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JIucr akTyanusanuu padoueii nporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CyKaeHa U 0100peHa s peanuzarnuu B 2024 - 2025
yueOHOM rofy Ha 3aceqanuu kageapsl Ilemarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

[Iporokonm oT 20 1. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, oocyxkaeHa u ogodpena st peanmuszanuu B 2025 - 2026
yueOHOM roy Ha 3acenanuu kageapel Ilegarornueckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[IpoTrokonm oT 20 1. Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2026 - 2027
y4eOHOM roy Ha 3aceqanunu kadeapel [lemarormueckoro o0pa3oBaHUsS U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas mporpamMma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanuzarnuu B 2027 - 2028
y4eOHOM roly Ha 3acefaHuu Kageapsl [lemarorndeckoro oOpa3oBaHus U JOKYMEHTOBEICHHUS

[Iporokomn ot 20 1. Ne

3aB. kadenpoii C.C. Benukanosa




1 Iles1u ocBOEHUSI I CHUTLTHHBI (MOLYJIs1)

— UW3yuYeHHE 3aKOHOMEpPHOCTEH IOKyMEHTOOOpa30BaHMSA, CKIAAbIBAHUA M Pa3BUTHUS
CHUCTEM  JIOKYMEHTalluM, TEOPEeTHYECKUX M  MPaKTHUECKUX  MpoOJieM  CO3/aHus
JOKYMEHTHPOBAaHHON MH-(OPMALIMU OpraHn3aluii 10001 OpraHU3alMOHHO-TIPABOBOH ()OPMBI.

2 MecTo quCHMIIMHBI (MO1YJIsI) B CTPYKTYpe 00pa3oBaTe1bHOI POrpaMMbl

HucuuiuinHa JloOKyMEHTOBeeHHE BXOAMT B 00s3aTeNbyl0 4acTh Y4eOHOro IUIaHa
00pa30BaTeNIbHOMN TPOrPaMMBI.

Jns  u3ydeHuss  AMCUMIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUsS,  BIAJCHMS),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YyUCHHS AUCIUTUTUH/ IPAKTUK:

VYuebHasg - MpakTHKa IO MOJYYCHHUIO TEPBUYHBIX MPO(ECCHOHATBHBIX yMEHUH U
HaBbIKOB, B TOM YHCJIE€ IIEPBUYHBIX YMEHMM U HaBBIKOB HAy4YHO-HCCJIEIOBATEIbCKON
JESTEIIbHOCTH

JIMHrBUCTHYECKUE OCHOBBI JIEJIOBOTO NUChMA

Beenenue B npodeccuto

3HaHus (YMEHUS, BIAJ€HUs), TOJYYEHHbIE NP U3YYEHUU NAHHOW TUCLUIUIMHBI OyayT
HEOOXOIUMBI JUIsl U3yUCHUS IUCLUILINH/TIPAKTHK:

ApXUBOBEJICHUE

JIoOKyMeHTallMOHHOE 00€ecIIedeHHE TPYAOBbIX OTHOILLIEHUH B PO

MopenupoBaHue CUCTEM JOKYMEHTAUH OpTaHU3allH

OCHOBBI CEKPETAPCKOT0 00CITYKUBAHUS

[IpoekTHas AeATENbHOCTD

WHdpopmanroHHble TEXHOJIOIMH B JOKYMEHTOBEICHUH 1 apXUBHOM JIeJie

HopmatuBHas 6a3a nenoBoro nucbma

[IpoekTupoBaHue ynpaBiIeHUECKON JOKYMEHTAlMU OpraHUu3aluu

Jlenonpou3BoACTBO KOMMEPUECKUX IPEATPUATUH

WudopmanroHHbIe pecypchl KaIpoBOM CITyKObI

[IpakTHKyM I10 COCTaBIECHHUIO U OPOPMIICHHIO CITY>KEOHBIX JOKYMEHTOB

CrnenuanbHas cucTeMa yYeTHOM JOKyMEHTaIuU

I'ocynapcTBeHHbIE, MyHHUIIUIIATBHBIE ¥ BEJIOMCTBEHHBIC APXUBEI

MesxyHapoiHble CTaHAAPTHI YIIPaBIEHUS JOKYMEHTaMHU

Opranu3zanys padoThl ¢ 00palleHUsIMHU TPak1aH

JIOKyMEHTallMOHHOE  O0€ecleYeHHe YIpaBICHUsS Ha MPEANPUATHAX  Pa3INYHBIX
OpraHU3alMOHHO-TIPABOBBIX (OPM

Jlenosast mepenucka

VYyeOHasi - 03HaAKOMUTEIbHAS IPAKTUKA

Opranu3anus 1 TEXHOJIOTUS TOKYMEHTALMOHHOT0 00eCTIeYeHUs yIIPaBIeHUs

JIoKyMeHTalMoOHHOEe OOecreueHue AESITeNbHOCTU OpPraHoB T'OCYJapCTBEHHOH BJacTH,
yIpaBJIEHUs U [10/IBEJOMCTBEHHbBIX OpraHu3anui

IIpoekTHast [EATENBHOCT MO JIOKYMEHTAIlUOHHOMY OOECHEUEHHUIO YTIpaBJICHUS
OpraHu3amuen

[Ipou3BocTBEHHAs - MpPaKTHKa MO MOJYyYEHHUIO0 MPOodEeCcCHOHAIbHBIX YMEHUH U OmbITa
npodecCHOHATBLHOM AesITebHOCTH

JIOKyMEHTUPOBaHUE IEATEIBHOCTH HErOCYIapCTBEHHBIX OpraHU3aIii

NudopmanmonHoe odbecrieueHne ynpaBIeHUs!

KanpoBoe nenonponsBoacTBoO

[ToaroroBka Kk mpoiietype 3allrThl ¥ 3all1MTa BITYCKHON KBATM(PUKAIMOHHOMN paboThl



3 Komnerenuuu ody4yarouerocsi, GopMupyembie B pe3yabTaTe 0CBOCHUSA

AUCHHUIIJIMH

bl (MOIYJIs1) U INIAHMPYeMble Pe3yJbTAThbI 00y4eHus!

B pesynbTaTe OCBOCHUS AMCHUILIMHBI (MOAYNs) «J/[OKyMEeHTOBeACHHE» O0YyJaroIHiics
JOJIKEeH 00J1a/1aTh CIAEAYIOIUMU KOMITETEHIUSMHU:

Kon unaukatopa

I/IH,Z[I/IKaTOp JOCTHIXXCHHA KOMIICTCHIIMU

YK-6 CnocobOeH ympaBisiTb CBOMUM BPEMEHEM, BBICTpauBaTh U PEAIM30BBIBATH TPACKTOPHUIO

CaMOpPa3BUTHA Ha OC

HOBE IIPUHIIMIIOB 00PAa30BaHUs B TEUEHUE BCEN KU3HU

YK-6.1

I/ICHOHB?)yeT HHCTPYMCHTBI MW MCTOAbI YIHPABJICHUA BPEMCHCM IIpU

BBINIOJTHEHUM  KOHKPETHBIX  3a/ady, MPOEKTOB, TMpU  JOCTHKCHUU
MOCTaBJICHHBIX EJICH

YK-6.2 Omnpenensier TPUOPUTETHI COOCTBEHHOW JIEATEIBHOCTH, JIMYHOCTHOTO
pa3BUTUS U TPOHECCHOHATLHOTO POCTa

YK-6.3 OnenuBaeT TpebOBaHUs PbIHKA Tpyda U MPesIoxKeHUs 00pa30BaTeIbHBIX

YCIIyT JUISL BBICTPAUBAHUS TPACKTOPUU COOCTBEHHOTO MPOQPECCHOHATBHOTO
pocta

YK-7 CrnocobeH moanepKuBaTh JOJDKHBIH YpOBEHb (U3NYECKOH IMOIrOTOBICHHOCTH JIJIS

obecneyeHus HOJIHO

LIEHHOHN COLMAILHON 1 MPO(heCCHOHAILHON eI TEILHOCTH

VK-7.1

BeiOupaer  310poBhecOeperaroniie  TEXHOJIOTWH  JUISL  [OJUICPIKAHUS
3I0pOBOTO 00pa3a JKM3HH C y4eTOM (DHU3HOJIOTHYECKHX OCOOSHHOCTEH
OpraHM3Ma U YCIOBUI peau3aiiy MpodecCHOHaTbHOM JIeATEIbHOCTH

YK-7.2 [Inanupyer cBoe pabouee M CBOOOJHOE BpeMs IS ONTHMAJIBHOTO
coueTaHusi (U3NYCCKOM © YMCTBEHHOW HArpy3KH © OOCCICUeHUS
padoTOCHOCOOHOCTH

YK-7.3 ColOnroaeT W TpoIaraHaupyeT HOPMBI 3J0pOBOTO oOOpa3a >KH3HU B

PA3JIMYHBIX )KU3HCHHBIX CUTYalluAX U B HpO(i)CCCI/IOHa.HI)HOI\/JI JACATCIIBHOCTHU

OIIK-2 CnocobeH H

aAXO0IUTb OPraHru3alluOHHO-YIIPABJIICHYCCKHUC PCIICHUS ITPU PCIICHUHU 3a/1a4 B

chepe cBoeii npodeccnoHanTbHON AeSITEILHOCTH,

OIlK-2.1 Omnpenensier 1enu U 3a/1a41 yIpaBlieHUs B cepe cBoel npodeccuoHanbHOM
JeSITEIbHOCTH

OIIK-2.2 Hcnons3yer OCHOBHBIE METOABI M IIPUEMBI OPTaHM3ALWH, IUIAHUPOBAHMS,
MOTHBAIlUM, KOOPJMHALMM M KOHTPOJS TIpolLeccoB B cdepe cBoeit
npodecCHoOHATLHON AEITEILHOCTH

OIIK-2.3 YMmeeT naeHTUQHUIMPOBATH TPEOOBaHUS HOPMATHUBHO-IIPABOBOM Cpeabl K

CBOCH HDO(I)CCCI/IOHB.HBHOI\/‘I JACATCIIbHOCTH U ACATCIIbHOCTH OpraHu3ainn

OIIK-3 Cnocoben MNPUMCHATH TCOPECTHYUYCCKUC 3HAHUA JISI PCHICHUA ITOCTABJIICHHBIX 3a1a4 B

00JIaCTH TOKYMEHTO

BCJICHUS U apXUBOBCICHU S,

OIIK-3.1

COCTaBJ'ISIeT, O(I)OpMJ'ISIeT U BCACT YHNPABJICHUYCCKYIO HOKYMCHTAIUIO
pa3siin4HbIX BUAOB 11O HpO(i)I/IJ'IIO ACATCIIBHOCTH  OpraHHU3ali B
COOTBETCTBHUH C €€ OPraHHU3aIMOHHO-IIPABOBOM d)ODMOfI

OIIK-3.2 3HaeT NpaBOBbIE HOPMBI M IIpaBMjia OpPraHU3allMM, CHCTEMaTHU3alluy,
KOMIUIEKTOBaHUS M YydeTa JIOKYMEHTAJFHOTO M apXWBHOTO (DOHIOB
OpraHu3aIMu

OIIK-3.3 Paboraer ¢ KoprmopaTHBHOI cHCTEMON IOKYMEHTOOOOPOTa, B TOM YHUCIIE

AJIEKTPOHHOTO, B COOTBETCTBUU C MIPABOBBIMU HOpMaMU NMPOQeccCuOHANbHON
CPEJIBI




4. CTpyKTypa, 00bEM U COiep KaHNe TUCUMTLTHHBI (MOIYJIs1)
OO0mast TpyJ0eMKOCTh AUCHHUILTUHBI cocTaBisgeT 10 3auetHpix enuuuil 360 akaa. 4acoB, B TOM

HHUCIIC:

— KOHTaKTHas pabota — 261,5 akaj. yacos:

—aynuTopHas — 243 akajl. 4acoB;

— BHeayauTopHas — 18,5 aka. yacos;
— camocTosTenpHas padorta — 98,5 akaz. 4acos;
— B (hopMe npakTudeckoit moaroroBku — 0 akaj. yac;

®dopma aTTecTaluu - 3a4eT, KypcoBas paboTa, 3a4eT C OLIEHKOU

AynutopHas ® o
<
KOHTaKTHas =
g = dopma TeKymIero
o, pabora E Y
Pazznen/ Tema 3 & 2 Bux KOHTpOIA Koxn
B aKaj. Jacax 4 .
g ( A ) & ©| caMocTOATENBLHOM | ycrieBaeMocTH 1
JIACITATIINHEL 3 £ o 6 .. | xommeTenuN
@) 5 9 g paboThI MIPOMEKYTOUHOM
71a0. | mpaxT. S|
Jlek. p Z9 aTTecTaluu
3ad. | 3aH. [O 9
1. Pasmen 1. VYHubunupoBaHHBIC
CHUCTEMBI JOKyMeHTaluu. JIOKyMEHT Kak
CHCTEMa
TTouck
JIOTIOJTHUTEIIbHOM
UHPOPMALIUH T10
3aJIaHHOM TeMe.
KonTponpras
paGora. TectupoBanue YK-6.1,
Brimonaenue VK-6.2,
(Texymiee u
JIOMAITHUX HroroBoc) YK-6.3,
MPAaKTUYIECKUX OIIK-2.1,
IIpakTueckas
abor OIIK-2.2
1.1 VYnpasneHueckas TEopHst CaMocI;oslTem,Hoe pabota OIK-2 3’
JIOKYMEHTA. VYnpasnenueckue| 2 | 10 18 15 HaVHeHIe Kontponbhas OIK 3'1’
CHUCTEMBI JOKYMEHTALUN qe6ﬂg]171 U HAVIHO pabota OITK 3'2’
Y JIATEpa- T yLI Y CTHEL onpoc OIIK 3.3,
pa- Typel. (cobecenoBanue) -
ITogroroBka k VK-7.1,
Ha TPAKTHYECKUX 5
TECTUPOBAHHUIO U 3auCTe VK-7.2,
Pabora ¢ VK-7.3
KOMITbIOTEPHBIMH,
JIIEKTPOHHBIMH
y4eOHUKaMHU,
TECTOBLIMU

CUCTEMaMu




TTouck
JIOTIOJTHUTEIIEHOM
“HGOPMALIUH T10
3aJ]aHHON TEME.

KonTponshas
pagora. TectupoBanue
Brimonnenue (Ter - VK-6.1,
JIOMAIITHUX HTo}r/(L)[;oe) OIIK-2.1,
MPAKTHYECKUX OIIK-2.2,
aGoT IIpakTuueckas OIIK-2.3
1.2 Cranpaptusanus U yHUDHKALUS P pabota D
OKYMEHTOB YHubumpoBaHHbe 12 16 18 CamocrosTensroe KonrpoasHas OIK-3.1,
fmczeMbl 01.< MEHTA I/II/IH b H3YHCHHC a%OTa OIIK-3.2,
AlOKY . yueOHOI 1 HAYIHO pabe OIIK-3.3,
VYeTHBIN onpoc
JIUTEpa- TYPHL. YK-7.1,
IonroroBka (cobecenonanue) VK-7.2
Ha TPaKTUYECKUX .
TECTHPOBAHHIO VK-7.3
Pabora U 3a4eTe
KOMITBIOTEPHBIMH,
ANIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
CHUCTEMaMHU
TTouck
JIOIOIHUATEILHOMN
uH(OpMaIH 1O
3aJJaHHOU TeMe.
KonTponbHas
pabora. TecTtupoBanue YK-6.1,
Brmmonaenne (Ter cen OIIK-2.1,
JIOMAIIHUX I/IToi:(L)L;oe) OIIK-2.2,
MPAKTUYECKHUX Mpaxrueckas OIIK-2.3,
1.3 JloxymeHT kak cucrema. OOriue pabot p aGora OIIK-3.1,
TpeOoBaHUs K 0 OpMIICHHUIO CamocTosTenbHOe P OI1K-3.2,
12 17 20,2 KonTponbhas
OpraHU3aIIMOHHO-PACIIOPSAUTEIBHBIX H3yuCHHE aGora OI1K-3.3,
JIOKyMEHTOB y4eOHO 1 Hay4HO P . VK-7.1,
VYcrHblil onpoc
JIUTEpa- TYPHL. VK-7.2,
ITogroroBka k (cobecenonanme) VK-7.3
Ha MPAKTUYECKUX e
TECTHPOBAHHIO o saueTe VK-6.2,
Pabora ¢ VK-6.3
KOMITbIOTEPHBIMH,
JIIEKTPOHHBIMH
y4eOHUKaMHU,
TECTOBBIMHU
cUcTEeMaMu
HWroro no pazngeny 34 51 53,2
Hroro 3a cemectp 34 51 58,2 3a4éT

U ohOpMIICHHIO

JOKYMCHTAIlUn

OCHOBHBIX

2. Paznen 2. TpeGoBaHUS K COCTABICHHIO

BHJIOB

OPTaHM3aIIMOHHOT 0-PACTIOPSAAUTEILHON




TTouck
JIOTIOJTHUTEIIEHOM
“HGOPMALIUH T10
3aJ]aHHON TEME.

cucreMamMu

KonTponshas
abora.
P TectupoBanue
Brinmonnenune
OMAIITHIX (Tekyiee u VK-6.1,
HPAKTHICCKIX HUTOTOBOE) OIIK-2.1,
P aGoT TIpakTudeckas OIIK-2.2,
2.1 TpeOoBaHHS K COCTaBJICHHUIO H P pabota OIlK-2.3,
CamocrosTensHoe
0pOPMIICHHIO  OCHOBHBIX  BHJIOB 10 10 HBVICHNC KoHnTposbHas OITK-3.1,
OpraHU3aIMOHHBIX JIOKY-MCHTOB Y pabota OIIK-3.2,
y1eOHOH  HayHO VYerHblit onpoc VK-6.2
JINTEPATYPEI. o
Hoargm};ﬁa « (cobecemoBanme )| VK-7.1,
Ha [IPaKTUYECKUX VK-7.2
TECTUPOBAHUIO U saueTe
Pabora ¢
KOMITBIOTEPHBIMH,
ANIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
CHCTeMaMu
Ilouck
JIOIOIHUATEILHOMN
uH(OpMaIH 1O
3aIaHHOU TEME.
KonTponbHas
abora.
BLII:'IOJIHeHI/Ie Tecruposanne VK-6.1
(Texymiee u o
JIOMAIIHUX VK-7.1,
HUTOTOBOE)
MIPAKTHUECKUX YK-7.2,
IIpakTuaeckas
pabot VK-7.3,
2.2 TpeOoBaHHMA K COCTaBJICHUIO H pabora
CaMoCTOSITEIbHOE OIIK-2.1,
O(QOPMJICHHIO  OCHOBHBIX  BHJIOB 8 12 HBVHeHIe KonTponbhas OINK-2.2
ACTIOPSIIUTENBHBIX JTOKY-MEHTOB yv abora o
yueOHOI ¥ Hay4HO N OIIK-2.3,
VYcrHblil onpoc
JIUTEpa- TYPHL. (cobeceopanme ) OITK-3.1,
ITogroroBka k Ha PAKTHYCCKIX OI1K-3.2,
TECTHPOBAHHIO o saueTe OIlK-3.3
Pabora ¢
KOMITBIOTEPHBIMH,
JIIEKTPOHHBIMH
y4eOHUKaMHU,
TECTOBBIMHU
CHCTEeMaMHU
Tlouck
JIOTIOJTHUTEIbHON
UHPOPMALIUH T10
3a/IaHHOM TeMe.
KonTponpnas
abora.
BI:II;'IOJ'IHGHI/IG Tecruposaime VK-6.1
TeKyIiee u o
IOMAIITHUX (rexy VK-7.1,
HUTOTOBOE)
MPAKTUYECKUX TpaxTiieckas YK-7.2,
2.3 TpeboBaHHS K COCTABJICHUIO | pabot aGota YK-7.3,
OQOPMJICHHIO  OCHOBHBIX  BHJIOB CamocTosaTenbHOoe P OIlK-2.1,
10 18 KonTtponbhas
HH(POPMAIHOHHO-CITPABOYHBIX H3y4CHUE aGota OIlK-2.2,
JIOKyMEHTOB y4eOHOI 1 Hay4HO yCTII-)I Biif onpoc OI1K-2.3,
JIUTEpa- TYPHL. ( OIIK-3.1,
cobeceoBaHueE )
IToaroroBka k OIlK-3.2
A Ha MPaKTHYECKUX '
TECTUPOBAHHIO U 3auCTe OIIK-3.3
Pa6ora ¢
KOMITBIOTEPHBIMH,
SIIEKTPOHHBIMHU
y4ueOHUKaMHU,
TECTOBBIMHU




TTouck
JIOTIOJTHUTEIIEHOM
“HGOPMALIUH T10
3aJ]aHHON TEME.

CUucTeMaMu

KonTponshas
paGora. TecrupoBanue YK-6.1,
BrmonaeHnne (Texymmee 1 VK-7.1,
JIOMAIITHUX VK-7.2,
HUTOTOBOE)
MPAKTHYECKUX TpaxTideckas VK-7.3,
2.4 TpeOoBaHHS K COCTaBJICHHUIO H pabot OIlK-2.1,
OQOPMJICHHIO  OCHOBHBIX  BHJIOB CamocrosTensHoe padora OIIK-2.2,
8 14 3,2 KoHnTposbHas
JIOKYMEHTOB o TPYIOBBIM U3yuYeHHE aGora OI1K-2.3,
OTHOLIEHUSAM. JINUHBIE JOKYMEHTHI y4eOHOI 1 Hay4HO P . OIIK-3.1,
VYeTHBIN onpoc
JIUTEpa- TYPHL. (cobeceopanue ) OIIK-3.2,
TToaroroBka k OIIK-3.3,
Ha MPaKTHISCKUX
TECTHPOBAHHIO VK-6.2,
Pabora ¢ 1 satere VK-6.3
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
cucTeMaMu
Wroro no pazneny 36 54 121
HWroro 3a cemectp 36 54 18,2 3a4€T
3. 3 Paszmen. CoBeplieHCTBOBaHHE
JOKyMEHTAIIMOHHBIX IIPOIIECCOB.
Kommuiekcsl 10KyMeHTOB
ITouck
JIOIOIHUATEILHOMN
UHPOPMALIUH T10
3a/JaHHOM TeMe.
KonTponpras
paborta. TectupoBanue
Brimonmaenue (Texymiee u VK-6.1,
JIOMAIIHUX HUTOTOBOE) VK-7.1,
3.1 PernmameHTamuss  NPOIECCOB MPAKTHIECKUX IpakTHyeckas YK-7.2,
JIOKyMEHTO00pa30BaHMUsI. pabot pabora YK-7.3,
YHauduKanus ¥ CTaHAAPTU3AIUS KaK 12 10/61 | 10 CamocrostensHoe| KoHTpompHas OIlK-2.1,
METOABI COBEpPILEHCTBOBAHUS U3yuyeHue pabora OIIK-2.2,
JIOKYMEHTHO-KOMMYHUKAIIHOHHON y4eOHOI 1 HaydHO| Y CTHBIN Ompoc OI1K-2.3,
JeATeIIbHOCTH nurtepa- Typsl. [ (cobecemosanue) | OIIK-3.1,
TloxroroBka Kk |Ha mpaktuyeckux | OITK-3.2,
TECTUPOBAHUIO U 3a4ere OIIK-3.3
Pabora ¢ Kypcosas pabora
KOMITBIOTEPHBIMH,
JNIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU




TTouck
JIOTIOJTHUTEIIEHOM
“HGOPMALIUH T10
3aJ]aHHON TEME.

OIICHKOM

KonTponshas
pabota. TectupoBanue
Brimonnenue (Tekyiee u VK-6.1,
JIOMAIITHUX HUTOTOBOE) OIIK-2.1,
MPAKTUYECKUX IIpaxTuyeckas OIIK-2.2,
3.2 TIpocThie U CIOKHBIC KOMIUIEKCHI pagor padora OIK-2.3,
10 144u | a CamocrostensHoe| KoHTposbHas OIIK-3.1,
JIOKYMEHTOB. U3yuYeHHE pabota OI1K-3.2,
JloKyMEHTHEIE pecypCeI. yueOHO#t 1 HaydHO| VY CTHBIH OIpoc OIIK-3.3,
nuTepa- Typhl. | (cobecemoBaHue) YK-7.1,
TloaroroBka Kk |Ha MPAKTUYECKUX VK-7.2,
TECTHPOBAHHIO U 3a4eTe VK-7.3
Pabora ¢ Kypcosas pabota
KOMITBIOTEPHBIMH,
ANIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
cucTeMaMu
Ilouck
JIOIOIHUATEILHOMN
uH(OpMaIH 1O
3aJJaHHOU TeMe.
KonTponbHas
paboTa. TectupoBanue
Brinonnenune (Tekyiee u VK-6.1,
JIOMAIIHUX HUTOTOBOE) OIIK-2.1,
MPAKTUYECKHUX IIpakTuueckas OIIK-2.2,
3.3  OcoOeHHOCTH  COCTaBIICHHS pabor pabota OIK-2.3,
OKYMCHTOB Ha MAUTHHHBIX CamocrosarensHoe| KoHTposbHas OIIK-3.1,
HocuTemsix.  FOpuauyeckas — cuna 12 10/411 | 15,3 . pabota OIK-3.2.
AOKYMGHTOB Ha MAIHHHBX yueOHOi 1 Hay4yHO| VYCTHBIH ompoc OIIK-3.3,
HOCHTEIISIX
muTepa- Typel. | (cobecemoBanme) VK-7.1,
IloaroTroBka Kk |Ha MPAKTUYECKUX VK-7.2,
TECTUPOBAHHIO U 3a4eTe VK-7.3
Pabora ¢ Kypcogas pabora
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4eOHUKaMHU,
TECTOBBIMHU
CHCTEeMaMHU
Hroro no pazaeny 34 34/1411133,2
HWroro 3a cemectp 34 34/1411(29,3 320,Kp
139/14 3a4eT, KypcoBast
Hroro no nucrumianne 104 1 98,5 pabora, 3auer ¢




5 O0pa3oBaTejibHbIE TEXHOJIOTHH

W3ydyenne DUCHUIUIMHBI HAaYMHAETCA C IleJierojlaranus, 0003Ha4yarollero OCHOBHBIE
3HAHUS, YMEHUS U HaBBIKH, KOTOPBIE JOJDKHBI COOPMUPOBATHCA Y CTYJCHTOB B X0JI¢ O0YUYCHHUS.
Hayka «/lokymeHTOoBezeHHe» MpeacTaBieHa B CIEKTpPe MPOOJIEMHBIX BOMPOCOB YIPABICHUS B
pa3IMYHBIX OTPACIAX ACSITEIbHOCTH YEIOBEKa.

TexHonorueld MOHUTOPUHIA PE3YJIbTATOB O0PA30BATENBHOM IESATEILHOCTU SBISETCS
3a4yeT, BBICTABISIEMBI Ha OCHOBE MOATOTOBJIEHHOT'O MOPT(HOIUO, MO3BOJSIOMIETO YYHUTHIBATH
pe3yNbTaThl, JIOCTUTHYTbIE CTYIEHTOM B pPa3HOOOpa3HbIX BHAAX JACSITENBHOCTH —
y4eOHO-TI03HABATENIbHON, YACTUYHO-TIOMCKOBOM, PEIIPOTYKTHUBHOM:

-OTBETHI Ha TPAKTUYECKHE 3a/IaHUs,

-TECTUPOBAHHUE,

-KOHCIIEKTUPOBAHHUE,

-KypcoBas pabora.

TexHonorus MoeIMpOBaHUs SBISETCS BaXKHBIM 3JIEMEHTOM JIESITEIIBHOCTHOIO MOIX0/1a
B 00yueHUH OaKanaBpoB 10 HAIIPABJICHUIO «/|0OKyMEHTOBEIEHNE U apXUBOBEICHUE.

Jlis oueHku nOPTQOINO MPUMEHSETCS PEUTHHIOBas TEXHOJOTUS OICHKU 3HAHUM,
CIOCOOCTBYIOIIAS IEMOHCTPAIMK 00BEKTUBHOCTH IIPE0AaBATEIbCKOM OLICHKH.

JI71s1 KOHTPOJS PENPOLYKTUBHON J€ATEIbHOCTH CTYIEHTOB UCIIOIb3YETCSl YCTHBIM OIPOC
Ha TPAKTUYECKUX 3aHATHAX, TectupoBaHue. C 1enpl0 oOecredeHus] MpPeeMCTBEHHOCTH
M3y4aeMbIX TEM Ha JEKUUAX HCIONb3YIOTCS OJNMI-OMPOCH], OMpPEesIoNie CTeNneHb
OCO3HAHHOCTH JIEKLIMOHHOT'O MaTepuaia, yCTAaHOBICHUE CBA3M MEXIY KIIOUYEBBIMU MOHITHSIMU
Kypca.

[IpodeccronanbHble yMEHHS IO pabOTe ¢ UCTOYHUKAMHU PA3HBIX TUIIOB OTPA0ATHIBAIOTCS
IOpU BBIOJIHEHUWU JoMamHuX paboT . I[IpoBepka cPOpMHUPOBAHHOCTH HA3BAaHHBIX BBIIIE
po¢eCCHOHATBHBIX KOMIIETEHIINI OCYIIECTBIISIETCS B HHTEPAKTUBHOW (hOpME HA MPAKTUIECKUX
3aHATHUAX 110 MOJECIUPOBAHUIO TPOEKTOB IOKYMEHTOB.

Hcnonp3yroTcs IUMCTAaHIIMOHHBIE 00Opa30BaTEIbHbIE TEXHOJOTH, pEaIU3yeMble C
OpUMEHEHHEeM  WHGOPMAIMOHHBIX U TEJIEKOMMYHHKAIMOHHBIX  TEXHOJOTHH  MpHU
OIIOCPEI0BAHHOM B3aUMOICHCTBUN 00YUaIOLIErocs U MeJaroruueckoro paboTHUKA.

[IpakTHdeckue 3aHITHS TPOBOAATCA B (opMe MPAKTUUECKOW MOJATOTOBKU B YCIOBHUSAX
BBITIOJIHEHHST OOYyYalolMMHUCS BHJIOB padoOT, CBS3aHHBIX ¢ Oyaymed mnpodeccruoHambHOM
JESTENIbHOCThIO W HANpPaBIEHHBIX Ha (OPMUPOBAHUE, 3aKPEIJICHHE, Pa3BUTHE MPAKTHUYECKHUX
HABBIKOB ¥ KOMIIETEHITUH 110 PO U0 00pa3oBaTeIbHON TPOTPaMMBI.

ConeprkaHue 4acTH CaMOCTOATENbHOM paboThl paccuuTaHbl Ha (POPMUPOBAHUE YMEHHH
MOJIb30BAThCA ~ MaTepuajiamMM  IEePUOJUMYECKHX  HW3JIaHUil, BKJIIOYas HHTEPHET-U3JaHUS
npodecCHOHANBHBIX HAYYHO-TIPAKTUYECKUX KYPHAIIOB.

[Ipn wu3yueHun TpeOOBaHUN K COCTaBICHHIO M OQOPMIIEHMIO OCHOBHBIX BHJIOB
OpraHU3alMOHHOT O-PaCOPSAUTEIBHON JIOKyMEHTaluu IIPUMEHSIIOTCS KOMILIEKC
o0pa3oBaTeNbHbIX M HMH(POPMAIMOHHBIX TEXHOJIOTUH, HAIpPaBIECHHBI Ha OBJAJIEHUE
3as1BJIEHHBIMU KOMIIETEHIUSMU.

B mpouecce Bcero 00ydeHMsI MCIONB3YIOTCS MH(YOPMAIMOHHO-KOMMYHHUKAIIMOHHbBIE
oOpa3oBaTeNbHbIE TEXHOJIOTUM — OpraHu3alus oO0pa3zoBaTelbHOTO Mpollecca, OCHOBAHHAS Ha
NPUMEHEHUN CHEIHATU3UPOBAHHBIX MPOTPAMMHBIX CPeJl M TEXHHUYECKHUX CPEACTB palboThl C
uHpopmarmeit. GopmMamMu yueOHBIX 3aHATUN SBISIOTCS: JIEKIMS-BU3YaIH3allUusl — U3JI0KEHUE
COJIEp’KaHUsl  COMPOBOXKIACTCS TMpe3eHTauued (IeMoHcTpanuell y4yeOHBIX MaTepHalioB,
MPEJICTABICHHBIX B PA3NIUYHBIX 3HAKOBBIX CHCTEMax, B T.4. WJUIFOCTPATHUBHBIX, TPaPUUECKHX,
BHJICOMATEPHAIIOB).

[Ipu HamMcanuu KypcoBOil pabOTHI MPUMEHSIOTCS TEXHOJIOTHH OPTaHU3alUY TPOSKTHOM
Y Hay4HO-HMCCIIEI0BATENbCKON AEITEIbHOCTH.



6 YueOHO-MeTOAUYeCKOe 00ecrieueHHe CaMOCTOSITEeIbHOI PadoThl 00y4Yaouuxcst
IIpencrasneno B npuioxenuu 1.

7 OneHOYHBIE CPeACTBA AJIsl IPOBeIeHHs POMEKYTOYHOM aTTeCTAMI
IIpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAUYecKOe M MHPOPMAIMOHHOE 00ecneyeHue JUCITUITIMHBI (MOYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. JlokyMeHTOBEICHUE © y4eOHHUK U TPAKTHKYM IS akaJeMudeckoro Oakanaspuata / JI.
A. JloponuHa [u np.] ; mox penakuueit JI. A. JloponnHoi. — 2-€ u3 ., nepepad. u gon. — MockBa
: M3marensctBo [Opaiit, 2019. — 309 c. — (bakamaBp. Axagemudeckuii kypc). — ISBN
978-5-534-03053-2. — Tekcr : onekrponssii /[ 3BC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433067 (nata obparuenus: 24.01.2023).

2. KazakeBuu, T. A. JlokymeHTOBeneHHE. J|OKyMEHTAIIMOHHBIM CEPBHUC . YYCOHHK H
NpaKTUKYM Juis ipukIiaanoro Oakanaspuata / T. A. KazakeBuu, A. U. Tkanuy. — 2-¢ u3f., ucmp.
u gomn. — Mocksa : U3narensctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. [Ipuknaanoi kypc). —
ISBN 978-5-534-06273-1. — Tekct : oanektponusii // DBC IOpaitr [caiit]. —
URL.:https://www.biblio-online.ru/bcode/437480 (nara oopamenus: 11.01.2023).

3 KoxymkoBa, H. B. Crpykrypa mokymenta. CHCTEMBl JIOKYMEHTAIIWH.
YHubunupoBanHas CHCTeMa OPraHHU3aIlMOHHO-PACTIOPSAUTEIBLHON JOKYMEHTAIluu: o0IIue
TpeOOBaHUs K COCTaBJICHHIO M opopMiieHuIo : yueOHoe nocooue / H. B. Koxymikosa ; MI'TYV. -
Maruutoropek : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTyI1. 3KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara oOpamenus: 04.01.2023). - Makpoobdbekr. - Tekcr
3JIEKTPOHHBIN. - CBeieHHs 1oCcTyIHBI Takke Ha CD-ROM.

0) JlonmostHuTeIbHAS JIUTEPATYpA:

1. baiibopomoBa, JI. B. Meromonoruss ¥ METO/bl HAYYHOTO HCCICIOBaHUS | y4eOHOE
no-cobue i OakanaBpuaTta u maructparypsl / JI. B. Baitboponosa, A. I1. UepHsBckas. — 2-¢
u31., ucnp. u gon. — Mocksa : U3natensctBo HOpaiit, 2019. — 221 ¢. — (bakanaBp u Marucrp.
Axanemuueckuit kypc). — ISBN 978-5-534-06257-1. — Tekcr : anexrponusiit // DBC IOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/437120 (nata obpamenus: 11.01.2023).

2. Amnoxmna, C. A. KypcoBas paboTa 1O JOKYMEHTOBEICHUIO, apXHBOBEICHUIO,
OpraHu3allii W TEXHOJOTUM  JIOKYMEHTAllMOHHOTO  OOecreueHusl  yNnpaBJIeHUsS
yuebHo-MeTouueckoe mocooue / C. A. Anoxuna, A. K. Makaposa, . B. Camapokosa ; MI'TYV. -
Marnuroropck : MI'TY, 2016. - 1 snekrpos. ont. auck (CD-ROM). - 3ari. ¢ tuTyn. ’kpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true (mara ooOpamenus: 04.01.2023). - MakpoodwsekT. - Tekcr
3NIEKTPOHHBIN. - CBefieHus noctynHel Takke Ha CD-ROM.

3. IToremkuHa, M. H. OCHOBBI  HCCIIEIOBATEILCKOM  JAEITEIILHOCTU
yueOHo-MeToamueckoe nocooue / M. H. [Toremkuna ; MI'TVY. - Marnuroropck : MI'TY, 2018. - 1
DIIEK-TPOH. OIIT. JICK (CD-ROM). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true (mata oOpamenus: 09.01.2023). - Maxkpoobdbekr. - Tekcr
ANIEKTPOHHBIN. - CBefieHus nocTynHel Takke Ha CD-ROM.

B) MeTtoanyeckne yKazaHus:



CamocrosTenbHas paboTa CTyIeHTOB By3a . npaktukyMm / coctautenu: T. I'. Heperuna,
H. P. ¥pazaeBa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOropckuii roc. TEXHU4ECKUI YH-T UM.
I'. Y. HocoBa. - Maruurtoropck : MI'TY um. I'. 1. Hocoga, 2019. - 1 CD-ROM. - 3aru. ¢ tury.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mara ooOpamenus: 28.09.2023). - MakpooOwsekT. - Tekcr:
3JIEKTPOHHBIN. - CBeieHust 1ocTyIHbI Takke Ha CD-ROM

MeToaudeckue yka3zaHUS IO BHJAM 3aHITHHA, MPEIyCMOTPEHHBIX YYCOHBIM TLIAHOM,
npencraniensl B [Ipunoxxenusix 1 u 2 k Hacrosiei paboueit mporpaMme.

MeToaudeckne peKOMEeH IalluH 110 HAMMMCAHUIO U 3aIlIUTE KyPCOBBIX PabOT MPeICTaBICHBI
B anekrpoHoM mocooun C. A. Amnxoxunoi, A.K. Makaposoit KypcoBas pabora mo
JIOKYMEHTOBEJCHUIO, apXMBOBEJACHHUIO, OpPraHU3allMd W TEXHOJOTUH JOKYMEHTAIMOHHOTO

obecnieucnus yrpasieaus (cM. [Tpunoxenne 1).

r) [Iporpammuoe obecneuenue u UHTepHeT-pecypcebi:

IIporpaMmmHoe o0ecnieueHue

HanmenoBanmne o
10 Ne morosopa Cpoxk neiicTBUS TULIEH3UU
MS Off_lce 2007 Ne 135 o1 17.09.2007 OeccpouHo
Professional
7Zip CcBOOOIHO 0eCCpPOUHO
FAR Manager |cBo6oaHO OECCPOYHO
IIpodeccuonanbHble 6a3bl JAHHBIX H HH(POPMAIHOHHBIE CIPABOYHbIE CHCTEMbI
HazBanue kypca Ccplika
OJICKTpOHHAA | 0asa  MEPHOMMNECKMX|y o /idlib eastview.com/
u3nanui East View Information Services,

Hanumonanbuas
undopmanmronno-ananmutuueckas cucremal|URL: https://elibrary.ru/project_risc.asp
— Poccuiickuit HHIEKC HAy4YHOT'O
ITouckoBas cucrema Axkagemus Google
(Google Scholar)

Nudopmannonnas cucrema - Ennnoe okHO
JIOCTYIa K MH(POPMAIMOHHEIM pecypcaMm
Poccuiickas ['ocynapctBenHas 6ubauoTexa.

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

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

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

Karanoru

DnektponHbIe pecypesl 6ubmmorekn MI'TY [https://magtu.informsystema.ru/Marc.htmi?local
uM. ['.1. HocoBa e=ru

ApxuB HayYHBIX KYpHAIOB

«HarmoHanbHbIN https://archive.neicon.ru/xmlui/

DJIEKTPOHHO-UH(GOPMAILIHOHHBIN
9 MaTepuaJIbHO-TeXHHYECKOE o0ecnedeHne JUCIHILTHHBI (MOIYJIs1)

MaTCpI/IaJ'IBHO-TCXHI/I‘-ICCKOC obecrneucHue JUCIUITIIIMHBI BKIIFOYACT:



VY4eOHble ay TUTOPUH IS TPOBEACHUS AUCTAHIIMOHHBIX 3aHATUHN JIEKIIMOHHOTO THTIA :

CTOJI KOMITBIOTEPHBIH, CTOJI MUChMEHHBIN, CTyn O(UCHBIN, JOKyMEeHT-Kamepa Epson,
ucrounnk Oecrniepedoitnoro murtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIIBIOTEp MepcoHabHbIN (TuIl 6), mpoektop ViewSonicPJD7526W, crinkepdon
nacronpubiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycThueckas
HACTOJIbHAS, CTepeorapHuTypa (MUKpO(OH C IIyMOIOJABJICHUEM), dKpaH HacTeHHbId Digis
Optimal-C MW DSOC-11032*2

Y4eOHblC ayAWTOpPHH [UIS TPOBEACHHS TMPAKTUYECKUX 3aHATUH, TPYIIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIbTALMMA, TEKYIIETO KOHTPOJIS U IPOMEXYTOUHOMN aTTECTAIINU:

CTOJI KOMITBIOTEPHBIH, CTOJI MUCbMEHHBIH, CTyn O(UCHBIN, JOKyMEeHT-Kamepa Epson,
ucrounnk Oecriepedoiitnoro nmrtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus1, KOMIIBIOTEp MepcoHabHbIN (ThIl 6), mpoektop ViewSonicPJD7526W, crinkepdon
nacronpubiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAS, CTepeorapHuTypa (MHKpOQOH C IIyMOIOJABICHHUEM), JKpaH HacTeHHbIDIQIS
Optimal-C MW DSOC-11032*2

[Tomemenuss A CaMOCTOSTENTbHOW — pabOTBl  OOydaromMXcs:  MEPCOHATBHBIE
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M C IOCTYIOM B 3JIEKTPOHHYIO
nH(pOPMaAIIMOHHO-00PA30BATENIBHYIO CPEly YHUBEPCHUTETA.

[Tomemenne s XxpaHeHus U HpoduiIakTUYecKoro oOCTy)KUBaHUS Y4eOHOTO
000pyIOBaHUS: CTEIUTAXKH JUISI XPaHEHHS YIeOHO-HATTISIHBIX TOCOOUH M y4eOHO-METOINIECKOM
JIOKYMEHTaI1H.

Y4eOHbIC ayAUTOPHH JUISI BBIIOJIHCHUS KYPCOBOTO MPOCKTUPOBAHMS TTOMEIICHUS IS
CaMOCTOATEIILHOM PabOThI 00YUArOIIUXCS: EPCOHATBHBIE KOMIIbIOTEPHI ¢ makerom MS Office,
BBIX0/I0M B IHTEpHET U C IOCTYIIOM B 3JICKTPOHHYIO HH(POPMAIIHOHHO-00Pa30BaTEIbHYIO CPEIy
YHHBEPCHTETA.



IIpuiaoxkenue 1

YueOHO-MeToanYecKoe of0ecmeueHue CaMOCTOATEJbHON PadoThI
0O0yuaroImuxca

OueHoYHBIE CPeICTBA TEKYLIEro KOHTPOJIS M0 pa3jieaam
PA3JIEJ 1

IIpakTuyeckoe 3axanue 1
1. Ucnone3ys OOmepoccuiickuii kmaccudukarop ympaBieHueckod mokymeHnranuu OK
011-93 (pesxum noctyma http://www.consultant.ru/)mnaiire TOJIKOBaHHE HE
MeHee TpeM KojgaM (opM KOHKpeTHBIX JokyMeHToB YCOPJl u miectu Komam Apyrux
YHUGUIIMPOBAHHBIX CHCTEM YIPABICHUECKON JOKyMEHTAIMH (II0 BHIOOPY CTYJCHTA).

3anaHue BBINOJIHANTE M0 00pa3ny:

Kox 02112312 o6o3Hayaer:

02 — dopma MIPUHA]IEKUT K YHupuuupoBaHHOK cUCTEME
OpraHU3aIMOHHO-PACTIOPSAUTENFHON TOKYMEHTAIUY;

11 — ¢opma oOTHOCHUTCS K TMOIKJIACCY JOKYMEHTAIlMM IO CO3JaHUI0 OpraHu3aluH,
PEIIPUITHS,

231 — perucTpanMOHHBII HOMEp (POPMBI BHYTpH MOAKIAacca — GOpMBI Y CTaBa;

2 — KOHTPOJLHOE YHCIIO.

YcraB siBisieTcst 00s3aTEIBHBIM JOKYMEHTOM TSI Pa3IMYHBIX OPTaHU3aMOHHO-TTPABOBBIX
dbopM, 1 ero cocraieHue U 0POPMIICHHUE PETIIAMEHTUPYETCS 3aKOHOAaTeIbcTBOM. OTCYTCTBHE B
OKYVY /I uuaexca 1 IepuoJnIHOCTH 0003HAYAET, YTO OPraHU3AIUS COCTABISIET U O(POPMIISET yCTaB
CaMOCTOSTENbHO, 6€3 OMOopPHI Ha ol1Iepoccuiickie yauurpoBaHubie popmsl. [Ipu cocraBienuun
1 opopmiteHHH ycTaBa HEOOXOIMMO OMHMpaThes Ha 3akoHoaaTenbetBo u [OCT P 7.0.97-2016

Tect k pazneny 1

Bormpoc 1

Tekct Bompoca

CornacHo cTaHIapTU3UPOBAHHOMY OTPEICICHUI0, BUI MUCHMEHHOTO JOKYMEHTA — 3TO:

Bribepure ouH OTBET:

a. OpUIHATBHBIN TOKYMEHT, CO3/IaHHBIH B MICEMEHHOM BHJIE

b. HauMeHOBaHME JOKYMEHTa, O(OPMJIEHHOr0 IO YCTAHOBJIEHHBIM IpaBUIIaM
MAaIIMHOMUCHBIM CIIOCOOOM

C. Pa3HOBHJHOCTh JOKYMEHTa, HCIOJIHEHHOro rpaduyeckMMHU 3HaKaMu — OyKBamH,
uupamu, ueporiudamu

d. mpuHaANEKHOCTh MUCBMEHHOTO JOKYMEHTa K CUCTEME JOKYMEHTAIUH 110 MpU3HAKaM
COJIepKaHus U 1IEJIEBOT0 Ha3HAYCHHS

Bompoc 2

TekcT Bompoca

[TpuHaANEKHOCTh JOKYMEHTAa K CHCTEME JIOKYMEHTAIlMM IO MpU3HAKaM COJIEp)KaHus U
IIEJIEBOTO HA3HAYEHUS — ITO:

Bribepurte ouH OTBET:

a. BUJ IOKyMEHTa

b. popmymsp nokymeHTa
c. OJaHK TOKyMeHTa

d. neno

Bomnpoc 3

Tekct Bompoca

CornacHo cTaHIapPTU3UPOBAHHOMY OTIPEICIICHUI0, CHCTEMA JOKYMEHTAIIUU — 3TO:

Bribepurte oquH OTBET:

a. COBOKYIHOCTh JOKYMEHTOB, OOpa3yloIIUXCs B JEATEIFHOCTH HOPUAMYECKOTO WIIH
buznyecKoro numa

b. cucreMa HOPMaTUBHBIX aKTOB, PETVIAMEHTUPYIOLINX TOKYMEHTHPOBAHUE JESTEIbHOCTH
U IOKyMEHTOO0OpOT NPEANPHUATHN PA3TUUHBIX OPraHU3alMOHHO-TIPABOBBIX (hOpM


http://www.consultant.ru/

C. KOMIUIEKCHl JOKYMEHTOB, OTPaXarolIUe IPOU3BOJCTBEHHBIC, YIPABICHUYECKHE,
(rHAHCOBBIE MPOLIECCH MPEANIPHUATUN, OpraHU3alUN, YIPSIKICHUN
d. COBOKYHmHOCTH [IOKyMEHTOB, B3aUMOCBSI3aHHBIX IO TPU3HAKAM MPOUCXOKIACHUS,
Ha3HAYeHUs, BUA, CEphl NeITEILHOCTH, €AUHBIX TpeOOBaHUN K MX 0()OPMIICHHUIO
Bonpoc 4
Tekct Bompoca
Kakyto cucremy nokymentanmun HEJIB3S1 orHectH K (QyHKIMOHAIBHOW CHCTEME
JIOKYMEHTaLlUU:
Bri6epute oauH OTBET:
a. cucTeMa JIOKyMEHTAlUH 3/1paBOOXPaHEHUs
b. cuctema OTYETHO-CTATUCTUYECKON JOKYMEHTAIUU
C. CUCTEMa IIEPBUYHON YYETHON JOKYMEHTALUU
d. cuctema naaHOBOM JOKyMEHTAIIMH
Bomnpoc 5
TekcT Bompoca
CornacHo cTaHIapTU3UPOBAHHOMY OIIPEIEICHHUIO, TOKYMEHTAIBHBINA (POHI — 3TO:
Bribepute ofuH OTBET:
a. COBOKYIIHOCTb JOKYMEHTOB, B3aUMOCBSI3aHHBIX IIO TMpPU3HAKAM IPOUCXOXKIACHUS,
Ha3HA4YeHUs, BUJIA, CPephl IeATEIbHOCTH, €AUHBIX TPEOOBAHUN K UX 0(HOPMIICHUIO
b. COBOKYNHOCTH JOKYMEHTOB, OOpPa3yIOUIMXCS B ACATEIBHOCTH IOPHIUYECKOTO WIIH
dbuznyeckoro nuna
C. KOMIUIEKCHl JOKYMEHTOB, OOCIYXHBAIOIIHWE MPOM3BOJCTBCHHBIC, YIPaBICHYECKHUE,
(dbuHaHCOBBIE MPOIIECCH MPEANPUITUN, OPTaHU3ALNNA, YUPEKICHHUH
d. opunmanbHbIe JOKYMEHTBI IPEANPUATHIA, OPraHU3AMN, YIPEKICHUH
Bomnpoc 6
TekcT Bompoca
Ha xakue rpynmbl genarcs oQUIMAlbHBIE TOKYMEHTHI MO cdepe OesTeNbHOCTH (110
(YHKIMOHAJIbHOMY IPU3HAKY):
Bri6epute o OTBET:
a. QyHKIMOHAIBHBIE/OTPACIIEBBIC
b. opunmanbHbIe/HEODHIINATbHbIE
C. YIIPaBJIEHYECKUE/TEXHUYECKUE
d. yHu¢unupoBaHHble/HeyHU(DUITUPOBAHHbIE
Bomnpoc 7
Tekct Bompoca
Kako#l JOKyMEHT OTHOCUTCS K CUCTEME YNPABICHUYECKOW TOKYMEHTALIUHN:
Bribepure o= OTBET:
a. IITATHOE paclricaHue
b. mosicHUTENbHAs 3aMMCKa
C. CTaHJapT
d. macropt u3znenus
Bompoc 8
Tekct Bompoca
Kako#l JOKyMEHT MOXET OTHOCUTBCSA K CUCTEME TEXHUUYECKON JOKYMEHTAIUU:
Bribepute ouH OTBET:
a. IOKJIa/iHas 3arucKa
b. 0OBsiCHUTENbHAS 3aIHCKa
C. MIOSICHUTEJIbHAS 3alKcKa
d. cmyxeOHas 3amucka
Bomnpoc 9
Tekct Bompoca
CornacHO  CTaHIApTU3UPOBAHHOMY  OINpEAENeHUIO, YHU(UIMpPOBaHHAs  cHUCTEMa
JOKYMEHTAIUU — 9TO:
Bri6epute oauH OTBET:
a. cucreMa JOKYMEHTAIlMH, CO3J]aHHas 110 €AWHBIM TpaBWiIaM U TpeOOBaHUSM,
comepxamias uHGOPMAIMIO, HEOOXOAMMYIO [Jisi YyHOpaBJICHHWs B OMNpeaeieHHon cdepe



JeSITeIbHOCTH

b. cucrema TOKyMEHTAIMK, UMEIONIas €IUHBIH HopMyITsip

C. cucTeMa JIOKyMEHTAallud, COCTaBleHHEe U O(OpMIIEHHE KOTOpPOH periaMeHTHpPOBAHO
HOPMATUBHBIMH aKTaMU

d. COBOKYHmHOCTH [IOKyMEHTOB, B3aUMOCBSI3aHHBIX IO TPU3HAKAM MPOUCXONKIACHUS,
HA3HAYCHWUS, BUJIA, CPEPhI EATEIBHOCTH, SAUHBIX TPEOOBaHUN K UX 0(DOPMIICHUIO

Bomnpoc 10

Tekct Bompoca

CornacHo cTaHAapTU3UPOBAHHOMY OIpeeNeHI0, yHUUIMpoBaHHas ¢popMa TOKyMEeHTa —
3TO:

Bri6epute oauH OTBET:

a. nH(opMaIys, 3aMrcanHas Ha Pa3InIHBIX HOCUTEIISAX 110 YCTaHOBJICHHBIM MPaBUIaM

b. COBOKYNTHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PELIA€MbIMU B JTaHHOM
cdepe HEATENHHOCTH 33Ja4aMH U PACIOIOKEHHBIX B ONPEACICHHOM IOPSIKE HAa HOCUTEINe
uHpopmanuu

C. Ha0Op PEKBU3WTOB, HACHTU(MUIMPYIONUX aBTOpa OQPUIUAIBHOTO MHUCHMEHHOTO
JIOKyMEHTa

d. Habop peKBU3HTOB O(DUIIMAILHOTO NHUCBMEHHOTO JOKYMEHTAa, DPACHOJOXECHHBIX B
OTpeieIeHHOM MOCIeI0BATeIbHOCTH

Bormpoc 11

TexkcT Bompoca

YHuudukamnus TOKyMEHTOB — 3TO:
Bri6epute o OTBET:

a. oTpeieTieHne opsiika opopMiIeHUs JOKYMEHTOB

b. pazpaboTka «1abioHa» JOKYMEHTa

C. CBEJIEHHNE K MUHUMYMY pa3Ho00pa3us BUJOB U (OopM TOKYMEHTOB

d. mpumeHeHue TabIuIl U aHKET

Bormpoc 12

TexkcT Bompoca

CornacHO CTaHIAPTU3MPOBAHHOMY ONPEACICHHUIO, OPTraHU3aIMOHHO-PACTIOPSINTEIBHBIN
JOKYMEHT — 3TO:

Bri6epuTe ouH OTBET:

a. JOKYMEHT, CO3JaHHBI IOPUIAMYECKUM WIN (PU3NYECKUM JHIIOM, OGOPMIICHHBIN U
YJIOCTOBEPEHHBI B YCTAHOBJICHHOM TIOPSIKE W HWCIOJB3YEMBIH B TEKYIIEH IeSATCIbHOCTH
OpTraHu3aIuu

b. BUJI MUCEMEHHOTO JOKYMEHTA, B KOTOPOM (DHKCHPYIOT pelIeHue aJIMUHUCTPATHBHBIX H
OpPTaHHU3AI[MOHHBIX BOIIPOCOB, & TAK)KE BOMPOCOB YIPABIEHUS, B3aUMOACHCTBUS, 0OeCTIeUeHUS U
pPETyIHpPOBaHUS JCATSILHOCTH OPTaHOB BJIACTH, YUPSKICHUH, MPESINPHUITHIA, OpraHU3alui, uX
MoJipa3ieNieHui 1 TOJKHOCTHBIX JIUIL

C. TIEPBUYHBIN, MUHUMAILHBIN 3JIEMEHT CHCTEMBI OPTaHU3AIMOHHO-PACTIOPSAUTEIHLHOM
JIOKYMEHTaIUU

d. BHUJ IMMCbMEHHOTO JIOKyMEHTa, OTpaKarOIINN JOKYMEHTHUPOBAHUE
OpraHU3alMOHHO-PACHIOPSAIUTENBHON AESTEIbHOCTH OPIaHOB, OPraHN3aluil U T0JKHOCTHBIX JINLL
Bompoc 13

Tekct Bompoca
Kakne mnoacucremsr HE Bxomar B cucreMy OpraHM3allMOHHO-PacHoOpsAIATEIbHON
JIOKYMEHTaLUHU:
Bribepute ofuH OTBET:
a. pacropsiAuTeNbHas JOKYMEHTALUA
b. nHpOpMaLIMOHHO-CITpaBOYHAs TOKYMEHTALIHS
C. IUTAHOBAsl TOKYMEHTAaLIUs
d. oprann3anMoHHO-IPaBOBask JOKYMEHTAIHS
Bompoc 14
TekcT Bompoca
K opranuzanuoHHo-pacnopsauTenbHoil qokymeHTauuu HE  oTHocsaTcs cnepyromue
JOKYMEHTBI:



BriGepute oquH OTBET:
a. cyera-QaxkTypbl
b. IpOTOKOIBI
C. aKThBI
d. mucema
Bompoc 15
TekcT Bompoca
Kakoe MakcumanpHOE KOJMYECTBO 3HAKOB OTPAXEHO B KOJOBOM OOO3HAYCHHHU
yHuuImpoBaHHoi Ghopmbl JoKkymeHTa corstacio OKY I:
Br16epute ouH OTBET:
a. IATh
b. Bocemb
C. IBEHaaTh
d. neBsiTh
Bomnpoc 16
TekcT Bompoca
B kakom kojgoBoM oOo3HaueHuu yHUUIHMpoBaHHON ¢opmbl gokymeHnta 05080819,
cornacHo OKVY/I, BepHO oTpaskeHbI IU(PPOBBIE MPU3HAKU KJIACCH(PHUKAIINN:
Bribepure ouH OTBET:
a. 19 — KOHTPOJILHOE YUCITO0, KOTOPOE BBOAUTCS BO N30€KaHUE OMTUOOK MPH CYUTHIBAHUU U
UCIOJIb3YETCsl IIPH IIPOBEPKE 3aMUCH KOJa
b. 80 — moakmnacc hopmbl, T.e. OOIIHOCTD COJCPIKAHUS MHOXKECTBa ()OPM JTOKYMEHTOB M
HaIlpaBJIEHHOCTh UX MCIIOJIb30BaHUS
. 050 — xmacc hopmbl, T.e. MPUHAUICKHOCTh YHUPHUIUPOBAHHOW (POPMBI TOKyMEHTa K
COOTBETCTBYIOLIEH YHU(PUIMPOBAHHON CHUCTEME JJOKYMEHTAILIUH
d. 081 — peructpauMOHHBIH HOMEp YHUQPHUIMPOBAHHOW (OPMBI IOKYMEHTa BHYTPH
nojkiacca
Bompoc 17
TexkcT Bompoca
Ha xakue THIIBI TOPa3IeNIOTCS JOKYMEHTBI IO IPOMCXOXKACHUIO:
Bribepure o= OTBET:
a. o0meocTynHble/ KOH(MUIEHIIUATbHBIE/ CEKPETHBIC
b. nuuHbIe/ OpuUIaATBEHBIE
C. BXOJSILINE/UCXOAIINE/BHY TPEHHHE
d. unuBUAYyanbHble/TpadapeTHbIe/ TUIOBbIE
Bompoc 18
Tekct Bompoca
[To kakoMy mpH3HAKY JOKYMEHTHI MOJIPA3CISIOTCS HA PYKONHUCHBIE, TrpadudecKue
(OHOOKYMEHTHI, (OTOOKYMEHTBI, KHHOJOKYMEHTbI, BHJICOJOKYMEHTHl U JOKYMEHTHI,
CO3JIaHHBIE C TOMOIIBI0 KOMITBIOTEPHON TEXHHUKH:
Bribepure o= OTBET:
a. IO MECTY COCTaBIICHUS
b. M0 MecTy B cUCTEME yNpaBJICHUS
C. TIO YPOBHIO 3aIIUTHI
d. mo cnoco0y JOKyMEHTHUPOBAHHUS
Bormpoc 19
Tekct Bompoca
Ha kxaxue TUTIBI IOAPa3IeITIOTCS TOKYMEHTHI TI0 MECTY COCTaBJICHUS:
Bribepute ouH OTBET:
a. BXOJIAIINE /UCXOIAIINE/ BHYTPEHHUE
b. nnuHbIe/0ULIHATBEHBIE
C. UHJIMBUyalIbHbIE/TpadapeTHbIE/ TUTIOBbIE
d. IO/UITMHHUKW/KOTTUN/ Ay OTUKATHI
Bompoc 20
TekcT Bompoca
Ha xaxue Tunsl NoApa3aenstoTcs: JOKYMEHTHI 110 CIIOCO0Y U3JI0KEHUS:



BriGepute oquH OTBET:
a. TUCbhbMa/TeNerpaMmbl/ TeneOHOTpaMMBbl/ TeJeKChl/ (hakcorpaMMbl/ 3JIEKTPOHHBIC
cooOuieHus
b. MOTMHHUKY/ KOTIUK/ 1y OIUKATHI
c. o0mieocTynHbie/ KOHGUIESHIIUATbHBIE/ CEKPETHBIC
d. uanuBUAyanbHeie/ TpadapeTHbie/ TUITOBBIE
Bomnpoc 21
Tekct Bompoca
Ha xaxue Tunsl noapa3aenstorcs: JOKyMEHTBI 110 CTENEHH MOAIMHHOCTH!
Br16epute ouH OTBET:
a. TUchbMa/TenerpaMmbl/ TenedoHOTpaMMbl/ TeIeKChl/ (akcorpaMMbl/ AJIEKTPOHHBIC
co001IeHus
b. nogmuHHBIE/ TO10KHBIE ((PaTbCHPUITUPOBAHHBIC)
C. MOJJIMHHUKH (OPUTHHAJIBI)/ KOTIHH/ Ty OIUKATHI
d. uaIUBHAyaIbHBIC/TpadapeTHBIE/ TUTTOBBIE
Bormpoc 22
TexkcT Bompoca
[To kakOMy MpHU3HAKy JTOKYMEHTHI TOAPA3CIISIOTCS Ha MOATHHHUKY (OPUTHHAIIBI)/ KOTIHH/
Iy OJTMKATBI:
Bri6epure ouH OTBET:
a. mo opme npeacTaBiIeHUsA
b. o cdepe aesrenbHOCTH
C. 10 crocoOy nepenavu
d. o cTeneHu MOATMHHOCTH
Bomnpoc 23
TekcT Bompoca
[To kakoMy pU3HAKY TOKYMEHTBI MOAPA3ICIIAIOTCS Ha YIIPaBIeHYeCKUEe U TEXHUYECKUE:
Bri6epure ouH OTBET:
a. crocoOy nepenauu
b. o crocoOy U3M0KEeHUs
c. mo popme npeacTaBIeHUsA
d. mo cdepe nesrenbHOCTH
Bonpoc 24
TekcT Bompoca
Ha xaxue Tunbl HoApa3aenstoTcs JOKYMEHTHI 110 CIIoco0y Mepeiadn:
Bri6epuTe ouH OTBET:
a. TMHUCbMa/TeNerpaMmbl/ TeaeQOHOrpaMMBbl/ TeNeKChl/ (haKCorpaMMbl/ 3JIEKTPOHHBIE
coo01eHus
b. uHAMBHYyaNbHBIE/TpadapeTHbIe/ TUTIOBbIE
C. MOJJINHHUKHY (OpUTHHAJBI)/ KOMUH/ TyOIUKaThI
d. nouynHHBIE/ TOII0KHBIE ((pambcuduIpOBaHHBIE)
Bompoc 25
Tekct Bompoca
K kakomy Ttumy KiaccupuKamuyd IOKYMEHTOB JOJDKEH OTHOCHTBCS JIOKYMEHT, CpPOK
XPaHEHUS KOTOPOIO COCTABIIAET 75 JIET:
Bribepute o OTBET:
a. co cpokom xpaHeHus ot 10 go 75 net
b. 10ATOBPEMEHHOTO XpPaHECHHS
C. BPEMEHHOT'0 XpaHEeHHUs
d. mocTosIHHOTO XpaHeHus

PA3JIEJ 2

IIpakTnyeckoe 3ananue 2
1. Ucnons3ysa tpeboBanuss TOCT P 6 7.0.97-2016 u odunmansueni caiitt ®I'bOY BO
«MI'TY um. I'"". HocoBay, cocTaBbTe€ BO3MOKHBIE 00pa3Ilbl OCHOBHBIX BUJ0B O01aHKOB PI'BOY



BO «Maruutoropckuii rocy1apCTBEHHbIA TeXHUYECKU YyHHBepcuTeT uMm. I.M.HocoBay.
* Tect k paszneny 1 (2 cem) /
Bomnpoc 1
TekcT Bompoca
Kakue sneMeHTBI SBISIOTCA CaMbIMHM KPYITHBIMH CTPYKTYPHBIMU 3JIEMEHTAMHU JOKYMEHTA
KaK CHUCTEMBI:
Bribepute oauH OTBET:
a. 3aroJI0OBOYHAs, CO/IepKaTeNbHas U 0POPMIISIOIIAs YaCTH
b. ciry>xeOHOe 1 paboyee moje JOKyMEeHTa
C. PEKBU3UTHI
d. conepxanue u popma
Bormpoc 2
TekcT Bompoca
K snemeHTaM BHEIIHENW CTPYKTYpPbl KHUKHOIO U3/IaHUSI OTHOCUTCS:
Bri6epute oauH OTBET:
a. BBIXOJIHBIE CBEJCHUS
b. pop3arr
C. IPUJIOKEHUS
d. mocnecnoBue
Bompoc 3
TexkcT Bompoca
K snemeHTaM BHYyTpeHHEH CTPYKTYpbl KHUKHOTO U3/1aHUSI OTHOCUTCS:
Bri6epute o OTBET:
a. CynepooJIoKKa
b. BBIXOJIHBIE JaHHbBIE
C. TUTYJIbHBIH JINCT
d. KOJTOHTUTYT
Bompoc 4
TexkcT Bompoca
Kakoe ompenenenue ropuIndeckoil CUibl JOKYMEHTa SBIISETCS CTaHAapTHU3UPOBAHHBIM
(3akperiero B OCT P 51141-98):
Bri6epuTe ouH OTBET:
a. FOpUMYECcKas CHJla JOKYMEHTa — 3TO CBOMCTBO O(PpUIIMATBHOTO TI0KYMEHTa, COO0IaeMoe
€My JIeHCTBYIOIIMM 3aKOHOJATEIbCTBOM, KOMIIETEHIMEH W3JaBUIETO €ro opraHa U
YCTaHOBJICHHBIM TOPSIKOM 0(OPMIICHHS
b. ropuanueckas cuia JOKYMEHTAa — 3TO CIHOCOOHOCTh YIPaBIEHYECKOI'O JIOKyMEHTa
BBICTYIIaTh B KaueCTBE 00S3aTENBHOTO Ml YUYACTHUKOB YMPABICHHS: OPTaHOB YMPABICHHUS, UX
CTPYKTYpHBIX  MOJpAa3/eleHU, OOILIECTBEHHBIX  OpraHW3alui, JODKHOCTHBIX  JIMIL,
TOCY/AapCTBEHHBIX CIY>KAIUX U TPakIaH
C. IopUIMYecKas CHjia JOKYMEHTa — 3TO COOTBETCTBUE JOKYMEHTUPOBAHHON MH(pOpMau
TpeOOBaHUAM OPUIUATBHOCTH, JOCTOBEPHOCTH, 0O BEKTUBHOCTH, OECCIIOPHOCTH, OCHOBAHHBIM Ha
3aKOHOJIaTENIbCTBE
d. ropuanueckas cuiia JOKyMEHTa — 3TO YCIOBHE, IIPH KOTOPOM MH(OpMAIUs JOKyMEHTa
MOKET OBITh HCIIOJIb30BaHA B cdepe ymnpaBieHUss 0e3 COMHEHHS B €€ JOCTOBEPHOCTH st
OCYIIECTBIICHUS JIFOOBIX JEHCTBUI
Bomnpoc 5
Tekct Bompoca
KakoMy TepMHHY COOTBETCTBYET CIEyIOIllee CTaHAAPTU3UPOBAHHOE OIpeesieHUue
(3axperuienHoe B 'OCT P 51141-98): «.... — 3T0 mpocTaBieHUE HEOOXOJUMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX NPaBUIAMU JOKYMEHTHPOBAHUS:
Bribepute oquH OTBET:
a. opopmieHue JOKyMeHTa
b. cocraBneHue T0KyMeHTa
. yHu(UKalKs JOKYMEHTa
d. popmymsp-o6pazen
Bomnpoc 6



TekcT Bompoca

Kakoii ToKyMeHT sIBIsIeTCsSl OCHOBHBIM aKTyaJbHBIM HOPMAaTHBHBIM IOKYMEHTOM B 00J1aCTH
COCTaBJIEHUS U OPOPMIICHHSI OPraHU3alMOHHO-PACIIOPSAAUTENBHON JOKYMEHTALUH:

Bribepute ouH OTBET:

a. OKYI - OK 011-93. OOmepoccuiickuii KiaacCU(UKATOp YIPaBICHUYECKON
JNOKyMeHTauuu, yTBepxaeHHbild [locranoBnennem I'occranmapra P® ot 30 mexabps 1993 r.
Ne229

b. TCOY — I'ocynapcTBeHHas CUCTEMA JIOKYMEHTAIIHOHHOTO O0ECTICUeHUS yIIPaBICHMUS.
OcHoBHble no70keHUA. OOmue TpeOoBaHUS K JOKYMEHTaM U ClIy’KO0aM JOKyMEHTallMOHHOTO
obecrnieuenus, yrBepxkaeHnas npukazom ['maBapxusa CCCP ot 23 mas 1988 r. Ne 33

c. IlpaBuna nenonpousBoACTBa B (hefepalibHBIX OpraHax MCIIOJHUTEIbHON BIACTH,
yrBepxkaeHHbIe [locTanoBieHneM IlpaBurensctBa PO ot 15 urons 2009 r. Ne477

d. 'OCT P 6.30-2003

Bomnpoc 7

TekcT Bompoca

Ckonbko pekBu3utoB HacuutbiBaeT ['OCT P 6. 30-2003:
Bribepure ouH OTBET:

a. 30

b. 31

c. 29

d. 26

Bompoc 8

TexkcT Bompoca

Kak nepeBoauTCs ¢ TaTHHCKOTO TEPMUH «PEKBH3HUT» (J1aT. requisitum):
Bribepure ouH OTBET:

a. MUHUMaJIbHasl 4acThb

b. aTpubyT comepxaHus

C. CTPYKTYPHBIN 3JIEMEHT

d. Tpebyemoe, HeoOXx0aUMOE

Bompoc 9

Tekct Bompoca

KakoMy TepMHHY COOTBETCTBYET CIEIYIOIIEEe CTaHAAPTU3UPOBAHHOE OIpesesieHUue
(3akperuienHoe B 'OCT P 51141-98): «... — 3TO o00s3aTenpHBIA 3I€MEHT O(OopMIIeHUs
0pHUIIUATEHOTO JOKYMEHTA:

Bribepure o= OTBET:

a. peKBU3UT TOKyMEHTA

b. 6y1aHK JOKyMeHTa

c. pabouee 1oJsie JOKYMEHTa

d. 3aronoBoyHast yacTh JOKyMEHTa

Bormpoc 10

Tekct Bompoca

KakoMy TepMHHY COOTBETCTBYET CIEIYIOIIEEe CTaHJAPTU3UPOBAHHOE OIpEeIICHNE
(3akperuienHoe B ['OCT P 51141-98): «.. — 3T0 Mozenb IMOCTPOCHHS JIOKYMEHTa,
yCTaHaBIIMBaoIas 00J1acTh MpUMEHEHUs, (POpMaThl, pa3Mephl MoJel, TpeOoBaHMsI K TOCTPOEHUIO
KOHCTPYKIIMOHHOM CETKU U OCHOBHBIE PEKBU3UTHI»:

Bribepute o OTBET:

a. TUNIOBOH (popMyItsap

b. OaHK TOKyMEHTa

c. hopmysip-oOpasen

d. popmysip moxkymeHTa

Bompoc 11

TekcT Bompoca

[Tponomxute onpenenenue: GopMyIsp TOKyMEHTa 3TO - ...
Bri6epute oauH OTBET:

a. BHYTpeHHssI (hopMa JTOKYMEHTa, OINpPENeNiomas CTPYKTypy TEKCTa U €ro S3bIKOBBIC
0COOEHHOCTH



b. Habop pPEeKBHU3UTOB OQPUIHMAIBLHOTO MHCHMEHHOTO JIOKYMEHTAa, PpAaCIOJIOKEHHBIX B
OIpEEIEHHON MTOCIIEN0BATEILHOCTU

c. 3adukcupoBaHHas Ha MaTepUAIbLHOM HOCUTENEe HHPOpPMAIUS C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTHU(PHUIIUPOBATH

d. Habop pEeKBU3UTOB, HUIACHTUPUUHUPYIOIMIMX aBTOpa O(UIHUATIBLHOIO MHUCHMEHHOTO
JIOKyMEHTa

Bomnpoc 12

Tekct Bompoca

[Tponomxkute onpezenexHue: 6JIaHK JOKYMEHTa — 3TO ...
Br16epute ouH OTBET:

a. MOJIeJIb MTOCTPOCHUSI TOKYMEHTa, yCTaHaBJIMBalolas 00J1acTh NpUMEHEeHus, (OpMaThl,
pasMepsl NoJIeH, TpeOOBaHUS K MOCTPOCHUIO KOHCTPYKIIMOHHOW CETKH U OCHOBHBIE PEKBU3UTHI

b. TumoBas Mojenb, COJEp)Kallas COBOKYIMHOCTb O0OS3aT€NbHBIX PEKBU3UTOB,
CBOWCTBEHHBIX JOKYMEHTaM YHHU(PHIMPOBAHHONW CHCTEMBI OpraHU3allMOHHO-PACIOPSIANTEIbHON
JOKYMEHTAIlMU ¥ PaCOIOKEHHBIX ONpeIeIeHHBIM 00pa3oM

C. Ha0Op pPEKBU3UTOB OQUIMATIHLHOIO MUCHBMEHHOTO JIOKYMEHTa, PAaCIOJIOKEHHBIX B
ONpEeIETICHHOM NOCIeA0BaTeIbHOCTU

d. Habop pEKBU3UTOB, HWACHTH()DHIHMPYIOIMHUX aBTOpPa OQPHUIUAIBHOTO MHUCHMEHHOTO
JIOKyMEHTa

Bormpoc 13

TexkcT Bompoca

Kakoe BbICKa3bIBaHUE SIBIISIETCS HEBEPHBIM:
Bri6epute ofuH OTBET:

a. HaummeHoBanme BuAa CIyKeOHOTO JOKyMEHTa CTajgo OQOPMISATHCS OTIACIbHBIM
PEKBU3UTOM HaJ TeKCToM ¢ X VI cronerus

b. B Poccum odunmanbHble, IeTOBBIE TOKYMEHTBI CTAald PETYJISPHO TOIIMHCHIBATHCS
aBTOpaMu, HauuHas ¢ 3noxu llerpa |

c. Gopmyssip opUIMAIEHOTO JOKYMEHTA CTall CKIIAABIBAaThcd B MeXIypeube HECKOIBKO
TBICSY JIET Ha3a]l

d. B Poccun B cimyxe0OHbIX nokymeHTax 10 XVIII Beka aBTop 00bIYHO 00O3Hayaiics B
Hayaje WM B KOHIIE TEKCTA, T. €. 3TOT PEKBU3UT HE BBIIEIAICS B KaU€CTBE CaMOCTOSITEIBHOTO
AIIEMEHTa

Bonpoc 14

TekcT Bompoca

Kakoe BbICKa3bIBaHUE SIBIISIETCS HEBEPHBIM:
Bri6epuTe ouH OTBET:

a. PexkBU3UT «HaMMEHOBaHME BHJA JOKYMEHTa» SBISIETCA JOKYMEHTOOOpa3yHOIIUM
IPU3HAKOM, MO3BOJISIOUIMM IOJYYUTh HadaabHOE, caMoe o0llee Mpe/ICTaBlIeHHe O JOKYMEHTE,
€ro IpaBoOBOM 3HAYMMOCTH

b. IIpumenenune 'OCT P 7.0.97-2016 sBnsieTcst 00s3aTeNbHBIM JJI1 BCEX COBPEMEHHBIX
OpraHu3alui, yupexaeHuil, npenpusTHii TI00bIX OpraHU3allMOHHO-TIPAaBOBBIX (HOPM

c. @opMyIsip TOKyMEHTa MPOJUKTOBAH HE TOJBKO HEOOXOAMMOCTBIO CTPYKTYypHUpPOBATH
uHpOpMaLIMIO, CHeNaTh €€ JPrOHOMUYHOM, HO M HEOOXOAMMOCTBIO MPHUIATh JIOKYMEHTY
IOPUAMYECKYIO CHITY, CIIeNaTh 3aleyaTiIeHHy0 B HeM HH(opMaluio opuinaibHON

d. Kax/plif peKBU3UT KaK NEPBUYHBIN CTPYKTYpPHBIN 3JIEMEHT JJOKYMEHTa B TOW WJIM UHON
CTEMEeHH OTPaXKaeT IOPUINUECKH 3HAUUMYI0 HHPOPMAIIIIO

Bompoc 15

TekcT Bompoca

[Tponomxute onpenenenue: aTpuOynus — 3T0. ..
Bribepute ouH OTBET:

a. pa3HOBUJHOCTH YNIPaBJIEHUECKOTO TOKyMEHTA

b. ycTaHOBIEHHE MOAJIMHHOTO UMEHU aBTOpa

C. BBISIBIIEHUE aTPUOYTUBHBIX CBOMCTB JOKYMEHTa

d. mpu3HaHUe TOKyMEHTa He1eWCTBUTEIbHBIM

Bompoc 16
TekcT Bompoca



Kakoii TOKyMEeHT 11O CTPYKTYp€ SIBISECTCS TPOCTHIM:
Bribepure ouH OTBET:

a. raszera

b. mpenpuHT

. coOpaHue COYMHEHU

d. cepus

Bomnpoc 17

Tekct Bompoca

Kakoe onpezenenue cOOTBETCTBYET MOHATHIO «IIPOCTON JOKYMEHT):
Br16epute ouH OTBET:

a. HECKOJILKO COOOIIEHUH M3 JBYX WM Oojiee COOOIICHUH (MPOU3BEACHHMI ), YaCTeH WIIH
TOMOB, OOBEIMHEHHBIX OOIIeH TEeMOW WM TPOOIEMOiA, IIeNbl0, aBTOPOM U T. II.,
3a(pUKCUPOBAHHBIX HA HECKOJIBKUX MAaTepPHAIbHBIX HOCUTEISIX

b. oHO coOOIICHNE, TOMEIIEHHOE Ha OJTHOM MaTepHaJIbHOM HOCUTEIE

C. IOKyMEHT,CO/Iep>Kallluii OJTHO MTPOU3BEACHUE

d. TOKyMEHT, COCTOSIIIHMI U3 HECKOJIbKUX MPOM3BEACHHM, 3a()UKCHPOBAHHBIX HA OJHOM
MaTepuaIbHOM HOCHUTEIIE

Bormpoc 18

TexkcT Bompoca

Kakoe kongoBoe o6o3HaueHue Ha nokymente HE unentudunupyer aBropa:
Bribepute o OTBET:

a. O'PH

b. OKIIO

c. MTHH/KIIIT

d. OKY I

Bormpoc 19

TexkcT Bompoca

Kakoli u3 nmepeunciIeHHBIX PEKBU3UTOB HE OTHOCHTCS K PEKBH3UTAM YIOCTOBEPEHUSI:
Bri6epute o OTBET:

a. rpud yTBEpKICHUS

b. oTTHCK TIeuaTn

c. rpud coriacoBaHus

d. moamuck

Bormpoc 20

Tekct Bompoca

Kakoe BbICKa3bIBaHUE SIBISICTCS HEBEPHBIM:
Bri6epute ofiH OTBET:

a. DJIEKTPOHHAs IU(PPOBAst MOAIUCH SABJISETCS PE3yJIbTaTOM IMPeoOpa30BaHMs PyKOITUCHON
MOJIMIMCH aBTOpa TIOKyMEHTa B €€ (DaKCUMIIIbHYIO KOTIHIO B IM(POBOM (opMaTe Ha DIIEKTPOHHOM
HOCUTEJIE

b. DOnektpoHHass uM@poBas MOANUCH NpeaHA3HAYEHA [UIS 3alIUThl SJIEKTPOHHOTO
JIOKYMEHTa OT TIOJIJICIIKN U UICHTH(UKAIINY BJIAJISNIbIIa cepTU(HUKATA KITFOYa TIOITUCH

C. DIEKTpOHHas LU(dpoBas MOANUCH TO3BOJSET YCTAHOBUTH OTCYTCTBHE HCKaKEHUS
WH(GOPMAIIUU B DJICKTPOHHOM JIOKYMEHTE

d. DnextponHas nudpoBas MOAMUCH 00IAIAET CBOMCTBAMU JBYX PEKBU3HUTOB: IIOITUCHY
U «T1eYaTh»

