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JIner akryaamszanuu padodeil nporpamMmsl

PaGouas mporpamma nepecMoTpeHa, o0CcyxieHa 1 ooopenHa uist peanm3armu B 2023 - 2024
yueOHOM roty Ha 3aceqanuu kageapsl Ilemarormdeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom or 20 1. Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00CcyxkieHa u ogo0pena it peanmsarmu B 2024 - 2025
yueOHOM rony Ha 3aceqannu Kadeapsl [lemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom oT 20 . Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2025 - 2026
y4eOHOM Toly Ha 3acenanuu kadeapsl [lemaroruyeckoro 00pa3oBaHus M TOKYMEHTOBEACHHSI

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Bennkanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa 1 oj00peHa uist peanm3armu B 2026 - 2027
yueOHOM rony Ha 3acenannu kKadeapsr Ilemaroruueckoro oOpa3oBaHus M JOKYMEHTOBEICHUS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusarmu B 2027 - 2028
y4eOHOM roay Ha 3acenanuu kadeapsl Ilemaroruyeckoro o6pa3oBaHus U TOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Ilesin ocBOeHMS TUCHUILIMHBI (MOTYJISA)

— W3YYCHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa30BaHUs, CKIIAJBIBAHHUS W Pa3BUTHUS
CUCTEM  JOKYMEHTAIlMH, TEOPETUYECKUX M  MPAKTHUYECKUX  MpoOseM  CO3AaHUs
JOKYMEHTUPOBAHHOM MH-(OpMAIUU OpraHU3aIui JTF000H OpraHu3alMOHHO-TIPAaBOBOH (HOPMEI.

2 MecTo TMCHMIIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOIl IPorpaMmsl

Hucuunnuna JlOKyMEHTOBEIEHHE BXOJMT B 00s3aTEIbyI0 4YacTh YYEOHOro TIUIaHA
00pa3oBaTebHON MPOTPAMMBI.

JUia  u3ydeHus  JUCLHUIUIMHBI ~ HEOOXOAWMbI  3HaHMUA  (YMEHMS,  BIAJCHHUSA),
c(OpMHUPOBAHHBIC B PE3YJIbTATE H3yUCHHS AUCIUTUINH/ TPAKTUK:

VYyeOHas - mMpakTUKa MO IMOJIYYEHUIO MEPBUYHBIX NPOPECCHOHAIBHBIX YMEHHUH U
HaBbIKOB, B TOM YHCJE€ TMEPBUYHBIX YMEHHH M HaBBIKOB Hay4YHO-UCCIIEOBATEIbCKON
NeSITeIbHOCTH

JIMHrBUCTHYECKHE OCHOBBI JIEIOBOTO MUChMA

Brenenue B mpodeccuto

3HaHus (YMEHMs, BJIAJIEHUs ), IOTYYEHHbIE IPU U3YYEHUU JAHHOW JHCUUIUIMHBI OyayT
HE0OXO0IUMBI JJIs1 U3yYEeHUS] AUCIUTLITUH/TIPAKTHK:

ApxHuBOBEJIEHUE

JlokyMeHTalOHHOE 00ecriedeHe TPYIOBbIX OTHOLIEH!U B PO

MonennpoBaHue CUCTEM JOKYMEHTAIIMH OpraHu3aliu

OCHOBBI CEKPETapCKOTO 00CTY)KUBaAHUS

[IpoekTHas nesTeTbHOCTh

WNHupopmalMoHHbIE TEXHOJIOTMH B JOKYMEHTOBEICHUH 1 apXUBHOM JIeJIe

HopmatusHas 6a3a 1e10BOro nucbma

[IpoexTupoBaHue ynpaBieHYECKON JOKYMEHTAUN OpraHU3alluu

Jlenonpoun3BoACTBO KOMMEPUYECKUX TPEATPUATHI

HNudopmanrionHbIe pecypchbl KaJIPpOBOH CITYKOBI

[IpakTHKyM IO COCTABIEHHIO U OPOPMIICHHIO CITy’KEOHBIX JOKYMEHTOB

CrnenuanbHas cucTeMa y4eTHOM JOKyMEHTaluu

I'ocynapcTBeHHbIE, MyHULIMTIAIBHBIE U BEIOMCTBEHHBIE APXUBBI

MesxayHapoaHble CTaHAAPTHI YIIPABIECHUS JOKYMEHTaMHU

Opranuzanus padboTsl ¢ 00paleHUsIMU IPaKaaH

JIOKyMEHTallMOHHOE ~ O00ecneueHre YIpaBlIeHUs Ha MPEANPUATUAX  Pa3IMUHBIX
OpraHu3alMOHHO-IIPABOBBIX (GOPM

JlenoBast mepenucka

VYuebHas - 03HaKOMUTEIbHAS IPAKTHKA

Opranu3anys 1 TEXHOJIOT Ul TIOKYMEHTAMOHHOT0 00ecIieyeH s yIpaBIeHUs

JIOKyMeHTallMOHHOE oOecreyeHne AEATEIbHOCTH OPraHOB TOCYIAapCTBEHHOW BIACTH,
yIIpaBJICHUs ¥ I0JIBEOMCTBEHHBIX OpraHU3alui

IIpoexTHast JAEATENBHOCT IO JIOKYMEHTALIMOHHOMY OOECIEUCHHMIO  YIPaBICHHUS
Opra"uzamuen

[Ipoun3BoacTBEHHAs - MpaKTHKa MO TMOJYYEHHUIO MPO(ECCHOHANBHBIX YMEHUN U OIbITa
npoheccuOHaTbHON IeSTETbHOCTH

JIOKyMEHTHPOBAHHUE IEATENBHOCTH HETOCYIapCTBEHHBIX OpraHu3aluil

HNudopmanronHoe odbecrieyeHre ynpaBieHus

KanpoBoe nenonponsBoacTBo

[ToaroToBka K mpoLeaype 3alIUThI U 3alUTa BBITYCKHOM KBaTH(PUKALIMOHHOMN pabOThI



3 KoMmnerenuun oﬁyqammerom, Q)opanyeMble B pe3yJibTaTe OCBOCHUSA

JTUCIHUIIINH

bl (MO/1yJIsl) U IVIAHWPYeMble pe3yJbTaThbl 00y4eHust

B pesynbpTare ocBOCHMS MUCHMILIUHBI (MOIYNs) «JlOKyMEHTOBEICHHE» O0YyYarOIIHiACs
JOJKEH 001a1aTh CIEAYIOIUMU KOMIIETCHIUSAMHU:

Koa mnnukaropa

Nuaukatop 10CTHKEHUS KOMIIETEH NN

VYK-6 CnocobeH ympaBisiTb CBOMM BpPEMEHEM, BBICTPAMBATH M PEATH30BHIBATH TPACKTOPHUIO

caMOpa3BUTHA HA OC

HOBE IPUHITMIIOB 00pa30BaHUs B TCUCHUE BCEU JKU3HU

YK-6.1 Hcnonp3yeT HMHCTPYMEHTBI W METOABI YIPAaBICHUS BPEMEHEM IIpU
BBIIIOJIHCHUM  KOHKPETHBIX  3a7a4, IPOEKTOB, INpPU  JOCTHKEHUU
IIOCTABJICHHBIX 1IEJIEH

YK-6.2 Ompenenser NTPHOPUTETHI COOCTBEHHOW JIEATETLHOCTH, JUYHOCTHOTO
pa3BUTHSL U TPO(heCcCHOHAIBHOTO pocTa

YK-6.3 OnennBaer TpeOOBaHMS PHIHKA TPYAa M IMPEIIOKEHUS 00pa30BaTEIbHBIX

YCIIYT JIJIsi BBICTPAUBAHMS TPACKTOPUU COOCTBEHHOTO MPOQECCHOHAIBHOTO
pocta

VYK-7 CrnocobeH moanepxuBaTh JODKHBIM YPOBEHb (PU3UUECKOW MOATOTOBICHHOCTH JISI

o0ecrieueHus mMOJTHO

LIEHHOM CONMAILHOM 1 TPpo(eCCUOHATLHOM AEATENHLHOCTH

YK-7.1

BriOupaer 3p0poBbecOeperammme TEXHOJOTHH JUIsl  MOJACPKAHUS
3JI0POBOTO 00pa3za JKU3HU C y4ETOM (PU3MOJOTHYECKUX OCOOCHHOCTEH
OpraHu3Ma M YCJIOBHIA peain3aliui IpohecCnOHATbHON NeSITeTbHOCTH

YK-7.2 [Inanupyer cBoe paboyee M CBOOOJHOE BpeMms Ui ONTHMAaIbHOIO
couyeTaHuss (HU3MYECKOM W YMCTBEHHOW HArpy3kd u oOecredyeHus
paboTOCIOCOOHOCTH

YK-7.3 ColOmromaeT W TpoMaraHgupyeT HOPMBI 370pOBOTO oOpa3a >KH3HU B

PA3TUYHBIX )KU3BHCHHBIX CUTYallUsX U B HpO(l)eCCHOHaHBHOﬁ JCATCIIBHOCTH

OIIK-2 CrocobeH H

cepe cBoeii mpodec

axoJMUTh OPraHU3alMOHHO-YIIPaBICHYECKUE PELICHUS IPU PEIICHUH 3a/1a4 B
CHOHAJILHOM JIeATEIbHOCTH;

OIIK-2.1 OmnpeaenseT ey 1 3aJ1a4M yIIpaBieHUs B cepe CBoeH MpodecCuoHaIbHON
JCSTEITbHOCTH

OIlIK-2.2 Hcnonp3yeT OCHOBHBIC METOIBI M MPUEMBbI OpPTaHU3AIMH, TUIAHUPOBAHUS,
MOTHBAIlUM, KOOPJHMHAIMK € KOHTPOJIA IpoleccoB B cdepe CBOeCH
1po(heCCUOHATILHOMU SSITEIIbHOCTH

OIlK-2.3 Ymeer uneHTUDUIIUPOBATh TPEOOBAHUS HOPMATHBHO-IPABOBOM CpeIbl K

CBOCH HpOd)eCCHOHaHLHOﬁ JCATCIIBHOCTH U ACATCIIbHOCTH OpPradHu3alin

OIIK-3 Cnocoben INPUMCHATL TCOPCTHYCCKHUC 3HAHHUA JIs1 PCHICHHA ITOCTABJICHHBIX 3aj/la4 B

001aCcTH JOKYMCHTO

BCIOCHU 1 apXNBOBCACHU A,

OIIK-3.1

CocraBnsier, odopmisieT W BeIeT YIPaBICHUYECKYIO JIOKYMEHTAIIUIO
pPa3sIUYHBIX BHJIOB 10 MNPOPWII0  ACITCIBHOCTH OpraHW3allid B
COOTBETCTBUH C €€ OPraHU3alMOHHO-IIPABOBOM (hOpMOit

OIIK-3.2 3HaeT NpaBOBbIE HOPMbI W IIpaBWJa OpPraHM3allMU, CHCTEMaTH3alluu,
KOMIUIEKTOBAaHUS M YydeTa JOKYMEHTAJIbHOTO U apXUBHOTO (DOHJIOB
OpraHu3alnu

OIIK-3.3 PaboTaer ¢ xoprnopaTHBHON CHCTEMON JAOKYMEHTOOOOPOTa, B TOM 4YHCIE

AJIEKTPOHHOTO, B COOTBETCTBUH C TIPABOBBIMUA HOPMaMH PO (HeCCHOHATLHOU
CpeIbl




YHUCIIC:

4. CTpyKTypa, 00b€éM U coep:KaHue T CIUIIJIMHBI (MOYJIs1)
OO0mas Tpya0eMKOCTh MUCIUIUTMHBEI coctaBisieT 10 3auetHpix emuuun 360 akan. 4acoB, B TOM

— KOHTaKTHas paborta — 76,2 akaj. 9acoB:

— aynuTopHas — 12 akaj. 9acos;

— BHeayIuTOpHas — 64,2 akaJ. 4acos;
— camocTosiTenbHas pabota —272,1 akaz. 4acos;

— B (popme npaxTrueckoii moarotoBku — 0 akas. yac;

— MOATOTOBKA K 3auéTy — 7,8 akaj. yac
dopma aTTECTAIUU - 3a4ET, KypcoBas paboTa, 3a4eT C OLEHKOM

CUCTCMaMU

AynuropHast I =
KOHTaKTHas paboTta E E dopma TeKyILEro
S B
B aKaJ. yacax 3 Uz KOHTPOJIse
Paznen/ Tema g, ( A ) E R . e Kon
> 3 © | caMoCTOsATEeNnbHOM | ycreBaeMOCTH U
JACLIMITIIMHEI N (=R .. | KOMIIeTeHIU1
2 & paboThI MPOMEKYTOTHON
nal. |mpakr. | 33 aTTecTAllNH
Jlex. 5 c 0
3aH. | 3aH. | QO &
1. Paznen 1. YHu(UIIMpOBaHHBIE CHCTEMBI
JOKyMeHTaluu. JJOKyMeHT Kak cucTema
TTouck
JIOTIOJTHUTEIIbHOM
UHPOPMAIIH IO
3aJIaHHOM TeMe.
KouTponbhas
paora. TectupoBanue YK-6.1,
Brinonaenue (Tex pmee " VK-6.2,
JIOMAIITHUX I/ITOZOBOG) VK-6.3,
MPAaKTUYECKUX Tpaxtieckas OIlK-2.1,
abot OIIK-2.2
1.1 YnpasieHueckas TeopHus p pabora '
CaMocCTOosATENIBHOE OIlK-2.3,
JOKYMEHTA. VYnpasienueckue| 2 1 17,3 KontponbHas
CHCTEMBI JOKYMEHTAIUN H3YHCHHC abora OIK-3.1,
y yueOHOI U HAyYHO pabe OI1K-3.2,
VYerHbll onpoc
JIUTEpa- TYpPHI. (cobeceoBanme) OI1K-3.3,
TToaroroska x & VK-7.1,
HA MPaKTHYECKUX
TECTUPOBAHHIO W 3aueTe VK-7.2,
Pa6ora ¢ VYK-7.3
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMH
yueOHUKaMHU,
TECTOBLIMU




Ilouck
JIOIIOJTHUTEILHOM
UH(POPMAIUH 1O
3aJaHHOM TEME.

KonTponbHas
Ta.
BI:IP;'[aO6J'IOH:HI/Ie Tectupoanne OIIK-2.1
JIOMAIITHUX (rexymee n OHK-2.2:
MPaKTUYECKUX HTOrOBOC) OIIK-2.3
[IpakTrueckas !
1.2 Cranmaptu3anusi U yHUPUKAIHS pabor paborta OIIK-3.1,
CamocTosTelIbHOE OIIK-3.2,
JIOKYMEHTOB. YHuduuupoBanHsie 0,5 22 W3yacHHe KOHTp60nLHa${ OIIK-3.3,
CHCTEMBI JIOKYMCHTAIHH ol 1 HAVAE padora K-6.1
e .| Jenmionpee |y
IToaroroBka x Ha HPAKTHICCKHX VK-7.2,
TECTUPOBAHUIO W 3aueTe YK-7.3
Pabora c
KOMITBIOTEPHBIMH,
AIIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
crcTeMaMu
Tlouck
JIOTIOTHUTENBHON
uH(OpMaIHH 110
3aJ]aHHOU TEMe.
Kontponsnas
pabora. TecTuposatme OIlK-2.1,
v | Goomesn | oay
MPaKTUYECKUX MpakTucckas OIlK-3.1,
1.3 loxkymeHt kak cucrema. OoOruiue pabor pabora OI1K-3.2,
TpeOoBaHUs K oopmiieHHIO 05 241 CamocrosTensHOe KoHTponbHas OI1K-3.3,
OpraHU3aIMOHHO-PACIOPSINTEIbHBIX ' ' U3yUYCHHE pabora VK-6.1,
JIOKYMEHTOB yueOHOI U HAyYHO VerHpi onpoc zﬁ-;%,
MTCpa- TYPEI- cobecenioBaHHE o
TToaroroska k }(Ia npaxmqecxm)c VK-7.3,
TECTUPOBAHHIO W 3aueTe VK-6.2,
Pabora ¢ VK-6.3
KOMIBIOTEPHBIMH,
3MEKTPOHHBIMU
yueOHHUKaMHU,
TECTOBBIMHU
crcTeEMaMu
HUroro no pazpeny 2 63,4

2. Paznen 2. TpeOoBaHUsI K COCTABIICHHIO
n  ObDOPMICHHIO  OCHOBHBIX  BHIOB
OpraHU3aHOHHOr O-PACIIOPSAUTEIBHOM
JOKYMCHTALUH




Ilouck
JIOIIOJTHUTEILHOM
UH(POPMAIHH 1O
3aJaHHOM TEME.

CUCTCMaMU

KonTponbHas
abora.
BBIP;'IOJ'IHCHI/IC TectupoBanue
(Texyiee u
JIOMAIITHUX OIIK-2.1,
HUTOT'OBOC)
MPaKTUYECKUX Ipaxriieckas OIIK-2.2,
pabot p OIIK-2.3,
2.1 TpeOoBaHHS K COCTaBJICHHIO U pabora
CamocTosTelIbHOE OIIK-3.1,
0QOPMJICHUIO  OCHOBHBIX  BHJIOB 1 PAVIGHIE KoHnTponpHas OIK-3.2
OpraHMU3alMOHHBIX JIOKY-MEHTOB C6HO}II>'IqH HAVIHO paborta VK-6 2 !
7 J'II/ITepaTypI}:I Yermetii onpoc YK-Y.l’
’ cobeceloBaHie .
IToaroroBka x ( A ) VK-7.2
Ha MPaKTHISCKUX
TECTHPOBAHUIO W 3aueTe
Pabota ¢
KOMITBIOTEPHBIMH,
AIIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMU
CUCTEMaMU
TTounck
JIOTTOJTHUTEIILHOM
uH(OpMaIHH 110
3aJIaHHOM TeMme.
Kontponsnas
pabora. T
eCTHPOBaHHE
Brimonnenue VK-6.1
JIOMAIITHUX (rexymiee n YK-7 1’
MPAKTHYECKHUX HTOroBoc) YK 7'2’
P aGoT [IpakTrueckas VK 7'3’
2.2 TpeGoBaHHS K COCTaBJICHHIO U p pabora >,
CaMocCToATENIbHOE OIlK-2.1,
OQOpMIICHHIO  OCHOBHBIX  BHJIOB 0,5 0,5 WayueHe KonrtponbsHas OIK-2.2
ey
pacropsAUTENBHBIX JOKY-MEHTOB g pabora
yeOHOM M HAYIHO 9 OIIK-2.3
g uTepa Typ):l{ VCTHBI onpoc OI1K-3 1’
’ cobecemoBaHue ) !
Tloaroroska x ( OIIK-3.2
A Ha MPaKTUYECKUX '
TECTUPOBAHHIO W 3aueTe OIIK-3.3
Pa6ora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMH
yueOHHUKaMHU,
TECTOBLIMU




Kommtekcer JOKYMECHTOB

Ionck
JIOTIOJTHATENBHON
UH(POPMAIUH 1O
3aJaHHOM TEME.
KonTponbHas
aboTa.
BI:IP;'IOJ'IHCHI/IC Tecruposarine YK-6.1,
JIOMAaIIHUX (Texymee u VK-7.1,
MPaKTUYECKUX MTOroBOC) VK-7.2,
2.3 TpebGoBanus K TABJICHUIO U 6ot Hpaxruccias YK-7.3
pebosa COCTaBJICHUIO pabo ota ,
0QOPMJICHUIO ~ OCHOBHBIX  BHJIOB CamocrosiTennsHOe pa OIIK-2.1,
0,5 0,5 25 KonrtponbHas
MH()OPMAITMOHHO-CITPABOYHBIX U3y4eHHE pabota OIIK-2.2,
JIOKYMEHTOB y4eOHOH U HAY4HO VerHbit onpoc ggi-gi,
JUTEpa- TYPHI. -3.1,
(cobecenoBanue )
IToaroroBka x Ha HPAKTHICCKHX OIIK-3.2,
TECTHPOBAHUIO W 3aueTe OIIK-3.3
Pabora c
KOMITBIOTEPHBIMH,
AIIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
crcTeMaMu
Tlouck
JIOTIOTHUTENBHON
uH(OpMaIHH 110
3aJ]aHHOU TEMe.
Kontponsnas
patora. TectupoBanue
Beinonuenue VK-6.1
JIOMAIITHUX (rexymee n YK-7.1:
MPaKTUYECKUX HTOrOBOC) VYK-7.2
[IpakTrueckas '
2.4 TpeboBaHUS K COCTaBICHHIO U pabot 6 YK-7.3,
0()OPMIICHHIO  OCHOBHBIX  BHIOB o5 CamocrosTenbHOe pavota OIIK-2.1,
Koutponbhas
JIOKYMEHTOB o TPYAOBBIM U3yUYCHHE pabora OIlK-2.2,
OTHOILICHUSIM. JINUHBIE TOKYMEHTHI yueOHOI U HAyYHO VerHpi onpoc 8HK-§.§,
JuTepa- TypHI. TIK-3.1,
(cobecenoBanmue )
TTonroroBka k Ha PAKTHHCCKHX OI1K-3.2,
TECTUPOBAHHIO OI1K-3.3
PaGora ¢ U 3ayere
KOMIBIOTEPHBIMH,
3MEKTPOHHBIMU
yueOHHUKaMHU,
TECTOBBIMHU
crcTeEMaMu
Wroro no pasaeny 2 1 100
HUroro 3a cemectp 4 163,4 3a4éT
3. 3 Pazgen. CoBeplICHCTBOBaHHE
JOKYMEHTAlMOHHBIX IIPOLIECCOB.




Ilouck
JIOIIOJTHUTEILHOM
UH(POPMAIUH 1O
3aJaHHOM TEME.

KonTponbHas
pabora. TectupoBanue
Brimonnenue (Texyiee u VK-6.1,
JIOMAaIIHUX HUTOT'OBOE) VK-7.1,
3.1 PermameHTanmus ~ IIPOLIECCOB HPaKTHYECKHUX IMpakTuieckas YK-7.2,
JOKYMEHTOO0Pa30BaHHSL. pabot pabora VK-7.3,
VYHuGUKAIMS U CTAHAAPTH3ANUS KaKk 1 1 427 CamocrositensHoe |  KoHTponbHas OIIK-2.1,
METOJbI COBEPILIEHCTBOBAHUS ' u3y4yeHue pabora OIIK-2.2,
JOKYMEHTHO-KOMMYHHKallHOHHOU y4eOHOH 1 HaydHO| Y CTHBIH onpoc OIIK-2.3,
JEATENbHOCTH nutepa- Typel. | (cobecemoanme) | OIIK-3.1,
IMoaroroBka k | Ha mpaktuyeckux | OIIK-3.2,
TECTHPOBAHUIO 1 3a4ere OIIK-3.3
Pabora c KypcoBas pabora
KOMITBIOTEPHBIMH,
AIIEKTPOHHBIMHA
yueOHUKaMH,
TECTOBBIMHU
CHCTEMaMHU
Tlouck
JIOTIOJTHUTENIbHON
uH(OpMaIHH 110
3alaHHON TeMe.
Kontponsnas
pabora. TectupoBanue
Beimonnenue (Tekyliee u OIlK-2.1,
JIOMAIITHUX UTOTOBOE) OIIK-2.2,
MPaKTUYECKUX [pakTudeckas OI1K-2.3,
pabor pabora OIlK-3.1,
3.2 TlpocThie U CIOXKHBIE KOMILIEKCHI
JIOKYMCHTOB. 05 05 38 CamocrositensHoe |  KoHTponbHas OIlK-3.2,
JIOKYMEHTHBIE PECYPCHI. I/IS){"{SHI/IC pa6VOTa OIIK-3.3,
yueOHOI 1 HaydyHO| YCTHBIN onpoc VK-6.1,
nmurepa- Typsl. | (cobecemoBanue) VK-7.1,
TTonroroBka Kk | Ha MPAKTHYECKUX VK-7.2,
TECTUPOBAHHIO U 3a4eTe VK-7.3
Pabora ¢ KypcoBas pabora
KOMIBIOTEPHBIMH,
3MEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU

CUCTCMaMU




Ilouck
JIOIIOJTHUTEILHOM
UH(POPMAIUH 1O
3aJaHHOM TEME.

KonTponbHas
pabora. TectupoBanue
Brimonnenue (Texyiee u OIIK-2.1,
JIOMAIITHUX HUTOT'OBOE) OIIK-2.2,
MPaKTUIECKUX ITpakTrueckas OIIK-2.3,
3.3 OcobeHHOCTH  COCTaBJICHHS
JIOKYMEHTOB Ha MaIIUHHBIX pator patora OIR-3.1,
CamocrositensHoe |  KoHTponbHas OIIK-3.2,
Hocutensix. Opumudeckas — cuia 0,5 0,5 28
U3ydeHHE pabora OIIK-3.3,
JIOKYMEHTOB Ha MAaITUHHBIX 9 9
yueOHO# 1 HaydHO| Y CTHBIN Onpoc YK-6.1,
HOCHTEIISIX
murepa- Typsl. | (cobecenoBanue) YK-7.1,
[loaroroBka Kk | Ha MPAaKTUYECKUX VK-7.2,
TECTUPOBAHHIO U 3a4eTe YK-7.3
Pabora c KypcoBas pabora
KOMITBIOTEPHBIMH,
AIIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
crcTeMaMu
HUroro no pazzpeny 2 2 |108,7
Hroro 3a cemecTp 2 2 ]108,7 320,Kp
3a4er, KypcoBast
WTOro o AUCIUILIHHE 6 6 2721 paboTa, 3a4er ¢

OLICHKOM




5 O0pa3oBaTe/ibHbIE TEXHOJIOTHH

W3ydyeHne QUCUMIUIMHBI HayMHAeTCs C IieJIenoJlaraHusi, 0003Hayarollero OCHOBHbIE
3HaHUS, YMCHHUS U HaBBIKU, KOTOPBIE JODKHBI C(HOPMUPOBATHCS Y CTYACHTOB B X0J€ O0YUCHUSI.
Hayxka «/loxymMeHTOBeiEHHE» IIPECTaBIEHA B CIEKTPE MPOOJIEMHBIX BOIIPOCOB YIPABIICHUS B
Pa3IMYHbIX OTpACIAX AE€ATEIbHOCTH YEIOBEKa.

TexHonorne MOHUTOPUHTA PE3YIbTATOB OOpPA30BATENBHON NEATEIBHOCTH SBISETCA
3a4eT, BBICTABISEMBIA HA OCHOBE MOJTOTOBJIEHHOTO MOPT(HOIUO, MO3BOJISIONICTO YUUTHIBATH
pe3yiabTaThl, JIOCTUTHYTBIE CTYJEHTOM B pPa3HOOOpA3HbIX BHJAX JEATEIbHOCTH —
y4e0HO-TT03HABATEIHLHOM, YaCTHYHO-TIOUCKOBOU, PEIPOYKTHBHOM:

-OTBETHI HA IPAKTUYECKUE 3a1aHNUS,

-TECTUPOBaHHUE,

-KOHCIIEKTUPOBaHHE,

-KypcoBas paloTa.

TexHosorust MoIeTMPOBAHUS SBISETCS BaKHBIM 3JIEMEHTOM JIESTEIIbBHOCTHOTO MOIX0a
B 00yueHUH OaKaJlaBpOB 110 HaIlpaBJIeHUIO «Jl0OKyMEHTOBEICHNE U apXUBOBEACHUEY.

st oneHkH TOPT(OIUO TPUMEHSETCS PEUTUHTOBAasT TEXHOJIOTHSI OIEHKH 3HAHUM,
CHoCcOoOCTBYIOIIAs IEMOHCTpAIK O0BEKTUBHOCTH MPEMNO01aBATEIbCKOM OLIEHKH.

J1J11 KOHTPOJISL PENIPOTYKTUBHON JIEATEIILHOCTH CTY/I€HTOB UCIIOJIb3YETCS YCTHBIA OIIPOC
Ha TMPaKTUYECKUX 3aHATUAX, TectupoBaHue. C 1enblo oOecreyeHus MPEeeMCTBEHHOCTH
M3y4aeMbIX TEM Ha JEKUUAX HCIOJNb3YIOTCS OJNMI-ONpPOCHl, OINpEAESIoNue CTENeHb
OCO3HAHHOCTH JIEKIIMOHHOTO MaTepuaia, YCTAaHOBJICHHUE CBA3M MEXIY KIIOYEBBIMH MOHATUIMU
Kypca.

[IpodeccrnonanpHbIe yMEHHS 11O PabOTE C UICTOYHUKAMH PA3HBIX TUIIOB OTPAa0ATHIBAIOTCS
IpU  BBINOJIHEHUM JOMamHuUX padoT . IlpoBepka cPOpMUPOBAHHOCTH HAa3BAaHHBIX BBIIIE
npodeccrnoHabHBIX KOMIETEHIIMM OCYIIECTBIIAETCS B UHTEPAKTUBHON (hOpMe Ha IPAKTUUECKUX
3aHATUSAX IO MOJEIMPOBAHUIO TPOEKTOB TOKYMEHTOB.

Hcnonb3yioTcss OUCTaHIMOHHBIE OOpa3oBaTeNbHbIE TEXHOJOTH, pEau3yeMble C
NpUMEHEHHEM  WH(OPMALMOHHBIX U TEJIEKOMMYHHKAI[MOHHBIX  TEXHOJOTHH  mpu
OTOCPEeI0BAHHOM B3aUMOICHCTBUU 00YYAIOIIErocs ¥ MeAarornyeckoro paboTHHUKA.

[IpakTnueckue 3aHATUS NPOBOAITCS B GopMe MPAKTUUECKOW MOATOTOBKHU B YCIOBUSIX
BBITIOJIHEHUST OOy4YaloUUMUCS BHUJIOB pPabOT, CBSI3aHHBIX € Oynaymied mnpodeccuoHanbHON
NeSITeIbHOCTHIO U HANpaBlIEHHBIX Ha (OPMUPOBAHUE, 3aKpPEIUICHHE, Pa3BUTHE MPAKTHYECKUX
HABBIKOB U KOMIIETEHLIUH 110 MPOo(uITto 00pazoBaTeIbHON MPOTrpaMMBbl.

Copep:xaHue 4yacTU CaMOCTOSITENIBHOM paboThl paccunTaHbl Ha (GOPMHUPOBAHUE YMEHHIA
M0JIb30BATHCS  MaTepUAlaMH  [EPUOJAMYECKMX  H3JAHWHM, BKIIOYas HMHTEPHET-U3AAHUS
npodeccroHabHBIX HAYYHO-TIPAKTUUYECKUX )KYPHAIIOB.

[Ipn wusydenun TpeOOBaHMN K COCTaBICHHIO U OGOPMIICHHIO OCHOBHBIX BHJIOB
OpraHU3alMOHHOTO-PACOPSIUTEIbHON JIOKyMEHTaluu MIPUMEHSIOTCS KOMILIEKC
oOpa3oBaTeNbHBIX U HMH(QOPMAIMOHHBIX TEXHOJIOTUM, HAMpPaBJICHHBIM Ha OBJAJCHHE
3asiBJIEHHBIMU KOMIIETEHIUSMHU.

B mpomecce Bcero 00ydeHHs HCIMONB3YIOTCA HH(DOPMAIMOHHO-KOMMYHHKAIIHOHHbBIE
oOpa3oBaTelibHble TEXHOJOTHU — OpraHu3anus oOpa3oBaTeIbHOTO Ipollecca, OCHOBaHHAs Ha
NPUMEHEHUH CHELUAIN3UPOBAHHBIX MPOTPAMMHBIX Cpell M TEeXHHUYECKUX CPEICTB paboOThI ¢
uHpopmanuei. opmMamu ydeOHBIX 3aHATUN SABISIOTCS: JIEKUUA-BU3yalIU3alus — U3JI0KEHHUE
COJIepKaHUs COINPOBOXKJAETCS Ipe3eHTaluuedl (JeMOHCTpalueld y4eOHBIX MaTepuanos,
MIPEJICTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMax, B T.4. WIIOCTPATUBHBIX, rpaHUueCKUX,
BUJIEOMATEPHAJIOB).

[Ipu HanMcaHuu KypcoBoil paboThl IPUMEHSIOTCS TEXHOJIOTUU OpraHu3aliy MPOSKTHOM
1 Hay4YHO-MCCIIEA0BATEILCKOM AEATEIbHOCTH.



6 YueOHO-MeTOAHYECKOE 00eciedeHre CAMOCTOSITeIbHOI padoThl 00yUYarOLIUXCs
[IpencraBneno B mpuiioxeHuu 1.

7 OueHoYHbIE CPEACTBA /IVISl IPOBEACHUs IPOMEKYTOYHOM aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOIMYecKOe H HH(OPMANIMOHHOE 00ecTiedeHrue TUCIIUIITHHBI (MOTYJIs1)

a) OcHoBHas1 TMTEpPaTypa:

1. JIokyMeHTOBeIeHHE | YICOHUK U NPAKTUKYM JJIsl akajieMudeckoro Oakanaspuata / JI. A.
HoponwnHa [u np.] ; mox penakiueit JI. A. JloporuHON. — 2-¢ u3M., mepepad. u gon. — Mockaa :
WznarensctBo FOpaiit, 2019. — 309 c¢. — (bakamaBp. Akanmemmueckuii kypc). — ISBN
978-5-534-03053-2. — Tekcr : onektponnbii // DOBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433067 (nata obpamienus: 24.01.2022).

2. KazakeBmu, T. A. JloxymeHTOBenenue. JlOKyMEHTAlMOHHBINH CEpBUC : YYEOHHK U
NPaKTHKYM JUis pukiaaHoro Oakanaspuara / T. A. Kazakesuu, A. U. Tkanuu. — 2-e u3., UCHp. U
nor. — Mocksa : M3garensctBo FOpaiit, 2019. — 177 c. — (bakanasp. [IpuknagHoit kypc). —
ISBN 978-5-534-06273-1. — Tekctr : oanekrponnsiii /[ 3BC [Opaiir [caiit]. —
URL:https://www.biblio-online.ru/bcode/437480 (nata oopamenus: 11.01.2022).

3 Koxymkosa, H. B. Ctpykrypa nokymenTa. CUCTEMBI JOKYMEHTAIHHA. Y HUPUITUPOBAHHAS
crcTeMa OPraHU3alMOHHO-PACTIOPSIUTEIBHON JTOKYMEHTAUU: 001IHe TpeOOBaHMS K COCTABICHHUIO
u opopmitenuio : yuebnoe mocoodue / H. B. Koxyrmikosa ; MI'TVY. - Marautoropck : MI'TVY, 2016. - 1
anmektpoH. ont. guck (CD-ROM). - 3Barm. ¢ Turyn.  9kpada. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/112997
3/2334.pdf&view=true (mara o6pamenus: 04.01.2022). - MakpooObeKT. - TeKCT : 3MeKTPOHHBIN. -
Ceenenuns noctymnHbl Taoke Ha CD-ROM.

0) lonoJiHMTEILHAS JIATEpaTypa:

1. baiiboponora, JI. B. Meromonoruss u METOIbl HAYYHOTO MCCICIOBAHUS . ydeOHOE
mo-cobue i 6akanaBpuarta u Mmaructpatypsl / JI. B. Baitbopomoa, A. I1. UepHsBckas. — 2-€ u3.,
ucrp. u gomn. — Mocksa . M3garensctBo [Opaiit, 2019. — 221 c¢. — (bakamaBp u marucrp.
Axanemuyeckuii Kypce). — ISBN 978-5-534-06257-1. — Tekcr : snekrponusiii // DBC Opaiir
[caiit]. — URL:https://www.biblio-online.ru/bcode/437120 (nata obpamienns: 11.01.2022).

2. Anoxuwna, C. A. KypcoBas paboTra 1O JOKYMEHTOBEJCHHIO, apPXHBOBEICHHIO,
OpraHM3alii M  TEXHOJOTMU  JOKYMEHTAI[MOHHOTO  oOecnedeHus  yIpaBlICHUS
y4uebHOo-MeTomuueckoe mocobue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TY. -
Maruutoropcek : MI'TY, 2016. - 1 snekrpon. ont. auck (CD-ROM). - 3ara. ¢ turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/113033
7/2535.pdf&view=true (mara obpamienus: 04.01.2022). - MakpooOBeKT. - TEKCT : 3JEKTPOHHBIH. -
Ceenenus noctynssl Takke Ha CD-ROM.

3. [Noremkuna, M. H. OCHOBBI HCCIIeIOBAaTENBCKOM IEATENBHOCTH | y4eOHO-METOIUYECKOE
nocobue / M. H. Tloremkuna ; MI'TY. - Maruautoropck : MI'TVY, 2018. - 1 anek-TpoH. ONOT. JHUCK
(CD-ROM). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/152774
2/3739.pdf&view=true (mara obpamenus: 09.01.2022). - MakpooObeKT. - TeKCT : ANEKTPOHHBIH. -
Ceenenus noctymnssl Takke Ha CD-ROM.

B) Meroauyeckue ykazanus:



CamocTosiTenbHas padoTa CTYACHTOB By3a : npaktukym / cocraButenu: T. I'. Heperuna, H.
P. Ypazaena, E. M. PazymoBa, T. ®. OpexoBa ; MarHuToropckuii roc. Texuuyeckuii yu-t um. I'. W.
Hocoga. - Marautoropck : MI'TY um. I'. . Hocoga, 2019. - 1 CD-ROM. - 3arn. ¢ TuTy:1. 9KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/153026
1/3816.pdf&view=true (mata oOpamenus: 28.09.2022). - MakpooObeKT. - TEKCT: ECKTPOHHBIM. -
Csenenus nocrynusl Takke Ha CD-ROM

Metonuyeckie yka3aHMsl 110 BUJAM 3aHATUH, NPEAYCMOTPEHHBIX YYEOHBIM ILIAHOM,
npencrasiensl B [Ipunoxkenusx 1 u 2 k HacTosme# padodelt mporpamme.

MGTOILI/ILICCKI/IG PEKOMCHAAINH 110 HAITMCAHWUIO U 3allIUTC KYPCOBBIX pa60T MNpEaACTaBJICHBI B
anekrpoHoM nocooun C. A. Anoxunoi, A.K. Makaposoii KypcoBast paboTa 110 JOKyMEHTOBEEHHIO,
APXHUBOBCACHUIO, OpraHu3anu U TCXHOJIOTMN NJOKYMCHTAIIMOHHOI'O oOecrieyeHus YIIpaBJICHUA (CM.

[Mpunoxenwue 1).

r) [Iporpammuoe ob6ecneuenue u UnTepHeT-pecypceni:

IIporpamMHoe o0ecnieuenmne

HaunmenoBanue .

o Ne norosopa CpoOK erCcTBUS TULEH3UN
MS Office 2007 |\, 135 1 17.09.2007 GeccpouHo
Professional
7Zip cBO0OOTHO 0eccpoUHO
FAR Manager |[cB0oOo1HO 0OECCPOUHO

IIpodeccuonanbHblie 02361 JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
Hassanue xypca CchlIKa

DneKkTpoHHas 0a3a MepuoaIUICCKUX U3AaAHUI
East View Information Services, OO0O
Harmmonanbuasa
undopmanmronno-ananmuruueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii HHIEKC HAYIHOTO [IUTHPOBAHHUS
ITouckoBass cucrema Axagemus Google
(Google Scholar)
Nudopmanmonnas cucrema - EnuHoe OkKHO
JOCTyIa K MH(GOPMAIIMOHHEIM pecypcaM
Poccuiickas T'ocymapctBeHHas Gubmmorexa.

https://dlib.eastview.com/

URL.: https://scholar.google.ru/

URL.: http://window.edu.ru/

https://www.rsl.ru/ru/4readers/catalogues/

Karamoru

DnektpoHHble pecypcbl oubmuorexku MI'TY [https://magtu.informsystema.ru/Marc.html?locale=
um. ['.. HocoBa ru

MexnayHapoaHas pedeparnBHas 51

http://scopus.com
ITOJJHOTCKCTOBAA CIIpaBOYHasi Oasa JAaHHBIX

ApXuB Hay4YHBIX XypHanoB «HarmoHansHbIi
ANEKTPOHHO-UH(POPMAIIMOHHBIN https://archive.neicon.ru/xmlui/
koH1oprmym» (HIT HOMKOH)

9 MartepuajibHO-TEXHHUYECKOE o0ecrieyeHne TUCHUTLTHHBI (MOTYJIs1)

MaTepI/IaHLHO-TCXHI/I‘-IeCKOC obecrnieueHue JUCIHUITITIMHBI BKJIIFOYACT:



Y4eOHble ayAUTOPUU IS IPOBEICHHS TUCTAHLIIMOHHBIX 3aHATUH JIEKIIMOHHOTO THUIIA

CTOJ KOMITBIOTEPHBIH, CTOJ MHCbMEHHBIH, CTyn O(UCHBIN, JOKyMeHT-Kamepa Epson,
uctounuk Oecriepeboitnoro mwmranuss POWERCOMIMD-1500AP |, kamepa BBICOKOTO
paspeleHus, KOMITbIOTEp MepcoHaNbHbIN (T 6), mpoektop ViewSonicPJD7526W, ciimkepdon
nacronbHbiii  Calisto-620 Plantronics, Be0-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAs, CTepeorapHuTypa (MHKpO(GOH C IIyMOIIOJABICHHUEM), SKpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

VYdeOHble ayIUTOPUM JUISL TIPOBEICHUS MPAKTUYECKUX 3aHIATUH, TPYNIOBBIX U
MHIUBUAYAJIbHBIX KOHCYIbTALUN, TEKYIIIETO KOHTPOJIS ¥ IPOMEKYTOYHON aTTeCTal[UH:

CTOJl KOMITBIOTEpPHBIM, CTOJ NMUCBMEHHBIH, CTYyJl OQHUCHBIN, JOKyMEHT-Kamepa Epson,
uctoynuk Oecriepeboitnoro mmranuss POWERCOMIMD-1500AP |, kamepa BBICOKOTO
paspelieHus, KOMIbIOTEp MepcoHaNbHbIN (TUM 6), mpoektop ViewSonicPJD7526W, ciimkepdon
nacronbHbiii  Calisto-620 Plantronics, Be0-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAs, CTepeorapHutrypa (MHKpOGOH C IIYMOIOJABJICHHEM), SKpaH HacTeHHbIHDIQIS
Optimal-C MW DSOC-11032*2

[lomemenns ans  caMOCTOSITENBHOM — paOOThl  OOydaromMXCs:  MEPCOHAIbHbBIE
kommeioTepsl ¢ makerom MS Office, BbixogoM B MHTEpHET U C JOCTYIOM B 3JIEKTPOHHYIO
MH(POPMAITMOHHO-00Pa30BaATEIBHYIO CPEy YHUBEPCHUTETA.

[lomemienne s XpaHeHUss M NPOPUIAKTUYECKOTO OOCTY)KMBaHUS Y4eOHOTO
000pYyIOBaHUS: CTEIIAXKH IS XPAaHSHUS ydeOHO-HATIISTHBIX TOCOON M Y4eOHO-METOTUIECKOM
JOKYMEHTAI1H.

Yyebuble AYAUTOPHUU JIS1 BBIIIOJIHCHHA KYPCOBOI'O IMPOCKTHUPOBAHUA NOMCHICHUA I
CaMOCTOSATEIILHOM pabOThI 00YJAIONIUXCS: MEPCOHANbHBIE KoMIIbIOTepHI ¢ maketom MS Office,
BBIX0JIOM B IHTEpHET U C JOCTYIOM B AJIEKTPOHHYIO HHPOPMAIIHOHHO-00pa30BaTEeIbHYIO CPEAY
YHHUBEPCHTETA.



IIpuioxenue 1

YueOHO-MeTOANUYECKOEe o0ecmneueHue CaMOCTOATEJIbHOMN PpadcoThI
00yJYaIOIIXCH

OueHouUHble CpeaCcTBa TEKYLLEro KOHTPOAA MO pasgenam

PA3AEN 1

MpaKTtnueckoe 3apaHue 1

1. Wcnonb3ya O6LEPOCCUIICKUIA KnaccuduKaTop ynpaBaeHYeckon gokymeHTauumn OK 011-93 (perkum
poctyna http://www.consultant.ru/)aaiite TonkoBaHue He MeHee TpeM Kogam GOPM KOHKPETHbIX
OoKymeHToB YCOP[ u WwecTn Kogam Apyrux  YHUOUUMPOBAHHLIX CUCTEM  YNpaB/ieHYeCKon
AOKyMeHTauuu (no Bbibopy cTyaeHTa).

3apaHue BbiNonHAKTe No 0b6pasyy:

Kop 02112312 o603HavaerT:

02 — dopma npuHaZNERUT K YHUPULMPOBAHHOM CUCTEME OPraHM3aLMOHHO-PACNOPAANTENbHOM
AOKYMeHTauuu;

11 — dopma OTHOCUTCA K MOAKAACCY AOKYMEHTALMMN MO CO3AaHMI0 OpPraHM3aLmn, NPeanpuUaATUS;
231 — perncTpaumoHHbIi Homep Gopmbl BHYTPU NogKnacca — opmbl YcTaBa;
2 — KOHTPOJIbHOE YnCIO.

YcTaB aABnsieTca 06a3aTeIbHbIM AOKYMEHTOM A7 Pa3/IMYHbIX OPraHM3aLMOHHO-MPaBOBbIX GOPM, U ero
coCTaB/ieHME U 0POpPM/IEHNE PEFTAMEHTUPYETCA 3aKOoHoAaTeNbCcTBOM. OTcyTcTBMe B OKY/ nHAeKca u
nepnmoanYHOCTM 0603HaAYaET, YTO OpraHM3aLMsA COCTAaBASET U OPOPMAAET YCTaB CaMOCTOATESNbHO, 6e3
onopbl Ha obuiepoccuickme yHuduumpoBaHHble Gopmbl. Mpu cocTaBneHUM M opopMAEHNN YCTaBa
HeobxoaMmo onupaTbca Ha 3aKkoHoaaTenbctso M TOCT P 7.0.97-2016

TecT K pasgeny 1
Bonpoc 1
TeKcT BONpoca
CornacHo CTaHAAPTU3NPOBAHHOMY OonpeaeneHunto, BUua NMCbMEHHOro A0KyMeHTa — 3TOo:
Bbibepute oanH OTBET:
a. 0OMUMANBHBIN JOKYMEHT, CO34aHHbI B MMCbMEHHOM BUAE

b. HaumeHoBaHKe AOKYMEHTaQ, Od)OpM}'IEHHOI'O NO YCTAaHOB/IEHHbIM MPaBn1amMm MalLMHOMNCHbIM cnocobom


http://www.consultant.ru/

C. Pa3HOBUAHOCTb AOKYMEHTA, UCMOJIHEHHOIO rpaduyecKMMmn 3Hakamm — 6ykBamu, udpamm,
neporandamm

d. NPUHAANEXHOCTb MNCbMEHHOIO AOKYMEHTA K CUCTeMe AOKYMEeHTaUuun no npmnsHakam coaepaHma n
L,enesoro HasHavyeHumA

Bonpoc 2
TeKcT BONpOCa

MpUHaANEKHOCTb AOKYMEHTA K CUCTEME AOKYMEHTALIMM MO NMPMU3HAKaM COAEPIKAHUA U LLeNeBOoro
Ha3HayeHusa — 3To:

Bbibepute oanH oTBET:
a. BUA, JOKYMeHTa
b. opmynap gokymeHTa
C. bnaHK fOKYMeHTa
d. geno
Bonpoc 3
TeKcT Bonpoca
CornacHo cTaHZapTU3NPOBAHHOMY ONpeaesieHMIo, CUCTEMA AOKYMEHTALUN — 3TO:
Bbibepute oanH OTBET:
a. COBOKYMHOCTb AOKYMEHTOB, 06pasyowmxca B 4eATENbHOCTU HOPUAUYECKOTO AN GU3MYECKOTO nLa

b. cucTemMa HOpPMaTUBHBIX aKTOB, PErNIAMEHTUPYIOWMX 4OKYMEHTUPOBAHME AEATE/IbHOCTU U
[OKYMEHTO060pOT NPeanpuATMIA PasIMUYHbIX OPraHN3aLMOHHO-MPABOBbLIX GOpPM

C. KOMMJIEKCbI JOKYMEHTOB, OTPaKatoLiMe NPOU3BOACTBEHHbIE, ypaBaeHYecKMe, GUHAHCOBbIE NPOLLECCHI
npeAanpuUATUA, OpraHn3auunii, yupexxaeHnn

d. COBOKYMHOCTb AOKYMEHTOB, B3aMMOCBA3aHHbIX NO NPMU3HAKaM NPOUCXOMKAEHMSA, Ha3HAYEHUA, BUAA,
cdepbl 4eATENBHOCTH, eANHbIX TPE6OBAHMI K UX 0ODOPMIEHUIO

Bonpoc 4
TeKcT BONpoca
Kakyto cnuctemy gokymeHTauum HE/1Ib3A oTHeCTn K GYHKUMOHANbHOM CUCTEME A0KYMEHTALMM:
Bbibepute oanH OTBET:
a. cMcTema AOKYMeHTaLUMn 34paBooXpaHeHns
b. cucTema OTY4ETHO-CTAaTUCTUYECKOM AOKYMEHTALLMK

C. cUcTeMa NepBUYHOI YHETHOM AOKYMEHTaUUK



d. cuctema n1aHOBOM AOKYMEHTaLUM
Bonpoc 5
TeKcT BONpoOCa
CornacHo CTaHZ4apTU3NPOBAHHOMY ONpPeaeNeHUI0, 4OKYMEHTAbHbIA GOHA, — 3TO:
BbibepuTte oguH OTBET:

a. COBOKYMHOCTb AOKYMEHTOB, B3aMMOCBA3aHHbIX MO NPMU3HAKaM NPOUCXOKAEHMA, HAa3HAYEHUs, BUAQ,
chepbl feATenbHOCTH, e4nHbIX TPeboBaHUI K UX 0popMAEHMUIO

b. COBOKYMHOCTb AOKYMEHTOB, 06Pa3yHOLMXCA B AEATENIbHOCTU FOPUAMYECKOTO MAN GU3UYECKOTro nLa

C. KOMMNJIEKCbI AOKYMEHTOB, 06CnyKMBatoLMe NPOU3BOACTBEHHbIE, yNpaBaeHYeckne, pUHaHCOBbIe
npoLeccbl NpeanpuUATUN, OpraHU3aLni, yupexRaeHui

d. opuumanbHble LOKYMEHTbI NPeanpUATUN, OPraHU3aLLUn, YUpeKOeHNN
Bonpoc 6
TeKcT Bonpoca

Ha Kakwue rpynnbl aenstcs opuumanbHble 4OKYMEHTbI No chepe aeAatenbHocTH (Mo GYHKLMOHAAbHOMY
NPU3HaKky):

Bbibepute oanH OTBET:

a. PyHKUMOHaNbHble/oTpacnesble

b. odbmumanbHbie/HeopuunanbHble

C. ynpas/iieHYecKkne/TexHU4Yeckne

d. yHudUnumpoBaHHble/HeyHUPULMPOBAHHbIE
Bonpoc 7
TeKcT BONpoca
Kakoi [OKYMEeHT OTHOCUTCA K CUCTEME YNpaBAeHYEeCKOM JOKYMEeHTaUNu:
Bbibepute oanH OTBET:

a. WTaTHOe pacnucaHme

b. nosicHMTenbHan 3anucKa

C. CTaHAapT

d. nacnopt usgenus
Bonpoc 8

TeKcT BONpoOCca



Kakol JOKYMEHT MOXKET OTHOCUTBLCA K CUCTEME TEXHUUYECKOM AOKYMEHTaLUN:
Bbibepute oauH oTBeT:
a. AOKNaaHaA 3anucka
b. 06bsicHMTENbHAA 3aNMCKa
C. NOSAAICHMTENbHAA 3aMMCcKa
d. cnyxebHas 3anucKa
Bonpoc 9
TeKkcT Bonpoca
CornacHo CTaHZapTU3NPOBaHHOMY onpeaeneHnio, yHUGULMPOBaHHAA CUCTEMA AOKYMEHTaLUKN — 3T0:
Bbibepute oauH oTBeT:

a. CMCTEMA A,OKYMEHTALMK, CO34aHHas Mo eAMHbIM NpaBuaam u TpeboBaHUAM, CoAeprKallas
MHPOPMaLMIO, HEOBXOANMYIO A/ YNPaBAEHUs B onpesenieHHol chepe feaTelbHOCTH

b. cuctema goKyMeHTaUMK, UMeIOLLAn eauHbIi popmynsap

C. CuCtemMa AOKymMmeHTauunn, cCoctaBneHmne n Od)OpMﬂEHMe KOTOpOVI pernameHTnpoBaHO HOPMaTUBHbIMU
dKTamMmm

d. COBOKYMHOCTb AOKYMEHTOB, B3aMMOCBSA3aHHbIX MO MPU3HAKaM NPOUCXOKAEHUA, Ha3HaYeHun, BUAA,
chepbl AeATenbHOCTU, eanHbIX TPeboBaHMI K UX 0PpopMAEHUIO

Bonpoc 10
TeKcT Bonpoca
CornacHo cTaHZapTU3NPOBaHHOMY onpeaenieHunto, yHubnumpoBaHHasa Gopma AOKyMeHTa — 3TO:
Bbibepute oanH OTBET:
a. MHpopMaLmA, 3aNMCaHHAA Ha Pa3/IMYHbIX HOCUTEIAX NO YCTAHOBAEHHbIM NPaBuUaam

b. COBOKYMNHOCTb PEKBU3UTOB, YCTAHOBJ/ZIEHHbIX B COOTBETCTBUU C pellaeMbiMA B ﬂ,aHHOVI cd)epe
0eATeNbHOCTU 3a4a4aMU U PACNOIOKEHHDIX B onpegeneHHoOM nopaaxke Ha Hocutene MH(I)OpMaLI,MM

C. Habop PEKBU3UTOB, NAEHTUOULMPYIOLLMX aBTOPA OPMULMANBHOIO MUCbMEHHOMO AOKYMEHTa

d. Ha6op PEKBU3NTOB Od)VILl,VIaJ'IbHOFO NMNCbMEHHOIo A0OKYMEHTA, PaCNO/I0OXKEHHDbIX B Ol'lpeAEI'IEHHOﬁ
nocnenoBatesibHOCTU

Bonpoc 11
TeKcT BONpoOCa
YHUbMKaLNA LOKYMEHTOB — 3TO:

BbibepuTe 0aMH OTBET:



a. onpeaeneHune nopsagKka odopmaeHnA LOKYMEHTOB
b. paspaboTKa «WwabnoHa» AOKYyMeEHTa
C. CBeZleHUe K MMHMMYMY pa3Hoobpasunsa BuaoB 1 Gopm AOKYMEHTOB
d. npumeHeHune Taban, N aHKeT
Bonpoc 12
TeKcT BONpoCca
CornacHo CTaHZapTU3NPOBAHHOMY ONpeaeNeHunto, OPraHn3aLLMOHHO-PACNoOPAANTENbHbIN LOKYMEHT — 3TO:
Bbibepute oanH oTBET:

a. LOKYMEHT, CO34aHHbI OPUANYECKMM AN GUSNYECKMM NULLOM, OPOPMAEHHBIN U YAOCTOBEPEHHbIN B
YCTaHOBAEHHOM MOPALKE U MCNOJIb3yEMbIN B TEKYLLEN AeATEe/IbHOCTM OpraHn3aLmnm

b. BUA NMCbMEHHOTO JOKYMEHTA, B KOTOPOM GUKCUPYIOT pelleHme aaMUHUCTPATUBHbIX U
OpPraHW3aLMOHHbIX BOMPOCOB, @ TaKKe BOMPOCOB yNpaBAeHMUs, B3aMMOLENCTBUA, obecnedeHns u
peryanpoBaHna AeaTesIbHOCTM OPraHoB BAACTU, YYPEKAEHWI, NPEANPUATUAN, OpraHU3aumii, ux
noApasLeneHnin u foMKHOCTHBIX UL,

C. I'IepBM‘-IHbIl7l, MWHWMa/IbHbIN 3/IEMEHT CUCTEMDbI OpI'aHM3aLI,MOHHO-paCHOpFI,D,MTEHbHOﬁ AOKYMEHTaLnn

d. B4 MMCbMEHHOIO JOKYMEHTa, OTpa)KaIOU.LMVI AOKYMEHTUPOBaAHUE
OpFaHM3aLI,MOHHO-paCFIOp‘iI,CI,MTeIIbHOVI AeATENbHOCTU OPraHoOBs, opraHmsauMﬁ N AO0/IKHOCTHbIX Nl

Bonpoc 13
TeKcT Bonpoca
Kakue nogcucrembl HE BXOgAT B CMCTEMY OPraHM3aLMOHHO-PACNopPALUTENbHOM AOKYMEHTALMN:
Bbibepute oanH OTBET:
a. pacnopaauTenbHana AOKYMeHTaumA
b. MHOOPMaLMOHHO-CNPABOYHAA AOKYMEHTALMA
C. N1IAHOBAA AOKYMeHTaumA
d. opraHM3auMoOHHO-NPABOBAA AOKYMEHTALMA
Bonpoc 14
TeKcT BONpoca
K opraHu3aunoHHo-pacnopaamMTenbHoM goKymeHTaumm HE oTHOCATCA cnegytowme OKYMEHTDI:
Bbibepute oanH OTBET:
a. cyeTa-PaKTypbl

b. npoTokonbl



C. aKTbl

d. nucema
Bonpoc 15
TeKcT BONpoOCa

Kakoe MaKcMmanbHOE KO/IMYeCcTBO 3HAKOB OTPaXKeHOo B KOA0BOM 0603Ha4YeHUN YHUDULMPOBAHHON GpopMbl
AOKymeHTa cornacHo OKY/:

Bbibepute oanH oTBET:
a. nATb
b. Bocemb
C. ABeHagLuaTb
d. pesatb
Bonpoc 16
TeKcT Bonpoca

B Kakom KogoBom 0603HauYeHUN yHUbULMPOBaHHOM popMbl gokymeHTa 05080819, cornacHo OKY/, BepHoO
OTparkeHbl LMdpoBble NPU3HAKM KnaccudumKaLmm:

BbibepuTe 04MH OTBET:

a.19- KOHTPO/IbHOE YNCQ10, KOTOPOE BBOAUTCA BO nsbexaHue owmnboK npu CHUTbIBAHUN N UCNONTb3YETCA
npu nposepke 3anncn Koaa

b. 80 — nogKnacc popmbl, T.e. 06LWHOCTb COAEPKAHUA MHOXKeCTBa GOPM AOKYMEHTOB M HaMNPaB/EHHOCTb
WX UCMO/Ib30BaHMA

c. 050 — Knacc popmbl, T.e. NPUHAZNEKHOCTb YHUPULMPOBAHHOM GOPMbI LLOKYMEHTA K COOTBETCTBYHOLLEN
YHUOULMPOBAHHON CUCTEME AOKYMEHTaUUK

d. 081 — pernctpaumnmoHHbIi Homep YHUPULUMpPoBaHHOW GOPMbl AOKYMEHTa BHYTPWU NogKnacca
Bonpoc 17
TeKcT BONpoca
Ha Kakue TMnbl noapasaenstoTca 4OKYMEHTbI MO NPOUCXOXKAEHMIO:
Bbibepute oauH oTBeT:
a. 0buenocTynHble/ KOHPUAEHUMaNbHbIE/ CEKPeTHble
b. anuHble/ odmumanbHble
c. BXxoAalme/ncxoaaime/BHyTpeHHMe

d. vHamemayanbHble/TpadapeTHbie/ TUNOBbIE



Bonpoc 18
TeKcT BONpoOCa

Mo KaKoMy NPU3HAKY AOKYMEHTbI NOAPa3AeNA0TCA Ha PYKONUCHbIe, rpadmnyeckne GOHOAOKYMEHTDI,
$OTOA0KYMEHTbI, KUHOAOKYMEHTbI, BUAEOA0KYMEHTbI U JOKYMEHTbI, CO3A4aHHbIE C MOMOLLbIO
KOMMbIOTEPHOWN TEXHUKMU:

BbibepuTte ogMH OTBET:
a. Mo MecTy COCTaB/IeHUS
b. no mecTy B cucTeme ynpaBaeHuma
C. MO YPOBHIO 3aLUUTbI
d. no cnocoby [OKYyMeHTUpPOBaHUA
Bonpoc 19
TeKcT Bonpoca
Ha Kakue T1nbl noapasfenstoTcs 4OKYMEHTbI MO MECTY COCTaBEHUS:
Bbibepute oauH oTBeT:
a. Bxogaume /ucxoaawme/ BHyTpeHHUE
b. nnuHble/oduumanbHbie
C. UHAMBUAYaNbHble/TpadapeTHbie/TUNOBbIE
d. noanMHHMKKN/Konuu/aybamkatbl
Bonpoc 20
TeKcT Bonpoca
Ha Kakue Tunbl noapasaensatoTcs AOKYMEHTbI MO CNocoby U3N0KeHUA:
Bbibepute oauH oTBeT:
a. nucbma/Tenerpammsl/ TenedboHorpammsl/ Tenekcbl/ dbakcorpammbl/ 3NeKTPOHHbIE COObLLEHNA
b. nognnHHUKK/ Konuu/ aybamkatsbl
c. obulepocTynHble/ KOHPUAeHUMaNbHbIE/ CEKpPeTHble
d. uuausmayanbHole/ TpadapeTHble/ TUNOBbIE
Bonpoc 21
TeKcT BONpoOCca

Ha Kakue Tvnbl NnoapasaenatoTca LOKYMEHTbI N0 cTeneHn NoAJANHHOCTU:



Bbibepute oauH oTBeT:
a. nucbma/Tenerpammsl/ TenedpoHorpammsl/ Tenekcol/ dakcorpammol/ 3NEKTPOHHbIE COOBLLEHNSA
b. noanvHHbie/ noanoxHble (panbcubunumposaHHbie)
C. MOA/IMHHMKM (opUrMHansl)/ Konuu/ ay6amKatsl
d. nHausuayanbHoie/TpadapeTHbie/TMNoBbLIE
Bonpoc 22
TeKkcT Bonpoca
Mo KaKOMy MPU3HaKY AOKYMEHTbI NOAPa3AeNA0TCA Ha NOANMHHUKM (opurHansl)/ konun/ aybauvkatsl:
Bbibepute oanH oTBET:
a. no popme npeacTaBaeHUA
b. no chepe gesatTenbHocTH
C. no cnocoby nepeaaun
d. no cteneHun nog/IMHHOCTU
Bonpoc 23
TeKcT Bonpoca
Mo KaKoMy NpU3HaKy AOKYMEHTbI NOAPA3AENA0TCA HA YyNpaBieHYecKMe U TeXHUYEeCcKue:
BbibepuTe 04MH OTBET:
a. cnocoby nepegaun
b. no cnocoby nsnoxeHus
C. No popme npeacTaBNeHUA
d. no cdepe geartenbHocTH
Bonpoc 24
TeKcT BONpoca
Ha Kakue Tunbl Nogpa3nensaoTca 4OKYMEHTbI Mo cnocoby nepegauu:
BbibepuTe 04MH OTBET:
a. nucbma/Tenerpammel/ TenedpoHorpammel/ Tenekcobl/ dakcorpammel/ 31€KTPOHHbIE COOBLWEHMA
b. uHguemayanoHbie/TpadapeTHbie/TMNOBbLIE
C. NOANUHHUKK (opurMHanbl)/ Konuu/ aybanKkatsl

d. nognnHHble/ noanoxHblie (danbcndpuumposaHHble)



Bonpoc 25
TeKcT BONpoOCa

K Kakomy Tnny KnaccudmKkaumm AOKYMEHTOB A0/IKEH OTHOCUTLCA AOKYMEHT, CPOK XpaHEHUA KOTOPOro
cocrtasnsaet 75 net:

BbibepuTte ogMH OTBET:
a. CO CPOKOM XpaHeHua ot 10 go 75 net
b. nonroBpemeHHOro xpaHeHus
C. BDEMEHHOrIO XpaHeHusn

d. NoCcTOSAHHOrO XpaHeHus

PA3AEN 2

MpaKTnyeckoe 3agaHue 2

1. Ucnonb3ya TpeboBaHusa FOCT P 6 7.0.97-2016 u opurumanbHbiii caiut PreQY BO «MITY um. I.U. HocoBa»,
COCTaBbTe BO3MOKHble 06pa3Lbl OCHOBHbIX BUAOB 61aHKkoB PIEOY BO «MarHutoropckui
rocyapCTBEHHbIN TeEXHMYeCKuit yHusepcuteT um. I.U.HocoBa».

. Tect Kk pasgeny 1 (2 cem) /
Bonpoc 1
TeKcT Bonpoca
KaKue anemeHTbl ABNAOTCA CaMbIMUW KPYMHBIMW CTPYKTYPHbBIMW 3N1€MEHTAMMU AOKYMEHTA KaK CUCTEMBI:
Bbibepute oanH OTBET:
a. 3aro/I0BOYHAsA, cogepraTesibHas n 0hopMAAOLLAA YacTu
b. cnyxkebHoe 1 paboyee nose AOKYMEHTa
C. PEKBM3UTDI
d. cogeprkaHune n popma
Bonpoc 2
TeKcT BONpoca
K anemeHTam BHELIHEW CTPYKTYPbl KHUKHOFO U34aHMUA OTHOCUTCA:
Bbibepute oanH OTBET:

d. BbIXOAHblE CBeAEHUA



b. pop3ay,
C. NPUNOKEHUA
d. nocnecnosue
Bonpoc 3
TeKcT BONpoOCa
K anemeHTam BHYTPEHHEN CTPYKTYPbl KHUMKHOIO U34aHUA OTHOCUTCA:
Bbibepute oanH oTBET:
a. cynepobnoxKa
b. BbIXOgHblE AaHHblEe
C. TUTYNbHbIA NCT
d. KONOHTUTYN
Bonpoc 4
TeKcT Bonpoca

Kakoe onpegfeneHve lopnandeckon cuibl AOKYMeHTa ABNAETCA CTaHAAPTU3NPOBAHHbIM (3aKpenaeHo B
FOCT P 51141-98):

BbibepuTe 04MH OTBET:

a. PUAMYECcKan cuaa 4OKYMEHTa — 3TO CBOMCTBO 0dULMANbHOIO AOKYMEHTa, cooblaemoe emy
AEeNCTBYIOLMM 3aKOHOAATEIbCTBOM, KOMNETEHUMEN M34aBLUETO €r0 OPraHa W YyCTaHOBAEHHbIM NOPALKOM
odopmneHua

b. topnanueckasn cuna 4OKYMeHTa — 3TO CNOCOBHOCTb YNpaB/eHYECKOro OKYMEHTA BbICTyNaTh B KaYecTse
0653aTe/IbHOro A1 Y4aCTHMKOB YNPAB/AEHNA: OPraHOB YNpPaBAeHUsA, UX CTPYKTYPHbIX NOAPa34eNeHUN,
06LLEeCTBEHHbIX OPraHM3aL i, LOMKHOCTHBIX L, TOCYAaPCTBEHHbIX CAYMKALLMX U TPaxKaaH

C. opnan4yeckaa cnia JOKyMeHTa — 3TO COOTBETCTBUE AOKYMEHTMpOBaHHOVI VIH(I)OpMaLI,VIVI Tpe6OBaHMFIM
Od)MLI,VIaI'IbHOCTVI, AO0CTOBEPHOCTHU, O6'bEKTMBHOCTM, 6ECCI'IOpHOCTM, OCHOBAHHbIM Ha 3aKOHO4ATE/IbCTBE

d. topuanyeckan cmna JOKYMeEHTa — 3TO YC/I0BUE, MPU KOTOPOM MHPOPMaLMA AOKYMEHTA MOMKET BbITb
MCcnosib3oBaHa B chepe ynpasnieHma 6e3 COMHeHMA B ee AOCTOBEPHOCTU ANS OCYLLECTBAEHUA NobbIX
AencTeumi

Bonpoc 5
TeKcT BONpoca

Kakomy TepMUHY COOTBETCTBYET C/iegyloLlee CTaHA4AaPTU3MPOBaHHOE onpeaeneHue (3akpenieHHoe B FTOCT
P 51141-98): «.... — 3TO NpocTaBAeHUe HeobX0AMMbIX PEKBU3UTOB, YCTaHOB/IEHHbIX NPaBUIaMu
OOKYMEHTUPOBAHUAN:

BbibepuTe 0aMH OTBET:



a. obopmneHne AOKYMEHTa
b. coctaBneHne gokymeHTa
C. yHUdMKauma AOKYMeEHTa
d. dopmynsp-obpasel,
Bonpoc 6
TeKcT BONpoCca

KaKoi AOKYMEHT ABNAETCA OCHOBHbIM aKTya/ibHbIM HOPMAaTUBHbIM AOKYMEHTOM B 061aCTU COCTaBAEHUA U
0pOopMIEHNA OpPraHM3aLMOHHO-PACNOPAAUTENbHON AOKYMEHTALMN:

Bbibepute oanH oTBET:

a. OKY/[], — OK 011-93. O6uwepoccHinckunin kKnaccudumkaTop ynpasaeHYeCKon JOKYMEHTaLMH,
yTBepKAEeHHbIV MNocTaHoBAeHMem MoccTaHaapTa PO ot 30 gekabpsa 1993 r. No229

b. FCO0Y — locyaapcTBeHHas cuctemMa AOKYMEHTaUMOoHHOro obecneyeHus ynpasneHus. OCHOBHble
nonoxeHus. O6wwme TpeboBaHUA K LOKYMEHTAM U CNyKOAM AOKYMEHTAUMOHHOro obecneyeHums,
yTBepKaeHHasa npukasom Mnasapxmsa CCCP ot 23 maa 1988 r. Ne 33

c. Mpasuna genonponssoacTea B dpenepanbHbIX OpraHax UCNONHUTENbHOM BNACTH, YTBEPKAEHHbIE
MocTtaHoBneHnem Mpasutenbcrtea PO ot 15 nroHa 2009 r. Ne477

d. FOCT P 6.30-2003
Bonpoc 7
TeKcT Bonpoca
CkonbKo pekBm3nTos HacumTtbisaeT FOCT P 6. 30-2003:
BbibepuTe oamH oTBET:
a. 30
b.31
c.29
d. 26
Bonpoc 8
TeKcT BONpoca
Kak nepeBoamMTCA C NAaTUHCKOIO TEPMUH «PEKBU3UTY (naT. requisitum):
BbibepuTe 0aMH OTBET:
a. MMHMMaNbHanA YacTb

b. aTpnbyT coaeprkaHma



C. CTPYKTYPHbI 3/IeMEeHT

d. Tpebyemoe, Heobxoanmoe
Bonpoc 9
TeKcT BONpoOCa

Kakomy TepmuMHY COOTBETCTBYET Caeaylollee CTaHAapTM3MPOBaHHOe onpeaeneHune (3akpenneHHoe 8 FTOCT
P 51141-98): «... — 370 06A3aTeNbHbINA 3N1eMEHT 0hopPMAEHUA ODULIMANIBHOIO AOKYMEHTa»:

Bbibepute oanH oTBET:

a. PEKBU3UT JOKYMEHTA

b. 61aHK fOKyMeHTa

C. pabouee nosie JOKYMEHTa

d. 3aronoBoYHasn 4acTb AOKYMEHTA
Bonpoc 10
TeKcT Bonpoca

Kakomy TepMWHY COOTBETCTBYET CiegytoLlee CTaHAAPTU3MPOBaHHOE onpeaeneHune (3akpenneHHoe B FTOCT
P 51141-98): «... —3TO MoAe/Ib NOCTPOEHUS AOKYMEHTA, yCTaHaBAKBatowasa 061acTb NpUMEHeHUs,
dbopmaTbl, pazmepbl nonel, TpeboBaHMA K NOCTPOEHUIO KOHCTPYKLMOHHOM CETKN U OCHOBHbIE PEKBU3UTDI»:

BbibepuTe oamH oTBeET:
a. TNoBow popmynap
b. 61aHK gOKyMeHTa
c. popmynap-obpaszel,
d. bopmynap gokymeHTa
Bonpoc 11
TeKcT BONpoca
MpoponkuTe onpeseneHune: opmynap AOKYMEHTa 3TO - ...
BbibepuTe 0aMH OTBET:
a. BHYTpeHHAA dopma AOKYMEHTa, oNpeaenatoLLan CTPYKTYPY TEKCTA U ero A3blKoBble 0COBeHHOCTH

b. Ha6op PEKBU3NTOB Od)VILl,VIaJ'IbHOFO NMNCbMEHHOIo A0OKYMEHTA, PaCNO/I0OXKEHHbIX B Ol'lpeAE'!'IE'HHOﬁ

nocnenoBatesibHOCTU

C. 3apUMKCMpOBaHHAA Ha MaTepMabHOM HocuTele MHOPMALMA C PEKBU3UTAaMU, MO3BOIAIOLMMU ee
naeHTUPUUMPOBaThL

d. Habop peKkBU3NTOB, MAEHTUPULMPYIOLLMX aBTOPA ODMLMANLHOIO NMMCbMEHHOMO AOKYMEHTa



Bonpoc 12

TeKcT BONpoOCa

MpogonxuTte onpegenerHune: 6NaHK LOKYMEHTa — 3TO ...
BbibepuTte ogMH OTBET:

a. MOZe/Nb NOCTPOEHMA AOKYMEHTA, yCTaHaBAMBaKoLWasn 061acTb NnpuMmeHeHus, dopmaTbl, pasmepbl Nonen,
TpeboBaHMA K NOCTPOEHUIO KOHCTPYKLIMOHHOW CETKU U OCHOBHbIE PEKBU3UTDI

b. TMNOBaa mogenb, coaep:Kallas COBOKYMHOCTb 06A3aTeNIbHbIX PEKBU3UTOB, CBOMCTBEHHbIX JOKYMEHTaM
YHUPUUMPOBAHHOM CUCTEMbI OPraHM3aLLMOHHO-PACNOPAANTENbHON AOKYMEHTALMN U PACNONONKEHHbIX
onpeaeneHHbim o6pasom

C. Habop PEKBU3UTOB OPULLMANLHOTO MMCbMEHHOIO SOKYMEHTA, PACMOIOKEHHbIX B ONpeaeaeHHOoM
nocnefoBaTebHOCTH

d. Habop peKkBM3nTOB, MAEHTUDULMPYIOLLMX aBTOPa 0DULLMANbHOIO MUCbMEHHOIO AOKYMEHTA
Bonpoc 13
TeKcT Bonpoca
Kakoe BbiCcKa3blBaHWe ABNAETCA HEBEPHbIM:
Bbibepute oanH OTBET:

a. HaumeHoBaHWe BUga cnyKebHOro 4OKYMeHTa cTano opopMaATLCA OTAENbHbIM PEKBU3UTOM Hag,
Tekctom ¢ XVI ctonetus

b. B Poccun odmumancHble, AenoBble OKYMEHTbI CTA/IM PErYASPHO NOANMUCHIBATLCA aBTOPAMM, HAa4YMHAA C
anoxu MeTpa |

C. CDopmynﬂp ocbmu,maanoro AOKYMeHTa CTas CK/1a4blBaTbCA B Mem,qypeqbe HECKOJIbKO TbiCAY NeT Ha3aj

d. B Poccum B cnykebHbix gokymeHTax go XVIII Beka aBTop 06bI4HO 0603HaYaNCs B Ha4Yasie NN B KOHUE
TEKCTa, T. €. 3TOT PEKBM3UT HE BblAENANCA B KAUECTBE CAMOCTOATE/IbHOIO 3/IeMeHTa

Bonpoc 14

TeKcT BONpoca

Kakoe BbiCKa3blBaHWe ABNAETCA HEBEPHbIM:
Bbibepute oanH OTBET:

a. PeKBM3UT «HanmeHoBaHWe BMAa AOKYMeEHTa» ABAAETCA AOKYMEHTOO6pa3y|'0U.I,MM NMPU3HAKOM,
Nno3BO/IAOWMM NONY4YNUTb HAa4Ya/IbHOE, Camoe o6u.|,ee npeagcrasneHne o 4OKyYMeEHTe, ero HpaBOBOﬁ
3Ha4YMMOCTU

b. MpumeHeHne TOCT P 7.0.97-2016 sBnsetca obA3aTeNbHbIM A1 BCEX COBPEMEHHbIX OpraHM3auUuii,
yuYpeKaeHUI, NpegnpuaTUii N106bIX OpraHNM3aLMOHHO-NPABOBbIX GOpPM



c. Popmynap LOKYMEHTa NPOANKTOBAH He TOIbKO HEOBXOAMMOCTBIO CTPYKTYPMPOBATh MHOPMALLUIO,
caenatb ee 3ProHOMUYHOM, HO U HEOBXOAMMOCTLIO MPUAATb AOKYMEHTY HOPUAMNYECKYIO CUAY, CAENATb
3aneyaT/IeHHY0 B HEM MHPOpPMaLLMIO opULManbHOM

d. KaxKapbii peKBU3UT KaK NEPBUYHbINA CTPYKTYPHbIA 3/1EMEHT LOKYMEHTA B TON UM MHOW CTENEHU
OTpakaeT PULMNYECKN 3HaUYMMYO MHPOopPMaLMIO

Bonpoc 15
TeKcT BONpoOCa
MpoponxkuTe onpeaeneHme: atpubyuma — 37o...
Bbibepute oanH oTBET:
a. Pa3HOBMAHOCTb YNPaB/NEHYECKOro OKYMEHTa
b. ycTaHOoBNEHWME NOA/IMHHOIO MMEHU aBTopa
C. BblfiB/IeHMEe aTpUBYTUBHbIX CBOMCTB AOKYMEHTA
d. np13HaHWe AOKyMeHTa HeAeNCTBUTEIbHBIM
Bonpoc 16
TeKcT Bonpoca
KaKoli OKYMEHT MO CTPYKTYpPE ABNAETCA NPOCTbIM:
Bbibepute oanH OTBET:
a. raseta
b. npenpuHT
C. cobpaHuMe CoOYNHEHMUM
d. cepun
Bonpoc 17
TeKcT BONpoca
Kakoe onpepgeneHne cooTBETCTBYET MOHATUIO KTPOCTON AOKYMEHTY:
Bbibepute oanH OTBET:

a. HECKOIbKO CO0bLIEHNI 13 ABYX UK Bonee coobuieHuit (NponsseaeHuin), 4yacTelh UAK TOMOB,
06beAMHEHHbIX 06Lel TEMOK AN NPoBAEMON, LLeNblo, aBTOPOM U T. M., 3aQUKCMPOBAHHbIX Ha HECKObKUX
MaTepuanbHbIX HOCUTENAX

b. OAHO COO6LLI,eHMe, nomeuieHHoe Ha 0AHOM MaTepHnaZibHOM HOCHUTene

C. IOKYMEHT,coaeprKallmii ogHO npousseaeHne



d. LOKYMEHT, COCTOALLMMN U3 HECKONIbKUX NPOM3BeaeHNI, 3aPUKCUMPOBAHHbBIX Ha OAHOM MaTepuaibHOM
HocuTene

Bonpoc 18
TeKcT BONpoOCa
Kakoe KogoBoe 0bo3HauyeHme Ha gokymeHTe HE ngeHTMduumnpyeT aBtTopa:
BbibepuTte ogMH OTBET:
a. OrPH
b. OKNO
c. MHH/KNN
d. OKYy[
Bonpoc 19
TeKcT Bonpoca
Kakoi 13 nepeyncieHHbIX peKBU3NTOB HE OTHOCUTCA K PEKBU3UTAM Y4,0CTOBEPEHMUS:
Bbibepute oauH oTBeT:
a. rpud yTBEpPKAEHMUA
b. oTTMCK neyatn
c. rpu¢ cornacoBaHms
d. noanucb
Bonpoc 20
TeKcT Bonpoca
Kakoe BbiCKa3blBaHWE ABNAETCA HEBEPHbIM:
Bbibepute oauH oTBeT:

a. 3/1eKTpOoHHanA uMdpoBasn NoANUCh ABNAETCA pe3ybTaToM NpeobpasoBaHMA PYKOMMCHOW Noanmcu
aBTOpa AOKYMeHTa B ee GaKCMMW/IbHYIO KONUIo B LdpoBom GpopmaTe Ha 3N1EKTPOHHOM HocuTene

b. 3I'IEKT|:)OHHaﬂ Ll,M(I)pOBaFI noanncb npeaHasHa4yeHa AnAa 3allnTbl SN1EKTPOHHOIO AOKYMEHTa OT NnoAAeNNKN
n MAeHTVId)VIKaU,VIVI Bnagenvua CepTMd)MKaTa K/1to4a noganuncu

C. 9/1EKTPOHHaA u,mbposaﬂ noAanncCb NO3BONAET YCTAHOBUTb OTCYTCTBUE UCKAXKEHUA VIH(I)OpMaLl,VIM B
9/1IEKTPOHHOM AOKYMeEHTe

d. dneKkTpoHHasA undposas nognucb 061a4aeT CBOMCTBAMM ABYX PEKBU3UTOB: «NOAMNMUCL» U «NevYaTb»

Bonpoc 21



TeKcT BONpoOCa

Kakomy MOHATUIO COOTBETCTBYET CNeAyioLLasn XapaKTeprCTMKa: «3TOT GopmMynap XxapakTepusyerca
onpeaeneHHbIM KOIMYEeCTBOM PEKBM3UTOB, PACMO/OMKEHHbIX B CTPOroi nocieaoBaTelbHOCTH, U
XapaKTepeH A8 KOHKPETHOro BUAA AOKYMEHTOB, Hanpumep, NPUKasa, akta»:

BbibepuTte ogMH OTBET:

a. popmynap-obpasey,

b. popmynap

. TMnoBon dopmynap

d. nHamBMAyanbHbI opmynap
Bonpoc 22
TeKcT Bonpoca

KaKomy NOHATUIO COOTBETCTBYET CNeAyHoLWaA XapaKTEPUCTUKA: «3TO COBOKYNMHOCTb PAaCNO/IOXKEHHbIX B
orlpep,eneHHoﬁ nocnenoBatesibHOCTU PEKBU3UTOB, NPUCYLLKUX BCEM BUOaM ILl,aHHOIk/'I CNCTEMDI AOKYMEHTOB»!

BbibepuTe oamH oTBeT:
a. MHauBUAYyanbHbIN popmynap
b. TMnoBoOM dopmynap
c. bopmynnap-obpasew,
d. popmynsap
Bonpoc 23
TeKcT Bonpoca
Kakoi pekBusuT 6bin n3baT n3 FOCT P 7.0.97-2016:
BbibepuTe 0aMH OTBET:
a. rpud orpaHuyeHma goctyna
b. MHH/KNN
C. Kog, opraH1sauuu
d. OrPH
Bonpoc 24
TeKcT BONpoOCca

Kakoi PEKBU3NUT HE OTHOCUTCA K PEKBU3UTAM 3aro10BOYHOM YacTn OpraHM3auMoHHO-pacnopaanTenbHOro
OOKYMEHTa:



Bbibepute oauH oTBeT:
a. pesonouma
b. HameHoBaHWe BMAA LOKYMEHTA
C. HAMMEHOBaHMe opraHM3auun
d. mecTo u3gaHua
Bonpoc 25
TeKkcT Bonpoca
Kakne peKBU3NTbI COCTaBAAIOT coAepKaTesIbHY0 YaCTb AOKYMEHTA:
Bbibepute oanH oTBET:
a. 3ar0JIOBOK K TEKCTY, TEKCT
b. TeKCT, OTMETKa 0 HaNNYMK NPUNOKEHUA
C. 3aroJIOBOK K TEKCTY, TEKCT, OTMETKA O Ha/IM4YnUN NPUNONKEHUA
d. 3aronoBOK K TEKCTY, OTMETKA O Ha/IMYMU NPUIOKEHNA
Bonpoc 26
TeKcT Bonpoca
Pabota Hapa copeprkaTeslbHOM YacTbto ALOKYMEHTA — 3T0...:
Bbibepute oanH OTBET:
a. COCTaBNEHNE AOKYMEHTA
b. 3aBepeHne LOKyMeHTa
C. yBOCTOBEPEHME A OKYMEHTA
d. obopmneHune fOKyMeHTa
Bonpoc 27
TeKcT BONpoca

Kakoe none ¢popmynsapa-obpasLa opraHM3aLMOHHO-PACNOPAAUTENBHOMO AOKYMEHTa NpeacTaBaseT cobol
cnyxebHoe none:

BbibepuTe 04MH OTBET:
a. BEPXHUIN M HUKHUI KONOHTUTY /bl AOKYMEHTA

b. B neBOM BepxHem yray ¢opmaTa Npu Yr10BOM PaCcnoOKeHUN PEKBU3UTOB MK B BEPXHEN ero 4acTi no
LEeHTPY NPV NPOAO0AbHOM BapuaHTe Pacrno/oKeHUA PEKBU3MTOB BaaHKa



C. YacTb naowaaun popmaTa, NpesiHa3HauYeHHan 4NN NoJel AOKYMEHTA, ANA 3aKPeNnaeHUs I0OKYMeHTa B
TEXHUYECKUX CPEACTBAX XPaHEHUA, ANA HAHECEHUSA CneLnanbHbiX N306parkeHui

d. nhowaab yHUdULUMPOBaHHON GOpPMbl AOKYMEHTa UK BnaHKa, NpeaHa3HavYeHHaa Ans 3anoHeHun
pPEeKBU3UTAMMU

Bonpoc 28
TeKcT BONpOCa

Kakoe none ¢opmynspa-obpasLa opraHM3aLMOHHO-PACNOPAAMTENBHOIO AOKYMEHTa npeacTaBaseT cobol
pabouee none:

Bbibepute oanH oTBET:

a. B IeBOM BepxHem yriy G¢opmaTa npu yr10BOM PacnoNoXKeHUU PEKBU3UTOB UM B BEPXHEI ero 4actu no
LEHTPY NpY NPOAO/AbLHOM BapuaHTe PacnoNoXKeHWs peKBU3nTOB 61aHKa

b. BEPXHUI U HUKHUIA KONOHTUTY bl LOKYMEHTA

C. 4acCTb nsioWwaaun d)opN\aTa, npegHasHa4yeHHaAa gnAa nosem AOKYMEHTaQa, ANA 3aKpensieHnA AOKYMEHTA B
TEXHUYECKUX CPEACTBAX XPaHEHNA, ANA HAHECEHNA CNelnaZibHbIX M306pa)KeHVIV1

d. nnowaapb yHudMLMpoBaHHON GOPMbI OKYMEHTA UK BlaHKa, NpeaHasHavyeHHan 415 3aNoHeHUs
PEKBU3UTAMM

Bonpoc 29

TeKcT Bonpoca

Kakan xapaKTepuCcTMKa COOTBETCTBYET NOHATUIO «NEepeMeHHble PEKBUSUTbI»:
Bbibepute oanH OTBET:

a. 9710 nHanBsunayanbHble ANA KaXX40ro KOHKpPEeTHOro 4OKyMeHTa PeKBU3NUTbI; OHU BHOCATCA B OKYMEHT B
npouecce ero nogrotoskn 1 O(I)OpMJ'IEHMﬂ

b. 3T1 pekBM3UTbLI 06pa3syOT oPpULUMaNbHBIN BNAHK LOKYMEHTA, UAEHTUOULMPYIOT aBTOPa AOKYMEHTa

c. 910 pEKBVI3VITbI,06LLI,VIe AnAa BCeX AOKYMEHTOB OA4HOro Bnaa; X MOXXHO 3apaHee pa3dMecCTuUTb Ha
CTaHAaPTHOM NINCTE 6yMaI'M TMI'IOFpa(I)CKMM CI'IOCO6OM, C NOMOLWbIO KOMNbIOTEPaA NN cneunanbHOro
wTamna

d. 310 pekBun3anTbl 01-10, BKAtOYan pekBu3UT 14, onmcaHHble B FOCT P 7.0.97-2016
Bonpoc 30
TeKcT BONpoca
B npouecce ABUXKEHWUA BHYTPEHHUX AOKYMEHTOBODOPMAAIOTCA:

BbibepuTe 04MH OTBET:



a. CCbI/IKA Ha PErmcTpPauyOoHHbIN MHAEKC M AaTy AOKYMEHTA, 3aro/I0BOK K TEKCTY, OTMETKA 0 Ha/Inumm
NPUIOKEHUIN, OTMETKA O 3aBEPEHNM KOMUK, OTMETKA 06 ncnonHuTene, MaeHTUOUKATOP 3/1IeKTPOHHOM
KOMWUU AOKYMEHTa

b. rpud cornacoBaHua AOKYMeEHTa, BU3bl COTIACOBAaHMA AOKYMEHTa, NOANMUCL, rpud yTBEPKAEHNA, OTTUCK
neyaTu, nata AOKYMEHTa, PerncTpaLMOHHbIN HOMEpP SOKYMEHTa

C. OTMETKa 0 NOCTYNAeHMUM AOKYMEHTa B OpraHM3aumio, pe3oitoLms, OTMETKa O KOHTPO/1e, OTMETKa 06
MCMO/IHEHUMN AOKYMEHTa M HamnpaBs/ieHNN ero B Aeso

d. 3aronoBoK K TEKCTY,; OTMETKa O HaIM4Ynun NpUI0oKEHNA; BU3bl COrNMaCoBaHNA, OTMETKA O 3aBEPEHUU
KOMUKU, OTMeTKa o6 ncnonHutene, M,CI,EHTVId)VIKaTOp 3ﬂeKTpOHHOl7'I KONMUU OOKYMEHTa

Bonpoc 31
TeKkcT Bonpoca

Ha Kakue Buabl nogpasgenatorca 61aHKM LOKYMEHTOB NO PacrnoioKeHUo pekBmM3nToB cornacHo NOCT P
7.0.97-2016:

Bbibepute oauH oTBeT:
a. 06wuit 6haHk, 61aHK NMcbMa, 61aHK KOHKPETHOro BUAA AOKYMEHTa
b. yrnosble n npogonbHbIE
c. 61aHK opraHmnsaumm, 61aHK CTPYKTYpPHOro nogpasaeneHmsa opraHmsaumumn, 61aHK 4oNXKHOCTHOMO mua
d. ueHTpMpoBaHHbIe 1 pnarosble
Bonpoc 32
TeKcT Bonpoca

Kakoi KﬂaCCMd)MKaLLMOHHbIVI NMPU3HaK NO/10XKeH B OCHOBY AeNneHnA 61aHKOB Ha baHK opraHun3auuu, 61aHK
CTPYKTYPHOro nogpasaeneHna opraHmn3auumu, 6.1aHK AONTKHOCTHOIO nta:

BbibepuTe 0aMH OTBET:
a. no asTopy
b. no BMAy AoKymeHTa
C. MO Pacno/IOKEHWNIO PEKBU3UTOB
d. no cnocoby opopmneHna pekBUsnUToB
Bonpoc 33
TeKcT BONpoca
Ha Kakue Buabl nogpasgenatorca 61aHKM JOKYMEHTOB NO BUAY AOKYMeHTa cornacHo FOCT P 7.0.97-2016:

BbibepuTe 0auH OTBET:



a. 0bwWmit 6naHK, 61aHK NMcbMa, 6/1aHK KOHKPETHOIO BUAA AOKYMEHTA
b. 6naHK opraHmsaummn, 61aHK CTPYKTYPHOroO nogpasaeneHma opraHnsaumm, 61aHK 40KHOCTHOIO MLa
C. YrI0Bble U NPOAONbHbIE
d. ueHTpMpoBaHHbIe U paarosble
Bonpoc 34
TeKcT BONpoCca

Kakue peKkBu3nTbl BKAOUYAET 06LWMiA 6aHK OpraHM3aLMOHHO-PacnopAANTEIbHOTO AOKYMEHTA COrNacHo
FOCT P 7.0.97-2016:

Bbibepute oanH oTBET:

a. FocypapcTBeHHbIN repb PO (Fepb cybbekTa PO nan ambnema opraHusaLmm, TOBapHbIM 3HaK (3HaK
obcnyRnsanma)), Kog opraHmsauum (no OKMO), OFPH, MHH/KMNM, cnpasoyHble gaHHble 06 opraHu3auuu;
HaMMEHOBAHWE OPraHU3aLUMn, MeCcTo COCTaBAEHUA NN N3L4aHNA LOKYMEHTA, OTPaHMUYUTE/IbHbIE OTMETKM
ONA [aTbl LOKYMEHTa, PerncTpauMoHHOro Homepa 40KYMEHTa, CCbIIKM Ha PerncTpaunoHHbI HoMmep 1 gaTty
OOKYMEHTa, afpecaTa, Pe30/1I0LLMM, 3ar0/I0BKa K TEKCTY, OTMETKMN O KOHTPOJ1Ee, TEKCTA

b. FocypapcTteeHHbIN repb PP (Tepb cybbekTa PO nam ambnema opraHmM3saumm, TOBapHbI 3HaK (3HaK
06CNyKMBaAHMSA)), HAMMEHOBAHME OPraHM3aLLMM, MECTO COCTaBNAEHMUS MU U3LAHUA AOKYMEHTa,
OrpaHUYUTENIbHbIE OTMETKW 415 AaTbl LOKYMEHTA M PErMCTPALMOHHOIO HOMEpPa AOKYMeHTa

C. HAMMeHOBaHMe OpraHn3aunmn, Mmecto CoCtaBneHnA AN n3gaHnAa JOKYMeEHTa, CNpaBoOYHble AadHHbIE 06
OopraHun3aunun, orpaHnYnUTE/IbHbIE OTMETKU O1A 3aro/I0OBKa U TEKCTA AOKYMEHTA

d. NlocypapctBeHHbIl repb PP (Fepb cybbekta PO nnm ambnema opraHmM3aumm, TOBapHbI 3HaK (3HaK
06CNyKMBAHMA)), HAMMEHOBAHME OPraHN3aLMn, HaMMeHOBaHWE BUAA AOKYMEHTa, MECTO COCTaBEHUS UK
N34aHUA AOKYMEHTA, OFPaHNYUTEIbHbIE OTMETKM ANA AaTbl 4OKYMEHTA, PErMCTPALLMOHHOMO HOMeEpPa
[OKYMEHTa, CCbI/IKM Ha AaTy U PErMcTPaUMOHHbIN HOMep AOKYMEHTA, 3aro/10BKa K TEKCTY, OTMETKM 0
KOHTpOJIe

Bonpoc 35
TeKcT BONpoca
[N Kakux BUA0B AOKYMEHTOB MCMONb3YIOT 06N BNaHK:
Bbibepute oauH oTBeT:
a. NtobbiX BUAOB AOKYMEHTOB, KPOME NpPUKasa
b. ntobbix BUAOB AOKYMEHTOB
C. TO/IbKO A4N1A NMcbMa
d. nobbIX BUAOB AOKYMEHTOB, KpOME NMUCbMa

Bonpoc 36



TeKcT BONpoCca
Kakure cnocobbl pasmelleHma pekBusnTos npeaycmoTpeHsl FOCT P 7.0.97-2016:
BbibepuTte ogMH OTBET:
a. Yr1oBOW 1 NPOAO0/IbHbIN
b. odunymanbHbI N HeodMUMANbHBIN
C. MALWMHOMMUCHbIM M PYKOMMUCHbIM
d. ueHTpMpOBaHHbIM M GNaroBbIn
Bonpoc 37

Ons obecneyeHns onTMMaibHOM PaboTOCNOCOHOHOCTM U COXPaHEHMA 340p0BbA NPOodecCMOHaNbHbIX
nosnb3osatenen MIBM n BAT Ha npoTaxeHMM paboyero gHA A0MKHbI YCTaHABAMBATLCS
pernameHTMpPOBaHHbIE NepepbiBbl. Yem peryanpyerca ux spemsa?

a) NPOAO/IKUTENBHOCTLIO paboyero aHn;
6) BUAOM TPYyA0BOWN AEeATENbHOCTH;

B) KaTeropmemn TpyA0BOM AeATeIbHOCTH;
r) BCe OTBETbI BEPHbI.

