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PaGouas nporpamma cocrtasyieHa Ha ocHoBe PI'OC BO - GakanaBpuaT 110 HarpaBiIeHHIO
noaroroBku 46.03.02 JlokyMeHTOBEeAEeHHE U apXHuBOBeaeHHe (puka3 MuHo6pHaykn Poccun ot
29.10.2020 r. Ne 1343)

PaGouas mporpamma paccMoTpeHa H  0m00peHa /J}a 3aceiaHuM  Kadenpsl
INenarormyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS o R TN
08.02.2021, npoTtokoi Ne 7 (‘/ [~ S )
sl

3as. xadenpoii 72 C.C. Benukanosa
Pa6ouas nporpamma o106peHa MEeTOAMYECKOH xogxﬁcc iNe}
03.03.2021 r. potokon Ne 7 4 =
TIpencenarens g T.E. A6pam3on
Pa6Gouas nporpamma cocraBiieHa: 7
noueHT kKadenpsr [TOu/I, kana. Gpuiiosn. HayK P < ndis C.JI. AugpeeBa
Peniensent: (7‘ P

C.A. Beno6opoaora



JIner akryaauszanuu padoyeil mporpaMmbl

Pabouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
yueOHOM roty Ha 3aceqanuu kageapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokosmor 20 1. Ne

3aB. kadenpoii C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 oo0peHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3aceqanuu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporoxom oT 20 . Ne

3aB. kadenpoii C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom o 20 . Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa 1 oo0penHa it peanm3armu B 2025 - 2026
y4eOHOM To1y Ha 3acenanuu Kapeapel [lemarornueckoro oOpa3oBaHus U TOKYMEHTOBEICHHUSI

[IpoTokomoT 20 . Ne

3aB. xadenpoit C.C. Benukanosa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusarmu B 2026 - 2027
y4eOHOM roay Ha 3acenanuu kadeapsl Ilemaroruyeckoro o6pa3oBaHus U TOKYMEHTOBEICHUS

IIpotokosm o 20 . Ne
3aB. xadenpoit C.C. BenukanoBa




1 Ilesin ocBOCHMSI AUCHMILINHBI (MOIYJISA)

— W3YYCHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa30BaHUs, CKIAJBIBAHUS W Pa3BUTHUS
CUCTEM  JOKYMEHTAIlMM, TEOPETUYECKUX M  MPAKTHUYECKUX  MpoOseM  CO3AaHHs
JOKYMEHTUPOBAHHOM MH-(OpMAIUHU OpraHU3aIui JTF000H OpraHu3alMOHHO-TIPAaBOBOH (HOPMEI.

2 MecTo TMCHMILIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOil IPOorpaMmbl

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

JUis  u3ydeHus  JUCUUIUIMHBI ~ HEOOXOAWMbI  3HaHMS  (YMEHMS,  BIAJCHUSA),
c(OpMHUPOBAHHBIC B PE3YJIbTATE H3yUCHHS AUCIUTUINH/ TPAKTUK:

VYuebHass - MpakTHKa MO TOJYYEHUIO MEPBHYHBIX NPOPECCHOHATBHBIX YMEHHH |
HaBbIKOB, B TOM YHCJE€ TMEPBUYHBIX YMEHMM M HABBIKOB Hay4YHO-UCCIIEOBATEIbCKON
NeSITEIbHOCTH

JIMHrBUCTHYECKHE OCHOBBI JIEIOBOTO MUChMaA

Brenenue B mpodeccuto

3HaHus (YMEHMs, BIAJIEHUs ), IOTYYE€HHbIE IPU U3YYEHUU JAHHOW JHCUUIUIMHBI OyayT
HE0OXO0IMMBI JJIs1 U3YyYEHUSI AMCIUILIINH/TIPAKTHK:

ApxuBOBeIEHUE

JlokyMeHTallOHHOE 00ecriedeHe TPYIOBbIX OTHOLIEHU B PO

MonenrpoBaHue CUCTEM JOKYMEHTAIIMU OpraHu3aluu

OCHOBBI CEKPETaPCKOTO 0OCTY)KUBAHUS

[IpoekTHas AessTETbHOCTh

NudopmanioHHbIe TEXHOJIOTHUH B JOKYMEHTOBEIEHUH 1 ApXUBHOM JIEjIe

HopmaTtuBHnas 6a3a 1ei1oBoro nuchbma

[IpoexTrpoBaHue yrpaBiIeHYECKON JOKYMEHTAIIUN OpraHu3alun

Jlenonpoun3BoICTBO KOMMEPUYECKUX TPEATPUATHI

HNudopmanmonHbIe pecypchbl KaJIPpOBOH CITY>KOBI

[IpakTHKyM 110 COCTaBIEHUIO U OPOPMIICHHUIO CITY>KEOHBIX JOKYMEHTOB

CnenuanbHasi CUCTEMA YYETHOM IOKYMEHTAIUU

I'ocynapcTBeHHbIE, MyHULIUTIATIbHBIE U BEJOMCTBEHHBIE apXUBBI

Mesx1yHapoAHbIE CTAaHAAPTHI YIPABICHUS TOKYMEHTAMU

Opranu3zanus paboTsl ¢ 00palleHUsIMU IPakIaH

JIoKyMeHTallMOHHOE ~ OO€clieYeHHe VYIpaBiICHHs Ha MPEANPUATUAX  PA3IUYHBIX
OpraHU3aIMOHHO-TIPAaBOBBIX (hopm

JenoBas nepenucka

VYueOHas - 03HaKOMUTEIbHAS TPAKTHKA

Opranu3zanus 1 TEXHOJIOTHUS TOKYMEHTAllMOHHOTO 00eCrieue s yIpaBlieHUs

JlokymeHTaloHHOe o0ecredeHre AEITeIbHOCTH OPraHOB TOCYJapCTBEHHOM BIACTH,
yIpaBJICHUS U MOABEIOMCTBEHHBIX OpraHu3auil

[IpoexkTHast AEATENBPHOCTh TO JOKYMEHTAlMOHHOMY OOECIEUYEHHIO YIpaBICHUS
opraHusanuen

[IpousBoicTBEHHAs - MPAKTUKA MO MOJYyYEHHIO MPO(ECCHOHAIbHBIX YMEHUNU M OTBITA
poheccuoOHaTbHON IS TETbHOCTH

JIOKyMEHTHPOBAaHHUE IEATENBHOCTH HETOCYIapCTBEHHBIX OpraHu3auil

WNudopmanronHoe odecrieyeHre ynpaBieHus

KangpoBoe nenonponsBoacTBO

[ToaroToBKa K Mpoiierype 3aluThl U 3alMTa BHITYCKHON KBATH(PUKAITMOHHON paboThI



3 Kommnerenuun odyuarouierocsi, GopMupyembie B pe3yJabTaTe 0CBOCHUS

AUCHHUIIIINH

bl (MO/1yJIsl) U IVIAHWPYeMble pe3y/JbTaThl 00y4eHust

B pesynbrare ocBoeHUsI TUCHUIUIMHBL (MOayIs) «JOKyMeHTOBeIeHHE» O0ydaroImuiics
J0JKEH 001a1aTh CIEAYIOIUMU KOMIIETCHIUSAMHU:

Koxa nnnukaropa

Nuaukatop 10CTHKEHUS KOMIIETEH NN

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

caMOpa3BUTHA HA OC

HOBE IPUHITMIIOB 00pa30BaHUs B TCUCHUE BCEU JKU3HU

YK-6.1

I/ICHOJII)?;yeT HHCTPYMCHTBI W MCTOAbI YIIPABJICHUA BPEMCHCM IIPpU

BBIIIOJIHEHUM  KOHKPETHBIX  3aJad, [POEKTOB, TMpU  JOCTHXKEHUU
IIOCTABJICHHBIX LIEJIEH

YK-6.2 Ormpenenser NTPUOPUTETHI COOCTBEHHOW JIEATEILHOCTH, JUYHOCTHOTO
pa3BUTHSL U TPO(eCcCHOHAIBHOTO pOcTa

YK-6.3 OnenuBaer TpeOOBAaHUS PBIHKA TPyAa U HPEUIOKEHUS 00pa3oBaTeIbHBIX

YCIIYT Il BBICTpPAaUBAaHUS TPACKTOPUU COOCTBEHHOTO MPO(ECCHOHAIBHOTO
pocta

VYK-7 CrnocobeH moanepxuBaTh JODKHBIM YPOBEHb (PU3UUYECKOW MOATOTOBICHHOCTH JISI

o0ecrieue s mMOJTHO

LIEHHOM CONMAILHOM 1 TP0(EeCCUOHAILHOM ASATEIHLHOCTH

YK-7.1

BriOupaer 3p0poBbecOeperammme TEXHOJOTHH Uil MOJACPKAHUS
3JI0POBOTO 00pa3za >KU3HU C Yy4ETOM (PU3MOJOTHYECKUX OCOOCHHOCTEH
OpraHu3Ma M YCJIOBHIA peain3aliui IpohecCHOHATHbHON NS TeTbHOCTH

YK-7.2 [Inanupyer cBoe paboyee M CBOOOJHOE BpeMs [UIs ONTHMAaIbHOIO
coueTaHusi (GU3NYECKOM M YMCTBEHHOW Harpy3ku Hu oOecredeHus
paboTOCIOCOOHOCTH

YK-7.3 ColOmromaeT W TpoMaraHgupyeT HOPMBI 370pOBOTO oOpa3a >KH3HHU B

PA3TMYHBIX )KU3HCHHBIX CUTYallUsIX U B HpO(l)eCCHOHaHBHOﬁ JCATCIIBHOCTH

OIIK-2 CrocobeH H

cepe cBoeii mpodec

aXOJIUTh OPTaHU3AIIMOHHO-YIIPABJICHUECKHE PEIICHUS TIPH PEIICHUH 3a/1a4 B
CHOHAJILHOM NESATCILHOCTH,

OIIK-2.1 OmnpexnenseT ey 1 3aJ1a4u yIpaBieHUs B cepe cBoeH nmpodecCuoHaIbHON
JESTEIbHOCTH

OIlIK-2.2 Hcnonp3yeT OCHOBHBIC METOJBI M MPUEMBbl OpPTaHU3AIMH, TUIAHUPOBAHUS,
MOTHBAIIMM, KOOPIWHALIMKM M KOHTPOJSI TpoleccoB B cdepe cBoei
pohecCHOHAIILHOU NISSITEITbHOCTH

OIIK-2.3 YMeer uaeHTUGUIUPOBATH TPEOOBAHKMS HOPMATHBHO-TIPABOBOM Cpebl K

CcBOEH HpO(beCCHOHaHBHOﬁ JCATCIIbHOCTH U ACATCJIBHOCTU OpraHu3alnuu

OIIK-3 Cnocoben IPUMCHATb TCOPCTHUYCCKUC 3HAHUA JIA PCHICHHA ITOCTABJICHHBIX 3aJ1a4 B

001aCcTH JOKYMCHTO

BCIACHM 1 apXNBOBCOCHU A,

OIIK-3.1

CocraBnsier, odopmisieT W BeIeT YIPaBICHUYECKYIO JIOKYMEHTAILIUIO
pa3IMYHBIX BHJAOB 1O MNPOPUIIO  JSATEIBHOCTH OpraHU3alMH B
COOTBETCTBUH C €€ OPraHu3allOHHO-IIPaBOBOM (HOPMOit

OIIK-3.2 3HaeT NpaBOBblE HOPMbI W IIpaBWJa OpraHM3allMd, CHUCTEMaTH3alluu,
KOMIUICKTOBaHUS W Yyd4eTa JAOKYMEHTAIbHOTO M apXUBHOTO (DOHIOB
OpraHu3aluu

OIIK-3.3 PaboTtaer ¢ xopnopaTHMBHON CHCTEMON JAOKYMEHTOOOOPOTa, B TOM 4YHCIE

AJIEKTPOHHOTO, B COOTBETCTBUH C IPABOBBIMU HOPMaMH PO (HeCCHOHATLHOU
CpeIbl




YHUCIIC:

4. CTpyKTypa, 00b€éM H coaep:KaHue T CHHUIIIMHBI (MOXYJIs1)
OO6mas TpyaoeMKocTh auciuiuinabl coctaisger 10 3agernpix equaun 360 akan. 4acoB, B TOM

— KOHTaKTHas paborta — 76,2 akaj. 9acoB:
— aynuTopHas — 12 akaj. 9acos;
— BHeayIuTOpHas — 64,2 akaJ. 4acos;

— camocTosiTenbHas pabora —272,1 akaz. 4acos;

— B (popme npaxTrueckoii moaroroBku — 0 akan. ac;

— MMOATOTOBKA K 3auéTy — 7,8 akan. yac
dopma aTTECTAINU - 3a4ET, KypcoBasi paboTa, 3a4eT C OLEHKOM

commaxton padora | £ & Gopua
0
o (B akag. qa{)cax) 5 q’i B TORYILEro Kon
Paznen/ Tema g & E| camocrosTenbHO KOHTPOJIS KOMITETHIH
JICIMTUTAHBI < 0 g s i YCIIEBaEMOCTH U "
Tex | npaxr. %chq paboThI MPOMEKYTOHO
. sam. | S & i aTTecTanuu
3aH.
1. Pazmen 1. VYuHudunupoBaHHbIe
CHCTEMBI TOKyMEHTAIMH. JIOKyMEHT Kak
crcTeMa
Tlouck
JIOTIOJTHUTENBHOMN
UHPOPMAIIH IO
3aJ]aHHOU TEMe.
Koutponbhas
Bblpl'?()GJ'?I—T:I.—U/IC TectupoBanue VK-6.1,
[E— (Tekyliee u VK-6.2,
ON—— UTOTOBOE) VK-6.3,
pabor Ipakruueckas | OIIK-2.1,
pabora OIlK-2.2,
1.1 YnpasieHueckas Teopus CaMoCTOSATENBHO
KonrtponbsHas OIlK-2.3,
JIOKYMEHTA. VYnpasnenueckue| 2 | 1/1U 17,3 € U3y4eHHE pabora OIIK-3.1,
SHCTEMS 0Ky MeRTaIK oot | Vemuitonpoc | OMK-32,
— (cobecenoBanue| OIIK-3.3,
TTonroroBka k ) Ha YK-7.1,
npaktuaeckux u| YK-7.2,
TECTUPOBAHUIO saueTe VK-73
Pabora ¢
KOMITHIOTEPHBIMH
, DJIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU

CUCTCMaMU




TTouck
JIOIIOJTHUTEILHOM
HUH(POPMAIUH 11O
3aJaHHOM TEME.

KonTponbHas
et | T
JIOMALITHIX (Texyiee u OIIK-2.1,
HpaKTHYCCKIX UTOr'0BOE) OIIK-2.2,
aGoT IMpakTtuueckas | OIIK-2.3,
1.2 Crannmaptusanms U yHA(DHKAINS CaMOETO?ITeJ‘ILHO padora OIK-3.1,
JOKYMEHTOB.  YHH(UIMpPOBaHHBIE 0.5/05 /11 | 22 € U3y4eHHe Kowpobuas | OINK-3.2,
) u o paborta OIIK-3.3,
CHCTEMBI JIOKYMEHTAIHH yueOHO U VeTHblii onpoc VK-6.1,
HaylH;O T;ITep & (cobecenoBanme| VYK-7.1,
HOI[FEEOB.KH. K ) ra YK-7.2,
TecTH npakTideckux u|  YK-7.3
POBaHHIO
Pabora c Jatetre
KOMIIBIOTEPHBIMH
, QIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cHCTeMaMu
Tlouck
JIOTIOJTHUTENBHOMN
MH(OpMAIHH 110
3aJ]aHHOU TEME.
Kontponsnas
Bblpr?(?;:;lr.-me TectupoBanue | OIIK-2.1,
[ — (Texymee u OIIK-2.2,
UTOTOBOE) OIIK-2.3,
npaKTng cokux Ipakruueckas | OIIK-3.1,
1.3 ToxymeHt kak cucrema. OOmiue CaMOS:o;([)TTeano pabora OI1K-3.2,
TpeOoBaHUs K ohopmiteHHIO 0,5/0,5 Konrponenas | OIIK-3.3,
221 24,1 € U3y4eHHe
OpraHU3aIOHHO-PACIIOPSIUTEIbHBI n yaeGHOM 1 pabora VK-6.1,
X JOKYMEHTOB Hay9HO JTepa- YcTHBII orpoc VK-7.1,
TypBI (cobecenoBanne| VYK-7.2,
HOZ[FOTOB.Ka K ) Ha VK73,
TCCTHDOBAHMIO npaktuueckux u| YK-6.2,
PaGora c 3ayere VK-6.3
KOMIIBIOTEPHBIMH
, DJIEKTPOHHBIMHU
yueOHHUKaMHU,
TECTOBBIMHU
cucTeMaMu
Wroro no pazaeny 221 3/31 63,4

2. Pasmen 2. TpeboBanus K
COCTABJICHHIO U O(OPMIICHHIO OCHOBHBIX
BUJIOB

OpraHU3aHOHHOr O-PACIIOPSAUTEIHOM

JOKYMCHTAIlNH




TTouck
JIOIIOJTHUTEILHOM
HUH(POPMAIUH 11O
3aJaHHOM TEME.
KonTponbHas
pabora.
TectupoBanue
Bremonaenne
OMAIITHUX (Texymee B
. Hafcmqecmx HUTOT'OBOE) OIIK-2.1,
P paor IMpakTtuueckas | OIIK-2.2,
abora OIIK-2.3,
2.1 TpeOoBaHMS K COCTaBJICHHIO U CaMoCTOATENBHO P
KonrponbsHas OIIK-3.1,
O(OPMIICHHIO  OCHOBHBIX  BHJIOB /11 25 € U3y4dcHUe pabota OIK-3.2
OpraHM3alHOHHBIX JIOKY-MEHTOB eOHOM U . .
P = JloKy leI{a HO YcrHblit onpoc VK-6.2,
J'II/ITCSZprBI (cobecenopanne| VYK-7.1,
) H K-7.2
[loaroroska k ) Ha v
MPAKTHICCKUX U
TECTHUPOBAHHUIO saueTe
Pabota ¢
KOMIIBIOTEPHBIMH
, QIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMU
CUCTEMaMU
TTounck
JIOTIOJTHUTEIILHOM
MH(OpMAIHH 110
3aJIaHHOM TeMe.
Kontponsnas
pabora.
TectupoBanue
Brimonnenue
OMAILIHIX (Tekyiee u VK-6.1,
- Hamnqecxnx UTOI'OBOE) YK-7.1,
p pabor [pakTuueckas VK-7.2,
abora YK-7.3
2.2 TpeboBaHHS K COCTaBJICHHUIO U CaMOCTOSATEILHO P )
oo l\l/:l)HeHI/l}O OCHOBHBIX  BWJIOB| 2 0.5/05 0.5/05 25 € U3y4eHHe Komporbuas |- OINK-2.1,
acfo SITUTEIBHBIX TOK -MeHTOBZl u 1 qegl:xoﬁn pabora OIIK-2.2,
P PR JlOKY Hay HO JIHTEDE- Vernwiii onpoc | OTIK-2.3,
quypbl P (cobecenoBanue| OIIK-3.1,
’ Ha OIIK-3.2,
TToaroroBka k )
TCCTHDOBAHMIO npaktudeckux u| OIIK-3.3
3a4ere
Pa6ora ¢
KOMITBIOTEPHBIMHU
, DIIEKTPOHHBIMH
yueOHHUKaMHU,
TECTOBLIMU
CHCTEMaMH
TTouck
JIOIOJIHUTEIHLHOU
UHPOPMALIUH 10
3aJaHHOU TEME.
Kontponbnas
pabora.
TectupoBanue
Brimonnenue
OMALLIHIX (Tekyiuee u VK-6.1,
. ﬂaKTI/I‘-IeCKI/IX HUTOTOBOE) VK-7.1,
p aGor [pakTudeckas VK-7.2,
2.3 TpeboBaHHSI K COCTAaBJICHHIO U CaMOETOHTeJILHO pabora VK-7.3,
0()OPMIICHHIO  OCHOBHBIX  BHJIOB 0,5/0,5 0,5/0,5 25 e HBVaere KonTponbHas OIIK-2.1,
HMH(POPMAITHOHHO-CITPABOYHBIX n )41 eg;oﬁ " pabora OIIK-2.2,
JIOKYMEHTOB HaquO TeDa- Vernwrii onpoc | OTIK-2.3,
quprI p (cobecenoBanue| OIIK-3.1,
) Ha OIIK-3.2
Tloaroroska x ) '
TecprOBaHmo npaxrideckux u| OIIK-3.3
3auere
Pabora ¢
KOMITHIOTEPHBIMH
, DIIEKTPOHHBIMHU
y4eOHHKaMH,
TECTOBLIMHU
CHCTEMaMH




Tlouck
JIOTIOJTHUTENBHON
HUH(POPMAIUH 11O
3aJaHHOM TEME.
KonTponbHas
pabora.
Bemmonnenne Tectupoante
JIOMALITHIX (Texyiee u VK-6.1,
—— HUTOT'OBOE) VK-7.1,
aGoT [IpakTuueckas VK-7.2,
2.4 TpeOoBaHMS K COCTaBICHHIO U P pabora VK-7.3,
CaMocTosTENEHO
O(OPMIICHHIO  OCHOBHBIX  BHJIOB 25 ¢ H3ycHTE Konrponenas | OIIK-2.1,
JIOKYMEHTOB 1o TPYAOBBIM yaeGHOM M pabora OIIK-2.2,
OTHOILIECHUSAM. JINUHBIE JOKYMEHTHI HAYYHO THTEpA- Yernsiii onpoc | OINK-2.3,
TYpBL. (cobecemoBanne| OIIK-3.1,
IloaroroBka k ) ra OLIK-3.2,
TeCTHPOBAHMIO npaxrtideckux u| OITK-3.3
Pabora ¢ Jatetre
KOMIIBIOTEPHBIMH
, QIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cHCTeMaMu
HUroro no paszpeny 2/21 1/11 | 100
Urtoro 3a cemectp 4/41 4/41 | 163, 3auéT
3. 3 Pasgen. CoBepiieHCTBOBaHHUE
JIOKYMEHTAIMOHHBIX HPOLIECCOB.
KoMIuteKchl TOKYMEHTOB
Tlouck
JIOTIOJTHUTEJIbHOM
UHPOPMAIIH IO
3a/laHHOM TeMe.
Kox;gggz.ﬂaﬂ Tz:cmpOBaHne
TEeKyIlee U
B:(I;[gz[zzze UTOTOBOE) VK-6.1,
[pakTuueckas VK-7.1,
3.1 PernameHranus  NpolEccOB MPAKTHHACCKHX pabora VK-7.2,
JIOKYMEHTOO0OPa30BaHHUsL. paor KonrtponbHas VK-7.3,
CamocCTosATEeNbHO
Yuudukanus u  CcTaHIapTH3ALMS pabora OIlK-2.1,
1 1/11 | 42,7 € U3yueHue o
KaK METOJIbl COBEpILICHCTBOBAHMA yae6HOM 1 Vernwiii onpoc | OITK-2.2,
JIOKYMEHTHO-KOMMYHHKAIIHOHHOM Hay9HO JTepa- (cobecenoBanue| OIIK-2.3,
JEeATCTBHOCTH TYDHL. ) Ha OIIK-3.1,
ToxrorosKa K npaktnaeckux u| OIIK-3.2,
TeCTHPOBAHMIO 3auere OI1K-3.3
Pabora ¢ Kypcosas
KOMITHIOTEPHBIMH patora
, DJIEKTPOHHBIMHU
yueOHUKaMHU,
TECTOBBIMHU
crcTeEMaMu




TTouck
JIOIIOJTHUTEILHOM
UH(pOPMALUH IO
3aJaHHOM TEME.

OILICHKOI

KonrponbsHas
pabora. Tectuposanue
BelnonHeHne (rexymee u
JOMAIIIHAX HTOTOBOC) OIIK-2.1,
MPAKTHYECKUX Mpaktnueckas | OIIK-2.2,
’ paGor pabora OIIK-2.3,
3.2 Ilpoctble M CIIOXKHBIE 05/L5 CaAMOCTOSTEIBHO KOHTp60J'II;Ha$I OHE_g_ ;
KOMIUIEKCHI TOKYMEHTOB. 0,5 2ILo| ag ¢ u3yuenne pabora OIIK-3.2,
JIOKYMEHTHBIE PECYPCHL. 151 yae6HOi 1 Vernbiii onpoc | OITK-3.3,
HAVIHO JTHTEDA- (cobecenoBanne| VYK-6.1,
qu bl P ) Ha YK-7.1,
HOI[FE)]?OB:KH, « |mpaKTHUecKHX 1 VK-7.2,
TeCTHPOBAHHIO 3a4eTe VK-7.3
Pa6ora ¢ Kypcosas
KOMITBFOTEPHBIMU pabora
, DJICKTPOHHBIMHU
y4eOHUKaMH,
TECTOBLIMU
cUCTEMaMU
TTouck
JIOTIOJTHUTEIILHOM
UH(POPMALMH IO
3aJIaHHOM TeMe.
BeinonHeHue (rexyniee u
JIOMAIITHHX HTOTOBOE) OIIK-2.1,
IPAKTHYECKHX Ilpaxruueckas | OIK-2.2,
3.3 OcobeHHOCTH  COCTaBJICHUS paGor " pabota ggﬁgi,
JIOKYMEHTOB Ha MAaIIMHHBIX 05/15 CAMOCTOSTEIBHO 0HTp60m>Ha;1 OHK-3'2’
HocuTensix. FOpuauyeckas — cuia 0,5 ) . , 28 ¢ H3yueHHe v padora 0 -3_3,
JIOKYMEHTOB Ha MAaIIMHHBIX yaeGHOM 1 CTHBII OMPOC TK-3.3,
HOCHTEIISIX HAY4HO JUTEpa- (cobecenoBarme| VK-6.1,
qu B P ) Ha VK-7.1,
Hozlrz)lgos.xa « [mpaxTueckux u VK-7.2,
TECTHPOBAHHIO 3adere VK-7.3
PaGora ¢ Kypcosas
KOMIIBIOTEPHBIMU pabora
, DIIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBLIMHU
CHCTEMAMU
HUroro no paznery 2 /AT | 108,
HUroro 3a cemectp 2 /AT 1108, pomp
272 3ayer, KypcoBast
Hroro no aucuumniauze 6/41 6/81 1 ' paBora, sater ¢




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

W3ydyeHne QUCUMIUIMHBI HayMHAEeTCs C IieJIenoJjlaraHusi, 0003Hayarollero OCHOBHbIE
3HaHUS, YMEHHUS U HaBBIKU, KOTOPBIE JOJDKHBI CHOPMUPOBATHCS Y CTYACHTOB B X0J€ O0YUYCHHSI.
Hayka «/loxymeHTOBeneHHE» MpEACTaBIeHA B CHEKTPE MPOOIEMHBIX BOIPOCOB YIIPABICHUS B
Pa3JIMYHBIX OTPACIIAX AEATEIBHOCTH YEJIOBEKA.

TexHosiorHel MOHHUTOPUHTA PE3yIbTATOB 0OPA30BATEIBLHOW JCSITENBLHOCTH SIBISETCS
3a4eT, BBICTABISIEMBIA HAa OCHOBE MOJTOTOBJIEHHOTO MOPT(HOIUO, MO3BOJISIOMICTO YUYUTHIBATH
pe3ynbTaThl, JIOCTUTHYTBIE CTYJEHTOM B pPa3HOOOpa3HbIX BHMJAX JEATEIbHOCTH —
y4e0HO-TT03HABATEIHLHON, YaCTHYHO-TIOUCKOBOU, PEIPOYKTHBHOM:

-OTBETHI Ha IIPAKTUYECKHE 3aJaHUs,

-TECTUPOBAHUE,

-KOHCIIEKTUPOBAHHUE,

-KypcoBas paloTa.

TexHOIoTHsI MOAETMPOBAHUS SBISETCA BaXKHBIM JJIEMEHTOM JIEATEIBHOCTHOTO MOIX0/1a
B 00yueHUH OaKaJlaBpOB 110 HaIlPaBJIeHUIO «JlOKyMEHTOBEICHNE U apXUBOBEACHUEY.

st oneHKH TOPT(OIUO TPUMEHSIETCS PEUTUHTOBAasT TEXHOJIOTHSI OIEHKH 3HAHUM,
CIOCOOCTBYIOIIAs IEMOHCTPALMK O0BEKTUBHOCTH MPENO01aBATEIbCKOM OLIEHKH.

JI1st KOHTPOJISL PENPOYKTUBHON JEATEIbHOCTH CTYJEHTOB HCIOJb3YETCSl YCTHBIN ONPOC
Ha TMPaKTUYECKUX 3aHATHAX, TectupoBaHue. C 1enblo oOecreyeHus MPeeMCTBEHHOCTH
M3y4aeMbIX TEM Ha JEeKUUAX HCIOJNb3YIOTCS OJMI-ONpPOCHl, ONPEAESIONUe CTENeHb
OCO3HAaHHOCTH JIEKIIMOHHOTO MaTepuasa, YCTAHOBJIEHUE CBA3U MEXAY KIFOUEBBIMH IMOHATHIMHU
Kypca.

[TpodeccnonanpHbie yMEHHS 11O PAOOTE C UICTOYHUKAMHU PA3HBIX TUIIOB OTPA0ATHIBAIOTCS
MpU  BBINIOJIHEHUHM JAoMamHux pador . [IpoBepka chopMHUpPOBAaHHOCTH HA3BAaHHBIX BBIIIE
npodeccrnoHabHBIX KOMIETEHIIMM OCYIIECTBIIAETCS B UHTEPAKTUBHON (hOpMe Ha IPaKTUUECKUX
3aHATUSAX IO MOJEIMPOBAHUIO TPOEKTOB IOKYMEHTOB.

Hcnonb3yroTcss OUCTaHIIMOHHBIE OOpa3oBaTeNbHbIE TEXHOJOTH, pEau3yeMble C
NpUMEHEHHEM  WH(OPMALMOHHBIX U TEJIEKOMMYHHKAI[MOHHBIX  TEXHOJOTHH  Npu
OTIOCPeI0BAaHHOM B3aWMOICHCTBUN 00YYarOIIErocs U MeAarornyeckoro paboTHHUKA.

[IpakTueckue 3aHATUS TPOBOAITCS B (opMe MPAKTUUECKOM MOATOTOBKU B YCIOBHSIX
BBITIOJIHEHUST OOy4YaloOUUMUCS BHUJIOB pPabOT, CBSI3aHHBIX € Oynaymied mnpodeccuoHanbHON
NeSITeIbHOCTHIO U HANpaBlIEHHBIX Ha (OPMUPOBAHUE, 3aKpPEIUUICHHE, Pa3BUTHE MPAKTHUYECKUX
HABBIKOB U KOMIIETEHLIUH 110 MPOo(uITto 00pazoBaTeIbHON MPOTrpaMMBbl.

Copep:xaHuie 4acTU CaMOCTOSITENIBHOM paboThl paccuuTaHbl Ha (GOPMHUPOBAHUE YMEHHIA
MOJIb30BATHCS  MaTepHalaMH  [EPUOJAMYECKMX  W3JAHWHM, BKIIOYas HMHTEPHET-U3AAHUS
podeccroHaAbHBIX HAYYHO-TIPAKTHYECKUX )KYPHAIIOB.

[Ipn wuszydenun TpeOOBaHUN K COCTaBICHHI0O U OGOPMIICHHIO OCHOBHBIX BHJIOB
OpraHU3alMOHHOTO-PACHOPSIUTEIbHON JOKyMEHTaluu MIPUMEHSIOTCS KOMILIEKC
oOpa3oBaTeNbHBIX W HMH(QOPMAIMOHHBIX TEXHOJIOTUW, HAMpaBJICHHBIM Ha OBJAJCHHE
3asiBJIEHHBIMU KOMIIETEHIUSMHU.

B mpomecce Bcero 00ydeHHs HCIMONB3YIOTCS HH()OPMAIMOHHO-KOMMYHHUKAIIHOHHBIE
oOpa3oBaTelibHbIE TEXHOJIOTMH — OpraHu3alivds o0pa3oBaTeIbHOrO Mpollecca, OCHOBaHHas Ha
MPUMEHEHUH CIEIUAIM3UPOBAHHBIX MPOTPAMMHBIX Cpell U TEXHMYECKUX CPEACTB paboThl C
uHpopmanuend. GopMaMu yu4eOHBIX 3aHSATUH SBISAIOTCA: JIEKIHS-BU3yaTH3alUsl — U3J0KEHUE
COJIepKaHUs COINPOBOKJAETCS Ipe3eHTaluuedl (JeMOHCTpalueld y4eOHBIX MaTepuanos,
MIPEJICTABICHHBIX B PA3UYHBIX 3HAKOBBIX CHCTEMaX, B T.4. WJUIIOCTPATHUBHBIX, TpapUUECKHX,
BHJICOMATEPHUAIIOB).

[Tpu Hanucanuu KypcoBOi pabOThI MPUMEHSIOTCS TEXHOJIOTHH OPraHu3aluy MPOeKTHOM
Y HAY4YHO-HUCCIIEN0BATEIbCKOMN NEATEILHOCTH.



6 YueOHO-MeTOAMYECKOE 00eciedeHre CAMOCTOSITeIbHOI padoThl 00yUYaroIIUXCsl
[IpencraBneno B mpuiioxxeHuu 1.

7 OneHOYHbIE CPEACTBA ISl IPOBEAeHU POMEKYTOYHOM aTTeCTalui
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOMYecKOe H HH(OPMANIMOHHOE 00ecTiedeHue TUCIIUTITHHBI (MOTYJIs1)

a) OcHoBHas1 TMTEpPaTypa:

1. JlokymeHTOBEICHUE © yICOHHMK M MPAKTUKYM JUIs akajeMudeckoro Oakanaspuata / JI.
A. NoponwuHa [u ap.] ; moxa penakiueit JI. A. [loporuHON. — 2-€ U31., iepepad. u qon. — MockBa
: UzmarensctBo [Opaiit, 2019. — 309 c. — (bakamaBp. Axagemuueckuii kypc). — ISBN
978-5-534-03053-2. — Tekcr : onekrpounbii /[ OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/433067 (nata obpamienus: 24.01.2021).

2. Kazakesuu, T. A. JlokymeHnToBeneHue. JJOKyMEHTAIMOHHBIN CEpBHUC : Y4EOHUK H
NpPaKTUKYM Juisi ipukiiagHoro 6akanaspuata / T. A. Kazakesuu, A. U. Tkanuy. — 2-e u3n., Ucmp.
u jon. — Mocksa : UznatenberBo FOpaiit, 2019. — 177 ¢. — (bakanasp. [IpuknamaHoii kypc). —
ISBN 978-5-534-06273-1. — Tekcr : onektpounsii // OBC IOpaiit [caiiT]. —
URL:https://www.biblio-online.ru/bcode/437480 (nata oopamenus: 11.01.2021).

3 KoxymkoBa, H. B. Crpykrypa pokymenta. CuHCTeMBl TOKyMEHTAIIWH.
YHuduuupoBaHHas CHUCTEMa OpPraHU3AIMOHHO-PACTIOPSIIUTEIFHON JIOKYMEHTAllMU: O0O0Iue
TpebOoBaHMs K COCTaBJICHUIO 1 ohopmieHuIo : yaeOHoe nocobue / H. B. Koxymkosa ; MI'TV. -
Maruutoropck : MI'TY, 2016. - 1 snekrpos. onT. auck (CD-ROM). - 3ari. ¢ TuTyn. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mata oOpamenus: 04.01.2021). - MakpooobekT. - Tekcr
ANIEKTPOHHBIN. - CBeIeHus ToCcTymHbI Takke Ha CD-ROM.

0) lomoJiHUTEIbLHAS JIATEpaTypa:

1. Bait6oponosa, JI. B. Meromonorus u MeTOAbl Hay9HOTO HCCJIEAOBAaHHS . ydeOHOE
mo-cobue uis OakagaBpuaTta u marucrparypsl / JI. B. BaitbopomoBa, A. I1. YUepHsiBckast. — 2-¢
u31., uctp. u aorn. — Mocksa : U3marensctBo FOpaiit, 2019. — 221 ¢. — (bakamaBp u Maructp.
Axanemuyeckuii Kypc). — ISBN 978-5-534-06257-1. — Tekcr : anekrponnsiii // Db6C IOpaiir
[caiit]. — URL:https://www.biblio-online.ru/bcode/437120 (nata ob6pamienns: 11.01.2021).

2. Anoxmna, C. A. KypcoBas paboTta 1O JOKYMEHTOBEICHHIO, apXHUBOBEICHUIO,
OpraHM3alii U  TEXHOJOTMH  JIOKYMEHTAMOHHOrO  oOecliedeHHsl  YyIpaBlICHUs
yueoHno-meroauueckoe mocodue / C. A. Anoxuna, A. K. Makaposa, . B. Camapoxosa ; MI'TV. -
Maruutoropck : MI'TY, 2016. - 1 snekrpos. ont. auck (CD-ROM). - 3ari. ¢ TuTynl. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true (mara ooOpamenus: 04.01.2021). - MakpooObekT. - Tekcr
ANIEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

3. Iloremkmna, M. H. OcHOBbI  HCCIEIOBATENbCKOW  ACSITEIHLHOCTH
y4eOHO-MeToauueckoe mocobue / M. H. IMotemkuna ; MI'TY. - Marauroropck : MI'TY, 2018. - 1
AIIEK-TPOH. OIIT. JICK (CD-ROM). - URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/1527
742/3739.pdf&view=true (mara oOpamenus: 09.01.2021). - Makpoobbekr. - Tekcr
ANIeKTPOHHBIN. - CBeZieHns focTymnHbl Takke Ha CD-ROM.

B) MeToauyeckne yKazaHus:



CamocTosiTenbHas padoTa CTYJICHTOB By3a : npakTukyM / cocrasurenu: T. I'. HeperuHa,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHuTOropckuii roc. TEXHUUYECKHI YH-T UM.
I'. 1. HocoBa. - Maraurtoropck : MI'TY um. I'. . Hocosa, 2019. - 1 CD-ROM. - 3arx. ¢ tuTym.
3KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mara ooOpamenus: 28.09.2020). - MakpooOsekt. - Tekcr:
ANIEKTPOHHBIN. - CBefieHus noctynHel Takke Ha CD-ROM

Metonuueckre yka3aHUs IO BHJAAM 3aHITUH, MPEIyCMOTPEHHBIX Y4YE€OHBIM ILIAHOM,
npencrasiensl B [Ipunoxkenusx 1 u 2 k HacTosmel padodelt mporpamme.

MGTO[[I/I‘-IGCKI/IG PEKOMCHAAIMH 110 HAITMCAHUIO U 3aIIUTC KYPCOBBIX pa60T MNpeaACTaBJICHBI
B anekTpoHoM mocobun C. A. Anoxmuoii, A.K. Maxkaposoii, Camapokosoii 1.B. Kypcosas
paboTa MO  JOKYMEHTOBEIEHHWIO, AapXWBOBEACHWIO, OpraHM3allid W  TEXHOJIOTUHU

JTOKYMEHTAIMOHHOTO oOecrieueHus yrpasienus (cM. [Ipunoxenue 1).

r) [Iporpammuoe o6ecneuenue u UnTepHeT-pecypceni:

IIporpammHoe o0ecnieuenmne

HanmenoBanme o
HO NQ )IOFOBOpa CpOK JACUCTBUA JIULICH3NU

MS Windows 7
Professional(mus  [1-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (s |[I-757-17 ot 27.06.2017 27.07.2018
KJ14CCOB)
MS Office 2007 |\, 135 o1 17.09.2007 Geccpouro
Professional
7Zip CBOOOTHO 06eccpovYHO
FAR Manager cBOOOTHO OCCCPOYHO

IIpodeccuonanbHblie 0a3b1 JAHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
Hassanue xypca CchpUIKa

DOnekTpoHHas 0a3za MEPUOAUYECKUX H3TaHUMA
East View Information Services, OO0 «1IBUC»
HanmmonanpHas
unpopmanronHo-ananuTuueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii MHAEKC HAY4YHOrO IMTHUPOBAHUS
ITouckoBas cucrema Akanemus Google (Google
Scholar)
Nudopmannonnas cucrema - Eaunoe okHO
JI0CTyTa K MH(QOPMAIIMOHHEIM pecypcam
Poccuiickas T'ocynapctBeHHas OubGnuoTeka.

https://dlib.eastview.com/

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

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

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

Karanorun

IIICKTPOHHBIC pecypehl GnomoTekn MITY ww. http://magtu.ru:8085/marcweb2/Default.asp
I'.1. HocoBa

Me)K,Z[YHapOI[Ha}I HaYKOMETPpHUYICCKAA

pedeparuBHas ¥ MOJHOTEKCTOBas Gasa manHbIx|http://webofscience.com
HayuHbIx n3ganuii «Web of science»




MexayHapoanass pedepaTUBHasT H  OJHOTEKCTOBAS
cupaBoYHas 0a3a JJAHHBIX HAYYHBIX U3JTaHHH «SCOPUS»
Apxus Hay4YHBIX KYpHAJIOB «HauunonanbHbIi
3IEKTPOHHO-UH(OPMAIMOHHEIN  KoHmopumym»  (HII|https://archive.neicon.ru/xmlui/
HBOHUKOH)
9 MaTepuajbHO-TeXHHYeCKOe o0ecriedeHue TUCIUIIHHBI (MOYJIs1)

http://scopus.com

MarepuanbHO-TEXHHUECKOE 00eCTIeYeHNE JUCIUTUINHBI BKITFOUACT:

Y4eOHble ayAUTOPUH IS IPOBEICHHS TMCTAHIIMOHHBIX 3aHATHH JIEKIIMOHHOTO THUIIA |

CTOJl KOMITBIOTEPHBINA, CTOJ NUCHMEHHBIN, CTyl1 O(UCHBIM, AOKyMeHT-kamepa Epson,
ucrtounuk Oecnepedoiinoro murtanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIIbIOTEp MepcoHaNbHbIH (THI 6), mpoekTop ViewSonicPID7526W, cnikepdon
nacronbHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cuctema axkyctudeckas
HACTOJIbHAs, CTepeorapHuTypa (MHUKPO(OH C IIyMOTIOJaBICHHEM), 3KpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

VYdeOHble ayIUTOPUHM JUIA TPOBEACHUS TPAKTHUECKUX 3aHSATHH, TPYNIOBBIX U
WH/IMBHUYATbHBIX KOHCYJIBTAIMH, TEKYIIEro KOHTPOJIS M IIPOMEXYTOYHOMN aTTeCTaIIH:

CTOJl KOMITBIOTEpPHBINA, CTOJ NMUCHMEHHBIN, CTyld O(UCHBIM, AOKyMeHT-kamepa Epson,
ucrtounuk Oecnepeboiinoro mmrtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIbIOTEp MepcoHaNbHbIH (THI 6), mpoekTop ViewSonicPJD7526W, cninkepdox
nacronpHbiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAs, CTepeorapHuTypa (MHUKPO(QOH C IIyMOTIOJABIIEHHEM), SKpaH HacTeHHbBIHDIQIS
Optimal-C MW DSOC-11032*2

[Momemennss UIsI  CaMOCTOSITENIBHOH — pabOTBI  OOyJaroImuXxcsi:  MepCcOHATbHBIC
kommbioTepsl ¢ maketom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B 3JEKTPOHHYFO
nH(POPMaITMOHHO-00Pa30BaATEIBHYIO CPEy YHUBEPCHUTETA.

[Tomemenne misg  XpaHeHUS W NPOPHIIAKTHYECKOTO OOCTYKUBaHHS  Y4eOHOTO
000pyIOBaHUS: CTEIIAXKH JIJIs1 XpaHEHUsI YIeOHO-HATJISAHBIX TOCOOUH U y4eOHO-METOINYECKOM
JOKYMEHTAI1H.

VYdeOHbIe ayIUTOPUH UIS BBITIOJTHEHUS KypCOBOTO NMPOCKTUPOBAHHS MMOMEHICHUS IS
CaMOCTOSATEIILHOM pabOThI 0OYJAIONIUXCS: MepCOHaNbHbIe KoMmmbioTephl ¢ maketom MS Office,
BBIX0JIOM B VIHTEpHET U ¢ JIOCTYIIOM B 3JICKTPOHHYIO HH()OPMAITMOHHO-00Pa30BaTEIbHYIO CPEIY
YHUBEPCHUTETA.



ITpuio:xxenue 1

Y4eOHO-MEeTOAUYECKOEe O0O0ecIeYeHHe CaMOCTOATEIbHONH  PadOThI
O0yJYaIOIIXCH

OIIeHO‘leIe CpeacCTBa TEKYIIECI0 KOHTPOJISA 10 pa3aejamM

PA3AEN 1

MpaKTtnueckoe 3apaHue 1

1. Wcnonb3zya Ob6WEpOCCUINCKNIA KnaccuduKaTop ynpasaeHYeckor pokymeHTauym OK 011-93
(perkmm poctyna http://www.consultant.ru/)aainte TonkoBaHWe He MeHee TpeM Kogam ¢dopm
KOHKPETHbIX goKymeHToB YCOP[ w wecty Kogam Apyrux  YHUPULMPOBAHHBIX CUCTEM
yrnpaBaeHYEeCcKolM AOKYMeHTaLmMu (no BbI6oOpy CTyAeHTa).

3apaHue BbINOJIHANTE No 06pasuy:

Kopn 02112312 o603HayvaerT:

02 — dopma npuHaNERUT K YHUPULMPOBAHHOM CUCTEME OPraHM3aLMOHHO-PACNoPAAUTENbHOM
[OKYMeHTaumu;

11 — dopma OTHOCUTCA K NOAKAACCY AOKYMEHTALMMN NO CO3AaHMIO OPraHM3aLmn, NPeanpuUaATUS;
231 — perncTpaumoHHbIi Homep Gopmbl BHYTPKU NogKnacca — Gopmbl YcTaBa;
2 — KOHTPOJIbHOE YnCIO.

YcTaB aABnsieTca 06a3aTesIbHbIM AOKYMEHTOM A7 Pa3/INYHbIX OPraHM3aLMOHHO-MPaBOBbIX GOPM, U ero
coCTaB/ieHME U 0POpPM/IEHNE PErTAMEHTUPYETCA 3aKoHoAaTeNnbCcTBOM. OTcyTcTBMe B OKY/ nHAeKca u
nepnmoanYHOCTM 0603HaYaET, YTO OpraHM3aLMaA cocTaBaseT U 0GOPMASET YCTaB camocToATeslbHO, 6e3
onopbl Ha obuiepoccuickme yHuduumpoBaHHble opmbl. Mpu cocTaBneHUM U opopMAEHNN yCcTaBa
HeobxoaMmo onupaTbca Ha 3aKkoHoaaTenbcteo M TOCT P 7.0.97-2016

TecT K pasgeny 1
Bonpoc 1
TeKcT BONpoCca
CornacHo CTaHAAPTU3UPOBAHHOMY OnpeaeneHuto, BUA NMCbMEHHOro AOKYMeHTa — 3TO:
Bbibepute oanH OTBET:
a. odMUMaNbHBIN JLOKYMEHT, CO34,aHHbI B MMCbMEHHOM BUAE

b. HanmeHoBaHMe AOKyMeHTa, 0GOPMIEHHOIO NO YCTaHOBAEHHbIM NPaBuAamM MaLIUHOMNUCHbLIM
cnocobom

C. Pa3HOBUAHOCTb AOKYMEHTA, UCMONHEHHOTO rpadnyecknmm 3Hakamm — bykBamu, uudpamu,
meporanpamm

d. NPUHAANEXKHOCTb MNCbMEHHOIO AOKYMEHTA K CUCTEME AOKYMEHTAUMN NO NPU3HaAKaM cogepaHnAa n
LL,enesoro HasHav4yeHumA


http://www.consultant.ru/

Bonpoc 2
TeKcT BONpoOCa

MpUHaANEKHOCTb AOKYMEHTA K CUCTEME AOKYMEHTaLUMKU NO NPU3HaKam COAEePKaHUA U LLesIeBOro
Ha3Ha4YeHus — 3TO:

BbibepuTte ogMH OTBET:
a. BUA AOKYMEHTa
b. popmynap gokymeHTa
c. 6naHK AOKyMeHTa
d. peno
Bonpoc 3
TeKkcT Bonpoca
CornacHo CTaHAapTU3NPOBaHHOMY ONpeaeneHuno, CUCTEMA AO0KYMEHTaLUn — 3To:
Bbibepute oanH oTBET:
a. COBOKYMHOCTb AOKYMEHTOB, 06pa3syowmxca B AeATeNbHOCTU OPUANYECKOro Uau pusmnyeckoro amua

b. cucTemMa HOpPMaTUBHBIX aKTOB, PErNIAMEHTUPYIOWMX LOKYMEHTUPOBAHMWE A,eATe/IbHOCTU U
[OKYMEHTO060pOT NPeanpUATMIA PasIMUYHbIX OPraHN3aLMOHHO-MPABOBbLIX GOpPM

C. KOMMNJIEKCbI LOKYMEHTOB, OTpaKatoLwme Npom3BOACTBEHHbIE, ypaB/ieHYeckne, GUHaHCOBbIE
npoLecchl NpeanpuUATUi, OPraHU3aLmii, yYpeRaeHn

d. COBOKYMHOCTb AOKYMEHTOB, B3aMMOCBA3aHHbIX MO MPU3HaKaM NPOUCXOKAEHUA, HA3HaYeHUn, BUAA,
cdepbl 4eATENbHOCTH, eANHbIX TPE6OBAHMI K UX 0ODOPMIEHUIO

Bonpoc 4
TeKcT Bonpoca
Kakyto cuctemy gokymeHTtaumm HEJIb3A oTHecTn K GyHKLMOHaNbHON cMCTeME AOKYMEHTaLMM:
Bbibepute oanH OTBET:
a. cMcTema AOKYMeHTauum 34paBooXpaHeHuns
b. cucTema OTYETHO-CTATUCTMYECKON AOKYMEHTaL MM
C. CMCTema NepBUYHOM YYETHON JOKYMEHTALMM
d. cuctema NnaHOBOW AOKYMEHTaL MM
Bonpoc 5
TeKcT BONpoOCca
CornacHo CTaHAapTU3NPOBAHHOMY ONpeaesieHMIO, AOKYMEHTAbHbIA GOHA, — 3TO:

BbibepuTe 0auH OTBET:



a. COBOKYMHOCTb JOKYMEHTOB, B3aMMOCBA3aHHbIX MO NPMU3HaKamM NPOUCXOXKAEHUA, Ha3HaYeHUs, BUA3,
chepbl 4eATeNbHOCTU, eAUHbIX TPeboBaHMN K X 0POpPMAEHUIO

b. COBOKYNHOCTb AOKYMEHTOB, 06pa3yoLLMXCA B AEATENbHOCTU IOPUANYECKOro U GpU3NYECKOoro nLa

C. KOMMJIEKCbI LOKYMEHTOB, 06CNyXKMBatOLWME NPOU3BOACTBEHHbIE, yNpaBaeHYeckmne, PUHAHCOBbIE
npouecchbl NpeanpUATUIA, OpraHU3aumii, yYpeKaeHnn

d. opuumancHble LOKYMEHTbI NPeAnpPUATUIN, OPraHU3aLLUi, YUpEKOEHN
Bonpoc 6
TeKcT BONpOCa

Ha KaKkue rpynnbl genatca opuumanbHble JOKYMEHTbI No chepe AeATenbHoCT (Mo GyHKUMOHaNbHOMY
NPU3HaKy):

Bbibepute oanH oTBET:

a. QyHKUMOHaNbHble/oTpacnesble

b. opuumanbHbie/HeoduLManbHbIE

C. yNpaBaeHYeckne/TexHmyeckme

d. yHnounumposaHHble/HeyHNPULMPOBaHHbIE
Bonpoc 7
TeKcT Bonpoca
KaKoli OKYMEHT OTHOCUTCA K CUCTEME YNPABAEHYECKON AOKYMEHTALMMK:
Bbibepute oanH OTBET:

a. lWTaTHOe pacnucaHue

b. nosicHMTenbHan 3anucka

C. CTaHaapT

d. nacnopt usgenusa
Bonpoc 8
TeKcT BONpoCca
KaKol OKYMEHT MOXKET OTHOCUTLCA K CUCTEME TEXHUYECKOWN AOKYMEHTaUMK:
Bbibepute oanH OTBET:

a. AOKNaAHaA 3anucKa

b. 06BbACHMTENBHAA 3aMMCKa

C. NOSAAICHMTENbHAA 3aMMCKa

d. cny»kebHan 3anucKa

Bonpoc 9



TeKcT BONpoCca
CornacHo CTaH4apTU3NPOBAHHOMY OnpeaeneHunto, yHMdULMpoBaHHaA CUCTEMA AOKYMEHTaLMN — 3TO:
Bbibepute oauH oTBeT:

a. cMcTema AoKYMeHTaumMu, co3aaHHan no eaMHbIM Npasmaam n TpeboBaHMaAM, cogeprKallasn
nHopmaumio, HeobxoaMmyto 4NA yNpaBAeHMA B onpeaeneHHoN chepe AeATenbHOoCTH

b. cucTema foKyMeHTaumMmM, MMetowan eanHbIn popmynap

C. cUCTeMa AOKYMEHTaUMn, coctasneHne u odpopmaeHmne KoTopon pernameHTMPoBaHO HOPMaTUBHBIMM
aKTamm

d. COBOKYMHOCTb JOKYMEHTOB, B3aMMOCBA3aHHbIX MO MPU3HAKaM NPOUCXOXKAEHMUA, HA3HAYeH WA, BUAaA,
chepbl AeAaTesbHOCTH, eAnHbIX TPeboBaHUI K UX 0popMAEHUIO

Bonpoc 10
TeKkcT Bonpoca
CornacHo CTaHAapTU3NPOBaHHOMY onpeaeneHnto, yHuouumMpoBaHHaa Gopma OKYMeEHTa — 3TO:
Bbibepute oanH OTBET:
a. UHGOpMaLms, 3aNMCaHHaA HA Pa3INYHbIX HOCUTEAX MO YCTAHOBAEHHbIM NPaBMaam

b. COBOKYMNHOCTb PEKBU3UTOB, YCTAHOBJ/ZIEHHbIX B COOTBETCTBUU C pellaeMbiMA B lCI,Z:IHHOI‘;‘I cd)epe
AeATeNbHOCTU 3a4a4aMU U PACNOJIOKEHHDIX B onpegeneHHom nopAaaxke Ha Hocutene MHq)OpMaLIMM

C. Habop PEKBU3UTOB, NAEHTUOULMPYIOLLMX aBTOPA OPULMANLHOTO MUCbMEHHOTO AOKYMEHTa

d. H360p PEKBU3NTOB ocbmu,maanoro NMNCbMEHHOIo AOKYMEHTAQ, PaCNnoO/I0OKEHHbIX B OHPEAEHEHHOVI
nocnenoBatesibHOCTU

Bonpoc 11
TeKcT Bonpoca
YHUPMKauma LOKYMEHTOB — 3TO:
Bbibepute oanH OTBET:
a. onpegeneHune nopagKka odbopmaeHnA LOKYMEHTOB
b. paspaboTKa «WwabnoHa» AOKYyMeHTa
C. CBeAEHNE K MUHUMYMY Pa3Hoobpasmnsa BUao0B 1 Gopm SOKYMEHTOB
d. npumeHeHMe Tabanw, U aHKeT
Bonpoc 12
TeKcT BONpoOCca

CornacHo CTaHAapPTU3NPOBAHHOMY OMnpeaeneHuto, OpraHM3aLI,MOHHO-paCI'IOpFILI,MTe/'IbeIVI AOKYMEHT —
3TO:

BbibepuTe 0auH OTBET:



a. AOKYMEHT, CO34aHHbIN IOPUANYECKUM UK GU3NYECKUM MLOM, ODOPM/IEHHbLIN U YAOCTOBEPEHHbIM
B YCTAaHOB/IEHHOM NOPAAKE U UCMNONb3YEMbIN B TEKYLLEN AEATEbHOCTM OPraHU3aLLmnm

b. BUA NMCbMEHHOro AOKYMEHTA, B KOTOPOM QUKCUPYIOT pelleHmne agMUHUCTPATUBHDBIX U
OpraHM3aLMOHHbIX BOMPOCOB, a TAKXe BOMPOCOB YNpaBAeHMs, B3aUMOAENCTBMA, obecneveHmna un
peryiMpoBaHuns AeATe/IbHOCTU OPraHoB BAACTU, YUPEXKAEHUI, NpeanpuaTuin, opraHnsaummn, ux
noapasaeneHuin n AoAKHOCTHBIX 1N,

C. NePBUYHbINA, MMHUMAJIbHbIMA 3/1IEMEHT CUCTEMbI OPraHN3aLLMOHHO-PACNoPAAUTENBHON AOKYMEHTaL MK

d. BUA MUCbMEHHOTO IOKYMEHTA, OTPaXKaloLMii IOKYMEHTUPOBaHKE
OpraHM3auUMoOHHO-pacnopaaUTENIbHOM AeATe/IbHOCTU OPraHoB, OpraHM3aLmii U AOMKHOCTHBIX UL,

Bonpoc 13
TeKkcT Bonpoca
Kakune nogcmctembl HE BXOAAT B CMCTEMY OpraHM3aLMOHHO-PacnopaaAnTeIbHOM AOKYMEHTALUMN:
Bbibepute oanH OTBET:
a. pacrnopaguTesibHaA OKYMeHTaumsa
b. MHdOpPMaLMOHHO-CNPaBOYHAA AOKYMEHTALMA
C. M1IAHOBAA AOKYMeHTaumA
d. opraHM3auMoHHO-NPaBOBAA AOKYMEHTALMA
Bonpoc 14
TeKcT Bonpoca
K opraHuM3aunmoHHo-pacnopsaanTenbHOM fOoKymeHTaumm HE oTHOCATCA cnegytowmne A0KYMEHTbI:
Bbibepute oanH OTBET:
a. cyeTa-PaKTypbl
b. npoTokonbl
C. aKTbl
d. nucbma
Bonpoc 15
TeKcT BONpoca

Kakoe MmaKcMmanbHOe KOAMYecTBO 3HAaKOB OTPAXKEHO B KOAOBOM 0603HaYeHUU YHUPULMPOBAHHOM
dopMbl AOKYMeHTa cornacHo OKY/:

Bbibepute oauH oTBeT:
a. NAaTb
b. Bocemb

C. ABeHaauaTb



d. nesatb
Bonpoc 16
TeKcT BONpoOCa

B Kakom Koao0BOM 0603HaYeHUU yHUbuUnpoBaHHoM dopmbl AokymeHTa 05080819, cornacHo OKY/,
BEPHO OTpaKeHbl UMPpOoBbie NPU3HAKKN KnaccudpuKaumnm:

BbibepuTte ogMH OTBET:

a. 19 — KOHTPO/IbHOE YMCN0, KOTOPOE BBOAUTCA BO M3berkaHMe ONBOK Npu CYUTbIBAHUM U
MCNOob3yeTca NpM NPOBEPKE 3anNncK Koaa

b. 80 — nogKknacc ¢popmbl, T.e. 06LLHOCTb COAEPKAHNA MHOKECTBA GOPM LOKYMEHTOB U
HanpaBAEHHOCTb UX UCNOJIb30BAHMSA

c. 050 — knacc dopMmbl, T.e. TPUHAZNEKHOCTb YHUDULMPOBAHHON GOPMbI SOKYMEHTA K
COOTBETCTBYOLEN YHUDULMPOBAHHOM CUCTEME AOKYMEHTALLUM

d. 081 — perncTpaumnmoHHbIi Homep YHUPUUMpPoBaHHOM GOPMbl LOKYMEHTa BHYTPU NoaKaacca
Bonpoc 17
TeKcT Bonpoca
Ha Kakue Tunbl noapa3aenatoTcsa 4OKYMEHTbI MO NPOUCXOKAEHUIO:
Bbibepute oanH OTBET:

a. obwenoctynHble/ KoHdMAeHLMaNbHbIe/ CEKpeTHble

b. nnyHble/ opuumanbHble

C. BXogawme/vcxoaawme,/BHyTPEHHNE

d. vHamBmayanbHbie/TpadapeTHbie/ TMNOBbIE
Bonpoc 18
TeKcT BONpoCca

Mo KaKoMy NpU3HaKy AOKYMEHTbI NOAPAa3AeNAoTCA Ha PyKONUcHble, rpadumyeckne poHOL0KYMEHTSI,
$OTOA,0KYMEHTbI, KNHOAOKYMEHTbI, BUAEOA0KYMEHTbI M AOKYMEHTbI, CO34aHHbIE C MOMOLLbIO
KOMMNbIOTEPHOW TEXHUKM:

Bbibepute oanH OTBET:
a. N0 MeCTy COCTaBAEHUA
b. no mecTy B cucteme ynpasieHus
C. MO YPOBHIO 3aLUUTDI
d. no cnocoby AOKYMeHTUPOBaHMWSA
Bonpoc 19

TeKcT BONpoOCca



Ha Kakue Tunbl Nogpa3aensoTca 4OKYMEHTbI MO MECTy COCTaBAeHUA:

Bbibepute oauH oTBeT:

a. BxoaAume /mcxogauime/ BHyTpeHHue

b. anuHble/opuumnansHbie

C. MHAMBUAYaAbHble/TpadapeTHbie/TUNoBbIe

d. noganHHMKK/Konumn/aybankaTbl

Bonpoc 20
TeKkcT Bonpoca

Ha KaKkue Tunbl Nogpa3aenatoTcs 4OKYMEHTbI Mo CNocoby U3N0XKeHUs

Bbibepute oanH oTBET:

a. nucbma/Tenerpammsl/ TenedpoHorpammol/ Tenekcobl/ Gakcorpammbl/ 31EKTPOHHbIE COOBLLEHUA
b. noanMHHUKK/ Konuwn/ ay6anKaTbl

c. 0bweaocTynHble/ KOHPUAEHUMANbHbIE/ CEKPETHbIe

d. unamenayansHole/ TpadapeTHble/ TUNOBbIE

Bonpoc 21
TeKcT Bonpoca

Ha Kakue Tunbl Nogpa3nensaoTca 4OKYMEHTbI Mo CTeneHu NoAAMHHOCTY:

BbibepuTe 04MH OTBET:

a. nucbma/Tenerpammel/ TenedpoHorpammel/ Tenekcobl/ Gpakcorpammeol/ 3N1eKTPOHHbIE COOBLWEHMSA
b. nognuHHbie/ nognoxHble (banbcdnuMpoBaHHbIe)

C. NOANUHHUKK (opurMHanbl)/ Konuu/ aybankaTtbl

d. HamMBmayanbHble/TpadapeTHbie/TUNOBbLIE

Bonpoc 22
TeKcT BONpoCca

Mo KaKoOMy NpM3HaKy AOKYMEHTbI NOAPA3AeNATcA Ha NOAANHHUKK (opurnHanbl)/ Konuu/ aybanKatbl:
BbibepuTe 04MH OTBET:

a. no popme npeacTaBaeHMUA

b. no chepe aeatenbHocTH

C. no cnocoby nepeaaun

d. no cteneHun nogAMHHOCTU

Bonpoc 23



TeKcT BONpoOCca
Mo Kakomy Npu3HaKy AOKYMEHTbI NoAPa3LeNaloTCs Ha YpaBaeHYeCKMe N TEXHUYECKUe:
Bbibepute oauH oTBeT:
a. cnocoby nepepaymn
b. no cnocoby nsnoxeHuns
c. no popme npeacTaBaeHUA
d. no cpepe geatrenbHoOCTM
Bonpoc 24
TeKkcT Bonpoca
Ha Kakue Tmnbl noapasfensatoTcsa 4OKYMeHTbl No cnocoby nepegayu:
Bbibepute oauH oTBeT:
a. nucbma/Tenerpammsi/ TenedpoHorpammel/ Tenekcobl/ bakcorpammbl/ 31eKTPOHHbIE COOBLLEHMA
b. uHausmayanbHbie/TpadapeTHbie/TUNOBbLIE
C. NOA/IMHHMKM (OpUrMHanbl)/ Konuu/ ay6amKatsl
d. nogsvHHbIe/ NnoanoHble (panbendmumpoBaHHble)
Bonpoc 25
TeKcT Bonpoca

K Kakomy Tnny KnaccudmKaumm 4OKYMEHTOB A0/KEH OTHOCUTLCA AOKYMEHT, CPOK XPaHEHWUA KOTOPOro
cocTtasnaet 75 net:

Bbibepute oanH OTBET:
a. CO CPOKOM XpaHeHwua oT 10 go 75 net
b. LonroBpemMeHHOro xpaHeHus
C. BDEMEHHOIO XpaHeHMA

d. nocTosiHHOro XpaHeHUA

PA3ZIEN 2

MpaKTuyeckoe 3agaHue 2

1. Ucnonb3ya TpeboBaHma TOCT P 6 7.0.97-2016 u odumumanbHbin caitt Pre0Y BO «MITY nm. I.U.
HocoBay, coctaBbTe BO3MOXHble 06pa3sLbl OCHOBHbIX BUA0B 61aHKoB PIFEQY BO « MarHMToropckuii
rocyf,apcTBeHHbI TeXHMYeCcKnin yHmusepcuteT um. I.1.Hocosa».

. TecT K pasgeny 1 (2 cem) /



Bonpoc 1
TeKcT BONpoOCa
Kakune anemeHTbl ABAAIOTCA CaMbIMU KPYMHbBIMM CTPYKTYPHbBIMW 31EMEHTAMM LOKYMEHTA KaK CUCTEMDbI:
Bbibepute oauH oTBeT:
a. 3aro/I0BOYHasA, coaepraTesibHaa M opopMAALOLLAA YacTH
b. cny:kebHoe 1 paboyee none AOKYMeHTa
C. PEKBU3UTDI
d. cogeprkaHne n popma
Bonpoc 2
TeKkcT Bonpoca
K anemeHTam BHELUHEW CTPYKTYPbl KHUMKHOFO U3AaHMUA OTHOCUTCA:
Bbibepute oanH OTBET:
a. BbIXOAHble CBeeHUA
b. dopszay,
C. NPUNOKEHMNA
d. nocnecnosue
Bonpoc 3
TeKcT Bonpoca
K anemeHTam BHYTPEHHEW CTPYKTYPbl KHUMKHOMO U343aHMA OTHOCUTCA:
Bbibepute oanH OTBET:
a. cynepobnoxKa
b. BbIXOAHbIE AaHHblE
C. TUTYNbHbIN NCT
d. KONOHTUTYN
Bonpoc 4
TeKcT BONpoca

Kakoe onpegseneHve lopnandeckon cubl AOKYMeHTa ABNAETCA CTaHAAPTU3NPOBAHHbIM (3aKpenaeHo B
rOCT P 51141-98):

BbibepuTe 0aMH OTBET:

a. opUAMYEcKan cuna 4OKYMeHTa — 3TO CBOMCTBO 0dULMANbHOIO AOKYMEHTa, coobaemoe emy
AENCTBYIOLLMM 3aKOHOAATE/IbCTBOM, KOMNETEHUMEN U3AABLUErO €ro OpraHa v YCTaHOBAEHHbIM
nopagkom opopmaneHms



b. topmanyeckan cuna 4OKYMEHTA — 3TO CMOCOOHOCTb YNpaB/eHYeCKoro OKYMEHTa BbICTyNnaTb B
KayecTBe 06A3aTeNbHOro 418 Y4aCTHUKOB YNPaBAEHMA: OPraHOB yNPaBAEHUSA, UX CTPYKTYPHbIX
nogpasgeneHnit, obLwecTBeHHbIX OpraHM3aumMii, A0NXKHOCTHbIX UL, FOCYAAPCTBEHHbIX CAYXKALMX U
rpa*kaaH

C. lopuanyeckan cmna IoKyMmeHTa — 3TO COOTBETCTBUE JOKYMEHTUPOBAHHON MHPOPMaALINK
TpeboBaHMAM 0dMLMANBHOCTU, 4OCTOBEPHOCTN, OO BEKTUBHOCTU, HECCNOPHOCTN, OCHOBAHHbLIM Ha
3aKoHOZaTe/IbCTBe

d. lopuanyeckas cuia AOKYMeHTa — 3TO YC/I0BUE, MPU KOTOPOM MHOPMaLMA AOKYMEHTa MOXKET ObITb
ncrnosib3oBaHa B cdhepe ynpasieHUs 6€3 COMHEHUA B ee JOCTOBEPHOCTU /1Sl OCYLLECTBAEHUA NHOObLIX
OencTenii

Bonpoc 5
TeKkcT Bonpoca

Kakomy TepMUHY COOTBETCTBYET C/legylolee CTaH4aPTU3MPOBaHHOE onpeaeneHne (3akpenieHHoe B
FOCT P 51141-98): «.... — 3TO NpOCTaB/ieHMe HEOBXOAUMbIX PEKBU3UTOB, YCTAaHOB/IEHHbIX NPaBUAaMMU
OOKYMEHTUPOBaHUAR:

BbibepuTe oamH oTBeET:
a. obopmneHue JOKyMeHTa
b. coctaBneHne goKymeHTa
C. yHUOUKaALMA AOKYMeEHTa
d. popmynsp-obpaszel,

Bonpoc 6

TeKcT Bonpoca

Kakoi AOOKYMEHT ABNAETCA OCHOBHbIM aKTya/ibHbIM HOPMAaTUBHbIM JOKYMEHTOM B obnactu coctaBneHus
n Oq)OpM!'IEHVIﬂ OpI'aHVI33LI,VIOHHO-paCFIOpFI,CI,MT6iIbHOl71 AOOKYMEHTaUnn:

BbibepuTe 04MH OTBET:

a. OKY/[] — OK 011-93. O6uwepoccHiickunit kKnaccudukaTop ynpasaeHYeCcKon JOKYMeEHTaLUu,
yTBEpPKAEHHbIV MNocTaHoBAeHMeM FoccTaHaapTa PO ot 30 gekabpsa 1993 r. No229

b. FCA0Y — FocypapcTBeHHas cucTema AOKYMEHTaLMOHHOro obecnevyeHus ynpasneHns. OCHOBHbIe
nosnoxeHus. O6wwme TpeboBaHUA K AOKYMEHTAM U CNYKOAM AOKYMEHTAUMOHHOIo obecneyeHus,
yTBEpKAeHHaA npukaszom nasapxmsea CCCP ot 23 maa 1988 r. Ne 33

c. MpaBuna genonponssoactea B pesepanbHbIX OpraHax UCMOJHUTENbHOM BACTU, YTBEPKAEHHbIE
MNocTtaHoBneHnem Mpasutenbcrea PO ot 15 ntoHs 2009 r. Ne4d77

d. FOCT P 6.30-2003
Bonpoc 7
TeKcT BONpoOCca

CkonbKo pekBM3nToB HacumTtbisaeT FOCT P 6. 30-2003:



BbibepuTte ogMH OTBET:
a.30
b.31
c. 29
d. 26
Bonpoc 8
TeKcT BONpoOCa
KaKk nepeBoAnTCA C TAaTUHCKOIO TEPMUH K PEKBM3UTY (naT. requisitum):
Bbibepute oanH oTBET:
a. MMHMMa/IbHaA YacTb
b. aTpnbyT cogepkaHns
C. CTPYKTYPHbIV 31eMeHT
d. Tpebyemoe, Heobxogmmoe
Bonpoc9
TeKcT Bonpoca

Kakomy TepMm1HY COOTBETCTBYET C/ieaytolee CTaHA4apTU3MPOBAHHOE onpeaeneHune (3akpenieHHoe B
FOCT P 51141-98): «... — 3T0 0653aTeNbHbIN 3NeMeHT opopmneHna odULNANbHOTO AOKYMEHTA»:

Bbibepute oanH OTBET:

a. PeKBU3UT AOKYMeEHTA

b. 61aHK gOKyMeHTa

c. paboyee none fOKYMeHTa

d. 3aronoBoYHas 4acTb AOKYMEHTa
Bonpoc 10
TeKcT BONpoCca

Kakomy TepMUHY COOTBETCTBYET C/iegytoLlee CTaHAAPTU3MPOBaAHHOE onpeaeneHne (3akpenieHHoe B
FOCT P 51141-98): «... — 3TO MOAeNb NOCTPOEHUS AOKYMEHTA, yCTaHaBAKBatoWaa 061acTb NPUMEHEHNS,
dopmaTbl, pasmepbl nonel, TpeboBaHMA K NOCTPOEHUIO KOHCTPYKLMOHHOM CETKU U OCHOBHbIE
PEKBU3UTBIN:

Bbibepute oanH OTBET:
a. Tunosou dopmynsap
b. 6naHK gOKyMeHTa

c. popmynap-obpasel,



d. bopmynsp AoKymeHTa
Bonpoc 11
TeKcT BONpoOCa
Mpogonxute onpegeneHne: Gopmynap AOKYMEHTA 37O - ...
BbibepuTte ogMH OTBET:
a. BHYTpeHHAs dopma A0KYMEHTa, ONpeaenAioLLasn CTPYKTYPY TEKCTA U ero A3blKoBble 0COBEeHHOCTH

b. Habop pekBU3NTOB OPULINMANABHOIO MUCbMEHHOIO AOKYMEHTA, PACNONOXKEHHbIX B onpeae/ieHHOM
nocnen0BaTe/IbHOCTH

C. 3adMKCMpPOBaHHaA Ha MaTepuanbHOM HocuTene MHGOPMaLMA C PEKBM3UTAaMM, MO3BOIAIOLLMMU ee
NAEHTUOMLMPOBATD

d. Habop peKBU3INTOB, MAEHTUOULMPYIOLLMX aBTOPa OPULMANBHOIO MMCbMEHHOMO AOKYMEHTA
Bonpoc 12
TeKcT Bonpoca
MpogonxkuTte onpegeneHune: 61aHK LOKYMEHTa — 3TO ...
Bbibepute oauH oTBeT:

d. MoJeNb NOCTPOEHUNA OOKYMEHTA, YCTaHAB/IMBAOLWAA obnactb NnpUMeHeHuA, d)OpMaTbI, pasmepbl
I'IOI'IGVI, Tpe6OBaHVIFI K NOCTPOEHUIO KOHCprKLI,MOHHOVI CETKN N OCHOBHbIE PEKBU3UTDI

b. TMNOBas moaenb, cogepraliaa COBOKYNMHOCTb obnA3aTenbHbIX PEKBU3NTOB, CBOWCTBEHHbIX
AOKYMEHTaM YHVId)VILI,VIpOBaHHOﬁ CUCTeMbl Opl'aHM3aLI,MOHHO-paCHOpHﬂ,MTeanOVI AOKYMEHTaUUnN n
PacnoNoXeHHbIX onpeaeneHHbIM o6pa30M

C. Ha60p PEKBU3NTOB ocbmu,maanoro NMNCbMEHHOIo A0OKYMEHTA, PaCNO/I0OXKEHHDbIX B OI'IpE,CI,EI'IEHHOﬁ
nocnenoBatesibHOCTU

d. Habop peKkBM3nTOB, UAEHTUDULMPYIOLWMX aBTOPa OPULLMANBHOIO MUCbMEHHOIO AOKYMEHTA
Bonpoc 13
TeKcT BONpoCca
Kakoe BbiCKa3blBaHWe ABNAETCA HEBEPHbIM:
Bbibepute oanH OTBET:

a. HaumeHoBaHUWe BUAa CNyKebHOro 4OKYMeHTa cTaio opopMAATLCA OTAENbHbIM PEKBU3UTOM Hag,
Tekctom ¢ XVI ctonetuna

b. B Poccun odumumanbHble, Aenosble OKYMEHTbI CTA/IM PETYAAPHO NOAMNMUCHIBAaTLCA aBTOPaAMM,
HaymHaA c anoxu MeTpa |

c. Popmynap opuLManbHOro 4OKYMEHTa CTan CKNaabiBaThcA B Mexaypeyube HEeCKOIbKO ThbiCAY neT
Hasag

d. B Poccum B cnykebHbix gokymeHTax ao XVIII Beka aBTop 06bI4HO 0603HaYanCcs B Havyaie uan B
KOHLLe TEKCTa, T. €. 3TOT PEKBU3UT He BbIAENANCA B KAYECTBE CaMOCTOATENIbHOTO 3/IeMEHTa



Bonpoc 14

TeKcT BONpoOCa

Kakoe BbiCKa3biBaHWe ABIAETCA HEBEPHbIM:
Bbibepute oauH oTBeT:

a. PeKBM3NT «<HaMMEHOBaHMe BUAa AOKYMEHTa» ABAAETCA AOKYMEHTOObPasyoLMM NPU3HAKOM,
Mo3BO/AIOWMM MONYYUTb HauaibHOE, camoe obLiee npeacTasieHme O 4OKYMEHTE, ero NpaBoBoM
3HaYMMOCTH

b. MpumeHeHne FTOCT P 7.0.97-2016 sBnsaetca ob6A3aTeNbHbIM N1 BCEX COBPEMEHHbIX OpraHM3aumii,
yupexaeHuit, npeanpuatnii 1tobbix opraHn3aLLMOHHO-NPaBoBbIX GOpMm

c. dopmynap AOKYMEHTa NPOLMKTOBAH He TO/IbKO HEOBXOAMMOCTbIO CTPYKTYPUPOBATh MHGOPMALMIO,
caenaTb ee 3proHOMUYHOM, HO U HEOBXOAMMOCTbIO MPUAATL OKYMEHTY HOPUANYECKYIO CUY, CAeNaTb
3aneyaT/IeHHY0 B HEM MHbOpMaLMIO opULManbHOM

d. KaxKabii peKBU3UT KaK NePBUYHbINA CTPYKTYPHbIA 31EMEHT LOKYMEHTA B TON UM MHOW CTEMEHMU
OTpaXkaeT IPUANYECKN 3HAaUMMYLO MHPOPMaLUUIo

Bonpoc 15
TeKcT Bonpoca
MpoaonxkuTe onpeaeneHme: atpubyuma — 37o...
Bbibepute oanH OTBET:
a. pa3HOBMAHOCTb YNpaBAEHYECKOro AOKYMEHTa
b. ycTaHOoBNEHWME NOASIMHHOFO UMEHU aBTOpa
C. BblfiB/IeHME aTPUBYTUBHbIX CBONCTB SOKYMEHTA
d. np13HaHWe AOKYMeHTa HeAeNCTBUTEIbHBIM
Bonpoc 16
TeKcT BONpoCca
Kakoi [OKyMeHT No CTPYKType ABAAETCA MPOCTbIM:
Bbibepute oanH OTBET:
a.raseta
b. npenpuHT
C. cobpaHuMe couYMHEHN
d. cepusa
Bonpoc 17
TeKcT BONpoOCca

Kakoe onpepenieHne COOTBETCTBYET MNOHATUIO «I'IpOCTOﬁ OOKYMEHT»:



BbibepuTte ogMH OTBET:

a. HECKONIbKO Co0bLIeHN 13 aAByx uan 6onee coobuieHuin (NponsseaeHuin), yacTelt UAU TOMOB,
06beANHEHHbIX 06LWEeN TEMOM UAM NPOBAEMON, LEeNblo, aBTOPOM U T. M., 3aPUKCMPOBAHHbIX HA
HECKOJIbKMX MaTepUuanbHbIX HOCUTENAX

b. oagHO coobuieHne, nomeleHHoe Ha OAHOM MaTepPMaibHOM HoCUTe e
C. AOKYMEHT,cofieprKalliuii 0AHO NponsseaeHme

d. LOKYMEHT, COCTOALLMMN N3 HECKONIbKUX NPOM3BeAeHNI, 3aPUKCUMPOBAHHbBIX HA OAHOM MaTepuUaibHOM
HocuTene

Bonpoc 18
TeKkcT Bonpoca
Kakoe KogoBoe obo3HauyeHune Ha AokymeHTe HE ngeHtmomumnpyet astopa:
Bbibepute oanH oTBET:
a. OrpH
b. OKNO
c. UIHH/KNM
d. OKY/[,
Bonpoc 19
TeKcT Bonpoca
KaKolt U3 nepeymcneHHbIX PEKBU3UTOB HE OTHOCUTCA K PEKBM3UTAM YA,0CTOBEPEHMA:
Bbibepute oanH OTBET:
a. rpud yTBEepKAEHMUA
b. oTTUCK nevaTtn
C. rpud cornacosaHma
d. noanucb
Bonpoc 20
TeKcT BONpoca
Kakoe BbICKa3blBaHWe ABNAAETCA HEBEPHbIM:
Bbibepute oanH OTBET:

a. 3N1eKTpoHHanA umMdposan NoANMCh ABAAETCA pe3yibTaToM npeobpasoBaHMA PYKONMCHON noanmcu
aBTOpa AOKYMeHTa B ee GaKCMMU/IbHYIO KOnuio B Ludposom GopmaTe Ha 3/1eKTPOHHOM HocuTene

b. dnekTpoHHana undposas noanNncb NpeaHasHayeHa ANA 3alUTbl 31EKTPOHHOIO AOKYMEHTa OT
noaaenkun u naeHTuduKkaumm snagenbla ceptudmkaTa Kaova noanmcu



C. 9/IEKTPOHHaA LMdpoBas NoANUCcb NO3BOAAET YCTaHOBUTb OTCYTCTBUE MCKaXKeHUA MHGOpMaLLMK B
3NEKTPOHHOM [LOKYMEHTE

d. dnekTpoHHasa umdposas nognmcb 061a43eT CBOMCTBAMU ABYX PEKBU3UTOB: KNOAMUCH» U «NEYaTb»
Bonpoc 21
TeKcT BONpoOCa

Kakomy MOHATUIO COOTBETCTBYET CeAYIOLLas XapaKTeprUCTMKa: «3TOT GopMyaap XapaKTepusyerca
onpeaeieHHbIM KO/IMYECTBOM PEKBU3UTOB, PACMO/OMKEHHbIX B CTPOroi noc/ieoBaTeIbHOCTH, U
XapaKTepeH A1 KOHKPETHOro BUAA AOKYMEHTOB, Hanpumep, NpUKasa, akta»:

Bbibepute oanH oTBET:

a. bopmynsap-obpaseL,

b. dopmynap

. TMnoBon dopmynap

d. nHamMBMAyanbHbI Gopmynap
Bonpoc 22
TeKcT Bonpoca

KaKomy NOHATUIO COOTBETCTBYET Ce4yHoLWaA XapaKTEPUCTUKA: «3TO COBOKYNMHOCTb PAaCNO/IOKEHHbIX B
onpe,u,eneHHoﬁ nocnenoBaTtesibHOCTU PEKBU3UTOB, NPUCYLLKUX BCEM BUOaAM ,D,aHHOVI cncremol
AOOKYMEHTOB»!