Bompoc 21

TekcT Bompoca

KakoMy TIOHATHIO COOTBETCTBYET CIEAYIONIAs XapaKTePUCTHKA: <«OATOT (QOopMyIsip
XapaKTePU3yeTCsl ONPEEIICHHBIM KOJUYECTBOM PEKBU3WUTOB, PACIOJIOXKEHHBIX B CTPOTOU
MOCIIE0BATEIHbHOCTH, M XapaKTepeH AJisi KOHKPETHOTO BHJa JOKYMEHTOB, HallpuMep, pHKasa,
aKTay:

Bri6epute oguH OTBET:

a. hopmymsip-oOpasen

b. hopmymsp

C. TUTIOBOU (popMYyJIsIp



d. vHIUBUAYATBHBIN (HOPMYIISp
Bompoc 22
TekcT Bompoca
KakoMy NOHSATHIO COOTBETCTBYET CJEIYyIOIAs XapaKTePHCTHUKA: «3TO COBOKYITHOCTb
PAcCIIONIOKEHHBIX B OMNPEAETICHHOM MOCIeA0BaTeIbHOCTH PEKBU3UTOB, MPUCYIIUX BCEM BHUAAM
JTAHHOM CHUCTEMBI TOKYMEHTOB:
Bribepure oquH oTBET:
a. MHAMBHYaJIbHBIN (popMyIisip
b. TunoBoit Gpopmyisip
c. popmymsip-obpazen
d. popmyisip
Bormpoc 23
TekcT Bompoca
Kakoii pexBuzut 661 u3bsT u3 FOCT P 7.0.97-2016:
BriOepure oquH oTBET:
a. rpu¢ orpaHUYEHUS JI0CTyTa
b. MHH/KIIIT
C. KOJI OpraHu3aiuu
d. OI'PH
Bormpoc 24
TexkcT Bompoca
Kakoil  pexkBM3UT HE  OTHOCHTCS K  DPEKBM3UTaM  3arojlOBOYHOM  YacTH
OpraHU3alMOHHO-PACHOPSAAUTEIBHOTO JOKYMEHTA:
Bri6epure ouH OTBET:
a. Pe30JIOLUs
b. HaMMEeHOBaHME BU/Ia JOKYMEHTA
C. HAUMEHOBaHME OpraHU3aLUH
d. mecto n3nanusa
Bomnpoc 25
TekcT Bompoca
Kakune pekBU3HUTBI COCTABISIOT COJIEPKATEIbHYIO YaCTh IOKYMEHTA:
Bri6epuTe ouH OTBET:
a. 3aroJIOBOK K TEKCTY, TEKCT
b. TEKCT, OTMETKA O HATMYHUU TPUITOKECHUS
C. 3aroJIOBOK K TEKCTY, TEKCT, OTMETKA O HAJIMYUU TPUIIOKEHUS
d. 3aroy0BOK K TEKCTY, OTMETKA O HATMYUH MTPUIIOKEHHUS
Bonpoc 26
TekcT Bompoca
PaboTa Hax conepkaTeabHON YacThiO IOKYMEHTa — 3TO. ..
Bri6epuTe ouH OTBET:
a. COCTaBJICHUE IOKyMEHTa
b. 3aBepeHne JOKyMEeHTa
C. YAOCTOBEPEHHUE TOKYMEHTA
d. odbopmiienne 1oKyMeHTa
Bompoc 27
TekcT Bompoca
Kakoe mone ¢dopmynspa-o6pasiia OpraHU3alMOHHO-PACTIOPSIIUTENFHOIO JIOKYMEHTa
npeJcTaBiIsieT co0o ciryke0Hoe Toie:
Bribepute ouH OTBET:
a. BEPXHUH M HIKHUH KOJOHTHUTYJIBI TOKYMEHTa
b. B JeBOM BepxHeM yriy (opMmaTa HpU YIIOBOM PACIHOJIOKEHUU PEKBU3UTOB HIIU B
BEpXHEH €ro 4acTH MO UEHTPY NP NPOA0IHLHOM BapHaHTE PACIIONIOKEHHS pEKBU3UTOB OlaHKa
C. 4acTh Iyiomaay Gopmarta, npeaHa3HaueHHas Ul MOJeH JOKyMEHTa, JJIs 3aKperuIeHus
JOKYMEHTa B TEXHHUECKUX CPEACTBAX XPaHSHHUS, JJIsl HAHECCHHS CIeIIHaIbHBIX N300paKeHUI
d. miomans yHUGUIMPOBAHHOW (OPMBI JOKyMEHTa MJIM ONlaHKa, MpeAHa3HAaYCHHAs IS
3aIl0JIHEHUS PEKBU3UTAMU



Bomnpoc 28
Tekct Bompoca
Kakoe mone dQopmymnspa-obpasiia oOpraHu3allMOHHO-PACHOPSAUTEILHOTO JOKYMEHTA
npeJcTaBisieT codoi pabouee moe:
Bri6epute oauH OTBET:
a. B JICBOM BEpXHEM yTIiy Qopmara MpH YIJIOBOM pPaCIOJIOKEHUH PEKBU3UTOB HIIM B
BEpXHEH €ro 4acTu Mo UEHTPY NP NPOA0IHHOM BapHaHTE PACIIOIOKEHUS PEKBU3UTOB OJIaHKa
b. BepXHUI1 ¥ HIDKHUIA KOJIOHTUTYJIBI JOKYMEHTA
C. yacThb Iwiouiaau dopmata, mpelHa3HauYeHHas ISl [oJIel TOKyMEHTa, JJIsl 3aKperuieHus
JIOKYMEHTa B TEXHHUECKUX CPEACTBAX XPaHEHHUS, U1 HAHECEHHSI CIICIIMATIbHBIX N300paKeHHH
d. mmomans ynuduuupoBaHHo (GopMbl JOKYMEHTa WM OJlaHKa, MpelHa3HayeHHas AJis
3ar0JIHEHHSI PEKBU3UTAMHU
Bomnpoc 29
Tekct Bompoca
Kakas xapakTepucTuka COOTBETCTBYET MOHITHIO «[IE€PEMEHHBIE PEKBU3UTHI:
Br16epute oiuH OTBET:
a. DT0 MHAMBUAYAIbHbIE JJIs1 KQKI0TO KOHKPETHOTO TIOKYMEHTA PEeKBU3UTHI; OHU BHOCATCS
B JIOKyMEHT B IIPOLIECCE €r0 MOATOTOBKU M O(OPMIICHHS
b. DT peKBU3UTHI 00Pa3yIOT OhUIIHAIBHBIN OJaHK JOKYMEHTAa, HACHTU(DUIIUPYIOT aBTOpa
JOKYMEHTa
c. DTO pPEeKBU3UTHL,OOIIME AN BCEX JOKYMEHTOB OJIHOTO BHJA; MX MOXHO 3apaHee
pa3MeCTUTh Ha CTAHJAPTHOM JIUCTE OyMaru THHOTPad)CKUM CIIOCOOOM, C TOMOIIBIO KOMITBIOTEPA
WM CIIEUATBHOTO [ITaMIIa
d. Oto pexsuzutsl 01-10, Brimrouas pexBusut 14, omucanusie B [OCT P 7.0.97-2016
Bomnpoc 30
TekcT Bompoca
B niportiecce nBmkeHUsI BHYTPEHHUX JOKYMEHTOBO(POPMIISIOTCS:
Bri6epure ouH OTBET:
a. CChbUIKA Ha PETUCTPAIIMOHHBINA WHJEKC U 1aTy TOKYMEHTa, 3ar0JIOBOK K TEKCTY, OTMETKa
0 HaJWYUHM TIPWIOKEHHH, OTMETKa O 3aBEpEeHHH KOIMH, OTMETKa 00 HCIOIHUTEINE,
UACHTU(DUKATOP STEKTPOHHOM KOMUU JOKYMEHTA
b. rpud cormacoBaHUs JTOKYMEHTa, BU3bl COTJIACOBAaHHS JOKYMEHTa, MOIIMUCH, Tpud
YTBEPKACHHUSI, OTTHCK MeYaTH, JaTa TOKyMEHTa, PETUCTPAIlMOHHBIA HOMEp TOKyMEHTa
C. OTMETKa O TOCTYIJICHUHU TOKYMEHTa B OPTaHU3aINIO, PE3OITIOIHS, OTMETKA O KOHTPOJIE,
OTMETKa 00 MCIOJHEHNH IOKYMEHTA U HalpaBJIEHUH €0 B JIEI0
d. 3aroJI0BOK K TEKCTY; OTMETKA O HATMYNHU MPUIIOKEHUS; BU3BI COTIIACOBAHMUS; OTMETKA O
3aBEpEHUU KOMMU; OTMETKA 00 MCTIOIHUTEINE; UACHTHU(PHUKATOP HJIEKTPOHHOM KOMUHU IOKYMEHTa
Bompoc 31
Tekct Bompoca
Ha xakue BHIBI monpa3ieisifoTcss OJMaHKH TOKYMEHTOB IO PACIOJIOKEHUI0 PEKBU3UTOB
corsacHo I'OCT P 7.0.97-2016:
Bri6epuTe ouH OTBET:
a. o0muii 6naHk, OJ1laHK MUChMa, OJJaHK KOHKPETHOTO BUA TOKyMEHTa
b. yrioBsie U MpoA0IbHbBIE
c. OmaHK opraHu3anuy, OJaHK CTPYKTYPHOTO MOJpPA3/eIeHUs] OpraHu3aluu, OJIaHK
JIOJDKHOCTHOTO JIMIIA
d. neHTprpoBaHHBIE U (pIIaroBble
Bomnpoc 32
Tekct Bompoca
Kaxkoit kimaccuukaMOHHBIN MPU3HAK TOJOKEH B OCHOBY JeJeHHUs OJaHKOB Ha OJaHK
OpraHu3aium, 6JJaHK CTPYKTYpPHOTO MOJpa3/IeeHUs] OpraHu3alnuu, OJaHK JOHKHOCTHOTO JIMIIA:
Bri6epute ouH OTBET:
a. 1o aBTOpy
b. Mo BuAy AOKyMEHTa
C. IO PACIIOJIOKEHUIO PEKBU3UTOB
d. mo coco0y odopmieHUsT PEKBU3UTOB



Bomnpoc 33

Tekct Bompoca

Ha xakue BuibI moapa3aensroTcs OJaHKU JOKYMEHTOB 10 BUy ToKyMeHTa corniacHo ['OCT
P 7.0.97-2016:

Bri6epute oauH OTBET:

a. o0umii 6;1aHK, OaHK MUChbMa, OJAHK KOHKPETHOTO BHUJA TOKYMEHTA

b. OmaHk opraHuzanuy, OJIaHK CTPYKTYpPHOIO TMOApAa3/eieHHs] OpraHu3aliu, OJIaHK
JOJDKHOCTHOTO JIMIIA

C. YIJIOBBIE U MPOJOJIbHbBIE

d. nenTpupoBaHHbIe U (pIaroBeie

Bomnpoc 34

Tekct Bompoca

Kakmne pexBU3UTHI BKJIIOYaeT oOOHIMII OJaHK OpraHU3alMOHHO-PACIOPSIUTEIHHOTO
nokymenta cornacao I'OCT P 7.0.97-2016:

Bri6epute oauH OTBET:

a. l'ocynapctBennsrii repo PD (I'epb cyonekTa PO mmm smMOiema opraHu3aiiyiu, TOBApHBIA
3HaK (3HaK oOciyxuBaHus)), kon opranuzanuu (mo OKIIO), OI'PH, MHH/KIIII, cnpaBouHbie
JMaHHble 00 OpraHW3alfy; HAaMMEHOBAHWE OpPraHW3allMd, MECTO COCTABJICHUS WM HW3JaHHA
JOKYMEHTa, OTpaHUYHUTENIbHBIE OTMETKH JUIsl JaThl JOKYMEHTa, PETrMCTPAallMOHHOTO HOMepa
JOKYMEHTa, CCBUIKM Ha PETHCTPAllMOHHBIA HOMEpP W JaTy JOKYMEHTa, aJpecara, Pe30JIIOIHH,
3arojiIoBKa K TEKCTY, OTMETKH O KOHTPOJIIE, TeKCTa

b. F'ocynapcreennsiii repd PO (I'ep6 cyObekra PO nmu sMOiema opranmu3aliii, TOBapHBIHA
3HaK (3HaK OOCTyXMBaHHS)), HAUMEHOBAHHUE OpPraHU3aIllMU, MECTO COCTABJICHMS WU U3JaHUS
JIOKYMEHTa, OTPAaHUYHUTEIbHBIC OTMETKH JUIS JaThl JTOKYMEHTA W PETUCTPAIMOHHOTO HOMEpa
JIOKyMEHTa

C. HaWMEHOBaHWE OpraHU3alMd, MECTO COCTABIICHUS WJIM U3JaHUS JOKYMEHTa,
CIPaBOYHBIC JTaHHBIE 00 OpraHU3allid, OrPAaHUYUTEIbHBIE OTMETKH [UJIsl 3arojioBKa M TEKCTa
JIOKyMEHTa

d. F'ocynapcrBennsiii repd PO (I'epb cyObekta PO nnu smOiieMa opranusanuu, TOBapHbIN
3HaK (3HAaK OOCIYXMBaHMs)), HAUMEHOBAHWE OpPraHU3alMK, HAUMEHOBAHHME BHJIa JOKYMEHTA,
MECTO COCTaBIICHUS WJIM U3aHUS IOKYMEHTa, OTPAHUYUTENbHbIE OTMETKH AJIs JaThl JOKYMEHTA,
PETHCTPAIIIOHHOTO HOMEpa JIOKYMEHTA, CChUIKH Ha JIaTy U PETUCTPAIMOHHBIN HOMED JOKYMEHTA,
3aroJioBKa K TeKCTY, OTMETKH O KOHTPOJIE

Bompoc 35

Tekct Bompoca

JI71st KakuX BHIOB IOKYMEHTOB UCIIOJIB3YIOT OOIIUI OJIaHK:
Bri6epute ofiH OTBET:

a. TF0OBIX BUIOB JJOKYMEHTOB, KpOME TIpHKa3a

b. mMOOBIX BUOB JOKYMEHTOB

C. TOJIBKO JUTS TUChMa

d. 7100BIX BHIOB JOKYMEHTOB, KpOME MHUCHhMa

Bompoc 36

Tekct Bompoca

Kakwue crioco0sl pazmeriennst pekBu3uToB mpeaycmorpersl 'OCT P 7.0.97-2016:
Bri6epute oguH OTBET:

a. YIJIOBOW M MPOJIOIbHBIN

b. opunmanbHbI 1 HeOPUIUATHHBIHN

C. MAIIMHOIIMCHBINA U PYKOITHCHBIN

d. HeHTpUpOBaHHBIN U (IIarOBBIN

Bomnpoc 37

Jns  obecrieueHusT ONTUMAIbHOW PabOTOCIIOCOOHOCTH M COXPAHEHUS 3/I0POBBS
npodeccuoHanbHBIX ToNb30Bateneil [I9BM u BT Ha mpoTskenun pabodero AHS TOJDKHBI
YCTaHABIMBATHCS PETIIAMEHTUPOBAHHBIE TIEPEPHIBLL. UeM perynupyercs: uX Bpemsi?

a) MPOAOIDKUTEIFHOCTHIO paboyero JTHs;

0) BUJIOM TPYIOBOM NEATEILHOCTH,

B) KaTerOpueH TPyA0BOH JACATEIHHOCTH;



') BCE OTBETHI BEPHHI.

Bomnpoc 38

IIpu 8-yacoBom pabouem nHe u padbore Ha BAT m I[IOBM nmns I rpynmer pabor -
perJaMeHTHPOBAHHbBIC TIEPEPHIBHI CIEAYET YCTAaHABINBATH:

a) uepe3 2 yaca oT Hayayia paboueil CMEHbI U uepe3 2 yaca 1mocie 00eJeHHOro mepephiBa
MPOJIOJKUTENIBHOCTRIO 15 MUHYT KaXK/IbIi;

0) yepe3 2 yaca ot Havyayia pabodeit cMeHsbl ¥ uepes 1,5-2 gaca mocie 00eIeHHOTo repephiBa
MPOJOHKUTEILHOCTRIO 15 MUHYT KKl MU MPOJOIKUTENLHOCTEIO 10 MUHYT Yepe3 Kax bl
yac paboThI;

B) uepe3 1,5-2 yaca or Havana paboueil cMeHbl M yepe3 1,5-2 yaca mocie 00€IEHHOTO
nepepsiBa NPOJOHKUTEIFHOCTHIO 20 MUHYT KaXIbIil UITH MIPOJOJIKUTENLHOCTHIO 15 MUHYT uepe3
KaX/]IbIi1 yac paboThI.

') HET BEPHBIX OTBETOB.

[IpakTrueckoe 3ananue 3 (2 cem)

1. OTBeTbTE HA BOMPOCHI:

1) KakuMu HOpPMaTHBHBIMH TIPAaBOBBIMH aKTaMU pErJIaMEHTHPYETCS HCIOJIb30BaHHE
n300paxenuii repoa YensOunckoit oomactu u repba Pecny6nmku bamkoprocran?

2) Hcnonwpzys otBer Ha Bompoc Nel, mpouUTHpPYyHTE CTaThM COOTBETCTBYHOILUX
HOPMATHUBHBIX TPAaBOBBIX aKTOB, B KOTOPBIX OTPa)KCHa pErJIaMEHTalusi M300pakeHHus repoda
Yensbunckoit obmactu u repdba Pecniyonuku bamkoproctan Ha 61aHKax JOKYMEHTOB.

2.

2.1. Ucnionb3yst uHpopmanuio o0 ocHOBHBIX pekBu3uTax OPJ] B mepedncieHHBIX HIDKE
JOKYMEHTax, 3alojHUTE TaOmully. 3amosHss Tabiauiy, crapaifTech OTpa)kaTb CXOXKHE I10
(GYHKINU ¥ COIEPKAaHUIO PEKBU3HUTHI HAa OJHOW CTpOKe /i objerdyeHus: cpaBHeHus. Ha3zaHus
PEKBH3HUTOB, OTPAYKCHHBIE TOJBKO B JAHHOM aHAIM3UPYEMOM JIOKYMEHTE, O(OPMIISIHTE K KOHILY
Ta0JINULIbI.

HaumenoBanue HanMeHoBaHME HaumenoBanue pPEKBU3UTA B
pexkBusura B ['OCT P [IpaBuimax 1O  JENONPOM3BOACTBY M|
/1 pexBusuta B 'CJIOY
6.30.-2003 MeTon. peKOMEHTalusIX

2.2. . Onupasch Ha JaHHBIE, MTOJIyYEeHHbIE B TA0JIUIIE, CAeTIaliTe COOTBETCTBYIOLINE BBIBOIbI
Y KOMMEHTApUU: COBIA/AET JIM COCTAB M Ha3BAaHUS PEKBU3UTOB B IIPEJICTABICHHBIX JOKYMEHTAX;
KaKHe PEeKBU3UTHI MOBTOPSIOTCSA M B KaKMX JIOKYMEHTaX; KaKue PEeKBU3UTHI HaXOJAT OTpaKeHUE
TOJIBKO B OJIHOM M3 IOKYMEHTOB, KaKH€ TOJIKO B JBYX.

2.3. KakumMu ®3 TpOaHATM3UPOBAHHBIX JOKYMEHTOB JOJDKEH PYKOBOJCTBOBATHCS
COBPEMEHHBIH JIeJIONPOU3BOIUTENb NpU OGOPMIICHHH OPTraHU3alMOHHO-PACHIOPSAUTEIbHOM
nokymentanuu? ITouemy?

N cTOUYHMKY I aHAJIU3A:

1. TOCT P 67.0.97-2016 «YHupumpoBaHHas cucrema
OpraHU3aIMOHHO-PACTIOPSANTENBHON JOKYMEHTau. TpeOoBaHUS K OQOPMIICHHIO
JIOKYMEHTOBY.

2. TocynapcTBeHHas cucTeMa TIOKYMEHTAIIMOHHOTO oOecriedeHus yrpapieHus. OCHOBHEIE
nonoxenus. OOmme TpeOoBaHMS K JOKYMEHTaM M CIIy)X0aM JOKyMEHTallHOHHOTO
obecrieuenus ot 25 mas 1988 r. (1991r.) Ne 33.



3. IlpaBuna nenmonpousBoAcTBa B (eAepalbHBIX OpraHax MCIOJHUTEIbHON BIACTH,
yTrBepxacHHbIE [locTanoBeHNeM [IpaBurenscTBa PO ot 15 urons 2009 r. Ne477.
4. Metoauueckue PeKOMEHIALMU MO pa3pabOoTKe MHCTPYKLMH IO JEIONPOU3BOACTBY B
(benepanbHBIX OpraHax MCIOJHUTEIBHOM BIacTH, yTBepxkaeHsb! [Ipukazom Pocapxusa ot
23 nexabps 2009 r. Ne 76.
Jnist 3aromHeHus TaOIUIBl UCTIOIB3yHTEe 0a3bl JaHHBIX, HH()OPMAIIMOHHO-CIIPABOYHBIEC U
IIOMCKOBBIE CCTEMBI:
I'apant
http://www.consultant.ru/
http://www.termika.ru/

Tect K paszneay 2 (2 kype) /
Bormpoc 1
TekcT Bompoca
Kakoli HOpMaTUBHBIN IPAaBOBOM aKT perjaMeHTHpPYEeT u300paxeHue ['ocyaapcTBEHHOTO
rep6a P® nHa GiaHkax JOKYMEHTOB:
Bri6epure ouH OTBET:
a. ®enepanbHblil KOHCTUTYLIMOHHBIN 3aKOH
b. Koncruryuus PO
c. [locranosnenue IIpaBurensctea PO
d. Yka3 IIpesunenrta PO
Bomnpoc 2
TekcT Bompoca
Ha xakom Onanke MoxeT ObITh pa3MerieHo u3zoOpaxenue [ocymapcTBeHHOro repoba
Poccuiickoit denepaiuy B 0JHOLIBETHOM BapuaHTe 0€3 repajibJAMuecKoro ImuTa:
Bribepute ouH OTBET:
a. ['enepanbHol nipokypatypsl Poccuiickoilt deneparuum
b. opranos, opranu3zanuii u yupexaenuit npu [Ipesuaente Poccuiickoii @enepanmu
c. eiepasibHBIX OPraHOB UCIIOJIHUTEIBHOM BIACTH
d. Anmunuctpanuu Ilpesunenta Poccuiickoit @enepanuu
Bompoc 3
Tekct Bompoca
Ha xakux 6mankax nomeniaercs repd MockBbl B MHOTOIIBETHOM BapHaHTE:
Bribepure o= OTBET:
a. KoHTponbHO-cueTHOM nanatsl MOCKBBI
b. IpaBOBBIX aKTOB HWHBIX OPraHOB HUCIOTHUTENBHOM BIacTu ropoia MOCKBBI U HUX
JTOJIKHOCTHBIX JIUIT
¢. MoCKOBCKO# ropojickoit n30upaTeabHON KOMUCCUU
d. pemenuit YcraBHoro cyna ropoga MocKBbI
Bomnpoc 4
TekcT Bompoca
Kakoli HOpMATHBHBIH aKT YyCTaHABIMBAeT TpeOOBaHMS K pPa3MEMIEHUI0 SMOJIEMBI,
TOBapHOTO 3HAaKa (3HaKa 0OCITyKUBaHUsI) Ha OJTaHKaX OpraHU3aINH:
Bribepute ouH OTBET:
a. yupeauTeNnbHble JOKYMEHThI OpraHu3aluu
b. penepanbHbIif 3aK0H
c¢. nocranosiyienue [Ipasurenscrea PO
d. rocynapcTBeHHBIN CTaHAAPT
Bomnpoc 5
Tekct Bompoca
OmbOnemy u ToBapHblil 3Hak HE Bocnipou3BoasT Ha O1aHKe, eciii Ha HEM MOMeIlleH (-a):
Bribepurte oquH OTBET:
a. OTTHUCK TepOOBOI MeUaTu
b. moanuch
c. l'ocynapctBennsiii rep6 Poccuiickoit Deaepanmn


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

d. pezomonmst
Bompoc 6
TekcT Bompoca
[Iponoikure BbICKa3biBaHue: «HamMeHOBaHHME OpraHu3aluy, SBISIOLICHCS aBTOPOM
JIOKYMEHTA, JOJKHO COOTBETCTBOBATh HAUMEHOBAHUIO, 3AKPEINICHHOMY ...»:
Br16epute ouH OTBET:
a. B TOCY/JApCTBEHHOM CTaHJ1apTe
b. B 3akoHE
c¢. B OKIIO
d. B yupeauTenbHbIX JOKyMEHTaX OpraHu3aIiH
Bomnpoc 7
Tekct Bompoca
HanmMenoBanus opranuzanuii 1 cyobekToB Poccuiickoit denepariuu, IMEIOITUX HapsIIy C
rocy1apcTBeHHbIM si3bIkOM Poccuiickoii ®enepanun (pycckMM) TOCYAapCTBEHHBIM SI3bIK
cyobekToB Poccuiickoit denepanuu rnevaTaror:
Br16epute ouH OTBET:
a. BCE BapUaAHThI BEPHbI
b. Ha TOCy1apCTBEHHOM si3bIke PD
C. Ha s3bIKe cyObekTa PO
d. Ha IBYX si3bIKaX (Ha rocyapcTBEHHOM si3bike PD u Ha s13bIKe cyObekTa PD)
Bomnpoc 8
TekcT Bompoca
Ha Onankax kakux JTOKyMEHTOB O(OPMIISIFOT CIIpaBOYHBIE JaHHbIE 00 OpraHU3aINH:
Bri6epure ouH OTBET:
a. yCTaBOB
b. cyKeOHBIX MHUCEeM
C. IPUKA30B
d. pacnopspxeHuit
Bomnpoc 9
TekcT Bompoca
Kakue »snementsl pexBusuta «CrnpaBouyHble JaHHbIE 00 OpraHU3alMM» SBISIOTCA
00s3aTeNIbHBIMU:
Bribepure o= OTBET:
a. 0aHKOBCKME PEKBU3UTHI, IOUYTOBBIN aapec
b. mouTOBBI aapec, HoMep TenedoHa
c. (akc, HOMep ANEKTPOHHOM MOUTHI, 0AHKOBCKUE PEKBU3UTHI
d. moutoBeIii aapec, HoMmep TenedoHa, HOMep (pakca, Terekca, cueTOB B OaHKe, ajpec
ANEKTPOHHOMW MOYThI
Bonpoc 10
TekcT Bompoca
VYkakuTe NpaBUIbHYIO N10CIIE0BATEIBLHOCTD AIEMEHTOB IIOYTOBOTO a/ipeca:
Bri6epuTe ouH OTBET:
a. ynuIa, JI0M, HOMEp KBapTUpbI, Ha3BaHUE PecnyOJIMKH, Kpas, 00JacTH, aBTOHOMHOI'O
OKpYTa HaceJIEeHHBIN IyHKT, palilOH, CTPaHa, TOYTOBBIN UHAECKC
b. HOMEp KBapTUpbI, JOM, YJHIA, HAaceNEHHBIH MYHKT, Ha3BaHWE pailoHa, Ha3BaHUE
pecnyOinKH, Kpasi, 001acTH, aBTOHOMHOT'O OKpYTa, CTpaHa, MOYTOBBIA MHIEKC
C. TIOYTOBBI MHJEKC, HOMEp KBapTUpPbI, Ha3BaHUE peclnyOJIMKH, Kpas, obiacTu,
ABTOHOMHOT'O OKpYyra HaceJICHHbIN ITyHKT, PaiiOH, CTpaHa, OYTOBBIA NHIEKC
d. ynuua, 1omM, HOMep KBapTUPbI, HACEJICHHBIH MMyHKT, palioH, Ha3BaHUE PecITyOINKH, Kpasi,
o0JacTu, aBTOHOMHOT'O OKpYTa, CTpaHa, MOYTOBBIA HHAECKC
Bompoc 11
TekcT Bompoca
Koz opranuzanuu npocTaBisioT 110:
Bri6epute oauH OTBET:
a. OKBO/I
b. OKY I



c. OKATO
d. OKIIO
Bonpoc 12
TekcT Bompoca
[Tpu usrotoBiennn kakux 61aHkoB odopmisiercss pexkBu3uT « MTHH/KIIIT»?
Br16epute ouH OTBET:
a. yriioBoro OjaHka MUchbMa OpraHU3aluu
b. mpogonbpHOTO GiIaHKa MHCbMa OPraHU3aIH
C. MPOJIOJILHOTO OJIaHKa MUChMa JIOJKHOCTHOTO JIMIIA
d. Bce BapuaHThI BEPHBI
Bomnpoc 13
Tekct Bompoca
VYkaxuTe npaBUIbHBIA BapUaHT 0POPMIICHHUS CIIPaBOYHOM HH(OpManuu 00 opraHu3aIiu:
Br16epute ouH OTBET:
a.
OO0111eCcTBO € OrpaHUYEHHOU
OTBETCTBEHHOCTHIO
"MCTOK"

yi. Jlonmapesa, 1. 2, r. Marautoropck, Yensounckas o6:1., 455097
Ten. (3519) 27-13-33; daxkc (3519) 27-11-90;
e-mail: avto@avto.ru

OKIIO 2356447; OI'PH 1127776500001;
WHH/KIIIT 0112220000/011777000

No
Ha Ne OoT

b.
OO011ecTBO ¢ OrpaHUYEHHON
OTBE€TCTBCHHOCTBIO
"UCTOK"

455097, r. Marauroropck, yi. Jlonapesa, 1. 2
Ten. 27-13-33; daxc 27-11-90;
e-mail: avto@avto.ru

WMHH/KIIIT 0112220000/011777000;
OI'PH 1127776500001

Ne
Ha Ne oT
C.
OO011ecTBO ¢ OrpaHUYEHHON

OTBETCTBEHHOCTBIO
"MCTOK"

455097, r Marauroropck, Yensounckas o6i., yi. Jlonapesa, 1. 2
Tem. 27-13-33; daxc 27-11-90;
e-mail: avto@avto.ru

OI'PH 1127776500001;
WHH/KTIIT 0112220000/011777000

No




Ha Ne OT
d.
OO011ecTBO ¢ OrpaHUYEHHOM

OTBETCTBEHHOCTBIO
"MCTOK"

1. 2, yn. JlomapeBa, . MarauTtoropck, 455097
e-mail: avto@avto.ru

OKIIO 2356447, OI'PH 1127776500001,
WMHH/KIIIT 0112220000/011777000

Ne
Ha Ne oT
Bomnpoc 14
TekcT Bompoca
Kox ¢opmbl JoKkyMeHTa IpOCTaBIAIOT I10. ..
Bri6epure ouH OTBET:
a. OKY [
b. T[CIOY
C. YUpEAUTENbHBIM JOKYMEHTAM OpraHU3aI|H
d. TOCT P 6.30-2003
Bomnpoc 15
TekcT Bompoca
Kakoii HaGop uudp B kogoBoM obOo3zHaueHuu ¢Gopmbl gokymenta 0720302 obo3nauaeT
KJ1acc pOpMbI JJOKYMEHTA!
Bribepute ouH OTBET:
a. 07
b. 302
c. 20
d. 203
Bormpoc 16
Tekct Bompoca
[To nabopy mudp B KomoBoMm obOo3HaueHun Qopmbel goxkymenta 0212000 moxxHO
YCTaHOBHTb:
Bri6epuTe ouH OTBET:
a. KJIacc U MoJKIacc GOpMbI TOKyMEHTa
b. KImacc, MoAKIACC, PETUCTPAIIIOHHBIN HOMEp (OPMBI TOKyMEHTa
C. TOJIBKO KJIacc (pOpMbI JOKYMEHTa
d. TonbKo nosKIacc GOpMBI JOKYMEHTA
Bonpoc 17
TekcT Bompoca
Ha xakux ¢opmax npocrapisiercs koA GOpMbl JOKYMEHTA:
Bribepute oauH OTBET:
a. Ha HeyHHU(PHUIHUPOBaHHBIX (hopmax
b. Ha Bcex OnaHKax
C. Ha BCEX JIOKyMEHTax
d. Ha yHuuupoBaHHBIX hopmax
Bompoc 18
TekcT Bompoca
KakuM JOKyMEHTOM JOJKHO OBITH ONpEJesieHO HauMEHOBAaHWE BHJA JOKyMEHTa Ha
JOKyMEHTe, H31anHoM opranusanueid, cormacao ['OCT P 6.30-2003:
Bribepurte oquH OTBET:
a. MHCTPYKIMEH TI0 AETIOMPON3BOJICTBY
b. HOMEHKJIATypOil e
C. ycTaBoM (TTOJIO)KEHHUEM 00 OpraHHU3aIim)




d. monoxxenuem o ciyxoe JJOY
Bompoc 19
TekcT Bompoca
KakoMy /JOKyMEHTY JOJDKHBI COOTBETCTBOBAaTH HAUMEHOBAaHHMS BHUIOB JIOKYMEHTOB,
KOTOpBIE OpraHU3allysl BEIOUpAET I JOKYMEHTUPOBAHUS OpPraHU3allMOHHO-PACTIOPSIUTEIHHON
nesrenbHocTH, cornacao ['OCT P 6.30-2003:
Bribepute oauH OTBET:
a. O0mepoccuiickomy kiaccuuraTopy ynpaBieHuecKoi qokymenTaiuu (kiaace 0200000)
b. IlepeuHi0 THUIOBBIX YIPABICHYECKUX AapPXUBHBIX JOKYMEHTOB, OOpa3yIOLIUXCsS B
nporecce JeATeNIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpAaBJICHUS U
OpraHu3alyii, ¢ yKka3aHueM CPOKOB XPaHECHHUS
c. 'ocynapcTBeHHOM cucTeMe JOKYMEHTAIMOHHOTO 00eCeYeHUs yIPaBICHUS
d. IIpaBuiam genonpon3BoACTBa B (peiepaibHbIX OpraHax UCIOIHUTEIBLHOM BIIACTH
Bormpoc 20
TekcT Bompoca
Ha kakux noxymenrax HE yka3siBaeTcst HauMeHOBaHUE B JOKYMEHTA:
Bribepute ofuH OTBET:
a. IOJDKHOCTHOM MHCTPYKLUHU
b. coykebHOro muchma
C. CIy)KeOHOU 3aIUCKH
d. cripaBku
Bormpoc 21
TexkcT Bompoca
Kem IPOCTaBIISIETCS nara JOKYMEHTa Ha OOJIBIITMHCTBE
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB:
Bri6epure ouH OTBET:
a. BCe BapUaHThI BEPHBI
b. cimyx00if JOKYMEHTAllMOHHOTO OOECHeueHHs] YIpPaBICHUS WM CEKpeTapeM Ipu
pEerucTpaluu JOKyMeHTa
C. COCTaBUTEJIEM IIPH MMOATOTOBKE TOKYMEHTa
d. ZOJKHOCTHBIM JIUIIOM, MTOANUCHIBAIOLIUM JJOKYMEHT
Bompoc 22
Tekct Bompoca
Ha xakux JOKyMeHTax JaTy TOKyMEHTa OOpPMIISET CeKpPeTaph:
Bribepure o= OTBET:
a. Ha TIpUKa3ax
b. Ha J1eIOBBIX MUCHMAX
C. Ha CIIpaBKax
d. Ha Bcex TOKyMEHTax
Bormpoc 23
Tekct Bompoca
Kakwne cioco6s1 opopmienns gatel cooTBeTcTBYIOT TpeboBanusim 'OCT P 6.30-2003:
.09.03.13;
. 09 mapta 2013 .
. 09 mapra 2013 roaa;
.09.03.2013 5
. 2013-03-09;
. 2013.03.09;
.09.03.2013.
Bribepute ouH OTBET:
a. Bce BapuaHThI, Kpome 3
b. Bce BapuaHThl, KpoMe 5
c.1,4,7
d.2,6,7
Bompoc 24
TekcT Bompoca

~N O Ok W



IIpy mOArOoTOBKE NOKYMEHTA K NOAINMCAHMIO B PEKBU3UTE «JlaTa NOKyMeHTa» 3apaHee
[€YaTaroT:

BriGepute oquH OTBET:

a. YUCII0, MECSIL, TOJ

b. yucio

C. Mecsll

d. roxg

Bormpoc 25

TekcT Bompoca

Kaxoe BrickasbiBanue ssisiercss HEBEPHBIM:

Bribepure oquH OTBET:

a. Jlata u perucTpaiioHHBI HOMEP JOKyMEHTa 0(OPMIIIOTCS HE Ha BCeX OJaHKax

b. PexBusuthl «Jlara qokymMeHTa» U «PerucTpalyioHHbI HOMEp AOKYMEHTa» SIBISIOTCA
JAHHBIMU O PErucTpalyy JOKYMEHTa U IO3TOMY SIBIISIFOTCSI JOKA3aTEJIbCTBOM CYIECTBOBAHUS
JOKYMEHTa U BKJIIOUEHHEM €r0 B JOKYMEHTaJIbHbII (POHI OpraHu3anuu

c. PexBusurel «J/lata nmoxkymeHTa» u «PerucrpanuoHHBII HOMEpP JTOKYMEHTa»
0(OPMIIIOTCSI Ha OJJTHOM YPOBHE 110 OTHOLIEHUIO APYT K JIpyry

d. O6a pexBm3ura — «Jlata moxymeHTa» U «PerucTpanoHHBIH HOMEp JOKYMEHTa» —
BBINOJIHAIOT IOPUANYECKYI0 (DYHKIHMIO, @ TakXe BBIIOJHSIIOT MOUCKOBYIO (YHKIHIO, TaK Kak
MO3BOJISIOT OPTraHU3alluU BECTH HH(POPMAITMOHHO-CIIPAaBOYHYIO paboTy

Bomnpoc 26

TekcT Bompoca

Kakoii a71eMeHT perucTpaioHHOr0 HOMepa JOKYMEHTA SIBJIAETCS 00s3aTeIbHbIM:
Bri6epure ouH OTBET:

a. nH(popMaIMs 0 KOPPECTIOH/IEHTE

b. MOpsAAKOBEII HOMEP

C. MHJIEKC JIeJIa II0 HOMEHKIIAType Aell

d. nadopmanus 06 UCTIOTHUTEISIX

Bomnpoc 27

TekcT Bompoca

Yro o603HayaeT yucio 45 B perucTpalliOHHOM HOMepe, nMetoieM obo3Hauenue Ne 45/1-5:
Bri6epuTe ouH OTBET:

a. KOJl oJipa3acieHus

b. HOMep Jies1 0 HOMEHKJIAaType Jel

C. MOPSIIKOBBIN HOMEP M0 JKyPHAILy PETUCTPALMH

d. Ko KOppecTnoHIeHTa

Bomnpoc 28

TekcT Bompoca

VYkaxute BEPHOE Bricka3bpiBaHuE:
Bri6epuTe ouH OTBET:

a. Ha 6nanke nmuceMa mpocTaBiisieTcst OrpaHUYUTENbHAs OTMETKA JUIs pekBu3nuTa «Cehlika
Ha pErucTpalMOHHBII HOMEp U JaTy J[AOKyMEHTa» CIEOyIOIHUM o00pa3oM: « oT

»

b. PexBu3ut «CchUika Ha AaTy U PETUCTPALMOHHBIA HOMEpP JOKYMEHTa» 3aloJIHSAETCS B
IIPEUMYIIECTBEHHO B NMHUCbMax-oTBeTaX. CBeNEHUs B PEKBU3UT MEPEHOCATCSA C MOCTYNHBILErO
JIOKYMEHTa

c. Ceenenus B pekBuszure «CcplUIKa Ha PETMCTPALIMOHHBIA HOMEpP M AaTy AOKyMEHTa»
MIPUCBAMBAIOTCS OPTaHU3alUEN-aBTOPOM OTBETHOTO MHUChMa

d. Yka3anue JaHHBIX O MOCTYNUBIIEM NHCbME Ha OJIaHKe MUCbMa B BHJIE€ OTAEIHHOTO
CCBUIKM Ha pPETUCTPAllMOHHBIA HOMEp M JaTy JOKyMEHTa HE HCKIIOYaeT HEeoOXOAMMOCTH
CCBIJIAThCSl HA HUX B TEKCTE OTBET "HOT'O NMMChMa: B HaYaJle TEKCTa MMChMa BCETa CIEAYET MUCATh
«Ha Bam Ne ... ot ...»

Bompoc 29

TekcT Bompoca

Kakas xapakrepuctuka HE COOTBETCTBVET pexBusury «MecTto cocTaBieHUs] WU
M3JIaHUS TOKYMEHTa»:




BriGepute oquH OTBET:
a. JlaHHbBIN pekBU3UT 0GOpPMIIAIOT Ha OOImMMX ONaHKax M OJaHKaX KOHKPETHBIX BHUJIOB
JIOKYMEHTOB, €CIIA €r0 OIPEAEIICHNUE 3aTPYyAHEHO 110 PeKBU3UTY «HanMeHOBaHNE OpraHu3anum)
b. Ilpu yka3aHMM HACEICHHBIX MECT B JIAHHOM PEKBU3UTE HEOOXOIUMO HCIIOIH30BAThH
oOMIenpuHATHIE COKpateHusi, oTpakeHHsie B OKATO
c. JlaHHBII peKBU3HUT HE O(QOPMIISIOT HA OOJBIIUHCTBE UCXOMSIICH TOKYMEHTAIlUU, TaK
MECTO U3JIaHUsl JOJKHO ObITh OTPa)KEHO B PEKBU3HUTE «CIPABOYHbIE TaHHBIE 00 OpraHU3alun
d. JlaHHBI PEKBU3HUT MOMOTaeT WACHTH(PHUIMPOBATH aBTOpPA JOKYMEHTAa, IMO3TOMY €ro
0hOpMIIAIOT Ha BceX OJaHKax
Bomnpoc 30
TekcT Bompoca
YkaxuTe HeBEpHOE HAIMCAHUE PEKBU3UTA «MECTO COCTaBIICHUS MU U3/IAHUS JOKYMEHTA:
Bri6epute ouH OTBeET:
a. Mocksa
b. Marauroropck
c. Cankr-IlerepOypr
d. cr-ua benoxamennas
Bompoc 31
TexkcT Bompoca
B xakom maniexe ykas3pIBalOT HOHKHOCTD JIMIA B PEKBU3UTE «Aipecary:
Bri6epute o OTBET:
a. B pOJIUTEIHHOM
b. B narenpHOM
C. B UMEHUTEJIbHOM
d. B mpey10’)KHOM
Bompoc 32
TexkcT Bompoca
B kakom mazexe yKa3pIBalOT HAaMMEHOBAaHWE OpraHU3alldd © €€ CTPYKTYPHOIO
MO/pa3/iesIeHUs B PEKBU3UTE «Apecar:
Bri6epuTe ouH OTBET:
a. B IPEIJI0KHOM
b. B UMEHUTEIHLHOM
C. B POJUTEIBLHOM
d. B marensHOM
Bomnpoc 33
TekcT Bompoca
Vkaxure HEBEPHOE Bricka3biBaHue:
Bri6epuTe ouH OTBET:
a. [Ipu ampecoBanuu AOKyMeHTa (DU3MUECKOMY JIMIy CHauana yKasbIBalOT (aMUIHIO U
WHULIAAJIBI TIOJTyYaTesi, 3aTeM OYTOBBIN ajpec
b. [Ipu agpecoBaHnM JOKYMEHTa B OpraHU3aIIMIO CHaYala yKa3bIBAIOT €€ TOUTOBBIN aJipec,
3aTeM ee HaMEHOBaHUe
c. Eciiu oOKyMEHT OTNpaBiisiOT B HECKOJIBKO OJTHOPOJIHBIX OPTaHU3alMi WIH B HECKOJIBKO
CTPYKTYPHBIX MOJApa3JeIeHui OJHOM OpraHu3alud, TO UX CIeAyeT yKa3blBaThb OOOOIIEHHO,
Hanpumep: PykoBogutensm ¢punuanoB OO0 «JloMocTpoin»
d. B cocraB pekBusutra «Aapecar» TOYTOBBIM aApec HE SBIACTCS 005S3aTelbHBIM
AIIEMEHTOM, OH O0(hOPMIISIETCS TI0 YCMOTPEHUIO OpraHU3alliu-aBTOpa JOKYMEHTa
Bonpoc 34
Tekct Bompoca
Ha xakux nokymentax HE odopmisiercs pekBu3uT «Aapecar»:
Bri6epute oguH OTBET:
a. MICbMO
b. cnykeOHasl, TOKJIagHas U OObSICHUTENbHAS 3aTUCKU
C. TIOJDKHOCTHASI HHCTPYKITHSI
d. cnpaBka
Bomnpoc 35



TekcT Bompoca
YKakuTe TpaBWIbHBI BapuaHT OQOPMIICHUS pEKBU3UTa «Ajpecar» B IMHUCHME,
HaIlpaBJIsieMOM B OpraHU3alUIO:
Bribepute ouH OTBET:
a.
I'enepanbHOMY AUPEKTOPY
OAO "Crpoiipecypc"

Mockaga, yi. )KuBonucHas, 24,
255678

b.
OAOQ "Crpoiipecypc"
['enepanbHOMY TUPEKTOPY
C.C. KananiHukoBy

Mockasa, yi. XKuBonuchas, 24, 255678
C.

255678, Mockaa,

yi. JKuBonucHas, 24

['enepanbHOMY AUPEKTOPY
OAOQ "Crpoiipecypc"
C.C. KaymanaukoBy

d.
['enepanbHOMY AUPEKTOPY
OAOQ "Crpoiipecypc"
C.C. KanannukoBy

yi. JKuonucHas, 24,
Mocksa, 255678
Bomnpoc 36
€KCT BoImpoca
Kakoli peKkBH3UT HMMEET CIEIyIOIIyI0 XapaKTepucTHKY: «Ero cocraBHbIE 4acTH MOTYT
BKJIIOYATh: HAMMEHOBAHHWE YUPEKIEHHUS, OpraHu3aluy; HAUMEHOBAHHWE CTPYKTYpHOTO
noJipa3/ieNieHus; yKa3aHue JODKHOCTH MOTyqaTess; MHUIMAIBI, (haMUIIHIO; TIOYTOBBIH ajipec:
Bri6epuTe ouH OTBET:
a. pe30IIIOLUS
b. rpu¢ cornacoBanus
C. CTIpaBOYHBIE JaHHBIE 00 OpraHU3aINH
d. anpecar
Bonpoc 37
TekcT Bompoca
Kakoli peKBU3UT BKIIOYAET CIEIYIOIINE YIEMEHTHI: (PaMUITUU, UHUITUAIBI UCTIOTHHUTENEH;
coJiep’KaHue TIOPYUYEHUS; CPOK MCIIOJIHEHUS; TOJNUChH; AaTy:
Bribepute ouH OTBET:
a. pe30ITIOIHS
b. rpud cormacoBanus
C. rpud yTBEpKICHUS
d. Texct
Bomnpoc 38
Tekct Bompoca
VYkakuTe BEepHbI BapuaHT 0(hOpMIIEHUS PE30TIOLUN PYKOBOIUTEIS:
Bribepurte ouH OTBET:
a.
ConosbseBy 1.K.
[Tpoury moAroToBUTH MJIaH pabOTHI HA



BTOpOE nosyroaue k 28.12.2013.
[Toamuces pykoBoauTENS
10.12.2013
b.
CxsopuoBy 1.A.
IIpoury paccMOTpETS.
[Tonnucek pykoBoaUTENS
10.12.2013
C.
B npukas
[Tonnuce pykoBoaUTENS
12.12.2013
d.
Bcewm npunsaTh yyacrtue.
[Tonnucek pykoBoauTENS
12.12.2012
Bomnpoc 39
Tekct Bompoca
Kaxkoii pexkBusutr HE otpaskaet 3tamnbl paboThl HaJl HOPYUYEHUEM:
Bri6epure ouH OTBET:
a. pPE30ITIOIHS
b. BU3a corylacoBaHus
C. OTMETKA O KOHTpPOJIE
d. oTMeTKa 00 MCIIOJTHEHUH JIOKYMEHTA W HAIIPABIICHUH €T0 B JIETIO
Bomnpoc 40
TekcT Bompoca
VYKakuTe BEpHOE BHICKAa3bIBAHUE:
Bri6epure ouH OTBET:
a. OTMeTKa 0 KOHTpPOJIe MPOCTAaBISIETCS B 3aKIIOYUTENFHOM YacTH TEKCTa JIOKyMEHTa B
BUJE KJIMIIUPOBaHHOW (pa3bl «KOHTpOJIb MCHOIHEHMS] BO3JOXKUTH Ha...» WiIH «KOHTpoib
UCTIOJIHEHUS OCTAaBIIAIO 32 COO0I»
b. Hamuume oTMeTkH, B TEpBYIO OdYepedb, AUCUUIUIMHUPYET pYKOBOIUTENS H
JIEJIONPOU3BOJUTENS, KOTOPBIE 3aNHTEPECOBAHBI B UCIIOJIHEHUH TOKYMEHTA
c. OTMeTKy 0 KOHTpoJie OGOPMIISIIOT OJHUM M3 CrocoboB: OykBoi «K», cmoBom wmiam
mramnoM «KoHTposb» 1 pa3MelnaeTcs B IpaBoOM BEPXHEM YIUTy CIyKeOHOTrO MOJIs TOKyMEHTa
d. OT™MeTKa 0 KOHTPOJIE MPOCTABIISAETCS UCTIOJIHUTENIEM JJOKyMEHTA
Bompoc 41
TekcT Bompoca
Kakoii pexBu3uT opopmiasieTcss HOCIeTHUM Mepe]] TeM, Kak JOKYMEHT OyJeT OTIIpaBlieH Ha
XpaHEeHue:
Bribepure o= OTBET:
a. OTMETKa 00 UCMOJIHEHUH JOKYMEHTAa U HANPaBJICHUHU €0 B JEJI0
b. OTMeTKa 0 OCTYIJICHUH JIOKyMEHTa B OpraHU3aIUI0
C. rpud yTBEpKICHUS
d. orMeTKa 00 ucHoIHUTENE
Bormpoc 42
Tekct Bompoca
Kaxkast ¢popmynmpoBKa 3aroioBKa K TEKCTY SIBISIETCS BEPHOU (B CKOOKax 00O3HA4YeH BU]T
JIOKYMEHTa, K KOTOpOMY C(hopMyJIMpOBaH 3aroji0BOK):
Bribepute ouH OTBET:
a. (IOI'OBOP) nns mocTaBok TOBapoOB
b. (IIPUKA3) O6 yTBep>KAeHUH HHCTPYKILIHUHU O JEIONPOU3BOJCTBY
c. (AOJDKHOCTHASA MHCTPYKLMS) rnaBHOMY Oyxranrepy
d. (ITpukaz) O H.K. Tlerpose
Bompoc 43
TekcT Bompoca



B kakux ciayyasx opopMiIeHne 3arojIoBKa K TEKCTY ABJISIETCS 0043aTEIbHbBIM:
Bribepure ouH OTBET:
a. Ha OPraHU3alMOHHO-PACTIOPSIAUTEIIFHOM TOKyMeHTe dhopmara A4
b. 3aromoBOK K TEKCTy JOJDKEH OQOpMIIsAThCS Ha BceX 0e3 HCKIIOYEHUs
OpraHU3alMOHHO-PACHIOPSAAUTENBHBIX JOKYMEHTaX
C. Ha JOKYMEHTaX, TEKCT KOTOPBIX HE IIPEBBILIAET 3-5 CTPOK
d. Ha opraHM3allMOHHO-PACTIOPAIUTEIHLHOM T0KyMeHTe popmaTa AS
Bomnpoc 44
TekcT Bompoca
['maBHBIM PEKBU3UTOM JOKYMEHTA SIBIISIETCS:
Bribepure oquH OTBET:
a. reyaTh
b. moanuce
c. Jara
d. Texer
Bompoc 45
TexkcT Bompoca
B kxakoM BuJe BO3MOXXHO O(QOpPMIIEHHE TEKCTa OpraHU3alMOHHO-PACIOPSIUTEIBHOIO
JIOKyMEHTa:!
Bri6epure ouH OTBET:
a. B BUJIE WIUTIOCTPALMi
b. B BUIe COCIMHEHNS aHKETHI, TAOJIHIIBI, CBA3HOTO TEKCTa
C. B BUJIe YepTexei
d. B Buze dporonzobpakeHnit
Bomnpoc 46
TekcT Bompoca
Kakyto nadopmariuio nomemaT Bo BTOPOH (3aKJIIOUYUTEIHLHON) YaCTH TEKCTa J0KyMEHTa!
Bri6epure ouH OTBET:
a. IPOCHOBI
b. ocHOBaHU4
C. IPUYUHBI
d. nemn
Bonpoc 47
TekcT Bompoca
Kakyto nadopmaruio HE nomermaror B nmepBoii 4acTH TeKCTa TOKyMEHTa:
Bri6epuTe ouH OTBET:
a. peleHus
b. npu4MHbI
C. IPEAJIOKEHUS
d. pekoMeHanuu
Bomnpoc 48
TekcT Bompoca
Kakoe odopmiienne ocHoBaHus JokyMeHTa cooTBeTcTBYyeT TpeboBanusm ['OCT P 30-2003
(B ckoOKax 0003HaUYEH KIFOUEBOM TJIar0Jl pacoOpsIIUTEILHON YacTH IOKYMEHTA):
Bribepute ouH OTBET:
a. Ha ocHoBanuu npukaza MunuctepctBa oopasoBanust u Hayku P® ot 15 suBaps 2013
Nel5 «O nmopsiaxe nposenenus arrectanuu By3os» (IIPUKA3BIBAIO)
b. B cBs13u ¢ HEOOXOAMMOCTHIO UCTIOTHUTH Npuka3 Munucrepersa (IIPUKA3BIBALO)
c. Bo ucnonnenne npukaza OAO «MMK» Ne 45 «O nopsake 3akiro4eHus J10roBOPOB
(ITPEVTIAT ALO)
d. C pmemo UCHONHEHUS TNpHUKa3a pPEeKTopa 00 YKPEIJeHUH TPYIOBOM JUCHHUILTMHBI
(ITPEVTIAT ALO)
Bomnpoc 49
TekcT Bompoca
B xakom nokymente texet HE u3nararor ot nepBoro jauna equHCTBEHHOIO YUCIIA:
BriGepute oquH OTBET:



a. B POTOKOJIE

b. B mpukase

C. B 3asIBJICHUU

d. B muceme
Bomnpoc 50
Tekct Bompoca
VYkaxute BepHOe 0(OpMIICHHE OTMETKH O HATMYUU MPUIOKEHUS B THUCbME:
Br16epute ouH OTBET:

a. [Ipunoxenue: Ha 3 1. B 1 3K3.

b. [Ipunoxenue: He UMEETCS.

c. [Ipunoxxenue: nmo Tekcty Ha 3 JI. B 1 3K3.

d. [punoxxenue: ynoMmsHyToe Ha 3 J1. B 1 9K3.
Bomnpoc 51
Tekct Bompoca

Bri6epute nmpaBuiIbHBIN BapraHT 0(pOpMIIEHUS MOANKUCH B PACHOPSAUTEIHLHOM JTOKYMEHTE

opraHu3aiuu (mpukKase, pacropsiKeHUN):
Brib6epute ofiH OTBET:
a.
['eHepasibHBINA TUPEKTOP
000 «Kommac»
M.II. benskos
12.12.2013
b.
I'enepanbHBI AUPEKTOP
M.II. benskos
C.
['eHepanbHBIl  JTUPEKTOP
ML.II. bensikos
12.12.2013
d.
I'enepanbHbBIN IUPEKTOP
000 «Kommnac»
M.II. benskos
Bompoc 52
Tekct Bompoca

Iloamuce

Tloamuce

Ilonnuce

Tloamuce

Ecnu 3amecturens PYKOBOOMUTECIIA OpTraHHU3allMd UMCCT IMPaBO MOANMCBIBATL JOKYMCHTLI
BMCECTO PYKOBOAUTCIIA B CIIydac €ro BPpEMCHHOI'O OTCYTCTBHA, KaK HOJDKHA OBITh O(l)OpMJ'IeHa

MOJIMKCH:

Bri6epute ofuH OTBET:

a.

Bp. u.0. TeHepambHOTrO JUpEKTOpa
O.H. Hcaes

b.

N.0. reHepalibHOTO JUPEKTOpA
O.H. Hcaes

C.

3aM. TeHEepalbHOrO JAMPEKTOpa
O.H. Ucaes

d.

/T'eHepanbHBIA  JUPEKTOP
JLU. CagenbeB

Bomnpoc 53

Tekct Bompoca

Hcaes

Hcaes

Hcaes

Hcaes

Kak pomxHa ObITH OopmileHA MOANMCH, €CIM KOMMEPYECKHIH TUPEKTOpP HAaXOJUTCS B
OTIIyCKEe, a WCHOJHEHHWE €ro OO0S3aHHOCTeH MPHKA30M BO3JOXKEHO Ha 3aMECTUTENs

KOMMEPYECKOTO TUPEKTOpa:



BriGepute oquH OTBET:
a.
Kommepueckuit  nupexTop
H.P. Psa3anoB
b.
/ KoMMepuecKkuii AUPEeKTOp
E.JI. Ebpemon
C.
N.0. KOMMEpYEeCKOro AUpEeKTOpa

E.Jl. Eppemon
d.

3aM. KOMMEpUYECKOro JHUpEKTopa
E.JI. Ebpemon

Bomnpoc 54

TekcT Bompoca

Edpemon

Edpemos

Edpemon

Edpemosn

Ha xaxom nokymente He opopmisitoT rpud yreepxkaenus. Kakoit nokyment HE momnexxut

YTBCPKACHUIO:

Brib6epute ouH OTBET:

a. Ha 3asBJICHUU

b. Ha akTe

C. Ha UHCTPYKIUHU

d. Ha ycTaBe opraHu3anuu
Bomnpoc 55
TexkcT Bompoca

Kakne wu3 mnepeuncineHHelx Jn0kyMeHToB HE

OpraHu3aluu:

Bri6epure ouH OTBET:
a. IOTOBOPBI
b. cripaBku
C. FrapaHTHUHHbIE TUCbMA
d. mpukasbl

Bonpoc 56

TekcT Bompoca

YAOCTOBEPSIIOTCSI  OTTUCKOM  TI€YaTH

Kakoit PCKBU3UT OTPAKACT BHCIIHEC COTTIACOBAHHUEC JOKYMCHTA!

Bri6epuTe ouH OTBET:
a. BU3a O3HAKOMJICHHUS
b. BU3a coryiacoBaHus
c. rpu¢ yTBepKACHUS
d. rpud cornmacoBaHus

Bormpoc 57

TekcT Bompoca

Kakomy pekBU3UTYy COOTBETCTBYET CIEAYIOIIAs XapaKTEPUCTHKA: «ITOT PEKBU3UT
BKJTFOYAeT HAMMEHOBAHME JIOJDKHOCTH, TTOITUCH, paciiu@pOBKY MOAMHUCH (MHUIIAATIBI, (DaMUITHIO)

U 1aTy»:

Bribepute o OTBET:
a. pe30JIIoIus
b. BU3a coryiacoBaHus
C. OTMETKA O 3aBEPEHUU KOTHH
d. moamnuce

Bomnpoc 58

TekcT Bompoca

Ha kakom 9K3EMIIISIPE ACJIIOBOr0 IMMCbMaA, MOATOTOBJICHHOM U OTIPABKU ajapecary,

MPOCTABIISIOTCS BU3HI:
Bribepure ouH OTBET:
a. Ha MUCbMaxX BU3BI HE OhOPMIISIOT



b. Ha NOMIMHHUKE, OTIpaBIsIEMOM ajpecaTy, M Ha KOINHH, MOMEIaeMOW B JEJo
OpraHu3aIu
C. Ha MOJUIMHHUKE, OTIPABJISIEMOM aJipecaTy
d. Ha KOTIMH, TOMEIIAeMOM B JIETI0 OPraHU3aLUN
Bomnpoc 59
Tekct Bompoca
Ecnu AOMKHOCTHOE JIMIO HE COIJIACHO € TEKCTOM JOKYMEHTAa, MMEET JM OHO IPaBO
0TKa3aTbCsl OT O(hOPMIICHHUS COTTIAaCOBAHMUS:
Bri6epute oauH OTBET:
a. [la, umeer mpaBo, Tak Kak M BHEIIHEE, U BHYTPEHHEE COTJACOBAHHE O(POPMIISIOTCS
TOJIBKO B CJIy4ae COIIACHS C TEKCTOM JIOKYMEHTA
b. [la, mMeeT mpaBo, €ciiu 3TO rpu¢ COriacoBaHUS
c. Jla, uMeer mpaBo, €ciid 3TO BU3a COTJIACOBAHUS
d. Her, He uMeeTr mpaBo, Tak Kak W BHEIIHEE, W BHYTPEHHE COTJAcOBaHHE TPEOYIOT
0053aTeNBHOTO COTTIacHs
Bompoc 60
TexkcT Bompoca
KakoMy pexkBU3UTY COOTBETCTBYET CIIEAYIOIIAs XapaKTEPUCTHKA: « OITOT PEKBU3UT
BKJIFOYAET 3aBEPUTENIbHYIO Haanuch: "BepHO"; MOMKHOCTD JMIQA; JUYHYIO [OAIMKCH;
pacmupoBKy MOANUCH (MHUIHAIB, (PaMUIIHIO); TaTy»:
Bri6epute o OTBET:
a. OTMETKa 00 MCIIOJHEHUH JOKYMEHTA M HAIPaBJICHUH €T0 B JEJIO0
b. OTMeTKa 0 3aBepeHUH KOMHH JOKYMEHTa
C. pE30JIIOIHS
d. moxamuce
Bompoc 61
TexkcT Bompoca
YkaxkuTe BapuanT o(OpMIICHUS OTMETKH 00 ucmnoiHuTene, ycraHoBieHueii ['OCT P
6.30-2003:
Bri6epuTe ouH OTBET:
a.
O.I'. IlectpsikoBa
22 3475
b.
[TectpsixoBa Omnbra I'eHHaibeBHA
Ten. 22-34-75
C.
Ucn. TectpsikoBa Onbra I'enHanbeBHA
22-34-75
d.
ITectpsaxosa O.I'.
22-34-75
Bomnpoc 62
TekcT Bompoca
Kakomy (-uM) pekBH3HTY (-aM) COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTUKA: «...COACPKHUT
OuepeIHOM MOPSIIKOBBIN HOMEP U 1aTy (IIpU HEOOXOAMMOCTH — Yachl U MUHYTHI); IPOCTABIISIOT B
IIPaBOM HUKHEM YTIIy JIUIIEBOM CTOPOHBI MIEPBOTO JIUCTA JOKYMEHTA WM Ha €ro 000pOTe»:
Bribepute ofuH OTBET:
a. OTMETKA O MOCTYIUIEHUH JOKYMEHTA B OPraHU3aLHI0
b. uaeHTUPUKATOP IEKTPOHHOIN KOMUU JOKYMEHTA
C. CChUIKA Ha PETUCTPALIMOHHBI HOMEP U ATy JOKYMEHTa
d. peructpaniMoHHBIA HOMEp U JlaTa TOKyMEeHTa
Bomnpoc 63
TekcT Bompoca
Kaxoli peKBU3HUT NCIIOB3YETCS 111 YJOCTOBEPEHHUS AIEKTPOHHOIO JOKYMEHTA!
BriGepute oquH OTBET:



a. pEerUCTPAIMOHHBIIl HOMEp JOKYMEHTa

b. snexTpoHHast UQPOBasi MOIMUCH

C. MICHTH(UKATOP IEKTPOHHOH KOITMH JTOKYMEHTa
d. xox hopMBI JOKyMEHTa

[TpakTnueckoe 3ananue 4
1.0Onupasice Ha GOpMyJIsIp MOJOKEHUS O CTPYKTYPHOM IMOAPA3NIEICHUU, MPOJOIIKUTE
BBICKA3bIBAaHUSI, 3aII0JIHUB TPOITYCKH:

[TonoxxeHue o0 CTPYKTYPHOM MOApa3AeICHUU:

A) pa3pabarbiBaeT ;

b) moanuceiBaeT ;

B) nomxHOo OBITH COrJIacOBaHO C ;

I') yrBepkmaer ;

) BBOAUTCS B ACCTBUE ;

E) noanexur nepecMoTpy npu

2. Omnpenenute, K KaKOMY OpPraHM3alMOHHOMY JOKYMEHTY OTHOCSTCS Ipeljiaraemble
dbparmeHTsl JoKyMeHTOB. CBOM OTBET 00OCHYMTE.

TEKCT 1:

| ®upmMeHHOE HANMEHOBAHKE U MECTOHAX0XK IEHHE 00IIecTBa

1.1.IlonapIM  (UpMEHHBIM HAaUMEHOBaHHMEM oOmiecTBa siBiseTcs: OOmecTBo ¢
orpanndeHHON oTBeTcTBeHHOCThIO «HDTA». Cokpamennoe ¢upMeHHOE HaMMEHOBAHHE
obmectBa — OO0 «HOTAY.

1.2.Mectonaxoxaenre oOmiecTBa (MOYTOBBIA ajapec): Monoaexusii mpocm., 15, T.
Kpacnosipck-45,630091, Poccuiickas @enepanus.

TEKCT 2:

OO01111€E TTOJI0KEHHS

1.1.Cekperapb-peepeHT OTHOCHTCS K KaTerOpUHM CHCIUAIMCTOB  IPEANPHUATHS,
MIPUHUMACTCS ¥ YBOJIBHSICTCS TUPEKTOPOM.

1.2.0cHOBHBIMH ~ 3a/ladyaMu  cekpeTapsi-pedepeHTa sBISETCS OpraHu3allMOHHOE U
JIOKYMEHTAIMOHHOE 00eCTICUeHUE YITPABICHYECKOM JIeATEITBHOCTH.

TEKCT 3:

1.1. DnekTporpoBoika B YYEOHBIX IMOMENICHUSX JOJKHA HAXOJIUTHCSI B HCIPABHOM
cocTosHUM. CONMPOTUBICHUE H3OJSILUU TMPOBOJOBIOIKHO NEPUOJUYECKU 3aMEPSIThCA, MpU
HEOOXOAMMOCTH JIOJDKEH MPOM3BOJIUTHCA PEeMOHT. 1.2. 3ampermaercss MpUMEHSTh JJIS 3allUThl
ANIEKTPOCETE BMECTO AaBTOMATHMYECKUX MPEJOXpPAHUTENEN M IUIaBKMX BCTABOK 3alllUTy
KYCTapHOTO U3TOTOBJICHUS (<OKYUKI).

TEKCT 4:

1.1.MHCTpYKTOp MEPBOM KATETOPUU OT/IENIa KaJIpOB, OPTaHU3AIMOHHO-MACCOBOM pabOTHI U
KOHTPOJISI OTHOCUTCS K KATETOPUHU CIIEI[UATIUCTOB.

1.2.Ha nomxHOCTh HHCTPYKTOPA NEPBOM KaTErOPUHN HA3HAYAETCA JIUIIO, UMEIOIIIEE BHICIIEE
npodeccuoHansHOe 00pazoBaHue, 0e3 MpeabsIBIeHUS TPEOOBAHUN K CTaXy paOOTHI.

1.3.Ha3HadeHne Ha JOHKHOCTh MHCTPYKTOpA MEPBON KATETOPHH M OCBOOOXKIEHUE OT HEe
MIPOU3BOTUTCS MIOCTAHOBIEHUEM (PACTIOPSKEHUEM) COBETa WU TTPABJICHUSI.

TEKCT 5:

1. O6mue nonoxxeHus

1.1.JIuteparypras mnpemuss «Pycckas ¢aHTacTukay (Jajee mo TEKCTy — TIPEeMHs)
MPHUCYXKAACTCS €XKETOoMHO 3a Jydmee (aHTACTHUECKOE TMPOU3BEIACHUE KPYMHOW (opmal,
OITyOJINKOBAHHOE B TOJ1y, MPEALIECTBYIOIIEM MPUCYKACHUIO TPEMUH.



1.2.B kauecTBe AOMOTHUTEIHHBIX HOMHUHAIIMA Ha COWCKAaHWE TPEMHH, HE 005S3aTEeIbHO
MIPHUCYKIAEMBIX €KETOIHO, MOTYT TaKXe J0OaBIATHCS HOMUHAIMH «3a Jiydlee (paHTacTUIeCcKoe
MpoM3BeICHNE CpeIHEr PopMbI», «3a mydiiee (PaHTaCTUUECKOE MTPOU3BEICHNE MaJIOH POPMBI».

1.3.YupenurensiMu MpeMHuH sIBIsIIOTCA cepBep «Pycckas ¢aHTacTHka» U MEPCOHATBHO:
Anexcannp YubsHoB, mutpuii Batonun, Bian ypauukuii, Koncrantun ['puminn, Anekcanap
CunopoBuu.

1.4.ITpemust mpuCyKIaeTcsi HAa OCHOBAHWU UTOrOB TAHOIO JIBYXTYpPOBOI'O T'OJIOCOBAHUS.
[lepBblii Typ TOJOCOBaHMS NPOBOJAUTCS B KOMIBIOTEPHBIX ceTAX VIHTEpHET (rojocyror
nocetutenu cepepa «Pycckas ¢danractuka») U Ha wMecTtax (TOJOCYIOT MOANUCYUKU
9XOKOH(epeHInH, MOCBSMIECHHBIX (haHTaCTUKE). BTOpoil Typ romocoBaHHs MPOBOAUTCS Cpenu
penakTopoB cepBepa «Pycckas ¢anTactuka» (cM. 1. 4.2). B 0co00 0roBOpeHHBIX HUKE CIydasx
JIOITYCKAeTCs IIPOBEACHHE JOTIOIHUTEIBHOTO Typa ITOJIOCOBAHMSI CPEAN YUPEAUTETIEH IPEMUH.

1.5.ITpemust MOKET NPUCYKIAATHCSA OJHOMY U TOMY K€ aBTOPY 3a pa3JIMUHbIE IPOU3BEICHUS
He OoJiee ABYX pa3 B KaXKI0M M3 HOMUHAIUH.

1.6.BpydeHne nmpeMun MpOU3BOIUTCS HA €KETOAHON KOHpEpeHITNU «IHTepIIPECCKOnY.

[Ipu oTBeTE Ha NaHHBIHA BOIPOC, OPOPMHUTE €T0 B BUC TaOIHUIIbI:
Tekct u ero HOMeEp Haumenosanue BUIIA OpraHU3aIlMOHHOTO JIOKyMEHTA
O6ocHOBaHME OTHECEHUSI TEKCTa K JAHHOMY By OPTaHU3allMOHHOTO JOKYMEHTA

Tekcr 1

Texct 2

Texcr 3

Texct 4

Texct 5

* Tect k pazneny 2 (3 cem) /
Bormpoc 1
Kakomy TepMUHY COOTBETCTBYET ClIEAyIOIIasl XapaKTepUCTHUKA:
3T0 BU MUCHMEHHOTO IOKYMEHTA, B KOTOPOM (DUKCHUPYIOT pEelIeHHs IMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB YNpPaBIECHUS, B3aUMOICHCTBUS, 0OecIIeueHus U
pETyIUpOBaHUS IEATEIILHOCTH OPTaHOB BIIACTH, YUPESKACHUHN, MPEANPHUITHIA, OpraHu3alni, UX
HOJpa3/IeIeHUI U JOIKHOCTHBIX JIMIL.
Bri6epuTe ouH OTBET:
a. yIpaBJIEHYECKUH JOKYMEHT
b. opunmanbHBIN TOKyMEHT
C. CITy’)KE€OHBIN TOKYMEHT
d. opraHu3aIOHHO-PACTIOPSAUTEINBHBIA JOKYMEHT
Bompoc 2
Kakoe  ompeneneHne  COOTBETCTBYET  CTaHAAPTU3UPOBAHHOMY  OIPEAEICHUIO
OpraHU3alMOHHO-PACHIOPSAUTEIBHOTO JOKYMEHTA:
Bri6epuTe ouH OTBET:
a. Jlokyment, obecneunBarommii (pyHKIIMOHUPOBAHWE U B3aUMOCBSA3b YHPABIAIOIIEH U
YIPaBISIEMON CUCTEM Ha BCEX YPOBHSIX
b. Bua nuceMeHHOTo 10KyMeHTa, B KOTOPOM (PUKCHUPYIOT pelIieHne aAMUHUCTPATUBHBIX U
OpraHU3aIMOHHBIX BOIIPOCOB, a TAK)XE BOIPOCOB yIPABICHUS, B3AUMOCHCTBUS, 00CCIICUCHUS 1
PEryJIupOBaHUs JIEATEIbHOCTH OPTaHOB BIIACTH, YUPEKACHUH, MPEANPHUITUN, OpraHU3alui, ux
MIOIpa3IeIeHUI U JOJDKHOCTHBIX JIHIT
c. JIokyMeHT, CO37aHHBIA IOPUIMYECKUM WM (PU3UYECKHM JUIIOM, O(OPMIIEHHBIH WU
YIOCTOBEPEHHBIN B YCTAHOBIIEHHOM TIOPSIZIKE
d. OpunmanbHBIN TOKYMEHT, UCIIOJIb3YEMBIH B TEKYILEH e TeIbHOCTH OpraHu3alun
Bomnpoc 3
Cpenu  JOKaldbHOM  OpPraHU3alMOHHO-PACHOPSAUTENILHOW  JOKYMEHTALMU  BBICHIMM
IOPUINYECKUM CTaTyCOM O0JIa/IaeT:
Bribepure ouH OTBET:
a. pacropsauTenIbHas JOKyMEHTAIU



b. nHGOPMAIIMOHHO-CITPABOYHAS TOKYMEHTAIIHS
C. BCE TPYIIIIBI OPraHU3aIMOHHO-PACTIOPSAIUTEILHON JOKYMEHTAIMHN 0071a/1at0T OJJTUHAKOBO
BBICOKHM IOPUIUYECKHM CTaTyCOM
d. opranu3anMoHHas JOKYMEHTAIUs
Bonpoc 4
B kakoM psAxy Bce  NEpEUMCICHHbIE  BHUABI  JIOKYMEHTOB  OTHOCATCS K
OpraHU3aIMOHHO-TIPABOBBIM:
Br16epute ouH OTBET:
a. yupeauTenbHblil qoroBop; yka3 [lpesunenta PO; HHCTPYKIMS 11O AETONPOU3BOICTBY
b. ycraB, mTaTHOE paclnucaHue, OTYET
C. TpaBuia BHYTPEHHEro TPYIOBOI'O pacHopsiika, JAODKHOCTHOM — perjiaMeHT,
aJIMUHUCTPATUBHBIN pETJIaMeHT
d. momoxkeHne O CTPYKTYpHOM TMOJpAa3/eiICHUH, JOKHOCTHAs ~ HMHCTPYKIIUA,
aHaJIUTUYECKas CIipaBKa
Bomnpoc 5
TekcT Bompoca
K opranuzanunonno-npaossiM gokymentam HE OTHOCATCA:
Bri6epure ouH OTBET:
a. UHCTPYKIINH
b. ycTaBsl
C. mpaBuia
d. akThI
Bomnpoc 6
TekcT Bompoca
Kaxoit npusnak HE XAPAKTEPEH nist opranu3aiimoHHO-IIPAaBOBBIX TOKYMEHTOB:
Bri6epure ouH OTBET:
a. MOAMKCHIBAIOTCA, TOITOMY UMEIOT PEKBU3UT «IIOATHCH)
b. SBJIAIOTCSI OECCPOYHBIMU U ICSHCTBYIOT /IO UX OTMEHBI WJIM 3aMCHBI HOBBIMU
C. YTBEP)KIAIOTCS, IOITOMY UMEIOT PEKBU3UT «TpU( yTBEPKICHU
d. SBJISIIOTCA TUPEKTUBHBIMU, TOATOMY UMEIOT PEKBU3HUT «OTMETKA O KOHTPOJIE»
Bomnpoc 7
TekcT Bompoca
K yupenurensueiM nokymentam HEJIb3S otHecTn:
Bri6epuTe ouH OTBET:
a. yCTaB OpraHU3aIiH
b. yupeauTenbHbIi JOrOBOP
C. IOJIOXKEHHNE 00 OpraHu3alnuu
d. mosio’keHue o0 CTPYKTYPHOM HOJIpa3AeIeHUN
Bompoc 8
TekcT Bompoca
Kakoii (-ue) mokyMeHT (-bI) SIBIACT(-FOT)CSL YUPEOUTENbHBIM (-M) JJIS aKIHOHEPHBIX
OOLIECTB B COOTBETCTBUHU C aKTyaJIbHbIM 3aKOHOJATEILCTBOM:
Bri6epute oguH OTBET:
a. ycTaB
b. ycTaB 1 yUpeAUTENbHBIN JOTOBOP
C. YUPEIUTEIbHBIN JOTOBOP
d. monoxeHue 00 aKIIMOHEPHOM OOILECTBE
Bomnpoc 9
Tekct Bompoca
Kakue crpykrypst HE MOT'YT JIEICTBOBATD Ha 0CHOBE TIOJIOKEHHMIA:
Bri6epute oguH OTBET:
a. OI0JKETHbIE HEKOMMEPYECKHE OpraHu3alun
b. KOMMepUecKHe OpraHu3aluu
. pumaNbl, IPEICTaBUTENIbCTBA, OTACICHHUS KOMMEPUECKUX OpTaHU3aIlul
d. cTpyKTypHBIE TOApa3ieIeHHs] HEKOMMEPUYECKHX U KOMMEPYECKUX OpraHu3aIuit
Bomnpoc 10



TekcT Bompoca
Kakoii Bug ycraa HE CYHHIECTBVET:
BriGepute oquH OTBET:
a. yCTaB MHAUBUAYAJIBLHOTO MPEANPUHUMATEIS
b. ycTaB 001IeCTBEHHOM OpraHU3aluu
C. YCTaB rOCyJapCTBEHHOW WJIM MYHUIMITAJIbHOW OpraHu3aluu
d. ycraB KoMMepUecKoi opraHu3aluu
Bormpoc 11
TekcT Bompoca
Kakoii  pexkBm3uT  omimuaeT  oopmiieHME ~ ycTaBa ~ OT  JPYIHX  BHJOB
OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB:
Br16epute oiuH OTBET:
a. Hanmuue rpuda yTBepKACHUS
b. HaM4Me nmoAnUCcen
C. HAJIMYME OTMETKHU O €r0 PerucTpauuu
d. HanMuMe BU3 03HAKOMIICHUS
Bomnpoc 12
Tekct Bompoca
Y Kkakoro BUJAa OPraHU3alMOHHO-TIPABOBOM JOKYMEHTallMH TpeOOBaHUS K TEKCTY
YCTAHOBJIEHBI B 3aKOHO/IaTEIbHOM HOPSIKE:
Bri6epute o OTBET:
a. IOJDKHOCTHASI MHCTPYKIIMSI
b. HHCTPYKIMSI HOPMAaTUBHO-METOAMYECKOT0 XapakTepa
C. ycTaB
d. mratHOe pacniucanue
Bormpoc 13
TexkcT Bompoca
Kakoii opraHu3aiiioHHbIN JOKYMEHT UMEET YHU(DUIIUPOBAHHYIO (hOpMY:
Bri6epute o OTBET:
a. ycTaB
b. HHCTPYKIHSI 110 1€TONIPOU3BOJICTBY
C. IUTATHOE paclrCaHue
d. TOMKHOCTHOM perjJamMeHT
Bormpoc 14
Tekct Bompoca
Ompenenure, K KaKOMY OPraHU3allMOHHOMY JIOKYMEHTY OTHOCHUTCS MpeJjiaraeMbli
(dbparMeHT TeKcTa JOKYMEHTa!
1. ®upMeHHOEe HaUMEHOBaHHE U MECTOHAXOXKIEHHE 0011IeCTBa
1.1.TlonapIM  (UpMEHHBIM HAaUMEHOBaHHMEM oOmiecTBa siBiseTcs: OOmecTBo ¢
OTpaHWYEHHON OTBeTCTBEHHOCThIO «MUP». Cokpamennoe ¢GupMEHHOE HaNMMEHOBAHUE
obmectBa — OO0 «MUP».
1.2.FOpunnueckuii anpec obmectBa: yia. CpenuzemHomopckas, a.1, T. MarHuroropck,
Yenabunckag o0i1., Poccus, 455012,
Bribepute oauH OTBET:
a. MOJIOXKEeHHe 00 OpraHu3aluu
b. mpaBwIIa BHEIIHEH MEPEMMCKU OpraHU3alun
C. ycTaB
d. MHCTPYKLIUS MO JI€TONPOU3BOJICTBY
Bompoc 15
TekcT Bompoca
Onpenenure, K KaKOMY OPraHM3allMOHHOMY JIOKYMEHTY OTHOCHUTCS NpeajiaraeMblii
(dparMeHT TeKcTa JOKYMEHTa!
O0111e MoIoXKEHHS
1.1.Cexperapb-pedepeHT OTHOCHTCS K KaTerOpPUM  CHEIUAIMCTOB  MPEANPHUATHS,
MPUHUMAETCS U YBOJIBHSIETCS TUPEKTOPOM.
1.2.0cHOBHBIMU  3a/ladaMu  ceKpeTapsi-pedepeHTa SBISETCS OpPTraHU3allMOHHOE W



JTIOKYMEHTAITMOHHOE 00ECIIEYeHHUE YIIPABICHYECKON ACATEIHHOCTH.