Bonpoc 38

Mpu 8-yacoBom pabouem gHe n pabote Ha BAT v MIBM ana | rpynnbl paboT - pernameHTUMpoBaHHbIe
nepepbIBbl CIeAyeT YyCTaHaB/IMBATDL:

a) uepes 2 yaca oT Havyana paboueit cMeHbl M Yepes 2 yaca nocse obeaeHHOro nepepbiBa
NPOAO/IKUTENBHOCTBIO 15 MUHYT Kaxkabli;

6) yuepes 2 yaca oT Hayana paboueit cmeHbl M yepes 1,5-2 yaca nocne obeaeHHOro nepepbiBa
NPOAO/IKUTENBHOCTbIO 15 MUHYT KaxkAbli AN NPOAOMKUTENBHOCTBIO 10 MUHYT Yepes KaxKAapbli Yac
paboThl;

B) uepes 1,5-2 yaca oT Hauyana paboyelt cmeHbl U Yepes 1,5-2 yaca nocne obeaeHHOro nepepbiBa
NPOAO/IKUTENBHOCTbIO 20 MUHYT KaXkAbl AN NPOAOMKUTENBHOCTBIO 15 MUHYT Yepes KaxKAapbli Yac
paboTbl.

r) HET BEPHbIX OTBETOB.

MpakTnyeckoe 3agaHue 3 (2 cem)
1. OTBeTbTE Ha BOMPOCHI:

1) KakKuMM HOPMATUBHbLIMM NPABOBbLIMU aKTaMK pernameHTMpPyeTCA NCNo/ib3oBaHKe N306parkeHnit repba
YensabuHckoi obnactm u repba Pecnybamku bawkopTocTaH?



2) Ucnonb3ys oTeeT Ha Bonpoc Nel, npouuTUpYinTe CTaTbn COOTBETCTBYHOLLMX HOPMATMBHbIX MPABOBbIX
aKTOB, B KOTOPbIX OTPa*KeHa pernameHTauma nsobpaxeHus repba YenabuHckom obnactn u repba
Pecnyb6anku bawkopTocTaH Ha 61aHKAX LOKYMEHTOB.

2.

2.1. Ucnonb3ysa nHbopmaLmio 06 OCHOBHbIX pekBu3nTax OP/Ll B nepeuncneHHbIX HUXKe AOKYMEHTaX,
3aMnoIHMTE TabauLy. 3anonHAs Tabamuy, CTapalTech OTParkaTb CXOXKME MO PYHKLUMKN U COAE PIKAHUIO
PEKBU3UTbI Ha O4HOW CTPOKe AN 0baeryeHus cpaBHeHUs. Ha3zBaHMA PeKBU3UTOB, OTPaXKEHHbIE TO/IbKO B
OAHHOM aHaNU3NpPyeMoOM LOKYyMeHTe, 0bOpPMAAIATE K KOHLY Tabaunubl.

Ne |HanmeHoBaHue pekBu3uTa B[HanmeHoBaHue HanmeHoBaHue pekBu3sunTa B [Mpasunax no

n/n |FOCT P 6.30.-2003 peksusuta B I[C40Y inenonponssoactey U MeTtoa,. peKkomeHaaumax
1.

2.

3.

2.2.. OﬂMpaﬂCb Ha AaHHble, NO/1y4EHHbIE B Ta6I'WILI,e, c,a,enaﬁTe COoOoTBETCTBYHOLWME BbIBOAbLI U
KOMMEHTApPUn: coBNagaeT I COCTaB U Ha3BaHNA PEKBU3SUTOB B NPEACTAB/IEHHbIX AOKYMEHTAX, Kakmne
PEKBU3NTDLI NOBTOPAKOTCA U B KAKUX OOKYMEHTAX; KaKNe PEKBU3UTbI HAXOOAT OTPa*XeHUe TO/IbKO B O4HOM U3
AOOKYMEHTOB, Kakne TONIbKO B ABYX.

2.3. KaknmM 13 NpoaHaNU3NPOBAHHbIX LLOKYMEHTOB A0/IXKEH PYKOBO/CTBOBATLCA COBPEMEHHbIN
AeNonponsBoanTeNb Npu oGopPMAEHMM OPraHM3aUMOHHO-PACNoPALUTENbHOM AOKYMeHTaumun? NMovemy?

UCTOUYHUKM pna aHanusa:

1. TOCT P67.0.97-2016 «YHUOMUMPOBAHHAsA CUCTEMA OPraHU3aLMOHHO-PaACNoOPAAUTENbHOM
AOKyMeHTauumn. TpeboBaHMA K 0pOPMAEHNIO LLOKYMEHTOBY.

2. TocypapcTBeHHas cUCTEMA  [OKYMEHTAUMOHHOro obecneyeHusa  ynpasneHusa. OCHOBHble
nonoxeHua. Obwme TpeboBaHMA K LOKYMEHTAM U Cy*KBam AOKYMEHTAUMOHHOro obecrneyeHus oT
25 mana 1988 r. (1991r.) Neo 33.

3. Mpasuna genonpomsBoacTBa B peaepanbHbiX OopraHax MCMOIHUTENbHOM BAACTW, YTBEPXKAEHHbIE
MNMoctaHoBneHuem lMpasutenoctea PO ot 15 nroHa 2009 r. Ne477.

4. MeToanyeckne peKkoMeHZauun Mo  paspaboTKe UHCTPYKUMM Mo OeNonpousBoAcCTBY B
depepanbHbIX OpraHax WCMONHUTENIbHOM BAAcTM, yTBepXKAeHbl [Mpukasom Pocapxusa ot 23
nekabpsa 2009 r. Ne 76.



[Ona 3anonHeHnsa Tabanubl ncnonb3yiTe 6a3bl AaHHbIX, MHGOPMALMOHHO-CNPABOYHbIE M MOMCKOBbIE
CUCTEMDI:

MapaHTt

http://www.consultant.ru/

http://www.termika.ru/

Tecr K pasgeny 2 (2 kypc) /
Bonpoc 1
TeKkcT Bonpoca

KaKkoil HOpMaTMBHbIM NPABOBOW aKT pernameHTUpyeT nsobpaxkeHune focyaapcreeHHoro repba PO Ha
61aHKaxX LLOKYMEHTOB:

Bbibepute oanH OTBET:
a. PepepanbHbli KOHCTUTYLIMOHHbIN 3aKOH
b. KoHcTuTyuma PO
c. NoctaHoBneHue MpasuTtenncTea PO
d. Ykas MNpesngeHTa PO
Bonpoc 2
TeKcT Bonpoca

Ha Kakom 61aHKe MoXKeT 6bITb pasmelLeHo n3obparkeHue MNocygapcteeHHoro repba Poccminckoit
depepaumm B 0g4HOLBETHOM BapuaHTe 6e3 repaibAN4eckoro WuTa:

Bbibepute oanH OTBET:
a. leHepanbHOM NpoKypaTypbl Poccuinckon Peaepaunm
b. opraHoB, opraHusaumin n yupexkaeHunit npu MpesmaeHTte Poccuiickoit Pegepaumnu
c. depepansHbIX OPraHOB UCMOJIHUTE/IbHOM B/IACTU
d. AamunHucTpaumnm MNpesmaenTa Poccuiickon ®eaepaumm
Bonpoc 3
TeKcT BONpoOCca
Ha Kakux 61aHKax nomeltaetca repb6 MocKBbl B MHOTOLBETHOM BapUaHTe:

BbibepuTe 0AMH OTBET:


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

a. KoHTpobHO-cYeTHOM nanaTbl MOCKBbI
b. NpaBOBbIX aKTOB MHbIX OPraHOB UCMOJHUTENBHOM BNacTu ropoaa MOCKBbI U UX AO0/I}KHOCTHbIX /L,
¢. MOCKOBCKOW ropoAcKol 3bmnpatenbHOM KoMnccum
d. peweHwnit YctaBHoro cyaa ropoaa MocKBbI
Bonpoc 4
TeKcT BONpoCca

KaKkoil HOpMATUBHbIN aKT yCTaHaBAMBAET TPEOOBAHMSA K pasmeLLeHMI0 amMbeMbl, TOBAPHOTO 3HaKa (3Haka
06CNyKMBaHMA) Ha 61aHKaxX opraHn3auuu:

Bbibepute oanH oTBET:
a. yuypeguTenbHble 4OKYMEHTbI OpraHmnsauum
b. denepanbHbIit 3aKOH
C. noctaHoBneHue pasutenbcrsa PP
d. rocygapcTBeHHbIM CTaHAapPT
Bonpoc 5
TeKcT Bonpoca
dmbnemy v ToBapHbIN 3HaK HE Bocnpoun3BoaAaT Ha 61aHKe, ecan Ha Hem nometeH (-a):
Bbibepute oanH OTBET:
a. OTTUCK repboBoii neyaTu
b. noanuco
c. FlocypapcTBeHHbIN repb Poccuinckon deaepaumm
d. pesontouuns
Bonpoc 6
TeKcT BONpoca

Mpogonxute BbiCKasbiBaHWe: «HaMmeHoBaHWe opraHM3aumu, FIBJ'IFHOUJ,EVICFI dBTOPOM OOKYMEHTa, A0/TIXKHO
COOTBETCTBOBATb HAMMEHOBAHUIO, 3aKpPEN/IEHHOMY ...»:

Bbibepute oauH oTBeT:
a. B rocyZlapCTBEHHOM CTaHZapTe
b. B 3aKoHe

c. B OKIMNO



d. B yupeanTenbHbIX AOKYMEHTaX OpraHM3aumm
Bonpoc 7
TeKcT BONpoOCa

HanmeHoBaHuA opraHm3aunii u cybbekToB Poccuiickon ®eaepaummn, MMeoLwmnx Hapsaay C
rocyaapcrBeHHbIM A3bIKkoM Poccuiickoit Peaepaumm (pycCcKMm) rocyapCTBEHHbIN A3bIK CYyObEKTOB
Poccuiickoin depepaumm nevatatoT:

BbibepuTte ogMH OTBET:

a. BCe BapuaHTbl BEPHbI

b. Ha rocygapctBeHHOM A3blke PP

C. Ha A3blKe cybbeKkTa PP

d. Ha A4ByX A3bIKax (Ha rocyAapcTBEHHOM A3biKe PO 1 Ha A3biKe cybbekTa PO)
Bonpoc 8
TeKcT Bonpoca
Ha 61aHKax KaKux fOKYMeEHTOB 0pOPMAAIOT CNPaBOYHblE AaHHble 06 opraHn3auuu:
Bbibepute oanH oTBET:

a. ycTaBoB

b. cnyxkebHbIx nucem

C. NPUKA30B

d. pacnopskeHni
Bonpoc 9
TeKcT BONpoCca
KaKkue anemeHTbl pekBu3nTa «CnpaBoYHble AaHHble 06 opraHM3aumMn» ABAAIOTCA 06a3aTeIbHbIMMU:
Bbibepute oanH OTBET:

a. 6aHKOBCKME PEKBU3NTDLI, MOYTOBLIN agpec

b. noutoBbIN agpec, Homep TenedpoHa

C. GaKc, Homep 3NEKTPOHHOM NOYTbI, BAHKOBCKUE PEKBU3UTDI

d. nouTtoBbIN agpec, Homep TenedpoHa, Homep dakca, TeneKkca, cHeToB B BaHKe, afPec INEKTPOHHOMN NOYTbI
Bonpoc 10

TeKcT BONpoOCa



YKaKute npaBu/bHyt0 NocaeL0BaTeNbHOCTb 3/1IEMEHTOB MOYTOBOIO ajpeca:
Bbibepute oauH oTBeT:

a. yamua, 40M, HOMEpP KBapTUpbl, HazBaHWe pecnyb/1MKK, Kpas, 06,1acTn, aBTOHOMHOIO OKpyra
Hace/IeHHbIN NYHKT, palioH, CTpaHa, MOYTOBbLIN UHAEKC

b. Homep KBapTUpPbI, 4OM, YAMLA, HACENIEHHbIN NMYHKT, Ha3BaHWE paloHa, Ha3BaHWe pecnyb/IMKK, Kpas,
06.1acTM, aBTOHOMHOTIO OKpYyra, CTPaHa, NoYTOBbI MHAEKC

C. MOYTOBbLIN MHAEKC, HOMEP KBAPTMPbI, Ha3BaHWe pecnybanku, Kpasd, 061acTn, aBTOHOMHOIO OKpyra
HaceNeHHbIN NYHKT, PaioH, CTPaHa, NOYTOBbI UHAEKC

d. yanua, nom, Homep KBapTMpPbl, HaceNeHHbIN NYHKT, painoH, HazBaHWe pecnybanKmM, Kpas, obnactuy,
aBTOHOMHOIO OKpYra, CTpaHa, MoYTOBbIN MHAEKC

Bonpoc 11
TeKcT Bonpoca
Ko opraHusauum npocTasasAroT no:
Bbibepute oanH OTBET:
a. OKB34
b. ORYA
c. OKATO
d. OKNo
Bonpoc 12
TeKcT Bonpoca
Mpw M3roToBNEHUU KaKMx B1aHKoB opopmnseTtca peksnsnt « MHH/KMM»?
Bbibepute oanH OTBET:
a. yrnoBoro 61aHKa NMcbMa OpraHusauymm
b. npogonbHoro 61aHKa NMcbMa opraHM3aumnm
C. NPoA0AbHOro 61aHKa NMMCbMA A0/MKHOCTHOMO ML
d. BCce BapMaHTbl BEPHDI
Bonpoc 13
TeKcT BONpoOCa
YKaxute npasuibHbI BapUaHT 0pOpMIEHUA CPABOYHOM MHPOPMaLMM 06 opraHn3aLmu:

BbibepuTe 0aMH OTBET:



a.
O6wWecTBO C OrpaHUYEHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

yn. Jlonapesa, 4. 2, r. MarHuTtoropck, YensabuHckaa oba., 455097
Ten. (3519) 27-13-33; dakc (3519) 27-11-90;

e-mail: avto@avto.ru

OKMNO 2356447; OI'PH 1127776500001,

MHH/KNM 0112220000/011777000

Ha Ne oT

b.
O6LecTBO c orpaHUYEHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

455097, r. MarHuToropck, ya. Jlonapesa, 4. 2
Ten. 27-13-33; ¢akc 27-11-90;

e-mail: avto@avto.ru

MHH/KNMN 0112220000/011777000;

OrPH 1127776500001

Ha Ne oT




c.
O6wWecTBO C OrpaHUYEHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

455097, r MarHuTtoropck, YenabuHckasa obn., ya. Jlonapesa, 4. 2
Ten. 27-13-33; dakc 27-11-90;

e-mail: avto@avto.ru

OlPH 1127776500001,

MHH/KNM 0112220000/011777000

Ha Ne oT

d.
O6wwecTBO c orpaHUYeHHOoM
OTBETCTBEHHOCTbIO

"MCTOK"

4. 2, yn. lonapesa, r. MarHutoropck, 455097

e-mail: avto@avto.ru

OKIMO 2356447; OrPH 1127776500001,

MHH/KNMN 0112220000/011777000

Ha Ne oT

Bonpoc 14

TeKcT BONpoOCca



Kon dopmbl 4OKYMEHTa MPOCTaBAAOT Mo...:
Bbibepute oauH oTBeT:
a. OKy[,
b.rcooy
C. yYpeauTebHbIM LLOKYMEHTAM OpraH13aumm
d. TOCT P 6.30-2003
Bonpoc 15
TeKkcT Bonpoca

Kakoi Habop umdp B KogoBom o603HauYeHUN popmbl goKkymeHTa 0720302 ob6o3HayaeT Knacc popmbl
OOKYMeHTa:

BbibepuTe oamH oTBeET:
a. 07
b. 302
c. 20
d. 203
Bonpoc 16
TeKcT Bonpoca
Mo Habopy undp B KogoBom 0603HaYEeHUM hopMbl oKyMeHTa 0212000 MOXKHO YCTaHOBUTb:
BbibepuTe oauH oTBET:
a. K/lacc 1 noaKnacc Gopmbl AOKYMEHTA
b. Knacc, nogknacc, perucTpaumoHHbIi Homep GopMbl LOKYMEHTA
C. TONIbKO Knacc GopmMbl LOKYMeEHTa
d. TonbKO nogknacc Gopmbl LOKYMEHTA
Bonpoc 17
TeKcT BONpoca
Ha kakunx popmax npoctasnsetca Ko Gopmbl JOKYMEHTA:
BbibepuTe 0aMH OTBET:
a. Ha HeyHUPMUMPOBaAHHbIX popmax

b. Ha Bcex BaaHKax



C. Ha BCEX JOKYMEHTax
d. Ha yHndUUMpoBaHHbIX popmax

Bonpoc 18

TeKcT BONpoOCa

Kakum fOKYMEHTOM [,0/1KHO bbiTb OnpeseieHo HaMMEHOBaHWE BUAA AOKYMEHTa Ha LOKYMEHTe,
n3gaHHOM opraHumsaumeit, cornacHo F'OCT P 6.30-2003:

Bbibepute oanH oTBET:
a. MIHCTPYKLMEN No AenonponsBoaCcTey
b. HomeHKnaTypon aen
C. yCTaBOM (MonoskeHnem o6 opraHusaumm)
d. nonoxeHnem o cnyxbe A0Y
Bonpoc 19
TeKcT Bonpoca

Kakomy AOKYMEHTY [O/I3KHbI COOTBETCTBOBATb HAMMEHOBAHMSA BUMA0B SOKYMEHTOB, KOTOPbIE OpraHun3aumsa
BblOMpaAET AN1A AOKYMEHTMPOBAHMS OpPraHM3aLMOHHO-PacnopaauTebHOM AeATeNbHOCTH, cornacHo FOCT P
6.30-2003:

BbibepuTe 04MH OTBET:
a. Obuwepoccuinckomy KnaccudmkaTopy ynpasaeHYeckon goKymeHTaummn (Knacc 0200000)

b. I'Iepequo TUNOBbIX YNpPaBAeHYECKNUX apPXUBHbIX AOKYMEHTOB, o6pa3y+0u.w1xcn B npouecce geATeIbHOCTU
rocygapcCrBeHHbIX OpraHoB, OpraHOB MECTHOIo Camoynpas/1eHNA U opraHmsau,Mﬁ, C YKasaHunem CpoKoB
XpaHeHUA

c. FfocypapcTBeHHOM cucTeEMe LOKYMEHTAUMOHHOrO obecneyeHmns ynpasaeHus
d. Mpasunam aenonponssoactsa B penepasbHbiX OpraHax UCMONHUTENbHOM BAACTH
Bonpoc 20
TeKcT BONpoca
Ha kakux gokymeHTax HE yKkasbiBaeTca HaumeHOBaHWe BUAA AOKYMEHTa:
Bbibepute oanH OTBET:
a. [AOIKHOCTHOM UHCTPYKL MK
b. cny»kebHoro nucbma
C. CNy*KebHoM 3anncku

d. cnpaBku



Bonpoc 21
TeKcT BONpoOCa
Kem npoctasnseTca Aata OKYMEHTA HA 60NbLUIMHCTBE OPraHU3aLLMOHHO-PaCcNoPAAUTENbHbIX SOKYMEHTOB:
BbibepuTte ogMH OTBET:
a. BCe BapWMaHTbl BEPHbI

b. cnyk60i LOKYMEHTALUMOHHOrO obecneyeHuUn ynpaBaeHUA NN CEKPeTapem Npu perncTpaLmnm
[OKYMEHTa

C. COCTaBUTENEM MPU NOATOTOBKE JOKYMEHTA
d. LOMKHOCTHBIM IMLLOM, NOANUCHIBAKOLLNM SOKYMEHT
Bonpoc 22
TeKcT Bonpoca
Ha Kakunx gokymeHTax AaTy AOKYMeHTa obopmAaseT cekpeTapsb:
BbibepuTe oamH oTBeT:
a. Ha npuKasax
b. Ha genoBbIx NMcbMax
C. Ha cnpaBKax
d. Ha BCex AOKyMeHTax
Bonpoc 23
TeKcT Bonpoca
Kakune cnocobbl obopmneHus gaTbl COOTBETCTBYIOT TpebosaHuam FOCT P 6.30-2003:
1. 09.03.13;
2.09 mapTta 2013 r,;
3. 09 mapTa 2013 roaa;
4.09.03.2013 r,;
5.2013-03-09;
6.2013.03.09;
7.09.03.2013.
BbibepuTe 0aMH OTBET:

a. BCe BapuaHTbl, Kpome 3



b. Bce BapuaHTbl, Kpome 5
c.1,4,7
d.2,6,7
Bonpoc 24
TeKcT BONpoOCa
Mpu noarotToske AOKYMEHTA K MOAMUCAHUIO B peKBM3UTE «[laTa LOKYMEeHTa» 3apaHee neyaTtatorT:
Bbibepute oanH oTBET:
a. YnCno, MecAL, rog,
b. yncno
C. mecAy,
d. ron
Bonpoc 25
TeKcT Bonpoca
Kakoe BbicKa3biBaHue anaetcA HEBEPHbIM:
Bbibepute oauH oTBeT:
a. [laTa u perucTpaLMoHHbI Homep AOKYMeHTa 0opOopMAAIOTCSA He Ha Bcex bnaHKax

b. PekBM3uUTbI «[laTa JOKYMEHTa» 1 « PerMcTpaunoHHbIii HOMep A0KYMeHTa» ABAAOTCA AaHHbIMU O
perucTpauumn AoKyMeHTa U NO3TOMY AABAAKOTCA A0Ka3aTe/IbCTBOM CYLLLECTBOBAHUA AOKYMEHTA U
BK/IIOYEHMEM ero B AOKYMEHTaNbHbIN GOHA OpraHu3aLmum

c. PekBu3aunTbl «[aTa LOKYMEHTa» U «PerncTpaumoHHbIn Homep SOKYMeHTa» 0pOopPMIAIOTCA Ha OAHOM
YPOBHE NO OTHOLIEHMIO APYT K ApYry

d. Oba pekBusmTa — «JaTta ALOKYMEHTa» U « PEerncTpaumMoHHbIi HOMEpP AOKYMEHTa» — BbINOAHAOT
topUANYECKYLO GYHKLMIO, @ TaKKe BbINONHAIOT NOMCKOBYHO QYHKLMIO, TaK Kak NO3BOSAIOT OpraHmU3aLmm
BECTU MHPOPMALMOHHO-CMPABOYHYIO PaboTy

Bonpoc 26
TeKcT BONpoca
KaKoli afieMeHT perncTpaLmMoHHOro Homepa AOKYMEHTa ABAseTca 06A3aTeNIbHbIM:
Bbibepute oanH OTBET:
a. MHpopMaLMA O KOppecnoHAeHTe
b. nopagkosbi HOMep

C. UHAEKC AeNna No HOMeHKANaType aen



d. vHpopmauma o6 ucnonHuTenax
Bonpoc 27
TeKcT BONpoOCa
Y10 0603HauaeT uncno 45 B perncrpaumoHHom Homepe, nmetoliem obosHaueHme Ne 45/1-5:
BbibepuTte ogMH OTBET:
a. Kog noapaspeneHmn
b. Homep gen no HomeHKNaType Aen
C. NOPAAKOBbIM HOMEP NO KYPHAY perncTpaumum
d. Koz, KoppecnoHaeHTa
Bonpoc 28
TeKcT BOnpoca
YKaxunte BEPHOE BbicKa3biBaHuWe:
Bbibepute oguH oTBeT:

a. Ha bnaHKe NnnMcbma NpOCTaBASETCA OrpaHUuUTEIbHAA OTMETKA AN15 PeKBM3UTa « CCbl/IKa Ha
PEerncTpPauMoHHbIM HOMep M AaTy AOKYMEHTa» cleayowmnm obpasom: « oT »

b. PekBn3unT «CcbinKa Ha 4aTy U PErUCTPALMOHHBIA HOMEP AOKYMEHTa» 3ano/IHAETCA B NPEUMYLLECTBEHHO
B MMCbMax-0TBeTax. CBeZeHNs B PEKBU3UT NEPEHOCATCA C MOCTYNMBLUErO AOKYMEHTA

c. CBegeHusa B pekBmanuTe «Ccbl/IKa Ha PErncTPaLLMOHHbIA HOMEpP U AaTy AOKYMeEHTa» NpucBanBatoTcs
OpraHusauneit-aBTopom OTBETHOIO NUCbMA

d. YKkazaHue AaHHbIX O NOCTynMnBWEM NNCbMeE Ha 61aHKe NMcbma B Buae oTaenbHOro CCblJ1IkKU Ha
perMCTpaLI,VIOHHbIVI HOMEpP U OaTy JOKYMEHTA HE UCK/TIOYaEeT HEO6XO,CI,MMOCTM CCblNaTbCA Ha HUX B TEKCTE
OTBET—HOIo NUCbMma: B Ha4yane TeEKCTa NUCbMa BCerga cneayet nncatb «Ha Baw Ne...oT...»

Bonpoc 29

TeKcT BONpoCca

Kakaa xapaktepuctmka HE COOTBETCTBYET pekBu3nty «MecTo COCTaBNEHUA UAM U30AHUA OOKYMEHTa»:
BbibepuTe 0aMH OTBET:

a. [JaHHbIl peKBM3UT 0DOPMAAIOT Ha 06LLMX BNaHKax M 61aHKaX KOHKPETHbIX BUAOB AOKYMEHTOB, €C/U
ero onpegeneHune 3aTpyAHEHO Mo PEKBU3UTY «HaumeHoBaHMe opraHuU3aLumn»

b. Mpu yKasaHMM HaceNeHHbIX MeCT B 4aHHOM PeKBU3UTE HEOBXOAMMO MCNO/b30BaTh OBLLENPUHATLIE
COKpalleHunsa, oTpaxeHHble B OKATO

C. ﬂ,aHHbIl)'I PEKBU3UT HE Od)OpM!'IFIIOT Ha 6ONbLINHCTBE MCXOAFILLI,el\;I AOKYMeHTauunn, Tak Mecto n3gaHumA
AOO/TXKHO 6bITb OTpa*XeHo B PpeKBUN3UTE «CNPaBO4Hble AaHHble 06 opraHunsaunm»



d. [laHHbIN PEKBU3UT NOMOraeT MaAeHTUGULMPOBATb aBTOPA AOKYMEHTA, NO3TOMY ero 0dopMASIOT Ha BCeX

61aHKax
Bonpoc 30
TeKcT BONpoOCa
YKaxuTe HeBepHOE HanncaHue pekBusnTa « MecTo cocTaBNeHUA UAU U3LAHUA LOKYMEHTAN:
BbibepuTte ogMH OTBET:
a. Mocksa
b. MarHuTOropck
c. CaHkT-lMNeTepbypr
d. ct-ua benokameHHas
Bonpoc 31
TeKcT Bonpoca
B Kakom nagerke yKasbIBalOT AO/IKHOCTb INLA B PEKBU3UTE «AdpecaT»:
Bbibepute oanH OTBET:
a. B pOAUTENBLHOM
b. B paTenbHom
C. B UMEHUTE/IbHOM
d. B npeasoxHom
Bonpoc 32
TeKcT Bonpoca

B KaKOm Nagerke yKasblBalOT HAMMEHOBaHMEe OpraHM3aLUumM U ee CTPYKTYPHOrO NogpasaeneHna B peKBmanTe
«ApgpecaTt»:

Bbibepute oauH oTBeT:
a. B NpeaoxKHOM
b. B UMeHUTEeNbHOM
C. B poanTeNibHOM
d. B paTenbHOM
Bonpoc 33

TeKcT BONpoOCa



YKkaxute HEBEPHOE BbicKa3biBaHMe:
Bbibepute oauH oTBeT:

a. Mpu agpecoBaHUU AOKYMeEHTa pU3MYECKOMY INLY CHaYana YKasbiBaloT GamMuanio U MHULManbI
nosiy4yatens, 3aTeM NOYTOBbLIN agpec

b. Mpu agpecoBaHnKn AOKYMEHTa B OpraHM13aLMio CHauasia yKasbiBaloT ee NoyToBbIN afpec, 3aTem ee
HaMMeHOoBaHue

C. Ecnv OKYMEHT OTNPaBAAIOT B HECKOJIbKO OAHOPOAHbIX OPraHM3aLMI N B HECKOJIbKO CTPYKTYPHbIX
noapasgeneHunin ogHol opraHnsaLmMm, To Ux cregyeT ykasbiBaTb 0606LWeHHO, Hanpumep: PykoBoantenam
dnnmnanos OO0 «omocTpoin»

d. B cocTaB pekBusnTa «AgpecaT» NOYTOBbIM afpec He ABAAeTCA 06A3aTe/IbHbIM 3/1IEMEHTOM, OH
opopMAAETCA MO YCMOTPEHUIO OpPraHU3aLUKn-aBToOpPa AOKYMEHTa

Bonpoc 34
TeKcT Bonpoca
Ha Kakux gokymeHTtax HE obopmnsieTca peKBusnT «Agpecat»:
Bbibepute oanH OTBET:
a. NMcbmo
b. cnyxkebHan, noknaaHaa M 06 bACHUTENbHAA 3aNUCKN
C. BO/MKHOCTHAA UHCTPYKLUMA
d. cnpaBska
Bonpoc 35
TeKcT Bonpoca

YKarKuTe NpaBubHbIA BapMaHT opopmMaeHns pekBusnTa «Agpecat» B NMCbMe, HanpaBiseMoM B
OopraHusaumio:

BbibepuTe 0aMH OTBET:

leHepanbHOMY AUPEKTOPY

OAO "Ctpoipecypc"

MocKsa, yn. }nsonucHas, 24,
255678

b.



OAOQ "Crpoitpecypc"
feHepanbHOMY ANpPEKTOPY

C.C. KanawHunKosy

Mocksa, yn. "usonucHas, 24, 255678

255678, MockBa,

yn. KmnsonucHas, 24

leHepanbHOMY AUpeKTOpy
OAO "Ctpoipecypc"
C.C. KanawHwukosy

d.
leHepanbHOMyY AUpeEKTOpY
OAO "Ctpoipecypc"

C.C. KanawHwukosy

yn. KnsonucHas, 24,
Mocksa, 255678
Bonpoc 36

eKcT Bornpoca

Kakoi PEKBU3NT UMeeT C/Ie4YIOLWY0 XapaKTepUCTUKY: « Ero coctaBHble 4acTU MOTYT BK/IHOYATb:
HanMeHOBaHUeE yvypexXaeHunA, opraHn3aunn; HaumeHoBaHUNE CTPYKTYPHOIo nogpasaeneHuna,; ykasaHune
AOONXKHOCTU nonyyaTtena; nHmumansol, d)aMM/'IMIO,' NoYTOBbIN agpec:

BbibepuTe 04MH OTBET:
a. pesonoumn
b. rpnd cornacosaHua
C. CNpaBoOYHble AaHHble 06 opraHu3auum

d. agpecar



Bonpoc 37
TeKcT BONpoOCa

KaKoi peKBU3UT BKAOYAET cegytolime anemenTbl: Gamuamm, MHULMANbI UCNOAHUTENEN; COAEPKaHNE
Nopy4YeHnA; CPOK UCMNOSTHEHMA; NOANUCD; AaTY:

BbibepuTte ogMH OTBET:
a. pesonouus
b. rpud cornacosaHus
C. rpud yTBEPKAEHMA
d. Tekct
Bonpoc 38
TeKcT Bonpoca
YKaxnTe BepHblA BapuaHT 0GOpMIEHUA Pe30oLUN PYKOBOAUTENA:

BbibepuTe 04MH OTBET:

Conosbesy U.K.
Mpolwy NnoAroToBUTb NAaH paboTbl Ha
BTOpOe nonyrogue K 28.12.2013.
Moanuce pykosoauTena
10.12.2013
b.
Cksopuosy U.A.
MpoLwy paccmoTpeTb.
Moanuce pykoBoauTens

10.12.2013

B npukas
Moanuckb pykosoantens
12.12.2013

d.



Bcem NpuHATL y4actue.
Moanuce pykosoautens
12.12.2012
Bonpoc 39
TeKcT BONpoOCa
Kakolt peksm3uTt HE oTpaxkaeT atanbl paboTbl Hag NOpPyYEeHUEM:
Bbibepute oanH oTBET:
a. pesosnouma
b. BM3a cornacosaHua
C. OTMETKA O KOHTpo/e
d. oTmeTKa 06 MCNONHEeHMM LOKYMEHTA M HAaMNpPaB/IeHNM ero B 4eno
Bonpoc 40
TeKcT Bonpoca
YKa*KuTe BepHOE BbICKa3blBaHMUE:
Bbibepute oauH oTBeT:

a. OTMeTKa 0 KOHTpO/1e NPOCTaBAAETCA B 3aKN0UMTENbHOM YacTu TEKCTa OKYMEHTa B BUAe
KANLIMPOBaHHOM dppasbl «KOHTPOb UCMONHEHNA BO3NOXKUTb Ha...» NN « KOHTPONb UCNONHEHUSA OCTaBAAID
3a cobomn»

b. Hannune OTMETKH, B NEPBYIO o4epeab, ANCUNNINHNPYET pyKoBOANTENA N AenonponssoanTtend,
KOTOpble 3anHTEpPECOBAHbI B UICMO/THEHUN OOKYMEHTA

c. OTMeTKY 0 KOHTposie 0hOPMAAIOT OAHUM 13 cNocob0B: BYKBOW «K», CNOBOM MK WiTaMNOM « KOHTPOb»
W pasMeLLaeTca B NPaBOM BEPXHEM Yy CyKebHoro nons 4OoKyMeHTa

d. OTMeTKa 0 KOHTPO/E NPOCTABAAETCA UCMONHUTENEM LOKYMEHTA
Bonpoc 41
TeKcT BONpoca
KaKkoli pekBusnT opopmaseTtca nocnefHUM nepes Tem, Kak 4OKYMEHT ByeT OTNPaB/eH Ha XpaHeHMWe:
Bbibepute oanH OTBET:
a. OTMeTKa 06 MCNOSIHEHMM SOKYMEHTA U HaNpPaB/IEHMM €0 B A4e/10
b. oTMeTKa 0 NocTynneHnn 4OKYMeHTa B OpraHn3aLmio

c. rpud yTBEpKAEHNA



d. oTmeTKa 06 ncnonHuTene
Bonpoc 42
TeKcT BONpoOCa

Kakaa ¢opmy/IMpOBKa 3aro/ioBKa K TEKCTY ABAAETCA BepHOU (B CKOBKax 0603HauveH BMUA, AOKYMEHTa, K
KOTOpoMy CPOPMYIMPOBAH 3aro/I0BOK):

BbibepuTte ogMH OTBET:
a. (AOr0BOP) ans nocTaBOK TOBapoOB
b. (MPUKA3) 06 yTBEp:KAEHWUM UHCTPYKLUM NO AENONPOU3BOACTBY
c. (AONKHOCTHAA NHCTPYKLUMA) rnaBHomy Byxrantepy
d. (Mpukas) O H.K. MeTpose
Bonpoc 43
TeKcT Bonpoca
B KaKkux cnyyasx opopMaeHUe 3arosloBKa K TEKCTY ABAAETCA 06A3aTe/IbHbIM:
Bbibepute oguH oTBET:
a. Ha OpraHU3aUMOHHO-PaCcNoPAAUTENBHOM AOKYMeHTe popmaTa Ad

b. 3aronoBoK K TEKCTY A0/1KEH Od)OpMI'IFlTbCFI Ha Bcex 6e3 UcknYeHnn
OpraHn3auMoOHHO-pacnNopPAONTENIbHbBIX AOKYMEHTAX

C. Ha AOKYMEHTaX, TEKCT KOTOPbIX He npesblwaeT 3-5 cTpokK
d. Ha opraHM3auUMoOHHO-pacNoPAANTENbHOM AOKYMeHTe dopmaTa A5
Bonpoc 44
TeKcT BONpoCca
[NaBHbIM PEKBU3UTOM AOKYMEHTA ABNAETCA:
Bbibepute oanH OTBET:
a. neyatb
b. noanuco
C. para
d. Tekct
Bonpoc 45

TeKcT BONpoOCa



B Kakom BMAE BO3MOXKHO 0pOpM/IEHME TEKCTA OPraHM3aLMOHHO-PaCNopPAAUTENIbHOTO AOKYMEHTA:
Bbibepute oauH oTBeT:
a. B BMAE UAncTpauunii
b. B BUAe coeguHeHmna aHKeTbl, TabmLbl, CBAZHOIO TEKCTa
C. B BUAE YepTeKen
d. B Buae ¢otonsobpaxkeHui
Bonpoc 46
TeKkcT Bonpoca
Kakyto MHbOopMaL Mo NomMeLLatoT BO BTOPOW (3aKNI0UMTE/IbHOM) YacTU TEKCTA AOKYMEHTa:
Bbibepute oauH oTBeT:
a. NpocbObl
b. ocHoBaHus
C. MPUYUHBI
d. uenu
Bonpoc 47
TeKcT Bonpoca
Kakyto nHdopmaumto HE nomeLatoT B NepBoii YacTu TEKCTa AOKYMEHTa:
Bbibepute oauH oTBeT:
a. pelweHus
b. npnymnHbI
C. NpeanoXKeHun
d. pekomeHaaunm
Bonpoc 48
TeKcT BONpoca

Kakoe odbopmneHune ocHoBaHMA AOKYMeHTa cooTBeTcTByeT TpeboBaHuam FOCT P 30-2003 (B ckobKax
0603HaYeH K/I0YEBOW rnaroa pacnopaauTeNbHoOM YacTn LOKYMEHTa):

BbibepuTe 0aMH OTBET:

a. Ha ocHoBaHuK npuKasa MuHucTepcTea obpasoBaHmaA 1 Hayku P ot 15 aHeapa 2013 Nel5 «O nopsake
nposeaeHua atTectaumm sy3os» (MPUKA3bIBAIO)



b. B cBsi3n c HEOBXOAMMOCTbIO UCMOJIHUTL NPUKa3 MUHUCTepcTBa (MPUKA3DBIBAID)
c. Bo ucnonHenme npunkasa OAO « MMK» Ne 45 «O nopaake 3akaodeHusa aorosopos (MPEASIATALIO)
d. C uento ucnonHeHUs NpuKasa pektopa 0b ykpenneHun Tpyaosoi aucumnaumubl (MPEANATALO)
Bonpoc 49
TeKcT BONpoOCa
B Kakom goKymeHTe TekcT HE nsnaratot ot nepsoro amMua ea4MHCTBEHHOTO YNCAa:
Bbibepute oanH oTBET:
a. B NpoTOKONe
b. B npukase
C. B 3aABeHUN
d. B nucome
Bonpoc 50
TeKcT Bonpoca
YKaxute BepHoe 0popMIeHNE OTMETKN O HANNYUWN NPUNOKEHUA B MUCbME:
Bbibepute oanH OTBET:
a. NpunnoxkeHune: Ha 3 n. B 1 3K3.
b. MpunoxeHune: He nmeeTcA.
c. MpunoxkeHwne: No TeKcTy Ha 3 n. B 1 3Ks.
d. MpunoxkeHune: ynomsaHyToe Ha 3 n. B 1 3K3.
Bonpoc 51
TeKcT BONpoca

BbibepuTe NpaBUAbHbLIA BapMaHT opopmMmaeHusa NoAnMUcK B PacnopsaauTeNbHOM AOKYMEHTE OpraHMsaLmm
(npukase, pacnopaxeHum):

BbibepuTe 04MH OTBET:

leHepanbHbI AUPEKTOP

000 «Komnac» Moanuck
M.M. benakos

12.12.2013



b.

leHepanbHbI AMpPEKTOP
M.T. benakos

leHepanbHbI ANPEKTOP
M.M. bensakos

12.12.2013
d.
leHepanbHbIM AUpPEKTOp

000 «Komnac»
M.N. benakos

Bonpoc 52

TeKcT Bonpoca

Moanuck

Moanucb

Moanuce

Ecnn 3amectutenb pyroBoaAuUTENA OPraHn3aunm MMeeT NpaBo NognncbiBaTb 4OKYMEHTbI BMECTO

pyroBoaAuUTENA B C/ly4ae ero BpemeHHOro otCyTCTteuA, Kak 4O0/TXKHa 6bITb Od)OpMﬂEHB noanuncob:

BbibepuTe 04MH OTBET:

Bp. 1.0. reHepanbHOro gupeKkTopa

O.H. Ucaes
b.

W.0. reHepanbHOro gMpeKkTopa
O.H. Ucaes

3am. reHepanbHOro AMpeKkTopa
O.H. Ucaes

d.

/TeHepanbHbIi AnpeKTop
N1.U. CaBenbes

Bonpoc 53

TeKcT BONpoOCca

Ucaes

Mcaes

Ncaes

Ncaes

Kak gonxHa 6bITb Od)OpMI'IEHa noanucb, ecnun KOMMepHeCKMVI ANPEKTOP HaxXxoanTCA B OTNYCKe, a

UCNoNHEHWe ero ob6sa3aHHOCTEM NMPUKa30M BO3/10XKEHO Ha 3aMeCTUTENA KOMMePYECKOro ANpeKTOopa:



Bbibepute oauH oTBeT:

Kommepueckunii anpektop
H.P. PasaHos

b.

/ KommepuecKkunii gupexktop
E.A. Ebpemos

N.0. KOMMepYEeCKOro AMpeKTopa
E.[. Eppemos

d.

3am. KOMMEpPYECKOro ANPeKTopa
E.[. Eppemos

Bonpoc 54

TeKcT Bonpoca

Edpemos

Edpemos

Edpemos

Edpemos

Ha Kakom floKymeHTe He opopmAasioT rpud yTeepRaeHus. Kakoi okymeHT HE nognexuT yTBepKaeHuIo:

Bbibepute oauH oTBeT:

a. Ha 3anBfeHUn

b. Ha aKTe

C. Ha UHCTPYKLUMMK

d. Ha ycTaBe opraHusaymm
Bonpoc 55

TeKcT BONpoca

Kakue n3 nepeyncrieHHbIX 4OKyMmeHTOB HE ya0CcTOBEpPAIOTCA OTTUCKOM MeyvyaTn opraHmM3aumm:

Bbibepute oanH OTBET:
a. J0roBopbl
b. cnpaBku
C. rapaHTUIiHblE NUCbMA

d. npuKasbl



Bonpoc 56
TeKcT BONpoOCa
KaKoi peKkBu3UT OTpaKaeT BHELIHEE COrnacoBaHMe AOKYMEHTa:
BbibepuTte ogMH OTBET:
a. BU3a O3HAaKOMAEHUSA
b. BM3a cornacosaHuA
C. rpud yTBEPKAEHMA
d. rpnd cornacosaHus
Bonpoc 57
TeKcT BOnpoca

Kakomy peKBM3UTY COOTBETCTBYET C/IeAYHOLLIAA XapaKTEPUCTUKA: «ITOT PEKBU3UT BKIOYAET HAMMEHOBaHNE
[OJIKHOCTM, NOANUCH, paclndpoBRy Nognuck (MHMUUansl, Gamuanio) n aaty»:

Bbibepute oanH OTBET:
a. pesontoumsa
b. BU3a cornacosaHus
C. OTMETKa O 3aBepeHnn Konum
d. noanucb
Bonpoc 58
TeKcT Bonpoca
Ha Kakom 3Kk3emnaape Aenosoro NUcbma, NoAroToBAEHHOM ANA OTNPABKKU agpecaTy, NPOCTaBAAIOTCA BU3bI:
Bbibepute oanH OTBET:
a. Ha NMCbMax BM3bl He 0opopMAALOT
b. Ha NOgNMHHUKe, OTNPABAAEMOM afpecaTy, U Ha KONWUK, MOMELLLAEMON B A,e/10 OPraHM3aLnm
C. Ha NOAAVHHMKe, OTNPaBAAEMOM agpecaTty
d. Ha KonNuK, NnomeLLaemol B 410 OpraHM3auum
Bonpoc 59
TeKcT BONpoOCca

Ecnn gOMKHOCTHOE MU0 He COrNacHO C TEKCTOM O0KYMEHTa, MMeeT I OHO NPaBo OTKA3aTbCA OT
Od)OpM/'IEHMﬂ cornacosaHwmA:



Bbibepute oauH oTBeT:

a. [a, umeeT NpaBo, TaK KaK 1 BHELLHee, M BHYTPEHHEee cornacoBaHne opopmnatoTca TONbKO B C/yyae
COrflacuaA C TEKCTOM AOKYMEHTa

b. Oa, nmeeT npaBo, ecnum 310 rpud cornacoBaHms
c. [la, uMeeT NpaBo, ec/iv 3TO BM3a COr/1acoBaHUsA

d. HeT, He uMeeT NpaBo, TaK KaK 1 BHELLHee, U BHYTPeHHe cornacosaHue TpebytoT 06a3atenbHoro
cornacua

Bonpoc 60
TeKkcT Bonpoca

Kakomy peKkBM3UTY COOTBETCTBYET CeAyHoLLas XapaKTePUCTUKA: « DTOT PEKBU3UT BKAKOYAET
3aBEPUTENbHYIO HaZNUCk: "BepHOo"; AOMKHOCTb NLA; IMYHYIO NOANUCD; paclundpPoBKY Nognucu
(MHMumansl, bamunauio); aaTy»:

Bbibepute oanH OTBET:
a. 0TMeTKa 06 MCNoNHEHUM AOKYMEHTA U HanpaB/ieHUM ero B 4eN0
b. oTmeTKa 0 3aBepeHnmM KoNnn AOKYMeHTa
C. pesonouma
d. noanucb
Bonpoc 61
TeKcT Bonpoca
YKaxuTe BapmMaHT 0bOpMAEHNS OTMETKMN 06 ncnonHutene, yctaHosneHHbin FOCT P 6.30-2003:

BbibepuTe 04MH OTBET:

O.T. MNMecTpakosa
223475
b.
MNecTtpAakosa Onbra N'eHHagbeBHa

Ten. 22-34-75

Ucn. NecTtpakosa Onbra NleHHagpeBHa

22-34-75



d.
Mectpakosa O.T.
22-34-75
Bonpoc 62
TeKcT BONpoOCa

Kakomy (-Mm) pekBu3nUTY (-am) COOTBETCTBYET C/IeyIOLLAA XaPaKTEPUCTUKA: «...COLEPKUT OYepeaHoW
NopsAKOBbIV HOMeEp M AaTy (MPU HEOBXO4MMOCTM — Yacbl U MUHYTbI); MPOCTABAAIOT B MPABOM HUNKHEM Yy
JIML,EBOV CTOPOHbI MEPBOTO IUCTA SOKYMEHTA UM Ha ero obopoTte»:

Bbibepute oanH oTBET:
a. OTMETKA O NOCTYN/JIeHWUMN AOKYMEHTa B OPraHM3aLmIo
b. noeHTUPUKATOP 3NEKTPOHHOM KONUKN AOKYMEHTa
C. CCbl/IKa Ha PEerucTPaLLMOHHbIA HOMEp M AaTy AOKYMEHTa
d. pernctpaumMoHHbI HOMep U AaTa AOKYMEHTa
Bonpoc 63
TeKcT Bonpoca
KaKoli peKBU3NUT Ncnonb3yeTca A1 YA0CTOBEPEHUA SNEKTPOHHOTO AOKYMEHTA:
Bbibepute oanH OTBET:
a. PErUCTPALMOHHDI HOMEP AOKYMEHTA
b. anekTpoHHasa umdpoBas nognunch
C. UAEHTUPUKATOP SNEKTPOHHOM KOMUU SOKYMEHTA

d. Kog, popmbl LOKYMeEHTa

MpakTuyeckoe 3agaHue 4

1.0nupasncb Ha GopmMynaAp NONONKEHUA O CTPYKTYPHOM NoAapasaeNeHMm, NPOAOKNTE BbICKa3biBaHUA,
3aM0/IHMB NPONYCKU:

Mono*KeHne o CTPYKTYPHOM NogpasaeneHum:

A) paspabatbiBaeT ;

B) noanucbiBaet ;

B) aonXHO 6bITb COrnacoBaHo c ;

I yTBep:aaet ;




[) BBOAUTCA B AencTeme ;

E) noanexuT nepecmoTpy npm

2. OnpenennTte, K KAKOMY OpraHM3aLUUMOHHOMY JOKYMEHTY OTHOCATCA npeanaraemble GparmeHTbl
AOoKyMmeHTOoB. CBOM OTBET 06OCHYMTE.

TEKCT 1:
1 dMpmeHHOEe HaMMeHOBaHNE N MecToHaxoXaeHue oblecTsa

1.1.NMonHbIM GUPMEHHbIM HanMmeHoBaHWeM obLecTBa ABnseTca: O6LWecTBO ¢ orpaHUYeHHOM
oTBeTCTBEHHOCTbIO « HITA». CokpalleHHoe dupmMeHHOe HammeHoBaHMe obectea — 000 «HITA».

1.2.MecToHaxoxaeHue obuiectsa (MouToBbIn agpec): MonogekHbii npocn., 15, r. KpacHospck-45,630091,
Poccuiickaa Pegepaums.

TEKCT 2:
Obuwue nonoxeHus

1.1.CekpeTapb-pedepeHT OTHOCUTCA K KaTeropmm CneLmanmcToB NpeanpuaTus, NpUHUMaeTcs 1
YBOJIbHAETCS ANPEKTOPOM.

1.2.0cHOBHbIMM 334a4amm CereTapﬂ-DEd)EDEHTa ABNAETCA OPraHM3aUuMOHHOE N AOKYMEHTAUNOHHOE
obecneyeHune ynpaBnqueCKoﬁ AeATeENbHOCTU.

TEKCT 3:

1.1. DneKkTponpoBOAKa B y4EOHbIX MOMELLEHUAX A0MKHA HAXOAUTLCA B UCNPABHOM COCTOAHUM.
ConpoTnBieHNe N30aALNN NPOBOAOBAO/IKHO NEPUOANYECKM 3aMeEPATLCA, NPU HEOBXOANMMOCTUN LOIKEH
NpPoM3BOAUTLCA PEMOHT. 1.2. 3anpeLaeTca NPUMEHATb ANA 3aLMTbI 31eKTPOoCceTeli BMECTO aBTOMATUUYECKUX
npeaoxpaHuTenei 1 NAaBKMX BCTAaBOK 3aLLMTY KYCTapHOIO U3roTOBAEHUA («HKYUKN»).

TEKCT 4:

1.1.MHCTpyKTOpP NepBoii KaTeropmMm oT4eNa Kaapos, OpraHM3aUuMoHHO-MaCcCoBOM PaboTbl U KOHTPONA
OTHOCWTCA K KaTeropuu cnewumanmcros.

1.2.Ha A0/KHOCTb MHCTPYKTOPA NepBOii KaTeropum HasHa4aeTca AnLo, MMetoLLee Bbicliee
npodeccnoHanbHoe obpasoBaHue, 6e3 NnpegbasneHMA TPe6OBaHMIA K CTaxKy paboTbl.



1.3.Ha3HayeHMe Ha J0/IKHOCTb MHCTPYKTOPA NepBOM KaTeropmumn 1 ocBoboXKAeHUe OT Hee NPoU3BoANTCA
nocTaHoB/ieHMeM (pacnopssKeHnem) coBeTa UaAn NpasieHus.

TEKCT 5:
1. O6bwue nonoxeHusn

1.1.lutepaTypHasn npemua «Pycckan paHTacTUKa» (fanee no TeKCTy — NpemuaA) NPUCYKAaeTca eXKerogHo
3a lyywee dpaHTaAcCTUYECKOE NpounsBeaeHme KpynHoi ¢dopmbl, onyb61MKOBAHHOE B roAy, NpeLwecTBYOLWeM
NPUCYXKAEHUIO NPEMUN.

1.2.B KauecTBe AONO/HUTENbHbIX HOMUHALUMI Ha COMCKaHWE NPeMUK, He 06A3aTeNIbHO NPUCYKAAEMbIX
€¥KeroAHo, MoryT Tak:Ke 406aBNATbCA HOMUHaUUKM «3a nydwee GpaHTacTUYECKOe NpousBeneHne cpeaHe
dopmbi», «3a nydwee GpaHTacTUUYECKOE NpousBeseHne manon Gopmbl».

1.3.Yuypeanutensmm npemummn ABastoTcs cepeep «Pycckan ¢paHTacTUKa» U nepcoHasbHO: AnekcaHap YbsHOB,
OmuTpuin BatonuH, Bnag JypHuUuKmuin, KoHcTaHTUH MpuwwinH, Anekcanap CuaopoBsumu.

1.4.Mpemus NpUCy*KLaeTcs Ha OCHOBAaHUM UTOTOB TaliHOTO ABYXTYPOBOrO ro0coBaHusA. Mepsbii Typ
ro/I0COBaHMA MPOBOAMUTCA B KOMMbIOTEPHbIX CETAX MHTEPHET (rosocytoT noceTuTenn cepsepa «Pycckas
daHTacTMKa») M Ha MecTax (roNoCyOT NOAMNUCYMKN IXOKOHbEPEHLMI, NOCBALLEHHbIX paHTacTuKe). BTopoi
TYp roN0CcoBaHMA NPOBOAUTCA Cpeaun peaaKkTopoB cepBepa «Pycckaa daHTacTnka» (cm. n. 4.2). B ocobo
OrOBOPEHHbIX HUXKE CNYyYasnx AOMYCKAaeTca NpoBeaeHNe AOMNONHUTE/IbHOTO Typa ro/IocoBaHMA cpeam
yypegutenein npemmm.

1.5.Mpemus MOXKeT NPUCYKAaTbCA OAHOMY U TOMY e aBTOPY 3a pas/iMyHble NpoussBeneHus He 6onee AByX
pa3 B Ka*KAoM U3 HOMMHaLUN.

1.6.BpyyeHne npemumn NPon3BOAUTCA Ha eXXerogHom KoHdepeHUUmn «MHTepnpeccKoH».

Mpu oTBETE Ha AaHHbIN BONpoc, opopmuTe ero B Buae Tabanupi:

TeKcT 1 ero Homep HanmeHoBaHMe BMAA OpraHn3auMoOHHOIo 4OKyMeHTa O60ocHOBaHMe OTHeCeHUA
TEKCTa K AaHHOMY B1AY OPraHM3aunoOHHOIo AOKYMEHTa

Teker 1
Tekcr 2
Tekct 3
Tekcr 4

Teker 5



. Tect K pasgeny 2 (3 cem) /
Bonpoc 1
Kakomy TepMUHY COOTBETCTBYET CeAyHoLLaA XapaKTepPUCTUKA:

3TO BUA MMCbMEHHOIO IOKYMEHTA, B KOTOPOM PUKCUPYIOT peLlleHnsa aMUHUCTPATUBHbIX U
OpraHn3aLMOHHbIX BONPOCOB, @ TaKXKe BOMPOCOB YNpaB/ieHMA, B3aMMOAENCTBMA, obecneyeHus u
peryiMpoBaHus AeATe/IbHOCTU OPraHoB BAACTU, YYPEKAEHUNA, NPeAnpUATUIA, OpraHm3aLnii, nx
noapasaeneHuin n AoAKHOCTHbIX nL,.

Bbibepute oanH oTBET:

a. YNpaB/ieHYEeCKUN LOKYMEHT

b. odnuManbHbIN JOKYMEHT

C. CNYKEOHbIN LOKYMEHT

d. opraH13auMoOHHO-PacNOPAANTENbHbIN JOKYMEHT
Bonpoc 2

Kakoe onpegeneHmne COoTBeETCTBYET CTaHAAPTUINPOBAHHOMY onpeaesieHnto
OpraHn3aunMoOHHO-pPaCNoPAONTENIbHOIO OKYMEHTA!

BbibepuTe 04MH OTBET:

a. lokymeHT, obecneumBaowmin GyHKUMOHMPOBAHME W B3aMMOCBA3b YNPaBAAoWEN U yNnpaBasemoin
CUCTEM Ha BCEX YPOBHAX

b. Bug, NMCbMEHHOro AOKYMEHTa, B KOTOPOM GUKCUPYIOT pelleHne agMUHUCTPATUBHbIX U
OpPraHW3aLUMOHHbIX BONPOCOB, @ TaKKe BOMPOCOB yNpaBAeHMWs, B3aMMOLeNCTBUA, obecneyeHns 1
peryanpoBaHna AeaTe/IbHOCTM OPraHoB BAACTU, YUPEKRAEHWI, NPEANPUATUINA, OpraHU3aumii, ux
noApasaeneHnin u JoMKHOCTHBIX UL,

C. [JOKYMEHT, CO34aHHbIN IOPUAMNYECKUM UAN GU3NYECKUM ULLOM, OPOPMIEHHDBIN U YA,0CTOBEPEHHDIV B
YCTaHOB/IEHHOM NopagKe

d. OpuumManbHbIl JOKYMEHT, UCMONb3YEMbIN B TEKYLLEN AeATENbHOCTM OpraHM3aLmm
Bonpoc 3

Cpeam N0KanbHOM OpraHM3aLnoHHO-PacnopPAANTENbHOMW AOKYMEHTALIMM BbICLUMM HOPUAMYECKMM CTaTyCOM
obnapaert:

BbibepuTe 0AMH OTBET:
a. pacnopaguTenbHan AOKYMeHTauun
b. HPOPMaLMOHHO-CNPaBoOYHan AOKYMEHTaLNA

C. BCe rpynnbl OpI'aHVI3aLI,VIOHHO-paCI'IOpFILI,MTe/'IbHOl71 AOKYMeHTaunun o6na,u,a10T OAMHAKOBO BbICOKUM
ropnanyecKkmMm Ctatycom



d. opraHM3auUMOHHaA AOKYMeHTaUmA
Bonpoc 4
B Kakom pasy Bce nepedncieHHble BUapl IOKYMEHTOB OTHOCATCA K OPraHn3aLMOHHO-NPaBOBbIM:
BbibepuTte ogMH OTBET:

a. yuypeguTenbHbli Aorosop; ykas MpesngeHta PO; MHCTPYKUMA NO 4eN0npon3BoACTBY

b. ycraB, wraTHoe pacnucaHue, oTyeT

C. NpaBWaa BHYTPEHHEro TPYA0BOro PacnopaaKa, LOMNKHOCTHOW pernameHT, agMUHUCTPATUBHDIN
pernameHT

d. nosoXKeHne o CTPYKTYPHOM NoApa3LeNeHnm, 4OMKHOCTHAA MHCTPYKLMA, aHAIMTUYECKAn CNpaBKa
Bonpoc 5
TeKcT Bonpoca
K opraHusaumnoHHo-npasosbim gokymeHTam HE OTHOCATCA:
Bbibepute oanH OTBET:
a. UHCTPYKUUMU
b. yctaBbl
C. Npasuna
d. aKTbI
Bonpoc 6
TeKcT Bonpoca
Kako# npusHak HE XAPAKTEPEH ansa opraHM3auyMoHHO-NPaBOBbIX AOKYMEHTOB:
Bbibepute oanH OTBET:
a. NoANUCbIBAIOTCA, MO3TOMY MMEIOT PEKBU3UT «NOANUCHY
b. aBnatoTCA HECCPOUHBIMM U AEUCTBYIOT 4,0 UX OTMEHbI MU 3aMEHbl HOBbIMM
C. YTBEPKAAOTCA, MOITOMY UMEIOT PEKBU3UT «rpud yTBEPKAEHNA»
d. ABnAIOTCA ANPEKTUBHBIMU, MOSTOMY MMEIOT PEKBU3UT KOTMETKA O KOHTpOE»
Bonpoc 7
TeKcT BONpoOCca
K yupeautenoHbim gokymeHTam HE/Ib3A oTHecTu:

BbibepuTe 0aMH OTBET:



a. yCTaB OpraHM3auum

b. yupegutenbHbIi orosop

C. nonoxeHue 06 opraHM3saumm

d. nofoXKeHme o CTPYKTYPHOM NoApasaeneHum
Bonpoc 8
TeKcT BONpoCca

Kakoli (-ue) LOKYMEHT (-bl) ABNAET(-10T)cA yYpeanuTeNbHbIM (-1) AN aKUMOHEPHbIX 06LWEeCcTB B COOTBETCTBUM
C aKTya/IbHbIM 3aKOHOAATEIbCTBOM:

Bbibepute oanH oTBET:
a. ycTaB
b. ycTaB v yupeauTenbHblil 4OroBop
C. yYpeaunTeNbHbI A0roBop
d. nonoxKeHne 06 aKLMOHEepHOM obLiecTBe
Bonpoc9
TeKcT Bonpoca
Kakwue ctpyktypbl HE MOTYT JEMCTBOBATb Ha OCHOBE NONOMXKEHWIA:
Bbibepute oanH OTBET:
a. 6104 KEeTHbIe HEKOMMEPYECKMe opraHM3aLmm
b. Kommepueckune opraHmsaumm
. Gunmnanbl, NpeAcTaBUTENBCTBA, OTAENEHUA KOMMEPYECKUX OPraHM3aLmii
d. CTpYKTYypHble NoApasaeneHns HEKOMMEPYECKMX U KOMMEPYECKMUX OpraHn3aLmii
Bonpoc 10
TeKcT BONpoCca
Kakoit Bug yctasa HE CYLLECTBYET:
Bbibepute oanH OTBET:
a. yCTaB MHAMBUAYANbHOrO NpeanpuHUMaTens
b. ycTaB obwecTBeHHOW OpraHM3aLmm
C. YCTaB rocyAapCTBEHHOM UM MYHULMNANbHOM OpraHn3aumum

d. ycTaB KOMMepYecKol opraHmsauum



Bonpoc 11
TeKcT BONpoOCa
Kakoi pekBu3uT oTanyaeTt opopmaeHme ycTasa oT ApYrnx BULOB OpraHM3aLMOHHO-MPaBOBbIX 4OKYMEHTOB:
BbibepuTte ogMH OTBET:
a. Hannume rpuda yTBepKAEHMUA
b. Haanume nognuceit
C. HaANYMe OTMETKM O ero perucTpaumm
d. HannMuKne BU3 03HAKOMIEHUSA
Bonpoc 12
TeKcT BOnpoca

Y Kakoro sBmga OpraHMSBLLMOHHO-ﬂpaBOBOﬁ AOKYMEHTauunun TpeﬁoBaHMﬂ K TEKCTY YCTAHOB/1IEHbI B
3adKOHOA4ATEe/NIbHOM nNopAgKe:

Bbibepute oanH OTBET:
a. [OJ/I)KHOCTHAA MHCTPYKUUA
b. MHCTPYKUMA HOPMATUBHO-METOAMYECKOTO XapaKTepa
C. ycTaB
d. wratHoe pacnuncaHue
Bonpoc 13
TeKcT Bonpoca
KaKolt opraHn3aLMOHHbIN LOKYMEHT UMeeT YHUPUUMPOBaAHHYIO dopmy:
Bbibepute oanH OTBET:
a. ycTaB
b. MHCTPYKUMA No genonponsBoaCcTBy
C. WTATHOe pacnucaHue
d. LONKHOCTHON pernameHT
Bonpoc 14
TeKcT BONpoOCca

OnpeaennTe, K KAKOMY OpPraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA Npeanaraemblil GparmeHT TEKCTa
AOKYyMeHTa:



1. DupmeHHOEe HaMmeHOoBaHMe U MEeCTOHaxoXaeHune obLecTsa

1.1.NMonHbIM GUPMEHHBIM HaumeHoBaHWeM obLecTBa ABnseTcA: O6LWeCTBO C orpaHUYEeHHOM
oTBeTCTBEHHOCTbIO « MUP». CoKpalieHHoe dpupmeHHOe HaMmeHoBaHWe obwectea — 000 « MUP».

1.2.10puanyeckmnii agpec obwectsa: ya. CpegmseMHOMOpPCKas, 4.1, r. MarHutToropck, YenabuHckasa oba.,
Poccunsa, 455012.

BbibepuTte ogMH OTBET:
a. nonoxeHue o6 opraHnsaLmm
b. npaBuna BHewWHel Nepenmckn opraHm3aumnm
C. ycTaB
d. MHCTPYKUMSA MO AeN0NPOU3BOACTBY
Bonpoc 15
TeKcT Bonpoca

OnpegnennTe, K KAKOMY OPraHU3aLMOHHOMY LOKYMEHTY OTHOCUTCA NpeasiaraemMblit GparMeHT TEKCTa
[OKYMeHTa:

Obuwue nonoxeHus

1.1.CekpeTapb-pedepeHT OTHOCUTCA K KaTeropmm CneLmanmcToB NpeanpuaTus, NpUHUMaeTcs 1
YBOJIbHAETCS ANPEKTOPOM.

1.2.0cHOBHbIMM 334a4amm CereTapﬂ-DEd)EDEHTa ABNAETCA OPraHMn3aUlMOHHOE N AOKYMEHTAUNOHHOE
obecneyeHune ynpaBnqueCKoﬁ AeATENbHOCTU.

Bbibepute oanH OTBET:
a. NpaBwWna BHYTPEHHEero TPyA0BOro pacnopaaka
b. LONKHOCTHAA MHCTPYKLMA
C. UHCTPYKLMA NO NepcoHany
d. nonokeHue 06 oTaene AenonpPonsBoACTBa
Bonpoc 16
TeKcT BONpoca

OnpeaennTe, K KAKOMY OPraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA NpeanaraemMblil GparmeHT TEKCTa
AOKYyMeHTa:

1.1. 3I'IeKTpOI'IpOBO/J,Ka B y‘-le6HbIX nomeuleHnAX 40N1XKHa HaxoaAnTbCA B UCMPaBHOM COCTOAHUN.
COI'IpOTVIB!'IeHVIe n3o1Aunn NpoBoaoB AO/TKHO Nepnoanyeckmn 3amepAaTbCa, Npn HGO6XO,EI,MMOCTM AO1XKeH
npon3BoaAnNTbCA PEMOHT.



1.2. 3anpelaeTca NPUMEHATb A4 3aLWMTbl SNEKTPOCETEN BMECTO aBTOMATUYECKUX NPESOXPAHUTENEN U
NAaBKUX BCTABOK 3aLLMUTY KYCTaPHOIO U3rOTOBEHUSA («IKYUKU»).

Bbibepute oauH oTBeT:

a. AO/MIKHOCTHAA MHCTPYKLUMA 3aMeCcTMTeNA AMPEKTOPA MO BOMPOCcamM TeXHUKK 6esonacHocTy y4ebHoro
3aBefeHus

b. TMNOBOE NoNOXKeHWe O TeXHUKe 6e30MacHOCTM B y4eOHbIX 3aBeAeHMAX
C. MHCTPYKLUMSA NO TeXHWKe 6e30nacHoCTM B y4ebHOM 3aBeaeHnn

d. npuKas ynpasneHns 06pasoBaHNA MyHULMNAAbHOrO 06pas3oBaHMA 0 COBNOAEHUN NPABUA TEXHUKM
6e30nacHOCTM B y4ebHbIX 3aBeAeHUAX

Bonpoc 17
TeKkcT Bonpoca

Onpegfennte, K KAKOMY OPraHU3aLMOHHOMY SOKYMEHTY OTHOCUTCA Npeaiaraemblil GparmeHT TeKCTa
[OKYMeHTa:

1.1.MHCTpYKTOpP NEepBOW KaTeropmm oTaena Kagpos, OpraHM3aunMoHHO-MACcCOBOM paboTbl U KOHTPOIA
OTHOCWTCA K KaTeropum cneLmanmcros.

1.2.Ha f0/KHOCTb MHCTPYKTOPA NepBOi KaTeropum HasHa4vaeTca nLo, MMetoLLee Bbicliee
npodeccnoHanbHoe obpasoBaHue, 6e3 npeabaBaeHUA TpeboBaHNM K cTaxKy paboTbl.

1.3.Ha3sHa4yeHMe Ha AONKHOCTb MHCTPYKTOpPa nepBoﬁ KaTteropunn n OCBO60)‘K,CI,€HM€ OT HEE Npon3sBoaUnNTCA
NOCTaHOB/IEHMNEM (paCﬂOpFI)KEHMEM) COBETa U NpaBaeHNA.

BbibepuTe 04MH OTBET:
a. nonoKeHue ob oTaene Kagpos

b. KBaNUPUKaLMOHHbIe TPebOoBaHUA K MHCTPYKTOPY NepBOW KaTeropuu otaena
KaZpoB,0praHmn3aLMOHHO-MaccoBOM pPaboTbl M KOHTPONA

C. MpaBwua BHYTPEHHETIO TPYAO0BOIro pacnopAagKka B otaene Ka,ﬂ,pOB,OpFaHM3aLI,MOHHO-MaCCOBOﬁ pa6OTbI n
KOHTpPOANA

d. LONKHOCTHAA MHCTPYKLMA MHCTPYKTOPA NEPBOI KaTeropumn oTaena Kagpos,0praHM3aumoHHO-MacCcoBOW
paboTbl U KOHTPONA

Bonpoc 18
TeKcT BONpoca

OnpeaennTe, K KAKOMY OPraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA NpeanaraemMblit GparmeHT TEKCTa
AOKYyMeHTa:

1. O6wue nonoxeHms



1.1.utepaTypHas npemusa «PyccKas paHTacTMKa» (Aanee no TeKCTy — Npemus) NPUCYKAAEeTCa eXXerogHo
3a iyywee paHTACTUYECKOE Npon3BeaEeHME KPYNHOM GopMbl, ONyBAMKOBAHHOE B roAy, MPeALLEeCTBYIOLLEM
NPUCYKAEHUIO NPEMUN.

1.2.B KauecTBe A0NO/IHUTE/IbHbIX HOMUHALUMIM HA COMCKaHWEe NpeMunm, He 0653aTesIbHO NPUCYKAAEMbIX
€XeroAHo, MoryT Tak»Ke 4,06aBAATbCA HOMUHAUMK «3a Nydlee paHTACTUYECKOEe NpPou3BeaeHNE CpeaHe
dopMbl», «3a nyduiee paHTaCTUYECKOE NPon3BeaeHMe Manon Gpopmbl».

1.3.Yupeautenamu npemum aBastoTca cepsep «Pycckas daHTacTMKa» U NepcoHanbHO: AfieKcaHap YAbsAHOB,
OmuTpnin BatonuH, Bnag JypHunukmin, KoHcTaHTUH MprwnH, AnekcaHgp Cngoposuy.

1.4.Mpemus NpUCyKLaeTcs Ha OCHOBAaHMM UTOrOB TalAHOIO ABYXTYPOBOrO rosiocoBaHus. MNepsbii Typ
ro/I0COBaHMA NPOBOAUTCA B KOMMbIOTEPHbIX ceTAX MHTepHeT (roslocytoT noceTuTenmn cepsepa «Pycckas
daHTacTMKa») U Ha mecTax (ro/locytoT NoANUCYNKM 3XOKOHdEPEHUMIM, NOCBALLEHHbIX GaHTacTMKe). BTopoli
TYyp ro/IOCOBaHUsA NMPOBOAMTCA CPEAN PelakToOpoB cepBepa «Pycckas ¢paHTacTuka» (cm. n. 4.2). B ocobo
OrOBOPEHHbIX HUXKE CNyvanx A0oMyCKaeTcA NpoBeaeHne A0MNONHUTENIbHOO Typa rofIoCoBaHNA cpeam
yypeauTtenein npemumu.

1.5.Mpemus MOXKeT NPUCYKOaTbCA OAHOMY M TOMY e aBTOPY 3a pas/iMyHble NpoussBeneHus He 6osee AByX
pas3 B KaXK4o0M U3 HOMUHaLUN.

1.6.BpyyeHne npemmmn NpomnsBOAMUTCA Ha eXXerogHom KoHdepeHuumn «MHTeprnpeccKoH».

BbibepuTe 04MH OTBET:

a. yupeauTenbHblii 40roBop ocepsepe «Pycckan GaHTacTUKa» mexKay AnekcaHapoMm YAbAHOBbLIM,
Amutprnem BatonnHoim, Bnagom ypHUUKUM, KOHCTaHTUHOM puwnHbIM, AnekcaHapom Cugoposmyem

b. npaBuna npoBeaeHUs BCEPOCCUMCKOrO KOHKYPCa Ha Nydllee nTepaTypHOe NPou3BeaeHMe B KaHpe
$aHTACTMKM

C. NOIOXKEHMNE O MPUCYKAEHUMN NUTEPATYPHON Npemumn «Pycckan daHTacTUKa»
d. MHCTPYKUMA 0 BPYYEHUN ANTEPATYPHOM Npemun «Pycckan ¢paHTacTMKa»
Bonpoc 19
TeKcT BONpoca

OnpeaennTe, K KAKOMY OPraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA Npeanaraemblil GparmeHT TEKCTa
[OKYMeHTa:

1. O6bwue nonoxeHun

1.1.PykoBoguTenb cayxbbl OY OTHOCUTCA K KaTeropumn pyKoBO-AUTENEN, HA3HAYaEeTCA Ha AOHKHOCTb U
0cBo60XKAaETCA OT HEee NPUKA-~30M PYKOBOAUTENSA OpraHMU3aLmm.

1.2.Ha pomKHOCTb pyKkoBogmTena cayx6bi IOY Ha3HayaeTcsa MU0, MMetolLee Bbiclee NpodeccMoHanbHoe
0b6pasoBaHMe 1 cTaxk paboTbl No Npoduo He MeHee Tpex feT.

1.3.PykoBoauTenb cnyx6bl 4OY noguymHAETCA PyKOBOAMTENO OPraHn3aumm.



1.4.Bo Bpems OTCyTCTBUA pyKoBoauTena cayxbbl A0OY (KomaHAN-poBKa, OTNycK, 60/1e3Hb U Np.) ero
06A3aHHOCTU UCMNOJIHAET 3aMeCTU-TeNb (UK NNLO, Ha3HAYeHHOoe B YCTaHOB/IEHHOM NOPSA/Ke), KOTOPbIN
npuobpeTaeT COOTBETCTBYIOLLME NPaBa U HECET OTBETCTBEHHOCTb 3@ HAA4-NeXKallee UCNONHEHME
BO3JIOXKEHHbIX Ha Hero obs3aHHocCTEN.

BbibepuTte ogMH OTBET:
a. No/IoXKeHue o cayxbe A0Y
b. npaBuia BHYTpeHHEro Tpy40BOro pacrnopsaka B ciyxbe 40OY
C. NONIOXKEHMe 0 pykoBoautene cnyxobl 40Y
d. nonokeHune 06 opraHusaLmm
Bonpoc 20
TeKkcT Bonpoca
JonKHOCTHbIE pernameHTbl BBOAATCA:
Bbibepute oanH OTBET:
a. AN BOEHHOObA3aHHbIX
b. ona pykoBoguTenei opraHnsaumi
C. AN Ntobbix [OMKHOCTEN NH0ObIX OPraHM3aLNIN KaK afibTepHaTUBA AOTKHOCTHOW MHCTPYKLMK
d. AnA rparkAaHCKUX CAyKaLLMX
Bonpoc 21
TeKcT Bonpoca

Kakoi AOOKYMEHT YCTaHaB/IMBaAET o6|.|.|,14e npasunna B3aMMOAEﬁCTBMﬂ MWUHNCTEPCTB, cny>+<6 M areHTCcTs npu
BbINO/IHEHNUN MU CBOUX (I)yHKLI,Mﬁ, a TaKxe O6LLI,ME npasunaa opraHnU3aunn AeATe/IbHOCTU cbep,epaanblx
opraHos NCNONHUTENbHOM BAACTU NO peannsaummn nmm NONHOMOYUN:

Bbibepute oanH OTBET:

a. Obuiee NONOKEHME O MUHUCTEPCTBAX

b. Tunosow pernameHT B3aMmogencTama dbegepasnbHbiX OPraHOB UCMOHUTEIbHON BAACTH

. TunoBoEe NOJIOXKEHWE O rOCYyAaPCTBEHHOM CyKbe

d. TunoBasa MHCTPYKUUA NO AeN0NPON3BOACTBY B desiepasibHbIX OpraHax UCNONHUTENbLHOW BNAcTH
Bonpoc 22
TeKcT BONpoOCa

Kakum opraHmM3auMOHHbIM JOKYMEHTaM COOTBETCTBYET C/leyoLWan XapaKTepmucTuKka:



370 opraHM3aLMOHHO-NPaBOBbIE aKTbl, ONpeaenaAoLWwme NopagoK o6pa3oBaHms, Npasa M 06A3aHHOCTH,
opraHum3aumio paboTbl Kak B OpraHM3aLmn B LE/IOM, Tak U B ee CTPYKTYPHbIX nogpasaeneHunax. B atux
AOKYMEHTaX TaKyKe MoryT ObITb OTpa*KeHbl NpaBa U 06A3aHHOCTU OTAE/IbHbIX AO/IKHOCTHbIX /INLL,
onpeaenaTbCa OCHOBHbIE OPraHM3aLMOHHbIE BOMNPOCHI MPOBEAEHNA Pa3/INUYHbIX MEPONPUATUIA B
opraHusaunmn (KOHKypcoB, ceMuHapos, pecTuBanein, BbICTaBOK).

BbibepuTe ogMH OTBET:
a. npasuna
b. nonoxeHusa
C. UHCTPYKLUUM
d. ycTasbl
Bonpoc 23
TeKcT Bonpoca
Kakomy opraH13aunoHHOMY AOKYMEHTY COOTBETCTBYET C/IeAyHOLLAA XapaKTePUCTMKA:

3T0 NIOKaNIbHbI HOPMATUBHbIN aKT OPraHn—-3aLMm, per1aMeHTUPYIOLWMI B COOTBETCTBUM C TPYA,0BbIM
Kozek-com u nHbimu pegepanbHbIMU 3aKOHAMM NOPALOK NpMeMa U YBOJIb—HEHUS PabOTHUKOB, OCHOBHbIE
npasa, 0683aHHOCTU M OTBETCTBEHHOCTb CTOPOH TPYA,0BOMO A0r0BOPA, PeXXMm paboTbl, Bpems oTAbIXa,
npumeHsaemble K paboTHUKaM Mepbl MOOLLPEHMA U B3bICKaHWA, a TaKXKe UHble BOMPOCHI Pery/MpoBaHuma
TPYA0BbIX OTHOLIEHWUI Y AaHHO-To paboToaaTens.

Bbibepute oanH OTBET:
a. UHCTPYKUMA MHCNEKTopa no Tpyay
b. npaBuna BHyTpeHHero Tpy40BOro pacnopaakKa
C. NONI0¥EeHMe O TPYAOBbIX OTHOLEHMAX B OpraHn3aumm
d. Tpynosoii gorosop
Bonpoc 24
TeKcT BONpoca
Kakomy opraHm3aunMoHHOMY AOKYMEHTY COOTBETCTBYET CNeAyHoLan XapaKTepmucTmKa:

3T0 NIOKaNbHbIN OPraHN3aLMOHHO-NPABOBOM aKT, oNpeaenAoWwmnin NopaaoK GOPMUPOBaAHMSA, 33434,
CTPYKTYpY, 0653aHHOCTU, PYHKLMM, NPaBa, OTBETCTBEHHOCTb M OPraHn3aLmio paboTbl CTPYKTYPHOTO
noApasaeneHns U MHOro opraHa (coseTa, KOMUCCUM U T.M.) NPeanNpUATUA, GUPMbI, YUPEKOEHMA.

Bbibepute oanH OTBET:
a.ycrTas
b. yupegutenbHbIi 4orosop

C. No/I0XKeHue 06 opraHunsauuun



d. nonoxeHune o CTPYKTYPHOM nogpasaeneHmm
Bonpoc 25
TeKcT BONpoOCa
Kakomy ynpaBneH4YeCKoMy JOKYMEHTY COOTBETCTBYET C/IEAYIOLLAA XapPaKTEPUCTMKA:

3TO BUA MUCbMEHHOIO IOKYMEHTA, B KOTOPOM PUKCUPYIOT peLlleHnsa aMUHUCTPATUBHbIX U
OpraHn3aLMOHHbIX BONPOCOB, @ TaKXKe BOMPOCOB YNpaB/ieHMA, B3aMMOAENCTBMA, obecneyeHus u
peryiMpoBaHus AeATe/IbHOCTU OPraHoB BAACTU, YYPEKAEHUN, MPeanpUsaTNiA, opraHmMsaumn, nx
noapasgeneHunin n LOMKHOCTHBIX UL,

Bbibepute oanH oTBET:
a. GMHaHCOBO-6yxranTepcKkuii
b. Kagposbiit
C. OpPraHM3auUMOHHO-PACNOPAAUTENbHbIN
d. nnaHoOBO-OTYETHbI
Bonpoc 26
TeKcT Bonpoca
Kakomy JOKyMeHTY COOTBETCTBYET CIeAYHOLLAA XapaKTePUCTHMKaA:

3To cBOA, NPaBUA, PEeryanpyoLmMx opraHn3aLmio U NopAAOK AeATebHOCTU B KaKo-1Mbo onpeaenéHHol
chepe OTHOLIEHUIN UK KaKoro-1Mbo rocyiapcTBEHHOrO opraHa, NpeAnpuaATUA, yuypeskaeHumsa. 3ToT
[OKYMEHT onpeaenseT NpaBoBOM CTaTyC opraHM3aunn, HeobxoaAumbliA AN ee rocyAapCTBEHHOM
perucTpauuu; oTpaxkaert npasa, GyHKLMU, CTPYKTYPY U LUTATHYHO YNCI@HHOCTbIoCy4apCTBEHHOM,
KOMMepPYECKON Nan 0bLecTBEHHOM opraHM3aumu.

Bbibepute oanH OTBET:
a. a4MUHUCTPATUBHbIM periameHT
b. yupeauntenbHbIit orosop
C. CBMAETeNbCTBO O perncTpaLmmn rpnanyeckoro nmua
d. ycTas
Bonpoc 27
TeKcT BONpoca
Kakomy fOKYMeHTYy COOTBETCTBYET CneAytoLan XapaKTepucTuKa:

B aTOM JOKYMeHTe yupegutenm 06H3yIOTCFI CO034aTb rOpnagn4eckoe anuo, onpeaenatoT NnopAa0oK
COBMECTHOM AeATeNbHOCTU NO ero co3aaHuto, ycnosma nepenadyn emy cBoero MmyLiecrtea m y4actmna B ero
heATeNbHOCTU. B Hem onpenenatoTca ycnoBuA U NOPALOK pacnpeseneHmna mexay yHacTHUKamu I'IpVI6bI}'IM n



yb6bITKOB, yNpaBaeHUs AeATeIbHOCTbIO OPUANYECKOTO LA, BbiXxoAa yupeauTeneit (y4acTHUKOB) U3 ero
cocTasa.

Bbibepute oauH oTBeT:
a.ycraB
b. cBMAETENLCTBO O pPerncTpaLmm LPUANYECKOro 1nLa
C. yuypeauTeibHbI A0roBOp
d. a4MUHUCTPATUBHDBIN periameHT
Bonpoc 28
TekcT Bonpoca
Kakomy OKYMEHTY COOTBETCTBYET C/eAyIoLLan XapaKTepucTuKa:

o710 I'IpaBOBOI‘/JI aKT, YCTaHaBI'IVIBaIOLLI,Mﬁ TEXHOJIOTNKO CO34aHNA NN NoNy4YeHUA OOKYMEHTOB, UX 06pa6OTKM,
XPaHEHUA N NCNOJZIb30BAHUA B AEATE/IbHOCTUN OPraHn3aulunun.

Bbibepute oanH OTBET:
a. AOJ/I)KHOCTHAA MHCTPYKUUA
b. LONKHOCTHON pernameHT
C. Mo/I0XKeHue o cnyxbe A0Y
d. MHCTPYKUMA NO AeNonpon3BOACTBY
Bonpoc 29
TeKcT Bonpoca
Kakomy JOKyMeHTY COOTBETCTBYET C/IeAYIOLLAA XapaKTepPUCTUKA:

ITOT AOKYMEHT yCTaHaBAMBAET 41 PabOTHUKA KOHKPETHbIE TPYyA0Bble (40MKHOCTHbIE, PYHKUMOHANbHbIE)
0653aHHOCTM M NpaBa B COOTBETCTBUM C 3aHMMAEMOM A0/IKHOCTbIO, 3aKPEenseT ero
OpraHM3aUMOHHO-NPABOBOE MNOJIOXKEHUE B CTPYKTYPE YUpPEKAEHUA, ABNSETCA NPaBOBOM OCHOBOW ANA
npoBeAeHnA aTTecTaumm paboTHKUKa, onpeseeHnn ero OTBETCTBEHHOCTU Y B3aMMOOTHOLLEHUA C ApYrMMun
pPaboTHUKAaMM M NoApa3geneHUAaMM, No3BoNAET 06 bEKTUBHO OLEHMBATbL PaboTy COTPYAHMKA OpraHmn3aLmu.

BbibepuTe 04MH OTBET:
a. MHCTPYKLMA NO 4eN0Npon3BOACTBY
b. nonoxeHue o cnyxbe 40Y
C. AO/KHOCTHOW pernameHT
d. AONKHOCTHAA UHCTPYKLMA

Bonpoc 30



TeKcT BONpoOCa
Kakomy SOKYMeHTY COOTBETCTBYET CNeAyoLLan XapaKTepmMCcTuKa:

ITOT AOKYMEHT YCTAHABAMBAET KBAaMPUKALMOHHbIE TPeOOBAHUA K FOCYAaPCTBEHHOMY rpa*kAaHCKOMY
CNYKaLLEeM; ero A0KHOCTHble 06A3aHHOCTHU; NepeyYeHb BOMPOCOB, MO KOTOPbIM FPaXKAaHCKUIA CayXKalumii
BrpaBe uan 06A3aH CaMoCTOATE/IbHO MPMHUMATb PeLLleHne U y4acTBOBaTb NPU NOATroTOBKE
HOPMaTMBHO-NPABOBbLIX aKTOB; CPOKW U NpoLLeAypbl NOATOTOBKU, PAaCCMOTPEHUS NMPOEKTOB YNPaBJIeHYECKUX
peLleHuit, NoOPAAOK MPUHATUA pPeLleHUs; NOPAA0K B3aUMOAENCTBUA TPaXKAaHCKOro C/YKallero; nepeyeHb
rocyAapCTBEHHbIX YCAYT; NoKasatenn 3¢ PpeKTUBHOCTU N Pe3yIbTaTUBHOCTU NPOdECCMOHANBHOM CYy>KeOHOM
AeATeNbHOCTU rPaXKAaHCKOro Cy¥Kallero.

Bbibepute oanH oTBET:
a. aLI,MMHVICTpaTVIBHbIVI pernameHT
b. npaBuna BHyTpeHHero TPyA0BOro pacnopsaaka
C. AOMKHOCTHAA UHCTPYKLMA

d. LONKHOCTHOM pernameHT

MpakKTnyeckoe 3apaHune 5

1. CoctaBbTe M 0hOPMMUTE NPUKA3 O NOLTOTOBKE K EXKErO4HOMY CEMUHAPY (AUPEKTOP MO MapPKETUHTY
[AOJIKEH NpeACcTaBUTb Te3UCbI A0KIAA0B CNeunaancToB-MapKeTo/10roB o 3apybekHOMY pPbiHKY; CeKpeTapb
reHepasbHOro AMPEKTopPa AO/IKEH NOATOTOBUTbL NIaH OPraHM3auMOHHbIX MEPOMPUATUIA NO NPOBEAEHMUIO
CEMWHAPAa; INaBHbI ByxranTep LOMKEH COCTaBUTb CMETY PAacX0A0B NO OpraHM3aumm paboTbl CEKLUIA U
NpoBeAEeHMIO 3aKIYNUTENBHOTO HaHKeTa).

2. CocTaBbTe M 0poOpMUTE MPMKA3 MO IMYHOMY COCTaBY O NPUHATUM Ha paboTy MBaHoBa JlbBa Onerosuya
Haya/IbHMKOM HOPUANYECKOTO OTAENA NO TPYA0BOMY AOrOBOPY.

TecT K pasgeny 2
Bonpoc 1
Kakomy NOHATMIO COOTBETCTBYET CeAyHoL,an XapaKTepucTmKa:

3T0 AOKYMEHT, COAEpKaLMM NoA3aKOHHOE odULMaNbHOE peleHne, MPUHATOE OPraHOM UCNOJTHUTENbHOM
BNACTU MW AOKHOCTHBIM IMLLOM B O4HOCTOPOHHE-BNACTHOM MOPAAKE U C CObAoAEHMEM YCTaHOBIEHHOW
npoueaypbl N0 TOMY AN MHOMY BOMPOCY, OTHECEHHOMY K €ro KomneTeHumm, obeyeHHoe B
npeAycMOTPEHHYIO 3aKOHOM GOpPMY M MOPOKAAoLEE OPUAMYECKNE NOCNeaCTBUA.