BbibepuTe oamH oTBeET:
a. UHAMBUAYanbHbI popmynap
b. TMNoBON dopmynap
c. popmynap-obpaszel,
d. popmynsap
Bonpoc 23
TeKcT BONpoca
Kakoi pekBusuT 6bin n3baT n3 FOCT P 7.0.97-2016:
BbibepuTe 0aMH OTBET:
a. rpud orpaHuyeHma goctyna
b. MHH/KMMN
C. KOg, opraH1sauuu
d. OrPH
Bonpoc 24

TeKcT BONpoca



KaKoll peKBU3NUT He OTHOCUTCA K PeKBMU3MTaM 3arosI0BOYHOM YacTu
OpraHM3aLUnMoHHO-PacNopAaUTENbHOIO AOKYMEHTa:

Bbibepute oauH oTBeT:
a. pesonouma
b. HameHoBaHWe BMAA LOKYMEHTA
C. HAMMEHOBaHMe opraHM3auun
d. mecTo u3gaHusa
Bonpoc 25
TeKkcT Bonpoca
Kakne peKBU3NTbI COCTaBAAIOT COAEPKATE/IbHYIO YaCTb AOKYMEHTA:
Bbibepute oanH oTBET:
a. 3ar0JIOBOK K TEKCTY, TEKCT
b. TeKCT, OTMETKa 0 HaANYMK NPUNOKEHUA
C. 3aroJIOBOK K TEKCTY, TEKCT, OTMETKA O Ha/IM4YnUN NPUNONKEHUA
d. 3aronoBOK K TEKCTY, OTMETKA O Ha/IMYMU NPUIOKEHNA
Bonpoc 26
TeKcT Bonpoca
PaboTa Haa copeprkaTeslbHOM YacTbto AOKYMEHTA — 3T0...:
Bbibepute oanH OTBET:
a. COCTaBNEHNE AOKYMEHTa
b. 3aBepeHne LOKyMeHTa
C. yBOCTOBEPEHME A OKYMEHTA
d. obopmneHmne LOKyMeHTa
Bonpoc 27
TeKcT BONpoca

Kakoe none ¢popmynsapa-obpasua opraHM3aLMOHHO-PACNOPAAUTENBHOIO AOKYMEHTa nNpeacTasaneT
coboli cny:kebHoe none:

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

b. B neBOm BepxHem yray ¢opmaTa Npu yra0BOM PacnofiOKeHUN PEKBU3UTOB UK B BEPXHEKN ero 4actu
No LUEHTPY NpY NPOA0AbHOM BapmMaHTe pacrnonoxKeHUa PeKBU3MTOB BaaHKa



C. YyacTb nioulaam popmara, npeaHasHadeHHasa ANA Nonen Ao0KYMeHTa, ANA 3aKpenneHns JOKYMEHTa B
TEXHUYECKUX CPEACTBAX XPaHEHUA, ANA HAHECEHUSA CneLnanbHbiX N306parkeHui

d. nhowaab yHUbMLUMpoBaHHON GopMbl AOKYMEHTa UK BnaHKa, npeaHa3HaYeHHasa a5 3ano/IHeEHUA
pPEeKBM3UTAMMU

Bonpoc 28
TeKcT BONpoOCa

Kakoe none popmynspa-obpasua opraHM3aLMOHHO-PACNOPALUTENbHOIO AOKYMEHTa NpeacTaBaseT
coboi pabouee none:

Bbibepute oanH oTBET:

a. B IeBOM BepxHem yriy dopmaTa npu yr/10BOM PacnoNoKeHUU PEKBU3UTOB MW B BEPXHEW ero 4acTu
No LEeHTPY NP1 NPOLOJbHOM BapuaHTe PacrnosioXKeHNs PeKBM3UTOB BiaHKa

b. BEpXHUIA U HAXKHWIA KONOHTUTY bl LOKYMEHTA

C. 4acCTb nsiowaaun d)opN\aTa, npegHasHa4yeHHaAa gnAa nosem AOKYMEHTaQa, ANA 3aKpensieHnA AOKYMEHTA B
TEXHUYECKUX CPEACTBAX XPaHEHNA, ANA HAaHECEHNA CnelnaZibHbIX I/I306pa)KEHVIlZ

d. nnowaab yHudMLUMpoBaHHON GOPMbI LOKYMEHTA UK BNaHKa, NpeaHasHavyeHHas 415 3aNoHeHUs
PEKBU3UTAMM

Bonpoc 29

TeKcT Bonpoca

Kakan xapaKTepuCTMKa COOTBETCTBYET NOHATUIO «NEepeMeHHble PEKBU3SUTbI»:
Bbibepute oanH OTBET:

a. 9710 nHanBunayanbHble ANA KaXX40ro KOHKPETHOrNro 4OKYMEHTa PEKBU3NTbI; OHU BHOCATCA B AOKYMEHT
B npouecce ero noarotoskn n O(I)OpMJ'IeHMﬂ

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

c. 910 pEKBVI3VITbI,06LLI,VIe AnAa BCeX AOKYMEHTOB O4HOro Bnaa; X MOXXHO 3apaHee pasMeCcTuUTb Ha
CTaHAaPTHOM NINCTE 6yMaI'M TMI'IOFpa(I)CKMM CI'IOCO6OM, C NOMOLWbIO KOMMNbIOTEPaA NN cneunanbHOro
wTamna

d. 970 pekBm3nTbl 01-10, BKAtoYasa pekBu3nT 14, onucaHHble B FTOCT P 7.0.97-2016
Bonpoc 30
TeKcT BONpoca
B npouecce ABUXKEHWUA BHYTPEHHUX SOKYMEHTOBOPOPMAAIOTCA:
BbibepuTe 0aMH OTBET:

ad. CCblJ1IKa Ha peI'VICTpaLI,VIOHHbIVI MHAOEKC N AaTY AOKYMEHTA, 3aro/J1I0oBOK K TEKCTY, OTMETKA O Ha/IM4nmn
I'IpM/'IO)KGHVIVI, OTMETKa O 3aBepPEHNN KONUN, OTMETKaA 06 ncnonHuTene, MAEHTMd)MKaTOp 3/'IEKTpOHHOl71
KOMUUN AOKYMEHTA

b. rpud cornacosaHuna AOKYMeHTa, BU3bl COrnacoBaHMA AOKYMeEHTa, NOANUCh, rpud yTBepKaeHua,
OTTUCK NeYaTtu, gata A0KYMEHTa, PerMcTpaLmoHHblii HOMep AOKYMeHTa



C. OTMETKa O NoCTtynaeHnn AOKYMeHTa B OpraHmn3auunto, pe3ontoumna, OTMETKa O KOHTPO/1e, OTMETKa 06
UCNONIHEHUN AOKYMEHTa U HanpaB/J1eHNUK ero B Aeno

d. 3arosI0BOK K TEKCTY; OTMETKA O HA/IMYMM NPUNOKEHMUA; BU3bl COTNACOBAHMA; OTMETKA O 3aBEPEHUM
KOMUW; 0OTMETKA 06 ncnonHutene; UAEHTUGUKATOP NEKTPOHHOM KOMUU AOKYMEHTA

Bonpoc 31
TeKcT BONpoOCa

Ha Kakue Buabl nogpasgenatorca 61aHKM LOKYMEHTOB MO PacnoNoXeHU0 pekBn3nToB cornacHo MOCT P
7.0.97-2016:

Bbibepute oanH oTBET:
a. 06wmit 6raHk, 61aHK NMcbMa, 61aHK KOHKPETHOro BUAA AOKYMEHTA
b. yrnosble u npogonbHble

C. 61aHK opraHusaumn, 61aHK CTPYKTYPHOro noapasaeneHua opraHnsaumm, 61aHK AONKHOCTHOrO
ua

d. ueHTpMpoBaHHbIe U paarosble
Bonpoc 32
TeKcT Bonpoca

Kakoit K}'IaCCMd)MKaLI,VIOHHbe/‘I NPU3HaK NO/10XXeH B OCHOBY AeNneHnA 6.1aHKOB Ha baHK opraHun3auuu,
61aHK CTPYKTYPHOro nogpasgeneHna opraHmnsauuu, 61aHK AO0/KHOCTHOrIO inya:

Bbibepute oanH OTBET:

a. no asTopy

b. no Bugy noKkymeHTa

C. MO PacnoONOXKEeHUIO PEKBU3UTOB

d. no cnocoby opopmneHns pekBU3NTOB
Bonpoc 33
TeKcT BONpoca

Ha Kakue Buabl noapasaensaotca 61aHKM AOKYMEHTOB No BUAY A0KyMeHTa cornacHo FOCT P
7.0.97-2016:

Bbibepute oanH oTBET:
a. 0bwuit 6raHk, 61aHK NMcbMa, 61aHK KOHKPETHOro BUAa AOKYMEHTa

b. 61aHK opraHusaunm, 6a1aHK CTPYKTYPHOro nogpasaeneHumsa opraHmsaumm, 61aHK 4ONKHOCTHOMO
nua

C. YrnoBble W NPOAO/bHbIE
d. ueHTpupoBaHHbIe U pnarosble

Bonpoc 34



TeKcT BONpoOCca

KaKue pekBusunTbl BKAOYaET 06Wmin 6a1aHK opraHM3aumoHHO-pacnopaanTeNnbHOro AOKYMEHTa CoriacHo
MOCT P 7.0.97-2016:

Bbibepute oauH oTBeT:

a. FfocynapcTeeHHbIN repb PO (Fepb cybbekTa PO nan ambnema opraHnsaLmmn, TOBapHbIN 3HaK (3HaK
obcny>kmnsaHua)), kog opraHunsauum (no OKMNO), OrFPH, UHH/KMNM, cnpaBoyHble gaHHble 06
OopraHu3aLmnu; HaMMeHoBaHMe opraHM3aL M, MeCcTO COCTaBAEHUS UM U3AaHUA JOKYMEHTa,
orpaHuYuTeIbHble OTMETKU ANA AaTbl AOKYMEHTa, PermcTpaLMoHHOro Homepa AOKYMEHTa, CCbIIKU Ha
PerucTpaumoHHbI HOMEp U AaTy AOKYMEHTa, agpecaTa, pe3o/toLMuM, 3aro/IoBKa K TEKCTY, OTMETKM O
KOHTpONE, TEKCTa

b. FocypapcTtBeHHbIl repb PP (Tepb cybbekTa PO nam ambnema opraHMsaumm, TOBapHbI 3HaK (3HaK
06CNYKMBaAHWA)), HAMMEHOBaHME OpPraHM3aLMmn, MECTO COCTAaBNEHMA UAN N34AHUA LOKYMEHTa,
orpaHnymnTeibHble OTMETKU ANA AaTbl JOKYMEHTA U PETUCTPALMOHHOIO HOMepa AOKYMEHTa

C. HauMeHOBaHMe opraHn3aunmn, MecTo CoOCTaBIeHNA UNU U3 O0aHUNA OOKYMEHTa, CNPaBOYHble aHHble
06 OopraHun3aunun, orpaHNYnUTE/IbHbIE OTMETKU O1A 3aro/IoBKa U TEKCTA OOKYMEHTA

d. FocypapcTtBeHHbIl repb PO (Fepb cybbekta PO nan smbnema opraHnsaumm, ToBapHbIi 3HaK (3HaK
0b6CNyKMBaAHMSA)), HAMMEHOBAHME OPraHMn3aLL MM, HAMMEHOBAHWE BUAA AOKYMEHTA, MECTO COCTaB/IEHMA
WU U34aHUA AOKYMEHTA, OTPaHUUUTENbHbIE OTMETKM 418 AaTbl LOKYMEHTA, PerMcTpaLMOHHOro HoMepa
[OKYMEHTa, CCbI/IKM Ha AaTy U PErMcTPauMoHHbIM HOMep SOKYMEHTA, 3aro/10BKa K TEKCTY, OTMETKM O
KOHTpOJIe

Bonpoc 35
TeKcT Bonpoca
[na KakMx BUAOB LLOKYMEHTOB MCMO/b3YIOT 06LWMi BnaHK:
Bbibepute oanH OTBET:
a. Ntobbix BUAOB LOKYMEHTOB, KPOMeE NPUKaA3a
b. ntobbix BUAOB AOKYMEHTOB
C. TOZIbKO A4/1A NMCbMa
d. ntobbIX BUA0B [OKYMEHTOB, KPOME NMUCbMA
Bonpoc 36
TeKcT BONpoca
Kakune cnocobbl pasmelleHna pekBm3nToB npegycmoTtpeHrbl FOCT P 7.0.97-2016:
Bbibepute oanH OTBET:
a. YrnoBow 1 NpoAo/bHbI
b. opmumranbcHbIN N HeoPULNANBHDIN
C. MAWKWHOMWUCHbIM U PYKONUCHbIM

d. ueHTpMpoBaHHbIM 1 GNaroBbIN



Bonpoc 37

[Ona obecneyeHma onTMMmasibHOM PaboToCNOCOBHOCTU U COXPaHEHUA 340P0BbA NPOdECCUOHANbHbIX
nonb3osatenen MIBM n BAT Ha npoTaxeHMM paboyero gHA A0MKHbI YCTaHABAMBATLCA
pernaMeHTMPOBaHHbIE NepepbIBbl. Yem perynmpyeTca ux Bpems?

a) NPOAO/IKUTENBHOCTBIO paboyero AHs;
6) BAOM TPYA0BOW AeATeNbHOCTY;

B) KaTeropuein Tpya0BOM AeATeNbHOCTYH;
r) Bce OTBETbI BEPHbI.

Bonpoc 38

Mpu 8-yacoBom pabouem gHe 1 pabote Ha BAT n MIBM ana | rpynnbl paboT - pernameHTUPOBaHHbIe
nepepbiBbl CeyeT yCTaHaBANBATb:

a) yepes 2 yaca oT Havyana paboyeli cmeHbl M Yepes 2 yaca nocne obeeHHOro nepepbiBa
NPOAO/IKUTENBHOCTBIO 15 MUHYT KaxKabli;

6) uepes 2 yaca oT Hayana paboueit cmeHbl U Yepes 1,5-2 yaca nocne obeaeHHOro nepepbiBa
NPOAOMKUTENBHOCTLIO 15 MUHYT KaXKAbli UMW MPOAOKUTENBHOCTbIO 10 MUHYT Yepes KaxKabli Yac
paboTbl;

B) yepes 1,5-2 yaca oT Hayana pabouelt cmeHbl 1 Yepes 1,5-2 yaca nocne obeaeHHoro nepepbiBa
NPOAOMKUTENBHOCTbIO 20 MUHYT KaXKAbI UNN NPOAOIKUTENBHOCTBIO 15 MUHYT Yepes KaxKabli Yac
paboTbl.

I') HET BEPHbIX OTBETOB.

MpakTnyeckoe 3agaHue 3 (2 cem)
1. OTBeTbTe Ha BOMNPOCHI:

1) KakKuMn HOPMATUBHbLIMM NPABOBbLIMW aKTAMW PEFIAMEHTUPYETCS MCNOJIb30BaHMeE M306parkeHui
repba YensbuHckor obnactm n repba Pecnybamku bawkopToctaH?

2) Ucnonbays oTBeT Ha Bonpoc Nol1, NpouMTUpYATE CTaTbM COOTBETCTBYIOLLMX HOPMATMBHbIX NPABOBbIX
aKTOB, B KOTOPbIX OTpaXkeHa pernameHTauma nsobpaxkeHus repba YenabuHckoi obnactu u repba
Pecny6anku BawKopTocTaH Ha 61aHKax A4OKYMEHTOB.

2.

2.1. Ucnonb3ys nHpopmaumio 06 0CHOBHbIX pekBu3nuTax OPL, B NepeyncneHHbIX HUKE LOKYMEHTAX,
3ano/HuTe Tabamuy. 3anonHasa Tabanuy, cTapaiTecb oTpaxKaTb CXOXME Mo GYHKUUM U coaepKaHUIo
PEKBU3UTbI HAa OAHOW CTPOKe AN 06aeryeHns cpaBHeHUn. HazBaHMA PEKBU3MTOB, OTPAXKEHHbIE TO/IbKO
B AAaHHOM aHaAN3MPYEMOM A0KYMEHTE, 0GOPMAANTE K KOHLY Tabauubl.

Ne |HammeHoBaHue peksusnTa |HammeHoBaHue HanmeHoBaHue peksusuTa B pasmnax no
n/n 8 TOCT P 6.30.-2003 peksmsuta s I[C0Y inenonponssoactesy U Metoa,. peKomeHaaumax




2.2.. Onupasncb Ha faHHble, NoayYeHHble B Tabauue, caenaiiTe COOTBETCTBYIOLLME BbIBOAbI U

KOMMEHTapun: cosnagaet M CoOCTaB U Ha3BaHUA PEKBU3UTOB B NPeACTaBNIEHHbIX OOKYMEHTaX; Kakme

PEKBU3UTLI NOBTOPAIKOTCA U B KaKUX AOKYMEHTAX; KakKne peKBU3NTbl HaXo4AT OTPaXKeHUe TOJ/IbKO B

O4HOM U3 AOKYMEHTOB, Kakhe TO/ZIbKO B ABYX.

2.3. Kakumun u3 NPOaHA/INM3NPOBAHHbBIX AOKYMEHTOB 00/1KEH PYKOBOACTBOBATLCA COBpeMeHHbIﬁ

genonpounssogutenb npu Od)OpMI'IeHMM Opl'aHM3aLI,MOHHO-pBCI'IOpFI,CI,I/ITEﬂbHOVI ,CI,OKYMEHTaLI,MVI?

Mouemy?

UcTouHUKM pna aHanusa:

TOCT P67.0.97-2016 «YHuUbMUMpPOBAHHAA CUCTEMA OPraHU3aLMOHHO-PaACNoPAANUTENbHON
[OKyMeHTauumn. TpeboBaHMA K 0pOPMNEHNIO LOKYMEHTOBY.

lfocyfapcTBeHHaA cUCTeMa AOKyMeHTauMoHHoro obecneveHusa ynpasneHuA. OCHOBHble
nonoxeHus. O6uwme TpeboBaHMA K ALOKYMEHTaM U CyKbamM LOKYMeEHTaLNMOHHOro obecneyeHus
oT 25 mana 1988 r. (1991r.) Neo 33.

MpaBuaa genonponssoLcTBa B pesepasibHbiX OpraHax UCNONHUTENBHOWN BAACTU, YTBEPKAEHHbIE
MocTtaHoBneHnem Mpasutenosctea PO ot 15 utoHa 2009 r. Ne477.

MeToanyeckne peKoMeHZauMM Mo pa3paboTKe WHCTPYKUMIA MO  AeNonpou3BoAcTBY B
depepanbHbIX OpraHax MCNOAHWUTENbHOW BAACTW, yTBepKaeHbl Mpukasom Pocapxusa oT 23
Aekabpsa 2009 r. Ne 76.

[na 3anonHeHunA Ta6ﬂMLI,bI MCHOﬂb3yﬁTe 6as3bl AaHHbIX, MHq)OpMaLI,MOHHO-CI'IpaBOLIHbIe M NOUCKOBble

CNCTeMbI:

MapaHT

http://www.consultant.ru/

http://www.termika.ru/

Tecr K pasgeny 2 (2 kypc) /

Bonpoc 1

TeKcT BONpoOCca

KaKkoil HopmMaTMBHbIM NPABOBOW aKT pernameHTUpyeT nsobpaxkeHune focyaapcTeeHHoro repba PO Ha

6/1aHKax 4OKYMEHTOB:



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

BbibepuTte ogMH OTBET:
a. PegepanbHbli KOHCTUTYLMOHHbIN 3aKOH
b. KoHcTuTyuma PO
c. MoctaHoBneHue lMpasutenocrea PO
d. YKas NpesungeHta PP
Bonpoc 2
TeKcT BONpoOCa

Ha Kakom 61aHKe moXKeT ObITb pasmelLeHo n3obparkeHue MNocypgapcteeHHoro repba Poccminckoit
depepaLmm B 04HOLBETHOM BapuaHTe 6e3 repasibANYecKoro WuTa:

Bbibepute oanH oTBET:
a. leHepanbHOM NpPoKypaTypbl Poccnitckoit Pepepaunn
b. opraHos, opraHusaumin n yupexkaeHunin npu MpesmaeHTte Poccuitckoit Pepepaunu
c. bepepanbHbIX OPraHOB UCNOIHUTENBHOM BAACTH
d. AomuHucTpauymm MNpesngenta Poccuiickon Pepepauymm
Bonpoc 3
TeKcT Bonpoca
Ha Kakux 61aHKax nomewtaetca repb6 MocKBbl B MHOFOLLBETHOM BapuaHTe:
Bbibepute oanH OTBET:
a. KoHTponbHO-cyeTHOW nanatbl MOCKBbI
b. NpaBoOBbLIX aKTOB MHbIX OPFraHOB UCMOJHUTENIbHOM BNACTU ropoaa MOCKBbI U UX AOMKHOCTHbIX UL,
c. MocKoBCKo ropoacKon n3bmnpaTeibHOM KoMmuccum
d. peweHunit YcraBHoro cysa ropoga MocKsbl
Bonpoc 4
TeKcT BONpoCca

KaKkoil HOpMaTUBHbIM aKT yCTaHaBAMBAET TPEOOBAHMA K pasmeLl,eHMI0 3MB1eMbl, TOBAPHOrO 3HaKa
(3Haka obcnykmBaHMsA) Ha B1aHKax opraHM3auuu:

Bbibepute oanH OTBET:
a. yuypeguTenbHble 4OKYMEHTbl OpraHmnsaumm
b. pesepanbHbI 3aKOH
C. noctaHoBneHue MpaBuTenncTsa PP
d. rocyaapcTBeHHbIM CTaHAAPT

Bonpoc 5



TeKcT BONpoOCca
dmbnemy 1 ToBapHbIN 3HaK HE Bocnpoun3BoaAaT Ha 61aHKe, ecan Ha Hem nomettleH (-a):
Bbibepute oauH oTBeT:
a. OTTUCK repboBoOI NevaTn
b. nognuce
c. NlocypapctBeHHbIN repb Poccuitickon @egepaumm
d. pesontoums
Bonpoc 6
TeKkcT Bonpoca

Mpoao KMTe BbiCKasbiBaHMe: «HauMeHOBaHMe opraHun3aLmm, ABAAIOLLENCA aBTOPOM SOKYMEHT],
[LO/IKHO COOTBETCTBOBATb HAMMEHOBAHMIO, 3aKPENJIEHHOMY ...»:

Bbibepute oanH OTBET:

a. B rOCyapCTBEHHOM CTaHZapTe

b. B 3aKoHe

c. 8 OKNO

d. B yupeanTenbHbIX LOKYMEHTaX OpraHM3aumm
Bonpoc 7
TeKcT Bonpoca

HanmeHoBaHWA opraHn3aumin u cybbekToB Poccuiickoi ®eaepaumnn, MMerowmx Hapsaay ¢
rocyaapcTBeHHbIM A3bIKoM Poccuitckolt Pegepaunn (pyccKMm) rocyapCTBEHHbIN A3bIK CYyObEKTOB
Poccuiickon deaepaumm neyatatoT:

Bbibepute oanH OTBET:

a. BCe BapunaHTbl BEPHbI

b. Ha rocypapcTBeHHOM fA3bike PO

C. Ha fA3blKe cybbekTa PO

d. Ha AByX A3blKax (Ha rocyaapcTBeHHOM A3blke PP 1 Ha sA3biKke cybbeKTa PO)
Bonpoc 8
TeKcT BONpoca
Ha 6/1aHKax KaKnx fOKYMEHTOB 0pOPMAAIOT CNpaBoYHble AaHHbIe 06 OpraHM3aLmu:
Bbibepute oanH OTBET:

a. ycTaBos

b. cnyxebHbix nucem



C. NpUKasos
d. pacnopskeHui
Bonpoc 9
TeKcT BONpoOCa
KaKkue anemeHTbl pekBm3nTa «CnpaBoYHble gaHHble 06 opraHM3aunn» ABAAIOTCA 06s3aTeIbHbIMMU:
BbibepuTte ogMH OTBET:
a. baHKOBCKME PEeKBU3UTbI, MOYTOBbIN agpec
b. noytoBbIN agpec, Homep TenedpoHa
. aKc, Homep 3/1eKTPOHHOM NOYTbl, BaHKOBCKME PEKBU3UTDI

d. nouTOBbLIN agpec, Homep TenedoHa, Homep PpaKca, TesieKca, cHeToB B baHKe, agpec 3/IeKTPOHHOM
NoYTbl

Bonpoc 10

TeKcT Bonpoca

YKaxKuTe NpaBu/ibHYI0 NOC/IeA0BaTeNbHOCTb 3/IEMEHTOB NOYTOBOroO agpeca:
Bbibepute oanH OTBET:

a. yMua, 40M, HOMep KBapTUpbl, Ha3BaHuMe pecnyb/ivKu, Kpas, 061acTM, aBTOHOMHOTO OKpyra
HaceNeHHbIW NYHKT, PalioH, CTpaHa, NoYTOBbIA MHAEKC

b. Homep KBapTMpbI, AOM, YANLLA, HACENEHHDBIN NYHKT, Ha3BaHWe PalioHa, Ha3BaHWe pecnybanKK, Kpas,
06,1acT, aBTOHOMHOTO OKpYra, CTpaHa, NoYTOBbIN MHAEKC

C. MOYTOBbLIN MHOEKC, HOMEP KBAPTUPbLI, Ha3BaHUE peCFIYGI'IMKM, Kpas, o6nacw|, dBTOHOMHOIO OKpyra
HaceneHHbIN NYHKT, paﬁOH, CTpaHa, MoYTOBbIN NHOEKC

d. yamua, 4om, HOMep KBapTUPbI, HAaceNEeHHbIM MYHKT, palioH, HasBaHMe pecnybnKu, Kpas, obiacTy,
aBTOHOMHOrO OKpYyra, CTpaHa, NoYTOBbIA MHAOEKC

Bonpoc 11
TeKcT BONpoca
Ko opraHunsaumm npoctaBaatoT no:
BbibepuTe 0aMH OTBET:
a. OKB34
b. OKY
c. OKATO
d. OKNo
Bonpoc 12

TeKcT BONpoca



Mpu U3roToBAEHUU KaKux BiaHKOB opopmaseTtca peksnsnt « MHH/KMM»?
Bbibepute oauH oTBeT:
a. yrnoBoro 61aHKa NMCbMa OpraHM3auunm
b. npogonbHoro 6n1aHKa NMcbma opraHu3aumm
C. NnpofonbHOro 61aHKa NMCbMa A0MKHOCTHOTO NLLA
d. BCce BapMaHTbl BEPHbI
Bonpoc 13
TeKkcT Bonpoca
YKaKuTe npaBu/ibHbI BapMaHT 0obOpMIEHNS CNPABOYHOM MHOPMaLMKM 06 opraHM3auuu:
Bbibepute oanH oTBET:
a.
O6wecTBo c orpaHUYeHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

yn. lonapesa, 4. 2, r. Mariutoropck, YenabuHckasa obn., 455097
Ten. (3519) 27-13-33; dakc (3519) 27-11-90;

e-mail: avto@avto.ru

OKIMO 2356447; OrPH 1127776500001,

MHH/KNN 0112220000/011777000

Ha Ne oT

b.
06uLecTBO € orpaHUYeHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

455097, r. MarHuToropck, ya. Jlonapesa, 4. 2



Ten. 27-13-33; dakc 27-11-90;

e-mail: avto@avto.ru

MHH/KNMN 0112220000/011777000;

OrPH 1127776500001

Ha Ne oT

C.
O6wwecTBO € OrpaHUYeHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

455097, r MarHutoropck, YenabuHckasa oba., yn. Jlonapesa, 4. 2
Ten. 27-13-33; ¢pakc 27-11-90;

e-mail: avto@avto.ru

OrPH 1127776500001;

MHH/KNN 0112220000/011777000

Ha Ne oT

d.
06uLecTBo ¢ orpaHUYeHHoW
OTBETCTBEHHOCTbIO

"MCTOK"

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

e-mail: avto@avto.ru

OKNO 2356447; OI'PH 1127776500001,



MHH/KNMN 0112220000/011777000

Ha Ne oT

Bonpoc 14
TeKcT BONpoOCa
Kog, dopmbl OKyMeHTa NpoCTaBAAOT no...:
Bbibepute oanH oTBET:
a. oKy
b. rcgoy
C. yupeauTenbHbIM OKYMEHTaM OpraH13auum
d. FOCT P 6.30-2003
Bonpoc 15
TeKcT Bonpoca

Kakoi Habop umdp B KogoBom o603HauYeHUn popmbl oKymeHTa 0720302 o603HauaeT Knacc popmbl

JOKyMeHTa:
BbibepuTe oamH oTBeET:
a. 07
b. 302
c.20
d. 203
Bonpoc 16
TeKcT BONpoCca
Mo Habopy undp B KogoBom 0603HaUYEHUM PopMbl A0KYyMeHTa 0212000 MOXKHO YCTaHOBUTb:
BbibepuTe 0aMH OTBET:
a. Kfacc 1 noaknacc Gopmbl AOKYMEHTA
b. Knacc, nogknacc, perucTpaLmMoHHbI Homep GopMbl LOKYMEHTA
C. TO/IbKO Knacc Gopmbl LOKYMeHTa
d. TonbKo noaxnacc Gopmbl LOKYMeEHTa
Bonpoc 17

TeKcT BONpoOCca



Ha Kakux popmax npocTtaBaseTcs Kog Gopmbl LOKYMEHTa:
Bbibepute oauH oTBeT:
a. Ha HeyHUPULMPOBAHHbLIX GOpPMaXx
b. Ha Bcex 6naHKax
C. Ha BCEX JOKYMEHTax
d. Ha yHndUUMpoBaHHbIX popmax
Bonpoc 18
TeKkcT Bonpoca

Kaknm fOoKyMeHTOM [,0/13KHO BbITb ONpeaeieHO HaMMeHOBaHMe BUAA LOKYMEHTA HA A OKYMEHTE,
n3gaHHOM opraHmsaumeit, cornacHo F'OCT P 6.30-2003:

Bbibepute oanH oTBET:
a. UHCTPYKLMEN No AenonponsBoaCcTBy
b. HomeHKnaTypon gen
C. ycTaBoM (nonoxeHvem ob opraHusaLmm)
d. nonoxeHnem o cnyxbe 40Y
Bonpoc 19
TeKcT Bonpoca

Kakomy SOKYMEHTY A0/KHbl COOTBETCTBOBATb HAMMEHOBAHMA BUA0B AOKYMEHTOB, KOTOpPbIE
OpraHusaums BbIbMpaeT AN 4OKYMEHTUPOBAHMA OPraHU3aLMOHHO-PACcNopPAAMTENbHON AeATENbHOCTH,
cornacHo 'OCT P 6.30-2003:

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

b. MepeyHto TMNOBbLIX YNPABAEHUYECKMX aPXMBHbIX AOKYMEHTOB, 06pasyloLLMXCA B NpoLecce
AeATeNbHOCTU rocyAapCTBEHHbIX OPraHoOB, OPraHOB MECTHOTO CamMoyNpPaB/IeHNA U OpraHn3aLmid, ¢
YKa3aHWeM CPOKOB XpaHeHun

c. FfocypapcTBeHHOW cucTemMe LOKYMEHTAUMOHHOrO obecneyeHms ynpasaeHus
d. MNpasunam genonpounssoactsa B peaepanbHbiX OpraHax UCMOHUTENIbHOM B/IACTU
Bonpoc 20
TeKcT BONpoca
Ha kakux gokymeHTax HE yKkasbiBaeTca HaumeHoBaHMe BUAA AOKYMEHTa:
Bbibepute oanH OTBET:
a. LOIKHOCTHOM UHCTPYKL MU

b. cnykebHoro nucoma



C. Cy»KebHOoM 3anmcKu
d. cnpasku

Bonpoc 21

TeKcT BONpoOCa

Kem npocrasnferca AaTa AOKYMeHTa Ha 60/blUMHCTBE OpraHMU3aLMOHHO-PACNoPAANTENbHbIX
[OKYMEHTOB:

Bbibepute oauH oTBeT:
a. BCe BapuaHTbl BEPHbI

b. cny»k60W fOKyMeHTaLMOHHOro obecneyeHus ynpaBaeHUa UM CeKpeTapem Npu perucTpaumm
[OKYMeHTa

C. COCTaBUTENEM MPU NOATOTOBKE JOKYMEHTA
d. LOMKHOCTHBIM INLLOM, NOAMMUCHIBAOWMM JOKYMEHT
Bonpoc 22
TeKcT BOnpoca
Ha Kakunx gokymeHTax AaTy 4OKyMeHTa ohopMAAeT ceKpeTapsb:
BbibepuTe oauH oTBeET:
a. Ha npuKasax
b. Ha genoBbIx NMcbMax
C. Ha cnpaBKax
d. Ha BCex AOKyMeHTax
Bonpoc 23
TeKcT BONpoca
Kakune cnocobbl obopmneHus gaTbl COOTBETCTBYIOT TpebosaHuam FOCT P 6.30-2003:
1. 09.03.13;
2.09 mapTta 2013 r,;
3. 09 mapTa 2013 roaa;
4.09.03.2013 r,;
5.2013-03-09;
6.2013.03.09;
7.09.03.2013.
BbibepuTe 0aMH OTBET:

a. BCe BapunaHTbl, Kpome 3



b. Bce BapuaHTbI, Kpome 5
c.1,4,7
d.2,6,7
Bonpoc 24
TeKcT BONpoOCa
Mpu noarotToBke AOKYMEHTA K NOAMUCAHUIO B peKBM3nTe «JlaTa 4OKYMEHTa» 3apaHee nevyaTatoT:
BbibepuTte ogMH OTBET:
a. YMCno, MecaL, rog,
b. yncno
C. mecsy,
d. rop
Bonpoc 25
TeKcT Bonpoca
Kakoe BbicKasbiBaHue ansaetcA HEBEPHbIM:
Bbibepute oauH oTBeT:
a. [laTa n perucTpaLmMoHHbIN HOMep AOKYMEeHTa 0popMAAIOTCA He Ha Bcex bnaHKax

b. PekBM3uUTbI «[laTa JOKYMEHTa» U « PerMcTpaunoHHbIi HOMep AOKYMeHTa» ABAAIOTCA AaHHbIMU O
perucTpauumn AoKyMeHTa U No3TOMY AABAAKOTCA A0Ka3aTe/IbCTBOM CyLLLEeCTBOBaHUA AOKYMEHTA U
BK/IlOYEHMEM ero B AOKYMEHTabHbIN GOHA OpraHM3aLmm

C. PekBn3aunTbl «[aTa LLOKYMEHTa» U «PerncTpaumoHHbIi HoMep AOKYMEeHTa» 0pOpPMAAIOTCA Ha O4HOM
YPOBHE NO OTHOLWIEHUIO APYT K ApYry

d. Oba pekBusmnTa — «JaTta LOKYMEHTa» U « PErMCcTPaLMOHHbI HOMEpP AOKYMEHTa» — BbINONHAOT
IOpPUANYECKYIO GYHKLMIO, @ TaK}Ke BbINOHAIOT NOUCKOBYIO QYHKLMIO, TaK KaK NO3BO/IAIOT OpraHn3aumm
BECTU MHPOPMALMOHHO-CNPABOYHYIO paboTy

Bonpoc 26
TeKcT BONpoca
KaKoli afieMeHT perncTpaLmMoHHOro Homepa AOKYMEHTa ABAseTca 06A3aTeNIbHbIM:
Bbibepute oanH OTBET:
a. MHpopMaLmA 0 KOppecrnoHAeHTe
b. nopagkosbi HOMep
C. UHAEKC Aena no HOMeHKNaType gen
d. nndbopmauus 06 ncnonHUTensx

Bonpoc 27



TeKcT BONpoOCca
Y10 0603HauaeT uncno 45 B perncTpaumoHHom Homepe, nmetollem obosHaveHme Ne 45/1-5:
Bbibepute oauH oTBeT:
a. Koz noapasaeneHun
b. Homep gen no HomeHKNaType aen
C. MOPAAKOBbI HOMEP MO XKYPHaNy perncrpaumm
d. Koa KoppecnoHaeHTa
Bonpoc 28
TeKkcT Bonpoca
Ykaxunte BEPHOE BbicKa3biBaHuWe:
Bbibepute oauH oTBeT:

a. Ha bnaHKe nnucbma NpoCTaBASETCA OrpaHUYUTEIbHAA OTMETKA A5 peKBM3UTa «CCbl/iKa Ha
PErncTPaUMoHHbIN HOMEp M AaTy AOKYMEHTa» cieayrowmnm obpasom: « oT »

b. PekBn3uT «CcbinKa Ha 4aTy U PErMcTPauMoHHbI HOMepP AOKYMEHTa» 3ano/IHAETCA B
NPenMyLLeCTBEHHO B MMCbMax-oTBeTax. CBeAeHWs B PEKBM3UT NEPEHOCATCA C NOCTYNMBLUETO A4O0KYMEHTA

c. CBepeHusa B pekBmanuTe «Ccbl/IKa Ha PerncTpaLmMOHHbIA HOMEpP U AaTy AO0KYMEHTa» NPMCBaMBaloTCA
OpraHu3aumeit-aBTopomM OTBETHOIO NUCbMA

d. YKkazaHue AaHHbIX O NOCTynMBLWEM NMNCbMe Ha 61aHKe NMcbma B Buae oTaenbHOro CCblJIkKU Ha
peI'MCTpaLI,VIOHHbe/‘I HOMEpP U OaTy JOKYMEHTA HE UCK/TIDYaeT HEO6XO,CI,I/IMOCTM CCblNaTbCA Ha HUX B TEKCTE
OTBET—HOIo NUCbMma: B Ha4a/sie TEKCTa NNCbMa BCerga cneayet nncatb «Ha Baw Ne ... oT...»

Bonpoc 29

TeKcT Bonpoca

Kakaa xapaktepuctmka HE COOTBETCTBYET pekBu3nty «MecTo COCTaBNEHUA UAN U30AHUA OOKYMEHTa»:
BbibepuTe 0aMH oTBET:

a. ﬂ,aHHblﬁ PEKBU3NT Od)OpMnﬂI-OT Ha O6LLI,MX 6.1aHKax 1 bhaHKax KOHKPETHbIX BUAOB JOKYMEHTOB, €C/in
ero onpegeneHme 3aTpygHeHo no pekBn3nNTy «HanmeHoBaHue opraHnsaunumn»

b. Mpu yKasaHWM HaceNeHHbIX MeCT B AaHHOM PeKBU3UTE HEOBXOAMMO MCNO/b30BaTb OBLLENPUHATLIE
COKpaLeHuma, oTpaxeHHble B OKATO

C. ﬂ,aHHbIVI PEKBU3UT HE Od)OpMI'IFIIOT Ha 60NbLINHCTBE MCXOAHLU,el\;I AOKYMEHTAU MU, TaK MECTO U3OaHUA
AOO/TXKHO 6bITb OTpa*XeHOo B peKBUN3NTe «CNpaBoYHble AaHHble 06 opraHunsaunm»

d. [laHHbIN pekBM3MT NnoMoraeT aeHTMdULMPOBaTb aBTOPa AOKYMEHTA, MO3TOMY ero ohopMAAIOT Ha
Bcex bnaHKax

Bonpoc 30

TeKcT BONpoOCca



YKarKute HeBepHOe HanncaHMe pekBm3anTa « MecTo CoCTaBNeHUA UK U3AaHUA AOKYMEHTa»:
Bbibepute oauH oTBeT:
a. Mocksa
b. MarHutoropck
c. Cankt-lMNeTepbypr
d. ct-ua benokameHHas
Bonpoc 31
TeKkcT Bonpoca
B KaKOom Nagerke yKasblBaloT AO/TKHOCTb ML B PEKBU3UTE «AfpecaT»:
Bbibepute oanH oTBET:
a. B poAUTENIbHOM
b. B gaTenbHom
C. B UMEHUTENIbHOM
d. B npeasioxKHoOM
Bonpoc 32
TeKcT Bonpoca

B Kakom najgexe yKasblBalOT HaMMeHOBaHMe OpraHM3aLnmn 1 ee CTPYKTYPHOro noApasaeneHns B
peKkBu3nTe «AgpecaT»:

Bbibepute oauH oTBeT:
a. B Npea/ioKHOM
b. B MeHUTeIbHOM
C. B pOAUTENBHOM
d. B JaTenbHOM
Bonpoc 33
TeKcT BONpoca
YKaxunte HEBEPHOE Bbicka3biBaHMe:
Bbibepute oauH oTBeT:

a. Mpu agpecoBaHnM AOKyMeHTa GMU3NYECKOMY LY CHaYana yKasblBaloT GaMUaMIO U MHULMANI
nonydyatens, 3aTem No4YToBbIM agpec

b. Mpu agpecoBaHnM AOKYMEHTa B OpraHM3aumMio CHava a yKa3blBatoT ee MoYTOBbLIN ajpec, 3atem ee
HanmeHoBaHue



. Echn LOKYMEHT OTNPaBAAIOT B HECKO/IbKO O4HOPOAHbIX OPraHM3aLUMi UK B HECKOJIbKO CTPYKTYPHbIX
noapasgeneHuii ogHON opraHusaLmm, To ux caeayeT yKasblBaTb 0606LeHHO, Hanpumep:
Pykosogutenam ¢mnamnanos OO0 «[JomocTpon»

d. B cocTtaB peksusnTta «AapecaTt» No4TOBbIN agpec He AsaAeTcAa 06A3aTe/IbHbIM 3/1IEMEHTOM, OH
odopmMaAeTca No YCMOTPEHUIO OpraHM3aLmnn-aBTopa AOKYMeHTa

Bonpoc 34
TeKcT BONpoOCa
Ha kakux gokymeHTax HE odpopmnsaeTca pekBusut «Agpecar»:
Bbibepute oanH oTBET:
a. MMcbMmo
b. cnyxkebHan, noKnagHanA M 06bACHUTENbHAA 3aMUCKK
C. B[OJIKHOCTHAA MHCTPYKLUA
d. cnpaBskKa
Bonpoc 35
TeKcT Bonpoca

YKarKuTe NpaBu/ibHbIM BApMaHT opopMaeHNs pekBusnTa «Agpecat» B NMCbme, HanpaBaaeMom B
OpraHusaumto:

BbibepuTe 04MH OTBET:

leHepanbHOMY AUPEKTOPY

OAO "Crpoipecypc"

MockKsa, yn. }nsonucHas, 24,
255678

b.
OAO "Ctpoipecypc"
leHepanbHOMY AUpPEKTOPY

C.C. KanawHwukosy

MockKsa, yn. *usonucHas, 24, 255678

255678, MockBa,



yn. unsonucHas, 24

FeHepanbHOMY AUpPEKTOPY
OAOQ "Crpoitpecypc"
C.C. KanawHwnKosy

d.
FeHepanbHOMY AUpPEKTOPY
OAO "Ctpoipecypc"

C.C. KanawHukosy

yn. nsonucHas, 24,
Mocksa, 255678
Bonpoc 36

eKcT Bonpoca

Kakoit PEKBU3UT MMEET CNeayroLYy0 XapaKTEPUCTUKY: « Ero cocTtaBHble YacTu MOTYT BK/1IOYATb!
HaMMeHOBaHUE ydypexaeHunA, opraHn3aunn; HaumeHOBaHUE CTPYKTYPHOIoO nogpasaeneHuna; ykasaHme
AO/TXKHOCTU nonyyaTtena; nHuyumansol, d)anmmo; MOYTOBbIN agpec:

Bbibepute oanH OTBET:
a. pesonouma
b. rpu¢ cornacosaHua
C. CNpaBOYHble AaHHble 06 opraHM3aunm
d. agpecar
Bonpoc 37
TeKcT BONpoCca

Kakoi PEKBU3UT BKIKOYAET cheayrowmne asnNeMeHTbI: d)aMM/'IMM, MHNUmnanbl NUCNONHUTENE; coaeprraHue
nopy4vyeHuna; CPoK MCNONHEHUA; NOANUCL; AaTY:

Bbibepute oanH OTBET:
a. pesontoums
b. rpué cornacosaHus
C. rpuod yTBEpKRAEHUA
d. Tekct

Bonpoc 38



TeKcT BONpoOCca
YKaKuTe BepHbI BApUAHT 0pOpMIEHNA PE30NIOLUN PYKOBOAUTENA:

Bbibepute oauH oTBeT:

Conosbesy U.K.
Mpowy noarotoBuTb NiaH paboTbl Ha
BTOpOe noayrogue K 28.12.2013.
MNoanuck pykosoautena
10.12.2013
b.
Cksopuosy U.A.
MpoLy paccmoTpeTb.
Moanuce pykosoauTena

10.12.2013

B npukKas
Moanuckb pykosoautens
12.12.2013
d.
Bcem npuHATL yyactue.
Moanwucb pykosoautens
12.12.2012
Bonpoc 39
TeKcT BONpoCca
Kakoli peksuant HE oTpakaet atanbl paboTbl Hag Nopy4eHnem:
Bbibepute oanH OTBET:
a. pesontouma
b. BM3a cornacosaHuA
C. OTMETKA O KOHTpoNe
d. oTMeTKa 06 UCMONHEHUN AOKYMEHTA U HAaNpPaB/JEHUWN €ro B 4eN0

Bonpoc 40



TeKcT BONpoOCca
YKaXKute BepHOeE BbICKa3blBaHME:
Bbibepute oauH oTBeT:

a. OTmMeTKa 0 KOHTPO/Ie NPOCTaBASAETCA B 3aKNOUMTE/IbHOM YacTU TEKCTa AOKYMEHTa B BUae
KAULWnpoBaHHOW ¢pasbl K KOHTPOJIb UCMONHEHMA BO3IOXKUTD Ha...» AU « KOHTPO/Ib UCNONHEH WS
OCTaBAA0 3a coboi»

b. Hannume otmeTKK, B nepsyto ouyepeab, AUCUUMANHUPYET PYKOBOAMTENA U AEN10MNPOU3BOANTENS,
KOTOpble 3aMHTEPECcOBaHbl B UCMONHEHWUM AOKYMEHTA

¢. OTMETKY 0 KOHTposie 0bOPMAAOT O4HUM U3 cNOCco60B: BYKBOMN «K», CIOBOM MM LITaMNOM
«KOHTPO/Ib» 1 pasmeLLLaeTcs B MPAaBOM BEPXHEM YIy CNYyKebBHOro noaa AOKyMeHTa

d. OTMeTKa 0 KOHTPOJ1e MPOCTABAAETCA UCNONHUTENEM AOKYMEHTA
Bonpoc 41
TeKcT Bonpoca
Kakoli pekBusnt opopmaseTtca nocnefHUM nepes Tem, Kak LOKYMEHT 6yAeT oTnpaB/ieH Ha XpaHeHue:
Bbibepute oanH OTBET:
a. 0TMeTKa 06 UCNONHEHUM JOKYMEHTA U HaMNpPaB/IEHUM €0 B AeN0
b. oTMeTKa 0 NoCTynAeHnn AOKYMEHTa B OpraHM3aLmio
C. rpuod yTBEpPXKAEHMA
d. oTmeTKa 06 ucnonHuTene
Bonpoc 42
TeKcT Bonpoca

Kakas popmy/nMpoBKa 3aro/10BKa K TEKCTY ABNAETCA BEPHOM (B CKOBKax 0b603HaueH BUA AOKYMEHTa, K
KOTOpOMY CHOPMYIMPOBAH 3aro/I0BOK):

BbibepuTe 0aMH oTBET:
a. (JOroBOP) ans nocTaBOK TOBapoOB
b. (MPUKA3) 06 yTBEpPKAEHNM UHCTPYKLMM NO AE10NPON3BOACTBY
c. (QONKHOCTHAA UHCTPYKUMUA) rnaBHOomy byxrantepy
d. (Mpwukas) O H.K. MeTpose
Bonpoc 43
TeKcT BONpoOCca
B KaKux cnyyanax odopmneHue 3arofioBKa K TEKCTY ABAAETCA 06A3aTe/IbHbIM:
BbibepuTe 0aMH OTBET:

a. Ha opraH13auMoHHO-pacNoPAAUTENbHOM AOKYMeHTe popmaTta A4



b. 3aron0BoOK K TEKCTY A0/mKeH 0PopmAATbLCA Ha Bcex 6e3 UCKoUYEeHUS
OpPraHn3aLMOHHO-PacNoPAANTENbHbIX OKYMEHTAX

C. HA L OKYMEHTaX, TEKCT KOTOPbIX HE npeBblwaeT 3-5 CTPOK
d. Ha opraHW3aUMOHHO-pacnopaAMTENbHOM A0KYMeHTe popmaTa A5
Bonpoc 44
TeKcT BONpoOCa
[NaBHbIM PEKBU3UTOM OOKYMEHTA ABNAETCA:
BbibepuTte ogMH OTBET:
a. neyarb
b. noanuce
C. para
d. Tekct
Bonpoc 45
TeKcT Bonpoca
B Kakom BMAE BO3MOXKHO 0dbOpMIEHNE TEKCTA OPraHU3aLLMOHHO-PACNoPAAMUTENbHOIO AOKYMEHTA:
Bbibepute oauH oTBeT:
a. B BUAE UAAtoCTpaunii
b. B BUAE coeanHeHMA aHKeTbl, Tabanubl, CBA3HOIO TEKCTA
C. B BUAE YepTexen
d. B Buae ¢otonsobparkeHui
Bonpoc 46
TeKcT BONpoCca
Kakyto nHbopmaumio NoMeLatoT BO BTOPOM (3aKNOUNTENbHOM) YacTu TEKCTa AOKYMEHTA:
Bbibepute oauH oTBeT:
a. NpocbObI
b. ocHoBaHus
C. NPUYUHDI
d. uenu
Bonpoc 47
TeKcT BONpoOCca

Kakyto nHdopmaumio HE nomeLLatoT B NepBoi YacTu TeKCTa AOKYMeEHTa:



BbibepuTte ogMH OTBET:
a. peweHus
b. npuyuHbI
C. NIpeanoXKeHuna
d. pekomeHaauum
Bonpoc 48
TeKcT BONpoOCa

Kakoe odopmsieHne ocHoBaHMA AOKYMeEHTa cooTBeTcTByeT TpebosaHMAam FTOCT P 30-2003 (B ckobkax
0603HayYeH K/I0YEBOW rNaroa pacnopaguTeibHOM YacTu OKYMEeHTa):

Bbibepute oanH oTBET:

a. Ha ocHoBaHuK npunKkasa MuHucTepcTBa obpasoBaHmaA U Hayku PP ot 15 aHBapa 2013 Nel5 «O
nopagKe nposeaeHus atrectaumm By3os» (MPUKA3bIBAIO)

b. B cBs3n ¢ HEOBXOAMMOCTbIO UCNOHUTL NPUKa3 MUHUCTepcTBa (MPUKA3bBIBAID)
c. Bo ncnonHexue npukasa OAO « MMK» Ne 45 «O nopsaaKe 3akntodyeHma gorosopos (MPEAJIATALKD)
d. C ueno ucnonHeHUs NpuKasa pekTopa 06 yKpenneHuu Tpyaosoi aucumnanus (MPEONATARD)
Bonpoc 49
TeKcT Bonpoca
B Kakom gokymeHTe TeKcT HE nsnaratot ot nepsoro Anua egUHCTBEHHOro YNCNaA:
Bbibepute oanH OTBET:
a. B NpoTOKONe
b. B npukase
C. B 3aAB/IeHUU
d. B nucome
Bonpoc 50
TeKcT BONpoca
YKaxuTe BepHoe opopmMmaeHne OTMETKN O HAJIMYUU NPUNOKEHUA B MUCbME:
Bbibepute oanH OTBET:
a. MpunnorkeHune: Ha 3 n. B 1 3K3.
b. MpunoxeHne: He nmeeTcA.
. MpunoXkeHne: No TeKCTy Ha 3 n. B 1 3Ks.
d. MpunnoxeHune: ynomaHytoe Ha 3 /1. B 1 3K3.

Bonpoc 51



TeKcT BONpoOCca

BbibepuTe NpaBu/ibHbLIN BapMaHT opopmMaeHMA NOANNCK B PACNOpAAUTENbHOM AOKYMEHTE OpraHM3aLmm

(npuKase, pacnopsxkeHun):

Bbibepute oauH oTBeT:

leHepanbHbI ANPEKTOP

000 «Komnac»
M.M. benakos

12.12.2013

b.

leHepanbHbIM AMPEKTOP
M.T. benakos

leHepanbHbIM AUpPEKTOp
M.N. benakos

12.12.2013
d.
FeHepanbHbIV AUPEKTOP

000 «Komnac»
M.N. benakos

Bonpoc 52

TeKcT Bonpoca

Moanucb

Moanucy

Moanuceb

Moanuce

Ecnu 3amectutens pyKoBoamTeNsa opraH1Usaumm MMeeT Npaso NOAMNMUCLIBATb AOKYMEHTbl BMeCTO

pyrROBOAUTENA B C/ly4ae ero BpemMeHHOro OTCyTCTBMUA, KakK AO0/TXKHa 6bITb Od)OpM}'IEHa noanucb:

BbibepuTe 04MH OTBET:

Bp. 1.0. reHepanbHOro gupeKktopa

O.H. Ucaes

b.

N.0. reHepanbHOro AnpeKTopa

O.H. Ucaes

3am. reHepanbHOro ANpeKTopa

O.H. Ucaes

Ncaes

Ncaes

Ncaes



d.

/TeHepanbHbIN AMpPEKTOP
N1.1. CaBenbes

Bonpoc 53

TeKcT BONpoOCa

Ncaes

Kak momkHa 6biTb 0bopmaeHa NOAMNMCh, ECIM KOMMEPUYECKUIA AMPEKTOP HAXOANTCA B OTMNYCKe, a

ncnosHeHme ero o6A3aHHOCTEN NMPMKA30M BO3/IOXKEHO HA 3aMeCTUTE/IA KOMMEPUYECKOTo ANPeKTopa:

BbibepuTe ogMH OTBET:

Kommepyecknin gupektop
H.P. PasaHos

b.

/ Kommepueckuit aupeKkTop
E.[. Eppemos

MN.0. KOMMEepYEeCKOro AMpeKTopa
E.A. Eppemos

d.

3aM. KOMMEPYECKOro AMpPEKTOPA
E.A. Edpemos

Bonpoc 54

TeKcT Bonpoca

Edpemos

Edpemos

Edpemos

Edpemos

Ha Kakom floKymeHTe He odpopmAsaioT rpud yTeepRaeHus. Kakon gokymeHT HE nognexnt

YTBEPKAEHUIO:

Bbibepute oauH oTBeT:

a. Ha 3anaBNeHUn

b. Ha aKTe

C. Ha UHCTPYKLUMMK

d. Ha ycTaBe opraHusaumm
Bonpoc 55

TeKcT BONpoOCca

Kakue n3 nepeyncriieHHbIX 4OKyMmeHTOB HE ya0CTOBEPAIOTCA OTTUCKOM NeyvyaTn opraHmM3aumm:

BbibepuTte ogMH OTBET:



a. OroBopbI
b. cnpasku
C. rapaHTUMHbIE NNCbMA
d. npuKasbl
Bonpoc 56
TeKcT BONpoOCa
KaKoi peKkBu3UT OTparKaeT BHELLIHee COrnacoBaHMe fOKYMEHTa:
Bbibepute oanH oTBET:
a. BU3a 03HAaKOMAEHUSA
b. BM3a cornacosaHua
C. rpud yTBEpPXKAEHMA
d. rpnd cornacosaHus
Bonpoc 57
TeKcT Bonpoca

Kakomy peKBM3UTY COOTBETCTBYET CNeAyoLLan XapaKTePUCTUKA: «DTOT PEKBU3UT BKAOYaET
HaMmeHoBaHMe A0MKHOCTU, NOANUCH, PaclNGPOBKY NoANUCKU (MHULMANLI, PaMUANIO) U AaTy»:

Bbibepute oanH OTBET:
a. pesonouma
b. BU3a cornacosaHus
C. OTMETKa O 3aBepeHnn Konum
d. noanucb
Bonpoc 58
TeKcT BONpoCca

Ha kakom aK3emMmnnape genosoro nncCbma, NnoAroToB1IEHHOM AN1A OTNPABKKU agpecaTy, NPOCTaBAAOTCA
BU3bl:

Bbibepute oanH OTBET:
a. Ha NMCbMax BM3bl He opopMAALOT
b. Ha NOAAMHHUKe, OTNPABAAEMOM afpecaTy, U Ha KONUK, MOMELLLAEMON B L,e/10 OpPraHM3aLnm
C. Ha NOAMHHUKE, OTNPaBAAEMOM aapecaTty
d. Ha KonNuK, NnomeLLaeMol B 410 OpraHM3auum
Bonpoc 59

TeKcT BONpoca



Ecnv A0NKHOCTHOE /INLLO HE COrIaCHO C TEKCTOM AOKYMEHTA, MMEET /I OHO MPaBOo OTKa3aTbhCA OT
odopmMaeHna coriacoBaHmA:

Bbibepute oauH oTBeT:

a. [a, umeeT NpaBo, TaK KaK 1 BHELLHee, U BHYTPEHHee cornacoBaHne opopMaAIOTCA TObKO B Caydae
COorflacua C TEKCTOM JAOKYMEHTa

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

d. HeT, He uMeeT NpaBo, TaK KaK 1 BHELLHee, U BHYTPeHHe cornacoBaHune TpebytoT 06A3aTe/ibHOro
cornacusa

Bonpoc 60
TeKkcT Bonpoca

Kakomy peKBM3UTY COOTBETCTBYET CeAYHOLLas XapaKTEPUCTMKA: « DTOT PEKBU3UT BKAOYAET
3aBepUTeNbHYI0 Haanuch: "BepHo"; 4OMKHOCTb NLA; INYHYIO NOANWUC; pacliMdpPOBKY NOANUCH
(MHMumansl, bamunuio); aaTy»:

Bbibepute oanH OTBET:
a. 0TMeTKa 06 MCNONHEHUM AOKYMEHTa U HanpaB/IEHUM ero B AeN10
b. oTmeTKa 0 3aBepeHnmn KoNnn AOKYMeHTa
C. pesonouma
d. noanucb
Bonpoc 61
TeKcT Bonpoca
YKaxuTe BapmMaHT 0bOpMAEHNS OTMETKMU 06 ncnonHutene, yctaHosneHHbln FOCT P 6.30-2003:

BbibepuTe 04MH OTBET:

O.T. MNMecTtpakosa
223475
b.
MNecTtpAkosa Onbra l’eHHagbesHa

Ten. 22-34-75

Ucn. NecTtpakosa Onbra NleHHagpeBHa
22-34-75

d.



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

Kakomy (-Mm) peKBU3UTY (-am) COOTBETCTBYET C/IeAYIOLLANA XapaKTEPUCTUKA: «...COA4EPKUT o4epeHOM
nopaAKoBbIi HoMep 1 AaTy (Npu HeobXOAUMOCTU — Yacbl U MUHYTbI); NMPOCTABAAIOT B NPABOM HUXKHEM
YrNy IMLLEBOW CTOPOHbI MEPBOro INCTa AOKYMEHTa UM Ha ero obopoTex:

BbibepuTe ogMH OTBET:
a. OTMeTKa 0 NOCTYN/JeHUN AOKYMEHTa B OpraHM3aumto
b. naeHTUPUKATOP 3EKTPOHHOM KONUN AOKYMEHTA
C. CCbl/IKa HA PETMCTPALMOHHBIA HOMEP U AaTy LOKYMEHTA
d. pernctpaumMoHHbI HOMep U AaTa AOKYMEHTa
Bonpoc 63
TeKcT Bonpoca
KaKoli peKBU3NUT Ncnonb3yeTca A1 YA0CTOBEPEHUA 3NEKTPOHHOTO AOKYMEHTa:
Bbibepute oanH OTBET:
a. PErucTPaLMOHHbIA HOMEP AOKYMEHTA
b. anekTpoHHan undposana noanuncb
C. UAEHTUPUKATOP SNEKTPOHHOM KOMUU LOKYMEHTA

d. Kog, dopmbl LOKYMeEHTa

MpakTuyeckoe 3agaHue 4

1.0nupascb Ha GopMyNAp NONONKEHUA O CTPYKTYPHOM NoApasaeNeHMm, NPOAOIKNTE BbICKa3biBaHUA,
3aM0/IHMB NPONYCKMU:

Mono*KeHne o CTPYKTYPHOM NogpasaeneHunm:

A) paspabatbiBaeT ;

B) nognucbiBaet ;

B) AonKHO 6bITb COrnacoBaHo C ;

I yTBep:kaaer ;

[1) BBOAMTCA B AeiCTBYE ;

E) nognexkmT nepecmoTpy npu




2. OnpenennTe, K KAKOMY OpraHM3aLMOHHOMY AOKYMEHTY OTHOCATCA Npeanaraemble GpparmeHThbl
AOoKyMmeHTOoB. CBOM OTBET 0bOCHYTE.

TEKCT 1:
1 dupmeHHOEe HanMmeHoBaHME U MeCTOHaxoXaeHue obliecTsa

1.1.MonHbIM PUPMEHHbIM HanmeHoBaHUeM oblectsa asaseTca: O6LLeCTBO C OrpaHUYEHHON
oTBeTCcTBeHHOCTbIo « HITA». CokpalleHHoe pupmeHHoe HaumeHoBaHue obuectea — OO0 «HITA».

1.2.MecToHaxoxaeHue obulectsa (NoYToBbIN aapec): MonoaexHbii npocn., 15, r.
KpacHosapck-45,630091, Poccuiickaa Penepauus.

TEKCT 2:
Obuwue nonoxeHus

1.1.CekpeTapb-pedepeHT OTHOCUTCA K KaTeropmm cneLmanncToB npeanpuaTua, NPUHUMaeTCa 1
YBOJ/IbHAETCA AUPEKTOPOM.

1.2.0cHOBHbIMM 334a4amm cereTapﬂ-ped)epeHTa ABNAETCA OPraHM3aUMOHHOE N AOKYMEHTAUNOHHOE
obecneyeHune ynpaBnqueCKoﬁ AeATENbHOCTU.

TEKCT 3:

1.1. 3]'IeKTpOI'IpOBOAKa B y‘-IE6HbIX nomeuwleHnAX 401KHa Haxo4AuTbCA B UCMPaBHOM COCTOAHUN.
COﬂpOTMBJ’IEHMe n3o1aunn NpoBoAOBOONKHO Nepnoanyeckmn 3amMepAaTbCAa, Nnpn HeO6XO,CI,MMOCTM
AO/1}KeH Npon3soanTbCA PEMOHT. 1.2. 3anpeu.|,aeTC$| NMPUMEHATL ONA 3aWNTbI 3J'IeKTp0C€Tel\;1 BMeCTO
dBTOMATUYECKUX npep,oxpaHMTeneﬁ M NN1aBKUNX BCTABOK 3alLUUTY KYCTAapPHOIro n3rotoBaeHmnA ((()-Ky‘-l KM»).

TEKCT 4:

1.1.MHCTpyKTOpP NepBOii KaTeropmm oT4ena Kaapos, OpraHM3auMoHHO-MaCcCOBOM PaboTbl U KOHTPONIA
OTHOCWTCA K KaTeropuu cnewLmaamcros.

1.2.Ha f0MKHOCTb MHCTPYKTOPA NepBOii KaTeropum HasHa4aeTca AnLo, UMetoLLee Bbicliee
npogeccroHanbHoe obpasoBaHue, be3 NnpeabasaeHUA TPeboBaHWUI K CTaxKy paboTbl.

1.3.Ha3Ha4yeHMe Ha AONKHOCTb MHCTPYKTOpPa nepBoﬁ KaTteropumn n OCBO60)K[I,E‘HM€ OT HEE NMPOon3BoOAUTCA
NOCTaHOB/IEHNEM (pacnopﬂmeHmeN\) COBETa U NpaBaeHNA.

TEKCT 5:

1. O6wue nonoxeHms



1.1.lutepaTypHan npemus «Pycckasa daHTacTUKa» (Aanee no TeKCTy — Npemus) Npucy>aaercs
eXXerogHo 3a nydwee GpaHTaCTUYECKOE NpousseseHne KpynHon G¢opmbl, onybanMKoBaHHOE B roay,
npeALwecTsyoWwem NpUCyXAeHnIo npemnm.

1.2.B KauyecTBe A0NO/JIHUTE/IbHbIX HOMUHALMI HAa COMCKaHWe NpeMunm, He 065A3aTesIbHO NPUCYKAAEMbIX
eXeroaHo, MoryT Tak»Ke A,06aBAATbCA HOMUHAUMK «3a ydlee paHTacTMUYecKoe NpousBeneHne
cpeaHer popmbi», «3a iydliee paHTaCTUYECKOe NponsBeaeHne masion GopmMbl».

1.3.Yupeautenamu npemum asastoTca cepsep «Pycckas daHTacTMKa» U nepcoHanbHo: AfiekcaHap
YnbsaHos, Amutpuii BatonuH, Bnag AypHuuknin, KoHcTaHTUH MpuinH, AnekcaHap Cuaoposuy.

1.4.Mpemus npuUcyKaaeTca Ha OCHOBAHMM UTOTOB TaMHOTO ABYXTYPOBOro ronocoBaHusA. Mepsbii Typ
ro/I0COBaHMA NPOBOAUTCA B KOMMbIOTEPHbIX ceTAX MHTepHeT (roslocytoT noceTuTenmn cepsepa «Pycckas
daHTacTMKa») U Ha mecTax (ro/IocyroT NOANUCYUKM IXOKOHPEPEHUMI, NOCBALWEHHbIX GaHTaCTUKE).
BTopoit Typ ronocoBaHus NpoBoAMTCA CPeAN penaKkTopoB cepBepa «Pycckaa ¢daHTacTnKa» (cm. n. 4.2). B
0C060 OroBOPEHHbIX HUXKE CyYasX 40MNYCKaeTcs NpoBeAeHME AOMNONHUTENBHOIO Typa r010COBAHUSA
cpegm yupeautenein npemmu.

1.5.Mpemus MOXKeT NPUCYKOaTbCA OAHOMY U TOMY e aBTOPY 3a pas/iMyHble Npou3BeaeHus He 6onee
OBYX Pas B KaXK40M M3 HOMUHAUNA.

1.6.BpyyeHne npemmmn NpomnsBOAMUTCA Ha eXXerogHom KoHdpepeHuumn «MHTepnpeccKoH».

Mpu oTBETE Ha AaHHBbIN BONPOC, 0pOPMUTE €ro B BUAE Tabaunubl:

TeKcT n ero HOmep HanmeHoBaHMe BMAa OpPraHn3auMOHHOIo OKyMeHTa O6ocHoBaHMe
OTHECEHUA TEKCTA K AaHHOMY BNAY OPraHMN3aLlMOHHOIo AOKYyMeHTa

Teker 1
Tekcr 2
Tekct 3
Tekct 4

Teker 5

o TecT K pa3geny 2 (3 cem) /
Bonpoc 1
Kakomy TepMUHY COOTBETCTBYET C/IeAYIOWAan XapaKTepucTmKa:

370 BUA, NMMCbMEHHOIO AOKYMEHTA, B KOTOPOM GUKCUPYIOT pelleHns agMUHUCTPATUBHBIX U
OpraHM3aLUMOHHbIX BOMPOCOB, a TaK!Ke BOMPOCOB yNpaBAeHWs, B3anMogeNCcTBua, obecneyeHmns u
peryanpoBaHmna AeaTesIbHOCTM OPraHOB BAACTU, yUPEXAEHWUIA, NPeAnpPUATUIA, OpraHM3aLmnii, nx
noAapasaeneHunin U gOoNKHOCTHbIX L.