BriGepute oquH OTBET:

a. MpaBuJia BHYTPEHHETO TPYAOBOIO paclopsika
b. 10oMKHOCTHAS UHCTPYKIUS

C. MHCTPYKIIMS 110 IIEPCOHATY

d. monoxkenue o0 oTaene AeTONPON3BOACTBA

Bormpoc 16

TekcT Bompoca

Onpenenure, K KakoMy OpraHM3alMOHHOMY JOKYMEHTY OTHOCHUTCA IIpelsiaraeMblii
¢dbparMeHT TeKcTa JOKYMEHTa!

1.1. DnexkTponpoBojKka B y4YEOHBIX TOMEUICHHSIX [OJDKHA HAXOJWUTHCS B HCIPABHOM
cocTosHUHU. COINPOTUBICHUE H3OJSILUHU IMPOBOJOB AOKHO IEPUOJUYECKH 3aMEpPSThCH, MU
HEO00XO0JUMOCTH J0KEH IPOU3BOJUTHCSI PEMOHT.

1.2. 3anpemaercs NOPUMEHATh Ui 3alUUTHl 3JEKTPOCETEH BMECTO aBTOMATHUYECKHX
IIpeIOXpaHUTENEH U MJIaBKUX BCTABOK 3aIUTY KYyCTaPHOI'O U3TOTOBICHUS (<GKYUKH»).

Bribepute ofuH OTBET:

a. JIOJDKHOCTHas MHCTPYKLMSI 3aMECTHTENs JUPEKTOpa [0 BONPOCAaM TEXHUKHU
0e30MacHOCTH y4eOHOT0 3aBEACHUS

b. TUTIOBOE 1TOJIO’KEHHE O TEXHUKE 0€30IaCHOCTH B YUEOHBIX 3aBEICHHSIX

C. MHCTPYKIIHS 10 TEXHUKE O€30MacHOCTH B y4eOHOM 3aBEACHUU

d. mpuka3 ympaBieHus oOpa30oBaHHS MYHHUIUIIAILHOTO OOpa3oBaHUsS O COOJIOJICHUU
MPaBHJI TEXHUKH 0€30IaCHOCTH B YYEOHBIX 3aBEJICHUSAX

Bormpoc 17

TexkcT Bompoca

Onpenenure, K KakoMy OpraHM3alMOHHOMY JOKYMEHTY OTHOCHUTCA IIpe/jiaraeMblii
dbparMeHT TeKcTa JOKYMEHTA!

1.1.MHCTpYyKTOp MEPBOM KATETOPUU OT/eIa KaJApOB, OPraHU3aIMOHHO-MAaCCOBOM pabOThI U
KOHTPOJII OTHOCUTCS K KATETOPUHU CIIELIUAIIMCTOB.

1.2.Ha 1omKHOCTh MHCTPYKTOPA MIEPBOM KaTEropyuy Ha3HAYAETCs JINIIO, UMEIOIIEE BBICIIIEE
npodeccroHagbHOe 00pazoBaHue, 0e3 mpeabsBIeHHs TPeOOBaHUH K CTaxy pabOTHI.

1.3.Ha3HaueHue Ha JOKHOCTh MHCTPYKTOpA MEPBOMl KaTErOpuu U OCBOOOXKIEHHUE OT Hee
IPOU3BOIUTCS TIOCTAHOBJICHUEM (pacTIOPsSKEHUEM) COBETA MIIM IIPABJICHHUS.

Bri6epuTe ouH OTBET:

a. MoJIo’keHue 00 oT/esne KajpoB

b. kBanMpuUKaUUOHHBIE TpeOOBaHMSI K WHCTPYKTOPY IIEpBOM KaTeropuu OTJena
KaJIpOB,0praHU3allMOHHO-MacCOBOI pabOThI U KOHTPOJIS

c. npaBuIIa BHYTPEHHETO TPYJOBOIO pacnopsiaka B oTJene
KaJ[pOB,0praHU3allMOHHO-MacCOBOI pabOThI U KOHTPOJIS

d.  JOmKHOCTHasT ~ MHCTPYKLUMSI ~ MHCTPYKTOpa  TEpBOM  KaTeropum  OTAelna
KaJ[pOB,0praHU3allMOHHO-MacCOBOI pabOThI U KOHTPOJIS

Bompoc 18

Tekct Bompoca

Onpenenure, K KakoMy OpPraHM3allMOHHOMY JIOKYMEHTY OTHOCHUTCS IpeajiaraeMblil
(parMeHT TeKkcTa J0KyMEeHTa:

1. O61mue nonoxeHus

1.1.JIuteparypnas mnpemusi «Pycckas QanracTuka» (mamee Mo TEKCTy — TIpeMus)
NPUCYXKIAETCS €XKEroJHO 3a Jiydliee (aHTACTUYECKOE TMPOU3BEIACHHE KpymHOU (opmsl,
OIyOJIMKOBAHHOE B TO/1Y, MPEIIIECTBYIONIEM MTPUCYKICHUIO TPEMUH.

1.2.B kauecTBe JOMOTHUTEIHHBIX HOMHUHAIIMM HAa COUCKAaHWE TPEMHH, HE 005S3aTEeIbHO
IPUCY>KIAEMBIX €KET0JIHO, MOTYT TaK)Ke 100aBIAThCS HOMUHAIMHU «3a Jydiee (paHTacTuyeckoe
MpoM3BeNIEHNE CPeTHEN PopMbI», «3a mydiee (aHTaCTUUECKOE MMPOU3BEICHUE MaJION (POPMBD.

1.3.Yupenurensamu npemun sBisioTcs cepBep «Pycckas (aHTacTuka» U MEepPCOHAIBHO:
Anekcanap YabsHoB, [mutpuii Batonun, Bnan dypaunxuii, Koncrantun ['pummn, Anexcanap
CunopoBuu.

1.4 Ilpemust mpucy’aaeTcs Ha OCHOBAHMM MTOTOB TAMHOTO ABYXTYPOBOI'O T'OJIOCOBAHUSA.



[lepBblii Typ TOJOCOBaHHS MPOBOJUTCS B KOMIBIOTEPHBIX ceTsAX HMHTepHeT (rojocyroT
nocetutenn cepBepa «Pycckas ¢danTacTuka») M Ha MecTax (TOJIOCYIOT MOIMUCYUKU
9XOKOH(EpEeHIH, TOCBAICHHBIX (haHTacTHKe). BTOpol Typ ronocoBaHUs MPOBOIAUTCS CpEau
penakTopoB cepBepa «Pycckas ¢anTactuka» (cM. 1. 4.2). B 0co60 0roBOpeHHBIX HUXKE CIydasix
JIOTTYCKAeTCs MPOBEACHHUE JOTIOHUTEIBLHOTO Typa TOJIOCOBAHMS CPEIN YUPEAUTENICH peMun.

1.5.1IpeMust MOXKET IPUCYKAATHCA OJHOMY U TOMY XK€ aBTOPY 3a Pa3IMUHbIE IPOU3BEICHUS
He OoJiee ABYX pa3 B KXJI0M U3 HOMUHAIUI.

1.6.Bpyuenne npeMun Mpou3BOAUTCS Ha €XKEroJHON KoH(pepeHunu « THTepIpeccKony.

Br16epute ouH OTBET:

a. yupeauTenbHbI JoroBop ocepBepe «Pycckas ¢aHTacTukay Mexay AJEeKCaHIpOM
VapsaHoBbM, [JmutpueM Baronuneiv, Biagom /[lypaunkum, KoHcraHTHHOM ['pulMHBIM,
Aunekcansipom CugopoBrudemM

b. mpaBuwia mNPOBENCHHMS BCEPOCCHUICKOrO KOHKypca Ha Jydyllee JHTEepaTypHOe
IPOM3BECHUE B XKaHpe (PAHTACTUKU

C. TIOJIO’KEHHE O MPHUCYKICHUH JIMTepaTypHOil mpemun «Pycckast pantactukay

d. uHCTpYKLKS O BpydeHUU JuTepaTypHoil npemun «Pycckas pantactukay

Bormpoc 19

TexkcT Bompoca

Onpenenure, K KakoMy OpraHM3allMOHHOMY JOKYMEHTY OTHOCHUTCS IIpe/jiaraeMblii
(parMeHT TeKkcTa JT0KyMEHTa:

1. O61ue nosoxeHus

1.1.PykoBogurens ciayx0bl JIOY oTHOCHTCS K KaTeropuu pyKOBOIMTEIEH, Ha3HAYaeTCs
Ha JIOJDKHOCTb U OCBOOOKIAeTCs OT HEE IPUKA"30M PYKOBOAUTENS OPTaHU3ALNH.

1.2.Ha nomxHOCTh pykoBojauTens ciayxObl /JIOY HazHadaeTcs MO0, UMEIOIIEe BBICIIEE
npodeccruoHaIbHOe 00pa30BaHKUE U CTAX PaOOTHI IO MPOGUITIO HE MEHEE TPeX JIeT.

1.3.PykoBogurens ciayx0b1 IOY noguuHseTcst pyKOBOJUTEINO OPraHU3aIUH.

1.4.Bo Bpemst oTCyTCTBUS pyKoBoaAUTENs CiryO0b1 JIOY (KkoMaHau"poOBKa, OTITYCK, O0JIE3Hb
U 1p.) ero o0sA3aHHOCTH UCIOJHSAET 3aMeCTU TeNb (WIM JIHI0, HA3HAYEHHOE B YCTAHOBJICHHOM
MOPSAJKE), KOTOPBIM HpPHOOpETaeT COOTBETCTBYIOIIME IpaBa M HECET OTBETCTBEHHOCTh 3a
Ha/lI-JIeXallee NCIOJHEHNE BO3JIOKEHHBIX Ha HETO 00s13aHHOCTEH.

Bri6epuTe ouH OTBET:

a. mojoxenue o cuyxoe JJOY

b. mpaBwiIa BHYTPEHHETO TPYI0BOTO pacmnopsiaka B ciyxoe [1I0Y

C. IIOJIO’KEHHE O pyKoBoauTene ciyxkos1 JJOY

d. monoxxenue o0 opraHu3aMu

Bonpoc 20

TekcT Bompoca

JIOJIKHOCTHBIE PETIIAMEHTHI BBOIATCS:
Bri6epuTe ouH OTBET:

a. U1 BOGHHOOOs3aHHBIX

b. st pykoBoAUTENEH OpraHU3aInii

C. JUId JIOOBIX JOJDKHOCTEH JIOOBIX OpraHu3aluil Kak ajbTepHaTHBA JOJDKHOCTHON
UHCTPYKLUHU

d. 175 TpaXkAAHCKUX CITyKAILIUX

Bormpoc 21

Tekct Bompoca

Kakoli ToKyMeHT ycTaHaBIMBaeT 00IMe MpaBUiia B3aUMOIEHCTBUS MUHUCTEPCTB, CITYKO0 1
areHTCTB TPU BBHINOJIHEHWH UMM CBOMX (QYHKIMHA, a Takxke oOIIMe MpaBWiia OpraHU3aluu
NEeSTENIbHOCTH  (peiepasibHbIX OpPraHOB HCIOJHUTENBHOM BJIACTH MO peald3allud WM
IIOJIHOMOYMI:

Bri6epute ouH OTBeET:

a. O011ee Moyio’keHNe 0 MUHUCTEPCTBAX

b. TunoBoii perjaaMeHT B3aUMOJCHCTBUS (eiepabHBIX OPraHOB UCIIOJIHUTENBHON BIACTH

c. TunoBoe Mmoyo’keHNe 0 rocyJapCTBEHHOM cTyx)0e

d. Tunoas MHCTPYKLUS IO AETONPOU3BOJICTBY B (peAiepalIbHBIX OpraHaxX UCIOJIHUTEIbHON



BJIACTH

Bompoc 22

TekcT Bompoca

Kakum opraHnzanvoHHbIM JOKYMEHTaM COOTBETCTBYET CIEAYIONIAsl XapaKTePUCTHUKA:

OTO OpraHM3aLMOHHO-IIPABOBBIE AKTHI, ONPENCIIAIONIUE MMOPAJOK 00pa3oBaHus, MpaBa U
00513aHHOCTH, OpraHU3alKi0 pabOThl KaKk B OpPTaHU3aIlMH B LIEJIOM, TaK U B €€ CTPYKTYpPHBIX
nojpasziesieHussXx. B 3TUX JOKyMeHTax Takke MOryT OBbITh OTpPaKEHbl IpaBa U O0A3aHHOCTU
OTJENbHBIX JIOJDKHOCTHBIX JIMI, OINPEAENATHCS OCHOBHBIE OPraHU3alMOHHBIE BOIIPOCHI
IPOBE/ICHUS PA3JIMUYHBIX MEPONPUATUH B OpraHu3aluu (KOHKYpCOB, CEMHUHApOB, (ecTUBAJIEH,
BBICTABOK).

Bribepure oquH OTBET:

a. mpaBuia

b. nonoxeHus
C. UHCTPYKILIUH
d. yctaBbl

Bormpoc 23

TexkcT Bompoca

KakoMy oprannsainiioHHOMY JIOKYMEHTY COOTBETCTBYET CJIEYIOIIasl XapaKTePUCTHKA!

OT0 JOKaJIbHBII HOPMATUBHBIHM aKT OpraHu "3alluH, PErJIAMEHTUPYIOLINI B COOTBETCTBUU C
Tpynoseim Kogexk—com n uHbIMHU (heepaabHbIMU 3aKOHAMM HOPSAJOK IPUEMa U YBOJIb HEHUS
pabOTHUKOB, OCHOBHBIE IIPaBa, 00S3aHHOCTH M OTBETCTBEHHOCTh CTOPOH TPYZOBOTO J10rOBOPA,
PEXUM pabOThI, BpeMs OT/bIXa, IPUMEHsIEMbIE K pa0OTHUKAM MEpbI IIOOUIPEHHS M B3BICKAHUS, a
TaKXe WHBIE BOIIPOCHI PETYJIMPOBAHUS TPYIOBBIX OTHOIIEHUH y TaHHOTO paboToaaTesl.

Bri6epure ouH OTBET:

a. HHCTPYKIMSI HHCIIEKTOPA IO TPy Ly

b. mpaBuiIa BHYTPEHHETO TPYIOBOTO PACIOPSIIKA

C. IIOJIO’KEHHE O TPYAOBBIX OTHOLIEHUSAX B OpraHU3aLuU
d. TpynoBoii goroBop

Bomnpoc 24

TekcT Bompoca

KakoMy opraHn3aniMOHHOMY TOKyMEHTY COOTBETCTBYET CJIEAYIOIIAsl XapaKTePUCTHKA!

OTO  JIOKaJbHBIH  OpPraHM3Al[MOHHO-TIPABOBOM  aKT,  ONpPENENSIONMA  MOPSIOK
dbopmHpoBaHuUs, 3ahay, CTPYKTYpY, OOS3aHHOCTH, (DYHKIMH, MpaBa, OTBETCTBEHHOCTb U
OpraHu3aIuio padoThl CTPYKTYPHOTO MOJApPA3AeICHHs] U UHOTO OpraHa (COBeTa, KOMUCCHH U T.I1.)
OPEANpUATHS, GUPMBIL, YUPEKICHHS.

Bri6epuTe ouH OTBET:

a. ycTaB

b. yupeauTenpHbIi JOrOBOP

C. IOJI0’KeHHEe 00 OpraHu3aIH

d. mosio’keHue 0 CTPYKTYPHOM OJIpa3AeieHUN

Bompoc 25

TekcT Bompoca

KakoMy yrpaBieHUECKOMY JOKYMEHTY COOTBETCTBYET CIEAYIOLIasl XapaKTEPUCTUKA:

3TO0 BUJI MMCBMEHHOTO IOKYMEHTA, B KOTOPOM (PMKCUPYIOT pelIeHUs aIMUHUCTPATUBHBIX U
OpraHU3aIMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB yIpaBJICHUs, B3aUMOJICHCTBHUS, OOECTIEUeHUs U
pEeryJIupoBaHusl AESITEIbHOCTH OPraHOB BJIACTH, YUPEKICHUH, NPEANpUITUN, OpraHu3aui, ux
NOJIpa3IeJIEHUH U TOJPKHOCTHBIX JIMII.

Bribepute ofuH OTBET:

a. (puHAHCOBO-OyXTaNTEepPCKHiA

b. kanpoBbIit

C. OPraHU3alMOHHO-PACTIOPSIUTENBHBIN
d. mIaHOBO-OTYETHBIN

Bompoc 26

TekcT Bompoca

KakoMy 1OKyMEHTY COOTBETCTBYET CJIEAYIOIAsl XapaKTePUCTHUKA!

OTO0 CBOJ MPABUJI, PETYIUPYIOIUX OPraHU3alUI0 U HOPSI0K AeSTEIbHOCTH B KaKOH-1100



onpeaenéHHON cepe OTHOUICHUM WM KaKoro-ITuO0 rocyAapCTBEHHOTO OpraHa, MpearnpHsIThs,
YUpEKACHUS. DTOT TOKYMEHT ONpeAessieT MPaBOBOW CTaTyC OpraHNU3aluH, HEOOXOAUMBIN 1JIs ee
TrOCYIapCTBEHHOW PETUCTpallUM; OTpakaeT TmpaBa, GYHKIUU, CTPYKTYPYy U IITaTHYIO
YHUCICHHOCTBIOCYTAPCTBEHHOM, KOMMEPYECKOM HITN OOIECTBEHHOW OpraHu3aIiHy.
Bri6epute oauH OTBeET:

a. aIMUHUCTPATUBHBII peraaMeHT

b. yupeaAuTenbHBINH JOTOBOP

C. CBUJIETEJILCTBO O PETUCTPALMU IOPUANUECKOTO JINLA

d. ycraB

Bormpoc 27

TekcT Bompoca

KakoMy 10KyMEHTY COOTBETCTBYET CJIEAYIOIIAsl XapaKTEPUCTHUKA!

B »3TOM nokymeHTe yupenuTenu OO0S3YIOTCS CO3[aTh IOPUAUYECKOE JIUIO, OMpPENeisioT
NOPSAJIOK COBMECTHOM JI€ATENbHOCTH IO €ro CO3JAaHMIO, YCJIOBUS II€pelladd €My CBOETro
UMYILECTBA U Y4YacCTHsl B €ro JesATeNIbHOCTH. B Hem ompenensiorcs ycClIOBUS U MOPAIOK
pacrpesiesieHus] MEXAy YYaCTHHUKaMH TpHOBUIM W YOBITKOB, YHPABJICHUS JAEATEIBHOCTBHIO
IOPUAMYECKOTO JIUIIA, BBIXO/a yupeauTeel (Y4aCTHUKOB) U3 €ro COCTaBa.

Bri6epure ouH OTBET:

a. ycTaB

b. CBUAETENBCTBO O PETUCTPALIUH FOPUANIECKOTO JINIA
C. YUpEIUTEIbHBIN TOrOBOP

d. aAMUHUCTPATUBHBIA PETJIAMEHT

Bomnpoc 28

TekcT Bompoca

KakoMy 1OKyMEHTY COOTBETCTBYET CJIEAYIOIIas XapaKTePUCTHKA!

OTO MpaBOBOW AaKT, YCTAHABIMBAIOLIMN TEXHOJOTUIO CO3/IaHUS WM TMOIYYECHUS
JIOKYMEHTOB, X 00pabOTKH, XpaHEHUS U UCTIOJIb30BaHUS B I€ATEIHLHOCTH OPTaHU3aIUH.

Bri6epure ouH OTBET:

a. IOJDKHOCTHAsI MHCTPYKLHUS

b. TOKHOCTHOM perjJaMeHT

c. mosnoxenue o cnyxoe JJOY

d. HHCTPYKIIMS IO J1€T0NPOU3BOJICTBY

Bomnpoc 29

TekcT Bompoca

KakoMy TOKyMEHTY COOTBETCTBYET CIIEAYIOIAsl XapaKTEPUCTHKA!

OTOT NOKYMEHT YCTaHaBJIMBAET JUIsl paOOTHUKA KOHKPETHBIE TPYIOBbIE (JOJKHOCTHBIE,
(GyHKIMOHAJIbHBIE) OOA3aHHOCTH W TpaBa B COOTBETCTBUU C 3aHMMAEMOW JOJDKHOCTBIO,
3aKperIsieT €ro OpraHHu3allMOHHO-TIPAaBOBOE IOJOXKEHHE B CTPYKTYPE YUPEXKIEHUS, ABISETCS
IPaBOBOW OCHOBOM 1715l TPOBEACHUS aTTECTAllUU pabOTHHKA, ONIPEJIEIEHUS] €T0 OTBETCTBEHHOCTH
Y B3aMMOOTHOUIEHMSI C JAPYTUMHU paOOTHHKAMHU U MOJPa3eCHUSIMHU, MO3BOJISIET 0OBEKTHUBHO
OLIEHUBATh paboTy COTPYTHUKA OpraHU3alllu.

Bri6epuTe ouH OTBET:

a. MHCTPYKIMS 110 AEJIONPOU3BOACTBY
b. monoxxenwne o ciyxoe JJOY

C. IOJDKHOCTHOM perjiaMeHT

d. TomKHOCTHAS MHCTPYKIUS

Bomnpoc 30

TekcT Bompoca

KakoMy 1OKyMEHTY COOTBETCTBYET CJIEAYIOIIAsl XapaKTEPUCTHKA!

OTOT JOKYMEHT YCTaHaBJIMBaeT KBalu(UKallMOHHBbIE TPeOOBAHUS K TOCYJapCTBEHHOMY
IPaXXJTaHCKOMY CITy’KallleM; €ro JIOJDKHOCTHBIE 00S3aHHOCTH; MepeueHb BOIPOCOB, M0 KOTOPHIM
TPpaXAAHCKUI CIy)KallMii BIpaBe WM 00s3aH CaMOCTOATEIbHO NPUHHUMATh pEUIeHUuE U
y4acTBOBATh MPH MOJArOTOBKE HOPMATUBHO-IIPABOBBIX AKTOB; CPOKU M MPOLETYPHI MTOATOTOBKH,
paccMOTPEHUsI IPOEKTOB YIPABIEHYECKUX PEUICHHUM, MOPSAOK MPUHSITHS PEUICHUS; MOPSIOK
B3aUMOJICHCTBUS TPAaXIAHCKOTO CIYXallero; MepeueHb T'OCYAapCTBEHHBIX YCIYT; MOKa3aTeNln
3(hPEeKTUBHOCTH U  PE3yIBTATUBHOCTH MPOPECCHOHAIBHOW  CIIyKEOHOW  JACSITEIBHOCTH



IPaKAAHCKOTO CITYKAIIETo.
Bribepure ouH OTBET:
a. aIMUHUCTPATHBHBINA PEriIaMeHT
b. mpaBuiIa BHyTPEHHETO TPYOBOTO PACIIOPSIKA
C. JOJDKHOCTHAsI HHCTPYKIUS
d. TOIKHOCTHOM periamMeHT

IIpakTnyeckoe 3aganue 5

1. CocraBpTe U 0OpMUTE MPUKA3 O MOATOTOBKE K €KETOJHOMY CEMHHAPY (IUPEKTOp 1O
MapKEeTUHIy [JOJDKEH MPEICTaBUTh TE3UChl JOKJIAJ0B CIEUUAIMCTOB-MApKETOJIOrOB IO
3apyOeXHOMY PBIHKY; CEKpPETapb TI'€HEpPaJbHOIO JUPEKTOpa JOJDKEH IOATOTOBUThH IUIAH
OpPraHU3alMOHHBIX MEPOIPUATHI 10 MPOBEAECHUIO CEMUHApa; TIJIaBHBIM Oyxranrep IOJKEH
COCTaBHUTh CMETY PACXOJI0B IO OpraHU3alMK padOTHl CEKIUH M MPOBEICHUIO 3aKIIOYUTEIHLHOTO
OaHKeTa).

2. CoctaBbpTe U 0GOpPMUTE MPHUKA3 MO JUYHOMY COCTaBY O MPUHATUU Ha paboty VBaHoBa
JIpBa OsieroBrya Ha4YaIbHUKOM FOPUIUYECKOTO OTJIENA 10 TPYI0BOMY JAOIOBOPY.

Tecrt k pazneny 2

Bomnpoc 1

Kakomy MOHATHIO COOTBETCTBYET CIEAYIOIIAsl XapaKTEpUCTHKA:

OTO JAOKYMEHT, COJAep’Kalluii MOA3aKOHHOE O(UIMAIbHOE pelIeHue, NIPUHATOE OPraHOM
VCIIOJIHUTEJIBHON BJIACTH WJIM JOJDKHOCTHBIM JIMIIOM B OJHOCTOPOHHE-BJIACTHOM IIOPSAJKE U C
COOJIIOJIEHHEM YCTAHOBJIEHHOM MPOLEIYphl IO TOMY WJIM MHOMY BOIIPOCY, OTHECEHHOMY K €ro
KOMIIETEHIINH, OOJICYeHHOe B TPEAYCMOTPEHHYIO 3aKOHOM (opMy H TOpOXKIAroIiee
IOPUANYECKUE TIOCIEACTBHS.

Bri6epure ouH OTBET:

a. HOpMBI IIpaBa

b. mpaBoBOM aKT

C. HCHOPMAaTHUBHBIN IIPAaBOBOM aKT
d. HopMaTUBHBII IPaBOBON aKT

Bompoc 2

Kakomy MOHATHIO COOTBETCTBYET CIEAYIOIIAsl XapaKTepUCTHKA:

OTO JOKYMEHT, COJEp)Kalluii TMpaBUia IOBEIEHUS, pPacIpOCTpPaHSIOLIMECS Ha
HEOoNpeAeNeHHbIH KPYr JUI, W3/laHHble HAa OCHOBaHMM U BO WCIOJHEHHUE (enepalbHOro
3aKOHOJIATEeNbCTBA, O0s3aTeNbHbIE [UIS HCIIOJHEHUS OpraHaMu TOCyJapCTBEHHOM BIIACTH,
MECTHOTO CaMOYIPABJICHUS, HMX JOJDKHOCTHBIMM JIMIAMH, OPUANYECKUMHU JMUIAMU U
IpaXKIaHaAMH.

Bri6epuTe ouH OTBET:

a. HOpPMAaTUBHBIN [TPAaBOBOM aKT
b. HEHOpPMaTUBHBII IPABOBOW aKT
C. IPaBOBOM aKT

d. HopMBbI TpaBa

Bomnpoc 3

Kakomy MOHATHIO COOTBETCTBYET CIEAYIONIAsl XapaKTepUCTHKA:

OTO peleHuss MO0 KOHKPETHBIM BOIpocaM, oOpalieHus K KOHKpeTHbIM jmuam. OHM He
coJiepKaT KaKkux-ITu00 OOIIKX MpaBWJI MOBEJCHHS U PACCUMTaHbl HA OJJTHOKPATHOE MPUMEHEHHE.
OHu cBsA3aHHBIE C pealu3alMeld MpPaBOBBIX HOPM, HUX IPUMEHEHHUEM, HCIIOJIHEHUEM,
HCITOJIb30BAHHUEM.

Bribepute oquH OTBET:

a. HOpPMAaTHBHBIN ITPAaBOBOM aKT

b. HOpMBI TpaBa

C. IPaBOBOM aKT

d. HeHOpMaTHBHBIN PaBOBOI aKT
Bonpoc 4



Ha kakue rpynmel mnoapaszaenstorcs (GOpMbl MPAaBOBBIX aKTOB B 3aBHCHUMOCTH OT
FOPUINYECKUX CBOMCTB:
BriGepute oquH OTBET:
a. OTKPBITbIe/CEKPETHBIE
b. nepBuYHBIEC/ BTOPUYHBIC
c. opunmanbHble/ HeopUIUaIbHBIC
d. HopMaTUBHBIE/ HEHOPMATHBHBIE
Bomnpoc 5
B kakoMm psiy nepeuuciieHbl TOJIBKO MEPBUYHBIE IPABOBBIE AKThI:
Br16epute ouH OTBET:
a. 3aKOH, yKa3, pacrlopsbKeHue
b. mpukas, crannapt, NpercKypanT
C. perilaMeHT, yKa3aHue, pyKOBOJICTBO
d. pekomMeHanuu, TporpaMMa, pelieHue
Bomnpoc 6
B kakoM psily nepedrciieHbl TOIbKO BTOPUYHBIE TPABOBBIC aKThI:
Bribepute ofuH OTBET:
a. TIOJIOKEHHMSI, TPAaBUJIA, MHCTPYKLIUU
b. pa3bsicHeHUs, pelieHue, Ipuka3
C. pacropsbKeHne, ykazaHue, CTaHaapT
d. mopsanok, knaccudukarop, MOCTaHOBJICHHE
Bomnpoc 7
Kakne HOpMmaTuBHBIE TIpaBOBbIE aKThl MOTYT TMPUMEHAThCA 0e3 oduumuambHOro
OITyOJIMKOBAHHUS JUIsl BCEOOILEro CBEACHMUS:
Brib6epute o OTBET:
a. 3aTparuBaroIre 00s3aHHOCTH Ipa)xIaH
b. 3aTparuBarorrie CBOOOIbI IpaxaaH
C. aKThl MEKBEJIOMCTBEHHOT'O XapaKTepa
d. 3aTparuBaromue npasa rpaxxiaaH
Bompoc 8
K kakoil cucteme JOKyMEHTAIUN OTHOCSTCS IIPUKA3bl U PACIIOPSKESHUS:
Bri6epuTe ouH OTBET:
a. CUCTEeMa pacHopsAUTENIbHON JOKYMEHTAIH
b. cucrema opraHU3aIMOHHO-TIPABOBOM JIOKYMEHTAIINN
C. CUCTE€Ma JIOKyMEHTOB JIMYHOTO MTPOUCXOKACHUS
d. cuctema nHpOpPMALIMOHHO-CITPAaBOYHOM JOKYMEHTAIlUU
Bompoc 9
Kakomy NOHSTHIO COOTBETCTBYET CIEIYIOMIAs XapaKTePUCTHKA!
JlokyMeHTBbI, 00J1a1at01I1e FOPUINUECKOM CUIION, N3/JaBaeMble pyKOBOACTBOM OpTraHU3aIluH
U COJep)Kallie YIpaBJICHUYECKUE pEIICHUs, HANpaBJICHHbIE Ha BBITIOJHEHHUE TEKYIUX U
NEePCHEKTUBHBIX 33/1au:
Bri6epuTe ouH OTBET:
a. nH(OPMAIIMOHHO-CIIPABOYHbBIE TOKYMEHTHI
b. opraHn3aIMOHHO-TIPABOBBIC JTOKYMEHTHI
C. TOKYMEHTBHI 110 INYHOMY COCTaBY
d. pacnopsiiuTeNbHBIE JOKYMEHTHI
Bompoc 10
Kakne pacnopsmurensabie nokymeHTsl HE wm3nmarorcs B ciydasix, Korzma HEOOXOAUMO
IOPUHATH HOPMATUBHBIA WM WHAMBHUIAYAJbHBIM aKT 1O OCHOBHBIMBOIIPOCAM KOMIIETEHIIUU
OpraHu3aINu:
Bribepute oquH OTBET:
a. yKa3zaHUs
b. nmpukassl
C. TIOCTAHOBJICHHS
d. pemenus
Bomnpoc 11



Kakue pacnopsauTenbHble TOKYMEHTBI HM3JAIOTCA IO ONEPAaTHMBHBIM BONPOCAM H UL
OpraHM3aLH1 UCIIOJIHEHUS APYTUX PACIOPSAIUTENBHBIX JOKYMEHTOB:

BriGepute oquH OTBET:

a. pacHoOpsIKEHUS

b. pemenus

C. IIOCTaHOBJICHUS

d. mpukasbl

Bormpoc 12

Kakas xapakrepuctuka HE cooTBeTcTBYET cicTeMe pacliopsiAUTEIbHON JOKYMEHTAUH:

Br16epute ouH OTBET:

a. OTW JOKYMEHTBhl COJEpXkaT IOPUIUYECKU BIIACTHBIC MPENNUCAHUA CYOBEKTOB
UCIIOJIHUTENIbHOM  BJIACTH, aJpecaTaMu KOTOPBIX SIBJISIFOTCSI KOHKPETHBIE OpraHu3alluy,
CTPYKTYpPHBIE IOJpa3eieHUs, AOJDKHOCTHBIE JIUIA, PAOOTHUKU. DTH MPENIUCAHUS SBISIOTCS
IOPUANYECKUMU JIOKYMEHTaMH, BbI3bIBAIOIIMMHU BO3HUKHOBEHUE KOHKPETHBIX
aJMMHHMCTPATUBHO-IIPABOBBIX OTHOLICHUM

b. DTH TOKYMEHTBHIPErYJIHUPYIOT OTHOLICHHS B HEPAPXUYECKOH CHUCTEME YIpaBICHUS
«CBEpXY BHM3» (OT BBIIIECTOSIIUX OPraHOB, OPraHU3aIUi, JOHKHOCTHBIX JIMI] K HU)KECTOSIIMM)
U OTPaXaroT YIPABJICHYECKUE PpELICHUs, HAIpaBICHHbIE Ha JOCTHKEHHE LEelIed M 3aaad
OpraHu3aluu

C. OTU JOKYMEHTHI CO3JIal0T OpraHU3alMI0, YCTaHABIUBAIOT €€ CTPYKTYpY, ONpPEAEIsIoT
IITaTHY}0 YHCIEHHOCTh U COCTaB pPAOOTHUKOB MO JOJDKHOCTSM, OIpPeNessaioT (YHKUUU
CTPYKTYPHBIX IOAPA3ACICHUN, COBELIATENIbHBIX, KOJUICTHAIBHBIX OpPraHOB, YCTAaHABIMBAIOT
peKuM paboTbl, OCYIIECTBIISAIOT OPraHU3aLMIO TPyJa U pacHpeieieHue 00sS3aHHOCTeH MEexXTy
pabOTHUKAMHU, ONPEAETAIOT NOPSAJOK pEOpraHU3alMK U JTUKBUJAIMY OpraHU3aluu

d. DT TOKYMEHTHI U3Jal0TCS Ha OCHOBE WJIM BO UCIIOJIHEHHE 3aKOHOB, IOCTAHOBJICHUHN U
pacnopsokenuil [lpaBurenscrBa P@, BbILIECTOAMX OPraHOB BJIACTH M YIPABICHUS. JTH aKThI
M3JIAI0TCS TaKXKE 110 MHULUATUBE PyKOBOIUTENIEH B MPEAeiIax UX MOJTHOMOYMN U KOMIIETEHIUU
JUISL OCYLIECTBJICHUS LEJIEe U 3a71a4 OpraHu3alun

Bomnpoc 13

KakoBa mepapxuueckas cuctemMa pacHopsSAUTENbHBIX JAOKYMEHTOB IO cdepe AelcTBUA
(cBepxy BHHU3):

1) mpaBoBble aKThbl, ACHCTBYIOIIME B paMKax OTAEIbHOW OpraHM3allM, Y4YpeKICHMUS,
OpeanpusTs, GUPMBI,

2) mpaBOBbIE aKThI, JCHCTBYIONINE B IIPeIeIax OTpaciu (U3/1at0Tcs OTPACIEBBIMU OpraHaMH
(benepaabHON UCTIOIHUTEIBHON BIACTH);

3) mpaBOBBIE€ aKTHI, ICUCTBYIOIINE HAa ypoBHE CyOBekTOB PD — Kkpaes, obiacreii, TOpo10B
peciryOnmnkaHckoro 3HaueHust MockBel u CankT-IlerepOypra, aBTOHOMHBIX 00JIacTel U OKPYTOB,
a TaK)Ke UX TEPPUTOPUATIBHBIX 00Pa30BAHU;

4) mnpaBoBble aKThl, JEHCTBYIOIIME Ha (QenepaabHONH ypOBHE, — aKThl, H3JaBacMble
IIpesunenrom PO, [TpaButensctBoM PD, opraHamu UCIIOJIHUTEIBHOMN BIACTH.

Bribepure o= OTBET:

a.4,2,3,1

b.1,3,2,4

c.1,2,3,4

d. 4,321

Bompoc 14

Ha xakue rpynmnsl IensTcsl paclopsIUTENbHBIE JOKYMEHTBl C TOYKU 3PEHUS NPUHATHS
pelieHui (mopsiika pa3pemieHrs BOIPOCOB):

Bribepute ouH OTBET:

a. CO3/1aBaeMbl€ B YCIIOBUSAX KOJUJIETHATBHOCTH/ CO3/1aBa€Mble Ha OCHOBE €IMHOHAYaJIHs

b. HOpMaTHBHBIE/ HEHOPMATHUBHBIE

C. IepBUYHbBIE/ BTOPUYHbBIE

d. BO ncnojaHeHne/ MHUIIUATUBHBIC

Bompoc 15

Kakue pacnopsauTenbHble JOKYMEHTBI OTHOCSTCS K JOKYMEHTaM, CO3JaBacMbIM B
YCIJIOBUSX KOJUIETHAIIBHOCTH:



BriGepute oquH OTBET:
a. peleHHs
b. ykazanust
C. IPHUKa3bl
d. pactiopspxkeHHst
Bormpoc 16
Kakue pacnopsaurensubie nokymMeHTsl HE oTHocsTCA K JOKyMeHTaMm, U3JaBaeMbIM Ha
OCHOBE €IMHOHAYAJIHS:
Bribepure oquH oTBET:
a. MPHUKa3bl
b. pacriopspkeHuUs
C. IOCTaHOBJICHUS
d. ykazanus
Bormpoc 17
Kakue oprans! (opranuszanun) 1eiCTBYIOT Ha IPUHIMIIAX €MHOHAYAINSA:
Br16epute ouH OTBET:
a. rOCYJIapCTBEHHbIE BY3bI
b. akoHepHBIE 00IIeCTBA
c. [IpaButensctBO PO
d. opraHbl UCTIOTHUTEIILHOM BJIACTH
Bomnpoc 18
Kakwue oprans! (opranu3zanuu) 1eHCTBYIOT Ha YCIOBUSAX KOJJIETHATBHOCTH:
Bribepure ouH OTBET:
a. ¢penepanbHbIe MUHUCTEPCTBA
b. BbIcIIME OpraHbl  yNpaBIE€HUS  KOMMEpPYECKMX  OpraHu3alMi  pa3IM4HbIX
OpraHU3alMOHHO-TIPABOBBIX (OpM
C. aAIMMHUCTpALK cyObekTOB P 1 Apyrux TeppuTopuanbHbIX 00pa3oBaHUN
d. opraHbl UCTIOTHUTENIFHON BJIACTH OpPTraHU3AMN YUPEKIACHUH, TPEANPUATHIA, HUPM
Bomnpoc 19
Kaxkne pacniopsaurensable 1okyMeHThl poxoaat MHBIE craguu npouenypsl u3ganus:
1) wu3yyeHMe CyllecTBa YIPABICHUECKOTO0 BOMNPOCA, HWHULUUPOBAHHUE PpELICHUS —
obocHoBaHUEe HeoOXxoaumMocTH u3nanus PI;
2) cOop u aHanu3 uH(pOpMaIUU IO BOIIPOCY;
3) NOAroTOBKA MPOEKTA PACIOPATUTEIILHOTO JOKYMEHTA;
4) coriacoBaHMe MM OOCYXJEHHE Ha 3aceJaHUM KOJUIETMaJIbHOTO OpraHa MpPOEKTa
pacropsaIuTeTLHOTO JTOKYMEHTA,
5) BHecenue npoekta P/ Ha paccMoTpeHne pyKOBOJCTBA;
6) IpUHATHE PELICHUS — IOMUCaHNE TOKYMEHTA;
7) perucTpanus T0KyMeHTa;
8) noBeeHNE PACTIOPSIIUTENBHOIO JOKYMEHTA /10 UCTIOHUTENEH.
Bribepure o= OTBET:
a. IPHUKAa3bI
b. pacniopsikeHus
C. pelIeHus
d. ykazanus
Bompoc 20
N3 xakux yacTeil COCTOUT TEKCT pacHOpsIIMTEILHOTO JOKYMEHTA!
Bribepute ofuH OTBET:
a. aHAIMTUYECKas 4acTh/ 0060011aroas 4acThb
b. pa3pscHUTENbHAS YacTh/ JUPEKTHBHAS 9aCTh
C. KOHCTAaTUPYIOIIas YacTh/ pacOpsIIUTENIbHAS YacThb
d. BBOzHAs yacTh/ OCHOBHAS YacTh/ 3aKJIFOUATENILHAS YacTh
Bompoc 21
Ha kaxue rpymibl IesTcs MPUKa3bl 10 XapaKTepy OCHOBAHUS IS N3aHHS:
Bribepure ouH OTBET:
a. HOpMaTUBHbIE/ HECHOPMATUBHBIE



b. co3naBaemble B yCIOBUSAX KOJIJIETHAIBHOCTH/ CO3/JaBa€Mble HA OCHOBE €IMHOHAYAIIHS
C. IepBUYHBIE/ BTOPUYHBIE
d. BO ucnosHeHne/ MHUIIMATHBHBIE
Bompoc 22
Kakwue npukassl Ha3bIBalOTCSI MHULIMATHBHBIMU:
Br16epute ouH OTBET:
a. U3JaBacMble B CBSA3M C OCYLIECCTBICHHUEM WHUIUATHB II0 OPTaHU3ALMH HCIIOJHEHUS
IIPABOBBIX aKTOB, IPUHATHIX PABHOIIPABHBIMHU JIEJIOBBIMU [TAPTHEPAMU OpPTraHU3aluN
b. u31aBaeMble B CBSA3H C HEOOXOIMMOCTBIO OCYLIECTBICHUS COOCTBEHHOM IESATEILHOCTH B
COOTBETCTBUU C HA/ICJICHHBIMU (YHKIMAMU U 3a/1a4aMu
C. U31aBacMbI€ 110 UHULIMATUBE ITOAYNHEHHBIX
d. wu3maBaemble C IETbIO OpPraHW3alMM HCIOJHEHHS TPHHATHIX 3aKOHOJATEIbHBIX,
HOPMAaTHUBHO-IIPAaBOBBIX AKTOB U MHBIX IIOPYUYEHHUI BBILIECTOSIINX OPIaHOB
Bormpoc 23
Kakumu cinoBaMu JOJDKEH HAYMHATBCS TEKCT IPUKA3a, €CIM €ro H3JaHuEe BbI3BAHO
HEOOXOJUMOCTBIO HUCIIOJIHEHUS MPUHATBHIX 3aKOHOJATEJIbHBIX, HOPMAaTUBHO-TIPABOBBIX AKTOB U
VHBIX TIOPYUYEHUI BBILIECTOSAINX OPraHOB:
Bri6epure ouH OTBET:
a. «B nengax...»
b. «B cooTBeTcTBHH C...»
c. «cxonsa us...»
d. «B cBs3u c...»
Bomnpoc 24
Kakumu crnoBamMu JOJDKEH HAuMHATBCS TEKCT IPHKAa3a, €CIM €ro M3JaHUE BbI3BAHO
HE00XOIMMOCTBIO OCYILECTBICHHSI COOCTBEHHOH IEATEIbHOCTH 110 HHUIIMATUBE OpraHU3alyu:
Bri6epure ouH OTBET:
a.«BcBasuc...»
b. «Ha ocHoBanuu...»
c. «Bo ucnonuenue...»
d. «B cooTBeTcTBHH C....»
Bompoc 25
Kakue pacnopsautenbHble JOKYMEHTBI MOKET U3/aBaTh B IIpe/ierax CBOEH KOMIIETEHIUH
PYKOBOJUTEIb OpraHU3alMH, JEUCTBYIOLIEN HA OCHOBE KOJUIETMAJIbHOCTH
Bri6epuTe ouH OTBET:
a. pelIeHus
b. mpukassl
C. IOCTaHOBJICHUS
d. pacniopspkenus
Bomnpoc 26
Kakne pacnopsaurensHble nokymeHTsl HE wMoryt wu3nmaBare B mpenenax CBOeH
KOMIIETEHIIMM PYKOBOJUTENIN OPraHNU3alM{, AEUCTBYIOIUX HA OCHOBE €IMHOHAYAIINSL:
Bri6epuTe ouH OTBET:
a. yKa3aHus
b. pacniopspkeHus
C. IPUKa3bl
d. pemenus
Bompoc 27
Kakne pokymentst HE Moryr mnoamucelBaTh B Ipefenax CBOEH KOMIIETEHIIMH
PYKOBOJUTENN CTPYKTYPHBIX MOAPA3ACICHUI:
Bribepute ouH OTBET:
a. yKa3aHus
b. mpukassl
C. pacHOpsIKEHUS
d. mpoTOoKOIIBI
Bompoc 28
C Kakoro MOMEHTa pacloOpsIUTENbHBIA JTOKYMEHT IMpHOOpeTaeT craTyc O(QUIHAIbHO



U3JJaHHOTO:
Bribepurte ouH OTBET:
a. IOCJIe MOANUCAHMS
b. mocie qaTupoBaHUs
C. IIOCJIE PErUCTpaLiu
d. mocne cornacoBanus
Bomnpoc 29
B kakoM pacrnopsauTeIbHOM JOKYMEHTE KOMMEPUYECKOW OpTraHM3alUU HCIIOJb3YeTCS
(bopMa U3I0KEHHsI TEKCTa OT IIEPBOTO JIUIA €AMHCTBEHHOIO YnCIIa:
Br16epute oiuH OTBET:
a. B peLIeHUN
b. B pacnopspkeHun
C. B [IOCTAHOBJICHUH
d. B COBMECTHOM TIpHKa3e
Bomnpoc 30
B kakoMm pacnopsauTeIbHOM JOKYMEHTE HCIONb3yeTcs (opma HM3JI0KEHUS TEKCTa OT
HEPBOTO JIMIA MHOXKECTBEHHOI'O YHCIIA:
Bri6epure ouH OTBET:
a. B IOCTAaHOBJICHUU
b. B ykazaHuu
C. B peLIEHUU
d. B COBMECTHOM TIpHKa3e
Bomnpoc 31
dopma Kakoro TJlaroyia He JOJDKHA OTACTSATHBBOJHYIO YacTh pacIOpSIUTEIbHBIX
JIOKYMEHTOB OT pacriopsIuTeIbHOM’:
Bri6epure ouH OTBET:
a. [IPUKA3BIBAEM
b. IPEJJJIAT AYO
c. PEHIAIO
d. TIOCTAHOBJIAET
Bonpoc 32
Kaxoit rmaron He mpuemsieM B (OPMYJIHMPOBKE BIIACTHOTO PEUICHUs OpraHa yMpaBlICHHUS,
U3/IAIOIETr0 PacCoOPSIUTENbHBIN TOKYMEHT:
Bri6epuTe ouH OTBET:
a. KYCUJIUTB)
b. «3a4nCIUTHY
C. IIOATOTOBUTbH)
d. «pazpaboratb»
Bomnpoc 33
Kakoii rmaron npeamoututeneH B popMyIMpoBKe BIACTHOTO PEIICHHS OpraHa yIpaBlIeHHs,
U3/IAIOIETr0 PacCoOPSIUTENbHBIN TOKYMEHT:
Bri6epuTe ouH OTBET:
a. «OPraHU30BaThH)
b. «IpUHATH MEPHI»
C. CTIIOJAHATHY
d. «akTUBU3UPOBATH)
Bomnpoc 34
Kakoii rmaroun npeamoututeseH B popMyIMpOBKE BIACTHOTO PEIICHHS OpTraHa yIpaBlIeHHs,
U3/IAI0IET0 PacCOPSIUTENbHBINA TOKYMEHT:
Bribepute ouH OTBET:
a. TIOBBICUTBY
b. «yTydmmTh
C. «pPacCMOTPETH»
d. «obecnieunTh»
Bomnpoc 35
Kakoii riaros npeanouturesnaeH B GopMyInpoOBKE BIACTHOTO PELIEHUs OpraHa yIpaBJIeHus,



M3/IAI0MIET0 PacIOpsANTEIbHBIN JOKYMEHT:

Bribepure ouH OTBET:
a. «YCHIIUTB)
b. «IpUHSATH MEpPBD»
C. «BO3JIOKUTHY»
d. «TIOBBICUTH»

Bomnpoc 36

B kakoifi yacTh pacnopsAMTENbHOTO JOKYMEHTa HEOOXOJMMO IOMENIaTh IepedYeHb

JOKYMCHTOB, YTPAaTUBIIUX CHUJIY WKW IMOJIC)KAIIUX M3MCHCHHUIO B CBA3M C U3JAaHHUEM AJAaHHOI'O
aKTa:

Bri6epute oauH OTBET:
a. B JITOOOM ITyHKTE PACIOPSIUTEIBHON YacTH
b. B IepBBIX MYHKTAX PACIOPAIUTEIBHON YaCcTH
C. B KOHCTaTUPYIOLIEH 4acTu
d. B KOHIIE TEKCTA
Bomnpoc 37
B kakoil yacTu pacmopsAMTEIbHOTO JOKYMEHTa YKa3blBaeTcs MHQOpMAIHS O TOM, KTO
OCYIIECCTBIISIET KOHTPOJIIb €TI0 UCTIOTHCHHSL:
Brib6epute ouH OTBET:
a. B IEPBOM ITYHKTE PACTIOPSIUTEIHLHON YacTH
b. odopMIIsieTcst OTAETBHOM CTPOKOM MOCTIE BCEX MYHKTOB
C. B IMOCJICTHEM IYHKTE PacIOPSAUTEILHON YacTh
d. B KOHCTaTHpYIOIIEH YacTu

Tect 5 2 xypc

Bormpoc 1

KakoMy MOHATHIO COOTBETCTBYET CJIEAYIOIIAsl XapaKTEPUCTHKA!

OTO IOKYMEHT, COJAEpKaIluil MOJ3aKOHHOE O(QHIMAIBHOE PELICHUE, NPUHATOE OPraHOM
VCIIOJIHUTEJIBHOM BJIACTH WJIM JOJDKHOCTHBIM JIMLIOM B OJHOCTOPOHHE-BJIACTHOM IIOPSAKE U C
coOJI0ICHHEM YCTaHOBJIEHHOM MpOLETyphl IO TOMY WM MHOMY BOIPOCY, OTHECEHHOMY K €ro
KOMIIETEHIIUHM, OOJEYeHHOe B TMPEAYCMOTPEHHYIO 3aKOHOM (opMy U IMOpOXKIaroliee
IOPUANYECKHE TTOCIEACTBHS.

Bribepure o= OTBET:

a. HOpMBI TIpaBa

b. mpaBoBoOii aKT

C. HCHOPMAaTHUBHBIN IPABOBON aKT
d. HOpMaTUBHBIN PAaBOBOM aKT

Bompoc 2

Kakomy MOHATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTepUCTHKA:

OTO JOKYMEHT, COJEp)Kalluii TMpaBUia IOBEIEHUS, pPacIpOCTpPaHSIOLIMECS Ha
HEOMpeAeNeHHbI KPYr JIUI, W3/laHHblE HAa OCHOBaHMM U BO HCIOJHEHHUE (enepalbHOro
3aKOHOJIATEeNbCTBA, O0s3aTeNbHbIE JUIS HCIIOJHEHUS OpraHaMu TOCyJapCTBEHHOW BIIACTH,
MECTHOTO CaMOYNPABJICHUS, HMX JOJDKHOCTHBIMHM JIMIIAMH, HOPUANYECKUMH JHULIAMUA U
rpaXKIaHaMH.

Bribepute o OTBET:

a. HOpPMAaTUBHBIN [TPAaBOBOM aKT

b. HEHOpPMAaTUBHBII TPAaBOBON aKT

C. IPaBOBOM aKT

d. HopMBI TpaBa

Bomnpoc 3

Kakomy MOHATHIO COOTBETCTBYET CIEAYIONIAs XapaKTepUCTUKA:

OTO peleHusl Mo KOHKPETHBIM BOIpocaMm, oOpalleHus K KOHKpPEeTHbIM juiaM. OHU He
coJepKaT KaKux-1u0o OOIIUX MpaBMII MOBEIECHUS M PACCUUTAHBI HA OJIHOKPATHOE NMPHUMEHEHHE.
OHu cBsi3aHHBIE C pealu3alMeidl NPaBOBBIX HOPM, HX MPUMEHEHHEM, HCIIOIHEHUEM,



HCIIOJIb30BAaHUEM.
Bribepure ouH OTBET:
a. HOPMaTHUBHBIN TPABOBOM AKT
b. HOpMBI TTpaBa
C. IPaBOBOM aKT
d. HeHOpMaTHBHBIN MPaBOBO aKT

Bomnpoc 4
Ha kakue rpynmsl TOApa3AensioTcs (OPMBI TPABOBBIX AKTOB B 3aBHCUMOCTH OT
FOPUINYECKUX CBOMCTB:
Bribepure o1H OTBET:
a. OTKPBITbIE/CEKPETHBIE
b. nmepBu4HBIC/ BTOPUYHBIC
¢. opunmaibHble/ HeopUIUaIbHBIC
d. HopMaTUBHbBIE/ HEHOPMATUBHBIC

Bompoc 5

B xakoM psity nepeyuciaeHbl TOJIbKO IEPBUYHBIC IPABOBBIE aKThI:
Brib6epute ouH OTBET:

a. 3aKOH, yKa3, pacloOpsKEHHE

b. npukas, cTaHAapT, MpercKypaHT

C. periIaMeHT, YKa3aHHue, PyKOBOJICTBO

d. pexomeH a1y, MporpamMma, pereHue

Bomnpoc 6

B xakoMm psiny nmepeducieHsl TOJIbKO BTOPUYHBIE MPABOBBIC AKTHI:
Bribepute ouH OTBET:

a. TIOJIOXKCHU S, TIPABUIIA, MHCTPYKIIUU

b. pa3psicHeHUs, pelieHne, IpruKa3

C. pacnopsiKeHHe, yKa3aHue, CTaHapT

d. mopsanok, knaccudukarop, mOCTaHOBJICHHE

Bormpoc 7
Kakne HOpMaTUBHBIE TIPAaBOBBIE AaKTBl MOTYT TPHUMEHAThCS 0Oe3 oduumanbHOTOo
OIyOJIMKOBAHUS /17151 BCEOOIIEro CBEICHUS:
Bri6epuTe ouH OTBET:
a. 3aTparuBaroliye 00s13aHHOCTH IpaxiaH
b. 3aTparuBaromiyie cBOOOIbI IpaxkiaH
C. aKThl MEXBEJJOMCTBEHHOI'O XapaKTepa
d. 3arparuBaromye npasa rpaxiaaH

Bompoc 8
K kakoii cucteme JOKyMEHTAIlUN OTHOCSTCS IPUKA3bl U PACTIOPSKEHUS:
Bribepute oauH OTBET:

a. CUCTEeMa PacHopsIUTENIbHON JOKYMEHTAI[H

b. cucrema opraHU3aIMOHHO-TIPABOBOM JIOKYMEHTAIINN

C. CUCTE€Ma JIOKyMEHTOB JIMYHOTO MIPOHCXOKACHUS

d. cuctema nHpOPMALIMOHHO-CITPABOYHOM TOKYMEHTAlUU

Bomnpoc 9
Kakomy NOHSTHIO COOTBETCTBYET CIEAYIONIAs XapaKTepPUCTHKA:
JIoKyMeHTBI, 00J1a1af01He FOPUINIECKON CHIION, N3/JTaBaeMbIe PyKOBOACTBOM OpPTaHU3aIUH
U CcoJepXallie YIpPaBJICHUECKUE pEIICHUs, HalpaBICHHbIE Ha BBHIMOJHEHHE TEKYIIMX U
MEPCIEKTUBHBIX 33/1a4:
Bribepure ouH OTBET:
a. ”HPOPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTBI



b. opraHu3alnOHHO-TIPABOBbIE IOKYMEHTHI
C. IOKYMEHTBI 110 INYHOMY COCTaBYy
d. pacniopsinuTenbHbIe JOKYMEHTBI

Bomnpoc 10

Kakue pacnopsaurenbHbie nokyMeHTel HE um3garoTcss B ciydasix, Korjga HeEOOXOIHMMO
IPUHATh HOPMAaTHBHBIA WM WHAMBHAYAIbHBIA aKT 110 OCHOBHBIMBOIIPOCAM KOMIIETEHLIMU
OpraHu3anuu:

Bribepure oquH oTBET:

a. yKa3aHus

b. mpukasbl

C. IIOCTaHOBJICHUS

d. pemenus

Bomnpoc 11
Kakue pacnopsiaurenbHble JOKYMEHTHI W3/al0TCA 10 ONEpPaTHBHBIM BONpPOCAM M JUIS
OpTraHHU3aI1H UCIIOJHEHUS APYTUX PACOPATUTENbHBIX JOKYMEHTOB:
Bri6epure ouH OTBET:
a. pacHopsIKEHHS
b. peneHus
C. IOCTaHOBIICHUS
d. mpukasb

Bormpoc 12
Kakas xapakrepuctuka HE cooTBeTCTBYET ccTeMe pacliopsIUTENbHON JOKYMEHTALMN:
Bri6epure ouH OTBET:

a. DTW JOKYMEHTBHl COJepXkaT IOPUIUYECKH BJIACTHbIE MpEANUCaHUs CyOBEKTOB
WCIIOJIHUTEJIBHOM  BJIACTH, aJpecaraMM KOTOPBIX SBIIIIOTCA KOHKPETHBIE OPraHMU3alLlUH,
CTPYKTYpPHBIE IOJIpa3/eieHUs, JOJDKHOCTHBIE JIUIA, PAOOTHUKU. DTHU NPEANHCAHUS SBISIOTCA
IOPUINYECKUMHU JIOKyMEHTaMHU, BBI3BIBAIOIIINMU BO3HMKHOBEHUE KOHKPETHBIX
aJMUHUCTPATUBHO-TIPABOBBIX OTHOLIEHUN

b. DTH MOKYMEHTBHI PEryjIHpylOT OTHOIIEHUS B HEPApXUUYECKOM cHUCTeME YIpaBJICHUS
«CBEpXY BHM3» (OT BBIIIECTOSIIUX OPraHOB, OPraHU3aINH, JOKHOCTHBIX JIUI] K HIDKECTOSIIINM)
U OTpaXarT YNIPABJICHYECKUE pELICHUs, HANpPAaBJICHHBIE Ha JOCTMIKEHHE LelNel M 3anad
OpraHu3anuu

C. OTH TOKYMEHTBI CO3/Ial0T OPraHU3alMI0, YCTAHABIUBAIOT €€ CTPYKTYPY, ONPEIEIISIOT
IITaTHYIO YHCIEHHOCTh U COCTaB pPAOOTHUKOB MO JOJDKHOCTSIM, OIpPeNeNsoT (YHKIUU
CTPYKTYPHBIX IOAPA3ACICHUN, COBEHIATENbHBIX, KOJUICTHAIBHBIX OpPraHOB, YCTAaHABIMBAIOT
peKuM paboThl, OCYIIECTBIISIOT OPraHU3aLUI0 TpyJa U pacHpeieseHne 00sS3aHHOCTeH MexIy
pabOTHUKAMHU, ONPEAETAIOT NOPSAJOK pEOpraHU3alK U JTUKBUJAIIMY OpraHU3aluu

d. DT TOKYMEHTHI U3/]al0TCs Ha OCHOBE WJIM BO UCIIOJIHEHHE 3aKOHOB, IOCTAHOBJICHUHN U
pacnopsbkenuit [lpaBurenscrBa P@, BbILIECTOSIIMX OPraHOB BJIACTH U YNpPaBICHUS. DTH aKThl
U3JIAI0TCS TaK)Ke 110 MHULMATUBE PYKOBOJAUTENIEH B IpeAesiax UX IMOTHOMOYUN U KOMIIETEHIUU
JUIsL OCYILECTBIICHNUS LIENEH U 3a[1a4 OpraHu3aluu

Bompoc 13
KakoBa mepapxuueckas cucTeMa pacHOpsIUTENIBHBIX JOKYMEHTOB IO cdepe aAencTBus
(cBepXy BHHU3):

1) mpaBoBble aKkThl, ACHCTBYIOIIME B paMKax OTAEIbHOW OpraHM3alMM, YUPEKIACHMUS,
IpeNnpUsITUs, GUPMBL;

2) IpaBOBBIE aKThI, JEMCTBYIOIINE B IIPEETIAaxX OTpaciu (U31at0TCs OTPACIIEBBIMU OpraHaMH
beneparTbHON UCITOTHUTEIBHON BIIACTH);

3) mpaBoOBBI€ aKkThl, JEHCTBYIOIINE HAa YpOBHE cyObekTOB PD — kpaeB, obnacteil, ropoaoB
pecnyOnrkanckoro 3HaueHuss MockBbl u CaHkT-IleTepOypra, aBTOHOMHBIX 00JacTel U OKPYTOB,
a TaKk)Ke UX TePPUTOPHATIBLHBIX 00pa30BaHuii;

4) mpaBOBBIE aKThI, JEUCTBYIOIIHE Ha (denepasbHOM YpOBHE, — aKThl, H37aBacMbIe



IIpesunentom PO, [IpaBurensctBoM PD, opranaMu HCIOJIHUTEILHOM BIIACTH.
Bribepure ouH OTBET:
a.4,2,31
b. 1,324
c.1,234
d. 4,321

Bormpoc 14
Ha kakue rpynmbsl gensrcs pacnopsaUTeNIbHbIE JOKYMEHTBI C TOYKM 3PEHUSl MPUHATHS
pelieHui (opsiiKa pa3penieHus BOIPOCOB):
Bri6epute oauH OTBET:
a. CO3/IaBaeMbIC B YCIIOBUSAX KOJUICTHATBHOCTH/ CO3/IaBa€MbIe Ha OCHOBE €IMHOHAYAIIHS
b. HOpMaTHBHBIC/ HECHOPMATHUBHBIE
C. IEpBUYHBIC/ BTOPUIHBIC
d. Bo ucnonHeHne/ MHUIUATUBHbBIE
Bompoc 15
Kakue pacnopsiuTenbHble JOKYMEHTHI OTHOCSTCS K JOKYMEHTaM, CO37aBacMbIM B
YCIIOBUSX KOJUICTHAIBHOCTH:
Brib6epute ouH OTBET:
a. pelICHUs
b. ykazanus
C. PUKA3BI
d. pacniopspkeHHs

Bomnpoc 16
Kakue pacnopsaurenshbsie 1okyMeHThl HE oTHocsTCS K nOKymMeHTaMm, M3/1aBaéMbIM Ha
OCHOBE €IMHOHAYaJIU:

Bri6epure ouH OTBET:

a. pUKasbl

b. pacniopsokeHus

C. IOCTaHOBJICHUS

d. ykazanus

Bompoc 17

Kakue oprans! (opranuszanun) 1eiCTBYIOT Ha IPUHIUIAX €JMHOHAYAIINS:
Bri6epuTe ouH OTBET:

a. TOCYJapCTBEHHBIE BY3bl

b. aknmoHepHbIe 001IeCTBA

c. IIpaBurensctBo PO

d. opraHsl UCTIOJTHUTENIBHOM BJIaCTH

Bompoc 18
Kakue oprans! (opranuszanun) 1eiHCTBYIOT Ha YCIOBUSAX KOJJIETHATbHOCTH:
Bribepute oauH OTBET:
a. (henepanbHBIE MUHHCTEPCTBA
b. BbicIIME OpraHbl  yIOpaBJIEHHWS  KOMMEPUYECKHX  OpraHM3alMii  pa3IM4HbIX
OpraHU3alMOHHO-TIPABOBBIX (POpPM
C. aIMUHUCTpauuu cyobekToB PD u apyrux reppuropuaibHbIX 00pa3oBaHuN
d. opranbl UCTIOJTHUTENIBHON BJIACTH OpPraHU3AMNA yupexaeHul, NpeanpusTHii, Gupm

Bompoc 19

Kaxkne pacnopsaurensable JokyMeHThI poxoaatT MHBIE craguu npouenypel n3nanus:

1) wm3ydeHue cymecTBa YNPaBICHYECKOIO BONPOCAa, WHULMHUPOBAHHWE PEIIECHUS —
o0ocHOBaHME HeoOXoauMOCTH n3nanus PJI;

2) cOop u aHanu3 nHGOPMALIUHU TI0 BOTIPOCY;

3) moAroToBKa MPOEKTa PACHOPSIAUTENLHOTO JOKYMEHTA;



4) corynacoBaHue WiIM OOCYXIEHHE Ha 3aceJaHUH KOJUIETMajJbHOTO OpraHa
pacnopsiAUTEIBLHOTO JOKYMEHTA;
5) BHecenue npoekTa PJ] Ha paccMoTpeHne pyKOBOJICTBA,
6) NIpUHATHE PELIECHUS — NOAIIMCAHUE TOKYMEHTA;
7) peructpanus J0KyMEHTa;
8) noBeneHNE PACTIOPSIIUTENBHOIO JOKYMEHTA /10 UCIIOIHUTENEH.
Bribepute oauH OTBET:
a. IPUKa3bl
b. pacriopspkeHuUs
C. pelIeHus
d. ykazanus

Bomnpoc 20
W3 xakux yacTeil COCTOUT TEKCT PACIOPSIUTEILHOTO JOKYMEHTA!
Br1OepuTe 01H OTBET:

a. aHaJIMTHYECKas 4acTh/ 0000IIaroIIas YacTh

b. pa3bsACHUTENIBbHAS YaCTh/ TUPEKTUBHAS YaCTh

C. KOHCTATUPYIOIIast YacTh/ paCHOPSANTEIIbHAS YacTh

d. BBOJIHAs YaCcTh/ OCHOBHAS YacCTh/ 3aKJIIOYMTENbHAS YaCTh

Bomnpoc 21
Ha kakue rpymibl AenaTcs NpuKas3bl M0 XapakTepy OCHOBAHUS ISl U3JaHUS:
Bri6epute o OTBET:

a. HOpMaTHUBHbBIE/ HCHOPMATHUBHBIE

MPOEKTA

b. CO31aBacMbIC B YCIIOBUAX KOJUIETHATIBHOCTH/ COo3JaBa€MbIC Ha OCHOBC CIMHOHAYaJInA

C. MIEpBUYHBIC/ BTOPUIHBIC
d. BO ucnosHeHne/ MHUIIMATUBHBIE

Bomnpoc 22
Kaxue mpukassl Ha3bIBalOTCS HHUIIMATUBHBIMHU:
Bri6epute ofiH OTBET:

a. u3gaBacMbIC B CBA3U C OCYLICCTBIICHMUEM HMHHUIMWATUB IO OpraHU3allui MCIOJTHCHHA

IMMPAaBOBBLIX AKTOB, IPUHATBIX PABHOIIPABHBIMU ACJIOBBIMHA ITAPTHEPAMU OPraHU3alluu

b. u3gaBaeMbIe B CBSI3U C HEOOXOIUMOCTHIO OCYIIECTBICHUSI COOCTBEHHOM JICSITEIIBHOCTH B

COOTBCTCTBHUH C HAACICHHBIMHA (I)YHKL[I/IHMI/I H 3aga4yaMu
C. U31aBacMbIC 110 MHUIIMATUBEC IMTOJUYHHCHHBIX

d. HU3JaBacMbI€ C IMCJIIbKO OpraHu3aliu HCIIOJIHCHUA TIPHUHATBIX 3aKOHOAATCIIBbHBIX,

HOPMAaTUBHO-IIPABOBLIX aKTOB U MHBIX nopyquI/Iﬁ BBIICCTOAINNX OPraHOB

Bormpoc 23

Kakumu cioBamu JOJDKCH HAUYUHATBCA TCKCT IIPpHKa3ad, CCIW €ro H3JaHUC BbI3BAHO
H606XOZ[HMOCTBIO HCIIOJIHCHUSA TMPUHATBIX 3aKOHOAATCIBbHBIX, HOPMATUBHO-IIPABOBBIX AKTOB U

WHBIX TIOPYUYEHHUH BBIIIECTOSIINX OPTaHOB:
Bribepute oauH OTBET:
a. «B nengx...»
b. «B cooTBeTCTBUU C...»
c. «Mcxong us...»
d. «BcBsasuc...»

Bompoc 24

Kakumu crnoBamMu JOKEH HAYMHATBCS TEKCT IpPUKa3a, €CIM €ro W3JaHHe BbI3BAHO
HEO0OXOAMMOCTHIO OCYIIECTBICHUSI COOCTBEHHOM NEATEIHOCTH IO MHUIIMATHUBE OpTraHU3aIH:

Bri6epute oguH OTBET:
a.«BcBssuce...»
b. «<Ha ocHoBanuu...»
c. «Bo ucronnenue...»



d. «B coorBeTcTBUH C....»

Bomnpoc 25
Kakue pacnopsiiutenbHble TOKYMEHTBHI MOKET M37aBaTh B MpeliesiaX CBOCH KOMIIETECHINH
PYKOBOJUTEINb OPraHU3aluH, IeHCTBYIOLIEH HA OCHOBE KOJUIETHaIbHOCTH:
Br16epute ouH OTBET:
a. peLeHUs
b. mpukassl
C. IOCTAHOBJICHUS
d. pacnopspxkeHust

Bormpoc 26
Kakue pacnopsgurensubie aokymeHTel HE Moryr w3pmaBate B mpenenax CcBOeH
KOMIIETEHIIMH PYKOBOJIUTEIHN OpraHU3alui, NEHCTBYIOMNX HA OCHOBE €IMHOHAYAIIHS:

BriOepure o1H OTBET:

a. yKa3zaHus

b. pacriopsukeHUs

C. IPHUKAa3bI

d. pemenus

Bonpoc 27

Kakne pokymentsl HE Moryr mnoammceiBateh B Ipefenax CBOEH KOMIIETCHIIMH
PYKOBOJUTENN CTPYKTYPHBIX IOAPA3ACICHUI:

Bri6epure ouH OTBET:

a. yKa3aHus

b. mpukassl

C. pacHoOpsIKEHUS

d. TpOTOKOJIBI

Bompoc 28
C Kkakoro MOMEHTa pacloOpsIUTENbHBIA JTOKYMEHT MpHOOpeTaeT craTyc O(QUIHAIbHO
U3aHHOTO:
Bribepure ouH OTBET:
a. TIOCJIe TIOATTMCAHUS
b. mocie naTupoBaHus
C. TIOCJIE PeTUCTpannuu
d. mocne cornacoBaHus

Bomnpoc 29
B kakoM pacropsauTeIbHOM JIOKYMEHTE KOMMEPUYECKOW OpPTraHM3alUU HCIIONB3YEeTCS
(dopma U3N0kKEHHS TEKCTa OT MEPBOTO JIUIAa €AMHCTBEHHOI'O YnCIIa:
Bri6epuTe ouH OTBET:
a. B peLIeHUU
b. B pacniopsikeHUH
C. B IOCTAHOBJICHUU
d. B COBMECTHOM TpHKa3e

Bomnpoc 30
B kakoMm pacnopsauTeIbHOM JOKYMEHTE HCIIONIB3yeTcsl (opMa HM3JI0KEHUS TEKCTa OT
MIEPBOTO JIUI[A MHOKECTBEHHOT'O YHCIa:
BriGepute ouH OTBET:
a. B TIOCTaHOBJICHUHU
b. B ykazaHuu
C. B peIlICHUU
d. B COBMECTHOM IpHKa3e



Bomnpoc 31

dopma Kakoro TrJjiaroja HE [JOJDKHA OTIEIATHBBOJHYIO YAaCTh PaCHOPAIUTEIBHBIX
JIOKYMEHTOB OT PacHOpsIIUTEIbHOM:
BriGepuTe ouH OTBET:
a. [IPUKA3BIBAEM
b. ITPEJIJIATAYO
c. PEIIIAIO
d. [IOCTAHOBJIAET

Bomnpoc 32
Kakoii rmaron He nmpuemiieM B (HOpMYITHUPOBKE BIACTHOTO PEIICHHs OpraHa YIpaBlICHHS,
U3JIAIOLIETO PACHOPAIUTENbHBIN JOKYMEHT:
Br16epute ouH OTBET:
a. yCUIIUTH
b. «3auncnuTH»
C. «TIOATOTOBUTH
d. «pazpaborath»

Bompoc 33
Kakoii riaros npeanoututesicH B GopMyITUpOBKE BIACTHOTO PEUICHUS OpraHa yIpaBlIeHHS,
W3/IAF0LIETO PACIIOPSAUTENBHBINA JOKYMEHT:
BriOepure o1H OTBET:
a. «OPTaHU30BATHY
b. «IIPUHSTH MEPbD»
C. KITIOOHATBH»
d. «akTUBHU3HPOBATHY

Bomnpoc 34
Kakoli rmaron mnpeamoyrureneH B (OPMYJIHUPOBKE BIACTHOIO pELIEHHs] oOpraHa
YIPAaBIEHUS, U3AAIOIIET0 PACTIOPSIAUTEIbHBINA JOKYMEHT:
Bri6epuTe ouH OTBET:
a. «IIOBBICUTB)
b. «yIydmmTH»
C. «PacCMOTPETH»
d. «obecneunTh»

Bompoc 35
Kakoii rmaron mnpeamoytutreneH B (GOPMYIUPOBKE BIACTHOTO pEIICHHUS OpraHa
YIpaBIICHUS, H3AAFOIICTO PACTIOPSIUTEIBHBINA JOKYMEHT:
Bri6epute ouH OTBET:
a. KYCHUIIUTB»
b. «IPUHATH MEPHI»
C. «BO3IIOKUTH
d. «TIOBBICUTBHY

Bomnpoc 36

B kakoil wactu pacnopsOUTENbHOTO JOKYMEHTa HeoOXOJuMO TOMellaTh IepedyeHb
JIOKYMEHTOB, YTPaTUBIIMX CWJIy WJIU MOAJIEKAIIUX M3MEHEHHIO B CBA3M C M3JaHHEM JaHHOIO
aKra:
Bribepute oquH OTBET:
a. B JIIOOOM IyHKTE PaCIoOpsIUTEIbHON YacTH
b. B IepBbIX MyHKTaX pacrnopsAUTEIbHON yacTu
C. B KOHCTaTUPYIOUIEH 4acTh
d. B KOHIIE TeKCTa

Bomnpoc 37



B kakoif 9acTH pacropsIuTeIBHOTO JOKYMEHTa yKa3bIBaeTCs MH(POPMAIUS O TOM, KTO
OCYH_ICCTBJ'ISIGT KOHTpOJIB €0 UCITIOJIHCHUA:
BriGepute oquH OTBET:
a. B IIEPBOM IIYHKTE PacIOPSAUTEILHON YaCTH
b. oopMIIsIECTCS OTACITBLHOM CTPOKOM IOCTIE BCEX MYHKTOB
C. B IMOCJICTHEM ITYHKTE PACTIOPSIAUTEIHHON YacTH
d. B KOHCTaTHPYIOIICH YacTh

[IpakTrueckoe 3amanue 6 (3 cem)

1. Ucnonws3yss matepuan Tembl 6 HacTosmero y4eOHOro Kypca, 3alOJIHHUTE TaOIHILY
«Knaccuduxarmu nucem»:

2. Bor kommepueckuit gupexkrop OOO «AOCOMIOT» MO MPOAaKE KOCMETUYECKOW U
napdromepHoit npoaykuuu. Bam HeoOXoaumMo mpoBecTH pekiamMHylo kammaHuioo. Odopmure
COOTBETCTBYIOIIEE MUCHMO JIJIsl JICJIOBBIX MAPTHEPOB.

Ne

n/n

K}'IaCCl/ICI)l/IKaLIMOHHbIﬁ NpU3HaK PasHOBMAHOCTU NUCEM

3. Bbl coTpyaHUK, HaxoIsdUMiics B KOMaHIUpOBKE. BaM cpouHO HyXHbBI (hUHAHCOBBIE
JOKYMEHTBHI Bame (pupMbl 1715 3aKIF0UEHUS] KOHTPAKTa C meTepOyprekoil kommnanueit «Hesay, n
Bbl NIPOCUTE 3aM. JUPEKTOpa BBICIATh BaM 3TU JOKyMeHThl. O(opMHUTE COOTBETCTBYIOIIUN
JIOKYMEHT.

