MUHUCTEPCTBO HAYKH Y BBICIIET'O OBPA30OBAHNA
POCCHUNCKOU OEEPALIMA

deepasibHOE FOCY/[apCTBEHHOE BI0/DKETHOE 00pa3oBaTe/IbHOE YUPEKICHHE
BhICIIEro 06pazoBaHus
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VTBEPXJIAIO
Jupextop UT'O
.E. AGpam30H

03.03.2020 r.

PABOYASI ITIPOTPAMMA JIUCLHHUILJIAHBI (MOIYJIS)

JOKYMEHTOBE/IEHHE

Hanpassienue OAroTOBKH (CIEHaTbHOCTD)
46.03.02 JOKYMEHTOBEJIEHUE U APXUBOBEJIEHME

HanpassieHHOCTS (11podHIIb/Crienuann3anus) IporpamMmmal
JIOKYMEHTOBE/IEHHE | JIOKYMEHTAIIMOHHOE 00eCTeYeHne YIIpaBIeH s

VposeHsb Bbicuiero obpasoBanus - 6akajiaBpuar
IIporpamMma MoArOTOBKH - aKaJleMUUeckuii GakanaBpuar

®opma 00ydeHus
OYHast

Uncturyt/ pakynsrer  WHCTHTYT ryMaHHTapHOTO 00pa3oBaHus

Kadenpa ITenaroruyeckoro 06pa3oBaHUs ¥ JIOKYMEHTOBEICHUS
Kype 1,2
Cemectp 2,3,4

MarunuTtoropck

2019 ron



Pabouas mporpamMMma COCTaBJIeHa Ha OCHOBE ®I'OC BO 1o HanpapIeHHIO MOArOTOBKH
46.03.02 IOKYMEHTOBEJIEHME 1 APXMBOBEJIEHME (yposenb Gakanaspuara) (Ipukas
Muno6prayku Pocenn ot 06.03.2015 . Ne 176)

PaGoyas ImporpaMma paccMOTpeHa | oobpeHa ceqanuu  Kadeapsl
Ilearornyeckoro 06pa3oBaHus U JIOKyMEHTOBEICHHS
27.02.2020, npotoxoi Ne 6 g
3as. kadeapoii ' C.C. BennkaHosa

D =
Pa6ouast mporpaMma 0100peHa METO I 9ecKoi KO\%«IC Uro
03.03.2020 r. mpoToxon Ne 6

I[pencenarenb : — T.E. Abpam30H
Pabouyasi mporpaMma cocTaB/IeHa: %
nouent Kapeapst [10n]1, kau. Guion. HayK = C.JI.AnsipeeBa

PeleH3ent: %
Crapumii apxusuct apxusa [TAO "MMK" C.A.Benoboposiosa




JIner akTyasmsanun padodeii nporpaMmsl

Pa6ouas mporpamMma nepecMoTpena, obcyskiena 1 0106peHa JUlsl peai3aluu B 2021 - 2022
yueGHOM rojy Ha 3acesanuu Kadeapsr [lesarorungeckoro 0GpasoBaHHs H JI0KYMEHTOBEACHH

IIporokon ot 03 ce. Ne 1
3as. kadenpoii Z () C.C. BennkaHoBa
/i

PaGouast mporpaMma repecmMoTpena, oocysk/ena u 0100peHa JUis pealu3aluy B 2022 - 2023
yue6GHOM rojy Ha 3acenanun Kaenpsi Ilesarorndeckoro 06pasoBaHus U IOKyMEHTOBE/ICHHS

ITpotokon oT 20 r. Ne
3as. kadeapoii C.C. BenukaHopa

’ &

PaGouas mporpaMma repecMoTpena, obcyskieHa 1 0100peHa Juis pealu3auy B 2023 - 2024
yueGHOM rojty Ha 3aceqanuu kapeapsi lesaroruyeckoro 06pa3oBaHus U JIOKYMEHTOBE/ICHISA

[Tporokon or __ 20 r. Ne
3aB. kadeapoi C.C. BenukanoBa

PaGouas mporpaMma repecMoTpena, oGeysk/iena u ono6pena uis peamusaun B 2024 - 2025
yue6HOM rofty Ha 3aceaanun Kapeapsi [lesarornueckoro 06pasoBaHHs H JIOKYMEHTOBE/ICHUS

ITpoTokon or __ 20 r. Ne
3as. kadenpoi C.C. Benukanosa

Pa6ouast IporpamMMa repecMoTpena, oGcyk/iena i ofobpena juis peanusamuy B 2025 - 2026
yueGHOM rojty Ha 3aceanuu Kadeupri |lesarornyeckoro o6pa3oBaHus H JIOKyMEHTOBEICHHASL

[Tporokonmor ___ 20 r. Ne
3as. Kaeapoi C.C. Bennkanosa




1 Iles1u ocBOEHUS TN CHMILTHHBI (MOYJI51)

— HW3YYCHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa3OBaHWs, CKIIAJBIBAHUS W PA3BUTHUS
CUCTEeM  JOKYMEHTAI[M¥, TEOPETUYECKMX M  MPaKTUYECKHX  MpolOJeM  CO3IaHHs
JIOKYMEHTHUPOBAHHOH MH(OpMAIIUY OpTaHU3alNiN TF000M OPraHU3aIMOHHO-TIPABOBON (POPMBL.

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

Hucuummuaa J{okyMEeHTOBEICHHE BXOAUT B 0a30Byl0 dYacTh Y4YeOHOro IUIaHA
00pa30oBaTeNbHON IPOrPaMMBbI.

Jns  u3ydeHWs  AMCUUIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUS,  BIIAJCHHA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUIUINH/ IPAKTUK:

Opranu3anus 1 TEXHOJIOT Ul TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

IIpaBoBEICHME

OcCHOBBI Hay4YHO-HUCCIIE0BATENbCKON AESITETbHOCTH

VYuyebHasg - NpakTUKa IO IOJYYEHUIO INEPBUYHBIX IMPO(ECCHOHAIBHBIX YMEHUH U
HaBbIKOB, B TOM UHWCJIE€ [EPBUYHBIX YMEHMH U HABBIKOB HAy4YHO-HCCIIEA0BATEIbCKON
JeSITebHOCTH

JIoKyMeHTallMOHHOE 0OecrieueHre apXUBHOTI'0 Jiesia i HH(popMallMoHHOI cepbl B PO

JIMHrBUCTHYECKHE OCHOBBI JIEJIOBOTO MUChMA

CoBpeMeHHas opraHu3anys rocy1apcTBEHHbIX yupexaeHuil Poccun

TpyaHble BOIPOCH! PYCCKON MMyHKTYaIH

OcCHOBBI apXHBOBEACHUS

JlokyMeHTaIoHHOE 00ecledeHrne rocyJapCTBEHHOTO yCTpoiicTBa B PO

3HaHus (YMEHHUs], BIAJCHUS), TOJYYEHHbIE NP U3YYEHUU NAHHOW TUCIUIUIMHBI Oy1yT
HEOOXOIUMBI JUISl U3yUeHUS TUCHUIUTNH/TIPAKTHK:

ApxuBoBeneHNE

JIoKyMeHTaIMOHHOE 00€ecIIedeHEe TPYI0BbIX OTHOIIEHU B PO

Nudopmannonnoe obecrieueHre ynpaBieHHUs

KanpoBoe nenonponsBoacTBo

MonenrpoBaHue CUCTEM JOKYMEHTAI[MN OpraHu3aliu

OCHOBBI CEKpeTapCKOro 0OCTYKHBAHHS

IIpoekTHas nEeATENTBLHOCTD

Jlenosast mepenucka

WHdopmanoHHbIe TEXHOJIOTUH B JOKYMEHTOBEICHUN U apXUBHOM JIeJie

HopmaTtuBHas 6a3a nenoBoro nuchbma

[IpoekTupoBanue yrpaBieHUECKON JOKYMEHTAI[UU OpraHu3aluu

[Tpon3BoCTBEHHAs - MPAKTHKA IO MOJIYYEHHUIO NMPO(ecCHOHAIBHBIX YMEHHUN U OIbITa
poeCCHOHAIBHON TSI TETLHOCTH

Jlenonpon3BOACTBO KOMMEPUYECKUX MPEIIPUITHI

WudopmanroHHbIe pecypchl KaJIpoBOM CITyKObI

[IpakTuKyM 10 COCTaBIECHUIO U OPOPMIIEHHUIO CITYKEOHBIX TOKYMEHTOB

CrennanbHasi CUCTEMA YYETHON TIOKYMEHTALlUN

I'ocynapcTBeHHbIE, MYHUIIUIIATbHBIE U BEIOMCTBEHHBIE APXUBBI

JIOKyMeHTUpOBaHUE IS TEIbHOCTH HErOCYJapCTBEHHBIX OpraHU3alii

MesxayHapoiHbIe CTaHAAPTHI YIIPaBJIEHUS JOKYMEHTaMHU

Opranm3anys paboThI C 00paleHUIMH TPaXKIaH

JIOKyMEHTallMOHHOE ~ OOecIeueHre YNpPaBICHUS Ha MPEANPUATUSAX  Ppa3IMUHBIX
OpraHu3aIMOHHO-TIPAaBOBBIX (hOpM



3 KomnereHunu o0y4aoiierocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUs

AMCHUIIMHBI (MOYJIS1) M IIJIAHUPYEMbIE Pe3yJbTAThbl 00y4eHUs

B pesynprate ocBOoeHUs AMCHUILIMHBI (MOAyns) «/lokymeHTOBeaeHHE» O0ydaromuiics
JIOJKEH 00J1a/1aTh CIEAYIONTUMHU KOMITETCHITHSIMHU:

CtpyKTypHBII [Tnanupyemble pe3ynbTaThl 00ydeHUs
JJIEMEHT
KOMIIETCHIIMU

I1K-3 BJIaACHHUCM 3HAHUAMHN OCHOBHBIX HpO6HCM B o0J1acTu AOKYMCHTOBECACHUA U

3HaThb - TOKyMEHTOBEAUECKYIO0 TEPMUHOJIOTHIO;

- HOPMaTUBHO-METOIMYECKHE MATEPUaIIbI 110 TOKYMEHTHPOBAHUIO
yIpaBJIEHYE-CKOM J1eATENbHOCTH;

- crIocoOBI U CpeICTBA IOKYMEHTUPOBAHHUS;

- 3aKOHOMEPHOCTH Pa3BUTHSI IOKYMEHTA;

- CTPYKTYpPY AOKYMEHTA;

- XapaKTEPUCTHKY ¥ COCTaB YHU(DUIIMPOBAHHBIX CHCTEM JIOKYMEHTAIINH;
- TUIIOBOI COCTaB CHCTEM JIOKYMEHTALUU YUPEeKIeHHUH 100011
OpraHU3aIIOHHO-TIPAaBOBON (hOPMBI;

- IpaBUJIa COCTABJICHUS U O(hOPMIICHUS TOKYMEHTOB;

- IOPSIIOK OpraHU3aIMH JOKYMEHTOB B KOMILIEKCHI;

- KpUTEPUH U IPUHIUIIBI ONPeAETICHNs HAyYHO-UCTOPUUECKUIN U
MIPaKTUYECKON [IEHHOCTH JIOKYMEHTOB;

- TeH/ICHIIUH Pa3BUTHUs HHPOPMALIMOHHO-IOKYMEHTALIHOHHOTO
oOecrnieuyeHuns ypaBaeHs U apXUBHOI'O Jiesia

YMmerb - AaHAJIU3UPOBATh HOPMATUBHO-METOANYECKUE UCTOUHUKH 11O
JOKYMEHTHUPOBAHUIO YIIPABICHUECKON NEATEIbHOCTH;

- XapaKTepu30BaTh U AaHATTU3UPOBATH YHUPHUIIMPOBAHHBIX CHCTEM
JIOKYMEHTAITUH;

- BBISIBIISITH TUTIOBOM COCTaB CUCTEM JOKYMEHTAIIUU YUPEHKACHUM 000
OpraHU3aIIOHHO-TIPAaBOBON (hOPMBI;

- IPUMEHSATH MPaBUJIa COCTABICHUS U O(POPMIIEHHUS JOKYMEHTOB Ha
MIPaKTHKE;

- OPraHU30BbIBATh JOKYMEHTHI B KOMILIEKCHI;

- BBISIBJISITh HAYYHO-UCTOPUUYECKYIO U MPAKTUUECKYIO IICHHOCTh
JIOKYMEHTOB;

- BBISIBIISITh TCHJICHIIUU Pa3BUTHs HH()OPMAIIMOHHO-JOKYMEHTAI[HOHHOTO
oOecrnieueHus ypaBiIeHUs] M apXUBHOIO Jieia

Bmanets - TOKyMEHTOBEAUECKON TEPMUHOJIOTHEN B TPO(ECCHOHATILHON peun;
- IpYeMaMH COCTaBJIeHUS U O()OPMIIEHHUSI OCHOBHBIX YIPABICHUECKUX
JIOKYMEHTOB;

- METOJlaMU YHU(UKALUHN U CTaHJApTU3AIMH JOKYMEHTOB;

- HaBbIKaMU 00BEIMHEHUS JOKYMEHTOB B IIEPBUYHBIE KOMILIEKCHI;

- 3HAHUSIMHU OCHOBHBIX MPOOJIEM B 00JIaCTH JOKYMEHTOBEIEHUS

[TK-4 ciocoGHOCThIO CAMOCTOSITEBLHO pabOTaTh C pa3IMYHBIMU HCTOYHHUKAMH WH(pOpMaLUn




3HaTh

- OCHOBHbBIC HaYUHBIE U MIEPHOAMYECKUE U3/IaHKs B 001aCTH
JTOKYMEHTOBEICHHUS;

- OCHOBHbIE VIHTEpPHET-UCTOUYHUKH B 00JIACTH JOKYMEHTOBEICHHS,

- HOPMaTHBHO-TIPAaBYI0 U HOPMAaTUBHO-METOJHUYECKYIO Oa3y
JOKYMEHTAI[MOHHOTO 00ECTIEYCHHUs YIIPABIICHHS,

- CIIOCOOBI PadOTHI C Pa3TUYHBIMU UCTOYHHKAMU HH(OPMALIUH;

- nH(pOpPMAIMOHHBIE TEXHOJIOTUH MPH padoTe ¢ nHpopmarmeil B 001acTi
JIeTI0-TIPON3BOJICTBA

YmMmern

- CaMOCTOATCIIbHO OCYHICCTBJIATH MOUCK HAYUYHBIX U IICPUOIUICCKUX
U3JIaHUH B 00JIACTH JOKYMEHTOBEICHMUS,

- CaMOCTOSTEIbHO UCII0JIb30BaTh OCHOBHbIE VIHTEPHET-UCTOYHUKY B
00J1aCTH TOKYMEHTOBE/IEHUS B IPO(ECCUOHANBHON e TeNbHOCTH;

- CaMOCTOSATENbHO aHAIU3UPOBATh HOPMATUBHO-IIPABYIO0 U HOPMATUBHO-
METOAMYECKYIO 0a3y JOKYMEHTAI[MOHHOI'O O0ECIIeYeH s yIIPABICHMS;

- CaMOCTOSTEIbHO UCIOJIB30BaTh CIIOCOOBI pabOThI € Pa3INYHBIMU
HCTOYHUKAMU MHPOPMALUU B TPO(HECCHOHAIBHON AEATEIbHOCTH;

- CAaMOCTOATENBHO MPUMEHATh HH()OPMAITMOHHBIE TEXHOJIOTHU TIPU paboTe
¢ uadopmaryei B 001aCcTH €JI0NPOU3BOJICTBA

Brnaners

- HaBBIKAMH Pa0OTHI C OCHOBHBIMH HAYYHBIMH U TIEPHOHYECKUMHU
U3JIaHUSAMU B 00JIaCTH JJOKYMEHTOBEICHMS,

- HaBBIKAMH Pa0bOTHI C OCHOBHBIMH VIHTEpHET-UCTOYHUKAMU B O0JIACTH
JIOKYMEHTOBE/ICHUS;

- 3HAaHUSIMU HOPMATHBHO-TIIPaBOM 1 HOPMATUBHO-METOANYECKOMN Oa30i
JOKYMEHTAI[MOHHOTO 00ECTIeYeHHUs yIIpaBICHMS;

- crioco6amu paboThI ¢ Pa3IMYHBIMU HCTOYHUKAMU UH(GOpMAIUY;

- nH(GOPMAIIMOHHBIMH TEXHOJIOTUSAMHU ITpU padoTe ¢ nHpopManuei B
00J1aCTH JEJIONPOU3BOJICTBA

[TK-19 cioco6HOCTHIO UCITOIB30BATh MTPaBUJia TOJAITOTOBKHU YIPABIEHYECKUX TOKYMEHTOB U
BEJICHUS JIEJIOBOM MEPENUCKU

3HaTh

- IpaBUJIa MOATOTOBKH YIIPABICHUYECKUX TOKYMEHTOB

- TEOPETUYECKHUE OCHOBBI BEACHUS J1€JI0BOM MEPETUCKHU

- COCTaB M COj/IepKaHNE HOPMAaTUBHO-METOAMUYECKOM 0a3bl IO COCTABIEHUIO
1 0)OPMIICHHUIO CITYKEOHBIX TOKYMEHTOB

- cien UKy s3bIKa YIPaBIEHYECKON JOKYMEHTAIUH;

- OCHOBHBIE TPOOJIEMBbI HOPMAaTUBHOTO O0ECTICUEHUSI COCTABIICHHUSI U
odopMIIEHUS YIIPABICHUYECKON IOKYMEHTAIINH,

- OCHOBHBIE MPOOIEMBbI HOPMAaTUBHOTO OOECTICUEHUS BEACHHUS JIETIOBOM
MEePENUCKU

YmMmern

- COCTaBIJIATH U OPOPMIIATH Pa3IMUHbIC BUJIbI YIIPABIEHYECKUX JOKYMEHTOB
B COOTBECTCTBUH C HpaBI/IJ'IaMI/I HUX IIOATIOTOBKH,

- MPOEKTUPOBATH YHUDUIIUPOBAHHBIE (POPMBI YIIPABICHUECKUX
JIOKYMEHTOB C YY€TOM COBPEMEHHBIX TPEOOBAHUHN K UX COCTABIIEHUIO U
oopmienuio;

- IPUMEHATH NIPABWIIA BEICHHUS 1€JTOBOM MEPETHCKU;

- COCTaBJISATh JIOKAJIbHYI0 HOPMATUBHO-METOJUYECKYIO JOKYMEHTAIUIO 110
MOA-TOTOBKE YIPABJICHUYECKOU TOKYMEHTAIIHH;

- COCTaBJIATH JIOKaJ'IBHyIO HOpMaTI/IBHO-MeTOILI/I‘-ICCKyIO ,Z[OKYMGHTaI_II/IIO 10
BEJICHUIO JICJIOBOM MEPEMUCKHU




Brnaners

- IpaBUJIAMHU [TOATOTOBKH YIPABIECHUYECKUX JOKYMEHTOB;

- IPaBUJIaMH BEJICHHUS I€JIOBOM MEPETHCKY;

- HOPMaTHBHO-METOIUYECKOM 0a3bl O COCTABICHUIO M O(OPMIICHHIO
CIIy>keOHBIX JOKYMEHTOB

- 0(pUIHMATHHO-IEIIOBBIM S3bIKOM IIPU COCTABIICHUH U 0(hOpPMIICHUN
CITy’>keOHBIX JJOKYMEHTOB;

- IPAaKTUYECKUMU HABBIKAMU HCIIOJIb30BAHUSI YMEHHUSI COCTABIISTH U
oQopMIIATH CTyXKeOHYIO JOKYMEHTAIMIO Ha IPYTUX AUCLHUILIMHAX

OIIK-3

BJIa/ICHUEM 0a30BbIMU 3HAHUSIMHU CUCTEM OPraHOB rOCYAAPCTBEHHON U

MYHHHHHaHBHOfI BJIaCTH

3HaTh

- TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO YIIPABICHYECKUX
JOKYMEHTOB

- COCTaB U COJIEPKAHNUE HOPMATUBHO-METOANIECKOH Oa3bl [0 COCTABICHUIO
1 0(hOPMIICHUIO CITY’KEOHBIX JOKYMEHTOB

- OCHOBHbIE MP0OJEMbl HOPMAaTUBHOTO O0ECIIEUEHUSI COCTABICHUS U
oopmieHHs yIIpaBIeHUYECKON JOKYMEHTAIMN B CUCTEME OPraHOB
roCyAapCTBEHHON U MYHULIMITAJIIBHON BIACTH

- OCHOBHbIE MPO0JIEMbl HOPMATUBHOT'O 0OECIICUEHUS BeJICHHs 1EJI0BOM
IIEPENUCKHU B CUCTEME OPraHOB I'OCYJapCTBEHHON U MYHUIIUIIAJIBHON
BJIACTH

YmeTh

-MCII0JIb30BaTh IIPU COCTABICHUU U O()OPMIIEHUHN DPA3JIMYHBIX BUI0B
YIPABJICHYECKUX JTOKYMEHTOB HOPMATHBHBIE U IIPABOBBIE AKTHI OPTaHOB
roCylapCTBEHHON U MYHULIUIIAIbHOM BJIACTH;

- IPOEKTUPOBATh YHU(UIUPOBAHHBIE (POPMBI YIIPABICHYECKUX
JOKYMEHTOB C Y4E€TOM COBPEMEHHBIX TPeOOBAHUI OpPraHOB
roCyAapCTBEHHON U MYHHUIIMITAIIBHON BIIACTH;

- COCTaBJISATb HOPMATUBHO-METOUUYECKYIO TOKYMEHTALMIO T10 IIOArOTOBKE
YIPABJICHYECKON TOKYMEHTALUH

. OCHOBBIBAsICh HA HOPMATUBAX CUCTEM OPIaHOB I'OCYJapCTBEHHON U
MYHUIMITAJILHON BJIAaCTH;

Bnanets

- IPaBWJIaMH ITIOATOTOBKH YIIPABICHYECKUX JOKYMEHTOB OPraHOB
rOCYJIapCTBEHHOW U MYHHIIUITAIbHOW BJIACTH;

- IPaBWJIAMH BEICHUS JI€JIOBOM NIEPENUCKU B CUCTEME OPraHOB
rOCyJIapCTBEHHOW YU MYHHUIMITAIbHOW BJIACTH;

- HOpPMaTUBHO-METOINYECKOM 6a3bl OPraHOB rocy1apCTBEHHON U
MYHUIIMITATIBHOM BJIACTH 110 COCTABICHUIO U 0(OPMIIEHHIO CITY>KEOHBIX
JOKYMEHTOB

- IPaKTUYECKMMH HAaBBIKAMH MCIIOJIb30BAHUSI YMEHUS COCTABIIATh U
0(hopMIIATH CITY’)KEOHYIO JOKYMEHTAILHIO OPTaHOB T'OCYJapCTBEHHOM U
MYHUIIATIAJILHON BIaCTH




HHUCJIIC

4. CTpyKTypa, 00bEM U coep:KkaHue TUCHUILIMHBI (MOAYJIS)
OO0mmast TpyTI0eMKOCTh AUCIHILTAHBI COCTaBIsAeT 8 3aueTHBIX eauHuIl 288 akajn. 4acoB, B TOM

— KOHTaKTHas pabdora — 160,75 akaj. yacos:
—ayauTtopHas — 156 akaj. 4acos;
— BHeaynutopHas — 4,75 akaj. 4acoB

— camocTosTeapHas padota — 127,25 akaj. 4yacos;

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

CUCTEMaMH

AynuropHas ) s
o | xonraktHas pabora E = ®dopma TeKyIero
=
5 B aKaj. yacax 3] Bup KOHTpOJISI
Pasnen/ Tema 3 (B axan ) £ B y P Kon
g & © | caMOCTOATENBHON | yCIIeBaeMOCTH U
JACIATUTAHBL 5 [ ., | KoMOeTeHIH
O 2 £ pabdoTsl MPOMEXYTOYHOH
nmal. | mpakT. | 3 &
Tek. 'S aTTeCTaluu
3aH. 3aH. | &
1. Pazgen 1. YuuduiupoBaHHbie
CUCTEMBI JOKYMEHTAIHH.
JIOKyMEeHT Kak cuctema
TTouck
JIOTIOTHUTENBHOMN
HHPOPMAIHH 10
3a/laHHON TeMe.
KonTponpnas
aboTa.
P TectupoBanue
Brinmonsenue
(Tekyiee u
JOMaIIHUX
HUTOTOBOE)
MPAKTHIECKUX
11 YnpasneHueckas aboT Tpaxiieckas
T(.EO st b OKyMEHTa CaMOCI')I‘OHTEHLHoe padora [K-3, TIK-4,
p HOKY 121 10 10 8 | Kourpomsuas | TIK-19, OTTK-
praBHeH‘{CCKI/IC CHCTEMBI HU3YyUCHUEC y‘{C6HOI/I pa60Ta 3
OKYMEHTAaI[HH W HAYYHO JINTepa- 9
JIOKYM i p VYerHbIl onpoc
TYpHI.
(cobecenoBanue)
ITogroroBka x
Ha MPaKTHYECKUX H
TECTHPOBAHHIO
3auere
Pabora c
KOMITBIOTCPHBIMH,
JNIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU




TTouck
JIOTIOJTHUTEITLHOM
uH(popMaIUy 10
3aJJaHHOM TeMeE.

KonrtponbHas
abora.
P TectupoBanue
Brinmonnenune (Texymiee 1
JIOMAITHAX
HUTOTOBOE)
TPAKTHHACCIHX IIpakTndeckas
1.2 Cranmapruzauus | pabor
adora IK-3, I1K-4
yHU(UKaUs  JOKYMEHTOB. 10 10 10 CaMocCTosTeNbHOE KOET P K lé OHK,
YHubunuposaHHble u3ydeHue yueOHon a%OTa é
CHCTEMBI JTOKYMEHTALHH Y HAY4HO JIUTEpa- yCT£BII7I B
TYpBI.
yp (cobecenoBanue)
IToxroroBka
Ha MPaKTHYECKUX U
TECTUPOBAHUIO saueTe
Pabora ¢
KOMITBIOTEPHBIMH,
JNIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu
ITouck
JIOTIOTHATENBHON
uH(popMaIMHy 1o
3aJaHHOW TeMe.
Konrponbnas
abora.
P TectupoBanue
Brinmonnenue (Texymee 1
OMAaIITHHX
A HUTOTOBOE)
1.3 JIokyMeHT Kak cucrema. MPAaKTUYECKUX MpaxTuucckas
O6mme  TpeOoBaHusA K pabor p pabota K-3. TIK-4
odopmienuro CamocToATenbHOE ) !
bop 14 14 | 162 °| Konrponbhas | ITK-19, OTTK-
OpTaHM3aIMOHHO- n3ydeHune yaeOHon aGoTa 3
pacropsAnTETbHBIX U HaY4HO JIUTEepa- YCTE P
OKYMEHTOB TYpBL.
JIOKYM yp (cobecenoBanue)
IloaroroBka k
Ha MPAaKTUYECKUX U
TECTUPOBAHHIO saueTe
Pabora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4aeOHUKaMU,
TECTOBBIMHU
cuCTeMaMu
Wroro no pazneny 34 34 38,2
Hroro 3a cemectp 34 34 34,2 3a4éT

OCHOBHBIX
OPTaHU3AIIMOHHOT0-
pacnopsiAuTeIbHON

2. Pasmen 2. TpebGoBanusi K
COCTaBIECHHI0O U  OGOPMIECHHIO
BHJIOB




TTouck
JIOTIOJTHUTEITLHOM
uH(popMaIUy 10
3aJJaHHOM TeMeE.

KonrtponbHas
pabota.
TectupoBanue
Brinmonnenune
(Tekyiee u
JIOMAIIHUX
MPaKTUYECKUX HTOrOB0e)
21 TpeboBanus K p aGoT IIpakTndeckas
COCTaBJICHUIO u CaMocpTos[TenLHoe pabora I1K-3, I1K-4,
0 OpMIICHUIO OCHOBHBIX 10 17 .| KonTpoabHas ITK-19, OIIK-
u3ydeHue yueOHon
BUJIOB  OpPraHU3aIlMOHHBIX W HAVAHO pabora 3
JIOKy-MEHTOB i YcrHBIi onpoc
JIUTEPATYPHI.
(cobecenoBanmue )
IToxroroBka k
Ha IPaKTHYECKHUX U
TECTUPOBAHUIO
3ayere
Pabora ¢
KOMITBIOTEPHBIMH,
JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMU
cucTeMaMu
ITouck
JIOTIOTHATENBHON
uH(popMaIMHy 1o
3aJaHHOW TeMe.
Konrponbnas
abora.
P TectupoBanue
Brinmonnenue
(Tekyiee u
JIOMAIIIHUX
MPAaKTUYECKUX UTOTOB0E)
2.2 TpeboBanus K p aGoT IIpakTuueckas
COCTaBIICHUIO u CaMocr; OSTIILHOE pabora MK-3, I1K-4,
0 opMIICHUIO OCHOBHBIX 10 18 .| KoHTponbHas [K-19, OIIK-
u3ydeHue y4eOHoH
BUIOB  PacHoOpPSIUTEIbHBIX pabora 3

JIOKy-MEHTOB

W Hay4yHO JINTepa-
TYpBHI.
TToaroroBka k
TECTHPOBAHHIO
Pabora ¢
KOMITbIOTEPHBIMH,
JIIEKTPOHHBIMH
yueOHUKAMH,
TECTOBLIMU
CHCTEMaMH

VYeTHblii onpoc
(cobecenoBanmue )
Ha MPAKTHYECKUX U
3auere




TTouck
JIOTIOJTHUTEITLHOM
uH(popMaIUy 10
3aJJaHHOM TeMeE.

KonrtponbHas
pabota.
TectupoBanue
Brinmonnenune
(Tekyiee u
JIOMAITHAX
MPAKTHIECKUX HTOrOB0e)
2.3 TpeboBanus K p aGoT IIpaxTudeckas
COCTaBJICHUIO u CaMocpTos[TenLHoe pabora I1K-3, I1K-4,
0 OpMIICHUIO OCHOBHBIX 4 8 18 .| KoHnTponbHas ITK-19, OIIK-
u3ydeHue yueOHon
BUJIOB MHPOPMAITUOHHO- pabora 3
Y HAY4HO JIUTEpa- 9
CIPaBOYHBIX JOKYMEHTOB VDL VYerHsli onpoc
YPHI. (cobecenoBanmue )
IToxroroBka k
Ha MPaKTHYECKUX U
TECTUPOBAHUIO
3agere
Pabora ¢
KOMITBIOTEPHBIMH,
JNIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu
ITouck
JIOTIOTHATENBHON
uH(popMaIMHy 1o
3aJaHHOW TeMe.
Konrponbnas
abora.
P TectupoBanue
Brinmonnenue
(Tekyiee u
JIOMAITHAX
HUTOTOBOE)
24 TpeboBanus K MPaKTUYECKUX
COCTaBJICHHIO u ador Tpakriieckas
0 OpMIICHUIO OCHOBHBIX CaMOCI”)FOﬂTeJ'IbHOC padora [K-3, TIK-4,
p 4 8 14 °| Konrponbhas | ITK-19, OTTK-
BUJIOB  JOKyMEHTOB IO n3ydeHune yaeOHon aGora 3
TPYIAOBBIM OTHOLICHHUSM. M HAay4HO JIUTEpa- P 9
VYeTHblii onpoc
JIn4yHBIE TOKYMEHTHI TYpBL.
(cobecenoBanmue )
IloaroroBka k
Ha INPAaKTUICCKUX U
TECTUPOBAHHIO
3aqere
Pabora ¢
KOMITBIOTEPHBIMH,
DJIEKTPOHHBIMU
y4aeOHUKaMU,
TECTOBbBIMU
cuCTeMaMu
Hroro no pazaeny 18 36 71
Hroro 3a cemectp 18 36 67 3a4éT

3. 3

CoBepIIeHCTBOBaHHE

Kommiekchl JOKYMCHTOB

Pazpgen.

JOKYMCHTAIIMOHHBIX ITPOLECCOB.




TTouck
JIOTIOJTHUTEITLHOM
uH(popMaIUy 10
3aJJaHHOM TeMeE.

CUCTEMaMH

KonrtponbHas
pabota. TecrupoBanue
3.1 PernamenTtanus Brimonnenue (Tekyiee u
MPOLIECCOB JIOMAITHAX UTOTOBOE)
JIOKYMEHTO0Opa30BaHusL. MPAKTHIECKUX IpakTHdeckast
Yuuduxanus u pabor pabora ITK-3. TIK-4
) )
CTaHIapTH3AIHS Kak 6/411 CaMOCTOﬂTeJ‘ILHoeu KonrponbHas TK-19, OIK-
METObI u3ydeHue y4eOHOH pabora 3
COBEPIICHCTBOBAHUS Y HAYYHO JuTepa- [ YCTHBIA ompoc
JIOKYMEHTHO- TYpBIL. (cobecenoBanue)
KOMMYHHKAI[IOHHON IoaroroBka K |Ha NPaKTHYECKHUX U
JIeSITeIbHOCTH TECTUPOBAHUIO 3aqere
Pa6ora ¢ KypcoBas pabora
KOMITBIOTEPHBIMH,
JNIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu
ITouck
JIOTIOTHATENBHON
uH(popMaIMHy 1o
3aJaHHOW TeMe.
Konrponbnas
pabota. TectupoBanue
Brinmonnenue (Tekyiee u
JIOMAITHAX HTOTOBOE)
MPAKTHIECKUX IIpakTuyeckas
3.2 Tlpoctele H CIIOXKHBIE CaMocr; i)i(;::nbﬂoe Ko lf a6(());sﬂaﬂ MK-3, I1K-4,
KOMIUIEKCHI JOKYMEHTOB. 6/51 o P [K-19, OIIK-
JIOKYMCHTHBIC PECYCHL. M3y4eHre yueOHOH pa6v0Ta 3
U Hay4yHO JIuTepa- | YCTHBIN onpoc
TYpHL. (cobecenoBanue)
IMonroroBka Kk |Ha MPaKTHYECKUX U
TECTUPOBAHHIO 3aqere
Pabora ¢ Kypcosas pabora
KOMITBIOTEPHBIMH,
DJIEKTPOHHBIMU
yueOHUKAMH,
TECTOBbBIMU




TTouck
JIOTIOJTHUTEITLHOM
uH(popMaIUy 10
3aJJaHHOM TeMeE.

KonrtponbHas
pabota. TecrupoBanue
Brinmonnenune (Tekyiee u
JTIOMAaITHUX HUTOTOBOE)
3.3 OcobeHHOCTH HPaKTHYECKHUX INpakTudeckas
COCTaBJICHHS  JIOKYMEHTOB pabor pabora ITK-3. TIK-4
Ha MAIIUHHBIX HOCHUTEISX. 5 551 | 1,05 CaMOCTOHTeJ‘ILHoeu KonrponbHas TK-19, OIK-
IOpuanueckas cuna U3yYCHUE YIeOHOMH pabora 3
JOKYMEHTOB Ha MAIIMHHBIX Y HAy4HO JIuTepa- | Y CTHBIHA ompoc
HOCHUTEIISX TYpBIL. (cobecenoBanue)
IoaroroBka K |Ha NPaKTHYECKHUX U
TECTHUPOBAHUIO 3ayeTe
Pa6ora ¢ KypcoBas pabora
KOMITBIOTEPHBIMH,
JNIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
CHCTEMaMHU
HWroro no pazneny 17 17/1411 (18,05
Hroro 3a cemectp 17 17/141 (11,05 320,Kp
1272 3aueT, kypcoBast [[IK-3,I1K-
Hrtoro no aucuuIiinHe 69 87/1411 5’ pabora, 3auer ¢ |4,ITK-19,0I1K
OLICHKOI -3




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

W3yuenne OUCHMIUIMHBI HAYWHACTCA C LEJerojiaraHusi, 0003HAYaIOIIer0 OCHOBHBIE
3HAHUS, YMEHHS U HaBBIKU, KOTOPbIE JOKHBI C(OOPMUPOBATHCA Y CTY/IEHTOB B X0/1€ O0yUYEHUSI.
Hayka «/lokymeHTOBeqeHHE» MPEACTABICHA B CIEKTPE MPOOJIEMHBIX BOIPOCOB YIPABICHUS B
Pa3IMYHBIX OTPACIISIX AESITEIbHOCTH YEI0BEKA.

[TpakTudeckue 3aHATHS MPOBOAATCA B (POpME MPAKTUYECKOW MOIATOTOBKH B YCIOBHSIX
BBIMIOJTHEHHUST OOy4YaloUUMUCS BUIOB paboOT, CBsI3aHHBIX C Oynymedl mnpodeccnoHanbHOMI
JeSITeIbHOCTBIO M HANPaBJICHHBIX Ha (POPMUPOBAHHE, 3aKpPEIUICHUE, Pa3BUTHE MPAKTUYECKHUX
HABBIKOB M KOMITETEHIUI 110 pod o 00pa3oBaTeIbHOU MPOrpPaMMBI.

TexHoyornueld MOHUTOPWHTA PE3YIHTATOB OOPA30BATEIBHOW ICSATCILHOCTU SBISCTCS
3a4eT, BBICTABISIEMBI Ha OCHOBE MOATOTOBIEHHOTO MOPT(OINO, MO3BOJSIOUIETO YUUTHIBATDH
pe3yabTaThl, AOCTHTHYTHIE CTYACHTOM B DPa3HOOOPA3HBIX BUIAX JACATEIHOCTH — Yy4eOHO-
MIO3HABATEJIbHOW, YaCTUYHO-TIOUCKOBOM, pePOAYKTUBHOI:

* OJIUII-OIIPOCHI HA JICKITUSX,

* OTBETHI HA PAKTUYECKUX 3aAHATHUSX,

* TECTUPOBAHMUE,

* KOHCIIEKTUPOBAHHUE,

JlaHHAsl TEXHOJIOTMS SBISETCS BAXKHBIM JJIEMEHTOM JACSATEIBHOCTHOIO IIOAXO0Ja B
oOydeHuu O0akanaBpoB MO HAMPABJICHUIO «J{OKyMEHTOBEIEHUE U ApXUBOBEICHUE.

s onieHKH MOPT(OINO MPUMEHSETCSI PEUTHHTOBAas TEXHOJOTHS OICHKH 3HAHHM,
CIocoOCTBYIOIIAs IEMOHCTPAIMK 00BEKTUBHOCTH IIPETIO1aBATEIbCKOM OIICHKH.

JI1st KOHTPOJIA PENPOLYKTUBHOM JEATEIbHOCTH CTYAEHTOB HUCIIOJIB3YETCS YCTHBIM OIIPOC
Ha TMPaKTUYECKUX 3aHATUSX, TecTupoBaHue. C 1enblo0 oOecreyeHus MPEeeMCTBEHHOCTH
M3y4aeMbIX TEM Ha JEeKUUAX MHCIONb3YIOTCd OJMI-OMPOCH], OINpPENEsIONINe CTENeHb
OCO3HAHHOCTH JIEKI[MOHHOTO MaTepuasa, YCTAHOBIEHUE CBSI3U MEXIY KIIFOUEBBIMU MOHATUSIMHU
Kypca.

[Ipodeccrnonanbubie yMeHUs 10 pabOTe ¢ MCTOYHUKAMU PA3HBIX THIIOB OTPabaThIBAIOTCS
MpU BHITIOJIHEHUH JoMamtHuX pabot . [lpoepka chopmMupoBaHHOCTH HA3BAaHHBIX BBIIIE
poecCHOHANBHBIX KOMIETEHIINN OCYIIECTBIISIETCS B UHTEPAKTUBHON (hOpMe Ha MPAKTUUECKUX
3aHATHUSX.

CopepxaHue 4acTU CaMOCTOSITENIbHOM paboThl paccYUTaHbl Ha (HOPMHUpPOBAHUE YMEHHI
MIOJIB30BAaTbCA ~ MaTrepuajgaMu  I[EPUOJMYECKMX  M3JaHUM, BKIIOYAas HWHTEPHET-U3IAHMS
npodecCHOHANBHBIX HAYYHO-TIPAKTUYECKUX KYPHAIIOB.

[Ipn wu3ydeHun TpeOOBaHUI K COCTaBICHUIO U OQOPMIIEHHIO OCHOBHBIX BHJIOB
OpraHU3aIMOHHOTO-PACIOPSIIUTENbHON JIOKyMEHTAIUU MIPUMEHSIOTCS KOMILJIEKC
o0Opa3oBaTeNbHbIX M HWH(GOPMAIMOHHBIX TEXHOJIOTUH, HAIpPaBICHHBI Ha OBJaJIeHUE
3as1BJIEHHBIMU KOMIIETEHIUSMHU.

B mpouecce Bcero o0ydeHHsI HCMONB3YIOTCS HH(POPMAIOHHO-KOMMYHHUKAIIMOHHbBIE
oOpa3oBaTeNbHbIE TEXHOJIOTUH — OpraHu3alus o0pa3oBaTelbHOTO MpoIllecca, OCHOBAHHAS Ha
NPUMEHEHUN CHEIHaTU3UPOBAHHBIX MPOTPAMMHBIX CPEJl M TEXHHUYECKHUX CpEACTB paboThl C
uHpopmarmeit. @opmMamMu yueOHBIX 3aHATHUN SBISIOTCS: JIEKIHS-BU3YaTH3aUs — U3JI0KEHUE
COJIEp’KaHUsl  COMPOBOXKIACTCS IMpe3eHTalued (AeMoHCTpanuedl y4eOHBIX MaTepHalloB,
MPEJICTABICHHBIX B PA3UYHBIX 3HAKOBBIX CHCTEMaX, B T.4. WJUIFOCTPATHBHBIX, TPaPUUECKHX,
BHJICOMATEPHAIIOB).

6 YueOHO-MeTOAUYECKOE 00eciedeHHe CAMOCTOSITeJIbHOI PadoThl 00y4aroIMXcst
[TpencraBneno B mpuioxeHun 1.

7 OueHOYHBIE CPeACTBA AJisl IPOBeeHH s POMEKYTOUHOI aTTecTAlMI
[IpencraBieHbl B IPUIOKEHUH 2.



8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE 0O0ecnevyeHue TUCIUIIHHBI (MOTYJIs1)
a) OcHoBHas TUTEpaTYypa:

1. JJokymenmogedenue : y4eOHUK W TPAKTHKYM JJIsl akaJeMu4eckoro OaxanaBpuara /
JI. A. loponuna [u ap.]; mox penakuwmeit JI. A. JlopoHuHoi. — 2-e u3z., nepepad. u J10om. —
Mocksa : M3gatenbctBo [Opaiir, 2019. — 309 c. — (bakamaBp. AkageMu4ecKuii Kypc). —
ISBN 978-5-534-03053-2. — Tekct : oanekrponHsii // DBC HOpaiir [caiitr]. — URL:
https://urait.ru/bcode/433067 (mara obpamenus: 01.09.2020).

2. Kazakesuu, T. A. ]JlokymeHnroBenenue. JlOKyMEHTAllMOHHBIN CEPBHUC : YYEOHHK W
MpaKTUKyM Juisl mpukiagHoro OakanaBpuata/ T. A. KazakeBuu, A. W. Tkamuuy. — 2-¢ wu3f.,
uctp. u pon. — Mocksa : U3natensctBo HOpaiit, 2019. — 177 c. — (bakanasp. IIpuknaanoii
kypc). — ISBN 978-5-534-06273-1. — Texkcr : anekrponnsiii // OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/437480 (nara ooparenus: 20.08.2020).

3  Koowcywkosa, H. B. Crpykrypa gokymeHta. CHCTEMBI JTOKYMCHTAIIWU.
YuuduuupoBaHHas CHCTeMa OPraHHU3aI[MOHHO-PACHOPSAIUTENILHON JOKYMEHTAluu: OOIIHe
TpeOOBaHUs K COCTaBICHHIO M oopmieHuto : yaeoHoe nocodue / H. B. Koxymkosa ; MI'TYV. -
Maruutoropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3arn. ¢ TuTys1. 9KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true = (mata oOpamenus: 24.08.2020). - MakpooObekr. - Tekct
ANEKTPOHHBIN. - CBeieHus qocTynHbl Takke Ha CD-ROM.

0) lonotHuTEIBHAS TUTEPaTypa:

1. baiitbopooosa, JI. B. Metoaonorusi © METObl HAYYHOTO MCCIIEIOBAHUS : ydeOHOe mocodue st
maructpatypsl / JI. B. Baitboponosa, A. I1. UepHsaBckas. — 2-e u3[., Hcnp. u gon. — MockBa : M3xaare
2019. — 221 c. — (bakanaBp u maructp. Akagemudeckuii Kypc). — ISBN 978-5-534-06257-1. — Texkcr
// BC Opaiit [caiit]. — URL: https://urait.ru/bcode/437120 (nmata obpamenus: 22.08.2020).

2. Anoxuna, C. A. KypcoBas paboTa 1o JOKYMEHTOBEICHHUIO, aPXHUBOBEICHHIO, OPTaHHU3AIIVH
JIOKYMEHTAIMOHHOT0 00ecreueHus yrpaBiieHus : yueOHo-meroandeckoe nocodue / C. A. AHoxuHa, A. |
B. CamapoxkoBa ; MI'TVY. - Maraurtoropck : MI'TV, 2016. - 1 anektpon. onrt. auck (CD-ROM). - 3arin. ¢
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/253%
(mara obpamienus: 24.08.2020). - MakpooObeKT. - TeKCT : 21eKTpoHHBbIi. - CBECHUsI JOCTYITHBI TAKKE He

3. Ilomemkuna, M. H. OCHOBBI HCCJICIOBATEIILCKOW JIEATEIBHOCTH : YUIeOHO-METOINYICCKOE TIf
[Toremkuna ; MITY. - Marautoropck : MITY, 2018. - 1 »saektpon. ont. auck (CD-R
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527742/373¢
(mata obpamenus: 09.08.2020). - MakpooOBeKT. - TeKCT : 37eKTPOHHBINA. - CBEJCHHS TOCTYITHBI TAaKXKe He

B) MeTtoauyeckue yka3anus:


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

Metoaudeckiue yKa3zaHUsT [0 BHUJAM 3aHATUN, MPEIYCMOTPEHHBIX YYEOHBIM IUIAHOM, I
[Tpunoxenusx 1 u 2 x HacTosMmIEH paboyei mporpamMmme.

MeToaudeckie peKOMEHIAIMH 110 HATMCAHUIO U 3aIUTE KYPCOBBIX PabOT MPEICTABICHBI B AJICKT
C. A. Anoxunoit um ap. KypcoBas paboTta mo IOKYMEHTOBEICHHIO, apXHMBOBEICHHUIO, OpPTaHHM3AIlUU
JOKYMEHTAIMOHHOTO 00ECIIeUEeHUS YIIPaBICHUSI.

CamocrosiTenbHas paboTa CTyJIeHTOB By3a : mpakTukyM / coctaButenu: T. I'. Heperuna, H. P.°
Pazymoga, T. @. OpexoBa ; Maruutoropckuii roc. rTexunueckuit yu-t um. I'. 1. HocoBa. - Maraurtoropck
H. Hocoga, 2019. - 1 CD-ROM. - 3ari. c TUTYIIL. JKpaHa.
https://magtu.informsystema.ru/uploader/fileUpload?name=
3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true (mara obpamenus: 28.08.2020). - Makpoc
ANIEKTPOHHBIN. - CBeienus noctynusl Takxke Ha CD-ROM

r) [Iporpammuoe obecneuenue u UaTepuer-pecypcebi:

IIporpammHoe oGecnieueHue

Haumenosanwue I10 No norosopa Cpok neicTBuUs JIUIEH3UN
II:\’/Ef\e/\s/;?(()jr(l)e\gl(s 171;[ -1227-18 or 11.10.2021
s 08.10.2018 o
KJIACCOB)
MS Windows 7
Professional (st J-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 |y 135 1 17.09.2007 Geccpoumo
Professional
FAR Manager cBOOOHO 06eccpoyHO
pacrpocTpaHseMoe
7Zip CBOOOJTHO 0ecCpovHO

Hpmbeccnonanbmﬂe 0a3bl JAHHbIX I/Il—[q)OpMaIII/IOHHbIe CIIPaBOYHLIC CUCTEMBI

HasBanue kypca

Ccrlika

Karannru

Poccwuiickas ['ocynapcTBennas 6ubiamoTexa.

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

KoncynsrantlIiroc

KOMHLI-OTCpHaH CIIpaBOYHad MIpaBOBasA CUCTCMaA

URL:http://www.consultant.ru

®opym noprana «Apxussl Poccum»

URL: http://forum.rusarchives.ru

HauuonanbHas
aHaJINTUYECKas

cucTeMa
HHACKC HayyHoro mutuposanus (PMHII)

nH(}OPMAaLIOHHO-

Poccuiickuii

URL: https://elibrary.ru/project risc.asp

ITonckoBas
(Google Scholar)

CUCTEMA

AxamemMus

Google

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

WNudopmannonnas cucrema - EnnnHoe OKHO
Jl0cTyna K nH(GOpMallMOHHBIM pecypcam

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

9 MaTepHaJIbHO-TEXHHYECKOE o0ecTedeHne TUCIUTLIHHBI (MOLYJIs1)

MaTepHaano-TeXHqucxoe o0OecrieueHue JUCHHUIIIIMHBI BKJIIFOYACT:



https://magtu.informsystema.ru/uploader/fileUpload?name=%203816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=%203816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://www.rsl.ru/ru/4readers/catalogues/
http://www.consultant.ru/
http://forum.rusarchives.ru/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/

VYueOHble ayIuUTOPHUM S TPOBEINCHMUS 3aHATHH JIGKIMOHHOTO THMA: JIOCKa,
MYJIbTUMEMHHBIC CPEACTBA XPAaHEHHSL, IEPEAaYH U NIPEICTaBICHI HH)OpMALIUH.

VY4ueOHble ayaUTOpUU Ui TPOBEACHUS MPAKTHMYECKUX 3aHATUH, TPYNIOBBIX U
WHIMBHTyJIbHBIX KOHCYJIBTAIMH, TEKYIIEr0 KOHTPOJS M MPOMEXKYTOUYHON aTTECTALMH: JIOCKa,
MYJIbTUMEAUMHBIA IIPOEKTOP, dKPAH.

[Tomemnenus 1t CaMOCTOATENFHON pabOThI 00YYAIOIIUXCS: TEPCOHAIBHBIC KOMITBIOTEPHI
¢ makerom MS Office, Beixogom B IHTEpHET U C AOCTYIIOM B 3JIEKTPOHHYIO HH()OPMALMOHHO-
00pa3oBaTENBFHYIO CPEy YHUBEPCUTETA

[Tomemenne It XpaHeHHS W NPOPUIAKTHYECKOTO OOCIY)KMBAaHUS  Y4eOHOTO
obopynoBaHus: mKadbl Uil XpaHEHHS Y4EeOHO-METONMYECKOW JIOKYMEHTalWu, y4eOHOro
00opyIoBaHus 1 y4eOHO-HATIISITHBIX TIOCOOUH.

VYueOHbIe ayAUTOPHH JUIS BBINOJHEHUS KypCOBOTO NMPOSKTHPOBAHMS ITOMEIIEHHS JUIs
CaMOCTOSATENIFHON pabOThl 0OyUYarOIIUXCs: MePCOHANIbHBIE KoMITbIoTephl ¢ maketom MS Office,
BBIXOZIOM B MIHTEpHET U C JOCTYIOM B 3JIEKTPOHHYIO MH()OPMAIIMOHHO-00pa30BaTEIbHYIO CpELy
YHHUBEPCHTETA.






punoxenue 1
Y4eOHO-MeTOoAUYEeCKOe 00ecTieYeHrne CAMOCTOSITeIbHOI padoThl 00y4yaromuxcs
OueHoYHBIE CPEICTBA TEKYLIEr0 KOHTPOJIS 10 pa3iesiaM

PA3JIEJ 1

IIpakTuyeckoe 3ananue 1

1. HUcnonp3ys OOmepoccuiickuii knaccudukarop ympapieHdeckor aokymentanmu OK 011-93
(pexum  noctyma http://www.consultant.ru/)naiite TonkoBaHWe HE MEHee TpeM Koaam (hopm
KOHKpeTHbIX JokymMeHToB YCOPJ| wmmectd komaM [pyrux YHUQDHUIMPOBAHHBIX CHCTEM
YIPaBICHUECKOM TOKyMeHTaIH (110 BEIOOPY CTYJICHTA).

3anaHue BbINOJIHSAINTE MO 00pa3uy:

Kox 02112312 o6o3Hauaer:

02 — hopma npUHAIISKHAT K YHUPUIIMPOBAHHON CUCTEME OpraHU3AIIMOHHO-PACTIOPAAUTEILHON
JIOKYMCHTAIVH;

11 — popma OTHOCHTCSI K MTOJKIACCY JOKYMEHTAIIMH 110 CO3/IaHUI0 OPTaHU3aliU, IPEIIPUSITHS
231 — perucTpaioHHbIH HOMEP (GOPMBI BHYTPH MoIKIacca — GopMbl YcTasa;
2 — KOHTPOJIEHOE YHCIIO.

VYcraB sBisieTcst 0053aTeNbHBIM IOKYMEHTOM JUIS Pa3INYHBIX OPraHU3aIlOHHO-TIPABOBBIX (OPM, U €T0
cocTaBjicHHE U ohopMIICHHE periiaMeHTUpyeTcs 3akoHoaarenbctBoM. Orcyrereue B OKY /] unnekca u
NEPUOJUYHOCTH 0003HAYAET, YTO OPTraHU3aIUs COCTABISIET U 0(hOPMIIIET yCTaB CaMOCTOSITENBHO, 0e3
OTIOpHI Ha obmepoccuiickue yHuuimpoBanubie hopmbl. [Ipu cocraBinenny 1 oopMIIEHHHN yCTaBa
HE00X0MMO ONUpaThes Ha 3akoHoaarenbctBo 1 [OCT P 7.0.97-2016

Tect k pazgeny 1

Bompoc 1

Tekct Bompoca

CornacHO CTaHIapPTU3UPOBAHHOMY OIPENEICHHIO, BU MMCEMEHHOTO JOKYMEHTa — 3TO:
Bribepure oguH OTBET:

a. OHUIMATBEHBINA JOKYMEHT, CO3/IaHHBII B TUCBMEHHOM BUJIE

b. HanmeHOBaHME TOKYMEHTA, O(OPMIIEHHOTO IO YCTAHOBIECHHBIM ITPAaBUIaM MAITMHOIIACHBIM
CII0cO00M

C. Pa3HOBUIHOCTb JIOKYMEHTA, HCIIOJIHEHHOTO IrpaMIeCKUMHU 3HaKaMH — OyKkBamu, Iudpamu,
uepornupamu


http://www.consultant.ru/

d. MIPUHAAJIC)KHOCTh MIMCbMEHHOI'O JOKYMEHTA K CUCTEME NOKYMCHTAIHUU I10 IIPU3HAKaM COACPKaHUA U
OCJICBOro HA3HAYCHUA

Bompoc 2
Tekct Bompoca

HpI/IHaI[J'IC)KHOCTI) JOKYMCHTA K CUCTEMEC JOKYMCHTAIIUU 10 IMTPU3HAKAM COACPKaHUA U LICJICBOT'O
Ha3HA4YCHUA — 3TO:

Bribepure oauH OTBET:

a. BUJI TIOKYMEHTa

b. bopmysip mokymenTa

C. OJaHK TOKyMEHTa

d. nexno

Bompoc 3

Tekcr Bompoca

CornacHo CTaHAAPTU3UPOBAHHOMY OIPEIeIICHHIO, CHCTEMa TOKYMEHTAIIUH — JTO:

BribepuTe oguH OTBET:

a. COBOKYITHOCTH JJOKYMEHTOB, 00pa3ylONIMXCs B JEATEILHOCTH IOPUAMIECKOTO I (PH3UIECKOTO JIMIA

b. cucrema HOpMAaTUBHBIX aKTOB, PETVIAMEHTUPYIOLIMX JJOKYMEHTUPOBAHHE JIESITEIbHOCTH U
JOKYMEHT0000POT NPEANIPUATHI Pa3IMUHBIX OPraHU3aOHHO-TIPABOBBIX (hopM

C. KOMIIJIEKCBHI IOKYMEHTOB, OTPa’Karollye IPON3BOCTBEHHbIE, yIIpaBleHUECKIE, (PHAHCOBBIC
NPOLECCHl NPEANIPUATHH, OpraHU3auui, yuUpexIeHHH

d. COBOKYITHOCTb JIOKYMEHTOB, B3aHMOCBSI3aHHBIX 10 ITPU3HAKAM TPOMCXOXK/ICHHS, HA3HAUCHUSI, BU/IA,
cdepsl AeATeIbHOCTH, €INHBIX TPeOOBaHUH K X 0(OPMIICHHIO

Bomnpoc 4
Tekct Bompoca
Kakyto cucremy nokymenrtaruu HEJIb351 otHecTH K QyHKIIMOHAIBHON CHCTEME TIOKYMEHTAIUH
Bribepure oguH OTBET:
a. cucTeMa JOKyMEHTAlUU 3APaBOOXPaHEHUS
b. cucrema OTUETHO-CTATUCTUYECKON JJOKYMEHTAIIH
C. cucTeMa IepBUYHON YUETHON JOKYMEHTALUA
d. cucrema mIIaHOBO# JOKyMEHTAIIUU
Bompoc 5

TekcT Bompoca



CoriacHo CTaHIAPTH3UPOBAHHOMY OMPECICHHIO, TOKYMEHTAIBHBINA (DOHT — ITO:
Bribepure oauH OTBET:

d. COBOKYIIHOCTb NOKYMCHTOB, B3aMOCBSI3aHHBIX I10 IPM3HAKAM MMPOUCXOXXIACHHW, Ha3HAUYCHWA, BUJA,
C(bepI)I JACATCIBHOCTH, CAUHBIX Tpe60BaHHI>i K UX O(I)OpMJ'IeHI/IIO

b. COBOKYITHOCTH JOKYMCHTOB, o6pa3yfonmxc;1 B ACATCIBHOCTH IOPUANYCCKOTO WIN (1)I/I3I/I‘{€CKOI‘O JMna

C. KOMIIICKCBHI JOKYMCHTOB, O6CJ'Iy>KI/IBaIOH_II/IC IIPONU3BOACTBEHHBIC, YIIPABICHYECKUC, CI)I/IHaHCOBLIC
IMPpOUCCChI HpCI[HpI/ISITI/II‘/'I, opraHmauHﬁ, y‘Ipe)KIleHI/II\/'I

d. opunuagbHbBIC TOKYMEHTBI IPEANPHUSITHI, OPraHU3aInil, YIPEK ICHUI
Bomnpoc 6
Tekct Bompoca

Ha kakue rpynmbl 1ensarcsi opuIranbHble JOKYMEHTHI 1o cdepe NesTeIbHOCTH (10 (YHKIMOHATEHOMY
MIPU3HAKY):

BribepuTe oiuH OTBET:

a. QyHKIMOHAFHBIE/OTpACIIEBhIC

b. odurransHbie/HEODUIHATTEHBIE

C. yrpaBlieHUECKUE/TEXHUIECKUE

d. yauunupoBaHHble/HeyHU(DUIIMPOBAHHbIC

Bomnpoc 7

Tekcr Bompoca

Kaxoli JOKyMeHT OTHOCHUTCS K CHCTEME YNPaBICHYECKOW JOKYMEHTAINN:
Bribepure oguH OTBET:

a. ITaTHOE paclucaHue

b. mosicHuTenbHas 3amUcKa

C. cTaHAapT

d. macriopT u3nenus
Bompoc 8

TekcT Bompoca
Kakoli 10KyMEHT MOKET OTHOCHUTBCS K CHCTEME TEXHUYECKOU JOKYMEHTALIUN:
Bribepure oauH OTBET:

a. JOKJIa/{Hasl 3aIlucKa

b. oOBsicHuTENTBHAS 3aMTUCKa

C. MOSICHUTEJIbHA 3aIluCcKa



d. cmyxeOHast 3amucka

Bompoc 9

TekcT Bompoca

CoriacHo CTaHJAAPTU3UPOBAHHOMY OMPEICTICHUI0, YHU(DUITUPOBAHHAS CHUCTEMa TIOKYMEHTAIMU — 3TO:
BribepuTe oauH OTBET:

a. cucTeMa JIOKYMEHTAIIMH, CO3/IaHHas 110 SIMHBIM MTPaBUIaM U TPEOOBAHUSM, COACpKAIIAs
nH(OpPMAITHIO, HEOOXOTUMYIO IS YIIPABICHUS B ONIPEICTICHHON cepe NesaTeIbHOCTH

b. cucrema mokymMeHTaIMK, UMEIOLIAst €UHBINA GopMyIIsip

C. cucTeMa JOKYMEHTAIlNU, COCTABJIEHUE U 0(OpMIIEHHE KOTOPOH PEriaMeHTHPOBAaHO HOPMATUBHBIMU
aKTaMu

d. COBOKYITHOCTb IOKYMEHTOB, B3aMMOCBSI3aHHBIX 110 TIPH3HAKAM [IPOUCXOXKICHHUS, HA3HAYCHHS, BUIA,
cdepsl AeATeIbHOCTH, €ANHBIX TPEOOBaHUH K X 0(OPMIICHHIO

Bomnpoc 10

Tekcr Bompoca

CoracHO CTaHIAPTH3UPOBAHHOMY OIPENIEIICHHIO, YHU(PHIUPOBaHHAS (popMa JOKYMEHTa — 3TO:
Bribepute oiMH OTBET:

a. MHpOpMAaIHS, 3alTUCaHHAas HA Pa3IMYHBIX HOCUTENSAX [0 YCTAHOBJICHHBIM IpaBHIIaM

b. COBOKYITHOCTB PCKBHU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHUU C PCIIACMBIMU B ,Z[aHHOfI C(bepe
ACATCIIBHOCTHU 3ala4aMU U PACIIOJIOKCHHBIX B ONPCACIICHHOM IMOPAAKE Ha HOCHUTEIIC I/IH(i)OpMaHI/II/I

C. Ha0Op PEeKBU3UTOB, HACHTU(HUIHMPYIOIIUX aBTOPa OPHULIHATBEHOIO MMCBMEHHOTO IOKYMEHTa

d. Ha6op PECKBU3UTOB O(I)I/ILU/IaJ'IBHOFO MNUCBbMCHHOT'O JOKYMCHTA, PACIIOJIOKCHHBIX B OHpeHGHGHHOﬁ
IIOCJICA0BATCIIbHOCTHU

Bompoc 11

Tekct Bompoca
YHudukanus 10KyMeHTOB — 3TO:
Bribepure oguH OTBET:

a. ompenesieHNe NopsiIka ohopMIIeHHUS JOKYMEHTOB

b. paspabotka «mabmoHay J0KyMeHTa

C. cBeJIeHUE K MUHHMYMY Pa3Ho00pasus BUJIOB U OPM JIOKYyMEHTOB
d. mpuMeHeHHe TaOIHI] U aHKET

Bompoc 12

TekcT Bompoca



CornacHO CTaHIapPTU3UPOBAHHOMY OIPENIEICHHIO, OPraHN3allMOHHO-PACTIOPSIUTENBHBIN TOKYMEHT —
3TO:

Bribepute oquH OTBET:

a. TOKYMCHT, CO3/IaHHBIM IOPUIANYCCKUM UIIN (I)I/ISI/I'-ICCKI/IM JIMIIOM, O(l)OpMJIeHHI:Iﬁ u YIIOCTOBepeHHLIfI B
YCTaHOBJICHHOM IOPAAKE U HCHOHB3yCMLIﬁ B TCKYH_ICI;'I ACATCIIBHOCTH OpraHnu3aluu

b. BHI MHCEMEHHOTO TOKYMEHTA, B KOTOPOM (PUKCHUPYIOT PELICHHUE aIMUHUCTPATUBHBIX H
OpTraHM3aIMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB YIIPABIIECHUS, B3aNMOICHCTBHSA, O0ECTICUeHHS U
PEeryJIupoBaHUs IEATEIFHOCTA OPTaHOB BIACTH, YUPEKACHUM, IPEANPUITUN, OpraHU3alui, uX
MoApa3AeICHUH M TOJDKHOCTHBIX JIUIT

C. IEpPBUYHBII, MUHUMAJIBHBIN 3JIEMEHT CUCTEMBI OpPraHU3allMOHHO-PACIIOPSAUTENBHON JOKYMEHTALUA

d. BU TMCEMEHHOTO JJOKYMEHTA, OTPAXKAIOIIUH JOKYMEHTHPOBAHHE OPraHU3aI[MOHHO-
pacnopsaaIuTeNbHON JEATEIbHOCTA OPTaHOB, OPraHU3ALMi U JOIKHOCTHBIX JIUII

Bompoc 13

Tekcr Bompoca

Kaxue noacucremsl HE BXoAsT B cucTeMy OpraHM3allMOHHO-PACHOPSAUTEIbHON JOKYMEHTALIUU:
Bribepute oiuH OTBET:

a. pacnopsauTeIbHasA JOKYMEHTaIUs

b. uHpOopMaMOHHO-CIIPABOYHAS JOKYMEHTALHS

C. IaHoBas JOKYMEHTALUA

d. opraHu3aMOHHO-TIPaBOBAasl JOKYMEHTAIINS

Bomnpoc 14

Tekcr Bompoca

K opranmuzanuonHo-pacnopsauTensHol fokymeHTauuu HE oTHOCSTCS ciemyromye J0KyMEeHThI:
Bribepure ouH OTBET:

a. cuera-(hakTypsl

b. mpoTokonel

C. aKTbI

d. mucema

Bompoc 15

TekcT Bompoca

Kakoe MakcuManbHOE KOJIMYECTBO 3HAKOB OTPAKEHO B KOJOBOM 0003HAYEHUH YHH(DUIIMPOBAHHON
¢dopmel nokymenta coriacHo OKY /I:

Bribepute oquH OTBET:



a. mATh

b. Bocemn

C. TBEHA/IIIATh
d. neBsTH
Bormpoc 16
Tekct Bompoca

B xakom kog0oBoM o6o03HaueHnn yHu(pHUIHpoBanHo# hopMmel mokymenTa 05080819, cormacao OKVY /I,
BEPHO OTPaKCHBI MU(POBLIC MPU3HAKU KITaCCU(UKALINY:

BribepuTe oquH OTBET:

a. 19 — KOHTPOIBHOE YNCII0, KOTOPOE BBOAUTCS BO M30eKaHUE OMHUOOK NP CYUTHIBAHUA U
UCIIOJIb3YETCS IIPU MPOBEPKE 3aMUCH KO

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

c. 050 — xmacc hopMEl, T.e. IPUHAIIICKHOCTh YHUDHUITMPOBAHHON (OPMBI JOKYMEHTA K
COOTBETCTBYIOIICH YHU(PUIIMPOBAHHON CUCTEME TIOKYMEHTAIIMU

d. 081 — peructpaioHHbI HOMEp YHH(DUIIMPOBAHHON (POPMBI TOKyMEHTa BHYTPH MOIKIIacca
Bomnpoc 17

TekcT Bompoca

Ha kakue THrbl moapasaenstoTcst JOKYMEHTBI 10 POUCX O0KICHUIO:
BriGepurte ouH OTBET:

a. 00mIeA0CTYITHBIe/ KOH(GUICHIINATbHBIE/ CEKPETHBIE

b. nuuHbIe/ OdUIIMATEHBIC

C. BXOJSIINE/UCXOAIINE/ BHY TPEHHHE

d. vHAMBHUyaIbHBIE/ TpadapeTHbIE/ THIIOBBIC

Bompoc 18

TekcT Bompoca

Ilo KaKOMY IPU3HAKY JOKYMCHTBI IOAPA3ACIIAIOTCA Ha PYKOIIMCHBIC, rpa(bnqecxne (I)OHOI[OKyMeHTBI,
@OTOHOK}IMGHTH, KMHOAOKYMEHTBI, BUICOAOKYMCHTBI 1 TOKYMEHTBI, CO3JaHHBIC C ITIOMOIIBIO
KOMHBIOTepHOﬁ TCXHHUKH:

Bribepute oquH OTBET:
a. TI0 MECTY COCTABIICHHUS
b. mo MecTy B cucTeMe yrpaBieHHs

C. IO YPOBHIO 3aIlUTHI



d. o croco0y TOKyMEHTHPOBAaHHS

Bormpoc 19

TekcT Bompoca

Ha xakue TUIBI TOIpa3IeitOTCs JOKYMEHTHI IO MECTY COCTABIICHMS:

Bribepure oauH OTBET:

a. BXOZSIIIHE /UCXOIIne/ BHYyTPEHHHUE

b. muumsre/oduiHansHEIE

C. MHIWBHUAyallbHbIE/TpadapeTHbIE/ THTIOBbIE

d. TOATHHHUKH/KOTIMH/ Iy OMKATHI

Bomnpoc 20

Tekcr Bompoca

Ha kakue THmnsl nmoapasaenstoTces JOKYMEHTBI 110 cltoco0y W3I0KEHUS:

BribepuTe oiuH OTBET:

a. mickMa/TenerpaMmmsbl/ TenedoHorpaMMBbl/ TeeKChl/ PakcorpaMMBbl/ AIEKTPOHHBIE COOOIIEHUS
b. moTMHHUKK/ KoUK/ TyOIHKATHI

C. 001IeA0CTYITHbIe/ KOH(MUACHIIUATBHbIE/ CEKPETHBIC

d. unaMBUIYabHBIC/ TpadapeTHbie/ TUIIOBbIC

Bomnpoc 21

Tekcr Bompoca

Ha kakue THIbI opa3aenstoTces JOKYMEHTHI 10 CTETIeHH TTOIJTMHHOCTH:
Bribepure oguH OTBET:

a. mUCcbMa/TenerpaMMsl/ TeseoHOrpaMMbl/ TeJIeKChl/ (hakcorpaMMbl/ HJIEKTPOHHBIE COOOIIECHHS
b. mopyunaHBIe/ MTOTOXKHBIE ((haTECH(UITIPOBAHHBIC)

C. TIOJUTMHHUKHY (OPHTHHANBI)/ KOTUH/ Ty OJINKATHI

d. vHAMBHUyaIbHBIS/ TpadapeTHBIC/ TUTIOBBIE
Bompoc 22
TekcT Bompoca
ITo xakoMy IpH3HAKY JOKYMEHTHI TOPA3ACIAIOTCS Ha TIOATHMHHUKN (OPUTHHAIIBI)/ KOTIMH/ TyOIUKaThI:
Bribepure oauH OTBET:

a. mo (hopme MmpeACTaBICHAS



b. mo chepe mesrensHOCTH

C. 1o croco0y mnepenadn

d. Mo cTerneHu MoTMHHOCTH

Bompoc 23

Tekct Bompoca

[To kakOMy MpH3HAKY JOKYMEHTBI MOJIPa3/ICIIIOTCS Ha YIPABICHYSCKUE U TEXHHYCCKHUE:
Bribepute oquH OTBET:

a. crroco0y mepenadn

b. mo crmocoby n3noKeHUs

C. 1o popMe MpeCTaBICHUS

d. mo cdepe aeATETBHOCTH

Bomnpoc 24

Tekct Bompoca

Ha kakue TUIBI TOIPa3eNAOTCS JOKYMEHTBI TI0 CIIOCO0Y Mepe/iadu:
BriOepuTe oiMH OTBET:

a. MIChMa/TenerpaMMbl/ TelieOHOrpaMMBbl/ TENIEKChl/ (paKcorpaMMBbl/ HJIEKTPOHHBIE COOOIICHHS
b. nHIMBHYaBHBIC/ TPAa(apeTHHIC/ TUTIOBBIC

C. MMOAJTMHHYKY (OpUTHHAJIBI)/ KOTIUW/ TyOIUKATHI

d. moynHHbIE/ TTOTOkKHBIE ((hanbCcHudUIMpOBaHHBIE)

Bompoc 25

Tekct Bompoca

K kakomy THITy Ki1accu(UKaIUU TOKYMEHTOB JIOJKEH OTHOCUTHCS JJOKYMEHT, CPOK XpaHEHHsI KOTOPOTO
CcoCTaBJIsIET 75 JIET:

Bribepure oguH OTBET:

a. co cpokoM xpanenus ot 10 go 75 ner
b. nonroBpeMeHHOro XpaHeHwUs

C. BpEMEHHOT'O XpaHEeHHUs

d. mocrostHHOTO XpaHCHHUA

PA3JE 2



IpakTnyeckoe 3axanue 2

1. Ucnonw3ys tpedoBanus 'OCT P 6 7.0.97-2016 u odurmansusiii caiit ®I'E0Y BO «MI'TY um. I'.1.
Hocosay, cocTaBsTe BO3MOKHBIC 00pa3ibl OCHOBHEIX BHIOB Oj1ankoB PI'BOY BO «Marauroropckmii
roCcyJapCTBEHHBIA TexHUYeCcKuil yHusepcuteT uM. I'.J11.Hocosa».

. Tect k pazgeny 1 (2 cem) /
Bompoc 1

Tekct Bompoca
Kakue sneMeHTsI SIBISIOTCS CAMBIMHU KPYITHBIMH CTPYKTYPHBIMH 3JIEMEHTAMU TOKYMEHTA KaK CUCTEMBbI:
BribepuTe oquH OTBET:

a. 3aroJI0BOYHAs, COAepKaTeIbHas M OQOPMIISIIONIAs YaCTH

b. cimy:xeGHOE 1 pabodee moje JOKyMEeHTa

C. PEKBHU3HTHI

d. conepkanue u popma

Bompoc 2

Tekcr Bompoca

K snemMeHTaM BHEIIHEH CTPYKTYphl KHH)KHOTO U3AaHUSI OTHOCHUTCSI:
BribepuTe oiMH OTBET:

a. BBIXOJTHBIE CBEICHUS

b. dbopsar

C. IPUIIOKEHUS

d. mociecinoBue

Bompoc 3

Tekct Bompoca

K snemenTam BHYTpeHHEH CTPYKTYPbl KHHXKHOTO U3JJaHUSI OTHOCHTCS:
Bribepure o1H OTBET:

a. cynepoO0IoxKKa

b. BEIXOHBIC TaHHBIE

C. TUTYJIBHBIN JIUCT

d. KomoHTHTYIT

Bompoc 4

Tekct Bompoca



Kaxoe onpeznenenre 10puanIecKOi CHITBI TOKYMEHTA SIBIISIETCS] CTaHIApTU3NPOBAHHBIM (3aKpETIEHO B
TI'OCT P 51141-98):

Bribepute oquH OTBET:

a. IOpUINYecKas CHiIa JJOKYMEHTa — 3TO CBOMCTBO O(HUIIMAIBHOTO JOKYMEHTA, COO0IIaeMOe eMy
JCUCTBYOIIMM 3aKOHOIATEIbCTBOM, KOMITCTCHIINEH HU3IABILIETO €T0 OPraHa U YCTaHOBJICHHBIM TOPSIKOM
odopmiteHUS

b. ropuaryeckast cuia JOKyMEHTa — 3TO CIIOCOOHOCTh YIPaBIEHYECKOTO JOKYMEHTA BBICTYIIATh B
KaueCTBE 00SI3aTEIILHOIO /Il YYACTHUKOB YIIPABJICHUS: OPTaHOB YIIPABICHUS, UX CTPYKTYPHBIX
noipa3AeNeHu, 00IIEeCTBEHHBIX OPTaHU3aAINi, TOIHDKHOCTHBIX JIHII, TOCYJapCTBEHHBIX CIYXKAIIUX U
TpakJaH

C. IOpUIUYECKasl CHIa JIOKYMEHTa — 3TO COOTBETCTBHE JOKYMEHTHPOBAHHOW MH(pOpPMAIIUK TPeOOBaHUSIM
O(UIMATILHOCTH, IOCTOBEPHOCTH, OOBEKTHBHOCTH, OECCITIOPHOCTH, OCHOBAaHHBIM Ha 3aKOHOIATEIILCTBE

d. ropuarYecKas cuiia JOKyMEHTa — 9TO YCIOBHE, IIPH KOTOPOM HH(OpMAIIUS JOKYMEHTa MOXKET OBITh
UCIOJIb30BaHa B chepe yrnpaBicHHUs 0€3 COMHEHHS B €€ JOCTOBEPHOCTH ISl OCYIICCTBICHUS JIFOOBIX
NEUCTBUHU

Bomnpoc 5
Tekct Bompoca

KakoMy TepMUHY COOTBETCTBYET CJIE/IyIOIee CTaHapTU3NPOBAHHOE OIpeIeIeH e (3aKPETUIEHHOE B
I'OCT P 51141-98): «.... — 3T0 npocTaBieHue HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBICHHBIX MPaBHIIaMH
JOKYMEHTHUPOBAHHS»:

Bribepute oiMH OTBET:

a. ohopMIICHUE IOKYMEHTA
b. cocraBienue oKyMeHTa
C. yHU(UKAIHS JOKyMEHTA
d. popmymsp-obpaserr
Bomnpoc 6

Tekct Bompoca

Kaxoit OOKYMCHT ABJISICTCSA OCHOBHBIM aKTYaJIbHbIM HOPMATUBHBIM TOKYMCHTOM B 00/1aCTH COCTaBJICHUS
u O(I)OpMJ'IeHI/I}I OpFaHI/I3aLII/IOHHO-paCHOpHHHTCHBHOﬁ JAOKYMCHTAllUU:

Bribepure oMH OTBET:

a. OKY/J] — OK 011-93. O6mmepoccuiickuii kiaccupukaTrop yrnpaBieHIeCKOH TOKYMEHTAIINH,
yrBepxkaennsiii [locranosnennem 'occranmapra PO ot 30 nexabpst 1993 r. Ne229

b. TCIOVY - I'ocymapcTBeHHas CHCTEMA TOKYMEHTAIMOHHOTO obecrieueHns ypanienus. OCHOBHBIE
nostoxkeHus. O0mme TpeOoBaHUS K JOKYMEHTAM U CITy:K0aM JJOKYMEHTAIIHOHHOTO 00ecIieueHus,
yTBepkneHHas npuka3om ['maBapxusa CCCP ot 23 mas 1988 1. Ne 33

c. [TpaBuia genonpou3Bo/ACTBA B (pe/iepambHBIX OpraHax MUCIIOJHUTEIBHOMN BIACTH, YTBEPKICHHBIC
ITocranosnennem [IpaBurenscta P® ot 15 mrons 2009 1. Ned 77



d. TOCT P 6.30-2003

Bonpoc 7

TekcT Bompoca

Ckonbko pekBu3ntoB HacuutbiBaeT 'OCT P 6. 30-2003:
Bribepure oauH OTBET:

a. 30

b. 31

c.29

d. 26

Bormpoc 8

Tekcr Bompoca

Kak nepeBoauTcst ¢ TAaTHHCKOTO TEPMUH «PEKBU3UT» (JIaT. requisitum):
BribepuTe oiuH OTBET:

a. MUHUMaJbHasl 9acTh

b. atpubyT conepxanus

C. CTPYKTYpPHBIN 3JIEMEHT

d. pebyemoe, HEOOXOAMMOE
Bomnpoc 9

Tekcr Bompoca

KakoMmy TepMHHY COOTBETCTBYET CIIEAYIOLIEE CTaHIapPTU3UPOBAHHOE OIIpee/ICHUE (3aKPEIICHHOE B
I'OCT P 51141-98): «... — 3T0 00s13aTeNbHBIN 3JIEMEHT 0OpMIIEHNS OQUIHATIBHOTO JOKYMEHTa!