BbibepuTe 0auH OTBET:

a. yNpaB/ieHYeCcKMin AOKYMEHT



b. odmumanscHbIN 4OKYMEHT

C. CNYXKEeOHbIN AOKYMEHT

d. opraHM3aLMOHHO-PACNOPALNTENBHBIN AOKYMEHT
Bonpoc 2

Kakoe onpefesnieHve COOTBETCTBYET CTaHAapTU3MPOBAHHOMY ONpeaesieHnIo
OpraHM3aLMOHHO-PaCNOPAANTE/IbLHOTO AOKYMEHTa:

BbibepuTte ogMH OTBET:

a. [lokymeHT, obecneymsatowmin GyHKLMOHUPOBAHME M B3AMMOCBSA3b YNPABAAIOLLEN W yNpaBaAseMOoWn
CUCTEM Ha BCEX YPOBHAX

b. Bug nUcbMeHHOro AOKYMEHTa, B KOTOPOM PUKCMPYIOT peLleHne agMUHUCTPATUBHBIX U
OpraHM3aLUMOHHbIX BOMPOCOB, a TaKXKe BOMPOCOB yrNpaBAeHUs, B3aumoaencrauns, obecneyeHms n
perynpoBaHma AeATeNbHOCTU OPraHOB BACTH, YYPEXAEHUI, NPeaNPUATUIA, OPraHU3aLMn, UX
noapasgeneHuii U 4OMKHOCTHBIX NLY,

C. [JOKYMEeHT, CO3ZaHHbIIN OPUAMNUYECKUM UAN GUINYECKUM IMLOM, ODOPMIEHHDBIN U YA0CTOBEPEHHbIN
B YCTaHOBJ/IEHHOM MopAgKe

d. OdrumanbHbIN AOKYMEHT, UCNOJIb3yEeMbI B TEKYLLEN AeATeIbHOCTU OpraHMn3aumm
Bonpoc 3

Cpe,u,vl JIOKanbHOM OpI'aHMBBLLMOHHO-paCHOpH,D,VITeiIbHOD’I AOKYMEHTaUuMn BbICLULMM HOPUANYECKUM
CTaTycom 06ﬂaAaETZ

BbibepuTe 04MH OTBET:
a. pacnopaguTenbHan AOKYMeHTauus
b. HPOPMaLMOHHO-CNPaBOYHAA LOKYMEHTALMA

C. BCe rpynnbl OpI'aHVI3aLI,VIOHHO-paCFIOpF|,CI,MTEI'IbHOl71 AOKYMEHTaUunun o6nap,ar0T OAMHAKOBO BbICOKUM
ropnan4yecCKkmMm Ctatycom

d. opraH13auMoOHHaA LOKYMeHTaUmA
Bonpoc 4
B Kakom pasy Bce nepevncieHHble BUAbl LLOKYMEHTOB OTHOCATCA K OPraHn3aLMOHHO-NPaBOBbIM:
Bbibepute oanH OTBET:

a. yupeauTenbHblli f0roBop; ykas MNpe3ngeHTa PO; MHCTPYKLMA NO Aen10npom3BOACTBY

b. ycTas, WwWTaTHOE pacnucaHue, oTyeT

C. MpaBwWa BHYTPEHHEIO TPYAO0BOro pacnopAagka, ,CI,O!'I)KHOCTHOI‘;1 pernameHrT, aAMMHMCTpaTMBHbIVI
pernameHT

d. nonoxeHue o CTPYKTYPHOM nogpasaeneHnmn, A0NXKHOCTHAA UHCTPYKLUMUA, aHAaIMTUYECKAA CNpaBKa

Bonpoc 5



TeKcT BONpoOCca
K opraHusaunoHHo-npasoBbim gokymeHTam HE OTHOCATCA:
Bbibepute oauH oTBeT:
a. UHCTPYKLUUM
b. ycTtaBbl
C. Nnpasuna
d. aKTbl
Bonpoc 6
TeKkcT Bonpoca
Kakoi npmsHak HE XAPAKTEPEH ana opraHM3aumMoHHO-NPaBOBbIX AOKYMEHTOB:
Bbibepute oanH OTBET:
a. NoAnNnCbIBAIOTCA, MO3ITOMY MMEIOT PEKBU3UT «NOANUCH?
b. ABnAOTCA HECCPOUHBIMU N AEACTBYIOT 40 UX OTMEHbI UM 3aMEHbl HOBbIMM
C. YTBEPKAAOTCA, MOSTOMY UMEIOT PEKBU3UT «rpud yTBEPKAEHUA»
d. ABnAOTCA ANPEKTUBHBIMM, MOSTOMY UMEIOT PEKBU3IUT KOTMETKA O KOHTPO/IEN
Bonpoc 7
TeKcT Bonpoca
K yupeautensHoim gokymeHTam HEJIb3A oTHecTu:
Bbibepute oanH OTBET:
a. ycTas opraHmsauunm
b. yupeanTtenbHbIit orosop
C. NoNI0XKeHMe 06 opraHusaLmm
d. nonokeHue o CTPYKTYPHOM NoApasaeneHnm
Bonpoc 8
TeKcT BONpoca

Kakoit (-ne) nokymeHT (-bl) aBnseT(-10T)ca yupeauTensHbim (-1) ANA aKUMOHEPHbIX 06LLECTB B
COOTBETCTBUM C aKTya IbHbIM 3aKOHOAATE/IbCTBOM:

BbibepuTe 0aMH OTBET:
a. ycTas
b. ycTaB 1 yupeguTenbHbIi 4OroBop

C. yuYpeamuTenbHblii 4OroBop



d. nonoxeHune 06 akunMoHepHoMm obLliecTBe
Bonpoc 9
TeKcT BONpoOCa
Kakue ctpykTypbl HE MOTYT JEMCTBOBATb Ha OCHOBE NONOXKEHMI:
BbibepuTte ogMH OTBET:
a. 6logKeTHble HEKOMMEPYECKME OpraHn3aLLmnn
b. KoMmepuecKkme opraHmsaymm
c. dunnansl, NpeacTaBUTENbCTBA, OTAEEHMA KOMMEPYECKMX OpraHU3aLmin
d. cTPYyKTypHble NoApasgeneHns HEKOMMEPYECKUX U KOMMEPYECKUX OpraHn3aLLnit
Bonpoc 10
TeKcT Bonpoca
Kako# Bug yctasa HE CYLLLECTBVYET:
Bbibepute oauH oTBeT:
a. YCTaB MHAMBMAYANbHOTO NpeanpUHMUMaTENSA
b. ycTaB obLwecTBeHHOM opraHM3aumnm
C. YCTaB rocy4apCTBEHHOW UM MYHULMNANbHOW OpraHu3aumnm
d. ycTaB KOMMeEpPYECKOM OpraHm3aumnm
Bonpoc 11
TeKcT Bonpoca

Kako# PEKBU3UT OTINHAET ocbomeeHme yCTaBa OT 4pyrnx snaoB opraHnM3aynoHHO-NPaBoOBbIX
AOOKYMEHTOB!

Bbibepute oanH OTBET:
a. Hannume rpuda yTepKAEHMUA
b. Hannumne nognuceit
C. HaZIYMe OTMETKU O ero permcrpaumm
d. HanMuKne BU3 03HAKOMIEHMA
Bonpoc 12
TeKcT BONpoOCa

Y Kakoro Bnga OpI'aHVI3aLI,VIOHHO-I'IpaBOBOl71 AOKYMeHTauunn Tpe6OBaHMﬂ K TEKCTY YCTAaHOB/IEHbI B
3aKOHOAaTe/IbHOM nopAagKe:

BbibepuTe 0auH OTBET:

a. JO/1KHOCTHAaA MHCTPYKUMA



b. MHCTPYKUUA HOPMATUBHO-METOANYECKOro XapaKTepa
C.ycTaB
d. wrtaTtHoe pacnucaHue
Bonpoc 13
TeKcT BONpoOCa
Kakolt opraHmn3auUmnMoHHbIN OKYMEHT MMEET YHUULMPOBAHHYIO dopmy:
BbibepuTte ogMH OTBET:
a. ycTaB
b. MHCTPYKUMA NO A€10NPON3BOACTBY
C. WTaTHOEe pacnucaHune
d. LONKHOCTHOM pernameHT
Bonpoc 14
TeKcT Bonpoca

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

1. cDVIDMGHHOG HanmeHOBaHNeE N MeCTOHaxoxgeHne O6LLI,eCTBa

1.1.MonHbIM GUPMEHHBIM HAMMeHOBaHMeM obLecTBa aBaAeTcA: O6LEeCcTBO C OrpaHNUYEHHOM
oTBeTcTBeHHOCTbo « MUP». CoKpalLteHHoe dpupmeHHoe HammeHoBaHWe obwectea — 000 « MUP».

1.2.10puaunyeckunii agpec obuecrtsa: yn. CpeansemHomopckas, a.1, r. MarHutoropck, YensbuHckasn
06n., Poccua, 455012.

Bbibepute oanH OTBET:
a. NofoXeHWe 06 opraHM3sauum
b. npaBuna BHelWHel Nepennckm opraHm3aumm
C. ycTas
d. MHCTPYKUMSA NO AeN0NPOM3BOACTBY
Bonpoc 15
TeKcT BONpoca

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

Obuwue nonoxeHus

1.1.CekpeTapb-pedepeHT OTHOCUTCA K KaTeropmm CneumanmcTos npeanpuaTna, NpUHUMaeTca 1
YBO/IbHAETCA ANPEKTOPOM.



1.2.0CcHOBHbIMM 3a4a4aMn CceKkpeTapa-pedepeHTa ABAAETCA OPraHM3aLMOHHOE U AOKYMEHTALMOHHOE
obecneyeHne ynpasieHYECKON AeATe/IbHOCTH.

Bbibepute oauH oTBeT:
a. NpaBW/a BHYTPEHHEro TPYA,0BOro pacnopsaaka
b. LOMKHOCTHAA UHCTPYKLUMA
C. MHCTPYKUMSA NO nepcoHany
d. nonoxeHune 06 otaene genonpounsBoacTBa
Bonpoc 16
TeKkcT Bonpoca

OnpegennTe, K KAKOMY OpraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA Npeanaraemblii GparmeHT TEKCTa
[OKyMeHTa:

1.1. 3]16KTp0I'IpOBOAKa B y‘-IE6HbIX nomeuwleHnAX 401KHa Haxo4uTbCA B UCMPaBHOM COCTOAHUN.
COI'IpOTVIBI'IeHVIe n3o01aunn NpoBoA0B AO/TXKHO Nepnognyeckmn 3amepAaTbCa, npu HEO6XO,CI,I/IMOCTVI
AOJTXKeH Npon3soanTbCA PEMOHT.

1.2. 3anpe|.|.|,aeTcsi NMPUMEHATb ON1A 3aLWNTbl 3J'IEKTpOCETEI7I BMECTO aBTOMATUYHECKUX npep,oxpaHMTenel‘/'l n
N1aBKUX BCTABOK 3aWWNTY KYCTapHOTo N3rotoBsieHnA («)KyLIKVI»).

BbibepuTe 04MH OTBET:

a. OO/IKHOCTHAA UHCTPYKUUNA 3aMeCTUTENA ONPEKTOPA MO BOMNPOCaM TEXHUKU 6e3sonacHocTH y‘-IE6HOI'O
3aBegeHuA

b. TMNOBOE NONOXKEHWE O TeEXHUKe Be3onacHOCTU B y‘-IE6HbIX 3aBegeHunAax
C. MHCTPYKUMNA NO TEXHUNKE 6e3sonacHoCTU B yHE6HOM 3aBegeHunun

d. NPWKa3 ynpasseHunAa O6paBOBaHMF| MYHULLUNANbHOIo o6pa303aHm-| o CO6IHO,£I,EHMM npasua TEXHUKU
6esonacHOCTU B yqe6Hb|x 3aBegeHnAx

Bonpoc 17
TeKcT BONpoCca

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

1.1.MHCTpyKTOpP NEepBOIi KaTeropmm oT4ena Kaapos, OpraHM3auMoHHO-MacCoBOM PaboTbl U KOHTPOAA
OTHOCWTCA K KaTeropuu cnewLmanmcros.

1.2.Ha f0MKHOCTb MHCTPYKTOPA NepBOii KaTeropum HasHa4aeTca AnLo, UMetoLLEee Bbicliee
npodeccnoHanbHoe obpasoBaHue, 6e3 NnpeabasaeHUA TPe6OBaHWUI K CTaxKy paboTbl.

1.3.Ha3Ha4yeHMe Ha AONKHOCTb MHCTPYKTOpPa nepBoﬁ KaTeropmmn un OCBO60)KA€HM€ OT Hee Npon3BoaunUTCA
NOCTaHOB/NIEHNEM (paCI'IOpFI)KEHMEM) COBEeTa U NpaBaeHNA.

BbibepuTe 0auH OTBET:



a. NofoXeHune ob oTaene Kaapos

b. KBanMdpurKaunoHHbIe TpeboBaHMA K MHCTPYKTOPY NEepPBON KaTeropmum otaena
KaZpoB,0praH13aLMOHHO-MaccoBOM PaboTbl U KOHTPOAA

C. NpaBuKaa BHYTPEHHEro TPYA0BOro pacnopaAKa B oTAe/e KagpoBs,0praHM3alLMoHHO-MaccoBoi paboTbl
N KOHTPOIA

d. LOMKHOCTHAA MHCTPYKUMA MHCTPYKTOPA NEPBOI KaTeropum otaena
Ka[poB,0praH13aLMOHHO-MaccoBOM PaboTbl U KOHTPOIA

Bonpoc 18
TeKkcT Bonpoca

OnpegennTte, K KAKOMY OpraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA Npegnaraemblii GparmeHT TEKCTa
OOKYMeHTa:

1. O6bwue nonoxeHus

1.1.lnutepaTypHasa npemusa «Pycckas ¢paHTacTUKa» (nanee no TeKCTy — npemus) npucyskaaerca
€)KerofHo 3a siyywee paHTacTUYECKoe NpousBeaeHne KpynHoi ¢popmbl, onybIMKOBAHHOE B oAy,
npeaLwecTBYIOWEM NPUCYKLEHUIO NPEMUM.

1.2.B KauecTBe A,0MNONHUTENbHbIX HOMUHALMI Ha COMCKaHME NPEMUN, He 0BA3aTENBHO NPUCYKAAEMbIX
eXKerofiHo, MoryT Tak»Ke 406aBiaTbcA HOMMHaUMKM «3a fydlee paHTacTUYeCcKoe NponsseaeHne
cpegHel dopmbl», «3a nydwee paHTACTUUECKOE NPOU3BeaeHME Masion Gopmbi».

1.3.Yupeautensmum npemumn ABAsSoTCs cepBep «Pycckan paHTacTUKa» M nepcoHanbHo: AnekcaHap
YnbaHoB, AmuTtpuii BatonuH, Bnag AypHuukuiA, KoHCTaHTUH MpuwnH, AnekcaHap Cngoposu.

1.4.Mpemus NpUCyKAaeTcss Ha OCHOBAaHUM UTOrOB TAHOTO A,BYXTYPOBOrO ro/IocoBaHuA. Mepsbiit Typ
ro/I0COBaHMA NPOBOAMUTCA B KOMMbIOTEPHbIX CETAX MHTEpHET (roNocytoT noceTuTenn cepsepa «Pycckas
daHTacTMKa») 1 Ha mecTax (rosIocytoT NOANUCYNKMN IXOKOHDEPEHUMI, MOCBALLLEHHbIX GaHTACTUKE).
BTopoli Typ rosiocoBaHns NpoBOAMTCA Cpeam peaaKTopoB cepBepa «Pycckaa ¢daHTacTuka» (cm. n. 4.2). B
0Cc060 OroBOPEHHbIX HUMKE C/TyYanx AONyCKaeTcsA NpoBeAeHMe A0MN0HUTEIbHOIO Typa roIoCoBaHMA
cpeav yupeauTenei npemumn.

1.5.Mpemus MOKET NPUCYKAATbCA OAHOMY M TOMY e aBTOPY 3a pa3/IMYHble NpousBeaeHunn He 6onee
OBYX pa3 B KaXK40M U3 HOMUHaUWNA.

1.6.BpyyeHne npemunmn Npon3BOAUTCA Ha eXKerogHom KoHdepeHUUn «MHTepnpeccKoH».

BbibepuTe 04MH OTBET:

a. yupeauTenbHbIl f0roBop ocepsepe «PyccKasa paHTacTUKa» mexay ANeKcaHapoM YIbAHOBLIM,
OAmutprnem BatonnHboim, Bnagom ypHULKUM, KOHCTaHTUHOM [puinHbIM, AnekcaHapom Cngoposumyem

b. npaBuna npoBeaeHUs BCEPOCCUMCKOrO KOHKYPCa Ha ydllee nTepaTypHOe NPou3BeaeHME B KaHpe
$aHTaCTMKM

C. NMONOMKEHUNE O NPUCYKAEHMUM MTepaTypHON Npemnmn «Pycckan daHTacTUKa»
d. MHCTPYKUMA O BPYyYEHMM IMTEpaTypPHOMN Npemmnn «Pycckan dbaHTacTUKa»

Bonpoc 19



TeKcT BONpoOCca

OnpepennTe, K KAKOMY OpraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA Npeanaraemblii parmeHT TEKCTA
OOKYMeHTa:

1. O6wme nonoxKeHus

1.1.PykoBoauTesnb ciy»6bl JOY 0OTHOCUTCA K KaTeropmMm pyKoBo—~AnTesiei, HasHa4yaeTcsa Ha A0KHOCTb U
0cB0o6OXKAaEeTCA OT HEE NPUKa—-30M PYKOBOAMTENA OPraHM3aLmK.

1.2.Ha ponKHOCTb pyKoBoguTena cnybbl OY HasHayaeTca AnLL0, UMetoLLEee BbicLiee
npodeccroHabHoe obpa3oBaHMe U CTaxK pPaboTbl Mo NPoduo HE MeHee Tpex JieT.

1.3.PykoBoautens cnybbl JOY noaumMHAETCa PyKOBOAUTENIO OPraHM3aumm.

1.4.Bo Bpems OTcyTCTBUA pyKoBoauTens cnyxobl JOY (KomaHAN-POBKa, OTNYCK, 601e3Hb 1 Np.) ero
0653aHHOCTUN UCNONHAET 3aMeCcTU—-TeNb (MU ML, Ha3HAaYEeHHOoe B YCTaHOB/IEHHOM NOPAAKE), KOTOPbIV
npuobpeTaeT COOTBETCTBYIOLLME NPaBa U HECET OTBETCTBEHHOCTb 33 Haj-/IeXKallee UCNOoNHEeHMe
BO3JIO’KEHHbIX Ha Hero obsi3aHHoCTEN.

Bbibepute oanH OTBET:
a. nonoxeHue o cnyxxbe A0Y
b. npaBuna BHyTpeHHero Tpy40BOro pacnopsaaka B cnyxbe 10Y
C. MOJIOXKEHMe 0 pykoBoautene cnyxbbl 40Y
d. nonokeHue 06 opraHnsaLmm
Bonpoc 20
TeKcT Bonpoca
JOonKHOCTHbIE pernameHTbl BBOOATCA:
Bbibepute oanH OTBET:
a. AN BOEHHOOBA3aHHbIX
b. ona pykoBoguTenel opraHnsaumi
C. ANA NtobbIx [OMKHOCTEN N0ObIX OPraHM3aUNIN KaK afbTepHATUBA [OMKHOCTHOM MHCTPYKLMK
d. AnA rparkAaHCKMX CAyKaLMX
Bonpoc 21
TeKcT BONpoca

Kakoi AOOKYMEHT YCTaHaB/IMBaET O6LLI,ME npasuna B3aMMOAEV1CTBMH MWUHWNCTEPCTB, CI'Iy)K6 1 areHTCcTB npu
BbINO/IHEHNUN MU CBOUX d)yHKLI,Mﬁ, a TaKxe O6LLI,M€ npasunaa opraHM3aunn AeATe/IbHOCTU d)ep,epaanblx
opraHos NCNONHUTENbHOM BAACTU NO peannsaummn nmum NONHOMOYUN:

BbibepuTe 04MH OTBET:
a. Obuiee NonoKeHNe 0 MUHUCTEPCTBAX

b. Tunosoi pernameHT B3anmoaencTeua peaepanbHbiX OPraHOB UCNONAHUTEIbHON BAACTH



c. TunoBoe NoJIoXKeHWE O rocyAapCTBEHHON cyKbe

d. TunoBasa MHCTPYKUMA NO AeN0NPOU3BOACTBY B desiepasibHbIX OpraHax UCNOAHUTENbHOW BNACTU
Bonpoc 22
TeKcT BONpoOCa
KakmMm opraHmM3aLMOHHbIM AOKYMEHTaM COOTBETCTBYET CIeAYIOLLIAA XapaKTEePUCTUKA:

3T0 opraHM3aLMOHHO-NPaBOBbIE aKTbl, ONpeaenAoLme NopagoK o6pa3osaHus, npasa M 06A3aHHOCTH,
opraHun3aumio paboTbl Kak B OpraHM3aLUmnn B LENOM, TaK U B ee CTPYKTYPHbIX nogpasaeneHuax. B atmx
[OKYMEHTaX TaK»Ke MOryT BblTb OTpaXkeHbl Npasa v 0683aHHOCTU OTAE/bHbIX AOMHOCTHbIX KL,
onpeaenATbCa OCHOBHbIE OPraHMU3aLMOHHbIE BOMPOCHI MPOBEAEHMUA PA3IMYHbIX MEPONPUATHI B
opraHun3aumn (KOHKYpCcoB, cemmHapos, dbecTnsasei, BbICTaBOK).

Bbibepute oanH oTBET:
a. npasuia
b. nonoxkeHus
C. HCTPYKLUUM
d. ycTaBbl
Bonpoc 23
TeKcT Bonpoca
Kakomy opraH13aunoHHOMY AOKYMEHTY COOTBETCTBYET C/IeAYHOLLAA XapaKTEPUCTHMKA:

3T0 NIOKaNIbHbI HOPMATMBHbIN aKT OpPraHn-3aLMm, per1aMmeHTUPYIOWMI B COOTBETCTBUM C TPYA,0BbIM
KofaeKk-com n nHbimu degepanbHbiMU 3aKOHAMM NOPALOK NpMemMa U YBOIb—HEHUS PabOTHUKOB,
OCHOBHble NpaBa, 0653aHHOCTN M OTBETCTBEHHOCTb CTOPOH TPYA0BOMO A0r0BOPa, PEXMM PaboTbl, Bpems
oTAbiXa, NPUMeHsAeMble K PabOTHMKam Mepbl NOOLLPEHMA M B3bICKAHWA, @ TAKXKe UHble BONPOChI
peryanpoBaHua TPYA0BbIX OTHOWEHUI y AaHHO-ro paboTtogaTtens.

Bbibepute oanH OTBET:
a. MHCTPYKLMA MHCNEKTOpPA Mo Tpy4y
b. npaBuna BHyTpeHHero TpyA0BOro pacnopaaKa
C. MONOXKEHMeE O TPYAOBbIX OTHOLWEHUAX B OpraHu3aumm
d. TpyaoBon gorosop
Bonpoc 24
TeKcT BONpoca
Kakomy opraH13aunMoHHOMY AOKYMEHTY COOTBETCTBYET C/IEAYIOLLAA XapaKTePUCTHMKA:

3T0 NIOKaNbHbIN OPraHN3aLMOHHO-NPABOBOM aKT, oNpeaenAoWwmMn NopaaoK GOPMUPOBaHUSA, 3a4a4MK,
CTPYKTYpY, 06583aHHOCTU, PYHKLMM, NPaBa, OTBETCTBEHHOCTb M OPraHn3aLmio paboTbl CTPYKTYPHOIO
noApasaeneHuns u MHOro opraHa (coseTta, KOMUCCUU U T.M.) NpegnpUATUA, GUPMbI, yUpexRaeHUs.

BbibepuTte ogMH OTBET:



a. ycTas
b. yupegutenbHbIi orosop
C. nosoXxeHne 06 opraHmM3auuu
d. nonoxeHune o CTPYKTYPHOM nogpasaeneHnm

Bonpoc 25

TeKcT BONpoOCa

Kakomy ynpaB/ieH4YeCKoMY A OKYMEHTY COOTBETCTBYET C/IeAYIOLLAA XapPaKTePUCTMKA:

3T0 BUA NMCbMEHHOIO AO0KYMEHTA, B KOTOPOM GUKCUPYIOT peLleHma afMUHUCTPATUBHbIX U
OpPraHW3aLMOHHbIX BONPOCOB, @ TaK}Ke BOMPOCOB YNpaB/ieHMs, B3aMMOAENCTBMA, obecneyeHus u
peryinpoBaHua AeATeNbHOCTU OPraHOB BAACTH, YUYPEXAEHWUN, NpeanpuaTUin, OpraHn3aLni, nx
noapasaeneHnin n AOMKHOCTHBIX UL,

Bbibepute oanH oTBET:
a. GMHaAHCOBO-byxXranTepcKuii
b. KagpoBbIi
C. OpPraHM3auUMOHHO-PACNOPAAUTENbHBIN
d. nnaHoOBO-OTYETHbIM
Bonpoc 26
TeKcT Bonpoca
Kakomy LOKYMEHTY COOTBETCTBYET CeAYIOLLANA XapaKTEPUCTMKaA:

370 cBOZ NPaBWU/, PETYIMPYIOLLMX OPraHM3aumio U NOPAAOK AeATENbHOCTU B KaKOM-11Mbo
onpeaenéHHol chepe OTHOLIEHUIA UK KaKoro-1nMbo rocyaapcTBEHHOMO OpraHa, npeanpuaTus,
yuypeKaeHus. IToT LLOKYMEHT onpeaenseT NpaBoBOM CTaTyC opraHM3aumm, Heobxogumblin 4ns ee
rocyf,apCTBEHHOM perncTpauumn; oTparkaeTt nNpasa, GyHKUUU, CTPYKTYPY U LWTATHYHO
YMCNEHHOCTLIOCYAaPCTBEHHOW, KOMMEPYECKOW AW 06LLECTBEHHOW OpraHn3aLmu.

Bbibepute oanH OTBET:
a. a4MUHUCTPATUBHbIN periameHT
b. yupeamTtenbHbIit orosop
C. CBMAETeNbCTBO O PerncTpaLmmn Kpuanyeckoro Amua
d. ycTas
Bonpoc 27
TeKcT BONpoOCa
Kakomy flOKyMeHTY COOTBETCTBYET CNeAyioLan XapaKTepucTuKa:

B aTOM JOKYMeHTe yupegutenm 06H3yIOTCF| CO034aTb ropnagn4eckoe anuo, onpeaenatoT NnopAa0K
COBMECTHOM AeATeNbHOCTU No ero co3gaHuto, ycnhosma nepenaydyn emy cBoero MmyLiecrtesa m y4actma B



ero AeaTenbHoCcTU. B Hem onpeaenstoTca yCI0BUA U NOPAAOK pacnpeaeneHns Mexay yH4acTHUKamm
npubbIAK 1 yObITKOB, yNpaBAeHUA AeATENbHOCTbIO OPULMYECKOTO NLA, BbIXOAA y4YpeanTenen
(y4acTHMKOB) U3 ero cocTaBa.

Bbibepute oauH oTBeT:
a. ycTaB
b. cBMAETENLCTBO O pErMcTpaLmMm lPULUYECKOro AnLa
C. yuypeauTesibHbI A0roBOp
d. aAMMUHNCTPATUBHBIN pernameHT
Bonpoc 28
TeKkcT Bonpoca
Kakomy SOKYMEHTY COOTBETCTBYET C/IeAYIOLLAA XapaKTePUCTUKA:

o710 I'IpaBOBOI‘/JI aKT, YCTaHaBI'IVIBaIOLLI,Mﬁ TEXHO/IOTNKO CO34aHNA NN NoNy4YeHUA OOKYMEHTOB, UX
06pa60TKVI, XPaHEHUA N NCNOZIb30BaHUA B AEATENIbHOCTU OPraHnU3aLlmnn.

Bbibepute oanH OTBET:
a. AOJ/IKHOCTHAA MHCTPYKUUA
b. LONKHOCTHON pernameHT
C. Mo/I0XKeHMe o cnyxbe A0Y
d. MHCTPYKUMA NO AeNonpon3BOACTBY
Bonpoc 29
TeKcT Bonpoca
Kakomy JOKyMeHTY COOTBETCTBYET C/IeAYIOLLAA XapaKTepPUCTUKA:

oToT AOKYMEHT yCTaHaB/IMBaAET ONA pa6OTHVII-(a KOHKPETHblE TPpyAoBble (AOJ'I)KHOCTHbIe,
dDYHKLI,VIOHaI'IbeIe) 06A3aHHOCTU U npaBa B COOTBETCTBUUN C 3aHMMaemomn AOONKHOCTbIO, 3aKpennAaeT ero
OpraHn3aUuMOHHO-MPABOBOE NOJI0OXKEHUE B CTPYKTYpE yupexkgeHna, ABNAeTCA I'IpaBOBOVI OCHOBOM ana
nposeaeHMA aTrectaummn pa6OTHMKa, onpeaneneHnA ero otBeTCtBEHHOCTU M B3aMMOOTHOLIEHUA C
apyrmnmu pa6OTHVIKaMVI M noapasaeneHnamum, no3BoNAET 0B6BbEKTUBHO OUueHnBaTb pa60Ty COTPYyAHUKa
opraHunsauunun.

Bbibepute oanH OTBET:
a. UHCTPYKLMA MO AeN0NPON3BOACTBY
b. nonoxeHue o cnyxbe 40Y
C. LONYKHOCTHOM pernameHT
d. BLOMKHOCTHAA MHCTPYKLUMSA
Bonpoc 30

TeKcT BONpoca



Kakomy AOKYMEHTY COOTBETCTBYET C/IeAyHoLLan XapaKTepucTunka:

ITOT AOKYMEHT YCTAHABAMBAET KBAaMPUKALMOHHbIE TPeOOBAHUA K FOCYAaPCTBEHHOMY Fpa*kAaHCKOMY
CNY}KalleMm; ero I0/I}KHOCTHble 06A3aHHOCTU; NepeyeHb BONPOCOB, MO KOTOPbIM rpa*KAaHCKUIM
Cﬂy)-l-(8LLI,VIVI Bnpase nnun o06A3aH camocToATeNbHO NMPUHUMATbL pelleHne N y4actBoBaTb NpuM NOAroToBKke
HOPMaTUBHO-MPaBOBbIX aKTOB; CPOKM U NpoLeaypbl NOArOTOBKWU, PACCMOTPEHMA MPOEKTOB
yrNpaBAeHYECKUX PELLEHMIA, NOPAAOK NPUHATUA PeLLEeHNA; NOPAAOK B3aUMOAENCTBUA rParKAAHCKOro
CNYKaLLEero; NepeyeHb rocy4apCTBEHHbIX YCAYT; NokasaTenn 3GpPpeKTUBHOCTU U pe3ybTaTUBHOCTU
npodeccroHanbHOM CNyKebHOM AeATeNbHOCTU rPa*KAaHCKOro CAyXKallero.

BbibepuTte ogMH OTBET:
a. aAMUHUCTPATUBHbIN pernameHT
b. npaBuna BHyTpeHHero Tpy40BOro pacnopasgKa
C. LONIYKHOCTHAA MHCTPYKLUA

d. LONKHOCTHOM pernameHT

MpaKTnyeckoe 3agaHue 5

1. CocTaBbTe M 0pOpPMUTE NPUKA3 O NOATOTOBKE K €3KerogHomy ceMuHapy (AMpPeKTop No MapKeTUHTy
OOJIKEeH NpeacTaBUTb TE3UCI A0KNaA0B CNeLManucTOB-MapKeToN0roB No 3apyberKHOMY PbIHKY;
CeKkpeTapb reHepanbHOro ANPEKTopa A0XKEeH NOArOTOBUTb NaH OPraHM3aLUoHHbIX MeponpuUATUIA No
npoBeaeHNo CEMUHAaPa; raBHbIA Byxrantep A0MKEH COCTaBUTb CMETY PacXxo40B Mo opraHM3aumnm
paboTbl CeKLMN N NPOBEAEHUIO 3aKNHOUNTENBHOTO BaHKeTa).

2. CocTaBbTe M odopMUTE NPUKA3 NO IMYHOMY COCTaBY O NPUHATUM Ha paboTy MBaHoBa JlbBa Onerosunya
Haya/IbHMKOM HOPUANYECKOTO OTAENA NO TPYA0BOMY AOrOBOPY.

TecT K pasgeny 2
Bonpoc 1
Kakomy NOHATMIO COOTBETCTBYET CeAytoL,an XapakTepucTmKa:

3T0 AOKYMEHT, COAEepKaLMii NoA3aKOHHOE odULManbHOE peleHne, MPUHATOE OpraHom
NCMNONHUTENbHOM BAACTM MAM A0MKHOCTHLIM NINLOM B O4HOCTOPOHHE-BIaCTHOM NOPAAKE U C
cobntogeHnem yCTaHOBAEHHOW NpoLLeaypbl MO TOMY UAN MHOMY BONPOCY, OTHECEHHOMY K €ro
KomneTeHumMK, 0b1e4eHHoe B NpeayCMOTPEHHYIO 3aKOHOM GpOpMY M MOPOKAAIOLWEE opUAMYEcKUe
nocneacTeuA.

Bbibepute oanH OTBET:
a. HOpPMbI NpaBsa
b. npasoBoi aKkT

C. HEHOPMaTUBHbIN MPABOBOW aKT



d. HOpMaTUBHbIN NPABOBOM aKT
Bonpoc 2
Kakomy NOHATWIO COOTBETCTBYET CeAYHOL,AA XapaKTepPUCTMKa:

3T0 AOKYMEHT, COAepKaluuit npaBuna noBeaeHnaA, PacnpoCcTpaHAIWMECH Ha HEoNpPeae eHH bl Kpyr
/ML, U3ZaHHble Ha OCHOBAHUM 1 BO UCMOJIHEHWE deaepasibHOro 3aKoHo4aTeIbCcTBa, 0ba3aTesibHble ANA
MCMO/IHEHUA OpraHamm rocyAapcTBEHHON BNACTM, MECTHOIO CaMoynpaBaeHUs, UX AOKHOCTHbIMM
NMUAMU, IOPUANYECKUMN IMLAMM U TPaXKaaHaMM.

BbibepuTte ogMH OTBET:
a. HOPMATMBHbIN NPaBOBOI aKT
b. HeHOpPMaTUBHbIN NPaBOBOM aKT
C. MPaBOBOI aKT
d. Hopmbl NpaBa
Bonpoc 3
Kakomy NOHATUIO COOTBETCTBYET C/IeAyIOLLaA XapaKTepucTmKa:

o710 peweHnAa No KOHKPETHbIM BOMPOCam, o6pau.|,eH|/|ﬂ K KOHKPETHbIM /Inlam. OHun He coaepKart
KaKux-1mbo 06LI.I,VIX npasuia noseaeHMA N pacCinTaHbl Ha OAHOKPATHOE NMPUMEHEHHNE. OHM cBA3aHHbIE C
peanmaau,meﬁ NpPaBOBbIX HOPM, UX NPUMEHEHNEM, UCNOJNTHEHNEM, NCNOJIb3OBaAHNEM.

Bbibepute oanH OTBET:
a. HOPMATMBHbIN NPaBOBOM aKT
b. Hopmbl NpaBa
C. MPaBOBO aKT
d. HeHOpMaTUBHbI NPaBOBOM aKT
Bonpoc 4
Ha KaKkue rpynnbl nogpasaenstorca GopMbl MPaABOBbIX AKTOB B 3aBMCUMOCTM OT HOPUAMUYECKUX CBOMUCTB:
Bbibepute oanH OTBET:
a. OTKPbITble/CEKPETHbIE
b. nepBnuYHbIe/ BTOPUYHBbIE
c. odmumanbHblie/ HeobuLManbHble
d. HopmaTneHble/ HEHOPMaTUBHbIE
Bonpoc 5
B Kakom pasy nepeyncineHbl TOSIbKO NePBMYHbIE MPABOBbLIE aKTbl:
Bbibepute oanH OTBET:

d. 3dKOH, YKa3, pacnopaxeHune



b. npukas, ctaHaapT, NpPencKkypaHT

C. pErfiameHT, yKkasaHue, pyKoBOACTBO

d. pekomeHgaumMK, NporpaMmma, peLieHume
Bonpoc 6
B Kakom paay nepeynciaeHbl TO/IbKO BTOPUYHbIE NPaBOBbIe aKTbl:
BbibepuTte ogMH OTBET:

a. NoJIOXKEHUS, NpaBuIa, MHCTPYKLUK

b. pasbsacHeHusA, pelweHmne, NpmKas

C. pacrnopsaxeHue, ykasaHue, cTaHaapT

d. nopafok, KnaccuduKkaTop, NOCTaHOBAEHUE
Bonpoc 7

KaKkne HopmaTUBHbIE NPaBOBbIe aKTbl MOTYT NPUMeEHATbCA 6e3 oduumnanbHoro onybaMKoBaHMA ans
Bceobuero ceeaeHumn:

Bbibepute oanH OTBET:

a. 3aTparmeatowme 06A3aHHOCTM rpaxaaH

b. 3aTparusatowme cBob0oabI rpaXKaaH

C. aKTbl ME}KBEL0MCTBEHHOIO XapaKTepa

d. 3aTparuBatolLme npasa rpaxaaH
Bonpoc 8
K Kakoi cucteme fOKYMEHTALLMM OTHOCATCA NPUKA3bl U PaCNopAXKeEHUA:
Bbibepute oanH OTBET:

a. cMcTema pacnopaguTebHOM AOKYMeHTaumMm

b. cuctema opraHM3aUMOHHO-NPABOBOMN AOKYMEHTALMUM

C. CMCTema JOKYMEHTOB JIMUHOIO NPOUCXOXKAEHUA

d. cuctema MHGOPMALMOHHO-CNPABOYHOM AOKYMEHTALLMK
Bonpoc 9
Kakomy NOHATMIO COOTBETCTBYET C/IeAyHOLLAA XapaKTepmUCTMKa:

[oKkymeHTbl, 06nagatoLime 1opuamMyeckon cCUaon, n3gasaemble PyKOBOACTBOM OpraHuU3aLumnmn u
coaeprKallpme ynpasaeHyYeckue peleHna, HanpasaeHHbIe Ha BbIMOMHEHNE TeKYLLMX U NepPCreKTUBHbIX
3amauy:

BbibepuTe 0auH OTBET:

a. UHPOPMaUMOHHO-CNPABOYHbIE AOKYMEHTbI



b. opraHM3aunoOHHO-NPABOBbIE AOKYMEHTbI
C. LOKYMEHTbI N0 TMYHOMY COCTaBy
d. pacnopsaguTenscHble 4OKYMEHTbI

Bonpoc 10

Kakue pacnopsigutenbHbie 4oKymeHTbl HE nsgatotcs B cnyyanx, Koraa Heobxoammo NpuHATb
HOPMaTUBHbIN UAW UHAMBUAYAbHbIV aKT MO OCHOBHbIMBOMPOCAM KOMMETEHL MU OpraHnu3aumu:

BbibepuTte ogMH OTBET:
a. YKasaHwus
b. npukasbl
C. NOCTaHOB/IEHUSA
d. peweHuns
Bonpoc 11

Kakune pacnopaguTenbHble 4OKYMEHTbI N34aK0TCA MO ONepaTuBHbIM BONpPOCam U ANnAa OpraHn3aumun
UCNONHEHWNA OPYruX pacnopaanTenibHbIX 4OKYMEHTOB!

Bbibepute oanH oTBET:
a. pacnopsXXeHus
b. peweHuns
C. NOCTAHOB/IEHUA
d. npuKasbl
Bonpoc 12
Kakasn xapaKkTepuctmka HE cooTBeTCTBYET CMCTEME pacnopAaUTeNbHOM AOKYMEHTALMUM:
Bbibepute oanH OTBET:

a. 91K AOKYMEHTbI cogepXaT opnanveckn BnactHble npeanmncaHua Cy6'b€KTOB NCNONIHUTENbHOM
BNaCTu, agpecataMun KOTOPbIX ABNAKOTCA KOHKPETHbIE OpraHn3auunn, CTPYKTypHble noapasaeneHumsa,
AOO/TKHOCTHbIE nUa, pa6OTHMKM. otn npeanncaHnAa ABNATCA OPUANYECKUMU OOKYMEHTAMMU,
BbI3bIBalOWMMWN BOSHUKHOBEHNE KOHKPETHbLIX aAMUHUCTPATUBHO-NPABOBbIX OTHOLUEHWN I

b. 9T AOKYMEHTbIPEryINPYIOT OTHOLLEHMA B MEPAPXUYECKOWM CUCTEME YNPABAEHUA KCBEPXY BHM3» (OT
BbILIECTOALLMX OPraHOB, OPraHN3aLMIA, AOMKHOCTHBIX /ML, K HUKECTOALLMM) U OTPaXKaloT
ynpaBAeHYecKue pelleHns, HanpaeeHHble Ha AOCTUXEHME Liefiei U 3aJa4 OpraHusaumum

C. 9TV AOKYMEHTbI CO34at0T OpPraHM3aLMio, YyCTaHaB/AIMBAIOT ee CTPYKTYpPY, ONPeAenatoT WTaTHYo
YMCNEHHOCTb M COCTaB PabOTHUKOB MO AO/KHOCTAM, ONpeaensatoT GyHKUUN CTPYKTYPHbIX
noApasaesieHuni, coBellaTeNbHbIX, KOANErnanbHbIX OPraHoOB, YCTaHABAMBAIOT PEXUM PaboTbl,
OCYLLEeCTBAAIOT OpraHM3aLmio Tpyaa u pacnpegeneHune o6s3aHHOCTEN MmeKay paboTHUKamMM,
onpeaensaloT NOPAAOK PEOPraHU3aLnn U IMKBUAALMWN OpraHMU3aLmm

d. 3T LOKYMEHTbI N34ak0TCA Ha OCHOBE MW BO MCNOJIHEHWE 3aKOHOB, MOCTAHOBAEHWI U
pacnopsaeHuii MpaButenbcTsa PO, BbilLECTOAWMX OPraHOB BAACTU U YNPaBAEHMA. DTU aKTbl U34at0TCA



TaK»Ke Mo MHULUMaTUBE PyKoBoAMTeNEN B Npeaenax UX NoJHOMOUYMIA U KOMNETEHLMN ANA
OCYLLECTBAEHUA Lienen 1 3a4a4 opraHmsaumm

Bonpoc 13
KakoBa nepapxmyecKkan cuctema pacnopsanTesibHbIX 4OKYMEHTOB No coepe gencramsa (cBepxy BHU3):

1) npaBoBble aKTbl, AEWUCTBYIOLLME B paMKax OTAE/IbHOM OpraHU3aLmu, yUpeXKaAeH s, NpeanpuaTus,
dbrpmbl;

2) NpaBoBble aKTbl, AEWCTBYIOLWME B Npeaesiax 0Tpac/m (M34at0Tca oTpacieBbIMU OpraHamu
denepanbHOM UCNONHUTENBHOW BAACTK);

3) NnpaBoOBbIe aKTbl, AeNCTBYIOWME HA YpoBHE cybbekToB PO — Kpaes, obnacrteit, ropoaos
pecnybanKaHckoro 3HavyeHmna MockBbl U CaHKT-MNeTepbypra, aBTOHOMHbIX 061aCTel M OKPYroB, a TaKKe
NX TePPUTOPUAJIbHBIX 06Pa30BaHM;

4) npaBoBble aKTbl, AeicTeylolLMe HA peaepanbHOM YPOBHE, — aKTbl, M3gaBaemble MNpesngeHTom PO,
MpasuTtenbcteom PO, opraHamm MCNOAHUTENLHOWM BAACTMU.

BbibepuTe oamH oTBeT:
a.4,2,3,1
b.1,3,24
c.123,4
d. 4,321
Bonpoc 14

Ha Kakue rpynnbl 4ensTcs pacnopagnTe/ibHble AOKYMEHTbI C TOYKU 3PEHUS NMPUHATUS peLLeHni
(nopagka paspelueHms Bonpocos):

Bbibepute oanH OTBET:
a. co3aBaeMble B YC0BUAX KONNErManbHOCTM/ co34aBaemble Ha OCHOBE eauHOHaYanusa
b. HopmaTWBHble/ HEHOPMATUBHbIE
C. NepBMYHble/ BTOPUYHbIE
d. BO cnosHeHne/ HNUMATUBHbIE
Bonpoc 15

Kakue pacnopsagautesibHble LOKYMEHTbl OTHOCATCA K AOKYMeHTaMm, CO34aBaeMbIM B YCNOBUAX
KonnernanbHoOCTu:

Bbibepute oanH OTBET:
a. pelweHmns
b. yKasaHusa
C. NPUKasbl

d. pacnopseHus



Bonpoc 16

Kakue pacnopsgutenbHblie 4O0KyMeHTbl HE oTHOCATCA K AOKYMEHTam, U34aBaemMblM Ha OCHOBE
eANHOoHavanns:

Bbibepute oauH oTBeT:
a. Npu1Kasbl
b. pacnopsaxeHus
C. NOCTaHOB/IEHUSA
d. ykasaHus
Bonpoc 17
KaKkue opraHbl (opraHmMsaumm) 4encTByIOT Ha NPUHUMNAX e4MHOHAYaNus:
Bbibepute oanH oTBET:
a. rocy4apCTBeHHble BY3bl
b. aKLMOHepHble obLecTBa
c. Mpasutenbctso PO
d. opraHbl UICMONHUTENBHOM BAACTU
Bonpoc 18
KaKkue opraHbl (OpraHM3aumm) 4eUCTBYIOT HA YCIOBUAX KONNErMaSIbHOCTHU:
Bbibepute oanH OTBET:
a. deaepasnbHble MMHUCTEPCTBA

b. BbicwKe OpraHbl ynpas/ieHNA KOMMEPYECKNX opraHmsauMﬁ Pa3/INYHbIX OPraHN3aUMOHHO-MPABOBbLIX
dopm

C. aAMUHUCTPaLMM cyObeKTOB PD 1 Apyrux TepputTopmnanbHbix 06pasoBaHMit

d. opraHbl UICNONHUTENLHOW BNACTM OPraHn3aLnin yupekaeHui, npeanpuatuii, upm
Bonpoc 19
Kakue pacnopagutenbHble 4oKymeHTbl npoxoaAaT UHbIE ctaguu npoueaypbl U3gaHuA:

1) n3yyeHme cyuiecTsa ynpaBaeHYeCcKoro Bonpoca, MHULMNPOBaHME pelleHna — 0bocHoBaHME
HeobxoamMmocTun nsaaHua PL;

2) cbop v aHanM3 MHPOpPMaLMM MO BOMPOCY;
3) noAroToBKa NPOEKTa PacnopAaUTEIbHOrO AOKYMEHTA;

4) cornacoBaHune naun O6CV)K,CI,€HVIE Ha 3aceaHNN KONNEernaibHOro opraHa NpoekKTa pacnopaantTenbHoOro
OOKYMEHTAQ;

5) BHeceHuMe npoekTa P, Ha paccMoTpeHMe pyKoBOACTBa;



6) NpUHATKE peLleHns — noanucaHme LOKYMEHTa;
7) pernctpauma AOKyMeHTa;
8) poBegeHWe pacnopagmTeIbHOro AOKYMEHTa 40 UCNOJIHUTENEN.
Bbibepute oauH oTBeT:
a. NpuKasbl
b. pacnopsaxeHus
C. peweHun
d. yKasaHus
Bonpoc 20
M3 KaKnx YacTein COCTOUT TEKCT PacnopsaanTEeIbHOTO AOKYMEHTa:
Bbibepute oanH OTBET:
a. aHaNuTMYecKan YacTb/ 0606LwatoLas 4acTb
b. pasbaAcHMTENbHAA YacTb/ AMPEKTMBHAA YaCTb
C. KOHCTaTMPYIOLWan YacTb/ pacnopaaUTeIbHasA YacTb
d. BBOgHas YacTb/ OCHOBHAs YacTb/ 3aK/OYUTENbHAA YaCTb
Bonpoc 21
Ha KaKkue rpynnbl 4enaTcA NPUKasbl NO XapaKTepy OCHOBaHUA ANA U3AaHUA:
Bbibepute oanH OTBET:
a. HOpMaTMBHble/ HEHOPMATHBHbIE
b. cosgaBaemblie B yCN0OBUAX KONNErManbHOCTH/ co3aaBaemble Ha OCHOBE eAMHOHaYanus
C. NepBuYHble/ BTOPUYHbIE
d. BO cnosHeHne/ MHNUMATUBHbIE
Bonpoc 22
KaKne npurKasbl HasblBalOTCA MHULMATUBHbBIMM:
Bbibepute oanH OTBET:

d. U3gaBaemble B CBA3U C OCyWeCTB/IEHNEM UHNLUMNATUB NO OPraHn3aumn MCNOJIHEHNA NPAaBOBbIX aKTOB,
NPUHATbIX PpaBHOMPAaBHbIMU AENOBbIMU NMNapPTHEPAMU OPraHn3aunn

b. n3aaBaemble B CBA3N C HeO6XO,CI,VIMOCTbIO ocyuiecresneHumA CcOo6CTBEHHOM AeATeNbHOCTU B
COOTBETCTBUUN C HageNeHHbIMU d)yHKLI,MFIMM 1 3aaa4amum

C. n3gaBaemblie No MHUNLUMaTnBe NOAYNHEHHbIX

d. n3aaBaemble C Uenibio opraHn3aunm MCNONHEHUA NPUHATbLIX 3aKOHOAATE/IbHbIX,
HOPMaTUBHO-MPABOBbIX aKTOB U UHbIX nopyqumﬁ BbllWeCcToALWNX OpraHoB



Bonpoc 23

Kakumu cnoBamu 40/KEH HAYMHATBLCA TEKCT NpPWKa3a, ec/in ero nsgaHune Bbi3aBaHO HeO6XOLI,MMOCTbI-O
NCNONHEHUNA NPUHATbLIX 3aKOHOA4aTe/1IbHbIX, HOPMATUBHO-MPaBOBbIX aKTOB U UHbIX nopyquMVl
BblWLECTOALWNX OPraHoOB:

BbibepuTte ogMH OTBET:
a. «B uenax...»
b. «B cooTBETCTBUM C...»
c. «Mcxopa mns...»
d. «B cBAsn c...»
Bonpoc 24

Kaknmu cnoBamm A0/KEH HAaYMHATLCA TEKCT MPUKA3a, eCu ero M3gaHue Bbi3BaHO HEOBXOANMOCTbIO
OCYLLLECTBNEHMUA COBCTBEHHOM AeATeNbHOCTM N0 HULMATMBE OpraHM3aLum:

Bbibepute oauH oTBeT:
a. «B cBasn c...»
b. «<Ha ocHoBaHUMU...»
c. «Bo ncnonHexwe...»
d. «B cooTBeTCTBMM C....»
Bonpoc 25

Kakune pacnopaguTenbHble 4OKYMEHTbI MOXKET U34aBaTb B nNpegenax csoel KomneteHuun
pyroBoaAuUTENb OPraHn3aunu, Ael\/‘ICTByIOLLI,elZ Ha OCHOBE KO/1/1ermaibHOCTU:

Bbibepute oanH OTBET:
a. pelweHuns
b. npukasbl
C. NOCTAHOB/EHMSA
d. pacnopskeHusn
Bonpoc 26

Kakue pacnopsagutenbHble AOKyMmeHTbl HE moryT nsgasatb B npegenax CBOEM KoOmMneTeHuunn
pyrosoaAuUTeNnn OpI'aHM3aLI,VIl7I, AGVICTBVIOU.LMX Ha OCHOBe e AMHOHAa4YaNnA:

Bbibepute oanH OTBET:
a. YKasaHwus
b. pacnopsaxeHus
C. NPUKasbl

d. peweHus



Bonpoc 27

Kakune gokymeHTbl HE MoryT nognucbiBatbh B Npeaenax cCBoem KoMneTeHuUMmn pyKoBoaAnTemn
CTPYKTYPHbIX NogpasaeneHui:

Bbibepute oauH oTBeT:
a. yKasaHwus
b. npukasbl
C. pacnopsaxeHus
d. npoToKoibl
Bonpoc 28
C KaKoro MOMeHTa pacnopaAnTe/bHbIM A0KYMEHT npuobpeTtaeT cTaTyc odpuLManbHO U3LAHHOTO:
Bbibepute oanH oTBET:
a. nocse NoAnucaHua
b. nocne patmposaHua
C. mocne perucrpaumm
d. nocne cornacosaHus
Bonpoc 29

B KaKom pacnopsaanTeNbHOM SOKYMEHTE KOMMEPUYECKON opraHn3aunmn ucnonssyercs popma
W3/10’KEHWUS TEKCTa OT NepBoro MLa eANHCTBEHHOTO YMCAa:

Bbibepute oanH OTBET:

a. B pelieHum

b. B pacnopsaxxeHuun

C. B MOCTaHOBNEHUM

d. B coBMecTHOM NpuKase
Bonpoc 30

B Kakom pacnopaamTeslbHOM AOKYMEHTE UCMONb3yeTcA d)oplv\a M310XKEeHNA TEKCTA OT NepBOro nmua
MHOXeCTBEHHOrIo 4Yncna:

Bbibepute oanH OTBET:
a. B NOCTaHOBNEHUM
b. B yKazaHuu
C. B peleHunu
d. B coBMecTHOM npuKase

Bonpoc 31



dopma Kakoro rnarona He I0/1KHa OTAENATbBBOAHYIO YacTb PacnopaAAnUTE/IbHbIX IOKYMEHTOB OT
pacnopsauTebHON:

Bbibepute oauH oTBeT:
a. NPNKA3bIBAEM
b. MPEANATAIKO
c. PELLAIKO
d. NTOCTAHOBNAET
Bonpoc 32

Kakoli rnaron He npuemaem B GOpMyIMPOBKe BNACTHOTO peLleHnsa opraHa ynpaBaeHus, N3aatoLLero
pacnopaauTeNbHbIN LOKYMEHT:

Bbibepute oanH oTBET:
a. KYyCUIUTb»
b. «3auncanTb»
C. «NOArOTOBUTLY
d. «paspaboTaTtb»
Bonpoc 33

Kakoit rnaron npegnoytuteneH 8 opmMyIMPOBKE BAACTHOTO PeLLeHWsA OpraHa yrnpaBieHus, N34atoLwero
pacnopaguTebHbIi LOKYMEHT:

Bbibepute oanH OTBET:
a. KOpraHM30BaTb»
b. «NpuUHATL MepbI»
C. «NOAHATLY
d. «aKTMBU3NPOBATLY
Bonpoc 34

Kakoi1 rnaron npeanoytuteneH B popmyIMpoBKe BAACTHOIO pPeLLEeHNA OpraHa ynpaB/ieHus, 3aaroLwero
pacnopaauTenbHblit AOKYMEHT:

Bbibepute oanH oTBET:
a. «NoOBbICUTbY
b. «ynyywmnTto»
C. «PacCMOTPeTb»
d. «obecneunTb»

Bonpoc 35



Kakoit rnaron npeanoytuteneH 8 opmMyanMpoBKe BAACTHOTO pelleHnsa opraHa ynpasieHusa, N3aaroLero
pacrnopaamTesbHblil AOKYMEHT:

Bbibepute oauH oTBeT:
a. KYCUIUTBY
b. «NpnHATL MepbI»
C. KBO3/IOKUTb»
d. «noBbIcUTbL»
Bonpoc 36

B KaKoW 4acTn pacnopaanTebHOro AO0KyMeHTa Heo6x0AMMO NoMeLLaTb NepeyeHb JOKYMEHTOB,
YTPaTMBLLMX CUY UV NOANENKALUNX USMEHEHWNIO B CBA3W C U3AAHMEM AaHHOrO aKTa:

Bbibepute oanH oTBET:
a. B 1t06OM NyHKTE pacnopaaUTENbHOM YacTu
b. B nepBbix NYHKTax pacnopAaMTeNbHOM YacTu
C. B KOHCTATUPYIOLLLEl YacTu
d. B KOHLe TeKcTa

Bonpoc 37

B KaKoW yactu pacnopaanTenbHOro 4OKyMeHTa YKa3biBaeTCA VIH(I)OpMaLI,VI‘r'I O TOM, KTO ocyuiecTenaeTt
KOHTPOJ1b €ro UCNOoJIHEHUA:

BbibepuTe 04MH OTBET:
a. B NepBOM NyHKTe pacnopsaanTeNbHON YacTu
b. opopmnseTca oTaeNbHON CTPOKOM Noc/e BCeX MYyHKTOB
C. B Moc/iegHeM NyHKTe pacnopaamnTe/ibHoM Yactu

d. B KOHCTaTMpYIOLWEN YacTH

Tect 5 2 Kypc
Bonpoc 1
Kakomy NOHATMIO COOTBETCTBYET C/eAyHoL,an XapaKTepucTmKa:

3T0 AOKYMEHT, COAEpKaLMM NoA3aKOHHOE 0bULMaNbHOE peleHne, MPUHATOE OpraHoMm
NCMNONHUTENbHOM BAACTM MAM A0MKHOCTHLIM NINLOM B O4HOCTOPOHHE-BIaCTHOM NOPAAKE U C
cobntogeHnem yCTaHOBAEHHOM NpoLeaypbl MO TOMY UAWM MHOMY BOMPOCY, OTHECEHHOMY K ero
KomneTeHumMK, ob1e4eHHoe B NpeayCMOTPEHHYIO 3aKOHOM GpOpMY M MOPOXKAAoLWEe opuamYeckme
nocneacTBuA.

BbibepuTe 0auH OTBET:

a. HopMbI NpaBa



b. npasoBo aKkT
C. HEHOPMATMBHbIN NPABOBON aKT

d. HopMmaTuBHbIA NPABOBOM aKT

Bonpoc 2
Kakomy noHATMIO COOTBETCTBYET C/1eAytoLWas XxapakTepmncTmKa:

3TO AOKYMEHT, cogep Kallmii NpaBuia NoBeAeHUs, PacnpocTpaHALWMeca Ha HeonpeaeaeHHbIn Kpyr
/ML, U3ZaHHble Ha OCHOBAHUM 1 BO UCMOJIHEHWE deaepasibHOro 3aKoHo4aTeIbCcTBa, 0ba3aTesibHble ANA
WCMNOJIHEHUA OpraHamu rocyapcTBEHHOW B1IaCTU, MECTHOTO CaMOYMNpPaBAeHU A, UX JONKHOCTHbIMU
NMUAMUN, IOPUANYECKUMM TIMLAMU U TPaXKAaHaMK.

Bbibepute oanH oTBET:
a. HOPMATMBHbIA NPABOBOW aKT
b. HEHOPMaTMBHbLIN NPaBOBOM aKT
C. MPaBOBO aKT

d. Hopmbl NnpaBa

Bonpoc 3
Kakomy noHATMIO COOTBETCTBYET C/eAytoL,an XxapakTepmncTmKa:

o710 peweHnAa N0 KOHKPETHbIM BOMPOCam, O6paLLI,EHMFI K KOHKPETHbIM /InlUam. OHun He coaeprKart
KaKux-1mbo 06LI.I,VIX npasuia nosegeHMA N pacCinTaHbl Ha OAHOKPATHOE NPpUMEHEHUE. OHu cBA3aHHbIE C
peanmsau,meﬁl NpPaBOBbIX HOPM, UX NPUMEHEHNEM, UCNONTHEHNEM, NCNOJIb3OBAHUNEM.

Bbibepute oanH OTBET:
a. HOPMATMBHbI NPABOBOM aKT
b. Hopmbl NpaBa
C. NPaBOBOM aKT

d. HeHOpMaTUBHbI NPaBOBOM aKT

Bonpoc 4

Ha Kakue rpynnbl nogpasgenatotca GopmMbl NPaBOBbIX aKTOB B 3aBMCMMOCTU OT HOPULUYECKMX CBONCTB:
Bbibepute oanH OTBET:

a. OTKPbITble/CEKpeTHble

b. nepBnyYHbIe/ BTOPUYHbIE

c. opmumanbHble/ HeoduULMabHbIE



d. HopmaTtuneHble/ HEHOPMaTUBHbIE

Bonpoc 5

B Kakom psay nepevymncaeHbl TONbKO NePBUYHbIE NPaBOBbIE aKTbl:
BbibepuTte ogMH OTBET:

a. 3aKOH, YKas, pacrnopsaxeHue

b. npukas, ctaHaapT, NPencKypaHT

C. pernameHT, yKasaHue, pyKoBOACTBO

d. pekomeHgaumMK, Nporpamma, pelieHue

Bonpoc 6

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

a. NONOXKEHWUA, NPaBUNA, UHCTPYKL MK

b. pasbAcHeHus, pelieHne, NpuUKas

C. pacnopsaxeHue, ykasaHue, cTaHaapT

d. nopAAaokK, KJ'IaCCVId)VIKaTop, NnoCTaHOBNEHNE

Bonpoc 7

Kakne HopmaTUBHbIE NPaBOBbIe aKTbl MOMYT NPUMeEHATLCA 6e3 oduumanbHoro onybanMKoBaHuUs Ans
Bceobllero ceeaeHumn:

Bbibepute oanH oTBET:
a. 3aTparuneatolme 0683aHHOCTU rpaxKaaH
b. 3aTparusatoLme cBo60AbI rpaXkaaH
C. aKTbl MEXBelOMCTBEHHOTO XapaKTepa

d. 3aTparvBatowpe npasa rpaxaaH

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

a. Cuctema pacnopﬂp,MTeanon AOKYMEHTaunmn



b. cucrema OpFaHVI3aLI,VIOHHO-I'IpaBOBOl7I AOKYMeHTauunn
C. CUCTeMa AOKYMEHTOB JINYHOIO NponcxoxageHuma

d. cuctema nHPopmaLUMOHHO-CNPABOYHOM AOKYMEHTALMMN

Bonpoc 9
Kakomy NOHATUIO COOTBETCTBYET CNEAYIOLLAA XapaKTePUCTUKA:

JoKkymeHTbl, 06/1agatolme topuanyeckomn cnaom, n3gaBaemble PyKOBOACTBOM OpraHM3aLmnmn u
cogeprkalume yrnpasjaeHYeckue peweHuns, HanpasaeHHbIe Ha BbINOIHEHUE TEKYLLMX U MePCNeKTUBHbIX
3afauy:

Bbibepute oanH oTBET:
a. "HPOPMALMOHHO-CNPABOYHbIE JOKYMEHTbI
b. opraHun3auMOHHO-NPaBOBbIE AOKYMEHTI
C. AOKYMEHTbI MO IMYHOMY COCTaBy

d. pacnopagunTenbHble JOKYMEHTbI

Bonpoc 10

Kakune pacnopagunTenbHble JOKYMEHTDI HE nsgatotca s Ccnyyanax, Korga H606XOAMMO NMPUHATb
HOpMaTMBHbIVI nnn MHAMBMAyaﬂbeIﬁ dKT NO OCHOBHbIMBOMPOCam KOMMNMETEHL NN OpraHn3aunn:

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

d. peweHuns

Bonpoc 11

Kakue pacnopsagutesibHble LOKYMEHTbl U34at0TCA N0 OnepaTMBHbIM BONPOCaM U 4/1A OpraHmn3aumnm
NCNONHEHWNA OPYrnX pacnopaanTesibHbIX AOKYMEHTOB:

Bbibepute oanH OTBET:
a. pacnopsxKeHus
b. peweHunn
C. NOCTAHOB/IEHMSA

d. npuKasbl



Bonpoc 12
Kakas xapaktepuctmka HE cooTBeTcTBYET CUCTEME pPacnopaaUTEeIbHON AOKYMEHTaLNK:
Bbibepute oauH oTBeT:

a. 3TV AOKYMEHTbI CoAep KaT IopUANYECKN BACTHbIE NpeanncaHusa cybbeKkToB NCMONHUTENbHOM
BN1ACTW, afpecaTamm KOTOPbIX ABAAOTCA KOHKPETHbIE OpraHn3aLum, CTPYKTYpHbIe NoAapasaeeHus,
[O/MKHOCTHbIE NLA, PaBOTHMKK. DTN NPeAnNUCcaHNA ABAAIOTCA IOPUANYECKUMU AOKYMEHTAMM,
BbI3bIBAIOLLMMWN BOSHUKHOBEHWE KOHKPETHbIX aAMUHUCTPATUBHO-NPaBOBbIX OTHOLLEHW

b. 3TK LOKYMEHTbI peryanpytoT OTHOWEHWA B MepPapXMUYECcKoi CUCTEME YNPABAEHUA «CBEPXY BHM3» (OT
BbILLECTOALLMX OPraHOB, OPraHn3aumni, LONKHOCTHBIX IULL K HUMKECTOALWMM) U OTparKkatoT
ynpaB/ieHYECKNE peLlleHuns, HanpaB/ieHHble Ha AOCTUXEHME Liesieit 1 33434 opraHM3auum

C. DTV JOKYMEHTbI CO34al0T OpraHM3auMio, YCTaHaBANBAIOT ee CTPYKTYPY, ONpeaensioT WTaTHYIO
YMCNEHHOCTb M COCTaB PabOTHMKOB NO AOMKHOCTAM, ONPEAeNAtoT GYHKLMM CTPYKTYPHbIX
noApaszeneHunit, CoBelLaTebHbIX, KONErMabHbIX OPraHOB, YCTaHAB/IMBAIOT PeXUM PaboTbl,
OCYLLECTBAAIOT OPraHM3aLmio TpyAa U pacnpegeneHve ob6sa3aHHoOCTeN mexay paboTHMKamu,
onpeaensaoT NopAAOoK PeopraHn3auun 1 IMKBUAALMN OPraHn3aLmm

d. 3tn AOKYMEHTbI N34ak0TCA Ha OCHOBE U1 BO UCMNOJIHEHNE 3aKOHOB, NMOCTaHOBNEHUI U
pacnopﬂmeHMﬁ npaBMTeﬂbCTBa PO, BbILWECTOALWNX OPraHOB B/21aCTU U yNpaB/1€HUA. OTW aKTbl U3[atoTcA
TaKXe no nHnymnatmee DYKOBOAMTEHEﬁ B npegenax nx NOSIHOMOYUI U KomMneTeHunn gna
ocywiecreBneHunA Ll,eﬂel\;1 1 3a4a4y opraHnsauunmn

Bonpoc 13
KakoBa nepapxmyeckan cucteMa pacnopaanTesibHbIX LOKYMEHTOB No chepe aenctama (cBepxy BHU3):

1) npaBoBble aKTbl, AEMACTBYIOLLME B PAMKaX OTAE/bHOM OPraHU3aLMu, yUpeKaeH WA, NpeanpuaTus,
dunpmbl;

2) npaBoBble aKTbl, AEUCTBYIOLME B Npeaeax oTpacam (M34at0TCa OTpacaeBbIMU OpraHamu
denepanbHOM UCNONHUTENBHOW BNACTH);

3) npaBoBble aKTbl, AeNCTBYIOWME Ha YPOBHE CybbeKToB PP — Kpaes, obnacteit, roponos
pecnybanKaHcKoro 3HayeHmsa Mocksbl 1 CaHKT-MeTepbypra, aBTOHOMHbIX 06/1acTel 1 OKPYroB, a TaKKe
WX TepPPUTOPMaNbHbIX 06pa3oBaHuUi;

4) npaBoBble aKTbl, AeicTBYlOLWME HA PpeaepanbHO YPOBHE, — aKTbl, M3gaBaemble MNpesngeHtom PO,
Mpasutenbcteom PO, opraHamm UCNONHUTENbHOM BAACTH.

Bbibepute oguH OTBET:
a.4,2,3,1
b.1,3,24
c.1,2,3,4

d.4,321



Bonpoc 14

Ha KaKue rpynnbl gensTca pacnopagmTtenbHble OKYMEHTbI C TOYKU 3PEHUA MPUHATUS PELLIEHW
(nopsaka paspelueHms BONPOCOB):

Bbibepute oauH oTBeT:
a. co3faBaemble B YC/0BUAX KOANErnanbHoCcTH/ co3gasaemble Ha OCHOBE eAuHOHavYanuaA
b. HopmaTHBHbIE/ HEHOPMAaTUBHbIE
C. nepBuYHble/ BTOPUYHbIE
d. Bo ncnosfiHeHne/ MHNUMATUBHbIE
Bonpoc 15

Kakue pacnopaauTenbHble AOKYMEHTblI OTHOCATCA K AOKYMEHTaM, CoO34aBaeMbiM B YC/IOBUAX
KO/nernanbHoOCTuU:

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

d. pacnopskeHusn

Bonpoc 16

Kakune pacnopagunTenbHble 4OKYMEHTbI HE oTHOCATCA K AOOKYMEHTaM, U3gaBaembim Ha OCHOBE
€ANHOHAa4YaInA:

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

d. yKasaHun

Bonpoc 17

KaKkue opraHbl (0praHv3saumm) AeicTBYIOT Ha NPUHLMMNAX e4MHOHAYaInA:
Bbibepute oanH OTBET:

a. rocyapCTBeHHbIe BY3bl

b. akunoHepHble obLecTBa

c. NMpasutenoctso PP



d. opraHbl UICNONHUTE/ILHOM BNACTH

Bonpoc 18
Kakune opraHbl (opraHunsaumm) AenCTBYIOT Ha YCN0OBUAX KONNErManbHOCTU:
BbibepuTte ogMH OTBET:

a. pegepanbHble MUHUCTEPCTBA

b. BbiCLIME OpraHbl yNpaBAeHUA KOMMEPUYECKMUX OpraHn3aLUmnii pasinyHbIX OPraHM3aLnMOHHO-NPaBOBbIX
dopm

C. agMUHUCTpaUnK cybbeKkToB PO 1 gpyrux TeppuTopmnasbHbIX 06pasoBaHMii

d. opraHbl MICNOAHUTENBHOM BAACTU OPraHM3aLUI yUpeXKAEHNI, NpeanpUATUA, GUpm

Bonpoc 19
Kakune pacnopaguTtenbHble AoKyMmeHTbl npoxoaAat MHbBIE ctagnu npoueaypbl U3gaHua:

1) M3yyeHue cyLlecTBa ynpasiaeHYeCKoro Bonpoca, MHULUUMUpPOBaHUE pelleHus — obocHoBaHMe
HeobxoamMmocTu usaaHus PA;

2) cbop v aHanu3 nHbopMaLMKM No Bonpocy;
3) no4roToBKa NPOEKTa PacnopaaUTeIbHOMO AOKYMEHTa;

4) cornacoBaHuve naun OGCY)KAGHMG Ha 3aCedaHnnN KONNernaabHOro opraHa NpoeKTa pacnopagantTenbHoOro
AOOKYMEHTAQ;

5) BHeceHuWe npoekTa P, Ha paccMoTpeHMe PyKOBOACTBa;
6) NPUHATHE PeLeHNn — NOANUCaHNE AOKYMEHTa;
7) perncrpaumsa LOKYMEHTa;
8) noBeaeHWe pacnopaaUTEeNbHOTO AOKYMEHTA 40 UCNONHUTENEN.
BbibepuTe 04MH OTBET:
a. Np1Kasbl
b. pacnopsaxeHus
C. peLeHun

d. yKaszaHus

Bonpoc 20
M3 KaKnx yacTelt coOCTOUT TEKCT PacnopaanTEeNbHOMO AOKYMEHTA:

BbibepuTte ogMH OTBET:



a. aHanuTUYeckas Yactb/ o6obuatollas 4actb
b. pasbAcHUTENbHAEA YacTb/ AMPEKTUBHAA YaCTb
C. KOHCTaTMpYIOLWasA YacTb/ pacnopaauTenbHas 4acTb

d. BBogHaA yacTb/ OCHOBHAasA YacTb/ 3aK/0UMTEIbHAA YaCTb

Bonpoc 21

Ha KaKkue rpynnbl fenaTca NpuKasbl NO XapaKTepy OCHOBAHWUA ANA U3AaHUA:

Bbibepute oanH oTBET:
a. HOpMaTMBHble/ HEHOPMaTUBHbIE
b. cosgaBaemble B yCN0BUAX KONNETMaNbHOCTH/ CO34aBaemMble Ha OCHOBE eANHOHaYanusa
C. NnepBuYHble/ BTOPUYHbIE

d. Bo VICI'IOJ'IHEHVIG/ MHUNUNATUBHbDbIE

Bonpoc 22
Kakune npurKasbl Ha3bIBalOTCA UHULMATUBHBIMMU:
Bbibepute oanH OTBET:

d. u3gaBaemblie B CBA3U C OCyLWeCTB/IEHNEM UHULUMNATUB NO OPraHnU3aL M MCNOJIHEHUA NMPAaBOBbIX aKTOB,
NPUHATbBIX PpaBHOMNPABHbIMU AENOBbIMU NMapTHEPAMU OpPraHn3aunn

b. n3aaBaemble B CBA3N C HeO6XOAMMOCTb}O ocyuwecresneHmA CO6CTBEHHOM AeATeNbHOCTU B
COOTBETCTBUUN C HAagENEHHbIMU d)yHKLI,MFIMM 1 3agav4amum

C. n3gaBaemblie No nHULMaTnee NOAYNHEHHbIX

d. n3aaBaemble C Uesiblo opraHn3aumm MCNONHEHUA NPUHATLIX 3aKOHOAATE/IbHbIX,
HOPMAaTUBHO-MPABOBbIX aKTOB U UHbIX ﬂOpyHEHMVI BbllWeCToAWNX OpraHoB

Bonpoc 23

Kakumu cnoBamu A0/1KEH HAYMHATBLCA TEKCT NPUKasa, eciuv ero usgaHume Bbi3BaHO HEO6XOAMMOCTbIO
NCNONHEHUNA NPUHATbBIX 3aKOHOA4aTe/1IbHbIX, HOPMAaTUBHO-MPABOBbIX aKTOB N UHbIX nopyquMﬁ
BblWECTOALWMNX OPraHoOB:

Bbibepute oauH oTBeT:
a. «B uenax...»
b. «B cooTBeTCTBUM C...»
c. «cxopa ns...»

d. «B cBasm c...»



Bonpoc 24

Kakmmum cnoBamm Ao/mKeH Ha4YMHATbCA TEKCT NPUKasa, ec/in ero n3gaHue Bbi3aBaHO HEOOXOAMMOCTbIO
OCYLLECTBAEeHMA COOCTBEHHOM AEATENbHOCTM MO MHULIMATUBE OpraHU3auum:

BbibepuTte ogMH OTBET:
a. «BcBasnc..»
b. «Ha ocHoBaHUMU...»
c. «Bo ncnonHexwe...»

d. «B cooTBeTCTBUM C....»