Tecrt k pa3zageay 2 (2 Kypc)
Bormpoc 1
Kakoe cBOWCTBO /1€70BOM NEpenucKd OTIMYAeT €€ OT JPYTUX CHCTEM U IOJICHUCTEM
JOKYMEHTAIIH:
Bribepure ouH OTBET:
a. obecrieynBaeT MHPOPMAIIMOHHBIH 0OMEH ¢ IPUMEHEHUEM CPECTB CBSI3U
b. ciy>XuT A7 nepeaud HHPOpMaLUU
C. SBIAETCS WHCTPYMEHTOM HWH(POPMAIIMOHHOTO OOMEHa Ha pa3MYHBIX CTaIHsIX
BbIPAOOTKH, IPUHATHUS U BBINOJIHEHUS YIPABICHYECKUX PEIIeHUN
d. ciryxuT U1 3aKperuieHust HHopMaIum

Bompoc 2
Kakue noxymentst HEJIb3S otHecTu k 1enoBoii nepenucke:
Bribepute ouH OTBET:

a. DIIEKTPOHHOE TICHMO

b. cmykeOHast 3amucKa

c. TenedoHOrpamma

d. cmyxebHoe mICchMO

Bomnpoc 3
Ha xakue pa3HOBUAHOCTH IE€IUTCS J€I0Bas NEPENNCKaA 10 MECTY HAXO0KJEHUS ajipecara:
Bribepute ouH OTBET:
a. BXOJAIIas/UcXoasIast
b. BHYTpeHHsIsI/MEX TyHapOIHAS
C. coJieprKaliasi HeoOXoIuMble CBeIeHHs 00 aBTOpe/aHOHUMHAs
d. obunmansHast/muaHas
Bomnpoc 4



Kakoro BuIa 1emoBOM TMEpenuCcCKd MO TMOJOXKEHUIO B uepapxuu ynpasienus HE
CYILLIECTBYET:
BriGepute oquH OTBET:
a. ICpCIUcCKa C pyKOBOJACTBOM U COTPYAHUKAMU OpTraHU3allun
b. nepenucka co CTOPOHHUMHU OpraHU3AIUSIMU
C. ICPCIIUCKA C BBIICCTOAIINMU OpraHru3aliusaMunu
d. mepemnucka ¢ 1MOBEIOMCTBEHHBIMU OPTaHU3ALUSIMHU
Bomnpoc 5

Kakoii kiaccu(ukaoHHbIN MPU3HAK MOJI0KEH B OCHOBY JEJICHUS JICIOBOW MEPENUCKH Ha
oULMaNbHYIO U TUYHYIO:
Br16epute ouH OTBET:
a. [10 HA3HAYEHUIO
b. Mo MecTy HaxOX/IeHUs axpeca
C. I10 MTOJIO’KEHUIO B HEPAPXUU YIIPABJICHUS
d. Mo MoONOXKEHHIO B CHCTEME JOKYMEHTO000pOoTa
Bomnpoc 6

Kakas nepenucka OTHOCUTCS K JINYHOM:
Bri6epure ouH OTBET:
a. epenucKa Mexay GU3NUYeCKUMH U JOJKHOCTHBIMU JIMLIAMU
b. mepenucka Mex 1y KOHKPETHBIMH PAaOOTHUKAMH BHYTPU OpraHU3aIiN
C. IIEPENucKa MeX/1y OAHUM JOJDKHOCTHBIM JIULIOM M JPYTUM JOJKHOCTHBIM JIMIIOM

d. mepenucka MexIy PU3NIECKUMU JTUIIAMU BHE Cepbl UX CIIyKEOHBIX (O(pUIHATHHBIX)
OTHOIIECHUN

Bomnpoc 7

Kakoii kiaccuuKamoHHbIN MPU3HAK MTOJI0KEH B OCHOBY JIEJICHUS JICIIOBOW MEPENUCKH Ha
HEepenucKy MOBOIPOCAM MaTepHAIbHO-TEXHUYECKOro obecnieueHusi, (PUHAHCOB, CTPOUTENLCTBRA,
TpPaHCIOPTa, KyJIbTYPHOrO OOMEeHa U T.J.:

Bribepure o= OTBET:

a. TI0 Ha3HAYEHUIO
b. 10 MOJIOKEHHIO B HEPAPXUH YIPABICHUS
C. MO OTHOUIEHHMIO K OIpeAeNeHHbIM cdepaM AesITeIbHOCTH, BOINPOCAaM, CHCTEMaM
yIpaBIeHYECKON TOKyMEHTAIUH (110 TEMaTHKE)
d. 1Mo MOJIOKEHUIO B CUCTEME IOKYMEHTO000pOTa
Bompoc 8

Ha xakue pa3HOBUIHOCTH JENSTCS JENOBbIE MNChbMa IO KOMITO3ULIUU:
Bri6epuTe ouH OTBET:

a. MHULIMATUBHbBIEC U OTBETHBIC

b. TUTMIOBBIE U B IPOU3BOJIBHOM PopMme

C. IPOCTHIE U CIIOXKHBIE

d. BXonsuIMe u ucxosue
Bomnpoc 9

Kakune nucreMa noAnuchIBatoTCs IByMs JIMIIaMU — PYKOBOJUTENEM OpPraHU3alluu U TJIaBHBIM
Oyxrajirepom:
Bri6epute oguH OTBET:
a. TapaHTUHHbBIE THChMA
b. conpoBoaUTEIHHBIE TUCHMA
C. MIUCHMAa-3aMpoChI
d. pexamHbIe THCHMa
Bompoc 10

KakoMy MOHSATHIO COOTBETCTBYET CJIEAYIOIIAs XapaKTEPUCTHUKA: « ITO MOCIET0BATEIbHOCTh



JIOTUYECKHU B3aMMOCBS3aHHBIX CMBICTIOBBIX YacTel MICbMa, 00bEMHEHHBIX €JMHCTBOM TEMBI»:
Bribepure ouH OTBET:
a. KOMITO3HMIIUS TEKCTa MIChMa
b. BHyTpeHHSAS CTPYKTYypa IUCbMa
c. OjaHK muchbMa
d. TumoBoii popmyIsip nHCEMa
Bomnpoc 11

Kakum okymMeHTOM HEe00X0auMo oopMUTh BO U30EKaHHE HAPYIICHUS HOpM TpymoBOro
KOJIeKCa MHUCHhMEHHOE HAIlOMHHAHUE O HEOOXOTUMOCTH SIBUTHCS JJISI MOJMYYEHHS TPYJIOBOM
KHUKKH YBOJICHHOMY Pa0OTHUKY, HE ITOJTyYUBIIEMY €€:

Br16epute ouH OTBET:

a. 3aKa3HOE MHCHMO

b. pakcorpamma

C. SMS-coo0uienue

d. anekTpoHHOE COOOIICHNE
Bomnpoc 12

KakuMm Buzom nokymeHTa Bbl HampaBuTe B MOJBEIOMCTBEHHBIC OpPra "HU3AIUH CPOYHYIO
WH(OPMAIIHIO O TOTYYSHHOM IITOPMOBOM MPEAYIT PEXKICHUU:
BriOepure o1H OTBET:
a. IEI0OBOE TIHCHMO, OTITPABICHHOE 110 (PaKcy
b. Tenerpamma
C. QJIEKTPOHHOE TIHCHMO
d. renedonorpamma
Bormpoc 13

[Tognucares TenegoHOrpaMMy, MMOATOTOBICHHYIO ISl OTIPABKUA KOPPECHOHCHTAM, UMEET
paBo:
Bri6epuTe ouH OTBET:
a. 3aMECTHUTENb PYKOBOJIUTEIS OpraHU3aluu
b. paboTHUK nOIpa3aeeHus
C. PyKOBOJUTENH OpraHU3aliy WX YIIOJTHOMOUYEHHOE UM JIMIIO
d. pyKoBOOUTEI CTPYKTYPHOIO OJPA3ACIICHUS
Bonpoc 14

[ToamuceiBaTh MUCHMO Ha OJIAHKE CTPYKTYPHOTO MOAPa3/IeIeHUs UMEET MPaBo:
Bri6epuTe ouH OTBET:

a. 3aMECTUTENb PyKOBOJIUTENSI OpraHu3allun

b. pabOTHUK CTPYKTYPHOTO MOAPA3ACIICHUS, TOATOTOBUBIIUN JOKYMEHT

C. PYKOBOJUTEIb NOJpa3IesIeHUs

d. pyKoBOAMTENb OPTaHU3AIIUN
Bompoc 15

[Tpu xakom crmoco0e AOCTaBKH €ro ajgpecary MUCbMO OyJeT UMETh IOpU-IAHYECKYIO CHUITY,
€CITM TIMCEMO COJIEPIKUT 00513aTEIHCTBO OTUIATUTH OKa3aHHbBIE YCITy TH:
Bri6epute oguH OTBET:
a. TIOYTOBAsI CBS3b
b. TenedoHHas CBA3b
C. DJIGKTPOHHAS 1T0YTa
d. hbakcumunbHAS CBA3b
Bompoc 16

[Ipu oTnpaBke KakoW pa3sHOBUIHOCTH MHUChMA MOYKHO OIPAaHUYMUTHCA (HAKCUMUIIBHOM
CBSI3bIO WJIM AJIEKTPOHHOM MOYTOM 6€3 TOCHUIKH KOPPECIIOHICHTY MOAJTMHHUKA:
BriGepute oquH OTBET:



a. MUChMa-3arpoca

b. pekIaMHOTO MUChMa

C. MUChMa-3aKasa

d. nuceMa-HanIOMUHAHUS
Bomnpoc 17

VYkaxuTe, KaKue 11eJId He MOTYT ObITh pealn30BaHbl MPU MO "MOIIH JIEJIOBBIX IMHCEM:
Br16epute ouH OTBET:

a. OTIpaBKa aJipecary JOKyMEHTOB

b. uHpOpMHEpPOBaHIE KOPPECIIOHICHTA

C. BbIHECEHHE B3bICKaHUs paOOTHUKY OpraHU3aluu

d. oTKa3 B y/I0OBJIIETBOPEHUU TPETCH3UH
Bomnpoc 18

Ecnan muceMo MOATrOTOBICHO BEAYIIUM CIIEHHATIMCTOM OT/eNa TeXHHYECKOH MOIJICPKKH
OpraHu3aliiy, 3aBU3UPOBAHO PYKOBOJAWTENIEM OTIENa H  TOAMHUCAHO PYKOBOAUTEIIEM
OpraHM3aliH, KOTO CIIeTyeT YKa3aTh B KAUECTBE HCIIOJHHUTEISI B COOTBETCTBYIOIIECH OTMETKE:

Bri6epure ouH OTBET:

a. PyKOBOJUTENS OpraHU3aluu

b. pyKOBOIUTEIIS OTIETA

C. BE/IyIIETO CIEeUAINCTa

d. cexperapsi pyKOBOIUTEIS
Bomnpoc 19

Kak 1omkeH MNOCTynuTh HCHOJHMUTENb, IOATOTOBUBIIMM J1€107BOE MHCHBMO, €CIH
PYKOBOJIUTENb OTAENA IUIAHUPOBAHMS, BH3a KOTOPOTO HEOOXOAuMa, HAXOJIUTCS B
KOMaHIUpPOBKE:

Bri6epure ouH OTBET:

a. epejaTh NUCbMO Ha MOJIUCHh PYKOBOJIUTENIO 0€3 BU3bI

b. 3aBU3MpOBATh MUCHMO Y 3aMECTHUTENSI PYKOBOAUTENS OT/Aela IUIaHUPOBAHUS

C. 3aBU3HPOBATh IINCBMO CAMOMY

d. %71aTh BO3BpaIlleHUs] PyKOBOJUTENS OT/IeNa IIJITAHUPOBAHUS U3 KOMaHIUPOBKHU
Bonpoc 20

Kakoli pa3HOBUIHOCTHIO JAETOBOrO0 MUChMA MOYTOBOE OT/EICHHE COOOLIUT TpaKIaHHHY,
YTO Ha €r0 UMSI ITOJIYICHO IICHHOE TTMChMO, U IIPUTIIACUT MOTYIHUTh €r0:
Bri6epute ofiH OTBET:
a. MIChbMO-U3BEIICHUE
b. MUCHMO-TIpUTIIANIICHHE
C. MUCHMO-TIPOCKOa
d. muceMo-coo0IIeHNE
Bompoc 21

K kaxoif pa3HOBHAHOCTH MHCEM OTHOCUTCS MMCbMO CJIEYIOIIETO COJIeP/KaHUs:
Coob1maem, 4To OpraHu3alys BCTpEYd aMEepUKaHCKOH Jieneraiuu oT koMnanuu "Peitrysii

Xeputomk Heryspk" nmopydeHa TUpPEKTOpPY My3bl"KaJIbHOTO YUMJIMIIA JTyXOBBIX MHCTPYMEHTOB
I1./I. PomaHoBYy:

BriGepute oquH OTBET:
a. MUCbMO-0TKa3
b. uHGOPMAIIMIOHHOE TTUCEMO
C. MUCBMO-TIPETYIPEXKICHHUE
d. muceMo-cooO1ieHue
Bompoc 22

Yem nmuceMo-nipeaiokenue (odepra) OTIu4aeTcss OT peK JIaMHOTO MUChMa!
BriGepute oquH OTBET:



a. HaIpaBJISIeTCS MPOIABIIOM IMOTCHIMAIBHBIM TOKYIIATEISIM ¢ TPEUIOKCHHEM TOBapOB
WJIU yCIyT

b. HE CBSA3BIBAET MPOAABIIA 00S3aTEIIHLCTBOM MPOAATH TOBAP

C. CTUMYJIUPYET UHTEPEC K TOBAPY U KellaHWe ero mpuodpectu

d. comepuT HaMepeHHe 3aKITIOYUTh CIIENIKY C YKa3aHHEM €€ KOHKPETHBIX yCIOBHUI
Bormpoc 23

K kakoit pa3HOBHIHOCTH NMHUCEM OTHOCSTCS MUChMa, C TIOMOIIBIO0 KOTOPBIX MPOCAT BBICIATH
o(uIaTbHbIE CBEICHUS WIIA JJOKYMEHTBI:
Br16epute ouH OTBET:
a. MMCbMO-U3BELICHHE
b. mucpmMo-3aKa3
C. MUCHbMO-3aIPOC
d. muceMo-mpocs0a
Bomnpoc 24

Kakoii pa3HOBUIHOCTH NMCbMa COOTBETCTBYET CJIEAYIOLINH TEKCT:
B cBsa3u ¢ mpouenypoit OankporctBa mnpennpustus OAO "MockoBc—kuil koHautep"

IIPOCHUM IIPEJOCTABUTH JAHHBIE O pa3Mepe JOJIU rOCy AapCTBa B YCTABHOM KallUTaje HA3BaHHOIO
HPEATPUITHS.

BriOepure o1H OTBET:
a. MUCHMO-TIPEIJIOKCHHE
b. muceMo-3ampoc
C. MUCHhMO-TIPOCKOa
d. nuceMo-coo01eHne
Bormpoc 25

OHpeIleJII/ITC PAaSHOBUAHOCTH NMCbMA, TCKCT KOTOPOT'O IMIPUBCACH HUKE:
HpOCI/IM Bac paccMOTPETb BO3MOKHOCTb IIOCTABKHU MAapTUHW KOMIUICKTYIOIIUX IJId

MEPCOHAIBHBIX KOMITBIOTEPOB B NepBoii iekae stHBapst 2013 r. v pHu MOJT0KUTETBHOM pEIIeHUN
HanpaBUTh HaM 0(epTy.

Bri6epuTe ouH OTBET:
a. MMCbMO-HAIlOMUHAHUE
b. mucerMo-3arpoc
C. MUCbMO-TIPEIOKEHNE
d. mucemo-tipocs6a
Bonpoc 26

VYKaxuTe, Kakoe MUChbMO CIIEAYeT HalpaBUTh OPTaHU3alUHU -KOHTPAreHTY IO JOTOBOPY,
€CIIM 9T OpPTraHU3alUs HEe OTUIAUYMBACT BB MIOJIHCHHBIC BAMH PaOOTHI:
BriGepure oauH OTBET:
a. MUCbMO-COOOIIEHHE
b. mucbMo-TpeboBaHMe
C. MUCbMO-HAMIOMUHAHNE
d. muceMo-TipeTeH3us
Bormpoc 27

VYkaxure, Kakoe MUCHMO CJIEIyeT HANpaBUTh OPraHU3ANUU-KOHTPAreHTy MO JIOTOBOPY,
€CIIM MOJTyYeHa MapTHs ToBapa B HEHa IIe mKalllel yIaKkoBKe, YTO CKa3aJoCh Ha KayecTBE ToBapa 1
NIPUBEJO K CHU JKEHHIO [IEHBI TIPH €T0 MPOIaxKe:
Bribepute oquH OTBET:
a. MUCHhMO-HAIIOMIUHAHNE
b. muceMo-3ampoc
C. MUCbMO-TpeOOBaHNE
d. muceMo-nipeTeH3ust
Bonpoc 28



VYkaxuTe, K KaKo pa3HOBUIHOCTH ITUCEM OTHOCUTCS MUChbMO CIEAYIOIIETO COJIEP KaHUS:
18 ampenss 2013 r. B 11.30 MectHOro BpemeHu JlemapTaMeHT TPUPOIOMNOJIb30BAHUS
MPOBOJIUT CEJICKTOPHOE COBELIAHWE MO BONPOCY O CHU TyallMd C JIECHBIMU MOXapamMH U
JIeCOHapylIeHUAMH Ha TeppuTopuu Poccuiic—koit dexneparumu.
Br16epute ouH OTBET:
a. MUCbMO-COOOIIECHHE
b. mUCEMO-U3BEIICHNE
C. MMUCbMO-HANIOMUHAHUE
d. muceMo-npuriamenue
Bomnpoc 29

VYkaxuTe Ha3BaHUE PA3HOBUAHOCTH MUCbMa, IPUBEIEHHOTO HIKE:
[Tpennaraem cenbap UCIAHACKYIO B 00ukax B KosmdecTBe 1200 Kr ¢ MOCTaBKOM B TEUCHHE
anpensi-uroHg 2013 r. paBHBIMU MAPTUSAMU.
Br16epute ouH OTBET:
a. MUCbMO-U3BELICHHE
b. MUCHMO-TIpEITIOKEHHE
C. MUCbMO-COOOIIECHHE
d. muceMo-mipock0a
Bomnpoc 30

K kakoil pa3HOBHUIHOCTH THCEM OTHOCHUTCS IMHUCHMO TPaKIAHWHA, B KOTOPOM OH
oOparmaercsi B OpraHu3aImio ¢ MPOCh0O0H MOATBEP UTh CTaX PadOTHI B 3TOW OpraHU3aIlvu:

BriOepure o1H OTBET:

a. MIChMO-3a1POC

b. muceMo-TpeboBaHue

C. MUCHMO-TIPOCKOa

d. nuceMo-cooO1eHne
Bompoc 31

Opranu3zanys nojiyuausa NuCbMO-IpoCchOy CIEAYIOIIEro CoepKaHus:

[Tpocum Bac mnpemoctaBuTh MECTO Uil TPOXOXKIEHUS MNPENIUIUIOM HOM INPAKTUKH
CTyJIeHTKE 5 Kypca Oo4HOM (opmbl 00yueHUs (akyyibTeTa IMENaroruyeckoro oOpa3oBaHUS U
cepBucHbIX TexHosoruii ®I'bOY BIIO «Marautoropckuii rocyjapcTBEHHBII YHUBEPCUTETY, IO
HanpasiieHuIo «JlokymeHToBeneHne U apxuBoBeneHue» MenseneBoil Anne AnapeeBHe c¢ 01
despans o 28 mapta 2013 1.

VYkaxute, Kakoil U3 BapuaHTOB OTBeTa Oy1eT OoJjiee MpaBUIIbHBIM:

Bribepure o= OTBET:

a.

YBaxaemsle Koyuieru!

Unpopmupyem Bac o ToM, 4dYTOo MBI paabl NOPEeJOCTaBUTh  MECTO  JUIS
IIPOXOXKACHUSNPEAIUIIIIOMHON NpakTukyu Bameil crynentke MenBeneBoii AHHE AHApEeBHE B
o0o3HayeHHbIE Bamu cpoku.

b.

CooOmraem, 49TO  Halmla  OpraHu3anusi TOTOBa  MPENOCTaBUTh  MECTO  JUIsS
IPOXOXKJICHUANIPEIUIITIOMHOM TMPAaKTHKH CTYyAEHTKE S5 Kypca oOuYHOW Qopmbl 00yueHHs
dakynpTeTa IMENarornyeckoro ooOpa3oBaHuss W cepBUCHBIX TexHonorun OI'BOY BIIO
«MarHuToropckuii rocy1apcTBEHHbIN YHUBEPCUTET», 110 HANpaBIeHUIO «/[oOKyMeHTOBeneHHE U
apxuBoBeeHne» MenseneBoii Aune AnnpeeBHe ¢ 01 despans mo 28 mapta 2013 1.

C.

Ha Bame mucemMo ot ... No ... cooOmaeM, 4TO TOTOBBI NPEIOCTABUTH MECTO JJIA
IPOXOXKJICHUANIPEIUITIOMHONW MPAaKTUKH CTyJAE€HTKE 5 Kypca oO4yHOH (opMbl 00ydeHus
dakynpTeTa IMENarornyeckoro oOpa3zoBaHuss W cepBUCHBIX TexHojorun OI'BOY BIIO
«MarauToropckuil rocy1apCTBEHHbIN YHUBEPCUTET», 110 HAIIPABICHUIO «J{OKYMEHTOBEIEHUE U
apxuBoBeaeHne» MenseneBoii Anne AnnpeeBHe ¢ 01 despans mo 28 mapta 2013 1.



d.
Coob1maem, 4To Halla OpraHU3aIMsl MPEIOCTABUT MECTO JUIS MPOXOKACHUS MPAKTUKU JUIS
Ballle¥l CTyICHTKH.
Bomnpoc 32

Kakoii pa3HOBHIHOCTM THCbMa COOTBETCTBYET CJEIyromias si3bikoBas (opmyna: «Mel
YBEPEHBI, yTO Bac 3auHTEpECyeT BEICOKOE Ka4eCTBO HAIIEH IPOLYKLHH. .. »:
Br16epute ouH OTBET:
a. mpock0a
b. pekIaMHOE TUCBEMO
C. IpUIJIAIICHHE
d. odepra (mpemyioxkenue)
Bomnpoc 33

Kakoii pa3HOBHIHOCTH NMHUChMa COOTBETCTBYET CIEIyOIas s3bikoBas popmya: «IIpocum
coOOUIMTH AaTy Mpue3a aeneranuu ot Bamiel GpupMsl...»
BriOepure o1H OTBET:
a. mpockrba
b. npurnaimienue
C. HAIOMUHAHHE
d. nHpOpPMAITMOHHOE TTUCHMO
Bomnpoc 34

Kakoii pa3HOBHIHOCTH TMHChMa COOTBETCTBYET ClEAyIOmas s3bIKOBas (opmyJa:
«[IpencraBisio Ha yTBEPKACHHUE MTPOEKT IJIAHA...»:
Bri6epure ouH OTBET:
a. MpeJICTaBlIeHUE
b. odepra (IpemoxKeHHE)
C. mpock0a
d. compoBoIUTETEHOE MHCHMO
Bompoc 35

Kakoli pa3HOBUIHOCTH THChbMa COOTBETCTBYET CleAyrolas si3bikoBas ¢opmyna: «K
COKaJICHHIO, MBI HE MOXEM MPUHSATEL Barie mpemoxkeHue.. . »:
Bri6epute ouH OTBET:
a. MUCHMO-TIPUTIIANIICHHE
b. MMCEMO-OTBET
C. IHCbMO-0TKAa3
d. mIHCHEMO-U3BHUHEHHUE
Bompoc 36

Vkaxxute HanOoJiee «GKeCTKUIN» U HEYMECTHBIM BapuaHT OTKa3a:

Bribepute ouH OTBET:
a. B cBsI3M c... 1enmapTaMeHT He MOKET COTJIACUTHCS C BAllIUM MPETI0KEHNEM
b. [IpunATH Balle npeagokKeHne He MPeCTaBIsAeTCsS BO3SMOXKHBIM B CBS3H C ...
c. B cBs3m ¢ ... Bame npeayiokeHre HaMu He IPUHUMAETCS
d. B cBs13u c ... Bae npeuioskeHrue He MOXKET ObITh IPUHATO

Bomnpoc 37

Kaxoit BapuaHT npe/jioKeHust TOBapOB U YCIyT 0oJiee MpruemMIiIeM:
Bribepute oquH OTBET:
a. Hama d¢upma roTOBa MOCTaBUTH BaM  KA4YE€CTBEHHYI0O U  HEIOPOTYIO
AIIEKTPOTEXHUYECKYIO MPOTYKLUIO
b. HacrostenbHo pexomenayem Bam Bocrosnb3oBaThbesl yciayramMu Hamied (QUpMbI 1O
IIOCTaBKE KaYECTBEHHON U HELOPOr0OM 3JIEKTPOTEXHUYECKOU IPOAYKIIUU
c. [Ipemmaraem BoCToNIb30BaThCS YCIyraMu Halie (PUPMBI 110 MTOCTAaBKE KaueCTBEHHOU U



HEJIOPOroM AJIEKTPOTEXHUYECKON MPOTYKIIUU
d. Ilpemmaraem Bam Bocmonb3oBaTbcs yciayramMud Hamedl QuUpPMBI O TOCTaBKe
Ka4eCTBEHHOM M HEJOPOTOM SJIEKTPOTEXHUYECKOU MPOIYKIIMHU
Bomnpoc 38

Kakue oOparieHus: yMecTHO HCIIOJIb30BaTh B KOMMEPYECKOM MPEIOKEHUH, PACCHUIAEMOM
00JIBIIOMY KOJTMYECTBY OpTraHU3alli — MOTEHIIMATbHBIX OKYIIaTeIei TOBAPOB WIH YCIYT:

Br16epute ouH OTBET:

a. YBaxxaeMrle rocrozal

b. YBaxkaembie Koyuiera!

c. YBaxkaeMble rocroia npeanpuHumaresnu!

d. MHoroysaxaemsle rocrojal
Bomnpoc 39

Bri6epute Hanbosaee yMecTHY0 (OPMYITHPOBKY:
Br16epute ouH OTBET:
a. MbI pagsl Ipeu10KUTh BaM NpuHATE yyacThe B CEMUHAPE ...
b. [Ipemiaratro Bam npuHATH y4acTie B CEMHHAPE ...
c. [Ipennaraem Bam npuHATE yyacThe B CEMUHAPE ...
d. Pagp! npenioxkute Bam npuHATE yyacTne B CEMUHApE ...
Bomnpoc 40

VYkaxure, Kakasi U3 STUKETHBIX 3aKJIFOUUTEIbHBIX (pa3 OyAeT YMECTHO B TEKCTE /1€7I0BOTO
uchbMa:
Bribepure ouH OTBET:
a. HaneeMcs Ha anuTenbHOE IUIOAOTBOPHOE COTPYJHUUECTBO
b. Ouensb pazpl okazate Bam yciyry
c. K coxanenuto, Mbpl NO3AHO MOJYYWUIM Ballle MPENJIOKEHUE U HE CMOIVIK UM
BOCII0JIb30BaThCs
d. K cuacTtsto, Hamu onaceHus 00 OCTaHOBKE OCTAaBOK 000PYy10BaHUS HE ITOATBEPIUINCH
Bompoc 41

Omnpenenute, CKOJIBKO KOMITO3UIIMOHHBIX YacTeH B CIEIYIOUIEM ITHChME:

[pu mpokiaake KaHAIM3alUK U yCTPOMCTBE KaHATM3AIMOHHBIX Ka—Mep MO aapecy: Y.
JloBXeHKO, cTpoeHue 15 Ha KoloAansl ObUIM yCTa "HOBIICHBI KPBIIIKH, HE COOTBETCTBYIOIINE
pa3mepy oOedaek, W, HECMOTPsl HAa HEOJAHOKPATHBIC YCTHBIC M MHCbMEHHBIC OOpAICHUS K
HavaJbHU Ky ydacTka Ne 4 ¢ mpocb00# yCTpaHHUTh JOMYIIEHHBIE OTCTYIJICHUS! OT TEXHHYECKOM
JIOKYMEHTAIIUH, MEPBI JI0 CHX TOP HE PUHSITHI.

B cBsi3u ¢ TeMm, 4TO HpHW Mpoe3/ie aBTOMAIINH MPOUCXOMUT CIBUT M II€PEBOpAUYNBaHHE
KPBIIIEK, OTKPBHIThIE KOJOJIBI CO3MAIOT YIpO3y JKU3HHM IMEIIEXOJ0B W MOTYT TNPHBECTH K
HECYACTHBIM CITydasiM, TpeOyeM MPH HATh CPOYHBIE MEPHI 10 YCTPAHEHUIO HEMOJIa I0K.

B npoTuBHOM ciTy4ae MbI HE HECEM OTBETCTBEHHOCTH 332 BO3MOXKHBIC TTOCIICICTBHSI.

BriGepute ouH OTBET:

a. Be

b. Tpu

C. 4eThIpe

d. omHa

Bormpoc 42

Kakue nucbma SBISIOTCS MHOTOACTIEKTHBIMU:
Bribepute oquH OTBET:
a. MHCbMa, aBTOPAMU KOTOPBIX SIBISIFOTCSI HECKOJIBKO JIMIL, Ka)XJ0€ W3 KOTOPBIX
BBICKA3bIBAET CBOIO TOUKY 3pEHUS Ha OTPAKEHHBIN B ITMCbME BOIPOC
b. KOMIUIEKC HHUCEM, SBJISIOUIMXCA PE3yJIbTaTOM IMEPEeNHUCKH JEJIOBBIX MapTHEPOB IO
OJIHOMY WJIM HECKOJIBKUM BOIIPOCAM
C. IUChbMa, COCTOSIIIIME U3 TPEX WK YETHIPEX CMBICIIOBBIX YacTel (BCTYIUIEHHWE, OCHOBHAS



4acTb, 3aKJII0UEHUE, MPEIYNPEXKICHUE WIN 3aKIIIOUYUTENbHBIE 3TUKETHBIE (POPMYJIbI)
d. Mm1ucbMa, MOCBAIICHHBIC HCCKOJIBKUM BOIIpOCaM
Bomnpoc 43

M3 KxakuX KOMIO3ULIMOHHBIX YaCTeH COCTOUT MPUBEIECHHBIN HIKE TEKCT MUChMa!

B anmun#CcTpanuu paiioHa B HacTOSIIEE BPeMs UCIONb3yeTcs Tpu aBToMoomis 1999 rona
BBIITYCKa, KOTOpbIE HECYT OOJbIINE HAarpy3Kd M TpeOYIOT 3HAUUTENIbHBIX 3aTpaT Ha TEKyIIUH
PEMOHT, a JiBa U3 HUX HYK JAI0TCS B KalIUTAJIbLHOM PEMOHTE, 3aTpaThl HA KOTOPBIN COITOCTABUMBI
CO CTOMMOCTBIO0 HOBOT'O aBTOMOOMJIAL.

B cBs3u ¢ Tem, 4To ciry)keOHBIE 005S3aHHOCTH PAOOTHUKOB aIMHHHUCT “PALlUU CBS3AaHBI C
I0€3/IKaMU 110 TEPPUTOPUHU paiioHa, yOETUTEIbHO POCUM BBIIECIUTh CPEJCTBA HA IPHOOpETEHHE
JIBYX HOBBIX CITy»eOHBIX aBToMoOmiei "["azenp" 1yt HyX] aIMUHUCTPALIUH.

Bribepure oquH oTBET:

a. BBeJIeHUE, 000OCHOBaHNUE, 3aKIIIOUEHHE

b. BBeZIeHHE, 3aKITIOUEHHE

¢. 000CHOBaHHE, 3aKJIIOUYECHUE

d. BBeieHue, 000CHOBaHUE, 3aKII0YECHUE, ITPEyTIPEKACHUE

Bonpoc 44
N3 kakuX KOMITO3UIIMOHHBIX YaCTEeH COCTOUT MPUBECHHBIN HUKE TEKCT MUChMA!

B coorBerctBUM ¢ pacnopsokeHueM DenepanibHOro  ympaBiIeHHS IO e JlaM O
HecocTosATeNbHOCTH (0aHKpOTCTBE) OT 19 okTsi0ps 2004 r. Ne 75-P mampasnsem Bam akTel ¢
KOMIUIEKTaMH IOKyMEHTOB TI0 MIPEANPUATHIM:

1. BocTpskoBckuil MsicorepepadaTbIBalOMil KOMOWHAT;

2. ®abpuka getckoii urpymku Ne 3.

Bri6epure ouH OTBET:

a. 000CHOBaHME, 3aKJIIOUEHUE

b. BBezieHne 000CHOBaHKE

C. BBe/ICHHE, 000CHOBaHUE, 3aKII0YCHHE
d. BBeeHue, 3aKIIOUCHNE

Bompoc 45
ITponomxute BbicKaszbiBaHue: «KoMIIo3uius TEKCTa MUCbMaA — 3TO ... »:
Bri6epuTe ouH OTBET:
a.  IIOCIENOBaTENbHOCTh  JIOTMYECKH  B3aMMOCBSI3aHHBIX  CMBICIOBBIX  YacTew,
00BEAMHEHHBIX €JUHCTBOM TEMBI
b. BHEIIHME NpPU3HAKH, IO3BOJIIOUIME BBIACTUTh TEKCT M3 Macchl HMH(OpMAaIUH,
Pa3MEIIEHHON B IOKYMEHTE
C. pacIoyio’keHNe PEKBU3UTOB JEJI0OBOT0 MHUChMa U JIEMEHTOB TEKCTa Ha OJIaHKe
d. mocnenoBaTeabHOCTh PACIIONIOKEHUS IPEATIOKEHUHN B TEKCTE IOKyMEHTa

IIpakTHyeckoe 3agaHue K Teme 2.3

[Tonp3ysice «Hopmamu BpemMeHM Ha pabOThl MO JOKYMEHTAI[HOHHOMY OO€CleYeHHUI0
YIPaABICHYECKUX CTPYKTYp (elepalbHBIX OpPTraHOB HWCIIONHUTEIHHON BJIACTH», YCTAHOBUTE
3 PeKTUBHOCT YHU(PUKALIUU HOpM ToKyMeHTOB. [IpuBenuTe npumep.

Tecrt k Teme 2.3 (2 kypc)
Bormpoc 1
Kakoii Bunm nokymenta HE orTHocutcss k cucremMe WH(OpMaIMOHHO-CIPABOYHOM
JOKYMEHTAIIH:
Bribepute oquH OTBET:
a. CripaBKa
b. npeanoxxenue
C. aKT
d. uHCTpYKIIHA
Bomnpoc 2



Kakoit Bua pokymenta HE oTHocuTcs Kk cucteme HMH(POPMAIMOHHO-CIIPABOYHON

JIOKYMEHTALIUH:

BriGepute oquH OTBET:
a. CIIUCOK
b. cBoxKa
C. 3aKJIIOUCHHUE
d. aBToOnoTpadus

Bomnpoc 3
Kakoii Bum pokymenta HE oTHocuTcss kK cuctemMe HWHGPOPMAITMOHHO-CIPABOYHON

JOKYMCHTAIIUU:

Br16epute ouH OTBET:
a. pe3rome
b. nmepedeHb
C. 3aKJIFOYCHHE
d. oT3BIB

Bompoc 4
Kakoii paznoBuHOCTH HH(OPMAIIMOHHO-CIIPaBOYHOM JoKymeHTanuu HE cymectByer:
Bri6epure ouH OTBET:

a. 0OBSICHUTEIIbHAS 3aIICKa

b. HOKIagHAs 3aIIMCKa

C. pa3bsACHUTEIIbHAS 3aIKiCKa

d. mosicHuTeNbHAS 3aIIKCKa

Bomnpoc 5
Kakoii BHI JOKyMEHTa OTHOCUTCS K cuUcTeMe HHGOPMAIMOHHO-CIPABOYHON

JOKYMCHTAllUU:

BriGepure oauH OTBET:
a. TIOJIOXKEHHS
b. uHCTpYKIIMHU
C. IOTOBOPBI
d. ciry>xeOHbIe uchbmMa

Bomnpoc 6
Kakum pokyMeHTOM HE0O0X0IMMO OQOPMHUTH pe3yJbTaTbl PEBU3UU OTHENa MPOAAK

OpTraHH3alnu:

Bri6epuTe ouH OTBET:
a. CIpaBKOM
b. nHpOpPMALIMOHHBIM TUCEMOM
C. aKTOM
d. cBogKOM

Bomnpoc 7
KakoBO MUHMMaJIBHOE KOJMYECTBO JINLL, IOMUCBHIBAIOIINX AKT:
Bribepute o OTBET:

a. 4yeThIpe

b. Tpu

C. IBa

d. onnn

Bomnpoc 8
Kakoli opran momkeH OBITh COCTaBUTENEM akKTa, B KOTOPOM (DUKCHPYETCS OTCYTCTBHE

paboTHHKA HA paboveM MecTe:

Bribepure ouH OTBET:
a. Mpo(COrO3HBIN KOMUTET



b. crienmanbHO CO3/AaHHAs AUCLMILTUHAPHAS KOMUCCHS
C. TPYIOBOM KOJUJIEKTUB
d. coBeT yHUBEpCUTETA

Bomnpoc 9
Kto yTBepkmaer akr:
Bribepure oquH oTBET:
a. CeKpeTapb
b. pykoBOIUTENb OpraHU3aluU
C. Y4JICHBI KOMUCCUU
d. npeacenarens KOMUCCUU

Bomnpoc 10
Kakas mara sBse€TCs JaToM aKTa:
BriGepuTe oquH OTBET:

a. JlaTa COCTaBJICHUS

b. nara coObITUSA

C. JlaTa IOIIHCAHHS

d. nata yTBepKIeHUS

Bomnpoc 11
Kaxkas yacTp SBIISICTCS M3IHUIIHEH B TEKCTE aKTa:
BriOepuTe oquH OTBET:

a. BBOJHAS

b. pacriopsauTebHAS

C. OCHOBHasl (KOHCTaTUPYOLIast)

d. 3akimrounTenpHas

Bomnpoc 12
Kakoe coneprkaHue BKIIOYaeT OCHOBHAS 9aCTh TEKCTA aKTa:
Bri6epute ofiH OTBET:
a. OCHOBAHME ISl COCTABJICHUS aKTa
b. cocTaB KomMHccUU
C. TIOJITBEPXKJACHUE YCTAHOBIIEHHOTO (DaKTa MU COOBITHS
d. npucyrtcTByommue

Bomnpoc 13
Ha xakoM u3 mH(}OpMalOHHO-CIIPABOYHBIX JTOKYMEHTOB MOXET ObITh oopmiieH Tpud
YTBEPKIACHMUS:
Bri6epuTe ouH OTBET:
a. CIIpaBKa
b. crincox
C. aKT
d. cimy>keOHas 3amucka

Bompoc 14
Kakoe conepxanne HE BXonUT B cOCTaB OCHOBHOM YacTH aKTa:
Bribepute ofuH OTBET:
a. TJOKYMEHTbI, Ha OCHOBaHUH KOTOPBIX (PUKCHPOBAINCH YCTAHOBJIEHHBIE (haKThI
b. nesnu, 3a1a4u, CyIIHOCTb, XapaKTep, METOAbI, CPOKH, PE3YJIbTAThI MIPOJIEIAHHON paObOThI
C. MOATBEPKACHUE YCTAHOBJIEHHOTO (haKTa UM COOBITUS
d. mpeoxkeHus, peKOMeH 1alliu, CIIOCOOBI U CPOKU YCTPaHEHMSI BCKPBITBIX ITPH POBEPKE
HEZ0CTaTKOB

Bompoc 15
Kaxkoe BrickasbiBanue sasiasgercss HEBEPHBIM:



BriGepute oquH OTBET:

a. [Toanucu 4neHOB KOMUCCHH PACIIONAraloTcs B TOM K€ MOCIeI0BATEILHOCTH, KaK U BO
BBOJIHOW YaCTH, C YKa3aHHEM JOJDKHOCTH

b. AKT CUHUTACTCA HpI/IHSITLIM ITOCJIC €TI0 IMoAIInCaHus BCEMU YWICHAMHU KOMUCCHUH NI BCCMHU
JIMIIAMH, YIaCTBOBABIIMMH B €r0 COCTABJICHUU

C. AKT IIOAIINCHIBAKOT BCC YJICHBI KOMUCCHUHN

d. JIumo, uMeroliee 3aMe4YaHus 10 COJICP)KAHUIO aKTa, HE MMEET MpaBa He MOIUCHIBATh
JOKYMEHT, OHO M3JIaraeT CBOe 0c000e MHEHHE OO0 Ha 00OPOTHOM CTOPOHE MOCIEIHErO JINCTa
aKTa, JIJM0O0 Ha OTJAEIHLHOM JIHCTE

Bomnpoc 16
Kaxoe Bricka3siBanue sBisiercs HEBEPHBIM:
BriGepuTe ouH OTBET:
a. Bce nuia, ynomsiHyThIE B aKTe, 0COOEHHO TE, K pab0Te KOTOPHIX BhICKa3aHbI 3aMEYAHMSI,
JIOJDKHBI OBITH 03HAKOMJICHBI C €T0 COAEPIKAaHUEM TI0]T PACTTUCKY
b. [Tocne yTBEp>KICHNUS PEKOMEHIATEIbHAS YaCcTh aKTa MPHOOPETAET PacCOPSAUTEIHHYIO
CUIIy M 00s13aTeIbHA K UCIIOJIHEHUIO
c. Bce nucTel akta, KpoMe IEPBOTO U MOCIEIHETO, U MPUIIOKEHUH K HEMY Ha 000pOTHOM
CTOPOHE 3aBEPSIOT MOAMUCIMHU MPEICEAATEIISI U WICHOB KOMUCCUU
d. AKT curTaeTcs MPUHSATHIM TOCJIE €ro MOAMUCAHUS TIPe/IceIaTeIeM KOMUCCHU

Bompoc 17
Kakas pa3HOBUAHOCTb 3aIIUCOK OopMIIseTcs Ha OJaHKe OpraHU3aluu:
Bri6epure ouH OTBET:

a. BHEIIHAA JIOKJIa/IHas 3aIKcKa

b. BHyTpeHHSISI JOKJIAIHAS 3aIHCKa

C. cirykeOHas 3arucka

d. oOBpsAcHUTENIbHAS 3aIHCKa

Bompoc 18

Kakoii Buj 3anucku 00s3aTeIbHO PETUCTPUPYETCS:
Bri6epuTe ouH OTBET:

a. BHEIIHSA JJOKJIaHas 3aMucKa

b. 0OBsicCHUTETBHAS 3aMKICKa

C. BHYTPEHHsIS IOKJIa/IHas 3aMucKa

d. cimy>keOHas 3amucka

Bompoc 19
Ha xakue pa3HOBHIHOCTU AENATCS AOKIAJHBIE 3aMUCKU MO XapakTepy COJEp:KaHUsi U
Ha3HAYCHUS:
Bribepure o= OTBET:
a. MHUIIMATUBHBIC, TH()OPMAIIMOHHBIC U OTYCTHEIC
b. BHYTpEeHHUE U BHEIIHNE
. opurmanbHBIC U JTUIHBIC
d. pa3bsiCHUTENbHBIEC U ONpaBAATEIbHBIC

Bompoc 20
Kaxkas nara sBnsieTcst 1aToM ITOKIJIaIHOM 3aITCKH:
Bri6epute oguH OTBET:

a. JaTa COCTaBJICHUS

b. maTa peructparu

C. JaTa MOAIMCAHUS

d. nata yTBepKIeHUS

Bompoc 21
Kakoill pa3HOBUJHOCTH JOKJIAJHBIX 3alIUCOK COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTUKA:



«OTH JOKJIaIHBIC 3AIIMCKH COCTABIISIOTCS C ENBI0 TOOYIUTh ajipecara MPUHSITH OTNpEACICHHOE
pelIeHue, MO3TOMY B TEKCTE HE TOJIBKO H3JIAaraloTcsl Kakue-To (akThl, HO M COJAEpIKATCs
KOHKPETHBIC TPEITIOKCHHS, PEKOMEH IAIIMH WA BBIBOJBI.
Bribepute ouH OTBET:

a. OTYCTHEBIC

b. MOsSICHUTENILHBIC

C. UHUIIMATUBHBIC

d. uadopmanronHas

Bormpoc 22
Kakoli pa3HOBUIHOCTH JOKJIAIAHBIX 3aIIMCOK COOTBETCTBYET CIIEAYIOIIAsl XapaKTepPUCTHUKA!
«OTH JOKJIaTHBIE 3aIIMCKA COCTABIISIOTCS PETYISPHO M COJEPKAT MHPOPMAIUIO O JeTalsAX WIN
METO/IaX BBIIOJHEHUS pabOThI».
Br16epute ouH OTBET:
a. UHUILIMATUBHBIE
b. uaopmanronHas
C. OTYETHBIE
d. mosicHuTENTHHBIE

Bormpoc 23
Kakoii pa3HOBHIHOCTH JTOKJIAIHBIX 3alIMCOK COOTBETCTBYET CJIEAYIOIIas XapaKTePUCTHKA!
«ITH JOKJIATHBIC 3aMUCKH HHMOPMHUPYIOT O 3aBEpIICHUH pabOTHI, €e 3Tara, BBIIOJHECHUU
YKa3aHUH, pACTIOPSKEHUHN U T.IL.).
Bri6epure ouH OTBET:
a. uHpopMaIoHHAas
b. mosicHUTEIbHBIE
C. UHUIIUATUBHBIE
d. oTueTHBIC

Bormpoc 24
Kakoil 10KyMeHT MOoAMUCHIBAeTCS PYKOBOJUTEIEM CTPYKTYPHOT'O MOApPA3IeICHUS:
Bri6epuTe ouH OTBET:

a. CIIpaBKa

b. npukas

C. aKT

d. cimy>keOHas 3amucka

Bompoc 25
Kakast pa3HOBHUHOCTH 3alTMCOK HE COAEPIKHUT BHIBOJOB U MPEIOKECHHIA:
Bri6epuTe ouH OTBET:

a. MIHUIIMAaTUBHAs JOKJIaHAas 3aIuCcKa

b. ciy>xeOHast 3anucka

C. TUYHAsI 3aITICKa

d. oOBsICHUTEIBHAS 3aMKICKa

Bompoc 26
Ha xakue pa3HOBHAHOCTH MOPA3AETSIOTCS O0BICHUTENbHBIE 3aUCKH 110 COJCPKAHUIO:
Bribepute ofuH OTBET:
a. pyKOIMHMCHBIE/MAIIMHOICHBIE
b. BHyTpeHHUE/BHEIITHUE
C. MIHUIIUATUBHBIe/ UH(POPMAIIMOHHBIE/ OTUETHBIS
d. 3amMCKN — IPHUIIOKEHUST K OCHOBHOMY JOKYMEHTY, JIOTIOJHSIONINE ¥ TIOSCHSOIINE ero/
3aMHUCKHU, COCTaBIisieMble PAOOTHHKAMH JUIsi OOBSCHEHUS WX IOCTYNKOB WM CIIOKHUBILIEHCS
CUTYalun

Bonpoc 27



B kakoM [JOKyMeHTE B KOHIIE TEKCTa YKa3bIBaeTCS KOJMYECTBO COCTABIICHHBIX
HK3EMILISIPOB U UX MECTOHAXOXKICHHE.
BriGepute oquH OTBET:
a. cmy>keOHast 3amicKa
b. cipaBka
C. aKT
d. cBOIKA

Bomnpoc 28
Kakomy Buay 1oOKyMEHTa COOTBETCTBYET CIEAYIOIIUMA TEKCT:

23.09.20013 B 9.00 Ha 3aHATHAX MO JAOKYMEHTAIHOHHOMY OOECHEUEHHIO YIPABICHHS

MPUCYTCTBOBAJIO 2 CTyJAEHTAa W3 COCTaBa TPYMIbI 25 4YeloBEK, B pe3ysbTaTe Yero 3aHsATUs
MPUILIOCH OTMEHUTD.

JoteHT kadeapsl JOKYMEHTOBEICHUS
25.09.2013

ITonmmce

H.B. lllenens

Bribepure ouH OTBET:
a. IOKJa/iHas 3arucKa
b. nosicHUTENbHAs 3aMCKa
C. OOBSICHUTEbHAS 3aIICKa
d. cmyxeOHas 3anucka
Bormpoc 29
Kakomy BuJy MH(pOpMaIMOHHO-CIIPAaBOYHON JOKYMEHTALMM COOTBETCTBYET ClIEAyIollee
ompenenenue: «3IT0 (GopMa BHYTpEHHEH JEIOBOM TEPENHCKH MEXAY IOApa3AeiICHUIMU
OpraHu3alK WIH JOKHOCTHBIMU JIMIIAMU, HE HAXOAALIMMHUCS B IPSAMOM MOJYMHEHUNY.
Bri6epuTe ouH OTBET:
a. OT3bIB
b. akT
C. ciy’keOHas 3amucka
d. noxnanHas 3amucka

Bompoc 30
Kakomy BuIy MH(pOpMAIMOHHO-CIIPAaBOYHON JOKYMEHTAIMM COOTBETCTBYET ClIEAyIOIlee
omnpezeneHue: «ITo JOKYMEHT, COJEpKaIlINii ONMCaHue U MOATBEPKACHNUE T€X WIH UHBIX (DaKTOB,
COOBITUI UM SBJICHUH, a TAKXKE yIOCTOBEPAIOLINNA KaKOH-ITNO0 IOpuANYECKUI HakT».
Bri6epuTe ouH OTBET:
a. 00BsICHUTENbHAS 3alKCcKa
b. cripaBka
C. CBOJIKA
d. akt

Bomnpoc 31
Kakomy Buy MH)OPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIEIyIOIIee
ornpeneneHue: «ITO JTOKYMEHT, COCTABJICHHBIA Ul MOJITBEPXKICHUS YCTAHOBJICHHBIX (aKTOB,
COOBITHI, NCHCTBUIN.
Brib6epute of1H OTBeET:
a. aKT
b. cripaBka
C. MUCHMO-TIOTBEPKICHHE
d. mpoToxo
Bomnpoc 32
Kakomy Buay MHQOpPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAIIMH COOTBETCTBYET ClEIyIoIlee



onpeneneHue: «3ITO JOKYMEHT, COJEepXalluil MepeduciIeHue UL, MpeIMeTOB, O0BEKTOB B
OTIpeIeJIEHHOM MOPSAKE, COCTABICHHBIN B LIESIX UHPOPMHUPOBAHUS HITH PETUCTPALIII.
BriGepute oquH OTBET:
a. CBOJIKA
b. nepeueHb
C. CIIpaBKa
d. cnucok

Bompoc 33

Kakomy Buay mHGOpMalMOHHO-CIIPABOYHON JOKYMEHTAllMM COOTBETCTBYET ClEIyIOLIee
ornpeneneHue: «ITO JTOKYMEHT, COJACpXalluii MHEHHUE, BBIBOJBI OPraHU3AlUU, KOMHUCCUU WU
CHeLHAINCTA 110 KAKOMY-TTM0O0 TOKYMEHTY HJIM BOIIPOCY».

Br16epute ouH OTBET:

a. TOKJIaJHas 3allucKa
b. cBOIKA
C. 3aKJIFOYCHHE
d. oT3BIB
Bomnpoc 34
Kakomy Buay MHQOpPMAIIMOHHO-CIIPAaBOYHOM JOKYMEHTAIIMM COOTBETCTBYET CIEIyIOIIEe
ornpeneneHue: « ITo JOKYMEHT, CoJlepKallluii MHEHUE OpraHU3alluy WM CHELUAINCTa 110 TOBOLY
KaKoi-m100 paboThl, MOCTYNHBIIEH HA pACCMOTPEHHEY.
Bribepure ouH OTBET:
a. IOKJa/iHas 3arucKa
b. cBoxKa
C. OT3bIB
d. 3akmoueHue

Bompoc 35

Kakomy Buay MH(pOpMaIMOHHO-CIIPAaBOYHON JTOKYMEHTALIUU COOTBETCTBYET CIIEIYIOLIHI
TEKCT:

®denepanbHOE yIpaBiIeHUE 10 JeJIaM O HECOCTOATEIbHOCTH (OaHKPOTCTBE) HA OCHOBaHUU
npeJcTaBlIeHHbIX TyryplIbIKCKMM IIEMEHTHBIM 3aBoJioM (OpeHOyprekast 001acTb, noc. Tyrypiblk,
yi. LlenTpanbHas, a.1) JOKyMEHTOB OyXraiaTepckoil OTYETHOCTH 1o cocTosiHuIo Ha 30.04.2013:

- Oyxranrepckuii 6ananc (popma 1);

- OTYeT O MPHOBLIAX U YObITKaX (Ppopma 2)

Y MPOBE/ICHHOT0 aHaJIN3a (PUHAHCOBOT'O COCTOSIHUSI TPEANPUATHS, YCTAHOBUIIO, YTO JAHHOE
NpEINpUSATHE ABISETCS HETJIATeXEeCIOCOOHBIM U UMEIOILIUM HEY/I0BIETBOPUTEIBHYIO CTPYKTYPY
OanaHca (MpeaAnpusATUEM-T0JKHUKOM).

OcHoBaHnue:

KO3 (UIMEHT TeKyLIe JTUKBUIHOCTH 0 OanaHcy npeanpuarus =18%;

K03 PULHEeHT 00ecre4eHHOCTH COOCTBEHHBIMH OOOpPOTHBIMU CPEACTBAMU IO OanaHcy
npennpustast = 8%;

K03 puLreHT BoccTaHOBIEHUS 10 OanaHcy npeanpustus =10%.

PykoBonurens CrenaHoB I 1.
CrenanoB
Bribepute ouH OTBET:
a. OT3bIB
b. cpaBka
C. CBOJIKa
d. 3akmouyenue

Tema 2.4

IIpakTuyeckoe 3axanue 8 (2 Kypc)
1. Bl xoTHTE ycTpouThes aenonpousBoauTeneM. CoctaBbTe i ceOsl pe3rome.

Tect Kk Teme 2.4 (2 Kypc)



Bormpoc 1
W3 mepednciieHHBIX HUXE BUIOB JOKYMEHTOB BbIOEpHTE HOPMATHBHBIA NMPABOBOM axT,
SBIISIONIMIACS OCHOBHBIM B PETYJIUPOBAaHWU TPYAOBBIX MPABOOTHOIIEHUH paboTomarens
(rocygapcTBEHHOM opraHu3aluu, COOCTBEHHHUKA MPEANPUATHS) U paOOTHHKA!
Br16epute ouH OTBET:
a. Ans60M (hopM MepBUYHOMN YYETHON JOKYMEHTALMH 10 TPYIOBBIM OTHOIICHUSIM
b. Tpy10BOIi TOTOBOP
C. Tpynosoii kogexkc PO
d. TpynoBoe cornamieHue

Bormpoc 2
KakumM  JOKYMEHTOM  JOJDKHBI — PYKOBOJICTBOBATHCA  JEIONPOU3BOAUTENM  IIPH
JOKYMEHTHPOBAaHUH ATAIIOB TPYAOBOTO IMKJIA — OT IpHeMa Ha paboTy HOBOT'O COTPYIHUKA JIO €T0
YBOJIBHEHUS:
Br16epute ouH OTBET:
a. O0mmepoccuiickuii Ki1accupuKaTop ynpaBiIeHYECKOH TOKyMEHTallun
b. TOCT P TOCT P 7.097-2016 «YuudunupoBaHHas  cCHUCTeMa
OpraHU3alMOHHO-PACIOPSAAUTENBHOM TOKyMeHTaluu. Tpe6oBaHus K 0(OPMIIEHUIO JOKYMEHTOBY
c. Annb00oM YHU(DHUIIMPOBAHHBIX (JOPM MEPBUYHON YIETHOM JOKYMEHTAIMH 110 YUETy Tpyda
U €ro oIuiarthl, yrBep:xaeHHbIM [TocranoBnenuem I'ockomcrara Poccun
d. F'ocynapcTBeHHAs cMCTEMa IOKYMEHTAIMOHHOTO oOecrieueHus yrnpasieHusi. OCHOBHBIC
nojoxenus. O0uye TpeboBaHUs K TOKYMEHTaM U CIy*k0aM J1I0Ky-MEHTAllMOHHOT0 00ecreueHus
Bompoc 3
Kakoli cuctemMe JOOKYMEHTallUM COOTBETCTBYET CIEAYIOIAs XapaKTEpPUCTHUKA: «ITO
COBOKYITHOCTh B3aMMOCBSI3aHHBIX JIOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBAHBI ATAIbl TPYIOBOM
NeSITeIbHOCTH Pa0OTHUKA, PACUETOB 10 OIJIaTe TPYIay.
Bri6epure ouH OTBET:
a. IepBUYHasl yuyeTHas Oyxranrepckas JOKyMEeHTalus
b. mokyMeHTaIus Mo TMYHOMY COCTaBY
C. OPraHM3allMOHHO-TIPaBOBAasl JOKYMEHTALUs
d. pacniopsiautenbHas TOKyMEHTALIUS
Bomnpoc 4
Kakne QyHKIMM He CBOMCTBEHHBI NEPBUYHOM YYETHOM [OKyMEHTALUU IO JUYHOMY
COCTaBy:
Bri6epuTe ouH OTBET:
a. y4eT UCIIOJHEHHBIX U HEUCIIOJIHEHHBIX JOKYMEHTOB
b. yder pacueToB ¢ NepCcOHAIOM IO OIUIaTe Tpyaa
C. y4eT KaJpoB
d. yder ucnonbp3oBaHusl paboyero BpeMeH!
Bormpoc 5

B kakux opranuzanmsx moxxetr HE BecTHch KagpoBast JTOKyMEHTALUs:
Bribepute oauH OTBET:
a. B aKLIMOHEPHBIX 00IIecTBaX
b. B HEKOMMEPUYECKUX OpPTaHU3aIIX
C. B Ka3€HHBIX T'OCYIapCTBEHHBIX YUPEKICHUAX
d. xampoBas IOKyMEHTalWs BeIETCS BO BCEX OpPraHM3alMsAX HE3aBUCHMO OT HX
OpraHu3alMOHHO-TIPaBOBON (hOPMBI
Bomnpoc 6
Kakoii mokymMeHT sBisieTcss 00s3aTelNbHBIM TPU  JOKYMEHTUPOBAaHUHM  TPYIOBBIX
OTHOLICHUH MeX/1y paOOTHUKOM M pabOTO/1aTeIeM:
Bribepurte oquH OTBET:
a. PSKUM Tpyaa
b. JOKHOCTHAS MHCTPYKIUS
C. KOJUIEKTUBHBIN 10TOBOP



d. TpyoBast KHWKKa
Bomnpoc 7
Ha kakoit MakcUMaJIbHBIH CPOK MOKET OBITH 3aKJIIOUEH CPOUYHBIN TPYAOBOM JOTOBOD:
Bribepurte oquH OTBET:
a. He OoJee Tpex JieT
b. He Gosee roga
c. He 0oJtee IecATH JIET
d. He Gonee nsATH JET
Bomnpoc 8
Kakoii tokymeHT TpeOyeT BU3bl 03HAKOMJICHUSI PAOOTHHUKA C JOKYMEHTOM:
Bribepure oquH OTBET:
a. KOMaHUPOBOYHOE YJJOCTOBEPEHUE
b. yueTHas n1MuyHast KApTOUKa
C. IpHKa3 O mpueMe Ha paboTty
d. TpynoBoii norosop
Bompoc 9
Ha xaxux pa6orHukos HE 3aBogutcs nuuHas kapTouka:
Bri6epure ouH OTBET:
a. 3aBOAMTCS Ha BceX PAOOTHUKOB MPEeANpUATHs 0€3 UCKITIOUEHUS
b. Ha paOOTHUKOB, IPUHATHIX HA PAOOTY MO0 COBMECTHTEIILCTBY
C. Ha paOOTHHUKOB, IPUHSATHIX HA BPEMEHHYIO paboTy
d. Ha paOOTHUKOB, MPUHATHIX HA TOCTOSTHHYIO paboTy
Bomnpoc 10
Kakoii TOKyMEHT COCTaBIIAETCS B IBYX K3EMILISIPAX:
Bribepure ouH OTBET:
a. ydeTHast JMYHas KapTo4yKa
b. npukas 06 yBOJIbHEHUU
C. TPyAOBasi KHIKKA
d. TpynoBoii rorosop
Bompoc 11
Kto opopmisier yueTHble TUUHbIE KAPTOUKH:
Bri6epuTe ouH OTBET:
a. pabOTHUK
b. pyKOBOIUTEINb CTPYKTYPHOTO MOAPA3IEICHUS
C. 3AMECTHUTENb PYKOBOJIUTEISI OpraHU3aluu
d. paGoTHHK 1O KaJpam
Bonpoc 12
Kakoii mOKyMeHT SBIISIETCSI OCHOBHBIM JOKYMEHTOM O TPYIOBOH AEATEIBHOCTH U O
TPYAOBOM CTa)ke pabOTHHKA:
Bri6epuTe ouH OTBET:
a. ydeTHasl JMYHas KapTouKa
b. MeHCHOHHOE YI0OCTOBEPEHNE
C. CTPaxOBO€ CBUETEIHCTBO FOCYIaPCTBEHHOI'O IEHCHOHHOTO CTPAaXxOBaHUS
d. TpyZoBast KHIKKa
Bompoc 13
CKOJBKO TPYIOBBIX KHIDKEK MOXKET HWMeTh pabOTHHK COTJIACHO TPYAOBOMY
3aKOHOJIATENIbCTBY:
Bribepute ofuH OTBET:
a. KOJIMYECTBO TPYAOBBIX KHIKEK OIpPEEIIIeTCs] KOJIMYECTBOM OpraHM3alui, B KOTOPBIX
Ha JIaHHbII MOMEHT 0(OpMJIEH paOOTHUK
b. He Oonee BYX
c. He OoJjee msaTu
d. onny
Bompoc 14
Kakue Buibl TUCIMITIIMHAPHBIX B3bICKAHUN BIUCHIBAIOTCS B TPYIOBYIO KHUXKKY:
BriGepute oquH OTBET:



a. yBOJIbHEHHE
b. Bce BUIbI JUCHUTUITMHAPHBIX B3bICKAHUN BIMCHIBAIOTCS B TPYAOBYIO KHUKKY
C. CTPOTHI BBITOBOP
d. B3bICKaHMA B TPYAOBYIO KHUXKKY HE 3alMChIBAIOTCS
Bomnpoc 15
B kakom ciryyae BO3MOKEH IIpUEM Ha paboTy 0e3 TpyJ0BOH KHUKKHU:
BriGepure oauH OTBeT:
a. MpH mpueMe Ha pPaboOTy JHI, JOCTUTIINX COBEPIIEHHOJETUS, HO SIBIISIOLINXCS
CTYy/ICHTaMH U YYaIIUMHUCS
b. mpu npueme Ha paboTy ULl 6€3 ONPEAETCHHOTO MECTA KHUTEIbCTBA
c. 6e3 Tpy10BOI KHM)KKH IIpHUEM Ha paboOTy HE JOITyCKaeTCs
d. npu npueme Ha paboTy JIUI, HE JOCTUTIINX COBEPIICHHOIETHUS
Bomnpoc 16
Kakoii 1OKyMEHT He BXOIUT B KOMIUIEKT JOKYMEHTOB O KOMAaHIUPOBAHHUU C KOJOBBIM
ob6o3HaueHnem Gopmsal T:
Br16epute ouH OTBET:
a. mpuKa3 (pacHmopsDKeHHWE) O HalpaBJICHUH OTAEIBHOrO pPAa0OTHUKA WIIM TPYIIBI
pabOTHHUKOB B KOMaHIUPOBKY
b. KOMaHINPOBOYHOE yJOCTOBEpEHHE paOOTHUKA
C. CiIy’)ke0HOE 33/1aHNe C OTYETOM O €TO BHITIOJTHEHUHT
d. aBaHCOBBII OTYET
Bompoc 17
Kaxkoii JOKyMeHT SBIISI€TCS U3NUIIHUM IpU 0(OPMIICHUH OTITyCKa:
Bri6epure ouH OTBET:
a. 3aIMCKa-pacyeT O MPEAOCTaBICHUH OTITyCKa paOOTHUKY
b. Tpy10BOIi TOTOBOP
C. IpuKa3 (pacnopspKeHHe) O MPeJOCTaBICHUH OTITyCKa
d. rpaduk oTImyckoB
Bomnpoc 18
Kakoii TOKyMeHT HeNb3sl OTHECTH K JIMYHBIM JOKYMEHTaM:
Bribepure ouH OTBET:
a. aBrobuorpadus
b. pe3rome
C. XapaKTepUCTHKA
d. nnyHas kapTouka
Bompoc 19
Kakomy [0KyMEHTY MO JIMYHOMY COCTaBy COOTBETCTBYeT oTpaxeHue Crenyromas
xapakTepucTuka: « TeKCT 3TOro TOKyMEHTa COCTOUT M3 JIBYX YacCTe: BBOJHOM, TIe YKa3bIBAIOTCS
damunus, uMs, OTYECTBO, TOJA pPOXKAEHHUS, O0Opa3oBaHME, JOJKHOCTb, CTPYKTYpHOE
MOJpa3/ieNieHue, CTaX padOThl HA MPEANPHUITAN; OCHOBHOW YacTH, TJI€ YKa3bIBAIOTCS JEIIOBBIE
Ka4yecTBa, OTHOIIEHHE K paboTe, MpodecCHOHANbHBIM POCT, HAJUYMe Harpaj, MOOLIPEHHH,
OTHOIIEHHSI C COTPYAHUKAMU.
Bribepute ouH OTBET:
a. XapaKTepUCTHKA
b. cpaBka ¢ Mmecta paboTbl
C. IPEJICTABIICHHUE Ha MTOOIIPEHHE
d. aBTOOHOTpadus
Bompoc 20
Kakomy BHly TOKyMEHTa COOTBETCTBYET CIEIYIONIAs XapaKTepUCTHKA: «ITO OpHUIIHATbHOE
oOpaimieHne nuna (WIM HECKOJNBKUX JIMI) B YUYPEeXKICHHE WIM K JOJDKHOCTHOMY JIMILY

KOHCTaTI/IpyIOIHC-XOHaTaﬁCTBYIOHICF 0 XapakKTepa B LCIAX pealu3anuu C€ro (I/IX) ImpaBa WA
3aKOHHOI'O UHTEPECay.

Bri6epute oguH OTBET:
a. MIChMO-TIPOCK0a
b. muceMo-3ampoc
C. TOKJIAIHAs 3aITUCKa



d. 3asBieHne
Bompoc 21

Kakas si3pikoBasi popmyiia yMecTHa B 3asIBJICHUH:
Bri6epute oauH OTBET:

a. «rpoury Barmiero cornacus Ha...»

b. «Becbma yoeauTeapHO Bac mpomry»

C. «B MO€H MpockOe IMpoIy He OTKA3aTh. ..»

d. «3apanee mpu3HaTEICH»
Bormpoc 22

Ha xakoM BuJe TUYHBIX TOKYMEHTOB 0popMIIIeTCS apecart:
Br1OepuTe o1H OTBET:

a. pe3rome

b. 1o0BepeHHOCTH

C. 3asIBJICHHE

d. xapakTepucTrka
Bormpoc 23

KakoMy IOKYMEHTYy COOTBETCTBYET CIICAYIOINAs XapaKTEPUCTUKA: «ITO MMHCHMEHHOE
MOJIHOMOYHE, BBIITABAEMOE OJTHUM JIUIIOM (YUpeKIeHUEM) APYyTroMY JIUILY JJIs PEACTaBUTEIbCTBA
nepe]; TPETHUM JIULIOM.

BriOepuTe oquH OTBET:

a. crpaBKa

b. 3asBieHne

C. pacmucka

d. ToBEepEeHHOCTh
Bormpoc 24

Kakoii 1oKkyMeHT sBIsieTCS HOKYMEHTOM IO JIMYHOMY COCTaBY, COAEP)KAIIMM OIMCAHHE
XapaKTepHBIX M OTIMYUTEIbHBIX YEepT W KauecTB pabOTHHKA U OTPAKAIOUIMH MHEHHE
aJIMAHUCTPAIAH O HEM:

Bribepure o= OTBET:

a. Ouorpadus

b. 0T3bIB

C. pereH3us

d. xapakTepucTuka

Bompoc 25

Kaxkoit MmakcuMalibHBIN CPOK IEUCTBHUSI MOXKET OBITh YKa3aH B JIOBEPEHHOCTH:
Bri6epute ouH OTBET:

a. He OoJjee rosa

b. He Oornee ABYX JIeT

c. He OoJee Tpex JieT

d. He 6onee mATH €T
Bompoc 26

B TeuyeHme Kakoro cpoka JOBEPEHHOCTh COXPAHSET CHIIy CO JIHS BBIA4YH, €CIH CPOK ee
JIecTBUS B CaMO JIOBEPEHHOCTH HE yKa3aH:
Bribepute ouH OTBET:
a. B TEUEHHE IMOJIyroia
b. B TeueHHe Tpex JeT
C. B TEUEHHUE OJIHOTO roja
d. Takas JOBEpEHHOCTb SIBIIAECTCS 0€CCPOUHOM
Bompoc 27



Kakas noBepeHHOCTh TpeOyeT HOTapHAIbHOIO Y OCTOBEPEHUS:
Bribepure ouH OTBET:

a. Ha MOJIy4eHue 3apab0THOM IJIaThl

b. Ha mosydeHue BKiIajga B OaHke

C. Ha PacIopspKEHNE UMYILECTBOM

d. Ha moyTyueHue JeHEeKHON U MOCBUIOYHONW KOPPECTIOHICHITHH
Bomnpoc 28

B kakom ciyyae yupexaeHue MMeeT MpaBoO YAOCTOBEPSTH JOBEPEHHOCTh Ha MOJIy4YCHHE
JIEHEKHOr'0 BKJIaja B OaHKe:

Bribepure oquH OTBET:

a. eCIIM JIOBepUTENb HAXOJUTCSA Ha CTAIIMOHAPHOM M3JICYEHUH, HO SBJSIETCS paOOTHUKOM
JAHHOTO YYPEXJCHMS, U JIUI0, KOTOPOMY OH JOBEpSET, TAKXKe SIBJIAETCS paOOTHUKOM JaHHOTO
YUpEXKIECHUs

b. eciu joBepUTEINb HE SBISAETCS pAOOTHUKOM JAaHHOTO YUPEXKISHMUS], a JINI[O0, KOTOPOMY OH
JIOBEPSIET, SIBJIAETCS paOOTHUKAMU JAHHOTO YUPEKACHUS

C. €CJIU JIOBEpUTENb U JINL0, KOTOPOMY OH JIOBEPSIET, SIBIAIOTCA rpaxkaanamu Poceun, xots
U HE SBJSIFOTCS PAOOTHUKAMH JTAHHOTO YUPEKICHHS

d. ecn joBepuTenb ABISETCS PAOOTHUKOM JAAHHOTO YUPEXAEHUS, a JIMIO, KOTOPOMY OH
JIOBEPSIET, HE SABJISAETCS paOOTHUKOM JAHHOTO YUPEKICHUS

Bomnpoc 29

Kakoe Bpems (B uyacax) OTBOAMTCS Ha IOATOTOBKY IIOJIOKEHHUS O CTPYKTYpPHOM
noapasesieHun?

a) 12,3

6) 20

B) 20,7

r) 150

Bompoc 30

HazoBure HOpMaTuBHBIA cocTaB JCWCTBUI 1O MOATOTOBKE HHCTPYKIMU IO
JIOKYMEHTAIIMOHHOMY OOCITY>KMBaHUIO (JI€JI0TPOU3BOJICTBY ).

a) U3y4eHHe HOPMaTUBHO-METOJUUECKOM 1 PaBOBOM JIUTEPATYPHI U IITATOB (heAepabHOTO
opraHa, (QYHKUMH M 3a7ad MNOJApa3elIeHUuH, 3aHATBIX JOKYMEHTAllMOHHBIM OOecreueHueM
yOpaBI€HUs, MNOAIOTOBKA MHCTPYKIMH, KOPPEKTHPOBKA, II€YaTaHHWE, YTBEP)KICHHUE,
Pa3MHOXXEHHUE;

0) M3ydyeHHUEe NPAKTUKU pabOThl KOJJIETHAIBHOTO OpraHa, TEXHOJIOTUU MOJTOTOBKH
MaTepuaioB JUIs ero (PyHKIMOHMPOBAHMS; MOJIOTOBKA MPOEKTA perjiaMeHTa, COrjlaCOBaHUE CO
CTPYKTYPHBIMH NIOAPA3/IEICHUSMM; II€UaTaHUE, YyTBEPKICHUE, PA3MHOKEHHE, PACCHUIKA,

B) cOop Tabenell yHU(UIUPOBAHHBIX (OPM JOKYMEHTOB CTPYKTYPHBIX MOJpa3fesieHui
denepanbHBIX OpraHOB  MCIOJHUTENBHOW  BJIACTH, aHAJIW3  BBIABIEHHOIO  KOMILUIEKCA
YOPaBIE€HYECKUX JOKYMEHTOB; OIpEAEIeHHE 1eJIeCO00Pa3HOCTH CO3JIaHUS U IPUMEHEHUs
KOHKPETHBIX JIOKYMEHTOB. BBISBJICHHE COCTaBa HEYHU(HUIIMPOBAHHBIX (OPM JIOKYMEHTOB,
UCKJIIOUEHHE AyOJIMPYEMbIX TOKYMEHTOB M HEIPAaBOMEPHO HCIIOJIb3YEMbIX (POPM TOKYMEHTOB,
IpynnupoBka ¢GopM JOKYMEHTOB IO (YHKIMAM M YIPaBIEHUYECKUM 3ajadyaM, MOJrOTOBKa,
COTJIaCOBaHMUE M YTBEPKJIEHUE €IUHOTO Tabessd YHUPUIIMPOBAHHBIX (POPM;

I') U3y4eHHE HOPMATHBHBIX IMPABOBBIX AKTOB METOAMYECKHX JOKYMEHTOB, IMOJrOTOBKA

HHCTPYKIHMH, COITIACOBAHUEC, KOPPECKTHUPOBKA, II€CUaTAHUEC, Pa3MHOXCHUC.
IIpakTHyeckoe 3a1aHue K Teme 2.4

3anoHUTE KapTy CaMOOIEHKH 310poBoro oopasa xu3Hu (30XK) (cm. Tabnuiy) cyObekToB
YIpaBIE€HYECKOr0 Mpolecca U ciejlaiiTe BBIBOABI O CBOEM 00pa3e *U3HU KaK COCTaBIIAIOIIEH
yeJoBeYeckoro kamutana. Kakue pekoMeHaanuu Bbl Janu Obl ceOe JyIsl MOBBIIMIEHHUS CBOEro
YEJI0BEUECKOr0 KaluTajia B TIaHe 370poBbsi? Kakux NelcTBHl BB KIETE OT CBOETO OyAyIIEro
paboTonaTelns ¢ TOUKH 3pEHUsI COXPAHEHHUs U BOCIPOU3BOJICTBA 3710POBbsI PAOOTHUKOB CITY>KOBI
J0V?

B xakoM NoOKymMeHTe cliefyeT 3aKpenuTh TpeOOBaHUS K COOJIIOJIEHUIO 30POBOr0 0Opasa
KU3HU paOOTHUKOB OpPraHU3alyHy (C TOYKU 3peHuUst pabOTHUKOB U paboTonares)?
| NeNe | Cocrasnsitonme (30K) yenoBeka | Onenka 302K B 6amnax | OO6uwmii | |Cpemmﬁ|




/11 U IIO3UIINY [0 KaXKION 4 312110 Oamn Oain
COCTaBJISIOLLEH
1. | Co0Jr0aeHe JNYHON THTHeHBI
1.1. [[uruens Tena
1.2. ['MrHeHnl OEXK bl
1.3. [[uruens mocrenu
1.4. ["UrreHs! XUIUIa
1.5. [lurmena cBoero pabo4yero mecra
2. | PanuoHajnLHOE MUTAHHE
2.1. |bamanc B THUIIEBOM PAIHOHE]
0EJIKOB, )KUPOB U YIJIEBOIOB
2.2. Hammune B nuie BUTAMUHOB
2.3. |Hanmuume B muiie MHUHEPAJIbHBIX
BEIIECTB
2.4. [[IpupomocoobpasHbIit JU1s
MHIMBUAA 00bEM MU
2.5.  [[IpupomocooOpa3HbIii Ui
MHIMBUAA COCTAB MMUIIU
2.6 [IpupomocooOpa3HbIit TUTST
MHIVBUIA PEKUM MTUTAHHSI
2.7. [Ipeobnananue B [TUILIEBOM|
[parrone HATYypaJIbHBIX
(<OKHBBIX») ITPOJTYKTOB
3. JABuxenune
3.1 E>xequeBHOE BBIIIOJIHEHUE
YTPEHHEN 3apsaKu
3.2. BrimosiHeHEe crenuaibHON
FMMHACTHKH B TCUCHHUE JTHS
3.3. BapsTre  KakuM-IM00  BHUIOM
criopTa JijIsl 370POBbsI
3.4. |Opranuzanus CBOMX OOBIYHBIX]
IIBIDKEHUH ¢ yueToM TpeOoBaHUHN
(bu3MYEeCKOil KYJIbTYpBI
4. 3akaauBaHue
4.1, BrrmosHeHe crernralbHBIX
3aKaJIMBAIOIINUX MPOIEAYD
4.2.  |O6nuBaHME XOJIOTHOM BOJOU
4.3.  [PerynsipHbIE IPOTYJIKH HA CBEXKEM
BO3TyXe
4.4, |Opexia mo Ce30Hy U IO MOTojIe
4.5.  |PerynsipHoe mocelieHue 0aHu
5. OTcyTCTBHE BPEeIHBIX MPUBBIYEK
5.1.  [TaGakokypeHwust
5.2.  [3noynotpeOieHus aJKkorojiemM
5.3.  |HapkoTHYeCcKOW 3aBUCIMOCTH
6. | Pe:xxuM Tpyaa u oTabixa
6.1. CoOmto/leHue HOPM YepeIOBAHMUS
(DU3MYECKOTO W YMCTBEHHOTO
rpyna
6.2. [BemomHeHME BO BpeMs
YMCTBEHHOM paboThl
CTeTIHATbHBIX MEPOTPHUATHIA,
CHUMAFOIINX YMCTBEHHOE
[epeHanpsKeHne
6.3. |BoimonHeHue cBoed  TPYAOBOM




NoNe | Cocrasmsitonue (30K) uenoseka | Onienka 30K B 6amtax | O0mmii Cpenuuii

/1 U TIO3UIINHU [0 KaXXI0i 4131211110 Oain Oain
COCTAaBJISIIONIEH

NesITeNIbHOCTH C y4eTOM

rpeboBanuit HOT  (mayunoi

OpraHu3alyy Tpyia)

6.4. |[lomHOLIEHHBIA COH

7. | Ilcuxonoruveckuii kompopTt
7.1. |YmeHue coxpaHATh HIH OBICTPO

BOCCTAaHaBJINBATh JYLIEBHOE,

aBHOBECHE

7.2.  |YMeHuE BUIETH IMOJOXUTEILHOE B
OKPYKAIOIIeM MUPE

7.3. |YMeHue CTpPOUTh TapMOHUYHBIC
OTHOIIEHHUA C  OKpPYXKaroIIUMH

UITFOIEMU
7.4. [[IpuHATHE CBOMX HEIOCTATKOB KaK
HEeN30€KHOrO CIEICTBUS
YEIIOBEUECKOM MPUPOIBI
7.5. |Ymenue HN3BJIEKAThH

[10JIOKUTEIbHBIE YPOKHU U3 CBOMX|
PKI3HEHHBIX CUTYalui

7.6. |YMeHue UpUHUMATE C MHPOM
PKM3Hb U OKPY’KAIOIIUNA MUP

7.7. |Ctpemienue K|
CaMOCOBEPLLICHCTBOBAHHIO

7.8. |YMeHue CTOHKO  TEPEHOCHTH

[Opa)XeHUs " KU3HECHHBIC
HEB3IOJTbI

7.9. |Ontumuctuyeckoe
MUPOBOCIIPHUSATHE

7.10. |Y10BIETBOPEHHOCTH CBOEH

Cy1b001 B 1IEJIOM

7.11. [YMeHue mnepexuBarb B KU3HHY
aJ10CTh

7.12. |Y1OBIETBOPEHHOCTH CBOEH
[10JI0BOM MPHHAUIEKHOCTHIO

7.13. [TomepaHTHOCTh

UTOro

UTOI'OBBIA KOHTPO.Ib 2 KYPC

KonTpoasHnas padora 2 Kypc)

1. Bl pykoBOAHTENb IKOHOMHUYECKOTO OTAena. Bam HeoOxoaumo npounH(pOpMHpPOBATH
PYKOBOJIUTEJISI OpraHU3allMi O TOM, 4TO 3aM. oTaeia mo AXY He BBINOJHAECT MPEANUCAHUS 110
o0ecreyeHno paboYnx MECT MpPUHTEpaMH, MHTEPHETOM M B KaOWHeTe Ballero otiena He
MpOBeJIEH KocMeTnyeckuil peMoHT. OopMUTe COOTBETCTBYIOIINUN JOKYMEHT.

2. Bol ono3nanu Ha paboty Ha 2 yaca. PykoBoncTBo morpeboBasio ot Bac oObsicHeHuil.
Odopmute COOTBETCTBYIOIIUN JOKYMEHT.

3. OTpenakTupyiTe TEKCTHI CAEAYIOMUX JOKYMEHTOB. COCTaBbTE UX MPABUIbHBIN BapUAHT.

Bomnpocs! k 3a4ery 2 Kypc

1. IlonsiTue cucremsl  JOKyMeHTauuu. Hcropudyeckoe  pa3BUTHE  CUCTEM
JOKYMEHTalUH.

2. OcHOBHBIE  (YHKLIMOHAJIbHBIE CHUCTEMBbI JOKyMeHTauun B  Poccuiickoit


http://newlms.magtu.ru/mod/glossary/showentry.php?eid=61443&displayformat=dictionary

®denepanuu.

3. CrappapTu3anuss U yHU(QHKAIMUS JOKYMEHTOB. YHHU(HUIMPOBAHHBIE CHUCTEMBI
JOKYMEHTaLUH.

4. Knaccugukatopsl JOKyMEHTUPOBAaHHOM HH(OpPMAIIHH.

5. Opranu3alMOHHO-paCoOpsAUTEIbHAS JOKYMEHTAIUA. OK 011-93

«O0bmepoccuiickuil  Ki1acCu(UKATOp yMpaBICHUYESCKONH TOKYMEHTAUU» W OTPAKEHUE B HEM
YHH(DUIIMPOBAHHON CHCTEMBI OpPTraHH3AIIMOHHO-PACTIOPSIINTEILHON JOKYMEHTAIHH.

6. THIBI TOKYMEHTOB, X KJIACCH(PHUKAIHIH.

7. JIOKyMEHT Kak cucTema. BHeIHsss U BHYTPEHHSA CTPYKTypa JOKyMEHTa: oOmas
XapaKTePUCTHKA.

8. IOpunuueckas cuna moxkymenta. HopmatuBHO-MeTonnueckas 6aza opopMiieHUs
JIOKYMEHTOB.

9. CtpyKTypa ynpaBJI€HUECKOTO JOKyMeHTa. PeKBU3UT u HOpMyJIsip TOKyMEHTa, UX
pa3BUTHE.

10. DopmMysp-o0pazer; OpraHUu3alMOHHO-PACTIOPAAUTEIIBHOTO JTOKYMEHTA: 0O0Ias
XapaKTePUCTHKA.

11. TpeGoBanust k 6J1aHKaM OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

12. TpeboBanust K OQOPMIICHHIO  PEKBU3UTOB 3aroJIOBOYHOM qyacTu
OpraHU3aIMOHHO-PACHIOPAAUTENbHBIX JoKyMeHTOB corjacHo 'OCT P 7.0.97-2016

13. TpeboBanmsi K  OQOPMIICHHIO  PEKBU3HTOB  COACPXKATCIBHOH  4acTH
OpraHU3aIMOHHO-PACHIOPAAUTENbHBIX JoKyMeHTOB corjacHo 'OCT P 7.0.97-2016

14. TpeboBanust kK OQOPMIICHHIO  PEKBU3UTOB  O(QOPMISIONIEH  YacTH
OpraHU3aIMOHHO-PACTIOPAAUTENbHBIX JoKyMeHTOB corjacHo 'OCT P 7.0.97-2016

15. Texuuueckue TpeOoBaHuUs K oopmiennto PEKBU3HUTOB
OpraHU3aIMOHHO-PACTIOPSAIUTENbHBIX JOKYMEHTOB.

16. OpranuzaloHHO-paclopsInTeNbHAs TOKYMEHTalLUs: 0011E CBEICHUSI.

Bormpocs! k 3auety 3 cemecTp 2 Kypc

1. OpranuzanvoHHO-IIpaBOBasi JOKyMEHTAlLUs: OOILUE CBEICHUSI.

2. CocrapneHue U 0(pOpMIIEHHE OCHOBHBIX BHJIOB YUPEIUTEIbHBIX T0KYMEHTOB.

3. CocraBnenne u o¢GOpMIIEHHE TMOJIOKEHHA, INTATHOTO pPACIMCAHMS, TPABUII
BHYTPEHHEI0  TPYAOBOIO  paclopsjka, HWHCTPYKUMH, aJMHUHUCTPATUBHOTO
periameHTa.

4. PacnopsauTenbHas TOKyMEHTalUs: o0I1as XapakTepUCTHKA.

CocraBnenne M o(GOpMIIEHHE PaCIOPSIUTEIBHBIX IOKYMEHTOB, W3[aBacMbIX Ha
HOPUHIUNAX eTUHOHAYAIIHNS.

6. CocraBnenne U O(OpMIIEHHE PACIOPSIUTEIBHBIX IOKYMEHTOB, WM3/IaBaeMbIX Ha
HNPUHIUNAX KOJUIETHaIbHOCTH.

Cocrapnenue u 0opMIIEHHE TPOTOKOJIOB.

8. JlenoBas mepemnucka: oOIIMe CBEAEHUs, KIacCU(pUKaAIUA, pojib B YIPaBICHYECKON

JeATeTbHOCTH, PYHKIIMU. 3aKOHOIaTEIbHOE PEryJIMPOBAHUE ACIIOBON IEPETTUCKHU.

9. CpenctBa CBSI3M, HCHOJBb3yEeMble JUISL JIOCTaBKH JIEJIOBOM KOpPPECHOHJECHIINU.

TpeboBaHMs K TOKYMEHTaM, TIepeIaBaeMbIM 110 KaHAJIaM JIEKTPOCBS3H.