Bri0bepuTe OfMH OTBET:

d. PEKBU3UT TOKYMEHTa

b. G;ank nOKyMeHTa

C. paboyee mone JOKyMeHTa

d. 3aros10BOYHast 4aCTh JJOKYMEHTA
Bompoc 10

Tekct Bompoca

KakoMy TepMHHY COOTBETCTBYET CIIEAYIONIEE CTAaHIApPTH3NPOBAHHOE ONIpEeTICHUE (3aKperIeHHOe B
I'OCT P 51141-98): «... — 3TO MOZAENb MOCTPOCHHUS JOKYMEHTA, YCTaHABIMBAIOIIAsl 00JIaCTh IPUMEHEHUS,
dopmatsel, pa3mepsl mojei, TpeOOBaHHA K IIOCTPOCHUIO KOHCTPYKIIHOHHON CETKH M OCHOBHBIC
PEKBU3UTBI:



Bribepute oquH OTBET:

a. TUIIOBOU (hOpMYJISIp

b. 6mank nOKyMeHTa

C. popmysip-obpazen

d. popmynsap nokymenra

Bompoc 11

Tekct Bompoca

IMponomxkute onpenenenue: GopMymsp TOKYMEHTa 3TO - ...

BribepuTe oiuH OTBET:

a. BHyTpeHH:s popMa TOKyMEHTa, OTIpeeNstonIas CTPYKTYpPY TEKCTa U €ro sI3bIKOBBIE OCOOCHHOCTH

b. HaGop PEeKBU3UTOB OPUIMAIBLHOTO MMCBMEHHOTO TOKYMEHTa, PACIION0XEHHBIX B OIPEIeICHHOM
110CJIEJ0BATENLHOCTH

C. 3aIKCUPOBaHHAsl HA MaTEPHAIEHOM HOCHUTENE HHPOPMAIIHS C PEKBU3UTAMH, ITO3BOJIIOIINMH €€
UACHTUQHUIINPOBATD

d. Habop PEKBU3UTOB, HACHTUDHIUPYIOIIUX aBTOpa OQUIIHATEHOTO MHCBMEHHOTO JOKYMEHTA
Bomnpoc 12

TekcT Bompoca

[Mponomxkute onpeeieHue: OJaHK JOKYMEHTa — 3TO ...

BribepuTe oquH OTBET:

a. MOJIeJIb IIOCTPOEHHSI JOKYMEHTa, YCTaHaBJIMBaIOLIast 001acTh IPUMEHEHUs, hOpMaThl, pa3Mephl
noJiei, Tpe0OBaHuUs K MOCTPOCHNUIO KOHCTPYKLIMOHHOM CETKH U OCHOBHBIE PEKBU3UTHI

b. TunoBas Mozenb, copepkalias COBOKYIMHOCTh 005A3aTeIbHBIX PEKBU3UTOB, CBOHCTBEHHBIX
JIOKyMEHTaM YHU(PHUIIMPOBAHHOMN CUCTEMbI OPraHU3aIIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIUH U
PacToI0KEeHHBIX ONPENeIeHHBIM 00pazoM

C. HabOp PEKBU3UTOB O(PHUIINATHHOTO MUCBMEHHOTO JOKYMEHTA, PACIIONIOKEHHBIX B ONIPEIEIEHHOM
MIOCJIEIOBATENBHOCTH

d. Habop PEKBU3UTOB, HAECHTHPHUIUPYIOIINX aBTOPa ODUIMATBHOTO MUCHMEHHOTO TOKYMEHTA
Bompoc 13

Tekcr Bompoca

Kaxoe BrIcKa3bIBaHHE SBISETCS HEBEPHBIM:

Bribepute oquH OTBET:

a. HaumenoBanwue Bua ci1y»keOHOTO JOKYMEHTa CTaI0 O(QOPMIISTHCS OTACTHHBIM PEKBU3UTOM HaJl
TekcToM ¢ XV cronerus



b. B Poccun odunnanbHbie, IeI0BbIC JOKYMEHTBI CTAIN PETYIISIPHO MONUCHIBATHCS aBTOPAMH, HAaYHHAS
¢ smoxu Iletpa |

C. (DOPMYJ'IHp O(bI/ILII/IaJ'IBHOFO AOKYMEHTA CTaJl CKJIaJAbIBAThCA B Mexcz[ype%e HCCKOJIBKO TBICAY JICT
Hasajg

d. B Poccun B cirysxe6HbIX mokymenTax 10 XVIII Beka aBTop 00bIHO 0003HAYANICS B HAYAJIe WU B
KOHIIE TEKCTA, T. €. 3TOT PEKBU3UT HE BBLACIISIICS B KAYECTBE CAMOCTOSTENILHOTO 3JIEMEHTa

Bompoc 14

TekcT Bompoca

Kakoe BbIcka3bIBaHHE SIBIISICTCS HEBEPHBIM:
Bribepute oiuH OTBET:

a. PexBM3UT «HanMEeHOBaHHE BHIA JOKYMCHTa» ABJIACTCS I[OKyMeHTOO6p8,3y}0H_II/IM IIPU3HAKOM,
IMMO3BOJIAIONIUM IMOJTYYUTh Ha4aJIbHOEC, CaMOC 061].[66 MpeaACTaBJICHUE O JOKYMCHTEC, €Iro HpaBOBOfI
3HAYUMOCTH

b. [Mpumenenne F'OCT P 7.0.97-2016 siBsietcst 00s13aTeNIbHBIM ISl BCEX COBPEMEHHBIX OpraHU3aIlHi,
YUPEKICHUH, IPEANPHUATHH JIIOOBIX OpraHU3aIOHHO-TIPABOBBIX (HOPM

. ®opmyIsip JOKyMEHTa MPOJUKTOBAH HE TOJIBKO HEOOXOAUMOCTBIO CTPYKTYPHUPOBATh HHPOPMAIIHIO,
ClleNaTh e )ProHOMUYHOM, HO M HEOOXOIMMOCTBIO IPUIATh JOKYMEHTY FOPHINUYECKYIO CHITY, CIETaTh
3areyvaTiieHHyI0 B HeM HH(pOpMannio ohUIHaIbHOM

d. Kax1iplii peKBU3UT KaK MIEPBUYHBINA CTPYKTYPHBIN 3JIEMEHT JIOKYMEHTA B TOW MJIM HHOW CTETIEHH
OTpakaeT I0PUAMYECKH 3HAYNMYIO HH(POPMAIHIO

Bompoc 15

Tekcr Bompoca

[Mponomxkute onpeneneHue: aTpuOyIHs — 3TO. ..
Bribepute oiMH OTBET:

a. pa3HOBHIHOCTb YNPABIEHYECKOTO JOKYMEHTA
b. ycraHOBNIEHME OITMHHOTO HMEHH aBTOpA

C. BBISIBJICHHE aTPUOYTUBHBIX CBOWCTB JIOKyMEHTA
d. mpu3HaHKe JOKyMEHTa HEICHCTBUTEIbHBIM
Bompoc 16

TekcT Bompoca
Kakoil 1oKkyMeHT 10 CTPYKTYpE SBJISIETCS TPOCTHIM:
Bribepure oauH OTBET:

a. rasera

b. mpenpunT



C. coOpaHue COUYMHCHMI

d. cepust

Bompoc 17

TekcT Bompoca

Kakoe onpenenennie COOTBETCTBYET HOHATHIO «IIPOCTOM JOKYMEHTY:
BribepuTe ouH OTBET:

a. HECKOJIBKO COOOIIEHHH U3 ABYX WK OoJiee cooOmeHnit (Ipon3BeIeHNH ), YacTeH MITH TOMOB,
00BEIMHEHHBIX O0IIEH TEeMOU WIH MPOOIEMOH, 1IENIbI0, aBTOPOM U T. TI., 3a()MKCUPOBAHHBIX HA
HECKOJBKMX MaTePUATLHBIX HOCUTEISX

b. omHO coobrrieHe, MOMEIIEHHOE HA OHOM MaTepPHATbHOM HOCHTEE
C. TOKYMEHT,COJIep Kallliid OJTHO TIPOU3BEICHHE

d. JOKYMEHT, COCTOSILINIT U3 HECKOJBKUX MPOHU3BEICHUI, 3a()MKCUPOBAHHBIX HA OJJHOM MATEPUATbHOM
HOCUTEJIE

Bomnpoc 18

Tekcr Bompoca

Kakoe xomoBoe o0o3HaueHue Ha qokymente HE unentuduimpyer apropa:
BribepuTe oiMH OTBET:

a. OI'PH

b. OKIIO

¢. UHH/KTIIT

d. OKY I

Bompoc 19

TekcT Bompoca

Kakoii u3 nepedncieHHbIX PeKBU3UTOB HE OTHOCHTCS K PEKBU3UTAM YJOCTOBEPEHHS:
Bribepure oguH OTBET:

a. rpud yTBEpKICHHS

b. oTTHck IewaTn

C. rpud coriacoBaHus

d. moamnuce

Bompoc 20

TekcT Bompoca

Kaxkoe Bricka3bIBaHUE SBIISICTCS HCBCPHBIM!



Bribepute oquH OTBET:

a. JICKTPOHHAS U(POBas OJITUCH SBIIICTCS PE3yJIbTATOM MTPE0Opa30BaHUs PYKOIMUCHON TOITUCH
aBTOpa JIOKyMEHTa B ee (pakCHMIIIBHYIO KOTHIO B (ppoBOM opmaTe Ha NEKTPOHHOM HOCHTEIE

b. Dnextponnas nuppoBast MOAMKCH NPeAHA3HAUCHA TS 3AITUTHI 3JIEKTPOHHOTO JOKYMEHTA OT
MTOAMICTIKA U UACHTU(UKALINY BIaAelIblia CepTU(HKATA KITF0Ua TTOAITHCH

C. DJICKTpOHHAsA HI/I(prBaﬂ MMOAIMUCH MO3BOJIACT YCTAHOBUTH OTCYTCTBUC NCKAKCHU I/IH(bOpMaI_II/II/I B
3JICKTPOHHOM IOKYMCHTE

d. DnekrpoHHas nUdpPOBast MOAMUCH 00JIa1aCT CBOMCTBAMH BYX PEKBU3UTOB: ITOIMHUCH» U «IIEYATH
Bompoc 21
Tekct Bompoca

KakoMy MOHSTHIO COOTBETCTBYET CICAYIOIIAS XapaKTePUCTHKA: «3TOT HOPMYJIISIp XapaKTepU3yeTcs
oIpeieIeHHBIM KOJMYECTBOM PEKBU3UTOB, PACIIONIOKEHHBIX B CTPOroif MOCIeA0BaTEIbHOCTH, U
XapaKTepeH AJIs1 KOHKPETHOIO BUIA TOKYMEHTOB, HAalPUMeEp, IPUKa3a, aKkTay:

BribepuTe oiuH OTBET:

a. popmysip-obpazen

b. bopmysip

C. TUTIOBOW (OpPMYJIISIP

d. uHAMBUIYANBHBII HOpMYJIISIp
Bomnpoc 22

Tekcr Bompoca

KaxoMy MOHATHIO COOTBETCTBYET CIEAYIOIIAas XapaKTePUCTHKA: «3TO COBOKYITHOCTH PACIIONIOKEHHBIX B
OIIpeJIeJIEHHOH MOCTIeI0BAaTEIbHOCTH PEKBU3UTOB, IPUCYIIIMX BCEM BHJIaM JAHHOW CHCTEMBI
JIOKYMEHTOBY:

Bribepure oguH OTBET:

a. MHJIMBUIYaJIbHBINA GopMyIsip

b. TunoBoit hopmyisip

C. popmysip-oOpazen

d. popmysp

Bompoc 23

TekcT Bompoca

Kaxkoit pexBuzut 0611 u3bst uz 'OCT P 7.0.97-2016:
Bribepure oauH OTBET:

a. TpUQ OrpaHUYEHUs JOCTyIa



b. MHH/KIIIT

C. KOJl OpraHu3aluu
d. OT'PH

Bompoc 24

Tekct Bompoca

Kakoii PECKBU3UT HEC OTHOCHUTCA K pCKBHU3UTaAM 3arojJOBOYHOM YacCTH OpraHU3alMOHHO-
pacnnopAaauTCIbHOIO JOKYMEHTA:

Bribepute oauH OTBET:

a. pe30IIoUHUs

b. HanMeHOBaHKe BUIA JOKYMEHTa

C. HAMMCHOBAHUEC OpraHyU3aluu

d. MecTo u3naHus

Bomnpoc 25

Tekcr Bompoca

Kakue peKkBU3HUTHI COCTABISIOT COAEPKATEIBHYIO YacTh JOKYMEHTA:
Bribepute oiMH OTBET:

a. 3aroJIOBOK K TEKCTY, TEKCT

b. TEKCT, OTMCTKA O HAJIMYNU ITPUITOKCHUA

C. 3ar0JIOBOK K TEKCTY, TEKCT, OTMETKa O HATMYHUU TPUITOKEHHS
d. 3aroJI0BOK K TEKCTY, OTMETKA O HATMYUHU PHIOKCHUSI
Bomnpoc 26

TekcT Bompoca

Pabota Hajg conmepkaTeNnbHOM YacThI0 JOKYMEHTa — 3TO. ..
Bribepure oguH OTBET:

a. COCTaBJIEHUE IOKyMEHTA

b. 3aBepeHue noKymeHTa

C. YAOCTOBEpPEHHE JOKYMEHTA

d. opopmiieHHe TOKyMeEHTa
Bompoc 27

TekcT Bompoca



Kakoe none popmyinsapa-o6pasiia opraHu3aIOHHO-PACTIOPSITUTENEHOTO JOKYMEHTA MPEACTAaBISIET cO00H
ciry»xe0HOe ToIe:

Bribepute oquH OTBET:
a. BEpXHHI U HIDKHUHN KOJIOHTUTYJIBI IOKYMECHTA

b. B neBom BCPXHEM YTy (bopMaTa IIpyu YIJIOBOM PACIIOJIOKCHUH PCKBU3NUTOB UJIU B BerHeﬁ €ro 4actu
110 CHTPY IIpU IMPOJOJILHOM BAPUAHTC PACIIOJIOKCHUA PCKBU3UTOB Onanka

C. 4acTh IJIOIIAaN (bopMaTa, npeaHasHauCHHaA IJid mmoJieit AOKYMCHTA, JJId 3aKpCIVICHHUA JOKYMCHTA B
TEXHUYCCKUX CPEACTBAX XpaHCHUSA, JId HAHCCCHHUS CIICHHUAJIBHBIX PI306p8.)KCHPII>i

d. momanab yHI/I(I)I/IHI/IpOBaHHOI‘/'I (bOpMI)I JOKYMCHTA Ui 6J'IaHKa, npeaHasHauCHHas IJIsd 3all0JTHCHUA
PEKBU3UTAMHU

Bomnpoc 28
Tekct Bompoca

Kaxkoe mosne ¢hopmyisipa-o6pasiia OpraHu3aimOHHO-PACIOPSAUTEILHOTO JOKYMEHTA IPEICTABIISIET CO00i
pabouee moJe:

BribepuTe oguH OTBET:

a. B JIEBOM BEpxXHeM yIiy (hopmarta pH yriIoBOM PACHONI0KEHUH PEKBU3UTOB WM B BEPXHEH €ro yactu
0 IEHTPY MPH MPOIOJILHOM BapHAHTE PACTIONIOKEHHSI PEKBU3UTOB OJIaHKa

b. BepXHHMil U HIKHUIT KOJIOHTHTYIIBI TOKyMEHTA

C. 4acCTh IJIOIaan (1)opMaTa, npeaHa3sHauCHHAaA IJid TIoJICH AOKYMCHTA, AJId 3aKPCIUICHUA JOKYMCHTA B
TEXHUYCCKUX CPCACTBAX XPAHCHUS, I HAHCCCHHUS CIICHHUAJIbHBIX H306pa)KeHHﬁ

d. rurommaae yHUGUIMPOBaHHON (OPMBI TOKYMEHTA WK OJaHKa, MpeIHa3HAYCHHAS ISl 3aII0THEHUS
pEKBHU3UTAMU

Bomnpoc 29

Tekct Bompoca

Kakas xapakTepucTHKa COOTBETCTBYET ITOHATHIO «IIEPEMEHHBIE PEKBU3UTHD»:
Bribepure oguH OTBET:

a. OTO MHAMBUYaIbHBIE TSI KQKJOTO0 KOHKPETHOTO IOKYMEHTA PEKBH3UTHI; OHU BHOCSATCS B IOKYMEHT
B IIPOLIECCE €r0 MOATOTOBKH U 0(POPMIICHHUS

b. DT pekBu3nTH 00pa3yOT OPHUIUATIBHBIN OJIAHK JOKYMEHTA, UICHTU(QHIUPYIOT aBTOpa IOKYMEHTa

c. OTo peKBI/ISI/ITI)I,OGH_[I/Ie IJ1d BCEX JOKYMEHTOB OJHOT'O BH A, UX MOXXHO 3apaHEC pasMCCTUTH Ha
CTaHAAPTHOM JIMCTC 6YMaI‘I/I TI/IHOI‘pa(l)CKI/IM CHOCO6OM, C MOMOIIBKO KOMIIBIOTEPA WIIN CIICIIUAJIBHOT'O
mTaMIiia

d. B3to pexBusutsl 01-10, Btouas pekBusut 14, omucannsie B 'OCT P 7.0.97-2016
Bomnpoc 30

TekcT Bompoca



B nmpouiecce nBmkeHMs BHYTPEHHUX JOKYMEHTOBO(GOPMIIAIOTCA:
Bribepure oauH OTBET:

d. CChIIKA Ha peFI/ICTpaHI/IOHHI:Jﬁ HWHACKC U JaTy JOKYMCHTA, 3ar0JIOBOK K TEKCTY, OTMETKA O HAJTMYUHN
HpI/IJ'IO)KCHI/II‘/JI, OTMETKA O 3aBE€PCHUU KOIMNHU, OTMETKA 00 HUCIIOJTHUTCIIC, I/II[eHTI/I(bI/IKaTOp SJIGKTPOHHOI\/JI
KON JOKYMCHTA

b. l"pI/I(b COorjraCoBaHusd JOKYMCHTA, BU3bI COTJIACOBAHHUA JOKYMCHTA, IMOANNCH, FpI/I(b YTBCPIKACHUS,
OTTHUCK II€YaTH, AaTa JOKYMCHTA, pCFI/ICTpaLII/IOHHHﬁ HOMEPp JOKYMEHTa

C. OTMETKa O MOCTYIJICHWH JOKYMCHTA B OpraHu3aluio, pe30JIr0Lusa, OTMECTKA O KOHTPOJIE, OTMETKa 00
HCIIOJITHEHUU JOKYMEHTA U HAIIPpaBJICHHUU €I'0 B €0

d. 3aronoBox K TEKCTY, OTMETKa O HAJIMYUH ITPUIIOKEHNA; BU3BI COTJIACOBAaHUA; OTMETKA O 3aBEPECHUHU
KOITMH,;, OTMCTKa 00 HUCIIOJTHUTCIIC, I/IILGHTI/I(I)I/IKaTOp E)JIGKTpOHHOI\/'I KOIIMK JOKYMCHTAa

Bomnpoc 31
Tekcr Bompoca

Ha xakue BUBI IOAPA3ICIAIOTCS OJIAHKU JOKYMEHTOB TI0 PACIIOJIOKEHUIO pekBU3uTOB coritacHo 'OCT P
7.0.97-2016:

Bribepute oiuH OTBET:

a. oOmmmii O1aHK, O1aHK MUCbMA, OJIAHK KOHKPETHOTO BHJIA IOKYMEHTA

b. yrinoBbie u npoaoIbHBIE

C. GylaHK OpraHu3anuy, OJaHK CTPYKTYPHOTO NOApa3AeIeHUs OpraHu3aluy, OJJaHK JOKHOCTHOTO JIMHA
d. ienTpupoBaHHbIe U (IaroBbie
Bomnpoc 32

Tekcr Bompoca

Kakoii knmaccnukalMmoHHbIH PU3HAK TTOJI0KEH B OCHOBY JIeJIEHHsI OJIAaHKOB Ha OJIaHK OpraHHU3allvy,
OJIaHK CTPYKTYPHOTO MOApa3esiCHUs OpraHU3alnu, OJIaHK TOHKHOCTHOTO JIMIA:

Bribepure oguH OTBET:

a. o aBTopy

b. mo BuIy HOKyMeHTa

C. [0 PACHOJIOKEHUIO PEKBU3UTOB

d. o crocoby ohopmIIeHHsT pEKBU3UTOB
Bompoc 33

TexkcT Bompoca

Ha xakue BuabI mompasnessoTes OIaHKU TOKYMEHTOB 1o BUAy JokyMmenta coriacHo 'OCT P 7.0.97-
2016:

Bribepure oauH OTBET:



a. oOmuit O1aHK, 6JIaHK MUCHhMa, OJJAaHK KOHKPETHOTO BHIa JOKYMEHTA

b. 6imank opranuzanyu, 6J1aHK CTPYKTYPHOTO MOAPa3aAe/icHHs OPraHU3aIlnH, OJIaHK TOHKHOCTHOTO JIUIA
C. YTTIOBBIE U MTPOAOIHHBIE

d. meHTpHupoBaHHbIC U (IaroBse

Bompoc 34

Tekct Bompoca

Kaxue pekBH3HUTHI BKITFOUAET 00N OJaHK OPraHU3aIlHOHHO-PACTIOPSIIUTENIEHOTO TOKYMEHTA COTJIAaCHO
I'OCT P 7.0.97-2016:

BribepuTe oquH OTBET:

a. 'ocynapcteennsiii repo P® (I'epb cyopexTa PO wmmm sMOiiemMa opraHn3anni, TOBapHBIN 3HAK (3HAK
oOcyxuBanus)), koa opranuzanun (mo OKIIO), OI'PH, UHH/KIIIL, cnipaBouHble AaHHBIE 00
OpraHu3aluy; HAMMEHOBAaHUE OpPTraHU3allii, MECTO COCTABIICHHS WM M3IaHUsI JOKyMEHTA,
OTpaHWYUTEIbHBIC OTMETKH JIISI AATHl TOKYMEHTa, PETHCTPAIMOHHOTO HOMepa JOKYMEHTa, CChIIKH Ha
PETUCTPALIMOHHBIA HOMED U IaTy JOKyMEHTa, aJipecaTa, pe30JoIiH, 3arojloBKa K TEKCTY, OTMETKH O
KOHTPOJIE, TEKCTa

b. Tocymapcteennsiii repb P® (I'epb cyobekta PO wmn sMO1eMa OpraHu3aliiy, TOBApHbINA 3HAK (3HAK
oOcyX1BaHwsl)), HAUMEHOBaHNE OPTaHN3aIllMH, MECTO COCTABIICHHSI MJIM U3IaHUS IOKYMEHTA,
OTPaHUYIUTENLHBIE OTMETKH ISl 1aThl IOKYMEHTA M PErUCTPAIIMOHHOTO HOMEpa TIOKYMEHTA

C. HAUMCHOBAHME OPTraHU3aliH, MECTO COCTABJIICHHU MJIM U3JaHUA JOKYMCHTA, CIIPABOYHBIC JITAaHHBIC 00
opraHu3anuu, OrpaHUYIUTECIIBHBIC OTMETKU JIA 3aroJioBKa U TCKCTa JOKYMEHTaA

d. Tocymapctennsiii repo PO (I'ep6 cyobekra PO mnn smbiieMa opraHu3aiiiy, TOBAPHBIN 3HAK (3HAK
o0CITy>)KUBaHHs)), HAUMEHOBAaHHUE OpPraHU3allii, HANMEHOBAaHHNE BU/Ia JOKYMEHTA, MECTO COCTABIICHHUS
WY U3aHUsI JOKYMEHTA, OTPAHUYUTEIbHBIE OTMETKH JUIS IaThl JOKyMEHTA, PErHCTPAlMOHHOTO HOMEpa
JIOKYMEHTA, CCBUIKH Ha JIATy U PErHCTPAlMOHHBII HOMEp JOKYMEHTa, 3aT0JIOBKA K TEKCTY, OTMETKH O
KOHTpOJIE

Bompoc 35

Tekct Bompoca
Jis KakuX BUIOB IOKYMEHTOB UCIONB3YIOT OOLIHiA OJIaHK:
Bribepure oMH OTBET:

a. IOOBIX BUIOB JJOKYMEHTOB, KpOME MPHKa3a

b. 1r0OBIX BUIOB TOKYMEHTOB

C. TOJIBKO JIJISl TTChMa

d. M00BIX BUIOB JOKYMEHTOB, KPOME MTHChMa

Bompoc 36

Tekct Bompoca

Kakue croco0sl pa3menieHus pekBu3uToB npeaycmorpersl OCT P 7.0.97-2016:



Bribepute oquH OTBET:

a. YIVIOBOM Y IPOAOJIbHBIN

b. odurmansHeIf 1 HEODUIHATBHEIHA
C. MAIIMHOIKCHBIN U PYKOIIMCHBIN

d. 1IeHTpUpPOBaHHBIH U (JIArOBHIi

IIpaktrueckoe 3amanue 3 (2 cem)
1. OTBeTbTE Ha BOIPOCHT:

1) Kaknumy HOpMaTUBHBIME [TPaBOBBIMH aKTaMH PETJIAMEHTHPYETCS HCTIOIb30BaHUEe N300pakeHui repoa
UYensbunackoi obmactu u repoa Pecrryommku bamkoprocran?

2) Ucnons3ys oTBeT Ha Borpoc Nel, mpouutupyiite cTaThi COOTBETCTBYIOIIUX HOPMATUBHBIX ITPaBOBBIX
aKTOB, B KOTOPBIX OTpayKe€HA periaMeHTaIus n300paxeHns repoa UensOnHCKoH oOmactu u repda
PecniyOnuku Bamkoprocran Ha O1aHKax JTOKYMEHTOBR.

2.

2.1. Ucnonb3ys nHpOpMaIio 00 0cHOBHBIX pekBu3nuTax OPJl B nepevnciieHHbIX HIKe JOKYMEHTaX,
3aIl0JIHUTE TaONMUILy. 3aroHss Tabaully, CTapaiiTech OTpakaTh CXOXKKE 10 (PYHKIHMU U CONEPKAHUIO
PEKBU3UTHI Ha OJTHOM CTPOKE 71 oOsierueHus cpaBHeHMs. Ha3BaHUs peKBU3UTOB, OTPaKEHHBIE TOJIBKO B
JaHHOM aHAJIM3UPYEMOM JOKyMEHTEe, 0hOPMIIIHTE K KOHILY TaOJIHLIBI.

Ne [HanmenoBanue pexBu3uTa B[HaumeHoBaHME HanmeHnoBanue pexsusuta B [IpaBumiiax no
n/n [TOCT P 6.30.-2003 pexBuzuta B 'CAOY  |1enonpoun3BoAcTBY U MeTo/l. peKOMEHIAIHSIX
1.

2.

3.

2.2. . Onupasich Ha JaHHbIE, TIOJYUYCHHBIC B TAOJIHUIIE, CAS/IaliTe COOTBETCTBYIOIINE BHIBOIBI U
KOMMEHTApHHU: COBIAAAET JIM COCTAB U HA3BaHUS PEKBU3UTOB B MPEJCTABICHHBIX JOKYMEHTAX; KaKue
PEKBU3UTHI OBTOPSIOTCS U B KAKUX JOKYMEHTAaX; KAKHE PEKBU3UTHI HAXOIAT OTPAXKEHUE TOIBKO B OHOM
W3 JOKYMEHTOB, KAKHE TOJIBKO B IBYX.

2.3. Kakumu U3 mpoaHaJIn3upPOBaHHBIX JIOKYMEHTOB JIOJDKEH PYKOBOACTBOBATHCS COBPEMEHHBIMH
JIEIIOTIPON3BOTUTENh MTPH 0(OPMIICHUH OPTaHU3AIIMOHHO-PACIOPSIIUTENHLHOM okymMeHTanuu? [Touemy?



M CTOYHHUKH AJI9 aHAJIN3a:

1. TOCT P67.0.97-2016 «YHuduuupoBaHHas CHUCTEMa OPraHU3alMOHHO-PACIIOPIIUTEIBHOM
JoKyMeHTaluu. TpeGoBaHUs K OOPMIICHUIO TOKYMEHTOBY.

2. TocynapcTBeHHass cHUcTeMa JIOKYMEHTAIMOHHOTO oOecredeHus: ympaelieHus. OCHOBHBIE
nonokeHusi. O0mme TpedoBaHUS K JOKYMEHTaM U CITy>KOaM TOKYMEHTAI[MOHHOTO 00eCIIedeHuts
ot 25 mas 1988 1. (1991r.) Ne 33.

3. IlpaBuna nenomnpon3BOACTBa B (eiepalbHBIX OpraHax MCIIOJHUTENbHOW BIACTH, YTBEPKACHHBIC
ITocranosnennem IIpaBurensctBa P® ot 15 mrons 2009 1. Ned77.

4. MeronuvecKkue peKOMEHIAMM 1O pa3padoTKe MHCTPYKUMHA MO AEJONpOHM3BOACTBY B

(henepanbHBIX OpraHax WCIOJHHUTEIBHOW BlacTd, yTBepkIeHbl [Ipukazom PocapxuBa or 23
nmexabpst 2009 1. Ne 76.

Jist 3anonHeHus TaOMUIbl UCTIONB3YHTE 0a3bl JaHHBIX, HH(POPMAIIMOHHO-CIIPABOYHBIE U IOUCKOBBIE

CHUCTCMBI:

I'apant

http://www.consultant.ru/

http://www.termika.ru/

Tect k pazgeny 2 (1 kypce) /

Bompoc 1

TekcT Bompoca

Kakoli HopMaTHBHBII TPaBOBOH aKT periaMeHTupyeT n3oopaxkenue ['ocynapcreentoro repba PO na

0J1aHKax IOKyMEHTOB:

BribepuTe oguH OTBET:

a. denepasbHbBIA KOHCTUTYLMOHHBIA 3aKOH

b. Koncruryius PO

C. ITocranoBnenue IIpaBurenscrea PO

d. Vkas Ilpe3unenra PD

Bompoc 2
Tekct Bompoca

Ha xakom GnaHke MoXxeT ObITh pa3MenieHo n3oopaxenue ['ocymapcTBenHoro repoa Poccuiickoit
®deniepaliviy B OTHOIIBETHOM BapUaHTe 0€3 repaibIHuecKOro muTa:

Bribepute oquH OTBET:
a. I'enepanbHoil npokypatypsl Poccuiickoit denepaunn

b. opranoB, opranuzanuii u yupexaenuit npu [Ipesunente Poccuiickoit denepanyu


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

C. hesepalbHBIX OPTaHOB MCITONHUTEIBHON BIIACTH

d. Anmunuctparuu [pesunenta Poccuiickoi Meneparuu

Bompoc 3

TekcT Bompoca

Ha xakux 0nankax nomemaercs repd MOCKBBI B MHOI'OIIBETHOM BapHaHTE:
BribepuTe ouH OTBET:

a. KoHTposbHO-cueTHOM nanatbl MOCKBBI

b. MpaBOBBIX aKTOB MHBIX OPTAHOB UCIIOJHHUTEIBHOM BIACTH ropoia MOCKBBI M UX TOJDKHOCTHBIX JIHI]
C. MOCKOBCKOH ropoJIcKOi H30upaTeTbHOH KOMUCCHT

d. perrennii YcraBHOTO Cyna ropoaa MOCKBEI
Bomnpoc 4
Tekct Bompoca

Kakoit HopMaTHBHBIN aKT yCTaHABIMBAET TPEOOBAHUS K Pa3MEICHUIO SMOJIEMBI, TOBAPHOTO 3HAKa (3HaKa
oOcyxuBaHwsI) Ha OJTaHKaX OpTaHU3aINN:

Bribepute oiMH OTBET:

a. ydpeuTeNbHbIe TOKYMEHThI OpraHu3alun

b. dbenepanbHblii 3aK0H

C. nocraHosienue [Ipasurenscrtea PO

d. rocymapcTBEHHBIH CTaHAAPT

Bompoc 5

Tekcr Bompoca

OMoOnemy u ToBapHsIid 3HaKk HE Bocnipon3BoasT Ha OiiaHKe, €Clii Ha HeM TIOMelleH (-a):
Bribepure o1H OTBET:

a. OTTUCK repOoBOIi eyaTu

b. moxmuce

c. 'ocynapcreennsiii repd Poccuiickoit denepanun
d. pe3osorust
Bomnpoc 6
TekcT Bompoca

IIponomkure Bricka3piBaHue: «HanMeHOBaHWE OpraHU3aIldH, SIBIISIOMICHCS aBTOPOM JOKYMEHTA, TOJIKHO
COOTBETCTBOBATh HAMMEHOBAHUIO, 3aKPEIVICHHOMY ...»:



Bribepute oquH OTBET:

a. B TOCY/IapCTBEHHOM CTaHIapTe

b. B 3akoHe

c. 8 OKIIO

d. B yupeIuTEeNbHBIX JOKYMEHTAX OPraHU3aI[iH
Bomnpoc 7

Tekct Bompoca

HanmenoBanus opraamzanuii 1 cyobekToB Poccutickoit @enepanyn, UMEIOIINX HAPSIAY C
TOCY/IapCTBEHHBIM sI3IKOM Poccutickoit denepariiu (pyCCKUM) TOCyIapCTBEHHBIN S3bIK CyOBEKTOB
Poccuiickoit @enepanuu nevaTaroT:

Bribepute ouH OTBET:

a. BCE BapUAHThI BEPHBI

b. Ha rocymnapcTBeHHOM si3bike PD

C. Ha si3bIKe cyOBekTa PO

d. Ha IBYX s3bIKax (Ha rOCYAapCTBEHHOM si3bike PD u Ha si3bike cyObekTa PD)
Bomnpoc 8

TekcT Bompoca

Ha OnaHkax Kakux JOKYMEHTOB O(hOPMJISIOT CIIPaBOYHbBIE JIaHHBIC 00 OpraHU3alluu:
Bribepure oauH OTBET:

a. yCTaBOB

b. cnyxe6HBIX TIFICEM

C. IPHUKA30B

d. pacniopspxeHuit
Bompoc 9
TekcT Bompoca
Kakwue snemenTs pexkBusnTa «CripaBovyHbIe JaHHBIE 00 OPraHU3aln» ABISIOTCS 00s3aTeIbHBIMU:
Bribepure oguH OTBET:

a. 0aHKOBCKHE PEKBU3UTHIL, IIOUYTOBBI ajpec

b. mouToBbIit agpec, HOMep TenedoHa

C. (hakc, HOMEp INEKTPOHHOH MOYTHI, 0AHKOBCKHE PEKBH3HUTHI

d. mouToBBIi1 asipec, HoOMep TenedoHa, HoMep (akca, TeJeKca, CYeTOB B OaHKe, a/Ipec IEKTPOHHOMN
TIOYTHI



Bompoc 10

Tekct Bompoca

YKaxuTe MpaBIWIIbHYIO TOCIE0BATEIHHOCTH 3JIEMEHTOB ITOYTOBOTO ajpeca:
Bribepute oquH OTBET:

a. yJIuIa, IoM, HOMEp KBapTHUPhI, HA3BaHUE PECITyOJIUKH, Kpasi, 001aCTH, aBTOHOMHOTO OKpyTa
HACEJICHHBIN MTyHKT, palilOH, CTpaHa, IOYTOBBIA HHIECKC

b. HOMep KBapTUPBIL, TOM, YJIHIIA, HACEIEHHBIN yHKT, HA3BAHUE PalloHa, Ha3BaHHE PECIyOIUKH, Kpas,
o0nacTy, aBTOHOMHOTO OKpyTa, CTpaHa, TOYTOBBIM WHAEKC

C. OYTOBBIA MH/IEKC, HOMEP KBapTUPHI, Ha3BaHUE PECIyOINKH, Kpasi, 00JacT, aBTOHOMHOTO OKpyTa
HACEJICHHBIN IMYHKT, pailoH, CTpaHa, MOYTOBbINA UHAEKC

d. ynuia, 10M, HOMep KBapTHPbI, HACEIICHHBII IYHKT, pailoH, Ha3BaHHE PECIyOIINKH, Kpasi, 00JIacTH,
ABTOHOMHOTI'O OKpYyTa, CTpaHa, MOYTOBbII HHIEKC

Bomnpoc 11

Tekcr Bompoca

Kox opranuszaruu npocTasisioT I0:

Bribepute oiMH OTBET:

a. OKB32/|

b. OKY /]

c. OKATO

d. OKIIO

Bomnpoc 12

TekcT Bompoca

[pu u3rotoBnenun kakux 6yaHkoB oopmitsiercs: pekBu3nT «MTHH/KIIIT»?
Bribepure oguH OTBET:

a. yrioBoro 0JaHKa MMCbMa OpraHu3aluH

b. mpomospHOrO OIaHKa MEChMa OpraHu3aIiu

C. IPOA0JILHOTO OJTaHKa MHChMa JOJKHOCTHOTO JIMLA

d. Bce BapuaHTBI BEpHBI

Bompoc 13

TekcT Bompoca

VYKaxuTe MpaBUIbHBINA BapHaHT 0hOpMIIEHHSI CLIPAaBOYHOH HHpOpMaLnU 00 OpraHu3aLum:

Bribepure oauH OTBET:



a.
OO011ecTBO ¢ OrpaHUYEHHON

OTBCTCTBCHHOCTBIO

"MCTOK"

yi. Jlonapesa, 1. 2, r. Marautoropck, Yensounckas o6i., 455097
Ten. (3519) 27-13-33; ¢axc (3519) 27-11-90;

e-mail: avto@avto.ru

OKIIO 2356447; OI'PH 1127776500001,

WHH/KIIII 0112220000/011777000

Ha Ne oT

b.
OO6111ecTBO € OTPaHUYCHHOM
OTBETCTBEHHOCTBIO

"MCTOK"

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

e-mail: avto@avto.ru

WHH/KIIIT 0112220000/011777000;

OI'PH 1127776500001

Ha Ne oT




OO0111eCTBO ¢ OTPaHUICHHOMH
OTBETCTBEHHOCTHIO

"MCTOK"

455097, r Marauroropck, Yensiounckas o6i1., yi. Jlonapesa, 1. 2
Ten. 27-13-33; dakc 27-11-90;

e-mail: avto@avto.ru

OI'PH 1127776500001;

WMHH/KIIIT 0112220000/011777000

Ha No oT

d.
OO011ecTBO ¢ OTPaHUYCHHOM
OTBETCTBEHHOCTHIO

"MCTOK"

I. 2, yn. JlonapeBa, r. Marauroropck, 455097

e-mail: avto@avto.ru

OKIIO 2356447, OI'PH 1127776500001,

WHH/KIIIT 0112220000/011777000

Ha Ne oT

Bompoc 14
TekcT Bompoca
Kox dhopmbl noKyMeHTa IpOCTABISIOT 110. ..

Bribepute oquH OTBET:



a. OKY ]|

b.'CAOY

C. YIpEIUTEIbHBIM TIOKyMEHTaM OpPTraHU3aI[uN
d. TOCT P 6.30-2003
Bompoc 15

Tekct Bompoca

Kaxoit Habop nndp B kogoBom ob6o3rageHnu popmsr moxkymenTta 0720302 obo3HagaeT kimacc GopMbl
JIOKYMEHTA!

BribepuTe oquH OTBET:

a. 07

b. 302

c. 20

d. 203

Bomnpoc 16

Tekct Bompoca

ITo Habopy 1udp B kogoBoM 0003HaYeHUU (HopMbl JokyMeHTa 0212000 MOXXHO YCTaHOBHUTH:
BriOepuTe oiMH OTBET:

a. KJlacc ¥ nmojikiaacc GopMbl JOKYMEHTa

b. knmacc, noakacce, perucTpanMoHHbI HOMep (OPMBbI TOKYMEHTA
C. TOJIBKO KJ1acC POPMBI JJOKYMEHTA

d. TosbKO MoKIIacC (HOPMBI JOKYMEHTA

Bompoc 17

Tekct Bompoca
Ha xakux ¢opmax mpoctaisercst Koa GopMbl TOKYMEHTA!
Bribepute ouH OTBET:

a. HAa HEYHU(UIIMPOBAHHBIX (opMax

b. Ha Bcex OmaHkax

C. Ha BCEX JJOKYMEHTaxX

d. Ha yHHUIIHPOBaHHBIX Gopmax
Bompoc 18

Tekct Bompoca



Kakum JOKyMEHTOM JIOJDKHO OBITh ONpeIeieHO HAMMEHOBAHKE BHIA JOKYMEHTA Ha JIOKYMEHTE,
u3gaHHoM opranu3sanueii, corimacao I'OCT P 6.30-2003:

Bribepute oquH OTBET:

a. MHCTPYKLHUEH MO AETONPOU3BOICTBY

b. HomeHKknaTypoit nen

C. ycTaBoM (TIOJIOKEHHEM 00 OpTraHU3aIIH )
d. monoxkenuem o ciryxoe 10Y
Bormpoc 19

Tekcr Bompoca

KakoMy JTOKYMEHTY IOJDKHBI COOTBETCTBOBATh HAMMEHOBAHHMS BHIOB JIOKYMEHTOB, KOTOPBIE
OpFaHI/I?)aHI/Iﬂ BI)I6I/IpaCT JJIA I[OKyMeHTI/IpOBaHI/IH OpFaHI/I3aL[I/IOHHO'paCHOpHI[HTeHLHOﬁ JACATCIIBHOCTH,
coraacuo I'OCT P 6.30-2003:

BribepuTe oiuH OTBET:
a. O6mepoccuiickomy Kiaccuukaropy ynpaeieHdeckoit nokymenTarmn (kimace 0200000)

b. ITepe4Hto THIIOBBIX YIIPABICHYSCKHX aPXUBHBIX JOKYMEHTOB, 00pa3yIOLIMXCS B IpoLiecce
JIeITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPIaHOB MECTHOTO CaMOYIIPABIIECHHS U OpraHU3aIHi, C
yKa3aHHEM CPOKOB XpaHEHUS

C. 'ocymapcTBeHHOM cucTeMe JOKYMEHTAIIMOHHOTO OOSCIICUCHSI YITPaBICHIS
d. TTpaBuiiam Je10IPOU3BOCTBA B (heepaabHbIX OpraHax UCIIOJHUTEIBHON BIACTH
Bomnpoc 20

TekcT Bompoca

Ha xakux noxymenrax HE yka3biBaeTcsi HAMMEHOBAaHKE BU/IA IOKYMEHTA!
Bribepute oguH OTBET:

a. TOJDKHOCTHOM MHCTPYKLMU

b. cmyxebHorO MIHICHEMa

C. cimy»eOHOH 3amuCcKu

d. cipaBku
Bormpoc 21
TekcT Bompoca

Kem MMPOCTABJIACTCA JaTa JOKYMCHTA Ha OOJIBIIMHCTBE OpraHu3alMOHHO-PACHOPAAUTCIIBHBIX
JOKYMCHTOB!:

Bribepure oauH OTBET:

d. BCC BapHUaHThI BEPHBI



b. cityx00ii TOKYMEHTAIIMOHHOTO 00ECTICYCHUsI YIIPABICHHS HJIH CEKpETapeM P PErHCTPAIUH
JIOKyMEHTa

C. COCTABHUTEJIEM IIPHU ITOTOTOBKE TOKYMEHTa

d. TOIDKHOCTHBIM JIMIIOM, TIOAITUCHIBAIOIINM JJOKYMEHT
Bompoc 22

TekcT Bompoca

Ha kaknx TOKyMeHTax JaTy TOKyMeHTa 0o(hOpMIISET CeKpeTaph:
Bribepute oiuH OTBET:

a. Ha TpUKa3ax

b. Ha menoBBIX MHCEMAx

C. Ha CIIpaBKax

d. Ha Bcex TOKyMeHTax

Bompoc 23

Tekcr Bompoca

Kakwe criocoObr oopmiienus natel cootBeTcTBY0T TpeboBanusm [OCT P 6.30-2003:
1. 09.03.13;

2. 09 mapra 2013 r;

3. 09 mapra 2013 ropa;

4.09.03.2013 r,;

5. 2013-03-09;

6. 2013.03.09;

7.09.03.2013.
Bribepure oMH OTBET:

a. BCe BapUaHTHI, KpoMe 3

b. Bce BapuaHThI, Kpome 5

c.1,4,7

d.2,6,7
Bompoc 24
TekcT Bompoca
[Tpn moaroToBKe JOKYMEHTA K IIOAMMCAHUIO B PEKBU3UTE «JlaTa JOKyMEHTa» 3apaHee MevaTaroT:

Bribepure oauH OTBET:



a. YUCJI0, MECSIII, TO

b. uncio

C. MecsII]

d. rox

Bompoc 25

Tekct Bompoca
Kakoe BrickazpiBanue sBissercs HEBEPHBIM:
BribepuTe oguH OTBET:

a. [laTa 1 perucTpalioHHbI HOMEP TIOKyMeHTa 0(OPMIISIFOTCSI HE Ha BceX OJTaHKax

b. PexBusuts «J/laTa qoKkymMeHTa» U «PerucTpaliMOHHBI HOMEP TOKYMEHTa» SIBIISIOTCS TaHHBIMU O
perucTpalnuu JOKYMEHTA U II03TOMY SIBIIFOTCS JOKA3aTENbCTBOM CYLIECTBOBAHUS JTOKYMEHTA U
BKJIIOYEHHEM €T0 B JOKYMEHTAJIbHBIN (YOH OpraHu3aliu

C. PexBuzuts «/laTa moxymeHTa» u «PerucTpaninoHHBIN HOMEpP JOKYMEHTa» 0(OPMIISIOTCS Ha OTHOM
YPOBHE IO OTHOILICHHIO IPYT K APYTY

d. O6a pexBusmTa — «Jlata TOKyMeHTa» U «PerucTpannoHHbIi HOMEP JOKYMEHTa» — BBIMOIHSIIOT
IOPUIUYCCKYIO q)YHKIlI/IIO, a TaK)KEC BBIMIOJIHAIOT TIOMCKOBYIO (1)}/HK]_[I/IIO, TaK KaK IMO3BOJIAIOT OpraHu3alnn
BECTH MH(POPMAIIOHHO-CITPABOYHYIO PadOTy

Bomnpoc 26

Tekcr Bompoca

Kakoti ameMeHT perucTpalliOHHOTO HOMepa JIOKYMEHTA SBISIETCS 0053aTeIhHBIM:
Bribepute oiMH OTBET:

a. ”HpOpMAIU O KOPPECTIOHICHTE

b. mopsiakoBeIi HOMEP

C. MHJIEKC JIeNia TI0 HOMEHKIIAType JIe

d. madopmarms 06 UCITOTHUTEAX
Bompoc 27

Tekct Bompoca
Uro 0003HayYaeT YMCIo 45 B perucTpalldOHHOM HOMepe, uMeroiieM odo3Hauenue Ne 45/1-5:
Bribepure oMH OTBET:

a. KoJI moJpa3aeeHus

b. HOMep nen Mo HOMEHKIIaType el

C. IOPSIKOBBIA HOMEP TI0 JKypHAITY PEerHCTpaIiu



d. Kox KoppecIoH/IeHTa

Bompoc 28

TekcT Bompoca

Vkaxkure BEPHOE BrIcKa3pIiBanue:
BribepuTe oauH OTBET:

a. Ha Gnmanke muchMa MpoOCTaBIIICTCSl OTPaHUYUTEbHAS OTMETKA TS pekBu3uTa «CchlTka Ha
PETHUCTPALIMOHHBIN HOMED U JIaTy JOKYMEHTay CIIeIYIONIM 00pa3oM: « oT »

b. PexBusur «Cchliika Ha JAaTty u peI‘I/ICTpaL[I/IOHHI)II\/'I HOMCPp JOKYMCHTAa» 3aIllOJIHACTCSA B
MPpEUMYIIECTBEHHO B NMCbMax-0TBETaXx. CaeneHus B PEKBU3UT NEPEHOCATCS C MMOCTYIMMBIIETO JOKYMEHTA

. CBenenus B pekBu3uTe «CChIIKa HAa pETUCTPALIMOHHBIN HOMEP U 1aTy JOKYMEHTa» MPUCBAUBAIOTCS
Opra"u3anyer-aBTOpOM OTBETHOT'O NMHACHEMA

d. VkasaHue JaHHBIX O TIOCTYIHBIIEM MHCbME Ha OJaHKe MUChbMa B BUJE OT/ICIBHOTO CCHIIKH Ha
PETHCTPALIMOHHBIN HOMED U JIaTy JOKYMEHTa He UCKIII0YaeT HeOOXOJMMOCTH CCBUIATHCS HA HUX B TEKCTE
OTBET "HOT'O ITMChMA: B HayaJie TeKCTa MUChMa Bceraa cienyet nucath «Ha Bam No ... oT ...»

Bomnpoc 29
Tekcr Bompoca

Kakas xapakrepuctuka HE COOTBETCTBVYET pexBusury «MecTo cocTaBI€HUS WIN U3JaHUS
JOKYMEHTa:

BribepuTe oguH OTBET:

a. JlauHbI# pekBU3UT OGOPMIIIOT Ha OOIIMX OaHKax W OJIaHKaX KOHKPETHBIX BUJIOB JIOKYMEHTOB, €CIIH
€ro omnpeJeaeHue 3aTPyJHEHO 0 peKBU3HUTY «HanMeHOBaHME OpraHu3aum)

b. IIpu yka3zaHu#M HACEIECHHBIX MECT B JAHHOM PEKBU3UTE HEOOXOIMMO HCIIOIb30BATh OOIICTIPUHSTHIC
cokpamienus1, orpaxkeHHsle B OKATO

C. JlaHHBII peKBU3HAT HE OPOPMIIIIOT Ha OOIBITMHCTBE HCXO/ISIICH JOKYMEHTAIMH, TAK MECTO M3IaHUs
JTOJIKHO OBITh OTPaYKEHO B PEKBH3UTE «CIIPABOYHbIE JIAHHBIE 00 OPraHU3aINY

d. JlaHHBIIT pEKBU3UT OMOTAeT HASHTU(DHUIIMPOBAThH aBTOPA JOKYMEHTA, TO3TOMY €ro OQOPMIISIOT Ha
BceX OJlaHKax

Bomnpoc 30

Tekct Bompoca

YkakuTe HeBepHOE HAMMCAaHUE PEKBU3UTA «MECTO COCTABICHUS WIIH U3JaHUS TOKYMEHTa:
Bribepute oguH OTBET:

a. Mockaa

b. MaruuToropck

c. Cankr-Iletepbypr



d. cr-1ta benokameHHas
Bompoc 31

TekcT Bompoca
B xakoM majiexe yKa3plBaroT JOJDKHOCTD JIMIA B PEKBU3UTE «Apecar:
BoiGepuTe OMH OTBET:
a. B pOJMTEIILHOM

b. B naTenpHOM

C. B IMCHUTEJIBHOM

d. B mpemoskHOM
Bormpoc 32

Tekcr Bompoca

B xakom maziexxe yKa3pIBalOT HAMMEHOBaHUE OPraHU3alMU U €€ CTPYKTYPHOTO MOApa3IesicHHs B
pEKBH3HTE «ApecaTy:

BribepuTe oquH OTBET:

a. B TIPEIJIOKHOM

b. B uMeHHTEIEHOM

C. B POJTUTEIILHOM

d. B nareasHOM

Bompoc 33

Tekcr Bompoca

Vxaxxure HEBEPHOE Bricka3piBanue:
Bribepure o1H OTBET:

a. [Ipu ampecoBanuu JOKyMeHTa (PU3UUESCKOMY JIMITY CHaYalla YKa3biBalOT (DaMUJIMIO U HHULIHAJIBI
MoJy4aresis, 3aTeM MOYTOBBIN aapec

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

C. Eciii JOKYMEHT OTHPAaBIISIIOT B HECKOJIBKO OJHOPOJHBIX OPraHU3aluii WM B HECKOJIBKO CTPYKTYPHBIX
NO/Ipa3/IeNICHNi OTHOM OpraHMU3aIiy, TO X CIEAyeT YKa3blBaTh 00001IeHHO, Harpumep: PykoBoauTensim
¢umanos OO0 «/IomocTpoii»

d. B cocTaB pekBu3nTa «AIpecaTy MOUTOBBIH apeC HE IBISACTCSA 00S3aTCIbHBIM JIEMEHTOM, OH
oopMIIsIETCs TT0 YCMOTPEHUIO OpraHU3aluu-aBToOpa JOKYMEHTA

Bomnpoc 34

Tekct Bompoca



Ha xakux noxymentax HE odopmiisercs pekBH3UT «ApecaTy:
Bribepure oauH OTBET:

a. MUCbMO

b. cimykeOHast, TOoKIaqHas U OOBACHUTETbHAS 3aTHCKH

C. JOJDKHOCTHASI MHCTPYKIHS

d. cipaBka
Bompoc 35

Tekcr Bompoca

YkakuTe NpaBUIbHBIA BapuaHT 0OPMIICHHUS pEKBU3UTA «AJpecar) B IHChME, HAPABIIIEMOM B
OpraHU3aLMIo:

Bribepute ouH OTBET:
a.
I'enepanbHOMY OTUPEKTOPY

OAO "Crpoiipecypc"

Mockaa, yi. XKuBonucHasi, 24,
255678

b.

OAO "Crpoiipecypc"
I'enepanbHOMY TUPEKTOPY

C.C. KanamrHukoBy

Mocksa, yi. XXusomnucHas, 24, 255678
C.
255678, Mocksa,

yi. JKuBomucHas, 24

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

d.



T'enepanbHOMY AUPEKTOPY
OAO "Crpoiipecypc"

C.C. KanamHukoBy

yi. JKuBomnucHas, 24,
Mocksa, 255678
Bompoc 36

€KCT BOIpoca

Kaxol peKBU3UT UMEET CIAEAYIOIIYI0 XapaKTepUCTUKY: «Ero cocTaBHbIE YaCTH MOTYT BKJIIOYATh!
HaNMEHOBAaHUE YUPEXKICHUS, OpraHU3alK; HAMMEHOBAaHUE CTPYKTYPHOTO MOAPA3CIICHUS; yKa3aHUeE
JOJDKHOCTH MOTyYaTelss; MHALUAIBI, (aMIIHIO; TOYTOBBIN ajpec:

BribepuTe oguH OTBET:

a. PEe30JTFOIIHS

b. rpu¢ cornmacoBanus

C. ClIpaBOYHbIC JJAaHHBIC 00 OpraHU3aIHH
d. agpecar

Bompoc 37

TekcT Bompoca

Kakoit PCKBU3UT BKIOYACT CJICAYIOIINC 3JICMCHTHI: q)aMI/IJ'II/II/I, HMHUaJIbl HCHOHHHTGHeﬁ; COJACpIKAHUC
MMOPYYCHUA,; CPOK HUCIIOJTHCHUA, ITOAIIUCH, AaTy:

BriOepuTe oiMH OTBET:
a. pe3oIronus

b. rpu¢ cormacoBanus
C. rpud yTBEpIKICHUS
d. Tekcr

Bompoc 38

TekcT Bompoca
VkaknTe BEpHBIA BapraHT OPOPMIIEHHUS PE3OJTIOIMN PYKOBOIUTENS:
BriOepuTe OfMH OTBET:
a.

Conosreny N.K.

HpOIHy IOATOTOBUTH IIJIaH pa60TBI Ha



BTOpOE Tosryroaue k 28.12.2013.
[Moanuck pyKoBOAUTENS
10.12.2013

b.

Cksopuoy 1. A.

IIpomry paccMOTpeTh.
Ilognuce pykoBoauTeNs

10.12.2013

B npuxkas

IHoanuces pyKOBOAUTENS

12.12.2013

d.

Bcem npussTh yuactue.

[Toanucek pyKoBOAUTENS

12.12.2012

Bompoc 39

Tekcr Bompoca

Kakoti peksusut HE oTpakaeT stansl paboThI HaJl TIOPYIESHUEM:
Bribepute oiMH OTBET:

a. pe3oJronus

b. Bu3a cormnacoBanus

C. OTMETKa 0 KOHTpPOJIE

d. oT™MeTKa 00 UCTIOJHEHUH JIOKYMEHTA U HAIPABJICHUU €T0 B JIEJI0
Bompoc 40

Tekct Bompoca

YKaxuTe BepHOE BbICKa3bIBAHNE:

Bribepute oquH OTBET:

a. OTMeTKa 0 KOHTPOJIE MPOCTABISETCS B 3aAKIIOYUTEIILHON YacTU TEKCTa JOKYMEHTA B BUJIE
KITUIIUPOBaHHON (ppa3sl « KOHTPOIH HCITOHEHHS BO3TIOKHUTH HA...» WiIN «KOHTPOIb NCTIOTHEHUS
OCTaBJISIIO 33 COOOI»



b. Hamnuue oTMETKH, B TIEPBYIO 0Yepe/lb, TUCIUTLUTHHUPYET PYKOBOIUTEIIS U ACTONPONU3BOAUTEIIS,
KOTOpBIE 3aNHTEPECOBAHBI B HCMIOITHEHUH JOKYMEHTA

c. OT™MeTKy 0 KOHTpOJIe 0(OPMIISTFOT OJJHUM U3 cIOc000B: OyKBO# «K», CIIOBOM W MITAMIIOM
«KoHTpob» ¥ pa3MeIiaercs B IpaBOM BEPXHEM YTy CITy>KEOHOTO TOJIS TOKYMEHTa

d. OTMeTKa 0 KOHTPOJIE IPOCTABIISICTCS HCIOTHUTENEM JOKYMEHTa
Bormpoc 41

Tekct Bompoca

Kakoit pexBu3uT 0QOpMIIsIETCs TOCIEIHUM IIEpea TeM, KaK JOKYMEHT OyAeT OTIpaBIieH HAa XpaHEHHE:
BribepuTe oquH OTBET:

a. OTMETKa 00 MCIIOJIHEHUHU TIOKYMEHTa M HAPABJICHUH €TO0 B JIETI0
b. oTMeTKa 0 MoCTyIUICHHH TOKYMEHTa B OPraHU3aIHI0

C. rpud yTBepKICHUS

d. orMeTKa 00 UCHONHHUTETC

Bomnpoc 42

Tekcr Bompoca

Kakas ¢opmyinpoBKa 3arojoBKa K TEKCTY SIBJISIETCS] BEPHOH (B CKOOKax 0003Ha4eH BH[ JOKYMEHTa, K
KOTOpOMY c(hopMyJIHpPOBaH 3arojiOBOK):

Bribepure oauH OTBET:

a. (AOI'OBOP) ns mocTaBoK TOBapOB

b. (ITPUKA3) O0 yTBepsKAeHHN HHCTPYKIHHU 110 JEIOIPOU3BOICTBY

c. (1OJDKHOCTHASA MHCTPYKLM ) rnaBHOMy Oyxrantepy

d. (TTpukas) O H.K. ITetpose
Bompoc 43

TekcT Bompoca
B kakux ciaydasx opopmiIeHHe 3arojoBKa K TEKCTY SIBJIIETCS 0053aTeIbHBIM:
Bribepure oguH OTBET:

a. Ha OpraHU3alMOHHO-PACTIOPSIUTEIILHOM JIOKyMeHTe popmara A4

b. 3aro;0BoK K TEKCTY J0/DKEH 0OPMIIATHCS Ha BeeX 0€3 HCKITFOUCHHUS OpraHU3aI[MOHHO-
pacHopsAUTENbHBIX JOKYMEHTaX

C. Ha JIOKYMEHTaX, TEKCT KOTOPBIX HE MPEBBIILIAET 3-5 CTPOK
d. Ha OpraHN3alMOHHO-PACTIOPSAUTEIBHOM TOKYMEHTe opmara AS

Bomnpoc 44



Tekct Bompoca

['maBHBIM PEKBU3UTOM JOKYMEHTA SIBJISIETCSI:

Bribepute oquH OTBET:

a. revaTh

b. moamnuce

C. 1aTta

d. Tekct

Bomnpoc 45

Tekct Bompoca

B xakom Brjie BO3MOXHO OOPMIICHHE TEKCTa OPraHU3aIMOHHO-PACIOPSIIUTEILHOTO IOKYMEHTA!
BribepuTe oguH OTBET:

a. B BUJIE WILTIOCTpAIUi

b. B BUIIE cOeIMHECHUS aHKEThI, TAOJIMIIbI, CBI3HOTO TEKCTA

C. B BUJE YepTEXKEH

d. B Buzie poTonzobpakeHuit

Bormpoc 46

TekcT Bompoca

Kakyro nH(popmManunio noMenaT BO BTOPOH (3aKII0YUTENIEHON) YaCTH TEKCTa JOKyMEHTa:
Bribepure oguH OTBET:

a. MPOCHOBI

b. ocHoBaHus

C. IPUYHHBI

d. nenu
Bompoc 47

Tekct Bompoca
Kakyto nuadopmanmo HE nomemaroT B nepBoii 4acTH TEKCTa JOKYMEHTA:
Bribepure o1H OTBET:

a. peleHus

b. mpuunHBI

C. IIPEJIOKCHUA



d. pexomenmanuu
Bompoc 48
TekcT Bompoca

Kaxoe ogopmenue ocHoBaHus okymMeHTa cooTBeTcTBYeT TpeboBanmsM ['OCT P 30-2003 (B ckoOkax
0003HAYCH KITIFOYCBOM TJ1aroJl pacopsaUTeIbHON YacTH IOKYMEHTA):

Bribepute oquH OTBET:

a. Ha ocHoBanmnm npuka3za MunnctepctBa oopasoBanus u Hayku PO ot 15 saBapst 2013 Nel5 «O
nopsizike poBenenus arrectanuu By3oB» (IIPUKA3BIBALO)

b. B cBsi3u ¢ HEOOXOAUMOCTBIO HCIIOIHUTD TprKa3 MuHucTepcTBa (IIPUKA3BIBAIO)
c. Bo ucnonnenue npukaza OAO «MMK» Ne 45 «O nopsinke 3aximouenus gorosopos (IIPEJJIAT ATO)
d. C uenro uCHOIHEHUS MTPHUKa3a pekTopa 00 ykperuieHun Tpynosoi aucruminnel (ITPEJIAT ATO)
Bompoc 49

Tekcr Bompoca

B xakoMm nokymenre tekct HE u3nararor ot nepBoro jmua e IMHCTBEHHOIO YUCIa:
BribepuTe oguH OTBET:

a. B IPOTOKOJIE

b. B mpukasze

C. B 3asIBJICHUHU

d. B mEchMe
Bomnpoc 50

TekcT Bompoca
Ykaxute BepHOE 0POpMIIEHIE OTMETKH O HAJIMYWHU MPUIIOKESHHS B TUCHME:
Bribepure oguH OTBET:

a. [lpunoxxenne: Ha 3 1. B 1 9K3.

b. IIpuoxkeHune: He UMEETCS.

C. IIpmnoxxenue: o TekcTy Ha 3 1. B 1 k3.

d. [Ipunoxenue: ynomsHyToe Ha 3 J1. B 1 9K3.
Bompoc 51
TekcT Bompoca

Bri6epuTe npaBWIIBHEIN BapHaHT 0(OPMIICHUS TOIKCH B PACTIOPSIUTSILHOM JOKYMEHTE OpTaHU3aIUN
(TIpuKase, pacOpsIKEHUN):

Bribepure oauH OTBET:



a.

['enepanbHbI AUPEKTOP
000 «Kommacy»
12.12.2013

b.

['enepanbHBI AUPEKTOP
C.

I'enepanbHBI JUPEKTOP
12.12.2013

d.

I'enepanbHbIi JUPEKTOP
000 «Kommnacy»
Bormpoc 52

Tekcr Bompoca

M.II. bensakos

M.II. benskos

ML.II. Bensakos

M.II. benakos

Ecmm 3amectuTenn PYKOBOAUTEIIA OpraHU3aliui UMECT IMIPAaBO MOAINUCHIBATE JOKYMEHTBI BMECCTO

PYKOBOJMTEINS B CITydae €ro BpEMEHHOI'0 OTCYTCTBHS, KaK JIOJDKHA OBITH 0 OpMIICHA TIOIHCH:

BribepuTe oguH OTBET:

a.

Bp. n.0. reHepabHOrO JUPEKTOpa

b.

H.0. reHepaIbHOTrO JUPEKTOPA

C.

3aM. reHepaIbHOTO JUPEKTOpa

d.
/T'eHepanbHbIi AUPEKTOP
Bompoc 53

Tekct Bompoca

O.H. HUcaes

O.H. Ucaes

O.H. Hcaes

JI.N. CaBenneB

Kak JOJDKHa OBITh 0(1)0pMJ'IeHa noAnncCh, €CJIN KOMMCp‘lCCKHﬁ AUPCKTOP HAXOAUTCA B OTIIYCKC, a

HCIIOJTHEHHE €ro 00sI3aHHOCTEH IIPUKA30M BO3JIOKCHO Ha 3aMECTUTEIIA KOMMEPYECCKOro JUPEKTOpA:

Bribepure oauH OTBET:

a.



KommMmepueckuit aupexTop Edpemor H.P. PszanoB

b.

/ KoMMmepueckuii TupeKTop Edpemon E.A. Ebpemon
C.

H.o0. xoMMepUueckoro qupekTopa Edpemon E.Jl. Edpemosn
d.

3aM. KOMMEPUYECKOTO JUPEKTOpa Edpemon E.A. Ebpemon
Bomnpoc 54
Tekct Bompoca

Ha xakom nokymenre e opopmisttor rpud yreepxaeHus. Kakoi qokyment HE mommexur
YTBEPKICHHUIO:

BribepuTe oquH OTBET:

a. Ha 3asBIICHUH

b. Ha akTe

C. Ha UHCTPYKLIUU

d. Ha ycTaBe opraHu3aIu

Bomnpoc 55

Tekct Bompoca

Kakue n3 nmepeunciennsix nokymenToB HE ynocToBepstoTCss OTTUCKOM MeYaTH OpraHu3aIlnu:
BribepuTe oguH OTBET:

a. JIOTOBOPHI

b. ciipaBku

C. rapaHTHUITHBIE THCEMa

d. mpukassl
Bompoc 56

Tekct Bompoca
Kakoii pekBU3UT OTpakaeT BHEIIHEE COrJIacOBaHUE TOKYMEHTA!
Bribepute oquH OTBET:

a. BM3a 03HAaKOMJICHUS

b. Bu3a cormacosanus



C. rpud yTBEpIKICHUS
d. rpud cormacoBanus
Bomnpoc 57

TekcT Bompoca

KakoMy peKBHU3HUTY COOTBETCTBYET CIICAYIONIAS XapAKTEPUCTHKA: « ITOT PEKBU3UT BKIHOYACT
HAaUMEHOBaHHWE TOJDKHOCTH, TTOAIUCH, pacn(pOBKY NOANHICH (MHUIAAIG, (PaMIIIHIO) U AATY:

Bribepute oquH OTBET:

a. pe3oIronus

b. Bu3a cornacoBanus

C. OTMETKA O 3aBEPCHUU KOTTHH
d. nonnuce

Bormpoc 58

Tekcr Bompoca

Ha xaxom SK3EMILTAPE ACJIOBOr0O IMMCbMa, MOATOTOBICHHOM JI1 OTIIPaBKU aApecaTry, MPOCTABIAOTCIA
BH3bI:

BribepuTe oguH OTBET:

a. HA MAChMax BHU3bI He 0YOPMIISIOT

b. Ha NOAJIMHHHUKE, OTIIPABIAEMOM aapecaTy, U Ha KOIIUU, HOMCIIIaeMOfI B ZICJI0 OpraHnu3aluu
C. Ha MOJUIMHHUKE, OTIIPABISIEMOM aJIpecary

d. Ha KoM, MOMENIAeMOH B JIEJIO OPraHU3aI[HH

Bompoc 59

Tekct Bompoca

Eciu 10omKHOCTHOE JTUIIO HE COTTIACHO € TEKCTOM JIOKYMEHTA, MMEET JI OHO MPABO OTKA3aThCs OT
0o OpMIICHHS COTTIACOBAHMS:

Bribepure oguH OTBET:

a. I[a, HUMCCT MPaBO, TaK KaK U BHCIIHEC, U BHYTPCHHEC COTJIACOBAHUC O(i)OpMJ'ISIIOTCH TOJIBKO B CJIy4ac
coryiacus ¢ TCKCTOM NOKYMCHTA

b. Jla, umeer mpago, eciu 370 rpud COraacoBaHUsg
C. [a, uMeeT mpaBo, €ClId 3TO BH3a COrTIaCOBAHHUS

d. Her, He MMeeT mpaBo, Tak Kak ¥ BHEIIIHEE, M BHYTPEHHE COTNIACOBAHUE TPEOYIOT 0053aTEIbHOTO
corjacus

Bompoc 60



Tekct Bompoca

Kakomy peKkBU3NTY COOTBETCTBYET CIEAYIOIIAS XapaKTEPUCTUKA: « DTOT PEKBU3UT BKIIIOUAET
3aBEpUTENBHYIO HAMUCH: "BepHO"; MOMMKHOCTH TUIA; TUYHYIO MOANNCE; PAaCIIU(pPOBKY MOAHCH
(nHUIMANBL, paMUIIKIO); JaTy»:

Bribepute oquH OTBET:

a. OTMEeTKa 00 UCTIOJIHEHUU TOKYMEHTa U HAIPABJICHUH €T0 B JIEJI0
b. oTMeTKa 0 3aBepeHUH KOIHH JTOKYMEHTA

C. pe30Jronus

d. moamuck

Bormpoc 61

Tekct Bompoca

YkaxuTe BapuaHT 0QpOpPMIIEHUS OTMETKH 00 ucronauTtene, ycranoBiensbiii [OCT P 6.30-2003:
BribepuTe oquH OTBET:

a.

O.I. [lectpsikoBa

223475

b.

Ilectpsaxoa Onbra ['eHHapeBHA

Ten. 22-34-75

Ucm. ectpsixoBa Onpra ['enHanreBHA
22-34-75

d.

ITectpsixosa O.I'.

22-34-75

Bompoc 62

TexkcT Bompoca

Kakomy (-uM) peKBU3HTY (-aM) COOTBETCTBYET CIICIYIOIIAS XapaKTePUCTHKA: «...COMEPIKUT OUePEITHOM
MOPSIKOBBIA HOMEP U AaTy (IpH HEOOXOAMMOCTH — YaChl U MHHYTHI); POCTABJISIFOT B ITPABOM HIXKHEM
YTy JTUIEBOM CTOPOHBI IIEPBOTO JIUCTA JIOKYMEHTA WK Ha ero 000poTe»:

Bribepure oauH OTBET:

d. OTMETKa O NOCTYMNJICHUH JOKYMECHTAa B OpraHu3aluio



b. upenTHhUKATOP FIMESKTPOHHOMN KOMUH JOKYMEHTA

C. CCBUIKA Ha PETUCTPALIMOHHBIN HOMED U ATy JOKYMEHTa

d. perucTpaMOHHBIN HOMEp U J1aTa JOKYMEHTa

Bompoc 63

Tekct Bompoca

Kakoil peKBU3HUT UCTIONB3YETCS IS yIOCTOBEPEHUS SIEKTPOHHOTO JOKYMEHTA!
Bribepute oquH OTBET:

a. PETUCTPAIMOHHBIA HOMEP JJOKYMEHTA

b. anexTpoHHas unuppoBas MOINKUCH

C. UACHTU(PHUKATOP IITEKTPOHHOHN KOMTUH JOKYMEHTA

d. kox hopMBbI TOKYMEHTa

[IpaxTHueckoe 3ananue 4

1.0nmpasice Ha GOPMYJISIp TIONOXKEHUS O CTPYKTYPHOM HOAPA3AeTIeHNUH, IPOAOJIKUTE BHICKA3bIBAHUS,
3aI10JIHUB TIPOIYCKHU:

[TonoxeHne 0 CTPYKTYPHOM TIO/IPA3ICICHUH:

A) paspabarbiBaet ;

b) noanuceiBaeT ;

B) 1omkHO OBITH COTIIACOBAHO C ;

I') yrBepxkmaeT ;

J1) BBOOMTCS B IeHiCTBHE ;

E) momnexxut nepecMoTpy npu

2. Onpenenute, K KAKOMY OPraHU3aIHOHHOMY JIOKYMEHTY OTHOCSTCS MpeiaraeMbie (pparMeHThI
nokymeHToB. CBOM OTBET 00OCHYMTE.

TEKCT 1:
1 ®upmMeHHOE HAaMMEHOBAaHHE U MECTOHAXOK/AEHHE 00IIecTBa

1.1.IToHBIM (UPMEHHBIM HAUMEHOBAaHHEM 001IecTBa sABIIsIeTCS: OOIIECTBO C OrpaHUICHHOM
otBercTBeHHOCTHIO «HDTA». Cokpamennoe pupmeHHoe HaumeHoBanue odmectsa — OO0 «HITA».

1.2.MecToHaxoxmeHre obrecTBa (TIOYTOBBIN ajpec): MooaexxHbIi poct., 15, r. KpacHospck-
45,630091, Poccuiickas ®@enepanusi.



TEKCT 2:
OO011HE TTOJIOKEHUSA

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

1.2.0cHOBHBIMHU 337]a9aMu CeKpeTaps-pedepeHTa SBIsSeTCs OpraHU3aIllMOHHOE U JIOKYMEHTAIMOHHOE
oOecrieueHne yrpaBlIeHYeCKON JIeITEIbHOCTH.

TEKCT 3:

1.1. DaexTponpoBoKa B y4eOHBIX MOMEIICHUX JT0JDKHA HAXOAUTHCS B UCIIPABHOM COCTOSIHUH.
ConpoTuBiieHHE W30JSLUH IPOBOAOBAOIIKHO IEPHOIANIECKHU 3aMEPSITHCS, IPU HEOOXOJUMOCTHU 10JDKEH
MIPOU3BOAMUTHCA PEMOHT. 1.2. 3amnperaercs NpUMEHSTH JUIs 3alllUThI AJIEKTPOCETEeN BMECTO
ABTOMAaTHYECKHX MPEJOXPAHUTEINCH 1 INIAaBKUX BCTABOK 3aILUTY KYyCTApPHOTO M3TOTOBIICHHUS (WKYUKN).

TEKCT 4:

1.1.MHCTpYKTOp MEPBOI KATETOPUH OTJIENIA KaIPOB, OPraHU3aIMOHHO-MACCOBOM Pa0OTHI M KOHTPOJIS
OTHOCHUTCSI K KATETOPUH CHELUAIUCTOB.

1.2.Ha 10JDKHOCT MHCTPYKTOPA NEPBOil KATETOPUU Ha3HAYACTCS JIUIIO, UMEIOIIEe BBICIIICE
npoeccuoHanbHOE 00pazoBaHue, O3 MpeabsIBIeHIU TPEOOBaHHA K CTaXy paOOTHI.

1.3.Ha3na4yeHune Ha JOJHKHOCTh MHCTPYKTOPA EPBOM KATETOPUU M OCBOOOXKICHUE OT HEe IPOU3BOIUTCS
MTOCTAHOBJIEHHEM (pacTIOpsHKEHNEM) COBETA WIIN TIPABIICHMSL.

TEKCT 5:
1. O01ue 1oJI0XKEHNS

1.1.JIurepatypnas npemus «Pycckas ¢pantacTuka» (1angee o TEKCTy — NPEMHUS) IPUCYKAAETCS
©XKEeTo/IHO 3a Jiydliee paHTacTUIecKoe MPOU3BeIeHIe KPYITHOM (OopMBbI, ONyOIIMKOBaHHOE B TOJTY,
MIPEIIIECTBYIOMIEM MPHUCYKISHUIO TIPEMHUH.

1.2.B kadecTBe JIOMTOTHUTENLHBIX HOMUHAIIMH HAa COUCKAHUE TIPEMHH, HE 00sI3aTEIbHO PUCYKIAEMBIX
€XKEerofHo, MOTYT TaKXe JOOaBIAThCS HOMHUHALMY «3a Jydiiee (paHTacTUUECKOE NPOU3BECHNE CPeIHEH
bopMeI», «3a myuiee GpaHTacTUUECKOE TPOU3BEICHUE MAaJIOH (POPMBD».

1.3.YupenurensMu npeMuu sBIsiOTCS cepBep «Pycckas gaHTacTHKay U MEPCOHATBHO: AJIEKCaHIP
VYawesaoB, mutpuit Baronwn, Brang lypaurkuii, Koactantus ['pumma, Anekcanap CHIopoBHd.

