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PaGouast nporpamma cocrasiena Ha octHoBe PI'OC BO - GakanaBpuar 1o HarnpasjicHHIC
noaroropkn 46.03.02 JlokymenroBe/jienie U apxuBoBeenue (npukaz MunoGpuayku Poccun o1
20.10.2020 r. No 1343)

PaGouas nporpamma pacemorpena u ojlo0pena na saceiannu kadepst e arornueckore
00pazoBaHms 1 JIOKYMCHTOBC/ICHHSI »
30.01.2023, nporokoa Ne 5

3as. kadeapoii ()8 71

PaGouast nporpamma 0,106peHa METOMUECKOH KOMH%@/

14.02.2023 r. nporoxos Ne 6 W 2
[1pencenarens / T.E. AGpam3son

PaGouas nporpamma cocraBiieHa:

C.C. Benmkanose

Jouent kadeapns [On/1, kant. gpuiosn. nayk _CJLAuapeesa

Perensenr:

Ct. mene)pkep (B npombiiiennoctu) [TAO "MMK" 7 Z C.A. bestobopo,iosa

PaGouas nporpamma cocrasiena Ha ocHope PI'OC BO - GakanaBpuar 1o HarnpasieHHK

noaroroskn 46.03.02 JlokymenroBe/ienne u apxuBoBeieHue (npukas MunoGpHayku Pocenn o
29.10.2020 r. Ne 1343)

PaGouas nporpamma pacemorpena u ojodpena na sace/anun kadespor Ilearornieckor
00pazoBanus 1 JIOKYMEHTOBC/ICHHSI

30.01.2023, nporokon Ne 5 () 5

3ag. kadeapoit C.C. Bennkanone




JIucr aktyanusanuu padoueii nporpaMmbl

Pabouas mporpamma nepecMoTpeHa, o0cy>kaeHa u ogoopeHa i peanuzauuu B 2024 - 2025
ydeOHOM rofy Ha 3acenanuu kadenapel Ilemarormueckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadempoii C.C. Benukanosa

Pabouas nporpamma nepecMoTpeHa, oocyxkaeHa u ogodpena st peanusanuu B 2025 - 2026
y4eOHOM roy Ha 3acenanuu kapeapel Ilegarornueckoro oOpa3oBaHus M JOKYMEHTOBEICHHS

[IpoTrokonm oT 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouast mporpamMmma repecMoTpeHa, 00CcyKaeHa u 0100peHa s peanuzanuu B 2026 - 2027
ydaeOHOM roy Ha 3acefaHuu kageapel [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 . Ne

3aB. kadeapoii C.C. BenukaHnoBa

Pabouas mporpamMma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanusaruu B 2027 - 2028
y4aeOHOM roy Ha 3acefaHuu kageapel [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokomn ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peamsanuu B 2028 - 2029
yueOHOM roy Ha 3acemanuu kageapsl Ileqarornueckoro o0pa3oBaHus M JOKYMEHTOBEICHHS

[Iporokom ot 20 . Ne

3aB. kadenpoii C.C. BenukanoBa




1 Iles1u oCcBOEHUSI TN CHMUTLTHHBI (MOLYJI51)

— U3yuYeHHE 3aKOHOMEpPHOCTEH JIOKYMEHTOOOpa3oBaHUs, CKIAIbIBAHUS U Pa3BUTHSA
CHUCTEM  JOKyMEHTallMM, TEOPETHMYECKMX W  NPaKTUYeCKUX  NpoljeM  co3daHus
JOKYMEHTHPOBAaHHON MH-(OpPMAaLIMU OpraHn3aluii 10001 OpraHu3alMOHHO-TIPABOBOI ()OPMBI.

2 MecTo qUCHMIIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe1bHOI POrpaMMbl

Jucruniaraa J{oKyMEHTOBEJEHHE BXOAUT B 00SA3aTEIbyl0 YacTh y4eOHOTro IUIaHa
00pa30BaTeNIbHOMN TPOrPaMMBI.

JInt  w3ydeHWs  OMCHUMIUIMHBI  HEOOXOAMMBI  3HaHMSA  (YMEHHS,  BJAJCHUS),
c(hopMHUPOBaHHBIC B PE3YJIbTaTE H3yUCHUS JUCITUIUIMH/ IPAKTHK:

VY4eOHas - MpaKTHKA 110 MOIY4YEeHU IO IEPBUYHBIX TPO(PECCHOHATBHBIX YMEHUI 1 HABBIKOB,
B TOM YHCJI€ IEPBUYHBIX YMEHHUI U HAaBBIKOB HAYYHO-HCCIIEA0BATEIbCKOM 1S TEIbHOCTH

JIMHTBUCTUYECKUE OCHOBBI JIEJIOBOTO NUChMA

Beenenue B npodeccuto

3HaHus (YMEHUs, BJIQJICHUS ), [TOJIyYEHHbIE NIPU U3yYE€HUU JAHHOW JAMCLUILIMHBI OyIyT
HEO0XOIUMBI JUIsl U3yUCHUS IUCHUILINH/TIPAKTHK:

ApXUBOBEJICHUE

JIoOKyMeHTalMOHHOE 00€ecIIedeHHE TPYNOBbIX OTHOLIEHUH B PO

MopenupoBaHue CUCTEM JOKYMEHTAUH OpTaHU3allH

OCHOBBI CEKPETAPCKOT0 00CITYKUBAHHS

[IpoekTHas AeATENbHOCTD

WHdpopmanroHHbIe TEXHOJIOIMH B JOKYMEHTOBEICHUH U apXUBHOM JIeJie

HopmatuBHas 6a3a nenoBoro nucbma

[IpoekTupoBaHue ynpaBiIeHUECKON JOKYMEHTAlUU OpraH1u3aluu

Jlenonpou3BoACTBO KOMMEPUECKUX IPEATPUATUH

WudopmanroHHbIe pecypchl KaIpoBOM CITyKObI

[IpakTHKyM I10 COCTABIECHUIO U OPOPMIICHHIO CITyKEOHBIX JOKYMEHTOB

CrnenuanbHas cucTeMa yY4eTHOM JOKyMEHTalUuK

I'ocynapcTBeHHbIE, MyHHUIIUTIATBHBIE ¥ BEJIOMCTBEHHBIC APXUBEI

MesxyHapoiHble CTaHAAPTHI yIIPaBIEHUS JOKYMEHTaMHU

Opranu3zanys padoThl ¢ 00palleHUsIMU TPak1aH

JIOKyMeHTallMOHHOE  O0ecleYeHHe YIpaBlICHUS Ha MOPEIIPUITHIX  Pa3IUUHbIX
OpraHU3alMOHHO-TIPABOBBIX (OPM

Jlenosast mepenucka

VY4eOHast - 03HAKOMUTEIbHAS IPAKTUKA

Opranu3anus 1 TEXHOJIOTUS TOKYMEHTALMOHHOT0 00eCTIeYeHUs yIIPaBIeHUs

JIOKyMeHTallMOHHOE OOecreueHue AeATeIbHOCTH OpPraHOB TIOCYAAPCTBEHHOW BIIACTH,
yIpaBJIEHUs U [10/IBEJOMCTBEHHbBIX OpraHU3alui

IIpoekTHast [eATENBHOCTh MO JOKYMEHTAllMOHHOMY OOECIIEYEHMIO YIpaBJICHHUs
OpraHu3amuen

[Ipou3BojcTBEHHAs - MPaKTUKA MO MOIYYEHHIO MPO(EeCcCHOHANBHBIX YMEHUN U ONbITa
npodecCHOHATBLHOMN AesITeTbHOCTH

JIOKyMEHTUPOBaHUE IEATEIBHOCTH HErOCYIapCTBEHHBIX OpraHU3aIii

Nudopmanmonnoe odbecrieueHne ynpaBiIeHUs!

KanpoBoe nenonponsBoacTBO

[ToaroroBka Kk mpoiierype 3allyThl ¥ 3all1MTa BITYCKHON KBATM(PUKAIIMOHHOMN paboThI



3 Komnerenuuu ody4yaroiuerocsi, GopMupyembie B pe3yabTaTe 0CBOCHUSA

AUCHUILINHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00y4eHH s

B pesynbpTare ocBoeHUS MUCHUILTUHBI (MOAYJs) «JlokyMeHTOBeneHHue» 00ydaromuiics
JOJIKEeH 00J1a/1aTh CIAEAYIOIUMHU KOMITETCHIUSIMHU:

Kon unaukaropa

HHI[I/IKaTop JOCTHXXCHHUA KOMIICTCHIINU

YK-6 CnocoOeH ympaBiiTh CBOMM BpEMEHEM, BbICTpauBaTh U PEATU30BBIBATH TPACKTOPHIO
CaMOPAa3BUTHSI HA OCHOBE IPHUHIIMIIOB 00pa30BaHMs B TCUCHUE BCEH KUZHU

YK-6.1 Hcnone3yer HMHCTPYMEHTBI W METOABl YIIPABICHUS BPEMEHEM IIpHU
BBIIIOJIHEHUM  KOHKPETHBIX  3a7a4, [POEKTOB, IpPU  JOCTUKECHUU
MOCTaBJICHHBIX EJICH

YK-6.2 Omnpenensier NPUOPUTETHI COOCTBEHHOW JEATEIHHOCTH, JIMYHOCTHOTO
pa3BUTUS U TPOHECCHOHATLHOTO POCTa

YK-6.3 OnenuBaer TpeOOBaHUS phIHKA TPYyJa U MPEIIOkKEHUS 00pa3oBaTeIbHbBIX
YCIYT JUIS BBICTPAWBaHUS TPACKTOPUU COOCTBEHHOT'O MPOQECCHOHATBHOTO
pocTta

YK-7 CnocobeH mojyiepXuBaTh IOJDKHBIA YPOBEHb (U3NYCCKOW MOITOTOBICHHOCTH JUIS

obecneyeHns HOJIHO

LIEHHON COLMAILHON 1 MPO(heCCHOHATLHON eI TEILHOCTH

VK-7.1

BreiOupaer  3710poBbecOeperaromiue TEXHOJIOTHMH Ui TOJJICPKaHHUS
3I0pOBOTO 00pa3a XU3HU C Y4eTOM (DU3HOJOTHYECKHX OCOOCHHOCTEH
OpraHu3Ma U YCIOBH pealn3allii NpoQecCHOHATBHOM ACSITEIbHOCTH
VK-7.2 [Tnanupyet cBoe pabouee U CBOOOIHOE BpEMsI JIJIsl ONTHMAIBLHOTO COYCTaHUS
(bu3nvecKkoil 1 yMCTBEHHON Harpy3Ku U odecreueHus paboToCcrocoOHOCTH
YK-7.3 ColOnromaeT W mpomaraHAMpPyeT HOPMBI 3JI0pOBOro oOpa3za >KM3HH B

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

OIIK-2 CnocobeH H

AXO0IUTb OPraHU3allMOHHO-YIIPABJICHUCCKUEC PCUHICHH TP PCHICHHUU 3a/1a4 B

chepe cBoeii npodeccnoHanTbHON AeSITEILHOCTH,

OIlK-2.1 Omnpenensier ey U 3aJa4u yIpaBieHus B cgepe cBoe npodeccuoHaibHOM
JeSITeIbHOCTH

OIIK-2.2 Hcnone3yer OCHOBHBIE METOJBI U NPUEMBI OPTaHHU3aLMH, TUIAHUPOBAHUSA,
MOTHBAllMM, KOOpPAMHAIMM M KOHTPOJS IpoueccoB B cdepe cBoei
npodecCHOHATLHON AEITEILHOCTH

OIIK-2.3 YmMmeer uaeHTUPUIMPOBATH TpeOOBaHMS HOPMATHUBHO-IIPABOBOW Cpeabl K

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

OIIK-3 Cnocoben NPUMCHATH TCOPCTUYCCKUC 3HAHUA U PCIICHUA ITOCTABJICHHBIX 3a1a4 B

00JIaCTH TOKYMEHTO

BCJICHUS U apXUBOBCICHU S,

OIIK-3.1

CocraBnser, oQopMmisieT M BeIeT YMNPaBICHUYECKYIO TOKYMEHTAIUIO
Pa3IUYHBIX BUJIOB IO TPOGUITIO IEATETFHOCTH OPTaHU3alluH B COOTBETCTBUU
C €€ OpPraHu3alMOHHO-IIPAaBOBOM (popMOK

OIIK-3.2 3HaeT NpPaBOBbIE HOPMBI U TMpaBWJia OPraHU3AIUH, CHCTEMAaTU3ALUH,
KOMIUIEKTOBaHUS M Yy4YeTa JOKYMEHTAJIBHOTO U apXUBHOTO (HOHIOB
OpraHu3aIHu

OIIK-3.3 PaboTaer ¢ KOpHoOpaTWBHOM CHUCTEMOH TOKYMEHTOOOOpOTa, B TOM YHCIE

3JIEKTPOHHOTO, B COOTBETCTBHUH C ITPABOBBIMU HOPMaMU NMPOPeCCUOHAITBHON
CPEJIBI




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIINHBI (MOIYJIs)
OO0mmast TpyA0eMKOCTh AUCHUIIIHNHBI cocTaBiseT 10 3adetHwix enunuil 360 akan. 4acoB, B TOM

HHUCIIC:

— KOHTaKTHas paboTa — 74,2 aka. 4acos:
—aynuTopHas — 12 akaj. 4acos;
— BHEayAUTOpHAs — 62,2 akaJl. 4acoB;

— camocTosiTenpHas padbota — 274,1 aka. 4acos;

— B popme npakTHuecKoil moarotoBku — 0 akazn. yac;

— MOJTOTOBKA K 3a4éTy — 7,8 akaj. yac
®dopma aTTecTanuu - 3a4eT, KypcoBas paboTa, 3a4eT C OIEHKOU

AynutopHas 3 =
KOHTaKTHas pabora E 3 dopma TeKyIIero
=
B aKaJ. yacax o Bu KOHTPOJIS
Paszen/ Tema 2 (B axan ) £ B A y p Kon
> & © | caMOCTOSTENBbHOM | yCIIeBAEMOCTH U
JACIATUTAHBL = E s . | xommeTeHN
g & paboTs MIPOMEKYTOYHOM
Tlex. mab. | MpaKT. =g aTTeCTaluu
3aH. | 3aH. |O =
1. Paznen 1. YHubunupoBaHHbIe
CHCTEMBI JOKYMEHTAIUH.
JIOKYMEHT Kak CHcTeMa
[Tonck
JIOTIOTHUTENBHOMN
HHPOPMAITHH 10
3a/laHHON TeMe.
KonTponpuas
pagora. TectupoBanue
Brinonnenue (Ter ce 1t VK-6.1, VK-
JIOMAIIHUX yi 6.2, YK-6.3,
HUTOTOBOE)
MIPAKTUIECKUX IpakTiieckas OIlK-2.1,
11 VYrpasieHueckas pabor P aGora OIlK-2.2,
TEOpHst JIOKYMEHTA. CamocrosTensHoe P OI1K-2.3,
2 1/11 19,3 Konrtponbhas
VYrpaBrneHUeCKHEe CHUCTEMBI H3ydeHHE OITK-3.1,
. pabota
JIOKYMEHTalUU yueOHOH U Hay4IHO N OIIK-3.2,
VYcrHblit onpoc
JIUTEpa- TYPHI. (cobecesionantie) OIIK-3.3, VK-
ITogroroBka k 7.1, YK-7.2,
Ha MMPaKTHYECKUX
TECTHPOBAHHIO VK-7.3
U 3a4eTe
Pabota ¢
KOMITBIOTEPHBIMH,
JNEKTPOHHBIMHU
y4eOHUKAMH,
TECTOBBIMHU

CUCTEMaMH




ITouck
JIOTIOJTHUTEITILHOM
UHOPMAIIH 110
3aJJaHHOM TeMe.

KontponsHas
pabora.
BAIIONHCHIE TectupoBanmue
OMAIIHIX (Tekyiee u OIIK-2.1,
PO—— HUTOTOBOE) OIlK-2.2,
1.2 Crasgaptuzanus u pabor Tpaxriaeckas OIK-2.3,
YHUDUKAIUS JOKYMEHTOB. CamocrosTensHOe padota OIK-3.1,
VHHUIMpOBaHHbIE 0,5/0,51 1/11 22 P Konrponbnas OIIK-3.2,
CUCTEMBI JOKYMEHTALUN y4eOHOM 1 HAYIHO paGora OIIK-3.3, VK-
JHTEpa- TYpb. VYerusiii onpoc | 6.1, YK-7.1,
ToxroTosKa K (cobecenoBanue) | YK-7.2, VK-
TeCTHPOBAHHIO Ha MPaKTUYECKUX 7.3
Pabora ¢ U 3a4eTe
KOMIIBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4eOHUKaMHU,
TECTOBBIMHU
cucTeMamu
ITouck
JIOTIOJIHUTEIbHOMN
UHPOPMAIIH 1O
3aIaHHOU TeMe.
KontponpHas
patora. TectupoBanue
Brinonnenne (Texymee 1 OIlK-2.1,
JIOMAIITHUX HTOroBOE) OIlK-2.2,
1.3 JIokyMeHT Kak cucTeMa. MPaKTUYECKUX I OI1K-2.3,
OO6mme TpeboBaHUS K pabor pakTraccKas OIlK-3.1,
0(hOpPMIICHHUIO CaMocCTosTeNbHOE pabota OI1K-3.2,
0,5/0,51 221 | 24,1 KontponbHas
OpraHU3aIMOHHO- H3yYCHHE 6ora OIIK-3.3, VK-
paciopsiANTENbHBIX y4eOHOI U HayYyHO pa . 6.1, YK-7.1,
VYcrHblil onpoc
JIOKyMEHTOB JTUTEepa- TypHL. GecesioBante) YK-7.2, VK-
IToaroroBka k (co . 7.3, YK-6.2,
TECTHPOBAHHIO Ha MPAKTHACCKHX VK-6.3
Pabora ¢ U 3a4eTe
KOMIIBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4eOHUKAMH,
TECTOBBIMHU
cUcTeMaMu
Hroro no pazaeny 2/21 331 | 654

2. Pazgen 2. TpeGoBanust Kk
COCTaBJICHHI0O U O(OPMIICHUIO

OCHOBHBIX
OPTaHU3alIMOHHOIO-
pacropsauTeIIbHON

BH/I0B




ITouck
JIOTIOJTHUTEITILHOM
UHOPMAIIH 110
3aJJaHHOM TeMe.

TECTUPOBAHHIO
Pabora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMHU
y4eOHUKaMU,
TECTOBBIMHU
cucTeMamu

KontponsHas
aboTa.
p TectupoBanmue
Brinonnenue (Texymee u
OMAIIIHHX
. Halcmqecmx HUTOTOBOE) OIIK-2.1,
21 TpeboBanus K P aGoT [IpakTnyeckas OIIK-2.2,
COCTaBJICHUIO u CaMOCI”)FOSITeJ'ILHOC pabota OIIK-2.3,
0pOPMIICHHIO  OCHOBHBIX /11 25 M3VCHIE KontponbHas OITK-3.1,
BUIOB  OpPraHU3aI[MOHHBIX Y pabora OIIK-3.2, VK-
) y4eOHOM 1 HAYIHO N 6.2 VK71
JIOKy-MEHTOB O —— VYcrHblit onpoc 2,V g,
o FOTO?;K& K (cobecemoBanmue ) VK-7.2
A Ha MPaKTUYECKUX
TECTHPOBAHHIO W saueTe
Pa6ora ¢
KOMIIBIOTEPHBIMH,
JNEKTPOHHBIMU
y4eOHUKaMHU,
TECTOBBIMHU
CHUCTEeMaMH
ITouck
JIOTIOJIHUTEIbHOMN
UHPOPMAIIH 1O
3aIaHHOU TeMe.
KontponpHas
Bbﬁiaf;;eaﬁne TectupoBanue
TEKyIIee U
JIOMAIIHUX (Texym VK-6.1, VK-
MIPAKTHUECKUX HTOT0BOE) 7.1, YK-7.2
2.2 TpeGoBanus K p [IpakTnueckas ol i
COCTaBJIEHUIO it pabor pabota YK-7.3, OIIK-
MOCTOSITEIIbH 2.1, OIIK-2.2
O(QOPMJICHHIO  OCHOBHBIX 0,5/0,51 0,5/0,51| 25 Ca ;g ?IeH?e o¢ KontponbHas 61%(_2 3 '
BUJIOB PACHOPSIUTEIbHBIX Y pabora D
) yueOHOH U Hay4IHO v N OIIK-3.1,
JTIOKY-MEHTOB STepa- TYpbI CTHBII oTIpoc OINK-3.2
) cobecemoBanue ) .
IT. Ka K ( T1K-3.
OAroToBka Ha MPAKTHIECKUX OIK-3.3
TECTHPOBAHHIO W saueTe
Pabota ¢
KOMIIBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4eOHUKAMH,
TECTOBBIMHU
cUcTeMaMu
[Tounck
JIOTIOJIHUTEITLHOM
HHPOPMAIHH 10
3a/laHHON TeMe.
KonTponpHas
Bbﬁiaf;;;'me TectupoBanue
JIOMAIITHUX (Texymee u VK-6.1, YK-
TIPaKTHIECKUAX HTOroB0C) 7.1, VK-7.2
2.3 TpeboBanus K p [IpakTnyeckas ol i
COCTaBIICHUIO u pagor pabota YK-7.3, OTIK-
CaMoCTOSTENbHOE 2.1, OIIK-2.2,
0pOPMIIEHHIO  OCHOBHBIX 0,5/0,51 0,5/0,5U| 25 HBVHCHIE KonTponbHas OIK-2.3
BUIOB  MH(OPMAIMOHHO- Y pabota DY
o y4eOHOH U HayyHO v . OI1K-3.1,
PaBOYHBIX JIOKYMEHTOB STepa- TYpbI CTHBIH oTpoc OIK-3.2
IMonroroska (cobecenosae ) OIlK-3.3

Ha NPaKTHUYCCKUX
" 3a4€TC




ITouck
JIOTIOJTHUTEITILHOM
UHOPMAIIH 110
3aJJaHHOM TeMe.

KontponsHas
pabora.
TectupoBanue
Brinmonnenne (Texymee u
JIOMAIIHUX Y VK-6.1, VK-
HUTOTOBOE)
2.4 TpeboBanwust K TIPaKTUIECKUX IMpaxTuacexas 7.1, YK-7.2,
COCTaBJICHUIO u pabor p aGora VK-7.3, OIIK-
O0pOPMIICHHIO  OCHOBHBIX CaMocTosTeNbHOE P 2.1, OTIK-2.2,
25 KontponbHast
BUIOB  JIOKYMEHTOB  TIO H3yYCHHE aGora OI1K-2.3,
TPYJIOBBIM  OTHOILUEHUSIM. y4eOHO U HayYyHO pabe OIIK-3.1,
VYeTHBIN onpoc
JIuHbIE TOKYMEHTBI JUTEpa- TYPHI. (cobeceopanue ) OI1K-3.2,
IToaroroska k 5 OIIK-3.3
Ha MPaKTHISCKUX
TECTUPOBAHHIO
U 3a4eTre
Pabota c
KOMITBIOT€PHBIMH,
3JIEKTPOHHBIMU
y4eOHUKaMHU,
TECTOBBIMHU
cucTeMamu
Wroro no pazgeny 2/21 1/11 | 100
HWroro 3a cemectp 4/41 4/4A1 |165,4 3a4u€T
3. 3 Pazpmen.
CoBepIIeHCTBOBAHHE
JOKyMEHTAIIMOHHBIX MPOLIECCOB.
Kommiekcsl J0KyMEHTOB
[Tonck
JIOTIOTHATENBHON
HHPOPMAITHH 10
3a/laHHON TeMe.
KonTponpuas
pabora. TecrtupoBanue
3.1 PernmamenTanus Brimonaenne (Texymiee u
MPOLIECCOB JOMAIIHUX UTOTOBOE) VK-6.1, VK-
JIOKyMEHTOO0Opa30BaHUsI. TIPaKTHIECKUAX [IpakTudaeckas 7.1, YK-7.2,
Yauduxanus u pabor pabora YK-7.3, OIIK-
CTaHapTH3AIHS KakK Camoctositennpaoe | KonTponbHas 2.1, OIIK-2.2,
1 /11 | 42,7
METOBI U3yUYCHHE pabota OI1K-2.3,
COBEPILICHCTBOBAHUS yueOHO# 1 HayuHO| YCTHBIH onpoc OITK-3.1,
JIOKYMEHTHO- aurepa- Typel. | (cobecenoBanue) OI1K-3.2,
KOMMYHHKAI[IOHHON IMoaroToBka K | Ha MPAKTUYECKHX OIIK-3.3
JIeSTEeIBHOCTH TECTHUPOBAHHIO U 3a4eTe
PaboTa ¢ Kypcosas pabora
KOMITBIOTEPHBIMH,
JNIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU

CUCTEMaMH




ITouck
JIOTIOJTHUTEITILHOM
UHOPMAIIH 110
3aJJaHHOM TeMe.

KontponsHas
pabora. TectupoBanue
Brinonnenne (Tekyiee ;/1 OIK-2.1
JIOMAIIHUX HUTOrOBOE '
MPaKTHYECKUX [IpakTuueckas 8%5:5%:
3.2 Tlpoctpie n CloKHEIE CaMocI;?)i(;anHoe KOI?:S:;:H&SI OIK-3.1,
KOMILJICKCHI JIOKYMEHTOB. 0,5 0,5/1,51| 38 OIIK-3.2,
JIOKyMeHTHBIE pecypchl. 113y HCHHC P a6v0Ta OIIK-3.3, VK-
y4eOHO U HayYyHO (Yc6THLH/1 onpoc) 6.1, VK-7.1,
JnTEpa- TypHI. cobecenoBaHNe
ITogroroBka k Ha MPaKTUYECKUX YK-77'23: VK-
TECTUPOBAHHIO U 3a4eTre
Pabora ¢ Kypcosas pabota
KOMITBIOT€PHBIMH,
JNEKTPOHHBIMU
y4eOHUKaMHU,
TECTOBBIMHU
cucTeMamu
[Tonck
JIOTIOTHATENBHON
UHPOPMAIIH 1O
3aJaHHON TeMe.
KontponpHas
pabora. TectupoBanue
Brinonnenne (Tekyiee u OIK-2.1
JIOMAIITHUX HUTOTOBOE) OHK-ZI 2’
3.3 OcobeHHocTi MPaKTHYECKUX [IpakTuyeckas OHK-Z.S’
COCTaBJICHHS JIOKYMEHTOB pabor pabora OHK-3I1,
Ha MAlIMHHBIX HOCHTEISIX. 05 0.5/1.51| 28 CamocrosrensHoe | KoHTponbHas OIIK-3.2,
IOpuanueckas cuia H3y4YeHUe paboTta OTIK-3.3. VK-
JIOKyMEHTOB Ha MalllMHHBIX y4eOHOI 1 HayuyHO| YCTHBIH orpoc 6.1 Y.K-'7 1
HOCHTEJISIX JTUTEepa- TypHL. (cobecenoBanue) Y'K’-7 2 YK’-
IloaroroBka k| Ha MPAKTUYECKHUX 7 3;
TECTUPOBAHHIO U 3a4ere
Pabota ¢ Kypcogas pabora
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4eOHUKAMH,
TECTOBBIMHU
CHCTEMaMH
Wroro no pazneny 2/41 |108,7
Hroro 3a cemectp 2 2/41 |108,7 320,Kp
3a4eT, KypcoBas
HWroro no aucuuninnze 6/41 6/81 |274,1 paboTa, 3a4er ¢

OIICHKOM




5 Obpa3oBaTejibHbIE TEXHOJIOTHH

W3ydyenne DUCHMIUIMHBI HAUMHAETCS C LeJernojaraHusi, 00O3HAuYalolIero OCHOBHbBIE
3HAHMS, YMEHUS U HAaBBIKU, KOTOPBIE JOJKHBI CHOPMUPOBATHCS Y CTYIEHTOB B X0J1¢ OOYUCHHUS.
Hayka «/lokymeHTOBeeHHE» MPENICTaBICHA B CIIEKTPE MPOOJIEMHBIX BOIIPOCOB YNPABICHUS B
pa3IMYHBIX OTPACIAX ACSITEIbHOCTH YEIOBEKa.

TexHonorueld MOHUTOPUHTA PE3yJbTATOB 00pPa30BATEIHHON NEATEIHHOCTH SBIISETCS
3a4yeT, BBICTABISIEMbII Ha OCHOBE IMOATOTOBICHHOTO MOPT(OIMO, MO3BOJISIONIETO YYUTHIBATH
pe3yNbTaThl, JOCTUTHYThIE CTYJIEHTOM B pa3HOOOPa3HBIX BUAAX MAEATEIBHOCTH — Y4eOHO-
I03HABATEJIbHOM, YACTUYHO-TIOMCKOBOM, PENPOAYKTUBHOM:

-OTBETHI Ha TPAKTUYECKHE 3a/IaHUs,

-TECTUPOBAHHUE,

-KOHCIIEKTUPOBAHHUE,

-KypcoBas pabora.

TexHOoI0rnsa MOIEIMPOBAHUS SBIIAETCS BaXKHBIM 3JIEMEHTOM JESATEIbHOCTHOIO MOJIX0/1a B
00yudeHnu O0akaJaBpoB 10 HANPaBJICHUIO «J[OKyMEHTOBEICHUE U apXUBOBECHHUEY.

Jlis oueHku noptdonMo MPUMEHSETCS PEHTHHroBash TEXHOJIOTHS OLEHKH 3HaHHM,
CIOCOOCTBYIOIIAS IEMOHCTPAIMK 00 BEKTUBHOCTH IIPEI0AABATEIbCKOM OLICHKH.

JI71s1 KOHTPOJIS PenpOAYKTUBHOM JAESATEIBHOCTU CTYACHTOB HUCIHOJb3YETCS YCTHBIN OMpOC
Ha TPAaKTUYECKUX 3aHATHAX, TecTUpoBanue. C 1enpl0 O0O0ECledYeHUs MPEeMCTBEHHOCTH
M3y4aeMbIX TEM Ha JIEKIUSAX HUCIHOJB3YIOTCS OJUI-OMpPOCHI, ONpEACIAIONUe CTENeHb
OCO3HAHHOCTH JIEKLIIMOHHOT'O MaTepualla, YCTAHOBIIEHUE CBSI3M MEXAY KIHOUEBBIMU MOHATUSMU
Kypca.

[IpodeccronanbHble yMEHHS IO pab0Te C ICTOYHUKAMU Pa3HBIX THIIOB OTPa0aTHIBAIOTCS
IpU BBIOJIHEHUH JAoMaimHux pabotr . IIpoBepka chOpMHUPOBAHHOCTH HAa3BAHHBIX BBIIIE
po¢eCCHOHATBLHBIX KOMITIETESHIIHIA OCYIIECTBIISICTCSI B MHTEPAKTUBHON (JOpME Ha MPAKTHYECKIX
3aHATHUAX 110 MOJECIUPOBAHUIO TPOEKTOB IOKYMEHTOB.

Hcnonp3yroTcs UCTaHIMOHHBIE 00pa3oBaTelbHBIE TEXHOJIOTH, peallu3yeMble C
npUMEeHeHHeM  MHGOPMAIMOHHBIX W TEIEKOMMYHUKAIIMOHHBIX  TEXHOJIIOTUH  TpHU
OIIOCPEI0BAHHOM B3aMMOICHCTBUN 00YUaIOLIETrocs U MeJaroruueckoro paboTHUKA.

[IpakTudeckue 3aHATHS MPOBOAATCA B (PopMe MPAKTHUECKON MOATOTOBKH B YCIOBHSIX
BBITIOJIHEHHST O0yYaronuMucs BUIOB padOT, CBSI3aHHBIX C Oynaymieil mpodeccuoHaTbHON
NESTENIbHOCThIO U HANpaBICHHBIX HAa (OPMHUpPOBAHUE, 3aKpeIIEeHHE, Pa3BUTHE MPAKTUYECKUX
HAaBBIKOB U KOMIIETEHITUH 110 PO U0 00pa3oBaTeIbHON MTPOTPaMMBI.

ConeprkaHue 4acTH CaMOCTOSATENIbHOM paboThl paccuuTaHbl HAa (OPMUPOBAHUE YMEHUIN
MOJIb30BAThCA ~ MaTepualaMM  MEpPUOJUYECKMX  M3JaHMi, BKJIOYas HHTEPHET-U3/aHUs
npodhecCHOHANBHBIX HAYYHO-TIPAKTUYECKUX KYPHAIIOB.

IIpn wu3yuyeHun TpeOOBaHMII K COCTAaBIEHHUIO U O(OPMIIEHUIO OCHOBHBIX BHJIOB
OpraHU3alMOHHOT O-PaCOPSIUTEIIBHON JIOKYMEHTaIu1 IPUMEHSFOTCS KOMILIEKC
o0pa3oBaTeNbHbIX M HMHPOPMAIMOHHBIX TEXHOJOTUI, HamlpaBlI€HHBIH Ha OBJAJACHUE
3as1BJIECHHBIMU KOMIIETEHIUSMU.

B mpouecce Bcero oOyueHuss UCHONB3YIOTCS HHGOPMAMOHHO-KOMMYHHUKAIIUOHHBIE
oOpa3oBaTelbHbIE TEXHOJIOTHM — OpraHM3alus 00pa30BaTEeNIbHOTO IMpOLecca, OCHOBaHHAs Ha
NPUMEHEHUN CHElMaTU3UPOBAHHBIX MPOrPaMMHBIX Cpel U TEXHUYECKHX CPEICTB pabOThl C
uHpopmanmeit. @opmamu yueOHBIX 3aHATHH SBISIIOTCS: JIEKIUSA-BU3YyAIU3AIMs — HU3JI0KECHUE
COJIep’KaHUsl  COMPOBOXKIAETCS Mpe3eHTalueil (IeMoHcTpaluel y4eOHBIX MaTepualos,
MPEJICTABICHHBIX B Pa3jMYHBIX 3HAKOBBIX CHUCTEMaX, B T.Y. WIUTFOCTPATUBHBIX, TpadUUYECKUX,
BHJICOMATEPHAIIOB).

[Tpu HamucaHUU KypcoOBOUM paOOThHI MPUMEHSIOTCS TEXHOJIOTUH OPTaHU3aAIUH MPOSKTHON
Y Hay4HO-HMCCIIEI0BATENbCKON 1EITETbHOCTH.



6 YueOHO-MeTOAUYEeCKOe 00eclieueHHe CaMOCTOSITEe/IbHOI PadoThl 00y4Yalouuxcst
IIpencrasneno B npuioxenuu 1.

7 OneHOYHBIE CPeACTBA AJIsl HIPOBeIeHH S POMEKYTOYHOM aTTeCTAMI
IIpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAUYecKOe M MHPOPMAIHOHHOE 00ecneyeHue JUCITUIITIMHBI (MO/YJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. JlokyMeHTOBeieHHE | yueOHUK U MPAKTUKYM JUIsl akajgemMudeckoro Oakanaspuara / JI.
A. Jloponuna [u ap.] ; mox pegakuueit JI. A. JloporuHOM. — 2-€ U3 1., mepepad. u gorn. — MockBa
: I3marensctBo HOpaiit, 2019. — 309 c. — (bakanaBp. Akanemudeckuii kypc). — ISBN 978-5-
534-03053-2. — Tekcr : omekrtponnsii //  OBC  Opaiitr [caiit]. — URL:
https://urait.ru/bcode/433067 (nata obparuenus: 24.01.2023).

2. Kazakeuu, T. A. JlokymeHntoBeneHue. J[oKyMEHTAIlMOHHBIA CEpPBUC . YUCOHHK H
NpPaKTHKYM JUis TpukiagHoro 6akanaspuara / T. A. Kazakeuu, A. U. Tkanuu. — 2-e u3 ., ucmp.
u norn. — Mocksa : 3narensctBo IOpaiit, 2019. — 177 ¢. — (bakanasp. [IpuknagHoii kypc). —
ISBN 978-5-534-06273-1. — Tekct : oanekrtponnsiii // DBC IOpait [caiit]. —
URL.:https://www.biblio-online.ru/bcode/437480 (nara oopamenus: 11.01.2023).

3 KoxymkoBa, H. B. Crpykrypa nokymeHnta. CHCTEMBI JIOKyMCHTAIIHU.
YHubunupoBanHass CUCTEMa OpPraHU3alMOHHO-PACIOPATUTENBHON JIOKyMEHTAlMK: O0Iue
TpeOOBaHUs K COCTABICHUIO U opopMiIeHHIO : yueOHoe mocobdue / H. B. Koxymkosa ; MI'TVY. -
Marnuroropck : MI'TVY, 2016. - 1 snekrpon. onrt. auck (CD-ROM). - 3ari. ¢ TUTyI1. 9KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/112
9973/2334.pdf&view=true (mara oOpamenus: 04.01.2023). - Makpoodbekt. - Tekcr
3JIEKTPOHHBIN. - CBeieHHs 1oCTyIHBI Takke Ha CD-ROM.

0) JlonmosiHuTeIbHAS JIUTEPATYpA:

1. baii6oponoBa, JI. B. MeToonorust 1 MeToAbl HAy4YHOTO MCCIEA0BaHUs | y4eOHOe IOo-
cobue s OakanaBpuata u Maructpatypsl / JI. B. baitboponosa, A. I1. UepHsBckas. — 2-€ u3I.,
ucnp. u gon. — Mocksa : MU3narensctBo FOpaiit, 2019. — 221 c. — (bakanaBp u maructp.
Axanemuueckuii kypc). — ISBN 978-5-534-06257-1. — Tekcrt : anexkrponnsiit // DBC IOpaiit
[caiiT]. — URL:https://www.biblio-online.ru/bcode/437120 (nata obpamienus: 11.01.2023).

2. Anoxmua, C. A. KypcoBas paboTa 1Mo JOKYMEHTOBEICHHWIO, apXHBOBEICHUIO,
OpraHu3allil W TEXHOJOTUU JIOKYMEHTAlMOHHOTO 00ecreueHusl yIpaBieHus : ydeOHo-
metoaunueckoe mocobue / C. A. Anoxmua, A. K. Makaposa, 1. B. Camapokosa ; MI'TY. -
Marnuroropck : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3arn. ¢ tuty:n. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/113
0337/2535.pdf&view=true (mara oGpamienus: 04.01.2023). - Makpooobekt. - TekcT
ANIEKTPOHHBIN. - CBefieHus focTynHbl Takke Ha CD-ROM.

3. TMoremkwmna, M. H. OCHOBBI HCCIEIOBATEIBCKOW JEATCIILHOCTH . Yyd4eOHO-
meronuueckoe nmocooue / M. H. TToremkuna ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 snek-
TPOH. OIIT. TICK (CD-ROM). - URL:

https://magtu.informsystema.ru/uploader/fileUpload?name=3739.pdf&show=dcatalogues/1/152
7742/3739.pdf&view=true (mara oOpamenus: 09.01.2023). - Makpooosekt. - Tekcr
3NIEKTPOHHBIN. - CBefieHus focTynHbl Takke Ha CD-ROM.

B) MeTtoanyeckne yKazaHus:



CamocrosTenbHas paboTa CTYJAEHTOB By3a . nmpakTukyM / coctasutenu: T. I'. Hepertuna,
H. P. Ypazaesa, E. M. Pazymosa, T. @. OpexoBa ; MarHUTOropckuil roc. TEXHUYECKUN YH-T UM.
I'. . Hocoga. - Maraurtoropck : MI'TY um. I'. WM. Hocoga, 2019. - 1 CD-ROM. - 3aru. ¢ TUTYyI.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/153
0261/3816.pdf&view=true (mata oOpamenus: 28.09.2023). - MakpooObekT. - Tekcr:
3JIEKTPOHHBIN. - CBeieHust 1ocTyIHbI Takke Ha CD-ROM

Mertoanyeckre yka3aHHsA 10 BHJIAM 3aHATHH, MPETyCMOTPEHHBIX yYEOHBIM IUIAHOM,
npencraniensl B [Ipunoxxenusix 1 u 2 k Hacrosiei paboueit mporpaMme.

MeTtoaudeckne peKOMEH MK 110 HAMCAHUIO U 3aIIUTE KYPCOBBIX pa0OT MPEICTABICHBI
B anektpoHoMm mnocoomn C. A. Amnoxunoi, A.K. MaxkapoBoii KypcoBas pabora mo
JIOKYMEHTOBEJICHUIO, apPXUBOBEACHUIO, OPraHM3allid W TEXHOJIOTMH JIOKYMEHTAIIHOHHOIO

obecnieucHus yrpasieaus (cM. [Tpunoxenue 1).

r) [Iporpammuoe obecneuenue u UHTepHer-pecypcebi:

IIporpaMmmHoe o0ecnieueHue

HaumenoBanue .
10 Ne orosopa Cpoxk neiicTBUS JTULEH3UU
MS Off_lce 2007 Ne 135 o1 17.09.2007 0eccpouHO
Professional
7Zip CBOOOHO 0ecCcpOUHO
FAR Manager |cBo6o1HO 0ECCPOUHO
IIpodeccuonanbHble 6a3b1 JAHHBIX M HHPOPMAIMOHHBIE CIPABOYHBIE CHCTEMBI
HasBanue kypca Ccblika
ApxuB HAYYHBIX JKYPHAJIOB
«HarmoHanbHBIiH snektponHo-|https://archive.neicon.ru/xmlui/

nHGOPMAITMOHHBIA __ KoHmopumym»  (HIIT
Dnextponnbie pecypesl ondarorexku MI'TY [https://magtu.informsystema.ru/Marc.html?local
um. [.1. Hocona e=ru
Poccuiickas I'ocynapcTBennas
ouonmoreka. Karamoru
Nupopmanronnas cuctema - Enunoe okHo
JIOCTYIIa K HH(GOPMAIIMOHHBIM pecypcam
ITouckoBass cucrema Axagemus Google
(Google Scholar)
HammonansHast nH(OPMALIMOHHO-
aHayuTHYeckas cucrema — Poccuiickmit|URL: https://elibrary.ru/project_risc.asp
nHIeKkc HayyHoro rtuposanusg (PUHIL)
DneKTpoHHas Oa3a MEePUOINYECKUX
u3nanuii East View Information Services,
9 MartepHaJIbHO-TEXHHYECKOE o0ecneyeHne JUCIUTILIHHBI (MOLYJIs1)

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

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

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

https://dlib.eastview.com/

MaTepI/IaJ'IBHO-TeXHI/I'-IeCKOG o0OecrieueHume JUCIHUIIIIMHBI BKJIIIOYACT:



Y4eOHble ay TUTOPUH [T TPOBEACHUS AUCTAHIIMOHHBIX 3aHATUH JIEKIIMOHHOTO TUTIA :

CTOJI KOMITBIOTEPHBIH, CTOJ MUCBMEHHBIH, CTyl OQHCHBIA, TOKyMeHT-kamepa Epson,
ucrounnk Oecrniepeborinoro mnmrtanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
pa3pelieHus, KOMIbIOTEp MepcoHaNbHbIH (THIT 6), mpoekTop ViewSonicPJD7526W, cninkepdon
nacronbHbiii  Calisto-620 Plantronics, BeG-kamepa LogiteachC920, cucrema axyctuueckas
HACTOJIbHAS, CTEepeorapHuTypa (MUKPO(OH C IIYMOIMOAaBICHHEM), dKpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

VY4ueOHblE ayIUTOPUHM Ui TPOBEACHUS TNPAKTHUECKUX 3aHATUH, TPYNIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIbTAIHMMA, TEKYIIETO KOHTPOJIS U IPOMEXKYTOUHOMN aTTECTAIINU:

CTOJI KOMITBIOTEPHBIH, CTOJ MUCBMEHHBIH, CTyl O(HCHBIA, TOKyMeHT-kamepa Epson,
ucrounnk Oecrnepeborinoro mnuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelIeHus, KOMITBIOTED MEePCOHAIbHBIN (TuH 6), mpoektop ViewSonicPJD7526W, cnivkepdon
nacronbHbiii  Calisto-620 Plantronics, BeG-kamepa LogiteachC920, cucrema axyctuueckas
HACTOJIbHAS, CTepeorapHutypa (MUKPO(OH C IMIYMOINOAABICHHEM), SKpaH HAcTeHHBIHDIQIS
Optimal-C MW DSOC-11032*2

[TomerneHus U1 CaMOCTOATENBHOM pabOTHl 00yUYaIOIINUXCS: TIEPCOHATBHBIE KOMITBIOTEPHI
¢ makerom MS Office, Bbixo0M B IHTEpHET 1 C JOCTYNOM B 3JIEKTPOHHYIO HH()OPMAIMOHHO-
00pa30BaTeNIbHYI0 Cpely YHUBEPCUTETA.

[Tomemenue st XpaHeHUss U MOPOPUIAKTHUECKOTO OOCITYKUBaHUS Y4eOHOTO
000pyIOBaHUS: CTEIIAXKH I XPaHEHUS yueOHO-HATJISAHBIX TOCOOU U y4€OHO-METOIUYECKON
JIOKYMEHTaI1H.

Y4eOHbIC ayAUTOPHH JUTS BBIIOJHEHUS KYPCOBOTO TMPOCKTUPOBAHUS MOMEIICHUS IS
CaMOCTOATEIILHOM PabOThl 00YYAKOIIUXCS: IIEPCOHANbHBIE KoMIbIoTephl ¢ maketom MS Office,
BBIX0/IOM B IHTEpHET U ¢ JOCTYIOM B 3JIEKTPOHHYIO HH(OPMAITMOHHO-00Pa30BaTEeILHYIO CPEIY
YHHBEPCHTETA.



IIpuiaoxkenue 1

YuyeOHO-MeTOAuUYEeCKOe oO0ecmedyeHrue CaMOCTOATENbHONH  PadOThI
o0yuaromuxcs

O1eHOYHBIE CPECTBA TEKYIEro KOHTPOJIS MO pa3aeiam
PA3JIEJ 1

IpakTHyeckoe 3axanue 1
1. Hcnonssys Obmepoccuiickuii kiraccudukarop yrpasieHueckoi qokymentanuu OK 011-
93 (pexxum poctyna http://www.consultant.ru/)aaiite ToakoBaHHE HE MEHEE TPEM KOJaM
dbopm KoHKpeTHBIX AokyMeHTOB YCOPJ[ u mectu kogam Ipyrux YHH(PHUIIMPOBAHHBIX
CUCTEM YIPABJIEHYECKON JOKYMEHTAUH (110 BBIOOPY CTYJIEHTA).

3anaHue BBINOJIHANTE M0 00pa3ny:

Konx 02112312 o6o3Hayaer:

02 - d¢opma npuHAIICKUT K YHUPUIUPOBAHHON CHCTEME OPraHW3alMOHHO-
pactopsiANTEeILHOW JOKYMEHTAIUY;

11 — ¢opma OTHOCHUTCS K TMOJAKIACCY JOKYMEHTAIlMH IO CO3JIaHUI0 OpraHH3allvy,
TPEITPHUSITHS,

231 — perucTpaloHHbII HOMEP (hopMbI BHYTpH HOJKIacca — GopMbl Y cTaBa;

2 — KOHTPOJILHOE YHUCIIO.