10. O6ume TpeGoBaHUS K COCTABICHHUIO U OPOPMIICHHIO JeNOBBIX uceM. Kommozuius

TEKCTa, A3bIK, CTUJIb, TUKET JICJIOBOTO MHUChMA.

11. TpeGoBaHus K JEIOBBIM MMHUCbMaM, CBS3aHHBIM C paclpocTpaHeHHeM HH(POPMALIUH.

12. TpeGoBaHusI K JETOBBIM MUChMaM, CBSI3aHHBIM C OOPAICHUSIMU T10 BBITOJTHEHHIO
TeX WJINA UHBIX JEWCTBUI UM OKA3aHUIO YCIIYT.

13. TpeGoBaHHs K MMCHMaM-OTBETaM.

14. TpeboBaHus K MMChMaM MPETEH3UOHHOTO XapaKkTepa.

15. TpeGoBaHusI K [EJOBBIM IHChMaM, CBSI3aHHBIM C BBIPQKEHHEM BHUMAHUS H

YUYacCTHA.

16. TpeGoBaHMsI K pEKOMEHAATEIBHBIM TUCHMAaM.

17. TpeboBaHMsI K COMPOBOAUTEIBHBIM ITUCHMAM.

18. TpeboBanmst K 0OPOPMIICHHIO AKTOB.

19. TpeboBanust K 0OPMIICHUIO TOKJIATHOM, CITyKEOHON M 0OBACHUTENBHO 3aIHCOK.
20. TpebGoBanus k 0pOPMIICHUIO CIIPABOK.

o
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21. TpeGoBanus Kk 0POPMIICHUIO CBOJIOK, 3aKITFOYCHH, OT3HIBOB.
22. TpeboBaHus K 0()OPMIICHUIO TIEpEUHEil, CIUCKOB.
23. TpeGoBaHus K IEPBUYHON YUETHON JOKYMEHTAITUU TI0 TWIHOMY COCTaBY.
24. TpeboBaHUS K YaCTHBIM (JINYHBIM) JJOKYMEHTaM.
HToroswlii TecT 3a 2 pasaea

Bomnpoc 1
KTo opopmiisieT yueTHbIe TUYHBIE KAPTOUKH:
Bri6epute oauH OTBET:
a. pabOTHUK 110 Kajipam
b. pyKOoBOIUTEINb CTPYKTYPHOTO MOIPA3AeICHU
C. 3AMECTHTENb PYKOBOJIUTEISI OPraHU3aIHN
d. paGoTHHK

Bomnpoc 2
CornacHo cTaHIapTU3UPOBAHHOMY ONPEAEICHUIO, BUI MUCHMEHHOTO JOKYMEHTA — 3TO:
Bribepute ofuH OTBET:
a. opuIMaNbHBINA JOKYMEHT, CO3JJaHHBIN B TICHMCHHOM BHU/IE
b. HauMeHOBaHHME JOKyMEHTa, O(OPMIIEHHOTO IO YCTAHOBJCHHBIM IpaBUIaM
MaIIUHOMUCHBIM CIIOCOOOM
C. IPUHAJUICKHOCTh MUCbMEHHOTO JOKYMEHTa K CUCTEME JOKYMEHTAIMH MO MpU3HAKaM
COJICpKAHUS U IIEJICBOT0 HAa3HAUCHHS
d. pa3HOBUIHOCTH [IOKyMEHTa, HCIIOJHEHHOTO TpadUyecKUMH 3HaKaMu — OyKBamH,
mdpamu, neporaudamu

Bompoc 3
CornacHo cTaHAapTU3UPOBAHHOMY OIpeAeNeHUI0, YHUUIIMpoBaHHas popMa TOKyMEHTa —
3TO:
Bri6epute o OTBET:
a. UHQOpMaIysl, 3anMcalHas Ha pa3InYHbIX HOCUTENSAX 110 YCTaHOBJIEHHBIM IIpaBUIaM
b. COBOKYMHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PEIIA€MbIMU B JTAHHOM
cepe eATENBHOCTH 3aJauyaMU M PACHOJIOKEHHBIX B ONPEJCIIEHHOM IOpPSIKE HAa HOCHUTENE
uHpOpMaLun
C. HabOp PEKBU3UTOB O(QUIUANIBHOIO NMHCHMEHHOTO JOKYMEHTA, PAclOJIOXKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEIbHOCTH
d. HaboOp pEKBU3UTOB, WJICHTUDHUIIUPYIOMUX aBTOpa O(UIIHMAIBHOTO MHCHMEHHOTO
JIOKyYMEHTa

Bomnpoc 4
VYHuukanus 1T0OKyMeHTOB — 3TO:
Bribepure o= OTBET:
a. IpUMeHEHUe TabJIUIl U aHKET
b. onpenenenue nopsaka ohopMIIeHUs TOKYMEHTOB
C. CBeJIeHHnEe K MUHUMYMY pa3Hoo0pa3us BUI0B U (hOpM JOKYMEHTOB
d. pa3zpaboTka «mabioHa» TOKyMeHTa

Bomnpoc 5

CornacHo CTaHIapPTU3UPOBAHHOMY OIPENIEICHHIO, OPraHU3aIIOHHO-PACTIOPSAIUTENbHBIH
JOKYMEHT — 3TO:

Bribepute ouH OTBET:

a. JIOKyMEHT, CO3JaHHbII IOPUIUYECKUM WIH (PU3HUECKUM JHLOM, O(GOPMIICHHBIH U
YJOCTOBEPEHHBI B YCTAHOBJIIEHHOM TOPSAKE U HUCHOJB3YEMBIH B TEKYILIEH AesITeIbHOCTU
OpraHu3aluu

b. BUJ MUCBMEHHOTO JTIOKYMEHTA, OTpaXkaroIui JIOKyMEHTHPOBAaHUE
OpraHU3alMIOHHO-PACIOPSAAUTEIBHON AESITENBHOCTA OPTaHOB, OPraHU3aLUi U TOJPKHOCTHBIX JIULL

C. BUJI IUCBMEHHOT'O JIOKYMEHTA, B KOTOPOM (PUKCUPYIOT PELIEHNE aIMUHUCTPATUBHBIX U



OpraHU3alMOHHBIX BOIIPOCOB, & TAK)XKE BOIPOCOB YNpPaBJIEHUS, B3aUMOICHCTBUS, 00eCIIeYeHUs U
pEryJIMpOBaHMsl AEATEIbHOCTH OPraHOB BJIACTH, YUPEXKIECHUH, NIPEANPUITUNA, OpraHu3alui, ux
MOPa3CIICHUI U TOJDKHOCTHBIX JINLL

d. mepBUYHBIN, MUHUMAJIBHBIA 3JEMEHT CHCTEMbl OpraHU3allMOHHO-PACTIOPSIUTEIEHON
JOKYMEHTaluu

Bomnpoc 6
Kakne mnoacucremel HE BXOZAT B CHCTEMY OpPraHH3alMOHHO-PACHOPSIAUTEIILHON
JIOKYMEHTaLlUU:
Bri6epute ouH OTBET:
a. OPraHu3allMOHHO-IIPABOBAasl JOKYMEHTALUs
b. TuTaHoBast JOKyMEHTaLUs
C. pacnopsaUTeNbHas JOKYMEHTAUs
d. nHpOpPMALIMOHHO-CITPABOYHAS JTOKYMEHTAIHS

Bomnpoc 7
B kakom kojgoBoM oOo3HaueHuu yHUUIHMpoBaHHON ¢opmbl gokymeHnta 05080819,
cornacHo OKVY/I, BepHO OTpaskeHbI U(PPOBBIE MPU3HAKU KIACCH(PUKAIINN:
Bribepure ouH OTBET:
a. 19 — KOHTPOJILHOE YUCIIO, KOTOPOE BBOJIUTCS BO N30€KaHUE OMTMOOK NP CYNTHIBAHUH U
UCIOJIb3YETCsl IIPH IIPOBEPKE 3aMUCH KOJa
b. 80 — moakmnacc hopmbl, T.e. OOIIHOCTH COJCPIKAHKS MHOXKECTBa (JOPM TOKYMEHTOB U
HaIlpaBJIEHHOCTh UX MCIIOJIb30BaHUS
. 050 — xmacc hopmbl, T.e. MPUHAUICKHOCTh YHUPHUIUPOBAHHONW (HOPMBI TOKYMEHTa K
COOTBETCTBYIOLIEH YHU(PUIMPOBAHHON CHUCTEME JJOKYMEHTAILIUH
d. 081 — peructpauMOHHBIH HOMEp YHUQPHUIMPOBAHHOW (OPMBI IOKYMEHTa BHYTPH
nojkiacca

Bomnpoc 8
Ha xakue THIIBI TOPa3IeNIOTCS JOKYMEHTBI IO IPOMCXOXKACHUIO:
Bribepure o= OTBET:

a. BXOJSILIME/UCXOA e/ BHY TPEHHHE

b. nHAMBUyaTbHBIE/TpadapeTHble/ TUTIOBbIE

C. IM4Hble/ opUIIMATbHBIE

d. obmenocTynHble/ KOH(PUICHIIMATbHbBIE/ CEKPETHBIE

Bompoc 9
Kakoii MOKyMEHT sIBIIIETCS OCHOBHBIM JIOKYMEHTOM O TPYAOBOW JESTEIHLHOCTH U O
TPYAOBOM CTa)ke pabOTHHKA:
Bri6epuTe ouH OTBET:
a. CTPaxOBO€ CBUETENBCTBO FOCYIaPCTBEHHOI'O IEHCHOHHOT'O CTPAaXOBaHUS
b. ydueTHas 1MyHas KapToUKa
C. TPyAOBasi KHIKKA
d. MeHCHOHHOE yI0CTOBEPEHUE

Bompoc 10
Ha xakue THUIIBI OPa3IENAIOTCS TOKYMEHTBI IO CIIOCO0Y U3JI0KESHHUS:
Bribepute ofuH OTBET:
a. TUCbMa/TeNerpaMmbl/ TenepOHOTpaMMBbl/ TelleKChl/ (hakcorpaMMbl/ 3JIEKTPOHHBIE
cooOuieHus
b. unaMBHYyanbHbIe/ TpadapeTHbIe/ TUIIOBBIE
C. IOJITMHHUKH/ KOTIMH/ TyOIHKaThI
d. obmenocTynHble/ KOHPUACHIIUATBHBIE/ CEKPETHBIE

Bompoc 11
[To xakoMy MpU3HAKY JOKYMEHTHI MOAPA3EISIIOTCS Ha MOTMHHUKH (OPUTHHAIIBI)/ KON/



JTyOJIMKATHI:
Bribepure ouH OTBET:
a. mo (opme mpencTaBICHUs
b. mo cdepe gesrenbHOCTH
C. IO croco0y repenavn
d. mo creneHu NOJUIMHHOCTH

Bormpoc 12
CornacHo cTaHIapTU3UPOBAHHOMY ONPEAEICHUIO, CUCTEMA JOKYMEHTALUU — 3TO:
Br16epute ouH OTBET:
a. COBOKYIHOCTb JOKYMEHTOB, OOpasyloIUXCsi B JEATEIbHOCTH HOPUANYECKOIO HIIU
¢du3mveckoro auIa
b. KOMIUIEKCHl JIOKYMEHTOB, OTpPaXKalOL[Ue HPOM3BOJICTBEHHbIE, YIPABICHUYECKHE,
(rHAHCOBBIE MPOLIECCH MPEANIPUIATUH, OPTraHU3ALUH, YIPESIKICHUN
C. CUCTEMa HOPMATUBHBIX AKTOB, PEIIIAMEHTHPYIOIIUX TOKYMEHTUPOBAHUE I€ATEIILHOCTH
U IOKyMEHTOOOOPOT NPEANPHUATHNA PA3TUUYHBIX OPraHU3aIMOHHO-TIPABOBBIX (HOpM
d. COBOKYHNHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX I10 IPU3HAKaM MPOUCXOXKICHUS,
Ha3HAYCHWUS, BUJIA, CPEPHI IEATEITPHOCTH, IUHBIX TPEOOBAHUN K UX 0(hOPMIICHHUIO

Bormpoc 13
Kakue Buibl TUCIUITIIMHAPHBIX B3bICKAHUH BITUCHIBAIOTCS B TPYAOBYIO KHUXKKY:
Bri6epure ouH OTBET:

a. B3bICKAHUS B TPYJOBYIO KHIKKY HE 3allMCBIBAIOTCS

b. yBOJIbHEHUE

C. CTPOTHUIl BBIFOBOP

d. BCe BH/IBI AMCHMIUIMHAPHBIX B3BICKAHUH BIHCHIBAIOTCS B TPYIOBYIO KHUKKY

Bormpoc 14
Kakoll 10KyMEHT He BXOIUT B KOMIUIEKT JOKYMEHTOB O KOMAaHIUPOBAaHUU C KOJOBBIM
o0o3HauenneM popmsl T:
Bribepure o= OTBET:
a. KOMaHIMPOBOYHOE yIOCTOBEPEHHE PA0OTHUKA
b. mpuka3z (pacHnopspKeHHE) O HaNpaBiICHWU OTIECIBHOTO PabOTHMKA WM TPYIIIBI
pabOTHHUKOB B KOMaHIUPOBKY
C. ciIy’ke0HOE 33/1aHue C OTYETOM O €T0 BHIMOJIHEHUHU
d. aBaHCOBBII OTYET
Bompoc 15
Ha xakwme rpynmsel nmemstcs oduIManbHbIe JOKYMEHTHI MO cdepe AeATENbHOCTH (I0
(GYHKIMOHAIBHOMY IPU3HAKY):
Bri6epuTe ouH OTBET:
a. yHU(ULMPOBaHHBIE/HEYHU(PUIIUPOBAHHBIE
b. pyHKIIMOHATHHBIE/OTPACIICBBIC
c. opuIHaTbHbIE/HEO DU ATIBHBIE
d. yrpaBrieHUecKre/TeXHUIeCKne

Bompoc 16
Kakoii 1oKyMeHT Helb3s1 OTHECTH K JIMYHBIM JOKYMEHTaM:
Bribepute ofuH OTBET:

a. XapaKTepUCTHKa

b. pe3rome

C. IMYHAas KapTO4Ka

d. aBrobuorpadus

Bormpoc 17
CornmacHo  cTaHAApPTU3UPOBAHHOMY  ONPEACICHHUIO,  YHU(UIMPOBAHHAS  CHUCTEMa
JOKYMEHTAaLUHU — 3TO:



BriGepute oquH OTBET:

d. COBOKYIMHOCTb JOKYMCHTOB, B3aMMOCBA3AHHBLIX 110 IIPU3HAKaM MPOHUCXOKIACHUA,
Ha3HAYCHMs, BUAQ, CPEephl AESITEIBHOCTH, EUHBIX TPEOOBaHMM K X 0()OPMIICHHIO

b. cuctema JOKYMEHTAIlMH, COCTAaBIIEHHE M OPOPMIICHHE KOTOPOW periiaMeHTHUPOBAHO
HOPMATUBHBIMU aKTaMH

C. cucréMa [JOKyMCHTAalWH, CO3JaHHAsA 10 CAWHBIM IIpaBUJIaM H Tpe6OBaHHHM,
cojepxamas WHPOpPMANHI, HEOOXOAMMYIO JUIs YIpPaBICHHS B ONPEACICHHON cdepe
JESTEIIbHOCTH

d. cucrema TOKyMEHTAIMU, UMEIONIAst €AMHBINA (HOPMYJISIp

Bomnpoc 18
KakuM  JOKyMEHTOM  JIOJDKHBI ~ PYKOBOJICTBOBATHCS  JCJIONPOM3BOAMUTEIN  IPU
JOKyMEHTHPOBAHHUH 3TAIOB TPYOBOTO IUKJIA — OT IpHUeMa Ha paboTy HOBOTO COTPYAHUKA JI0 €TI0
YBOJIbHCHHS:
BriGepure oguH OTBeT:
a. [ocynapcTBeHHas cucteMa JOKyMEHTAIMOHHOT0 o0ecrieueHus yrpapieHus. OCHOBHbIC
nosnoxeHus. O0mue TpedoBaHUs K TOKYMEHTaM U CIyX0aM JTOKy-MEHTaIllHOHHOTO 00ECIICUeHHUS
b. TOCT P TOCT P 7.097-2016 «YuudunupoBaHHas  cCHUCTeMa
OpraHU3alMOHHO-PaCTIOPSANTENBHOM ToKyMeHTamu. TpeGoBaHus K 0pOPMIICHHIO TOKYMEHTOBY
c. Atb0OM YHU(PHUIIMPOBAHHBIX (OPM IMEPBUYHON YIETHOMN JJOKYMEHTAIIUH 110 YUETy Tpy/Aa
¥ €ro oruiaTel, yrBepxaeHHbM [locTranoBnennem ["'ockomcrarta Poccun
d. Obmepoccuiickuii kaccuukaTop yrnpaBieHUIECKOW JOKYMEHTAIIUH

Bormpoc 19
Kakas s3p1k0Bast hopMysia yMecTHA B 3asiBIICHUU:
Bri6epure ouH OTBET:

a. «B MO€H IpockOe NpoIlly He OTKa3aTh. ..»

b. «3apaHee MpU3HATEICH

c. «BecbMa yOeauTensHo Bac mpomry»

d. «npomry Bamiero cornacus Ha...»

Bormpoc 20
Kakue 351eMeHTHI SBISIOTCS CaMBbIMU KPYITHBIMU CTPYKTYPHBIMH 3JIEMEHTaMH JTOKyMEHTa
KaK CUCTCEMBI.
BriGepure oauH OTBET:
a. cozepkanue u popma
b. 3arosoBouHast, copepskaTeabHas 1 0popMIISIOIIas 4acTh
C. PEKBU3HUTHI
d. cirysxebHOe U pabouee moJie TOKyMeHTa

Bompoc 21
[Tponomxute onpeznenenue: GopMyJisip T0KyMEHTa 3TO - ...
Bribepute ouH OTBET:
a. HabOp PEKBU3UTOB O(GUIHUANIBHOIO MHCHMEHHOTO JOKYMEHTa, PAclOJIOXKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEILHOCTH
b. Habop pEKBU3UTOB, HIACHTHUPUIHMPYIONIMX aBTOpa O(UIHNATIBLHOTO MUCHMEHHOTO
JIOKyMEHTa
c. 3aduKcHUpoBaHHAs Ha MaTepUAJbLHOM HOCUTENEe HHPOpMAIUs C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UASHTU(PHUIIUPOBATH
d. BHyTpeHHsa (hopMa AOKyMEHTa, ONpEIesomas CTPYKTypy TEKCTa U €ro SI3bIKOBbIE
0COOEHHOCTH

Bompoc 22
[Iponomxkute onpeneneHne: OJIaHK JOKYMEHTa — 3TO ...
Bribepure ouH OTBET:
a. MOJieNlb MOCTPOEHMs JOKYMEHTa, yCTaHaBIUBaloIlas o01acTh NPUMEHEHUs, (popMaThl,



pa3Mepbl 1oJei, TpeOoBaHus K TOCTPOCHUIO KOHCTPYKIIMOHHOW CETKU U OCHOBHBIE PEKBU3UTHI

b. TumoBas MoOJeNnb, COIEpKalias COBOKYMHOCTb OOS3aTENbHBIX PEKBU3UTOB,
CBOMCTBEHHBIX JOKYMEHTaM YHU(DPHUIIMPOBAHHON CHCTEMbI OPraHU3alMOHHO-PACTIOPSIAUTEIHLHON
JOKYMEHTAIIUU ¥ PACTIOJIOKEHHBIX OIPEIeICHHBIM 00pa3oM

c. HabOp pPEKBU3UTOB O(GUUIHUAIBHOIO MHCbMEHHOTO JOKYMEHTa, PACHOJIOKEHHBIX B
OIpEEIEHHOM 110CIIEN0BATEIbHOCTH

d. Habop pEeKBU3UTOB, HACHTUPUUUPYIOMIUX aBTOpa OQGUIHUAIBHOIO MHUCHMEHHOIO
JIOKyMEHTa

Bormpoc 23
Kakoe konoBoe o60o3Hauenue Ha jokymente HE unentuduuupyer apropa:
Br16epute ouH OTBET:

a. OI'PH

b. MHH/KIIIT

c. OKY [

d. OKIIO

Bormpoc 24

Kakoil 13 nepeyrcieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM YIOCTOBEPEHUS:
Bri6epure ouH OTBET:

a. OTTUCK IIeYaTH

b. rpu¢ yTBep)KacHUsA

c. rpu¢ coriacoBaHus

d. moanuce

Bormpoc 25

Ha xakoM Bujie TMYHBIX JOKYMEHTOB O0(hOpMIIIETCS ajipecaT:
Bri6epure ouH OTBET:

a. XapaKTepuCTHKa

b. 1o0BepeHHOCTH

C. pe3rome

d. 3asiBneHue

Bormpoc 26
KakoMy NOHATHIO COOTBETCTBYET CJEIYyIOIas XapaKTePUCTUKA: <«ATOT (HOpMyJIsp
XapaKTepU3yeTcs OIpPEIeIEHHBIM KOJHMYECTBOM PEKBU3MTOB, PACHOJOXKEHHBIX B CTPOTOH
MOCJIEI0BATENbHOCTH, M XapaKTepeH AJIsl KOHKPETHOTO BUJAA JOKYMEHTOB, HallpUMep, pUKa3a,
aKTa»:
Bribepure o= OTBET:
a. TUTIOBOM popMmyJisip
b. hopmymsp
c. hopmymsip-obpasen
d. uHIMBUAYaNbHBINA (HOPMYIISP

Bompoc 27
KakoMy JOKyMEHTY COOTBETCTBYET CIIEAYIOIIas XapaKTepPHUCTHKA: «ITO MHUChMEHHOE
MIOJTHOMOYHE, BBIIaBAEMOE OTHUM JIUIIOM (YUPEKACHHEM) IPYTOMY JIMILY JUIS TPECTaBUTEIbCTBA
nepe TPEThbUM JTHIIOM.
BriGepute ouH OTBET:
a. pacmucka
b. 3asBneHne
C. IOBEPEHHOCTh
d. cnpaBka

Bompoc 28
Ha xakme Buabl moapa3fessioTcsi OJIAHKH JOKYMEHTOB IO PACIIOJIOKCHHIO PEKBU3UTOB



cornacHo 'OCT P I'OCT P 7.0.97-2016:
Bribepure ouH OTBET:
a. YTJIOBBIE U TPOJIOJIbHBIC
b. o0muii 6maHK, 6J1aHK MUChMA, OJTaHK KOHKPETHOTO BUIA JOKYMEHTA
c. OmaHK opraHu3amnuy, OJaHK CTPYKTYPHOTO TOJpPAa3/ICICHUs] OpraHHU3aluu, OJIaHK
JOJKHOCTHOTO JIUT[A
d. meHTpupoBaHHBIC U (IIarOBBIC

Bomnpoc 29
OTMETUTB BOIIPOC
Kakoe omnpeneneHnve IOpuAMYECKON CHIIBI JOKYMEHTA SIBJSETCS CTaHIApPTU3UPOBAHHBIM
(3axperuieno B TOCT P 51141-98):
Bribepute ot OTBET:
a. IOpUIMYECKas CHJIa JOKYMEHTa — 3TO CBOMCTBO O(PHUIIMATBHOTO TIOKYMEHTA, COO0IIaeMoe
€My JIeHCTBYIOIIMM 3aKOHOJATEJIbCTBOM, KOMIIETEHIMEH W3JaBUIEr0 €ro opraHa U
YCTaHOBJICHHBIM TOPSIKOM O0(hOPMIICHUS
b. ropuanueckas cuiia JOKYMEHTAa — 3TO CHOCOOHOCTh YMIPaBIEHYECKOTO JIOKYMEHTa
BBICTYNATh B Ka4e€CTBE 00S3aTEIBHOTO ISl YYACTHUKOB YINPABJICHUSA: OPTaHOB YIPABICHUSA, UX
CTPYKTYPHBIX  TOJpa3/eieHHil, OOIIEeCTBEHHBIX  OpraHW3alui, JODKHOCTHBIX  JIHIL,
rOCYJJapCTBEHHBIX CIY’KaIllUX U TPaXkKIaH
C. IopuIMYecKas Cuiia JOKYMEHTa — 3TO COOTBETCTBUE JOKYMEHTHPOBAHHON HHPOpMAIIH
TpeOOBaHUSIM OPUITUATBHOCTH, JOCTOBEPHOCTH, 00BEKTHBHOCTH, OECCIIOPHOCTH, OCHOBAaHHBIM Ha
3aKOHO/ATEIbCTBE
d. ropunuyeckas cuia JOKYMEHTa — 3TO YCJIOBHE, P KOTOPOM MH(MOpMALIUS TOKYMEHTA
MOKET OBITh HCIIOJIb30BaHAa B cdepe ympaBlieHUss 0e3 COMHEHHsS B €€ JOCTOBEPHOCTH st
OCYILECTBIICHUS JTIOOBIX JIEHCTBUIA

Bompoc 30
OTMeTuTh BOIIpOC
KakoMy TepMHHY COOTBETCTBYET CIEIYIOIIEEe CTaHAAPTU3UPOBAHHOE OIpee/ieHUue
(3axperuienHoe B 'OCT P 51141-98): «.... — 3T0 mpocTaBieHUE HEOOXOJUMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX MPaBUIaMH JOKYMEHTUPOBAHUS:
Bribepure o= OTBET:
a. opopmieHuEe JOKYMEHTa
b. yaudukanus 1oKkymeHTa
c. hopmymsip-obpasen
d. cocTaBneHne JOKyMeHTa

Bompoc 31
OTMETUTB BOIIPOC
Kakoli JOKYMEHT SBISIETCS OCHOBHBIM aKTyaJbHbIM HOPMAaTHUBHBIM JIOKyYMEHTOM B
o0rnacTu cocTtaBiieHUs: U 0OPMIIEHUSI OPraHU3allMOHHO-PACTIOPSANTEILHON JOKYMEHTAINH:
Bribepute ouH OTBET:
a. OCT P 6.30-2003
b. IlpaBmia nenonpousBOACTBa B (elepajbHbIX OpraHax HCIOJIHUTEIBHOW BIIACTH,
yTBepkaeHHble [locTanoBnenuem IlpaBurenscta PO ot 15 utonsa 2009 r. Ne477
c. OKY] — OK 011-93. OoOmepoccuiickuii knaccupukaTop yHpaBiIeHYECKON
JTOKyMeHTaluu, yTrBepxaeHHblil [locranoBnenuem [occrangapra P® ot 30 nexabpst 1993 r.
Ne229
d. TCIOY — T'ocynapcTBeHHas cucTeMa JOKYMEHTAITMOHHOTO 00eCIIeueHus yIpaBIcHHSI.
OcHoBHble no70keHUsA. OOmmume TpeOoBaHUS K JIOKYMEHTaM U CIy»0aM JOKyMEHTAI[HOHHOTO
obecnieuenust, yreepxkaeHHas npukazoM ['maBapxua CCCP ot 23 mast 1988 r. Ne 33

Bomnpoc 32
B kakoM ciygae ydpexaeHue MMEET NPaBO YAOCTOBEPATH JOBEPEHHOCTb HA IOJIYyYECHHE
JIIEHE)KHOI'0 BKJIaJa B OaHKe:



BriGepute oquH OTBET:

a. €CIIn I[OBepI/ITe.HB u JIMno, KOTOpOMy OH [[OBepﬂeT, ABIAKOTCA rpan(;[aHaMH POCCI/II/I, XO0TsA
U HE SIBJISIOTCS pA0OOTHUKAMU JAHHOTO YUPEIKICHUS

b. ecnu 1oBepuTens SBISAETCS PaOOTHUKOM JAaHHOTO YUPEKICHHUS, a JIUL0, KOTOPOMY OH
JIOBEPSICT, HE SBIIACTCS pAOOTHUKOM JAHHOTO YUPEIKICHHUS

C. €CJIM JIOBEPUTEIh HAXOJIUTCS HA CTAI[MOHAPHOM H3JICUCHUU, HO SIBISICTCS PAaOOTHUKOM
JAHHOTO YYPEXKJICHHUS, U JIUIIO0, KOTOPOMY OH JIOBEPSIET, TAK)Ke SABJISACTCS paOOTHUKOM JIaHHOTO
YUYPEKIACHUA

d. eciiu ToBepUTEIb HE SIBJIICTCSA pAOOTHUKOM JJAHHOTO YUPEIKICHHS, a JIUI0, KOTOPOMY OH
I[OBCpSIGT, ABIISICTCS paGOTHI/IKaMI/I JAaHHOT'O y‘-Ipe)KI[eHI/ISI

Bompoc 33
OTMETUTH BOMPOC

Kak mepeBoanTCS C TATUHCKOTO TEPMUH «PEKBH3UTY (JIaT. requisitum):
Bri6epute oauH OTBET:

a. MUHMMAaJIbHas 9acTh

b. Tpebyemoe, HEOOXOAMMOE

C. CTPYKTYPHBIN AJIEMEHT

d. atpulyT comepxanus

Bomnpoc 34
Kakomy TepMUHY COOTBETCTBYET CIEIYIOIIEe CTAaHAAPTU3MPOBAHHOE OIPE/ICICHUE
(3akperienHoe B ['OCT P 51141-98): «... — 9T0 o00s3aTenbHBI 37MeMEHT odopmiieHus

O(QUIMAIBEHOTO TOKYMEHTa»:
Bribepure ouH OTBET:
a. PEKBU3UT JIOKYMEHTa
b. 3aroj0BoYHas YacTh JOKYMEHTa
c. pabouee 1oJie JOKYMEHTa
d. 6raHk TOKyMeHTa

Bompoc 35
Kakoii Habop nudp B kogoBoM obOo3zHaueHuH (Gopmbl fokymeHta 0720302 obo3HauvaeT
KJjacc (OpMbl TOKyMEHTA:
Bri6epuTe ouH OTBET:
a. 20
b. 07
c. 302
d. 203

Bompoc 36

Ha kakux ¢opmax npocrasisiercst KoJl GOopMbl TOKyMEHTa:
Bri6epuTe ouH OTBET:

a. Ha Bcex OnaHkax

b. Ha yHHQUIIMPOBaHHBIX (popmax

C. Ha BCEX JIOKyMEHTax

d. Ha HeyHUULIMPOBAHHBIX (hopMax

Bomnpoc 37
Kakue cioco6s1 opopmienus aatel cooTBeTcTBYIOT TpeboBanusm 'OCT P 7.0.97-2016:
.09.03.13;
. 09 mapra 2013 ;
. 09 mapta 2013 rona;
.09.03.2013 r;
. 2013-03-09;
. 2013.03.09;
.09.03.2013.

~N O Ol W



BriGepute oquH OTBET:
a.l 4,7
b.2,6,7
C. BCE BapUaHThL, KpoMe 5
d. Bce BapuaHThI, Kpome 3

Bomnpoc 38

Kaxoii 35ieMeHT perucTpalioHHOTO HOMEpPa JOKYMEHTA SIBISIETCS 00513aTeNbHbBIM:
BriGepute oquH OTBET:

a. MHACKC JIeJia 10 HOMEHKJIAType Je

b. uHGOopMarys 00 UCTIOTHUTEIIAX

c. uH(OpMaIHsI 0 KOPPECTIOHICHTE

d. mopsaKOBEII HOMEP

Bomnpoc 39

Vkaxxute BEPHOE Bricka3biBanue:

BriGepuTe oquH OTBET:

a. Ha GraHke muchMa MpoCTaBisIeTCsl OTPAaHUYUTENIbHAS OTMETKA JIJIsl peKkBU3UTa « CChUIKA
Ha PpErUCTPAllMOHHBI HOMEp W JaTy J[AOKYMEHTa» CIEOyIIUM 00pa3oM: « oT

»

b. Ceenenusi B pekBuszutre «Ccbulka Ha PETUCTPALIMOHHBIA HOMEp U JIaTy JOKYMEHTa»
MIPUCBANUBAIOTCS OpraHU3aIMei-aBTOPOM OTBETHOTO TUChMa

c. PexBusur «Ccbulka Ha J1aTy U PErMCTPALIMOHHBIA HOMEp JOKYMEHTa» 3aIllOJIHSAETCS B
MPEUMYIIECTBEHHO B MHUCbMax-0TBeTax. CBeNEHUS B PEKBU3UT MEPEHOCSTCS C MOCTYMHUBIIETO
JIOKyMEHTa

d. Yka3zanue MaHHBIX O MOCTYINHBIIEM MHUChME Ha OJIAHKE MHChMa B BHJIE OTACIHHOTO
CCBUIKM Ha PETUCTPALIMOHHBIM HOMEp M JaTy [OKyMEHTa HE HCKIIOYaeT HEOOXOAMMOCTHU
CCBhUIAThCS HA HUX B TEKCTE€ OTBETHOT'O MHUChMA: B HaUaje TEKCTA MUChMa BCET/a CJIEIyeT MUCcaTh
«Ha Bam Ne ... ot ...»

Bonpoc 40

B kakom manmexe yka3plBalOT HaMMEHOBAaHUE OpraHMU3allMM U €€ CTPYKTYpHOTO
NOZIpa3/IeJIEHUs] B PEKBU3HTE «Alpecary:

Bri6epuTe ouH OTBET:

a. B POJAUTEIHHOM

b. B UMEHUTEILHOM

C. B JJaTE€JIbHOM

d. B mpeaioxkHOM

Bormpoc 41

Ha xaxux noxkymentax HE odopmisiercst pekBU3NT «Anpecary:
Bri6epuTe ouH OTBET:

a. CIIpaBKa

b. nucemo

C. ciyke0Hast, JOKJIaiHasl U 0OBACHUTEIbHAS 3aITUCKI

d. TomKHOCTHAS UHCTPYKIUS

Bormpoc 42

Kakoii pekBu3uT opopmisieTcss HoCIeTHUM Mepe]] TeM, Kak JOKYMEHT OyJeT OTIIpaBlieH Ha
XpaHEeHue:

Bribepure ouH OTBET:

a. OTMETKa O MOCTYIUIEHUH JOKYMEHTa B OPTaHU3alIHIo

b. oTMeTKa 00 HCIIOTHUTENE

C. rpud yTBEpKICHUS

d. oTMeTKa 00 MCIIOJTHEHUH TOKYMEHTA U HalpaBJICHUH €r0 B JIEJI0



Bomnpoc 43
Kakoe opopmienne ocHoBanust 1oKyMeHTa coorBercTByeT TpeboBanusm 'OCT P 30-2003

(B ckoOKax 0003HaUYEH KIFOUEBOM TJIaroJl paCoOpSIUTEILHON YacTH IOKYMEHTA):

Bribepute ouH OTBET:

a. Ha ocHoBanuu npukaza MuHuctepcTBa oOpa3oBanusi u Hayku P® ot 15 suBaps 2013
Nel5 «O nopsnke nposenenus arrectauuu By3os» (IIPUKA3BIBATO)

b. C memo uCHOTHEHHs] MpHKa3za peKTopa 00 YKPEIUICHUH TPYHOBOM AMCLMILIMHBI
(ITPELAJIAT ALO)

c. B cBs13u ¢ HE0OX0aMMOCThIO UCTIONHUTD NTpuka3 muHuctepcTa ([IPUKA3BIBALO)

d. Bo ucnonnenune npukaza OAO «MMK» Ne 45 «O mopsiike 3akIlO4eHUs] TOTOBOPOB
(ITPEJIAT AIO)

Bomnpoc 44
OMmbnemy u ToBapHsIii 3HaKk HE Boctipon3BoasT Ha OaHKe, €clii Ha HeM MOMEIIeH (-a):
Bri6epute oauH OTBET:
a. P300S
b. OTTHCK TepOOBOI IeyaTH
c. l'ocynapctBennniii rep6 Poccuiickoit @eaepannu
d. moanuce

Bomnpoc 45
Bribepure npaBriIbHBINA BapHaHT OQOPMIICHHS TIOANMCH B PACHOPSAUTEIHHOM JIOKYMEHTE
opraHu3zaiuu (IpukKase, paciopsLKeHUH):
Bri6epure ouH OTBET:
a.
I'eHepanbHBIl  JUPEKTOP IToanuce
M.II. benskos
12.12.2013
b.
I'enepanbHBIN TUPEKTOP
000 «Kommnac» Iloamuce
M.II. bensikos
12.12.2013
C.
I'enepanbHbBIN IUPEKTOP
000 «Kommac» [Tonnuck
M.II. bensikos
d.
I'enepanbHBI AUPEKTOP IToanuce
M.II. bensikos

Bompoc 46

Ha xakom »sk3eMIuisipe J€710BOro MUCbMa, MOATOTOBICHHOM /I OTIPABKU aJipecarty,
MIPOCTABIISIFOTCS BU3bI:

Bri6epute oguH OTBET:

a. Ha MOJIJIMHHUKE, OTIPABIISIEMOM aJpecary

b. Ha KONUM, MOMEIIAEMO B JIEJI0 OpraHU3AIHH

C. Ha MUChbMaxX BHU3bI HE OOPMIISIOT

d. Ha mOANMHHUKE, OTMpaBIsIEMOM ajpecaTy, W Ha KOMHH, IOMEIIaeMOi B JAEIO
OpraHu3aluu

Bomnpoc 47

Vkaxute BapuaHT OohOpMIICHHS OTMETKH 00 ucnoiHuTene, ycranosieHHbii ['OCT P
6.30-2003:

Bri6epute oauH OTBET:

a.

Ilecmpsaxosa Onvea ' ennaovesna



Ten. 22-34-75
b.
llecmpsaxosa O.I'.
22-34-75
C.
O.I'. Ilecmpskosa
223475
d.
HUcn. I[lecmpsikosa Onvea I'ennadvesna
22-34-75

Bomnpoc 48

Kakoil pekBU3UT HCIIONIb3yeTCs AJIsl yIOCTOBEPEHMSI IEKTPOHHOIO JOKYMEHTA!
Br16epute ouH OTBET:

a. JIeKTpoHHas 1udpoBas NOANHChH

b. uAEHTUDHUKATODP INEKTPOHHON KOTIUU JOKYMEHTa

C. Koz (popMbI TOKYyMEHTa

d. perucTpannOHHBI HOMEP JOKYMEHTa

Bompoc 49

Kakomy TepMUHY COOTBETCTBYET CIIEyIOIIasl XapaKTepUCTHUKA:

3T0 BUI MUCBMEHHOTO IOKYMEHTA, B KOTOPOM (DUKCHUPYIOT pEelICHHs a IMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB yIpPaBJIEHUS, B3aUMOICHCTBUS, 0OecIieueHus U
pEryJIupOBaHUsl ICATEIIEHOCTH OPTaHOB BIIACTH, YUPESKIACHUN, NPEANPHUATHNA, OpTaHU3aIUH, X
HOJpa3/IeIeHUI U JOIKHOCTHBIX JIMLL.

Bri6epure ouH OTBET:

a. CITy’)KEOHBIN TOKYMEHT

b. opunMaNbHBIA JOKYMEHT

C. YIPABJIEHYECKUHA JOKYMEHT

d. opraHu3anoOHHO-PACIOPSIAUTENbHBIA JOKYMEHT

Bompoc 50
Y Kakoro BHUAa OPraHHU3AIMOHHO-TIPABOBOM JOKYMEHTAIlMH TpeOOBaHUS K TEKCTY

YCTaHOBJICHBI B 3aKOHO/IATEIIHHOM TIOPSIIIKE:

Bri6epute ouH OTBET:

a. MITaTHOE PacICaHne

b. TOMKHOCTHAS UHCTPYKIUS

C. ycTaB

d. MHCTPYKIIMS HOPMAaTUBHO-METOIUYECKOTO XapaKTepa

Bompoc 51
Onpenennure, K KaKOMy OPTraHHM3AI[MOHHOMY JOKYMEHTY OTHOCHTCS TIpeJIaracMblid

(dbparMeHT TeKCTa JOKYMEHTa!

1. Qupmennoe HaumeHo8aHUe U MECIMOHAXOHCOeHUe 0Oujecmaa

1.1.1lonnvim  pupmennviv  Haumenosanuem obwecmea aensiemca: Obwecmseo ¢
oepanuuenHolt omeemcmeenHocmoio «MUPy». Coxpawennoe ¢upmennoe HaumeHnosaHue
oowecmsea — 000 «MHUP».

1.2. IOpuouueckuii aopec obwecmsa: yia. Cpeouzemnomopckas, 0.1, e. Maecnumoeopck,
Yensabunckas ooa., Poccus, 455012.

Bri6epute oguH OTBET:

a. TIOJIOXKeHHUE 00 OpraHU3aAINH

b. yctaB

C. MpaBWJIa BHEITHEH TIEPEITMCKHA OpraHU3aI[uu
d. MTHCTPYKLHS IO AETONPOU3BOJICTBY



Bomnpoc 52

Cpenu  JOKalbHOW  OPraHM3alMOHHO-PACIIOPSAUTEIBHON  JOKYMEHTALUH  BBICIIHM
IOPHINIECKAM CTaTyCcOM 00JIalaeT:

Bribepute ouH OTBET:

a. OpraHU3alMOHHAS JIOKYMEHTAIIUS

b. paciopsauTenbHAS TOKYMEHTAIIHS

C. nH(MOPMAIIMOHHO-CIIPABOYHAS JOKYMECHTAIUS

d. Bce rpymnmbl opraHu3alMOHHO-PACTIOPSAUTEILHOM TOKYMEHTAIUU 00JIaIal0T OIMHAKOBO
BBICOKUM FOPUIMYECKHM CTaTyCOM

Bomnpoc 53

B kakoM psgy  Bce  NEpPEUYUCIEHHbIE  BHJABI  JOKYMEHTOB  OTHOCATCA K
OpraHU3alMOHHO-IIPAaBOBBIM:

Br16epute ouH OTBET:

a. MOJIO’)KEHHE O CTPYKTYPHOM MOAPA3ACIICHUN, JOKHOCTHASI HHCTPYKIIMS, aHATUTUYECKas
CIIpaBKa

b. nmpaBwia BHYTPEHHEro TPYAOBOTO  pacloOpsAlKa, JOKHOCTHOM — PErJIaMEHT,
aIMUHUCTPATUBHBIN PETJIaMEHT

C. YCTaB, IUTaTHOE PAaCIHUCAHUE, OTYET

d. yapenurensHbIN g0r0BOD; YKa3 [Ipesunenta PD; nHCTpyKIHS 11O 1€TOMPOU3BOJICTBY

Bompoc 54

B kakux opranuzanusx moxxet HE BecTrch kaspoBast TOKyMEeHTALIUA:

Bri6epure ouH OTBET:

a. KaJpoBas JOKYMEHTAalus BEIETCS BO BCEX OPraHU3alugax HE3aBUCHMO OT HUX
OpraHu3aIMOHHO-TIPABOBON (hOPMBI

b. B HEKOMMEPUECKHUX OpPraHU3aIHsIX

C. B Ka3€HHBIX TOCY/IaPCTBEHHBIX YUPEIKICHUIX

d. B aKITMOHEPHBIX OOIIECTBAX

Bomnpoc 55
Kakue pacnopsimurenbHble JTOKYMEHTHI M3JAIOTCS MO OINEPAaTHBHBIM BOIPOCaM M IS
OpraHHU3alUK UCTIOJIHEHUS IPYTUX PACTIOPSIUTEILHBIX JOKYMEHTOB:

BriGepure oauH OTBET:

a. IPUKa3bI

b. pemienus

C. IOCTaHOBJICHHUS

d. pacnopspxeHust

Bompoc 56

Kakue pacrnopsanTenbHble JOKYMEHTBI OTHOCSATCS K JIOKYMEHTaM, CO3/1aBacMbIM B
YCIIOBUSIX KOJUIETHATbHOCTH:

Bribepute ouH OTBET:

a. perIeHHs

b. nmpukassl

C. yKa3aHus

d. pacnopspxeHust

Bonpoc 57

KaxoMy MOHATHIO COOTBETCTBYET CIIEIYIOIIAsl XapaKTEPUCTHKA!

OTO JOKYMEHT, COJEp)KallUi TpaBWiIa MOBEACHMUS, paCHpOCTPaHAIONIMECS HA
HGOHpGI[CJICHHBIfI Kpyr Juil, HU3OaHHBIC Ha OCHOBAHUW W BO HUCIOJIHCHHUC (benepaHLHoro
3aKOHOJATEIbCTBA, O00s3aTeNbHbIC [UI1 MCIIOJIHEHUs OpraHaMU TOCyJapCTBEHHOM BIIACTH,



MECTHOTO CaMOYIIPABJICHUSA, UX JOJDKHOCTHBIMU JIMIIAMH, IOPUAMYECKUMHU JIMLAMU U
rpakJaHaMU.

BriGepute oquH OTBET:

a. HCHOPMAaTHUBHBIN IIPABOBOM aKT

b. HOpMaTHUBHBIN TPABOBOM aKT

C. IPaBOBOM aKT

d. HOpMBI TTpaBa

Bompoc 58

Kakumu cioBamMu J0OKEH HAYWHATBCS TEKCT IPUKa3a, €CIU €ro HM3JIaHWE BBI3BAHO
HEOOXO0IUMOCTBIO OCYIIECTBIICHUSI COOCTBEHHOU JIEATEIBHOCTH 110 HHUITMATHBE OPraHU3aINu:

BriGepuTe ouH OTBET:

a. «Bo ncrnomHeHwue...»

b. «B cBs3u c...»

c. «Ha ocnoBanuu...»

d. «B cooTBeTCTBHH C....»

Bompoc 59

B kakoil yacTH pacrmopsIMTEIBHOTO JOKYMEHTa HEOOXOJMMO IIOMEIIaTh IepeYeHb
JIOKYMEHTOB, YTPATHBIIKX CHJIy WM IMOJUICKAIINX M3MCHEHHIO B CBSI3U C M3JJAHUEM JIaHHOTO
aKTa:

Bri6epure ouH OTBET:

a. B TIEPBBIX IIYHKTaX pacropsAuTeIbHON YacTH

b. B KOHCTaTUPYIOIIEH YacTh

C. B KOHIIE TEKCTa

d. B T1000M ITyHKTE pacCHIOPSANTEILHON YacTH

Bonpoc 60

KakoMy MOHATHIO COOTBETCTBYET CIIEIYIOIIAsl XapaKTEePUCTUKA:

JlokyMeHTbI, 00J1a1at01I1e FOPUINUECKOM CUIION, N3/JaBaeéMble pyKOBOACTBOM OpTraHU3aIluH
U CcoJep)Kalllue YIpaBJIECHYECKHE pELIEHUs, HAIpaBJIEHHbIE Ha BBIMNOJIHEHHE TEKYLIUX U
NEPCIIEKTUBHBIX 3a/1ay:

Bri6epuTe ouH OTBET:

a. OPraHM3alMOHHO-TIPABOBBIE TOKYMEHTHI

b. TOKyMEHTBI 10 TMYHOMY COCTaBY

C. nH(OPMAIIMOHHO-CIIPAaBOYHbIE JOKYMEHTbI

d. pacniopsinuTenbHbIE JOKYMEHTBI

Bompoc 61

Kakoii 1okyMeHT siBnsieTcs: 0053aTeIbHBIM IPU TOKYMEHTUPOBAHUU TPYIOBBIX OTHOILIECHHH
MeXly paOOTHUKOM U pabOoTOIaTeNIeM:

Bribepute ouH OTBET:

a. TPyAOBasi KHIKKA

b. pexxum Tpyaa

C. IOJDKHOCTHASI HHCTPYKITHS

d. KOJIJIEKTUBHBIM JOTOBOP

Bomnpoc 62

[Ipu oTnpaBke KakoW pa3sHOBUIHOCTH MHUChMa MOYKHO OTIPAaHUYMUTHCA (HAKCUMUIIBHOM
CBSI3bIO WJIM AJIEKTPOHHOM MOYTOM 6€3 TOCBUIKM KOPPECTIOHICHTY MOATMHHUKA:

Bri6epute oauH OTBET:

a. peKJIaMHOTO NMHChMa

b. muceMma-3amnpoca



C. MUChMa-3aKa3a
d. nucpMa-HarOMUHAHUSA

Bompoc 63

Kak 1omKeH ™OCTYyNUTh WCIOJHUTENb, TOATOTOBUBIINN JEJIOBOE MHCHMO, €CIH
PYKOBOJUTEIb OT/EIA TUIAHUPOBAHUS, BU3a KOTOPOT'O HEOOXOAMMA, HAXOAUTCS B KOMaH/IUPOBKE:

Bribepure o1H OTBET:

d. )KJIAaTb BO3BpAICHUA PYKOBOAUTCIIA OTACIIA IINIAHUPOBAHUA U3 KOMaHAWUPOBKU

b. mepeaaTh NUCHbMO HA TIOJITKCH PYKOBOJUTEIO O€3 BU3BI

C. 3aBU3HMPOBATH IMUCHMO Y 3aMECTUTEIISI PYKOBOAMUTENS OT/ela TUTAHUPOBAHUS

d. 3aBU3HPOBATH MHUCHMO CAMOMY

Bomnpoc 64

YeMm nucbMo-Tipeiiokenue (opepra) OTINYACTCA OT PEKJIAMHOTO HChMa:

BriOepure oquH oTBET:

a. HaMpaBJIAETCs MPOAABIIOM MOTEHIIMAIBLHBIM MTOKYTIATEIISIM C MPEATI0KESHUEM TOBAPOB WIIH
ycIyr

b. He CBsI3BIBAET MPOJaBIla 0053aTEIBCTBOM MTPOAATH TOBAP

C. COJIEPKUT HaMEpPEHHE 3aKJIFOUUTh CAEIKY C YKa3aHHEM €€ KOHKPETHBIX YCIOBHM

d. cTumynupyeT uHTepec K TOBapy W JKeJIaHue ero MpuoopecTu

Bompoc 65

K kaxoil pa3HOBUAHOCTH MHCEM OTHOCSATCS MMUChMA, C TOMOIIBI0 KOTOPBIX MPOCST BBICTIATh
O(UITMATEHBIC CBEJICHUS WIIA JJOKYMEHTBI:

Brib6epute o OTBET:

d. MMCbMO-U3BCIICHUEC

b. muceMo-nipockOa

C. MUChMO-3aKa3

d. mucemo-3anpoc

Bonpoc 66

Opranu3zanys nojrydusa NucbMo-IpochOy CIEAYIONIEro CoepKaHus:

IIpocum Bac mnpenoctaBuTh MeECTO I NPOXOXKIACHUS NPEIAUINIOMHON IPAKTHUKU
CTyJIeHTKe 5 Kypca Oo4HOM (opmbl 00yueHus (akyibTeTa MEAarormueckoro oOpa3oBaHUs U
cepBucHbIX TexHosoruii @I'bOY BIIO «Marautoropckuii rocyapCTBEHHBI YHUBEPCUTET», 110
HanpasiieHuIo «JlokymeHToBeneHne U apxuBoBeneHue» MenseneBoil Anne AnapeeBHe c¢ 01
despans o 28 mapta 2013 1.

VYkaxute, Kakoil U3 BapuaHTOB OTBeTa OyzAeT OoJiee NpaBUIbHBIM:

Bribepure o= OTBET:

a.

Coob1aem, 4To Halla OpraHU3aIysl MPEJOCTaBUT MECTO JUI MPOXOXKAECHUS MPAKTUKU JUIS
BaIlICH CTYJICHTKHU.

b.

Ha Bame mumcemMo ot .. No ... cooOmaeM, 4TO TOTOBBI NPEIOCTABUTH MECTO IS
IPOXOXKJICHUATIPEIUIITIOMHOW TMPAaKTUKH CTYyAEHTKE 5 Kypca ouHOW (opMbl 0O0yueHHs
dakynpTeTa IMENarorndeckoro ooOpa3oBaHus UM cepBUCHBIX TexHojorun OI'BOY BIIO
«MarHuToropckuii rocy1apCTBEHHbIN YHUBEPCUTET», 110 HANpaBIeHUIO «/[oOKyMeHTOBeneHHE U
apxuBoBenieHne» MenseneBoit Aune Anzapeesne ¢ 01 ¢espans mo 28 mapra 2013 1.

C.

CooOmraem, 4YTO  Halmla  OpraHu3anuss TOTOBa  MPENOCTaBUTh  MECTO  JUIsS
NPOXOXKJICHUANIPEIUITIOMHON MPAaKTUKH CTyJAE€HTKE 5 Kypca O4HOH (opMbl 0O0ydeHus
dakynpTeTa IENarornyeckoro oOpa3zoBaHus W cepBUCHBIX TexHojorun OI'BOY BIIO
«MarHuToropckuii roCcy1apCTBEHHbI YHUBEPCUTET», 110 HAPaBIEHUIO «/[oKyMeHTOBeneHNE U
apxuBoBeeHne» MenseneBori Aune AnnpeeBne ¢ 01 despans mo 28 mapta 2013 1.

d.

VYBaxxaemble Koyuieru!



Nudpopmupyem Bac o Tom, 4TO MBI pajgbl IpPEJOCTaBUTh MECTO Ul IMPOXOXKICHHS
NpeIMIUIOMHON NpakTUKK Bamieii ctyaentke MezaseneBoit AHHe AHIpeeBHE B 0003HAUEHHBIE
Bamu cpoxku.

Bomnpoc 67

VYxkaxure HanOoJee «KEeCTKUID U HEYyMECTHBIN BapHaHT OTKAa3a:

Bribepure oquH oTBET:

a. B cBs3u ¢ ... Bame npeayioxkeHne He MOXKET ObITh IPUHSTO

b. B cBsi3u ¢ ... Balle npeiokeHue HaMu He IPUHUMAETCS

c. B cBs3M C... IenapTaMeHT He MOKET COIVIACUTHCS C BAllIUM MPEUI0KEHUEM
d. IlpuHATH Bale npeioKeHne He IPeACTaBIsIeTCs BO3SMOXKHBIM B CBA3H C ...

Bomnpoc 68

VYkaxwure, Kakasi U3 STUKETHBIX 3aKIIIOYUTEIbHBIX (pa3 OyAeT YMECTHOM B TEKCTE JI€TIOBOTO
HUChMA:

Br16epute oiuH OTBET:

a. HageeMmcs Ha anmuTenbHOE II0IOTBOPHOE COTPYIHUUYECTBO

b. K coxaneHuro, Mpl TO3JHO TOJXYYHJIH Balle MPEUIOKEHHE M HE CMOTIH MM
BOCII0JIb30BaThCSI

c. Ouens pajasl okazate Bam yciyry

d. K cuacTtbto, Hamu onaceHus 00 0CTaHOBKE ITOCTAaBOK 000PYA0BaHMsI HE MOATBEPAUIIUCH

Bomnpoc 69

Kaxkue nucbema siBISIIOTCS MHOTOACTIEKTHBIMHU:

Brib6epute o OTBET:

a. MIUChbMA, COCTOSIIINE U3 TPEX WM YETHIPEX CMBICIOBBIX YacTei (BCTYIJICHHE, OCHOBHAS
4acTh, 3aKJIF0OUEHUE, IPEAYIPEKICHIE WU 3aKII0YUTEIbHBIE STHKETHBIE ()OPMYJIbI)

b. nmrckMa, OCBSIIIIEHHBIC HECKOJIBEKUM BOIIPOCaM

C. KOMIUIEKC ITUCEM, SIBIISIFOIIMXCS PE3YJITaTOM NEPENUCKH IETOBBIX TAPTHEPOB 110 OAHOMY
WJIM HECKOJIBKUM BOIIPOCaM

d. mucebMa, aBTOpaMU KOTOPBIX SIBISIOTCS HECKOJIBKO JHUI[, KaXKJI0€ M3 KOTOPBIX
BBICKA3bIBAET CBOIO TOUKY 3PEHHS HA OTPAXKEHHBIN B TUCHME BOIPOC.

Bompoc 70

W3 kakuX KOMITO3UITUOHHBIX YacTel COCTOUT NMPUBEACHHBIN HIKE TEKCT MUChMa:

B coorBercTBUM ¢ pacnopsibkeHreMm @DenepalbHOTO  yOpaBIeHUS IO  JejiaM O
HecocTosATeNbHOCTH (OaHkpoTcTBe) OT 19 okTs0ps 2004 1. No 75-P nampaBisiem Bam akthl ¢
KOMIUIEKTaMH JIOKYMEHTOB TIO TIPESAITPUATHSIM:

1. BocTpskoBckuit MsiconepepadaTbIBalONnii KOMOUHAT;

2. ®abpuka aeTckoi urpymku Ne 3.

Bri6epute ouH OTBET:

a. BBeJeH1Ee 000CHOBAaHNE

b. BBeieHUE, 3aKIIOUCHUE

¢. 000CHOBaHME, 3aKJIFOYCHHUE

d. BBemeHne, 000CHOBaHUE, 3aKIIIOUCHUE

Bomnpoc 71

Kakoii knaccupukalnoHHbIN IpU3HAK TOJI0KEH B OCHOBY JIEJICHUS JIEJIOBO MEPENUCKU Ha
oUIMaNbHYIO U TUYHYIO:

Bribepute ouH OTBET:

a. 110 Ha3HAYECHHUIO

b. mo MecTy HaXOXACHUS aapeca

C. IO TOJIO’KEHHIO B CUCTEME JIOKYyMEHT0000poTa

d. Mo monoXeHuo B HepapXuu yrnpaBiIeHHUs

Bonpoc 72



Kakwue nmucpMa MmoAmuChIBAIOTCS IBYMS JIUIIAMHU — PYKOBOJIUTEIIEM OPTaHU3AIMH U TJIABHBIM
Oyxrajirepom:

BriGepute oquH OTBET:

a. MICHhMa-3aMpOoCkl

b. rapaHTUHHBIC TUCHMA

C. COPOBOIUTEIHHBIC TUChMA

d. pekiamHbIe THChbMa

Bomnpoc 73

Ha xaxom u3 mH(pOpPMaLMOHHO-CIIPABOYHBIX JTOKYMEHTOB MOET OBITh O(OpMIIEH TpH]
YTBEPXKICHUS:

Br16epute ouH OTBET:

a. CIIUCOK

b. cpaBka

C. aKT

d. cmyxeOHas 3amucka

Bomnpoc 74

Kakas pa3HOBUIHOCTH 3amucok oopmiisseTcs Ha OaHKe OpraHU3allu:
Bri6epure ouH OTBET:

a. 00bsSICHUTEJIbHAS 3aMHCKa

b. BHEITHSS JOKJIAHAS 3aITHCKa

C. cimy>keOHasl 3amcKa

d. BHyTpEHHSIS TOKJIaHAs 3aIUCcKa

Bomnpoc 75

Kakoii Buj 3aniucku 00s3aTeIbHO PETUCTPUPYETCS:
Bri6epure ouH OTBET:

a. BHEILIHAA JOKJIaHas 3aIUCcKa

b. BHyTpeHHSISI JOKJIaTHAs 3aIHCKa

. 00BsICHUTENbHAS 3aIHCKa

d. cimy>keOHas 3amucka

Bompoc 76

Ha kakue pa3HOBUAHOCTU JENATCS JOKJIAJHBIE 3allUCKU 10 XapakTepy COAEp)KaHUs U
Ha3HAYCHUS:

Bribepure o= OTBET:

a. BHyTPEHHHE U BHEUTHHE

b. opunmanbHbIE U TNYHbIE

C. Pa3bsSICHUTENILHBIC U ONPaB/aTEIbHbIC

d. vHHIHATHUBHBIC, UH)OPMAIIMOHHBIC U OTYECTHBIC

Bomnpoc 77

Kakoii pa3HOBHIHOCTH JAOKJIAIHBIX 3alMHCOK COOTBETCTBYET CIIEAYIOIIAs XapaKTePUCTHUKA:
«OTH JOKJIaJHBIC 3alUCKU WHGOPMHUPYIOT O 3aBEpIICHUH Pa0OThI, €€ dTara, BBIIOJIHCHUU
yKa3aHUH, pPaCIOPSHKEHUH U T.IL.».

BriOepute o1MH OTBET:

a. nHGOpMaITMOHHAS

b. HOsSICHUTENbHBIC

C. OTYETHBIE

d. MHUITHATHBHEIE

Bomnpoc 78

Kakast pa3HOBUIHOCTD 3aITUCOK HE COAEPIKUT BHIBOJIOB H MTPEIOKECHUI:
Bribepure ouH OTBET:

a. THULMATUBHAS JOKJIaHas 3aIiCcKa



b. 00OBsICHUTENIBFHAS 3aIICKA
C. JIMYHAs 3aIucKa
d. cimyxeOHas 3amucka

Bomnpoc 79

Kakomy Buay nH(pOpPMAIMOHHO-CIIPABOYHONW TOKYMEHTAIIUM COOTBETCTBYET CIEAYIOIIEE
omnpezeneHue: «I9T0 (opmMa BHYTpEHHEH [€J0BOM MEPENUCKH MEXKAY MOoJapa3AeieHUsIMU
OpTaHHU3AIH WU JIOJDKHOCTHBIMY JIUI[AMU, HE HAXOSIIUMUCS B TIPSIMOM TTOTYUHEHHI.

Bri6epute oauH OTBET:

a. TOKJIQJHAs 3aIluCKa

b. ciy>xeOHast 3amucka

C. OT3bIB

d. akr.

Bomnpoc 80

Kakomy Buay nH(pOpPMAIMOHHO-CIIPABOYHOW TOKYMEHTAIUM COOTBETCTBYET CIEAYIOIIEE
onpezeneHue: «I3T0 JOKYMEHT, COCTAaBICHHBIA Ui MOATBEPXKACHUS YCTAaHOBIEHHBIX (haKTOB,
COOBITHI, NECHCTBHIN.

Brib6epute ouH OTBET:

a. aKT

b. mpoToko

C. MUCHMO-TIOITBEPKICHHE

d. cripaBka

Bomnpoc 81

Kakomy Buay uHGOpMAIMOHHO-CIIPABOYHON JTOKYMEHTAlIUU COOTBETCTBYET CJIECAYIOIIEE
omnpezeneHue: «ITO JOKYMEHT, COJEpKallhil MepeurciIeHHe JHIl, MPEeaIMEeTOB, OOBEKTOB B
OTIPEICIICHHOM IOPSIJIKE, COCTABIICHHBIN B IEJISIX NH)OPMUPOBAHUS UITH PETUCTPALTHI.

Bri6epuTe ouH OTBET:

a. IepeveHb

b. cripaBka

C. CBOJKA

d. ciucok

Bomnpoc 82

Kakomy Buay MHQOpPMAIMOHHO-CIIPABOYHON JOKYMEHTAllMM COOTBETCTBYET CIIEAYIOLIUI
TEKCT:

Dedepanvroe ynpagienue no 0eiam o HecoCmoameIbHocmu (6aHKpomcmee) Ha OCHOBAHUU
npeocmasnennvix T ye)gmbmcxww yemenmuvim 3a6000m (Openbypeckas obnacms, noc. Ty2ypivik,
ya. Lenmpanvnas, 0.1) Ooxymenmos Oyxeanmepckou OMYEMHOCMU NO COCMOSHUIO HA

30.04.2013:

- oyxeanmepckuil banauc (hopma 1);
- omyem o npuoObLLIAX U yovimkax (ghopma 2)

U NPOBEOEHHO20 AHAIU3A (UHAHCOBO20 COCMOSHUSL NPEONpUsmus, YCMAHOBUNO, YMO
O0aHHOe npeonpusimue A6Aemcs HeniameHcecnoCOOHLIM U UMEOWUM HEYOO08IeMBOPUMETbHYIO
cmpykmypy oanauca (npeonpusmuem-00aHCHUKOM).

OcHosanue:

K03 puyuenm mexywel 1uKeuOHocmu no banraucy npeonpusmusn =18%,

K03 puyuenm obecneueHHOCMU COOCMBEHHBIMU 0DOPOMHBIMU CPeOCmEaMu No OALAHCY
npeonpusamus = 8%;

K03 puyuenm 6occmarnosienus no banaucy npeonpusmus =10%.

Pykosooumens Cmenanos 1]
Cmenanos



Bribepure ouH OTBET:
a. CIpaBKa

b. 3akioueHue

C. OT3bIB

d. cBoaka

Bompoc 83

Kakum mokyMeHTOM HE0O0X0auMO O(GOPMHUTH pe3yibTaThl PEBH3UU OTJENA IPOJIAK
OpTaHH3aIIH:

BriOepuTe o11H OTBET:

a. CIIpaBKOM

b. akToM

¢. ”HQOPMAIIMOHHBIM MUCEMOM

d. cBOIKOH.

Bomnpoc 84

KakoBO MUHUMAaJIBHOE KOJUYECTBO JIUII, TIOIMTUCHIBAIOIINX aAKT:
Brib6epute ouH OTBET:

a. O/IUH

b. Tpu

C. IBa

d. geTsipe.

Bomnpoc 85

Ha xakux paboraukoB HE 3aBogutcs nuuHast kapTouka:
Bribepure ouH OTBET:

a. Ha paOOTHHUKOB, IPUHSATHIX Ha MOCTOSHHYIO paboOTy

b. 3aBoAUTCS HA BceX PAOOTHUKOB NMPENNpUATHS 0€3 UCKITIOUEHUS
C. Ha paOOTHUKOB, IPUHATHIX HA BPEMEHHYIO paboTy

d. Ha paOOTHUKOB, MPUHATHIX HA PAOOTY 110 COBMECTUTENILCTBY

Bonpoc 86

[Iponomxkure onpenenenue: Gopmysip-odpaser — 3To ...

Bri6epute ouH OTBET:

a. HabOp pEKBU3HTOB, HWICHTU(DUIMPYIOMUX aBTOpa OQPUIMATHLHOTO MHUCHMEHHOTO
JIOKyYMEHTa

b. Mozenb MOCTPOEHUs JOKYMEHTa, yCTaHaBIMBAroUasi 00JacTh MPUMEHEHUs, (pOpMaThl,
pa3Mepsl noJieil, TpeboBaHus K TOCTPOCHUIO KOHCTPYKIIHOHHOM CETKU U OCHOBHBIE PEKBU3HUTHI

C. HabOp pPEKBU3UTOB O(MUIMAIBHOTO MHCHMEHHOTO JTOKYMEHTA, PACIOJOKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEIbHOCTH

d. TumoBas Monenb, colepikaliass COBOKYIHOCTb  OOSI3aTENbHBIX  PEKBU3UTOB,
CBOMCTBEHHBIX JOKYMEHTaM YHHU(DHIIMPOBAHHOW CHCTEMBI OpPTraHU3allMOHHO-PACTIOPSAUTEIHLHON
JIOKYMEHTAIlMU ¥ PacOI0KEHHBIX OIpe/IeJICHHBIM 00Pa30M.

Bomnpoc 87

Kakoii pekBU3UT, pacroyoKeHHBIH BBIIIE TEKCTA, OTHOCUTCS K 3aroJIOBOYHOM YacTu:
Bribepute ofuH OTBET:

a. rpu¢ yTBEpKICHUS

b. cChUIKa Ha PErHCTPAMOHHBIN HOMEpP U JaTy TOKYMEHTa

C. pE30JIIOLUS

d. oTMeTKa 0 KOHTpoJIe.

Bomnpoc 88
Ha kakux Onankax pacronaraercst ['ocymapctBennblii rep0 Poccuiickoit ®@enepanuu B
OJIHOLIBETHOM BapHaHTeE:



BriGepute oquH OTBET:

a. pemiennii BepxoBHoro Cyna Poccuiickoit @enepanuun

b. MeXBeTOMCTBEHHOW KOMUCCHU TI0 3aIUTE TOCYIapPCTBEHHON TalHbI

C. IMIUIOMATHYECKUX MPEICTABUTENLCTB, KOHCYJIbCKHX YUPEXKICHUN U HHBIX O(DUIINATHHBIX
npeacrtaBuTenbCTB Poccuiickoit denepanuu 3a npegenamu Poccuiickoit denepannu

d. Anmunuctparuu Ipesunenta Poccutickoit @enepamnum.

Bomnpoc 89

B kaxoif TokyMeHTaluu 3aKpeIuieH0 COKpPAIleHHOe HAUMEHOBAaHUE OPTraHU3alluU:
Br16epute ouH OTBET:

a. OpraHu3aluoOHHON

b. pacopsANTENHHOIM

C. yUpEIUTEIIbHON

d. naOpMAIMOHHO-CITPABOYHON

Bompoc 90

Kakmne pekBU3UTHI COCTABISIIOT CHPaBOYHYIO HHGOpMAIUi0 00 OpraHu3aluu-aBTope
JIOKYMEHTA:

BriGepuTe oquH OTBET:

a. KOJl OpraHu3alliy, CIIPABOYHbBIC JJAHHBIC 00 OpraHu3anuu, Ko (OpMBI TOKyMEHTa

b. HaMMEHOBaHHWE BHIIECTOSAIICH Opranu3amuu, koa opranuszauu, OI'PH, MTHH/KIIIT

C. CIIpaBOYHBIC JaHHBIC 00 opranm3anuu, ko opranmzamuu, OI'PH, MTHH/KITIIT

d. HaMMEHOBaHME BBIIIESCTOSIICH OpraHU3alliy, CIIPABOYHBIE TaHHBIC 00 OpraHu3aIiH, KOJI
OpTraHu3aIuy, KOJ GOpPMBI JOKYMEHTA.

Bompoc 91

Ha Gnankax kakux nokymenToB HE yka3biBaeTcss HauMeHOBaHUE BU/1A IOKYMEHTA!
Bri6epure ouH OTBET:

a. CIy’ke0HOro nM1uchbMa

b. 10KHOCTHOM HHCTPYKLIUU

C. CIIPaBKH

d. cimy>keOHOM 3amucKu

Bompoc 92

Kakum okymMeHTOM Heo0XxoauMo ohOpMUTh BO M30€kaHUEe HapyIIeHUs: HopM TpynoBoro
KOJIeKCa NMHUCHhMEHHOE HAIlOMHUHAHWE O HEOOXOIMWMOCTH SIBUTHCS IUIS TIONyYEHHs TPYyIOBOU
KHUKKH YBOJICHHOMY Pa0OTHUKY, HE MOJIyYUBIIEMY €€:

Bri6epuTe ouH OTBET:

a. (hakcorpamma

b. SMS-coobuieHue

C. JJIEKTPOHHOE COOOIIeHNE

d. 3aka3zHoe nmucpMo.

Bomnpoc 93

Kakoii pa3HOBHIHOCTM TMHChbMa COOTBETCTBYET ClEAyIomiasl s3bIKOBas Qopmya:
«[IpencraBisito Ha yTBEpKICHUE MTPOESKT TUIAHA...)»:

BriOepute o1MH OTBET:

a. COTPOBOIMTENBHOE MTUCHMO

b. mpockba

c. opepra (IpeasIoKeHHE)

d. mpencrasieHue

PA3JIEJI 3

IIpakTnyeckoe 3axanue 1 (3 pazaen)



Tema 1.

OnummTe CTPYKTYpY HOOKYMEHTaJIbHOrO (hOHOA OpraHu3alMd WM OJHOTO U3
CTPYKTYPHBIX MOApA3ACICHUI opranu3aiy Bamel 6a3pl TpakTUKH.

1.1. W3yunte NOKyMEHTaNbHBIA (DOHI OJHOTO U3 CTPYKTYPHBIX MOJpa3/eIeHUi
OpeAnpusaTHs WIM opraHusanuu Bameidl 6a3bl npakTuku. Bbl MoXeTe BOCHOIBb30BaThCS
HOMEHKJIATypOU JeJ1 IMOAPA3ACIICHHs WA CBOJHOW HOMEHKIIATYPOU J1€]1 OpraHu3alyi.

1.2. BeimonHuTe kiaccuukanuo JOKYMEHTOB B COOTBETCTBHUH C BBIIIOJIHAEMON UMU
yIpaBIeHYECKON QyHKIUEH.

1.3. CootHecutre BblICIIEHHBIE BaMy TIpynmbsl  JOKYMEHTOB C OCHOBHBIMU
(YHKIMOHATIBHBIMHU CUCTEMaMH JIOKYMEHTOB, HCIIOJIb3yeMbIMH B Poccuiickoit denepannu.

14. CocraBpTe cXeMy JOKYMEHTAJIBHOTO (POHIA.

Tect k pa3zneay 3.1

Bormpoc 1

[IpomomkuTe onpeneneHue: CucTemMa JOKyMEHTAIUH — 3TO. ..

Bribepure ouH OTBET:

a. COBOKYITHOCTH JIOKyMEHTOB, CBSI3aHHBIX IPOLEAYPOH MPUHATHS YIPaBICHYCCKOTO
pemeHus

b. COBOKYNMHOCTh JOKYMEHTOB, B3aWMOCBSI3aHHBIX I10JI MPH3HAKAM TMPOUCXOXKICHHUS,
HA3HAYCHWMS, BHJIA, CPEPBI ISATEIBHOCTH, SIUHBIX TPEOOBAHUN K 0(OPMIICHHIO

C. IOKYMEHTBhI U MAaCCHBBI JOKYMEHTOB B WH(OPMAIIMOHHBIX CUCTEMAX, YIOPSIOYCHHBIC
ornpeaenéHHbIM 00pa3oM

d. pa3HOpOIHBIE 1O CBOEMY MPOUCXOXKICHHIO, pa3HOOOpa3HbIE MO BUIOBOMY COCTaBY
JIOKYMEHTBI, 00pa30BaBIIMECS B TPOIIECCE NEATEILHOCTH OTACITBHOTO (PU3MUYECKOTO JINIA

Bomnpoc 2

VYnpasnenueckast pyHKIHS, peaar3yemMas C TOMOIIBIO KaIPOBBIX IOKYMEHTOB

BriOepure o1H OTBET:

a. OpraHM3alUH IEATEILHOCTH TPEATIPHITUS

b. KOHTPOJIb IEATEILHOCTH MPEAIPUITHUS

C. yIpaBJICHUE TIEPCOHATIOM TIPEIAPUSTHS

d. IulaHupoBaHMe AEATEIBHOCTH MPEANIPHUITUS

Bompoc 3

K opranuzaiimoHHBIM TOKyMEHTaM MPEINPUATUS OTHOCATCS BUJbI JOKYMEHTOB:

Bri6epuTe ouH OTBET:

a. pacropsikeHue

b. TeXHHUYECKHE YyCIIOBUS

C. IOJDKHOCTHAs! MHCTPYKIUS

d. akT

Bomnpoc 4

K nHpOopMannoHHO-CIIPaBOYHBIM JJOKYMEHTaM OTHOCSTCS:

Bribepure o= OTBET:

a. IpHKa3

b. yctaB

C. OOBSICHUTENbHAS 3aIHCKa

d. mocranoBnenue

Bomnpoc 5

OcHoBHas KjaccH(UKAIMOHHAS eAMHUIAa B (YHKIMOHAJIBHOW KiaccU(UKALUU

JOKYMEHTOB

Bribepute ouH OTBET:

a. TIOJUTMHHUK JOKYMEHTa

b. BUJ TOKyMEHTa

C. JIeIo

d. nybnmukaT 1oKyMeHTa

Bomnpoc 6

QOyHKIMOHANbHAS KJIACCU(PUKAIMS JOKYMEHTOB OCYIIECTBIACTCS 10 CJEIyIoIeMy
OCHOBaHHIO



BriGepute oquH OTBET:

a. nH(pOpPMAIMOHHAS COCTABIIAIONIAS TOKYMEHTa

b. BpeMs osIBIICHUSI JOKYMEHTa

c. croco0 3akperuieHust nHpopMaluy Ha MaTepUaIbHOM HOCUTENE

d. Bua MaTepuaibHOr0 HOCUTENS JOKYMEHTA

Bomnpoc 7

VKaxxure BUJ JOKYMEHTA, BbIIEIAEMBbIN 110 (PYHKIMH yIIpaBICHUS

Bri6epute ouH OTBET:

a. aHKeTa

b. oTuér

C. 10Cbe

d. aeKTPOHHBII TOKYMEHT

Bomnpoc 8

C oMo OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB DPEaJH3yeTcsl yIpaBieHYECKas
byHKIHS

Bri6epute ouH OTBET:

a. HOpPMaTUBHO-METOIUYECKOr0 00ecreueHus yIpaBiIeHUs IPeANpUsITHEM

b. KOHTPOJIS IEATEIEHOCTHU TPEATIPHITUS

C. PEryJIUPOBaHUS JAESITEIbHOCTU IPEANPUATHS

d. opranuzanuu qesITeIbHOCTH MPEIIPUSTHS

IIpakTuyeckoe 3axanue 2 (3 pazaen)

Tema 2. OnummMre TOKyMEHTaJIbHBIH (DOHJ OpraHM3alUU UM OJHOIO U3 CTPYKTYPHBIX
noJipasz/iesieHui oprannzanny Bameil 0a3bl IpaKTUKK B aClIEKTe YHU(PUKALUU

2.1. Onpepenure W NEpeyUCIUTE, Kakue  YHU(DUUUPOBAHHBIE  CHUCTEMBI
nokymenTanuu(Y CJl) ucnonb3yet Bara 60a3a npakTuk.

2.2. M3yunte NOKYMEHTBHI CUCTEMbl OPraHU3aLMIOHHO-PACHOPSAUTENBHON AOKYMEHTAMH
(OP/1), ucrionb3yemble 0a30i MPAKTUK, U MPUBEAUTE IPUMEPHI JOKYMEHTOB, U3TOTOBJIEHHBIX C
UCIMOJIb30BaHUEM YHUDUIIMPOBaHHBIX (popM nokymeHTOB (Y D/I), onpenenute Koabl 3TUX HopMm
o ObmepoccuiickoMy kiaccupukaTopy ynpasiendeckoi gokymenTaruu (OKY ).

2.3. OcyuiecTBUTE aHaIM3 5 AOKyMEeHTOB Bameil 6a3bl MpakTUKKU U MPUBEAUTE MPUMEPHI
M3TOTOBJICHUSI IOKYMEHTOB C HCIIOIb30BaHUEM

- pa3HbIX YHU(DUIIUPOBaHHBIX (opMaToB Oymart,

- pa3HbIX BUJOB OJaHKa JTOKyMEHTa,

- pa3HbIX (hOpM YHUDHUKAIMH TEKCTa,

- TOHATUIHON YHU(DUKAIIMU WU YHU(DUKAIIMA TEPMUHOIOTHH.

2.4. VYxaxute uenecooOpasHOCTh NpoBeAEHHOW yHU(HKanmuu. CrenaidTe CCbUIKY Ha
CTaH/apTBhl.

2.5. Ha ocHOBe M3y4YeHHBIX IOKyMEHTOB cocTaBbTe (hparmeHT Tabens (popM TOKYMEHTOB
OpraHH3aIiHy.

B npoexte nHoBoit 'CZIOY npemaraercst npumepHast popma tabens

Tabnuna
Dopma mabens YDJ[

< < = o = 3] S |z < < ) =
= - B ) = = 8 L Q 2 = I~ =
= ol g a2 8 S Z|E O 3 A E S
=) ) = o | S Tz 9 = % = < = &
E2|cAdZ|EEs|lg2Eg|EasleggyEcE]| E &2 | §| X658 | &S
O > |¥ o >S5 32 & 5 SIS EH o EH = 8K o) Ho |5
SE|ITSEFE |22 |8 ElF sl&s || & |F|FgT| &
= = £ = S @) = | S A s = > = ~
1 2 3 4 5 6 7 8 9 10 11 12

Tect nmo pazaeay 3.2

Bompoc 1

OO6pa3upl yHUPHUIUPOBAHHBIX (OPM JTOKYMEHTOB, pa3pelieHHBIX K IPUMEHEHHI0 B
OpraHMu3alH, CUCTEMAaTU3UPOBAHBI B CIEAYIOLIEM TIOKYMEHTE:

BriGepute omuH OTBET:

a. IEpEeYEHb TUIIOBBIX YIPABIEHYECKUX JOKYMEHTOB NPEANPUATUS



b. anbOoM yHHGUTIUPOBAHHBIX (POPM JOKYMEHTOB MPEITPUSATHUS

c. Tabenb YHUPHUIUPOBAHHBIX (HOPM JOKYMEHTOB MPEIIPUATHS

d. HoOMeHKnaTypa Jies NpeanpUsITHS

Bompoc 2

Komnozunus nucema — 3710. ..

Bribepure ouH OTBET:

a. PacIoyIo’KeHHE PEKBU3UTOB IIMCbMa U 3JIEMEHTOB TEKCTa Ha OJaHKe

b. mocnenoBaTeIbHOCTh PACIIONIOKEHHS MIPEIOKEHUH B TEKCTE TIOKyMEHTa

C. «sI3bIKOBas opMyia» MUcbMa

d. mocnenoBaTeIbHOCTh B3aWMOCBA3AHHBIX CMBICIOBBIX 4YacTed, OOBEIMHEHHBIX
€/IMHCTBOM TEMBI

Bompoc 3

I'OCT P 6.30-2003 «TpebGoBanusi K 0pOPMIICHUIO TOKYMEHTOB. ..» PETYIHPYET

Bribepure oauH OTBET:

a. MpoeKTHpoBaHue ciayxonl JJOY

b. ohopmieHre peKBU3UTOB JOKYMEHTOB

C. OPraHU3aLUIO JOKYMEHTO000POTa B yUPEKAECHUU

d. ynmpaBneHue TOKyMEHTaMU

Bomnpoc 4

bilank nokymeHTa — 3710...