1.4.Ilpemus npucyxaaercs Ha OCHOBaHUM UTOTOB TAHOTO JIBYXTYpPOBOIO TonocoBaHus. [1epBelii Typ
roJ0COBaHUs IIPOBOJUTCS B KOMIIBIOTEPHBIX ceTsAX MIHTepHeT (Ios1ocyloT oceTurenu ceppepa «Pycckas



(daHTacTHKa») U Ha MecTaX (TOJIOCYIOT HOAMUCUNKY DXOKOH(EPEHIIHIA, TOCBSIICHHBIX (DAHTACTHKE).
Bropoii Typ rojgocoBaHus MPOBOANUTCS CPEIH PEAaKTOpOB cepBepa «Pycckas dantactuka» (cMm. 1. 4.2). B
0Cc000 OTOBOPECHHBIX HIDKE CITydasx JIOIMYCKAETCs MPOBEICHUE JOMIOJIHUTEILHOTO Typa rOJIOCOBAHUS
Cpeay yupeauTeNnen MpeMuu.

1.5.TIpeMust MOXKET MIPHUCYKAATHCS OAHOMY U TOMY K€ aBTOpY 3a pa3IHyHbIe IPOU3BEACHUS He Ooree
JIBYX pa3 B K&XJI0H U3 HOMHHALIMM.

1.6.Bpy4eHne npeMuu Ipou3BOIUTCS Ha eXXEeroqHON KOH(pepeHH « HTepIpeccKony.

IIpu oTBeTE HA HAHHBIH BOIPOC, OPOPMHUTE €0 B BHIE TAOIHIIbL:

Tekct u ero Homep HammeHnoBaHue BUIa OpraHN3allMOHHOTO NOKyMeHTa  OOoCHOBaHME
OTHECCHUA TCKCTA K JaHHOMY BHUYy OPraHU3allMOHHOI0 JOKYMCHTA

Teker 1
Teker 2
Teker 3
Teker 4

Tekct 5

. Tecr k pa3geny 2 (3 cem) /
Bomnpoc 1
Kakomy TepMHHY COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA:

3T0 BWI MUCBMEHHOTO JIOKYMEHTA, B KOTOPOM (DMKCHPYIOT pElICHUs aIMUHUCTPATUBHBIX U
OpraHu3allMOHHBIX BOIIPOCOB, a4 TAKXKE BOIIPOCOB YIIPABJICHUS, BSaHMOHeﬁCTBHH, oOecrieyeHns 1
PETYJINPOBaHUs AEATEIBHOCTH OPraHOB BIACTH, YUPEKACHUH, IPEANIPUITHIA, OpraHu3alui, HX
MOAPA3IEICHUN U TOJPKHOCTHBIX JIUILL.

BriOepuTe oOfiMH OTBET:

a. ynpaBlIeHUECKUH JOKYMEHT

b. oburmaneHbI TOKyMEHT

C. CITy>XKEOHBII TOKYMEHT

d. opraHu3annoOHHO-PACTIOPSAUTEIBHBINA TOKYMEHT
Bompoc 2

Kakoe onpejienieHne COOTBETCTBYET CTAHJAPTH3MPOBAHHOMY OIPE/ICIICHHIO OPTaHH3aIMOHHO-
PacTopsAUTEILHOTO TOKYMEHTA!

Bribepute oquH OTBET:



a. JIokyMeHT, oOecrieunBaoImuii (yHKIIMOHUPOBAHUE U B3aUMOCBSI3b YIIPABIIAIONICH M yIIpaBIsieMOi
CHCTEM Ha BCEX yPOBHSIX

b. Bua niMChbMEHHOTO JOKYMEHTA, B KOTOPOM (PMKCHPYIOT PEIICHUE aIMHHUCTPATHBHBIX U
OpraHHU3aIMOHHBIX BOIIPOCOB, a TAKIKE BOIMPOCOB YIIPABICHUS, B3aUMOCHCTBUS, 00CCIICUCHHUSI U
PEeryJIupoBaHUs EATEIFHOCTA OPTaHOB BIACTH, YUPSKACHUM, IPEANPUITUN, OpraHU3aUui, UX
MoIpa3AeNeHIH U JOIDKHOCTHBIX JTUI]

C. JIokyMeHT, CO3JaHHbII IOPUANYECKAM M GU3NIECKIM JUIIOM, O(OPMIICHHBIA U YJOCTOBEPEHHBIN B
YCTaHOBJICHHOM IIOPSIIIKE

d. OdunmansHeIi JOKYMEHT, UCIIOIb3YEMbIH B TEKYIIEH AESATEIbHOCTH OpraHU3aIlii
Bompoc 3

Cpenu TOKaTbHON OPraHU3aI[MOHHO-PACTIOPSAUTEILHON TOKYMEHTAIIUN BBICIIUM IOPUTUICCKUM
cTaTycoM o0JiaiaeT:

Bribepute onuH OTBET:
a. pacropsIuTeNbHast JOKYMEHTAIUS
b. uHbopManMOHHO-CIIpaBOYHAS TOKYMEHTALHS

C. BCe TPyl OPraHU3AIMOHHO-PACTIOPSINTENFHON IOKYMEHTAIMK 00JIa1al0T OAMHAKOBO BHICOKHM
IOPUIHYECKUM CTaTyCOM

d. opraHu3anMoOHHas TOKYMEHTAIHs

Bomnpoc 4

B xakoM psigy Bce epedrcaeHHbIE BUABI JOKYMEHTOB OTHOCSITCSL K OPraHU3allMOHHO-TIPABOBBIM:
BribepuTe oguH OTBET:

a. yupeauTenbHbId JOroBOp; yKa3 Ilpesunenta PO; nHCTpyKLMS MO 1€I0NTPOU3BOJICTBY

b. ycras, mratHoe pacrucaHue, OTUET

C. MpaBUJIa BHYTPEHHETO TPY/I0BOTO PACIIOPSAIKA, TOHKHOCTHOW PErfIaMeHT, aIMUHUCTPATHBHBIH
periamMeHT

d. monokeHue 0 CTPYKTYpHOM MOAPA3IeIICHNH, JOJDKHOCTHAS MHCTPYKIINS, aHAIUTHYECKas CIIpaBKa
Bompoc 5

Tekct Bompoca

K opranmzammonno-npasoBbiM fokymentam HE OTHOCSATCA:

Bribepure oguH OTBET:

a. MHCTPYKLUHU

b. ycraBmr

C. IpaBUIIa

d. akThI



Bompoc 6

Tekct Bompoca

Kaxoit mpmsnak HE XAPAKTEPEH s oprann3aniioHHO-TIPaBOBBIX TOKYMEHTOB:
Bribepute oquH OTBET:

a. TIOANHUCHIBAIOTCS, TO3TOMY UMEIOT PEKBU3UT «IIOJIUCH

b. sBsIIOTCSI GECCPOYHBIME U ICWCTBYIOT JI0 UX OTMEHBI HJIM 3aMEHbI HOBBIMHU
C. YTBEPKAAIOTCS, IOSTOMY UMEIOT PEKBU3UT «TPU(Q YTBEPKISCHUS

d. SIBJSIFOTCS] TUPEKTUBHBIMH, TOATOMY UMEIOT PEKBH3UT «OTMETKA O KOHTPOJIEY
Bonpoc 7

Tekct Bompoca

K yupenurensusiM nokymentam HEJIb3S otHecTH:
Bribepute ouH OTBET:

a. yCcTaB opraHu3anuu

b. yupeauTenbHbIi 1OTOBOD

C. TTOJIOKEHUE 00 OpraHu3aIiu

d. mosioXKeHne 0 CTPYKTYPHOM MOJIpa3ie/ieHUN
Bompoc 8
Tekcr Bompoca

Kakoti (-ue) moxyMeHT (-bI) SBISET(-F0T)CS yUPETUTENBHBIM (-1) ISl aKITHOHEPHBIX OOIIECTB B
COOTBETCTBHH C aKTyaJbHBIM 3aKOHOIATEIILCTBOM:

BribepuTe oguH OTBET:

a. ycraB

b. yctaB u yupeauTenbHbIi 10rOBOP

C. yUpEIOUTENbHBIN 10TOBOP

d. monoxxenue 06 aKIIMOHEPHOM OOIIIECTBE

Bompoc 9

Tekct Bompoca
Kakue ctpykrypst HE MOT'YT JJEMCTBOBATD Ha 0CHOBE HONOKEHHiL:
Bribepute oquH OTBET:

a. OI0/KETHBIE HEKOMMEPUECKHE OpTaHU3aIiN

b. KOMMCPUCCKUC OpraHu3anunu



C. (hmiHalbl, IPEICTABUTENBCTBA, OTJACTICHNS KOMMEPYECKUX OpraHu3aIii
d. cTpyKTypHBIE TO/Ipa3eICHUS] HEKOMMEPUYECKUX U KOMMEPYECKMX OpTraHU3alHii
Bompoc 10

TekcT Bompoca

Kakotii Bug ycraa HE CYILIECTBVET:

Bribepure oauH OTBET:

a. YCTaB HHAMBUIYAJIBHOTO IIPEANPUHUMATENS

b. ycraB 00I11eCTBEHHOM OpraHU3auK

C. ycTaB roCyJJapCTBEHHOM WJIM MYHUIIUTIAJIbHON OpraHu3aliu

d. ycraB KOMMEpYECKO OpraHu3anum
Bomnpoc 11

Tekct Bompoca

Kakoii pekBu3uT oTiin4aet opopMIICHHE YCTaBa OT APYTHX BUIOB OPraHU3aIMOHHO-TIPABOBBIX
JIOKyMEHTOB:

Bribepute oiMH OTBET:

a. HaM4re rpuda yTBep KICHUS

b. Hanuune noxnucei

C. HAIMYKE OTMETKHU O €r0 PETUCTPALIUH
d. HanM4Me BU3 O3HAKOMIICHUS
Bomnpoc 12

Tekcr Bompoca

VY kakoro BUIa OpFaHI/ISaHHOHHO-HpaBOBOﬁ JOKYMCHTaIINN Tpe6OBaHI/I$I K TEKCTY YCTaHOBJICHEI B
3aKOHOAAaTCIIbHOM TTOPAJAKE:

Bribepure oMH OTBET:

a. JOJDKHOCTHAsI MHCTPYKLUSA

b. MHCTpYKIMS HOPMAaTHBHO-METOANYECKOTO XapaKTepa
C. ycTaB

d. mrrarHOE pacmrcaHue
Bompoc 13

Tekct Bompoca

Kaxoii opranu3aiiioHHbBIN TOKyMEHT UMeeT YHH(DUIIMPOBAHHYIO GopMmy:



Bribepute oquH OTBET:

a. ycraB

b. HHCTPYKIHUS 1O AETOMPOU3BOACTBY
C. MITaTHOE paclrCaHue

d. TODKHOCTHOM perjiaMeHT
Bompoc 14

Tekct Bompoca

Omnpeaenure, K KAKOMY OPraHU3alMOHHOMY JOKYMEHTY OTHOCHUTCS MpeiaraeMblii )parMeHT TeKCTa
JOKyMEHTa:

1. ®upMeHHOEC HAUMEHOBAaHUE  MECTOHAX0XKIEHUE O0IIeCcTBa

1.1.1TomHBIM pUpPMEHHBIM HANMEHOBaHKEM obmIecTBa sBisieTcs: OOIIeCTBO C OrpaHUIEHHON
otrBeTcTBeHHOCTHI0O « MUP». Cokpamennoe pupmernHoe HanMeHoBarue odmectsa — OO0 «MHUP».

1.2.¥Opunuueckwnii aapec obmecTsa: yin. CpeanzeMHOMOpCKas, 1.1, T. Marautoropcek, YensOnHckas
00:1., Poccust, 455012.

BribepuTe oguH OTBET:

a. TIOJIO’)KeHHE 00 OpraHu3aIiH

b. mpaBuiia BHEIIHEH MEPENUCKH OpraHU3aIn
C. ycTaB

d. HHCTPYKIIHS 10 ACIONPOU3BOICTBY

Bompoc 15

Tekcr Bompoca

Onpenenure, K KAKOMY OPTaHU3allMOHHOMY JOKYMEHTY OTHOCHUTCS TpeJiaraeMblii (hparMeHT TeKcTa
JIOKYMEHTA!

OO0111HE TTOJIOKEHNS

1.1 .CereTapL-pe(bepeHT OTHOCHUTCS K KaTCropuu Cri€iuajInuCTOB IMIPCAINIPUATHUS, IPUHUMACTCI U
YBOJIBHACTCA JUPCKTOPOM.

1.2.0cHOBHBIMHU 337]a49aMu ceKpeTaps-pedepeHTa SBIsSeTCs OpraHU3aIlIOHHOE U JIOKYMEHTAIMOHHOE
o0ecreveHne yrpaBleHIeCKO! TeATeTbHOCTH.

Bribepute oquH OTBET:
a. IpaBMJIa BHYTPEHHETO TPYJOBOTO PacIopsiiKa
b. momKkHOCTHAS HHCTPYKITUS

C. UHCTPYKLUS IO IEPCOHATTY



d. monokeHue 00 OTeNe ISIOMPOU3BOICTBA
Bormpoc 16
TekcT Bompoca

Omnpenennre, K KAKOMY OPTaHU3aIIMOHHOMY JOKYMEHTY OTHOCHUTCS TpeiaraeMblii (hparMeHT TeKcTa
JIOKYMEHTA!

1.1. DmexTpornpoBoiKa B yI€OHBIX TOMENIEHUIX JODKHA HAXOIUTHCS B HCIIPABHOM COCTOSIHHU.
ConpoTHBIICHUE H3OJISIIH TPOBOJIOB JOJDKHO MEPHOIUYCCKU 3aMEPATHCS, P HEOOXOTUMOCTH JIOJIKCH
MIPOU3BOAUTHCS PEMOHT.

1.2. 3anpemiaercs NpUMEHATH IS 3aIUTHI JJIEKTPOCETEN BMECTO aBTOMaTHYECKUX MTPEIOXPAaHUTENEH 1
IUTaBKUX BCTaBOK 3aIUTY KyCTAPHOTO U3TOTOBIECHUS (<OKYUKID»).

Bribepute ouH OTBET:

a. TOJKHOCTHASI MHCTPYKITUS 3aMECTHTEIS TUPEKTOPA 110 BOIPOCAM TEXHUKH 0€30MMaCHOCTH Y4eOHOTO
3aBEICHUS

b. TUOBOE MOJIOKEHNE O TEXHUKE OE30MAaCHOCTH B YUeOHBIX 3aBEICHUIX
C. MHCTPYKIMS IO TEXHUKE OE30IIaCHOCTH B Y4€OHOM 3aBECHUH

d. mpuka3 ynpasieHus: 00pa30BaHUsI MYHHITUIIATLHOTO 00Pa30BaHUsI O COOJFOICHUH MPABHI TEXHUKH
0e30macHOCTH B YI€OHBIX 3aBEJICHUSIX

Bomnpoc 17
Tekcr Bompoca

Onpenennre, K KAKOMY OPraHU3alMOHHOMY JOKYMEHTY OTHOCHTCS TIpe/jiaracMblii ()parMeHT TEeKCTa
JOKyMEHTa:

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

1.2.Ha omkHOCTh HHCTPYKTOpA IEPBOI KaTEropuu Ha3HAYaeTCs JIHI0, UMEIOIIEe BBICIIEe
npodeccuoHansHOE 00pa3zoBaHue, 0e3 MpeabaBIeHUs TPEOOBaHUH K CTaXKy paOOTHI.

1.3.Ha3nauenue Ha AOJDKHOCTB UHCTPYKTOpaA nepBoﬁ KaTCeropum u 0CB060)K,Z[€HI/IC OT HCC NPOU3BOAUTCA
IIOCTAaHOBJICHHUEM (paCHOpiDKCHI/ICM) COBCTA HUJIU IIPABJICHHA.

Bribepure oguH OTBET:
a. TIoJIOXKeHHe 00 OT/Aese KapoB

b. kBanupukannoHHbIe TPEOOBAHMS K MHCTPYKTOPY TIEPBOI KATErOPUH OT/IENa KaIpOB,0praHU3aI[MOHHO-
MaccoBOU pabOTBl U KOHTPOJIS

C. MpaBWJIa BHYTPEHHETO TPYAOBOTO PAcOpsiKa B OT/IENE KaIpOB,0praHN3alIIOHHO-MaCCOBOW PaOOTHI U
KOHTPOJIA

d. TOIDKHOCTHASI HHCTPYKIUSI HHCTPYKTOPA MEPBOi KaTErOPUH OT/esa KaJpoB,0praHU3aIl[HOHHO-
MacCOBOH paOOThI U KOHTPOJIS

Bompoc 18



Tekct Bompoca

Onpenenure, K KAKOMY OPTaHU3alIMOHHOMY JOKYMEHTY OTHOCHUTCS MpeJiaraeMblii (hparMeHT TeKCTa
JIOKyMEHTa!

1. O6uMe 1oI0KEHNS

1.1.JIurepatypnas npemus «Pycckas ¢pantactuka» (1anaee mo TeKCTy — NPEMHUS) IPUCYKAAETCS
©XKerofHO 3a Jiydiiee paHTacTUYecKoe MPOou3BeIeHIE KPYIHOH (opMBbI, OyOIMKOBaHHOE B TOLY,
HPEILECTBYIOMIEM IIPUCYKACHHUIO IPEMUH.

1.2.B kauecTBe MOMONHUTENEHBIX HOMUHAIMN Ha COUCKAHHUE TIPEMUH, HE 00SI3aTEINBHO MPUCYKTACMBIX
€XKEeroIHO, MOTYT TaKXe JJOOABIATHCS HOMUHAIIUH «3a nydiiee (HaHTACTHUECKOE MPOU3BEICHUE CPETHEH
(hopMbI», «3a ydiee paHTaCTHIESCKOE MPOU3BEACHUE MAJIOH (DOPMBIY.

1.3.YupenutensimMu npeMuH sBISIOTCS cepBep «Pycckas gpaHTacTukay U MepCcOHaNbHO: AJEKCaHIp
VabsHoB, [Mutpuii Batonun, Bnag Jdypaunkuii, Koncrantun I'pumun, Anexcanap CuiopoBud.

1.4.Ilpemus npucykaaercs Ha OCHOBaHWU UTOTOB TAHOTO JIBYXTYpPOBOIo TonocoBanus. [lepBeiii Typ
roJ0COBaHUs IPOBOJUTCS B KOMIIBIOTEPHBIX ceTsAX VIHTEepHET (IoyIoCcyIoT moceTuTenu ceprepa «Pycckas
(aHTacTHKa») U Ha MecTaX (TOJIOCYIOT OJIMUCUYNKH SXOKOH(EPEHIHIA, TTOCBSIIEHHBIX (DaHTACTHKE).
Bropoii Typ ronocoBaHus MPOBOIUTCS CPEAM PEIAKTOPOB cepBepa «Pycckas pantactuka» (cm. . 4.2). B
0c000 OrOBOPEHHBIX HIDKE CIy4asiX JOIMYCKAeTCs MPOBENCHHUE AOMOJIHUTEIBHOTO Typa FOJIOCOBAHUS
Cpeay yupeauTeNen IpeMuUn.

1.5.1IpeMust MOXKET IPUCY>KAATHCS OAHOMY U TOMY K€ aBTOPY 32 paszIMyHble IPOU3BEACHUS He Ooee
JIBYX pa3 B KaXJI0H U3 HOMUHALMM.

1.6.Bpy4eHne npeMuu pou3BOIUTCS Ha €XKEeroJHON KOH(pepeHuHn « HTepIpeccKony.

Bribepute oiMH OTBET:

a. yUpeJUTeNbHBIN T0roBop ocepaepe «Pycckas aHTacTHKa» MeXIy AJIeKCaHIPOM YIIbSHOBBIM,
Jmutpuem Batonunsv, Bnagom ypuunknMm, Koncrantuaom I'pumnasiv, AnexcanapoM CraopoBHueM

b. npaBuia nmpoBeeHNs] BCEPOCCHICKOTO KOHKYpCa Ha JIydllee JINTEpaTypHOE IPOU3BEICHHUE B KaHPE
(banTacTUKH

C. TIOJIOXKEHNE O TIPUCYKICHHUH JIUTEepaTypHoil mpemun «Pycckas antacTuxa»
d. MHCTPYKIIHS O BPYYEHHH JINTEPATYpHOU npemun «Pycckas danTacTika
Bompoc 19

Tekct Bompoca

Omnpenennre, K KAKOMY OPTaHHU3AIMOHHOMY JOKYMEHTY OTHOCHTCS TpesiaraeMelii (hparMeHT TeKcTa
JIOKyMEHTA!

1. O01He OI0KEHUS

1.1.PykoBoauTrens cyx061 JIOY OTHOCHTCS K KaTerOpruH PyKOBO IUTENICH, HA3HAYACTCS HA JOHKHOCTh
M 0CBOOOXKIaeTCsl OT HEE PUKA"30M PYKOBOJMTEISI OpPTaHH3AIHH.



1.2.Ha gomxHOCTh pyKoBOaUTENS cIIy>kK0bI JIOY Ha3zHauaeTCs JIMII0, MMEIOITEE BRICIIICE
npodeccuoHaTbLHOE 00pa30BaHKE H CTAX PaOOTHI IO MPOQHITIO HE MEHEE TPEX JIET.

1.3.PykoBoauTens cayx061 JJOY moguanHsAeTCs] PyKOBOAUTEIO OpPTraHU3aIlHH.

1.4.Bo Bpems OTCYTCTBUS pyKoBOaUTENs CITyk0b1 JIOY (KOMaHIu "pOBKa, OTITYCK, OOJIE3HB U IIp.) €T0
0053aHHOCTH HUCTIONHSET 3aMECTH ~Telb (FUTH JINI0, HA3HAYEHHOE B yCTAHOBIEHHOM TIOPSIAKE), KOTOPBIH
nproOpeTaeT COOTBETCTBYIOIIME MTPaBa M HECET OTBETCTBEHHOCTD 32 HaJ-JeKalllee UCIIOTHEHUE
BO3JIOKEHHBIX Ha HETO 0OS3aHHOCTEMH.

Bribepute oauH OTBET:

a. monoxkeHue o ciryxoe JJOY

b. mpaBuiia BHYTpEHHETO TPYJAOBOTO pacropsiaka B ciyxoe JJ0Y
C. TOJIOKEHUE O pPyKoBoauTele Ciryxonl JIOY

d. monokeHune 00 opraHu3aIu
Bomnpoc 20

Tekcr Bompoca

,Z[OH)KHOCTHLIC PEriIaMCHTBI BBOAATCA:

BribepuTe oiMH OTBET:

a. U1 BOGHHOOOS3aHHbIX

b. st pykoBoamTeNneit opranu3ariuii

C. JUIsl JTIOOBIX JOJDKHOCTEH JIIOOBIX OpraHu3alnii Kak albTepHATHBA JOJKHOCTHOW HHCTPYKIH
d. st rpaXkJaHCKUX CITY’KaIuX

Bomnpoc 21

TekcT Bompoca

Kaxoif 1okyMeHT ycTaHaBIMBAET 00IIMe MpaBIIa B3aUMOICHCTBUSI MHHUCTEPCTB, CITyK0 M areHTCTB IpHU
BBITIOJTHEHUW UMHU CBOUX (DYHKIIHIA, a TaKKe OOIIne MpaBuiia OpraHU3aluy JIEATENLHOCTH (elepatbHbIX
OpraHOB UCTIOIHHUTEIBHOMN BIACTH 110 PEATU3ALUN UMH ITOJTHOMOYMMH:

Bribepure oguH OTBET:

a. O0mIee moJI0KeHNE 0 MUHUCTEPCTBAX

b. TumoBoii periaaMeHT B3anMOAEHCTBUS (heiepalibHBIX OPIraHOB UCIIOJHUTEIBHON BIACTH

C. TumoBoe nonoxeHne 0 TOCyAapCTBEHHOH cIIyk0e

d. TunoBast MHCTPYKLUS 110 JICTONPOU3BOCTBY B (peepalIbHBIX OpraHax UCIIOIHUTEIBHOMN BIaCTH
Bompoc 22

Tekct Bompoca

Kaxum OpraHu3allMOHHBIM JOKYMCHTAM COOTBCTCTBYCT CIICAYIOMIIAA XapaKTCPHUCTUKA:



DTO OpraHu3aIMOHHO-TIPABOBbIE aKTHI, OIPEIEIISIONINe TOPAI0K 00pa3oBaHMsl, IIpaBa U 00SI3aHHOCTH,
OpraHm3anuio paboThl Kak B OPTaHU3AINH B IIEJIOM, TaK M B €€ CTPYKTYPHBIX Mo/pa3fefieHusX. B atux
JIOKYMEHTaX TaKe MOTYT OBITh OTPa)KEHBI MTPaBa U 0053aHHOCTH OTACIBHBIX TOJKHOCTHBIX JIHII,
OTIpEIETSATHCS] OCHOBHBIE OpTaHU3aIlIOHHBIE BOTIPOCHI TPOBEEHISI PA3IMIHBIX MEPOIIPHUSITHI B
opranm3anuu (KOHKYpPCOB, CCMHHAPOB, (heCTHBaJICH, BEICTABOK).

Bribepute oquH OTBET:

a. mpaBuIIa

b. monoxenus

C. MHCTPYKIIUHU

d. ycraBbl

Bompoc 23

Tekct Bompoca

Kakomy opraHu3aiiioOHHOMY JOKYMEHTY COOTBETCTBYET CIIEAYIOIIAs XapaKTePUCTHKA!

OTO JOKAJIbHBII HOPMATUBHBIN aKT OpraHU "3alllH, PErIaMEHTUPYIOIIUN B COOTBETCTBUHU ¢ TpydOBBIM
Konex—com u nHbIMHU (eepaibHBIMU 3aKOHAMH HOPSIOK IIpUeMa U YBOJIb HEHUS! paOOTHHKOB,
OCHOBHBIC TIPaBa, 003aHHOCTH U OTBETCTBEHHOCTh CTOPOH TPYJOBOTO JJOTOBOPA, PEXKHUM PaOOTHI, BpeMsI
OTIbIXa, IPUMEHSEMbIE K PA0OTHHKAM MEPhI MOOLIPEHHSI U B3bICKAHUS, @ TAKXKE HHBIC BOIPOCHI
PETyJINPOBaHUS TPYIOBBIX OTHOLIEHUN y JAHHOTO paboTOoAaTeNs.

BribepuTe oguH OTBET:

a. MHCTPYKLHUA UHCIIEKTOpA MO TPYLY

b. mpaBuiia BHYTpEHHETO TPYAOBOIO paciopsiaKa

C. IIOJIO’KEHHE O TPYIOBBIX OTHOLIEHUSAX B OPraHU3aLUU

d. TpymoBOii T0TOBOP
Bormpoc 24

TekcT Bompoca
Kakxomy oprannzalilnOHHOMY TOKYyMEHTY COOTBETCTBYET CIIEIYIONIAs XapaKTEepUCTHKA!

OTO JOKANBHBINA OPraHU3alMOHHO-TIPABOBOM aKT, ONPENeNIOIINNA TOPSI0K GOpPMUPOBaHUSL, 3a1auH,
CTPYKTYpY, O0SI3aHHOCTH, (PYHKIIMH, TIPaBa, OTBETCTBEHHOCTh U OPTaHU3aIMI0 PA0OTHI CTPYKTYPHOTO
TOJIpa3/eNIeHHs] 1 MHOTO OpraHa (CoBeTa, KOMUCCHU H T.I1.) IPEANPUSTHS, GUPMBL, YIPEKICHHS.

Bribepure oMH OTBET:

a. ycraB

b. yupenuTenbHbIi 1OTOBOP

C. TIOJIO’)KEHHUE 00 OpraHNu3aIiH

d. mosioKeH#e 0 CTPYKTYPHOM MOJIpa3ieiCHIN



Bompoc 25
Tekct Bompoca
KakoMmy ynpaBneHueCKOMY JOKYMEHTY COOTBETCTBYET CIAEAYIOIIAs XapaKTEPUCTHKA:

OTO0 B MUCHMEHHOTO IOKYMEHTa, B KOTOPOM (DUKCHPYIOT PEIISHHS aIMIHICTPATUBHBIX U
OpraHHU3aIMOHHBIX BOIPOCOB, a TAKIKE BOIMPOCOB YIIPABICHUS, B3aUMOCHCTBHS, 00CCIICUCHHUSI U
PEeryJIupOBaHUs IEATEILHOCTA OPTaHOB BIACTH, YUPCKACHUM, IPEANPUITUN, OpraHU3alui, NX
oApa3AeICHUHN M TOJDKHOCTHBIX JIHII.

Bribepute oquH OTBET:

a. (huHAHCOBO-OyXTanTepcKuit

b. kagpoBsIit

C. OpPraHM3allMOHHO-PACTIOPSIUTEILHBIH

d. IaHOBO-OTYETHERI

Bomnpoc 26

Tekcr Bompoca

KakoMy TOKYMEHTY COOTBETCTBYET CIIEAYIONIast XapaKTePHCTHKA:

DTO CBOJ MPaBUJI, PETYIUPYIONIUX OPTAHU3AIUIO U TIOPSIOK JCSITEIILHOCTH B KAKOU-IMOO0 OpeaenéHHOM
chepe OTHOIICHUH MM KaKOTO-THO0 TOCYAapCTBEHHOTO OPTaHa, MPEANPHUITHS, YIPESKACHU. ITOT
JIOKYMEHT OIPEJIeNISIeT IPABOBOM CTATYC OPTraHn3allii, HEOOXOUMBIH JIJISl €€ TOCYIapCTBEHHOM
PETHUCTpAllNK; OTPAXKAET MpaBa, GYHKIIUH, CTPYKTYPY U MITATHYIO YUCIEHHOCTBIOCYJapCTBEHHOM,
KOMMEPUYECKOU MITH OOIIECTBEHHOW OpTaHHU3aIlHH.

BeiOepuTe OIMH OTBET:

a. aIMUHUCTPATUBHBIN PETTIAMEHT

b. yupemuTensHbIi 7OroBOp

C. CBUJICTENILCTBO O PETUCTPAIMHU FOPUINYESCKOTO JIHIA

d. ycraB

Bormpoc 27

Tekct Bompoca

Kakomy TOKYMEHTY COOTBETCTBYET CIICAYOLIAsk XapaKTePUCTHKA:

B sTtom nokymenTe yapenntenn 00A3yI0TCS CO3/1aTh IOPUINIECKOE JTUII0, OMPENENIIOT MOPSIOK
COBMECTHOM JIEATENBHOCTH 10 €70 CO3JaHHIO, YCIOBHS NEpeadl EMy CBOETO UMYIIECTBA U Y4acTHUs B
€ro JIeATeIbHOCTH. B HEM onpenensroTcs yCIoBHs U OPSAOK paclpeneleHus MeX Ty Y9aCTHUKaMHU
MPHUOBLTU ¥ YOBITKOB, YIIPABJICHUS ACITCIHBHOCTHIO FOPUIUISCKOTO JIUIA, BEIXO/IA yUpeauTeei
(Y4acTHHMKOB) U3 €T0 COCTaBa.

Bribepure oauH OTBET:

a. ycTaB



b. cBUIETENBCTBO O pErHCTPAIUU FOPHIMYECKOTO JIUIIA

C. yUpEaUTENbHBINA JOTOBOD

d. aIMUHUCTPATUBHBINA PErITaAMEHT
Bompoc 28

Tekct Bompoca

Kakxomy nmoxyMeHTY COOTBETCTBYET CIICYIOIIas XapaKTepUCTHKA:

910 HpaBOBOﬁ aKT, YCTaHaBJ'II/IBaIOI]_IPIﬁ TEXHOJIOTUIO CO3AaHUs WM ITOJYYCHHA TOKYMEHTOB, UX
O6pa6OTKI/I, XpaHCHHA U UCTIOJIB30BAHUA B ACATCIIBHOCTH OpraHru3alnu.

BribepuTe oquH OTBET:

a. JTOJDKHOCTHASI HHCTPYKIIUS

b. momKkHOCTHO# periaaMeHT

C. moJyioxkeHue o ciryxoe JJOY

d. HHCTPYKIHS 1O ICIONPOU3BOICTBY
Bomnpoc 29

Tekct Bompoca

Kakomy TOKYMEHTY COOTBETCTBYET CIEIYIONIAs XapaKTEPUCTHKA:

OTOT IOKYMEHT yCTaHaBIMBAET JUIsl pAOOTHHKA KOHKPETHBIE TPYIOBBIE (JOJKHOCTHBIE,
(byHKIMOHAIBHBIE) 0053aHHOCTH U MIPaBa B COOTBETCTBUU C 3aHUMAEMOM JIOJKHOCTBIO, 3aKPEILISET ero
OpraHU3allMOHHO-TIPABOBOE MOJIOKEHUE B CTPYKTYpE YUPEKACHNUS, SIBISIETCS IPaBOBOH OCHOBOM IS
NPOBEEHHS aTTeCTalUU paOOTHUKA, ONPENIEIICHHUS €0 OTBETCTBEHHOCTH M B3aUMOOTHOILIECHHUS C
JIpYrUMH paOOTHHKAMH U TOAPA3/IEIEHUSIMU, [T03BOJIIET 0OBEKTHBHO OLIEHUBATh pabOTy COTPYAHHUKA
OpraHH3alHH.

Bribepute oiMH OTBET:

a. MHCTPYKIIHUSI [0 JICJIONTPOU3BOJICTBY

b. monoxenwue o cnyxode JJOY

C. TOJDKHOCTHOM periiaMeHT

d. TOIDKHOCTHASE MHCTPYKITHSI

Bompoc 30

Tekcr Bompoca
KakoMy mOKyMEHTY COOTBETCTBYET CIEIYIOIIAs XapaKTePUCTHKA:

OTOT JOKYMEHT YCTaHaBIUBAET KBATH()UKAIIMOHHBIE TPEOOBAHMS K TOCYAAPCTBEHHOMY TPaXIaHCKOMY

CITyKallleM; €T0 JOJDKHOCTHBIC 00s13aHHOCTH; IePEUEHb BOIIPOCOB, IO KOTOPHIM I'PaXTaHCKUN CITYKaIllHii
BIIPaBE WU 005I3aH CAMOCTOSITEIILHO MPUHUMATh PEIICHUE U YYaCTBOBATh MPH IMOATOTOBKE HOPMATHUBHO-
MIPABOBBIX aKTOB; CPOKH M MPOIEAYPhI MOATOTOBKH, PACCMOTPEHHS MTPOEKTOB YIIPABIECHIECKUX PEIICHUH,



MOPSAZOK MPUHSITHS PEIISHIST; TOPAIOK B3AaUMOJIEHCTBHSI TPAXKTAHCKOTO CITY>KaIllero; epeueHb
TOCY/IapCTBEHHBIX yCIYT; TTOKa3aTenn 3((HEKTUBHOCTH U PE3yIbTaTUBHOCTH MPOQeCCHOHATEHOM
CITy’KeOHOM JCSITETLHOCTH IPAXKIAAHCKOTO CITYKaIIIETO.

Bribepute oauH OTBET:

a. aAMUHUCTPATUBHBII PETJIAMEHT

b. mpaBuiia BHYTpEHHETO TPYAOBOTO pactopsiKa
C. TOJKHOCTHASI UHCTPYKIUS

d. TOIDKHOCTHOM periaaMeHT

IIpakTnyeckoe 3aganue S

1. CocraBbTe U 0OpMHUTE MPHUKA3 O MOATOTOBKE K ©KETOJHOMY CEMHHAPY (AUPEKTOP N0 MAPKETHHTY
JTOJIKCH MPEJICTABUTh TE3UCHI JJOKIIA0B CIECIIMATUCTOB-MApKETOJIOTOB 110 3apY0C)KHOMY PHIHKY;
CeKpeTaph reHepallbHOTO TUPEKTOPA JODKEH MOATOTOBUTD TIAaH OPraHU3aI[HOHHBIX MEPOIIPHUSATHIA MO
MPOBEICHUIO CEMHUHAPA; TIIABHBIA OyXTranTep JODKEH COCTABUTh CMETY PACXOOB MO OpraHU3aI[uH
pabOThI CEKIUI U IPOBEACHUIO 3aKJIFOUUTEIILHOTO OaHKeTa).

2. CocraBbTe 1 0OPMHUTE IIPHUKA3 110 IMYHOMY COCTaBY O MPHUHATHH Ha paboty VBanosa JIbBa
OrneroBnua HaualbHUKOM IOPUINYECKOTO OT/ENA M0 TPYIOBOMY JI0TOBODY.

Tect Kk pa3zaey 2
Bompoc 1
KaxoMy MOHSTHIO COOTBETCTBYET CIIEAYIONIAs XapaKTePUCTHKA:

9T10 JAOKYMCHT, coaepmamnﬁ IIOJ3aKOHHOC O(I)I/IL[I/IaJ'IBHOC peuICHUEC, NpUHATOC OPraHOM
HUCITOJTHUTEIILHOM BIIACTH WIIH OOJDKHOCTHBIM JIMIIOM B OTHOCTOPOHHE-BJIACTHOM ITOPSAJAKE U C
CO6J'IIO,Z[€HI/I€M YCTaHOBHCHHOﬁ nmpoucaypsl o TOMy Wi UHOMY BOIIPOCY, OTHECCEHHOMY K €TI0
KOMIICTCHIIMH, 00JIeUeHHOE B npeaAyCMOTPCHHYIO 3aKOHOM (I)OpMy U MOPOXKAAOMICC OPUINICCKUC
IIOCJICACTBHA.

Bribepure o1H OTBET:

a. HOPMBI IIpaBa

b. npaBoBoii akT

C. HEHOPMATHBHBIN MPaBOBOU aKT
d. HOpMaTHBHBIN PABOBOH aKT
Bompoc 2

Kakxomy mOHSTHIO COOTBETCTBYET CIIEAYIONIAs XapaKTePUCTHKA!



OTO TOKYMEHT, COAEP KAIIHI MpaBHiia TIOBEASHHS, PACIIPOCTPAHAIONINECS HAa HEOPEIEIICHHBIH KPYyT
JIUII, U3JaHHBIE HA OCHOBAHUH U BO HCIIONIHEHUE (pe/iepaIbHOro 3aKOHOaTeNIECTBA, 00I3aTeTbHbIE IS
HCIIOJIHEHUSI OpTaHaMU FOCY/IapCTBEHHOM BIACTH, MECTHOTO CaMOYIIPaBJICHHUS, UX JOKHOCTHBIMU
JTUIAMH, IOPUIAIECKIMI JIUIIaMU U TPKIaHAMU.

BribepuTe oauH OTBET:

d. HOpMaTUBHBIA PaBOBOM aKT

b. HeHOpMATHBHEII IIPaBOBOI aKT

C. IpaBOBOM aKkT

d. HopMBI TipaBa

Bompoc 3

Kakxomy MOHATHIO COOTBETCTBYET CIEAYIOLIAs XapAKTEPUCTUKA:

OTO pelIeHus Mo KOHKPETHBIM BOIPOcaM, 0OpaleHns: K KOHKPeTHBIM JuliaM. OHU He coJiepyKaT KaKhX-
1100 00ImKX MPaBUII MOBEICHUS U PACCUUTAHbI HA OAHOKpATHOE NpuMeHeHne. OHU CBS3aHHbIC C
peanuzanyei IpaBoBBIX HOPM, UX IPUMEHEHHEM, UCTIOTHEHNEM, HCIIOIb30BaHUEM.

BribepuTe oguH OTBET:

a. HOpPMaTUBHBII PaBOBOM aKT

b. HopmBI nipaBa

C. IpaBOBOM aKT

d. HeHOpMaTHBHBII IPABOBOM aKT

Bomnpoc 4

Ha kakwue rpynmsl mojpasaenstorces: opMbl MPABOBBIX aKTOB B 3aBUCUMOCTH OT IOPUIMYECKIX CBOMCTB:
Bribepute oiMH OTBET:

a. OTKPBITHIE/CEKPETHBIE

b. mepBuuHBIE/ BTOpUYHBIE

C. opuimanbHbie/ HeoQUIIHATbHbIC

d. HopmMaTHBHbIE/ HECHOPMATUBHEIC

Bompoc 5

B kakoMm psijty nepedrcieHsl TOJIbKO IEpPBUYHBIC TIPABOBBIC aKThI:
Bribepure oMH OTBET:

a. 3aKOH, yKa3, pacropsbKeHHe

b. mpukas, cranmaprt, npeiickypant

C. periIaMeHT, yKa3aHue, pyKOBOJCTBO



d. peKOMeHIaINH, IPOTrpaMMa, PeieHHe

Bompoc 6

B xakom psiy mepeqncieHsl TONbKO BTOPUYHEIE PABOBHIE aKTHI:
Bribepute oquH OTBET:

a. TOJIOKCHUS, TIPaBUJIa, UHCTPYKIIHH

b. pasbsicHenwus, perieHue, MpUKa3

C. pacopsDKeHue, yKazaHue, CTaHAapT

d. mopsioK, KiaccupuKaTop, MOCTAaHOBICHUE

Bonpoc 7

Kakne HopMaTHBHBIEC TIPABOBBIC AKTHI MOTYT IIPUMEHSTHCS 0€3 0(hUIIaTbHOTO OMYyOIHMKOBAHUS IS
BCEOOIIEr0 CBENEHUS

Bribepute oiuH OTBET:

a. 3aTparuBaroLINe 00s3aHHOCTH IPaXKIaH

b. 3aTparuBaroriue cBOOOABI TpaKAaH

C. aKThI MEKBEJIOMCTBEHHOT'O XapaKkTepa

d. 3arparuBaromye npapa rpaxiaH

Bomnpoc 8

K kakoii cucreMe TOKyMEHTAIlMK OTHOCSITCS IPUKAa3bl U PACTIOPSHKCHUS:
Bribepute oiMH OTBET:

a. cucTeMa pacropsAUTEIbHON TOKYMEHTALUH

b. cucTema opraHH3alMOHHO-TIPABOBOM JOKYMEHTALIMU

C. cucteMa JJOKYMEHTOB JIMYHOTO ITPOUCX 0K ICHHSI

d. cucrema nHMOPMAITHOHHO-CITPABOYHOM JJOKYMEHTAIIUH
Bomnpoc 9

Kakomy HOHSTHIO COOTBETCTBYET CIIECAYIOIIAsl XapaKTEPUCTHKA:

JloxymeHTBI, 001a1af0IIHe OPUINICCKON CHITON, U3/1aBacMbIe PYKOBOJICTBOM OpPTaHHU3AIUN U
cojiepKalliye yIpaBIeHYECKUE PEIICHHUs], HAIPaBICHHbIC HA BBITIOJTHEHUE TEKYIIUX U MEPCIIEKTUBHBIX
3a1a4:

Bribepute oauH OTBET:
a. ”HPOPMAITMOHHO-CITPABOYHBIC JIOKYMEHTHI
b. opranu3aIoHHO-TIPABOBBIC JOKYMEHTBI

C. JIOKYMCHTHI 110 JINYHOMY COCTaBYy



d. pacriopsiuTebHBIC JOKYMEHTHI
Bormpoc 10

Kaxkue pacnopsiaurensabie nokymeHTsl HE n3marorcs B cimydasx, Korja He0OX0IuMO TIPHHATH
HOPMATUBHBIA WM UHAUBUIYAIBHBIA aKT [0 OCHOBHBIMBOIIPOCAM KOMIIETECHIIUU OPTaHU3aIUH:

BeibepuTe oiMH OTBET:
a. yKa3aHus

b. mpukassr

C. TIOCTAHOBJICHUSI

d. pemenust
Bomnpoc 11

Kakwue pacriopsiiutenbHble JOKYMEHTHI H3AAI0TCA MO ONepaTUBHBIM BOIIPOCAM U JUIsl OpraHU3aIiH
WCTIOJIHEHUS APYTHX PACIIOPSAUTENbHBIX JOKYMEHTOB:

BribepuTe oquH OTBET:

d. pacnopsKCHUA

b. pemenust

C. IOCTAaHOBJICHUS

d. mpukaser

Bomnpoc 12

Kakas xapakrepuctuka HE cooTBeTcTBYeT cucTeme pacnopsAuTeNIbHON TOKYMEHTAHH:
Bribepure oauH OTBET:

a. OTH TOKYMEHTBI COZICPKAT IOPUINYCCKH BIIACTHBIE MPEANMUCAHUS CYOBEKTOB UCIIOHUTEIBHOM
BJIACTH, aJIpecaTaMH KOTOPBIX SBJISIOTCS KOHKPETHBIE OpraHnu3aluy, CTPYKTYPHbIE MOApa3ICICHHUs,
JTOJIXKHOCTHBIE JIMI[a, PAOOTHUKH. DTH HPEANMMCAHUS SBISIOTCS IOPUINYSCKUMH IOKYMEHTaMH,
BBI3BIBAIOIIMMHU BOBHUKHOBEHUE KOHKPETHBIX 8 IMUHUCTPATUBHO-TIPABOBBIX OTHOIIEHUM

b. DTH JOKYMEHTBIPETYIUPYIOT OTHOIICHHS B HEPAPXUICCKON CUCTEME YIIPABJICHHS «CBEPXY BHU3» (OT
BBIIIECTOSIIIIX OPTraHOB, OPraHU3aHH, TOJDKHOCTHBIX JIUL K HKECTOSALINM) U OTPaXKaroT
YIpaBIEHUECKHE PEIICHNS, HAlPpaBJICHHbIE HA JOCTHKEHHUE LieJeH 1 3a7a4 OpraHu3aluu

C. OTH JOKYMEHTHI CO3/Ial0T OPTaHU3alUI0, YCTAaHABINBAIOT €€ CTPYKTYPY, ONPEAEIAIOT IITATHYIO
YHCIICHHOCTh ¥ COCTaB pabOTHUKOB MO JOJDKHOCTSIM, ONPEACIISIOT (YHKIIMU CTPYKTYPHBIX
Moipa3AeNIeHHH, COBEIAaTeNbHBIX, KOJUIETHaJIbHBIX OPTaHOB, YCTAHABIIMBAIOT PEKUM PaOOTHI,
OCYILECTBIISIOT OpraHU3alMIo TPyla U pacupeaeieHne 00s13aHHOCTeH MeKAy paOOTHUKAMH, ONIPEACIISIOT
MOPSIZIOK PEOPTaHN3alui U JIMKBUAALAN OPTaHU3aluu

d. DT JOKYMEHTHI M3/IAI0TCS HAa OCHOBE MJIM BO UCIIOJIHCHHUE 3aKOHOB, TOCTAHOBIICHUN U PACTIOPSHKCHUIMA
IIpaButenscTBa PD, BRIIIECTOSIINX OPraHOB BIACTH U YIIPABIEHUSA. DTH aKThl H3IAI0TCS TAKKE 11O
WHULMATUBE PYKOBOJIUTENEH B Mpeenax UX MOJTHOMOYNNA U KOMIIETCHIUHU JJI OCYILECTBICHUS eNel U
3a/1a4 OpraHu3aIiu



Bompoc 13
KakoBa uepapxudeckasi cuctemMa pacrlopsiIUTENIbHbBIX JOKYMEHTOB 10 chepe ASUCTBUS (CBEpXy BHU3):

1) mpaBoBBIE aKThI, ACHCTBYIOIINE B paMKax OTJEIBHON OpraHU3alUH, YIPEKICHNUS, IPEAIPUITHS,
(bupmsr,

2) paBOBKIC aKThI, JCHCTBYIOIINE B TIPE/IEIIaX OTpaciu (M3AaF0TCS OTPACICBEIMU OpraHaMu
(denepanbHON UCTIOTHUTEIHLHON BIIACTH);

3) mpaBOBEIC aKThI, ICHCTBYIONIKE HA YPOBHE CyObhekTOB PD — Kkpaes, obnacTeii, TopoaoB
pecmyonukanckoro 3HadeHust MockBsl u CaHkT-IleTepOypra, aBTOHOMHBIX 001acTeil 1 OKPYTOB, a TAKXKE
WX TEPPUTOPHAIBHBIX 00pa30BaHMIA;

4) mpaBOBBIE aKTHI, IEHCTBYIOMIHNE Ha (eepaTbHON YpOBHE, — aKThI, m3aBaeMble [Ipesunentom PO,
IIpaButenscTBoM PD, opranamu UCIIOJHUTENBHON BIIACTH.

BribepuTe oguH OTBET:
a.4,231

b.1,3,2,4

c.1234

d. 4,321

Bomnpoc 14

Ha xakue rpymniisl aenarcs pacopsauTeIbHbIE TOKYMEHTHI C TOUKHU 3PEHUS IPUHATHS pelIeHuH
(mopsaKa pa3perieHusi BONPOCOB):

BribepuTe oiMH OTBET:

a. CO371aBaeMble B YCIOBHAX KOJUIETHAIBHOCTH/ CO3/1aBaeMble Ha OCHOBE €IMHOHAYAIIHS
b. HopMaTHBHBIE/ HEHOPMATHBHbIC

C. IepBUYHbIE/ BTOPHYHEIE

d. BO HCTIOJIHEHNE/ MHUITHATHBHBIC

Bompoc 15

Kaxkne pacrnopaauTCIbHBIC JOKYMCHTBI OTHOCATCA K JOKYMCHTAM, CO34aBaCMbIM B YCIIOBUAX
KOJIIICTHUAJIbHOCTH:

Beibepute o1MH OTBET:
a. pereHus

b. ykazanmus

C. TIPUKa3bI

d. pacriopspkeHus

Bompoc 16



Kaxwne pacnopsimutenbabie ToOKyMeHTH HE oTHOCSTCS K TOKyMEHTaM, U37aBaeMbIM Ha OCHOBE
€ITMHOHAYAIIN:

Bribepute oquH OTBET:

a. MPHUKa3bl

b. pacnopspkenus

C. IOCTaHOBJICHUS

d. ykazanus

Bormpoc 17

Kakwue opransl (opranu3aimn) IeHCTBYIOT HA IPUHIUIIAX eINHOHAYAIS:
BribepuTe oquH OTBET:

a. TOCyJ1apCTBCHHBIC BY3bI

b. akunonepHsie 06IIECTBA

C. IIpaBurensctBo PO

d. opraHbl HCIIOJIHUTEIILHOM BIACTH

Bomnpoc 18

Kaxwe oprans! (opranu3aiiuu) I1eUCTBYIOT Ha YCIOBUSAX KOJUIETHAILHOCTH:
BribepuTe oguH OTBET:

a. enepanbHble MUHHCTEPCTBA

b. BEICIIME Opra”bl ypaBJICHHA KOMMEPYCCKUX OpFaHI/ISaHI/Iﬁ Pa3IMYHBIX OPraHU3allMOHHO-TIPABOBbLIX

bopm

C. aAMUHUCTpALUK cyObekTOB PO u Apyrux TeppuTopuaizHbIX 00pa3oBaHHi

d. opraHbl HCIIOJIHUTENILHOM BIIACTH OPraHU3ANNI YIPSIKIACHHH, TPEANPUATHI, HHPM
Bompoc 19

Kakue pacnopsinutenbabie 1okyMeHThl poxoaat MHDBIE ctaguu npoueaypsl U3 janus:

1) u3ydeHue cymecTBa yrpaBieHIECKOT0 BOPOCa, HHUIIMUPOBAHHNE PEIICHUS — 000CHOBaHWE
HeoOxoauMocTy u3nanus PJI;

2) cOop 1 aHaK3 HHGOPMALIMH 10 BOIIPOCY;
3) MOArOTOBKA MPOEKTA PACIIOPATUTEILHOTO JOKYMEHTA,

4) cornacoBaHUE WU O0CYXJICHUE HA 3aceaHUU KOJJICTHATBHOTO OpraHa MpoeKTa PaciopsIUTeIbHOTO
JIOKYMEHTA,;

5) Baecenue npoekta PJ] Ha paccMoTpeHre pyKOBOJICTBA;

6) MMPUHATHUC PCUICHUA — IMOANNCAHNUC NTOKYMCHTA,



7) peructpaus J0KyMEHTa;

8) noBeneHHE pacOPAIUTEILHOTO JOKYMEHTA A0 UCIIOJTHUTENEH.
Bribepute oquH OTBET:

a. IpUKa3bl

b. pacnopspkenus

C. pemeHus

d. ykazanus

Bomnpoc 20

W3 xakux 9acTeil COCTOUT TEKCT PaCHOPSIINTEILHOTO JOKYMEHTA:
Bribepute oiuH OTBET:

a. aHATUTUYECKasl 4acTh/ 0000IIaroIas 4acTh

b. pa3bsicHuTENbHAS YaCTh/ AUPEKTHBHAS YaCTh

C. KOHCTaTHPYIOLIas YacTh/ paclopsAuTeNbHas YacTh

d. BBO/IHAsI 4acTh/ OCHOBHAS YaCTh/ 3aKITIOYUTENIbHAS YaCTh
Bomnpoc 21

Ha kakwue rpymimsl IesTcs IPUKa3bl 10 XapakTepy OCHOBAHUS [T U3TaHUS:
Bribepute oiMH OTBET:

a. HOpMaTHBHbBIC/ HECHOPMATHBHbIE

b. coznaBaembie B yCIOBUSIX KOJUIETHAILHOCTH/ CO3/IaBaeMbIe HAa OCHOBE ¢THHOHAYAIIHSI
C. IepBUYHbIE/ BTOPHYHEIE

d. BO MCTIOJTHEHNE/ MHUITATHBHBIC
Bompoc 22
Kakwue nprkasbl Ha3pIBAIOTCSI MHUIUATHBHBIMU:
Bribepure oMH OTBET:

a. U3JaBaeMbIC B CBSI3H C OCYLIECTBICHUEM UHULMATYUB [10 OPraHU3alUy UCIIOJIHEHUS [TPAaBOBBIX aKTOB,
IIPUHSATHIX PABHOIIPABHBIMU JICJIOBBIMH IAPTHEPAMH OpPTraHU3aLuU

b. n31aBa€MbIC B CBA3U C HCO6XOZ[I/IMOCTBIO OCYHICCTBIICHUA COOCTBEHHOM JACATCIIBHOCTHU B
COOTBCTCTBUHU C HAACIICHHBIMUA (I)YHKI_II/IHMI/I " 3aJa4aMHu

C. u3gaBacMbIC IO MHUIIMATUBEC MOAUMHCHHBIX

d. HU31aBaCMbIC C LICIIbIO OpTraHU3alu UCTIOJIHCHUA IIPUHATBIX 3aKOHOAATCIbHBIX, HOPMATUBHO-
IIPaBOBBIX aKTOB U MHBIX HOpy‘IeHI/Iﬁ BBIIICCTOANIUX OPraHOB

Bompoc 23



Kakumu ciioBamMu 10KEH HAUMHATHCS TEKCT IIpUKasa, €CJIu €ro u3JJaHuc BbI3BaHO HCO6XOIII/IMOCTBIO
HCIIOJTHCHHUS IIPUHATBIX 3aKOHOAATCIIbHBIX, HOPMATUBHO-TIPABOBBIX aKTOB M1 MHBIX nopyquI/Iﬁ
BBIIICCTOAIINX OPraHOB:

BribepuTe ouH OTBET:

a. «B nenax...»

b. «B cooTBeTCTBHH C...»
C. «Mcxons us...»

d. «BcBsasuc...»
Bomnpoc 24

Kakumu c10BaMu T0JDKEH HAYMHATHCS TEKCT MPUKa3a, €CJIU €ro W3JJaHUe BEI3BAHO HEOOXOAMMOCThIO
OCYIIECTBIICHHSI COOCTBEHHOH JEATEIHHOCTH 110 HHUITUATHBE OpTaHU3aAIHH:

Bribepute ouH OTBET:

a. «BcBasuc...»

b. «Ha ocHoBanuu...»

C. «Bo ucnoiaHeHHe...»

d. «B cOOTBETCTBHUHU C....»
Bompoc 25

Kakwue pacropsimutenbsHbIe JOKYMEHTB MOXKET U3/IaBaTh B MPeIesax CBOeH KOMIETEHIIUU PyKOBOAUTEIh
OpraHu3alliu, IeUCTBYIOLIEH Ha OCHOBE KOJIJIETHAIbHOCTH:

BriGepute OMH OTBET:
a. perieHus

b. mpukassr

C. TIOCTAHOBJICHUSI

d. pacniopspxeHus
Bompoc 26

Kakue pacnopsinutenbabie 1okyMeHTsl HE MoryT u3naBars B npejienax cBOeil KOMIIETEHITUN
PYKOBOJUTEIN OPraHU3aluil, TEUCTBYIOIIUX HA OCHOBE €IMHOHAYAIIUS:

Bribepure oMH OTBET:
a. yKazaHus

b. pacnopspkenus

C. TIPUKa3bI

d. perrenmus



Bompoc 27

Kaxue nokymentsl HE MOryT moanuceIBaTh B Mpeaeiax CBOCH KOMIIETCHIIUA PYKOBOIUTENH
CTPYKTYPHBIX TTOAPA3IEIICHUI:

BeibepuTe oiMH OTBET:
a. yKazaHus

b. mpuxassr

C. pactopsDKeHUsI

d. mpoToKOJIBI

Bomnpoc 28

C Kakoro MOMEHTa PaclOPSIUTENIBHBIN JOKYMEHT IPHOOpETaeT CTaTyc O)UINATEHO H3AaHHOTO:
Bribepute ouH OTBET:
d. IocCJIe oA CaHuA
b. mocie matupoBanust
C. TIOCJIe PETHCTPALIU
d. mocJe cornacoBaHus
Bomnpoc 29

B kakom pacnopAauTCIIbHOM JOKYMCHTC KOMMep‘ICCKOﬁ OpraHu3an UCTIOJIb3YCTCs (1)opMa H3JI0XXCHUA
TEKCTa OT MCPBOTO JIMI[a €AMHCTBCHHOI'O YHCJIa:

BeibepuTe o1MH OTBET:

a. B peIICHUH

b. B pacniopsoxkeHnn

C. B IOCTaHOBJICHUU

d. B COBMECTHOM TIpHKa3e
Bompoc 30

B kakoM pacrnopsiIuTeIbHOM JOKYMEHTE HCITOJIb3yeTCs (PopMa U3I0KEHHS TEKCTa OT IIEPBOTO JIUIla
MHO>XECTBEHHOT'0 YHUCJa:

Bribepure o1H OTBET:

a. B IOCTAHOBJICHUH

b. B ykazanun

C. B pCIICHUH

d. B coBMECTHOM TIpHKa3e

Bompoc 31



®opma KaKoro riaroja He J0JDKHA OTACISATHBBOIHYIO YaCTh PACTIOPSIIUTENbHBIX TOKYMEHTOB OT
pacrnopsaauTeIbHOM:

Bribepute oquH OTBET:
a. [IPUKA3LIBAEM
b. TIPEIVTAT ATO
c. PEHIAIO
d. TIOCTAHOBJISET

Bompoc 32

Kakoii riaron He npuemiem B (OpMyIHPOBKE BIACTHOTO PELICHUS OpraHa yIpaBieHHs, H3AI0IIEro
pacnopsIUTENbHBIN JOKYMEHT:

Bribepute ouH OTBET:
a. «yCHITUTBH)

b. «3aunrcnuTh»

C. «IIOArOTOBUTE))

d. «paspaboraTb»
Bomnpoc 33

Kakoii rnaron npeanoytutesieH B GOpMYITHPOBKE BIACTHOTO PEIICHHS OpraHa yrpaBlieHHs, H3IaI0Iero
pacropsAUTENbHBINA JOKYMEHT:

Bribepure oiiH OTBET:
a. «OpraHU30BaTh)

b. «tpuHSATE MEpBHI»

C. «IIOJHSATHY

d. «aKTUBH3HPOBATH)
Bompoc 34

Kaxoii rnaron npenmnoutureneH B pOpMyIHPOBKE BIACTHOTO PELICHUSI OpraHa yIpaBICHUS, U3Ar0IIEro
pacnopsaIuTeNbHbIA JOKYMEHT:

BriGepute OMH OTBET:
a. «IIOBBICUTE)

b. «ymyurmTe

C. «PacCMOTPETH»

d. «obecmeunTh»

Bompoc 35



Kaxoii rmaron npenmoututeneH B pOPMYIHPOBKE BIACTHOTO PELICHHS OpraHa yIpaBiIeHHS, U3JA0IIero
pacTopsIIUTENbHBIA JOKYMEHT:

Bribepute oquH OTBET:
a. KYCHUJIHTB)»

b. «puHITE MEpBD»

C. «BO3JIOXKHTHY

d. «IIOBBICHTEY
Bomnpoc 36

B kaxoif yactu pacnopsauTeIsHOT0 JOKYMEHTa HE00X0AUMO TIOMEIIATh IepeYeHb JOKYMEHTOB,
YTPATUBIIUX CHITY WM MOJICKAIINX U3MECHEHHIO B CBSI3H C U3JIaHUEM JTAHHOTO aKTa:

Bribepute ouH OTBET:

a. B 1I00OM IIyHKTE pacropsIuTeIbHON YacTu
b. B mepBBIX MyHKTaX PaCIOPSANTENBHON YaCTH
C. B KOHCTaTUPYIOLIEH YacTu

d. B KOHIIE TeKcTa

Bonpoc 37

B kakoii yactu pacropsIuTeNsHOTO IOKYMEHTa YKa3bIBaeTCsl HHPOPMAIIUS O TOM, KTO OCYIIECTBIISIET
KOHTPOIIb €I0 UCIIOJHEHUS:

Bribepure oguH OTBET:

a. B IEPBOM IMTYHKTE PACTIOPAIUTEILHON YacTH

b. ohopmitsieTcst OTIENIBHON CTPOKOM MOCIIE BCEX MYHKTOB
C. B IIOCJIEZIHEM ITyHKTE PaclopaIUTEIbHON 4acTh

d. B KOHCTaTUPYIOIIIEH YacTh

Tect 5 2 kypc
Bompoc 1
KakoMy NOHSTHIO COOTBETCTBYET CJICAYIONIAsT XapaKTEPUCTHKA:

DTO IOKYMEHT, COACPIKALIHI [TOI3aKOHHOE O(HUIMATILHOE PELICHHE, IPUHATOE OPraHOM
WCTIOTHUTENHHON BIACTH U TOJDKHOCTHBIM JIULIOM B OTHOCTOPOHHE-BJIACTHOM TIOPSIJIKE U C
COOJIFOICHUEM YCTaHOBJICHHOH MPOIEIYPHI IO TOMY HITU HHOMY BOTIPOCY, OTHECEHHOMY K €0
KOMITETEHIINH, 00JICYCHHOE B MPEyCMOTPEHHYIO 3aKOHOM (DOpMy U MOposKAatoliee I0pUanIecKue
MOCJIE/ICTBUS.

Bribepute oquH OTBET:



a. HOpMEI TIpaBa
b. mpaBoBoii akT
C. HEHOPMaTHBHBIN MPaBOBOU aKT

d. HOpMaTHBHEIH IIPaBOBOI aKT

Bompoc 2
KakoMy NOHSTHIO COOTBETCTBYET CIICAYIOIIAs XapaKTePHCTHKA!

OTO NOKYMEHT, COAEep KAl paBuiIa MOBEACHHS, PACTIPOCTPAHSIIOLINECS Ha HEONPEAETICHHBIH KpyT
JIML, U3aHHbIE HA OCHOBAaHHUU U BO UCIOJHEHHE (eAepaIbHOTO 3aKOHOAATENIBCTBA, 00s13aTeIbHbIC 115
WCIIOJTHEHHS OpraHaMU TOCYJapCTBEHHON BIaCTH, MECTHOTO CaMOYIIPaBIEHUS, X JOHKHOCTHBIMU
JULAMH, OPUINYECKUMH JIMIAMU U TPakJaHaAMU.

Bribepute ouH OTBET:

a. HOpMaTUBHBII IIPABOBOM aKT

b. HeHOpMAaTHBHBIN PABOBOM aKT
C. IpaBOBOM aKT

d. HOpMBI ITpaBa

Bompoc 3
Kakomy MOHSTHIO COOTBETCTBYET CIEAYIOMIAs XapaKTEPUCTHKA:

OT0 penieHus M0 KOHKPETHBIM BOIpocaM, oOpalieHusl K KOHKpeTHBIM JiniiaM. OHU He CO/IepKaT KaKux-
100 00ImIKX MPaBUII MOBEJACHUS M PACCUUTAHbI HA OAHOKpATHOE IpuMeHeHne. OHU CBA3aHHbIC C
peannzanyei mpaBoBBIX HOPM, UX MPUMEHEHHEM, UCTIOTHEHHUEM, HCTIOJIb30BaHUEM.

Bribepure oguH OTBET:

a. HOpPMaTUBHBII IPaBOBOM aKT
b. HopMBI TIpaBa

C. MpaBOBOM aKT

d. HeHOpMaTHBHBIH PABOBOM aKT

Bompoc 4
Ha xakwue rpymiibl moapa3faenstorcs (opMbI IPABOBLIX aKTOB B 3aBUCHUMOCTH OT IOPUINYCCKUX CBOWCTB:
Bribepute oauH OTBET:

a. OTKPBITHIC/CEKPETHBIC



b. mepBuuHEBIe/ BTOpHUYHBIE
C. opurmanbHbie/ Heo(UIMATbHEIC

d. HopMaTHBHbIE/ HECHOPMATHUBHBIE

Bomnpoc 5

B xakoM psity iepedrciieHbl TOJIBKO MEPBUYHBIC IPABOBBIC AKTHI:
Bribepute oquH OTBET:

a. 3aKOH, yKa3, pacropspKeHHe

b. mpukas, ctannaprt, npeiickypant

C. perJIaMeHT, yKa3aHhe, pyKOBOJCTBO

d. pekOMeHaaIHH, IPOrpaMMa, PeleHHe

Bormpoc 6

B xakoM psny nepedncieHsl TOIBKO BTOPUYHBIE TPABOBBIE aKTHI:
Bribepure oguH OTBET:

a. IOJIOXKCHMS, IPaBUJIa, HHCTPYKIMHU

b. pa3wsicHeHus1, pelieHue, npuKas

C. pacHopspKeHHe, YKa3aHHe, CTaHaapT

d. MOpAIAOK, KJ'IaCCI/ICpI/IKaTOp, IIOCTAaHOBJICHHUC

Bomnpoc 7

Kakvie HOpMaTHBHBIC TTPABOBBIC AKTHI MOT'YT MPUMEHSTHCSA 0€3 OQUITHATIBHOTO OMYyOIMKOBAHUS IS
BCEOOIIEr0 CBEIECHUS

Beibepute o1MH OTBET:

a. 3aTparuBaroIie 00sS3aHHOCTH IPaXIaH
b. 3aTparuBatorre cBoOOIbI rpaXKIaH

C. aKThl ME)KBEJIOMCTBEHHOT'O XapaKTepa

d. 3aTparuBaroIIne MnpaBa rpaxiaaH

Bompoc 8

K kakoii cucreme AOKYMCHTAIIUHU OTHOCATCA NPUKA3bI U PACIIOPAKCHUA:



Bribepute oquH OTBET:

a. CHCTeMa pacToPSIUTEIbHON JOKYMEHTAIHH

b. cucrema opraHU3anMOHHO-TIPABOBOM TOKYMEHTAIHH
C. cucTeMa JJOKYMEHTOB JIMYHOTO MTPOUCX 0K ICHHSI

d. cucrema nHHOPMAIIOHHO-CITPABOYHOM JTOKYMECHTALIUH

Bompoc 9
Kakomy MOHSITHIO COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTHKA!

JlokyMeHTBI, 00Jaiatomune PUANIECKON CUITON, H31aBaeMble PYKOBOACTBOM OpPTaHU3aINU 1
coJepKallye yIpaBIeHYECKUE PEIICHHs, HAPAaBJICHHbIEC Ha BBIMOIHEHNE TEKYILUX U IEPCIEKTUBHBIX
3a7au:

BribepuTe oguH OTBET:

a. MH(OPMAITOHHO-CIIPABOYHbIE JOKYMEHTHI
b. opranu3aiOHHO-TIPABOBBIC JOKYMEHTBI

C. TOKYMEHTBHI 10 JINYHOMY COCTaBY

d. pacnnopAaAUTCIIbHBIC JOKYMCHTBI

Bomnpoc 10

Kakue pacrnopAaauTCIbHBIC TOKYMCHTBI HE H3OAr0TCA B ClIy4dasax, Korja HeO6XOZ[I/IMO I[IPUHATH
HOpMaTHBHBIﬁ NIn HHI[HBHIIyaHBHBIﬁ aKT 10 OCHOBHBIMBOIIPOCAM KOMIICTCHIIUNU OpraHru3aluu:

BeiOepuTe OIMH OTBET:
a. yKazaHus

b. mpukassr

C. TIOCTAHOBJICHUSI

d. perenust

Bompoc 11

Kakwue pacniopsiauTebHbIE JOKYMEHTHI H3AAF0TCS TI0 ONIEPATHBHBIM BOIIPOCAM U IS OpPTaHU3aAIIH
WCTIOTHEHHS JPYTUX PACTIOPSIUTENbHBIX JOKYMEHTOB:

Bribepute oquH OTBET:
a. pactopsKEeHUS

b. pemenus



C. IOCTAaHOBJICHUS

d. mpukassr

Bompoc 12
Kakas xapakrepuctuka HE cooTBeTcTBYeT cUCTEMe pacliopsIUTEIbHON JOKYMCHTAIIUY:
BribepuTe ouH OTBET:

a. Ot AOKYMEHTBI COACPKAT FOPUANICCKH BJIACTHBIC MTPEANINCAHUSA CY6T:€KTOB HCTIOTHUTEIIFHOM
BJIaCTH, aApeCaTaMU KOTOPLIX ABJISIIOTCA KOHKPETHLIC OpraHu3aliii, CTPYKTYPHBIC TOAPA3ACIICHUA,
JOJIZKHOCTHBIC JIMIIA, pa6OTHI/IKH. Ot MpeanucaHus ABJIAOTCA OPUANICCKUMHA TOKYMCHTaMU,
BbI3bIBAIOIIUMH BOSHUKHOBCHNUEC KOHKPECTHBIX aIMUHUCTPATHUBHO-IIPABOBBIX OTHOIIICHUH

b. DT TOKyMEHTBI PEryIMpyIOT OTHOILICHUS B HEPAPXUICCKOI CHCTEME YIIPABICHHS «CBEPXY BHU3» (OT
BBIILIECTOSIIIUX OPTaHOB, OpPraHU3aIMii, JOKHOCTHBIX JIUI K HIYKECTOSIIIIUM) U OTPaXKaIOT
yIpaBJIEHYECKUE PEILLICHHUSI, HAIIPABJICHHBIC HA JOCTHKEHHUE LIeJIeH U 3a7a4 OpraHu3alin

C. OTH JOKYMEHTHI CO3/Ial0T OPTaHU3alMI0, YCTAaHABINBAIOT €€ CTPYKTYPY, ONPEAEIAIOT IITaTHYIO
YHCJICHHOCTh M COCTaB Pa0OTHUKOB MO AOJDKHOCTSAM, ONPEACIISIIOT (YHKLUUHN CTPYKTYPHBIX
Nopa3eNiCHUH, COBEIIATENbHBIX, KOJIJIETHAIbHBIX OPraHOB, YCTAHABIUBAIOT PEXKHUM PaOOTHI,
OCYIIECTBIISIOT OpraHU3alMIo TPYy/Ia U pacnpeeieHne 00s3aHHOCTeH MEKAY pabOTHUKAMHU, ONIPEICIISIOT
MOPSIIOK PEOPraHu3aluy 1 JIMKBUAALWHN OpraHnu3alin

d. DTH TOKyMEHTBI U3/IAF0TCSI HA OCHOBE MIIH BO UCITOJHEHHE 3aKOHOB, TOCTAHOBJICHUI M PACTIOPSKEHUI
[IpaBuTenscTBa PO, BRILECTOSIIUX OPTaHOB BIACTU U YIPABJICHUS. DTH aKThl U3AOTCS TAKXKE 110
WHUIMATUBE PYKOBOJUTEIIEH B MpeJiesiax UX NOJHOMOYMI U KOMIIETEHIIMHU ISl OCYILIECTBICHUS LIEeJeN 1
3a7a4 OpraHu3alun

Bompoc 13
KakoBa nepapxudeckasi CHCTEMa pacropsITUTEIFHBIX TOKYMEHTOB 110 cepe AeHcTBHS (CBEPXY BHU3):

1) npaBOBbIE aKTHI, IEHCTBYIOLINE B PaMKaX OTJEIbHON OpraHnu3aliy, YIPEKICHUS, IPEAIPHUITHS,
¢bupmer,

2) paBOBBIC AKTHI, ICHCTBYIONIHE B TIPEIEax oTpaciu (M3Aat0TCs OTPACICBBIMU OpraHaAMH
(enepanbHOM UCIIOJHUTEILHON BIIACTH);

3) nmpaBoOBBI€ aKThI, JEHCTBYIOLINE Ha ypOBHE CyOBeKkTOB PD — KpaeB, oGnacTeid, ropo7oB
pecmybnukanckoro 3HadeHust Mockssl u Cankt-IleTepOypra, aBTOHOMHBIX 001acTell 1 OKPYTOB, a TAKXKE
UX TEPPUTOPHAIBHBIX 00pa30BaHUIA;

4) mpaBOBBIE aKTHI, IEHCTBYIOIINE HA (eAepaTbHOI YpOBHE, — aKThl, n3aBaeMble [Ipesunentom PO,
IIpaBurenscTBOM PO, OpranaMu UCIIOIHUTEIBLHOM BIIACTH.

Bribepute oquH OTBET:
a.4,23,1

b.1,3,2,4



c.1,2,3,4

d. 4,321

Bompoc 14

Ha xakuie rpymibl IensTcs pacopsauTeIbHbIC JOKYMEHThI C TOUYKW 3PCHUS TPUHSATUS PEIICHUN
(TIopsizika pa3penieHus BOIPOCOB):

Bribepute oquH OTBET:

a. co3/1aBaeMble B YCIOBHUX KOJUIETHAIBHOCTH/ CO3/1aBaeMble HA OCHOBE €MHOHAYATIHS
b. HopMaTHBHBIC/ HCHOPMATHBHBIC

C. IEpPBUYHBIC/ BTOPHYHBIC

d. Bo ucnonHenue/ MHULIMATUBHEIE

Bompoc 15

Kakwue pactiopaguTEIbHBIC JOKYMEHTBI OTHOCATCA K IOKYMEHTAaM, CO34aBa€MbIM B YCIIOBUAX
KOJIJICTUAJIbHOCTH:

BribepuTe oguH OTBET:
a. pereHus
b. ykazanmus
C. IPHUKAa3bI

d. pacriopspkeHuUs

Bomnpoc 16

Kaxkmne pacrnopAauTEIIbHBIC TOKYMEHTBI HE otHOCSATCS K JOKYMCHTaM, U3 1aBa€MbIM Ha OCHOBE
CAWMHOHAYaIHusA:

Bribepure oMH OTBET:
a. TIPHUKa3bI

b. pacniopspxenus

C. TIOCTAHOBJICHUSI

d. ykazanus

Bompoc 17
Kakwue opransl (opranu3anym) JeiCTBYIOT Ha IPUHIIAIIAX eIMHOHAYANIHS:

Bribepure oauH OTBET:



a. TOCY/TapCTBEHHBIE BY3bI
b. akimonepHsie oOmIecTBa
C. [IpaBurennsctBO PO

d. opraHbl HCIIOJIHUTEIILHOM BIACTH

Bompoc 18

Kakue opransl (Opranu3anim) IeHCTBYIOT Ha YCIOBHSAX KOJUICTHATBHOCTH:
BribepuTe oquH OTBET:

a. penepanbHble MUHHCTEPCTBA

b. BEICIIME Opradbl ypaBJICHHA KOMMCPYCCKUX OpFaHI/I?,aHI/II\/'I PAa3IIMYHBIX OPraHUu3allMOHHO-IIPABOBbBIX

(bopm
C. aAMUHUCTpaLUH cyObekTOB PD 1 qpyrux TeppuTopuabHBIX 00pa3oBaHMid

d. opraHbl HCIIOJIHUTENILHOM BIIACTH OpPraHU3alnil yUpeKACHHM, PEANPUATHI, HUPM

Bomnpoc 19
Kaxue pacopsautensubie nokymMeHTsI poxoast MHBIE cTaaum nporenypsl u3aHus:

1) u3ydeHue cyiecTBa yrnpaBieHIECKOTO BONPOCa, HHUIIMUPOBAHUE PEIICHHS — 00OCHOBAHUE
HeoOxoauMocTH u3anus PJI;

2) cbop u aHaM3 WHGOPMAIIHH IO BOIIPOCY;
3) MOAroTOBKA MPOEKTA PaCcIOPSAUTEILHOTO JOKYMEHTA,

4) cornacoBaHue WIH 00CYX/CHHE Ha 3aCeaHUU KOJUIETHAIBLHOTO OpraHa MpoeKTa PacriopsauTeIbHOTo
JIOKyMEHTa;

5) BHecenue mpoekTa PJl Ha paccMoTpeHne pyKOBOACTBA;

6) IpUHATHE PEIICHUS — MOITUCAHNE JOKYMEHTA;

7) peructpanus JOKyMEHTa;

8) noBeneHME pacOPAIUTEIHHOTO JOKYMEHTA 10 UCIIOJTHUTENEH.
Bribepure o1H OTBET:

a. IpUKa3bl

b. pacnopspkenus

C. peleHus

d. ykazanus



Bompoc 20

N3 kakux yacTelt COCTOUT TEKCT PACIIOPSIUTEILHOTO JOKYMEHTA:
Bribepute oquH OTBET:

a. aHaJTUTHYecKas 9yacTh/ 0000IIaroas yacTh

b. paspsicHuTEeTBbHAS YACTH/ TUPEKTHUBHAS YaCTh

C. KOHCTaTHPYIOIAsl 4YaCTh/ pacropsAANTEIbHAS YacTh

d. BBOOHAas1 4acTh/ OCHOBHAS 9acTh/ 3aKIIOUYHMTEIIbHAS YacTh

Bomnpoc 21

Ha xakue T'pyInbl ACTIATCA NPHUKA3bI 110 XapaKTECPy OCHOBAHUWA JIS U3OaHUA:

BribepuTe oguH OTBET:

a. HOpMaTUBHBIE/ HEHOPMATHUBHEIE

b. coznaBaemble B yCIOBUSX KOJUIETHAIBHOCTH/ CO3/1aBaeMble Ha OCHOBE €JMHOHAYAIIHS
C. IEpPBUYHbIE/ BTOPUYHBIE

d. Bo ucronuenue/ WHUIINAaTHUBHBIC

Bomnpoc 22
Kakue npuka3sbl Ha3bIBaIOTCS HHULUATHBHBIMU:
Bribepure oguH OTBET:

a. u3J1aBacMbI€ B CBSI3U C OCYIIECTBJIICHMEM MHUIIMATHUB 110 OpraHu3aluy UCIIOJIHEHMS IPAaBOBBLIX aKTOB,
IMPUHATBIX PABHOIIPABHBIMU JACJIOBBIMU ITAPTHEPAMHU OPraHU3alvun

b. u3maBaeMble B CBSI3U ¢ HEOOXOAMMOCTRIO OCYIIIECTBIEHHUS COOCTBEHHOMN EATETLHOCTH B
COOTBETCTBHH C HAJICTICHHBIMH (DYHKITUSAMH U 33]]a9aMu

C. U31aBacMbI€ 10 UHUIITHUATUBE MMOAYNHEHHBIX

d. n3aaBaCMbIC C LCIBIO OpraHU3aluK UCTIOJIHEHUSA ITPUHATHIX 3aKOHOJATCIIbHBIX, HOPMATHBHO-
IMPAaBOBBIX AKTOB U MHBIX nopyquI/Iﬁ BBIIICCTOAIINX OPraHOB

Bompoc 23

Kakumu cioBamu AOJIKCH HAYMHATHCA TCKCT IMPUKa3a, €CJIU €ro n3JaHnec BbI3BAHO H€O6XOI[I/IMOCTBIO
HCIIOJTHCHHUS IIPUHATBIX 3aKOHOAATCIIBHBIX, HOPMATUBHO-TIPABOBBIX aKTOB U MHBIX HOpy‘ICHI/Iﬁ
BBIIICCTOSAIINX OPraHOB:

Bribepute oquH OTBET:



a. «B menax...»
b. «B cooTBeTCTBUU C...»
c. «Mcxons us...»

d. «B cBsasu c...»