BbibepuTe 0aMH OTBET:



a. HOpMbI NpaBa
b. npaBoBoi1 aKT
C. HEHOPMATMBHbIN NPABOBON aKT
d. HOpMaTUBHbIN NPABOBOM aKT
Bonpoc 2
Kakomy NOHATMIO COOTBETCTBYET CIeAYHOL,AA XapaKTepUCTMKa:

3T0 AOKYMEHT, COZEPKALLMIM NpaBmaa NOBEAEHMA, PACNPOCTPAHAIOWMECS Ha HEONPeAEeNEeHHbIN KPYT JINLL,
M3aHHble HA OCHOBAHMM U BO UCMOJIHEHME deaepanbHOro 3aKOHOAATENbCTBA, 0bA3aTeNbHbIE A5
WCMNOJIHEHUA OpraHamM rocyapCTBEHHOW B/1aCTU, MECTHOTO CaMOYNpPaB/IeHUSA, UX AOKHOCTHBIMU TMLAMMU,
OPUANYECKUMU IMLLAMU U TPaskaaHaMMU.

Bbibepute oanH oTBET:
a. HOPMATMBHbIN NPaBOBOM aKT
b. HEHOPMaTMBHbLIN NPaBOBOM aKT
C. MPaBOBO aKT
d. Hopmbl NpaBa
Bonpoc 3
Kakomy NOHATUIO COOTBETCTBYET C/IeAyIOLWaA XapaKTepUCTUKa:

o710 peweHnAa NoO KOHKPETHbIM BOMPOCam, O6paLLI,EHMFI K KOHKPETHbIM /InlUam. OHun He coaeprKat
KaKux-1mbo 06LI.I,VIX npasuvn nosegeHMA U PacCi4nTaHbl Ha OAHOKPATHOE NMPUMEHEHNE. OHM cBA3aHHbIE C
peanmsau,meﬁl NpPaBoOBbIX HOPM, UX NPUMEHEHNEM, UCNONTHEHNEM, UCNOJ1Ib30OBaAHNEM.

Bbibepute oanH OTBET:
a. HOPMATMBHbI NPABOBOM aKT
b. Hopmbl NpaBa
C. NPaBOBOM aKT
d. HeHOpMaTMBHbI NPaBOBOM aKT
Bonpoc 4
Ha KaKkue rpynnbl nogpasaenstorca GopMbl MPaABOBbIX AKTOB B 3aBUCUMOCTM OT FOPUAMUYECKUX CBOMUCTB:
Bbibepute oanH OTBET:
a. OTKPbITble/CEKpPEeTHblEe
b. nepBnyYHbIe/ BTOPUYHbIE

c. odmumanbHblie/ HeoduLMabHble



d. HopmaTtuneHble/ HEHOPMaTUBHbIE
Bonpoc 5
B KaKom pasy nepeyncieHbl TOSIbKO NePBUYHbIE NPABOBbIE AKTbI:
BbibepuTte ogMH OTBET:
a. 3aKOH, YKas, pacrnopsaxeHue
b. npukas, ctaHaapT, NPencKypaHT
C. pernameHT, yKasaHue, pyKoBOACTBO
d. pekomeHAauMn, Nporpamma, peleHme
Bonpoc 6
B Kakom psaay nepeymcaeHbl TONbKO BTOPUYHbIE MPaBOBbIe aKTbl:
Bbibepute oauH oTBeT:
a. MONIOXKEHUA, MPaBUNA, MHCTPYKLUK
b. pasbsacHeHus, pelweHmne, NpmKas
C. pacrnopsakeHue, yKkasaHue, CTaHOapT
d. nopafok, KnaccuduKaTop, NOCTaHOBAEHUE
Bonpoc 7

Kakne HopmaTUBHbIE NPaBOBble aKTbl MOFYT NPUMeEHATLCA 6e3 oduumnanbHoro onybaMkoBaHma ans
Bceobllero ceeaeHumn:

Bbibepute oanH OTBET:
a. 3aTparueatowme 0683aHHOCTM rpaxaaH
b. 3aTparusatowme cBoboAbI rpaXkaaH
C. aKTbl Me}KBEL0MCTBEHHOIO XapaKTepa
d. 3aTparuBatolLme Npasa rpaxaaH
Bonpoc 8
K KaKon cucteme AOKYMEHTaLMM OTHOCATCA NPUKa3bl U PAacnopAXKeHuUa:
Bbibepute oanH OTBET:
a. CMCTema pacnopaaUTENbHOM AOKYMEHTALMN
b. cucTema opraHM3auMOHHO-NPABOBOWN AOKYMEHTALMM

C. CUCTeéMa AOKYMEHTOB JINYHOIO NponcxoxgeHumaA



d. cuctema nHPopmMauUMOHHO-CNPABOYHOM AOKYMEHTALMMN
Bonpoc 9
Kakomy NOHATUIO COOTBETCTBYET C/leAytOLAsn XapaKTepUCTMKa:

JoKymeHTbl, 06/1agatolme lopuanYeckon cnaom, ngaBaemble PYKOBOACTBOM OPraHu3aumm un
cogeprkalume yrnpaBieHYeckue pewweHns, HanpasaeHHbIe Ha BbINOIHEHUE TEKYLLMX U MePCneKTUBHbIX
3ajauy:

BbibepuTte ogMH OTBET:
a. UHGOPMALMOHHO-CNPABOYHbIE LOKYMEHTbI
b. opraHM3auUMOHHO-NPaBOBbIE AOKYMEHTbI
C. JOKYMEHTbI MO IMYHOMY COCTaBy
d. pacnopsguTesibHble LOKYMEHTbI
Bonpoc 10

Kakune pacnopagunTenbHblie JOKYMEHTDI HE nsgatotca B Ccnyydanax, Korga HEO6XOLI,VIMO NMPUHATb
HOpMaTMBHbIVI nnn MHAMBMAyaﬂbeIﬁ dKT NO OCHOBHbIMBOMPOCam KOMNeTeHUNUN OpPraHn3aLmnun:

Bbibepute oanH OTBET:
a. YKasaHwus
b. npukasbl
C. NOCTAHOB/EHUA
d. peweHuns
Bonpoc 11

Kakune pacnopagunTenbHble AOKYMEHTbI N34a0TCA MO ONepaTUuBHbIM BOMNPOCamM U ANA opraHmn3aummn
NUCNONHEHWNA OPYrnX pacnopaanTesibHbIX AOKYMEHTOB:

Bbibepute oanH OTBET:
a. pacnopsxKeHus
b. peweHuns
C. NOCTAHOB/IEH A
d. npuKasbl
Bonpoc 12
Kakas xapaKkTepucTtmka HE cooTBeTCcTBYET CMCTEME pacnopaaUTelbHOM SOKYMEHTALMN:

BbibepuTe 0aMH OTBET:



a. OTU AOKYMEHTbI coaep KaT oPUANYECKU BNACTHbIE NpeanncaHns cyb bekToB UCMOIHUTEIbHOM BNACTH,
agpecaTamm KOTOPbIX ABAAIOTCA KOHKPETHbIE OpraHM3aLmn, CTPYKTYPHble NogpasaeneHms, 40NKHOCTHbIE
Mua, paboTHMKK. 3TU NpeannucaHna ABAAIOTCA PUANYECKUMN AOKYMEHTAMM, Bbi3bIBAOLLMMM
BO3HMKHOBEHME KOHKPETHbIX aAMUHUCTPATUBHO-MPABOBbIX OTHOLLIEHWNM

b. 3TN LOKYMEHTbIPEryIMPYIOT OTHOLLIEHUS B MEPAPXMYECKOM CUCTEME YNPaBIEHUSA «CBEPXY BHU3» (OT
BbILLECTOSALLMX OPraHOB, OPraHn3auMi, 4ONKHOCTHbBIX JIULL K HUMKECTOALWMM) M OTPArKaloT yrnpaB/ieHYeckmne
pelleHuA, HanpaB/IeHHble Ha AOCTUXKEHME LLenen U 33434 opraHu3auum

C. TV AOKYMEHTbI CO3at0T OPraHM3aLMIo, YCTAaHAB/IMBAOT ee CTPYKTYPY, ONPenenstoT WTATHYIO
YMCNEHHOCTb U COCTaB PabOTHUKOB MO AOKHOCTAM, ONPeAenatoT GyHKLMM CTPYKTYPHbIX NOAPa3AeNeHun,
COBELLATE/bHbIX, KOJIIernasbHbIX OPraHoB, YCTAHAB/IMBAKOT PEXKMUM PabOoTbl, OCYLLLECTB/AIOT OpraHM3aumio
TpyAa u pacnpegeneHne o6a3aHHOCTEN MeXKAY PabOTHUKAaMM, onNpeaenatoT NopPALOK peopraHnsaLmm u
NIMKBNOaL NN OpraHn3auum

d. 3tn AOKYMEHTbI U34ak0TCA Ha OCHOBE UM BO UCNOJZIHEHWE 3aKOHOB, NMOCTAHOBNEHUI U pacnopﬂmeHMﬁ
npaBMTeanTBa PO, BbILUECTOALNX OPraHOB B21aCTU U yNpaB/1EHUA. OTW aKTbl N34a0TCA TaK¥Ke No
nHuymnatmee DYKOBOAMTGHEﬁ B npenenax nx NOJIHOMOY MM U KomMneTeHunn ana ocywectsieHunA u,enel7| n
3a4a4 opraHnsauunn

Bonpoc 13
KakoBa nepapxmyeckan cucteMa pacnopaanTeNibHbIX JOKYMEHTOB No coepe aencrama (cBepxy BHU3):
1) npaBoBble aKTbl, AEMACTBYIOLLME B PaMKaX OTAE/IbHOM OpraHU3aLMu, yUpeRaeH A, npeanpuatns, Gupmol;

2) NpaBoBble aKTbl, AeWCTBYIOLWME B Npeaenax oTpac/m (M34at0Tca oTpacaeBbiMU opraHamu dpeaepanbHon
WCMOJIHUTE/IbHOW BNAcTU);

3) npaBoBble aKTbl, AeNCTBYOWME Ha YpoBHE cybbekToB PP — Kpaes, obnactel, roponos
pecnybanKaHCcKoro 3HayeHus Mocksbl 1 CaHKT-MNeTepbypra, aBTOHOMHbIX 06/1aCTel U OKpYroB, a TaKKe Mx
TeppuUTopmnasbHbIX 06pa3oBaHNi;

4) npaBoBble aKTbl, AeicTBylOWME HA dpeaepasibHOM YPOBHE, — aKTbl, M3gaBaemble MNpesngeHTom PO,
MpasutenbcTeom PO, opraHamm UCNONHUTENbHOW BNACTMU.

BbibepuTe 0aMH OTBET:
a. 4231
b.1,3,24
c.123,4
d. 4,321
Bonpoc 14

Ha Kakue rpynnbl 4ensaTca pacnopagunTesibHble AOKYMEHTbI C TOYKM 3PEHUA NMPUHATUA pelleHnii (nopaaka
paspelleHnsa BONPOCOB):

BbibepuTe 0auH OTBET:



a. co34aBaemMble B YCNOBUAX KONIErMaNbHOCTM/ co3,aBaemble Ha OCHOBE e MHOHaYa s
b. HopmaTHBHbIE/ HEHOPMAaTUBHbIE
C. NepBuYHble/ BTOPUUHbIE
d. Bo ncnosfHeHne/ MHULUMATUBHbIE
Bonpoc 15

Kakue pacnopaguTesibHble JOKYMEHTbI OTHOCATCA K AOKYMEHTaM, CO34aBaeMbIM B YC/10BUAX
KO/INErManbHoCTH:

Bbibepute oanH oTBET:
a. pelleHuns
b. ykazaHus
C. MpWKa3sbl
d. pacnopskeHusn
Bonpoc 16

Kakune pacnopagunTenbHblie JOKYMEHTDI HE oTHOCATCA K AOKYMEHTaM, n3gaBaemMbim Ha OCHOBE
€4NHOHAa4YaInA:

Bbibepute oanH OTBET:

a. NpUKasbl

b. pacnopsxeHus

C. NOCTAHOB/IEHUA

d. yKasaHun
Bonpoc 17
KaKkue opraHbl (opraHmM3aunm) A4encTBYIOT HA NPUHUMMNAX e4MHOHAYaNUA:
Bbibepute oanH OTBET:

a. rocy4apCTBEHHbIE BY3bl

b. aKuMOHepHbIe obLLecTBa

c. Mpasutenbcteo PO

d. opraHbl UICMOAHUTENIBHOM BACTU
Bonpoc 18

Kakue opraHbl (opraHM3aummn) 4eNCTBYIOT Ha YCNOBUAX KONNETMaNbHOCTH:



Bbibepute oauH oTBeT:
a. bepepasibHble MMHUCTEPCTBA

b. BbicLIME OpraHbl YyNpaBieHUA KOMMEPUYECKUX OpraHM3aLMii Pa3IMYHbIX OPraHU3aLLMOHHO-NPaBOBbIX
dopm

C. aAMUHUCTPALMN cybbeKTOB PP 1 apyrnx TepputopranbHbix 06pasoBaHui

d. opraHbl UICNOAHUTENLHOW BAACTM OPraHU3aLLMin yupeXRaeHUI, Npeanpuatuii, upm
Bonpoc 19
Kakune pacnopagutenbHble AOKyMmeHTbl npoxoaAat MHbBIE ctagnu npoueaypbl UsgaHua:

1) u3yyeHue cywecTsa ynpaBieHYeCKoro BOnpoca, MHULUNPOBaHUE pelleHus — 06ocHOBaHME
HeobxoammocTn nsaaHua PA;

2) cbop v aHanM3 MHPOpPMALMKM MO BOMPOCY;
3) no4roToBKa NPOEKTA PacnopALUTENIbHOMO AOKYMEHTA];

4) cornacoBaHuve nnaun 06cy>+<p,eHMe Ha 3acCeJaHnnN KONNEernaabHOro opraHa NpoekKTa pacnopagntenbHoOro
OOKYMEHTAQ;

5) BHeceHuMe npoekTa P/, Ha paccmoTpeHWe pyKOBOACTBA;
6) NpUHATKE pelleHns — NnoanucaHme AOKYMEHT];
7) perucrpauma 4OKYMEHTa;
8) poBepeHWe pacnopaamTeNbHOro AOKYMEHTA A0 UCNONHUTENEN.
Bbibepute oanH OTBET:
a. NPUKasbl
b. pacnopsaxeHus
C. peweHun
d. yKasaHun
Bonpoc 20
M3 KaKMx YacTen COCTOUT TEKCT PAcnopAANTENIbHOTO AOKYMEHTa:
Bbibepute oanH OTBET:
a. aHaAUTMYecKan YyacTb/ 0bobLyatolLan YacTb
b. pasbacHMUTENbHAA YacCTb/ AMPEKTUBHAA YacTb
C. KOHCTaTMpYytoLWanA YacTb/ pacnopaauTenbHas 4acTb

d. BBOAHaA ‘-IaCTb/ OCHOBHaA LIZ-]CTb/ 3aKN04YnNTENIbHAA YacCTb



Bonpoc 21
Ha KaKue rpynnbl 4ensTca NPUKasbl MO XxapaKTepy OCHOBaHMWA ANA U34aHuA:
Bbibepute oauH oTBeT:
a. HoOpMaTMBHble/ HEHOPMaTUBHbIE
b. cozgasaemblie B yCN0OBUAX KOANErManbHOCTU/ co3aaBaemble Ha OCHOBE eMHOHaYanus
C. nepsuYHble/ BTOPUYHbIE
d. Bo vcnosiHeHne/ MHNLMATUBHbIE
Bonpoc 22
KaKune npuKasbl Ha3bIBaOTCA MHULMATUBHbIMMU:
BbibepuTe 04MH OTBET:

d. nu3gaBaemblie B CBA3U C OCyLWLeCTB/IEHNEM UHNLUNATUB NO OPraHn3almn MCNOJIHEHWUA NPAaBOBbIX AKTOB,
NPUHATDBIX PaBHOMNPABHbIMU AE/10BbIMU NMapTHEPAMU OPraHn3aunn

b. n3aaBaemble B CBA3N C HeO6XO,£I,MMOCTbIO ocywecrsneHmA COOCTBEHHOM AeATeENbHOCTU B COOTBETCTBUN
C HageneHHbIMu dDYHKLI,MFIMM 1 3a4a4amm

C. u3gaBaemblie No nHnumaTnee NOAYNHEHHbDbIX

d. n3aaBaemblie C Uesibto opraHn3aumm MCNONHEHUA NPUHATBIX 3aKOHOA4AaTE/IbHbIX, HOPMAaTUBHO-NPaBOBbIX
dKTOB U UHDbIX I'IOpy‘-IEHMﬁ BbIWECTOALNX OpPraHoOB

Bonpoc 23

Kaknmu cnoBamu A0NKEH HAaUYMHATBLCA TEKCT NpuWKa3sa, ec/in ero n3gaHune BbiaBaHoO H606X0,D,MMOCTbI-O
NCNONHEHNA NPUHATDBIX 3aKOHOA4ATE/IbHbIX, HOPMAaTUBHO-MPABOBbIX aKTOB N NHbIX I'IOpy‘-IeHMﬁ
BbIWECTOALWNX OPraHoOB:

Bbibepute oauH oTBeT:
a. «B uenax...»
b. «B cooTBeTCTBUM C...»
c. «<Mcxopga ns...»
d. «B cBA3u c...»
Bonpoc 24

Kakvmu cnoBamu A0/1KEH HAYMHATBLCA TEKCT NPUKasa, ecan ero nsgaHue Bbi3BaHo HEO6XOAMMOCTblO
ocywiecresneHumA COBCTBEHHOM AeATeNbHOCTU NO UHULUNATUBE OPraHn3aunn:

BbibepuTe 0aMH OTBET:

a. «BcBasmc...»



b. «Ha ocHoBaHUMU...»

c. «<Bo ncnonHenwne...»

d. «B cooTBETCTBUM C....»
Bonpoc 25

Kakue pacnopsaautesibHble 4OKYMEHTbI MOXKET M34aBaTb B Npeaesiax cCBoen KOMMNeTeHLMU PYKOBOANUTE b
OpraHuM3auunm, 4eNCTBYIOLLEN Ha OCHOBE KOIJIErMasibHOCTU:

Bbibepute oanH oTBET:
a. pelleHuns
b. npukasbl
C. NOCTAaHOB/IEHUA
d. pacnopskeHusn
Bonpoc 26

Kakune pacnopagunTenbHblie JOKYMEHTDI HE MOTYT U34aBaThb B npeaenax csoel KOMNeTeHUn pyrkosoanTenun
opraHmaau,m‘/i, AGVICTBYIOLLI,VIX Ha OCHOBE e AMHOHa4YanA:

Bbibepute oanH OTBET:
a. YKasaHwus
b. pacnopsxeHus
C. NpUKasbl
d. peweHuns
Bonpoc 27

Kakune gokymeHTbl HE MoryT nognucbiBatbh B Npegenax cCBOen KOMMNETEHUUM PYKOBOAUTENN CTPYKTYPHbIX
noapasaeneHui:

Bbibepute oanH OTBET:
a. YKasaHwus
b. npukasbl
C. pacnopsxeHus
d. npoToKobl
Bonpoc 28
C KaKoro MOMeHTa pacnopsaanTesibHbIV A0KYMEHT NpuobpeTaeT cTaTyc opuLMaNbHO U3LAHHOTO:

BbibepuTe 0aMH OTBET:



a. nocne nognucaHua
b. nocne gatupoBaHun
C. nocsie perncrpaumm
d. nocne cornacoeaHus

Bonpoc 29

B Kakom pacnopaauTe/ibHoOM AOKYMEHTE KOMMEPYECKON OpraHmn3aumm ncrnosb3yetca Gopma UsoxeHns
TEKCTa OT NepBoro iMua eANHCTBEHHOIO YMCAa:

Bbibepute oanH oTBET:

a. B peLleHum

b. B pacnopsaxeHuun

C. B MOCTAHOBNEHUM

d. B coBMecTHOM npuKase
Bonpoc 30

B Kakom pacnopagnTenbHOM AOKYMEHTE NCMOJIb3yeTCA d)opN\a M3N10XKEeHNA TEKCTA OT NepBOro imua
MHOXeCTBEHHOrIo 4yncna:

Bbibepute oanH OTBET:

a. B MOCTaHOBNEHUM

b. B yKazaHuu

C. B pelweHunu

d. B coBMecTHOM NpuKase
Bonpoc 31

dopma KaKoro rnarona He L0/1KHA OTAENATbBBOAHYIO YacTb PacnopaamTe/bHbIX OKYMEHTOB OT
pacnopaauTenbHoM:

BbibepuTe oauMH OTBET:
a. MPUKA3bIBAEM
b. NPEAJIATAIO
c. PEWWAKO
d. NTOCTAHOBNAET

Bonpoc 32



Kako#t rnaron He npnemnem B GOpPMYINPOBKE BAACTHOrO pelleHnsa opraHa ynpasaeHus, U3aatoLero
pacrnopaamTesnbHblil AOKYMEHT:

Bbibepute oauH oTBeT:
a. KYCUIUTBY
b. «3auncantb»
C. «MOArOTOBUTbY
d. «paspaboTaTtb»
Bonpoc 33

Kakoli rnaron npegnoytuteneH 8 popmyanpoBKe BAACTHOTO pelleHnA opraHa ynpasiaeHus, U3gatoLwero
pacnopaguTeNbHbIN LOKYMEHT:

Bbibepute oanH OTBET:
a. «OpraHM30BaTb»
b. «NpuHATL MepbI»
C. «KMOAHATLY
d. «aKTMBU3NPOBATLY
Bonpoc 34

Kakoi1 rnaron npegnoytuteneH B popmyIMpoBKe BAACTHOTO pPeLLeHNs OpraHa ynpaB/ieHus, 3farowero
pacnopaauTenbHblIi LOKYMEHT:

Bbibepute oanH OTBET:
a. «MNOBbICUTb»
b. «ynyuwmnte»
C. <PACCMOTPETH»
d. «obecneunTb»
Bonpoc 35

Kakoit rnaron npegnoytuteneH 8 opmMyIMpPOBKE BAACTHOTO PeLleHMA opraHa ynpaBieHus, U3aaoLero
pacnopaauTenbHblit AOKYMEHT:

BbibepuTe 0aMH OTBET:
a. KYCUNUTb»
b. «npnHATE MepbI»

C. KBO3/10OXKNTb»



d. «NOBbICUTbL»
Bonpoc 36

B KaKoi YacTu pacnopaamnTenbHOro AoKyMeHTa He0bX0AMMO NOMELLATb NepeyeHb JOKYMEHTOB,
YTPATUBLLMX CUAY WU NOANEHKALWMX USMEHEHMIO B CBA3N C U34aHMEM AAHHOrO aKTa:

BbibepuTte ogMH OTBET:
a. B 106OM NMyHKTe pacnopsaanTesibHOM YacTu
b. B nepBbix NyHKTax pacnopaguTenbHoM YacTu
C. B KOHCTATMpPYOLLEM YacTK
d. B KOHLEe TeKcTa

Bonpoc 37

B KaKoW yactu pacnopagnTenbHOro 4OKYMeEHTa YKa3biBaeTCA I/IH(I)OpMaLI,I/I‘r'I O TOM, KTO ocyuiecTBndaeT
KOHTPOJ1b €ro NUCNoJIHEHUA:

BbibepuTe 04MH OTBET:
a. B NepBOM NyHKTe pacnopsaanTeNbHON YacTu
b. opopmnsaeTca oTaenbHOM CTPOKOM NOc/ae BCEX MYHKTOB
C. B Moc/iegHEeM NMyHKTe pacnopaanTe/ibHoM Yactu

d. B KOHCTaTUpPYIOLLEN YacTH

Tect 5 2 Kypc
Bonpoc 1
Kakomy NOHATMIO COOTBETCTBYET C/eAytoL,an XapakTepmucTmKa:

3T0 AOKYMEHT, COAEPKALMIM NOA3aKOHHOE 0dULMaNbHOE peleHne, MPUHATOE OPraHOM UCNONHUTEIbHOM
BNACTN MW LOMKHOCTHBIM JIMLLOM B O4HOCTOPOHHE-BNACTHOM MOPAAKE M C COBN0AEHMEM YCTaHOBIEHHOM
npoueaypsl Mo TOMY UAN MHOMY BOMPOCY, OTHECEHHOMY K €ro KomneTeHumu, ob1eyeHHoe B
npeaycMOTPEHHYIO 3aKOHOM GOpPMY M MOPOKAAIOLWEE OPUAMYECKUE NOCNEACTBUA.

Bbibepute oanH OTBET:
a. HOpPMbI NpaBsa
b. npaBoBoi1 aKT
C. HEHOPMaTUBHbIN NPaBOBOW aKT

d. HOpMaTUBHbIN NPABOBOM aKT



Bonpoc 2
Kakomy NOHATUIO COOTBETCTBYET CNEAYIOLLAA XapaKTepPUCTUKA:

3TO AOKYMEHT, coAepsKallmii npasuia NoBeAeHNs, pacnpocTpaHAoLLMecA Ha HeonpeaeneHHbIN Kpyr nd,
M34aHHble Ha OCHOBaHMM U BO UCMOAHEHMe dedepanbHOro 3aKoHOAaTeNbCTBA, 06A3aTeibHbIe ANA
WCMOJIHEHUA OpraHamm rocy4apcTBeHHOM BNAaCTU, MECTHOIO CaMOYMNpPaB/ieHUA, UX A0/IKHOCTHBIMU MLAMMU,
HOPUANYECKUMU IMLLEGMU U TPasKaaHaMMU.

BbibepuTte ogMH OTBET:
a. HOPMATMBHbIN NPaBOBOM aKT
b. HeHOpPMaTUBHbIN NPaBOBOM aKT
C. MPaBOBOI aKT

d. Hopmbl NpaBa

Bonpoc 3
Kakomy noHATMIO COOTBETCTBYET CeAytoL,an XxapakTepmncTmKa:

o710 peweHnAa No KOHKPETHbIM BOMpPOCam, O6paLLI,EHVI‘r'I K KOHKPETHbIM /inlam. OHun He coaeprKart
KaKux-1mbo 06LI.I,VIX npasuia nosegeHMA N pacCinTaHbl Ha OAHOKPATHOE NPpUMEHEHUE. OHu cBA3aHHbIE C
peanmaau,meﬁ NpPaBOBbIX HOPM, UX NPUMEHEHNEM, UCNONTHEHNEM, UCNOJIb3OBaAHNEM.

BbibepuTe o4uH OTBET:
a. HOPMATMBHbIN MPaBOBOM aKT
b. Hopmbl NpaBa
C. MPaBOBO aKT

d. HeHOpMaTMBHbI NPaBOBOM aKT

Bonpoc 4

Ha kakue rpynnbl nogpasgenatotca GopmMbl NPaBOBbIX aKTOB B 3aBUCMMOCTU OT HOPULUYECKMX CBONCTB:
Bbibepute oanH OTBET:

a. OTKPbITble/CEKPETHbIE

b. nepBnuYHbIe/ BTOPUYHbIE

c. opmumanbHblie/ HeoduULMaibHbIe

d. HOpMaTVIBHbIe/ HEeHOPMaTUBHbIE



Bonpoc 5

B KaKoMm pasy nepeyncieHbl TO/IbKO NePBUYHbIE NPABOBbIE AKTbI:
Bbibepute oauH oTBeT:

a. 3aKOH, YKas, pacrnopsaxeHue

b. npukas, ctaHaapT, NPencKypaHT

C. pernameHT, yKasaHue, pyKoBOACTBO

d. pekomeHaauum, nporpamma, pelieHune

Bonpoc 6

B Kakom pagy nepeyncsieHbl TO/IbKO BTOPUYHbIE NPaBOBble aKTbl:
Bbibepute oanH OTBET:

a. NONOXKEHWUA, NPaBUAa, NHCTPYKL MK

b. pasbAcHeHus, pelieHne, NnpuKas

C. pacnopaxeHue, ykasaHue, cTaHaapT

d. nopAAaokK, KJ'IaCCVId)VIKaTop, NnoCTaHOBNEHNE

Bonpoc 7

KaKkne HopmaTuBHbIe NPaBOBble aKTbl MOTYT MPUMEHATbCA 6e3 opuumanbHoro onybamMkosaHma ans
Bceobllero ceeaeHumn:

Bbibepute oanH oTBET:
a. 3aTparunsatolme 0683aHHOCTU rpaxaaH
b. 3aTparnsatome cBo60AbI rpaXkaaH
C. aKTbl MeXBelOMCTBEHHOTO XapaKTepa

d. 3aTparvBatowme npasa rpaxaaH

Bonpoc 8
K KaKoW cucteme AOKYMEHTaL MM OTHOCATCA NPMKa3bl U PACNOPANKEHUA:
Bbibepute oanH OTBET:

a. Cuctema pacnopﬂp,MTeanon AOKYMEHTaunn



b. cuctema opraHM3aLMOHHO-NPABOBOI AOKYMEHTaLMUM
C. CUCTEMA JOKYMEHTOB JINYHOIO MPOMCXOMKAEHUA

d. cuctema nHPopmMaLUMOHHO-CNPABOYHON AOKYMEHTAL MM

Bonpoc 9
Kakomy NOHATUIO COOTBETCTBYET CNEAYIOLLAA XapaKTePUCTUKA:

[lokymeHTbI, 061a4atolLme PUANYECKON CUION, U3aaBaemble PYKOBOACTBOM OpraHmn3aLmm n
cofepKallme ynpasjaeHYecKkme pelleHuns, HanpasaeHHble Ha BbINMONHEHME TeKYLLMX U MepPCneKTUBHbIX
3afauy:

Bbibepute oanH oTBET:
a. "HPOPMaLMOHHO-CNPABOYHbIE JOKYMEHTbI
b. opraHun3auMoHHO-NPaBOBbIE AOKYMEHTI
C. AOKYMEHTbI MO IMYHOMY COCTaBy

d. pacnopagunTenbHblie JOKYMEHTbI

Bonpoc 10

Kakune pacnopagunTenbHblie JOKYMEHTDI HE nsgatotca s Cnyydanax, Korga H606XOAMMO NMPUHATb
HOpMaTMBHbIVI nnn MHAMBMAyaﬂbeIﬁ adKT NO OCHOBHbIMBOMPOCam KOMMNEeTEHL NN OpraHn3aunn:

BbibepuTe 04MH OTBET:
a. yKasaHus
b. npukasbl
C. NOCTaHOB/IEHMA

d. peweHuns

Bonpoc 11

Kakue pacnopagutesibHble LOKYMEHTbl U34at0TCA NO OnepaTUBHbIM BONPOCAM U 417 OpraHmn3aumnm
NCNONHEHWNA OPYrnx pacnopaanTesibHbIX AOKYMEHTOB:

BbibepuTe 0aMH OTBET:
a. pacnopsaKeHun

b. peweHunn



C. MOCTaHOB/1IEHUA

d. npuKasbl

Bonpoc 12
Kakas xapaKkTepucTtmka HE cooTBeTcTBYET cMCTEeME pacrnopaauTeNbHOM LOKYMEHTALMM:
BbibepuTte ogMH OTBET:

a.39mn AOKYMEHTbI cogepKaT ropngnyeckn BiactHblie npeanncaHuA Cy6'bEKTOB WCNOJIHUTENbHOM BN1aCTH,
afipecaTaMun KOTOPbIX ABNAKOTCA KOHKPETHble OpraHn3aunun, CTPYKTYpHble noapasaeneHna, o13KHOCTHbIe
nuda, paﬁOTHMKM. o1 npeanmncaHnAa ABNAKOTCA OPUANYECKUMUN OOKYMEHTAaMU, Bbi3blBalOWNMMU
BO3HMKHOBEHWNE KOHKPETHbLIX aAMUHUCTPATUBHO-MPAaBOBbIX OTHOLIEHUM

b. 3TK LOKYMEHTbI peryanpytoT OTHOWEHMA B MepPapXMUYECcKoi CUCTEME YNPABAEHUA «CBEPXY BHM3» (OT
BbILIECTOSALLMX OPraHOB, OPraHN3aLNiA, AOKHOCTHBIX /UL, K HUXKECTOSLLMM) M OTPAXKaOT ynpaB/ieHYeckue
peLleHus, HanpaB/IeHHble Ha AOCTUXKEHME LeNen U 33434 OpraHn3aumum

C. TV AOKYMEHTbI CO3at0T OPraHM3aLMio, YCTaHaB/AMBAIOT ee CTPYKTYPY, ONPEeAenstoT WTATHYIO
YMCNEHHOCTb M COCTaB PAabOTHUKOB MO AO/MKHOCTAM, ONPeAenstoT GyHKUUM CTPYKTYPHbIX NoApasaeneHui,
COBELLATEe/NbHbIX, KOJIIernasibHbIX OPraHoB, YCTaHAB/IMBAKOT PeXKMUM PaboTbl, OCYLLECTBAIOT OpraHM3aumio
TpyAa v pacnpeaeneHve obssaHHOCTeN mexay paboTHMKamK, onpesensatoT NopaAoK PEopPraHn3aLnm 1
IMKBMZALNN OPraHn3aLmm

d. 9tn AOKYMEHTbI N34akTCA Ha OCHOBE U1 BO UCMNOJIHEHNE 3aKOHOB, NMOCTAaHOBNEHUI U pacnopﬂmeHMﬁ
npaBMTeJ’IbCTBa PO, BbIWECTOALNX OPraHOB B21aCTU U yNpaB/1EHUA. OTW aKTbl U30AL0TCA TAKKe Mo
nHUymnatTmee pyKOBOAMTeﬂeﬁ B npeagenax nx NOJIHOMOY MM U KomMneTeHunn ana ocywectsieHunA LI,EI'IEVI n
3a4a4 opraHn3auunn

Bonpoc 13
KakoBa nepapxmyeckan cucteMa pacnopsanTesibHbIX A4OKYMEHTOB Mo cdepe AencTBUA (CBEPXY BHU3):
1) npaBoBble aKTbl, AEMACTBYIOLLME B PAMKaX OTAE/bHOM OPraHU3aLmm, yuperKaeHus, npeanpuatus, Gupmol;

2) NpaBOBbIE aKTbl, AEWCTBYIOWME B NpeAenax oTpacavm (M34atoTca oTpacaeBbiMM opraHamu degepasbHoOM
NCNONHUTENLHOM BNACTK);

3) npaBoBble aKTbl, A4eNCTBYIOLME HA YPOBHE CybbeKToB PP — Kpaes, obnacteit, ropoaos
pecnybanKaHCKoro 3HayeHmsa Mocksbl 1 CaHKT-MNeTepbypra, aBTOHOMHbIX 06/1aCTel U OKpPYroB, a TaKKe Mx
TeppuUTopunanbHbix 06pasoBaHuil;

4) npaBoBble aKTbl, AeiCTBYIOLWME HA PpeaepanbHO YPOBHE, — aKTbl, M3gaBaemble MNpesnaeHTom PO,
Mpasutenbcteom PO, opraHamm UCNOAHUTENbHOM BAACTH.

BbibepuTe 0auH OTBET:

a.4,2,3,1



b.1,3,24
c.1,234

d.4,321

Bonpoc 14

Ha KaKue rpynnbl 4ensTca pacnopaguTtenbHble OKYMEHTbI C TOYKU 3PEHUNA NMPUHATUA peLleHuni (nopsaaka
paspeLleHnsa BONPOCoB):

Bbibepute oanH oTBET:
a. co3faBaeMble B YC/IOBUAX KOIErMANbHOCTM/ CO34aBaeMble HAa OCHOBE eAMHOHAYaNUA
b. HopmaTuBHbIE/ HEHOPMaTUBHbIE
C. NnepBUYHbIe/ BTOPUYHbIE
d. BO cnonHeHne/ MHULMATUBHbIE
Bonpoc 15

Kakune pacnopagunTenbHble JOKYMEHTbI OTHOCATCA K AOKYMEHTAM, CO34aBaeMbIM B YCN0BUAX
KOonnernaabHoOCTu:

BbibepuTe 04MH OTBET:
a. peleHuns
b. ykazaHus
C. NPUKasbl

d. pacnopskeHusn

Bonpoc 16

Kakune pacnopaaunTenbHble AOKYMEHTbI HE oTHOCATCA K AOOKYMEHTaM, n3gaBaemMbim Ha OCHOBE
€ANHOHAa4YanA:

BbibepuTe 04MH OTBET:
a. Np1Kasbl
b. pacnopsaxeHus
C. NOCTaHOB/IEHMA

d. yKasaHus



Bonpoc 17

KaKkue opraHbl (opraHmMsaumm) 4encTBytoT Ha NPUHLMNAX e4MHOHAYaIUA:
Bbibepute oauH oTBeT:

a. rocyapCTBEHHbIE BY3bl

b. akuMoHepHble obuiecTBa

c. NMpasutenbctso PP

d. opraHbl UICNONHUTENBHOW BAACTH

Bonpoc 18
Kakue opraHbl (opraHv3auum) AeiCTBYIOT Ha YC/I0BUAX KONIErMaNbHOCTU:
BbibepuTe oamH oTBeET:

a. pepepanbHble MUHUCTEPCTBA

b. BbicuKne OpraHbl ynpasaeHNAa KOMMepPYEeCKNX Opl'aHM3aLl,Mﬁ Pa3/IN4YHbIX OPraHN3aLLMOHHO-MPABOBbIX
bopm

C. aAMUHUCTPaUMK cybbeKkToB PO 1 apyrux TeppuTopuabHbix 06pasoBaHui

d. opraHbl UICNONHUTENLHOW BAACTM OPraHn3aLLmMin yupeRgeHni, npeanpusatuii, pupm

Bonpoc 19
Kakne pacnopaautensHble 40KyMeHTbl npoxoaAat MHDBIE ctagnum npoueaypbl UsgaHua:

1) nsyyeHue cywiecTsa ynpaBjaeHYeCcKoro Bonpoca, MHMLMNPOBaHMeE peleHns — obocHoBaHMe
HeobxoamMmocTu nsaaHus PA;

2) cbop v aHanM3 MHPOPMALMM MO BOMPOCY;
3) noaroToBKa NPOEKTa PacnopaaUTeIbHOMO AOKYMEHTA;

4) cornacoBaHune naun O6CV)-K,CI,€HME Ha 3acCeaHNN KONNEernaibHOro opraHa NpPoeKTa pacnopaantTenbHoOro
OOKYMEHTAQ;

5) BHeceHuMe npoekTa P, Ha paccMOTpeHMe PyKoBOACTBa;

6) NPUHATHE PeLeHNn — NOANUCAHNE AOKYMEHTA;

7) perncrpauma 4OKYMEHTa;

8) AoBeaeHWe pacnopAaUTENIbHOrO AOKYMEHTA A0 UCNIONHUTENEN.

BbibepuTe 0aMH OTBET:



a. NpuKasbl
b. pacnopsaxeHus
C. peweHun

d. yKaszaHus

Bonpoc 20
M3 KaKnx YacTen COCTOUT TEKCT PacnopsAaANTEIbHOTO AOKYMEHTA:
Bbibepute oanH oTBET:

a. aHanuTUYeckas vactb/ o6obuatouas yacTb

b. pazbAcHMUTENbHAA YaCTb/ AMPEKTUBHAA YaCTb

C. KOHCTaTMpytoLLLaA YacTb/ pacnopaauTenbHas 4acTb

d. BBO4HAA ‘-IaCTb/ OCHOBHa“A l-IaCTb/ 3aKIK04YNTENIbHAA YacCTb

Bonpoc 21

Ha Kakue rpynnbl 4enAaTca NpuKasbl MO XapaKTepy OCHOBaHWA ANA U34aHUA:

Bbibepute oanH OTBET:
a. HOpMaTMBHble/ HEHOPMATHBHbIE
b. cosgaBaemblie B yCN0OBUAX KONNErManbHOCTH/ co34aBaemble Ha OCHOBE eAMHOHaYanus
C. NepBuYHble/ BTOPUYHbIE

d. Bo VICI'IOI'IHEHVIe/ MHUNUNATUBHbIE

Bonpoc 22
Kakune npurKasbl Ha3blBalOTCA UHULMATUBHBIMMU:
Bbibepute oanH OTBET:

d. U3gaBaemble B CBA3U C OCyWleCTB/IEHNEM UHNUNATUB NO OPraHn3aunmn MCNOJIHEHNA NPaBOBbIX aKTOB,
NPUHATbIX paBHOMNPAaBHbIMU AENOBbIMU NAaPTHEPAMU OPraHn3aunmn

b. n3aaBaemble B CBA3N C HeO6XO,CI,VIMOCTbIO ocyuwiecrtesneHumA CO6CTBEHHOM 0eATeNbHOCTU B COOTBETCTBUU
C HageneHHbIMU d)yHKLl,VIHMVI 1 3a4a4amMmm

C. n3gaBaemblie No MHUNLMaTnBeE NOAYNHEHHbIX



d. usgaBaemble C LLe/Ibto OpraHM3aunm UCNOJHEHUA NPUHATLIX 3aKOHOAATE/IbHbIX, HOPMATUBH O-NPaBOBbIX
AKTOB M MHbIX NOPYYEHMI BbILLECTOALLUX OPraHOB

Bonpoc 23

Kakumu cnoBamu 40/IKEH HAYMHATBLCA TEKCT NPUKA3a, eCau ero n3gaHume Bbi3aBaHO HeO6XOAVIMOCTbIO
NCNONIHEHUNA NPUHATbLIX 3aKOHOA4aTe/IbHbIX, HOPMAaTUBHO-MPaBOBbIX aKTOB U UHbIX nopyquMﬁ
BblWLECTOALWNX OPraHoOB:

Bbibepute oanH oTBET:
a. «B uenax...»
b. «B cooTBETCTBUM C...»
c. «<Mcxopga ns...»

d. «BcBasumc...»

Bonpoc 24

Kaknmu cnoBamu A0MKeH HAaUYMHATLCA TEKCT NpuWKa3sa, ec/in ero n3gaHune BbiaBaHoO H606X0,D,MMOCTI:I-O
ocywiecreBneHunA CO6CTBEHHOM AeATENDbHOCTU NO UHULUNATUBE OPraHnU3aLmun:

Bbibepute oauH oTBeT:
a. «B cBasn c...»
b. «Ha ocHoBaHUMU...»
¢. «Bo ncnonHexwe...»

d. «B cooTBeTCTBUM C....»

Bonpoc 25

Kakune pacnopaguTenbHble AOKYMEHTbI MOXET N34aBaTb B Npegenax CBOEMN KomMneTeHumn pykosoaunTeb
opraHunsauunu, ﬂ,eVICTBleU.Leﬁ Ha OCHOBE KO/11ermasibHOCTU:

BbibepuTe 04MH OTBET:
a. peweHuns
b. npukasbl
C. NOCTaHOB/IEHMA

d. pacnopskeHus



Bonpoc 26

Kakue pacnopsgutenbHblie 4oKymeHTbl HE MoryT n3gasaTth B npeaesiax CBoei KOMMNeTeHLUUN PyKoBOAUTENN
opraHuMsauunii, 4enCTBYOLWMX Ha OCHOBE eANHOHaYaNua:

BbibepuTte ogMH OTBET:
a. YKasaHwus
b. pacnopsaxeHus
C. MPUKa3sbl

d. peweHuns

Bonpoc 27

Kakne gokymeHTbl HE moryT nognucbeiBaTb B Npesenax CBoei KomneTeHUUN pyKoBoAUTENN CTPYKTYPHbIX
nogpasgeneHui:

BbibepuTe 04MH OTBET:
a. yKasaHus
b. npukasbl
C. pacrnopskeHus

d. npoToKobl

Bonpoc 28
C KaKoro MOMeHTa pacnopsaauTe/ibHbIM AOKYMEHT NprMobpeTaeT cTaTyc odpULMaNbHO U3LAHHOTO:
Bbibepute oanH OTBET:

a. nocae noAnucaHua

b. nocne gatmpoBaHusa

C. mocne perncrpaymm

d. nocne cornacoBaHus

Bonpoc 29

B Kakom pacnopaamMTelbHOM AOKYMEHTe KommepquKoﬁ OpraHun3aunn ncnonb3yeTca d)oplv\a NU3N0XXeHnAa
TEeKCTa OT NepBoOro imua eaUMHCTBEHHOIO YNcna:

BbibepuTe 0aMH OTBET:



a. B peLeHum
b. B pacnopsaxeHuun
C. B MOCTaHOB/IEHUM

d. B COBMecTHOM npuKase

Bonpoc 30

B KaKOom pacnopaguTeNbHOM LOKYMEHTE UCMOo/b3yeTca Gopma M3/I0KEHWA TEKCTa OT NepBoro Anua
MHOECTBEHHOro Yy1cna:

Bbibepute oanH oTBET:
a. B MOCTaHOBNEHUM
b. B yKazaHuu
C. B peleHunu

d. B coBMecTHOM NnpuKase

Bonpoc 31

dopma KaKoro riarona He L0/13KHA OTAENATLBBOAHYIO YaCTb PACNopAAUTENbHBIX OKYMEHTOB OT
pacnopaauTenbHOM:

Bbibepute oguH oTBET:
a. MPUKA3bIBAEM
b. MPEONATAIO
c. PEWWAIKO

d. NOCTAHOBNAET

Bonpoc 32

Kakoi1 rnaron He npuemnem B GOPMyANPOBKE BAACTHOrO pelleHnsa opraHa ynpaBaeHus, U34atoLero
pacnopaauTenbHblit AOKYMEHT:

BbibepuTe 0aMH OTBET:
a. «<YCUNUTBY

b. «3auncnntb»



C. «MOATOTOBUTLY

d. «paspaboTaTtb»

Bonpoc 33

Kako# rnaron npegnoytuteneH 8 GopmMyanMpPOBKe BAACTHOFO peLleHMA OpraHa ynpasaeHus, n3gatoLLero
pacnopsaauTebHbIA AOKYMEHT:

Bbibepute oanH oTBET:
a. «OpraH1M3oBaTb»
b. «npuHATE MmepbI»
C. KNOAHATHY

d. «aKTMBU3NPOBATLY

Bonpoc 34

Kakoit rnaron npegnoytuteneH B opmMyIMPOBKe BAACTHOrO pelleHns opraHa ynpaBaeHus, U34atoLero
pacrnopaguTesbHbIi LOKYMEHT:

BbibepuTe 04MH OTBET:
a. «MOBbICUTbY
b. «ynyqwmnTe»
C. KPacCMOTPETbLY»

d. «obecneuynTb»

Bonpoc 35

Kakoit rnaron npegnoytuteneH B opmMyIMPOBKE BAACTHOrO pelleHns opraHa ynpaBaeHus, U34atoLwero
pacnopaamTenbHblii AOKYMEHT:

Bbibepute oguH OTBET:
a. KyCUAUTBY
b. «NpUHATE MepbI»
C. BO3/IOKUTbY»

d. «NoBbICUTbY»



Bonpoc 36

B KaKoi1 YacTu pacnopaauTenbHOro AoKyMeHTa HeobXxo4MMO NOMeELLLaTb NepeYyeHb JOKYMEHTOB,
YTPaATUBLLMX CUAY WK NOANEXKALIMNX USMEHEHUIO B CBA3U C M34aHNEM AAHHOIO aKTa:

BbibepuTte ogMH OTBET:
a. B Nt06OM NyHKTe pacnopAagmTebHOM YacTu
b. B nepBbIx NyHKTax pacnopsaanTenbHOM YacTu
C. B KOHCTATMpPYOLLEM YacTK
d. B KOHLEe TeKcTa

Bonpoc 37

B KaKoW 4acTu pacnopaanTebHOro AOKYMEHTA YKasbiBaeTca MHGOPMaLLMA O TOM, KTO OCyLLecTBAAeT
KOHTPO/Ib €ro UCMOJIHEHUSA:

BbibepuTe 04MH OTBET:
a. B MePBOM NyHKTe PacnopsaanTeNbHON YacTu
b. opopmnsaeTca oTaenbHOM CTPOKOM NOC/AE BCEX MYHKTOB
C. B Moc/iegHEeM NyHKTe pacnopaamnTe/ibHoM Yactu

d. B KOHCTaTUpPYIOLLEN YacTH

MpaKkTnyeckoe 3agaHue 6 (3 cem)

1. Ucnonb3aysa matepuan Tembl 6 HacToALEro yuebHoro Kypca, 3anosHuTe Tabanuy «Knaccudpmrkaumm

nncem»:

2. Bbl Kommepuecknin aupekTop OO0 «ABCoNtoT» No Npoaarke KOCMeTUYEeCKon 1 napdromepHon
npoayKumn. Bam HeobxoaMmo NpoBecT peknamHyto KamnaHuio. OpopmuTe cooTBETCTBYIOWEE MUCBMO
ANA [eNoBbIX NAPTHEPOB.

Ne

/ K}'IaCCMCI)l/IKaLI,MOHHbIH NMPpHU3HaK PasHOBMAHOCTU NUCEM
n/n

3. Bbl COTPYAHMK, HaXOAALLMINCA B KOMAHANPOBKE. Bam CPOYHO Hy»KHbl GUHAHCOBbIE AOKYMEHTbI BaLLek
bMPMbI ANA 3aKNIOYEHNA KOHTPAKTa C NeTepbyprckoit KomnaHuel «Hesa», U Bbl MpocKTe 3aM. AMPEKTOPa
BbIC/1aTb Bam 3TU AOKYMeHTbl. OPpOpMUTE COOTBETCTBYIOLLUIA LOKYMEHT.



TecT K pasgeny 2 (2 Kypc)

Bonpoc 1
KaKkoe cBOICTBO A4,e/10BOM Nepenmcky OT/IMYaET ee OT APYTMX CUCTEM U MOACUCTEM AOKYMEHTaUUN:
BbibepuTte ogMH OTBET:

a. obecneymBaeT MHGOPMALIMOHHbIN OOMEH C NPUMEHEHNEM CPEACTB CBA3M

b. cnyut ana nepegayum nHpopmaumn

C. ABNAETCA UHCTPYMEHTOM MHGOPMALIMOHHOTrO 0bMeHa Ha Pas3IMYHbIX CTaguAaX BbIPpabOoOTKK, NPUHATUA U
BbINOJIHEHUSA YNPaBAEHYECKUX PeLleHuni

d. cnyxuT ana 3akpenaeHus nHpopmaumm

Bonpoc 2
Kakune gokymeHTbl HE/1Ib3A oTHecTM K genoBoi nepenmcke:
Bbibepute oanH OTBET:

a. 31eKTPOHHOE NMUCbMO

b. cnykebHasn 3anucka

c. TenedpoHorpamma

d. cny*kebHoe nucbmo

Bonpoc 3
Ha Kakune pasHOBMAHOCTM AeNNTCA Aen0BadA NepPenMcka No MecTy HaxoXAeHUA agpecaTa:
Bbibepute oauH oTBeT:

a. BxoaAuaa/mexoaawas

b. BHyTpeHHAR/mexayHapoaHan

C. cogeprKallan Heobxoaumsble cBeaeHUn 06 aBTope/aHOHMMHas

d. odbnumanbHaa/anuHan

Bonpoc 4



Kakoro Buga 4enoBoi Nnepenmcky no noioXKeHuo B nepapxum ynpasneHunsa HE cywectayert:
Bbibepute oauH oTBeT:

a. Nepernmncka c pykosoACTBOM U COTPYAHMKaMM OpraHmM3auum

b. nepenuncka co CTOPOHHMMM OpPraHU3aLLUAMM

C. NepenuncKa C BblWECTOALNMM OPraHn3aumamm

d. nepenucka c noaBeAOMCTBEHHbIMM OPraHU3aLLUAMM

Bonpoc 5

Kakol KnaccMouKaumoHHbIM NPU3HAK NOJIOKEH B OCHOBY Ae/IeHUA 4e0BO Nepenmckn Ha odpuLManbHyo

W INYHYIO:
BbibepuTe o4MH OTBET:
a. Mo Ha3HaYeHuto
b. No mecTy HaxoxAaeHuWA agpeca
C. M0 NOJIOXKEHWIO B MEPAPXUM YNPABIEHUA
d. no nono¥KeHuto B cucTeme AOKyMeHToobopoTa

Bonpoc 6

Kakas nepenucka OTHOCUTCA K JIMYHOW:
BbibepuTe 04MH OTBET:
a. nepenucka mexay G1M3n4eckMmMm U AONKHOCTHbIMW NLLAMM
b. nepenvcka mexay KOHKPETHbIMU PaBOTHMKaMM BHYTPM OpraHM3aLmm
C. NepenucKka Mmexay oaHUM AO0KHOCTHBIM IMLOM U APYITVM AOMKHOCTHbIM NLOM
d. nepenncKka mexay GnUsnYeckMmm MLamm BHe chepbl UX CyKeBHbIX (0dpULManbHbIX) OTHOLWEHWI

Bonpoc 7

Kakoi KnaccMdMKauMOHHbIV NPU3HAK NONOXKEH B OCHOBY AE€NEHMA AEN10BON NEPENUCKM Ha NePEnmnCcKy
noBonpocam maTepuanbHO-TeEXHUYECKOro obecneyeHmns, GMHAHCOB, CTPOUTENLCTBA, TPAHCMNOPTA,
KYy/ZIbTYpHOro obmeHa v T.4.:

BbibepuTe 0auH OTBET:

a. MO Ha3Ha4YeHuto



b. No nonokeHuto B nepapxuun ynpasneHus

C. MO OTHOLLEHMUIO K onpeaeneHHbim chepam AeaTenbHOCTU, BONPOCamM, CUCTEMaM ynpaBieHYecKo
OOKYMeHTaumu (no TemaTtuke)

d. No NoNoXeHuo B cUCTEME A0KYMeHToobopoTa

Bonpoc 8

Ha Kakune pasHOBMAHOCTU AENATCA Ae10Bble MMCbMa MO KOMMO3ULUN:
Bbibepute oanH oTBET:

d. UHUUWATUBHbIE N OTBETHbIE

b. TMNOBbIE N B NpOM3BO/LHOM dopme

C. NPOCTbIE U CNOXHble

d. Bxogsauwme n ncxogawme

Bonpoc 9

Kakue nncbma noAnucbiBatoTcA 4BYMS IMLAMKN — PYKOBOAMTENIEM OPraHMN3aLLMK U F1aBHbIM ByXrantTepom:
BbibepuTe 04MH OTBET:

a. rapaHTUiHbIE NUCbMA

b. conpoBoauTenbHbie NMcbMa

C. MMCbMa-3anpochl

d. peknamHble NUcbma

Bonpoc 10

HaKomy NOHATUIO COOTBETCTBYET C/1e4yHoLlaA XapaKTEPUCTUKA: «ITO NOCNen0BaTENbLHOCTbL JIOTUYECKN
B3aMMOCBA3aHHbIX CMbIC/I0BbIX YacTeN NUCbMa, O6'be,EI,MHE'HHbIX €ANHCTBOM TEMbI»:

Bbibepute oanH oTBET:
a. KOMMo3uLMA TEKCTa NMCbMa
b. BHYTpeHHAA CTPYKTYpa NUCbMa
c. 6naHK nucbma

d. TMnoBoi popmynap nucbma



Bonpoc 11

Kakmm gokymeHTOM Heobxoammo obopMuTb BO M3berkaHWe HapyLlleHMa Hopm TpyaoBOro Kogekca
NMUCbMEHHOE HaNnoMUHaHMNE 0 HEOHBX0AMMOCTHU ABUTLCA A5 NOJTYYEHUS TPYA0BOM KHUKKN YBOSIEHHOMY
paboTHWMKY, He NOAYyYMBLLEMY €€:

BbibepuTte oguH OTBET:
a. 3aKasHoe NM1CcbMo
b. pakcorpamma
¢. SMS-coobueHune
d. anekTpoHHoe cooblieHmne

Bonpoc 12

Kaknm Bngom AOKYMEHTa Bbl HanpasuTe B N04BEAOMCTBEHHbIE OPra—~HU3aL MK CPOYHYIO VIHd)OpMaLI,VII-O (¢}
NOoNy4E€EHHOM WUTOPMOBOM npeayn—-pexgeHnnu:

BbibepuTe 04MH OTBET:
a. AeNoBoe NMCbMO, OTNPaB/IeHHoe No $paKcy
b. Tenerpamma
C. 3/IeKTPOHHOE NMUCbMO
d. TenepoHorpamma

Bonpoc 13

MoanucaTb TenepoHorpammy, NOAroTOBNEHHYIO ANA OTNPABKM KOPPECNOoHAeHTaM, UMEET NPaBo:
BbibepuTe 0aMH OTBET:

a. 3aMecTuUTeNb PYKOBOAMTENA OpraHu3aumnm

b. paboTHUK NnoapasgeneHns

C. PYKOBOAUTE/b OPraHMU3aLMm UAM YNOAHOMOYEHHOE UM NNL,O

d. pyKoBOAMTENb CTPYKTYPHOTO NoapasaeneHns

Bonpoc 14

MoanuceiBaTb NMCbMO Ha 6naHKe CTPYKTYPHOIro nogpasgeneHna MMeeT npaso:



Bbibepute oauH oTBeT:
a. 3aMeCTUTe/Ib PYKOBOAUTENA OpraHn3auum
b. paboOTHUK CTPYKTYpPHOrO NoapasaeneHus, NogroToBUBLLUIA LOKYMEHT
C. pyKoBoAUTE/Ib MOAPa3ae/ieHus
d. pykoBoguTenb opraHmn3aumnm

Bonpoc 15

Mpu Kakom cnocobe AOCTaBKM ero agpecaty NMCcbMo ByLeT MMETb IPU-AUYECKYIO CUAY, eCIU MUCbMO
COAEPXUT 0653aTeNbCTBO ONAATUTL OKa3aHHbIe YCay-Tu:

Bbibepute oanH oTBET:
a. MoYTOBas CBA3b
b. TenedoHHas cBA3b
C. 9/IeKTPOHHas MoYTa
d. pakcMmmnnbHas ceasb

Bonpoc 16

|_|pl/1 oTnpasBkKe KaKoW Pa3HOBUAHOCTU MUCbMaA MOXXHO OrpaHN4YnNTbLCA d)aKCMMMﬂbHOVI CBA3bIO NN
3I'IEKTp0HHOI7I noyTon 6e3 AO0CbIZIKN KOppeCcnoHAEHTY NOANIMHHUKA!

BbibepuTe 04MH OTBET:
a. NMcbMa-3anpoca
b. peknamHoro nucbma
C. NMCbMa-3aKasa
d. nucbMa-HanoMMHaHUA

Bonpoc 17

YKarKuTe, Kakue Len He MoryT 6biTb peannsoBaHbl NPy NO~MOLLM 4eN10BbIX MUCEM:
BbibepuTe 04MH OTBET:
a. OTNpaBKa agpecaTy 4OKYMEHTOB

b. HPopmMHMpoBaHMe KoppecnoHAeHTa



C. BbIHECEHME B3bICKaHWA PabOTHUKY OpraHmn3aLmm
d. oTKas B y40BNETBOPEHMM NPETEH3UN

Bonpoc 18

Ecnn nMcbMo NoAroToBAEHO BEAYLIMM CMELMaNMCTOM OTAENa TEXHUYECKOW NOAAEPIKKM OpraHmn3aLmu,
3aBM3MPOBAHO PyKOBOAMUTEIEM OTAENA U NOAMNNCAHO PYKOBOAUTENEM OPraHU3aLMn, KOro CaeayeT yKasaTb
B KayecTBe NUCMNO/IHUTENA B COOTBETCTBYIOLLEN OTMETKE:

Bbibepute oanH oTBET:
a. PyKOBOAUTENA OpraHM3auum
b. pykoBoguTena otgena
C. BeAyLlero cneumanmcta
d. cekpeTaps pykosoauTtens

Bonpoc 19

Kak pgonxeH NOoCTYyNnnUTb NCNOJTHUTEND, I'IO,CI,I'OTOBVIBLLIVIﬁ Aeno—-Boe nNMcCbmo, eCnm pykosoguTesib otaena
nAaHUpPOBaAHUA, BU3a KOTOPO—-TO H606XOAMM8, HaxXo4anTCA B KOMaHAUPOBKE:

BbibepuTe 04MH OTBET:
a. nepezaTtb MMCbMO Ha NognNucb pykosoauTtesto 6es Busbl
b. 3aBM3MpPOBaTb NMCLMO Y 3aMeCTUTENIA PYKOBOAUTENS OTAEeNA NNAaHUPOBAHMSA
C. 3aBM3MPOBaTb NMMCbMO CaMOMy
d. ’k4aTb BO3BpaLLEHNA PYKOBOAMTENA OTAENA NNAHNPOBAHNA M3 KOMAHONPOBKM

Bonpoc 20

Kakoi Pa3HOBUOHOCTbIO 4ENOBOIro NMCbMa NOYTOBOE OTAENEHNE COO6LLI,MT rpaxXgaHuHy, 4To Ha ero UmAa
nosy4yeHo ueHHoe NMCbMO, U NPUTrnacuT NONy4YnTb €ro:

BbibepuTe 04MH OTBET:
a. NUCbMO-U3BELLEHUNE
b. nucbmo-npurnawexHune
C. Ncbmo-npocbba

d. nucbmo-cooblueHmne



Bonpoc 21

K KaKkoi pasHOBUAHOCTM NMMUCEM OTHOCUTCA NMUCbMO C/IeAYIOLLErO COAEPHKaHUA:

Coobuaem, 4To opraHun3aLma BCTPEYM aMEPUKAHCKOM Aeneraummn ot KomnaHum "Peinnysin Xeputagx
HeTtyapK" nopyyeHa AMPEKTOPY My3bl—Ka/IbHOIO YYUNULLA AYXOBbIX MHCTPYyMeHTOB [1.[. PomaHoBy:

BbibepuTte ogMH OTBET:
a. MMCbMO-0TKa3
b. nHdopmaLmoHHOe NucbMmOo
C. MTUCbMO-NpeaynpexaeHme
d. nncbmo-coobuieHune

Bonpoc 22

Yem nucbmo-npeanoxkeHme (odepTa) oTIMYaEeTCA OT PEK—~aMHOM0 NUCbMa:
BbibepuTe 04MH OTBET:
a. HanpasaseTca NPOAaBLOM MOTEHUMAbHbIM MOKYNaTeNAM C NPea/ioKeHMemM TOBapoB UK yCayr
b. He cBA3bIBaeT NpogaBua 0b6s3aTe/IbCTBOM NPOAATL TOBAP
C. CTUMYMPYET UHTEpPeC K TOBapY W XKenaHue ero npuobpectu
d. coaepRnT HamepeHue 3aKNUNTb CAENKY C YKazaHMEeM ee KOHKPETHbIX YC/10BUiA

Bonpoc 23

K KakoM Pa3HOBUAOHOCTU NNUCEM OTHOCATCA NNCbMa, C NTOMOLLbIO KOTOPbIX MPOCAT BbIC/1aTb od)mu,maanme
cBegeHnA N OOKYMEHTbI:

BbibepuTe 0aMH OTBET:
a. NUCbMO-U3BELLEHUNE
b. nncbmo-3akas
C. MMCbMO-3anpoc
d. nucbmo-npocbba

Bonpoc 24



Kakolt pasHOBMAHOCTN MUCbMa COOTBETCTBYET CAeAYIOLWMMN TEKCT:

B cBA3u c npoueaypoit 6aHkpoTtcTea NnpeanpuaTna OAO "MoOCKOBC-KUIN KOHAUTEP" NPOCMM NPeaoCTaBUTb
AaHHble 0 pasmepe 40/ roCy-4apcTBa B YCTAaBHOM KanuTase Ha3BaHHOMo NpeanpuaTma.

BbibepuTte ogMH OTBET:
a. NUcbMo-NpeasioxeHne
b. nucbmo-3anpoc
C. IMcbMo-npocbba
d. nncbmo-coobuieHune

Bonpoc 25

Onpep,enMTe Pa3HOBUAHOCTb NNCbMa, TEKCT KOTOPOro npmuBeneH HNxe:

Mpocum Bac paccMoTpeTb BO3MOXKHOCTb MOCTABKMU NAapTUM KOMIMIEK-TYIOLWMX /15 NEPCOHANbHbIX
KOMMNbIOTEPOB B NepBoi aekase AHBapsA 2013 r. M Npy NONOKUTEIbHOM PeLeHUN HanpaBnUTb Ham odepTy.

BbibepuTe 04MH OTBET:
a. MMCbMO-HaNOMMHaHue
b. nncbmo-3anpoc
C. MUCbMO-NPELNOKEHNE
d. nucbmo-npocbba

Bonpoc 26

YKaxuTe, Kakoe Nucbmo cneayet HanpaBuUTb OPraHU3aunn -KOHTPAreHTy No A0rosopy, ecain ata
OopraHun3aunAa He onsiadymBaeT Bbl—~MNOJIHEHHbIE BaMU pa6OTbIZ

BbibepuTe 0aMH OTBET:
a. NMcbMo-cooblueHne
b. nnucbmo-TpeboBaHue
C. MMCbMO-HaNoOMMHaHMe
d. nucbmo-npeTeHsua

Bonpoc 27



YKarKuTe, Kakoe NMcbMO csielyeT HanpaBUTb OPraHn3auumM-KoOHTpareHTy no AoroBopy, ec/iv nNoJsiyyeHa
napTus ToBapa B HEHaA/1e—Kallel ynakoBKe, YTO CKa3aloCb Ha KayecTBe TOBapa U NPUBENO K CHU-KEHUI0
LeHbl NpY ero npoaake:

BbibepuTte ogMH OTBET:
a. MMCbMO-HaNOMWHaHMWe
b. nucbmo-3anpoc
C. NTMcbMo-TpeboBaHme
d. nucbmo-npeTteH3unA

Bonpoc 28

YKaxuTe, K KaKoW Pa3HOBUAHOCTU NUCEM OTHOCUTCA NUCbMO Cnefyrowero cogepxaHna:

18 anpena 2013 r. 8 11.30 mecTHOro BpemeHu [lenaptameHT NpmMpo—40n0b30BaHUA NPOBOAUT
Ce/IeKTOpHOe coBeLlaHne No BONPOCY O CU~TyaLMK C 1€CHbIMU NOXKapamu U 1eCOHapPYLUEHMAMM Ha
TeppuTopun Poccuiic-Kon Pepepaumm.

BbibepuTe 04MH OTBET:
a. NMcbMo-coobLeHne
b. nucbmo-usBeLLeHne
C. MMCbMO-HAaNOMMHaHMWe
d. nucbmo-npurnaweHune

Bonpoc 29

YKaxuTe Ha3BaHue Pa3sHOBUAHOCTU NMUCbMa, NPUBEAEHHOIO HUXKeE!

Mpeanaraem cenbab UCAAHACKYIO B 604Kax B KosmdecTtse 1200 Kr ¢ NOCTaBKOW B TeYeHMeE anpena-ntoHs
2013 r. paBHbIMM NAPTHUAMM.

BbibepuTe 04MH OTBET:
a. NUCbMO-U3BELLEHUNE
b. nucbmo-npeanoxkeHune
C. NMCbMO-CO0bLLEHNE
d. nucbmo-npocbba

Bonpoc 30



K KaKkoi pasHOBUAHOCTM NMN—-CEM OTHOCUTCA MUCbMO rpakAaHnMHa, B KOTOPOM OH obpallaercs B
opraHu13aumio ¢ Npocbboi NoaTBep—-AMTb CTaxK PaboTbl B 3TOM OpraHMU3aLmMm:

Bbibepute oauH oTBeT:
a. NMCbMO-3anpoc
b. nucbmo-TpeboBaHme
C. MTMcbMo-npocbba
d. nncbmo-coobuieHune

Bonpoc 31

OpraHusauma noayYymaa NMCbMO-NpPocbby CnesyoLero CoaepKaHus:

Mpocrm Bac npefocTaBUTb MECTO A1 NPOXOXKAEHUA NPeaaUNIOM—HOM NPaKTUKKN CTyAeHTKe 5 Kypca
O4YHOM popMbl 06yUeHMA PaKybTeTa Nnesarormyeckoro 06pasoBaHUA U CEPBUCHBIX TexHonornin Pre0y
BMO «MarHMTOropckuii rocyAapCTBEHHbIN YHUBEPCUTET», MO HanpaBaeHU o «[LOKyMeHTOBeAEHME U
apxusoBegeHue» Mepgseaesoit AHHe AHgpeeBHe ¢ 01 ¢peBpana no 28 mapTa 2013 r.

YKaxuTe, KaKol u3 BapnaHTOB OTBETA 6yp,eT 6onee NpaBnUIbHbIM:

BbibepuTe 04MH OTBET:

YBaykaemble konnerun!

NHbopmmpyem Bac o Tom, 4TO Mbl paZbl NPefoCTaBUTb MECTO A1A NPOXOXKAEHUANPEAANNIOMHON
NpaKkTMKKN Bawew ctygeHTKe Measeaeson AHHe AHApeeBHe B 0603HaYeHHble Bamu CpokMm.

b.

Coobluaem, 4To Halla opraHU3aLMaA rotToBa NPeaoCcTaBUTb MECTO A/1A NPOXOXKAEHUANPEAANNIOMHON
NPaKTUKK CTyAEeHTKe 5 Kypca o4HoM popmbl 06y4eHMA dpaKyIbTeTa Nefarornieckoro ob6pasoBaHus u
cepBUCHbIX TexHonornin ®rb0Y BMO «MarHUTOropCcKunin rocyAapCTBEHHbIN YHUBEPCUTETY, NO HaNpPaBAeHUIO
«JlokymeHTOBeAEHME M apxuBoBeaeHMe» Megsenesonn AHHe AHapeesHe ¢ 01 ¢peBpana no 28 mapta 2013
r.

Ha Bawe nncbmo oT ... N2 ... coobLuaem, YTo roToBbl NPesoCTaBUTb MeCTo s
NPOXOXAEHUANPEAANNNIOMHOM NPAKTUKKM CTYAEHTKE 5 Kypca o4HoM popmbl 06yyeHUsa dpakynbTeTa
neaarormyeckoro obpasoBaHma U cepBUCHbIX TexHoormnin PTBOY BMO « MarHUTOropckuii
rocyAapCTBEHHbIN YHUBEPCUTETY, NO HANpaBaeHUIO «JOKyMeHTOBeAeHUE U apxnBoBeaeHne» MeaseneBoi
AHHe AHapeeBHe ¢ 01 ¢peBpana no 28 mapta 2013 r.

d.



Coobliiaem, 4To Halla opraHu3aLUmMa NPeAOCTaBUT MECTO A/A MPOXOXKAEHMA NPAKTUKM 418 Balle
CTYAEHTKM.

Bonpoc 32

Kakoi pasHOBMAHOCTM NMMCbMa COOTBETCTBYET Cleaytollan A3bikosas Gdopmyna: «Mbl yBepeHbl, 4To Bac
3aMHTEpecyeT BbICOKOE KauecTBO Hallein NpoayKUmun...»:

BbibepuTte ogMH OTBET:
a. npocbba
b. peknamHoe nucomo
C. NpUrnaweHue
d. odepra (NnpeanoxkeHue)

Bonpoc 33

Kakoi1 pasHOBMAHOCTM NMUCbMa COOTBETCTBYET CeAytollan A3blkoBas ¢opmyna: « pocMm coobwmTs Jaty
npuesga generaunm ot Bawen ¢pmupmbl...»

BbibepuTe 04MH OTBET:
a. npocbba
b. npurnawenmne
C. HaNnoOMMHaHue
d. MHOpPMALMOHHOE NUCbMO

Bonpoc 34

Kakoi1 pasHOBMAHOCTM NMCbMa COOTBETCTBYET CneAytollan A3bikoBas popmyna: «MpeacraBasto Ha
yTBEPXKAEHME NPOEKT NNaHa...»:

BbibepuTe 04MH OTBET:
a. npeacTaBaeHue
b. odepTa (NnpeanokeHue)
c. npocbba
d. conpoBoguTenbHoe NMCbMO

Bonpoc 35



Kakoi pa3HOBMAHOCTN MMCbMa COOTBETCTBYET CneAytollan A3bikoBana popmyna: «K coxaneHuo, Mbl He
MOKEeM NPUHATL Balle npeasoxKeHue...»:

BbibepuTte ogMH OTBET:
a. NMCbMO-NpUrnalleHune
b. nucbmo-oTtset
C. MUCbMO-OTKa3
d. NnMcbMoO-n3BUHEHME

Bonpoc 36

YKaxunTe Hanbonee «KecTKUN» U HeyMeCTHbIM BapuaHT OTKasa:

BbibepuTe 04MH OTBET:
a. B cBsi3u C... ;enapTaMeHT He MOXKET COrNacuUTbLCA C BalLMM NPeaoXKeHnem
b. MpuHATL Bawwe NpeanoXKeHne He NPeACTaBAAETC BO3SMOXHbIM B CBA3M C ...
C. B cBA3M C ... Bale NpeasioKeHMe HaMu He MPUHUMAETCS
d. B cBA3M C ... Balle NpeasioKeHNe He MOXKET BbITb MPUHATO

Bonpoc 37

KaKoi1 BapuaHT NpeasioXKeHns TOBapoB 1 ycayr bonee npuemnem:
BbibepuTe 04MH OTBET:
a. Hawa ¢pupma rotoBa NocTaBUTb BamM Ka4eCTBEHHYIO U HE4,0POrYI0 3NEKTPOTEXHUYECKYHO NPOAYKLUMIO

b. HactoaTenbHo pekomeHayem Bam Bocnosib3oBaThCA yCIyramu Hawel Gupmbl No NocTaBKe
KauyecTBEHHOM 1 HeA0POroi 3/1eKTPOTEXHUYECKON NPOAYKLMM

c. Mpepnaraem BOCNO/b30BaATbCA YCAyramu Hawemn d)MprI Mo NOCTaBKe KaueCTBEHHOM U HEAOpOFOﬁ
3!'IeKTpOTEXHVILIeCKOl7I npoaykuuun

d. Mpeanaraem Bam BOCN0Ab30BaTbCA YCAYraMu Hallen GUpmMbl Mo NOCTaBKe KauecTBEHHOM U HEAOPOroW
3/1EKTPOTEXHUYECKOW NPOAYKUNM

Bonpoc 38

Kakue o6pau1,eva YMeCTHO UCNO/Z1Ib30BAaTb B KOMMEPYECKOM NpeasioxKeHNN, pacCblzlaeMoM 6OJ'IbUJOMy
Konn4yecrtey opraHM3au,m71 — NOTEHUMANbHbIX n0KynaTene17| TOBApPOB NN YCNYT:



Bbibepute oauH oTBeT:
a. YBarkaemble rocnoga!
b. YBaxkaemsbie konneru!
. YBarkaemble rocnoga npegnpuHmmartenm!
d. MHoroyBaxaembie rocnoaa!

Bonpoc 39

Bbibepute Hanbonee ymectHyto GOpMyanMpPOBKY:
Bbibepute oanH oTBET:
a. Mbl pagbl npeanoxKuTb Bam NpuHATL y4acTue B CEMUHApE ...
b. Mpepnarato Bam NpuHATbL y4acTne B ceMUHape ...
c. Mpepnaraem Bam NpuMHATL y4acTue B cEMUHaApe ...
d. Pagbl npeanoxutb Bam npuHATL y4acTue B ceMuHape ...

Bonpoc 40

YKaKnTe, Kakas U3 STUKETHbIX 3aKA0UUTENbHbIX ppa3 ByaeT yMeCcTHOM B TEKCTE AEeN0BOr0 NUCbMA:
Bbibepute oanH OTBET:
a. Hapeemca Ha gantenbHoe N10A0TBOPHOE COTPYAHUYECTBO
b. OueHb pagbl okasaTb Bam ycnyry
c. K coxkaneHuto, Mbl N034HO NONYYMIM Balle NPESONKEHNE U HE CMOTIN UM BOCNO/1b30BaTbCA
d. K cyacTbto, Hawu onaceHns o6 0CTaHOBKE NOCTAaBOK 060PyA0BaHMA He NOATBEPANINCD

Bonpoc 41

Onpep,enMTe, CKO/IbKO KOMNO3NUNOHHbIX yacTten B cnegyroulem nncbme:

Mpu NpoKnagKe KaHaM3aLmmn 1 yCTPOMUCTBE KaHaIM3aLUMOHHbIX Ka—mep Mo agpecy: yA. [LoBXKeHKOo,
cTpoeHue 15 Ha Konoaubl 6blM yCTa—HOBAEHbI KPbILLIKK, HE COOTBETCTBYIOLLME pa3mepy obeyaek, u,
HEeCMOT-pPA Ha HEOAHOKpPATHbIE YCTHbIE M NUCbMEHHbIE 06paLLEeHNA K HauyalbHM—-Ky y4acTKa Ne 4 ¢
Npocb60oM YCTPaHUTb AONYLWEHHbIE OTCTYNEHUA OT TEXHUYECKOW AOKYMEHTaLMM, Mepbl 40 CUX MOp He
NPUHATHI.



B cBA3M C Tem, YTO NpK Npoe3ae aBTOMALLMH NPOUCXOAUT CABUT U NMe—~PeBopaYMBaHUE KPbILWEK, OTKPbITbIE
KONOALLbl CO34AI0T YrPO3Y KM3HW NELIEXOA0B U MOTYT NPMUBECTU K HECYACTHbLIM ClydaaMm, Tpebyem
NPU-HATb CPOYHbIE Mepbl MO YCTPAHEHWUIO HENONALOK.

B NpoTMBHOM C/lyyae Mbl He HECEM OTBETCTBEHHOCTU 32 BO3MOXKHbIE MOCNeACTBUS.
BbibepuTte oguH OTBET:

a. ase

b. Tpu

C. yeTbipe

d. ogHa

Bonpoc 42

Kakue nncbma ABAAKTCA MHOMOACNEeKTHbIMM:
BbibepuTe 04MH OTBET:

d. MNUCbMa, aBTOpPaMM KOTOPbIX ABNAAKOTCA HECKOJIbKO /N, KaXK40€ U3 KOTOPbIX BbICKAa3bliBAET CBOK TOYKY
3peHnA Ha OTpa)KeHHblﬁ B MNCbme BOMpPOC

b. Komnnekc nnucem, ABNAKLWNXCA PE3YIbTATOM NEPENUCKN AeN10BbIX NAPTHEPOB MO O 4HOMY NN
HECKOJIbKMM BOMpPOCam

C. MUCbMa, cocToALlmne n3 TpéX nnn l~IETpréX CMbICNOBbIX YacTen (BCTyn}'IeHVIe, OCHOBHAaA 4acTb,
3aKIl04eEHME, NpeaynpexaeHne Nnn 3akN4YnTe/ibHble 3STUKETHDbIE d)OpMyIIbI)

d. NMNCbMa, NOCBALWEHHbIE HECKOJ/IbKMUM BOMPOCam

Bonpoc 43

M3 KakKMX KOMNO3NLMOHHbIX yacTe cocTout I'IpMBELI,EHHbIVI HWXe TEKCT NUCbMa:

B agMUHUCTPaLMM palioHa B HacToALLEee Bpemsa UCNo/ib3yeTcsa Tpu aBTomobunsa 1999 roga Bbinycka,
KOTOpble HecyT 60/bliMe Harpyskn 1 TpebyroT 3HauMTebHbIX 3aTPaT Ha TEKYLLMIA PEMOHT, a ABa U3 HUX
HYX—-/[al0TCA B KanuTaNbHOM PEMOHTE, 3aTPaTbl Ha KOTOPbI CONOCTaBUMbI CO CTOMMOCTbIO HOBOFO
aBTomobuns.

B cBA3M C Tem, 4TO ciy*KebHble 06A3aHHOCTM PabOTHUKOB aAMUHUCT-PaLUKN CBA3aHbI C NOe34KaMu No
TeppuTOpUKN paioHa, ybeamntenbsHO NPOCUMM BblAeNNTb CPeACcTBa Ha NpuobpeTeHne AByX HOBbIX CAYMKeBHbIX
aBTomobuneit "Masenv" ana Hy» 4 aAMUHUCTPALUN.

BbibepuTe 0aMH OTBET:
a. BBegeHue, 060CHOBaHME, 3aKN04YeHue

b. BBeAeHWMe, 3aKito4eHne



C. 060CHOBaHMeE, 3aK04YeEHNE

d. BBeaeHne, 060cHOBaHMe, 3aK/IOMEeHMNe, NpeaynpexaeHune

Bonpoc 44
M3 KaKMX KOMMNO3ULMOHHbIX YaCTEN COCTOUT NPUBEAEHHbIN HUXKE TEKCT NUCbMa:

B cooTBeTcTBMM C pacnopaxeHnem PegepasbHOro ynpasaeHUa No ge—aam O HeCOCTOATE/IbHOCTH
(6aHkpoTcTBE) OT 19 OKTABPA 2004 r. Ne 75-P Hanpasasem Bam akTbl C KOMMNAEKTaMU LOKYMEHTOB NO

npeanpuUATUAM:
1. BOCTpAKOBCKUI maconepepabaTbiBaOWM KOMOUHAT;
2. PabpuKa geTckoi urpywkm Ne 3.
Bbibepute oanH OTBET:

a. obocHoBaHMe, 3aKNto4eHue

b. BBegeHne obocHoBaHMe

C. BBeAeHMe, 060CHOBAHME, 3aKa04EHNE

d. BBeAEeHWne, 3aKito4eHne

Bonpoc 45
MpoaonkuTe BbiCKasbiBaHMe: « KOMNO3MLMA TEKCTA MUCbMA — 3TO ...»:
Bbibepute oanH OTBET:

d. NocnenoBaTesibHOCTb 1IOTMYECKMN B3aMMOCBA3AaHHbBIX CMbIC/10BbIX l-I{:ICTel‘;‘I, OG'bEAVIHeHHbIX e4ANHCTBOM
TEMbI

b. BHewHwne NPU3HaKK, N03BOIAOWMNE BblAENINTb TEKCT U3 MACCbI MH¢OpMaLI,MM, pa3MELLI,EHHOI71 B

OOKYMEHTE
C. pacnosioxeHne peKkBnU3nToB Ae/T0BOro NnMCbMa U 31EMEHTOB TEKCTA Ha 6naHKe

d. nocnenoBaTesibHOCTb PacnosioXKeHUA npep,nomeHMﬁ B TEKCTE JOKYMEHTA

MpaKTnueckoe 3agaHue K teme 2.3

Monb3yacb «Hopmamu BpemeHM Ha paboTbl N0 AOKYMEHTaUMOHHOMY obecneyeHuto ynpaBaeHYeckmnx
CTPYKTYp deaepasibHbIX OpraHoB UCMONHUTE/IbHOM BAACTU», yCTaHOBUTE 3bPEKTUBHOCTb YHUDUKALMN
dopm AoKymeHTOB. MpuBeanTe npumep.



Tect K Teme 2.3 (2 Kypc)

Bonpoc 1
Kakoi Bug aokymeHTa HE oTHocKTCA K cucTeme MHPOPMALLMOHHO-CNPaBOYHOM AOKYMEHTALLUMN:
BbibepuTte ogMH OTBET:

a. CnpaBkKa

b. npeanoxkexue

C. aKT

d. nHcTpyKLUMA
Bonpoc 2

Kakoli Bua foKkymeHTa HE oTHOCUTCA K cucTeme MHPOPMALLMOHHO-CNPaBOYHON A OKYMEHTALLNUN:
Bbibepute oanH OTBET:

a. CNUCOoK

b. cBoaKa

C. 3aKNt0YeHMne

d. aBTobuorpadus

Bonpoc 3
Kakolt Bua foKymeHTa HE oTHOCUTCA K cucTeMe MHPOPMALLMOHHO-CNPABOYHOM A OKYMEHTALNUN:
Bbibepute oanH OTBET:

a. pestome

b. nepeueHb

C. 3aKNt0YeHMne

d. oT3bIB

Bonpoc 4
Kako# pa3HoBMAHOCTU MHPOPMALMOHHO-CNPaBOYHOM AOoKyMeHTaumn HE cywectsyerT:
Bbibepute oanH OTBET:

a. 06bACHUTEIbHAA 3aNUCKa

b. noknagHana 3anucka



C. pa3bACHUTE/IbHAA 3aNUCKa

d. noAcHUTeNbHasa 3anncka

Bonpoc 5
Kakolt Bua, JOKYMeHTa OTHOCUTCA K cucteme MHGOPMaLMOHHO-CNPAaBOYHOM AOKYMEHTALMN:
BbibepuTte ogMH OTBET:

a. NONOXKEHUSA

b. MHCTPYKUUK

C. 4,OroBOpbI

d. cny*kebHble nMcbma

Bonpoc 6
Kakum foKymeHTOM Heob6x0aMmMo 0GOpMUTL pe3y/ibTaTbl PEBU3NKN OTAENA NPOAAXK OPraHU3aLMK:
Bbibepute oanH OTBET:

a. CnpaBKoM

b. MHGOPMALMOHHBIM NMUCBMOM

C. aKTOM

d. cBogKOM

Bonpoc 7
KakoBO MMHMMaNbHOE KOAWYeCTBO /UL, NOAMUCHIBAIOLMX aKT:
Bbibepute oanH OTBET:

a. yetbipe

b. Tpu

C. ABa

d. oauH

Bonpoc 8



Kakolt opraH gokeH bbITb cCOCTaBUTENIEM aKTa, B KOTOPOM GUKCUpPYeTCA OTCyTcTBUE paboTHUKA Ha
pabouyem mecre:

Bbibepute oauH oTBeT:
a. Npo¢dCoto3HbIA KOMUTET
b. cneumanbHO co3gaHHas AUCUMNAMHAPHAA KOMUCCUSA
C. TPYA0BOM KO/IJIEKTMB

d. coBeT yHMBepcUTETa

Bonpoc 9

KTo yTBEpXKAaeT aKT:

Bbibepute oanH OTBET:
a. cekpeTapb
b. pykoBoautenb opraHunsaumm
C. YNeHbl KOMUCCUM

d. npegcenartesib KOMUCCUun

Bonpoc 10
Kakasa aaTa aBNaAeTcA 4aTon akKTa:
Bbibepute oauH oTBeT:

a. AiaTa cocTaB/ieHuUs

b. pata cobbiTnA

C. AaTa noAnucaHus

d. pata ytBepaeHuA

Bonpoc 11
Kakad yacTb ABNAETCA U3IMLLHEN B TEKCTE aKTa:
Bbibepute oanH OTBET:

a. BBOAHaA

b. pacnopaguTtensHas



C. OCHOBHaA (KOHCTaTUpYlOLLas)

d. 3aKkntounTebHag

Bonpoc 12
Kakoe cogepkaHue BKAOYAET OCHOBHAsA YacTb TEKCTA aKTa:
BbibepuTte ogMH OTBET:

a. OCHOBaHWe 419 COCTAaBNEHUA aKTa

b. coctas Komuccum

C. NOATBEPKAEHWE YCTaHOBAEHHOrO $aKTa nan cobbiTmA

d. npucyTcTBytlowme

Bonpoc 13
Ha Kakom 13 MHGOPMALMOHHO-CNPABOYHbIX 4OKYMEHTOB MOXKET 6bITb 0bOpMEH FpUd yTBEPKAEHUA:
Bbibepute oauH oTBeT:

a. CnpaBkKa

b. cnucok

C. aKT

d. cny*kebHas 3anucKa

Bonpoc 14

Kakoe copepkaHune HE BXoguT B COCTaB OCHOBHOM YacTK aKTa:

Bbibepute oanH OTBET:
a. LOKYMEHTbI, Ha OCHOBaHWUWN KOTOPbIX PUKCMPOBANIUCL YCTAHOBEHHbIE GaKTbl
b. uenn, 3agaun, CyLLHOCTb, XapaKTep, MeTOAbI, CPOKM, Pe3yNbTaTbl NPOAENAHHON PaboTbI
C. NOATBEPKAEHME YCTAaHOBNEHHOIO paKTa UM cobbiTuA

d. npegnoxeHma, pekomeHaauum, cnocobbl 1 CPOKU YyCTPaHEHUNA BCKPbITbIX MPN NpOBEPKE HEAOCTATKOB

Bonpoc 15

KaKoe BblcKa3biBaHue asnsetca HEBEPHbIM:



Bbibepute oauH oTBeT:

a. Moanucu 41eHoB KOMMUCCUM PACMOoNaraloTcA B TOM e Noc/eA0BaTeIbHOCTH, KaK 1 BO BBOAHOM YacTu, €
yKa3aHMeM A0KHOCTH

b. AKT cuntaetca NPUHATbIM NOCNe ero noanncaHmnAa sBcemm 4aeHammn Kommccmm nan sBcemun nnMuamm,
y4yacTBOBaBLIMMU B €ro COCTaB1eHUA

C. AKT No4NNCbIBAOT BCE YNE€Hbl KOMUCCUM

d. Inuo, nmetoLlee 3ameyvaHns No COAEPIKAHMIO aKTa, HE UMEET NPaBa He NOAMMUCHIBATb AOKYMEHT, OHO
n3naraet cBoe ocoboe mHeHMe MH60 Ha 0OOPOTHOMN CTOPOHE NOCNEAHEro IMCTa akTa, IMBO HA OTAENbHOM
ncte

Bonpoc 16
Kakoe BbicKka3sbiBaHue aBasetca HEBEPHbIM:
Bbibepute oauH oTBeT:

a. Bce nnua, YNOMAHYTbIE B aKTe, 0COb6eHHOo TE, K pa60Te KOTOpPbIX BbICKa3aHbl 3amMe4aHuA, 0,0/1KHbl 6bITb
O3HaKOM/IEHbI C €ro cogep*xXaHmem nog pacnnucky

b. Mocne yTBepKAeHUA peKomeHAaTeIbHasA YacTb akTa NpUobpeTaeT pacnopaaUTENbHYIO CUY U
o0b6s3aTesibHa K UCMOSTHEHUIO

c. Bce nuctobl akTa, Kpome nepBoro n nocnegHero, n I'IpMﬂO)KEHVIﬁ K HEMY Ha O60p0THOI71 CTOpOHe
3aBepAT nognncamu npeacenaresia u 4i1eHoB KOMUCCUU

d. AKT cunTaercs NMPUHATBIM NOCNe ero nognmncaHnAa npegcenaresiem Kommccnn

Bonpoc 17
KaKkan pasHOBMAHOCTb 3aNMCcoK opopmMaseTca Ha 6naHKe OpraHusauuu:
Bbibepute oanH OTBET:

a. BHELWHAA AOKNaAHAA 3aNnCcKa

b. BHYTpeHHAs AOKNaAHas 3anncKa

C. Cny*KebHan 3anucKa

d. o6bsAcHUTeNbHanA 3anncKa

Bonpoc 18

Kakoi1 BuA 3anncku 06A3atenbHo perncTpupyeTcsa:



Bbibepute oauH oTBeT:
a. BHELWHAA A0KagHan 3anmcKa
b. 06bsAcCHMTENbHAA 3aNMCKa
C. BHYTPEHHAN A0KNaAHas 3anuncKka

d. cnyxebHas 3anucka

Bonpoc 19
Ha Kakue pasHOBUAHOCTM AeNATCA AOKNAAHbIE 3aNUCKU MO XapaKTepy coAepKaHWA U Ha3HAYeHuUA:
Bbibepute oanH oTBET:

a. UHULUMATUBHbBIE, MIHPOPMALMOHHbBIE U OTYETHbIE

b. BHyTpeHHMeE 1 BHELWHMKe

. opuUManbHble U NINYHbIE

d. Pa3bACHUTENIbHbIE U ONpaBAaTe/ibHble

Bonpoc 20
Kakas pnaTa ABnsetcsa [aTon AOKNALHON 3aMUCKU:
Bbibepute oanH OTBET:

a. faTa cocTaBieHuA

b. pata perncrpaumm

C. AaTa NoAnuCcaHuA

d. pata ytBepKAaeHuA

Bonpoc 21

KaKolt pasHOBMAHOCTM AOKAaAHbIX 3aMNCOK COOTBETCTBYET CeAYIOLLAn XapaKTepuCcTMKa: «ITN AoKAaHble
3aMMCKM COCTaBAAIOTCA C Lie/iblo NobyauTb agpecata NPUHATL onpeaeneHHoe pelleHne, No3ToOMy B TeKCTe
He TONbKO U3/1aratoTcs Kakne-To GpakTbl, HO U COAEpPIKaTCA KOHKPETHbIE NPea/ioXKeHNA, PEKOMeHAALNN UK
BbIBOAbIY.

BbibepuTe 0aMH OTBET:
a. OTYeTHble

b. nosacHUTENbHbIE



C. MTHNUUMNATUBHbIE

d. vHpopmaumoHHasn

Bonpoc 22

Kakoi pasHOBUAHOCTW JOKIaLHbIX 3aMUCOK COOTBETCTBYET C/IEAYIOLLANA XapPaKTEPUCTMKA: « DTN JOKNALHbIE
3aMM1CKM COCTABAAIOTCA PETYAAPHO U coaepikaT MHGOPMALLMIO O AeTaNsAX UIN METOLAX BbIMOIHEHUS
paboTbi».