Bribepure ouH OTBET:

a. Habop PEKBU3UTOB, HICHTU(DUIIUPYIOMNX aBTOpa OPUIHATILHOTO TOKyMEHTA

b. TOKyMeHT, oTIIe4aTaHHbIi B TUIIOrpaduu

c. HaOpaHHBII HAa KOMITBIOTEPE THIIOBOM JJOKYMEHT

d. TOKyMEHT C OBTOPSIIOIIUMCS TEKCTOM

Bomnpoc 5

Metoa coBepILIEHCTBOBAHUS IOKYMEHTOB U CUCTEM JOKYMEHTALUU

Bribepure ouH OTBET:

a. CTaHJapTU3aLUsL

b. MmonenupoBanue

c. uHopmaruzanus

d. cuctemHbIN aHATU3

Bompoc 6

VYuu¢unuposanHas popmMa JOKyMeHTa — 3TO

Bribepure ouH OTBET:

a. IOKYMEHT, CO3JJaHHBII C IPUMEHEHUEM KOMIIBIOTEPHON TEXHUKU

b. hopMbI EpBUYHBIX YUETHBIX JOKYMEHTOB M0 YUETY TPYAa U €ro OIiaThl

C. COBOKYITHOCTh PEKBHU3HUTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PEUIAEMBIMH B JAHHOM
chepe [MeATENBHOCTH 3a7adyaMd M 3a(UKCUPOBAaHHBIMH B ONPEACICHHOM IOpSAJKE Ha
MaTepraIbHOM HOCHUTETIE

d. TOKyMEeHT, UMEIOIINI TUIIOBOE COJIepKaHue U 0pOopMIICHHE

Bomnpoc 7

IlocranoBnenunem IlpaBurenscrBa Poccuiickoii @eneparuu ot 08.07.1997 Ne 835 «O
MIEPBUYHBIX YUETHBIX JJOKYMEHTaX» YTBEPKIACTCS

Bribepure o1H OTBET:

a. Tabesib YHU(PUIIMPOBAHHBIX POPM TOKYMEHTOB

b. TepMuHOIOTHS B 007aCTH 1€TONPOU3BOJICTBA U APXUBHOT'O JIeN1a

C. aTbOOM 1O Y4€TYy TpyJla M €r0 OILIAThI

d. MTHCTPYKLIUS 1O 3aT0JHEHUIO TPYIOBBIX KHUKEK

Bomnpoc 8

CBoiicTBO  oUUMANTBHOTO  JOKYMEHTa,  cooOIlaeMoe €My  JCHCTBYIOIIUM
3aKOHOJATEIbCTBOM, KOMIIETEHIIMEW H3JAIOLIEr0 €ro opraHa M YCTaHOBJIEHHBIM HOPSIKOM
oopmieHus - 3To

Bri6epute o11H OTBET:

a. KOH(pUIEHITUATBHOCTh

b. ropuandeckas cuia



C. ayTEHTHYHOCTh

d. monHoTA

Bomnpoc 9

Knaccuukanuss [OKyMEHTOB Ha HWHAMBHIYyaJbHBIC, TpadapeTHble, NpUMEpPHbIC
OCYIIECTBIISICTCSI IO CICIYIOIIEMY OCHOBAaHHIO

Bribepure ouH OTBET:

a. CTETICHb CII0)KHOCTH

b. crenenp yHu(pUKATUHN

C. CTETIEHb TOYHOCTH

d. creneHb OTKPHITOCTH

Bomnpoc 10

JleaTenbHOCTh 10 YCTAHOBJICHUIO W IIHPOKOMY MHOTOKPATHOMY HCIIOJIb30BAHUIO
TpeOOBaHUH, HOPM, MPABWJI U XapaKTEPHCTUK, KaK OOA3aTEIBHBIX IS BBINOJHECHUS, TaK U
PEKOMEH/IYEeMbIX, B IIENAX JOCTH)KEHHUS ONTHUMAJIbHOW CTETEHU YHOPSJA0YEHHOCTH B TOW WIIH
MHOM 00nacTu

Bribepure ouH OTBET:

a. yHUpUKAIHA

b. cucremaTu3zanus

C. CTaHIAPTU3AIUS

d. rapmonm3aus

IIpakTnueckoe 3aganue 3.3

3.1. Kparko onummre, HUCHONIB3YsS CXEMY, KOMIUIEKCHI JOKYMEHTOB, B KOTOpBIC
00BEIMHAIOTCSL JOKYMEHTHBIE pecypchl Baiero nHacenéHHoro nyHkta, Bamiero mpennpustus,
Baim nmuaHbIe TOKYMEHTHBIE pecypcehl nin Bameit cembu.

3.2. Ilepeuucinure aapeca M Ha3BaHMsI DIJIEKTPOHHBIX OMOIMOTEK, KOTOpble Bbl
ucrions3yere. HazoBure 1enp Bamrero oOpameHus K 311€KTpOHHBIM OMOIHOTEKaM.

Tect k pa3zneay 3.3

Bompoc 1

K «nepBUYHBIM KOMILJIEKCAM TOKYMEHTOBY» MPEANPUATHS OTHOCUTCS

Bri6epute ouH OTBET:

a. TOCYJapCTBEHHAs CUCTEMA CTaTUCTUKH

b. TokyMeHTanbHBIN HOHA MPEeATPUATHS

C. COOPHUK HOPMAaTHUBHBIX JIOKYMEHTOB MPEIIPUATHS

d. apxuBHasE KOJICKIIUS

Bompoc 2

[IepconasibHBIE CBEIEHHUSI O TPaXKAaHaX SBIISIOTCA

Bribepure ouH OTBET:

a. KoH(UIeHMaNbHON HHPOpMaIei

b. napopmanueit, OTHECEHHON K KOMMEpUECKOH TaiiHe

c. nH(opmanuen OTKPHITOro JOCTyna

d. uadpopmarmeit, oTHECEHHOM K rocy1apCTBEHHOM TaliHe

Bomnpoc 3

JloKyMeHTaNbHbIH (HOHT - 3TO

Bri6epute o1H OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, 00pa3yloluxcs B ACATEIbHOCTH HOPUIAMYECKOTO HITH
¢bu3nYecKoro auIa 3a roj

b. TOKYMEHTbI OpraHU3allly, BbIACTICHHbIE K YHUUTOXKEHHUIO

C. TOKYMEHTbI OpraHu3alliy, OATOTOBJIEHHBIE K C/Jau€ B FOCYAapCTBEHHBIN apXuB

d. JOKyMeHThI, BKIIOYEHHbIE B Tabenb YHUQUIUPOBAHHBIX (OPM JTOKYMEHTOB
OpraHu3aIuu

Bomnpoc 4

COBOKYMHOCTh B3aMMOCBSI3aHHBIX U CTPYKTYPHUPOBAHHBIX JIaHHBIX Ha MAITMHOYUTAEMbBIX
HOCHUTEIISIX, 00pabOoTKa, MOUCK M XpaHEHHE KOTOPBIX OCYLIECTBISETCA ¢ moMolbio DBM, 310

BriGepute onuH OTBET:



a. AJIEKTPOHHBIE 0a3bl JaHHBIX

b. aneKTpoHHBIE OaHKU JaHHBIX

C. DJIEKTPOHHBIE KOMMYHHUKATHUBHBIE PECYPCHI

d. anekTpoHHBIE OMOTHOTEKH

Bomnpoc 5

Kommnekc 10KyMEHTOB — 3TO

Bri6epute oiuH OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, B3aMMOCBS3aHHBIX II0 MpPHU3HAKAM MPOUCXOXKICHUS,
Ha3Ha4YeHMUsI, BUJIA, CPephl e TEIbHOCTH, €AUHBIX TPEOOBaHUN K 0OPMIICHUIO

b. HOMEHKIaTypa J1e] OpraHu3aluu

C. MacCUBbl JOKYMEHTHPOBAHHON WHGOpPMAIUKU, YIOPSIOUYEHHBIE OMNpeIeIEHHBIM
obpazom

d. Bua uHGOPMAIMOHHBIX PECYpCOB, MPEICTaBICHHBIH COBOKYITHOCTHIO OTIEIbHBIX
JIOKYMEHTOB, MaCCHBOB JOKYMEHTOB B MH()OPMAIIHOHHBIX CUCTEMaX

Bomnpoc 6

DNeKTpOHHBIE HH(OPMAIIMOHHBIE PECYPCHI, CO3/1aBAEMbIE PA3TUYHBIMU MPEAPUATUIMHI U
HEMOCPEJICTBEHHO CBSI3aHHBIE C OCYIIECTBICHUEM X OCHOBHOM JIEATEIbHOCTH

Bribepute o1H OTBET:

a. BCTPOCHHbIE UH(POPMAIIMOHHBIE PECYPChI

b. pacnipenenénupie HHPOPMAITUOHHBIE PECYPCHI

C. DJIEKTPOHHBIE OMOTUOTEKH

d. KOMMyHHKaTHBHBIE JIEKTPOHHBIE PECYPCHI

Bompoc 7

JIOKyMEHT HMJIH COBOKYITHOCTB TOKYMEHTOB IT0 OJJHOMY BOIIPOCY, TOMEUIEHHBIX B TBEPAYIO
00JI0KKY

Bribepure ouH OTBET:

a. cOOpHUK

b. neno

C. I0Che

d. mepenucka

Bompoc 8

CoOBOKYITHOCTB JOKYMEHTOB, 00pa30BaBIIMXCS M HAKOTUICHHBIX B MIPOIIECcCe MeATETbHOCTH
OTJENIBHOTO (PU3NYECKOTO JIUIA, ITO

Bri6epute ouH OTBET:

a. IepCOHaJIbHbIE HH()OPMAIIMOHHBIE PECYPCHI

b. craructudeckne HHGOPMAITHOHHBIE PECYPCHI

C. BCTPOEHHbIE NH(OPMAIIMOHHBIE PECYPCHI

d. pacripenenénubie ”HGOPMAITMOHHBIE PECYPCHI

Bomnpocsl k 3a4ery ¢ OLeHKOMI
1. ITonsiTHSL «yIpaBlIEHHE NOKYMEHTAMM» M «COBEPIIECHCTBOBAaHUE
AOKYMCHTAIIUOHHBIX ITPOLCCCOBY. OcHOBHBIE HaIlrpaBJICHUA COBCPIICHCTBOBAHUA
JIOKYMEHTAIMOHHBIX ITPOLIECCOB.

2. Knaccudukanmst ToKkyMeHTOB, €€ 11eJ1b 1 OCHOBHBIE METO/IBI.

3. OcHoBaHMSI U CXeMBbI KJIacCU(PHUKAIIUN TOKYMEHTHBIX PECYPCOB.

4, CemaHTHYeCKHE KJIacCU(PUKAIUKA TOKYMEHTHBIX PECYPCOB.

5. OyHKIMOHAIBHBIE KTacCU(UKAIINHA TOKYMEHTHBIX PeCypCOB.

6. [TonssiTne «cucrema AOKyMeHTanuw». [Ipu3HAKM  CUCTEMBI

AOKYMCHTAaIUH. OcHoBaHus maccmbnxaunn CHUCTCM JOKYMCHTAIIUH. TCHI[CHI_[I/II/I
HUCTOPUYCCKOT'O pa3sBUTUA CUCTEM JOKYMCHTAIIUH.

7. OCHOBHBIE (GyHKIIMOHATHHBIE CHCTEMBI JIOKYMEHTaIluU
Poccuiickoit @enepanuu.

8. Cucrema Hay4HO-UCCIIEA0BATENIbCKOM H
MTPOEKTHO-KOHCTPYKTOPCKON JOKYMEHTALUH.

9. Cucrema TEXHOJIOTHYECKON JOKYMEHTAIIM!

10. Kanposast napopmanimoHHO-T0KyMEHTaIlMOHHASI CHCTEMA.



11. Cucremsl TIJIAHOBOM, “H(pOPMaAITMOHHO-CTIPABOYHOM,
MH(POPMAIIMOHHO-aHATUTUYECKON U OTYETHOM JOKYMEHTAIUH.

12. CucreMa opraHu3aliOHHO-PaCOPSAUTEIbHON JOKYMEHTAIUH.

13. ITousTus «TUIIH3ALAS JIOKYMEHTOBY» u «yHUDUKAIHS
JOKYMEHTOB», UX B3aUMOCBsI3b. (OCHOBHbIE HaIlpaBICHUA YHUPHUKAUU
JOKYMEHTOB Ha COBpeMEHHOM HTame. [loHsaTHe «yHH(DHUIIMPOBAHHBIE CHCTEMBI
JOKYMEHTAIUU», UX COCTaB.

14. [lonsitue «crangapTuzanus» B JOKYMEHTOBeACHUH. CHUCTEMBI
COBPEMEHHBIX CTaHJAPTOB.
15. Yuudukamus ¢opmaroB Oymaru. CoBpeMeHHBbIE CTaHIAPTHI Ha

dbopmatsl Oymaru.

16. Yuudukamms ¢opm nokymentoB. I'OCT P 7.0.97-2016, ero
CoJiep)KaHuE U 3HAYCHUE.

17. YHUHUKAIMA TEKCTa YIPABICHYECKOTO TOKYMEHTA.

18. YHudukanus  TEPMUHOJIOTHMM B JOKYMEHTOBEACHWH, €€
HOpPMAaTUBHO-TIpaBoBas 6a3a. CoBpeMEHHbIE CTaHAAPTHI TEPMUHOB M OTIPEICIICHU I
B JIOKYMCHTOBE/ICHUH.

19. [TonsiTre «KOpIIOpaTHBHAS cucrTemMa JIOKYMEHTAITUN.
Homenknarypa pgen, e€ 3HaueHHME W TPUMEHEHHE B JOKYMCHTUPOBAaHUH
yIpaBlieHYeCKOW WH(OpMAITUH.

20. [Tonsitus «rabenb GOpM JTOKYMEHTOB» H  «ajabOoMm ¢opMm
JOKYMEHTOB», WX pOJIb B JOKYMEHTHPOBAHWU YIIPABJICHYCCKOW WHGPOpMAIUU
MIPEANPUSATHS.

21. Ennnas cucreMa KJaccuukanuu u KOJIUPOBAHUS

TEXHUKO-d3KOHOMHUecKol u couuanbHod wuHpopmamuun (ECKK  TOCH).
CrpykTypa Ki1accu(puKaTOpOB U JISKAIIKUX B UX OCHOBE K0JI0B. Ob1mepoccuiickue
KJ1accu(UKATOPBI JOKYMEHTUPOBAHHON HH(OPMAITUH.

22. IlonsiTHE «KOMILIEKCHl JOKYMEHTOB». IIpocTeie U CllOXkKHBIE
KOMILIEKCHI JOKYMEHTHPOBAaHHON MH(OpMaIUH.
23. Cnoxubple koMmiuiekchl. ['ocymapctBeHHble  apxuBbl. CeThb

rocyapcTBeHHbIX apxuBoB Poccuiickoit ®enepanuu. KomnudyecTBeHHas u
KaueCTBEHHAs XapaKTEPUCTHUKA aPXHUBHBIX KOMITJICKCOB.

24. bubnunoreunas cets Poccuiickoit @enepamuu.

25. Pacnipenenénnpie  WHQOPMAITMOHHBIE JJICKTPOHHBIC PECYPCHL.
MecTo U ponb 3JEKTPOHHBIX OUONMHMOTEK B CHUCTEME JOKYMEHTHBIX PECYpPCOB,
MEPCIICKTHBBI X PA3BUTHSL.

26. CucremMbl Hay4HO-TEXHUYECKOM M CTaTUCTHUYECKOW HH(pOpManuu
Poccuiickoit @enepanuu.

217. JlokyMeHTaabHbIE (boHBI IIPENIPUITHHN, YUPEXKIEHUH,
OpraHu3aLui. [IepBuunbie KOMIUIEKCBI JIOKYMEHTOB. Bcerpoennbie
MH(pOPMAaLMOHHbIE IEKTPOHHBIE PECYPCHI.

28. [TonsiTue «mepcoHalbHBIE JOKYMEHTHBIE pecypcbl». CocTaB

[IEPCOHANIBHBIX JOKYMEHTHBIX PECYPCOB, UX MECTO MU PpOJIb B HAIMOHAIBHBIX
nH(popMalMoHHBIX pecypcax Poccuiickoit deneparuu.

Tembl kKypcoBbIX padoT (3 cem)

1. Hcropus  CTaHOBJIEHUS COBPEMEHHBIX  (DYHKUIMOHAIBHBIX  CHCTEM
nokyMmeHTanuu B Poccuiickoit @enepanum.

2. OCOOeHHOCTH ~ TOCYAAapCTBEHHOM  CHCTEMBl  HAyYHO-TEXHMUYECKOU
JIOKYMEHTal1H.

3. AHanu3  CHCTEMbl  KaJpoBOM  JOKyMEHTAllMM  TOCYJapCTBEHHOMU
OpraHH3aIiHy.

4. Xapaxkrepuctuka ECKK TOCH, €€ poib B ynpaBleHUH HAMOHAJIbHBIMU
WH()OPMAITMOHHBIMH PECYpPCaMH.

o. OCOOCHHOCTH  HUCHOJB30BAaHUS  OOIIEPOCCUHUCKHUX  KJIACCH(PHUKATOPOB

TEXHUKO-PKOHOMMYECKOM ¥ colMambHOM  HMHQOpMAIMM B COBPEMEHHOM



JICJIONIPOU3BO/ICTBE.

6. OcobeHHOCTH ~ cOCTaBieHHs,  O(QOpPMJIEHHS M  HUCIOJIb30BAHUS
HOMEHKJIATyphbl JIeJ1 OpraHU3aluu.

1. TaGenb popM HJOKYyMEHTOB U ATTbOOM (POpM TOKYMEHTOB OpraHU3aIuy KaK
UHCTPYMEHT COBEPIIIEHCTBOBAHUS JTOKYMEHTAIIMOHHBIX IIPOLIECCOB.

8. Posne 1 MecTo yupenuTeNnbHBIX JOKYyMEHTOB B YIPABICHUN OpraHU3aIMeH,
0COOEHHOCTH MX COCTaBIEHMS, ODOPMIIEHUS U PETUCTPALUH.

9. Porme ¥ MecTO OpraHu3alMOHHO-TIPABOBBIX JOKYMEHTOB B YIPaBICHUU
opraHu3zanuei, 0coOeHHOCTH COCTaBJIECHUS U 0(OPMIICHHUSL.

10. Pome m MecTO MOMKHOCTHBIX HMHCTPYKLUMH IepcoHajla B yIpaBICHUHU
opraHu3zanuei, 0coOeHHOCTH UX pa3paboTKU, 0(hOPMIICHUS.

11. Pore u MecTo pacmopsAMTENbHBIX JOKYMEHTOB B  YIPaBICHHU
OpraHu3aluel, Hopsi0K UX COCTaBICHUS, O(POPMIIEHHS U UCIIOJHEHHUS.

12. CocraBnenne u oQopmiIeHHE JOKYMEHTOB, HCHOJB3YEMBIX  JIJIs
olepaTuBHON nepeaaun HHGopMauu

13. Pa3HOBHIHOCTH CIY»KEOHBIX IMHCEM, OCOOCHHOCTH WX COCTaBIICHUS U
ohopMIICHHUS.

14. Pone 1 MecTO MHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPaBICHUU
oprasu3zanyei, 0coOeHHOCTH UX COCTaBJIECHUS U O(POPMIICHHSL.

15. Pore m wmecTto yHUUKAMH JOKYMEHTOB B COBEpIICHCTBOBAHWUHU
JIOKYMEHTALMOHHBIX IPOLIECCOB, HAIIPABJICHUSI U 3TaIlbl YHU(DUKALMY.

16. B3aumocssi3p conxepkaHus U (QOpMBI  JJOKYMEHTa, OCOOEHHOCTH HX
yHU(DUKAITUH.

17. Ucrtopus CTaHOBJICHUS OTEUECTBECHHOU CTaHIapTU3aluN
JIOKYMEHTALMOHHBIX ITPOLIECCOB.

18. CucreMa MEXTyHapOIHBIX CTAaHAAPTOB B 00JIACTH IOKYMEHTOBEICHUSI.

19. AHanu3  CTPYKTYpbl JIOKyMEHTaJbHOro (OHOAa OpraHu3aluu, €ro
Ka4eCTBEHHAsI U KOJIMYECTBEHHAS XaPaKTEPUCTHKA.

20. OcHoBHble HampaBieHus BHenpeHuss YCJI, 3amaun rocynapCTBEHHOIO
Ha/J30pa M 0TpaciaeBoro KoHTpois BHeApeHus Y CJL.

21. KagyecTBeHHass M  KOJIMYECTBEHHas XapaKTEpUCTHKA COBPEMEHHBIX
APXUBHBIX KOMILIEKCOB.

22. bubnuoreunbie  MHQOpPMAIMOHHBIE  PEeCypChl,  JIOKYMEHTHPOBAaHUE
EeSITENLHOCTH OMOIHOTEK.

23. My3elinble UH(POPMALIMOHHBIE pecypchl, JOKYMEHTHPOBaHHE
NeSITeTHHOCTH MYy3€HHBIX KOMITJIEKCOB.

24, Ponp m MecTo rocygapcTBEHHOH cHCTEMBbl CTaTHUCTUKM B YIPABICHUHU
HAIMOHATFHBIMU HH()OPMAIIHOHHBIMHU PECYPCaMHU.

25. Bcerpoennsle u pacnpeien€HHbIe 3JIEKTPOHHbBIE PECYPChI, MX OCOOCHHOCTH.

26. Knaccugukaius BCTpOCHHBIX WHPOPMAIIMOHHBIX PECYPCOB TMPEATIPHSITHSA,
0COOEHHOCTH YIPABICHUS UMH.

27. XapakTepHuCcTHKa pacrpeaeiEHHBIX 3JIEKTPOHHBIX PECYpCOB, 0COOCHHOCTH
yIpaBJIEeHUS UMHU.

28. Mecto, poJib, IEPCIIEKTUBEI Pa3BUTHS AJIEKTPOHHBIX OMOIMOTEK B CUCTEME

JIOKYMEHTHBIX PECYPCOB.

Hrorosblii TecT (2 Kypc)

Bompoc 1

OOpasupl yHHPUIHPOBAHHBIX (HOPM JTOKYMEHTOB, pa3pelIeHHBIX K NPUMEHEHUI0 B
OpraHu3aIii, CUCTEMaTH3UPOBAHBI B CIIEIYIOMIEM TOKYMEHTE:

BriGepute 01uH OTBET:

a. aTbOOM YHU(PHUIMPOBAHHBIX (POPM TOKYMEHTOB IIPEATPUITHS

b. mepeueHb TUTIOBBIX YNPABICHUYECCKUX JOKYMEHTOB MPEATIPUSITUS

c. Tabesb YHU(PUIIMPOBAHHBIX (POPM JTOKYMEHTOB MPEAIPUATHS

d. HOMeHKIaTypa J1esn npeanpUsITHS

Bomnpoc 2



K oprannzanmoHHBIM JOKyMEHTaM MPEANPUATUS OTHOCATCS BUJIbI JOKYMEHTOB:

Bribepure ouH OTBET:

a. aKT

b. MOKHOCTHAS HHCTPYKLIUS

C. TEXHUYECKUE YCIIOBUS

d. pacniopsixenue

Bomnpoc 3

C noMomIpI0 OTYETHBIX IOKYMEHTOB PEan3yeTcCs ynpaBieHYecKast QyHKIHS

Bribepure oquH oTBET:

a. PETYJIMPOBAHUS ACATEIbHOCTU PEATIPHUITUS

b. KOHTPOJIS AEATENBHOCTU NPEANPHUATHS

C. HOPMATUBHO-METOIUYECKOT0 00ecneueHus yIpaBICHUs IPEANPUITHEM

d. opranuzanuu 1esTeIbHOCTH IPEAIPUATHS

Bompoc 4

K «11epBHUHBIM KOMILIEKCaM JJOKYMEHTOBY IPEAIPUATHS OTHOCUTCS

Bribepure ouH OTBET:

a. apXUBHAasl KOJUJICKIUS

b. rocymapcTBeHHAasE CICTEMa CTaTUCTUKA

C. COOPHUK HOPMAaTUBHBIX JOKYMEHTOB IIPEIIPUATHS

d. moxyMeHTabHBINA (DOHI IPETPUATHUS

Bompoc 5

Komrmnekc 10KyMEHTOB — 3TO

Bribepure ouH OTBET:

a. COBOKYIHOCTh JIOKYMEHTOB, B3aWMOCBS3aHHBIX IO MpPHU3HAKAM MPOUCXOXKIACHUS,
Ha3HaueHUs, BUJa, cephl NesITeIbHOCTH, €IMHBIX TPeOOBaHU K 0pOPMIIEHHIO

b. MaccWBBI JOKYMEHTHPOBaHHOH WH(GOpPMAIMH, YHOPSAOUYECHHBIC OIPEIeIEHHBIM
obpazom

C. HOMEHKJIaTypa JeJ OpraHu3aIuu

d. BUI MHGOPMALMOHHBIX PECYpPCOB, IPEACTaBIECHHBIH COBOKYHMHOCTBIO OTIEIIBHBIX
JOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMaX

Bompoc 6

I'OCT P 7.0.97-2016 «YHUPUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIMHU. Y HU(DULIMPOBAHHAS
cucTeMa OpraHu3allMOHHO-PACTIOPSIUTENbHON JOKYMEHTAIHH . ..» PETYIUPYET

Bri6epute ouH OTBET:

a. 0pOopMIIEHHE PEKBU3UTOB JTOKYMEHTOB

b. ynpaBneHue 1oKyMeHTaMu

C. IPOeKTUpOBaHUe ciryk0b1 JJOY

d. opraHu3zanuo J0KyMEHTO000POTa B YUPEIKIACHHH

Bomnpoc 7

JIOKyMEHTHBIE peCypChl — 3TO

Bribepure ouH OTBET:

a. COBOKYIHOCTh JIOKYMEHTOB, B3aWMOCBS3aHHBIX II0 TpPHU3HAKAM MPOUCXOXKICHUS,
Ha3HAuYeHUs, BUJA, Cephl JeTeIbHOCTH, €AUHBIX TpeOoBaHUN K 0pOpMIICHHIO

b. HOMeHKIaTypa Je1 OpraHu3aIuu

C. MAacCHBBl JOKYMEHTUPOBAaHHOM HH(OPMAIUK, YHOPSIIOYEHHbIE ONpPEAeIEHHBIM
obpazom

d. BuI WHPOPMALMOHHBIX PECYpPCOB, IPEICTaBICHHBIH COBOKYHMHOCTBIO OTIEIBHBIX
JOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMaX

Bompoc 8

MeTox COBEpIIEHCTBOBAHUS IOKYMEHTOB U CHCTEM JJOKYMEHTAIIUU

Bribepure o1H OTBET:

a. nHGOpMaTH3aALUS

b. crangapTuzanus

C. CUCTEMHBIN aHAIN3

d. MmogenupoBaHue

Bomnpoc 9



COBOKYITHOCTh B3aUMOCBSA3aHHBIX U CTPYKTYPUPOBAHHBIX JaHHBIX HA MAITMHOYUTAEMBIX
HOCHUTEIISX, 00pabOoTKa, MOUCK M XpaHEHHE KOTOPBIX OCYIIECTBISAETCS ¢ moMolsio 9BM, ato

BriGepute oquH OTBET:

a. QJIEKTPOHHBIC OAHKU JTaHHBIX

b. aneKkTpoHHBIE Oa3bl JaHHBIX

C. DJICKTPOHHBIC OMOINOTEKH

d. 27IeKTpOHHBIE KOMMYHUKATUBHBIE PECYPChI

Bompoc 10

JlokyMeHTanbHBIA POHIT - 3TO

Bribepure oauH OTBET:

a. JOKYMEHTbI OpraHU3alliy, IOArOTOBIEHHbIE K cjaue B FOCY1apCTBEHHBIN apXUB

b. COBOKYIHOCTh JOKYMEHTOB, OOpa3yrOIIMXCS B ACSITEILHOCTH FOPHIMYCCKOTO WIIH
(bu3nu4ecKoro JuIa 3a roj

C. JOKYMEHTBI OpraHU3alllH, BBIICTICHHbIE K YHUUYTOKECHUIO

d. JOKyMeHThI, BKJIIOYEHHbIE B Tabenb YHUDUUIUPOBAHHBIX (OPM JOKYMEHTOB
OpraHu3aIiu

Bomnpoc 11

CBoiicTBO ~ oHUIMANTBHOTO  JOKyMEHTa,  COOOIIaeMoe €My  JCUCTBYIOIIUM
3aKOHOJATEIbCTBOM, KOMIIETEHIIMEH H3AAIOLIEro €ro OpraHa M YCTaHOBJIEHHBIM IOPSIKOM
odopMIIEHHUS - ITO

Bribepure ouH OTBET:

a. MOJIHOTA

b. ayTeHTUYHOCTh

C. KOH(UICHIIUATEHOCTh

d. ropuauueckas cuia

Bompoc 12

CoBOKYITHOCTb JJOKYMEHTOB, 00pa30BaBIINXCS M HAKOIICHHBIX B IIPOLEcce AeSATEIbHOCTH
OTIENFHOTO (PU3UYECKOTO JIUIA, ITO

Bribepure ouH OTBET:

a. pacrpenenéHuple HH(pOpMaIOHHBIE PECYPChI

b. BcTpoeHHbIE HH(OPMAIIMOHHBIE PECYPCHI

C. IEpCOHAIbHBIE HH()OPMAIIHOHHBIE PECYPCHI

d. cratucruyeckue nHPOPMALIMOHHbIE PECYPCHI

Bompoc 13

IlocranoBnennem IlpaBurenscrBa Poccuiickoii @enepanuu ot 08.07.1997 Ne 835 «O
NEPBUYHBIX YUETHBIX JTOKYMEHTaX» YTBEPKIACTCS

Bribepure ouH OTBET:

a. TS PMUHOJIOTHSI B 00J1aCTH JIEIONPOU3BOJICTBA U APXUBHOTO JIENIa

b. anp0oM 1o yuéTy Tpyza 1 €ro oriaTel

C. MHCTPYKIIHSA IO 3aITOJTHEHHUIO TPYIOBBIX KHIDKEK

d. TaGenb yHU(DUIIMPOBAHHBIX (GOPM JOKYMEHTOB

Bompoc 14

O06s3arenbHbIe CTPYKTYPHBIE 3JIEMEHTHI CTaHAapTa

Bri6epute oiuH OTBET:

a. HOPMaTHUBHBIE CCHUIKH

b. TpeboBaHus K 00BEKTY CTaHJAPTHU3ALNU

C. OTJIaBJICHHE

d. o00o3Ha4YeHHs U COKpaIleHUs

Bompoc 15

YuudunuposanHas ¢popma J0KyMeHTa — 3TO

Bribepure o1H OTBET:

a. IOKYMEHT, IMEIOIINI TUTIOBOE Co/IepKaHue U 0(hopMITeHHE

b. TOKyMEHT, CO3/ITaHHBII ¢ IPUMEHEHUEM KOMIBIOTEPHOW TEXHUKU

C. (hOpMBI IEPBUYHBIX YUETHBIX JOKYMEHTOB I10 YUETY TPYy/Aa M €T0 OIIaThl



d. COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PELIAEMbIMU B JAHHOM
chepe [neATENPHOCTH 3aJayaMd M 3a(UKCUPOBAaHHBIMH B ONPEACICHHOM IMOpSAAKE Ha
MaTepHaIbHOM HOCUTENE

Bompoc 16

C nomouIpl0 OpraHU3alMOHHO — IIPABOBBIX JOKYMEHTOB pEallM3yeTcsi yIpaBieHUYecKast
byHKIUS

Bribepure ouH OTBET:

a. HOpPMaTUBHO-METOIUYECKOT0 00ecreueH s yIpaBiICHUs IPEANPUITHEM

b. KOHTPOJIS AEATENBHOCTH NPEANPHUATHS

C. OpraHU3aLUH EATSITBHOCTH MPEIPUATUS

d. perynupoBaHus 1eATEIbHOCTH NPEIIPUATUSL

Bompoc 17

Komnozunus nucema — 3710. ..

Bribepure oauH OTBET:

a. II0CJIeI0BATEIbHOCTD PACIIONOKEHHSI TPEJIOKEHUH B TEKCTE IOKYMEHTA

b. «s13p1KOBast popMyra» mUcbMa

C. PacIOJIOKEHHE PEKBU3UTOB MCbMa U 3JIEMEHTOB TEKCTa Ha OJaHKe

d. mocnmenoBaTeIbHOCTh B3aWMOCBS3aHHBIX CMBICIOBBIX 4YacTed, OOBEIMHEHHBIX
€/IMHCTBOM TEMBI

Bompoc 18

VYkaxure BUJ JOKYMEHTA, BbIIEISIEMbIH 110 QyHKIMH yIpaBIeHUS

Bribepure ouH OTBET:

a. 10cbe

b. oTuér

C. JJIEKTPOHHBIN TOKYMEHT

d. ankera

Bompoc 19

K nnpopMannoHHO-CIIPaBOYHBIM JJOKYMEHTaM OTHOCSTCS:

Bribepure ouH OTBET:

a. MpuKa3

b. ycras

C. 00bsSCHUTEIbHAS 3aIUCKa

d. mocranoBneHue

Bompoc 20

[lepcoHanbHbIE CBEJIEHUS O IpaXkJaHaxX SBIAIOTCS

Bri6epute o1H OTBET:

a. uH(opmanuei, OoTHeCEHHOM K KOMMepYECKoii TaiiHe

b. nuadopmarmeit OTKpbITOro 10CcTyna

C. KOHpUAeHIMaTbHON HH(pOpMaIueit

d. uapopmannelt, OTHECEHHOMN K TOCYIapCTBEHHOM TaiiHe

Bompoc 21

OyHKIMOHANbHAS KJIacCU(UKALKUSg JOKYMEHTOB OCYILECTBISIETCS IO CIEIYIOIIEMY
OCHOBaHUIO

Bri6epute o1H OTBET:

a. BpeMs MOSIBIICHUS TOKYMEHTa

b. mHbOpMaIMOHHAS COCTABIISAIONIAS JOKYMEHTA

c. cnoco0 3akperyieHust nHopMaly Ha MaTepUaIbHOM HOCUTEIEe

d. BUJ MaTepuaibHOTO HOCUTEINS TOKyMEHTa

Bompoc 22

DNeKTpOHHBIE HH(OPMAIIHOHHBIE PECYPCHI, CO3/IaBAEMbIe PA3TUIHBIMHU MPEATTPHITHSIMHI U
HEINOCPEACTBEHHO CBSI3aHHBIE C OCYIIECTBIEHUEM UX OCHOBHOH 1€ATEIBHOCTH

Bri6epute o11H OTBET:

a. BCTpOCHHbIE HH(OPMAIIMOHHBIE PECYPCHI

b. anekTpoHHbIE OMOTNOTEKH

C. KOMMYHUKaTHBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pacnpenenénnpie HHGOPMAITMOHHBIE PECYPCHI



Bomnpoc 23

biiank nokymeHra — 3710...

BriGepute oquH OTBET:

a. HaOpaHHBII HAa KOMITBIOTEPE THUIIOBOM JJOKYMEHT

b. ToKyMeHT, oTIieyaTaHHbIi B TUNIOrpaduu

C. Ha0Op PEKBU3UTOB, HICHTUPHUIUPYIONINX aBTOpa O(PHUIIMATEHOTO TOKYMEHTA

d. JOKYMEHT C MOBTOPSAIOIINMCS TEKCTOM

Bompoc 24

OcHoBHasi  KJacCHU(pUKAMOHHAS €AMHULIA B (DYHKIMOHAIBHON KiacCUpUKALUN
JOKYMEHTOB

Bri6epute o1uH OTBET:

a. IOJUTMHHUK JIOKyMEHTa

b. neino

C. 1yOJIMKaT JOKYMEHTa

d. BUa TOKyMeHTa

Bompoc 25

Knaccudukanus TOKyMEHTOB Ha WHIWBHUIYyalbHBIC, TpadapeTHbie, NpUMEpPHbIC
OCYIIECTBJISIETCS MO CIEIYIONIEMY OCHOBAaHUIO

Bri6epute ouH OTBET:

a. CTENEeHb CII0KHOCTH

b. crenens TOYHOCTH

C. CTeTIeHb YHU(UKAIIH

d. cTeneHb OTKPBHITOCTU

Bompoc 26

[IpogomxuTte onpeeseHne: CUCTeMa JOKYMEHTAIUU — 3TO. ..

Bribepure ouH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX MPOLEAYPOH HPUHATHSA YIPABICHUYECKOTO
pemeHus

b. pa3HOpOJHBIE 11O CBOEMY MPOUCXOXKICHHUIO, Pa3HOOOpPA3HBIE MO BHAOBOMY COCTaBY
JIOKYMEHTBI, 00pa30BaBILINECs B MPOIIECcCe ACSITEIbHOCTH OTAEIBHOIO (PU3NUECKOro JINIIa

C. COBOKYMHOCTh JIOKYMEHTOB, B3aMMOCBSI3aHHBIX IIOJI IPU3HAKaM IPOUCXOXKICHHUS,
Ha3HA4YeHUs, BUAQ, CPephl NeSITEIbHOCTH, EAMHBIX TpeOOBaHUM K OPOPMIICHUIO

d. TOKYMEHTBI U MaCCUBBI IOKyMEHTOB B HH(OPMAIIMOHHBIX CHUCTEMAX, YIIOPSI0UYCHHbIE
onpeaenéHHbIM 00pa3omM

Bompoc 27

JleaTenbHOCTh 10 YCTAHOBJIICHHUIO W INMHPOKOMY MHOTOKPATHOMY HCIIOJIb30BaHUIO
TpeOoBaHUI, HOPM, MPABUJI U XapaKTEPUCTHK, KaK O0O0S3aTeNbHBIX JJIS BBINOJIHEHUS, TaK U
PEKOMEHAYEMBIX, B IENAX TOCTHKECHUS ONTUMAIBLHOW CTETIEHH YHOPSJIOYEHHOCTH B TOW WIIH
WHOM 00nacTH

Bri6epute ouH OTBET:

a. TapMOHU3AIUA

b. cranmapTuzanus

C. CUCTeMaTH3alHs

d. yaudukanus
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O1eHoYHBIE CPEeICTBA MPOMEKYTOYHOI0 KOHTPOJIS M0 pa3aeiam

KonTpoJsabHbie Bonpocskl 10 Kypey «/JlokyMeHTOBeeHHe» K pasaeny 1

[TonsiTue cucreMpl fokyMeHTauuu. Mlctopuueckoe pa3BUTUE CUCTEM JOKYMEHTALMH.
OcHoBHBIE (DYHKIIMOHATILHBIE CUCTEMBI IOKyMeHTanuu B Poccuiickoit deneparum.
Crangaptuzanus U yHU(pUKAIKS TOKyMEHTOB.

YHUGHUIUpOBaHHBIE CUCTEMBbI JOKyMeHTauuu. Krnaccudukaropsl HOKyMEHTHPOBAHHOM
nHpopmanuu.

OpranuzanuonHo-pacnopsiautenbias gokyMmentanus. OK 011-93 «O6mepoccuiickuii
KJIacCU(UKATOp  YNPaBICHYECKOM  TOKyMEHTalWW» U  OTpaKeHHe B  HEM
YHU(PUIMPOBAHHON CUCTEMbI OPraHU3aIMOHHO-PACTIOPSIIUTEIEHONU JOKYMEHTALIHH.
Tunsl JOKYMEHTOB, UX KJIacCU(UKAITIH.

JlokymeHT kak cuctema. CTpykTypa JOKyMeHTa. BHeEWIHss M BHYTpEHHSA CTPYKTypa
JIOKYMEHTA.

Qopmynsap OKyMeHTa, ero pasBuTHe. CoBpeMeHHble TpeOOBaHUS K (GOPMYISIpY
YIPaBJIEHUYECKOTO IOKYMEHTA.

IOpunnueckass cuna pokymeHta. HopmaruBHO-meTomuueckass ©0aza  opopmIIeHHS
JIOKYMEHTOB.

Qopmynsap-obpaszer]  OpraHU3alMOHHO-PACTIOPSAUTEIBHOTO  JOKYMEHTa:  oOmias
XapaKTEePUCTHKA.

I'OCT P 6.30-2003 «YHu¢puuupoBaHHas cUcTeMa OpraHU3alMOHHO-PACIIOPAIUTEIbHON
nokymeHTtanuu. TpebGoBanust Kk ohOpMIEHUIO JOKYMEHTOB». OO0jacTb NpUMEHEHUs,
COCTaB PEKBU3UTOB, PETJIAMEHTUPYEMBIX TOCYJaPCTBEHHBIM CTaHIaPTOM.

TpeGoBanus k 6J1aHKaM OPraHU3AIOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

OO6mue TpeboBanusi K 0(GOPMIICHUIO PEKBU3UTOB OPTaHU3AMMOHHO-PACTIOPSAUTEIBHBIX
nokymeHnToB cornacHo 'OCT P 6.30-2003.

TpeboBarmst k odopmieHuo pekBU3uTOB «locymapcTBeHHBI TepO Poccuiickoit
Oenepanun», «l'epd cydwsekra Poccuiickoit ®Depepanumn», «IMOnemMa OpraHu3aluy,
TOBApPHBII 3HAK (3HAK 0OCTYKUBAHUS ).

TpeboBanus k opopmiieHHI0 pekBu3nTa «HaMeHoBaHUEe opraHu3aum».

CnpaBounass uH@opmanusi o0 OopraHu3aluyd — aBTOpe JOKYMEHTa U TpeOoBaHUS K €€
0(OPMIICHHIO.

TpeboBanusi k odopmiieHuro pekBu3uToB «Kom dopmer nokymenrta», «HanmeHnoBanue
BHJIa JOKYMEHTA.

Mara noxymenra. [lopanox opopmienus nat. TpeOoBaHus k 0(pOpMIEHHIO PEKBU3UTOB
«PerucTpanlMOHHbI HOMEp JOKyMeHTa», «CchbUlKa Ha PEerucTpalMOHHBIN HOMEp M J1aTy
JIOKYMEHTa», «MecTo cocTaBiIeHMs UM U3JaHUs TOKYMEHTay.

[TpaBuna HamucaHus agpecaTa M MECTO yKa3zaHHs ajpecara B (GopMyssipe JTOKyMEHTa.
Otpaxkenue cdeprl AeHCTBUS JOKyMeHTa B ero anpecare. llopsaok odopmieHus
JIOKYMEHTa C HECKOJIbKUMU ajipecaTtamu. Ilopsiiok ohopMiieHns: HOYTOBOTO ajipeca.
VYTBepkaenue nokymMeHTOB. CrocoObl yTBepkaeHus. CocraB rpuda yTBEpkACHUS,
HOPSIOK €ro oopMIIEHUs, MECTO B GopMyJsipe T0OKyMeHTa. JIOKyMeHTBI, TIoJyIexalue
YTBEPKICHHUIO.

CocraB ynocroBepeHus NOKyMeHTOB. Ha3HaueHnue moamucanust JokymeHTOB. [IpaBuia
MOJIMUCHU JOKYMEHTOB pa3IN4HbIX Kateropuil. Mecto noamnucu B popmyssipe JOKyMeHTa.
ONEeKTpOHHAs NOIIHUCH.

[Tewatn w wux Ha3HaueHwe. Buawsl mewareil. [ocymapcTBeHHass repOoBas Ie4yaTh.
3aKOHOJATEIBCTBO 00 M3TOTOBJICHUU U MOJIb30BaHUU meuyaTted. [lopsiok mpocTaBieHus
OTTHCKA [eYaTH Ha JOKYMEHTaXx.

CornacoBanue nokymenTa. [Topsgok u BubI cornacoBanus. ['pu¢ 1 BU3BI cormacoBaHus,
ux odopmieHue, Mecto B (opmyisipe ITOKyMeHTa. Buza o3HaKOMIIEHUS, MOPSIOK €€
odopmieHus, Mmecto B hopMyIsipe JOKyMEHTa.

OtmeTkHu Ha 1oKyMeHTax. VX posib B MPOXOXK/IEHUU U UCIIOTHEHUU JIOKyMEHTa, MECTO B
dopmysape nokymerTa. Oco0oe Ha3HauUEHUE Pe30TIONHH. TpeOoBaHMe K €€ COJEPIKAHUI0
u oopmiieHnto. OTMETKU O B3ATUU JOKYMEHTa Ha KOHTPOJb, UCIIOJIHEHUU JOKYMEHTa,
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UCTIOJTHUTEIIE U JIP.
[ToHsATHE «TEKCT JOKYMEHTa» IPU Pa3IMYHBIX CIIOCO0axX JOKyMeHTHpoBaHUs. CreHapuii
HOATOTOBKM JOKyMeHTa. Conep)kaHHE NPOCTBIX M CIOXKHBIX JOKyMeHTOB. llopsmok
U3JI0KEHHUS TeKCTa JOKYMEHTA.
JIuarBucTHYECKHE OCOOCHHOCTH JOKyMeHTa. CTHIMCTHYecKue TpeOOBaHUS TOYHOCTH,
SCHOCTH TEKCTa JOKyMeHTa. Jlormdeckas CTpyKTypa Tekcra. B3aumocBs3b
CTHJIMCTHYECKUX TPEOOBAaHUH K TEKCTY JJOKYMEHTA U UX S3BIKOBBIX CPEJICTB BBIPAKEHHUSL.
Qdopmanmzanys TEKCTa IOKyMEHTa. JJeMEHTHhl Tekcta. TpebGoBaHus K odopmieHuio
TEKCTa B BUJIC AHKETHI, TAOJIHUIIBI, CBI3HOTO TEKCTA.
[TonsTHE «3aroyIOBOK JOKyMeHTa». Ha3nadeHue 3aroioBka, ero Mecto B (opmyisipe
JIoKkyMeHTa. [Ipunoxenue K TeKCTy U TpeOOBaHUS K €ro 0(pOPMIICHHIO.

Texuuueckue TpeOoBaHUs K odopmIIeHHIO PEKBU3UTOB
OpraHU3alMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.
OO6ue TpeOOBaHUS K COCTABJICHUIO U O(OPMIICHHIO OCHOBHBIX BUJIOB YITPABICHUECKUX
JOKYMEHTOB.

KoutposbHble TeopeTrnuyeckue BONpPOchbl M0 Kypey «/lokymeHTtoBenenue» K
pasaesiam 2 Kypca

OO61me TpeOOBaHUS K COCTABICHUIO U OOPMIICHUIO OCHOBHBIX BUOB OPraHU3allMOHHbBIX

JIOKYMEHTOB.

CocraBnenue 1 0(popMIIEHUE OCHOBHBIX BUJIOB YUPEIUTEIbHBIX JOKYMEHTOB.

CocraBnenne 1 0(OpMIICHHUE MTOJIOKEHHSI O CTPYKTYPHOM TOJpa3/IeIEHUH OpTaHu3aliH.

CocraBnenue 1 opopMiIeHUE ITPABUII BHYTPEHHETO TPYA0BOTO PACHOpsAKa.

CocraBnenune 1 opopMIIeHHE HHCTPYKIIHIA OPraHu3aIMOHHO-METOAMYECKOTO XapaKTepa.

CocraBnenue 1 opopMiIeHUE JOHKHOCTHBIX MHCTPYKIUH.

Cocrasnenune u opopMIIeHHE aAMUHACTPATHBHOTO PETIAMEHTA.

OOume TpebOBaHMS K  COCTAaBJICHHMIO M O(GOPMIICHMIO  OCHOBHBIX  BHJIOB

pacropsIUTEIbHBIX JJOKYMEHTOBY

CocraBneHne u O(OpPMIIEHHE pPACHOPSAUTENbHBIX JOKYMEHTOB, M3/1aBaéMbIX Ha

NPUHIUITAX €TUHOHAYAIHS.

CocraBnenne u oO(OpPMIIEHHE pPACHOPSAUTENBHBIX JOKYMEHTOB, M3/1aBaéMbIX Ha

NPUHIUITAX KOJUIETHAIbHOCTH.

OOume TpebOBaHMS K  COCTaBICHHMIO M O(GOPMIICHMIO  OCHOBHBIX  BHJIOB

MH(POPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB, TI€pPENaBaeMbIX IO PA3JIMYHBIM KaHaIaM

CBSI3U.

JlenoBasi mepenucka: MOHSATHE, KiIacCUPUKALUSA, poidb U (PYHKLIMU B YNpaBICHUYECKON

JeSITeIbHOCTH, 3aKOHOJaTEIbHOE PEryIMpOBaHHE.

CperncTBa CBsI3H, UCTIOIB3yEMBbIE JIJIS IOCTABKH JIETIOBON KOPPECTOHACHIINHU. JJOKYMEHTHI,

nepeaaBaeMble MO KaHajdaM JIEKTPOCBA3U. TenerpamMmsl (TenerailmorpamMmbl), TEJIEKCHI.

®axcorpamma (¢akc). TenedoHorpamMma. IIEKTPOHHOE MUCHEMO.

Jenosblie nucema. Ob1Me TpeOOBAHUS K COCTABICHUIO U OPOPMIICHHIO JICTIOBBIX MTUCEM.

Kommosuius Tekcra 1emoBoro muchbma. SI3bIK, CTHIIb, STHKET JAETIOBOTO MHACHMA.

Knaccugukanum 1enoBbIX MHUCEM.

CocraBnenne 1 oopMIIEHHE ITUCEM, CBSI3aHHBIX C paCIpPOCTPaHEHUEM WH()OPMAIIHH.
Cocranenue 1 opopMIIeHHE MMHCEM, CBA3aHHBIX C 0OpaIllEeHUSIMH IO BBIOJHEHHUIO TEX

WJI UHBIX JEHUCTBUI WM OKa3aHUIO YCIIYT.

CocraBienue 1 opopMIIeHHE TUCEM-OTBETOB.

CocraBnenne u opopmiieHue muceM [InckMa MPETEeH3MOHHOTO XapaKTepa, CBA3aHHBIX C

BBIpQ)KEHUEM BHUMAHWUSI U yYaCTHSI.

CocraBnenue 1 opopMIIeHHUE PEKOMEHIATEIbHBIX THUCEM, COIPOBOAUTENBHBIX THCEM.

O6mue TpeOoBaHMS K  COCTAaBIEHHIO U O(QOPMJICHHIO  OCHOBHBIX  BHJIOB

UH(POPMALIMOHHO-CITPABOYHBIX IOKYMEHTOB.

Ocob6enHocT 0(hOPMIICHHS aKTOB U TPOTOKOJIOB.

OcoGenHocTr 0OPMIICHUS JOKJIATHOM, CITYKEOHOW U 00BSICHUTEIBHON 3aITUCOK.



25. Ocobennocti OoQOpMIICHUST CHPABOK, CBOJOK, 3aKJIIOUCHHWH, OT3BIBOB, IEpEUYHEH,
CITUCKOB.

OO6mue TpeOboBaHMs K COCTABICHHUIO U O(POPMIICHUIO OCHOBHBIX BHIOB JIOKYMEHTOB TIO
TPYAOBBIM OTHOIICHU M.

JlnuHBIE TOKYMEHTBI 1 OCOOCHHOCTH MX COCTABIICHUS U 0(DOPMIICHHUSI.

26.

217.
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[lonatue «uH(pOPMAIMOHHBIE PECYPCB» U «IOKyMEHTHBIE pecypchl». Ux
B3aUMOCBS3b.

Knaccudukanus nokymeHnToB. Llens 1 OCHOBHBIE METOIbI KJIacCU(UKALIUH.
OcHOBaHUSI U CXEMBbI KJIacCU(PHUKAIUH.

CemaHTHYecKHe KiIaccu(UKAILIUH.

OyHKIMOHAIbHbBIE KIacCU(DUKAITIH.

CxutapIBaHUE CUCTEM JIOKYMEHTALIUU.

[TonsaTHs «yHUPUKAUI) U «CTAaHAAPTU3ALUA» JOKYMEHTOB.

OcHOBHbBIE HaINIpaBlIeHUs YHU(PHUKAIUN JOKYMEHTOB HAa COBPEMEHHOM 3Tarle.
Yuudukanus popmaros Oymar.

Yauduxanus Gopm T10KyMEHTOB.

YHudukanus Tekcra J0KyMeHTa.

[onsaruitnas yaudukanus.

I'OCT P 6.30-2003. Ero conepxanue, 3Ha4YCHUE.

TpeboBanust kK KOHCTpYHpOBaHHIO OiaHKOB. Bumbl OiankoB. bianku mpenmpusTHii
pazIuyHbIX (HOPM COOCTBEHHOCTH.

[lonsitue «cuctembl JOKyMeHTauuu». IIpusHaku cuUCTEMBI JOKYMEHTAIUH.
OcHoBaHus KJ1accu(UKALUKA CUCTEM JOKYMEHTALIUU.

@OyHKIMOHAIbHbIE U KOPIOPATUBHBIE CUCTEMBI JOKYMEHTALIUH.

TenaeHu UCTOPUYECKOTO Pa3BUTHUSL CUCTEM JOKYMEHTALUH.

Cucrema Hay4HO-UCCIIE0BATEIbCKON U MPOEKTHO-KOHCTPYKTOPCKOM TOKYMEHTALIUH.
Cucrema naTeHTHOW JOKYMEHTAllMU U CTaHAApPTHI.

ECKK TOCH, kakoBEI €€ 3aJja4n U COCTaB.

CtpykTypa Ki1accu(uKaTopoB U JIeKAIIUX B ©X OCHOBE KOJIOB.

CucremMa TEXHOJIOTUYECKON TOKYMEHTALIUU.

Kanposast nH(popMaIiMoHHO-10KyMEHTAllMOHHAs CHCTEMA.

Cucrema opraHn3allMOHHO-PAcOPSIAUTEIbHON JOKYMEHTAIUH.

Cucremsl IJIAHOBOI, MH(POPMALIMOHHO-CIIPABOYHOM,
MH(OPMALIMOHHO-aHAIUTUYECKON U OTYETHON JOKYMEHTALIUH.

[TonATHe «yHU(UIIMPOBAHHbBIE CUCTEMBI JOKYMEHTALIUN.

Haznauenwue, onpenenenue u cocra Y COP/I.

[lonsTHE  «KOMIUIEKCHI JOKYMEHTOB». [lepBHYHBIE KOMIIIEKCHI  TEKCTOBBIX
JIOKYMEHTOB.

CrnosHble KoMILIEKCHL. ['ocyrapcTBeHHbIE apXuBbl. CeTh TOCY1apCTBEHHBIX apXHUBOB.
[TonsiTHe «10KyMeHTaIbHbBIN QOHI» U «apXUBHBIA GoHA». VX pasznuuue.
YHUPUIHPOBAaHHBIE CUCTEMBI IOKYMEHTAIIUH.

Tabenb popm nokyMeHTOB. AbOOM (POpPM TOKYMEHTOB.

Homenknarypa nen, e€ 3HaueHue U IPUMEHEHHE B JIEIIONIPOU3BO/ICTBE.
Krnaccudukaropbl 10KyMEHTUPOBaHHON MH(POPMAIUH.

CocTaB nepcOHAIBHBIX JOKYMEHTHBIX PECYPCOB.

KonnuecTBeHHas 1 KaueCTBEHHAsl XapaKTEPUCTUKA apXUBHBIX KOMILJIEKCOB.
BcerpoeHHbIe U pacnipeieIEHHBIE AEKTPOHHBIE PECYPCHI.

MecTto W pPOJb DIEKTPOHHBIX OHOIMOTEK B CHCTEME JOKYMEHTHBIX PECYPCOB,
MIEPCIIEKTUBBI UX Pa3BUTHS.

Pecypchl HayqHO-TEXHUYECKON M CTATHCTHYECKOW WH(OPMAIIHH.

JIOKyMEHTHBIE pecypchl ONOINOTEK U My3€eB.

JlokyMeHTanbHble (OHABI NPEANpUITUN, yupekaeHui, opranuzauuil. IlepBuunbie
KOMIIIEKCHI JOKYMEHTOB.

DneKTpoHHBIE 0a3bl JaHHBIX.

DKcnepTu3a HEHHOCTU I0KYMEHTOB.

DKCIEPTHBIE KOMUCCUM OpraHU3alui.



3ajaHusl K MPAKTH4YeCKOW 4YacTH 3a4eTa C  OIEHKOM o Kypcy

«JlokyMeHTOBeIeHHE)

1. KomruiekcHbli aHanu3 TOJKHOCTHOM MHCTPYKIIMU U €0 peAaKTUPOBAHUE.

2. KoMIutekcHbIN aHanu3 yupeIuTeabHOTO JOKYMEHTA U €r0 peJaKTUPOBAaHUE.

3. KomnnekcHplii aHalv3 TMOJ0KEHUS MO OCHOBHOM JIESTEIBHOCTH M €ro
peaaKkTUpOBaHUE.

4. KoMIuTeKCHBINM aHAIN3 paclOpPsKEHHUSL.

5. KoMmiekcHpli  aHaiM3 MpUKa3a [0 OCHOBHOM  JAESATENBHOCTH M €ro
pEIAaKTUPOBAHUE.

6. KoMIutekcHbIN aHanu3 MOCTaHOBJIEHUS U €r0 PEIAKTUPOBAHUE.

1. KomniekcHsplil aHanu3 peleHns U €ro peJakTUPOBaHUE.

8. KoMIutekCHbIN aHanu3 yKa3aHus U €ro peIakTUPOBaHUE.

9. KomMrutekcHbIN aHAIN3 CITYKEOHOTO MUChMA M €T0 PeIaKTHPOBAHHE.

10. KoMIutekcHbIN aHanu3 NpOTOKOJIA U €r0 PEIaKTUPOBAHUE.

11. KomniekcHbpli aHaIu3 akTa U €ro peIakTUPOBAHUE.

12. KomruiekcHbil aHANIN3 CIy)KeOHOM 3aluCKU U €€ peAaKTUPOBaHUE.

13. KomnekcHslil aHanu3 COpaBKU U €€ peIaKTHPOBAHUE.

IIpakTHYeckoe 3aaHHeE K 3a4eTy C OLEHKOMH

[TpousBecTr GopMyIIApHBINA aHAIH3 OJHOTO JOKyMeHTa (110 BhIOOpY mpemomaBatens). K
Kakol cucTeMe, IMOJACHCTEeME JOKYMEHTAIlMH OTHOCUTCSA JaHHBIA JOKyMEHT. B kakoii/ue
KOMIIJIEKC/BI MOYKET BOMTH aHATU3UPYEMBIN TOKYMEHT.

BapuaHTbl npuioKeHuit

BapuanT 1 - cripaBka KOHKpETHOI OpraHHU3alu

Bapuant 2- nMcbMO KOHKPETHOM OpraHu3aluu

BapHaHT 3- IPUKa3 KOHKPETHOW OpraHu3aluu

Bapuanr 4 - pacniopspkeHre KOHKPETHOM OpraHu3aluu

BapuaHT 5- aKT KOHKpETHON OpraHU3aLHH



MpunoxkeHue 2

OI.IeHO‘IHI)Ie cpeacrea Jid nmMpoBe€aAcHu A l'IpOMG)KYTO‘IHOﬁ aTrecrainmmn

Kon
WHIUKATOP
a

NHaukaTop 1OCTHIKEHUS
KOMIIETEHIINHU

O1neHOYHBIC CPEACTBA

OIIK-3: Cnoco0eH NpuMeHSATh TeopeTH4ecKre 3HAHUS VISl PelleHnsl MOCTABJIEeHHbIX 3a1a4
B 00J1aCTH JOKYMEHTOBE/ICHNUSI M APXMBOBEICHUS;

OIIK-3.1:

Cocrasnsier, opopMIIsIeT U
BElET  YIPABICHUYECKYIO
JOKYMEHTAIUIO
pa3IMYHBIX  BUJOB IO
npopII0  JIeATEIILHOCTH
OpraHu3aIuu B
COOTBETCTBUU C ee
OpTraHU3aIIOHHO-TIPABOB
ol popmoit

Bomnpocs! k 3a4erty 1 kypc

1. [TonsiTue CHCTEMBI JIOKYMEHTAIUH.
HcTopuueckoe pa3BUTHE CUCTEM JOKYMEHTAIHH.

2. THIBI TOKYMEHTOB, HX KJIaCCHU(PHUKAIHIH.

3. JokymeHnT kak cuctemMa. BuHemHss wu
BHYTPEHHSAS  CTPYKTypa  JOKYMEHTa: o01mas
XapaKTepUCTHKA.

4. CpencTBa cBs3H, UCHOIB3yEMBbIE ISl JOCTABKU
JIENOBOM  KOppecmoHAeHIMH.  TpeboBaHus K
JOKYMEHTaM, nepeaaBaeMbIM o KaHaJlaM
AIIEKTPOCBSI3U.

5. OOmue TpeOOBaHUS K COCTABICHUIO U

O(I)OpMJICHI/IIO ACJIOBBIX ITHCCM. KOMHOSI/II_[I/IH TCKCTAa,
A3bIK, CTUJIb, OTUKET JCJIIOBOTO ITMChbMaA.

6. JenoBas mepenmcka: oOmme  CBEICHUS,
KJIaCCU(UKALIUS, poJib B YIIPaBJICHUYECKOM
eI TEIIbHOCTH, byHKIIH. 3aKoHOAATEIBHOE
pEeryJIupoBaHue IETOBOM MEPETHUCKH.

7. PacniopsimutenbHas JOKyMEHTalus: oOmas
XapaKTEPUCTHKA.

Hroroswblii Tect 32 1 kKypc
Bompoc 1
CornacHo CTaHJIAPTU3UPOBAHHOMY
OIpeIeIeHUIO0, BUJI TUCBMEHHOTO JOKYMEHTA — 3TO:
Br16epute o1H OTBET:
a. opuIUaNTbHBIA JOKYMEHT, CO3JaHHBIA B
MUCHbMEHHOM BHUJIE
b. HauMEHOBaHUE JIOKYMEHTa, O(pOPMIIEHHOTO
M0 YCTAaHOBJICHHBIM TMPaBWJIAM MAIIWHOIHUCHBIM
crocoOoM
C. IPUHA/JISKHOCTD MMCBMEHHOTO JOKYMEHTA K
cUcTeMe JIOKyMEHTAIlUU MO MPU3HAKAM COJIEpKaHUs U
IEJIEBOTO HA3HAYCHUS
d. pa3sHOBHIHOCTH JAOKYMEHTA, MCIIOJHEHHOIO

rpajguueckuMy 3HakamMH — OykBamu, Uudpamu,
ueporiaudamu

Bompoc 2

CornacHo CTaHAAPTU3UPOBAHHOMY

onpezeneHuto, yHuuuupoBanHas Gpopma J0KyMeHTa
— 3T0:

Bri6epute o1H OTBET:

a. umH(popMalMs, 3alUCaHHAs Ha pa3IMYHBIX
HOCHUTEJISIX 110 YCTAaHOBJIEHHBIM ITpaBHJIaM

b. COBOKYMHOCTb PEKBU3UTOB, YCTAaHOBJIEHHBIX
B COOTBETCTBUM C peHIaeMbIMH B JaHHON cdepe
JEATEIIbHOCTH  3aJladaMM M PacloJOXEHHBIX B
OIpeIeIEHHOM NOpsiIKE Ha HOCUTENEe HHpOpMaLuU




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

C. Habop  PEKBU3UTOB  O(DHIIMAIBHOTO
NUCHbMEHHOTO  JIOKYMEHTa,  paCIOJIOKEHHBIX B
OTIpeIeNIEHHOM MOCIeI0BaTeIbHOCTH

d. Habop pEKBU3UTOB, HIAECHTH(PUIUPYIOIIUX
aBTOpa 0(hUIIUATIHLHOTO MMCEMEHHOTO TJOKYMEHTa

Bormpoc 3
YHubukanus J0KyMEHTOB — 3TO:
Bribepure ouH OTBET:

a. MpUMEHEHHE TaOIUIl U aHKET

b. omnpeneneHue mopsaka  odopmieHUS
JOKYMEHTOB

C. CBEICHHE K MUHUMYMY pa3Ho00pa3usi BUJOB
1 GOpM JJOKYMEHTOB

d. pa3zpaboTka «uabaoHa» TOKyMeHTa

Bomnpoc4

CornacHo CTaHAapTU3UPOBAHHOMY
OTIPENIEICHUIO, OPTaHU3AIMOHHO-PACTIOPS AUTEIbHBINA
JIOKYMEHT — 3TO:

Br16epute o1H OTBET:
a. JIOKyMEHT, CO3JaHHbIH IOPUANYECKUM WIH

(bU3IIECKUM JINTIOM, o opMIICHHBIH u
YAOCTOBEPEHHBII B YCTAHOBJIEHHOM IMOpPSAKE U
HCIIOJIb3yEMBIN B TEKyIIeH JCSITEIbHOCTHU
OpraHu3aiuu

b. BUJI TUCEMEHHOTO JJOKYMEHTA, OTPaKAIOIIU T
JIOKYMEHTHUPOBaHUE

OpraHN3alMOHHO-PACTIOPSAAUTEIBHON  J1€ATEIIBHOCTH
OpraHoOB, OpraHU3alMi U JOJKHOCTHBIX JIUL]

C. BHJ IIMCBMEHHOIO JIOKYMEHTa, B KOTOPOM
GUKCUPYIOT ~ pellleHHe  aIMUHHCTPATUBHBIX U
OpraHM3allMOHHBIX BOIIPOCOB, a TAKXE BOIPOCOB
yIOpaBJIEHUs, B3aUMOACUCTBUS, oOecreueHuss u
peryaupoBaHusl  ACSATENbHOCTH OPraHOB  BIIACTH,
YUYPEKIACHUN, MPEANpUATHI, OpraHu3alui, HX
MOAPA3ACIICHUNA U JOJPKHOCTHBIX JIMI]

d. mepBUUYHBIA, MUHUMAJIbHBIA  3JIEMEHT
CHUCTEMBI OpraHM3alMOHHO-PACIIOPAIUTEIBHON
JIOKyMEHTalUU

Bomnpoc 5

Kakue noxncucremsr HE Bxomsar B cucremy
OpraHM3alMOHHO-PACTIOPSAAUTEIBLHON TOKYMEHTALNHN

Bribepure ouH OTBET:

a. OPraHU3alOHHO-TIPABOBAsI TOKYMEHTALIHS

b. mu1aHoBast JTOKyMeHTaLus

C. pacropsauTeNbHas JOKYMEHTAIUS

d. MH(OPMAaIIMOHHO-CITPABOYHAS
JOKYMCHTAl U
Bompoc 6
Ha xakue Tumnl nmoapa3aACIArtOTCA JOKYMCHTBI 110
MIPOUCXOXKICHHUIO:

Bribepute o1H OTBET:
a. BXOJIAIIUE/UCXO SIS/ BHY TPEHHUE
b. uHAMBU Y aTbHBIE/TpadhapeTHbIC/ TUTIOBHIC




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

C. JInuHbIe/ OpUITHATHHBIC
d. oOmenocrynHele/  KOH(HIECHIHMATILHBIE/
CEKpETHBIC
Bomnpoc 7
Ha kakwuie THITBI TOIpa3AeisIFOTCS JOKYMEHTBI 10
CIoCco0y M3IIOKEHUS:
BriOepure o1H OTBET:
a. THUCbMa/TenerpamMmbl/  TenedOHOTrpaMMBbl/
TesneKchbl/ (pakcorpamMMbl/ 3JIEKTPOHHBIE COOOLICHUS
b. uHAMBU Y aTbHBIE/ TpadapeTHbIE/ TUITOBBIE
C. MMOJJTMHHUKH/ KOTUK/ TyOIUKAThI
d. oOmenocrynHpie/  KOHUIACHIIUATbHBIC/

CEKpETHbIC
Bomnpoc 8
ITo KaKkomy MIPU3HAKY JIOKYMEHTBI

MOAPA3ACIAIOTCS Ha TOIJIUHHUKH  (OpUTHHAIIBI)/
KOTHMH/ TyOJIMKATHI:
BriOepure o1H OTBET:
a. o opme mpeACcTaBICHUS
b. o chepe aesTenpbHOCTH
C. 1o croco0y mepenadn
d. o cTeneHu MOATMHHOCTH
Bompoc 9
CornacHo CTaHJIAPTU3UPOBAHHOMY
OTIPENIEIICHUI0, CUCTEMA JJOKYMEHTAIIUH — 3TO:
BriOepure o1H OTBET:
a. COBOKYITHOCTH JIOKYMEHTOB, 00pa3yIOIIUXCS
B JICATEIBHOCTH IOPUIMYECKOTr0 WU (U3NYECKOTO
JMIa
b. KOMIUIEKCHl JIOKYMEHTOB, OTpaXkaroliue
MIPOM3BOJICTBEHHBIE, yIIpaBIIEHYECKHAE, (HUHAHCOBHIC
IPOIECChl MPEANPUATHH, OpraHu3aIHii, yupexIeHuHl
c. cucreMa HOPMAaTHUBHBIX aKTOB,
periIaMeHTHPYIOIUX JOKYMEHTHPOBaHHUE
JESITETPHOCTH W JIOKyMEHTOOOOpOT ~TpeApUSTHIA
Pa3IMYHBIX OPraHNU3aMOHHO-TIPABOBBIX (GOpPM
d. COBOKYITHOCTb JIOKYMEHTOB,
B3aMMOCBSI3aHHBIX 110 TPU3HAKaM MPOUCXOXKICHUS,
Ha3HAYEHUS, BUAA, C]epbl NEATEIHHOCTH, EIMHBIX
TpeGoBaHUH K UX 0(hOPMIICHUIO

Bormpoc 11
CornachHo CTaHJAPTU3UPOBAHHOMY
OIPENIEIICHNUIO, YHUPHUIMPOBaHHAS cucTema

JIOKYMEHTallUU — 3TO:

Brib6epute o1H OTBET:

a. COBOKYITHOCTb JIOKYMEHTOB,
B3aMMOCBS3aHHBIX MO TMPU3HAKAM IPOUCXOXKACHUS,
Ha3HAuYeHUs, BUAA, C]epbl AEATENBHOCTH, €IMHBIX
TpeOoBaHUH K X O(POPMIICHUIO

b. cuctema JOKyMEHTallMd, COCTaBJICHHE U
odopmieHue KOTOpOH peraaMeHTHpPOBaHO
HOPMAaTUBHBIMH aKTaMH

C. cucreMa JOKYMEHTallUuH, CO3[JaHHas IO




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

eIWHBIM TIpaBWJIaM M TpeOOBaHUSIM, COAEpIKaIIas
uHpOpMaLKIO, HEOOXOIUMYIO [UIS YIpaBICHUS B
OIIpENICIICHHOM cdepe NeATeIIbHOCTH
d. cucrema OKyMEHTAIMH, UMEIOIIas eIUHBII
dbopmysip
Kakue smeMeHTHI SBISIOTCS CaMBIMU KPYITHBIMU
CTPYKTYPHBIMH DJIEMEHTAMH JJOKYMEHTA KaK CUCTEMBI:
Bribepure ouH OTBET:

a. cojepkanne u popma

b.  3arojoBouHas,  coJepXkareibHAasE U
0(pOPMITSIFOIIIAsT YaCTH

C. PCKBU3UTHI

d. cimyxebHoe u pabodee moyie JOKYMEHTa

Bomnpoc 12

[Tpomomxure OTpeieNIeHuE: bopmysip

JIOKYMEHTAa 3TO - ...
Br16epute o1H OTBET:

a. HabOp  PEKBU3UTOB  O(PHIMAIBHOTO
NUCHbMEHHOTO  JIOKYMEHTa,  pACIOJIOXEHHBIX B
OIIPEICIICHHOM MOCIIeIOBATEIBHOCTH

b. HaOOp pEKBHU3HWTOB, WACHTHUPHUIUPYIOLIIX
aBTOpa O(PHUIIUATBHOTO MUCHMEHHOTO JOKYMEHTA

c. 3adukcupoBaHHas Ha  MaTepUATBHOM

HOCHUTEIIE UHpOpMAIUs c PEKBU3UTAMH,
MTO3BOJISTFOIIMMU €€ HJICHTU(UITUPOBATH
d. BHYTpPEHHSIS dbopma JTIOKYMEHTA,

OTpENIENAONIas CTPYKTYPy TEKCTa U €ro S3BbIKOBBIC
0COOEHHOCTH
Bompoc 13

[Tpomomkute onpesencHue: OJTaHK JOKYMEHTA
—9T0 ...

BriOepure o1H OTBET:

a. MOJIEITb MOCTPOCHHMSI JTOKYMEHTAa,
yCTaHaBJIMBAKOIIasl 00JIaCTh MPUMEHEHUsI, (OPMAThI,
pasMepsl  TOJicH, TpeOOBaHUS K  IOCTPOCHHUIO
KOHCTPYKIIMOHHOM CETKU M OCHOBHBIE PEKBU3UTHI

b. TUIIOBAst MOJIENIb, cozepxKaas
COBOKYITHOCTb 00s13aTeNbHBIX PEKBU3UTOB,
CBOMCTBEHHBIX  JOKYMEHTaM  YHU(UIUPOBAHHOU
CUCTEMBI OpraHU3alMOHHO-PACIOPAIUTEIILHON
JOKYMEHTAllMd W PACHOJIOKEHHBIX ONpeesIeHHBIM
obpazom

Cc. Habop  PEKBU3UTOB  O(DHUIIMAIBHOTO

NUCBMEHHOTO  JIOKYMEHTa,  PACHOJIOKEHHBIX B
OIIPE/ICIICHHON ITOCIIeI0BATEIBHOCTH

d. Habop pEKBU3UTOB, HIECHTH(PULIUPYIOIIUX
aBTOpa OPHUIUATLHOTO MMCHMEHHOTO TOKYMEHTA

Bonpoc 14

KakoMy MHOHSTHIO COOTBETCTBYET CIEIyIOIIast
XapaKTEePUCTUKA: «3TOT (HOPMYIISApP XapaKTepU3yeTcs
OIIPE/ICIICHHBIM KOJINYECTBOM PEKBH3HTOB,
PacHoJI0KEHHBIX B CTPOTOM TOCIIEIOBATEIILHOCTH, U
XapakTepeH Uil KOHKPETHOTO BHJA JIOKYMEHTOB,




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

HarpuMep, IpHKasa, aKkTay:
Bribepure ouH OTBET:
a. THIIOBOH (hopMyJIsip
b. popmymsip
c. hopmyIsip-oopaszers
d. uHAMBUAYaNbHBIA (HOPMYIISIpP

Bompoc 15

Kakomy JTOKYMEHTY COOTBETCTBYET
CleAytomasi XapaKTepUCTHKa: «DTO MHCbMEHHOE
MIOJTHOMOYHE, BbIJIaBacMOe OJTHUM JUIIOM
(yupexxaeHuem) Ipyromy JUITY TUTST

NPEJCTaBUTEIILCTBA MEPE] TPETHUM JIULIOM.

Bribepure ouH OTBET:

a. pacrnucka
b. 3asBieHME
C. JIOBEPEHHOCTb
d. cripaBka
Bomnpoc 16
OTmeTuTh BOIpoOC
Kak mepeBoauTCS C JaTHHCKOTO TEPMHUH
«peKBU3HUTY» (J1at. requisitum):
Br16epute o1H OTBET:
a. MUHMMAaJIbHAasl 4acTh
b. Tpebyemoe, HEOOXOUMOE
C. CTPYKTYPHBIH 3JIEMEHT
d. atpubyT conepxkaHus
Bompoc 17
Kakomy TepMUHY COOTBETCTBYET CJEIyIOIIEe
CTaHJApTU3UPOBAHHOE OMpe/eNieHNe (3aKperieHHOE B
I'OCT P 51141-98): «... —3T0 00sA3aTENbHBINA 37IEMEHT
oopmieHHs OPUIIUATBHOTO JOKYMEHTay:

Bri6epute o1H OTBET:

a. PEKBU3UT JOKYMEHTa

b. 3arosioBoYHas 4acTh JOKYMEHTa
c. pabouee 1oJie T0KyMeHTa

d. 6;maHk oKymMeHTa

Bomnpoc 18

Kakomy TepMHHY COOTBETCTBYET CIEIyrOIas
XapaKTepUCTHKA:

DT0 BUJ MUCBMEHHOTO JIOKYMEHTa, B KOTOPOM
(GUKCUPYIOT ~ pelleHus  aJIMUHHCTPATUBHBIX U
OpPraHW3allMOHHBIX BOIPOCOB, a TakK)Ke BOIPOCOB
yIOpaBJIEeHUs, B3aUMOACUCTBHs, oOecreueHuss u
pEeTyIUpOBaHHUS  JICATEIBHOCTH OPraHOB  BIIACTH,
YUPEKIACHUN, MPEANpUATHI, OpraHu3alui, HX
MOJpa3IeICHU U TOKHOCTHBIX JIMII.

Bribepure ouH OTBET:

a. CITyKEOHBIN TOKyMEHT

b. opunManbHBIN JOKYMEHT

C. yIPaBJIE€HYECKUN TOKYMEHT

d. OpraHU3aIMOHHO-PACTIOPSAUTEIbHBIN
JOKYMEHT




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

Bomnpoc 19
VY Kkakoro BHJa OpraHu3alMOHHO-TIPABOBOM
JIOKYMEHTalluu TpeOOBaHUs K TEKCTY YCTaHOBJICHBI B
3aKOHOAATEIbHOM HOPSJIKE:
Bribepute o1H OTBET:
a. IITaTHOE paclucaHue
b. 1oMmKHOCTHAS UHCTPYKIUS
C. ycTaB
d. HHCTPYKIUA HOPMATHBHO-MCTOAHUYCCKOI'O
Xapakrepa

Bomnpoc 20

KakoMy NOHSTHIO COOTBETCTBYET CiEIyIOIIast
XapaKTePUCTHKA:

OTO  JOKYMEHT,  coJepKalluii  IpaBuia
MOBEJICHHUS, pacipocTpaHsoIuecs Ha

HEOIpEeAEIECHHBIA KPYT JIMILI, U3AaHHbIE HA OCHOBAaHUU
U BO HCHOJHEHHE (elepaabHOro 3aKOHOJATeIbCTBa,
o0s13aTeNbHbIe TUISL VCIIOJIHEHUS OopraHamu
rocy/1apCTBEHHOMN BJIACTH, MECTHOI'O
CaMOYIPABJIEHUS, HUX JOJDKHOCTHBIMM  JIMIIAMH,
IOPUAMYECKUMH JIMIIAMU U TPak1aHAMU.

Bribepure ouH OTBET:

a. HCHOPMAaTUBHBIN [TPAaBOBOM aKT

b. HOpMaTHUBHBIN TPABOBOM aKT

C. IPABOBOM aKT

d. HOpMBI TpaBa

Bompoc 21

IIpu oTnpaBke Kakod pPa3sHOBHIHOCTH IHCbMaA
MOKHO OTIPaHUYUTHCS (PAKCUMUIBHOM CBSI3bIO WIIN
AJIEKTPOHHOMN MOYTON 0€3 JOCBUIKM KOPPECTIOHJIEHTY
MOJIJTMHHUKA!

Bribepure ouH OTBET:

a. peKJIaMHOI0 MUChMa

b. nucema-3ampoca

C. MMChMa-3aKasza

d. mucbMa-HanoOMUHAHUS

Bomnpoc 22

Kakue nucbma sBIISIOTCS MHOTOACTIEKTHBIMU:

Bri6epute o1H OTBET:

a. MHACHbMA, COCTOSIIME M3 TPEX WIN YETHIPEX
CMBICTIOBBIX YacTeil (BCTyIUJIEHHWE, OCHOBHAsl 4acTb,
3aKJIIOUEHUE, IPENYTIPEXKICHUE WIN 3aKIYUTEIbHbIE
ATUKETHBIE (POPMYJIbI)

b. muchbMa, TOCBSIIEHHBIE  HECKOJBKHM
BOIIpOCam

C. KOMIUIEKC IMUCEM, SIBISIFOIIMUXCS PE3YyIbTaTOM
MEPEeNnUuCKH JENOBBIX MNapTHEPOB IO OAHOMY WIIU
HECKOJIbKUM BOIIPOCaM

d. mnucbma, aBTOpaMU KOTOPBIX SIBJISIIOTCS
HECKOJIBKO JIMIL[, Ka)X10€ M3 KOTOPBHIX BBICKA3BIBAET
CBOIO TOUKY 3pEHUSI Ha OTPAKEHHBII B MHCbME BOIIPOC.

Bompoc 23

Kakasi pa3HOBUIHOCTb 3aIIMCOK HE COJEPIKUT




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

BBIBOJIOB U TPEITIOKCHHN:
Bribepure ouH OTBET:
a. MHUIIMATUBHASI TOKJIAIHAS 3aIHCKa
b. oOBbsICHUTETBHAS 3aIHCKa
C. TMYHAs 3aIKuCcKa
d. cmyxebOHas 3amucka

Bomnpoc 24
Kakomy Buny wuH(pOpMaIMOHHO-CIIPAaBOYHON
JIOKyMEHTaluu COOTBETCTBYET clenyrolee

omnpeneneHue: «ITo GopMa BHYTPEHHEH JEIIOBOM
HEPENUCKU MEXAY IOJpa3AeICHUs MU OpraHu3aluu
WIH JIOJDKHOCTHBIMM JIUIIAMH, HE HAXOISIIMMUCS B
MPSIMOM TTOTYUHEHUH.