Bompoc 24

Kaknmu ciioBamMu 10KEH HAUMHATHCS TEKCT IIpUKasa, €CJIM €ro u3JJaHuc BbI3BaHO HeO6XO,Z[I/IMOCTLIO
OCYIICCTBIICHUA COOCTBEHHOMU ACATCIIBHOCTH 110 MHULIMATUBE OpraHru3aluu:

BribepuTe oquH OTBET:
a. «Bcesasuc...»

b. «Ha ocnoBanuu...»
C. «Bo ucnomaHeHue...»

d. «B cooTBercTBHH C....»

Bompoc 25

Kakne pacnopaanuTECIbHBIC JOKYMEHTBI MOKET U3IaBaThb B IIpEAcIax cBOeH KOMIICTCHIIMU PYKOBOJUTCIIb
OpraHu3alliu, IeUCTBYIOLIEH Ha OCHOBE KOJIJIETHAIbHOCTH:

Bribepute oiMH OTBET:
a. peIeHus

b. nmpukass

C. IOCTAHOBJICHUS

d. pacriopsbkeHust

Bormpoc 26

Kakue pacnopsinutenbabie 1okyMeHTsl HE MoryT u3naBats B npejienax cBoeil KOMIIETEHIIUN
PYKOBOJUTENIU OPraHU3aluil, TeUCTBYIOIIUX HA OCHOBE €IMHOHAYAIIUS:

Bribepure o1H OTBET:
a. yKazaHus

b. pacnopspkenus

C. TIPHUKa3bI

d. perrenmus



Bompoc 27

Kaxue nokymentsl HE MOryT moanuceIBaTh B Mpeaeiax CBOCH KOMIIETCHIIUA PYKOBOIUTENH
CTPYKTYPHBIX TTOAPA3IEIICHUI:

BoiGepuTe OMH OTBET:
a. yKazaHus

b. mpuxassr

C. pactopsKEHUSI

d. mpoToKOJIBI

Bomnpoc 28

C KaKoro MOMEHTa PacHopPSAUTEIbHBINA TOKYMEHT IPHOOpETaeT cTaTyc OQUIMATBHO U3aHHOTO:
Bribepute oiuH OTBET:

a. TIoCJIe ONUCAHUS

b. mocie matupoBanust

C. TIOCJIe PETHCTPALU

d. nmocite cornacoBanus

Bomnpoc 29

B kakoMm pacrnopsauTensHOM TOKYMEHTE KOMMEPUYECKOW OpraHUu3aliy UCIIONb3yeTcst hopMa U3NOKESHHUS
TEKCTa OT IEPBOTO JIMLA EANHCTBEHHOI'O YUCIIa!

Bribepute oiMH OTBET:
a. B pelIeHUN

b. B pactiopsoxkeHnn

C. B IOCTaHOBIICHUH

d. B coBMeCTHOM TIpHKa3e

Bomnpoc 30

B kakoM pacnopsiuTeIbHOM JIOKYMEHTE UCTIONB3yeTcs (popMa H3II0KEHHS TEKCTa OT MEPBOTO JIUIIA
MHO>XECTBEHHOT'0 YUCa:

Bribepute oquH OTBET:
a. B IOCTaHOBIICHUH

b. B ykazanun



C. B pEeIICHUHU

d. B coBMECTHOM TIpHKa3e

Bompoc 31

®opma KaKoro riarojia He JOJMKHA OTJACISITHBBOAHYIO YACTh PACTIOPSAUTEIBHBIX JOKYMEHTOB OT
pacnopsauTeIbHOM:

Bribepute oauH OTBET:
a. [IPUKA3BIBAEM
b. ITIPEJJIATAIO
c. PEIIIAIO

d. TIOCTAHOBJISET

Bonpoc 32

Kaxoii rmarosn He npuemieM B (POPMyJIHPOBKE BIACTHOTO PELIEHHS OpraHa yIpaBIeHUs, H3/1a0IIero
pacropsAUTENbHBINA JOKYMEHT:

Bribepute oiMH OTBET:
a. KYyCHIIUTB»

b. «3auncianTey»

C. «IIOATOTOBUTH)

d. «pazpaborate»

Bompoc 33

Kaxoii rnaron npenmnoutuTeneH B pOPMYIHPOBKE BIACTHOTO PEIICHHS OpraHa yIpaBiIeHHs, U3Af0IIero
paciopsIINTENbHBIN JOKYMEHT:

Beibepute o1MH OTBET:
a. OPTaHU30BaTH»

b. «ripuHSITHE MEpBI»

C. «IIOJHSATHY

d. «aKTHBM3MPOBATH

Bomnpoc 34



Kakoii riaron npeamnouTtureseH B GopMyIHpOBKe BIACTHOTO PEIICHNS OpraHa YIpaBJICHHsI, U3Ial0NIero
paclopsIINTENbHBIA JOKYMEHT:

Bribepute oquH OTBET:
a. TIOBBICUTHY

b. «ymydmmTe»

C. «PacCMOTPETH»

d. «obecrieunTh»

Bompoc 35

Kakoii riaron npeanoytureneH B popMyIMpOBKE BIACTHOTO PEILICHHUS OpTraHa yIpaBJIeHHs, H3a0LIEr0
pacnopsIUTENbHBIN JOKYMEHT:

BribepuTe oguH OTBET:
a. «yCHITUTB)

b. «ripuHATH MEpbI»

C. «BO3JIOKHTH»

d. «ITOBBICHTEY

Bormpoc 36

B kakoii yactu pacrnopAaanuTCIbHOTO JOKYMCHTA HeO6XO,HI/IMO nomMeniaTb nNepeuYCHb JOKYMCHTOB,
YTPaTUBIOUX CUJTY WX NMMOAJIC)KAIIUX USMECHCHHUIO B CBA3U C U3JJAHUEM NJAHHOI'O aKTa:

BribepuTe oguH OTBET:

a. B IIOOOM IIYHKTE PACIIOPAAUTEILHON YacTH
b. B mepBBIX MyHKTax pacrmopsANTELHON YaCTh
C. B KOHCTaTUPYIOUIEH YacTu

d. B xoHIIE TekcTa

Bomnpoc 37

B kakoit yactu pacnopAauTEIIbHOTO JOKYMEHTA YKAa3bIBaCTCA I/IH(i)OpMaHI/ISI 0 TOM, KTO OCYHIECTBJIACT
KOHTPOJIb €TI0 UCTIOJIHCHUS:

Bribepute oquH OTBET:
a. B IEpPBOM IIYHKTE PaclopsINTEILHON YacTh
b. obopmisieTcs oTAETBHOM CTPOKOI TTOCIE BCEX MyHKTOB

C. B IOCJICAHEM ITyHKTC paCHOpHHHTGHBHOﬁ qacTu



d. B KOHCTaTUPYIOIEH JaCTH

IIpakTrueckoe 3amanue 6 (3 cem)

1. Ucnone3ys matepuan Tembr 6 HacTosimero yaeOHOro Kypea, 3anonHute tabnuiy «Knaccudukammmn
TTHCEM):

2. Ber kommepueckuit gupekTop OO0 «AOCoIIOT 10 IMpoAake KOCMETHYECKOH U maphroMepHOn
MpoAyKIMU. Bam HE0OX0IMMO MPOBECTH PEKIaMHYI0 KammnaHuio. OhopMUTE COOTBETCTBYIOIIEE ITMCHMO
JUTS IEJIOBBIX MApTHEPOB.

No
KrnaccudukamoHHbIl TPU3HAK Pa3zHoBUIHOCTH HUCEM
/o

3. BBl coTpynHUK, HAXOIAIIMIICS B KOMAaHAUPOBKe. BaM cpoyHO HYXHBI (PMHAHCOBBIC JOKYMEHTHI Balei
(bupMBI 17151 3aKITI0YCHUST KOHTPaKTa ¢ nerepOoyprekoit komnanue «Hesay, u BbI mpocuTe 3am.
JUPEKTOpa BhICIATh BaM 3TU AOKyMEHTHl. O(OpMHTE COOTBETCTBYIOUIHA JOKYMEHT.

Tect k pa3aeny 2 (2 Kypc)

Bompoc 1

Kakoe cBOMCTBO J€TI0BOM NEPEMUCKH OTIINYACT €€ OT JPYTUX CUCTEM U TIOJACUCTEM JIOKYMEHTAIUH
BriOepuTe oiMH OTBET:

a. obecrieyrBaeT HHGOPMAIIMOHHBIA OOMEH ¢ TPUMEHEHUEM CPEJICTB CBA3U

b. cyxwur s mepeaaun HHGOPMAITUK

C. SIBJISIETCS] HHCTPYMEHTOM MH(pOPMAaLMOHHOTO OOMEHa Ha Pa3IMYHbIX CTaAUAX BEIPAOOTKH, IPUHSITHUS U
BBIIIOJIHEHUS YIIPABJIEHYECKUX PELIECHUI

d. cyXuT A 3aKperuieHns] HHPOpMaIuu

Bompoc 2
Kakue noxymentst HEJIb34 oTHecTH K Ie710BOM MEpENUCKE:
Bribepute oauH OTBET:

d. 3JICKTpOHHOEC IMMCbMO




b. cnyxe6Has 3amucka
C. TenepoHOrpaMma

d. ciayxebHOE MHUCHMO

Bompoc 3

Ha xakvie pa3HOBUIHOCTH JIEUTCS JACTIOBast IEPEIHCKA IO MECTY HaXOXKJICHUS apecaTa;
Bribepute oquH OTBET:

a. BXOJAIIAS/MCXOAIIAsL

b. BHyTpeHHss1/MeX IyHApOIHAS

C. coaepkalias HeoOX0 MBI CBeICHHs 00 aBTOpe/aHOHHMHAs

d. opunuagbHas/ THIHAS

Bormpoc 4

Kaxoro Buja nenoBoii nepenucKky mo nojaoKeHuro B uepapxuu ynpaeienus HE cymectyert:
Bribepure oguH OTBET:

a. TepenucKa ¢ pyKOBOJICTBOM M COTPYAHUKAMH OpTaHU3allun

b. mepernucka co CTOPOHHUMH OPTraHU3AITASIMH

C. IEPENMCKa C BBIIECTOSILMUMH OpraHU3aLHsIMU

d. mepericka ¢ MO/IBEIOMCTBEHHBIMH OPraHH3aHAMH

Bomnpoc 5

Kakoii kiaccuukanoHHbIN MPU3HAK TOJI0KEH B OCHOBY JICJIEHUS EJIOBOM MEPENUCKH Ha
oQHIIMAEHYIO U TUYHYIO:

BriOepuTe ofiMH OTBET:

a. 1Mo Ha3HAYCHHUIO

b. mo MecTy HaxoxEHMS aapeca

C. TIO TIOJIOXKEHHIO B MEPAPXHHU YIIPABICHHUS

d. 10 MONIOKEHHIO B CHCTEME JOKYMEHTO000pOTa

Bompoc 6

Kakas NEepeTiucCKa OTHOCUTCA K JIMYHOM:



Bribepute oquH OTBET:

a. mepenycka Mexxay GU3MYECKHUMHU U JOJKHOCTHBIMU JINIAMU

b. mepenucka Mex1y KOHKPETHBIMH paOOTHUKAMH BHYTPH OpraHU3aLiK

C. IepEerrCcKa MEXy OTHUM JOJLDKHOCTHBIM JIUIIOM U IPYTHM JTOJKHOCTHBIM JIIIOM

d. mepenucka Mexay GU3NUSCKUMU JTHIAMU BHE c(epbl UX CITy:KeOHBIX (0QUIHAIBHBIX) OTHOIICHHN

Bomnpoc 7

Kako#t ximaccuukanmoHHbIN MPU3HAK MOJI0KEH B OCHOBY JIEICHUS ASITOBON MEPEMICKH Ha MEPETTNCKY
MIOBONPOCAM MaTepHaIbHO-TEXHUYECKOro o0ecnederusi, GMHAHCOB, CTPOUTEILCTBA, TPAHCIIOPTA,
KyJIbTYpHOTO OOMeHa U T.1.:

Bribepute ouH OTBET:
a. TI0 Ha3HAYCHUIO
b. MO MOJIOKEHUIO B HEPAPXHU YIIPABICHUS

C. 10 OTHOIICHHUIO K ONPEACICHHBIM cpepaM AesTeNbHOCTH, BOIIPOCAM, CUCTEMaM YIPaBICHUYECKOM
JIOKyMeHTaIwH (110 TeMaTHKe)

d. 1Mo MOJIOKEHHUIO B CHCTEME JIOKYMEHTO000poTa

Bompoc 8

Ha kakue pa3HOBHIHOCTH JENATCS JAEIOBBIE MIChMa IO KOMITO3HIIUH:
Bribepute oiMH OTBET:

a. MHUIMATHBHBIE U OTBETHbIC

b. TumoBbIie U B IPON3BOJIBHON (opme

C. IPOCTHIE U CIIOXKHBIE

d. BXOZSIIIME ¥ UCXOISIINES

Bomnpoc 9

Kakne nucema IMMOAIMUCBIBAOTCA ABYMA JIMIIAMHU — PYKOBOAUTEJIIEM OpraHU3alun 1 T'JIaBHbBIM
OyxranTepom:

Bribepute oquH OTBET:
a. TapaHTUITHBIE TUChMA
b. conmpoBoanTeNBHBIC MHCHMA

C. MUCbMa-3alpOChl



d. pexaMHBIe IHCHEMa

Bormpoc 10

KaKOMy TOHATHIO COOTBETCTBYET CIICAYIOIIAaA XapaKTECPHUCTUKA: «3T10 TI0CIICAOBATCIBHOCTD JIOTUYCCKHU
B3aHMMOCBSI3aHHBIX CMBICJIOBBIX YacTeH nrcbMa, 06’[)6HI/IH6HHBIX CIANHCTBOM TCMBI»:

Bribepute oquH OTBET:

a. KOMIIO3UIIHS TEKCTa MTHChMa

b. BHYTpeHHSA CTPYKTypa MUChbMa
C. OJaHK MMHCHhMa

d. TunoBo# hopmysisp mHECcHEMa

Bomnpoc 11

KakuMm nokymeHTOM HE00X0auMO 0(OPMHUTE BO U30ekKaHNE HapyIleHHs HOpM TpynoBoro Kojexca
MUCbMEHHOE HAalIOMUHAHUE O HEOOXOINMOCTH SIBUTHCS AJIS OJTyYSHHST TPYJOBOH KHUKKH YBOJIGHHOMY
pabOTHHUKY, HE OJIY4HBLIEMY €€:

Bribepute oiMH OTBET:

a. 3aKa3HOE MHUChbMO

b. bakcorpamma

€. SMS-coobmienue

d. anexTpoHHOE COOOIIEH e

Bomnpoc 12

Kakum BuioM 1okyMeHTa Brl HanpaBUTe B MOABEIOMCTBEHHBIC Opra—"HH3aI[MK CPOUHYIO HHPOPMAIIHIO O
MIOJYYEHHOM LITOPMOBOM IPEAYTT "PEKACHUU:

BeibepuTte oiMH OTBET:

a. JIENOBOE MHUCHMO, OTIIPABIEHHOE 110 (hakcy
b. renerpamma

C. 3JIEKTPOHHOE MUCHMO

d. renedonorpamma

Bompoc 13

HO,I[HI/IC&TB TCJ'IC(l)OHOFpaMMy, MOATOTOBJICHHYIO AJId OTIIPABKH KOPPCCIIOHACHTAM, UMCECT IIPAaBO:



Bribepute oquH OTBET:

a. 3aMECTHTEIb PYKOBOIUTEIIS OpPraHU3aiK

b. paboTHuK TIOApa3KeneHs

C. PyKOBOJIMTEIb OPTaHU3aI[MH KM YIIOJTHOMOUYCHHOE UM JIHIIO
d. pyKOBOAUTENH CTPYKTYPHOT'O MOpa3ieiCHHs

Bompoc 14

[MToAmuChIBaTH MUCHMO Ha OJTaHKE CTPYKTYPHOTO TOAPA3/ICICHHUS HMEET MPaBo:
BribepuTe oiuH OTBET:

a. 3aMECTHTEIIb PYKOBOJUTEIISI OpPraHU3alUuH

b. paboTHHK CTPYKTYPHOTO MOAPA3ICICHHUs, TOATOTOBUBIIHIA JOKYMEHT

C. PyKOBOJMTEIb MOJPa3ACIICHUS

d. pyKOBOANTEH OpPraHU3AIHH

Bompoc 15

[Tpu xakoM criocoOe JOCTaBKH €T0 ajpecary MUCHMO OYAeT UMETh FOPU-THUECKYIO CHITY, €CIIH TUCHMO
COJICPKUT 0053aTENbCTBO OIUIATUTH OKAa3aHHBIE YCITy TH:

Bribepute oiMH OTBET:
a. Mo4ToBas CBA3b

b. renedonnas cBsa3b

C. DJICKTPOHHAS 110YTa
d. pakcuMuIbHAS CBS3b

Bormpoc 16

HpI/I OTIIpaBKE Kakoi Pa3HOBUAHOCTH NMCbMa MOYXHO OIPaHUYNTLCH (l)aKCHMHHBHOﬁ CBA3bI0 NN
3J'IeKTpOHHOﬁ Io4ToH 0€3 JAOCBUIKH KOPPCCIIOHACHTY NOAJITMHHHKA!

BriGepute OMH OTBET:
a. MMchMa-3arpoca

b. pexmamuoro nmucema
C. IMChMa-3aKasa

d. mucpMa-HarmOMUHAHUS



Bompoc 17

VYkaxure, Kakue 1eJM He MOTYT ObITh PEATM30BAHBI ITPU IO "MOIIH JCTOBBIX TTHCEM:
Bribepute oquH OTBET:

a. OTIIpaBKa ajpecaTy JOKYMEHTOB

b. urdopMHUpOBaHUE KOPPECTIOHACHTA

C. BEIHECCHHE B3bICKAHUSI PAOOTHUKY OpraHU3aiuu

d. 0TKa3 B YJIOBJICTBOPCHUH MTPETEH3UH

Bomnpoc 18

Ecnv mruchMO OATOTOBICHO BEAYIIMM CHEIIHATICTOM OT/Iea TEXHHYECKOU MOIACPKKH OpraHN3aIii,
3aBU3UPOBAHO PYKOBOJUTEIEM OTJENA U MOANMUCAHO PYKOBOAUTEIEM OpPraHU3alliu, KOTo CIeAyeT
yKa3aTh B Ka4eCTBE UCTIOJHHUTENS B COOTBETCTBYIOIIEH OTMETKE:

BribepuTe oiuH OTBET:

a. PyKOBOIMTENS OpraHU3aIN
b. pykoBomutens otaena

C. BEIyIEro CeuaincTa

d. cekpeTapst pyKOBOIUTENS

Bomnpoc 19

Kak JOJDKCH MMOCTYNHUTHh UCIIOJTHUTEIIb, HO]Z[FOTOBI/IBHH/Iﬁ ACJI0TBOC MMUCbMO, €CJIU PYKOBOJAUTEIIb OTACIA
IIJIAaHUPOBAHUA, BU3a KOTOPO—TO HGO6XO,Z[I/IM8., HaXoAWUTCA B KOMaHANPOBKEC!:

Bribepure o1H OTBET:

a. TlepeaTh MUChMO Ha TIOJIHUCH PYKOBOJUTEIO 0e3 BH3bI

b. 3aBU3MpPOBATH NHCHMO Yy 3aMECTUTEIISI PyKOBOAMUTENS OT/AENA TTIAHUPOBAHHS
C. 3aBU3MPOBATh MUCHMO CaMOMY

d. ’k1aTh BO3BpAIICHUs PYKOBOIUTEIIS OT/IeNIa TUIAHUPOBAHUSI U3 KOMAHIMPOBKH

Bormpoc 20

Kakoit pa3HOBHIHOCTBIO JEJIOBOI0 ITUChMa ITOYTOBOE OTACIICHUE COOOIINUT IPasKIaHUHY, YTO Ha €r0 UMs
MOJIYYEHO LEHHOE MUChbMO, U IPUTIACUT MOIYYUTH €T0:

Bribepure oauH OTBET:



a. MACEMO-U3BELICHUE

b. muceMo-npurnamnienue
C. MUCHMO-TIpOChOa

d. muceMo-coodeHne

Bompoc 21

K kaxoif pa3HOBHIHOCTH TIFICEM OTHOCHUTCS MTUCHMO CIIEAYIONIETO COACPKAHNS:

Coo0rraemM, 9To opraHu3aIys BCTpeUr aMepUKaHCKOH aeneranuu oT kKomnanun ""Peiimysit XepuTamx
Hertyspk" nopydyeHa 1upeKkTopy My3bl"KaJIbHOTO YYMIMILA JyXOBBIX HHCTpYMeHTOB I1.J]. PomaHOBY:

BribepuTe oquH OTBET:

a. MMCbMO-0TKa3

b. urpopmanoHHOE TTHCEMO
C. MMCHMO-TIPETYTIPEKICHUEC
d. muceMo-coobIIeHNE

Bomnpoc 22

Yem muceMo-Tipeioxkenue (oepra) OTINYAeTCs OT PEK JIAMHOTO ITHChMa!

Bribepute oiMH OTBET:

a. HampaBJIsIeTCS MPOIABIOM MTOTSHIIUATBHBIM MMOKYNATENSIM C TPEIIOKEHHEM TOBAPOB MIIH YCITYT
b. He cBs3bIBaeT Mpo/aBia 0053aTeNLCTBOM MIPOAATH TOBAP

C. CTUMYJIUPYET HHTEPEC K TOBapy M KeJaHUe ero NpruoOpecTH

d. comepKuUT HaMepeHHe 3aKITIOUYUTD CJIEJIKY C YKa3aHHEM €€ KOHKPETHBIX YCIOBUM

Bompoc 23

K kakoi1 PAa3SHOBUAHOCTHU MUCEM OTHOCATCA MAUCbMaA, C TIOMOIIBIO KOTOPBIX MPOCAT BBICIATH
O(l)I/ILII/IaJ'IBHBIC CBCACHHNA WJIIN NOKYMCHTBI:

BriGepute OMH OTBET:
a. MUCbMO-U3BEIIECHUE
b. miceMo-3aka3
C. MMCHMO-3aIPOC

d. muceMo-pocrda



Bompoc 24

Kakoii pa3HOBUAHOCTH NUCbMa COOTBETCTBYET CIECAYIOIIMM TEKCT:

B cBs13u ¢ mporneaypoit 6ankporctBa npeanpustast OAO "MockoBc—Kuit KOHIUTEP" MTPOCUM
MPEIOCTaBUTh JIAHHBIC O pa3Mepe J0JIK roCy JIapCTBa B YCTABHOM KalMTajle Ha3BAHHOTO MPEATPUSITHS.

Bribepute oquH OTBET:

a. MUCHMO-TIPEIOKEHHE
b. mucemo-3anpoc

C. MACHEMO-TIPOCK0a

d. muceMo-coobIIeHNE

Bompoc 25

Omnpeaenure pa3HOBUAHOCTH IIMChMA, TEKCT KOTOPOTO IPUBEAEH HUXKE:

ITpocum Bac paccMoTpeTh BO3MOXKHOCTD MOCTaBKH NMAPTHH KOMIUICK "TYIOIIMX IS IIEPCOHATBHBIX
KOMITBIOTEPOB B MepBOil nekane ssuBaps 2013 r. ¥ npu NOJ0KUTETBHOM PEUICHUN HAPABUTH HaM

odepry.

BribepuTe oiMH OTBET:

a. MMCbMO-HAIIOMHHAHUE
b. muceMo-3arnpoc

C. IUCHMO-TIPEIOKEHHE
d. muceMo-tipocrba

Bompoc 26

YKa)KI/ITe, KaKO€ MUCHbMO CJICAYCET HAlIPpaBUTh OpraHu3alvy -KOHTpPAarcHTy 1o A0roBopy, €CJIu 3Ta
OopraHu3anus HE OIUIAYUBACT BbI'IIOJIHCHHBIC BAMU pa6OTBIZ

Bribepure o1H OTBET:

a. MIChMO-COO0IIEHNE
b. nmucemo-TpeboBanue
C. MUChbMO-HATIOMHHAHHUE
d. muceMo-TIpeTeH3 U

Bompoc 27



YkaxuTe, Kakoe MICbMO CIIEAYEeT HallPaBUTh OPTaHU3ANU-KOHTPAreHTy MO JJOTOBOPY, €CIH MOJIydeHa
MapTys TOBapa B HEHAJIe "Kalllel YIIaKOBKe, 9TO CKa3aJloch HAa Ka4eCTBE TOBAapa U MPHUBEIIO K
CHU KEHHUIO IIEHBI IIPU €r0 MPOJIaxKe:

BriOepuTe OfMH OTBET:

a. MMChMO-HATIOMUHAHUE
b. mucemo-3anpoc

C. IHCHMO-TpeOOBaHUE
d. mrceEMo-TIpeTeH3 U

Bomnpoc 28

yKa)KI/ITe, K Kakoit Pa3HOBUAHOCTHU MHUCEM OTHOCUTCS NHUCbMO CJIICAYIOIIETO COACPKaHUA:

18 ampenst 2013 r. B 11.30 MecTHOrO Bpemenu JlenapTaMeHT NpUPO—I0NOIb30BAHUS IPOBOJUT
CEJIEKTOPHOE COBELIAHUE 110 BOIIPOCY O CUTyallUHU C JIECHBIMU II0’KapaMu U JIECOHAPYIICHUAMU Ha
tepputropun Poccuiic—koit denepanum.

Bribepute ouH OTBET:
a. MMCHMO-COOOIICHNE
b. nucpMo-u3BenIeHe
C. IMChMO-HAIIOMUHAHHUE
d. muceMo-TIpHUTIIalIeHUE

Bomnpoc 29

Vkaxxute Ha3BaHHUE Pa3HOBUAHOCTH NMMCbMaA, MIPUBCIACHHOI'O HUXKEC:

IIpemmaraemM cenbb UCTAHACKYIO B O0uKkax B kKoymdecTBe 1200 KT ¢ TOCTaBKOM B TEUCHUE aIlpelisi-UiOHS
2013 1. paBHBIMH MAPTHSIMHU.

Bribepure o1H OTBET:

a. TMChMO-U3BEICHUE

b. muceMo-tipeuIoKEeHNE
C. MUCbMO-COOOIIICHNE
d. muceMo-Tipockba

Bomnpoc 30

K kakoit pa3HOBHIHOCTH MU —CEM OTHOCHTCSI TUCHMO IPaXKIaHWHA, B KOTOPOM OH 00paIiaeTcs B
OpTraHM3aIHIO ¢ IPOCHOOI MOATBEP UTH CTaXK PAOOTHI B TOW OPraHU3AIINU:



Bribepute oquH OTBET:
a. MUCBMO-3aIPOC

b. muceMo-TpeboBanue
C. MICHMO-TIpOCchOa

d. muceMo-coobmIeHne

Bompoc 31

Opranunzanys ojy4usa MUCbMO-TIPOChOy CIEAYIOIEro COAEPKaHMUS:

IIpocum Bac npenocTaBuTh MECTO ISl POXOKACHUS TPEAIUIIIIOM "HOM IPAKTUKU CTYACHTKE 5 Kypca
0ouHOM (hopMBI 00yUeHHUs (haKyIIbTeTa IMeJarornieckoro 00pa3oBaHus U CEpBUCHBIX TexHoiormii PI'BOY
BITO «Marauroropckuii rocyJapcTBEHHBIH YHUBEPCUTET», IO HAaNpaBJIeHHIO «/l0OKyMEHTOBEAeHNE U
apxuBoBeieHue» MenBeneBoit AnHe AuapeeBHe ¢ 01 ¢eppais mo 28 mapra 2013 r.

VYkaxute, Kakoil U3 BapuaHTOB OTBeTa OyeT 0oJiee MpaBUIbHBIM:
BribepuTe oguH OTBET:

a.

YBaxkaemble KoJuteru!

HNudopmupyem Bac 0 TOM, 4TO MBI pajibl IPEIOCTABUTH MECTO JIJIS POXOKIACHUSIIPEITUIIIOMHON
npakTUKU Baieili crynentke MenBeneroit AHHe AHIpeeBHE B 0003HaueHHbIe Bamu cpokwu.

b.

CoobuiaeM, 4To Hallla OpraHu3alys rOTOBa MPEeI0CTaBUTh MECTO ISl POXOXKICHUATIPEIAUTUIOMHON
MPAKTHKH CTYJIEHTKE 5 Kypca ouHOU (hopMbl 00yUdeHus (haKyJIbTeTa MeAaroruieckoro oopa3oBaHus U
cepBucHbIX TexHoJoruii ®I'bOY BIIO «MarHuToropckuii rocy1apcTBEHHbIN YHUBEPCUTET», MO
HanpabJieHHIO «J[OKyMEHTOBeIcHHE U apXHuBOBeAcHUE» MeBeneBoit Aune AuzpeesHe ¢ 01 deBpans o
28 maprta 2013 r.

C.

Ha Bame nucemo ot ... Ne ... cool1iaem, 4To TOTOBBI IPEAOCTABUTH MECTO IS
MPOXOKICHUSTPEUIIIOMHON MPAKTUKH CTYJIEHTKE 5 Kypca 04HOM (hopMbl 00ydeHUs hakybTeTa
nenarornyeckoro oopasoanus 1 cepBucHbIX TexHonoruit ®I'BOY BIIO «Marnutoropckuit
TOCY/IapCTBEHHBII YHUBEPCUTET), 110 HAIIPABIECHUIO «/[OKyMEHTOBEIEHHE U APXUBOBEICHUE
MengeneBoit Aune Auapeesre ¢ 01 dbeBpans mo 28 mapta 2013 1.

d.

C006I]_[aeM, YTO Halla opraHu3anusa NpeaoCTaBUT MECTO AJIA NPOXOKACHUSA NPAKTUKU JJIA BaIlei
CTYACHTKHU.

Bompoc 32



Kaxkoit pa3HOBHAHOCTH TUChMa COOTBETCTBYET CIICAYIOIIAs sI3bIKOBas (hopmyrna: «MbI yBepeHsI, uTo Bac
3aMHTEPECYET BHICOKOE Ka4eCTBO HAIIEH MPOIYKIIHH...»:

Bribepute oquH OTBET:

a. mpocb0a

b. pexmamuoe HcEMO

C. TIpHUIJIAIICHAE

d. odepra (mpemmoxkenme)

Bompoc 33

Kakoil pa3sHOBUIHOCTH ITMCbMa COOTBETCTBYET ClIeAYIOIIas si3b1k0oBast hopmya: «IIpocum cooOmuTh
JaTy mpue3/a Jieneraiuu ot Bamei pupmer...»

BribepuTe oguH OTBET:

a. mpoceba

b. mpurnarenue

C. HATOMUHAHKE

d. uaopMaIIHOHHOE TUCEMO

Bompoc 34

Kaxkoli pa3HOBHHOCTH ITMCEMa COOTBETCTBYET Clieytomas si3pikoBasi hopmyna: «IIpeacrapiso Ha
YTBEPIK/ICHUE IPOEKT IUIaHA...»:

BriGepute OMH OTBET:

a. TpeJICTaBJICHHE

b. odepra (npemmoxene)

C. mpockba

d. conpoBOAKUTETBHOE TUCHMO

Bompoc 35

Kaxoif pa3HOBHIHOCTH MHChMa COOTBETCTBYET Cielyrolas s3b1koBasi popmyna: «K coxaneHuto, Mbl He
MO’KEM IIPUHATH Bale npeioxkeHue. . . »:

Bribepute oquH OTBET:
a. MICHMO-TIPUTJIANIICHUE

b. mucemo-oTBeT



C. MIUNCbMO-0TKa3
d. mucEMO-M3BHHEHHE

Bompoc 36

YkaxuTe HanOosIee «KECTKUH» U HEYMECTHBIM BapUaHT OTKa3a:

BribepuTe oauH OTBET:

a. B cBs3M c... AemapTaMeHT He MOYKET COTJIACUTHCS C BAIlIUM ITPEIIIOKCHHEM
b. IIpuHsTH Ballle MPEUTOKEHUE HE TIPEICTABISIETCS BO3MOXHBIM B CBSI3H C ...
C. B cBs3m c ... Bale npeaioskeHHe HaMU He TPUHUMACTCS

d. B cBsi3 ¢ ... Ballle MPETOKEHUE HE MOXKET ObITh IPUHSTO

Bonpoc 37

Kaxoli BapuaHT IpeI0KeHUs TOBAPOB U yCIyT 0oJiee MpHeMIIeM:
BribepuTe oquH OTBET:
a. Hamra ¢pupma roroBa mocTaBuTh BaM Ka4eCTBEHHYIO U HEIOPOTYIO JIEKTPOTEXHUYECKYIO TPOLYKIIAIO

b. HacrositenbHo pekoMeH1yeM Bam BOCIOIb30BaThCs yCIyraMu Haieil GupMbl 1o mocTaBKe
Ka4eCTBEHHOM U HEZOPOTOH 3NIEKTPOTEXHUYECKOH MPOLyKIMN

c. [Ipemyiaraem BoCIoNIb30BaThCs yCIIyraMy Hamiei (PMpMBI IO TIOCTaBKe Ka4ECTBEHHOM U HEJIOPOT O
3JIEKTPOTEXHUYECKOM MPOAYKIINN

d. Ipemaraem Bam BOCIOIBb30BaThCs yCIIyraMu Halieil (PUPMBI 110 IOCTaBKe KAYeCTBEHHON U
HEIOpOTOH 3JEKTPOTEXHUUECKON MPOIYKINT

Bompoc 38

Kakne oOpaleHnst yMeCTHO UCTIONIb30BaTh B KOMMEPUYECKOM IPEUIOKEHUH, PACCHUIAEMOM OOJIBIIOMY
KOJIMYECTBY OPTaHM3ALNN — MOTEHIIUAIBHBIX TOKyIaTeNIe TOBapOB WIN YCIYT:

Bribepure o1H OTBET:

a. YBaxxaeMble rocrioga!

b. YBaxaemsbie koiern!

C. YBakaeMbIe TOCIOa MPeaAPUHUMATEIIHN !
d. MHoTrOyBaskaeMbIe Tocroa!

Bomnpoc 39



Bribepute Hanboee yMeCTHYIO0 (GOPMYITHPOBKY:

Bribepure oauH OTBET:

a. MBI paznpl OpeaioxuTe BaM NpUHATE y4acTUE B CEMUHAPE ...
b. Ipeanarato Bam npuHATH y4acTHe B CEMHUHAPE ...

C. IIpennaraem Bam npuHATE ydyacTue B CEMUHAPE ...

d. Page! npemoxxuTh BaM IpHHATH ydacTHe B CEMUHAPE ...

Bompoc 40

VYkakuTe, Kakasi U3 ITUKSTHBIX 3aKITIOYUTEIbHBIX ()pa3 OyaeT yMECTHOH B TEKCTE JICTIOBOTO MHChMa:
Bribepute oiuH OTBET:

a. Haneemcs Ha AuTeNbHOE TUIOJJOTBOPHOE COTPYIHHIECTBO

b. Ouens pazapl okazats Bam ycayry

C. K cokasnieHunto, Mbl MO3THO MOJYYHIIN BallIe MPEIUIOKCHUE U HE CMOTJIM UM BOCIIOJIb30BAThCS

d. K cuacTblo, Haim onaceHus: 06 OCTAaHOBKE MOCTABOK 00OPYIOBaHUS HE TIOATBEPANIUCE

Bomnpoc 41

Ormpeaenure, CKOJIBKO KOMITO3UITMOHHBIX YacTeH B CIEAYIONMIEM MMHCHME:

IIpu npoknaske KaHATU3AMU U yCTPOICTBE KaHAJIM3aLMOHHBIX Ka—Mep 110 aapecy: yi. JloBxKeHKo,
cTpoeHue 15 Ha KoIoIIbl ObIITH yCTa "HOBJICHBI KPBIIIKH, HE COOTBETCTBYIOIIIME pa3Mepy o0euaek, U,
HECMOTpsl Ha HEOJTHOKPATHbIC YCTHBIE M MICbMEHHbIE 00pallleHus K Ha4aJbHU Ky yyacTka Ne 4 ¢
NPOCHOOH YCTPAHUTH JOMYIIECHHbIE OTCTYIUICHHUS OT TEXHUUYECKOH TOKYMEHTALMH, MEPHI JI0 CHX TIOp He
TPUHSTHIL.

B cBs3u ¢ TEM, YTO IIPH IPOE34€ aBTOMAIINH NPOUCXOAUT CABUT U I€"PEBOPAYUBAHUC KPBIIICK,
OTKPBITBIC KOJIOABI CO3JAI0T YTPO3Y KHU3HU MCHICXOA0B U MOT'YT IPUBECTU K HECCYACTHBIM CJIy4dasiM,
Tpe6yeM NPpU—HATH CPOYHBIC MEPELI 110 YCTPAHCHHUIO HCIIOJIA0K.

B mpoTuBHOM Cilyuae Mbl HE HECEM OTBETCTBEHHOCTH 32 BO3MOKHBIE TTOCIIC/ICTBUSL.
Bribepure o1H OTBET:

a. 1Be

b. Tpu

C. 4eThIpe

d. onna

Bompoc 42



Kakue nucbMa sBISIIOTCS MHOIOACIIEKTHBIMMU:
Bribepure oauH OTBET:

d. MUChbMa, aBTOPAMM KOTOPBIX SBJISAIOTCSA HCCKOJIBKO JINL, KAXXI0C U3 KOTOPHIX BBICKA3bIBACT CBOKO TOUYKY
3pCHUA Ha OTpa)KeHHI:Iﬁ B IMMUCbME BOIIPOC

b. kommnekc IMUCEM, ABJIAIOIIUXCS PE3YJIBTATOM IICPECIIUCKU ACIOBBIX MAPTHECPOB IO OJHOMY HUJIN
HECKOJILKUM BOIIpOCaM

C. MMChMa, COCTOSIIINE U3 TPEX MITU YETHIPEX CMBICIIOBBIX YacTell (BCTYIJICHHE, OCHOBHASI YaCTh,
3aKITFOYEHUE, MTPEIyTPEKICHIE W 3aKITIOUNTENIbHBIE AITHKETHBIE (POPMYIIHI)

d. MMUCbMa, MMOCBAIICHHBIC HCCKOJIBKHUM BOIIPOCaAM

Bompoc 43

N3 xakux KOMIIO3MIIMOHHBIX YAaCTE€W COCTOUT MTPUBEICHHBIA HUXKE TEKCT MUChMa!

B apMuHmCTpanuy palioHa B HACTOSIIEE BpeMsl HCTIONb3yeTcst TpH aBToMoOmitst 1999 roaa Beimycka,
KOTOpBIE HeCcyT OOJbIINE Harpy3KU U TPeOYIOT 3HAUNTEIBHBIX 3aTpaT Ha TEKYIIHH PEMOHT, a J1Ba U3 HUX
HY>X JIalOTCSI B KallMTaJIbHOM PEMOHTE, 3aTPaThl Ha KOTOPBIH COMIOCTAaBHMBI CO CTOMMOCTBIO HOBOT'O
aBTOMOOWIIS.

B c¢Bsi31 ¢ TeM, 4TO City)xeOHbIE 0053aHHOCTH PA0OTHUKOB aIMUHUCT "PAIlUH CBSI3aHbI C MOS3KAMU 110
TEPPUTOPHUH paiioHa, yOSIUTEIBLHO MTPOCUM BBIJCIUTh CPEICTBA HA MPHOOPETEHUE BYX HOBBIX
cirykeOHbIX aBToMoOMIer ""a3ens" i Hy X/l a IMAHUCTPAIIH.

BeiOepuTe OIMH OTBET:

a. BBEJIEHUE, O00CHOBAHUE, 3aKIIOUCHHE
b. BBeneHue, 3aKnrouyeHue

C. 000CHOBaHUE, 3aKIIOUYCHHE

d. BBeieHne, 000CHOBaHHE, 3AKIIIOUCHHUE, TPEAYPEKICHUE

Bomnpoc 44
W3 kakuX KOMIO3HUIIMOHHBIX YaCcTEH COCTOUT MPUBEACHHBIN HUKE TEKCT MMHCHMA:

B cootBercTBUM ¢ pacniopspkeHreM DenepanbHOTO YIPABISHHS MO 1€ JIaM O HECOCTOSTETbHOCTH
(6ankpotctse) oT 19 okTs0pst 2004 r. Ne 75-P Hanpansem Bam akThl ¢ KOMIUIEKTaMHU TOKYMEHTOB T10
MPEIPUATHSIM:

1. BocTpsikoBckuil MsconepepadaTbIBaoni KOMOMHAT;
2. @abpuka netckoi urpymku Ne 3.
Bribepute oquH OTBET:

a. 000CcHOBaHNE, 3aKJIIOUCHUE



b. BBeneHne o6ocHOBaHKE
C. BBeJIeHUE, 000CHOBAHNE, 3AKITIOUEHUE

d. BBeieHue, 3aKI0YEHNE

Bompoc 45
[Iponomxute BhIcKa3biBaHue: «KOMIO3HIIMS TEKCTA MUCbMa — 3TO ...)»:
Bribepute oquH OTBET:

a. MOCICA0BATCIBHOCTD JIOTHYCCKU B3aUMOCBS3aHHBIX CMBICIIOBBIX qaCTeﬁ, O6’L€,Z[I/IH6HHI>IX CINHCTBOM
TEMBI

b. BHeNIHME MPHU3HAKH, TIO3BOJIAIOIINE BBIJICIUTH TEKCT M3 MacChl HHOPMAIMH, Pa3MEICHHON B
JIOKYMEHTE

C. pacnoJIOKCHUE PEKBU3UTOB JICJIOBOTO IIMChbMA U 3JICMCHTOB TCKCTa Ha Onanke

d. mocse10BaTeIbHOCTD PACIIONOKEHH S TPEUTOKEHHUI B TEKCTE TOKYMEHTa

Tect Kk Teme 2.3 (2 kypc)

Bompoc 1

Kaxoii Bug nokymenta HE oTHOCHTCS K crcTeMe HH(POPMAIHOHHO-CIIPABOYHON TOKYMEHTAIHH:
BriGepute 0MH OTBET:

a. crpaBKa

b. mpemnoxenue

C. aKT

d. uHCTpYKIIHS

Bompoc 2

Kaxoit Bun nokymenra HE otHocuTest k cucteme HHQOPMAIIMOHHO-CITPABOYHO# JOKYMEHTAIIUH:
Beibepute oiMH OTBET:

a. CIUCOK

b. cBonKa

C. 3aKJIFOYCHUE

d. aBToOHOTpadus



Bompoc 3

Kaxoii Bug nokymenta HE oTHOCcHTCS K cucTeme nH(OPMAIMOHHO-CITPABOYHOMN TOKYMEHTAIUH:
Bribepute oquH OTBET:

a. pe3rome

b. nepeuens

C. 3aKJTI0YEHUE

d. oT3BIB

Bormpoc 4

Kakott pasHoBraHOCTH HH)OPMAIIMOHHO-CITpaBOYHOMN JokymeHTanuu HE cymectByerT:
Bribepute ouH OTBET:

a. 0OBSICHUTENbHAS 3aITHCKa

b. noxnangHas 3anucka

C. pPa3bACHUTENbHAS 3aIHCKa

d. mosicHUTENIbHAA 3aIUCKA

Bompoc 5

Kaxoii BHJ TOKyMeHTa OTHOCHTCS K CHCTEME HH(POPMAIMOHHO-CIIPAaBOYHON JIOKYMEHTAIHH:
Bribepute oiMH OTBET:

a. TIOJIOKEHUS

b. nHCTpYKIIMN

C. JOTOBOPHI

d. cmyxebHBIE THCHMa

Bompoc 6

Kakum moxkymeHTOM HE0O0X0AMMO O(OPMUTE PE3yIbTaThl PEBU3UH OTENA MTPOIaXK OPTaHU3AITHH:
Bribepute oquH OTBET:

a. CIpaBKoOit

b. nHpOPMATHOHHBIM THCHMOM



C. aKTOM

d. cBonkoi

Bompoc 7

KaxkoBo MUHMMaIbHOE KOJTUYECTBO JIHII, MOMUCHIBAIONINX aKT:
Bribepure oauH OTBET:

a. 9eThIpe

b. Tpu

C. 1Ba

d. onun

Bompoc 8

Kakoii opran momkeH ObITh COCTaBUTENIEM aKTa, B KOTOPOM (PUKCHPYETCSI OTCYTCTBHE PaOOTHHKA Ha
pabouem mecTe:

BriOepuTe o1MH OTBET:

a. mpo(CcOI03HBIN KOMUTET

b. cenmanbHO Co3MaHHAas IUCIUTUTHHAPHAS KOMUCCHS
C. TPYJIOBOM KOJIJIEKTUB

d. coBeT yHuBepcHuTeTa

Bomnpoc 9

Kro yTBEp)K1aeT akT:
Bribepure oMH OTBET:

a. cekpeTapb

b. pykoBomuTens opraHu3anum
C. YIEHbI KOMUCCHH

d. npeaceaareiib KOMUCCUN

Bompoc 10
Kakas mara siBasgeTcs gaTou akra:

Bribepure oauH OTBET:



a. 1aTa COCTABIICHUSA
b. nara coGeITHs
C. 1aTa MOANUCAHUS

d. mara yTBepKIACHHS

Bompoc 11

Kaxkast yacTp siBAsI€TCS M3IUILIHEN B TEKCTE aKTa:
BribepuTe oquH OTBET:

d. BBOJTHas

b. paciopsiautensHast

C. OCHOBHas (KOHCTaTHPYFOIIAs)

d. 3axmrounTenpHas

Bomnpoc 12

Kaxkoe coneprkaHue BKIIIOYAaeT OCHOBHASI YaCTh TEKCTa aKTa:
Bribepute oiMH OTBET:

a. OCHOBAaHHUE JIJISl COCTABIICHUS aKTa

b. cocras komuccHn

C. IOATBEP)KJICHUE YCTAHOBJICHHOTO (haKTa MM COOBITHS

d. mpucyTcTByommne

Bompoc 13

Ha xakoM 13 HH(POPMAIMOHHO-CIIPABOYHbBIX JJOKYMEHTOB MOKET ObITh O(OpMIICH P yTBEPIKICHUS:
Bribepure oMH OTBET:

a. crpaBKa

b. cnimcox

C. aKT

d. cmy»xeOHast 3armucKa

Bompoc 14



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

BribepuTe ouH OTBET:

a. TOKYMEHTBI, HA OCHOBaHHH KOTOPHIX (PMKCHPOBAJIVICH YCTAHOBICHHBIE (DaKThI

b. enu, 3aauu, CyIIHOCTD, XapaKTep, METOIbI, CPOKH, PE3yIbTATHI TPOICIAaHHON PabOThI
C. MOATBEPKICHUE YCTAHOBJICHHOTO (aKTa WK COOBITHS

d. MNpEAJIOKCHU, pCKOMCHAAIINH, CIIOCOOBI U CPOKH YCTPAaHCHUA BCKPBITHIX ITPU IIPOBECPKE HEAOCTATKOB

Bompoc 15
Kakoe Bricka3siBanue sBisiercss HEBEPHBIM:
Bribepute oiuH OTBET:

a. I[loanucy 4jI€eHOB KOMUCCHHI pacnoJiararoTcs B TOM Ke IIOCIICA0BATCIIBHOCTH, KaK U BO BBOJIHOM 4JacTH,
C YKa3aHHUEM JOJIKHOCTHU

b. Akt cunTaercs IMPUHATBIM IIOCJIE €TI0 NOANNCaAHNUA BCEMU WICHAMU KOMUCCHU UJIKM BCEMU JIMLIaAMH,
Y4aCTBOBaBIIMMHU B €T0 COCTABJICHUHN

C. AKT MOAMHUCHIBAIOT BCE YICHBI KOMHUCCHU

d. JIuio, uMerolIiee 3aMevaHus 110 COJCPIKAHUIO aKTa, He UMEET MpaBa He MOAMUCHIBATH JOKYMEHT, OHO
u3J1araeT cBoe 0cob0e MHEHHUE MO0 Ha 00OPOTHOM CTOPOHE MOCIIEIHErO JIUCTA aKTa, JIM0O Ha OTACIEHOM
JMCTE

Bomnpoc 16
Kaxkoe BrickassiBanue asisiercs HEBEPHBIM:
Bribepute oiMH OTBET:

a. Bce nuia, ynoMsiHyThIE B aKTe, 0COOCHHO Te, K paboTe KOTOPBIX BBHICKa3aHbI 3aMeYaHHUsl, JOJKHBI
OBITH O3HAKOMJIEHBI C €I0 COEPKAaHUEM 10/l PACIIUCKY

b. ITocne yTBepkaeHHs peKOMEHIaTelIbHAs YaCTh aKTa IPUOOPETaeT PacoOPSAUTEIbHYIO CHIIY U
o0s13aTeNbHa K UCTIOJIHEHHIO

C. Bce nmucthl akTa, KpoMe IepBOTO | MOCIEAHETO, U MPHIIOKEHUH K HEMY Ha 000pOTHOM CTOpOHE
3aBEPAIOT MOJIUCSIMHU MpeaCceaAaTeNs U WICHOB KOMUCCHU

d. AKT cunTaeTcst MPUHATHIM TIOCIIE €T0 TOANMKMCAHNS TIPEICcEaaTeIeM KOMUCCUI

Bompoc 17
Kakast pa3sHOBHIHOCTH 3amucOK oopMitsieTcst Ha OTaHKe OpraHU3aINH:

Bribepute oquH OTBET:



a. BHELIHSA JTOKJIaJHas 3aMicKa
b. BHyTpeHHss TOKIIaHas 3aIUCKa
C. cimyxeOHas 3armcka

d. oOBsCHUTENBHAS 3aIIUCKA

Bompoc 18

Kaxoii Buj 3anucku 00s13aTeTbHO PETUCTPUPYETCS:
BribepuTe oquH OTBET:

a. BHCIIHAA JOKJIAaaHAas 3alMcKa

b. oOBsicHUTENbHAS 3aTTUCKA

C. BHYTPEHHSIS JTOKJIa/THAS 3aITUCKa

d. cmyxeOHast 3armucka

Bomnpoc 19

Ha kakue pa3HOBHIHOCTH JENATCS JOKJIA/JHBIC 3aIIMCKHU 110 XapaKTepy CO/EpKaHMUsI U Ha3HAYCHUSL:
Bribepute oiMH OTBET:

a. MHUIIMATHBHBIE, HTH()OPMAIIMOHHBIE M OTYETHBIC

b. BHyTpeHHHE 1 BHEIIHKE

C. ouIHMABbHBIEC U JIMYHbIC

d. Pa3bACHUTEIILHBIC U OIIPpaBAATCIIbHBIC

Bompoc 20

Kakas mara sasngercs 1aToil JOKJIaJHOM 3alIMCKU:
Bribepure oMH OTBET:

a. JaTa COCTaBJIEHUS

b. mata perucrparuu

C. JlaTa MOAIHUCaHUS

d. nata yrBepKaeHUs

Bompoc 21



Kaxkoit pa3HOBHAHOCTH JOKJIAIHBIX 3aITHCOK COOTBETCTBYET CIICIYIOIIAS XapaKTEPUCTHKA: «DTH
JTOKJTaTHBIE 3aITUCKU COCTABIIAIOTCA C IIENBI0 TOOYIUTH aJipecara MPUHATh ONPEIeIEHHOE PeIIeHIe,
MO3TOMY B TEKCTE HE TOJIBKO U3JIararoTcsl KaKue-TO (hakThl, HO U COACPKATCS KOHKPETHBIC MTPEIOKCHHUS,
PEKOMEHIAITUH HITA BEIBOIBD.

BoiGepuTe OMH OTBET:
a. OTYETHBIE

b. nogcuuTeNnLHBIE

C. IHULIMATHBHEIE

d. uadopmarmonnas

Bomnpoc 22

Kaxolt pa3sHOBUIHOCTH JOKJIQIHBIX 3aIIUCOK COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTHKA: «ITH
JOKJIaIHbIE 3aIIMCKH COCTABIISIIOTCA PErYIAPHO U COAepKaT MH(POPMALIMIO O ACTANISX WM METOaxX
BBITIOJTHEHUSI pPaOOThD».

BribepuTe oguH OTBET:
a. MTHUIIMaTHBHBIC

b. urdopmanmonHast
C. OTYETHBIC

d. mosicHUTENBLHBIE

Bompoc 23

Kaxoii pa3sHOBHIHOCTH JTOKJIaIHBIX 3aIICOK COOTBETCTBYET CIEIyIOIIas XapaKTepUCTUKa: «ITH
JIOKJIaIHBIE 3aTMUCKN MHOOPMHUPYIOT O 3aBEPIICHUH PabOThI, €€ ITara, BHIMOJTHEHUH YKa3aHHH,
pacropspKEHUH U T.IL».

BriOepuTe ofiMH OTBET:
a. nHGOopMaIMOHHAS
b. mosicautensHBIE
C. MHUIIMATHBHBIC

d. oTueTHBIE

Bompoc 24
Kakoii 1oKyMeHT MOANUCHIBACTCS PyKOBOAUTENEM CTPYKTYPHOTO ITOAPa3AeICHUS:

Bribepute oquH OTBET:



a. cripaBKa
b. mpukas
C. aKT

d. ciyxeOHas 3amucka

Bompoc 25

Kaxkast pa3HOBHIHOCTB 3aIIHCOK HE COJEPKUT BBIBOJIOB U TPEUIOKCHUI:
BribepuTe oguH OTBET:

a. MTHMIIMAaTUBHAs JOKJIagHas 3alucKa

b. cnyxebHas 3amucka

C. TMYHAsl 3aIHCKa

d. oOBsIcHUTENbHAS 3aKMCKa

Bomnpoc 26

Ha xakue pa3HOBUIHOCTH MOIPA3CIAIOTCS 00BICHUTENBHBIC 3AMUCKU MO COJICPKAHUIO:
Bribepute oiMH OTBET:

a. pyKOITUCHBIC/MAIIIMHOTIMCHBIC

b. BHyTpeHHUE/BHEITHIE

C. MHUITUATHBHBIE/ MH(POPMAIIMOHHBIE/ OTYECTHBIC

d. 3anmcku — MIPUJIIOKECHHUSA K OCHOBHOMY JOKYMCHTY, JOIOJHAIOIIHNE U MTOSACHAOIINC ero/ 3allMCKU,
COCTaBJIICMBIC pa6OTHI/IKaMI/I JJIsL OOBSICHECHHUS KX MOCTYIIKOB UJIN CIIOKHMBIICHCS CUTyallun

Bormpoc 27

B xaxom JAOKYMCHTC B KOHIIC TCKCTAa YKA3BIBACTCA KOJIMYCCTBO COCTABJICHHLIX 3K3CMILIAIPOB U UX
MECTOHAXO0XJICHHUC.

BriGepute OMH OTBET:
a. crmyxeOHas 3armicka
b. cripaBka
C. aKT

d. cBoaka



Bompoc 28

KaKOMy BUAY NOKYMEHTA COOTBETCTBYCT CHGI[yIOHII/Iﬁ TCKCT:

23.09.20013 B 9.00 Ha 3aHATHAX 1O JOKYMEHTAIIMOHHOMY OOECTIEUEHHIO YITPAaBIEHHUS MPUCYTCTBOBAJIO 2
CTYZCHTA U3 COCTaBa IPYIIHBI 25 YeTIOBEK, B pe3yJIbTaTe Yero 3aHATHS HPUIILIOCH OTMEHHTB.

HoueHT xadeapsl JOKYMEHTOBEICHHS
25.09.2013
IMoxmuce

N.B. lllenens

Bribepute oiuH OTBET:

a. JIOKJIaIHas 3aInucKa

b. mosicHuTenbHAS 3aMUCKA
C. O0BsICHUTEIIbHAS 3aIHCKa
d. cmy»xeOHast 3armnucKa
Bomnpoc 29

Kakomy Bty HHPOpPMAaIIMOHHO-CITPABOYHON JIOKYMEHTAIIUN COOTBETCTBYET CIIEYIONIee ONpeecHuE:
«2T10 (hopMa BHYTpEeHHEH JETOBOI MEPENUCKH MEXIY ITOAPa3ACICHUSIMA OPTaHU3aLNN HITH
JIOJKHOCTHBIMH JINIIAMH, HE HAXOIAIMMHUCS B TIPSIMOM TTOTYUHEHUN.

BriOepuTe oiMH OTBET:
a. OT3bIB

b. akr

C. ciry>xkeOHas 3aIucKa

d. JOKJIaJJHas 3aliucKa

Bompoc 30

Kaxomy Buny nH(OpMaIlImoOHHO-CITPAaBOYHON TOKYMEHTAIIMH COOTBETCTBYET CIEAYIOIIEE OMPEaEIICHHUE:
«9TO0 JOKYMEHT, COJIep Kall1i ONMCaHUe U OATBEPXKICHHUE T€X WIN UHBIX (PAaKTOB, COOBITUH MK
SBJICHUH, a TAKXKE YAOCTOBEPSIOMINI KaKOH-THOO0 IOpUINUECKUI HaKT».

Bribepure oauH OTBET:

a. OOBLSICHUTENBHAS 3aIiCKa



b. cripaBka
C. CBOJIKA

d. akT

Bompoc 31

Kakomy Buty nH()OpMAaIIMOHHO-CITPABOYHOMN JIOKYMEHTAIIUU COOTBETCTBYET CIICAYIOIIEE OMPE/ICIICHUE:
«3TO TOKyMEHT, COCTABJICHHBIN IS TOATBEPKICHHS YCTAHOBICHHBIX (JAKTOB, COOBITHH, IEHCTBHID.

BribepuTe ouH OTBET:

a. aKT

b. cipaBka

C. TUCBMO-NIOATBEPKACHUEC
d. mporoko

Bomnpoc 32

Kakomy Buy HHQOPMAIIMOHHO-CIIPABOYHON JOKYMEHTALUH COOTBETCTBYET CIIEAYIOIIEE ONpEACICHHUE:
«2TO JOKYMEHT, COJIEpKALIMH epEUnCIICHHE JIUL, IPEIMETOB, 0ObEKTOB B ONPEACIICHHOM IOPSIIKE,
COCTaBJICHHBIH B 1eJsIX HHOOPMUPOBAHNUS WITH PETUCTPALIUNY.

BribepuTe oiMH OTBET:
a. CBOJIKa

b. mepeuens

C. cIipaBKa

d. crircok

Bompoc 33

Kakomy BuIy HHGOPMAITMOHHO-CIIPABOYHOM JJOKYMEHTAIIMU COOTBETCTBYET CIIEYIONIEE ONpe/IelICHHE:
«9TO TOKYMEHT, COAEPKAIINNA MHEHHE, BBIBOABI OPraHU3aI[1H, KOMUCCUH WM CHEIUAIUCTA MO0 KaKOMY-
1100 JOKYMEHTY UJIM BOIIPOCY».

BriGepute OMH OTBET:
a. IOKJIaHas 3anucka
b. cBoxKa
C. 3aKJIFOUYEHUE
d. oT351B

Bomnpoc 34



Kaxomy Buny nH(OpMaIImoOHHO-CITPABOYHON TOKYMEHTAIIMH COOTBETCTBYET CIEAYIOIIEE OMPEaeIICHHUE:
«3TO IOKyMEHT, COAepKAIINH MHEHHE OPTaHN3aIlNH TN CIIEIHAIICTA TI0 TIOBOAY KaKOH-TH00 paboThI,
MOCTYIHUBIIIEH HA PACCMOTPEHUE.

BoiGepuTe OMH OTBET:

a. IOKJIaHas 3ammcKa

b. cBomka

C. OT3EIB

d. 3aximoueHme

Bompoc 35

Kakomy Buny nHGOpPMAIOHHO-CIIPaBOYHON TOKYMEHTAIIUA COOTBETCTBYET CIEAYIOMINN TEKCT:

denepanbHOE yIpaBiIeHUE MO JeJIaM O HECOCTOSTENbHOCTH (0aHKPOTCTBE) Ha OCHOBAHUU
NpeACcTaBIeHHBIX TYTrypiIbIKCKUM IeMEHTHBIM 3aBoioM (OpeHOyprekast 005acTb, moc. TyrypibIk, yiI.
LenTpanpHas, a.1) JOKYyMEHTOB OyXraiTepCcKoil OTYETHOCTH 10 cocTostHuIo Ha 30.04.2013:

- Oyxranrepckuii 6amanc (popma 1);
- 0TYeT 0 NPUOBLISX U YOBITKAX (dopma 2)

Y TIPOBEJICHHOT0 aHaM3a QUHAHCOBOIO COCTOSIHUS NIPSAIPHUSATHUS, YCTAHOBUIIO, YTO JAHHOE MPEANIPHITHE
SIBJIICTCS HETLJIATEIKECIIOCOOHBIM U MMEIOIIMM HEYIOBJICTBOPUTEIBHYIO CTPYKTYPY OasiaHca
(IpennpusATHEM-IOIKHAKOM).

OcHoBaHue:
k03 pUIIMEHT TeKyIel TMKBUIHOCTH 10 Oanancy npeanpustus =18%;

KO3 GUIMEHT 00eCTIeueHHOCTH COOCTBEHHBIMH O0OPOTHBIMY CPEICTBAMHU T10 OaJaHCy MPEATIPUATHS =
8%;

KO3 GUIMEHT BOCCTAHOBJICHUS 110 OanaHcy npeanpusatis =10%.

PykoBonutens CremnaHoB II.A. Crenanos
Bribepure o1H OTBET:

a. OT3bIB

b. cnpaBka

C. CBOJIKA

d. 3axmoyeHue

Tema 2.4



IIpakTuyeckoe 3aganue 8 (2 Kypc)

1. Be1 xoTHTe YycTpouThCs AenonpousBoauteneM. CoctaBbTe i cels pestoMe.

Tect k Teme 2.4 (2 Kypc)

Bompoc 1

W3 mepeunciieHHbIX HIDKE BUIOB JOKYMEHTOB BRIOEpPHTE HOPMATHUBHEIN IMPABOBOM aKT, SBISIOIHICS
OCHOBHBIM B PEryJIMPOBaHHU TPYAOBBIX MPABOOTHOLICHUH paboTonaress (rocyaapcTBEHHOM
OpraHm3aIiy, COOCTBEHHUKA MIPEINPHUATHS) U PaOOTHHKA:

BribepuTe oiuH OTBET:

a. Ab00oM (OpM MEepBUYHON YYETHON TOKYMEHTAIMH 110 TPYIOBbIM OTHOLICHUSIM
b. TpymoBoii JoroBop

C. Tpynosoii kogexc PO

d. TpynoBoe cornarieHue

Bomnpoc 2

Kakum JOKYMCHTOM JOJUKHBI PYKOBOACTBOBATLCA ACTIONPOU3IBOAUTEIN ITPHU JOKYMCHTUPOBAHUHU 3TAIlIOB
TPYAOBOI'O LIUKJIAa — OT IIpUEMa Ha pa60Ty HOBOT'O COTpYAHUKA 10 €TO YBOJIbHCHUA:

BriGepure ouH OTBET:
a. Obmepoccuiickuii KinaccuukaTop yrnpaBlieHUECKON TOKYMEHTAITUH

b. TOCT P T'OCT P 7.0.97-2016 «YuuduimpoBaHHas ciucteMa OpraHH3alHOHHO-PACTIOPS AU TEIbHOI
JOKyMeHTaluu. TpeGoBaHusS K 0POPMIICHHUIO IOKYMEHTOB)Y

C. ATbOOM YHU(PHIIMPOBAHHBIX (POPM MEPBUYHON YUETHON JIOKYMEHTAIMH IO YYETy TPYJia H €T0
OIuIaThl, yTBepkAeHHBIM IlocTanoBnenueM I'ockomcrata Poccun

d. TocymapcTBeHHas CHCTEMa JTOKYMEHTAIMOHHOTO o0ectieueHus yrpasieHus. OCHOBHBIE TIOJI0KEHUS.
OO01mue TpeboBaHus K IOKYMEHTaM U CITy)K0aM JJOKY-MEHTAIIMOHHOTO 00eCTIeUeHUS

Bompoc 3

Kaxoii cucteme JOKyMEHTaIlMK COOTBETCTBYET CIIEIYIOIIas XapaKTEPUCTHKA: «ITO COBOKYITHOCTh
B3aUMOCBSI3aHHBIX JOKYMEHTOB, B KOTOPBIX 3a(UKCHPOBAHBI 3TAIlbl TPYAOBOU JIEATENLHOCTH PA0OOTHHKA,
pacyeToB I10 OILIATE TPYAA».

Bribepure oauH OTBET:
a. IepBUYHAS yYeTHAs OyXTaiaTepcKas JOKyMEeHTaIUs
b. noxymMeHTaIuMs 1Mo TMYHOMY COCTaBY

C. OpraHM3allMOHHO-TIPaBOBasl JOKYMCHTaLMsI



d. pacriopsiquTenbHas TOKyMEHTALHS

Bompoc 4

Kaxue QpyHknnm He CBOMCTBEHHBI MEPBUYHON YIETHOW JOKYMEHTAIUHN TI0 TMIHOMY COCTAaBY:
Bribepute oquH OTBET:

a. y4eT UCIOJIHEHHBIX U HEUCIIOJTHEHHBIX JOKYMEHTOB

b. yuer pacueToB ¢ mepcoHaIoM Mo oruiaTe Tpyaa

C. y4eT KaapoB

d. yder ucmosp30BaHus pabouero BpeMeH!

Bomnpoc 5

B xakux opranuzanusx moxkeT HE BecTuce kagpoBast foKyMeHTaLusl:
Bribepute ouH OTBET:

a. B aKIIMOHEPHBIX 00IIeCTBaX

b. B HEeKOMMeEpUYECKUX OpraHU3aLUsIX

C. B Ka3€HHBIX T'OCY/IapCTBEHHBIX YUPEIKICHUIX

d. kaapoBasi TOKyMEHTAI[Hsl BECTCS BO BCEX OPraHU3alUsIX HE3aBHCUMO OT UX OpraHH3alHOHHO-
MPaBoOBOM (POpMBI

Bormpoc 6

Kakoii TokyMeHT siBiisieTcs: 0053aTeNbHBIM [TPH JOKYMEHTHPOBAHUH TPYOBBIX OTHOIICHUH MEXKIY
pabOTHUKOM U paboTOIaTENEM:

Bribepute oiMH OTBET:

a. peXHUM Tpyaa

b. momKkHOCTHAST HHCTPYKITUS

C. KOJJIEKTUBHBIN JOTOBOP

d. TpymoBasi KHHXKKa

Bomnpoc 7

Ha kakoit MakCUMaITbHBIN CPOK MOXET OBITh 3aKIIFOYSH CPOYHBIN TPYIOBON JOTOBOP:
Bribepute oquH OTBET:

a. "He OoJiee Tpex JeT

b. He Gonee rona

C. He OoJiee IECITH JIET



d. He Gonee mATH JIeT

Bompoc 8

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

a. KOMaHJMPOBOYHOE yJOCTOBEPEHHUE

b. yueTHast nuuHas KapTouka

C. IpUKa3 O IMpreMe Ha paboTy

d. TpymoBoii 10rOBOP

Bormpoc 9

Ha kakux pabornukos HE 3aBoanTcst 1MuHas kaprouka:
BribepuTe oguH OTBET:

a. 3aBOJIUTCSI HA BCEX PAOOTHHUKOB MPEANPHATHS 0€3 UCKITFOUCHUSI
b. Ha paOOTHUKOB, MPUHATHIX HA PA0OTY IO COBMECTUTEIILCTBY
C. Ha paOOTHUKOB, MPUHATHIX HA BPEMEHHYIO paboTy

d. Ha paOOTHHUKOB, MPUHSATHIX HA IOCTOSHHYIO paboTy

Bomnpoc 10

Kakoii TokyMeHT cocTaBisieTcs B IBYX SK3EMILISAPax:
Bribepure oauH OTBET:

a. yueTHas JINYHasl KapTO4Ka

b. mpuka3 00 yBoJIbHEHHN

C. TPyZIOBasi KHMKKa

d. TpynoBoii 1oroBop

Bompoc 11

Kto oopmisier ydeTHbIC TUUHBIC KAPTOUYKH:

Bribepure oguH OTBET:

a. pabOTHUK

b. pykoBomUTENb CTPYKTYPHOTO MOAPA3ISICHHUS

C. 3aMECTUTEIIb PYKOBOJIUTENS OpraHU3aluu

d. paGoTHHK IO KaJpam

Bompoc 12



Kakoii ToKyMeHT SIBIISIETCS OCHOBHBIM JOKYMEHTOM O TPYIOBOU JICATEILHOCTH U O TPYAOBOM CTaXe
paboTHHKA:

Bribepute oquH OTBET:

a. yueTHas JINYHAs! KapTO4Ka

b. meHcMoHHOE yI0CTOBEpEHHE

C. CTPaxoBOE CBUICTEIHCTBO FOCYAAPCTBEHHOTO IEHCHOHHOTO CTPAXOBAHUS

d. TpymoBast KHHXKKa

Bompoc 13

CKOJIBKO TPYIOBBIX KHIKEK MOXKET UMETh PAOOTHUK COTJIACHO TPYJOBOMY 3aKOHOIATEIIBCTRY:
BribepuTe oquH OTBET:

d. KOJIMYECTBO TPYAOBBIX KHHKXCK OIIPEACTIACTCA KOIMYECTBOM OpI‘aHH3aL[HI7[, B KOTOPLIX Ha IlaHHI)II\/'I
MOMEHT 0)OopMIIEH paOOTHHUK

b. He 6osee aByX

C. He Oornee mATU

d. omny

Bomnpoc 14

Kakwne BUIbI AUCIUTITUHAPHBIX B3BICKAHUI BITUCHIBAIOTCS B TPYAOBYIO KHUXKKY:
Bribepute oiMH OTBET:

a. yBOJIbHEHHE

b. Bce BH/IbI AUCHMILTMHAPHBIX B3bICKAHUIT BIIMCHIBAIOTCS B TPYIOBYIO KHUKKY
C. CTPOTHI BBINOBOP

d. B3bICKaHUSI B TPYIOBYIO KHIM)KKY HE 3aITHCHIBAIOTCS

Bompoc 15

B kakom ciydae BO3MOXKEH MpreM Ha paboTy 0e3 TPpyIOBON KHHKKU:
Bribepure o1H OTBET:

a. Ipu nprueMe Ha pa60Ty JijI, JOCTUTHINX COBCPUICHHOJICTUA, HO SABJIAOIINUXCA CTYACHTAMHU U
ydyaluiuMucs

b. mpu npueme Ha paboTy suIl 63 ONpeaeIeHHOTO MECTa KUTEIbCTBA
C. 6e3 TpyAOBOW KHIKKU TIPHEM Ha padOTy He JOMyCKaeTCs
d. mpu npueme Ha paboTYy JIULI, HE JOCTUTIINX COBEPIICHHOICTHUS

Bompoc 16



Kakoit TokyMeHT He BXOJHUT B KOMIUIEKT JOKYMEHTOB O KOMaHJMPOBAHUH C KOJIOBBIM 0003HAYCHUEM
dbopmer T:

Bribepute oquH OTBET:

a. mpuka3 (pacnopspKeHUE) O HAlpPaBJICHUU OTACILHOTO Pa0OTHHUKA MM IPYIIBI pAOOTHUKOB B
KOMaH/HPOBKY

b. KoMaHIMPOBOYHOE YIOCTOBEpEHUE PAOOTHHKA

C. ciyeOHOe 33/laHHe C OTYETOM O €T0 BBIIOJHEHUU

d. aBaHCOBBIif OTYET

Bonpoc 17

Kaxkoii TOKYMEHT SIBJISICTCS M3JIHIIHAM ITPU 0(OPMIICHHHU OTITyCKa!
Bribepute ouH OTBET:

a. 3aIMCKa-pacyueT O MPEeOCTABICHUH OTITyCKa PAOOTHHUKY
b. TpymoBoii JoroBop

C. mpuKa3 (pacmnopsuKeHHe) o0 MPEAOCTaBICHUHN OTITYCKa

d. rpaduk OTIIyCKOB
Bomnpoc 18

Kakoii TOKyMEHT HeJb3sl OTHECTH K JINYHBIM JJOKyMEHTaM:
Bribepute oiMH OTBET:

a. aBroouorpadus

b. pesrome

C. XapaKTepHCTHKA

d. mruHas KapTouKa
Bompoc 19

KakoMy ToKyMeHTy 10 TUIHOMY COCTaBY COOTBETCTBYET oTpakeHHe CrieAyromnias XapaKTepruCTUKa:
«TeKCT 3TOro TOKyMEHTa COCTOMT U3 JIBYX YacTel: BBOJAHOM, I/l yKa3bIBalOTCs (paMuinsi, UMsi, OTYECTBO,
TOJT pOXKJIEHHsI, 00pa3oBaHKe, JOIDKHOCT, CTPYKTYPHOE MOIpasziesieHle, CTaX padoThl Ha MPEAIPHUATHH;
OCHOBHOI1 4acTH, TJIe YKa3bIBalOTCS JICJIOBBIE KaYeCcTBa, OTHOLIEHHE K paboTe, MpodecCHOHaNbHBIN POCT,
HaJIM4YMe Harpaj, MOOMIPEHHH, OTHOIIEHUS C COTPYTHUKAMI.

BriGepute OMH OTBET:

a. XapaKTepHCTHKA

b. cripaBka ¢ mecta paboTsI

C. IIpE/ICTaBJICHKE Ha TOOIIPEHIE

d. aBToOHOTpadus



Bompoc 20

KakoMy BHly TOKYMEHTa COOTBETCTBYET CJICIYIONIAs XaPAKTEPUCTHKA: «ITO ODUIMATILHOE o0paleHre
yuta (MIA HECKOIBKHX JIUIT) B YUPEKACHHUE WIN K JOJDKHOCTHOMY JIMILy KOHCTaTHPYIOIIE-
XOJIATAMCTBYIOIIETO XapaKTepa B IENIAX pean3aluy ero (MX) MpaBa Wi 3aKOHHOTO WHTEpecay.

Bribepute oquH OTBET:
a. MIChMO-TIPOCh0a

b. nmucemo-3anpoc

C. JIOKJIaTHAsI 3aITUCKa
d. 3asBiIeHue

Bomnpoc 21

Kakas s3p1k0Bast popMysia yMecTHA B 3asIBIICHUH:
BribepuTe oquH OTBET:

a. «poiy Bamtero cornacusd Ha...»

b. «Becbma yoeautensHo Bac mporry»

C. «B MO€H pock0e MpoIly He OTKAa3arhb. ..»

d. «3apaHee IpU3HATEICH)

Bomnpoc 22

Ha xakoM BHJIe TMYHBIX JOKYMEHTOB 0()OPMIISIETCSI ajipecar:
Bribepute oiMH OTBET:

a. pe3ome

b. noBepenHOCTH

C. 3asiBJICHHE

d. xapakrepucTrka

Bompoc 23

Kakxomy 1oKyMeHTy COOTBETCTBYET CIEAYIOIas XapaKTepUCTHKA: «ITO MUCHMEHHOE ITOJTHOMOYHE,
BBIJIaBa€MOC OJTHUM JIHIIOM (YUPEKICHUEM) IPYrOMY JHITY JJIs IPEACTaBUTEIBCTBA TIEPE]] TPEThHM
JTUTIOM.

Bribepure oauH OTBET:

a. cripaBKa



b. sasBmeHme
C. pacmucka
d. moBepeHHOCTH

Bompoc 24

Kakoii JOKYMCHT ABJIACTCA JOKYMCHTOM I10 JIMYHOMY COCTaBy, COACPKAIIUM OIMMUCAHNUC XapPAKTCPHBIX U
OTIIMYUTEIIBHBIX YEPT U KAaUCCTB pa60THI/IKa " 0Tpa>1<a10mm“1 MHEHUEC aAMUHUCTpALIUU O HEM!