Bbibepute oanH oTBET:
a. UHULMATUBHbIE
b. HGOpMaUMOHHanA
C. OTYEeTHblE

d. NnoAcHUTENbHbIE

Bonpoc 23

Kakoi pasHOBMAHOCTW AOKNaLHbIX 3aMUCOK COOTBETCTBYET C/IEAYIOLLANA XapaKTepUCTUKa: «ITK
AOKNaZHble 3aMMCKN MHGOPMMUPYIOT O 3aBEPLUEHNN PAabOTbI, €e 3Tana, BbINOJHEHWUM YKa3aHWUN,
pPacrnopaAXKeHU’ 1 T.M.».

BbibepuTe o4uH OTBET:
a. "HPopMaumoHHas
b. noAcHWTeNbHbIE
C. UHUUMATMBHbIE

d. oTyeTHbIE

Bonpoc 24
Kakoi oOKyMeHT NoAnMnCbiBaeTCA PYKOBOAUTENEM CTPYKTYPHOIO NoApasaeseHuns:
Bbibepute oanH OTBET:

a. cnpaBkKa

b. npuka3s

C. aKT

d. cnyxkebHan 3anuncka



Bonpoc 25

KaKkas pa3HOBWAHOCTb 3aMMCOK HE COAEPKUT BbIBOAOB U MPEaNOKEHUN:
BbibepuTte ogMH OTBET:

a. UHMLUMATMBHAnA AOKNaAHan 3aMMcKa

b. cny»kebHas 3anuncka

C. IMYHan 3anucKa

d. obbACHUTEeNbHAA 3anNmMCKa

Bonpoc 26

Ha Kakune pa3HOBMAHOCTM NOAPa3[eNATCA OObACHUTENbHbIE 3aMUCKU MO COAEPKAHUIO:
BbibepuTe oamH oTBeET:

a. pyKonucHble/MallMHOMMUCHbIE

b. BHyTpeHHMe/BHelHWE

C. UHULMATMBHble/ MHPOPMaLMOHHbIE/ OTYETHbIE

d. 3anuckm — NPUNOXKEHUA K OCHOBHOMY AOKYMEHTY, 40MO/IHAKOWMNE U NOACHAOWMNE ero/ 3aMuUCKn,
coCTtaB/siAemble pa6OTHMKaMVI AanAa 06bACHEHUA NX NOCTYNKOB U cnoxuBLuencs CnTyaumun

Bonpoc 27

B Kakom AOOKYMEHTE B KOHLLE TEKCTA YKAa3blBAETCA KO/IMYECTBO COCTAB/IEHHbIX 3K3EMNNAPOB N UX
MeCTOHaxoXgeHune.

BbibepuTe 04MH OTBET:
a. cny:kebHas 3anmcka
b. cnpaBska
C. aKT

d. cBoaKa

Bonpoc 28

Kakomy BnAy A0OKYMeEHTa COOTBETCTBYEeT C}'Ie,EI,yIOLLI,Mﬁ TEKCT:



23.09.20013 B 9.00 Ha 3aHATMAX MO AOKYMEHTALMOHHOMY 0becneyeHunto ynpasaeHusa NpucyTcTBoBaao 2
CTyZ,eHTA U3 COCTaBa rpynnbl 25 yenosek, B pe3ynbtate Yero 3aHATUA MPULLIOCb OTMEHMUTD.

JoueHT Kadbeapbl 4OKYMEHTOBEAEHUA
25.09.2013
Moanuce

n.B. Llenenb

Bbibepute oanH oTBET:
a. AOK/Ma4HaA 3anncka
b. noscHMTenbHan 3anucka
C. 06BACHUTENbHAA 3aMNMCKa
d. cny*kebHas 3anumcKa
Bonpoc 29

Kakomy Buay nHGOpPMaLMOHHO-CNPaBOYHOW AOKYMEHTALLMM COOTBETCTBYET C/IeAyloLLLee onpeaeneHue:
«3T0 GOpMa BHYTPEHHEW A4,e/10BOM NePErnmnCcKM Mexay NnoapasaeeHNaMM OpraHmM3aLmm nam
AO/MKHOCTHLIMM NLLAMU, HE HaX0AAWMMMUCA B NPAMOM NMOAYNHEHUNY.

Bbibepute oanH oTBET:
a. 0T3blIB
b. aKkT
C. cny»KebHan 3anucKa

d. noknagHan 3anucka

Bonpoc 30

Kakomy Buay nHGopMaLMOHHO-CNPaBOYHON AOKYMEHTALLMM COOTBETCTBYET CeAYIOLLEE OnpeaeneHue:
«ITO AOKYMEHT, COAEPKALLMIA ONMCAHME N NOATBEPKAEHNE TEX UM UHBIX GAKTOB, COBLITUIA UAW ABNEHWM,
a TaKKe yA0CTOBEPAIOWMNIA KaKoM-TMB0 IopUaMYECcKUA GaKT».

BbibepuTe 0aMH OTBET:
a. 06bACHMTENbHAA 3anucka

b. cnpaBkKa



C. CBOAKaA

d. aKT

Bonpoc 31

Kakomy Bugy nHdopmaLMOHHO-CNPAaBOYHON AOKYMEHTaLMMN COOTBETCTBYET C/iedytoLiee onpeaeneHme:
«3TO AOKYMEHT, COCTaB/IEHHbIM A1A NOATBEPXKAEHMA YCTAHOBNAEHHbIX GaKTOB, COObITUIA, AEUCTBUMN Y.

Bbibepute oanH oTBET:
a. aKT
b. cnpaBka
C. MMCbMO-NOATBEPHKAEHNE
d. npotoKkon
Bonpoc 32

Kakomy Buay nHGOPMaLMOHHO-CNPABOYHOW AOKYMEHTALIMM COOTBETCTBYET C/IeAyloLLee onpeaeneHue:
«ITO AOKYMEHT, COAEePKaLLMIiA NepedncieHmne AuL, NpeameToB, 06bEKTOB B ONpeaeneHHOM NopsaKe,
COCTaB/IEHHbIN B LLeNAX MHGOPMUPOBAHUA UK PETUCTPALMUMN Y,

Bbibepute oanH OTBET:
a. CcBOAKA

b. nepeueHb

C. CNpaBKa

d. cnucok

Bonpoc 33

Kakomy Buay nHGopmMaumMoHHO-CNPaBOYHON AOKYMEHTALMM COOTBETCTBYET CeAyIOLLEE onpeaeneHme:
«ITO AOKYMEHT, COAEPKALLMIA MHEHWE, BbIBOABI OPraHM3aummn, KOMUCCUM UK Cneunanmcta no
KakoMy-1M60 AOKYMEHTY MAN BONPOCY».

Bbibepute oauH oTBeT:
a. lIoKNaHanA 3anmncka
b. cBoAKa
C. 3aK/oYeHne
d. oT3bIB

Bonpoc 34



Kakomy Bnay nHGopmMaLMOHHO-CMPaBOYHOM AOKYMEHTaLUMM COOTBETCTBYET C/eAytollee onpeaeneHue:
«3TO AOKYMEHT, COAEPKALLMN MHEHME OpraHnU3aLMn Uan Cneumnanmncta no nosBoay Kakon-anmbo paboTol,
NOCTYNMBLUEN Ha PACCMOTPEHUEN.

BbibepuTte ogMH OTBET:
a. AOKNaaHaA 3anucka
b. cBoaKa
C. OT3bIB
d. 3aKkntoyeHune
Bonpoc 35
Kakomy Buay MHGOPMaUMOHHO-CNPaBOYHON JOKYMEHTALMM COOTBETCTBYET CeAYIOLLMIA TEKCT:

depepanbHOe ynpaBaeHWe Mo AeslaM O HECOCTOATEIbHOCTU (6aHKPOTCTBE) HA OCHOBAHMM NPEACTaBAEHHbIX
Tyryp/ibIKCKUM LemeHTHbIM 3aBoaom (OpeHbyprckas obnactb, noc. TyrypAbiK, ya. LleHTpanbHas, 4.1)
OOKYMEHTOB ByxranTepcKkom 0T4eTHOCTU Mo cocTosiHUIo Ha 30.04.2013:

- 6yxrantepckuin banauc (bopma 1);
- oT4eT 0 NpubbINAxX M ybbITKax (popma 2)

W NpoBeAeHHOro aHaansa GUHaHCOBOro COCTOAHUA NPeANPUATUA, YCTaHOBUAO, YTO AaHHOe Npeanpusatue
ABNAETCA HENNATEXecnoCobHbIM M UMEIOLMM HeyA0BNeTBOPUTEbHYIO CTPYKTYpY BanaHca
(npeanpuaTnem-go0aXKHUKOM).

OcHoBaHue:
K03 PULMEHT TEKYLLEN NMKBUAHOCTU NO banaHcy npeanpuatusa =18%;
KoadduumeHT obecneyeHHOCTM cob6CTBEHHBIMM 060POTHLIMU CpeacTBaMM Mo BanaHcy npeanpusTus = 8%;

K03 ULMEHT BOCCTaHOBAEHMA NO HanaHcy npegnpuatna =10%.

Pykosoautenb CrenaHosB n.4. CrenaHos
Bbibepute oauH oTBeT:

a. 0T3bIB

b. cnpaBska

C. CBOAKA

d. 3aKkntoueHune

Tema 2.4



MpaKTnueckoe 3agaHue 8 (2 Kypc)

1. Bbl XOTUTe yCTpoUTbCA aenonpomnssogutenem. CoctaBbTe gna cebs pestome.

TecT K Teme 2.4 (2 Kypc)

Bonpoc 1

N3 nepeyncneHHbIx HUKe BUA0B LOKYMEHTOB BbiGeprUTe HOPMATUBHbIA NPABOBOW aKT, ABAAOLLMNICA
OCHOBHbIM B Pery/iMpoBaHMmM TPYAOBbIX MPAaBOOTHOLWEHMI paboToaaTens (rocy[apCTBEHHON OpraHU3aLmy,
cobcTBEHHMKa NpeanpuaTma) n paboTHKUKa:

BbibepuTe oamH oTBeET:
a. Anbbom Gopm NepBUYHON YHETHOMN AOKYMEHTALLMM MO TPYAO0BbIM OTHOLLIEHUAM
b. TpyznoBsoli gorosop
c. TpynoBsol KogeKke PO

d. TpyZoBOe cornaleHune

Bonpoc 2

Kaknm AOKYMEHTOM A0/1XKHbl PyKOBOACTBOBATLCA AE/OMNPOU3BOANTENIN NPU AOKYMEHTUPOBAHNN 3TANOB
TPYAOBOrO LUMKAA — OT NpUema Ha pa60Ty HOBOTO COTPYAHWKA A0 €ro yBoJibHEHUA!

Bbibepute oanH OTBET:
a. O6LepOoCCUIMCKMIA KnaccnduKaTop ynpaBaeHYEeCKoM A0KYMEHTaLMK

b. TOCT P TOCT P 7.0.97-2016 «YHUPULUMPOBAHHAA CUCTEMA OPraHN3aLLMOHHO-PACNOPAANTEIbHON
AOKyMeHTaumn. TpeboBaHMA K 0pOPMAEHUIO JOKYMEHTOBY

c. Anb6om YHUPULMPOBAHHBIX GOPM NEPBUYHOM YYETHOMN AOKYMEHTALMM NO yYeTy TPYAa M ero onaaTsl,
yTBepXAeHHbIM MocTaHoBAeHMem FockomcTaTa Poccum

d. FocypapcTBeHHaA cucTema AOKYMEHTaUUOHHOMo obecneyeHuns ynpaBaeHuA. OCHOBHbIE NONOXKEHMUA.
O6U.I,Vle Tpe6OBaHVIﬂ K AOKYMEHTaM U CJ'Iy)K6aM AOKY-MEHTaUMOHHOIo obecneyeHus

Bonpoc 3

Kakoi cucteme AOKYMEHTALMM COOTBETCTBYET C/leAyHoLLan XapaKTepucTnka: «3To COBOKYMNHOCTb
B3aMMOCBA3aHHbIX OKYMEHTOB, B KOTOPbIX 3apUKCMPOBaHbI 3Tanbl TPYAOBOM AeATENbHOCTU paboTHUKa,
pacyeToB Mo onnaTe Tpyaa».

BbibepuTe 0auH OTBET:



a. NepBMYHAA y4eTHas byxrantepckasa LOKyMeHTaumA
b. LOKYMeHTaumMa No IMYHOMY COCTaBy
C. OpPraHM3auUMoOHHO-NPABOBaA AOKYMEHTaLMA
d. pacnopsaauntenbHasa OKyMeHTaLMA
Bonpoc 4
Kakune pyHKLMM He CBOMCTBEHHbI NEPBUYHOM YYETHON AOKYMEHTALMM NO IMHHOMY COCTaBy:
Bbibepute oanH oTBET:
a. y4eT UCNOJIHEHHBIX U HEUCMONHEHHbBIX JOKYMEHTOB
b. yueT pacyetoB c nepcoHasom no onnaTe TpyAa
C. yYeT Kagpos
d. yyeT ncnonbsoBaHuA pabouero BpemeHu

Bonpoc 5

B KaKux opraHumsauuax moxket HE BecTucb KaapoBas AOKYMeHTauus:
BbibepuTe 04MH OTBET:

a. B aKUMOHEPHbIX 0bLecTBax

b. B HEKOMMEPUYECKMX OpraHM3aLmax

C. B Ka3eHHbIX roCy4,apCTBEHHbIX YUpeXAeHUAX

d. KaapoBas AOKYMeHTauus BeeTca BO BCEX OpraHM3aumax He3saBUCUMO OT UX
OpraHM3aUMOHHO-NPaBoOBOM GopPMbI

Bonpoc 6

Kakoi foKyMeHT aBnseTca 0653aTe/IbHbIM MPU AOKYMEHTUPOBAHMM TPYAOBbLIX OTHOLLIEHUIA MEXay
paboTHMKOM 1 paboTogaTenem:

BbibepuTe 04MH OTBET:
a. pexxum Tpyaa
b. 4ONKHOCTHAA MHCTPYKLMA
C. KOINEKTUBHBI J,0roBOp
d. TpyaoBas KHUXKKa

Bonpoc 7



Ha KaKkoi MaKCMMasIbHbIN CPOK MOXKET BbITb 3aK/HOMEH CPOYHbIN TPYL0BOMN A0OrOBOP:
Bbibepute oauH oTBeT:
a. He bonee Tpex net
b. He 6onee roga
C. He bonee gecatu net
d. He Bonee naTu net
Bonpoc 8
Kakoli fOKyMeHT TpebyeT BMU3bl 03HAKOMIEHUA PaBOTHMKA C LOKYMEHTOM:
Bbibepute oanH oTBET:
a. KOMaHAMPOBOYHOE YA 0CTOBEPEHME
b. yueTHas nnyHasa KapTouKa
C. NpUKa3 o npueme Ha paboty
d. Tpyaosoi gorosop
Bonpoc9
Ha Kakux paboTHunkos HE 3aBogmMTCcA AMUHan KapTouKa:
Bbibepute oanH OTBET:
a. 3aBOAMUTCA Ha Bcex paboTHMKOB NpeanpuaTua 6es UCKAYeHUs
b. Ha pabOTHWKOB, NPUHATbIX Ha PAabOTY NO COBMECTUTENLCTBY
C. Ha pabOTHUKOB, MPUHATbIX HA BPEMEHHYIO paboTy
d. Ha paboOTHMKOB, MPUHATLIX HA NOCTOAHHYIO paboTy
Bonpoc 10
KaKol fOKYMEHT COCTAaBAAETCA B ABYX IK3EMNAAPAX:
Bbibepute oanH OTBET:
a. yYeTHan IMYyHas KapTouKa
b. npukas 06 yBonbHEHUU
C. TPYA0BAA KHUMKKa
d. TpyaoBon gorosop
Bonpoc 11

KTo opopmnsaeT ydeTHble ANUYHbIE KapTOUYKMK:



Bbibepute oauH oTBeT:
a. paboTHUK
b. pykoBoauTenb CTPYKTYpHOro noapasaeneHus
C. 3aMecCTUTE/Ib PYKOBOAUTENA OpraHmn3aumum
d. paboTHMK No Kagpam
Bonpoc 12

Kakoi fLOKYMeHT SIBNSIeTCA OCHOBHbIM JOKYMEHTOM O TPYA0BOW AeATEIbHOCTU U O TPYAO0BOM CTaxKe
paboTHuMKa:

Bbibepute oanH oTBET:

a. y4yeTHasa IMYHan KapTouKa

b. neHcnoHHoe yaocToBepeHue

C. CTPaxoBOe CBNAETENbCTBO rOCYAapCTBEHHOIO MEHCMOHHOrO CTPaxXoBaHNA

d. Tpy£oBas KHWXKKa
Bonpoc 13

CKONbKO TPYA,0BbIX KHUMKEK MOXKET MMeTb pabOTHMK COrNacHoO TPyA0BOMY 3aKOHOAATENbCTBY:
BbibepuTe oamH oTBeET:

a. KO/IMYECTBO TPYAOBbIX KHUMKEK ONpesenseTcs KoMYecTBOM OpraHM3aLmi, B KOTOPbIX HA AaHHbIN
MOMEHT opopm/ieH PaboTHUK

b. He 6bonee aByx

C. He bonee nNATK

d. ogHy
Bonpoc 14

Kakue BuAbl ANCLMNAMHAPHbIX B3bICKAHWI BNUCLIBAOTCA B TPYAOBYIO KHUMNKKY:
Bbibepute oanH OTBET:

a. YBOJIbHEHUE

b. Bce BUAbI ANCLUNIMHAPHDBIX B3bICKAHMI BNUCLIBAOTCA B TPYLOBYHO KHUMKKY

C. CTPOruni1 BbIFrOBOP

d. B3bICKaHMA B TPYA0BYO KHUXKKY HE 3aNMCbIBAlOTCA

Bonpoc 15



B KaKom ciyyae BO3MOXKEH Npmem Ha paboTy 6e3 Tpya0BOM KHUKKMU:
Bbibepute oauH oTBeT:
a. Npu npueme Ha paboTy AnLy, AOCTUILNX COBEPLUEHHONETUSA, HO ABAAIOLLMXCA CTYAEHTAMM U YHALLMMMUCA
b. npu npueme Ha paboTy Anu, 6e3 onpeaeneHHOro MecTa XXUTenbCTBa
c. 6e3 Tpya0BOM KHUXKKM Npuem Ha paboTy He gonycKaeTca
d. npu npneme Ha paboTy 1L, He AOCTUTLIMX COBEPLUEHHO/IETUA
Bonpoc 16

KaKoli OKYMEHT He BXOAMT B KOMMNEKT OKYMEHTOB O KOMaHAMPOBaHUM C KOA4O0BbIM 0603HaYeHMEM
dopmbl T:

Bbibepute oanH oTBET:

a. NPUYKa3 (pacnopsayKeHne) o HanpaBJeHNN OTAENbHOTO PabOTHMKA UM TPyNMbl PabOTHUKOB B
KOMaHZANPOBKY

b. KomaHANpPOBOYHOE yaOCTOBEpPEHUE paboTHMKA

C. Cny*kebHoe 3afaHne C OTYETOM O €ro BbINOJHEHUMU

d. aBaHcoBbIl oTYET
Bonpoc 17

KaKoli OKYMEHT ABNAETCA U3NULWHUM NPy 0GOPMAEHUN OTNYCKa:
Bbibepute oanH OTBET:

a. 3anmncKa-pacyeT 0 NpeaoCcTaBAeHNN OTMYCKA PaBOTHUKY

b. TpynoBsoli gorosop

C. NPUKa3 (pacnopaxeHWe) o NPesoCcTaBAEHMM OTNYCKa

d. rpadmk oTnyckos
Bonpoc 18

KaKoli OKYMEHT HeNb3s OTHECTU K IMYHBIM AOKYMEHTAM:
Bbibepute oanH OTBET:

a. aBTobUOrpadums

b. pestome

C. XapaKTepUCTMKa

d. AanyHas KapTO4Ka



Bonpoc 19

Kakomy IOKyMeHTY No IMYHOMY COCTaBy COOTBETCTBYET OTpaxeHue Creayiolasn xapakTepucTuka: «Tekct
3TOro AOKYyMEHTa COCTOMUT M3 ABYX YacTei: BBOAHOM, rae yKasbiBaloTca pamuana, Mma, OT4ECTBO, rof,
poxkaeHus, obpasoBaHne, AOMKHOCTb, CTPYKTYPHOE NoapasaeneHne, cTax paboTbl Ha NpeanpuaTum;
OCHOBHOW 4YacTu, rae yKasbiBaloTCcA Ae/10Bble KayecTBa, OTHOLWEHMeE K paboTe, npodeccroHanbHbIl POCT,
Ha/Nn4yuMe Harpag, NooWPEeHUIA, OTHOLIEHWSA C COTPYAHUKAMMU Y.

BbibepuTte ogMH OTBET:
a. XapaKTepucTuka
b. cnpaBKa c mecTa paboTbl
C. NpeAcTaB/eHe Ha NooLpeHne
d. aBTobumorpadusa
Bonpoc 20

Kakomy BUAY AOKYMEHTa COOTBETCTBYET C/IeAYHOLLAn XapaKTepucTuka: «31o odpumumanbHoe obpalleHme
U@ (UM HECKOMIbKMX /L) B YUPEXRAEHUE UU K SOKHOCTHOMY /INLY
KOHCTaTMPYHOLLEe-X0A4aTalCTBYOLLEro XapaKTepa B Le/IfAX peannsaunm ero (Mx) npasa uam 3akOHHOro
WHTepecay.

BbibepuTe 04MH OTBET:
a. nMcbmo-npocbba
b. nncbmo-3anpoc
C. AOKNagHasA 3anncKa
d. 3asBneHune

Bonpoc 21

Kakas A3bikoBas popmyna ymecTHa B 3aiBNIEHUU:
Bbibepute oauMH OTBET:

a. «npoly Bawero cornacus Ha...»

b. «Becbma ybeaunTenbHo Bac npowy»

C. «B MOeli npocbbe NpoLly He O0TKaszaThb...»

d. «3apaHee npu3HaTeneH»

Bonpoc 22



Ha Kakom BuUAe ANYHbIX LOKYMEHTOB 0pOpMSeTCs agpecar:
Bbibepute oauH oTBeT:

a. pestome

b. noBepeHHOCTL

C. 3aAB/IeHMEe

d. xapakTepuctmka

Bonpoc 23

Kakomy 4OKYMEHTY COOTBETCTBYET C/IeAyI0LLan XapakTepncTnka: «3To NMMCbMEHHOEe MoJIHOMOUHE,
Bbl4aBaeMOE OAHMUM JINLLOM (YUpeskaeHnem) apyromy AuLy Ana npeacraBuTebcTea nepes TPeTbMm
IMLOMY.,

BbibepuTe 04MH OTBET:
a. cnpasKa

b. 3asBneHne

C. pacnucka

d. poBepeHHOCTb

Bonpoc 24

Kako# AOOKYMEHT ABNAETCA JOKYMEHTOM MO IMYHOMY COCTaBy, coaep*alwnm onncaHne XapakTepHbIX 1
OT/IMYUTEJIbHbBIX HEPT U Ka4eCTB pa6OTHMKa n 0Tpa>+<a}ou.|,v1i/'1 MHEeHWEe aAMUHUCTPAUNN O HEM!

BbibepuTe 04MH OTBET:
a. buorpadus
b. oT3bIB
C. peueHsusa
d. xapaKkTepuctuka

Bonpoc 25

Kakoi MaKcMmanbHbI CPOK AeNCTBMA MOXKET BbITb YKa3aH B OBEPEHHOCTH:
BbibepuTe 0auH OTBET:

a. He bonee roga



b. He 6onee aByx net
Cc. He bonee Tpex net
d. He 6onee nAaTK net

Bonpoc 26

B TeyeHMe KaKoro Cpoka [,0BepeHHOCTb COXPAHAET CUJY CO AHA BblJauun, €CIN CPOK ee AeNCcTBUA B CaMoM

[OBEPEHHOCTM He yKas3aH:
Bbibepute oanH oTBET:

a. B Te4yeHwue nosyroga

b. B TeueHue Tpex net

C. BTeyeHue O4HOro roaa

d. Takan goBepeHHOCTb ABAeTcA beccpoyHon

Bonpoc 27

Kakas noBepeHHOCTb TpebyeT HOTapuaNbHOro YA0CTOBEPEHUA:
Bbibepute oanH oTBET:

a. Ha nosiyyeHue 3apaboTHOM NAaThl

b. Ha NnonyyeHue BKnaga B 6baHkKe

C. Ha pacnopaxeHne UMyLLLECTBOM

d. Ha nony4YeHne AeHeXKHOM 1 NOCLINOYHOM KoppecnoHAeHUNN

Bonpoc 28

B KakOom cnyyae yupexgeHume nmeeT NpaBo YA0CTOBEPATb AOBEPEHHOCTb Ha NOJIyYeHUe AeHeXHOro BKaaaa

B baHKe:
Bbibepute oanH oTBET:

a. ec/in aoseputenb HaxoanTcA Ha CTaUMOHAPHOM U3Ne4YeHNN, HO ABNAETCA pa6OTHMKOM AaHHOTOo
yypexaeHua, n imyo, KOToOpomMmy OH A0BEPAET, TaKXKe ABNAETCA pa60THMKOM AOaHHOro yypexaeHua

b. ecnn AoBepuTenb He ABNAETCA pa6OTHVIKOM AaHHOro yypexaeHua, a inuo, KoOTopomy OH JoBepAeT,
ABNAETCA pa6OTHMKaMVI AaHHOTO yvypexaeHuna

C. eC/In foBepuTesab U INLLO, KOTOPOMY OH A0BepAeT, ABAAKOTCA rpakaaHamm Poccum, Xota n He ABNALOTCA
pa6OTHVIKaMM AaHHOrIo y4ypexageHua



d. ecan poseputens asasetca PpaboOTHUKOM AAHHOTO YUPEXAEHUSA, @ NLLO, KOTOPOMY OH A0BepAeT, He
ABAAETCA PaOOTHUKOM AaHHOrO yUYpeKaeHuUn

Bonpoc 29

Kakoe Bpems (B Yacax) OTBOAMTCA HA MOATOTOBKY MOJIOMEHWUA O CTPYKTYPHOM NnoApasgeneHmmn?
a) 12,3

6) 20

B8) 20,7

r) 150

Bonpoc 30

Ha3oBuMTe HOPMaTUBHbIN COCTaB AEWCTBUI MO NOATOTOBKE MHCTPYKLUU MO SOKYMEHTALMOHHOMY
ob6CcnyKnBaHUIO (4eNonponsBoacTBy).

a) M3y4yeHne HOPMATUBHO-METOAMYECKOM M NPaBOBOMN INTEPATYpPbI U LUITATOB $peaepanbHOro opraHa,
bYHKLMIM 1 33434 NoApa3aenieHnid, 3aHATbIX 4OKYMEHTALMOHHbIM obecrneyeHrem ynpaBieHns, NoArOTOBKa
WHCTPYKLUMW, KOPPEKTUPOBKA, NeYyaTaHue, yTBEPKAEHWNE, Pa3MHOMKEHUE;

6) N3y4eHne NPaKkTuKn pa6OTbI KOnnernaabHOro opraHa, TeXHONO0rMn NoArotoBKM matepmnanos 414 ero
q)YHKLI,VIOHVIpOBaHMFI,' noAroToBKa NPOEKTa pernameHTa, CornacoBaHume Co CTPYKTYPHbIMU
nogpasaeneHnamu; nevyaTtaHune, yrsepxgeHne, pasMmHoOXeHne, paccbl/ika,;

B) cbop Tabenen yHUPpULMpPoBaHHbIX GOPM AOKYMEHTOB CTPYKTYPHbIX NoApasaeneHnin peaepanbHbix
OpPraHOB MCMONHUTENIbHOM BNACTW, aHaIN3 BbifBJIEHHOrO KOMMAEKCA YNPaBIeHYECKUX AOKYMEHTOB;
onpeaeneHune LenecoobpasHoCTM CO34aHMA U NPUMEHEHUA KOHKPETHbIX [LOKYMEHTOB. BbliB/IeHWE COCTaBa
HeYHUOMUMPOBaHHbIX GOPM AOKYMEHTOB, UCKOYEHUe Ay6aMpyembiX LOKYMEHTOB U HEMPABOMEPHO
NCMoab3yemMblix GOpPM LOKYMEHTOB, FPYNNMpPoBKa GOPM AOKYMEHTOB N0 GYHKLMAM W yNPaBAeHYECKUM
3aj,a4am, NOArOTOBKA, COMIacoOBaHMNE U YTBEPKAEHUE eAUHOro Tabena yHUULMPOBaHHbIX GOpMm;

I') Nn3y4yeHne HOPMaTUBHbIX MPaBOBbIX aKTOB METOANYECKUX OOKYMEHTOB, NOArOTOBKA MHCTPYKUUNU,
cornacosaHue, KOPpPeEKTUPOBKa, NevyaTaHne, pasaMmHOXXeHUe.

IIpakTuyeckoe 3axanue K Teme 2.4

3anonHMTe KapTy CaMOOLLEHKM 340poBoro obpasa xu3Hu (30XK) (cm. Tabamuy) cybbekToB
ynpaB/ieHYeCKOro npouecca 1 caenanTte BbiBoAbl 0 CBOeM 06pase KU3HM KaK COCTaBAAoLLLEN
YyesIoBEeYECKOro KanuTana. Kakme pekomeHaaunm Bbl ganm 6bl cebe gaa NoBbILEHWA CBOEro Ye/10BEYECKOrO
KanuTtana B NAaHe 340poBbA? Kakunx AeiiCTBUI Bbl XKAeTe OT cBoero byayuiero pabortogatens ¢ TOUKK
3pEeHUA COXPaHEHMA N BOCMPOU3BOACTBA 340P0BbA PabOTHMKOB cAy»Kbbl [LOY?

B KaKom A0OKyMeHTe cienyeT 3aKpenuTb TpeboBaHUA K cob0AeHUI0 340p0BOro 06pasa KU3HK
paboTHMKOB OpraHmn3aLmmn (C TOUKM 3peHns paboTHMKOB 1 paboTogaTtens)?

NeNe | Cocrasnatwouwme (30X) yenoseKka u OueHKa 30X B bannax Oo6wui CpeaHunii

No3MLUMM NO KaxKA0MN cocTaBaAoLLem 6ann 6ann
n/n 4 3 2 1 0




NeNe | Cocrasnatwoume (30X) yenoseKka u OueHka 30K B bannax Oo6wui CpegHum
MO3ULMKM NO KaXKA0M COCTaBAAOLLEN 6ann 6ann
n/n 4 3 2 1 0
1. Cob6ntopeHune NNYHOM rurueHbl
1.1. vrnenbl Tena
1.2 vrnenbl ogexabl
1.3. MMrmeHbl noctenun
1.4. fMrmeHbl XXuamwa
1.5. 'MrueHa ceoero paboyero mecra
2. PauvoHanbHoe nuTaHue
2.1. BanaHc B nMweBom paumoHe 6e/KoB,
KUPOB U YrN1eBoA0B
2.2. Hannume B nnwe BUTaMNHOB
2.3. Hanuuune B nuLLe MUHEpPANbHbIX
BELLECTB
2.4. MpupoaocoobpasHbli s HANBMAA
obbem nNuLm
2.5. MpupoaocoobpasHbli s HANBMAA
COCTaB NULLK
2.6 MpupoaocoobpasHbii N5 UHANBUAA
peXum NUTaHuA
2.7. MNpeobnagaHue B NULLEBOM paLMOHe
HaTypanbHbIX («KUBLIXY») NPOAYKTOB
3. OBuxeHue
3.1 ExkeaHeBHOE BbINO/IHEHWUE YTPEHHEN
3apAaKu
3.2. BbinonHeHMe cneymnanbHo
TMMHACTUKM B TeYEHWNE AHA
3.3. 3aHATME KaKMM-1MB0o BMAOM crnopTa
ONA 340P0BbA
3.4. OpraHmnsauma cBonx 0b6bIYHbIX

NBUKEHUN C y4eToM TpeboBaHuUi
dU3nMYecKom KynbTypbl




NeNe | Cocrasnatwoume (30X) yenoseKka u OueHka 30K B bannax Oo6wui CpegHum
MO3ULMKM NO KaXKA0M COCTaBAAOLLEN 6ann 6ann
n/n 4 3 2 1 0
4. 3akanusaHue
4.1. BbinonHeHWe crneymanbHbIX
3aKaMBatoLWLMX Npoueayp
4.2. 06/1MBaHME XO/I04HOM BOAOWM
4.3. PerynapHble NpPOryakn Ha cBeXxem
BO3ayxe
4.4. Opexaa no cesoHy 1 no noroge
4.5. PerynapHoe noceuwieHne 6aHu
5. OTcyTcTBME BpeaHbIX NPUBbIYEK
5.1. TabaKokypeHus
5.2. 3n10ynoTpebaeHns afkorosiem
5.3. HapKkoTuyeckoi 3aBMCMMOCTH
6. PexXum Tpyaa n otabixa
6.1. CobntogeHne Hopm YyepenoBaHus
bM3MYECKOro 1 YMCTBEHHOIO TpyAa
6.2. BbinonHeHWe BO BPEMSA YMCTBEHHOM
PaboTbl cneunanbHbIX MeEPONPUATUN,
CHUMAIOLLNX YMCTBEHHOE
nepeHanpsaxkeHue
6.3. BbinonHeHWe cBOen Tpya0BOM
neAaTenbHOCTU ¢ ydeTom TpeboBaHuMi
HOT (Hay4HOW opraHusauuu Tpyaa)
6.4. MoNHOUEHHbIN COH
7. MNcuxonornueckuin komoopT
7.1. YMeHMe coxpaHATb UK 6bICTpo
BOCCTaHaBAUBaTb AylWeBHOe
paBHOBecue
7.2. YMmeHne BUAETb NONOXKUTENbHOE B
OKpyXKatowem mupe
7.3. YMeHue CTponTb rapMOHUYHbIE
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Cocrasnawoume (30X) yenoseKka u
MO3ULMKM NO KaXKA0M COCTaBAAOLLEN

OueHkKa 30X B bannax

4

3

2

0

OTHOLWIEeHUA C OKpYyXakownmu nroabmu

7.4. MpuHATHE CBOUX HEAOCTAaTKOB KakK
HensberKHOro cneacTems
4YesIoBeYECKON NpUpoabl

7.5. YMeHne n3snekaTb NONOXKUTENbHbIE
YPOKM U3 CBOUX KU3HEHHbIX CUTYaLMI

7.6. YMeHne npuHMMaTb C MUPOM KU3Hb U
OKpY*Katowmii Mup

7.7. CTpemneHue K
CaMOCOBEpPLUEHCTBOBAHUIO

7.8. YMeHuMe CToMKo NnepeHocnTb
nopakeHuA U XKU3HEHHble HeB3roapl

7.9. ONTMMUCTUYECKOE MUpOBOCIPUATHE

7.10. |YpoBneTBOpEHHOCTb cBOen cyabboit B
uenom

7.11. [YmeHue nepexmsaTb B }KU3HMU
pafocTb

7.12. |YAoOBNeTBOPEHHOCTb CBOEM NOM0BOM
NPUHASNEKHOCTbIO

7.13. [TonepaHTHOCTb

Oo6wui
6ann

CpeaHuit
6ann

NTOro

WUTOTOBbIA KOHTPO/Ib 2 KYPC

KoHTponbHasa paboTa 2 Kypc)

1. Bbl pyKoBOAMTEIb SKOHOMUYECKOTO OTAEeNa. Bam Heobxoanmo nponHGopMmUpoBaTh pyKoBoAUTENA

opraHusaumm o0 TOm, 4To 3aM. oTAaena no AXY He BbINOAHAET NpeanmcaHna no obecneueHunto pa6oqu MecT

NPpUHTEPAMU, UHTEPHETOM U B KabuHeTe Bawero oTAenNa He nposeaeH KOCMETUYECKNN PEMOHT. Od)OpMMTe

COOTBETCTBYHOLWWM 7 AOKYMEHT.

2. Bbl onosganu Ha paboTy Ha 2 Yaca. PykoBoactso notpeboBsano oT Bac 06bscHeHuMI. Opopmute

COOTBETCTBYIO UJ,MVI OOKYMEHT.




3. OTpeaaKkTMpyiTe TEKCTbI CAeayowmx 4oKymeHToB. CocTaBbTe UX NPaBUJIbHbIM BapuaHT.

Bonpocbl K 3aueTty 2 Kypc

1. MNoHATME cncTemMbl AOKYMEHTaUMK. IcTopuyeckoe pasBuThe CUCTEM AOKYMEHTaLUMN.

2. OCHOBHble PYHKLMOHAMbHbIE CUCTEMbI AOKYMEHTauMn B Poccuiickoin Pepepaunn.

3. CraHgapT13auma n yHUbMKauma 4OKYMEHTOB. YHUPULMPOBAHHbIE CUCTEMbI SOKYMEHTALUN.
4, KnaccudmkaTopbl OKYMEHTUPOBAHHOW MHPOPMaLMN.

5. OpraHusaumMoHHOo-pacnopaanTesibHan gokymeHTauma. OK 011-93 «O6wepoccuiickuit

KnaccuduKaTop ynpaBaeHYECKON JOKYMEHTALUUY U OTPaXKEHME B HEM YHUPULMPOBAHHOM CUCTEMbI
OpraHM3auUMOHHO-PacNopAAUTENbHOM AOKYMEHTALMN.

6. Tunbl LOKYMEHTOB, UX KNaccudukaumu,

7. JLOKYMEHT KaK ccTemMa. BHeLWHAA U BHYTPEHHSAA CTPYKTYpa AOKYMeHTa: 06LLan XxapakTepucTmka.
8. lOpupmueckas cuna SOKymeHTa. HopmaTnBHO-MmeToguueckan 6asa odopMaeHUsa JOKYMEHTOB.

9. CTpyKTypa ynpaBaeHYecKoro 4oKyMeHTa. PEKBM3UT 1 popmMynsap AOKYMEHTa, UX pasBuTHeE.

10. dopmynap-obpasel, OpraHM3aLMOHHO-PACNOPAANTENBHOTO AOKYMEHTA: 06LLan XapaKTepUCTUKa.
11. TpeboBaHMA K 6naHKam OpraHM3auMoHHO-PaCcNopPAAUTENbHbIX A4OKYMEHTOB.

12. TpeboBaHMA K 0GOPMIEHUIO PEKBU3NUTOB 3aro/I0BOYHOM YacTu

OpraHM3auMoHHO-pacnopAanTENbHbIX O0KYMeHTOB cornacHo FOCT P 7.0.97-2016

13. TpeboBaHMA K 0pOPMAEHMIO PEKBU3UTOB COAEPHKATENBHOM YacTH
OpraHM3auMoHHO-pacnopAanTENbHbIX A0KYMeHTOB cornacHo TOCT P 7.0.97-2016

14. TpeboBaHuMA K 0pOpMAEHUIO PEKBM3UTOB OGOPMAAIOLLEN YaCcTH
OpraHM3auMoHHO-pacnopAanTENbHbIX O0KYMeHTOB cornacHo TOCT P 7.0.97-2016

15. TexHUYeckme TpeboBaHNA K 0pOPMAEHUIO PEKBU3UTOB OPraHM3aLMOHHO-PACNOPAANTENbHbIX
[OKYMEHTOB.
16. OpraHu13aLMOoHHO-pacnopaanTebHan AOKYMeHTauua: obwme ceegeHus.

Bonpocol K 3a4eTy 3 cemecTp 2 Kypc

1. OpraHI/ISaHI/IOHHO'HpaBOBaH JAOKYMCHTAI U O6IJ_II/IC CBCICHUA.

2. CocraBleHue u O(I)OpMJIeHI/Ie OCHOBHBLIX BUJIOB YUYPCAUTCIBbHBIX JOKYMCHTOB.

3. CocraBieHue U OCI)OPMJ'IeHI/Ie HOHOX(GHHﬁ, IOTATHOI'O  pacCllMCaHus, IpPaBUJI
BHYTPCHHCTO TPYAOBOT'O pacCriopsjaka, HHCTPYKHHﬁ, AIMUHUCTPATUBHOTO PCriIaMCHTA.

4. PaCHOpH,Z[I/ITCJILHaﬂ JOKYMCHTAIUA: 0611_18.5{ XapaKTCpUCTUKA.

5. CocraBlieHHE U O(I)OpMJICHI/IC pacrnopsauTCIIbHBIX OOKYMCHTOB, H3JdBACMbIX Ha
NpUHOHIIAX CIUHOHAYaINA.



10.

11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,

CocraBnenne u o(oOpMIICHHE PACHOPSIUTENBHBIX JOKYMEHTOB, H3aBa€MBIX Ha
MIPUHIIAIIAX KOJIIETUATHHOCTH.

CocraBnenue 1 0(hopMIIeHHE TPOTOKOJIOB.

JlenoBasi mepenucka: oOIue CBEeAeHUs, KiIacCH(UKaLWs, poJib B YIPaBICHUYECKOM
NeSATeNbHOCTH, (YHKIIUH. 3aKOHOAATEIBHOE PETYITHPOBAHNE AETIOBOI MEPETUCKH.
CpenctBa CBSI3M, HCIOJB3yeMbIe JUISI JOCTaBKH JIEIOBOH  KOPPECTIOHACHITUH.
TpeboBanus K TOKYMEHTaM, IepelaBaeMbIM 110 KaHaJlaM 3JIEKTPOCBSI3H.

OOmue TpeboBaHUS K COCTABJICHUIO U O(OPMIICHHIO JEJIOBBIX mMuceM. KoMmmo3umus
TEKCTa, A3bIK, CTUJIb, STUKET JICJIOBOTO MUChMA.

TpeGoBaHwMsI K IETOBBIM MTHChMaM, CBS3aHHBIM C PacTPOCTPaHEHHUEM HH(POPMAITHH.
TpeOGoBaHMs K JCTOBBIM MTUChMaM, CBSI3aHHBIM C OOpAIEHUSIMU TI0 BBIMOJTHEHUIO TEX
WJIA UHBIX JEHCTBUH WU OKA3aHUIO YCIIVT.

TpeOGoBaHMsI K MICHBMaM-OTBETaM.

TpeboBanus K MMCHMaM MPETEH3MOHHOTO XapaKTepa.

TpeGoBaHwMsI K ICTIOBBIM MHChMaM, CBSI3aHHBIM C BBIPQXKCHUEM BHUMAHUS M YIaCTHSI.
TpeOoBaHMs K peKOMEHIATESILHBIM ITHCHMaM.

TpeGoBanMs K COMPOBOAUTEIIHLHBIM MTHCHMAaM.

TpeboBanust K 0(OPMIICHUIO aKTOB.

TpeboBanus k 0popMIIEHUIO AOKIAIHOMN, CITyKEOHOU U 0OBACHUTENIBHOMN 3aIIUCOK.
TpeboBanus kK 0pOPMIIEHHIO CIIPABOK.

TpeboBanus K 0(hOPMIICHUIO CBOJIOK, 3aKIFOYCHHH, OT3HIBOB.

TpeboBanus kK 0(OPMIICHUIO TIEPEUHEHN, CITUCKOB.

TpeGoBanus K IEPBUYHON YUETHOU JOKYMEHTAIIUH TI0 JIMYHOMY COCTaBY.

TpeGoBanus K YaCTHBIM (JIMYHBIM) JOKYMEHTAM.

UToroBbiii TecT 3a 2 pasgen

Bonpoc 1

KTo opopmasaeT yueTHble INUYHbIE KaPTOYKMK:

BbibepuTe 04MH OTBET:

a. paboTHMK No Kagpam

b. pykoBoAUTENb CTPYKTYPHOrO NogpasaeneHums

C. 3aMeCTuUTENIb pyKOBOAUTENA OPraHn3aunn

d. paboTHUK

Bonpoc 2

CornacHo CTaHAapPTU3NPOBaHHOMY onpeaeneHuto, Bna NMCbMEHHOTO AOKYMEHTa — 3TO:

BbibepuTe 0aMH OTBET:

a. opULMaNbHbIA AOKYMEHT, CO34aHHbIA B MMCbMEHHOM BUAe



b. HaMmeHoBaHMe AOKYMeEHTa, 0GOPMNEHHOIO MO YCTaHOBAEHHbLIM MPaBMAaM MAWMHOMMCHBIM CNOCOH60OM

C. NTPUHaANEXHOCTb MNCbMEHHOIo AOKYMEHTA K CUCTeMEe AOKYMEHTAL MK NO NPU3HakKam coaepaHna 1
L,enesoro HasHav4yeHumaA

d. pa3HOBUAHOCTb AOKYMEHTA, NCMOIHEHHOTO rpaduUUeckumm 3Hakammn — bykesamu, undpamu,
neporandamm

Bonpoc 3
CornacHo CTaHAapTU3NPOBaHHOMY onpeaeneHnto, yHubumumposaHHaa Gopma OKYMEHTa — 3TO:
Bbibepute oanH oTBET:

a. MHpopMaLmA, 3aNMCaHHas HA PA3/IMYHbIX HOCUTENAX NO YCTAHOBNEHHbIM NPABUAAM

b. COBOKYMNHOCTb PEKBU3UTOB, YCTAHOBJ/ZIEHHbIX B COOTBETCTBUU C pellaeMbiMA B lCI,Z:IHHOIL/:I cd)epe
AeATENbHOCTU 3a4a4aMU U PACNOJIOKEHHDIX B onpegeneHHom nopAaaKke Ha Hocutene MHd)OpMaLI,MI/I

C. H360p PEKBU3NTOB OCbVILI,VIafIbHOI'O NMNCbMEHHOIO A0OKYMEHTA, PAaCNO/I0OKEHHbIX B OI'IpE,CI,EI'IEHHOVI
nocnenoBatesibHOCTH

d. Habop peKBU3NTOB, NAEHTUPULMPYIOLLMX aBTOPA OPULMANBHOTO MMCbMEHHOTO AOKYMEHTa

Bonpoc 4
YHUUKaALMA LOKYMEHTOB — 3TO:
Bbibepute oanH OTBET:
a. NpUMeHeHue TabauL, 1 aHKeT
b. onpeneneHune nopagka opopmaeHUs LOKYMEHTOB
C. CBeAEHNE K MUHUMYMY Pa3Hoo6pa3mnsa BUaoB 1 Gopm SOKYMEHTOB

d. paspaboTKa «wabsoHa» AOKYMEHTa

Bonpoc 5
CornacHo CTaHAapTU3NPOBAaHHOMY ONpeaesieHNI0, OpPraHM3aLMOHHO-PACNOPAANTENbHBIN LOKYMEHT — 3TO:
Bbibepute oanH OTBET:

a. OKYMEHT, CO34aHHbIN OPUANYECKUM UAKU GUIUYECKUM NNLOM, ODOPMIEHHbIN N YA0CTOBEPEHHbIN B
YCTaHOB/IEHHOM NOPALKE U UCMONb3YEMbII B TEKYLLEN AEATENbHOCTU OpraH13aumnm

b. B4 MMCbMEHHOIO JOKYMEHTa, omamarou.mﬁ AOKYMeHTUpPOBaHWNe
OpFaHMBaLLMOHHO-paCHOpFlp,MTeﬂbHOVI AeATeNbHOCTU OPraHos, OpFaHVI3aLl,VIVI N AO0/IKHOCTHbIX L,



C. BUA, NUCbMEHHOI0 AIOKYMEHTA, B KOTOPOM QUKCUMPYIOT pelleHne aaMUHUCTPATUBHbIX U
OpraHM3aLUMOHHbIX BOMPOCOB, a TaKXKe BOMNPOCOB yrNpaBaeHMs, B3aMMoAencTema, obecneyeHmns u
peryiMpoBaHuns AeATe/IbHOCTU OPraHoB BAACTU, YUPEXKAEHUI, NpeanpuaTUin, opraHnusaummn, ux
noapasaeneHuin n AoAKHOCTHBIX L,

d. NnepBUYHbIA, MMHUMAJIbHBIA 3N1EMEHT CUCTEMbI OPraHN3aLLMOHHO-PACNoPAAMTENBHON AOKYMEHTaL MK

Bonpoc 6

Kakue nogcuctembl HE BXogAT B cMCTEMY OpraHM3aLMOHHO-PacnopAaUTEeIbHOM AOKYMEHTALMK:
Bbibepute oanH oTBET:

a. OpraHM3aLMOHHO-NPaBOBaA AOKYMEHTaLMA

b. nnaHoBas goKymeHTaLMA

C. pacnopaguTeibHaa fOKYMeHTaumaA

d. MHGOPMALIMOHHO-CNPABOYHAN AOKYMEHTaumA

Bonpoc 7

B Kakom KogoBoM 0603HauYeHUn yHUdUUMpoBaHHOM dopmbl AokymeHTa 05080819, cornacHo OKY/, BepHO
OTparkeHbl LMdpoBble NPU3HAKK KnaccubuKaLmm:

BbibepuTe 04MH OTBET:

a.19- KOHTPO/IbHOE YNCN0, KOTOPOE BBOAUTCA BO nsbexaHue owmnboK npu CHNUTbIBAHUN N NCNONTb3YETCA
npu nposepke 3anncn Koaa

b. 80 — nogKnacc popmbl, T.e. 06LWHOCTb CoAEPKAHNA MHOMKeCTBa GOPM LOKYMEHTOB M HanpaBAeHHOCTb
WX UCMO/Ib30BaHMA

c. 050 — Knacc popmbl, T.e. NPUHAZNEKHOCTb YHUPULMPOBAHHOM GOPMbI LLOKYMEHTA K COOTBETCTBYHOLLEN
YHUOULMPOBAHHON CUCTEME AOKYMEHTaUUK

d. 081 — permcTpaLMoHHbI Homep YHUOULMPOBAHHOW GOPMbI 4OKYMEHTA BHYTPU NoAKAacca

Bonpoc 8
Ha Kakue Tunbl noapa3fenatoTca AOKYMEHTbI NO NPOUCXOKAEHUIO:
Bbibepute oanH OTBET:

a. Bxoaawme/mcxogaime/BHyTpeHHME

b. uHguemayanoHble/TpadapeTHbie/ TMNOBbIE



C. nuHble/ odmumanbHble

d. obuiepocTtynHble/ KoHPUAEHUMANbHbIE/ CEKpeTHble

Bonpoc 9

KaKoli fOKYMEHT ABNSETCA OCHOBHbIM JLOKYMEHTOM O TPYA,0BOM AeATENIbHOCTM U O TPYA0BOM CTaxKe
paboTHMKa:

Bbibepute oanH oTBET:
a. CTpaxoBOe CBUAETENbCTBO rOCYAapCTBEHHONO NEHCMOHHOIO CTPAaxo0BaHUA
b. yueTHas nyHaA KapToyKa
C. TPYA,0Ban KHUKKA

d. neHcnoHHoe yAocTtoBepeHune

Bonpoc 10

Ha KaKkue Tunbl Noapa3aenaroTcs 4OKYMEHTbI Mo CNocoby U3foxeHus:

Bbibepute oanH oTBET:
a. nucbma/Tenerpammsi/ TenedpoHorpammel/ Tenekcbl/ hbakcorpamml/ 31eKTPOHHbIE COOBLLEHMSA
b. vHanBuayanbHble/ TpadapeTHble/ TUNOBbIE
C. NOANUHHUKK/ Konuu/ aybanKaTbl

d. obwenocTynHble/ KoHdUAEHUNANbHbIE/ CEKpeTHble

Bonpoc 11
Mo KaKoOMy NpU3HaKy AOKYMEHTbI NOAPA3AeNAoTcA Ha NOAAMHHUKN (opurnHanbl)/ kKonuu/ aybankatbl:
Bbibepute oanH OTBET:

a. no popme npepncrTaBaeHUA

b. no coepe geatenbHocTH

C. No cnocoby nepegaum

d. no ctenexnu NOANTNHHOCTU

Bonpoc 12



CornacHo CTaHAapTU3NPOBAaHHOMY ONpPeaeNeHNto, CUCTEMA AOKYMEHTALMN — 3TO:
Bbibepute oauH oTBeT:
a. COBOKYMHOCTb AOKYMEHTOB, 06pasylowmxca B AeATeNbHOCTU IOPUANYECKOro Nan GpU3NYeCcKoro nua

b. KOMNNeKcbl LOKYMEHTOB, OTpaXKatoLLMe NPOMU3BOACTBEHHbIE, YyNpaBaeHYecKk1e, GUHAHCOBbIE NPOLLECCHI
npeanpuaATUiA, OpraHn3aLnin, yuperaeHni

C. CUCTEMA HOPMATMBHbIX aKTOB, PEr1aMeHTUPYIOLLNX AOKYMEHTUPOBAHNE AEATENbHOCTU U
AO0KYMEHTOOOOPOT NpeanpuUATUIA Pa3INYHbIX OPraHN3aLNOHHO-NPaBOBbLIX popm

d. COBOKYMHOCTb JlOKYMEHTOB, B3aMMOCBA3aHHbIX MO MPU3HAKaM NPOUCXOXKAEHMUA, HA3HAYeH WA, BUAaA,
chepbl AeATenbHOCTH, eanHbIX TPeboBaHUI K UX 0popMAEHUIO

Bonpoc 13
Kakue BMAbI AUCUMNIMHAPHbIX B3bICKAHWIA BMUCLIBAIOTCA B TPYA0BYIO KHUXKKY:
BbibepuTe o4MH OTBET:

a. B3bICKaHWA B TPYLOBYIO KHUMKKY He 3aM1CbIBalOTCA

b. yBonbHeHue

C. CTPOruii BbIrOBOP

d. Bce B1Abl ANCLUNZIMHAPHbIX B3bICKaHWI BMNMCbIBAOTCA B TPYyAOBYHO KHUMKKY

Bonpoc 14

KaKoli OKYMEHT He BXOAMUT B KOMMNEKT AOKYMEHTOB O KOMaHAMPOBaHMM C KOA0BbIM 0603HaYeHEeM
dopmbI T:

BbibepuTe 0aMH OTBET:
a. KOMaHAMPOBOYHOE YA0CTOBEPEHME PAaBOTHUKA

b. NnpuKas (pacnopsxkeHne) o HanpaBAEHUN OTAENbHOrO PaboTHMKA UAW TPYNNbl PAaBOTHUKOB B
KOMaHAMPOBKY

C. CnyXebHoe 3aZaHne C OTYETOM O €r0 BbINONHEHUN
d. aBaHCOBbIN OTYeT
Bonpoc 15

Ha Kakue rpynnbl Aensatca oduumanbHble AOKYMEHTbI No chepe aeAaTenbHocTH (Mo GyHKUMOHAAbHOMY
NpU3Haky):

BbibepuTe 0aMH OTBET:



a. yHnduumposaHHble/HeyHUOULMPOBaAHHbIE
b. dpyHKUMOHaNbHbIE/OTpacneBble
C. opuumanbHble/HeopULManbHble

d. ynpasneHyecKkume/TexHu4eckmne

Bonpoc 16
KaKoli LOKYMEHT HeNb3A OTHECTU K IMYHBIM AOKYMEHTAM:
Bbibepute oanH oTBET:

a. XapaKTepucTuka

b. pestome

C. IMYHAA KapTouKa

d. aBTobumorpadus

Bonpoc 17
CornacHo CTaHAapTU3NPOBaHHOMY onpeaeneHnto, yHUGULMPOBaHHAA cMCTeMa AOKYMEHTAL MM — 3TO:
Bbibepute oanH OTBET:

a. COBOKYMNHOCTb JLOKYMEHTOB, B3aMMOCBA3aHHbIX MO NPM3HAKaM NMPOUCXOKAEHMSA, HAa3HAYEHUS, BUA],
cdepbl 4eATENBHOCTH, eANHBIX TPE6OBAHMI K UX 0DOPMIEHUIO

b. cuctema AOKYyMeHTauun, cCoctasieHne mn Od)OpMﬂEHMe KOTOpOﬁ pernameHTMpoBaHO HOPMaTUBHbIMU
dKTamMmm

C. CUCTeMa AO0KYMEHTALMN, CO34aHHanA No eAnHbIM NPaBuaam 1 TpeboBaHMAM, cogepKallan
MHpOpPMaLMIo, HeObXoANMYIO AN YNPaBAEHUA B onpegeneHHol chepe AeaTeNbHOCTH

d. cuctema LOKYMEHTaUUK, MMEIOLWAn eauHbli popmynsap

Bonpoc 18

Kakum JOKYMEHTOM A0/1KHbl PYKOBOACTBOBATLCA AEe/10MNPON3BOAUTENN MPU JOKYMEHTUPOBAHMM 3TAMoOB
TPYAOBOroO UMKAA — OT NpuemMa Ha pa60Ty HOBOTIO COTPYAHWKA A0 ero yBoJibHEHUA:

BbibepuTe 0aMH OTBET:

a. [ocypapcTBeHHaa cuctema JOKYMEHTALMOHHOIo obecneueHus ynpasaeHuA. OCHOBHble NONOXKEHMUA.
06u1,v1e Tpe6OBaHVIH K AOKYMEHTaM U cny>+<6aN\ AOKY-MEeHTaUMOHHOIo obecneyeHus



b. TOCT PTOCT P 7.0.97-2016 «YHUdUUMpPOBaAHHAA CMCTEMA OPraHM3aLMOHHO-PaCcNopAANTEIbHOM
OOKyMeHTaumun. TpeboBaHusa K 0popMAEHUIO LOKYMEHTOBY

c. Anbbom yHMdUUMpPOBaHHbIX GOPM NEPBUYHOM YYETHON AOKYMEHTALMM NO y4eTy TPyAa M ero onnaTtol,
yTBepKaeHHbIM MNoctaHoBneHMem 'ockomcTaTa Poccum

d. Obuwepoccnincknin KnaccudmKaTop ynpaBaeHYeckon JoKyMeHTaumum

Bonpoc 19
Kakas A3blkoBas popmyna ymecTHa B 3afBAEHUU:
Bbibepute oanH oTBET:

a. «B MoeW npocbbe npoly He 0TKasaTb...»

b. «3apaHee npusHaTeneH»

C. «BecbMa ybeautenbHo Bac npoy»

d. «npowy Bawero cornacus Ha...»

Bonpoc 20

Kakne anemeHTbl ABNAIOTCA CaMbIMU KPYMHbBIMM CTPYKTYPHBIMU 3/IEMEHTAMM JOKYMEHTA KaK CUCTEMDbI:
Bbibepute oanH OTBET:

a. cogepkaHue n dpopma

b. 3aronosoyHasn, cogeprkatesibHans U 0GOPMAAIOLLAA YACTH

C. PEKBU3UTDI

d. cnyxkebHoe 1 pabouyee nNose AOKYMEHTa

Bonpoc 21
Mpoponkute onpepeneHne: Gopmynap AOKYMEHTA 37O - ...
Bbibepute oanH OTBET:

a. Ha6op PEKBU3NTOB Od)VILl,VIaJ'IbHOFO NMNCbMEHHOIo A0OKYMEHTA, PaCnoJIOXKEHHbIX B OI'IpEAE/'IEHHOVI
nocnenoBatesibHOCTU

b. Habop pekBn3nTOB, AEHTUOULMPYIOLLMX aBTOPa OPULMANLHOTO MUCbMEHHOMO AOKYMEHTa

C. 3apMKCMpoBaHHAA Ha MaTepMaNbHOM HocuTele MHGOPMALMA C PEKBU3UTAMU, NO3BONAIOWMMU ee
naeHTUPUUMPOBaThL



d. BHYTpeHHAA popMa JOKYMEHTa, ONpeaenatollas CTPYKTYPY TEKCTa U ero A3blKoBble 0co6eHHOCTU

Bonpoc 22
MpoaonkuTe onpegeneHue: 61aHK 4OKYMEHTa — 3T0 ...
BbibepuTte ogMH OTBET:

a. MOZe/Nb NOCTPOEHMA AOKYMEHTA, yCTaHaBAMBatowWasa 061acTb NpumeHeHnsn, GopmaTbl, pasMmepbl Nonen,
TpeboBaHMA K NOCTPOEHMUIO KOHCTPYKLMOHHOW CETKN M OCHOBHbIE PEKBU3UTSI

b. TMNOBaa mogenb, copep:Kallas COBOKYMHOCTb 06A3aTeNIbHbIX PEKBU3UTOB, CBOMCTBEHHbIX JOKYMEHTaM
YHUPUUMPOBAHHOM CUCTEMbI OPraHM3aLLMOHHO-PACNOPAANTENbHON AOKYMEHTALMN U PACNONOKEHHbIX
onpeaeneHHbim o6pasom

C. Habop PEKBU3UTOB OPULLMANLHOrO MMCbMEHHOIO SOKYMEHTA, PACMO/IOKEHHbIX B ONpeaeaeHHoM
nocaen0BaTe/lbHOCTH

d. Habop peKBU3NTOB, NAEHTUPULMPYIOLLMX aBTOPA OPULMANBHOTO MMCbMEHHOTO AOKYMEHTa

Bonpoc 23
Kakoe kofoBoe 0603HauveHne Ha gokymeHTe HE naeHTuounumpyet astopa:
BbibepuTe oamH oTBeET:

a. OrPH

b. MHH/KNN

c. OKy[

d. OKMNo

Bonpoc 24

Kakoi 13 nepeyncineHHbIX PEKBU3UTOB HE OTHOCMTCA K PEKBU3UTAM Y4,0CTOBEPEHUA:
Bbibepute oanH OTBET:

a. OTTMCK NeyaTu

b. rpuo yTeepaeHuA

C. rpud cornacosaHma

d. noanucb



Bonpoc 25

Ha Kakom BuUAe ANYHbIX LOKYMEHTOB 0pOpMSeTCs agpecar:
Bbibepute oauH oTBeT:

a. XapaKTepucTuKa

b. noBepeHHOCTL

C. pestome

d. 3asBneHue

Bonpoc 26

Kakomy MOHATUIO COOTBETCTBYET C/IEAYIOLLANA XapPaKTePUCTUKA: «3TOT GOpMyap XapaKTepusyerca
onpeaeNieHHbIM KOJIMYEeCTBOM PEKBM3UTOB, PACTO/IOMKEHHbIX B CTPOrOl Noc/ie0BaTeIbHOCTH, U
XapaKTepeH A5 KOHKPETHOTO BUAA AOKYMEHTOB, Hanpumep, NPUKasa, akta»:

Bbibepute oguH oTBeET:
a. TMNnoson dopmynap
b. dopmynsap
c. bopmynap-obpasew,

d. nHanBMAyanbHbI Gopmynap

Bonpoc 27

Kakomy [OKYMEHTY COOTBETCTBYET C/IeAyHOLLAsA XapaKTEPUCTUKA: «ITO NMCbMEHHOE NOJIHOMOYME,
Bbl4aBAaEMOE O4HUM NIULLOM (YUPEKAEHNEM) APYrOMY NULLY ANA NPEACTaBUTEIbCTBA Nepes, TPETbUM

NMLOMY.,
Bbibepute oanH oTBET:
a. pacnucka
b. 3asBneHune
C. l0BEPEHHOCTb

d. cnpaBkKa

Bonpoc 28

Ha kakune Buapl noapasaenatorca 61aHKM JOKYMEHTOB MO PACnoN0XKEHNIO PEKBU3UTOB cornacHo FOCT P
FOCT P 7.0.97-2016:



Bbibepute oauH oTBeT:
a. Yr0Bble U NPOoA0/bHbIE
b. 06wWwuit 6naHk, 61aHK NUcbMa, 6/1aHK KOHKPETHOTO BMAA AOKYMEHTA
. 61aHK opraHmnsaumm, 61aHK CTPYKTYPHOrO NogpasaeneHma opraHmsauymm, 61aHK 4OAXKHOCTHOIO iMLa

d. ueHTpMpoBaHHbIe U paarosble

Bonpoc 29
OTmeTnTb BONpOC

Kakoe onpegeneHve 1opnanyeckoin cuibl AOKYMEHTa ABASETCA CTaHAAPTU3MPOBAHHbIM (3aKpenneHo B
FOCT P 51141-98):

BbibepuTe o4MH OTBET:

a. topuAnYecKas cuna AOKYMeHTa — 3TO CBOMCTBO 0pULMANBbHOIO AOKYMEHTa, coobLiaemoe emy
AeNCTBYIOLLMM 3aKOHOAATE/IbCTBOM, KOMMNETEHLMEN U34aBLUIEro ero opraHa v yCTaHOBNEHHbIM MOPAAKOM
obopmneHus

b. topnanyeckas cuna 4OKYMeHTa — 3To CNOCOBHOCTb YNpPaBeHYECKOro 40KYMEHTA BbICTYNaTb B KaYecTBe
0653aTe/IbHOro A1 Y4aCTHMKOB YNPAB/IEHWA: OPraHOB YNpaBieHUs, UX CTPYKTYPHbIX NOAPa34eeHUN,
06LLEeCTBEHHbIX OPraHM3aL M, JOMKHOCTHBIX JINLL, TOCYAAPCTBEHHbIX CAYMKALLMX U TPaxaaH

C. opnanyeckaa cnna JOKyMeHTa — 3TO COOTBETCTBUE ,CI,OKYMeHTVIpOBaHHOﬁ MHd)OpMaLI,MM TPE6OBaHWr'IM
Oq)MLI,VIaJ'IbHOCTVI, AO0CTOBEPHOCTHU, O6'bEKTMBHOCTM, 6ECCI'IOpHOCTM, OCHOBAHHbIM Ha 3aKOHO4ATE/IbCTBE

d. lopuanyeckas cuna 4OKYMeHTa — 3TO YC/I0BUE, MPU KOTOPOM MHGOPMaLMA AOKYMEHTa MOKET BbITb
MCNoNb30BaHa B chepe ynpasieHUs 6e3 COMHEHUA B ee J0CTOBEPHOCTM ANA OCYLLECTBAeHUA NtobbixX
nencrsnm

Bonpoc 30
OTmeTuTb BOMpOC

Kakomy TepMUHY COOTBETCTBYET C/iegytoLlee CTaHAAPTU3MPOBaHHOE onpeaeneHune (3akpenneHHoe B FTOCT
P 51141-98): «.... — 3TO NpocTaBAeHUe HeobX0AMMbIX PEKBU3IUTOB, YCTaHOB/IEHHbIX NPaBMAaMU
OOKYMEHTUPOBAHUAY:

BbibepuTe 0aMH oTBET:
a. obopmneHue fOKyYMeHTa
b. yHudpurKaumna gokymeHTa
c. popmynap-obpaszeL,

d. cocTtaBneHue AOKYMeHTa



Bonpoc 31
OTmeTuTb BONpOC

KaKkoi AOKYMEHT ABNAETCA OCHOBHbIM aKTya/ibHbIM HOPMAaTUBHbIM AOKYMEHTOM B 06/1aCTU COCTaBAEHMA U
0pOpMIEHNA OpPraHM3aUMOHHO-PACNOPAAUTENBbHON AOKYMEHTALMN:

BbibepuTte ogMH OTBET:
a.TOCT P 6.30-2003

b. Mpasuna genonpounssoactsa B peaepanbHblX OpraHax UCNONHUTENBHOMN BNACTU, YTBEPKAEHHbIE
MoctaHoBneHuem Mpasutenbctea PP ot 15 mnioHsa 2009 r. Ne477

c. OKY/[l — OK 011-93. ObLiepoccninckmnii KnaccuduKaTop ynpaBaeHYeCcKom 4OKYMEHTALMUN,
yTBepKAEHHbIV MNocTaHoBAeHMeM FoccTaHaapTa PO ot 30 gekabpa 1993 r. Ne229

d. FCO0Y —locypapcTBeHHasA cucTeMa AOKYMeEHTaLMoHHOro obecneyeHms ynpasneHma. OCHOBHble
nonoxeHus. O6wwme TpeboBaHUA K LOKYMEHTAM U CyK6am [OKYMeEHTaLMOHHOro obecneyeHus,
yTBepKaeHHasa npukasom Mnasapxmsa CCCP ot 23 maa 1988 r. Ne 33

Bonpoc 32

B KakoM c/lyyae yupexkaeHue MMeeT NpaBo YA40CTOBEPATb A0BEPEHHOCTb Ha NoyYeHne AeHeXKHOro BKkaga
B baHKe:

BbibepuTe 04MH OTBET:

a. ec/in aoseputenb U 1ML0, KOTOPOMY OH A0BEPAET, ABNAKOTCA rpakaaHamm Poccuun, xoTa 1 He aBnAaloTCA
pa6OTHVIKaMM AaHHOrIo yypexageHua

b. ecnn AoBeputenb ABNAETCA pa6OTHMKOM AaHHOTO0 ydypexXaeHuAa, a muo, KOToOpomy OH A0BEPAET, HE
ABNAETCA paﬁoTHMKOM AaHHOIo ydypexgeHuma

C. ecqnn aoseputenb HaxoanTCA Ha CTaUMOHAPHOM U3ne4YeHnn, HO ABNAETCA paﬁoTHMKOM AaHHOTOo
yypexaeHua, n imyo, KOToOpomy OH A0BEPAET, TaKKe ABNAETCA paGOTHMKOM AaHHOro yypexageHua

d. ecam A4OoBepUTENDb HE ABNAETCA pa6OTHMKOM AaHHOro yypexaeHua, a imuo, KoOToOpomy OH A0BEPAET,
ABNAETCA paﬁoTHMKaMM AaHHOTO yvypexaeHuna

Bonpoc 33
OTmeTuTb BONpOC
Kak nepeBoANTCA C TAaTUHCKOTO TEPMMUH K PEKBU3UTY (naT. requisitum):
Bbibepute oanH OTBET:

a. MMHUMaAJ/IbHaA 4acCTb



b. Tpebyemoe, Heobxogumoe
C. CTPYKTYPHbI 31eMEHT

d. aTpmbyT coaepaHua

Bonpoc 34

Kakomy TepMM1HY COOTBETCTBYET C/ieytoLLee CTaHAAPTU3MPOBAHHOE onpeaeeHmne (3aKpenieHHoe B
FOCT P 51141-98): «... — 3TO 0653aTeNIbHbIN 3/1eMeHT opopmaeHns odULMANbHOTO AOKYMEHTa»:

Bbibepute oanH oTBET:
a. PEKBM3UT AOKYMEHTa
b. 3aronoBoYHanA YacTb 4OKYMEHTA
c. paboyee none fOKyMeHTa

d. 61aHK AOKYyMEHTa

Bonpoc 35

Kakoi Habop umdp B KogoBom 0603HauYeHUn popmbl oKkymeHTa 0720302 o603HauaeT Knacc popmbl
[OKYMeHTa:

Bbibepute ogmH oTBET:
a. 20
b. 07
c. 302

d. 203

Bonpoc 36

Ha kakux popmax npoctasnaerca Kog Gopmbl 4OKYMEHTa:
Bbibepute oanH OTBET:

a. Ha Bcex baHKax

b. Ha yHMbMUMpPOBaHHbIX dopmax

C. Ha BCEX JOKYMEHTax

d. Ha HeyHMPULMPOBaHHbIX dopMax



Bonpoc 37

Kakue cnocobbl opopmaeHns aatbl COOTBETCTBYIOT TpeboBaHuam FOCT P 7.0.97-2016:
1.09.03.13;
2.09 mapTta 2013 r,;
3. 09 mapTta 2013 roaga;
4.09.03.2013r,;
5.2013-03-09;
6.2013.03.09;
7.09.03.2013.
Bbibepute oguH oTBeET:

a.1,4,7

b.2,6,7

C. BCE BapuaHTbl, Kpome 5

d. Bce BapuaHTbl, Kpome 3

Bonpoc 38

KaKoli afieMeHT perncTpaLmMoHHOro Homepa AOKYMeHTa ABAAeTcA 06A3aTeNbHbIM:
Bbibepute oanH OTBET:

a. UHAEKC Aena no HOMeHKnaType aen

b. nHbopmauma 06 ncnonHuTenax

. MHbopMaLMA 0 KoppecnoHAeHTe

d. nopagKoBbIi Homep

Bonpoc 39
YKkaxute BEPHOE BbicKa3biBaHMeE:
Bbibepute oauH oTBeT:

a. Ha 6naHKe nncbma NpoCTaBAAETCA OrpaHuUYuTelbHaA OTMETKa ANs peKBM3nTa « CcbliKa Ha
pPerucTpaumoHHbIM HOMep 1 AaTy AOKYMEeHTa» cieayowmnm obpasom: « ot




b. CBeaeHuA B pekBusuTe «Ccbl/ika Ha PErUCTPALIMOHHBIN HOMEpP 1 AaTy AOKYMEHTa» NpuCcBanBaoTCcs
opraHusalmnein-aBTopom OTBETHOrO NUCbMA

C. PekBun3uT «CcblnKa Ha ATy U PErNCTPALMOHHbIA HOMEP AOKYMEHTa» 3amno/IHAETCA B NPEUMYLLECTBEHHO B
nucbMax-oTeeTax. CBefieHMs B PEKBU3IUT NEPEHOCATCA C MOCTYMNMBLLEro A0KYMEHTa

d. YKazaHue aaHHbIX 0 NOCTyNuBLUEM NMUCbMe Ha Ba1aHKe NUcbMa B BUAE OTAE/NbHOrO CCbINIKM Ha
PEerucTpauyoHHbIM HOMEpP U AaTy AOKYMEHTA He UCKoYaeT HeObXOAMMOCTU CCbINATbCA HA HUX B TEKCTE
OTBETHOrO NMCbMa: B Haya/ie TEKCTa NMCbMa Bcerga cneayet nucatb «Ha Baw Ne ... oT...»

Bonpoc 40

B Kakom nagerke yKasblBalOT HaMMEHOBaHMe OpraHM3aLUnm 1 ee CTPYKTYPHOro NnogpasaesieHna B peksmsmnTe
«AppecaTt»:

BbibepuTe 04MH OTBET:
a. B poguTEIbHOM

b. B meHWUTENBHOM

C. B AaTe/IbHOM

d. B npeasoxHom

Bonpoc 41

Ha Kaknx gokymeHTax HE opopmnaeTca peksmsnT «Agpecat»:
Bbibepute oanH OTBET:

a. cnpaBkKa

b. nucomo

C. Cny»KebHan, AOKNaAHAA U 06BACHUTENbHAA 3aMUCKK

d. AOONTKHOCTHAA MHCTPYKUUA

Bonpoc 42

KaKoli pekBusnT opopmaseTca nociefHUM nepes Tem, Kak LOKYMEHT byaeT oTnpaB/ieH Ha XpaHeHuWe:
Bbibepute oanH OTBET:

a. OTMeTKa 0 NOCTYN/JeHUN AOKYMEHTa B OpraHM3aLmio

b. oTmeTKa 06 ncnonHutene

c. rpud yTBEpKAEHNA



d. oTmeTKa 06 ncnonHeHmnu AOKYMeHTa U HanpaB/eHW ero B Aeno

Bonpoc 43

Kakoe opopmneHmne ocHOBaHMA AOKYMeHTa cooTBeTcTByeT TpebosaHuam FOCT P 30-2003 (B ckobkax
0603HaueH KA4YeBOW rNaro/ pacnopsaaMTeIbHOM YacTu AOKYMEHTa):

BbibepuTte ogMH OTBET:

a. Ha ocHoBaHuK npukasa MuHuctepctsa obpasoBaHua n Hayku P® ot 15 aHeapa 2013 Nel5 «O nopsake
nposeaeHua atTectaumm sy3os» (MPUKA3bIBAIO)

b. C uento cnonHeHus NpuKasa pekTopa 06 ykpenneHun Tpygosoi gucumnands (MPEANTATALO)
C. B cBA3K C HEOHXOAMMOCTBIO UCMONHUTL NPUKA3 MUHUCTepcTBa (MPUKA3BIBALO)

d. Bo ucnonHeHue npukasa OAO « MMK» Ne 45 «O nopagkKe 3akaodeHna gorosopos (MPEANATALO)

Bonpoc 44
dmbnemy v ToBapHbIN 3HaK HE BocnpounsBoaaT Ha 61aHKe, ecnn Ha HemM nomeleH (-a):
Bbibepute oauH oTBeT:
a. pesonouus
b. oTTHCK repboBoO NeyaTn
c. FocypapcTBeHHbIN repb Poccuiickoit Pegepaunm

d. noanucb

Bonpoc 45

BbibepuTe NpaBUAbHbLIA BapMaHT opopmMaeHusa NoANMUCK B PacnopaanTelbHOM AOKYMEHTE OpraHmn3aLmm
(npukase, pacnopaxeHum):

BbibepuTe 0aMH OTBET:

leHepanbHbI ANPEKTOP Moanucb
M.T. benakos

12.12.2013
b.

leHepanbHbI AUPEKTOP



000 «Komnac» Moanuce
M.M. bensakos

12.12.2013

leHepanbHbI ANPEKTOP

000 «Komnac» MNognuck
M.T. benakos

d.

leHepanbHbI AUPEKTOP Moanucb
M.T. benakos

Bonpoc 46

Ha kakom sKk3emnaape AefoBoro NnMcbMa, NOAroToBJAEHHOM A4 OTNPAaBKX agpecaTty, NPOCTaBAATCA BU3bI:
Bbibepute oanH OTBET:

a. Ha NOA/IMHHMKE, OTNPABAAEMOM agpecaTy

b. Ha KonuuK, NomeLLaemoli B 4€10 OpraHn3aLmm

C. Ha NUCbMax BU3bl He 0POPMANAIOT

d. Ha NOANMHHMKE, OTNPABAAEMOM aapecaTy, U Ha KOMUK, NOMELLLAEMOI B A€/10 OPraHn3aumm

Bonpoc 47

YKaxuTe BapmMaHT 0bOpMAEHNS OTMETKMN 06 ncnonHutene, yctaHoneHHbln FOCT P 6.30-2003:

BbibepuTe 04MH OTBET:

Mecmpsakosa Onbea MeHHadbesHA
Ten. 22-34-75

b.
lNecmpakosa O.I.

22-34-75

O.l. NMecmpsakosa

223475



d.
Ucn. Mecmpsakosa Oneea NeHHadbesHa

22-34-75

Bonpoc 48

KaKkoli peKBU3NUT ncnonb3yeTca ANA YA0CTOBEPEHUA SNEKTPOHHOIO LOKYMEHTA:
Bbibepute oanH oTBET:

a. 3NeKTPOHHaA undpoBas NOANUCH

b. naeHTUPUKATOP 3NEKTPOHHOM KONUKN AOKYMEHTA

C. Kog GOpMbl fLOKYMEHTa

d. perucTpaLMoHHbIi HOMepP AOKYMEHTa

Bonpoc 49
Kakomy TepmrHY COOTBETCTBYET C/leAytoLWw,an XxapakTepucTmKa:

370 BUA, MUCbMEHHOTO AOKYMEHTA, B KOTOPOM GUKCUPYIOT pelleHmns agMUHUCTPATUBHBIX U
OpPraHW3aLMOHHbIX BOMPOCOB, @ TaKKe BOMPOCOB yNpaBAeHUs, B3aUMOLENCTBUA, obecrneyeHns 1
peryanpoBaHna AeaTe/IbHOCTM OPraHoB BAACTU, YYPEXRAEHWI, NPeANPUATUNA, OpraHU3aumii, ux
noApasaeneHnin u gOoNKHOCTHBIX L.

Bbibepute oanH OTBET:

a. CNyKebHbIN AOKYMEHT

b. odunymManbHbIN 4OKYMEHT
C. YNpaBAEHYECKMI SOKYMEHT

d. OpI'aHMSaLI,VIOHHO-paCI'IOpﬂp,MTEI'IbHbIl71 OOKYMEHT

Bonpoc 50

Y KaKkoro smaa OpFaHM3aLI,MOHHO-HpaBOBOﬁ AOKYMeHTauUunun TpE6OBaHMﬂ K TEKCTY YCTAHOB/IEHbI B
3aKOHOAaTe/IbHOM NopAgKe:

BbibepuTe 0aMH OTBET:
a. WTaTHoe pacnucaHue

b. AOONMKHOCTHAA MHCTPYKUUA



C. ycTaB

d. MHCTPYKUMA HOPMATUBHO-METOAMYECKOrO XapaKkTepa

Bonpoc 51

OnpeaennTe, K KAKOMY OPraHM3aUMOHHOMY AOKYMEHTY OTHOCUTCA Npegnaraemblit parmeHT TEKCTa
OOKYMEHTa:

1. dupmeHHOe HauUMeHOBaHUE U MecmoHaxoxdeHue obwecmesa

1.1.MonHbIM GhupmeHHbIM HaumMeHosaHUem obwecmea Asaaemca: Obuiecmao ¢ 02paHUYEHHOU
omeemcmeeHHocmblo « MUP». CokpaweHHoe pupmMeHHoe HaumeHosaHue obuecmsea — 000 « MUP»,

1.2.-Opuduyeckuli adpec obujecmsa: yna. CpeduszemHomopckas, 0.1, 2. MazHumoeaopck, YenabuHckas o61.,
Poccus, 455012.

BbibepuTe o4MH OTBET:

a. nosoXKeHune ob opraHM3auun

b. yctas

C. NpaBuU/Ia BHELLHEW Nepenmckn opraHnsaumm

d. MHCTPYKUMSA MO AeN0NPON3BOACTBY

Bonpoc 52

Cpeam NoKanbHOM opraHM3aUnoHHO-PacnopaaAnTeNbHOM AOKYMEHTALMM BbICLUIMM HOPUAMYECKMM CTaTyCOM
obnapaert:

BbibepuTe 0aMH OTBET:

a. OpraHM3aLMOoHHan AOKYMeHTaumn

b. pacnopaguTenbHas A4OKyMeHTaums

C. UHPOPMALMOHHO-CMPABOYHAA AOKYMEHTALMA

d. Bce rpynnbl OpI'aHVI3aLl,VIOHHO-paCI'IOpFIp,MTe!'IbHOl71 AOOKYyMEHTaunun o6na,a,a10T OAMHAKOBO BbICOKUM
ropnan4yecKkmMm Ctatycom

Bonpoc 53
B Kakom pasy Bce nepedncieHHble BUAbl LLOKYMEHTOB OTHOCATCA K OPraHn3aLMOHHO-NPaBOBbIM:

BbibepuTe 04MH OTBET:



a. MOJIO}KEHME O CTPYKTYPHOM NoApasaeeHnm, A0AKHOCTHAA MHCTPYKLUMA, aHaIMTUYECKana CripaBKa

b. npaBmna BHyTpPeHHEro TPYA0BOrO pacnopaaKa, A4OMKHOCTHON pernameHT, a4MUHUCTPATUBHLIN
pernameHT

C. yCTaB, WTAaTHOE pacnuncaHue, otyer

d. yupeautensvHbln 4orosBop; ykas MpesmgeHTa PP; MHCTPYKUMA NO Ae10NPOM3BOACTBY

Bonpoc 54
B Kakunx opraHusaumax moxet HE BecTuUCb KaapoBasa AOKYMeHTaUmA:
Bbibepute oanH oTBET:

a. KagpoBas AOKYMEHTaLMA BeAeTCA BO BCEX OPraHM3aLMAX HE3aBUCMMO OT UX OPraHU3aLLMOHHO-NPABOBOW
dopmbl

b.B HEKOMMeEpPYECKUX OpPpraHn3aumax
C. B Ka3€HHbIX TOCy4apPCTBEHHbIX y4YpeEXAEHUNAX

d. B aKUMOHEpHbIX obLecTBax

Bonpoc 55

Kakune pacnopagunTenbHblie AOKYMEHTbI NU34al0TCA MO ONepaTuBHbIM BOMPOCamM U ANnAa opraHmn3auumu
UCNONHEHWNA OPYrux pacnopaanTenbHbIX A4OKYMEHTOB:

BbibepuTe 04MH OTBET:
a. Np1Kasbl

b. peweHuns

C. NOCTaHOB/IEHMA

d. pacnopskeHus

Bonpoc 56

Kakue pacnopagautenbHble LOKYMEHTbl OTHOCATCA K AOKYMeHTam, CO34aBaeMbIM B YCNOBUAX
KonnernanbHoOCTH:

BbibepuTe 0aMH OTBET:



a. pelweHusn
b. npukasbl
C. YKasaHuA

d. pacnopsrkeHus

Bonpoc 57
Kakomy noHATMIO COOTBETCTBYET CeAytoLWw,an XapaKTepucTmKa:

ITO AOKYMEHT, CoAepKalumii NpaBmaa NoBeAEHUA, PacnpoCTPaHAIOWMECA Ha HEeONPeaeNeHHbI Kpyr uL,
M3faHHble Ha OCHOBaHMU M BO UCMOAHEHWe deaepasibHOro 3aKoHO4aTeIbCcTBa, 0bsA3aTeNbHble AA
WCMOZIHEHUS OpraHamW rocy4apCTBEHHOM BAACTU, MECTHOTO CaMOyNpPaBeHWs, UX SOKHOCTHBIMU IMLL@MMU,
HOPUANYECKUMM JINLLAMU U TPAKAAHAMM.

BbibepuTe o4MH OTBET:

a. HEHOPMATUBHbIV NPABOBOWN aKT
b. HOpMaTMBHbI NPaBOBOM aKT

C. MPaBOBO aKT

d. Hopmbl NpaBa

Bonpoc 58

Kaknmu cnoBamu A0NKeH HAaYMHATLCA TEKCT NpWKa3a, ecqin ero n3gaHune BbiaBaHoO HGO6XO,£],VIMOCTblO
ocywiecresneHuA COBCTBEHHOM AeATENbHOCTU NO NHULUMNATUBE OPraHn3aunn:

Bbibepute oauH oTBeT:
a. «Bo ncnonHerwmne...»
b. «B cBA3n c...»

C. «Ha ocHoBaHuwn...»

d. «B cooTBeTCTBUM C....»

Bonpoc 59



B KaKoi1 YacTu pacnopaanTenbHoro AoKyMeHTa HeobXxoA4MMOo NoMelLLaTh nepeyeHb JOKYMEHTOB,
YTPaATUBLLMX CUAY UK NOANEXKALINX USMEHEHUIO B CBA3U C M34aHNEM AAHHOIO aKTa:

Bbibepute oauH oTBeT:

a. B NepBbIX MYHKTaxX pacnopsanTeIbHOM YacTu
b. B KOHCTaTUpYIOLLEN YacTU

C. B KOHLe TEKCTa

d. B 1to6oM nyHKTE pacnopsaanTesibHOn YacTu

Bonpoc 60
Kakomy noHATMIO COOTBETCTBYET CeAytoL,an XxapakTepmncTmKa:

[JoKymeHTbl, 061aatoLme opuamMyeckon cuaon, usgasaemble PyKOBOACTBOM OpraHM3aunmn u
cogeprkallime ynpasaeH4Yeckue pewweHnn, HanpasaeHHbIe Ha BbINOIHEHWE TEKYLUMX U MePCNeKTUBHbIX
3afauy:

BbibepuTe 04MH OTBET:

a. OpPraHM3aLMOHHO-NPABOBbIE 4OKYMEHTbI
b. LOKYMEHTbI MO IMYHOMY COCTaBYy

C. UHPOPMALMOHHO-CMPABOYHbIE JOKYMEHTbI

d. pacnopaaunTenbHblie 4OKYMEHTDI

Bonpoc 61

Kakoi fOoKyMeHT aBnseTca 0653aTesIbHbIM MPU AOKYMEHTUPOBAHUW TPYA0BbIX OTHOLIEHMI MeXAY
paboTHMKOM 1 paboTogaTtenem:

BbibepuTe 04MH OTBET:

a. TPYA0BaA KHUMKKA

b. pexum Tpyaa

C. AOIKHOCTHAsA MHCTPYKLUMSA

d. KONNEeKTUBHbI A0rOBOP

Bonpoc 62



Mpu oTNpaBKe Kakon pasHOBMAHOCTM MMCbMA MOXHO OrpaHNYUTLCA GAKCUMMMUABHOM CBA3bIO UK
3/IEKTPOHHOM NoYToMn 6€3 A0ChINIKM KOPPECNOHAEHTY NOA/IMHHUKA:

Bbibepute oauH oTBeT:
a. PeKNaMHOro NUcbma
b. nucbma-3anpoca

C. MMCbMa-3aKasa

d. nMcbma-HanoMUHaHMA

Bonpoc 63

Kak gonxeH NOCTYyNUTb UCNONHUTENb, I'IO,CI,FOTOBVIBLIJVIﬁ Aenosoe nnMCbmo, ecim pykosoaunTenb otaena
nAaHNpPoOBaAHNA, BU3a KOTOPOro HGO6XO,CI,MM3, Haxo4uTCA B KOMaHAMPOBKeE:!

BbibepuTe 04MH OTBET:

a. ’KAaTb BO3BPALLEHMSA PYKOBOAUTENSA OTAENA NAHUPOBAHMA U3 KOMAHANPOBKU
b. nepeaaTb NMCbMO Ha NOANMUCHL PyKOBOAMUTENO 6€3 BU3bI

C. 3aBM3MPOBATb MUCbMO Y 3aMeCTUTENA PYKOBOAUTENA OTAEeNa NAaHUPOBaHUA

d. 3aBU3NPOBATb NNCbMO CamMOoMy

Bonpoc 64

Yem nucbmo-npeanoxeHne (opepta) OTAMYAETCA OT PEKNIAMHOIO NUCbMA:

Bbibepute oanH OTBET:

a. HanpasnAeTcA NPOAaBLOM NOTEHLMANbHbBIM MOKyNaTenAm C NpeafoxKeHMeM TOBAapOB UK yCayr
b. He cBA3bIBaEeT NpogaBLa 06a3aTeNbCTBOM NPOAATb TOBAP

C. COAEPKUT HaMepeHME 3aK/TOUYUTb CAENKY C YKa3aHMEM ee KOHKPETHbIX YCI0BUM

d. cTUMyAMpYyeT MHTepEeC K TOBapy M KefaHue ero npnobpectu

Bonpoc 65

K KakoM Pa3HOBUAOHOCTU NNCEM OTHOCATCA NNCbMa, C NTOMOLLbIO KOTOPbIX MPOCAT BbIC/1aTb Od)VILl,Maﬂbele
cBefeHnA NN AOKYMEHTbI:

BbibepuTe 0auH OTBET:

a. MMCbMO-U3BeLWLEHNE



b. nucbmo-npocbba
C. MMCbMO-3aKa3

d. nucbmo-3anpoc

Bonpoc 66
OpraHu3sauma noayyYnna nMcbMo-npocboby cneayowero coaepkaHmsa:

Mpocum Bac npenocTaBUTb MECTO A5 MPOXOXKAEHMA NPeaaAnNIOMHOM NPAKTUKN CTyAeHTKe 5 Kypca ouHoM
dopmbl 0byueHua dbakyabTeTa Nnegarornyeckoro ob6pasoBaHmA U cepBUCHBIX TexHonormin ®Ie0Y BIMNO
«MarHuMTOropcKui rocy4apcTBEHHbIN YHUBEPCUTET», MO HanpaBieHUo «[JOKyMeHTOBEAEHWNE U
apxusoBegeHue» Mepseaesoit AHHe AHgpeesHe ¢ 01 ¢peBpana no 28 mapTa 2013 r.

YKaKuTe, Kakoi 13 BapMaHTOB oTBeTa byaeT 60/1ee NpaBU/IbHbIM:

BbibepuTe 04MH OTBET:

COO6LIJ,aeM, YTO Halla opraHn3auuna npegocrtaBuUtT Mecto ANA NPOXOXAEHUA NPAKTUKU ON1A BaLue
CTYAEHTKU.

b.

Ha Bawe nucbmo oT ... N2 ... coobluaem, 4To roToBbl NPesoCTaBUTb MeCcTo ANA
NPOXOXAEHUANPEAANNNOMHOM NPAKTUKK CTYAEHTKE 5 Kypca ouHo popmbl 06yueHUsa pakynbTeTa
nepgarornyeckoro ob6pasoBaHuMA U CePBUCHbIX TexHonorni GreQY BMO «MarHUTOropckui
rocyAapcTBEHHbIV YHUBEPCUTET», MO HanpaBaeHuo «[lokymeHToBeAeHWE U apxnBoBeaeHne» Measeaesom
AHHe AHapeeBHe ¢ 01 ¢peBpana no 28 mapta 2013 r.