VYcraB sBisieTcs 00s3aTeIbHBIM JOKYMEHTOM JJISL Pa3IMYHBIX OPTaHU3aI[MOHHO-TIPABOBBIX
dopm, u ero cocraBiieHue U 0HopMIICHHE perJaMeHTUPYETCs 3aKOHOJaTeIbcTBOM. OTCyTCTBHE B
OKY /] unaexca u nepuoJU4HOCTH 0003HAYAET, YTO OPraHU3allUs COCTABISIET M OPOPMIISIET YCTaB
CaMOCTOSITENIbHO, 0€3 ONOPHI Ha obmIepoccuiickue yHudumpoBanubie Gopmel. [lpu cocraBnennn
u opopmileHnH ycTaBa HEOOXOAMMO onupaThes Ha 3akoHoaTensctBo u [OCT P 7.0.97-2016

Tect k pazneny 1

Bomnpoc 1

TekcT Bompoca

CornacHo CTaHAAPTU3UPOBAHHOMY OTMPEENIEHUI0, BU] MUCbMEHHOTO IOKYMEHTa — 3TO:

Bri6epuTe ouH OTBET:

a. ounManbHBINA JOKYMEHT, CO3JJaHHBIN B TUCHMEHHOM BUJIE

b. HauMeHOBaHHME JOKyMEHTa, O(OPMIIEHHOTO IO YCTAHOBJCHHBIM IpaBUIAM
MAaIIMHOMUCHBIM CIIOCOOOM

C. Pa3HOBHJIHOCTH JOKYMEHTAa, HCIOJHEHHOro Trpadu4ecKMMH 3HakKaMH — OYyKBamH,
uudpamu, ueporaudamu

d. mpuHaANEKHOCTh MTUCHMEHHOTO JOKYMEHTa K CHCTEME JOKYMEHTAIMH 1O MpU3HAKaM
COJIepKaHus U 1IEJIEBOT0 Ha3HAYCHHS

Bompoc 2

TekcT Bompoca

[TpuHAIEKHOCTh JOKYMEHTa K CHCTEME JOKYMEHTAIlMU IO MpHU3HAKaM COJEp>KaHUs U
IIEJIEBOTO HA3HAYEHUS — ITO:

Bribepute ouH OTBET:

a. BUJ IOKyMEHTa

b. popmymsp nokymeHTa
c. OJaHK TOKyMeHTa

d. neno

Bomnpoc 3

Tekct Bompoca

CornacHo cTaHIapPTU3UPOBAHHOMY OTIPEICICHUI0, CHCTEMA JOKYMEHTAIIUU — 3TO:

Bribepure oquH OTBET:

a. COBOKYMHOCTHh JOKYMEHTOB, OOpa3yIOIUXCS B JEATEILHOCTH HOPUANYECKOTO WU
buznyecKoro numa

b. cucreMa HOPMaTUBHBIX aKTOB, PETVIAMEHTUPYIOLIUX TOKYMEHTUPOBAHUE JESTEILHOCTH
U JIOKYMEHTOOOOPOT MPEANPUATHI PA3IUIHBIX OPraHU3alMOHHO-TIPABOBEIX (hopm
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C. KOMIUIEKCHl JOKYMEHTOB, OTPaXarolIUe IPOU3BOJCTBEHHBIC, YIPABICHUYECKHE,
(rHAHCOBBIE MPOLIECCHI MPEATIPUATAN, OpraHU3alUN, YIPEKICHUN
d. COBOKYHmHOCTH [IOKyMEHTOB, B3aUMOCBSI3aHHBIX IO TPU3HAKAM MPOUCXOKIACHUS,
Ha3HAYeHUs, BUA, CEphl NeITEILHOCTH, €AUHBIX TpeOOBaHUN K MX 0()OPMIICHHUIO
Bonpoc 4
Tekct Bompoca
Kakyto cucremy nokymentanmun HEJIB3S1 ortHectn k (QyHKIMOHANBHOW cHUCTEME
JIOKYMEHTaLlUU:
Bri6epute oauH OTBET:
a. cucTeMa JIOKyMEHTAlUH 3/1paBOOXPaHEHUs
b. cuctema OTYETHO-CTATUCTUYECKON JOKYMEHTAIUU
C. CUCTEMa IIEPBUYHON YYETHON JOKYMEHTALUU
d. cuctema naaHOBOM JOKyMEHTAIIMH
Bomnpoc 5
TekcT Bompoca
CornacHo cTaHIapTU3UPOBAHHOMY OIIPEIEICHHUIO, TOKYMEHTAIBHBINA (POHI — 3TO:
Bribepute ofuH OTBET:
a. COBOKYIIHOCTb JOKYMEHTOB, B3aUMOCBSI3aHHBIX IIO TMpPU3HAKAM IPOUCXOXKIACHUS,
Ha3HA4YeHUs, BUJIA, CPephl IeATEIbHOCTH, €AUHBIX TPEOOBAHUN K UX 0(HOPMIICHUIO
b. COBOKYNHOCTH JOKYMEHTOB, OOpPa3yIOUIMXCS B ACATEIBHOCTH IOPHIUYECKOTO WIIH
dbuznyeckoro nuna
C. KOMIUIEKCHl JOKYMEHTOB, OOCIYXHBAIOIIHWE MPOM3BOJCTBCHHBIC, YIPaBICHYECKHUE,
(dbuHaHCOBBIE MPOIIECCH MPEANPUITUN, OPTaHU3ALNNA, YUPEKICHHUH
d. opunmanbHbIe JOKYMEHTBI IPEANPUATHIA, OPraHU3AMN, YIPEKICHUH
Bomnpoc 6
TekcT Bompoca
Ha xakue rpynmbl genarcs oQUIMAlbHBIE TOKYMEHTHI MO cdepe OesTeNbHOCTH (110
(YHKIMOHAJIbHOMY IPU3HAKY):
Bri6epute o OTBET:
a. QyHKIMOHAIBHBIE/OTPACIIEBBIC
b. opunmanbHbIe/HEODHIINATbHbIE
C. YIIPaBJIEHYECKUE/TEXHUYECKUE
d. yHuunupoBaHHble/HeyHU(DUITUPOBAHHbIE
Bomnpoc 7
Tekct Bompoca
Kako#l JOKyMEHT OTHOCUTCS K CUCTEME YNPABICHUYECKOW TOKYMEHTALIUHN:
Bribepure o= OTBET:
a. IITATHOE paclricaHue
b. mosicHUTENbHAs 3aMMCKa
C. CTaHJapT
d. macropt u3znenus
Bompoc 8
Tekct Bompoca
Kako#l JOKyMEHT MOXET OTHOCUTBCS K CUCTEME TEXHUYECKON JOKYMEHTAIUU:
Bribepute ouH OTBET:
a. IOKJIa/iHas 3arucKa
b. 0OBsiCHUTENbHAS 3aIHCKa
C. MIOSICHUTEJIbHAS 3alKcKa
d. cmyxeOHas 3amucka
Bomnpoc 9
Tekct Bompoca
CornacHO  CTaHIApTU3UPOBAHHOMY  OINpEAENCHHIO, YHU(UUUPOBAHHAs  CUCTEMa
JOKYMEHTAIUU — 9TO:
Bri6epute oauH OTBET:
a. cucreMa JOKYMEHTAIlMH, CO3J]aHHas 110 €AWHBIM TpaBWiIaM U TpeOOBaHUSM,
comepxamias uHGOPMAIMIO, HEOOXOAMMYIO [Jisi YyHOpaBJICHHWs B OMNpeaeieHHon cdepe



JeSITeIbHOCTH

b. cucrema nokymeHTanuu, UMEIONIAst €IUHBIH HOPMYJIISp

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

d. COBOKYHmHOCTH [IOKyMEHTOB, B3aUMOCBSI3aHHBIX IO TPU3HAKAM MPOUCXONKIACHUS,
HA3HAYCHWUS, BUJIA, CPEphI EATEIBHOCTH, SUHBIX TPEOOBAHUN K UX 0(hOPMIICHHUIO

Bomnpoc 10

Tekct Bompoca

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

Bri6epute oauH OTBET:

a. nH(pOpMaIHs, 3aIIMCAHHAS HA PA3JIMYHBIX HOCUTEISX MO YCTAaHOBJICHHBIM ITPaBUIIaM

b. COBOKYNTHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PEUIa€MbIMHU B JTAHHOM
cdepe HEATENBHOCTH 33Ja4aMH U PACIOIOKEHHBIX B ONPEACICHHOM IOPSIKE HAa HOCUTEINe
uHpopmanuu

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

d. Habop peKBU3HUTOB O(DUIIMAILHOTO INHCBMEHHOTO JOKYMEHTA, PACIOJIOXEHHBIX B
OTpeieIeHHOM MOCIeI0BATeIbHOCTH

Bormpoc 11

TexkcT Bompoca

YHupUKays JOKyMEHTOB — 3TO:
Bri6epute o OTBET:

a. oTpeieTieHne opsiika opopMiIeHUs JOKYMEHTOB

b. pazpaboTka «1abioHa» JOKYMEHTa

C. CBEICHHE K MUHUMYMY Pa3HO00pa3us BUIOB U (HOPM JIOKyMEHTOB

d. mpumeHeHue TabIuIl U aHKET

Bormpoc 12

TexkcT Bompoca

CornacHo cTaHAApTU3UPOBAHHOMY OIIPENEICHHI0, OPraHU3alMOHHO-PaCIOPSAUTEIbHBIN
JOKYMEHT — 3TO:

Bri6epuTe ouH OTBET:

a. JIOKyMEHT, CO3JIaHHbII IOPUIUYECKUM WIH (PU3HUECKUM JHLOM, OGOPMIICHHBIH U
YIOCTOBEPEHHBI B YCTAaHOBJICHHOM IIOPSIKE W HCIIOJIB3YEMBIH B TEKYIIEH NesTeTbHOCTH
OpraHu3aIuu

b. BUJ MICBMEHHOTO JJOKYMEHTa, B KOTOPOM (PUKCHPYIOT PEIICHHE aMHUHUCTPATHBHBIX H
OpraHU3alMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB YNpPaBIECHUS, B3aUMOICHCTBUS, 0OecIieueHus U
pETyIMpPOBaHUS IEATEILHOCTH OPTaHOB BIIACTH, YUPEKACHUH, TPEANPHUITAN, OpraHU3aAIMiA, UX
HOJpa3/IeIeHUil U JOIKHOCTHBIX JIMIL

C. TICPBUYHBIA, MUHUMAJIBHBIA JJIE€MEHT CHCTEMBI OPraHH3aI[MOHHO-PACTIOPSIUTEILHON
JIOKYMEHTaLuU

d. BHJI MUCHMEHHOTO JTOKYMEHTA, OTPaKAIOUIMH JIOKYMEHTHPOBAHWE OPTraHU3aIMOHHO-
pacropsAaUTENbHON NeSTeTbHOCTH OPraHOB, OpPraHU3alui U JOKHOCTHBIX JIHIL

Bompoc 13

Tekct Bompoca

Kakne mnoacucremsr HE Bxomar B cucreMy OpraHM3allMOHHO-PacHoOpsAIATEIbHON
JIOKYMEHTALIUH:

Bribepute ofuH OTBET:

a. pacropsauTeNbHas JOKYMEHTAIUs

b. nHpOpMaLIMOHHO-CITpaBOYHAs TOKYMEHTALIHS

C. IUTAHOBAs JOKYMEHTALUs

d. opraHu3anOHHO-TIPaBOBAsT JOKYMEHTAITUS

Bompoc 14

TekcT Bompoca

K opranuzanuoHHo-pacnopsauTenbHoil nokymeHtauuu HE  oTHocsTcs cnenpyromue
JIOKYMEHTBI:



BriGepute oquH OTBET:
a. cyera-QaxkTypbl
b. IpOTOKOIBI
C. aKThBI
d. mucema
Bompoc 15
TekcT Bompoca
Kakoe MakcumanpHOE KOJMYECTBO 3HAKOB OTPAXEHO B KOJOBOM OOO3HAYCHHHU
yHuuImpoBaHHoi Ghopmbl JoKkymeHTa corstacio OKY I:
Br16epute ouH OTBET:
a. IATh
b. Bocemb
C. IBEHaaTh
d. neBsiTh
Bomnpoc 16
TekcT Bompoca
B kakom kojgoBoM oOo3HaueHuu yHUUIHMpoBaHHON ¢opmbl gokymeHnta 05080819,
cornacHo OKVY/I, BepHO oTpaskeHbI IU(PPOBBIE MPU3HAKU KJIACCH(PHUKAIINN:
Bribepure ouH OTBET:
a. 19 — KOHTPOJIBHOE YUCII0, KOTOPOE BBOAMTCS BO M30€KaHUE OMIMOOK NMPU CYUTHIBAHUN
U MCII0JIb3YETCs IPU IPOBEPKE 3aIMCH KO/Ia
b. 80 — moakmnacc hopmbl, T.e. OOIIHOCTD COJCPIKAHUS MHOXKECTBa ()OPM JTOKYMEHTOB M
HaIlpaBJIEHHOCTh UX MCIIOJIb30BaHUS
. 050 — xmacc hopmbl, T.e. MPUHAUICKHOCTh YHUPHUIUPOBAHHONW (HOPMBI TOKYMEHTa K
COOTBETCTBYIOLIEH YHU(PUIMPOBAHHON CHUCTEME JJOKYMEHTAILIUH
d. 081 — peructpauMOHHBIH HOMEp YHUQPHUIMPOBAHHOW (OPMBI IOKYMEHTa BHYTPH
nojkiacca
Bompoc 17
TexkcT Bompoca
Ha xakue THIIBI TOpa3IeNstoTCsl JOKYMEHTBI IO TIPOMCXOXKICHUIO:
Bribepure o= OTBET:
a. o0meocTynHble/ KOH(MUIEHIIUATbHBIE/ CEKPETHBIC
b. nuuHbIe/ OpuUIaATBEHBIE
C. BXOJSILINE/UCXOAIINE/BHY TPEHHHE
d. unuBUAYyanbHble/TpadapeTHbIe/ TUIOBbIE
Bompoc 18
Tekct Bompoca
[To kakoMy mpH3HAKY JOKYMEHTBHI MOJAPA3ACISIOTCS Ha PYKONHWCHBIE, Trpadudeckue
(OHOOKYMEHTHI, (OTOOKYMEHTBI, KHHOJOKYMEHTbI, BHJICOJOKYMEHTHl U JOKYMEHTHI,
CO3JIaHHBIE C TOMOIIBI0 KOMITBIOTEPHON TEXHHUKH:
Bribepure o= OTBET:
a. IO MECTY COCTaBIICHUS
b. M0 MecTy B cUCTEME yNpaBJICHUS
C. TIO YPOBHIO 3aIIUTHI
d. mo cnoco0y JOKyMEHTHUPOBAHHUS
Bormpoc 19
Tekct Bompoca
Ha kxaxue TUTIBI IOAPa3IeITIOTCS TOKYMEHTHI TI0 MECTY COCTaBJICHUS:
Bribepute ouH OTBET:
a. BXOJIAIINE /UCXOIAIINE/ BHYTPEHHUE
b. nnuHbIe/0ULIHATBEHBIE
C. UHJIMBUyalIbHbIE/TpadapeTHbIE/ TUTIOBbIE
d. IO/UTMHHUKN/KOTTUW/ 1y OITMKATHI
Bompoc 20
TekcT Bompoca
Ha xaxue Tunsl NoApa3aenstoTcs: JOKYMEHTHI 110 CIIOCO0Y U3JI0KEHUS:



BriGepute oquH OTBET:
a. TUCbhbMa/TeNerpaMmbl/ TeneOHOTpaMMBbl/ TeJeKChl/ (hakcorpaMMbl/ 3JIEKTPOHHBIC
cooOuieHus
b. MOTMHHUKY/ KOTIUK/ 1y OIUKATHI
C. oOmenoctynHbie/ KOH(GUICHIIUATBHBIE/ CEKPETHBIC
d. uanuBUAyanbHeie/ TpadapeTHbie/ TUITOBBIE
Bomnpoc 21
Tekct Bompoca
Ha xaxue Tunsl noapa3aenstorcs: JOKyMEHTBI 110 CTENEHH MOAIMHHOCTH!
Br16epute ouH OTBET:
a. TUchMa/TenerpaMmbl/ TenedoHOTpaMMbl/ TeleKChl/ (akcorpamMMbl/ 3JIEKTPOHHBIC
co001IeHus
b. nogmuHHBIE/ TO10KHBIE ((PaTbCHPUITUPOBAHHBIC)
C. MOJJIMHHUKH (OPUTHHAJIBI)/ KOTIHH/ Ty OIUKATHI
d. uaIUBHAyaIbHBIC/TpadapeTHBIE/ TUTTOBBIE
Bormpoc 22
TexkcT Bompoca
[To kakoMy MpHU3HAKy JOKYMEHTHI IOAPA3EISIOTCS Ha MOTHHHUKA (OPUTUHABI)/ KOITUH/
Iy OJTMKATBI:
Bri6epure ouH OTBET:
a. mo opme npeacTaBiIeHUsA
b. o cdepe aesrenbHOCTH
C. 10 crocoOy nepenavu
d. o cTeneHu MOATMHHOCTH
Bomnpoc 23
TekcT Bompoca
[To kakoMy pU3HAKY TOKYMEHTBI MOAPA3ICIIAIOTCS Ha YIIPaBIeHYeCKUEe U TEXHUYECKUE:
Bri6epure ouH OTBET:
a. crocoOy nepenauu
b. o crocoOy U3M0KEeHUs
c. mo popme npeacTaBIeHUsA
d. mo cdepe nesrenbHOCTH
Bonpoc 24
TekcT Bompoca
Ha xaxue Tunbl HoApa3aenstoTcs JOKYMEHTHI 110 CIIoco0y Mepeiadn:
Bri6epuTe ouH OTBET:
a. TMHUCbMa/TeNerpaMmbl/ TeaeQOHOrpaMMBbl/ TeseKChl/ (hakcorpaMMbl/ 3JIEKTPOHHBIE
coo01eHus
b. uHAMBHYyaNbHBIE/TpadapeTHbIe/ TUTIOBbIE
C. MOJJINHHUKHY (OpUTHHAJBI)/ KOMUH/ TyOIUKaThI
d. nouynHHBIE/ TOII0KHBIE ((pambcuduIpOBaHHBIE)
Bompoc 25
Tekct Bompoca
K kakoMy Tumy KiacCH(pUKAIMKA ITOKYMEHTOB JOJDKEH OTHOCHUTBCS JTOKYMEHT, CPOK
XPaHEHUS KOTOPOIO COCTABIISET 75 JIET:
Bribepute o OTBET:
a. co cpokom xpaHeHus ot 10 go 75 net
b. 10ATOBPEMEHHOTO XpPaHECHHS
C. BPEMEHHOT'0 XpaHEeHHUs
d. mocTosIHHOTO XpaHeHus

PA3JIEJ 2

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



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



TekcT Bompoca

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

Bribepute ouH OTBET:

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

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

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

d. 'OCT P 6.30-2003

Bomnpoc 7

TekcT Bompoca

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

a. 30

b. 31

c. 29

d. 26

Bompoc 8

TexkcT Bompoca

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

a. MUHUMaJIbHasl 4acThb

b. aTpubyT comepxaHus

C. CTPYKTYPHBIN 3JIEMEHT

d. Tpebyemoe, HeoOXx0aUMOE

Bompoc 9

Tekct Bompoca

KakoMy TepMHHY COOTBETCTBYET CIEIYIOIIEEe CTaHAAPTU3UPOBAHHOE OIpesesieHUue
(3akperuienHoe B 'OCT P 51141-98): «... — 3T0 o00s3aTenbHBIA 3JI€MEHT O(OpMIIEHUS
0pHUIIUATEHOTO JOKYMEHTA:

Bribepure o= OTBET:

a. peKBU3UT TOKyMEHTA

b. 6y1aHK JOKyMeHTa

c. pabouee 1oJsie JOKYMEHTa

d. 3aronoBoyHast yacTh JOKyMEHTa

Bormpoc 10

Tekct Bompoca

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

Bribepute o OTBET:

a. TUNIOBOH (popMyItsap

b. OaHK TOKyMEHTa

c. hopmysip-oOpasen

d. popmysip moxkymeHTa

Bompoc 11

TekcT Bompoca

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

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



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

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

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

Bomnpoc 12

Tekct Bompoca

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

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

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

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

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

Bormpoc 13

TexkcT Bompoca

Kakoe BbICKa3bIBaHUE SIBIISIETCS HEBEPHBIM:
Bri6epute ofuH OTBET:

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

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

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

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

Bonpoc 14

TekcT Bompoca

Kakoe BbICKa3bIBaHUE SIBIISIETCS HEBEPHBIM:
Bri6epuTe ouH OTBET:

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

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

c. @opMyIsip TOKyMEHTa MPOJUKTOBAH HE TOJBKO HEOOXOAMMOCTBIO CTPYKTYypHUpPOBATH
uHpOpMaLIMIO, CHeNaTh €€ JPrOHOMUYHOM, HO M HEOOXOAMMOCTBIO MPHUIATh JIOKYMEHTY
IOPUAMYECKYIO CHITY, CIIeaTh 3aleyaTIeHHy0 B HeM HH(opMaluio opunnaibHON

d. Kax/ipIif peKBU3UT KaK MEePBUYHBIN CTPYKTYPHBINA JIEMEHT JOKYMEHTA B TOW WJIM WHOU
CTEMEeHH OTPaXKaeT IOPUINUECKH 3HAUUMYI0 HHPOPMAIIIIO

Bompoc 15

TekcT Bompoca

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

a. pa3HOBUJHOCTH YIIPaBJIEHUYECKOTO TOKyMEHTA

b. ycTaHOBII€HME MOAJIMHHOTO UIMEHU aBTOpa

C. BBISIBIIEHUE aTPUOYTUBHBIX CBOMCTB JOKYMEHTa

d. mpu3HaHUe TOKyMEHTa He1eWCTBUTEIbHBIM

Bompoc 16
TekcT Bompoca



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

a. rasera

b. mpenpuHT

. coOpaHue COYMHEHU

d. cepus

Bomnpoc 17

Tekct Bompoca

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

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

b. o1HO coOOIICHNE, TOMEIICHHOE Ha OJHOM MaTepHaJIbHOM HOCHUTEE

C. IOKyMEHT,CO/Iep>Kallluii OJTHO MTPOU3BEACHUE

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

Bormpoc 18

TexkcT Bompoca

Kakoe kongoBoe o6o3HaueHue Ha nokymente HE unentudunupyer aBropa:
Bri6epute o OTBET:

a. O'PH

b. OKIIO

c. MTHH/KIIIT

d. OKY I

Bormpoc 19

TexkcT Bompoca

Kakoli u3 nmepeunciIeHHBIX PEKBU3UTOB HE OTHOCHTCS K PEKBH3UTAM YIOCTOBEPEHUSI:
Brib6epute o OTBET:

a. rpud yTBEpKICHUS

b. oTTHCK TIeuaTn

c. rpud coriacoBaHus

d. moamuck

Bormpoc 20

Tekct Bompoca

Kakoe BbICKa3bIBaHUE SIBISICTCS HEBEPHBIM:
Bri6epute ofiH OTBET:

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

b. DOnektponHass uudpoBas MOANUCH TMpeJHA3HAYECHA JUIS 3aIIUTHl SJIEKTPOHHOTO
JIOKYMEHTa OT TTOJIJICIIKN U UICHTH(UKAIIUY BJIAJISNIbIIa cepTU(UKATA KITFOYa TIOIITUCH

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

d. DnextponHas nudposast MOAMUCH 00IATAET CBOWCTBAMU JABYX PEKBU3UTOB: «IIOJITHCHY
U «T1eYaTh»

Bompoc 21

TekcT Bompoca

KakoMy TIOHATHIO COOTBETCTBYET CIEAYIONIAs XapaKTePUCTHKA: <«OATOT (QOopMyIsip
XapaKTePU3yeTCsl ONPEEIICHHBIM KOJUYECTBOM PEKBU3WUTOB, PACIOJIOXKEHHBIX B CTPOTOU
MOCIIEAOBATEIHHOCTH, U XapaKTepeH AJii KOHKPETHOTO BHa JOKYMEHTOB, HapUMeEp, MPHKa3a,
aKTay:

Bri6epute oguH OTBET:

a. hopmymsip-oOpasen

b. hopmymsp

C. TUTIOBOU (popMYyJIsIp



d. vHIUBUAYATBHBIN (HOPMYIISp
Bompoc 22
TekcT Bompoca
KakoMy NOHSATHIO COOTBETCTBYET CJEIYIOIIAs XapaKTEPHCTUKA: «3TO COBOKYIHOCTb
PacMoIOKEHHBIX B ONPEACIEHHOM MOCIEeI0BAaTeIbHOCTH PEKBU3UTOB, MPUCYLIUX BCEM BHJIaM
JTAHHOW CUCTEMBI JOKYMEHTOBY:!
Bribepute oauH OTBET:
a. MHAMBHYaJIbHBIN (popMyIisip
b. TunoBoit Gpopmyisip
c. popmymsip-obpazen
d. popmyisip
Bormpoc 23
TekcT Bompoca
Kakoii pexBuzut 661 u3bsT u3 FOCT P 7.0.97-2016:
Bri6epute oauH OTBET:
a. rpu¢ orpaHUYEHUS JI0CTyTa
b. MHH/KIIIT
C. KOJI OpraHu3aiuu
d. OI'PH
Bormpoc 24
TexkcT Bompoca
Kakoil peKBH3UT HE OTHOCUTCSA K PEKBU3MTAM 3arojJOBOYHOM YaCTH OPraHU3alMOHHO-
pacmopsiANTETLHOTO IOKYMEHTA!
Bri6epure ouH OTBET:
a. PE30ITIOIHS
b. HaMMEeHOBaHME BU/Ia JOKYMEHTA
C. HAUMEHOBAHUE OpPraHu3aluu
d. mecto n3nanusa
Bomnpoc 25
TekcT Bompoca
Kakune pekBU3HUTBI COCTABISIOT COJIEPKATEIbHYIO YaCTh IOKYMEHTA:
Bri6epuTe ouH OTBET:
a. 3aroJIOBOK K TEKCTY, TEKCT
b. TeKcT, OTMETKA 0 HATMYUH MTPUIIOKEHUS
C. 3aroJIOBOK K TEKCTY, TEKCT, OTMETKA O HAJIMYUU TPUIIOKEHUS
d. 3aroy0BOK K TEKCTY, OTMETKA O HATMYUH MTPUIIOKEHHUS
Bonpoc 26
TekcT Bompoca
PaboTa Hax conepKaTeabHOM YacThiO TOKYMEHTa — 3TO. ..
Bri6epuTe ouH OTBET:
a. COCTaBJICHUE IOKyMEHTa
b. 3aBepeHne JOKYMEHTa
C. YAOCTOBEPEHHUE TOKYMEHTA
d. odbopmiienne 1oKyMeHTa
Bompoc 27
TekcT Bompoca
Kakoe mone ¢dopmynspa-o6pasia oOpraHU3alMOHHO-PACHIOPSIIUTENBHOIO JIOKYMEHTa
npeJcTaBiIsieT co0o ciryke0Hoe Toie:
Bribepute ouH OTBET:
a. BEPXHUH M HIKHUH KOJOHTHUTYJIBI TOKYMEHTa
b. B JeBOM BepxHeM yriy (opMmaTa HpU YIIOBOM PACIHOJIOKEHUU PEKBU3UTOB HIIU B
BEpXHEH €ro 4acTH Mo UEHTPY NP NPOA0IHHOM BapHaHTE PACIIOIOKEHUS PEKBU3UTOB OJIaHKa
C. 4acTh Iionaay Gopmata, npeaHa3HadeHHas Ul NOJeH JOKyMEHTa, /Ul 3aKperyieHus
JIOKYMEHTa B TEXHUYECKUX CPEJICTBAX XPAHEHUS, JJI1 HAHECEHMsI CTIeUaIbHBIX U300paKeHU
d. miomane yHUUIMPOBAaHHOW (OPMBI JOKYMEHTa WM OJlaHKa, MpeAHa3HAYeHHAs IS
3aMOJIHEHUS PEKBU3UTAMU



Bomnpoc 28
Tekct Bompoca
Kakoe mone dQopmymnspa-obpasa oOpraHu3alMOHHO-PACHOPSAUTEILHOTO JOKYMEHTA
npeJcTaBisieT codoi pabouee moe:
Bri6epute oauH OTBET:
a. B JICBOM BEpXHEM yTIiy Qopmara MpH YIJIOBOM pPACIOJIOKEHHUH PEKBH3UTOB WIIH B
BEpXHEH €ro 4acTu Mo UEHTPY NpHU IPOA0IHLHOM BapHaHTE PACIIONIOKEHHSI PEKBU3UTOB OJIaHKa
b. BepXHUI1 ¥ HIDKHUIA KOJIOHTUTYJIBI JOKYMEHTA
C. yacThb Iwiouiaau dopmata, mpelHa3HauYeHHas ISl [oJIel TOKyMEHTa, JJIsl 3aKperuieHus
JOKYMEHTa B TEXHHUECKUX CPEACTBAX XPAaHCHUS, JJIsi HAHECCHHS CIeIIMAIbHbBIX NU300paKeHUN
d. mmomans ynuduuupoBaHHoi (Gopmbl JOKYMEHTa WM OJiaHKa, NMpeAHa3HauYeHHAas Ui
3ar0JIHEHHSI PEKBU3UTAMHU
Bomnpoc 29
Tekct Bompoca
Kakas xapakTepucTuka COOTBETCTBYET MOHITHIO «[IE€PEMEHHBIE PEKBU3UTHI:
Br16epute ouH OTBET:
a. DT0 MHAMBUAYAIbHbIE JJIs1 KQKI0TO KOHKPETHOTO TIOKYMEHTA PEeKBU3UTHI; OHU BHOCATCS
B JIOKyMEHT B IIPOLIECCE €r0 MOATOTOBKU M O(OPMIICHHS
b. DT peKBU3UTHI 00Pa3yIOT OhUIIHAIBHBIN OJaHK JOKYMEHTAa, HACHTU(DUIIUPYIOT aBTOpa
JOKYMEHTa
c. DTO pPEeKBU3UTHLOOIIME AN BCEX JOKYMEHTOB OJHOTO BHJA; MX MOXHO 3apaHee
pa3MeCTUTh Ha CTAHJAPTHOM JIUCTE OyMaru THHOTPad)CKUM CIIOCOOOM, C TOMOIIBIO KOMITBIOTEPA
WM CIIEUATBHOTO [ITaMIIa
d. Oto pexsuzutsl 01-10, Brimrouas pexBusut 14, omucanusie B [OCT P 7.0.97-2016
Bomnpoc 30
TekcT Bompoca
B niportiecce nBmkeHUsI BHYTPEHHUX JOKYMEHTOBO(POPMIISIOTCS:
Bri6epure ouH OTBET:
a. CChbUIKA Ha PETUCTPAIIMOHHBINA WHJEKC U 1aTy TOKYMEHTa, 3ar0JIOBOK K TEKCTY, OTMETKa
0 HaJWYUHM TIPWIOKEHHH, OTMETKa O 3aBEpEeHHH KOIMH, OTMETKa 00 HCIOIHUTEINE,
UACHTU(PUKATOP STEKTPOHHOM KOMUU JOKYMEHTa
b. rpud cormacoBaHus TOKyMEHTa, BU3bI COTJIACOBAaHUS IOKYMEHTa, MOJIHCH, Tpud
YTBEPKACHHUSI, OTTHCK MeYaTH, JaTa TOKyMEHTa, PETUCTPAIlMOHHBIA HOMEp TOKyMEHTa
C. OTMETKa O TOCTYIJICHUHU TOKYMEHTa B OPTaHU3aINIO, PE3OITIOIHS, OTMETKA O KOHTPOJIE,
OTMETKa 00 MCIOJHEHNH TIOKYMEHTA U HalpaBJIEHUH €0 B JIEJI0
d. 3aroJI0BOK K TEKCTY; OTMETKA O HAJIMUWU TPUIIOKEHUS; BU3BI COTJIACOBAHUS; OTMETKA O
3aBEpEHUU KOMMU; OTMETKA 00 MCTIOIHUTEINE; UACHTHU(PHUKATOP HJIEKTPOHHOM KOMUHU IOKYMEHTa
Bompoc 31
Tekct Bompoca
Ha xakue BHIBI mojapa3femsitoTcst OJaHKH JTOKYMEHTOB IO PACHOJIOXKEHHIO PEKBHU3HUTOB
corsiacHo I'OCT P 7.0.97-2016:
Bri6epuTe ouH OTBET:
a. o0muii 6naHk, OJ1laHK MUChMa, OJJaHK KOHKPETHOTO BUA TOKyMEHTa
b. yrioBsie U MpoA0IbHbBIE
c. OmaHK opraHu3anuu, OJaHK CTPYKTYPHOTO MOJpAa3JeIeHUs] OpraHu3aluu, OJIaHK
JIOJDKHOCTHOTO JIMIIA
d. neHTprpoBaHHBIE U (pIIaroBble
Bomnpoc 32
Tekct Bompoca
Kaxkoit kimaccuukaMOHHBIN MPU3HAK TOJOKEH B OCHOBY JeJeHHUs OJaHKOB Ha OJaHK
OpraHu3aium, 6JJaHK CTPYKTYpPHOTO MOJpa3/IeeHUs] OpraHu3alnuu, OJaHK JOHKHOCTHOTO JIMIIA:
Bri6epute ouH OTBeET:
a. 1o aBTOpy
b. Mo BuAy AOKyMEHTa
C. IO PACIIOJIOKEHUIO PEKBU3UTOB
d. mo coco0y odopmieHUsT PEKBU3UTOB



Bomnpoc 33

Tekct Bompoca

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

Bri6epute oauH OTBET:

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

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

C. YIJIOBBIE U MPOJOJIbHbBIE

d. nenTpupoBaHHbIe U (pIaroBeie

Bomnpoc 34

Tekct Bompoca

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

Bri6epute oauH OTBET:

a. l'ocynapctBennsrii repo PD (I'epb cyonekTa PO mmm smMOiema opraHu3aiiyiu, TOBApHBIA
3HaK (3HaK oOciyxuBaHus)), koa opranuzanuu (mo OKIIO), OI'PH, MHH/KIIII, cnpaBounbie
JMaHHble 00 OpraHW3alfy; HAaMMEHOBAHWE OpPraHW3allMd, MECTO COCTABJICHUS WM HW3JaHHA
JOKYMEHTa, OTpaHWYHUTENbHbIE OTMETKH JUIsl JaThl AOKYMEHTA, PEruCTPallMOHHOTO HOMEpa
JOKYMEHTa, CCBUIKM Ha PETHCTPAllMOHHBIA HOMEpP W JaTy JOKYMEHTa, aJpecara, Pe30JIIOIHH,
3arojioBKa K TEKCTY, OTMETKH O KOHTPOJIIE, TEKCTa

b. l'ocynapcreennsiii repd PO (I'ep6 cyobekra PO nmm sMOiieMa opraHu3aiiii, TOBapHbIHA
3HaK (3HaK OOCTyXMBaHHS)), HAUMEHOBAHHUE OpPraHU3aIllMU, MECTO COCTABJICHMS WU U3JaHUS
JIOKYMEHTa, OTPAaHUYHUTEIbHBIC OTMETKH JUIS JaThl JTOKYMEHTA W PETUCTPAIMOHHOTO HOMEpa
JIOKyMEHTa

C. HaWMEHOBAaHWE OpraHU3allMd, MECTO COCTABJICHUS WJIM U3JaHUA JOKYMEHTa,
CIPaBOYHBIC JTaHHBIE 00 OpraHU3allid, OrPAaHUYUTEIbHBIE OTMETKH [UJIsl 3arojioBKa M TEKCTa
JIOKyMEHTa

d. F'ocynapcrBennsiii repd PO (I'epb cyObekta PO nnu smOiieMa opranusanuu, TOBapHbIN
3HaK (3HaK OOCIYXWBaHUs)), HAUMEHOBAaHWE OpPraHU3allMM, HAUMEHOBAHME BUJIA JIOKYMEHTA,
MECTO COCTaBIICHUS WJIM U3aHUS IOKYMEHTa, OTPAHUYUTENbHbIE OTMETKH AJIs JaThl JOKYMEHTA,
PETHCTPAIIIOHHOTO HOMEpa JIOKYMEHTA, CChUIKH Ha JIaTy U PETUCTPAIMOHHBIN HOMED JOKYMEHTA,
3aroJioBKa K TeKCTY, OTMETKH O KOHTPOJIE

Bompoc 35

Tekct Bompoca

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

a. TF0OBIX BUIOB JJOKYMEHTOB, KpOME TIpHKa3a

b. mMOOBIX BUOB JOKYMEHTOB

C. TOJIBKO JUTS TUChMa

d. 7100BIX BHIOB JOKYMEHTOB, KpOME MHUCHhMa

Bompoc 36

Tekct Bompoca

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

a. YIJIOBOW M MPOJIOIbHBIN

b. opunmanbHbI 1 HeOPUIUATHHBIHN

C. MAIIMHOIIMCHBINA U PYKOITHCHBIN

d. HeHTpUpOBaHHBIN U (IIarOBBIN

Bomnpoc 37

Jns  obecrieueHusT ONTUMAIbHOM PpPabOOTOCIIOCOOHOCTH M COXpPAHEHUS  3I0POBBS
npodeccuoHanbHBIX ToNb30Bateneil [I9BM u BT Ha mpoTskenun pabodero AHS TOJDKHBI
YCTaHABIMBATHCS PETIIAMEHTUPOBAHHBIE TIEPEPHIBLL. UeM perynupyercs: uX Bpemsi?

a) MPOAOIDKUTEIFHOCTHIO paboyero JTHs;

0) BUJIOM TPYIOBOM NEATEILHOCTH;

B) KaTerOpueH TPyA0BOH JACATEIHHOCTH;



') BCE OTBETHI BEPHHI.

Bomnpoc 38

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

a) yepe3 2 yaca oT Hayasia pabouell CMeHbl U uepe3 2 yaca rmociie 00eeHHOrO MepephiBa
MPOJIOJKUTEIIBHOCTRIO 15 MUHYT KaXIbIi;

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

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

') HET BEPHBIX OTBETOB.

[IpakTrueckoe 3ananue 3 (2 cem)

1. OTBeTbTE HA BONPOCHI:

1) KakuMu HOpPMaTHBHBIMH TIPaBOBBIMH aKTaMU pETrJIAMEHTHPYETCS HCIIOIb30BaHUE
n300paxenuii repoa YensOunckoit oomactu u repba Pecny6nmku bamkoprocran?

2) Hcnonwpzys otBer Ha Bompoc Nel, mpouUTHpPYyHTE CTaThM COOTBETCTBYHOILUX
HOPMATHUBHBIX TPAaBOBBIX aKTOB, B KOTOPBIX OTPaKCHA pErjaMeHTalusi H300paxxeHus repda
Yensbunckoit obmactu u repda Pecniybnuku bamkoproctan Ha 61aHKax JOKYMEHTOB.

2.

2.1. Ucnionb3yst uHpopmanuio o0 ocHOBHBIX pekBu3uTax OPJ] B mepedncieHHBIX HIDKE
JOKYMEHTaxX, 3alojHUTE TaOnuily. 3amoyiHsAs Tabiaully, cTapalTech OTpa)kaTb CXOXKHE IO
(GYHKIHU ¥ COEPKAHUIO PEKBU3HUTHI HA OJHOW CTPOKE JUIst oOjerdeHus cpaBHeHus. Hazanus
PEKBH3HUTOB, OTPAYKCHHBIE TOJBKO B JAHHOM aHAIM3UPYEMOM JIOKYMEHTE, O(OPMIISIHTE K KOHILY
TaOJIULIbI.

No HanmenoBanue HaMeHoBamme HauMeHoBaHue peKBU3UTA B
n " pexBuzuta B 'OCT P 6.30.-1961031/131/ITa 5 TCIIOY [IpaBuiax Mo AETOMPOU3BOCTBY
2003 1 MeTo1. pekoMeHaIusax
1.
2.
3.

2.2. . Onupasich Ha JIaHHBIC, TTOJyUYECHHBIC B TAOJHUIIE, CIICTATe COOTBETCTBYIOIINE BHIBOIBI
Y KOMMEHTApHUU: COBIIA/IAET JIM COCTaB U Ha3BaHUs PEKBU3UTOB B MPEICTABICHHBIX JOKYMEHTAX;
KaKHe PEKBU3UTHI MOBTOPSIIOTCS U B KAKMX JOKYMEHTAX; KaKUE€ PEKBU3UTHI HAXOJAT OTPaKEHUE
TOJBKO B OJTHOM M3 JJOKYMEHTOB, KAKHE€ TOJBKO B JIBYX.

2.3. Kakumu ¥3 TpoaHAIM3HPOBAHHBIX JIOKYMEHTOB JIOJDKEH PYKOBOJCTBOBATHCS
COBPEMEHHBIN JIEJIOMPOU3BOIUTEIh TMPU OQPOPMIICHUH OPraHU3aAMUOHHO-PACTIOPSIUTEITHHOM
nokymenTtanuu? [louemy?

M CTOYHHNKH AJIS aHAJIHN3A:

1. TOCT P 67.0.97-2016 «YHupuupoBaHHas cucTema OpraHU3aIMOHHO-
pacropsauTeNbHON ToKkyMeHTauuu. TpeboBaHus K 0hOPMIIEHHUIO JOKYMEHTOBY.

2. TocynapcTBeHHas cucTemMa TOKYMEHTAIIMOHHOTO oOecriedeHust yrpapieHus. OCHOBHBIC
nojoxenus. OOmue TpeOoBaHMS K JOKYMEHTaM M CIyX0aM JOKyMEHTallHOHHOTO
obecmieuerns ot 25 mast 1988 1. (1991r.) Ne 33.

3. IlpaBuna nenompou3BOACTBa B (elepalbHBIX OpraHax MCIOJHUTEIBLHOM BJIACTH,
yTBepxkaeHHbIe [locTanoBnenuem IlpaButensctBa PO ot 15 urons 2009 r. Ne477.

4. MeToauuecKkue PEeKOMEHIALUU 1O pa3paboTKe WHCTPYKIMHA MO JeNONPOU3BOACTBY B
deneparbHBIX OpraHax MCIOJHUTEIBLHON BlIacTH, yTBepxAeHbI [Iprka3zom PocapxuBa ot



23 nexadps 2009 r. Ne 76.
Jlnst 3aroHeHus TaOJIMIbl UCHIOIB3yHTe 0a3bl JAHHBIX, HH(POPMAITMOHHO-CIIPABOYHBIEC U
ITIONUCKOBBIC CUCTCMBI.
I'apanT
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Tect K pasneay 2 (2 kype) /
Bormpoc 1
TekcT Bompoca
Kakoli HOpMaTUBHBIN IPAaBOBOM aKT perjaMeHTHpPYEeT u300paxeHue ['ocyaapcTBEHHOTrO
repba P® Ha GmaHkax JOKYMEHTOB:
Br16epute ouH OTBET:
a. ®enepanbHblii KOHCTUTYIITMOHHBIN 3aKOH
b. Koncruryuus PO
c. [locranosnenue IIpaBurensctea PO
d. Yka3 IIpesunenrta PO
Bomnpoc 2
TekcT Bompoca
Ha xakom Onanke MoxeT ObITh pa3MerieHo u3zoOpaxenue [ocymapcTBeHHOro repoba
Poccuiickoit denepaiuy B 0JHOLIIBETHOM BapuaHTe 0€3 repajibInYeCcKoro muTa:
Bri6epute o OTBET:
a. ['enepansHOl npokypaTypsl Poccuiickoit @enepanuu
b. opranos, opranu3zanuii u yupexaenuit npu [Ipesuaente Poccuiickoii @enepanmu
C. eiepasibHBIX OPraHOB UCIOJHUTEIBHOMN BIIaCTU
d. Anmunauctpanuu [Ipesunenra Poccuiickoit deneparuun
Bompoc 3
TexkcT Bompoca
Ha xakux 6nankax nomeniaercs repd MockBbl B MHOTOI[BETHOM BapHaHTE:
Bribepure o= OTBET:
a. KoHTponbHO-cueTHOM nanatsl MOCKBBI
b. IpaBOBBIX aKTOB WHBIX OPraHOB HMCIOJHUTENHHOW BJAcTU ropoaa MOCKBBI U HX
JTOJIKHOCTHBIX JINIT
¢. MoCKOBCKO# ropojickoit n30upaTeabHON KOMUCCUU
d. pemenuit YcraBHoro cysia ropoga MocKBbI
Bomnpoc 4
TekcT Bompoca
Kakoii HOpMaTHBHBIN aKT yCTaHABIMBAET TPEOOBAHUS K Pa3MEIIEHUIO SMOJIEMbI, TOBAPHOTO
3HaKa (3HaKa oOCIIy)KMBaHMsI) Ha OJJaHKaxX OpraHu3aluu:
Bribepure o= OTBET:
a. yupeauTeNnbHble JOKYMEHThI OpraHu3aluu
b. penepanpHbIif 3aK0H
c. nocranosiyienue [Ipasurenscrea PO
d. rocynapcTBeHHBIN CTaHAAPT
Bomnpoc 5
Tekct Bompoca
Ombnemy u ToBapHblil 3Hak HE Bocnipou3BoasT Ha O1aHKe, eclii Ha HEM MTOMellleH (-a):
Bribepute ouH OTBET:
a. OTTHUCK TepOOBOI MeuaTu
b. moamuch
c. l'ocynapctBennsiii rep6 Poccuiickoit @eaepanmn
d. pesonrorus
Bomnpoc 6
TekcT Bompoca
[Iponomkure BbICKa3biBaHue: «HanmMeHOBaHHME OpraHu3aluy, SBISIONICHCS aBTOPOM


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

JIOKYMEHTA, IOJKHO COOTBETCTBOBAaTh HAMMEHOBAHUIO, 3AKPEIUICHHOMY ...»!
Bribepure ouH OTBET:
a. B TOCYZJapCTBEHHOM CTaHJapTe
b. B 3aKoHE
c¢. B OKIIO
d. B yupeauTenbHbIX JOKyMEHTaX OpraHu3aIiH
Bomnpoc 7
Tekct Bompoca
HanmvenoBanus opranu3zanuii 1 cyobektoB Poccuiickoit denepamnui, UMEIOIIMX HapsIy ©
rocy1apcTBeHHbIM si3bIkOM Poccuiickoii ®enepanun (pycckUM) TOCYAapCTBEHHBIH SI3bIK
cyobekToB Poccuiickoit denepanuu rneyaTaror:
Br16epute ouH OTBET:
a. BCE BApUAHTBI BEPHBI
b. Ha roCcy1apcTBEHHOM si3bIke PD
C. Ha s13bIKe cyOBeKTa PO
d. Ha OBYX s3bIKax (Ha rocyaapcTBeHHOM si3bike PD u Ha s3pIKe cyObekTa PD)
Bomnpoc 8
Tekct Bompoca
Ha Gnankax Kakux JOKyMEHTOB 0(OpMIISIIOT CIIPaBOYHbIE JaHHBIE 00 OpraHU3aluu:
Bri6epure ouH OTBET:
a. yCTaBOB
b. cyKeOHBIX MHCceM
C. IPUKA30B
d. pacnopspxeHuit
Bomnpoc 9
TekcT Bompoca
Kakue »snementsl pekBusuta «CrpaBoyHblE JaHHbIE 00 OpraHu3aluW» SBISIFOTCA
00s3aTeNbHBIMU:
Bribepure ouH OTBET:
a. 0aHKOBCKME PEKBU3UTHI, IOUYTOBBIN aapec
b. mouTOBBI aapec, HoMep TesnedoHa
c. akc, HOMep INEKTPOHHOM MOUTHI, 0AHKOBCKUE PEKBU3UTHI
d. moutoBeIii aapec, HoMmep TenedoHa, HOMep (hakca, Tenekca, cueToB B OaHKe, ajpec
ANEKTPOHHOMW MOYTHI
Bonpoc 10
TekcT Bompoca
VYkakuTe NpaBUIbHYIO N10CJIE0BATEILHOCTD AIEMEHTOB IIOYTOBOTO aJipeca:
Bri6epuTe ouH OTBET:
a. yJuIa, 10M, HOMEp KBapTUpbI, Ha3BaHUE PECHyOJMKH, Kpas, 00JacTH, aBTOHOMHOTO
OKpYTa HacCeJIECHHBIN ITYHKT, palilOH, CTPaHa, IOYTOBBIN UHACKC
b. HOMEp KBapTUpbI, J0OM, YJMIA, HAaceNEHHBIH IMYHKT, Ha3BaHUE pailoHa, Ha3BaHUE
pecnyOnuKu, Kpas, 00JacTi, aBTOHOMHOT'O OKpYTa, CTpaHa, MOYTOBBIM HHIEKC
C. TOYTOBBIM HWHJEKC, HOMEp KBapTHUpbl, Ha3BaHUE pECIyOJUKH, Kpas, obiacTu,
ABTOHOMHOT'O OKpYyra HacCeJICHHbIN ITyHKT, PailOH, CTpaHa, MOYTOBBIA NHIEKC
d. ynuua, 1oM, HOMep KBapTUPbI, HACETICHHBIN ITYHKT, paifOH, Ha3BaHUE pecIyOIMKH, Kpas,
o0jacTu, aBTOHOMHOT'O OKpYTa, CTpaHa, MOYTOBBIA HHACKC
Bompoc 11
TekcT Bompoca
Koz opranuzanuu npocTaBisioT 110:
Bribepute ouH OTBET:
a. OKBO/I
b. OKY I
c. OKATO
d. OKIIO
Bompoc 12
TekcT Bompoca



[Tpu uzrotoBnennn kakux 61ankoB oopmisiercss pexkBu3uT « MTHH/KIIIT»?
Bribepure ouH OTBET:
a. yrJIoBoro OJaHka MUchbMa OpraHU3aluu
b. mpoaonbpHOro GiIaHKa MUCbMa OpraHU3aIH
C. MPOJIOJIBHOTO OJIaHKa MUChMA JIOJKHOCTHOTO JIMIIA
d. Bce BapuaHThI BEPHBI
Bomnpoc 13
Tekct Bompoca
VYkaxuTe npaBUIbHBIA BapUaHT OPOPMIICHHUS CIIPAaBOYHON MH(GOpMaLUK 00 OpraHU3aIUH:
Br16epute ouH OTBET:
a.
OO0111eCcTBO € OrpaHUYEHHOU
OTBETCTBEHHOCTHIO
"UCTOK"

yi. Jlonapesa, 1. 2, r. Marautoropck, Yemnsiounckas 0611., 455097
Ten. (3519) 27-13-33; daxkc (3519) 27-11-90;
e-mail: avto@avto.ru