Beibepute o1MH OTBET:
a. omorpadus

b. o3bIB

C. peleH3uA

d. xapakrepucTuka

Bomnpoc 25

Kaxoit MakcMManbHBIN CPOK IEHCTBHS MOXKET OBITh YKa3aH B JOBEPEHHOCTH:
Bribepute oiMH OTBET:

a. He OoJtee roma

b. He 6omee aBYX J€T

C. He Oolee Tpex JieT

d. He GoJiee mATH JIeT

Bormpoc 26

B TeueHne kakoro cpoka JOBEPEHHOCTH COXPAHSIET CHIIY CO JTHS BBIJAYH, €CITH CPOK €€ ICUCTBHS B CAMOU
JIOBEPEHHOCTH HE yKa3aH:

Bribepure o1H OTBET:

a. B TEUCHHE TOIYro1a

b. B Teuenue Tpex ner

C. B T€UEHHE OHOTO roja

d. Takasi JOBEpEHHOCTb SIBIISIETCST OECCPOYHON

Bompoc 27



Kakast foBepeHHOCTh TpedyeT HOTAPHAIBFHOTO yI0CTOBEPCHHUS:
Beibepute oiMH OTBET:

a. Ha TOJTyYeHHe 3apabOTHOM TUTAThI

b. Ha mosyueHue BKiaga B OaHKe

C. Ha PaCOPsUKCHUE HMYIIECTBOM

d. Ha moNTyYeHHe ICHESKHON U MOCBUIOYHON KOPPECTIOHICHIIHU

Bompoc 28

B KaKkOM cnyqae yqpexcneHHe UMECT HpaBO YI[OCTOBCPHTB I[OBCpeHHOCTI) Ha HOHy‘-ICHI/Ie JECHCXKHOI'0
BKJIaJa B OaHKe:

Bribepute ouH OTBET:

a. €CJIM TOBEPHUTENb HAXOJUTCS Ha CTALIMOHAPHOM M3JICUCHUH, HO SIBIISIETCS PAOOTHUKOM JTAHHOTO
YUPEXKACHUS, U JTUL0, KOTOPOMY OH JIOBEPSIET, TAKXKE ABISIETCS pAOOTHUKOM JAHHOTO YUPEXKICHHUS

b. eciiu noBepuTens He SIBISIETCS PAOOTHUKOM JTAHHOTO YUPEKICHUSI, a JIUI0, KOTOPOMY OH JIOBEpSET,
ABJISIETCS. pAOOTHUKAMHU JAHHOTO YUPEKICHUS

C. €CJId JIOBEPHUTECIIb U JINI0, KOTOPOMY OH JOBEPSICT, SIBIISIIOTCS I'pakJaHaMU POCCI/II/I, XOTsA U HE
SABIIAKOTCA pa6OTHI/IKaMI/I AaHHOT'O YUYPCIKACHUA

d. ecan JOBCPUTECIIb ABJIACTCA pa6OTHI/IKOM JaHHOI'O YUYPECXKIACHU, a JIUIO, KOTOPOMY OH OOBEPACT, HE
ABIIACTCA pa6OTHI/IKOM JAHHOT'O YUYPCIKIACHUA

UTOI'OBBII KOHTPOJIb 2 KYPC

Koutpoasnas padora (1 kypc)

1. Bb1 pykoBOAHTETH SKOHOMUYECKOTO OT/Iena. Bam HeoO6xoanmMo nmponH(GOpMUPOBATH PYKOBOAUTES
OpraHu3alyy O TOM, 4YTO 3aM. oTxaena 1o AXY He BBINOIHSAET NPEANUCaHUs TI0 00eCIICUeHHIO Pad0INX
MeCT PUHTEPaMHU, HHTEPHETOM U B KaOMHETE Balllero OT/IeNa He MPOBeIeH KOCMETUIECKUI PEMOHT.
OdopmuTe COOTBETCTBYIOLIHNA JOKYMEHT.

2. Bol ono3aanu Ha paboty Ha 2 yaca. PykoBoacTBo nmorpedoBaiio ot Bac 00bscHenuit. Odopmute
COOTBETCTBYIOIIUI JOKYMEHT.

3. OTpenakTupynTe TEKCTHI CIEAYIOMMX JOKYMEeHTOB. COCTaBhTE MX NMPaBUIHLHBIA BApHUAHT.

Bonpocs! k 3a4dety 1 Kype
1. [TonsTre cuctemsl ToKyMeHTau. McTopruueckoe pa3BUTHE CUCTEM TOKYMEHTAIUH.

2. OcHoBHbIC PYHKIIMOHAJIBHBIE CUCTEMBI JOKYMeHTaluu B Poccuiickoit deneparum.



3. CrangapTuzanus ¥ yHU(UKanus JOKyMEHTOB. Y HU(QHUIINPOBAHHBIC CHCTEMBI JOKYMEHTAIINH.
4. Knaccudukaropsl Jo0KyMEHTHPOBaHHON MH(OpMAIIHH.

5. OpranuzammonHo-pactopsautenbras gokymenrtaius. OK 011-93 «O0mepoccuiickmii
KJIACCU(UKATOP YIPABICHUECKON JOKYMEHTAIIMW» U OTPAKCHUE B HEM YHU(DHUIIMPOBAHHOW CUCTEMBI
OpraHU3aIMOHHO-PACTIOPSIUTEIHHON TOKYMECHTAIIHH.

6. THIbI JOKYMEHTOB, MX KJIACCH()UKAIIH.

7. JloKyMeHT Kak cucteMa. BHeIIHsAsS 1 BHYTPEHHSS CTPYKTYpa AOKyMEHTa: o0mias
XapaKTepUCTHUKA.

8. HOpunuueckas cuna nokymenra. HopmatuBHO-MeToanueckas 6aza ohopmiieHHS JOKYMEHTOB.

9. CTpyKTypa yIpaBIeHYECKOTo TOKyMeHTa. PEKBH3UT 1 (OpMYIIAp TOKYMEHTA, UX Pa3BHTHE.

10. Dopmymnsp-o0pazer opraHu3aHOHHO-PACIOPSIUTEIFHOTO JOKYMEHTA: 001I[as XapaKTepUCTHKA.
11. TpeOGoBaHus K OJIaHKaM OPraHU3aMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB.

12. TpeboBanus Kk 0HOPMIICHHIO PEKBU3UTOB 3ar0JIOBOYHON YaCTH OPraHU3allMOHHO-

pacnopsauTenbHbIX JokyMeHToB cornacHo 'OCT P 7.0.97-2016

13. TpeboBanus Kk 0HOPMIICHHIO PEKBH3UTOB COJIEPKATENLHON YaCTH OPraHU3aOHHO-
pacnopsanTenbHbIX JokyMeHToB cornacHo ['OCT P 7.0.97-2016

14. TpeboBanus K 0HOPMIICHHIO PEKBH3UTOB OQOPMIISIONIEH YacTH OpraHn3aliOHHO-
pacropsanTensHbIX J0KyMeHTOB cornacHo ['OCT P 7.0.97-2016

15. TexHnueckue TpeboBaHus K 0)OPMIICHHIO PEKBU3UTOB OPraHN3a[IOHHO-PACTIOPSANTEIBHBIX
JOKYMEHTOB.
16. OpraHn3aloHHO-pacopsANTENbHAS JOKYMEHTAMA: 00IINE CBEACHUSI.

Bormpocs! k 3auety 3 cemecTp 2 Kypc

1. OpranuzaimoHHO-TIpaBOBasl JOKYMEHTAIM: OOIINE CBEICHHS.

2. CocraBneHue U 0(hOpMIIEHUE OCHOBHBIX BHJIOB YUPEIUTEIbHBIX JOKYMEHTOB.

3. CocraBnenue u o0¢GOpMIIEHHE MOJOXKEHHWH, IITATHOTO pACIUCaHMs, TpaBUI
BHYTPEHHEI0  TPYIOBOI'O  paclopsjka, HWHCTPYKUUH, aJIMHUHUCTPATUBHOTO
periaMeHTa.

4. PacnopsauTenbHas JOKyMEHTalUs: 00Ias XapakTepuCTHKA.

5. CocraBnenue u 0GOpMICHHE PACTOPSIUTEIHHBIX TOKYMEHTOB, M3/1aBa€MbIX Ha
MPUHIAITAX €TUHOHAYAIHS.

6. CocraBnenne U 0(hOpMIICHHE PaACIOPSIIUTEIBHBIX IOKYMEHTOB, W3[aBacMbIX Ha
MPUHIAITAX KOJUIETHATbHOCTH.

7. CocrtaBneHue U 0opMIIeHHE TPOTOKOJIOB.

8. [enoBas mepenucka: oOuIre cBeAeHU, KiacCu(UKaLus, poJib B YIPaBICHYECKON
JeSITebHOCTH, (YHKINHU. 3aKOHOAATEIbHOE PETYINPOBAHUE IETIOBOM MEPETUCKU.

9. CpenctBa CBSI3M, HCHOJNb3yeMbIE [UIS JIOCTaBKH JIEJIOBOM KOPPECHOHCHIINU.
TpeGoBanus K TOKyMEHTaM, IEpPeIaBAEMbIM 10 KaHAJIAM AJIEKTPOCBS3H.

10. O6mue TpeboBaHMS K COCTABICHUIO U 0(OPMIICHUIO IETOBBIX MruceM. KoMmosurus
TEKCTa, SI3bIK, CTUJIb, 3TUKET JIEJIOBOTO MHUCHhMA.



11.
12.

13.
14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.

TpeboBaHMsI K ICIIOBBIM MTHCbMaM, CBSI3aHHBIM C paclpoCTpaHeHHEeM HH(POPMALIUH.
TpeOoBanus K JEIOBBIM MHCbMaM, CBSI3aHHBIM C OOPAICHUSIMU IO BBITIOJTHEHHIO
TEX WJIM UHBIX JEUCTBUI WM OKA3aHUIO YCIIYT.

TpeGoBaHus K MUCHMaM-OTBETaM.

TpebGoBanus K MUCbMaM MTPETCH3MOHHOTO XapakKTepa.

TpeOoBaHMsI K [ENOBBIM IHChMaM, CBSI3aHHBIM C BBIPQKCHHUEM BHUMAHHS |
YYaCTHH.

TpeboBaHMs K pEKOMEHAATEIBHBIM ITUChMaM.

TpeboBaHMsI K COMPOBOAUTEIHHBIM ITUCHMAaM.

TpeboBanwust K 0HOPMIICHUIO aKTOB.

TpeboBanust K 0(OPMIICHUIO TOKJIATHOH, CITY’)KEeOHON M 0OBSICHUTEIBHOM 3aIHCOK.
TpeboBanus K 0(OPMIICHUIO CIIPABOK.

TpeboBanwusi K 0HOPMIICHUIO CBOJIOK, 3aKIIFOUSHUI, OT3HIBOB.

TpeboBanus K 0OPMIICHUIO IEPSUHEH, CITHCKOB.

TpeboBaHusI K IEPBUYHON YUETHOM JOKYMEHTAIMH 10 TMYHOMY COCTaBY.
TpeGoBaHusI K YaCTHBIM (JINYHBIM) TOKYMEHTAM.

HTorosblii TecT 3a 2 pazae

Bompoc 1

Ko odopmisier yueTHbIE THUHBIE KAPTOUKH:

Bribepute oiMH OTBET:

a. pabOTHHK 1O KaJpam

b. pyKOBOAUTEINb CTPYKTYPHOTO MOpa3IeICHHs

C. 3aMECTUTECIIb PYKOBOJAUTEIS OpraHu3aluu

d. paboTHuK

Bompoc 2

CoracHo CTaHAAPTU3NPOBAHHOMY OIPCACIICHUIO, BUA MNCbMCHHOI'O JOKYMCHTA — 3TO!

Bribepure oMH OTBET:

a. O(bI/ILII/IaJ'IBHHﬁ AOKYMCHT, CO3,Z[aHHI:II>i B IMCBMCHHOM BUJIC

b. naumenosanue AOKYMCHTaA, O(bOpMJ'ICHHOI‘ O 10 YCTAaHOBJICHHBIM IIpaBUJIaM MAIlIMHOIIUCHBIM

crocooom

C. IpHMHAUIC)KHOCTh MMCbMEHHOT'O JOKYMEHTA K CUCTEME JJOKYMCHTAIMM MO IIPpU3HAaKaM COACPKaHU U

OCJICBOIo HA3HAYCHUA

d. Pa3HOBUAHOCTH JOKYMCHTA, UCITIOJIHCHHOI'O I‘pa(bI/I‘-ICCKI/IMI/I 3HaKaMH — 6YKB8.MI/I, LII/I(I)paMI/I,

ueporiaupamu



Bompoc 3

CornacHo CTaHIapTU3UPOBAHHOMY OIPEICICHHI0, yHH(DHUIIMPOBaHHAs (hopMa TOKYMEHTa — 3TO:
Bribepute oquH OTBET:

a. nHpOpMAaIUS, 3alTUCaHHAs HA Pa3INYHBIX HOCHTESAX MO YCTAHOBJICHHBIM TpaBHIIaM

b. COBOKYITHOCTH PCKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHUU C PCIIACMBIMU B JTaHHOM cq)epe
JACATCIIBHOCTH 3aia4YaMU U PACIIOJIOKCHHBIX B OIIPEACIICHHOM IMOPAAKE Ha HOCHUTEIIC I/IH(I)OpMaI_II/II/I

C. HabOp PEKBU3UTOB O(PHUIIMATHPHOTO MICHEMEHHOTO TIOKYMEHTA, PACIIOIOKEHHBIX B OIPEIEIICHHOM
MOCIIETOBATEIEHOCTH

d. Habop PEeKBU3UTOB, HACHTH(DUIMPYIOMUX aBTOpa OULIUATIBHOTO TUCBMEHHOTO IOKYMEHTA

Bormpoc 4

YHudukanus 10KyMEHTOB — 3TO:

BribepuTe oquH OTBET:

a. MPUMCHCHUE TaOJIHII U aHKET

b. onpenenenue nopsiaka 0ohOpMICHHUS TOKYMEHTOB

C. CBeJICHUE K MUHHMYMY Pa3HOOOpasus BUJIOB U POPM JTOKYMEHTOB

d. pa3paboTka «mabioHay T0KyMEHTa

Bompoc 5

CormacHo CTaHAAPTU3UPOBAHHOMY OIIPEACICHUIO, OpFaHI/ISaLII/IOHHO-paCHOpH,Z[I/ITeJII)HLIfl JAOKYMCHT —
9TO:

Bribepure oguH OTBET:

a. IOKYMEHT, CO3JIaHHBIH IOPUIUYECKUM WITH (PU3NUECKIM JIUIIOM, OOPMIICHHBIN U YIOCTOBEPEHHBIN B
YCTAHOBJIEHHOM TOPAJIKE U HCIIOJIb3YEMBIH B TEKYIIEH EATEIBHOCTH OPraHNU3aluu

b. BUJ MUCBMCHHOT'O JOKYMCHTA, OTpa)KaIOH.[I/If/i JOKYMCHTHUPOBAHUEC OPraHU3allMOHHO-
paCHOpHI{HTeHBHOﬁ ACATCIIBHOCTH OPTraHOB, OpFaHI/IBaLII/Iﬁ 1 JOJIDKHOCTHBIX JIMIL

C. BUJ MMCbMEHHOT'0 IOKYMEHTa, B KOTOPOM (DUKCUPYIOT PELICHNE aMUHUCTPATUBHBIX U
OpraHU3aIMOHHBIX BOMPOCOB, & TAKXKE BOIPOCOB YIIPABIICHHSI, B3AUMOACHCTBHS, 00CCIICUECHHS U
PEryJIUpOBaHUS EATEIBHOCTA OPTraHOB BIACTH, YUPEXKACHHUM, TPEANIPUATUN, OpraHU3alui, UX
MoJIpa3AeeHUN U JOIKHOCTHBIX JIUI]

d. HepBI/I‘{HLIf/'I, MHHHUMAaJIbHBIA 3JIEMEHT CUCTECMBI OpFaHI/I3aL[I/IOHHO-paCHOpHI[HTCJ'IBHOfI JAOKYMCHTallN

Bomnpoc 6

Kakue IIOACHUCTEMBI HE BXOJAT B CUCTEMY OpFaHI/I3aI_II/IOHHO-paCHOpHZ[HTCJ'IBHOfI AOKYMCHTAllUU:



Bribepute oquH OTBET:

a. OpraHu3aIMOHHO-TIPaBOBas JOKYMEHTAIIUS
b. miaHoBast MOKyMEHTAIUS

C. pacmopsiIuTeNbHAsT JOKYMEHTAITUS

d. I/IH(bOpMaLII/IOHHO-CHpaBO‘lHaﬂ AOKYMCHTal Ui

Bompoc 7

B xaxom koj0BoM 00o03HaueHnn yHU(pHUIHpoBaHHO# hopMbl mokymeHTa 05080819, cormacao OKY /I,
BEPHO OTpPa)KeHBI U(POBBIC MPU3HAKH KITACCU(PUKALIUH:

BribepuTe oquH OTBET:

a. 19 — KOHTpPOJILHOE YUCII0, KOTOPOE BBOJUTCS BO N30€KaHNE OMIMOOK NPU CYUTHIBAHUH U
WCTIONB3YETCS TIPH MTPOBEPKE 3aIICH KOAa

b. 80 — moakacc GopMsl, T.€. OOLIHOCTH COJACPIKAHUS MHOKECTBA OPM TOKYMEHTOB U HAIPaBICHHOCTD
UX MCIOJIb30BAHUS

c. 050 — xmacc hopMEl, T.€. IPUHAIIICKHOCTh YHUDHUIIMPOBAHHON (OPMBI TOKYyMEHTa K
COOTBETCTBYIOIICH YHU(PUIIMPOBAHHON CUCTEME JOKYMEHTAIIMH

d. 081 — peructpatMoHHbIN HOMEP YHH(DUIIMPOBAHHON (HOPMBI JOKyMEHTA BHYTPH IOIKIIacca

Bompoc 8

Ha kakue THITBI OAPA3AEISFOTCS JOKYMEHTBI TI0 MTPOUCXOKICHHIO!
BriGepure ouH OTBET:

a. BXOJISIINE/UCXOIAIINE/ BHY TPEHHHE

b. naMBHYaTBHBIE/ TpadapeTHbIC/ THITOBbIC

C. IM4HbIe/ OPHULINAIEHBIE

d. obmenocTynHbie/ KOHOUACHIIUATBLHBIC/ CEKPETHBIS

Bomnpoc 9

Kakoii TOKyMeHT SIBIIIETCS OCHOBHBIM JJOKYMEHTOM O TPY/OBOM JEATEIEHOCTH U O TPYJOBOM CTaKe
paboTHHKa:

Bribepure oauH OTBET:
a. CTpaxoBO€ CBUAETENBCTBO FOCYAAPCTBEHHOIO IEHCHOHHOTO CTPax0oBaHHs

b. yuetHast nmuuHast KapTouKa



C. TPyZOBast KHIKKa

d. meacronHoe YAOCTOBECPECHUEC

Bompoc 10

Ha xakue THUIBI MOIPa3IeNIOTCs JOKYMEHTBI TIO CIIOCO0Y M3TI0OKESHHUS:

BribepuTe ouH OTBET:

a. mIChbMa/TenerpaMMel/ TeaehOHOrpaMMBl/ TEIEKChl/ hakcorpaMMBbl/ dJIEKTPOHHBIC COOOIICHHS
b. nanuBHuayansHbIe/ TpadapeTHbIE/ TUITIOBBIC

C. MOJTUHHUKY/ KON/ TyOJTUKATHI

d. obmenocTynubie/ KOHOUACHIIHATBHBIE/ CEKPETHBIC

Bomnpoc 11

ITo kakoMy MpPU3HAKY JTOKYMEHTHI ITOAPA3ACIAIOTCS Ha MOIIMHHUKY (OPUTUHANB)/ KOTIUK/ TyOJUKATHI:
BribepuTe oquH OTBET:

a. o opme npeCTaBICHHS

b. mo chepe nearensHOCTH

C. 1o croco0y nepeaadn

d. mo crenenu NOJJIMHHOCTH

Bomnpoc 12

CornacHo CTaHIapTU3HPOBAHHOMY OIIPENEIEHHIO, CUCTEMA JOKYMEHTALUU — 3TO:

Bribepure oguH OTBET:

a. COBOKYITHOCTb JIOKYMEHTOB, 00pa3yIOIIUXCs B IEITETLHOCTH IOPUAMUYECKOTO HTH (PU3UIECKOTO JIAIA

b. KOMITIEKCHI IOKYMEHTOB, OTPaKAIOIIUe POU3BOICTBEHHBIC, YITPAaBICHUECKHE, (DUHAHCOBBIC
MIPOLIECCHI PEANPUATHI, OpTraHU3aLNN, YIPEKACHUN

C. cucTeMa HOPMAaTUBHBIX aKTOB, PETTIAMEHTHPYIOMINX JOKYMEHTHPOBAHHE NESITETFHOCTH 1
JOKYMEHTO000POT NPEANIPUATHI Pa3IMUHBIX OPraHU3aOHHO-TIPABOBBIX (hopM

d. COBOKYITHOCTH JJOKYMCHTOB, B3aUMOCBA3aHHBIX I10 IIPU3HAKAM IIPOUCXOXKIACHWA, HA3HAUCHUA, BU/JA,
C(l)epI)I JACATCIBHOCTH, CAUHBIX Tpe60BaHI/Iﬁ K UX O(I)OpMJ'IeHI/IIO

Bompoc 13

Kaxkne BUABI JUCHUILIIMHAPHBIX B3BICKAHUI BIMCEIBAIOTCS B TPYAOBYIO KHUXKKY:



Bribepute oquH OTBET:

a. B3BICKaHUS B TPYAOBYIO KHIKKY HE 3alTUCHIBAIOTCS
b. yBonbHEHHE

C. CTPOTHIA BHITOBOD

d. Bce BUJbI JUCHUIUIMHAPHBIX B3BICKAHMI BIIMCHIBAIOTCS B TPYAOBYIO KHHIKKY

Bompoc 14

Kaxoii 1oKyMeHT He BXOJIUT B KOMILIEKT JOKYMEHTOB O KOMaH/IMPOBAaHUHU C KOJOBBIM 0003HaUCHHEM
¢dopmer T:

BribepuTe oquH OTBET:
a. KOMaHIMPOBOYHOE YIOCTOBEPEHHE paOOTHHKA

b. mpukas (pacmopspkeHre) 0 HalpaBIeHWH OTASIBHOT0 paOOTHHUKA WITH IPYIITEI PAOOTHUKOB B
KOMaHJPOBKY

C. ciy)xeOHOE 33JaHNe ¢ OTYETOM O €TO BBIMOIHEHUN
d. aBaHCOBBIN OTYET
Bompoc 15

Ha kakwue rpymnmbl 1ensrcsi opuIraibHble TOKYMEHTHI 1o cdepe NesTeIbHOCTH (10 (YHKIIMOHATEHOMY
MIPHU3HAKY):

BriGepure ouH OTBET:

a. yHu(UIHPOBaHHbIE/HeyHU(DUITUPOBAHHEIE
b. byHKIIMOHAIBHBIE/OTpaCIEBbIE

C. oduManbHbIe/HEOPUITHATHHBIE

d. ynpaBieH4YeCKHE/TeXHUIECKUE

Bompoc 16

Kakoii JOKyMEHT Helb3s1 OTHECTH K JIMYHBIM JJOKyMEHTaM:
Bribepure o1H OTBET:

a. XapaKTepuCTHKa

b. pestome

C. TMYHAast KapTOYKa

d. aBrobmorpadus



Bompoc 17
CornacHo CTaHIapTU3UPOBAHHOMY OIPEICICHHIO, YHU(DUIIMPOBAaHHAS CHCTEMA JIOKYMEHTAIUH — 3TO:
Bribepute oquH OTBET:

d. COBOKYIIHOCTb JTOKYMCHTOB, B3aMOCBSI3aHHBIX I10 IIPM3HAKAM MMPOUCXOXKIACHHUS, Ha3HAUYCHUA, BUA,
C(bepI)I JACATCIBHOCTH, CAUHBIX Tpe60BaHHI>i K UX OprpMHeHI/IIO

b. cucrema TOKyMEHTAIMH, COCTaBICHHE U OPOPMIICHHE KOTOPOH PEriIaMeHTHPOBAHO HOPMATHBHBIMH
aKTaMu

C. cucTeMa JOKYMEHTAIIMH, CO3/IaHHas 110 €IMHBIM MIPaBHJIaM U TPeOOBAHUSAM, COEpKAIIas
UHGPOPMAITUIO, HEOOXOIUMYIO IS YIIPABJICHUS B ONPEACICHHON cepe NesTeIbHOCTH

d. cucrema JOKyMEHTALUH, UMEIOIast SAUHbIA (GOPMYIISp

Bomnpoc 18

Kaxum 10KyMeHTOM JOKHBI pYKOBOJICTBOBATHCS AEIOMPOU3BOIUTENN IPY JOKYMEHTHPOBAHUH 3TAIOB
TPYZOBOI'O IIMKJIA — OT IIpHeMa Ha paboTy HOBOT'O COTPYAHHKA A0 €r0 YBOJbHEHHUS:

Bribepute ouH OTBET:

a. l'ocynapcTBeHHast cucreMa JOKYMEHTAIIHOHHOTO obOecriedeHus ynpanieHus. OCHOBHbBIE MOJIOKEHHS.
OO61ue TpeOOBaHuUs K JIOKYMEHTaM U CIIy)K0aM JIOKY-MEHTAIIMOHHOT'O 00eCIICUSHUS

b.TOCT PT'OCT P 7.0.97-2016 «YHuduuupoBaHHas cuctremMa opraHu3aliiOHHO-PACTIOPSUTEIbHOI
nokyMmeHTtauu. TpeGoBaHHsA K 0(OPMIICHHIO IOKYMEHTOBY

C. ATbOOM YHU(PHIIMPOBAHHBIX (POPM MEPBUYHON YUETHON TOKYMEHTAIMH IO YUETy TpyJia U €T0
oIIaThl, yTBepkAeHHbIM [locTanoBnenneM I'ockomcrata Poccun

d. O6muiepoccuiickuii KiacCUPHUKATOP YIPABICHYSCKON JOKYMEHTAIUH

Bompoc 19

Kakas si3p1Kk0Bast popMyiia yMecTHa B 3asBJICHUU:
Bribepure o1H OTBET:

a. «B MOl pock0e MpoIly He OTKa3athb...»

b. «3apanee npu3HaTeneH»

C. «BecbMa ybOenuTensHO Bac nporry»

d. «apomry Barrero cormacus Ha...»

Bompoc 20

Kakue 351eMEHTHI SBISIOTCS CaMBIMHU KPYIIHBIMHU CTPYKTYPHBIMU 3JICMCHTaMU JOKYMEHTA KaK CUCTCMBI:



Bribepute oquH OTBET:

a. copepkanue u popma

b. 3arooBouHas1, coneprkarenbHas ¥ 0GOPMIIAIOIIAs YaCTH
C. PEKBHU3UTHI

d. cmyxebHoe u paboyee mose TOKyMEHTa

Bompoc 21
[Mponomxute onpeneneHue: GopMyisap JOKyMEHTa 3TO - ...
BribepuTe oiuH OTBET:

a. Habop pPeKBU3UTOB O(QUIINATILHOTO MMCHMEHHOTO IOKYMEHTa, PACTIONIOKEHHBIX B OTPEIEIeHHON
MOCIIEA0BATEIIBHOCTH

b. Habop PEeKBU3UTOB, HACHTHOUITUPYIONIHX aBTOPA OPHUIUATLHOTO THCHEMEHHOTO JOKYMEHTA

C. 3a(IKCUPOBAaHHAsl HA MAaTEPHAILHOM HOCUTENE HHPOPMAIHS C PEKBU3UTAMH, ITO3BOJISIOIINMH €€
UACHTUQHUIINPOBATD

d. BHyTpeHHsis1 hopMa JOKYMEHTa, ONPEIeISIFOIIas CTPYKTYPY TEKCTa M €ro sI3bIKOBbIE OCOOCHHOCTH

Bomnpoc 22
IIponomxure onpeneneHue: 6i1aHK JOKYMEHTa — 370 ...
Bribepure oauH OTBET:

a. MOJIeJIb IIOCTPOEHHSI JIOKYMEHTa, YCTaHaBJIMBaIoLIast 001acTh IpUMEHEHUs, (popmaTsl, pa3mMepbl
noJiei, Tpe0OBaHuUs K MOCTPOCHNUIO KOHCTPYKLIMOHHOM CETKH U OCHOBHBIE PEKBU3UTHI

b. TunoBas Mozenb, copepKkaliias COBOKYIMHOCTh 0053aTeIbHBIX PEKBU3UTOB, CBOHCTBEHHBIX
JIOKyMEHTaM YHU(PHUIIMPOBAHHOMN CUCTEMbI OPraHU3aIIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIUH U
PacToI0KEeHHBIX ONPENeIeHHBIM 00pazoM

C. HabOp PEKBU3UTOB O(PHUIIMATHHOTO MTUCHBMEHHOTO TOKYMEHTA, PACIIOIOKEHHBIX B OIPEIEICHHOM
MIOCJIEIOBATENBHOCTH

d. Habop PEKBU3UTOB, HAECHTHPHUIUPYIOIINX aBTOPa ODUIMATBHOTO MUCHMEHHOTO TOKYMEHTA

Bompoc 23

Kaxkoe xomoBoe o6o3HaueHue Ha nokymenTe HE nnentudunupyer aBropa:
Bribepute oquH OTBET:

a. OI'PH

b. MHH/KIIIT



c. OKV]T

d. OKIIO

Bompoc 24

Kaxoii u3 nepeyrcieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBH3UTAM yIOCTOBEPCHHS:
BeibepuTe oiMH OTBET:

a. OTTHCK TI€YaTH

b. rpud yreepxacHus

C. rpud coriacoBaHus

d. nonnuce

Bompoc 25

Ha xakoM BuJle TUUHBIX JOKYMEHTOB 0(hopMIIeTCs afpecar:
BribepuTe oquH OTBET:

a. XapaKTepHCTHKA

b. moBepenHoCTH

C. pe3tome

d. 3agBneHue

Bomnpoc 26

KaKOMy MOHATHUIO COOTBCTCTBYCT CJICAYIOIIAA XapaKTCPUCTUKA: «3TOT (bOpMy.]'IHp XapPaKTCPpU3yCTCA
OIPEACIICHHBIM KOJIMYECCTBOM PEKBHU3NUTOB, PACIIOIOKCHHBIX B CTpOFOﬁ IIOCJICA0OBATCIIBHOCTH, U
XAPAKTCPCH JIsI KOHKPCTHOTO BHJa JOKYMCHTOB, HAIIPUMCD, IIPUKA3a, aKTa»:

Bribepure oMH OTBET:
a. THIOBOH (hOpPMYJIIp
b. bopmyisip
C. hopmyssip-oOpasern

d. uHAMBUIYATBHBIH HOpPMYJIISIp

Bompoc 27



Kakomy MOKyMEHTY COOTBETCTBYET CIICIYIOIIAs XapaKTePUCTHKA: «ITO MICbMEHHOE TTOJTHOMOYHE,
BbIIaBa€MO€ OJTHUM JIHIIOM (YIpEKICHUEM) IPYTroMy JIUITY JJIs IPEACTaBUTEIbCTBA TIEpe]] TPEThHM
JIALIOM.

BoiGepuTe OMH OTBET:
a. pacimcka

b. 3asBnenne

C. IOBEPEHHOCTD

d. cmpaBka

Bomnpoc 28

Ha xakue BUbI IOJpa3IeNIOTCs OJIaHKK JOKYMEHTOB TI0 PACIIOJIOKEHUIO PeKBU3UTOB coriacHo ['OCT
PTOCT P 7.0.97-2016:

BribepuTe oiuH OTBET:

a. YIJIOBBIE M IPOJIOJIEHEIE

b. o6mmuit 6;aHK, OIaHK MUChMa, OTaHK KOHKPETHOTO BHIA JJOKYMEHTA

C. 6JaHK OopraHu3anuy, 6JaHK CTPYKTYPHOTO HOAPA3IeeHUs OpraHU3aliy, OJIaHK JOJKHOCTHOTO JINIA

d. ienTpupoBaHHbIe U (IaroBbIe

Bomnpoc 29
OTMETUTE BOTIPOC

Kakoe OmpeaACJICHUC IOpI/I,I[PI‘IeCKOﬁ CHJIbI JOKYMCHTA SABJICTCA CTAHAAPTU3NPOBAHHBIM (Saerl'IJ'IeHO B
TOCT P 51141-98):

Bribepure ouH OTBET:

a. FOpUIUUECKas CHIa JIOKYMEHTA — 3TO CBOMCTBO O(UIIHATIEHOTO JOKYMEHTA, COO0IIaeMoe eMy
HeﬁCTBy}OIHHM 3aKOHOAATCIbCTBOM, KOMHCTCHHHeﬁ HU3AaBIICTO €ro OpraHa U yCTaHOBJICHHBIM ITOPSAJIKOM
odopmiteHUS

b. ropuanyeckas cuaa JOKyMeHTa — 9TO CIIOCOOHOCTh YIIPABIEHIECKOTO JOKYMEHTA BBICTYIIATh B
KaueCcTBe 00S3aTENILHOTO JJIsl YYACTHUKOB YIIPABJICHHUS: OPIaHOB YIIPABIEHUS, UX CTPYKTYPHBIX
moApa3ieNeHuH, OOIMECTBEHHBIX OPTaHU3aINi, TOJDKHOCTHBIX JIUII, TOCYIapCTBEHHBIX CIYXKaINX U
rpaxiaaH

C. IOpUANYECKas CHIa JOKyMEHTa — 3TO COOTBETCTBHE JOKYMEHTHPOBAHHOW WH(GOPMAIH TPEOOBAHHSIM
O(UIMATTLHOCTH, TOCTOBEPHOCTH, OOBEKTHBHOCTH, OECCIIOPHOCTH, OCHOBAHHBIM Ha 3aKOHOIATEIILCTBE

d. ropuauyeckas cuia JOKyMEHTa — 3TO YCIOBHE, TIPH KOTOPOM HH(OpMAIHS JOKyMEHTa MOXKET ObITh
WCIOJb30BaHa B chepe ynpaBieHust 063 COMHEHHS B €€ JOCTOBEPHOCTH JIJISl OCYIIECTBIICHUS JIFOOBIX
JNEeUCTBHUHI



Bomnpoc 30
OTMETHUTE BOTIPOC

Kakomy TepMHHY COOTBETCTBYET CIIEAYIONIEe CTAaHIapPTH3NPOBAHHOE OTIPEIeICHUE (3aKpeTIeHHOe B
I'OCT P 51141-98): «.... — 3T0 mpocTaBieHue HEOOXOTUMBIX PEKBU3UTOB, YCTAHOBICHHBIX MpaBHIaMH
JOKYMECHTHUPOBaHUS»:

BribepuTe ouH OTBET:
a. ohopMIIEHHE TOKYMEHTA
b. yHudukaums 10KkymeHTa
C. popmyssip-obpasenn

d. cocraBneHne JOKyMeHTa

Bomnpoc 31
OTMeTUTH BOIIPOC

Kakoil 1okyMeHT sIBIsieTC OCHOBHBIM aKTYaJIbHBIM HOPMAaTHBHBIM JOKYMEHTOM B 00JaCTH COCTABICHUS
1 0(OpMIICHHS OPTaHU3AIMOHHO-PACTIOPSITUTEILHON TOKYMEHTAIIHNH:

BribepuTe oiMH OTBET:
a. 'OCT P 6.30-2003

b. ITpaBuia fenonpou3BoACTBa B (heiepaibHbIX OpraHaX HCIIOJHUTEIBHOM BIACTH, YTBEPIKICHHBIC
IlocranoBnenuem IlpaButensctBa PO ot 15 utons 2009 r. Ne477

c. OKY /Il — OK 011-93. O6mepoccuiickuii kaaccupukaTop ynpaBiIeHIeCKOH JOKyMEHTalNH,
yrBepxaeHHbIi [locranorenuem 'occrannapra P® ot 30 nexabps 1993 r. Ne229

d. TCHOY — I'ocynapcTBeHHas cucTeMa JOKyMEHTAIlMOHHOTo o0ecrieueHus ynpasieHusi. OCHOBHBIC
nosioskeHust. O0IIHe TpeOOBaHUs K JOKYMEHTaM U CIy)K0aM JOKYMEHTAIIMOHHOTO 00SCIICUeHHUS,
yTBepxkaeHHas npuka3oM [maBapxusa CCCP ot 23 mas 1988 r. Ne 33

Bomnpoc 32

B kakoM ciydae yupexJIeHUEe UMEET MPaBO yI0CTOBEPATh JTOBEPEHHOCTh Ha MOJIYUYCHUE JICHEKHOTO
BKJIaJa B OaHKeE:

Bribepure oguH OTBET:

a. €CJIM JOBEPUTECIIb M JIUI0, KOTOPOMY OH JIOBEPSICT, ABJIAIOTCA IpaK1aHaMH POCCI/II/I, XOTA U HC
SABIISAIOTCA pa6OTHI/IKaMI/I AaHHOTO YYPCIKACHUA

b. ecu noBepuTEnh ABNISACTCA PAOOTHUKOM JAHHOTO YUPEKICHHS, & JIUI0, KOTOPOMY OH JIOBEPSET, HE
SBIISIETCS] pAOOTHUKOM JAHHOTO YUPEKACHUS



C. €CJId IOBEPHUTECIIb HAXOAUTCS HAa CTAITMOHAPHOM M3JICYCHUH, HO SIBJISICTCS pa6OTHI/IKOM JaHHOI'O
YUpEXKIACHUS, U JIMIO0, KOTOPOMY OH JOBEPSCT, TAKIKE ABJIACTCSA pa6OTHI/IKOM JaHHOTI'O YUPCKACHUA

d. eciu ToBepUTENb HE ABIACTCS PAOOTHUKOM JIAHHOTO YUPEKICHHUS, & JIHII0, KOTOPOMY OH JIOBEPSIET,
SIBJIICTCS pA0OOTHUKAMU JTAHHOTO YUPEIKICHUS

Bompoc 33
OTMeTUTH BOIPOC
Kak mmepeBouTes ¢ JaTHHCKOTO TEPMUH «PEKBH3HUT» (1IaT. requisitum):
BribepuTe oquH OTBET:
d. MUHUMaJIbHas 4acCTh
b. Tpebyemoe, HeobXxoaMOE
C. CTPYKTYPHBIH 3JIEMEHT

d. atpubyT comepxKaHus

Bonpoc 34

KakoMy TepMHHY COOTBETCTBYET CIICAYIOIIEE CTaHIaPTU3UPOBAHHOE OIpeIeieH e (3aKPEIIEHHOE B
I'OCT P 51141-98): «... — 3T0 00s13aTeNbHBIN 3JIEMEHT O(OPMIICHUS OQUIIUATBHOTO JIOKYMEHTA:

BribepuTe oguH OTBET:

a. PEKBH3HT JOKYMEHTa

b. 3aromoBouHast yacTh TOKyMEHTA
C. pabouee moJe TOKyMEHTa

d. GyaHK JOKyMeHTa

Bompoc 35

Kakoit nHabop mudp B kogoBoM o6o3HaueHun popmel fokymenta 0720302 obo3HauaeT Ki1acc GOpMBI
JIOKYMEHTA:

Bribepure oguH OTBET:
a. 20

b. 07

c. 302

d. 203



Bompoc 36

Ha xakux ¢opmax mpocrasisercst Ko GOopMbl JOKyMEHTA:
Bribepute oquH OTBET:

a. Ha Bcex OyaHKax

b. Ha yHupHIMpOBaHHBIX Qopmax

C. Ha BceX JOKYMEHTax

d. Ha HeYHH(HUIIMPOBAHHBIX (OpMax

Bormpoc 37

Kakwue crioco6b1 oopmienus natsl cooTBeTcTBYIOT TpeboBanusm ['OCT P 7.0.97-2016:
1. 09.03.13;

2. 09 mapra 2013 1.;

3. 09 mapra 2013 ropa;
4.09.03.2013 r;

5. 2013-03-09;

6. 2013.03.09;
7.09.03.2013.

BriGepurte ouH OTBET:
a.1,4,7

b.2,6,7

C. BCE BapUaHTHI, KpoMe 5

d. Bce BapuaHThI, Kpome 3

Bompoc 38

Kakotii a1ieMeHT perucTpalmoHHOTO HOMEpa JOKYMEHTA SBISETCS 00s3aTeIbHBIM:
Bribepute oguH OTBET:

a. MHJIEKC JIeNia TI0 HOMEHKIIaType JIe

b. urdopmanms 06 HCHIONHUTEIAX

C. nuH(OpMAIUs O KOPPECTIOHACHTE

d. mopsiIKoBEIi HOMED



Bomnpoc 39
Vkaxxure BEPHOE BrIcKa3piBanue:
Bribepute oquH OTBET:

a. Ha Gianke muchbMa MpOCTaBIICTCS OTPaHUYHMTEIbHAS OTMETKA JUIs pekBU3nTa «CChlTKA Ha
PETHUCTPALIMOHHBIN HOMED U JIaTy JOKYMEHTay CIIeIYIONIIM 00pa3oM: « oT »

b. CBenenust B pexBusnute «Cchlika Ha PETHCTPAIMOHHBIA HOMEp U ATy JOKYMEHTa» MPUCBAUBAIOTCS
OpraHu3aIre-aBTOPOM OTBETHOTO NMHAChMa

C. PexBusur «Cchlika Ha 1aTy U PETHCTPALMOHHBIA HOMEP JOKYMEHTA) 3aIlOJIHACTCS B
MIPEUMYIECTBEHHO B MUCbMax-0TBeTaX. CBeJeHNS B PEKBU3UT MEPEHOCATCS C MOCTYIHUBILErO JOKYMEHTa

d. Yka3aHue 1aHHBIX O TIOCTYIUBIIEM THChME Ha OJaHKE MUChbMa B BHJIE OTJEIBHOIO CCHUIKH Ha
pCI‘I/ICTpaHI/IOHHI)II‘/'I HOMCp nu ;[aTy I[OKYMGHTEI HE UCKJIIOYACT HCO6XOILI/IMOCTI/I CChLIIATHCA HA HUX B TCKCTC
OTBETHOI0 MHUChMa: B HaUaJle TEKCTa NuchMa Beeraa ciaeayeT nucath «Ha Bam Ne ... ot ...»

Bonpoc 40

B xakoM maziexxe yka3plBalOT HAMMEHOBAaHHUE OPTaHU3ALNH U €€ CTPYKTYPHOTO TIOIpa3/IeIeHUs B
pEKBU3UTE «AdpecaT»:

BeiOepuTe OIMH OTBET:
a. B POJIUTEIILHOM

b. B uMeHHUTEIBEHOM

C. B IaTEJILHOM

d. B mpeioxkHOM

Bormpoc 41

Ha xakux noxymenrax HE odopmisiercs pekBu3uT «Anpeca»:
Bribepure oguH OTBET:

a. cIpaBKa

b. mucemo

C. ciy>keOHasi, TOKJIaHas U OOBSACHUTENIbHAS 3aIIUCKU

d. TOIDKHOCTHAS MHCTPYKIIHS

Bompoc 42

Kakoii PCKBU3UT O(i)OpMJ'IﬂCTCﬂ MOCJICAHUM NICPCa TEM, KaK JOKYMCHT 6y,Z[CT OTIPABJICH HAa XPAHCHUC!



Bribepute oquH OTBET:

a. OTMETKA O TOCTYIJICHHH JOKYMEHTA B OPTaHHU3AIIHIO
b. ormeTka 06 ucronHUTEIE

C. rpud yTBepKICHUSA

d. ormMeTKa 00 MCIIONHEHNH JOKYMCHTA U HAIIPpaBJICHUU €TO B ACJIO

Bompoc 43

Kaxoe odopmienne ocHoBanus jokymenTa cooTBeTcTByet TpedoBarusm ['OCT P 30-2003 (B ckoOkax
0003HaueH KITIOYEBOH TI1aroJl pacropsAUTEIbHON YacTH TOKYMEHTA):

BribepuTe oquH OTBET:

a. Ha ocHoBanuu npuka3za MunucrepcTBa oOpasoBanus U Hayku PO ot 15 stHBapst 2013 Nel5 «O
nopsiaiKe poBeneHus arrectanuu By30B» (IIPUKA3BIBALO)

b. C nento ucrnonHenust nmpukasa pekropa 00 ykpermienun TpyaoBoit aucimiuiaibl (ITPEJJJIAT ATO)
C. B cBsi3u ¢ He0OXO0MUMOCTBIO HCTIONMHUTD prka3 MuHucTepcTBa ([IPUKA3BIBALO)

d. Bo ucnonuenne npukaza OAO «MMK» Ne 45 «O nopsiake 3akiaouenust qoropopos (ITPEJIJIAT ALO)

Bomnpoc 44

OMb6nemy u ToBapHsbIid 3HaK HE Bocnipon3BosT Ha GliaHKe, eclii Ha HeM TIOMeIleH (-a):
Bribepure oauH OTBET:

a. pe3orouus

b. orTHCK repOoBoii TewaTH

. l'ocynmapcTrennsrii repd Poccuiickoit @enepariu

d. moamuce

Bompoc 45

Bribepure npaBUIbHBIN BapUaHT OQOPMIICHHUS MOAIMCH B PACHIOPSIIUTEIBHOM JOKYMEHTE OpraHu3alun
(Tmprkaze, pacTiopsHKEHIH):

Bribepure oMH OTBET:

a.

T'enepanbHbIit TUpPEKTOP IToanuce MLII. bensikos
12.12.2013

b.



T'enepanbHbIit TUpPEKTOP
000 «Kommacy»

12.12.2013

I'enepanbHBIi JUPEKTOP
000 «Komnac»

d.

I'enepanbHBI JUPEKTOP

Bormpoc 46

Iloamuce M.II. bensxos
Iloamuce M.1I. bensakos
Tonnuce M.II. bensakos

Ha xaxom SK3EMILTAPE ACJIOBOIO IMMCbMa, IMOATOTOBJICHHOM JJI OTIIPAaBKU aapecary, MPOCTaBISAIOTCA

BU3BI:

BribepuTe oquH OTBET:

d. Ha IOJJIMHHHUKE, OTIPABISICMOM agpecaTy

b. Ha xommu, MoMerTaeMoli B 1EJT0 OpraHU3aIiH

C. HA MAChMax BHU3bI He 0OPMIISIOT

d. na MNOMJIMHHUKE, OTIIPABJIACMOM a/ipeCaTy, U Ha KOIIUH, HOMeH.IaeMOﬁ B ACJIO OpraHu3annunu

Bompoc 47

VYkaxure BapuaHT opopMIICHHsI OTMETKH 00 ucrnoiauTene, ycraHosienusii [OCT P 6.30-2003:

BribepuTe oguH OTBET:

a.

Ilecmpsaxosa Onvea I ennadvesna
Ten. 22-34-75

b.

Ilecmpsakoea O.I'.

22-34-75

O.I'. Ilecmpsxosa
223475
d.

HUcn. Hecmpsixkosa Onvea I’ ennadvesua



22-34-75

Bompoc 48

Kakoii peKBU3HUT HCHONB3YeTCS ISl yIOCTOBEPEHUS HIICKTPOHHOTO JOKYMEHTA:
Bribepure oauH OTBET:

a. SNeKTpOoHHas I(poBas MOAIUCH

b. nnentrduKaTop 3IEKTPOHHON KOMUH JOKYMEHTa

C. ko1l pOpMBI JOKYMEHTA

d. peructpalOHHBI HOMEp TOKYMEHTa

Bomnpoc 49
KakoMy TepMHHY COOTBETCTBYET CJIEIYIONIAs XapaKTePUCTHKA!

3T0 BUJ MUCBMEHHOTO IOKYMEHTA, B KOTOPOM (DMKCHPYIOT pelICHUs aAMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIPOCOB, & TAKXKE BOIPOCOB YIPABICHU, B3aUMOACHCTBHSI, 00ecTIeueH!s U
PEryIupoBaHusl ASSTEIbHOCTH OPraHoOB BIACTH, YUPEKACHUH, IPEANIPUATHHA, OpraHu3auuii, ux
MIOAPA3IEICHUN U TOJPKHOCTHBIX JIULL.

BribepuTe oiMH OTBET:

a. CIry)KeOHBII TOKyMEHT

b. opunmanbHbIil TOKyMEHT

C. yIpaBJIE€HYECKUH JOKYMEHT

d. OpraHU3allMOHHO -paCHOpSII[PITeJ'ILHBIﬁ JAOKYMCHT

Bompoc 50

Y Kakoro BH/ia OpraHN3alMOHHO-TIPABOBOM JTOKYMEHTAIIMU TPEOOBAHUS K TEKCTY YCTAHOBJICHBI B
3aKOHOJATEIbHOM MOPSAKE:

Bribepure o1H OTBET:

a. ITaTHOE paclucaHue

b. nomKHOCTHAS MHCTPYKIVS
C. ycTaB

d. MHCTPYKIIHSI HOPMATHBHO-METOIUUECKOTO XapaKTepa

Bompoc 51



Omnpenennre, K KAKOMY OPTaHU3AIIMOHHOMY JTOKYMEHTY OTHOCHTCS MpeaiaraeMblii (hparMeHT TeKcTa
JIOKyMEHTa!

1. @MpMéHHOé HAUMEHOBAHUE U MECTMOHAXO0COeHUEe 061/(4601’}16&1

1.1.1loanvim ghupmennvim Haumenosanuem ooujecmaa asisiemcs: O6wecmeo ¢ 0epaHuyeHHol
omeemcmeennocmoio « MHUPy». Coxpawennoe ¢pupmennoe naumernosarnue oouecmea — 000 « MHUPy.

1.2. FOpuouueckuii adpec obwecmea. yi. Cpeduzemmomopckas, 0.1, e. Maenumoeopck, Yensbuncras
o6x., Poccus, 455012.

Bribepute oiuH OTBET:

a. oJIoXKeHre 00 opraHu3auu

b. ycras

C. paBHJIa BHELIHEH MEPENUCKH OPraHnu3aliu

d. MHCTPYKIHS 110 ETIONPOU3BOICTBY

Bomnpoc 52

Cpenu JTOKaTbHON OPTaHU3aIMOHHO-PACTIOPSAUTEIEHON TOKYMEHTAITUN BBICIIIUM FOPUTUICCKAM
cTaTycoM o0Jaaer:

Bribepute oiMH OTBET:

a. OpraHu3aIOHHAs JOKYMEHTAIIUS

b. pactiopsiuTenbHas TOKyMEHTALHS

C. MH(OPMAITMOHHO-CIIPABOYHAS JIOKYMEHTALIHS

d. BCe rpymITBI OPraHU3aMOHHO-PACTIOPSIIUTEIBHON JOKYMEHTAIINH 00J1aIal0T OJIMHAKOBO BHICOKUM
IOPUINYECKAM CTaTyCOM

Bompoc 53

B kakom psijiy Bce MepeunciIeHHbIe BUBI JOKYMEHTOB OTHOCSTCS K OpraHH3aIIMOHHO-TIPABOBBIM:
Bribepute oguH OTBET:

a. MOJIOKEHUE O CTPYKTYPHOM IOAPa3ACICHHUH, TOJDKHOCTHAS MHCTPYKIINS, aHATUTHYECKAs CIpaBKa

b. mpaBma BHyTpEeHHETO TPYIOBOTO PACIIOPSIKA, JOJDKHOCTHOM PErIaMeHT, aMIHUCTPATHBHEBIN
perJamenT

C. yCTaB, ITATHOE pacIMCaHUE, OTYECT

d. yapeaurenbHsblii foroBop; yka3 [Ipesunenra PO; HHCTPYKIUS IO 1EIONPOU3BOICTBY



Bompoc 54
B kakux opranmzanumsx moxetr HE BecTrch kanpoBasi TOKyMeHTaIUS:
Bribepute oquH OTBET:

a. Ka/ipoBast JOKYMEHTAIUS BEAETCS BO BCEX OPTaHM3AIMAX HE3aBUCHMO OT X OPraHU3aI[OHHO-
MPaBOBOH (OPMBI

b. B HEKOMMEpPUYECKHX OpraHH3aIUIX
C. B Ka3€HHBIX TOCYIaPCTBEHHBIX YUPEKICHUIX

d. B aKIIMOHEPHBIX OOIIECTBAX

Bompoc 55

Kakue pacnopsianTenbHble JOKYMEHTBI H3AA0TCS [0 ONIepaTUBHBIM BOIPOCAM U JUIsl OpraHU3aIiu
WCTIOJIHEHUS APYTHX PACIIOPSAUTENbHBIX JOKYMEHTOB:

BribepuTe oquH OTBET:
a. IpHKa3bl

b. pemenust

C. IOCTAHOBJICHUS

d. pacriopspkeHust

Bomnpoc 56

Kakwue pacrmopAaaAuTCIbHBIC JTOKYMCHTBI OTHOCATCS K JOKYMEHTAM, CO34aBaCMbIM B YCIIOBUSX
KOJIIICTHUAJIbHOCTH!

BriGepute OMH OTBET:
a. pereHus
b. mpuxassr
C. yKazaHus

d. pactiopspkeHus

Bomnpoc 57
KakoMy MOHSATHIO COOTBETCTBYET CICAYIONIAs XapaKTEPUCTHKA:

OTO TOKYMEHT, COAEPIKAIIHH MTPaBHiia TIOBECHHS, PACIIPOCTPAHSIONINECS HAa HEONPEIEICHHBIA KPYT
JIUII, U3JJaHHBIC HA OCHOBAHUH U BO HCIIOJIHEHUE (PeliepaabHOr0 3aKOHOIATENILCTBA, 00SI3aTeIbHBIC IS
WCTIOJTHEHHSI OpTraHaMHU TOCYJapCTBEHHON BIACTH, MECTHOTO CaMOYIIPABIICHUS, UX JODKHOCTHBIMHU
JUIAMH, IOPUINICCKUMHE JIMIIAMU U TPAKIaHAMHU.



Bribepute oquH OTBET:

&. HCHOPMAaTHUBHBIN NIPABOBOM aKT
b. HOpMaTHBHEII TIPaBOBO# aKT

C. IPaBOBOM aKT

d. HopMBI TIpaBa

Bompoc 58

Kakumu ciioBaMy TODKEH HAYMHATHCS TEKCT MPUKa3a, €CIH €ro W3JaHNe BEI3BAaHO HEOOXOIMMOCTHIO
OCYIIECTBIICHHSI COOCTBEHHOH JEATEIHHOCTH 110 HHUITUATHBE OpTaHU3aIHH:

BribepuTe oquH OTBET:
a. «Bo ucnonuenwue...»
b. «B cBszu c...»

c. «<Ha ocnoBanuu...»

d. «B cooTBeTCcTBHH C....»

Bompoc 59

B kakoii yactu pacrmopAauTECIbHOTO JOKYMCHTA HGOGXOI[I/IMO nomMeniaTh nNepeuYCHb JOKYMCHTOB,
YTPaTUBIONX CUJTY WX MOAJIC)KAIIUX USMECHCHHUIO B CBA3U C U3JIAHUEM NJAHHOI'O aKTa:

Bribepure otiH OTBET:

a. B IIEPBBIX MTYHKTAaX PACHOPSIUTEILHON YacTH
b. B koHCTaTHpYIOIICH YacTH

C. B KOHIIE TEKCTA

d. B 11000M IyHKTE pacHopsANTEIbHON YacTh

Bompoc 60
KakoMy MOHSITHIO COOTBETCTBYET CIICIYIONIAs XapaKTEPUCTHKA!

I[OKyMCHTBI, 06J'Ia,[[aIOH_II/Ie }opnﬂnqecxoﬁ CHHOﬁ, HU3aaBacMbIC pPYKOBOJICTBOM OpPraHrU3allviv U
COoZCpKAIUE YITPABIICHYCCKHUE PCUICHW A, HAIIPABJICHHBIC HA BBIMIOJIHCHUEC TCKYIINX U NICPCIICKTUBHBIX
3ajJgayq:

Bribepute oquH OTBET:
a. OPraHU3aIMOHHO-TIPABOBEIC IOKYMCHTHI

b. JAOKYMCHTBI 110 IMYHOMY COCTaBYy



C. nH(pOPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI

d. pacrnopaauTECIbHBIC JOKYMCHTBI

Bompoc 61

Kakoli 1OKyMeHT SIBISETCS 00s13aTeIbHBIM IPU JOKYMEHTHPOBAHUHN TPYIOBBIX OTHOIICHHH MEXKTY
pabOTHHUKOM M paboTomaTesIeMm:

Bribepute oquH OTBET:

a. Tpy/OBasi KHIKKA

b. pexxum Tpyna

C. IOJDKHOCTHASI HHCTPYKITHS

d. KOJJIEKTUBHBII TOTOBOP

Bomnpoc 62

ITpu oTnpaBke Kakol pa3HOBUAHOCTH MMChMa MOKHO OTPAaHHYUTHCS (PaKCUMUIIBHON CBSI3BIO HITH
3JIEKTPOHHOM MOYTOH 6€3 NOCHIIKM KOPPECTIOHACHTY NOJIMHHUKA!

BeibepuTe o1MH OTBET:
a. PEeKJIAaMHOT'O TTHChbMa
b. mucema-3amnpoca

C. MMCbMa-3aKasa

d. mucrMa-HanoMHUHaHUS

Bompoc 63

Kak JAOJDKCH MMOCTYNHUTH UCIIOJTHUTCIIb, HO,Z[FOTOBI/IBIHI/If/i ACJIOBOC MMUCBbMO, €CJIM PYKOBOJUTCIIb OTACIIA
IJIAaHUPOBAHUA, BU3a KOTOPOI'O HGO6XO}II/IMa, HaXoAWUTCA B KOMaHIUPOBKE:

Bribepute oguH OTBET:

a. )KJIaTh BO3BPAILECHUSI PYKOBOAUTEINS OT/AeJa IUIAHUPOBAHUS U3 KOMaHIUPOBKHU
b. mepemath MHCEMO Ha MOATUCH PYKOBOAMUTEIO O€3 BU3BI

C. 3aBU3UPOBATh MUCHMO Y 3aMECTUTENS PYKOBOJUTENS OT/IeJIa IJIAHUPOBAHUS

d. 3aBU3UPOBATH MMUCbMO CaMOMY

Bompoc 64

YeMm nuceMo-nipeioxkenue (odepra) oTAMYaeTCcs OT PEKJIAMHOTO MUChMa!



Bribepute oquH OTBET:

a. HaIPaBJISIETCS MPOJIABIIOM IMOTCHIMATBHBIM MOKYIATEISAM C MPEI0KCHUEM TOBAPOB MIIH YCIYT
b. He cBsA3BIBacT NpoO/AaBIIA 0053aTEILCTBOM MPOATH TOBAP

C. COJIEPXHUT HAMEPEHHUE 3aKIIOUYHUTh CICIKY C YKa3aHUEM €€ KOHKPETHBIX YCIOBUIMA

d. CTUMYJIMPYCT UHTCPECC K TOBAPY U KCJIAHUEC €O HpI/IO6peCTI/I

Bompoc 65

K kaxoif pa3sHOBUIHOCTH MHCEM OTHOCATCS TUChMA, C TIOMOIIBI0 KOTOPBIX MPOCST BBICIATh
ouIIaTBHBIE CBEICHUS W JOKYMEHTHI:

BribepuTe oquH OTBET:
d. MMCbMO-NU3BEIIICHUE
b. muceMo-nipocrba

C. MMCbMO-3aKa3

d. muceMo-3ampoc

Bormpoc 66
Opranu3zanus moixy4usia MICbMO-TIPOCH0Y CIEIYIOIIEro COAePKAHUS:

IIpocum Bac nperocTaBuTh MECTO JUIsl POXOKICHUS TPEAIUIINIOMHON ITPAKTUKH CTYIEHTKE 5 Kypca
0uHOH Qopmbl 00yUeHus paKyIbTeTa MeIarornieckoro 00pa3oBaHus U cepBUCHBIX TexHoJoruid PI'bOY
BITO «Marauroropckuii rocyJapcTBEHHBIH YHUBEPCUTET», TI0 HANPaBIEHHIO «/lOKyMEHTOBEeHNE U
apxuBoBeneHue» MenseneBoit AnHe ArpeeBHe ¢ 01 despans mo 28 mapra 2013 .

VYkaxure, Kakoi U3 BapuaHTOB OTBeTa OyieT 0oJiee MpaBUIbHBIM:
Bribepure ouH OTBET:
a.

C006I]_[aeM, 4TO Halla opraHu3anus NpeaoCTaBUT MECTO AJId NPOXOKACHUSA NPAKTUKU JIA BaIci
CTYACHTKHU.

b.

Ha Bare nmucemo ot ... Ne ... coo0IiiaeM, 4To rOTOBBI IPEJOCTABUTH MECTO ISt
MPOXOKACHUSNPEAIUIIIOMHON IPAKTUKU CTYIEHTKE 5 Kypca O4HOM (opMbl 00yueHHs hakyIpTeTa
MeIarorraeckoro oopa3oBanms U cepBUCHBIX TexHojoruit ®I'BOY BITO «Marauroropckuit
rOCYJapCTBEHHBI YHUBEPCHUTETY, [I0 HAPaBICHUIO «J{OKyMEHTOBeIeHHE 1 apXUBOBEICHUE)
Mengenesoit Anne AnapeeBHe ¢ 01 ¢eBpains mo 28 mapta 2013 r.

C.



Coo01raeM, 4To Hallla OpTraHU3aIKA TOTOBA MPEIOCTABUTH MECTO /ISl POXOKIACHUATIPE A TUTIIOMHON
MIPAKTHUKH CTyIEHTKE 5 Kypca ouHOU (hopMbI 00ydeHus GpaKyIbTeTa MeJarornieckoro oopa3oBaHus
cepBucHbIX TexHosoruit ®I'bOY BIIO «MarHuToropckuii rocy1apcTBEHHbIN YHUBEPCUTETY, 1O
HamnpaBleHHo «J{okymMeHTOBeieHrne 1 apxuBoBeaeHne» MeaseneBoit Aune Aunpeeste ¢ 01 ¢espains mo
28 mapta 2013 .

d.
VBaxaeMble KOJLIETH!

HNudopmupyem Bac 0 TOM, 4TO MBI pajibl IPEIOCTABUTL MECTO JIJISl IPOXOKACHHS MTPEITUILIIOMHOMN
MpakTHKU Bameit crynentke MenBeneBoit AHHe AHIpeeBHE B 0003HaueHHBIe Bamu cpokwu.

Bormpoc 67

YkaxuTe HanOosee «KeCTKUI» U HEYMECTHBII BapHaHT OTKa3a:

BribepuTe oguH OTBET:

a. B cBsi3u c ... Balie npeayokeHue He MOXKET OBITh IPHHSATO

b. B cBsi3u ¢ ... Ballle NpeUI0KEHUE HAMHU HE TIPHHUMACTCS

C. B cBsi3u ... nemapTaMeHT He MOKET COTJIACHTHCS C BAIIUM MIPEIOKEHIEM

d. ITpunsTh Bale npeioKeHNE He MPEACTABIISIETCS BO3MOYKHBIM B CBSI3H C ...

Bomnpoc 68

Ykaxure, Kakas U3 3TUKETHBIX 3aKIIOYUTENbHBIX (ppa3 OyaeT yMecTHOH B TEKCTE AETIOBOrO MUCHMA!
Bribepute oiMH OTBET:

a. Hapeemcst Ha anuTenbHOE INIOJOTBOPHOE COTPYIHHYECTBO

b. K coxanenuto, Mbl O3HO MOTYYHIIH Ballle MPEAJI0KEHHE 1 HE CMOTIJIM UM BOCIIOJIb30BaThCS

€. Ouens pazapl okazate Bam ycmyry

d. K cuactslo, Hamm ornaceHusi 00 OCTaHOBKE ITOCTABOK 000PY/I0BAaHMUS HE HOATBEPAMINCH

Bompoc 69
Kakwue nricbMa SBISIIOTCS MHOTOACTIEKTHBIMH:
Bribepure oMH OTBET:

a. MICHbMa, COCTOAIINE U3 TPEX HITH YETHIPEX CMBICIOBBIX YacTel (BCTYIJICHUE, OCHOBHAS YacTh,
3aKIIIOYCHUE, IPEAYIPEKICHNE HITH 3aKIFOUNTENFHBIE STHKETHBIC (POPMYJIBI)

b. MMUChbMa, MOCBAIICHHBIC HCCKOJIBKHMM BOIIPOCAM



C. KOMIIJICKC ITHCEM, SIBJIIIOIINUXCS PE3YJIbTAaTOM IICPEIIMCKHU ICIOBBIX ITAPTHEPOB 110 OJHOMY HIIN
HECKOJIBKUM BOIIpOCaM

d. IMMCbMa, aBTOpaMH1 KOTOPBIX ABJIAIOTCA HECKOJIBKO JIUII, KAXKI0€ N3 KOTOPBIX BBICKA3bIBA€T CBOIO TOYKY
3pCHUA Ha OTpa)KeHHI;IfI B IMMUCbME BOIIPOC.

Bomnpoc 70
N3 kakuX KOMIO3UIIMOHHBIX YaCTeH COCTOUT MPUBEACHHBIN HUKE TEKCT MHCHMA!

B cootBercTBUM ¢ pacniopsokeHreM DenepanbHOTO YIPABICHHS MO IEIaM 0 HECOCTOSITETFHOCTH
(6ankpotcTBe) oT 19 okTsa0pst 2004 r. No 75-P HampaiisieM BaM akThl ¢ KOMITIEKTAMH JJOKYMEHTOB 10
MPETPUATHSIM:

1. BocTpsikoBckuii MsiconepepadaThIBarOIfii KOMOHHAT;
2. ®abpuka neTckoi urpymku Ne 3.

BribepuTe oquH OTBET:

a. BBe/ICHHE OOOCHOBaHWE

b. BBeneHue, 3aKinouyeHne

C. 000CHOBaHUE, 3aKII0YEHIE

d. BBCICHHC, O6OCHOBaHI/I€, 3aKJIIOYCHHEC

Bormpoc 71

Kakoii knmaccupuKalMoOHHbBIA NPU3HAK IT0JIOKEH B OCHOBY J€JICHHS AEJIOBOM MEPENUCKU Ha
oHIIMAEHYIO U TUYHYIO:

Bribepute oiMH OTBET:

a. 10 Ha3HAYCHHUIO

b. mo mecty HaxoxIeHus aapeca

C. TI0 MOJIOXKEHHIO B CHCTEME JIOKyMEHTO000poTa

d. 1Mo MoJIOKEHHIO B HEpapXUU YIIPABICHUS

Bompoc 72

Kakne nucema IMMOAIMUCBHIBAOTCA ABYMA JIMIIAMHU — PYKOBOAUTEJIIEM OpraHU3alun 1 T'JIaBHbBIM
Oyxranrepom:

Bribepute oquH OTBET:
a. MUCHEMa-3ampoChl

b. rapanTHiiHBIC THCEMA



C. CONPOBOJUTECIILHBIC ITMChMa

d. pexnaMHbIe THCHMa

Bompoc 73

Ha xaxoM u3 nH(OpMaLIMOHHO-CIIPABOYHBIX TOKYMEHTOB MOXKET OBITH OPOPMIICH TPHU(] YTBEPKACHUS:
Bribepure oauH OTBET:

a. CITUCOK

b. cipaBka

C. aKT

d. cy)xeOHas 3amucka

Bormpoc 74

Kaxkast pa3HOBHAHOCTH 3alIMCOK 0(hOpMIIsIeTCsI Ha OJIaHKe OpraHU3aIiu:
BribepuTe oquH OTBET:

a. 00OBSICHUTENbHAS 3aMHCKa

b. BHEIHSS MOKITaHAS 3aTTHCKA

C. cimy)keOHas 3arucka

d. BHYTPCHHAA AOKJIAAHAA 3allMCKa

Bonpoc 75

Kaxoii Buj 3aniiCKH 00513aTENIEHO PETUCTPUPYETCH:
Bribepute oguH OTBET:

d. BHEIIHAA JOKJIaaHas 3alrcKa

b. BHyTpeHHSS mOKTaMHAS 3aITHCKa

C. OOBSCHUTENbHAS 3aITUCKa

d. cy>xeOHas 3anucka

Bompoc 76
Ha xakvie pa3HOBUHOCTH ENSTCS JOKIIAHBIC 3aMCKH 0 XapaKTepy COJCpKaHUs U Ha3HAYCHUS:

Bribepute oquH OTBET:



a. BHyTpEHHUE U BHEITHUE
b. odunmanbHbIe U THYHBIE
C. pa3bACHUTEIIBHBIC U OTIpaBIaTEIHHBIC

d. WHHUIIUATUBHBIC, HH(bOpMaHHOHHBIe " OTYCTHBIC

Bomnpoc 77

Kakoii pa3HOBUAHOCTH OKJIAJHBIX 3aIIMCOK COOTBETCTBYET CJIEAYIOIIAsl XapaKTEPUCTHKA: «ITH
JOKJIaIHBIE 3aUCKN MHOOPMUPYIOT O 3aBEpLICHUH PabOTHI, €€ ATama, BHIIOJTHEHUH YKa3aHHH,
PaCHOpPSKEHUN U T.ILY.

BribepuTe oiuH OTBET:
a. uH(opmManMoHHas

b. mosicauTenbHbIE

C. OTYETHBIE

d. uaUIAaTUBHEIE

Bomnpoc 78

Kakast pa3HOBHTHOCTB 3aITHICOK HE COJICPIKUT BBIBOJIOB M ITPEIOKEHHIA:
Bribepute oiMH OTBET:

a. MHULMATUBHAS JTOKJIAHAs 3aHCKa

b. oOBsicHUTEIBHAS 3aTIHCKA

C. TMYHAs 3aIKcKa

d. cmy)xeOHas 3amucka

Bompoc 79

Kakomy BuIy HHGOPMAITMOHHO-CIIPABOYHON JJOKYMEHTAIIMU COOTBETCTBYET CIIEYIONIEE ONpe/elICHHE:
«2T10 (hopMa BHYTpEeHHEH JeTOBOI MEPENUCKH MEXIY ITOAPa3ACICHUSIMHA OPTaHU3aLNN HITH
JOJDKHOCTHBIMHM JIMLAMH, HE HAXOSIIUMHUCS B IIPSIMOM IO TYMHEHHUID).

BriGepute OMH OTBET:
a. JIOKJIa IHasl 3aIucKa

b. cmyxe6uas 3amucka
C. OT3bIB

d. akr.



Bomnpoc 80

Kakxomy Buny nH()OpMaIMOHHO-CIIPABOYHON JOKYMEHTAIIMN COOTBETCTBYET CIIEIYIOIIee Olpe/IeeHue:
«ITO IOKYMEHT, COCTaBJICHHBIN ISl TOATBEPKICHHS YCTAHOBJICHHBIX ()AKTOB, COOBITUH, IEHCTBUITY.

BoiGepuTe OMH OTBET:

a. aKT

b. mporoxon

C. MUCHMO-TTOJTBEPK ICHHE

d. cripaBka

Bompoc 81

Kakomy Buny HHQOPMAIIOHHO-CIIPAaBOYHON TOKYMEHTAI[UA COOTBETCTBYET CIEYIOIIee ONpeAeIICHHUE:
«2TO JOKYMEHT, COJIEpKALIIHA epEUnCIICHHE ML, IPEIMETOB, 0ObEKTOB B ONPEACIICHHOM IOPSIIKE,
COCTaBJICHHBIN B LeX UH)OPMUPOBAHUS MU PETUCTPALIUNY.

Bribepute oiMH OTBET:
a. mepevyeHb

b. cipaska

C. CBOZIKA

d. criucox

Bomnpoc 82

KaKOMy BUOY HH(bOpMaHHOHHO-CHpaBO‘IHOﬁ JAOKYMCHTAllMU COOTBETCTBYCT cneay}omnﬁ TCKCT:

Dedepanvroe ynpasieHue no 0elam 0 HeCOCMOAMeIbHOCmU (OAHKPOMcmee) Ha OCHOBAHUU
npeocmasnentvlx Ty2ypaviKcKkum yemeHmuuim 3a8000m (Openbypeckas obnacmeu, noc. Tyeypavik, yi.
Lenmpanvuas, 0.1) doxymenmos dyxeanmepckotl omuemuocmu no cocmosinuio Ha 30.04.2013:

- oyxeanmepckuti 6anauc (popma 1);

- omuem o npudbvLIAX U yovimkax (gpopma 2)

U NPOBEOEHHO20 AHANU3A (PUHAHCOBO20 COCMOSIHUSL NPEONPUSIMUSL, YCIMAHOBULO, YO OAHHOE
npeonpusimue s8Aemcsi HeniameNcecnoCoOOHbIM U UMEIOWUM HEYOOBICMEOPUMENbHYIO CIPYKIMYPY
banauca (npeonpusimuem-00IHCHUKOM,).

OcHosanue:



K03 puyuenm mexywen mxkeuoHocmu no baraucy npeonpusmus =18%,

K03 puyuenm obecneweHHocmu cobHCmMEeHHbIMU 0OOPOMHBIMU CPEOCMBAMU NO OANAHCY NPEORPUAIMUSL =
8%;

K03 puyuenm soccmanosienus no barauncy npeonpusimus =10%.

Pyxosooumens Cmenanos 11.]]. Cmenanosg

Bribepute ouH OTBET:
a. cripaBKa

b. 3akmoueHue

C. OT3BIB

d. cBoaka

Bomnpoc 83

KakuMm 1okyMeHTOM HEOOX0IUMO O(OPMHUTH PE3yIbTaThl PEBU3UH OT/IENa POJIaK OPraHU3alluH:
Bribepute oiMH OTBET:

a. CIpaBKoOil

b. akTom

C. “HPOPMAITUOHHBIM MMUCBMOM

d. cBOAKOI.

Bompoc 84

KakoBo MUHHMaTbHOE KOJIMYECTBO JIHIIL, TIOAMUCHIBAIOIINX aKT:
Bribepure oguH OTBET:

a. onuH

b. Tpu

C. 1Ba

d. uetnipe.



Bompoc 85

Ha xakux padoraukoB HE 3aBopuTcs inyHasi kapTouka:
Bribepute oquH OTBET:

a. Ha paOOTHHKOB, IPUHATHIX HA TIOCTOSIHHYIO pa0doTy

b. 3aBoguTCS Ha BCeX paOOTHUKOB MPEANPUATHS 0€3 HCKITIOUYCHUS
C. Ha paOOTHUKOB, IPUHSATHIX Ha BPEMECHHYIO paboTy

d. Ha paOOTHHUKOB, IPUHSATHIX HAa paOOTY 10 COBMECTUTEIBCTBY

Bormpoc 86

[Iponomxute onpenenenue: popmyssap-odpaser — 310 ...

BribepuTe oguH OTBET:

a. HabOp PEKBU3UTOB, UICHTUPHUIMPYIOIIUX aBTOPa OQHUIINATBHOIO TUCBMEHHOTO JOKYMEHTA

b. Monenb mocTpoeHust TOKyMEHTa, yCTaHABIMBAOIIas 00J1acTh MPUMEHEHHUs, (HOPMAThI, pa3Mephl MOJICH,
TpeOOBaHMs K MOCTPOCHUIO KOHCTPYKIIMOHHON CETKH M OCHOBHBIE PEKBU3HUTHI

C. Ha0Op PEKBU3UTOB OPHUIIMATHEHOTO ITHCBMEHHOTO JOKYMEHTA, PACTIONIOKEHHBIX B ONPeAeTICHHON
MOCJIEI0BATENBHOCTH

d. TunoBast MozIeJb, COMIEpIKAIasi COBOKYITHOCTh 0053aTeIbHBIX PEKBU3UTOB, CBOMCTBEHHBIX JIOKYMEHTaM
YHU(HUIPOBAHHOHW CHCTEMBI OPraHU3aMOHHO-PACTIOPSAUTEILHON JOKYMEHTAUH U PACTIOIOKEHHBIX
ornpezeIeHHBIM 00pa30oM.

Bomnpoc 87

Kaxol pekBU3UT, pacronoXKeHHBIH BbIIIE TEKCTa, OTHOCUTCS K 3ar0JIOBOYHOM YacTH:
Bribepure ouH OTBET:

a. rpud yTBEp>KICHUS

b. cchuika Ha perucTpanMOHHBIN HOMEP | 1Ty JOKyMEHTa

C. pe3oonus

d. oTMeTKa 0 KOHTpOJIE.

Bompoc 88

Ha xakux 6mankax pacmonaraercs ['ocynapctBeHHbIH repd Poccuiickoit Denepalini B OTHOIIBETHOM
BapUaHTE:

Bribepute oquH OTBET:



a. pemennii BepxoBroro Cyna Poccuiickoit @enepanmm
b. MexBe1OMCTBEHHOM KOMUCCHH TIO 3aIUTE TOCYAaPCTBEHHOMN TalHBI

C. IUTUTOMATHYECKUX MPEICTABUTEIHCTB, KOHCYIBCKUX YUPEKASHIH 1 MHBIX O(PUITHATEHBIX
npeacraBuTensCTB Poccuiickont @enepanuu 3a npeaenamu Poccuiickoit @enepannu

d. Anmunuctparuu [pesunenta Poccuiickoit deneparin.

Bompoc 89

B kakoii JoKyMeHTaluy 3aKperuIeHO COKPaIlleHHOE HAaNMEHOBaHNE OpraHU3alHu:
BribepuTe oquH OTBET:

a. OpraHu3aluOHHON

b. pacopsaurenbHoM

C. yUpEIUTEIbHOU

d. uHbOPMAIIMOHHO-CIIPABOYHOM

Bormpoc 90

Kakue peKkBU3UTBI COCTABIISIOT CIPABOYHYIO HH(DOPMAIUIO 00 OPraHu3aliu-aBToOpe JOKYMEHTA:
BribepuTe oguH OTBET:

a. KOJl OpraHu3alliy, CIIPaBOYHbIC IaHHBIC 00 OpraHu3aIuy, Ko GOopMbI JOKYMEHTA

b. HanmenoBanwue BeIIECTOSAIIIEH Opranu3aium, Ko opraruzanuu, OT'PH, MHH/KIIIT

C. cTipaBOYHBIE JaHHBIE 00 oprann3anuu, koj opranuzanun, OI'PH, MHH/KIIIT

d. HaMMEHOBaHHUE BBIILIECTOSIICH OPraHU3aLNH, CIIPABOYHBIC JJAHHbIE 00 OpraHU3alnH, KO
opraHusaluy, Koj (GOpMbl JIOKyMEHTA.