Bonpoc 25

Kakune pacnopAaguTenbHble JOKYMEHTbI MOXET N34aBaTb B nNpegenax CBOE KomneTeH unn
pyroBoauTEN b OpraHn3auunu, AGVICTBYIOU.Leﬁ Ha OCHOBE KO/1/1ermaibHOCTU:

BbibepuTe 04MH OTBET:
a. pelweHus
b. npukasbl
C. MOCTaHOB/IEHMA

d. pacnopskeHusn

Bonpoc 26

Kakune pacnopagunTenbHble JOKYMEHTDI HE MOTyT n3aaBaTb B npegenax cBoel KoOmMneTeHuunn
pyrosoauUTeENn Opl'aHM3aLI,VIl7I, Ael\/‘ICTByIOLLI,MX Ha OCHOBE € 4MHOHAa4YanA:

BbibepuTe 04MH OTBET:
a. yKasaHus
b. pacnopsxeHus
C. NPUKasbl

d. peweHuns

Bonpoc 27

Kakue gokymeHTbl HE MoryT nognucbiBaTb B Npeaenax CBoeil KomneTeHUMM pyKoBOAUTENN
CTPYKTYPHbIX NoApa3geneHuii:

BbibepuTe 0auH OTBET:



a. yKasaHus
b. npukasbl
C. pacrnopaxeHus

d. npoToKobl

Bonpoc 28
C KaKoro MoOMeHTa pacnopaauTe/IbHbIM AOKYMEHT npuobpeTtaeT cTaTyc odpuLManbHO U3LAHHOTO:
Bbibepute oanH oTBET:

a. nocne nognucaHua

b. nocne patnposaHusa

C. nocne perncrpaumm

d. nocne cornacoeaHus

Bonpoc 29

B KaKom pacnopsaanTeNbHOM SOKYMEHTe KOMMEPUYECKON opraHn3aunmn ucnonbsyercs popma
W3/10’KEHWUS TeKCTa OT NepBOro ML eAUHCTBEHHOTO YNCAa:

BbibepuTe 04MH OTBET:
a. B peweHun
b. B pacnops:keHun
C. B MOCTAHOBNEHUM

d. B coBMecTHOM NnpuKase

Bonpoc 30

B Kakom pacnopaamTesbHOM JOKYMEHTE UCMONb3yeTcA d)oprv\a N310XKEeHNA TEKCTA OT NepBOro mua
MHOXeCTBEHHOrIo 4Yncna:

BbibepuTe 04MH OTBET:
a. B NOCTaHOB/EHUU
b. B yKazaHuu
C. B pelleHnmn

d. B coBMecTHOM NpuKase

Bonpoc 31



CDopma KaKOro rnaro/sia He Ao0J/1XKHa OTAeNATbBBOAHYIO YaCTb pacnopAaAnTe/IbHbIX AOKYMEHTOB OT
pacnopsauTebHON:

Bbibepute oauH oTBeT:
a. NPNKA3BIBAEM
b. MPEANATAKO
c. PELLAIKO

d. NOCTAHOBANAET

Bonpoc 32

Kakoli rnaron He npuemnem B GOpMyaMpPOBKe BAACTHOMO PeLleHns opraHa ynpaBaeHus, 3gatoLero
pacnopaguTesbHbI LOKYMEHT:

Bbibepute oanH oTBET:
a. KYCUUTbY
b. «3auncnnTb»
C. «NOArOTOBUTHL»

d. «paspaboTaTtb»

Bonpoc 33

Kakoit rnaron npegnoytuteneH 8 opmMyIMPOBKE BAACTHOTO PeLleHMsA OpraHa ynpaB/ieHus, U3aaoLwero
pacnopaauTenbHbli LOKYMEHT:

BbibepuTe 04MH OTBET:
a. KOpraHM30BaTb»
b. «NpuHATL MepbI»
C. «NOAHATLY

d. «aKTMBU3NPOBATLY

Bonpoc 34

Kakoit rnaron npeanoytuteneH 8 opmMyIMpPoOBKe BAACTHOMO pelleHns opraHa ynpasaeHus,
M3al0LLEro pacnopAaNTENbHbIN OKYMEHT:

BbibepuTe 0auH OTBET:

ad. «KNOBbICUTb»



b. «ynyqwmnTo»
C. «PaccMOTpeTb»

d. «obecneuynTb»

Bonpoc 35

Kako# rnaron npegnoytuteneH 8 GopMyIMPOBKe BAACTHOIO peLleHns opraHa ynpasaeHus,
M3al0LLLETrO PacnopAanUTE/bHbIN AOKYMEHT:

BbibepuTte ogMH OTBET:
a. KYCUUTBLY
b. «npuHATE MmepbI»
C. KBO3/IOKUTH?

d. «NOBbICUTbLY

Bonpoc 36

B KaKoW yactu pacnopagnTenbHOro 4OKyMeHTa HEO6XO,£I,VIMO nomeulaTtb nepevyeHb 4OKYMEHTOB,
YTPATUBLUUNX CUAY NN noaNneXawnx UISMeHEHUIO B CBA3U C U3AaHNEM OAHHOIO aKTa:

Bbibepute oauH oTBeT:
a. B 1t06OM NyHKTe pacnopagmTenbHOM YacTu
b. B nepBbIX NYHKTax pacnopagMTenbHOM YacTu
C. B KOHCTATMpPYIOLLEM YacTK
d. B KOHLe TeKcTa

Bonpoc 37

B Kakol yactu pacnopaanTenbHOro 4OKYMeHTa YKa3biBaeTCA MHd)OpMaLI,MFI O TOM, KTO ocyuiecTBndaeTt
KOHTPOJ1b €ro UCNOJIHEHUA!

BbibepuTe 04MH OTBET:
a. B NepBOM NyHKTe pacnopsaanTeNbHON YacTu
b. opopmnseTca oTaeNbHON CTPOKOM NOC/e BCEX MYHKTOB
C. B oc/iiegHem NyHKTe pacnopaamnTeibHoM Yactu

d. B KOHCTaTUpYIOLLEN YacTU

MpakTnyeckoe 3agaHue 6 (3 cem)



1. Ucnonb3ya matepuan Tembl 6 HacToALEro y4ebHOoro Kypca, 3anonHuTte Tabamuy «Knaccuoumkaumm
nucem»:

2. Bbl Kommepueckmin gupektop OO0 «ABCONOT» NO NPOAAXKE KOCMETUYECKON N NapdromepHoi
npoAayKumn. Bam HeobxoaMmo NpoBecTM pPekamHyo KamnaHuto. OdopmunTe COOTBETCTBYHOLLEE MUCbMO
ONA AeN0BbIX NapTHEPOB.

Ne

/ KnaccudmrKkaumoHHbIM NpM3Hak PasHOBMAHOCTU NMUCEM
n/n

3. Bbl COTPYAHMK, HAXOAALWMMNCA B KOMAHAUPOBKE. Bam CPOYHO HYKHbI PUHAHCOBbIE JOKYMEHTbI Ballew
bUPMbI ANs 3aKNI0YEHWA KOHTPAKTa C NeTepbyprckoit KomnaHuel «Hesa», U Bbl MpoCKTeE 3am.
AVPEKTOpa BbIC/IATb BaM 3TU AOKYMeHTbl. OdopMUTE COOTBETCTBYHIOLLMI AOKYMEHT.

TecT K pasgeny 2 (2 Kypc)

Bonpoc 1
Kakoe CBOICTBO A4€10BOW NEPENUCKM OT/IMYAET €€ OT APYIMX CUCTEM U NOACUCTEM AOKYMEHTALMN:
BbibepuTe 04MH OTBET:

a. obecneunsaeT MHGOPMALMOHHbI 0BMEH C NPUMEHEHWEM CPeaCcTB CBA3M

b. cny:Rut ana nepesayun MHoopmaumm

C. ABNAETCA UHCTPYMEHTOM MHd)OpMaLI,MOHHOI'O obmeHa Ha Pa3nnNYHbIX CTaanAX BblpaﬁoTKM, NPUHATUA
1 BbINOJIHEHUA YyNpPaB/IEHYECKUX peLLIeHMﬁ

d. cnyKuT anAa 3akpenneHuns nHpopmaumm

Bonpoc 2
Kakune gokymeHTbl HEJ/Ib3Al oTHecTU K AenoBoi nepenucke:
Bbibepute oanH OTBET:

a. 9/IEKTPOHHOE NUCbMO

b. cny>kebHasa 3anucka

c. TenedpoHorpamma

d. cnyxkebHoe nnucbmo



Bonpoc 3
Ha KaKkue pasHOBUAHOCTM 4eNNTCA Ae/10Bas Nepenmcka No MecTy HaxoXKaAeHusa agpecaTa:
BbibepuTte ogMH OTBET:

a. BxoaALwaa/mcxoaauias

b. BHYyTpeHHAs/MmexKayHapoaHan

C. cogeprKallan Heobxoaumsle ceegeHus o6 aBTope/aHOHMMHasA

d. opuumanbHaa/anyuHan

Bonpoc 4

Kakoro B1Aa 4e10BOM Nepenmcky No NoMOKEHUIO B Mepapxuu ynpasneHus HE cywecreyer:
BbibepuTe o4MH OTBET:

a. nepenuncka ¢ pyKoBoACTBOM U COTPYAHMKAMUN OpraHn3aumnm

b. nepenucka co CTOPOHHMMM OPraHU3aLUAMM

C. NMepenmcKa ¢ BblLWEeCTOAWMMM OPraHM3aLmamm

d. nepennckac NoABEAOMCTBEHHbIMU OPraHU3aLUAMM

Bonpoc 5

Kakoi KnaccMdrKauMOHHbIV NPU3HAK NONOXKEH B OCHOBY AeNeHWA Ae/10BOM Nepennckm Ha
opUUMANBHYIO U NINYHYIO:

BbibepuTe 04MH OTBET:
a. No HasHa4YeHuto
b. No mecTy HaxoxAaeHUA agpeca
C. MO NOJIOKEHWIO B MEPAPXMM YIPaBAEHMA
d. no nonoxKeHuto B cucteme A0KymMmeHToobopoTa

Bonpoc 6

Kakasa nepenuncka OTHOCUTCA K INYHOM:
BbibepuTe 0aMH OTBET:
a. nepenucka mexay G1M3n4eckMMmn U A0NKHOCTHbIMU ANLLAMM
b. nepenucka mexay KOHKPETHbIMU PabOTHMKaMM BHYTPM OpraHM3aLmm

C. nepenncka mexgy oaHnm gONXKHOCTHbIM TNLLOM N APYTUM AO0/KHOCTHbIM JIMLLOM



d. nepenucka mexay GmMsmyeckumm nmuamm BHe cdhepbl UX Cy»KebHbIX (0pULManbHbIX) OTHOLLIEHWUIA

Bonpoc 7

Kakoi KnaccudmKaLMOHHbIN NPU3HaK NOIOXKEH B OCHOBY AE/NIEHMA AeI0BON NEPENUCKM Ha NePEenncKy
noBonNpocam maTepuanibHO-TEXHUYECKOro obecneyeHmns, PUHaHCOB, CTPOUTENLCTBA, TPAHCMNOPTA,
KY/IbTYPHOro 06MeHa U T.4.:

BbibepuTte ogMH OTBET:
a. Mo Ha3HaYeHu o
b. no nonoxeHuto B nepapxmm ynpasaeHusa

C. MO OTHOLUEHMUIO K onpeefieHHbIM chepam AeATeIbHOCTM, BOMPOCam, CUCTEMaM yNpaB/ieHYECKOM
AOKYMeHTauuK (no TemaTuke)

d. No nonoxeHuto B ccteme J0KYMeHTOO60pOTa

Bonpoc 8

Ha Kakune pasHOBMAHOCTM AENATCA AeN0Bble MUCbMA MO KOMMO3ULUK:
BbibepuTe 04MH OTBET:

a. UHULUMATUBHbIE U OTBETHbIE

b. TMNOBbIE 1 B NpoM3BO/LHOM dopme

C. NPOCTbIE U CNOXKHblE

d. BxogAwme v ucxogawme

Bonpoc9

Kakue nucbma noAnucbiBatoTcA ABYMA TMLAMKN — PYKOBOAMUTENEM OPraHM3aLmMm 1 IaBHbIM
byxrantepom:

BbibepuTe o4MH OTBET:
a. rapaHTUiHbIE NUCbMA
b. conpoBoauTenbHble NMcbMa
C. MMCbMa-3anpochl
d. peknamHble nnucbma

Bonpoc 10

Kakomy NOHATUIO COOTBETCTBYET CIeAYIOLWAA XapaKTepUCTMKa: «ITO NOCNea0BaTENLHOCTb JIOTUYECKN
B3aMMOCBA3aHHbIX CMbIC/I0BbIX YacTemn nncbma, O6'bep,VIHeHHbIX €JNHCTBOM TE€MbI»:



BbibepuTte ogMH OTBET:
a. KOMNO3ULMA TEKCTA NMCbMaA
b. BHYTpPeHHAA CTPYKTYpa NncbMa
c. 6n1aHK nucbma
d. TMnoBo popmynsap nucbma

Bonpoc 11

Kaknum fokymeHTOM HeobxogMmo opopMuTb Bo M3bexKaHUe HapyLueHma Hopm TpyA0BOro Koaekca
MMCbMeHHOEe HaNnoOMWUHaHWMe O HGOﬁXOAMMOCTM ABUTLCA ONA NONy4YeHUA pr,ﬂ,OBOVI KHUXXKW YBONIEHHOMY
pabOoTHMKY, HE NOAYyYMBLUEMY €ee:

Bbibepute oanH oTBET:
a. 3aKasHoe N1CcbMo
b. pakcorpamma
¢. SMS-coobuieHune
d. anekTpoHHoe coobuieHmne

Bonpoc 12

Kaknum sngom AOKYMEHTa Bbl HanpasuTe B N0ABEAOMCTBEHHbIE OPra—~HU3aL M CPOYHYIO l/IHd)OpMaLI,VII-O
O NOZIYYEHHOM LLUTOPMOBOM npeagyn—-pexageHnu:

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

Bonpoc 13

MoanucaTb TenepoHorpammy, NOAroTOBAEHHYIO ANA OTNPABKM KOPPECNOoHAeHTaM, UMEET NPaBo:
BbibepuTe 04MH OTBET:

a. 3aMecTUTeNb PYKOBOAMTENA OpraHu3aumnm

b. paboTHUK NogpasgeneHms

C. PyKOBOAUTEb OPraHMU3aLmMm UaM YNOAHOMOYEHHOE UM NNLO

d. pyKoBoAuMTENb CTPYKTYPHOrO NoApasaeneHnn



Bonpoc 14

MoAanucbiBaTb MMCbMO Ha B1aHKe CTPYKTYPHOro nogpasgeneHmsa MMeeT npaso:
Bbibepute oauH oTBeT:

a. 3aMeCTUTe b PYKOBOAMTEA OpraHu3auum

b. paboOTHUK CTPYKTYpPHOrO NoapasaeneHus, NogroToBUBLLUIA AOKYMEHT

C. PyKOBOAUTENb NOAPA3AENEeHUA

d. pyKoBogMTEND OpPraHM3aLumm

Bonpoc 15

an KaKkom crnocobe A0CTaBKK ero agpecaty nMcbmo 6y,CI,ET MMETb IOPpU-An4eCKyro cuay, ecim nnCbmo
coaepxut 06A3aTeNbCTBO ONAATUTb OKa3aHHbIe ycny-ru:

BbibepuTe 04MH OTBET:
a. MoYTOBas CBA3b
b. TenedoHHas cBA3b
C. 9/IeKTPOHHas MnoyTa
d. pakcMmmnnbHas ceasb

Bonpoc 16

|_|pl/1 oTnpasBKe KaKoW Pa3HOBUAHOCTU MUCbMaA MOXXHO OrpaHN4YnNTbLCA d)aKCMMMﬂbHOVI CBA3bIO NN
3I'IEKTp0HHOI7I noyToi 6e3 AO0CbIZIKN KoOppeCcnoHAEHTY NOANTMHHUKA!

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

Bonpoc 17

YKarKuTe, Kakue Leam He MoryT 6bITb peannsoBaHbl MPr NO-MOLLM AEN0BbIX MUCEM:
BbibepuTe 0auH OTBET:
a. OTNpaBKa agpecaTy A4OKYMEHTOB

b. nHpopmmpoBaHue KoppecnoHaeHTa



C. BbIHECEHME B3bICKaHMA PabOTHMKY OpraHn3auum
d. oTKas B y40BNETBOPEHMMU NPETEH3UN

Bonpoc 18

Ecnn nMcbMo NoAroToBAEHO BEAYLIMM CMELMaNMCTOM OTAENa TEXHUYECKOW NOAAEPKKM OpraHn3aLmu,
3aBM3MPOBAHO PYKOBOAMUTE/IEM OTAENA U NOAMNUCAHO PYKOBOAUTENEM OPraHN3aLMn, Koro cieayet
YKa3aTb B KaYecTBe UCMOJIHUTENIA B COOTBETCTBYIOLLEN OTMETKE:

BbibepuTe ogMH OTBET:
a. PyKOBOAUTENA OpraHM3aumnm
b. pykoBoguTena otgena
C. BeAyLlero cneymanncra
d. cekpeTaps pykoBoauTens

Bonpoc 19

Kak pgonxeH NoCTYyNnnUTb NCNOJIHUTEND, I'IO,CI,FOTOBI/IBLIJI/Iﬁ Aeno—-soe NnncbmMmo, ecain pykosoauTenb otTgena
nAaHUpPOBaAHUA, BU3a KOTOPO—-TO H606XOAMM8, HaxoaunTCA B KOMaHAUPOBKE:

BbibepuTe 04MH OTBET:
a. nepezaTtb MMCbMO Ha No4NUCb pykoBoanuTesto 6e3 B13bl
b. 3aBM3MpPOBaTb NMCLMO Y 3aMeCTUTENA PYKOBOAUTENS OTAEeNa NNAaHUPOBAHMUSA
C. 3aBM3MPOBaTb NMMCbMO CaMOMy
d. ’4aTb BO3BpaALLEHWNA PYKOBOAMTENA OTAENA NNAHUMPOBAHNA U3 KOMAHONPOBKM

Bonpoc 20

Kakoi Pa3HOBUOHOCTbIO AENO0BOIo NMCbMa NOYTOBOE OTAENEHNE COO6LLI,MT rpaxXgaHMHy, 4To Ha ero UmsaA
nony4yeHo ueHHoe NMCbMO, U NPUTrnNacuT NONYy4YnThb €ro:

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

Bonpoc 21



K Kakol pPa3HOBUAHOCTM NNCEM OTHOCUTCA NNCbMO C/ieaylolero cogepxaHuma:

Coobuaem, 4To opraHn3aLma BCTPeUYM aMepPUKAHCKON Aeneraunm ot KomnaHum "Pennyain Xeputagx
HeTtyapK" nopyyeHa ANPEKTOPY My3bl—Ka/IbHOIO YYNANULLA AYXOBbIX MHCTPyMeHTOB [1.[. PomaHoBy:

Bbibepute oauH oTBeT:
a. MMCbMO-0TKa3
b. "HPOpMaUMOHHOE NNCbMO
C. NUCbMO-NpeaynpexaeHue
d. nMcbmo-coobuieHue

Bonpoc 22

Yem nucbmo-npeanoxeHune (odpepra) OTAMYAETCA OT PEK-~aMHOro NMCbMa:
BbibepuTe 04MH OTBET:
a. HanpasaseTcA NPOAABLOM MOTEHUMAbHbIM MOKYNaTeNAM C MPea/ioKeHeM TOBApOB UAWN YCyT
b. He cBA3bIBaeT NpogaBua 0b6s3aTeIbCTBOM NPOAaTh TOBAP
C. CTUMYMPYET UHTEpPEC K TOBapY W XKeslaHue ero npuobpectu
d. coaepRnT HamepeHue 3aKNHUUTb CAENKY C YKazaHUEM ee KOHKPETHbIX YC0BUiA

Bonpoc 23

K KaKkom Pa3HOBUOHOCTU NUCEM OTHOCATCA NNUCbMa, C TOMOLLbKO KOTOPbIX MPOCAT BbIC/1ATb O(I)VILI,MaﬂbeIe
cBegeHnA U AOKYMEHTDLI:

BbibepuTe 04MH OTBET:
a. NUCbMO-U3BELLEHUE
b. nncbmo-3akas
C. MMCbMO-3anpoc
d. nucbmo-npocbba

Bonpoc 24

Kakoi Pa3HOBUAHOCTU NNCbMa COOTBETCTBYET C/'IEAVPOLU,Mﬁ TEKCT:

B cBa3u c npoueaypoit 6aHkpoTtcTBa npeanpuatna OAO "MoCKOBC-KuUit KoHAUTEP" NpoCUMm
npeaocTaBUTb AaHHbIE O pa3mepe A0AWN rocy-4apcTBa B YCTaBHOM KanuTane Ha3BaHHOro NpeanpuaTus.

BbibepuTe 0auH OTBET:

a. MMCbMO-NpeanoxeHune



b. nucbmo-3anpoc
C. NTUcbmo-npocbba
d. nncbmo-coobuieHue

Bonpoc 25

OnpeaenuTte pasHOBUAHOCTb MUCbMa, TEKCT KOTOPOrO NpUBEeAEH HUMXKeE:

Mpocrm Bac paccmoTpeTb BO3MOXKHOCTb MOCTABKU NAaPTUM KOMNAEK-TYHOLMX 1A NEPCOHANbHbIX
KOMMbIOTEPOB B NepBon Aekaae aHBapa 2013 . M Npu NOJIOKUTE/IbHOM PeLleHUN HanpPaBUTb Ham

odepTy.

Bbibepute oanH oTBET:
a. MMCbMO-HaNOMMUHaHWe
b. nncbmo-3anpoc
C. MUCbMO-NPELNOKEHNE
d. nucbmo-npocbba

Bonpoc 26

YKaxuTe, Kakoe Nucbmo cneanyet HanpasuUTb OPraHU3aunn -KOHTPAreHTy Nno 40orosopy, ecain aTa
OopraHun3aunAa He onJia4ymBaeT Bbl—-MNOJIHEHHbIE BaMU pa6OTbI:

BbibepuTe 04MH OTBET:
a. NMcbMo-coobLueHne
b. nucbmo-TpeboBaHue
C. MMCbMO-HAaNOMMHaHMWe
d. nucbmo-npeTeHsusa

Bonpoc 27

YKarkuTe, Kakoe NMCbMO cneayeT HanpaBUTb OPraHU3aLUmN-KOHTPareHTy No 40rosBopy, ecam nosayvyeHa
napTuvA TOBapa B HeHa,a,ne—-H(aLu,eﬁ YNaKoOBKe, YTO CKa3a/1I0Cb HAa Ka4eCTBE TOBApPa U NPUBEO K
CHU—-XEHWNIO UeHbI NPUN ero npoaaxe:

Bbibepute oanH OTBET:
a. MMCbMO-HAaNOMWHaHMWe
b. nucbmo-3anpoc
C. NUCbMO-TpeboBaHue

d. nMcbMo-npeTeH3ua



Bonpoc 28

YKasKunte, K Kakol pasHOBUAHOCTU MMCEM OTHOCUTCA MUCbMO CNEAYIOLLErO COAePsKaHUA:

18 anpena 2013 r. 8 11.30 mecTHOro BpemeHu [lenaptameHT Npupo-a40n0/ib30BaHMNA NPOBOANT
Ce/IeKTOPHOE CoBEeLLaHWe No BOMPOCY O CU=TyaLMKN C NECHbIMU NOXKapaMu U JeCOHapYLUEHUAMMU Ha
TeppuTopun Poccuiic-Kkon ®Pepepaumm.

BbibepuTte ogMH OTBET:
a. Nncbmo-coobuleHmne
b. nncbmo-m3BeLeHne
C. MUCbMO-HaNoOMUHaHWe
d. nucbmo-npurnaweHme

Bonpoc 29

YKaxuTe Ha3BaHue Pa3HOBUAHOCTU NMUCbMa, NPUBEOEHHOIO HMNXKeE!

Mpeanaraem cenbab UCAAHACKYIO B 604Kax B KonmyecTtse 1200 Kr ¢ NOCTaBKOW B TeHYeHMeE anpena-utoHa
2013 r. paBHbIMUM NAPTHUAMM.

BbibepuTe 04MH OTBET:
a. MMCbMO-U3BELLEHUE
b. nucbmo-npeanoxkeHne
C. MTUCbMO-CO0bLLEHNE
d. nucbmo-npocbba

Bonpoc 30

K KaKoli pa3HOBMAHOCTM MM—~CEM OTHOCMTCA MUCbMO rparkAaHnHa, B KOTOPOM OH obpallaeTca B
opraHusaumto c Npocbboi NoaATBEP—-AMTb CTaXK PaboTbl B 3TOM OpraHM3aLmK:

BbibepuTe 04MH OTBET:
a. NMCbMO-3anpoc
b. nnucbmo-TpeboBaHue
C. Ncbmo-npocbba
d. nucbmo-coobuieHune

Bonpoc 31



OpraHu13auus noay4naa NMCbMo-npocbby cneayowero cCoaepKaHus:

Mpocum Bac npenocTaBUTb MECTo 15 NPOXOXKAEHMA NPeaaAnNIOM—-HOM NPAKTUKN CTYAEHTKe 5 Kypca
04yHoM popmbl 0byueHUns dbaKynbTeTa negarormyeckoro ob6pasoBaHMA U CePBUCHbIX TexHoormnm POy
BMNO «MarHMTOropcknin rocy4apCTBEHHbIN YHUBEPCUTETY, NO HaNpaBAEHUIO «[JOKyMeHTOBEAEHME U
apxuBoBegeHue» MeaseaeBoi AHHe AHApeeBHe ¢ 01 deBpana no 28 mapTta 2013 r.

YKarKuTe, Kakon U3 BapnaHToOB OTBETa byAeT bosiee NpaBU/IbHbIM:

BbibepuTte ogMH OTBET:

YBarkaemblie Konneru!

NHdopmmpyem Bac o Tom, 4TO Mbl pagbl NPeLOCTaBUTb MECTO A5 NPOXOXKAEHMANPEAANNIOMHOM
NPaKTUKKM Bawew cTyaeHTKe Measeneson AHHe AHApeeBHe B 0603Ha4YeHHble Bamu cpokum.

b.

CooblLuaem, YTo Halla opraHU3aLMA roToBa NPeaoCcTaBUTb MECTO AA NPOXOXKAEHUANPESANNNOMHOWM
NPaKTUKK CTyAEeHTKe 5 Kypca o4HoM dopmbl 06yueHMA daKybTeTa Nefarorndeckoro ob6pasoBaHma u
cepBUCHbIX TexHonornin Are0Y BMNO « MarHUTOropckuii rocy4apCTBeHHbIN YHUBEPCUTETY, MO
HanpasfaeHuto «lokymeHTOBeAeHWe M apxmBoBeaeHMe» Measenesol AHHe AHgpeesHe ¢ 01 dpeBpana
no 28 mapta 2013 .

Ha Bawe nncbmo oT ... N2 ... coobLuaem, YTo roToBbI NPesoCcTaBUTb MeCTo A
NPOXOXAEHUANPEAANNNIOMHOM NPAKTUKKM CTYAEHTKE 5 Kypca ouHo popmbl 06yueHUsa pakynbTeTa
nepgarornyeckoro ob6pasoBaHuMA U CePBUCHbIX TexHonorni Gre0Y BMO «MarHUTOropckui
rocyapCTBEHHbIN YHUBEPCUTET», MO HanpaBaeHUto «[JOKYMeHTOBEeAEHNE U apXMBOBEAEHNEN
MeaseaeBont AHHe AHapeeBHe ¢ 01 ¢deBpans no 28 mapta 2013 1.

d.

COOGLLI,BEM, YTO Halla opraHn3auuna npegocrtaBuUT MeCcTo ANA NPOXOXAEHUNA NPAKTUKU ONA BaLlen
CTYOAEHTKNU.

Bonpoc 32

Kakoi1 pasHOBMAHOCTM NMCbMa COOTBETCTBYET CAeAytollan A3bikoBas ¢dopmyna: «Mbl yBepeHbl, 4To Bac
3aMHTepecyeT BbICOKOE KauecTBO Hallen NPoayKUnN...»:

BbibepuTe 04MH OTBET:
a. npocbba
b. peknamHoe nnucbmo
C. NpurnaleHne
d. opepTa (npeanoxkeHne)

Bonpoc 33



Kakoi pasHOBMAHOCTM NMCbMa COOTBETCTBYET Caeaytollan A3bikosan popmyna: «Mpocum coobwmTb
AaTty npuesga aeneraumnm ot Baweit pupmolt...»

Bbibepute oauH oTBeT:
a. npocbba
b. npurnawenmne
C. HaNnoMUHaHue
d. nHbopmaunoHHOE NNCbMO

Bonpoc 34

Kakoli pasHOBMAHOCTU NMCbMa COOTBETCTBYET C/eAytoLLan A3bikoBas popmyna: «MpeacTaBnsio Ha
yTBEPKAEHME NPOEKT NaHa...»:

BbibepuTe 04MH OTBET:
a. npeacTaBneHne
b. odepTa (NnpegnorkeHune)
c. npocbba
d. conpoBoguTenbHOe NMCbMO

Bonpoc 35

Kakoi Pa3HOBUOHOCTU NNCbMa COOTBETCTBYET Cneaytowan A3blIKOBaA ¢opN\yna: «K coxkaneHuto, Mol
HE MOXXeM NPUHATb Bawe npegnoxeHue...»:

Bbibepute oanH oTBET:
a. NUcbMo-npuraalleHne
b. nucbmo-oTeeT
C. MMCbMO-OTKa3
d. nucbmo-mn3BnHeHME

Bonpoc 36

YKaxute Hanbosiee «KeCTKMit» M HeYMECTHbIN BapuaHT OTKasa:
BbibepuTe 04MH OTBET:
a. B cBA3n c... genapTaMeHT He MOXKET COrNacUTbLCA C BaLLMM NPeanoXKeHnem

b. MpuUHATL Bale NpeanoXeHne He NpeacTaBaAAeTCca BO3MOXHbIM B CBA3U C ...



. B cBA3K c ... Bawe npeasioxeHMe HaMmu He NpMHUMaeTcs
d. B cBA3K C ... Balle NpeasioKeHne He MOXKeT BbITb MPUHATO

Bonpoc 37

Kakolt BapmnaHT npeasioxkeHusa ToBapoB U ycayr 6bosiee npuemaem:
BbibepuTte ogMH OTBET:
a. Hawa ¢pmpma rotoBa NOCTaBUTb BaM KaYeCTBEHHYIO U HELOPOTYIO 3/IEKTPOTEXHMYECKYHO MPOAYKLUMIO

b. HactoatenbHo pekomeHayem Bam BOCNONb30BaTbCA yCAYyramu Hawek Gupmbl MO NOCTaBKe
KaQyecTBEHHOWM M HeAOPOron 3/IeKTPOTEXHMUYECKOW NPOAYKLIUN

c. Mpeanaraem BOCNo/1b30BaTbCA YCAYramu Hawelk GUpMbl MO NOCTaBKE KAaYeCTBEHHOM U HEeZ0POro
3/7IEKTPOTEXHUYECKOW NPOAYKLUU

d. Npeanaraem Bam BOCMO/1630BaTbCA YCAyramuy Hawe GUpmbl Mo NMOCTaBKe KauyeCTBEHHOM U
HEeL0pPOorow 3/1eKTPOTEXHUYECKON NPOAYKLMM

Bonpoc 38

Kakune 06paLLI,6HVIFI YMECTHO UCMNOJZIb30BaTb B KOMMEPYECKOM NpeasioxKeHnn, pacCblzlaeMmom 60ﬂbLLIOMy
Koin4yecrtey Opl'aHVI3aLI,VIl7I — NOTEHUMaNbHbIX I'IOKYI'IaTeJ'Ief/‘I TOBApPOB NN YChyT:

BbibepuTe 04MH OTBET:
a. YBaxkaemble rocnoga!
b. YBaxkaemble konnern!
c. YBakaemble rocnoga npeanpuHumatenm!
d. MHoroyBarkaemble rocnoga!

Bonpoc 39

BbibepuTe Hanbonee ymecTHyto GopmMyIUPOBKY:
BbibepuTe 04MH OTBET:
a. Mbl pagbl NpeanoKuTb Bam NpUHATL y4acTUe B CEMUHAPE ...
b. NMpeanarato Bam npuHATb yyacTe B cEMUHaPpE ...
c. NMpeanaraem Bam npuHATb y4acTue B CEMUHApE ...
d. Pagbl npeanoKmTb Bam NpUHATL y4acTMe B CEMUHApeE ...

Bonpoc 40



YKaxuTe, Kakaa M3 3TUKETHbIX 3aK1I0UMTeNbHbIX dpa3 ByaeT yMecTHON B TeKCTe AeN10BOro NMcbma:
Bbibepute oauH oTBeT:
a. Hapgeemcs Ha gantenbHOE NIOLOTBOPHOE COTPYAHMYECTBO
b. OyeHb paabl oKkaszaTb Bam ycayry
c. K coxaneHuto, Mbl NO34HO NONYYUIN BalLe NPeaoKEHMUE U HE CMOT/IN UM BOCMO/1b30BaTbCSA
d. K cyacTblio, Halwm onaceHms 06 OCTaHOBKE NOCTaBOK 060PYyA0BaHMA HE NOATBEPANINCD

Bonpoc 41

OnpeaennTte, CKOMIbKO KOMMNO3ULIMOHHbIX YacTen B CneayoWwem nucbme:

Mpu NpoKNagKe KaHaAM3aLunn 1 yCTPOMCTBE KaHaNM3aUMOHHBIX Ka~Mep No agpecy: ya. [loBXKeHKo,
cTpoeHue 15 Ha Konoaubl 661K yCTa~HOBAEHbI KPbILWKKM, HEe COOTBETCTBYIOLME pasmepy obeyvaek, U,
HECMOT-psA Ha HEOAHOKPATHbIE YCTHbIE U MUCbMEHHbIE 0O6PALLEHUA K HavalbHU—-KY y4acTKa Ne 4 ¢
Npocbbo yCTPaHWUTb AOMYLLEHHbIE OTCTYM/IEHUA OT TEXHUYECKOWN AOKYMEHTALLMK, MEPbI 4,0 CUX NOP He
NPUHATDI.

B cBSI3U C TeMm, YTO NpU Npoe3ae aBTOMALLMH MPOUCXOLUT CABUT U Ne~PeBOpPaYNBaHUE KPbILLEK,
OTKPbITbIE KOMOALLbI CO34at0T YrPO3Y *KMU3HWU NELEXOA0B U MOTYT NPUBECTU K HECYACTHLIM C/Ty4anMm,
Tpebyem NpU—-HATb CPOYHbIE MepPbl MO YCTPAHEHUIO HENOAAO0K.

B NpoTMBHOM c/lyyae Mbl He HecemM OTBETCTBEHHOCTU 3a BO3MOHble NocneACTBUS.
Bbibepute oanH OoTBET:

a. ase

b. Tpu

C. yeTblpe

d. ogHa

Bonpoc 42

Kakue nncbma ABAAKOTCA MHOMOACNEeKTHbIMM:
BbibepuTe 04MH OTBET:

a. MMCbMa, aBTOpPaMM KOTOPbIX ABNAKOTCA HECKOJIbKO INL, KaXXJ0€ U3 KOTOPbIX BbICKa3bliBaAET CBOIO
TOYKY 3peHNA Ha OTpa)-KeHHbIl‘a B MNCbme BOMpPOC

b. Komnnekc nnucem, ABNAKWNXCA PE3YNbTATOM NEPENNCKU AeN10BbIX MapTHEPOB NO O 4HOMY NN
HECKOJ/IbKMM BOMpPOCam

C. MUCbMa, cocToALllNne 13 TpéX nnn LI(-Z‘TI:quéX CMbIC/NI0BbIX YacTen (BCTyI'IJ'IeHVIe, OCHOBHAaA 4acTb,
3aKNo4YeHne, npeaynpexaeHme Nnn 3akntodnTe/ibHble 3STUKETHbIE d)OpMyrlbl)

d. nucbma, noceAlWEeHHblIE HECKOJZIbKMM BOMPOCaM



Bonpoc 43

M3 KaKMX KOMMNO3ULLMOHHbIX yacrei coctout I'IpVIBG,EI,GHHbIVI HWXe TeKCT NnCbMma:

B agMUHUCTpaLMM palioHa B HacTosLLLEe BPeMA UCNO/b3yeTcs Tpu aBTomobunaa 1999 roaa Bbinycka,
KOTOpble HecyT bo/blumne Harpy3Ku U TPeOYIOT 3HAUMTE/IbHbIX 3aTPAT HA TEKYLLNIA PEMOHT, a ABa U3 HUX
HYK—~4at0TCA B KanMTaJlbHOM PEMOHTE, 3aTPaTbl Ha KOTOPbIN CONOCTaBUMbI CO CTOMMOCTbIO HOBOTO
aBTomobuns.

B cBA3M C TeM, YTO Cy*KebHble 06A3aHHOCTM PabOTHMKOB aAMUHUCT-PaLUK CBA3AHbI C MOE34KaMu No
TeppuUTOpPUN paMoHa, ybegmTenbHO NPOCUM BblAENNTb CPEACTBa Ha NpUobpeTeHne ABYX HOBbIX
cnyxebHblx aBTomobunelt "Masenb"” gna Hy»K4 agMUHUCTPALMN.

Bbibepute oanH oTBET:
a. BBegeHune, o6oCHOBaHMWe, 3aKnlo4YeHne
b. BBegeHue, 3aknoueHmne
c. obocHOBaHMe, 3aKlo4eHne

d. BBeaeHune, 060CHOBaHMe, 3aKNK4YeHne, npeaynpexageHume

Bonpoc 44
M3 KaKMX KOMMNO3ULIMOHHbIX YacTel COCTOMT NPUBEAEHHbINA HUMXKE TEKCT MUCbMA:

B cooTBeTcTBMM C pacnopaxeHnem deaepasbHOro ynpasaeHuUa No Ae—aam 0 HeCOCTOATE/IbHOCTH
(6aHkpoTcTBe) OT 19 OKTAGpPA 2004 r. N 75-P Hanpasasiem Bam aKkTbl C KOMNAEKTAMWU AOKYMEHTOB MO
npegnpuaATUAM:

1. BOCTpAKOBCKUI maconepepabaTbiBalOWMN KOMOUHAT;
2. ®abpuKa geTckol urpywkm Ne 3.
BbibepuTe 04MH OTBET:

a. 0bocHOBaHMe, 3aK/oYeHne

b. BBegeHne obocHoBaHMe

C. BBeAeHune, 060CHOBaHWeE, 3aK/04eHNE

d. BBeAEeHWMe, 3aKito4eHne

Bonpoc 45
MpoaonxuTe BbiCKasbiBaHMe: «k KOMMNO3ULMA TEKCTA NUCbMA — 3TO ... »:
Bbibepute oanH OTBET:

ad. NocnenoBaTesibHOCTb 1IOTMYECKN B3aMMOCBA3aHHbIX CMbIC/T10BbIX yacTen, O6'bep,MHeHHbIX €e4ANHCTBOM

TeéMbl



b. BHELWHMe NpU3HAKK, NO3BOAAIOWME BbIAEANTb TEKCT U3 MacCbl MHPOPMALMK, PAa3MELLEHHO B
OOKYMEHTe

C. pacnojioxeHune peKBnU3nToB Ae/10BOro NMCbMa U 3/1eMeHTOB TEKCTA Ha 6naHKe

d. nocnepoBaTeIbHOCTb PACMOIONKEHWNA NMPEAJIONKEHNI B TEKCTE JOKYMEHTA

MpaKkTnyeckoe 3agaHue K teme 2.3

Monb3yack «Hopmamm BpeMeHM Ha paboTbl NO AOKYMEHTALUMOHHOMY 0becrneyeHuio ynpasBaeHYecKmx
CTPYKTYp deaepasibHbiX OPraHOB UCMOIHUTENBHOW BACTUY», yCTaHOBUTE 3PEKTUBHOCTb YHUDMKALUMU
dopm AoKymeHTOB. MNpuBegute npumep.

Tect K Teme 2.3 (2 Kypc)
Bonpoc 1
Kakoit BuA gokymeHTa HE oTHOCUTCS K cucTeme MHGOPMALMOHHO-CNPaBOYHOW AOKYMEHTALMM:
BbibepuTe 04MH OTBET:

a. cnpasKa

b. npeanoxkexue

C. aKT

d. MHCTpYKUMA
Bonpoc 2

Kakoi1 BuA gokymeHTa HE oTHOCUTCA K cucTeme MHGOPMALMOHHO-CNPABOYHOW AOKYMEHTALMM:
BbibepuTe 04MH OTBET:

a. CNUCOK

b. cBoaKa

C. 3aK/Il0YeHne

d. aBTobMorpadusn

Bonpoc 3
Kakown Bug gokymeHTa HE oTHOcKTCA K cucTeme MHPOPMaLLMOHHO-CNPaBOYHOM AOKYMEHTALLNMN:
Bbibepute oanH OTBET:

a. pestome

b. nepeveHb

C. 3aK/1lo4eHune



d. oT3bIB

Bonpoc 4
Kakolt pasHOBMAHOCTN MHPOPMALMOHHO-CNPABOYHOM AoKymeHTauum HE cywectsyeT:
BbibepuTte oguH OTBET:

a. 06BACHUTEIbHAA 3aMNMCKa

b. noknagHas 3anuncka

C. pa3bsACHUTE/IbHAA 3aNnCKa

d. noAcHMTEeNbHaA 3anmncKa

Bonpoc 5
Kakoli BUA, SLOKYMEHTa OTHOCKTCA K cucTeme MHGOPMaLMOHHO-CNPABOYHON AOKYMEHTALMNK:
Bbibepute oanH OTBET:

a. NONOXKEHUA

b. MHCTpYKUUM

C. foroBopbl

d. cny*kebHble nMcbma

Bonpoc 6
Kakum JOKyMeHTOM HeEOH6X04MMO 0GOPMUTL Pe3y/bTaTbl PEBU3NKN OTAENA NPOAAXK OPraHN3aLMK:
Bbibepute oanH OTBET:

a. cnpaBKom

b. MHdOPMaALMOHHBIM MMCbMOM

C. aKTOM

d. cBoaKoM

Bonpoc 7
KakoBo MMHMMaNbHOE KOANYeCTBO INL, NOANUCHIBAIOLLMX AKT:
Bbibepute oanH OTBET:

a. yetbipe

b. Tpu



c. ABa

d. oanH

Bonpoc 8

Kakolt opraH goikeH bbITb cOCTaBUTENIEM aKTa, B KOTOPOM GUKCUPYETCA OTCyTCTBME PaboTHUKA Ha
paboyem mecre:

BbibepuTte ogMH OTBET:
a. Npo¢dCoto3HbIA KOMUTET
b. cneumanbHO co3gaHHaa AUCUMNIMHAPHAA KOMUCCUSA
C. TPYLOBOM KONIEKTUB

d. coBeT yHMBepcUTETa

Bonpoc 9

KTo yTBEpxAaaeT aKT:

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

d. npegcenartesib KOMUCCUn

Bonpoc 10
Kakasa aaTa aBnaeTca A4aTon akTa:
Bbibepute oauH oTBeT:

a. laTa cocTaBneHus

b. pata cobbiTnA

C. AaTa noAnucaHus

d. pata yTBepaeHuA

Bonpoc 11
Kakaf yacTb ABNAETCA U3IMLLHEN B TEKCTE aKTa:

BbibepuTe 0auH OTBET:



a. BBOAHaA
b. pacnopsaauTenbHas
C. OCHOBHaA (KOHCTaTUpYlOLLLas)

d. 3aKkntounTeibHag

Bonpoc 12
Kakoe cogeprkaHue BKIOYaeT OCHOBHAA YacTb TEKCTA aKTa:
Bbibepute oanH oTBET:

a. OCHOBaHMWe A/1A COCTaB/IeHUsA aKTa

b. coctaB Komuccum

C. NoATBepKAeHNe ycTaHoBeHHOro dakTa nam cobbitma

d. npucyTcTBytlowme

Bonpoc 13
Ha Kakom 13 MHGOPMALMOHHO-CNPABOYHbIX JOKYMEHTOB MOXKET 6bITb 0bOpPMEH FpUd YTBEPKAEHUA:
Bbibepute oauH oTBeT:

a. CnpaBkKa

b. cnucok

C. aKT

d. cny*kebHas 3anucKa

Bonpoc 14

Kakoe copep»aHune HE BXoguT B COCTaB OCHOBHOM YacTK aKTa:

Bbibepute oanH OTBET:
a. LOKYMEHTbI, Ha OCHOBaHMM KOTOPbIX PUKCUPOBAIUCD YCTAaHOBAEHHbIE GaKTbl
b. uenn, 3agaun, CyLLHOCTb, XapaKTep, MeTOAbl, CPOKM, Pe3yNbTaTbl NPOAENAHHON PaboTbl
C. NOATBEPKAEHME YCTAaHOBNEHHOIO paKTa UM cobbiTuA

d. npeanoxkeHunn, pekomeHaaumm, cnocobbl U CPOKM YCTPAHEHUA BCKPbITbIX MPU NPOBEPKe
HeOoCTaTKoB

Bonpoc 15



KaKoe BblcKa3biBaHue asnsetca HEBEPHbIM:
Bbibepute oauH oTBeT:

a. Moanucu Y1eHoB KOMMCCUKM PaCcnoNaraloTCcA B TOM »Ke NoC/eA0BaTe/IbHOCTM, KaK 1 BO BBOAHOM
4yacTu, C YKa3aHMeM A0/KHOCTH

b. AKT cuntaetca NPUHATbLIM NOCNe ero noanmncaHnAa scemun 4iaeHamm KOMMCCn Nan scemun 1nMUamm,

Yy4aCTBOBaBLWMMU B €ro COCTaBN1EHUN
C. AKT noAnNucbIBatoT BCe YJ1eHbl KOMUCCUU

d. Imuo, nmetoLee 3ameyvaHmsa No COAEPNKAHMIO aKTa, HE UMEET NPaBa He NOANUCHIBATb LOKYMEHT,
OHO M3naraeT cBoe 0coboe mHeHne MH60o Ha 06OPOTHOM CTOPOHE NOCNeAHEro IMCTa akTa, IMbo Ha
OTZe/IbHOM InCTe

Bonpoc 16
Kakoe BbicKka3sbiBaHue aBasetca HEBEPHbIM:
Bbibepute oauH oTBeT:

a. Bce nnua, YNOMAHYTbIE B aKTe, 0CObeHHOo TE, K pa60Te KOTOpPbIX BbICKa3aHbl 3amMe4aHuA, 0,0/1KHbl
6bITb 03HAKOM/IEHbI C €70 cogepxaHunem noa pacnncky

b. Mocne yTBepKAeHUA peKomeHAaTeIbHasA YacTb akTa NpUobpeTaeT pacnopaaUTENbHYIO CUY U
ob6s3aTesibHa K UCMOSTHEHUIO

¢. Bce nuctobl akTa, Kpome nepBoro n nocnegHero, n I'IpMﬂO)KEHVIﬁ K HEMY Ha O60p0THOI71 CTOpOHe
3aBepArT nognncamum npeacenaresia u Yi1eHos KOMUCCnn

d. AKT cunTaercs NMPUHATBIM NOCNe ero nognmncaHnAa npegcenarenem Kommccnn

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

a. BHELWHAA AOKNaAHAA 3aNnCKa

b. BHYTpeHHAs AOKNaAHas 3anncKa

C. Cny*KebHan 3anucKa

d. 06bACHUTENbHAnA 3anNUCKa

Bonpoc 18
KaKoli BMA 3anUCKK 06a3aTeIbHO perncTpupyeTca:
Bbibepute oanH OTBET:

d. BHeWHAA AOKNaAHaA 3annCKa



b. 06bACHUTENbHAA 3aNMCKa
C. BHYTPEHHSAA AOKNaAHasA 3anncKa

d. cnyxebHas 3anuncKa

Bonpoc 19
Ha KaKue pasHOBUAHOCTM AeNATCA AOKNAAHbIE 3aMMCKM MO XapaKTepy CoAepKaHnsa U HasHaYeHun:
BbibepuTte ogMH OTBET:

a. UHMLMATUBHbIE, UHPOPMALMOHHbIE U OTYETHbIE

b. BHYTpeHHWE M BHELIHWE

c. oduuManbHble U NYHbIE

d. Pa3bACHUTENbHbIE N ONpaBAaTe/ibHble

Bonpoc 20
Kakasa pata ABnAeTca faTo [OKNAAHOW 3annCKu:
BbibepuTe oamH oTBeET:

a. AaTa CoCTaBNEHMA

b. pata perncrpaumm

C. AaTa nognucaHua

d. pata yTBepKAaeHuA

Bonpoc 21

Kakoi Pa3HOBUAHOCTU AOKNAAHbIX 3aMMUCOK COOTBETCTBYET C/eAyrolaa XapaKTEPUCTUKA: «3TN
AOKNnagHble 3aNUCKN COCTaBNAKTCA C LENbIO I'I06y,EI,MTb ajpecaTta NPUHATL onpeaeneHHoOe peweHune,
NO3TOMY B TEKCTE HE TOJ/IbKO U3/1aratoTCA Kakne-t1o d)aKTbI, HO K coaepKaTCA KOHKPETHbIE NPeanoXeHUA,
pekomeHaaunmn nam BbiBo4bi».

BbibepuTe 04MH OTBET:
a. OTYeTHble
b. noAcHMTeNbHbIE
C. UHUUMATMBHbIE

d. vHpopmaumoHHan

Bonpoc 22



KaKkoli pasHOBMAHOCTM AOKA3AHbIX 3aMMCOK COOTBETCTBYET C/IeAYIOLLAN XapaKTepPUCTMKa: «ITn
OOKNAAHble 3aMUCKN COCTABAAIOTCA PEryAAPHO U coaepKaT MHPOPMALIMIO O AETaNAX AN METOAAX
BbINONHEHWUA PaboTbI».

BbibepuTte ogMH OTBET:
a. UHMLMATMBHbIE
b. "HGOpMaUMOHHanA
C. OTYETHbIE

d. noAcHUTeNbHbIE

Bonpoc 23

KaKkoli pasHOBUAHOCTU AOKNAA4HbIX 3aNMCOK COOTBETCTBYET C/IeAYHOLANA XapaKTepUCTHKa: «ITH
LOKNaAHblIEe 3aNUCKM MHOOPMUPYIOT O 3aBepLueHMM paboTbl, ee 3Tana, BbINOJHEHWUWN YKa3aHWi,
pPacnopaKeHUi 1 T.N.».

BbibepuTe 04MH OTBET:
a. HPopMaumoHHas
b. noAcHUTeNbHbIE
C. UHUUMATMBHbIE

d. oTyeTHbIE

Bonpoc 24
KaKoli OKYMEHT NOANMCHIBAETCA PYKOBOAUTENEM CTPYKTYPHOTO NoapasaeneHus:
Bbibepute oanH OTBET:

a. cnpaBKa

b. npukas

C. aKT

d. cnykebHan 3anucka

Bonpoc 25
KakadA pa3HOBMAHOCTb 3aMUCOK HE COAEPKUT BbIBOAOB U NPESONKEHWNIA:
Bbibepute oanH OTBET:

a. MHWUMATMBHAA AOKNaAHAA 3aMMCKa

b. cnykebHas 3anucka



C. IN4HaA 3aMnCKa

d. obbACHUTEeNbHAaA 3anmMCKa

Bonpoc 26
Ha KaKkue pasHOBUAHOCTM NoApa3aenatoTcs 06bACHUTENbHbIE 3aMUCKM MO COAEPMKAHUIO:
BbibepuTte ogMH OTBET:

a. PyKonucHble/MaLMHOMMUCHbIE

b. BHyTpeHHWe/BHeWHKE

C. UHUUMATUBHbIE/ MHPOPMALMOHHbIE/ OTYETHbIE

d. 3aNNCKM — NPUNOIKEHNA K OCHOBHOMY AOKYMEHTY, A0NO/HAOWME U NOACHAOLWME ero/ 3anmncku,
cocTaB/isieMble paboTHMKaMK AN 06 bACHEHMA UX MOCTYMKOB UK CNOMKUBLLENCA CUTYaUmUn

Bonpoc 27

B Kakom AOKYMEHTE B KOHLLE TEKCTA YKa3blBAa€TCA KO/IMYECTBO COCTAB/IEHHDBIX 3K3EMNNAPOB N UX
MECTOHaxoXgeHune.

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

d. cBoAKa

Bonpoc 28

KaKomy BNAY OOKYMEHTA COOTBETCTBYET C}'IELI,VK)LLI,MVI TEKCT:

23.09.20013 B 9.00 Ha 3aHATMAX MO AOKYMEHTALMOHHOMY obecneyeHuto ynpasaeHusa NpucyTcTBoBano 2
CTYAEeHTa U3 cocTaBa rpynnbl 25 YenoBekK, B pe3y/ibTaTe Yero 3aHATUA NPULLIOCh OTMEHUTD.

JoueHT Kadeapbl 4OKYMEHTOBEAEHUSA
25.09.2013
Mognucek

n.B. Lenenb



BbibepuTte ogMH OTBET:
a. flOKNafAHaA 3anmncka
b. noscHuTenbHas 3anuncka
€. 06bACHMTENbHAA 3aMMCKa
d. cnyxebHas 3anucka
Bonpoc 29

Kakomy Buay nHbopmMaLmMOHHO-CNPaBoOYHON AOKYMEHTAaLLMM COOTBETCTBYET C/eAylollee onpeaeneHue:
«3T0 hopMma BHYTPEHHEW Ae/10BOI NEePErnnCcKU Mexay noapasaeieHUAMM opraHmu3aLmm nuam
AO/MKHOCTHLIMM INLLAMU, HE HAaX0AALMMMUCA B MPAMOM MOAYNHEHUMNY.

Bbibepute oanH oTBET:
a. oT3bIB
b. akT
c. cnyxebHana 3anucka

d. noknagHan 3anucka

Bonpoc 30

Kakomy Buay nHGOpPMaLMOHHO-CNPaBOYHOW AOKYMEHTALLMM COOTBETCTBYET C/IeAyloLLee onpeaeneHue:
«ITO AOKYMEHT, CoAep KalLLMii ONMCcaHMe U NOATBEPKAEHUE TEX UM MHBIX GaKTOB, COBLITUIA UK
AB/IEHMI, @ TaKXKe Y40CTOBEPSOWMIA KaKo-1Mb0 topuandeckmii GakT».

BbibepuTe 04MH OTBET:
a. 06bACHUTENIbHAA 3aNucKa
b. cnpaBka
C. CBOAKa

d. aKT

Bonpoc 31

Kakomy Buay nHGopMaLMOHHO-CNPaBOYHON AOKYMEHTALLMM COOTBETCTBYET CeAYIOLLEE OnNpeaeneHue:
«ITO AOKYMEHT, COCTaBAEHHbIW 418 NOATBEPKAEHUA YCTAHOBAEHHbIX GAKTOB, COBbLITUN, AEACTBUIA».

Bbibepute oanH OTBET:
a. aKT
b. cnpaBkKa
C. MMCbMO-NOATBEPHKAEHME

d. npoTtoKon



Bonpoc 32

Kakomy Bngy nHdopmaLuMOHHO-CNPAaBOYHON AOKYMEHTaLMM COOTBETCTBYET C/ieAytoLLee onpeaeneHme:
«3TO AOKYMEHT, COAEPIKALLUIN NepevncieHme uL, NpeameToB, 06 EKTOB B onpeseieHHOM NopPAAKE,
COCTaBNEHHbIN B LeNAX MHGOPMUPOBAHUA AN PETUCTPALUMY.

Bbibepute oauH oTBeT:
a. cBOAKa

b. nepeyeHb

C. CnpaBKa

d. cnncok

Bonpoc 33

Kakomy Buay MHGOpMauMoHHO-CNPaBOYHOMN JOKYMEHTALMM COOTBETCTBYET C/eAyiollee onpeaeeHme:
«ITO AOKYMEHT, CoAeprKalnii MHEHWE, BbIBOAbI OPraHM3aL M, KOMUCCUKN UK cneLmanmcTa no
KaKoMy-M60 AOKYMEHTY MW BONPOCY».

Bbibepute oauH oTBeT:
a. floKNafHanA 3anmncka
b. cBoaKa
C. 3aK/t0YeHne
d. oT3bIB

Bonpoc 34

Kakomy Buay nHGOpPMaLMOHHO-CNPaBOYHOW AOKYMEHTALLMM COOTBETCTBYET C/IeAyloLLee onpeaeneHue:
«ITO AOKYMEHT, COAEPKALLMIA MHEHWME OPraHU3aLMN UM CNELMannCTa No NoBoay Kakoi-ambo paboTsl,
NOCTYNUBLLIEN HA PAaCCMOTPEHME Y.

Bbibepute oauH oTBeT:
a. lIoKNaHanA 3anmncka
b. cBoaKa
C. OT3bIB
d. 3akntoueHue
Bonpoc 35
Kakomy Bnay MHpopmaLMOHHO-CNPaBOYHON AOKYMEHTALUM COOTBETCTBYET CeAYIOLLMA TEKCT:

depepanbHoe ynpasaeHue no geaam o HECOCTOATENIbHOCTM (6AHKPOTCTBE) HA OCHOBAH MM
npeacTaBieHHbIX TyrypabIKCKUM LLeMeHTHbIM 3aBog0M (OpeHbyprckas 0b6nactb, noc. Tyrypabik, yi.
LeHTpanbHasn, A.1) LOKYMeHTOB Byxrantepckon oT4eTHOCTU Mo cocTosAHUIo Ha 30.04.2013:

- byxrantepckuit 6anaHc (popma 1);

- oT4eT 0 NpubbiNAx M ybbiTKax (popma 2)



1 NpoBeaeHHOro aHaansa GMHaHCOBOro COCTOAHUA NPeANPUATUA, YCTAHOBWIO, YTO AaHHOe
npeanpuATMe ABNAETCA HEMIAaTeXEeCnoCOBHbIM U UMEIOLLIMM HeY/10BNEeTBOPUTENLHYIO CTPYKTYPY
H6anaHca (NnpeanpuUATUEM-A0NKHUKOM).

OcHoBaHue:
K03 PULMEHT TERYLLEN MMKBUAHOCTU NO BanaHcy npeanpuatua =18%;

Ko3pdunumMeHT obecneyeHHOCTM COBCTBEHHBIMN 0OOPOTHLIMM CPeACcTBaMM NO BanaHcy NpeanpuaTUs =
8%;

K03dPULMeHT BoccTaHoBAEHMSA No BanaHcy npegnpuatia =10%.

Pykosoautenb CrenaHoB nAd.
CrenaHos

Bbibepute oanH oTBET:
a. oT3bIB
b. cnpaBka
C. CBOAKa

d. 3aK/0ueHne

Tema 2.4

MpaKtnueckoe 3agaHue 8 (2 Kypc)

1. Bbl xotuTe YCTPOUTbCA AenonponssoguTtenem. CocrasbTe gna cebs pe3stome.

Tect K Teme 2.4 (2 Kypc)

Bonpoc 1

M3 nepeuyncineHHbIX HUXKE BUAOB AOKYMEHTOB BbibepuTe HOPMATUBHbIM NPABOBOW aKT, ABAAIOWMICA
OCHOBHbIM B Pery/iMpoBaHMmM TPYAOBbIX NPaBOOTHOLWEHMI paboTogaTtens (rocyapcTBeHHOM
opraHusaunm, cobcTBEHHMKa NPeanpPUATMA) U paboTHMKA:

BbibepuTe 0aMH OTBET:
a. Anbbom Gopm NepBUYHON YHETHON AOKYMEHTALLMM MO TPYA0BbIM OTHOLLEHUAM
b. Tpyaosoi gorosop
c. TpyaoBoit Kogekc PP

d. TpyaoBoe cornaweHune



Bonpoc 2

Kaknm SOKyMEHTOM [,01KHbl PYKOBOACTBOBATLCA AEN0NPON3BOAUTENMN NPU JOKYMEHTUPOBAHUM
3TanoB TPYAOBOro LMKAA — OT NpMema Ha paboTy HOBOro COTPYAHUKA A0 €ro yBONbHEHUA:

BbibepuTte ogMH OTBET:
a. Obwepoccuiickuii kKnaccuduKaTop ynpassieHYE€CKoOM AOKYMEHTaLMN

b. TOCT PTOCT P 7.0.97-2016 «YHUdUUMPOBaAHHAA CUCTEMA OPraHM3aLMOHHO-PACNOPAANTEIbHOM
OOKyMeHTaumun. TpeboBaHUA K 0pOPMAEHUNIO OKYMEHTOBY

c. Anbbom yHUUUMpPOBaAHHbIX GOPM NEPBUYHOM YUETHON AOKYMEHTALMM NO yYeTy TPYAa U ero
onnartsbl, yTBepxaeHHbIM [MocTaHoBNeHMemM [ockomcTaTa Poccum

d. FlocyapcTBeHHasA cucTemMa AOKYMEHTALMOHHOro obecneyeHus ynpasaeHus. OCHOBHbIE MNOOXKEHMS.
O6wme TpeboBaHMA K LOKYMEHTaM U CyKOam [,0Ky-MeHTaLMOHHOro obecneyeHuns

Bonpoc 3

Kakoi1 cucteme AOKYMEHTALMM COOTBETCTBYET C/IeAYHOLLAA XapaKTePUCTUKA: «ITO COBOKYMHOCTb
B3aMMOCBA3aHHbIX OKYMEHTOB, B KOTOPbIX 3apUKCMPOBAHbI 3Tanbl TPYLOBOW AeATE/NbHOCTU PAabOTHUKA,
pacyeToB Mo onaaTe Tpyaar.

Bbibepute oanH OTBET:
a. NepBUYHAA y4yeTHas Byxrantepckan 4OKyMeHTaLMA
b. LOKyMeHTauMA Mo IMYHOMY COCTaBy
C. OpraHM3aunoHHO-NPaBOBaA AOKYMeHTaLMA
d. pacnopsantenbHasa gOKYMeHTaLMA
Bonpoc 4
Kakne PpyHKLMN He CBOMCTBEHHbI NEPBUYHON YYETHON AOKYMEHTALMMN MO IMYHOMY COCTaBY:
Bbibepute oanH OTBET:
a. YYeT UCMONIHEHHbIX U HEUCMO/IHEHHbIX AOKYMEHTOB
b. yueT pacyeTos c nepcoHaioM no onnaTe Tpyaa
C. y4eT Kagpos
d. yyeT ncnonbsoBaHuA paboyero BpemeHu

Bonpoc 5

B KaKux opraHumsaumax moxket HE BecTucb KaapoBas AOKyMeHTauma:
BbibepuTe 0auH OTBET:

d. B aKUMOHEPHbIX O6Ll.l,eCTBaX



b.B HeKoOMmepYyeCKMNX opraHmn3saumax
C. B Ka3eHHbIX roCyapCTBEHHbIX y4pexXXaeHUAX

d. KagpoBas AOKYMeHTALLMA BELAETCA BO BCEX OPraHM3aLMAX HE3ABUCUMO OT UX
OpraHn3aunMoHHO-NpPaBoBoi Gopmbl

Bonpoc 6

Kakoi ookymeHT aBnsieTcAa 06asaTenbHbIM NPU LOKYMEHTUPOBAHUN TPYAO0BLIX OTHOLWEHUI MeXAY
paboTHMKOM M paboTogatenem:

BbibepuTe ogMH OTBET:
a. pexkum Tpyaa
b. LONKHOCTHAA MHCTPYKLMA
C. KO/IEKTUBHbIN A0roBOp
d. TpynoBas KHUXKKa
Bonpoc 7
Ha KaKkoi MaKCMMasibHbIN CPOK MOXKET ObITb 3aK/H0MEH CPOYHbIN TPYL0BOMN 40OrOBOP:
Bbibepute oanH OTBET:
a. He bonee Tpex net
b. He 6onee roga
c. He bonee pecatu net
d. He 6onee naTu net
Bonpoc 8
KaKkoli fOKyMeHT TpebyeT BMU3bl 03HAKOMIEHUA PAaBOTHMKA C LOKYMEHTOM:
Bbibepute oanH OTBET:
a. KOMaHAMPOBOYHOE YA,0CTOBEPEHNE
b. yueTHas nMYHaA KapTouKa
C. NPUKa3 o npueme Ha paboty
d. TpynoBon gorosop
Bonpoc 9
Ha Kakux paboTHunkoB HE 3aBogmMTCA iMYHAn KapTouKa:
Bbibepute oanH OTBET:
a. 3aBOAMUTCA Ha BCex PaboTHMKOB NpeanpuaTna 6es NCKAoYEeHUS
b. Ha pabOTHWMKOB, NPUHATbIX Ha PAabOTYy MO COBMECTUTENLCTBY

C. Ha pabOTHMKOB, NPUHATBLIX Ha BPpEMeHHyto paboTy



d. Ha paboOTHMKOB, NPUHATbIX HA MOCTOAHHYIO paboTy
Bonpoc 10

KaKoi JOKYMEHT COCTaBAsETCA B ABYX IK3eMNAApax:
Bbibepute oauH oTBeT:

a. YY4ETHaA INYHAA KapTOYKa

b. npukas 06 yBosibHEHUM

C. TPYLOBAA KHMKKA

d. Tpyaosoi gorosop
Bonpoc 11

KTo odopmnseT yuyeTHble INYHbIE KAPTOUKMU:
Bbibepute oanH OTBET:

a. paboTHMK

b. pykoBoauTenb CTPYKTYpHOro noapasaeneHus

C. 3aMeCTUTE/Ib PYKOBOAUTENA OPraHn3aumm

d. paboTHMK No Kagpam
Bonpoc 12

KaKkoi LLOKyMeHT SiBNSIeTCA OCHOBHbIM JOKYMEHTOM O TPYA0BOW 4,eATe/IbHOCTU U O TPYA0BOM CTaxKe
paboTHuMKa:

Bbibepute oanH OTBET:

a. yYeTHaA IMYHaA KapTo4Ka

b. neHcMoHHOe yaocToBepeHue

C. CTpPaxoBOe CBMAETE/bCTBO FOCYAaPCTBEHHOIO NEHCMOHHOIO CTPAaxOBaHMA

d. Tpyn0Bas KHUXKKa
Bonpoc 13

CKONbKO TPYL0BbIX KHUXKEK MOXKET UMETb PabOTHWUK COrNacHO TPYAOBOMY 3aKOHOAATE/IbCTBY:
Bbibepute oanH OTBET:

a. KO/IMYECTBO TPYAOBbIX KHUMKEK ONpeaenseTcs KoMYecTBOM OpraHM3aLmii, B KOTOPbIX Ha AaHHbIN
MOMEHT opopm/ieH paboTHUK

b. He 6onee aByx
C. He bonee nNATU
d. ogny

Bonpoc 14



KaKkue BUAbl ANCLMMNIMHAPHbIX B3bICKAHMI BMUCLIBAOTCA B TPYAOBYIO KHUMKKY:
Bbibepute oauH oTBeT:
a. YBO/IbHEHUe
b. Bce BMAbI ANCUMNNMHAPHDIX B3bICKAHWIA BMUCHIBAOTCA B TPYAOBYH KHUMKKY
C. CTPOruii BbIrOBOP
d. B3bICKaHMA B TPYA0BYO KHUXKKY HE 3aNMCbIBAlOTCA
Bonpoc 15
B KaKom c/lyyae BO3MOXKEH Npmem Ha paboTy 6e3 Tpya0BOM KHUKKMK:
Bbibepute oanH oTBET:

a. Npy npueme Ha paboTy nL, AOCTUILLUNX COBEPLUEHHONETUA, HO ABAAIOLLMXCA CTYAEHTAMMU U
yyawmmmcs

b. npu npueme Ha paboTy nuL, 6e3 onpeseneHHOro MecTa KUTeNbCTBa

. 6e3 TpyA0BOIN KHUXKKM NpUeM Ha paboTy He AonycKaeTca

d. npu npneme Ha paboTy NnL, HE AOCTUTLLINX COBEPLIEHHOETUA
Bonpoc 16

KaKkoil LOKYMEHT He BXOAUT B KOMMJIEKT AOKYMEHTOB O KOMaHAMPOBAaHMUM C KOA0BbIM 0603HaYeHem
dopmbl T:

BbibepuTe 04MH OTBET:

a. Np1Ka3s (pacnopakeHue) o HanpaBJeHUN OTAENbHOTO PaboTHMKA UM TPyNNbl PabOTHUKOB B
KOMaHZAMPOBKY

b. KoOmaHAMPOBOYHOE yaOCTOBEPEHUE PAaBOTHMKA
C. Cny*kebHoe 3afiaHne C OTYETOM O €ro BbINOSHEHUM
d. aBaHcoBbIl OoTYET
Bonpoc 17
Kakoi [OoKyMeHT ABNAeTCA U3IMWHUM Npy 0bOpMAEHUM OTMYCKa:
Bbibepute oanH OTBET:
a. 3aMnuncKa-pacyeT 0 NpeaoCcTaBAEHNN OTNYCKA PaBOTHUKY
b. Tpyaosoit gorosop
C. NPUKa3 (pacnopsaxeHne) o NpesoCTaBAEHMUM OTNYCKa
d. rpadmk oTnyckos
Bonpoc 18

Kakol OOKYMEHT HeNb3A OTHECTU K IMYHbIM AOKYMEHTaM:



BbibepuTte ogMH OTBET:
a. asTobuorpadms
b. pestome
C. XapaKTepuUCTmKa
d. "nYHas KapTo4ykKa
Bonpoc 19

Kakomy AOKYMEHTY MO IMMHOMY COCTaBYy COOTBETCTBYET OTparkeHune Cneayolas XxapakTepucTmKa:
«TeKCT 3TOro AOKYMEHTa COCTOUT M3 ABYX YacTei: BBOAHOW, rAe yKasbiBaoTcA GaMnams, MMs, 0TYeCTBo,
rod, posKaeHus, obpasoBaHune, AO/KHOCTb, CTPYKTYPHOE noapasaenieHne, cTax paboTbl Ha
npeanpPUATUMN; OCHOBHOWM YacTK, rAe YKa3blBaloTCA Ae/10Bble KayecTsa, OTHOLWEHKe K paborTe,
npodeccrnoHanbHbIN POCT, HasMumMe Harpag, NooLLPEHUIA, OTHOLLEHWNA C COTPYAHUKAMUY.

Bbibepute oanH oTBET:
a. XapaKTepucTuKa
b. cnpaBKa c mecTa paboTbl
C. NpeAcTaBieHMe Ha NooLLpeHne
d. aBTobumorpadus
Bonpoc 20

Kakomy BUAY AOKYMEHTa COOTBETCTBYET C/IeAYH0LLan XapakTepucTuka: «3T1o odpumumanbHoe obpalleHme
MUA (UK HECKO/IbKUX /L) B YUPEXAEHUE UMW K SOKHOCTHOMY /INLY
KOHCTaTMpPYHOLLEe-X0A4aTalnCTBYIOLLEro XapaKTepa B Le/IAX peannsaunm ero (Mx) npasa Uam 3akOHHOro
NHTepecay.

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

Bonpoc 21

Kakas s3blkoBan ¢popmyna ymecTHa B 3aABJAEHUU:
BbibepuTe 04MH OTBET:

a. «npowy Bawero cornacua Ha...»

b. «Becbma ybeautenbHo Bac npoluy»

C. «B Moel npocbbe NpoLly He 0TKas3aTb...»

d. «3apaHee npusHaTeneH»



Bonpoc 22

Ha Kakom BuAe ANYHbIX LOKYMEHTOB 0pOpMsSeTcs agpecar:
Bbibepute oauH oTBeT:

a. pestome

b. noBepeHHOCTL

C. 3aAB/IeHME

d. xapakTtepucTuka

Bonpoc 23

Kakomy AOKYMEHTY COOTBETCTBYET C/IeAYHOLLAA XapaKTEPUCTUKA: «ITO MMCbMEHHOE MOJIHOMOYME,
BblAaBaeMoe OAHUM NNLOM (yuYpekaeHnem) gpyromy Auuy Ana npeactaButeNbCcTea nepes TpeTbMm

NINLOM.,
BbibepuTe 04MH OTBET:
a. cnpasKa
b. 3asBneHne
C. pacnucka
d. poBepeHHOCTb

Bonpoc 24

Kakoi AOOKYMEHT ABNAETCA JOKYMEHTOM MO IMYHOMY COCTaBy, coaep*awnm OonncaHne XapakTepHbIX U
OT/IMHUTEJIbHBIX HEPT U Ka4eCTB pa6OTHMKa n 0Tpa>+<a}ou.|,m‘/'1 MHEeHWEe aAMUHUCTPAUNN O HEM!