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

No
Ha Ne OoT

b.
OO0111ecTBO ¢ OrpaHNUYEHHOM
OTBETCTBEHHOCTHIO
"MCTOK"

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

WHH/KIIIT 0112220000/011777000;
OI'PH 1127776500001

Ne
Ha Ne oT
C.
OO011ecTBO ¢ OTpaHUYEHHON

OTBETCTBEHHOCTBIO
"MCTOK"

455097, r Marauroropck, Yensounckas o6., yi. Jlonmapesa, 1. 2
Tem. 27-13-33; daxc 27-11-90;
e-mail: avto@avto.ru

OI'PH 1127776500001;
WHH/KTIIT 0112220000/011777000

Ne
Ha Ne oT
d.
O011ecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTBIO




"MCTOK"

1. 2, yn. Jlomapesa, . Marautoropck, 455097
e-mail: avto@avto.ru

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

Ne
Ha Ne oT
Bonpoc 14
Tekct Bompoca
Koz ¢opmbl JokyMeHTa NpOCTaBIAIOT I10. ..
Br16epute ouH OTBET:
a. OKY I
b. T[CHOY
C. YUpEAUTENbHBIM JOKYMEHTAM OpraHU3aIiH
d. TOCT P 6.30-2003
Bomnpoc 15
TekcT Bompoca
Kakoii HaGop uudp B kogoBoM obOo3zHaueHuu ¢Gopmbl gokymenta 0720302 oboznauaet
KJ1acc pOpMbI JJOKYMEHTA!
Bri6epute o OTBET:
a. 07
b. 302
c. 20
d. 203
Bormpoc 16
TexkcT Bompoca
[To nabopy mudp B KomoBoMm obOo3HaueHun Qopmbel goxkymenta 0212000 moxxHO
YCTaHOBHTb:
Bri6epuTe ouH OTBET:
a. KJIacc U MoJKIacc GOpMbI TOKyMEHTa
b. KImacc, MoAKIACC, PETUCTPAIIIOHHBIN HOMEp (OPMBI TOKyMEHTa
C. TOJIBKO KJ1acc (pOpMbI JOKYMEHTa
d. Tonbko noaKIacc GopMBbI JOKYMEHTA
Bonpoc 17
TekcT Bompoca
Ha kaxux ¢opmax npocrasisieTcst KoJl GOpMbl TOKyMEHTA:
Bri6epuTe ouH OTBET:
a. Ha HeyHHU(PUIHUPOBaHHBIX (hopmax
b. Ha Bcex OnaHkax
C. Ha BCEX JIOKYMEHTax
d. Ha yHuuurpoBaHHBIX hopmax
Bompoc 18
TekcT Bompoca
KakuM JOKyMEHTOM JOJKHO OBITh ONpEJeNieHO HauMEHOBAaHWE BHJA JOKYMEHTa Ha
JOKyMEHTe, H31anHOM opraHusameid, cormacao ['OCT P 6.30-2003:
Bribepute ouH OTBET:
a. MHCTPYKIMEH TI0 AETOMPOU3BOICTBY
b. HOMEHKJIATypoil e
C. ycTaBoM (IOJIO’KEHHEM 00 OpraHHU3aIliH)
d. monoxxenuem o ciyxkoe JJOY
Bormpoc 19
TekcT Bompoca
KakoMy [OKyMEHTY MAOJKHBI COOTBETCTBOBAaTh HAMMEHOBAaHUS BHUJOB JOKYMEHTOB,




KOTOpPbIE OpraHu3alus BEIOUpPAET Ul TOKYMEHTHPOBAHHUS OPraHU3alMOHHO-PACIOPSAUTEIBHOM
nestenpHocTH, coriaacHo 'OCT P 6.30-2003:
BriGepute oquH OTBET:
a. ObmepoccuiickoMy kiaccupukaTopy ynpasieHueckon qokyMmentanuu (kmacc 0200000)
b. IlepeuHi0O THUMNOBBIX YIPABICHUYECKHMX AapXMBHBIX JIOKYMEHTOB, OOpa3ylOIIUXCS B
IIPOLIECCE JIEATENBHOCTU T'OCYIAapPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABIICHUS WU
OpraHu3aluil, ¢ yKka3aHueM CPOKOB XPaHEHUS
c. 'ocynapcTBeHHOM cucTeMe JOKYMEHTAIMOHHOTO 00eCIeYeHUs yIPaBICHUS
d. IlpaBunam aenonpou3BoacTBa B (peiepanbHbIX OpraHax UCIIOIHUTENIbHON BIACTH
Bormpoc 20
TekcT Bompoca
Ha kakux noxymenrax HE yka3siBaeTcst HauMeHOBaHUE B JOKYMEHTA:
Bribepure oquH oTBET:
a. IOJDKHOCTHOM MHCTPYKLUHU
b. ciy’xkeOHOTO MHChMa
C. CIy>KeOHOM 3aMUCKH
d. cripaBku
Bormpoc 21
TexkcT Bompoca
Kem nmpocraBnsercs pgara  JOKyMEHTa Ha  OOJBIIMHCTBE  OpraHU3allMOHHO-
pacropsAAUTENbHbBIX JOKYMEHTOB:
Bri6epure ouH OTBET:
a. BCE BapUaHThI BEpHBI
b. cimyx00if JOKYMEHTAllMOHHOTO OOECHeueHHs] YIpPAaBICHUS WM CEKpeTapeM Ipu
perucTpanuu J0KyMeHTa
C. COCTaBUTEJIEM IIPU MTOATOTOBKE JJOKYMEHTA
d. ZOJKHOCTHBIM JIMIIOM, ITOANUCHIBAIOLIUM JOKYMEHT
Bompoc 22
TexkcT Bompoca
Ha xakux gokyMeHTax JaTy JOKyMeHTa 0(hOpMIISIET CEKpeTaph:
Bribepure o= OTBET:
a. Ha IpHKa3ax
b. Ha J1eIOBBIX MUCHMAxX
C. Ha CIpaBKax
d. Ha Bcex JOKyMEHTax
Bormpoc 23
Tekct Bompoca
Kakwne crioco6s1 opopmienns gatel cooTBeTcTBYIOT TpedoBanusm 'OCT P 6.30-2003:
.09.03.13;
. 09 mapra 2013 r.;
. 09 mapra 2013 roaa;
.09.03.2013 5
. 2013-03-09;
. 2013.03.09;
.09.03.2013.
Bribepute o OTBET:
a. BCe BapUaHThI, KpoMe 3
b. Bce BapuaHThl, KpoMe 5
c.1,4,7
d.2,6,7
Bompoc 24
TekcT Bompoca
ITpy mOAroTOBKE NOKYMEHTAa K MOAMNMCAHMIO B PEKBU3UTE «JlaTa NOKyMeHTa» 3apaHee
MeYaTaroT:
Bribepure ouH OTBET:
a. YKcIo, Mecsll, ToJL

~N O Ok W



b. yncio
C. MecsL
d. roxg
Bompoc 25
TekcT Bompoca
Kaxoe Bricka3biBanue ssisercss HEBEPHBIM:
Bribepure oquH oTBET:
a. Jlata u perucTpaiioHHBI HOMEP JOKyMEHTa 0(OPMIIIOTCS HE Ha BCeX OJaHKax
b. PexBusuthl «Jlara qokymMeHTa» U «PerucTpanioHHbI HOMEp AOKYMEHTa» SIBISIOTCA
JAHHBIMU O PETUCTpalUd JTOKYMEHTa U II0TOMY SBISIOTCS J0KA3aTEIbCTBOM CYIIECTBOBAHUS
JOKYMEHTa U BKJIIOUEHHEM €r0 B JOKYMEHTaJIbHbIN (POHA OpraHu3anuu
c. PexBusurel «J/lata noxkymeHTa» u «PerucrpanuoHHBII HOMEpP JTOKYMEHTa»
0(OPMIIIOTCSI HA OJJHOM YPOBHE 110 OTHOLIEHUIO APYT K JIPyry
d. O6a pexBm3ura — «Jlata noxkymeHTa» U «PerucTpanoHHBIH HOMEp JOKYMEHTa» —
BBINOJIHAIOT IOPUANYECKYI0 (DYHKLUIO, @ TakXKe BBIIOJHSIIOT HMOUCKOBYIO (YHKLHIO, TaK Kak
MO3BOJISIIOT OPraHU3aluy BECTH HH(POPMAITMOHHO-CIIPAaBOYHYIO paboTy
Bomnpoc 26
Tekct Bompoca
Kakoii a71eMeHT perucTpaioHHOr0 HoOMepa JOKYMEHTA SIBJIAETCS 00s13aTeIbHbIM:
Bri6epure ouH OTBET:
a. nH(popMaIMs 0 KOPPECTIOH/IEHTE
b. MOpsAAKOBEII HOMEP
C. MHJIEKC JIeJ1a TI0 HOMEHKIIAType Aell
d. nadopmanus 06 UCTIOTHUTEISIX
Bonpoc 27
TekcT Bompoca
Yro ob6o3HayaeT ynciao 45 B perucTpallMOHHOM HOMepe, uMmeromieM obo3HaueHue Ne 45/1-

Bribepure ouH OTBET:

a. KOJl moJipa3iesieHus

b. HOMep Jies1 IO HOMEHKJIaType /e

C. IOPSIIKOBBIN HOMEP I10 JKypHAIy PErUCTpaluu

d. ko1 KOppecnoHeHTa

Bompoc 28

Tekct Bompoca

Vkaxute BEPHOE Bricka3biBanue:
Bribepure ouH OTBET:

a. Ha 6nanke nucbMa mpocTaBisieTcsl OrpaHUYMTEIbHAs OTMETKa 1)1 pekBu3uTa «Cehlika
Ha pPErUCTpPAllMOHHBII HOMEp M JaTy JOKyMEHTa» CIEIYIoUMM o0pa3oM: « oT

»

b. PexBusut «Cchblika Ha J1aTy U PETUCTPALIMOHHBIN HOMEp JOKYMEHTa» 3aloJIHSIEeTCs B
IPEUMYIIECTBEHHO B NMHUCbMax-oTBeTax. CBeleHUsl B PEKBU3UT MEPEHOCATCSA C MOCTYMHBILErO
JIOKyMEHTa

c. Ceenenus B pexBuszute «CchlUIKa Ha PETMCTPALMOHHBIA HOMEpP M JaTy JOKyMEHTa»
NPHUCBAaUBAIOTCS OpraHU3alMeii-aBTOPOM OTBETHOT'O MTUChMa

d. Ykazanue naHHBIX O MOCTYNUBLIEM NMUCbME Ha OJaHKE MHChbMa B BHUJE OTIEIBHOIO
CCBUIKM Ha pPETUCTPAllMOHHBII HOMEp W JaTy JOKYMEHTa He HCKJII0YaeT HEeoO0XOAWMOCTH
CCBIJIAThCSl HA HUX B TEKCTE OTBET HOT'O NMHChMa: B Hayaje TeKCTa MMChMa BCEera CIeayeT MUcaTh
«Ha Bam Ne ... ot ...»

Bormpoc 29

Tekct Bompoca

Kakas xapakrepuctuka HE COOTBETCTBVYET pexBusutry «MecTto cocTaBIeHUS WU
U3JJaHUS JOKYMEHTa»:

Bri6epute oauH OTBET:

a. JlaHHbBIN pekBU3UT 0GOpPMIIAIOT Ha OOIMX ONaHKax M OJaHKaX KOHKPETHBIX BHUIOB
JIOKYMEHTOB, €CJIH €r0 ONpeeNICHHE 3aTPyAHEHO 0 PeKBU3UTY «HanmeHoBaHMEe OpraHu3aimy




b. Ilpu yka3aHuM HacelIeHHBIX MECT B JIaHHOM PEKBU3UTE HEOOXOIUMO HCIIOIb30BATh
oOIIeTTpUHATHIE COKpaleHus, orpaxxeHHsie B OKATO
c. JlaHHBII pekBU3UT HE O(QOPMIISIOT HAa OOJIBIIMHCTBE UCXOMSIIECH TOKYMEHTAlUU, TaK
MECTO U3JIaHUS JOJKHO OBITh OTPAXKEHO B PEKBU3HUTE «CIPABOYHBIC TAHHBIC 00 OpraHU3aI[uny
d. JlaHHBII PEKBU3UT MOMOTraeT HACHTHUPHUIMPOBATH aBTOpA JOKYMEHTa, IO3TOMY €ro
opOpMIISIFOT Ha BcexX OIaHKax
Bomnpoc 30
Tekct Bompoca
VYkaxuTe HeBEpHOE HAITUCaHKE PeKBU3UTA «MeCcTO COCTaBICHUS WU U3IaHUSI TOKYMEHTa»:
Br16epute ouH OTBET:
a. Mocksa
b. MarauToropck
c. Cankr-IletepOypr
d. cr-nia benokamennas
Bomnpoc 31
TekcT Bompoca
B kakom majnexe yKasbIBaloT JOHKHOCTH JIMIA B PEKBU3UTE «ApecaTy:
Bri6epure ouH OTBET:
a. B pOJIUTEIHLHOM
b. B garenbHOM
C. B IMEHUTEIHHOM
d. B mpeiioxkHOM
Bomnpoc 32
TekcT Bompoca
B kakom mangexe yKa3blBalOT HAaWMEHOBAaHHE OPraHuU3allUd W €€ CTPYKTYPHOTO
NOJIpa3/IeJICHUsl B PEKBU3UTE «AJlpecary:
Bribepute ouH OTBET:
a. B IIPEJIOKHOM
b. B IMEHUTEIHHOM
C. B pOJIUTEIHLHOM
d. B narensHOM
Bompoc 33
Tekct Bompoca
Vxkaxute HEBEPHOE Bricka3biBanue:
Bri6epute ouH OTBET:
a. [Ipu ampecoBanum noKymMeHTa (hU3MUECKOMY JIMIy CHauyaia yKas3bIBAalOT (GaMUWIHMIO U
WHUIMAIIBI TOTyYaTens, 3aTeM IMOYTOBBIH ajapec
b. [Ipu agpecoBaHnM JOKYMEHTa B OpraHU3allMIO CHaYala yKa3bIBalOT €€ OYTOBBIN ajipec,
3aTeM ee HaMEHOBaHUe
c. Ecau okyMeHT OTHpaBisioT B HECKOJIBKO OJHOPOJHBIX OPraHU3alUN WIN B HECKOJIBKO
CTPYKTYPHBIX MOJApa3JeieHui OJHOM OpraHu3allid, TO UX CIeAyeT yKa3blBaThb OOOOIIEHHO,
Hanpumep: Pykoogutensam ¢pununanoB OO0 «ZloMocTpoii»
d. B cocraB pekBuszuTa «Anpecar» IMOYTOBBIM agpec HE SBISETCS 00s3aTeNbHBIM
AJIEMEHTOM, OH 0(hOPMJISIETCS 0 YCMOTPEHUIO OpraHU3aluu-aBTopa JOKyMEeHTa
Bomnpoc 34
TekcT Bompoca
Ha xakux nokymentax HE odopmisiercs pekBu3ut «Anpecar»:
Bribepute ofuH OTBET:
a. MICbMO
b. ciy:xeOHast, ToKIaaHas U O0BICHUTEIbHAS 3aITUCKA
C. IOJDKHOCTHAsI MHCTPYKIIUS
d. cpaBka
Bomnpoc 35
TekcT Bompoca
YKaKuTe TpaBWIbHBI BapuaHT OQOPMIICHUS pEKBU3UTa «Ajpecar» B MHUCHME,
HAIpPaBIIIEMOM B OpPTraHU3alIHIO:



BriGepute oquH OTBET:

a.
['enepanbHOMYy qUpEKTOPY
OAOQO "Crpoiipecypc"

Mockasa, yi. XKuBonucHas, 24,
255678

b.
OAO "Crpoiipecypc"
I'enepanbHOMY AUPEKTOPY
C.C. KanamHukoBy

Mockaa, yi. )KuBonuchas, 24, 255678
C.

255678, Mockaa,

yi. KuBonucHas, 24

['enepanbHOMY OUpEKTOPY
OAOQO "Crpoiipecypc"
C.C. KananiaukoBy

d.
['enepanbHOMY qUpEKTOPY
OAOQO "Crpoiipecypc"
C.C. KananiHukoBy

yi. JKuBomnucuasi, 24,
Mocksa, 255678
Bompoc 36
€KCT BoIpoca
Kakoil pexkBH3UT MMeEET CIEAYIOUIYI0 XAPAaKTEPUCTHKY: «Ero cocraBHbIE 4acTH MOTYT
BKJIIOUaTh. HAUMEHOBAHHUE YUYPEKIEHHUS, OpraHu3alid; HAaUMEHOBAHHWE CTPYKTYpHOTO
NoJipa3/iesieHusl; yKa3aHue JOJDKHOCTH MOJIy4aTess; MHUIMAJbI, (PaMUJINIO; TOYTOBBIN ajipec:
Bribepure o= OTBET:
a. pe30ITIOIHS
b. rpud cormacoBanus
C. CIIpaBOYHbBIE JJaHHBIE 00 OpraHU3aINH
d. agpecar
Bompoc 37
Tekct Bompoca
Kakoli peKBU3UT BKIIIOYAET CJEIYIOIINE IEMEHThI: (paMUINU, UHULHUAJIbl UCTIOTHUTENEH;
CoJIepsKaHue TIOPYUYEHUS; CPOK UCIIOJIHEHUS; IOIUCH; 1aTy:
Bri6epuTe ouH OTBET:
a. pe30IIIOLUS
b. rpu¢ cormacoBanus
C. rpu¢ yTBepKICHUS
d. Texcr
Bomnpoc 38
TekcT Bompoca
VYkaxuTte BEpHBI BapuaHT 0(hOPMIICHUS PE30JIIOLIUN PYKOBOIUTEIIS:
Bribepute ouH OTBET:
a.
ConosbseBy U.K.
[Tpomry moAroToBUTH IUIaH paboTHI HA
BTOpOE nosryroaue k 28.12.2013.
IToanuce pykoBoauTENS
10.12.2013



b.
CxkBopuony MN.A.
[Ipomy paccMOTpeTh.
[Toamuces pykoBoauTENS
10.12.2013
C.
B npuxkas
[Toanuces pykoBoauTENS
12.12.2013
d.
BceMm npunsTh yuacrtue.
[Toamuces pykoBoauTENS
12.12.2012
Bomnpoc 39
TekcT Bompoca
Kakoii pexBuzutr HE orpakaet 3tarbl paboThl HaJl HOPYUYEHUEM:
Bribepute ofuH OTBET:
a. pe30JIIOIHS
b. BU3a coryiacoBaHus
C. OTMETKA O KOHTpOJIE
d. oTMeTKa 00 UCIIONIHEHUH TOKYMEHTa U HAIIPABICHUU €T0 B JIE0
Bompoc 40
TexkcT Bompoca
VYKaxkuTe BEpHOE BBICKA3bIBAHUE:
Brib6epute o OTBET:
a. OTMeTKa 0 KOHTpPOJIE IMPOCTAaBISIETCS B 3aKIIOYMTEIBHOM 4acTU TEKCTa JIOKyMEHTa B
BUJE KIMIIUPOBaHHOW (pa3bl «KOHTpOIb HMCHOIHEHHS BO3JOXUTH Ha...» WiH «KOHTpoib
MCIIOJTHEHUS OCTaBJISIIO 33 CO00i»
b. Hamuume oTMeTKH, B TEPBYIO OdYepelb, AUCHUIUIMHUPYET PYKOBOIUTENIS H
JEJIONPOU3BOUTENS, KOTOPbIE 3aMHTEPECOBAHBI B UCIIOJIHEHUU IOKYMEHTA
c. OT™MeTKy O KOHTpoJie O(OpPMIISIOT OJHUM M3 Croco0oB: OykBoil «K», cioBom uiu
mramnoM «KoHTposs» 1 pa3meniaeTcst B IpaBOM BEPXHEM YIUTy CIIy>K€OHOTO MOJIs TOKyMEHTa
d. OT™MeTKa 0 KOHTPOJIE IPOCTABIISAETCS UCIIOTHUTEIEM JOKYMEHTA
Bormpoc 41
Tekct Bompoca
Kakoii pekBU3UT 0opMIIsieTCsl TOCIETHUM IIEpe]] TEM, KaK JOKYMEHT OyAeT OTHpaBJieH Ha
XpaHEHHE:
Bri6epuTe ouH OTBET:
a. OTMETKa 00 MCTIOJHEHUH JOKYMEHTA U HAMPaBJICHUH €0 B JeI0
b. oTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa B OPraHU3alNIo
C. rpud yTBEpKICHUS
d. oTmeTka 006 ucronHUTENE
Bompoc 42
TekcT Bompoca
Kakas dhopMmynupoBka 3aroioBka K TEKCTy SIBISIETCS BEpHOU (B cKOOKax 00O3HAYEH BHI
JIOKyMEHTa, K KOTOpOMY C(hOPMYTUPOBAH 3arojI0BOK):
Bribepute ouH OTBET:
a. (IOI'OBOP) nnst mocTaBOK TOBapoB
b. (ITPKA3) O6 yTBep>A€HUU UHCTPYKIUH IO JIeTONPOU3BOACTBY
c. (AOJDKHOCTHAA MHCTPYKIMA) rnaBaoMy Oyxrantepy
d. (TTpuka3) O H.K. [Terpose
Bomnpoc 43
Tekct Bompoca
B kakux ciayyasx opopMiIeHHE 3arojioBKa K TEKCTY SIBJISIETCS 00s13aTENIbHBIM:
Bribepure ouH OTBET:
a. Ha OPraHU3alMOHHO-PACTIOPSIAUTEIIFHOM TOKyMeHTe dhopmara A4



b. 3aro;oBok K TeKCTy JOKEH 0OPMIITHECS Ha BCeX 0€3 UCKITIOUCHHUS OpraHH3alOHHO-
pacopsAUTENbHBIX JOKYMEHTAX
C. Ha JOKYMEHTaX, TEKCT KOTOPBIX HE MPEBBIIIAET 3-5 CTPOK
d. Ha opraHM3alMOHHO-PACTIOPATUTEIHLHOM JTOKyMeHTe (popmaTa AS
Bonpoc 44
Tekct Bompoca
['1aBHBIM PEKBU3UTOM JOKYMEHTA SIBIISIETCS:
Br16epute ouH OTBET:
a. reyaThb
b. moxnuch
C. r1ara
d. TexcT
Bomnpoc 45
Tekct Bompoca
B kakoM Buze BO3MOXHO O(GOpPMIIEHHE TEKCTa OPraHU3alMOHHO-PACHOPSAAUTEIBHOTO
JIOKYMEHTA!
Bribepure ouH OTBET:
a. B BUJIE WUTIOCTPALAN
b. B BUjie COEJMHEHUS aHKEThI, TaOJIMIIbI, CBA3HOTO TEKCTa
C. B BUJIE YepTeKen
d. B BuC doTonzoOpakeHui
Bompoc 46
TexkcT Bompoca
Kakyto na(pOpMaIuio momMenaT BO BTOPOH (3aKIIOYUTEIHLHON) YaCTH TEKCTa JTOKyMEHTA!
Bribepure ouH OTBET:
a. IPOCKHOBI
b. ocHOBaHUA
C. IPUYMHBI
d. nemu
Bompoc 47
Tekct Bompoca
Kakyto nndopmanuro HE nomemniator B nepBoii 4acTu TEKCTa TIOKyMEHTA:
Bribepure o= OTBET:
a. perieHus
b. IpUYNHbI
C. IPEJIOKEHUS
d. pexomeHnanuu
Bompoc 48
Tekct Bompoca
Kakoe odopmiienne ocHoBaHUs ToKyMeHTa cooTBeTcTBYeT TpeboBanusm ['OCT P 30-2003
(B ckoOkax 0003Ha4YeH KIIF0YEBOIl I1aros pacrnopsauTeabHON YacTH JOKYMEHTA):
Bri6epuTe ouH OTBET:
a. Ha ocHoBanuu npukaza MunucrepctBa oOpa3oBanust 1 Hayku P® ot 15 suBaps 2013
Nel5 «O nopsinke nmposenenus arrecranuu By3os» (IIPUKA3BIBALO)
b. B cBsi3u ¢ HEOOXOAMMOCTBIO HCTIOMHUTD Npuka3 MuHKcTepcTBa ([IPUKA3BIBATO)
c. Bo ncnonnenune npukaza OAO «MMK» Ne 45 «O nopsiake 3aKkiIro4eHHst T0rOBOPOB
(ITPEVTIAT ALO)
d. C uenmo ucnosHEHUS NpHUKa3za pPEeKTopa 00 YKpEIUIEHHH TPYIOBOM JMCIHUILIMHBI
(ITPEVTIAT ALO)
Bonpoc 49
Tekct Bompoca
B xakoMm nokymente TeketT HE m3nmarator ot nepBoro jauna e AMHCTBEHHOTO YHCIIA:
Bribepurte oquH OTBET:
a. B IPOTOKOJIE
b. B mpukase
C. B 3asBJICHUH



d. B muceme
Bomnpoc 50
TekcT Bompoca
VYkaxure BepHOEe 0POpPMIICHHE OTMETKH O HAJTMYUU MPUIIOKEHHS B TUCHME:
Bri6epute oauH OTBET:
a. [Ipunoxenue: Ha 3 1. B 1 3K3.
b. [Ipunoxenue: He UMEETCS.
c. [Ipunoxenue: no Tekcty Ha 3 1. B 1 3K3.
d. [Ipunoxxenwue: ynoMmsayToe Ha 3 1. B 1 7K3.
Bompoc 51
TekcT Bompoca
Bribepute npaBuibHBINA BapuaHT 0QOPMIICHHS THOMKUCH B PACHIOPSIUTEIILHOM JIOKYMEHTE
opranu3anuu (IpuKase, pacropsKEHUH):
Br16epute ouH OTBET:
a.
I'enepanbHbI AUPEKTOP
000 «Kowmmacy IMoamuce
ML.II. bensikos
12.12.2013
b.
['eHepanbHBIA TUPEKTOP [Toanuck
ML.II. bensikos
C.
I'eHepanbHBIl  TUPEKTOP ITognuce
M.II. benskos
12.12.2013
d.
I'enepanbHBIIN AUPEKTOP
000 «Kommacy IToamuce
ML.II. bensikos
Bomnpoc 52
TekcT Bompoca
Ecnu 3amectuTens pyKOBOAUTENS OpPraHU3allMd MMEET MpaBO MOJNUCHIBATH JOKYMEHTHI
BMECTO PYKOBOJMTENS B CIIy4ae €ro BPEMEHHOI'0 OTCYTCTBUS, KaK JOJDKHA OBITH oopMmileHa
MOJIUCH:!
Bri6epuTe ouH OTBET:
a.
Bp. mn.0. reHepanbHOro aMpeKTOpa Hcaes
O.H. Hcaes
b.
N.0. reHepampbHOro JIUpEKTOpPA HUcaes
O.H. Ucaes
C.
3aM. TEHEepaTbHOTO JUPEKTOpa Ucaes
O.H. Hcaes
d.
/T'eHepanbHBI  TUPEKTOP Hcaes
JL.U. CaBenbeB
Bompoc 53
TekcT Bompoca
Kak momxHa OBITH OopmIIeHA MOAMKCH, €CIIM KOMMEPYECKUN ITUPEKTOpP HAXOIUTCS B
OTIIyCKE, a WCIOJHEHHE €ero OO0Sf3aHHOCTeM NPUKA30M BO3JOXKEHO Ha 3aMECTHTENs
KOMMEPUYECKOTO IUPEKTOPA:
Bri6epute oauH OTBET:
a.
Kommepuecknit nupektop Edpemor



H.P. Psa3anoB
b.
/ KoMMepdeckuil AUPEKTOp Edpemor
E.Jl. Ebpemos
C.
N.0. KOMMeEpuUeckoro JupeKTopa Edpemon
E.JI. Ebpemon
d.
3aM. KOMMEpUYECKOro JIUpPEeKTOpa Edpemos
E.Jl. Ebpemosn
Bomnpoc 54
Tekct Bompoca
Ha xaxom nokymente He odhopmirsitoT rpud yrBepxaeaus. Kakoi nokyment HE nmomnexur
YTBEPKJICHUIO:

Br16epute ouH OTBET:
a. Ha 3asBJICHUU
b. Ha akTe
C. HA UHCTPYKIUHU
d. Ha ycTraBe opranuzanyu
Bompoc 55
TekcT Bompoca
Kakune wu3 mnepeuncnenHslx J0kyMeHTOB HE ynocToBepsitoTcs OTTHCKOM —IeyaTu
OpraHu3aIuu:
Brib6epute o OTBET:
a. JIOTOBOPbI
b. cipaBku
C. TapaHTUHHbIC THChMA
d. mpukasbl
Bompoc 56
Tekct Bompoca
Kako# peKBHU3UT OTpakaeT BHEIIHEE COINIACOBAHUE IOKYMEHTA:
Bri6epute ofuH OTBET:
a. BU3a O3HAKOMJICHUS
b. BU3a coryiacoBaHus
C. rpud yTBEpKICHUS
d. rpu¢ cormacoBanus
Bomnpoc 57
Tekct Bompoca
KakoMy peKBHU3UTY COOTBETCTBYET CIEAYIOIIAs XapaKTEPUCTUKA: «ITOT PEKBU3UT
BKIIIOUAET HaMMEHOBaHHE JOHKHOCTH, TOAMKUCH, paciii(poBKy MOAMHUCH (MHULIAAIBI, aMHITHIO)
U 1aTy»:
Bri6epute oguH OTBET:
a. pe30ITIOIHS
b. BU3a coryiacoBaHus
C. OTMETKA O 3aBEpEHUH KOMHH
d. moanuce
Bomnpoc 58
Tekct Bompoca
Ha kakom »sk3emIuisipe Jel0BOro MUChbMa, MOJATOTOBICHHOM [UIsl OTIIPaBKU ajpecary,
MPOCTABIISIFOTCS BU3BI:
Bri6epute ouH OTBET:
a. Ha MMChMaX BHU3bI HE ODOPMIISIOT
b. Ha MOJIMHHUKE, OTMPABIIEMOM aapecaTy, W Ha KOMWHU, TOMEIaeMOW B JEJ0
OpraHu3aIu
C. Ha MOJUIMHHUKE, OTIPABIISIEMOM aJIpecaTy



d. Ha KoK, MOMeIIaeMoii B 1eJI0 OpraHU3aliu
Bomnpoc 59
TekcT Bompoca
Ecnu gOMKHOCTHOE JIMIIO HE COTJIACHO C TEKCTOM JOKYMEHTAa, UMEET JHM OHO IPaBo
0TKa3aThCsl OT O(POPMIICHHUS COTIIACOBAHUS:
Br16epute ouH OTBET:
a. Jla, umeer mpaBo, Tak Kak W BHEIIHEE, U BHYTPEHHEE COIIacOBaHUE O(OPMIIAIOTCA
TOJIBKO B CJIy4ae COIJIacHs C TEKCTOM JIOKYMEHTA
b. [la, umeeT npaBo, eciiu 3T0 Tpud COriacoBaHUs
c. Jla, uMeer mpaBo, €ciid 3TO BU3a COTJIACOBAHUS
d. Her, He umeer mpaBo, Tak Kak M BHEIIHEE, M BHYTPEHHE COIJIACOBAaHUE TPeOYyIOT
0053aTEeIBHOrO COTIacHs
Bomnpoc 60
Tekct Bompoca
KakoMy peKkBU3UTY COOTBETCTBYET CIEAYIOIAs XapaKTepUCTHKA: « OTOT PEKBU3UT
BKJIIOYACT 3aBEPUTENIbHYIO Haanuch: "BepHo"; MOMKHOCTD JHIQ; JUYHYK TOJIIUCH;
pacunpoBKy MoANKCcH (MHUIMAIBI, (PaMUITUIO); TATy»:
Bri6epure ouH OTBET:
a. OTMETKa 00 MCTOJIHEHUH JOKYMEHTA U HAMPaBJICHUHU €0 B JeI0
b. OTMETKa 0 3aBepEHUU KOTHMH JJOKyMECHTA
C. PE30ITIOIHS
d. moamuck
Bomnpoc 61
TekcT Bompoca
VYkaxkute BapuanT opopMIIeHHUsS OTMETKU 00 ucnoianutene, ycranonnenusiii [OCT P 6.30-
2003:
Bribepute ouH OTBET:
a.
O.I'. [lectpsikoBa
22 3475
b.
[TectpsikoBa Omnbra ['eHHaibeBHA
Ten. 22-34-75
C.
HUcn. [lectpsikoBa Onbra I'eHHaibeBHA
22-34-75
d.
[Tectpsxosa O.I'.
22-34-75
Bompoc 62
Tekct Bompoca
Kakomy (-um) pekBU3HTY (-aM) COOTBETCTBYET CJICIYIOIIAsl XapaKTEPUCTUKA: «...COJEPKHUT
OuepeHOM MOPSIKOBBIN HOMEP U aTy (IpU HEOOXOJMMOCTH — Yachl © MUHYTHI); IPOCTABISIOT B
MPaBOM HUKHEM YTJIy JIUIIEBOM CTOPOHBI MIEPBOTO JUCTA JOKYMEHTA WJIA Ha €ro 000poTe»:
Bri6epute oguH OTBET:
a. OTMETKa O MOCTYTUICHUH JIOKYMEHTa B OPTaHU3AIHI0
b. uaeHTUPUKATOP AIEKTPOHHOMN KOMHUU JOKYMEHTA
C. CCBhIJIKA Ha PETHCTPAIIMOHHBIN HOMEP U JaTy JOKyMEHTa
d. perucTpaniOHHBIA HOMEP U J1aTa TOKyMEHTa
Bomnpoc 63
Tekct Bompoca
Kaxoit peKBU3UT HCTIONB3YETCS JIJISl yIOCTOBEPEHHUS DJIEKTPOHHOTO JOKYMEHTA!
Bri6epute oguH OTBET:
a. peTUCTPAITMOHHBIA HOMED IOKYMEHTa
b. snexTpoHHas UQPPOBas MOIMUCH
C. UIeHTU(UKATOP NEKTPOHHON KOMHUH TOKYMEHTa



d. xon hopmbI TOKyMeHTa

[IpakTuueckoe 3aganue 4
1.0Onupasice Ha QGOpPMYIISAp TMONOKEHHUSI O CTPYKTYPHOM TMOAPA3NCICHUH, TPOJIOKUTE
BBICKA3bIBaHUS, 3aII0JTHUB IIPOITYCKH:

[Tonoxenue o CTPyKTYPHOM MOAPA3IACICHHUU:

A) pa3pabarbiBaeT ;

b) nonnuceiBaer ;

B) moimKHO OBITH COTIIACOBAHO C ;

I') yrBepxnaer ;

J1) BBOAMTCS B ACHCTBUE ;

E) noanexur nepecMoTpy npu

2. Omnpenenute, K KaKOMY OpPraHU3AI[MOHHOMY JOKYMEHTY OTHOCSTCS TMpeJjiaracmble
dbparmMeHTsl JOKyMeHTOB. CBOM OTBET 00OCHYMTE.

TEKCT 1:

1 ®upmMeHHOEe HaMMEHOBAHKUE U MECTOHAXO0XIEHHE 00IIecTBa

l.1.INlomapIM  ¢UpMEHHBIM HaWMEHOBaHWEM oOmiectBa sBisgercs: OOmectBo ¢
orpannueHHOM oTBeTcTBeHHOCThIO «HOTA». CokpamieHHoe QUPMEHHOE HaMMEHOBaHUE
obmectBa — OO0 «HOTA».

1.2.MecTonaxoxaeHre oOmecTBa (IMOYTOBBIM ajapec): MojoaexHbelii npocm., 15, T.
KpacHosipck-45,630091, Poccuiickas ®enepanus.

TEKCT 2:

OO61ure nonoxxeHus

1.1.Cexperapb-peepeHT OTHOCHTCS K KAaTErOPHH  CICHHAIUCTOB  MPEANPHUSATHS,
MPUHUMACTCS ¥ YBOJIbHIETCS JTUPEKTOPOM.

1.2.0cHOBHBIMH ~ 33J1a4aMH  CeKpeTaps-pedepeHta sBISETCS OpPTraHU3alUOHHOE H
JIOKYMEHTAIMOHHOE O0eCTieueHue YIPaBICHYECKOM IeATEIbHOCTH.

TEKCT 3:

1.1. DnexkTponpoBoika B Y4YEOHBIX MOMENIEHHUSX JMJOJDKHA HAaXOAMTHCS B HCIPaBHOM
coctosiHuU. CONPOTUBJICHHE H3OJIALMUA TPOBOJOBAOKHO TEPUOJUYECKH 3aMepAThCS, IMPU
HEOOXOIMMOCTH JIOJIKEH MPOM3BOIUTHCA PeMOHT. 1.2. 3amperiaercsi NPUMEHATh IS 3allUThl
AIIEKTpOCETE BMECTO AaBTOMAaTHMYECKMX MpEAOXpaHUTENed M IUIaBKUX BCTAaBOK 3alIUTy
KyCTapHOI'O M3TOTOBJICHUS («KYUKID).

TEKCT 4:

1.1.MHCTpYKTOp MIEPBON KAaTETOPUU OT/IeNa KaJApOB, OPraHU3aIIIOHHO-MAaCCOBOI pabOThHI U
KOHTPOJIA OTHOCHUTCSA K KaTCTOPUHU CIICHUAIUCTOB.

1.2.Ha 1omxHOCTh HHCTPYKTOpA MEPBOI KATETOPUU HA3HAYAETCS JIUII0, UMEIOIIEE BBICIICE
npodeccuoHalIbHOE 00pa3oBaHue, 0€3 MpeIbIBICHUS TPEOOBAHUH K CTaXy PaOOTHI.

1.3.Ha3HaueHue Ha JOMKHOCTh MHCTPYKTOpA MEPBON KATETOPUHU U OCBOOOXKICHHUE OT HEee
MIPOU3BOIUTCS MIOCTAHOBJIEHUEM (PacTIOpsKEHUEM) COBETA WIIH MTPABJICHUS.

TEKCT 5:

1. O0uue moyoKeHus

1.1.JIuteparypuas mnpemusi «Pycckas QanracTuka» (mamee Mo TEKCTy — TIpeMus)
MPUCYKJIAETCSA €XKEroJIHO 3a Jiydiiee (aHTACTUYECKOE MPOM3BEICHUE KPYMHOW (OpMBI,
OIyOJINKOBAaHHOE B TOJy, MPEANIESCTBYIOIIEM MPHUCYKIACHUIO TPEMHUH.

1.2.B kauecTBe MOMOJTHUTEIHHBIX HOMHUHAIIMM HAa COUCKAaHWE TPEMHH, HE 005S3aTEeIbHO
MIPHUCYKIAEMBIX €KETOTHO, MOTYT TaK)Xe JOOABIATHCS HOMUHAIUM «3a myuliee (haHTaCTHIECKOe
MIPOM3BENICHNE CPeTHEH PopMBI», «3a mydinee (PaHTaCTUUECKOE MTPOU3BEICHNE MaJIOH (POPMBID».



1.3.Yupenurensamu mpemMun sBIstOTCS cepBep «Pycckas (aHTacTHKa» W TMEPCOHAIBHO:
Anexcanap YawsHoB, [mutpuii Batonun, Bnan Qypaunxuii, Koncrantun ['pummun, Anexcanap
CunopoBuu.

1.4.Ilpemust npucyxJaeTcsi HA OCHOBAaHUM WUTOTOB TalHOTO JBYXTYpPOBOI'O I'OJIOCOBAHUS.
[lepBblii Typ TOJOCOBaHHUS MPOBOJUTCS B KOMIBIOTEPHBIX ceTsAX HMHTepHeT (rojocyroT
nocetutrenn cepBepa «Pycckas ¢dantacTuka») M Ha MecTax (TOJIOCYIOT —MOIMUCYUKU
9XOKOH(MepeHIM, MOCBAIIEHHbIX (haHTacTHKe). BTopoil Typ rojsocoBaHusi mpoOBOAMUTCS Cpenu
penakTopoB cepBepa «Pycckas ¢panTactuka» (cM. 1. 4.2). B 0c000 OrOBOPEHHBIX HUKE CITydasix
JIOITyCKAeTCsl IPOBEICHHE IONOJIHUTEIBHOIO Typa FOJIOCOBAHUS CPEIHU YUPEAUTEIEH IPEMUH.

1.5.1IpeMust MOXKET IPUCYKAATHCSA OJHOMY U TOMY K€ aBTOPY 3a PA3IMYHbIC IPOU3BEICHUS
He OoJiee ABYX pa3 B K101 U3 HOMUHAIUI.

1.6.Bpyuenne npeMun Mporu3BOAUTCS Ha €XKEeroJHON KoH(pepeHunu « MTHTepIpeccKony.

[Tpu oTBeTe HA AAHHBIN BOMPOC, O(OPMHUTE €r0 B BUJE TAOIUIIBL:
Texct u ero Homep HaumenoBanune BUJIA OpraHU3alIOHHOTO JIOKYMEHTa
O6ocHOBaHNE OTHECEHHSI TEKCTA K JAHHOMY BUIY OPTraHU3allMOHHOTO JOKYMEHTa

Teker 1

Teker 2

Teker 3

Tekcr 4

Tekcr 5

* Tecr k pasneny 2 (3 cem) /
Bomnpoc 1
KakoMy TepMuHY COOTBETCTBYET CiEAyIOLIasi XapaKTEPUCTUKA:
3T0 BUJ NMCbMEHHOI'O IOKYMEHTa, B KOTOPOM (PUKCUPYIOT pellieH s a AIMUHUCTPATUBHBIX U
OpraHU3aIMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB yIPABICHUS, B3AUMOICHCTBUS, 00ECIICUeHUS U
PEryJIupoBaHUs JIEATEIbHOCTH OPraHOB BJIACTH, YUPEXAECHUH, NPEANPUITUH, OpraHu3alui, ux
MIO/APAa3/IeJICHNN U JOJKHOCTHBIX JIUII.
Bribepure o= OTBET:
a. yIpaBJIECHYECKUN TOKYMEHT
b. opunManbHbI JOKYMEHT
C. CITy’K€OHBIN JTOKYMEHT
d. opraHu3aIMOHHO-PACIOPSAAUTENbHBIA JOKYMEHT
Bormpoc 2
Kakoe ONpEACIEHUE  COOTBETCTBYET  CTaHAAPTU3UPOBAHHOMY  OIPEIEICHHUIO
OpraHU3alMOHHO-PACHIOPSAUTENBLHOTO TOKYMEHTA!
Bribepure o= OTBET:
a. JlokymeHT, obecrneunBaronuii GyHKIMOHUPOBAHUE M B3aWMOCBS3b YIPABIAIOIIEH U
YIPAaBIIIEMOM CUCTEM HA BCEX YPOBHSIX
b. Bua nuceMeHHOro TOKyMEHTa, B KOTOPOM (PUKCUPYIOT pelleHrne aAMUHUCTPAaTUBHBIX U
OpraHU3alMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB yNpPaBIEHUS, B3aUMOICHCTBUS, 0OeCIIeUeHUs U
pPEeryJIupoBaHusl AESITEIbHOCTH OPraHOB BJIACTH, YUPEKICHUH, NPEANpUITUN, OpraHu3alui, ux
NOJIpa3ieNIEHUI U TOJKHOCTHBIX JINLL
c. JIoKkyMeHT, CO3JIaHHBIA IOPUINYECKUM HIN (DU3MUYECKUM JUIOM, O(OPMICHHBIH U
YAOCTOBEPEHHBIN B yCTAHOBJIEHHOM TOPSAKE
d. OdunnanbHBIA JOKYMEHT, UCIIOJIb3YEMBIH B TEKYIIEH NeATeIbHOCTH OpraHu3alun
Bompoc 3
Cpeau  JOKanbHOW  OPraHU3AllMOHHO-PACHOPSAMTEIBLHOW  JIOKYMEHTAllMM  BBICIIUM
IOPUJINYECKHUM CTaTyCcOM 00JIaiaeT:
Bri6epute ouH OTBET:
a. pacropsAUTENbHAs JOKYMEHTALMS
b. nHpOpMaLMOHHO-CITpaBOYHAs TOKYMEHTAILIUS
C. BCE TPYIIIBI OPraHU3aIMOHHO-PACHIOPSAUTENBHOM TOKyMEHTAIIMK 00J1a/1al0T OIMHAKOBO
BBICOKUM FOPUAMYECKHM CTATyCOM



d. opranuzanioHHas JOKyMEHTalus
Bomnpoc 4
B xakoM psAxy Bce NEpPEUHCICHHBIE BHIBI JOKYMEHTOB OTHOCATCS K OPraHU3alMOHHO-
IIPABOBBIM:
BriOepure oquH oTBET:
a. yYpeIuTeNbHBIN 10roBop; yKka3 [Ipesunenta PD; nHCTpYKUHS IO AEIONPOU3BOACTBY
b. ycraB, ITaTHOE paclucaHue, OTYET
C. TIpaBWja BHYTPEHHEro TPYJIOBOI'O pacHopsiaka, JOJDKHOCTHOM — pErjaMeHT,
aIMUHUCTPATUBHBINA PETIAMEHT
d. momoxeHue O CTPYKTYPHOM MOJPA3/EICHUH, JOJDKHOCTHAas HMHCTPYKIHS,
AHAINTHUYECKAs CIpaBKa
Bomnpoc 5
TekcT Bompoca
K opranuzanmonno-npasoBbiM 1okymenTaM HE OTHOCATCA:
Bribepure ouH oTBET:
a. UHCTPYKLUH
b. ycTaBsl
C. mpaBujia
d. aKkThI
Bompoc 6
TexkcT Bompoca
Kakoii npusnak HE XAPAKTEPEH 151 oprann3anroHHO-IIPaBOBbIX TOKYMEHTOB:
Bribepure ouH OTBET:
a. MOAMKCHIBAIOTCA, IO3TOMY UMEIOT PEKBU3UT «IIOATHCH)
b. ABIAIOTCS GECCPOUHBIMU U AEUCTBYIOT 0 UX OTMEHbI UJIM 3aMEHbI HOBBIMU
C. YTBEPXKIAIOTCSI, TOITOMY UMEIOT PEKBU3HT «TPU( YTBEPKACHUSD)
d. ABJISIOTCA AUPEKTUBHBIMH, TO3TOMY UMEIOT PEKBU3UT «OTMETKA O KOHTPOJIE»
Bomnpoc 7
TexkcT Bompoca
K yupenurensusimM qokymentam HEJIb3S otHectu:
Bribepure o= OTBET:
a. yCTaB OpraHU3al|H
b. yupeauTenbHbIi 10roBOp
C. MOJIOXKEHHE 00 OpraHu3aluu
d. monoxeHue o CTPYKTYPHOM M0/ipa3AeIeHun
Bompoc 8
Tekct Bompoca
Kakoii (-ue) mokyMeHT (-bI) SIBISCT(-FOT)CSI YUPEOUTENbHBIM (-M) JJIs aKIHOHEPHBIX
00I11eCTB B COOTBETCTBHHU C aKTYyaJIbHBIM 3aKOHOATEIbCTBOM:
Bri6epuTe ouH OTBET:
a. ycTaB
b. ycTaB ¥ yupeAUTEIbHBIN JOTOBOP
C. YUPEOUTENbHBIN T0r0BOP
d. monoxkeHre 00 aKIMOHEPHOM OOIIECTBE
Bomnpoc 9
TekcT Bompoca
Kakue crpykrypst HE MOT'YT JIEICTBOBATD Ha 0CHOBE TIOIOKEHMIA:
Bribepute ofuH OTBET:
a. O10/PKETHBIE HEKOMMEpUECKHEe OpraHu3aliu
b. KOMMepuecKe opraHu3alun
C. (hunmansl, NpeICTaBUTEILCTBA, OTACICHUS KOMMEPUYECKUX OpraHu3aluit
d. cTpyKTypHBIE MOpa3/ieIeHs] HEKOMMEPUECKUX U KOMMEPUYECKUX OpraHu3aluil
Bompoc 10
TekcT Bompoca
Kakoii Bug ycraa HE CYHHIECTBVET:
BriGepute oquH OTBET:



a. yCTaB MHAMBUYaIbHOTO NPeIIPUHUMATENS
b. ycraB 00IIECTBEHHON OpraHu3anuu
C. yCTaB IrOCYJapCTBEHHOHN MJIM MyHHMLIUIIAIIBHOW OpraHu3aliuu
d. yctaB KOMMepUYeCKOW OpraHu3aIiuu
Bomnpoc 11
Tekct Bompoca
Kakoll pekBu3UT oTinM4YaeT oQopmiIeHHE yCTaBa OT APYTrUX BUAOB OpraHU3allMOHHO-
NIPAaBOBBIX TOKYMEHTOB:
Bribepure oquH oTBET:
a. HanuyKe rpuda yTBepKICHUS
b. HaymMuue noanucen
C. HAJIM4YME OTMETKH O €r0 perucTpanuu
d. Hanm4Ke BU3 O3HAKOMIIEHUS
Bormpoc 12
TekcT Bompoca
Y Kakoro BHAa OPraHU3AIMOHHO-TIPABOBOM JOKYMEHTALMU TPEOOBAaHUS K TEKCTY
YCTaHOBJICHBI B 3aKOHOAATEILHOM MOPSIKE:
Bri6epure ouH OTBET:
a. JOJDKHOCTHAs! MHCTPYKIUS
b. HHCTPYKIHMS HOPMATHBHO-METOIMYECKOTO XapaKTepa
C. ycTaB
d. mraTHOE paciucanue
Bomnpoc 13
TekcT Bompoca
Kakoil opranu3alniioHHbIN JOKYMEHT UMeET YHU(UIIMPOBAHHYIO GOpMY:
Bri6epute ouH OTBET:
a. ycTaB
b. HHCTPYKIHS 1O AETONPOU3BOACTBY
C. LITaTHOE pacIucaHue
d. TOJDKHOCTHOM periiaMeHT
Bonpoc 14
TekcT Bompoca
Onpenenure, K KakOMy OpraHU3allMOHHOMY JIOKYMEHTY OTHOCHUTCS HpeJlaraeMblii
(dparMeHT TeKCcTa JOKYMEHTa!
1. dupmMeHHOE HaUMEHOBaHHME U MECTOHAX0XKJIeHHe 001IecTBa
1.1.IloaaeIM  (UpMEHHBIM HaUMEHOBaHMEM oOmiecTBa sBisercs: OOmecTBo ¢
OorpaHu4eHHON oTBeTcTBeHHOCThIO « MUP». CokpalieHHOE hupMEeHHOE HauMEHOBaHHE 001ecTBa
— 000 «MUP».
1.2.FOpuanueckuii aapec obmectsa: yi. CpeauzemMHoMopckasi, 1.1, T. MarHuToropck,
Yensonnckas 00i., Poccus, 455012.
Bribepure o= OTBET:
a. MOJIOkKEeHHe 00 opraHu3aluu
b. mpaBuia BHEIIHEN MePENUCKH OpraHu3aluu
C. ycTaB
d. MTHCTPYKLKS MO AETONPOU3BOICTBY
Bompoc 15
Tekct Bompoca
Onpenenure, K KakoMy OpPraHM3allMOHHOMY JOKYMEHTY OTHOCHUTCS IpejJlaraeMblil
(parMeHT TeKcTa J0KyMEeHTa:
OO61ure nonoxeHus
1.1.Cexpetapb-pedepeHT OTHOCHUTCS K KAaTE€rOpHUH CIENHATUCTOB  MPEANPUSLTHS,
NPUHUMACTCS ¥ YBOJIBHSETCS TUPEKTOPOM.
1.2.0cHOBHBIMH ~ 33JladyaMM  CeKpeTapsi-pedepeHTa sBISETCS OpraHU3alOHHOE U
JIOKYMEHTAllMOHHOE O0ecreueHne yIpaBiIeHYeCKOM 1eITeTbHOCTH.