Bribepute o1H OTBET:

a. TOKJIaJ{Has 3alucKa

b. cny>kebHas 3amucka

C. OT3bIB

d. akr.

Bompoc 25

Kakoii pa3HOBUIHOCTH JOKIAJHBIX 3alHCOK
COOTBETCTBYET CIIEYyIOIIas XapaKTepUCTHUKA: «ITU
JOKJIaHbIe 3aMUCKU HH()OPMHUPYIOT O 3aBEpIICHHUH
paboThl, ee 9JTama, BbHIIOJHEHUM  YKa3aHU,
PaCTOPSHKEHUN U T.I1.%.

Br16epute o1H OTBET:

a. na(opmanoHHas

b. mosicHUTENbHBIE

C. OTYETHBIE

d. “HUIIHATHBHBIC

Bompoc 26
Kakomy Buny uH(OpMalmOHHO-CIPABOYHON
JIOKyMEHTalUU COOTBETCTBYET clenyroniee

ompezeneHue: «IT0 JOKYMEHT, COCTaBICHHBIA IS
MOATBEP)K/ICHUSI YCTAaHOBIEHHBIX (DaKTOB, COOBITHIA,
JIEUCTBUI.

Bribepute o1H OTBET:

a. aKT

b. mpotokon

C. MUCHMO-TIOJITBEPIKICHUE

d. cnpaBka

Bompoc 27

Kakomy BuIy WH(POpPMAIMOHHO-CIPABOYHOM
JIOKYMEHTAIUH COOTBETCTBYET clietyronee

ompeneneHue:  «ITO  JOKYMEHT,  COJEpIKallui
NEpeYnCIeHne JIMI, TPEAMETOB, OOBEKTOB B
OTPENICIICHHOM TOPSJIKE, COCTaBJICHHBIM B IEIIX
WHGOPMHUPOBAHUS WITH PETUCTPAITAN.

BriOepute o11H OTBET:

a. TIepeUYCHb

b. cpaBka

C. CBOJIKA

d. criucok

Bomnpoc 28




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

[Tponomxkure onpenenenue: hopmysip-oOpaszern
—9T0 ...

Bribepute o1H OTBET:

a. Ha0Op PpEKBH3UTOB, HIACHTH(PHUINPYIOIINX
aBTOpa 0(hUIIUATIHLHOTO MMCEMEHHOTO TJOKYMEHTa

b. MO/JIEITb MOCTPOCHHS JOKYMEHTA,
yCTaHaBIIMBAaIONIasl 00JIaCTh MpUMEHEHUs, (HopMaThl,
pasMepel  ToJie, TpeOOBaHUS K IOCTPOCHUIO
KOHCTPYKLIMOHHOM CETKH U OCHOBHBIE PEKBU3UTHI

C. Habop PEKBU3HUTOB 0pHUIINATIEHOTO
NUCBMEHHOTO  JIOKYMEHTa,  pAaCIOJIOXKEHHBIX B
OTIpeIeNIEHHOM MOCIeI0BaTEIbHOCTH

d. TunoBas MoJieINb, CoJepKaIIasi COBOKYITHOCTb
00s3aTeNbHBIX PEKBU3HUTOB, CBOMCTBEHHBIX
JOKYMEHTaM yHH(PUIUPOBAHHON CHCTEMBI
OpraHU3aIMOHHO-PACTIOPSAUTENFHON JTOKYMEHTALUN
Y PaCIOJIOKEHHBIX ONPEACIICHHBIM 00pa3oM.

Bomnpoc 29

Kakoll  peKkBH3UT, pacCIOJIOKEHHBIM  BBIIIE
TEKCTa, OTHOCHUTCS K 3ar0OJIOBOYHOM YacTH:

Br16epute 01H OTBET:

a. rpud yTBepKICHUS

b. cchlTKa Ha PEruCTPALMOHHBIA HOMEp M /ATy
JIOKyMEHTa

C. pE30JIIOIHS

d. oTMeTKa 0 KOHTpoJIE.

1. Hrorosslii TecT (2 Kypc)

Bomnpocl

JlesATeNbHOCTh 1O YCTAaHOBJICHUIO U IIUPOKOMY
MHOTOKpPaTHOMY HCIIOJIb30BaHHI0 TpeOOBaHUM,
HOpPM, TpaBWJl U  XapakTEepUCTHK,  Kak
00s3aTeNbHBIX  JUISl  BBINOJIHEHUSA, TakK W
PEKOMEHYEMBIX, B  LEIAX  JOCTHUKCHUS
ONTUMAJIBHOM CTENEHU YIOPSAOYEHHOCTH B TOHN
WA MHOHM 00J1acTH

Br16epute o1H OTBET:

a. rapMOHM3aLus

b. crangapTuzanus

C. cUCcTeMaTH3aLus

d. yaudukanus

Bomnpoc3

[Iponomxure orpesieNieHue: cucTema
JIOKYMEHTalUH — 3TO. ..

Bri6epute o1H OTBET:

a. COBOKYIIHOCTb JOKYMEHTOB, CBSI3aHHBIX
poLeaypoi MIPUHSTUS yIpaBIE€HYECKOTO
peleHus

b. pa3HOpOJHBIE MO CBOEMY IPOUCXOKIEHUIO,
pasHOOOpa3Hble MO  BUAOBOMY  COCTaBy
JIOKYMEHTbI, 00Opa3oBaBLIMECs] B  Ipoliecce
JEeSITETILHOCTH OTJIEIBHOTO (PU3UYECKOT0 JINIa

C. COBOKYNHOCTb JIOKYMEHTOB, B3aMOCBSI3aHHBIX




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

MOJI TPU3HAKAM TPOMUCXOXKICHUS, Ha3HAYCHMS,
BUJA, CPEPHI ACSITEILHOCTH, CIUHBIX TPEOOBAHUIA
K ohopmIIeHUIO

d. JOKyMEHTBI M MacCHBBI JIOKyMEHTOB B
MH(OPMALIMOHHBIX CHUCTEMaX, YMOPSIA0YCHHbIE
onpeAesIEHHBIM 00pazoM

Bomnpoc 4

OcHoBHast  KiaccU(UKAIMOHHAS CIWHULA B
(bYHKIMOHATIBHOM KJIACCHU(PHUKAIMK JOKYMEHTOB
Bribepute o1H OTBET:

a. IOJUTMHHUK JIOKyMEHTa

b. nemno

C. TyOIuKaT JOKYMEHTa

d. B TOKyMeHTa

Bomnpoc 5

Knaccudukanus JIOKYMEHTOB Ha
WH/IWBUYyalbHbIe, TpadapeTHble, MPUMEPHbIC
OCYIIECTBIISIETCS 1O CIEIYIONIEMY OCHOBAaHUIO
Br16epute o1H OTBET:

a. CTENeHb CIOKHOCTH

b. cTenenp TOYHOCTH

C. CTeleHb YHU(PUKAIIH

d. cTeneHp OTKPBITOCTH

Bomnpoc 6

biank nokymeHra — 370...

Bribepute o1H OTBET:

a. HaOpaHHBINM Ha KOMIBIOTEPE TUIIOBOM JOKYMEHT
b. TOKyMeHT, OTIIeYaTaHHbII B TUIIOTpaduu

c. HabOp pEKBU3WUTOB, HICHTUDUITUPYIOIINX
aBTOpa OPUIIUATBHOTO JOKYMEHTA

d. JOKyMEHT C MMOBTOPSIFOIIUMCS TEKCTOM
Bomnpoc7

@OyHKIMOHANBHAS KJIacCH(PHUKAIUS JTOKYMEHTOB
OCYILECTBIISICTCS 110 CIEIYIOIIEMY OCHOBaHHIO
Bri6epute o1H OTBET:

a. BpeMs MOSIBJICHUS TOKYMEHTa

b. uHbOpMaIIMOHHAS COCTABIIAIONIAS JOKYMEHTA
C. cmocod 3akperyieHHs HMHpopManuu Ha
MaTepHaIbHOM HOCHUTEIE

d. Bua MaTepuaibHOrO HOCUTENIS JOKYMEHTA
Bomnpoc 8

K «mepBHUHBIM  KOMILUIEKCAM  JIOKYMEHTOBY
MPEIIPHUSATHS] OTHOCUTCS

Bribepure o1H OTBET:

a. apXUBHAS KOJUIEKITUS

b. rocyapcTBeHHas ccTeMa CTaTUCTUKU

c. COOpHHK HOPMAaTHUBHBIX  JTOKYMEHTOB
MPETPHUSITHS

d. noxyMeHTanbHBINA GOH]T IPEATPUITUS

Bomnpoc 9

Kommekc 10KyMeHTOB — 3TO
Bribepure oauH OTBET:
a. COBOKYITHOCTb JIOKYMEHTOB, B3aHMMOCBSI3aHHBIX




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

0 TpH3HAKaM IPOMCXOXKICHHUS, HA3HAYCHHUS,
BUJA, CPEPHI ACSITEILHOCTH, CIUHBIX TPEOOBAHUIA
K ohopmIIeHUIO

b. MaccuBBI JOKYMEHTHUPOBAaHHOUW WH(MOpMAIINU,
YHOPSAA0YCHHBIC ONPeAeIEHHBIM 00pa3oM

C. HOMEHKJIaTypa JIe] OpraHu3aluu

d. BH/]I nH(pOpPMaAITMOHHBIX pecypcos,
MPEJICTABICHHBIA COBOKYITHOCTBIO  OTJIEIBHBIX
JIOKYMEHTOB, MAacCHBOB  JIOKYMEHTOB B
WH(POPMAIIMOHHBIX CHCTEMAX

Bonpoc 10

JIOKyMEHTHBIE PECypChl — 3TO
Bribepure ouH OTBET:
a. COBOKYITHOCTb JJOKyMEHTOB, B3aMOCBSI3aHHBIX
0 TpPU3HAKAM MPOUCXOXKACHUS, Ha3HAYCHUS,
BU/1a, Chepbl AeATEIBHOCTH, CIUHBIX TPEOOBaHUIT
K 0(OpMIICHUIO
b. HOMEHKJIaTypa JIeJl OpraHu3aiu
C. MacCHBBI JJOKYMEHTHPOBAHHOW HWH(OpMALUH,
YIOPSAA0YEHHBIE ONPeeIEHHBIM 00pa3oM

d. BUJ MH(OPMaIIMOHHBIX pecypcos,
NPEJCTABICHHbI COBOKYIMHOCTBIO  OTIEIbHBIX
JIOKYMEHTOB, MacCUBOB  JOKYMEHTOB B
MHGOPMALIMOHHBIX CUCTEMAX

Bompoc 11

YuauduuupoBanHas Gopma T0KyMeHTa — 3TO
Br16epute o1H OTBET:

a. JOKYMEHT, UMEIOLINNM TUIIOBOE COJEP/KaHUE U
odopmiieHne

b. JOKyMEHT, CO3JaHHBII C TNpPUMEHEHUEM
KOMITBIOTEPHOU TEXHUKH

C. (hopMBI MEPBUYHBIX YUYETHBIX JOKYMEHTOB IO
y4é€Ty TpyJla ¥ €ro OIIaThl

d. COBOKYIHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B
COOTBETCTBUHU C pELIAEMbIMU B JaHHOUW cdepe
JeSTeIbHOCTH 33/1a4aMi U 3a(MKCUPOBAHHBIMHU B
ONpEAENIEHHOM TOpSAKE Ha MaTepUaJIbHOM
HOCHTEJIE

Bomnpoc 12

MeTon  COBEpIIEHCTBOBAaHUS  JIOKYMEHTOB U
CUCTEM JIOKyMEHTalluu

Bribepure o1H OTBET:

a. nHGOpMaTH3AUS

b. crangapTuzanus

C. CUCTEMHBIN aHAJIN3

d. MmogenupoBanue

Bompoc 13

JlokymeHTanbHbIN GOH - 3TO

Bribepute o1H OTBET:

a. JOKYMEHTBl OpraHH3alllM, IOArOTOBJICHHBIE K
cZlaue B rOCYyIapCTBEHHBIN apXUB

b. COBOKYITHOCTh JOKYMEHTOB, 00pa3yroImuxcs B
JESITEIbHOCTH IOPUANYECKOTO MM (PU3UYECKOTO




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

JIMIIA 33 TOJT

C. JOKYMEHThI OpTaHH3aIlH, BBIICICHHBIE K
YHHUYTOXCHUIO

d. OKyMeHTHI, BKIIOYEHHBIE B  TaOelb
YHU(PHUIIMPOBAHHBIX bopm JIOKYMEHTOB
OpraHu3aIuu

Koutpoasnas padora (2 kypc)

1. Bbl pyKOBOJHMTENh 3KOHOMHYECKOTO OT/Ea.
Bam HeoOxoauMo mpornH(pOPMUPOBATH PYKOBOIUTEIS
OpraHu3aiu O TOM, 4To 3aM. otaena nmo AXY He
BBITIONHSET MPEANHUCAHUS TI0 00ECIICUCHUIO pabounx
MECT IPUHTEPaMH, HHTEPHETOM U B KaOMHETE Balllero
oT/eNla HE TMPOBEAEH KOCMETHYECKUH PEMOHT.
OdopMuTe COOTBETCTBYIOIIUN JOKYMEHT.

2. Bwml omosmanm Ha pabory Ha 2 uyaca.
PykoBoznctBo motpeboBano ot Bac oObsicHeHMIA.
OdopMuTe COOTBETCTBYIOIINN JOKYMEHT.

3.  OrtpenaktupyiTe TEKCTbl  CIEAYIOLINUX
ToKyMeHTOB. COCTaBbTE UX NPABUIIBHBIN BapUAHT.

Hroroselii TecT 3a 2 Kypc

TeMbl KypcoBbIX padoT (3 Kypc)

2. Hcropuss CcTaHOBICHHS COBPEMEHHBIX
(GYHKIMOHATIBHBIX ~ CHUCTEM  JIOKYMEHTalluM B
Poccuiickoit deneparnumn.

3. OcobenHnoctu rocyJ1apCTBEHHOM
CHCTEMBI HAYYHO-TEXHHYECKON JTOKYMEHTAIHH.

4. OcobenHnoctu UCTIONTb30BaHUS
001IepOCCUMCKUX KJIAaCCU(UKATOPOB
TE€XHUKO-3KOHOMUYECKOH 1 COIMaIbHON HH(pOpMaIU
B COBPEMEHHOM JIETIONIPON3BO/ICTBE.

S.

6. Cucrtema MeXIIyHapOJIHBIX CTaHAAPTOB
B 00JIaCTH JOKYMEHTOBE/ICHUSI.

7. AHanu3 CTPYKTYpbl JOKYMEHTAJIbHOTO
dboHa  opraHM3alUM, €ro  KauecTBEHHas MU
KOJIMYECTBEHHAS XapaKTePUCTHKA.

8. KadyecTBeHHass ¥ KOJIMYECTBEHHas
XapaKTEPUCTHKA COBPEMEHHBIX apXHUBHBIX
KOMIIJIEKCOB.

OI1K-3.2:

3HaeT nIpaBOBbIE HOPMBI U
npaBUia  OpraHM3alluy,
CHCTEMaTH3aIlHH,
KOMILJIEKTOBAHUS U ydeTa
JOKYMEHTaJIHHOTO u
apXUBHOTO ¢doH0B
OpraHu3aIH

Bomnpocs! k 3a4ety 1kypce

1. OK 011-93 «O61mepoccuiickuit
KJIaccH(pUKaTOp yIpaBICHYECKON
JOKYMEHTalluM» W  OTpakeHHe B HEM
yHUDUIIMPOBAHHON CUCTEMBI
OpraHu3alMOHHO-PACTIOPSAUTEIBHOM
JOKYMEHTAaIIMH.

2. TpebGoBaHus K JENOBBIM MHCbMaM, CBSI3aHHBIM
C pacmpocTpaHeHueM WHPOPMAIIHH.
3. TpebGoBaHus K JEIOBBIM MHChMaM, CBSI3aHHBIM




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

¢ oOpallleHusIMU MO0 BBIMIOJIHEHUIO TEX WIHU

VHBIX JEUCTBUI UM OKA3aHUIO YCIIYT.
Hroroswlii Tect (3 Kypc)
Bompoc 1
OO6pa3iel YHUPHUITUPOBAHHBIX (HOPM JOKYMEHTOB,
pa3pelIeHHbIX K MPUMEHEHHWIO B OpraHHU3alluy,
CUCTEMAaTHU3UPOBAHBI B CIIEIYIOIIEM JOKYMEHTE:
Bribepure ouH OTBET:
a. aTpb00M YHU(DHUIIMPOBAHHBIX (OPM TOKYMEHTOB
MPEITPUITHS
b. mepeueHb  THNOBBIX  YNPaBICHYECKUX
JIOKYMEHTOB MPEIIpUATHS
c. Tabenb YHU(PHUIUPOBAHHBIX (POPM TOKYMEHTOB
PEITPUITHS
d. HOMeHKJIaTypa e MpeanpusTHs
Bomnpoc 2
I'oCT P 7.097-2016 «YHuduuupoBaHHbie
CUCTEMBl JIOKyMEHTAlUH. YHUPUIHPOBAHHAS
CHUCTeMa  OPraHU3alMOHHO-PACIIOPSAUTEITHHON
JIOKYMEHTAIIUH ...» PETyJIUPYET
Br16epute o1H OTBET:
a. ohopMJICHHE PEKBU3UTOB JJOKYMEHTOB
b. ynpapiieHue TOKyMEHTaMH
C. MpoeKTUpoBaHue ciyxoel JJOY

d. OpraHu3alio  JOKYMEHTOOOOpoTa B
YUPEIKIACHUU

Bormpoc 3

COBOKYMHOCTh B3aMMOCBSI3aHHBIX u
CTPYKTYPHUPOBAHHBIX JaHHBIX Ha

MaIIMHOYMTAEMBIX HOCUTENSAX, 00paboTKa, MOUCK
M XpaHEHHE KOTOPBIX OCYIIECTBISIETCS C
oMok 9BM, 310

Bri6epute o1H OTBET:

a. AJIEKTPOHHBIE OAHKU JaHHBIX

b. a1eKTpoHHBIE Oa3bl JaHHBIX

C. JJIEKTPOHHBIE OMOINOTEKH

d. preKTpOHHBIE KOMMYHHUKATHBHBIE PECYPCHI
Bomnpoc 4

ONeKTpOoHHblE  MH(POPMAIMOHHBIE  PECYPCHI,
CO3/1aBacMble Pa3IUYHBIMU MPEANPUATHAMH U
HEINOCPEJICTBEHHO CBS3aHHBIE C OCYIIECTBICHUEM
UX OCHOBHOH JI€ATEIbHOCTH

Bri6epute o1H OTBET:

a. BCTPOEHHbIE HH(OPMAIIMOHHBIE PECYPCHI

b. anekTpoHHbIE OMOTUOTEKH

C. KOMMYHUKATUBHBIE 3JICKTPOHHbIE PECYPCHI

d. pacnipenenénnpie HHGOPMaLIMOHHBIE PECYPCHI

Kountpoabnas padora (2 kypc)

1. Bbl pyKOBOIMTENh SKOHOMHYECKOIO OT/ENA.
Bam HEoOxoauMo mpornHPOPMUPOBATE PYKOBOTUTENS
OpraHu3aIi O TOM, 4TO 3aM. otaena mo AXY He
BBIMOJIHSACT MPEANUCAHUS IO O0ECIEYCHUI0 PadOUYnX
MECT IPUHTEPaMH, HHTEPHETOM U B KaOMHETE Balllero




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

oT/ena He MpPOBENeH KOCMETHYECKUH pPEMOHT.
OdopmuTre COOTBETCTBYIOLINHA JOKYMEHT.

2. Bl omo3mamm Ha pabotry Ha 2 4aca.
PykxoBoactBo morpeboBano or Bac o00bscHEHHIA.
OdopMuTe COOTBETCTBYIOIIUN JOKYMEHT.

3. OrtpenaktupyiTe TEKCTBl  CJIEAYIOIIUX
JToKyMeHTOB. COCTaBbTE UX MPABUJIHLHBIA BapHAHT.

Bomnpoc 7

B KaKoM KOJIOBOM 0003HaYCHUU
yauunmpoBannorr ¢opmer  goxkymenta 05080819,
cormacHo OKVY/l, BepHO oOTpaxeHbl IU(PPOBHIE
MPU3HAKU KJIaCCU(PUKALUU:

Bribepure ouH OTBET:

a. 19 — KOHTPOJIBHOE YUCIIO, KOTOPOE BBOAUTCS
BO m30exaHWe OmHOOK TPH CUYUTHIBAHUHA U
MCIIOJIb3YETCS MPU MPOBEPKE 3aMUCH KOJ1a

b. 80 — moaxmacc ¢opmbl, T.e. OOIIHOCTH
collep)KaHUs MHOXecTBa (GOpM TOKYMEHTOB U
HAMpaBJICHHOCTh MX HCIIOJIb30BAHUS

c. 050 — kmacc hopmbl, T.e. MPUHAICIKHOCTD

YHUPUITUPOBAHHOM (bopMBI JOKYMEHTa K
COOTBETCTBYIOIIIEH  YHU(PHUIIMPOBAHHOW  CHUCTEME
JIOKYMEHTAIUU

d. 08l —  perucTpallMOHHBIA  HOMEp

yHHPUIUPOBAHHOKH  (OPMBI  TOKYMEHTa BHYTpPHU
nojKJjacca

Hrorosblii TecT 3a 2 Kypc

Bormpoc 1
Kaxum JIOKYMEHTOM JIOJIKHBI
PYKOBOJICTBOBAThCS JIeJIONPOU3BOUTENN npu

JOKYMEHTHPOBAHMM J3TallOB TPYIOBOIO LHKIA — OT
npueMa Ha paboTy HOBOTO COTPYJHHMKA 1O €ro

YBOJIBHEHUS:
Br16epute o1H OTBET:
a. I'ocynapcTBeHHas cucrema

JIOKYMEHTallMOHHOTO  O0ecneveHus  yHpaBieHUS.
OcHoBHble mnonoxkeHuss. OOmue TpeboBaHUS K
JOKYMEHTaM M  ClayX0aM JOKYy-MEHTAaIlMOHHOTO
obecrieueHus

b. TOCT P TOCT P 7.0.97-2016
«YHUGUIMpPOBaHHASL cucreMa
OpraHU3aMOHHO-PACTIOPSAAUTENLHON JOKYMEHTAIMH.
TpeboBanus K 0(OPMIICHUIO TOKYMEHTOBY

c. AnpOoMm  yHuU(UUUPOBAHHBIX  (hopm
NEPBUYHOMN YUETHOU JOKYMEHTAIUU TI0 YUYeTy TpyAa U
ero OIJaThl, YTBEPXKACHHBIM [loCcTaHOBIEHUEM
I'ockomcrara Poccun

d. O61epoccuiickuii KJ1accupuKaTop
yIpaBJIEHYECKOH TOKyMEHTalUN

Bompoc 2

Ha kakue BuAbl MOJApa3ACSIOTCS ONaHKU
JJOKYMEHTOB I10 PacloyIOKEHHIO PEKBU3UTOB COIIACHO




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

I'OCT P 7.0.97-2016:
Bribepure ouH OTBET:

a. YTJIOBBIE U MPOJIOJIbHBIE

b. oOmuii Omank, OJaHK T@HCbMa, OJaHK
KOHKPETHOI'O BUJIA IOKYMEHTa

c. OnaHK opraHu3auuy, OJIAHK CTPYKTYPHOTO
MoJipa3/iesieHusl OpraHu3aluu, OJaHK JOKHOCTHOTO
amna

d. uenTpupoBaHHbIe U (prIaroBeie

Bomnpoc 3

Kakoii Habop mudp B KOJAOBOM 00O3HAYCHUU
dbopmbr  moxkymenta 0720302 o6o3HawaeT Kiacc
(bopMBI TOKyMEHTa:

Bribepute o1H OTBET:

a. 20
b. 07
c. 302
d. 203
Bompoc 4
Kakue CIIoCcoObI o opMIIeHUS JIaThI
cooTBeTcTBYIOT TpeboBanusm ['OCT P 7.0.97-2016:
1. 09.03.13;
2. 09 mapra 2013 5
3. 09 maprta 2013 rona;
4.09.03.2013 r;
5. 2013-03-09;
6.2013.03.09;
7.09.03.2013.
Br16epute o1H OTBET:
a.1,4,7
b.2,6,7
C. BCE BapUaHTHI, KpoMme 5
Bomnpoc5
Kakoe o¢opmieHne OCHOBaHUS JIOKYMEHTa
cootBercTByeT TpeboBanusim ['OCT P 30-2003 (B
CKOOKax 0003HaueH KITIOYEeBOM rJ1aro
pacnopsAMTENbHON YacTH JOKYMEHTA):

Bribepure ouH OTBET:

a. Ha ocHoBanum mnpukaza MuHHCTEpCTBa
oOpaszoBanus u Hayku PO ot 15 suBaps 2013 Nel5 «O
MOPSIZIKE MIPOBECHUS aTTecTaluu BY30B»
(ITPUKA3BIBAIO)

b. C memo MCHOJHEHUS TpHUKa3a peKkTopa 00
ykperienuu TpyaoBoit auctumiuasl (IIPEIJIAT ARO)

c. B cBaI3M ¢ HEOOXOOUMOCTBHIO HCIOIHUTD
npuka3 munucrepcrsa (IIPUKA3BIBALO)

d. Bo ucnonaenue npukaza OAO « MMK» Ne 45
«O nopsake 3axmoueHus goropopos (ITPEJIAT'ATO)

3agaHnsl K MPaKTHYeCKOH YacTH 3a4dera ¢
OLlEHKOIl Mo Kypcy «/lokymMeHTOBeAeHUE)

1. KomruiekcHblil  aHamM3 JTOMKHOCTHOM
MHCTPYKLHUU U €r0 PEAAKTUPOBAHUE.




Kon

Nunukatop A0CTHXKEHUS

I/IH,Z[I/I;(aTop - O1neHoYHBIE CPEICTBA
2. KommnekcHsli aHaIN3
YUPEIUTENBbHOI0 JOKYMEHTA M €r0 PeAaKTHUPOBAHUE.
TeMbl KypcoBbIX padoT (2 Kypc)
9. bubnuoreunsie MH(POPMALIMOHHBIE
pecypcsl, JIOKYMEHTUPOBaHUE JeSITEIbHOCTH
OuOIMOTEK.
10. My3elinbie nH(pOpMaIMOHHBIE
pecypcehl, JOKYMEHTHPOBAaHUE JeSITeIbHOCTH
MY3€HHBIX KOMIIJIEKCOB.
11. Bcrpoennble  u pacnpeneni€éHHbIE
3JIEKTPOHHBIE PECYPChI, UX OCOOCHHOCTH.
12. Knaccudukanus BCTPOEHHBIX
MHGOPMALIMOHHBIX pecypcoB IpeaNpUsATHS,
OCOOEHHOCTH YIIPaBJICHUS UMHU.
13. XapakTepucTuKa pacrpeeIEHHbIX
AIIEKTPOHHBIX PECYPCOB, OCOOCHHOCTH YIIPABJICHUS
UMH.
14. Mecto, poib, MEPCIEKTUBBI Pa3BUTHUSA
AJIEKTPOHHBIX OMOIMOTEK B CUCTEME JOKYMEHTHBIX
pecypcoB.
OIIK-3.3: | PaGoraer C Bomnpoch k 3auety 2 Kypc
KOPIIOPaTUBHOI 1. CtpyKkTypa yHIpaBJIEHYECKOTO JOKYMEHTA.
CHUCTEMOH PexBu3ut 1 popmyssip 1OKyMEHTa, UX Pa3BUTHE.
JIOKYMEHT0000pOTa, B | 2. dopmynsp-obpaserr
TOM YHCIIE IEKTPOHHOTO, | OPTaHU3AMOHHO-PACTIOPSAUTEIILHOTO  JIOKyMEHTA:
B COOTBETCTBUU Cc | o0mas xapakTepucTHKa.
IIPaBOBBIMU HOpMamH | 3. TpeboBanus K OnaHKaM
npodeccuoHaIbHON OpraHU3alMOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB.
cpenbl 4. Texnunueckue TpeOoBaHUS K OQOPMIICHHUIO
PEKBU3UTOB OpraHU3aIIOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB.
S. OpraHu3annoHHO-pacopsAUTENbHAs
JTOKYMEHTAIUsI: O0IINeE CBEJICHHUS.
6. OpraHu3anMOHHO-TIPABOBasl  JOKYMEHTALUA:
o0111e cBeieHusl.
7. CocraBienue 1 0(popMIIEHHE OCHOBHBIX BU/I0B
YUpETUTENBHBIX JOKYMEHTOB.
8. CocraBieHue u OQOpMIIEHHE MOJOXKEHHH,
MITAaTHOTO  pAclUCaHWs, TMpPaBHJI  BHYTPEHHETO
TPYAOBOTO pacriopsxa, MHCTPYKIINH,
aJIMUHUCTPATUBHOTO PETIIAMEHTA.
9. TpeboBaHMs K MICEMaM-OTBETaM.
10. TpeboBaHust K NUCbMaM MPETEH3UOHHOTO
xapakrepa.
11. TpeboBaHMs K JEIOBBIM MUCbMaM, CBSA3aHHBIM
C BBIpPOKCHHEM BHUMAHUS U YIaCTHSI.
12. TpeboBaHMs K peKOMEHAATEIbHBIM TUChMaM.
13. TpebGoBanus K YaCTHBIM (JIMYHBIM)
JIOKYMEHTaM.
Hroroswblii TecT 3a 2 Kypc
Bompoc 1

Kakoii w3 mnepeyucieHHbIX PEKBU3UTOB HE




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

OTHOCHUTCS K PEKBU3UTaM YJOCTOBEPEHHUS:
Bribepure ouH OTBET:
a. OTTHCK MeYaTu
b. rpu¢ yrBepxkaeHus
c. rpud coriiacoBaHus
d. moamuck
Bomnpoc 3
Ha xakux ¢opmax mpoctaBisieTcsi Ko GOpMBI
JOKYMEHTA!
Bribepute o1H OTBET:
a. Ha Bcex OjaHkax
b. Ha yHUPHUITIPOBAHHBIX popMax
C. Ha BCEX JIOKyMEHTaxX
d. Ha HeyHuuUpoBaHHBIX (popmax
d. Bce BapuaHThI, Kpome 3
Bonpoc 4
Kakoil sneMeHT perucTpauMOHHOrO HOMEpa
JIOKYMEHTa SIBJISICTCS 00513aTEbHBIM:
Br16epute o1H OTBET:
a. MHJEKC JieNia TI0 HOMEHKJIaType Ael
b. nHGOpMaNHS 00 UCTTOTHUTEISIX
c. uHopMaIHs 0 KOPPECTIOHCHTE
d. mopsAKOBEI HOMEP
Bompoc 5
Ha xakux poxkymentax HE odopmisercs
PEKBU3UT «AdpecaT»:
Br16epute o1H OTBET:
a. CIipaBKa
b. muceMo
C. ciykeOHasl, JOKIagHas U OOBSCHUTEIbHas
3aITUCKU
d. TOKHOCTHAS HHCTPYKIIHS
Bormpoc 6
Kakoii pexBU3UT ohopMIseTcss MOCIeIHUM
nepea TeM, KakK JIOKyMEHT OyAeT OTIpaBieH Ha
XpaHeHue:
Br16epute o1H OTBET:
a. OTMETKa O TMOCTYIJIEHUH JOKyMEHTa B
OpraHu3aIUI0
b. oTMeTKa 00 HCIIOTHUTENE
c. Tpud yTBEepKIACHUS
d. orMmerka 00 WCHOTHEHMH MAOKyMEHTa U
HAIPaBJICHUH €T0 B JEII0
Bomnpoc 7
DOmbneMy u ToBapHbIi 3Hak HE BoctipousBoasT
Ha OJIaHKe, €CJIM Ha HeM IoMeIIeH (-a):
Bribepute ouH OTBET:
a. PEe30JTIOIHS
b. oTTHCK TepOOBOI ITeUaTH
c. TocymapctBennsiii repd  Poccuiickoit
denepanun
d. moamuck
Bomnpoc 8




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

Ha kakoM »3K3emIuIsipe J[el0BOro MHUCbMA,
NOJATOTOBJICHHOM ISt OTIIPaBKU azpecary,
IIPOCTABJISIOTCS BU3BIL:

Bribepure ouH OTBET:

a. Ha MOJJIMHHUKE, OTIPABIISIEMOM aJpecaTy

b. Ha KOMWU, TOMENIAEMOH B JIEJI0 OpraHU3aluu

C. Ha MMCbMax BU3bI HE OPOPMIIIIOT

d. Ha MOJUTMHHUKE, OTHPABISIEMOM ajJipecary, U
Ha KOITUH, TOMEIIAeMOM B JE€JI0 OpraHU3aIUuH

Bomnpoc 9

Cpenu JIOKaJIbHOMN
OpraHU3alMOHHO-PACHIOPSAUTENBHON JTOKYMEHTALUU
BBICUIMM IOPHINYECKUM CTaTyCcOM 00JaiaeT:

Bribepure ouH OTBET:

a. OpraHu3alMoOHHas IOKYMEHTALUS

b. pacniopsauTenbHas JOKYMEHTALHS

¢. nH(OPMAIIMOHHO-CIIPABOYHAS JOKYMEHTAIUS

d. BCE TpyHIbI
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON JTOKYMEHTAIUN
00aJaloT  OJMHAKOBO  BBICOKMM  HOPUIUYECKUM

CTaTycoM

Bomnpoc 10

B kakoM psay Bce TNEpeuMCICHHBIE BHJIBI
JIOKYMEHTOB OTHOCSITCS K

OpraHN3alMOHHO-IIPABOBBIM:

Bribepure o1H OTBET:

a. MOJIOXKEHUE O CTPYKTYPHOM IOJAPA3/IEIICHUN,
JIOJDKHOCTHASI MHCTPYKIUS, AHAJIMTUYECKAsl CIIpaBKa

b. IpaBuia BHYTPEHHETO TPYI0BOTO
pacrnopsika, JIOJDKHOCTHOM pErJIaMeHT,
aJMUHUCTPATUBHBIN PErJIAMEHT

C. yCTaB, IITaTHOE PACIIMUCAHUE, OTYET

d. yupemutenbHbIii 0oroBOp; yka3 Ilpe3umeHta
P®; naCcTpyKLKA 110 AEIONPOU3BOACTBY

Bompoc 11

B kakux opranmsaunusax moxer HE Bectucs
KaJpoBasl JOKyMEHTaLU:

Bribepure ouH OTBET:

a. KaapoBas JTOKyMEHTallUs BEIETCS BO BCEX
OpraHu3anusax HE3aBUCUMO oT ux
OpraHU3alMOHHO-TIPAaBOBOU (pOpPMBI

b. B HEKOMMEPUYECKUX OPraHU3aLUIX

C. B Ka3€HHBIX FOCYJapCTBEHHBIX YUPEKIACHUAX

d. B aKIIMOHEPHBIX 00IECTBAX

Bompoc 12

Kakue pacnopsAuTEIbHbIE JIOKYMEHTBI
U3MIAI0TCA 10 ONEpaTHBHBIM BOIpocaM U s
OpraHu3aluu UCIIOJTHEHUS OpyTUX

pacnopsAauTCIbHBIX JOKYMCHTOB!
BriOepute o1H OTBET:
a. IPUKa3bl
b. pemenus
C. IOCTAHOBJICHHUS




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

d. pactiopspxkeHust

Bompoc 13

Kakue pacrnopsAuTeIbHbIC JIOKYMEHTBI
OTHOCSATCS K JIOKYMEHTaM, CO3JaBacMbIM B YCJIOBHSX
KOJUIETHAJIbHOCTHU

Bribepure ouH OTBET:

a. peleHus

b. mpukasbl

C. YKa3aHMs

d. paciopskeHus

Bomnpoc 14

Yem MMUCHMO-TIPEITIOKCHUE (oepra)
OTJIMYAETCS OT PEKIAMHOI0 TUChbMa!

Bribepute o1H OTBET:

a. HaAIpaBJIE€TCS MPOAABLIOM MOTEHUUAIbHBIM
MOKYTMATENSAM C MPEATI0KEHUEM TOBAPOB UITU YCIYT

b. He CBA3BIBAaCT MpoOJABIAa 00S3aTEIHLCTBOM
poJaTh TOBap

C. COJEPXKUT HAMEpPEHUE 3aKJIIOUYUTh CHEIKY C
yKa3aHHEM €€ KOHKPETHBIX yCIOBUI

d. ctumynupyer uHTEpec K TOBapy M JKEJaHHE
ero nmpuodpecTu

Bompoc 15

Kaxkoit knaccupukaimoHHBIA TPU3HAK MOJI0KEH
B OCHOBY [IEJIGHHUsS JICJIOBOM MEpEenucKu Ha
OpUIHATIBHYIO U TUYHYIO:

Br16epute o1H OTBET:

a. 10 Ha3HAYEHUIO

b. mo MecTy HaXOXACHUS aapeca

C. TIO TTOJIO’KEHHIO B CHUCTEME IOKYMEHTO000poTa

d. Mo monoXeHuo B HepapXuu yrnpaBIeHUs

Bompoc 16

Kakne miuchbMa MOIMUCHIBAIOTCS IByMsI JTUIIAMA
—  PYKOBOJAWTENIEM  OpraHu3alMd U  TJIaBHBIM
OyXrajiTepom:

Bribepure ouH OTBET:

a. MMCbMa-3arpoChl

b. rapanTuiiHbIe MUCHMA

C. COIPOBOAUTEIBHBIE TUChMA

d. peknamHbIe UChbMa

Bompoc 16

Ha xakoM wu3 uH(POPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB ~ MOXET  ObITb  OQopMiIeH  rpud
YTBEPIKICHHS:

Brib6epute o1H OTBET:

a. CIIUCOK

b. cripaBka

C. aKT

d. cimy>xeOHas 3amucka

Bomnpoc 17

Kakas pazHOBUAHOCTH 3alIMCOK 0OopMIIsIeTCs Ha
OnaHKe OpraHU3aluu:

BriGepuTe ouH OTBET:




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

a. 00bSCHUTEIbHAS 3aIHCKa
b. BHEIIHSAS JOKJIaHAs 3aMHUCKa
C. cimy>ke0OHasi 3amucKa
d. BHYTpEHHSISI TOKJIaIHAs 3aIUCKa
Bomnpocl8
Kakoit BUJ 3aIUCKU 00s13aTeIIbHO
perucTpupyercs:
Bribepure ouH OTBET:
a. BHEIIIHSS JOKJIa{Has 3aMnucKa
b. BHYTpeHHsIsSI TOKJIa{Has 3aMuCcKa
C. 00OBsICHUTENbHAS 3aITHCKa
d. cimy>xeOHas 3amucka
Bonpocl9
Ha xakue pa3HOBHUIHOCTH AENATCS JOKJIATHBIC
3aITMCKH 10 XapaKTepy COACP)KaHUS M Ha3HAUYCHUS:
Bribepute o1H OTBET:
a. BHyTPCHHHUE M BHEIIHNE
b. ourmanpHbIC U TMYHBIE
C. Pa3bsSICHUTENILHBIC U ONPaBIATEIbHbIC
d. wuHUNUMaTHBHBIE, HWHPOPMAIIMOHHBIE U
OTYETHBIC
Bomnpoc20
KakuMm nokyMeHTOM HEOOXOIUMO O(pOPMHTH
pe3yNIbTaThl PEBU3UHU OTJIENa MPOJaK OpraHu3aluu:
Br16epute o1H OTBET:
a. CIIpaBKoOit
b. akrom
C. HH(OPMAIIMOHHBIM NMHCHMOM
d. cBOIKOM.
Bonpoc 21
KakoBo  MuUHUManpHOE  KOJMYECTBO  JIWII,
MOIIHMCHIBAIOIIUX AKT:
Bri6epute o1H OTBET:
a. OIUH
b. Tpu
C. 1Ba
d. geTsipe.
Bomnpoc 22
Ha xakux pabotHukoB HE 3aBoautcs nuunas
KapToyKa:
Bribepute ouH OTBET:
a. Ha paOOTHUKOB, NPUHATHIX Ha MOCTOSHHYIO
paboty
b. 3aBoauTCA HA BCeX paOOTHUKOB MPEANIPHUATHS
0€e3 HUCKIII0UEHUs
C. Ha paOOTHUKOB, NMPHUHATHIX HAa BPEMEHHYIO
paboty
d. Ha pabOTHHUKOB, NMPHUHATHIX Ha PabOTy IO
COBMECTHUTEIBCTBY
Hrorossblii TecT (2 Kypc)
Bormpoc 1
K opranu3aiiMoHHBIM JOKYMEHTaM HpPEANpPUATHS
OTHOCSITCS] BUZBI JOKYMEHTOB:




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

BriGepute oquH OTBET:

a. aKT

b. NOKHOCTHAS MHCTPYKIUS

C. TEXHUYECKHE YCIOBUS

d. pactiopspxeHue

Bormpoc 3

C moMoI11bI0 OTYETHBIX TIOKYMEHTOB pealu3yercs
yrpaBieHdecKas QyHKIHS

Bribepure ouH OTBET:

a. peryJupoBaHus JAesITeIbHOCTH IPEAIPUATHS

b. KOHTPOJIS AEATEIBHOCTU MPEATIPUATHS

C. HOPMAaTHBHO-METOJUYECKOr0  O0ecreueHUs
yIpaBJICHUS PEATPUATHEM

d. opranuzanum aesTeIbHOCTH MPEIIPUATHS
Bompoc 2

COBOKYIIHOCTb JIOKYMEHTOB, 00pa30BaBIIUXCS U
HaKOIUICHHBIX B  MpOIEecce  JeSTeIbHOCTH
OTJENILHOTO (PU3NYECKOTO JIUIA, ITO

Br16epute o1H OTBET:

a. pacnpenenéHHble MH()OPMAIIMOHHBIE PECYPChI
b. BcTpoeHHbIE HH(OPMAIIMOHHBIE PECYPCHI

C. IepCOHAIIbHBIE MH(DOPMAIIMOHHBIE PECYPChI

d. craructrueckue nHHOPMAITMOHHBIE PECYPCHI
Bomnpoc 3

C mnoMompbio OpraHu3allMOHHO — IIPABOBBIX
JOKYMEHTOB  pealu3yeTcs  yIpaBJieHYecKas
byHKIMS

Bribepute o1H OTBET:

a. HOPMATHBHO-METOIMYECKOTO 0OeCreueHUs
YOpaBIeHUS IPEITPUITHEM

b. KOHTPOJIS AESATETLHOCTU PEITPUITUS

C. OpraHu3aluy AeSITeNIbHOCTU MPEAPUSITH

d. perynupoBaHus 1eATEILHOCTH MPEIPUITHS
Bomnpoc 4

Komnozuius nucema — 370. ..

Bribepute o1H OTBET:

a. MOCJIEIOBATEILHOCTh pacToNOKEHUS
MPeJIOKEHUI B TEKCTE JOKYMEHTA

b. «a3piK0Bas hopmysiay MUChMa

C. pacmoJiO)K€HHWE pPEKBU3UTOB THChbMA W
AJIEMEHTOB TEKCTa Ha OJIaHKe

d.  mocnenoBaTenbHOCTh  B3aMMOCBS3aHHBIX
CMBICJIOBBIX qaCTeﬁ, 06’belII/IHeHHI)IX CANHCTBOM
TEMBI

Bomnpoc 5

VYKkaxxuTe BHI JOKYMEHTa, BBIICISIEMBIH 110
GyHKIUM yIIpaBlIeHUs

Brib6epute o1H OTBET:

a. 10Cche

b. oTuér

C. DJIEKTPOHHBIN JOKYMEHT

d. aHKeTa

Bomnpoc 6
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Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

K wuH(pOpMAIMOHHO-CIIPAaBOYHBIM JTOKYMEHTaM
OTHOCSTCS:

BriOepuTe 01H OTBET:

a. MpuKa3

b. ycraB

C. OOBSICHUTEIIbHAS 3aIUCKa

d. mocraHoBIIeHHE

Koutpoasnas padora (2 kypc)

1. Bbl pyKOBOJHMTENh 3KOHOMHYECKOTO OT/Ea.
Bam HeoOxoauMo mpornH(pOPMUPOBATH PYKOBOIUTEIS
OpraHu3aiyu O TOM, 4TOo 3aM. oTaena no AXY He
BBITOJIHSCT MPEANUCAHUS IO O0ECIIEYCHUI0 PadOUNX
MECT IPUHTEPaMH, HHTEPHETOM U B KaOMHETE Balllero
oT/ena HE MpPOBENEH KOCMETHYECKUH pPEMOHT.
OdopMuTe COOTBETCTBYIOIIUN JOKYMEHT.

2. Bwml omosmanm Ha pabory Ha 2 uyaca.
PykoBoactBo motpeboBaio oT Bac 00bscHeHuil.
OdopmuTe COOTBETCTBYIOLINHA JOKYMEHT.

3.  OrtpenaktupyiTe TEKCTbl  CIEAYIOLINUX
nokyMeHTOB. COCTaBbTE UX MPABUIIBHBIN BaAPHAHT.

Hroroselii TecT 3a 2 Kypc

Bompoc 1

Kakoii pa3HOBHIHOCTH MUChMa COOTBETCTBYET
cienyromas s3bikoBasg (opmyna: «lIpencrasnsdio Ha
YTBEPKIACHHE MIPOEKT IJIaHA...»:

Bribepute o1H OTBET:

a. CONPOBOIUTENBHOE TUCHMO

b. mpocrba

c. oepra (TIpeasIoKeHHE)

d. npeacrasieHne

Bompoc 2

Kakum moxkymeHTOM Heo0Xxoa1uMo 0pOPMHUTH BO
n30exaHue HapylieHus HOpM TpPydOBOTO KoOJEKca
MUCbMEHHOE HATIOMUHAHKE O HEOOXOAUMOCTH SIBUTHCS
JUISL TIOJYYCHHS] TPYJOBOW KHWXKKH YBOJCHHOMY
paboOTHHUKY, HE TIOTYYUBIIEMY €€:

Br16epute o1H OTBET:

a. (hakcorpamMmma

b. SMS-coobuieHue

C. AJIEKTPOHHOE COOOIIeHNE

d. 3aka3zHoe nmucbpMo.

Bormpoc 3

B KaKoun JIOKYMEHTALUN 3aKpeIICHO
COKpaIlleHHOEC HAUMEHOBAHHUE OPTaHU3AINH:

Bri6epute o1H OTBET:

a. OpraHu3aluOHHON

b. pactiopsaAuTEeIbHON

C. YUPEIUTEIbHON

d. uHpOpMAITOHHO-CITPABOYHOMN

Bompoc 4

Kakue pekBU3UTBI COCTABISAIOT CIPABOUYHYIO
uHpopMalrio 00 OpraHu3alMu-aBTOPe JOKYMEHTA!

BriGepuTe ouH OTBET:




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

a. KOJ| OpraHu3allid, CIpaBOYHbIE IaHHBIE 00
Opranu3zaium, Koja GopMbl JOKyYMEHTa

b. HauMeHOBaHUE BBILIECTOAIICH OpraHU3aIHH,
Koz opranuzanuu, OI'PH, MTHH/KIIIT

C. CIIpaBOYHBIC JaHHbIE OO0 OpraHu3alUU, KOJ
opraam3aruu, OI'PH, MTHH/KIIIT

d. HarMeHOBaHUE BBIIIECTOSIIECH OpraHU3allu,
CIpaBOYHBIE JaHHBIE 00  OpraHM3aluu, KOJI
OpraHu3zaium, Koa (opMbl JOKyMEHTA.

Bomnpoc 5

Ha  Omamkax  kakux  gokymentoB  HE
yKa3bIBaeTCsl HANMEHOBAaHUE BUJIA IOKyMEHTA:

Bribepure ouH OTBET:

a. CIy»KeOHOro MUchMa

b. JOKHOCTHOW MHCTPYKIIUU

C. CIIPaBKH

d. cimyxeOHOH 3anucKu

Bomnpoc 6

N3 Kakux KOMIIO3MUMOHHBIX YacCTE€d COCTOUT
MPUBEICHHBII HIKE TEKCT MHUChMA:

B COOTBETCTBUU c pacnopsiKeHUEM
@denepalbHOTO  ympaBieHWs O  JeJaM O
HECOCTOSTENbHOCTH (OaHKpoTcTBE) OT 19 OKTAOps
2004 1. Ne 75-P mHampaBiasiem Bam akThl C
KOMIUIEKTaMH JIOKYMEHTOB IO MPEANPUATHSIM:

1. BoctpsikoBckuii MscornepepadbaTbIBaAIOLINI
KOMOMHAT;

2. ®abpuka neTckoit urpymku Ne 3.

Br16epute o1H OTBET:

a. BBeJIeHHEe 00OCHOBaHNE

b. BBeaeHME, 3aKIIIOUYEHHE

c. 000CHOBaHUE, 3aKIIIOYCHUE

d. BBesieHHE, 000OCHOBAHHKE, 3aKIIFOUCHUE

Bomnpoc 7

Vkaxure, Kakas u3 STHKETHBIX
3aKIIIOYUTENbHBIX (pa3 OyIeT yMECTHOM B TEKCTe
JIEJIOBOTO MHUChMA:

Bribepure ouH OTBET:

a. Haneemcs Ha niuTeNnbHOE IUIOAOTBOPHOE
COTPYIHUYECTBO

b. K coxxanenuto, Mbl MO3/HO MOJYYHJIM Ballle
IIPEJIOKEHUE U HE CMOIJIM UM BOCIIOJIb30BaThCS

c¢. Ouens panpl okazate Bam ycnyry

d. K cuactpio, Hamu omnaceHusi 00 OCTaHOBKE
MIOCTaBOK 000PYZOBaHUS HE TIOTBEPIUIIHCh

Bompoc 8

Opranuzanus  Nody4yusia  MHUCBMO-TIPOCHOY
CJIETYIOIIETO CONEPIKAHUS:

IIpocum Bac npemoctaBuTh MeCTO  JUIS
IIPOXOXKACHUS MPEIIUIUIOMHON NPAKTUKU CTYAEHTKE
5 kypca ouHOW ¢opMbl o0OydeHus ¢akynbTeTa
MEeIaroruyeckoro  o0pa3oBaHHMs U CEPBHCHBIX
texHojoruii  ®I'BOY  BIIO  «Marautoropckuit




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

rOCYIapCTBCHHBI YHUBEPCHUTET», IO HAIPABICHUIO
«JloKxyMeHTOBeIeHHE U apXUBOBEIeHUE» MenBeneBoi
Anne Anapeesne ¢ 01 ¢espas mo 28 mapta 2013 r.

VYkaxure, Kakoil W3 BapHAHTOB OTBeTa OyleT
OoJiee MpaBUIIbHBIM:

Bribepure ouH OTBET:

d.

Coobmraem, 4To Hala OpraHu3aIus
IIPEIOCTABUT MECTO JJISl IPOXOXKIECHUS PAKTUKU IS
Ballleil CTYICHTKH.

b.
Ha Bamre muceMo ot ... Ne ... cooOmraeMm, 4to
TOTOBLI MPEA0CTaBUTh MECTO ISt

IIPOXOXKACHUSNPEAINUIITIOMHOM NIPAKTUKH CTYIEHTKE 5
Kypca ouHOW Qopmbl o0yuyeHHs  (QaxyJbTeTa
[earoruyeckoro  o0pa3oBaHHMS U CEPBHUCHBIX
texHoioruit  ®I'BOY  BIIO  «Marauroropckuii
rOCyapCTBEHHBI YHUBEPCHUTET», IO HAIPABICHUIO
«JloxyMeHTOBeIeHNE U apXUBOBEICHUE» MenBeneBoi
Anne Anapeesne ¢ 01 despains mo 28 mapta 2013 1.

C.
COO6IJ_IaeM, 4YTO Hama opraHu3anusa IO0TOBa
npeaoCTaBuTh MECTO JUIA

MPOXOXKICHUANPEITUIIIIOMHON MPAKTUKHU CTYJEHTKE 5
Kypca ouHOW (opmbl 0oOydeHHs  (pakymbTeTa
nefgarorndyeckoro  oOpa3oBaHUSI U CEPBHUCHBIX
texHojoruii  ®I'BOY  BIIO  «Marauroropckuit
rOCyJIapCTBEHHBI YHUBEPCHUTET», IO HAIPABICHUIO
«JloKyMEHTOBEICHUE U apXUBOBEICHUE» MeaBe1eBoit
Anne AnppeesHe ¢ 01 ¢eBpains no 28 mapta 2013 r.
d.

VYBaxaemble KoJern!

Nudopmupyem Bac o Tom, 4TO MBI pajabl
IIPEIOCTABUTD MECTO Ui IIPOXOKICHUS
NPEAJUIUIOMHOM  IIpakTUKU  Bamel  cTyneHTke
MengseneBoit AHHe AHJIpeeBHE B 0003HaueHHbIe Bamu
CPOKH.

Bomnpoc 9
Kaknmu cnoBamu JOJI’)KEH HAYMHATHBCA TCEKCT
MpHUKa3a, eciu ero U3JIaHuE BBI3BAaHO

HEOOXOJUMOCTBIO  OCYUIECTBIIEHUSI ~ COOCTBEHHOMU
JIESITEIBHOCTH 110 MTHUIIMATUBE OpraHU3aliu:

Bri6epute ouH OTBET:

a. «Bo ucnonnenue...»

b. «B cBsBu C...»

c. «<Ha ocHOoBanum...»

d. «B cooTBeTcTBHH C....»

Bonpoc 10

B kakoli yacTu pacrnopsauTeNbHOrO JTOKYMEHTa
HEOOXOMMO TOMEIaTh MepedyeHb JOKYMEHTOB,
YTPAaTUBLINX CHJIy WU TMOAJIeKAIIUX HW3MEHEHUIO B
CBS3M C U3/IaHUEM JIAaHHOT'O aKTa!

BriGepuTe ouH OTBET:
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Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

a. B MIEPBBIX MMYHKTAX PaCIOPAIUTEIbHON YacTH
b. B KOHCTaTUPYIOIIEH YacTH
C. B KOHIIE TEKCTa
d. B 11000M ITyHKTE pacHOPSAUTEILHON YaCTH
Bomnpoc 11
Ykaxure BapuHaHT OQGOpPMIIEHUS OTMETKH 00
ucnonauTene, ycranopieHnsii [[OCT P 6.30-2003:
Bribepure oguH OTBET:
a.
Ilecmpsaxosa Onvea I’ ennaovesna
Ten. 22-34-75
b.
Ilecmpsaxosa O.1".
22-34-75
C.
O.I'. [lecmpskosa
22 3475
d.
Ucn. l[lecmpaxosa Onvea I ennadvesna
22-34-75
Bonpoc 12
Omnpenenure, K KaKOMy OPTraHH3AI[HOHHOMY
JIOKYMEHTY OTHOCHTCS Ipe/jiaraeMblii  (parMeHT
TeKCTa JOKyMEHTa!
1. DupmeHnnoe HaumeHosanue u
MeCmoHaxodicoeHue 0ouwecmsa
1.1.1lonnbim  QpupmeHHbBIM — HAUMEHOBAHUEM
oowecmea seniemcsa: Obwecmeo ¢ 0cpaHuyeHHOU

0mMe8emcmeeHHOCHbIO «MUP». Cokpawennoe
@upmennoe naumenosanue oobwecmea — OO0
«MUP».

1.2.FOpuouueckuii  adpec  obwecmsa: Y.
Cpeouzemnomopckas, 0.1, e Maenumoeopck,
Yenabuuckas oon., Poccus, 455012.

Bribepure ouH OTBET:

a. MOJI0’KEeHHE 00 OpraHu3aluu

b. ycras

C. TpaBHJIa BHEUTHEW TIEPENMCKH OpTaHU3aluu

d. MHCTPYKLHKS IO AETOMPOU3BOJICTBY

Bompoc 13

BriOepure npaBuibHBIA BapuaHT O(OpPMIICHUS
NOANNCH B PACHOPSAUTENILHOM  JOKYMEHTE
opranuzaiuu (IpruKase, paCopsLKEHUN ):

Brib6epute o1H OTBET:

a.
I'eHepanbHBI THPEKTOP [Toamuce
MLII. benskos
12.12.2013
b.
I'enepanbHBII AUPEKTOP
000 «Kommac» [Noanuce

M.II. bensikos
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OneHouHble CpeacTBa

12.12.2013

C.
['enepanbHbIil TUPEKTOP
000 «Kommacy» [Toanuce
MLII. bensikos

d.
['enepanbHbIii TUPEKTOP [Moanuce
M.II. bensikos

Bomnpoc 14

B kakoM mnajexe yKa3blBalOT HAaMMEHOBaHUE
OpraHu3alil U €€ CTPYKTYPHOIrO MOApAa3/CiiCHUs B
pEeKBU3UTE «Apecary:

Bribepure ouH OTBET:

a. B POJIUTEIHLHOM

b. B IMEHUTETHHOM

C. B JIaTEIbHOM

d. B mpeioxkHOM

Bomnpoc 15

VYkaxute BEPHOE Bricka3biBanue:

Bribepute o1H OTBET:

a. Ha Onamke THCbMa  TNPOCTABIACTCS
OTpaHHYUTENbHAS OTMETKa Ui pekBu3uTa «Cchlika
Ha PETUCTPAIlMOHHBIA HOMEpP W JaTy JOKyMEHTa»
CIIEIYIOIIUM 00pa3oM: « oT »

b. Csemenuss B pekBm3utTe «Ccbulka Ha
pPETUCTPALIMOHHBI HOMEp W JaTy JOKYMEHTa»
MIPUCBAUBAIOTCSA OpraHU3aIMeNH-aBTOPOM OTBETHOTO
nUchMa

c. PexBusur «Ccbuika Ha  jmaTy U
PErUCTPALlMOHHBIN HOMEDP TOKYMEHTa» 3alO0JIHAETCS B
MPEUMYIIECTBEHHO B MUChMax-oTBeTax. CBeleHUs B
PEKBU3UT MEPEHOCATCS C OCTYIUBILIETO TI0KYMEHTa

d. Yka3anue naHHBIX O MOCTYMHUBIIEM MUChME Ha
OnmaHke THChbMa B BHJE OTACIBHOTO CCHUIKH Ha
PErHCTPAllMOHHBIN HOMEp M JaTy JOKYMEHTa He
UCKITIOYaeT HeOoOXOJUMOCTU CChUIAThCsl Ha HHUX B
TEKCTE OTBETHOTO MHChMA: B Hayaje TEKCTa MUChMa
Bceraa cienyet nucath «Ha Bam Ne ... oT ...»

Bompoc 16

Kakoe xomoBoe o6o3Hauenue Ha qokymente HE
UACHTU(PUIIUPYET aBTOpa:

Bribepute o1H OTBET:

a. OI'PH

b. MHH/KIIIT

c. OKV I

d. OKIIO

Bompoc 17

Kakas  s3pikoBas  ¢opMyna yMecTHa B
3asIBJICHUU:

Bribepute o1H OTBET:

a. «B MO IpockOe MpoIry He 0TKa3aTh...»

b. «3apaHee nmpu3HATEICH»

c. «BecbMa yoOeautensHo Bac nmpoury»
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KOMIICTCHIIUN

OneHouHble CpeacTBa

d. «npomry Bamiero cornacus Ha...»

3agaHnsl K MPaKTHYeCKOH YacTH 3a4dera ¢
OLlEHKOI 1o Kypcy «/lokymMeHTOBe/1eHnE)

1. KomnnekcHplil aHamm3 JOJKHOCTHOM
MHCTPYKLUU U €r0 PEAAKTUPOBAHUE.

2. KomrmiekcHslit aHaIu3
YUYpEIUTEIBHOTO JOKYMEHTA U €0 peJaKTUPOBAHUE.

3. KomnnekcHplil aHamn3 MOJI0KEHUS MO
OCHOBHOM JI€ATENILHOCTHU U €0 PEIaKTUPOBAHHUE.

4. KoMriutekcHbli aHamu3 paciopsiKEeHUS.

o. KomnnekcHplil aHanu3 mnpukasa 1o
OCHOBHOM JI€ATEILHOCTHU U €r0 PEIaKTUPOBAHUE.

6. KomnnekcHplil aHaJIN3 NOCTAHOBJIEHUS
U €ro peAaKTUpPOBaHUE.

7. KoMIuteKCHBINM aHanu3 penieHuss U ero
penaKkTUpOBaHUE.

8. KoMIutekcHbIl aHamM3 yKa3aHHs U €T0
peaaKkTUpOBaHUE.

9. KomruiekcHblil  aHamu3  CIIy»KeOHOTO
MKACbMa U €T0 PEJAaKTUPOBAHUE.

10. KomruiekcHblif aHaIM3 MPOTOKOJIA U €T0
penaKkTUpOBaHUE.

11. KomnekcHplil aHanu3 akta W €ro
penaKkTUpOBaHUE.

12. KoMruiekcHbId ~ aHAU3  CITy)KeOHOM

3aMUCKU U e€ PCAAKTUPOBAHUC.
13. KommnekcHprii  aHanm3  copaBku W €€
peIaKkTHPOBaHHE

IIpakTHYeckoe 3a]aHMe K 3a4eTy C OLleHKOMH

[IpousBectn (GopMyJISIpHBIN aHaIM3 OIHOTO
nokymeHTa (1o BbIOOpY mpemnomaBatens). K kakoi
cUCTEME, IMOACUCTEME JOKYMEHTAllUd OTHOCHUTCS
JIAHHBIA JTOKyMEHT. B Kakoii/me KOMIUIEKC/bl MOXKET
BOWTHU aHAJIU3UPYEMBIA JOKYMEHT.

BapuaHThl NpHJI0KEHUH

Bapumant 1 - cmpaBka ~ KOHKpPETHOH
OpraHu3anuu

BapuaHT 2- n1cbMO KOHKPETHON OpraHU3alun

BApUAHT 3- MPUKa3 KOHKPETHON OpraHu3aun

Bapuant 4 - pacnopsikeHHE KOHKPETHOM
OpraHu3auu

BapuaHT 5- akT KOHKPETHON OpraHu3alyuu

Tembl kKypcoBbIX padoT (3 Kypc)
1. OcobenHoctu cocraBieHus, O(QOpMICHUS U

MCIIOJIb30BaHUs HOMEHKJIaTypbl nen
OpraHu3aIuy.
2. Tabens GhopM TOKYMEHTOB U AnbOOM

¢dopM TOKYMEHTOB OpraHM3alMil KaK WHCTPYMEHT
COBEPUICHCTBOBAHUS JOKYMEHTAI[MOHHBIX ITPOLIECCOB.

3. Ponb u Mecro  ydpenuTenbHBIX
JOKYMEHTOB B YNpaBJI€HUM  OpraHU3aluei,
0COOEHHOCTHM HX COCTaBJICHHUS, OQOPMIICHHS U
PETUCTPALMH.
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4. Ponp u MECTO
OpTraHru3allMOHHO-IIPABOBLIX AOKYMCHTOB B
yIpaBICHUU OpraHM3aIye, 0COOCHHOCTH
COCTaBJICHUS 1 OPOPMIICHHSL.

5. Ponp m MecTo pacmopsauTENbHBIX
JIOKYMEHTOB B YIIPABIICHUM OpraHU3alUel, TOPSI0K
UX COCTaBJICHUs, 0(OPMIICHHS U HCIIOTHEHHUS.

6. CocraBienue u oopmienue
JOKYMCHTOB, HCIOJIb3yCMbIX pInIb: | OHCpaTHBHOﬁ
nepenadu HHHOPMALUH

7. Pa3HOBUIHOCTH  CIIy’)KEOHBIX IHCEM,
OCOOCHHOCTH MX COCTaBJICHUS U O()OPMIICHUS.

8. Ponb Hu MECTO
HH(OPMALOHHO-CIIPABOYHBIX JIOKYMEHTOB B

VIOpaBICHUU  OpraHu3alMel, OCOOEHHOCTH  HX
COCTaBJICHUS U 0hOPMIICHHS.

9. Ponp u MECTO  yHU(UKAIUH
JIOKyMEHTOB B COBEPIICHCTBOBAaHUU
JOKYMEHTALIMOHHBIX ~TPOIIECCOB, HANPABICHUA U
aTanbl YHU(PUKAIIH.

10. B3anmocBs3p conepxanus U (HOpMBI
JOKyMEHTa, OCOOCHHOCTH UX YHU(DHKALIUH.

3ajaHusA K NPaKTHYeCKOHl 4acTH 3a4eTa ¢
OLeHKOH Mo Kypcy «/lokyMeHTOBeaeHU e

1. KommmekcHBIM aHaau3 OdOJKHOCTHOM
WHCTPYKIIMU U €T0 PEIaKTUPOBAHUE.

2. KomMmexcHbIi aHaIN3
YUYpEIUTEIBbHOTO JOKYMEHTA U €0 peJaKTUPOBAHUE.

3. KoMmmmekcHBIM aHaIW3 MOJ0XKECHUS IO
OCHOBHOM JI€ATENILHOCTHU U €r0 PEIaKTUPOBAHHE.

4. KoMIutekcHbIN aHamm3 paciopsiKeHHUS.

5. KoMmmiekcHblii  aHanu3 TMpukaza o
OCHOBHOM JIEATEIILHOCTH U €T0 PEeIaKTUPOBAHHUE.

6. KoMmiekcHbIl aHaIn3 IOCTaHOBICHUS
U ero peIaKTHPOBaHUE.

7. KommuiekcHbI aHanu3 penieHuss U ero
penaKTUpOBaHUE.

8. KoMmruiekcHbIN aHanu3 yKa3zaHUsl U €ro
penaKTUpOBaHUE.

9. KoMmruiekcHbli  aHanmu3  CIy:keOHOTO
MHACHbMa U €T0 peJaKTUPOBAHUE.

10. KomruiekcHbli aHaIM3 MPOTOKOJIA U €T0
penaKTUpOBaHUE.

11. KoMmiekCHBIH aHalduM3 akKTa M €ro
penaKTUpOBaHUE.

12. KoMmruiekcHbli  aHANMU3  CIIy)KeOHOM
3aMUCKHU U €€ pelaKTUPOBAHUE.

13. KommuiekcHpiit  aHanmu3  crpaBku uU - €€
pEAAKTUPOBaHUE

IIpakTHyeckoe 3aJaHue K 324€Ty C OLEHKOM
[IpousBectn QoOpMyISpHBIA aHAIU3 OJHOTO
JokyMeHTa (mo BbIOOpy mpemnonaBatens). K kakoi
cUcTeMe, IOJCUCTEME JOKYMEHTAllMd OTHOCHUTCS
JAHHBIA JTOKYMEHT. B Kkakoii/ue KOMIUIEKC/bl MOXKET




Kon

Nunukatop A0CTHXKEHUS

I/IH;[H::aTop KOMITETEHITHH OneHouHble CpeacTBa
BOWTH aHAJIU3UPYEMBIN TOKYMEHT.
BapuaHThI NpHJI0KEHUH
Bapmanr 1 - cmopaBka — KOHKPETHOM
OpraHu3aluu
BapuaHT 2- nucbMO KOHKPETHOM OpraHu3aluu
BAapHaHT 3- IPUKa3 KOHKPETHOW OpraHu3aluu
Bapuantr 4 - pacnopsbkeHUE KOHKPETHOM
OpraHu3aluu
BapuanT 5- akT KOHKPETHOM OpraHu3alyu
OIIK-2: CnocobeH HaXoAUTh OPraHU3allMOHHO-YNPABJIeHYECKHE PelIeHUs] NPH pelieHuH

3a1a4 B che

e cBOeil MpoeccCHOHAILHOM 1eiTeJIbHOCTH;

OIIK-2.1:

Ompenenser uenu u
3aJjauyd  YIpaBICHHUS B
chepe cBoeH
npoeCCUOHATBLHON
JESTSIILHOCTH

Bonpocsl k 3auery 2 Kypc

1. OcHOBHbIE (GYHKIMOHATIbHBIE CHCTEMBI
nokyMeHTauuu B Poccniickoit denepanun.

2. Crannaptuzanus 1 yHU(UKALUs TOKYMEHTOB.
YHUGHUIUPOBaHHBIE CUCTEMBI JIOKYMEHTAIIHH.

3. Knaccugukaropsl JIOKYMEHTHPOBAaHHOMH
MH(pOpMaLIUH.

4. OpraHu3annoHHO-pacopsAUTENbHAs
JIOKYMEHTalus

5. TpeboBanus K 0OPMIICHUIO CIIPABOK.

6. TpeboBanusi K  OPOPMIICHHUIO  CBOJIOK,
3aKJIFOYEHUH, OT3BIBOB.

7. TpeboBanust K OQOPMIIEHUIO IIEPEUHEH,
CIIMCKOB.

8. TpeboBanus K IIEPBUYHOU Y4ETHOU
JIOKyMEHTAallUU 110 JTUYHOMY COCTaBY.

9. TpebGoBaHMsI K COTPOBOAUTEIBHBIM MTUCHMaM.
10. TpeboBanus K 0()OPMIIEHHUIO aKTOB.

11. TpeboBanust K OQOPMIICHHIO JOKIJIAJHOM,

citykeOHOM 1 0OBSICHUTENBHOMN 3aMUCOK.
Hrorosblii TecT 32 3 Kypc
Bompoc 1
KTo0 opopmiisier yueTHbIE TUYHbIE KAPTOYKHU:
Bribepute o1H OTBET:
a. pabOTHHK IO KaJpam

b. PYKOBOJIUTEIH CTPYKTYPHOTO
MOJIpa3IeIeHUS
C. 3aMECTHUTENb PYKOBOJUTEISI OpraHU3allu
d. paboTHHK
Bompoc 2

Kaxoi JIOKYMEHT SIBISIETCS OCHOBHBIM
JIOKYMEHTOM O TPYJOBOM JEATEIBHOCTH U O TPYAOBOM
CTake pabOTHHKA!

Bri6epute o1H OTBET:

a. CTpaxoBoe CBUJIETEIILCTBO
rOCYyIapCTBEHHOTO IEHCUOHHOTO CTPaxOBaHUs

b. yueTHas nTuuHas KapTo4yKa

C. TPyIOBasi KHUKKa

d. meHcMoOHHOE YI0CTOBEpEHUE

Bomnpoc 3

Kakve Buabl JUCHUIUIMHAPHBIX B3BICKAHUU
BIUCBHIBAIOTCS B TPYJOBYIO KHUKKY:
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Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

BriGepute oquH OTBET:
a. B3BICKAHUS B TPYJIOBYIO KHIDKKY HeE
3aMHCHIBAIOTCS
b. yBoJIbHEHUE
C. CTpOTHUIl BBITOBOP
d. Bce BHMIBI IUCHUIUIMHAPHBIX B3BICKAHUI
BIIMCBHIBAIOTCS B TPYAOBYIO KHUXKKY.
Bompoc 4
Kakoii H0KyMEHT HE BXOOUT B KOMIUIEKT
JOKYMEHTOB O KOMaHJUPOBAaHUU C  KOJIOBBIM
o0o3HaueHneM ¢popmsl T:
Bribepute o1H OTBET:
a. KOMaHIUPOBOYHOE YI0CTOBEpEHHE
paboTHHKA
b. mpuka3 (pacmopspkeHHe) O HalpaBICHUH
OTIIeIbHOTO PabOTHHKA WM TPYMIbl pabOTHUKOB B
KOMaHIUPOBKY
C. chnykeOHOe 3aJaHue C OT4YETOM O €ro
BBITTOJIHEHUH
d. aBaHCOBBIN OTUYET
Bomnpoc 5
Ha xakue rpynmel genstcs oduuuaibHbIE
JOKYMEHTBI 1o  cdepe  agearenbHOCTH  (TIO
(GYHKIIMOHATBHOMY TPU3HAKY):
Br16epute o1H OTBET:
a. yHU(GUIUPOBaHHbIe/HEYHUUITUPOBAHHBIE
b. pyHKIIMOHATBHBIE/OTPACIIEBBIC
c. opuIHMaIbHBIE/HEODUITATIbHBIE
d. ynpaBrneH4ecKkre/TeXHUIeCKre

Bonpoc 12

Kakomy MOHATHIO COOTBETCTBYET CleMyIOIIas
XapaKTePHUCTHKA!

JloKyMeHTHI, o0Osamaroniue FOPUINYECKON
CUJIOM, W3/1aBaeMble PYKOBOJCTBOM OpTraHM3alUUd M
coJieprKaIime yIpaBJIeHYECKUE pereHus,

HalpaBlI€HHbIE HAa  BBIOJHEHHME  TEKYLIMX U
MEPCIEKTUBHBIX 33/1a4:

Bribepure ouH OTBET:

a. OPraHN3alMOHHO-TIPABOBBIC JJOKYMEHTBI

b. TOKYMEHTBHI 110 TUYHOMY COCTaBY

¢. nH(OPMAITMOHHO-CIIPABOYHBIE TOKYMEHTHI

d. pacnopsauTeNbHbBIE JOKYMEHTBI

Bompoc 13

Kakoii 1okyMeHT siBisieTcsi 0043aTe’abHbIM MIPU
JOKYMEHTHPOBAaHUHM TPYAOBBIX OTHOIICHUH MEXIY
pabOTHUKOM U paboToaTeNeM:

Bribepute ouH OTBET:

a. Tpy/10Basi KHIKKa

b. pexxum Tpyaa

C. IOJDKHOCTHAS! MHCTPYKIUS

d. KOJJIEKTUBHBIHN 10TOBOP

Bomnpoc 14

Kak  [O/pKeH  NOCTYNMTh  WCHOJHMUTEINb,
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Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

MOJrOTOBUBLINH JIeJI0BOE IIUCHMO, eciu
PYKOBOJIUTEINb OT/EA TUIAHUPOBAHUS, BH3a KOTOPOTO
HE00X0/1MMa, HaXOAUTCS B KOMaH/IUPOBKE:

Bribepure ouH OTBET:

a. XJaThb BO3BPAILEHUS PYKOBOAMUTENS OTHENA
TUTAHUPOBAHMS U3 KOMAHIUPOBKU

b. mepegars NUCHMO Ha MOJIUCH PYKOBOJUTEIIO
6e3 BU3BI

C. 3aBU3MPOBaTh MHCBMO Yy 3aMECTUTEIs
PYKOBOJUTENS OTAENA JIAHUPOBAHUS

d. 3aBU3MPOBATH MHCEMO CAMOMY

Bomnpoc 15

K xakoil pa3HOBUIHOCTM IIMCEM OTHOCSTCS
IUCbMA, C TOMOLIbIO KOTOPBIX HPOCIT BBHICIATbH
ounManbHbIE CBEACHUS WU JIOKYMEHTHI:

Bribepure ouH OTBET:

a. MUChbMO-HM3BEIICHUE

b. muceMo-nipocrOa

C. MUChMO-3aKa3

d. mucemo-3ampoc

Bomnpoc 16

VYkaxkure Haubosiee ©KECTKUI» U HeyMeCTHBIN
BapHUaHT OTKa3a:

Bribepure ouH OTBET:

a. B cBs3M C ... Bamie mpeioKeHue HE MOXKET
OBITh MPUHATO

b. B cBs3u ¢ ... Balle MpeaygoKeHUe HaMHU He
PUHUMAETCS

c. B cBi3m c.. genmapramMeHT HE MOXKET
COIJIACUThHCSA C BALLIUM IPeJI0KEHUEM

d. Ilpunsare  Bame  NOpeUIOKEHHE  HE
MPEJCTABISETCS BO3MOXHBIM B CBS3H C ...

Bompoc 17

Kakomy Buxy wuH(pOpMaIMOHHO-CIIPaBOYHON
JOKYMEHTAIIUU COOTBETCTBYET CIIETYIONINI TEKCT:

@DeodepanvHoe  ynpasieHue no  0eiam O
HecocmoamenvHocmu (bankpomcemee) Ha OCHOBAHUU
npeocmasieHHbIX Tyayprvikckum YemMeHmHbIM
3a800om (Openbypeckas oonacmo, noc. Tyeypivik, yi.
Llenmpanvnas, 0.1) Ooxkymenmos OyxeanmepcKou
omuemnocmu no cocmosanuio Ha 30.04.2013:

—  Oyxeanmepckuil banauc (popma 1);
—  omuem o npubwLIAX U yovimkax (ghopma 2)

U NpoBedeHH020  aHanu3a  QUHAHCOBO2O
COCMOsAHUSL NPeONPUSMUsL, YCMAHOBUNO, YMO OAHHOE
npeonpusimue s6IAemcs HeniameddcecnoCOOHbIM U
uMernwumM  HeyoOoB8IemeopUmenbHy0  CIMpyKmypy
bananca (npeonpusimuem-00aHCHUKOM).

Ocnosanue:

Koaghuyuenm mexywen AUKBUOHOCMU — NO
oanancy npeonpusmus =18%,

Ko3¢hhuyuenm obecnevuenHnocmu
COOCMBEHHbIMU _ 0OOPOMHBIMU _ CPEOCMEAMU 1O
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OneHouHble CpeacTBa

oanaucy npeonpusmus = 8%,

Ko3ghhuyuenm e6occmanosnenHuss no  OAIAHCY

npeonpuamus =10%.

Pyxosooumens Cmenanos

11.J]]. Cmenanos

Bribepure ouH OTBET:
a. CIIpaBKa

b. 3akimroueHue

C. OT3BIB

d. cBOKA

HToroswlii TecT (2 Kypc)

Bompoc 1
CBOHCTBO 0pHUIIHATIEHOTO JIOKYMEHTA,
coob1aeMoe emy JEHCTBYIOIUM

3aKOHOJATEIbCTBOM, KOMIETEHLUEH H3/1a0lero
ero OpraHa ¥ YCTAHOBIICHHBIM IOPSIKOM
0(hOpPMIICHHUS - ITO

Br16epute o1H OTBET:

a. IoJIHOTa

b. ayTeHTHYHOCTH

C. KOH(UACHIIUAIBHOCTh

d. ropuamaeckas cuina

Bomnpoc 2

ITocranoBnennem IlpaButenscrBa Poccuiickoit
@enepaunu ot 08.07.1997 Ne 835 «O nepBUUHBIX
YUETHBIX JOKYMEHTaX» YTBEPKIAACTCS

Bribepure ouH OTBET:

a. TEPMUHOJIOTHS B O0JIACTH JIEIOTIPOU3BOJICTBA H
apXMBHOTO JleNa

b. anbOoM 10 YUETY Tpy/Zia U €ro OruIaThl

C. MHCTPYKLUHS TI0 3allOJJHEHHIO TPYJOBBIX
KHIKEK

d. TaGenp yHU(PUIIUPOBAHHBIX (POPM TOKYMEHTOB

Bormpoc 3

O0s3arenbHbIe CTPYKTYpPHBIE 3JIEMEHTHI
CTaHJapTa

Bribepure ouH OTBET:

a. HOPMAaTHUBHBIE CCHUIKH

b. TpeboBaHUS K 00BEKTY CTaHIAPTU3ALUU

C. OTJIaBJICHHE

d. 0003HaueHMS U COKpAILCHHS

Bomnpoc 4

[TepcoHanbHbIe CBEICHUS O IpakJIaHaxX SIBJISAIOTCS
Bri6epute o1H OTBET:

a. nuHpopMmalmen, OTHECEHHOM K KOMMEpUYeCKOn
TaliHe

b. nHpopManueit OTKPHITOTro 10CTyNa

C. KOHQUIeHInaTbHON HHpOpMarueit

d. uH(popManueH, OTHECEHHOM K
rOCyJIapCTBEHHOM TaiiHe
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OIIK-2.2:

Ucnonp3yer
OCHOBHBIE ~ METOABI U
MpUEMbl  OpraHU3alUH,
IJIaHUPOBAHMS,
MOTHBAIUH,
KOOPJMHALIMKA U KOHTPOJISA
npoieccoB B chepe cBoeit
npodeccuoHanbHOM
JIEATEIIbHOCTH

3agaHnsl K NMPaKTHYeCKOW YacTH 3a4dera ¢
OLleHKOI 1o Kypcy «/lokyMeHTOBe1eHn e

1. KommmekcHBIM aHaau3 OdOJKHOCTHOM
WHCTPYKIIMU U €r0 PEIaKTUPOBAHUE.

2. KomMmiekcHbIi aHaIu3
YUYPEIUTEILHOTO JOKYMEHTA U €T0 peJaKTUPOBaHHE.

3. KoMmImekcHBIM aHaau3 MOJ0XKEHUS MO
OCHOBHOM JIEATEIILHOCTH M €T0 PEIaKTUPOBAHHE.

4. KoMIutekcHbIN aHamu3 pacriopsiKeHHUs.

5. KomnekcHplil aHain3 mnpukaza 1Mo
OCHOBHOM JI€ATENILHOCTH U €0 PEIaKTUPOBAHHUE.

6. KoMIuiekcHBIN aHalIn3 IOCTAHOBJICHUS
U ero peIaKTUPOBaHUE.

7. KoMrutekcHbI aHaNM3 pelIeHUs] U €ro
penaKTUpOBaHUE.

8. KoMrutekcHbIi aHaM3 yKa3aHUS M €0
peaaKTUpOBaHUE.

9. KoMmiekcHbIH
MKMCHbMa U €T0 peJaKTUPOBAHUE.

10. KomMrutekcHbIi aHaJIM3 MPOTOKOJIA U €T0
peaaKTUpOBaHUE.

11. KoMIutekcHBIN aHamu3 akKra U €ro
penaKTUpOBaHUE.

12. KoMmiekcHbIiH

3aUCKH U €€ PCAAKTUPOBAHUC.
13. KoMIiekcHbIlE — aHAIN3
pelaKTHUPOBaHHUE

aHaJInu3 cnyxce6Hor0

aHaJIu3  CIIy>KeOHOM

ClpaBKH M €€

IIpakTHYeckoe 3aaHHe K 32a4eTy C OLCHKOH

[IpousBectn (GopMyJIApHBIN aHaIU3 OIHOTO
nokymeHTa (mo BbIOOpY mpemnomaBatens). K kakoi
cUCTEME, IMOACUCTEME JOKYMEHTAllUh OTHOCHUTCS
JIAHHBIA JTOKyMEHT. B Kakoii/me KOMIUIEKC/bl MOXKET
BOWTHU aHAJIU3UPYEMBIA JOKYMEHT.