BbibepuTe 04MH OTBET:
a. buorpadus

b. oT3bIB

C. peueHsusa

d. xapaKTepuctuka

Bonpoc 25

Kakoi MaKcmanbHbI CPOK AeNCTBMA MOXKET BbITb YKa3aH B OBEPEHHOCTHU:
BbibepuTe 0auH OTBET:

a. He bonee ropga



b. He 6onee ayx net
Cc. He bonee Tpex net
d. He 6onee nATK net

Bonpoc 26

B TeuyeHMe KaKoro cpoka f0BEPEHHOCTb COXPaHAET CUY CO AHA BblAauu, eC/M CPOK ee AeNCTBUA B
CaMoW 40BEPEHHOCTM HEe YKa3aH:

BbibepuTte ogMH OTBET:
a. B TeYeHue nosyroga
b. B TeueHue Tpex net
C. BTeYeHMe O4HOro roaa
d. Takan goBepeHHOCTb ABAeTcA beccpoyHom

Bonpoc 27

Kakas noBepeHHOCTb TpebyeT HOTapMaNbHOro YA40CTOBEPEHUA:
Bbibepute oanH OTBET:

a. Ha nosiyyeHue 3apaboTHOM NAaThl

b. Ha NnonyyeHue BKnaga B 6baHke

C. Ha pacnopaxeHne UMyLLLECTBOM

d. Ha nony4YeHne AeHeXKHOM 1 NOCLINOYHOM KoppecnoHAeHUNN

Bonpoc 28

B KakoM c/lyyae yypexkaeHue MMeeT NpasBo YA0CTOBEPATb 0BEPEHHOCTb Ha NOlyYeHMe JeHEeKHOro
BKNaga B baHKe:

BbibepuTe 04MH OTBET:

a. ec/in aoseputenb HaxoanuTcA Ha CTaUMOHAPHOM U3NEYEHUN, HO ABNAETCA pa6OTHMKOM AaHHOTOo
yypexaeHua, n imyo, KOTOpomMmy OH A0BEPAET, TaKXKe ABNAETCA pa60THMKOM AOaHHOro yypexageHua

b. ecnn AOoBepUTENb HE ABNAETCA pa6OTHMKOM AAHHOro yypexaeHua, a ainuo, KOToOpomMmy OH oBepAeT,
ABNAETCA paﬁoTHMKaMM AaHHOTO yvypexaeHuna

C. eC/In A0BepUTE/Ib U INLLO, KOTOPOMY OH A0BepAeT, ABAAKTCA rpaKgaHamn Poccumn, xota u He
ABNAKOTCA pa6OTHMKaMM AaHHOTO0 y4ypexageHuna

d. ecnn AoBepuTenb ABNAETCA pa6OTHMKOM AaHHOTO0 y4ypexXaeHuAa, a 1IMuo, KOTOpomy OH A0BEPAET, HE
ABNAeTCA pa6OTHVIKOM AaHHOro yvypexaeHua



Bonpoc 29

Kakoe Bpems (B 4acax) OTBOAUTCA HA NMOATOTOBKY MOJIOMKEHUA O CTPYKTYPHOM NoApasaeneHnumn?
a)12,3

6) 20

8) 20,7

r) 150

Bonpoc 30

HasoBute HOpMaTUBHbI COCTaB AENCTBUIN MO NOAFOTOBKE UHCTPYKLMM NO AOKYMEHTALMOHHOMY
06CNYKMBAHUIO (A€10NPOM3BOACTBY).

a) nsyyeHne HOPMaTUBHO-METOAMYECKON M NPABOBOMN IMTEPaATYpPbl U WTaToB deaepanbHOro opraHa,
bYHKLMIA M 33434 NoApasaeneHnin, 3aHATbIX OKYMEHTaLMOHHbIM obecneyeHnem ynpasaeHus,
NoAroTOBKa MHCTPYKL MU, KOPPEKTUPOBKA, NeYyaTaHWe, YTBEPKAEHUE, PAa3MHOXKEHME;

6) N3y4eHne NPaKTUKn paGOTbI KOonnernaabHOro opraHa, TeXHON0rMn NnoArotoBkM matepmnanos 414 ero
d)YHKLI,VIOHVIDOBaHMFl; noAroToBKa NPOEKTa pernameHTa, CornacoBaHme CO CTPYKTYPHbIMU
nogpasaeneHnamu; nevyaTtaHune, yrsepxgeHne, pasMmHOXeHne, paccbl/ika,;

B) cbop Tabenei yHUPUUMpPOBaHHbIX GOPM AOKYMEHTOB CTPYKTYPHbIX NoApasaeneHnin degepanbHbix
OpraHoOB UCMOJIHUTENIbHOW BIACTW, aHAIM3 BbIABNEHHOMO KOMMAEKCA YNPaBAeHUYECKUX JOKYMEHTOB;
onpeaeneHune LenecoobpasHOCTU CO34aHMA U NPUMEHEHUA KOHKPETHbIX LLOKYMEHTOB. BblABAEHWE
cocTaBa HeYHUOULMPOBAHHbIX GOPM LOKYMEHTOB, UCKNIOUYEHME AY6AMPYEMbIX LOKYMEHTOB U
HENPaBOMEPHO UCMOAb3yeMbIX GOPM AOKYMEHTOB, FPYNNMPOBKa GOPM AOKYMEHTOB N0 GYHKUMAM U
ynpaBaeHYeCcKMM 334a4am, NOAroTOBKa, COMIAacCOBaHUE M YTBEPXKAEHUE eaAnHOro Tabens
YHUPULMPOBAHHBIX GOPM;

I') N3y4yeHne HOPMaATUBHbIX MPaBOBbIX aKTOB METOANYECKUX OOKYMEHTOB, NOArOTOBKA MHCTPYKUUNN,
cornacosaHue, KOPpPEKTUPOBKa, NevyaTaHne, pasamHOXXeHUe.

IIpakTuyeckoe 3axanue Kk Teme 2.4

3anonHuTe KapTy CaMOOLEHKM 340poBoro obpasa xu3Hu (30XK) (cm. Tabamuy) cybbekToB
ynpaB/ieHYeCKOro npouecca 1 cAenanTte BbiBoAbl 0 CBOeM 06pase KU3HM KaK CoCTaBAAoLLLEN
YyesI0BeYeCKOro KanuTana. Kakve pekomeHaaunm Bbl ganu 6bl cebe Ana NOBbILWEHUA CBOErO
YyesI0BEeYECKOro KanuTana B naaHe 340poBba? Kakux gencTBuii Bbl XK aeTe oT cBoero byayuiero
paboTogaTenn ¢ TOYKM 3pEHUA COXPAHEHUA M BOCMPOU3BOACTBA 34000BbA PaBOTHUKOB cNyK6bI JOY?

B KaKom A0OKyMeHTe cienyeT 3aKpenuTb TpeboBaHUA K coba0AeHUI0 340p0BOro 06pasa KU3HK
paboTHMKOB OpraHmn3aLmmn (C TOUKM 3peHns paboTHMKOB 1 paboTogaTtens)?

NeNe | Cocrasnsiowme (30X) yenoseka n | OueHKa 30K B 6bannax | O6wwuit CpeaHnit
Nno3nuMM NO KaxkAoM CoCTaBAAOLLEN 6ann 6ann
n/n 4 | 3| 2 1|0
1. CobnoaeHne NMYHOM rMrneHbl
1.1. MrveHbl Tena
1.2. nrneHsl ogexabl




Cocrasnawuime (30X) uenoseka u
No3MLMM MO KaXKa0M cocTaBaaoLedn

OueHkKa 30K B bannax

O6wmn
6ann

CpeaHuit
6ann

n/n 4 3 2 1 0
1.3. vrnenbl noctenu
1.4. MrmeHbl XXuamwa
1.5. 'MrneHa ceoero paboyero mecra
2. PaumoHanbHoe nuTaHue
2.1. banaHc B nuweBomM paLmnoHe
6e/1KoB, *KMPOB U YI1eBOL0B
2.2. Hannuune B nnwe BUTaMUHOB
2.3. Hanunune B nuLLe MUHepPanbHbIX
BeLecTs
2.4, MpuposocoobpasHblin ans
MHAMBUAA 06bEM MUK
2.5. MpuposocoobpasHbiin ans
WHAVBMAA COCTAB NMULLY
2.6 MpupoaocoobpasHbii gns
WHOVBUAA PEXUM NMUTAHNA
2.7. MNpeobnagaHue B NULLEBOM pPaLMOHe
HaTypasibHbIX («KUBbIX») NPOAYKTOB
3. OBuxeHue
3.1 EXXegHeBHOE BbIMOJIHEHME YTPEHHEMN
3apAaKK
3.2. BbinonHeHne cneunanbHom
rTMMHACTUKM B TeYeHne AHA
3.3. 3aHATME KaKMM-1Mbo BMAOM crnopTa
0NA 30,0p0OBbA
3.4. OpraHu3sauma cBonx o0bbIYHbIX
OBUKEHUN C y4eTOM TpeboBaHMI
dU3nNYECKOM KynbTypbl
4. 3akanuBaHue
4.1. BbinonHeHme cneunanbHbIX
3aKa/MBatoWwmx npouenyp
4.2, 0O611BaHMe XON04HOM BOAOWN
4.3. PerynapHblie Nporynku Ha cBexKem

BO3ayXxe




N OKpPYKaloWwmin munp

NeNe | Cocrasnstwowme (30XK) yenoseka u | OueHKka 30X B bannax | O6wmi CpeaHuit
No3MLMM MO KaXKa0M cocTaBaaoLedn 6ann 6ann
n/n 4 3 2 0
4.4, Operkaa no cesoHy 1 no noroae
4.5. PerynapHoe noceweHune 6aHu
5. OTcyTcTBME BpeaHbIX NpUBbIYEK
5.1. TabakokypeHusa
5.2. 3n10ynoTpebaeHns afkoronem
5.3. HapKoTnyeckon 3aBMCMMOCTH
6. Pexxum Tpyaa n otabixa
6.1. CobntofeHne Hopm YepenoBaHusA
bU3MYeCcKoro n yMCTBEHHOIO TpyAa
6.2. BbinosHeHWe BO BPEMS YMCTBEHHOM
paboTbl cneunanbHbIX MEPONPUATUN,
CHMMAIOLLMX YMCTBEHHOE
nepeHanpsakeHve
6.3. BbinosHeHWe cBOEN TpyA0BOM
neATenbHOCTU € ydeTom TpeboBaHui
HOT (HayyHOW opraHu3auuu Tpyaa)
6.4. MoNHOUEHHbIN COH
7. MNcuxonormyecknin komeopT
7.1. YMeHMe coxpaHsaTb UK BbIcTpo
BOCCTaHaB/MBaTb AyLIeBHOE
paBHOBecue
7.2. YMmeHue BUaeTb NoNoKuTebHOE B
OKpy»Katowem mupe
7.3. YMeHue CTPOUTb rapMOHMYHbIE
OTHOLLEHMA C OKPYKAIOLWMMMU
noabmm
7.4. MpuHATHE CBOMX HEA,OCTAaTKOB KaK
HensbexxHoro cneacTems
4YeloBeYeCKon Npupoabl
7.5. YMmeHune n3sneKkaTb NONOXKUTESIbHbIE
YPOKM U3 CBOWX KU3HEHHDIX
cUTyaumi
7.6. YMeHne NnpuHUmMaTb C MUPOM XU3Hb
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Cocrasnawuime (30X) uenoseka u

OueHkKa 30K B bannax

No3MLMM MO KaXKa0M cocTaBaaoLedn

n/n 4 3 2 0

7.7. CTpemneHue K
CaMOCOBEpPLUEHCTBOBAHMIO

7.8. YMeHne CTOMKO NepeHocuTb
NOpPAXKEHMA N }U3HEHHbIE HEB3rOAbl

7.9. OnNTUMKUCTUYECKOE MUPOBOCAPUATUE

7.10. |[YpooBneTBOpeHHOCTb cBOEM cyabbon
B LLe/IOM

7.11. [YmeHue nepexknsaTb B }KU3HU
panocTb

7.12. [YpoBneTBOpeHHOCTb CBOEW MOJIOBOWM
NPUHAANEKHOCTbIO

7.13. |TonepaHTHOCTb

O6wuni
6ann

CpeaHuit
6ann

NTOro

MUTOrOBbIA KOHTPO/b 2 KYPC

KoHTponbHasA paboTa 2 Kypc)

1. Bbl pyKOBOAMTEIb SKOHOMUYECKOTO OTAEeNa. Bam Heobxoanmo nponHGopMMUpoBaTh PpyKOBOAUTENSA

OopraHn3aunm o TOM, 4TO 3aM. OTAeNa No AX\Y He BbINnONHAET npeanncaHna no obecneyeHuto pa6o-w1x

MECT NPUHTEPAMU, UHTEPHETOM U B KabuHeTe Bawero oThena He npoeBedeH KOCMETUYECKUM PEMOHT.

OdopmuTe COOTBETCTBYIOLLMIA AOKYMEHT.

2. Bbl onosganu Ha paboTy Ha 2 Yaca. PykoBoacTso notpeboBano oT Bac 06bsAcHeHMI. Opopmute

COOTBETCTBYHOLWN 7 AOKYMEHT.

3. OTpeaaKkTUpynTe TEKCTbI CeayoWwmnx 4OKYMeHTOB. COCTaBbTe UX NPaBU/bHbIIA BapuaHT.

Bonpocbl K 3aueTy 2 Kypc

1.

4.

5.

NoHATHe cncTtembl 4OKYMeHTauun. Uctopuyeckoe pasBmutue cMCTeM AOKYMeEHTauMu.

OcHoBHble GYHKLUMOHaNbHbIE CUCTEMbI AOKYMeEHTaL MK B Poccuitickoit deaepaumu.

CTaHaapTM3auma 1 yHUOUKaLNA AOKYMEHTOB. YHUOMLMPOBAHHbIE CUCTEMbI AOKYMEHTALMN.

Knaccndmkatopbl 4OKYMEHTUPOBAHHOW MHPOPMaLUM.

OpraHu3aumMoHHOo-pacnopaanTenbHan gokymeHTauma. OK 011-93 «O6uepoccuiicknit

KnaccndmrKaTop ynpasaeHUYecKon JOKYMEHTALUN» U OTPaXKeHne B HEM YHUULMPOBAHHOW CUCTEMDI

OpFaHM3aLI,MOHHO-paCI'IOpﬂLI,MTeﬂbHOﬁ AOKYMeHTauunn.




6. TUNbl AOKYMEHTOB, UX KnaccupuKkaumu.

7. L OKYMEHT Kak cuctema. BHelwHAsA 1 BHYTPEHHAS CTPYKTypa A0KYMeEHTa: 06L1an XapaKTepucTmKa.
8. Kpuamnyeckas cuna AoKymeHTa. HopmaTtuBHo-meTogmyeckas 6asa obopmaeHna AOKYMEHTOB.
9. CTpyKTypa ynpaBaeHYeCcKoro AoKymeHTa. PekBu3nT n dopmynsap AOKYMeEHTa, UX pa3BuTue.

10. dopmynsap-o6paseL, opraHn3aLLMOHHO-PACNOPAANTENBHOMO AOKYMEHTA: 06Lan
XapaKTepUCTUKa.

11. TpeboBaHWs K 61aHKam OpraHM3aLUMOHHO-PACNOPAAUTE/IbHbIX 4OKYMEHTOB.

12. TpeboBaHus K 0bOPMIEHUIO PEKBU3UTOB 3aro/I0BOYHOM YacTu

OpraHu3aunoHHO-pacnopAaanTenbHbIX 4OKymeHToB cornacHo FOCT P 7.0.97-2016

13. TpeboBaHMA K 0OPMIEHUIO PEKBU3UTOB COLEPKATENbHOM YacTh
OpraHu3aunoHHO-pacnopaanTenbHbIX 4OoKymeHToB cornacHo TOCT P 7.0.97-2016

14. TpeboBaHMA K 0OPMIEHUIO PEKBU3NTOB ODOPMAAIOLLEN YACTK
OpraHu3auMoHHO-pacnopAaanTenbHbIX 4OKymeHToB cornacHo FOCT P 7.0.97-2016

15. TexHuuyeckne TpeboBaHUA K 0POPMIEHNIO PEKBU3UTOB OPraHMN3aLLMOHHO-PACNOPALNTENbHBIX
[LOKYMEHTOB.
16. OpraHu13aLoHHO-PacnopaaMTeIbHAA AOKYMEHTaUuA: obwme ceeseHus.

Bonpocol K 3a4eTy 3 cemecTp 2 Kypc

1. OpraHu3annoHHO-TIPaBOBAs JOKyMEHTAIHS: OOIINE CBEICHUS.

2. CocraBienue 1 0popMIIEHHE OCHOBHBIX BUIOB YUPEIUTEIBHBIX JOKYMEHTOB.

3. CocraBnenne u 0QOpPMIICHHE TMOJOKEHUH, IITaTHOTO pACIHCaHMsA, MPaBUII
BHYTPEHHEI0  TPYJOBOTO  paclopsiika, HMHCTPYKIHHA, aJAMUHHCTPATHBHOTO
periiaMeHTa.

4. PacmopsaurenbHas JOKyMEHTAIMA: 00IIas XapaKTepHCTHKA.

5. CocraBnenne u odopmieHHE PACIOPAIUTEIBHBIX JTOKYMEHTOB, H3/1aBacMbIX Ha
NPUHIMIIAX €TMHOHAYAIHSL.

6. CocraBinenne u oQopmiIeHHE DPACIOPAIUTEIBHBIX JTOKYMEHTOB, M3/1aBacMbIX Ha
NPUHIMIAX KOJUIETHAIBHOCTH.

7. CocraBieHue 1 0(popMIEHHE TPOTOKOJIOB.

8. Jlemomas mepemnucka: oOmue cBeIeHUs, Kiaccu(uKanus, pojb B YIPaBICHYECKON
NeSTeNbHOCTH, (YHKIUHU. 3aKOHOAATEIbHOE PETYIMPOBAHUE JAETI0BOI EPENUCKY.

9. CpenctBa CBSI3M, HCHOJB3YeMBIE Ui JOCTaBKH JEJOBOH KOPPECTIOHCHIHH.
TpeboBanus K TOKyMEHTaM, Iepe/laBaeMbIM 10 KaHajlaM 3JIEKTPOCBSI3H.

10. O6mue TpeGoBaHUS K COCTABICHHUIO U O(hOPMIICHHUIO 1ET0BbIX IceM. Kommo3uwst
TEKCTa, A3bIK, CTUJIb, STUKET JIEJIOBOr0 MUChMA.

11. TpeGoBaHMsI K IEIOBBIM MMUCbMaM, CBS3aHHBIM C paclpoOCTpaHEHHEM HH(POPMALIUH.

12. TpeGoBaHMs K JENOBBIM MUCbMaM, CBA3aHHBIM C OOpAIlEHUSIMU IO BBIOJHEHHIO
TeX WJIM UHBIX JCUCTBUIN UM OKa3aHUIO YCIIYT.

13. TpeboBaHMs K MUCHMaM-OTBETaM.

14. TpeboBaHus K MUCbMaM MIPETEH3MOHHOTO XapakTepa.

15. TpeGoBanust K J[€JOBBIM IHChbMaM, CBSI3aHHBIM C BBIPQKEHHEM BHUMAHUS U
y4YacTHs.

16. TpeboBaHMsI K peKOMEHAATEIbHBIM TUCHMaM.



17. TpeboBaHMsI K COMPOBOAUTEIBHBIM TUCHMaM.
18. TpeboBanust K 0(OPMIICHHIO AKTOB.
19. TpeboBanust K 0(OPMIICHHIO TOKJIATHOM, CITY>KEOHON 1 00BSCHUTEIHHOMN 3aIHCOK.
20. TpeGoBanus K 0(pOPMIICHUIO CIIPABOK.
21. TpeGoBanus K 0(pOpMIICHUIO CBOJIOK, 3aKIIOUEHUH, OT3HIBOB.
22. TpeboBanus K 0(poOpMIICHUIO TIEpEUHEH, CITUCKOB.
23. TpebGoBaHuUs K IEPBUYHON YIETHOHN TOKYMEHTAIIUH 110 IMYHOMY COCTAaBY.
24. TpeOGoBaHUs K YaCTHBIM (JIMYHBIM) TOKYMEHTaM.
Urtorosbiii TecT 3a 2 pasgen

Bonpoc 1
KTo odopmnsaeT ydeTHble INYHbIE KAPTOUKM:
Bbibepute oanH oTBET:
a. paboTHMK No Kagpam
b. pykoBoauTenb CTPYKTYpPHOro nogpasaeneHus
C. 3aMecCTuUTe/Ib PYKOBOAUTENA OpraHn3aLmm

d. paboTHUK

Bonpoc 2
CornacHo cTaHZapTU3MPOBAHHOMY onpeaesieHu1to, BUA, MMCbMEHHOMO AOKYMEHTa — 3TO:
Bbibepute oanH OTBET:

a. opULMaNbHbI AOKYMEHT, CO3aHHbIM B MMCbMEHHOM BUAE

b. HanmeHoBaHWe AOKyMeHTa, 0HOPMIEHHOrO NO YCTaHOBAEHHbIM NPaBUIamM MaLlUHONUCHbLIM
cnocobom

C. NPUHAANEXKHOCTb MTNCbMEHHOIO JOKYMEHTA K CUCTEME AOKYMEHTAL UM NO NPU3HAaKam coaepKaHnAa n
LL,enesoro HasHa4yeHumA

d. pasHOBUAHOCTb AOKYMEHTA, UCMOJIHEHHOTO rpadUYECKMMM 3HaKamMmK — ByKBamu, Lubpamu,
meporanpamm

Bonpoc 3
CornacHo CTaHZapTU3NPOBAHHOMY onpeaenieHunto, yHubnumpoBaHHasa Gpopma AOKYMeHTa — 3TO:
Bbibepute oanH OTBET:

a. MHpopMaLmA, 3aNMCaHHaA HA PA3/IMYHbIX HOCUTENAX NO YCTAHOBAEHHbIM NPaBUAAM

b. COBOKYMNHOCTb PEKBU3NUTOB, YCTAHOB/ZIEHHbIX B COOTBETCTBUU C pellaeMbiMA B ,D,aHHOVI cd)epe
0eATeNbHOCTU 3a4a4aMU U PACNOZIOXKEHHbIX B onpeageneHHoOM nopaaKke Ha Hocutene MHCI)OpMaLI,MM



C. Ha6op PEeKBU3NTOB ocbmu,maanoro NMNCbMEHHOIo AOKYMeHTa, PaCNO/I0XKEHHbIX B OHpEAEﬂEHHOVI
nocnenoBaTesibHOCTH

d. Habop peKBU3NTOB, MAEHTUOULMPYIOLWMX aBTOPA OPULMANBHOTO MMCbMEHHOTO AOKYMEHTA

Bonpoc 4
YHUMKaALMA LOKYMEHTOB — 3TO:
BbibepuTte oguH OTBET:
a. NnpuMeHeHwue TabnL, 1 aHKeT
b. onpeaenenne nopagka opopmaeHmna JOKYMEHTOB
C. cBeAeHUe K MMHUMYMY pa3Hoobpasmns BUaoB 1 Gopm LOKYMEHTOB

d. pa3paboTKa «wabsoHa» AOKYMEHTa

Bonpoc 5

CornacHo CTaHAapPTU3NPOBAHHOMY OnpeaeneHuto, Opl'aHM3aLl,MOHHO-pBCI'IOpFIAI/ITEﬂbeII?I AOKYMEHT —
3TO!

BbibepuTe 04MH OTBET:

a. AOKYMEHT, CO34,aHHbIV OPUANYECKUM AU GUSUYECKUM NNLOM, OPOPMIEHHbIN U Y40CTOBEPEHHbIN
B YCTAaHOB/IEHHOM MOPAAKE U UCNOJIb3yeMbll B TEKYLLEN AeATe/IbHOCTM OpraHM3aLmm

b. B4 MMCbMEHHOIO JOKYMEHTa, OTpa)KaIOU.LMVI AOKYMeEHTUPOBaHNe
OpFaHM3aLI,MOHHO-paCFIOpFI,D,MTEIIbHOVI AeATENbHOCTU OPraHoOBs, opraHmsau,Mﬁ N AO0/IKHOCTHbIX Nl

C. BUZ NNCbMEHHOTO AOKYMEHTA, B KOTOPOM GUKCUPYIOT pelleHne aaMUHUCTPATUBHbIX U
OpPraHW3aLUMOHHbIX BONPOCOB, @ TaKKe BOMPOCOB yNpaBAeHWA, B3aMMOAENCTBUA, obecneyeHus
peryanpoBaHna AeaTe/IbHOCTM OPraHoB BAACTU, YYPEXRAEHWI, NPEANPUATUINA, OpraHU3aumii, nux
noApasaeneHnin u goNKHOCTHBIX UL,

d. nepBMYHbIN, MUHUMAbHbIN 31EMEHT CUCTEMbI OPraHU3aLMOHHO-PacNoPAANTENbHOM
AOKYyMeHTaLum

Bonpoc 6

Kakune nogcmctembl HE BXOAAT B CMCTEMY OpPraHU3aLMOHHO-PAcnopaaAnTeIbHOM AOKYMEHTaUNM:
Bbibepute oanH OTBET:

a. OpraHW3aLMOHHO-NPaBOBaAA AOKYMeHTaLmA

b. nnaHoBas foOKyMeHTaLMA

C. pacnopaanTenbHas SOKYMeHTaumA

d. MHbOpPMaLMOHHO-CNPaBOYHan AOKYMeHTauunA



Bonpoc 7

B Kakom Koa0BOM 0603HaYeHUU YyHUbMUMpoBaHHOM dopmbl AoKkymeHTa 05080819, cornacHo OKY/,
BEPHO OTpaXKeHbl LMdpoBbie NPU3HAKN KnaccudpurKaumnm:

BbibepuTte ogMH OTBET:

a. 19 — KOHTPO/IbHOE YMCN0, KOTOPOE BBOAUTCA BO M3DerKaHMe ONMOOK NPU CYUTbIBAHUN U
MCNOob3yeTca NpM NPOBEPKE 3anNncK Koaa

b. 80 — nogknacc popmbl, T.€. 06LHOCTb COAEPKAHUSA MHOXKECTBA POPM AOKYMEHTOB U
HanpaB/IEHHOCTb UX UCMNO/Ib30BaHUA

c. 050 — knacc dopMmbl, T.e. TPUHAZNEKHOCTb YHUDULMPOBAHHON GOPMbI OKYMEHTA K
COOTBETCTBYOLLEN YHUDULMPOBAHHOM CUCTEME AOKYMEHTALLUN

d. 081 — perncTpaumnmoHHbIi Homep YHUPULUMpPOBAHHOM GOPMbI LOKYMEHTa BHYTPW NogKnacca

Bonpoc 8
Ha kakue Tunbl noapa3fenaTca 4OKYMEHTbI MO NPOUCXOKAEHUIO:
Bbibepute oanH OTBET:

a. BxogAalwme/ncxoaawme/BHyTpeHHME

b. nHamemayansHble/TpadapeTHbie/ TUNOBbLIE

C. MuHble/ opuLManbHble

d. obwenocTtynHble/ KoHPUAEHUNANbHbIE/ CEKpeTHble

Bonpoc 9

KaKkoi fLOKYMeHT ABNAETCA OCHOBHbIM AOKYMEHTOM O TPYAOBOW AeATENbHOCTU U O TPYA0BOM CTaKe
paboTHuMKa:

BbibepuTe 04MH OTBET:
a. CTpaxoBoe CBUAETENbCTBO FOCYyAapCcTBEHHOIO NEHCMOHHOTO CTPAX0BaHMSA
b. yueTHas MyHan KapTouka
C. TPYA0Ban KHUMKKA

d. neHcMoOHHOe yAocCToBepeHue

Bonpoc 10
Ha Kakue Tunbl NogpasgenatoTcsa 4OKYMEHTbI MO CNocoby U3oKeHus:

BbibepuTte ogMH OTBET:



a. nucbma/Tenerpammsl/ TenedpoHorpammsl/ Tenekcbl/ dakcorpammbl/ 31eKTPOHHbIE CO0BLLEHNSA
b. uHansmayanoHbie/ TpadapeTHble/ TUNOBbLIE
C. NOANUHHUKK/ Konuu/ aybavKkatbl

d. obuwiepoctynHble/ KoHPUAEHUMANbHbIE/ CEKpETHble

Bonpoc 11
Mo Kakomy Npu3HaKy AOKYMEHTbI NOAPa3AenATCa Ha NOAJMHHUKK (opurnHanbl)/ konun/ aybavkatbl:
Bbibepute oanH oTBET:

a. no popme npepcTaBaeHUA

b. no chepe geatrenbHocTH

C. no cnocoby nepegaum

d. no crenenwu NOANTMHHOCTU

Bonpoc 12
CornacHo CTaHZapTU3NPOBAHHOMY ONpeaesieHUIo, CUCTEMA AOKYMEHTALUN — 3TO:
Bbibepute oanH OTBET:
a. COBOKYMHOCTb AOKYMEHTOB, 06pasyowmxca B AeATENbHOCTU IOPUANYECKOTO NAK GU3NYECKOro AnLa

b. KOMNAEKCbl LOKYMEHTOB, OTpaXKaloLwme NPOM3BOACTBEHHbIE, ypaBAeHYeckne, GMHaHCOBbIe
npouecchl NpeanpuUATUi, OpraHU3aLmii, yYpeRaeHNI

C. CUCTEMA HOPMATMBHbIX aKTOB, PEFNAaMEHTUPYIOLMX LOKYMEHTUPOBAHME AEATENbHOCTU U
[OKYMEHTO060pOT NPeanpUATMIA PasINYHbIX OPraHN3aLMOHHO-MPABOBbLIX GOpPM

d. COBOKYMHOCTb AOKYMEHTOB, B3aMMOCBA3aHHbIX MO MPU3HaKaM NPOUCXOKAEHUA, HA3HaYeHUA, BUAA,
cdepbl 4eATENbHOCTH, eANHbIX TPE6OBAHMI K UX ODOPMAEHUIO

Bonpoc 13
Kakune Buabl AMCLMNNMHAPHbIX B3bICKAHMI BNUCHIBAOTCA B TPYAOBYIO KHUXKKY:
Bbibepute oanH OTBET:

a. B3bICKAHWA B TPYAOBYIO KHUKKY He 3anmcbiBatoTCA

b. yBonbHeHne

C. CTPOTUi1 BbIrOBOP

d. Bce BnAbl ANCLUUNZIMHAPHbIX B3bICKaHWI BNMUCbIBAOTCA B TPYyAOBYHO KHUXKKY



Bonpoc 14

KaKoli OKYMEHT He BXO4MT B KOMMNEKT 4OKYMEHTOB O KOMaHAMPOBaHMM C KOA0BbIM 0603HaYeHeM
dopmbl T:

Bbibepute oauH oTBeT:
a. KOMaHZAMPOBOYHOE YA0CTOBEPEHME PAabOTHUKA

b. npukas (pacnopsaxeHune) o HanpaBJeHUN OTAENbHOro PaboTHMKA UM TPynnbl PaBOTHUKOB B
KOMaHAMPOBKY

C. CnyXebHoe 3agaHue C OTYETOM O ero BbINONHEHUN
d. aBaHCOBbINM OTYET
Bonpoc 15

Ha KaKkue rpynnbl genatca opuumanbHble JOKYMEHTbI No chepe AeATenbHoCTU (Mo GyHKLMOHaNbHOMY
NPU3HaKy):

BbibepuTe o4MH OTBET:
a. yHMdUUMpPOBaHHbIe/HEeYHUPULMPOBAHHbIE
b. pyHKUMOHaNbHbIE/OTPacneBble
. opuumanbHble/HeopULMabHbIE

d. ynpaBneHuyeckue/TexHuyeckme

Bonpoc 16
KaKol OKYMEHT HeNb3sl OTHECTU K IMYHBIM AOKYMEHTAM:
Bbibepute oanH OTBET:

a. XapaKTepucTuKa

b. pestome

C. IMYHas KapTouKa

d. aBTobMorpadusn

Bonpoc 17
CornacHo CTaHAapTU3NPOBaHHOMY ONpeaesieHunto, yHUOUUMpPOBaHHAA CUCTEMA AOKYMEHTALUM — 3TO:
Bbibepute oanH OTBET:

a. COBOKYMNHOCTb AOKYMEHTOB, B3aMMOCBA3aHHbIX NO NPM3HAKamM MPONUCXOMKAEHMA, HAa3HAYEHUs, BUAA,
cdepbl 4eATENbHOCTH, eANHbIX TPe6OBaHMI K UX 0DOPMAEHUIO

b. cucrema AOKYyMeHTauun, coctasneHne n Od)OpM}'IEHMe KOTOpOVI pernameHTMpoBaHO HOPMAaTUBHbIMHU
dKTaMm



C. cMCTema IOKyMeHTalU MK, Co3AaHHan No eAuHbIM NpaBuiam U TpeboBaHMAM, coaepKallan
nHpopmaumto, HeobxoaAnMyto A8 yrnpaBAeHUa B onpeaeneHHon chepe AeaTesIbHOCTU

d. cuctema gOKyMeHTauuun, umeroLwan egmHbin popmynsp

Bonpoc 18

Kakum JOKYMEHTOM A0/1Hbl PYKOBOACTBOBaTLCA AEN10MNPON3BOAUTENN NPU AOKYMEHTUPOBAHMM 3TAMNoB
TPYAO0BOrO LUMKAA — OT Npuema Ha paboTy HOBOro COTPYAHMKA A0 €ro yBOJIbHEHUS:

BbibepuTe ogMH OTBET:

a. locynapcTBeHHas cuctema AOKYMEHTaLMOHHOTo obecneyeHus ynpasneHusa. OCHOBHbIE MOOXEHUS.
O6wme TpeboBaHMA K ALOKYMEHTaM U CNyKOam LOKY-MeHTaLMOHHOro obecneyeHums

b. TOCT PTOCT P 7.0.97-2016 «YHUPULMPOBAHHAA CUCTEMA OPraHU3aLLMOHHO-PaCNoPAANTEIbHON
OOKyMeHTaumun. TpeboBaHUs K 0poOpMAEHUIO LOKYMEHTOBY

c. Anbbom yHUPMLMPOBAHHBIX GOPM NEPBUYHOM YHETHOM AOKYMEHTALMM MO yYeTy Tpyaa U ero
onnaThl, yTBepXAeHHbIM MocTaHoBneHMem FockomcTaTa Poccum

d. Obwepoccniickmnin KnaccudumkaTop ynpaBieHYeCKon AOKYMEHTaL MK

Bonpoc 19
Kakas aA3blkoBas popmyna ymecTHa B 3afiBNEHUU:
Bbibepute oanH OTBET:

a. «B MoeW npocbbe npoly He 0TKasaTb...»

b. «3apaHee npusHaTeneH»

C. «BecbMa ybeautenbHo Bac npowy»

d. «npowwy Bawero cornacus Ha...»

Bonpoc 20

Kakne anemeHTbl ABNAIOTCA CaMbIMU KPYMHbBIMM CTPYKTYPHBIMU 3/IEMEHTAMM JOKYMEHTA KaK CUCTEMBI:
Bbibepute oanH OTBET:

a. cogepkaHue n dpopma

b. 3aronosovHas, cogeprkatesibHas U 0dOPMAAIOLLAA YACTH

C. PEKBU3UTDI

d. cnyxkebHoe 1 pabouyee none gOKYMeHTa

Bonpoc 21



MpoaonkuTe onpeaeneHune: opmynsp AOKYMEHTa 37O - ...
Bbibepute oauH oTBeT:

a. Habop pekBn3nTOB 0OULMAIbLHOIO MMCbMEHHOIO AOKYMEHTA, PAacnONOXKEHHbIX B onpeae/ieHHOM
nocnesoBaTesIbHOCTH

b. Habop pekBU3nTOB, MAEHTUDULMPYIOLWMX aBTOPa OPULMAIBHOIO MMCbMEHHOIO AOKYMEHTA

C. 3adMKCMpPOBaHHaAA Ha MaTepuaibHOM HocuTene MHGOPMaLUA C PEKBU3UTAMU, MO3BONAOLWNMU ee
NAeHTUOMLMPOBATb

d. BHYTpeHHAA dopma SOKYMEHTa, ONpeaenatowan CTPYKTYpy TEKCTA U ero A3bIKoBble 0CO6EHHOCTH

Bonpoc 22
MpoponkuTe onpeaeneHune: 61aHK JOKYMEHTa — 3TO ...
BbibepuTe oamH oTBeET:

d. MmoeNlb NOCTPOEHNA OOKYMEHTA, YCTaHAaB/IMBakOLWanA obnactb npUMeEHEHNUA, d)OpMaTbI, pa3mepbl
I'IOI'IGVI, TDEGOBaHVIH K NOCTPOEHUIO KOHCTDYKLLMOHHOVI CETKMU N OCHOBHbIE PEKBU3UTDI

b. TMNOBas moaenb, cogepralaa COBOKYNMHOCTb obAzaTenbHbIX PEKBU3NTOB, CBOWCTBEHHbIX
AOKYMEHTaM YHVId)VILI,VIpOBaHHOﬁ CUCTeMbl Opl'aHM3aLI,MOHHO-pHCI'IOpFI,CI,VITEﬂbHOVI AOKYMEHTaUUN n
PacnoNoXeHHbIX onpeaeneHHbIM O6p330M

C. Ha60p PEKBU3NTOB od)mu,maanoro NMNCbMEHHOIo AO0OKYMeEHTA, PaCNO/I0XKEHHDbIX B OHpE,ﬂ,EﬂEHHOP’I
nocnenoBatesibHOCTU

d. Habop PeKBU3NTOB, NAEHTUPULMPYIOLLMX aBTOPA OPULMANBHOTO MMCbMEHHOTO AOKYMEHTa

Bonpoc 23
Kakoe kofoBoe 0603HauveHue Ha gokymeHTe HE naeHTudunumpyet agTopa:
BbibepuTe 0aMH OTBET:

a. OrpH

b. MHH/KNN

c. OKy[

d. OKno

Bonpoc 24
Kakoi 13 nepeyncieHHbIX PEKBU3UTOB HE OTHOCMTCA K PEKBU3UTAM YA40CTOBEPEHUA:
Bbibepute oanH OTBET:

d. OTTUCK NeYvyaTu



b. rpud yTBEpPKAEHMUA
c. rpud cornacoBaHumn

d. noanucb

Bonpoc 25

Ha Kakom BuUAe ANYHbIX LOKYMEHTOB 0pOpMISETCA agpecar:
BbibepuTte ogMH OTBET:

a. XapaKTepucTuKa

b. noBEpEeHHOCTb

C. pestome

d. 3aaBneHue

Bonpoc 26

Kakomy MOHATUIO COOTBETCTBYET C/IEAYIOLLANA XapaKTePUCTMKA: «3TOT GOpPMyap XapaKTepusyerca
onpeaeNeHHbIM KOJIMYEeCTBOM PEKBM3UTOB, PACTO/IOMKEHHbIX B CTPOrOM Noc/ief0BaTeIbHOCTH, U
XapaKTepeH AN KOHKPETHOrO BUAA AOKYMEHTOB, Hanpumep, NPuKasa, akta»:

BbibepuTe oguH oTBET:
a. TMNnoson dopmynsap
b. dopmynsap
c. popmynsap-obpaseLl,

d. nHanBMAyanbHbIN Gopmynap

Bonpoc 27

Kakomy [OKYMEHTY COOTBETCTBYET C/IeytOLLAsA XapaKTEPUCTUKA: «ITO NMCbMEHHOE NOJIHOMOYME,
Bbl4aBAaEMOE O4HUM NIULLOM (YUpEKAEHNEM) APYrOMY NULLY ANA NPEACTaBUTEIbCTBA Nepes, TPETbUM

NMLOMY.,
Bbibepute oanH oTBET:
a. pacnucka
b. 3asBneHne
C. l0BEPEHHOCTb

d. cnpaBkKa



Bonpoc 28

Ha Kakue Buabl nogpasaenaoTtcs 61aHKM JOKYMEHTOB MO PacnonoXKeHUIO peKBM3nUTOB coriacHo NOCT
P IrOCT P 7.0.97-2016:

Bbibepute oauH oTBeT:
a. yr/7oBble 1 NPoA0/IbHbIE
b. 06wWwuit 6aHK, 61aHK NCcbMa, 6/1aHK KOHKPETHOTO BMAA AOKYMEHTA

C. 61aHK opraHusaumnm, 61aHK CTPYKTYPHOro noapasaeneHua opraHnsaumm, 6aaHK AOANKHOCTHOIO
nua

d. ueHTpMpoBaHHbIe U paarosble

Bonpoc 29
OTmeTnTb BONpPOC

Kakoe onpegneneHve lopnanueckon cuibl JOKYMEHTa ABMAETCA CTaHAAPTU3MPOBAHHbIM (3aKpenneHo B
rOCT P 51141-98):

BbibepuTe 04MH OTBET:

a. topuanYecKas cuna AOKYMeHTa — 3TO CBOMCTBO 0pULMANbHOIO AOKYMEHTa, cCoobLiaemoe emy
AeNCTBYIOLMM 3aKOHOAATE/IbCTBOM, KOMMETEHLMEN U3aBLLEro ero OpraHa v yCTaHOBJEHHbIM
nopsaKom opopmaeHUs

b. ropunanyeckan cnia AOKyMeHTa — 3TO cnocobHocTb ynpaB/sieH4YeCKOro AO0KyMeHTa BbICTyNnaTb B
KauyecTBe 06A3aTeNbHOro AnAa y4aCTHUKOB ynpaBaeHNA: OPraHoB ynpaBaeHUA, UX CTPYKTYPHbIX
no,u,pasp,eneHMﬁ, 06|.I.l,eCTBeHHbIX OpI'aHM3aLI,MI\;1, AO/IKHOCTHbIX 1L, TOCYAaPCTBEHHbIX CNYXKAWNUX U
rpaxaaH

C. opnanyeckaa cnna JOKyMeHTa — 3TO COOTBETCTBUE ,D,OKYMeHTVIDOBaHHOﬁ MHd)OpMaLI,MM
Tp66OBaHVIF|M Od)VILI,VIaﬂbHOCTM, AO0CTOBEPHOCTH, O6'b€I-(TVIBHOCTM, 66CCFIOpHOCTVI, OCHOBAHHbIM Ha
3aKOHOAaTeNbCTBE

d. topuanyeckan cmna JOKYMeEHTa — 3TO YC/I0BUE, MPU KOTOPOM MHPOPMALMA AOKYMEHTA MOMKET BbITb
MCnosib3oBaHa B chepe ynpasneHma 6e3 COMHEeHMA B ee AOCTOBEPHOCTU A5 OCYLLECTBEHUS NOObIX
AEeNCTBUM

Bonpoc 30
OTmeTuTb BOMpOC

Kakomy TepMUHY COOTBETCTBYET C/iegytoLlee CTaHAAPTU3MPOBAHHOE onpeaeneHne (3akpenieHHoe B
FOCT P 51141-98): «.... — 3TO NpoCTaB/eHne HeobXoAUMbIX PEKBU3UTOB, YCTaHOBAEHHbIX NPaBuUaamu
OO0KYMEHTUPOBAHUAN:

BbibepuTe 0auH OTBET:

a. obopmneHne LOKYMeHTa



b. yHudpurKaumna gokymeHTa
c. popmynap-obpasey,

d. cocTtaBseHne AOKYMeEHTa

Bonpoc 31
OTmeTuTb BONpOC

KaKoli fOKYMEHT ABNSETCA OCHOBHbIM aKTya/IbHbIM HOPMAaTMBHbIM LOKYMEHTOM B 061aCTH
COCTaB/IeHUA U 0DOPMAEHMA OPraHM3aLUMOHHO-PaCNopPAAUTENbHOM AOKYMEHTALMM:

Bbibepute oanH oTBET:
a.OCT P 6.30-2003

b. Mpasuna genonponssoacTea B denepasnbHbiX OpraHax MCNOAHUTEIbHON BAACTH, YTBEPKAEHHbIE
MocTtaHoBneHnem Mpasutenbcrea PO ot 15 ntoHa 2009 r. Ne477

c. OKY/Zl1 — OK 011-93. O6Liepoccninckunii KnaccuduKaTop ynpaBaeHYeCcKom 4OKYMeHTaLMUNK,
yTBepKAeHHbIV MNocTaHoBAeHMem FoccTaHgapTa PO ot 30 gekabpsa 1993 r. No229

d. FCO0Y —locypapcTBeHHasA cucTeMa AOKYMEHTaLMoHHOro obecneyeHus ynpasneHma. OCHOBHble
nonoxeHus. O6wwme TpeboBaHUA K LOKYMEHTAM U CyK6am [OKYMEHTALMOHHOIo obecneyeHus,
yTBEepKaeHHaA npukasom nasapxmsea CCCP ot 23 maa 1988 r. Ne 33

Bonpoc 32

B KaKoM c/lyyae yupexkaeHue MMeeT NpaBo yA40CTOBEPATb A0BEPEeHHOCTb Ha NoAyYeHne AeHEeXHOoro
BKNaga B baHKe:

BbibepuTe 04MH OTBET:

a. ec/in aoseputenb U MU0, KOTOPOMY OH A0BEPAET, ABNAKOTCA rpakaaHamm Poccuu, xoTa n He
ABNAKOTCA pa60THMKaMM A3HHOTo y4ypexageHuna

b. ecnn AOBeEpPUTENDb ABNAETCA pa6OTHMKOM AaHHOTO0 y4dypexXaeHuAa, a 1Muo, KOTOpomy OH A 0BEPAET, HE
ABNAETCA paﬁoTHMKOM AaHHOro ydypexgeHuma

C. ecqin aoseputenb HaxoanTCA Ha CTaUMOHAPHOM U3ne4YeHnn, HO ABNAETCA paﬁoTHMKOM AaHHOTOo
ydypexaeHua, n imyo, KOToOpomMmy OH A0BEPAET, TaKXKe ABNAETCA pa60THMKOM AOaHHOro yypexageHua

d. ecnn AoBepuUTenb He ABNIAETCA pa6OTHMKOM AaHHOro yypexaeHua, a imuo, KoOToOpomy OH A0BEPAET,
ABNAETCA paﬁoTHMKaMM AaHHOTO yvypexaeHuna

Bonpoc 33
OTmeTuTb BONpOC
Kak nepeBoANTCA C TAaTUHCKOTO TEPMUH K PEKBU3UTY (naT. requisitum):

BbibepuTte ogMH OTBET:



a. MMHUMabHasA YacTb
b. Tpebyemoe, Heobxogumoe
C. CTPYKTYPHbI 31eMEHT

d. aTpmbyT coaepaHua

Bonpoc 34

Kakomy TepMM1HY COOTBETCTBYET C/ieyioLLee CTaHAAPTU3MPOBAHHOE onpeaeneHmne (3aKpenieHHoe B
FOCT P 51141-98): «... — 3TO 0653aTe/IbHbIN 31eMeHT opopmaeHns odULUMANbHOTO AOKYMEHTa»:

Bbibepute oanH oTBET:
a. PEKBM3UT AOKYMEHTa
b. 3aronoBoYHanA YacTb AOKYMEHTA
c. paboyee none fOKyMeHTa

d. 61aHK AOKYyMEHTa

Bonpoc 35

Kakoi Habop umdp B KogoBom o603HauYeHUn popmbl oKymeHTa 0720302 o6o3HauaeT Knacc popmbl
[OKYMeHTa:

BbibepuTe oguH oTBET:
a. 20
b. 07
c. 302

d. 203

Bonpoc 36

Ha kakux popmax npoctasnserca Kog Gopmbl LOKYMEHTa:
Bbibepute oanH OTBET:

a. Ha Bcex HaHKax

b. Ha yHMbMUMpPOBaHHbIX dopmax

C. Ha BCEX JOKYMEHTax

d. Ha HeyHMPULMpPOBaHHbIX dopMax

Bonpoc 37



Kakue cnocobbl obopmaeHns aatbl COOTBETCTBYIOT TpeboBaHuam FOCT P 7.0.97-2016:
1. 09.03.13;
2.09 mapta 2013 r,;
3. 09 mapTa 2013 roaa;
4.09.03.2013r.;
5.2013-03-09;
6.2013.03.09;
7.09.03.2013.
Bbibepute oanH oTBET:

a.1,4,7

b.2,6,7

C. BCe BapuaHTbl, Kpome 5

d. Bce BapuaHTbl, Kpome 3

Bonpoc 38

KaKoli afieMeHT perncTpaLmMoHHOro Homepa AOKYMeHTa ABAAeTcA 06A3aTeNbHbIM:
Bbibepute oanH OTBET:

a. UHAEKC Aena No HOMeHKnaType aen

b. nHbopmauma 06 ncnonHuTenax

. MHbOopMaLMA 0 KoppecnoHAeHTe

d. nopagKoBbIi Homep

Bonpoc 39
YKkaxute BEPHOE BbicKa3biBaHME:
Bbibepute oauH oTBeT:

a. Ha bnaHKe Nnncbma NPOCTaBASAETCA OrpaHMUMTelbHaA OTMETKA ANs peKBM3nTa «CcblfKa Ha
PerucTpaunoHHbIM HoOMep 1 AaTy AOKYMEHTa» cleayowmnm obpasom: « ot »

b. CBeaeHua B pekBmanTe «CCbl/IKa Ha PETUCTPALLMOHHBIA HOMEP M AaTy AOKYMEHTa» NpucBanBaloTca
opraHusaunein-aBTopom OTBETHOIO NNUCbMa

c. PekBm3uT «CcblsiKa Ha AaTty n perMCTpaLI,MOHHbIﬁ HOMepP AOKYMeHTa» 3aMno/IHAETCA B
npenmyuwecrtBeHHO B NMCbMax-OTBETax. CBepeHuna B PEKBU3IUT NEPEHOCATCA C MNOCTYNMUBLLETNO AOKYMEHTA



d. YKasaHue AaHHbIX O NOCTynMuBWwem NMCbme Ha 6/1aHKe NucbMa B Bnae oTaenbHOro CCbiNIKN Ha
peFMCTpaLLMOHHbIﬁ HOMEP U AaTy AOKYMEHTa He UCK/TIoYaeT HeO6XOLI,VIMOCTVI CCbl1aTbCA Ha HUX B TEKCTE
OTBETHOrO NMCbMa: B Hayasie TEKCTa NMCbMa Bcerga cneayet nucatb «Ha Baw Ne ... oT...»

Bonpoc 40

B Kakom Nage’xe yKasblBalOT HAMMEHOBaHMe OpraHM3aLnn 1 ee CTPYKTYPHOro nogpasgenieHna 8
pekBu3uTe «Agpecart»:

BbibepuTte ogMH OTBET:
a. B poaAUTEIbHOM

b. B umeHuUTENbHOM

C. B AaTe/lbHOM

d. B npeasioxKHoOM

Bonpoc 41

Ha Kakux gokymeHTax HE obopmnsieTca pekBusnt «Agpecat»:
Bbibepute oanH OTBET:

a. cnpaBkKa

b. nucemo

C. Cny*KebHan, AOKNaAHAA U 06BACHUTENbHAA 3aMUCKN

d. AO/TKHOCTHAA MHCTPYKUHUA

Bonpoc 42

Kakoi pekBusuT obopmaseTca nocnegHUm nepes Tem, Kak JOKYMeHT byaeT oTnpaB/eH Ha XpaHeHue:
Bbibepute oauH oTBeT:

a. OTMETKa 0 NOCTYN/JIeHUN AOKYMEHTa B OpraHmM3aumio

b. oTmeTKa 06 ucnonHuTene

C. rpud yTBEPKAEHUS

d. oTmeTKa 06 McnonHeHun AOKYMEHTa U HanpaB/seHWNN ero B 4eNo

Bonpoc 43

Kakoe odpopmneHune ocHOBaHMA AOKYMeHTa cooTBeTcTByeT TpebosaHmam FOCT P 30-2003 (B ckobKax
0603HauYeH K/OYEBOW rnaroa pacnopaguTebHOM YacTn LOKYMEHTa):



BbibepuTte ogMH OTBET:

a. Ha ocHoBaHuK npunkasa MuHuctepcTea obpasoBaHma u Hayku PP ot 15 aHeapa 2013 Nel5 «O
nopagKe nposeaeHus atrectaumm sysos» (MPUKA3bIBALO)

b. C uento ucnonHeHus NprKasa pekTopa 06 ykpenneHnun Tpygosoi gucumnandsl (MPEANATALD)
C. B cBsi3n c HEOBXOAMMOCTbIO UCMOMHUTL NPUKa3 MUHKUCTepcTBa (MPUKA3BIBAHD)

d. Bo ncnonHenune npukasa OAO « MMK» Ne 45 «O nopsaxe 3akatoveHma aorosopos (MPEATATAIO)

Bonpoc 44
dmbnemy v ToBapHbI 3HaK HE Bocnpon3BoaAT Ha 61aHKe, ecu Ha HEM NMOMELLLEH (-a):
Bbibepute oanH oTBET:
a. pesonouun
b. oTTHCK repboBO NeyaTn
c. FlocypapcTBeHHbIN repb Poccuitckoit egepaunm

d. noanucb

Bonpoc 45

BbibepuTe NpaBubHbLIM BapMaHT opopmaeHUs NoAMUCU B PACNOPAANTEIbHOM SOKYMEHTE OpraHmn3aLmm
(npukase, pacnopaxeHum):

BbibepuTe 04MH OTBET:

leHepanbHbIM AUPEKTOP Moanucb
M.IN. benakos

12.12.2013
b.
leHepanbHbI AUPEKTOP

000 «Komnac» Moanucb
M.IN. benakos

12.12.2013

leHepanbHbI AUPEKTOP

000 «Komnac» Moanuce
M.IN. benakos

d.



leHepanbHbI ANPEKTOP Noanuco
M.T. benakos

Bonpoc 46

Ha Kakom aK3emnasipe Ae/s0BOro NMcbma, NoAroToBAeHHOM A4S OTNPAaBKM aapecary, NPoCTaBaAAoTCA
BM13bl:

BbibepuTte ogMH OTBET:

a. Ha NOAJ/IMHHWKE, OTMPABAAEMOM ajpecaTy

b. Ha KonNuuK, NomeLLL@EMON B 410 OpPraHn3aLmm

C. Ha NMUCbMax BMU3bl He opopMAAIOT

d. Ha No4/IMHHMKe, OTNPaBAAEMOM afpecaTy, U Ha KONuu, NOMEeLL,AeMO B 4€/10 OpraHu3aLmnm
Bonpoc 47

YKaxuTe BapMaHT 0obopMAeHUs OTMETKMN 06 ncnonHutene, yctaHosaeHHbln FOCT P 6.30-2003:

BbibepuTe 04MH OTBET:

Mecmpskosa Osnbea MeHHadbesHa
Ten. 22-34-75

b.
lNecmpsakosa O.I.

22-34-75

O.l. NMNecmpakosa
223475
d.
Ucn. Mecmpsakosa Onvea NeHHadbesHa

22-34-75

Bonpoc 48

Kakoi peKkBM3UT Mcnonb3yeTca ANA yA0CTOBEPEHUA 3IEKTPOHHOIO AOKYMEHTA:
Bbibepute oanH OTBET:

a. 3NeKTPOHHaA UundppoBasa NoANUCH

b. naeHTMPMKaTOP INEKTPOHHOM KONUU AOKYMEHTA



C. Kog, GopMbl AOKYMEHTa

d. perncTpaumoHHbIi HOMep SOKYMEHTa

Bonpoc 49
Kakomy TepMnHY COOTBETCTBYET CNEAYIOLAA XapaKTepPUCTUKaA:

3T0 BUA NMMCbMEHHOIO AOKYMEHTA, B KOTOPOM GUKCUPYIOT pPeLIeHMA aAMUHUCTPATUBHDIX U
OpPraHn3aLMOHHbIX BONPOCOB, @ TaK}Ke BOMPOCOB YNpaBAeHMA, B3aMMOAENCTBMA, obecneyeHus u
peryiMpoBaHuns AeATe/IbHOCTU OPraHoB BAACTU, YYPEXKAEHUI, NPeAnpuUaTUN, opraHu3aumin, ux
noAgpasgeneHnin n LOMKHOCTHBIX AL,

Bbibepute oanH oTBET:

a. CNyKebHbIN AOKYMEHT

b. odnumManbHbIN JOKYMEHT
C. yNpaB/ieHYeCKUI SOKYMEHT

d. Opl'aHMSBMMOHHO-paCHOpﬂAMTeﬂbHbIVI AOKYMEHT

Bonpoc 50

Y Kakoro B1aa opraH M3aLI,M0HHO-I'IpaBOBOl7I AOKYMEHTaUnn Tpe6OBaHMﬂ K TEKCTY YCTAaHOBJIEHbI B
3aKOHOA4ATe/NIbHOM nopAgKe:

BbibepuTe 04MH OTBET:

a. WTaTHoe pacnucaHue

b. 4ONKHOCTHAA UHCTPYKLMSA
C. ycTaB

d. UHCTPYKUMNA HOPMATUBHO-METOANYECKOIo XapaKTepa

Bonpoc 51

OnpeaennTe, K KAKOMY OPraHM3aLLMOHHOMY AOKYMEHTY OTHOCUTCA Npeanaraemblii pparmeHT TEKCTa
[OKYMeHTa:

1. ‘DUPMEHHOE HAUMEeHOBAHUEe U MECMOHAXOH OeHUe o6u4€cmea

1.1.MonHbiM hupmeHHbIM HauMeHosaHUeM obwecmesa asasemca: Obuwecmso ¢ 02paHUYeHHOU
omeemcmeeHHocmbto « MUP». CoKpauwieHHoe (pupMeHHoe HaumMmeHosaHue obujecmea — 000 « MUP»,

1.2.-0puoduyeckuli adpec obujecmeaa: yna. CpedusemHomopckas, 0.1, 2. MazHumoezopck, YensabuHckaa
061., Poccus, 455012.

BbibepuTte ogMH OTBET:



a. NofoXeHne 06 opraHnsaumn
b. yctas
C. MpaBW/ia BHeLLHEel Nepennckn opraHmsaumm

d. MHCTPYKUMA NO Aenonpons3BoaCcTBY

Bonpoc 52

Cpeain NoKanbHOW OpraHU3aLnMoOHHO-PaCcNoPAANTENbHON AOKYMEHTALMM BbICLLIUM HOPUANYECKUM
cTaTycom obnapaer:

Bbibepute oanH oTBET:

a. OpraHM3auyoHHaA OKYMeHTauma

b. pacnopaantenbHas gOKyMeHTaLmA

C. M"HOOPMALMOHHO-CMPABOYHAA AOKYMEHTALMA

d. Bce rpynnbl Opl'aHVI33LI,VIOHHO-paCFIOp‘r'I,CI,VITel'IbHOﬁ AOKYMEHTaLlnun 06ﬂaAaIOT O MHAKOBO BbICOKUM
ropnanyecCkmMm Ctatycom

Bonpoc 53

B Kakom paay Bce nepeyncieHHble BUAbl OKYMEHTOB OTHOCATCA K OPraHn3aLMOHHO-NPaBOBbIM:
Bbibepute oanH OTBET:

a. NONOXEHWE O CTPYKTYPHOM NnoapasaeneHnmn, AOKHOCTHAA MHCTPYKLUMA, aHaIMTUYeCcKana cnpaBKa

b. NpaBuna BHyTpPeHHero TPYA0BOro pacnopsaaka, 4OKHOCTHON PernaMeHT, aAMUHUCTPATUBHbIN
pernameHT

C. YCTaB, WTATHOE pacnuncaHne, oT4eT

d. yupegutenbHblii goroeop; ykas MNpesungeHTta PP; MHCTPYKUMA NO 4e/10NPOU3BOACTBY

Bonpoc 54
B KaKmx opraHusaunax moxet HE BecTmcb KagpoBasa AOKYMEHTALMA:
Bbibepute oanH OTBET:

a. KagpoBasa AOKYMEHTaLMA BeeTcA BO BCEX OPraHM3aLMaAX He3aBUCMMO OT MX
OpraHn3aUMoOHHO-NPaBoOBOI GOPMbI

b.B HeKoOMMmepYyeCKUX opraHm3aumax
C. B Ka3eHHbIX roCy4apCTBEHHbIX y4peXaeHNAX

d. B akUMOHepHbIX 0b6LIecTBax



Bonpoc 55

Kakue pacnopagutenbHble LOKYMEHTbI M34aOTCA MO OnepaTUBHbLIM BONPOCaM U ANA OpraHM3aumum
WUCNONIHEHUA APYTUX PAaCcNOPALUTENBHBIX LOKYMEHTOB:

BbibepuTte ogMH OTBET:
a. NpuKasbl

b. peweHuns

C. NOCTaHOB/IEHUSA

d. pacnopsxeHus

Bonpoc 56

Kakune pacnopagunTenbHblie JOKYMEHTbI OTHOCATCA K JOKYMEHTaM, CO34aBaeMbIiM B YC/TOBUAX
KOoNnernanbHoOCTu:

BbibepuTe 04MH OTBET:
a. pelweHuns
b. npukasbl
C. yKa3aHus

d. pacnopskeHus

Bonpoc 57
Kakomy NOHATUIO COOTBETCTBYET CNeAyloLan XapaKTepucTuKa:

3T0 AOKYMEHT, COAEpKaLMii NpaBMa NoBeAEeHMA, PAaCNPOCTPAHAIOWMECA Ha HeONpeAeneHHbIN Kpyr
/1L, U34aHHbIe Ha OCHOBaHWM U BO MUCNoIHEHWe deaepanbHOro 3aKoHo4aTeNbCTBa, 06a3aTeibHble AN1A
MCMNOMIHEHUA OpraHamm rocyAapcTBEHHOM BAACTM, MECTHOTO CaMOYNpPaBAEHMUSA, UX SOHKHOCTHbIMM
NNUAMM, IOPUANYECKUMM TIMLAMU U TPaXKAaHaMMK.

Bbibepute oanH OTBET:

a. HEHOPMATMBHbI NPaBOBOM aKT
b. HOpmaTMBHbIN NPaBOBON aKT

C. NPaBOBOM aKT

d. HopmbI NpaBga



Bonpoc 58

Kakumu cnoBamm A0/1KEeH HaUMHATLCA TEKCT NMPUKasa, eC/iv ero M3gaHue Bbi3BaHO HEOBX0ANMMOCTbIO
OCYLLLECTBNEHMA COBCTBEHHOM AeATeNbHOCTM N0 UHULMATMBE OpraHM3aLum:

BbibepuTte ogMH OTBET:
a. «Bo ncnosHeHwe...»
b. «B cBAsm c...»

C. «Ha ocHoBaHuW...»

d. «B cooTBeTCTBUM C....»

Bonpoc 59

B KaKoW yactu pacnopagnTesibHOro A4OKymMmeHTa H606X0,£|,V|M0 nomeulaTtb nepevyeHb 4OKYMEHTOB,
YTPATUBLLUUNX CUAY NN noANneXawnx UISMeHEHNIO B CBA3U C U3AaHNEM OAHHOIO aKTa:

BbibepuTe 04MH OTBET:

a. B NepBbIX MNyHKTax pacnopaaunTeibHoM Yactu
b. B KOHCTaTMpYytOLWEM YacTu

C. B KOHLLE TEKCTa

d. B 1to6oM NyHKTE pacnopsaauTesibHON YacTu

Bonpoc 60
Kakomy NOHATMIO COOTBETCTBYET C/eAytoL,an XapakTepucTmKa:

[oKkymeHTbl, 06nagatolime 1opunamMyeckon CUaon, M3gasaemble pyKOBOACTBOM OpraHMU3aLumnmn u
coaeprKallpme ynpasaeHYeckue peleHna, HanpasaeHHble Ha BbINOIHEHNE TEKYLMX U NepCneKTUBHbIX
3apauy:

BbibepuTe 04MH OTBET:

a. OpraHM3aLMOHHO-NPABOBbIE AOKYMEHTbI
b. 4OKYMEHTbI MO IMYHOMY COCTaBy

C. UHGOPMALMOHHO-CMPABOYHbIE AOKYMEHTbI

d. pacnopaanTenbHblie AOKYMEHTbI



Bonpoc 61

Kakoi nokymeHT asnseTca 06a3aTeNibHbIM NPU AOKYMEHTUPOBAHUMN TPYAO0BbIX OTHOLEHNN MeXay
paboTHMKOM M paboTogatenem:

BbibepuTte ogMH OTBET:

a. TPYA0Ban KHUXKKA

b. pexxum Tpyaa

C. AO/MKHOCTHAA UHCTPYKLMA

d. KONNEKTUBHbLIN AOroBOP

Bonpoc 62

an oTnpasBKe KaKoW Pa3HOBUAHOCTU NMUCbMaA MOXHO OrpaHNYnTbLCA d)aKCMMMﬂbHOﬁ CBA3bHO NN
3}'IeKTp0HHOI‘/JI noyTtoi 6es AOCbIZIKN KOPPEeCNOHAEHTY NOA/TMHHUKA!

BbibepuTe 04MH OTBET:
a. PeK1IaMHOro NUcbma
b. nncbma-3anpoca

C. MMCbMa-3aKasa

d. nucbma-HanomMunHaHuA

Bonpoc 63

Kak ponxeH NOCTYyNUTb NCNOJTHUTEND, I'IO,CI,I'OTOBMBLIJVIVI Aenosoe nNnMcbmo, eCnim pykosoguTesib otaena
nAaHUpPOBaAHNA, BU3a KOTOPOro H606X0,CI,MMa, Haxo4auTCA B KOMaHAMPOBKeE:

BbibepuTe 04MH OTBET:

a. ’KAaTb BO3BPALLEHMA PYKOBOAUTENA OTAENA NAHUPOBAHMA U3 KOMAHANPOBKU
b. nepeaaTb NMCbMO Ha NOANMUCHL pyKoBoAMTENO 6€3 BU3bI

C. 3aBM3MPOBaTb MMCbMO Y 3aMECTUTENA PYKOBOAUTENA OTAEeNa NAaHUPOBaHUA

d. 3aBU3NPOBATb NMNCbMO CaMoMy

Bonpoc 64
Yem nucbmo-npeanoxeHne (opepta) oTaMYaeTca OT PEKIAMHOIO NUCbMa:
Bbibepute oanH OTBET:

d. HanpaBaAaeTca NpoaaBLOM NOTEHLMA/IbHbIM MOKYyNaTenAM C NpegaoxeHnem ToBapoB Uan ycnyr



b. He cBA3bIBaeT Nnpogasua 06s3aTeIbCTBOM NPOAAThL TOBAP
C. COAEPKUT HaMepPEeHMeE 3aKN0UNTb CAEKY C YKazaHMeM ee KOHKPETHbIX YC/I0BUiA

d. cTumynunpyeT MHTEpeC K TOBapy U KenaHue ero npnobpectu

Bonpoc 65

K Kakol pasHOBMAHOCTM MMCEM OTHOCATCA MUCbMa, C MOMOLLbHO KOTOPbIX MPOCAT BbICNaTh ObULMAbHbIE
CBEAEHMA WU AOKYMEHTbI:

BbibepuTte ogMH OTBET:
a. NMCbMO-U3BeLLeHne
b. nncbmo-npocuba

C. MMCbMO-3aKa3

d. nucbmo-3anpoc

Bonpoc 66
OpraHusayma noayyYnaa NMCcbMo-Npocbby cneayroLLero CoaepKaHus:

Mpocrm Bac npefocTaBUTb MECTO A/1A NPOXOXKAEHUA NPeAAUNIOMHOM NPaKTUKKN CTyAeHTKe 5 Kypca
O4YHOM PpopMbl 0byYeHMA paKybTeTa Negarormyeckoro o6pasoBaHms U cepPBUCHbIX TexHoormi PreQy
BMO «MarHMTOropckuii rocyA,apCcTBeHHbIN YHUBEPCUTET», MO HanpaBaeHUIo «[LOKyMeHTOBeAEHME U
apxusoBegeHue» Mepgseaesoi AHHe AHgpeesHe ¢ 01 ¢peBpana no 28 mapTa 2013 T.

YKaxuTe, KaKol u3 BapMNaHTOB OTBETA 6yp,eT bonee npaBnU/IbHbIM:

BbibepuTe 04MH OTBET:

COO6LLI,aEM, YTO Halla opraHn3auna npegoctaBuUT MeCcTo ANA NPOXOXAEHNA NPAKTUKN ONA Ballemn
CTYOAEHTKNU.

b.

Ha Bawe nncbmo oT ... N2 ... coobLuaem, YTo roToBbl NPesoCcTaBUTb MeCTo s
NPOXOXAEHMANPEAANNNIOMHOM NPAKTUKKM CTYAEHTKE 5 Kypca ouHoM popmbl 06yyeHUsa pakynbTeTa
nefarormyeckoro obpasoBaHmaA U cepBUCHbIX TexHonormii Pre0Y BMO « MarHUToropckuii
rocyfapcTBeHHbIM YHUBEPCUTET», MO HanpasaeHuto «[JokymeHTOBeAEHWE U APXMBOBEAEHNEY
MepgBepneBoi AHHe AHapeesHe ¢ 01 ¢peBpana no 28 mapTta 2013 r.

Coobluaem, 4To Halla OpraHU3aLMa roToBa NPeaoCcTaBUTb MECTO A/1A NPOXOXKAEHUANPEAANNIOMHOW
NPaKTUKKN CTYAEHTKe 5 Kypca o4HoM popmbl 0byyeHMA daKyabTeTa Negarornieckoro obpasosaHma u
cepBUCHbIX TexHonornit PreQY BMO «MarHMTOropcKuiA rocy4apCcTBEHHbIA YHUBEPCUTETY, NO
HanpasfeHuio «JokymeHToBeAeHMEe U apxnusoBeaeHne» MeaseaeBoit AHHe AHapeesHe ¢ 01 pespans
no 28 mapta 2013 .



d.
YBaxkaemble kKonnerun!

NHpopmmpyem Bac o Tom, 4TO Mbl paabl NpeaoCcTaBUTb MECTO A/1A NPOXOXKAEHMA NpeaannioMmHON
npaKkTUKK Bawei ctyaeHTKe Megseaesoit AHHe AHApeeBHe B 0603HaUYeHHble Bamu cpoku.

Bonpoc 67

YKaxkunte Hanbosiee «KeCcTKkUin» N HeYMeCTHbIN BapuaHT OTKasa:

BbibepuTte ogMH OTBET:

a. B cBA3uM C ... Bawe NpeanoxXeHne He MOXKET BbITb NPUHATO

b. B cBA3K C ... Balle NpeasioXKeHne Hamu He NPUHUMaEeTCs

C. B cBA3U C... AenapTamMeHT He MOKET COr/IacUTbCA C BallMM NpeasiorKeHnem

d. anIHFlTb Balwe npeanoxXeHne He npeacraBaiaeTca BOSMOXKHbIM B CBA3U C ...

Bonpoc 68

YKaxnTe, Kakasa 13 STUKETHbIX 3aKAt04MTEeNbHbIX dpa3 OyaeT yMeCTHON B TEKCTE Ae/10BOr0 NMCbMA:
Bbibepute oanH OTBET:

a. Hapeemca Ha gantenbHoe NJ0A0TBOPHOE COTPYAHUYECTBO

b. K coxkaneHuto, Mbl NO34HO NOAYYUIN BalLe NPESIOKEHME U HE CMOTI/IN UM BOCMO/1b30BATLCA

¢. OueHb paapl oKasatb Bam ycayry

d. K C4aCTblo, HaWwkn onaceHnA 06 OCTaHOBKe NMOCTaBOK 060py,ﬂ,OBaHMﬂ He noaTBepanincCb

Bonpoc 69
Kakune nMcbma ABNAOTCA MHOTOaCMeKTHbIMU:
Bbibepute oanH OTBET:

a. MUCbMa, cocToAlne 13 TpéX nnn LIETpréX CMbIC/I0BbIX YacTemn (BCTyI'II'IeHVIe, OCHOBHAaA 4acCTb,
3aKNo4YeHUe, npeaynpexaeHme Nnm 3akn4YnTe/sibHble 3STUKETHbIE d)OpMyan)

b. NMNCbMa, NOCBALWEHHbIE HECKOJ/IbKMUM BOMPOCaM

C. KOMMNNEKC NNUCem, ABNAKOLWNXCA pe3y/1IbTaTOM NEPENNUCKN AeN0BbIX MAPTHEPOB MO O AHOMY NN
HECKOJ/IbKMM BOMpPOCam

d. nucbma, dBTOPaMU KOTOPbIX ABNAKOTCA HECKO/IbKO 1N, KaXXJ0€ U3 KOTOPbIX BbICKAa3bliBaAE€T CBOKO TOYKY
3peHnA Ha OTpa)KeHHbIVI B NMNCbme BOMpoOC.



Bonpoc 70
M3 KaKMX KOMMNO3ULMOHHbIX YaCcTel COCTOMT NPUBEAEHHDbIN HUMXKE TEKCT MMCbMa:

B cooTtBeTcTBUM C pacnopsrkeHnem deaepanbHOro ynpassieHUA No genam 0 HECOCTOATE/IbHOCTHU
(baHkpoTcTBE) OT 19 OKTABPA 2004 r. No 75-P Hanpasasem Bam akTbl C KOMNAEKTaMW OKYMEHTOB MO

npeanpuATUAM:
1. BOoCTpAKOBCKMIN mAconepepabaTbiBaloLWmMii KOMOUHAT;
2. ®abpuKa geTckom urpywkm Ne 3.

BbibepuTe ogMH OTBET:

a. BBegeHue obocHoBaHMe

b. BBegeHwue, 3aknoueHme

c. obocHOBaHue, 3aKN04YeHne

d. BBeaeHune, 060CHOBaHMe, 3aKnK4yeHune

Bonpoc 71

Kakoi1 KnaccMdMKaLMOHHbIV NPU3HAK NOMOXKEH B OCHOBY AeNeHWA Ae/I0BOM Nepennckm Ha
opUUMANBHYIO U NINYHYIO:

BbibepuTe 04MH OTBET:

a. Mo Ha3Ha4YeHu o

b. no mecTy HaxoxAaeHuWs agpeca

C. M0 NOJIOKEHUIO B CUCTEME LOKYMEHTO0bopoTa

d. No NoNoXKeHUIo B MepapXMM yNpaBaeHns

Bonpoc 72

Kakue nncbma noAnucbiBatoTcA ABYMA TMLAMKN — PYKOBOAMUTENEM OPraHM3aLMm 1 IaBHbIM
byxrantepom:

BbibepuTe 04MH OTBET:

a. NMCbMa-3anpochl

b. rapaHTWiiHble NUCbMa

C. CONPOBOAUTE/IbHbIE NMNCbMA

d. peKNaMHbie NCbMa

Bonpoc 73



Ha Kakom 13 MHGOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB MOXKET 6bITb opopmaeH rpud yTeepKaeHns:
Bbibepute oauH oTBeT:

a. CNUCOoK

b. cnpaska

C. aKT

d. cnyxebHas 3anucka

Bonpoc 74

Kakasa pa3HoBMAHOCTb 3anncok opopmnaeTca Ha bnaHke  opraHusauuu:
Bbibepute oanH oTBET:

a. 06bACHUTENbHAA 3anucKka

b. BHewHAA AoKNaAHaA 3anucka

c. cnyxebHana 3anucka

d. BHYTPEHHAA AO0KNaAHaA 3annCKa

Bonpoc 75

Kakoli Bz 3anncKku 06A3aTeIbHO perncTpupyeTca:
Bbibepute oanH OTBET:

a. BHELWHAA AOKNaAHAA 3aNnCKa

b. BHYTpeHHAs foKNaAHaA 3anuncka

C. 06BACHUTENBHAA 3aMMCKa

d. cny*kebHas 3anucKa

Bonpoc 76

Ha Kakue pa3HOBMAHOCTU AeNATCA AOKNAAHbIE 3aMNCKM MO XapaKTepy CoAeprKaHMA U HasHavyeHuA:
Bbibepute oanH OTBET:

a. BHYTPEHHME U BHELHWe

b. opmumancHbie U ANYHbIE

C. pa3bACHUTE/IbHbIE U ONpaBAaTebHble

d. UHUUMNATUBHbIE, VIH(I)OpMaLl,MOHHbIe N OTYETHbIE



Bonpoc 77

Kakoi pa3sHOBMAHOCTU AOKNAAHbIX 3aMMCOK COOTBETCTBYET CAeAYHOLAA XapaKTePUCTMKA: «ITH
AOKNaZHble 3anNUCKN MHOOPMUPYIOT O 3aBepLLUeHnM paboTbl, ee 3Tana, BbINOJHEHUN YKa3aHWUN,
PaCnoOpPAXKEHWNN N T.M.».

BbibepuTte ogMH OTBET:
a. MHpopMaLMOHHas
b. noAcHUTENbHbIE

C. OTYETHbIE

d. MHMUMaTUBHbIE

Bonpoc 78

Kakas pa3HOBUAHOCTb 3aMMCOK HE COAEPKUT BbIBOAOB U NPeaNOKEHUN:
Bbibepute oanH oTBET:

a. UHMUMATMBHaA AOKNaAHaA 3anncKka

b. 06bsicHUTENbHAA 3aNKCKa

C. IMYHan 3anucKa

d. cny*kebHas 3anucKa

Bonpoc 79

Kakomy Buay nHGopmMaumMoHHO-CNPaBoOYHOMN AOKYMEHTALMM COOTBETCTBYET C/IeAyloLLee onpeaeneHme:
«3T0 GOpMa BHYTPEHHEW 4,e/10BOM NEePENUCKM MeXKay NoApasaeeHUAMM OpraHM3aLmm nam
AO/MKHOCTHLIMM INLLAMU, HE HAaX0AAWMMMUCA B NPAMOM MOAYNHEHUNY.