BriGepute oquH OTBET:



a. MpaBuJia BHYTPEHHETO TPYOBOIO pacropsika

b. JOKHOCTHAS MHCTPYKIUS

C. MHCTPYKIIHS 110 TIepCOHAITY

d. monoxenue 06 oTxENE AETONPOU3BOICTBA

Bomnpoc 16

Tekct Bompoca

Onpenenure, K KakOMy OpPraHH3allMOHHOMY JIOKYMEHTY OTHOCHUTCSI IpeajiaraeMblil
(parMeHT TeKkcTa J0KyMEeHTa:

1.1. DnexTponpoBojka B y4eOHBIX MNOMELICHHUSIX [OJDKHA HAXOAUTHCA B HCIPABHOM
cocrosiHuU. CONpOTUBJIEHUE H30JIALMU MPOBOJOB JOJDKHO MEPUOAUYECKH 3aMEPATHCA, NPU
HEOOXO0JUMOCTH JO0KEH IPOU3BOIUTHCS] PEMOHT.

1.2. 3anpemiaercs NPUMEHSTh IS 3alUTHl 3JIEKTPOCETEM BMECTO aBTOMATUYECKHX
MpeIOXpaHuTeNeH U MJIaBKUX BCTABOK 3aIUTY KYCTAPHOI'O U3TOTOBJICHHUS (<GKYUKI).

Br16epute ouH OTBET:

a. JIOJDKHOCTHAas MHCTPYKIMS 3aMECTHTeNss JUPEeKTopa IO BONpOcCaM TEXHUKU
0€30MacHOCTH Y4eOHOTO 3aBEICHUS

b. TUIIOBOE MMOJIOKEHHE O TEXHHUKE 0€30MaCHOCTH B yUEOHBIX 3aBEICHUAX

C. MHCTPYKIHS IO TEXHUKE 0€30MaCHOCTH B y4eOHOM 3aBEJICHUN

d. mpuka3 ympaBieHus oOpa3oBaHHS MYHHUIMIAIBLHOTO 0OOpa3oBaHUs O COOJIOJACHUU
IPAaBWJI TEXHUKHU 0€30IIaCHOCTH B YUEOHBIX 3aBEICHUAX

Bonpoc 17

TekcT Bompoca

Onpenenure, K KakOMy OpraHHM3al[MOHHOMY JOKYMEHTY OTHOCHUTCS IIpeJjiaraeMblii
(parMeHT TeKCTa JOKYMEHTA!

1.1.MHCTpYKTOp MEPBOM KAaTErOpuu OT/IeNa KaApOB, OPraHU3aIlIOHHO-MAaCcCOBOIl pabOThHI U
KOHTPOJISI OTHOCUTCS K KATErOPUH CIIELIUATIUCTOB.

1.2.Ha 1om&HOCTh HHCTPYKTOpA MEPBOM KAaTerOpuu Ha3HAYAETCS JIUII0, UMEIOIIEE BBICIICE
npodeccuoHanbHOe 00pazoBaHue, 0e3 MpeabsIBICHUS TPEOOBAHUN K CTaXKy paOOTHI.

1.3.Ha3naueHnue Ha JOMKHOCTh MHCTPYKTOpA MEPBOIl KAaTerOpuu U OCBOOOXKIEHUE OT Hee
IIPOU3BOIUTCS MOCTAHOBJIEHUEM (PacIOpsHKEHUEM) COBETA WIIH MTPABJICHUS.

Bribepure o= OTBET:

a. TIOJIOXKeHHE 00 OT/Iesie KaapoB

b. kBanupUKAMOHHBIE TpeOOBaHMSA K MHCTPYKTOPY NIEpBOM KaTeropuum otTaena
KaJIpOB,0praHN3allMOHHO-MAaCCOBOM paObOThl ¥ KOHTPOJIS

C. MpaBWia BHYTPEHHErO TPYAOBOTO PpacHopsika B OTAEIE KaJpOB,0praHU3aLMOHHO-
MaccoBOM pabOThI U KOHTPOJIS

d.  OMKHOCTHas  MHCTPYKIMs ~ MHCTPyKTOpa  MEpBOMl  KaTeropuu  otTaena
KaJIpOB,0praH13allMOHHO-MAaCCOBOM pabOThl K KOHTPOJIS

Bomnpoc 18

TekcT Bompoca

Omnpeznenure, K KakOMy OpraHH3alIOHHOMY JOKYMEHTY OTHOCUTCSI IpeJilaraeMblii
(dparMeHT TeKCcTa JOKYMEHTa!

1. O61mue nonoxxeHus

1.1.JIuteparypras mnpemuss «Pycckas ¢aHTacTuka» (Jajee Mo TEKCTYy — TIPEeMHs)
IOPUCYKIAETCS €XKEroJHO 3a Jydmiee (aHTacTUYeCKoe MpOU3BeIeHHEe KPYMHOH (HOpMBI,
OITyOJINKOBAHHOE B IOy, MPEALIECTBYIOIIEM MPUCYKIACHUIO TPEMUH.

1.2.B xadecTBe IOMOJHHUTEIbHBIX HOMHHAIIMI Ha COMCKaHUE MPEMHUH, HE 00s3aTeNbHO
MIPUCYKIAEMBIX €KET0JIHO, MOTYT TaK)Xe 0OaBIATHCS HOMUHAIUM «3a Jyyliee (haHTaCTHUECKOoe
npousBeieHue cpenHeil popmey, «3a mydinee haHTaCTUYECKOE MPOU3BEICHHE MaJIOH (HOPMBD».

1.3.Yupenurensamu mpemMun sBIstOTCS cepBep «Pycckas (daHTacThKa» W TMEPCOHAIBHO:
Anexcanap YawsHoB, [mutpuii Batonun, Bnan Qypaunkuii, Koncrantun ['pummnn, Anexcanap
CunopoBud.

1.4.IlpemMust mpucyxnaeTcss Ha OCHOBAaHMM MTOTOB TAlHOTO JBYXTYPOBOT'O T'OJIOCOBAHHS.
[lepBblii Typ TOJOCOBaHHS MPOBOJUTCS B KOMIBIOTEPHBIX ceTAX HHTepHEeT (rojocyroT
nocetutenn cepBepa «Pycckas (QanTacTuka»y) u Ha MecTax (TOJOCYIOT —IOANUCYUKU
9XOKOH(EpEeHINH, TOCBAIICHHBIX (DaHTacTHKE). BTOpol Typ rosiocoBaHUs MPOBOAMTCS CPEIU



penakTopoB cepBepa «Pycckas panTactuka» (cM. 1. 4.2). B 0000 OrOBOPEHHBIX HUXKE CIydasx
JIOTTyCKAEeTCsl TPOBEICHHE JIOMOJIHUTEIBHOTO Typa rOJIOCOBaHUS CPEIM YUpEIUTEIeH IpeMuu.
1.5.TIpeMust MOXKET MPUCYKAATHCS OJHOMY U TOMY K€ aBTOPY 3a pa3IMyHble MPOU3BEICHUS
He OoJiee ABYX pa3 B KaXKI0M U3 HOMUHAIUH.
1.6.BpydeHne nmpeMun MpOU3BOIUTCS HA €XKETOAHON KOHpEpeHITNU «IHTepIIPECCKOnY.

Bri6epute o1H OTBET:

a. yuYpeIOHWTeNbHBII J0roBop ocepBepe «Pycckas ¢aHTacTHKa» MeXAy AJEKCaHIPOM
VapsHoBeivM, Jmutpuem Batomunesiv, Brnagom Jlypuunkum, KoncrantrHOM ['pUIIUMHBIM,
Anexcanapom CuaopoBUYEM

b. mpaBwia TpPOBEACHHS] BCEPOCCHUHCKOrO KOHKypca Ha JIydllee JUTepaTypHOe
IPOM3BEICHUE B XKaHPE (PAHTACTUKH

C. TOJIOKEHHE O MPUCYKICHUH JIUTepaTypHOil npemun «Pycckas ¢panTactuka

d. uHCTpYKIIUS O Bpy4YeHUU TUTEepaTypHOi ipemun «Pycckas panTacTuka

Bomnpoc 19

Tekct Bompoca

Onpenenure, K KakOMy OpraHHM3al[MOHHOMY JOKYMEHTY OTHOCHUTCS IIpeJjiaraeMblii
(parMeHT TeKCTa JOKYMEHTA!

1. O61mue nonoxxeHus

1.1.PykoBogutens ciyx0b1 JIOY OoTHOCHUTCS K KaTeropuu pyKOBO JIMTEJCH, HA3HAYACTCs
Ha JIOJDKHOCTh U OCBOOOKIAeTCs OT Hee PUKA"30M PYKOBOJIUTENS OPraHU3alINH.

1.2.Ha nomxHoCTh pykoBoautenst ciayk0bl JIOY HazHauaeTcsl JUI0, UMEIOLIEE BbICIIEE
npodeccuoHansHOe 00pa3oBaHuE U CTaX paObOTHI 10 MPOIITIO HE MEHEE TPEX JIeT.

1.3.PykoBogutens ciy>x0b1 JIOY nmoguuHseTcss pyKOBOAUTEIO OPraHU3aIiy.

1.4.Bo Bpems oTcyTcTBUA pyKoBoAuTENs ciyk0b1 JJOY (koMaHIu~poBKa, OTIYCK, O0J€3Hb
U 1p.) ero oOsA3aHHOCTH MCIOJHSET 3aMECTUTENb (WU JIMIIO0, HA3HAYEHHOE B YCTAHOBJIIEHHOM
MOpsIKE), KOTOPBI MpUOOpETaeT COOTBETCTBYIOIINE MpaBa M HECET OTBETCTBEHHOCTh 3a Hajl-
JeKalee UCIIOHEHNE BO3JI0KEHHBIX Ha HETO 00s3aHHOCTEH.

Bri6epute o OTBET:

a. moJjioxkeHue o ciyxoe JI0Y

b. nmpaBuIa BHYTPEHHETO TPYAOBOTO pacnopsaka B ciayxoe [JOY

C. TIOJIOXKEHHE O pyKoBoauTeNe cirykowl [JOY

d. monoxxenue 00 opraHu3aIUH

Bormpoc 20

Tekct Bompoca

JIOJKHOCTHBIE PETIIaMEHTHI BBOJASTCS:
Bribepure o= OTBET:

a. 11 BOEHHOOOSI3aHHBIX

b. 1151 pyKOBOIUTENEH OpraHU3aIlHii

C. s JIOOBIX JOJDKHOCTEH JIOOBIX OpraHu3alui KakK albTEepHATHUBA JOJLKHOCTHOM
MHCTPYKIUHU

d. 1S TpaXAAHCKUX CITYKAIIIX

Bompoc 21

TekcT Bompoca

Kakoli JOKyMeHT ycTaHaBJIMBAeT O0IIKE PaBUiia B3aUMOICHCTBUS MUHUCTEPCTB, CIIYXKO0 U
areHTCTB TPU BBHITIOJIHEHWH MMM CBOWX (DYHKIIMW, a Takke OoOIIMe TpaBuja OpraHU3aIldd
NESTENIbHOCTH  (peiepalibHBIX OpPraHOB HCIONHUTENBHON BJIACTH MO pealu3alud HUMH
MTOJTHOMOYHH:

Bribepute ouH OTBET:

a. O011ee MoyiokeHUe 0 MUHUCTEPCTBaX

b. TumoBoii peraaMeHT B3auMOJICHCTBUS (eiepabHBIX OPTraHOB UCIIOJIHUTENBHON BIACTH

¢. TunoBoe monokeHne o rocy1apCTBEHHOMN CITyKOe

d. TumoBast HHCTPYKITHS MO ASTOMPON3BOACTBY B (heJiepaabHbIX OpraHaxX UCIIOTHUTEIbHOM
BJIACTH

Bompoc 22
TekcT Bompoca



KakuM opraHu3aiioHHbIM TI0OKyMEHTaM COOTBETCTBYET CIEYIOLIasi XapaKTePUCTHKA!

OTO OpraHM3aLMOHHO-TIPABOBBIC AKTHI, ONPEICINIAIONINE MOPAIOK 0Opa3oBaHUs, MpaBa U
00513aHHOCTH, OpraHMU3alui0 paboThl Kak B OpPraHU3allMM B LIEJIOM, TaK U B €€ CTPYKTYpPHBIX
noapaszieNieHusiX. B 3TUX JOKyMEHTaxX TakKe MOTYT ObITh OTpa)XeHbI NpaBa U OOS3aHHOCTU
OTIEJIBHBIX JOJDKHOCTHBIX JIMI, OIpPENENAThCS OCHOBHBIE OpraHU3allMOHHBIE BOIPOCHI
NPOBEICHUS PA3IMYHBIX MEPONPUATUI B OpraHM3anuu (KOHKYpCOB, CEMHHAPOB, (heCTHUBAJICH,
BBICTaBOK).

Br16epute ouH OTBET:

a. IpaBuiIa

b. monoxxeHus
C. HHCTPYKIMH
d. ycraBsl

Bomnpoc 23

Tekct Bompoca

Kakomy opranu3aiiioHHOMY JOKYMEHTY COOTBETCTBYET CJIEIYyOIasi XapaKTepUCTHKA!

OT0 JIOKaIbHBI HOPMATUBHBIN aKT OPraHU "3al[MH, PErJIAMEHTUPYIOLINM B COOTBETCTBUU C
TpynossiMm Kopek—coMm u nHbIMU (hefiepalibHBIMU 3aKOHAMM MOPSIOK IpUeMa M yBOJIb "HEHUS
pabOTHHUKOB, OCHOBHBIE MpaBa, 00S3aHHOCTH M OTBETCTBEHHOCTh CTOPOH TPYJOBOTO JOTOBOpA,
pPEKUM paboThl, BpeMs OTJbIXa, IPUMEHSEMbIE K PAOOTHUKAM MEphl MTOOLIPEHHs U B3bICKAHUS, a
TaK)K€ MHbIE BOIPOCHI PETYJINPOBAHUS TPYOBBIX OTHOLIEHUH Y JaHHOTO paboToaaress.

Bribepure ouH OTBET:

a. UHCTPYKIIUSI UHCIIEKTOPA 10 TPY Ly

b. mpaBusIa BHyTPEHHETO TPYIOBOI'O pacHoOpsIIKa

C. OJIOKEHHE O TPYAOBBIX OTHOIICHUSX B OpraHU3aluU
d. Tpy1oBOIi 1OTOBOP

Bormpoc 24

TexkcT Bompoca

KakoMy oprannsaniioHHOMY JIOKYMEHTY COOTBETCTBYET CJIEIYIOIIasl XapaKTePUCTHKA!

OTO  JIOKalbHbI  OpPraHU3allMOHHO-NIPABOBOW  aKT,  ONpPENEeNSIOMUN  MOPSAIOK
dbopMuUpOBaHHUs, 3alayd, CTPYKTYpy, OOsI3aHHOCTH, (YHKIUHU, MpaBa, OTBETCTBEHHOCTb U
OpraHu3alio PaboThl CTPYKTYPHOT'O MOAPA3/eNeHUs U HHOTO opraHa (coBeTa, KOMUCCUH U T.I1.)
OpeanpUsITHS, GUPMBI, YUPEKICHHUS.

Bribepure o= OTBET:

a. ycTaB

b. yupeauTenbHbIil 10roBOp

C. OJIOXKEHHE 00 OpraHu3aluu

d. monoxeHue o CTPYKTYPHOM I0/ipa3AeIeHun

Bormpoc 25

Tekct Bompoca

Kakomy yrpaBieHueCcKOMY JOKYMEHTY COOTBETCTBYET CIIEAYIOLIasi XapaKTEPUCTUKA:

3T0 BUJ MUCbMEHHOT'O IOKYMEHTA, B KOTOPOM (PUKCUPYIOT pelieH s a AIMUHUCTPATUBHBIX U
OpraHM3aI[MOHHBIX BOIIPOCOB, a TAK)KE BOIIPOCOB YIPABIEHUS, B3aUMOACHCTBUS, 0OECTIEUEHUS U
PEryJIMpPOBaHMsl ACATEILHOCTU OPraHOB BJIACTHU, YUPEKIAEHUH, NPEANPUATUN, OpraHu3aui, ux
MOApa3IeICHU U TOTKHOCTHBIX JIHII.

Bribepute ouH OTBET:

a. puHAHCOBO-OyXTraJlTepCcKuit

b. KagpoBbIit

C. OpPraHU3alMOHHO-PACTIOPSIUTEIbHBIN

d. IIaHOBO-OTYETHBIN

Bompoc 26

Tekct Bompoca

KakoMy 1OKyMEHTY COOTBETCTBYET CJIEYIOIIasi XapaKTePUCTHUKA!

3TO0 CBOJ MPABUJI, PETYIUPYIONUX OPraHU3alMI0 U TOPSIOK JESTEIbHOCTH B KaKOW-1100
onpeaenéHHON cepe OTHOUICHUHM WM KaKOro-THOO roCyJapCTBEHHOIO OpraHa, MpeanpusTus,
YUpEKACHUS. DTOT TOKYMEHT ONpeAessieT MPaBOBOW CTaTyC OpraHN3aluy, HEOOXOAUMBIN IS ee
rOCYJapCTBEHHOM PpEerucTpaluy; OTpakaeT MpaBa, (QYHKIUM, CTPYKTypy M IITaTHYIO



YUCJIICHHOCTHIOCYIAPCTBEHHON, KOMMEPYECKOM WIIM OOIIECTBEHHOW OpraHU3alliu.

Bribepure ouH OTBET:

a. aIMUHUCTPATUBHBIN pErIaMeHT

b. yupeauTenbHbIi 10roBOp

C. CBUETENIBCTBO O PETUCTPALIUU FOPUINYECKOTO UL
d. ycras

Bomnpoc 27

Tekct Bompoca

Kakomy TOKyMEHTY COOTBETCTBYET CIEIYIOIIAsl XapaKTePUCTUKA:

B sTOoM nokymeHTe yupenutenu oOsA3YIOTCA CO3[aTh FOPUIMYECKOE JIMIO, ONpPENEISIOT
MOPSIIOK  COBMECTHOM JI€ATEIBHOCTU [0 €ro CO3/IaHHI0, YCIOBUS Iepeayd €My CBOEro
MMYILECTBA U Y4YacTHsl B €ro JESATEIbHOCTH. B HEM ompenensiorcs yclIoBUS U IMOPAIOK
pacnpeziefieHuss MeXJIy YYaCTHUKAaMU NPUOBUIM M YOBITKOB, YIpaBICHUS JEATEIbHOCTHIO
IOPUAMYECKOT O JIMLA, BBIXOJA yupeauTeiel (Y4aCTHUKOB) U3 €ro COCTaBa.

Bri6epute oauH OTBET:

a. ycTaB

b. CBUIIETENBCTBO O PETUCTPALIUU IOPUAUYECKOTO TN
C. YUPEIUTEIBHBIN JOTOBOP

d. aAMUHHCTPATUBHBINA PETIAMEHT

Bormpoc 28

TexkcT Bompoca

KakoMy 10KyMEHTY COOTBETCTBYET CJIEYIOIasi XapaKTePUCTHUKA!

OTO TpaBOBOM AaKT, YCTAaHABIMBAIOIIMI TEXHOJIOTHIO CO3JaHUS WIM IOJIYy4YEHUs
JOKYMEHTOB, UX 00pabOTKH, XpaHEHHUsI ¥ UCIIOJIB30BAHMUS B ICATEIILHOCTH OpPraHU3aIHu.

Brib6epute o OTBET:

a. IOJDKHOCTHAsl MHCTPYKLUS

b. TOMKHOCTHOI pernameHT

c. moJjioxkeHue o ciyxoe J10Y

d. MHCTPYKIIUS IO IETONPOU3BOJICTBY

Bompoc 29

Tekct Bompoca

KakoMy 1OKyMEHTY COOTBETCTBYET CJIEYIOIIasl XapaKTePUCTHKA!

OTOT JOKYMEHT yCTaHaBJIMBAeT JUIsl paOOTHHMKA KOHKPETHBIE TPYAOBBIE (JIOJKHOCTHBIE,
(GyHKIMOHAJIbHbIE) OOA3aHHOCTM M IIpaBa B COOTBETCTBUM C 3aHUMAEMOH JOJKHOCTHIO,
3aKpeIUIseT €ro OpPraHMU3allMOHHO-IIPAaBOBOE IOJIOXKEHHE B CTPYKTYpPE YUPEXKIEHUS, SBIAETCS
IIPaBOBOM OCHOBOM ISl MPOBENIEHUS aTTECTAlluU paOOTHUKA, OTPEAENIEHUS] €r0 OTBETCTBEHHOCTHU
U B3aMMOOTHOIIEHUS C JPYIMMU paOOTHUKAaMHU M TMOApa3eCHUSIMHU, MO3BOJISIET OOBEKTHUBHO
OLICHUBATh pabOTy COTPYIHHUKA OpraHU3al1u.

Bribepure ouH OTBET:

a. UHCTPYKIIUS 110 AEJIONPOU3BOICTBY

b. monoxenwue o cnyxoe JOY

C. JOJDKHOCTHOM pErjiaMeHT

d. 1OIKHOCTHASE UHCTPYKIUSA

Bomnpoc 30

Tekct Bompoca

KakoMy 1OKyMEHTY COOTBETCTBYET CIIEyIOIIasi XapaKTePUCTHUKA!

OTOT JOKYMEHT YCTAaHAaBJIMBaeT KBAJU(PHUKAIMOHHBIE TPEOOBaHUS K TIOCYJApCTBEHHOMY
IPaXXAAaHCKOMY CITy’KallleM; ero JOJKHOCTHbIE 003aHHOCTH; MIepeYeHb BOIIPOCOB, IO KOTOPHIM
TPaXJIAHCKUI CIIy’)KallMid BpaBe WIM O053aH CaMOCTOATENBHO MPUHUMATh pELICeHHEe U
y4acTBOBATh MPU MOATOTOBKE HOPMATHBHO-TIPABOBBIX aKTOB; CPOKH U MPOLEAYpPHI MOATOTOBKH,
paccMOTPEHHsI IPOEKTOB YIPABIEHYECKUX PEUICHUM, NOPSAAOK NMPHUHSITHS PEUICHMS; MOPSIOK
B3aMMOJICHCTBHS TPAXKIAHCKOIO CIyXalllero; MepedeHb rOCyJapCTBEHHBIX YCIYT; MOKa3aTelln
3QPEKTUBHOCTH U  PE3yJbTaTUBHOCTH MNPO(ECCHOHAIBHOW  CIIy)KEOHOM  J1eATeNIbHOCTH
IPaXXAaHCKOTO CITYXKaIlero.

Bribepure ouH OTBET:

a. aIMUHUCTPATUBHBIN pErIaMeHT



b. mpaBuIa BHYTPEHHETO TPYAOBOTO PaCIOpsIKa
C. JOJDKHOCTHAsI UHCTPYKIIUS
d. TOJDKHOCTHOM periiaMeHT

IIpakTuyeckoe 3aganue 5

1. CocTtaBbTe U OPOPMUTE MPHUKA3 O MOJATOTOBKE K €KETOJHOMY CEMHHAPY (IUPEKTOP IO
MapKETHHTY JIOJDKEH TMPEACTaBUTh TE3MCHI JIOKJIAJIOB CICIHATUCTOB-MAPKETOJIOTOB TIO
3apy0eKHOMY PBIHKY; CEKpeTaphb TI'€HEpPaJIbHOTO JIMPEKTOpa JOJDKEH IIOJArOTOBUTH ILUIAH
OpPraHU3alMOHHBIX MEPONPUATHI IO MPOBEACHUIO CEMUHApa; TJIaBHBIM Oyxranrep IOJDKEH
COCTaBHUTh CMETY PAaCXOJIOB [0 OPraHU3alKN padOThl CEKIUKA U MPOBEICHUIO 3aKIIFOYUTEIIEHOTO
OaHkeTa).

2. CocraBbTe U 0(hOpPMUTE IPUKA3 IO JIUYHOMY COCTaBY O MPUHATHM Ha pabory VBaHOBa
JIpBa OsieroBrya Ha4aaIbHUKOM HOPUINYECKOTO OTIENA 10 TPYIOBOMY AOrOBODY.

Tecrt k pa3neny 2

Bormpoc 1

KakoMy MOHATHIO COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA!

DTO AOKYMEHT, COJACp KAl MOA3aKOHHOE O(UIIMAIbHOE pEelIeHUE, MPUHATOEC OPTaHOM
VCIIOJIHUTEJIBHOM BJIACTH WJIM JOJDKHOCTHBIM JIMLIOM B OJHOCTOPOHHE-BJIACTHOM IIOPSAAKE U C
cOOJII0ZICHHEM YCTAaHOBJIEHHOM MpOLEypbl IO TOMY WJIM MHOMY BOIIPOCY, OTHECEHHOMY K €I0
KOMIIETEHIIUM, OOJEYEeHHOe B TNPEAYCMOTPEHHYIO 3aKOHOM (opMy M IMOpOXKIaroliee
IOpUINYECKHE TTOCIIEICTBUS.

Bribepure ouH OTBET:

a. HOpMBI IIpaBa

b. mpaBoBOM aKT

C. HCHOPMAaTHUBHBIN IIPABOBOM aKT
d. HOpMaTUBHBIN TPABOBOM aKT

Bormpoc 2

KakoMy MOHATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTEPUCTHKA!

OTO JOKYMEHT, COJepKallMii TmpaBujia TOBEJIEHUS, paclpOCTpaHSIOUIMEeCs Ha
HEOMpeeNIeHHbI KpYyr JIMIl, HM3/JaHHblE HAa OCHOBAaHMU U BO MCIIOJHEHHE (QenepaIbHOro
3aKOHOJATENbCTBA, O00s3aTeNbHbIE U1l MCIOJHEHHUS OpraHaMHM TOCYJapCTBEHHOW BJACTH,
MECTHOIO CaMOYIIPABJICHHSA, WX [JOJDKHOCTHBIMH JIMIIAMH, IOPUAMYECKUMH JIMLAMU U
IrpaKJaHaAMU.

Bribepure o= OTBET:

a. HOpPMAaTUBHBIN ITPABOBOM aKT

b. HEHOPMATUBHBIN PABOBOM aKT

C. IPaBOBOM aKT

d. HopMBI TpaBa

Bompoc 3

KakoMy MOHATHIO COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA!

OTO peleHusl Mo KOHKPETHBIM BOIpocaM, oOpalleHusi K KOHKpPEeTHbIM juiaM. OHU He
coJiepKaT Kakux-110o OOIIUX MpaBMII MOBEIEHUS U PACCUUTAHBl HA OJIHOKPATHOE NMPUMEHEHHE.
OHM CBSI3aHHBIE C pealu3alded IMpPaBOBbIX HOPM, HMX NPUMEHEHUEM, HCIOJIHEHHUEM,
UCIIOJIb30BAHUEM.

Bribepute ofuH OTBET:

a. HOpPMAaTUBHBIN [TPAaBOBOM aKT

b. HOpMBI paBa

C. IPaBOBOM aKT

d. HeHOpMaTUBHBIH TPABOBOM aKT

Bomnpoc 4

Ha kakue rpynmel noapasaenstorcs (GOpMbl IPABOBBIX aKTOB B 3aBHCHUMOCTH OT
FOPUINYECKUX CBOMCTB:

BriGepute oquH OTBET:



a. OTKPBITHIE/CEKPETHBIE
b. nepBUYHBIE/ BTOPUYHBIE
c. opurmanpHbIe/ HEODUITHATEHBIC
d. HopMaTHUBHBIE/ HEHOPMATHUBHBIE
Bomnpoc 5
B kakoM psy nepedncieHbl TOIbKO MEPBUYHBIC TIPABOBBIC AKTHI:
Bribepure oquH oTBET:
a. 3aKOH, YKa3, pacropspKeHHe
b. mpukas, craniapt, NpercKypaHT
C. pEerJIaMeHT, yKa3aHue, pyKOBOJCTBO
d. pekomeHanuK, IporpaMmMa, pelieHue
Bomnpoc 6
B kakoMm psiy nepednciieHsl ToJIbKO BTOPUYHBIE IPABOBBIE aKThl:
Br16epute ouH OTBET:
a. MOJIO’KEHMsI, IPaBUJIA, MHCTPYKLIUU
b. pa3bscHeHusl, penieHue, NpruKa3
C. pacropsbKeHue, yKa3aHue, CTaHapT
d. mopsok, knaccuukarop, MOCTAHOBJICHHE
Bompoc 7
Kakne HOpMaTuBHBIE TIPAaBOBBIE AaKTBl MOTYT MPHUMEHATHCS 0e3 O(QUIATBEHOTO
OIyOJIMKOBAHUSA /17151 BCEOOLIEro CBEICHUS:
Bri6epure ouH OTBET:
a. 3aTparuBaroliye 00s13aHHOCTH IPa)iaH
b. 3aTparuBaromme cBOOOIBI TPaXaaH
C. aKThl MEXBEIOMCTBEHHOI'O XapaKTepa
d. 3aTparuBaromnye mpaBa rpaxaaH
Bomnpoc 8
K kakoii cucteme JOKyMEHTAIIUN OTHOCSTCS MIPUKA3bl H PACIIOPSKCHUS:
Bribepure ouH OTBET:
a. CUCTEeMa PacTOPsSIINTENIbHOW JJOKYMEHTAITUH
b. cucreMa opraHu3aliOHHO-TIPAaBOBOM JT0KYMEHTAIUU
C. CUCTE€Ma JIOKyMEHTOB JIMYHOTO TIPOUCXOKICHUS
d. cucrema nH(pOPMAIIMIOHHO-CIIPAaBOYHON TOKYMEHTAIUN
Bompoc 9
Kakomy NOHSATHIO COOTBETCTBYET CIIEIYIONIAs XapaKTepPUCTHKA!
JIoKyMeHTBI, 00J1a/1at01IHe FOPUINIECKON CHIION, N3/JaBaeMbIe PyKOBOICTBOM OpPTaHU3aINH
U coJepXallye YIpPaBJICHUECKUE pEIICHUs, HaNpaBICHHbIE Ha BBHIMOJHEHUE TEKYIIMX U
NEPCIEKTUBHBIX 33/1au:
Bribepure o= OTBET:
a. "H(HOPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI
b. opraHn3aluOHHO-TIPABOBBIE TOKYMEHTHI
C. TOKYMEHTEHI 110 INYHOMY COCTaBY
d. pacnopsauTeNbHbBIE JOKYMEHTHI
Bompoc 10
Kakue pacnopsaurensubie nokymenTsl HE wm3marorcs B ciyuasx, Korga HEoOX0IMMO
NPUHATh HOPMATUBHBIA WJIM WHAMBHIYaJbHBI aKT IO OCHOBHBIMBOIIPOCAM KOMITETCHIINU
OpraHu3aluu:
Bribepute ofuH OTBET:
a. yKa3zaHus
b. mpukassl
C. TOCTAHOBJICHUS
d. pemenus
Bompoc 11
Kakne pacmopsauTenbHble JOKYMEHTHI H3IAlOTCS IO OIEPATHBHBIM BOIMPOCAM M JUIA
OpraHu3alliH NCIIOJIHEHUS IPYTHX PACTIOPSIUTEIBHBIX TOKYMEHTOB!
BriGepute oquH OTBET:



a. paCIOpsKCHUS

b. penieHus

C. IOCTaHOBJICHUS

d. mpukazbl

Bomnpoc 12

Kaxkas xapakrepuctuka HE cooTBeTcTBYeT cucTeMe pacliopsiAMTENIbHON JOKYMEHTAUU:

Bribepure oquH oTBET:

a. OTH JOKyMEHTBl COJEp)KaT IOPUAWYECKU BJIACTHBIE MNPEANHCAHUS CYOBEKTOB
VCIIOJHUTEIIBHOM BJIACTH, aJpecaTaMd KOTOPBIX SIBJISIFOTCS. KOHKPETHBIE OpraHU3alluHy,
CTPYKTYpPHBIE IOJpa3/ieieHUs, JOJDKHOCTHBIE JIUIA, PAOOTHUKU. DTH TPEINUCAHUS SBISIOTCS
IOPUANYECKAMH TOKyMEHTAaMH, BBI3bIBAIOLIMMHY BOZHUKHOBEHNE KOHKPETHBIX aIMUHUCTPATUBHO-
MIPABOBBIX OTHOLIEHUI

b. DT JNOKYMEHTBHIPEryJUPYIOT OTHOLIEHUS B HEPapXUYECKOHl cUCTeMe YyIpaBJICHUs
«CBEpPXY BHM3» (OT BBILECTOSALINX OPraHOB, OPTaHU3ALNN, JOJKHOCTHBIX JIULL K HMPKECTOSIILIAM)
U OTPAKAIOT YIPABICHUYECKUE PELICHMs, HalpaBICHHBIE Ha JOCTWIKCHHME LeNed U 3amad
OpraHu3aluu

C. OTH JOKYMEHTBI CO3[al0T OpraHU3alyI0, YCTAHABIUBAIOT €€ CTPYKTYPY, ONPEACISAIOT
IITaTHYIO YHCIEHHOCTh W COCTaB pPA0OTHUKOB MO JOJDKHOCTSIM, OIPENENIOT (YHKIUU
CTPYKTYPHBIX NOJpa3Je/ICHUM, COBEIIATEIbHBIX, KOJUIETHAIBHBIX OpPraHOB, YCTAaHABIMBAIOT
peXUM paboTHI, OCYIIECTBISIIOT OPraHMU3ALMIO TPyJa U pacmperesieHre 00sS3aHHOCTEH MEXIy
pabOTHUKAaMU, ONPEAEISIOT MOPAJOK PEOpraHU3allii U JUKBUAALUN OpraHU3aluu

d. DT TOKYMEHTHI U3Jal0TCS HA OCHOBE MJIM BO UCIIOJIHEHHE 3aKOHOB, IOCTAHOBJICHUH U
pacniopsbkeHuid [IpaBurenscrsa P@, BpIIECTOANIMX OPraHOB BIACTH W YIPABJICHUSA. OTH aKThI
U3JIAI0TCS TaKXkKe 110 MHULMATUBE PYKOBOJUTENEH B Mpeesiax UX MOJTHOMOUYMN U KOMIIETEHIUU
JUIsL OCYILECTBIICHNUS LIEJEeH U 3a1a4 OpraHu3aluu

Bormpoc 13

KakoBa uepapxuyeckas CUCTeMa pacHOpSIUTENbHBIX JOKYMEHTOB MO cdepe neicTBus
(cBepxy BHHU3):

1) mpaBoBble akThl, JCHCTBYIOIIME B PAMKAX OTAEIbHON OpraHU3alUM, YUYpEexKIEHHs,
IpeNnpUsITUsL, GUPMBL;

2) npaBOBbI€ aKThl, ICHCTBYIOIIME B IIpeJiesax oTpaciau (M34at0TCs OTPACIEBBIMU OpraHaMH
dbeneparbHON UCTIOTHUTEILHON BIIACTH);

3) mpaBOBBIE aKkThl, JEHCTBYIOIIME HA YpoBHE cyObekTOB PD — kpaeB, obnacrelt, ropoaoB
pecnyOnukanckoro 3HaueHust Mocksbl 1 CankT-IleTepOypra, aBTOHOMHBIX 00J1aCTe U OKPYTOB,
a TaKk)Ke UX TepPUTOPHATIBLHBIX 00pa30BaHuil;

4) mpaBoOBbl€ aKTHI, JEHCTBYyIOIIME Ha (enepaJbHONl ypOBHE, — aKThl, H3JaBacMble
IIpesunentom PO, IIpaBurensctBoM PD, opranamMu HCIIOJIHUTEIBHOM BIIACTH.

Bri6epuTe ouH OTBET:

a.4231

b.1,3,24

c.1234

d. 4,321

Bompoc 14

Ha kakue rpynmbl Jnensrcs pacHnopsAUTeNbHbIE JOKYMEHTBI C TOUKH 3PEHUS MPHUHSTUS
peleHuii (mopsika pa3perieHust BOIPOCOB):

Bribepute o OTBET:

a. CO3/1aBaeMbI€ B YCIOBUSAX KOJJIETHAIIBHOCTH/ CO3/laBaeMble Ha OCHOBE €IMHOHAYAIIHS

b. HOpMaTHBHbBIE/ HEHOPMATHBHbIE

C. IepBUYHBIE/ BTOPUYHBIE

d. Bo ucnionHeHne/ MHUITUATHUBHbBIE

Bompoc 15

Kakue pacnopsiiuTenbHble JOKYMEHTHI OTHOCSTCS K JOKYMEHTaM, CO37aBacMbIM B
YCIJIOBUSX KOJUIETUAIIBHOCTH:

Bri6epute oauH OTBET:

a. pelIeHus

b. ykazanust



C. IIpHUKa3bl
d. pacnopspxeHust
Bomnpoc 16
Kakue pacnopsaurensubie 1oKkymMeHTsl HE oTHOcsTCS K JOKyMeHTaMm, M3JaBaeMbIM Ha
OCHOBE €IMHOHAYaJIU:
Br16epute ouH OTBET:
a. IIpUKas3bl
b. pacniopskeHus
C. IOCTAHOBJICHUS
d. ykazanus
Bomnpoc 17
Kakue opransl (opranuszanuu) AeMCTBYIOT Ha IPUHIMIIAX €AMHOHAYAIIM:
Bribepure oquH oTBET:
a. rOCyJapCTBEHHBIE BY3bl
b. aknmoHepHbIe 001IeCTBA
c. [IpaBurensctBo PO
d. opranbl UCIIOJTHUTEJIBHON BIACTH
Bormpoc 18
Kakue oprans! (opranuszanun) 1eiCTBYIOT Ha yCIOBUAX KOJJIETHATbHOCTHU:
Bri6epure ouH OTBET:
a. (henepanbHBIE MUHHCTEPCTBA
b. BbICIIME OpraHbl  yNpaBICHUS  KOMMEPYECKMX  OpTaHW3alMii  Pa3IMYHBIX
OpraHU3alMOHHO-IIPABOBBIX (POpPM
C. aAMMHHUCTpaK cyOBbekTOB PD 1 Apyrux TeppuTopraibHBIX 00pa3oBaHui
d. opranbl UCIIOJTHUTEJIBHON BJIACTH OpraHU3alMi yupexaeHul, npeanpusTiii, pupm
Bormpoc 19
Kakue pacnopsiautenbublie 10KyMeHThl npoxoaat MHBIE craaun npouenyps! u3ganus:
1) wu3ydeHue cyliecTBa YNPaBICHUECKOIO BOIpPOCa, WHULMHUPOBAHUE pELIEHUS —
o0ocHOBaHUE HeoOxoauMocTH n3nanus P/I;
2) cOop ¥ aHaK3 HHPOPMAIIUH 110 BOIIPOCY;
3) moAroTOBKa MPOEKTa PACHOPSIIUTENLHOTO JJOKYMEHTA;
4) corysacoBaHue WiIM OOCYXJIEHHE Ha 3aceJaHUU KOJUIETHMaJbHOTO OpraHa IpOeKTa
pacopsAUTEIBLHOTO JOKYMEHTA;
5) BHecenue npoekTta PJ] Ha paccMoTpeHne pyKOBOJICTBA;
6) NpUHSATHE PELICHUs — NOAICAHNE TOKYMEHTa,
7) peructpanus 10KyMeHTa;
8) 1oBeICHNE PACHIOPSAUTEIBHOTO JOKYMEHTA 10 UCIIOJTHUTENEH.
Bri6epuTe ouH OTBET:
a. MpHKas3bl
b. pacniopsokeHus
C. pelIeHus
d. ykazanus
Bompoc 20
N3 xakux yacTer COCTOUT TEKCT PaCOPSAIUTEIBHOrO TOKYMEHTA:
Bribepute ouH OTBET:
a. aHaJIMTHYecKas yacTh/ 000011aro1as 4yacThb
b. pa3bsacHUTENbHAs YacTh/ JUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOLasl 4acTh/ pacropsiuTeNbHAas YacTh
d. BBO/IHAs YacTh/ OCHOBHAsI YacTh/ 3aKIIOYUTEIbHAS YaCTh
Bormpoc 21
Ha xakue rpynmsl 1ensTcsi IpUKasbl 110 XapaKTepy OCHOBAHUS [T U3TaHH:
Bri6epute ouH OTBET:
a. HOpMaTHBHbIE/ HEHOPMATUBHBIE
b. coznaBaeMble B yCIOBUSAX KOJUIETHAIBHOCTH/ CO3/laBa€Mble Ha OCHOBE €IMHOHAYaIHs
C. IepBUYHbBIE/ BTOPUYHBIE
d. BO ucnosHeHne/ MHUIIMATUBHBIE



Bonpoc 22
Kakue npukasbl Ha3bIBAIOTCSI HHUIIMATUBHBIMU:
BriGepute oquH OTBET:
a. M3/1aBaeMble B CBA3M C OCYIIECTBICHMEM WHUIMATUB IO OPraHU3alUy HCIOIHEHUS
MIPABOBBIX aKTOB, IPUHATHIX PABHOIIPABHBIMHU JIEJIOBBIMU MTaPTHEPAMHU OpPTaHU3alUN
b. u31aBaeMbIe B CBS3H C HEOOXOIMMOCTBIO OCYIIECTBICHUSI COOCTBEHHOH JIESTEILHOCTH B
COOTBETCTBUU C HAJICJICHHBIMH (DYHKIUSIMHU U 33ja4aMu
C. M3J1aBaeMble 110 MHUIIMATHBE TOJYNHEHHBIX
d. u3gaBaemble C LEIBI0 OPraHU3alMU HCIOJHEHUS MPHUHATHIX 3aKOHOJATENbHbIX,
HOPMAaTHBHO-IIPABOBBIX AKTOB M MHBIX MOPYYEHUH BHILIECTOSIINX OPraHOB
Bomnpoc 23
Kakumu crnoBamu [OJDKEH HAYMHATBCS TEKCT MpPHUKa3a, €CIM €ro H3JaHhe BBI3BAHO
HEOOXOJUMOCTBIO HCIIOJIHEHUS! MPUHATHIX 3aKOHOJATENbHBIX, HOPMAaTUBHO-TIPABOBBIX AKTOB U
MHBIX TOPYYEHHI BBIIIECTOSIINX OPTaHOB:
Bri6epute oauH OTBET:
a. «B nemx...»
b. «B cooTBercTBUU C...»
c. «Mcxons us...»
d. «BcBszu c...»
Bormpoc 24
Kakumu crnoBamMu [OMKEH HAUMHATHCS TEKCT IMPHKA3a, €CIH €ro M3JaHue BbI3BAHO
HEOOXOIMMOCTBIO OCYIIECTBICHHSI COOCTBEHHOH JIESTEILHOCTH 110 MHUIIMATUBE OpPraHU3aIHu:
Bri6epute o OTBET:
a. «BcBsasuc...»
b. «Ha ocHoBanuu...»
c. «Bo ucnonnenwue...»
d. «B cooTBeTCTBHH C....»
Bormpoc 25
Kakue pacnopsautenbHbie JOKYMEHTHI MOKET M37aBaTh B Ipe/ieiax CBOCH KOMIIETEHIUH
PYKOBOJIUTEINb OPTaHU3AINH, JCHCTBYIONIEH Ha OCHOBE KOJUIETHAILHOCTH:
Bribepure o= OTBET:
a. peIeHHs
b. mpukassl
C. TOCTAHOBJICHHS
d. pacnopspxeHust
Bormpoc 26
Kakue pacnopsaurenshHele aokymeHtel HE Moryr wuspgaBate B mpenenax cBoe
KOMITETEHIIMH PYKOBOIUTEIHN OPTaHNU3allni, NEHCTBYIOMNX Ha OCHOBE €IMHOHAYAIIHS:
Bribepure o= OTBET:
a. yKa3zaHUs
b. pacnopsikeHus
C. TIPUKAa3bI
d. pemenus
Bormpoc 27
Kakue nokymentst HE MoryT noanucsiBaTh B Ipeziesiax CBoei KOMIETEHIUU PYKOBOIUTEIH
CTPYKTYPHBIX ITOJAPA3ACIICHHN:
Bribepute ouH OTBET:
a. yKa3zaHUs
b. mpukassl
C. pacIopsHKEeHUs
d. mpOTOKOIIBI
Bormpoc 28
C Kakoro MOMEHTa paclOpSIUTENbHBIA JTOKYMEHT MpHOOpeTaeT craTyc O(QUIHAIbHO
U3JJAHHOTO:
Bribepurte oquH OTBET:
a. TocCJIe MOANNUCAHUS



b. mocne gatupoBaHus
C. IIOCTIE PETUCTPALNH
d. mocne cornacoBaHus
Bompoc 29
B KkakoM pacnopsaMTEIbHOM JIOKYMEHTE KOMMEPYECKOW OpPraHM3alluU HCIIOJIBb3YEeTCS
(dbopma U3NOKEHHS TEKCTa OT MEPBOTO JIUIA AMHCTBEHHOT'O YNCIIa:
Bribepure o1H OTBET:
a. B pEUICHUU
b. B pacniopsnkeHUN
C. B IOCTAHOBJICHUU
d. B COBMECTHOM IpHKa3e
Bomnpoc 30
B kakoM pacnopsMTENIbHOM JTOKYMEHTE HCIOJb3yeTcsi (hopMa H3JI0KEHUS TEKCTa OT
NIEPBOTO JIMIIA MHOYKECTBEHHOTO YHCIIA:
BriOepure o1H OTBET:
a. B IOCTAHOBJICHUU
b. B ykazaHuu
C. B pEUICHUU
d. B COBMECTHOM IpHKa3e
Bompoc 31
dopma Kakoro Triarojsia He JOJDKHA OTACISATHBBOJHYKO YacTh PaCIOPSIUTEIBHBIX
JOKYMEHTOB OT PacropsiIUTeIbHOM:
BriOepure o1H OTBET:
a. [IPUKA3BIBAEM
b. [IPEJJJIAT AIO
c. PEHIAIO
d. IOCTAHOBJISIET
Bompoc 32
Kakoii rnaron He npuemiieM B (hOpPMYJIHUPOBKE BIACTHOTO PEIICHHS OpraHa YIpaBIICHHS,
U3/IAFOIIET0 PaCTIOPSIIUTEbHBIN JTOKYMEHT:
Bribepure o= OTBET:
a. KYCHIIUTB
b. «3a4nCIUTH»
C. «TIOATOTOBUTHY
d. «pa3paboraTb»
Bompoc 33
Kakotii rmaron npeanoutuTeneH B GOpMyITHPOBKE BIACTHOTO PEIICHUS OpraHa yrpaBleHus,
U3/IAFOIIET0 PaCTIOPSIIUTEbHBIN JTOKYMEHT:
Bribepure o= OTBET:
a. «OPraHU30BaThH)
b. «IIPUHSTH MEPbD»
C. «TIOHSATH
d. «aKTUBU3HPOBATHY
Bonpoc 34
Kakotii rmaron npeanoututeneH B GOpMyITHPOBKE BIACTHOTO PEIICHUSI OpraHa yIpaBlieHus,
U3/IAFOIIET0 PACTIOPSIIUTENFHBIN JTOKYMEHT:
Bribepute ouH OTBET:
a. «TIOBBICHUTBY
b. «ymyqmmTs»
C. «PaCCMOTPETH»
d. «obecneunTh»
Bomnpoc 35
Kakotii rmaron npeanoututeneH B (GOpMYIHPOBKE BIACTHOTO PELISHUS OpraHa yrpaBleHus,
W3/TAFOIIETO PACTIOPSIUTEbHBIN TOKYMEHT:
Bribepure ouH OTBET:
a. KYCHIIUTHY



b. «IIpUHATH MEpPBD»
C. BO3JIOKUTH»
d. «TIOBBICUTHY
Bomnpoc 36
B kakolf yacTu pacHopsSAMTENBHOTO JOKYMEHTa HEOOXOAMMO IIOMeIlaTh IepedyeHb
JOKYMEHTOB, YTPAaTUBIIMX CHUJIY HJIM MOJUICkKAIIUX M3MEHEHHIO B CBSI3M C M3JIaHUEM JaHHOTO
aKTa:
Br16epute ouH OTBET:
a. B JJI0OOM IyHKTE pacropsauTeIbHON yacTu
b. B IepBbIX MyHKTaX PaclopsAUTEIbHON YacTu
C. B KOHCTaTUPYIOIIEH YacTu
d. B KOHIIE TeKCTa
Bomnpoc 37
B kaxoii yactu pacnopsAMTEIbHOTO JOKYMEHTa YyKa3bIBaeTcsi MH(OpMaIus O TOM, KTO
OCYILECTBIISICT KOHTPOJIb €r0 UCIOJHEHHUS:
Br16epute ouH OTBET:
a. B IEPBOM ITyHKTE paclopsIUTeIbHON YacTu
b. opopmisieTcs OTAeNBbHOM CTPOKOW TOCIIE BCEX IYHKTOB
C. B [IOCJIETHEM ITyHKTE PACIOpSAAUTENbHOM YacTu
d. B KoHCTaTHpYIOLIEH YacTn

Tect 5 2 xypc

Bomnpoc 1

Kakomy MOHATHIO COOTBETCTBYET CIEAYIOIIAsl XapaKTepUCTUKA:

OTO JAOKYMEHT, COJAep’Kalluil MOA3aKOHHOE O(UIIMAIbHOE pelIeHue, NIPUHATOE OPraHOM
VCIIOJIHUTEJIBHON BJIACTH WIHM JOJDKHOCTHBIM JIMIIOM B OJHOCTOPOHHE-BIIACTHOM IIOPSAJKE U C
COOJIIOJIEHHEM YCTAHOBJICHHOM NPOLEIYphl IO TOMY WJIM MHOMY BOIIPOCY, OTHECEHHOMY K €ro
KOMIIETEHIINH, OOJEYeHHOe B TPEAYCMOTPEHHYIO 3aKOHOM (opMy H TOpOXKIAroIiee
IOPUANYECKUE TIOCIEACTBHS.