Bompoc 91

Ha 6nankax xakux mokymeHToB HE yka3siBaeTCs HaMMEHOBaHME BUIA TOKYMEHTA:
Bribepute oguH OTBET:

a. CIIy)KeOHOTO MHChMa

b. momKkHOCTHOM MHCTPYKIIMK

C. CIIpaBKU

d. cry>xeOHO# 3amiCcKu



Bompoc 92

Kakum noxkymeHTOM HE00X0AUMO 0(OPMHTE BO U30ekKaHNe HapyIIeHHst HOpM TpyI0BOToO KoJekca
MUChMEHHOE HATIOMIUHAHNE O HEOOXOAMMOCTH SBUTHCS ISl TOJTYUICHHS TPYAOBOI KHIDKKH YBOJICHHOMY
pabOTHUKY, HE IOJIYYUBIIEMY €€:

Bribepute oquH OTBET:

a. pakcorpamma

b. SMS-coobrenue

C. 2JIGKTPOHHOE COOOIIECHUE

d. 3aka3HOE MUCHMO.

Bompoc 93

Kakoil pa3sHOBUAHOCTH NMMCbMa COOTBETCTBYET ClIeAyroIas si3bikoBast hopmyna: «IIpeacrasmso Ha
YTBEPXKACHHE MPOEKT IJIaHa...»:

BribepuTe oquH OTBET:

a. COMPOBOIUTEIHHOE MTUCHMO
b. mpocr6a

C. odepra (IpeAIOKEHHUE)

d. MNpeaACTaBJICHUC

PA3JEJI 3

IpakTuyeckoe 3aganue 1 (3 pazzen)

Tema 1.

OnummTe CTPYKTYpy HOOKYMEHTalIbHOrO (POHJA OpraHu3alMd WM OJHOTO U3
CTPYKTYPHBIX IOJIpa3ziesieHuii oprann3zanuu Bameit 6a3bl IpaKTHKH.

1.1. N3yuute NOKYMEHTaIbHBIH (DOHJ OJHOTO M3 CTPYKTYPHBIX HOJpa3JesieHHi
OpEeNnpusITHs WIM oOpraHu3auuu Bamielr 0a3pl mpakTukd. Bbl Mo)keTe BOCHOJB30BaThCS
HOMEHKJIATYpOH J€JI TOAPAa3ACIICHNs UM CBOAHOW HOMEHKIIATYPOU JE€JI OPTaHU3aLUN.

1.2. BeimonHuTe KiaccupuUKalnio JOKYMEHTOB B COOTBETCTBUU C BBIMOJHSEMOM
UMM yIpaBJIeHYeCKON QyHKIHUEH.

1.3. CooTHecuTe BbIIEIEHHBIE BaMm rpynmbl JTOKYMEHTOB C OCHOBHBIMH
(YHKIMOHATIBHBIMHE CUCTEMaMH JIOKYMEHTOB, HCIIONIb3yeMbIMH B Poccuiickoit @enepannu.

14. CocraBbTe cXeMy JOKYMEHTAJIbHOTO (POHIa.

Tect k pazmeay 3.1

Bomnpoc 1

[TpomomkuTe omnpeneneHne: cucTeMa J0KyMEHTAIUH — 3TO. ..
Bribepute oauH OTBET:



a. COBOKYITHOCTH JIOKYMEHTOB, CBSI3aHHBIX IPOLEAYPOHl HPUHATHS YIPaBIEHYECKOTO
peleHus

b. COBOKYMHOCTH JOKYMEHTOB, B3aHMMOCBSI3aHHBIX I10JI IPU3HAKaM IPOHMCXOXKICHUS,
Ha3Ha4YeHUs], BUJIA, CPephl IeSTEIbHOCTH, €AUHBIX TPEOOBAHUN K O(OPMIICHUIO

C. JOKYMEHTBI M1 MAacCCHUBBI JIOKyMEHTOB B WH(OPMAIIMOHHBIX CHCTEMAaX, YIIOPSI0YCHHbIC
ornpeaenéHHBIM 00pa3oM

d. pa3sHOpOAHBIE 1O CBOEMY MPOUCXOXKICHHIO, pasHOOOpa3HbIE MO BUIOBOMY COCTaBY
JIOKYMEHTBI, 00pa30oBaBUINECS B Mpoliecce ACSITEIbHOCTH OTAEIBHOr0 (PU3MUECKOro JIuiia

Bompoc 2

VYnpasneHnueckas QyHKIHS, peajiu3yemMasi C IOMOIIbIO KaJPOBBIX TOKYMEHTOB

Bribepure oauH OTBET:

a. OpraHu3alyu ASITeTbHOCTU MPEIPUITUS

b. KOHTPOJIb EATENEHOCTH MPENTPUATUS

C. YIpaBJieHUE TIEPCOHAIIOM MPEATPUSATHUS

d. TulaHUpoBaHKE AEATEIHHOCTH MPEATIPHITUS

Bomnpoc 3

K opranuzaimoHHBIM JJOKYMEHTAM MPEIPUATHS OTHOCSATCS BUIBI JOKYMEHTOB:

Bribepute oauH OTBET:

a. pacnopsiKeHHe

b. TeXHUYECKHE YCIOBUS

C. IOJDKHOCTHAsI UHCTPYKLUS

d. akr

Bompoc 4

K nndopmannoHHO-cripaBOYHBIM JOKYMEHTaM OTHOCSTCS:

Bri6epuTe ouH OTBET:

a. IpuKa3

b. ycTaB

C. 00BsICHUTENbHAS 3aIIUCKa

d. mocraHoBieHue

Bormpoc 5

OcHoBHasg kinaccuUKAIMOHHAs eAuHHWIA B (YHKIMOHAIBRHON  KiaccuUKAIUN
JIOKyMEHTOB

Bri6epuTe ouH OTBET:

a. MOJUTMHHUK JOKYMEHTa

b. BUI JOKyMeHTa

C. JIeNo

d. mybmukat 1oKyMeHTa

Bomnpoc 6

OyHKIMOHANbHAS Kiaccu(UKaMs JOKYMEHTOB OCYIIECTBISETCS IO CIEAYIOIEMY
OCHOBaHUIO

Bribepute oauH OTBeET:

a. nH(pOpPMAIMOHHAS COCTABJIAONIAs TJOKYMEHTA

b. BpeMs nosIBIIEHUS JOKYMEHTa

c. croco0 3akperieHust UH(pOopMaIMKU Ha MaTepUAIbHOM HOCHUTEIE

d. BUJ MaTepuanbHOTO HOCUTENS IOKYMEHTa

Bomnpoc 7

VYkaxuTte BUI JOKYMEHTA, BEIICISIEMBIH 10 (QYHKITUH YIIpaBICHUS

Bribepure ouH OTBET:

a. aHKeTa

b. oTuér

C. I0Che

d. aeKTPOHHBII TOKYMEHT

Bomnpoc 8



C moMompi0 OpraHu3alMOHHO-TIPABOBBIX JOKYMEHTOB pPEaIH3yeTcsl yIpaBieHUYECKas
byHKIIUS

Bribepure ouH OTBET:

a. HOPMaTHBHO-METOANYECKOT0 00eCIeueHHs yIPABICHUS MIPEAIPUITHEM

b. KOHTPOJIS AEATEILHOCTH MPEATIPHITUS

C. PETYJIIMPOBAHUS IESATEIBHOCTH MPEAPHITUS

d. opranuzanuu qesITeIbHOCTH MPEIIPUSTHS

IIpakTuyeckoe 3aganue 2 (3 pasaen)

Tema 2. OnumuTe JOKyMEHTAJIbHBIN (JOH] OpraHU3allK WM OAHOTO U3 CTPYKTYPHBIX MOApa3aesicHHN
opranuzanuy Bameil 6a3pl IpakTUKY B aclieKTe YHU(DUKAILIUH

2.1. OmpenenuTe U MepeYUCINTE, Kakue YHUPHUIUpoBaHHbIe crucTeMbl fokyMenTanuu(Y CJ]) ncnonssyer
Bama 6a3a mpakTuk.

2.2. 3yunTte JOKYMEHTHI CHCTEMBI OpPraHU3AMOHHO-pacIopsANTENbHON nokymeHTauu (OPJ1),
UCIIOJIb3yeMble 0a30i MPaKTHK, U IPUBEIUTE IPUMEPHI JOKYMEHTOB, U3TOTOBJICHHBIX C HCIOIb30BAaHHEM
yaupuIrpoBaHHbIX (opM nokyMenToB (Y DJI), onpenenute koabl 3Tix Gopm o Obmepoccuiickomy
KIaccu(UKaToOpy yrpasineHueckon fokymentanuu (OKY ).

2.3. Ocy1iecTBuUTE aHaNK3 5 TOKYMEHTOB Barreli 0a3bl MPakTUKW M IPUBEANUTE IPUMEPHI H3TOTOBJICHUS
JOKyMEHTOB C UCIIOJIb30BaHHEM

- pa3HbIX YHUPUIIMPOBAHHBIX (popmaToB Oymaru,

- pa3HBIX BUJOB OJIaHKa JOKYMEHTA,

- pasHbIX GopM YHUPHKAIINY TEKCTA,

- MOHATHHHON yHU(HUKALUH WM YHU(PHUKAIIMHA TEPMUHOJIOTHH.

2.4. YkaxuTe 11e1eco00pa3HoCTh MPoBeAEHHON yHubuKkauu. Cuenaite CChbUIKY Ha CTaHIapThI.

2.5. Ha ocHOBe M3y4YeHHBIX IOKYMEHTOB cOCTaBbTe (hparMeHT Tabdeist hopM IOKYMEHTOB OpraHU3alIlHH.

B npoexTte HoBo# ['CJIOY npeanaraercs npumepHas ¢opma Tadess

Tabnuna
Dopma mabens YOI
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Tect mo pasaneny 3.2

Bomnpoc 1

O6pa3ipl yHUGUIUPOBAHHBIX (OPM JOKYMEHTOB, PAa3pEIICHHBIX K IMPUMEHCHHUIO B
opraHu3alunu, CACTCMATU3UPOBAHBI B CIICAYIOIICM JOKYMCHTC:

BriGepute oqun oTBET:

a. IepeYeHb TUIIOBBIX YIIPABICHYECKUX JOKYMEHTOB IIPEANPUATUSL

b. anOoM yHHGUTIUPOBAHHBIX (POPM JOKYMEHTOB MPEITPUATHUS



c. Tabenb YyHU(PUIHPOBAHHBIX (HOPM JTOKYMEHTOB MPEIIPUATHS

d. HOMeHKaTypa Je npeAnpUsITHs

Bompoc 2

Komnozunus nuceMa — 3710. ..

Br16epute o1H OTBET:

a. PacIoyIo’KeHHE PEKBU3UTOB IIMCbMa M 3JIEMEHTOB TEKCTa Ha OJIaHKe

b. mocnenoBaTeIbHOCTh PACTIOIOKEHUS MPEITI0KEHUN B TEKCTE TIOKyMEHTa

C. «sI3bIKOBas OpMyIa» MUcbMa

d. mocnenoBaTeIbHOCTh B3aWMOCBSA3AHHBIX CMBICIOBBIX YacTei, OOBEIMHEHHBIX
€/IMHCTBOM TEMBI

Bormpoc 3

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

Br16epute 01H OTBET:

a. mpoekTupoBaHue cayxos JJ10Y

b. ohopmieHrEe pEKBU3UTOB JOKYMEHTOB

C. OPraHU3aLUIO TOKYMEHTO000pOTa B yUPEXKICHUH

d. ynpaBieHue TOKyMEHTaMu

Bomnpoc 4

bilank nokymeHra — 370...

BriOepure oauH OTBET:

a. Habop PEKBU3UTOB, HICHTU(DUITUPYIOIINX aBTOPa OPUIHATHLHOTO JOKYMEHTA

b. TOKyMeHT, OTHeuaTaHHbIi B TUNIOrpaduu

c. HaOpaHHBII Ha KOMITBIOTEPE THIIOBOH JJOKYMEHT

d. JOKyMEHT C OBTOPSIOIIUMCS TEKCTOM

Bomnpoc 5

MeTto/ COBEpIIEHCTBOBAHNUS JOKYMEHTOB U CUCTEM JIOKYMEHTALUN

Bri6epute ouH OTBET:

a. CTaHJapTU3aIUsL

b. MmonenupoBanue

C. uHpopMaTHU3aus

d. cuctemMHbIN aHaTU3

Bomnpoc 6

VYuu¢unuposanHas popMa J0KyMEHTa — 3TO

BeiOepure oauH OTBET:

a. IOKYMEHT, CO3/JaHHBII C IPUMEHEHNEM KOMIIBIOTEPHON TEXHUKU

b. hopMbI IEpBUYHBIX YUETHBIX JOKYMEHTOB 10 YUETY TPYy/a U €ro OIjIaThl

C. COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C pEIIa€MbIMU B JaHHON
chepe [eATENBHOCTH 3aJa4aMd M 3a(UKCUPOBAHHBIMH B ONPEICICHHOM TMOpSIKE Ha
MaTepuaibHOM HOCHUTETE

d. TOKyMEeHT, UMEIOIINI TUIIOBOE COoJiepKaHue U 0popMIICHHE

Bomnpoc 7

ITocranoBnenunem IlpaBurenscrBa Poccuiickoii @enepanuu ot 08.07.1997 Ne 835 «O
NEPBUYHBIX YUETHBIX TOKYMEHTAX» YTBEPKIAeTCS

Bribepure oauH OTBET:

a. Tabesib YHU(PUIIMPOBAHHBIX (OPM JTOKYMEHTOB

b. TepMuHOIIOTHs B 007aCTH JI€IONPOU3BOJCTBA U ApXUBHOTO JIeNa

C. aJTbOOM 10 YU€Ty TpyJa U €ro OIUIAThI

d. MTHCTPYKIIUS 1O 3aTI0JHEHUIO TPYIOBBIX KHUKEK

Bomnpoc 8

CBoiicTBO  oQHUMANTBHOTO  JOKYMEHTa,  COOOIaeMoe €My  JCHCTBYIOIIUM
3aKOHOJATEIbCTBOM, KOMIIETEHIIMEH H3AAIOLIEr0 €ro OpraHa M YCTAaHOBJIEHHBIM IOPSIKOM
odopmieHus - 3To

BriGepute oqun oTBET:



a. KOH(pUIEHITUATBHOCTh

b. ropuanyeckas cuia

C. ayTCHTHYHOCTH

d. monHOTA

Bormpoc 9

Knaccudukanuss TOKyMEHTOB Ha HMHIUBHIyalbHbIE, TpadapeTHbie, MpPUMEpPHBIC
OCYIIECTBIISIETCS TI0 CJICTYIOIIEMY OCHOBAHUIO

BriGepure oauH OTBET:

a. CTENEeHb CIIOKHOCTH

b. crenens yHupUKaHH

C. CTeNeHb TOYHOCTH

d. creneHb OTKPHITOCTH

Bonpoc 10

JleaTeNbHOCTh 10 YCTAHOBJICHHUIO W IIMPOKOMY MHOTOKPATHOMY HCIIOJIb30BaHUIO
TpeOOBaHUM, HOPM, MPABWJI M XapaKTCPUCTHK, KaK OO0S3aTENBbHBIX JUIS BBINOJHCHUS, TaK WU
PEKOMEH/IYEMBIX, B IIEISAX TOCTH)KCHUS ONTHMAJIbHON CTENEHH YIIOPSJOYCHHOCTH B TOW WIIU
WHOU 00JacTH

BriOepure oauH OTBET:

a. yaHu(ukanus

b. cucremaTu3anus

C. CTaHJapTU3AIHS

d. rapmoHm3anus

IIpakTuyeckoe 3axanue 3.3

3.1. Kparko onummuTe, HCMIONb3yd CXEMY, KOMIUIEKCHl JOKYMEHTOB, B KOTOpbIE
00BEeIMHSAIOTCS. JOKYMEHTHBbIE pecypchl Bamiero HacenéHHoro nyHkTa, Bamiero npeanpusitus,
Bamm nuyHble TOKYMEHTHBIE pecypcChl Wiiu Bamei ceMbH.

3.2. IlepeuncnuTe ajapeca W Ha3BaHUSA JIJIEKTPOHHBIX OWOIMOTEK, KOTOpble BhI
ucnonb3yere. HazoBute 1iens Barero obparieHus K 3JeKTpOHHBIM OUOIHOTEKaM.

Tecrt k pazneny 3.3

Bomnpoc 1

K «iepBHUHBIM KOMITIIEKCAM JJOKYMEHTOBY» MPEIIPUSATHS OTHOCHTCS

BeiOepure oauH OTBET:

a. TOCyJJapCTBEHHAs CHCTEMa CTaTUCTUKU

b. ToKyMeHTaNbHbIN (OHA TpeanpUSTHS

C. COOPHUK HOPMATHBHBIX JIOKYMEHTOB TIPEIITPUSTHS

d. apxMBHAas KOJIEKIHS

Bormpoc 2

IlepcoHanbHbIE CBEJICHUS O IpaXkIaHaX SBISIOTCA

Bri6epute o1H OTBET:

a. KoHpUAEeHIMaTbHON HH(pOopMaIuei

b. uadopmarueit, OTHeCEHHON K KOMMEpPUYECKON TaiHe

c. nHpopManuei OTKPHITOTro 10CTYyIa

d. uapopmanmelt, OTHECEHHON K TOCY/ITapCTBEHHOM TailHe

Bompoc 3

JIoKyMeHTaJIbHBII QOHT - 3TO

BriGepure oauH OTBET:

a. COBOKYNHOCTb JIOKYMEHTOB, 00pa3ylolUXcsi B AEATEIbHOCTH IOPUIMYECKOro WU
¢u3nUecKoro JuIa 3a roj

b. TOKYMEHTBI OpraHHU3aLnH, BbIIETICHHbBIE K YHUUTOXXEHUIO

C. JOKYMEHTbI OpraHHU3alliy, TOATOTOBICHHBIE K Caye B rOCY1apCTBEHHBIN apXUB



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

Bormpoc 4

COBOKYIHOCTh B3aMMOCBSI3aHHBIX U CTPYKTYPUPOBAHHBIX JAHHBIX Ha MAIIMHOYUTAEMBIX
HOCHUTEISIX, 00padOoTKa, MOMCK M XpaHEHNE KOTOPHIX OCYLIECTBISIETCs ¢ moMouibio 9BM, 310

Bri6epute o1H OTBET:

a. DJICKTPOHHBIC 0a3bl JAHHBIX

b. a7eKTpOHHBIE OaHKU JaHHBIX

C. QJIGKTPOHHBIE KOMMYHHKATHUBHBIE PECYPCHI

d. anexTpoHHBIC OMOIMOTEKH

Bomnpoc 5

KomMruiekc 10KkyMeHTOB — 3T0

Br16epute ouH OTBET:

a. COBOKYMHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX [0 MpPHU3HAKaAM IPOUCXOKIACHUS,
Ha3HAYEHUS, BUA, CHEPhI NeSITEIHLHOCTH, €IUHBIX TpeOoBaHUN K 0(pOpMIICHUIO

b. HOMeHKIaTypa Je1 OpraHu3aluu

C. MAacCHBBl JOKYMEHTHPOBAaHHOH WH(OpMAINK, YIOPAJOYCHHbIE ONpeACIEHHBIM
obpazom

d. BuO WHPOPMALMOHHBIX PECYpPCOB, IPEACTABICHHBIH COBOKYITHOCTBIO OTICIBHBIX
JIOKYMEHTOB, MAaCCHBOB JOKYMEHTOB B HH(POPMAIIMOHHBIX CUCTEMAaX

Bompoc 6

DneKTpoHHbIE UH()OPMALIMOHHBIE PECYPCHI, CO3/laBaeMble PA3TUYHBIMU MPEAIPUATUIMU
¥ HETIOCPE/ICTBEHHO CBSI3aHHBIE C OCYIIECTBICHHEM UX OCHOBHOH IS TEITLHOCTH

Bri6epute o1H OTBET:

a. BCTPOCHHBIE WH(OPMAIIMOHHBIE PECYPCHI

b. pacnipenenénnble HHGOPMAIMOHHBIE PECYPCHI

C. DJIEKTPOHHBIE OUOIMOTEKH

d. KOMMyHHUKATHBHBIE JIEKTPOHHBIE PECYPCHI

Bomnpoc 7

JIOKYMEHT WM COBOKYMHOCTh JOKYMEHTOB IIO OJHOMY BOIIPOCY, TMOMEIIEHHBIX B
TBEPYIO OOJIOXKKY

BriOepure oauH OTBET:

a. cOOpHUK

b. neno

C. 10Che

d. mepemnucka

Bomnpoc 8

COBOKYMHOCTh ~ JIOKYMEHTOB, 00pa3oBaBIIMXCA W HAKOIUICHHBIX B  Ipoliecce
NEeSITETHHOCTH OT/IEIBHOTO (PU3UYECKOTO JIUTIA, ITO

Bribepure oauH OTBET:

a. IepCOHAIbHBIE HH()OPMAIIHOHHBIE PECYPCHI

b. ctarucTuyeckue HHGOPMAITMOHHBIE PECYPCHI

C. BCTPOCHHBIE HH(OPMAIIMOHHBIE PECYPCHI

d. pacnpenenéunbie HHPOPMAILIMOHHBIE PECYPCHI

Bomnpocsl k 3a4eTy ¢ OLIEHKOM

1. [MonsTHS «yTIpaBJICHUE JOKYMEHTaMM) " «COBEPIIECHCTBOBaHUE
JOKYMEHTAITMOHHBIX MIPOLIECCOBY. OcHOBHBIE HanpaBJICHUS COBEpPILICHCTBOBAHUS
JOKYMEHTAIUOHHBIX ITPOLIECCOB.

2. Knaccugukarus 10KkyMeHTOB, €€ 11eJIb 1 OCHOBHBIE METO/IbI.

3 OcHOBaHMS U CXEMBI KIIacCU(UKALUU TOKYMEHTHBIX PECYPCOB.

4, CemaHTHYecKue K1accu(PUKaIK TOKYMEHTHBIX PECYPCOB.

5 OyHKIMOHANbHBIE KJIACCU(UKALMU TOKYyMEHTHBIX PECYPCOB.



6. IlonsiTe «cucremMa JOKyMeHTauum». IIpu3Haku cHUCTEMBI JOKYMEHTALUU.
OcHOBaHMs KJIacCU(PUKALMU CUCTEM JOKYMEHTAlMH. TEeHIEHLHMH HCTOPUYECKOIO Ppa3BUTHUS
CUCTEM JOKYMEHTALUH.

7. OcHoBHbIE (HYHKIIMOHATBHBIC CHCTEMBI JJOKyMeHTaIuu Poccuiickoii deaepanum.

8. Cucrema Hay4HO-UCCIIEA0BATENIbCKOM i MIPOEKTHO-KOHCTPYKTOPCKOM
JIOKYMEHTAITUH.

9. Cucrema TEXHOJIOTHYECKON JOKYMEHTALIMHI

10. Kanposast nunopmanmoHHO-T0KyMEHTaIlMOHHASI CHCTEMA.

11. CucreMbl  MIaHOBOW,  WH(GOPMAIMOHHO-CIIPABOYHOM, UH(OPMAIMOHHO-
AQHAJTUTUYCCKON M OTYETHOM IOKYMEHTAIIUH.

12. Cucrema OpraHu3alMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH.

13. [TonsiTHa «THUNM3AMS  JOKYMEHTOB» M «yHU(DUKAIUSA JTOKYMEHTOB», HX

B3auMMOCBs3b. (OCHOBHEBIC HaIpaBJICHUA yHI/I(i)I/IKaLII/II/I JOKYMCHTOB Ha COBPEMCHHOM JTalic.
ITonsiTue ((YHI/I(I)I/II_[I/IPOBEIHHLIC CUCTCMBbI JOKYMCHTAIIUN», UX COCTAaB.

14. [TonsiTue «crangapTuzauus» B JOKyMEHTOBeAeHUH. CHCTEMbl COBPEMEHHBIX
CTaHJapTOB.
15. Yuaudukanus popmatoB 6ymaru. CoBpeMeHHBIE CTaHIApTH Ha (popMaTsl Oymaru.

16. Yuudukauus dopm poxymentoB. 'OCT P 7.0.97-2016, ero conepkanue u
3HAYEHUE.

17. VYHuukanus TekcTa ynpaBiIeHuYECKOTo J0KyMEHTA.

18. Yuupukanus TEPMHHOJIOTHH B JIOKYMEHTOBEACHHH, €€ HOPMATHBHO-IIPABOBAS
6a3a. CoBpeMeHHBIE CTaHAAPTHI TEPMUHOB U OIMPEICTICHUN B JOKYMEHTOBEICHUU.

19. [TonsiTHEe «KOpHOpaTHBHAS CHCTEMa JOKyMeHTamum». HomeHknatypa nenm, e
3HAaYeHHE U IPUMEHEHNE B JOKYMEHTHUPOBAHUH YIIPABICHYECKON HHPOpMALIUH.

20. [TonsiTusa «Tabenb GopM TOKYMEHTOB» U «allb0oM (hOpM JOKYMEHTOBY, UX POJb B
JIOKYMEHTHUPOBAHUU yIPABICHUECKON HHPOPMAIIH TPEATPUSATHUSI.

21. Enunas cucrema kiaccuuKamud U KOJWPOBAHHS TEXHUKO-dDKOHOMHUYECKOH H

counanbHoil uHpopmanuu (ECKK TOCH). Crpykrypa kiaccupUKATOpOB M JIeXKalUX B HX
OCHOBE K0/10B. Ob11epoccuiickie KiacCu(pUKaTOpbl JOKYMEHTHUPOBAHHON HH(POPMAIIUH.

22. [TonsiTHE KOMIUIEKCHI JOKYMEHTOB». IIpocTble W  CIIOKHBIE KOMIUIEKCHI
JIOKYMEHTHPOBAHHON MHPOpMAIIH.
23. CrnoxHble KOMIUIEKCHL. ['ocymapcTBeHHble apxuBbl. CeTb TIOCYIapCTBEHHBIX

apxuBoB Poccuiickoii ®enepanuu. KonnuecTBeHHass W KadyeCTBEHHAs XapaKTEPHCTHKA
apXMBHBIX KOMIIJIEKCOB.

24. bubnuoteunas cetb Poccuiickoit @eneparuu.

25. Pacnpenenénnple MHQOPMAIMOHHBIE 3JIEKTPOHHBIE pecypchbl. MecTo M poib
AIIEKTPOHHBIX OMOIMOTEK B CHCTEME TOKYMEHTHBIX PECYPCOB, IEPCIIEKTUBBI UX PA3BUTHUSL.

26. CucreMbl HayYHO-TEXHHUYECKON W craTtucTudeckod uH(popmanuu Poccuiickoii
denepanuu.

27. JlokymeHTanbHble  (QOHIBl  MPEeNNpUATHH,  YUpeXKJISHHH,  OpraHu3alui.
[TepBruHbIE KOMITJIEKCHI TOKYMEHTOB. BcTpoeHHbIe HH(GOpMaIlMOHHbBIE 3JIEKTPOHHBIE PECYPCHI.

28. [TonsiTe «@epcoHanIbHBIE JNOKYMEHTHBIE pecypchl». CocTaB NEpCOHAJIBHBIX

JOKYMECHTHBIX PECYpPCOB, UX MECTO M POJIb B HAIlMOHAJIIBHBIX I/IH(l)OpMaI_H/IOHHBIX pecypcax
Poccuiickoit @enepanuu.

Tembl KypcoBbIx padoT (3 cem)

1. HcTopust cTaHOBIEHHS] COBPEMEHHBIX (DYHKIIMOHAIBHBIX CUCTEM JIOKYMEHTALIUU B
Poccuiickoit @enepanuu.

2. Oco0eHHOCTH TOCYIAPCTBEHHOM CUCTEMbI HAYYHO-TEXHUYECKON JOKYMECHTAIINH.

3. AHanu3 CUCTEMBI KaJpOBOM JOKYMEHTAIMU TOCYJapCTBEHHON OpraHu3alyu.

4, Xapakrepuctuka ECKK TOCH, €€ ponb B ymopaBieHHMM HalMOHAIbHBIMHU

UH(POPMALIMOHHBIMU PECYPCAMHU.



o. OCOOEHHOCTH HCIIOJIb30BaHMsI OOIIEPOCCHUICKUX KIACCU(PUKATOPOB TEXHHUKO-
HSKOHOMUYECKOW ¥ COLMAbHON HHPOPMAIMK B COBPEMEHHOM JICJIONPOU3BO/ICTBE.

6. OcobeHHoCTH cocTaBieHuUs, O(OPMIICHHUSI U MCIIOIB30BAaHMsI HOMEHKIIATYPHI JIeT
OpraHu3aluHm.

1. TabGenb ¢dopm nOKyMeHTOB M AnbOOM (GOPM JOKYMEHTOB OpPraHM3ALUU Kak
MHCTPYMEHT COBEPIIEHCTBOBAHUS TIOKYMEHTAIIMOHHBIX IIPOLIECCOB.

8. Poib M MecTO yYpenuTEeNbHBIX JIOKYMEHTOB B YIPABICHWU OpraHU3alMeH,
0COOEHHOCTH MX COCTaBIECHUS, OOPMIICHUS U PETUCTPALUH.

9. Poirb © MecTOo OpraHM3allMOHHO-TIPABOBBIX JOKYMEHTOB B  YIPABJICHUU
opraHu3zanuei, 0coOeHHOCTH COCTaBJIECHUS U 0(OPMIICHHUSL.

10. Poib ®m Mecro JOKHOCTHBIX HMHCTPYKUMH TEpcOHaia B  YIPABICHUU
opraHu3zanuei, 0coOeHHOCTH UX pa3pabOTKU, 0(hOpMIIEHUS.

11. Posib 1 MecTO pacnmopsAMTENbHBIX JOKYMEHTOB B YIPaBICHUH OpraHU3aIlUCH,
HOPSI0K UX COCTaBJICHUs, OPOPMIICHHSI U UCTIOJIHEHHUSL.

12. CocraBnenne u 0GOpMIICHHE JOKYMEHTOB, HCIIONB3YEMBIX ISl OIEPaTHBHOM
nepeaay uHpopMaluu

13. PaznoBugHOCTH  CIy’)KEOHBIX MHCEM, OCOOCHHOCTH UWX COCTaBJICHUS U
odopMIICHHUS.

14. Ponp m mecro uH(OpPMALMOHHO-CIPABOYHBIX JOKYMEHTOB B YIIPaBICHUU
oprasu3zanyei, 0coOeHHOCTH UX COCTaBJICHUS U O(POPMIICHHUSL.

15. Porb w wMecro  yHH(HUKaIMM ~ JAOKYMEHTOB B  COBEPIICHCTBOBAHUU
JIOKYMEHTAIMOHHBIX IPOLIECCOB, HAIIPABICHUS U 3TaIlbl YHU(UKALIUH.

16. BsanmocBs3b comepikanus U pOpMbI TOKYMEHTa, 0COOCHHOCTH WX YHH(HUKALIUH.

17. Hcropuss CTaHOBJIEHUS OTEUECTBEHHOM CTaHIApTU3alUM JOKYMEHTAIMOHHBIX
IIPOLIECCOB.

18. Cucrema MEXyHapOAHBIX CTaHIAPTOB B 00JIACTH JOKYMEHTOBEICHUS.

19. AHanM3 CTPYKTYphl JOKYMEHTAJIBHOTO (JOH/Ia OpraHU3AIMH, €r0 KaYeCTBEHHAs U
KOJINYECTBEHHAsI XapaKTepUCTHKA.

20. OcHoBHble Hanpasienust BHeaApeHust Y CJl, 3a1auu rocy1apcTBEHHOTO Haa30pa U
oTpacieBoro KoHTpoJst BHeapeHus Y C/I.

21. KadecTBeHHass M KOJIMYECTBEHHAs] XapaKTEPUCTHKA COBPEMEHHBIX apXWBHBIX
KOMIIJIEKCOB.

22. bubnuoreuynsie nH(OPMAIIMOHHBIE PECYPCHI, JOKYMEHTHPOBAHHE IESTEIbHOCTH
6u0IMOTEK.

23. Mys3eiiHbie WH(POPMALMOHHBIE PECYpPCHl, JTOKYMEHTHPOBAHUE JIEATEIHHOCTH
MY3€HWHBIX KOMITJIEKCOB.

24, Poms W MeCTO TOCYTapCTBEHHOH CHCTEMBl CTAaTUCTUKH B  YIIPABICHUH
HaIlMOHAJIbHBIMU UH()OPMAIIMOHHBIMU PECYPCaMHu.

25. BcTpoenHbIe U pacTipeieIEHHbBIE JIIEKTPOHHBIE PECYPCHI, UX OCOOCHHOCTH.

26. Knaccugukamuss BCTPOSHHBIX HH(MOPMAIMOHHBIX PECYpPCOB  IMPEINpPUSATHS,
O0COOEHHOCTH YIPABIICHUS UMHU.

27. XapakTepuCTUKa paclpele€HHBIX AJIEKTPOHHBIX PECypcoB, OCOOEHHOCTH
YIIPaBJICHUS HIMH.

28. Mecto, poJib, MEPCHEKTUBBI PA3BUTHUS AJIEKTPOHHBIX OHUOIMOTEK B CHCTEME

JIOKYMEHTHBIX PECYPCOB.

Hrorosbliii Tect (2 Kypc)

Bomnpoc 1

O6pa3ipl  yHUGUIUPOBAHHBIX (OPM JOKYMEHTOB, Pa3pEIICHHBIX K MPUMEHCHHUIO B
OpraHu3aIiK, CUCTEMaTH3UPOBAHBI B CIIEYIONIEM JOKYMEHTE:

BriGepute oqun oTBET:

a. abOOM YHU(UITUPOBAHHBIX (POPM TOKYMEHTOB MPEATIPHUITUS

b. nepedeHb TUMOBBIX YIPABIECHYECKUX JOKYMEHTOB MPEANPUATHS



c. Tabenb YyHU(PUIHPOBAHHBIX (HOPM JTOKYMEHTOB MPEIIPUATHS

d. HOMeHKaTypa Je npeAnpUsITHs

Bompoc 2

K oprannzanmoHHBIM JOKYMEHTaM MPEIIPUATUS OTHOCATCS BUJIbI JOKYMEHTOB:

Br16epute o1H OTBET:

a. aKT

b. TOKHOCTHAS HHCTPYKITUS

C. TEXHUYECKHE YCIIOBUS

d. pacniopsixenue

Bomnpoc 3

C noMomIpI0 OTYETHBIX TOKYMEHTOB Pean3yeTcs ylpaBieHYecKas (yHKIH

BriOepure oauH oTBET:

a. peryJIMPOBAHUS ACATEIbHOCTU MPEATIPHITUS

b. KOHTPOJIS AEATENBHOCTU NPEATPHUATHS

C. HOpPMATHBHO-METOIUYECKOTO 00ecneueH s YIpaBICHUs IPEANPUITHEM

d. opranuzanuu 1esiTeIbHOCTH IPEANPUATHS

Bompoc 4

K «1epBHUHBIM KOMILJIEKCAM JJOKYMEHTOBY» NPEANPUATHS OTHOCUTCS

Bri6epute oauH OTBET:

a. apXUBHAsl KOJUICKIUS

b. rocymapcTBeHHas CCTEMa CTaTUCTUKA

C. COOPHUK HOPMAaTHUBHBIX JOKYMEHTOB IIPEIIPUATHUSL

d. moxymeHTanbHBIN (DOHI IPETPUATHUS

Bompoc 5

Komrmnekc 10KyMEHTOB — 3TO

BriOepure oauH OTBET:

a. COBOKYIHOCTh JIOKYMEHTOB, B3aWMOCBS3aHHBIX IO MpPHU3HAKaM MPOUCXOKICHUS,
Ha3HaueHUs, BUJa, cepbl NesITeIbHOCTH, €AMHBIX TpeOoBaHUN K 0(hOpMIICHHUIO

b. MaccWBBI JTOKYMEHTHPOBAaHHOH WH(MOpMAIMH, YHIOPSAOYEHHBIE OIPENeIEHHBIM
o0Opazom

C. HOMEHKJIaTypa JieJl OpraHu3aluu

d. BUI WHGPOPMALMOHHBIX PECYpPCOB, IPEACTaBIEHHBIH COBOKYIHOCTBIO OTIEIbHBIX
JIOKYMEHTOB, MACCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMaX

Bomnpoc 6

I'OCT P 7.0.97-2016 «YHUPUIIMPOBAaHHBIE CUCTEMBI JOKYMEHTAMU. Y HU(ULIMPOBAHHAS
cucTeMa OpraHU3allMOHHO-PACTIOPAIUTEILHON JOKYMEHTALINY . ..» PETYIUPYeT

Bri6epute o1H OTBET:

a. 0pOopMIICHHE PEKBU3UTOB JTOKYMEHTOB

b. ynpaBnenue JOKyMeHTaMHU

C. IPOEKTUpOBaHue ciryk0b1 JJOY

d. opranu3anuio J0KyMeHTO000pOTa B YUPEKACHUN

Bomnpoc 7

JIOKyMEHTHBIE PECYPCHI — 3TO

Bribepure oauH OTBET:

a. COBOKYITHOCTh JIOKYMEHTOB, B3aWMOCBS3aHHBIX IO MpPHU3HAKaM MPOUCXOKICHUS,
Ha3HAuYEHUs, BUJA, Cephl NeTEIbHOCTH, €AUHBIX TpeOOoBaHUN K 0(hOpMIICHHUIO

b. HOMeHKIaTypa Aes OpraHu3aIuu

C. MAacCHBBl JOKYMEHTUPOBAaHHOM HH(POPMAIUH, YIOPIIOYCHHbIE ONpPEACIEHHBIM
obpazom

d. BuO WHPOPMALMOHHBIX PECYpPCOB, IPEACTABICHHBIH COBOKYITHOCTBIO OTIEIBHBIX
JOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMAX

Bormpoc 8

MeToa coBEpIIEHCTBOBAHUS TIOKYMEHTOB U CUCTEM JOKYMEHTALUU



BriGepure oauH OTBET:

a. nuHpopMaTHU3aLus

b. crangapTuzanus

C. CUCTEMHBI! aHaIN3

d. MmogenupoBanue

Bomnpoc 9

COBOKYIHOCTh B3aUMOCBSI3aHHBIX U CTPYKTYPUPOBAHHBIX JAHHBIX HA MAITMHOYUTAEMBIX
HOCHUTEIISAX, 00pabOoTKa, MOUCK U XpaHEHHE KOTOPBIX OCYLIECTBIsETCA ¢ moMolsio 9BM, 3to

Br16epute ouH OTBET:

a. IEKTPOHHBIEC OAHKU JTaHHBIX

b. aneKTpoHHBIC Oa3bl JaHHBIX

C. DJIEKTPOHHBIE OMOINOTEKH

d. >eKTpOHHBIE KOMMYHUKAaTUBHBIE PECYPCHI

Bomnpoc 10

JIOKyMEHTaJIbHBINA (OHIT - 3TO

BriOepure oauH oTBET:

a. JOKYMEHTbI OpraHU3alllH, TOATOTOBIEHHBIE K c[aue B TOCY/IapCTBEHHBIN apXHB

b. COBOKYNHOCTb JIOKYMEHTOB, OOpa3yIOUIMXCS B JEATEIBHOCTH IOPHIMYECKOTO WU
($u3MYECKOro JIULA 32 TO]

C. JOKYMEHTbI OpraHU3alliy, BbIICJICHHbIE K YHUUTOXKEHUIO

d. JOKyMeHTHI, BKIIOYEHHBIE B Ta0enb YHUQUIUPOBAHHBIX (HOPM JTOKYMEHTOB
OpraHu3aluu

Bompoc 11

CBoiicTBO  ouUMANBHOTO  JOKYMEHTa,  coo0llaeMoe  eMy  JACHCTBYIOLIUM
3aKOHOJIATENTLCTBOM, KOMIIETEHIIMEH HW3JAlOIIero €ro OpraHa W YCTAaHOBJICHHBIM MOPSIAKOM
oopmieHus - 3To

Bri6epute ouH OTBET:

a. OJTHOTA

b. ayTeHTUYHOCTH

C. KOHQHUIEHIINATBHOCTh

d. ropunuueckas cuia

Bonpoc 12

COBOKYMTHOCTh ~ JIOKYMEHTOB, 00pa30BaBIIMXCS W HAKOIUICHHBIX B  IIpOIECCe
JeSITebHOCTH OTJIEJIBHOTO (PU3UYECKOTr0 JINIA, ITO

Br16epute o1H OTBET:

a. pacrpenenéHHble HHPOPMAIMOHHBIE PECYPCHI

b. BcTpoeHHBIE HH(OPMAIIMOHHBIE PECYPCHI

C. IEpCOHAJIbHbBIE HH()OPMAIIMOHHBIE PECYPCHI

d. crarucTryeckue HHGYOPMAITMOHHBIE PECYPCHI

Bomnpoc 13

[TocranoBnenuem IlpaButensctBa Poccuiickoit @enepanun ot 08.07.1997 Ne 835 «O
NEPBUYHBIX YUETHBIX JOKYMEHTAX» YTBEPKIACTCS

Bri6epute o1H OTBET:

a. TS PMUHOJIOTHSI B 00J1aCTH JI€IONPOU3BOJICTBA U apXUBHOT'O JIeNa

b. anp60M 1o y4€Ty Tpy/ia ¥ ero OrIaThl

C. MHCTPYKIIMSA 1O 3aIIOJTHEHUIO TPYIOBBIX KHHKEK

d. Tabenp yHU(UIHPOBAHHBIX (POPM TOKYMEHTOB

Bonpoc 14

O0s3arenbHbIe CTPYKTYPHBIE 3JIEMEHTHI CTaHAAPTA

BriGepure oauH OTBET:

a. HOPMAaTHUBHBIE CCBUIKH

b. TpeboBaHuUs K 00BEKTY CTaHIAPTU3ALUU

C. OIVIaBJICHHE



d. 0603HaYeHNS U COKpAICHUS

Bomnpoc 15

YuauduuupoBanHas Gopma T10KyMeHTa — 3TO

BeiOepure oguH oTBET:

a. IOKYMEHT, IMEIOIIII TUTIOBOE CoJIepKaHKe U 0(hopMIIeHUE

b. TOKyMEHT, CO3JaHHBII ¢ IPUMEHEHUEM KOMIIBIOTEPHONW TEXHUKHU

C. (hOpMBI IEPBUYHBIX YUETHBIX JOKYMEHTOB 10 YYETY TPY/Aa U €T0 OIJIaThl

d. COBOKYITHOCTb PEKBH3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUM C PELIAEMbIMU B JAHHOM
chepe [neATENBHOCTH 3a/Ja4yaMd M 3a(UKCHUPOBAaHHBIMH B ONPEACICHHOM TMOPSIKE Ha
MaTepHaJIbHOM HOCHUTEE

Bomnpoc 16

C nomolIpl0 OpraHU3allMOHHO — IIPABOBBIX JOKYMEHTOB pealu3yeTcsi YIpaBlICHUECKas
byHKIHISA

BriOepure oauH OTBET:

a. HOpPMATHBHO-METOIUYECKOT0 00ecreueH s YIPaBICHUS IPEANPUITHEM

b. KOHTPOJIS AEATENBHOCTU NPEATPHUATHS

C. OpraHU3aLUH JIEATSITBHOCTH MPEIIPUATHS

d. perynupoBaHus 1eSTEIbHOCTH MPEIIPUATUSL

Bomnpoc 17

Komno3unus nuceMa — 3710. ..

Br16epute o1H OTBET:

a. II0CJIeI0BATEIbHOCTD PACIIONOKEHHS TPEIOKEHUH B TEKCTE IOKYMEHTA

b. «i3pIKOBast GopMyIa» muchMa

C. PacIOJIO’KEHHE PEKBU3UTOB IIMCbMa M 3JIEMEHTOB TEKCTa Ha OJIaHKe

d. mocnmenoBaTeTbHOCTh B3aWMOCBS3aHHBIX CMBICIOBBIX 4YacTell, OO0BeINHEHHBIX
€/IMHCTBOM TEMBI

Bomnpoc 18

VYkaxure BUJI JOKYMEHTA, BbIIEISIEMbIH 10 (PyHKIIUM yrpaBiIeHUs

Bri6epute ouH OTBET:

a. 10Che

b. oTuér

C. QJIEKTPOHHBIN TOKYMEHT

d. ankera

Bonpoc 19

K nHbOpManmoHHO-CIIPaBOYHBIM JJOKYMEHTaM OTHOCSTCS:

Bribepure oauH OTBET:

a. MpuKa3

b. ycras

C. 00bsSCHUTEIbHAS 3aIICKa

d. mocranoBieHnue

Bompoc 20

IlepcoHanbHbIE CBEJICHUS O IpakJIaHaX SBISIOTCA

Bri6epute o1H OTBET:

a. uHopmanmeii, OoTHeCEHHOM K KOMMEPYECKOH TaifHe

b. nuadopmarue OTKpbHITOro J0CTyMa

C. KoHpUAeHIMaTbHON HH(pOpMaIueit

d. uapopmarnuelt, OTHECEHHON K TOCYIapCTBEHHOM TailHe

Bompoc 21

@OyHKIMOHANBHAS KJIACCU(PHUKALMS JOKYMEHTOB OCYIIECTBIISIETCS 10 CIEAYIOIIEMY
OCHOBaHMIO

BriGepute oqun oTBET:

a. BpeMs MOSIBIICHUS TOKYMEHTa

b. uabOpMaIImOHHAS COCTABIIAIONIAS JOKYMEHTA



c. cnoco0 3akperyieHus nHpopMaluy Ha MaTepHaTbHOM HOCUTENE

d. Bua MaTepuanbHOrO HOCUTENS TOKyMEHTa

Bomnpoc 22

DNeKTpOHHBbIE UH(POPMALIMOHHBIE PECYPCHI, CO3aBa€Mble Pa3IMUHBIMU MPEAIPUATUAMU
¥ HETIOCPE/ICTBEHHO CBSI3aHHBIE C OCYIIECTBICHHEM UX OCHOBHOH NI TEbHOCTH

BeiOepure oauH oTBET:

a. BCTpOCHHbIE WH(OPMAIIMOHHbIE PECYPCHI

b. anmekTpoHHbBIE OMOTNOTEKH

C. KOMMYHUKATHBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pacpenenénnble HHOPMALIMOHHBIE PECYPCHI

Bomnpoc 23

bnank noxymeHTa — 3To0...

Br16epute ouH OTBET:

a. HaOpaHHBII Ha KOMIIBIOTEPE THUIIOBOM JJOKYMEHT

b. TOKyMEHT, OTIIEYaTaHHbII B TUIIOTpapUH

C. HabOp PEKBU3UTOB, MJICHTU(PUIUPYIOIUX aBTOpa O(PUIHMATIBHOIO JOKYMEHTa

d. TOKyMEHT C TOBTOPSIOIIUMCS TEKCTOM

Bomnpoc 24

OcHoBHast kjaccH(UKAMOHHAs eIWHUIA B (YHKIMOHAIBHON  KiIacCHU(pUKAIUH
JIOKYMEHTOB

Br16epute o1H OTBET:

a. OJUIMHHUK JIOKyMEHTa

b. neno

C. IyOIuKaT TOKyMeHTa

d. BUJ 1OKyMeHTa

Bompoc 25

Knaccuukanuss [OKyMEHTOB Ha HHIUBHIyalbHBIE, TpadapeTHble, TMpPUMEpPHBIC
OCYILECTBIISICTCS O CIEYIOIEMY OCHOBaHHIO

Bri6epute ouH OTBET:

a. CTETeHb CII0)KHOCTH

b. crenens TouHOCTH

C. CTeTeHb YHU(DHUKAIIH

d. cTeneHb OTKPBHITOCTH

Bomnpoc 26

[IpomomkuTe onpeneneHue: cucTeMa J0KYMEHTAIH — 3TO. ..

Bribepure oauH OTBET:

a. COBOKYITHOCTh JIOKYMEHTOB, CBSI3aHHBIX IPOLEAYPOH TPHUHSATHS YIPABICHYCCKOTO
pelneHus

b. pazHOpOIHBIE TIO CBOEMY MPOHMCXOXICHUIO, Pa3HOOOpPA3HBIE MO BUIOBOMY COCTaBY
JIOKYMEHTBbI, 00pa30BaBIIMECs B MpoOIecce IEATENbHOCTH OTAEIBHOT0 (PU3MUECKOT0 JIHIIA

C. COBOKYIHOCTH JIOKYMEHTOB, B3aMMOCBSI3aHHBIX ITOJI TIPU3HAKaM MPOUCXOKICHUS,
Ha3HAuYeHUs, BUJA, Cephl AeTeIbHOCTH, €AUHBIX TpeOOoBaHUN K 0(hOpMIICHHUIO

d. TOKyMEHTHI U MacCUBBI JIOKYMEHTOB B HH()OPMAIIMOHHBIX CHCTEMaxX, YIOPSA0YeHHBIC
oTpeieNI€HHBIM 00pa3oM

Bormpoc 27

JleaTenbHOCTh IO YCTAHOBJIEHHIO U IIUPOKOMY MHOTOKPATHOMY HCIIOJIb30BAaHUIO
TpeOOBaHWH, HOPM, TPABHJI M XapaKTEPHCTUK, KaK OOS3aTENbHBIX ISl BBITIOJHEHUS, TaK U
PEKOMEH/IyeMbIX, B IIENSAX JOCTH)KEHUS ONTHUMAJIBHON CTENEHM YMOPSJOYCHHOCTH B TOW WIH
MHOH 00J1acTH

BriGepure oauH OTBET:

a. TapMOHU3aLA

b. crangapruzanus

C. CUCTeMaTH3alHs



d. yauduxarus
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OueHouyHble CpeacTBa NMPOMEKYTOIHOI0 KOHTPOJIA MO pa3aejiamM

KoHnTposabHbie Bonpochkl 10 Kypey «/JlokymeHTOBeqeHue» K pasaeny 1

IlonsTre cucreMsl foKkyMeHTaluu. Mictopuueckoe pa3BUTHE CUCTEM TOKYMEHTALUH.

OcHoBHBIE PYHKIIMOHAFHBIE CHCTEMBI JOKyMeHTannu B Poccuiickoit deneparum.
CrangapTuzanus 1 YHHQUKAIHS JOKYMEHTOB.

YHuUIUpOBaHHBIE CHUCTEMBI  JOKyMeHTauuu. KiaccudukaTtopsl  JOKyMEHTHPOBaHHOMN
nH()OpMAaITHH.

OpranuzanmoHHo-pactiopsiauTenbaas — gokymenramus. OK  011-93  «OOmepoccuiickuii
KJIacCU(UKATOp YIPaBICHYCCKON TOKYMEHTAIlMM» W OTpaXXCHHWE B HEM YHUPHIUPOBAHHOU
CUCTEMBI OpPraHU3alMOHHO-PACTIOPSIUTENEHON JOKYMEHTAIINH.

THIbI JOKYMEHTOB, X KJIACCH()UKALIH.

JoxymeHT kak cucreMa. CTpyKkTypa JOKyMeHTa. BHELIHss 1 BHyTpeHHsS CTPYKTYpa JOKYMEHTA.
Qopmynsip  gokymeHTa, ero passutue. CoBpeMeHHbIe TpeOoBaHusi K  opmymspy
YIPaBJIEHYECKOTO JOKYMEHTA.

IOpunuueckas cuna nokymenra. HopmatuHo-Metoanueckas 6aza ohopmieHUsS JOKYMEHTOB.
Dopmynsip-o0paser OpraHn3aluoOHHO-PACTIOPSAUTENBHOTO JOKYMEHTA: 00IIast XapaKTepUCTHKA.
I'OCT P 6.30-2003 «YuudumupoBaHHas CHCTEMa OpPraHU3AIMOHHO-PACIIOPIIUTEIEHON
JokyMeHTanuu. TpeGoBaHust K OQOPMICHHIO IOKyMEHTOB». OO0jacTh NPUMEHEHHs, COCTaB
PEKBU3UTOB, pETJIaMEHTHPYEMBIX TOCYAAPCTBEHHBIM CTaHIAPTOM.

TpeboBanus k 6JaHKaM OpPraHU3alMOHHO-PACTIOPAIUTEIBHBIX IOKYMEHTOB.

O0mue TpeOoBaHUA K OQGOPMIICGHHIO PEKBU3UTOB OPTraHU3AIMOHHO-PACTIOPSIUTENBHBIX
nokymenToB coriacuo [OCT P 6.30-2003.

TpeboBanus k odopmieHHIO peKBU3UTOB «l'ocynapcTBeHHbI repd Poccuiickoit denepanumy,
«I'ep6 cyObexra Poccuiickoit ®@epepaunm», «OMmbOiaemMa opraHu3alvy, TOBapHBIM 3HAK (3HAK

00CITyKUBaHUS )».

TpeboBanus k ohopmiieHHIO pekBr3nTa «HanmMeHOBaHNE OpraHu3aIim.

CrpaBounass wH(popmanus 00 OpraHuM3allid — aBTOpPE JOKyMEHTa M TpeOoBaHHWsS K &
0 OopMIIEHHIO.

TpeboBanus k odopmieHuo pexkBu3uToB «Kon ¢dopmel mokymeHrtay, «HauMeHnoBanue Buja
JOKYMEHTa».

Hara nokymenrta. Ilopsmox odopmienus nat. TpeOGoBaHus K OQOPMIICHHIO PEKBH3UTOB
«PeructpannoHHbelii HOMEp MOKyMeHTa», «CcChUTKa HAa PErHCTPAllMOHHBIA HOMEp W Jary
JIOKyMeHTa», «KMeCTO COCTaBJICHHUS WX U3JIaHKsI JOKYMEHTAY.

IIpaBwia HammcaHus azapecata W MeECTO VYKaszaHUs anapecara B GopMysspe IOKYMEHTa.
OtpaxxeHue cdepsl ISHCTBUSA AOKYMEHTa B ero azapecate. [lopsimok opopmiieHus: JOKyMEHTa C
HECKOJBKUMU asipecataMu. [lopsiok ohopMIteHHs TOYTOBOTO ajipeca.

VYr1Bepxacaue qokyMeHTOB. CriocoObl yTBepkaenus. CocTaB rpuda yTBepKICHUS, TIOPSIOK eT0o
odopmIieHus, MECTO B (DOPMYIISIpe TOKyMeHTa. JJOKyMEHTBI, TIOJyIeXKaIue YTBEPKIACHHIO.
CocraB ynocToBepeHHs J0KyMeHTOB. HasHaueHue mojnucanus 10KyMeHTOB. [IpaBuia moamnucu
JIOKYMEHTOB pa3jIMYHbIX Kareropuil. Mecto moamucu B GopMyssipe TOKYMEHTa. DJICKTPOHHAs
MIOJIITUCH.

Ilewatm w wx Ha3Hadenwe. Buapl mnedareit. [ocymapctBeHHass repOoBas —IeYarth.
3aKOHOAATEIBCTBO 00 M3rOTOBJICHUH W IMOJIb30BaHUU redyareld. [1opsiiok MpocTaBiIeHHUs OTTUCKA
MeYaTy Ha IOKyMEHTaX.

CornacoBanne aokymenta. llopsgok u Buabl cornacoBanus. ['pud U BU3BI COTIAcOBaHUS, MX
odopmiieHre, MecTo B (opMyssipe JoKyMeHTa. Busza o3HakomiieHHS, MOPSI0K ¢€ 0OpMIICHHUS,
MecTO B (hOpMyJIsipe JOKYMEHTA.

OTMeTKH Ha JOKyMeHTax. WX ponb B TPOXOXKIEHUM W WCIIOJHCHUW JIOKYMEHTa, MECTO B
dopmyisipe nokymenTa. Ocoboe HazHaueHHE PE3ONIONUH. TpeboBaHUE K €€ COJIEPKAHUIO H
opopmienuto. OTMETKH O B3ATHH JIOKyMEHTa Ha KOHTpPOIb, HCIIONIHEHUH JOKYMCHTA,
UCTIOJTHUTEIC | JP.
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[loHATHE «TEKCT MOKYMEHTa» IIpU PAa3IUUHBIX Cloco0ax AoKyMeHTHpoBaHus. CrieHapuit
NOATrOTOBKU IOoKyMeHTa. ConepikaHue MPOCTHIX M CIOXKHBIX TOKYMEHTOB. [lopsanok u3nokeHus
TEKCTa JIOKyMEHTa.

JluHrBHCTHUECKHE OCOOCHHOCTU JOKyMeHTa. CTHIMCTHYECKUE TpeOOBaHMS TOUYHOCTH, SCHOCTH
TEKCTa JOKyMeHTa. Jlornueckas CTpyKTypa TekcTa. B3auMocBs3b CTUIMCTHUECKUX TPEeOOBaHUH K
TEKCTY IOKYMEHTa M HMX S3bIKOBBIX CPEICTB BbIpakeHHs. dopmanuzanys TEKCTa OKYMEHTA.
OnemeHThl TekcTa. TpeOoBaHus K OQOPMIICEHHIO TEKCTa B BUJAE aHKETHI, TaONWIBI, CBA3HOTO
TEKCTAa.

[lonsATHe «3aroyoBoK JoKyMeHTa». Ha3HaueHune 3aroyioBka, ero Mecto B GopMyIsipe TOKyMEHTa.
[TpunokeHue K TEKCTY U TpeOOBaHUS K €ro 0PpOpMIICHUIO.

TexHuueckue TpeOoBaHHA K O(QOPMIICHUIO PEKBU3UTOB OPraHU3alMOHHO-PACHOPSIUTEIBHBIX
JOKYMEHTOB.

OOmue TpeOOBaHMS K COCTaBICHHIO M O(GOPMIICHHUIO OCHOBHBIX BHIOB YIPaBICHUYECKUX
JIOKYMEHTOB.

KoHTpoJibHbIE TeopeTHYecKHEe BONPOCHI MO Kypcy «JloKymMeHTOBeldeHHE» K
pasjienam 2 Kypca

OOmie TpeOOBaHWS K COCTaBICHUIO M OQOPMIICHUIO OCHOBHBIX BHJIOB OPraHH3allAOHHBIX
JIOKYMEHTOB.

Cocrasnenue 1 ohopMIIEHHE OCHOBHBIX BH/IOB YUPEAUTEILHBIX JOKYMEHTOB.

Cocrasrienue u ohopMIICHHE TIOJIOKEHUS O CTPYKTYPHOM MOJPAa3ICICHHN OPTraHU3aIliH.
Cocrasnenue v ohopMIICHHE TIPABUIT BHYTPEHHETO TPYJOBOTO PACHOPSIKA.

Cocrasienue 1 ohopMIIeHHE HHCTPYKIMI OPTaHU3AIMOHHO-METOIMIECKOTO XapaKTepa.
Cocrasienue u 0hOpMIICHHE JOJKHOCTHBIX HHCTPYKIIUH.

Cocrasienue u ohopMIICHHE AIMUHUCTPATUBHOTO PETJIAMEHTA.

OO0mue TpeOOBaHUS K COCTaBICHHIO W O(OPMJICHHIO OCHOBHBIX BHJIOB PaCIOPSIUTEIIbHBIX
JIOKYMEHTOB)

CocraBieHue U OQOPMIICHUE PACTIOPSIUTEIBHBIX JOKYMEHTOB, M3[aBACMbIX Ha MPUHIIMIIAX
€/IMHOHAYAITHS.

Cocrapiienue U O(OpMIICHHE pPACIOPSIUTEIbHBIX JIOKYMEHTOB, HM3/1aBaeMbIX Ha MPUHIIUIIAX
KOJIJICTHATbHOCTH.

OOme TpeOOBaHUS K COCTABJICHUIO U OQGOPMIICHUIO OCHOBHBIX BHJIOB WH(OPMAIMOHHO-
CIIPpaBOYHBLIX JOKYMCHTOB, IEPCAABACMBIX 110 PAa3JIMYHBIM KaHalIaM CBS3U.

JenoBass mepenucka: IOHATHE, KiIacCUPHUKALUs, pPoib M (YHKIMH B YIPaBICHYECKON
JIeSITEIIbHOCTH, 3aKOHOaTeIbHOE PEryIMpPOBaHHE.

CpencTBa CBsI3M, HCIHOJB3YeMbIE JUIS JOCTaBKH JETIOBOM KOPPECHOHICHIUH. J[OKyMEHTEHI,
nepefaBaeMble 10 KaHaiaM 3JeKTPOCBS3H. TeJerpamMMbl  (TeJETalIorpaMMbl), TENEKCHI.
®daxcorpamma (hakc). TenepoHorpamma. DIIEKTPOHHOE TUCHMO.

Jenoseie muchma. O0IMEe TPEOOBAHUS K COCTABICHUIO U O(DOPMIICHHIO JICIIOBBIX ITHCEM.
KOMHOSI/IHI/IS[ TEKCTA ACJIOBOIO IMMChMaA. ﬂ?,BIK, CTUJIb, 3THKET ACJIOBOI'O ITMChMa.

Kaccudukanum enoBbIX muceM.

CocraBiienue v 0pOpMIICHUE IMHUCEM, CBSI3aHHBIX C PACIIPOCTPaHEHUEM HH(OPMAITUH.
Cocrapiienue ¥ O(POpPMIICHHE MHCEM, CBS3aHHBIX C OOpAIICHUSMH IO BBIMOJHEHHIO TEX HJIH
WHBIX JEHUCTBUM WIIM OKa3aHUIO YCIIYT.

CocraBiieHue u 0OpMIICHUE THCEM-OTBETOB.

CocraBinenue W odopmiieHre mnuceM [luchMa TPETEH3UOHHOTO XapakTepa, CBSA3aHHBIX C
BBIpOKECHUEM BHHUMAHUSI U YIACTHS.

CocraBiieHue 1 0pOpMIICHUE PEKOMEHIATEIILHBIX TIHCEM, COMTPOBOIUTEIIBHBIX TTHCEM.

OO0mue TpeOOBaHUS K COCTaBICHHIO U O(GOPMIICHHUIO OCHOBHBIX BHJOB HWH(OPMAIMOHHO-
CTPaBOYHBIX JOKYMEHTOB.

OcobenHocTH 0(hOPMIICHHS AKTOB M IIPOTOKOJIOB.

OcobenHocTH 0(hOpMIICHHS JOKIIATHOM, CITYKEOHOM 1 00BICHUTEIHHON 3aITUCOK.

OcobernocTr 0pOpMIICHHS CIIPABOK, CBOJOK, 3aKITIOUEHUH, OT3BIBOB, IIEPEUHEH, CITIICKOB.



26. O0mue TpeOOBaHUSA K COCTABICHHIO M OQOPMIICHHIO OCHOBHBIX BHJIOB JOKYMEHTOB II0
TPYZOBBIM OTHOILLIECHUSIM.

27. Jlnunble TOKYMEHTHI 1 OCOOCHHOCTH UX COCTaBJICHHS U O(OPMIICHHS.

[onsiTHe «MHpOPMALIMOHHBIE PECYPCHI» U «JOKYMEHTHBIE pecypchl». VX B3aUMOCBS3b.

Knaccudukanusa noxkymeHToB. Llens 1 OCHOBHBIE METOABI KJIACCU(DUKALIH.

OcHOBaHUS U CXEMBI KJIaCCU(UKATIHH.

CemaHTHYECKHE KIIACCU(DUKALH.

DyHKIMOHATIBHBIE KJIAaCCU(UKALIH.

CkraznplBaHu€ CUCTEM TOKYMEHTALUH.

[NonsaTHs «yHHPUKALUSI) U «CTAHAAPTU3ALMS TOKYMEHTOB.

OcHOBHBIE HaNpaBiIeHUs] YHU(DUKAMHA JOKYyMEHTOB Ha COBPEMEHHOM 3Tarle.

Yuudwukanus ¢opmaToB Oymar.

0. Yaudukanus Gpopm TOKyMEHTOB.

1. Vaudukanus TeKcTa JOKyMEHTa.

12. TlousTuitHast yHHDHUKAITHSL.

13. T'OCT P 6.30-2003. Ero cogepxanwne, 3HaUCHHE.

14. TpeGoBanusi K KOHCTpyWpoBaHHIO OnaHkoB. Buapl OnankoB. brnanku npeanpusaruii
pa3TIHBIX GOPM COOCTBEHHOCTH.

15. Ilonatue «cuctembl OOKyMeHTauMm». llpu3Haku cuctembl OokyMmMeHTauuu. OCHOBaHUS
KJ1accu(UKAIMK CHCTEM JJOKYMEHTAIINH.

16. OyHKIMOHANBHBIE ¥ KOPIIOPATUBHBIE CUCTEMBI JOKYMEHTAIIHH.

17. TeHneHIMU HCTOPUUECKOTO PA3BUTHS CUCTEM TOKYMEHTALHH.

18. Cucrema Hay4HO-HCCIIEIOBATENBCKOM U MPOEKTHO-KOHCTPYKTOPCKOHM JOKYMEHTAIINH.

19. Cucrtema naTeHTHOHN TOKYMEHTAI[UH U CTaHIaPThI.

20. ECKK TOCH, xakoBbI €€ 3a1a4i U COCTAB.

21. Crpykrypa Ki1accupuKaTopoB U JIEKAINUX B UX OCHOBE KOJIOB.

22. CucremMa TeXHOJIOTHUECKOM JOKYMEHTAIIHH.

23. Kanposas uH(GOpMaIIMOHHO-TOKYMEHTAI[MOHHAS CHCTEMA.

24. Cucrema OpraHu3alMOHHO-PACTIOPSAUTENEHON TOKYMEHTALMH.

25. CucreMbl TUIAHOBOW, WH(OPMAIMOHHO-CIIPaBOYHOW, HH(OPMAIMOHHO-aHATTUTUYECKOH H
OTYETHOM TOKYMEHTAIIUU.

26. Ilonstue «yHU(GUIUPOBAHHbBIE CUCTEMBI TOKYMEHTALII.

27. Haznauenwue, onpenenenue u cocra Y COP/I.

28. TloHsiTHE «KOMIUIEKCHI JOKYMEHTOBY. [lepBUUHBIE KOMIUIEKCHI TEKCTOBBIX JOKYMEHTOB.

29. CnoxxHble KOMIUIEKCHL. ['ocynapcTBeHHbIe apXxuBbl. CeTh roCyJapCTBEHHBIX APXHBOB.

30. IlonsTue «10KyMeHTaJIbHbIH GOHI» U «apXUBHBIA GoHIY. VX pasznuuue.

31. YHU(UIMPOBAHHBIC CUCTEMBI JJOKYMEHTAIINH.

32. Tabens popMm 10KYMEHTOB. AJIbOOM POPM JTOKYMEHTOB.

33. Homenknarypa zein, e€ 3HaueHHe U IPUMEHEHKE B JeJIONPOU3BOICTBE.

34. Knaccudukaropbl TOKYMEHTUPOBAHHOW HHPOPMAITHH.

35. CocTaB MepCcoOHANBHBIX TOKYMEHTHBIX PECYPCOB.

36. KonnuecTBeHHAas U KaueCTBEHHAs XapaKTEPUCTUKA apXUBHBIX KOMILJIEKCOB.

37. BcrpoeHHble 1 pacipeieEHHbBIE SIEKTPOHHBIE PECYPCHI.

38. MecTo u poiib 3NEKTPOHHBIX OHMOIHOTEK B CHCTEME JIOKYMEHTHBIX PECYpPCOB, TEPCIIEKTHUBBI
UX Pa3BHUTHSL.

39. Pecypchl Hay4YHO-TEXHUYECKOH M CTATUCTUYECKON MHPOPMALHIH.

40. JlokyMeHTHbIE pecypchl OHOIMOTEK U My3€cB.

41. loxymeHTanbHble (OHABI TPEANPHUATHHA, yUpEeKIeHWH, opranumzanuii. llepBudnbie
KOMIIJIEKCHI JIOKYMEHTOB.

42. DnexTpoHHbIC 0a3bl JaHHBIX.

43. DKcnepTu3a IEHHOCTH JOKYMEHTOB.

44. DxcnepTHBIE KOMHCCUH OpTaHU3alHH.

RBRowoo~NooOR~wNME

3anaHus K NPAKTHYECKOH YACTH 3a4eTa ¢ OLeHKOH 1o Kypcy «/JokyMeHTOBeneHME)

1. KoMrnekcHpli aHanu3 10JKHOCTHON MHCTPYKIIMU U €r0 PEJaKTHPOBAHHUE.
2. KoMmuiekcHbIN aHanu3 yupeauTenbHOr0 JOKYMEHTA U €ro peAaKkTUPOBaHHUE.



3. KoMmmiekcHBIH aHalk3 IIOJIOKEHHS 110 OCHOBHOM ACATCIIBHOCTH MW €TI0

peaaKkTUpOBaHUE.
4. KoMIuIeKCHBINM aHAIN3 paclOpsKEHHUSL.
5. KoMmiekcHbli  aHaiM3 MpUKa3a [0 OCHOBHOM  JESATENBHOCTH M €ro
penaKTUpOBaHUE.
6. KoMIutekcHbIN aHanu3 MOCTaHOBJIEHUS U €r0 PEIAKTUPOBAHUE.
1. KomnnekcHsplil aHanu3 peleHns U €ro peJakTUPOBaHUE.
8. KoMIutekCcHbIN aHanu3 yKa3aHus U €ro peIakTUPOBAHUE.
9. KomMruiekcHbli aHanu3 ciyke0HOTO MUChMa U €ro peAakTUPOBaHUE.
10. KoMIutekcHbIi aHanu3 NpOTOKOJIA U €r0 PEIaKTUPOBAHME.
11. KomnekcHblil aHanu3 akTa U €ro pe1akTUPOBAHUE.
12. KomrmuiekcHbil aHAIN3 cTyKeOHOM 3allMCKU U €€ peaKTUPOBaHUE.
13. KomnekcHsplil aHanu3 COpaBKU U €€ peIaKTHPOBAHUE.

IIpakTHYeckoe 3a1aHHe K 3a4eTy C OLlEHKOM

[TpomsBecTr HopMyIISIpHBINA aHAIN3 OJHOTO JOKyMeHTa (1o BBIOOPY mperoaasarens). K
KaKol cucTeme, MOJACHCTEME JOKYMEHTAIlMM OTHOCHUTCA JIaHHBIA JOKyMEHT. B kakoii/ue
KOMIIJIEKC/BI MOYKET BOMTH aHATU3UPYEMBIil TOKYMEHT.

BapuaHTbl npuioxeHnit

Bapuanrt 1 - cripaBka KOHKpETHON OpraHu3alyu

BapuaHnt 2- ncbM0 KOHKPETHOM OpraHu3aluu

BapHaHT 3- IPUKa3 KOHKPETHOW OpraHu3aluu

Bapuanr 4 - pacnopsbkeHre KOHKPETHOM OpraHu3auuu

BapuaHT 5- aKT KOHKpETHON OpraHU3alHN



OIIeHO‘leIe cpeacrea Jid MpoOBEACHUSA l'[pOMC)KyTO‘lHOﬁ aTTeCTallun

[pnioxenune 2

CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

K-3 BJIAICHUEM 3HAHUAMMU OCHOBHBIX l'[pOﬁJ'leM B 00J1aCTH JOKYMCHTOBCACHUS U AaPXHUBOBCICHUSN

3HaTh

- TOKYMEHTOBEIYECKYIO0 TEPMUHOJIOTHIO;

- HOPMAaTHBHO-METOJUYECKHUE MAaTEepUAIbI
YIPaBIEHYECKOU JESITEIBbHOCTH;

- CIIOCOOBI U CPEJICTBA IOKYMEHTUPOBAHMS,

10 JOKYMEHTHUPOBAHUIO

- 3aKOHOMEPHOCTH Pa3BUTHS JOKYMEHTA;

- CTPYKTYpPY AOKYMEHTA;

- XapaKTepUCTHMKy M  COCTaB  YHM(PHULUPOBAHHBIX  CUCTEM
JIOKYMEHTALUH;

- THUIOBOM COCTaB CHUCTEM JOKYMEHTALMU YUPEKICHUN Jr000H

OpraHU3aIl[MIOHHO-TIPAaBOBON (hOPMBI;

- IpaBUJIa COCTABJICHUS U 0(OPMIIEHUS IOKYMEHTOB;

- IOPSAJIOK OPraHU3aIMK JOKYMEHTOB B KOMILJIEKCHI;

- KpUTEpUU W TPUHLUIBI ONPEAETICHUsS HAyYHO-UCTOPUUYECKHH MU
MPAKTUYECKON IIEHHOCTH JIOKYMEHTOB;

- TEHJCHLUMU  pa3BUTHI  UHPOPMALMOHHO-TOKYMEHTAIMOHHOTO
oOecrnieueHus yrnpaBiaeHUs U apXUBHOIO Jieia

Bomnpocsl k 3auery 1 kypc

1. [TonsiTue cucrembl JOKyMEHTAalUMu. MCTOpUYECKOE pa3BUTHE
CUCTEM JOKYMEHTAII1H.

2. Turb! TOKYMEHTOB, X KJIACCH(HKAIIHH.

3. JlokymMeHT Kak cucTema. BHelHsis U BHYTPEHHSS CTPYKTypa
JIOKYMEHTA: o0I11ast XapaKTepUCTUKA.

4. CpenctBa CBsI3M, HCIOJIb3YEMbIE [UIsl JIOCTABKU JI€JIOBOM

KOppecnoHeHIIH. TpeOoBaHUS K JOKYMEHTaM, IepPEIaBacMbIM IIO
KaHaJlaM 3JIeKTPOCBS3H.

S5. OO6mue TpeboBaHUA K COCTaBICHUIO U O(POPMIIEHHUIO JEJIOBBIX
nuceM. KoMImo3unust TekcTa, 3blK, CTHIIb, 3TUKET JIeJI0BOTO MUChMA.

6. JlenoBas nepenucka: o01ue CBECHU, KJIacCU(PHUKaAIus, pojb B
yIpaBJIEHYECKON  JeATeNbHOCTH,  (QYyHKIUHM.  3aKOHOJATeIbHOE
peryaupoBaHue AEI0BOM MEPENHUCKH.