BbibepuTe 04MH OTBET:
a. AOK/aAHas 3anucka
b. cnyxkebHasn 3anucka
C. OT3bIB

d. aKT.

Bonpoc 80

Kakomy Buay nHGopmMmaumoHHO-CNpaBoYHON OKYMEHTAL MM COOTBETCTBYET CeAyloLiee onpeaeneHme:
«ITO AOKYMEHT, COCTaBNAEHHbIV ANA NOATBEPIKAEHWNA YCTAHOBAEHHbIX GaKTOB, COOLITUIA, AeNCTBUINY.

BbibepuTe 0auH OTBET:

a. aKT



b. npoTtokon
C. MMCbMO-NOATBEPKAEHNE

d. cnpaska

Bonpoc 81

Kakomy Buay nHdopmaLmMoHHO-CNpaBoYHON OKYMEHTAaLMM COOTBETCTBYET C/eAyloLiee onpeaeneHme:
«ITO AOKYMEHT, COAEPKallMii nepevmcieHmne auu, NnpeameTos, 06beKToB B onpeaeieHHOM NopsAaKe,
COCTaB/IEHHbIN B LLenAX MHGOPMUPOBAHNA UAN PETUCTPALUMN Y,

Bbibepute oanH oTBET:
a. nepeyeHb

b. cnpaBka

C. CBOAKA

d. cnucok

Bonpoc 82

Kakomy Buay nHGopmMauMoHHO-CNPaBOYHON AOKYMEHTALMM COOTBETCTBYET CIEAYIOLLMIA TEKCT:

®edepanvHoe ynpasaeHue rno 8eaam o HecocmosmesasbHocmu (6aHKpomcmee) Ha OCHO8AHUU
npedcmasseHHbIx Ty2ypabiKCKUM UemMeHmHbIM 3a800om (OpeHbypackas obaacme, noc. Tyaypaesik, y-.
LeHmpansHas, 0.1) dokymeHmos byxeanmepckoli omyemHocmu no cocmosHuto Ha 30.04.2013:

- byxzanmepckuli 6anaHc (popma 1);

- omyem o npubslasx u ybeimkax (gpopma 2)

U NposedeHH020 AHAU3A YUHAHCOB020 COCMOAHUSA NPEeSnpuUasmMuUs, ycmaHoseus0, Ymo OaHHoe
npeonpusmue A8,9emcs HernaAamemecrnocobHbIM U UMeoUUM Hey0o8/1emeopumesbHyo CmpyKkmypy
b6anaHca (npednpusmuem-00aXHHUKOM).

OcHosaHue:

KoagppuyueHm mekyujeli nukeudHocmu rno 6anaHcy npednpuamus =18%;

KoaghgpuyueHm obecneyeHHocmu cobcmeeHHbIMU 060poMHbIMU cpedcmeamu 1o 6anaHcy
npednpuamus = 8%;

KoaghghuyueHm soccmaHosneHuA no banarcy npednpuamusd =10%.



Pykosodumerib CmenaHos rn.A.
CmenaHos

Bbibepute oauH oTBeT:
a. crnpaBsKa

b. 3akntoueHne

C. OT3bIB

d. cBogKa

Bonpoc 83

Kaknum goKyMeHTOM HeobxoaMmo 0hopMUTb pe3y/bTaTbl PEBU3NKN OTAE1a NPOAAXK OpraHU3aLmK:
BbibepuTe o4WH OTBET:

a. CnpaBKoM

b. akTom

C. UHPOPMALMOHHBIM MUCbMOM

d. cBogKom.

Bonpoc 84

KakoBO MMHUMaNbHOE KOIMYECTBO L, NOAMUCHIBAIOLLMX aKT:
Bbibepute oanH OTBET:

a. 0auH

b. Tpu

C. ABa

d. yetbipe.

Bonpoc 85

Ha Kakux paboTHunkoB HE 3aBogmMTCA AMYHAn KapTouKa:
Bbibepute oanH OTBET:

a. Ha pabOTHMKOB, NPUHATLIX Ha MOCTOAHHYO paboTy

b. 3aBoaAUTCA Ha BCcex pabOTHMKOB NpeanpuaTUa 6e3 UCKAYEeHUA
C. Ha pabOTHUKOB, MPUHATbIX HA BPEMEHHYI0 paboTy

d. Ha paboTHMKOB, NPUHATbIX HAa PabOTy NO COBMECTUTENIbCTBY



Bonpoc 86

MpoagonxkuTe onpegeneHue: popmynap-obpaseuy,— 3710 ...

Bbibepute oauH oTBeT:

a. Habop PeKBU3UTOB, UAEHTUOULMPYIOWMX aBTOPA OPULLIMANIBHOTO MUCbMEHHOTO JOKYMEHTA

b. Mogenb nocTpoeHna AOKYMeHTa, yCTaHaBAnBatoLWan 061acTb npumeHeHus, GopmaTtsl, pasmepbl
nonem, TpeboBaHMA K NOCTPOEHUIO KOHCTPYKLMOHHOM CETKM M OCHOBHbIE PEKBU3UTDI

C. Habop PeKBU3UTOB OPULNAABHOIO MMCbMEHHOIO AOKYMEHTA, PACMO/I0KEHHbIX B onpeaeneHHoMN
nocseA0BaTeNbHOCTU

d. TMNOBaa mogenb, coaepKalas COBOKYNHOCTb 0653aTeNbHbIX PEKBU3UTOB, CBOMCTBEHHbIX
AOKYMEHTaM YHUOULMPOBAHHOMN CUCTEMbI OPraHN3aLMOHHO-PaCNoPAANTENIbHON AOKYMEHTALNN U
pacnosioXKeHHbIX onpeaesieHHbIM 06pasom.

Bonpoc 87

KaKoli peKBU3NT, pacnoNOXKEHHbIN BbiLle TEKCTA, OTHOCUTCA K 3aro/I0BOYHOM YacTu:
Bbibepute oanH OTBET:

a. rpud yTeepKAeHUA

b. ccblnika Ha PerncTpaLmMoHHbI HOMEP U AaTy AOKYMEHTa

C. pesonouma

d. oTmeTKa o KOHTpPONE.

Bonpoc 88

Ha Kakux 61aHKax pacnonaraetca FocyaapcTBeHHbIV repb Poccuitickol degepaunm B 04HOLBETHOM
BapuaHTe:

Bbibepute oanH OTBET:
a. peweHuni BepxosHoro Cyaa Poccuinckoit Peaepaumnu
b. MeBeLOMCTBEHHOM KOMMUCCUM MO 3aLLMTE FOCYAaPCTBEHHOM TalHbI

C. AUNNOMATUYECKMX NPEACTABUTENbCTB, KOHCY/IbCKUX YUPEKAEHNM N UHbIX 0DULNANbHbIX
npeactasutTenbcTs Poccmninckon Pepepaumm 3a npegenamm Poccuinckon Pegepaunm

d. AamnHucTpaumnm MNpesmgeHTa Poccuiickoin Pepepaumu.

Bonpoc 89

B Kakol AOOKYMeHTaUuunn 3aKpenaieHo CoKpaweHHoe HanmeHoBaHMNeE OopraHmn3saunn:



BbibepuTte ogMH OTBET:
a. OpraHn3aLUMOoHHOM
b. pacnopsautenbHomn
C. yuypeauTenbHom

d. MHpOpMaLMOHHO-CNPaBOYHOM

Bonpoc 90

Kakue peKkBM3nTbI COCTaBAAIOT CNPaBOYHYIO MHbOPMaLMIo 06 opraHM3aumn-aBTope OKYMEHTa:
Bbibepute oanH oTBET:

a. Ko, opraHusaumm, cnpaBoyHble AaHHble 06 opraHn3aumm, Kog GopMbl AOKYMEHTA

b. HaMmeHoOBaHMe BbileCTOALLEN OpraHn3aumn, Kog opraHusaumm, OFPH, UHH/KNN

C. CMpaBoYHble AaHHble 06 opraHM3auum, Kog opraHusaumnn, OFPH, MHH/KMN

d. HaMmeHoBaHWe BbILECTOALLEN OpraHM3auuK, CNPaBoYHbIE AaHHbIe 06 OpraHU3aLnn, Kog
OpraHusaumm, Kog Gopmbl JOKYMEHTA.

Bonpoc 91

Ha 61aHKax Kakmx gokymeHToB HE yKa3biBaeTcA HaMMeHOBaHME BUAA SOKYMEHTa:
Bbibepute oanH OTBET:

a. cnyxebHoro nucbma

b. LOMKHOCTHOW MHCTPYKUMK

C. CNpaBKun

d. cny*KebHoM 3anNncKm

Bonpoc 92

Kakum fOoKyMeHTOM HeobXoAnMo opopMUTL BO M3beKaHMe HapyLeHus Hopm TpyA0Boro KogeKkca
NMCbMeHHOEe HaNnOMMHaHMe 0 HeO6X04MMOCTU ABUTLCA A1A NOAYYEHUA TPYA0BOM KHUKKM YBONIEHHOMY
pPaboTHUKY, HE NOYyYMBLUEMY €€:

Bbibepute oanH OTBET:

a. pakcorpamma

b. SMS-coobuieHune

C. 3/IEKTPOHHOE coobLieHMe

d. 3aKa3Hoe NUCbMO.



Bonpoc 93

Kakoi pasHOBMAHOCTM NMCbMa COOTBETCTBYET CAeAytollan A3bikosas popmyna: «Mpeacrasasio Ha
YTBEPKAEHME MPOEKT MaHa...»:

BbibepuTte ogMH OTBET:

a. conpoBoAnuTeIbHOE NUCbMO
b. npocbba

c. opepTa (NpeanoxkeHue)

d. npeacrasneHune

PA3AEN 3

IMpakruuyeckoe 3aganue 1 (3 pasgen)

Tema 1.

Onumure CTPYKTYpY JOKYMEHTAIbHOTO (OHIAa OpraHu3ald MWId OJHOTO U3
CTPYKTYPHBIX TIOApa3/ielieHuid opranu3anuu Bameit 6a3bl MpakTHKH.

1.1. N3yunte noxymeHTanbHBIM (DOHI OJHOTO W3 CTPYKTYPHBIX IOJpa3ICICHHI
NpEeNnpusITHs WM opraHuzanuu Bameil 06a3pl nmpakTuku. Bbl MoXkeTe BOCHOIb30BaThCS
HOMEHKJIaTYpOU A€ MOJIpa3AesICHHs] WU CBOJIHOM HOMEHKJIATYpOU JIeJ OpraHU3alyu.

1.2. BoinonHuTe Kaccu@ukaiiio TOKyMEHTOB B COOTBETCTBUH C BBIIOJIHIEMON UMU
YIpaBJICHYECCKON (yHKITUEH.

1.3. CootHecuTe BblJeNeHHbIE Bamu rpynmbel JOKYMEHTOB C OCHOBHBIMH
(GyYHKIIMOHATBHBIMUA CUCTEMAMHU JIOKyMEHTOB, HCTIOJIb3yeMbIMH B Poccuiickoit denepanuu.

14. CocTaBbTe CXeMY JIOKYMEHTAJILHOTO (hoHmA.

Tect Kk pazaeny 3.1

Bomnpoc 1

[IpomomxuTe onpeaesieHne: CucTeMa TOKyMEHTAI[UU — 3TO. ..

Bri6epute 0/1uH OTBET:

a. COBOKYITHOCTb JOKYMEHTOB, CBSI3aHHBIX MPOLEAYPON NPUHATUS YIPABIEHYECKOTO
pelieHus

b. COBOKYMHOCTH JOKYMEHTOB, B3aWMOCBSI3aHHBIX MOJ MpPHU3HAKAM IPOUCXOXKICHUS,
Ha3HAa4YeHUs, BUA, CPephl NEATENbHOCTH, €AUHBIX TPeOOBaHUN K OPOPMIICHHUIO

C. TOKYMEHTBI U MAaCCHBBI IOKyMEHTOB B MH(OPMALIMOHHBIX CUCTEMAX, YIOPSAIOUYECHHBIC
oTpeieN€HHBIM 00pa3oM

d. pa3sHOpOAHbIE 1O CBOEMY IPOUCXOXKIECHHIO, Pa3HOOOpa3HbIE MO BUAOBOMY COCTaBY
JOKYMEHTBI, 00pa30BaBIINeCs B MPOLIECCE IEATEIbHOCTH OTAEIBHOTO (PU3MUECKOTO JINLA

Bompoc 2

VYnpasnenyeckas QyHKIM, peaar3yeMast ¢ HOMOILBIO KaJpOBBIX JOKYMEHTOB

Bribepure o1H OTBET:

a. OpraHu3alluy ACITeTbHOCTH IPEIIPUITUS

b. KOHTPOIIb AEATETHLHOCTH PEITPUITHS

C. yIIpaBJIeHHE MTEPCOHAIIOM MPEIIPUATHS

d. mmaHupoBaHue AEATEILHOCTH MPEATPUATHS

Bompoc 3



K opraHn3anmoHHBIM JOKYMEHTaM MPEIIPUATHS OTHOCSATCS BUIBI JOKYMEHTOB:

Bribepure oauH OTBET:

a. pacnopsiKeHUe

b. TeXHUYECKUE YCIOBUS

C. IOJDKHOCTHASI HHCTPYKIIHS

d. akT

Bomnpoc 4

K nHpopMannoHHO-CIIPaBOYHBIM JIOKYMEHTaM OTHOCSTCS:

Bribepure oauH OTBET:

a. IpuKa3

b. yctaB

C. 0OBSICHUTENbHAS 3aIFCKa

d. mocranoBnenne

Bomnpoc 5

OcHOBHas KjIacCU(UKAIMOHHAs €AWHMIA B (YHKIMOHAJIBHOW KiaccH(UKaUU

JTOKYMEHTOB

Br16epute o/1uH OTBET:

a. TOJUTMHHUK JTOKyMEHTa

b. Bua nokymeHTa

C. JIeJIo

d. my6énukar qoKyMeHTa

Bomnpoc 6

OyHKIMOHANBHAS KITACCU(PHUKAIHS JOKYMEHTOB OCYIIECTBISCTCS IO CICIYIOMEMY
OCHOBAHUIO

Br16epute 0/1uH OTBET:

a. MH(OpPMAIMOHHAsL COCTABJISIONIAs TOKYMEHTa

b. Bpemsi osIBJIEHUS TOKYMEHTa

C. coco0 3akperuieHrs HHPOpMaIMK Ha MaTepruaIbHOM HOCUTETIE

d. Bua MaTepualbHOrO HOCUTENS JOKYMEHTA

Bomnpoc 7

Vkaxxure BUA JOKYMEHTA, BIACISAEMbIH 10 (PyHKIIMH yIIpaBICHUS

Beibepure ouH OTBET:

a. aHKeTa

b. oTuér

C. Iocbe

d. 2IeKTPOHHBIN TOKYMEHT

Bomnpoc 8

C noMmolIpl0 OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB pealu3yeTcs yIpaBlieHUYecKas
GbyHKIHSA

Bribepure ouH OTBET:

a. HOpPMaTUBHO-METOIMYECKOT0 00eCreueH s YIpaBICHUs PEAIPUATHEM

b. KOHTPOJIS AEATEIBHOCTH NPEAIPUITUS

C. peryJMpoOBaHUs ACATEIbHOCTU IPEANPHUATUS

d. opranuzanuu 1esTeIbHOCTH NPEANPUATHS

MpaKTnueckoe 3agaHue 2 (3 pasgen)

Tema 2. OnuwuTe SOKYMEHTaNbHbIN GOHA OpraHM3aummn AN OAHOTO U3 CTPYKTYPHbIX NoApasaeneHui
opraHusaunu Bawei 6a3bl NPaKTUKKM B acnekTe YHUPUKaL MM

2.1. OnpeaenunTte n NEPEYNCAUTE, KaKMe YHUOULMPOBAHHbIE CUCTEMbI AOKYMeHTaumMm(YCA)
ncnonb3syet Bawa 6a3a npakTuK.

2.2. N3yumnTe AOKYMEHTbI CUCTEMbI OPraHN3aLMOHHO-PACcNoPAANTENbHON AOKYMeHTaunn (OP/),
ncnosnbsyemble 6230l NPaKTUK, U NPUBEAUTE NPUMEPLI LOKYMEHTOB, M3rOTOB/IEHHbIX C



NCMONb30BaHUEM YHUPULMPOBaHHbIX Gopm AokymeHToB (YP/1), onpeaenute Koabl 3TUX Gopm no
Obuiepoccuitckomy KnaccuduKkaTopy ynpasaeH4eckoln gokymeHTaumm (OKY).

2.3. OcywectBuTe aHanM3 5 foKkymeHTOB Balueli 6a3bl NpakKTUKK M NpUBEAUTE NPUMEPbI N3TOTOBIEHMUA
OOKYMEHTOB C UCNOJ/Ib30BAHMEM

- pa3HbIX YHUOMUMPOBAHHbIX popmaToB bymaru,
- pasHbix BUAOB 61aHKa AOKYMEHTA],
- pasHbix opm YHUPUKALMM TEKCTa,
- MNOHATUMNHOW YHUPUKAUMM UAN YHUDUKALUN TEPMUHOIOTUN.
2.4. YKaxuTte uenecoobpasHocTb NpoBeaEHHON YHUPUKAUMK. CaenaliTe CCbIIKY Ha CTaHAAPTLI.
2.5. Ha ocHOBe M3y4YeHHbIX 4OKYMEHTOB cocTaBbTe pparmeHT Tabens ¢opm LOKYMEHTOB OpraHU3aLMu.

B npoekte Hosoi FCA0Y npeanaraeTca npumepHan popma tabens

Tabnvua
®opma mabena YOI
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Tect mo pasneay 3.2

Bomnpoc 1

OOpa3upl  yHUDUUIUPOBAHHBIX (OPM JIOKYMEHTOB, DPa3peIIEHHBbIX K IPUMEHEHHIO B
OpraHu3aluM, CUICTEMaTU3UPOBAHBI B CIEIYIOLIEM JTOKYMEHTE:

Beibepure ouH OTBET:

a. IepeyeHb TUIOBBIX YIPABICHYECKUX TOKYMEHTOB MIPEIIPUATHS

b. anibOboM yHUPHUITUPOBAHHBIX (POPM JOKYMEHTOB MPEATPUITHS

c. Tabenb YHU(PUIUPOBAHHBIX (POPM JTOKYMEHTOB IPEANPHUATHS

d. HOMeHKIaTypa Jies IpeanpUsaTHs

Bomnpoc 2

Komnozunus nucema — 3710. ..

Bribepure ouH OTBET:

a. pacroJio’KeHHe PEKBU3UTOB MCbMA U 3JIEMEHTOB TEKCTa Ha OJaHKe

b. mocnen0BaTeIbHOCTh PACIIONIOKEHHS IPETIOKEHUHN B TEKCTE IOKYMEHTa

C. «siI3bIKOBas (opMyIia» Muchbma

d. mocnenoBaTENbHOCTh B3aWMOCBS3aHHBIX CMBICIOBBIX 4YacTeil, 00bEeIMHEHHBIX
€IMHCTBOM TE€MBI

Bompoc 3

I'OCT P 6.30-2003 «TpebGoBanus Kk 0pOpMICHHUIO JOKYMEHTOB. ..» PETYIUPYET

Bribepure o 1H OTBET:

a. MpoekTupoBanue ciryxosl JJOY

b. opopmiieHne peKBU3UTOB TOKYyMEHTOB

C. OpraHM3aLHUI0 JOKYyMEHTO000pOTa B YUPEIKICHUH

d. ynpaBieHue JOKyMEHTaMH

Bomnpoc 4

biiank nokymeHTa — 3710...

Bribepure o1H OTBET:



a. HabOp PEKBU3UTOB, UICHTH(PUITUPYIOIIUX aBTOpa O(UIMATIHLHOTO TOKyMEHTA

b. TOKYMEHT, OTII€YaTaHHbIH B THIIOTpapuu

C. HaOpaHHBIN Ha KOMITBIOTEPE THUIIOBOM JOKYMEHT

d. JOKyMEHT C MOBTOPSIFOIIUMCS TEKCTOM

Bomnpoc 5

MeToa COBEpIICHCTBOBAHUS JOKYyMEHTOB U CHCTEM JIOKYMEHTAILIUU

Bribepure oauH OTBET:

a. CTaHJapTU3aLus

b. MoaenupoBanue

. mHpOpMaTH3AIUSI

d. cucremHbIii aHaIM3

Bomnpoc 6

YuauduuupoBanHas Gpopma J0KyMEHTa — 3TO

Br16epute o/1uH OTBET:

a. JOKYMEHT, CO3JJaHHbII C IPUMEHEHHEM KOMIIBIOTEPHON TEXHUKHU

b. hopMbI TepBUYHBIX YYETHBIX JOKYMEHTOB IO YUETY TPY/Ia M €r0 OTIAThI

C. COBOKYITHOCTh PEKBHU3HTOB, YCTAHOBJIEHHBIX B COOTBETCTBHH C PEUIACMbIMH B TAHHOM
chepe IeATETHPHOCTH 3aJayaMd M 3a(UKCHPOBAaHHBIMH B OIPEICICHHOM TOpPSAKE Ha
MaTepHaIbHOM HOCHUTEIE

d. TOKYMEHT, UMEIOIIMIA THITOBOE COJICpIKaHKe U 0popMIICHHUE

Bomnpoc 7

[TocranoBnenuem IlpaButenscrBa Poccuiickoit @enepanun ot 08.07.1997 Ne 835 «O
MEPBUYHBIX YIETHBIX JOKYMEHTaX» YTBEPIKIAeTCs

Br16epute 0/1uH OTBET:

a. Tabesb YHU(PUIMPOBAHHBIX POPM TOKYMEHTOB

b. TepmuHONIOTHS B 007aCTH JEIONPOU3BOACTBA U ApXUBHOTO JIeia

C. anpOOM 1O yu€Ty TpyJa U €ro OIUIaThI

d. HHCTPYKIUS N0 3aMOJHEHHIO TPYJOBBIX KHHKEK

Bompoc 8

CpoiicTBO  o(uIMAIBHOTO  JOKyMEHTa,  coolmaeMoe  eMmy  JACHCTBYIOIIUM
3aKOHOJATEIBCTBOM, KOMIIETEHIIMEH HW3/AI0lIero €ro opraHa M YCTAHOBJICHHBIM TOPSAKOM
0hOpMIICHHUS - ITO

Bri6epute 0/1uH OTBET:

a. KOH(PUIEHIUATBHOCTh

b. ropuanueckas cuia

C. AyTEHTUYHOCTh

d. monHoTa

Bomnpoc 9

Knaccudukanuss JOKyMEHTOB Ha HHAWBHIYyaJbHbIe, TpadapeTHble, MpUMEpHbIE
OCYILIECTBIISIETCS 1O CIEIYIOIIEMY OCHOBAHUIO

Bribepute o/1MH OTBET:

a. CTeIEeHb CII0KHOCTHU

b. crenens yHudpukanuu

C. CTENeHb TOYHOCTH

d. cTeneHp OTKPHITOCTH

Bompoc 10

JleaTenbHOCTh 10 YCTAHOBJIGHHIO U IIMPOKOMY MHOTOKPAaTHOMY HCIIOJIb30BAaHUIO
TpeOOBaHMUN, HOPM, MPABWJI U XapaKTEPUCTHK, KaK OOA3aTENbHBIX /sl BBINOJHEHUS, TaK H
PEKOMEH/yeMbIX, B HLEJAX JIOCTH)KEHUS ONTHUMAJIbHOM CTENEHH YINOPSJOYECHHOCTH B TOW WM
MHOU o0nacTH

Bribepure o1H OTBET:

a. yHU(UKAIUS

b. cucremaru3zanus

C. CTaHJapTU3aLUs

d. rapmoHmM3anus



IIpakTuyeckoe 3aganue 3.3

3.1. Kparko onuumure, HCHONb3YSd CXEMY, KOMIUIEKCHI JOKYMEHTOB, B KOTOpbIE
00BEeTMHSIOTCS JJOKYMEHTHBIE pecypchl Bamiero nacenénnoro myHkra, Bamero mpeampusrus,
Bamm nmuyHble TOKyMEHTHBIE pecypchl WM Bamieil cembu.

3.2. Ilepeuucnute aapeca M Ha3BaHUS OJIIEKTPOHHBIX OWMOMMOTEK, KOTOpble BBl
ucnosssyere. HazoBute nens Bamrero oOpaienus K 371€KTpOHHBIM OMOIHOTEKaM.

Tect k paznery 3.3

Bomnpoc 1

K «1iepBHYHBIM KOMITJIEKCAM JIOKYMEHTOBY MPEANPUATHS OTHOCUTCS

Bribepure oauH OTBET:

a. TOCYyJJapCTBEHHAS CUCTEMa CTaTUCTHKH

b. ToKyMeHTaIbHBINA (GOHI TPEATTPUATHS

C. COOPHHK HOPMATHBHBIX JIOKyMEHTOB TPEANPUATHS

d. apxuBHas KOJUICKITUS

Bompoc 2

[lepconanbHBIE CBEICHUS O TPaXIaHaX SBISIOTCS

Br16epute o/1uH OTBET:

a. KOH(pUIeHIMAIbHON HHpOpMaLen

b. uadopmarreit, OTHECEHHON K KOMMEPUYECKON TaliHe

c. nH(popMaImeH OTKPBITOTO JIOCTYIIA

d. napopmanuelt, OTHECEHHON K TOCYyJapCTBEHHOM TailHe

Bomnpoc 3

JlokymMeHTalbHbIN (OHJ - 3TO

Br16epute 0/1uH OTBET:

a. COBOKYITHOCTb JOKYMEHTOB, OOpa3ylOIIUXCS B JEATEIbHOCTH IOPUAMYECKOTO HIIU
(hbM3UYECKOTO JTHIIa 3 TOT

b. TOKyMEHTbI OPraHU3allu1, BbIICTICHHbIE K YHUUTOXKEHHUIO

C. IOKyMEHTbI OpTaHU3alli1, IOJITOTOBJIEHHBIE K C/lau€ B TOCYAapCTBEHHBINA apXUB

d. JOKyMeHTBHI, BKIIOYEHHBIE B Ta0elb YHUPUIIMPOBAHHBIX (OPM JTOKYMEHTOB
OpraHu3aIuu

Bomnpoc 4

COBOKYITHOCTh B3aUMOCBSI3aHHBIX U CTPYKTYPUPOBAHHBIX JTAHHBIX Ha MAIIHHOYUTAEMBIX
HOCHTEISAX, 00paboTKa, MOUCK U XpaHEHUE KOTOPBIX OCYIIECTBIsETCS ¢ oMoIIbio OBM, 3to

Bri6epute 0/1uH OTBET:

a. 2JICKTPOHHBIE 0a3bl TAHHBIX

b. a1ekTpoHHbIE OaHKU JaHHBIX

C. DJIEKTPOHHBIE KOMMYHUKATHUBHbBIE PECYPCHI

d. anexTpoHHBIC OMOINOTEKH

Bompoc 5

Komrneke J0KyMeHTOB — 3TO

Bri6epute 0/1uH OTBET:

a. COBOKYIHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX [0 MpPH3HAKAM [POUCXOXKIACHUS,
Ha3HAaYeHUs, BUA, CPephl IEATENBHOCTH, €AUHBIX TPeOOBaHUN K 0POPMIICHHUIO

b. HOMeHKIaTypa Jes OpraHu3aluu

C. MAacCHBBl JIOKYMEHTUPOBAHHON WHGOpPMAIUHU, YHIOPSIOYECHHBIE OIpeneIEHHBIM
obpazom

d. BUI WHGPOPMALMOHHBIX PECYPCOB, NPEJCTABICHHBIM COBOKYMHOCTBIO OTJEJIbHBIX
JOKYMEHTOB, MaCCBOB JJOKYMEHTOB B HH(OPMAIIMOHHBIX CHCTEMaX

Bomnpoc 6

DNeKTPOHHBIE HHPOPMAIIHOHHBIE PECYPChI, CO3/1aBAEMBbIE PA3IIMYHBIMU MPEANIPUATHIMH U
HEMOCPEICTBEHHO CBA3aHHBIE C OCYIIECTBICHUEM X OCHOBHOM JIESATEILHOCTH

Bribepure oJ1uH OTBET:

a. BCTpOeHHbIe HH(OPMAIIMOHHbBIE PECYPCHI

b. pacnipenenénubie HHPOPMAITMOHHBIE PECYPCHI

C. DJICKTPOHHBIC OMOTUOTEKH



d. KOMMYHHKAaTUBHBIE JIEKTPOHHBIC PECYPCHI

Bomnpoc 7

JIOKyMEHT MJIM COBOKYITHOCTB JIOKYMEHTOB I10 OJTHOMY BOIIPOCY, TOMEUIEHHBIX B TBEPAYIO
00JIOXKKY

Bribepure oMH OTBET:

a. cCOOpHUK

b. neno

C. IOChe

d. mepenmcka

Bompoc 8

COBOKYITHOCTH JOKYMEHTOB, 00pa30BaBIIMXCS U HAKOTICHHBIX B MTPOIECCE IEATETLHOCTH
OTIENBFHOTO (PU3UIECKOTO JIUIA, ITO

Bribepure oauH OTBET:

a. IepcoHaIbHbIE HH(POPMAIIMOHHBIE PECYPCHI

b. craructudeckue HHPOPMAITHOHHBIE PECYPCHI

C. BCTpOEHHbIE HH(OPMAIIMOHHEBIE PECYPCHI

d. pacnipenenénnpie HH(POPMALIMOHHBIE PECYPCHI

Bomnpocsl k 3a4eTy ¢ OLEHKOM

1. [Tonsatus «yTIpaBJICHUE JTIOKYMEHTaMM» U «COBEPILIEHCTBOBAHUE
JOKYMEHTAI[MOHHBIX MIPOIIECCOBY. OcHOBHBIE HarpaBJIeHUS COBEPIICHCTBOBAHUS
JOKYMEHTAIIMOHHBIX MTPOIIECCOB.

2. Knaccudukanus 10KkyMeHTOB, €€ 11e7b 1 OCHOBHBIE METO/IbI.

3. OcHOBaHUS B CXEMBI KJIacCU(PUKAINKI JOKYMEHTHBIX PECYPCOB.

4, CemaHTHYeCcKHE KITacCU(DUKAIIUN JOKYMEHTHBIX PECYPCOB.

5. OyHKIMOHATIbHBIE KJIaCCU(PUKAIINHN TOKYMEHTHBIX PECYPCOB.

6. [lonsitne «cuctema pokyMmMeHTauuw». IIpU3HaKuM CHUCTEMBI JOKYMEHTAIIUH.

OcHoBanusi Ki1accu(uKalMu CHCTEM JOKYMEHTAalMH. TeHJEHIMH HCTOPUYECKOTO Pa3BUTHS
CUCTEM JIOKyMEHTAI[1H.

7. OcHoBHbIE (hYHKITMOHATBHBIE CUCTEMBI JOKyMeHTauu Poccuiickoit denepanuu.

8. Cucrema HAay4YHO-HCCIIEI0BATEIbCKON u MPOEKTHO-KOHCTPYKTOPCKOM
JOKYMEHTAI1H.

9. Cucrema TEXHOJIOTUYECKOM TOKyMEHTAIlu!

10. Kanposast unpopmamoHHO-T0KYMEHTAIIHOHHAs CUCTEMA.

11. Cucremsl TIJIAHOBOM, WH(pOpPMAITMOHHO-CIIPABOYHOM,
MH(OPMALMOHHO-aHATUTUYECKON U OTYETHON JOKYMEHTALIUH.

12. Cucrema opranu3alMOHHO-PACIOPAIUTENFHOM TOKYMEHTAIINH.

13. [TonsTHs «TUNU3aLUAg JOKYMEHTOB» U «yHH(HUKAIUs JOKYMEHTOB», HX

B3anUMOCBs3b. OCHOBHEBIC HaIpaBJICHUA YHH(bHKaHHH JOKYMCHTOB Ha COBPEMCHHOM 3TallC.
ITonsaTue «YHI/I(I)I/II_II/IPOB&HHHG CUCTCMbI IOKYMCHTAlUN», UX COCTAaB.

14. [MonsiTne «crangapTu3anus» B JOKyMeHTOBeleHHH. CHUCTEMBbI COBPEMEHHBIX
CTaHJapTOB.
15. Yuudukanusa GopmaroB 6ymaru. CoBpeMeHHbIE CTaHIapThl HAa (popmaTel Oymaru.

16. Vuudukauus ¢opm nokymenrtoB. 'OCT P 7.0.97-2016, ero coxepxkaHue u
3Ha4yeHue.

17. VYHu}UKaLKs TEKCTa yIIpaBIeHYECKOTO TOKYMEHTA.

18.  VHudukamus TEpMHUHOJOTHU B JOKYMEHTOBEAECHUH, €€ HOPMAaTHBHO-IIPABOBas
6a3a. CoBpeMeHHbIE CTaH/IapThl TEPMUHOB U OIPEEICHUN B JOKYMEHTOBEICHHH.

19.  TloHATHe «KOpHOpaTHUBHas CUCTeMa JOKyMeHTauuu». HomeHkmatypa nen, eé
3Ha4YeHUE U MPUMEHEHHE B JOKYMEHTHPOBAHUU YIIPABICHUECKON HH(pOpMAILIUH.

20. [onsiTus «radbensb GopM TOKYMEHTOB» M «allbOoM (OpM TOKYMEHTOBY», UX POJIb B
JOKYMEHTUPOBAHUH YIIPABIECHUECKOI MH(pOpMAIMK TPEANPUATHSL.

21.  Enpuuas cucrema KiaccU(UKAIMM W KOJUPOBAHUSA TEXHHKO-3KOHOMUYECKOH MU

counansHoit uHpopmanuu (ECKK TOCH). Crpykrypa Kiaccu(UKaTOpoB M JIeXKalUX B HMX
ocHOBe K0JI0B. O011epoccuiickie kiaccu(ukaTopsl JOKYMEHTUPOBAHHOMN MH(OPMAIIHH.



22. [loHATHE «KOMIUIEKCHI JOKYMEHTOBY». [IpoCTble M CIIOXKHBIE KOMIUIEKCBHI
JOKYMEHTUPOBAaHHON MH(POPMALIUH.

23. CnoxHple KoMIUIeKChl. [ocymapcTBeHHble apxuBbl. CeTb TrocCydapCTBEHHBIX
apxuBoB Poccuiickoit @enepanuu. KonrdecTBeHHas U KAYECTBEHHAs XapAKTEPUCTUKA apXUBHBIX
KOMIIJICKCOB.

24, bubnuoreunas cetb Poccuiickoit @enepannu.

25. Pacripenenénnpie mHGOpPMAIMOHHBIC 3JEKTPOHHBIC pecypchl. Mecto U poJib
AJIEKTPOHHBIX OMOJIMOTEK B CUCTEME JJOKYMEHTHBIX PECYpPCOB, IEPCIEKTUBBI UX PA3BUTHSL.

26. CucrtemMbl Hay4yHO-TEXHMYECKOM W CTaTUCTHYecKoW wuHpopmanuu Poccuiickoit
denepanuu.

27. JlokymeHTalbHbIe (DOHIIBI PEANPHUATHH, YIPEXKACHNH, oprann3anuil. [lepsuynbie
KOMIUIEKCHI IOKYMEHTOB. BeTpoeHHbBIE HH(DOpPMAIIMOHHBIE 3JIEKTPOHHBIE PECYPCHI.

28. [lonsiTe «mepcoHalbHBIE JOKYMEHTHbIE pecypcebl». CocTaB IepCOHaIbHBIX

JAOKYMCHTHBIX PECYpCOB, UX MCCTO M pPOJIb B HAIMOHAJIBbHBIX HHq)OpMaHHOHHBIX pecypcax
Poccuiickoit ®eneparnuu.

Tembl KypcoBbIX padoT (3 cem)

1. HcTopust cTaHOBJICHUSI COBPEMEHHBIX (DYHKIIMOHAIBHBIX CHCTEM JIOKYMEHTAITUH B
Poccuiickoit ®enepanuu.

2. OCOOEHHOCTH TOCYIapCTBEHHOM CUCTEMBI HAyYHO-TEXHHUYECKON JOKYMEHTAIIHH.

3. AHaJIU3 CUCTEMBI KaJIpOBOM TOKYMEHTAIIMU TOCYIAPCTBEHHON OpPraHu3aIliu.

4. Xapaxtepuctuka ECKK TOCHU, e€ ponb B yHnpaBieHMM HAMOHAIBHBIMU
MH(OPMaLMOHHBIMU PECYpCaMHU.

5. OcobenHoctu MCIOJIb30BaHUS 0011EepOCCUICKIX KJIacCCU(UKATOPOB
TEXHUKO-3KOHOMUYECKON M CONMAIBHON HH(POPMAIIUU B COBPEMEHHOM JIEIIONTPOM3BOJICTBE.

6. OcobGeHHOCTH cocTaBlIeHUs, O(POPMIICHHS U WCIIOJIH30BAaHUS HOMEHKIIATYPHI JIEJ
OpraHu3aIiy.

7. Tabenp (popM HOKyMEHTOB M AibO0M (GOpM JOKYMEHTOB OpraHW3alldd Kak
MHCTPYMEHT COBEPILIEHCTBOBAHUS TOKYMEHTALIMOHHBIX MPOIIECCOB.

8. Ponp u Mecto yupenuTeNbHBIX JOKYMEHTOB B YIPAaBJICHWU OpraHHU3aluei,
0COOEHHOCTH MX COCTaBJICHUS, OPOPMIICHHUS U PETUCTPAIUH.

9. Porp u Mecro oOpraHu3alMOHHO-TIPABOBBIX JOKYMEHTOB B  YIIPaBJICHHUH
opraHusaiueii, 0COOEHHOCTH COCTaBICHUS U OPOPMIICHUSI.

10. Porp u Mecro [ODKHOCTHBIX MHCTPYKLIMH TEepcOHajia B  YIPaBJICHUU
opranusaiueii, 0cOOeHHOCTH UX Pa3pabOTKH, 0(OPMIICHHUS.

11. Ponp u Mecto pacnopsauTeIbHBIX JOKYMEHTOB B YIIPABJICHUU OpraHHU3alUei,
MOPSIIOK UX COCTaBIEHUS, 0(GOPMIICHUS U UCIIOJTHEHUS.

12. CocraBnenne u odpopMiICHHE JAOKYMEHTOB, HCIOJB3yEeMbIX IJIs ONepaTHBHOU
nepenayu uHGopMaIuu

13. Pa3HoBumHOCTH  CiIy’)K€OHBIX MHCEM, OCOOCHHOCTHM WX COCTaBIICHUS H
ohopMIICHHSL.

14. Porr um wmecto wuH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIIPaBICHHUH
OpraHusanueil, 0COOEHHOCTH X COCTAaBICHUS U O(POPMIICHHUSL.

15. Ponb w Mecro  yHu(UKAMM ~ JTOKYMEHTOB B  COBEPIIEHCTBOBAHUU
JOKYMEHTAI[MOHHBIX ITPOLIECCOB, HAIIPABICHUS U 3Talbl YHU(PUKALINU.

16. B3anmocBs3b conepxanus 1 GopMbl JOKYMEHTa, OCOOCHHOCTH UX YHU(DUKAIIH.

17. HcTtopust CTaHOBJEHUS OTEUECTBEHHOM CTaHIApTU3allMM JOKYMEHTAI[MOHHBIX
MIPOLIECCOB.

18. Cucrtema MeXTyHapOIHBIX CTaHAAPTOB B 00JIACTH JJOKYMEHTOBEACHHUS.

19. AHanmu3 CTPYKTYpHl JOKYMEHTAJIBLHOTO (DOHJIa OpraHU3alluy, €ro KauyeCTBEHHAs U
KOJIMYECTBEHHAS XapaKTepUCTHKA.

20. OcHoBHble HarnpasyieHust BHeAperus Y CJl, 3a1aun rocy1apcTBEHHOTO Ha/A30pa U
oTpacieBoro KoHTpoJst BHeapeHus Y C/I.

21. KauecTBeHHass W KONMMYECTBEHHAs XapaKTePUCTHKA COBPEMEHHBIX apXHUBHBIX

KOMIIJIICKCOB.



22. bubnuoreuynsie nHGOPMAIIMOHHBIE PECYPChl, TOKYMEHTUPOBAHUE JEATEILHOCTH
OnbIMOTEK.

23. Myz3eiinple MH(POPMALMOHHBIE PECYPCHI, JOKYMEHTHPOBAHUE JIEATEILHOCTH
MY3EHHBIX KOMIIJIEKCOB.

24, Pomp W MECTO TOCYIapCTBEHHOM CHCTEMBl CTAaTUCTUKH B YIIPaBICHUH
HAIMOHAJILHBIMU HH()OPMAITMOHHBIMHU PECYpCaMH.

25.  BcrpoeHnsle U pacnpenenéHHbIe IEKTPOHHBIE PECYPChI, X OCOOCHHOCTH.

26. Knaccugpukamuss BCTpOEHHBIX HH(DOPMAIIMOHHBIX  PECYPCOB  MPEANPUATHS,
0COOEHHOCTH YIPABJICHUS NMH.

27.  XapakTepuCTHKa pPaCHpeleN€HHBIX O3JEKTPOHHBIX PECYpCOB, OCOOEHHOCTH
YIIpaBJICHUS NMH.

28.  Mecro, poyib, MEPCHEKTHBBI PA3BUTHS DICKTPOHHBIX OHOIMOTEK B CHCTEME

JOKYMEHTHBIX PECYPCOB.

Hroroselii Tect (2 Kypc)

Bomnpoc 1

OO6pa3upl yHUQUIUPOBAHHBIX (OPM JOKYMEHTOB, pa3pelIEHHBIX K IMPUMEHEHHIO B
OpraHu3aliy, CUCTEMaTU3UPOBAHBI B CIEIYIOIIEM TIOKYMEHTE:!

Br16epute o/1uH OTBET:

a. anpOOM yHU(DUIIUPOBAHHBIX (POPM TOKYMEHTOB MPEAIPUATHS

b. mepedeHb TUMOBBIX YIPABIEHYECKUX JOKYMEHTOB MPEIIPUITHS

c. Tabesb YHU(PUIMPOBAHHBIX (POPM TOKYMEHTOB IPEAIPUITHS

d. HOMEHKJIaTypa Jei MPeANPHUITUSI

Bomnpoc 2

K opranuzanmoHHbIM JOKYMEHTaM MPEANPHUSATHS OTHOCSTCS BUIbI TOKYMEHTOB:

BriGepute ouH OTBET:

a. aKT

b. JOKHOCTHAS MHCTPYKIIMS

C. TEXHUYECKUE YCIOBUS

d. pacniopspxenue

Bomnpoc 3

C noMo11b0 OTYETHBIX TIOKYMEHTOB peanu3yercs yrnpaBieHuecKas QyHKIMs

Bribepure ouH OTBET:

a. peryJaupoBaHus AEATEIbHOCTU IPEANPUATUS

b. KOHTPOJIS AEATEIBHOCTU IPEAIIPUITUS

C. HOPMaTUBHO-METOIMYECKOT0 00eCIeueHNs YIPaBICHUS IPEANIPUATHEM

d. opranuzanuu nesTe’abHOCTH IPEAIPUATHS

Bomnpoc 4

K «11epBHUHBIM KOMILJIEKCAM TOKYMEHTOBY MPEIIPUATUS OTHOCUTCS

Bribepure ouH OTBET:

a. apXUBHAasl KOJUICKIUS

b. rocynapcTBeHHas cucteMa CTaTUCTUKU

C. COOPHUK HOPMATHUBHBIX TIOKYMEHTOB IPEAIPUATHS

d. noxyMeHTanbHBINA (POH[ PEeIPUATHSL

Bomnpoc 5

KoMmeke 70KyMEHTOB — 3TO

Bribepure o 1H OTBET:

a. COBOKYIHOCTb JOKYMEHTOB, B3aWMOCBS3aHHBIX II0 IIPU3HAKaM IIPOMCXOXKIEHUS,
Ha3HAYeHUs, BUJa, cephl AeITeIbHOCTH, €IMHBIX TpeOOBaHUN K 0(hOPMIICHUIO

b. MaccuBBl JOKYMEHTHPOBaHHOH MHMOpMAIMK, YHOPSAAOUYECHHBIE OIpeNeIEHHBIM
obpazom

C. HOMEHKJIaTypa JieJl OpraHu3aluu

d. BUI WHPOPMAIMOHHBIX PECYPCOB, NPEACTABIECHHBIH COBOKYIHOCTBHIO OTIEIBHBIX
JOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B HH(OPMAIIMOHHBIX CHCTEMaX

Bomnpoc 6



I'OCT P 7.0.97-2016 «YauduuupoBaHHbIE CUCTEMBI JOKyMEHTALUU. Y HU(DUITUPOBAHHAS
crcTeMa OpraHu3alMOHHO-PACTIOPSIIUTEILHON TOKYMEHTALIUY . ..» PETYITHPYET

Bribepure oauH OTBET:

a. ohopMIICHUE PEKBU3UTOB JOKYyMEHTOB

b. ynpaBneHue 10KyMeHTaMH

C. MpoekTupoBaHue ciyxos 10Y

d. opranu3zamuio 10KyMeHTo000pOTa B YUPEKACHUU

Bomnpoc 7

JIOKyMEHTHBIE PECYPCBI — ITO

Bribepure oauH OTBET:

a. COBOKYIHOCTh JIOKyMEHTOB, B3aMMOCBS3aHHBIX MO MpPH3HAKAM IPOUCXOXKICHUS,
Ha3HAYEHUS, BUJA, CHEPHI NSSITEILHOCTH, €INHBIX TPEOOBAaHUN K 0(DOPMIICHUIO

b. HOMeHKJIaTypa JieJ1 OpraHu3alnuu

C. MAacCUBBl JOKYMEHTHUPOBAaHHOW WH(OPMAIMH, YIOPSIIOUYEHHbIE ONpPEACIEHHBIM
obpazom

d. BuI WHGPOPMAIMOHHBIX PECYPCOB, MPECTABICHHBIM COBOKYIMHOCTBIO OTIEIBHBIX
JTOKYMEHTOB, MACCHBOB JOKYMEHTOB B WH(OPMAIIMOHHBIX CHCTEMaX

Bompoc 8

MeToa COBEpIICHCTBOBAHUS IOKYMEHTOB U CHCTEM JTOKYMEHTAIHH

Br16epute 0/1uH OTBET:

a. nHpOopMaTH3AIUS

b. crangapTuzanus

C. CUCTEMHBIN aHaJIN3

d. MogenupoBaHue

Bompoc 9

COBOKYITHOCTh B3aUMOCBSI3aHHBIX U CTPYKTYPHPOBAHHBIX JaHHBIX HA MAITUHOYUTACMBIX
HOCHUTEJISX, 00pab0TKa, TOUCK U XpaHEHHUE KOTOPHIX OCYILECTBIISIETCS ¢ ToMoIbio DBM, 310

BriGepute ouH OTBET:

a. AIIEKTPOHHBIC OAHKU JaHHBIX

b. anexkTpoHHbIE 0a3bl TAaHHBIX

C. DJIGKTPOHHBIE OMOTUOTEKH

d. aNeKTpOHHBIE KOMMYHUKATHBHBIE PECYPCHI

Bomnpoc 10

JlokyMeHTaJIbHBINA POHIT - ATO

Bribepure ouH OTBET:

a. TOKYMEHTBI OpraHH3allly, MOATOTOBIICHHBIE K cJ[aue B TOCYIapCTBEHHBIN apXUB

b. COBOKYITHOCTH JIOKYMEHTOB, OOpa3yIOIIMXCS B JEATCILHOCTH OPHINYECKOTO WA
(U3NYECKOTO JIUIA 3a TOJ]

C. TOKYMEHTBI OpraHH3allliH, BBIICJICHHBIC K YHUYTOXKCHUIO

d. 1oxyMeHThI, BKIIOYEHHBIE B Tabenb yHUPUIUPOBAHHBIX (GOPM TOKYMEHTOB
OpraHu3aIuu

Bonpoc 11

CBoiicTBO  OoQuIMAIBHOTO  JOKyMEHTa,  coolliaeMoe  eMy  JICHCTBYIOUIMM
3aKOHOJIaTEeIbCTBOM, KOMIIETEHIIMEH H3JaloIIero ero OpraHa M YCTAHOBJIEHHBIM MOPSIKOM
oopMIIeHHS - 3TO

Bribepure o 1H OTBET:

a. MMOJIHOTA

b. ayTeHTUYHOCTh

C. KOH(HUIEHIINATBHOCTh

d. ropuanueckas cuia

Bompoc 12

COBOKYIHOCTb JOKYMEHTOB, 00pa30BaBIIMXCS U HAKOTJICHHBIX B ITPOIECCE IEATETLHOCTH
OTJENBHOTO (PU3UYECKOTO JIUIA, ITO

Bribepure ouH OTBET:

a. pacrpeieI€HHbIe HHPOPMALMOHHBIE PECYPChI

b. BcTpoeHHbIe HH(OPMAIIMOHHBIE PECYPCHI



C. MepCOHAIbHBIC MH(POPMAIIMOHHBIE PECYPCHI

d. craructrueckue nHPOPMAIIMOHHBIE PECYPCHI

Bompoc 13

IlocranoBnenuem IIpaBurensctBa Poccuiickoit @enepanun ot 08.07.1997 Ne 835 «O
MEPBUYHBIX YIETHBIX JOKYMEHTaX» YTBEpP)KIAeTCs

Bribepure o1uH OTBET:

a. TEPMUHOJIOTHS B 00J1aCTH JICTONPOU3BOJICTBA U APXUBHOTO JIeia

b. anp0oM 1o yu€Ty Tpy/Ja u €ro OrJaTsl

C. MHCTPYKIIHS IO 3aMIOJTHEHUIO TPYIOBBIX KHUKEK

d. TaGenb yHUGUIMPOBAHHBIX (POPM TOKYMEHTOB

Bompoc 14

O0s13aTeNbHBIE CTPYKTYPHBIE 3JIEMEHTHI CTaHAApTa

Bribepure oauH OTBET:

a. HOPMAaTHBHBIE CCHIIIKU

b. TpeboBaHus K 00BEKTY CTaHAAPTU3ALUN

C. OTJIaBJICHHE

d. 0603HaYeHMs U COKpallleHus

Bomnpoc 15

YuudunuposanHas Gopma JOKyMEHTa — 3TO

Bri6epute o/1uH OTBET:

a. TOKYMEHT, UMEIOIINI TUTIOBOE CO/IepKaHue U 0(opMIICHUE

b. TOKyMEHT, CO3aHHbII C MPUMEHEHNEM KOMIIBIOTEPHON TEXHUKU

C. (opMBI TEpBUYHBIX YYETHBIX JOKYMEHTOB I10 YUETY TPY/Ia M €T0 OTLIAThI

d. COBOKYITHOCTh PEKBU3UTOB, YCTAHOBIICHHBIX B COOTBETCTBUU C PEIIAEMBIMH B JaHHOU
chepe IEATETHPHOCTH 3aJayaMd M 3a(UKCHPOBaHHBIMH B OIPENCICHHOM TOpPSAKEe Ha
MaTepUabHOM HOCUTENE

Bomnpoc 16

C nomoIpl0 OpraHU3allMOHHO — MPABOBBIX JTOKYMEHTOB PEaJIN3yeTcsl YIpaBieHUYECKas
byHKIUSA

BriGepute ouH OTBET:

a. HOpPMaTUBHO-METOIMYECKOT0 00eCTIeUeH sl YIPaBICHUs IPEANPUATHEM

b. KOHTPOJIS AEATEIBHOCTU IPEAIIPUITUS

C. OpraHM3aLUu eSTeIbHOCTH NPEIPUATUSL

d. perynupoBaHus 1esSTeIbHOCTH NPEIIPUATUSL

Bomnpoc 17

Komnozunus nucema — 3710. ..

Beibepure o uH OTBET:

a. MOCJIeI0BaTEIbHOCTb PACIIONIOKEHUS MTPEJUI0KEHUH B TEKCTE TOKYMEHTA

b. «sa3b1K0OBas hopmMyna» nucbMa

C. pacroJIo’KeHHe PEKBU3UTOB IMCbMA U 3JIEMEHTOB TEKCTa Ha OJaHKe

d. mocnenoBaTENbHOCTh B3aMMOCBSI3aHHBIX CMBICIOBBIX 4YacTel, OObEIMHEHHBIX
€IMHCTBOM TE€MBI

Bomnpoc 18

VYkaxure BUA JOKYMEHTA, BbIAEIAEMbIH 10 (PyHKIIMH yIIpaBJIeHUs

Bribepute o1uH OTBET:

a. 10cbe

b. oTuér

C. QJIEKTPOHHBIN JTOKYMEHT

d. ankera

Bompoc 19

K nnpopMannoHHO-CIIPpaBOYHBIM JIOKYMEHTaM OTHOCSTCS:

Bribepure o1H OTBET:

a. MpHKa3

b. ycras

C. 00BsICHUTENbHAS 3aIHCKa

d. mocranoBnenue



Bompoc 20

[lepconanbHbIE CBECHUS O IpaXKIaHaX SBISIOTCS

Bribepure oauH OTBET:

a. mHpopMaIHeld, OTHECEHHOW K KOMMEPYECKON TaifHe

b. nHpopManmen OTKPHITOrO AOCTYIA

C. KOHUASHITNATFHON HHPOPMAaLIUEH

d. uadopmanueii, oTHeCEHHON K rOCyJapCTBEHHOH TaliHe

Bompoc 21

OyHKIMOHANBHAS KIACCU(PHUKAINUA JIOKYMEHTOB OCYIIECTBIISIETCS IO  CIEAYIOMIEMY
OCHOBAHHIO

Bribepure oauH OTBET:

a. BpeMsl MMOSIBJIICHUS IOKYMEHTA

b. nH(pOpMAITMOHHAS COCTABIIAIONMIAS TOKYMEHTA

C. croco0 3akperuieHrs HHPOpMalui Ha MaTepUATbHOM HOCUTENIE

d. Bu MaTepraibHOTO HOCUTEIS JOKyMEHTA

Bompoc 22

DneKTpoHHBIE HH()OPMAIIOHHBIE PECYPCHI, CO31aBaeMble PA3IMIHBIMU MPEATIPUITASIMHI U
HETIOCPEJICTBEHHO CBS3aHHBIE C OCYIIECTBICHUEM MX OCHOBHOM JIESTETHHOCTH

Br16epute o/1uH OTBET:

a. BCTpOEHHbIE HH(OPMAIIHOHHBIE PECYPCHI

b. anekTpoHHbBIE OUOTMOTEKH

C. KOMMYHUKATHBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pacnipeaenénnpie HHGOPMALIMOHHBIE PECYPCHI

Bomnpoc 23

biiank nokymeHTa — 3710...

BriGepute ouH OTBET:

a. HaOpaHHBIN HA KOMITBIOTEPE TUTTOBOM JTOKYMEHT

b. TOKyMeHT, oTHe4aTaHHbIl B TUTIOTpaQuu

. HabOp PEKBU3UTOB, HICHTUPHUIIMPYIONTUX aBTOpa 0(QUIINATHEHOTO JOKYMEHTA

d. TOKYMEHT C MOBTOPSAIOIIUMCS TEKCTOM

Bomnpoc 24

OcHoBHast  KjnacCHU(pUKAMOHHAsT eAMHMLA B (QYHKIMOHANBHOM  KIacCHU(pUKAIIUU
JOKYMEHTOB

Bri6epute 0/1uH OTBET:

a. MOJUIMHHUK JJOKYMEHTa

b. nemo

C. 1yOnHKaT T0OKyMEHTa

d. BUI 1OKyMeHTa

Bomnpoc 25

Knaccudukanuss JOKyMEHTOB Ha HHIWMBHUIYyaJbHbIe, TpadapeTHble, NpUMEpPHBIC
OCYILIECTBIISIETCS 1O CIEIYIOIIEMY OCHOBAHUIO

Bri6epute 0/1uH OTBET:

a. CTEIEeHb CII0KHOCTHU

b. cTeneHb TOYHOCTH

C. CTeNeHb YHU(DHUKAIIH

d. cTeneHp OTKPHITOCTH

Bompoc 26

[IponomkuTe onpenenenue: cucteMa JOKyMEHTalul — 3T0. ..

Bribepure o 1H OTBET:

a. COBOKYITHOCTb JOKYMEHTOB, CBSI3aHHBIX IPOLEAYPOH HPUHATHS YIPaBICHUECKOTO
pereHus

b. pazHOpoJHBIE IO CBOEMY MPOMCXOXAECHUIO, Pa3HOOOpAa3HbIE MO BHIOBOMY COCTaBY
JOKYMEHTBI, 00pa30BaBIINECs B MPOLIECCe AEITEILHOCTH OTIEIBHOTO (PU3MUYECKOTO JINIa

C. COBOKYIHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX I10JI IMpPHU3HAKAM MPOUCXOKICHUS,
Ha3HAYeHUs, BUJa, Cephl AeSITeIbHOCTH, €AUMHBIX TPeOOBaHUN K 0(hOPMIICHUIO



d. TOKyMEHTBI U MacCHBBI JIOKYMCHTOB B HH(QOPMALIMOHHBIX CHCTEMaX, YIIOPSI0YCHHBIC
oTpeneNéHHBIM 00pa3oM

Bompoc 27

JleATenbHOCTh MO YCTAHOBJICHHIO W IIMPOKOMY MHOTOKPAaTHOMY HCIIOJIb30BaHHIO
TpeOOBaHMUH, HOPM, TPABWJI M XapaKTEPUCTUK, KaK 00s3aTENbHBIX IS BBIMOJHCHUS, TaK H
PEKOMEHIyeMBbIX, B LENSAX JOCTHXXCHUS ONTUMAIBHON CTENECHH YHOPSIOYCHHOCTH B TOW HIIH
MHOU 00MacTH

Bribepure oauH OTBET:

a. TApMOHM3ALHS

b. crangapTuzanus

C. CHCTEMaTHU3aIus

d. yaudpukanms
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OueHouHble cpeacTBa NPOMEXXYTOUHOrO KOHTPOAA NOo pa3genam

KoHTponbHble BONpocbl No Kypcy «[lokymeHTOBeaeHne» K pasgeny 1

MoHATME cUCTEMbI AOKYMEHTaUMK. MicTopnyeckoe pasBuTMe CUCTEM AOKYMEHTALUW.

OcHOoBHble QYHKUMOHaNbHbIE CUCTEMbI AOKYMEHTaLMK B Poccuitickoin degepaumu.
CTaHgapTu3auma U yHUPUKaLMa JOKYMEHTOB.

YHuduMuMpoBaHHbIE  cUCTEMbI  AOKYMeHTauuu. KnaccudukaTopbl  AOKYMEHTUPOBAHHOM
nHopmaymm.

OpraHusauMoHHO-pacnopaanTesibHas  goKymeHTauma. OK  011-93  «O6uwepoccuiickmni
KnaccudukaTop ynpaBAeHYECKOW [AOKYMEHTaLMU» U OTPaKeHWe B HEM YHUOULMPOBAHHOM
CUCTEMbI OPraHM3aLUMOHHO-PACNoPAAUTENbHOW AOKYMEHTALUM.

TuUNbl LOKYMEHTOB, UX KNnaccupuKkaumumu.

LJOKYMEHT Kak cuctema. CTPYKTYpa AOKYMEHTA. BHELWHAA U BHYTPEHHASA CTPYKTYpa AOKYMEHTa.
dopmynap LOKymeHTa, ero passutue. CoBpemeHHble TpeboBaHus K  dopmynsapy
yNpaBaeHYeCKOro AOKyMeHTa.

Opuanueckas cnna fOoKymeHTa. HopmaTuBHO-meToauuYeckas 6a3a opopmneHna LOKYMEHTOB.
dopmynap-obpaseL, OpraHM3auUMOHHO-PacNopAaUTENbHOIO [OKYMeHTa: obuan
XapaKTepUCTMKa.

TOCT P 6.30-2003 «YHudUUMpOBaHHAA cUCTEMA OpraHM3aLMOHHO-PaCNopPsANTENbHOM
[OKyMeHTauumn. TpeboBaHUA K odopmaeHUo AOKymeHToB». O61acTb NPUMEHEHUs, CocTaB
PEKBU3UTOB, PpernaMeHTUPYEMbIX FOCYAaPCTBEHHbIM CTaHAAPTOM.

TpeboBaHMA K 61aHKamM OpraHU3aLMOHHO-PacNopPAANTENbHbBIX JOKYMEHTOB.

Obwue TpeboBaHMA K OGOPMIEHUIO PEKBUIUTOB OPraHWU3aLMOHHO-PACNOPAAUTENBHBIX
O0KymeHTOB cornacHo N'OCT P 6.30-2003.

TpeboBaHMA K 0bOpMAEHNIO PEKBU3UTOB «lOCyaapcTBEHHbIN repb Poccuiickon Pepepauunmy,
«lepb cybbekta Poccuiickon Pepepaumm», «Imbaema opraHM3auuu, TOBapHbIA 3HAK (3HAK

obcnyxkumBaHmA)».

TpeboBaHMA K 0opopMNeHNI0 peKBU3MTa « HammeHOBaHWe OpraHM3aLmMm».

CnpaBoyHaa WHPopmaums 06 opraHM3auMm — aBTOpe [AOKYMeHTa M TpeboBaHUA K eé
odopmnenuto.

TpeboBaHua K obopmneHuto pekBusmTos «Kog dopmbl AOKyMeHTa», «HanmeHoBaHWe BuAaa
[OKYMeHTa».

[daTta pokymeHTa. Mopsagok odopmneHuna pat. TpeboBaHMA K OPOPMIEHUIO PEKBU3WUTOB
«PerncTpaumoHHbii HOMep AoKymeHTa», «Ccbllka Ha pPerucTpauMoHHbIA HOmep W  AaTy
AOKYMeHTa», «IMecTo COCTaBNAEHUA UM U34aHNA AOKYMEHTa».

MpaBuna HanucaHMA agpecata M MeCTO YKasaHMA agpecata B ¢Gopmynsape [OKYMEHTa.
OTparkeHune chepbl AeNCcTBUA LOKYMEHTa B ero agpecare. Mopaaok odopmMaeHMsa SOKYMEHTaA C
HEeCKO/IbKMMM agpecaTamm. MopsagoK obopmaeHMs NOYTOBOroO agpeca.

YTBEPKAEHME fOKYMeHTOB. Cnocobbl yTBep:KaeHuA. CocTaB rpuda yTBepXKAeHMs, NopALoK ero
opopmaeHuns, Mecto B popmynape AOKYMeHTa. [LOKYMEHTbI, NoANeKalumMe yTBEPKAEHMIO.
CocTaB yA0CTOBEPEHNA AOKYMEHTOB. HasHauyeHWe noanucaHma 4OKYMeHTOB. MpaBuaa noanmcu
AOKYMEHTOB Pas/IMYHbIX KaTeropuin. MecTo nognucu B popmynape AOKYMEHTA. DNEKTPOHHas
NoAnuCh.

MeyaTht W WX HasHayeHue. Bwuabl neuateit. locygapcTBeHHas repboBas  neyvatb.
3aKoHOAaTeNbCTBO 06 U3roTOBAEHUMU M MNOAb30BaHUM NevaTei. [opAAoK NPOCTAaBAEHNA OTTUCKA
neyaTu Ha SOKYMEHTax.

CornacoBaHve AOKymeHTa. [opAagoK M BUAbI cOrnacoBaHuA. Mpud M BU3bl COrNacoBaHUA, UX
odpopmaeHne, mecTto B popmynspe AOKymeHTa. Bu3a o3HaKoMIeHUA, NopALoK eé opopmeHus,
MecTo B popmMynape 4OKYMeHTa.

OTMETKM Ha AOKyMeHTax. MXx posib B NPOXOXAEHWUM U WCNOSHEHUW LOKYMEHTa, MecTo B
dopmynape gokymeHTta. Ocoboe HasHaueHue pesontoumn. TpeboBaHWe K ee coaeprKaHuio U
opopmneHno. OTMETKM O B3ATUM AOKYMEHTA Ha KOHTPOAb, WCMOJHEHUW [OOKYMEHTa,
ncnonHuTene u ap.
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MoHATUE «TEKCT [AOKyMeHTa» Mpu pasiuuHbIX crnocobax AOoKymMeHTUpoBaHuA. CueHapuii
NoAroToBKN AOKYyMeHTa. CoAepiKaHMe NPOCTbIX U CAOXKHbIX AOKYMEHTOB. MOpAA0OK U3N0XKEHUSA
TEKCTa AOKYMEHTa.
JINHrBUCTMYECKME 0COBEHHOCTU AOoKYymMeHTa. CTuanctuyeckme TpeboBaHUs TOYHOCTU, ACHOCTU
TEeKCTa AOKYyMeHTa. Jlornyeckas CTPyKTypa TeKcTa. B3aMmocBA3b CTUAUCTUYECKUX TpeboBaHUI K
TEKCTY AOKYMEHTA M MX A3bIKOBbIX CPEACTB BblparkeHMA. dopmanmnsaums TeKcTa AOKYMEHTa.
dnemeHTbl TeKkcTa. TpeboBaHMA K 0DOPMIEHUID TEKCTa B BUAE aHKeTbl, Tab/auubl, CBA3ZHOrO
TeKCTa.

MoHATME «3aro/IoBOK [AOKyMeHTa». HasHauyeHuMe 3arosioBKa, ero mecto B dopmynape
DOKYMeHTa. MpUNosKeHne K TEKCTY U TpeboBaHMA K ero opopmMaeHuIo.

TexHMYeckne TpeboBaHMA K 0POPMIEHUIO PEKBUSUTOB OPraHU3aLMOHHO-PacnopaAanTENbHbIX
JOKYMEHTOB.

Obuwue TpeboBaHUA K COCTaBAEHUID U ODGOPMAEHUIO OCHOBHbIX BWAOB YMNpPaB/ieHYECKMX
[OKYMEHTOB.

KoHTposibHBIE TeopeTHYeCKHEe BONPOCHI MO Kypcy «JloKyMeHTOBelIeHHe» K
pa3aenam 2 Kypca

Obuwme TpeboBaHMA K COCTaBAEHUIO U OPOPMIEHUIO OCHOBHbIX BUAOB OPraHM3aLMOHHBIX

[LOKYMEHTOB.

CocTaBneHue 1 odopMIeHNEe OCHOBHBIX BUAOB YYPEAUTENbHbIX JOKYMEHTOB.

CocTaBneHue 1 odopmeHMe NONOKEHUS O CTPYKTYPHOM NOAPa3LEe/€HUM OpraHU3aumn.

CocTaBneHue 1 ohopmMaeHMe NpPaBMA BHYTPEHHEro TPYA0BOIO pacnopagkKa.

CocTaBneHue 1 0GopMNEHME MHCTPYKLMI OPraHN3aLLMOHHO-METOAMYECKOrO XapaKTepa.

CocTaBneHue 1 odopMaeHMEe LOMKHOCTHBIX UHCTPYKLMIA.

CoctaBneHue 1 odopmaeHne agMUHUCTPATUBHOIO PErlaMeHTa.

Obwme TpeboBaHWA K COCTaBNAEHMIO U ODOPMIEHMIO OCHOBHbIX BWAOB PaCcNoOpAAUTENbHBIX

[ OKYMEHTOB»

CoctaBneHve M odopmieHMe PaCNoPAAUTENbHLIX AOKYMEHTOB, M34aBaeMblX Ha MpUHLMNAaX

eAVHOHavanmsa.

CoctaBneHve M odpopmieHne pacnopaanTeNbHbIX AOKYMEHTOB, M34aBaeMblX Ha MPUHLMNAX

KO/INErManbHOCTM.

Obwyne  TpeboBaHUsA K COCTaB/IEHUIO " opopmaeHUto OCHOBHbIX BMA0B

MHPOPMALMOHHO-CMPABOYHbIX OKYMEHTOB, NepeaaBaeMblX Mo Pas3/IMYyHbIM KaHaaM CBA3MW.

[enoBas nepenucka: nNOHATUE, KnaccuduKauma, posb U GYHKUMM B ynpaBieHYeCcKoU

AeATeNbHOCTU, 3aKOHOAATENbHOE PEryMpoBaHme.

CpeacTBa CBS3W, MCMNOAb3yeEMble AN [AOCTaBKM Oe10BOW KOppecrnoHAeHUMU. [OKYMEHTbI,

nepefaBaemMble MO KaHalaM 3/1e€KTPOCBA3M. Teserpammbl (Tenetaninorpammbl), TeseKchbl.

dakcorpamma (¢dakc). TenepoHorpamma. INEKTPOHHOE NMUCbMO.

[Oenosble nucbma. O6wwme TpeboBaHMA K COCTaBAEHMIO M OPOPMIEHNIO AENOBbIX NUCEM.

Komnosunuus TeKkcTa 4enoBoro NMcbma. AsblK, CTUb, 3TUKET 4e/10BOro NUCbMa.

Knaccndmkaumm genosbix nUcem.

CoctaBneHue 1 obopmMaeHne NUCEM, CBA3AHHDBIX C PACNpOCTPaHEHNEM UHPOPMALUN.
CoctaBneHne M opopmaEHUE NUCEM, CBA3AHHbLIX C 0BPALLEHNAMMU MO BbINOAHEHMIO TEX UK

WHbIX AEMCTBMI UM OKa3aHMUIO YCAYT.

CocTtaBneHue 1 obopmMaeHMEe NUCEM-OTBETOB.

CoctaBneHve un odopmaeHne nucem [McbMa NPETEH3MOHHOTO XapaKTepa, CBA3AHHbIX C

Bblpa*KeHnem BHUMaHMA 1 y4acTus.

CoctaBneHue 1 obopmMmneHne pekomeHaaTeNbHbIX MMCEM, CONPOBOANTENbHbIX MUCEM.

Obwme  TpeboBaHUA K  COCTaB/leHUIo " odopmaeHuto OCHOBHbIX BMA0B

NHPOPMALMOHHO-CMPABOYHbIX AOKYMEHTOB.

Ocob6eHHOCTN 0POPMIEHUNA aKTOB U NPOTOKO/OB.

OcobeHHOCTN 0bopMAEHUA AOKAAAHOMN, CNYKeBHOM N 06bACHUTEIbHOW 3aMNMNCOK.

OcobeHHOCTN 0dOopMAEHUA CNPABOK, CBOAOK, 3aKAOUEHMI, OT3bIBOB, MEPeYHEeN, CNMCKOB.



26. O6lwme TpeboBaHMA K COCTaBAEHUIO M OGOPMAEHUIO OCHOBHbIX BWAOB [AOKYMEHTOB MO
TPYAOBbIM OTHOLIEHUAM.
JIn4yHbIe AOKYMEHTbI M 0COBEHHOCTM UX COCTaBEHMA U 0DOPMIEHUA.

27.
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MoHATHE «MHPOPMALMOHHbIE PECYPCbI» U «AOKYMEHTHbIE pecypcbl». MX B3aMMOCBA3b.
Knaccudpumkauma fokymeHToB. Llenib 1 0OCHOBHble MeToAbl KnaccuduKkaumm.

OCHOBaAHUA M CXeMbl KnaccnduKaumm.

CemaHTHYecKMe KnaccupmKkaumm.

PyHKUMOHaNbHble KnaccudmKkaumm.

CknagblBaHME CUCTEM LOKYMEHTALMMN.

MoHATUA «YHUPUKALMA» U «CTAHAAPTU3ALNA» LOKYMEHTOB.

OCHOBHble HanpasaeHna YHUduKaLmMmM 4OKYMEHTOB Ha COBPEMEHHOM 3Tane.
YHuoukauma popmatos bymar.

. YHndUKauma ¢opm fOKYMEHTOB.

. YHUOMKauMA TeKCTa AOKYMEHTA.

. NoHATUIMHAA yHUbUKauma.

. TOCT P 6.30-2003. Ero coaeprkaHue, 3HayeHue.

. TpeboBaHUA K KOHCTpyupoBaHuto 6naHKoB. Bugbl 6naHKoOB. BnaHKM npepnpuatuii

pas3nnyHbIX Gopm cOBCTBEHHOCTH.

MoHATME «CUCTEMbl LOKYMeHTauuu». [pPU3HaKM cUCTEMbI AOKYMeHTaumu. OcHoBaHwuA
KnaccudurKaLmm cucTem AOKYMeEHTaLuMK.

®PyHKUMOHabHbIE U KOPNOPATUBHbIE CUCTEMbI LOKYMEHTALMM.

TeHAEHLMN UCTOPMYECKOTO Pa3BUTUA CUCTEM JOKYMEHTaLMMK.

CucTema Hay4yHO-UCCNeA0BaATENIbCKOM U MPOEKTHO-KOHCTPYKTOPCKOM ALOKYMEHTaLMMN.
CucTema NaTeHTHOM AOKYMEHTaUMM 1 CTaHZAPTbI.

ECKK T9CW, KakoBbl €€ 3aga4u 1 COCTaB.

CTpyKTYypa KNaccMPpUKATOPOB M SeXKaLLMX B UX OCHOBE KOA0B.

CucTema TEXHONOTMYECKOM AOKYMEHTALLUN.

KagpoBas MHGOPMaLMOHHO-A0KYMEHTALMOHHAA cucTema.

CucTema opraHn3aLMOHHO-PACNOPAAUTENBHOM AOKYMEHTALNUN.

Cuctembl nNnaHoBOW, WMHGOPMALMOHHO-CMPABOYHOM, MHPOPMALMOHHO-aHA/IUTUYECKON W
OTYETHOW JOKYMEHTALUMN.

MoHATME «YHUPULMPOBAHHbIE CUCTEMbI LOKYMEHTALLUMY.

HasHauyeHune, onpeneneHue n coctas YCOP/L.

MoHATUE «KOMMNAEKCHI AOKYMEHTOB». MepBMYHbIE KOMMIEKCbl TEKCTOBbIX A OKYMEHTOB.
CnokHble Komnnaekcbl. FocyfapcTBeHHble apxuBbl. CeTb rocyapCTBEHHbIX apXUBOB.
MoHATUE «AOKYMEHTaNbHbIN pOHA» U «apXMUBHbIN doHA». NX pasnuuue.
YHUUUMPOBAHHbIE CUCTEMbI LLOKYMEHTALMN.

Tabenb dopm fAoKyMmeHTOB. Anbbom Gopm AOKYMEHTOB.

HomeHKnaTypa aen, eé sHauyeHne 1 NpUMeHeHWe B 4eN0MNPOU3BOACTBE.

KnaccnoumKaTopbl LLOKYMEHTUPOBAHHOM MHOPMaLMK.

CocTaB NepcoHasibHbIX JOKYMEHTHbIX PECYPCOB.

KonnyecTBeHHas M KayecTBEHHAA XapaKTepPUCTUKA apXMBHbIX KOMMNIEKCOB.

BcTpoeHHble U pacnpenenéHHble 3/1eKTPOHHbIE Pecypcbl.

MecTo 1 ponb 3NEKTPOHHbIX BUBANOTEK B CUCTEME A,0KYMEHTHbIX PECYPCOB, NEPCMeKTUBbI
NX Pa3BUTUA.