Bri6epuTe ouH OTBET:

a. HOpMBI IIpaBa

b. mpaBoBOM aKT

C. HCHOPMAaTHUBHBIN IIPaBOBOM aKT
d. HopMaTUBHBII TPaBOBON aKT

Bormpoc 2

KakoMy MOHATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTEPUCTHKA!

OTO JOKYMEHT, COJepKallMii TmpaBuja TOBEIEHUS, paclpOCTpaHSIOUIMECs Ha
HEOMpeeNIeHHbI KpYyr JIMIl, HM3/JaHHblE HAa OCHOBAaHMU U BO MCIIOJHEHHE (QenepaIbHOro
3aKOHOJATENbCTBA, O00s3aTeNbHbIE JUUISI MCIOJHEHHUS OpraHaMHM TIOCYJapCTBEHHOW BJAcCTH,
MECTHOIO CaMOYIIPABJICHHSA, WX [JOJDKHOCTHBIMH JIMIIAMH, IOPUAMYECKUMH JIMLAMU U
IrpaKJaHaAMU.

Bribepute ouH OTBET:

a. HOpPMAaTHBHBIN ITPAaBOBOM aKT

b. HEHOPMATUBHBIN PABOBOM aKT

C. IPaBOBOM aKT

d. HopMBI TpaBa

Bompoc 3

KakoMy MOHSATHIO COOTBETCTBYET CIICIYIOIIAs XapaKTePUCTHKA!

DTO pelieHusl Mo KOHKPETHBIM BONpOcaM, OOpaimieHusi K KOHKpPEeTHbIM juiaMm. OHHU He
coacpKar KaKux-I110o0 06I_HI/IX IMpaBUJI MMOBECACHHUA W paCCUUTAaHbl HA OJHOKPATHOC ITPUMCHCHUC.

OHU cBsA3aHHBIE C peanmauneﬁ MMpaBOBbBIX HOPM, HX HTPHUMCHCHUCM, MUCIIOJIHCHHUCM,
HCITIOJIB30BaHHUECM.

Bribepure ouH OTBET:
a. HOPMATHUBHBIN TPABOBOM AKT



b. HOpMBI TIpaBa
C. IPaBOBOM aKT
d. HEeHOpMaTUBHBIN TTPABOBOM aKT

Bonpoc 4
Ha kakume rpymmbl moapa3iensiorcs (OpMBI TPAaBOBBIX aKTOB B 3aBUCHUMOCTH OT
IOpPUINYECKUX CBONCTB:
Br16epute ouH OTBET:
a. OTKPBITHIE/CEKPETHBIE
b. mepBUYHBIE/ BTOPUIHBIE
c. opurmanbpHbIe/ HEODUITMATBHBIC
d. HopMaTUBHBIE/ HCHOPMATUBHBIC

Bomnpoc 5

B xakoM psiy mepedrcieHbl TONBKO IEPBUYHBIE TIPABOBBIC AKTHI:
Br16epute ouH OTBET:

a. 3aKOH, YKa3, pacropspKeHHe

b. mpukas, crannapt, MPercKypanT

C. perilaMeHT, yKa3aHue, pyKOBOJICTBO

d. pekomeHmauu, IporpaMmMa, peleHue

Bompoc 6

B kakoMm psily epednciieHbl TOJIbKO BTOPUYHBIC TPABOBBIC aKThI:
Bri6epure ouH OTBET:

a. TOJIOXKEHMSI, IPAaBUJIa, MHCTPYKIIUU

b. pa3bsacHeHUsl, penieHne, MprKa3

C. pacropshKeHHe, YKa3aHue, CTaHIapT

d. mopsok, knaccuukarop, MOCTAHOBJICHHE

Bomnpoc 7
Kakme HOpMmaTuBHBIE TIpaBOBbIE aKThl MOTYT TPUMEHAThCA Oe3 oduIHMaTEHOTO
OnyOJUKOBAHMS IJIs1 BCEOOIIETO CBEACHUS:
Bri6epute ofuH OTBET:
a. 3aTparuBarolIre 00s13aHHOCTHU TpaXk/1aH
b. 3aTparuBarorrie cCBOOO bl TpaxaaH
C. AKTbl ME€)KBCIJOMCTBCHHOT O xapaKTepa
d. 3arparuBaroiiue npasa rpaxiaaH

Bompoc 8
K kaxoii cucteme TOKyMEHTallUU OTHOCSTCS IPUKA3bl U PACHOPSIKEHUS:
Bribepure o= OTBET:

a. cucTeMa pacropsIuTeNbHON JOKyMEHTAIUH

b. cucrema opraHu3alMOHHO-TIPAaBOBOM JIOKYMEHTALUN

C. cucTeMa JIOKYMEHTOB JIMYHOT'O TPOUCXOKICHUS

d. cucrema nH(pOPMAIIIOHHO-CIIPAaBOYHON JTOKYMEHTAIIUU

Bomnpoc 9
KakoMy MOHSATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTepUCTHKA!
JlokyMeHTBbI, 00J1a1at01I1e FOPUINUECKOM CUIION, N3/JTaBaeMble pPyKOBOACTBOM OpTraHU3aIlUH
U Ccojep)Kalllue YIpaBJI€HYECKHE pELIEHUs, HAIpaBJIEHHbIE Ha BBHIMNOJIHEHHE TEKYIIUX U
NEPCIIEKTUBHBIX 3a/1a4:
Bri6epute ouH OTBET:
a. nH(OPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI
b. opraHu3alOHHO-TIPABOBbIE IOKYMEHTHI
C. IOKyMEHTBHI 110 JIMYHOMY COCTaBYy
d. pacnopsiauTeNnbHbIE JOKYMEHTHI



Bompoc 10

Kakue pacnopsaurensusie nokymeHTsl HE wm3marores B cimywasx, korga HEoOXoIuMo
OPUHATH HOPMATUBHBIA WM WHAMBHUIAYAJbHBI aKT IO OCHOBHBIMBOIIPOCAM KOMIICTCHIIUU
OpraHu3aluu:

Br16epute ouH OTBET:

a. yKa3zaHus

b. mpukassl

C. IOCTAHOBJICHUS

d. pemmenus

Bormpoc 11
Kakue pacnopsiiurenbHble JOKYMEHTHI W3/Aal0TCA IO OINEpPaTHBHBIM BOMpPOCAM M JUIS
OpraHu3aly UCIIOTHEHUS IPYTHX PACTIOPSIUTEIBHBIX JOKYMEHTOB!
Bri6epute oauH OTBET:
a. pacropsKeHUs
b. pemenus
C. TOCTAHOBJICHUS
d. mpukasbl

Bomnpoc 12
Kaxkas xapakrepuctuka HE cooTBeTCTBYET cucTemMe pacliopsiAMTEIbHON JOKYMEHTAUU:
Bribepure ouH OTBET:

a. OTH JOKyMEHTBl COJIep)KaT IOPUAMYECKU BJIACTHBIE MPEANUCAHUS CYObEKTOB
VCIIOJHUTEIIBHOM BJIACTH, aJpecaTaMd KOTOPBIX SIBJISIFOTCSI KOHKPETHBIE OpraHu3alluy,
CTPYKTYpPHBIE IOJIPa3/eICHUs, JOJDKHOCTHBIE JIUIA, PAOOTHUKU. DTH TPEIANHCAHUS SBISIOTCS
IOPUANYECKUMH IOKyMEHTAaMU, BBI3bIBAIOLIMMHI BOSHUKHOBEHNE KOHKPETHBIX aIMUHUCTPATUBHO-
MPABOBBIX OTHOLIEHHUI

b. DT NOKYMEHTBl PEryJupyloT OTHOLIEHHS B HEpapXMUeCKOW cHCTEeME YIpaBJICHUS
«CBEpXY BHM3» (OT BBILIECTOSALIMX OPraHOB, OPTaHU3ALUN, JOJKHOCTHBIX JIUI K HIDKECTOSIIIIAM)
U OTpakaroT YIPABJICHUYECKHE pELICHUSA, HAIpPaBICHHBIE Ha JOCTIDKEHHME LEelIed U 3axad
OpraHu3anuu

C. OTU JOKYMEHTHI CO3JIal0T OpraHU3allMI0, YCTAaHABIUBAIOT €€ CTPYKTYPY, ONPEACISIOT
HITATHYI0 YHUCIEHHOCTh M COCTaB pPaOOTHUKOB IO JIOJDKHOCTSIM, ONPEAENstoT (QyHKUUU
CTPYKTYPHBIX IOAPA3ICIICHUN, COBELIATENIbHBIX, KOJUIETHAJIbHBIX OpPraHOB, YCTAHABJIMBAIOT
pexXuM paboThl, OCYIIECTBISIOT OPraHU3AIMI0 TPyJa U paclpeleneHne 00sI3aHHOCTEH MEXIy
pabOTHUKAaMU, ONPEAEISIOT MOPSAJOK PEOpraHU3allii U JUKBUAALUN OpraHU3aluu

d. OTH AOKYMEHTHI U3AaI0TCSI HA OCHOBE MJIM BO UCIIOJHEHHE 3aKOHOB, IIOCTAaHOBJIEHUH U
pacniopspkeHuid [IpaBurenscrsa P@, BRIIECTOANIMX OPraHOB BIACTH M YIPABJICHUSA. OTH aKThl
W3/IAF0TCS TaK)Ke N0 MHUIMATUBE PYKOBOJAUTENEH B MpEAENIax UX IMOJTHOMOYUN U KOMIETEHIUN
JUISL OCYLIECTBIICHUS LEIEeH U 3a71a4 OpraHu3aluu

Bompoc 13
KakoBa nepapxuyeckasi cucTemMa pacrnopsIuTeNbHBIX JOKYMEHTOB MO cdepe aeicTBUs
(cBepxy BHHU3):

1) mpaBoBble aKThl, ACHCTBYIOIIME B paMKax OTAEIbHOW OpraHM3aliH, YUPEKICHHUS,
OpeanpusTHs, GUPMBI,

2) mpaBOBbI€ aKThI, JCHCTBYIONINE B IIpeIeIax oTpaciu (U3/1at0Tcs OTPACIEBBIMU OpraHaMH
(benepaabHON UCTIOIHUTEIBLHON BIACTH);

3) mpaBOBBIEC aKTHI, ICUCTBYIONINE Ha ypoBHE CyOBekTOB PD — KpaeB, obiacreii, TOpo10B
peciryOimnkanckoro 3HaueHust MockBel U CankT-IlerepOypra, aBTOHOMHBIX 00JIaCTel U OKPYTOB,
a TaK)Ke UX TEPPUTOPUATIBHBIX 00Pa30BaAHUL;

4) mnpaBoBblE aKThl, JEHCTBYIOIIME Ha QenepaabHOi YpOBHE, — aKThl, H3JaBacMble
IIpesunenrom PO, ITpaButensctBoM PO, opranamu MCIIOJHATEIBLHOMN BIACTH.

Bribepure ouH OTBET:
a.4,2,31



h.1,32/4
c.123,4
d. 4,321

Bomnpoc 14
Ha kakue rpynnbl IensTcsl paclnopsIuTelbHble JOKYMEHThI C TOYKHM 3PEHUS MPUHATUS
peleHui (opsiika pa3pereHusi BOIpOCOB):
Br16epute ouH OTBET:
a. CO3/1aBaeMbl€ B YCIOBUAX KOJUIETHAIBHOCTH/ CO3/JaBa€Mbl€ Ha OCHOBE €IMHOHAYAIIUS
b. HOpMaTHBHBIE/ HEHOPMATHUBHBIE
C. IepBUYHbIE/ BTOPUUHBIE
d. BO ncnonHeHrne/ MHULIMATHBHBIC
Bomnpoc 15
Kakue pacnopsiuTenbHble JOKYMEHTBI OTHOCSTCS K JOKYMEHTaM, CO3JaBacMbIM B
YCIOBHAX KOJUIETMAIbHOCTH:
Br16epute ouH OTBET:
a. peLeHUs
b. ykazanwus
C. IIpHUKa3bl
d. pacnopspxeHust

Bormpoc 16
Kakue pacnopsiautenbhbie 10KyMeHThl HE OTHOCSTCS K JOKyMEHTaM, W3JaBacMbIM Ha
OCHOBE €MHOHAYAIIHUS:
BriOepure o1H OTBET:
a. IPHUKAa3bI
b. pacriopspkeHUs
C. TOCTAHOBJICHUS
d. ykazanus

Bonpoc 17

Kakwue opransl (opraHu3anum) ASHCTBYIOT Ha TPUHITATIAX SAMHOHAYAITHS:
Bri6epute ofuH OTBET:

a. TOCYJapCTBEHHBIC BY3bI

b. akiroHepHbIE 00IIeCTBA

c. [IpaBurenscTBo PO

d. opraHsl UCIOTHUTENBHO BIIACTH

Bomnpoc 18
Kakwue opransl (opranusanuu) JeMCTBYIOT Ha YCIOBHSIX KOJIETHaJIbHOCTH:
Bribepure o= OTBET:
a. ¢peaepanbHbIe MUHUCTEPCTBA
b. BbIcIIME OpraHbl  yNpaBIE€HUS  KOMMEPYECKHMX  OpraHu3alMil  pa3IM4HBIX
OpraHU3aI[MOHHO-TIPABOBBIX (OpM
C. aIMMHUCTpaAK cyOBbekToB P 1 Apyrux TeppuTopraibHbIX 00pa3oBaHui
d. opraHbl UCTIOTHUTENBHOM BJIACTH OpPraHU3alMNA yUpPEXKIEHUH, PeANpUsTU, GupM

Bormpoc 19

Kaxkue pacnopsaurensubie 1okyMeHThl mpoxoaat UHBIE ctaguu npouenypsl uzganus:

1) wu3ydeHHWe CymiecTBa YIPaBICHYECKOTO BOIPOCA, WHHUIIMUPOBAHHE PEIICHUS
000ocHOBaHHE HEOOX0AUMOCTH H3aaHus P/I;

2) cOop u aHanu3 UHQPOPMAIIUH 10 BOMIPOCY;

3) MOArOTOBKA MPOEKTA PACTIOPSAUTENBHOTO IOKYMEHTA;

4) cormacoBaHuWe WIH OOCYXICHHE Ha 3aceJaHWM KOJUIETHAJIBHOTO OpraHa TMpOoeKTa
pacHopsiAUTENBLHOIO JOKYMEHTA,

5) BHecenue npoekTa PJ] Ha paccMoTpeHne pyKOBOJICTBA,



6) PUHSTHE PEHICHUS — IOIICAHUE TOKYMEHTA;
7) peructpanus JOKyMEHTa;
8) moBeneHHE PACTIOPSAUTEIEHOTO JOKYMEHTA 10 HCITOTHUTEIICH.
Bribepute ouH OTBET:
a. IPHUKAa3bI
b. pacniopsokeHus
C. peleHHs
d. ykazanus

Bormpoc 20
M3 kakuX 4acTei COCTOUT TEKCT PacoOPsAUTEILHOIO JOKYMEHTA!
Br16epute oiuH OTBET:

a. aHAJIMTHYECKAas YacTh/ 0000IIaroIIIas YacTh

b. pa3bpscHUTENbHAS YacTh/ TUPEKTUBHAS YaCTh

C. KOHCTAaTUPYIOIIAs 4aCTh/ PACIIOPSIUTEIbHAS YacTh

d. BBogHas 4acTh/ OCHOBHASA 4acTh/ 3aKIIOYUTEIbHAS YaCcTh

Bormpoc 21
Ha kaxue rpynmnsl 1eaTcsi IPUKa3bl 110 XapaKTepy OCHOBAHUS [T U3JaHUS:
Bri6epure ouH OTBET:
a. HOpMaTUBHbIE/ HEHOPMATUBHBIE
b. coznaBaemble B yCIOBUSIX KOJUIETHAIBHOCTH/ CO371aBaeéMble Ha OCHOBE €IMHOHAYAINS
C. IepBUYHbBIE/ BTOPUYHBIE
d. BO ncnonHeHre/ HHUITUATHBHBIC

Bormpoc 22
Kakue npukasbl Ha3bIBalOTCSI HHULIMATUBHBIMU:
Bri6epure ouH OTBET:
a. M3/1aBaeMble B CBSA3M C OCYILIECTBJICHMEM WHUIMATUB IO OPraHU3allly HCIOIHEHUS
IIPABOBBIX aKTOB, IPUHATHIX PABHOIIPaBHBIMHU JIEJIOBBIMU MTAPTHEPAMH OpPTaHU3alluN
b. U31aBaeMble B CBSA3U C HEOOXOIMMOCTBIO OCYIIECTBICHUSI COOCTBEHHOM JIESTETLHOCTH B
COOTBETCTBUU C HAJICJIEHHBIMU (DYHKIMSIMHU U 33ja4aMu
C. U3/1aBacMbI€ 110 UHUIIMATUBE MTOAUYNHEHHBIX
d. u3gaBaemble € LEIbI0 OPraHU3allMU HCIOJHEHUS MPHUHATHIX 3aKOHOJATENbHbIX,
HOPMAaTHUBHO-IIPAaBOBBIX AKTOB U MHBIX MIOPYUYEHU BBILIECTOSIINX OPIaHOB

Bomnpoc 23
Kakumu crmoBamMu A0MKEH HAYMHATHCS TEKCT MpPHUKa3a, €CIM €ro H3JaHue BBI3BAHO
HEOOXOJIUMOCTBIO HCIIOIHEHUSI TPUHATHIX 3aKOHOJATENbHBIX, HOPMATUBHO-TIPABOBBIX aKTOB U
WHBIX MOPYYEHUH BBITIIECTOSIIUX OPTaHOB:
Bri6epute ouH OTBET:
a. «B menax...»
b. «B cOOTBEeTCTBUU C...»
c. «hcxonmst uz...»
d. «BcBssuc...»

Bompoc 24
Kakumu crioBamMu JOMKEH HAYWHATBCS TEKCT MPUKa3a, €CIW €ro HW3JIaHhe BBI3BAHO
HEOOXOIUMOCTBHIO OCYIIECTBICHUS COOCTBEHHOM JIEATEIBHOCTH 110 MHUIIMATHBE OPTaHU3aIIH:

Bribepute ouH OTBET:

a.«BcBsa3uec...»

b. «<Ha ocHoBanuwu...»

c. «Bo ucnonuenue...»

d. «B cooTBeTCTBMH C....»

Bomnpoc 25



Kakue pacniopsimuTensHbIe TOKYMEHTBI MOKET M3aBaTh B MPENeNiaX CBOCH KOMITCTECHIHH
PYKOBOJUTEINb OpTaHU3AINH, JCHCTBYIONIEH HA OCHOBE KOJUICTHATbHOCTH
BriGepute oquH OTBET:
a. pelIeHus
b. mpukasbl
C. IOCTaHOBIICHUS
d. pactiopspxkeHust

Bomnpoc 26
Kakue pacnopsaurensHble nokymeHTsl HE Moryr wuspmaBare B Ipeaenax CBOeH
KOMIIETCHIIMM PYKOBOJUTEIN OPTaHU3ALMN, AEUCTBYIOIUX HA OCHOBE €IMHOHAYAIIMSL:

Br16epute ouH OTBET:

a. yKa3aHus

b. pacniopsokeHus

C. IPUKa3bI

d. pemenus

Bormpoc 27
Kakue nokymentst HE MoryT moanuceiBath B peziesiax CBO€ KOMIIETEHIIUU PYKOBOAUTEIN
CTPYKTYPHBIX ITOAPA3ACIICHHN:
Bri6epute o OTBET:
a. yKa3zaHUs
b. mpukasbl
C. pacropsiKeHuUs
d. mpoTOKOJIBI

Bomnpoc 28
C Kakoro MOMEHTa pacCIOPSIIUTEIBHBIA TOKYMEHT MPHOOpEeTaeT craTyc O(UIMAIBHO
U3JJaHHOTO:
Bri6epure ouH OTBET:
a. MoCJIe MOANUCAHUS
b. nocne gatupoBaHus
C. IIOCJIE PErUCTpaLiH
d. mocne coryiiacoBaHus

Bormpoc 29
B kakoM pacnopsauTenbHOM JOKYMEHTE KOMMEPYECKOW OpraHH3alud HCIOIb3YeTCs
(opma U3II0KEHUSI TEKCTa OT IEPBOTO JIMIA €ANHCTBEHHOTO YHCIIA!
BriGepure oauH OTBET:
a. B pEIICHUUN
b. B pacriopspkeHHH
C. B IIOCTaHOBJICHUN
d. B COBMECTHOM IpHKa3e

Bomnpoc 30
B kakoM pacmopsAMTENbHOM JTOKYMEHTE HCIONBb3yeTcs (hopMa H3JI0KEHUS TEKCTa OT
MIEPBOTO JIMIIAa MHOXXECTBEHHOTI'O YHCIIA:
Bribepute ofuH OTBET:
a. B IOCTAHOBJICHUU
b. B ykazaHuu
C. B peLICHUU
d. B COBMECTHOM TpHKa3e

Bomnpoc 31

CDopMa Kakoro rjarojla HE JOOJDKHAa OTACIATBBBOJHYIO 4YacCThb pPaCIOpAAUTCIbHBIX



JOKYMEHTOB OT PacropsiiuTeIbHOM:
Bribepure ouH OTBET:
a. [IPUKA3BIBAEM
b. [IPEJJJIAT AYO
c. PEIITIAIO
d. IOCTAHOBJIAET

Bomnpoc 32
Kakoii rnaron He npuemiieM B (hOpPMYJTHUPOBKE BIACTHOTO PEIICHHs OpraHa YIpaBIICHHS,
U3JIAIOMIETO PACTIOPSIUTEILHBIN TOKYMEHT:
Bribepure o1H OTBET:
a. «yCHITUTBY
b. «3a4nCIUTHY
C. «TTOJITOTOBUTHY
d. «pa3paboratb»

Bomnpoc 33
Kakoii rmaron npeanouturesneH B GopMyInpoBKe BIACTHOTO PELICHUS OpraHa yIpaBlIeHHs,
U3/JAIO0ILEr0 PacClopsIUTENbHbIN TOKYMEHT:
Bri6epure ouH OTBET:
a. «OPraHU30BaTh)
b. «IpUHSTH MEpPbD»
C. CIIOAHATHY
d. «akTHBHU3HPOBATH

Bompoc 34
Kakoii rTnmaronm mpeanodrutesieH B (OpPMYyJIMPOBKE BIACTHOTO pEUICHUS OpraHa
yIpaBJICHUS, H3IAIONIETO PACIOPSAUTEIBHBIA JOKYMEHT:
BriOepure o1H OTBET:
a. «TTOBBICHTBY
b. «ymyqmuTs»
C. «PacCCMOTPETH»
d. «obGecieunTh»

Bompoc 35
Kakoli rmaron mnpeamoyrureneH B (QOPMYJUPOBKE BIACTHOIO pEIICHHUS OpraHa
YIPAaBIEHUS, U3AIOIIET0 PACTIOPSIAUTENbHBIN JOKYMEHT:
Bri6epuTe ouH OTBET:
a. KyCHIIUTb
b. «IpUHATH MEPHI»
C. «BO3JIOKUTH
d. «TTOBBICUTHY

Bomnpoc 36

B kakoi wactm pacnopsAguTCIIbHOIO OOKYMCHTA HCOGXO,Z[I/IMO nomMenaTrb ICPCUCHb

JOKYMCHTOB, YTPAaTUBIIUX CHUJTY WM IMOJICKAIIUX M3MCHCHHUIO B CBA3U C U3JAaHHUEM OJAHHOI'O
aKTa:

Bribepute ofuH OTBET:
a. B IIOOOM MyHKTE PACIOPSIUTEIBHON YacTH
b. B MepPBBIX MYHKTAX PACIOPSIUTSIIEHON YacTH
C. B KOHCTaTUPYIOIIEH YacTH
d. B KOHIIE TeKcTa
Bomnpoc 37
B kakoif 9acTH pacropsIuTeIBHOTO JIOKYMEHTa yKa3bIBaeTCss MH(POPMAIUSI O TOM, KTO
OCYIIECTBIISIET KOHTPOIIb €TI0 UCTIOTHECHHUSL:
BriGepute oquH OTBET:



a. B IEPBOM ITyHKTE PACIIOPSAUTEIBHON YacTH

b. opopmisieTcs OTAeNbHON CTPOKON TOCIIE BCEX IYHKTOB
C. B IIOCJICIHEM ITYHKTE PacHOpPSAUTEIBHON YacTH

d. B KoHCTaTHpYyIOLIEH YacTu

[Ipaktuueckoe 3ananue 6 (3 cem)

1. Ucnome3ys matepuan Tembl 6 HacTosmero y4eOHOrO Kypca, 3alOJIHHUTE TaOIHILY
«Knaccuduxarmm nmucem»:

2. Ber kommepueckuii gupexktop OOO «AOCOTIOT» IO MPOAAKE KOCMETHYECKON U
napdroMepHoil mpoaykuuu. Bam Heo0XoauMo HpoBecTH pekiIaMHyro Kammanuio. Odopmute
COOTBETCTBYIOIIIEE MUCHMO ISl IEJIOBBIX TAPTHEPOB.

Ne

n/n

KnaccudurKaumoHHbIM NpM3HaK Pa3HOBMAHOCTU NUCEM

3. Bbl coTpyaHUK, HaXOIANIMICSd B KOMaHIUPOBKE. BaM cpoYHO HYXHBI (PMHAHCOBBIE
JIOKYMEHTBI Bale pupMbl AJ1s1 3aKIF0UEHUS] KOHTpaKTa ¢ nerepOyprckoit komnanueil «Hesay», u
BBl NPOCUTE 3aM. JUPEKTOpa BBICIATh BaM 3TH JOKyMeHTH. O(OpMHUTE COOTBETCTBYIOMIUN
JIOKYMEHT.

Tect Kk pa3zaeay 2 (2 Kypc)
Bomnpoc 1
Kakoe CBOWCTBO JAEJIOBOM MEPENHUCKU OTIMYAECT €€ OT APYIMX CUCTEM M IIOJCUCTEM
JIOKYMEHTAaLUU:
Bri6epuTe oiuH OTBET:
a. obecrieunBaeT MH(GOPMALIMOHHBIN 0OMEH C TPUMEHEHUEM CPE/ICTB CBSI3U
b. caykuT 18 nepegadn uHGopMauu
C. SBJIAETCS HWHCTPYMEHTOM HH(POPMAlMOHHOTO OOMEHa Ha pa3iM4yHBIX CTaIHsIX
BBIPAOOTKH, IPUHSATHUS U BHIOJIHEHUS YIPABICHYECKUX PEIICHUH
d. ciry’>kuT U1 3aKperuieHus HHopMauu

Bormpoc 2
Kaxkue noxymentsl HEJIb3S oTHecTH K 1€710BOM Nepenucke:
Bri6epuTe ouH OTBET:

a. DJIEKTPOHHOE MUCHMO

b. ciy>xeOHast 3anucka

c. TesniehoHOrpamMmMa

d. cimy>xeOHOE TUCHEMO

Bomnpoc 3
Ha xakue pa3HOBUAHOCTH JIEIUTCS JIENOBas MEPENUCcKa 10 MECTy HaXOXKJISHUS ajipecara:
Bribepute oauH OTBET:
a. BXOIAIIAs/UCXOqAIast
b. BHyTpeHHSII/MEX TyHapOoJHAasI
C. cozieprKalasi H0OXO0IMMbIE CBEJICHUSI 00 aBTOpe/aHOHUMHAS
d. opunmansHas/ muaHas
Bomnpoc 4

Kakoro Buga nAenoBOM NEpEeNMCKHM IO TMOJOKEHHIO B uepapxuu ynpasieHns HE
CYyILIECTBYET:
BriGepute oquH OTBET:



a. IepenucKa ¢ pyKoBOJICTBOM U COTPYIHUKAMU OpraHU3aluU

b. mepenucka co CTOpPOHHUMH OpTaHU3AIUSIMU

C. IepEeNMCKa C BHIIECTOSIIMMH OpraHU3alusIMU

d. mepenucka ¢ MOJABEIOMCTBEHHBIMU OPTaHU3AIUSIMH
Bomnpoc 5

Kaxkoii kiaccudukaoHHbIH IPU3HAK MTOJI0KEH B OCHOBY JICICHUS JIEJIOBOM MEPENHUCKU Ha
oUIMaNbHYIO U TUYHYIO:
BriGepure oauH OTBET:
a. 10 HA3HAYEHUIO
b. 10 MecTy HaxOXXJeHUs aapeca
C. IO MOJIOKEHHIO B UEPAPXUU YIIPABJICHHUS
d. o mosIokKeHNIo B cUCTEME JOKyMEHTO000poTa
Bompoc 6

Kakas nepenucka OTHOCUTCS K JTUYHOM:
Bribepure ouH OTBET:
a. ePerucKa MeX1y (GU3NIECKUMH U JOJDKHOCTHBIMH JTUIIAMA
b. mepernucka Mex/y KOHKPETHBIMH PaOOTHHKaMH BHYTPH OpPraHU3alum
C. IEPENKCKa MEXAY OJHUM JOKHOCTHBIM JIMIIOM U IPYTUM JOJKHOCTHBIM JIMLIOM

d. mepernucka Mexay GU3NYECKUMHU JTUIIAMH BHE cepbl UX CIIyKeOHBbIX (0(UIINATbHBIX)
OTHOUIEHUI

Bompoc 7

Kakoii kiaccudukaoHHbIM MPU3HAK MO0JI0KEH B OCHOBY JICJIEHUS J1€JI0BOM NEPENUCKU Ha
NEPEnCKy MOBOIPOCaM MaTepHaIbHO-TEXHUYECKOro obecneueHusl, PUHAHCOB, CTPOUTEILCTBA,
TPAaHCHOPTA, KyJIbTYPHOI0 OOMEHa U T.J.:

Bri6epure ouH OTBET:

a. [10 HA3HAYEHUIO
b. 110 MOJOKEHUIO B UEPAPXUU YIIPABICHUS
C. TI0O OTHOIICHUIO K OIpeNeNeHHbIM cepaM JAeATeNbHOCTH, BONpOcaM, CHCTEMaM
YIpaBIe€HYECKON JOKYMEHTAIMH (110 TEMaTUKE)
d. o moI0XKeHuIo B cUCTEME IOKYMEHT0000poTa
Bompoc 8

Ha xakvie pa3HOBUAHOCTH JICIATCS JISTOBBIC ITMChMA TT0 KOMITO3HIIHH:
Bri6epute ofiH OTBET:

a. MHUIIMATUBHBIC U OTBETHHIC

b. TUTIOBBIE U B IPOU3BOJIIBHOMN hopme

C. IPOCTHIE U CIIOKHBIE

d. BXxomsIIMe U UCXOAIINE
Bompoc 9

Kaxkwe nucema MOANMUCBIBAIOTCA ABYMS JIMIAMU — PYKOBOJUTEIIEM OpraHu3aliii U I'IaBHBIM
Oyxrajirepom:

BriGepute oquH OTBET:
a. rapaHTUHHBIE MHChMa
b. conpoBoAUTENbHBIE THCEMA
C. MHCHhMa-3aMpOoChl
d. pexyiaMHbIE THCHMA
Bompoc 10

Kakomy MOHATHIO COOTBETCTBYET CIIEAYIONIast XapaKTepUCTHUKA: «ITO MOCIEI0BATEIBHOCTD
JIOTHYECKH B3aMMOCBSI3aHHBIX CMBICIIOBBIX YaCTei MUChMa, OOBETMHEHHBIX €TMHCTBOM TEMBD»:
Bribepure ouH OTBET:
a. KOMITO3HMIIUS TEKCTa MIChMa



b. BHYTpeHHsIsI CTPYKTypa MuchMa

c. OJaHK MUChMa

d. TumoBo# hopmysap muckMa
Bompoc 11

Kakum nokymMeHTOM HeoO0XoauMo ohOpMHUTE BO M30eKaHUE HApYIIeHUST HOpM TpyI0BOro
KOJIGKCa IMMHUCHhMEHHOE HAIlOMHUHAHHWE O HEOOXOIMMOCTH SIBUTHCS Ui TOJIyYEHHS TpPYyIOBOU
KHIDKKH YBOJIGHHOMY pa0OTHHKY, HE IMOTYYHBIIEMY €€:

Bribepure o1H OTBET:

a. 3aKa3HOe MIUChMO

b. ¢pakcorpamma

€. SMS-coo0mmenune

d. anexTpoHHOE COOOIIEeHNE
Bormpoc 12

Kakum Buzom noxymenTta Brel HampaBuTe B HOJBEIOMCTBEHHBIC OpPra "HU3AIUH CPOUYHYIO
UH(POPMALIMIO O MOJYYECHHOM IITOPMOBOM IPEAY I "PEXKACHUU:
Bri6epure ouH OTBET:
a. JIeJIOBOE MHUCHbMO, OTIIPABIICHHOE 110 (aKcy
b. Tenerpamma
C. JJIEKTPOHHOE HCHMO
d. Teneponorpamma
Bomnpoc 13

[Toanucate TenedoHOrpaMMy, MOATOTOBICHHYIO AJIS OTIIPAaBKU KOPPECHIOHIECHTaM, UMEET
PaBo:
BriGepuTe oquH OTBET:
a. 3aMECTHUTEIIb PyKOBOIUTEIISI OpTraHU3aIuU
b. paboTHUK MTOApPA3ACIICHUS
C. PyKOBOJIUTEIIb OPTaHU3AIUH WU YITOJITHOMOUYEHHOE UM JIMIIO
d. pyKoBOAHMTENH CTPYKTYPHOTO MOpa3IeICHH
Bormpoc 14

[ToanuceBaTh MUCHMO Ha OJIaHKE CTPYKTYPHOTO MOJIPA3/ICICHUsI HIMEET IPaBO:
Bribepure o= OTBET:

a. 3aMECTHUTENb PYKOBOAUTENS OpPraHU3aNN

b. paGOTHUK CTPYKTYPHOTO MO/Ipa3AeaeHNs, TOATOTOBUBIINI TOKYMEHT

C. PyKOBOJUTENH MOIPA3CICHUS

d. pykoBOJMTEIH OpPraHU3aLuN
Bompoc 15

[Tpu xakom crnocoOe AOCTaBKM €ro ajgpecary NUCbMO OyJeT UMETh IOpU-IAUUYECKYIO CUITY,
€CII TIUCBMO COJIEPXKUT 0053aTeNbCTBO OIUIATUTh OKa3aHHbBIE YCIIy TH:
Bribepute oauH OTBET:
a. IOYTOBAs CBS3b
b. renepoHHast CBA3b
C. QJIEKTPOHHAs 10YTa
d. pakcumubHAS CBS3b
Bompoc 16

[lpu ormpaBKke KakoW Pa3HOBHIHOCTH IMHChbMa MOXKHO OTPAHHYUTHCS (HAKCUMIIBLHOM
CBSI3bIO WJIM DJICKTPOHHOM MOYTON 0€3 JOCHUIKA KOPPECTIOHICHTY TOITTHHHUKA:
BriOepute o1H OTBET:
a. mIChMa-3arpoca
b. pekIaMHOTO MUChMa
C. MIChMa-3aKkasa



d. nuceMa-HarroOMUHAHNUA
Bompoc 17

YKaxkuTe, Kakue 1eJd He MOTYT OBITh peaTrn30BaHbl IPU MO "MOIIH JCTOBBIX THUCEM:
Bribepure o1H OTBET:

a. OTIIpaBKa aJgpecaTy JOKyMEHTOB

b. uHGOPMHUPOBaHHUE KOPPECTIOH ICHTA

C. BBIHECEHUE B3bICKAHUS pa0OTHUKY OpraHU3AIUH

d. oTKa3 B y/IOBJIIETBOPCHUH TIPETCH3UH
Bompoc 18

Ecan nmucemo MMOATOTOBJICHO BCAYIIMM CHCHHUAJIUCTOM OTACIIA TEXHUYCSCKOMH MOAACPIKKHN
OpraHM3alliy, 3aBU3UPOBAHO pYKOBOIUTEIEM OTAeNa M  IOANUCAHO PYKOBOIHMTEIIEM
OpraHMU3alLUy, KOTo CIeIyeT yKa3aTh B KAUeCTBE HCIIOJIHUTEIIS B COOTBETCTBYIOIEH OTMETKeE:

BriGepure oguH OTBeT:

a. PyKOBOJAUTEISI OpraHU3aluu

b. pykoBoxuTeNs OTACA

C. BEIyIIETO CHEeNNalINCTa

d. cekperapst pyKOBOIUTEIS
Bormpoc 19

Kax AOJDKCH IMOCTYIIUTH HCIIOJHUTCIIb, HOI[FOTOBI/IBIHI/Iﬁ JCJI0TBOC IIMCbMO, €CJIH

PYKOBOJUTENb OTAEJa IUIAHMPOBAaHUSA, BH3a KOTOPOTO HEOOXOAMMa, HAaXOIUTCS B
KOMaHJIUPOBKE:

BriOepuTe oquH OTBET:
a. mepeIaTh MMChMO Ha MOJANUCH PYKOBOAUTEIIO O€3 BU3bI
b. 3aBU3UPOBATH MUCHMO Y 3aMECTHUTEISI PYKOBOAUTENS OT/Iela IUIAHUPOBAHMUS
C. 3aBU3UPOBATh MUCHMO CAMOMY

d. ’)xaaTe BO3BpalIeHUs] pYKOBOJMTEIIS OT/IENa INIAHUPOBAHUS U3 KOMAHINPOBKU
Bormpoc 20

Kakoli pa3HOBHJHOCTBIO JEOBOrO0 MUChbMA MOYTOBOE OTIEIECHHUE COOOLIUT IpakKAaHHHY,
YTO Ha €ro UMs MOJIy4Y€HO LIEHHOE MMUCbMO, U IIPUTJIACHUT MOJIYYHUTh €T0:
Bri6epuTe ouH OTBET:
a. MMCbMO-U3BELICHUE
b. nuceMo-npuriIaneHue
C. MUChbMO-TIpoch0a
d. nuceMo-coo01eHue
Bompoc 21

K kakoli pa3HOBUIHOCTH MMUCEM OTHOCUTCS MUCHMO CIEAYIOIIETO COAEPKAHUS:
Coo011aeM, 4To OpraHu3alys BCTPEYH aMEPUKAHCKOM Jiejeraiuu oT KoMianuu "Peitmysi

Xeputymk Heryspk" mopydeHa TUpPEKTOPY My3bl "KaJIbHOTO YUMJIUIIA TyXOBBIX MHCTPYMEHTOB
I1./]. PomaHoBYy:

Bri6epute oguH OTBET:
a. MUCbMO-0TKAa3
b. nuHpOpMaIOHHOE TUCHEMO
C. MUCHMO-TIPEAYTIPEIKICHUE
d. muceMo-cooOrieHue
Bompoc 22

Yem nuceMo-nipeasioxkenue (odepra) oTau4aeTcss OT peKJIaMHOT0 MUChMa!
Bribepurte oquH OTBET:

a. HaIpaBJISIETCS MPOAABLOM MOTCHIMAIBHBIM MOKYIATENSAM C MPEUIOKEHUEM TOBApOB
WJIU YCIIyT

b. HE CBA3BIBAET MPOAABIIA 00S3aTEIIHLCTBOM MPOAATH TOBAP



C. CTUMYJIUPYET UHTEPEC K TOBAPY U XKeJlaHue ero npuodpectu

d. comepkUT HaMepeHue 3aKII0UUTh CIENIKY C YKa3aHHEM €€ KOHKPETHBIX YCIOBUI
Bomnpoc 23

K kakoil pa3HOBUAHOCTH MHCEM OTHOCATCS MUChbMA, C IOMOIIBI0 KOTOPBIX IPOCST BBICIATh
O(UIATEHBIC CBEJICHUS WIIH JJOKYMEHTBI:
Bribepute oauH OTBET:
a. MICbMO-U3BEIICHHE
b. mucerMo-3akKa3
C. MUCHMO-3aIPOC
d. mucemo-mipockoa
Bormpoc 24

Kako# pa3sHOBHUIHOCTH NMHCbMa COOTBETCTBYET CIIEYIOIIUN TEKCT:

B cBsa3u ¢ mponenypoit 6ankporctBa mpeanpuatusi OAO "MockoBc—kui KoHauTep"
IIPOCUM NPEJOCTABUTh JAHHBIE O pa3Mepe J10JIM TOCY 1apcTBa B yCTABHOM KalluTajle Ha3BaHHOTO
MpEeANPUITHS.

Bri6epure ouH OTBET:

a. TUCBMO-TIPEITIOKEHHE

b. muceMo-3anpoc

C. MUCHMO-TIPOChOa

d. muceMo-coobeHue
Bomnpoc 25

Onpenenure pa3HOBUIHOCTh TMCbMA, TEKCT KOTOPOTO MPUBEIECH HUKE:
[Ipocum Bac paccMOTpeTh BO3MOYKHOCTh IIOCTABKM MAapTHUU KOMIUIEK "TYIOIIUX JJISt

HIePCOHATILHBIX KOMIIBIOTEPOB B MepBOi jekae ssuBapst 2013 r. U npu MOJI0KUTEILHOM PEIICHUH
HAIIPAaBUTh HaM OepTy.

BribepuTe 0MH OTBET:
a. MICbMO-HAIIOMUHAHNE
b. nuceMo-3ampoc
C. UChMO-TIPE/ITIOKEHHE
d. muceMo-npock6a
Bormpoc 26

VYkaxure, Kakoe MHCHMO CJIEIyeT HalpaBUTh OPTaHU3AIMH -KOHTPAreHTy IO JIOTOBOPY,
€CJIM 3Ta OpraHu3alMsl He OIUIAYMBAET BB MIOJHEHHbIE BAMU pPabOTHI:
Bri6epuTe ouH OTBET:
a. MUChbMO-COOO0IIeHNE
b. nuceMo-TpeboBaHue
C. IUCbMO-HAIlOMUHAHUE
d. muceMo-nipeTeH3us
Bompoc 27

VYkaxure, Kakoe MUCbMO CJEAyeT HANpaBUTh OPraHU3ALUU-KOHTPAreHTy MO JIOTOBOPY,
€CITM TIOJTyYeHa apTHsl TOBapa B HEHA Ie MKaIllel yIakoBKe, 4TO CKa3aJoCh Ha Ka4eCTBE TOBapa
U TIPUBEJIO K CHU KEHHUIO LIEHBI TP €r0 MPOoIaxKe:

Bribepute ofuH OTBET:

a. MMCbMO-HAINIOMUHAHUE

b. mucemo-3anpoc

C. MUCBMO-TpeboOBaHME

d. nuceMo-nipeTeH3us
Bompoc 28

VkaxuTe, K KaKo pa3HOBUIHOCTU ITUCEM OTHOCHUTCS MUCHbMO CIEAYIOIIETO COJIEP KaHUS:
18 ampenss 2013 r. B 11.30 MectHOoro BpemeHu JlemapTaMeHT TPUPOIOMNOJIb30BAHUS



MIPOBOJIUT CEJICKTOPHOE COBEIIAHWE IO BOMPOCY O CH TyallMd C JICCHBIMH TIOKapaMud |
JIECOHApyUICHUsAMHU Ha Tepputopuu Poccuiic—kou denepanuu.
BriGepute oquH OTBET:
a. IHICbMO-COOOIICHHE
b. NUCBEMO-U3BEIIEHNE
C. MMCHMO-HAIIOMUHAHUE
d. muchMo-TIpUTIIaNeHre
Bormpoc 29

VYkaxuTe Ha3BaHHE PA3HOBUIHOCTU MUCHbMA, IPUBEIECHHOTO HUXKE!
[Ipenyaraem cenpap UCIAHACKYIO B O0ukax B KosmuecTBe 1200 Kr ¢ MOCTaBKOW B TeUEHUE
anpens-utoHs 2013 1. paBHBIMU TapTUSMHU.
BriGepuTe ouH OTBET:
a. MMCHMO-U3BEIICHUE
b. muceMo-nIpeIoKeHe
C. MUCHMO-COOOIICHUE
d. mucpMo-mipockOa
Bompoc 30

K kakoil pa3sHOBUIAHOCTH NHCEM OTHOCHUTCS MHUCHMO Tpa)KJTaHWHA, B KOTOPOM OH
oOpalaercsi B OpraHu3aluio ¢ Mpocb0Oi MOATBEP INTh CTaXK paOOTHI B 3TOM OPraHU3aLUH:

Bri6epure ouH OTBET:

a. MICBbMO-3a1poc

b. mucemMo-TpeboBanme

C. MICBMO-TIPOCK0a

d. muceMo-coobeHue
Bomnpoc 31

Opranu3anus Noay4usia MucbMO-IIPOCch0y CIEIYIOLEro CONEPKaHMSL:

IIpocum Bac mnpenocTtaBUTb MECTO I NPOXOKIACHUS MNPEIIUIUIOM HOW IPAKTUKH
CTYACHTKE 5 Kypca O4HOM (hopMbl 0OyueHMs (haKyJIbTeTa MEIaroruyeckoro oOpazoBaHHs U
cepBucHbIX TexHoJoruit ®I'bOY BIIO «Marnutoropckuii rocyapCTBEHHBIH YHUBEPCUTET», 110
HanpaslieHUI0 «JlokyMeHTOBeneHnE U apxuBoBeneHue» MenseneBoil AnHe AHapeeBHe ¢ 01
¢espais o 28 mapta 2013 r.