CooblLaem, YTo Halla opraHU3aLMaA roToBa NPeaoCcTaBUTb MECTO A1 NPOXOKAEHUANPEAANNNIOMHOWM
NPaKTUKK CTyAEeHTKe 5 Kypca o4HoM popmbl 06y4eHMA dpaKyIbTeTa Nefarornieckoro ob6pasoBaHus u
cepBUCHbIX TexHonornin ®rb0Y BMO « MarHMTOropckuin rocy4,apcTBEHHbINM YHUBEPCUTET», MO HANPAB/IEHUIO
«JlokymeHTOBeAEHME M apxuBoBeaeHue» Measeaeson AHHe AHapeesHe ¢ 01 ¢peBpana no 28 mapTa 2013
r.

d.
YBarkaemble konnerun!

NHudopmmpyem Bac o Tom, 4TO Mbl pagbl NPefoCTaBUTb MECTO A/1A NPOXOXKAEHMA NpesanniIOMHOM
NpaKkTUKKn Bawei ctygeHTKe Measeaneson AHHe AHApeeBHe B 0603HaUYeHHble Bamu CpoKMm.

Bonpoc 67

YKarKute Hambosnee «KecTKUmn» u HeyMECTHbIﬁ BapnaHT OTKa3a:



Bbibepute oauH oTBeT:

a. B cBA3wM C ... Bale npeanoKeHne He MOXKET BbITb NPUHATO

b. B cBs3u C ... Bale NpeasiorKeHme Hamu He NpPUHUMaeTcs

. B cBfi3U C... AeMapTamMeHT He MOKET COr/IacuUTbCA C BallMM NpeasiorKeHnem

d. NpuHATL Balle NpeanoKeHne He NPeacTaBaAAeTCA BO3SMOMHbIM B CBA3U C ...

Bonpoc 68

YKaxKuTe, KaKkaa 13 3STUKETHbIX 3aKNI0YNTENbHbIX Pppa3 ByaeT ymecTHOM B TEKCTE 4e10BOr0 NMCbMa:
Bbibepute oanH oTBET:

a. Hapeemca Ha gantenbHOe NAOAOTBOPHOE COTPYAHUYECTBO

b. K coxkaneHuto, Mmbl NO34HO NOAYYUN BalLe NPeSOKEHME U HE CMOT/IN UM BOCMO/1b30BATLCA

¢. OueHb paapl oKkasatb Bam ycayry

d. K C4aCTblo, Halkn onaceHuA 06 OCTaHOBKe NOCTaBOK O60pyp,OBaHWFI He noarsepanancob

Bonpoc 69
Kakune nucbma ABAAOTCA MHOTOACMeKTHbIMM:
Bbibepute oanH OTBET:

a. M1UCbMa, cocToALlne 13 TpéX nnn l‘IETblpéX CMbICNOBbIX YacTen (BCTYI'U'IeHVIe, OCHOBHAaA 4acTb,
3aKNl04eEHUE, npeaynpexaeHne Nnn 3akN4YnTe/ibHble 3STUKETHDbIE d)opmynbl)

b. NMUCbMa, NOCBALWEHHbIE HECKOJ/IbKMM BOMPOCaM

C. KOMMNANEKC NNUCem, ABNAKOLWNXCA pe3y/1bTaTOM NEPENNUCKN AeN0BbIX MAPTHEPOB NO O AHOMY N
HECKOJ/IbKMM BOMpPOCam

d. NMNUCbMa, aBTOPaMM KOTOPbIX ABNIAKOTCA HECKO/IbKO 1N, KaXX40€ U3 KOTOPbIX BbICKAa3blBa€T CBOIO TOYKY
3peHnA Ha OTpa)KeHHbIﬁ B NNCbme BOMpoOcC.

Bonpoc 70
M3 KaKMX KOMMNO3ULMOHHbIX YacTel COCTOUT NPUBEAEHHDbIN HUXKE TEKCT MMCbMa:

B cooTBeTcTBMU C pacnopsaxeHnem PeaepanbHOro ynpasaeHUa no gesaam o HeCOCTOATE/IbHOCTU
(6aHkpoTcTBE) OT 19 OKTABPA 2004 r. No 75-P Hanpasasem Bam akTbl C KOMNAEKTaMWN AOKYMEHTOB MO
npeanpuATUAM:

1. BoCTpAKOBCKMNI MmaconepepabaTbiBalOWMii KOMBUHAT;



2. PabpuKa geTckom urpywkm Ne 3,
Bbibepute oauH oTBeT:

a. BBegeHue obocHoBaHWe

b. BBeaeHwue, 3akno4eHme

c. 060CHOBaHWeE, 3aK04YEHNE

d. BBeaeHne, o60cHOBaHMeE, 3aK/toYeHNEe

Bonpoc 71

Kakol KnaccMouKaumoHHbIM NPU3HAK NOJIOKEH B OCHOBY Ae/IeHUA 4e0BO Nepenmckn Ha odpuLManbHyo
N NINYHYIO:

BbibepuTe o4MH OTBET:

a. Mo Ha3HaYeHuto

b. No mecTy HaxoxaeHuWsA agpeca

C. M0 NOJIO}KEHUIO B CUCTEME LOKYMEHTOO60opOoTa

d. No NONOXKEHUIO B MEPAPXMM YIIPABAEHUA

Bonpoc 72

Kakue nMcbma nognucbiBatoTca ABYMA MLAMM — PYKOBOAUTENEM OPraHM3aLLMN U FaBHbIM Byxrantepom:
Bbibepute oanH OTBET:

a. NMCbMa-3anpocsl

b. rapaHTuiiHblEe NUCbMa

C. CONpOBOAMTENIbHbIE NUCbMA

d. pPeKNaMHbie NUCbMa

Bonpoc 73

Ha Kakom 13 MHPOPMALMOHHO-CNPABOYHbIX 4OKYMEHTOB MOKET HbITb 0dopMmAaeH rpud yTBEPKAEHUSA:
Bbibepute oanH OTBET:

a. CNUCOK

b. cnpaBkKa



C. aKT

d. cnyxebHas 3anuncKa

Bonpoc 74

Kakas pasHOBMAHOCTb 3aNMCcOK opopmaseTca Ha 61aHKke opraHuMsaunu:
BbibepuTte ogMH OTBET:

a. 06BACHUTEIbHAA 3aMNMCKa

b. BHewWwHAs goKNaaHan 3anncKa

C. CnyebHas 3anucKa

d. BHYTPEHHAA A0K/aAHaA 3annCKa

Bonpoc 75

Kakoli Bz 3anncku 06A3aTeIbHO perncTpupyeTca:
Bbibepute oanH OTBET:

a. BHELWHAA AOKNaAHAA 3aNnCcKa

b. BHYTpeHHAA AOKNaAHaA 3annCKa

C. 06BACHUTENBHAA 3aMMCKa

d. cny*kebHas 3anucKa

Bonpoc 76

Ha Kakue pa3HOBMAHOCTW AeNATCA AOKNAA4HbIE 3aNNCKM MO XapaKTepy CoAeprKaHMA U HasHavyeHuA:
Bbibepute oanH OTBET:

a. BHYTPEeHHMeE U BHeWHWe

b. odmumanbHbie N ANYHbIE

C. pa3bACHUTE/IbHbIE U ONpaBaaTesbHble

d. UHUUMNATUBHbIE, MHd)OpMaLl,MOHHbIe N OTYETHbIE

Bonpoc 77



Kakoi pasHOBMAHOCTM AOKNAaAHbIX 3aMMCOK COOTBETCTBYET C/IeAyI0Lasn XapaKTepUCTMKa: «ITU AOKNa4Hble
3aMnCKM MHPOPMUPYIOT O 3aBepLueHMn paboTbl, ee 3Tana, BbINOJAHEHUN YKa3aHWUI, PaCNOPSXKEHWUIA U T.1.».

BbibepuTte ogMH OTBET:
a. MHpopMaLMOHHas
b. noAcHUTENbHbIE

C. OTYETHbIE

d. MHMUMaTUBHbIE

Bonpoc 78

KaKkas pa3HOBUAHOCTb 3aMMCOK HE COAEPKUT BbIBOAOB U NPEANONKEHUN:
Bbibepute oanH oTBET:

a. UHMUMATMBHAA AOKNaAHaA 3anncKka

b. 06bsicHUTENbHAA 3aNKCKa

C. IMYHanA 3anucKa

d. cny*kebHas 3anucKa

Bonpoc 79

Kakomy Buay nHGopmMaumMoHHO-CNpaBoOYHON AOKYMEHTALMM COOTBETCTBYET C/eAyloLLee onpeaeneHme:
«3T0 GOpMa BHYTPEHHEW A4,e/10BOM NePENnnCKM MexKay NoApasaeeHNaMM OpraHM3aLmm nam
AO/MKHOCTHLIMM INLLAMU, HE HAaX0AAWMMMUCA B NPAMOM NMOAYNHEHUMNY.

BbibepuTe 04MH OTBET:
a. AOK/aAHas 3anucka
b. cnyxkebHasn 3anucka
C. OT3bIB

d. aKT.

Bonpoc 80

Kakomy Buay nHGopmMaumMoHHO-CNpPaBoYHON 4OKYMEHTALMM COOTBETCTBYET CeAyloLiee onpeaeneHme:
«ITO AOKYMEHT, COCTaBAEHHbI ANA NOATBEPNKAEHNA YCTAHOBAEHHbIX GpaKTOB, COBbITUIA, AENCTBUN Y.

BbibepuTe 0aMH OTBET:



a. aKT
b. npotokon
C. MINCbMO-NOATBEPKAEHNE

d. cnpaBska

Bonpoc 81

Kakomy Buay nHdopmaumoHHO-CNpaBoYHON AOKYMEHTALMM COOTBETCTBYET C/leAyloLiee onpeaeneHme:
«ITO AOKYMEHT, CoAep Kalluii nepedncieHmne auu, NpeameTos, 06beKTOB B onpeaeneHHOM NopsaaKe,
COCTaB/IEHHbIN B LLeNAX MHPOPMMPOBAHUA MU PETUCTPALUMN Y,

Bbibepute oanH OTBET:
a. nepeyeHb

b. cnpaBka

C. CBOZKa

d. cnucok

Bonpoc 82

Kakomy Buay nHGopmMauMoHHO-CNPaBOYHON AOKYMEHTALMM COOTBETCTBYET CIEAYIOLLMIA TEKCT:

®edepanvHoe ynpasaeHue rno deaam o HecocmosmesasHocmu (6aHKkpomcmee) Ha OCHO8AHUU
npedcmasseHHbix Ty2ypabiKCKUM UemMeHmMHbIM 3a800om (OpeHbypackas obaacme, noc. Tyaypesik, y-.
LeHmpansHas, 0.1) dokymeHmos byxeanmepckoli omyemHocmu no cocmosHuto Ha 30.04.2013:

- byxzanmepckuli 6anaHc (¢popma 1);

- omyem o npubslaax u ybeimkax (¢popma 2)

U NposedeHH020 AHAU3A YUHAHCOB020 COCMOAHUSA NPEeSnpuUAMuUs, ycmaHoseus0, Ymo GaHHoe
npeonpusmue A679emcs HernaAamemecrnocobHbIM U UMeoUUM Hey0o81emeopumesbHyo CmpyKkmypy
b6anaHca (npednpusmuem-00aXHHUKOM).

OcHosaHue:

KoagppuyueHm mekyujeli aukeudHocmu ro 6anaaHcy npednpuamus =18%;

KoaghghuyueHm obecneyeHHOCMU cobCcmeeHHbIMU 060pOMHbIMU cpedcmeamu o 6aaaHcy npednpuamus =

8%,



KoagpuyueHm soccmaHosseHus no 6anarHcy npednpuamusa =10%.

Pykosodumerib CmenaHos n/.
CmenaHos

BbibepuTte ogMH OTBET:
a. cnpaBsKa

b. 3akntoueHne

C. OT3bIB

d. cBoAKa

Bonpoc 83

Kakum fOKyMeHTOM HeO6X04MMO 0GOPMUTL pPe3y/bTaTbl PEBU3NKN OTAENA NPOAAXK OPraHN3aLMK:
Bbibepute oanH OTBET:

a. CnpaBKoM

b. akToM

C. MHOOPMALMOHHBIM MUCbMOM

d. cBogKom.

Bonpoc 84

KakoBO MMHUMaNbHOE KONIMYECTBO NL, NOAMUCHIBAIOLLMX aKT:
Bbibepute oanH OTBET:

a. 04AuH

b. Tpu

C. ABa

d. yeTblpe.

Bonpoc 85



Ha Kakux paboTtHuKoB HE 3aBoauTCA IMYHAA KapTOYKa:
Bbibepute oauH oTBeT:

a. Ha PabOTHMKOB, NPUHATbIX Ha NOCTOSIHHYO pPaboTy

b. 3aBoanTCA Ha Bcex paboTHMKOB NPeanpUATMA 6€3 UCKIDYEHUA
C. Ha pabOTHMKOB, MPUHATLIX HA BPEMEHHYO paboTy

d. Ha pabOTHMKOB, NPUHATbIX HA PAabOTy NO COBMECTUTE/IbCTBY

Bonpoc 86

Mpogonxute onpegenexHne: popmynsap-obpasew, — 3710 ...

Bbibepute oguH oTBeET:

a. Habop peKBU3NTOB, UAEHTUOULMPYIOLLMX aBTOPa 0GULLMANbHOMO MUCbMEHHOTO AOKYMEHTA

b. MoZenb NocTpoeHusa LOKYMEHTA, yCTaHaBAMBAOLWLAA 061acTb NpUMeHeHUs, GopMaTbl, pasmepbl Noen,
TPeboBaHMA K MOCTPOEHWNIO KOHCTPYKLUMOHHOM CETKM Y OCHOBHbIE PEKBUSUTSI

C. H360p PEKBU3NTOB ocbmu,maanoro NMNCbMEHHOIo AOKYMEHTA, PaCno/I0XKEHHbIX B OI'Ipe,CI,EJ'IEHHOﬁ
nocnenoBatesibHOCTU

d. TvnoBan moaenb, cogepraliaa COBOKYNMHOCTb obnA3aTenbHbIX PEKBU3NTOB, CBOWCTBEHHbIX AOKYMEHTaM
YHMd)MLLMpOBaHHOVI CnCTembl Opl'aHM3aLI,MOHHO-paCI'IOpFI,£I,VITEI1bHOVI AOKYMEHTAaL MU N PaCnosIOKEHHbIX
onpegeneHHbIm 06p830M.

Bonpoc 87

KaKoli peKBU3UT, PacnoNOMKEHHbIN BbiLe TEKCTA, OTHOCUTCA K 3aro/I0BOMHOMN YacTu:
Bbibepute oanH OTBET:

a. rpud yTBEpKAEHMUA

b. ccblnika Ha PerncTpauMoHHbI HOMEP U AaTy AOKYMEHTA

C. pesontouma

d. oTmeTKa o KOHTpONE.

Bonpoc 88

Ha Kakux 61aHKax pacnonaraertca FocyaapcTBeHHbI repb Poccuitickoit degepaunm B 04HOLBETHOM
BapuaHTe:

BbibepuTe 0aMH OTBET:



a. pewenunin BepxosHoro Cyaa Poccuitckoit Peagepaumnm
b. MexBeLoMCTBEHHO KOMUCCUK MO 3aLUUTE FOCY4aPCTBEHHON TaMHbI

C. AnnaomatTnyecKkmnx npeacraBmnTenbCrs, KOHCY/IbCKUX y‘-lpE)Kﬂ,EHVI[;I N NHbIX Od)VILI,VIa}'IbeIX
npeacTasuTenscTs Poccuiickon Pepepaumm 3a npegenamm Poccuitickoint Pepepaumnn

d. AamuHucTpauum MNpesmgeHTa Poccuiickoit Peagepaumn.

Bonpoc 89

B KaKkoi AOKYMeHTaL MM 3aKpeneHO COKpallleHHOe HAaMMEHOBaHWeE OpraHM3aLuu:
Bbibepute oanH oTBET:

a. OPraHU3aLMOHHOM

b. pacnopaautensHol

C. yupeauTenbHou

d. "HbOpMaUNOHHO-CNPaBOYHOM

Bonpoc 90

Kakue peKkBM3nTbI COCTaBNAIOT CNPaBoYHYyto MHbopMaLmMio 06 opraHM3aLMm-aBToOpe AOKYMeHTa:
BbibepuTe oamH oTBET:

a. Ko, opraHu3aumm, cnpaBoYyHble AaHHble 06 opraHu3aumm, Kog GopmMbl AOKYMEHTa

b. HaMmeHoBaHWe BbiWECTOALLEN OpraHM3aUnn, Koa opraHusaumm, OFPH, MHH/KMM

C. CNpaBoOYHble AaHHble 06 opraHM3auum, Kog opraHusauuun, OrPH, MHH/KMN

d. HaMmeHOoBaHMe BbILWECTOSALLEN OPraHN3aLMn, CNPaBoOYHbIe AaHHble 06 OpraHU3auuK, Kog oOpraHn3aunm,
Kog, GOpMbl L OKYMEHTA.

Bonpoc 91

Ha 61aHKax Kaknx goKkymeHToB HE yKa3biBaeTcA HAMMEHOBaHME BUAA SOKYMEHTa:
Bbibepute oanH OTBET:

a. cnyxebHoro nucbma

b. 4ONKHOCTHOM MHCTPYKLMMU

C. CNMpaBKu



d. cnyxebHoi 3anmncku

Bonpoc 92

Kakmm gokymeHTOM Heobxoammo ohopMUTb BO M3berKaHWe HapylleHMa Hopm TpyaoBoro Kogekca
NUCbMEHHOEe HaNnoMUHAHWE 0 HEOHXOAMMOCTU ABUTLCA 418 NONYYEHUA TPYLOBOM KHUMKKM YBOSIEHHOMY
paboTHWMKY, He NOAYyYMBLLUEMY €€:

BbibepuTte ogMH OTBET:

a. bakcorpamma

b. SMS-coobuieHune

C. 3/IeKTPOHHOE coobLeHmne

d. 3aKasHoe nucbmo.

Bonpoc 93

Kakoi1 pasHOBMAHOCTM NUCbMA COOTBETCTBYET CneAytolan A3bikoBas popmyna: «MpeacraBnsto Ha
yTBEPKAEHME NPOEKT NAaHa...»:

BbibepuTe 04MH OTBET:

a. CONpoBOAUTENLHOE NMUCbMO
b. npocbba

c. opepTa (NnpeanorkeHue)

d. npegcrasneHune

PA3JEN 3

IMpakTuyeckoe 3aganue 1 (3 pazaen)

Tema 1.

OnMIKTE CTPYKTYPY JOKYMEHTAIBLHOTO (D)OH/IAa OPraHU3aI[Mi WK OJHOTO U3 CTPYKTYPHBIX
HoJIpa3 ielieHui opranu3anuy Baieii 6a3bl IPaKTHKH.

1.1. W3yunre IOKYMEHTAIBHBIM (OHI OJHOTO W3 CTPYKTYPHBIX IOJApa3aeIeHui
OpPEINPHUATAS WM OpraHusandv  Bamieli 6a3bl NpPakTUKH. BBl MOXETE€ BOCIOJIB30BATHCS
HOMEHKJIATYPOH JIEJT 110 Ipa3IeNICHNs] MJIM CBOJIHOM HOMEHKIJIATYPOM J€]1 OpraHu3allku.

1.2. BeinosnuTe KI1acCU(PUKAINIO JTOKYMEHTOB B COOTBETCTBHH C BBINOJHIEMOM MMM
YIPABICHYECKOU (PYHKIIUEN.



1.3. CooTHecuTe BbLAEICHHBIE Bamu rIpynmbl  JTOKYMEHTOB C  OCHOBHBIMU
(GyHKIMOHATBLHBIMU CUCTEMaMU JIOKYMEHTOB, HCIIOJIb3yeMbIMH B Poccuiickoit @enepanuu.
1.4. CocraBbTe cXeMy IOKyMEHTaJIbHOTO (hOH/A.

Tect K pazaeay 3.1

Bomnpoc 1

[IpoomxuTe onpeaeseHne: cucTemMa JIOKyMEHTaIuu — 3TO. ..

Bribepure ouH OTBET:

a. COBOKYIIHOCTH JOKYMEHTOB, CBSI3aHHBIX MPOIEIYpPOH TPUHATHS YIPABICHYECKOTO
pereHus

b. COBOKYHNHOCTH JIOKYMEHTOB, B3aMMOCBS3aHHBIX II0J IPHU3HAKAM IPOUCXOXKIACHUS,
Ha3HA4YeHHs, BUIA, CPephl ACSITEIHLHOCTH, EAUHBIX TPEOOBAHHM K OPOPMIICHUIO

C. JIOKyMEHTHI W MacCHBBHI JIOKyMEHTOB B MH(OPMAIMOHHBIX CHCTEMAaX, YHOPSIOYCHHBIC
onpeaenéHHBIM 00pa3oM

d. pa3HOpo/AHBIE 1O CBOEMY IPOUCXOKICHHUIO, Pa3HOOOpa3HbIE MO BHUJOBOMY COCTaBY
JOKYMEHTBI, 00pa30BaBUIMECS B MIPOLIECCE AEATEIbHOCTH OTAEIBHOIO (PU3MUECKOTO JINIIa

Bompoc 2

VYnpasnendeckas GyHKIHS, peann3yemasi ¢ IOMOIIbIO KaJPOBBIX IOKYMEHTOB

Bri6epute o/1uH OTBET:

a. OpPraHM3alUH e TSITFHOCTH MPEIIPUITHS

b. KOHTPOJIb AEATEIEHOCTH TPEATIPHSITHS

C. YIpaBJlieHUE MepCOHAIOM MPEANPUATHUS

d. TutaHMpoBaHME AEATEIHHOCTH TPEATIPHITHS

Bomnpoc 3

K opranuzannoHHbIM JOKYMEHTaM MPEANPHUSATHS OTHOCSTCS BUIbI TOKYMEHTOB:

BriGepute ouH OTBET:

a. pacriopshKeHue

b. TexHUUeckne yciaoBus

C. IOJDKHOCTHAsl MHCTPYKIIHS

d. akt

Bomnpoc 4

K undopmanronHo-cripaBouHbIM TOKYMEHTaM OTHOCSITCSI:

Bri6epute o/1uH OTBET:

a. IpuKa3

b. ycraB

C. 00bsSICHUTEIIbHAS 3aIHCKa

d. mocraHoBieHHE

Bompoc 5

OcHoBHas k1accuPpUKaIIMOHHAS €AUHUNA B ((YHKIIMOHATLHOM KIacCU(PHUKAIIMN JOKYMEHTOB

Bri6epute o/1uH OTBET:

a. MOJUIMHHUK TOKyMEHTa

b. BUJ TOKyMeHTa

C. JIeNo

d. nybnukar qokymeHTa

Bompoc 6

OyHKIMOHANbHAA  KJIAacCHU(UKalUs JOKYMEHTOB OCYLIECTBISETCS 10  CIEIYIOLIeMY
OCHOBAHMIO

Bribepure o1H OTBET:

a. nH(OpMAIMOHHAs COCTABJISIONIAs TOKyMEHTa

b. Bpemst osiBIIEHUS TOKYMEHTa

C. croco6 3akperieHust nH(popMalMK Ha MaTepUAIbHOM HOCUTENe

d. Bua MaTepuasbHOrO HOCUTENS JOKYMEHTa



Bonpoc 7

VYKaxure BUA JOKYMEHTA, BBIICTAEMbIH 110 (PYHKIIHMH yIIpaBJICHUS

Bribepure o1H OTBET:

a. aHKeTa

b. oTuér

C. IOChe

d. 2NEeKTPOHHBIN JOKYMEHT

Bomnpoc 8

C moMOmIBbIO OpraHU3alMOHHO-TIPABOBBIX JTIOKYMEHTOB pEajM3yeTcsl YIpaBICHUECKas

byHKIHS
Br16epute 0/1uH OTBET:

a. HOpMaTUBHO-METOIUYECKOr0 00eCIeYeHNs YIpaBIeHUs IPEIIPUITHEM
b. KOHTPOJIS AEATETBLHOCTH MPEITPUSITUS

C. PETyJIUpPOBaHU AEATEIbHOCTH MPEIITPUATUS

d. opranu3zanum 1eATeNbHOCTH NPEANPUATUS

MpakTuueckoe 3agaHue 2 (3 pasaen)

Tema 2. OnuwwuTe fOKYMEHTabHbIN GOHA OpraHM3auMmn AN O4HOTO U3 CTPYKTYPHbIX NOoApa3AeNneHui
opraHusauuu Bawei 6a3bl NPaKTUKKM B acneKkTe YHUPUKaL MK

2.1. OnpegenuTe 1 NepevyncInTe, Kakme yHMdMLMPOBaHHbIe cUCTeMbI AoKyMeHTauuu(YCA) ncnonbayet
Bawwa 6a3a npaKTuK.

2.2. 3yunte AOKYMEHTbI CUCTEMbI OPraHU3aLMOHHO-PacnopaanTeIbHOM AoKyMeHTauuu (OPL),
ncnonb3yemble 6330l NPaKTUK, U NPUBEANTE NPUMEPDI ALOKYMEHTOB, U3rOTOB/IEHHbIX C UCNO/b30BaHUEM
YHUOMUMPOBaHHbIX opm foKymeHToB (YD), onpeaennte Koapl asTux dopm no ObLepoccuiickomy
KnaccudumkaTopy ynpasaeH4yeckon gokymeHTtauum (ORY).

2.3. OcywecTBuTe aHanu3 5 oKymeHTOB Balel 6asbl NPaKTUKKU U NpUBeAUTE NPUMEPLI U3rOTOBNEHUSA
[ OKYMEHTOB C UCMO/Ib30BaHNEM

- pa3HbIX YHMMLMPOBaHHbIX popmaTtos Bymaru,
- pasHbIX BUA0B 6/1aHKA AO0KYMEHTA,
- pasHbiXx opM YHUPUKaALMM TEKCTA,
- MOHATUMHOMN YHUPUKALUM UNN YHUDUKALMN TEPMUHONOTUN.
2.4. YKaxuTe LenecoobpasHocTb NpoBeAEHHOM YHUPUKaLMK. CaenanTe CCblKy Ha CTaHAAPTbI.
2.5. Ha ocHOBe M3y4YeHHbIX LOKYMEHTOB cOCTaBbTe ¢pparmeHT Tabena Gopm LOKYMEHTOB OpraHM3aLmu.
B npoekTe HoBo FTCA0Y npeanaraeTtca npumepHas popma tabens

Tabnvua

dopma mabena YOI



< < Jon =p = 5] S |z < < [0 =
= - £ o) = = 2 o 2 2 a =
g = 25 =3 CO= = E|8 o 2o 2 2 Bl =8 = e
S O 11(20)1:(% ) A = M o o O o O o < H B o 0
g |lcaglcadac|S88cE8|cs8:s[8yYss 8= E E &= 5 ST =S¢
§2 92888 [5%57|2 2|z "CF2EF| S| EF | B <58 |-8
2 o 3 5 & 3 2 e
= = £ = 3 O g = S m o = > =] »
1 2 3 4 5 6 7 8 9 10 11 12

Tect mo pazaeny 3.2

Bomnpoc 1

OO6pa3npl  yHUGUIMPOBAHHBIX (OPM JTOKYMEHTOB, pa3peUICHHBIX K NPUMEHEHHIO B
OpraHu3aIluy, CHICTEMATH3HUPOBAHEI B CIIEIYIOIIEM TOKYMEHTE:

Bri6epute 0/1uH OTBET:

a. IepeYeHb TUMOBBIX YIPABICHYECKHX JOKYMEHTOB MPEIIPUATHS

b. anp60M yHUDULIEPOBAHHBIX POPM TOKYMEHTOB HPEAIPUITHS

c. Tabenb YHU(PUIMPOBAHHBIX POPM TOKYMEHTOB IPEAIPUITHS

d. HoMeHKkatypa Aen NpeanpuaTus

Bompoc 2

Komno3unus nuceMa — 3710. ..

Bri6epute o/1uH OTBET:

a. pacrioJio’KeHNe PEKBU3UTOB MUChMA U 3JIEMEHTOB TEKCTa Ha OJaHKe

b. mocne0BaTeIFHOCTH PACTIOIOKEHHS PEIOKEHUH B TEKCTE IOKYMEHTa

C. «I3BIKOBast (hOpMyIIa» MuchmMa

d. mocre0BaTENFHOCTh B3aMMOCBSI3aHHBIX CMBICTIOBBIX YacTel, 00BbeTMHEHHBIX €HHCTBOM
TEMBI

Bomnpoc 3

I'OCT P 6.30-2003 «TpeboBanus kK 0pOpMIICHUIO TOKYMEHTOB. ..» PETYIUPYET

BriGepute ouH OTBET:

a. mpoekTupoBanue ciayxos [JOY

b. opopmiieHre PEKBU3UTOB JOKYMEHTOB

C. OpPraHM3aLHUI0 JOKYyMEHTO000pOTa B YUPEIKICHUH

d. ynpaBieHue JOKyMEHTaMU

Bomnpoc 4

bnank noxymeHnra — 31o...

Bribepure o1MH OTBET:

a. Habop PEKBU3UTOB, UIAECHTHU(PUIUPYIOIUX aBTOpa 0(UIMATIBHOIO J0OKYMEHTA

b. JOKyMEHT, OTIeYaTaHHbIH B TUIIOTpapuu

C. HaOpaHHbBIN Ha KOMIIBIOTEPE TUIIOBOM JOKYMEHT

d. JOKyMEHT C MOBTOPSIOLIUMCS TEKCTOM

Bompoc 5

Metoa coBepIIEHCTBOBAHUS TIOKYMEHTOB U CUCTEM JIOKYMEHTALUU

Bribepure o1MH OTBET:

a. cTaHjapTU3aLus

b. MozienupoBanue

c. uHpopMaTH3aIHL

d. cucteMHbIi aHaIM3

Bompoc 6

YHauduuupoBanHas Gpopma T0KyMeHTa — 3TO

Bribepure o1H OTBET:

a. TOKYMEHT, CO3JIaHHBII ¢ TPUMEHEHUEM KOMITBIOTEPHOM TEXHUKU

b. hop™MbI epBUYHBIX YYETHBIX JOKYMEHTOB 10 YUETY TPY/Aa U €r0 OTIAThI



C. COBOKYITHOCTh PEKBHU3HMTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PEUIAEMBIMHU B JAHHOU
cdepe IesTeNbHOCTH 3a/1a4aMu U 3aUKCUPOBAHHBIMU B OIIPEICIICHHOM IMOPSIKE Ha MaTepHaIbHOM
HOCHTEJIe

d. JOKyMeHT, UMEIOIINI THIIOBOE COZIEp KaHue U 0pOopMIICHHUE

Bonpoc 7

[locranoBnennem IlpaBurenscrBa Poccuiickoit ®@enepanuu ot 08.07.1997 Ne 835 «O
MEPBUYHBIX YIETHBIX JOKYMEHTaX» YTBEP)KIAeTCs

Bribepure ouH OTBET:

a. Tabenb YHU(DUITUPOBAHHBIX (POPM TOKYMEHTOB

b. TepMuHONOTHS B 007aCTH ICTOTPOU3BOCTBA U APXUBHOTO JIeNIa

c. ap0OM 1O y4€TY Tpy/a U €ro OIUIaThI

d. MHCTPYKIUS 110 3aNI0JTHEHUIO TPYIOBBIX KHHUKEK

Bompoc 8

CBoiicTBO O(pUINATIEHOTO JIOKYMEHTA, coob1aemoe emy NeNCTBYIOIIUM
3aKOHOJIATEIILCTBOM, KOMIIETEHIIEH W3MAI0NIET0 €ro OpraHa M YCTaHOBJICHHBIM MOPSAKOM
ohopMIIEHHUS - ITO

Bri6epute 0/1uH OTBET:

a. KOH(UIEHITUATEHOCTh

b. ropuandeckas cuina

C. ayTEeHTHYHOCTh

d. monHoTA

Bompoc 9

Knaccupukamuss JOKYMEHTOB Ha  WHIWBHIAyalbHBIC, TpadapeTHble, TMpUMEpHBIC
OCYILIECTBJISICTCS MO CIEIYIOIIEMY OCHOBAHUIO

BriGepute ouH OTBET:

a. CTETEeHb CII0KHOCTU

b. crenens yHupUKaUHA

C. CTENEHb TOYHOCTHU

d. cTeneHb OTKPBITOCTH

Bomnpoc 10

JlesTenbHOCTh 1O  YCTAaHOBJIGHHIO M IIMPOKOMY MHOTOKPATHOMY HCIIOJIb30BAHUIO
TpeOOBaHUN, HOpPM, MpPaBWJI M XapaKTEPUCTUK, KaK OO0S3aTeNbHBIX JJISl BBIIOJHEHUS, TaK H
PEKOMEHYEMBIX, B IENAX JOCTUKEHHSI ONTUMAJIbHON CTENEHH YIMOPSIOYEHHOCTH B TOM MM WHOM
obnactu

Bri6epute o/1uH OTBET:

a. yHU(pUKAIuUs

b. cucrtemaTtuzanus

C. CTaHJapTU3ALUS

d. rapmoHM3anus

IIpakTHyeckoe 3aganue 3.3

3.1. Kpatko onummMre, HCIONB3yd CXE€MYy, KOMIUIEKCH JOKYMEHTOB, B KOTOpBIC
00BeIMHSIOTCS TOKYMEHTHBIE pecypchl Baiiero Hacen€HHoro myHkTa, Bamero npeanpustus, Bamm
JTUYHBIE JOKYMEHTHBIE pecypchl Uiau Barieii cembu.

3.2. Ilepeuncnure aapeca U HA3BaHUSI DIEKTPOHHBIX OMOIHOTEK, KOTOphIe BhI Mcnonb3yere.
HazoBure niens Bamero oOpaiiieHust kK 3IeKTPOHHBIM OMOIHOTEKaM.

Tect k pa3neay 3.3

Bompoc 1

K «11epBHUHBIM KOMILJIEKCAM JOKYMEHTOBY» MPEANPUATHS OTHOCUTCS
Bribepure o 1H OTBET:

a. TOCyJJapCTBEHHAsl CUCTEMA CTaTUCTUKH



b. TOKyMeHTaNbHBIN (OHA IPEANPUITHS

C. COOPHUK HOPMATHUBHBIX JTIOKYMEHTOB MPEAIPUATHS

d. apxuBHas KOJUICKIIUS

Bompoc 2

[lepcoHanbHbIe CBEACHUS O TpaklaHaX SBISAIOTCSA

Bribepure o1H OTBET:

a. KOHQUACHIINATFHON HH(POPMAaLIUEH

b. napoOpManmeir, OTHECEHHOW K KOMMEPYECKO! TailfHe

c. nH(popMaImei OTKPBITOTO JIOCTYyIIA

d. uadopmanueit, OTHeCEHHOH K rOCYJapCTBEHHON TaliHE

Bompoc 3

JlokyMeHTalIbHbIN QOHJ - 3TO

Br16epute o/1uH OTBET:

a. COBOKYINHOCTb JOKYMEHTOB, OOpa3ylooluxcs B JAEITEIbHOCTH IOPHUIMYECKOrO WIN
(u3NYeCcKOTO JINLA 32 TOJ

b. TOKyMEHTbI OpraHU3aluH, BbIIEICHHbIE K YHUUTOXEHHUIO

C. IOKYMEHTbI OPTaHU3alIUH, TIOJITOTOBJIEHHBIE K C/Jau€ B FOCY/IapCTBEHHBIN apXUB

d. TOKyMeHTBI, BKJIIOUEHHBIE B TabeNb YHU(DULIMPOBAHHBIX (POPM TOKYMEHTOB OpraHU3alNH

Bomnpoc 4

COBOKYITHOCTh B3aWMOCBSI3aHHBIX M CTPYKTYPHPOBaHHBIX JAaHHBIX HA MAITUHOYHTAEMBIX
HOCHUTENISX, 00pab0TKa, TOUCK U XpaHEHHUE KOTOPHIX OCYIIECTBIISIETCS C TOMOIbI0 DBM, 310

Bri6epute 0/1uH OTBET:

a. DJIEKTPOHHBIE 0a3bI TAHHBIX

b. anekTpoHHbIE OaHKU JaHHBIX

C. 3JIEKTPOHHBIE KOMMYHUKATHBHbBIE PECYPCHI

d. anexTpoHHBIE OMOINOTEKH

Bomnpoc 5

Komruiekc JOKyMEHTOB — 3TO

BriGepute ouH OTBET:

a. COBOKYINHOCTb JIOKYMEHTOB, B3aUMOCBS3aHHBIX [0 MIPHU3HAKAM MPOUCXOKIACHUS,
Ha3HAaYeHUs, BUA, Cephl NeATEIbHOCTH, €IUHBIX TPEOOBAHUN K 0(OPMIICHUIO

b. HOMeHKJIaTypa JieJ1 OpraHu3aluu

C. MacCHBBI JIOKYMEHTUPOBaHHOU MH(OpMaIUH, YIOPSAJOYCHHBIE ONpeIeIEHHBIM 00pa3oM

d. Bug uHQOPMALMOHHBIX PECYPCOB, NPEICTABICHHBIN COBOKYIMHOCTHIO OTAEIBHBIX
JOKYMEHTOB, MAaCCUBOB JJOKYMEHTOB B HH(OPMAIIMOHHBIX CUCTEMAX

Bomnpoc 6

DOneKTpOoHHbIE UH(GOPMAIMOHHBIE PECYPCHI, CO37]aBacMble Pa3IUYHBIMU MPEATNPUATHIMU U
HEMOCPEJCTBEHHO CBSA3aHHBIE C OCYIIECTBICHUEM X OCHOBHOM JI€ATEIbHOCTH

Bri6epute o/1uH OTBET:

a. BCTPOCHHbIE MHPOPMAITHOHHBIE PECYPCHI

b. pacnpenenénnpie HHGOPMALIMOHHBIE PECYPCHI

C. DJIEKTPOHHBIE OMOTUOTEKH

d. KOMMYHHMKaTUBHBIE IEKTPOHHBIE PECYPCHI

Bomnpoc 7

JIOKYMEHT WJIM COBOKYIHOCTH JOKYMEHTOB IO OJJHOMY BOIIPOCY, IIOMEIIEHHBIX B TBEPAYIO
00JI0XKKY

Bribepute oMH OTBET:

a. cOOpHHUK

b. neno

C. 10ChE

d. mepenucka

Bomnpoc 8



COBOKYMHOCTh JOKYMEHTOB, 00pa30BaBIINXCS M HAKOIUIGHHBIX B IPOIECCE ESATEIHLHOCTH
OTAEIBHOTO (PU3UYECKOTO JIUIIA, 3TO

Bribepure o1H OTBET:

a. epcoHaIbHbIE MH(POPMAIIOHHBIE PECYPCHI

b. craructuueckue HHGOPMAITMOHHBIE PECYPCHI

C. BCTpOEHHbIE HH(OPMAIIMOHHBIE PECYPCHI

d. pactipenenéunbie HHGOPMALIMOHHBIE PECYPCHI

Bomnpocsl k 3a4eTy ¢ OLleHKOM

1. [TonsaTus «ynpapieHue JOKYMEHTaMU» U «COBEPIICHCTBOBAHUE JOKYMEHTAIIMOHHBIX
nporieccoBy. OCHOBHBIE HAITPABJICHHS COBEPIIEHCTBOBAHUS JJOKYMEHTAIIMOHHBIX MPOIIECCOB.

2. Knaccuduxkanus 10kyMeHTOB, €€ 11e1b 1 OCHOBHBIE METO/IbI.

3. OcHoOBaHUS B CXEMBI KJIacCU(UKAINHI JOKYMEHTHBIX PECYPCOB.

4, CemaHTH4ecKue KiacCu(DUKAIUU JOKYMEHTHBIX PECYPCOB.

5. OYHKIIMOHATIBHBIE KITACCH(PUKAIINK TOKYMEHTHBIX PECYPCOB.

6. [lonatue «cuctema JOKyMeHTamuu». [Ipu3HaKW CHUCTEMBI JOKYMEHTAIIHMH.

OcHoBaHus KJacCU(PUKAIIMU CUCTEM JOKYMEHTAITUU. TEHIECHIIMN UCTOPUIECKOTO PA3BUTHS CUCTEM
JTIOKYMEHTAIUH.

1. OcHoBHbIe (DyHKIIMOHAJIbHBIE CUCTEMBI JoKyMeHTauuu Poccuiickoit @eaeparum.

8. Cucrema Hay4YHO-HCCIIEeI0BATEIbCKON u MIPOEKTHO-KOHCTPYKTOPCKOM
JOKYMEHTAI1H.

9. Cucrema TEXHOJIOTHYECKOM TOKyMEHTAllu!

10. Kanposast uHpopmMalmoHHO-T0KyMEHTAIIHOHHAs CUCTEMA.

11. Cucremsl TIJIAHOBOM, WH(pOPMAITMOHHO-CIIPABOYHOM,
WH(POPMAITMOHHO-AaHATUTUYECKON U OTYETHON JOKYMEHTAIIUH.

12. Cucrema OpraHu3alMOHHO-PACIIOPSAIUTEIBHON JOKYMEHTALMH.

13. [onsiTus «THUNMU3aLUsA TOKYMEHTOB» U «yHU(PHUKALUS JOKYMEHTOBY», UX B3aUMOCBS3b.

OcHOBHbIE HampaBieHUs YHU(HUKAIMK JTOKYMEHTOB Ha COBpeMeHHOM odtamne. [lonstue
«yHU(DHUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIMI), X COCTaB.

14. [lonsiTe «craHmaptusanus» B JOKyMeHTOBeJAeHHUU. CHCTEMBI COBPEMEHHBIX
CTaHJapTOB.

15. Yuuduxkanus popmaroB 6ymaru. CoBpeMeHHbIC CTaHAApTH Ha (hopMaThl OymMary.

16. Yuuduxkanus hopm nokymentos. OCT P 7.0.97-2016, ero conepkaHue v 3HaUYEHUE.

17. YHudukanuys TekcTa yrnpaBiaeHYECKOTO JOKYMEHTA.

18. YHu}UKaus TEPMUHOJIOTHH B JOKYMEHTOBEIICHHH, €€ HOpMaTHBHO-TIpaBoBast 0aza.
CoBpeMeHHbIE CTaHAapPThl TEPMHHOB U OTIPENICIICHUI B JOKYMCHTOBEICHHH.

19. [lonsiTe «KopropaTHBHAs cCHcTeMa JOKyMeHTanuw». HomeHkmatypa nen, e
3HAa4YCHUE U IPUMEHEHHE B JJOKYMEHTHPOBAHHUH YIIPABICHUECKOW HH(POPMAIIHH.

20. [Tonsitus «rabenb GopM TOKYMEHTOB» U «adbOOM (OpM TOKYMEHTOBY», UX POJb B
JOKYMEHTUPOBAHUH YIIPABICHUYECKON HHMOPMAIMU TIPEIIPUSITHSL.

21. Enunas cucrema kiaccMUKAaMM M KOJUPOBAHUS TEXHHUKO-IKOHOMHUYECKOW U

couuansHoi nHpopmaru (ECKK TOCH). CrpykTypa Ki1accu(pukaTOpoB M JISKALIMX B UX OCHOBE
koa0B. O0mmepoccuiickue Kiaaccu(puKkaTopsl JOKyMEHTUPOBAHHOM WH opMarum.

22. IlonsTHE «KOMIUIEKCHI JOKYMEHTOB». IIpocTele M CIIOKHBIE  KOMILIEKCHI
JOKYMEHTUPOBAaHHON MHPOPMALIUH.
23. Cnosxnble komiiekcsl. ['ocynapcTBenHble apxuBbl. CeTh TOCYJapCTBEHHBIX apXHUBOB

Poccuiickoit ®epepanuu. KonudecTBeHHass ¢ KauyeCTBEHHAsh XapaKTEPUCTUKAa apXUBHBIX
KOMIIJIEKCOB.

24, bubnunoreunas cets Poccuiickoii @enepanum.

25. Pacnipenenénnpie  WHQPOpPMAIMOHHBIE JJIEKTPOHHBIE pecypchl. MecTo U POJib
AIIEKTPOHHBIX OMOIMOTEK B CHCTEME JJOKYMEHTHBIX PECYpPCOB, MIEPCIIEKTUBBI UX PAa3BUTHSIL.



26. CucreMbl HAy4YHO-TEXHUYECKOW M cTaTUCTHYecKod uHMopmanuu Poccuiickoii

denepauuu.

27. JlokyMeHTalIbHbIe (POHABI NPEANPHUATHHA, yIpekIeHUl, opranuzauuid. [lepBuynbie
KOMIUIEKCHI IOKYMEHTOB. BeTpoeHHbIE HH(DOPMAIIMOHHBIE 3JIEKTPOHHBIE PECYPCHI.

28. [lonsTe «mepcoHanbHBIE JOKYMEHTHBIE pecypcbl». (CocTaB IE€pCOHAIbHBIX

AOKYMCHTHBIX PpPECypCOB, HX MCCTO HW POJIb B HAHMOHAJIbBHBIX I/IHCpOpMaHI/IOHHI)IX pecypcax
Poccuiickoit ®enepanuu.

Tembl KypcoBbIX padoT (3 cem)

1. HcTopusi cTaHOBICHHS COBPEMEHHBIX (DYHKIMOHAJIBHBIX CHUCTEM JNOKYMEHTAIH B
Poccuiickoit ®enepanuu.

2. Oco0eHHOCTH TOCyTapCTBEHHON CUCTEMBI HAYYHO-TEXHUYECKON TOKyMEHTAIUH.

3. AHaJIU3 CUCTEMBI KaIpOBOW IOKYMEHTAIIMU FOCYIAPCTBEHHOW OpraHU3aliu.

4. Xapaktepuctuka ECKK TOCH, e€ ponb B yHOpaBieHUU HAIMOHAIbHBIMHU
MH(OPMaLMOHHBIMU PECYpCaMHU.

S. OcoOenHoctu MCIOJIb30BaHUS 0011epOCCUICKIX KJIaCCU(UKATOPOB
TEXHUKO-3KOHOMHUYECKOHN M COLMAIbHON MH(QOPMALIMK B COBPEMEHHOM JEIOTPOU3BOCTBE.

6. OcoOenHocTH cocTaBieHUs, O(OPMIICHHUS M HUCIOJB30BaHUS HOMEHKJIATYphI AEi
OpraHu3aIiy.

7. Tabenr ¢opm gokymeHTOoB U AnbOOM (OpM JOKYMEHTOB OpraHM3allud Kak
WHCTPYMEHT COBEPIICHCTBOBAHUS JIOKyMEHTAIIMOHHBIX TIPOIIECCOB.

8. Pomp m wmecTto ydpeaWTeNnbHBIX TOKYMEHTOB B YIPABICHWW OpraHU3alMeH,
0COOEHHOCTH MX COCTaBJIECHUsI, 0(OPMIIEHHS U PETUCTPALIUH.

9. Ponrp u Mecro OpraHuM3alMOHHO-TIPABOBBIX  JOKYMEHTOB B  YIIPaBJICHHUH
opraHu3arueii, 0cOOEHHOCTH COCTaBJICHUS U O(POPMIICHUSI.

10. PoJib 1 MecTO TOHKHOCTHBIX MHCTPYKLMI MEpPCOHAIA B YIPABJICHUH OpraHU3alHEH,
0COOEHHOCTH MX pa3paboTKH, 0popmMIICHUSI.

11. Ponp m Mecto pacmopsiiMTENbHBIX JOKYMEHTOB B YIIPaBICHUM OpraHHU3alluei,
MOPSIIOK UX COCTaBIEHUS, 0(GOPMIICHUS U UCIIOJTHEHUS.

12. CocraBinenne u odopmiieHHE JOKYMEHTOB, HCIIOJIb3YEMbIX JJIsi OIlepaTUBHOU
nepenayu uHGopmauu

13. PaznoBUIHOCTH CITYy’KEOHBIX IMHCEM, 0COOCHHOCTH UX COCTaBJICHHUS U O0(DOPMIICHHS.

14. Porp u wmecto UMHGOPMAIIMOHHO-CHPABOYHBIX JIOKYMEHTOB B  YIIPaBJICHHUH
opranusaiueil, 0COOEHHOCTH X COCTABICHUS U OPOPMIICHHUSL.

15. Ponb 1 MecTo yHHpHKAIIMU TOKYMEHTOB B COBEPIICHCTBOBAHUH IOKYMEHTAIIM OHHBIX
MIPOLIECCOB, HAMIPABJICHUS U ATAIbl YHU(PUKAIIUH.

16. Bsaumocss3b conepkanus u GopMbl JOKYMEHTa, 0COOEHHOCTH UX YHU(PHUKAIIH.

17. Hctopus craHOBIIEHHS OTEYECTBEHHOHN CTaHOApTU3AlMM JIOKYMEHTAllMOHHBIX
MIPOLIECCOB.

18. Cucrema MEXIyHapOIHBIX CTAHJAPTOB B 00JIACTH JOKYMEHTOBEICHHUS.

19. AHanM3 CTPYKTYpbl JTOKYMEHTAIbHOrO ()OHIA OpraHU3allMU, €r0 KaueCTBEHHAas U
KOJIMYECTBEHHAs XapaKTepUCTHUKA.

20. OcHoBHble HampasneHust BHenpeHust YCJI, 3agaun rocyaapCTBEHHOTO Haa30pa M
oTpacieBoro KoHTpoJst BHeapeHust YCJI.

21. KauecTBeHHass W KOJIMYECTBEHHAs XapaKTePUCTHKAa COBPEMEHHBIX apXHUBHBIX
KOMILIEKCOB.

22. bubnuoreynsle MHPOPMALMOHHBIE PECYPCHI, JAOKYMEHTHPOBAHHE JESATEIbHOCTH
O6uOINOTEK.

23. Mys3eiinble  MHGOpPMAIMOHHBIE  PECYpChl, JOKYMEHTHUPOBAaHHE JIESATEIHHOCTH
MY3€HHBIX KOMILJIEKCOB.

24, Ponb M MecTo ToOCylAapCTBEHHOM CHCTEMBbl CTATUCTHKH B  YIPaBICHUH

HanmMOHaJIbHbIMH I/IH(I)OpMaI_II/IOHHBIMI/I pecypcamu.



25. Bcerpoennsie u paciipeneniéHHbIe SJIEKTPOHHBIE PECYPChI, UX OCOOCHHOCTH.

26. Knaccudpukamuss  BCTpOEHHBIX ~ MH(POPMALMOHHBIX  PECYPCOB  MPEANIPHUSITHS,
0COOEHHOCTH YIPaBJICHUS UMH.

27.  XapakTepucTHKa paclpelnesli€éHHBIX  AJIEKTPOHHBIX  PECYpcoB, OCOOEHHOCTH
yIIpaBJICHUS] UMH.

28.  Mecro, poJsib, TEPCHEKTHBBI DPA3BUTHS JJIEKTPOHHBIX OWUOIMOTEK B CHCTEME

JOKYMEHTHBIX PECYPCOB.

Hroroselii Tect (2 Kypc)

Bomnpoc 1

OOpa3npl  yHUGUIMPOBAHHBIX (OPM JTOKYMEHTOB, pa3peUICHHBIX K NPUMEHEHHIO B
OpraHu3aliy, CUCTEMaTU3UPOBAHBI B CIEAYIOIIEM JOKYMEHTE:

Br16epute o/1uH OTBET:

a. anpOOM yHHU(PUIIMPOBAHHBIX POPM TOKYMEHTOB HMPEAIPUATHS

b. mepedeHb TUTIOBBIX YIPABICHYECKHX JOKYMEHTOB MPEIIPHUSTHS

c. Tabenb YHU(PUIMPOBAHHBIX POPM TOKYMEHTOB IPEAIPUITHS

d. HoMeHKkatypa Aen NpeanpuaTus

Bomnpoc 2

K opraHn3anmoHHBIM JOKYMEHTaM MPEIPUATHS OTHOCSATCS BUIBI JOKYMEHTOB:

Bri6epute 0/1uH OTBET:

a. aKT

b. 10JKHOCTHAS HHCTPYKIUS

C. TEXHHUYECKUE YCIOBUS

d. pactiopspkenue

Bomnpoc 3

C noMo11bI0 OTYETHBIX TIOKYMEHTOB pealn3yeTcs yrnpapiieHuecKas GyHKIUsA

BriGepute ouH OTBET:

a. peryJaupoBaHUsl JeATEIbHOCTH MPEAIPUATHS

b. KOHTPOJIS AEATEIBHOCTH NPEANIPUSITUS

C. HOPMaTUBHO-METOIMYECKOT0 00eCIeueHNs YIPaBICHU IPEAIPUATHEM

d. opranuzanuu nesTe’abHOCTH IPEIIPUATHS

Bomnpoc 4

K «11epBHUHBIM KOMILIEKCAM JOKYMEHTOBY» MPEANPUATHS OTHOCUTCS

Bribepure ouH OTBET:

a. apXUBHAasl KOJUICKIUS

b. rocynapcTBeHHas cucreMa CTaTUCTUKU

C. COOPHUK HOPMATHUBHBIX TIOKYMEHTOB IIPEAIPUATHS

d. JoxyMeHTalbHBINA (POH[ IPEeIPUATUSL

Bompoc 5

Komiuieke 10KyMEHTOB — 3TO

Bribepure oMH OTBET:

a. COBOKYIMHOCTh JOKYMEHTOB, B3aHUMOCBSI3aHHBIX [0 NPU3HAKaM MPOUCXOXKJCHHS,
Ha3HAYeHUs, BUJa, cephl AeITeIbHOCTH, €IMHBIX TpeOOBaHUN K 0(hOPMIIEHUIO

b. MaccuBbI IOKYMEHTHPOBAHHOM MH(OPMAaLINK, YIIOPsI0OUEHHbIE OTPeAeIEHHBIM 00pa3oM

C. HOMEHKJIaTypa JIeJ1 OpraHu3anuu

d. Bux MHQOPMAIMOHHBIX PECYpPCOB, MPEJICTABICHHBI COBOKYITHOCTBIO OTIEIbHBIX
JOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B HH(OPMAIIMOHHBIX CHCTEMaX

Bomnpoc 6

I'OCT P 7.0.97-2016 «YHuUIMpPOBaHHBIE CUCTEMbl NTOKYMEHTAIMH. YHU(HUIIMPOBAHHAsS
crcTeMa OpraHu3alMOHHO-PACTIOPIIUTEILHON TOKYMEHTALIUH ...» PEryIupyer

Bribepure o 1H OTBET:

a. oopmIIeHHE PEKBU3UTOB JOKYMEHTOB



b. ynpaBneHnue 10KyMeHTaMH

C. MpoeKkTHupoBaHue ciyxos J10Y

d. opranu3zanuio 10KyMeHTo000pOTa B YUPEKACHUN

Bomnpoc 7

JIOKyMEHTHBIE PECYPCBI — ITO

Bribepure o1H OTBET:

a. COBOKYINHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX I10 TIPU3HAKAM IPOHMCXOXKICHUS,
Ha3HAYEHUSs, BUJIA, CEphI NETETbHOCTH, EANHBIX TpeOoBaHMH K 0(pOPMIICHUIO

b. HOMeHKJIaTypa J1es1 OpraHu3alnuu

C. MacCCHBBI JIOKyMEHTHPOBAHHOU WH(POPMAIINH, YIIOPSI0UEHHBIE ONPEACIEHHBIM 00pa3oM

d. Bux wuHQOPMAIMOHHBIX PECYpPCOB, MPEICTABICHHBIH COBOKYITHOCTBIO OTICIBHBIX
JOKYMEHTOB, MAaCCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CHCTEMaX

Bompoc 8

MeToa COBEpIIEHCTBOBAHMUS JOKyMEHTOB U CHCTEM JIOKYMEHTAITUH

Br16epute o/1uH OTBET:

a. uHbopMaTH3aIUs

b. crangapTuzanus

C. CUCTEMHBIN aHAJIN3

d. MosenupoBaHue

Bompoc 9

COBOKYITHOCTh B3aWMOCBSI3aHHBIX M CTPYKTYPHPOBAaHHBIX JaHHBIX HAa MAaIIMHOYUTAEMBIX
HOCHUTEJISX, 00pab0TKa, TOUCK U XpaHEHHUE KOTOPHIX OCYIIECTBIISIETCS C ToMOoIbi0 DBM, 310

Bri6epute o/1uH OTBET:

a. 3JIEKTPOHHBIE OaHKU JaHHBIX

b. anekTpoHHbIE 06a3bI TAHHBIX

C. DJIGKTPOHHBIE OUOITMOTEKH

d. aneKTpOHHBIE KOMMYHUKAaTUBHBIE PECYPCHI

Bompoc 10

JlokyMeHTaJIbHBINA QOHIT - ATO

Bri6epute o/1uH OTBET:

a. IOKyMEHTbI OPTaHU3alll1, TIOJITOTOBJICHHBIE K C/Jaue B FOCYIapCTBEHHBIN apXUB

b. COBOKYMHOCTb JOKYMEHTOB, OOpa3yIOUIUMXCS B JEATEIHOCTH IOPUAMYECKOTO WIH
(bu3nYecKoTo JIMIA 3a IO

C. IOKyMEHTbI OPTaHU3alIUH, BBIICTICHHBIE K YHUUTOXEHUIO

d. TOKyMeHTBI, BKIIFOUEHHBIE B Ta0eb YHU(DUIMPOBAHHBIX (DOPM TOKYMEHTOB OpPraHU3alUH

Bompoc 11

CBoiicTBO Oo(pHUIHATEHOTO JIOKYMEHTA, coob1aemoe emy JeHCTBYIONIIUM
3aKOHOJATEITLCTBOM, KOMIIETCHIIMEH U3JAIONIEr0 €ro opraHa M YCTAaHOBJICGHHBIM MOPSJIKOM
0hOpMIICHHUS - ATO

BriGepute 0/1uH OTBET:

a. MOJIHOTA

b. ayTeHTUYHOCTh

C. KOH(UIEHIINATBHOCTh

d. ropuanueckas cuia

Bompoc 12

COBOKYMHOCTh JOKYMEHTOB, 00pa30BaBIINXCS M HAKOIUIEHHBIX B IpOLecce AESTEIbHOCTH
OTJENBHOTO (PU3UYECKOTO JIUIIA, ITO

Bribepure o1H OTBET:

a. pacripeiesiEHHbIe HTHPOPMALMOHHBIE PECYPChI

b. BcTpoeHHbIE HH(OPMAIIMOHHBIE PECYPCHI

C. IepcoHaIbHbIE MH(POPMAIIMOHHBIE PECYPCHI

d. cratuctrueckue UH(POPMaIIMOHHBIE PECYPCHI



Bompoc 13
[loctanoBnennem IlpaBurensbctBa Poccuiickoit ®@enepanuu ot 08.07.1997 Ne 835 «O

MCPBHUYHBIX y‘IéTHBIX JOKYMCHTAX» YTBCPIKIACTCSA

Bribepure o1H OTBET:

a. TEPMHHOJIOTHS B 00JIaCTH JEJIONPOU3BOACTBA U APXUBHOTO JIeIa

b. anp60OM 10 y4€Ty TpyJa U ero oImjaThl

C. MHCTPYKIIHUS 1O 3aMOJTHEHUIO TPYIOBBIX KHIKEK

d. TaGenb yHUGHUIMPOBAHHBIX POPM JTOKYMEHTOB

Bompoc 14

OO0s13aTeNbHbIE CTPYKTYPHBIE 3JIEMEHTBI CTaHAApTA

Bribepure o1H OTBET:

a. HOPMaTHBHBIE CCHIIKU

b. TpeboBaHus K 00BEKTY CTaHAAPTU3ALNN

C. OTJIaBJICHUE

d. 0603HaueHMs U COKpallleHus

Bomnpoc 15

YuudunuposanHas Gopma JOKyMEHTa — 3TO

Bri6epute 0/1uH OTBET:

a. JOKyMEHT, IMEIOIINII TUIIOBOE CO/IepKaHue U 0(opMIICHNE

b. TOKyMEHT, CO3/TaHHBII C TPUMEHEHHEM KOMITIOTEPHOW TEXHUKU

C. (opMBI TepBUYHBIX YYETHBIX JOKYMEHTOB I10 YUETY TPY/Ia M €T0 OTLIaThI
d. COBOKYITHOCTH PEKBH3UTOB, YCTAaHOBJICHHBIX B COOTBETCTBHUU C PEIIACMBIMH B JaHHOM

cdepe TeaTeTbHOCTH 3a/1a4aMi 1 3a)UKCUPOBAHHBIMU B OTIPE/ICTIEHHOM TIOPSJIKE Ha MaTepruaIbHOM
HOCHTeIe

Bompoc 16
C noMompl0 OpPraHU3alMOHHO — MPaBOBBIX JOKYMEHTOB pealu3yeTcsl YIpaBlieHYecKas

byHKIUSA

TEMBI

BriGepute ouH OTBET:

a. HOpMaTUBHO-METOJUYECKOT0 00eCreYeHNs YIpaBIeHUs IPEAIPUITHEM
b. KOHTPOJIS AEATETBLHOCTU MPEITPUSITUS

C. OpraHu3aluU ACSITeIbHOCTU IPEITPUSITUS

d. perynupoBaHust JeSITEIHOCTH MPEAIPUATHS

Bomnpoc 17

Kommno3unus nucema — 3710. ..

Bri6epute o/1uH OTBET:

a. MOCJIeI0BaTEeNIbHOCTh PACTIOJIOKEHUS MPEIOKEHUN B TEKCTE TOKYMEHTa
b. «i3bikoBas hopMyinay» nNucbMa

C. pacHoJIO’KeHUE PEKBU3UTOB MUChbMa U AJIIEMEHTOB TEKCTa Ha OllaHKe

d. mocnenoBaTENbHOCTh B3aMMOCBSI3aHHBIX CMBICIIOBBIX YacTel, 00beTUHEHHBIX €MHCTBOM

Bompoc 18

VYkaxxkure BUI JOKYMEHTA, BBIJCISCMBIH 110 (QYHKIIMH YIIPABICHUS
BriOepute o1MH OTBET:

a. I0Cbe

b. oTuér

C. MIEKTPOHHBIN JJOKYMEHT

d. ankera

Bompoc 19

K nHbopMaImoHHO-CIIPaBOYHBIM IOKYMEHTAM OTHOCSTCSI:
BriOepute o1MH OTBET:

a. MpHKa3

b. ycras



C. 0OBSICHUTENbHAS 3aIIHCKa

d. mocranoBnenue

Bompoc 20

[lepcoHanbHbIE CBEACHUS O TpaklaHaX SBISAIOTCS

Bribepure ouH OTBET:

a. mHpOpMaIHeid, OTHECEHHOW K KOMMEPUYECKOM TaliHe

b. nH(pOpMaNMEl OTKPBHITOTO AOCTYIA

C. KOHOUACHITNATEHON HHPOPMALIUEH

d. uadopmanueit, OTHeCEHHOH K rOCYJapCTBEHHON TaliHE

Bompoc 21

OyHKUMOHANbHAS — KJIACCU(PUKALUA
OCHOBAHUIO

Br16epute o/1uH OTBET:

a. BpeMsl MOSIBJICHUSI IOKyMEHTa

b. uHbOpMaIIMOHHAS COCTABIIAIONIAs JOKYMEHTa

JIOKYMEHTOB

OCYIICCTBJIAICTCA  I10

CIIEYIOLIEMY

C. croco0 3akperuieHus HHPOpMalui Ha MaTepUATbHOM HOCUTENIE

d. BUJ MaTepuanbHOrO HOCUTENS TIOKyMEHTa
Bomnpoc 22

OneKTpoHHbIe UH(GOPMAIMOHHBIE PECYPCHI, CO3JaBaeMble Pa3IMYHBIMU MPEANPUATHIMU U
HEIMOCPEACTBEHHO CBS3aHHBIE C OCYIIECTBICHUEM UX OCHOBHOH JEATEIBHOCTH

Bri6epute 0/1uH OTBET:

a. BCTPOCHHBIE MHPOPMAITHOHHBIE PECYPCHI

b. anekTpoHHbBIE OUOTMOTEKH

C. KOMMYHUKATHBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pactipenenénnpie HHGOPMAITHOHHBIE PECYPCHI
Bompoc 23

bnank nokymenrta — 3710...

BriGepute onuH OTBET:

a. HaOpaHHBIN HA KOMITBIOTEPE TUITOBON JOKYMEHT
b. ToKyMeHT, oTrieyaTaHHbIN B TUTIOTpadun

. Ha0Op PEKBU3UTOB, UICHTUDUIIMPYIOIIHUX aBTOpa O(PUIIMATHLHOTO JOKYMEHTa

d. TOKYMEHT C MOBTOPSIIOIIUMCS TEKCTOM
Bomnpoc 24

OcHoBHas K.]'IaCCI/I(bI/IKaI_[I/IOHHaH cAnHuLIa B (bYHKHHOHaHBHOfI KJ'IaCCI/I(l)I/IKaI_II/II/I JOKYMCHTOB

Bri6epute o/1uH OTBET:

a. MOJUIMHHUK TOKyMEHTa

b. neno

C. 1yOnMKaT TIOKyMEHTa

d. BUI 1OKyMeHTa

Bomnpoc 25

Knaccudukanus  AOKyMEHTOB  Ha
OCYILIECTBIISIETCS 10 CIEIYIOIIEMY OCHOBAHUIO

Bribepute 0JIMH OTBET:

a. CTETEeHb CII0KHOCTU

b. cTeneHb TOYHOCTH

C. CTeNeHb YHU(DHUKAIIH

d. cTeneHb OTKPBITOCTH

Bompoc 26

HHIUBUAYAJIbHBIC,

HpO,Z[OJ'I)KI/ITC OMpCACIICHUEC: CUCTCMA JOKYMCHTAIIUU — 3TO...

Bribepure o 1H OTBET:

TpadapeTHsie, MNpUMEpHbIE

d. COBOKYIIHOCTb JOKYMCHTOB, CBA3aHHBIX HpOL[C,Z[ypOfI MPUHATUA YIIPABJIICHYCCKOTO

perieHus



b. pasHOpoOIHBIE MO CBOEMY HPOHMCXOXKICHUIO, PAa3HOOOpa3HbIC MO BHIOBOMY COCTaBY
JOKYMEHTBI, 00pa30BaBIIMECs B MPOLIECCE ASSITEIHLHOCTH OTICIBHOTO (PU3MUYECKOTO JINIa

C. COBOKYIMHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX TII0J TPU3HAKAM IPOHMCXOXKICHUS,
Ha3HAYCHUS, BUIA, CPEephl NEATEIHHOCTH, CIMHBIX TPEOOBAHMI K 0(OPMIICHHUIO

d. TOKYMEHTBI ¥ MAacCUBBI JJOKYMEHTOB B WH(MOPMALMOHHBIX CHCTEMaX, YMOPSAJOYCHHBIC
onpeaenéHHBIM 00pazoM

Bompoc 27

JleaTenbHOCTh 10 YCTAHOBJICHHIO M IIMPOKOMY MHOTOKPAaTHOMY HCITOJIb30BAaHUIO
TpeOOBaHMN, HOPM, IMPAaBWJI M XapaKTEPHCTUK, KaK OOs3aTeNbHBIX Ui BBIIOJIHEHUS, TaK |
PEKOMEH/YeMBIX, B LENSAX JOCTHKEHHS ONTUMAIBHON CTEIICHH YIIOPSIIOYEHHOCTH B TOW MIJIM WHOU
oOmactu

Br16epute o/1uH OTBET:

a. TApMOHHU3AIIS

b. crangapTuzanus

C. CHCTeMAaTH3aIIs

d. yauduxanms
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OueHOuYHbIe cpeacTBa NPOMEXYTOUYHOrO KOHTPOIA NO pasaenam

KoHTpobHble BONpocbl No Kypcy «JoKymeHTOBeaeHne» K pasgeny 1

MoHATME cMCTeMbI AOKYMEHTaLMK. MicTopuyeckoe pasBuTME CUCTEM AOKYMEHTALUW.

OcHoBHble GYHKLMOHa/IbHbIE CUCTEMbI LOKYMEHTaLMKM B Poccuitickolt depepaunu.

CTaHgapTU3aumsa U yHUPUKaLMA JOKYMEHTOB.

YHuduumMpoBaHHble  cuCTeMbl  AOKymeHTaumun.  KnaccudukaTopbl  AOKYMEHTMPOBAHHOWM
MHbOpMaLUK.

OpraHu13aLMOHHO-pacnopAANTEIbHAA OOKYMeEHTaLmA. OK 011-93 «ObLLepoCCUnCKIMiA
KnaccuduKaTop ynpaBAeHYECKOW [OOKYMEHTaUuMM» U OTPaXKeHWe B HEM YHUOMLMPOBAHHOM
CUCTEMbI OpPraHM3aLUMOHHO-PACNoPAAUTENIbHOW AOKYMEHTALUMN.

Tunbl 4OKYMEHTOB, UX KNaccuduKaLmu.

LJOKyMeHT Kak cuctema. CTPYKTypa AOKYMEHTa. BHEWHAA U BHYTPEHHSAA CTPYKTYpa AOKYMEHTa.
dopmynap A4OKyMeHTa, ero pa3suTue. CoBpemeHHble TpeboBaHMA K Gopmynsapy ynpaBaeHYecKkoro
[OKYMEHTa.

Opuanueckasa cnna fOoKymeHTa. HopmaTuBHO-meToanYeckas 6a3a opopmneHna LOKYMEHTOB.
®opmynap-obpaseL, opraHM3aLMOHHO-PACNOPALAUTENBHOIO AOKYMEHTA: 06LLan XapakTepmcTmKa.
TOCT P 6.30-2003 «YHudUUMpOBaAHHAA CUCTEMA  OpraHM3aLMOHHO-PacnopALUTENbHOM
[OKyMeHTauumn. TpeboBaHUA K O0OOPMAEHUIO AOKymeHTOB». 061acTb NpMMEHeHMUA, CcoCTaB
PEKBU3UTOB, PErNaMeHTUPYEMbIX FOCYAAaPCTBEHHbIM CTaHAAPTOM.

TpeboBaHuMA K 61aHKaM OpraHn3aLMOHHO-PACNOPAANTENbHBIX LOKYMEHTOB.

Obwue TpeboBaHUA K OPOPMNEHUIO PEKBU3IUTOB  OPraHM3aLMOHHO-PaCNopALUTENbHbIX
AOoKymeHTOB cornacHo N'OCT P 6.30-2003.

TpeboBaHMA K odopmneHuto pekBusnUTOB «locyaapcTBeHHbIM repb Poccuiickon dPepepauun»,
«lepb cybbekta Poccuitckolt Pepepaummn», «3mbnema oOpraHM3auuuM, TOBapPHbIM 3HaK (3HaK
obcnykumBaHuA)».

TpeboBaHuMA K 0popMAEHNIO peKBM3UTa «HanmeHoBaHMe OpraHn3aLumn».,

CnpaBoyHasa nHbopmaLma 06 opraHM3aunmn — aBTope AOKYMEHTa 1 TpeboBaHMA K eé opopmaeHuto.
TpeboBaHuAa K odopmaeHuio peksusmToB «Kog ¢opmbl AoKymeHTa», «HammeHoBaHWe BMAA
AOKYMeHTa».

Jata pokymeHTa. [Mopagok odopmneHua pat. TpeboBaHUA K OPOPMIEHUIO PEKBMIUTOB
«PerucTpaumoHHbli  HoOMep [AoKymeHTa», «CcbllKa Ha PerucTpaumoHHbIi HOoMep W AaTy
AOKyMeHTa», « MecTo COCTaBNeHUA UAN U3LaHUA SOKYMEHTa».

MpaBuaa HanucaHMA agpecaTa M MeCcTo yKasaHuAa agpecaTa B popmynspe AoKymeHTa. OTpakeHue
chepbl gencrTema foKymeHTa B ero agpecate. MNopagok opopmneHns LOKYMEHTa C HECKOJIbKUMU
aapecatamu. Mopasok obopmaeHUs NoYTOBOro agpeca.

Y1BepraeHue aokymeHtoB. Cnocobbl yTBepxaeHus. CoctaB rpuda yTBEpPKAEHUA, NOPALAOK €ro
odopmaeHuns, mecto B Gopmynspe AOKYMeEHTA. JOKYMEHTbI, NOANENKALLME YTBEPHKAEHMIO.

CocTaB yA0CTOBEPEHUA AOKYMEHTOB. HasHayeHWe nopnucaHua AOKyMeHToB. Mpasuaa noanucu
OOKYMEHTOB pPas3/inyHbIX KaTeropuin. Mecto nognucu B dopmynsape AOKYMEHTa. DNEKTPOHHanA
noAanuchb.

MeyaTn M UXx HasHavyeHWe. Buabl nevatei. FocypapcTeeHHas repboBas nevyaTb. 3aKOHOLATENLCTBO
06 M3roToBAEHWW W NONb30BAHUKM neyaTell. [loOpPALOK NPOCTAaBAEHMA OTTMCKA Ne4yatTu Ha
AOKYMeHTax.

CornacoBaHuve AoKymeHTa. Mopagok v BuAbl cornacoBaHua. pud M BU3bI COrIacoBaHusA, WX
odopmneHune, mecto B popmynspe AOKYMeHTa. Bu3a o3HaKomneHus, NopagoKk eé obopmaeHus,
MecTo B popmynspe LOKYMeHTa.
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OTMETKM Ha AOKYMeHTax. VX poJib B NPOXOKAEHUN U UCMIONHEHUW AOKYMEHTA, MECTo B popmynsipe
AoKyMeHTa. Ocoboe HasHadyeHue pesontounn. TpeboBaHMe K ee copepraHuio U opopmaeHMIO.
OTMETKM 0 B3ATUM LOKYMEHTA Ha KOHTPOJIb, UICMOJHEHWUW AOKYMEHTA, UCTIONIHUTeNE U Ap.

MoHATME «TEKCT [OOKYMEHTa» MpU PasAu4YHbIX Ccrnocobax p[OKymMeHTMpoBaHuA. CueHapui
NOArOTOBKM A0KymeHTa. CoAepraHue MPOCTbIX U CAOMHbIX AOKYMeHTOB. MOopAfoK M3N0XKeHUs
TeKCTa JOKYMEHTA.

JINHrBUCTMYECKME OCOBEHHOCTM AOKymMeHTa. CTuancTudeckne TpeboBaHUSA TOYHOCTM, SCHOCTM
TEeKCTa AOKyMeHTa. Jlormyeckas CTPYKTypa TeKcTa. B3aMmocCBA3b CTUAUCTMYECKUX TpeboBaHWUM K
TEKCTYy OOKYMEHTa W WX A3bIKOBbIX CPEACTB BblpaxkeHMA. Popmanmsaums TeKcTa LOKYMEHTa.
dnemeHTbl TeKcTa. TpeboBaHUA K 0hOPMIEHMIO TEKCTA B BUAE aHKETbI, Tab/iMLbl, CBA3HOIO TEKCTA.
MoHATUE «3aro/0BOK AOKYMeHTa». HasHauyeHWe 3aro/ioBKa, ero Mecto B Gopmyiape AOKYMEHTa.
MpunoxeHue K TeKCTY U TpeboBaHMA K ero opopMIEHUIO.

TexHunyeckme TpeboBaHMA K ODOPM/IEHUIO PEKBU3UTOB OPraHM3aLMOHHO-PaCNoPAAUTENbHBIX
OOKYMEHTOB.

Obwue TpeboOBaHUA K COCTABNAEHUIO U OQPOPMIEHUIO OCHOBHbIX BUAOB YMNPaBAEHYECKUX
OOKYMEHTOB.

KonTpoabHble TeopeTHyecKue BONMPOCHI MO Kypey «/loKyMeHTOBe/leHHe» K pa3jiesiam
2 Kypca

Obwue TpebOBaHUA K COCTaBAEHUIO U OPOPMNEHUIO OCHOBHbIX BWAOB OPraHU3aALMOHHbIX
[OKYMEHTOB.
CocrtaBneHune n 0popMIeHNE OCHOBHbIX BUAOB yUpPeaAnTENbHbIX LOKYMEHTOB.
CocrasneHune n opopMaeHUE NONOKEHNA O CTPYKTYPHOM NOAPA3AENEHUN OPraHU3ALUN.
CocrtasneHune n opopmneHue NpaBua BHYTPEHHETO TPYAOBOrO pacnopAaKa.
CocrtasneHune n 0bopMaeHNE UHCTPYKLMIA OpraHM3aLLMOHHO-METOANYECKOrO XapaKTepa.
CocrasneHune n obopMmaeHUE AONKHOCTHBIX MHCTPYKLMIA.
CocrasneHune n opopmneHne aAMMHUCTPATUBHOIO pPernameHTa.
Obwue TpeboBaHMA K COCTABAEHUIO U OGOPMIEHWMIO OCHOBHbLIX BMAOB PacnopAaUTEsIbHbIX
[OKYMEHTOB»
CoctaBneHne n odopmaeHMe pPacnopaanTeNbHbIX AOKYMEHTOB, M34aBaeMblX HA NPUHUMNAX
eAMHOoHavYanus.
CoctaBneHne n odopmaeHMe pacnopaanTeNbHbIX AOKYMEHTOB, M34aBaeMblX HA NPUHUMNAX
KOMNErnanbHoOCTH.
Obuwume TpeboBaHusA K COCTaB/IEHUIO " obopMNEHNIO OCHOBHbIX BMOB
NHPOPMALNOHHO-CNPABOYHbIX 4OKYMEHTOB, NepesaBaeMblX MO Pa3/IMYHbIM KaHalam CBA3W.
[enosas nepenucka: MNOHATME, Knaccudukauma, poab U GYHKUMM B ynNpaB/ieHYECKoW
AeATeNbHOCTUN, 3aKOHOAaTelbHOE PEeryIMpoBaHue.
Cpepnctea cBA3M, WUCNOSb3yeMble AAs [AOCTaBKM O€/0BOM  KOppPecrnoHAeHUMWU. [LOKYMEHTbI,
nepegaBaemMble MO KaHanam 31eKTpocBA3WU. Tesnerpammbl (TeneTtalnorpamMmebl), TeseKcbl.
dakcorpamma (pakc). TenedpoHorpamma. INEKTPOHHOE NUCbMO.
[Jenosble nucbma. Obwme TpeboBaHUA K COCTABAEHMIO U 0DOPMAEHUIO AENOBBIX MUCEM.
Komnosunuus TeKkcTa 4e10B0ro nucbMa. AsbiK, CTU/b, 3STUKET 4e/10BOr0 NUCbMa.
KnaccnoumKkaumm genosbix nMcem.
CocrasneHune n opopmMaeHne NUCem, CBA3AHHbIX C PAacNpoCTpaHeHUEM MHbOPMaLMU.

CocrasneHune n opopmMeHME NUCEM, CBA3AHHbIX C OOPALLEHUAMMN NO BbINOJHEHWUIO TEX UAN UHbIX
OEeNCTBUIN UNN OKA3aHWUIO YCAYT.
CocrasneHue n opopmaeHne NUCEM-OTBETOB.
CoctaBneHne w odopmaeHne nucem [UcbMa NPETEH3MOHHOIO XapaKTepa, CBA3aHHbIX C
BbIpaXeHMeM BHUMAHWA M y4acTus.



21.
22.

23.
24.
25.
26.

27.

CocTaBneHne n opopmMmaeHne peKoMeHAATENbHbIX MUCEM, CONPOBOAUTENbHbIX MUCEM.
Obwme TpeboBaHuA K COCTaBNEHUIO " odopmneHuto OCHOBHbIX BMO0B
NHGOPMALMOHHO-CNPABOYHbIX JOKYMEHTOB.
OcobeHHOCTM 0pOpPMAEHMA aKTOB N MPOTOKO/OB.
OcobeHHOCTN 0pOopMAEHUA AO0KNAAHON, CNYKEOHOM U 06BACHUTENIbHOM 3aMUCOK.
OcobeHHOCTN 0pOopMAEHMA CPABOK, CBOAOK, 3aK/IIOYEHUI, OT3bIBOB, NEePEeYHeNn, CrUCKOB.
O6wme TpeboBaHUA K COCTaBAEHUIO U ODOPMIEHMIO OCHOBHbIX BUAOB AOKYMEHTOB NO TPYA0BbIM
OTHOLLEHMAM.
JInyHble OKYMEHTbI U 0COBEHHOCTU MX COCTAaBNEHUA U OPOpPMAEHNA.
1. TNoHsaThe «MHGOPMALIMOHHbIE PECYPCbI» N « AOKYMEHTHbIE pecypcbi». MX B3aMMoCBSA3b.
Knaccndurkaumsa 4oKymeHToB. Liesib U OCHOBHbIE MeToAbl KnaccupuKkaumm.
OCHOBaHMA U cxeMbl Knaccupukauuu.
CemaHTMyeckue knaccudukaumm.
PyHKUMOHaNbHble KnaccudmKaumnm.
CknagblBaHME CUCTEM LOKYMEHTALMMN.
MoHATUA «YHUPUKALMA» M «CTAHAAPTM3AUNA» LOKYMEHTOB.
OcHoBHble HanpasaeHUs yHUOUKALUN SOKYMEHTOB Ha COBPEMEHHOM 3Tarne.
YHuoukauma popmatos bymar.
. YHuduUKauua bopm AOKYMEHTOB.
. YHUOUKaumMA TeKcTa AOKYMEHTa.
. NoHATMIHaA yHUdUKayms.
. FOCT P 6.30-2003. Ero cogeprKaHue, 3Ha4YeHue.
. TpeboBaHMA K KOHCTPYMpOBaHUIO 61aHKOB. Buabl 61aHKOB. BaaHKM NpeanpuaTUn pasiUYHbIX
¢dopm cobcTBEHHOCTH.
15. MoHATHE «CUCTeMbl AOKYMeHTaumum». [pU3HaKM cuctembl [OKyMeHTauuu. OcHoBaHuA
KnaccudurKaLmm cucTem AOKYMEHTauuK.
16. ®YHKUMOHANbHbIE M KOPMOPATUBHbIE CUCTEMbI AOKYMEHTALMMN.
17. TeHAEHLMN NCTOPUYECKOTO Pa3BUTUA CUCTEM LOKYMEHTALUM.
18. Cuctema Hay4yHO-UCCNeA0BATENbCKOM M NPOEKTHO-KOHCTPYKTOPCKOM A OKYMEHTALMMN.
19. Cucrtema nNaTeHTHOM AOKYMEHTALMMN U CTaHAAPTbI.
20. ECKK T9CH, kaKoBbl €€ 3agaum 1 cocTas.
21. CTpyKTypa KNaccupMKaTOpPOB M fiexKalmx B UX OCHOBE KOL0B.
22. Cuctema TEXHONOMMYECKOW AOKYMEHTALMMN.
23. Kagposasa nHPOpMaLMOHHO-A0KYMEHTALNOHHAA cUCTEMA.
24. CucTema OpraHU3aLMOHHO-PACNOPAAUTENBHOM AO0KYMEHTALNN.,
25. Cuctembl  NNaHOBOM, WMHPOPMALMOHHO-CNPABOYHON, WMHPOPMALNOHHO-aHAINTUYECKON U
OTYETHOW AOKYMEHTaLMMW.
26. MoHATME «YHUPULMPOBAHHbIE CUCTEMbI AOKYMEHTALUMY.
27. HasHauyeHue, onpeaeneHue u coctas YCOP/L.
28. MNoHATUE KKOMMIEKCbl AOKYMEHTOBY. [TepBUUYHbIE KOMMIEKCbI TEKCTOBbIX JlOKYMEHTOB.
29. CnoxHble KomnneKebl. FocyaapcTBeHHble apxusbl. CeTb rocyAapCTBEHHbIX aPXUBOB.
30. MoHATME «A0KYMEeHTaNbHbIN GOHA» U «apXmMBHbIN doHA». NX pasnudue.
31. YHUdUUMpPOBaHHbIE CUCTEMbI AOKYMEHTALMMN.
32. Tabenb popm AOKYMeHTOB. Alb6om Popm JOKYMEHTOB.
33. HomeHKnaTypa fen, eé 3Ha4yeHMe U NPUMEHEHME B Ae0MNPOnN3BOACTBE.
34. KnaccudmkaTopbl AOKYMEHTUPOBAHHON MHDOPMaLLUW.
35. CocTaB nepcoHasnbHbIX JOKYMEHTHbIX PECYPCOB.
36. KonnuyectBeHHaA M KayeCTBEHHAA XapaKTEPUCTMKA apXMBHbBIX KOMMJIEKCOB.
37. BCTpoeHHbIe 1 pacnpesenéHHble 3N1eKTPOHHbIE pecypcbl.
38. MecTo M posib 3/IEKTPOHHbIX BUBINOTEK B CUCTEME OOKYMEHTHbIX PECYPCOB, MEPCMNEKTUBLI UX
pa3BuTuA.
39. Pecypcbl HAy4HO-TEXHWUYECKOM M CTAaTUCTUYECKOM MHOPMAUUN.
40. JoKymeHTHble pecypcbl bUBAMOTEK U My3eeB.
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41. [JokymeHTasbHble GOHAbI NPeAnpPUATUM, yuYperKaeHU, opraHn3auuii. NepBuYHbIE KOMMIEKCbI
OOKYMEHTOB.

42. dneKTPOHHble 6a3bl AAHHbIX.

43, JKcnepTn3a LLEeHHOCTM SO0KYMEHTOB.

44, JKcnepTHble KOMUCCUM OpraHn3aL M.

3a4aHuA K NPAKTMYECKOM YaCTH 3a4eTa C OLLeHKOW  No Kypcy «loKymeHTOBeAeHuEe»

1. KomrmuiekcHbIi aHAJIA3 TOJPKHOCTHOM MHCTPYKIIMM U €T0 PETaKTUPOBAHHUE.

2. KoMIuteKkcHbI aHanus3 yupeAUTENBHOIO TOKYMEHTA U €ro pelaKTUPOBAHMUE.

3. KommuiekcHbli  aHaiM3 TOJIOKEHUS 110 OCHOBHOM  JIEATEIBHOCTH U €r0
peOaKTUPOBAHUE.

4. KommuiekcHbI aHaJIA3 pacriopsiKEHUs.

) KomrmuiekcHbIl aHaIIA3 NpHUKa3a 10 OCHOBHOM JESATENBHOCTH U €T0 peJaKTUPOBAHUE.
6 KomruiekcHbIl aHAJIN3 NOCTAaHOBJIEHUS U €r0 PEAAKTUPOBAHUE.

1. KoMIutekcHbI aHanu3 pelieHus U €ro pelakTHPOBAHUE.

8 KomnuiekcHbIl aHAJIN3 yKa3aHUs U €ro peJaKTHPOBaHUE.

9 KoMmmnekcHpli aHanu3 ciyeOHOro MMchMa U €ro pelakTupPOBaHHeE.

10. KoMIutekcHbI aHanu3 OpoTOKOJIa U €0 peIaKTUPOBAHME.

11. KoMIutekcHBI aHanmu3 akTa v ero peaKkTUpOBaHUE.

12. KomruiekcHbIi aHanmm3 ciy>keOHOM 3alUCKU U €€ pelaKTHPOBaHUE.
13. KoMmruiekcHbI aHanu3 cupaBKu U €€ peakTUpOBaHUE.

IIpakTHYeckoe 3a1aHHe K 32a4eTy C Ol[eHKOM

[TpousBectr GOpMyIJISIpHBIN aHAIU3 OJHOTO JOKyMeHTa (1o BbIOOpY mpemopaBatens). K
KaKO¥ CHCTEeMeE, TIOJICUCTeME JJOKYMEHTAIIMH OTHOCHUTCS TAHHBIN TIOKYMEHT. B Kako#i/ne KOMIUIEKC/bI
MOKET BOUTH aHATU3UPYEMbI TOKYMEHT.

BapuaHTbl npui10KeHn it

BapuanT 1 - cipaBka KOHKPETHON OpraHU3alu

BapuaHT 2- nucbMO KOHKPETHOM OpraHU3alyu

BapUaHT 3- MpUKa3 KOHKPETHOUW OpraHu3aiuu

Bapuant 4 - pacnopsibkeHrne KOHKPETHOM OpraHu3aiuu

BapuaHT 5- akT KOHKpETHOM OpraHu3anuu



IIpuioxenne 2

OueHOoYHbIE CPEACTBA 1A MPOBEACHUA IIPOMEKYTOYHOM aTTeCTaIlluH

Kon
WHIUKATOP
a

Nupukarop 10CTUXKEHUS
KOMIIETEHIINU

OneHouHbIE CpeICTBA

OIIK-3: CnocobeH npuMeHATH TeOpPeTH
00J1aCTH IOKYMEHTOBe/leHHsI U apXUBOBEIeHUs;

YECKHUE 3HAHUA MJIsd PCHICHUA NMOCTABJICHHBLIX 3a1a1 B

OI1IK-3.1:

CocraBnsier, opopmiIsieT u

BEJECT  YIPaBJICHUYECKYIO
JOKYMEHTAITUIO

Pa3IIMIHBIX BHUJIO0B 110
npoduiIo  JACSITEIBHOCTH
OpraHu3aluu B
COOTBETCTBUU C ee

OpraHU3alMOHHO-TIPaBOBO
i hopmoit

Bonpocsl k 3auery 1 Kypc

1. IToustue CHCTEMBI JIOKyMEHTAIIIH.
Hcropudeckoe pa3BUTHE CUCTEM JOKYMEHTAIIHMH.

2. Tumbl TOKYMEHTOB, WX KIacCU(pUKAIIIH.

3. JIokyMeHT Kak cuctemMa. BHEITHSIS 1 BHYTPCHHSIS
CTPYKTYpa JOKYMEHTa: 00II[asi XapaKTepUCTUKA.

4, CpencrBa CBsI3H, HUCIOIB3YEMbIC JJIsI JIOCTABKH
JIETIOBOM KOPPECIIOHICHIINH. TpeboBanus K
JOKyMEHTaM, nepeaaBaeMbIM o KaHaJlaM
AIEKTPOCBSIZH.

5. OO6mme TpeOOBaHMA K  COCTABICHHIO H

0(hOpMIICHHIO JIENOBBIX THceM. Kommo3uims Tekcra,
SI3BIK, CTHJIb, STUKET JIEJIOBOTO MUCHMA.

6. JlemoBass ~ mepemmcka:  OOImIME  CBEJCHUS,
KJIaCCH(HUKAITHS, poJib B YIIPaBICHYCCKOM
JIEATEILHOCTH, (yHKIIHH. 3aKOHOIaTeIbHOE
peryIHpOBaHUE JICTIOBOH TIEPEITUCKH.