7. PacniopsinuTenbHas TOKyMeHTalus: 00111ast XapaKTepUCTUKA.

Hrorossiii Tect 32 1 Kype

Bompoc 1

CornacHo CTaHAApTU3UPOBAHHOMY
MMCBMEHHOTO JIOKYMEHTa — 3TO:

Bribepure oauH OTBET:

a. opuIMaNTBHBINA TOKYMEHT, CO3IaHHBIA B MUCHbMEHHOM BHUJIE

b. HaMMEHOBAHHE JIOKYMEHTA, oopmiIeHHOTO
YCTAHOBJICHHBIM IIpaBUjIaM MallIMHOIIMCHBIM CcrocoooM

C. TMPUHAMIEKHOCTb IHUCBMEHHOTO JOKYMEHTa K CHCTEME
JIOKYMEHTAIMH 110 IPU3HAKaM COJepaHUs U 1IeJIeBOr0 Ha3HAUCHUS

OTIPEJICIICHUIO, BUI

1o




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

d. pa3HOBMAHOCTH JOKYMEHTA, HCIIOJHEHHOTO TrpaduyecKuMu
3HaKaMH — OykBaMu, IudpamMu, ueporiudpamu

Bompoc 2

CornacHo CTaHJAPTHU3UPOBAHHOMY OTIpEICIICHUIO,
yHU(UIIpOBaHHASA (hopMa TOKYMEHTA — 3TO:

BriOepure oauH OTBET:

a. wmHpoOpMalnMs, 3alMUCaHHAs HAa PA3IMYHBIX HOCUTEISAX I10
YCTAHOBJICHHBIM IPaBHIIaM

b. COBOKYITHOCTh PEKBH3HTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C
pemaeMbIMH B JIaHHOW  cdepe  JCATENbHOCTH  3aJayaMu |
PacIIoJIOKEHHBIX B OTPENICIICHHOM MOPSIKE HAa HOCHTENEe HH(POpMAIUN

c. HabOp PEKBU3UTOB O(UIMAILHOTO MHMCHMEHHOTO JOKYMEHTA,
PAacIIOIOKEHHBIX B OTPEICIICHHON MOCIIEI0BATEILHOCTH

d. HaOop  pEeKBM3WTOB,  WACHTUQHUIMPYIOUIMX  aBTOpPA
o(pHUIIMaTEHOTO MUCHMEHHOTO JJOKYMEHTA
Bompoc 3

YHuukanys 1TOKyMEHTOB — 3TO:

Bribepure oauH OTBET:

a. MpUMEHEHHE TaOIuIl U aHKET

b. onpenenenue nopsyika ohopMIeHUs JOKYMEHTOB

C. CBEICHME K MHUHHUMYMY pa3HooOpa3usi BHUJIOB U (opm

JTIOKYMEHTOB
d. pa3paboTka «mabi10Ha» JOKyMEHTa
Bomnpoc4
CornacHo CTaHIAPTU3UPOBAHHOMY OTIpeIeIICHUIO,

OpraHU3alMOHHO-PACIIOPSAUTEIbHBIA JOKYMEHT — ITO:

Bri6epute ouH OTBET:

a. JIOKyMEHT, CO3JaHHBIA OPUANYECKMM WM (PU3UUECKUM
JUIOM, O(OPMIIEHHBIH U yTOCTOBEPEHHBIN B YCTAHOBIEHHOM IOPSIJIKE
U MCTIOJIb3YEMBIN B TEKYILEH AEATEIbHOCTH OpraHU3aluN




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. BU/]I MMCbMEHHOTO JIOKYMEHTA, OTpaXKaroIIUM
JIOKYMEHTHUPOBaHUE OpraHU3aI[MOHHO-PACTIOPSTUTENLHOM
JeSATEeIbHOCTH OPraHOB, OPraHU3alui U JOHKHOCTHBIX JIUIT

C. BUJ NHUCHbMEHHOIO JIOKyMEHTa, B KOTOPOM (PHUKCUPYIOT
pelieHue aIMUHUCTPATUBHBIX U OPTraHU3AI[MOHHBIX BOIPOCOB, a TAKXKeE
BOIPOCOB  YIpaBJICHUs,  B3aUMOJCHCTBHUS,  oOecreueHus U
peryaupoBaHusl  JEATEIBHOCTH OpPraHOB  BJIACTH,  YUPEKIACHHH,
OPEIPUITHIA, OpraHU3AIHH, UX MOAPA3ICICHUNA U JOKHOCTHBIX JIUI]

d. [IEPBUYHBIM, MHHUMAJIbHBINA 3JIEMEHT CHCTEMBI
OpraHU3alMOHHO-PACTIOPAAUTENBHON TOKYMEHTAUN
Bomnpoc 5

Kakue moncucrembr HE BXomsaT B cucreMy OpraHM3alMiOHHO-
pacropsIuTeIbHON TOKyMEHTAINN:

Bribepure oauH OTBET:

a. OpPraHN3alMOHHO-TIPABOBAS TIOKYMEHTAIIHS

b. m1aHoBast JTOKyMEHTaLUs

C. pacropsauTeIbHast JOKYMEHTAIUS

d. uHpOpPMAaLIMOHHO-CITPAaBOYHAs TOKYMEHTALHS

Bormpoc 6

Ha  xakme  Tumel  mojapas3feistoTcs — JOKYMEHTBI 110
MIPOUCXOKICHUIO:

Bribepure oauH OTBET:

a. BXOJISAIINE/UCXOISIINE/BHYTPEHHUE

b. nnAMBUYyaNbHBIE/TpadapeTHbIe/ TUTIOBbIE

C. TM4YHble/ OpUIIHATIEHBIE

d. obmenocTynHble/ KOHPUACHIIMATHHBIE/ CEKPETHBIE

Bomnpoc 7

Ha xkakue Tunbl NOApa3IeNsAIOTCS TOKYMEHTBI IO CIIOCOOy
W3IIOKCHHUS

Bribepure of1H OTBET:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

a. NUChbMa/TeNerpaMMbl/  TeNePOHOTPaMMBbl/  TENEKChI/
(hakcorpamMmbl/ JIEKTPOHHBIE COOOIIICHMS

b. unauBHUYyanbHbIe/ TpadapeTHbIe/ TUIIOBBIC

C. IOJJTMHHUKY/ KO/ TyOITMKAThI

d. obmenocTyHbIe/ KOHPUICHINATHHBIE/ CEKPETHBIC

Bomnpoc 8

[lo kakoMy TpU3HAKy JOKYMEHTHI IIOJAPAa3ACIAIOTCS Ha
MOJTMHHUKY (OpUTHHAIIBI)/ KOTIUK/ TyOIUKATHI:

Bribepure oguH OTBET:

a. o opme mpeAcTaBICHUs

b. o cdepe aesTenpHOCTH

C. 10 criocody nepeaauu

d. mo creneHu NOUIMHHOCTH

Bomnpoc 9

CornacHo CTaHJAPTHU3UPOBAHHOMY ONpEICICHHUIO, CHCTEMa
JOKYMEHTAIUH — 3TO:

Bri6epute ouH OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, O0pa3yIOIIUXCS B JAEATEIbHOCTH
IOPUINYECKOTO HITH (PH3HUECKOTO JINIIA

b. KOMITJIEKCH JJOKYMEHTOB, OTpakarolllie MPOU3BO/ICTBEHHBIE,
ylpaBieHUYECKHEe, (PMHAHCOBbIE IPOLECCHI MPEANPUATUH, OpraHU3aIHii,
YUpEKICHUN

C. CHCTeMa HOpPMATHBHBIX aKTOB, PETIaAMEHTHPYIOIINX
JOKYMEHTUPOBAaHHUE AEATEIbHOCTH M JJOKYMEHTOOOOPOT MpEeANpHUITUI
Pa3IMYHBIX OPTaHU3aAIMOHHO-TIPABOBBIX (POPM

d. COBOKYITHOCTbH JJOKYMEHTOB, B3aUMOCBSI3aHHBIX 110 MPU3HAKAM
MPOUCXOXKACHUS, Ha3HAUCHUsI, BHIA, CPEphl NEATEITHHOCTH, EIUHBIX
TpeboBaHUil K UX 0(OPMIICHUIO

Bomnpoc 10

Kakoil TOKyMeHT Helb3s1 OTHECTH K JINYHBIM JJOKYMEHTaM:




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Bribepure oguH OTBET:

a. XapaKTepUCTHKa

b. pe3srome

C. IMYHAs KapTO4Ka

d. aBTOOHOTpadUs

Bomnpoc 11

CornacHo CTaHJAPTHU3UPOBAHHOMY OTIpeIeJICHUIO,
yHU(DUIUPOBaHHAS CUCTEMA JOKYMEHTALlUU — 3TO:

Bribepure oguH OTBET:

a. COBOKYITHOCTb JIOKyMEHTOB, B3aUMOCBS3aHHBIX IO MPU3HAKAM
NPOMCXOXICHUS, Ha3HAYCHHs, BHJIA, CPEphl NEATETBHOCTH, €IUHBIX
TpeOOBaHM K UX 0(hOPMIICHHIO

b. cucrema JOKyMEHTallMM, COCTaBleHHE U OdopmIIeHHE
KOTOPOH periaaMeHTUPOBAHO HOPMAaTHUBHBIMHU aKTaMH

C. CHCTeMa JIOKyMEHTAIINH, CO3/JaHHas M0 €JUHBIM TpaBUIaM U
TpeOOBaHUAM, cojaepkamias WHGPOpMAlHI0, HEOOXOAUMYIO Ui
yIIpaBJICHUS B OTNpeCTICHHON cepe nesITeTbHOCTH

d. cucrema ToKyMeHTaluu, UMeroLIas €AUHbIH GopMyIsip

Kakne 37eMeHTHI SIBIISIIOTCS CAaMBIMU KPYITHBIMU CTPYKTYPHBIMHU
9JIEMEHTaMU JIOKyMEHTa KaK CHUCTEMBbI:

Bri6epute ouH OTBET:

a. cozepxanue u Gpopma

b. 3arosoBouHas1, coaepkaTenbHas U 0POPMIISIIONIAs YacTH

C. PEKBU3UTHI

d. cmyskeOHOe U pabodee 1mojie TOKyMeHTa

Bomnpoc 12

[TpomomxkuTte onpenenenue: GopMyIsip JOKYMEHTA 3TO - ...

Bribepure oauH OTBET:

a. Habop PEKBU3UTOB O(DHUIIMAIBHOTO MACHMEHHOTO JOKYMEHTA,
PacIoJIOKEHHBIX B ONPEIEICHHOM MOCIIe10BaTeIbHOCTH




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. Habop  pPEKBU3UTOB, HIACHTUUIMPYIOIIUX  aBTOpa
o(hUIMaTBHOTO MUCEMEHHOTO IOKYMEHTa

C. 3aMKCUpPOBaHHAs HA MaTEPUATBHOM HOCHTEJE HH(OPMAIHS C
PEKBH3UTAMH, TIO3BOJISIOIIMMH €€ UACHTH(UIIMPOBATD

d. BHYTpeHHss1 dopMa TOKYMEHTa, OMpPEIENSIonas CTPYKTYpY
TEKCTa U €T0 S3bIKOBbIE OCOOCHHOCTH

Bompoc 13

[IponomxkuTte onpezaencHue: OJIaHK JOKYMEHTa — 3TO ...

Bribepure oguH OTBET:

a. MOJIeJIb TTOCTPOCHUS JOKYMEHTA, YCTaHABJIHMBAIOLIAas 00JacTh
npUMEHEeHHUs, POPMATHI, pa3Mepbl MoJiel, TPeOOBaHUS K MOCTPOCHHIO
KOHCTPYKIIMOHHOW CETKH U OCHOBHBIC PEKBU3HUTHI

b. THMOBas MozENb, COAEpIKaIIas COBOKYITHOCTh O0sI3aTEIBHBIX
PEKBU3UTOB, CBOMCTBEHHBIX JIOKYMEHTaM YHU(UIIMPOBAHHON CHUCTEMBI
OpTaHU3aIMOHHO-PACTIOPSAUTEIBHOM JTOKYMEHTAIIH u
PACIIONIOKEHHBIX ONpe/IeIEHHBIM 00pa3oM

C. Ha0Op PEKBU3UTOB O(PHUIIMATHHOTO MUCHbMEHHOTO TOKYMEHTA,
PAcCIONIOKEHHBIX B ONPeJIeIEHHON MOCIeI0BATEIbHOCTH

d. Habop  pPEKBU3UTOB, WACHTUUUUPYIOLIMX  aBTOpa
o(ULIMaIBHOTO0 MUCHMEHHOTO JJOKYMEHTA

Bompoc 14

KakomMy MOHSTHIO COOTBETCTBYET CIEAYIOIIas XapaKTepPUCTHKA!
«TOT (OpMyIIsIp  XapaKTEepPHU3YeTCs OMpPEICNICHHBIM KOJINYECTBOM
PEKBU3UTOB, PACMOJOKEHHBIX B CTPOrOW TOCJIEAOBAaTEIbHOCTH, U
XapakTepeH Il KOHKPETHOTO BUA IOKYMEHTOB, HAalpuUMep, MpUKa3a,
aKTay:

Bri6epute ouH OTBET:

a. TUMOBOM hopMyIsip

b. dopmyssip

c. popmynsip-obpaszenn




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

d. MHAMBUAYATIBbHBIH HOPMYJIISDP

Bompoc 15

Kakomy JOKYMEHTY COOTBETCTBYET clenyoas
XapaKTePUCTHKA: «ITO MUCbMEHHOE IOJIHOMOYHNE, BBIIABAEMOE OJTHIM
aUIOM (YUpeXIEeHUEM) APYroMy JUIY AJiS MPECTaBUTENbCTBA Mepel
TPETHUM JTUIIOM.

Bri6epute o1H OTBET:

a. pacrucka

b. 3asBiCeHME

C. JIOBEPEHHOCTb

d. cripaBka

Bompoc 16

OTMeTUTH BOIIPOC

Kak mnepeBoguTcsi € JATHHCKOTO TEPMHUH «pPEKBH3UT» (JIarT.
requisitum):

Bri6epute ouH OTBET:

a. MUHUMaJbHas 4acTh

b. TpeGyemoe, HeoOXoaMMOE

C. CTPYKTYpPHBIH 3JIeMEHT

d. arpubyT conepxanus

Bomnpoc 17

Kakomy TEPMUHY COOTBETCTBYET cienymoliee
cTaHfapTuzupoBaHHoe onpeneneHue (3akperieHHoe B 'OCT P 51141-
98): «.. — 3TO 00fA3aTeNbHBIM A7eMeHT odopmiieHus o(UIHaTHLHOTO
JOKYMEHTa»:

Bri6epute ouH OTBET:

a. PeKBU3UT JIOKYMEHTa

b. 3arosioBoYHas 4acTh JOKYMEHTa

c. pabouee 1oJie JOKyMeHTa




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

d. 6maHK mOKyMeHTa

Bomnpoc 18

Kakomy TepMUHY COOTBETCTBYET CIEAYIOIIAsl XapaKTePUCTUKA:

OTO BHJ NHCBMEHHOI'O JOKYMEHTa, B KOTOPOM (DUKCUPYIOT
peleHus aIMUHUCTPATUBHBIX U OPraHU3aIlMOHHBIX BOIIPOCOB, a TAK)KE
BOIIPOCOB  YNpABJICHUS,  B3aUMOJEWCTBUSA,  oOecredyeHuss U
pEerynupoBaHMus  JACATEIBHOCTH OPTraHOB  BJACTH, YUYPEKIACHUH,
OpeANpUATHHA, OpraHu3alMi, UX MOApa3AeICHUN U TOJKHOCTHBIX JIULL.

Bribepure oguH OTBET:

a. CIIY)KEOHBIN TOKyMEHT

b. opunmanbHBII JOKYMEHT

C. yIpaBJIEHYECKUN JOKYMEHT

d. opraHu3anOHHO-PACTIOPSIIUTENBHBINA JOKYMEHT

Bomnpoc 19

Y Kakoro BHJAa OPraHW3ALMOHHO-TIPABOBOM JOKYMEHTAIUH
TpeOOBaHUS K TEKCTY YCTaHOBJIEHBI B 3aKOHOAATEIBHOM IMOPSIJIKE:

Bri6epute ouH OTBET:

a. LITaTHOE paclrcaHue

b. 1oKHOCTHAS UHCTPYKIUS

C. ycTaB

d. MTHCTPYKIIUST HOPMAaTUBHO-METOANYECKOTO XapaKTepa

Bompoc 20

KakoMy MOHSATHIO COOTBETCTBYET CIEIYIONIAs XapaKTePUCTHKA:

OTO  JOKYMEHT,  COJAEpKallMi  TpaBwia  TOBEACHUS,
pacrpoCTpaHsIONIMecss Ha HEONpPENeTIeHHBId KpYyr JIUI, W3IaHHBIE Ha
OCHOBAaHMUM M BO HCIOJHEHHE (eaepaTbHOrO 3aKOHO/ATENIbCTBA,
o0s13aTeNbHBIC U WCTIOMHEHHUS OpraHaMy TOCYJapCTBEHHOH BIIACTH,
MECTHOTO  CaMOYNpaBJE€HHSA, MX  JOJDKHOCTHBIMH  JIUIIAMH,
IOPUINIECKUMU JINTIAMH U TPaKIaHaMHU.

Bribepure of1H OTBET:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

a. HCHOPMAaTHBHBIN IIPAaBOBOM aKT

b. HOpMaTUBHBIN TPABOBOM aKT

C. IPaBOBOM AKT

d. HOpMBI ITpaBa

Bomnpoc 21

IIpu ormpaBke KakoW  pa3HOBUIAHOCTM IIMCbMAa  MOXHO
OTPaHUYUTHCS (PAKCUMIIBHON CBSI3BIO WUIM 3JICKTPOHHOM MmouTon 0e3
JOCBUIKM KOPPECIIOHACHTY NOAJIMHHUKA:

Bribepure oguH OTBET:

a. pEKJIaMHOT0 NTHChMa

b. mucema-3anpoca

C. IMChMa-3aKasa

d. nucrMa-HarOMUHaHUS

Bomnpoc 22

Kaxue nucbma SBISIOTCSI MHOTOACIIEKTHBIMU

Bribepure oauH OTBET:

a. MMCbMa, COCTOSIIIME U3 TPEX MIIM YETBIPEX CMBICIOBBIX YaCTEH
(BcTymJieHHE, OCHOBHAs 4YacTh, 3aK/IIOUEHHE, NPEAYyNpexIeHUE WU
3aKJIIOUUTEIbHBIE ITUKETHBIE (POPMYJIBI)

b. mucbMa, MOCBSAIIEHHBIE HECKOIBKHM BOIPOCaM

C. KOMIUJIEKC WHCEM, SBIIFIOIIMUXCS Ppe3ylbTaTOM IEePEnUCKU
JIEJIOBBIX TAPTHEPOB 10 OAHOMY MJIM HECKOJIBKUM BOIIPOCaM

d. muceMa, aBTOpaMu KOTOPBIX SBJISIOTCS HECKOJIBKO JIMIL, KaXKI0€
U3 KOTOPBIX BBICKA3bIBAET CBOK TOYKY 3PEHHS Ha OTPAKEHHBIA B
MMCbME BOIIPOC.

Bompoc 23

Kakass pa3HOBUIHOCTb 3alHMCOK HE COJEPKUT BBIBOJOB H
MPEIJIOKECHUI:

Bri6epute ouH OTBET:

a. MHULIMAaTUBHAs JOKJIAJHAs 3alMCKa




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. oObsiIcCHUTETBHAS 3aTTHCKA

C. JTMYHAsl 3aIncKa

d. cmyxeOHas 3amucka

Bomnpoc 24

Kakomy Buay uHGOPMAIMOHHO-CIIPABOYHON JOKYMEHTAIIUU
COOTBETCTBYET CIICAYIOIIEe ompeneicHue: «IT1o ¢opma BHYTPEHHEH
JICJIOBOM TIEPEMHUCKH MEXIY IOAPA3JICIICHUSIMHA OpPTaHU3AIUN  WIIH
JOJDKHOCTHBIMU JIMIIAMH, HE HAXOASIIMMHUCS B TIPSMOM IO JYNHEHUH.

Bribepure oguH OTBET:

a. IOKJIa/IHAs 3aIluCKa

b. cimyxeOHast 3amucKa

C. OT3bIB

d. akr.

Bompoc 25

Kaxoif pa3HOBUIHOCTM JOKJIAJHBIX 3alUCOK COOTBETCTBYET
clenymomas  XapaKTepUCTHKA! «9TH  JOKJIAJHBIE  3aIllUCKU

HHQOPMHUPYIOT O 3aBEpHICHUH pPaOOThI, €€ JTamna, BHITOJIHCHUH
YKa3aHUH, pacloOpsHKEHUN U T.IL).

Bri6epute ouH OTBET:

a. nuH(pOpMaIMOHHAs

b. nosicauTenbHBIE

C. OTYETHBIE

d. "HUIIMaTUBHBIE

Bompoc 26

Kakomy Buay uHPOpPMAIMOHHO-CIIPABOYHON JOKYMEHTALUH
COOTBETCTBYET  CJEIYyIOLlee  OmpeleleHue:  «ITO  JIOKYMEHT,
COCTaBJICHHBIN IS MOATBEPK/ICHUS YCTAHOBJICHHBIX (PAKTOB, COOBITHIH,
JNEUCTBUN.

Bri6epute ouH OTBET:

a. aKT




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

b. mpotokon

C. MUCbMO-TIOATBEPKIACHHE

d. cipaBka

Bomnpoc 27

Kakomy Buay wHGOPMANMOHHO-CIIPABOYHON JIOKYMEHTAIIUU
COOTBETCTBYET  CleIylollee  ompeneneHue:  «ITO  JTOKYMEHT,
ColepXallllil ~ MEepPeYUCIICHHe  JIUI, TMPEAMETOB, OOBEKTOB B
OTIpEeICIEHHOM TMOPSAIKE, COCTaBJICHHBIH B LENsIX WHGOPMUPOBAHUSA
WIN PETHCTPALIUN.

Bri6epute o1H OTBET:

a. IepevYeHb

b. cpaBka

C. CBOJIKA

d. cnucox

Bompoc 28

[Iponomxute onpenenenue: Gopmynsp-odpaser] — 3To ...

Bri6epute ouH OTBET:

a. HaOOp  pEKBU3WUTOB,  HMJAECHTU(QUUUPYIOIIMX  aBTOpa
o(pHUIIMaTEHOTO MUCHMEHHOTO JJOKYMEHTA

b. Mozenb MOCTpOeHHsI TOKYMEHTa, yCTaHaBIUBaroIias 001acTh
MpUMEHEHUsI, popMaThl, pa3Mepbl Mojei, TpeOoBaHUS K MOCTPOCHHUIO
KOHCTPYKIIMOHHOM CETKU U OCHOBHBIE PEKBU3HTHI

C. Ha0Op PEKBU3UTOB OMUIMAILHOTO MUCHbMEHHOTO JIOKYMEHTA,
PacIIoNIOKEHHBIX B OMPEIEICHHON MOCIe10BaTeIbHOCTH

d. TumoBasi MoJieNb, cojepiKamas COBOKYITHOCTh 00S3aTENbHBIX
PEKBU3UTOB, CBOUCTBEHHBIX JOKYMEHTaM YHU(DUIMPOBAHHON CHCTEMBI
OpTraHU3aIMOHHO-PACTIOPS AU TEIBHOM JTOKYMEHTAIIH "
PAacIioyIOKEHHBIX ONpeIeICHHBIM 00pa30oM.

Bompoc 29

Kakoll pekBU3WT, PAaCHOJOKEHHBIM BBIIIE TEKCTa, OTHOCHUTCS K




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

3aroJIOBOYHOI YacTH:

BriGepure ouH OTBET:

a. rpu¢ yTBEpKACHUS

b. cchlTKa Ha pErUCTPALlMOHHBIN HOMEP U 1Ty JOKYMEHTa
C. PE3OITIOIHS

d. oT™MeTKa 0 KOHTpOJIE.

29. UTorosslii TecT (2 Kypc)

Bompocl

JlesTenbHOCTh 1O YCTAHOBJICHUIO U IIUPOKOMY MHOTOKPAaTHOMY
UCIIOJIB30BaHUIO TPEOOBAHMIA, HOPM, MTPABHJI M XapaKTEPUCTHK, KaK
00s13aTeNbHBIX IS BBIIIOJHEHUS, TAK U PEKOMEHIYeMbIX, B IIEJIAX
JOCTIDKEHUS] ONTHMAIbHON CTENEHH YIIOPSJOYCHHOCTH B TOW WA
UHO 00nacTu

Bri6epute ouH OTBET:

a. TapMOHU3aIUA

b. crangapruzanus

C. CUCTeMaTH3alHsl

d. yaudukanus

Bonpoc3

[IpomomkuTe onpenenenne: cucTeMa J0KyMEHTAI[UH — 3TO. ..
Bribepure oauH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX IPOIEIYPOU MPUHSITHS
yIIPaBJIEHYECKOTO PEeILIeHUS

b. pazHOpOIHBIE IO CBOEMY IPOMCXOXKACHUIO, Pa3HOOOPA3HbIE IO
BUJIOBOMY COCTaBy JOKYMEHTBI, OOpa3oBaBILIMECs B Ipolecce
JEeSITeTPHOCTH OTJEFHOTO (PU3UIECKOTO JIUIIA

C. COBOKYITHOCTh JIOKYMEHTOB, B3aUMOCBSI3aHHBIX IOJI IPU3HAKaM
MPOUCXOXKACHUS, Ha3HAYCHHUs, BHIA, CQepbl IeATETHHOCTH,
eIMHBIX TpeboBaHuUM K ohopmIIEHUIO




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

d. JOKyMEHTBI M MAacCCHUBBI JOKYMEHTOB B WH(OPMAIMOHHBIX
cucTeMax, YHopsiI04eHHbIE OIPeeIEHHBIM 00pa3oM

Bompoc 4

OcHOBHas KJIacCU(pHUKALMOHHAs €JUHMLIA B (YHKIHOHAIBHON
KJIaCCU(UKALUU IOKYMEHTOB

Bribepure oauH OTBET:

a. MOJUTMHHUK JOKYMEHTA

b. nemo

C. TyOaMKaT TOKyMEHTa

d. Bun moxymeHTa

Bomnpoc 5

Knaccudukanus 10KkyMEeHTOB Ha MHAWBUYaJIbHBIE, TpadapeTHbIe,
MPUMEpPHBIE OCYIIECTBIISCTCS 110 CIEAYIOIEMY OCHOBAHHIO
Bribepure oauH OTBET:

a. CTETIeHb CIIOKHOCTH

b. cTeneHs TOYHOCTH

C. CTeNeHb YHU(UKAIUU

d. creneHb OTKPHITOCTH

Bormpoc 6

biiank nokymeHra — 3710...

Bri6epute ouH OTBET:

a. HaOpaHHBII Ha KOMITBIOTEPE THUIIOBOM JJOKYMEHT

b. TOKyMEHT, OTIIEUaTaHHBIH B TUIOTpapUH

C. HabOp PEKBU3UTOB, HIECHTU(DUIUPYIOIUX aBTOpa OPHUIIHATILHOTO
JOKYMEHTa

d. JOKyMEHT C MOBTOPSIOIIUMCS TEKCTOM

Bomnpoc7

@DyHKIIMOHANbHAS KJIacCU(UKAIUSA JTOKYMEHTOB OCYILECTBIISAETCS
IO CJIEIYIONIEMY OCHOBaHHUIO

Bribepure ofMH OTBET:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

a. BpeMs MOSIBIICHHS TOKYMEHTa
b. nHGOpPMAIIMOHHAST COCTABIISAIONIAS TOKYMEHTA
C. croco0 3aKkperuieHus nH(QOPMAIUY Ha MAaTePUAIBHOM HOCUTEIIS
d. Bu1 MaTepuaTbHOTO HOCUTENS IOKyMEHTA
Bompoc 8
K  «mepBUYHBIM  KOMIUIEKCaM  JOKYMEHTOB»  TPEANPUSATHS
OTHOCHTCS
BriOepure oauH OTBET:
a. apXUBHAs KOJUICKIUS
b. rocynapcTBeHHAs CCTEMa CTaTUCTUKU
C. COOpPHUK HOPMATHUBHBIX JOKYMEHTOB IPEATPUATHS
d. moKyMeHTaNbHBIN (HOHJ IPEATTPUSITUS
Bompoc 9
Kommiiekc 10KyMEeHTOB — 3TO
Bri6epute ouH OTBET:
a. COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX MO MpPU3HAKaM
MPOUCXOXKACHUS, Ha3HAYCHHUs, BHIA, C(HEepbl eATeIHbHOCTH,
eINHBIX TpeOoBaHU K ohopMIIEHUIO
b. MaccuBBI TOKYyMEHTHPOBAHHOW HH(OpPMAINH, YIIOPSI0YCHHbIE
orpeieNI€HHBIM 00pazoM
C. HOMEHKJIaTypa JIeJ OpraHu3aIuu
d. Bua  uWHPOPMAIMOHHBIX  PECypCOB,  MPEICTABICHHBII
COBOKYITHOCTBIO OT/IEIBHBIX JOKYMEHTOB, MACCHBOB JJOKYMEHTOB B
MH(OPMAIIMOHHBIX CHCTEMaX
Bomnpoc 10

JIOKyMEHTHBIE PeCypChl — 3TO
Bri6epute ouH OTBET:
a. COBOKYITHOCTh JOKYMEHTOB, B3aUMOCBSI3aHHBIX IO MpPU3HAKAM
MPOUCXOXKACHUS, Ha3HAYCHHUs, BHIA, CQepbl IeATETHHOCTH,
eIMHBIX TpeboBaHuUM K ohopmIIEHUIO




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. HOMEHKIaTypa e OpraHu3auu

C. MAacCUBBl JIOKyMEHTHPOBAaHHOH MH(pOpPMALUMH, YHOPsSA0YEHHBIE
orpeneNIEHHBIM 00pa3oM

d. Bug  MHQOPMALMOHHBIX  PECypcoB,  MPEACTaBIECHHBIN
COBOKYITHOCTHIO OT/IEJIbHBIX JOKYMEHTOB, MACCUBOB JIOKYMEHTOB B
UH(POPMALIMOHHBIX CUCTEMAX

Bonpoc 11

VYauduuupoBanHas Gopma 10KyMeHTa — 3TO

Bribepure oguH OTBET:

a. JOKYMEHT, UMEIOLUI TUIIOBOE coziepKaHKe U 0(hopMiIeHHE

b. TOKyMEHT, CO3JTaHHBII ¢ IPUMEHEHUEM KOMITBIOTEPHOW TEXHUKU
. GOpMBI IEPBUYHBIX YUETHBIX TOKYMEHTOB IO YUETY TPYAA U €ro
OILJIaThI

d. COBOKYIHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C
pelmaeMbIM B JaHHOM cdepe JeATeNbHOCTH 3ajadaMu  u
3a(pUKCUPOBAHHBIMU B OIPENICIIEHHOM IMOPAIKE Ha MaTepUAIbHOM
HOCHTENIE

Bompoc 12

MeTto/1 cCOBEpIIEHCTBOBAaHUS JOKYMEHTOB M CUCTEM JIOKYMEHTALIUU
Bribepure oauH OTBET:

a. nHbopMaTH3aLUS

b. crangapTuzanus

C. CUCTEMHBIN aHAJIN3

d. MmonenupoBanue

Bormpoc 13

JlokyMeHTanbHbIH HOHJ - 3TO

Bri6epute ouH OTBET:

a. JOKYMEHTbl OpraHu3ali{, IOJArOTOBJIEHHbIE K CcJadye B
rOCyJIapCTBEHHBIN apXUB

b. COBOKYITHOCTh JOKYMEHTOB, OOPa3YIOIIMXCSl B JESTEIbHOCTH




CTpyKTypHBI

OreHOYHBIC CPEICTBA

JIEMEHT [Tnanupyemsl pe3yabTaThl 00ydeHUs
KOMIIETCHIINH
IOPUINYECKOTO MM (PU3MUYECKOTO JIMIIA 32 TOJT
C. IOKYMEHTHI OPTaHU3aLUH, BBIIEICHHBIE K YHUYTOXKCHHUIO
d. TOKyMeHTHI, BKIIOUEHHBIE B Tabeab YHH(PHUIHUPOBAHHBIX (HopM
JOKYMEHTOB OpPTraHU3aLUA
YMmeTn - aHAIM3UPOBATh  HOPMATUBHO-METOAMYECKME  MCTOYHUKHU IO KounrpoJabsHnas padora (1 kypc)
JIOKYMEHTUPOBAHHUIO YIPABJIEHUYECKON AESTEIbHOCTH; 1. Bol pykoBOIUTEH SKOHOMHUYECKOTO OT/ena. Bam HeoOXoammo
- XapakTepu3oBaTb M aHAJIW3UPOBATH YHU(PHUIHMPOBAHHBIX CHUCTEM | IPOMH(POPMHUPOBATH PYKOBOJIUTENS OpPraHHU3aLUU O TOM, 4YTO 3aM.
JIOKYMEHTaI1H; ornena mo AXY He BBINONHSAET TNPEANUCAHUA IO OOECTICUYCHHIO
- BBIABIIATH THUIIOBOM COCTAaB CHCTEM JOKYMEHTALlUU YYPESKICHUH | pabouyux MECT NPUHTEpaMH, MHTEPHETOM M B KaOMHETE BallIero oTaesa
10001 OpraHU3arOHHO-TIPABOBOM (HOPMEI, HE MPOBEAECH KOCMEeTH4ecKuil peMoHT. OdopmuTe COOTBETCTBYIOIIUM
- IPUMEHATHh MpaBHUJA COCTABICHUS M OQOPMIIEHHS JOKYMEHTOB Ha | JOKYMEHT.
MIPaKTHUKE; 2. Bbl ono3nanu Ha paboTy Ha 2 yaca. PykoBoacTBO moTpeboBaiio
- OPraHU30BBIBATh JOKYMEHTBI B KOMIIJIEKCHI, oT Bac 06bsacHennii. OpopmuTe COOTBETCTBYIOIIMNA JOKYMEHT.
- BBUBJISTH HAyYHO-MUCTOPUYECKYI0 M MPAKTHUYECKYIO IIEHHOCTh 3. OTpenakTHpyiTe TEKCTHI CAEAYIOUMX H0KyMeHTOB. CocTaBbTe
JIOKYMEHTOB; VX NTPaBUJIbHBIN BapHUaHT.
- BBISIBJISITh TEHICHLIUU pa3BUTHUSA MH(OPMALIMOHHO- HTorosslii TecT 3a 2 Kype
JIOKYMEHTAIIMOHHOT0 00eCIeyeH s yIIpaBIeHUs] U apXUBHOI'O JieJia
Bianets - TOKyMEHTOBEIYECKON TepMUHOJIOTHEN B IPO(ECCHOHATIBHON peyn; Tembl KypcoBbIX padoT (2 Kypc)

- IpUEeMaMH COCTaBIICHUS U O(POPMIIEHHUSI OCHOBHBIX YIIPABICHUECKUX
JIOKYMEHTOB;

- METOJIaM1 YHU(UKAIIUH U CTAaHAAPTU3AIUU TOKYMEHTOB;

- HaBBIKaMU 00BETMHEHUS TJOKYMEHTOB B IEPBUYHBIC KOMILJICKCHI;

- 3HAHUSIMH OCHOBHBIX MPOOJIEM B 00JaCTH TOKYMEHTOBEACHHUS

30. HcTtopus cTaHOBJIEHUS COBPEMEHHBIX (QYHKIIMOHATIBHBIX
cucreM AoKyMmeHTanuu B Poccuiickon @enepanum.

31. OCOOEHHOCTH TOCYIapCTBEHHOW CHCTEMBI Hay4yHO-
TEXHUYECKOH TOKYMEHTAIINH.

32. OcobeHHOCTH HCIIOIb30BaHUA 00IIePOCCUIICKIX
KJIaCCU(PUKATOPOB TEXHUKO-PKOHOMHYECKON 51 COIMaIbHON
nH(pOpMAaIMK B COBPEMEHHOM JIEJIONPOU3BO/ICTBE.

33.

34. Cucrema MeXAyHapOJHBIX CTaHIApTOB B o00JacTu
TOKYMEHTOBEICHHSI.

35. AHau3  CTPYKTYphl  JIOKyMEHTaJbHOro  (oHpaa




CTpyKTypHBI

OreHOYHBIC CPEICTBA

DJIEMEHT [Tnanupyemsl pe3yabTaThl 00ydeHUs
KOMITCTEHITHH
OpraHU3aIiH, €r0 KaueCTBEHHAs M KOJIMYECTBEHHAs XapaKTEPUCTHKA.
36. KauecTtBeHHass W KOJIMYECTBEHHAs XapaKTEPHCTHKA
COBPCMCHHBIX apXHWBHBIX KOMILJICKCOB.
ITK-4 cnoco0HOCTHIO CAMOCTOSATEIHLHO PadoTaTh ¢ Pa3JIMYHBIMH HCTOYHMKAMHU HHpOPMALINH
3HaTh - OCHOBHbIE HayyHble M NEpUOJMYECKHE H3JaHus B o0OJacTu Bomnpocs! k 3a4ety 1kypc
JIOKYMEHTOBE/ICHUS, 1. OK 011-93 «O6mepoccuiickuit KJaccupukarop
- OCHOBHBIE IHTEpHET-UCTOYHUKHU B 00JIaCTH JOKYMEHTOBEICHHUS; YIPaBICHYECKOW JIOKYMEHTAllMM» M OTPAXECHHE B HEM
- HOPMAaTUMBHO-TIPaByl0 ¥  HOPMAaTMBHO-METOAMYECKYID  0a3zy YHU(DUIUPOBAHHOMN CHCTEMBI OpraHU3alMOHHO-

JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPaBICHHUS;

- criocoOBI PabOTHI ¢ Pa3TUYHBIMUA UCTOYHUKAMHU HH(pOpMaIny;

- WH(pOpMAaNMOHHBIE TEXHOJOTMU MpH paboTe ¢ WHPOpManuend B
00J1aCTH JEIOMPOU3BO/ICTBA

pacropsauTeNbHON TOKYMEHTALUH.

2. TpeboBaHMs K  JEJIOBBIM  IHCHMaM,
pacrpocTpaHeHHeM HH(pOpMaIUH.

3. TpeboBaHus K AETOBBIM MUCHMaM, CBSI3aHHBIM C OOpaleHUSIMA
0 BBITOJIHEHHIO TE€X WM UHBIX JEHCTBUI MM OKa3aHUIO YCIIYT.

HTorossbiii Tect (3 Kypc)

Bompoc 1

O06pa3ipl yHUPHUIHPOBAHHBIX (POPM JTOKYMEHTOB, pa3pelIeHHbIX K

IPUMEHEHHIO B OpraHU3alliK, CUCTEMAaTHU3UPOBAHbI B CIIEIYIOIEM

JOKYMEHTE:

Bribepure oauH OTBET:

a. aTbO0M YHU(PUIIMPOBAHHBIX (POPM TOKYMEHTOB IPEATPUSITUS

b. mepeyeHb TUMOBBIX YIPABICHYECKUX JOKYMEHTOB MPEIIPUATHS

C. Tabesb YHU(PUIIMPOBAHHBIX (POPM JTOKYMEHTOB MTPEATIPUATHS

d. HOMeHKIaTypa Jes NpeanpUATHS

Bompoc 2

IroctT P  7.097-2016  «YHuQUIMPOBAHHBIE  CUCTEMBI

JNOKYMEHTaIui. YHU(QUIIMPOBAaHHAS CHUCTEMa OpraHH3aIlMOHHO-

pacropsIUTeIbHON TOKYMEHTALIUY . ..» PEryIupyeT

Bri6epute ouH OTBET:

a. 0pOopMIIEHHE PEKBU3UTOB JOKYMEHTOB

CBsI3aHHBIM C




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. ynpaBnenue 10KyMeHTaMH

C. MpoeKTHpoBaHue ciayxonl JJOY

d. opranmu3anuio JOKyMEHTOO00POTa B YUPEIKIACHUH

Bormpoc 3

COBOKYITHOCTh B3aMMOCBSI3aHHBIX M CTPYKTYPHUPOBAHHBIX JTaHHBIX
HA MalIMHOYUTAEMbIX HOCHUTENSNX, 00paboTKa, MOUCK M XpaHEHUE
KOTOPBIX OCYIIECTBIISIETCS C MOMOIIBI0 DBM, 310

Bri6epute o1H OTBET:

a. DJICKTPOHHBIC OaHKU JaHHBIX

b. a1eKTpOHHBIE 0a3bl JaHHBIX

C. DJICKTPOHHBIC OMOINOTEKH

d. aNeKTpOHHBIE KOMMYHUKATUBHBIE PECYPCHI

Bompoc 4

DOnexkTpoHHble ~ WH(GOPMAIMOHHBIE  PECYpPChl,  CO3/laBaeMble
Pa3TUYHBIMU TPEATPUATUIMA U HETOCPEICTBEHHO CBSI3aHHBIC C
OCYIIIECTBIEHUEM UX OCHOBHOM JEATEIbHOCTH

Bri6epute ouH OTBET:

a. BCTPOCHHbIE HH(POPMAIIOHHBIE PECYPCHI

b. anekTpoHHbIE OMOTUOTEKH

C. KOMMYHUKATHUBHBIE SJIEKTPOHHBIE PECYPCHI

d. pactipenenéHuble ”HGOPMAIIMOHHBIE PECYPCHI

YMmeTn

- CAMOCTOSITEJIbHO OCYILECTBIATh MOMCK HAyYHBIX U NMEPUOJUYECKHX
W3/IaHUK B 00JIaCTH TOKYMEHTOBEICHNS,

- CaMOCTOATENBHO HCIIOJIB30BATh OCHOBHbIE HTEpHET-UCTOYHMKU B
00JyacTu TOKYMEHTOBEIECHUS B MPO(ecCrOHAbHOM 1eATeNbHOCTH;

- CaMOCTOATEIbHO  AaHAJIM3UPOBATh  HOPMATUBHO-NIPAaBYld U
HOPMaTHUBHO-METOIUYECKYI0 0a3y JOKYMEHTAIMOHHOIO oOecredeHus
yIpaBJICHUS;

- CaMOCTOSATEIbHO MCIIONb30BaTh CHOCOOBI PabOTHI C pPa3IUYHBIMU
UCTOYHHUKAaMU HH(OpMAINK B TpO(hecCHOHATLHON 1A TEIbHOCTH;

Konrtpoabsnas padora 1 kypc)

1. Bbl pyKOBOAMTENb SKOHOMHYECKOTO OT/AeNa. Bam HeoOXxoaumo
MpouH()OPMHUPOBATh PYKOBOAMTENS OpraHU3alldd O TOM, YTO 3aM.
ornena mo AXY He BBINOJHAECT MPEANMHCAHUS IO OOECIeYEHHUIO
pabounx MecT MPUHTEPAMU, UHTEPHETOM U B KaOWHETE Balllero oTena
HE IpPOBEJEH KOocMeTH4YecKui peMoHT. OPopMHUTE COOTBETCTBYIOIIMIA
JIOKYMEHT.

2. Bb1 ono3ganu Ha paboty Ha 2 yaca. PykoBoaCTBO moTpeboBasio
ot Bac 00wscuenuit. OpopmuTe COOTBETCTBYIOMIMIA JOKYMEHT.




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

- CaMOCTOSITENIbHO TPHUMEHATH WH(POPMAIMOHHBIC TEXHOJIOTHH TIpU
pabote ¢ nHdopmarmel B 00J1acTH JEIOMPOU3BOJICTBA

3. OTpenakTupyiTe TEKCThI CIEAYIOUUX JOKyMeHTOB. CoCTaBbTe
WX TIPaBUJIbHBIN BapHAHT.

Bomnpoc 7

B kakoM Ko0IOBOM 000O3HAYeHUW YHHUPHUIIMPOBAHHOW (HOPMBI
nokymenTta 05080819, cornmacio OKV /I, BepHO oTpakeHbl 1IU(ppOBbIE
NPU3HAKH KIacCU(DUKAIUH:

Bribepure oguH OTBET:

a. 19 — KOHTpPOJIBHOE YHCII0, KOTOPOE BBOJMTCS BO M30CKAHHE
OIMMOOK MPU CYUTHIBAHUH U HCIIOJIB3YETCS TIPU TPOBEPKE 3aIMCH KO/Ia

b. 80 - moxkmacc (opMbl, T.€. OOLIHOCTH COAEPIKAHHUS
MHOXecTBa ()OPM TOKYMEHTOB U HAIIPABIECHHOCTh WX MCIIOJIH30BAHUS

c. 050 — knacc ¢popMmbl, T.€. IPUHAUICKHOCTh YHUPHUITUPOBAHHON
(GopMBI TOKYMEHTa K COOTBETCTBYIOIIEH YHU(DHUIIMPOBAHHON CHCTEME
JOKYMEHTAII!

d. 081 — peructpanOHHbIH HOMEp YHHMDUIIMPOBAHHOH (HOpPMBI
JIOKYMEHTa BHYTPH MOJKIacca

Hrorossiii Tect 32 1 Kype

Bompoc 1

Kakum JIOKYMEHTOM JIOJDKHBI PYKOBOJICTBOBATHCS
JIeTTOTIPOU3BOANTENH TIPU TOKYMEHTHPOBAHHUHU ATAIIOB TPYAOBOTO IIUKJIIA
— OT pueMa Ha paboTy HOBOTO COTPYAHUKA J0 €r0 YBOJIbHEHUS:

Bri6epute ouH OTBET:

a. ['ocymapcTBeHHast cuctemMa JOKYMEHTAlMOHHOTO 00eCTIedeHuUs
ynpasienus. OcHoBHbIE moJokeHus. OOmwme TpeOoBaHUS K
JIOKYMEHTaM M CIIy)k0aM JI0Ky-MEHTallMOHHOTO 00eCcTeueHHs

b. TOCT P I'OCT P 7.0.97-2016 «YHuduuupoBaHHas cuctema
OpraHU3alMOHHO-PACHIOPSAUTENIBHON JOKyMEeHTaluu. TpedoBaHUs K
0(OPMIICHUIO TOKYMEHTOBY

c. AnpOoM yHM(UUIHMPOBAaHHBIX (OpM NEpBUYHON YydeTHOU




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

JOKYMEHTAllMM M0 YYeTy TpyZAa M €ro OIUIaThl, YTBEP)KICHHBIM
[TocTanoBnenuem I'ockomcrara Poccun

d.  OOmepoccuiickuii  Ki1accupUKaTOp  YIPaBICHUYECKOU
JOKYMEHTAITUU

Bompoc 2

Ha kakuwe BUABI TOPa3NENAOTCA OJAHKH JIOKYMEHTOB IIO
pacnonoxenuto pekBu3utoB cornacio 'OCT P 7.0.97-2016:

BriOepure oauH OTBET:

a. yIJIOBBIC U MPOJIOTIbHBIC

b. oOmuii OnaHk, OJaHK NHChbMa, OJAaHK KOHKPETHOTO BHJIA
JOKYMEHTa

c. OmaHK opraHu3aiuu, OJaHK CTPYKTYPHOTO IOJpa3ieicHHUs
OpraHu3aIy, OJIAHK JTOJDKHOCTHOTO JIUIA

d. neHTprpoBaHHBIE U (IaroBbe

Bormpoc 3

Kakoit Habop 1udp B K0J0BOM 0003HaUeHUHU (POPMBI JOKYMEHTA
0720302 o603HayaeT kiacc GopMbI JOKYMEHTA:

Bribepure oauH OTBET:

a. 20

b. 07

c. 302

d. 203

Bonpoc 4

Kakue  cnocoObl  odopmieHHss  JaTbl  COOTBETCTBYIOT
tpeboBanusm ['OCT P 7.0.97-2016:

1. 09.03.13;

2.09 mapra 2013 r.;

3. 09 mapra 2013 roaa;

4.09.03.2013 r;

5. 2013-03-09;




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

6. 2013.03.09;

7.09.03.2013.

Bribepure oguH OTBET:

a.l1,4,7

b.2,6,7

C. BCE BapUaHTHI, KpOMe 5

Bomnpoc5

Kakoe odopmieHne oOcHOBaHUS JOKYMEHTAa COOTBETCTBYET
tpeboBanusim ['OCT P 30-2003 (B ckoOkax 00O3HA4YeH KIIOYEBOM
IJIaroJ1 pacHopsiAUTEIbHOM YacTH TIOKYMEHTA):

Bribepure oguH OTBET:

a. Ha ocHoBanum npukaza MuHuctepcTBa 0Opa3oBaHusl U HayKH
P® or 15 suBaps 2013 Nel5 «O mnopsiike MpoBeaeHUsS aTTECTalUH
By30B» (IIPUKA3BIBAIO)

b. C memo uCHOIHEHHs] NpHUKa3za peKTopa 00 YKpEIIeHUH
tpyaoBoi aucuuruasl (ITPEJJIAT ARO)

c. B cBsi3u ¢ HEOOXOAMMOCTBIO NCTIOTHUTH MPUKA3 MHHUACTEPCTBA
(ITPUKA3BIBAIO)

d. Bo ucnonnenue npukaza OAO «MMK» Ne 45 «O nopsake
3akmoueHus gorosopos (ITPEJIJIAT'ALO)

3ajaHus K NPAKTHYECKOH 4YacTH 3a4eTa ¢ OLEHKOI
Kypcy «/lokymeHTOBe1IeHHE)

1. KommuiekcHbIi aHann3 A0IKHOCTHOM MHCTPYKLIUU U €TO0
pelaKTUpPOBaHHUE.

2. KommiekcHbI aHanmu3 y4dpeAauTeNbHOTO JOKYMEHTa U
€ro peJlaKTHPOBAHHUE.

mo

Bnanets

- HaBBbIKaMHU paGOTBI C OCHOBHBIMHU HAYYHBIMU W TICPUOAUYCCKHUMU
HU3JaHUSIMHU B obnact JOKYMCHTOBCACHU,
- HaBbIKaMH paGOTBI C OCHOBHBIMH I/IHTepHCT-I/ICTO‘-IHI/IKaMI/I B 00JIacTH

Tembl KypcoBbIX padoT (2 Kypc)
37. bubnuoreunsie nH(pOpPMaIlMOHHbIE
JOKYMEHTHPOBAHHE JeSITeIbHOCTH OMOINOTEK.

pecypcehl,




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

JIOKYMEHTOBEICHUS;

- 3HAHUSIMU HOPMAaTUBHO-IIPAaBOM M HOPMAaTHBHO-METOIUYECKOM 0a3oif
JOKYMEHTAITMOHHOTO 00eCTIeYeHHs yIIPaBIICHUS;

- crioco0amu paboThI ¢ PA3IMYHBIMU UCTOYHUKAMU UH(OpMaI;

- H(GOPMAIMOHHBIMHI TEXHOJIOTUSIMHU TIpH paboTe ¢ mHpopmanuein B
00J1aCTH J1eJI0NPOU3BO/ICTBA

38. Myz3eiinbie nH(POPMALIMOHHBIE
JOKYMEHTHPOBAHHUE JICSTEITHHOCTH MY3€HHBIX KOMILJIEKCOB.

39. Bcerpoennsle u pacnpenesiéHHbIe 3JeKTPOHHbBIE PECYPCHI,
UX 0COOEHHOCTH.

40. Knaccugukanus BCTPOCHHBIX  HMH()OPMAIIMOHHBIX
pPeCypcoB MPeaNpHsTHsl, 0OCOOCHHOCTH YIPABJICHHUS UMH.

41. XapakTepucTuka  paclnpeenEéHHbIX
pecypcoB, 0COOEHHOCTH YIIPaBJICHHUS UMH.

42.  Mecro, ponb, TEPCHEKTHBHI PAa3BUTHUS AIIEKTPOHHBIX
OMOIMOTEK B CHCTEME JIOKYyMEHTHBIX PECYPCOB.

pecypchl,

AJIIEKTPOHHBIX

IIK-19 cnoco0HOCTHI0O HCI0JIb30BATH NPABWJIA MOATOTOBKH YIIPABJIEHYECKHUX JOKYMEHTOB M BeJIeHU 1eJI0BOM MepennucKu

3HaTh

- [IpaBuJjia NOATOTOBKU YITIPABJICHUYCCKUX JOKYMCHTOB
- TEOPETUYECKUE OCHOBBI BEICHUS AEI0BOH IePeNuCcKU

- COCTaB U COJEp)KaHHE€ HOPMATUBHO-METOANYECKON 0azbl
COCTaBIECHUIO ¥ O(DOPMIICHUIO CITY)KEOHBIX JOKYMEHTOB

= CHCHH(iJPIKy SI3BIKA ynpaBnqueCKof/'I JAOKYMEHTAIlNH,

- OCHOBHBIE MPOOJIEMBI HOPMATHUBHOTO OOECIEYEHHS COCTABJICHUS W
odopMIIeHUS YIIPABICHYECKOM TOKYMEHTAIINH;

- OCHOBHBIE MPOOJIEeMbl HOPMATUBHOTO 00ECIIEYeHHs BeIEHUS JIeTOBOU
MePENUCKHU

Io

Bomnpocsl k 3a4erty 1 Kype
1. CrpykTypa  yIpaBIEHUECKOTO
(hopMyIp TOKyMEHTa, UX pa3BUTHE.
2. dopmyisip-oOpasen OpraHU3allMOHHO-PaCIIOPSAUTEILHOTO
JIOKYMEHTA: o0I1asi XapaKTepUCTUKA.
3. TpeboBanust Kk OlaHKaM OpraHU3ALMOHHO-PACIIOPSAUTENBHBIX
JIOKYMEHTOB.
4. Texnuueckue TpeboOBaHUS K  OQOPMIICHHIO PEKBH3HTOB
OpraHU3aIOHHO-PACTIOPSAUTEIbHBIX JOKYMEHTOB.
S. Opranu3alvoOHHO-PACIIOPAIUTENbHAS JOKYMEHTALUS:
CBEZICHHSI.
6. OpraHu3anvoOHHO-TIPaBOBas TOKyMEHTAIMs: O0IIHe CBeICHHS.
7. CocraBnenre 1 opOpMIIEHHE OCHOBHBIX BHJIOB YUpPEAUTEIbHBIX
JIOKYMEHTOB.
8. CocraBnenne U  odopmiieHHE  TOJOXKECHHM,
pacnucaHMs, IpaBWI  BHYTPEHHETO  TPYJIOBOIO
WHCTPYKUUHN, aIMUHUCTPATUBHOTO PETJIAMEHTA.
9. TpeboBaHMs K MHCbMaM-OTBETaM.

JAOKYMCHTA. PexBuzur u

o0mmume

LITaTHOTO
pacnopsaxa,




CTpyKTypHBI OueHOYHbIE CPEACTBA

HIIEMEHT [Tnanupyemsl pe3ynbTaTsl 00y4eHUs
KOMIIETEHIIUH
10. TpeboBanust kK MUChbMaM MPETEH3MOHHOTO XapaKTepa.
11.  TpeGoBaHuS K AEIOBBIM MHCbMaM, CBSI3aHHBIM C BBIPAXKEHHUEM
BHUMAaHHMS U y4acTusl.
12. TpeGoBaHMs K PEKOMEHAATESIILHBIM MTHUChMaM.
13. TpeboBanust K YaCTHBIM (JINYHBIM) TOKYMEHTAM.
Hrorossiii Tect 32 1 Kype
Bompoc 1

Kakoli u3 mnepeyucineHHbIX PpEKBU3UTOB HE OTHOCUTCS K
PEKBU3UTAM YIOCTOBEPEHUSI:

Bribepure oauH oTBET:

a. OTTUCK TIeYaTH

b. rpud yTBep)KICHUS

c. rpu coriacoBaHus

d. moanuce

Bomnpoc 2

Ha xakoM Bujie TMYHBIX JJOKYMEHTOB 0(OpMIIIETCS aapecar:
Bri6epute ouH OTBET:

a. XapaKTepuCTHKa

b. 1oBepeHHOCTH

C. pe3rome

d. 3asBneHue

Bormpoc 3

Ha xakux ¢opmax npocrapisieTcst Ko (OpMbI TOKyMEHTa:
Bribepure oauH OTBET:

a. Ha Bcex OaHkax

b. Ha yHHpHULIHPOBaHHBIX (hopmax

C. Ha BCEX JIOKyMEHTax

d. Ha HeyHU(UIUPOBaHHBIX hopMax

d. Bce BapuaHThI, Kpome 3

Bomnpoc 4




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Kaxoi 351eMeHT perucTpallMOHHOIO HOMEpa JJOKYMEHTA SBIISIETCS
00s13aTebHBIM:
Bribepure oguH OTBET:
a. MHJEKC JeJia TI0 HOMEHKJIAType Ael
b. nHGOpMaIHS 00 UCTTOTHUTESIX
c. uHopMaIHs 0 KOPPECTIOHCHTE
d. mopsiAKOBEII HOMED
Bompoc 5
Ha xaxux nokymenrax HE odopmisieTcst pekBu3uT «Azmpecary:
Bri6epute o1H OTBET:
a. clipaBKa
b. nuceMo
C. Clly)xeOHas, TOKJIaaHasi U OOBSICHUTENbHAS 3aITUCKH
d. 1OIKHOCTHASI HHCTPYKIIMS
Bormpoc 6
Kakoit pekBH3UT oQopMmiseTcs IOCIEIHUM Tepea TeM, Kak
JIOKYMEHT OyZeT OTHpaBJieH Ha XpaHEHUE:
Bribepure oauH OTBET:
a. OTMETKA O MOCTYIUIEHUHU JOKYMEHTa B OpraHU3aLHIo
b. oTMeTKa 00 HCTIOTHUTENE
C. rpu(} yTBEpKIACHUS
d. oTMeTka 00 WCHOJHEHHWH OKYMEHTAa M HANpaBICHUU €ro B
Jeso
Bomnpoc 7
OmbOnemy u ToBapHbiii 3Hak HE BocniponsBoasT Ha OnaHke, eciu
Ha HEeM IoMelIeH (-a):
Bri6epute ouH OTBET:
a. pe30IIIoIUs
b. oTTHCK TepOOBOI TTeUaTH
c. l'ocynapctBennsiii repd Poccuiickoit denepanun




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

d. moamuce

Bomnpoc 8

Ha kakoMm sK3emIuisipe J1eJ10BOro MHCbMa, MOJATOTOBICHHOM IS
OTIIPaBKHU aJjpecaTy, IPOCTABIISIOTCS BU3BIL:

Bribepure oguH OTBET:

a. Ha MOJJIMHHUKE, OTIPABIISIEMOM ajjpecaTry

b. Ha KOIMH, MOMENAeMOii B JIEJI0 OpraHU3aluU

C. Ha MUChMaX BHU3bI HE OQOPMIISIOT

d. Ha TOANMHHMKE, OTIPABIEMOM aJpecarty, W Ha KOIIHH,
MOMEIAeMOH B JIeJI0 OpraHu3aluu

Bompoc 9

Cpenu JIOKAJIbHOM OpTraHU3aIMOHHO-PACTIOPAIUTENHEHOM
JOKYMEHTAIH BBICIIUM FOPUAMYECKUM CTaTyCOM O0JIajaeT:

Bribepure oauH OTBET:

a. OpPraHM3alMOHHAS TIOKYMEHTAIUS

b. pacnopsauTenbHAs JOKYMEHTAIHS

¢. H(GOPMAIIMOHHO-CTIPABOYHAS JIOKYMEHTAITUS

d. BCE TPYIIIBI OpraHU3alMOHHO-PACTIOPSAAUTEIBHOM
JOKYMEHTAllMM  00JIaJlal0T  OJMHAKOBO  BBICOKUM  IOPUIHYECKUM
CTaTycoM

Bompoc 10

B kakom psiy Bce IEPEUUCICHHBIE BUIBI JOKYMEHTOB OTHOCSATCS
K OPraHU3alHOHHO-TIPABOBBIM:

Bribepure oauH OTBET:

a. TIOJIOXKECHHE O CTPYKTYPHOM NOJPA3ACICHUH, NOJDKHOCTHAS
MHCTPYKLUS, aHAJTUTUYECKAs CIIpaBKa

b. npaBuina BHYTpEHHEro TPYIOBOIO paclnopsika, AOJKHOCTHON
peryIaMeHT, aIMUHUCTPATUBHBIN PETJIAMEHT

C. YCTaB, IITATHOE PACIUCAHUE, OTYET

d. yupenutenbHbli goroBop; yka3 Ilpesunenra P®; uHcTpyKius




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

IO JI€JI0IIPOU3BOJICTBY

Bomnpoc 11

B kakmx oprammsanuax wmoxer HE Bectues  kanposas
JOKYMEHTAIUS:

Bribepure oguH OTBET:

a. KaJpoBass [JOKYMEHTaLus BEIETCS BO BCEX OpraHU3alMsix
HE3aBUCHMO OT MX OPraHU3alMOHHO-TIPABOBOH (pOpMBI

b. B HEKOMMEpPUYECKMX OpraHU3aLHIX

C. B Ka3€HHBIX TOCYJJapCTBEHHBIX YUPEKICHUIX

d. B aKITMOHEPHBIX OOIIECTBAX

Bomnpoc 12

Kakue  pacnopsiauTesnbHble  JOKYMEHTBl — HM3JAOTCAd IO
ONEepaTUBHBIM BOIIPOCAaM U JUIsl OpPraHU3allMM MCIIOJHEHUS JPYrHX
pacropsAUTENbHBIX TOKYMEHTOB:

Bri6epute ouH OTBET:

a. pUKa3bl

b. pemenus

C. IOCTaHOBJICHUS

d. pacniopspxenus

Bompoc 13

Kaxue pacnopsauTtenbHble TOKYMEHTBI OTHOCSTCS K JOKYMEHTaM,
CO3/1aBa€MbIM B YCJIOBHSX KOJUIETHAILHOCTH:

Bri6epute ouH OTBET:

a. pelIeHus

b. mpukassl

C. YKa3aHHUs

d. pacniopsixkenus

Bomnpoc 14

Uem nuceMo-Tipensoxkenue (ogepra) oTIu4YaeTcs oT peKJIaMHOTO
MUChMa:




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Bribepure oauH OTBET:

a. HalpaBJIIe€TCsl IPOJABLIOM IOTEHIMAIbHBIM IOKYHATEIsIM C
MIPETIOKEHUEM TOBAPOB UM YCIIYT

b. He cBs3BIBAET NPOJABLA 00513aTEILCTBOM IIPOAATH TOBAP

C. COAEPKUT HaMEpPEHHE 3aKIIOYUTh CHENIKY C YKa3aHHEM ee
KOHKPETHBIX YCIOBUH

d. cTuMynHMpyeT UHTEpeC K TOBapy M JKelIaHHUEe ero npuoopectu

Bomnpoc 15

Kakoit knaccupuKanoHHBIA TPU3HAK TOJOXKEH B OCHOBY
JIeNICHHsI IeJI0OBOM MepenUCKU Ha OQULMATIBHYIO U JIMUYHYIO:

Bribepure oguH OTBET:

a. [10 HA3HAYEHUIO

b. mo mecty Haxox1eHus aapeca

C. IO MOJIO’KEHHIO B CUCTEME JIOKYMEHTO000pOTa

d. Mo MonoXeHuto B MepapXuu yrpaBieHUs

Bompoc 16

Kaxue nucbma nmoAnuchIBatoTCs ABYMs JIMIIAMU — PYKOBOJIUTENIEM
OpraHu3alMK U TJIaBHBIM OyXTaiaTepoM:

Bri6epute ouH OTBET:

a. MUChbMa-3aIpoChl

b. rapanTuiineie nucrMa

C. COIIPOBOJIUTENbHBIE ITCbMA

d. pexsaMHbIe TUChMA

Bompoc 16

Ha xakom u3 MHQOPMAaIMOHHO-CIIPABOYHBIX JOKYMEHTOB MOXKET
ObITH 0(opMIIEH TPU(] YTBEPIKICHUS:

Bri6epute ouH OTBET:

a. CIIUCOK

b. cripaBka

C. aKT




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

d. cmyxeOHas 3amucka

Bomnpoc 17

Kakass pa3sHOBUAHOCTH 3amucoK odopmisieTcs Ha OlaHKe
OpraHu3aIiu:

Bribepure oguH OTBET:

a. 00bsSICHUTEIIbHAS 3aITUCKa

b. BHEIIHSS JOKJIaHAS 3aITUCKa

C. ciy>keOHasl 3ammcKa

d. BHyTpeHHsIA TOKJIaaHAas 3alucKa

Bomnpocl8

Kakoii BuJ1 3anTucKu 00513aT€ITLHO PETUCTPUPYETCS:

Bri6epute o1H OTBET:

a. BHEIITHSIS JJOKJIAHAs 3aITuCcKa

b. BHYTpEHHSS JOKJIaHas 3aMuCcKa

. OOBsICHUTEbHAS 3aITUCKa

d. cmyxeOHas 3amucka

Bonpocl19

Ha kakue pa3sHOBUIHOCTH JENSATCS AOKIAIHBIE 3alUCKH TIO0
XapakTepy COJIePKaHUS U Ha3HAYCHHUS

Bribepute 01H OTBET:

a. BHYTPCHHHE U BHEIITHHC

b. odunmanpHbIE U THYHBIE

C. pa3bACHUTEIIBHBIC M ONPABIATEIIbHBIC

d. nHUTIMATHBHBIC, THPOPMAIIMOHHBIE U OTUYETHBIC

Bompoc20

Kakum mgoxkymeHTOM HeoOxomumMo OQOPMHUTH Pe3yabTaThl
PEBU3UH OT/IENa IPO/IaXK OpTraHU3aINH:

Bribepute o1H OTBET:

a. CIIpaBKOM

b. akToM




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

¢. nH(GOPMAIIMOHHBIM ITHUCEMOM
d. cBOIKOM.
Bonpoc 21
KakoBo MUHUMaNIbHOE KOJUYECTBO JIMLL, OANNCHIBAIOLINX aKT:
Bribepure oguH OTBET:
a. OlUH
b. Tpu
C. JIBa
d. ueTsipe.
Bomnpoc 22
Ha xakux paborauxkoB HE 3aBoauTcs nuuHas kapTouka:
Bribepure oauH OTBET:
a. Ha paOOTHUKOB, IPUHSATHIX HAa OCTOSTHHYIO paboTy
b. 3aBoAUTCS Ha BCeX PAOOTHUKOB MPEINPUATHS 0€3 UCKITIOUSHHS
C. Ha paOOTHHMKOB, IPUHSATHIX Ha BPEMEHHYIO padoTy
d. Ha paOOTHUKOB, MPUHATHIX HAa PAOOTY MO COBMECTUTEIBCTBY
HTorosbiii TecT (2 Kypc)
Bompoc 1
K opranuzanyvoHHBIM JOKYMEHTaM HPEIIPUSITUSI OTHOCSTCS BHJIbI
JIOKYMEHTOB:
Bri6epute ouH OTBET:
a. aKT
b. 1omKHOCTHAS UHCTPYKIUS
C. TEXHUYECKHE YCIOBUS
d. pacriopspxenue
Bormpoc 3
C noMo1pio OTYETHBIX JOKYMEHTOB pPeau3yeTcs yrpaBieHuIecKas
byHKIUSA
Bri6epute ouH OTBET:
a. pEerylIMpOBaHus I€ATEINbHOCTH NPEANIPUATUS




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

b. KOHTPOJIS AEATEIBHOCTH MPEATIPUIATUS

C.  HOPMAaTUBHO-METOJMYECKOTO  OOECleyYeHHs]  yIpaBICHUS
MPEAIPUIATHEM

d. opranuzanuu 1eATeIbHOCTH NPEaNpUITUs

Bompoc 2

COBOKYIMHOCTh JOKYMEHTOB, 0Opa30BaBIIUXCS M HAKOIUJICHHBIX B
IPOIECCe EATSIBHOCTH OTACIBLHOTO (PU3UIESCKOTO JIUIA, ITO
Bri6epute o1H OTBET:

a. pacrpeneséHHbIe HH()OPMAIIMOHHBIC PECYPCHI

b. BcTpoeHHbIe HHPOPMALIMOHHBIE PECYPCHI

C. IepCOHaIbHBIC HH(OPMAITMOHHBIE PECYPCHI

d. cratuctuueckue MHGOPMAIIMOHHBIE PECYPCHI

Bormpoc 3

C nmnomompl0  OpPraHu3allMOHHO — TPAaBOBBIX  JOKYMEHTOB
peanu3yeTcs yrnpaBiieHuecKast QyHKIUS

Bribepute 011H OTBET:

a. HOPMATUBHO-METOJHMYECKOTO  OOCCIICUCHHS  YIIPaBICHUS
IpeanpUsITHEM

b. KOHTPOJIS AESITENBHOCTU PEITPUITUS

C. OpraHu3allu AeSITeTbHOCTH MPEIIPUITUS

d. perynupoBaHus AesTEIbHOCTH PEATNPUATHS

Bompoc 4

Komno3uius nucsma — 370. ..

BriGepute o1H OTBET:

a. TIOCIICJIOBATEIILHOCTh PACIIOJIOKCHUS TPEIJIONKCHUH B TEKCTE
JTOKYMEHTA

b. «3pikOBas hopmyna» mUChMa

C. PAcIOJIOKEHHE PEKBU3UTOB MUChMa W DJIEMEHTOB TEKCTa Ha
Oyranke

d. moclenoBaTeIbHOCTh B3aMMOCBSI3aHHBIX CMBICIIOBBIX YacTel,




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

00BETMHEHHBIX SJMHCTBOM TEMBbI

Bomnpoc 5

YKaKuTe BUI JOKYMEHTA, BBIICIIIEMBIH 110 ()YHKITUHU YIIPABICHUS
Bri6epute o1H OTBET:

a. 10cbe

b. oTuér

C. DJIEKTPOHHBIN JTOKYMEHT

d. ankera

Bormpoc 6

K undopmanmronHo-cripaBoOYHbIM JOKYMEHTAaM OTHOCSITCS:
Bribepure oguH OTBET:

a. MpuKa3

b. ycras

C. 00BSICHUTEIIbHAS 3aITUCKa

d. moctaHoBieHHE

YMmeTn

- COCTaBIATh U O(OPMIATH pa3IUYHBIE BUIBI YIPABICHUYECKHUX
I[OKYMGHTOB B COOTBETCTBHUH C HpaBI/IJ'IaMI/I HUX IMMOAT'OTOBKH,

- NPOEKTHPOBaTh YHU(DUIHPOBAHHBIE (OPMBI  YIPABICHUYESCKHUX
JIOKYMEHTOB C YYETOM COBPEMEHHBIX TPEOOBAaHUM K WX COCTABJICHHUIO U
odopmieHuio;

- HpI/IMeHSITB npaBHna BCACHUA I[GJ'IOBOﬁ Hepel'II/ICKI/I;

- COCTaBJIATH JIOKAJBbHYI0 HOPMATUBHO-METOAUYECKYIO JOKYMEHTALUIO
10 TOATOTOBKE YIPAaBIECHYECKON JOKYMEHTAIINY;

- COCTaBJIATH JIOKAJbHYIO HOPMATUBHO-METOANYECKYIO JOKYMEHTALUIO
10 BEJICHUIO JIETTOBOM MEPENUCKU

Konrtpoabsnas padora (1 xkypc)

1. Bel pykoBouTENb 3KOHOMUYECKOT0 oT/eNna. Bam Heo6xoaumo
NpOoMH()OPMUPOBATh PYKOBOJUTENS OpPraHU3allMM O TOM, 4YTO 3aM.
ornena mo AXY He BBINOJHAECT MPEANHCAHUS IO OOECIEeYEHHUIO
pabouynx MecT MPUHTEpaMH, HHTEPHETOM M B KaOMHETE BalIero OTAesa
HE IPOBEJEH KOCMETHYeCKUi peMOHT. OPOopMHUTE COOTBETCTBYIOIIMIMA
JIOKYMEHT.

2. Bb1 ono3anu Ha paboty Ha 2 yaca. PykoBoacTBo morpeboBaio
oT Bac 06bscHennii. Opopmute COOTBETCTBYIOMIMNA JOKYMEHT.

3. OTpenakTupyuTe TEKCThI CAEAYIOMMNX JOKYMEHTOB. CocTaBbTe
WX MPaBUJIHLHBIA BapHaHT.

Hrorossiii TecT 32 1 Kypc

Bompoc 1

Kakoil pa3sHOBHIHOCTHM MHCbMa COOTBETCTBYET CIEAYIOIIAs
sa3blkoBasi  popmyna:  «lIpeacTaBisio  Ha  YTBEp)KJIEHHE IMPOEKT




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

TUTaHA... »:

BriOepure oauH OTBET:

a. COTPOBOIUTEIIEHOE MTUCHMO

b. mpocrba

c. odepra (IpeIOKCHHE)

d. npexacrasnenue

Bompoc 2

Kakum nmokymeHTOM HeoO0XxoauMo oGOpMUTh BO H30ekKaHUE
HapylmeHus HOpM TpynoBOrO KOAEKCAa NUCBMEHHOE HAllOMHUHAHUE O
HEOOXOJUMOCTH  SIBUTBCSA  JUISL  TIOJIYYCHHUS TPYIOBOHM  KHUKKH
YBOJICHHOMY paOOTHUKY, HE MOJIyYHBIIEMY €€:

BriOepure oauH OTBET:

a. (akcorpamMmma

b. SMS-coobrienue

C. DJIEKTPOHHOE COOOIIECHHE

d. 3aka3zHoe MUCHMO.

Bormpoc 3

B kakoli = JOKYMEHTallMW  3aKPEIUICHO  COKpAIEHHOE
HAaNMEHOBAHHME OPTaHU3aAI[HH:

BriOepure ouH OTBET:

a. OpraHu3alMOHHON

b. pacriopsauTenbHOI

C. YUpPEIUTEIbHOMN

d. nHpOPMALIMOHHO-CITPABOYHOM

Bonpoc 4

Kakue peKBU3UTBI COCTaBJISIOT CIPABOYHYIO HH(MOpMAIHIO 00
OpraHHU3aIlUH-aBTOPEe TOKYMEHTA:

BriOepute o1H OTBET:

a. KOJI OpraHM3allii, CIIPaBOYHbBIC JaHHBIC 00 OpraHM3aInH, KOJ
(GOpMBI TOKyMEHTa




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

b.  HauMeHOBaHWE  BBINIECTOSINEH  OpPraHM3alUH,  KOJI
opranuzaruu, OI'PH, MTHH/KTIIT

C. CIpaBOYHBIC JaHHBIE 00 OpraHu3aluy, KOJ OpraHHU3allvy,
OI'PH, NHH/KIIIT

d. HauMeHOBaHWE BBIIIECTOSANICH OPTaHU3AIMH, CIIPABOYHBIC
JaHHbIE 00 OpraHU3aIMH, KO OpraHu3aluu, Ko (OpMbI TIOKyMEHTA.

Bomnpoc 5

Ha Onankax kakux gokymeHtoB HE ykaspiBaeTcs HaumMeHOBaHUE
BU/Ia JOKYMEHTA!

Bri6epute o1H OTBET:

a. CIIy’)keOHOT0 NMUchma

b. TOMKHOCTHOM MHCTPYKLIUU

C. CIIPaBKH

d. cmyxeOHoit 3anucku

Bormpoc 6

W3 KakuX KOMITO3UIIMOHHBIX YacTel COCTOUT MPUBEACHHBINA HIDKE
TEKCT MUChMa:

B cootBercTBUM C pacnopsbkeHneM denepanbHOro yrnpaBieHUsS
0 JielaM 0 HecocTosATeNnbHOCTH (0aHkpoTcTBe) OT 19 okTa0pst 2004 r.
Ne 75-P HampaBissieM Bam akTbl ¢ KOMIUIEKTaMH JOKYMEHTOB IIO
MPEIIPUSATHIM:

1. BocTpsikoBckHil MsiconepepabaThIBaOLINi KOMOUHAT;

2. ®abpuka netckoi urpymku Ne 3.

Bribepure oauH OTBET:

a. BBeJeHHEe 000CHOBAaHNE

b. BBeAcHUE, 3aKIIIOUCHUE

c. 000CHOBaHME, 3aKIIFOYCHUE

d. BBezeHne, 000CHOBAHHUE, 3aKIIOUECHHE

Bomnpoc 7

VYkaxuTe, Kakas M3 ITHKETHBIX 3aKIIOYMTENbHBIX (pa3 Oyxaer




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

YMECTHOH B TEKCTE JIEJIOBOT0 MHCHhMA:

BriOepure oauH OTBET:

a. Hageemcs Ha mumTenpHOE INIOJOTBOPHOE COTPYIHUYECTBO

b. K coxxanenuto, Mbl O3/1HO MOJIyYHJIM Ballle IPEJIOKEHUE U He
CMOTJIM UM BOCIOJIb30BaThCs

c. Ouens pansl okaszate Bam yciyry

d. K cuacteio, HammM onaceHusi 00 OCTAHOBKE IIOCTAaBOK
000pyJ0BaHUs HE MOJITBEPININCH

Bompoc 8

Opranu3zauus  HOJAy4YMjia  MUCBMO-TIPOCKOY  CIENYHOILEro
COJICpKAHUS:

IIpocum Bac mnpegoctaBuTh MeCTO  JUISL  IIPOXOXKACHHUSA
NPEIUIUIOMHON TMPAaKTUKK CTYIEHTKE S5 Kypca OYHOW (OpMBI
o0yyeHMs (pakynbTeTa NeJaroruyeckoro oOpa3oBaHMsS U CEPBUCHBIX
texHoioruit ®I'BOY BIIO «Marauroropckuii rocyJapCTBEHHBIH
YHHUBEPCUTETY, [0  HaIpaBJICHUIO «JloKkyMeHTOBElIEHHE U
apxuBoBenieHne» MenseneBoit Aune AuapeeBHe ¢ 01 ¢epans mo 28
mapra 2013 1.

VYkaxkute, Kakoil U3 BapuaHTOB OTBeTa OyieT OoJiee MpaBUIIbHBIM:

Bribepure oauH OTBET:

a.

Coobmiaem, 4TO Hamla OpraHM3alys HPEJOCTaBUT MECTO s
MIPOXOKJCHUS TPAKTUKHU IS Balllel CTYAEHTKH.

b.

Ha Bame mnumceMo or ... Ne ... cooOmaeMm, 4YTO TOTOBEI
MIPENOCTABUTh MECTO M MPOXOXKACHUSNPEAIUIIIOMHON TNPAKTUKH
CTyNeHTKe 5 Kypca ouHOM Qopmbl oOydeHus (axyabTeTa
Mearornyeckoro o0pa3oBaHus U CEpBUCHBIX TexHonoruik PI'BOY
BIIO «Marautoropckuii rocyJapCTBEHHBI  YHHUBEPCUTET», IO
HaIpaBJICHUIO «/{OKyMEHTOBEJEHNE M apXUBOBEACHHE» MenBeneBoi




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Anne Anapeesne ¢ 01 ¢espans mo 28 mapra 2013 .

C.

Coobmaem, 4To Halla OpraHu3alys roTOBa MPEIOCTaBUTh MECTO
JUISL  TIPOXOKJICHUANPEIMIUIOMHON TIPAKTUKH CTYAEHTKE S5 Kypca
O0YHOU (opMbI 00yUeHUs (HaKyIbTETA MMEIArOTMYECKOr0 00pa3oBaHus U
cepBucHbix  TexHosnoruit ~ @I'BOY  BIIO  «Marnutoropckuii
rocy/1apCTBEHHBIN YHUBEPCUTET, o HaIpaBJICHUIO
«/loxymeHTOBeIeHHE W apxuBOBeldeHUE» MenBeneBol  AHHe
Annpeesne ¢ 01 gespans o 28 mapra 2013 .

d.

YBaxaemble Koieru!

Nudopmupyem Bac o ToM, 4TO MBI pajibl MPEAOCTAaBUTH MECTO
JUISL TIPOXOKJEHUs MPEAJMINIOMHOM TNpPakTUKH Bamel cryneHTke
MengeneBoit AHHe AHJIpeeBHE B 0003HaueHHble Bamu cpoku.

Bompoc 9

Kakumu cinoBaMy OJDKEH HAUMHATHCSA TEKCT MPUKa3a, €CIU €ro
W3/IaHUE BBI3BAHO HEOOXOJAMMOCTBIO OCYIIECTBICHUSI COOCTBEHHOM
JESATEIBHOCTH 110 MHUIIMATUBE OPraHU3aL1N:

Bri6epute ouH OTBET:

a. «Bo ucnonuenue...»

b. «B cBszu c...»

c. «Ha ocHoBanum...»

d. «B cooTBercTBHH C....»

Bompoc 10

B kakoii yactu pacnopsaUTENbHOTO JOKYMEHTa HEOO0XOIUMO
MIOMEIATh  IE€PEUYEHb  JIOKYMEHTOB, YTPAaTUBIIMX CHIy  WIH
MO/JIEKAIUX U3MEHEHUIO B CBSI3U C U3JaHUEM JaHHOIO aKTa:

Bribepure oauH OTBET:

a. B IEPBBIX ITyHKTAX PACIOPSIUTEIbHON YacTh

b. B KOHCTaTUPYIOIIEH YacTH




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

C. B KOHIIE TEKCTa

d. B 11060M IyHKTE pacnopsiANTEILHON YacTu

Bonpoc 11

Ykaxkute BapuanT oQGOpMJICHHS OTMETKH 00 WCIIOIHUTETE,
ycranosienssiii [OCT P 6.30-2003:

Bri6epute o1H OTBET:

a.

Ilecmpsaxosa Onvea I'ennadvesna

Ten. 22-34-75

b.

Ilecmpsikosa O.1".

22-34-75

C.

O.I'. Ilecmpsxoea

22 3475

d.