VYkaxure, Kakoil U3 BapuaHTOB OTBeTa OyeT 0ojiee MpaBUIbHbBIM:

Bri6epuTe ouH OTBET:

a.

YBaxaeMmsle koJuieru!

Nupopmupyem Bac o ToMm, dYro MBI pagsl MPEAOCTaBUTb  MECTO  JUIs
MPOXOXKACHUSNPEAIUIIIIOMHON npakTuku Bameil crynentke MenBeneBoii AHHe AHJpEEBHE B
o0o3HaueHHbIe Bamu cpoxu.

b.

Coobmaem, 4YTro  Halla  OpraHM3alMsg  TOTOBAa  MPEJOCTaBUTh  MECTO  JUIs
MPOXOXKACHUSNPEAIUIIIIOMHON MpPaKTUKUA CTYyAEHTKE S5 Kypca OYHOW (opMbl 0OydeHus
(dakynpTeTa mENAaroruyeckoro oOpa3oBaHUS M cepBHCHBIX TexHojoruii PI'BOY BIIO
«MarHuToropckuil rocy1apCTBEHHbI YHUBEPCUTET», 110 HAIPABICHUIO «/{OKyMEHTOBEIEHNE U
apxuBoBezieHne» MenseneBoit Auae Anzapeesse ¢ 01 ¢espans nmo 28 mapra 2013 .

C.

Ha Bame mnucemo or ... Ne ... coolmaem, 4To TOTOBBI MPEIOCTaBUTH MECTO IS
MPOXOXKACHUSNPEAIUIIIIOMHON MPaKTUKUA CTYyJAEHTKE S5 Kypca OYHOW (opMbl 0OydeHus
(dakynpTeTa meAaroruyeckoro oOpa3oBaHUS M cepBHCHBIX TexHojoruii PI'BOY BIIO
«MarauToropckuili rocy1apCTBEHHbI YHUBEPCUTET», IO HAIPABJICHUIO «/{OKyMEHTOBEIEHNE U
apxuBoBezieHne» MenpeneBoil Aune Auzapeesse ¢ 01 ¢eBpans nmo 28 mapra 2013 .

d.

Coob1maem, 4To Halla OPraHU3aIMsl MPEAOCTABUT MECTO JUIS MPOXOKACHUS MPAKTUKU JUIS
Ballle¥l CTyICHTKH.



Bomnpoc 32

Kaxkoi#t pa3HOBHIHOCTH TIMCbMa COOTBETCTBYET CIEAyromias s3bikoBas ¢opmyna: «Mbl
yBepeHbl, uTo Bac 3auHTEepecyeT BRICOKOE KaueCTBO HAIlIeH MPOYKIHH...»:
Bri6epute oauH OTBET:
a. mpocwsba
b. pekIaMHOe TUCHMO
C. IpUIJIAIIEHNE
d. odepra (mpenoxxeHue)
Bompoc 33

Kakoii pa3HOBUAHOCTH NMHUChMa COOTBETCTBYET Cleayromas s3bikoBas Gpopmyna: «[Ipocum
coOOLIUTH AaTy npuesna aenerauuu ot Bamel GupMel...»
Br16epute ouH OTBET:
a. mpock0a
b. mpurnamienue
C. HAIIOMUHAHUE
d. naDOpMAIMOHHOE TTUCHMO
Bomnpoc 34

Kakoii pa3HOBHIHOCTM TIHMChbMa COOTBETCTBYET ClEAyHomas s3bIKOBas Qopmyia:
«[IpencraBisito Ha yTBEPKACHHUE MTPOCKT ILJIAHA...»:
BriOepure o1H OTBET:
a. IPEJICTaBIICHHUE
b. oepra (npennoxeHue)
c. mpockba
d. compoBoIUTENEHOE THCEMO
Bompoc 35

Kakoli pa3HOBUIHOCTHM MHCbMa COOTBETCTBYET cClenyomas s3bikoBas ¢opmyna: «K
COXaJIeHUI0, MBI HE MOKEM NPUHATH Baie npenioxenue...»:
Bri6epuTe ouH OTBET:
a. MUChbMO-TIpUTJIAllIEHUEe
b. nuceMo-0TBET
C. IUCbMO-0TKa3
d. nuceMo-U3BUHEHHE
Bomnpoc 36

VYkaxkute Hanbolee «GKeCTKUI» U HEYMECTHBIM BapuaHT OTKa3a:

Bri6epuTe ouH OTBET:
a. B cBsI3U c... enapTaMeHT He MOXKET COTJIACUTHCS C BAIlIMM MPEI0KEHUEM
b. [IpunsTh Bale npeaioKeHue He MPEACTABISIETCS BOBMOXHBIM B CBSI3H C ...
c. B cBsI3u ¢ ... Baie npeanokeHrue HaMu He MPUHUMAETCst
d. B cBsi3u c ... Bale npejioskeHne He MOXKET ObITh TPUHSITO

Bomnpoc 37

Kakoii BapuaHT npesioskeHust TOBapOB U yCIyT 0oJiee mpueMiIeM:
Bribepute ofuH OTBET:
a. Hama ¢pupma rotoBa nocTaBuTh BaM Ka4eCTBEHHYIO M HEJIOPOT'YIO 3JIEKTPOTEXHUYECKYIO
MIPOTYKIIHIO
b. HactostensHo pexkomeHayeM Bam Bocmonb3oBaThcs yciayramu Hamieid (UpMbl 1O
ITOCTaBKE Ka4ECTBEHHON Y HEOPOTOM 3JIEKTPOTEXHUUECKOU MPOTYKIIMHI
c. [Ipeanaraem BOCIOJIb30BaThCsl yCIyraMu Hatlei (pupMbl 10 MOCTaBKe KaUeCTBEHHOH U
HEJOPOTOM NEKTPOTEXHUYECKON IPOYKIINN
d. Ilpemmaraem Bam Bocmonb3oBaTbcs yciayramMud Hameidl QuUpMBI O TOCTaBKe
Ka4eCTBEHHOM M HEJOPOTOM JIEKTPOTEXHUUECKOU MPOTYKIIMH



Bomnpoc 38

Kaxkue oOpaieHnss yMecTHO UCIOJIB30BaTh B KOMMEPUECKOM MPE/I0KEHUH, PACChIAeMOM
0OJBIIIOMY KOJTUYECTBY OPTaHU3AINNA — MOTEHIIMATBLHBIX TTOKYIIATEIeH TOBAPOB WIIN YCIYT:

BriGepuTe ouH OTBET:

a. YBaxkacMeble rocroja!

b. YBaxkaemble komieru!

. YBajkaeMble rocriosia npearnpuHumaresu!

d. MHoroyBaxkaemple Tocroza!
Bomnpoc 39

Bri6epute Hanbosee ymecTHYIO (POPMYIIUPOBKY:
Bribepure oquH oTBET:
a. MBI paasl IpeaIoKUTh BaM IPUHATE y4acTHe B CEMUHAPE ...
b. IIpeiaratro Bam npuHATH y4acTie B CEMHHApE ...
c. IIpennaraem BaM npuHATH y4acTue B CEMUHAPE ...
d. Pazgpl npeioxute Bam npuHsATh yyacTue B CEeMUHApE ...
Bompoc 40

VYkaxwure, Kakasi U3 STUKETHBIX 3aKIIIOYUTEIBHBIX (pa3 OyAeT yMECTHOH B TEKCTE I€TIOBOTO
HUChMA:
Bri6epure ouH OTBET:
a. HageeMmcs Ha anuTenbHOE IUI0I0TBOPHOE COTPYJHUUECTBO
b. Odens pazpl okazate Bam yciyry
c. K coxanenuto, Mbl NHO31HO MOJYYWIM Balle IMPEAJOKEHHE U HE CMOINIM UM
BOCIOJIb30BaThCSA
d. K cuacTtbto, Hamu onaceHus 00 OCTaHOBKE OCTaBOK 000pPYy10BaHUS HE IOATBEPIUINCH
Bormpoc 41

Omnpenenure, CKOJIBKO KOMIO3UIIMOHHBIX YacTel B CIEAYIOIIEM TUChME:

ITpu mpokyagke KaHalIM3alMM U YCTPOMCTBE KaHAIM3ALMOHHBIX Ka~Mep IO ajgpecy: Yi.
JloBkeHKo, cTpoeHue 15 Ha KOJOoIbl ObUIM YCTa HOBJIEHBI KPBIIIKH, HE COOTBETCTBYIOIINE
pasmepy oOedaek, M, HECMOT P Ha HEOJHOKpATHbIE YCTHbIE M INHUCBMEHHbIE OOpalleHHs K
HavyaJbHU Ky y4dacTka Ne 4 ¢ mpoch00i yCTpaHUTh TOMYLIEHHbIE OTCTYIUIEHHUS OT TEXHUYECKON
JOKYMEHTAllU1, MEPHI 1O CUX IOP HE MIPUHSTHI.

B cBs3u ¢ Tem, 4TO mpu mpoessie aBTOMAIIMH MPOUCXOJUT CIABUT U I€pEBOpauMBaHUE
KPBILLIEK, OTKPBITBIE KOJOALBI CO3JAIOT YIpo3y MKHU3HU IEHIEXOJ0B W MOTYT IPHUBECTH K
HECYACTHBIM CIIy4asiM, TpeOyeM IMpUHITh CPOYHBIE MEPHI M0 YCTPAHEHUIO HEMOJIa/10K.

B npoTuBHOM citydae Mbl HE HECEM OTBETCTBEHHOCTH 32 BO3MOXKHBIE ITOCIIEICTBUS.

Bri6epuTe ouH OTBET:

a. IBe

b. Tpu

C. UeThIpe

d. omHa

Bompoc 42

Kakue nucbpMa sBISAIOTCS MHOTOACTIEKTHBIMU:
Bribepute ofuH OTBET:
a. INNCbMA, aBTOPAMM KOTOPBIX SIBJISIFOTCSI HECKOJIBKO JIMIl, Ka)XJ0€ M3 KOTOPBIX
BBICKA3bIBAET CBOIO TOUKY 3pEHUS Ha OTPa’KEHHBIN B MHCbME BOMPOC
b. KOMIUIEKC THCEM, SIBISIOIIMXCA PE3yJIbTaTOM MEpPENHCKH JEJIOBbIX MapTHEPOB IO
OJIHOMY WJIM HECKOJIBKUM BOIIPOCAM
C. MMCbMA, COCTOSIINE U3 TPEX MM YETHIPEX CMBICIOBBIX YacTel (BCTYIUIEHUE, OCHOBHAs
4acTb, 3aKJIIOUEHUE, MPEAYNPEXKIECHUE HIIN 3aKIIIOUUTENbHbIE STUKETHBIE (POPMYJIBI)
d. mruceMa, MOCBSIIEHHBIE HECKOIBKHM BOIPOCaM
Bomnpoc 43



N3 kakuX KOMIO3ULMOHHBIX YACTEW COCTOUT MPUBEAEHHBIA HUKE TEKCT IMHChMA:

B agmunucTpamnum pailoHa B HaCTOSAIIEE BPEMs UCIIOIB3yeTCs Tpy aBToMoOmist 1999 rona
BBIMYCKa, KOTOPHIE HECYT OOJbIINE HArpPy3KH W TPeOYIOT 3HAYMTENBHBIX 3aTpaT Ha TEKYIIUH
PEMOHT, a IBa U3 HUX HY>K JIAFOTCS B KallUTAJIbHOM PEMOHTE, 3aTPAThl HA KOTOPBIHA COTIOCTABUMBI
CO CTOMMOCTBIO HOBOI'O aBTOMOOUJIS.

B cBsi3u ¢ TeM, 4TO ciy)keOHbIE 00sS3aHHOCTH PAaOOTHUKOB aIMHUHUCT "PAllUM CBS3aHBI C
MOE3/IKaMH 110 TEPPUTOPHUH paiioHa, YOSAUTEIHHO TPOCUM BBIJICIUTH CPEJCTBA HA TPUOOpETEHUE
JIBYX HOBBIX CITyK€OHBIX aBTOMOOMIEH "["a3enp" a1 Hy X1 aIMUHHCTPAIIUH.

Bri6epute ouH OTBET:

a. BBeJeHre, 000CHOBaHME, 3aK/IIOUYECHHE

b. BBeneHuE, 3aK/IIOUECHIE

¢. 000CHOBaHME, 3aKJIFOYCHHUE

d. BBeeHnue, 000CHOBaHME, 3aKIIOYCHUE, TPETYTIPEKIACHNE

Bomnpoc 44
W3 kakuX KOMITO3UIIMOHHBIX YacTel COCTOUT MPUBEACHHBIN HIKE TEKCT MUChMa:

B coorBerctBUM ¢ pacnopsbkeHuem DenepalibHOrO  yIpaBieHHS 10  JeJlaM O
HecocTosTeNbHOCTH (6aHKpOoTCTBE) OT 19 oxTsi0ps 2004 1. Ne 75-P mampasnsem Bam akTel ¢
KOMILIEKTaMH JIOKYMEHTOB T10 TIPEANPUATUSIM:

1. BocTpskoBckuit MsicorepepadaThIBalOUil KOMOUHAT;

2. ®abpuka gerckoii urpymku Ne 3.

Bri6epute o OTBET:

a. o00cHOBaHHE, 3aKJIIOUYECHUE

b. BBeieHME 00OCHOBAHUE

C. BBeJIeHHE, 000CHOBAHUE, 3aKITIOUCHUE
d. BBenieHue, 3aKII0YCHHE

Bomnpoc 45
[TponoikuTte BeICKa3zbiBaHUE: « KOMMO3UIIMS TEKCTA MUCHMA — 3TO ...»:
Bri6epute ofiH OTBET:
a. IIOCICHOBATCIIbHOCTh  JIOTUUECKHM  B3aMMOCBS3aHHBIX  CMEBICIIOBBIX — YacTei,
00BbEeIMHEHHBIX €UHCTBOM TEMBI
b. BHENIHWE TMPU3HAKU, TO3BOJSIONIME BBIACIUTh TEKCT M3 Macchl HWH(OpMaIuu,
pPa3sMELIEHHON B JIOKYMEHTE
C. PacIoJI0KE€HUE PEKBU3UTOB JICJIOBOTO MUChMa M DJIEMEHTOB TEKCTA Ha OJIaHKe
d. mocnenoBaTeabHOCTh PACTIONOKEHHS IPEATIOKEHUN B TEKCTE IOKyMEHTa

IIpakT4eckoe 3aganue K Teme 2.3

[Tonb3ysace «Hopmamu BpemeHH Ha pPabOTHl MO JOKYMEHTAllMOHHOMY OOECHEYEHHUIO
YIPaBIEHYECKUX CTPYKTYp (eaepalbHbIX OpPraHOB MCIIOJHUTEIbHON BIACTH», YCTaHOBUTE
s dekTuBHOCTh YHUDUKaMU popm ToKyMeHTOB. [IpuBenute npumep.

Tect Kk Teme 2.3 (2 Kypc)

Bompoc 1

Kakoit Bunm noxymenta HE oTHocutcs k cucteme wuHGOOpPMAIIMOHHO-CIIPABOYHOMN
JIOKYMEHTALIUHU:

Bribepute ofuH OTBET:

a. CrpaBKa

b. mpenoxxenne

C. aKT

d. uHCTpYKLIKA

Bompoc 2

Kakoit Bua pokymenta HE oTHocuTcs K cuctemMe MH(POPMAIMOHHO-CIIPABOYHON
JIOKYMEHTaLUHU:

BriGepute oquH OTBET:



a. CITIUCOK

b. cBOzKa

C. 3aKJIIOYCHHE

d. aBTOOHMOTpadus

Bompoc 3

Kakoit Bum noxkymenta HE oTHocutcs k cucreme uHGOPMAIMOHHO-CIIPABOYHOM
JIOKYMEHTALIUHU:

Bri6epute oauH OTBET:

a. pe3rome

b. nepeueHb

C. 3aKJIIOYECHHE

d. oT3BIB

Bonpoc 4
Kakoii paznoBugHOCTH HH(OPMAIIMOHHO-CIIpaBOYHOHK HoKymenTanuu HE cymectByer:
Bribepure ouH OTBET:

a. 00bsSICHUTENIbHAS 3aIKCKa

b. noknasHas 3anucka

C. pa3bsICHUTENbHAS 3aIIHCKA

d. nosicHuTeNbHAS 3aMKCKA

Bompoc 5
Kakoi#t BMa JOKyMEHTa OTHOCHUTCA K CHUCTeME UWH(OPMAIMOHHO-CIPABOYHOMN
JIOKYMEHTAaLlUHU:
Bri6epure ouH OTBET:
a. TIOJIOKEHUS
b. nHCTpYKIIMH
C. IOTOBOPBI
d. cimy>xe0HbIE TUChMa

Bompoc 6

KakuM nokymMeHTOM HeoOXoAMMO O(OPMUTH pe3yJbTaThl PEBU3UU OTAeNa MPOJIAX
OpraHu3alNu:

Bribepure o= OTBET:

a. CIIpaBKOM

b. nHpOPMALIMOHHBIM TUCHMOM

C. aKTOM

d. cBOIKOI

Bormpoc 7
KakoBO MUHMMATbHOE KOJIMYECTBO JIUIL, TOIITUCHIBAIOIINX aKT:
BriGepute ouH OTBET:

a. 9eThIpe

b. Tpu

C. 1Ba

d. onuH

Bomnpoc 8
Kakoii opran nomkeH OBITh COCTaBHUTEIIEM aKTa, B KOTOPOM (UKCUPYETCS OTCYTCTBHE
paboTHHKa Ha paboueM MecTe:
Bri6epute ouH OTBET:
a. MPO(COIO3HBII KOMUTET
b. cnenaabHO CO3JaHHAs AUCITUTUTMHAPHAS KOMHUCCHS
C. TPYIOBOW KOJUIEKTHUB
d. coBeT yHUBEpCUTETA



Bompoc 9
KT0 yTBEpkIaer akr:
Bribepute ouH OTBET:
a. CeKpeTapb
b. pyKOBOIUTEINb OpraHU3AIIH
C. YWICHBI KOMHCCUU
d. mpencenarens KOMUCCHH

Bormpoc 10
Kaxkas nara siBisieTcst JaTOM aKTa:
Br16epute ouH OTBET:

a. JIaTa COCTaBJICHUS

b. naTa coObITHS

C. JlaTa IOAITHCAHUS

d. nata yTBepxaeHus

Bormpoc 11
Kakas yacThb siBisieTcs U3NUIIHEH B TEKCTE aKTa:
Bri6epure ouH OTBET:

a. BBOJIHAs

b. paciopsauTensHAs

C. OCHOBHasl (KOHCTaTHPYIOIIIasi)

d. 3akmounTenpHas

Bormpoc 12
Kakoe coneprkaHue BKJIIOYaeT OCHOBHAs 4aCTh TEKCTA aKTa:
Bri6epure ouH OTBET:
a. OCHOBaHMeE JJIsl COCTABJICHUS aKTa
b. coctaB komuccun
C. MOJATBEPKACHUE YCTAHOBJIEHHOTO (haKkTa UM COOBITUS
d. mpucyTcTBytoIIHE

Bormpoc 13

Ha kakoM u3 MH(OPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB MOXET ObITh OhopmileH rpud
YTBEPKICHUA:

BriOepure o1H OTBET:

a. cripaBKa

b. criucok

C. aKT

d. ciry>xeOHas 3amucka

Bompoc 14
Kaxkoe conepxanne HE BXoauT B COCTaB OCHOBHOM YacTH aKTa:
Bribepute ouH OTBET:
a. JIOKyMEHTbI, HA OCHOBaHUHU KOTOPBIX (PMKCHUPOBAIHNCH YCTAaHOBJIEHHBIE (DaKThI
b. menu, 3a1a4M, CyIIHOCTb, XapaKTep, METOAbI, CPOKH, PE3YJIbTAThI MPOJIEIAHHON pabOThI
C. MOATBEPKACHUE YCTAHOBICHHOTO (haKTa UIH COOBITHS
d. npeanoxxeHust, peKOMEHIAIMH, CIIOCOOBI U CPOKU YCTPAHEHUS BCKPBITHIX MIPU MPOBEPKE
HEJ0CTaTKOB

Bompoc 15
Kaxkoe Bricka3eiBanue siBiasgeTcs HEBEPHBIM:
Bri6epute oauH OTBET:
a. [Tognucy 4ieHOB KOMHUCCUUM PACTIOJIATAKOTCA B TOM K€ MOCIEN0BATENBHOCTH, KaK U BO
BBOJIHOM YaCTH, C YKa3aHUEM JTOJKHOCTH



b. AKT cunTaercs IMPUHATBIM ITIOCJIC €T0 IIOAIIMCAHHA BCCMHU YICHAMU KOMUCCHUHU UJIM BCEMU
JIMIaMH1, y4aCTBOBaBIIMMHU B €T0 COCTABJICHUU

c. Akt oAU CHIBAKOT BCE€ YJIICHBI KOMHUCCUU

d. .HI/II_[O, HMCIOIICC 3aMCYAHUS 10 COACPIKAHUIO aKTa, HC UMCCT IIpaBa HC IMOAINUCHLIBATH
JAOKYMCHT, OHO H3JIaract CBOC ocoboe MHeHHe MO0 Ha O60pOTHOI>'I CTOPOHE ITIOCIICAHETO JIUCTa
aKTa, 1100 Ha OTACIBHOM JIMCTC

Bormpoc 16
Kaxoe BrIicka3piBanue sBiasgeTcs HEBEPHBIM:
Br16epute ouH OTBET:
a. Bce nuia, ynoMsiHyThIE B aKTe, OCOOCHHO Te€, K paboTe KOTOPHIX BhICKa3aHbI 3aMEUYaHus,
JIOJKHBI OBITH 03HAKOMJICHBI C €0 COJEPKAaHUEM 0] PACITUCKY
b. [Tocie yTBepkIeHHs peKOMEHIaTeIbHAs YacTh akTa IPHUOOPETACT PACIOPSIUTEIBHYIO
CUJIy U 00s13aTeNbHa K UCTIOTHEHUIO
c. Bce mucTel akta, KpoMe IEPBOTO U TOCIETHETO, U PHIIOKEHUI K HEMY Ha 000pOTHOM
CTOPOHE 3aBEPSIOT MOAMUCIMH IPE/ICeaTeNs U YJICHOB KOMUCCUU
d. AKT cuMTaeTCsl MPUHSTHIM ITOCJIEC €T0 MOMUCAHUS PeIceaaTeIeM KOMUCCHI

Bomnpoc 17
Kakas pa3HOBHIHOCTB 3aIucOK oopmisiercss Ha OJlaHKE OpraHHU3allH:
Bri0epuTe o1H OTBET:

a. BHEIIHSS JTOKJIaHAasl 3aIicKa

b. BHyTpEeHHSISI JOKJIA/IHAs 3aITiCcKa

C. cIy>keOHasl 3aIicKa

d. 00BsICHUTENIbHAS 3aIIHCKa

Bomnpoc 18

Kaxoit B 3anucku 00s3aTeIbHO PETUCTPUPYETCS:
Bri6epute o OTBET:

a. BHEITHSS JTOKJIaIHAs 3alnucKa

b. oObscCHUTENbHAS 3aMHCKa

C. BHYTPEHHSIS JOKJIaIHAs 3aIUCKa

d. cmyxeOHas 3amucka

Bonpoc 19
Ha xakue pa3sHOBHAHOCTH JendTCA JOKJIAJHBbIE 3allMCKU MO XapakTepy CoJepkKaHHs U
Ha3HAYCHMS:
Bri6epuTe ouH OTBET:
a. MHUIMATUBHBIE, UH()OPMAIIMOHHBIE U OTYETHBIE
b. BHyTpEeHHUE U BHEIIIHNE
C. OpUIMATIBHBIE U JTUYHbIE
d. pa3bsicCHUTENbHBIE U ONpaBaTEIbHbIE

Bompoc 20
Kakast naTa sBisieTCs JaTOM JTOKJIATHOM 3aIUCKU:
Bribepute o OTBET:

a. JIaTa COCTaBJICHUS

b. mara perucrpanuu

C. J1aTa MOIUCAHUS

d. mata yTBepKIeHUS

Bormpoc 21

Kakoli pa3HOBHIHOCTH AOKJIAAHBIX 3allUCOK COOTBETCTBYET CIEAYIOIIAsl XapaKTEPUCTHKA:
«OTH JOKJIAJHBIE 3AIIMCKU COCTABJIAIOTCS C LENBI0 NOOYIUTh aJpecara NPUHSITH ONpPEAEICHHOE
pelIeHre, MO3TOMY B TEKCTE HE TOJIBKO M3JIaraloTcs Kakue-TO (aKThl, HO M COJAEpKaTCs
KOHKPETHBIE NPEATIOKEHNS, PEKOMEHJAIIMM WIN BBIBOJABD.



BriGepute oquH OTBET:
a. OTYETHBIC
b. MOSICHUTEILHBIE
C. UHHUIIMATUBHbBIC
d. uapopmManoHHas

Bonpoc 22
Kakoli pa3HOBHIHOCTH JOKJIAJAHBIX 3aIIMCOK COOTBETCTBYET CIICAYIOIIAsl XapaKTePUCTUKA:
«OTH JOKJIaHBIC 3AIIMCKHA COCTABIISIOTCS PETYIISPHO M COACPIKAT MH(POPMAIHIO O JIETasAX WU
METOJIaX BBITIOJHEHUS pabOTHI.
Bribepure o1H OTBET:
a. HHUIIUATUBHBIC
b. uHGOpMarOHHAS
C. OTYETHBIC
d. mosicHUTEIBHBIE

Bomnpoc 23
Kaxoit pa3HOBUIHOCTH JTOKJIQIHBIX 3aMCOK COOTBETCTBYET CIICAYIONIAs XapaKTepUCTHKA!
«ITH JOKJIagHBIE 3aMUCKU HHQOPMHUPYIOT O 3aBepLICHHUH pabOThl, e€e 3Tara, BBIMOJHEHUU
YKa3aHUH, paCIOPSHKEHUN U T.ILY.
Bri6epute o OTBET:
a. nHpOpMaIOHHAs
b. mosicHuTENbHBIC
C. HHUIIUATUBHBIC
d. oTueTHbIC

Bomnpoc 24
Kakoii 1oKyMeHT MOAMUCHIBACTCS PYKOBOJUTEIEM CTPYKTYPHOTO TIOAPA3ICIICHUS:
Bribepure ouH OTBET:

a. cripaBKa

b. mpukas

C. aKT

d. ciry>xeOHas 3anucka

Bompoc 25
Kakasi pa3HOBHUTHOCTB 3aITUCOK HE COACPKHUT BHIBOJOB U TIPS IOKCHHIIA:
Bri6epute ofiH OTBET:

a. MHUIIMATUBHAS JOKJIaHas 3aliCcKa

b. cmy>keOHast 3amcKa

C. TMYHAs 3aIucKa

d. 00BsICHUTENIbHAS 3aIIHCKa

Bompoc 26
Ha xakue pa3HOBUIHOCTH MOAPA3IEISIOTCS 00bSICHUTEIbHBIE 3aMMCKH IO COAEPIKAHUIO:
Bribepurte ouH OTBET:
a. pyKOINHCHbIE/MAIINHOMICHbBIE
b. BHyTpEeHHUE/BHEIITHUE
C. MIHMLIMAaTUBHbIe/ HH(POPMALIMOHHBIE/ OTUETHBIE
d. 3anucKku — NpUIIOKEHUSI K OCHOBHOMY JIOKYMEHTY, JIOTIOJTHSIOIINE U TOSCHSIONINE ero/
3alUCKH, COCTaBJsieMble PAa0OTHUKAMU Ji1 OOBSICHEHHMS UX MOCTYIKOB WJIU CIOXKUBIIEHCS
CUTYaIlH

Bompoc 27

B KaKOM )IOKYMCHTe B KOHIIE€E TEKCTa YKa3I)IBaeTC$[ KOJIMYECTBO COCTABJICHHBIX
3K3€MHJI$IpOB 1 UX MECCTOHAXOXIACHUC.

BriGepute oquH OTBET:



a. CIIy)keOHas 3armcKa
b. cpaBka

C. aKT

d. cBozKa

Bormpoc 28
Kakomy Buay TOKyMEeHTa COOTBETCTBYET CJICTYFOIINI TEKCT:

23.09.20013 B 9.00 Ha 3aHATUSAX O JOKYMEHTAIIMOHHOMY OOECIICUEHHUIO YIpPaBICHUS

IPUCYTCTBOBAJIO 2 CTYyJAEHTa W3 COCTaBa IPYyNIbl 25 4YeloBEK, B pe3ysbTaTe 4ero 3aHsATus
IIPUILIOCH OTMEHUTD.

HoteHT kKadenpsl TOKyMEHTOBEACHUS
25.09.2013

IMoamuce

N.B. Illenens

Bri6epure ouH OTBET:
a. IOKJIa/iHasl 3arucKa
b. mosicHUTENbHAS 3aITUCKa
C. 00BbsSICHUTEJIbHAS 3aMKCKa
d. cimyxeOHas 3amucka
Bomnpoc 29
Kakomy BuIy HH)OPMAIIMOHHO-CIIPABOYHOHN JOKYMEHTAIIMH COOTBETCTBYET CICIYIOIICE
ompezeneHue: «ITo0 (opmMa BHYTpPEHHEH [eJOBOM MEPENUCKH MEXIYy MoJpa3ieleHUusIMU
OpTaHHU3AINH WU JIOJDKHOCTHBIMHY JIU[AMU, HE HAXOSIIUMUCS B TIPSIMOM TTOTYUHCHHH.
Bribepute ouH OTBET:
a. OT3bIB
b. akT
C. Clly)keOHas 3armcka
d. noxnagHas 3anmucka

Bonpoc 30
Kakomy Buy MHQOpPMAIIMOHHO-CIIPAaBOYHOM JOKYMEHTAIMH COOTBETCTBYET ClEIyIOIIee
ornpenenexue: «To JOKYMEHT, CoJIepKallliii oMcaHue U MOATBEP)KICHUE TeX MU UHBIX (PaKTOB,
COOBITUI WJIM SIBJIEHUH, a TAK)KE€ YIOCTOBEPSIIOIINM KaKOM-THOO0 I0pUANYECKUN (aKT.
Bribepure o= OTBET:
a. 00bsSICHUTENIbHAS 3aMKCKa
b. cpaBka
C. CBOJIKA
d. akT

Bomnpoc 31

Kakomy BHIy HH()OPMAITMOHHO-CIIPABOYHOMN JOKYMEHTAIIMH COOTBETCTBYET CIIEIyIOIICEe
ompezeneHue: «ITO JOKYMEHT, COCTABICHHBIA Ui MOATBEPXKACHUS YCTAHOBIEHHBIX (DaKTOB,
COOBITHI, NCHCTBHIN.

Bri6epute ouH OTBET:

a. aKT

b. cpaBka

C. MUCHMO-TIOJITBEPIKICHHE

d. mpoToxon

Bomnpoc 32

Kakomy BuIy MH)OPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIEIyIOIIee
ompejeneHue: «ITO JOKYMEHT, COJEPKAlIUi IEePeUNCICHUE JIMI, MPEeIMETOB, OOBEKTOB B
OTIpEeICIEHHOM TOPSIIKE, COCTABIICHHBIN B IENSIX NH)OPMUPOBAHUS UM PETUCTPALIHI.

BriGepute oquH OTBET:



a. CBOJIKa
b. nmepedeHb
C. cIIpaBKa
d. ciucok

Bomnpoc 33

Kakomy Buay nH(pOpPMAIMOHHO-CIIPABOYHONW TOKYMEHTAIIUM COOTBETCTBYET CIEAYIOIIEE
onpezeneHue: «ITO0 TOKYMEHT, COJEp>Kalluii MHEHHE, BBIBOJIbI OpPTaHU3allUHd, KOMUCCHUH WU
CIEIHAIIMCTA 10 KAKOMY-TTH00 JOKYMEHTY WJIH BOIIPOCY».

Bri6epute oauH OTBET:

a. IOKJIaHas 3arucKa
b. cBoxKa
C. 3aKJIIOYECHHE
d. oT3BIB
Bomnpoc 34
Kakomy Buay MHQOpPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAIIMH COOTBETCTBYET ClEIyIOIIee
ompezeneHue: «IT0 JOKyMEHT, COJEpKAIINi MHEHUE OPTaHU3alliy WM CTIICIIHAIIUCTA 10 TIOBOIY
KaKoW-1100 paboThl, MOCTYNUBIIEH HA PACCMOTPEHUEY.
Bri6epure ouH OTBET:
a. IOKJIa/iHasl 3arucKa
b. cBOzKa
C. OT3bIB
d. 3akmovenue

Bomnpoc 35

Kakomy Buay WH(POPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIMU COOTBETCTBYET CIIEYIOIIUI
TEKCT:

®denepalibHOE yIIPaBICHUE TI0 JeliaM O HECOCTOSITEIbHOCTH (OaHKPOTCTBE) HA OCHOBAHHH
Mpe/ICTaBICHHBIX TyTryplIbIKCKUM IIeMEHTHBIM 3aBoJioM (OpeHOyprekast 001acTh, noc. TyrypibIk,
yi. LentpanbHas, A.1) JOKyMEHTOB OyXrajaTepcKkoi OT4eTHOCTH 10 coctosiuuio Ha 30.04.2013:

- Oyxrantepckuii 6ananc (gopma 1);

- OTYeT 0 NpHUOBLIAX U yObITKaX (hopma 2)

Y MIPOBEICHHOTO aHann3a (MHAHCOBOT'O COCTOSIHUSI IPEANIPHUATHS, YCTAHOBUIIO, UTO JAHHOE
MPEIPHUATHE SBIISICTCS HETUIATEKECIIOCOOHBIM U UMEIOIITUM HEYIOBIICTBOPUTEIBHYIO CTPYKTYPY
Oananca (MpeAnpUsATHEM-TOJDKHUKOM).

OcHoBaHue:

KOd(UIIMEHT TeKYIIe TUKBUIHOCTH 0 Oanancy npeanpuatus =18%;

Kod(PuImeHT 00eCIeueHHOCTH COOCTBEHHBIMU OOOPOTHBIMH CPEICTBAMHU 10 OanaHCy
npennpusatus = 8%;

Kod(uimeHT BoccTaHOBICHHS 110 OanaHcy npeanpustus =10%.

PykoBonurens CrenaHoB I.1.
Crenanos
Bri6epuTe ouH OTBET:
a. OT3bIB
b. cripaBka
C. CBOJKA
d. 3akmroueHue

Tema 2.4

IIpakTuyeckoe 3axanue 8 (2 Kypc)
1. Bel xoTHTE ycTpOHUThCs AenonpousBoauTeneM. CoctaBbTe i cedsl pe3rome.

Tecrt Kk Teme 2.4 (2 Kypc)

Bormpoc 1
N3 mepeuncneHHbIX HWXKE BHIOB JOKYMEHTOB BBIOCpHTE HOPMATHBHBIA IPAaBOBOHM aKT,



SIBJISIIOIITUACS OCHOBHBIM B PETYJHMPOBAaHWW TPYAOBBIX IPABOOTHOIICHUN paboTomaresns
(rocyaapCTBEHHOU OpraHu3allii, COOCTBEHHHKA MPEANPHUATHS) U paOOTHHUKA!
BriGepute oquH OTBET:
a. Ams00M (hopM MEepBUYHON YUETHON JOKYMEHTAIMH 10 TPYIOBBIM OTHOIICHHUSIM
b. TpyA0BOI TOTOBOP
C. TpynoBoii koaekc PO
d. TpynoBoe cornamieHue

Bomnpoc 2
Kakum  JOKYMEHTOM  JOJDKHBI — PYKOBOJCTBOBATHCA  JIEJIONPOM3BOAUTENM  IIPU
JIOKYMEHTHPOBAHUH 3TAIOB TPYIOBOTO IIUKJIA — OT IIpHeMa Ha paboTy HOBOT'O COTPYHHUKA JI0 €r0
YBOJIbHEHUS:
Bribepute ot OTBET:
a. O0mepoccuiickuii KIacCu(puKaTop yIpaBIeHIECKOH TOKyMEHTAIUN
b. TOCT P T'OCT P 7.0.97-2016 «YHudumupoBaHHasi CHCTEeMa OpPraHHU3aIMOHHO-
pacropsauTeNbHON ToKyMeHTauuu. TpeboBanus K 0hOPMIICHUIO JOKYMEHTOB)
¢. A1b60M yHU(DULIMPOBAHHBIX ()OPM MEPBUYHON YUETHON TOKYMEHTAILIUHU 110 YUEeTy Tpyda
U €ro oruiarthl, yrBep:xkaeHHbIM [TocranoBnenuem I'ockomcrara Poccun
d. l'ocynapcTBeHHas cuctemMa JOKyMEHTallMOHHOTo o0ecrieueHus ynpapieHusi. OCHOBHBIE
nonoxenus. O0ue TpeOoBaHMs K TOKYMEHTaM U CIIy)0aM JI0Ky-MEHTAIllMOHHOTO 00eCreueHus
Bomnpoc 3
Kakoli cucteme JOKyMEHTallUd COOTBETCTBYET CIIEAYIOIIAs XapaKTEepUCTHUKA: «ITO
COBOKYITHOCTh B3aMMOCBSI3aHHBIX JIOKYMEHTOB, B KOTOPBIX 3a()UKCUPOBAHBI 3TAIlbl TPYAOBOMH
JESTEIbHOCTH paOOTHUKA, pACYETOB 110 OIUIATE TPYAA».
Brib6epute o OTBET:
a. IepBUYHAsI yUeTHas OyXraiaTepckasi JOKyMEeHTalus
b. noKyMeHTanus 1Mo JMYHOMY COCTaBY
C. OpraHU3alMOHHO-IPaBOBasl JOKYMEHTALUs
d. pacniopsiautenbHas TOKyMEHTALIUS
Bompoc 4
Kakne QyHKIMM He CBONCTBEHHBI MEPBUYHOM YYETHOM OKYMEHTALMW MO JTUYHOMY
COCTaBy:
Bribepure o= OTBET:
a. y4eT UCIOJIHEHHBIX U HEUCIIOJIHEHHBIX JOKYMEHTOB
b. yueT pacueToB C epCOHAJIOM IO OIIaTe TPyAa
C. Y4eT KaJIpoB
d. yuer ucrnosnp3oBaHus pabovyero BpeMeH!
Bomnpoc 5

B xakux opranmsanusax moxxer HE BecTuch kaapoBas JOKyMEHTaLUs:
Bribepure o= OTBET:
a. B aKIIMOHEPHBIX 00111eCcTBaxX
b. B HEKOMMEPUYECKUX OpraHU3aIUAX
C. B KQ3€HHBIX TOCYJIAPCTBEHHBIX YUPEKICHUAX
d. xazmpoBas JOKyMEHTallMsi BeJIeTCS BO BCEX OpraHM3alMsAX HE3aBUCHMO OT HX
OpraHU3aIMOHHO-TIPAaBOBOM (hOpMBI
Bomnpoc 6
Kakoii ToKkyMeHT siBiisieTcsl 00s13aTeNIbHBIM IPU IOKYMEHTHUPOBAHUH TPYIOBBIX OTHOIIIEHUN
MEXY paOOTHUKOM U paboToaTeIeM:
Bribepute ouH OTBET:
a. peXXUM Tpyaa
b. 10MKHOCTHAS UHCTPYKIUS
C. KOJUIEKTUBHBIN JOIOBOP
d. TpyZoBast KHIKKa
Bomnpoc 7
Ha kakoit MakCUMaJTbHBIN CPOK MOKET OBITh 3aKJIFOUEH CPOUYHBIN TPYAOBOM JTOTOBOP:



BriGepute oquH OTBET:
a. He Ooee Tpex JieT
b. He Gosee roma
c. He OoJee 1ecsATH JeT
d. He 6onee nATyU et
Bompoc 8
Kakoii 1okyMeHT TpeOyeT BU3bl O3HAKOMJICHUS! pa0OTHHKA C JOKYMEHTOM:
Br16epute ouH OTBET:
a. KOMaHJUPOBOYHOE YJOCTOBEPEHUE
b. yueTHas mMYHast KAPTOUKA
C. IpUKa3 0 mpueMe Ha paboTy
d. TpynoBoii goroBop
Bomnpoc 9
Ha xakux pabornukoB HE 3aBomuTcs nuuHas kKapToyka:
Bri6epute oauH OTBET:
a. 3aBOAMTCS Ha BCeX PAOOTHUKOB MPEANPUATHS 0€3 UCKITIOUEHUS
b. Ha paOOTHHKOB, MPUHATHIX Ha PAOOTY IO COBMECTUTEIILCTBY
C. Ha paOOTHHUKOB, IPUHATHIX HA BPEMEHHYIO paboTy
d. Ha paGOTHUKOB, MPUHATHIX HA TOCTOSIHHYIO PaboTy
Bormpoc 10
Kakoii TOKyMeHT COCTaBIsETCs B IBYX SK3EMILIAPaX:
Bri6epure ouH OTBET:
a. ydeTHas JIMYHas KapTOouKa
b. mpuka3z 00 yBOJIbHEHUU
C. TpYJIOBasi KHUXKKA
d. TpynoBoii goroBop
Bomnpoc 11
KTo opopmiisieT yueTHble TUYHBIE KAPTOUKH:
Bri6epute o OTBET:
a. pabOTHUK
b. pyKOBOIUTENH CTPYKTYPHOTO OPA3ACIICHUS
C. 3AMECTHTENb PYKOBOJIUTEIISI OPTaHU3aIHN
d. paGoTHUK 1O Kajapam
Bompoc 12
Kakoil JOKyMEeHT sBIs€TCSI OCHOBHBIM JOKYMEHTOM O TPYIOBOH AEATENbHOCTH U O
TPYJOBOM CTa)ke pabOTHHKA!
Bribepure o= OTBET:
a. yueTHas JHYHasi KapTO4yKa
b. IEeHCMOHHOE YAOCTOBEpEHUE
C. CTPax0OBOE€ CBUETEIHCTBO rOCYIaPCTBEHHOTO TICHCHOHHOTO CTPAaXxOBaHUS
d. TpynoBast KHMXKKa
Bormpoc 13
CKOJBKO  TPYIOBBIX KHMXKEK MOXET HMeTh pabOTHHK COIJIAaCHO TPYAOBOMY
3aKOHOJIATEIIbCTBY:
Bribepute ouH OTBET:
a. KOJIMYECTBO TPYAOBBIX KHIKEK OIPEENSIETCS] KOJTMYECTBOM OpTaHHU3alni, B KOTOPBIX
Ha JJaHHBII MOMEHT 0(hOpMIIEH PaOOTHHUK
b. He Gonee 1BYX
c. He Ooee mATH
d. omny
Bompoc 14
Kakwne BUIbI TUCIIMITIIMHAPHBIX B3BICKAHUH BIMCHIBAIOTCS B TPYIOBYIO KHUXKKY:
Bribepurte oquH OTBET:
a. YBOJIbHEHHE
b. Bce BUIbI JUCHUTUIMHAPHBIX B3bICKAHUN BIMCHIBAIOTCS B TPYAOBYIO KHUKKY
C. CTPOTHI BBITOBOP



d. B3pICKaHMA B TPYZOBYIO KHIDKKY HE 3aITUCHIBAIOTCS
Bompoc 15
B xakoM ciydae BO3MOXKEH pueM Ha paboTy 0e3 Tpy10BOH KHIKKH:
Bribepute ouH OTBET:
a. Ipu TpueMe Ha padOTy JUI, JOCTUTLIMX COBEPUICHHOJETHS, HO SBISIOIIUXCS
CTYACHTAMH U yUYaIlUMHUCS
b. npu npueme Ha paboTy Il 6€3 ONpPEIETEHHOTO MECTa KUTEIbCTBA
c. 6e3 TPy 10BO# KHIKKU IIPUEM Ha pabOTy HE JIOMyCKaeTCs
d. mpu mpueme Ha pabOTy JIUII, HE JOCTUTTIINX COBEPIICHHOJICTHS
Bormpoc 16
Kakoii TOKyMEHT HE BXOIUT B KOMIUIEKT JOKYMEHTOB O KOMaHIMPOBAaHHU C KOJOBBIM
obo3HaueHueM ¢popmsl T:
BriGepure oguH OTBET:
a. mpuka3 (pacrnopspkKeHHE) O HAMpaBlIEHUH OTIEIBHOTO paOOTHUKA WM TPYIIIbI
pPaOOTHHUKOB B KOMaHJUPOBKY
b. KOMaHIUPOBOYHOE YIOCTOBEPEHUE paOOTHHKA
C. ciry’keOHOe 3a/laHHe C OTYETOM O €TO BBIIOTHEHUH
d. aBaHCOBBI OTYET
Bomnpoc 17
Kakoii ToKyMeHT SBIsieTCS N3IUITHIUM TPH OPOPMIICHHH OTITyCKa:
BriGepure oauH OTBET:
a. 3aMMCKa-pacyeT O MPEAOCTaBICHUH OTITYCKa paOOTHUKY
b. Tpy10BOIi TOTOBOP
C. mpuKa3 (pactopspKEHUE) O MPEOCTABICHUH OTITYCKA
d. rpaduk oTmyckoB
Bormpoc 18
Kaxkoii JOKyMeHT Helb3s1 OTHECTH K JITYHBIM JIOKYMEHTaM:
Bri6epure ouH OTBET:
a. apTobuorpadus
b. pe3rome
C. XapaKTepUCTHKa
d. nMuHas KapTouka
Bomnpoc 19
Kakomy MOKyMEHTYy MO JHMYHOMY COCTaBy COOTBETCTBYET oTpaxeHue Cremyromas
xapakTepucTka: « TeKcT 3Toro TOKyMeHTa COCTOUT M3 JIBYX YacTel: BBOJHOM, I/Ie YKa3bIBAIOTCA
damunmus, WMs, OTYECTBO, TOA pPOXKACHUS, OOpa3oBaHHWE, JIOJDKHOCTh, CTPYKTYpPHOE
HOJpa3JielieHue, CTax padoThl HAa MPEANPUITHH; OCHOBHOM YacTH, IJI€ YKa3bIBAIOTCS JEJIOBBIE
Ka4yecTBa, OTHOIIEHHE K paboTe, MpOo(ecCHOHANBHBIN POCT, HATMYWE HArpal, MOOMIPEHHH,
OTHOILIEHHSI C COTPYAHUKAMU.
Bri6epuTe ouH OTBET:
a. XapaKTepUCTHKa
b. cripaBka ¢ Mecta paboThl
C. IPEJICTABICHUE Ha MOOLIPEeHHE
d. aBrobuorpadus
Bompoc 20
Kakomy BHly TOKyMEHTa COOTBETCTBYET CIEIYIOIIAs XapaKTePUCTHKA: «ITO OPHIINATBHOE
oOpamieHre nuna (WIM HECKOJNbKHX JIMI) B YYPSKICHHE WM K JIOJKHOCTHOMY JIHUILY

KOHCTaTHUPYIOIIE-X0AaTAaHCTBYIOMIETO XapaKTepa B IENAX pealu3aliu ero (Mx) IpaBa WIH
3aKOHHOT'O UHTEpECay.
Bribepute ouH OTBET:
a. MUChbMO-TIpoch0a
b. nucbpMo-3anpoc
C. IOKJIa/iHasl 3arnucKa
d. 3asiBneHue
Bompoc 21



Kaxkas s3p1K0Bast popMyiia yMeCTHa B 3asBJICHUU:
Bribepure ouH OTBET:

a. «mpory Bamrero cormacus Ha...»

b. «BecbMa yoenuTensHo Bac nmporry»

C. «B MOE€# Ipoch0e MpoIry HE OTKA3aTh. ..»

d. «3apanee npu3HaTeICH»
Bonpoc 22

Ha xakoM Buze TMYHBIX JOKYMEHTOB 0(hOpMIIIETCS aJipecaT:
Br16epute ouH OTBET:

a. pe3rome

b. TOBEpEeHHOCTH

C. 3asIBJICHHE

d. xapakTepucTuka
Bomnpoc 23

KakoMy 1OKYMEHTYy COOTBETCTBYET CIEAYIOIlas XapaKTepUCTUKA: «ITO MHCbMEHHOE
MIOJTHOMOYHE, BBIAABAEMOE OJJHUM JIUIIOM (YUPEXKICHUEM) IPYTOMY JIUILY JUIS IPEICTABUTEIHCTBA
nepe] TPEThUM JIULIOM.