7. PacniopsimutenpHass ~ JOKyMEHTamus:  oOImIast
XapaKTepPUCTHKA.

Hrorosblii Tect 32 1 Kype
Bomnpoc 1
CornacHo cTaHIapTU3UPOBAHHOMY OIPEEIICHHIO,
BUJ MMCbMEHHOTO JOKYMEHTA — 3TO:
BeiGepute oauH OTBET:
a. o(UUUANbHBIM JOKYMEHT,
MCbMEHHOM BUJIE
b. HauMeHOBaHUE JOKYMEHTa, 0(OPMIIEHHOT'O TI0
YCTaHOBJIEHHBIM MPaBUJIaM MALIMHOIKMCHBIM CIOCOOOM
C. TIPUHAJUIEKHOCTh MUCbMEHHOI'O JIOKYMEHTa K
cucTeMe JOKYMEHTAllMM MO MpHU3HaKaM COJEp)KaHUs U
LIEJIEBOTO HAa3HAYECHUs
d. pa3HOBUIHOCTH JOKYMEHTa, HCIIOJIHEHHOI'O
rpa¢puyeckuMu  3HakKaMM — OykBamH, ULudpamy,
ueporiaudamu
Bompoc 2
CornacHo cTaHIapTU3UPOBAHHOMY OIpEIeNICHHIO,
yHU(UIMpOBaHHAsA (hopMa JIOKYMEHTa — 3TO:
Bribepure o1uH OTBET:
a. uH(popMmalus, 3amMcaHHas Ha Pa3JIUYHBIX
HOCHUTEJISIX 110 YCTAHOBJICHHBIM ITPaBHJIaM
b. COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B
COOTBETCTBUM C pellaeMbIMH B JaHHON cdepe
NeITEeNbHOCTH  3a/ladyaMd U PAcIOJIOKEHHBIX B

CO3aHHBII B




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

OTIpE/ICIICHHOM MOPSIKE HAa HOCUTENE HH(POPMALIUU

c. Habop PEKBU3HUTOB OUITHATEHOTO
NUCBMEHHOTO  JOKyMEHTa,  PAacCIOJOXECHHBIX B
OTIPE/ICTICHHOM MOCIIEeIOBATEILHOCTH

d. Habop pEeKBU3UTOB, WIACHTUPUIMPYIOLIUX
aBTOpa OHUIMATIHLHOTO MUCEMEHHOTO JIOKYMEHTa

Bomnpoc 3
YHu}uKanus 10KyMEHTOB — 3TO:
Br16epute oiuH OTBET:

a. IpUMEHEHHUE TabIUIl U aHKET

b.  ompenenenme — mopsaka  OQOpMIICHHS
JOKYMEHTOB

C. CBEJICHHE K MUHIMYMY pa3HO0Opa3us BUAOB U
dbopM TOKYMEHTOB

d. pa3paboTka «1abiioHa» T0KyMEHTa

Bompoc4

CornacHo CTaHJIAPTHU3UPOBAHHOMY
OTIPE/ICTICHNIO,  OPTaHW3AIMOHHO-PACTIOPSIUTEIbHBIHI
JOKYMEHT — 3TO:

Br16epuTe oiuH OTBET:

a. JIOKyMEHT, CO3JaHHBIM IOPUIUYECKUM WITU
(bU3UIECKUM JTUIIOM, O(OPMIIEHHBIN U yIOCTOBEPEHHBIN
B YCTAHOBJICHHOM IOPSI/IKE U UCTIOJIb3YEMbIH B TEKYyIIIEH
JEeSITeIbHOCTH OpraHu3aluu

b. BUJI MHCbMEHHOTO JOKYMEHTa, OTpakarollui
JTOKYMEHTUPOBaHUE
OpraHU3aIMOHHO-PACTIOPSTUTEILHOM JEeSITeIbHOCTH
OpraHoB, OpraHU3aIi U JOHKHOCTHBIX JIUI]

C. BUJ MHUCBMEHHOIO JOKYMEHTa, B KOTOPOM
bukcupyoT  pelieHue aIMUHHUCTPATUBHBIX |
OpPraHU3allMOHHBIX BOIIPOCOB, a TAaKXKe BOIPOCOB
yIpaBJICHUS,  B3aUMOJICHCTBHUS,  OOecreyeHuss U
pEerynupoBaHusl  AEATEIbHOCTH  OPraHoB  BJACTH,
VUPSKICHUHN,  MpeNnpusITHi,  OpraHu3aluid,  HX
No/ipa3JieNieHui U IOJKHOCTHBIX JIUIL

d. mepBUYHBII, MUHUMATbHBIN JIEMEHT CUCTEMBbI
OpTraHU3aIMOHHO-PACTOPATUTEILHON JOKYMEHTAIIUN

Bompoc 5

Kakune mnoacuctemsr HE Bxomar B cucremy

OpraHU3alMOHHO-PACTIOPSAAUTEIBHON TOKYMEHTAIMH:
Bribepure oJ1uH OTBET:

a. OpraHM3alMOHHO-TIPABOBAs TIOKyMEHTALUs

b. m1aHoBast JOKYMEHTAIUs

C. pacropsiiMTeNbHas JOKyMEHTaLus

d. "HPOPMALMOHHO-CIIPAaBOYHAS TIOKYMEHTAIUS

Bomnpoc 6

Ha xakue TUmbl NOpa3aenstoTcsl JOKYMEHTHI 110
POUCXOXKACHUIO:

Bribepure 0J1MH OTBET:




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

a. BXOJSIINE/UCXOIIINE/BHYTPEHHUE
b. nHAMBUAYaBHBIE/TpadapeTHBIC/ TUIIOBBIC
C. TuuHble/ O(UIInaTEHBIC
d.  oOmenocrymHble/  KOH(UACHIUAIHHBIE/
CEKpeTHBIE
Bonpoc 7
Ha xakue TUMIBI MOIpa3enstoTcsi JOKYMEHTHI 110
croco0y U3MOKEHHUS:
Br16epute oiuH OTBET:
a. nucbMa/renerpaMmbl/  Tene(OHOrpaMMbl/
TeNeKChl/ (hakcorpaMMBbl/ AIEKTPOHHBIE COOOIICHUS
b. nnaUBUAYaNIbHBIE/ TpadapeTHbIe/ TUIOBbIE
C. IOJUTMHHUKN/ KOTIHH/ TyOJIUKaThI
d. 001Ie10CTyHbIe/ KOH(pUACHITHATbHBIC/
CEKpeTHBIE
Bompoc 8
ITo KaKoOMy NIPU3HAKY JOKYMEHTHI
MO/Ipa3JIeNAI0TCs Ha MOVIMHHUKY (OpUTHHAIIBI)/ KON/
yOnUKaThI:
Br16epuTe oiuH OTBET:
a. mo (hopme mpeacTaBICHH
b. mo cdepe aesTenbHOCTH
C. o crocoOy nepenayun
d. 1o creneHu NoNIMHHOCTU
Bomnpoc 9
CornacHo cTaHIapTU3UPOBAHHOMY OIPEIEIICHHIO,
cucreMa JOKyMEHTaluu — 3TO:
BeiOepute oquH OTBET:
a. COBOKYITHOCTb JIOKyMEHTOB, 00pa3yIoLIXcs B
JESITeIbHOCTH IOPUINYECKOTO MU (PU3HUYEeCcKoro mua
b. KOMIUIEKCHl JIOKyMEHTOB, OTpaKarollue
IIPOM3BOJICTBEHHbIE,  YIIPABJIECHYECKUE, (hUHAHCOBBIE
IPOLIECCHl MPEIPUATHH, OpraHnu3auiil, yapeKIeHUH
C. cucreMa HOPMAaTUBHBIX aKTOB,
pEerIaMeHTHPYIOUINX T0KyMEHTUPOBAHUE I TEIbHOCTU
U JOKYMEHTOOOOPOT  HpEANpHUATHA  pa3iIU4YHbIX
OPraHU3alMOHHO-TIPABOBBIX (POPM
d. COBOKYITHOCTb JOKYMEHTOB,
B3aMMOCBSI3aHHBIX TI0 TPU3HAKaM IPOMCXOXKICHHUS,
Ha3HaueHUs, BUAA, chepbl JeATeIBHOCTH, EIUHBIX
TpeGoBaHUH K UX 0(hOPMIIEHUIO
Bompoc 11
CornacHo cTaHIapTU3UPOBAHHOMY OIpEIeNICHHIO,
YHU(DUIIUPOBAaHHAS CUCTEMA JOKYMEHTALUU — 3TO:
Bribepure o1uH OTBET:
a. COBOKYITHOCTB JIOKYMEHTOB, B3aUMOCBSI3aHHBIX
[0 TpU3HAKaM IPOMCXOXJEHUS, Ha3HAUYEHUs, BUJA,
ceppl AEATENbHOCTH, €IUHBIX TpeOOBaHMH K UX
0(OPMIICHHIO




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

b. cucrema JOKyMEHTAallUM, COCTaBIICHHE U
odopmieHne KOTOPOI perIaMeHTHPOBAHO
HOPMATUBHBIMH aKTaMH

C. cHCTeMa JIOKyMEHTAallud, CO3JaHHas IO
€IMHBIM TIpaBWJIaM W TpeOOBaHUSAM, COAEpIKaIas
UHPOpMALHIO, HEOOXOOUMYIO /ISl YOpaBJICHHUS B
OTIpe/IeIIeHHON chepe e TeIIBHOCTH

d. cucrema NOKyMEHTAIlMH, WMEIOIIAsi €IUHBIN
bopmymsip

Kakue smeMeHTBl SBISIOTCS CaMBIMU KPYITHBIMU
CTPYKTYPHBIMH JJIEMEHTAMHU JIOKYMEHTA KaK CHCTEMBI:
Br16epute oiuH OTBET:

a. coziepkanue u Gpopma

b. 3aroJIoBOYHas, coJieprKaTesbHas u
ohopMIISIOIIIas 9acTH

C. PEKBU3UTHI

d. cmyxebHoe u pabodee 1moJie TOKyMeHTa

Bomnpoc 12

[Tpomomxute oTIpeieNieHue: bopmyIsip

JOKYMEHTa 3TO - ...
Bri6epute ouH OTBET:

a. Habop PEKBU3HUTOB 0HUIIHATTEHOTO
MUCbMEHHOTO  JOKYMEHTa,  pacHOJIO)KEHHBIX B
OTIpE/IeNIEHHOM MOCNIeI0BAaTENIFHOCTH

b. HaboOp pPEKBU3UTOB, HIACHTU(UIIUPYIOIINX
aBTOpPa OPUIMATIEHOTO MUCbMEHHOTO I0KYMEHTA

c. 3apukcupoBaHHAs Ha MaTepUAIbLHOM HOCHUTEIIE
uHbOpMallMsd C PEKBU3UTAMH, [O3BOJIAIOIIMMU €€
UACHTU(DULIIUPOBATD

d. BHYTPCHHSIS dhopma JIOKyMEHTA,
OTIpENeNAoNIas CTPYKTYPY TEKCTa U €ro S3bIKOBbIE
0COOEHHOCTH

Bompoc 13

[Tponomxkute onpeneneHue: 6JaHK JOKYMEHTa —
370 ...

Bri6epute o1MH OTBET:

a. MOJieb MOCTPOCHUS JOKYMEHTA,
ycTaHaBIUBarolas 00IacTh MpPUMEHEHUs, (opMaThl,
pasmepel  moJieil, TpeboBaHHS K  HOCTPOCHHUIO
KOHCTPYKIIMOHHON CETKU M OCHOBHBIE PEKBU3UTHI

b. THMOBas MOJENb, Co/leprKallas COBOKYIMHOCTb
00s13aTeNbHBIX PEKBU3HUTOB, CBOMCTBEHHBIX
JOKyMEHTaM yHUDUIIUPOBAHHOU CUCTEMBI
OpTraHU3aIMOHHO-PACTIOPATUTEILHON JTOKYMEHTALUUA U
PAacCIIOJIOKEHHBIX OTPEIETIEHHBIM 00pa3oM

C. Habop PEKBU3UTOB OUITATIEHOTO
NUCBMEHHOTO  JOKYMEHTa,  paCOJIOKEHHBIX B
OTIpe/IeNIEHHON MOCIe0BaTeNbHOCTH

d. HaOoOp pEeKBU3UTOB, HUACHTHUPHIHUPYIOIIHUX




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

aBTOpa O(HUIMATIHHOTO MUCEMEHHOTO JIOKYMEHTa
Bompoc 14
Kakomy mOHSTHIO COOTBETCTBYET CleIyrOIIast
XapaKTepUCTHUKA: «3TOT (QOPMYISIp XapaKTepU3yeTcs
OTIPEIEIIEHHBIM KOJINYECTBOM PEKBU3UTOB,
PAacCIOJIOKEHHBIX B CTPOrOM MOCJIEN0BATENbHOCTH, U
XapaKTepeH [uIsi KOHKPETHOrO0 BHJA JIOKYMEHTOB,
HalpuMep, IpUKasa, akTay:
Br16epute oiuH OTBET:
a. TUIoOBOM hopmyIsip
b. popmyrsp
c. hopmyIsip-oOpazery
d. uHAMBUAYaNBHBIN GOpMYIISp

Bomnpoc 15
Kakomy IOKyMEHTY COOTBETCTBYET CJeIyroIast
XapaKTepUCTHKA: «3ITO MHUCHBMEHHOE IOJIHOMOYNE,
BBIJJTaBa€MOE€ OJHUM JUIIOM (YUPEKICHUEM) IPYyromy
JIILY JUTSL TPEJICTaBUTENECTBA TIEPEl TPETHUM JTUIIOM).
Br16epuTe oiuH OTBET:
a. pacmmcka
b. 3asBieHue
C. IOBEPEHHOCTD
d. cipaBka
Bomnpoc 16
OTMETUTH BONIPOC
Kak mepeBomuTcs C JIaTUHCKOTO  TEPMHUH
«peKBU3HUTY» (J1at. requisitum):
Bri6epute ouH OTBET:
a. MMHUMAaJIbHas 4acTh
b. Tpebyemoe, HeoOXoaUMOe
C. CTPYKTYPHBIH 3JIeMEHT
d. atpulyT conepkanus
Bompoc 17
KakoMy TepMHHY COOTBETCTBYET CIEAYIOIIEe
CTaH/JIApPTU3UPOBAHHOE OTpe/eNieHue (3aKperjieHHOE B
I'OCT P 51141-98): «... — 370 00sA3aTEIbHBIH IEMEHT
odopmieHust 0(UITUAIBHOTO TOKYMEHTay:
Bribepure o1uH OTBET:
a. pEKBHU3UT JIOKyMEHTA
b. 3aronoBouHas 4acTh JOKYMEHTa
c. pabouee 1oJie T0KyMeHTa
d. 6maHK TOKyMeHTa
Bompoc 18
KakoMy TepMHHY COOTBETCTBYET ClEAyIOIIas
XapaKTepPUCTHKA:
OTO BHUJ NHUCBMEHHOTO JOKYMEHTa, B KOTOPOM
GUKCUPYIOT ~ pelIeHUs aJIMUHUCTPATUBHBIX U
OpPraHU3allMOHHBIX BOIPOCOB, a TakKXe BONPOCOB




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

yIpaBJIeHUs,  B3aUMOJICHCTBUA,  oOecmeueHus |
perylnupoBaHusi  JESATEIbHOCTH  OpPraHoB  BJACTH,
YUpEXKACHUN,  NOPEIIPUATHNA,  OpraHu3alui,  Hx
[0/Ipa3/IeJIEHUH U JIOJKHOCTHBIX JIUII.

Br16epute oiuH OTBET:

a. CIIy’K€OHbIN JOKYMEHT

b. opunManbHBI JOKYMEHT

C. YIIPABJIEHYECKHI JOKYMEHT

d. OpraHU3alMOHHO-PACTIOPSTUTENbHBIN
JOKYMEHT

Bompoc 19

Y kakoro BuJa OpraHU3allMOHHO-TIPABOBOM
JOKyMEHTalluu TpeOOBaHUS K TEKCTY YCTAHOBJIEHBI B
3aKOHOJJATEIILHOM TMOPSIJIKE:

Br16epuTe oiuH OTBET:

a. IITaTHOE paclucaHue

b. 10JKHOCTHAS MHCTPYKIUS

C. yCTaB

d. UWHCTpYKUMST  HOPMAaTHUBHO-METOJUYECKOTO
Xapakrepa

Bomnpoc 20

KakomMy TNOHSTHIO COOTBETCTBYET CIEAYHOIIAs
XapaKTePHUCTHKA!

OTO JOKYMEHT, COAEpKaIUil MpaBuja MOBEACHUA,
PacIpOCTPaHSIONIMECS HA HEONPEAEIECHHbBIN KPYT JIWLL,
W3/JaHHBIE HAa OCHOBAHMM M BO  HCIIOJHEHUE
denepallbHOTO 3aKOHOJIATENIbCTBA, O0S3aTENbHBIC IS
UCIIOJIHEHUSI OpraHaMHM TOCYJAapCTBEHHOW BJACTH,
MECTHOTO  CaMOYIIPAaBJIEHUS, MX  JOJIKHOCTHBIMU
JULAMHU, FOPUIUIECKUMHU JIMIAMU U TpaKJaHaAMU.

Bri6epute oauH OTBET:

a. HCHOPMATHBHBIN MTPABOBOM aKT

b. HOpMaTHUBHBIN MTPABOBOM aKT

C. IIPaBOBOM aKT

d. HOpMBI ITpaBa

Bompoc 21

[Ipu oTnpaBke Kakoil pPa3sHOBUIAHOCTH MHCbMa
MOKHO OTPaHUYUTHCS (PAKCUMIIIBHON CBSI3bIO WIIU
UIEKTPOHHONW TMOYTOW Oe3 OCBUIKM KOPPECHOHICHTY
NO/IJIMHHMKA:

Bribepure oJ1uH OTBET:

a. pEKJIaMHOTO NMHCHhMa

b. mucema-3arpoca

C. MMCbMa-3aKas3a

d. mucbMa-HaNoOMHUHAHUS

Bomnpoc 22

Kakue nucbpma sBISIFOTCSI MHOTOACIIEKTHBIMMU:

Bribepure o1uH OTBET:

a. IUCbMA, COCTOALIME M3 TPEX WIM YETBIPEX




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

CMBICIIOBBIX 4YacTell (BCTyIUIEHHE, OCHOBHAs 4YacTb,
3aKJIIOUYEHUE, MPEAYNPEKICHUE WM 3aKIIOUYUTEIbHbIE
ITUKETHBIC (OPMYJIbI)

b. muchMa, OCBAIICHHBIE HECKOJIBKIM BOTIPOCaM

C. KOMIUIEKC TIHCEM, SBIISIOUIMXCS PE3yIbTaTOM
NEPenCKH JITIOBBIX TAPTHEPOB MO OJHOMY WIIH
HECKOJIBKUM BOITPOCaM

d. mmceMa, aBTOpaMH  KOTOPBIX  SIBJISIFOTCS
HECKOJIBKO JIUII, KaX/I0€ U3 KOTOPBIX BBICKA3hIBAET CBOIO
TOYKY 3pEHHsI Ha OTPa’KEHHBIHN B MMChME BOTIPOC.

Bormpoc 23

Kakass pa3HOBMAHOCTH 3amHMCOK HE COJEPKUT
BBIBOJIOB U IPEJUIOKEHUN:

Br16epute oiuH OTBET:

a. MHUITMATUBHAS JIOKJIQIHAS 3aITUCKa

b. oObsicCHUTEIbHAS 3aITHCKa

C. JINYHas 3amucKa

d. cmy>keOHas 3amucka

Bomnpoc 24
Kakomy Buagy uH(pOpMaIMOHHO-CIPAaBOYHOMN
JOKyMEHTaluu COOTBETCTBYET cleyromee

ompeneneHue: «IT0 (Gopma BHYTPEHHEH J1€JIOBOM
MEPENUCKU MEXAY MOApPa3/IeIeHUIMH OpraHu3aluy Uiu
JOJKHOCTHBIMU JIMIIAMH, HE HAXOJSIIMMHUCS B IPIMOM
MOTYUHEHUI.

Bri6epute ouH OTBET:

a. IOKJIa/IHasl 3arucKa

b. cy>xkeOHas 3amucka

C. OT3bIB

d. akr.

Bomnpoc 25

Kakoili pa3HOBUIAHOCTH JOKIAIHBIX 3aMUCOK
COOTBETCTBYET CJEAYIOIIasl XapaKTepUCTUKa: «OTH
JOKJIaJHbIe 3alMUCKu HMH()OPMHUPYIOT O 3aBEpIICHUU
paboThl, ee  JTama, BBHIMOJHEHHUM  YKA3aHUH,
PaCTIOPSKEHUM U T.ILY.

Bri6epute o1MH OTBET:

a. “HpOpMaIMOHHAs

b. MmosicCHUTENbHbBIE

C. OTYETHBIE

d. “HUTIMATUBHBIE

Bompoc 26
Kakomy Buay uHQpOpMaLMOHHO-CIPABOYHOMN
JOKYMEHTaluu COOTBETCTBYET cleayroniee

ompeneneHue: «3ITO JOKYMEHT, COCTABJICHHBIA IS
MOJATBEP)K/ICHUSI YCTAaHOBJICHHBIX (DaKTOB, COOBITHI,
JeHCTBUI.

Bri6epute oiMH OTBET:

a. aKT




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

b. mpoToko
C. MUCbMO-TIOATBCPKACHHUC

d. cripaBka

Bomnpoc 27

Kakomy Buay uWHQOpPMaNMOHHO-CIPABOYHON
JIOKYMEHTalUU COOTBETCTBYET clIeyroIee
OIIpEJCIICHNUE:! «9T0  JIOKYMEHT,  COJEp Kalluii

NEepeYnCIICHne  JIMIL, TPEAMETOB, OOBEKTOB B
OTIPE/ICTICHHOM TOpSAKE, COCTaBJICHHBIA B  IIEJSX
UH(POPMHUPOBAHUS WITH PETUCTPAITII.

Br16epute oiuH OTBET:

a. IepeyYeHb

b. cripaBka

C. CBOJIKA

d. ciucok

Bomnpoc 28

[Iponomxkute onpeaenenue: hopmymnsp-oOpaszer —
970 ...

Bri6epuTe oiuH OTBET:

a. HaboOp pPEKBU3UTOB, HICHTH(DUIUPYIOIINX
aBTOpPa OPUIMATEHOTO MUCbMEHHOTO TIOKYMEHTa

b. MOJIeh MOCTPOCHUS JOKYMEHTA,
yCTaHaBJIMBAOIIAss 00JacTh MPUMEHEHHs, (OpMaThI,
pasMepsl  mosieid, TpeOOBaHUS K  IOCTPOEHUIO
KOHCTPYKIIUOHHON CETKU U OCHOBHBIE PEKBU3UTHI

c. Habop PEKBU3HUTOB 0UIIHATIEHOTO
MUCBMEHHOTO  JIOKYMEHTa,  pAacCHOJIOKEHHBIX B
OTIpe/IeNIEHHOM MOCIIeI0BATENLHOCTH

d. TumoBas Mojenb, coaepkalias COBOKYIMHOCTb
00s13aTeNbHBIX PEKBHU3UTOB, CBOMCTBEHHBIX
JOKyMEHTaM yHUDUIIUPOBAHHOU CUCTEMBI
OpraHU3aIMOHHO-PACTIOPATUTEILHON TOKyMEHTAllUU U
PacCIOJIOKEHHBIX OIMPEICICHHBIM 00Pa30M.

Bompoc 29

Kakoli peKkBU3HT, PacloioKEHHbIN BbIINIE TEKCTA,
OTHOCHUTCSI K 3ar0JIOBOYHOM YacCTH:

Bri6epute o1MH OTBET:

a. rpud yTBEp>KICHUS

b. ccbUlka Ha PErucTpallMOHHBIA HOMEp M Jary
JOKYMEHTa

C. PE30JIIOLUS

d. oTMeTKa 0 KOHTpOJIE.

1. Hrorosslii TecT (2 Kypc)

Bomnpocl

JleaTenbHOCTh 10 YCTAHOBJIGHUIO U IIHPOKOMY
MHOTOKPaTHOMY  MCIIOJIb30BaHHUIO  TpeOOBaHMH,
HOPM, MPABUJ U XaPaKTEPUCTHUK, KaK 00s13aTEIbHBIX
JUIS. BBITIOJIHEHUS], TAK U PEKOMEHIYEMBIX, B HEJSIX




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

JOCTUKEHUS ONTUMAJILHOU CTEIIEHU
YHOPSAA0YEHHOCTH B TOM WJIM MHOM 00J1acTH
Br16epute oiuH OTBET:

a. rapMOHHU3alUs

b. crangapTuzanus

C. cucrteMaTu3anus

d. yaudukamnms

Bompoc3

[Iponomxure OTpe/iesIeHuE: cucTema
JOKYMEHTAalUH — 3T0...

Br16epute oiuH OTBET:

a.  COBOKYMHOCTh  JIOKYyMEHTOB,  CBSI3aHHBIX
IpOLEAYPON MPUHSITHS YIIPABICHUYECKOTO PEIIEHUS
b. pa3HOpPOJHBIE IO CBOEMY HPOUCXOXKACHUIO,
pa3zHooOpa3HbIe 110 BUJOBOMY COCTaBY JOKYMEHTHI,
oOpazoBaBiIMecss B  IMpolecce  AESITeTbHOCTH
OTZIEIBHOTO (PU3MUECKOTO JINIIA

C. COBOKYMHOCTb JOKYMEHTOB, B3aMMOCBSI3aHHBIX
MoJI TMpHU3HAKaM TMPOMCXOXKICHUS, Ha3HAUYEHUS,
BUJA, Cepbl AeATEeIbHOCTH, €AMHBIX TPEOOBAaHUH K
0(hOpMIICHUIO

d. [OKyMEHTBI M MacCUBbl JOKYMEHTOB B
UHQOPMALIMOHHBIX  CHUCTEMaX, YIOPSJIOYEHHbIE
omnpenenEéHHbIM 00pa3omM

Bomnpoc 4

OcHoBHas  kjnaccu(UKAallMOHHAs  €AMHUIA B
(GYHKIMOHAIBHOH KJIacCU(pUKALUU JOKYMEHTOB
BeiGepute oquH OTBET:

a. MOJIJIMHHUK JOKyMEHTa

b. neno

C. TyOJIuKaT TOKyMEHTa

d. B TOKyMEHTa

Bompoc 5

Knaccudukanust JOKyMeHTOB Ha UHAUBUAYaJIbHbIE,
TpadapeTHble, NpPUMEPHbIE OCYILECTBIAETCS IO
CJIEAYIOIIEMY OCHOBAHUIO

Bribepure o1uH OTBET:

a. CTENEeHb CII0KHOCTU

b. cTeneHb TOYHOCTH

C. CTeNeHb YHU(DUKAIUH

d. cTeneHpb OTKPBITOCTH

Bompoc 6

bnank goxkymeHTa — 3710...

Bribepure o1uH OTBET:

a. HaOpaHHBIN Ha KOMITBIOTEPE TUIOBOM JJOKYMEHT
b. TOKYMEHT, OTIE€YaTaHHbIH B TUIIOTpaduu

C. HabOp PEKBU3UTOB, HAECHTH(PULIMPYIOIIHX aBTOpa
o(HIHMATBHOTO JOKYMEHTA

d. TOKYMEHT C MOBTOPSIIOIIMMCS TEKCTOM




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

Bonpoc7

OyHKIMOHANBHAS ~ KJIACCH(PUKALUSA JTOKYMEHTOB
OCYILECTBIISICTCS 110 CIEIYIONEMY OCHOBAHHIO
Br16epute ouH OTBET:

a. BpeMsl MOSIBJICHUS JIOKYMEHTa

b. nHGOpMaIMOHHAs COCTaBJISAIONIA TOKYMEHTA

c. cmoco0 3akperyieHHs ~ HWHGOpMAIMKM  HA
MaTepHaIbHOM HOCHUTEIEe

d. Bua MaTepuaibHOTO HOCUTENS JOKYMEHTa
Bomnpoc 8

K  «nepBu4HBIM  KOMIUIEKCAaM  JOKYMEHTOB)»
NPEINPUSATHS OTHOCUTCS

Br16epute oiuH OTBET:

a. apXUBHAas! KOJUIEKITUS

b. TocyIapcTBeHHas CHCTEMa CTaTHCTUKU

c. COOpHHK HOpPMAaTHUBHBIX JIOKYMEHTOB
NpENNpUATAL

d. noxyMeHTanbHbIN (HOH]T TPEAIPUATHS

Bompoc 9

Komrmnekc 10KyMeHTOB — 3TO

Bri6epute ouH OTBET:

a. COBOKYMHOCTb JOKYMEHTOB, B3aWMOCBSI3aHHBIX
0 MPU3HAKaM MPOUCXOXKICHUSI, Ha3HAYCHUS, BUJIA,
chepsl EATENBHOCTH, E€IWHBIX TpeOOBaHUU K
0(hOpMIICHUIO

b. MaccuBBl JTOKYMEHTHPOBAHHOW WH(MOpPMAIIUH,
yIopsiAOYEHHBIE ONIpeAeIEHHBIM 00pa3oM

C. HOMEHKJIaTypa JIeJl OpraHu3auu

d. BH/]I UH()OPMAITMOHHBIX pecypcos,
MPEJICTABICHHBI  COBOKYIMHOCTBIO  OTIEJIbHBIX
JIOKYMEHTOB, MacCUBOB JTOKYMEHTOB B
MH(GOPMALMOHHBIX CHCTEMAX

Bompoc 10

JIOKyMEHTHBIE PECYpPChI — 3TO
BeiOepute o11H OTBET:
a. COBOKYITHOCTH JIOKYMEHTOB, B3aMMOCBSI3aHHBIX
10 TIPU3HAKAM IPOUCXOXKACHHSI, HA3HAYCHUSI, BI/IA,
cepbl JCATENBHOCTH, EIUHBIX TpPeOOBaHUN K
0(pOpPMIICHHIO
b. HOMEHKJIaTypa Je7 OpraHu3aIiu
C. MacCHMBBl JIOKYMEHTHPOBAaHHOH HH(pOpMAINH,
YIIOPsA0UYEHHBIE OTIPEeIEHHBIM 00pa3oM

d. BU/] MH(POPMALIMOHHBIX pecypcos,
IPEJCTABICHHBI  COBOKYITHOCTBIO  OTJEJBHBIX
JIOKYMEHTOB, MacCHBOB JOKYMEHTOB B
UH(POPMALIMOHHBIX CUCTEMAaX

Bompoc 11

YuauduuupoBanHas Gopma J0KyMeHTa — 3TO
Bribepure 0J1MH OTBET:




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

a. JIOKYMEHT, UMCIOIIUI TUIOBOE COJEp)KAHHE U
odopMIICHHE

b. JOKyMEHT, CO3JaHHBII C TNPUMEHEHHEM
KOMIIBIOTEPHOU TEXHUKH

C. (GOpMBI NEPBUYHBIX YUETHBIX JTOKYMEHTOB IIO
y4€Ty TpyZa U €ro oIiaTsl

d. COBOKYMHOCTh PEKBH3HMTOB, YCTAaHOBJICHHBIX B
COOTBETCTBUU C peIIaeMbIMH B JaHHOH cdepe
NeSITeTBHOCTH 3a/1a4aMi U 3a(pUKCHPOBAHHBIMH B
OTIPE/ICTICHHOM  TIOpSiIKE HAa  MaTepHabHOM
HOCHTENE

Bompoc 12

Merton coBepIIEHCTBOBAHUS IOKYMEHTOB U CUCTEM
JOKYMEHTAIIU!

Bri6epute oiuH OTBET:

a. nadopMaTH3aIU

b. cranmapTuzamnms

C. CUCTEMHBIN aHAJIN3

d. monenpoBanue

Bomnpoc 13

JloxymeHTanbHBIN GOHIT - ITO

Bri6epute ouH OTBET:

a. JOKYMEHThl OpraHM3aliH, IMOJTrOTOBJIEHHBIE K
ciaye B TOCYJapCTBEHHBIN apXuB

b. COBOKYMHOCTH JOKYMEHTOB, OOpa3ylOIIMXCS B
JEeSITEIbHOCTH IOPUINYECKOT0 MM (U3NIECKOTO

JIIA 34 TOJT
C. JOKYMEHTBI OpraHM3allMH, BBIJACIICHHBIC K
YHHUYTOXKCHHUIO
d. JTOKYMEHTHI, BKJIFOUEHHEIE B Tabenb
YHH(PHUIIMPOBAHHBIX bopm JTOKYMCHTOB
OpraHu3aIuu

KonTtpoasHnas padora (2 kypc)

1. Bel pyKkoBOAMTENh SKOHOMHYECKOTO OTAENA.
Bam nHeoOxoauMo mpouHGOPMUPOBATH PYKOBOIUTENS
OpraHu3aluy O TOM, 4YTO 3aM. otaena nmo AXY He
BBITIONTHSIET MpPEANUcaHuss Mo oOecredeHuo padboumx
MECT NMPUHTEpAMHU, HUHTEPHETOM U B KaOWHETE BaIllero
oTJeNa He TMPOBEIEH KOCMETHYECKHH  pEMOHT.
OdopmuTe COOTBETCTBYIOLINM TOKYMEHT.

2. Bel omo3mamu Ha paboty Ha 2 daca.
PykoBoactBo moTtpeboBaio oT Bac o0bscHeHUH.
OdopmuTe COOTBETCTBYIOLINM TOKYMEHT.

3. OrpemakTupydTe  TEKCThl  CIEIYIOIINX
nokyMeHTOB. CoCcTaBbTE WX MPaBUIIHHBIN BapHUaHT.

HTorossliii Tect 3a 2 Kypc

Tembl KypcoBbIx padoT (3 Kypc)




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

2. Hcropust CTAaHOBICHUS COBPEMEHHBIX
(GYHKIIMOHATBHBIX CHCTEM JOKYMEHTAIIH B
Poccuiickoit @enepanuu.

3. OcobenHoctu rOCyJapCTBEHHOM
CUCTEMBI HAyYHO-TEXHUYECKOH TOKYMEHTALUH.

4. OcobeHHocTH UCIOJIb30BaHUS
0011epOCCUIICKUX KJIacCu(UKATOPOB
TEXHUKO-9KOHOMHYECKOH 1 COIMaIbHON HH(POPMALIUH B
COBPEMEHHOM JIEJIONIPOU3BO/ICTBE.

5.

6. Cucrema MexayHapOAHBIX CTaHIAPTOB B
00J1aCcTH TOKYMEHTOBECHUSI.

7. AHanu3 CTPYKTYpbl JOKYMEHTAJIbHOIO
doHma  opraHMzanMH, €ro  KayecTBEHHas WU
KOJIMYECTBEHHAs XapaKTePUCTHKA.

8. KayectBeHHass ~©M  KOJIMYECTBEHHAs
XapaKTEePUCTHKA COBPEMEHHBIX APXUBHBIX KOMILJIEKCOB.

OIIK-3.2:

3HaeT MpaBOBBIE HOPMBI U
IIpaBUiIa OpraHu3alui,
cucTeMaTH3allly,
KOMIUIEKTOBaHUSA U ydyeTa
JOKYMEHTAIbHOTO u
ApPXUBHOTO dhon0B
OpraHu3anuu

Bomnpocsl k 3a4ety 1kypce

1. OK 011-93 «O6mepoccuiickuii kiaccuduraTop
yIpaBICHUYECKONW TOKYMEHTAIUU» U OTpaKEHUE
B HEM yHU(DUIIIPOBAHHOU CUCTEMBbI
OpraHU3aMOHHO-PACTIOPSTUTEHHOM
JOKYMEHTAIUH.

2. TpeOGoBaHUs K JIETOBBIM TUCbMaM, CBSI3AHHBIM C
pacnpocTpaHeHueM HHPOPMAIIUH.

3. TpeboBanus K AETOBBIM MUCbMAaM, CBSI3aHHBIM C
00pallleHUsMU TI0 BBIMOJHEHUIO TEX WM MHBIX
JIEWCTBUNA WJIA OKa3aHUIO YCIIYT.

Hroroswblii Tect (3 Kypc)

Bomnpoc 1

OO6pasupl yHUGUIIUPOBAHHBIX (OPM JTOKYMEHTOB,
pa3pelIeHHbIX K MPUMEHEHHIO B OpraHHU3alluH,
CUCTEMAaTU3UPOBAHBI B CIEAYIOIIEM JOKYMEHTE:
Bri6epute o1MH OTBET:

a. anp0oM YHUGDUIIUPOBAHHBIX (HOPM TOKYMEHTOB
IPEIIPUITUS

b. nepeyeHb TUTOBBIX
JOKYMEHTOB MPEIIPUITUS

c. Tabenb yHU(UIMPOBAHHBIX (OPM JOKYMEHTOB

YIPaBJICHYCCKUX

OpENpPUATHS
d. HOMeHKIaTypa Jies NpeanpUsITHS

Bompoc 2

IoCT P 7.0.97-2016 «YHudunupoBaHHble
CHUCTEMBl  JIOKYMEHTAalUUHU. YHUDUIUPOBAHHASL
cucrema OpraHu3alMOHHO-PACTIOPSIUTEIBHOM

JOKYMEHTALUH ...» PETYIUPYET
Bribepure 0J1MH OTBET:




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

a. ohopmIieHUE PEKBU3UTOB IOKYMEHTOB

b. ynpaBieHue TOKyMEHTaMHU

C. mpoekTUpoBanue ciryos JJOY

d. opraHu3aimo T0KyMEHTO000pOTa B YUPEKICHUN

Bomnpoc 3
COBOKYITHOCTb B3aMMOCBSI3aHHBIX "
CTPYKTYPUPOBAHHBIX JTAHHBIX Ha

MalTMHOYUTAEMBIX HOCUTEIISAX, 00paboTKa, MOUCK U
XpaHEHUE KOTOPBIX OCYIIECTBISICTCS C ITOMOIIBIO
OBM, sT10

Br16epute oiuH OTBET:

a. DJIEKTPOHHbIE OAHKU JaHHBIX

b. anekTpoHHBIE 0a3bl JAHHBIX

C. DJIEKTPOHHBIE OMOTUOTEKH

d. 2IeKTpOHHBIE KOMMYHUKATHBHBIE PECYPCHI
Bompoc 4

DNEKTPOHHBIC nH()OPMAITMOHHBIC pecypcHl,
CO3/[aBacMble  PA3IUYHBIMH TPEANPUATAIMHA U
HETIOCPEJCTBEHHO CBSI3aHHBIC C OCYIICCTBJICHUEM
WX OCHOBHOH JICATEIHLHOCTH

Bri6epute ouH OTBET:

a. BCTpOEHHbIE UH(POPMAIIMOHHBIE PECYPChI

b. aneKTpoHHBIE OUOTHOTEKH

C. KOMMYHUKATHUBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pactipeenénnpie ”HOOPMAITMOHHBIC PECYPCHI

KonTpoasHas pabdora (2 Kypc)

1. Bbl pykoBOIUTENh SKOHOMHUYECKOTO OT/Ea.
Bam HeoOxoaumo mpouHGOPMHUPOBATH PYKOBOIUTEIIS
opraHu3aiud o ToM, 4To 3aM. otraena mo AXY He
BBITIOJTHSET TPEAIUCAHUSA IO OOeCredeHuIo padbouux
MECT NMPHHTEPAMH, UHTEPHETOM W B KAOMHETE BaIlleTo
oTAella HE TPOBEACH KOCMETHYECKHH  PEMOHT.
OdopmuTe COOTBETCTBYIOLIUI JOKYMEHT.

2. Bbl omoszmanu Ha pabory Ha 2 uyaca.
PykoBoactBo motpeboBaio oT Bac o0bscHeHUH.
OdopmuTe COOTBETCTBYIOIIUI JOKYMEHT.

3. OTpenakTupyiTe  TEKCTBI CJIEIYIOIIUX
nokyMeHTOB. CocTaBbTE UX MPaBUIIbHBIN BapUaHT.

Bonpoc 7

B KaKoOM KOJIOBOM 0003HaYCHUH

yHu(umpoBaHHOi  ¢opmbl  nokymeHnTa 05080819,
cormacHo OKVY/]l, BepHO oTpaxeHbl LU(POBBIE
NPU3HAKU KIIacCU(UKAILIUN:

Bribepure o1uH OTBET:

a. 19 — KOHTpPOJIBHOE YHUCIIO, KOTOPOE BBOIMUTCS
BO u30exxaHue OMmMMOOK TpPU  CUUTHIBAHUM U
UCTIOJIb3YeTCs IPU MPOBEPKE 3aMUCH KOJa

b. 80 - mnoxmkmacc Qopmel, T.e. OOLUIHOCTH
coJiepaHHUsg  MHOXecTBa  (OopM  JOKYMEHTOB U
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HAIpaBJICHHOCTb UX UCIIOJIB30BAHUS
c. 050 — xmacc Gopmbl, T.e. MPUHAIICKHOCTH

YHUDUITUPOBAHHOM bopmbl JIOKYMEHTa K
COOTBETCTBYIOLIECH YHUDUITIPOBAHHOM cucTeme
JTOKYMEHTAIIU!

d. 081l —  perucTpalMOHHBIA  HOMEp

YHUDUIIUPOBAHHONH  (QOpPMBI  JOKYMEHTa  BHYTPHU
HOoJIKJI1acca

HTorosslii Tect 3a 2 Kypc

Bormpoc 1

KakuM 1oKyMEHTOM JOJKHBI PYKOBOJICTBOBATHCS
JIETIOTIPOU3BOANTENN TIPH JOKYMEHTHPOBAHHH 3TaloB
TPYAOBOIO ILMKJIa — OT IpueMa Ha paboTy HOBOIO
COTpYJIHHKA J0 €ro YBOJbHEHUS:

Bri6epute oiuH OTBET:

a. I'ocynapcTBenHas cucrema
JNOKYMEHTAITMOHHOTO  O0ECIeYeHusi  yIpaBJICHUS.
OcHoBHble mOJIOKEeHH. OOmue TpeOoBaHUS K
JOKYMEHTaM ¥  cioyk0aM  JIOKy-MEHTallMOHHOTO
obecrieyeHus

b. TOCT P TOCT P 7.0.97-2016
«YHuduurpoBaHHas cucreMa
OpraHU3aIMOHHO-PACTIOPATUTENILHON  TOKYMEHTALIUH.
TpeboBanus kK 0hOPMIICHHIO TOKYMEHTOBY

c. AnbooM yHUPHUITUPOBAaHHBIX (HOPM TIEPBUYHON
YUETHOM JOKYMEHTALIUU 10 y4eTy TpyJla U ero OIlIaThl,
yrBepxkAeHHbIM [locTanoBnenuem ['ockomcrara Poccuun

d. OO6mepoccuiickuit KJ1accuukaTop
yIpaBICHYECKON JOKYMEHTAINH

Bomnpoc 2

Ha «xakue Buabl mnojapa3nensitoTcss OJaHKu
JOKYMEHTOB MO PACIOJIOKEHUIO PEKBHU3UTOB COTJIACHO
['OCT P 7.0.97-2016:

Bri6epute o1MH OTBET:

a. YIJI0BBI€ U MPOI0JIbHbIE

b. oOmwuii OnaHk, OJaHK mHCbMa, OJaHK
KOHKPETHOTO BUJIa IOKYMEHTa

c. OmaHk opraHuzanuu, OJIaHK CTPYKTYPHOTO
MoJIpa3JieNieHusl OpraHu3aly, OJIaHK JIOJHKHOCTHOTO
auIa

d. nenTpupoBaHHbIe U (hIAroBbIC

Bomnpoc 3
Kakoit HaGop mudp B KoJIOBOM 0003HAUEHUH
dopmbr moxkymenTta 0720302 o6o3HauaeT kiacc GOpMBI
JOKYMEHTA:
Bribepure o1uH OTBET:
a. 20
b. 07
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c. 302
d. 203
Bomnpoc 4
Kakue CHOCOObI odopmieHHS JIaThl
cootBeTcTBYIOT TpeboBanusm ['OCT P 7.0.97-2016:
1. 09.03.13;
2. 09 mapta 2013 r.;
3. 09 mapra 2013 rona;
4.09.03.2013 r;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
Br16epute oiuH OTBET:
a.1,4,7
b.2,6,7
C. BCE BapUaHThI, KpoMe 5
Bompoc5s
Kakoe odopmienne ocHOBaHHS JTOKyMEHTa
cootBercTBYyeT TpeboBanusm ['OCT P 30-2003 (B
CKOOKax 0003HaueH KITFOUEBOM rJ1aroJ
pacnopsIuTeNbHOM YaCTH TIOKYMEHTA):

Bri6epute ouH OTBET:

a. Ha ocHoBanum mnpukaza MuHHCTEPCTBA
oOpazoBanus u Hayku PD ot 15 suBaps 2013 Nel5 «O
HOpsJIKE MIPOBECHUS aTTecTaluu BY30B»
(ITPUKA3BIBAIO)

b. C wmemo wHCIONHEHUS MpHUKa3a pekTopa 00
ykperieanu TpyaoBoit nucuuruinabl (IIPEJIAT ARO)

c. B cBsi3u ¢ HEOOXO0AUMOCTHIO UCTIOTHUTD NTPUKA3
munucrepcrsa (I[IPUKA3BIBALO)

d. Bo ucnomuenue mpukaza OAO «MMK» Ne 45
«O nopsnke 3akmoueHus norosopos (ITPEJIJIATALO)

3ajaHusl K NPAKTHYECKON YacTv 3a4dera ¢
OlleHKOH M0 Kypcy «loKyMeHTOBeIeHHe)

1. KoMIiekcHblli  aHamu3  JOKHOCTHOM
UHCTPYKIUU U €T0 peAaKTHPOBAHUE.
2. KoMIiekcHpIl aHaln3 y4peauTeIbHOTO

JAOKYMCHTA U €TI0 pCHAKTHUPOBAHUC.

Tembl KypcoBbIX padoT (2 Kypc)

9. bubnuoreunsie UH(POPMAaLIMOHHBIE
pecypchl, JOKYMEHTHPOBaHHE JeSITebHOCTH
O6uOINOTEK.

10. My3eiiHble MHPOPMALIMOHHBIE PECYPCHI,
JTOKYMEHTHUPOBaHHE JeATeNbHOCTH MY3€HHBIX
KOMILJIEKCOB.

11. BceTpoennbie u pacrnpenenéHHble

JIEKTPOHHBIE PECYPChI, UX OCOOCHHOCTH.
12. Knaccudukanms BCTPOEHHBIX
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UH(POPMALMOHHBIX pecypcoB
OCOOEHHOCTH YIIPABJICHUS UMHU.

13. XapakTepucrrka pacnpenenéHubIX
3JIEKTPOHHBIX PECYPCOB, OCOOCHHOCTH YIPaBICHUS
HUMHU.

IIPEANPUATHS,

14. Mecrto, poiib, NEPCHEKTUBBI Pa3BUTHUSA
AJIEKTPOHHBIX OMOJIMOTEK B CHUCTEME JOKYMEHTHBIX

pecypcos.

OIIK-3.3:

PaGoraer c
KOPHOPATUBHOM CHUCTEMOM
JOKyMEHTO000pOTa, B TOM
4yclie 3JEKTPOHHOTO, B
COOTBETCTBUU C
MTPaBOBBIMHU HOpMaMH
npohecCHOHANTBHOU Cpebl

Bonpocsl k 3a4eTy 2 Kypc
1. CrpykTypa  ymnpaBiI€HYECKOrOo  JOKyMEHTA.
PexBuzut u popmyssp 10KyMeHTa, UX Pa3BUTHE.
2. Dopmynsp-odpazern

OPraHN3aIMOHHO-PACTIOPSIUTEIHHOTO JOKYMEHTa!
00111ast XapakTepUCTHKA.
3. TpeboBanms K OJraHKam

OpraHu3allMOHHO-PACIOPAAUTCIBHBIX JOKYMCHTOB.

4. Texanueckne TpeboBaHUS K OQGOPMIICHHUIO
PEKBH3UTOB OpTraHU3aIMOHHO-PACTIOPSTUTEILHBIX
JIOKYMEHTOB.
5. Opranu3anroHHO-pacToPsIAUTENbHAS
JOKyMEHTAIus: oOII1e CBEICHUS.
6. Opranu3anoHHO-TIPaBOBast JOKYMEHTALIHS:
oO01re cBeICHUS.
7. CocraBiieare 1 0()OPMIICHHE OCHOBHBIX BHUJIOB
YUpeAUTEIbHBIX TOKYMEHTOB.
8. CocraBinenne u 0o¢OpMICHHE TOJOXKEHUI,
HITATHOTO PaclKCaHus, IPaBUJI BHYTPEHHETO TPYI0BOTO
pacriopsika, UHCTPYKIIHA, aJIMUHHUCTPATUBHOTO
perjameHTa.
9. TpeboBaHMs K TUCEMaM-OTBETAM.
10. TpeboBanuss K TNHChbMaM IPETECH3MOHHOTO
Xapakrepa.
11. TpeGoBaHus K JEIOBBIM TUCHMAaM, CBSI3aHHBIM C
BBIPKEHUEM BHUMAHHUS U y4acTHSI.
12. TpeboBaHus K peKOMEHIATSIIbHBIM ITHChbMaM.
13. TpeOGoBaHMs K YaCTHBIM (JIMYHBIM) JOKYMEHTAM.
HTorossliii Tect 3a 2 Kypc
Bompoc 1
Kakoli u3 TepeunclIeHHbIX pPEKBU3UTOB HE

OTHOCHTCS K PEKBH3HTaM YI0CTOBEPCHUSI:
BriGepure ouH OTBET:
a. OTTUCK TICUaTH
b. rpud yrBepxIeHUS
c. rpud cornacoBaHus
d. noanuce
Bomnpoc 3
Ha kakux ¢opmax mpocrtamisiercsi Ko (HOpMbI
JOKYMEHTA:
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Bribepure ouH OTBET:
a. Ha Bcex OyiaHkax
b. Ha yHUGUIIUPOBAHHBIX (popmax
C. Ha BCEX JJOKyMEHTaX
d. Ha HeyHHPHUIUPOBAaHHBIX (popmax
d. Bce BapuaHThl, kKpome 3
Bompoc 4
Kakoil »nemMeHT perucTpalMoOHHOTO HOMEpa
JIOKYMEHTA SIBJISICTCS 0053aTEIIbHBIM:
Bri6epute oiuH OTBET:
a. MHJIEKC Jieia TI0 HOMEHKIIAaType Ael
b. uadopMaIms 00 UCTIOTHUTETAX
c. uH(pOpMAaIHSI O KOPPECTIOHICHTE
d. nopsaKoBBIi HOMEP
Bompoc 5
Ha «xakmx poxymentax HE odopmusercs
PEKBH3UT «Anpecary:
Bri6epute oiuH OTBET:
a. crpaBKa
b. mucemo
C. ciuyxkeOHas, IOKIaAHAs W OOBICHUTEIbHAS
3aIMHUCKH
d. MOKHOCTHAS MHCTPYKIIUS
Bomnpoc 6
Kakoit pekBu3UT 0POpMIISETCS TIOCISTHUM Tepe]
TeM, KaKk JOKyMEHT Oy/eT OTIpaBJieH Ha XpaHEHUE:
Bri6epute ouH OTBET:
a. OTMETKa O TMOCTYIUICHMH JOKyMEHTa B
OpTraHU3aIUIo
b. oTMeTKa 00 UCTIOTHUTENE
C. Tpu@ yTBEpKIECHUS
d. ormerka 00 WCIOJHEHUWH JOKYMEHTa H
HAIpPAaBIIEHUU €T0 B /IO
Bompoc 7
DOmbnemy u ToBapHblil 3Hak HE BocmpousBosT
Ha OJIaHKe, €CJIM Ha HeM MTOMEIIIeH (-a):
Bri6epute o1MH OTBET:
a. pPe30TIOIHS
b. oTTHCK TepOoBOH MeyaTu

C. l'ocymapcTBeHHbII rep0 Poccuiickoit
denepannu

d. moxnuce

Bompoc 8

Ha kakoM »5k3emIuisipe [€J0BOrO MHUCHMA,
MOATOTOBJICHHOM JUTSt OTIPABKU ajapecary,

IIPOCTABJISIOTCS BU3BIL:
Bribepure o1uH OTBET:
a. Ha IOIJIMHHUKE, OTIPABIIIEMOM aJipecary
b. Ha KOIKH, TOMENIaeMO B JIeJI0 OpraHU3aluu
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C. Ha MMChMax BHU3bI HE 0(POPMIISIOT

d. Ha MOITMHHUKE, OTIPABJIsIEMOM aJipecaTy, ¥ Ha
KOIIHMH, TIOMEIIAEMOU B JIETI0 OPraHU3alun

Bomnpoc 9

Cpemn JIOKaJIbHOM
OpPraHM3aIMOHHO-PACTIOPAIUTEILHON  JOKYMEHTAIIMHI
BBICIITUM IOPUIMYECKUM CTATyCOM 00JIaaeT:

Br16epute ouH OTBET:

a. OpraHu3alMOHHAS IOKYMEHTAIUS

b. pactiopsiauTeNnbHas JOKYMEHTAIUS

¢. "H()OPMAITMOHHO-CIIPAaBOYHAS JOKYMEHTAIIHS

d. BCE TpyHIbI
OpPraHU3aIMOHHO-PACTIOPAIUTETLHON  JOKYMEHTAIIHI
005aaloT  OJMHAKOBO  BBICOKHM  OPHAUYECKUM
CTaTyCOM

Bomnpoc 10

B kakoM psgy Bce TIepEUYHCICHHBIC BHJIBI
JIOKYyMEHTOB OTHOCSITCSI K OPTaHU3aIMOHHO -ITPABOBHIM:

Bri6epuTe oiuH OTBET:

a. TIOJIOKEHHWE O CTPYKTYPHOM TIOJIpa3/eiCHUH,
JOJIKHOCTHAS! MHCTPYKIIMS, aHaJTUTHYECKas CIIpaBKa

b. mpaBuiIa BHYTPEHHETO TPYIOBOTO PacHoOpsIKa,
NOJDKHOCTHOM perjlaMeHT, aIMUHUCTPATUBHBIN
periaMeHT

C. YCTaB, IITaTHOE paclHCaHue, OTYET

d. yupemurtensHBIN AoroBop; yka3z Ilpe3mmenta
P®; unCcTpyKIMs MO JeNONPOU3BOACTBY

Bomnpoc 11

B kakux opranmzanusx wmoxer HE Bectuchs
KaJpoBas TOKyMEHTaIus:

Bri6epute oauH OTBET:

a. KaJgpoBas JIOKyMEHTAaIusi BeJeTCs BO BCEX
OpraHu3aIusIX HE3aBHCHMO oT ux
OpraHu3aIMOHHO-TIPaBOBOM (POpMBI

b. B HeKOMMEpPYECKUX OpraHU3aIHsIX

C. B KQ3€HHBIX TOCYJapCTBEHHBIX YUPEKICHHUIX

d. B aKIIMOHEPHBIX 00IIECTBAaX

Bomnpoc 12

Kakue pacriopsiinTenbHbIe JOKYMEHTHI U3AI0TCs
MO0 OMNEPaTUBHBIM BOMpPOCaM U Ui OpraHU3aluu
UCTIOJTHEHUS APYTUX PACTIOPSIAUTEIBHBIX TOKYMEHTOB:

Bri6epute oiMH OTBET:

a. TIPUKa3bI

b. pemenus

C. TIOCTAaHOBIICHUS

d. pacnopsokeHus

Bompoc 13

Kakue pacropsiiuTenbHbIe JOKYMEHTBI OTHOCSATCS
K  JOKYMEHTaM, CO3/1aBaéMbIM B  YCIIOBHSX
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KOJUIETMaJIbHOCTH:

Bri6epute oiuH OTBET:

a. peuIeHus

b. mpukassl

C. YKa3aHUs

d. pacnopsixeHus

Bompoc 14

Uem muchMo-TipeuioxkeHue (odepra) OTIu9aeTcs
OT PEKJIaMHOT0 UChMa:

Bri6epute oiuH OTBET:

a. HampaBIseTCs TMPOJABIOM TOTEHIHAIHHBIM
MOKYIIATENSIM C MPEATI0KEHNEM TOBAPOB UITU YCIIYT

b. He CBsA3BIBaCT IMpoOJiaBIa 005M3aTEITHCTBOM
poaaTh TOBAp

C. COJEPXKUT HaMepeHHUe 3aKIIOYUTh CHAEIKY C
YKa3aHUEM €€ KOHKPETHBIX YCIIOBUI

d. cTuMynupyeT UHTepec K TOBapy M >KeJIaHUE ero
npuodpecTu

Bomnpoc 15

Kakoii knaccuukaiMOHHBIN MPU3HAK MOJIOKEH B
OCHOBY JIEJICHHSI IETIOBOM MEepenucKu Ha 0UIHATBLHYIO
U JINYHYIO:

Bri6epute ouH OTBET:

a. M0 Ha3HAYEHUIO

b. Mo MecTy HaX0XICHUS ajpeca

C. 10 TIOJIO’KEHUIO B CUCTEME IOKYyMEHTO000pOTa

d. 1Mo Mo0kKeHUIo B HepapXuu yIpaBJIeHUs

Bomnpoc 16

Kakue nucpMa noanuchiBaloTCs ABYMS JIMIIAMH —
PYKOBOJUTENIEM OPTaHU3AIIUU U TJIaBHBIM OyXTanTepoM:

Bri6epute oauH OTBET:

a. MUCbMa-3ampoChl

b. rapaHTuiiHbIE THCEMA

C. COMIPOBOAUTENHHBIC TUChMA

d. pexiamHble TUChbMa

Bompoc 16

Ha kakom wu3 wuHpOpPMALIMOHHO-CIIPABOYHBIX
JOKYMEHTOB  MOXeT  ObIThb  odopmiieH  rpud
YTBEPXKICHUSL:

Bribepure o1uH OTBET:

a. CIIMCOK

b. cipaBka

C. aKT

d. cmyxeOHas 3amucka

Bomnpoc 17

Kakas pa3HOBUAHOCTH 3amHMCcOK odopmisiercs Ha
OnmaHKe OpraHu3aluu:

Bribepure o1uH OTBET:

a. 00BsICHUTENbHAS 3aIICKa
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b. BHEWIHSAS JOKJIaHAS 3aMICKa

C. ciyxeOHas 3amucka

d. BHyTpeHHSIsI TOKIaAHAs 3aliCKa

Bormpocl8

Kaxoit BU/T 3aIUCKU 00s13aTeHLHO
PETHCTPUPYETCS:

Br16epute oiuH OTBET:

a. BHEIITHSS JOKJITHAs 3aIliCKa

b. BHyTpeHHsS TOKJIaHAs 3aMiCcKa

C. OOBSICHUTEIbHAS 3aIICKa

d. cmy>keOHas 3amucka

Bormpoc19

Ha kakwe pa3HOBHIHOCTH JEINATCS JOKIIAIHBIC
3aIHUCKH 110 XapaKTepy COJICPIKAHUS U Ha3HAUYCHUS:

Br16epuTe oiuH OTBET:

a. BHYTPCHHHE U BHEIITHHE

b. odurmanbHbBIC U TUYHBIC

C. pa3bSICHUTEIIBHBIC M ONIPABIATEIIbHBIC

d. nHUIIMaTHBHBIC, HHPOPMAIIHOHHBIC U OTYCTHBIC

Bomnpoc20

Kakum moxymeHTOM HEoOXoauMo O(OPMHUTH
pe3yNbTaThl PEBU3HUHU OT/IENa MPOJIaXK OpraHU3aluu:

Bri6epute ouH OTBET:

a. CIIpaBKOM

b. akToM

. ”HPOPMAIMOHHBIM TUCEMOM

d. cCBOIKOH.

Bomnpoc 21

KakoBo = MuHUMalbHOE  KOJUYECTBO  JIHII,
MOAMUCHIBAIOIINX aKT:

Bri6epute oauH OTBET:

a. OJIUH

b. Tpu

C. IBa

d. getsIpe.

Bompoc 22

Ha xakmx paborHumkoB HE 3aBomuTcs nuuHas
KapTouKa:

Bri6epute oiMH OTBET:

a. Ha paOOTHHKOB, MPHUHATHIX Ha TMOCTOSHHYIO
paboty

b. 3aBoauTCS Ha BceX PabOTHUKOB MPEANPUSATHUS
0€e3 HCKITIOUeHUs

C. Ha pPaOOTHHUKOB, TPUHATHIX Ha BPEMEHHYIO
paboty

d. Ha paOOTHUKOB, MPHUHATHIX Ha pPabOTy NO
COBMECTHUTETLCTBY

HTorosslii Tect (2 Kypc)
Bompoc 1
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K opraHM3anmoHHBIM JOKYMEHTaM HpPEANPHITUSL
OTHOCSITCSI BU/IBI TOKYMEHTOB:

Br16epute oiuH OTBET:

a. aKT

b. JOKHOCTHAS HHCTPYKIIHS

C. TEXHUYECKHE YCIOBUS

d. pacnopsixeHue

Bomnpoc 3

C moMOmIbI0 OTYETHBIX JIOKYMEHTOB peau3yeTcst
ynpaBieH4ecKas pyHKINS

Br16epute oiuH OTBET:

a. pETyJIMPOBAHUS ACATEIBHOCTH PEANPHUSITHS

b. KOHTPOJIS IEATENFHOCTH TPEATIPHSITHS

C.  HOPMAaTHBHO-METOJHMYECKOTO  OOecredeHus
yIIpaBIICHUS TIPEATIPUIATHEM

d. opranmzanun nesITeIbHOCTH MPEIIPUSTHS
Bomnpoc 2

COBOKYITHOCTh JOKyMEHTOB, OOpPa30BaBIIUXCS H
HAKOIUICHHBIX B TpOIlecCe  JCATEIbHOCTH
OTZIEIBHOTO (PU3UYUECKOTO JIUIIA, 3TO

Bri6epute ouH OTBET:

a. pacnpeen€HHble THPOPMAIIOHHBIE PECYPChI

b. BcTpoeHHbIE HH(DOPMAITHOHHBIC PECYPCHI

C. IepCOHaIbHbIE NH(OPMAITMOHHBIE PECYPCHI

d. craructrueckre HHPOPMAITMOHHBIE PECYPCHI
Bomnpoc 3

C nmomMOmpbI0 OPraHW3allMOHHO —  MPaBOBBIX
JOKYMEHTOB peanu3yeTcst yIpaBJieHYeCKast
byHKIIUS

BeiGepute oquH OTBET:

a.  HOPMaTHBHO-METOJHMYECKOro  oOecredyeHus
yIpaBJICHUS NPEANPUITHEM

b. KOHTPOJIS 1€ATENLHOCTH NPEAPUATUS

C. OpraHM3alUu e TeIbHOCTHU NPEeAPUATUS

d. perynupoBaHus 1eATEIbHOCTH NPEIPUATUSL
Bompoc 4

Komno3zunus nucema — 3710. ..

Bribepure o1uH OTBET:

a. H0CJIEeI0BATENbHOCTh pacrooKeHus
NPEIOKEHUM B TEKCTE JOKYMEHTa

b. «3bIKOBas popMyIia» MuchbMa

C. pacroyIOKeHUE PEKBU3UTOB MMUChbMa U HJIEMEHTOB
TEKCTa Ha OJaHKe

d. H0CJIEI0BATENBHOCTD B3aMMOCBSI3aHHbIX
CMBICIIOBBIX YacTei, OOBEIUHEHHBIX EINHCTBOM
TEMBI

Bonpoc 5

Vkaxure BHJ JOKYMEHTa, BBIACISAEMBIH IO
(YHKIIMH yIpaBJIeHUs
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Bribepure ouH OTBET:

a. 10Che

b. oTuér

C. DJIEKTPOHHBIN TOKYMEHT
d. aHkera

Bomnpoc 6

K  uHbOpManMOHHO-CIIPABOYHBIM  JTOKYMEHTaM
OTHOCSITCS:

Bri6epute oiuH OTBET:

a. IpUKa3

b. ycTaB

C. 0OBSICHUTEIbHAS 3aITHCKA
d. nocraHoBJIeHHUE

Kontpoabnas padora (2 kypc)

1. Bbl pykoBOIUTENb SKOHOMHUYECKOIO OTJENA.
Bam HeoOxoaumo mpouHGOPMUPOBATH PYKOBOIUTENS
OpraHu3aiuu O TOM, 4TO 3aMm. otaena no AXY He
BBITIOJTHSIET TPEANUCAHUSA IO OOECIeYeHUI0 padboumx
MECT TMPUHTEPAMH, UHTEPHETOM U B KaOWMHETE BaIllero
oTAeNa HE TPOBEACH KOCMETHYECKHH  PEMOHT.
OdopmuTe COOTBETCTBYIOIIHHI TOKYMEHT.

2. Bel omo3manmu Ha pabory Ha 2 dHaca.
PykoBonmcTBo motpeboBasio ot Bac o0bscHEeHWHIA.
OdopmuTe COOTBETCTBYIOIIHMI TOKYMEHT.

3. OrpemakTupylTE€  TEKCThl  CIEAYIOUIUX
TOKyMeHTOB. COCTaBbTE UX MPABUIILHBINA BapHaHT.

HTorosblii TecT 32 2 Kypc

Bomnpoc 1

Kakoli pa3HOBUIHOCTH MHCBbMa COOTBETCTBYET
cnenywomas s3bikoBas ¢dopmyna: «lIpencrasisiro Ha
YTBEPKACHUE MIPOEKT IJIaHA...»:

Bri6epute oauH OTBET:

a. COMPOBOAUTENHHOE MTUCHEMO

b. mpockba

c. odepra (MpeIoKEHHUE)

d. mpencraBnenue

Bompoc 2

Kakum noxkymeHTOM HE0O0X0auMO OQOpPMHUTH BO
n30exkaHue HapymieHuss HOpM TpymoBoro Kojaekca
MUCbMEHHOE HAIOMUHAHHE O HEOOXOJIMMOCTH SIBUTHCS
JUISL  TIOJIy4eHHsS] TPYJOBOM KHHMXKKH  YBOJICHHOMY
pabOTHUKY, HE TIONYYUBIIEMY €€:

Bri6epute oiMH OTBET:

a. (akcorpamma

b. SMS-coo6menue

C. 2JIEKTPOHHOE COOOIIeHNE

d. 3aka3zHO€ MUCHMO.

Bomnpoc 3

B KaKou JOKYMEHTAUU 3aKpENJIEHO
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COKpAI[EHHOEC HAUMEHOBAHHE OPraHU3aIIH:

Bri6epute oiuH OTBET:

a. OPraHU3aLMOHHOMN

b. paciopsAUTEeILHOM

C. YUPEIUTEIbHOMN

d. naDOpPMAIMOHHO-CIIPABOYHON

Bompoc 4

Kakme pexkBH3UTBHI COCTaBJISIOT CIPABOYHYIO
uH(pOpMAITHIo 00 OpraHU3aIUH-aBTOPE TOKyMEHTA!

Bri6epute oiuH OTBET:

a. KOJ OpraHu3alyd, CIPABOYHBIC JaHHBIC 00
OpraHu3aIum, Ko GOopMbI TOKYMEHTA

b. HaMMEHOBaHUWE BBIMIECTOSAIICH OPTraHU3AIINH,
kon opranuzanuu, OI'PH, MHH/KIIITT

C. CIpaBOYHBIC JaHHBIE 00 OpraHU3alnd, KOJI
opranuzaruu, OI'PH, MHH/KTITT

d. HanMeHOBaHHE BBIIICCTOSIICH OpraHU3aIUH,
CIpaBOYHBIC  JIaHHBIE 00  OpraHW3aluH,  KOJI
OpraHu3aIuy, Kol OPMBI JOKYMEHTA.

Bompoc 5

Ha 6mankax kakux mokymeHtoB HE ykaspiBaetcst
HauMEHOBaHKE BUJIA JIOKYMEHTA!

Bri6epute ouH OTBET:

a. CIIy’keOHOT0 MHChMa

b. TOJKHOCTHOM MHCTPYKLUU

C. CIIpaBKH

d. cimy>keOHOM 3aMmuCcKu

Bomnpoc 6

M3 kakux KOMIIO3UIIMOHHBIX YacTeld COCTOUT
MPUBEICHHBII HIKE TEKCT MHUChMa:

B COOTBETCTBUU c pacrnopsKeHreM
®denepalibHOTO yIIpaBJICHUS 1o Jiesam 0
HECOCTOATENBHOCTH (0aHKpOTCTBE) OT 19 okTsA0ps 2004
r. Ne 75-P nanpasnsem BaM akThl ¢ KOMIUIEKTaMH
JOKYMEHTOB MO MPEANPHUATHSIM:

1. BocrpskoBckuii — MsconepepadaThIBAIOIIHIA
KOMOMHAT;

2. ®abpuka getckoii urpymku Ne 3.

Bri6epute oiMH OTBET:

a. BBeZICHHE 000CHOBaHHE

b. BBeIeHuE, 3aKIIOUEHIE

c. 000CHOBaHHUE, 3aKIIIOUCHUE

d. BBeieHHE, 000CHOBAHUE, 3aKIIOUCHUE

Bompoc 7

YkaxuTe, Kakasi U3 dTUKETHBIX 3aKIIOUUTEITHHBIX
¢dpa3 Oymer yMeCcTHOI B TEKCTE JEIOBOTO MHChMa:

Bri6epute oiMH OTBET:

a. HameeMcs Ha nmnauTensHOE TUIOAOTBOPHOE
COTPYJTHUYECTBO
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OneHouHbIE CpeCTBA

b. K coxaneHuio, Mbpl MO3THO TOJYYWJIH Balle
IPEJUI0KEHUE U HE CMOIJIM UM BOCIOJIb30BaThCS

c. Ouensb panpl okazate Bam ycnyry

d. K cuyacTtero, Hamu omnaceHust 00 OCTaHOBKE
IIOCTaBOK 000PY/0BAaHUS HE TIOATBEPIUIHCD

Bomnpoc 8

Opranuzanus MOJIyyHIIa IIUCBMO-TIPOCHOY
CJIETYIOILErO COACPIKaAHUS:

I[Ipocum Bac nmpemocTtaBuUTh  MeCTO  JUIs
MPOXOXKACHUS MPEATUIUIOMHON MPAKTUKHU CTYIEHTKE 5
Kypca ouyHOM  ¢opMbl  oOyueHuss  Qaxynaprera
Nearornyeckoro  oOpa3oBaHMsI U CEPBUCHBIX
texHonoruii ~ ®I'bOY  BIIO  «Marauutoropckuit
rOCY/IapCTBEHHBI YHUBEPCUTET», I10 HaIPABJICHUIO
«JlokymMeHTOBEeIcHUE M apXUBOBeACHUE» MenBeaeBoi
Anne Anjpeesne ¢ 01 ¢espans o 28 mapra 2013 1.

Vkaxnute, Kakod W3 BapUaHTOB OTBETa OYIET
0oJiee MpaBUILHBIM:

Bri6epuTe oiuH OTBET:

a.

Coo01aem, 4To Halla OpraHu3anys MpeJoCTaBUT
MECTO Ul MPOXOXKICHHMsS MPAaKTUKA M Ballel

CTYJICHTKH.
b.
Ha Bame mmcemMo ot ... Ne ... cooOmaem, 4To
TOTOBBI MIPEI0CTABUTh MECTO IS

MPOXOXKACHUSNPEATUTUIOMHON NPAKTUKH CTYIACHTKE 5
Kypca o4yHOM  ¢opMbl  00yueHus  (akyJabTeTa
NEearoruyeckoro  oOpa3oBaHHMsI U CEPBUCHBIX
texnonoruit ~ ®I'bBOY  BIIO  «Marautoropckuii
rOCY/IapCTBEHHBI YHHBEPCUTET», [0 HAamlpaBICHUIO
«JlokymeHTOBeIcHUE M apXUBOBeAcHUE» MelBeaeBoi
Anne Annpeesne ¢ 01 depas mo 28 mapta 2013 1.

C.
Coo6maeM, 4YTO Halla OpraHvu3alnusda TroroBa
npeaAoOCTaBUTh MECTO JJIA

IIPOXOXKACHUANPEAIUIUIOMHON IIPAKTUKU CTYINEHTKE 5
Kypca ouHOM  ¢opMbl  oOyueHuss  QaxynbreTa
[earorMYeckoro  o0pa3oBaHUsl U CEpPBUCHBIX
texHonorut ~ ®I'bOY  BIIO  «Maraurtoropckuit
TrOCYIJapCTBEHHBINl YHMBEPCUTET», IO HAalpPaBICHUIO
«/lokyMeHTOBEIcHNE M apXUBOBEAEHUE» MenseneBoi
Anne Anapeeste ¢ 01 ¢espans mo 28 mapta 2013 1.
d.

YBaxaemsle kosuieru!

Undpopmupyem Bac o TOoM, uTO MBI pajbl
IIPEIOCTABUTH MECTO JUIS MIPOXOXKIEHUS
NPENIUINIOMHOM  TIPakTUKM  Bameil  crygeHTke
MenBeneBoit AHHe AHJpeeBHE B 0003HaYeHHbIE Bamu
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CPOKH.
Bomnpoc 9
Kakumu crmoBamMu [OJDKEH HAYMHATBCS TEKCT
MpHKa3a, €CJIU €ro W3JJaHUE BBI3BAHO HEOOXOIUMOCTHIO
OCYIIIECTBIICHUS  COOCTBEHHOW  JICATCIBHOCTH IO
WHUILIMATUBE OPraHU3aLUU:
Br16epute oiuH OTBET:
a. «Bo ucnonnenue...»
b. «B cBszu c...»
c. «<Ha ocHoBanumu...»
d. «B cooTBeTcTBUH C....»
Bormpoc 10
B kakol yacTu pacnopsauTENbHOTO JTOKyMEHTa
HEOOXOJAMMO  TIOMENIaTh MepeYeHb  JOKYMEHTOB,
YTPAaTUBIIMX CHJIy WM TOJUICKANUX H3MEHCHHUIO B
CBSI3U C U3JIaHUEM JITAHHOTO aKTa:
Br16epuTe oiuH OTBET:
a. B TIEPBBIX MTYHKTAX PaCMOPAIUTEIHHON YaCTH
b. B KOHCTaTUPYIOIIEH YacTu
C. B KOHIIE TE€KCTa
d. B 1IF0O0OM TTyHKTE pacmopsIuTEILHON YacTh
Bomnpoc 11
Vkaxkutre BapuaHT OQOPMIICHUS OTMETKH 00
ucnonauTene, ycranosiennbii [OCT P 6.30-2003:
Bri6epute ouH OTBET:
d.
Ilecmpsxosa Onvea I ennadvesna
Ten. 22-34-75
b.
Ilecmpsaxosa O.1".
22-34-75
C.
O.I'. llecmpskosa
22 3475
d.
Ucn. Ilecmpaxosa Onvea I'ennaovesna
22-34-75
Bompoc 12
Onpenenure, K KaKOMY OpPraHU3allMOHHOMY
JTOKYMEHTY OTHOCHUTCS TpeJuiaraeMblidi )parMeHT TEKCTa
JIOKYMEHTA!
1. QupmenHoe HaumeHo8aHue u
MeCmoHaxoxcoenue ooujecmea
1.1.Ilonnvim Gupmennbvim HAUMeHOBaHUueM
obwecmea sasnsemca: Obujecmeo ¢ 02paHUYEHHOU
OmeemcmeeHHOCMbIO «MUP». Coxpawennoe
Gupmennoe naumenosanue oowecmea — OO0 «MHUP.
1.2.FOpuouueckuii  adpec  obwecmea:  YI.
Cpeodusemnomopckas, 0.1, 2. Maenumozopck,
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Yenabunckas ooa., Poccus, 455012.

Br16epute ouH OTBET:

a. TIOJIOXKEHHUE 00 OpraHu3aluu

b. ycras

C. IpaBwJIa BHEUITHEH MEPENUCKH OPraHU3alun
d. MTHCTPYKIUS TIO AETONPOU3BOJICTBY

Bormpoc 13
Boibepute mnpaBuiIbHBI BapHaHT 0(OpPMIICHUS
HOJINCU B pacnopsAUTEILHOM JIOKYMEHTE

opraHu3anuu (IIpuKase, paclopsHKEHUN):
Br16epute oiuH OTBET:
a.
I'enepanbHBIl  TUPEKTOP [Toanuce
ML.II. bensaxos
12.12.2013
b.
['enepanbHBII AUPEKTOP
000 «Kommac» IToammce
ML.II. bensaxos
12.12.2013
C.
['enepanbHbIN TUPEKTOP
000 «Kommac» Ilonmuce
M.II. bensikos
d.
['enepanbHbIii  AUPEKTOP [Toanuce
M.II. bensikos

Bomnpoc 14

B kakom majgexe yka3blBalOT HAMMEHOBaHUE
OpraHu3aluu U €€ CTPYKTYPHOTO MOJpa3JeiICHUs B
pPEKBU3UTE «Anpecar:

Bri6epute oiMH OTBET:

a. B POJUTEIBHOM

b. B IMEHUTEIHLHOM

C. B JJaT€JIbHOM

d. B mpeyI0’)KHOM

Bompoc 15

Vkaxxure BEPHOE Bricka3biBaHue:

Bri6epute oiMH OTBET:

a. Ha Omamke mHchbMa  MPOCTaBISETCS
OTpaHUYUTEIbHAs OTMETKA JUIsl pekBU3HUTa «CChlIKa Ha
PETUCTPAllMOHHBI ~ HOMEP M JaTy JOKYMEHTa»
CJIEAYIOIIUM 00pa3oM: « oT »

b. Csemenus B pekBuszure «Ccpuika Ha
PETUCTPAllMOHHBIL  HOMEpP M JaTy JOKYMEHTa»
MPUCBAUBAIOTCA  OpraHU3alMei-aBTOpOM  OTBETHOTO
nMcbMa

C. PexBu3aur «Ccbuika Ha  gaty W
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PErUCTPALIMOHHBIA HOMEp JOKYMEHTa» 3aroJIHIECTCS B
MPEUMYIIECTBEHHO B MHUCbMax-oTBeTax. CBeleHUs B
PEKBU3HT MEPEHOCATCS C IOCTYIMUBILIETO JTOKYMEHTA
d. Yka3zanue JaHHBIX O MOCTYNHBIIEM MUChME Ha
OJlaHKe TIMCbMa B BHJE OTICIBHOTO CCBUIKM Ha
PETUCTPAIlMOHHBIA HOMEpP U JaTy JOKyMEHTa He
MCKJII0YaeT HEOOXOJMMOCTH CChIJIAThCSl HA HUX B TEKCTE
OTBETHOTO TMHCbMa: B Hauaje TEKCTa MHUChbMa BCEra
canenyert nucatb «Ha Bam Ne ... ot ...»
Bompoc 16
Kakoe xkomoBoe o6o3HaueHue Ha nokymente HE
UACHTU(DUIIMPYET aBTOPA:
Br16epute oiuH OTBET:
a. OI'PH
b. MTHH/KIIIT
c. OKY/[J
d. OKIIO
Bomnpoc 17
Kakas si3pikoBas hopmysa yMeCTHA B 3asiBJICHUH:
Br16epuTe oiMH OTBET:
a. «B MOei mpockOe Mmpolry He 0TKa3aTh...»
b. «3apaHee MpU3HATEIICH»
c. «BecbMa ybenutenbHO Bac mpoury»
d. «mpoury Bamero cornacus Ha...»
3ajaHusl K NPAKTHYeCKOl YacTv 3a4dera ¢
OLeHKON 10 Kypcy «/lokyMeHTOBeIeHue)
1. KoMIiuiekcHBII aHanu3 OOJDKHOCTHOM
UHCTPYKIUU U €r0 peAaKTHPOBAHUE.
2. KoMIiekcHblif aHaIU3 yupeauTeIbHOTO
JOKYMEHTA U €ro peAakTHpPOBaHUE.
3. KoMIiekcHplif  aHallu3 MOJIOKEHUs 10
OCHOBHOM JIeATEIHHOCTH U €T0 PelaKTHUPOBAHHUE.
4. KoMIekcHbIi aHaINU3 pacopsiKEeHHUS.
5. KommnekcHplii  aHanu3 mOpukasa 1o
OCHOBHOM JIeATEIHHOCTH U €T0 PeIaKTUPOBAHHE.
6. KoMriekcHbIi aHau3 MOCTaHOBIICHUS U
€ro pelakTUPOBAHHUE.
7. KoMIiekcHbIlf aHanu3 pemieHuss U ero
pEAAKTUPOBAHUE.
8. KoMrmuiekcHbI aHalIM3 yKa3aHUsS U €ro
pEAAKTUPOBAHUE.
9. KoMmmekcHplif  aHanm3  coyxeOHOTO
MKChMa U €T0 peJaKTHUPOBaHUE.
10. KoMmuiekcHbIl aHanu3 MpoTOKOJa U €ro
pEAAKTUPOBAHUE.
11. KoMmuiekcHbIii  aHanu3 akrta U €ero
pEeAaKTUPOBAHUE.
12. KoMmmnekcHplid  aHamu3  CIy)KeOHOM
3alUCKU U €€ peTaKTUPOBAHUE.
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13. KommiekcHblii  aHamu3  copaBku U e€
penakTupoBaHue

IIpakTH4Yeckoe 3aJaHHe K 3a4eTy C OLleHKOH

[MpomsBecTn (QOpPMYNISpHBIM aHATH3 OIJHOTO
nokyMeHTa (mo BeIOOpY mpemnonaBatens). K kakoi
cucreMe, IIOJCHCTEME  JOKYMEHTalUUuh OTHOCUTCSA
TaHHBIA JOKYMEHT. B Kakoii/me KOMIUIEKC/BI MOMKET
BOWTHU aHAIU3UPYEMBIA TOKYMEHT.

BapuaHTtsl npuioxeHui

BapuanT 1 - cipaBka KOHKpETHOW OpraHU3aIuu

BapuanT 2- n1cbMO KOHKPETHON OpraHu3aiuu

BapHaHT 3- MPHKa3 KOHKPETHOW OpraHu3aliu

Bapuant 4 - pacnopsikeHue KOHKpPETHOM
OpraHu3anuu

BapuaHT 5- akT KOHKPETHON OpraHu3auu

Tembl kKypcoBbIX padoT (3 Kypc)
1. Ocobennoctu cocraBieHUs, OGOPMIEHHUS U

HUCITIOJIBb30BaHUA HOMCHKIJIATYPhbI pi(SA) |
OpraHu3aIuH.
2. Tabenp ¢GopM MOKYyMEHTOB W AnbOOM

dbopM JOKYMEHTOB OpraHU3alMud Kak HWHCTPYMEHT
COBEPUICHCTBOBAHUS IOKYMEHTAIMOHHBIX [TPOLIECCOB.

3. Porb  w®w  MecTto  y4pemuTeNbHBIX
JOKYMEHTOB B yIIpaBJICHUN OpraHu3aIue,
OCOOCHHOCTH WX COCTaBJICHHSA, OQGOPMIICHHA W
PETUCTpAIHH.

4, Ponb u MECTO
OpraHU3alMOHHO-TTPABOBBIX IOKYMEHTOB B YIIPABICHUH
OpraHu3aiuei, 0COOEHHOCTH COCTaBJICHUS U
ohopMIICHHSL.

5. Posib ® MecTo pacmopsauTeIbHBIX

JOKYMEHTOB B YIPaBJICHUU OpraHH3alyei, HOPsI0K uxX
COCTaBJICHUs1, 0(OPMIICHHSI U UCTIOJTHEHHSI.

6. CocrasiieHue u odopmIIeHHE
JOKYMEHTOB,  HCIIOJIb3yeMBIX Ui OTICPATUBHOM
nepeaayr nHGOpMaIH

7. PasHoBuIHOCTH  CIyXEOHBIX  IHCEM,
OCOOCHHOCTH MX COCTaBJICHUS ¥ O(OPMIICHHMS.

8. Ponb n MECTO
UH(GOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB B
yIpaBIeHUU opraHusanuei, 0COOEHHOCTH  HX
COCTaBIIeHUS ¥ 0(HOPMIICHUS.

9. Ponb u Mecto yHHUKAIIT TOKYMEHTOB

B COBEPILIEHCTBOBAHUH JOKYMEHTAIIMOHHBIX MPOLIECCOB,
HalpaBJIeHUs U dTanbl YHU(UKaUH.

10. B3aumocBszp comepxkaHus u - (OpMBbI
JIOKYMEHTa, 0COOCHHOCTH UX YHU(DUKAIIH.

3ajaHusl K NPaKTHYeCKOl 4acTH 3auyera ¢
OLICHKON 10 Kypcy «/loOKyMeHTOBeAeHUe)
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1. KomriekcHplii  aHanmu3  JOJKHOCTHOU
MHCTPYKIIMU U €r0 PEIAKTUPOBAHUE.

2. KoMIUIEeKCHBIM aHaNU3 y4peauTeNIbHOTO
JIOKYMEHTA U €ro pelaKTUPOBAHHUE.

3. KomIiekcHbIil  aHanu3 MOJIOKEHUs 1O
OCHOBHOM JIESITEILHOCTH U €r0 PeIAKTUPOBAHUE.

4. KoMIutekcHbIl aHamn3 pacropsKeHUS.

S. KomrekcHplii  aHanmuM3 npukasza 1o
OCHOBHOM JIESITEILHOCTH U €r0 PEeIaKTUPOBAHHUE.

6. KomrekcHpIi aHann3 NOCTaHOBJICHUS U
€ro peIaKTUPOBAHMUE.

7. KOMIUIEKCHBIM aHaNW3 pemieHuss U €ro
pEllaKTUPOBAHHUE.

8. KoMIUIEeKCHBI aHAJIM3 yKa3aHUsS U €ro
pelaKTUPOBAHMUE.

9. KomruiekcHplii  aHamu3  CIIyKeOHOTO
MHACbMA U €T0 PEeIaKTUPOBAHHUE.

10. KomrekcHbIil aHaliu3 MpOTOKOJIa U €ro
pelaKTUPOBAHME.

11. KommnekcHplii  aHanu3 akTta W €ro
penaKkTUpOBaHUE.

12. KoMmruiekcHbIii ~ aHamu3  CIy»XeOHOM
3aIMCKH U €€ PETAKTUPOBAHUE.

13. KommnekcHprii  amanm3  cmpaBkd U e€
penaKTUpoOBaHue

IIpakTuyeckoe 3alaHue K 324€Ty C OLlEHKOM

[TpousBectu (opMyNspHBIA aHAIKU3 OJHOTO
nokymeHta (mo BbIOOpY mpemnomaBarens). K kakoit
CUCTEMEe, IOJICUCTEeME JOKYMEHTAIlMH OTHOCHTCS
JAHHBIA JOKYMEHT. B Kkakoii/me KOMIUIEKC/BI MOXET
BOWTH aHATIU3UPYEMbIN IOKYMEHT.

BapuaHTbl npujioxkeHui

BapuanT 1 - cipaBka KOHKpETHOM OpraHU3aIuu

BapuanT 2- nucbM0 KOHKPETHOM OpraHu3aiuu

BapHaHT 3- MPHKa3 KOHKPETHOW OpraHu3aIiu

Bapuant 4 - pacnopsikeHHEe KOHKpPETHOM
OpraHu3anuu

BapuanT 5- akT KOHKpPETHOI OpraHu3anuu

OIIK-2: Cnoco0eH HAXOOMTh OPraHM3ANMOHHO-YNPABJICHYECKHE PeIICHUsl NMPH PpeleHuHn
3aaa4 B c(pepe cBoeil npodeccHoOHAIBHOH 1eATeIbHOCTH;

OIIK-2.1: Onpenenser uemu U
3aa4d  yIOpaBJeHUS B
chepe cBoeit
npodeccruoHaIbHON
JESATELHOCTH

Bonpocsl k 3a4ery 2 Kypc

1. OcHOBHEBIE (yHKIIOHATBHBIE CUCTEMBI
nokyMeHTauuu B Poccuiickon @enepanuu.

2. Crangaptuzanus ¥ yHUUKAIHS JOKYMEHTOB.
YHUuMUIUpOBaHHBIE CUCTEMbI TOKYMEHTAIHH.

3. Knaccudukaropst JOKYMEHTUPOBAaHHOU
UH(pOpMaIINH.

4. Opranu3alluOHHO-PACTIOPSAAUTENbHAS

JAOKYMCHTAaI M
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S. TpeboBanus K 0(hOPMIICHHUIO CIIPABOK.

6. TpeboBanust K OQOPMIICHHUIO CBOJIOK,
3aKII0YCHUM, OT3LIBOB.

7. TpeboBanust K  O(QOPMIICHHIO  TEpEYHEH,
CIIUCKOB.

8. TpeboBanus K IIEPBUYHOMN Y4ETHOU
JOKYMEHTAIMH TI0 TUYHOMY COCTaBY.

9. TpebGoBaHMsI K CONTPOBOAUTEIBHBIM TUCHMAM.
10. TpeboBanust K 0OPMIICHUIO aKTOB.

11. TpeboBanust Kk OQOpPMIIEHHIO  JIOKJIaIHOM,

CITYy)€OHOU M 00BSICHUTEITHFHOM 3aITUCOK.
HTorosslii Tect 3a 3 Kypc
Bormpoc 1
KT0 opopMmiisieT yueTHbIE JTHYHBIE KAPTOUKH:
Br16epuTe oiuH OTBET:
a. pabOTHUK MO KaJpam
b. pyKOBOIHUTENH CTPYKTYPHOTO TIOAPA3ICTICHHS
C. 3AMECTHUTEJh PYKOBOIUTEISI OPraHU3aIHN
d. paGoTHHK
Bomnpoc 2
Kaxkoii JIOKYMEHT SIBJISIETCS OCHOBHBIM
JOKYMEHTOM O TPYAOBOW NEATEIHHOCTH U O TPYJOBOM
cTaxke pabOTHUKA:
Bri6epute ouH OTBET:
a. CTPaxoBO€ CBUAETEIHCTBO T'OCYJApCTBEHHOTO
MEHCUOHHOTO CTPAaXOBaHUS
b. yueTHas IuyHas KapTO4Ka
C. TpyJOBasi KHMXKKa
d. meHcuoHHOE yIOCTOBEpEHUE
Bomnpoc 3
Kakue Buapl AMCHUIIMHAPHBIX  B3BICKAHHM
BIIHCBHIBAIOTCS B TPYIOBYIO KHHXKKY:
Bri6epute oiMH OTBET:
a. B3bICKAaHUS B TPYAOBYIO KHIDKKY HeE
3aMKChIBAIOTCS
b. yBonpHEHUE
C. CTPOTHi BBITOBOD
d. Bce BuUABI IUCHUIUIMHAPHBIX B3bICKAHUI
BITUCHIBAIOTCS B TPYIOBYIO KHIDKKY.
Bonpoc 4
Kakoili m0OKyMEHT He BXOJUT B KOMIUIEKT
JOKYMEHTOB O  KOMaHIUPOBAaHUHM C  KOJIOBBIM
o0o3HaueHneM ¢opmsl T:
Bribepure o1uH OTBET:
a. KOMaHJIMPOBOYHOE YAOCTOBEPEHUE paOOTHUKA
b. mnpukaz (pacmopspkeHHe) O HaIlpaBlIeHUU
OT/IEIHHOTO PAa0OTHUKA WM TPYNNbl PaOOTHUKOB B
KOMaHPOBKY
C. chnyxeOHOe 3aJaHMe C OTYETOM O €ro
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BBITIOJTHEHUH
d. aBaHCOBBII OTUET

Bomnpoc 5

Ha «kakume rpymnmel genstes  oduIMaTbHBIC
JIOKYMEHTBI 1o cdepe JEeSITENIbHOCTU (o
(GYHKIIMOHATBHOMY TIPU3HAKY):

Br16epute oiuH OTBET:

a. yHU(UIIPOBaHHbIE/HEYHU QUITIPOBAHHbIE
b. pyHKIIMOHAIbHBIE/OTPACIIEBBIC

c. opunuanbHbIe/HeopUIIMATbHBIE

d. ynpaBiieHUeCKHE/TEXHUUECKIE

Bompoc 12

KakoMy TOHSTHIO COOTBETCTBYET CIEAYIOIIAs
XapaKTepUCTHKA:

JlokyMeHTBI, 00Jaaronue PUANIYECKOU CUIIOH,
U3/1aBacMbIe PYKOBOJICTBOM OpraHu3aIIH "
coJieprKalue yIpaBIIEeHIECKUE pereHus,
HaNpaBJICHHBIE  HA  BBINIOJHEHHWE  TEKYIIUX U
NEPCICKTHBHBIX 33/1a4:

Br16epuTe oiuH OTBET:

a. OPTaHU3alMOHHO-TIPABOBbIE TOKYMEHTHI

b. TOKYMEHTHI 110 JINYHOMY COCTaBy

. ”HPOPMAIMOHHO-CIIPABOYHbIE TOKYMEHTBI

d. paciopsiauTenbHbIE JOKYMEHTHI

Bomnpoc 13

Kakoi#t mokymeHT siBisieTcss 0Os3aTENbHBIM TIPH
JOKYMEHTUPOBAHUU TPYAOBBIX OTHOIICHUN MEXIY
PabOTHUKOM M pabOTOaATEIIEM:

Bri6epute ouH OTBET:

a. TpyJIoBasi KHUXKKA

b. pexum Tpyna

C. IOJDKHOCTHAsI MHCTPYKIIHS

d. KOJJIEKTUBHBIN 10TOBOP

Bompoc 14

Kak  nmomkeH  mocTynuth UCIIOJIHUTENb,
MOJATOTOBUBIINK JI€JI0BOE MUCHMO, €CIIU PYKOBOIUTEIH
oT/eNa IUJIAHUPOBaHUS, BU3a KOTOPOro HE0OXoauMa,
HAXOJMUTCA B KOMAaHIUPOBKE:

Bribepure o1uH OTBET:

a. JaTh BO3BpAIEHUS PYKOBOJAUTENS OTAEIa
TUTAHUPOBAHUS U3 KOMAaHTUPOBKH

b. mepenaTb NUCbMO Ha MOAMUCH PYKOBOJIUTEIIO
6e3 BU3bI

C. 3aBU3UPOBaTh MHCBMO Y  3aMECTUTEJNA
PYKOBOJUTEIS OTAETA MJIAHUPOBAHUS

d. 3aBH3MPOBATH MUCEMO CAMOMY

Bompoc 15

K kakoif pa3HOBUAHOCTH THCEM OTHOCSATCS
OUCbMA, C TIOMOLIBIO KOTOPBIX MPOCST BBICIATh
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oduIMaTbHbIE CBEACHUS WM TOKYMEHTBHI:

Bri6epute oiuH OTBET:

a. MMCbMO-U3BELIEHNE

b. muceMo-TIpocK0a

C. MMCbMO-3aKa3

d. muceMo-3ampoc

Bompoc 16

VYkaxute Hambojee <GKeCTKUN» U HEYMECTHBIM
BapHaHT OTKa3a:

Bri6epute oiuH OTBET:

a. B cBs3u ¢ ... Barie npeioKeHue He MOXKET ObITh
NPUHSATO

b. B cBs3u c ... Bauie IpeyioKEeHHE HaMU He
IPUHUMAETCS

c. B cBa3m c.. pgenmapraMeHT HE MOXET
COTJIACUTHCS C BAIIUM TIPEIIOKCHUEM

d. [IpuHATH BaIle MIPEAIOKEHUE HE
MPEJICTaBIISIETCS BOSMOXKHBIM B CBS3ZH C ...
Bomnpoc 17

Kakomy Buagy uH(pOpMaIMOHHO-CIPAaBOYHOMN
JOKYMEHTAllU! COOTBETCTBYET CIEAYIOIUN TEKCT:

DedepanvHoe  ynpasieHue  no  0eiam 0
HecocmosmenvHocmu (b6aukpomcmee) HA OCHOBAHUU
npeocmasneHnvlx TyeypaviKCKUM YyeMeHmMHbIM 3a6000M
(Openoypeckas  obnacms, noc. Tyeypavik,  yu.
Llenmpanvnas, 0.1) Ookymenmog  OyxearmepcKou
omuemnocmu no cocmosanuio na 30.04.2013:

—  oyxearmepckuil 6anauc (popma 1);
—  omuem o0 npubwbLIsAX u yovimkax (popma 2)

U NPOBEOEHHO2O — AHANU3A — (DUHAHCOBO2O
COCMOsAHUL NPEONnPUsMusl, YCMAHOBULO, YMO OAHHOe
npeonpusimue  SAGIAeMmcs  HeniamedtceCnoCoOOHbIM U
umerowum HeYyO081emEopUMenbHYIO cmpykmypy
bananca (npeonpusimuem-00aHCHUKOM).