BapuaHThbl NpHJI0KEHUH

Bapmantr 1 -  cmpaBka
OpraHu3anuu

BapuaHT 2- n1cbMO KOHKPETHON OpraHU3alun

BApUAHT 3- MPUKa3 KOHKPETHON OpraHu3aun

Bapuant 4 - pacnopsikeHHE KOHKPETHOM
OpraHu3aIuu

BapuaHT 5- akT KOHKpPETHOM OpraHUu3alyuu

KOHKPETHOU

OIIK-2.3:

Ymeer
UACHTU(DHUIIUPOBATH
TpeOOBaHUS
HOPMAaTUBHO-TIPABOBOM
cpenbl K cBOEH
npoheccCuoHaNBHOM
OCATCIIBHOCTHU n
eI TEIIbHOCTH
OpraHu3auu

PA3JEJ 1
IIpakTnueckoe 3aganue 1

2. HUcnonp3ys OOmepoccHiickuii K1racCu(pUKaTop
ynpasieHdeckoit ngokymenrarmuun OK 011-93
(pexum
nocryna http://www.consultant.ru/)naiite
TOJIKOBaHME He MeHee TpeM kojmaMm  (opm
KOHKPETHBIX JIOKYMEHTOB YCOP/
U [IECTH KOIaM JAPYTHX YHU(PHUIHUPOBAHHBIX
CHCTEM YIpaBJICHYECKON JOKyMEHTalmu (1o



http://www.consultant.ru/
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BBIOOPY CTYIEHTA).
3aiaHue BBINOJHANTE M0 00pa3my:

Konx 02112312 o6o3Hayaer:
02 — popma mpuHAISKUT K Y HUDUIIUPOBAHHON

cucTeme OpraHU3alMOHHO-PACTIOPSAUTEILHON
JOKYMCHTAllUU,

11 - <¢opma oOTHOCHTCS K HOJKIACCY
JOKyMEHTAllMKM 10  CO3JaHHI0O  OpraHW3allvy,
HPEAPUATHL;

231 — peructpanioOHHBIN HOMEP (OPMBI BHYTPH
nojkiacca — popmbl YCTaBa;

2 — KOHTPOJILHOE YHUCIIO.

VYcraB sBnsercss 00s3aTENbHBIM JIOKYMEHTOM
JUTSL pa3NIUYHBIX OPraHU3alMOHHO-TIPABOBBIX (OPM, H
ero COCTaBlieHHE M O(OPMIICHHE PETrIIAMEHTHUPYETCS
3akoHoarenscTBOM. OtcyrcTtBUe B OKY /I unnekca u
NEPUOIMYHOCTH  00O03HAYaeT, 4YTO OpraHU3aIUs
COCTaBIsieT U 0(hOPMIISET yCTaB CaMOCTOSITENBHO, 0e3
OMOpbl  Ha OOIIEPOCCHHCKHE YHU(PHUIUPOBAHHBIC
dopmel. [Ipu coctaBieHun u odopmieHUH YycCTaBa
HEOOXOJUMO ONUpaAThCsl Ha 3aKOHOJATENIbCTBO U
I'OCT P 7.0.97-2016

IIpakTHyeckoe 3aaume 2 K pasjaeny 1

2.1. Ucnionb3yss uHpOpMAIMIO 00 OCHOBHBIX
pexkBuzutax OPJ[ B  mepeuncieHHBIX  HUXKE
JIOKYMEHTaX, 3alOJHUTE TaObIuIly. 3amoiHss TabIuiy,
CTapaiiTeCch OTpaXkaThb CXOXUE€ N0 (YHKIMH U
COJICPKAHUIO PEKBU3UTHI HAa OJHOW CTPOKE JUIst
obneryenusi cpaBHeHUs. Ha3BaHusT PEKBHU3UTOB,
OTpaXKEHHbIE TOJBKO B JAHHOM aHAIU3HPYEMOM
JIOKYMEHTE, OOPMIISIATE K KOHITY TaOJIMIIBL.

HanmenoBan

Hanmeno
Hanmenoue pexBusura B

BAHNE

BaHNE [ IpaBuriax o

[PEKBU3UTa B
I/ [PEKBU3HUTA  B|IEIONPOU3BOACTB

['OCT P
I 'C10Y y u Meron.

6.30.-2003
[peKOMEH JanusxX

2.2. .Omnupasch Ha JaHHbIE, TNOJYYECHHbIE B
TabiuIe, chaelaiTe COOTBETCTBYIOIIUE BBIBOABI U
KOMMEHTApUHU: COBIAJAET JIM COCTaB M Ha3BaHUs
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PEKBU3UTOB B MPEJCTABICHHBIX JIOKYMEHTaX; KaKue
PEKBU3UTHI IOBTOPSIOTCS U B KAaKUX JOKYMEHTax;
KaKHe pPEKBU3UTHI HAXOISAT OTpPaXEHHE TOJIbKO B
OJIHOM M3 JIOKYMEHTOB, KaKH€ TOJIKO B JIBYX.

2.3. Kakumu u3 POaHAIU3UPOBAHHBIX
JIOKYMEHTOB JIOJIKEH PYKOBOJCTBOBATHCS
COBPEMEHHBIN JeI0NPOU3BOIUTENb IPU OPOPMIICHUN
OpraHU3alMOHHO-PACHIOPSAAUTEIbHON TOKyMEHTALUN?
[Touemy?

TecT Kk pazaeny2

Bompoc 34

Tekct Bomnpoca

Kakue pexkBH3WTHI BKIIOYAET OOLIM OiMaHK
OpraHU3aMOHHO-PACTIOPATUTEILHOTO JIOKYMEHTa
cormacHo 'OCT P 7.0.97-2016:

Bribepute o1H OTBET:

a. l'ocynapctBennsiii rep6 PO (I'epb cyOnekTa
P® unu smOnema opraHu3anuu, TOBApHBINA 3HAK (3HAK
obcmyxuBanus)), kox opranuzamuu (mo OKIIO),
OI'PH, MWHH/KIIII, cnopaBouHble JaHHBIE 00
OpraHu3aly; HaUMEHOBAaHUE OpraHU3alMh, MECTO
COCTaBIICHUS W U3JIaHus JTIOKYMEHTA,
OTrpaHUYUTENIbHbIE OTMETKM ISl JaThl JOKyMEHTa,
PETUCTPALIMOHHOTO HOMEpa JOKYMEHTA, CCBUIKM Ha
pPErUCTpPAllMOHHBIA HOMEpP M JaTy JIOKyMEHTa,
ajzipecarta, pe30JIOLNH, 3aT0JI0BKA K TEKCTY, OTMETKH O
KOHTpOJIE, TEKCTa

b. I'ocynapctBennsliii rep6 PO (I'ep6 cyobekra
P® unu smOema opraHu3aiyu, TOBApHBIN 3HAK (3HAK
00CITy>)KMBaHUs)), HAUMEHOBAaHHE OPraHU3aIIH, MECTO
COCTaBJICHUS W U3JlaHus JTIOKYMEHTA,
OTPaHUYUTENIbHBIE OTMETKU AJIA JaThl JOKYMEHTAa U
PErUCTpallMOHHOTO HOMEpPA JOKYMEHTA

C. HAUMCHOBAaHWE  OpraHM3alMH, MECTO
COCTaBJICHUS] WJIM W3JIaHUS JOKYMEHTa, CIpaBOYHbIE
JTaHHbIE 00 OpraHu3alluy, OrPaHUYUTENbHbIE OTMETKU
JUTSI 3ar0JIOBKA U TEKCTa IOKyMEHTa

d. T'ocynapcrBennsiit repd PO (I'epb cyObekra
P® unu smOnema opraHu3aiuu, TOBApHBIN 3HAK (3HAK
oOClly’)kKMBaHUs)),  HAaUMEHOBaHME  OpraHM3allly,
HAaUMEHOBAaHME BHJIa JOKYMEHTa, MECTO COCTaBIIEHUS
WJIU U3JaHUs TOKYMEHTAa, OTPAaHUYUTENIbHbIE OTMETKHU
JUIsL 1aThl JOKYMEHTa, PEerucTpalioHHOTO HoMepa
JIOKYMEHTa, CCBUIKM Ha JaTy M PErucTpallMOHHBIN
HOMEp JIOKyMEHTa, 3arojioBKa K TEKCTY, OTMETKU O
KOHTpOJIE

Bomnpoc 7

Tekct Bompoca

HaumenoBanust opranuzanuii u cyObeKTOB
Poccuitckoii  denepannu, HMEIKUX HapsAay C
rOCyIapCTBEHHBIM sI3bIKOM Poccuiickoit denepannu
(pycCcKMM)  TOCYJApCTBEHHBIH  SA3BIK  CYOBEKTOB
Poccuiickoii denepany neyaTaroT:
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BriGepute oquH OTBET:
a. BCE BApUAHTHI BEPHbI
b. Ha rocy1apcTBEHHOM s13bIKE PD
C. Ha s3bIKe cyOBekTa PO
d. Ha BYX s3bIKax (HA rOCYJapCTBEHHOM SI3bIKE
P® u Ha a3bike cyObekTa PO)

Bonpocsl k 3auery 2 Kypc

1. IOpuanueckas cuiia JIOKYMEHTA.
HopmaruBHO-MeTOMueckass  06aza  odopMiieHuUs
JIOKYMEHTOB.

2. TpeboBanusi K O(GOPMIICHHIO PEKBHU3UTOB
3aroJIOBOYHOU 4acTH

OpraHU3alMOHHO-PACTIOPSAUTENBHBIX  JTOKYMEHTOB
cormacHo 'OCT P 7.0.97-2016

3. TpeboBanust K O(GOPMIICHHIO PEKBH3UTOB
coaepKaTeIbHOM 4acTu
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX  JTOKYMEHTOB
cormacHo 'OCT P 7.0.97-2016

4, TpeboBanust K O(GOPMIICHHIO PEKBH3UTOB
ohopMIIAIOIICH 4acTH
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX  JTJOKYMEHTOB
cormacHo 'OCT P 7.0.97-2016

Hrorosblii TecT 32 3 Kypc

Bomnpoc 6
Kakum JIOKYMEHTOM JTOJIKHBI
PYKOBOJCTBOBAThCS JEJIONPOU3BOTUTENH npu

JOKYMEHTHPOBAHUM 3TAallOB TPYJIOBOrO LHKJIA — OT
npuemMa Ha paboTy HOBOTO COTPYJHHMKA [JO €ro
YBOJIbHEHUS:

Bribepure ouH OTBET:

a. l'ocynapcrBeHnHast cucrema
JIOKYMEHTAllMOHHOTO ~ O0ECNeYeHusi  YIpaBJIeHHUS.
OcHoBHble monoxkeHus. OOmue TpeboBaHUS K
JOKYMEHTaM M  cIOyk0aM JOKY-MEHTal[MOHHOI'O
obecrnieueHus

b. TOCT P TOCT P 7.0.97-2016
«YuaudumpoBaHHas cucrema
OpraHU3alMOHHO-PACTIOPSAUTEIBHON JTOKYMEHTAIHH.
TpeGoBanus k 0pOpMIIEHUIO JOKYMEHTOBY

c. AnpOom  yHMUUUpPOBAaHHBIX  (opM
MEPBUYHOHN YUETHOU JOKYMEHTAIINHU TI0 YUEeTy TpyAa U
ero oIartbl, YTBEpXKACHHBIM llocTaHoBIEHUEM
I'ockomcrara Poccnn

d. Obepoccuiickuit KJaccudukarop
YIIPABICHYECKON JTOKYMEHTAIUN

Bomnpoc 7

OTMETUTH BOIIPOC

Kakoe ompeneneHue OPUANYECKOM  CHIIBI
JIOKyMEHTa SIBIISIETCS CTaHJAPTHU3UPOBAHHBIM
(3axperuieno B TOCT P 51141-98):

BriGepuTe ouH OTBET:
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KOMIICTCHIIUN

OneHouHble CpeacTBa

a. OpUAMYecKas CcuiIa JOKyMEHTa — 3TO
CBOHCTBO O(UIMAIBHOTO JOKYMEHTa, COOOIaeMOoe
eMy JeUCTBYIOIIUM 3aKOHOJATEIbCTBOM,

KOMIIETEHIIMEW  MW3JaBIIEr0  €ro  opraHa u
YCTaHOBJICHHBIM HOPSAIKOM 0(OPMIICHHS

b. ropuaunyeckas cuia JOKyMEHTa — 3TO
CIIOCOOHOCTh YIPaBIECHYECKOTO JIOKyMEHTa
BBICTYNIaTh B KauyecTBE  O0s3aTENbHOTO  JJIs
YYaCTHUKOB YIPABJICHUSA: OPraHOB YIPAaBICHUS, HX
CTPYKTYPHBIX  TOJpa3ieieHHi,  OOIIEeCTBEHHBIX
OpraHu3anuii, JOJKHOCTHBIX JIML, TOCYJapCTBEHHBIX
CITyXalllX U FpaXKaaH

C. IOpUAMYECKas Cuia JIOKyMEHTa — 3TO
COOTBETCTBUE JOKYMEHTHPOBAaHHOW HH(MOpMaLUU
TpeOOBaHUSAM  O(UIMATBHOCTH,  JOCTOBEPHOCTH,
O0OBEKTUBHOCTH, OECCHOPHOCTH, OCHOBAaHHBIM Ha
3aKOHOJATEIbCTBE

d. mopumuyeckas cuia JOKyMEHTa — 9TO
yCIIOBHE, TpPHU KOTOPOM HWHGOpManus JOKyMEHTa
MO3KET OBITh HCIOJIb30BaHa B cdepe ympaBieHus 0e3
COMHEHHUS B €€ JIOCTOBEPHOCTH JIl OCYLIECTBIICHUS
JIFOOBIX JIEWCTBUI

Bompoc 8

OTmeTHuTh BOIIpPOC

KakoMmy TepMHHY COOTBETCTBYET ClIEyIOIlIEe
CTaHAapTU3UPOBAHHOE OIpeieleHNe (3aKpeIICHHOE B
I'OCT P 51141-98): «.... — 3TO mpoOCTaBIeHUE
HEOOXOIUMBIX PEKBU3UTOB, YCTaHOBJICHHBIX
NpaBUJIAMU JTOKYMEHTUPOBAHUS

Bribepure ouH OTBET:

a. opopmiieHrE TOKYMEHTa

b. yaudukanus 1oKymeHTa

c. hopmysip-oopazers

d. cocTaBiieHue JOKyMeHTa

Bormpoc 9

OTMeTuTH BOIIPOC

Kakoii  gOKyMeHT  SBIME€TCS  OCHOBHBIM
aKTyaJbHbIM HOPMAaTHUBHBIM JOKYMEHTOM B OO0JIaCTH
COCTaBJICHUS u odopmIieHus
OpraHu3alMOHHO-PACHOPSAUTEIBHON JOKYMEHTAIMH:

Bribepute ouH OTBET:

a. 'OCT P 6.30-2003

b. [IpaBuna genonpon3BoAcTBa B (hefepaabHbIX
OpraHax HCIOJHUTEIPHON BIIACTH, YTBEpPXKICHHBIE
[TocranoBnennem IlpaButensctBa PD ot 15 uronHs
2009 r. Ned77

c. OKYJ — OK 011-93. OOmepoccuiickuii
KJacCU(UKaTOp  YHpPaBICHYECKOH JIOKyMEHTAallWH,
yTBepxkaeHHbIA [locranoBiennem I'occranpapra PO
ot 30 nexabps 1993 r. Ne229

d. T'CAOY - TocynmapcTBeHHas cucTeMa
JOKYMEHTALlMOHHOTO ~ O0ECTEYEeHUsI  YIpPaBJICHHUS.
OcHoBHBIE ToJIOkeHUs1. OOmme TpeOboBaHHS K




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

JOKyMEHTaM H©  CIy)x0aM  JTOKYMEHTaIlMOHHOTO
obecrieueHus, yTBEpKICHHAs MpuKa3oMm [ nmaBapxuBa
CCCP or 23 maga 1988 r. Ne 33

Bomnpoc 10

B kakoMm ciywae yupexIeHUE HMMEET IIPaBO
YAOCTOBEPATh  JIOBEPEHHOCTb  HAa  IIOJIYYECHHE
JIEHEKHOI0 BKJIaJa B OaHKeE:

Bribepure ouH OTBET:

a. €CIM JOBEpPUTENIb U JIMIO, KOTOPOMY OH
JIOBEPSIET, SBJISIIOTCS TpakaaHamu Poccuu, XOTS U He
ABJISIIOTCS] pAOOTHUKAMU JIAHHOTO YUPEXKIECHUS

b. ecnu noBepuTenb SBISETCS PAOOTHUKOM
JTAHHOTO YUPEXACHHUS, a JINLI0, KOTOPOMY OH JOBEPSIET,
HE SBJISIETCSl pAOOTHUKOM JIaHHOTO YUPEXKICHUS

C. €cad  JIOBEpUTENb  HAXOAWUTCA  Ha
CTAI[MOHAPHOM H3JICYEHUH, HO SBIISETCS paOOTHHUKOM
JAHHOTO YUYPEXKICHMsS, W JHULO, KOTOPOMY OH
JOBEPSIET, TAKKE SBIAETCS PAOOTHUKOM JIaHHOTO
YUpEXKIECHUs

d. ecnu noBepuTens He SABISETCS PAOOTHUKOM
JTAHHOTO YUPEXACHHUS, a JINLI0, KOTOPOMY OH JOBEPSIET,
ABJIIE€TCS paOOTHUKAMH JAHHOTO YUpEXKJICHUS

Bomnpoc 11

Kaxon PEKBU3UT UCIIOJIb3YETCS JU1sL
YAOCTOBEPEHUS JIEKTPOHHOIO JOKYMEHTA:

Br16epute o1H OTBET:

a. JJIEKTpOHHast LU(pOBast MOANUCH

b. uaeHTHPUKATOp  DIEKTPOHHON  KOMHUHU
JIOKyMEHTa

C. Koa (OpMBI IOKYMEHTa

d. perucTpallMOHHbIN HOMEp TOKYMEHTa

Bomnpoc 18

Ha KaKuX OnmaHKax pacronaraercs
lNocynapctBennsiii rep0 Poccuiickoit denepanuu B
OJIHOLIBETHOM BapHaHTe:

Br16epute o1H OTBET:

a. pemiennii BepxoBHoro Cynma Poccuiickoin
denepanuu

b. MeXBEJOMCTBEHHOI KOMHUCCHM MO 3alUTe
TrOCYIapCTBEHHOW TaTHBI

c. JUIUIOMaTHYECKUX  NPEICTaBUTENIBCTB,
KOHCYJIbCKUX YUPEXKICHUNH M HMHBIX OQHUIHATIbHBIX
npeacraBuTensCTB  Poccuiickon  Penepanuu 3a
npexaenamu Poccniickoit denepanun

d. Anmunucrpanun Ilpesuaenta Poccuiickoit
denepanun

Tembl KypcoBbIX padoT (3 Kypc)

1. Porp um Mecto rocygapCTBEHHOM CHCTEMBI
CTaTHUCTUKU B YIPABJIEHUU HAIMOHAJIbHBIMU
WH(POPMAITMOHHBIMH PECYypPCaMH.

11. Hcropust cTaHOBJIEHUS OTEYECTBEHHOMN
CTaHJAPTU3aLUHU TOKYMEHTALIMOHHBIX ITPOLIECCOB.




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

12. Wcropust cTaHOBIEHUS COBPEMEHHBIX
(YHKIIMOHATBHBIX ~ CHCTEM  JIOKyMEHTAallUU B
Poccuiickoit deneparumu.

13. Ocobennoctu roCyIapCTBEHHOM
CUCTEMbl HAYYHO-TEXHUYECKOM TOKYMEHTAIIHH.

14. Ananuz CUCTEMBI KaJpOBOi1
JIOKYMEHTaIlUU TOCYJapCTBEHHOI OpraHu3alltu.

15. Xapakrepuctuka ECKK TOCH, eé

polb B YOpaBICHWH  HAIMOHAILHBIMU

MH(OPMaLIMOHHBIMU PECYpCaMHU.

YK-6: Cnocoben ynpapJjsiThb ¢
TPAeKTOPHUIO CAMOPA3BUTHSI HA OCHOBE

BOMM BPEMEHEM, BBICTPAUBATHL M pPE€aAJU30BbLIBATDH
NMPUHIMAIIOB oﬁpasoBa}mﬂ B TeUeHHe BCel KN3HU

YK-6.1: Hcnons3yer KoutpoabHnas padora (2 kypc)
MHCTPYMEHTBl M METO/IbI 2. Bbl omo3ganiu Ha pabory Ha 2 daca.
yopaBieHusi  BpeMeHeM | PykoBoacTBo morpeboBaiio oTr Bac o00bscHeHuid.
npu BoInosHeHNH | OhOpMUTE COOTBETCTBYIOIINN JOKYMEHT.
KOHKPETHBIX 3ajad, IIpakTyeckoe 3aanue Kk Teme 2.3
IIPOCKTOB, npu [Tonb3ysace «Hopmamu BpemeHu Ha pabOThI 1O
JTOCTHKEHUU JIOKYMEHTallMOHHOMY OOECIIEYCHHIO YIIPABICHYECKUX
MOCTAaBJICHHBIX LIEJeH CTPYKTYp (enepaibHBIX OpPraHOB HCIIOJHUTEIHHON
BJIACTW», yCTaHOBHUTE 3((HEKTUBHOCTh YHUDUKAINU
dbopm nokymeHToB. [IpuBenure npumep.
YK-6.2: Ornpenenser NpUOPUTETHI IIpakTuyeckoe 3aganue 8 (3 xKypc)

coOCTBEHHOM
JIEATENHHOCTH,
JINYHOCTHOT O pa3BI/ITI/I$I nu
npodeccHoHaTBEHOTO
pocra

Bbl X0oTHUTE YCTPOUTHCS NEIOINPOU3BOIUTEIIEM.
CocraBbTe U151 ceds pe3toMe.

Tecrt 2.4
Kakoii 10KyMeHT HeJIb3sl OTHECTH K JIUYHBIM
AOKYMEHTaM:
Br16epute o1H OTBET:
a. XapaKTepUCTHKa
b. pe3tome
C. TMYHAs KapTOUKa
d. aBrobuorpadus
Ha xaxkom Buzge
odopmisieTcs aapecar:
Bribepute o1H OTBET:
a. XapaKTepUCTHKA
b. TOBEpEeHHOCTH
C. pe3rome
d. 3asBneHue
Tect k Teme 2.4 (3 Kypc)
N3 nepeuncieHHbIX HUKE BUI0B IOKYMEHTOB

JUYHBIX JO0KYMEHTOB

BbIOepUTE  HOPMATHBHBINI NpaBoOBOM aKT,
SIBJSIIOIIUICA  OCHOBHBIM B  peryJMpOBaHUU
TPYAOBBIX MPaBOOTHOIICHUH paGoToaarens
(rocyiapcTBeHHOH OpraHu3anuu, COOCTBEHHUKA
NnpeanpusaTHs) U padoTHUKA:

Bribepure o1H OTBET:

a. AnbOom ¢QopMm mepBHYHON  ydeTHOM

JIOKYMEHTAIIMH TI0 TPYAOBBIM OTHOIICHUSM
b. Tpya0BOIi TOTOBOD
c. TpynoBoii kogekc PO




Kon
Nunukatop A0CTHXKEHUS
WHAKATOP O1neHoYHBIE CPEICTBA
a KOMITETCHITHH
d. TpyioBOe cornamieHne
YK-6.3: OnenuBaer TpeOOBaHUS Tembl KypcoBbIX padoT (3 Kypc)
pBIHKA Tpyaa u 1. Ponrb ©  MecTo  JOMKHOCTHBIX
IPEUIOKEHUS MHCTPYKIMH MIEpCOHAlIa B YIPABICHUN OpraHU3aIneH,
00pa3oBaTeNbHBIX YCIYT | OCOOCHHOCTH UX Pa3paboTKH, 0hOpMIICHHS.
TUTST BBICTpaUBaHUS 2. OCHOBHBIC HAIPABJICHHUS BHEIPCHUS
TPaeKTOPUH YC]I, 3amaun rocyaapcTBEHHOrO HaA30pa H
COOCTBEHHOTO oTpacaeBoro KoutpoJis Buenpenus Y CJI.
npodeccuoHaIbHOTO
pocra
YK-7: Cnocoben MO1ePKUBATH JMOJKHBII YPOBEHb (pusnueckoi
NO/ATOTOBJICHHOCTH /i1 o0ecneyeHHs] MOJTHOLEHHON couuaabHOi M npodeccHoHAIbHOMI
AeATeJIbHOCTH
YK-7.1: BriOupaer Tect Kk Teme 2.1
3I0poBbecOeperaroIme Jna obecneuenusn OnMUMAanbHOu
TEXHOJIOTUHU UL | padomocnocoonocmu U COXPAHEHUA  300P06b:

HOJJICPKAHUS  3T0POBOTO
o0Opa3a XHU3HU C Y4YETOM
(HU3HOIOTHIECKIX
0COOEHHOCTEH opraHu3Ma
U YCIOBHH peaju3anuu
npodeCCHOHATIBHON
JeATEIILHOCTH

npogeccuonanvhvix nonvzoeameneii IIBM u B/]T
Ha  npomajdiceHuu  padoyeco  OHA  O00IHICHBI
YCmanaeueamsca peznamenmuposanmole
nepepuievl. Yem pezynrupyemcs ux epema?

a) IPOIOJDKUTEIBHOCTBIO pabouero JIH;

0) BUIOM TPY/IOBO JESITEILHOCTH;

B) KaTeropuen Tpy10BOM e TeIbHOCTH;

I') BCE OTBETHI BEPHBI.

Ilpu 8-uacoeom pavouem one u paoome na B/IT u
113BM onsa 1 zpynnbul paoom -
peznamenmuposannvie nepepuient cnedyem
ycmanaenueams:

a) uepe3 2 yaca OT Hayaja paboueil cMeHbI U uepes 2
qaca nocine 00eIeHHOT 0 nepepsiBa
IIPOJOJKUTEIBHOCTBIO 15 MUHYT Ka)KIblif;

0) depe3 2 yaca OT Hayasia paboyeil CMEHbI U uepe3
1,5-2 Jaca ocJie 00€eIEHHOTO nepepbiBa
MIPOJIOJKUTENIBHOCTEIO 15  MUHYT KaxAbld WM
IPOJOJKUTENBHOCTBIO 10 MUHYT uepe3 KakIplid dac
paboThI;

B) uepe3 1,5-2 yaca oT Hayasa paboueil CMeHbI U yepe3
1,5-2 yaca mocime  00eIEHHOTO  IepepbiBa
IPOJODKUTENBHOCTEIO 20 MMHYT KaXIbld WK
IIPOJIOJKUTENIBHOCTRIO 15 MUHYT yepe3 Kaxablid dac
paboTHI.

I') HET BEPHBIX OTBETOB.

VYK-7.2:

[Tnanupyer cBoe pabouee
U CcBOOOJHOE BpeMs st
ONITUMAJBHOTO COYETaHUS

buznIecKoit u
YMCTBEHHOW Harpy3ku u
obecrieueHus
paboTocmocoOHOCTH

IIpakTyeckoe 3aganue K Teme 2.4

N3yunte  HOpPMBI ~ BpPEMEHM 10  CO3/IaHHIO
OpPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB, IOJIB3YSChH
neiictByromuMu  «Hopmbl BpeMeHu Ha paboThl 1O
JIOKYMEHTALlMOHHOMY O0€CIEUeHHUI0 YIPaBICHYECKHX
CTPYKTYp (enepaabHbIX OPraHoB MCIIOJTHUTEIbHON
BracTW». Ha3oBuTe BHUJ OpraHn3aliMOHHO-IIPAaBOBOIO
JIOKYMEHTa U BPEMs €r0 COCTaBJIEHUS U 0OpMIIEHUSI.

Tecr 2.4

Kaxkoe Bpemsi (B 4acax) OTBOAHUTCH HA MOATOTOBKY
MOJIOKeHHUsI 0 CTPYKTYPHOM noapa3faeaeHun?




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

a) 12,3
6) 20

B) 20,7
r) 150

Ha3oBuTe HOpPMATHBHBIN COCTAaB JACHCTBUI 10
MOAr0OTOBKE MHCTPYKIHUH IO JOKYMEHTAUMOHHOMY
00CJIy’>KMBAHHIO (JIEJI0NIPOU3BOICTRY).

a) U3y4YeHHE HOPMATUBHO-METOJIUYECKON U MPABOBOM
JUTepaTyphl M IUTAaTOB  (eAepalbHOro Oprasa,
GyHKIMH W 3a7ad  MOJpPA3ICICHHM,  3aHSATBHIX
JIOKYMEHTAllMOHHBIM ~ OOECIIeYeHUEeM  yIpaBJeHHUS,
MOATOTOBKA MHCTPYKIMHU, KOPPEKTUPOBKA, IIeYaTaHUE,
YTBEPKICHHUE, PA3MHOKEHHUE;

0) u3yueHHWE NPAKTUKH pabOTHl KOJUIETHATBHOTO
OpraHa, TeXHOJOTUHU MOATOTOBKH MAaTepUajoB AJis €ro
(YyHKIMOHUPOBAHUS; MOATOTOBKA POEKTa
periiaMeHTa, COIJIaCOBaHUE CO  CTPYKTYpPHBIMHU
MoApa3ieICHUSMH; rnevyaTaHue, YTBEPKJICHHE,
Pa3MHOKEHUE, PACCHLUIKA;

B) cOop Tabeneil  yHUPUIHMPOBAHHBIX  (HOpPM
JIOKYMEHTOB CTPYKTYPHBIX nojpasieseHui
(dbenepalibHBIX OPraHOB HWCIIOJHHUTEILHOW BJACTH,
aHaJIM3 BBISIBJICHHOTO KOMILIEKCA YIPaBICHUYECKUX
JIOKYMEHTOB; omnpeiereHue 1es1ecoo0pasHOCTH
CO3[1aHUs U NPUMEHEHUSI KOHKPETHBIX JIOKYMEHTOB.
BBISIBIICHUE COCTaBa HEYHUPUIIUPOBAHHBIX (HOpM
JIOKYMEHTOB, UCKITIOUEHHE AyOIUPYEMbIX JOKYMEHTOB
1 HEMPaBOMEPHO HCIOJIb3yeMBIX (OPM JTOKYMEHTOB,
TpynnupoBKka (GopM TOKYMEHTOB MO (YHKIHUSAM U
YIpaBICHYECKUM 3a/1auam, MOATOTOBKA,
COrJacoBaHWE U YTBEpPXKACHUE EOUHOro Tabens
YHUGUIUPOBAHHBIX (HOPM;

I) U3y4eHUE HOPMATHUBHBIX IPABOBBIX  AKTOB
METOIMYECKUX JIOKyMEHTOB, MOATOTOBKA
MHCTPYKIIUH, COrJIacoBaHUE, KOPPEKTHUPOBKA,
neyaTaHue, pa3sMHOXKCHHE.

YK-7.3:

Cobmonaer U
[ponaraHupyeT HOPMBI
3I0pOBOTO 00pasa KU3HU
B Pa3JIMYHBIX KWU3HCHHBIX

CUTYaIUIX u B
npodecCuOHATbHON
JEeSTEIIbHOCTH

IIpakTyeckoe 3aganue K Teme 2.4

3anoJHUTEe KapTy CaMOOLIEHKH 310pOBOro oopasa
#«km3HH  (3OK) cy0ObeKTOB  ynpaBJIeHYeCKOro
npouecca M caeinaiite BbIBOABI 0 CBOeM o00pase
JKM3HHM KAaK  COCTABJISAIONIENl  YeI0Be4ecKoro
kanurtaaa. Kakue pexoMeHnaanuu Bbl 121 ObI cede
JJIsl MOBBILICHUSI CBOET0 YeJ0BEYeCKOro Kanuraia
B ILUIaHe 310poBbsi? Kakux AeicTBUIl BbI KIeTe OT
cBoero Oyayuiero padoromaresisi ¢ TOYKH 3PeHUs
COXpaHeHMsIT M  BOCIHPOM3BOJACTBAa  3/0POBbS
padoTHUKOB ciay:x0b1 JIOY?

B kakoM JoKymeHTe cjieAyeT 3aKpenuThb
TpeOOBaHUSI K COOJIIOJEHMI0 30pPOBOro oOpasa
JKM3HH PA00THUKOB OPraHM3alMu (C TOYKH 3peHus
padoOTHUKOB U padoronareis)?




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

NoNe| Cocrasmstomue (30K) |Onenk |O6mu | Cpeaau
/1 |uenoBeka u nmosuiu 1o |a 30X it 6amn| i 6amn
KaXIOHM COCTaBJIAIOLIEH B
Oasutax
432l1)0
1. Co0ur0aeHHe JJHYHON r'HrHeHbI
1.1. ['uruensl Tena
1.2. [urueHs! onex bl
1.3. [Curuensl mocrean
1.4. [urueHsl XUInuIa
1.5. [uruena CBOET0
abouyero Mecta
2. PanuoHajnLHOE MUTAHHE
2.1. bamanc B IHILEBOM
paroHe OENIKOB, KHUPOB|
1 YTJICBOJIOB
2.2. Hamuuue B MULIE
BUTAMUHOB
2.3. [Haimuue B MULIE
MUHEPATHHBIX BEIICCTB
2.4. [[IpupomocooOpa3HbIit
IS MHAMBHAA 00BEM
TIVIIH
2.5. [[IpupomocooOpa3HbIi
711 MHIUBHAA COCTaB
MTHIIT
2.6 [[IpupomocoobpasHbIit
TSI MHOUBUZA PEXKHUM
[T TAHNS
2.7. [[Ipeobnaganue B
[TUIIIEBOM paruoHe
HATYpaTbHBIX
(«XKHUBBIX») IPOAYKTOB
3. JBuaxeHnue
3.1 |[ExxegHeBHOE
BBITIOJTHEHHE  YTPEHHEH]
Baps Ky
3.2. |BrImonHenue
crieIIaJbHOM
FMMHACTHKH B TEUYCHHE]
UTHS
3.3. Bamsarue KaKHUM-JIH0O
BUIOM  CcHopTa  JUIs
3I0POBBS
3.4. (Opranuzanus CBOHUX
OOBIYHEBIX JBVJKEHHI C
y4ETOM TpeOoBaHUH
(bu3HYECKOM KYJIbTYpBI
4. 3akaanBaHue
4.1. |BeimosnHeHne
CIIeIHaTbHBIX

3aKaIMBAIOIIX




Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

[Ipoucayp

4.2.

O0mmBaHue
BOJIOU

XOJIOIHOH]

4.3.

Peryisipable  IIPOryJIKY|
Ha CBE)KEM BO3JyXe

4.4.

Opnexna 1Mo Ce30Hy H 110
[oroje

4.5.

PeryispHoe MOCEIICHHE
Oanu

OT1cyTcTBHE BPEeIHBIX 1T

HBBIYCK

o.1.

TaGakoKypeHwHsI

0.2.

310ynorpedeHus
QJIKOT0JIEM

5.3.

HapkoTtuueckoii
3aBUCUMOCTH

Pexum Tpya

H OTAbIXA

. |Cobnronenue

HOPM|
YepeOBAHUS
(bHU3UIECKOTO u
YMCTBEHHOT'O TPYJa

6.2.

BbinosHEHHE BO BpeMs
[YMCTBEHHOU paboThI
CIIeIIUAJIbHBIX
MEPOIIPUATHH,
CHUMAaIOLINX
YMCTBEHHOE
[IEpEHANIPSKCHHE

6.3.

BoinonHenue CBOEH
TPYIOBOM JEATEIbHOCTH|
C ydeToM TpeOoBaHUN
HOT (Hay4yHOH
OpraHu3alyy Tpy1a)

6.4.

[ToHOIIEHHBIN COH

IIcuxosnoruyeckuii Komgpopr

7.1.

'YMeHHe COXpaHATh WM
OBICTPO
BOCCTaHABIIMBATh
[TYIIEBHOE PaBHOBECHE

7.2.

'YMenue BUJIETH
TOJIOKUTEIHHOE B
OKPY’KaIOIIEM MHUPE

7.3.

'YMeHne CTPOHUTH
rapMOHUYHbIE

OTHOIICHUS C
OKpPYKarOIIMMHU JOIbMHU

7.4.

[TpunsaTHe CBOMX
HEJI0CTaTKOB KakK
HEN30EKHOTO CIIEACTBHSI
4EeI0BEUECKOU MPUPOIbI

7.5.

'YMenue U3BJIEKATH
[OJIOKUTEIbHBIE YPOKH

M3 CBOHUX KU3HCHHBbIX



http://newlms.magtu.ru/mod/glossary/showentry.php?eid=61443&displayformat=dictionary

Kon
WHIAKATOP
a

Nunukatop A0CTHXKEHUS
KOMIICTCHIIUN

OneHouHble CpeacTBa

CUTYalHil

7.6.

YMeHue npuHMMATh C
MUPOM JKU3Hb y
OKPY KA MUD

7.7.

CtpemiieHue K|
CaMOCOBEPILIEHCTBOBAHU
1)

7.8.

YMmenue CTOUKO
MEPCHOCUTh TTOPAKCHHS]
1 JKU3HEHHBIE HEB3TOIbI

7.9.

OOTUMUACTHYECKOE
MHUPOBOCTIPUSATHE

7.10

Y 10BJIIETBOPEHHOCTH
CBOEH Cybp00¥ B 11E€710M

7.11

'YMeHHe mnepexuBaTth B
DKM3HH PaJIOCTh

7.12

'Y 10BIIETBOPEHHOCTH
CBOEH IIOJIOBOH
MTPUHAJIEKHOCTHIO

7.13

TonepaHTHOCTh

NUTOI'O




0) Ilopsinoxk mpoBeaeHHs] MPOMEKYTOYHOW aTTeCTAMU, NMOKA3aTeJM W KPUTEPUH
OLlCHUBAHMWSL:

- HA OLEHKY «3a4TeH0», €CIU IPEoA0JeBacT MOPOroBbId ypoBeHb. OOywarommiics
MOKA3bIBACT MOPOTOBbINi ypOBEeHb CHOPMHPOBAHHOCTH KOMIIETEHIIMH, T.€. 3HAET OCHOBHYIO
JIOKYMEHTOBEAUECKYIO0 TEPMHHOJIOTHIO; OCHOBHBIE HOPMATHBHO-METOJUYECKHE MaTepHAIIbI 110
JOKYMCHTHPOBAHUIO praBHqueCKOﬁ ACATCIIbHOCTH, CHOC06BI " CpCACTBA JOKYMCHTHUPOBAHMUA,
3aKOHOMEPHOCTH Pa3BUTHUS TIOKYMEHTa; CTPYKTYPY HOKYMEHTA; XapaKT€PUCTHKY U OCHOBHOM
COCTaB YHI/ICI)I/II_II/IpOBaHHBIX CUCTCM JOKYMCHTAIIUU, TUIIOBOM COCTaB CHCTEM JOKYyMCHTallUn
yUpEeXJIEHUN 1000 OpraHu3allMOHHO-TIPAaBOBOW (OpMBI; TJIaBHbIE MpPaBUA COCTABICHUS U
oopMmieHHS JOKYMEHTOB; OOILIMI MOPSAJOK OpraHu3alud JOKYMEHTOB B KOMILJICKCHI;
TEOPETUYECKHE OCHOBBI  BEJICHUS JIEJIOBOM  TEPENUCKH; COCTaB M  COJepXKaHHe
HOPMAaTHBHO-METOJMYECKON 0a3bl M0 COCTaBJICHUIO M O()OPMIICHHIO CITy>KEOHBIX TOKYMEHTOB;
cnenuduKy s3bIKa YIPaBICHYECKON TOKYMEHTAlUU; Y MEEeT aHAIU3UPOBATh
HOPMAaTUBHO-MCTOAUYCCKUC HNCTOYHHUKHN 110 JOKYMCHTHPOBAHUTIO prElBJIGH‘-IGCKOfI
NESTENIbHOCTH;  MBIMACTCS XapaKTepu30BaTh U AHAIM3UPOBATh YHU(DHUIIMPOBAHHBIX CHCTEM
JMOKYMEHTAIlMW;  BBISBJISTH THUIIOBOW COCTaB CHCTEM JIOKYMEHTAIIMH YYPESKICHUH IF000M
OpPraHU3aI[MOHHO-TIPAaBOBOM (OpPMBI;  MPHUMEHATH IMpaBWJIa COCTaBIEHUS U odopmieHus
JOKYMCHTOB Ha ITPAKTUKE. BnaﬂeeT OCHOBHBIMH npueMaMm COCTaBJICHHUA U 0(1)OpMJIeHI/I$I
OCHOBHBIX YIPaBIEHYECKUX JIOKYMEHTOB; 3HAHMSIMH OCHOBHBIX MIpoOlieM B 00yacTu
JOKYMCHTOBCACHHUA,; HABbIKAMU pa6OTI)I C OCHOBHBIMM HAY4YHbBIMH W MNCPUOJUYCCKUMU
U3JIaHUSIMU B 00JAaCTH  JOKYMEHTOBEJCHHUS;, HaBbIKAMH  pabOThl C  OCHOBHBIMHU
HHTCPHCT-UCTOUYHUKAMH B oOJractu AOKYMCHTOBCACHUA, 3HAHUSAIMU HOpMaTPIBHO-HpaBOfI n
HOPMAaTHUBHO-METOIUYECKON 0a30i1 TOKYyMEHTAIIMOHHOTO 00ECTIeYeHH sl YIIPABICHUS;

— HA OLEHKY «He 3a4YTeHO0» — pe3yJbTaT OO0yueHUsS HE JOCTHUTHYT, OOydyaroumuics Ha
MPAKTUYECKUX 3aHATUSAX, TIPU BHIOJHEHUH IMPAKTUYECKUX 3aJaHUNl M YCTHBIX OTBETaxX HeE
MOKCT IMOKAa3aTh 3HAHWA HAa YPOBHC BOCIIPOM3BCACHUA U O6’I)$ICH€HI/I$I I/IH(i)OpMaIII/II/I, HE MOXET
MOKAa3aTh UHTEIUICKTYaJIbHbIe HABBIKU PELICHHS MPOCTHIX 3a/1a4.

JNuddepennnpoBanHas OLEHKA BHICTABIISETCS HA 3a4€TE C OLICHKOW B COOTBETCBHUH C
CO CJICAYIOUIMM MPOIEHTHBIM COOTHOIIIEHHUEM OT BBIITOJIHEHHOTO 00beMa MPaKTHIECKUX 3aJaHUN
TEKYIIUX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yAOBICTBOPUTEIBHO» (3 Oaia)

75-90% - 3auTeHO «XxopoIo» (4 6anna)

90-100% - 3auTeHO «OTINYHOY (5 OaTOB)

— HA OLIEHKY «He 3a4TeHo» (2 6amna u 1 6amn)



Ipuioxkenue 3
MeToanyeckue yKa3aHus JJIs CAMOCTOSAITEJIbHOM PadoThI CTYA€HTOB

B mporecce BBIOTHEHHS CAaMOCTOSTENBHOW PAa0OTHI CTYACHTHI JOJDKHBI HAYYHTHCS
BOCIIPMHMMATh CBEJIEHUS Ha CIyX, (UKCHUpPOBAaTh MHGOpPMALMIO B BUJE 3alUCEH B TeTpaisx,
paboTaTh C MUCHbMEHHBIMU TEKCTaMH, CAMOCTOATEIbHO U3BJIEKAs U3 HUX I10JIE3HbIE CBEACHUS U
opopmisii MX B BHJIE TE3MCOB, KOHCIEKTOB, CHCTEMAaTH3MpOBaTh HH(GOpPMALUIO B BHJE
3aIl0JIHEHU TaOJIMILl, COCTAaBIEHHs cXeM. Ba)kHO HayunThCsl BBIIEISTH IJIAaBHBIE MBICIIU B JIEKLIUU
npernojaBarens JUOO0 B MHCbMEHHOM TEKCTE;, aHAIM3MPOBATH SBICHHSA;, ONPEICHSATh CBOIO
MO3HIIMIO K TOJyYEHHBIM Ha 3aHATUAX CBEJICHHSIM, YETKO (hOPMYIHPOBATh €€; apryMEHTUPOBATh
CBOIO TOYKY 3pEHHUA: BBICKA3bIBATh OLICHOYHBIC CYXICHMS; OCYILIECTBIATh CaMOAHAJIM3.
HeoOxonuMo y4yuThbCsl BIaJieTh YCTHOM M IMCBbMEHHOW PEUbl0; BECTHU JUAJIOT; y4acTBOBATH B
JMCKYCCUM; PpAacKpbIBaTb COJAEp)KaHUE M3y4yaeMoil mpoOieMbl B MOHOJOTHMYECKOM peun;
BBICTYIIaTh C COOOLIECHUSMHU U JIOKJIAZIaMU.

IloaroroBka k mNMpakTHYecKMM 3aHATHSAM. CeMHHAp — OJUMH W3 OCHOBHBIX BHJOB
IPAKTUYECKUX 3aHATUN N0 TYMaHUTApHBIM AucuUIInHaM. OH NpeHa3HauyeH Jyisd yriryOJeHHOro
U3y4YeHHs OTJENBHBIX TeM M KypcoB. 1o ¢opme npoBenenns ceMuHapbl OOBIYHO MPEICTABISIOT
co0oii perreHne 3aaa4, 00CyKIeHUE TOKIAI0B, Oeceay 1o IJIaHy WIH JUCKYCCHIO 110 TIpodiieMe.

[ToaroroBka K 3aHATHUSIM 3aKJIIOYAETCS, PEXK/IE BCETO, B OCBOEHUU TOT'O TEOPETUYECKOTO
MarepHaja, KOTOpbld BBIHOCUTCS Ha oOcykaeHue. Jias 3Toro Heo6XoaIuMO B MEPBYIO OYEpeb
HepevynTaTh KOHCIEKT JEKIMU WIN pa3zelbl yueOHHUKa, B KOTOPBIX MPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne pekoMeHAOBAaHHOM JHUTEpaTypbl HEOOXOAUMO CHeNlaTh MaKCHUMalbHO
TBOPUYECKN — HE MPOCTO YKJIAAbIBas B MaMATb HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C IOMOILUBIO 3alMCEH, BBINMCOK WIM TE3HCHOTO
KOHCIIEKTa.

Ecnu cemunap mnpenctaBieH JOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBEJCHUE JISXKUT Ha Jokiaauukax. Kak cienars 3To ycnemHo cMoTpUTe B paszeine «Jlokmany.
OpHako poib OCTaJbHBIX YYAaCTHUKOB CEMUHapa HE JOJDKHAa ObITh maccuBHOW. CTYIEHTHI,
IIpOCITylIaB AOKJAJ, 3alIMCBIBAIOT KPATKO IVIABHOE €ro COAEpKAaHHWE W 33[ar0T BHICTYyHAIOLIEMY
yTOUHSAOLIME BorpocoB. UeM Oosiee ocHOBATENbHOM ObLIa JOMAIIHAS MOATOTOBKA MO TEME, TEM
aKTUBHEE TMPOMCXOAUT OOCYXIeHHE MpoOJeMHBIX BompocoB. Ha cemuHape Bcsuecku
MOOUIPSAETCS TBOpPYECKAs, CaMOCTOATEIbHAs MbICHIb, JAacTCd BO3MOXHOCTb BBICKA3aTh
KPUTHYECKHE 3aMEUYaHUsl.

becena mno mnnany mnpencraBnseT coOoil  3apaHee IMOATOTOBJIEHHOE COBMECTHOE
00-Cy>KZIeHHE BOIIPOCOB TEMbI KaXKIbIM U3 YUYaCTHUKOB. JTa (popma noTpeOyeT OT CTyJAEHTOB He
TOJIBKO XOpOILIEH CaMOCTOSITENbHOM MPOpPaObOTKU TEOPETUYECKOro MaTepuaja, HO U yMEHHe
y4acTBOBATh B KOJUIEKTMBHOM AMCKYCCHM: KPAaTKO, YETKO U SICHO (hOpMYyITUpPOBaTh M U3JaraTh
CBOIO TOYKY 3pEHMs INEpel COKypPCHHKaMM, OTCTauBaTh IIO3ULMI0 B HAy4YHOM CIIOpE,
MIPUCOEANHSTHCS K Uy>)KOMY MHEHUIO WM ONIIOHUPOBATH APYTUM yYaCTHUKAM.

Pedepar — camblii pocTOi U HaWMEHEe CaMOCTOSITENbHBIA BHJI MUCHMEHHON PabOTHI.
CyTb €ro COCTOUT B KpPaTKOM H3JI0XKEHHH COJIEpKallMXCsS B Hay4YHOH JUTepaType B3IJIAI0B U
uaen o 3amanHoi teme. Pedepar He TpeOyeT OpUrHHAIBHOCTA U HOBU3HBI. B HeM olleHuBaeTcs
yMEHHE CTyJleHTa paboTaTh C KHHUIOW: BBIACNATH M (QOpMYJIMpOBaTh MpodiemMy, OTOMpATh
OCHOBHbBIE T€3HCHl U BCIIOMOTaTeIbHbIE JaHHBIE, IOTHYECKH BBICTpanBaTh MaTepHall, TpaMOTHO
0(OPMIIATh HayUHBIN TEKCT.



CrynenTtam npeayiaraeTcs JaBa Buja pedepatHeix padoT:

PedepupoBanue HayuyHOW JHUTEpaTyphl MPEICTABISET cO0OM COKpAIIEHHOE H3JI0KEHHE
COJCpKAaHUsI CTaThbU WM KHUTHM C OCHOBHBIMH CBEJCHUSIMH M BBIBOAAaMHU. Takue pedepars
aKTyaJbHBI TOTJIa, KOT/Ia B IOPUIMYECKAX MCTOYHHKAX MOSBISETCS HOBBIH TEOPETHUECKUH WU
NpaKkTUYeCKHd MaTepuan 1o wu3ydaemoil Tteme. OT cTyaeHTa TpeOyeTcs, BHUMATEIbHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAaKCUMaJIbHO TOYHO U MOJHO MEPEAaTh €ro Colep KaHue.
Jns storo uenecoobpazHo BbIOpaTh (opMy MOCHEIOBATENIHHOTO H3JIO0XKEHHUS MPOUYUTAHHOU
KHUTH, HE MEHsS ee OOIui IuIaH W CTPYKTypy (TUaBbl, pasaensl, naparpadsi). Heodxomumo
COXPAaHUTH JIOTMKY IIOBECTBOBaHUS M IM03a00TUTBCS O CBSI3HOCTH TEKCTa. ABTOpPCKHE,
OpPUTHMHAIBHBIE U HOBATOPCKWE MBICIM U WJCH JydIle NepeAaBaTh HE CBOMMH CIIOBaMH, a C
noMmoIipio uTHpoBanus. O0seM pedepara OyneT OmpenensaThes COACpKaHHEM HCTOYHUKA, a
TaK)Ke €ro Hay4yHOH M IPakTUUYeCKOH LeHHOCThI0. Ho B 11000M ciiyyae mpennodTeHue 0TAaeTCs
KPaTKOCTH U JIJAKOHMYHOCTH, YMEHHUIO OTOMPATh TIIAaBHOE U OCBOOOXKIATHCSI OT BTOPOCTETICHHOTO.

Pedepar mo Teme  mpencrtaBisier 0030p HAyYHBIX B3MVISJIOB M KOHLEMIMUH IO
po0JIEMHOMY BOIIPOCY B M3y4aeMoOi TeMe.

- Ecniu Bam mpennokeHa Tema Takoro pedepara Ha BBHIOOP, TO MPEANOYTEHHE CIETyET
OTJIaTh TOM, KOTOpasi AJis1 Bac MHTepecHa WiK 3HakoMa. OHa He JTOJKHA ObITh OYEHb CIOKHOM U
00BEMHOM, B IPOTUBHOM ciy4ae pedepar Oy1eT HaloOMUHATh KypCOBYIO paboTy.

- Hnsa moarotoBku pedepara CTyIE€HTY HEOOXOIUMO CamMOMy WIH C Y4acTHEM
npenoiaBaresnis mojoopare UCTOUHUKH uHpopmaruu. CrenyeTr mo3ad0TUTHCsI, YTOOBI B BallleM
CIHCKE OKAa3aJMCh HE CIlIydailHble, a [EeHHbIe B HMH()OPMAIMOHHOM IUIaHE KHHUTH. MOXHO
BBIMIOJTHUTH PaboOTy, OOpaTUBIINCHL U K OJHOMY MCTOYHHUKY — [OCOOHMIO, MOHOTpaduw,
uccienoanuio. Ho mydiie, eciu Bbl 00paTutech K IByM-TPEM HaYYHBIM TPYZaM — 3TO MO3BOJIUT
MPEJICTAaBUTh MPOOIEMY C HECKOJIBKIX TOUEK 3PEHUS M BBICKA3aTh TUYHBIE IPEATIOYTCHHUS.

- OIHUM U3 TJIaBHBIX KPUTEPUEB OLIEHKU pedepara OyZeT COOTBETCTBUE €0 CONEPKaHMS
3asBleHHONM TeMe. [l »TOro Oerjo O3HAaKOMHUBIIMCH C TIE€PBOUCTOYHMKAMHM COCTaBbTE
MpeABapUTENIbHBIA TUTaH Oyaymiero pedepara, 0003HAYMB B HEM MPHUHIIUIUAIBHO BaKHbBIC
MOMEHTBI U ATaIbl OCBENIeHUs MpooOiemMsl. [lociie Toro, kak y Bac MOSBATCS pabodyue 3alicH 110
pe3yiabTaTaM HM3Y4YEeHHs] HAaydyHOW JUTepaTrypbl W oOmmpHas WHPOpMAanus MO TEeMe B IIEJIOM,
MOXXHO OyJeT CKOppeKTUpoBaTh oOmui miaaH pedepara. Crapaiitech mpu padboTe HaJg HUM
THIATENTFHO M30aBIATHCS OT «HM3JIMIIECTBY»: BCAKOTO poja abCTPaKTHBIX PacCyKICHH,
Ype3MEepHBIX MOJIPOOHOCTEH U MHOTOUHCICHHBIX MPUMEPOB, KOTOPBIE «PAa3MBIBAIOT» TEMY WU
YBOJAT OT HeEE.

CrpykTypa pedepara BKIO4aeT B ceOs BBeJCHHE, OCHOBHYIO 4acTh U 3akitoyeHue. Bo
BBEJICHUU (POPMYJIUPYIOTCA LENM W 3aJaud paldoThl, €€ akKkTyaJbHOCTb. OCHOBHasi 4acTh
NpeCTaBIsIeT COO0M MOCIeI0BaTeIbHOE U apTYMEHTHPOBAHHOE M3JIOKEHUE PA3IIMYHBIX TOUEK
3peHusi Ha TpobieMy, ee aHajau3, MpearnojaraeMmple MyTH pelieHus. 3aKiIrodeHue o0o00maer
OCHOBHBIE MBICITH HJIN OOOCHOBBIBAET TMEPCIEKTUBBI NANTbHEHIIEro HccieqoBanusl TeMbl. Ecium
pedepar nocraToyHO OOBEMEH, TO MOTpeOyeTcss pa3/ieleHue TEeKCTa Ha paszienbl (TJIaBbl,
naparpadsl). rocTpaTuBHBIN MaTepuan — TaOIUIIbI, CXEMBI, TpaUKu — MOTYT pacriojaraThCs
KaK BHYTPH OCHOBHOM YacTH, Tak ¥ B pazfene «lIpumoxeHue».

O06mwem pedepara 3aBUCUT OT LIeTIeH M 3aay, perraeMblx B padote — oT 5 10 20 cTpaHuIy
MAIIMHOIIMCHOTO TEeKCTa Yepe3 JABa WHTepBana. Ecnu B 3a7aHuM, BBIJIAHHOM TIpenojaBaTeieM
00BEM HE OrOBapUBACTCSI, TO CIEAYET HCXOAUTh U3 Pa3yMHOH IIeTIeCO00Pa3HOCTH.

B pedepare B 00s13aTenbHOM MOPSAKE Pa3MEMIAOTCS TUTYJBHBIA JIUCT, TUIAH WA
OTJIaBJICHHE Pa0OTHI, @ TAKXKE CITUCOK UCTIOIh3yEMOM JTUTEPATYPHI.



OO6bpuHO pedepar MOKET 3a4YMTHIBACTCS KaK MHUCbMEHHas paboTa, HO HEKOTOphIE
NpenoJiaBaTeNI MPAaKTUKYIOT MyOJMYHYI0 3alMTy pedeparoB WM HX «O3ByYHMBAaHUE» Ha
CCMUHAPCKUX 3aHATHAX. B sTom cjiydac HGO6XOHI/IMO MMPUITIOKUTH OOIOJHUTCIBHBIC YCUIIUS IJIA
MOJITOTOBKU MyOJMYHOTO BBICTYIUICHUS IO MaTepuaiam pedepaTHoi paboThI.

IIpe3eHTanmusi — COBPEMEHHBIA CIOCOO YCTHOTO WM MHCHBMEHHOTO MPEICTaBICHUS
UH(POPMAIIUHU C UCTIOIH30BAHUEM MYJIbTUMETUIHHBIX TEXHOJIOTHIA.

Cy1ecTByeT HECKOJIbKO BAPUAHTOB IPE3CHTAILINH.

. IIpe3eHTanus ¢ BBICTYIUICHUEM JOKJIAIUUKa
. IIpe3eHTanys ¢ KOMMEHTapUsAMU AOKJIAIUUKA
. IIpesenTanmst  mas  CaMOCTOSITENIBHOTO — IIPOCMOTpa,  KOTOpas ~ MOXET

JIEMOHCTPHPOBATHCS TIepe/1 ayIUTOpUeit 06e3 yuacTus JOKIa 4HKa.
ITonroToBka mpe3eHTaly BKIOYAET B €051 HECKOJIBKO 3TaIlOB:

1. IInanupoBaHue Npe3eHTaIuN
OT 0TBETOB Ha 3TH BOMPOCHI OyAET 3aBUCETh BCE OCTPOCHUE PE3CHTALIUU:

J KaKOBO TPEAHA3HAYCHHE W CMBICT MPE3CHTAIH (JIEMOHCTpAIHs PE3yIbTaTOB
HaY4YHOH paboThl, 3aIUTa JUITIOMHOTO MTPOEKTA U T.1I.);

J KaKyl0 pojb OyJeT BBIIOJNHATH TPE3CHTAMS B XOJE€ BBICTYIUICHHS
(compoBOXk/IeHHE JJOKJIA1a WK €ro UILTIOCTPaLus);

o KaKOBa 11eJ1b Npe3eHTaluu (MHPOpMHUpOBaHUE, yOeXKIeHHe NI aHATIU3);

o Ha Kakoe BpeMs paccuMTaHa Ipe3eHTanus (KopoTtkoe - 5-10 MuHYT wuiau
IPOJODKUTENBHOE - 15-20 MUHYT);

J KaKoB pa3Mep M cocTaB 3pHuTeibckoi aymutopuu (10-15 gwenmosek mmm 80-100;

IPEernoJIaBaTesu, CTYCHThl WM CMELLICHHAs Ay JUTOPUS).
2. CtpykTypupoBaHue HHPOpMauu

J B NIpPE3CHTAIlMM HE JOJDKHA ObITh MeHee 10 cmaiiioB, a olmiee MX KOJIMYECTBO
npesbimaTh 20 - 25.

o OCHOBHBIMHM TPUHLUUIAMH HpPU COCTABIECHUM MPE3CHTAMM JOJDKHBI OBITH
SICHOCTB, HATJISITHOCTb, JIOTUYHOCTH 1 3aTIOMUHAEMOCTB;

. Npe3CHTAIMsI JOJDKHA UMETh CLIIEHApUH M YETKYIO0 CTPYKTYpPY, B KOTOpO# OymyT
OTpa’keHbl BCE MPUUYUHHO-CIIC/ICTBEHHBIE CBSI3H,

o paboTa HajJ Npe3eHTalMedl HauWHAeTCs IOCie THIATEIbHOTO OOJYMBIBaHUS H

HaIMCaHUsl TEKCTa JOKJaja, KOTOPbIH HEOOXOAMMO pa3duTh Ha (GparMeHThl U O0O3HAYUTh
CBSI3aHHBIE C K&K/JBIM U3 HUX 337a4U U IEHCTBUS;

. HEepBbI IIar — 3TO ONpeAeieHHe IJIaBHOM HAeH, BOKPYI KOTOpOH OyJer
CTPOUTHCS MPE3EHTALUS;
J yacTb HMH(OpPMALMM MOXKHO TE€PEBECTH B JBa THUIA HAIJSAIHBIX IOCOOMH:

TEKCTOBBIE, KOTOPBIE MOMOTYT CIyIIATENsIM CIEIUTh 32 XOJOM DPa3BEPTHIBAHUS APTYMEHTOB U
rpadguyeckre, KOTOpble WJUIIOCTPUPYIOT TIJIaBHbIE IYHKTHl BBICTYIUIGHHSI W CO3JIAIOT
HMOIIMOHAIIbHEIE 00pa3kI.

o CIOXKETBl TPE3CHTAIMd MOTYT pPa3bsCHATh WM WJUTIOCTPUPOBATH OCHOBHBIE
MIOJIOKESHHS JIOKJIa/1a B CAMBIX pa3HOOOPA3HBIX BApHAHTAX.

OdeHb BaXHO HAWTH TPABWIBHBIM OamaHc MeEXAY peublo JOKJIaa4uKa |
CONPOBOXKAAIOIIUMH €€ MYJIbTUMEININHBIMU 3JIEMEHTAMMU.

Jlist 3TOT0 11eIeco00pa3Ho:

o OTIPEIeNIUTh, YTO OyAeT MPEACTaBIEHO HAa KAXKIOM claiiie, uTo OyAeT B 9TO Bpemst
TOBOPHUTHCS, KaK OyJIET CAETaH Mepexo K CIeIyIomeMy Cllaiiay;

L CaMbI€ BAXXHBIC UACU U MBICIIN OTPa3vuTh U HA Cﬂaﬁﬂax 1 IIPOU3HECTH CIIOBAMH,
TOTJ]a KaK BTOPOCTETEHHbIE — JIM0O0 coBaMH, JTHO0 Ha claiiax;

o uH(pOpMaIIMIO Ha CllaliflaXx MPEACTaBUTh B BUJE TE3UCOB — OHHU COMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIICH BBICTYTAIOIIETO, a HE HA000POT;



o JUTSL pa3bsICHEHUS TIOJIOXKEHHUH TOKJIala UCTIOIh30BaTh Pa3HbIE BHUJIBI CIAIIOB: C
TEKCTOM, ¢ TabIUIaMu, ¢ JrarpaMMaMH;

J ar00as Mpe3eHTalus J0JDKHA MMETh COOCTBEHHYIO IpaMaTypruio, B KOTOPOM
€CTb:

«3aBsA3Ka» - NPoOyXKIEHUE UHTEpEca ayAUTOPUM K TeME COOOLIEHUS (SIPKUI HarJIsJHbIN
npumMep);

«pa3BUTHE» - IEMOHCTPAIHsI OCHOBHON MH(OPMAIMH B JIOTHYECKON MOCIIEA0BATEILHOCTH
(uepenoBaHUE TEKCTOBBIX U IPaUUCCKUX CIIANIOB);

«KyJIbMHMHAIMS» - TIPEACTABICHHE CaMOr0 TIJIABHOTO, HOBOTO, HEOXXHJAHHOTO
(3MOLIMOHAIEHBIN pEYEBOM WM WILTIOCTPATUBHBIN 00pa3);

«pasBsi3ka» - GopMyTHpOBaHUE BHIBOJAOB WIIH MPAKTUICCKUX PEKOMEH AN (BHICOPS).

3. OdopmieHue npe3eHTauu

OdopmiieHne nmpe3eHTay BKIIOYaeT B ce0s1 ClIeAYIONIYI0 0053aTelIbHY0 HH(POPMALIHIO:

TUTyIBHBIN TUCT

- IPEJICTABISAECT TEMY JOKJIa/la U UM aBTOpa (UM aBTOPOB);

- Ha 3al[UTe KypCOBOM WJIM AMIUIOMHON pPabOThI yKa3blBaeT (PaMUIMIO M HWHUIIUAJIBI
HAy4YHOT'0 PyKOBOJUTEJIS WM OpraHU3aluy,

- Ha KoH(epeHuusAX 0003HaYaCT ATy U Ha3BaHUE KOH(EPEHINH.

[Inan BeICTYILIEHUSA

- (hopMyupyeT OCHOBHOE cofiep)kaHue Jlokiazna (3-4 myHKTa);

- (hukcupyeT NopsAJ0K U3I0KEHU HHPOPMALIUY;

ConeprkaHue pe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U IparuecKyro HH(OpMAIHIO;

- WUTFOCTPUPYET OCHOBHBIE ITYHKTBI COOOILIEHUS;

- MOXKET IIPEJICTaBISATh CAMOCTOATEIbHBIN BapHAHT JJOKJIA/a;

3aBepiieHne

- 0000111a€eT, MOJBOAUT UTOTH, CYMMHUPYET HHPOPMAIIHIO;

- MO>KET BKJIFOUATh CIIMCOK JIMTEPATYPhI K TOKIaNY;

- COJIEPKUT CJI0Ba 0J1aro/JapHOCTH ayAUTOPUH.

4. Jln3aitH npe3eHTauuu

TexcroBoe oopmienue

o He cTouT 3amonHsATh cnaii CIMMIKOM OOJBIIMM 00beMOM MH(OpMAINH - JTydIle
BCEro 3alloMHHaI0TCs He 6osiee 3-X (pakToB, BEIBOJIOB, ONPENEICHHH.

J OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

. Kopotkue ¢pasbl 3anmoMuHarOTCS BH3yalnbHO Jiydmie. [ITyHKTBI TiepedHedl He
JIOJDKHBI ITPEBBIIIATH JIBYX CTPOK Ha ¢pa3y.

o Haubonpmas 3¢ (ekTHBHOCTh JOCTUraeTcsi TOrJa, KOrJa KIIIOYEBbIE ITyHKTHI
0TOOpaKaIOTCS 10 OTHOMY Ha KaXJIOM OTJICIIEHOM ClTaiie

. Ecin TekcT cocToMT M3 HECKOJNBKMX a03aleB, TO HEOOXOJUMO YCTaHOBHUTH
Kpac-HyI0 CTPOKY U MHTEpBaJl MEX 1y a03alamH.

o KnroueBble croBa B HH(GOPMAIIMOHHOM OJIOKE BBIIENAIOTCS LIBETOM, IIPU(TOM HITU
KOMITO3UITOHHO.

o Wudopmannio TpeArnmodTUTeNIbHEE pacrojiaraTh TOPU30HTAIBHO, Hamnbolee
Ba)XHYIO - B IICHTPE YKpaHa.

o He crnenyer 3moynoTpeOisiTh OONBIIMM KOJMYECTBOM TIPEJIOTOB, HAapEUWH,
npusaraTeIbHbIX, BBOJHBIX CIIOB.

o [udpoBbie MaTepualbl Jydlle NPEACTaBUTh B BHJE I'padUKOB U JHarpamm —
TaOIUIIBI ¢ HU(PPOBBIMU JTaHHBIMHU HA CJIaiiic BOCTIPUHUMAIOTCS TIIOXO.

. HeoOxoaumo oO6paTuTh BHUMaHHE HA IPaMOTHOCTh HamucaHus Tekcta. Ommoku

BO BCChb 3KpaH MPOU3BOAAT HCHPUATHOC BIICUATIICHUC



[pudroBoe opopmieHne

o [Ipudter 6e3 3aceuek (Arial, Tahoma, Verdana) uurarorcs jerde, 4eM rpoTECKH.
Henb3st cMemmBaTh pa3ianyHble TUITBI IIPUGTOB B OJHON MPE3EHTALINH.

J HIpudroBoii KOHTpAcT MOXKHO CO3[aTh MOCPEICTBOM pa3Mepa HpudTa, ero
TOJILIMHBI, HauepTaHus, (POPMbI, HAIIPABJICHUS U 1[BETA;

. Jlns 3arosoBka romutcs pasMep mpudra 24-54 myHkTa, a s Tekcra - 18-36
IIYHKTOB.

o Kypcus, noguepkuBanue, UPHBINA MPHU(T UCTIONB3YIOTCS OIPAaHUYCHHO, TOIBKO
JUTSL CMBICIIOBOTO BBbIJIeNIeHUs (DparMEHTOB TEKCTA.

J J1J1s1 OCHOBHOT'O TEKCTa HE PEKOMEHIyIOTCSI IPOMUCHBIE OYKBBI.

[{BeToBOE OopMIIEHHE

J Ha ognom cnaiine He ucmonb3yercst 0ojiee Tpex LBETOB: (POH, 3aroJI0BOK, TEKCT.

J L{BeT mpudTa u nBer GpoHa TOKHBI KOHTPACTHPOBATH — TEKCT JOJDKEH XOPOIIO
YUTAThCA, HO HE pe3aTh IJiasa.

o s pona npeanoyTUTENbHEE XOJIOAHBIE TOHA.

o CymiecTByloT He couyeTaemble KOMOMHaNUU 1BeToB. OO 3TOM MOKHO Y3HATh B
CIICLIMAIbHOM JIUTEPATYpE.

. UepHblil 11IBET MMeET HEraTUBHBIM (MpayHbli) moAaTeKCT. benblii Ha depHOM
YUTACTCS III0XO.

. Ecnu npesenTarmst 60JbInas, TO €CTh CMBICT Pa3/IeuTh €€ Ha YacTh C MOMOIIBIO
[[BETa — Pa3HBbIN [[BET CIOCOOEH CO3/AaBaTh Pa3Hblil SMOIMOHATBHBINA HACTPOA.

o Henb3s BbIOUpaTh QOH, KOTOPBIN COAEPIKUT AKTUBHBINA PUCYHOK.

Kommosurmonnoe oopmieHue

o Cnenyer coOmtomath eauHblii cTwib odopmieHus. OH MOXKET BKIIOYATh
ornpeeeHHbI MPUQT (TapHUTYpa U 1BET), (JOH 1BeTa Uiu (DOHOBBIA PUCYHOK, IEKOPATUBHBIN
3JIEMEHT HeOOJIBIIOro pa3mMepa u T.1.

o He npuemiemsl cTUIIM, KOTOpbIe OYAYyT OTBJIEKATh OT MPE3EeHTAIUH.

o KpymHble 00bEKThI B KOMIO3HUIIUU CMOTPSATCS] HEBAXKHO.

. BcnomorarensHass  uHpopMmanus  (yOpapisiollMe  KHONKW) HE  JOJDKHA
npeo0iagaTh HaJ OCHOBHOMU (TEKCTOM M MJUTIOCTpaLueil).

o s cepbe3HOll mpe3eHTanuy OTOMpPAOTCs MIA0JIOHBI, BBIIIOJHEHHBIE B JEJIOBOM

CTHJIE.
Anumarmonnoe oopmieHue

J OcHoBHasi pojib aHMMallMM — JO3UPOBaHUS HHPOpMAIUU. AyaUTOpUS, Kak
MpaBUIIO, Jydllle BOCIPUHUMAEeT WH(OPMALUIO TOPUHUSIMH, HEOOJIBIIUMU 3PUTEIBHBIMU
dparmeHTamMH.

J AHUMAITUS UCTONB3YeTCS JUISl TIPUBJICUYCHUS BHUMAHUS WIH JEMOHCTPAIHH
pa3BUTHSL KAaKOTro-JIMO0 mpoliecca

. He ctout 3moymnoTpe6iars aHUMaImOHHBIMU 3P PeKTaMu, KOTOPhIE OTBIEKAIOT OT
COJIepKaHUs WIIH YTOMIISIOT TJIa3a YMTAOIIETO.

. Oco0eHHO HEXeNnaTeTbHO YacTOe WCIIOJIb30BAaHWE TaKUX aHUMAI[MOHHBIX
3¢ (PeKxToB KaKk BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE TOSIBJICHUE TEKCTA.

3ByKoBO€ opopmIIeHHE

J My3bIKaJIbHOE CONPOBOXKJEHUE TPU3BAHO OTPa3UTh CYyTh WU TMOJYEPKHYThH
0COOEHHOCTH TEMBI Cllaiiia MM BCel NMpe3eHTalluH, CO3/aTh ONpPEIETIeHHBIH 3MOIMOHATBHBIN
HAaCTpOM.

J My3bIKy 1enecooO0pa3HO BKIIOYaTh TOTJa, KOrjga mpe3eHTauus uaer 06e3
CJIOBECHOT'O COIIPOBOK/IEHUS.
o 3BYKOBOE COMPOBOKIACHUE HUCTIOIB3YETCS TOJIBKO MO HEOOXOIUMOCTH, MTOCKOJIBKY

Jaxe (bOHOBaH TUXad My3bIKa CO31aCT U3JIMIITHUN IIyM U MEIIACT BOCIIPUATHUIO COLACPIKAHU.



J Heo6xoanMo BBIOpaTh ONTUMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIIAH BCEM
CIIyIaTeneM, HO He ObLT OTTyIIUTEbHBIM.
I'paduueckoe opopmiaeHune

. Pucynku, ¢ororpadum, pauarpamMmbl TPU3BAaHBI  JOMOJHUTH  TEKCTOBYIO
uH(OpMAIHIO WK TIepeaaTh e€ B 0ojiee HarJIsAHOM BH/IC.

. Henb3st npencTaBisiTh pUCYHKH M (OTO IJIOXOT0 Ka4eCTBa MJIM C MCKaKCHHBIMU
[PONOPLIUAMH.

J XKenarenbHo, 4YTOOBI uU300pakeHHE OBUIO HE CTOJIBKO (OHOM, CKOJIBKO
WUTIOCTPALMeH, PaBHOIM IO CMBICIYy CaMOMY TEKCTY, YTOObI NOMOYb I10-HOBOMY IOHSTH H
PACKpBITH €ro.

J Crnenyer m30eraTb HEKOPPEKTHBIX HIUIIOCTPALUH, KOTOpPHIE HENPAaBUIBHO HITH
JIBYCMBICJICHHO OTPa)Kat0T CMBICII HHPOPMALIUH.
J Heo6xoauMo 1m03a00TUTBCS O PaBHOMEPHOM M pAIlMOHAILHOM HCIOJIb30BAaHUU

IIPOCTPAHCTBA HA CJIaiJie: €CIM TEKCT IMEPBUYCH, TO TEKCTOBOM ()parMEHT pa3MeIaeTcs B JIECBOM
BEPXHEM YTITy, a rpauecKuii pUCYHOK BHU3Y CIIpaBa U HA00OPOT.

. WnmocTpaniii - peKOMEHIYEeTCS  COMPOBOXKIATh  MMOSCHUTEIBHBIM — TEKCTOM.
[Moanucu K KapTHHKAM JIy4YIlEe BBIIOJIHATh COOKY HJIM CHM3Y, €CJIHM JTO TOJBKO HE Ha3BaHHE
caMoro ciamima.

. Eciu rpadudeckoe m3o0pakeHHEe WCIONB3yeTcs B KadecTBe ()OHA, TO TCKCT HA
3TOM (DOHE JTOJDKEH OBITh XOPOIIIO YUTACM.

TaOnuipl ¥ CXEMBI

o He crout BCTaBIATh B Npe3eHTALUIO OosbLIME TaOJMMLBI — OHU TPYIHBI JJIS
BocrpusThs. Jlydine 3aMeHUTh uX rpaduKkamMu, MOCTPOCHHBIMHA HAa OCHOBE 3THUX TAOJHII.

J Ecnu Bce ke TabnuIly MoKaszaTh HAJ0, TO CIEAYeT OCTaBUTh KaK MOKHO MEHBIIIE
CTPOK H CTOJIOIIOB, 0TOOPAB U Pa3MECTHB TOJILKO CAMbIE Ba)KHbIC JaHHEIE.

J [Tpu ucnonb30BaHUM CXEM Ha ciaijlax HeOoOXOAMMO BBIPOBHATH psbl OJIOKOB
CXEMBI, pacCTOSIHHE MeXJ1y OJoKaMH, JOO0aBUTh COEAMHUTENbHBIE CXEMbl TNPU MOMOIIU
UHCTPYMEHTOB ABTOQUTYD,

J [Ipy co3maHuMK cXeM HY)KHO YYUTBIBATH CBSI3b MEXKIY COCTaBHBIMHM YacTAMU
CXEMBI: €CJIM OHM PaBHO3HAYHBI, TO 3aMOJHIIOTCS OJHUM HIPUPTOM, (POHOM U TEKCTOM, €CJIU €CTh
nepBocTeneHHass HWHQoOpManus, TO OHA BBIACIAETCS OCOOBIM CHOCOOOM C IOMOIIbIO
OpraHU3aLMOHHBIX TUArPaMM.

Aynauno- 1 BuseoopopmiieHre

o Buneo, kuHO M Tene marepuanbl MOTYT OBITh MCHOJb30BAaHBI MOJHOCTBIO HIIH
(parMeHTapHO B 3aBUCUMOCTH OT LI€JI€H, KOTOPBIE IIPECIEAYIOTCS.

. [TponomxutensHOCTh (hrIbMa HE JOJKHA MpeBbIaTh 15-25 MUHYT, a pparmenTta
— 4-6 MUHYT.

o Henb3st ucnonb3oBaTh JBa (MiIbMa Ha OJHOM MEpPONPUSATHH, HO IOKa3aTh

(bparMeHTs! U3 ABYX (PUIHMOB BIOJIHE BO3MOXKHO.

IHoaroroBka Kk 3a4éty. [ OTOBUTHCS K 3a4€TY HYKHO 3apaHee U B HECKOJIBKO ATanoB. J{is
3TOrO:

. ITpocmaTpuBaiiTe KOHCHEKTBI JIEKIMH Cpa3y IOCIE 3aHATHH. DTO IOMOXET
p3306paTI)CSI C HCIMMOHATHBIMHW MOMCEHTAMH JICKIIUHU Y BO3HUKIIMMHU BOITPOCAMH, ITOKa CIIC JICKIHA
CBEXKa B ITAMSATH.

. berno npocmaTtpuBaiiTeé KOHCHEKTHI O Hayajga CIEAYIOIIEro 3aHATHA. JTO
IMMO3BOJIUT «OCBCKUTH» MNPCABIAYINYIO JICKOWUIO W IIOATOTOBUTLCA K BOCIIPHUATHUIO HOBOI'O
Marepuana.

. Kaxayro Henemno oTBoAUTE BpeMsI U1l IOBTOPEHUS TPONHEHHOIO MaTepraia.

HGHOCPGHCTBGHHO IIpU MMOATOTOBKE:

L YHOpﬂHOqLTe CBOM KOHCIICKTHI, 3aIlMCH, 3a1aHN.



. [TpukuHBTE BpeMs, HEOOXOAMMOE BaM JJisi IOBTOPEHUS KaxKIou yactu (OJI0Ka)
MaTrepuaia, BBIHOCUMOTO Ha 3a4er.

J CocraBbTe pacicaHMe ¢ yU€TOM CKOPOCTH IIOBTOPEHUS MaTepuaa, sl 4ero

. Paznenure Bompochl g 3au€ra Ha 3HAKOMbIE (MO JIEKIMOHHOMY KYpCY,
ceMHUHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIb MOBTOPEHUSI U HOBBIE, KOTOPHIE
MPUAETCS OCBaMBATh CAMOCTOATENbHO. HauHuTe ¢ TEM XOPOII0 BaM U3BECTHBIX U 3aKPEIIUTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM MOMOJHUTE CBOW TEOpPETHUECKHUHl Oaraxk HOBBIMU
3HAHUSIMH, 00513aTEIILHO BOCIOJF30BABIINCH PEKOMEHIOBAHHOH JINTEPATYPOH.

. [IpaBUABHO HCHONB3YHTE KOHCYJIBTALMHM, KOTOPBIE MPOBOAMUT IPENOIaBATEIb.
[Ipuxonure Ha HUX C 3apaHee MPOpabOTaHHBIMU CAMOCTOSITENIbHO Bompocamu. Bbl Mokere
MOJIYYUTh Pa3bICHEHHE 10 TIOBOJIY CIOKHBIX, HE JI0 KOHIIA MOHATHIX TEM, HO HE pacCCUMUTHIBAHUTE
BO BpeMs KOHCYJIbTAllMU Ha HCYEPIBIBAIONIYI0 HH(OpMALIUK [0 COACPIKAHUIO BCETO Kypca.