Bri6epure ouH OTBET:

a. cripaBKa

b. 3asBneHNE

C. pacmucka

d. noBepeHHOCTH
Bomnpoc 24

Kakoil 1okyMeHT sBIsieTcs AOKYMEHTOM IO JIMYHOMY COCTaBY, COAEP)KALIMM OIHCAHHE
XapaKTepHBIX W OTIMYUTEIBHBIX YEepPT W KauecTB pabOTHHKA W OTPAXKAIOUIMA MHEHHE
aJIMUHUCTPAIMU O HEM:

Bri6epuTe ouH OTBET:

a. buorpadus

b. oT3bIB

C. peneHsus

d. xapaktepucruka

Bompoc 25

Kakoil MakcuManbHbIH CPOK AEHCTBHUS MOXKET ObITh yKa3aH B JOBEPEHHOCTH:
Bri6epuTe ouH OTBET:

a. He Oosee rona

b. He 6osee nBYX JeT

c. He OoJee Tpex JieT

d. He Gonee nATH €T
Bompoc 26

B TeueHue Kakoro cpoka JOBEPEHHOCTb COXPAHSET CHIIy CO JIHs BbIIA4M, €CJIIM CPOK €€
JIEUCTBUS B CAaMOM JJOBEPEHHOCTH HE yKa3aH:
Bribepute ouH OTBET:
a. B TEYECHHE MOJTYroaa
b. B TeueHHe Tpex JeT
C. B TEYEHHE OJJHOTO roJia
d. Takast TOBEpEeHHOCTD SIBISIETCA OECCPOUHOI
Bomnpoc 27

Kaxkas mtoBepeHHOCTH TpeOyeT HOTapHAIBHOTO yJOCTOBEPEHHS:
Bribepure ouH OTBET:
a. Ha MOJy4YeHHe 3apabOTHOM TIaThI



b. Ha moydeHue BKiIaaa B OaHKe

C. Ha pPacIopsKeHNE UMYIIECTBOM

d. Ha ToTyYeHue TEHEKHOW U TIOCBUTOYHON KOPPECIIOHICHIINN
Bompoc 28

B kxakom ciydae yupexJeHHe HMEET MpPaBO yJOCTOBEPSATHh JOBEPEHHOCTh Ha IOJIyYeHHE
JICHEXHOT'0 BKJIaJ1a B OaHKe:

Br16epute ouH OTBET:

a. €ClIM JIOBepUTeIb HAXOJUTCA Ha CTAllMOHAPHOM M3JIEYEHUH, HO SBJSIETCS paOOTHUKOM
JAHHOTO YUPEXKICHHS, U JTUI0, KOTOPOMY OH JOBEPSET, TAKXKE SBIIACTCS paOOTHUKOM JaHHOTO
YUPEKAECHUS

b. ecni JoBepUTEINb HE SBIAETCS PAOOTHUKOM JaHHOTO YUPEXKICHHS, a INI[0, KOTOPOMY OH
JIOBEpSIET, SIBJIAETCS pAOOTHUKAMU JAHHOTO YUPEXKIAECHUS

C. €CJI TIOBEPUTEIb U JIUL0, KOTOPOMY OH JIOBEPSIET, SIBIAIOTCA rpakaanamu Poccun, xots
U HE SABJISIIOTCS PAOOTHUKAMH JAaHHOTO YUPEKICHUS

d. ecnu noBepuTENb ABISETCS PAOOTHUKOM AAHHOTO YUPEKACHUS, a JIMI0, KOTOPOMY OH
JIOBEpsIET, HE SABJSETCS PAOOTHUKOM JJAHHOTO YUPEKACHUS

Bormpoc 29

Kakoe Bpems (B uyacax) OTBOJAUTCA Ha IOATOTOBKY IIOJIOKEHUSI O CTPYKTYpPHOM
nojapasaeneHun?

a) 12,3

0) 20

B) 20,7

r) 150

Bomnpoc 30

HaszoBuTe HOpMaTUBHBIM COCTaB JACMCTBMM IO MOArOTOBKE HMHCTPYKIHHM 11O
JIOKYMEHTALMOHHOMY OOCITYXHBaHHUIO (1€7I0IPOU3BOJICTBY).

a) M3y4YeHNE HOPMATHBHO-METOIUYECKON 1 TIPAaBOBOM JIUTEPATYPHI U IITATOB (heAePATLHOTO
opraHa, (yHKOMH M 3ajad MOApa3AeieHUH, 3aHATHIX JTOKYMEHTALMOHHBIM oOOecledeHneM
yIpaBJICHUs, TOATOTOBKA HWHCTPYKLIWH, KOPPEKTUPOBKA, TI€YaTaHWE, YTBEPXKJICHUE,
pa3sMHOXKEHUE;

0) W3y4YeHHWEe NPAKTUKH pabOTHl KOJJIETHAIBHOTO OpraHa, TEXHOJIOTUH IOJTOTOBKH
MaTepHaIoB JUIsl ero (yHKIMOHUPOBAHUS; MTOJATOTOBKA MPOEKTA PErJIaMEeHTa, COIrNIACOBaHUE CO
CTPYKTYPHBIMH TIOJIPA3/ICIICHUSIMI; TTIe4aTaHue, yTBEPKIACHNE, pa3MHOXKEHHE, PACCHLUIKA;

B) cOop Tabeneil yHU(UIMPOBAHHBIX (HOPM JOKYMEHTOB CTPYKTYPHBIX MOApa3/eNeHHH
denepanbHBIX  OpraHOB  HCIIOJIHUTENFHOW  BIIACTH, aHAJIW3  BBIBICHHOTO  KOMILIEKCA
yIpaBIEHYECKUX JIOKYMEHTOB; OIpe/ieleHnue 1eJIecO00pa3sHOCTH CO3JIaHUsl U HpPUMEHEHHUs
KOHKPETHBIX JIOKYMEHTOB. BBISABIICHHE COCTaBa HEYHU(HUIIMPOBAHHBIX (OPM JIOKYMEHTOB,
UCKITIOUEHHE JyOIMpyeMbIX JOKYMEHTOB M HENPaBOMEPHO HCHOJIb3yeMbIX (JOpM TOKYMEHTOB,
rpynmupoBka ¢GopM IOKYMEHTOB IO (YHKIHMSAM H YIPaBIECHUYECKAM 3ajladyaM, MOJIrOTOBKa,
COIJIACOBAHUE U YTBEPXKJICHHUE €AMHOTO Tabesst yHU(pULMPOBAaHHBIX (HOpM;

I') W3y4YeHHE HOPMATHBHBIX IMPABOBBIX AKTOB METOAMYECKHX IOKYMEHTOB, IMOJTOTOBKA

HHCTPYKIUH, COTTIACOBAHNUEC, KOPPCKTUPOBKA, II€UYATAHUC, Pa3MHOKCHUC.
IIpakTHyeckoe 3agaHue K Teme 2.4

3anoHUTe KapTy CaMOOIIEHKH 310poBor0 00pasa xu3Hu (30XK) (cm. Tabnuiry) cyObeKTOB
YOpaBIEHYECKOTO MpoIlecca U CAeNaifTe BBIBOABI O CBOEM 00pa3e KU3HU KaK COCTaBIISIOIICH
YyeoBedeckoro kamutana. Kakue pekoMeHIanuu Bbl Janu Obl ceOe s TOBBIMICHUS] CBOETO
YeI0BEYeCKOro Kamuraia B IaHe 30poBbsi? Kakux NeidCcTBUI BBI kKAETE€ OT CBOETO OYAYIIEro
paboToaTelIsI C TOYKH 3PEHUS COXPAHEHUS M BOCIPOU3BOJICTBA 3I0POBhSI PAOOTHHKORB CITY)KOBI
J0V?

B kakom moKyMeHTE clieyeT 3aKpenuTh TPEeOOBaHHUS K COONIOACHHUIO 30POBOTO oOpasza
YKU3HU paOOTHUKOB OpraHu3aluu (C TOUKH 3peHusi pabOTHUKOB U paboTonares)?

NoNe | Cocrapnsromme (30XK) wenoseka | Onienka 30K B 6amrax | O6muii Cpenuuit
/1 H TIO3UIIMHU [0 KaXXI0M1 4 1312|110 Oaimn Oa
COCTaBJISIOIICH
1. | Coo0J1rogenye JNYHON THTHEeHBI




NoeNe | Cocrasnsrommue (30XK) genoeka | Onienka 30K B 6autax | O0muis Cpennuit
/1 U TIO3UIINHU [0 KaXXI0M 4 1312|110 Oaimn Oain
COCTABJISIFOLIEN
1.1. [[uruensl Tena
1.2. [Curuens! ogex sl
1.3. [[wuruensl nocrenu
1.4. ['urueHs! KUIAIIa
1.5. [[urmena ceoero pabo4ero mecra
2. | PanuonanbHoe nuTanue
2.1. |bamanc B THIIEBOM pPAIHOHE
0EJIKOB, )KUPOB U YIJIEBOIOB
2.2. |Hamuuue B nuIe BUTAMHUHOB
2.3. |Hanuume B muIne MUHEPAIbHBIX
BEIIECTB
2.4. [[IpupomocooOpa3HbIii pinie|
MHIMBUAA 00bEM MU
2.5.  [[Ipupomocoobpa3HbIii JUISL
MHIMBUAA COCTAB MUIIU
2.6 [Tpupomocoodpa3HbIit TUTST
MHIMBUAA PEKUM MTUTAHU
2.7.  |[Ipeobnamanue B [MUIIEBOM
parroHe HATYpaJIbHBIX
(<OKHBBIX») ITPOJTYKTOB
3. J{BuaKxeHne
3.1 E>xequeBHOE BBIIIOJIHEHHUE
TPEHHEHU 3apsAJIKH
3.2.  |BuionHeHue cnenuaibHON
FMMHACTHKH B TCUCHUE JTHS
3.3. [PBamsthe KakUM-IHOO  BHAOM
criopTa JiIsl 37[0POBbBSI
3.4. [Opranuzanus CBOUX OOBIYHBIX
NIBIDKEHUM € ydeToM TpeOOoBaHMI
(bu3MyecKOil KyJbTYpBI
4. 3akajuBaHue
4.1. BrinmosnHenne crenalbHbIX
BaKaJIMBAIOIINUX MPOIEAYD
4.2, OO0rBaHue XOI0IHON BOIOMH
4.3.  [PerymnspHbIC IPOTYJIKH HA CBEKEM
BO3ITyXe
4.4, |Opexa mo ce30Hy U 10 MOT0jIe
4.5.  |PerynsipHoe nocemienue 0aHu
5. OTCyTCTBHE BpPeTHBIX MPUBBIYEK
5.1.  [TabGakokypeHus
5.2.  BnoynorpebieHus aJIKOrojaeM
5.3.  [HapkoTH4eckol 3aBHCHMOCTH
6. | Pe:xxuM Tpyaa m otTabIxa
6.1. Cobmto/ieHue HOpM 4YepeoBaHUs
(DU3MYECKOTO W YMCTBEHHOT'O
rpyna
6.2. |BeimonHeHHE BO BpeMs
YMCTBEHHOM paboTsl
CTeTIMATbHBIX MEPOTIPHSITHHA,
CHUMAFOIINX YMCTBEHHOE
MepeHanpsiKeHne
6.3. [BoimonHeHnue cBoeil  TPyAOBOi




NoeNe | Cocrasnsrommue (30XK) genoeka | Onienka 30K B 6autax | O0muis Cpennuit
/1 U TIO3UIINHU [0 KaXXI0M 4 1312|110 Oaimn Oain
COCTaBJISIOIICH

eI TeILHOCTU c YYETOM
tpeboBanuit  HOT  (mayuHnoii
OpraHu3aIyK TPyAQ)

6.4. |[lomHOLIEHHBINH COH

7. | Ilcuxonoruveckuii kompopT
7.1. [YMeHue cOXpaHSATh WM OBICTPO

BOCCTAHABJINBATh JyLIEBHOE

aBHOBECHE

7.2.  |YMeHue BUIETH MOJIOKUTEIHHOE B
OKPYKarOIIeM MUPE

7.3. |YMeHHE CTpPOUTH TapMOHUYHBIE]
OTHOIIEHHUA C  OKPYXKaIOIUMU

ITFOIEMU
7.4. [[IpuHATHE CBOMX HEJOCTATKOB KaK|
HEN30€KHOrO CIEICTBUS]
YEIIOBEUECKOU MPUPOIBI
7.5. |YmMmenue W3BJICKATH)

[OJIOKUTEIIbHBIE YPOKU M3 CBOMX
PKI3HEHHBIX CUTYalui

7.6. |YMeHwe mNpUHMMATh C MHPOM
PKM3Hb U OKPY’KaIOIIUNA MUP

7.7. |[CtpemiieHue K
CaMOCOBEPLLICHCTBOBAHHIO

7.8. |YMeHme CTOWKO  TIEpEHOCHUTH

MOpaXCHUS u KU3HECHHBIC
HEB3IOJTbI

7.9. |OnTumucTHYECKOe
MUPOBOCIIPUSATHE

7.10. |Y10BIETBOPEHHOCTh CBOEH

Cy1b00# B 1IEJIOM

7.11. [YmeHue mnepexuBaTh B KHU3HU
aJ10CTh

7.12. |Y710BIETBOPEHHOCTH CBOEH
[10JI0OBOM MPHHAUIEKHOCTHIO

7.13. [TonmepaHTHOCTH

UTOro

UTOI'OBBIA KOHTPO.Ib 2 KYPC

KonTpoasHnas padora 2 Kypc)

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

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

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

Bomnpocs! k 3a4ery 2 Kypc

1. IlonsiTue cucremsl  JOKyMeHTauuu. Hcropudyeckoe  pa3BUTHE  CUCTEM
JOKYMEHTalUH.

2. OcHoBHBIE (DYHKITMOHAIBHBIE CUCTEMBI JOKyMeHTaIiu B Poccuiickoit @enepanuu.


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

3. Cranpgaptuzanus ¥ yHUGHUKALUS JOKYMEHTOB. YHHU(DUIHMPOBAHHBIE CHUCTEMBI

JOKYMEHTAIUH.
4, Krnaccudukaropsl JOKyMEeHTUPOBaHHON WH(OpMAITUH.
S. OpranuzanvoHHO-PACIIOPAIUTENbHAS JOKYMEHTAIHS. OK 011-93

«O0mepoccuiickuil  ki1accu(uKaTop ymnpaBiICHUYECKONH TOKYMEHTAllUW» W OTPaKEHUE B HEM
YHU(PUIUPOBAHHON CHCTEMBI OPraHU3aIMOHHO-PACTIOPSIINTEIEHON JOKYMEHTALIHH.

6. THITBI TOKYMEHTOB, X KJIACCH(HKAIIHH.

7. JlokyMeHT Kak cucteMa. BHeIHssl 1 BHYTPEHHSS CTPYKTYpa JOKYMEHTa: 00Ias
XapaKTePUCTHKA.

8. IOpunnyeckas cuna noxkymeHnta. HopmaTuBHO-MeToandeckas 6aza odopmiieHUs
JIOKYMEHTOB.

9. CrpykTypa ynpaBieHYeCKOro JOKyMeHTa. PekBU3UT U (HOpMyJIIsip TOKYMEHTa, UX
pa3BUTHE.

10. Dopmynsap-obpaszer] OpraHU3alMOHHO-PACTIOPAAUTEIBHOTO JOKYMEHTa: 00mas
XapaKTePUCTHKA.

11. TpeGoBanwmst K 6aHKaM OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB.

12. TpeboBanus kK 0OPMIICHUIO PEKBU3UTOB 3ar0JIOBOYHON YaCTH OpPraHU3aIllMOHHO-
pacnopsauTensHbIX JokyMeHTOB coriacHo [[OCT P 7.0.97-2016

13. TpeboBanust K  OQOPMIICHHIO  PEKBU3UTOB  COJEPXKATEIBHOM  YacTH
OpraHU3alMOHHO-PACIOPSAUTENBHBIX JoKyMeHTOB corsiacHo 'OCT P 7.0.97-2016

14, TpeboBanus K 0hOPMIICHHIO PEKBU3UTOB O(OPMIISIOINICH YaCTH OpraHu3aIdOHHO-
pacnopsauTensHbIX JokyMeHTOB cornacHo [[OCT P 7.0.97-2016

15. Texnuueckue TpeOOBaHUS K O(GOPMIICHHIO PEKBU3HTOB OPraHU3aI[MOHHO-
pacropsIuTeIbHBIX JOKYMEHTOB.

16. OpraHu3ainroHHO-PACIIOPIUTEIbHAS JOKYMEHTAIUS: OOIIUE CBEICHUS.

Bompocsr k 3auety 3 cemecTp 2 Kypc

1. Opranu3annoHHO-TIpaBOBas JTOKyMEHTAIMs: OOLIME CBEIECHUS.

2. CocraBnenue U 0(hOpMIIEHHE OCHOBHBIX BHIOB YUPEIUTEIBLHBIX JTOKYMEHTOB.

3. CocraBnenue u 0(GOpMIIEHHE MOJOKEHWH, IITATHOTO pAaclUCaHMs, MpaBUil
BHYTPEHHETO  TPYAOBOTO  paclopsaka, WHCTPYKIWH, aJIMHUHUCTPATHBHOTO
periaMeHTa.

PacnopsiintenbHas TOKyMeHTanust: 00IIast XapaKTepUCTHKA.
5. CocraBnenne u odopmiIeHHE pPaCHOPSAUTENBHBIX JOKYMEHTOB, M3/1aBaeéMbIX Ha

NPUHIUITAX €TUHOHAYAIIHS.

6. CocraBneHne U 0(OpMIIEHHE paCIOPSIUTEIbHBIX IOKYMEHTOB, H3/1aBaeéMbIX Ha
NPUHIUITAX KOJUIETHaIbHOCTH.

Cocrasienue 1 opopMIIeHHE TPOTOKOJIOB.

8. JenoBas mepernucka: oOIIHe CBEACHUs, KIacCU(PUKAIUS, pPOJIb B YIPABICHYECKON

NesITeNbHOCTH, QYHKINHU. 3aKOHOIATEIbHOE PETYIMPOBAHUE JI€TIOBOM MEPENUCKH.
9. CpencrBa CBSI3M, HCHOJIB3yeMbIe JUISI JIOCTaBKH JIEJIOBOM KOPPECIOHCHIINH.

TpeboBaHMs K TOKYMEHTaM, IepelaBaeMbIM 110 KaHaJIaM 3JIEKTPOCBS3H.

10. O6mume TpeGoBaHuUs K COCTABICHHUIO U OPOPMIICHHIO ENOBBIX ITuceM. Kommozuius

TEKCTa, A3bIK, CTUJIb, TUKET JIEJIOBOT'0 MUChMA.

11. TpebGoBaHus K IETOBBIM MHUChMaM, CBI3aHHBIM C pacIpoCTpaHEHHEM HH(pOpMaIUy.

12. TpeGoBaHus K J€TOBBIM MUCbMaM, CBSI3aHHBIM C OOpAIICHUSIMU T10 BBITOJIHEHHIO
TEX WJIW UHBIX JEHCTBUHN WU OKA3aHUIO YCIIYT.

13. TpeboBaHus K MUCbMaM-OTBETaM.

14. TpeGoBaHus K TUCbMaM MPETEH3NOHHOIO XapakTepa.

15. TpeboBaHus K JeTOBBIM MUCbMAaM, CBA3aHHBIM C BHIPQKEHUEM BHUMAHUS U YUaCTHSL.

16. TpeGoBaHMsI K pEKOMEHAATEIBHBIM TUCHMAaM.

17. TpeboBaHMsI K CONMPOBOAUTEIBHBIM MTUCHMAM.

18. TpeboBanmst K 0OPOPMIICHHIO AKTOB.

19. TpeboBanust k 0OPMIICHUIO TOKIATHOM, CTyKeOHON M 00BACHUTENBHO 3aMHCOK.

20. TpeGoBaHus K 0()OPMIICHHUIO CIIPABOK.

21. TpeboBaHus K 0()OPMIIEHUIO CBOJIOK, 3aKIIOYEHUH, OT3HIBOB.

22. TpeGoBanus Kk 0POpMIICHUIO MTEPEYHEH, CITHCKOB.

&

~



23. TpeGoBaHus K IEPBUYHON YUETHON JOKYMEHTAITUH TI0 TIHWIHOMY COCTaBY.
24. TpeboBaHUs K YaCTHBIM (JINYHBIM) JJOKYMEHTaM.
HToroswlii TecT 3a 2 pasaea

Bomnpoc 1
KTo opopmiisieT yueTHble TUYHBIE KAPTOUKH:
Bribepute oauH OTBET:
a. pabOTHUK 110 Kajipam
b. pyKOBOIUTEIb CTPYKTYPHOTO MOIPA3AEICHHS
C. 3AMECTHTENb PYKOBOJIUTEISI OPraHU3aIHN
d. paGoTHHK

Bomnpoc 2
CornacHo cTaHIapTU3UPOBAHHOMY ONPEAEICHUIO, BUI MUCHMEHHOTO JOKYMEHTA — 3TO:
Bri6epute oauH OTBET:
a. ouIMaNbHBINA JOKYMEHT, CO3JJaHHBIN B TUCHMEHHOM BUIE
b. HauMeHOBaHHME JOKyMEHTa, O(OPMIIEHHOTO IO YCTAHOBJCHHBIM IpaBUIAM
MaIIUHOMUCHBIM CIIOCOOOM
C. IPUHAJUICKHOCTh MUCbMEHHOTO JOKYMEHTa K CHCTEME JOKYMEHTAIMH MO MpU3HAKAM
COJICpKAHUS U 1IEJICBOT0 Ha3HAUCHHS
d. pa3HOBUIHOCTH [IOKyMEHTa, HCIIOJHEHHOTO TpaduyecKUMH 3HaKaMu — OyKBamH,
dpamu, neporaudamu

Bompoc 3
CornacHo cTaHAapTU3UPOBAHHOMY OIpeAeNieHuI0, yHUuUIMpoBaHHas ¢popMma TOKyMEeHTa —
3TO:
Bribepute ouH OTBET:
a. nH(pOpMaIHs, 3aIMCAHHAS HA PA3IMYHBIX HOCUTEISX MO YCTAaHOBJICHHBIM ITPaBHUIIaM
b. COBOKYNHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHH C PEUIA€MbIMU B JTAHHOM
cepe eATENBHOCTH 3aJayaMU M PACHOJIOKEHHBIX B ONPEJEIIEHHOM IOpPS/IKE HAa HOCHUTENE
uHpOpMaLuu
C. HabOp pPEKBU3UTOB O(QUIHUANIBHOIO NMHCHMEHHOTO JOKYMEHTA, PAclOJIOXKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEIbHOCTH
d. HabOp pEKBU3UTOB, WICHTUDHUIIUPYIOMUX aBTOpa OMUIIMAIBHOTO MHCHMEHHOTO
JIOKyYMEHTa

Bomnpoc 4
VYHuukanus 1OKyMEHTOB — 3TO:
Bribepure o= OTBET:
a. IpUMeHEHUe TabJIUIl U aHKET
b. onpenenenue nopsaka ohopMiIeHUs TOKyMEHTOB
C. CBeJIeHNE K MUHUMYMY pa3Hoo0pa3us BUJ0B U (hOpM JOKYMEHTOB
d. pa3paboTka «11abioHa» TOKyMEHTa

Bomnpoc 5

CornacHo CTaHIapTU3UPOBAHHOMY OIPENIEICHHIO, OPraHU3aIlIOHHO-PACTIOPSAINTENbHBIH
JOKYMEHT — 3TO:

Bribepute ofuH OTBET:

a. JIOKyMEHT, CO3JIaHHbII IOPUINYECKUM WM (U3UYECKUM JIHMIIOM, O(OPMIIEHHBIH U
YJOCTOBEPEHHBI B YCTAHOBJIIEHHOM TOPSAKE U HUCIHOJB3YEMBbIH B TEKYILIEH AesITeIbHOCTH
OpraHu3aluu

b. BuJ NUCBMEHHOIO JTOKYMEHTa, OTPa)arolMil JOKYMEHTHPOBAHHE OpPraHHU3aIOHHO-
pacopsAUNTENbHON AESITEILHOCTA OPraHOB, OPraHU3alMi U JOJKHOCTHBIX JINLL

C. BUJ MUCbMEHHOI'O JOKYMEHTa, B KOTOPOM (UKCHUPYIOT pelIeHHe aIMUHUCTPATUBHBIX U
OpraHU3aIMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB yIpPaBICHUS, B3aUMOICHCTBUS, 00ECIICUeHUS U
PETyJIUpPOBaHUS JIEATEIBHOCTH OPraHOB BIIACTH, YUPEXKAEHUH, NpeANpUATUi, OpraHu3anui, ux



MOPa3CIICHUI U TOJDKHOCTHBIX JINLL
d. mepBUYHBIN, MUHUMAJIBHBIA 3JEMEHT CHCTEMbl OPraHU3allMOHHO-PACTIOPSIIUTEIEHON
JOKYMEHTaluu

Bomnpoc 6
Kakne mnoacucremel HE BXOZAT B CHCTEMY OpPraHH3alMOHHO-PACHOPSIAUTEIIBHON
JOKYMEHTaLlUU:
Br16epute ouH OTBET:
a. OPraHM3allMOHHO-IIPABOBAast JOKYMEHTALUs
b. TuTaHoBast JOKyMEHTaLUs
C. pacnopsAUTENbHAs JOKYMEHTALUs
d. uHpOpPMALIMOHHO-CITPABOYHAS JTOKYMEHTAIIHS

Bomnpoc 7
B kakoM komoBOM 0003HaueHWH YyHUGUIHPOBAaHHOW ¢opMbl aokymenta 05080819,
cormacao OKY /I, BepHO oTpaxeHbl IUGPOBHIC MPU3HAKH KIIACCU(DUKAIINN:
Bribepure ouH OTBET:
a. 19 — KOHTPOJIBHOE YUCII0, KOTOPOE BBOAMTCS BO M30EKaHUE ONIMOOK NPU CYUTHIBAHUN
U MCII0JIb3YETCs IPU IPOBEPKE 3alMCH KO/1a
b. 80 — moakmnacc hopmbl, T.e. OOIIHOCTD COJCPIKAHKUSI MHOXKECTBa ()OPM JTOKYMEHTOB M
HaIlpaBJIEHHOCTh X HCIIOJIb30BaHMS
. 050 — xmacc hopmbl, T.e. MPUHAUICKHOCTh YHUPHUIUPOBAHHONW (HOPMBI TOKYMEHTa K
COOTBETCTBYIOLIEH YHU(PUIMPOBAHHON CHUCTEME JOKYMEHTAILIUH
d. 081 — peructpauMOHHBIH HOMEp YHUQPHUIMPOBAHHOW (OPMBI IOKYMEHTa BHYTPH
nojJkiacca

Bomnpoc 8
Ha xakue THITBI TOIPA3IENAIOTCS JOKYMEHTBI IO TPOUCXOKACHUIO:
Bribepure ouH OTBET:

a. BXOJSIIIME/UCXOAAIINE/BHY TPEHHHE

b. uHAMBHYyaTbHbBIE/TpadapeTHble/ TUTIOBbIE

C. IM4Hble/ opUIIMATbHBIE

d. obmenocTynHble/ KOHPUICHIMATbHbBIE/ CEKPETHBIE

Bompoc 9
Kakoii MOKyMeHT SBIIsSIETCS OCHOBHBIM JIOKYMEHTOM O TPYZOBOH NEATENBHOCTH H O
TPYAOBOM CTa)ke pabOTHHKA:
Bri6epuTe ouH OTBET:
a. CTPax0OBO€ CBUETENIBCTBO FOCYIaPCTBEHHOI'O IEHCHOHHOT'O CTPAaXxOBaHUS
b. ydueTHas 1MuHas KapToUKa
C. TPyAOBasi KHIKKA
d. MeHCHOHHOE yI0CTOBEPEHUE

Bompoc 10
Ha xakue TUIIBI OAPA3IENAIOTCS JOKYMEHTHI IO CIIOCO0Y U3JI0KEHHUS:
Bribepute o OTBET:
a. TUCbMa/TeNerpaMmbl/ TenepOHOTpaMMBbl/ TelleKChl/ (hakcorpaMMbl/ 3JIEKTPOHHBIE
cooOuieHus
b. unAMBUYyanbHbIE/ TpadapeTHble/ TUIIOBBIE
C. IOJTMHHUKH/ KOTIMH/ TyOIMKaThI
d. obmenocTynHble/ KOHPUACHIIUATHHBIE/ CEKPETHBIE

Bompoc 11

[To xakoMy NMpU3HAKY JOKYMEHTHI MOAPA3AESI0OTCS Ha OJIMHHUKY (OPUTHHANbI)/ KOTTHH/
yOJIMKATHI:

BriGepute oquH OTBET:



a. mo (opme mpeacTaBICHU
b. mo cdepe aesrenbHOCTH
C. IO croco0y mepeaaun

d. mo creneHu NOUIMHHOCTH

Bormpoc 12
CornacHo cTaHIapTU3UPOBAHHOMY ONPEAEICHUIO, CUCTEMA JOKYMEHTALUU — 3TO:
Br16epute ouH OTBET:
a. COBOKYIHOCTb JOKYMEHTOB, OOpasyloLUXCsi B JEATEIbHOCTH HOPUANYECKOTO HIIU
¢du3mveckoro auIa
b. KOMIUIEKCHl JIOKYMEHTOB, OTpPaXKalOLUe IPOU3BOJACTBEHHbIC, YIIPABICHUECKUE,
(MHAHCOBBIE MPOLIECCHI MPEANIPUATUH, OPTraHU3ALUH, YIPESIKICHUN
C. CUCTEMa HOPMATUBHBIX AKTOB, PEIIIAMEHTHPYIOIIUX TOKYMEHTUPOBAHUE IE€ATEIILHOCTH
U IOKyMEHTOOOOPOT NPEANPHUATHNA PA3TUUHBIX OPraHU3aIMOHHO-TIPABOBBIX (hOpM
d. COBOKYIHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX I10 IIPU3HAKaM IPOUCXOKICHUS,
HA3HAYCHWUS, BUJIA, CPEPhI EATEIBHOCTH, €IUHBIX TPEOOBAHUN K UX 0(hOPMIICHHUIO

Bormpoc 13
Kakue Buibl TUCIMITIIMHAPHBIX B3bICKAHUN BITUCHIBAIOTCS B TPYAOBYIO KHUXKKY:
Bri6epure ouH OTBET:

a. B3bICKAHUS B TPYJOBYIO KHIKKY HE 3allMCBIBAIOTCS

b. yBoJIbHEHUE

C. CTPOTHUil BBIFOBOP

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

Bormpoc 14
Kakoll 10KyMEHT He BXOIUT B KOMIUIEKT JOKYMEHTOB O KOMAaHIUPOBAaHUU C KOJOBBIM
obo3HaueHneM ¢popmsl T:
Bribepure ouH OTBET:
a. KOMaHIMPOBOYHOE yIOCTOBEPEHHE PA0OTHUKA
b. mpuka3z (pacHopspDKeHHE) O HalpaBICHUU OTIEIBHOrO0 pabOTHMKA WM TPYIIIBI
pabOTHHUKOB B KOMaHIHPOBKY
C. CiIy’ke0HOE 33/1aHue C OTYETOM O €T0 BHIMOJTHEHUHU
d. aBaHCOBBI OTYET
Bompoc 15
Ha xakwme rpynmsel nmemstcs oduImanbHbIe AOKYMEHTHI 1O cdepe AeATENbHOCTH (IO
(GYHKIMOHAIBHOMY IPU3HAKY):
Bri6epuTe ouH OTBET:
a. yHU(HULHPOBaHHbIE/HEYHU(PUIIUPOBAHHBIE
b. pyHKIIMOHATBHBIE/OTPACIIEBBIC
c. opuIHaTIbHbIE/HEO DU ATIBHBIE
d. ynpaBrneHuecKre/TeXHUIeCKne

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

a. XapaKTepUCTHKa

b. pe3rome

C. IMYHAas KapTO4Ka

d. aBrobuorpadus

Bormpoc 17

CorimacHo  CTaHIApPTU3UPOBAHHOMY  ONpEAETCHUI0,  YHU(UIMPOBAHHAS  CHUCTEMa
JOKYMEHTAIUHU — 3TO:

Bribepure ouH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, B3aWMOCBSI3aHHBIX IO MpPU3HAKaM IPOUCXOXKICHHS,



Ha3HAYCHMs, BUAQ, CPephl NeITEIbHOCTH, EUHBIX TPEOOBaHMI K X 0()OPMIICHUIO

b. cuctema JOKYMEHTAIlMU, COCTaBIEHHWE U O(POPMIIEHHE KOTOPOW periaMeHTHPOBAHO
HOPMATUBHBIMU aKTaMH

C. cucreéMa [JOKyMCHTAalWH, CO3JaHHAasA 10 CAWHBIM IIpaBUJIaM H TpC6OBaHI/ISIM,
comepxamas WHPOPMAIMIO, HEOOXOIMMYIO [UIsS YIpaBICHHWs B ONIpenelieHHOW cdepe
JESTEIIbHOCTH

d. cucrema OKyMeHTaIMU, UMEIOIIast SAMHbIA HOpMyJIsp

Bomnpoc 18
KakuM  JOKyMEHTOM  JOJDKHBI ~ PYKOBOJICTBOBATHCS  JCJONPOM3BOAMUTEIN  IPU
JOKyMEHTHPOBAHHUH 3TAIOB TPYOBOTO IIUKJIA — OT IpHUeMa Ha paboTy HOBOTO COTPYAHUKA JI0 €TI0
YBOJIbHCHHS:
BriGepure oguH OTBET:
a. [ocynapcTBeHHas cucteMa JOKyMEHTAIMOHHOT0 oOecrieueHus yrnpapieHus. OCHOBHbIC
nonoxeHus. O0mue TpedoBaHM K TOKYMEHTaM U CIyk0aM JOKY-MEHTAIlHOHHOTO 00ECIICUeHHUS
b. TOCT P T'OCT P 7.0.97-2016 «YHu¢unupoBanHasi CHUCT€Ma OPTraHU3ALMOHHO-
pPacHopSIUTENbHON JOKyMeHTalMU. TpedoBaHus K 0(OPMIICHUIO TOKYMEHTOB)
c. Aib0OM YHU(DHUIIMPOBAHHBIX (OPM IMEPBUYHON YIETHOMN JOKYMEHTAIIUH 110 YUETy Tpy/Aa
¥ €ro oruiaThl, yrBepxaeHHbM [locTranoBnennem ['ockomcrara Poccun
d. Obmepoccuiickuii kaccuukaTrop yrnpaBieHUIECKOW JOKYMEHTAITUH

Bormpoc 19
Kaxkas s3p1K0Bast popMyiia yMeCTHa B 3asBJICHUU:
Bri6epure ouH OTBET:

a. «B MO€# Mpoch0e MpoIry HE 0TKA3aTh. ..»

b. «3apaHee MpHU3HATEICH

c. «BecbMa yoenuTenpHo Bac mponry»

d. «mpomry Bamrero cornacus Ha...»

Bormpoc 20
Kakue 35eMeHTHI SBISIOTCS CaMbIMHU KPYITHBIMU CTPYKTYPHBIMH 3JIEMEHTAMH JIOKYMEHTa
KaK CUCTCEMBI.
BriGepure oauH OTBET:
a. comepkanue u popma
b. 3aroyoBouHast, copepskaTeiabHas 1 opopMIISIOIIas 4acTu
C. PEKBU3HUTHI
d. cirysxebHOe 1 pabouee 1moJie TOKyMeHTa

Bompoc 21
[Tponomxute onpeznenenue: GopMyJisip T0KyMEHTa 3TO - ...
Bribepure o= OTBET:
a. HabOp PEKBU3UTOB O(QUIHUANIBHOIO MHCHMEHHOTO JOKYMEHTA, PAclOJIOKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEILHOCTH
b. Habop pEeKBU3UTOB, HIACHTUPUIHUPYIOMIMX aBTOopa O(UIHNATIBLHOTO MUCHMEHHOTO
JIOKyMEHTa
c. 3adukcupoBaHHas Ha MaTepUAJbLHOM HOCUTENEe HHPOpMAIUs C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UASHTU(PHUIIUPOBATH
d. BHyTpeHHsa (hopMa AOKyMEHTa, ONpEeNesomas CTPYKTypy TEKCTa U €ro SI3bIKOBbIE
0COOEHHOCTH

Bompoc 22
[Tponomxute onpenenenue: OIaHK JOKYMEHTa — 3TO ...
Bribepurte oquH OTBET:
a. MOJIeJIb MTOCTPOCHMSI TOKYMEHTa, yCTaHaBJIMBatoulas 001acTe NpUMEHeHus, (opMaThl,
pasMepsl oJIeH, TpeOOBaHUS K TOCTPOSHUIO KOHCTPYKIIMOHHON CETKH U OCHOBHBIE PEKBU3UTHI
b. TumoBas Mojenb, COJAEpXKallas COBOKYIHOCTb 0OSA3aTENbHBIX PEKBU3UTOB,



CBOMCTBEHHBIX JOKYMEHTaM YHU(DHUIIMPOBAHHOW CHCTEMbI OpPraHU3alMOHHO-PACTIOPSIAUTEIHLHON
JOKYMEHTAIIUU ¥ PACTIOJIOKEHHBIX OIPeIeICHHBIM 00pa3oM

C. HabOp pPEKBU3UTOB O(GUUIHUATBHOIO MHCbMEHHOTO JOKYMEHTA, PACHOJOKEHHBIX B
OIpEEIEHHOM MT0CIIEN0BATEIbHOCTU

d. Habop pEeKBU3UTOB, HUACHTUPUUUPYIOMIUX aBTOpa OQGUIHUAIBHOIO MHUCHBMEHHOIO
JIOKyMEHTa

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

a. OI'PH

b. MHH/KIIIT

c. OKY [

d. OKIIO

Bormpoc 24

Kakoil 13 nepeyrcieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTaM YIOCTOBEPEHUS:
Bri6epure ouH OTBET:

a. OTTUCK IIeYaTH

b. rpu¢ yTBep)KaeHUs

c. rpu¢ coriacoBaHus

d. moanuce

Bormpoc 25

Ha xakoM Bujie TMYHBIX JOKYMEHTOB 0(hOpMIISIETCS aJipecaT:
Bri6epure ouH OTBET:

a. XapaKTepUCTHKa

b. TOBEpEeHHOCTH

C. pe3tome

d. 3asiBneHue

Bormpoc 26
KakoMy NOHATHIO COOTBETCTBYET CJEIYyIOIAs XapaKTePUCTUKA: <«ATOT (HOpMyJIsp
XapaKTepU3yeTcs OIpPEIeIEHHBIM KOJHMYECTBOM PEKBU3MTOB, DPACHOJOXKEHHBIX B CTPOTOM
[OCJIEI0BATENbHOCTH, M XapaKTepeH JJIsi KOHKPETHOTO BUAA JOKYMEHTOB, HallpUMep, pUKa3a,
aKTa»:
Bribepure o= OTBET:
a. TUTIOBOM popMmyJisip
b. hopmymsp
c. hopmymsip-obpasen
d. uHIMBUAYaNbHBIA (HOPMYIISP

Bompoc 27
KakoMy JOKyMEHTY COOTBETCTBYET CIIEAYIOIIas XapaKTepPHUCTHKA: «ITO MHUChMEHHOE
TIOJTHOMOYHE, BBIIaBAEMOE OTHUM JIUIIOM (YUPEKACHHEM) IPYTOMY JIMILY JUIs TPEJCTaBUTEIbCTBA
nepe TPETbUM JTHIIOM.
Bribepute ouH OTBET:
a. pacmucka
b. 3asBneHne
C. IOBEPEHHOCTh
d. cnpaBka

Bompoc 28
Ha kakue BUIBI TOJpA3ACIAIOTCS OJIAHKH JOKYMEHTOB IO PACIOJIOKECHUIO PEKBHU3WTOB
cornacao 'OCT P I'OCT P 7.0.97-2016:
BriGepute oquH OTBET:



a. YTJIOBBIE U TPOJIOJIbHBIC

b. 00muii 6;aHkK, 6J1aHK MUChMA, OJTaHK KOHKPETHOTO BUIA JOKYMEHTA

c. OmaHk opraHu3anuy, OJIAHK CTPYKTYPHOTO TIOJpa3JeieHUs] OpraHu3alud, OJIaHK
JOJKHOCTHOTO JTUT[A

d. meHTpUpOBaHHBIC U (IIarOBBIC

Bomnpoc 29
OTMETUTB BOIIPOC
Kakoe ompenenenue 0puaMuecKoil CHIIBI JOKYMEHTa SIBISICTCS CTaHIAPTU3UPOBAHHBIM
(3axperuteno B OCT P 51141-98):
Bri6epute oauH OTBET:
a. IOpUMYECKas CHJIa JOKYMEHTa — 3TO CBOMCTBO O(PHUIIMATBHOTO TIOKYMEHTA, COO0IIaeMoe
€My JIeHCTBYIOIIMM 3aKOHOJATEJIbCTBOM, KOMIIETEHIMEH W3JaBLIEr0 €ro opraHa u
YCTaHOBJICHHBIM TOPSIKOM 0(OPMIICHUS
b. ropuanueckas cuiia JOKYMEHTAa — 3TO CHOCOOHOCTh YHPaBIEHYECKOIO JIOKyMEHTa
BBICTYNATh B Kaue€CTBE 00S3aTEIBHOTO ISl YYACTHUKOB YINPABJICHUSA: OPraHOB YIPABICHUSA, UX
CTPYKTYPHBIX  TOJpa3/eieHHl, OOIIEeCTBEHHBIX  OpraHu3alui, JODKHOCTHBIX  JIWIL,
rOCYJJapCTBEHHBIX CIY’KaIllUX U TPaXkIaH
C. IopuIMYecKas Cuiia JOKYMEHTa — 3TO COOTBETCTBUE JOKYMEHTUPOBAHHON HHPOpMAIIH
TpeOOBaHUSAM OPUITUATBHOCTH, JOCTOBEPHOCTH, 00BEKTHBHOCTH, OECCIIOPHOCTH, OCHOBAaHHBIM Ha
3aKOHO/ATEIbCTBE
d. ropunuyeckas cuia JOKYMEHTa — 3TO YCJIOBHE, PU KOTOPOM HMH(GOPMAITUS TOKyMEHTA
MOKET OBITh HCIIOJIb30BaHAa B cdepe ympaBieHUss 0e3 COMHEHHsS B €€ JOCTOBEPHOCTH st
OCYILECTBIICHUS JTIOOBIX JIEHCTBUIA

Bompoc 30
OTMETHUTH BOIIPOC
KakoMy TepMHHY COOTBETCTBYET CIEIYIOIIEE CTaHAAPTU3UPOBAHHOE OIpEICIICHUE
(3akperienHoe B 'OCT P 51141-98): «.... — 370 mpocTaBiieHHe HEOOXOIUMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX MIPaBUJIAMU JOKYMEHTHUPOBAHUSI:
Bribepure o= OTBET:
a. opopmieHuEe JOKYMEHTa
b. yHudukanus 1oKkymeHTa
c. hopmymsip-obpasen
d. cocTaBneHne JOKyMeHTa

Bompoc 31
OTMETUTB BOIIPOC
Kakoii 1oKyMeHT sBJIsIeTCs OCHOBHBIM aKTyaJIbHBIM HOPMATUBHBIM JJOKYMEHTOM B 00J1aCTH
cocTaBieHUs! U 0()OPMIIEHHUS] OPTaHU3ALMOHHO-PACTIOPSIAUTEIBLHON JOKYMEHTAINH:
Bribepure o= OTBET:
a.OCT P 6.30-2003
b. IlpaBmia nenonpou3BOACTBa B (elepajbHbIX OpraHax HCIOJIHUTEIbHOW BIIACTH,
yTBepxkaeHHble [loctanoBnenuem IIpaButensctBa PO ot 15 utonsa 2009 r. Ne477
c. OKY] - OK 011-93. OoOmepoccuiickuili KinaccupukaTop yHpaBiIeHYECKON
JTOKyMeHTaluu, yrBepxaeHHblil [locranoBnenuem [occrangapra P® ot 30 nexabpst 1993 r.
Ne229
d. TCIOY — T'ocynapcTBeHHas cucTeMa JOKYMEHTAITMOHHOTO 00eCIeueHus yIpaBIcHUSI.
OcHoBHble TOJ0keHUsA. OOmmume TpeOoBaHUS K JIOKYMEHTaM U CIy»0aM JOKYMEHTAI[HOHHOTO
obecnieuenus, yrBepxkaeHHas npukazoM ['maBapxua CCCP ot 23 mast 1988 r. Ne 33

Bomnpoc 32
B kakoMm ciydae yupexJeHHEe UMEET MPaBO YIOCTOBEPSTH JOBEPEHHOCTh HA MONyUYEHUE
JIIEHE)KHOI'0 BKJIaJa B OaHKe:
Bribepure ouH OTBET:
a. €CJIM JOBEPUTEIb U JIUI0, KOTOPOMY OH JIOBEpSIET, ABJSAIOTCS rpakaaHamu Poccun, xots



U He SIBJISIOTCS] paOOTHUKAMU JAHHOTO YUPEKICHUS

b. ecnu 1oBepuTeNs SBISAETCS PAOOTHUKOM JAHHOTO YUPEKICHHUS, a JIUL0, KOTOPOMY OH
JIOBEPSIET, HE ABJISAETCS paOOTHUKOM JAHHOTO YUPEKICHUS

C. €CIIM JIOBEpUTENb HAXOJUTCA Ha CTAIIMOHAPHOM M3JICYEHUH, HO SBISIETCS paOOTHUKOM
JAHHOTO YYPEXJEHUs, U JIUI0, KOTOPOMY OH JIOBEpPSIeT, TAaKXKe SBJISAETCS paOOTHUKOM JAaHHOTO
yUpeXKIECHUs

d. ecniu oBepuTeNb HE ABIAETCS pAOOTHUKOM JAHHOTO YUPEKICHHUS, a JIUI0, KOTOPOMY OH
JIOBEpSIET, SIBJIAETCS paOOTHUKAMU JAHHOTO YUPEKACHUS

Bompoc 33
OTMETUTH BOMPOC

Kak mepeBoauTCS C TATUHCKOTO TEPMUH «PEKBH3UTY (JIaT. requisitum):
Bribepute ot OTBET:

a. MUHMMAaJIbHAs 9acTh

b. Tpebyemoe, HeoOX0oaMMOE

C. CTPYKTYPHBIN DJIEMEHT

d. atpulyT comepkanus

Bomnpoc 34
Kakomy TepMUHY COOTBETCTBYET CIEIYIOIIEe CTAaHAAPTU3MPOBAHHOE OIPE/ICICHNE
(3akperienHoe B I'OCT P 51141-98): «... — 3T0 00s3aTeNbHbI 31IeMEHT OodopMIIeHUs

O(QUIMAIBHOTO TIOKYMEHTa»:
Bribepure ouH OTBET:
a. PEKBU3UT JIOKYMEHTA
b. 3aroj0BoYHas 4acTh JOKYMEHTa
c. pabouee 1oJie JOKYMEHTa
d. 6raHk TOKyMeHTa

Bomnpoc 35
Kakoii Habop nu¢p B kogoBoM 00603HaueHUH ¢GopMmbl nokymenta 0720302 obGo3HauaeT
KJjacc (OpMbI TOKyMEHTA:
Bri6epuTe ouH OTBET:
a. 20
b. 07
c. 302
d. 203

Bompoc 36

Ha kaxux ¢opmax npocrasisieTcst KoJl GOopMbl TOKyMEHTa:
Bri6epuTe ouH OTBET:

a. Ha Bcex OnaHkax

b. Ha yHUQUIMPOBaHHBIX (Popmax

C. Ha BCEX JIOKyMEHTAaxX

d. Ha HeyHUULIMPOBAHHBIX (hopMax

Bomnpoc 37
Kakue cioco6s1 opopmienus aatel cooTBeTcTBYIOT TpeboBanusm 'OCT P 7.0.97-2016:
.09.03.13;
. 09 mapra 2013 ;
. 09 mapta 2013 rona;
.09.03.2013 r;
. 2013-03-09;
. 2013.03.09;
.09.03.2013.
Bribepure ouH OTBET:
a.1,4,7

~NOo Ok W



b.2,6,7
C. BCE BapUaHTHL, KpOMeE 5
d. Bce BapuaHThI, Kpome 3

Bomnpoc 38

Kaxoii 35ieMeHT perucTpalioHHOTO HOMEpPa JOKYMEHTA SIBISIETCS 00513aTebHbBIM:
BriGepuTe oquH OTBET:

a. MHACKC JIeJia 10 HOMEHKJIAType Je

b. uadopmarys 00 UCTIOTHUTEIIAX

c. uH(OpMaIIHsI 0 KOPPECTIOHICHTE

d. mopsaKOBEII HOMEP

Bomnpoc 39

Vkaxxute BEPHOE Bricka3zsiBanue:

BriGepuTe ouH OTBET:

a. Ha Ganke muchMa MpoCTaBisieTcsl OTpaHUYUTENIbHAS OTMETKA JIJIsl peKkBU3UTa « CChUIKA
Ha PErUCTPAllMOHHBI HOMEp W JaTy [AOKYMEHTa» CIEOyIIIUM 00pa3oM: « oT

»

b. Ceenenusi B pekBuszute «CcbUlka Ha PETUCTPALIMOHHBIA HOMEp U JaTy JTOKyMEHTa»
MIPUCBAMUBAIOTCS OpraHU3aIMei-aBTOPOM OTBETHOTO TUChMa

c. PexBusur «Ccbulka Ha J1aTy M PErUCTPALIMOHHBI HOMEp JOKYMEHTa» 3aIlOJIHSETCS B
MPEUMYIIECTBEHHO B MHUCbMax-0TBeTax. CBeNEHUS B PEKBU3UT MEPEHOCSTCS C MOCTYHHUBIIETO
JIOKyMEHTa

d. Yka3zanue NaHHBIX O MMOCTYIHBIIEM MMHUCHME Ha OJaHKE MUChMa B BHJIE OTACILHOTO
CCBUIKM Ha PETUCTPALIMOHHBIM HOMEp M JaTy [OKyMEHTa HE HCKIIOYaeT HEeOOXOAMMOCTHU
CCBhUIAThCS HA HUX B TEKCTE€ OTBETHOTI'O MUChMA: B HaUaje TEKCTA MUChMa BCETa CIEIyeT MUCaTh
«Ha Bam Ne ... ot ...»