Ocnosanue:

K03 puyuenm  mexkyweu  ITUKBUOHOCU — NO
banancy npeonpusmus =18%,

K03 puyuenm obecneyeHHOCMU COOCMBEHHBIMU
000POMHBIMU CPeOCMEamu NO OANAHCY NPeOnpUsMuUs =
8%;

K03 puyuenm 6occmanosieHUss no - OANAHCY
npeonpusamus =10%.

Pykosooumens Cmenanos
I1.J][. Cmenanos

Bribepure o1uH OTBET:
a. CIIpaBKa
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b. 3akiroueHmE
C. OT3BIB
d. cBOIKa

HTorosslii Tect (2 Kypc)

Bormpoc 1

CBoiicTBO 0(hUITHAIBHOTO JOKYMEHTa, Coo0IaemMoe
emy JENCTBYIOLIUM 3aKOHOJATEIbCTBOM,
KOMIICTCHIIMEN  M3JAIOIIEr0 €ro opraHa "
YCTaHOBJICHHBIM MOPSAIKOM 0(OPMIIEHHS - 3TO
Bri6epute oiMH OTBET:

a. MOJIHOTA

b. ayTeHTUYHOCTh

C. KOH(UIEHITUATEHOCTh

d. ropuanueckas cuiia

Bomnpoc 2

[TocranoBnenuem IlpaButensctBa Poccuiickoi
®enepannn ot 08.07.1997 Ne 835 «O mepBUYHBIX
YUETHBIX JOKYMEHTaX» yTBEpKIaeTcs

Bri6epute oiuH OTBET:

a. TEPMHUHOJIOTUSI B OOJIACTH JEJIOMPOU3BOJICTBA U
apXUBHOTO Jieja

b. anb00oM 10 Y4€TY TpyJa U €ro OTuIaThl

C. MHCTPYKIIHUS 110 3alI0JIHEHUIO TPYIOBBIX KHUKEK
d. Tabens yHuduImpoBaHHBIX (OPM TOKYMEHTOB
Bomnpoc 3

OO6s13aTeNbHBIE CTPYKTYPHBIE 2JIEMEHTBI CTaHAapTa
Bri6epute oauH OTBET:

a. HOpMaTUBHbBIE CCBHUIIKU

b. TpeboBaHUs K 00BEKTY CTaHAPTU3AITIH

C. OIJIaBJICHUE

d. 0603HaYeHHS U COKpAIlEHUS

Bompoc 4

[lepconanbHbIE CBEACHUS O TpaskKJaHax SBISIOTCS
Bri6epute o1MH OTBET:

a. mHopMmanumend, OTHECEHHON K KOMMEPYECKOM
TaliHe

b. nuadopmanmen OTKpHITOro JOCTyIa

C. KoH(UAeHIMaTbHOW NHPOpMaLUei

d. uHpopMannelt, OTHECEHHOH K rocyJapCTBEHHOM
TaiiHe

OIIK-2.2:

Hcnons3yer
OCHOBHBIE ~ METOJIBI U
MIPUEMBI OpraHH3aIvH,
TUTAHUPOBAHMS,
MOTHBAIUH, KOOPIWHAIIUU
U KOHTPOJS TPOIECCOB B
chepe cBOE

3ajaHusi K NPAaKTHYeCKOH 4YacTH 3a4dera ¢
OLIEHKOM 10 Kypcy «lOKyMeHTOBeAeHH e

1. KoMInekcHplli  aHaIM3  JOJKHOCTHOM
UHCTPYKIUU U €r0 PEAAKTUPOBAHUE.

2. KoMIIekcHBIN aHaJIN3 y4peaUTEIbHOTO
JIOKYMEHTA U €r0 PeIaKTUPOBAHUE.

3. KoMIIEKCHBIN  aHaJIM3 TOJIOKEHUS IO
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npodeccuoHaIbHO M
JeSATEIIbHOCTH

OCHOBHOM JIEATEIILHOCTH U €70 PEIaKTUPOBAHUE.

4. KoMIulekcHbIi aHamn3 pacropsKeHUS.

S. KomrekcHplii  aHanmu3 npukasza 1o
OCHOBHOM JIEATEIILHOCTH U €70 PEIaKTUPOBAHUE.

6. KomrekcHsplil aHau3 NOCTaHOBJICHUS U
€ro peJaKTUpPOBaHUE.

7. KOMIUIEKCHBI aHanu3 peuIeHuss U €ro
penaKTUpPOBaHUE.

8. KoMIUIEeKCHBIM aHAIM3 yKa3aHUsS U €ro
penaKTUpPOBAHUE.

9. KoMmrnekcHbIi
IIACBbMa U €T0 peJaKTUPOBAHUE.

10. Kom1iekcHbIil aHalin3 MPOTOKOJA U €ro
penaKkTUpPOBAHUE.

11. KomrnekcHbrit
penaKkTUpPOBaHUE.

12. KommiexcHsrit

3aIUCKU U €€ PEAAKTUPOBAHUC.
13. KoMmnekcHbIi aHan3
pelaKTHPOBAHKE

aHaJIM3  CIY)KEOHOTO

aHaJlu3 akKTa Hu €ro

aHaJM3  CIIy)KeOHOM

copaBku U €€

IIpakTH4yeckoe 3alaHue K 324€Ty C OLEHKOM

[IpousBectn (QOPMYJIAPHBIN aHAIM3 OJJHOTO
nokymeHnta (mo BbIOOpY mpemomaBarens). K kakoit
CUCTEME, TOJICUCTEME JOKYMEHTAIlMH  OTHOCHTCS
JAHHBIA JOKYMEHT. B Kkakoii/me KOMIUIEKC/BI MOXET
BOWTH aHATU3UPYEMbIN IOKYMEHT.

BapuaHTbl npujiokeHu i

BapuanT 1 - cnpaBka KOHKPETHOM OpraHU3alu

BapuaHT 2- nucbMO KOHKPETHOM OpraHu3anuu

BapHaHT 3- MPHKa3 KOHKPETHOW OpraHu3aliu

Bapuantr 4 - pacnopspkeHue KOHKPETHOM
OpraHu3anuu

BapuanT 5- akT KOHKpPETHOI Opranuzanuu

OIIK-2.3:

YMmeeT uaeHTUPUIPOBATH
TpeOoBaHUs
HOPMaTHBHO-TIPABOBOM

cpelibl K cBOen
npodeccuoHaIbHON
JIeSITEIbHOCTU H
JIeSITEIbHOCTU
OpraHu3aIu

PA3JIEJ 1
IIpakTnyeckoe 3axanue 1
2. Ucnonn3ys OOmepoccuiickuii kiaccuduxaTop
ynpaBieHueckoi gokymentarmun OK  011-93
(pexxum
nocrtymna http://www.consultant.ru/)naiire

TOJIKOBAaHME HE MeHee TpeM kKojaM  (opMm
KOHKPETHBIX JOKYMEHTOB YCOP/
U IIECTH KOJAAM  JPYTruX  YHU(PHUIHUPOBAHHBIX

CHCTEM YNpaBJICHYECKON JOKyMeHTauuu (1o
BBIOOPY CTY/ICHTA).

3agaHue BBINOJHANTE MO 00pa3my:

Kox 02112312 0603Ha4aer:



http://www.consultant.ru/
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02 — popma mpuHAICKUT K YHUDUIIUPOBAHHOMN

cucreme OpraHU3aHOHHO-PACHIOPATUTETLHOM
JIOKYMEHTAI1H;

11 - ¢opma oTHOcHUTCS K  HOJKJIAaccy
JOKYMEHTaluU 1o CO3/IaHUIO OpraHusalui,
HpeanpuaTus,

231 — peructpauMoOHHBIH HOMEp (HOPMBI BHYTPH
nojkiacca — popmel Ycrana;

2 — KOHTPOJIHOE YHCIIO.

VYcraB sBasieTcss 00s13aT€IBHBIM JOKYMEHTOM JIJIsSt
Pa3IUYHBIX OPTaHU3AIMOHHO-TIPABOBBIX (OPM, U €ro
CoCTaBJeHHE U  OQOpPMIIEHHE  pETrJIaMEHTHPYETCS
3akoHoaarenbcTBOM. OtcyrcrBue B OKVY]l unHaekca u
MEPUOJUYHOCTH  O0O3HAYaeT, dYTO  OpraHu3aIus
cocTaBisieT 1 0hOpPMIIIET YCTaB CaMOCTOSTENBHO, 0e3
OTOpel  Ha  OOIepoccHiickie  yHU(DUIIMPOBAHHBIE
dopmbl. Ilpu cocraBiaenun u oQopmileHUH ycTaBa
HEO0OXOMMO OTMPaThCs Ha 3akoHOAaTeNbCTBO U ['OCT
P 7.0.97-2016

IIpakTunyeckoe 3aanue 2 k pasaenay 1

2.1. Ucnonb3ys wuHbOpMAIMO 00 OCHOBHBIX
pexBu3utax OPJ] B mepeyncIeHHbIX HIKE JOKYMEHTAX,
3armoJHuTe TaOIuIly. 3amoJiHssl TaONHIly, CTapalTech
OTpaxaTb CXOXH€ MO0 (QYHKIMM U COACPKAHUIO
PEKBM3UTHl Ha OJHOM CTpoke [uisi OOJieryeHus
cpaBHeHMsI. HazBaHUs peKBU3UTOB, OTPa’KEHHBIE TOJIBKO
B JIaHHOM aHaJIM3UPYyeMOM JOKyMEHTEe, O(pOpMIIIHTE K
KOHITY TaOJIUIIBI.

HaumenoBan
Haumeno
Haunmeno [ue pexBu3uta B
BaHUE

BaHUE [IpaBumax 110

PCKBH3HTA €KBU3UTA B|IEJIOIIPOM3BOICTB
n/mlOCT PlIZCI[OV 15 P MeToy
6.30.-2003 &

[PEKOMEHTAITASIX

2.2. .Onwupascb Ha JaHHbIe, MOJY4YEHHbIE B
Tabnuue, caenaiiTe COOTBETCTBYIOIIHME BBIBOJBI U
KOMMEHTAapUU: COBNAJAET JM COCTaB W Ha3BaHUSA
PEKBHU3UTOB B IPEICTABICHHBIX JOKYMEHTaX; KakHe
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PCKBU3UTHI MOBTOPAKOTCA U B KAKHUX NOKYMCHTAX; KAKUC
PCKBU3UTHI HAaXOOAT OTPAKCHHUEC TOJBKO B OJHOM U3
JOKYMCHTOB, KaKM€ TOJIBKO B IBYX.

2.3. Kakumu u3 IPOaHAIU3UPOBAHHBIX
JIOKYMEHTOB JIOJDKEH PYKOBOJICTBOBATHCS COBPEMEHHBIH
TIET0IIPOU3BOANUTEIH npu odopmieHnN

OpPraHU3aIMOHHO-PACTIOPAIUTEILHON  JTOKYMEHTALMH?
[Touemy?

Tect Kk pazaeny2

Bomnpoc 34

TekcT Bompoca

Kakne pexkBu3uTHl BKIIOYaeT oOwmUN OnaHK
OpraHU3aMOHHO-PACHIOPATUTENLHOTO JOKYMEHTa
corimacHo 'OCT P 7.0.97-2016:

Br16epuTe oiuH OTBET:

a. l'ocynapctBennsiii rep6 PO (I'ep6 cyobexra
P® wnm smbOnema opraHu3aiiuy, TOBApHBIA 3HAK (3HAK
obcnyxxuBanus)), kox opraau3aiuu (mo OKIIO), OI'PH,
WHH/KIIIIL, cnpaBouHble AaHHbIE 00 OpraHU3alUy;
HAaUMEHOBaHHE OpraHU3allH, MECTO COCTaBJIECHUS WU
U3JIaHUSl JIOKYMEHTA, OTPAaHUYUTENIbHbIE OTMETKH IS
naThl  JTIOKYMEHTa,  PErucTpaliOHHOTO  HOMepa
JOKYMEHTA, CCBhUIKM Ha PErucTpalliOHHBI HOMEp U
JaTy JOKyMEHTa, ajipecara, pe3OJIIOLWH, 3arojioBKa K
TEKCTY, OTMETKHU O KOHTpPOJIE, TEKCTa

b. TocynapctBennsiii rep6 PO (I'ep6 cyOnekra
P® wimm smOneMa opraHu3anuu, TOBapHBIN 3HAK (3HAK
00CITy)KMBaHHs)), HAUMEHOBAHHE OpPraHU3AINH, MECTO
COCTaBIICHUS WIH U3JIaHUS JTIOKYMEHTA,
OTpPaHUYUTENIbHbIE OTMETKU [UIsl JaThl JOKyMEHTa U
PErUCTPaAlMOHHOTO HOMEpPa JOKYMEHTa

C.  HaMMEHOBaHHWE  OpraHu3alh,  MECTO
COCTaBIICHUSl WM U3JaHUS JOKYMEHTa, CIPAaBOYHbBIC
JaHHbIe 00 OpraHu3aly, OrPaHUYUTEIbHBIE OTMETKHU
JUIS 3ar0JIOBKA U TEKCTa JIOKyMEHTa

d. I'ocynapcrBennslii repd PO (I'epd cyobekTa
P® unu smbnema opraHu3aliui, TOBapHBIM 3HAK (3HAK
o0cyKUBaHU)), HaMCHOBAHHE OpraHM3aIluy,
HAaMMEHOBAaHHWE BHUJA JOKYMEHTA, MECTO COCTaBIICHUS
WIM W3JaHUS JIOKYMEHTAa, OrPAaHUYMUTENIbHBIE OTMETKU
JUIsL  1aTbl JOKYMEHTA, PEruCTPAllMOHHOTO HOMepa
JOKYMEHTa, CCBUIKM Ha JaTy M pPEerucTpallMOHHBIN
HOMEpP JIOKYMEHTa, 3arojioBKa K TEKCTY, OTMETKH O
KOHTpOJIE

Bonpoc 7

TekcT Bompoca

HauMenoBanusi opraHumszanuii ¥ CyOBEKTOB
Poccuiickoit  ®enepauuu, UMEIIUX HapAay C
roCy/IapCTBEHHBIM sA3bIKOM Poccuiickoii Penepaunu
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(pycCKMM)  TOCYAapCTBEHHBIM  A3BIK  CYOBEKTOB
Poccuiickoit @eaepanuu rneyaTaroT:
Br16epute ouH OTBET:

a. BCE BApUAHThI BEPHbI

b. Ha TOCyTapCTBEHHOM si3bIKe PD

C. Ha s3bIKe cyObekTa PO

d. Ha AByX s3bIKax (Ha roCyJapCTBEHHOM SI3bIKE
P® u Ha s3b1Ke cyOBekTa PO)

Bonpocsl k 3auety 2 Kypc

1. IOpunnueckas cuiia JIOKYMEHTA.
HopmarusHo-metoauueckas 0aza opopmIIeHUS
JOKYMEHTOB.

2. TpeboBanust K  0QOPMIIEHHIO  PEKBU3UTOB
3aroJ0BOYHOMN 4acTu
OpraHu3aIMOHHO-PACTIOPSAUTEITBHBIX JOKYMEHTOB
corimacHo ['OCT P 7.0.97-2016

3. TpebGoBanust K  0GOPMIIEHHIO  PEKBU3UTOB
coaepKaTeIbHON 4acTH
OpraHu3aIMOHHO-PACTIOPSAUTEITBHBIX JOKYMEHTOB
cornacHo 'OCT P 7.0.97-2016

4, TpeboBanusi K  OQOPMIICHUIO  PEKBHU3UTOB
ohopmIISIOTICH 4acTH
OpraHU3aMOHHO-PACTIOPATUTENbHBIX JIOKYMEHTOB

coriacao 'OCT P 7.0.97-2016

HTorosblii TecT 32 3 Kypc

Bomnpoc 6

Kakum 0OKyMEHTOM JOJDKHBI PyKOBOJCTBOBATHCS
JIETIONIPOU3BOANUTENN TP JAOKYMEHTUPOBAHUHU HTAIOB
TPYZOBOTO LHUKJIa — OT HpuUeMa Ha pabdoTy HOBOTO
COTPYJHHKA JIO €T0 YBOJbHEHUS:

BriGepure oauH OTBET:

a. [ocynapcTBeHHast cucrema
JOKYMEHTAIIMOHHOTO  OOECIIEYEeHUs]  YIpaBIICHHUS.
OcHoBHble mojnoxeHus. OOmme TpeOOBaHHA K
JOKyMEHTaM ®  cIyk0aM  JOKy-MEHTallHOHHOTO
obecrieueHus

b. TOCT P TOCT P 7.0.97-2016
«YHUPUIHPOBAaHHAS cucrema
OPraHU3alMOHHO-PACTIOPAAUTEIBHON  JTOKYMEHTAIUH.
TpeboBanus kK 0(OPMIIEHHIO TOKYMEHTOBY

c. AnnbO0M yHUGDHUIMPOBAHHBIX (POPM MEPBUUHON
YYETHOM JOKYMEHTAIMH 10 y4eTy TpyJa U €ro oIJarhl,
yTBepkaeHHbIM [loctanoBnennem ['ockomcTara Poccun

d. Oobmepoccuiickuii KJaccuukaTop
yIIpaBJIEHYECKOI TOKYMEHTAIIU!

Bonpoc 7

OTMETUTH BOIIPOC
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Kakoe omnpeneneHue  IOpUIMYECKONW  CHJIBI
JIOKyMEHTa SIBJISIETCS CTaHIAPTU3UPOBAHHBIM
(3axperuteno B TOCT P 51141-98):

Bri6epute oiuH OTBET:

a. IopuaryuecKas cuia JOKyMEHTa — 3TO CBOMCTBO
OQUITMAIIBHOTO  JIOKyMEHTa,  coolIaemMoe  eMmy
JICHCTBYIOIIMM  3aKOHOJATEIbCTBOM, KOMIIETEHLIHEHN
M3/IaBIIETO €r0 OpraHa M YCTAHOBJIEHHBIM TOPSIKOM
ohopMIIeHHS

b. ropuadueckas cujga JOKYMEHTa — 3TO
CIIOCOOHOCTH YNPaBIEHUYECKOIO JOKYMEHTa BBICTYHATh
B KauecTBe  00s3aTelNbHOr0 Uil  yYaCTHUKOB
VIOPABJICHUS: OPraHOB YIPABJICHHS, UX CTPYKTYPHBIX
1o/ipa3/iesieHuH, 00111eCTBEHHBIX OpraHU3aIui,
JIOJDKHOCTHBIX JIMI[, TOCYIAPCTBEHHBIX CIYKAIUX H
rpakJiaH

C. Iopuauueckas Ccuwia JOKyMeHTa — 3TO
COOTBETCTBHME  JIOKyMEHTHPOBAHHOW  HWH(OpMAIIUH
TpeOOBaHUSM 0(UIIHATTEHOCTH, JIOCTOBEPHOCTH,

OOBEKTUBHOCTH, OECCIIOPHOCTH, OCHOBAaHHBIM Ha
3aKOHOJATEIbCTBE
d. ropuanueckas cuiia JOKyMEHTa — 3TO YCIIOBHUE,
pu KOTOPOM HH(OpMaIus IOKYMEHTa MOXET OBbITh
HCITOJIb30BaHa B chepe yrnpaBiieHHs] 0€3 COMHEHHS B €€
JIOCTOBEPHOCTH TSI OCYIIIECTBIICHUS JIFOOBIX IEHCTBUI
Bomnpoc 8
OTMETUTH BOIIPOC
KakoMy TepMuHYy COOTBETCTBYET CJeayloIlee
CTaH/IApPTU3UPOBAHHOE OTpe/esieHue (3aKperieHHOE B
I'OCT P 51141-98): «.... — »9TO MPOCTABJICHHE
HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBJICHHBIX IIPaBUIIAMU
JTOKYMEHTUPOBAHUSY:
Bri6epute oiMH OTBET:
a. ohopMIIeHHE TOKyMEHTa
b. yHuduKams 10KyMmeHTa
c. popmynsp-obpaszery
d. cocraBnenue 10KyMeHTa
Bompoc 9
OTMeTUTH BOIIPOC
Kakoii ~ MOKyMEHT  fBISE€TCS  OCHOBHBIM
aKTyaJIbHBIM HOPMATHUBHBIM JIOKYMEHTOM B 00IacTH
COCTaBIICHUS u odopmieHUs
OpraHU3aIMOHHO-PACTIOPATUTEILHON TOKYMEHTAIUU:
Bri6epute oMH OTBET:
a. TOCT P 6.30-2003
b. [IpaBuna menompousBojacTBa B (eaepalbHbBIX
OpraHax WCIOJHUTEIBHON BIACTH, YTBEPXKICHHbBIE
[Toctanosnenuem IlpaBurenscrea P® ot 15 urons 2009
r. Ne477




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

c. OKYJ — OK 011-93. O6wmepoccuiickuii
KJIacCU(UKATOp  YIPaBIEHYECKOH  JOKYMEHTAIUH,
yrBepxkaeHHbIN [locTanoBienneM I'occrannapra PO ot
30 nexabpst 1993 r. No229

d. T'CHAOY - TocymapcTtBeHHass cucremMa
JOKYMEHTAITMOHHOTO  O0ECIeYeHus]  yIpaBJICHUS.
OcHoBHbie  monoxenus. OOmme TpeOOBaHUSA K
JOKYMEHTaM ¥ CIly)k0aM  JJOKYMEHTaI[HOHHOTO

oOecrieueHnsl, yTBEepKJCHHAs NpHKa3oM [ JaBapxwBa
CCCP ot 23 masg 1988 1. Ne 33

Bormpoc 10

B kakom ciydyae yupexAeHUE HUMEET IMPaBo
YAOCTOBEPATHh JOBEPEHHOCTh HA MOJTYYEHUE JACHEKHOTO
BKJIaJa B OaHKe:

Br16epute oiuH OTBET:

a. €ClM JIOBEpUTENIb W JHUI0, KOTOPOMY OH
JIOBEPSIET, SBIAIOTCS TpakaaHamu Poccuu, XOTsS W HE
SIBJISIFOTCSI pAOOTHUKAMU JAHHOTO YUPEKICHUS

b. ecnm goBeputrens SABISIETCS PAOOTHUKOM
JAHHOTO YUYPEKJIEHUs, a JINLO, KOTOPOMY OH JTOBEPSIET,
HE SBJISIETCS] paOOTHUKOM JIAaHHOTO YUpexKAeHUs

C. €CJIM JOBEPUTEIIb HAXOUTCS HA CTAlMOHAPHOM
U3JICUCHUH, HO SBIsSETCS pabOTHUKOM  JaHHOTO
YUpEXKACHUS, U JIMLO, KOTOPOMY OH JOBEpSET, TAKKE
ABIIETCS PAOOTHUKOM JAHHOTO YUPEXKACHUS

d. ecnu noBepuTenb He SBISETCS PaOOTHUKOM
JAHHOTO YUYPEKJIEHHUs, a JINL0, KOTOPOMY OH JIOBEpSET,
ABIIAETCS PAOOTHUKAMH JTAHHOTO YUPEXKICHUS

Bomnpoc 11

Kaxkoii PEKBHU3UT HCMOJIb3yeTCS JUIst
YI0CTOBEPEHHUS 3IEKTPOHHOTO TIOKYMEHTA!

Bri6epute oiMH OTBET:

a. DJIEKTpOHHAas U(pOoBast MOANUCH

b.  uaeHTudUKATOp  DIEKTPOHHOH  KOIMUU
JIOKYMEHTA

C. KoJ1 (hOpMBI TIOKyMEHTa

d. perucTpanOHHBIA HOMEp JOKYMEHTA

Bompoc 18

Ha KaKuX OmaHkax pacnosiaraercs
l'ocynapctBennbiit rep6 Poccwuiickoit denepanuu B
OJHOLIBETHOM BapHaHTE:

Bri6epute oMH OTBET:

a. pemenuii BepxoBHoro Cyna Poccuiickoit
®denepaunu

b. MexXBeJOMCTBEHHON KOMHCCHUU TIO 3alluTe
rOCyIapCTBEHHOW TallHbI

c. JTUTIIOMAaTHYECKUX MPEACTABUTENBCTB,
KOHCYJIbCKUX VUPESKIECHUH M WHBIX OQHUIMAIBHBIX




Kon
Nupukatop 10CTHXKEHUS
WHKATOP OneHouHbIE CpeCTBA
a KOMIIETCHIIUT
npeacrasutensCTB  Poceniickon  ®Penpepanuu 3a
npeanenamu Pocceniickoit denepanumn
d. Anmunuctpanuu Ilpesunenta Poccuiickoit
®denepaunn
Tembl KypcoBbIX padoT (3 Kypc)
1. Porp um wMecTo rocynapCTBEHHOM CHCTEMBbI
CTaTUCTHKH B YIPABICHUH HAIMOHAJIHHBIMH
UH(POPMALMOHHBIMH PECYPCAMH.
11. Hcropust CTaHOBIEHUS OTEYECTBEHHOM
CTaHapTU3aLUHU JTOKYMEHTALMOHHBIX MPOIIECCOB.
12. Hcropust CTAaHOBIICHHS COBPEMEHHBIX
(GYHKIIMOHATHHBIX CHCTEM JOKYMEHTAIIH B
Poccuiickoit @enepanuu.
13. OcobenHocTr rOCyJapCTBEHHOH
CUCTEMBbI HayYHO-TEXHUYECKOH TOKYMEHTALUH.
14. Ananns CUCTEMEI KaJpOoBOM
JOKYMEHTAIMU TOCYAapCTBEHHOM OpraHu3aluy.
15. Xapakrepuctuka ECKK TOCH, eé€ pons
B yIIpaBJIeHUH HaIMOHATLHBIMH
MH(OPMAIIMOHHBIMU peCypcamu.

YK-6: Cnoco0eH ynpaBJjfiTb CBOMM BpeMeHeM, BbICTPAaMBAThL M PeaJn30BbIBATH
TPAEKTOPHIO CAMOPA3BUTHS HA OCHOBE MPHHIIUIIOB 00PAa30BaHUsl B TeYeHHe Beeil KU3HU
VYK-6.1: Hcnonp3yeT MHCTPYMEHTHI KonTtposbHas padora (2 kypc)

U METOAbl  yINpaBJICHUS 2. Bel omo3manmu Ha pabory Ha 2 dHaca.
BpPEMEHEM npu | PykoBonmctBo motpeboBasio ot  Bac  0ObsScHEHWHIA.
BBITIOJIHEHUN KOHKpETHBIX | OdopMHTE COOTBETCTBYIOIIUN JOKYMEHT.
3a7a4, IPOEKTOB, IIPHU IIpakTnyeckoe 3aanue K Teme 2.3
JOCTHKEHUU [Tonb3ysice «Hopmamu BpemeHH Ha pabOThI IO
MOCTABJICHHBIX IIeJIel JOKYMEHTAIlMOHHOMY OOECIEUEHHUI0 YIPaBICHUECKUX
CTPYKTYp (enepalbHbIX OPraHoB HCHOJHUTEIBHON
BJIACTH», YCTaHOBUTE d()PEKTUBHOCTh YHUPHUKALUH
dbopm nokymentos. [IpuBeaure npumep.
YK-6.2: Onpenenser NPUOPUTETHI IIpakTuyeckoe 3aganue 8 (3 xKypc)
coOCTBEHHO Bbl xoTHUTE YCTPOUTHCA [1EIOMPOU3BOIUTEIEM.
NeSITEeNLHOCTH, CocraBbTe ams cels pe3roMe.
JUYHOCTHOTO Pa3BUTUA U
podeccruoHaAIBHOTO Tect 2.4
pocra Kakoii 10KyMeHT HeJIb3sl OTHECTH K JIHYHBIM
AOKYMEHTaM:
Bribepure o1uH OTBET:
a. XapaKTepUCTHKA
b. pe3tome
C. TUYHAs KapTOuKa
d. aBTOOGHOTpadus
Ha kakom BujJe JIMYHBIX [IOKYMEHTOB
oopmiisiercs aapecar:
Bribepure o1uH OTBET:
a. XapaKTepUCTHKA
b. TOBEepEeHHOCTh




Kon

Nupukatop 10CTHXKEHUS

I/IH[[I/I:aTop KOMITETEHIIHI OneHouHbIE CpeCTBA
C. pe3rome
d. 3asBieHue
Tect k Teme 2.4 (3 Kypc)
N3 nepeyunc/ieHHbIX HUKe BH/0B JOKYMEHTOB
BbIOEpUTE HOPMATHBHBIH NpaBoOBOH aKT,
SIBJIAIOIIUIC  OCHOBHBIM B PeryJHpOBaHUM
TPYAOBBIX NPaBOOTHOLIEHH paGoronareJisi
(rocyiapcTBeHHOl  OpraHu3auuu, COOCTBEHHUKA
npeanpusiTusi) 1 paboTHUKA:
Bri6epute oiuH OTBET:
a. AnsOom ¢dopm mnepBUYHOH  y4eTHOM
JTIOKYMEHTAIMH TI0 TPYJAOBBIM OTHOIIICHUSIM
b. Tpy10BO# JOTOBOP
c¢. Tpynosoii konekc PD
d. TpynoBoe cornamnieHue
YK-6.3: OnenuBaer  TpeOOBaHUS Tembl KypcoBbIX pa6oT (3 Kypc)
pBIHKA Tpyaa " 1. Pons u MECTO JTOJDKHOCTHBIX
MpeI0KEHUs MHCTPYKIUI MepcoHalla B yINpaBJIE€HUN OpTraHu3alueH,
00pa3oBaTeNbHBIX  YCIYT | 0COOEHHOCTH UX pa3pabOTKU, OPOPMIICHHUS.
TUTS BBICTPAaUBaHMS 2. OCHOBHBIC  HaINpaBJICHUS  BHEIAPCHUS
TPAaCKTOPUU COOCTBEHHOTO VCJI, 3amauum rocymapCTBEHHOIO Haa3opa |
pohecCUOHAITBHOTO oTpaciaeBoro KoHTpoJisi BHenpenust Y C/I.
pocta
YK-7: CnocodeH moaiep:kuBaTh J0JKHbIH YPOBeHb (PU3MUeCKOH MOATOTOBJIEHHOCTH
1JIs1 o0ecrnevyeHnsi MOJTHOLUEHHOM CONUAJIbHOM U NPOdeCCHOHAIBbHOM 1eATeJIbHOCTH
YK-7.1: Bri6upaer Tect k Teme 2.1
310poBbecOeperaromme Jna obecneuenus ONMUMAIbHOU
TEXHOJIOT U I | pabomocnocoonocmu U COXpAHEHUA  300p06bA
MOJIEPKAHUS  3J0POBOIO | npogheccuonanvuvix nonavzoeameneu IIIBM u B/IT
o0pa3a >KH3HU C YYETOM | HA  HPOMANCEHUU  PAdOUec0  OHA  OO0IHCHBI
(U3HOTIOTHYEeCKUX YCMAaHAGUBAMBCA PeAMEHMUPOBAHHBIE NEPEPDIBbI.

0COOCHHOCTEl Opranusma
U YCIOBHMH peaiu3anuu
npodeccruoHaIbHON
JEeSITeNIbHOCTH

Yem pecynupyemca ux epema?

a) MPOJIOJKUTEIBHOCTHIO paboyero JHs;

0) BUJIOM TPYJOBOU JESATEILHOCTH;

B) KaTeropueu TpyA0BOM AeATeIbHOCTH;

T') BCE OTBETHI BEPHBI.

Ilpu 8-uacoeom pabouem ome u paoome na BJ/[T u
II3BM ona I cpynnut pabom - pecnamenmupoganHvie
nepepuiesl ciedyem yCmanaeaueams:

a) dyepe3 2 yaca OT Hayaja paboueil cMeHbI U uepe3 2
yaca nocie 00eieHHOTO nepepsiBa
HPOJOJDKUTEIBHOCTBIO 15 MUHYT KaXblil;

0) uepe3 2 yaca OoT Havasa paboueit cMeHsl u uepes 1,5-2
yaca nocie 00eleHHOTO nepepsiBa
OPOJOIDKUTENBHOCTBIO 15  MHHYT KaXIbld — WIH
POJOIDKUTENBHOCThIO 10 MUHYT uepe3 KakIblid vac
paboThI;

B) uepe3 1,5-2 daca ot Hayana paboudeil CMeHBI U yepes
1,5-2 yaca ocCIIe 00€eIEHHOTO nepepbIBa




Kon

Nupukatop 10CTHXKEHUS

I/IHI[I/I:aTop KOMITETEHIIHI OneHo4HbIe CpeACTBA
IPOJOJDKUTENBHOCTEIO 20  MMHYT  KaXAbld — WIK
IPOJOJDKUTENBHOCTBIO 15 MHUHYT uepe3 KaKIbplid uac
paboTHL.
') HET BEPHBIX OTBETOB.

YK-7.2: IInanupyer coe pabouee | [IpakTHyeckoe 3ajaHue K Teme 2.4

U CcBOOOJHOE BpeMs s
ONTUMAIIEHOTO COYETaHUS
¢buznveckoit "
YMCTBEHHOW HArpy3ku H
obecrnieueHus
paboTocrnocobHOCTH

Hsyunre HOPMBI BpEMEHU o CO3JIaHUIO

OPraHu3alMOHHO-TIPABOBBIX JOKYMEHTOB, IOJIb3YSCh

neiicrByromumu  «HopMbl BpeMeHH Ha paOoThl 10

JTOKYMEHTAIIMOHHOMY OOECIIEUEHHUIO YIPaBICHYECKUX

CTPYKTYp (QeneparbHbIX OpPraHOB HCIOJHUTEIHHOU

BJIacTh». Ha3oBuTEe BHA OPraHU3alMOHHO-TIPABOBOIO

JIOKYMEHTA U BPEMSI €ro COCTaBJICHUS U O(POPMIICHHUS.
Tect 2.4

Kakoe Bpemsi (B 4acax) OTBOAMTCH HA NMOATOTOBKY

M0JIOKEHH S 0 CTPYKTYPHOM MOApa3aejieHun?

a) 12,3

0) 20

B) 20,7

r) 150

Ha3oBuTe HOpMATHBHBIN COCTaB JAeHCTBUH 10
NOATOTOBKE HMHCTPYKIHMHU MO JAOKYMEHTAIMOHHOMY
00CyKUBAHMIO (1€JI0NPOU3BOICTBY).

a) M3y4eHHE HOPMATUBHO-METOJMYECKOW WU TPABOBOM
JUTEPATYPHI U MTATOB (eaepaTbHOTO Oprana, PyHKIui
U 33/1a4 MOJAPA3JICNeHNUN, 3aHATHIX TOKYMEHTAIMOHHBIM
obecrie4yeHreM YMpaBleHUs, MOJrOTOBKAa MHCTPYKIUH,
KOPPEKTUPOBKA, neJaraHue, yTBEPKICHUE,
Pa3MHOKEHUE;

0) n3y4yeHue NpakTHUKU paboThl KOJIJIETHaIbHOTO OpraHa,
TEXHOJOTMM TOJArOTOBKM  MAaTepuajoB sl €ro
(GyHKIIMOHUPOBAHMS; IOJTOTOBKA MPOEKTA PErIaMEeHTa,
COTJIaCOBAaHHE CO CTPYKTYPHBIMU TOJpa3AeICHUSIMU;
nevyataHue, yTBepKJIeHHe, Ppa3MHOKEHUE, PACChIIKA;

B) cOop Tabeneit yHUGUIIMPOBAHHBIX (HOPM JOKYMEHTOB
CTPYKTYPHBIX MOJApa3JeNeHull ¢enepalbHbIX OPraHoB
UCIIOJIHUTENILHOM ~ BIACTH, AaHAlU3  BBISBJICHHOTO
KOMILIeKCa yIIPaBICHUECKUX JIOKYMEHTOB;
ompeneNeHne  1enecooOpa3HOCTH  CO3JaHus U
NPUMEHEHUS KOHKPETHBIX JIOKYMEHTOB. BBISBICHHE
cocTaBa HeyHU(DUIUPOBAHHBIX (OPM JTOKYMEHTOB,
UCKJTIOUCHUE TyOImUpyeMBbIX JOKYMEHTOB u
HEMPaBOMEPHO UCHOJB3YeMbIX (OpM TOKYMEHTOB,
rpynmupoBka (HopM TOKyMEHTOB MO (YHKIUAM U
yIpaBIEHUYECKUM 3a/iadaM, MOATrOTOBKA, COTJIAaCOBAaHUE
U YTBEp)KICHHE EIUHOrO Tabens YHHU(PHIHMPOBAHHBIX
dopm;

) W3y4eHHEe HOPMATHBHBIX  TPABOBBIX  aKTOB
METOJIMYECKUX JOKYMEHTOB, MOATOTOBKA WHCTPYKIIUH,




Kon

Nupukatop 10CTHXKEHUS

I/IH[[I/I:aTop B — OrneHo4HbIE CpPECTBA
COTJIaCOBaHUE, KOPPEKTHPOBKa, neJyaTaHue,
pa3MHOXKECHHE.
YK-7.3: Cobnromaer u | [IpakTnyeckoe 3axanue k reme 2.4
[IpoNaraHAupyeT HOPMBI | 3amOJIHUTE KApTy CaMOOLEHKH 30pOBOr0 odpa3a
310poBoro oOpasza )ku3Hu B | ku3HH  (307K)  cyObekTOB  ynpaBJeHYecKOoro
pasNMyHBIX  JKM3HECHHBIX | MIpolecca W cjaejaiiTe BBIBOALI 0 CBOeM o0pa3se
CUTYaIHsAX " B | )KH3HH  KaK  COCTaBJSIIOIIEH  4Ye/IOBe4eCKOro
npoheccHoHaTBbHON kanurTajga. Kakue pexomenaanum Bbl Jaau Obl cede
JeITEITbHOCTH 17151 TIOBBILIEHUS] CBOET0 YeJI0BEeYeCKOro Kanurajia B

miade 310poBbsi? Kakux JeiicTBuil BbI KIeTe OT
cBOero Oyayuiero padorogareiss ¢ TOYKH 3PEeHUs
COXpaHeHHs /| BOCMPOM3BO/ICTBA 310POBbSI
padoTHUKOB cay:k0b1 JJOY?

B kakoM I0KyMeHTe cjieyeT 3aKpenuTh TPeOoBaHu s
K  CcoOJIIOIeHHI0  370pOBOro  odpa3a  KM3HHU
pPaGdoTHUKOB opraHu3anud (¢ TOYKH 3peHHs
a00THUKOB U padoroaareJisi)?

NoNe| Cocranstomue (30XK) |Ouenk | O6mu
II/11 | yesmoBeka u rmo3umuuy 1mo |a 30K |it 0amn
KaXJIOU COCTAaBIIAIONIEH B
Oamnax
4312/1/0
1. Co0u110eH1e JUYHOM T'IrueHbl
1.1. [['urueHs! Tena
1.2. 'UrueHsl oaexK bl
1.3. ['urueHsl NOCTEIN
1.4, "UryueHsl KUIUIIA
1.5. ['uruena
pabouero mecra
2. PanuonajJbHOe MUTaAHHE
bamanc B IIHIIEBOM
paroHe OCJKOB, YXHUPOB
1 YTIIeBOJIOB
Hanuuaue B
BHUTAMUHOB
Hamnune B MIUIE
MUHEpaIbHBIX BEIIECTB
[Tprpoaocoobpa3HbIit
1T MHAUBHAA  00beM|
MIHIIA
[TprpomocoobpazHbIit
11 MHOWBHIA COCTaB
MIHIIA
[TpupoaocooOpa3HbIit
Ui MHOUBUIA — PEXKHM
[MUTAaHK

[Ipeobnananue B
[TUILEBOM paIoHe

Cpenuu
i Gann

CBOCTI0

2.2. ITUILIE]

2.3.

2.4.

2.5.

2.6

2.7.




Kong
Nupukatop 10CTHXKEHUS

WHJIUKATO OneHouHbIE CpeCTBA
A a P KOMITETEHITUHI H peAt
HATypaJIbHBIX (WKHUBBIX»)
IPOJIYKTOB
3. JBu:KeHne

3.1 |EsxemHeBHOE
BBINIOJIHEHUE  YTPEHHEU

Bapsi Ky
3.2. [Brimosmenue
CIICITNAIbHOM
FMMHACTUKH B TEUYCHHE]
ITHS
3.3. [Banstue KaKHUM-JIH00
BUIOM crioprta JU1s
3IOPOBBS
3.4. (Opranuzanus CBOMX|
OOBIYHBIX JBIDKEHHMH C
Y4E€TOM TpeOoBaHui
(bu3nyeCcKOil KyIbTYpbl
4. 3akajquBaHue
4.1. BeimonneHue
CIIeIIaIbHBIX
3aKaJMBaIOIINX
MpoIeIyp
4.2. |O0nmuBanue XOJIOTHOM|
BOJOU

4.3. |PerynsipHbIE IPOTYJIKH HA|
CBEXKEM BO3JIyXe
4.4, (Onexaa o Ce30Hy U 10

oroie
4.5. |PerymsipHOE  TTOCEIICHUE]
0aHu
0. OTcyTCcTBHE BPEIHBIX MPUBbIYE

5.1. [TabakokypeHus
5.2. 3noynorpebieHus

QJIKOTOJIEM
5.3. |[Hapkotuueckoii
3aBHCUMOCTHU
6. Pexum Tpyaa m oTabIxa
6.1. |Cobmonenue HOPM|
yepe10BaHMs
(u3nIecKoro y

YMCTBEHHOTO TpyJa
6.2. |BeimonHEHHE BO BpeMs|
YMCTBEHHOM paboThl
CHeIaTbHBIX
MEPOIIPUATHUH,
CHUMAIOIINX YMCTBEHHOE
MepeHaIpsHKeHIe

6.3. |BeimonHeHHE CBOEH




Kon
WHIUKATOP
a

Nupukatop 10CTHXKEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

TPYIOBOM JEATEIBHOCTH|
C yderoM TpeboBaHUM
HOT (HayuHO
OpraHu3alm Tpyaa)

6.4.

[ToJIHOLIEHHBII COH

Ilcuxomornyecku

KoMpopT

7.1.

'YMEHHE COXpaHATh WIH
OBICTPO BOCCTaHABIUBATH
ITyIIIEBHOE paBHOBECHE

7.2.

'YMeHue BUJIETH
[10JIOKUTEIBHOE B
OKPYXKaIOIIEeM MHUPE

7.3.

'YMeHue CTPOHTH
rapMOHUYHbIE
OTHOIIEHHUS v
OKPYKAIOIKUMHU JIFOIbMU

7.4.

[ [punsTHe CBOHX
HEJI0OCTaTKOB KaK
HEN30€KHOr0 CJIEACTBUS]
4ETTOBEUECKON TPUPOIbI

7.5.

'YMenune W3BJICKATH,
MOJIOKUTEIBHBIE  YPOKH
U3 CBOMX JKHM3HEHHBIX
CUTYalHi

7.6.

YMeHue npuHUMaTh ¢
MUPOM KU3HD u
OKpYKaroluil MUp

7.7.

CtpemiieHue K|
CaMOCOBEPILIEHCTBOBAHU
0

7.8.

VMeHune CTOMKO
MEePECHOCUTH MOPAKCHUS 1|
PKM3HEHHBIE HEB3TOIbI

7.9.

ONTUMHCTHYECKOE
MHUPOBOCIIPUATUC

7.10

'Y TOBJIETBOPEHHOCTD
cBOEH cy1b00i1 B 11e7I0M

7.11

'YMeHnue IICPCIKNBATL B
PKU3HU PAOOCTh

7.12

Y 10BIIE€TBOPEHHOCTD
CBOEH I10JIOBOY|
[IPUHAJIEKHOCTHIO

7.13

TosiepaHTHOCTD

UTOro



http://newlms.magtu.ru/mod/glossary/showentry.php?eid=61443&displayformat=dictionary

0) Ilopsinoxk mpoBeneHUs] NMPOMEKYTOYHON aTTecTALMH, NOKa3aTeJld M KPUTEPHH
OLlCHMBAaHUS:

- Ha OLEHKY «3a4YTeHO0», €CJIM IIPEOoJI0JIEBAET IOPOroBbI ypoBeHb. OOywaromuiics
MOKa3bIBACT MOPOrOBBIH YPOBEHb C(POPMUPOBAHHOCTH KOMIETEHIMH, T.€. 3HAET OCHOBHYIO
JOKYMEHTOBEAUECKYI0 TEPMHHOJIOIMIO; OCHOBHBIE HOPMATHBHO-METOJUYECKHE MaTE€pUaJIbl 110
JOKYMEHTUPOBAHHIO YIPABICHUECKOW EATEILHOCTH; CIIOCOOBI U CPEICTBA IOKYMEHTUPOBAHUS;
3aKOHOMEPHOCTH pa3BUTHUSL JOKYMEHTA; CTPYKTYPY JOKYMEHTA; XapaKTEPUCTUKY U OCHOBHOM
COCTaB YHH(PHUIMPOBAHHBIX CHUCTEM JOKYMEHTAIIMH, THUIOBOH COCTaB CHUCTEM JIOKYMEHTALlUU
YUpexACHUH 000 OpraHM3allMOHHO-TIPABOBOM (OPMBI; TJIaBHBIE MpPABHJIA COCTABICHHUS H
oopMIIeHHS JOKYMEHTOB; OOIIMI TMOPSAJOK OpraHW3aldd JOKYMEHTOB B KOMIUIEKCHI;
TEOPETUYECKUE OCHOBBI  BEACHUS JEJIOBOM  IEPENUCKH; COCTaB M  COJEpKaHue
HOPMAaTUBHO-METOAMYECKON 0a3bl MO0 COCTABJICHUIO M O(OPMIICHUIO CIYXKEOHBIX JOKYMEHTOB;
CHelU(pUKY A3bIKa YIPaBIEHYECKOW JOKYMEHTAIMH; YMEET aHalIu3upOBaTh
HOPMAaTUBHO-METOJMYECKHE  MCTOYHMKM MO  JIOKYMEHTHPOBAaHHUIO  YIPaBICHUYECKOMN
NESITeIbHOCTH;  NBIMACTCSl XapaKTepU30BaTh W AHAIM3UPOBATh YHU(UIMPOBAHHBIX CHCTEM
JOKYMEHTAI[M{;  BBISBJISATH TUIIOBOM COCTaB CHUCTEM JIOKYMEHTAllMW Y4pexXaAeHUN 1000
OpraHU3allMOHHO-TIPaBOBOM (QOpPMBI;  MPUMEHATH MpaBWJIa COCTaBIEHUS MU odopmiieHus
JOKYMEHTOB Ha IpakTuke. BianeeT ocCHOBHBIMU npUeMaMU COCTaBJIeHHs U odopmiieHus
OCHOBHBIX YNpaBJICHYECKUX JOKYMEHTOB; 3HAHHUAMM OCHOBHBIX TIpobieM B 00iacTu
JOKYMEHTOBEJCHUS, HaBbIKaMHU pPa0OTHl C OCHOBHBIMH HAyYHBIMH W NEPUOAMYECKUMU
U3aHUSMH B 00JAacCTM  JOKYMEHTOBEACHHS;, HaBbIKaMU  pabOThl €  OCHOBHBIMU
MHTEPHET-UCTOYHUKAMU B O00JIACTH JIOKyMEHTOBEACHHUS;, 3HAHUSIMH HOPMATHUBHO-TPAaBON H
HOPMAaTUBHO-METOAUUYECKOMN 02301 JOKYMEHTAllMOHHOTO 00eCTIeueH s YIIPaBIECHUS;

— HA OLEHKY «He 3a4TeHO» — pPe3yiabTaT OO0y4eHHs HE JOCTUTHYT, oOydaroImiuics Ha
IIPAKTUYECKUX 3aHATUAX, IPHU BBIIOJHEHUU NPAKTUYECKUX 3aJaHUM M YCTHBIX OTBETax HE
MOJKET M0Ka3aTh 3HAHUS HA YPOBHE BOCIPOU3BENCHMS M OOBACHEHHS MH(POpPMALUU, HE MOKET
II0Ka3aTh UHTEJUIEKTyaIbHbIC HABBIKU PELICHUS MPOCTHIX 3a/1a4.

JAnddepennupoBanHasi oLeHKAa BHICTABJISETCS HA 3a4€TE C OIIEHKOM B COOTBETCBHHU C
CO CJICIYIOIIMM MPOICHTHBIM COOTHOIIIEHHEM OT BBIITOJIHEHHOTO 00beMa MPaKTHUECKUX 3aaHui
TEKYIIUX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yHOBIETBOpUTEILHO» (3 Oamia)

75-90% - 3auteHO «xopomioy» (4 6amra)

90-100% - 3auTeHo «OTIHMIHO» (5 6aIOB)

— HA OLIEHKY «He 3auTeHo» (2 O6ayna u 1 6am)
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METOJINYECKUE PEKOMEHJIAIINU IO HAITMCAHUIO
KYPCOBOM PABOTHI
IO JOKYMEHTOBEJIEHUIO 1 APXUBOBEJIEHHUIO
IO HAITPABJIEHUIO TOAT'OTOBKMH 034700.62
NOKYMEHTOBEJIEHUE U APXUBOBEJIEHUE

CocraButens: noueHT kadeapsl JuA C. A. AHoxuHa,
noneHT kadeapsl [uA A. K. Makaposa
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TEPMUHBI, OITPEJAEJIEHUA U COKPAIEHUA

B Meromnuecknx peKOMEHAAUUSIX HUCIOIB3YIOTCS CIEIYIOIIME TEPMHUHBI C
COOTBETCTBYIOIIMMH ONPEICICHUAMU:

I'paduyecknii marepuas — TIPEACTABISAECTCA B BHUAE 3aKOHYEHHBIX
KOHCTPYKTOPCKHX CAMOCTOSITENIbHBIX JIOKYMEHTOB, CXeM, Tpa)MKOB WJIU PUCYHKOB,
B 3aBUCUMOCTH OT XapakTepa paboThl.

I'paduueckuii MaTtepuan MOXKET pa3MeENIaThbCcsl KaK Ha OTIEIBHBIX JIUCTAX,
WCIIOJIB3YEMbIX TIPU 3alllUTe KYpPCOBOTO MpoeKTa (paboThl), TaK U B COCTaBe
TEKCTOBOr'0 JOKYMEHTA.

KypcoBasi paGora — 3TO JOKyMEHT, MNpEACTaBISIOMHN coOoi dopmy
OTUYETHOCTH TI0 CAaMOCTOSITEIbHOM paboTe CTyIeHTA MO JUCIUTIIINHE, BKIIOYAIOIIHMA
AQHAJIUTUYECKYI0 M PACUETHYIO YacTU, W TPEACTABISAIOMMNN COOO0N 3aKOHYEHHOE
peleHre MOCTaBICHHOW MPOoOIeMbl B paMKaxX U3y4aeMOUu TUCITUTIIIUHEI.

KypcoBoe npoekTHpoOBaHUEe — OJIMH U3 OCHOBHBIX BUJOB CAMOCTOSITEILHOM
paboThl CTYACHTOB, PE3yJbTaTOM KOTOPOTO SBISETCS KYPCOBOM MPOEKT WU
paboTa, HalpaBJieHHbIE Ha 3aKpervieHue, yriyoJieHHue W 000OIIeHUEe 3HAHUU TIO0
y4eOHBIM JUCIUIUTMHAM MPO(HECCUOHAIBHOW MOATOTOBKH, OBJIAJICHHUE METOAaMU
HAyYHBIX UCCIICIOBaHUH, (DOPMUPOBAHKME HABBIKOB PEIICHUS MTOCTABJICHHBIX 3a7a4
B XOJI€ aHAJIN3a TEOPETUUECKOr0 MaTepUia U HAYYHBIX UCCIICIOBAHUM.

KypcoBoii mpoekT — 53TO JOKYMEHT, MPEICTaBISIONIUNA coboi dopmy
OTYETHOCTH IO CAMOCTOSITEIHHOM paboTe CTyIeHTa MO AUCIUIUIMHE, BKIIFOYAIOIIHA
AHAIMUTUYECKYI0, TPAPUUECKYI0 M PACUETHYIO YacTH, W MPEACTABISIIONINN cOO0i
3aKOHUEHHOE pEIlEHHWE TIOCTABICHHOW TMpoOJeMbl B paMKaxX H3y4yaeMoi
JTVCLUUTUIAHBI.

Pykonuchb — TEKCT, HAMMMCAHHBIN OT PYKH, I HAOpaHHBIA HA KOMITBIOTEPE U
pacrneyaTaHHbIi Ha IIPUHTEPE.

TekcTOBbIN TOKYMEHT — HAYyYHO-TEXHHYECKHUU JOKYMEHT, COJEpKallvid
CUCTEMATH3UPOBAHHBIE JIaHHBIE O BBINOJHEHUH IPOCKTHOM, HAay4YHOU WU
UCCJIEIOBATEIbCKONM PabOThl, OMUCHIBAIOUIMN TPOLECC €€ BBIMOJIHCHUS U
MOJIYYCHHBIE PE3YJIHTATHI B BUJIE TEKCTA U HEOOXOIUMBIX HILTIOCTPAIUH.

OCHOBHas o0pa3oBaTeJibHAs nporpamma — COBOKYITHOCTb
y4e0HO-METOIUYECKON JOKYMEHTAIlUM, PETIaMEHTUPYIOIIEH COAep)KaHue |
OCYIIECTBJIICHHE 00pa30BaTEIBLHOTO IMpoliecca MO HAMPaBIECHUIO (CIEIUATbHOCTH)
BBICIIETO MPO(heCCHOHATBHOTO 00pa30BaHUA.

B Hacrosiem 1monoXeHnn NpUMEHSFOTCS CIIEAYIOIIME COKPALCHHUS:

ACY — ABTOMaTH3MpOBaHHAsI CUCTEMA YIIPaBJIECHUS,

oy BIIO «MI'TY» - T'ocynapcTBeHHOE 00pa30BaTEIbHOE YUPEKICHUE
BBICIIETO npodec-cHoHaTBHOTO oOpa3oBaHus «MarHuToropckmii
rOCy/IapCTBEHHBIN TeXHUUYECKUM yHUBepcuTeT uM. I'.1. HocoBay;

I'CH — I'ocynapcTBeHHas cucTeMa 00eCIICUCHHS SUHCTBA H3MEPEHHIA,

ECKJl — Ennnas cuctema KOHCTPYKTOPCKOW TOKYMEHTAIUU;

ECII/J — Enunas cucrema nporpaMMHBIX JJOKYMEHTOB;

ECT/] — Enunas cucrtema TeXHOJIOTHYECKOW TOKYMEHTAIUH;

KII — kypcoBoi1 mpoexT;

KP — kypcoBas pabora.



I'OC BIIO — T'ocynapCTBEHHBI 00pa30BaTeNbHbI CTaHAAPT BBICIIETO
npo¢eCcCUOHaIBLHOT0 00pa30BaHMUsL.

JInA — NOKyMEHTOBEJICHUE U APXUBOBEJICHUE.

HuJIOY — noKyMEHTOBEIEHHE U JOKYMEHTAllMOHHOE oOecredyeHue
YIPaBIECHUS.

JOY — nokymMeHTallMOHHOE 0OecTieYeHUE YIIPaBICHUS.

MI'TY — ¢enepaibHOE TOCYIapCTBEHHOTO OIOKETHOE 00pa30BaTENbHOE
YUPEXKICHHE BBICIIEr0 MPOPECCHOHANIBHOIO 00pa3zoBaHusi «MarHuTOropckuit
rOCyIapCTBEHHBIN TeXHUYeCcKuil yHuBepcurer um. I'. . Hocoay.

HUWP — nayuno-uccnegoBatenbckas padora. CH — cucteMa u3MepeHuit;

CMK - cucrema MEHEIKMEHTa KaueCTBa;

CITIC — cucTteMa NpoOEKTHOW TOKYMEHTAI[MHU 110 CTPOUTEIIBCTBY;

T/l — TEKCTOBBIN JOKYMEHT;

TV — TexHuueckue ycioBus;

YMYV — V4yeOHO-METOTMUECKOE YIPABICHUE;

OI'OC BIIO - ®enepanbHblii  TOCYJAapCTBEHHBIM  00pa3oBaTEIbHBIM
CTaHAApT BhICIIETO MPOGECCHOHAIBHOIO 00pa30BaHUsl.

OBM — 371eKTPOHHO-BBIUNCIUTENbHAS MALIMHA.

TPEBOBAHUSA K COAEP)KAHUIO U CTPYKTYPE KYPCOBOM
PABOTBI

O0mme TpeGoBaHUS

KypcoBast pabora siBisieTcsi OJHUM M3 BUIOB HAy4YHO-HCCIIEI0BATEIbCKOM
paboThl  CTyAeHTa, KOTOpas  3aBepimiaeT ©  JIONOJHSET  HW3Yy4YeHHUe
o0menpoecCHOHAIBHBIX M CHEIUAIbHBIX JUCIUIUIMH: JOKYMEHTOBEJICHHE,
KOMITbIOTEpHbIE ~ WH(OPMAIIMOHHBIE  TEXHOJIOTHH B  JOKYMEHTAIIHOHHOM
oOecricdieHUU  YIPABIICHHS, OpraHU3amus  CEKPeTapcKoro  oOCIyXKHWBaHUS,
apXHWBOBEJICHNE, aBTOMAaTU3UPOBAHHBIC apXUBHBIC TEXHOJIOTUH, HHPOPMAITMOHHOE
oOecrieueHue yrnpapieHus, JOKyMEHTHAsI IMHTBUCTHKA.

KypcoBas pabota qoikHa moka3atb yMEHHUE CTYICHTA:

1) 060CcHOBATh aKTyadbHOCThH BEIOPAHHOM TEMBI B HAYYHOM M IIPAKTHIECKOM
OTHOILLIEHHUSIX;

2) nmatb XapaKTepUCTUKY CTENEHH W3YYCHHOCTH H Pa3paboTaHHOCTH
po0JIeMbl B HAYYHOU JTUTEPATYPE;

3) chopMymupoBaTh 1ETb U 3329 pabOTHI,

4) 060CHOBATh CTPYKTYPY PaOOTHI;

5) npoaHanu3upoBaTh COOPAHHBIN MaTepual;

6) chopMyTUpOBaTH BHIBOJIBL

7) opopMuTh PabOTy B COOTBETCTBUH C TPEOOBAHUSIMH, TIPEIBSIBIIEMBIMH K
Hay4YHO-HCCJIEIOBATEIILCKUM paboTaM.

OTBETCTBEHHOCTh 32 JOCTOBEPHOCTH JIAHHBIX, COJIEPHAIIUXCS B KYypCOBOU
paboTe, U 3a COOTBETCTBUE €€ TpeOOBaHMSIM HACTOSIIETO MOCOOUS HECET aBTOp
KypCOBOM pabOTHI.



KypcoBas pabGota BbINONHAET Y4eOHYIO U KBATM(DUKAIMOHHYIO (PYHKIUIO U
npu3BaHa  MPOJEMOHCTPUPOBATh  JOCTUTHYTHIK €€  aBTOPOM  ypPOBEHb
KBaTU(UKALIUYA, YMEHHE CaMOCTOATENbHO TPUMEHSATH TEOPETUYECKHE U
OPaKTHUYECKWE 3HAHWA TPU PEIICHUH KOHKPETHBIX MPO(hecCHOHATBHBIX,
MPAaKTHYECKUX W HAYYHBIX 3a7a4, YCTaHOBIEHHBIX TpeOoBaHmsmMu OOII u momkHa
MPEACTABIATh COOOM 3aKOHYEHHYIO padoTy.

3agaun, pemaembie ctynaeHToM B KP, momKHBI OBITH HalpaBieHBI Ha
JOCTH)KCHHE TIOCTaBJICHHBIX IleJie W COOTBETCTBOBATh BHUAAM U 3aJadam
po¢eCCUOHANILHON JIEATEIIbHOCTH.

KP momxHa oTBEYaTh CISAYIONIMM OCHOBHBIM TPEOOBAHHSIM:

— aBTOPCKAasi CaMOCTOSITEIbHOCTb;

— MIOJTHOTA U 3aKOHYEHHOCTb UCCIIE0BAHMUS;

— BHYTPEHHE €MHCTBO M JOTMYecKas CBS3b Pa3/eioB, MOCIEA0BATENbHOCTh
UX U3JI0KEHUS;

— npodeccuoHaNbHas TPAMOTHOCTD HU3JI0KEHUSI MaTepHalIa;

— TPaMOTHOE U3JI0KEHUE TEKCTa HA PYCCKOM JIUTEPATYPHOM S3BIKE;

— BBICOKHHA TEOPETHUYECKHI YpPOBEHb, OTPAKAIOIIMN HAKOIUICHHBIE B
nporecce 00y4eHus! 3HaHUS.

— uéTKasl 1eJIeBasi HalPaBJICHHOCTD;

— KPaTKOCTh ¥ TOYHOCTH (POPMYITUPOBOK;

— KOHKPETHOCTb U3JI0KEHUS PE3yJIbTaTOB PabOTHI;

— JI0Ka3aTeJIbHOCTh BBIBOJOB M 0OOCHOBAHHOCTh PEKOMEHAALINH.

B nporecce pa6otsl Hax KP cTyaeHT qoimkeH ymMeTh:

— OTIpeNeNATh U (OPMYIUPOBATH MPOOJIEMY UCCIICIOBAHMS;

— CTaBUTH IICJIM UCCIICAOBAHUS U ONPEALIATh 3aJ]a4i, HEOOXOIUMBIC ISl UX
JIOCTHKCHHS,

— aHAJIM3UPOBATH K 0000IIATh TECOPETUUCCKUMA U SMITUPUIECKUN MaTEepHa 1o
TE€ME UCCIICIOBaHUS, BBISBIISATH IPOTUBOPEUMS, J€TATh BHIBOIbI,

— MIPUMEHATHh TEOPETUUECKUE 3HAHUS TIPU PEIICHUHU MPAKTUUECKUX 3a/1a4;

— JIeJIaTh 3aKJIFOYEHHE IO TEME HCCIIeIOBaHUs, 0003Ha4YaTh MEPCHEKTHUBBI
JTAJIBHEUIIIETO U3YUYEHHUS UCCIIEYEMOTO BOMPOCA;

— odopmMIsATh PabOTy B COOTBETCTBHHM C JEHCTBYIOIIMMHU CTaHIApTaMH
pPa3JIMYHBIX KATETOPUN U HOPMATUBHBIMH JOKYMEHTAMH.

JTanbl BLINOJIHEHUS KYPCOBOil padoThl

[Ipouecc BeimonHeHuss KP BkiIroyaeT cieyromme 3Tarsbl:

— BBIOODP TEMBI U €€ YTBEPKICHHUE B YCTAHOBICHHOM IOPSI/IKE;

— (opMupoBaHUE CTPYKTYpHl U KalleHmapHoro rpaduka BeimonHeHus KP,
COTJIACOBAHME C PYKOBOJUTEIIEM;

— W3y4YCHUE U aHajdu3 HWH(POPMAIMOHHBIX HCTOYHHKOB IO MpodiieMe,
onpeiesieHHe 1eeil, 3a/1a4 UCCIe0BaHus;

— HENOCpeICTBEHHas pa3paboTka MpoOsieMbl (TEMbI), BKIIOYAOIIAs
dbopMynHpOBaHKE OCHOBHBIX TEOPETUUECKUX MOJIOKEHUN, MPAKTUYECKUX BHIBOIOB
Y PEKOMEHJIAIMI N0 pe3yJibTaTaM aHaJu3a;



— odopmienne KP B cooTBEeTCTBUM ¢ TpeOOBaHUSAMH HACTOSIIUX
METOIMYECKUX PEKOMEHAAIIHII;

— IPEJICTaBJICHUE 3aKOHYEHHOM paboThI AJisl €€ OLEHKH PYKOBOJIUTEIIO;

— MOJIy4YEHHE JI0ITycKa K 3amuTe (PUKCcUpyercs NoAIUChI0 pyKOBOIUTENS Ha
TUTyNIbHOM JHcTe KP);

— MOATrOTOBKA U COIVIACOBAHHWE C PYKOBOJMTEIEM JOKIAAa U MPe3eHTaluu
nokmana nans 3ammtel KP, a Takke, npu HEOOXOAMMOCTH, pPa3IaTOYHOIO
JEMOHCTPALlMOHHOTO MaTepuarna;

—3amuta KP Ha 3aceganuu cnenuaibHON KOMUCCHUU.

Bb100p TeMBI KypcoBoOii padoThI

[Ipumepnbiii nepeuenr TeM KP no Hampasnenuto noarotoBku 46.03.02
JIOKyMEHTOBE/ICHHE W apXHMBOBEJIECHHE ONpelNeNeH BhIMycKarouled Kadenpoit
(xadpenpoit nmoxymeHToBeneHuss u apxuBoBeneHus MITY) u mnpencraBieH B
HacTosmux pekoMmennauusax (Ilpunoxxkenne A). CTyaeHT MOXET BbIOpaTh TeMy
paboThl M3 TpeajaraeMoro MepedHs WM, UCXOJs M3 COOCTBEHHBIX HAyUYHBIX U
NPaKTUYECKUX UHTEPECOB, MPEJIOKUTHh CBOIO TEMY JIJIsl HCCIIEIOBAHUS, HE BBIXOIS
3a pamku TpeOoBaHuil ocauBaemoit OOII, BumoB M 3amay npodeccuoHanbHOU
NEATEITbHOCTH.

Tema KP gomkna OBITH aKTyaJIbHOM, HMETh HAaYYHO-TPAKTHYECKYIO
HaIIPaBJIEHHOCTb, COOTBETCTBOBAaTh COBPEMEHHOMY COCTOSIHUIO M NEPCIEKTHBaM
pa3BUTHUA TOKYMEHTOBEACHUS, apXUBOBEACHUS U TexHoaorui JJOY.

®opmysipoBka TeMbl KP 1obKHa B TOJMHOM Mepe OTpaxkaTbh Kak
TEOPETUUYECKYI0, TaK W MPAKTUYECKYH) HAIPaBICHHOCTb MCCIEAOBAaHUS.
TeopeTnueckast 4acTh HCCIEOBAaHUS JOKHA OBITH OPUEHTHPOBAHA HAa pPa3pabOTKy
METOJOJIOTHYECKUX OCHOB HCCIEAYEMBIX BOIIPOCOB, MCIIOJIb30BAHUE HOBBIX
KOHIICTIIINK U ujel B BRIOpAaHHOW 00JIACTH, OTJIMYATHCS ONMPEIeIEHHON HOBH3HOM
HAay4YHbIX WJAEU U METOHOB HccienoBaHus. [IpakThueckas 4acTh HCCIENOBaHMS
JOJKHA ~ JIEMOHCTPUPOBATh  CIMOCOOHOCTH  CTyJEHTa  pemaTrb  pealbHbIe
OpakTHYECKUe  3aJadyd C  HCIOJIb30BaHMEM  pa3paboTaHHBIX  MOJEJEH,
METOJOJIOTHYECKAX OCHOB, IOAXOIOB M APYIMX PE3YJIbTaTOB, ITOJYYECHHBIX B
TEOPETUYECKOMN YaCTH UccienoBanusa. PopMyIupoBKa TEMBbI JOJKHA MAKCUMAJIbHO
KOHKPETHO OTpa)kaTb OCHOBHYIO HJI€I0 paOOTHI.

Kpome Toro, Heo6X01MMOCTh pa3pabOTKH UMEHHO 3TOM TEMBI JIOJKHA OBIThH
000CHOBaHa M B YCTAHOBJICHHOM MOPSJKE YTBEPKICHA.

PykoB0OACTBO BBHINOJTHEHHEM KYPCOBOH padoThI

Hna  noaroroBkm KP mnmo  Hampaiaenutro  noarotoBku — 46.03.02
JIOKyMEHTOBEIEHUE W apXUBOBEICHHUE CTYJIECHTY HA3HAYAETCsl PYKOBOIAUTEIb H,
MpU HEOOXOAUMOCTH, KOHCYIbTaHThl. HazHaueHne pyKOBOAUTEINSI OCYIIECTBIACTCS
Ha  OCHOBAaHMM  TIpUKa3a, IMOATOTOBJIEHHOTO  COMJIACHO  TpeOOBaHUSIM
CMK-O-CMI'TY-42-09.

PykoBonurens KP momoraer ctyneHTy chopMyaupoBaTh 0ObEKT, MPEAMET
MCCIIEIOBAHUSI, BBIIBUTh AKTYaJIbHOCTh TEMBbI, pa3pad0TaTh MJIAH UCCIEIOBAHMS, B
MIPOLIECCE UCCIIEIOBAHUS IPOBOJIUT CUCTEMATUUECKUE KOHCYJIbTALINH.



[TongrotoBka KP cTyneHTOB u OTYET mepell PyKOBOJIUTENEM pEaU3yeTCs
corjacHo KajeHaapHomy Trpaduky pabotsl. Kanennmapueiii rpadux padoThI
CTyJE€HTa COCTaBJIsleTCs Ha Becb nepuoia BeimoiaHeHuss KP ¢ ykazaHuem
OUEpENHOCTU BBIMOJIHEHUS O3TAallOB M CPOKOB OTYETHOCTH CTYJEHTa IO
BBITIOJIHEHUIO pa0OThI MIEpe]l PYKOBOUTEIEM.

IMPABHJIA O®OPMJIEHUS KYPCOBOM PABOTBI
O0BEM U CTPYKTYpPa KYPCOBO PadoThI

KP 1o wnampaBnenuto mnoaroroBku 46.03.02 JlokymMeHTOBeAEeHHE U
apXyMBOBEJieHHEe B OOIIEM Ciy4ae JIOJDKHAa COCTOSITh M3 TEKCTOBOM YaCTH
(MOSICHUTETLHOM 3aMUCKH) U IPUITOKCHUH.

Pexomennyemsbrit 00bEM TekcToBOM yactu KP cocrtaBnser 30—40 crpanuig
(6e3 yuéra npunoxxeHum).

KP nomxkHa conepkaTh CIEAYIOIINE OCHOBHBIC 3JIEMEHTHI:

— TUTYJIBHBIN JIUCT;

— COJICpKaHHUE;

— BBEJICHUE;

— OCHOBHAs 4acTh (TJIaBbl, maparpadbl, BEIBOJIBI 110 IJIaBaM);

— 3aKJII0YCHHUE;

— CITMCOK HCITOJIb30BaHHBIX NCTOYHHUKOB;

— MIPUJIOKEHUS.

OtnenpHO K paboTe MOITNBAOTCS :

— 3aJlaHue Ha BeInnoHeHue KP;

— CD-guck ¢ snekrpoHHbIMU Bepcusamu KP u pokmama k 3amure, a Takxke
MIPE3CHTAlNEN.

O6mme TpeboBanus Kk opopmiaenuro KP

TekcroBass yacte KP BbINONIHSIETCS € HCNOJNB30BAHMEM KOMIIBIOTEpA U
MPUHTEpa HA OJTHOM CTOpPOHE JnucTa Oenoit Oymaru ¢popmara A4 mpudTom 4€PHOTO
nBera. Pasmepsr moneii: mpaBoe — 10 MM, BepxHee u HmwkHee — 20 MM; JeBoe —
30 MM. BrlpaBHUBaHHME TeKcTa MO IMHUpUHE. AO3amHBIA OTCTYm — 12,5 MM.
MexaycTpOouHBbIii WHTEpBAI — MONXYTOpHBIA. MHTEpBambel Mexay ab3amamMu He
UCIIOJIb30BAaTh.

Hauepranme mpudra — Times New Roman. Pasmep mpudra TEKCTOBOWM
gactd —14 kr. B Tabmmmax gomyckaercss wucmonb3oBath mpudrt 11-12 kr.
Brigenennst momyXupHbsIM MpU(PTOM B TEKCTE pabOTHl UCTIONB3YIOTCS TOJBKO IS
HaIKUCAaHUS 3ar0J0BKOB CTPYKTYPHBIX 3JIEMEHTOB paOOThI:

— COAEPXAHMUE,

— BBEJIEHUE,

— T'JIABA 1. 3ATOJIOBOK,

—1.1. 3aroy10BOK,

- 3AKVIFOYEHUE,



— CIITMCOK UCITOJIB3OBAHHBIX HCTOYHUKOB,

— NPUJIO’KEHUSA.

ToYkM B KOHIIE 3aroJIOBKOB HE CTaBATCA. TOYKOM PA3IEISAIOTCS TOJIBKO
HyMEpaUMOHHBIN U cMbICI0BOM 3aronoBku rias: I'JIABA 1. 3AT'OJIOBOK.

B conepxanun HaumeHoBaHus d3ieMeHTOB KP mumyrcss  oObIYHBIM
mpudToM, C COXpPaHEHHWEM HaMKHCAaHWUA COOTBETCTBYIOIIMX  3arojIOBKOB
MIPOMUCHBIMU UJIM CTPOUYHBIMU OYKBaMU:

— BBEJAIEHUE,

—T'JIABA 1. 3ATOJIOBOK,

—1.1. 3aronoBok,

— 3AKJIFOYEHHUE,

— CITMCOK UCIIOJIb3OBAHHBIX NCTOYHUKOB,

— [MPUJIOKEHNM L.

Jnsi  akUeHTUpPOBaHMS BHUMAHUS Ha KIIOYEBBIX CIIOBaX BBEICHUSA
UCTIONIB3YETCS KYPCHUB: aKMYalbHOCMb, UYelb, 00beKkm, npeomem, 3aoauu, 6aza
uccnedoganus. Beé€ ocranpHoe nieyaTaeTcs OOBIYHBIM HIPUGPTOM.

Crpanunipl HymMepyroTcs apaOCckumu Iudpamu 0e3 3HAKOB MpENHHAHUSA,
CKBO3HOW HyMepalMel 1Mo BcemMy TEeKCTy paboThl. Homep cTpaHuIlbl CTaBUTCS B
IIEHTPE HIKHEN YacTH JUCTa. TUTYIBHBIN JIUCT BKIIOYAIOT B OOIIYI0 HyMEpAIUIO
ctpanul] KP, HoO HOmMep Ha HEM He mpocTaBiawT. Hymepaius HauuHaeTcs ¢
COJIepKaHUsl — CTpaHuIa 2.

C HOBOM CTpaHMIBl TI€YATAIOTCS COAEpKaHUE, BBEICHHE, TIJIaBbI,
3aKJIIOYEeHHE, CIIUCOK MCTOYHHUKOB, MpuiioxeHus. llepen xaxasiM maparpadom u
BBIBOJAMU TI0 TJIaBaM pa3pbIB CTPAHUI] HE Jenaerca. He momyckarorcs 3arojaoBKH,
OTOPBaHHBIE OT COOTBETCTBYIOIIETO JIEMEHTA (BUCSIYHE 3aT0JIOBKH ).

[Tpu BeimonmHenun KP HeoOXomuMo cobirogaTh paBHOMEPHYIO IIOTHOCTD,
KOHTPACTHOCTh M YETKOCTh Ie4YaTH TO Bcel pabore. Omnevarku, ONUCKU H
rpajuueckie HETOYHOCTH, OOHapyKeHHble B mporecce mnoarotosku KP,
JIOTIyCKAeTCS HUCIPaBIISATh MOJYMCTKON WIIM 3aKpallBaHUEeM O€oW KpacKou u
HAaHECEHUEM Ha TOM K€ MECTE MCIPABIECHHOTO TEKCTa WJIM MHOTO rpaduyecKoro
00BeKTa MAIIMHOIKCHBIM CIOCOOOM WM YEPHBIMH YEpHUJIAMHU, MACTON WIH
TYIIBIO — PYKOMMUCHBIM crtiocoOoMm. [loBpexkaenus muctoB KP, momapku u ciessl He
MOJIHOCTBIO YJAIEHHOTO TMPEKHEr0 TEKCTa WU WHOTO rpaduieckoro oObeKTa He
JOITyCKAIOTCS.

®opmupoBanue KP

Crynent cmaér paboty Ha kadeapy He MO3IHEE IBYX HEJENb JI0 3allUThl B
YKOMILIEKTOBAHHOM B COOTBETCTBUU CO CIEAYIOIMIMMU TPEOOBAHUAMU BUJIE:

— Bce mucter KP, BKIIFOWass NpuioKeHUs, MOKHBI OBITh ITOAIIMTHEI B
MaIKy-CKOPOCIINBATENb C TBEPAOUN 00JI0KKOM.

— He nonyckaercst BkiaapiBanue ctpanui] KP B miuacTukoBbie (paiiibl.

— He nomyckaercst ucnonb30BaHuE MANKH C 32KUMOM.

— Jlns noxkymeHToB, nmpukiaasiBaeMbiXx kK KP, (3amanue Ha BoimoiaHenune KP,
pedepar, oT3BIB pykoBoguTensA, perneH3usa, CD-muck) B Havame pabOTHI
MOAIINBAETCA IJIACTUKOBBIN (a1 Wik Ha 0OOPOTHYIO CTOPOHY NEpeaHEN 00I0XKKHU
KP mpukneuBaercs OyMakHbli KOHBEepT (opmara A4 (Kji1amaHOM B CTOPOHY



KOpEIIIKa, €CJIM KJIallaH PacloJIOKEH IO JJIMHHOU CTOPOHE, WU BBEPX — €CIIM 110
KOPOTKOM).

— CD-nuck pgomxkeH uMeTh OOJOXKKY, Ha KOTOPOM B YMEHBUIEHHOM BHU[E
nyonupyeTcst TUTYnbHBIN ucT KP.

Od¢opmienue u cogepxxanne CTPyYKTypPHbIX dj1eMeHTOB KP

Odopmnenue mumynvnozo rucma KP

TutynpHbli JUCT odoOpMIIIeTCS B COOTBETCTBUM C TpeOOBAHUSIMHU
CMK-O-CMI'TY-42-09 «KypcoBoii npoekt (paboTa): CTpyKTypa, COAEpKaHUE,
oOlue npaBuiia BHITOJHEHUS U ODOPMIICHUSI.

TutynpHblid JUCT — 3T0 mnepBbid JucT KP, copepxkamuii ciaeayrouiyro
UH(pOpPMAIIMIO, OCHOBHAsl 4acTb KOTOPOM oQopmisieTcss B Me4aTHOM BuE (CM.
oOpasel), a 4acThb — BIHUCBHIBACTCS OT PYKM TEMH WJIA HHBIMU YYaCTHUKAMH
pOLEAYPHI 3aIIUTHI:

— TOJHOE HAUMEHOBaHHE 00Pa30BATENIHLHOIO YUPEKICHUS, BKItOUas YUPEIUTENS:

MUHHUCTEPCTBO OBPA30BAHUS Y HAVKH POCCUMCKON

OEJIEPAIIIN

OEJIEPAJIBHOE T'OCYZAAPCTBEHHOE BHO/PKETHOE
OBPA3OBATEJILHOE YUYPEXJIEHHWE BBICIIEI'O
[MPOGECCHUOHAJIBHOI'O OBPA3OBAHU A
«MATHUTOT OPCKUI TOCYJIAPCTBEHHBIV TEXHUYECKUH
YHUBEPCUTET UM. I''1. HOCOBAY;

— Ha3BaHUE UHCTUTYTA: THCTUTYT UCTOPUH, (PUIIOJIOTUH U MHOCTPAHHBIX SI3bIKOB;
— Ha3BaHMe BbIlyckarome kadeapel: Kadeapa goxymeHTOBeneHHMs U
apXHUBOBEJICHNS,

— HaIpaBJICHHE MMOJTOTOBKH (111 OaKaiaBpoB);

— npoduib (Ha TUTYJIBHOM JIKCTE OakanaBpPCKOM paboThl): JIOKyMeHTOBEIGHUE U
JIOKYMEHTAIIMOHHOE 00eCTIieUeHUE YIPABICHUS WM CIIeIHaIN3aus (Ha THTYJILHOM
JUCTE ITUIUIOMHOW paboThl CHENUanucTOB): J[OKyMEHTHpOBaHUE NEATEILHOCTH
KaJIPOBOM CITY>KOBI;

— JOmycK K 3ammuTe odopmisieTcss BH30H pykoBoauTens. Iloamuck u mara
BIIMCBIBAIOTCS OT pykH (3a 10 qHEN 10 3a1InThI);

— (amunms, uMs, OTYECTBO CTYJCHTA MOJHOCTHIO. YKa3bIBACTCS B POJUTEIHHOM
nagiexe (paboma koeo?);

— TeMa paboThl: IeyaTaeTcs 3ariaBHBIMU OyKBaMu 0€3 BBIJCICHUS MOTYKUPHBIM
mpudToM, 6€3 KaBbIUEK;

— cocTaB 0aKaIaBpPCKOM/AUTUIOMHOM paOOTHI: YKa3bIBAETCS KOJIMUECTBO CTPAHUIT B
TEKCTOBOM YacTH pabOTHI M KOJIWYECTBO JINCTOB B MIPHIIOKECHUH;

— BH3a PYKOBOJIUTEIS BKIIOYACT: IOJNNUCH, JaTy, (aMWIMIO M WHHIIHAIIEI,
JIOJDKHOCTE (npogheccop, ooyenm, cmapuwiuti npenoodasamenv kageopsr [[uA),
VIEHYIO CTENeHb (00Kmop unu Kanouoam neodacocudeckux, @uioiocuvecKux,
gunocogpckux unu op. Hayx), ya€Hoe 3Banue (npogeccop, ooyenm). udopmarus,
KpOME TIOJIUCU W JaThl, BIEYATHIBACTCA MPH OGOPMIICHUU THUTYJIHHOTO JIMCTA.



PykoBoauTenb CTaBUT MOJANNCH HA TUTYJABHOM JIUCTE TOTOBOM (3a JBE HEAETH 10
3aIlUTHI);
— BH3a KOHCYJIbTaHTa O(hOPMIISIETCS B TOM Cllydae, ecliv JJisi HamucaHus padoThl
opunmanbHO OBLTM HAa3HAYEHBI KOHCYNBTAHTHL. OdOpMIIsSeTcs MACHTUYHO BHU3E
pykoBoautens. Ecnu KOHCynbTaHTHl HE Ha3HAYalIHWCh, dTa HWHPOpMAIuUs C
TUTYJIBHOTO JINCTA yIaJseTCs,
— TOANHUCH CTYAEHTAa MU JaTa cladyd paboThl Ha Kadenapy (3a aBe HeAeHH A0
3aIIUTHl) MPOCTABISIOTCSA OT PYKH.

TUTYIBHBIN JIUCT HE HyMepyeTcs, HO BKJIIOYAeTcs B oOlIee KOJIMYECTBO
CTpaHHIL.

OO6pasell TUTYJIBHOTO JTUCTa KypcoBOM paboThl naércs B [lpunoxkenuu b.

Odhopmnenue cooeporrcanua KP

Conepxxanne KP Bxirodaer B ceOsi TOUYHOE Ha3BaHHE BCEX CTPYKTYPHBIX
AJIEMEHTOB paboOThl, 3a HCKIIOUYEHHEM THUTYJIBHOI'O JIMCTA U COJEPKAHUS, C
yKa3aHHEeM CTPaHUIIbl, HA KOTOPOW HAaYMHAETCs AaHHBIA 3eMeHT. B conepskanuu
HauMeHoBaHUs d7eMeHTOB KP nunrytcst oObIdHBIM (HE MOTY>KUPHBIM) TIPUGPTOM, C
COXpPAaHEHHEM HAIMMCAHMUS COOTBETCTBYIOIIMX 3arojOBKOB MPOMUCHBIMH WM
CTPOYHBIMU OYKBaMU:

— BBEJIEHUE,

—T'JIABA 1. 3AT'OJIOBOK,

—1.1. 3aronoBok,

— BBIBOJIbI I10 I'JTABE 1,

— 3AKJIIOYEHUE,

— CITMCOK UCIIOJIb30BAHHbBIX UCTOYHHMKOB,

— ITPUJIOXEHU .

O6pazen opopmnenus conepxanus KP npencrasnen B [punoxennn I

Conepxanne KP  pexomenmyercs  oQopMisiTh  aBTOMATHYECKH  C
HCIIOJIb30BaHHEM COOTBETCTBYIONIMX (yHKIUHI mporpammel MS Office Word.

Cooepicanue u ogpopmnenue ésedenus KP

BBenenne kpaTko XxapakTepu3yeT aKTyaJlbHOCTh U COIMATBHYIO 3HAUNMOCTh
TEMBI, CTENEHb €€ pa3pabOTaHHOCTH B OTCYECTBEHHOM W MHUPOBOW TEOPUU H
MpaKTUKe;, IeU W 3a7a4yd, OOBEKT U TMpeaAMeT, 0a3y HCCIeOBaHUS WIH
MIPOCKTUPOBAHMUS, METOIBI cOOpa U 00paboTKKH HHPOPMAIINU, HAYYHBIC TUHTIOTE3HI.

CrnoBo «BBenenue» 3anmuchIBalOT B BUJIE€ 3aT0JI0OBKA, CHMMETPUYHO TEKCTY, C
MPOMUCHON OYKBHI.

Bo BBegenum GopmynupyroTcs CleAyImue O0sS3aTeNbHBIE AIEMEHTHI
OTIMCAHWMSI NICCIICTOBAHUS

1. Axmyansnocms memvi uccredosanus’ ompenenseTcs U ONUCHLIBAECTCS Ha
OCHOBaHWH

! Bo BBCACHUHA KP CJIOBA, KOTOPBIC B JAHHOM pa3Aeii€ BbIACICHBI KYpCHBOM (aKmyaﬂbHOCWlb membwl

uccnedosanus, 0bOvekm, npeomem, yelb, 3a0ayu, Memoobl, MAMePuan, NPaKmuyeckdas 3HAYUMOCMmb),
TaKKe JIOJDKHBI OBITh BBIJIENIEHBI KypcBOM. HymepoBaTh JaHHBIE 3JIEMEHTHI BO BBE/ICHUH (KpoMe 3aj1a4)
HE HYXHO.



— COOTBETCTBHUSI TEMBI TOCYJIAPCTBEHHOMY M PETHMOHAIILHOMY 3aKa3y, TO €CTh
TEM UJIESIM U TIOJIOKEHUSIM, KOTOPBIE 3aJI0KEHBI B 3aKOHAX, MOJOXKECHUSIX, YKa3ax,
MOCTAaHOBJICHHUSX u pEKOMEHAAIUSAX, pa3zpabaTbIBaeMbIX opraHamu
rOCyJapCTBEHHOM BJIACTH;

— CTEINeHU pa3pabOTaHHOCTU TEMbl B HAYYHBIX HCCJICIOBAHUSX;

— coctostHus npaktuku JIOY u e€ moTpeOHOCTH B pa3perieHud BOIPOCOB,
coctaisomux temy KP.

2. Kparkuii 0030p auTepaTypbl MO TeMe HccienoBaHus. Bo BBejeHuu
JOJKHBI ~ ObITh  Ha3BaHbl (aMWIMKM  HMCCIENOBaTeNei, pa3padaTbIBaOIINX
noJIoXKeHus, cBsizaHHbie ¢ Temor KP, a Takke OCHOBHBIE HOPMATHBHBIC AKTHI,
UMEIOIIINE OTHOIIEHHE K TPOOIEeMaTUKE UCCIEIOBAHUS.

3. OneHka CTENEeHU TEOPETUYECKOM pa3pabO0TaHHOCTH MPOOJIEMBbI, KOTOpas
JIeJlaeTCs Ha OCHOBAaHMU 0030pa JuTeparyphl. Kak mpaBuiio, CTYJAEHT J1OJDKEH
OPUNTH K BBIBOJAY O HEJOCTATOYHOCTH pa3pabOTKU JaHHOM TEMblI WIH O
HEPEMIEHHOCTH CIIOPHBIX BOMPOCOB, YTO U CIYKUT OCHOBAHHMEM [IJIsl MPOBEIICHUS
JTUTUIOMHOTO / 6aKaJaBpCKOTO UCCIIEI0BAHMUS.

4. ®opMynHpPOBKA 117U UCCIIEIOBAHUS.

[enpb kak npeaBUICHUE Pe3yJIbTaTa UCCIIEIOBAHUS BCET1a GOPMYIUPYETCs B
MO3UTUBHOM (pOpME MOBECTBOBATEIBHOTO MPEITIOKEHUS, KaK TIPABUIIO, C TTOMOIIIIO
OTIJIArOJIbHBIX ~ CYHIECTBUTENBHBIX: UCCled08aHue, paspabomia, GvlAGIeHUe,
obocHosanue, onpeodeileHue W JIp., Hampumep, Tema «JoKkymMeHTUpOBaHHE
JESTENBHOCTH KaJpPOBOM CIIY>KObl M HAIpaBJIICHHE €r0 COBEPIICHCTBOBAHMS Ha
npumepe OO0 «Bogokanany, r. MarHUTOropck» mpenosiaraeT CaeayoyIo 1elb:
cogepuleHCcmeo8anue 0OKyMeHMUpo8arus deamenpbHocmu Kaoposou cayrcovt OO0
«Boooxanany.

5. XapakTepucTuka oo6vekma u npeomema UCClieI0BaHMs.

Obvexm UCCIeOBaHMS — 3TO HAYYHOE WIH MPAKTUUYECKOE MPOCTPAHCTBO, B
pamMKax KOToporo BeA€Tcsi uccienoBanue. Hayunoe mpocTpaHCTBO — 3TO Teopws,
yU€HUE WM KOHIICTIIHSI, ONPEETIIoNIne Xapakrep uccienoBanus. [Ipaktuieckoe
IIPOCTPAHCTBO — 3TO KOHKPETHBIE MPOIIECCHI WU CUTYallMH, CBI3aHHBIE CO chepoi
NOKyMeHTOBeneHus, apxuBoBeAeHusa, JJOY. OObeKT ucciaeqoBaHUs OMpEAEsieT
YCJIOBHS, B KOTOPBIX OYAET JOCTUTAThCS LETb.