Pecypcbl Hay4YHO-TEXHUYECKOM U CTAaTUCTUYECKOM MHbOPMaLUW.

JoKyMmeHTHble pecypcbl 6MBIMOTEK U My3ees.

JokymeHTanbHble GOHAbI  NPEeANnpPUATUIA,  yupesaeHWn, opraHmsaumnin. [epsBuyHble
KOMMAEKCbl LOKYMEHTOB.

INeKTPOHHble H6a3bl AAHHbIX.

3KcnepTn3a LEHHOCTU AOKYMEHTOB.

3KcnepTHble KOMUCCUKM OpPraHU3aLMIA.

3afaHuMA K NPaKTMYECKOM YacTU 3aueTa C OLeHKOM  No Kypcy «loKymeHTOBegeHue»

1.
2.

KoMmnekcHplli aHanu3 10JKHOCTHOM MHCTPYKIIMU U €r0 PEJaKTUPOBAHHUE.
KoMmnekcHpli aHanu3 yupeAUTEIbHOTO TOKYMEHTA U €r0 PEIaKTHPOBAHHUE.



3. KoMIulekcHBIM aHaliu3 TOJIOKEHUS 10 OCHOBHOM ACATCIBHOCTH M €TI0

peoaKTUPOBaHUE.
4. KoMuiekcHbI aHaJIA3 pacliopsiKEHUS.
o. KommuiekcHblii  aHanu3 IpUKa3a 10 OCHOBHOM  JCATEIBHOCTH M €ro
pedaKTUPOBaHUE.
6. KoMIuteKCHbIM aHanu3 NOCTaHOBJIEHUS M €T0 PEAAKTUPOBAHUE.
1. KoMIuIeKCHBIM aHanu3 pelieHns U ero peJakTUPOBaHHUE.
8. KoMIutekcHbI aHanm3 yka3aHus U €ro peaakTUPOBAHUE.
9. KomruiekcHbli aHan3 ciry>ke0HOTO MUChMa B €T0 PEAAKTUPOBAHUE.
10. KoMIutekcHbI aHanu3 NpoTOKOJIa U €r0 peIaKTUPOBAHHUE.
11. KoMIuIeKCHBIM aHanu3 akTa v €ro peAakTUPOBaHUE.
12. KomruiekcHbli aHanmu3 ciry>keOHOM 3aMiCcKy U €€ peJlakTUPOBAHUE.
13. KoMmIutekcHbI aHanu3 cupaBKu U €€ peAaKTUPOBaHUE.

IIpakTHYeckoe 3aJaHue K 3a4eTy C OLIeHKOH

[IpoussecTtu GpopMyspHBIN aHAIU3 OJHOTO JOKyMeHTa (1o BeIOOpY mpenogasatens). K
KaKol cucreme, MOJCHUCTEME JOKYMEHTAllMM OTHOCHUTCS JaHHBbIM JOKyMeHT. B kakoii/ue
KOMILJIEKC/bl MO’KET BOMTH aHAIU3UPYEMbIN JJOKYMEHT.

BapuaHThl npu/I0KeHH I

Bapuanr 1 - cipaBka KOHKpETHOM OpraHu3auu

BapwnaHT 2- nMChMO KOHKPETHOM OpraHu3anun

BAPUAHT 3- MpUKa3 KOHKPETHON OpraHu3auu

Bapuant 4 - pacniopsi>keHre KOHKPETHOM OpraHu3aiuu

BapwnaHT 5- akT KOHKpPETHOHN OpraHu3alyH



O1ieHOUYHbIE CPEACTBA IS MPOBEAEHUS MPOMEKYTOYHOM aTTeCTAIu
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OIIK-3: Cnocooen NMPUMEHATHb TCOPETUYCCKUE SHAHUA 1JISI PEHICHUS MMOCTABJICHHBIX 3a/1a4
B 00J1aCTH JAOKYMEHTOBCACHUSA U APXUBOBCACHHUS

OI1IK-3.1:

Cocrasnsier, opopmiseT u

BEJIET  YIPABJIEHYECKYIO
JOKYMEHTAIUIO
pa3IUYHBIX  BHUJOB  TIO

npouiIto  ACSITETLHOCTH
OpraHMn3aun B
COOTBETCTBUH  C €€
OpraHM3aluOHHO-TIPABOB
oil popmoit

Bonpocsl k 3auery 1 kypc

1. [Tonsitre CUCTEMBI JOKYMEHTAIINH.
Hcropudeckoe pa3BUTHE CUCTEM JOKYMEHTAIIMH.

2. THIBI TOKYMEHTOB, X KJIACCH(PHKAIINN.

3. JoxymeHT Kak cucrema. BuemnHsas u
BHYTPCHHSIS CTPYKTypa  JOKyMEHTAa: oOmas
XapaKTEePUCTHKA.

4. CpencTBa CBsI3H, UCTIOIB3YEMBIE IS IOCTABKU
JIETIOBOM  KOPPECIIOHICHIINH. TpeboBanust  k
JTIOKyMEHTaM, nepeaaBaeMbIM 1o KaHaJlaM
3IIEKTPOCBSI3H.

5. O6mme TpeOOBaHUS K COCTABJICHHIO U

0(hOpPMIICHHIO JETOBBIX MuceM. KoMmosumms TekcTa,
SI3BIK, CTHJIb, STUKET JIEJIOBOTO MTHUChMA.

6. JlenmoBass mepemnucka:  OOIIHE  CBEICHUSA,
KJTacCH(pHUKAIHS, pOITH B YIIpaBJICHUYCCKOU
JeSATEbHOCTH, (byHKIMH. 3aKOHOIaTEIbHOE
pETYIIHPOBAHUE JISTIOBOM TIEPEITUCKH.

7. PacriopsimutenpHass JOKyMEHTAIus:  oOrmas
XapaKTEePUCTHKA.

Hrorosblii Tect 32 1 Kype
Bomnpoc 1
CorunacHo CTaHIaPTU3UPOBAHHOMY
OTIpEe/IeNIEHU0, BUJ] MUCbMEHHOTO JTIOKYMEHTa — 3TO:
Bri6epute oauH OTBET:
a. oduuuanbHBIH JOKYMEHT, CO3JaHHBIA B
MUCHbMEHHOM BHU/IE
b. HaMMEHOBaHUE JOKYMEHTa, O(QOPMIIEHHOTO
[0 YCTAaHOBJICHHBIM TMpaBWJIaM MAIIMHOIUCHBIM
criocobom
C. IPUHA]UIEKHOCTh MUChbMEHHOTO JOKYMEHTa K
CUCTEeME JOKYMEHTAIlMHU MO0 MPU3HAKAM COJIeP)KaHUs U
[[EJIEBOTO HA3HAYCHUS
d. pa3HOBUIHOCTH NOKYMEHTa, MCIOJHEHHOIO

rpadguueckuMu 3HakamMu — OykBamu, Uudpamu,
ueporiaupamu

Bompoc 2

CornacHo CTaH/IaPTU3UPOBAHHOMY

OTIpe/IeNIeHNI0, YHU(PUIIMPOBaHHAs (opMa JOKyMEHTa
— 370!

Bribepure o1uH OTBET:

a. uHpopMmalus, 3aMUCaHHas Ha Pa3IMYHBIX
HOCHUTEJISIX [0 YCTAaHOBJICHHBIM IIPaBHJIaM

b. COBOKYITHOCTb PEKBH3UTOB, YCTAaHOBJIEHHBIX
B COOTBETCTBHUM C pEIIaeéMbIMH B JaHHOW cdepe
JEATEIBHOCTH  3aJadaMM M PacIOJIOKEHHBIX B
OTIpe/IeTIEeHHOM MOPS/IKEe Ha HOCUTENe HH(POpPMAaLUU

c. Habop  pEKBU3UTOB  O(PUIUAIBLHOTO
INUCBbMEHHOIO  JIOKYMEHTA, pPAacloJIOKEHHBIX B
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OTIPEJEIIEHHOM 1T0CIIEJ0BATENIBHOCTH
d. HabOp pPEKBU3UTOB, HJICHTUDUIUPYIOUINX
aBTOpa O(HUIMAIHHOTO MHUCEMEHHOTO IOKYMEHTa
Bomnpoc 3
YHu}uKanus 10KyMEHTOB — 3TO:
Bri6epute oiuH OTBET:
a. MpUMEHEHHE TaOIuIl U aHKET
b. ompenenenue  mopsaka  0GOPMIICHHUS
JIOKYMEHTOB
C. CBEICHHE K MUHUMYMY pa3HO00pa3us BUIOB
U GOpM JJOKYMEHTOB
d. pazpaboTka «11abiioHa» T0KyMEHTa
Bompoc4
CornacHo CTaH/IapTU3UPOBAHHOMY
OTIPEICNIEHUIO, OPraHU3AIMOHHO-PACHIOPSTUTENbHBIN
JOKYMEHT — 3TO:
Br16epuTe oiuH OTBET:
a. JIOKyMEHT, CO3JaHHbIA IOPUAWYECKUM WIH

buznueckum JILIOM, 0(pOpMIICHHBII "
YIOCTOBEPEHHBII B YCTAaHOBJIECHHOM TIOPSIKE U
HCTOJIb3YEMBbIN B TEeKYILEeH JIEeATEIIbHOCTHU
Opra"u3aiuu

b. BUJI TUCBMEHHOTO JOKYMEHTA, OTPaXKaromIHii
JOKYMEHTUPOBaHUE
OpPraHU3aIMOHHO-PACTIOPATUTENILHON eI TeIbHOCTH
OpraHoB, OpraHU3aIi U JOJHKHOCTHBIX JIUI]

C. BHUJ IHCBMEHHOTO JIOKyMEHTa, B KOTOPOM
buKCcUpylOT ~ pelieHue  aJMUHHCTPATHUBHBIX U
OpPraHU3alMOHHBIX BOIPOCOB, a TAaKXe BOIPOCOB
yIpaBJICHUS, B3aUMOJEUCTBUA, oOecredyeHus u
perylnupoBaHusl  JIEATEIbHOCTH OPraHoB  BIIACTH,
VUPEKICHUH, MOPEANpUATHNA, OpraHu3aluii, ux
1o/Ipa3ieNIeHUui U JIOJKHOCTHBIX JIUIL

d. TmepBHYHBIH, MHWHUMAJBHBIM  DJIEMEHT
CUCTEMBI OpraHU3aIMOHHO-PACTIOPATUTEIILHON
JOKyMEHTAIu!

Bompoc 5

Kakue mnoacucrempr HE Bxomar B cucremy

OpraHU3aIMOHHO-PACTIOPATUTEILHON TOKYMEHTAIIUU:
Bri6epute oiMH OTBET:

a. OpraHM3allMOHHO-TIPABOBAs IOKYMEHTALUs

b. m1aHoBast JOKYMEHTAIUs

C. pacropsiiuTeNbHas JOKyMEHTaLUs

d. UH(POPMALIMOHHO-CITPABOYHAS
JOKYMEHTAIUs

Bompoc 6

Ha xaxue THIbI moapa3aemnstoTcst JOKYMEHTHI IO
POUCXOXKACHUIO:

Bribepure o1uH OTBET:

a. BXOISIIME/UCXO SIS/ BHYTPEHHUE

b. uHAMBUAYyaNbHBIE/TpadapeTHbIE/ TUIIOBBIE

C. TuuHble/ ouIInabHBIE

d. oOmenocrynHele/  KOH(pUICHIHATbHbBIES/
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CEKpPETHBIC
Bonpoc 7
Ha kakue TUIBI 110Ipa3essiFoTCsl TOKYMEHTBHI 110
CIOCO0Y M3JI0KEHUS:
Br16epute oiuH OTBET:
a. TUChbMa/Tenerpammbl/  TenedOHOTPaMMBbI/
TeJNEeKChl/ (PakcorpaMMBbl/ IIEKTPOHHBIC COOOIICHHUS
b. naaMBUAYanbHBIE/ TpadapeTHbIe/ THITOBBIC
C. TIOJUTMHHUKY/ KOTIHHW/ TyOITUKAThI
d. oOmenocrynHble/ KOH(pHICHIHATHHBIE/

CEKpETHBIE
Bompoc 8
ITo KakoMy IIpU3HAKY JOKYMEHTBI

NOJPa3JeNsAloTcd Ha MOJIMHHUKA  (OpUTHHAJIBI)/
Konuu/ 1yOIMKaThI:
Br16epute oiuH OTBET:
a. mo (hopme mpeacTaBICHHs
b. mo cdepe aesTenbHOCTH
C. 1o crocoOy nepenavyu
d. o cTenenu mMoIMHHOCTH
Bonpoc 9
CorunacHo CTaHJIAPTHU3UPOBAHHOMY
OTIPEJIeNICHUIO0, CUCTEMA JJOKYMEHTAIH — 3TO:
Bri6epute ouH OTBET:
a. COBOKYIHOCTh JJOKYMEHTOB, 00pa3yroIIUXCs
B JIEATEIbHOCTU IOPUIUYECKOTO HIN (PU3NYECKOTO
auna
b. KOMIUJIEKCHl JOKYMEHTOB, OTpa)karoliue
IIPOU3BOJICTBEHHbIC, YIIpaBJIIeHYECKUE, (DUHAHCOBBIE
MIPOIECCHI IPEANPUATHIA, OpraHu3aluid, YUpExKIACH I
c. cucrema HOPMAaTUBHBIX aKToOB,
periaMeHTHPYIOIIUX JTOKYMEHTUPOBaHUE
NESITeIbHOCTH M JOKYMEHTOOOOpOT MpeanpUsTUid
Pa3IUYHBIX OPraHU3aMOHHO-TIPABOBBIX (HOPM
d. COBOKYITHOCTb JIOKYMEHTOB,
B3aMMOCBSI3aHHBIX [0 TPU3HAKAM IPOUCXOKIACHUS,
Ha3Ha4YeHHs, BUIA, chepbl AESITETbHOCTH, EIUHBIX
TpeOOBaHUH K UX 0(POPMIICHHUIO

Bompoc 11
CornacHo CTaHIaPTU3UPOBAHHOMY
OIIPENIETICHUIO, yHUUIIIpOBaHHAS cucrema

JOKYMEHTAIUN — 3TO:

Bribepure oJ1uH OTBET:

a. COBOKYITHOCTb JOKYMEHTOB,
B3aMMOCBSI3aHHBIX [0 TPU3HAKaM IPOUCXOXKICHUS,
Ha3HaueHMs, BUIA, chepbl NeATENbHOCTH, €AWHBIX
TpeOOBaHUH K UX 0(OPMIIEHUIO

b. cuctemMa JOKyMEHTAllMM, COCTaBJICHUE U
odopmiieHue KOTOPOI periaMeHTHPOBAHO
HOpPMAaTHBHBIMU aKTaMH

C. cHucTeMa JOKYMEHTAalluM, CO3JaHHas [0
€IMHBIM TpaBWJIaM U TpeOOBaHUAM, CcoJepIKalias
UHPOpMaAlIMIO, HEOOXOIUMYIO Uil YIpPaBICHHS B
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OTIpeeNIeHHOM chepe e TEIbHOCTH
d. cucrema JIOKyMEHTaIluM, UMEIOLIAs €AUHBIHI
bopmymsap
Kakue sneMeHTB! SBISIOTCS CAaMBIMH KPYITHBIMU
CTPYKTYPHBIMH 3JIEMEHTaMH JOKYMEHTA KaK CHCTEMBI:
Bri6epute oiuH OTBET:

a. cogepxkanue u hopma

b.  3aronoBouHas,  coJepXkKareilbHAE U
0(hOpMIISFOIIIAs YaCTH

C. PEKBU3UTHI

d. cmyebHoe u pabouee 1moJie TOKyMeHTa

Bompoc 12

[Iponomxkute oTIpeieNieHue: bopmyIsip

JOKYMEHTa 3TO - ...
Bri6epute oiuH OTBET:

a. HabOp  PEKBU3UTOB  O(DUIIMAIBLHOTO
MUCHPMEHHOTO  JIOKYMEHTa,  pAaclOJOKCHHBIX B
OTIpEIeTICHHOM TOCIIEeIOBATEIHHOCTH

b. Habop pEKBU3UTOB, UACHTU(UIUPYIOIINX
aBTOpa OPHUIMAIHLHOTO MICEMEHHOTO JIOKYMEHTa

Cc. 3apuKCHpOBaHHas Ha MaTEePHATBHOM

HOCHTETIE nHpopmarus c PEKBU3UTAMH,
TIO3BOJISIONIMMY €€ UACHTH(PHUIIMPOBATH
d. BHYTPCHHSIS dhopma JOKYMEHTA,

OTIPENENSIONIasl CTPYKTYpPY TEKCTa W €ro SI3BIKOBBIC
0COOEHHOCTH

Bomnpoc 13

[Iponomwkure onpeneneHue: OJaHK TOKYMEHTa
—9T0 ...

BriGepure ouH OTBET:

a. MOJIETb HOCTPOCHHS TOKYMEHTa,
yCTaHaBJIMBAIOMIas 00JacTh MPUMEHEHHs, (HopMarThl,
pasMepsl  moJiei, TpeOOBaHMA K  IIOCTPOCHUIO
KOHCTPYKIIMOHHOW CETKU M OCHOBHBIEC PEKBU3UTHI

b. THUITOBAsI MO/IETb, cozepKanas
COBOKYITHOCTb 00s13aTeIbHBIX PEKBH3HTOB,
CBOWCTBEHHBIX  JIOKyMEHTaM  YHHU(DUIIMPOBAHHOMN
CHCTEMBI OpraHU3alMOHHO-PACTIOPAAUTEILHON
JOKYMEHTAllMH W PACHOJIOKEHHBIX OIpPEeAeICHHBIM
o0pazom

c. Habop  pEKBU3UTOB  O(PUIHUAIBLHOTO
NHCBMEHHOTO  JIOKYMEHTa,  PACHOJOKEHHBIX B
OTIpe/IeTIeHHON MOoCe10BaTeIbHOCTH

d. Habop pPEeKBU3UTOB, HJECHTUDUIUPYIOLUINX
aBTOpPa O(UIHATEHOTO MMCHbMEHHOTO TIOKYMEHTa

Bompoc 14

KakoMy MOHSATHIO COOTBETCTBYET ClEAyroIas
XapaKTEePUCTHKA: «3TOT (QOPMYISAP XapaKTepU3yeTCs
OTIpe/IeNIeHHBIM KOJIMYECTBOM PEKBH3HTOB,
PacoNIOKEHHBIX B CTPOrOW MOCIIEA0BATEIbHOCTH, U
XapakTepeH Ui KOHKPETHOTO BHJAA JIOKYMEHTOB,
HarpuMep, MpHKa3a, aKTay:

Bribepute oJIMH OTBET:
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a. TUNIOBO# (hopMyIsip

b. bopmyrsp

c. popmysip-obpaszery

d. uHIMBUAYaTBHBIN HOPMYIISD

Bormpoc 15
Kakomy JOKYMEHTY COOTBETCTBYET
clefyromias XapaKTepPUCTHKA: «IJTO INHUCbMEHHOE
IIOJTHOMOYHCE, BbIIaBacMO€ OJHUM JIMITOM
(yupexxieHuem) JIpyromy JIALLY JUIst

IPEJICTAaBUTENIbCTBA MTEPEN TPETHUM JIMIIOM.

Br16epute oiuH OTBET:

a. pacmmcka
b. 3asBieHne
C. IOBEPEHHOCTb
d. cnpaBka
Bomnpoc 16
OTMETHUTH BOIIPOC
Kak mnepeBoauTcs ¢ JaTMHCKOTO TEPMHH
«peKBU3HUTY» (J1atT. requisitum):
Br16epute oiuH OTBET:
a. MMHUMAaJIbHas 4acTh
b. Tpebyemoe, HeoOX0IUMOe
C. CTPYKTYPHBIU 3JIEMEHT
d. atpulyT conepkaHus
Bomnpoc 17
KakoMy TepMHHY COOTBETCTBYET Clieylolliee
CTaHIApPTU3UPOBAHHOE OIpe/ieiieHne (3aKpEerIeHHOE B
I'OCT P 51141-98): «... — 3T0 00sI3aTE€IbHBIN JICMEHT
odopmiieHHs 0(UITUATBHOTO TOKYMEHTay:

Bri6epute ouH OTBET:

a. pEKBHU3UT JIOKyMEHTA

b. 3arosoBouHas 4YacTh JOKYMEHTa
c. pabouee nosie JOKyMEHTa

d. 6rmank moKymMeHTa

Bompoc 18

KakoMy TepMHHY COOTBETCTBYET CIEAyIOIIas
XapaKTepPUCTHKA:

DTO BUJ MUCBMEHHOTO JOKYMEHTAa, B KOTOPOM
buKCcUpyloT  pemieHus — aAMHUHHCTPATHBHBIX U
OpPraHM3alMOHHBIX BOIIPOCOB, a TAKXE BOIPOCOB
yIpaBJIeHUs,, B3aUMOJAEHCTBUs, oOecreueHus |
pETyINpOBaHUs  JEATEIBHOCTH OpPraHOB  BJACTH,
YUpeXKACHUHN, MpEeANpUATHH, OpraHu3aluii, HuX
NO/IPa3JICNICHUI U IOJKHOCTHBIX JIHIL.

Bribepure oJ1uH OTBET:

a. CIY)KeOHBIN TOKYyMEHT

b. opuIMaIBHBIN JOKYMEHT

C. YIPaBJIEHYECKHI TOKYMEHT

d. OpraHu3alMOHHO-PACTIOPSAIUTEIbHBIH
JOKYMEHT
Bompoc 19

Y Kakoro BuJA OPraHU3aLMOHHO-IIPABOBOM




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

JOKYMEHTAIIMN TpeOOBaHUS K TEKCTY yCTAHOBJICHHI B
3aKOHOJJATEILHOM IOPSIJIKE:

Bribepure ouH OTBET:

a. IITaTHOE paclucaHue

b. JOKHOCTHAS HHCTPYKIIHS

C. yCTaB

d. UWHCTPYKIMS HOPMAaTUBHO-METOJUYECKOIO
Xapakrepa

Bompoc 20

KakoMmy NOHATHIO COOTBETCTBYET ClIEAYIOLIAs
XapaKTepUCTHKA:

DTO  JOKYMEHT,  COJepXKaluid  MpaBuia
MOBE/ICHNUS, pacnpoCTpaHsOLIeCs Ha
HEeOoMpeeNeHHbIA KPYT JIMILI, U3aHHbIE HA OCHOBAHUU
U BO HUCIOJHEHHE (elepabHOTO 3aKOHO/ATeNNbCTBa,
00s3aTeNbHbIE TUIs WCIIOJTHEHUS opraHaMu
roCy/1apCTBEHHOM BIIACTH, MECTHOTO
CaMOYNpaBJieHUs, UX JOJDKHOCTHBIMU  JIMIIAMH,
OPUAMYECKUMU JIUIIAMH U TPaXKAaHaMU.

Bri6epute oiuH OTBET:

a. HCHOPMAaTHUBHBIN IMPABOBOM aKT

b. HOpMATHBHBII MPABOBOM aKT

C. IPaBOBOM aKT

d. HOpMBI TTpaBa

Bomnpoc 21

[Ipy oTmpaBke Kakoil Pa3HOBUIHOCTH MHCbMA
MOYKHO OTPAHUYUTBHCS (PAKCHUMUIBHOM CBA3BIO WM
AJICKTPOHHOM TOYTON 0€3 JOCBUIKH KOPPECIOHIACHTY
HOJUITMHHUKA!

BeiGepute oquH OTBET:

a. pEKJIIaMHOTO TUChbMA

b. nucema-3arpoca

C. NMChbMa-3aKas3a

d. nucbMa-HanoOMUHAHUS

Bompoc 22

Kakue nucbMa SBISIOTCS MHOTOACIIEKTHBIMMU:

Bribepure o1uH OTBET:

a. MUCbMa, COCTOALIME U3 TPEX WM YETBIPEX
CMBICJIOBBIX yacTell (BCTYIUIEHHE, OCHOBHAs 4YacTb,
3aKJIIOYECHUE, IPEAYNPEXICHUE UITH 3aKII0UNTEIbHbIE
STUKETHbIE (HPOPMYIIbI)

b. muchbMa, TOCBSIIEHHbIE  HECKOJBKUM
BOIIpOCaM

C. KOMIUIEKC ITUCEM, SIBJISIOIIMUXCS PE3yJIbTaTOM
NEPENNUCKHU JIEJIOBBIX NApTHEPOB IO OJHOMY WU
HECKOJIbKMM BOIIpOCaM

d. muceMa, aBTOpaMu KOTOPBIX  SIBJISIOTCS
HECKOJIBKO JIMIL, KaXJ0€ U3 KOTOPBHIX BBICKA3bIBACT
CBOIO TOUKY 3PEHHS Ha OTPAKEHHBII B MMCbME BOIIPOC.

Bompoc 23

Kakass pa3HOBHIHOCTH 3allMCOK HE COJAEPIKUT
BBIBOJIOB U NPEIJIOKEHNMN:

Bribepute oJIMH OTBET:




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

a. MHUI[MAaTUBHAS JTOKJIa Has 3alncKa
b. 00BsICHUTENIbHAS 3aIKCKa

C. IMYHAas 3aIMcKa

d. cmyxeOHas 3amucka

Bompoc 24
Kakomy Bumy wuH(OpPMAIMOHHO-CIIPABOYHOM
JOKYMEHTalU COOTBETCTBYET CIIeIyoIIee

omnpenenenue: «3I31o (opmMa BHYTPEHHEW JIEIOBOU
MEPENUCKA MEXIY TOIpa3AeICHUSIMU OpPraHu3aluu
WIK JODKHOCTHBIMHU JIMIIAMHU, HE HAXOJAIIUMHUCSA B
TPSIMOM TIOTIMHCHHH.

Br16epute oiuH OTBET:

a. TOKJIaJHas 3armicKa

b. cny>keOHas 3anmucka

C. OT3BIB

d. akr.

Bomnpoc 25

Kakoii pa3HOBHUIHOCTH [IOKJIAJHBIX 3alUCOK
COOTBETCTBYET CJCAYIOMIAass XapaKTePUCTHKA: «ITH
JOKJIAJTHBIC 3alUCKA HH(MOPMHUPYIOT O 3aBEpIICHHH
paboThl, €€ JTama, BBHINOJHCHMHM  YyKa3aHUMH,
pacoOpsKEHUH U T.IL».

Bri6epute ouH OTBET:

a. nHdopMaIMOHHAS

b. MOsSICHUTEIIbHBIC

C. OTYCTHBIC

d. HHULIMATUBHEIE

Bomnpoc 26
Kakomy Bugy wuHGOpMalmoHHO-CIPAaBOYHON
JOKYMEHTAIU! COOTBETCTBYET clieslyroniee

ompeneneHue: «ITO JOKYMEHT, COCTaBJICHHBIA s
MOJATBEPXK/ICHUSI YCTaHOBJICHHBIX (DaKTOB, COOBITHIA,
NIEUCTBUID.

Bri6epute ouH OTBET:

a. aKT

b. mpoToko

C. MUCHMO-TIOJITBEPKICHHE

d. cipaBka

Bompoc 27

Kakomy Bugy wuHGOpMaMOHHO-CIPABOYHON
JTOKyMEHTAIu! COOTBETCTBYET clIelyroliee

ompeneneHue:  «ITO  JOKYMEHT,  COAEpIKalluii
NEepeyrcICHue  JIUI, TpPEAMETOB, OOBEKTOB B
OTIPEJICTICHHOM TIOPSAJKE, COCTAaBICHHBIH B MEIAX
MH()OPMHUPOBAHUS WIH PETUCTPALIUNY.

BriGepure ouH OTBET:

a. IepeyeHb

b. cipaBka

C. CBOJIKA

d. ciucok

Bompoc 28

[Iponomxkute onpenenenue: popmymsp-oOpaser
—9T0 ...
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WHIUKATOP
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NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

Bribepure ouH OTBET:

a. HabOp pPEKBU3UTOB, WICHTU(PHUIMPYIOIINX
aBTOpa O(HUIMAIHHOTO MHUCEMEHHOTO IOKYMEHTa

b. MO/JIEITb MOCTPOCHHS TOKYMEHTA,
yCTaHaBIIMBaloas 00JacTh MpPUMEHEHHs, (OpMAaTHI,
pasmepbl  moJyiel, TpeOOBaHMS K  IOCTPOCHHUIO
KOHCTPYKIIMOHHOM CETKU M OCHOBHBIE PEKBU3UTHI

c. Habop PEKBU3UTOB OUITMATEHOTO
NUCBMEHHOTO  JIOKYMEHTAa,  pAacIOJOXEHHBIX B
OTIPEJEJIEHHOM MOCIIEJ0BATENILHOCTH

d. TunoBas MozeNb, coaepIKaIas COBOKYITHOCTh
00s3aTeNbHBIX PEKBU3UTOB, CBOWCTBEHHBIX
JOKYMEHTaM YHUDUITTPOBAHHOM CHCTEMBI
OpraHU3aIMOHHO-PACTIOPSAIUTEIHHON JTOKyMEHTAIINN
U PACIIOJIOKEHHBIX ONpeAeeHHBIM 00pazoM.

Bompoc 29

Kakoil  peKkBH3UT, paCIOJIOKEHHBIM  BBbIIIE
TEKCTa, OTHOCHUTCS K 3ar0JIOBOYHOM YacTH:

Br16epuTe oiuH OTBET:

a. rpuQ yTBEPKICHUS

b. cchlTKa Ha PErHCTPAMOHHBIA HOMEp M JIaTy
JOKYMEHTa

C. PE30JIIOLUS

d. oTMeTKa 0 KOHTpOJIE.

1. Hroroselii Tect (2 Kypc)

Bomnpocl

JlesTeIbHOCTh 0 YCTAaHOBJICHUIO M IITUPOKOMY
MHOTOKPAaTHOMY HCIIOJIb30BaHUIO TpeOOBaHUH,
HOPM, TpaBWJI W  XapaKTEPUCTUK,  Kak
00sA3aTeNbHBIX  JUIS  BBIIOJHEHHUS, TakKk H
PEKOMEHTyEMBIX, B HeNsIX  JOCTIKEHUS
ONTUMAJILHOW CTETCHHU YIMOPSAOUYEHHOCTH B TOM
WJIM MHOM 00JaCcTH

BriOepuTe 01MH OTBET:

a. TapMOHU3AIHA

b. cranmapTu3anus

C. CUCTEMAaTH3aLus

d. yauduxanms

Bompoc3

[TpopomxuTte oTpe/ieNieHue: cucrema
JTOKYMEHTAIUH — 3TO...

Bri6epute oiMH OTBET:

a. COBOKYIHOCTh JOKYMEHTOB, CBSI3aHHBIX
poLeaypoi MPUHSATUS YIPaBJICHYECKOTO
peleHus

b. pa3HOpOIHBIE TO CBOEMY MPOUCXOXKICHUIO,
pa3zHooOpa3HbIe 10 BHUJIOBOMY COCTaBy
JTOKYMEHTBI, oOpa3oBaBIIMiecss B  MpoIecce
NEeSTeIbHOCTH OTACTHLHOTO (PHU3UIECKOTO UL

C. COBOKYITHOCTh JOKYMEHTOB, B3aHMOCBSI3aHHBIX
MoJI TIPU3HAKAM TPOUMCXOKICHUS, Ha3HAYEHUS,
BUJa, CHEPHI NEATEILHOCTH, SMHBIX TPeOOBaHMIA
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NuaukaTtop 10CTUXEHUS
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K 0(OPMIICHHIO

d. OKyMEHTHI W MAacCHBBI JIOKYMEHTOB B
WH(MOPMAIMOHHBIX CHUCTEMAaX, YIOPSI0YCHHBIC
ornpenenéHHbIM 00pa3oM

Bomnpoc 4

OcHoBHas  kiaccu(pUKAIMOHHAS CAWHHIIA B
(GYHKIIMOHATBHOU KJIACCU(PUKAIIUN JOKYMCHTOB
Bri6epute oiuH OTBET:

a. TIOJUTMHHUK TOKyMEHTa

b. neno

C. IyOIMKaT TOKyMEHTa

d. B nokymeHTa

Bomnpoc 5

Knaccudukanus JIOKYMEHTOB Ha
WHIAUBUAyAIbHEIE, TpadapeTHble, MPUMEpPHBIC
OCYIIECTBIISICTCS 110 CIIEIYIONEMY OCHOBAHHIO
Bri6epuTe oiuH OTBET:

a. CTETICHb CIIO)KHOCTH

b. creneHs TOYHOCTH

C. CTeleHb yHU(UKAIUU

d. creneHb OTKPHITOCTH

Bompoc 6

biank nokymenrta — 3710...

Bri6epute ouH OTBET:

a. HaOpaHHBIM HA KOMITBIOTEPE TUITOBOM TIOKYMEHT
b. TOKyYMEHT, OTIIe4aTaHHbIN B TUTIOTpadum

Cc. HabOp PpEKBU3UTOB, WJCHTU(DHUITUPYIOITUX
aBTOpPa OPUIHAIBEHOTO TIOKyMEHTA

d. TOKYMEHT C MOBTOPSIIOIIUMCS TEKCTOM
Bomnpoc7

OyHKIMOHANbHAS KJIacCU(UKALUA JOKYMEHTOB
OCYILIECTBIISICTCS MO CIEIYIOIIEMY OCHOBAaHUIO
Bri6epute ouH OTBeET:

a. BpeMsl MOSIBJICHUSI IOKyMEHTa

b. nuHopMalMOHHas COCTaBIIAIONIAsT TOKYMEHTa
c. cmoco® 3akpereHus UHGOpPMALUU — HA
MaTepUaIbHOM HOCHUTEIE

d. BUJ MaTepuanbHOrO HOCUTENS IOKyMEHTa
Bompoc 8

K «nepBUYHBIM  KOMILIEKCaM  JOKYMEHTOB)
OPEIIPUITHS] OTHOCUTCS

Bri6epute oiMH OTBET:

a. apXHUBHAs KOJUTEKITHS

b. rocynapcTBeHHasi cucTeMa CTaTHCTUKH

C. COOpHHK  HOpPMAaTHBHBIX  JOKYMEHTOB
PEIITPUITUS

d. ToxyMeHTanbHbIN (HOH]T TPEIIPUATHS

Bomnpoc 9

Kowmmneke 10KkyMEHTOB — 3TO

Bri6epute oiMH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, B3aHMOCBS3aHHBIX
Mo TpHU3HAKaM TMPOUCXOXKJCHUS, Ha3HAYCHUS,
BUJa, CHEPHI NEATEILHOCTH, SMHBIX TPeOOBaHMIA
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OneHouHbIE CpeCTBA

K 0(hOpMIICHHIO

b. MaccuBbl JOKYMEHTHPOBaHHON WH(pOpMaLuy,
yIOPSIIOUCHHbBIE OTIPEACAEHHBIM 00pa3oM

C. HOMEHKJIaTypa JIeJl OpraHu3auu

d. BU MH(POPMAIIMOHHBIX pecypcos,
HpeI[CTaBJIeHHBIf/'I COBOKYIIHOCTBIO  OTACIIBHBIX
JOKYMEHTOB, =~ MAacCHBOB  JOKYMEHTOB B
UH(POPMALMOHHBIX CUCTEMAaX

Bormpoc 10

JIoKyMeHTHBIE PECYPCHI — 3TO
Br16epuTe oiuH OTBET:
a. COBOKYITHOCTb JOKYMEHTOB, B3aIMOCBS3aHHbBIX
0 TMpHU3HAKaM MPOUCXOKJEHUS, Ha3HAYCHUS,
BHJIa, CPephl eATETLHOCTH, €AMHBIX TPEOOBAHUI
K 0(hOpMIICHHIO
b. HOMeHKJIaTypa Jies1 OpraHu3aluu
C. MAacCHBBI JIOKYMEHTHPOBAHHOW HHGOpMaIuy,
yIOpSAOYEHHBIE ONIpeeIEHHBIM 00pa3oM

d. BH/I MH(GOPMAITMOHHBIX pecypcos,
MPEJICTABICHHBI  COBOKYITHOCTBIO  OTJAEIbHBIX
JIOKYMEHTOB, MaccUBOB JOKYMEHTOB B
MH(OPMALIMOHHBIX CHCTEMAX

Bomnpoc 11

YuudumupoBanHas hopma T0KyMeHTa — 3TO
Bri6epute ouH OTBET:

a. TOKYMEHT, UMEIOIINI TUIIOBOE COJAEp)KaHUE U
odopmIIeHHE

b. OKyMEHT, CO3JaHHBIH C MPUMEHEHUEM
KOMITBIOTEPHON TEXHUKH

C. GOpMBI MEPBUYHBIX YYETHBIX TOKYMEHTOB IO
yué€Ty TpyJa U €ro OIUIaThI

d. COBOKYMHOCTh PEKBH3UTOB, YCTAHOBIICHHBIX B
COOTBETCTBUU C pEUIaeMbIMU B JIaHHOU cdepe
NeSITeNIbHOCTH 33aJladaMy U 3a(pUKCHPOBAHHBIMU B
OTIpENICICHHOM  TIOpSIKE HAa  MaTepHalbHOM
HOCHTEIE

Bompoc 12

MeTon  COBEpIICHCTBOBAaHUS JOKYMEHTOB U
CUCTEM JIOKyMEHTallu!

Bri6epute o/1MH OTBET:

a. nH(opmaTH3aLus

b. cTannapTuzanus

C. CUCTEMHBIN aHaJu3

d. MonienupoBanue

Bompoc 13

JlokymeHTanbHbIH GoH - 3TO

Bribepure o1uH OTBET:

a. JOKyMEHTbl OpraHU3alliH, MOATOTOBJIEHHBIE K
caue B TOCYJapCTBEHHBIN apXUB

b. COBOKYIMHOCTh JJOKYMEHTOB, 00pa3yloLIUXCs B
JeSITEeIbHOCTH IOPUANYECKOTO WM (PU3NYECKOTO
Ju1a 3a roj

C. JOKYMEHTBHl OpraHM3alliM, BBIJIEIECHHbBIE K
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YHUYTOXCHHIO
d. moxymeHTHI, BKIOUYEHHBIE B  Tabenb
YHUDUITUPOBAHHBIX bopm JOKYMEHTOB
OpraHu3auu

Kontpoasnas padora (2 kypc)

1. Bl pykoBOAMTENb SKOHOMHYECKOTO OT/IENA.
BaMm HE00x0aMMO MPOMH(POPMHUPOBATH PYKOBOIUTEIS
OpraHu3alui 0 TOM, 4YTO 3aM. oTnena mo AXY He
BBITIOJIHSACT MPENNUCAHUS TI0 00ECIeueHUI0 pabounx
MECT MPUHTEPAMHU, UHTEPHETOM M B KaOWHETE BaIIero
OTJeNa HE TIPOBENEeH KOCMETHYECKHH PEMOHT.
OdopmuTe COOTBETCTBYIOLIUIN JOKYMEHT.

2. Bwml omo3manum Ha paboTy Ha 2 uyaca.
PykoBoacTtBo mnotpeboBasio oT Bac 00bscHeHMIl.
OdopmuTe COOTBETCTBYIOLIUIN JOKYMEHT.

3.  OtpemaktTupyhte TEKCThl  CIEAYIOIIUX
NOKyMeHTOB. COCTaBbTE UX NIPaBUJIbHBIN BapHaHT.

Hrorossiii TecT 32 2 Kypc

Tembl kKypcoBbIX padoT (3 Kypc)

2. Hcropust CTaHOBIEHUS COBPEMEHHBIX
(GyHKIMOHAIBHBIX ~ CHUCTEM  JIOKYMEHTaluu B
Poccuiickoit @enepanuu.

3. OcobGenHocTH rOCyJIapCTBEHHOM
CUCTEMbl HAyYHO-TEXHUYECKOH TOKYMEHTALUH.

4. OcobenHoctu UCIIOJIb30BaHUs
001IIepOCCUICKIX KJ1accu(puKaTopoB
TEXHHUKO-3KOHOMHUYECKOH U COLMaIbHON HHPOPMALIH
B COBPEMEHHOM JIEJIONIPOU3BO/ICTBE.

5.

6. Cucrema MeXIyHapOIHBIX CTaHAAPTOB
B 00J1aCTH TIOKYMEHTOBEACHHUS.

7. AHanu3 CTPYKTYphl TOKYMEHTaJIbHOTO
donma  opraHuzanuu, €ro  KadyecTBEHHas U
KOJIMYECTBEHHAs XapaKTePUCTHKA.

8. KayectBeHHass W KOJIMYECTBEHHAs
XapaKTepUCTUKA COBPEMEHHBIX apXUBHBIX
KOMILJICKCOB.

OIIK-3.2:

3HaeT NpaBOBbIE HOPMBI U
IpaBUjia  OpraHU3alyH,
cucTeMaTH3allly,
KOMIUIEKTOBAHUS U ydyeTa
JOKYMEHTAJIbHOTO u
apXUBHOTO ¢doH0B
OpraHu3aIuu

Bonpocsl k 3auery 1kypc

1. OK 011-93 «Obmepoccuiickuit
KJ1accupukaTop yIpaBIEHUECKOM
JOKYMEHTalluM» U  OTpakeHHe B HEM
YHUDUITUPOBAHHOMN CHCTEMBI
OpraHu3alMOHHO-PACTIOPSAIUTEIBHOM
JOKYMEHTAIUH.

2. TpeboBaHus K NENOBBIM MHChbMaM, CBSI3aHHBIM
C pacmpocTpaHeHreM HHGOpMaIiu.

3. TpeboBanus K IENOBBIM MHUChMaM, CBSI3aHHBIM
¢ oOpallleHHusSIMU TI0 BBITIOJIHEHUIO TEX WU
VHBIX JCMCTBUI WM OKA3aHUIO YCIIYT.
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HTorossiii Tect (3 Kypc)

Bormpoc 1

O06pa3ipl yHUHUITMPOBAHHBIX (HOPM JOKYMEHTOB,
pa3peuIeHHbIX K MPUMEHEHHIO B OpraHHU3allvH,
CHCTEMaTH3UPOBAHEI B CIIEIYIOLIEM TOKYMEHTE:
Br16epute oiuH OTBET:

a. amb00M YHHU(PHUIMPOBAHHBIX (POPM JTOKYMEHTOB
PENPUATHS

b.  mepedyeHb  THIOBBIX  YIPABICHUECKUX
JOKYMEHTOB TIPEATIPUATHUS

c. Tabenb YHUPUIMPOBAHHBIX (POPM JTOKYMEHTOB
PEIPUATHS

d. HoMeHKnaTypa Aen NpeanpUsTUs

Bormpoc 2

Iroct P 7.0.97-2016 «YHudpuuupoBaHHbIE
CHCTEMBI  JIOKyMEHTAUU. YHUPHIUPOBAHHAS
CHUCTeMa  OPraHMW3alUOHHO-PACTIOPSIUTEIHHON
JOKYMEHTAIUH ...» PETYIUPYET

Br16epute oiuH OTBET:

a. ohopmiieHuE PEKBU3UTOB IOKYMEHTOB

b. ynpaBneHue 10KyMeHTaMU

C. mpoeKTupoBaHue ciayxos [JOY

d. OpraHU3aIUIo JTIOKYMEHTO000pOTa B
YUpEKICHUU

Bomnpoc 3

CoOBOKYIHOCTh B3aMMOCBSI3aHHBIX u
CTPYKTYpPUPOBAHHBIX JTAHHBIX Ha

MalTMHOYUTAEMBIX HOCUTEISIX, 00pabOTKa, IIOUCK
U XpaHEHHE KOTOPBIX OCYIIECTBISIETCS C
oMok 9BM, 310

Bri6epuTte oiuH OTBET:

a. DJIGKTPOHHBbIE OAHKU JaHHBIX

b. anekTpoHHBIE 0a3bl JaHHBIX

C. DJIGKTPOHHBIE OMOINOTEKH

d. sneKTpOHHBIE KOMMYHUKATUBHBIE PECYPCHI
Bompoc 4

DOneKkTpoHHble  WHGOPMAIMOHHBIE  PECYPCHI,
CO3/IaBaCMbIC PA3IUYHBIMU TPEANPHATHAMUA U
HEMOCPEACTBEHHO CBSI3aHHBIE C OCYIIECTBICHUEM
HUX OCHOBHOM JI€STEIHHOCTH

Bri6epute oiMH OTBET:

a. BCTpOEHHbBIE UH(POPMAITMOHHBIE PECYPChI

b. aneKTpoHHBIE OUOTHOTEKH

C. KOMMYHUKATHUBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pacnpenenénnpie nHGOPMAIMOHHBIE PECYPCHI

KonTtpoasHnas padora (2 kypc)

1. Bbl pykoBOAMTENH YKOHOMHYECKOTO OTHAEA.
Bam HeoOxoauMo pOMH(POPMHUPOBATH PYKOBOAUTEIIS
OpraHu3aluu O TOM, 4TO 3aM. oTaena mo AXY He
BBITIOJTHSIET MPEIUCaHUs 10 00eCTIeYeHHI0 Pabounx
MECT MPUHTEPaMH, HHTEPHETOM U B KaOWHETE BaILIETo
OTJeNa HE TPOBEAEH KOCMETUYECKHH PEMOHT.
OdopmuTe COOTBETCTBYIOUINI TOKYMEHT.
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a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

2. Bel omo3manmu Ha paboTry Ha 2 4daca.
PykoBoactBo motpeboBanio ot Bac o0bscHeHHI.
OdopmuTe COOTBETCTBYIOUINI TOKYMEHT.

3.  Otpemaktupyiite TEKCThl  CJEIYIOIIUX
nokyMeHTOB. COCTaBbTE UX MPABHIIbHBII BapUaHT.

Bonpoc 7

B KaKoM KOJI0BOM 0003HaYeHUU
yHuummpoBanaoit  gopmer  nokymenta 05080819,
cormacHo OKVY]l, BepHO oOTpakeHB IU(PPOBHIE
NPU3HAKK KJIacCU(DUKAITUH:

Br16epute oiuH OTBET:

a. 19 — KOHTPOJILHOE YHUCIIO, KOTOPOE BBOUTCS
BO wu30ekaHWE OMMUOOK TPU CUYUTHIBAHUH |
UCIIOJI3YEeTCs TIPU MPOBEPKE 3aIKCH KOJIa

b. 80 — moaxmacc ¢opmbl, T.e. OOIIHOCTH
COJICp)KaHWs MHOXecTBa (OpM  JTOKYMEHTOB U
HAIpPaBICHHOCTh UX UCIIOJIb30BAHUS

c. 050 — xmacc (op™mbl, T.e. IPHHAICIKHOCTH

YHUQUIUPOBAHHON bopMbI JIOKyMEHTa K
COOTBETCTBYIOILIEH  YHHU(PHUIIMPOBAHHON  cHCTEME
JOKYMEHTaIu1

d. 081l —  perucrpalMoHHbBIH  HOMEp

YHUGUIUPOBAHHONW  (OPMBI  JOKYMEHTAa BHYTPH
noJIKacca

HTorosblii TecT 32 2 Kypc

Bomnpoc 1
Kakum JTOKYMEHTOM JOJHKHBI
PYKOBOJICTBOBAThCS JeIOTIPON3BOAUTENN npu

JOKYMEHTUPOBAHUM 3TalloB TPYIOBOrO LUKIA — OT
npuemMa Ha paboTy HOBOTO COTPYIAHHMKA 1O €ro
YBOJIbHEHUS:

BeiGepute oquH OTBET:

a. ['ocynapcTBeHHas cucreMa
JOKYMEHTAllMOHHOTO  O0€CleYeHus  YIpaBJICHHUS.
OcHoBHble noJOXeHHud. OOmme TpeGoBaHUS K
JOKYMEHTaM U  ciayx0aM JOKy-MEHTal[MOHHOTO
obecrieueHus

b. IT'OCT P TOCT P 7.0.97-2016
«YHUpULIHPOBaHHAS cucrema
OPraHU3alMOHHO-PACTIOPAAUTENBHON JOKyMEHTALHH.
TpeboBanus kK 0(OPMIIEHHIO JOKYMEHTOB

c. AnbOoM  yHUOUIMPOBAHHBIX  (HOPM
HNEPBUYHOM YUETHOM JTOKYMEHTALUH 110 YUeTy Tpyia U
ero omiaTel, yTBepXkAeHHbIM [locTaHoBieHUEM
I'ockomcraTta Poccun

d. Oobmepoccuiickuii KJaccu(ukaTop
yIIpaBJIEHYECKOH TOKyMEHTALUU

Bompoc 2

Ha xakue Buapl mnojapas3iensiorcs OJaHKH
JOKYMEHTOB I10 PacloyIOKEHUI0 pEKBU3UTOB COTJIACHO
I'OCT P 7.0.97-2016:

Bribepute oJIMH OTBET:




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

a. YIJI0BBIE U IPOJOJIbHBIE

b. oOmuii OmaHk, OJaHK ©UCbMa, OJaHK
KOHKPETHOTO BU/Ia JOKYMEHTa

c. OlaHK opraHu3anuy, OJaHK CTPYKTYPHOT'O
NO/Ipa3/JieJieHusl OpraHu3aluy, OJIaHK JOHKHOCTHOIO
auna

d. nenTpupoBaHHbIe U (IaroBbie

Bomnpoc 3

Kakoit Habop mudp B K0J0BOM 0003HAUYCHUU
dopmber  mokymenta (0720302 o6o3Hawaer Kiacc
(OopMBbI TOKyMEHTA:!

Br16epute oiuH OTBET:

a. 20
b. 07
c. 302
d. 203
Bompoc 4
Kakue CHocoObI opopmIIeHUS JaThl
cootBeTcTBYIOT TpeboBanusm ['OCT P 7.0.97-2016:

1. 09.03.13;

2. 09 mapra 2013 r.;
3. 09 mapra 2013 rona;
4.09.03.2013 r;;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
Bri6epute ouH OTBET:

a.l1,4,7

b.2,6,7

C. BCE BapUaHThI, KpOMe 5

Bomnpoc5

Kakoe odopmieHne ocCHOBaHHS TOKyMEHTa
cootBeTcTByeT TpeboBanusm ['OCT P 30-2003 (B
CKOOKax 0003HaueH KITFOYEBOM rJ1aroJ
pacropsAUTEILHOM YacTH JOKYMEHTA):

Bri6epute oiMH OTBET:

a. Ha ocnoBanum mnpukaza MuHucTtepcTBa
obpazoBanus 1 Hayku PO ot 15 suBaps 2013 Nel5 «O
HOPSJIKE MIPOBEICHUS aTTecTaluu BY30B»
(ITPUKA3BIBAIO)

b. C memo HCHOJHEHMs MpHUKa3a peKTopa 00
ykperuieHun Tpynosoit nucrumiaunsl (ITPEJJJIATATO)

c. B cBa3u ¢ HE0OXOAMMOCTBIO HCIHOJHUTH
npuka3 munucrepctsa (IIPUKA3BIBALO)

d. Bo ucnonnenue npukaza OAO «MMK» Ne 45
«O nopsi ke 3axiouenus norosopos (ITIPEIJIAT'ALO)

3agaHud K NPaAKTHYECKOH YacTH 3a4eTa C
OLCHKON 10 Kypcy «/lokyMeHTOBeAeHue)

1. KoMmmiekcHbIA a”Hamu3 HOKHOCTHOM
MHCTPYKIIMU U €r0 PEAAKTUPOBAHUE.
2. KommexkcHpIin aHaJIn3

Y4pEIUTENBHOTO JOKYMEHTA U €r0 peJaKTUPOBAHUE.




Kon

NuaukaTtop 10CTUXEHUS

I/IH[[I/I:aTop KOMITETEHIIHI OrneHo4HbIE CpPECTBA
Tembl KypcoBbIX padoT (2 Kypc)
9. bubnuoreunsie MH(POPMAIMOHHBIE
pecypcsl, JTOKYMEHTHPOBAHHE JeSITeIbHOCTH
OuOINOTEK.
10. Mys3eiinble UH(POPMAIMOHHBIE
pecypcsl, JTOKYMEHTHPOBAHHE JeSITeTbHOCTH
MY3EHHBIX KOMIUIEKCOB.
11. Bcrpoennble  u pacnpeneli€HHbIE
AJIEKTPOHHBIE PECYPCHI, X OCOOCHHOCTH.
12. Knaccudukarus BCTPOEHHBIX
UH(POPMAIMOHHBIX pecypcoB TPEIIPUSITHS,
O0COOEHHOCTH YIPABJICHUS UMHU.
13. XapakTepucThka pacrpenenéHHbBIX
AIIEKTPOHHBIX PECYPCOB, OCOOCHHOCTH YIIPaBJICHUS
UMH.
14. Mecto, poJib, IEPCIEKTUBBI Pa3BUTHUSA
JNEKTPOHHBIX OMOIMOTEK B CHCTEME JOKYMEHTHBIX
pecypcos.
OIIK-3.3: | PaGoraer c Bonpoch k 3a4eTy 2 Kypc
KOPITIOPaTUBHOM 1. CrpykTypa  yOpaBJ€HYECKOTO JIOKYMEHTA.
CUCTEMOM PexBusut u popmyssap 10KyMeHTa, UX pa3BUTHE.
JTOKYMEHTO000POTA, B| 2. dopmyrsip-o6pazert
TOM YHCJIE JIEKTPOHHOIO, | OPraHU3alIOHHO-PACHIOPSAUTENIBHOTO  JIOKYMEHTA:
B COOTBETCTBUU Cc | oOmas XxapakTepucTHKa.
MPaBOBBIMU HOpMamu | 3. TpeboBanus K OJlaHKaM
npoeccuoHaIbHON OPraHU3alMOHHO-PACIOPSAAUTENBHBIX TOKYMEHTOB.
cpenbl 4, Texandeckue TpeboBaHUA K OG(OPMIICHHIO
PEKBU3UTOB OpraHu3alHOHHO-PACHOPAAUTEIBHBIX
JOKYMEHTOB.
S. OpraHu3alMOHHO-pacops IUTEIbHAs
JOKYMEHTaIUs: 00Lue CBEJCHNUS.
6. OpraHu3allMOHHO-TIPaBOBas  JIOKyMEHTALUs:
oO0111e cBeIcHUS.
7. Cocrapnenue u o(hopMiIeHHE OCHOBHBIX BUIOB
YUPEIUTEIbHBIX JJOKYMEHTOB.
8. CocraBnenne M 0¢GOpMIIEHUE MOJIOKEHHH,
IITaTHOIO  pacluCaHus, IMpaBUI  BHYTPEHHErO
TPYZIOBOTO pacropsjka, UHCTPYKLUH,
aJIMUHUCTPATUBHOIO pErjiaMeHTa.
9. TpeboBanus K MMCbMaM-OTBETaM.
10. TpeboBanuss K MUCbMaM HPETEH3MOHHOTO
XapakTepa.
11. TpeboBaHus K JIEJIOBBIM MUCbMaM, CBS3aHHBIM
C BBIpOKEHHEM BHUMAHUS U y4acTHUs.
12. TpeboBanus K peKOMEHJaTEIbHBIM TUChMaM.
13. TpebGoBanus K YaCTHBIM (TMYHBIM)
JIOKYMEHTaM.
HTorosBsliii Tect 3a 2 Kypc
Bompoc 1

Kakoif u3 mepeuuclieHHbIX pPEKBU3UTOB HE
OTHOCHTCS K PEKBU3UTaM YI0CTOBEPEHUS:
Bribepute oJIMH OTBET:




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

a. OTTUCK MeYaTu
b. rpud yrBepkIeHHS
c. rpud cormacoBaHus
d. moamuck
Bomnpoc 3
Ha kakux ¢opmax mpocTaBisieTcss Ko (GOpMbI
JIOKYMEHTA!
Bri6epute oiuH OTBET:
a. Ha Bcex OylaHkax
b. Ha yHUGUIIUPOBAHHBIX (popmax
C. Ha BCEX JOKyMEHTax
d. Ha HeYHHUPUIIMPOBAHHBIX OopMax
d. Bce BapuaHThl, kKpome 3
Bomnpoc 4
Kakoil sneMeHT permcTpalMOHHOrO HOMEpa
JTIOKYMEHTA SIBJISIETCS 00513aTebHBIM:
Br16epuTe oiuH OTBET:
a. UHJIEKC Jieia TI0 HOMEHKJIaType e
b. nHGOpMaIHS 00 UCTIOTHUTETAX
c. uHGopMaIHsI 0 KOPPECTIOHCHTE
d. nopsaKoBBIi HOMEp
Bompoc 5
Ha xakmx pokymentax HE odopmusercs
PEKBH3UT «Anpecar»:
Bri6epute ouH OTBET:
a. crpaBKa
b. nuceMo
C. ciyxeOHas, MOKIagHas M OOBSICHUTEIbHAS
3aMKUCKU
d. ToMmKHOCTHAS UHCTPYKLIUS
Bomnpoc 6
Kakoii pexBU3UT odopMisieTcss MOCIeAHUM
nepes TeM, Kak JOKyMEHT OylIeT OTHpaBiieH Ha
XpaHEHUeE:
Bri6epute oiMH OTBET:
a. OTMETKa O TIOCTYIUIEHUH JOKyMEHTa B
OpraHHU3aIUIo
b. oTMeTKa 00 UCTIOTHUTETE
C. rpud yTBEp>KICHUS
d. ormerka 00 WHCHONHEHUH JAOKYMEHTa U
HaIpPaBIEHUU €T0 B JIEJI0
Bompoc 7
OMb6nemy u ToBapHbIi 3Hak HE BocnipousBoast
Ha OJIaHKe, €CJIM Ha HeM MTOMEIIIeH (-a):
Bri6epute oiMH OTBET:
a. pe30IIonus
b. oTTUCK TepOOBOY NIeyaTH
c. TocynmapcrBennsiii repd  Poccuiickoit
®denepaunn
d. moxnuce
Bomnpoc 8
Ha xakoMm »K3eMmIuisipe [€710BOTO THCHMA,
MOITOTOBJICHHOM VIS OTIIPaBKH azpecary,




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

IPOCTABIISIOTCS BU3BI:

Bribepure ouH OTBET:

a. Ha TIOJJTMHHHKE, OTIIPABIISIEMOM aJipecaTy

b. Ha KOIIMH, MOMENIAeMOI1 B JIETI0 OpraHU3aluu

C. Ha IUCbMax BHU3bI HE OPOPMIISIIOT

d. Ha MOJUTMHHUKE, OTHPABISIEMOM ajpecaTy, U
Ha KOITMH, TOMEIIAeMO B J€JI0 OPTaHU3aIIH

Bomnpoc 9

Cpemn JIOKaJIbHOM
OpraHu3alMOHHO-PACTIOPSAIUTEIBHON JTOKyMEHTAIINN
BBICIITUM FOPUANIECKUM CTaTyCOM O0JIa/IacT:

Br16epute oiMH OTBET:

a. OpraHW3alMOHHAS JTIOKyMEHTAIUS

b. pactiopsiauTeNnbHas JOKYMEHTAIUS

¢. "H(QOPMAIIMOHHO-CIIPAaBOYHAS TIOKYMEHTAITUS

d. BCE TpyMIIbI
OPraHU3aIMOHHO-PACTIOPSAIUTEIHHON JTOKYMEHTAIINN
00ajafoT  OJIMHAKOBO  BBICOKMM  FOPUIHYECKIM

CTaTycoM
Bomnpoc 10
B xaxom paay BCE TICPCUHHCIICHHBIC BH/bI
JOKYMCHTOB OTHOCATCA K

OpraHU3aIMOHHO-TIPABOBHIM:

Bri6epute ouH OTBET:

a. TIOJIOKEHHUE O CTPYKTYPHOM TMOJApa3/ICICHUH,
JOJDKHOCTHAS! MHCTPYKIIHS, aHATUTHYECKas CIIPaBKa

b. npaBuia BHYTPEHHETO TPYZIOBOTO
pacropska, JIOJDKHOCTHOM perJIaMeHT,
aJIMUHUCTPATUBHBIN pPErIaMeHT

C. YCTaB, IITaTHOE PACIIHCAHUE, OTYET

d. yupenutenpHBIN AoroBop; yka3z IIpesuaeHTa
P®; uHCTpYKIINS 1O AEIOMPOU3BOACTBY

Bomnpoc 11

B kakux opranmzanusx Moxer HE Bectuch
KaJpoBas TOKyMEHTAIHs:

BriOepuTe 0IMH OTBET:

a. KajapoBas JIOKyMEHTAIlMsl BEIETCS BO BCEX
OpraHu3aIusax HE3aBHUCUMO OT X
OpraHU3aIMOHHO-TIPABOBOM (OPMBI

b. B HEKOMMEPUYECKHUX OpraHU3aIMIX

C. B Ka3€HHBIX FOCY/IApPCTBEHHBIX YUPEKICHUSIX

d. B akIIMOHEPHBIX 00IIECTBAX

Bompoc 12

Kakue pacnopsiiuTeIbHbIE JOKYMEHTBI
U3JAI0TCS 110 ONEpPAaTHBHBIM BOIIpOCaM M JIs
OpraHu3aluu UCIIOJIHEHUS OpyTHux

pacnopsAMTENbHBIX TOKYMEHTOB:
BriGepure oH OTBET:
a. IPUKa3bI
b. pemenus
C. IOCTaHOBIICHHUS
d. pacnopsokeHus
Bonpoc 13




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

Kakue pacnopsiIuTebHbIE JTOKYMEHTBI
OTHOCSTCS K JIOKyMEHTaM, CO3/1aBa€MbIM B yCIOBHUSX
KOJIJIETUAJIBHOCTH:

Bribepure ouH OTBET:

a. pereHus

b. mpukassl

C. YKa3aHUs

d. pacnopsixeHus

Bompoc 14

Uem MUICHMO-TIPETOKCHIEC (odepTa)
OTIIMYAETCS OT PEKJIAMHOTO TIHChMa!

Br16epute oiuH OTBET:

a. HamNpaBJsIeTCs TMPOJABIIOM ITOTEHIIMAIEHBIM
MOKYTATEeNSIM C TIPEIO’KEHHEM TOBAPOB WIIH YCIIYT

b. He CBsA3BIBaCT MpOJABIA 00S3aTETHCTBOM
pOJaTh TOBAP

C. COJCPKUT HaMEpEHHUE 3aKIIOYUTh CICIKY C
YKa3aHHEM €€ KOHKPETHBIX YCIOBUI

d. cTumynupyer WHTEpeC K TOBapy M JKEJIaHUE
€ro npuoodpecTu

Bomnpoc 15

Kakoii knaccu@ukaimoHHbIN NMPU3HAK MOJOKEH
B OCHOBY JE€J€HHMS JEJIOBOM MEpernucKd Ha
0UIIHATIEHYIO U JIMYHYIO:

Bri6epute ouH OTBET:

a. 110 Ha3HA4YEHUIO

b. Mo MecTy HaXOXACHUS aapeca

C. IO MOJIO’KEHUIO B CUCTEME I0KyMEHTO000poTa

d. IO NOJIOXKEHUIO B UEPAPXUU YITPABICHHUS

Bomnpoc 16

Kakue nucbMa NOIIKMCHIBAIOTCS IBYMS JIMLIAMU
—  PYKOBOAMTEJIEM  OpraHu3allMd M  IJIABHBIM
Oyxranrepom:

BeiGepute oquH OTBET:

a. MAChMa-3arpocsl

b. rapaHTuiinble nMcbMa

C. COTIPOBOJUTENbHBIE TUChMA

d. peknamHble UcbMa

Bompoc 16

Ha xakom wu3 wuH}OpManMOHHO-CIPAaBOYHBIX
JOKYMEHTOB ~ MOXeT  ObITb  odopmieH  rpud
YTBEPXKICHUS:

Bribepure oJ1uH OTBET:

a. CIIUCOK

b. cnpaBka

C. aKT

d. cmyxeOHas 3amucka

Bomnpoc 17

Kakast pasHOBHIHOCTb 3aITUCOK OopMIIsieTcs Ha
OnaHKe OpraHu3aluu:

Bribepure o1uH OTBET:

a. 00BsICHUTENbHAS 3aIHCKa

b. BHENIHAS JOKJIaHAs 3aMICKa




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

C. cIy)eOHas 3ammcka
d. BHyTpeHHSIS JOKIIAHAS 3aITCKa
Bormpocl8
Kakoit BUJ 3aMuCKu 00s13aTeNIbHO
perucTpupyercs:
Bri6epute oiuH OTBET:
a. BHEUIHSISI JIOKJIA/IHAS 3aIHCKa
b. BHYTpEHHsISI JOKJIaTHAs 3aIliCKa
C. 0OBSICHUTEIbHAS 3aITHCKA
d. cimy>keOHas 3amucka
Bormpoc19
Ha xakue pa3HOBUIHOCTH JAENATCS JOKJIAIHBIC
3aIMCKU TI0 XapaKTepy COACpP KaHUs U Ha3HAYCHHUS:
Br16epute oiuH OTBET:
a. BHYTPCHHHE Y BHEUITHHE
b. odurmanpHbIe U TUYHBIC
C. pa3bSICHUTENLHBIC U OTIPaB/aTEIbHbIC
d. uHunuaTHBHBIE, HMHQOpPMAIMOHHBIE U
OTYETHBIC
Bomnpoc20
Kakum pokymeHTOM HE00X0AuMO 0GOPMHUTH
Pe3yABTATHI PEBU3UH OT/IENA MTPOIaXK OpraHH3aIlNH:
Bri6epute ouH OTBET:
a. CIIpaBKOM
b. akToM
. ”HPOPMAIMOHHBIM TUCEMOM
d. CBOIKOH.
Bomnpoc 21
KakoBo  MHMHHMManbpbHOE€  KOJMYECTBO  JIUIL,
MO/AMKCHIBAIOIINX aKT:
Bri6epute ouH OTBET:
a. OJIUH
b. Tpu
C. iBa
d. getsIpe.
Bompoc 22
Ha kakux pabornukoB HE 3aBomutcs nuuHas
KapToyKa:
Bri6epute o1MH OTBET:
a. Ha paOOTHHUKOB, MPUHATHIX HA MOCTOSHHYIO
paboty
b. 3aBoAMTCA HA BceX paOOTHUKOB MPEANPHUATHUS
0€e3 UCKITIOUYeHUs
C. Ha pabOTHUKOB, MPHHITHIX HA BPEMEHHYIO
paboty
d. Ha pPabOTHHUKOB, MPHUHATHIX Ha PaboOTy IO
COBMECTHUTEIBCTBY
HTorosslii Tect (2 Kypc)
Bompoc 1
K opranu3aiiuoHHBIM JOKYMEHTaM MPEeANpUATHS
OTHOCSITCS BU/IbI TOKYMEHTOB:
Bribepure oJ1uH OTBET:
a. aKT




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

b. JOKHOCTHAS MHCTPYKIHS

C. TEXHUYECKUE YCIOBUS

d. pacniopsixenue

Bomnpoc 3

C nmomMouibio OTYETHBIX JTOKYMEHTOB PEAIN3yeTCs
yIpaBiieH4YecKast (PyHKIUs

Bri6epute oiuH OTBET:

a. peTyJIMPOBAHMS ACATEIBHOCTU TPEANPHUSITHS

b. KOHTPOJIS IEATENEHOCTH TPEATIPUATHS

C. HOPMATHBHO-METOJIMYECKOTO  OOECTIeUeHHS
yIIPaBJICHUS TPEATIPUATHEM

d. opranuzanun nesTeIbHOCTH MPEIIPUSTHS
Bormpoc 2

COBOKYITHOCTB JIOKyMEHTOB, 00pa30BaBIIMXCS H
HAKOIUICHHBIX B  TpOLECCe  JIEATETHHOCTH
OTJIENEHOTO (PU3UYECKOTO JIUIA, ITO

Bri6epuTe oiuH OTBET:

a. pacripenenéHHbIe HPOPMAIMOHHBIE PECYPCHI
b. BcTpoeHHbBIE HH(OPMAIIHOHHBIE PECYPCHI

C. IepcoHAITbHBIE HH(POPMAITOHHBIE PECYPCHI

d. crarucTrueckue nHPOPMAITMOHHBIE PECYPCHI
Bompoc 3

C moMOIBI0 OpPraHM3allMOHHO — TPAaBOBBIX
JOKYMEHTOB  pealm3yeTcs  yIpaBJicHYECKas
byHKIIUS

Bri6epute ouH OTBET:

a. HOPMaTHBHO-METOJUYECKOTO0  OOecreyeHus
yIpaBJICHUS NPEANpUITHEM

b. KOHTPOJIS AEATEABHOCTH NPEIIPUATUS

C. OPTaHU3ALUU JACSITENTbHOCTU MPEANPUATHS

d. perynupoBaHus JeSTEILHOCTH MPEAPUATHS
Bomnpoc 4

Kommo3unus nucema — 3710. ..

Bri6epute ouH OTBET:

a. MOCIIEe0BATEIbHOCTh pacmoIoKeHHs
MPEUIOKEHUI B TEKCTE TOKYMEHTA

b. «i3bIkoBas hopMymay nucbMa

C. PpacloJIO)KEHHE PEKBU3UTOB THChbMA H
JJIEMEHTOB TEKCTa Ha OJaHKe

d.  mocnenoBaTenbHOCTH  B3aMMOCBSI3aHHBIX
CMBICIIOBBIX YacTei, 0ObEIMHEHHBIX €TUHCTBOM
TEMBI

Bompoc 5

VYkaxuTe BHI JTOKYMEHTa, BBIJICISIEMbIH IO
GbyHKIMH yIpaBlIeHUs

Bri6epute oiMH OTBET:

a. IoChe

b. oTuér

C. DJIEKTPOHHBIA TOKYMEHT

d. ankera

Bomnpoc 6

K wuHbOpMaIIMOHHO-CIPAaBOYHBIM  JOKYMEHTaM
OTHOCSITCSI:




Kon
WHIUKATOP
a

NuaukaTtop 10CTUXEHUS
KOMIIETEHIIUH

OneHouHbIE CpeCTBA

Bribepure ouH OTBET:

a. IpUKa3

b. ycras

C. 00BSICHUTENbHAS 3aITHCKA
d. moctaHoBjeHME

Kontpoasnas padora (2 kypc)

1. Bbl pykoBOJUTENH 3KOHOMHYECKOIO OTAENA.
Bam HeoOxoaumMo pouHGOPMUPOBATE PYKOBOIUTEIS
OpraHu3anuu o ToM, yTo 3aMm. oTxaena no AXY He
BBITIOJTHSIET MPEINUCAHUS 10 O00ECIEYEHUI0 pabounx
MECT MPUHTEPAMHU, UHTEPHETOM U B KaOMHETE BaIlleTo
oT/ela HEe TMpPOBEIEH KOCMETHYECKUH pPEMOHT.
OdopmuTe COOTBETCTBYIOLIUIN JOKYMEHT.

2. Bwml omo3manum Ha paboTy Ha 2 uyaca.
PykoBoactBo mnorpeboBasio oT Bac 00bscHeHuil.
OdopmuTe COOTBETCTBYIOLIUIN JOKYMEHT.

3.  OtpemaktTupyhte TEKCThl  CIEAYIOIIUX
JNOKyMeHTOB. COCTaBbTE UX MPABUIBHBIM BAPHUAHT.

Hrorossiii TecT 32 2 Kypc

Bomnpoc 1

Kakoii pa3HOBHIIHOCTH MHCBMa COOTBETCTBYET
cienyomas s3bikoBasg (opmyna: «lIpencrasmnsito Ha
YTBEPKACHUE MTPOEKT IJIaHA...»:

Bri6epute ouH OTBET:

a. COMPOBOAUTENHHOE MTUCHEMO

b. mpockba

c. odepra (MpeIoKEHHUE)

d. mpencraBnenue

Bomnpoc 2

Kakum noxkymMeHTOM HE00X0auMO 0pOpPMUTH BO
n30exxaHue HapyleHuss HopM TpyaoBoro kojekca
MUCHbMEHHOE HAIIOMUHAHUE O HEOOXOAUMOCTH SIBUTHCS
JUIS  TIOJYYEeHUS TPYIOBOM KHWKKH YBOJIEHHOMY
paboOTHUKY, HE IOJYYUBLIEMY €€:

Bri6epute o1MH OTBET:

a. hakcorpamma

b. SMS-coo0menue

C. DJIEKTPOHHOE COOOIICHHE

d. 3aka3zHO€ MHUCHMO.

Bompoc 3

B KaKou JOKYMEHTaluU 3aKpENJIEHO
COKpAIlleHHOE€ HAUMEHOBAHHUE OPTaHU3AIIH:

Bri6epute oiMH OTBET:

a. OpTaHU3alMOHHON

b. pacnopsauTenbHON

C. yUpEIUTEIbHOU

d. uadopmMaInOHHO-CIIPABOYHOU

Bomnpoc 4

Kakme pekBU3UTHI COCTaBISIIOT CIPABOYHYIO
uH(popMaIrio 00 OpraHu3aIuN-aBTOPE JOKyMEHTA!

Bri6epute oiMH OTBET:

a. KOJl OpTraHM3alli{, CIpPaBOYHBIE JaHHBIE 00
Opra"u3aiuu, KoJ GopMbl JOKYMEHTA
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b. HAMMEHOBAaHHUE BBILIECTOSIIECH OpraHU3aINH,
kon opranuzanuu, OI'PH, MHH/KIIIT

C. CIPaBOYHBIC JaHHBIE 00 OpPraHM3alUH, KO
opraam3arun, OI'PH, MTHH/KITIIT

d. HauMeHOBaHUE BBIIIECTOSIIEH OpraHu3aluy,
CIpaBOYHBbIE  JIaHHble 00  OpraHM3aluM, KOJI
opranu3zaium, Koa GopMbl JOKyMEHTA.

Bomnpoc 5

Ha  OGmankax  kakux  nokymeHtoB  HE
yKa3bIBaeTCsl HAUMEHOBAaHUE BUA JOKYMEHTA!

Br16epute oiuH OTBET:

a. CIy»keOHOT0 MUchma

b. TOJKHOCTHOM MHCTPYKLUHU

C. CIIpaBKH

d. cimy>keOHOM 3anmucKu

Bomnpoc 6

N3 KakuxX KOMIO3UIMOHHBIX YacT€l COCTOWT
MIPUBEACHHBIN HIDKE TEKCT MHChMa:

B COOTBETCTBUU c pacrnopsuKkeHueM
@enepalibHOTO  yIpaBieHUs N[O  JleJdaM O
HECOCTOSATENbHOCTH (OaHKpoTCTBE) OT 19 OKTAOpS
2004 r. Ne 75-P mHampaBnsieM Bam aktel C
KOMIUIEKTaMH JOKYMEHTOB 10 MPEANPUITUSAM:

1. BocrtpsikoBckuii MsicomepepadaThIBAIONITUAN
KOMOHHAT;

2. ®abpuka aeTcKoi urpymku Ne 3.