Ucn. [lecmpaxoea Onvea I ennaovesna

22-34-75

Bompoc 12

Onpenenutre, K KakoOMy OpraHHM3al[MOHHOMY JOKYMEHTY
OTHOCUTCS TIpeJyiaraeMbiii (hparMeHT TeKCTa JOKYMEHTA:

1. Qupmennoe HaumeHo8aHue U MECMOHAXONHCOeHUe 0buecmsa

1.1.Ilonnvim pupmennviM HauMeHOBaHUEM 00Wecmea A6NAemca.
Obwecmeo ¢ oepanuueHHOU  omeemcmeeHHocmvio  «MUP».
Coxpawennoe gpupmennoe naumernosanue oowecmea — OO0 « MUP».

1.2.FOpuouueckuii aopec odowecmea: yi. CpeduseMHOMOPCKAs,
0.1, 2. Maenumoeopck, HYenabunckasn oon., Poccus, 455012.

Bri6epute ouH OTBET:
a. OJIO’KEeHHE 00 OpraHu3alu




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

b. ycras

C. IIpaBUJIa BHEUIHEH NIEpeNCKH OpraHu3aluu

d. MTHCTPYKIUS 1O IETONPOU3BOJICTBY

Bomnpoc 13

BriOepure mnpaBWIBHBI BapuaHT O(OPMIICHUS TIOANMHCH B

pacropsauTeIbHOM JOKYMEHTE OpraHu3aluu (mpukase,
pacnopsKeHUN):

BriGepuTe oquH OTBET:

I'enepanbHBIN AUPEKTOP IToanuck ML.II. bensikoB

12.12.2013

I'enepanbHBII JUPEKTOP
000 «Kommacy [lonmuce M.II. benskoB

12.12.2013

I'enepanbpHbIl TUPEKTOP

000 «Kommacy [Tonmuce ML.II. benskos
I'enepanpHbIl [UpPEKTOP ITonnuce ML.II. benskos
Bompoc 14

B kakom manexe YKa3bIBAOT HAMMCHOBAHUC OPraHU3alluu U €€

CTPYKTYPHOTO IOJIPa3/I€ICHUs B PEKBU3UTE «Apecar»:

BriGepute o11H OTBET:

a. B POJIUTEIHHOM

b. B IMEHUTEIIEHOM

C. B JaTCILHOM

d. B mpeioxHOM

Bomnpoc 15

Vxkaxxnte BEPHOE BBICKa3bIBanue:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Bribepure oauH OTBET:

a. Ha Gmanke nucbMa mpocTaBiisieTcs OrpaHUYUTENbHAsT OTMETKA
s pekBuzuta «Ccbulka Ha PETUCTPAllMOHHBIA HOMEp U JaTy
JIOKYMEHTa» CJIeIYIOUIIM 00pa3oM: « oT »

b. CBenenus B pekBusute «CChUIKAa Ha PErHCTPALMOHHBIA HOMEP
M Jary JOKYMEHTa» TIPUCBAaWBAIOTCA  OpraHu3aluei-aBTopoM
OTBETHOTI'O IHCbMa

c. PexBusur «Ccbulka Ha JaTy U PErUCTPALMOHHBIA HOMEP
JIOKYMEHTa» 3alOoJHSAETCS B IMPEUMYLIECTBEHHO B MHCbMAaX-OTBETAX.
CaeneHus B peKBU3UT MEPEHOCITCS ¢ MOCTYMHUBIIETO TOKYMEHTA

d. Ykazanue JaHHBIX O MOCTYIUBIIEM MUChME Ha OJIaHKE MHUChbMa
B BUJE OTIEIBHOTO CCHUIKM Ha PETUCTPALIMOHHBIA HOMEpP U JaTy
JIOKYMEHTa HE HMCKIII0YaeT He0OXOJMMOCTH CChUIAThCS Ha HUX B TEKCTE
OTBETHOTO NMUChbMa: B Hauaje TEKCTa MUCbMa BCErja CieayeT MUcaTh
«Ha Bam Ne ... ot ...»

Bompoc 16

Kakoe KOJIOBOE o0o3HayeHne Ha JIOKYMEHTE HE
uaeHTU(UIUpyeT aBTOpa:

Bri6epute ouH OTBET:

a. OI'PH

b. MHH/KIIIT

c. OKY [

d. OKIIO

Bompoc 17

Kakas s3p1K0Bast popMmynia ymMecTHa B 3asiBJICHUU:

Bribepure oauH OTBET:

a. «B MOel IpockOe Mpolry He 0TKa3aTh...»

b. «3apaHee mpu3HaTEICH»

c. «BecpMa yoeautensHO Bac mpoury»

d. «mpomry Bamero cornacus Ha...»




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

3ajaHus K NPaKTHYECKOHl 4YacTH 3a4eTa ¢ OLEHKOH 1o
Kypcy «/JlokyMeHTOBe1eHue»

1. KomrnekcHblil aHanu3 AOKHOCTHOW MHCTPYKLIMHU U €r0
penaKkTUpOBaHUE.

2. KoMmruiekcHplil aHanu3 ydpeauTesbHOIO JOKYMEHTA H
€ro peIaKTUPOBAHUE.

3. KommnekcHbIil  aHanu3 TMOJOKEHUS 10 OCHOBHOM
JIESATEIbHOCTH U €r0 PeIaKTUPOBAHUE.

4. KoMmruiekcHeIi aHan3 pacropsKeHUS.

5. KommiiekcHplii  aHanu3  MpuKaza IO  OCHOBHOM
JEATEIBbHOCTH U €T0 PEJaKTHPOBAHUE.

6. KommiekcHbI ~ aHanmu3  MOCTAHOBJIEHUS M €ro
penaKTUpOBaHUE.

7. KommuiekcHbIN aHan3 penieHus U ero peIakTupoOBaHue.

8. KomrmnekcHblil aHanu3 yka3aHus U €ro peIakTHPOBAHUE.

9. KowMmrnekcHplii  aHanmu3 cioy:KeOHOTO MHCbMa M €ro
penaKTUpOBaHUE.

10. KommnnekcHslii aHanu3 IIPOTOKOJIA u €ero
penaKTUpOBaHUE.

11. KommuiekcHbINM aHan3 akTa ¥ €ro pelakTUPOBAHUE.

12. KommiekcHpi  aHanmu3 ciyeOHOW 3amucku U eé
pEIaKTUPOBAHHUE.

13. KomnnexcHslil aHanu3 CIIpaBKY U €€ peJaKTHPOBAHUE

IIpakTnyeckoe 3ajaHue K 3a4€Ty C OLEHKOM

[TpousBectu GopMynsipHBIA aHaIN3 OJHOTO TOKyMeHTa (Io
BEIOOpPY  mpemopaBatens). K = kakoi  cuctemMe,  TOJCUCTEME
JTIOKYMEHTAIIMH OTHOCHUTCS JJaHHBIN JOKYMEHT. B kakoi/ne KoMIuieKc/pl
MOYKET BOWTH aHAJIU3UPYEMbIH TOKYMEHT.

BapuaHnThl npuioxkeHn i

Bapmuanr 1 - cipaBka KOHKPETHON OpraHHU3aliu




CTpyKTypHBI

OreHOYHBIC CPEICTBA

JIEMEHT [Tnanupyemsl pe3yabTaThl 00ydeHUs
KOMIIETCHIIUH
BapuaHT 2- nMcbMO KOHKPETHOI OpraHu3anuu
BAPUAHT 3- NpUKa3 KOHKPETHON OpraHU3alMH
Bapuanr 4 - pacnopsbkeHre KOHKPETHOM OpraHu3aiuu
BapuaHT 5- akT KOHKpETHOW OpraHu3aluu
Bianers - IPaBWJIAMHU [TOATOTOBKH YIIPABICHYECKUX JTOKYMEHTOB; Tembl KypcoBbIX padoT (2 Kypc)

- IpaBWJIAMHU BEJICHUS J1€JI0BOM IIEPEIUCKY;

- HOPMAaTUBHO-METOAMYECKON 0a3bl IO COCTABIECHUIO U O(OPMIIEHUIO
CIIy’)K€OHBIX JJOKYMEHTOB

- 0()MIUANBHO-AETIOBBIM SI3BIKOM TIPH COCTABJICHUU U OQOPMIICHUH
CJIy’)K€OHBIX JOKYMEHTOB;

- NMPAaKTUYECKUMHU HABbIKAMHU HCIOJIb30BAHUS YMEHHUS COCTaBISATh U
0OpMIIATH CiTY)KEOHYIO JOKYMEHTAIMIO Ha APYTUX AUCHUILTHHAX

1. OcobenHoctu cocTaBiaeHHs, O(GOPMIIEHUS M HCIIOJIb30BaHUS
HOMEHKJIaTyphl J1eJ1 OpraHUu3aliy.

2. Tabens ¢popMm goKyMeHTOB U ATbOOM (HOPM JOKYMEHTOB
OpTaHu3aINH KaK WHCTPYMEHT COBEPILICHCTBOBAHUS
JOKYMEHTAI[HOHHBIX ITPOIECCOB.

3. Pomp w wMecro ydpemuTENBHBIX JIOKYyMEHTOB B
yIpaBJIeHUW  OpraHu3anueil, OCOOEHHOCTM HMX  COCTaBJIEHUS,
0 OpMIIEHUS U PETUCTPALUH.

4. Ponb 1 MecTO OpraHM3aliMOHHO-TIPABOBBIX JOKYMEHTOB
B  yIpaBIEHHWH OpTraHM3alMel, OCOOEHHOCTH COCTaBJCHUS W
oopmieHus.

5. Pomb m MecTo pacmopsSAMTENBHBIX JOKYMEHTOB B

YIIpaBJICHHUU Opr aHPI3aI.[HeI>i, MOpAAOK UX COCTaBJICHUA, O(I)OpMJIeHI/IH u
HUCITOJTHCHUA.

6. CocraBiecHue u odopmiieHne JIOKYMEHTOB,
HCIIOJIB3YEMBIX JIJISl OTIEpaTHBHOM Tiepeaun nH()OopMauu

7. Pa3HOBHIHOCTH CTYKEOHBIX MHUCEM, OCOOCHHOCTH WX
COCTaBJICHUS U 0(OPMIICHHUSL.

8. Pons 51 MECTO MH(OPMAIIMOHHO-CITPABOYHBIX
JOKYMEHTOB B  YIPaBJICHWHM OpraHu3alyed, OCOOCHHOCTH UX
COCTaBJIeHUS 1 0(OPMIICHHS.

9. Pomp w Mecro yHuU(pUKANIMH ~ JOKYMEHTOB B

COBCPHICHCTBOBAHUN JOKYMCHTAIIMOHHBIX IMPOLCCCOB, HAIIPABJICHUA U




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

9Tanbl yHu(puKanuu.

10. B3anmocBs3p  cogepkanust ¥ (GOpPMBI  IOKYMEHTA,
0COOEHHOCTH UX YHU(DHUKAIIHH.

3ajaHus K NPAKTHYECKOW YacTH 3a4eTa C ONEHKOH 1o
Kypcy «/JlokyMeHTOBeIeHUEe»

1. KommiekcHbli aHanu3 10KHOCTHOM MHCTPYKLUU U €T0
peoaKTUpOBaHUE.

2. KommiekcHbI aHanu3 ydypeauTelbHOTO JOKYMEHTa U
€ro peIaKTUPOBAHUE.

3. KommiekcHbI  aHanu3 MOJOXKEHHS [0 OCHOBHOM
JEATEIBbHOCTH U €T0 PEJaKTHPOBAHUE.

4. KommiekcHbIi aHan3 pacropsiKeHUs.

S. KommnekcHplii  aHanu3  npukaza IO OCHOBHOM
JEATEIBbHOCTH U €T0 PeJaKTUPOBAHUE.

6. KommnekcHbplii  aHamM3  TMOCTAHOBIECHUST U €ro
peAaKTUPOBAHUE.

7. KomrmnekcHblil aHanu3 peleHns U €ro peJakTupOBaHuUE.

8. KommuiekcHbIN aHann3 yka3zaHus U €ro peAakTUpPOBaHUE.

9. KommuiekcHplii  aHanmu3 cioykeOHOro MHCbMa M €ro
peAaKTUPOBAHUE.

10. KommekcHbrii aHaIMn3 MPOTOKOJIA " ero
peIaKkTUpOBaHUE.

11. KomrmnekcHbIil aHanu3 akTa U €ro peIakTUPOBAHUE.

12. KommiekcHpld  aHanmu3 ciayxeOHOW 3amucku - e
penaKTHUpOBaHUE.

13. KomMmmnekcHbll aHanu3 ClpaBKU U €€ peakTUPOBaHUE

IIpakTuyeckoe 3ajaHue K 32a4€Ty € OLEHKOM

[TpousBectn ¢GopMynsipHBIA aHaIM3 OJHOIO JOKyMeHTa (II0
BEIOOpPY  mpemopaBatens). K = kakoi  cucteme,  TMOJCUCTEME
JIOKYMEHTAIIMH OTHOCHUTCS JaHHBIN JOKYMEHT. B Kakoii/ne KOMIUIEKC/bI




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

MOXET BOUTH AaHAJIIU3UPYEMBIN JOKYMEHT.
BapuanTbl npuiioxeHnin
Bapuanr 1 - cipaBka KOHKpETHON OpraHU3aluu
BapuanT 2- nucbM0O KOHKPETHOM OpraHu3aluu
BapHaHT 3- MIPUKa3 KOHKPETHOW OpraHu3aliuu
Bapuanrt 4 - paciopspkeHHe KOHKPETHON OpraHU3aluy
BapunaHT 5- aKT KOHKpETHON OpraHU3alux

OIIK-3

BJIaJICHUEM 0a30BLIMH 3HAHUSAMH CHCTEM OpraHoB FocyﬂapCTBeHHOﬁ H MYHI/IIII/IHaJIbHOﬁ BJIAaCTH

3HaTe

- TpeOOBaHUS K COCTaBICHHI0O M O(QOPMIICHHIO YIPABICHYECKUX
JIOKYMEHTOB

- COCTaB WU COJEpKAHME HOPMATUBHO-METOJUYECKON Oa3bl
COCTaBJICHUIO ¥ O(OPMIICHUIO CITYKEOHBIX JOKyMEHTOB

- OCHOBHBIE NMPOOJIEMBbl HOPMATHUBHOIO OOECIIEUEHMSI COCTAaBJICHUS U
oopMiIeHHs YIpaBIEHYECKOM TOKYMEHTAallMd B CHUCTEME OpraHOB
roCyJapCTBEHHON M MyHUIIMIIAIIBHOW BJIACTH

- OCHOBHBIE MPOOJIEMBbl HOPMATUBHOTO OOECTIEUEHUsI BEICHUS JIeIOBOM
MIEPENUCKH B CHCTEME OPraHOB T'OCYJAPCTBEHHOW M MYHHMIIMIAIbHOU
BIIACTHU

110

Bomnpocsl k 3auery 1 Kypc

1. OcHOBHBIE (DYHKIIMOHAJIBbHBIE CHUCTEMbl JOKYMEHTAllMM B
Poccuiickoit enepanun.

2. Crannaptuzanus U yHU(UKanus JIOKYMEHTOB.
YHUPHUIUPOBaHHBIE CHCTEMBI JIOKYMEHTAIIHH.

3. Knaccudukaropsl JOKyMeHTHPOBAaHHON MH(OPMAIUH.

4. Opranu3anioHHO-PACTIOPSANTENIbHAS TOKYMEHTAIIHS

S. IOpunnyeckas cuna nokymeHTta. HopmaTuBHO-mMeTonMueckas
6a3a oopMIIeHUS IOKYMEHTOB.

6. TpeboBanust kK 0OPMIIEHUIO PEKBU3UTOB 3ar0JIOBOYHON YacTH

OpraHMU3alMOHHO-PACHIOPSAUTENBHBIX AO0KyMeHTOB corinacHo ['OCT P
7.0.97-2016

7. TpeboBanust Kk O(OPMIEHUIO PEKBU3UTOB COJIEPIKATEIBHON
4acTH OPraHMU3alMOHHO-PACHOPSAUTENBHBIX JIOKYMEHTOB COIVIACHO
I'OCT P 7.0.97-2016

8. TpeboBanust k 0hOpMIIEHUIO PEKBU3UTOB O(GOPMIISIONIEH YacTH
OpraHU3alMOHHO-PACIOPAUTENBHBIX TOKyMEHTOB corimacHo ['OCT P
7.0.97-201

9. TpebGoBanust K 0OPMIIEHUIO CTIPABOK.

10. TpeboBanust kK 0OPMIICHHIO CBOOK, 3aKITIOUEHHUI, OT3BIBOB.
11. TpeboBanust k 0hopMIIEHUIO IEPEYHEH, CITUCKOB.
12. TpeGoBaHUS K NEPBUYHOMN YUETHOW JOKYMEHTAIMH 110 JUYHOMY




CTpyKTypHBI
JIEMEHT
KOMIIETEHINH

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

COCTaBy.

13. TpeGoBaHUsI K COMPOBOANTEIHHBIM IMUCHMaM.

14. TpeboBanwust K 0HOPMIICHUIO AKTOB.

15. TpeGoBanust k O(QOPMIICHHIO JIOKJIATHOW, CIY)KCOHOW W

O0OBSCHUTENIBHOM 3aIIUCOK.

HTrorossliii TecT 3a 2 Kypc

Bompoc 1

Kto oopmiisier yueTHble TUYHBIE KAPTOUKHU:

Bribepure oguH OTBET:

a. pabOTHUK 1O KaJipam

b. pyKOBOIUTENH CTPYKTYPHOTO TIOJPa3ICIICHUS

C. 3aMECTUTEIb PYKOBOJIUTENSL OpraHu3alui

d. paboTHHK

Bompoc 2

Kakoil [OKyMeHT SIBJISIETCS OCHOBHBIM JOKYMEHTOM O TPYAOBOM
NeSITebHOCTH U O TPYJOBOM CTaXke pabOTHHUKA!

Bri6epute ouH OTBET:

a. CTpaxOBOE€ CBHUIETEIBCTBO T'OCYJAaPCTBEHHOI'O IEHCHOHHOIO
CTpaxOBaHHUS

b. yueTHas 1M4yHast KApTOUKa

C. TpyJl0Basi KHUXKKa

d. neHcHOHHOE yI0CTOBEpEeHHE

Bomnpoc 3

Kakue BHIBI IUCHMIUIMHAPHBIX B3BICKAHWN BIHMCBIBAIOTCA B
TPYAOBYIO KHHKKY:

Bribepure oauH OTBET:

a. B3bICKaHMsI B TPYJIOBYIO KHI)KKY HE 3alIUChIBAIOTCS

b. yBonbHEHUE

C. CTPOTHH BBITOBOD

d. Bce BWABI JMCHUMIUIMHAPHBIX B3BICKAHUI BIOUCHIBAIOTCS B




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

TPYAOBYIO KHIKKY.

Bomnpoc 4

Kakoil @1OKyMEHT He BXOIUT B KOMIUIEKT JOKYMEHTOB O
KOMaHJUPOBaHUHU C KOJJOBBIM 0003HaueHueM (opmsl T:

Bribepure oguH OTBET:

a. KOMaHIUPOBOYHOE YAOCTOBEPEHUE paOOTHHUKA

b. mpukaz (pacmopspKeHHE) O HaNpaBICHUU OTACIHLHOTO
pabOTHUKA WU TPYHIbI pAOOTHUKOB B KOMAHUPOBKY

C. CIIy’)Ke0HOE 3aJJaHUE C OTYETOM O €r0 BBIIIOJIHEHUU

d. aBaHCOBBII OTYET

Bomnpoc 5

Ha xakue rpynnsl nensatcst ouuuanbHble JOKYMEHTHI 10 cdepe
JeSATENIbHOCTH (10 (PYHKIIMOHAIBHOMY IPU3HAKY):

Bribepure oauH OTBET:

a. yHU(pUIUPOBaHHbIE/HEYHUPUIIUPOBAHHBIE

b. pyHKIMOHANBHBIE/OTpACIIEBbIE

c. ounranbHbIe/HeOPHUIHATIbHbIE

d. yrpaBneHuecKkne/TeXHH4ecKre

Bormpoc 6

Kakum JIOKYMEHTOM JIOJDKHBI PYKOBOJICTBOBATHCS
JIeTTOTIPOU3BOANTENH TIPU TOKYMEHTHPOBAHHUHU ATAIIOB TPYAOBOTO IIUKJIIA
— OT pueMa Ha paboTy HOBOTO COTPYAHUKA J0 €r0 YBOJIbHEHUS:

Bri6epute ouH OTBET:

a. ['ocymapcTBeHHas cucTeMa JOKYMEHTAMOHHOTO 00ecreueHus
ynpasienus. OcHoBHbIE moJokeHus. OOmwme TpeOoBaHUS K
JIOKYMEHTaM M CIIy)k0aM JI0Ky-MEHTallMOHHOTO 00eCcTeueHHs

b. TOCT P I'OCT P 7.0.97-2016 «YHuduuupoBaHHas cuctema
OpraHU3alMOHHO-PACHIOPSAUTENIbHON JOKyMeHTaluu. TpeGoBaHus K
0(OPMIICHUIO TOKYMEHTOBY

c. AnpOoM yHM(UUIHMPOBAaHHBIX (OpM NEpBUYHON YydeTHOU




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

JOKYMEHTAIlMU 1O YYeTy Tpylda ¥ €ero OIUIaThl, YTBEPKICHHBIM
[TocTanoBnenuem I'ockomcrara Poccun

d.  OOmepoccuiickuii  Ki1accupUKaTOp  YIPaBICHUYECKOU
JOKYMEHTAIU!

Bomnpoc 7

OTmeTHuTh BOIIpPOC

Kakoe ompenencHue FOPHIAYCCKOW CHIIBI JOKYMEHTA SBISCTCS
crangaptusupoBanibiM (3akperuieHo B TOCT P 51141-98):

Bribepure oguH OTBET:

a. opUIUYecKas cuiia JOKYMEHTa — 3TO CBOMCTBO O(hUIIMATLHOTO
JOKYMEHTa, COO0IaeMoe eMy JICHCTBYIONIUM 3aKOHOJATEILCTBOM,
KOMIETEeHIIMEH HM3aBIIEr0 €ro opraHa M YCTaHOBIEHHBIM IMOPSAKOM
odopmIIeHUS

b. ropumudeckas cuia JOKYMEHTa — OTO CHOCOOHOCTh
YIPaBICHYECKOTO JOKYMEHTA BBICTYIIATh B KadeCTBE 00sA3aTEILHOTO
JUISL YYACTHUKOB YIPABJICHHs: OPTaHOB YIIPABJICHUS, UX CTPYKTYPHBIX
MoJIpa3/ieNIecHnii, OOIIECTBEHHBIX OpTaHW3aIfi, JOHKHOCTHBIX JIHII,
TOCY/IapCTBEHHBIX CIY>KAIINX U TpakIaH

C. IOpUAMYecCKas CWIa JIOKYMEHTa — OTO COOTBETCTBHE
JOKYMEHTUPOBaHHON wuHpopManuu TpeOoBaHUSIM OQUIIUATBHOCTH,
JIOCTOBEPHOCTH, OOBEKTHBHOCTH, OCCCIIOPHOCTH, OCHOBAHHBIM Ha
3aKOHOJIATENHLCTBE

d. ropuauveckas cuiia JOKyMEHTa — 3TO YCIOBHE, MPU KOTOPOM
uHpopManusg JOKYMEHTa MOKET OBIThb UCIHOJb30BaHA B cdepe
yIpaBicHUS 0e3 COMHEHHS B €€ JOCTOBEPHOCTH JUIS OCYIIECTBICHHUS
JTOOBIX TeHCTBUI

Bomnpoc 8
OTMeTUTH BOIPOC
Kakomy TEPMUHY COOTBETCTBYET cienymolee

cTaHgaptTuupoBaHHoe onpeneneHue (3akpersieHHoe B 'OCT P 51141-




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

98): «... — DITO T1poCTaBiICHUE HEOOXOAUMBIX PEKBU3UTOB,
YCTAHOBJICHHBIX IPABUJIAMHU JOKYMEHTUPOBAHUS»:

Bribepure oguH OTBET:

a. opopmIIeHHE JOKYMEHTa

b. yaudukanus q0KyMeHTa

c. popmymnsip-obpazen

d. cocraBienue qoKyMeHTa

Bomnpoc 9

OTMeTHUTB BOIIPOC

Kakoli  1OKyMEHT  sBJISETCS  OCHOBHBIM  aKTyaJlbHbIM
HOPMAaTUBHBIM JIOKYMEHTOM B OOJACTH COCTaBICHHS U OQPOPMIICHHS
OpraHU3alMOHHO-PACIOPSAUTEILHON JOKYMEHTAIIUU:

Bri6epute ouH OTBET:

a. 'OCT P 6.30-2003

b. IlpaBuma pgemonmpousBoACTBA B (pelepalbHBIX OpraHax
UCTIOJIHUTENbHON BJIACTH, YTBEPKCHHbIE [TocranoBNEHNEM
[IpaButensctBa PO ot 15 utons 2009 r. Ned77

c. OKY — OK 011-93. O6mepoccuiickuii kiaccuduxarop
YIOPaBICHUYECKON JOKYMEHTAlMH, YTBEpKICHHBIM IlocTaHOBICHHEM
I'occranpapra PO ot 30 nexadbps 1993 r. Ne229

d. T'CHOY — TocynmapcTBeHHass cucTeMa TOKYMEHTaIlMOHHOTO
oOecrieuenus ynpasieHus. OcHOBHbIE MosioxkeHust. O01ue TpeboBaHus
K JOKYMEHTaM ¥ CcIyk0aM JOKyMEHTAIlHOHHOTO OOecredeHus,
yTBepxaAcHHas npukazoM [ 'naBapxusa CCCP ot 23 mas 1988 1. Ne 33

Bomnpoc 10

B kakoMm cnyuae ydpekIeHHE HMMEET IpaBO YIOCTOBEPATh
JIOBEPEHHOCTH Ha MOJyYeHHE AEHEKHOTO BKJIajia B OaHKe:

Bri6epute ouH OTBET:

a. €CIIM JOBEPUTENIb M JINLO, KOTOPOMY OH JOBEPSET, SIBISIOTCS




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

rpaxnanamu Poccum, XOTS M He SABISIOTCS PaOOTHUKAMHU JaHHOTO
YUPEXKIECHUS

b. ecnum nmoBepurenb  SBISETCS ~ PaOOTHUKOM  JIaHHOTO
YUPEXKIEHUS, a JMIO0, KOTOpOMY OH JOBEpSeT, HE SBIACTCS
PabOTHUKOM JIaHHOTO YUPEXKIACHUS

C. €CIIY IOBEPUTEIb HAXOAUTCS Ha CTALMOHAPHOM U3JICYEHUH, HO
SIBJIIETCS PAa0OTHUKOM JIaHHOTO YUYPEXKIEHUs, U JIULO, KOTOPOMY OH
JIOBEpSIET, TAK)KE SIBJIETCS pAOOTHUKOM JIaHHOTO YUPEXKICHHS

d. ecam poBeputTenbs HE SBIAETCS PAOOTHUKOM JTaHHOTO
YUPEXAEHUs, a JML0, KOTOPOMY OH JOBEPSIET, SABJSAETCA PabOTHUKAMU
JTAHHOTO YUPEKICHUS

Bomnpoc 11

Kakoii  pexkBu3UT  HCHONB3yeTCS  JUIsL  yJIOCTOBEPEHMS
ANEKTPOHHOTO JJOKYMEHTA!

Bri6epute ouH OTBET:

a. AJIeKTpOHHas 1udpoBas NOAMHUCH

b. uneHTUGUKATOP AIEKTPOHHON KOMMH JOKYMEHTA

C. Koz (hopMbI TOKYyMEHTa

d. perucTpanoHHBI HOMEpP TOKYMEHTA

Bompoc 12

Kakomy NOHATHIO COOTBETCTBYET CIEIYIOMIAs XapaKTePUCTHKA!

JlokyMeHTBI, oOnajarolue IOpPUINYECKOl CHUJION, H3/1aBaeMble
PYKOBOJCTBOM  OpraHU3alldid U  COJIEpJKallle  YIpaBlIeHYECKHE
pElIeHNs, HAalIPaBJIECHHBIE HA BBIOJIHEHUE TEKYIIUX M NEPCIEKTUBHBIX
3ajau:

Bribepure oauH OTBET:

a. OpraHU3alOHHO-TIPABOBbIE IOKYMEHTHI

b. TOKYMEHTBHI 110 TUYHOMY COCTaBY

C. UH(OPMAIIMOHHO-CITPaBOYHBIE JJOKYMEHTHI

d. pacnopsiiuTeNbHbIE JOKYMEHTHI




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

Bompoc 13

Kakoii JOKYMEHT SBIISIETCS 00s13aTeIbHBIM npu
JOKYMEHTUPOBAHUH TPYIOBBIX OTHOIIEHUH MEXAy pabOTHUKOM H
paboTonaTenem:

Bribepure oguH OTBET:

a. TpyJOBasi KHIKKa

b. pexum Tpyna

C. JOJDKHOCTHAsI HHCTPYKIIHSI

d. KOJJIEKTUBHBIN 10rOBOP

Bomnpoc 14

Kak momkeH MmoCTynHuTh UCIIONHUTEND, TOATOTOBUBIIHUI JIETOBOE
IHCHMO, €CJIM PYKOBOAMTENb OTJENa IUIAHUPOBAHHS, BH3a KOTOPOTO
HE00X0/MMa, HaXOAUTCSI B KOMaH/IUPOBKE:

Bribepure oauH OTBET:

a. )KIaTh BO3BPAICHHUS PYKOBOAUTEIS OT/IENa TUTAHUPOBAHUS U3
KOMAaHIUPOBKHU

b. mepenarbk MUCHMO HA MOIUCH PYKOBOJUTEIIO 0€3 BU3HI

C. 3aBU3UPOBATh MHCHMO Yy 3aMECTHTENSl PYKOBOJMTENS OTAena
TUTAHUPOBAHHUSI

d. 3aBU3MpOBATH MUCHMO CAMOMY

Bompoc 15

K kakoif pa3HOBHIHOCTH MHCEM OTHOCATCS MHUChMa, C TTOMOIIBIO
KOTOPBIX MPOCST BBICIATh O(HUIHATIHHBIC CBEACHUS WIIN JTOKYMEHTHI:

Bribepure oauH OTBET:

a. MMChMO-M3BEIICHNE

b. nucemo-nipocs0a

C. MUChMO-3aKa3

d. muceMo-3ampoc

Bompoc 16

VYkaxure HauboJee «KECTKHI» U HEYMECTHbIM BapHAHT OTKa3a:




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

Bribepure oauH OTBET:

a. B cBs3u ¢ ... Bale npeniokeHne He MOKeT ObITh IPUHSATO

b. B cBsi3u ¢ ... Bamie mpemiokeHue HaMu He IPUHUMAETCS

c. B cBs3u c... menapraMeHT HE MOXKET COIVIACUTHCS C BalllUM
IpeIOKEHNEM

d. IIpunsTh Bale npeioKeHue He MPeICTaBIsAETCS. BO3SMOXKHBIM
B CBSI3H C ...

Bomnpoc 17

Kakomy Buay wuHGOPMAIMOHHO-CIIPABOYHON JIOKYMEHTAIUH
COOTBETCTBYET CIEAYIOIIUN TEKCT:

Deodepanvroe ynpagnenue no Oenam O HeCOCMOAMENbHOCMU
(bankpomcmee) Ha ocHo8aHuu npeocmasiennvlx  Ty2ypiavlKcKum
yemenmuvim 3a6000m (Openbypeckas obnacms, noc. Tyeypavik, yi.
Llenmpanvnas, 0.1) O0okymenmos Oyxeanmepckou OmMYemHOCMU NO
cocmosanuto Ha 30.04.2013:

- byxeanmepckuii 6ananc (popma 1);
- omuyem o NpuoOLLIAX U yovimrax (gpopma 2)

U NPOBEOeHHO20 — aManu3a  (UHAHCOB020 — COCMOSHUSL
npeonpusmus, YCMAamosuio, 4mo OAHHOe Npeonpusimue seusemcs
HeNIAmedCceCnoCoOHbIM U UMEIWUM  HeyO08IemE8OPUMENbHYI0
cmpykmypy oananca (npeonpusmuem-00J4CHUKOM,).

Ocnosanue:

K03 puyuenm mexywell TUKEUOHOCIU NO OANAHCY NPeOnpUsmus
=18%);
Koahpuyuenm obecneuenHocmu CcOOCMBEHHLIMU 0OOPOMHBIMU
cpedcmeamu no banancy npeonpusmus = 8%;
100/K039bqbuuueHm B0CCMAHOBNIEHUsT N0  OANAHCY NPeOnpusmus
=10%.




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[Mnanupyemsl pe3yabTaTsl 00ydeHUs

OreHOYHBIC CPEICTBA

Pykosooumens Cmenanos 11]].
Cmenanos

Bri6epute o1H OTBET:
a. CIpaBKa
b. 3aknroueHue
C. OT3BIB
d. cBOIKA
Bomnpoc 18
Ha kakux Onankax pacrnonaraercsa [ocyaapcTBeHHBI Tepo
Poccniickoit denepanuy B OTHOLBETHOM BAPUAHTE:
Bri6epute o1H OTBET:
a. pemenuii Bepxosuoro Cyzaa Poccuiickoit @enepatiuu
b. MexBe1OMCTBEHHOH KOMHCCHHU T10 3alIUTe IOCyJapCTBEHHOMN
TaHBI
c. JUIJIOMAaTUYECKUX  MPEACTaBUTEIBCTB,  KOHCYJIbCKUX
YUPEXJEHUN M HMHBIX O(QUUHMANbHBIX IpeAcTaBUTENbCTB Poccuiickoit
®enepannu 3a npenenamu Poccuiickoit deneparuu
d. Anmunuctpanuu [Ipesunenra Poccuiickoit deneparuu.
HTrorossiii TecT (2 Kype)
Bompoc 1
CBoiicTBO  OoUIMANBHOTO  JIOKyMEHTa, COO0IIaeMoe  emMy
NEHCTBYIOIUM 3aKOHOAATEIbCTBOM, KOMIIETEHIIMEH W3/Ia0Iero
€ro OpraHa ¥ yCTaHOBJIEHHBIM HOPSIIKOM 0()OPMIIEHUS - 3TO
Bri6epute ouH OTBET:
a. MOJIHOTA
b. ayTreHTHYHOCTH
C. KOH(HUIECHIINATBHOCTh
d. ropunuueckast cuia
Bompoc 2




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

ITocranosnenuem IlpaButensctBa Poccuiickon ®enepanuu ot
08.07.1997 Ne 835 «O mnepBUYHBIX YYETHBIX JOKYMEHTaX»
yTBEpXKAAETCA

BriOepure oauH OTBET:

a. TEPMHUHOJIOTUS B 00J1aCTU AEIONPOU3BOICTBA U APXUBHOTO Jieja
b. anp6oM 1o yy€Ty Tpy/Ja U ero oIuiaThl

C. MHCTPYKIIMSI 110 3aII0JIHEHUIO TPYIOBbIX KHUKEK

d. Tabens yHudunupoBaHHbIX POPM TOKYMEHTOB

Bormpoc 3

O0s3arenbHble CTPYKTYPHBIE 3JIEMEHThI CTaHapTa

Bribepure oguH OTBET:

a. HOPMAaTHUBHBIE CCBUIKU

b. TpeboBaHus K 00BEKTY CTaHJAPTU3ALMH

C. OTJIaBJICHHE

d. 0003HaYeHMs U COKpalleHus

Bompoc 4

[lepconanbHble CBEACHUS O TpakJaHax sSBISIOTCA

Bribepure oauH OTBET:

a. uHdopmMaIeit, OTHeCEHHON K KOMMEPUECKOM TaliHe

b. uHpOpManKelt OTKPHITOrO 10CTyNa

C. KOH(UIeHIMaNbHON HHPOpMaIHei

d. uapopmarmeit, OoTHeCEHHOH K rocyJapCTBEHHOH TaliHe

YMmeTn

-UCII0JIb30BAaTh IIPHU COCTABJICHUU U O(bOpMJ'IeHI/II/I Pa3JINIHBIX BUOOB
YIPaBJICHUYCCKHUX JOKYMCHTOB HOPMATHUBHBIC U IIPABOBEIC AKThI
OpTraHOB FOCY,Z[apCTBeHHOI\/'I n MYHHHHHaHBHOﬁ BJ1aCTH,

Kountpoabsnas padora (1 kypc)
2. Bbl ono3panu Ha paboty Ha 2 yaca. PykoBoacTBO motpeboBaso
oT Bac 06bscHennii. OpopmuTe COOTBETCTBYIOMINNA JOKYMEHT.

- NPOEKTHPOBaTh YHU(DUUUPOBAHHBIE (OPMBI  YIPABICHUYECKUX 3agaHusl K NPaKTHYeCcKOW 4YacTH 3a4eTa ¢ OLEHKON 1o
JJOKYMEHTOB C  y4€TOM COBPEMEHHBIX TpeOOBaHUN  OpPraHoB | Kypcy «/0KyMeHTOBeIeHHne)

rOCYIapCTBEHHOW U MYHUIMITAIbHOW BJIACTH; 1. KommnekcHblil aHanu3 AOIKHOCTHOW MHCTPYKIIMHU U €r0
- COCTaBJISITh HOPMAaTHMBHO-METOJIMYECKYIO  JOKYMEHTALMIO IO | pEAAKTUPOBAHUE.




CTpyKTypHBI
JIEMEHT

KOMIICTCHIIN U

[TnanupyeMbl pe3ynbTaThl 00yIeHUS

OreHOYHBIC CPEICTBA

MOArOTOBKE YIIPABICHUYECKON JOKYMEHTAUU
. OCHOBBIBasSICh Ha HOpPMAaTHUBaX CHUCTEM OPraHOB TOCYJapCTBEHHOW W
MYHULIMTIAJIbHOM BJIACTH;

2. KoMIulekcHbI aHanu3 ydpeauTesIbHOIO JOKYMEHTa U
€ro peJaKTUPOBaHNUE.

3. KoMIulekcHBIM  aHainu3 MOJOXKEHHWS 10  OCHOBHOM
JEATEIIBHOCTH U €r0 PEJaKTUPOBAHHUE.

4. KoMmruiekcHell aHan3 pacropsKeHMS.

S. KoMiuiekcHelid  aHanu3  IpuUKasa 10  OCHOBHOM
JEATEIBbHOCTH U €T0 PEJaKTUPOBAHUE.

6. KoMIiekcHpli  aHalu3  IIOCTAHOBJIGHUS UM €r0
peoaKTUpOBaHUE.

7. KoMIiekcHbll aHaINu3 pEeIIeHUs U €T0 peJaKTUPOBAHUE.

8. KomrnekcHblil aHanu3 yka3aHus U €ro peIakTUPOBAHUE.

9. KommiekcHblli  aHau3 CiIy)keOHOro IUChbMa M €ro
penaKTUpOBaHUE.

10. KommnekcHeli aHanu3 IIPOTOKOJIA u €ero
penaKTUpOBaHUE.

11. KoMIekcHbli aHanNu3 akTa U €ro peJakTHPOBAHHUE.

12. KommiekcHbii  aHanmu3 cioy)KeOHOW 3amucku U e€
pEAAKTUPOBAHUE.

13. KommnekcHbli aHanu3 cpaBky U €€ peakTUpOBaHUE

IIpakTH4Yeckoe 3a1aHHE K 32a4Y€Ty C OLICHKOH

[TpousBectn (GOpPMYISpHBIN aHAIU3 OJHOTO JOKYMEHTa (IO
BbIOOpPY  mpemojaBatens). K kakoit  cucreme,  MOJCUCTEME

JOKYMEHTAIIMN OTHOCUTCS JTAaHHBIN JOKYMEHT. B Kakoii/me KoMIUIeKc/bl
MOXET BOMTH aHAJIIM3UPYEMBIN JOKYMEHT.

BapuaHThl NpHII0KEHHH

Bapmuanr 1 - cipaBka KOHKPETHON OpraHU3alux

BapwnaHT 2- nMCbMO KOHKPETHOM OpPraHU3alun

BapHaHT 3- IPUKa3 KOHKPETHOW OpraHU3aluu

BapuanT 4 - pacnopsskeHuE KOHKPETHOM OpraHu3aiuu

BapuaHT 5- akT KOHKPETHON OpraHu3aluu




CTpyKTypHBI OueHOYHbIE CPEACTBA
JIEMEHT [TnanupyeMbl pe3ynbTaThl 00yIeHUS

KOMIIETEHINH

Bnanets - MpaBWIaMU TMOATOTOBKHU YIPABJICHUYECKUX JIOKYMEHTOB OpPraHOB Tembl KypcoBBIX padoT (2 Kypc)

rOoCyIapCTBEHHON U MYHULIUIIAJIBHOM BIIACTH;

- IIpaBWJIAMH BEJICHHs JEJIOBOM IEPEHUCKU B CHUCTEME OpPraHOB
roCyIapCTBEHHON U MYHULIUIIAIIBHOM BIIACTH;

- HOPMaTUBHO-METOJUYECKONH 0a3bl OpPraHoB TIOCYIAapCTBEHHOHW U
MYHUIUTIAIBHON BJIACTU IO COCTABICHUIO U O(OPMIICHUIO CITY)KEOHBIX
JIOKYMEHTOB

- NPAKTUYECKUMHU HABBIKAMHU HCIIOJIB30BaHUS YMEHMS COCTaBIATh U
0OPMIIATH CIly’)K€OHYI0 JTOKYMEHTALUIO OPraHOB rOCYAapCTBEHHOW U
MYHUIIMIIAJIbHON BJIACTH

1. Pomb W MeCTO TOCYHapCTBEHHOW CHCTEMbI CTAaTHCTHKHA B

yIPaBICHUH HAIIMOHAIbHBIMI HH()DOPMAIIMOHHBIMU PECYPCAMHU.

11. Hcropus cTaHOBJICHHUS OTEUECTBEHHOW CTAaHJIAPTU3AINH
JIOKYMEHTAI[MOHHBIX MTPOIIECCOB.

12. Hcrtopusi cTaHOBIEHUS COBPEMEHHBIX (DYHKIIMOHATBHBIX
cucreM goKymeHTanuu B Pocculickon @enepanuu.

13. Oco0eHHOCTH  TOCYIapCTBEHHOMN
TEXHHYECKOH IOKYMEHTAINH.

14, Amnanus CHCTEMBI
roCyJapCTBEHHOM OpraHU3allH.

CUCTECMbl HAYYHO-

KaJIpOBOI JIOKyMEHTaIlU1

15. Xapaxrepuctuka ECKK TOCH, e€ pons B ynpasiieHUn
HallMOHAJILHBIMU MH()OPMAaLlMOHHBIMU PECYPCAMH.

16. Ponb 1 MECTO MOMKHOCTHBIX MHCTPYKLUH MEPCOHANA B
VOPaBICHUH  OpraHu3aied, OCOOGHHOCTH  UX  pa3paboTKw,
oopmieHus.

17. OcHoBHble HanpasneHusi BHeapenus YCJI, 3amaum

TOCYHAapCTBECHHOT'O HAA30pa U OTPACIICBOI'O KOHTPOJISI BHCAPCHU A YCI[




0) ITopsaaok npoBeieHUs MPOMEKYTOYHOM aTTeCTAlMH, IOKA3aTeJIM M KPUTepUH ouleHnBanus: [IpomexxyTouHas arTectanus NpoBOIUTCsS B (hopmax
3a4eTa, 3a4eTa ¢ OLeHKOM, KypcoBoi padoThbl.

Kputepuu onieHuBaHusI Ha 3aueme:

- HA OLEHKY «3a4TE€HO», €CII TPEOJ0JICBACT TOPOTOBBIA ypoBeHb. OOydaromUiics IMOKa3bIBaeT MOPOrOBbIi YPOBEHb CHOPMUPOBAHHOCTH
KOMIICTEHIIH, T.€. 3HACT OCHOBHYIO JIOKYMEHTOBEIYECKYIO TEPMUHOJIOTHIO; OCHOBHBIC HOPMATHBHO-METOINYECKAE MATEPUAIIBI TI0 TOKYMEHTUPOBAHUIO
VIPaBIEHYECKONW ESATEIILHOCTH, CIIOCOOBI M CPEACTBA JOKYMEHTHPOBAHMS;  3aKOHOMEPHOCTH pAa3BUTHS JIOKYMEHTa;  CTPYKTYpPY MJOKYMEHTA;
XapaKTEPUCTHKY M OCHOBHOHM COCTaB YHU(MUIIMPOBAHHBIX CHCTEM JOKYMEHTAIIUW; THIIOBOW COCTaB CHCTEM JOKYMEHTAIMU YYPEXKICHHUH IH000H
OpPraHHU3aIMOHHO-TIPABOBOM (JOPMBI;, TJABHBIC IMpaBUIa COCTABJICHHS W OQPOPMIICHHS JOKYMCHTOB; OOIIMN IMOPSIOK OPTaHU3AlUHA JIOKYMECHTOB B
KOMILIEKCBI, TEOPETUYCCKHE OCHOBBI BEJICHUS JICIIOBOW MEPEMUCKU; COCTAaB M COJCPKAaHHE HOPMATHBHO-METOJAMYECKOW Oa3bl 10 COCTABICHHIO U
oopMIICHHUIO CITY’)KEOHBIX JJOKYMEHTOB; CHEIHM(UKY SI3bIKA YIIPABICHYECKON TOKYMEHTAILIUU; YMEET aHAJTM3UPOBATh HOPMaTHBHO-METOIMUCCKUE
HUCTOYHUKUA TIO0 JTOKYMEHTHPOBAHHUIO YIPABICHYCCKOW EATEIBHOCTH; IBIMACTCS XapaKTePU30BaTh M AHATM3UPOBATH YHH(PHUIIMPOBAHHBIX CHCTEM
JOKYMCHTAIMH, BBISABISTH THIIOBOW COCTAB CHUCTEM JOKYMEHTAIMU YYPEXKICHHH JIFOOOW OpPraHM3alMOHHO-TPABOBOM (OPMBI; MPHUMEHSATH paBUIIa
cocTaBJIeHHS B 0(OPMIICHHS IOKYMEHTOB Ha MpakTuke. BiajeeT OCHOBHBIME MPUEMaMH COCTaBICHUS W O(QOPMIICHHS OCHOBHBIX YIIPABICHUECKUX
JOKYMEHTOB; 3HAaHHSIMUA OCHOBHBIX ITPOOJIEM B 00JIACTH JOKYMEHTOBEICHUS; HABBIKAMH PAa0OThl C OCHOBHBIMU HAYYHBIMH U TIEPUOINYCCKUMH H3IaHUSMH
B 00JIaCTH JIOKYMECHTOBEJICHHS; HABBIKAMH Pa0O0ThI ¢ OCHOBHBIMH HHTEPHET-HCTOYHUKAMH B 00JIACTH JOKYMEHTOBEICHUS; 3SHAHUSIMHA HOPMAaTHBHO-TIPABOH
1 HOPMATUBHO-METOINYECKOM 0a30i1 TOKyMEHTAIIMOHHOTO 00ECIICUeHHUs YIIPaBICHHUS;

— HA OI[EHKY «He 3a4TeHO0» — pPe3yJbTaT O0ydeHHUs HE JOCTUTHYT, OOYYAIONIUICS Ha MPAKTHYECKUX 3aHSATHUSIX, NMPU BBIMOJHCHUN MPAKTUICCKIX
3alaHUil W YCTHBIX OTBETaX HE MOXKET TMOKa3aTh 3HAHMS Ha YPOBHE BOCIPOM3BEACHHS M OOBsSCHEHHS WH(GOpMAIMU, HE MOXKET II0Ka3aTh
WHTEJUICKTYaTbHBIC HABBIKU PEIICHUS TPOCTHIX 33]1a4.

MuddepeHunpoBanHas OLEHKA BBICTABISETCS Ha 3a4eTe C OLIGHKOW B COOTBETCBHHM C CO CIEAYIONIMM MPOIEHTHBIM COOTHOIIEHHWEM OT
BBITIOJTHEHHOTO 00beMa MPAaKTHYECKUX 3aIaHUN TEKYIIUX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yAOBIETBOPUTENIBHO» (3 Oaia)

75-90% - 3auTeHO «xoporioy (4 6amra)

90-100% - 3auTeHO «OTIMYHO» (5 OAIOB)

— HA OlIEHKY «He 3auTeHo» (2 6amna u 1 6amn).

— HA OLIEHKY «He 3auTeHo» (2 O6amna u 1 6amn).
-HA OLIEHKY «OTJIMYHO» (5 0aJi1a), eciu nIpeoaoieBacT CPEAHUN YPOBEHB, T.€.
3Haem - NOKYMEHTOBETYECKYIO TEPMHHOJIOTHIO; - HOPMATUBHO-METOINYECKUE MaTe-puajbl MO JOKYMEHTH-POBAHHIO YIpPaBIIEHYE-CKOU AEATEeIbHOCTH;
CIOCcOOBI M CpeACTBa JIOKYMCHTHPOBAHWS; 3aKOHOMEPHOCTH pa3-BUTHSA JOKYMEHTAa; CTPYKTYpPy JOKYMEHTa; XapaKTepUCTHUKy W CO-CTaB
YHU(DHUIIMPOBAHHBIX CHCTEM JOKYMEHTAIIMHM;, TUMOBOW COCTAaB CHUC-TEM JIOKYMEHTAlUU Y4Y-PEXKIACHHUA THO00W Opra-HU3allMOHHO-TIPABOBON (HOPMBI,
MpaBWJIa COCTABIICHUS U O(POPMIICHHS JIOKY-MEHTOB; MOPSIOK OPTaHMU3AIMH JJOKYMEHTOB B KOMIUJICKCBI, KPHTEPUH ¥ TPUHITUIILI OTIPEICIICHNS HAydHO-
HUCTOPUYECKHI M MPAK-TUYECKON IIEHHOCTH J0-KyMEHTOB; - OCHOBHBIC HAay4HbIe M MEPUOAMYECKUE M3/IaHUSA B 00JACTU IOKYMEHTOBEACHHS; OCHOBHBIC



VHTEepHET-UCTOUHUKH B 00JAaCTH JOKYMEHTOBEJECHMS; HOPMATHUBHO-IIPABYI0 U HOPMAaTHUBHO-METOAMYECKYIO 0a3y JOKYMEHTAlMOHHOIO oOecredeHus
yIpaBieHusi; CHocoObl pPabOThl C Pa3IMYHBIMM HCTOYHU-KaMH WH(GOpPMAlWU; MpaBWIa MOATOTOBKH YIPABICHYECKHX TOKYMEHTOB TEOPETHYECKHE
OCHOBBI BEJICHHs JEJIOBOM IEpPEeNUCKH COCTaB U COJAEP)KaHHE HOPMATHBHO-METOJUYECKOM 0a3bl IO COCTABICHUIO U O(OPMIIEHHIO CIIy>KEOHBIX
JOKYMEHTOB, CHEUHU(UKY SI3bIKa YNPaBICHYECKOH JOKYMEHTAIMW; OCHOBHBIE MPOOJIIEMBbI HOPMATUBHOTO OOECHEUEHUS] COCTABICHHUA U O(OpMICHHUS
YIPaBIEHYECKON JTOKYMEHTAlUU; - TEHAEHLMM pPa3BUTHUA MHPOPMALMOHHO-JOKYMEHTALMOHHOIO OOECIEeUeHUs YIIPaBJIEHUS U apXMBHOIO Jelna; -
MH(OPMAIMOHHbIE TEXHOJIOTUH MPH paboTe ¢ MHPOpMaIuei B 006JacTh JeONPOU3BOICTBA; - OCHOBHBIE TPOOJIEMBI HOPMAaTUBHOTO 00ECTICUCHHS BEJICHUS
JIeJIOBOM TEPENUCKU; yMemb AHAIU3MPOBATH HOPMA-THUBHO-METOJUYECKHE MCTOYHHMKHU IO JOKY-MEHTHPOBAHMIO YIIPABIECHUYECKOW AEATENbHOCTHU;
XapaKTepu30BaTh U aHAJIU3UPOBATh YHU(PHU-LMPOBAHHBIX CHUCTEM JIOKYMEHTALMU; - BBISBJISATH TUIIOBOM COCTAaB CUCTEM JOKYMEHTAIMM YUPEKJEHUI
10001 OpraHu3alMOHHO-TIPAaBOBOM ()OPMBI; MPUMEHATh MPABUIIa COCTABICHUS U OPOPM-JIEHUS JOKYMEHTOB Ha NMPAKTUKE; OPraHU30BbIBATh JOKYMEHTHI
B KOMIUIEKCHI;  BBISBISATh HAyYHO-UCTOPUYECKYIO M IPAK-THUYECKYIO ILIEHHOCTb JOKYMEHTOB; - COCTaBISATh U OQOPMISATH pPA3IMYHBbIE BHJIbI
YIIpaBJIEHYECKUX JOKYMEHTOB B COOTBETCTBUU C MPABUIAMH MX MOJrOTOBKM; IPOEKTHPOBATH YHU(DULMPOBAHHBIE (POPMBI YIIPABIEHYECKUX JJOKYMEHTOB
C Y4E€TOM COBPEMEHHBIX TPEOOBaHMIA K MX COCTABJICHHUIO M OGOPMIICHHUIO; MPUMEHSATH MPABUIIa BEJACHUS JICIOBOW MEPENUCKH; COCTABIATH JIOKAIBHYIO
HOPMaTHBHO-METOJJUUECKYIO JIOKYMEHTALUIO IO MOATOTOBKE YIPABICHUYECKOW TOKYMEHTALMU; CAMOCTOSITEIbHO OCYILECTBIIATh MOMUCK HAy4d-HBIX U
MEPUOTNIECKUX M3TaHUI B 00JIACTH JTOKYMEHTOBEACHHUS; CAMOCTOSATEIHHO MCIIOIb30BaTh OCHOBHBIC HHTEPHET-UCTOYHUKH B OOJIACTH TOKYMEHTOBEACHUS
B IIpo(heccro-HaIbHOM AEATEIbHOCTH; CaMOCTOSATEJIBHO aHAIM3UPOBATh HOPMATUBHO-TIPABYI0 U HOPMAaTUBHO-METOANYECKYIO 0a3y JOKYMEHTALMOH-HOTO
o0OecrieueHnsl YIpaBJI€HUS; CaMOCTOSTEIbHO HCIOJIb30BATh CIOCOOBI pabOThl C pa3IMYHBIMU HMCTOYHUKAMU HH(Op-Maluu B Npodeccuo-HalbHON
JESTeIbHOCTH; - BBISABIATH TEHJCHLIUN PA3BUTUS HHPOPMALIMOHHO-TOKYMEHTALIMOHHOT0 00€CIIeYeHus YIIPABIECHHsI U apXUBHOTO JIeJIa; - CAMOCTOSTENIbHO
MPUMEHITh MH(GOPMALMOHHBIE TEXHOJOTMM MHpH paboTre ¢ HHPOpMalued B 00JacTU JIEIONPOU3BOJICTBA; - COCTaBJIATh JIOKAIbHYI0 HOPMAaTHBHO-
METOAMYECKYIO JOKYMEHTALMIO IO BEJCHMIO JIEJIOBOW MEPENUCKH; 61adeem JOKYMEHTOBETUYECKON TepMHHOJIOTHEH B NpodeccHOHANbHOM peuu;
IIpUEMaMH COCTaBJIe-HUS U OQOPMIICHHS OC-HOBHBIX YIpaBJI€HYE-CKUX JOKYMEHTOB; MeETOJaMHM YHU(UKAIMM U CTaHAAPTH3ALUU JOKYMEHTOB;
3HAaHUSIMHM OCHOBHBIX NPO0OJIeM B 00J1aCTH IOKYMEHTOBECHHUS; - HABBIKAMH Pa0OThl ¢ OCHOBHBIMU HAayYHBIMHU U MEPUOJANYECKHUMHU U3IaHUSMH B 001aCTH
JIOKYMEHTOBE/ICHUS; HaBbIKaMH pabOThl ¢ OCHOBHBIMH VHTEpHET-UCTOUHHMKAMHM B OOJACTH JTOKYMEHTOBEACHHUS;, 3HAHUSIMH HOPMATHBHO-TIPABOM U
HOPMAaTHBHO-METOJMYECKOM 0a30il JOKyMEHTAIlMOHHOTO OOecreueHHs YIpaBlIeHHs; criocodaMu paboThl ¢ pa3IMYHBIMM MCTOYHUKAMU MHPOpPMAaLUY; -
MpaBWJIaMU MOATOTOBKH YIIPaBJICHYECKUX JOKYMEHTOB; IpaBUJIAMU BEICHMS AEOBOW MEPENUCKU; HOPMATUBHO-METOANYECKON 0a3bl IO COCTaBICHUIO U
oopmieHnIo ciykeOHBIX JOKYMEHTOB O(UIIMAIBHO-AEIOBBIM S3bIKOM IPH COCTaBJIECHUH U O(POPMIICHUU CIYKEOHBIX JOKYMEHTOB; - MPAKTUYECKUMHU
HABbIKAMHU HCIIOJIb30BAHUSI YMEHHUS COCTaBIATH U O(OPMIISATH CIYKEOHYI0 JOKYMEHTAIMI0 Ha JAPYyruxX AUCHUIUIMHAX; - WHGOPMAIMOHHBIMU
TEXHOJIOTUSIMU MpHU paboTe ¢ HHpopMaIueil B 001acTH 1€JI0NPOU3BO/ICTBA; - 3HAHUSIMU OCHOBHBIX MPOOJIEM B 00JIaCTH JOKYMEHTOBEICHUSI.

-HAa OLIeHKY «xopomo» (4 0aJyuia), eciau IPEOAOJEBAET CPEJHUN YPOBEHb, T.€. 3Haem - JOKYMEHTOBEIYECKYIO TEPMMHOJIOTHMIO; - HOPMATHBHO-
METOJIMYECKUE MaTe-pHUalibl 10 TOKYMEHTH-POBAHUIO YIpaBIeHYE-CKOM JeATEIbHOCTH; CIOCOObI U CPe/ICTBA JOKYMEHTHPOBAHUS; 3aKOHOMEPHOCTH pa3-
BUTHUS JIOKyMEHTA; CTPYKTYpPY JOKYMEHTA; XapaKTepUCTUKY M CO-CTaB YHU(DULIMPOBAHHBIX CHUCTEM JOKYMEHTAI[MH; THUIIOBOM COCTAaB CHUC-TEM
JOKYMEHTAIUN y4Y-pexaAeHUN 0001 opra-HU3alMOHHO-TIPAaBOBOM (POPMBI; MpaBuiIa COCTaBIE€HUS U O(QOPMIICHHUS JOKY-MEHTOB; MOPSA0K OpraHU3aluu
JOKYMEHTOB B KOMIUIEKCHI; KDUTEPUU U IPUHLIUIIBI OIIPEIEICHNS] HAYYHO-UCTOPUUECKHUM U NTPaK-TUUECKON LIEHHOCTU A0-KYMEHTOB; - OCHOBHBIE Hay4HbIE
U TepUoJNYEeCKUe M3AaHUS B 00JacTH JOKYMEHTOBEJEHUS; OCHOBHblE MIHTEpPHET-HCTOUYHUKHU B OOJIACTU JOKYMEHTOBEIEHHUS; HOPMATHBHO-TIPABYIO U



HOPMaTHBHO-METOJMUYECKYI0 0a3zy JIOKYMEHTAllMOHHOIO OOEeCIeUeHMs YNpaBJIECHUS; CHOCOObI pabOThl C Pa3IMYHBIMM MCTOYHH-KaMHU HMH(pOpPMAaLUH;
IIpaBWjia IOATOTOBKHM YIPABJIEHYECKUX JTOKYMEHTOB TEOPETUYECKHE OCHOBBI BEJICHUS JEJIOBOM IMEPENUCKHM COCTaB M COAEpNKaHUE HOPMATUBHO-
METOANYECKON 0a3bl 0 COCTABICHUIO U OPOPMIICHHIO CIY)KEOHBIX JOKYMEHTOB, CHELU(UKY sI3bIKa yIpaBIeHYECKOH TOKyMEHTALlUY;

OCHOBHBIE TIPOOIEMbI HOPMAaTUBHOTO 00ECIIEUEHUs COCTaBICHUS U 0(POPMIICHHS YIPABICHYECKON JOKYMEHTAIH; YMems aHATU3UpOBaTh HOPMa-THBHO-
METOAMYECKHE UCTOYHMKH 110 TOKY-MEHTHPOBAHHUIO YIPABICHUYECKON AEATENbHOCTH; - XapaKTepPU30BaTh M aHAIU3UPOBATh YHU(PHU-LIUPOBAHHBIX CUCTEM
JOKYMEHTAIMH; - BBIABISATH TUIIOBOW COCTaB CHUCTEM JOKYMEHTALMHU YYPEXKICHHN 000 OpraHM3allMOHHO-TIPAaBOBOM (OPMBI; NPUMEHSATH IpaBUIIa
cocTaBlieHHsI U 0(GOpM-JICHHUsI JOKYMEHTOB Ha IPAKTUKE; OPraHU30BbIBaTh JOKYMEHTbl B KOMIUIEKCHI; BBIABIIATh HAayYHO-UCTOPUYECKYIO M IIpaK-
TUYECKYIO LIEHHOCTh JOKYMEHTOB; - COCTaBJSATh M O(QOPMIIATH pa3jMyHblE BUJbl YIPABIECHUYECKUX JOKYMEHTOB B COOTBETCTBHHM C IpaBUIAMH HX
MOJIrOTOBKM; IPOEKTUPOBAaTh YHU(DULUMpPOBAHHbIE (POPMBI YIPABICHYECKUX JOKYMEHTOB C YYETOM COBPEMEHHBIX TPEOOBaHMH K HMX COCTABICHMIO U
oopmiIeHNIO; TIPUMEHATH MPABUJIA BEICHHS JICITOBOM MEPENUCKU; COCTABIATH JOKAJIHHYI0 HOPMAaTHBHO-METOAMYECKYIO TOKYMEHTAIUIO MO TIOATOTOBKE
YIIPaBJIEHYECKON JOKYMEHTAllMM; CAaMOCTOATENBHO OCYLIECTBISATh IOUCK HAy4d-HbIX M IEPUOAMYECKMX W3JaHUH B O0JIACTH JIOKYMEHTOBEACHUS;
CaMOCTOSITEJILHO MCIOJIb30BaTh OCHOBHBIE MHTEPHET-UCTOYHUKH B 00JaCTU JOKYMEHTOBEIEHUS B Mpo(deccno-HaIbHOM JeATENbHOCTH; CAMOCTOATEIbHO
aHAJIM3UPOBaTh HOPMATUBHO-NIPABYID M HOPMATHBHO-METOJUYECKYIO 0a3y JOKYMEHTAI[MOH-HOTO OO0ECIeYEHHUs YIPABICHUS;  CaMOCTOSTEIbHO
MCTIOJIB30BATh CIIOCOOBI PabOTHI C PAa3IMYHBIMH HCTOYHHKAMHU HH(GOp-MAMKA B MPO(ECCHO-HATBHON NEATEIBHOCTH; 61adeem TOKYMEHTOBEIYECKOU
TEPMUHOJIOTHEH B HPOPECCHOHATIBHOM pedd; MpPUEeMaMU COCTaBle-HUS U O(QOPMIICHHMS OC-HOBHBIX YIIPaBJIEHYE-CKUX JOKYMEHTOB; METOJaMH
YHU(PUKAIUNW U CTaHJApTH3alUU JOKYMEHTOB; 3HAHHUSMU OCHOBHBIX NpoOJeM B 00JacTH JOKYMEHTOBEIEHHS; - HaBbIKAMU pabOThl ¢ OCHOBHBIMU
Hay4YHBIMM U TEPUOJAWYECKMMHU H3JaHUSMH B O0JIACTH JOKYMEHTOBEICHMs; HaBbIKAMH Pa0OOThl C OCHOBHBIMH VHTEpHET-MCTOUHUKAMHU B OO0JIACTH
JOKYMEHTOBE/ICHHUSI; 3HAaHUSIMU HOPMAaTUBHO-TIPAaBOM M HOPMAaTHUBHO-METOJNYECKON 0a30i TOKyMEHTAlMOHHOIO OOecleueHus yIpaBieHHs]; cCliocodamu
paloThI C pa3IMYHBIMU UCTOUHUKAMU MH(POPMALIUMY; - IPAaBUJIaMHU MOJTOTOBKU YIPaBJIEHYECKUX JOKYMEHTOB; IpaBHJIaMH BEIEHUS /J1€0BOM NEepencKH;
HOPMAaTUBHO-METOAMYECKON 0a3bl MO COCTaBICHUIO M O(OPMIICHHUIO CIIY)KEOHBIX JOKYMEHTOB O(DHIIMAIBHO-JIEIOBBIM SI3bIKOM IPHU COCTABIEHUU U
oopMiIeHNH CITyKEOHBIX TOKYMEHTOB.

- Ha OLEHKY «YyJIOBJIETBOPUTEJbHO» (3 0asjia), eciiu MpeojojieBaeT MOPOTOBbIN ypoBeHb. OOyUaromuiics MOKa3bIBa€T MOPOroBbIil YPOBEHB
c(OPMHPOBAHHOCTU KOMIETEHIUH, T.€. 3Ha€T OCHOBHYIO JIOKYMEHTOBEAUECKYIO TEPMUHOJIOTHIO; OCHOBHBIE HOPMAaTHBHO-METOIMUYECKUE MaTEPHAIIbI 110
JOKYMEHTUPOBAHUIO YIPABICHUECKON NEATEIbHOCTH; CIOCOObI U CPEICTBA JTOKYMEHTHPOBAHUS; 3aKOHOMEPHOCTU PAa3BUTHUS JIOKYMEHTA; CTPYKTYpYy
JOKYMEHTA; XapaKTepUCTUKY U OCHOBHOH COCTaB YHU(HUIIMPOBAHHBIX CHCTEM JOKYMEHTAIIMM; THUIOBOH COCTaB CHUCTEM JIOKYMEHTALUU YUYPEeXKIEHH I
0001 OpraHU3aIMOHHO-TIPaBOBON ()OPMBI; TJaBHBIE IPAaBHUJIA COCTABICHUS U 0(QOPMIIEHUS JOKYMEHTOB; OOIIMI MOPAJOK OpraHU3aluu TOKYMEHTOB B
KOMIIEKCBI; TEOPETUYECKHE OCHOBBI BEJCHHS JE€JIOBOM MNEPENUCKH; COCTaB M COJAEpKaHHE HOPMATHBHO-METOJIMYECKOW 0a3bl MO COCTaBICHUIO U
o(opMIIeHHUIO CITY’)KEOHBIX JOKYMEHTOB; CHEIM(UKY S3bIKa YIPABICHYECKON TOKYMEHTAllUN; YMEET  aHaJTU3UpOBaTh HOPMaTHUBHO-METOINUYECKUE
HMCTOYHUKUA MO JIOKYMEHTHPOBAHMUIO YIPABIEHYECKOW NEATENbHOCTH; IbIMAeTCAd XapaKTepU30BaTh M AHAIU3UPOBATH YHUPHUIIMPOBAHHBIX CHCTEM
JOKYMEHTAIlMH; BBIABISATH THIIOBOW COCTAaB CHUCTEM JOKYMEHTALMHU YUYPEXKIEHHUH JII000H OpraHM3allMOHHO-TIPABOBOM ()OPMBI; TNPHUMEHSATH IpaBUIIa
cocTaBjeHHs 1 0OpMIICHHS IOKYMEHTOB Ha NpakTuke. Biageer ocHOBHBIMU IpUEeMaMU COCTaBJIEHUS U O(POPMIIEHHS] OCHOBHBIX YIPaBICHUYECKUX
JOKYMEHTOB; 3HAHUSIMU OCHOBHBIX MTPOOJIEM B 00JIACTH JOKYMEHTOBEICH!S; HABBIKAMH Pab0Thl C OCHOBHBIMU HAYYHBIMHU M MEPHOAMUYECKUMH U3IaHUSIMU
B 00J1aCTH IOKYMEHTOBE/ICHHS; HaBbIKaMH pabOThl C OCHOBHBIMH UHTEPHET-UCTOYHUKAMH B 00JIACTH JOKYMEHTOBE/IEHUS; 3HAHUSAMU HOPMAaTUBHO-TIPaBOi



Y HOPMaTUBHO-METOANYECKOM 0a30i1 TOKYMEHTAMOHHOT0 00eCIIeUeHHs yIIpaBICHUS;

— Ha OLeHKY «He 3auTeHo» (1 m 2 6a/uia) — pe3ynbraT 00y4eHHUsI HE TOCTUTHYT, OOYUYaIOMIMNACS Ha MPAKTHUYECKUX 3aHATHUSX, IPU BBINOJIHECHUH
IIPAKTUYECKHUX 3aJaHUN U YCTHBIX OTBETaX HE MOJKET [10Ka3aTh 3HAHMs HAa YPOBHE BOCHPOM3BEACHUS U O0BACHEHMs MH(POpPMALUU, HE MOXKET M0Ka3aTh
MHTEJJIEKTYaJIbHbIE HABBIKM PELIECHUS IPOCTHIX 3a/1a4.

Iloka3aTeu U KpUTEPUM OLIEHMBAHUS KYPCOBOil padoThI:

OCHOBHBIMHU KPUTEPHUSIMH ISl BRBIHECEHHS OalIbHOM onieHku KP siBisitores:

AKTYaJIbHOCTh M HOBH3HA TEMBI, CTEIIEHb TEOPETHUYECKOM UM MTPAKTUYECKON pa3paboTKH;

MOJIHOTA UCIIOJIb30BAHUS UCTOYHUKOB, OTEYECTBEHHON M MHOCTPAHHOMW CIEIUAIBHOM IUTEPATyphI 110 pacCMaTPUBAEMbBIM BOIIPOCAM;
MOJTHOTA Y Ka4eCTBO COOPAHHBIX (PAKTUYECKUX JAHHBIX MO OOBEKTY UCCIIEIOBAHNUS,

TBOPUYECKUN XapaKTep aHamu3a u 0000eHns PaKTUUEeCKUX JaHHBIX HA OCHOBE COBPEMEHHBIX METO/IOB U HAYYHBIX JOCTH)KCHUI;

Hay4YHOE U MPaKTUYECKOE 3HAUCHUE TPEIOKEHUHN, BEIBOJIOB U PEKOMEHAIIMN, CTENEHbh UX 00OCHOBAaHHOCTH M BO3MOKHOCTH PEAIbHOTO
BHEJPEHUS B pab0Ty yUpeKICHUI U OpraHu3aIuii;

[ R N R

[ HAaBbBIKK JIAKOHUYHOTO, YC€TKOI'0 MW TI'PaMOTHOI'0 M3JIOXKCHHUA MaTcpualia, O(i)OpMJIeHI/Ie pa6OTI)I B COOTBCTCTBHH C MCTOJHYCCKHMHU
YKa3aHUAMU;
[ YMCHHUEC BCCTH MOJEMHKY IO TCOPCTHYCCKHMM M IMNPAKTHYCCKHUM BOIIpOCaM pa60TI>I, FJ'IY6I/IH3 U MPaBUJIBHOCTL OTBCTOB HA 3aMCHaHUIA

PELEH3EHTOB U BOIPOCHI YIEHOB KOMUCCHUHU.

Ha onenky «otamuno» (5 6autoB) — paboTa BBITIOJIHEHA B COOTBETCTBUU C 33/IaHHEM, OOYUYAIOIINIICS MTOKA3bIBACT BHICOKUN YPOBEHb 3HAHUN HE
TOJILKO Ha YpOBHE BOCHPOM3BENEHUS M OOBACHEHUS HH(OpPMAlMK, HO U HMHTEIUVIEKTyalbHbIE HABBIKM DEIICHUS MPoOJeM U 3a/ay, HaXOXICHUS
YHUKQJIBHBIX OTBETOB K MpoOJieMaM, OIIEHKM U BBIHECEHMS] KPUTHYECKUX CyxXJIeHui; OLEHKY «OTIu4dHO» 3aciyxkuBaeT KP, Tema koTopoi Hay4dHO
000CHOBaHa U TMPEACTaBISET TEOPETHUECKUN MU MPAKTUYECKHU MHTEpeC, a CoAepkKaHHe CBUAETEIHCTBYET 00 MCIONIb30BAaHUH aBTOPOM COBPEMEHHOM
METOJMKU 00CJIeI0BaHUS TOKYMEHTAIIMOHHOTO 00eCTIeueHU s, MPUEMOB UCTOUHUKOBEAUYECKOTO aHAIN3a U CIIOCOOCTBYET TBOPUYECKOMY PEUICHUIO HAyYHO-
TEOPETUYECKUX U MPAKTUYECKUX MPOOTIEM TOKYMEHTOBEACHHUS.

CtpykTypa paOOThl, OLICHEHHOW Ha «OTJIUYHOY», JOJDKHA OBITh CTPOMHOMW, JIOTMUHON, COOTBETCTBOBATH COJEP)KaHUIO. ABTOPOM JOJKHBI OBITH
c/IeTaHbl BBIBOJIBI IO KaX/I0H ri1aBe padoThl. HeoOxoammMo, 4ToObI B 3aKIIIOUEHUHN COAEPKAIUCH YETKHE, BCECTOPOHHE 000CHOBAHHBIE BBIBOJIBI, KOTOPHIE
BHOCAT BKJIJl B Pa3BUTHE MMOCTABICHHOUN MPOOIeMbl, HAMEUAIOT TIEPCIIEKTUBY VIS TadbHEHIIeH pa3pab0OTKU M TTOKA3bIBAIOT CTETICHD BBHITTOJIHCHHSI 3a/1a4,
MMOCTaBJIECHHBIX BO BBEJEHNHU K pabore. Pabora gomkHa ObITh HamMcaHa JIUTEPATYpPHBIM SI3BIKOM, TIIATEILHO BBIBEPEHA, HAYYHO-CIPABOYHBIN ammapar u
odopmIIeHrEe TOKHBI COOTBETCTBOBATH JCHCTBYIONIUM rOCYAapCTBEHHBIM CTaHAAPTAM M HACTOSIIIIUM METOTUYECKUM PEKOMEHIAIIHSIM.

[Ipy oTAMYHON OIlEHKE WICHBI KOMHCCHH YYUTHIBAIOT KPAaTKOCTh M JIOTUYHOCTH BCTYMHUTEIHHOTO CJIOBA CTYJIEHTa, KOTOPOE JOHKHO OTPA3HTh
OCHOBHBI€ TT0JIOKEHUS pabOTHI U BBIBOJIBI ABTOPA, & TAKIKE YETKOCTh M apTYMEHTUPOBAHHOCTH OTBETOB HA BOMPOCHI, 33JaHHbIE YWICHAMHU KOMUCCHUHU.

— Ha OLIEHKY «X0poiuo» (4 6amra) — paboTa BBHITIOJHEHAa B COOTBETCTBUU C 3aJaHHEM, OOYyJarOIIUiCs MOKa3bIBaeT 3HAHUS HE TOJHKO HA YPOBHE
BOCTIPOU3BE/ICHUSI U OOBSICHEHHsS] MH(QOpPMAIMK, HO M MHTEIEKTyaJIbHbIE HABBIKH PEIICHUs MPOOJEeM U 3a/lad, HaXOXKICHHS YHUKAJIbHBIX OTBETOB K
npoOieMaM; eciid B paboTe aHAJIN3 UCTOYHUKOB U JINTEPATYPhl YACTUYHO HETIOJIHBIN, BEIBOJIBI 110 TJIaBaM HEJOCTATOYHO apTyMEHTHPOBAHBI, B CTPYKTYpE



U coJiep:KaHuu paboThl €CTh OT/IEIbHBIC OTPEIIHOCTH, HE UMEIOIINE MPUHIIMIHAIBHOTO XapakTepa. B octanbnoM KP, onenénnas Ha «Xxopoiioy, T0JKHA
OTBEYATh TPEOOBAHMSIM, IPEABABISEMBIM B pab0Te C OLEHKOW «OTIUYHOY;

— Ha OLIEHKY «Y/0BJIETBOPHUTEJIbHO» (3 Oamna) — paboTa BBIIIOJIHEHA B COOTBETCTBUU C 3a/laHUEM, 00yJarolIniics MOKa3bIBaeT 3HAHUS HA YPOBHE
BOCIIPOU3BCACHUA U O6'b$ICHeHI/I$I HH(l)OpMaI_[I/II/I, HWHTCJUICKTYAJIbHBIC HABBIKU PCHICHUA IMPOCTBIX 3adad; C€CJIU B KP anamu3 BMCTOYHUKOB U JIMTCPATYPhI
MOJIMEHEH aHHOTUPOBAHHBIM 0030pPOM, JOKYMEHTalbHas OCHOBa pabOThl MpEACTaBlIEHA HEAOCTATOYHO, BHIBOJIBI HE KOHKPETHBI, PEKOMEHAALUU U
MMPpCaAJIOKCHUSA cna60 APTrYMCHTUPOBAHBI, B CTUJIC U3JIOKCHHA U B O(l)OpMJIeHI/II/I paGOTBI HMCIOTCA NOTIPCHIHOCTHU, CTYACHTOM IPOABJICHA HCYBCPCHHOCTH BO
BpEMsI IUCKYCCHUH;

— Ha OILICHKY «HEeYJI0BJETBOPUTEIBLHO» (2 0ayura) — 3aaHue MPEToIaBaTelis BBIIIOJHEHO YACTHYHO, B TMPOIECCE 3aIIUTHI padOThI 00yJarOIIHIACS
JIOTMYCKAET CYIIECTBEHHbIE OMIMOKH, HE MOXKET MOKa3aTh HHTEJUICKTYaIbHbIC HABBIKH PEIICHUs TOCTABICHHOW 3a/1auH.

— Ha OLICHKY «HEYI0BJIETBOPUTEJLHO» (1 0ay) — 3amaHue MperoaBaTelis BBIIOJIHEHO YaCTHYHO, OOYUYAIOUTUICS HE MOXET BOCIPOU3BECTH H
OOBSICHUTH COACPKAHKE, HE MOXKET IMOKa3aTh UHTEIUIEKTyallbHbIC HABBIKU PEIICHUS MOCTABICHHOM 3a/1auH.