[Ipumep  dopmynupoBku o00bekTa wuccienoBanuss KP  Ha  Temy
«/lokymeHTUpOBaHHE JESATEIHPHOCTH KaapOBOW CIIY’)KObI M HampaBiICHHE €ro
coBepuieHcTBOBaHUs Ha mnpumepe OOO «BopokaHam», . MarHUTOropck»:
OOKYMEHMUPOBAHUE OesIMeNIbHOCMU KAOPOBOU CIYIHCObL.

IIpeomem wccnenoBaHUs — 3TO Ta 4acTh OOBEKTAa HMCCIEAOBaHUs, KOTOpas
MOJJIKUT CIEUATbHOMY M3YYEHUI0O U, BO3MOXHO, MpeoOpa3zoBanuio. Mm
CTAHOBUTCS «Clab0€ 3BEHO», KOTOPOE OOHAPYKUBAETCS YXKE B MPOTUBOPEUHH,
3aTeM CTAaHOBUTCS MPOOJIEMON U, HAKOHEII, BXOJAUT B LIETb.

[Tpumep bopMyIHPOBKHU npeamera UCCIIEIOBAHUSA: nymu
COBEPUIEHCMBOBAHUS OOKYMEHMUPOBAHUS YNPABLEHUS 0esIMmeNbHOCbIO KAOPOBoU
cayacoor OO0 «Boooxanany.

6. ®opmynupoBka u 3adau KP.

3aoauu WccnenoBaHUsl SIBISIIOTCS ONEpalMsIMUA MO JOCTHXKEHUIO 1IeJIH,
MOALEISIMU. 3a/1aud €CTh CTYIIEHHU TOMCKA U TOTOMY BBIIEJISAIOTCA B COOTBETCTBUU C



€ro JOrMKoHM. 3ajauyu, Kak MNpaBWiIo, (OPMYJIHPYIOTCS YEpe3 HEONpeaeiEHHYIO
dopmy riarona (MHGUHUTHUB): npogecmu, uzyHums, 0606uums, paspabomams.

[Ipu BbIpabOTKE 3a7a4 HAJO0 TMOMHHUTH, YTO HU OJIHA M3 HHUX HE MOXKET
MOBTOPATH L1eJIb UM OBITH Wupe 1enu. Llens qocturaercs yepes pelieHue 3aaad, a
MOTOMY KaxJasl MOCTaBJIEHHAas 3ajadya JOJDKHAa B CBOEM pPEIICHUM IMPOABUIATH
MCCJIEI0BAHUE K 1I€JIM U B CyMME CBOEI COOTBETCTBOBATH EH.

B KP nomxHo ObITh chopMmynrpoBaHo U pemieHo 4—6 3amau. Kak npasuio,
KOJMYECTBO 3aJlay COBIMAJAeT C KOJUYECTBOM maparpadoB, T.K.B KaxJI0M
naparpade pemaercs oaHa 3anada. Tak, B pabote Ha TeMy «/lokymeHTHpOBaHUE
NEeSATENbHOCTH KaJApOBOM CIIyXObl M HANpaBJICHHE €ro COBEPILICHCTBOBAHMS Ha
npumepe OOO «Bopokanan», r. MarHuToropck» MOryT OBITH IOCTaBJIEHBI
CJIeIyIOIINe 3aJaUH:

1. H3yuums 3axonHoO0amenvHyr0 U HOPMAMUBHO-MEMOOUUECKYI0 6asy

OOKYMEHMUPOBAHUSL OesIMEbHOCMU KAOPOBOLL CILyHCObL OP2AHUZAYULL.

2. Ocywecmseumov aunanmuz OesmenvHocmu Kaoposou cayocoor 000

«Boooxanan» u ocobennocmeii e€ 00OKyMeHmMupoB8arus.

3. Paspabomamew peKkomeHoayuu no COBEepULeHCMBOBAHUIO

O00KYMeHmMuposaruss oessmeabHocmu kaoposoti ciyxcoor OO0 «Bodoxkanany.

4. Pazpabomamv npoekmuvl OOJHCHOCMHOU UHCMPYKYUL COMPYOHUKOS

cayacovt kaopos OO0 «Boookanany.

5. Paspabomamu Ilonoosxcenue o xadpogoi cayxcoe u Hucmpykyuio no

KaoposomMy 0el0npou3800Cmay

6. XapakTepuCcTHKa 6a3bl U Mamepuand UCCieI0BaHus.

basoii UCCJIeI0BaHUs MOXKET OBITh OpraHu3alus 110001
OpraHu3allMOHHO-TIPAaBOBOM  (OPMBI  WJIM  CTPYKTYpHOE  TOJpa3/ieJicHUue
opraHuzanuy. Bo BBeJeHUH JOJIKHO OBITh MPHUBEACHO MOJHOE TOYHOE Ha3BaHHE
OpraHu3alliy Wik e€ CTPYKTYPHOTO MOIpa3IeiICHuUS.

Mamepuanom wuccnenoBanus B KP B 3aBHCHMOCTH OT TE€MBI MOTYT OBITh
JOKYMEHTBI, (PYHKIIMOHHPYIOIIUE B JEATEILHOCTH pPAa3IUYHBIX OpraHu3alui,
IPOIECChl  JOKYMEHTHPOBAHUS JCSITEIIbHOCTH OpraHu3aliyd B IeJIoM, €€
CTPYKTYPHOT'O MOJIpa3/ieJICHHs] WIN COTPYAHUKOB H T. JI.

7. OGOCHOBaHHE NPAKMUYECKOU 3HAYUMOCMU VICCIICTOBAHUS.

PesynpTaThl  mUMIOMHOM  paOOTBl  JMOJDKHBI  HMMETh  MPAKTUYECKYIO
3HAYUMOCTh, TO €CTh JOJKHA OBITh BO3MOXXHOCTh MX UCIIOJI30BAaHUS B MPAKTUKE
JOV.

BBeneHne HaunMHAETCA C HOBOM CTPAHUIIBI.

3aronoBok pasznena (BBEJAEHME) numercs 3ariiaBHBIMU —OyKBamu
MOJNYKUPHBIM 1IpU(TOM, BhIpaBHUBaeTcs mo HeHTpy. Ilocnme 3aronoBka mepen
TEKCTOM JIeJIa€TCsl OJIUH MOJYTOPHBINA MEKCTPOUYHBI HHTEPBAI.

OO0bEM BBEJIEHUS COCTABIISIET 3 CTPAHMUII.

Cooeporcanue u opopmnenue 2nae u napazpagos KP
CrpyktypHo KP pgomkHa coCTOATh M3 ABYX WM TpEX TJaB, Kaxias U3
KOTOPBIX BKIJIFOYAET B c€0s1 MO JABa WJIK TpH naparpada, npuOIM3UTEIbHO PABHBIX MO
o0bemy. Jlonmyctumblii o0beM mnaparpada He meHee 5—7 ctpanuil. Kaxpas riasa
JOJKHA 3aKaHUYMBATHCA BhIBOJAAMU. ['J1aBbl HAUWHAIOTCSA C HOBOW CTPAHUIIBI.



OO0s3aTenbHBIM CTPYKTYPHBIM 3J€MEHTOM OCHOBHON udactu KP sBnsgercs
AHAIMUTUYECKHUI 0030p TEMBI.

AHAJIUTUYECKUN 0030p MPEICTABIISET coboi pe3ybTaT
CUCTEMATU3UPOBAHHOW  TEepepabOTKH  COBOKYMHOCTH  JIOKYMEHTOB  TO
ONpeAeICHHOU TEME, coaepxKalui 000011IeHHbIE u KPUTUYECKHU

MPOAHAIM3UPOBAHHBIE CBEIEHHUS 00 HUCTOPUU, COBPEMEHHOM COCTOSIHUH,
TEHACHIUAX U NMEPCIEKTUBAX Pa3BUTH MpeIMeTa 0030pa.

K Tekcty aHamuTuyeckoro o03opa MpeabsBISIOTCA CIEAYIOLUME OCHOBHBIE
TpeOOBaHUS:

— MOJIHOTA U JOCTOBEPHOCTh UH(OpMaLIUK;

— HaJlM4yKle KPUTUUECKON OIIEHKU MCIIOJIb30BaHHON HH(POPMaIINH;

— JJOTUYHOCTh CTPYKTYPHI;

— KOMITO3UIIMOHHAS LETTOCTHOCT;

— apryMEHTUPOBAHHOCTb BHIBOJIOB;

— SICHOCTb U YETKOCTb M3JIOKEHUSI.

Ananutnueckuii 0030p MoxeT ObiThb BkItoueH B KII, eciu  ato
IPEAYCMOTPEHO 3a1aHUEM.

3arojoBKH IJ1aB COCTOST U3 HYMEPAUMOHHOIO U TEMAaTHUYECKOTO 3arojioBKa,
paznenéunbix Toukod (I'JIABA 1. 3AI'OJIOBOK). 3aronoBku riaB OUIIYTCA
3arjaBHBIMHU OyKBaMH MOJTY>KMPHBIM MIPU(GTOM, BEIpaBHUBAETCS 10 LeHTpY. [loce
3aroJioBka TIJIaBbl Iepej] 3arojoBKOM TiepBoro rmnaparpada aenaercs OJIUH
MOJIyTOPHBIA MEKCTPOYHBII UHTEPBAJ.

Pa3prIB cTpanuiiel epea naparpadaMu ¥ BEIBOJAAMH IO TJIaBaM HE JIEIat0TCs.
3aroyioBKM BTOPOTO M TpEThero mnaparpadoB, a TakyKe 3aroJIOBKH BBIBOJOB IIO
rJIaBaM OTAEJISIIOTCA OT TMPEANIECTBYIOIIEr0 TEKCTa JABYMS IOJYTOPHBIMHU
MEXCTPOUHBIMH MHTEpBaiaMu. [Ipyu 3TOM BHUCSUYME 3arOJOBKH (3arojIOBKU B HHU3Y
CTpaHHUIIbI 6€3 TEKCTa) HEJOMYCTUMBI.

3aronioBku maparpadoB COCTOST U3 HYMEPAIIMOHHOTO W TEMaTHYECKOTO
3arojiOBKa, pa3leiEHHBIX TOYKOM. HyMepalnuoHHBIM 3aroJOBOK COCTOWUT U3
apabckux 1udp, pa3aenEéHHBIX TOYKOW, IMPHU 3TOM IepBas IUdpa COOTBETCTBYET
HOMEpY TJIaBblI, BTOpas — HOMepy maparpada. 3arojoBKd maparpadoB MUITYTCS
CTpOYHBIMH OyKBamu MOy KUpHBIM mpupToMm (1.1. 3arosi0BoK), BEIpaBHUBAIOTCS
no ueHtpy. Ilocme 3aronmoBka mnaparpada meped TEKCTOM JeNaeTcss OJUH
[TOJYTOPHBIN MEKCTPOUYHBIA HHTEPBAJL.

Texcr kaxmoro maparpada MOKEH HAuMHATBCA C ab3ala-aHHOTAIMH, B
KOTOPOM M3JIaraeTcsi KpaTKOe€ COJEp>KaHHE TEKYILIEro pasjena ¢ MCIOIb30BaHUEM
cienyromiux  (GOpMYJIUPOBOK: 6 OaHHOM  napazpage  paccmampueaemcs
(uccredyemcs, anaruzupyemcs, 06oowaemcs v np.). PopMyInpoBKa BHIOHpPACTCS C
yu€TOM 3a/1aui, KOTOpask PelaeTcsi B COOTBETCTBYIOIIEM maparpade.

B TekcTe He AOMyCKaroTCs TONOJHUTEIbHBIE 3ar0J0BKH, OTCYTCTBYIOLIUE B
conepxkanuu. [Ipy HE0OOXOAMMOCTH ONMUCATH YTO-TUOO OTIAEIBHOE CIEAYET JeaTh
3TO TMOCPEICTBOM CBSI3HOTO W3N0keHus. Hampumep, «Onumem TecT, KOTOPBIN
UCII0JIB3YET TaKOW-TO aBTOP JJISl TOIO-TO HJIM € LEIbIO TOT0-TO. ...

BbeiBoABI 1O TIJIaBaM JOJDKHBI MPEACTABIATH COOOH KpaTKOE H3JI0KEHHE
COJIep>KaHMsI COOTBETCTBYIOILErO pasjesia. TeKCT BBIBOJOB IO TJIaBaM JOJDKEH
MepEeKIIUKAThCs ¢ GOpMyTMpOBKaMU ab3alieB-aHHOTalui naparpadoB, BXOIAIINUX B



JAHHYIO TJIaBY, HO BBIBOABI (POPMYIHUPYIOTCS UYepe3 KpaTKhue CTpadaTelIbHBIC
OPUYACTHS: B OAHHOU 2la6e pAcCMOMPEHbl (UCCIe008aHbl, NPOAHAIUIUPOBAHDI,
0606wenvl, cpopmyauposanst v 1p.). O0bEM BbIBOIOB — OT 0,5 10 1 CTpaHUIIBL.

Cooepirrcanue u ogpopmnenue 3axnwuenus KP

B 3akiioueHMM TOABOJATCA MTOTM  IMPOBEACHHOIO  HCCIIEOBaHUS,
0000111at0TCSsI OCHOBHBIE TEOPETUYECKUE MOTOKEHHUS U JIETAI0TCS BHIBOBI, 8 TAKKE
ONpPEJENSIOTCS  BO3MOKHOCTh U OCHOBHBIE  HalpaBiCHUS  JaJbHEHIIEro
UCcle10BaHus po0sIeMbl. B 3aKkiIt04eHNH JOJKHO OBITh TOKA3aHO, YTO BCE 3a/1a4H,
NOCTaBJIEHHbBIE BO BBEJICHUH, PELIECHBI U 11eJIb paOO0ThI IOCTUTHYTA.

B «3akntouennn» packpbiBaeTcs 3HAYUMOCTh PACCMOTPEHHBIX BOIPOCOB /IS
HAyKd M TPAKTUKU; TPHUBOMASTCS TJIaBHBIE BBIBOJBI, XapaKTEPU3YIOIIME HTOTH
pOJIETaHHON paOOThI; U3JIAral0TCs MPEIOKEHUS U PEKOMEH IallUU 110 BHEAPEHUIO
NOJIYYEHHBIX PE3YJIbTATOB U JIaJbHENIIEMY pa3BUTHIO TeMbI. ClI0BO «3aKI0UEHUE
3aMKMCHIBAIOT B BUE 3ar0JI0OBKA, CHMMETPUYHO TEKCTY, C MPOMUCHOU OYKBHI.

3axiroueHre HAUMHAETCS C HOBOM CTPaHUIIBI.

3aronoBok pazgena (BAKJIFOUEHME) numiercst 3arjiaBHbIMH OyKBaMu
NOJY>)KUPHBIM IpU(TOM, BbIpaBHUBaeTcs Mo IeHTpy. [locne 3arosnoBka mnepen
TEKCTOM JIeJIaeTCs OAMH MOJYTOPHBIA MEKCTPOUHBIN HHTEPBAIL.

O0bEM 3akitoueHus coctaisieT 1-1,5 crpaHulb.

Odhopmnenue cnucka ucnonbv3o8annvix ucmounuxkos KP

s KP HoMuHanbHBI 00BEM HCIIOJIB30BaHHBIX HCTOYHUKOB — HE MeHee 30).

Cnucok UCTOYHUKOB MpEACTaBIsIET cO00M KOppekTHOe Oubanorpapuieckoe
OMMCaHUE BCEX UCTOYHUKOB, HCIOJIb30BAHHBIX CTYJEHTOM Ipu noarotoBke KP, B
TOM 4HCIIE U DOJIEKTPOHHBIX. B cmucok 00s3aTenbHO  BKIIOYAIOT BCE
NPOIUTUPOBAHHBIE B pab0Te UCTOUHUKH, & TAKXKE T€ UCTOYHUKHU 10 TeMe paboThI,
KOTOpbIe He ObLIH MporuTUpoBanbl B KP, HO n3ydanuchk B xoj1e uccienoBanus. Bee
(baMuIMM aBTOPOB, YIIOMSIHYThIE B TEKCTE, JOJKHBI OBITh MPEACTABICHBI B CITUCKE
VCIOJIb30BAHHOW M IUTUPYEMOM JIMTEPATYPHI.

HUctounnku cnenyer pasgenuTh Ha JBE TPYHIbI, NPU 3TOM COXPaHUTH
CIUIOLIHYIO HyMEPALUIO:

— HOpMamueHvle UCMOYHUKU, TAE TNEPEUUCIAIOTCS ONMyOJIMKOBAaHHbIE U
HEOMyOJIMKOBAHHBIE JOKYMEHTBI, UMEIOIUE OTHOIICHHE K TEME HCCJIEIOBAHMSI,
mpuuéM CHavasa cleyeT yKa3aTh OMyOJIMKOBAaHHBIC, a 3aTeM — HEOITyOJIMKOBAaHHbBIC
HOPMAaTHBHbBIE HCTOYHUKH;

— KHU2u u cmamou, TOCBSILIEHHBIE TeMe HuccienoBanus. llutupoBanue u
KOHCIIEKTHPOBAHHOE W3JIOKEHHE TEKCTOB W3 YYEOHHKOB HE JOMYyCKaeTcCs.
Bo3MoHO IUTHPOBaHNE U3 aBTOPCKUX YU4EOHBIX TTOCOOMIA, TO €CTh T€X MOCOOMIA, B
KOTOPBIX M3JIO)KEHA OPUTMHAJIbHAs ABTOPCKAs IMO3WLHMMU IO PACCMATPUBAEMOMY
BOIIPOCY.

— UHMEPHeM-UCTNOYHUKU.

Ncrounuku HymepyroTcst apaOCKUMu U pamMu ¢ TOUKaMHU.

[Ipn pa3menieHn B CIMCKE HOPMATUBHBIX UCTOYHHUKOB CIIEYET YUYUTHIBATH
UX IOPUJIMYECKYIO CUITY: OT (peiepaibHbIX /10 JIOKAIbHBIX HOPMATUBHBIX akTOB. [Ipu
PaBHOM CTaTyCc€ HMCTOYHMKOB HMX B3aMMHOE PACIOJ0KEHUE OIPEACIsIeTCS IO



XpOHOJIOTUU Wi andaBuTy. PekomeHayeTcs cneayromuid NopsaoK pacioa0KeHNs
HOPMaTUBHBIX aKTOB B CITUCKE:

— MEXJIYHApOJHbIE 3aKOHOAATENIbHbIE aKThl (IPU PABHOM CTATyC€ HCTOYHUKU
pacroiararoTcs o XpoHOJIOTHH);

— Koncrurynus Poccuiickoit @enepanuu;

— KOJIEKCHI (ITPH paBHOM CTaTyCe€ UCTOYHUKH PACIOJIaraloTcs Mo andasBuTty);

— 3aKOHbI P® (1pu paBHOM CcTaTyce UCTOUYHUKH PACIIONAraloTCs MO XPOHOJIOTHH );
— yka3bl IIpesunenta Poccuiickoit ®denepauuu (Mpu paBHOM CTaTyce€ UCTOYHUKU
pacroiararoTcs 1Mo XpoHOJIOTHH);

— aktbl [IpaBurtensctBa Poccuiickoit denepanuu (mpu paBHOM CTaTyC€ UCTOUHUKHU
pacnoJiaratoTcsi o XpoHOJIOTUH);

— AKThl MHHHUCTEPCTB M BEIOMCTB B IIOCJIEJOBATEIBHOCTH: MPHUKA3bI,
NOCTAHOBJICHUS, MOJOKEHUS, MHCTPYKIMM MUHUCTEpPCTBA (IIPM PaBHOM CTaTyce
UCTOYHUKH pacrojaratoTcs rno ajapaButy), akTbl (IpU paBHOM CTaTyce€ UCTOYHUKH
pacrnoJiaratoTcsi o XpoHOJIOTHH);

— 3aKoHBI cyObekToB Poccuiickoii @enepanuu (Mpu paBHOM CTaTyce€ MCTOUYHUKHU
pacrnoJiaratoTcst o XpoHOJIOTHH);

—  pELlIeHWs HMHBIX TOCYJAapCTBEHHBIX OpPraHOB U OPTaHOB  MECTHOIO
CaMOYTPaBJIECHUS;

— JIOKaJIbHbIE HOPMATHUBHBIE AKThI: YCTaBbl, [TOJIOKEHUSI, THCTPYKLUU U TIp.

Kuuru u ctaThu pacnonararoTcsi B CHUCKE 1O an(aBUTy.

ONEKTPOHHBIE BEPCUUM HMCTOYHHMKOB PpPa3MEIIAIOTCS COOTBETCTBEHHO B
IpyIIax HOPMaTUBHBIX HUCTOYHUKOB WJIM KHHUT U CTaTe€H C yKa3aHUEM aBTOpa (€ciau
€CTh), IIOJIHOI'O Ha3BaHUS U PEXUMa JOCTyMa.

B rpynne MHTEpHET-HCTOYHHMKOB YKA3bIBAIOTCS Pa3JIMYHbBIE CIPABOYHBIE
pecypcebl, pa3MelIEHHbIE B ceTu MIHTepHET.

N3naHus Ha UHOCTPAHHBIX S3bIKaX MOMEIIAKOTCSA B KOHIE COOTBETCTBYIOIIEH
TPYIIBI HCTOYHUKOB B MOPSIJIKE JIATUHCKOTO andaBuTa.

Crynentr B xoxe Hamucanus KP o00s3arenbHO JOMKEH HCIIONB30BAThH
yOIMKalUY TTOCIETHUX TISITH JIET.

bubnuorpaguyeckoe omnucaHue IUTHUPYEMBIX HCTOYHUKOB  JOJKHO
cootBerctBoBath ['OCT CUBU]JI 7.1-2003  «bubnuorpadguveckass  3amuch.
bubnuorpadudeckoe onucanue. Ob6mue TpeOOBaHUS W TpaBUA COCTABICHUSY,
BBennéHHoMy [loctanoBnenuem ["'occrannapra Poccun ot 25 Hosi6ps 2003 roxa.

OO6O0OIIEHHO TIOCIIEIOBATENIPHOCTD PACTIONOKEHHUSI OCHOBHBIX 3JIEMEHTOB
O6ubarorpaUyecKoro OMHCAHUA HCTOYHUKA MOXHO MPEACTABUTH CJIEAYIOIINM
obpazom:

®amvunusa U. O. aBropa (w1u nepsoco agmopa u3z agmopcko2o KOJIeKMuea)
OcHoBHoe 3arnaBue. — uau: Jpyroe 3armaBue / CBenenus 00 aBTOPCTBE (aBTOPHI,
cocTaBUTeNH, peaakTopsl) // Ha3Banue nokymeHTa, cOOpHUKa, )KypHana, ra3eThl, B
KOTOPOM IIOMEIleHa cOcTaBHas 4acTb. — Mecro m3panuma: MszparensctBo, ['on
u3nanus (knuea). — Iox w3nanust. — Homep (orcypran). — KonmndectBo crpanuil (6

KHUze — 143 C.;, Ccmparuysvl, HA KOMOPHBIX NOMeEWEeHa cocmaeHasd 4Yacnob —
C. 117-125).



DNEeKTpOHHBIE PECYpPChl OIMUCHIBAIOTCS B COOTBETCTBHM C TPEOOBAHUSIMU
I'OCT 7.82-2001 CUBUJ «bubnuorpaduueckas 3amuch. bubmamorpadpuueckoe
OMMCAHME JEKTPOHHBIX pecypcoB. OOume TpeOoBaHUS U PABUIIA COCTABICHUS».

Cnucok UCT0Nb30BaHHBIX HCTOYHUKOB HAYMHAETCS C HOBOW CTPAHMIIBI.

3aroiaoBoK pasnena (CITUCOK NCIHOJIb30BAHHBIX
NCTOYHUKOB) numercs 3arjaBHbIMU OyKBaMU TMONY>KUPHBIM IIPUDTOM,
BbIpaBHUBaeTcAd Mo LEeHTpy. llocie 3aronoBka mepen CHUCKOM JENaeTcs OJIUH
IIOJIyTOPHBIN MEXCTPOYHBINA HHTEPBAIL.

O6pazenr ohopMiIeHHUs CIIUCKA UCTIOIB30BAaHHBIX HCTOUYHUKOB MIPEACTABIICH B
Ipunoxennu /I.

Cooepirrcanue u ogpopmnenue npunoxncenusn k KP

[Tpunoxenuss ohopmMIIsIOTCS Kak MpojaoiKeHue TekcroBord yvactu KP nHa
nocieayromux e€ CTpaHuluax 1o mpaBwiaM U (opmaMm, YCTaHOBJIECHHBIM
JNEUCTBYIOIIMMHU CTaHIAPTAMM.

B npunoxenun xk KP Moryt ObITh NpejcTaBieHbl KOIUHM aHATU3UPYEMBIX
JIOKYMEHTOB, MTPOEKTHI WJIM KOTIUU JOKYMEHTOB, Pa3pa00TaHHBIX CTYJIEHTOM B XO/JI¢
BeinonHeHus: KP, rpaduueckuii Matepuan, He BKIIOYEHHBIN B TeKCT paboThl. Bee
MPWIOKEHUS JTOHKHBI OBITh CBSI3aHBI C TEMOW W COJIEPYKAHUEM HCCIICI0BAHUSI.
KonnuecTBo U cocTaB NpUIIOKEHUN ONPEETAETCS CTYI€HTOM IO COTJIACOBAHMIO C
PYKOBOJIUTEJIEM, UCXOMAS UX CIIeU(PUKN UCCIIETOBAHMUS.

Kaxnoe mnpunoxeHue IOODKHO HAYMHATBCA C HOBOIO JIMCTA U HMETh
HyMepauuoHHbIM 1 TeMatudeckuil 3aroioBku. Cinoso «IMPUJIOKEHUE» u ero
OykBeHHOE 0003HauUeHue (3arjaBHbe OYKBBI pycCKOTO andaBuTa, HaYMHAs ¢ A, 3a
HCcKIoueHneM Oyks B, 3, 1, O, 4, bl, 'b) pacnonararor HaBepxy MocepeauHe
CTpPaHUIbl, a MOJ HUM YKa3bIBAlOT TEMATUYECKHI 3aroJiOBOK, KOTOPBIA MUIIYT
TaKk)Ke 3arjlaBHbIMHU OyKBaMH, MOJYXUpHBIM mpudTom. [Ipu Brmouenun B KP
Oosee 26 TpuIIOKEHHUA 27-€ U CIICAYIOIUe MPUIOKEHUST 0003HaYal0TCs OyKBaMHU
natuHckoro andabuTa 3a uckiaodeHueM OykB | m O. Ecnu npunoxenunem k KP
CIYXUT KONHS AaHAIM3UPYEMOTO JOKYMEHTa, HYyMEpPAlUUMOHHBIA 3aroJioBOK
(MPUJIO)KEHUE B) moxeT ObITh BIHCAH OT PYKH IEYATHBIMH OyKBaMH
YEepHWIaMH YEPHOIO 1[BETA.

[Ipunoxenns KP pacronararoT 1 HyMEPYIOT B MOPSJKE CCHUIOK HAa HHUX B
TEKCTE, IPUUEM B TEKCTE 00S3aTEIIbHO JOKHBI OBITh CCHUIKU Ha BCE TIPHIIOKCHHUS.

[TpunoxeHus: pacrmoyaralorcs Tak, 4ToObl UX MOXHO OBLJIO paccMaTpuBaTh
6e3 moBopota KP mnm ¢ ogaum nmoBopoToM Ha 90° o 4acOBOM CTpEIIKE.

O6pazen opopmienus npuinoxenus KP npencrasnen B [punoxkenuu E.

IIpaBuia ogopmienus 3jieMeHTOB TekcTa KP
Tpeoosanus k a3viky KP

KP nomxHa ObITh HamucaHa HAy4YHBIM CTUJIEM COBPEMEHHOIO PYCCKOIO
sa3bIka. B TekcTe paboThl He qomyckaroTcst opdorpapuyeckue, MyHKTyallMOHHBIE,
rpaMMaTUYECKHUE U JP. OLIUOKH.

B KP He ncrnonb3yroTcs MecTouMeHus s, mMou. B Tex ciydasix, Korjaa CTyIAEeHT
BBICKA3bIBAET CBOM MBICIH, MCIOJB3YIOTCS MECTOMMEHHSI Mbl, Haui. Ecnu
MepecKa3bIiBaeTCsl TEKCT JAPYroro aBTOpa, M3JIOKEHHBIM OT MEPBOTO JHUlA, TO



BBICKa3bIBaHHE HEOOX0AUMO mepedpa3upoBaTh OT TPETHEro JIUIA: HE A cuumaio /
Mbl cUUmaem, a Uccieo008ameib Cyumaem.

3amnpermarorcs TMIHbIEe Ppa3bl pEKOMEHIATEIBHOTO WIN JTOJDKEHCTBYIOIIETO
XapakTepa, TaKhue KaK pyKogooumenro ciedyem oenamv, pabOmMHUKU OOJIHCHbL U
T. TI.

Ogopmnenue ccoliok Ha UCNOIb30BAHHBIE UCHOYHUKU

Oco6oro BHumanus npu opopmienun KP tpedyroT ccvinku — ykazanus Ha
HUCTOYHHUKH IUTUPOBAHUS M TIEpeNayd KOCBCHHOW pEYH, Ha HJCH KaKHX-THOO
aBTOPOB, HA PE3yNbTATHl MPOBEACHHBIX COIMOJOTUICCKUX UCCIICJOBAHUN U T. II.
CchUTkH Ha NCTOYHUKH MHPOPMAITIH 00s13aTEbHBI, TAK KaK 9TO CBUETEIBCTBYET O
KyJIbType HAyYHOTO TpyJa U SBISIETCA IMOKa3aTelieM €ro JSTUYHOCTH |
KOppPEeKTHOCTH. bubnuorpaduueckas CChUTKa SBISIETCS YacThIO CIPABOYHOTO
anmnapara KP wu conepxur Oubnuorpapuyeckue CBEIEHUS O IUTHPYEMOM,
paccMaTpuBacMOM WJIM YIIOMHHAEMOM B TEKCTE UCCIICIOBAHUS HCTOYHHKE.

3anpeniaeTcsl Tak Ha3bIBAEMOE «CJIETIOE IUTUPOBAHUEY, TO €CTh HU3JI0KECHHE
COJIEpKaHUs, OTACTBHBIX TMOJIOKCHUU, MBICICH, UIeH, Te3UCOB U3 padoT APyrux
aBTOpoB 0e€3 ykazaHusi ux ¢amuiauu. JIroO6oW «4uyXOW TEKCT» Hu3Jaraercs ¢
00s13aTeIbHBIM YKa3aHHeM (GaMWInK ero aBTopa. [Ipw 3TOM MHUIMANBI aBTOpa B
TEKCTE pa0OThI MUIITYTCS Tiepe]] (aMUITHEH.

Homyckaercs uutupoBaHue (B ¢Gopme MNpAMONH pedn) U TEepesioKeHHe
(KOHCTIEKT) TeKcTa (C MCMOJIB30BaHUEM (POPMBI IPUIATOYHOTO MPEAJIOKEHUS UITH
BBOJAHOTO 000OpOTa THUIIA: MO MHEHUI0 MAaKo20-mo UaU MAaKux-mo...; CO2AACHO
NO3UYUU MAKO20-MO UIU MAKUX-MO...; KaK cuumaem (YKaszviéaem, ymeepicoaem,
npeonazaem) makou-mo uiu KaKk CHumarom maxue-mo... u m. n.).

Cebuiku  odopmisitorcss B cootBetctBun ¢ ['OCT P 7.0.5-2008
«bubmmorpaduueckas ccpika. Obmue TpedGoBaHMs U TIPaBUiIa COCTABICHUS.

[Ipu cchuike B TEKCT€ HAa UCTOYHUKH MH(GOPMAIMH CIEIYEeT MPUBOJUTH UX
MOPSIKOBBIE HOMEpA MO CIHCKY HCIOJIb30BAHHBIX MCTOYHUKOB, 3aKIIOYEHHBIC B
KBaJIpaTHbIE CKOOKH, HANpUMEP: «KAK YKA3aHO 6 edepanviom 3akoHe «O
2ocyoapcmeennom Asvike Poccutickoil pedepayuuy [12]..» WM «no MHeHuio
U. H. Kysueyosa [4]...». Tlpn Brmouennn B TekcT KP TouHOW 1MTaThl W3
MCIIOJIb30BAaHHOTO HMCTOYHHMKA CIIEIYyeT yKa3aTh HE TOJBKO HOMEpP HCTOYHHKA B
CIIUCKE, HO ¥ HOMEp CTPaHMIIbl, Ha KOTOPOI HareyaTaHa JaHHas IUTaTa, HalpuMep:
«Hacmoswuti cmanoapm ob6s3amenen K NPUMEHEHUI0 6CeMU CMPYKMYPHbIMU
noopasoeNeHusMU  YHUsepcumema,  OCYWecmeiaiouumu  00pa3o8amebHyo
0esimebHOCHb N0 OCHOBHBIM 0Opazosamenvhbim npoepammam BIIO» [3, C. 3].

[Ipu nBOWHOM IUTUPOBAaHMU (HE MO OPUTMHAILY) 00si3aTelibHA CChUIKA Ha
aBTOpa pabOTHI, B KOTOPOH MCTOIB30BaHA U3JIaraeMas nurata, Hanpumep: [L{uT. mo

12, C. 56].

Ynompeonenue cokpawenuii
B tekcre KP mns ymenbiieHus e€ o0bEéMa MOryT OBITh HCIIOJIB30BaHBI

2 3nech W jagee HOMEP COOTBETCTBYET IOPSAKOBOMY HOMEPY HMCTOMHHKA, BKIIOYEHHOTO B TIPHMED
oopmiteHHs CITCKa UCITONB30BAaHHBIX NCTOUHUKOB ([Tpmitoxkenue E).



cokpawenusi (Tpaduueckue cokpaiieHuss U abOpeBHATYpHI), HE 3aTPYIHSIONINE
BOCIIPHSITHE cojaepkaHus. [Ipy mepBOM yNMOMWHAHWH JOKHO OBITH MPHUBEICHO
MOJIHOE Ha3BaHUE C YKa3aHWEM B CKOOKaxX COKpamEHHOTO Ha3BaHUS WIH
a00peBUaTYphI, HATIPUMED: DOKYMeHmayuoHHoe obecneuenue ynpasienus ({OY), a
pY TOCIEAYIOIMMX YIOMUHAHUAX CIIENyeT yHOTpeONATh cokpamieHue. Hembss
yIOTPEeOJIATh COKpAIlleHUsT B 3arojloBKax W B Hauaje mnpemiaokeHus. CIUCOK
HCITOJIb30BAaHHBIX B pabOTe COKpAICHUI ¢ paciMppOBKON MPU X 3HAYUTEITHLHOM
KOJIMYECTBE CIICYET BKIIOYUTH B IPHIIOKEHUE K KYpCOBOM padore.

Pacmudposky ab0peBuatTyp " COKpAILICHUH, YCTaHOBJICHHBIX
rOCYy/JIapCTBEHHBIMU ~ CTaHJapTaMd MW TpaBWIaMu pycckod  opdorpadum,
nomnyckaetcs He mpuBoauTh, Hanpumep: I OCT, OAO, 2. (200, copod), m. e. (mo
ecmv) U Jp.

Ynompeoénenue uucnumenvnoix

BaxnpiM TexHudeckuMm TpeOoBaHWeM K Hammcanuto KP o sBmsercs
NPaBUILHOE HAMTUCAHWE YHCIAUTETbHBIX.

Opno3Haunble (cocTosimuMe B HHUPPOBOM QopMe U3 OJHOTO 3HAKA)
KOJINYECTBCHHBIC YHUCIIUTEIbHBIC UIITYTCS CIIOBAMU, HAIIPUMEP: 08e cmpanuybl (He
PEKOMEHIIyeTCS 2 Cmpanuysl), KpPOME CIydaeB, KOTJIa OJTH YHCIHTEIbHBIC
ynoTpedsieHbl ¢ eauHuiaMu usMepenus (%, ke, km U Ap.) WIA B CTOAT B
OJTHOPOIHOM PSAY C IPYTUMHU YUCIUTENbHBIMU.

KonnuecTBeHHbIE YHCIHUTENbHBIE, COCTOSIIME W3 HECKOJBKHX I,
MUY TCS, KaK TpaBuiio, B IudpoBoit popme, Hanpumep: 12 345 pyoaeti.

[TopsinkoBbIe YHUCIUTEIbHBIE MUY TCS B CJIOBECHOI WITH
OyKBEeHHO-IUPPOBOU opme: smopoti pazden, 2-ii pazoei.

Odhopmnenue nepeuneii 8 mexcme

B texct KP MoryT ObITh BKIIIOUEHBI pa3indHbic mepednu (pparMeHT TEKCTa,
COCTOSIIIMA M3 BBOAHOW YAaCTH, CBHUACTEJIBCTBYIOIIEH, YTO 3a HEW MOCIEIYET
NEPEUYUCICHUE SIBICHUN, MTPEAMETOB WM MPU3HAKOB (AJIEMEHTOB IMEPEYHA), U U3
caMUX JTHX DOJEMEHTOB), KOTOpbIE JOJDKHBI OBITh OGMOPMIIEHBI C YYETOM
CIEIYIOIIMX PEKOMEH AN,

[Ipr wncnosb30BaHWM COCTaBHBIX IIEPEYHENM B JOKYMEHTaX HE CIEIyET
U3IIUIITHE WX YCJIOXHSATH: BBEACHUE OOJBIIOTO KOJUYECTBA YPOBHEH WICHEHHUS
3aTpyIHSET BOCIPUATHE HHDOPMAITIH.

BblusieHATh ypOBEHBb MEPEUHS] MOXHO JIMIb MPU HAIUYUM MUHHUMYM JIBYX
3JIEMEHTOB JAHHOTO YPOBHS.

[Ipu dbopmynupoBKe >JIEMEHTOB JFOOOTO TMEpPEYHS HYKHO CTPEMHUTHCS K
€MHOOOPA3HI0: BCE AJIEMEHThl OJHOrO0 YPOBHSI JOJKHBI OBITh I'PaMMaTHYECKH
UIEHTUYHBIMUA APYr Jpyry (BBIPA)KE€Hbl OJIHOTUIIHBIMHU  MPEJIOKECHUSIMHU,
CJIOBOCOYETAaHHUSIMH WM CIOBAMU OJTHOM YaCTU pE€Yd B OJHOM IpaMMaTUYECKOU
dbopme).

Bo160p 3arnaBHOM WM CTPOYHOUM OYKBBI B Haualie 3JIEMEHTA, a TaK)Ke 3HaKa
MpPENUHAaHUs. B €ro KOHIIE OOYCJIOBJIEH MapKepoM, KOTOPbIM HCHOJIb3YETCS Ha
JAaHHOM YpoBHe (apaOckas mudpa c TOYKONM WM CKOOKOW, CTpouHas OykKBa cO
CKOOKOM, Tupe). Mapkep, B CBOIO OYepeib, CIEIyeT BbIOMpATh C y4eTOM THIA



areMeHTa (IpeAJIoKEHUE, CIIOBOCOYETAaHUE, CIIOBO).
1. Dnemenm nep6oeo yposHsi (06b14HO NpedodceHuUe):
1) snemenm 6mopoco ypoeHs (00bIYHO MHO2OKOMNOHEHMHOE
clogocouemanue),
2) anemenm 6mopo2o YpOBHsL:
a) semMeHm mpemve20 Ypo8Hs (0ObIYHO C080COUEmMaHUe
UL Cl10B0),
0) 21emMenm mpemvezo ypOosHsI.
— JIeMeHm YemeEePMmo2o Ypo8Hs (00bIYHO CN0B0),
— aniemenm yemeépmozo yposhs. (; 1 )
2. Dnemenm nepeoco yposeHsi.

[Tpu oopMITEeHUH POCTOTO NIEPEUHS UITH TIEPEUHS C MEHBIITUM KOJIMYECTBOM
ypOBHEH MOTYT OBITh MCIIOJIB30BaHBI MapKephl JIIOOOTO YPOBHS, HO MEHATh WX
MECTaMHU HE PEKOMCHTYETCS.

Ecnu B s5eMeHT mepeyHs, B KOHIIE KOTOPOTO YHOTPEOJSICTCS 3amsaTas Wiu
TOYKA C 3alsTOM, BKIIOYACTCS CaMOCTOSATEIBHOE IPEIJIOKECHHE, TO 3TOT 3HAK
CTaBUTCS MOCJIC MPEIIONKCHUS.

[ToBTOpSIOIIMECS B KaKIOM 3JICMEHTE CJIOBa HYXXHO BBIHOCHUTH B TEKCT,
BBOJSIINI JTAHHBIH ypOBEHb, OJHAKO 3TO HE OTHOCUTCS K TpEIjIoraM, KOTOphIC
YIIOTPEOJIAIOTCS € TJIaBHBIMU CJIOBAaMH JICMEHTOB — IIPEJIJIOTH CJICTYET MMOBTOPSTH B
KaXKJIOM ITyHKTE.

Ecnu B xoHIlE Kakoro-mu00 ypoBHs yHOTpeOJEHBI CIOBa U Op., U m. 0. WIA
um. n., TO UX HE paCIoOJIaral0T Ha OTIEJbHON CTPOKE, a OCTaBJISIOT B KOHIIE
MOCJIEJTHETO AJIEMEHTA.

Ecnu HeoOxoMMo onucaTh HECKOJIBKO OJTHOPOJHBIX MOMEHTOB U MIPH 3TOM
OMHCaHue KaXI0TO TpeOyeT OTIeTBHOI0 JOCTATOYHO OOJIBIIOTO 0 00beMy ad3aria,
a OMHCaHHe BCEX MOMEHTOB 3aiiMET HECKOJBKO CTPAHUI], TO HOMEP OMHUCHIBAEMOT0
MOJIOKEHHUSI PEKOMEHAYEeTCsl Mucath He mudpamu, a npomnuckio. Hampumep,
«IIepBoe monokeHue raacur...» win «CoriiacHo BTOPOMY MOJI0KEHUIO. ..» U T. II.

O¢hopmnenue pucynkos

B texcre KP MoryT ucnons3oBatscst pazinusabie rpaguyecKkue 3JIeMeHThI:
(boTon300pakeHUs, PUCYHKH, CXEMBbI, TUAarpaMMbl, TpaQuKu, TaOIUIBl U Ap. DTH
KOMITOHEHTBI MOTYT OBITH pacmoyioxkeHbl B Tekcte KP cpasy mocne aG3ama, B
KOTOPOM BIIEPBBIC YIIOMUHAETCS UX COJEpKaHue (KaK MPaBUIIO, 3TO HEOOIBIIIHE 110
00BEMY DIIEMEHTHI ); THOO B MPUIIOKEHUH (€CITu d7IeMeHT 00bEMHBIN). [ padruaeckue
KOMITOHEHTBI, TIPEICTABICHHbIC KaK MPHUJIOKEHHS, MOTYT OBITh PAcCIOJIOKECHBI Ha
JUCTe aTbOOMHOW OpHEHTAaMu. B 3TOM cilydae OHM TPHUKPETUISIOTCS K padoTe
TaKUM 00pa3oM, 4TOOBI JIJIsi UX MPOYTEHUs: TPeOOBAJICS OAUH MOBOPOT PabOTHI Ha
90° 1o yacoBOM CTpEJIKE.

Bxrouénnsie B KP rpaduueckue 3n1eMeHTbl, KpoMe TaOIull, UMEHYIOTCS B TEKCTE
pucyuxkamu. Bce pUCyHKH, BKIIOYEHHbIE B TeKCT KP wmim npuiioxeHwus, JTOJKHBI
MMETh HYMEPALMOHHBIA U TEMAaTHYECKHI 3ar0JIOBOK, Pa3/IeJIEHHBIE 3HAKOM THPE.

Pucynku B Texcre KP HyMepyroTcst CKBO3HOM 10 Beeid paboTe Hymepaluei BHU3Y
COOTBETCTBYIOIIETO  3JIEMEHTA, a TAaKXKE CONPOBOXKIAKTCSI TEMATHYECKUM
3aroJIOBKOM, HallpuMep:



Pucynox 2 — Obpasey 3asa6nenus
PrucyHKku B IpWIOKEHUSIX HyMEPYIOTCS B IpEeNiax KaKIO0ro MPHIJIOKEHHUS.
Homep pucyHka B 3TOM ciydyae COCTOMT W3 3arjaBHOM OYyKBbI, 0003Hauaromen
NpWIOKEHHEe, W apaOCckod 1udpsl, 0003HAUYAIOLIIEH HOMEP PUCYHKA B 3TOM
MIPUIIOKEHNUU, PA3IECIIEHHBIX TOYKOM:

Pucynok B.2 — Onepozcpamma 08udiceHus CayxceOHOU 3anucKu 8
OAO «llapyc»

Ha Bce pucyHnku nosmkHbl ObITh JaHbl cebliku B TekcTe KP. Ilpu cebuikax Ha
PUCYHKH CJIENyeT NHcaTb: 6 coomeemcmeuu ¢ pucyukom b.2, na pucyuke 2
npeocmasieto... u T. 1.

Odhopmnenue maonuy

Tabauya — ocobast popma nepenauu MUGPOBBIX WM CIOBECHBIX CBEICHUIM,
PACIIOI0KEHHBIX B OTMPEICIICHHOM MOPSJIKE JJIs JTyUIIei HarJIsiTHOCTH U CpaBHEHUS
nokazateneil. TaGmuIel MOTYT OBITH Pa3HOM CTENEHH CJIOXKHOCTH, HO CIIMIIKOM
YCIIOXKHATh TaOnuily He cTtouT. Ecnu rpadsl TaGmuIiel coaepkaT pas3audHbIe
CBeJIeHMsI, TH(OPMAIIUIO JIYUIIle TIPEJICTABUTh B BUJIE HECKOJIBKUX TaOJIUII.

Tabnuiy B pabote cienyer pacrnojaraTh HEMOCPEACTBEHHO MOCIIE TEKCTa, B
KOTOPOM OHa YIOMHHAETCS BIEPBbIE, WM Ha CJIEAYyIOIIEH CTpaHHIIE.
3HauMTENbHBIC 110 00BEMY TAOJUIIBI (CTPAHUIIA U 00JIee) PEKOMEHYETCS BRIHOCUTD
B MIPUJIOKEHHUE.

Bce Tabmuupl B KP 1mokHBI MMETh HYyMEpaIlMOHHBIM M TeMaTUYECKHUI
3aroJIOBKH, pa3Aei€HHbIE TOYKOM, TOUKa I0CJI€ TEMAaTUYECKOrO0 3arojoBKa HE
craButcs (Tabnuna 1. 3aronoBok). CinoBo «Tabnuiay, e€ HoMep U HaMMEHOBaHHE
YKa3bIBAIOT CJICBA HAJl BEpXHEH YacCThIO TaOJIHIIBI.

CchlTka B TEKCTE Ha KaXAyr TaOnHIly oOs3aTeiabHa. BeImonHseTcs oHa 110
IPUMEPY: c8edeHus npedcmasiienvl 6 madbauye 1.
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Pucynok 1 — OCHOBHBIC 2JIEMEHTBI TAOHITBI

O0s3aTenbHBIMU 3JIEMEHTAaMU 0(OPMIICHUS TAOIHIIBI SBIISIOTCS :

1. Hymepayus mabauyer. B tekcre KP Tabmuibl HyMEpyrOTCS CKBO3HOM
HyMepalued. B mnpuiokeHusax TaOMUIBI HYMEpPYIOTCS OTIEIbHO B KaXKIOM
PWIOKEHUH, TP 3TOM K HOMEpYy TaOnHIlel qo0aBmiseTcs OykBa, 0003Havaromast
nanHoe npunoxenue (Tabnuna b.1. 3aronosok). [Ipu nepenoce yactu TabiuIbl HA
IPYTYIO CTpPaHUIly CBEpXy CTpaHHUIBI Takke cieBa nuimyT «lIpomomxenue
TaOIUIBI» U YKa3bIBatOT €€ HoMep. Ecii B paboTe ogHa Tabnuiia, oHa 10KHA OBITh
o6o3HaueHa «Tabimma 1. 3arosoBok» uinn «Tabnuma B.1. 3aronoBok», eciu oHa
IIPUBEJICHA B IPUJIOKEHUHU B.

2. 3aeon060k mabauysl JOIKEH KPaTKO M TOYHO OTpa)xaTh €€ CopepIKaHue.
Touka B KOHIIE 3aroj0BKa TaOIUIEI HE cTaBUTCI. ECii BO Bcex sguerKkax TaOJIMIIbI
comepxkuTcst o6mas wuHopmaius (HampuMmep, €IWHUIBI HU3MEPEHHs), dTa
uH(pOpMaIMs BBIHOCUTCS B 3ar0JIOBOK, Hampumep: Pazmep cmunenouu, py6. Jta
pEKOMEH Al OTHOCUTCSA U K 3ar0JIOBKaM rpad ¥ CTPOK TaOJIHUIIBI.

3. l'onosxa mabauysl BKIIOYAET 3aroJIOBOK OOKOBHMKA, 3arojiOBKH Tpad u
(mpy HEOOXOAMMOCTH ) TTOA3Ar0JIOBKU rpad. 3aronoBku rpad m O0KOBHUKA TaOIUITEI
CJIeIyeT MUCATh C MPOMUCHOM OYKBBI, @ TIO/13aT0JIOBKH Tpad — cO CTpOUHOM OYKBHI,
€CJI OHU COCTABJISIIOT OJTHO TPE/JIOKEHUE C 3aT0JIOBKOM, HIIH C TIPOITUCHOUN OYKBHI,
€CIM OHM HWMEIOT CaMOCTOSITEIbHOE 3HaueHWe. B KOHIIE 3aroJioBKOB W
MO/13aTOJIOBKOB TOYKA HE CTaBUTCS. 3arojIOBKH Tpad, Kak MPaBWIO, 3aMUCHIBAIOT
nmapauielbHO  cTpokaM  Tabmuiel.  [lpm  HeoOXoamMmocTH — TOTyCKaeTcs
MEPICHANKYIIIPHOE PACIIOIOKEHUE 3ar0JIOBKOB Tpad.

Ctpoka ¢ HOMepamu Tpad BKIIOUACTCS B TOJIOBKY TaOJHIl, PACTIOIOKECHHBIX
Ha HECKOJBKHX CTpaHHWIaxXx (B ATOM Ciy4ae JlaHHas CTPOKa B MPOJOKCHHUH



TaOJIULIBI 3AaMEHSET BCIO TOJIOBKY), WJIM [P HEOOXOJUMOCTH B TEKCTE COCIATHCS Ha
onpenenéHubie rpadul.

4. Boxoeux COCTOWUT W3 3arOJIOBKOB CTpOK. He pexomeHmyeTcs BBOIUTH B
tabnuny rpady Homep no nopsaoky. B ciydae HE0OXOAUMOCTH MPOHYMEPOBATH
CTPOKH, WX TIOPSAIKOBBIE HOMEpA YKa3bIBAIOT IIEpPEa 3arojioBKaMu CTPOK B
O00KOBUKE, a mociie UG PhI, 0003HAYAIOIIECH HOMEDP CTPOKU, CTABUTCS TOUKA.

5. Cmpoku — TOPU3OHTAIILHBIC 3JIEMEHTHI TaONMUIBl. UHMCIIOBBIC 3HAYCHUS
Mmokasaresiel, MPUBOJAMMBIC B SUYCHKAx, MPOCTABISIOTCS HA YPOBHE IOCICTHEH
CTPOKM HaWMEHOBaHHS TMOKa3zareieil B OokoBuke. CloBecHas XapaKTEpHUCTHKA
NoKa3arejici, B OTJIMYKME OT IU(PPOBOMU, JOHKHA HAYMHATHCS HAa yPOBHE TEPBOM
CTPOKH HaUMEHOBAHHMSI TIOKA3aTEJIs.

[TpoMesxyTOUHBIC HTOTH MTPUBOSITCS B CTPOKE, HMEIOIICH 3aroj0BoK Mmoeo;
OKOHYATEIbHBIC HTOTH TA0JIUIIBI — B CTPOKE C 3ar'0JIOBKOM Bceeo.

6. Ipagvt (kononku)— BEpPTUKAIBHBIC JJIEMEHTHI TaOMMIBL. TeKCT,
TIOBTOPSIOIINNCS B CTPOKAX OJIHOM M TOM ke Tpadbl M COCTOSNINN U3 OJIMHOYHBIX
CIIOB, 4Yepenymmuxcs ¢ nudpamMu, 3aMEHSIOT KaBblukamu (« «). Eciwm
MOBTOPSIOIINUNCS TEKCT COCTOMT M3 JIBYX M O0Jiee CJIOB, MPU MEPBOM IMOBTOPCHHU
€To 3aMEHSIOT clioBaMu 70 dice, a aliee KaBbIYKaMu.

3aMeHATh KaBbIYKaMHM ITOBTOPSIONINECS B TaOIUIIe U(PBI, MAaTEMaTHYCCKHUEC
3HaKW, 3HAKW TIPOIICHTAa M HOMEpa, O0O3HAYCHHMS MapOK MaTepHaIOB M
TUTIOPa3MEPOB  MPOAYKIMH, OOO3HAYCHHWsI HOPMATHBHBIX JOKYMEHTOB HE
JIOITyCKAeTCsI.

[Mudper B rpadax TaOmMIl MOMKHBI MPOCTABIATHCS TaK, YTOOBI Pa3psIbI
qrcel BO Bceid rpade ObLUTH pacTioNoKEHBI OJIUH MO/ APYTUM, €CITH OHU OTHOCATCS K
OJTHOMY TIOKa3aTento. B omHOl Tpade MOMKHO OBITH COOJIFONCHO, KaK IMPaBHIIO,
OJIMHAKOBOE KOJTMYECTBO JIECATUIHBIX 3HAKOB ISl BCEX 3HAUCHHUI BEITUYHH.

7. Auetiku 0Opa3yrOTCs Ha TIEpeCeYeHUN CTPOK U rpad. Sdeiiku He TOKHBI
OBITH MEeperpyKeHbI HHPOPMAITUEH JIJI1 COXPAaHSHUS HATJISIHOCTH TaOJIUIIBI.

[Ipy oOTCYTCTBMHM JaHHBIX B COOTBETCTBYIOIIMX sYCHKax 0Os3aTEIBHO
IPOCTABIISICTCS IPOYCPK WK NUTIeTcs: Hem ceéedenuil.

B tabnuie nomyckaercst ucnonb3oBath mpudt 11-12 kerms.

TPEBOBAHUA K COAEP KAHUIO U O®OPMJIEHUIO JOKYMEHTOB,
COITPOBOXKJAIOHIUX TPOUHEAYPY 3ALIUTHI KP

3ammra KP npeanonaraer npeaoctaBieHue KOMUCCUU Hapsiay ¢ camoit KP
CIEAYIOIINUX TOKYMEHTOB:

— 3a371aHne Ha BeinojaHeHue KP;

— noknan Kk 3amurte KP;

— CD-nuck ¢ anektpoHHbiME Bepcusimu KP, nokiana, a Takxke nmpe3eHTanue.

Coaep:xxanue u opopmiieHue 3a1anus Ha BbinoiHeHue KP
3aganue Ha BhinojgHeHue KP 3amonnsercs B Hauane pabotel Hag KP mocre
BHIOOpAa CTYACHTOM TEMbl B XOJ€ TMEpBOM KOHCYJIbTAllUM C HAyYHBIM
PYKOBOJUTENEM.



B 3ananun ¢ukcupyrorcs tema paboThl, HCXOAHbBIE TaHHbIE K paboTe (Lenb,
0o0BEKT, NpeIMeT, 3a7auyd, METOJbl HCCIENOBAaHHA) M HaMEUalTCid BOIPOCHI,
noexamue pazpadborke B KP. [Ipu HeoO6X01uMOoCT Ha3HAYAIOTCS KOHCYIBTAHThI
10 pa3fiesiaM UCCIIEIOBaHMSL.

3aanue MOXeET ObITh 3alI0JIHEHO OT PYKU WUJIM B IEYaTHOM BHJIE.

3ajaHue TpU COCTABIICHUU 3aBEpPAETCA MOANHUCIMU PYKOBOJIUTENS M
CTYJICHTA.

B xone pa6otsl Hag KP snemeHTs 3aaHusi MOTYT KOppeKTHUpoBaThes. Bee
M3MEHEHUS B 33JIaHUU JOJIKHBI ObITh COTJIACOBAHBI C PYKOBOJAUTEIIEM.

OO6pazen; opopmiieHus: 3afaHUsl Ha KypCOBYIO pabOTy NpenCTaBlieH B
ITpunoxenun XK.

Conepxanue u opopmienne CD-aqucka ¢ ssektponabiMu Bepcusimu KP,
AOKJIA/Ia K 3allUTe U MPe3eHTAlNH

Odghopmnenue CD-oucka

Ha CD-nuck, npunaraemsiii k KP, 1o/kHBI OBITH 3alIMCaHbl 3JICKTPOHHBIC
Bepcun KP (c mpuioxkeHusMH), TOKIaga W Tpe3eHTalHuH. [eKCTOBBbIC (haliibl
JO/OKHBI ObITh coxpanenbl B (hopmare Word for Windows, npesenTarnust 10KHA
ObITh co3ana B nmporpamme Microsoft Office PowerPoint.

Bce daiinbl Ha AUCKe TOJKHBI MMETh Ha3BaHKE, TOCTPOCHHOE 110 CIEAYIOIIeH
cxeme: 200 gamunus euo  Odoxymenma. Hanpumep: 2015 Ilemposa KP,
2015 Ilemposa_ooxnao, 2015 Ilemposa npezenmayusi.

Juck 00s3aTenbHO JAOHKEH UMETh 00JIOKKY, Ha KOTOpOW ayOnmupyercs B
YMEHBIIEHHOM BHUJI€ TUTYJIbHBINA JIUCT KP.

Tpebosanusa k ooknady na 3auyume KP

3ammTa HaYMHAETCS C JIOKJIajna (KpaTKOro COOOIIEHHsS) CTYJICHTa IO TeMe
KypcoBoi pabotrel. CI0BO ISl JOKIAga CTYIEHTY MPEIOCTABISIET MpeceaaTeNb
Komuccuu. Jlig 1oKIaaa OCHOBHBIX TIOJIOKEHUH paOoThl, 000CHOBaHUS CAECIaHHBIX
UM BBIBOJIOB U MPEJUIOKEHUHN CTYICHTY MpeaocTaBiusercs He 6onee 10 MuHYT, 4TO
cooTBeTCcTBYeT 4-4,5 cTpaHunam oOOBIYHOTO TEKCTa pasmepa mmpudra 12,
HAaOPaHHOTO ¢ MEKCTPOUYHBIM UHTEpBAJIOM 1,5.

B Tekcre BBICTYIUICHUS CTYIASHT JOJDKEH OOOCHOBAaTh aKTYaJlbHOCTH
n30paHHOM TEMBI, MMPOU3BECTU 0030p NIPYrUX HAYYHBIX PabOT Mo M3OpaHHOUW UM
TeMe (mpoOieMe), MokKa3aTh HAy4YHYH0 HOBU3HY M NPAKTHUYECKYH 3HAYUMOCTh
MCCJICIOBaHUS, TaTh KPaTKUK 0030p TJIaB paOOThl M MPECTABUTH MOJYyYCHHBIE B
MPOLIECCE PE3YIbTATHI.

CTpyKTypy TEKCTa BBICTYIUICHHSI PU 3aIUTE PAOOTHI MOKHO TIPE/ICTABHUTH B
BUJIE CIIETyIOLIEH TaOIUIbI:



Tabnuua 2. [IpumepHasi CTpyKTypa BBICTYIIJICHUS

Paspnen BeicTyIUIEHHS IIpoKOmKUTENBHOCTD KomnuecTtso
(MuH.) CIIalI0B
IIpe3EHTALMH
BBenenne. OOOCHOBaHHE TEMBI MCCIEIOBAHUSA 2,8 10

(aKkTyasIbHOCTb, OOBEKT, MPEAMET HCCIECIOBAHMS,
11€JTb, 33aJIa4H U T.]1.)

Kpatkoe conep:xanue paboThl (BBIBObI 110 IJ1aBam) 0,5-1,5 He menee 1
Ha KaXAYI0 TJIaBy
Pe3ynbTarhl 3KCIEpUMEHTaIbHON pabOTHhI 3-5 ITo
HEOOXOIMMOCTH,

HO HE MEHEe YeM
| ciaiin B MUHYTY

3akmroueHue (OCHOBHBIE BBIBOJIBI JTaIbHEHIIIHE 1 1-3
MEPCIIEKTUBHI Pa3pabOTKH TPOOIEMBI)

Tpebosanusa Kk KomnslomepHoll npezenmayuu 0oknaoa na zauume KP

KoMmbroTepHass Tmpe3eHTanus JacT psj MPEUMYIICCTB Iepes] OOBIYHOM
OyMakHO-TUIakaTHOW. KoMIbloTepHast Ipe3eHTalrs MO3BOJISICT YieHAM KOMHUCCUHU
OJIHOBPEMEHHO H3y4YaTh KYPCOBYHO pabOTy W KOHTPOJIMPOBATH BBICTYIUICHHE
ctyaeHTta. IloaTomMy »KenaTelbHO COIMPOBOXKJATh BBICTYIICHUE MpPE3CHTAIUEH C
ncnoyib3oBanueM 15-20 cnaiinos.

[Ipesenranus mooKkHA OBITH co3mana B mporpamme Microsoft Office
PowerPoint. [Ipu co3ganuu npe3eHTaliuu peKOMEHIyeTCs:

— cobnroaTh eIUHBIA CTHIb odopmieHUs (UIBET (oHA ClIaiaoB, HBET U
HauepTaHue mpudra u ap.);

— wusberatb 3¢G@deKToB, KOTOphle OYAYT OTBJIEKATh OT COJEPIKAHUS
Npe3eHTAINH;

— g (oHa BHIOMpPATH XOJOJHBIE CBETJIbIE TOHA (CUHUMW, 3€NEHBIN) WU
OeJIbIi;

— Ha OJIHOM CJIaiiJie UCIIOJIh30BaTh He OoJiee TPEX 1MBETOB ((hOH, 3ar0JIOBOK,
TEKCT);

— UCTIONIb30BATh KOPOTKUE MIPETIOKECHHUS,

— Hambosee BaxHas WHGOPMAIIHS TODKHA PACIoNiaraThCsl B IIEHTPE DKPaHa,

— pa3mep mpudTa 10KEH OBITh YIOOHBIM JIJISi BOCIIPUATHS 3pUTEISAMU: JJIS
3arojJOBKOB HE MeHee 24 KT., 11 TeKcTa — He MeHee 18 Kr.;

— HE Teperpyxarh ciuaiin uHbopmarumein (6oibimol 050k uHPOpPMAIUU
Jydiie pa3OuTh Ha HECKOJIBKO CIANIOB).

B mpesentanuu momkHa OBITH OTpaxeHa cremnuduka sammuiiaemoit KP.
Crnemyet nzberath o0mmXx (Pppa3, 00MIEH3BECTHBIX ONPEICITICHHM.

[lepBoiii cnaiig momken coaepxkath Temy KP; umsa, oTtdectBo, damummio
CTyJIeHTa; yU4€HYIO CTeTIeHb, YIYEHOE 3BaHUE, TOJKHOCTh, UMSI, OTYECTBO, (haMUITUIO
PYKOBOJIHUTETIS.

[Mocnennuii cnaitn: Cnacubo 3a énumanue

OcranpHble chnaiabl 0GOPMIISIIOTCS MO YCMOTPEHHIO CTYJEHTa C Y4E€TOM
pEeKOMEHIaIui K JOKJIaay Ha 3aliuTe (CM. BBIIIE).




3AIIATA KP

IIpouenypa 3amuThI KypcoBoii padoThl

KypcoBas paboTa nojiexut nyOoJauyHoOM 3alMTe nepe rpynmnoi CTyIeHTOB U
KOMUCCHEN Ipernojasaresnei. Permenne o 10Iycke CTyeHTa K 3alUTe IPUHUMAET
HAy4YHbIN pPYKOBOJUTENb HA OCHOBAHUU NIPOJIEIaHHONU CTYAEHTOM pabOThl, IPU
YCIIOBUU CIA4M B YCTAaHOBJIEHHBIM CPOK U BBIIIOJHEHHON B COOTBETCTBUH CO BCEMHU
TpeOOBaHUSMH.

Brictymnnenue 1omkHO ObITh KpaTkuM (He 6osiee 10 MuUHYT), cozepxaTh B ce0e
U3JI0’KEHHE OCHOBHBIX MOMEHTOB KYpPCOBOT'O UCCIIEA0BAHMS (aKTYaIbHOCTb, LIEIb,
3a/lauu, CyTh pabOThl, PE3yNbTAThl U BBIBOJIBI) M COMTPOBOXKIATHCS PE3EHTAIUEH,
OTpaXKaroIIeil TE3UCHOE coJlepkKaHue NoKIaaa. [1o OkoHYUaHUM BBICTYIUIEHUS,
CTYZIEHT OTBEYAET HA BOIPOCHI [0 KYPCOBOMY HCCIIEI0OBAHUIO.

OueHka onpenensercss KOMUCCHEN Ha OCHOBAaHUM PEKOMEHI0BAaHHOM OLICHKH
HAy4YHOTO0 PYKOBOAMTENS W JIOKJIAJa CTYJEHTA, BKJIIOYas OTBETHl HAa BOMIPOCHI.
IToBTOpHAas 3amIUTa C UEIBIO MOBBIIIEHUS OJIYYEHHON OLIEHKH HE JI0ITYCKAETC .

Pe3ynbTaThl 3allUTBI ONPEAEISIIOTCS OLEHKAMH «OTJIMYHO», «XOPOLIO»,
«YZOBJIETBOPUTEIBHO (pabora, BBINIOJIHEHHAS Ha OILICHKY
«HEYAOBIIETBOPUTENIHHOY, K 3aIIUTE HE JAOMYCKACTCS).

B tom ciydae, xorga 3amuTa paOoThl IPU3HAETCA HEYAOBIETBOPUTEILHOM,
KOMHUCCHSI YCTaHABIIUBAET, MOXKET JIM CTYJAEHT MPEACTABUTh K BTOPUYHOM 3aILHTE
Ty k€ paboTy C COOTBETCTBYIOIIEH 0pabOTKOM, ompenensieMoil KOMUCCUen, Uin
e CTYIEHT 00513aH pa3paboTaTh HOBYIO TEMY, KOTOpas JOJKHA OBIThH Ompe/eieHa
BBITTyCKaroIel kadeapoii mocie mepBoi 3aIuThl.

Kpurtepun ouenxu KP

OCHOBHBIMH KPUTEPHUSMH JIJIs1 BBIHECEHUS OayuibHOM onieHKu KP sBistitores:
- aKTyaJIbHOCTb M HOBU3HA TEMBbI, CTEIIEHb TEOPETUUYECKON WM PAKTHYECKOU
pa3paboTKH;
- IIOJJHOTA HCHOJIb30BAHUS HMCTOYHHMKOB, OTEYECTBEHHOM W WHOCTPAHHOM
CIIEUAIBHOW JINTEPATYPHI 110 pACCMATPUBAEMBIM BOIIPOCAM;
- MOJIHOTA W KAadeCTBO COOpaHHBIX (PAKTHYECKUX JAHHBIX I10 OOBEKTY
HCCIICIOBAHUS;
- TBOPYCCKHMA XapakTep aHanmm3a M 0000ImIeHUs (PaKTHUICCKUX JaHHBIX Ha
OCHOBE COBPEMEHHBIX METOJIOB M HAYYHBIX JOCTHKEHHUIM;
- HAy4YHO€ MW TMPAKTUYECKOE 3HAYEHHE IMPEIJIOKEHUM, BBIBOJOB U
pEeKOMEHaIui, CcTeneHb WX OOOCHOBAHHOCTH W BO3MOXKHOCTH PEabHOTO
BHEJIPEHHUSI B paOOTY yUpEXKIECHUN U OpraHU3aLIMil;
- HABBIKM JIAKOHUYHOT'O, YETKOTO W TPaMOTHOTO H3JIOKEHHUS MaTepuania,
odbopmiieHHe pabOThl B COOTBETCTBUM C METOJUYECCKUMH YKa3aHUSIMH;
- YMEHHUE BECTH MOJIEMHKY IO TEOPETUUYECKUM W IMPAKTHYECKHM BOIPOCAM
paboThI, TNIyOHMHA M TPAaBIIILHOCTh OTBETOB HA 3aMEUaHMs PELIEH3EHTOB U BOTIPOCHI
YJICHOB KOMHUCCHH.



Ouenky «otinuHo» 3acinyxkuBaeT KP, Tema koTopoil HayyHO 000OCHOBaHa U
MPEACTABIAECT TEOPETUUECKUNA WIM TNPAKTUYECKUH MHTEpEC, a COJAEpKaHue
CBUJETENBCTBYET 00 MCHOJB30BAHMM  aBTOPOM  COBPEMEHHOW  METOJUKH
OpPrIpOEKTHUPOBAaHUS U  00CIEeNOBaHUS JOKYMEHTAlMOHHOIO  OOecredeHus,
MPUEMOB UCTOUHHUKOBEIUECKOTO aHAIN3a U CIIOCOOCTBYET TBOPUECKOMY PEILIEH U0
HAyYHO-TEOPETUUYECKUX M MPAKTUYECKUX MpoOJeM JTOKYMEHTOBEJAEHUS WIH
apXUBOBEICHUS.

Crpyktypa paOOThl, OIICHEHHONH Ha «OTJIMYHO», JTOJDKHA OBITH CTPOIHOM,
JIOTUYHOM, COOTBETCTBOBATH COJEPKAHMIO. ABTOPOM JOJDKHBI OBITh CHETaHbI
BBIBOJIBI MO KaXa0M T1yaBe paboTel. Heobxoaumo, 4YTOOBl B 3aKIIOYEHUHU
coJlepKaJIuCh YETKUE, BCECTOPOHHE OOOCHOBAHHBIE BBIBOJBI, KOTOPHIE BHOCAT
BKJIaJ] B pa3BUTUE TMOCTAaBJIEHHON MpoOJIEeMbl, HaMEYaroT TMEpPCHEKTUBY IS
nanbHeWmed pa3pabOTKM M TMOKa3bIBalOT CTENEHb  BBIMOJHEHUS  3ajad,
NOCTAaBJICHHBIX BO BBeJEHMM K pabore. Pabora pgomkHa ObITh HamucaHa
JUTEPATyPHBIM SI3BIKOM, TIIATEIHLHO BBIBEPEHA, HAYYHO-CIPABOYHBIM ammapaTr H
opopMiieHHE JOJDKHBI COOTBETCTBOBATH JACHCTBYIOIIMM TOCYIapCTBEHHBIM
CTaHJapTaM M HACTOSIIIUM METOIUYECKUM PEKOMEHALHSIM.

[Ipu oTnUUYHON OIIEHKE 4YJIEHBI KOMHCCHUM YYHMTBIBAIOT KpPATKOCTh U
JIOTUYHOCTh BCTYIUTEIBHOTO CJIOBA CTYAEHTa, KOTOpPO€ MAOJKHO OTpPa3UTh
OCHOBHBIE TIOJIOKE€HUsI PAa0OThl M BBIBOABI aBTOpPA, a TakKXKe YETKOCTh M
apryMEHTHPOBAHHOCTh OTBETOB Ha BOIIPOCHI, 3a/JaHHbIC YIEHAMU KOMHUCCHUHU.

KP, oueHeHHas Ha «OTIMYHO», AOJKHA IIOJHOCTBKO COOTBETCTBOBATH
KBATM(UKAITMOHHBIM TpeboBaHusM, BKIOUeHHBIM B ['OC BITO nnu ®I'OC BIIO.

CTyneHT nojydaeT OI[EHKY «XOPOIIO», eCiu B paboTe aHajIu3 UCTOYHUKOB U
IUTEpaTypbl YAaCTHYHO HENOJIHBIMA, BBIBOABI [0 TIJaBaM HEIOCTATOYHO
apryMEHTHPOBaHbI, B CTPYKTYpE€ M COJEpX)aHUU pabOThl €CTh OTJEIbHbIC
MOTPENIHOCTH, HE MMEIONIME MPUHIHUNUAIBHOIO Xapakrepa. B ocraimsHoM KP,
OLICHEHHAs] Ha «XOpOIIO», NOJDKHA OTBEYATh TPEOOBAHUSIM, MPEAbSBISEMBbIM B
paboTe ¢ OILIEHKON «OTIUYHO.

CTyneHT mojly4aeT OLEHKY «yJOBIETBOpUTENbHO», eciini B KP ananus
UCTOYHUKOB W  JIUTEPATypbl  TMOAMEHEH  aHHOTHUPOBAaHHBIM  0030pOM,
JIOKyMEHTaJIbHasi OCHOBa pa0OTHl TpEJCTaBICHA HEIOCTATOYHO, BHIBOJIBI HE
KOHKPETHBI, PEKOMEH/IAIMA U TPEIJIOKEHHsS €1ab0 apryMEeHTHPOBAHBI, B CTHUIIE
U3NIOKEeHUsT W B odopmiieHHH pabOThl HMMEIOTCS MOTPEITHOCTH, CTYJIEHTOM
IIPOSIBIIEHa HEYBEPEHHOCTh BO BPEMSI IUCKYCCHH.



MMPUJIOKEHUE A
IIpumepnblii nepeyensb TeM KP 1o HanpaB/ieHHIO MOATOTOBKH
46.03.02 lokyMeHTOBeIeHIE U APXUBOBEACHHE

ApXuBOBeJeHUE

1. Ponb apXuMBHBIX YYpPEXKIECHUH B JOKYMEHTAIIMOHHOM OO€CIeYeHUn
yIpaBJieHUsl OpraHu3aiueil (Ha npumMepe KOHKPETHOU PUpMBbI).

2. KoMMmepueckoe 1en03uTapHOE XPAaHEHUE JTOKYMEHTOB BPEMEHHBIX CPOKOB
XpaHEHHUS B CHELHAIU3UPOBAHHBIX KOMIIAHUSX.

3. CoBpeMeHHbIE AaCMEKThl OpraHU3alUUd HCTOPUKO-AOKYMEHTAIbHON
apXUBHOM BBICTaBKM (Ha mpuMepe KOHKpeTHOU opranuzanuu — OAO MMK).

4. AHanu3 UCIOJHEHUS COLIMAJIbHO-TIPABOBBIX 3aIPOCOB 3a MOCIEIHUE TPH
roja (Ha mpuMepe KOHKPETHOTO apXuBa).

5. Opranuzanus JO0CTyna K apXMBHBIM JOKYMEHTaM U JIOKYMEHTHOM
UHGOpPMAIIMH, COAEpKAIIUM IEePCOHANIbHBIE JIaHHbIE (HA MpPUMEpPE KOHKPETHOTO
apXxuBa).

6. ApXxuBHOE XpaHEHUE KOH(PUACHIMAIbHOW WHpOpMauu (Ha mNpuMepe
KOHKPETHOM OpraHu3alium).

7. Xo3sUCTBEHHAas JESITENIbHOCTh AapXMBOB B YCIOBUAX PHIHOYHOM
HSKOHOMHKHU: aHanu3 (QopM, METOJ0B, MEPCHEKTUB pa3BUTUA (HA TpUMEpe
KOHKPETHOTO apXuBa).

8. Pa3zpaboTka 1 BHEJpEHNE aBTOMATU3MPOBAHHBIX APXHUBHBIX TEXHOJIOTUHN B
apxuBax (Ha mpuMepe KOHKPETHOTO apX1Ba).

9. Omenka »5(QexkTUBHOCTH aBTOMATU3UPOBAHHOIO paboyero MecTa
apxuBHCTa (Ha IpUMepe KOHKPETHON OpraHu3aluu).

10. OcoOeHHOCTH KJIMMATOJOTHYECKOr0 O00ECIeUeHUss COXPaHHOCTH
apXUBHBIX IOKYMEHTOB Ha TeppuTopun YensOnHcKon 0bIacTu.

11. OcoOeHHOCTH KJIMMATOJOTHYECKOr0 OOCCIeYeHUs COXPaHHOCTH
apXUBHBIX JJOKYMEHTOB B YUPEXKIAECHUAX I'. MarHuToropcka.

12. TlpuMmeHeHne COBPEMEHHBIX TEXHOJOTMH MPU PECTaBPALMHM APXUBHBIX
JOKYMEHTOB (Ha MPUMEpPe KOHKPETHOT'O apXUBA).

13. OcoOeHHOCTH MPOECKTUPOBAHUS OPTaHU3AIUU APXUBOXPAHUIIHINA, €O
pabounx MOMEUIeHUH U pa3MelleHHus 000pyIoBaHMs (HAa IMpUMEpPEe KOHKPETHOTO
apxuBa).

14. TlpumeHneHue METOJOB MHUKPO(PHIBMHPOBAHUA JOKYMEHTOB B
COBPEMEHHOM apxuBe (Ha MpUMepe KOHKPETHOM OpraHu3alllH ).

15. MHcnonp3oBaHue  KOMITBIOTEPHBIX  TEXHOJNOTWA B  pabore ¢
ayIMOBU3YyaJbHBIMU apXWBHBIMU JIOKYMEHTaMU (Ha MpUMEpe KOHKPETHOTO
apxuBa).

16. TlpumeHneHnne MeTOI0B OIM(DPOBKH JOKYMEHTOB B COBPEMEHHOM apXUBE
(Ha mpuUMepe KOHKPETHOM OpraHu3aium).

17. IlocTtpoeHue 3NEKTPOHHOTO ApXMBA YIPABICHYECKOW TOKYMEHTAUN JIJIS
YUPEKACHUN U OpTaHU3ALU .

18. IlepeBOoa B 3JIEKTPOHHBIN BUJ YEPTEKEN U MPOEKTHO-KOHCTPYKTOPCKOMN
JOKYMEHTAllMM [ CO3JIaHUsl SJIEKTPOHHOro (oHAA MOJb30BaHUA apxuBa (Ha
npuMepe KOHKpeTHO# opranuzanuu - OAO MMK).



19. TlepcrieKTHBBI BHEPEHHS] HOBBIX TEXHUYECKUX CPEJACTB U TEXHOJIOTHII B
rOCyJapCTBEHHBIX apxuBax PO.

20. MeHem)KMEHT B apXHUBax.

21. IlonsiTe 0 HOPMUPOBAHUHU PAOOT B TOCYAAPCTBEHHOM apXUBE.

22. IloHaTne 0 XO35UCTBEHHOMN JESITEILHOCTH TOCYJIaPCTBEHHOTO apXuBa B
YCIIOBUSIX PIHOYHOW 3KOHOMUKH.

23. Opranuzanus AeATeIbHOCTH apXuBa Ha JJOTOBOPHOU OCHOBE.

24. MapkeTuHr HH(POPMALMOHHBIX TOBApOB M YCIYT U €ro MeCTO B
XO3SIMCTBEHHOU JIEATEIBHOCTH apXUBa.

25. Tlouck mOTEHIMANbHBIX NOTPEOUTENECH apXUBHOW HHPOpPMAIIHH,
opraHu3anus pekjiaMbl HHPOPMAIIMOHHBIX TOBAPOB U YCIYT.

26. HMcnonp30BaHHE pE3yJIbTATOB DKOHOMHUYECKOrO aHalu3a AEATEIbHOCTH
roCy/IapCTBEHHOI'0 apXMBa JJIsi COBEPIICHCTBOBAHMS pabOThI apXUBa.

27. 1lpyuHIMIBI OPTaHU3ALUU APXUBHOTO ayTCOPCHHTA.

28. TpeboBanus k opraHu3alnuyd O0OECIEYEHHsS] COXPAHHOCTHU JTOKYMEHTOB B
apXuBax.

29. Pons H.B. KanayoBa B pa3BUTHH apXUBHOTO JI€JIA U €70 MPOEKT apXUBHOMN
pedopMBl.

30. Pons JI.5. CamokBacoBa B pa3BUTHUU apXUBHOTO J€Ta.

31. Ponb Boennoro uctopuka I'.C.['abaeBa B pa3BUTUU apXUBHOTO Jea.

32. Posp A.C. Jlanno-JlaHWUIEBCKOTO B pa3BUTHH apXUBHOTO JIEJIA.

33. Posb /I.Bb. Psi3aHoBa B pa3BUTHUH POCCUICKON apXUBHOW OTPACIIH.

34. Opranuzanus ynpaBJjeHUs apXUBHBIM AesoM B Poccuiickoit @enepanuu:
UCTOPHUSI U COBPEMEHHOCTb.

35. Opranuzanusi ynpaBieHHsl apXUBHBIM JesoM B YensiOuHCcKoM oOnacTu:
UCTOPHUSI U COBPEMEHHOCTb.

36. Opranuzanusi ymnpaBJICHUST apXMBHBIM J€JIOM B TI'. MarouToropcke:
UCTOPHUSI U COBPEMEHHOCTb.

37. CoBpeMEHHOE HOPMAaTUBHO-IPABOBOE PETYJIUPOBAHUE BOIPOCOB
OpraHu3aluy apXUBHOTO Jena B Pocculickoit denepanuu.

38. CoBpeMeHHOE HOPMATUBHO-NPABOBOE PETYIUPOBAHUE BOIPOCOB
OpraHu3alyy apxXuBHOTO nena B UenssOuHCKoM 00IacTH.

39. DkcnepTu3za LEHHOCTH JOKYMEHTOB M KOMIUJIEKTOBAHUE APXUBHOIO
donna Poccuiickoii enepamum.

40. Dkcneptr3a IEHHOCTH JOKYMEHTOB COBPEMEHHBIX YUYPEKIACHUH,
OpraHu3alui, NpeanpusTuid (Ha MpuMepe KOHKPETHOI'O apXUBa).

41. HaydHo-cpaBOUYHBIN ammapar K JOKyMeHTaM ApXuBHOTO (oH/a
Poccuiickoit ®enepauuu, €ro pojb M 3HAYEHHUE B HAy4YHO-UH(OPMALMOHHOU
NEATENIbHOCTU apXUBHBIX YUPEKICHUN.

42. Onuck e Kak CIIpaBOYHUK M0 COACPKAHHIO U yUeTy TOKyMEHTOB (oHa
OpraHu3aluu.

43. Karanoru u KapTOTEKM B CUCTEME HAay4YHO-CIIPABOYHOIO ammapara K
JNOKYMEHTaM BEJOMCTBEHHOT'O apXHBa.

44. ITyTeBOAUTENH U CIPABOUYHUKHU 1O (POHJIAaM apXHUBOB, UX POJIb U MECTO B
cucreme HCA k noxkymentam ApxusHoro ¢onna Poccuiickoit @enepanuu.

45. Opranusanus UCIOJIb30BAHUS APXUBHBIX JTOKYMEHTOB.



46. 3nauenne PenepanpHoro 3akoHa «OO0 apxuBHOM jene B Poccuiickoi
®denepauuny» A5 pa3BUTHs ApXUBHOTO Aena B Poccun Ha COBpEMEHHOM 3Tarle.

47. Amnanu3 coBpeMeHHOro coctraBa ApxuBHoro ¢onna Poccuiickoi
denepanuu, €ro CTPYKTYphl U KIacCUDUKAIIIH.

48. [IpuHIUIIBI OpraHU3alluu TOKYMEHTOB B Mpejenax apXuBoB Mo (GoHaMm,
00beIMHEHHBIM (OHIaM, KOJUIEKIUAM (Ha MMPpUMepe KOHKPETHOTO apXHBa).

49. ®opmupoBanre ApxuBHoro ¢onaa Poccun B COBpEMEHHBIX YCIOBUSIX:
MIPUHIIUIIBI, KPUTEPUM, METOJbI OIEHKH JOKYMEHTOB (Ha MpPUMEPE KOHKPETHOTO
apXuBa).

50. CoBpeMeHHas TNpaKkTHKa KOMIUIEKTOBAHMSI apXxuBa (Ha mpuMepe
KOHKPETHOTO apXuBa).

51. Opranuzanus y4eTa JOKYMEHTOB B apXUBaXx: 1€, 3a/1a4d, PUHIIUIIBI U
METOJMKA MPOBEJICHUs yueTa (Ha MpUMepe KOHKPETHOTO apXUBa).

52. TlpuHuUNBl OpraHU3allid y4YeTa YHUKAJIbHBIX M 0CO00 IIEHHBIX
JIOKYMEHTOB.

53. CoBpemMeHHbIE MPOOJEMBbI BBHISBICHHS 0CO00 IIEHHBIX JOKYMEHTOB B
apXuBax.

54. Cucrema Mep 1o 006eCTeueHNI0 COXPAaHHOCTH apXUBHBIX JIOKYMEHTOB.

55. CucreMa Mep 1o 00eCTieYeHUI0 COXPAHHOCTH YHUKATbHBIX JOKYMEHTOB.

56. Cucrema  Hay4yHO-CIIPABOYHOI'O  ammapara K  JIOKyMEHTam
roCyJapCTBEHHOr0 (MYHHIIMIIAJIBHOT0) apXHBa (Ha MPUMEPE KOHKPETHOI'O APXUBA).

57. Omnucanue apxWBHBIX JOKYMEHTOB M AapXWUBHOM JOKYMEHTHOM
nHGOpPMAIIMK Ha COBPEMEHHOM JdTare: MPUHIIUIIBI, METO/IbI, METOAMKA (Ha IpUMEpE
KOHKPETHOTO apXuBa).

58. Pomp u 3HaueHue, KiIaccUPUKAMU JTOKYMEHTHOW WHGOpMAIIIH
ApxuHoro ¢onmga PO a1 opranuzaiuy ee moucka.

59. Equnsiii knaccudukatop JOKyMeHTHON HHGpOpMaIuu ApXuBHOTO GoHIa
Poccuiickoit @enepaiuu: Ha3HAYEHUE, TTIOCTPOCHUE, METOJIUKA UCIIOJIL30BaHUS (Ha
npUMepe KOHKPETHOTO apXUBa).

60. OcHoBHBIC (DOPMBI U METOBI MCTIOJIB30BAHUS APXUBHBIX JJOKYMEHTOB B
COBPEMEHHBIX YCIIOBHSIX.

61. [IpoGaembl myOIMKAIIMK APXUBHBIX JOKYMEHTOB B 3JICKTPOHHOM BHUjIE (Ha
3J1. HOCUTEJIE).

62. IIpo6iieMbl apXMBHOTO XPAHEHHS DJIEKTPOHHBIX TUCEM OpTaHU3AIINH.

63. IlepcexktuBbl uWHGOpPMATH3AMKU apXUBHOW oTpacau Poccum Ha
COBPEMEHHOM 3Tare.

64. IlpakTMKa M TNEPCHEKTUBBl aBTOMATH3ALUM APXUBHOM JEATEIbHOCTU
MPEINPUITUN U OPraHU3ALHM.

65. ®akTOphl CTAPEHUS U IPUUYMHBI Pa3pPyILIEHUS] aPXUBHBIX JOKYMEHTOB.

66. ApxuBHas KIHMATOJIOTHS M TMPAKTUYECKUE 3aJa4d  XPaHCHUS
JOKYMEHTOB.

67. llpumeHeHne COBPEMEHHBIX TEXHOJIOTUN NP JE€3UH(DEKINH apXUBHBIX
JIOKYMEHTOB (Ha MpUMepe KOHKPETHOT'O apX1Ba).

68. [IpumeHeHnE COBPEMEHHBIX TEXHOJIOTMUA MPH KOHCEPBALMHU APXUBHBIX
JIOKYMEHTOB (Ha MpUMepe KOHKPETHOT'O apX1Ba).



69. CoxpaHeHHME TEKCTOB AapXMBHBIX JIOKYMEHTOB, CO3JaHHBIX C
MPUMEHEHUEM NeYaTAIOUIUX KOMITBIOTEPHBIX YCTPOMCTB.

70. 3amuTa apXuUBHBIX JTOKYMEHTOB OT OHOMNOBpEXACHUN (Ha mnpumMepe
KOHKPETHOT'O apXUBa).

71. Ilpobnema XuuieHUsT apXUBHBIX JOKYMEHTOB, MEpbl O€30MaCHOCTU U
3aIUTHI (Ha IpUMEPE KOHKPETHOT'O apXHBa).

72. O0ecrnieyeHUE COXPAHHOCTH apXUBHBIX KUHOPOTOHOHOJTOKYMEHTOB (Ha
pUMeEpPe KOHKPETHOT'O apXHBa).

73. Co3nanue uMQpoBbIX ayTMOBU3YaJIbHBIX apXUBOB B Poccun: mpobiemsbl U
BO3MOKHOCTH.

74. ApxuBoBegueckue mpo0aeMbl padOThI C IEKTPOHHBIMU JJOKYMEHTaMHU.

75. OCOOEHHOCTH OpraHM3alMyd AapXMBHOIO XPAHEHHS DJIEKTPOHHBIX
JIOKYMEHTOB.

76. DneKTpOHHBIE JOKYMEHTHI B apXUBaxX: MpoOJieMbl pueMa, o0ecreyeHue
COXPAHHOCTHU U UCIOJIb30BAHUE.

77. DnekTpoHHas KOIHUSA JOKYMEHTa KaK OCHOBAa CO3/IaHUS JIEKTPOHHOTO
¢doHIa MONB30BAHUS apXUBA.

78. Chenuanu3upoBaHHbIE apXWBHBbIE HAKOIUTEIM B KOPIOPATUBHBIX
MH(GOPMAIIMOHHBIX CUCTEMAX.

79. 3apy0OexxHoe apXWBOBEIEHHUE: MPOOJEMbl HCTOPUMU, TEOPUH MU
METO0JIOTUH.

80. Pa3zBuTHE MEXIYHAPOIHOTO COTPYAHUUYECTBA aPXUBHUCTOB: MPOOJIEMBI U
HEePCIEKTUBBI.

81. CoBpeMeHHbIE MEXKIYHapOAHbIE ApPXUBHBIE PECYpChl, OCOOEHHOCTHU
UCTOJIb30BaHUS.

82. MHcmonb30oBaHME MAIIMHOYUTAEMBIX ApPXUBHBIX JOKYMEHTOB B
3apyOeKHBIX CTpaHaXx.

83. IloaroroBka KBanM(PUIMPOBAHHBIX KaJIpOB apXUBUCTOB B Poccuum u 3a
pyOexoM.

84. IlpumeHeHHE COBPEMEHHBIX TEXHOJOTMH IpPU pECTaBpallud apXUBHBIX
JOKYMEHTOB (TEOPETUUYECKUE U MPAKTUYECKUE ACIIEKThI).

85. [Ipo6ieMbl 10JITOBPEMEHHOTO XpaHEHUs AIEKTPOHHBIX JOKYMEHTOB.

86. Jlemo3utapHoe XxpaHeHUe NOKyMeHTOB AD P® B rocygapcTBEHHOM
apxuBe (Ha IpuUMepe KOHKPETHOTO apXHBa).

87. Ponb apXrBOB B COLIMATIbHO-UCTOPUYECKUX UCCIICIOBAHUSX.

88. OmbIT opraHu3auuy pabOTBl C APXMBHBIMU JIOKYMEHTAMH B JPYTUX
rocy/1apcTBax.

89. Bonpocel COXpaHHOCTH JTOKYMEHTOB B TOJbl BOCHHBIX JCWCTBUU Ha
Teppuropuun Poccun.

90. DnexkTpoHHBIH apxXWB Kak HeoOxomaumoe ycioBue 3heKTuBHON
MH(OPMALMOHHOW MOAJIEPKKU PabOThl COBPEMEHHOTO MTPEANPUSATHU.

91. YnpaBneHue peTpOCHEKTUBHON JOKYMEHTAUEN B cTpaHax EBpoIbIL.
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Pabora nonymiena k 3ammre  « » 20 r.
(oamuch)
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MNPUJTOKEHUE B
Oopa3zen opopMiIeHHs TUTYJBHOIO JIUCTA KYPCOBOiIl padoThI
10 APXUBOBEIEHUIO

MHHHCTEPCTBO HAYKH U BBICILIET'O OBPABOBAHNS POCCUMCKOU ®EJEPALINU
®EJIEPAJIBHOE 'OCYJAPCTBEHHOE BIOJKETHOE OBPA3OBATEJILHOE
YUPEXIEHUE BBICILIEI'O OBPASOBAHU S
«MATHUTOT'OPCKUM I'OCYIAPCTBEHHbBIN TEXHUYECKUIA
YHUBEPCUTET M. I'1. HOCOBA»
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2007. - 520 c.
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