Bri6epute ouH OTBET:

a. BBeJeHre 000CHOBAaHUE

b. BBeJICHHE, 3aKITIOUEHHE

C. 000CHOBaHUE, 3aKIIOYEHUE

d. BBemeHue, 000CHOBAHHUE, 3aKIIOYEHHE

Bomnpoc 7

VYkaxure, Kakas u3 TUKETHBIX
3aKIIIOYUTENbHBIX (pa3 Oymer yMEecTHOH B TekcTe
JIeJI0OBOTO IMChMa:

Bribepure o1uH OTBET:

a. Hanmeemcs Ha unTellbHOE IJIOJOTBOPHOE
COTPYIHUYECTBO

b. K coxanenuo, Mbl MO3HO MOJIYYWJIM Balle
IPEJI0KEHUE U HE CMOTJIM UM BOCIOJIb30BATHCS

c. Ouenb pajpl oka3atb Bam yciyry

d. K cuactelo, Hamu omnaceHuss 006 OCTaHOBKE
IIOCTAaBOK 000PYIOBaHUS HE MOATBEPIMINCH

Bompoc 8

Opranmzanus  mojiydusia  HUCbMO-TIPOCHOY
CJIEYIOILErO COACP KAHMS:

I[Ipocum Bac npemoctaBuTh MeCTO  AJA
IPOXOXACHUS MPENIUINIOMHON NPAKTHKU CTYJIEHTKE
5 xypca ouHOi ¢QopMbel o0OyueHus (akynbrera
[earoruyeckoro  oOpa3oBaHUsT U CEPBHUCHBIX
texHonoruit  ®I'bOY  BIIO  «Maruutoropckuii
rOCYIapCTBEHHBINI YHUBEPCHUTET», IO HAIPABJICHUIO
«/lokyMeHTOBeIeHHE U apXUBOBEIeHUE» MenBeneBou
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Anne Auapeesne ¢ 01 ¢eBpas o 28 mapta 2013 r.

VYkaxure, Kakoll W3 BApHAHTOB OTBETa OyAeT
0omee MpaBUIHHBIM:

Bribepure ouH OTBET:

a.

CooOuiaem, 4TO Haria opraHu3anus
IPEIOCTABUT MECTO JJISl POXOKJIEHUS MPAKTUKH JIJIs
BaIlICH CTYJEHTKH.

b.
Ha Bamre mucemo ot ... Ne ... cooOmraemM, 4to
TOTOBBI MPEIOCTABUTH MECTO JUIST

MPOXOXKACHUSANPEITUIUIOMHOM NMPAKTUKK CTYIEHTKE 5
Kypca ouHOM (Qopmbl 00yueHus  ¢akyipTera
Nearornyeckoro  oOpa3oBaHUsI U CEPBUCHBIX
texHonoruit  ®I'BOY  BIIO  «Maruutoropckuii
rOCY/IapCTBEHHBII YHUBEPCUTET», IO HAIPABJIEHUIO
«J/lokymMeHTOBeICHUE U apXUBOBEICHUE» MenBeaeBoi
Anne Annpeesne ¢ 01 ¢espans no 28 mapra 2013 1.

C.
Coo0mraem, YTO Halmia OpraHU3aIMs TOTOBA
MIPEIOCTaBUTh MECTO TS

MPOXOKACHUSATIPEITUTIIIOMHON MPAKTHKU CTYJIEHTKE 5
Kypca ouHOW ¢opmbl oOyueHus  QaxkynbTeTa
MeJarorTHYecKoro  oOpa3oBaHWsI HM  CEPBHUCHBIX
texHonorut  @®I'BOY  BIIO  «MarauToropckuii
TOCYJIapCTBEHHBIM YHUBEPCUTET», IO HAIPABICHHUIO
«J/lokymMeHTOBeICHUE U apXUBOBeACHUE» MenBeaeBoi
Anne Annpeesne ¢ 01 despans mo 28 mapta 2013 1.

d.

VBaxkaemble KoJuieru!

Nudopmupyem Bac o Tom, 4Yro MBI pajpl
MIPEI0CTaBUTh MECTO IS MTPOXOKACHHUS
NpEeAUIUIOMHONM  TpakTMku  Bamel  cTyneHTke
MenseneBoii AHHe AHIIpeeBHE B 0003HaueHHbIe Bamu

CPOKH.
Bompoc 9
Kakumu crnoBamMu JOMKEH HAYMHATHCA TEKCT
npHKasa, eciu ero U3JIaHue BBI3BAHO

HEOOXOAMMOCTBIO  OCYIIECTBIICHUS  COOCTBEHHOM
JeATeILHOCTH 10 HHUIIMAaTHBE OPraHU3aIUH:

BriGepure ouH OTBET:

a. «Bo ucronaenue...»

b. «B cBs3M C...»

c. «Ha ocHoBanum. ..»

d. «B cooTBeTcTBUH C....»

Bompoc 10

B kakoif 4acTH pacmopsaUTEIILHOTO JTOKYMEHTa
HEOOXOJAMMO TOMEIIATh TIePEYCHb JOKYMEHTOB,
YTPAaTHBIIUX CUIY WM MOJUISKAIIUX W3MECHEHHIO B
CBSI3U C M3/IaHHEM JIAHHOTO aKTa:

BriGepure ouH OTBET:

a. B TIEPBBIX IYHKTAX PacHOPSIIUTEIbHON YacTH

b. B KOHCTATUpYIOUIEH YacTu
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C. B KOHIIE TEKCTa
d. B m000OM MTyHKTE pacopsANTEILHON YacTh
Bompoc 11
Ykaxute BapuaHT OGOPMIICHHS OTMETKH 00
ucnoiautene, ycranosienusii OCT P 6.30-2003:
Bri6epute oiuH OTBET:
a.
Ilecmpskosa Onvea I'ennaovesna
Ten. 22-34-75
b.
Ilecmpsikosa O.TI'.
22-34-75
C.
O.I". I[lecmpsxosa
22 3475
d.
HUcn. I[lecmpsaxosa Onvea I'ennadvesna
22-34-75
Bomnpoc 12
Onpenennure, K KaKOMY OPraHH3AI[HOHHOMY
JOKYMEHTY OTHOCHTCS IIpeJjiaraeMblii  (parMeHt
TEKCTa JIOKYMEHTa:
1. Qupmennoe HauMeHo8aHue u
MecmonaxodcoeHue obuecmaa
1.1.1lonnbim  QpupmeHHbIM — HAUMEHOBAHUEM
obwecmea sasensemca: Obwecmseo ¢ 02paHU4eHHOU

0mMeBemcmeeHHOCMbIO «MUP». Cokpawennoe
¢upmennoe Haumenosanue odowecmea — 00O
«MUP».

1.2.FOpuouueckuii  adpec  obwecmea:  yi.
Cpeouzemnomopckas, 0.1, o Maenumoeopck,
Yenabunckasa 0oa., Poccus, 455012.

BeiGepute oquH OTBET:
a. MoJIo’KeHne 00 opraHu3auu
b. ycras
C. IpaBuJjia BHEIIHEH NEPENUCKN OpraHu3aluu
d. MHCTPYKIUS 1O AETONPOU3BOJICTBY
Bompoc 13
Bribepure npaBuiibHBIA BapuaHT o(opMIIeHUs
MOATHUCH B pacropsiAUTEIILHOM JOKYMEHTE
opranuzaiuu (IpuKase, paclopsKeHUH):
Bribepure oJ1uH OTBET:
a.
I'enepanbHbIll  AUPEKTOP INoamucs
M.II. bensaxos
12.12.2013
b.
I'enepanbHbIl JUPEKTOP
000 «Komnac» [Togmuce
M.II. bensaxos
12.12.2013
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I'enepanbHbIl IUPEKTOP

000 «Kommnacy [Noamuce
ML.IL. bensaxos
d.
I'eHepanbHblid  TUPEKTOP IMonnuce
MLIL. bensaxos
Bompoc 14

B kakom manexe yka3blBalOT HAaWMEHOBAaHHE
OpraHu3aluil M €€ CTPYKTYpHOTO MOJpa3feiieHUus B
pekBu3uTE «Anpecar»:

Br16epute oiuH OTBET:

a. B POJUTEITHLHOM

b. B IMEHUTEIILHOM

C. B JIaT€ITbHOM

d. B mpeios)kHOM

Bompoc 15

Vxaxute BEPHOE Bricka3piBaHue:

Br16epute oiuH OTBET:

a. Ha Omanmke mMCcbMa  MPOCTaBISETCA
OTpaHWYHUTEIbHAS OTMETKA s pekBu3uTa «CChUIKA
Ha PETUCTPAIMOHHBIA HOMEP W JaTy JOKYMEHTa»
CIIEYIOIIUM 00pa3oM: « oT »

b. Csemenuss B pekBusutre «Ccbulka Ha
pETUCTPALIMOHHBII  HOMEp MW JIaTy JOKYMEHTa»
MPUCBAMBAIOTCSl OpPraHU3alUEiI-aBTOPOM  OTBETHOT'O
MHChMa

C. PexBusutr «Ccbuika HA  JgaTy H®
pETUCTPALIMOHHBIN HOMEP IOKYMEHTAa) 3alOJIHAETCS B
MPEUMYIIECTBEHHO B MUCbMax-oTBeTax. CBeleHUS B
PEKBHU3UT MEPEHOCATCA C MOCTYMUBIIIETO JOKYMEHTA

d. YkazaHue 1aHHBIX O MTOCTYIMBIIIEM ITMChME Ha
OlaHke mHChbMa B BHJE OTACIBHOIO CCHUIKM Ha
pETUCTPALIMOHHBI HOMEpP M JaTy JOKYMEHTa He
HCKJIFOYaeT HEOOXOAMMOCTH CCBHLJIATHCS HA HHX B
TEKCTE OTBETHOIO IHChMa: B Hayaje TEKCTa MHCbMa
Bceraa cienyer nucarb «Ha Bam Ne ... oT ...»

Bompoc 16

Kakoe xomoBoe o6o3Hauenue Ha qokymente HE
uAeHTU(UIMpYyeT aBTOpA:

BriGepute 01MH OTBET:

a. OI'PH

b. MTHH/KIIIT

c. OKV ]

d. OKIIO

Bomnpoc 17

Kakas  s3pikoBas  ¢opmyna yMecTHa B
3asBJICHUU:

Bri6epute oiMH OTBET:

a. «B MO€i Ipock0e MmpoIry He 0TKa3aTh. ..»

b. «3apaHee mpU3HATEIICH

C. «BechbMa yoenuTenpbHO Bac mpomry»

d. «mporry Bariero cornacus Ha...»

3agaHus K NPaKTHYeCKOH YacTH 3a4eTa C
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OLIEHKOH M0 Kypcy «loOKyMeHTOBe/IeHHe)

1. KoMIutekcHbIil aHAIU3 JTOJKHOCTHOM
WHCTPYKIIUHU U €r0 PeIaKTUPOBAHUE.

2. KommuexkcHsiit aHaIu3
YUPEIUTENHHOTO JOKYMEHTA U €r0 PeAaKTUPOBAHUE.

3. KoMIutekcHbI aHanu3 MOJIOKEHHUS 10
OCHOBHOM JIEATENILHOCTH U €T0 PEIaKTUPOBAHUE.

4. KomnuiekcHbI aHaJIN3 pacIiopsiKEHUS.

S. KoMIutekcHbIl aHanu3 mpukasa 1o
OCHOBHOM JI€ATEIILHOCTH U €T0 PEIaKTUPOBAHUE.

6. KoMrutekcHbIil aHaJIN3 TOCTaHOBJIEHUS
U €ro peIaKTUPOBAHUE.

7. KomnuiekcHbI aHanu3 pemeHus U ero
penaKTUpoBaHUE.

8. KoMIutekcHbIN aHAIU3 yKa3aHUs U €ro
peIaKTUpoBaHUE.

9. KoMruiekcHbIii  aHanmu3  CIyXKeOHOTO
MHICHhMaA U €TO PEeITAKTUPOBAHUE.

10. KomruiekcHbIi aHaIHM3 MPOTOKOJIA U €TO
peIaKTUpOBaHUE.

11. KommnekcHblii aHanu3 akTta W €ro
peIaKTUpOBaHUE.

12. KoMmrmuiekcHbIli ~ aHamu3  CIy»KeOHOM

3aIACKH U €€ PETAKTUPOBAHUE.
13. KommnekcHprii  aHanu3  cmopaBkd uU - e
penaKkTHpOBaHHUE

IIpakTuyeckoe 3alaHue K 324€Ty C OLeHKOM

[TpousBectu (QOPMYISIpHBIN aHAINU3 OJHOTO
nokymeHTta (mo BbIOOpPY mperogaBarens). K kakoi
CUCTeMe, TMOJACHCTeMEe JOKYMEHTAllMM OTHOCUTCS
JTAHHBIA JTOKyMEHT. B Kakoii/me KOMILJIEKC/bl MOXET
BOWTH aHAJTU3UPYEMbIN IOKYMEHT.

BapuaHTbl npujioxkeHui

Bapuant 1 - chopaBka ~— KOHKPETHOM
OpraHu3anuu

BapuanT 2- nucbM0 KOHKPETHOM OpraHu3aiuu

BapHaHT 3- MPHKa3 KOHKPETHOW OpraHu3aIiu

Bapuant 4 - pacnopsbkeHue KOHKPETHOM
OpraHu3anuu

BapuaHT 5- akT KOHKpPETHOI Opranuzanuu

Tembl KypcoBbIx padoT (3 Kypc)
1. OcobenHoctu coctaBieHus, O(OpMIEHUS WU

UCIIOJIb30BAHUS HOMEHKJIaTyphbl aen
OpraHu3alum.
2. TaGenp popM NOKyMEHTOB M AnbOOM

dopM JOKYMEHTOB OpraHu3allid KaK HHCTPYMEHT
COBEPIIECHCTBOBAHUS IOKYMEHTAI[MOHHBIX MTPOIIECCOB.

3. Ponrp w MecTo  yupeauTenbHBIX
JTOKYMEHTOB B yIIpaBJICHUU opraHu3anuei,
OCOOCHHOCTH WX COCTaBlieHHS, OGOpMICHHS U
perucTpanmm.

4, Pomp n MECTO
OPraHu3allMOHHO-IIPABOBBIX JIOKYMEHTOB B
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yIIpaBJICHUU OpraHu3aluet, 0COOCHHOCTHU
COCTaBJICHUS 1 OPOPMIICHHSL.
S. Ponmp m MecTo pacnopsIUTEIbHBIX

JOKYMEHTOB B YNPABJICHUH OpPraHU3alMeH, MOPSIOK
UX COCTaBJICHUS, O(POPMIICHHS U UCTIOTHEHHUSI.

6. CocrapicHue u odopMIICHHE
JOKYMEHTOB, HCHOJB3YeMbIX JUIS  OIECpPaTUBHOMN
nepeaayn nHHOpMaIH

7. Pa3HOBUAHOCTH  CIY)KEOHBIX IHCEM,
OCOOCHHOCTH MIX COCTaBIICHUS ¥ O(OPMIICHHSL.

8. Pomn u MECTO
MH(OPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB B

yIOpaBICHUM  OpraHu3anueil, O0COOEHHOCTH  MX
COCTaBJIeHUS U 0(POPMIICHUSI.

9. Ponp u MECTO YHU(UKAITTT
JIOKYMEHTOB B COBEpIIEHCTBOBAHUU
JOKYMEHTAIlMOHHBIX TPOIIECCOB, HAIpaBiICHUS W
3Tanbl yHU(DUKAIUH.

10. B3aumocss3p conepxanHus U (HOpMbI
JOKYMEHTa, 0COOCHHOCTH UX YHU(PHUKAIIUH.

3ajaHusl K NPAKTHYECKON 4YacTu 3a4dera ¢
OLIEHKON 10 Kypcy «/lokyMeHTOBeIeHue)

1. KoMIuiekcHBI aHalIn3 IOJHKHOCTHOU
UHCTPYKIUU U €T0 peAaKTHPOBAHUE.

2. KomrmnekcHbit aHasn3
YUpEeAUTEIHHOTO TOKYMEHTA U €r0 peAaKTHPOBaHUE.

3. KoMIuIekCHBI aHaJIN3 TMOJIOKEHUS I10
OCHOBHOM JI€ATEIBHOCTH U €T0 PelaKTHPOBAHHE.

4. KoMrekcHbIi aHAINU3 pacopsiKEeHHUS.

5. KommekcHpli aHaM3 mpHKaza Mo
OCHOBHOM JI€ATEIbHOCTH U €T0 PelaKTHUPOBAHHUE.

6. KoMriekcHbIi aHanu3 MoCTaHOBJICHUS
U €r0 peJakTHPOBaHUE.

7. KomIekcHbIi aHaliu3 peleHusl U ero
pelakTUpOBaHHUeE.

8. KoMIiekcHpIl aHanu3 yKa3aHus U ero
pelakTUpOBaHHUE.

9. KoMmIiekcHplii  aHanmu3  CiIy>keOHOTO
MUChbMA U €T0 PEIaKTUPOBAHHUE.

10. KoMriekcHbIi aHaiu3 NpoToKoJia U ero
pEAAKTUPOBAHUE.

11. KoMrmuiekcHbIi aHanu3 akra U €ro
pEAAKTUPOBAHUE.

12. KoMmmnekcHplii  aHanmu3  CiIy:keOHOM
3alUCKU U €€ peIaKTUPOBaHUE.

13. KoMmnekcHelii  aHanmu3  copaBku M e€
penakTupoBaHHe

IIpakTH4Yeckoe 3a1aHHe K 32a4eTy C OLeHKOMU

[IpousBectn (GOpPMYNSPHBIM aHaIU3 OTHOTO
JnokyMeHTa (1o BbIOOpY mpenonaBatens). K kakoi
cucreMe, IOJACUCTEME JOKYMEHTALMM OTHOCHUTCS
TaHHBIA JIOKyMEHT. B Kakoii/ue KOMIUIEKC/BI MOXKET
BOWTHU aHAIU3UPYEMbIN JTOKYMEHT.

BapuaHThI NpUI0KEHH
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Bapuantr 1 - cmopaBka  KOHKPETHOM
OpraHu3anuu

BapuanT 2- n1cbMO KOHKPETHON OpraHu3alu

BapHaHT 3- PUKa3 KOHKPETHOW OpraHu3aluu

Bapuant 4 - pacnopsbkeHue KOHKPETHOM
OpraHu3anuu

BapuaHT 5- akT KOHKPETHON OpraHu3aluu

OIIK-2: Cnoco0eH HAXOAUTh OPraHU3ANMOHHO-YIIPABJIeHYECKHEe pellleHusl NMPH peleHun
3a1a4 B c(epe cBoeii npodecCHOHAIBbHOM 1eATeIbHOCTH;

OIIK-2.1:

Ompenenser e U
3alaud  yIpaBJICHUS B
chepe cBOEH
npoecCuoHAIBHON
JeSITEITbHOCTH

Bomnpocsl k 3a4ety 2 Kypc

1. OcHoBHbIE (yHKIIMOHAJIbHbIE CHUCTEMBI
nokymenTtauuu B Poccniickoit deneparuu.

2. Crangaptuzanus U yHU(UKanus JOKYMEHTOB.
YHupHUIUPOBaHHBIE CHCTEMBI JIOKYMEHTAIINH.

3. Knaccugukaropst JOKYMEHTUPOBAHHOU
uH(pOopMaLUN.

4. Opranu3anoHHO-pacToPsIAUTENbHAS
JOKYMEHTAITUS

5. TpeboBanus kK 0(hOPMIICHHIO CTIPABOK.

6. TpeboBanmst K  OQOPMIEHHIO  CBOJIOK,
3aKJIIOYCHUM, OT3HIBOB.

7. TpeboBanust Kk OGOPMIICHUIO TEpEYHEH,
CIIUCKOB.

8. TpeboBanms K MePBUYHOMN YUETHOU
JOKYMEHTAIMH TI0 JTMYHOMY COCTaBY.

9. TpeboBanus K COPOBOAUTEIHHBIM ITHUCHMaM.
10. TpeboBanus K 0OPMIICHUIO aKTOB.

11. TpeboBanust K OQOPMIIECHUIO JOKJIAJTHOM,

CITYKEOHOUW M 0OBSICHUTEIIHHOM 3aITUCOK.
HTorosblii TecT 32 3 Kypc
Bomnpoc 1
KT10 oopmiisieT yueTHbIE THUYHbIE KAPTOUKHU:
Bri6epute ouH OTBET:
a. pabOTHUK MO KaJpam
b. PYKOBOJHTEINb CTPYKTYPHOTO
noipa3ieNeHus
C. 3aMECTHUTEIb PYKOBOJIUTEINS OpraHUu3aluu
d. paGoTHHK
Bompoc 2
Kakoii  1OKyMEHT  SBISIETCA  OCHOBHBIM
JOKYMEHTOM O TPYJI0OBO IEATETHHOCTH U O TPYJOBOM
cTaxke pabOTHHKA:
Bri6epute oiMH OTBET:
a. CTpaxoBoe CBUJETENHCTBO
rOCY/IapCTBEHHOTO MEHCUOHHOTO CTPaXOBaHUs
b. yueTHas nuyHas KapTO4Ka
C. TpyJIOBasi KHMXKKa
d. neHcHoHHOE yJI0CTOBEpEeHHE
Bomnpoc 3
Kakne Buapl AUCHMILTUHAPHBIX B3BICKAHUN
BITUCHIBAIOTCS B TPYIOBYIO KHUXKKY:
Bri6epute oiMH OTBET:
a. B3BICKAHHUA B TPYIOBYIO KHUXKKY HeE
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3aMHUCHIBAIOTCS

b. yBonbHEHUE

C. CTPOTH BBITOBOP

d. Bce BHIBI AUCHUIUTMHAPHBIX B3BICKAHHIA
BITMCHIBAIOTCS B TPYIOBYIO KHIKKY.

Bomnpoc 4

Kakoil n0OKyMEHT HE BXOJIUT B KOMIUIEKT
JOKYMEHTOB O KOMAHJIUPOBAaHUU C  KOJOBBIM
obo3HauenunemM ¢opms T:

Br16epute oiuH OTBET:

a. KOMaHIPOBOYHOE YIO0CTOBEpEHHE
paboTHUKA

b. mpuka3 (pacmopspkeHHe) O HampaBICHUH
OT/IEBHOTO pabOTHUKA WJIM TPYIIbl pabOTHUKOB B
KOMaHIMPOBKY

C. cIyxeOHOe 3aJaHue C OT4YETOM O €ro
BBITIOJTHCHHH

d. aBaHCOBBIN OTYET

Bompoc 5

Ha xakwme Tpymmel Jgenarcs oOQUIMaIbHBIC
JOKYMEHTH 1o  cdepe  gearenbHocTH  (TIO
(GyHKIIMOHAJIBLHOMY NPU3HAKY):

Bri6epute ouH OTBET:

a. yHu(UIMpoBaHHBIC/HEYHUDUITUPOBAHHbIE

b. pyHKIIMOHAIBHBIE/OTPACIICBBIC

c. opunmanpHbIe/HEO DUITHATBHBIS

d. ynpaBiieHUeCKHE/TEXHUYECKUE

Bomnpoc 12

KakoMy MOHSTHIO COOTBETCTBYET CIEAyIOIIast
XapaKTepUCTHKA:

JIOKyMEHTBHI, oOmamarorue OPUIUICCKOM
CUJIOW, W3JlaBaeMble PYKOBOJICTBOM OpTraHHW3allud M
coJiepKaIine yIIpaBJICHYECKHE perieHus,

HalpaBJICHHbIE HA  BBIIOJHEHHE TEKyIIMX |
HEepPCIIEKTUBHBIX 3a/1a4:

BriGepure ouH OTBET:

a. OpraHU3alMOHHO-TIPABOBBIE JIOKYMEHTHI

b. JOKyMEHTBI 10 JIMYHOMY COCTaBY

C. ”HPOPMAIIMOHHO-CIPABOYHBIE JTOKYMEHTBI

d. paciopsiauTeNEHBIE JOKYMEHTBI

Bompoc 13

Kakoil 1okyMeHT siBisieTcsi 00s3aTelabHbIM PU
JOKYMEHTUPOBAaHUHM TPYAOBBIX OTHOLIEHUH MEXay
paboTHHKOM U paboToaTeNneM:

Bribepure oJ1uH OTBET:

a. Tpy/loBasi KHIKKa

b. pexxum Tpyaa

C. IOJDKHOCTHAs! HHCTPYKIIHA

d. KOJIJIEKTUBHBIHI JOTOBOP

Bompoc 14
Kak  pgomkeH  MOCTYNUTb  HCIIOJIHUTEIND,
IOATOTOBUBLINH JIETI0BOE IUCHMO, eciu

PYKOBOAUTCIIb OTACIIA TJIAHUPOBAHMS, BU3d KOTOPOT'O
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Heo0X0/1MMa, HaXOAUTCS B KOMaHIUPOBKE:

Bribepure ouH OTBET:

a. ’KJaThb BO3BpAILEHUS PYKOBOAWUTENIS OTAEA
IUTAHUPOBAHUS U3 KOMAaHIUPOBKU

b. mepeaaTs NMCHbMO Ha MOJAMUCH PYKOBOAUTEIIO
0e3 BU3bI

C. 3aBU3MPOBATh IHMCbMO Y 3aMECTUTENS
PYKOBOJUTEINS OT/ieNa IJIAaHUPOBAHUS

d. 3aBU3MpOBaTH NUCHMO CAMOMY

Bormpoc 15

K xakoil pa3HOBHJIHOCTHM IIMCEM OTHOCATCA
UChbMa, C TIOMOIIbIO KOTOPBIX MPOCAT BBICIATH
o¢uIMaIbHbIE CBEICHUS I JOKYMEHTBHI:

Br16epute oiuH OTBET:

a. MMCbMO-U3BEIIECHHE

b. muceMo-TIpock0a

C. MICbMO-3aKa3

d. mucemo-3ampoc

Bomnpoc 16

VYkaxuTte Haubosee «©KeCTKUW» U HEYMECTHBIN
BapHaHT OTKa3a:

Bri6epute oiuH OTBET:

a. B cBa3um c ... Bame npeniokeHue He MOXKET
OBITH MPUHSATO

b. B cBsi3u ¢ ... Bame NmpeuIoKEHUE HaMHU He
IPUHUMAETCS

c. B cBA3M c.. gemapraMeHT HE MOXET
COTJIACUTHCA € BAILIUM MPEATIOKECHUEM

d. Ilpunsate  Bame  MOPEJIOKCHHE  HE
MPEJICTABIISIETCS BOSMOXKHBIM B CBSZH C ...
Bomnpoc 17

Kakomy Bugy wuHGOpMalmoHHO-CIIPAaBOYHON
JOKYMEHTAIlUU COOTBETCTBYET CIEAYIOLIUIN TEKCT:

@DedepanvHoe  ynpasieHue no  Odelam O
HecocmosamenvHocmu (baHkpomcmee) HA OCHOBAHUU
npeocmasieHHbIX Tyaypnvikckum YeMeHmHbIM
3a6000m (Openbypeckas odonacms, noc. Ty2ypivik, yi.
Llenmpanvnas, 0.1) Ookymenmog Oyxeanmepckou
omuemnocmu no cocmosnuio nHa 30.04.2013:

—  Oyxeanmepckuti banauc (hopma 1);
—  omyem o npubObLLIAX U Yovimkax (ghopma 2)

U NpOoGeOeHHO20  AHANU3A  (PUHAHCOBO2O
COCMOSIHUAL NPEONPUSIMUSL, YCAHOBULO, YMO OAHHOE
npeonpusimue AGNAeMCs  HenIameHcecnocoOHbIM U
uMerwum  Heyoo8IemEOPUMENbHYI0 — CIMPYKMYpPY
bananca (npeonpusamuem-00J1HCHUKOM,).

Ocnosanue:

K03 puyuenm mexkywer IUKEUOHOCIU — NO
banancy npeonpusmus =18%,

K03 puyuenm obecnevenHocmu
COOCMBEHHLIMU ~ 0OOPOMHBIMU ~ CPeOCm8AMU  NO
banancy npeonpusmus = 8%,

Kod(hhuyuenm 60ccmanosieHuss. no  OAIamHcy
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npeonpuamus =10%.

Pykoeooumens Cmenanos
11.]]. Cmenanos

BriOepute ouH OTBET:
a. CIIpaBKa

b. 3aKkar0ueHHE

C. OT3BIB

d. cBOKa

HTorosslii Tect (2 Kypc)

Bormpoc 1
CaoiicTBO 0(pUINAIEHOTO JIOKYMEHTA,
coob1aemoe emMy JeNCTBYIOUM

3aKOHOJATENILCTBOM, KOMIIETEHLMEN H3IAI0IIero
€ro opraHa Y YCTAHOBJEHHBIM MOPSIKOM
0(hOpMIICHHS - ITO

Br16epute oiuH OTBET:

a. MOJIHOTa

b. ayTeHTUYHOCTH

C. KOH(MUICHITUATEHOCTh

d. ropuanueckas cuiia

Bomnpoc 2

[TocranoBnenuem IIpaButenscrBa Poccuiickoi
®enepanun ot 08.07.1997 Ne 835 «O nepBUYHBIX
YUETHBIX JOKYMEHTaX» yTBEpKIaeTcs

Bri6epute ouH OTBET:

a. TEpPMUHOJIOTHS B 00JIACTU JIEIOMPOU3BOJICTBA U
apXUBHOTO Jieja

b. anp60M 1O yué€Ty Tpyda U €ro OIUIaThI

C. MHCTPYKLUHS IO 3alOoJHEHHUIO TPYAOBBIX
KHIKEK

d. Tabenp yHuuuupoBaHHbIX HOPM TOKYMEHTOB

Bompoc 3

Obs3arenbHble CTPYKTYpHBIE AIIEMEHTHI
CTaHaapTa

Bri6epute o/1MH OTBET:

a. HOpMaTUBHbBIE CCBHIIIKU

b. TpeboBaHusI K 0OBEKTY CTAaHIAPTU3ALIUH

C. OIJIaBJICHUE

d. o003HaueHMsI U COKpaIleHUs

Bomnpoc 4

[TepconanbHble CBEAECHUS O IpaskJaHax sIBISIOTCS
Bribepure oJ1uH OTBET:

a. uHdopmareif, OTHeCEHHON K KOMMEPUYECKOM
TaiiHe

b. nHpOpMaIKet OTKPHITOTO J0CTYyIIA

C. KoH(UAeHIIMaTbHON HHPOpMaLuei

d. uHpopMmaIuei, OTHECEHHOM K
roCyJapCTBEHHOMN TalHE
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OIIK-2.2:

Hcnonb3yer
OCHOBHBIC METOAbIL nu
IIpUEMBl  OpraHU3allNy,
TUTAHUPOBAHMS,
MOTHBaIUU,
KOOpAWHAaIWKM 1 KOHTPOJIA
nporeccoB B cepe cBoeit
npodeccHoHATBHO N
JIeATEIIbHOCTH

3agaHusd K NPaKTHYeCKOH YacTH 3a4eTa C
OLIEHKOH 10 Kypcy «loKyMeHTOBe/IeHHe)

1. KomiiekcHpl aHamu3 JOIKHOCTHOM
WHCTPYKIIUHU U €r0 PeIaKTUPOBAHUE.

2. KomnnekcHbIH aHaIu3
YUPEAUTENBHOTO IOKYMEHTA U €r0 peJaKTUPOBAHHUE.

3. KomIuiekcHpIM aHaln3 IIOJIOKCHUS 110
OCHOBHOM JIESITEILHOCTH U €r0 PEIaKTUPOBAHHUE.

4. KomnuiekcHbI aHaJIN3 pacIiopsKEHUS.

S. KoMIutekcHbIl aHanu3 Tmpukasa 1o
OCHOBHOM JIESITEILHOCTH U €r0 PeIaKTUPOBAHHUE.

6. KomImiekcHpIM aHamn3 IMOCTaHOBICHUS
Y €r0 peIaKTUPOBAHHUE.

7. KomnuiekcHbIl aHanu3 pemeHuss U ero
peIaKTUpoBaHUE.

8. KoMIutekcHbIN aHAIU3 yKa3aHUs U €ro
pelaKTUPOBAHHUE.

9. KomrnekcHbIi
MHIChMaA U €TO PEITAKTUPOBAHHUE.

10. KomrmuiekcHbIi aHaIHM3 MPOTOKOJIA U €TO
pelaKTUPOBAHHUE.

11. KomIiekcHBIM aHaIM3 akTa M €ro
pelaKTUPOBAHMUE.

12. KomrmekcHbri

3AIMCKH U €€ PETAKTUPOBAHUE.
13. KoMmruiekcHblii  aHanus
penakTUpoOBaHUe

aHaIN3  CIIY)KEOHOTO

aHaIM3  CIYXEOHOU

COpaBKu U €€

IIpakTHyeckoe 3alaHue K 324€Ty C OLEHKOM

[TpousBectu QOPMYISIpHBIN aHAINU3 OJHOTO
nokymeHTta (mo BbIOOpPY mpemogaBarens). K kakoi
cucTteMe, TMOJCUCTEME JOKYMEHTAIMM OTHOCHUTCS
JTaHHBIA JTOKyMEHT. B kakoii/ue KOMIUIEKC/bI MOXKET
BOWTH aHATU3UPYEMBIN IOKYMEHT.

BapuaHTbl npujio:keHui

Bapuantr 1 -  cmpaBka
OpraHu3aluu

BapuaHt 2- nucbMO KOHKPETHOM OpraHu3anuu

BApUAHT 3- MPUKa3 KOHKPETHOM OpraHU3alnuu

Bapuantr 4 - pacnopspkeHHME KOHKPETHOM
OpraHu3anuu

BapuaHT 5- aKT KOHKPETHON OpraHu3anun

KOHKPETHOMU

OIIK-2.3:

Ymeer
UICHTUPHUIIPOBATH
TpeOoBaHUs
HOPMAaTHUBHO-TIPABOBOM
cpenbl K CBOEM
npodeccruoHanbHOM
JEeSITeIbHOCTH u
JEeSITeIbHOCTH
OpraHu3aIun

PA3JEJ 1
IIpakTnyeckoe 3aganue 1

2. Hcnonw3ys O6mepoccuiickuii kiaccudukarop
ynpasieHueckoil nokymenrtanuun OK 011-93
(pexxum
nocryna http://www.consultant.ru/)naiire
TOJIKOBAaHME HE MeHee TpeM KojaM  Gopm
KOHKPETHBIX JOKYMEHTOB YCOP/
U IIECTH KOJAAM JIPYTUX YHU(HUIIMPOBAHHBIX
CHCTEM YIPaBIECHUYECKON JOKyMeHTanuu (1o
BBIOOPY CTYJICHTA).



http://www.consultant.ru/
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3agaHue BBINOJIHSANTE M0 00pa3my:

Kon 02112312 o603Havaer:
02 — dpopma npuHAIISHKAUT K Y HUPUITHPOBAHHON

cucreMe OpraHU3alMOHHO-PACIIOPATUTEIIBHOMN
JOKYMEHTAI1H;

11 - d¢opma oTHOCcHTCS K MOJAKIJIACCY
JOKYMEHTAalMM 10  CO3JAHUI0  OpraHu3alluy,
HpeaNpuATH,

231 — perucTpanMOHHBIN HOMEp (GOPMBI BHYTPH
nojkiacca — popmel Ycrana;

2 — KOHTPOJIHOE YHCIIO.

VYcraB sBnsercs 00s3aTeNbHBIM JIOKYMEHTOM
JUTSL Pa3IMYHBIX OPraHU3aHMOHHO-TIPABOBBIX (OPM, U
€ro cocTaBieHHEe M O(GOpMIICHHE perIaMeHTHPYETCS
3akoHoarenbctBoM. OtcyrerBue B OKY /I nnnekca n
MEPUOJANIHOCTH  O0O3HA4YaeT, 4YTO OpTraHU3aIUs
COCTaBJISIET U OPOPMIISIET YCTaB CaMOCTOSITENIBHO, 0e3
OTOphl Ha OOIEepoCcCcUuiickue YHU(DUITUPOBAHHEIC
dopmbl. Ilpu coctaBiennu U O(OpPMIIEHUH YCTaBa
HEOOXOJMMO OINHUPAThCS Ha 3aKOHOJATEIbCTBO U
['OCT P 7.0.97-2016

IIpakTuyeckoe 3aauue 2 k pasaenay 1

2.1. Ucnonb3ys wuHbopMaIuio 00 OCHOBHBIX
pekBusutax  OPJ[ B NEpeUMCICHHBIX  HIXE
JOKYMEHTAaX, 3al0JHUTE TaOauIy. 3aroiHss Tabauy,
CTapalTech OTpaXaTb CXOXHE N0 (QYHKIUU U
COJICP)KAHUIO PEKBU3UTHI HA OJHOM CTpPOKe s
obnerueHusi cpaBHeHus. Ha3BaHusi pPEKBU3UTOB,
OTpaXCHHbIE TOJHKO B JAHHOM aHAJIU3UPYEMOM
JTOKyMEeHTE, 0(hopMIIsIiTE K KOHITY TaOIHIIbI.

HaumenoBan
Haumeno
Hanmenoue pexBusura B
BaHUE

BaHUE [IpaBumax o)

[PEKBU3UTA
1/ PEKBU3HUTA  B{IEIOMPOU3BOJICTB
I [ OCT PFCILOV u Meto
6.30.-2003 Y A
[PEKOMEHTAITUSIX

2.2. .Omnupasch Ha JaHHbIE, TOJY4YEHHBIE B
Tabnuie, craenaiTe COOTBETCTBYIOIIME BBIBOJBI U
KOMMEHTapUU: COBNAJAET JIM COCTaB W Ha3BaHUsA
PEKBHU3UTOB B IIPEJCTABICHHBIX JOKYMEHTAX; KaKHe
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PEKBH3UTHI TOBTOPSIOTCS M B KaKUX JOKYMEHTaX;
KaKhe pPEKBU3HUTHI HAXOJIT OTPAKCHHE TOJIHKO B
OJIHOM M3 IOKYMEHTOB, KaKH€ TOJIKO B JIBYX.

2.3. Kakumu u3 IIPOaHAIU3UPOBAHHBIX
JIOKYMEHTOB TOJDKEH PYKOBOJCTBOBATbhCA
COBPEMEHHBIH JIeTIONPON3BOANUTEND TIPU 0(HOPMIICHUT
OpraHU3aMOHHO-PACTIOPAIUTENILHON JOKYMEHTALUN?
[Touemy?

Tect Kk pazgeny2

Bomnpoc 34

TekcT Bompoca

Kakue pexBu3uThl BKIIOYAeT OOMUN OJaHK
OpraHU3aMOHHO-PACHIOPATUTENLHOTO JOKYMEHTa
corimacHo ['OCT P 7.0.97-2016:

Bri6epute oiuH OTBET:

a. l'ocynapcreennsiit rep6 PO (I'ep0d cyObekra
P® wmm smOnema opranusaiuu, TOBapHBIN 3HaK (3HAK
obcnyxuBanus)), kon opranuzauuun (mo OKIIO),
OI'PH, WHH/KIIII, cnpaBo4yHBbIE MdaHHBIE 00
OpraHu3alii; HAUMEHOBAaHUE OpraHu3allu, MECTO
COCTaBJICHUS Wi U3J1aHus JOKYMEHTA,
OTPAaHUYUTEIbHBIE OTMETKU IS JaThl JOKYMEHTAa,
PEruCTPaIlMOHHOTO HOMEpa JIOKYMEHTA, CChUIKM Ha
pEeruCTpallMOHHBI  HOMEp M JaTy JOKYMEHTa,
ajzipecarta, pe30JIIOLINHU, 3ar0JI0BKa K TEKCTY, OTMETKH O
KOHTpOJIE, TEKCTa

b. 'ocynapctBennsiii repod PO (I'epb cyOnekra
P® wmm smOnema opranusaiium, TOBapHBIN 3HAK (3HAK
00CITy>)KMBaHUs)), HAUMEHOBaAHUE OpraHU3aIMH, MECTO
COCTaBIICHUS Wi W3JIaHus JOKYMEHTA,
OTpPaHUYUTENbHbIE OTMETKH I JaThl AOKYMEHTa U
pPErucTpaliOHHOTrO HOMEpa JOKyMEHTa

C. HAUMEHOBAaHUE  OpraHU3alUHh,  MECTO
COCTaBIICHUSI WJIM W3JIaHUSl JIOKYMEHTa, CIPaBOYHbIE
JTaHHbIE 00 OpraHu3aly, OTPAHUYUTEIIbHBIE OTMETKH
JUIS 3ar0JIOBKA U TEKCTa JIOKYMEHTa

d. T'ocynapctBennsiii repd PO (I'epb cyObekTa
P® unu smbnema opranuzanuu, TOBapHBIA 3HaK (3HAK
oOcnyxuBaHus)),  HAaMMEHOBAaHWE  OpraHU3allUH,
HAaUMEHOBaHKE BUJA JIOKyMEHTa, MECTO COCTABJICHUS
WM U3JIaHUS IOKyMEHTa, OTpaHUYUTEIbHbIE OTMETKU
JUIS JaThl JOKYMEHTa, PErucTpPalioOHHOTO HOMepa
JOKYMEHTA, CCBHUJIKM Ha JaTy M PErucTparioOHHBIN
HOMEpP JOKYMEHTa, 3arojoBKa K TEKCTY, OTMETKHU O
KOHTpOJIE

Bonpoc 7

TekcT Bompoca

HaumenoBanusi opranuzanmuii U CcyOBEKTOB
Poccuiickot ®enepauuu, HUMEOIIUX HapALy C
roCyapCcTBEHHBIM 3bIKOM Poccuiickonn denepannu
(pycckuM)  TOCYHAapCTBEHHBIM  S3BIK  CYOBEKTOB
Poccuiickoit denepanuu neyararor:

Bribepute oJIMH OTBET:
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a. BCC BapUaHThI BEPHBI
b. Ha TOCyIapCTBEHHOM si3bIKe PD
C. Ha s13bIKe cyObekTa PO
d. Ha IByX s13bIKax (Ha roCcyJapCTBEHHOM SI3bIKE
P® u Ha s3b1KE CyOBEKTa PD)

Bomnpocs k 3auerty 2 Kypc

1. IOpuauueckas cuia JIOKYMEHTA.
HopmaTtuBHO-MeTOomMueckass ~ 6aza  odopmieHus
JIOKYMEHTOB.

2. TpeboBanust K OQOPMIIEHHIO PEKBUUTOB
3aroJ0BOYHOMN 4acTH
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX  JIOKYMEHTOB
corimacHo ['OCT P 7.0.97-2016

3. TpeboBanust K OQOPMIICHHIO PEKBUUTOB
CcoaepKaTeIbHOM qacTu
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX  JIOKYMEHTOB
cormmacHo ['OCT P 7.0.97-2016

4. TpebGoBanust K OQOPMIICHHIO PEKBUUTOB
ohopMIISIOTIICH 4acTH
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX  JIOKYMEHTOB
cormmacHo ['OCT P 7.0.97-2016

Hrorosblii Tect 32 3 Kypc

Bomnpoc 6
Kakum JOKYMEHTOM JOJHKHBI
PYKOBOJICTBOBAThCS JeTOTIPON3BOAUTENU npu

JOKYMEHTUPOBAHUU STarloB TPYJOBOTO LHKJIA — OT
npueMa Ha padoTy HOBOTO COTpPYOHHKA JO €ro
YBOJIbHEHUS:

Bri6epute ouH OTBET:

a. ['ocynapcTBenHas cuctema
JOKYMEHTAaIlMOHHOTO  OOecredeHuss  yIpaBJICHHUS.
OcHoBHble TmONIOKeHUsA. OOmue TpeOoBaHHS K
JOKyMEHTaM H  CiIyx0aM JI0Ky-MEHTallHOHHOTO
obecrieueHus

b. TOCT P TOCT P 7.0.97-2016
«YHubduuupoBaHHas cucTeMa
OpraHU3aIMOHHO-PACTIOPATUTEILHON JOKYMEHTAINH.
TpeGoBanus kK 0popMIICHUIO JOKYMEHTOB)

c. AnbOoM  yHUOUIMPOBAHHBIX  (GOPM
MEPBUYHON YUETHOM TOKyMEHTAIUH 10 yUeTy TpyAa U
€ro omuaTel, yTBepkIeHHbIM [locTaHoBIEHHEM
I'ockomcrara Poccun

d. Oo6mepoccuiickuii KJ1accu(ukaTop
yIpaBIeHYECKON JOKYMEHTAINH

Bonpoc 7

OTMETUTH BOIIPOC

Kakoe ompenenenue IOpUIMYECKOW  CHIIBI
JOKYMEHTA SIBJISIETCS CTaH/IaPTU3UPOBAHHBIM
(3akperieno B TOCT P 51141-98):

Bribepure o1uH OTBET:

a. IOpUAMYEcKas CuiIa JOKYMEHTa — 3TO
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CBOMCTBO O(HIMAIBHOTO JIOKYMEHTa, COO0IaeMoe
eMy JIEACTBYIOLLIUM 3aKOHOJATEIILCTBOM,
KOMIIETEHIIMEW  W3JaBIIEr0O  €ro  opraHa u
YCTaHOBJICHHBIM MOPSIKOM O(POPMIICHHS

b. ropuanyeckas cuia JOKyMEHTa — 3TO
CIIOCOOHOCTh yIIPaBJIEHYECKOT O JOKYMEHTa
BBICTYIIaTh B KayecTBE  OO0SM3aTENBHOTO IS
YYaCTHUKOB YIPAaBJIEHUS: OPraHoOB YIPABJICHUS, UX
CTPYKTYpPHBIX  IOJpa3/eleHUi,  OOLIECTBEHHBIX
OpraHu3anuil, JOJDKHOCTHBIX JIML, FOCYAAPCTBEHHBIX
CIY)KalllUX U IpaxaaH

C. IopuauYecKas Cuila JIOKyMEHTa — 3TO
COOTBETCTBUE JOKYMEHTHUPOBAaHHOW HH(pOpMaLuu
TpeOOBaHUSIM  O(PUIIMAIBHOCTH,  JIOCTOBEPHOCTH,
OOBEKTUBHOCTH, OECCIOPHOCTH, OCHOBAaHHBIM Ha
3aKOHOJIaTENbCTBE

d. ropuguueckas cuia JOKyMEHTa — 3TO
yclIoBUE, TpU KOTOpPOM HHGMOpPMAaLUs TOKyMEHTa
MOXET OBITh MCTIOJB30BaHA B cepe yrpaBieHus 0e3
COMHEHHUsSI B €€ JIOCTOBEPHOCTH Ui OCYIIECTBIICHUS
JIIOOBIX JIeUCTBHI

Bompoc 8

OTMETUTH BOIIPOC

KakoMy TepMHHY COOTBETCTBYET CIeAyIOLIee
CTaHIapPTU3UPOBAHHOE OIpe/ieiieHne (3aKpEerIeHHOE B
I'OCT P 51141-98): «.... — 3TO mNpOCTaBICHUE
HE0OXO0IUMBIX PEKBU3UTOB, YCTaHOBJICHHBIX
IpaBWJIaMU JOKYMEHTHPOBAHUS»:

Bri6epute ouH OTBET:

a. ohopMIIeHHE TIOKyMEHTa

b. yHuuKanus 10KyMmeHTa

c. hopmyIsip-oOpazert

d. cocraBnenue 10KyMeHTa

Bomnpoc 9

OTMmeTHTh BOIIpOC

Kakoli  JOKyMEHT  sBIS€TCS  OCHOBHBIM
aKTyaJIbHBIM HOPMATUBHBIM JIOKYMEHTOM B 00JIacTu
COCTaBIICHUS u odopmieHUs
OpraHU3aIMOHHO-PACTIOPATUTEILHON TOKYMEHTAIIUU:

Bri6epute oiMH OTBET:

a. 'OCT P 6.30-2003

b. IIpaBuna genonpon3BoaAcTBa B (heaepaabHbIX
OopraHax MWCIIOJHUTEIbHON BJIACTH, YTBEPKICHHBIC
[ToctanoBnennem IlpaButensctBa P ot 15 urons
2009 r. Ne477

c. OKV]J — OK 011-93. Ob6uepoccuiickuit
KJIacCU(UKATOp  YNPaBIEHYECKOH JIOKYMEHTAallUH,
yrBepxkaeHHbI [locranoBnenuem ['occranpapra PO
oT 30 nexabpst 1993 r. Ne229

d. T'CAOY - TocymapcTBeHHas cucTemMa
JOKYMEHTAIMOHHOTO ~ OOECNeYeHUs  YIpPaBJICHHUS.
OcHoBHble moNOxkeHua. OOmme TpeOoBaHUS K
JOKYMEHTaM M CIy)k0aM  JIOKYMEHTAIlMOHHOTO
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obecrieueHus, yTBEp)KJICHHAs MpHKa3oM [ aBapxuBa
CCCP or 23 mas 1988 r. Ne 33

Bormpoc 10

B xakoMm cnydae yupexAeHHE HMMEET TMPaBO
YIOCTOBEPSATH  JOBEPEHHOCTh  HAa  MOJY4YCHHUE
JIEHEXXHOr0 BKJIaJa B OaHKE:

Bri6epute oiuH OTBET:

a. €clu JOBEpUTENIb U JHIO0, KOTOPOMY OH
TOBEPSIET, SBISIOTCS TpaxaaHamu Poccuu, XOTs U He
SBJISIFOTCSI pAOOTHUKAMU JAHHOTO YUPEKICHUS

b. ecnu poBepuTensb SBISIETCS PaOOTHUKOM
JAHHOTO YUPEXKICHUS, a JIUII0, KOTOPOMY OH JIOBEpPSIET,
HE SIBJIIETCS] paOOTHUKOM JIAHHOTO YUpPEKICHUS

C. €eciaM  JIOBepUTEeldb  HAXOJIUTCS  Ha
CTAIlMOHAPHOM M3JICUCHUH, HO SIBIISIETCS PAOOTHUKOM
JAHHOTO YYPEXKIEHUS, H JHIO, KOTOPOMY OH
JOBEPSIET, TAKXKE SBISIETCS PaOOTHUKOM JTaHHOTO
YApEKACHHS

d. ecnm goBepuTens HE ABIAETCS PAOOTHUKOM
JTAHHOTO YYPEXKICHUS, a JIUII0, KOTOPOMY OH JIOBEpPSIET,
SABJISIETCS] PAOOTHUKAMH TAHHOTO YUPEXKICHUS

Bomnpoc 11

Kaxkoii PEKBHU3UT HCMOJIb3yETCS TUISt
YIOCTOBEPEHHUS FIEKTPOHHOTO TOKYMEHTA!

Bri6epute ouH OTBET:

a. BJIEKTpOHHAas U poBast MOANUCH

b. uACHTHPUKATOP  DIEKTPOHHOHW  KOIHH
JIOKYMEHTA

c. ko2l (OpMBbI TIOKyMEHTa

d. perucTpanOHHBIA HOMEp JOKYMEHTa

Bomnpoc 18

Ha KaKUX OnmaHKax pacnonaraercs
I'ocynapctBennslii Tep0d Poccwmiickoit ®denepanviu B
OJHOLIBETHOM BapHaHTE:

Bri6epute oiMH OTBET:

a. pemienudi BepxoBHoro Cyna Poccuiickoit
®enepanun

b. MexXBeJOMCTBEHHOII KOMHCCHU IO 3aIlUTe
rOCy1apCTBEHHOW TAHBI

c. JUIUIOMAaTHYECKUX  TMPEJICTaBUTEILCTB,
KOHCYJIbCKUX VYUPESKICHUH W HMHBIX OQHUIHAIBLHBIX
npeacraBuTenscTts  Poccuiickont  depepanuu  3a
npenenamu Poccuniickoit denepanun

d. Agmunuctpanuun Ilpesuaenta Poccuiickoit
®denepaunn

Tembl KypcoBbIx padoT (3 Kypc)

1. Ponrp U MecTo TroOCyAapCTBEHHOW CHCTEMBI
CTaTUCTUKH B YIPaBJICHUU HALHUOHAIbHBIMHU
UH(HOPMAIMOHHBIMU peCypcamH.

11. Hcrtopusi cTaHOBIIEHHS OTEUECTBEHHOU
CTaHJapTU3alMU JOKYMEHTAIIMOHHBIX MPOLECCOB.

12. Hctopusi cTaHOBIIEHHSI COBPEMEHHBIX
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(YHKIIMOHATIBHBIX ~ CHUCTEM
Poccuiickoit @enepanuu.

13. Ocobennoctu rOCyJapCTBEHHOM
CHCTEMBI HAyYHO-TEXHUYECKON JOKYMEHTAIIHUH.

14. Ananus CHUCTEMBI KaJIpOBOU
JOKYMEHTAIIUH TOCYIapCTBEHHON OpraHu3alliH.

15. Xapaxtepuctuka ECKK TOCH, eé

poiib B YNPaBJICHWH  HALUOHAIHHBIMH

UH(POPMALIMOHHBIMH PECYPCAMH.

JOKYMCHTAaUU B

YK-6: Cnoco0en ynpasisiTh ¢
TPAeKTOPHIO CAMOPA3BUTHS HA OCHOBE

BOMM BPEMEHEM, BLICTpaAauBaTh H PE€aJIM30BbLIBATH
IMIPUHIIMIIOB 06pa30BaHHﬂ B TeueHHe BCeH KIU3HHU

YK-6.1: Ucnonwsyer Kontpoabnas padora (2 kypc)
UHCTPYMEHTBI U METObI 2. Bbl omo3manu Ha paboty Ha 2 daca.
ynpaBieHus:  BpeMeHeM | PykoBojacTBo moTpeboBano ot Bac oObsicHeHHH.
npu BhIOTHEHUH | O(OPMUTE COOTBETCTBYIOLINI TOKYMEHT.
KOHKPETHBIX 3ajad, IIpakTHyeckoe 3agaHue K Teme 2.3
MPOEKTOB, pu [Tonw3ysice «Hopmamu BpemeHu Ha pabOTHI 1O
TOCTHKEHUH JOKYMEHTAITMOHHOMY O0ECIIEUECHUIO YIPaBICHYECKIX
MOCTaBJICHHBIX IIeJIeH CTPYKTYp (enepaabHBIX OpPraHOB HCIIOJHUTEIHHON
BJIACTH», YCTaHOBHUTE A(PPEKTUBHOCTh YHHUPHUKALNU
dopm noxymeHnTtoB. [IpuBenuTe mpumep.
YK-6.2: Ompenenser MPUOPHUTETHI IMpakTuyeckoe 3aganue 8 (3 xKypc)

coOCTBEHHO

TSI TeTbHOCTH,
JUYHOCTHOTO Pa3BUTHSA U
poheCcCuOHAITBHOTO
pocra

BBl XOTHTE YCTPOUTBCS JEIOMPOU3BOIUTEIICM.
CocraBbTe 1151 ce0s pe3toMe.

Tect 2.4
Kakoii 10OKyMeHT HeJIb351 OTHECTH K JJUYHBIM
JOKYMEHTaM:
Bri6epute o/uH OTBET:
a. XapaKTepUCTHKA
b. pesrome
C. INYHasl KapTOYKa
d. aBTOoOMOTrpadus
Ha kaxkom Bune
odopmusieTcs aapecar:
BriOepuTe 0IMH OTBET:
a. XapaKTEePUCTHKA
b. T0BepEHHOCTH
C. pe3oMe
d. 3asBnenuE
Tect k Teme 2.4 (3 kypc)
N3 nepeync/ieHHbIX HUKe BUI0B JOKYMEHTOB

JUYHBIX JOKYMEHTOB

BbIOCpUTE  HOPMATHBHBIH NpaBOBOM  aKT,
SIBJSIIOIIMIIC  OCHOBHBIM B PeryJiMpOBaHHH
TPYAOBBIX NPaBOOTHOIICHUIT paGoronarens
(rocysapcTBeHHO OpraHu3anMu, COOCTBEHHHUKA
NpeanpusiTusi) 1 padoTHUKA:

Bribepure o1uH OTBET:

a. AnsOoMm ¢opM TEepBUYHON  ydeTHOU

JOKYMEHTAIMU 0 TPYJAOBBIM OTHOILLIEHUSIM
b. Tpy10BO#i 1OroBOp
c¢. Tpynosoii konekc PO

d. TpynoBoe cornarienue
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YK-6.3: OnenuBaer TpeOoBaHUS Tembl KypcoBbIX padoT (3 Kypc)
pBIHKA Tpyza u 1. Pomb ®  Mecro  JOKHOCTHBIX
MPEII0KEHUS MHCTPYKIUHI NIEPCOHAJIA B YIIPABICHUN OpPraHU3alueH,
00pa30oBaTeNbHBIX  YCIYT | 0COOCHHOCTH UX pa3pabOTKH, 0POPMIICHHS.
TUIst BBICTPAUBaHUS 2. OCHOBHBIC HAIpaBIICHUS] BHEAPCHUS
TPACKTOPHUU YCI, 3amaum rocynapCTBEHHOIO Haa3opa H
COOCTBEHHOTO oTpaciieBoro koHtposisi BHeApenust Y CJ1.
po(heccHoHaTBEHOTO
pocra
YK-7: Cnoco0en NOIepPKUBATH JAOJIKHBII YPOBEHb Ppuznueckoi
MOJArOTOBJIEHHOCTH [IJIsl o0ecrevyeHusl MOJHOUEHHOW CONMAJBLHOW W TNpodeccHOHAILHOM
AeSAITETbHOCTH
YK-7.1: Bri6upaer Tect k Teme 2.1
3/10poBbecOeperaromme Jna obecneuenus ONMUMANbHOIL
TEXHOJIOTUHI I | pabomocnocoonocmu U COXpaHeHus 300P08bs

MOJICP)KaHUSL  3I0POBOTO
o0Opa3a XU3HU C Y4ETOM
(hM3HOJIOTHYECKIX
0COOEHHOCTEH opraHu3ma
U YCIOBHM pean3alnuu
npohecCuOHATBHON

TS TeTbHOCTH

npogheccuonanvuvix nonvzosamenei II3BM u B/]T
Ha  npomaxyceHuu  paodo4yezo  OHA  00JIHCHBL
YCmanaenueamuycs pecnamenmuposanmvle
nepepuieovl. Yem pezynupyemcsa ux epemsa?

a) IPOJIOJKUTEILHOCTHIO paboyero JaHs;

0) BUIOM TPYJIOBOH ACSITEIBHOCTH;

B) KaTeropueu TpyAoBO AESITEIbHOCTH;

') BCE OTBETHI BEPHEI.

Ilpu 8-uacoeom padouem one u paoome na B/T u
II9BM ona 1 zpynnul paoom -
peznamenmuposanmvle nepepulent ciedyem
ycmaunaenueamp:

a) depe3 2 yaca OT Havyayia paboyeil CMEHBI U depe3 2
yaca nociie 00eIeHHOTO nepepbiBa
MPOJOJKATEIIBHOCTBIO 15 MUHYT KaXK]IbIi;

0) uepe3 2 yaca OT Hauyaja pabodeld CMEHBI U Yepes
1,5-2 Jaca [ocJjie 00eeHHOoTO nepeppIBa
MPOJOJDKATEIIBHOCTBIO 15  MHUHYT KaXAbld WA
MPOJOJKATENIBHOCTRI0 10 MUHYT yepe3 KaxIbli 4dac
paboTHI;

B) yepe3 1,5-2 yaca oT Havana pabouell CMEHBI U Yepe3
1,5-2 Jaca [ocJjie 00€eIeHHOTO nepepbiBa
IPOJIOJKUTENBHOCTRI0O 20 MHUHYT KaXAbld WIH
MPOJOIKUTENFHOCTBIO 15 MUHYT uepe3 KaKIblii dac
paboTHI.

') HET BEPHBIX OTBETOB.

YK-7.2:

[Inanupyer cBoe pabouee
u cBOOO/JHOE BpeMms s
ONITHMAJIBHOTO COYETaHUS

¢buznueckoit u
YMCTBEHHOW HArpy3ku |
oOecrieueHus
paboToCcToCOOHOCTH

IIpakTH4eckoe 3aganue K Teme 2.4

WN3yunte  HOpMBI  BpEMEHM IO  CO3JIaHUIO

OpPraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB, IOJIB3YSCh

neiictByronumu  «Hopmbl BpeMeHH Ha pPabOTHI TO

JOKYMEHTAIITHOHHOMY 00€CIeUeHHIO YIpaBIeHYECKHX

CTPYKTYp (enepaiabHbIX OpPraHOB MCIIOJHUTEIBHON

BiIacTW». Ha3oBUTE BHJ OpraHW3allMOHHO-IIPAaBOBOIO

JIOKYMEHTa U BPEMSI €0 COCTaBJICHUS U 0(OPMIICHHUS.
Tecr 2.4

Kakoe Bpems (B 4acax) 0TBOAMTCH HA NMOATOTOBKY

NOJIO’KEHHsI 0 CTPYKTYPHOM NOApa3aeJeHun?

a) 12,3
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6) 20
B) 20,7
r) 150

Ha3zoBure HOPMATHMBHBIH COCTaB [eiiCTBUH 1O
NMOAr0TOBKE MHCTPYKIHH MO JOKYMEHTAUMOHHOMY
00CJIy;>KMBAHUIO (JIEJIONPOU3BOACTRBY).

a) U3y4yeHHe HOPMATUBHO-METOJAMYECKON U MPaBOBOM
JUTEpaTypsl H IITAaTOB (eACpabHOTO Oprasa,
GyHKIMA W 3a7ad  TOJPA3ACICHHM,  3aHATBIX
JOKYMEHTAIlMOHHBIM ~ 00€CIIeUYeHUEM  YIpPaBJICHHUS,
MOJArOTOBKA MHCTPYKIIMH, KOPPEKTUPOBKA, TIeUaTaHHE,
YTBEPKJICHHUE, PAa3MHOKEHUE;

0) u3y4YeHHE TPAKTUKH pPabOTHl KOJUIETHATBHOTO
opraHa, TEeXHOJIOTUHU MOJATOTOBKA MAaTepUAJIOB JIs €TO0
(G YHKIIMOHUPOBAHNS, MOATOTOBKA MPOEKTA
periaMeHTa, COTJaCOBaHHWE CO  CTPYKTYPHBIMH
nopa3aeeHUsMH; rneyaTaHue, YTBEPXKJICHHE,
Pa3MHOKEHHE, PACCHIIKA;

B) cOop Talenell  yHUUUIUPOBAHHBIX  (GOpM
JTIOKYMEHTOB CTPYKTYPHBIX o Jpa3AeICHU
dbenepanbHBIX OPraHoOB HWCIIOJTHUTEIBHOW BJIACTH,
AQHAJIM3 BBISBICHHOTO KOMIUIEKCA YIPABICHUYECKUX
JIOKYMEHTOB; ompeneIeHue 1enecooOpazHoCTH
CO3[IaHUs M IPUMEHEHUS KOHKPETHBIX JOKYMEHTOB.
BBISIBJICHUE COCTaBa HEYHU(PUIIMPOBAHHBIX (HOpPM
JOKYMEHTOB, UCKITIOUEHHE AYOIUPYEMBIX IOKYMEHTOB
U HEMpPaBOMEPHO HCIOJIb3YEMBIX (OPM JTOKYMEHTOB,
rpynmnupoBka (GopM JOKYMEHTOB MO (PYyHKIUSIM H
YIPABIEHUYECKUM 3a/1a4am, MOATrOTOBKA,
COTJIaCOBaHME W YTBEPXKJIEHUE EJAMHOro Tabens
YHUGUIIUPOBAHHBIX (PopM;

) W3ydyeHHWEe HOPMATHUBHBIX IIPABOBBIX  AaKTOB
METOANYECKUX JOKYMEHTOB, MOATOTOBKA
WHCTPYKIIUH, COTrJIaCOBaHUE, KOPPEKTUPOBKA,
neyaTaHue, pa3MHOKEHHE.

YK-7.3:

CoOumronaer u
Mponaraljupyer HOPMBI
3JI0POBOT0 00pasa KU3HU
B Pa3JIUYHBIX KU3HEHHBIX

CUTYaIUIX u B
npodeccuoHaIbHON
NEeSATEbHOCTH

IIpakTnyeckoe 3aanue K Teme 2.4

3anmosiHMTE KAPTYy CAMOOLIEHKH 30pPOBOro odpas3a
#«ku3Hn  (307K) cy0BbekTOB ymnpaBJIeHYeCKOro
npouecca M ciaejnaite BBIBOJALI 0 CBOeM o0pa3se
JKH3HM  KaK  COCTABJSIONIEH  YeJ0Be4YeCKOro
kanuTajaa. Kakue pekomenganuu Bbl 1a1u Obl cede
JJISl TOBBIIICHUSI CBOET0 YeJI0BEYEeCKOr0 Kannraja
B ILIaHe 310poBbsi? Kakux neiicTBHH BbI KIeTe OT
cBoero Oyaymero padoroaaresss ¢ TOYKH 3peHUs!
COXpaHEHMsI M  BOCHPOHM3BOACTBA  3J0POBbS
padoTHUKOB cayx0b1 JJOY?

B kakoM JgOoKymMeHTe cJieayeT  3aKpenuThb
TpeOOBaHUSI K COOJIIOJEHHMIO 310POBOro odpa3a
’KH3HHM PA0OTHHUKOB OpPraHu3anyu (¢ TOYKH 3peHHUs
pa0dOTHUKOB U padoToaartes)?
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NeNe| Cocrassiromue (302K) [Onenk|O6mm | Cpenau
11/11 | yenoBeka u no3unuu 1o |a 30X | Oamw| i 6amn
KaXXJI0# cocTaBisgiolmicii| B
Oamiax
43210
1. Co0uo1eHue JUYHOI Ir'HrieHbl
1.1. ['uruensl Tena
1.2. [urueHs! 01k Ibl
1.3. |[UrueHsl MoCTeNn
1.4. 'urue”s >xuInIIa
1.5. 'uruena CBOETO
pabouero mecra
2. PanmnonajbHoe NUTaHUE
2.1. [bamanc B IHIIEBOM
[pariuoHe OEJKOB, KMPOB
U YTIIEBOJIOB
2.2. [Hammune B MHIILIE]
BUTAMHHOB
2.3.[Hammune B MHIILIE]
MUHEPATHHBIX BEIICCTB
2.4. [[IpupomocooOpa3HbIit
It uHIUBHIOA O0BEM
MU
2.5. ([IpupoaocooOpa3HbIit
711 MHAMBHIA COCTaB
MU
2.6 ([IpupomocooOpa3HbIit
TSI MHIUBUIA PEKHAM|
MUTAHUS
2.7. ([IpeoOmamanue B
[HI[EBOM panuoHe
HaTypagbHbIX
(«KUBBIX») IPOJIYKTOB
3. JIBu:keHHe
3.1 [ExxenHeBHOE
BHITIOJTHEHHE  YTPEHHEH
3apsiIKA
3.2. [BeimonHeHne
CIIeLIMaIbHOM
TMMHACTUKA B TEYEHUE
MHS
3.3. [3anarue KaKUM-JIN0O
BUJIOM  CIOpTa  JyId
310pOBbS
3.4. (Opranuzanus CBOHUX
OOBIYHBIX JBIDKEHHH (
Yy4eTOM TpeGoBaHU
(bU3NYECKON KYIbTYpPBI
4, 3akaguBaHue
4.1. |BelmoaHeHne
CIIEIIHAIbHBIX

3aKaJIMBAIOX
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nporeyp

4.2.

OOnMBaHHE  XOJIOAHOM
BOJIOU

4.3.

PerynsipHble  TIPOTYJIKH
Ha CBEXXEM BO3JyXe

4.4.

Opexxa Mo ce30Hy U IO
1oroyie

4.5.

Perynsippoe nocerieHue
OaHn

OTCYTCTBI’IQ BPEAHBIX 1T

HUBbIYCK

0.1

TabakoKypeHus

5.2.

3oynoTpedieHus
QJIKOTOJIEM

5.3.

HapxoTuueckoit
3aBHCUMOCTH

Pexxum Tpyn

]
=
Q
=
=

bIXa

. |Co0Omronenue HOPM|

uepeoBaHUs
buznyeckoro i1
YMCTBEHHOI'O TpyZa

6.2.

BrinosHeHue BO Bpems]|
YMCTBEHHOU paboTh]
CHEIMaIbHBIX
MEpOTPUITHH,
CHUMAIOIINX
YMCTBEHHOE
nepeHarnpsHKeHne

6.3.

BrinosiHeHue CBOEI|
TPYAOBOW JIESATEIBHOCTH|
C ydeToM TpeOOBaHMI
HOT (HayIHOM
OpraHu3aluy Tpyaa)

6.4.

[ToTHOLIEHHBIN COH

Ilcuxosornyecknii komgopTt

7.1.

YMeHHE COXPaHATh HIIH|
OBICTPO
BOCCTaHABJIMBATh
TyIIIEBHOE paBHOBECHE

7.2.

'YMeHne BUJIEThH
MOJIOKUTEIBHOE B
OKpYKarollleM Mupe

7.3.

YMeHue CTPOUTH
rapMOHUYHbIE

OTHOILICHHUS v
OKPY>KAIOILUMH JIHOAbMHU

7.4.

[IpunsaTHE CBOMX
HEJI0CTaTKOB KaK
HEN30€)KHOTO CJICICTBUS]
4eJI0BEUECKOM MPUPOIbI

7.5.

'YMeHne U3BJIEKATh
MOJIOKUTEIbHBIE  YPOKH|

N3 CBOUX JKHM3HCHHBIX|



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

Kon
NuaukaTtop 10CTUXEHUS
HWHJIUKATOP OueHouHbIE CpeACTBa
a KOMIIETEHIIUH

CUTYalHi
7.6. [YMeHHe TIpUHUMATh (¢
MUPOM KU3Hb u
OKpYKaroLUi MUP
7.7. |Ctpemienue K
CaMOCOBEPIICHCTBOBAHU
0

7.8. [Ymennue CTOMKO
NEPEHOCUTh TMOPaKECHUS]
U )KM3HCHHBIC HEB3TOJIbI
7.9. |OnTHMECTHYECKOE
MHUPOBOCIPHSITHE

7.10[Y moBIETBOPEHHOCTH

. CBOEH Cy/1b00H B 11€JIOM
7.11|YmMmeHue nepexuBaTh B
. PKU3HH paJioCTh

7.12|Y 1OBIETBOPCHHOCTH
cBOEH IIOJIOBOY|
PUHAIICKHOCTHIO
7.13|TonepaHTHOCTH

UTOI'O




0) Ilopsinoxk mnpoBefeHHs] NMPOMEKYTOYHOM aTTeCTAllMH, NMOKa3aTeJld W KPUTEPHH
OLlCHMBAaHUS:

- Ha OLEHKY «3a4YTeHO0», €CJIM IIPEOoJI0JIEBAET IOPOroBbI ypoBeHb. OOywaromuiics
MOKa3bIBACT MOPOrOBBIH YPOBEHb C(POPMUPOBAHHOCTH KOMIETEHIMH, T.€. 3HAET OCHOBHYIO
JOKYMEHTOBEAUECKYI0 TEPMHHOJIOIMIO; OCHOBHBIE HOPMATHBHO-METOJUYECKHE MaTE€pUaJIbl 110
JOKYMEHTUPOBAHUIO YIIPABIEHYECKOUN AEATEIbHOCTH; CIIOCOOBI U CpeACTBa JOKYMEHTHUPOBAHUS;
3aKOHOMEPHOCTH Pa3BUTHUS JOKYMEHTA; CTPYKTYPY JIOKYMEHTA; XapaKTEpUCTUKY U OCHOBHOM
COCTaB YHH(PHUIMPOBAHHBIX CHUCTEM JOKYMEHTAIIMH, THUIOBOH COCTaB CHUCTEM JIOKYMEHTALlUU
YUpeXACHUH 000 OpraHM3allMOHHO-TIPABOBOM (OPMBI; TJIaBHBIE MpPABHJIA COCTABICHHUS H
oopmIIeHHS JOKYMEHTOB; OOLIMI TMOPSAJOK OpraHu3alui JOKYMEHTOB B KOMIUICKCHI;
TEOPETUYECKUE OCHOBBI  BEACHUS JEJIOBOM  IEPENUCKH; COCTaB M  COJEpKaHue
HOPMAaTUBHO-METOJAUYECKON 0a3bl 10 COCTABJICHUIO M O(OPMIIEHUIO CIIYKEOHBIX JOKYMEHTOB;
CHelU(pUKY A3bIKa YIPaBIEHYECKOW JOKYMEHTAIMH; YMEET aHalIu3upOBaTh
HOPMaTUBHO-METOJMYECKHE  MCTOYHMKM MO  JIOKYMEHTHPOBAHHUIO  YIPaBICHUYECKOMN
NESITeIbHOCTH;  NBIMACTCSl XapaKTepU30BaTh W AHAIM3UPOBATh YHU(UIMPOBAHHBIX CHCTEM
JOKYMEHTAI[MU;  BBISBJISATH TUIIOBOW COCTAaB CHCTEM JIOKYMEHTALUU YUYPEXKACHUH JH000H
OpraHM3allMOHHO-TIPaBOBOM (QOpMBI;  NPUMEHATh MpaBWJIa COCTaBJIEHUS U odopmieHus
JOKYMEHTOB Ha IpakTuke. BianeeT ocCHOBHBIMU npUeMaMU COCTaBJIeHHs U odopmiieHus
OCHOBHBIX YIpaBICHYECKUX JOKYMEHTOB; 3HAHHUSMH OCHOBHBIX IMpoOieM B oOnactu
JOKYMEHTOBEJCHUS, HaBbIKaMHU pPa0OTHl C OCHOBHBIMH HAyYHBIMH W NEPUOAMYECKUMU
U3aHUSMH B 00JAacCTM  JOKYMEHTOBEACHHS;, HaBbIKaMU  pabOThl €  OCHOBHBIMU
MHTEPHET-UCTOYHUKAMU B O00JIACTH JIOKyMEHTOBEACHHUS;, 3HAHUSIMH HOPMATHUBHO-TPAaBON H
HOPMAaTHUBHO-METOAUUYECKOM 0230l JOKYMEHTAllHOHHOTO 00eCTIeueH s YIIPaBIECHUS;

— HA OLEHKY «He 3a4TeHO» — pe3yJabTaT O0yd4eHUs HE JOCTHTHYT, OOydarolluics Ha
IIPAKTUYECKUX 3aHATUAX, IPHU BBIIOJHEHUU NPAKTUYECKUX 3aJaHUM M YCTHBIX OTBETax HE
MOJKET M0Ka3aTh 3HAHUS HA YPOBHE BOCHPOM3BEICHUS U OObSICHEHUS MH(DOPMAIMH, HE MOXKET
II0Ka3aTh UHTEJUIEKTyaIbHbIC HABBIKU PELICHUS MPOCTHIX 3a/1a4.

AnddepennupoBanHasi oLeHKAa BHICTABJISETCS HA 3a4€TE C OIIEHKOW B COOTBETCBHHU C
CO CJICIYIOIIMM MPOICHTHBIM COOTHOIIIEHHEM OT BBIITOJIHEHHOTO 00beMa MPaKTHYECKUX 3aIaHHI
TEKYIIUX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yHOBIETBOpUTEILHO» (3 Oamia)

75-90% - 3auteHO «xopomoy (4 6ama)

90-100% - 3auTeHo «OTIHMIHO» (5 6aIOB)

— HA OLIEHKY «He 3auTeHo» (2 O6ayna u 1 6am)
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