Bomnpoc 40

B kakom mazexe yKa3bIBalOT HAWMEHOBAHWE OpraHM3alldd U €€ CTPYKTYPHOTO
MO/pa3/IeNIEHUs B PEKBU3HUTE «Apecary:

Bri6epuTe ouH OTBET:

a. B pOJIUTEITHHOM

b. B UMEHUTEILHOM

C. B IaTEIbHOM

d. B mpeaoxkHOM

Bormpoc 41

Ha xakux nokymentax HE opopmisiercst pekBU3UT «Anpecary:
Bri6epuTe ouH OTBET:

a. CIIpaBKa

b. nucemo

C. ciykeOHast, JOKJIaHasl U 0OBACHUTEIbHAS 3aITUCKU

d. TomKHOCTHAS UHCTPYKIUS

Bormpoc 42

Kakoii pekBu3uT opopmIisieTcss HOCIeTHUM Mepe]] TeM, Kak JOKYMEHT OyJeT OTIIpaBlieH Ha
XpaHEeHue:

Bribepute ouH OTBET:

a. OTMETKa O MOCTYIUICHUH JOKYMEHTa B OPTaHU3alHIo

b. oTMeTKa 00 UCIIOTHUTENE

C. rpud yTBEpKICHUS

d. oTMeTKa 00 HCHIOJTHEHUH TIOKYMEHTA U HalpaBlIEHUH €ro B JIEJI0

Bompoc 43
Kaxoe odopmiienne ocHoBaHus JokymMeHTa cooTBeTcTBYeT TpeboBanusim ['OCT P 30-2003



(B ckoOKax 0003HauYEH KIIFOUEBOM TJIaroJl paCoOPSAUTEILHON YacTH IOKYMEHTA):

Bribepure ouH OTBET:

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

b. C meno UCHOTHEHHs] MpHKa3za PEKTopa 00 YKPEIJICHUH TPYAOBOM IAUCLMITIUHBI
(ITPEJJIAT ALO)

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

d. Bo ucnonnenune npukaza OAO «MMK» Ne 45 «O mopsiike 3akiIrO4eHUs] TOTOBOPOB
(ITPEVTIATALO)

Bomnpoc 44
OMmbnemy u ToBapHsIii 3HaKk HE Boctipon3BoasT Ha OaHKe, €clii Ha HeM MOMEIIeH (-a):
Bribepute ot OTBET:
a. P300S
b. oTTHCK TepOOBOI IeUaTH
c. l'ocynapcTBennsiii rep6 Poccuiickoit denepanuu
d. moanuce

Bomnpoc 45
Bribepure npaBuiIbHBIN BaprHaHT OQOPMIICHHS TIOANHMCH B PACHOPSAUTEIEHOM JIOKYMEHTE
opraHu3zainuu (IpukKase, pacliopsLKEHUH):
Bri6epure ouH OTBET:
a.
I'enepanbHBIl  TUPEKTOP IToanuce
M.II. benskos
12.12.2013
b.
I'enepanbHBIIN AUPEKTOP
000 «Kowmmac» ITonnuce
M.II. bensikos
12.12.2013
C.
I'enepanbHbBIN IUPEKTOP
000 «Kommac» [Tonnuce
M.II. bensikos
d.
I'enepanbHBI TUPEKTOP IToanuce
M.II. bensikos

Bompoc 46

Ha xakom 5sk3eMIUIsipe /€JI0BOro0 MHCbMA, MOJATOTOBJIEHHOM JJsi OTIpPABKH ajpecary,
MIPOCTABIISIFOTCS BU3bI:

Bribepurte ouH OTBET:

a. Ha MOJIJIMHHUKE, OTIPABIISIEMOM aJpecary

b. Ha KOIKU, TOMENIAEMOH1 B JIENI0 OpraHU3aLuu

C. Ha MUChbMaxX BHU3bI HE ODOPMIISIOT

d. Ha NOJJMMHHMKE, OTIpPABISEMOM ajJpecary, W Ha KOIHWHU, IOMEIaeMoil B €0
OpraHu3aluu

Bomnpoc 47

VYkaxkuTte BapuaHT opopMIIEeHHS OTMETKHU 00 ucrnoiaHuTene, ycraHosnenuslit 'OCT P 6.30-
2003:

Bri6epute ouH OTBET:

a.

Ilecmpsaxosa Onvea I'ennaovesna

Ten. 22-34-75

b.



Ilecmpsaxosa O.1'.
22-34-75
C.
O.I'. Ilecmpskosa
223475
d.
HUcn. I[lecmpsikosa Onvea I'ennadvesna
22-34-75

Bomnpoc 48

Kakoil pekBU3UT HCTIONB3yeTCs Ui YIOCTOBEPEHUS AIEKTPOHHOIO JOKYMEHTA!
Br16epute ouH OTBET:

a. JIEKTpOHHas LKdpoBas NOANHCH

b. uaEHTUPHUKATODP IMEKTPOHHON KOTIUU JOKYMEHTA

C. Koz (popMBI TOKyMEHTa

d. perucTpallnOHHBII HOMEP JOKYMEHTa

Bompoc 49

Kakomy TepMUHY COOTBETCTBYET ClIEyIOIIasl XapaKTepUCTHUKA:

3T0 BUJ MUCBMEHHOTO IOKYMEHTA, B KOTOPOM (DUKCHUPYIOT pelIeHHs aIMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB YNpPaBJIEHUS, B3aUMOICHCTBUS, 0OeclieueHus U
peryJIupoBaHUsl IEATEILHOCTH OPTaHOB BIIACTH, YUPESKACHUHN, MPEANPUATHIA, OpraHU3aUi, X
HOJpPa3/IeIeHUI U JOIKHOCTHBIX JIMLL.

Bri6epure ouH OTBET:

a. CITy’)KEOHBIN TOKYMEHT

b. opunMaNbHBI JOKYMEHT

C. YIPABJIEHYECKUH JOKYMEHT

d. opraHu3anoOHHO-PACIOPSIAUTENBHBIA JOKYMEHT

Bompoc 50
Y Kakoro BHUAAa OPraHU3AIMOHHO-TIPABOBOW JOKYMEHTAIlMH TpeOOBaHUS K TEKCTY

YCTaHOBJICHBI B 3aKOHO/IATEIIHHOM TIOPSIIIKE:

Bri6epute ofuH OTBET:

a. MITaTHOE PacICaHne

b. TOMKHOCTHAS UHCTPYKIUS

C. ycTaB

d. MHCTPYKIIMS HOPMATUBHO-METOIUYECKOTO XapaKTepa

Bompoc 51
Onpenennure, K KaKOMy OPTraHH3AI[MIOHHOMY JIOKYMEHTY OTHOCHTCS IIpejiaraeMblid

(dbparMeHT TeKcTa JOKYMEHTA!

1. Qupmennoe HaumeHoBaHUe U MECIMOHAXOHCOEHUe 0Oujecmsa

1.1.1lonnvim  pupmennviv  Haumenosanuem obwecmea aensiemca: Obwecmseo ¢
oepanuuenHot omeemcmeennocmoio «MHUPy». Cokpawennoe @upmenHoe HauMeHOBAHUE
oowecmsea — 000 «MHUP».

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

Bri6epute oguH OTBET:

a. TIOJIOXKEHHUE 00 OpraHU3aINH

b. yctaB

C. MpaBWJIa BHEITHEH MEPETUCKHA OpTaHU3aI[IH
d. MHCTPYKIIUS IO I€TONPOU3BOJICTBY

Bomnpoc 52
Cpenu  JIOKaJIbHOM  OpPraHU3alMOHHO-PACTIOPAIUTENILHON  JOKYMEHTAIIMU  BBICHIIUM



IOPUIMYECKUM CTAaTyCOM 00Jagaer:

Bribepure ouH OTBET:

a. OpraHU3alMOHHAs JOKYMEHTAIHS

b. pacniopsiauTeNbHAs JOKYMEHTAIHS

. ”HPOPMAIIMOHHO-CIIPAaBOYHAS IOKYMEHTAIINS

d. Bce rpymnmbl opraHu3alMOHHO-PACTIOPSAUTEILHOM TOKYMEHTAIUU 00JIaIal0T OIMHAKOBO
BBICOKHM IOPUINYECKUM CTaTyCOM

Bomnpoc 53

B kakoM psny BcCe NEpEYUCIICHHBIE BUIbI JOKYMEHTOB OTHOCATCS K OpPraHU3allMOHHO-
MIPaBOBBIM:

Br16epute ouH OTBET:

a. MOJIO’)KEHHE O CTPYKTYPHOM MOAPA3IAECIECHUH, JOIKHOCTHAS MHCTPYKIIMS, AaHAJTTUTUYECKAs
CIIpaBKa

b. mpaBuia BHYTPEHHEro TPYAOBOTO  paclopsAlKa, JOKHOCTHOM — PErJIaMeHT,
aIMUHUCTPATUBHBIN PETJIaMEHT

C. yCTaB, IUTaTHOE PACIHUCAHUE, OTYET

d. yapenurensHbIN 0r0BOD; YKa3 [Ipesunenta PD; nHCTpyKIHS 1O 1EIOMPOU3BOJICTBY

Bompoc 54

B kakux opranuzamnusx moxker HE BecTrch kaspoBast TOKyMEeHTALIUA:

Bri6epure ouH OTBET:

a. KaJpoBas JOKYMEHTAalusi BENETCS BO BCEX OPraHu3aluax HE3aBUCHMO OT HUX
OpraHu3alMOHHO-TIPAaBOBON (hOPMBI

b. B HEKOMMEPUECKHUX OpPraHU3aIMsIX

C. B Ka36HHBIX TOCY/IaPCTBEHHBIX YUPEIKICHUIX

d. B aKIIMOHEPHBIX OOIIECTBAX

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

BriGepure oauH OTBET:

a. IPUKa3bI

b. pemienus

C. IOCTaHOBJICHHUS

d. pacnopspxeHust

Bompoc 56

Kakue pacrnopsanTenbHble JOKYMEHTBI OTHOCATCS K JIOKYMEHTaM, CO3/1aBacMbIM B
YCIIOBUSIX KOJUIETHATBHOCTH:

BriGepute ouH OTBET:

a. perIeHHs

b. mpukassl

C. yKa3aHus

d. pacnopspxeHust

Bonpoc 57

KakoMy MOHATHIO COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA!

OTO JOKYMEHT, COJEp)KallMi TMpaBWiIa MOBEACHUS, paCHpOCTPaHAIONIMECS HA
HEOIpeeNIeHHBI KpYyr JIMIl, HM3/JaHHblE HAa OCHOBAaHMU W BO MHCIIOJHEHHE (QenepaIbHOro
3aKOHO/ATEIbCTBA, O0Os3aTeNIbHbIE JUISI HWCIOJHEHUS OpraHaMu TOCYJapCTBEHHOH BIIACTH,
MCCTHOI'0 CaMOyHpaBJICHUA, WX HOOJDKHOCTHBIMU JIMIIAMH, KWPUAWYCCKUMHU JIMIAaMU U
IPaXXIaHAMH.



BriGepute oquH OTBET:

a. HCHOPMAaTHUBHBIN IIPABOBOM aKT
b. HOpMaTHUBHBIN TPABOBOM aKT
C. IPaBOBOM aKT

d. HOpMBI TTpaBa

Bompoc 58

Kakumu cioBamMu J0KEH HAYMHATHCS TEKCT IPUKa3a, €CIU €ro HM3JIaHWE BBI3BAHO
HEOOXO0IUMOCTBIO OCYIIECTBIICHUS COOCTBEHHOM JIEATEIHHOCTH 110 HHUITMATHBE OPraHU3alNu:

BriGepuTe oquH OTBET:

a. «Bo ncrnomHeHwue...»

b. «B cBs3u c...»

c. «Ha ocnoBanuu...»

d. «B cooTBeTCTBHH C....»

Bompoc 59

B kakoil yacTH pacrmopsAMTEIHHOTO JOKYMEHTa HEOOXOJMMO IIOMEIaTh IepeYeHb
JIOKYMEHTOB, YTPATHBILKX CHJIy WM MOJJISKAIIUX M3MCHEHHIO B CBSI3U C U3JJAHUEM JIaHHOTO
aKTa:

Bri6epure ouH OTBET:

a. B TIEPBBIX IIYHKTaX pacropsAuTeIbHON YacTH

b. B KOHCTaTUPYIOIIEH YacTh

C. B KOHIIE TEKCTa

d. B 171000M ITyHKTE pacCHIOPSANTEILHON YacTH

Bomnpoc 60

KakoMy MOHATHIO COOTBETCTBYET CIEIYIOIIAsl XapaKTEePUCTUKA:

JlokyMeHTbI, 06J1a1at0111e FOPUINUECKOM CUIION, N3/JaBaeéMble pyKOBOACTBOM OpTraHU3aIlUH
U CcoJep)Kalllue YIpaBJIECHUYECKHE pELIEHUs, HAIpaBJIEHHbIE Ha BBINOJIHEHHE TEKYLIIUX U
NEPCIIEKTUBHBIX 3a/1ay:

Bri6epuTe ouH OTBET:

a. OPraHM3alMOHHO-TIPABOBBIE IOKYMEHTHI

b. TOKyMEHTBI 110 TMYHOMY COCTaBY

C. nH(OPMAIIMOHHO-CIIPAaBOYHbIE JOKYMEHTHI

d. pacniopsinuTenbHbIE JOKYMEHTBI

Bompoc 61

Kakoii 1okyMeHT siBnsieTcs 0053aTeNIbHBIM IPU TOKYMEHTUPOBAHUU TPYIOBBIX OTHOILIECHHH
MeXly paOOTHUKOM M pabOTO1aTeIeM:

Bribepute ouH OTBET:

a. TPyA0Basi KHIKKA

b. pexxum Tpyaa

C. IOJDKHOCTHASI HHCTPYKITHS

d. KOJIJIEKTUBHBIM JOTOBOP

Bomnpoc 62

[Ipu oTnpaBke KakoW pa3sHOBUIHOCTH MHUChMAa MOYKHO OIPAaHUYMUTHCA (DAKCUMUIIbHOM
CBSI3bIO WJIM AJIEKTPOHHOM MOYTOM 6€3 TOCHUIKM KOPPECTIOHICHTY MOATMHHUKA:

Bri6epute ouH OTBET:

a. pEKJIaMHOTO NTHChMa

b. mucema-3amnpoca

C. MMChMa-3aKas3a

d. nucbMa-HanoOMUHaHUS



Bompoc 63

Kak 1omKeH ™OCTYyNUTh WCIONHUTENb, TOATOTOBUBIINN JEJIOBOE MHCHMO, €CIH
PYKOBOAUTCIIb OTACIIA IJIAHUPOBAHMA, BU3a KOTOPOT'O HCOGXOI[I/IMa, HaxXoaUuTCda B KOMaHIHUPOBKE:

Bribepure o1H OTBET:

d. )KJIAaTb BO3BpAICHUA PYKOBOAUTCIIA OTACIIA IINIAHUPOBAHUA U3 KOMaHAWUPOBKU

b. mepeaaTh NUCHbMO Ha TIOJIHCH PYKOBOJUTEIIO O€3 BU3BI

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

d. 3aBU3HPOBATH MHUCEMO CAMOMY

Bomnpoc 64

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

Bribepure o1H OTBET:

a. HaMpaBJIAETCs MPOAABIIOM MOTEHIIMAIBHBIM MTOKYTIATEISIM C MPEATI0KESHUEM TOBAPOB WIIN
yCIIyT

b. He CBs3BIBACT MPOAABIIA 00SI3aTEIILCTBOM POIATH TOBAP

C. COJICP)KUT HAMEPEHHE 3aKIIFOYUTh CICIKY C YKa3aHHEM €€ KOHKPETHBIX YCIIOBHM

d. cTumynupyeT uHTEepec K TOBapy U JKeJIaHue ero MpuoopecTu

Bompoc 65

K kako# pa3HOBHIIHOCTH IMHUCEM OTHOCSTCS MUChMa, C TIOMOIIbIO0 KOTOPBIX IMPOCST BBICIAThH
O(UITMATEHBIC CBEJICHUS WIIA JJOKYMEHTBI:

BriOepure o1H OTBET:

a. MICbMO-U3BEIICHHE

b. muceMo-nipockOa

C. MUChMO-3aKa3

d. mucpmo-3amnpoc

Bomnpoc 66

Opranu3zanys nojydusa NucbMO-IpOoCchOy CIEAYIOIIEro CoepKaHus:

[Ipocum Bac mnpenoctaBuTh MeCTO Il HNPOXOXKACHHUS MPEAJUIIIOMHON TPaKTUKHU
CTyJIeHTKe 5 Kypca O4HOM (opmbl 00yueHHUs (akyibTeTa MEeAarormueckoro oOpa3oBaHUs U
cepBucHbIX TexHosoruii ®I'bOY BIIO «Marautoropckuii rocyapCTBEHHBI YHUBEPCUTET», 110
HanpasiieHuIo «JlokymeHToBeneHue U apxuBoBeneHue» MenseneBoil Anne AnapeeBHe c¢ 01
despans o 28 mapta 2013 1.

VYkaxuTe, Kakod U3 BApUAHTOB OTBETa OyJ1eT OoJiee MPaBUIbHBIM:

Bri6epute ofiH OTBET:

a.

CooO1raem, 4To Hallla OpraHU3alus MPeJOCTaBUT MECTO AJIs MPOXOXKIECHUS MMPAKTUKU IS
BaIlICH CTYJICHTKHU.

b.

Ha Bame mucemo ot .. Ne ... cooOmiaemM, 4YTO TOTOBBI MPEAOCTABUTH MECTO JIs
MPOXOXKACHUSTIPEAIUIIIOMHON TPAKTUKK CTyJEHTKE S5 Kypca OYHOW (OopMBI OOydeHUs
dakynpTeTa IENarorndeckoro ooOpa3oBaHuss W cepBUCHBIX TexHojorun OI'BOY BIIO
«MarauToropckuii rocy/1apCTBEHHbI YHUBEPCUTET», M0 HANPABICHUIO «/{OKyMEHTOBEAEHUE U
apxuBoBeeHne» MenseneBoii Aune AnnpeeBHe ¢ 01 despans mo 28 mapta 2013 T.

C.

CooOmraem, 49TO  Halmla  OpraHu3alus TOTOBa  MPENOCTaBUTh  MECTO  JUIsS
MPOXOXKACHUSMPEANUIIIIOMHON TPAKTUKUA CTYACHTKE 5 Kypca O4HOW ¢opMbl 0O0ydeHus
dakynpTeTa IMENarorndeckoro ooOpa3zoBaHuss W cepBUCHBIX TexHojorun OI'BOY BIIO
«MarauToropckuii rocy/1apCTBEHHbI YHUBEPCUTET», 10 HANPABICHHUIO «/{OKyMEHTOBEIEHUE U
apxuBoBeneHne» MenseneBori Aune AnnpeesHe ¢ 01 despans mo 28 maprta 2013 T.

d.

YBakaemsle KoJuieTH!

Nudopmupyem Bac o ToMm, 9To MBI paibl MPEIOCTaBHUTh MECTO MJIs IMPOXOXKICHUS
MPEAIUIUIOMHON MpakTHKK Bameit ctynenTke MenBeneBoii AHHEe AHJIpeeBHE B 0003HAUYCHHBIC



Bamu cpoxku.

Bonpoc 67

VYkaxure HanboJee «KEeCTKUID» 1 HEYMECTHbII BapHaHT OTKa3a:

BriOepure oquH oTBET:

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

b. B cBsi3u ¢ ... Bamle npeuiokeHue HaMU He IPUHUMAETCS

C. B cBs3M C... IenapTaMeHT He MOKET COIVIACUTHCS C BALIUM MPEUI0KEHUEM
d. IlpunaATh Bale npeuiokeHue He IPEACTaBISIETCS BO3SMOXKHBIM B CBA3H C ...

Bomnpoc 68

VYkaxwure, Kakasi U3 ’TUKETHBIX 3aKIIIOYUTEIBHBIX (pa3 OyAeT YMECTHOM B TEKCTE JI€TIOBOTO
HUChMA:

Br16epute ouH OTBET:

a. HageeMmcs Ha anmuTenpHOE II0OTBOPHOE COTPYJHUUYECTBO

b. K coxaneHuro, Mpl TO3JHO TOJXYYMIM Balle NPEIJIOKEHHE U HE CMOIIH UM
BOCII0JIb30BaThCSI

c. Ouens pajasl okazate Bam yciyry

d. K cuacTtbto, Hamu onaceHust 00 OCTaHOBKE [TOCTaBOK 000PYAOBaHMs HE MOATBEPAUINCH

Bomnpoc 69

Kaxkue nucbema siBISIIOTCS MHOTOACTIEKTHBIMHU:

Bri6epute o OTBET:

a. MUChbMa, COCTOSIIINE U3 TPEX WM YETHIPEX CMBICIOBBIX YacTeil (BCTYILJIEHHWE, OCHOBHAS
4acTh, 3aKJIFOUEHUE, IPEAYIPEKICHIE WU 3aKII0YUTEIbHBIE STUKETHBIE (POPMYJIbI)

b. mrckMa, OCBSIIEHHBIC HECKOJIBKIM BOIIPOCAM

C. KOMIUIEKC ITUCEM, SIBIISIFOIIMXCS PE3YJIHTaTOM NEPENMCKH IETOBBIX TAPTHEPOB 110 OAHOMY
WJIM HECKOJIBKUM BOIIPOCaM

d. mucbpMa, aBTOpaMu KOTOPBIX SBIISIOTCS HECKOIBKO JIHII, KaKI0€ U3 KOTOPBIX BHICKA3bIBAET
CBOIO TOYKY 3PEHUS HA OTPAXKEHHBIN B TUCHME BOIIPOC.

Bompoc 70

N3 KakuX KOMIO3MIIMOHHBIX YaCTeH COCTOUT MPUBEAECHHBIN HIKE TEKCT MUChMa!

B cootBerctBHM ¢ pacmnopsokerneM @DenepadbHOTO  yNpaBIEHUS IO  JeiaM o
HecocTosATeNbHOCTH (OaHkpoTcTBe) OT 19 okTsa0ps 2004 r. No 75-P nampaBisiem Bam akthl ¢
KOMIUIEKTAaMH JJOKYMEHTOB TIO TIPEATIPHUSATHSIM:

1. BocTpsikoBckHii MsiconepepadaThIBatOINi KOMOUHAT;

2. ®abpuka neTckoi urpymku Ne 3.

Bribepure ouH OTBET:

a. BBeJeHMEe 000CHOBaHUE

b. BBeJIeHHE, 3aKITI0UECHUE

¢. 000CHOBaHHE, 3aKIIIOUEHNE

d. BBemeHne, 000CHOBaHUE, 3aKIIIOUCHUE

Bomnpoc 71

Kakoii kiaccupukalnoHHbIN IpU3HAK TOJI0’KEH B OCHOBY JIEJICHUS JIEJI0BOI MEPENUCKU Ha
oUIMaNbHYIO U TUYHYIO:

Bribepute o1 OTBeET:

a. 110 Ha3HAYECHHUIO

b. Mo MecTy HaXOXACHUS aapeca

C. IO TMOJIO’KEHHIO B CUCTEME JIOKYMEHT0000poTa

d. Mo monoXeHuo B HepapXuu yrnpaBiIeHHs

Bomnpoc 72
Kaxkue nucema MOAMUCBIBAIOTCA ABYMS JIMIIAMU — PYKOBOJUTCIICM OPraHu3aliviu U TJIaBHbIM
Oyxrajirepom:



BriGepute oquH OTBET:

a. MICHbMa-3aMpOoCkl

b. rapanTuiiHbIC THICHMA

C. COITPOBOAUTCIILHBIC ITMCbMaA
d. peknamHbIe TUCHMa

Bomnpoc 73

Ha xaxom u3 MH(pOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB MOXET OBITh O(OpMIIEH TpH]
YTBEPXKICHUS:

Br16epute ouH OTBET:

a. CIIUCOK

b. cnpaBka

C. aKT

d. cmyxeOHas 3amucka

Bomnpoc 74

Kakas pazHOBUIHOCTH 3amucok oopmiiseTcs Ha OaHKe OpraHU3allu:
Bri6epure ouH OTBET:

a. 00bsSICHUTEJIbHAS 3aMHCKa

b. BHEITHSS JOKJIAHAS 3aITHCKa

C. cimy>keOHasl 3aIcKa

d. BHyTpeHHSIS JOKJIaHAs 3aIuCcKa

Bomnpoc 75

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

a. BHEILIHAA JOKJIaHas 3aIUCcKa

b. BHyTpeHHSISI JOKJIaIHAs 3aIHCKa

C. 00BbsSICHUTEJIbHAS 3aICKa

d. cimy>keOHas 3amucka

Bompoc 76

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

BriOepure ouH OTBET:

a. BHyTPEHHHE U BHEUTHHE

b. opunmanbHbIE U TNYHbIE

C. pPa3bsSICHUTENILHBIC U ONPaB/aTeIbHbIC

d. uHULIMATUBHBIE, UHPOPMALIMOHHBIE U OTYETHBIE

Bormpoc 77

Kakoii pa3HOBHIHOCTH JOKJIAIHBIX 3alMHCOK COOTBETCTBYET CIICAYIOIIAs XapaKTePUCTHUKA:
«OTH NOKJIaJHBIE 3alUCKU WHGOPMHUPYIOT O 3aBEpIICHUU pPa0OOThI, €€ dTara, BBIIOJHCHUU
yKa3aHUH, paCOPSHKEHUI U T.IL.».

BriOepute o1MH OTBET:

a. nHGOpMaITMOHHAS

b. MOSICHUTENLHBIE

C. OTYETHBIE

d. MHUITHATHBHEIE

Bomnpoc 78

Kakast pasHOBHIHOCTD 3aITUCOK HE COAEPIKUT BHIBOIOB M MTPEIOKEHHUI:
BriOepute o1MH OTBET:

a. MHUIMaTUBHAS JTOKJIaHas 3aMKcKa

b. 00BACHUTENBHAS 3AIIHUCKA

C. JINYHAas 3aIncKa



d. cimy>keOHas 3amucka

Bonpoc 79

Kakomy Buay unH(pOpMAMOHHO-CIIPABOYHOW TOKYMEHTAIMM COOTBETCTBYET CIEAYIOIIEe
ompeneneHue: «I3To0 QGopMa BHYTPEHHEH JEJIOBOM NEPENUCKH MEXIY IOApa3aeieHUsIME
OpTaHHU3AIMH WU JIOJDKHOCTHBIMY JIUI[AMU, HE HAXOSIIUMUCS B TIPSIMOM TTOTYUHEHHI.

Bribepure o1H OTBET:

a. TOKJIQJHAs 3alluCcKa

b. ciy>xeOHast 3amucka

C. OT3bIB

d. akr.

Bomnpoc 80

Kakomy Buay nH(pOpMAIMOHHO-CIIPABOYHOW TOKYMEHTAIIUM COOTBETCTBYET CIEAYIOIIESE
onpezeneHue: «I3TO0 JOKYMEHT, COCTaBICHHBIA Ui MOATBEPXKACHUS YCTAaHOBICHHBIX (haKTOB,
COOBITHI, NCHCTBHI.

Bribepute ofuH OTBET:

a. aKT

b. mpoToko

C. MUCHMO-TIOITBEPKICHHE

d. cripaBka

Bomnpoc 81

Kakomy Buay uHGOpMaIIMOHHO-CIIPABOYHONW JTOKYMEHTAIlMM COOTBETCTBYET CIEAYIOIICE
omnpezeneHue: «ITO JOKYMEHT, COJEpKallhil MepeurciIeHHe JHIl, MPEeaIMEeTOB, OOBEKTOB B
OTIPE/ICIIEHHOM ITOPSIJIKE, COCTABIICHHBIN B IEJISIX NH)OPMUPOBAHUS UM PETUCTPALTHIY.

Bri6epure ouH OTBET:

a. epevyeHb

b. cripaBka

C. CBOJKa

d. ciucok

Bomnpoc 82

Kakomy Buay MHPOpPMAIMOHHO-CIIPABOYHON TOKYMEHTAIlMM COOTBETCTBYET CIIEAYIOLIUI
TEKCT:

Dedepanvroe ynpasienue no 0eiam o HecocmosamenbHocmu (baHKpomcemee) Ha OCHOBAHUU
npeocmasnennvix Ty2ypavikckum yemenmuuim 3a6000m (Openbypeckas obracmu, noc. Tyeypavik,
va. Llenmpanvuas, 0.1) ooxymenmog 6yxeanmepckoul omuemuocmu no cocmosanuio Ha 30.04.2013:

- byxeanmepckuii oanauc (hopma 1);
- omyem o npuoObLIAX U Yovimkax (ghopma 2)

U NPOBEOEHHO20 AHAIU3A (UHAHCOBO20 COCMOSHUSL NPEONpUsmus, YCMAHOBUNO, YMO
O0aHHOe npeonpusimue A6IAemcs HeniameHCecnoCOOHLIM U UMEOWUM HEYOO08IeMBOPUMETbHYIO
cmpykmypy oanauca (npeonpusmuem-00aACHUKOM).

OcHosanue:

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

K03 puyuenm obecneyeHHOCMU COOCMBEHHBIMU 0OOPOMHBIMU CPEOCMBAMU NO OANAHCY
npeonpuamus = 8%;

K03 puyuenm 6occmarnosienus no banaucy npeonpusmus =10%.

Pykosooumens Cmenanos 11]].
Cmenanos

BriGepute oquH OTBET:
a. crpaBKa



b. 3axrouenue
C. OT3hLIB
d. cBOIKA

Bomnpoc 83

Kakum nokymMeHTOM HE00X0AMMO O(OPMHUTH pe3yJIbTaThl PEBU3UU OTAENA IMPOJAXK
OpraHu3aIuu:

Br16epute ouH OTBET:

a. CIIpaBKOM

b. akToM

. UHQOPMAIIOHHBIM MHUCEMOM

d. cBoaKOIA.

Bomnpoc 84

KakoBO MUHMMaIbHOE KOJIMUYECTBO JIULL, TOANUCHIBAIOIINX AKT:
Br16epute ouH OTBET:

a. 0IuH

b. Tpu

C. 1Ba

d. getripe.

Bompoc 85

Ha xaxux pa6orHukos HE 3aBogutcs nuuHas kapTouka:
Bri6epure ouH OTBET:

a. Ha paOOTHUKOB, IPUHATHIX Ha MIOCTOSHHYIO PaboTy

b. 3aBoaMTCS HAa BceX PAOOTHUKOB MPENNPUATHS 0€3 UCKITFOUEHUS
C. Ha paOOTHHUKOB, IPUHATHIX HA BPEMEHHYIO paboTy

d. Ha paOOTHUKOB, MPUHSATHIX HA PAOOTY IO COBMECTUTEIILCTBY

Bompoc 86

[Tponomxkwute onpenenenue: GopMysp-oOpasel] — 3To ...

Bri6epuTe ouH OTBET:

a. HA0Op pEKBU3WUTOB, HJICHTH(PHUIUPYIONIMX aBTOpa O(GHUIMATBHOTO MHCHBMEHHOTO
JIOKyMEHTa

b. MOens MOCTPOEHHSI JTOKYMEHTa, YCTAaHABJIMBAIONIAs 00JIACTh MPUMEHEHHUs, (popMaThl,
pa3Mepsbl moJieit, TpeOOBaHUS K MOCTPOCHUIO KOHCTPYKIIMOHHOM CETKA M OCHOBHBIC PEKBU3UTHI

c. Ha0Op pEKBU3UTOB O(PHIMAIBLHOIO IMUCHMEHHOTO JOKYMEHTa, PpaCIOJIOKECHHBIX B
OTIpeNIeIICHHOM TTOCIIeI0BATEIBHOCTH

d. TumoBas Monenms, cojaepXKamas ~COBOKYITHOCTh  OOS3aTENbHBIX  PEKBU3UTOB,
CBOMCTBEHHBIX JIOKYMEHTAM yYHHUQHUIIMPOBAHHOW CHCTEMbI OPTaHU3aIMOHHO-PACTIOPSAUTEITHLHOM
JOKYMEHTAILUH U PaCIIONIOKEHHBIX ONPEIeTICHHBIM 00pa3oM.

Bomnpoc 87

Kaxo#l peKBHU3UT, pacIlONIOKEHHBIN BBIIIE TEKCTA, OTHOCUTCS K 3ar0JIOBOYHOM YacTH:
Bribepute ouH OTBET:

a. rpud yTBEpKICHUS

b. cChUIKa Ha PErMCTPALMOHHBIN HOMEp U AaTy JOKYMEHTa

C. PE30IIIONHS

d. oTMeTKa 0 KOHTpOJIE.

Bomnpoc 88

Ha xakux Omankax pacmomaraercs ['ocymapctBenHsiii rep0 Poccuiickoit denepanuu B
OJIHOLIBETHOM BapHaHTE:

Bri6epute ouH OTBET:

a. pemiennii BepxoBnoro Cyna Poccuiickoit @enepanuun

b. MexBeTOMCTBEHHOW KOMUCCHH TI0 3aIUTE TOCYIaPCTBEHHOMN TailHBI



C. IMIUIOMAaTUYECKHX MTPECTABUTENIBCTB, KOHCYJIBCKUX YUPEXKIECHUH U MHBIX OUIHATbHBIX
npeacrasuTensCcTB Poccuiickon @enepanuu 3a npenenamu Pocculickoit denepanuu
d. Anmunauctpanuu [Ipesunenta Poccuiickoit deneparun.

Bomnpoc 89

B xakoii ToKyMeHTanuu 3aKpervieHO COKPALIEHHOE HAMMEHOBAaHUE OPraHU3aluu:
Bribepute oauH OTBET:

a. OpraHu3alMOHHOMN

b. pacopsAUTENBHOM

C. YUpPEIUTEIbHOMU

d. uHOopMaLIHOHHO-CIIPABOYHOM

Bomnpoc 90

Kakmne pekBU3UTHI COCTABISIIOT CHPAaBOYHYIO HHQPOpMAIMIO 00 OpraHu3aluu-aBTope
JIOKYMEHTA:

Br16epute ouH OTBET:

a. KOJl OpraHu3alliy, ClipaBoYHbIe JaHHBIE 00 Opranu3amnuu, Koa Gopmbl JOKyMeHTa

b. HaMMEeHOBaHME BBIIIIECTOSIICH opranu3aiuu, ko opranm3armu, OI'PH, MTHH/KTIIT

C. CIIpaBOYHBIC JIaHHBIC 00 opranu3aiuu, koa opranu3anuu, OI'PH, MTHH/KIIIT

d. HamMeHOBaHKE BBIIIECTOSIICH OPTaHU3AIMH, CIIPABOYHBIC TAHHBIC 00 OpraHU3aIiH, KO
OpraHu3aiyu, KoJ GopMbl JOKYMEHTA.

Bomnpoc 91

Ha O6nankax xakux nokymentoB HE yka3piBaeTcss HaMMEHOBaHHE BUAA JOKYMEHTA!
BriGepure oauH OTBET:

a. CIy’KeOHOT0 MUChMa

b. TOJHKHOCTHON HHCTPYKLIUH

C. CIIPaBKH

d. cmyxebOHol 3anmucku

Bonpoc 92

Kakum nokymeHTOM HE00X0IMMO 0(hOpMUTH BO M30eKaHNE HAPYIIEHUST HOPM Tpy10BOTO
KOJZIeKCa MHUChMEHHOE HANIOMHHAHHWE O HEOOXOAMMOCTH SIBUTHCA MAJIS TOJYYEHHs TPYIOBOM
KHIDKKH YBOJICHHOMY pa0OTHHKY, HE IMOTYIHBIIEMY €€:

Bri6epute ouH OTBET:

a. ¢pakcorpamma

b. SMS-coobrienue

C. DJIGKTPOHHOE COOOIICHNE

d. 3aka3zHoe MUcHEMO.

Bonpoc 93

Kakoii pa3HOBHIHOCTH TMHChMa COOTBETCTBYET CJENYyIOIas S3bIKOBas Qopmyra:
«IIpencraBisio Ha yTBepkKIECHUE MTPOEKT IIAHA...»:

Bribepute oauH OTBET:

a. COMPOBOAUTENBHOE MTUCHMO

b. mpocrba

c. odepTa (IpeIOKEHHE)

d. mpencraBieHue

PA3JIEJ 3

IIpakTuyeckoe 3aganue 1 (3 pazaen)
Tema 1.
Onummre CTPYKTYypy HOOKYMEHTaJIbHOrO (hOHJA OpraHu3allud WIA OJHOTO W3
CTPYKTYPHBIX MOApA3ACICHUI oprann3auu Bamei 6a3bl IpakTUKH.



1.1. N3yunte moxymMeHTanbHBIM (OHA OIHOTO W3 CTPYKTYPHBIX MOJPA3ICICHHUI
OpEANpUsATHs WM opraHu3anuu Bameit 06a3pl mpakTuku. Bbl MoOXeTe BOCIOIB30BaThCA
HOMEHKJIATyPOU eI MOoapa3IeICHHs WM CBOJHON HOMEHKJIATYypOU JIeJl OpraHu3aliu.

1.2. BrimonHuTe KiaccupUKaNo JOKYMEHTOB B COOTBETCTBUU C BBITIOHSIEMON UMU
yIIpaBICHUYCCKON PYyHKITHEH.

1.3. CooTtHecuTe BblIETIEHHBIE Bamu Tpynmel JOKYMEHTOB C OCHOBHBIMU
GbyHKIIMOHAIBHBIMU CUCTEMAaMU JJOKYMEHTOB, HCIIONIb3yeMbIMH B Poccuiickoit denepanuu.

14. CocTaBbTe cxeMy JOKyMEHTaIbHOTO (hoHAA.

Tecrt k pazneay 3.1

Bomnpoc 1

[Iponomxure onpeneseHne: CUCTeEMa JOKYMEHTAUU — 3TO. ..

Bribepure oquH OTBET:

a. COBOKYITHOCTb JOKYMEHTOB, CBS3aHHBIX IPOLENYpPOM HPUHSATHS YIPaBICHUYECKOIO
peLeHus

b. COBOKYMHOCTh JOKYMEHTOB, B3aHMMOCBSI3aHHBIX I10JI TPU3HAKAM IPOHMCXOXKICHUS,
Ha3HAuYeHUs, BUJa, chepbl JeITEIbHOCTH, €AUHBIX TpeOOBaHUN K 0(hOPMIICHHUIO

C. TOKYMEHTbI U MAacCHUBbI IOKYMEHTOB B MH(OPMAIIMOHHBIX CUCTEMAX, YIOPSI0UEHHbIE
orpeeN€HHBIM 00pa3oM

d. pasHOpOIHBIE 1O CBOEMY MPOUCXOXKICHHIO, PasHOOOpa3HbIE MO BHUIOBOMY COCTaBY
JIOKYMEHTBbI, 00pa30BaBIIMECs B IPOLIECCE AEATEIbHOCTH OTAEIBHOTO (PU3MUECKOr0 JIULA

Bormpoc 2

VYnpaneHueckast pyHKIUS, peaaru3yemMas C IOMOIIbIO KaPpOBbIX T0KYMEHTOB

Bri6epute ouH OTBET:

a. OpPraHU3aLUK 1EATEIHOCTH NPEIPUATUS

b. KOHTPOIIb IEATENTEHOCTH MPEATPUATHUS

C. yIpaBJIeHUE NIEPCOHATIOM IPEANPUATHS

d. TulaHupoBaHMe AEATEIHHOCTH MPEATIPHITHS

Bomnpoc 3

K opranu3zaimoHHbIM TOKyMEHTAM MPEANPUSATUS OTHOCSTCS BUJIbI TOKYMEHTOB:

Bribepure ouH OTBET:

a. pacnopsiKeHHe

b. TeXHUYECKHE YCIOBUS

C. IOJDKHOCTHAsl MHCTPYKLHUS

d. akT

Bompoc 4

K nHpopmMannoHHO-CIIpaBOYHBIM JJOKYMEHTaM OTHOCSTCS:

Bri6epuTe ouH OTBET:

a. pHKa3

b. ycras

C. 00BsICHUTENbHAS 3aIHCKa

d. mocraHoBiIEHUE

Bomnpoc 5

OcHoBHast kjaccupUKalMOHHAS €AWHMIIA B (PYHKIMOHAIBHOM KiacCU(pUKALUU

JIOKYMEHTOB

Bribepute ofuH OTBET:

a. MOJUTMHHUK JOKYMEHTa

b. BU TOKyMeHTa

C. JIeNo

d. mybnukaT ToKyMeHTa

Bomnpoc 6

OyHKIMOHANbHAS KJIacCU(UKALKS JOKYMEHTOB OCYIIECTBISIETCS M0 CIEAYIOIEMY
OCHOBaHUIO

Bri6epute ouH OTBET:

a. nH(GOpPMAIMOHHAS COCTABIIAIONIAsS TOKYMEHTa

b. BpeMs OsIBIICHUSI JOKYMEHTa



C. Coco0 3aKkperuieHuss THPOPMaIMK Ha MaTepruaIbHOM HOCHTEIIES

d. BUJ MaTepuaTbHOTO HOCUTENS TIOKYMEHTA

Bomnpoc 7

YKakuTe BUA JOKYMEHTA, BBIICISIEMbIN 10 (DYHKIIUN YIIPaBICHUS

Bribepute o OTBET:

a. aHKeTa

b. oTuér

C. I0Che

d. aNeKTpOHHBIN JOKYMEHT

Bompoc 8

C moMouIpl0 OpPraHU3allMOHHO-TIPABOBBIX JIOKYMEHTOB pPEaTU3yeTcsl yIpaBlieHYecKas
byHKIUS

Bri6epute oauH OTBET:

a. HOPMAaTUBHO-METONYECKOT0 00eCTIeUeHUS YIIPABICHUS TPEIIPUITACM

b. KOHTPOJIS AEATETLHOCTU PEATPUITUS

C. PETyIHPOBAHUS ICATECILHOCTH TPETPUITUS

d. opranu3zanuu AeaTeIbHOCTH NPEaNpUiTUs

IIpakTnyeckoe 3aganue 2 (3 pasaen)

Tema 2. OnumuTe AOKyMEHTAIBHBIA (OHA OpPTaHU3AIMH WU OJHOTO M3 CTPYKTYPHBIX
noJpasjiesieHuil opranuzanuu Baieil 0a3bl IPaKTUKY B acleKTe YHU(UKALH

2.1. Onpenenure W HEpEeUYUCINTE, Kakue  YHUPUIMPOBAHHBIE  CHCTEMBI
nokymenTtanuu(Y Cll) ucnonsiyet Baiia 6a3a npakTuk.

2.2. N3yunte NOKYMEHTHI CHCTEMBI OPTaHU3AI[MOHHO-PACIOPSAUTEIBHON JOKYMEHTAIH
(OP/I), ucniosib3yemble 0a30il MpakTUK, U MPUBEAUTE NMPUMEPHI JOKYMEHTOB, U3TOTOBJIEHHBIX C
UCTIOJIb30BaHUEM YHUDUIMPOBAHHBIX (popm nokymeHToB (Y D/I), onpenenure Koabl 3TuX Hopm
no ObuepoccuiickoMy KinaccupukaTopy ynpasieHueckor qokymenrtanuu (OKVY ).

2.3. OcymuiecTBUTE aHaIM3 5 JOKyMEHTOB Bamieil 6a3pl MpaKTUKKU W MPUBEANUTE MPUMEPHI
U3TOTOBJICHUSI JOKYMEHTOB C UCIOJIb30BAHUEM

- pa3HbIX YHU(PUIIMPOBAHHBIX (pOpMaTOB OyMaru,

- pa3HbIX BUIOB OJIaHKa TOKYMEHTA,

- pas3HbIX (opM yHUPUKALIUU TEKCTA,

- TOHATUHHON YHU(UKAIMU WK YHU(PUKAIUH TEPMUHOJIOTHH.

2.4. Vxaxute I1e1eco00pa3HoCTh MpoBeACHHOW yHU(uUKaruu. CrenaiTe CChUIKY Ha
CTaHJapTHI.

2.5. Ha ocHOBe M3y4€HHBIX JOKYMEHTOB cOCTaBbTe (pparmeHT Tabens popM JOKYMEHTOB
OpraHu3aIuy.

B npoekrte noBoii '[CIIOY npennaraercs npumepHast popma tadesst

Tabnuma
< < | = o o S| =z < < > =
= - E ) =] = 2 8 a A = = 5
S T 2z = a Q = | = o [3) A o
=) qgusggqﬁﬁ = |8 Sd E8 o | X o = SES | ek
a3 |caszlsc e 58l =gs[Bg9d 38 = E o= g o g | &3
oSl 85l x5 8 =g R s e H§ o EH = o g D > o | g
S = S g2 Z2|5TF 3 g gz £1E¢% =) = = Bl i 8
= = gl 8 |o g&gl@m S5 |®|S = = E »
1 2 3 4 5 6 7 8 9 10 11 12

@opma mabena YD

Tect mo pazaeay 3.2

Bompoc 1

O6pa3upl yHUQHUIUPOBAHHBIX (OPM JTOKYMEHTOB, pa3pelleHHBIX K IPUMEHEHHI0 B
OpraHu3aliy, CUCTEMAaTHU3UPOBAHBI B CIEIYIOIIEM JOKYMEHTE:

Bri6epute o11H OTBET:

a. IepevYeHb TUIOBBIX YIPABICHYECKUX JOKYMEHTOB MPEIIPUATUSL

b. anbOboM yHHGUTIUPOBAHHBIX (POPM JOKYMEHTOB MPEITPUATHUS

c. Tabenb YHUPHUIUPOBAHHBIX (HOPM JOKYMEHTOB MPEIIPUATHS



d. HOMeHKnaTypa Jies1 NpeanpUsITHS

Bompoc 2

Kommo3unus nucema — 3710. ..

Bribepure ouH OTBET:

a. PacIoIo’KeHHE PEKBU3UTOB IMCbMa U 3JIEMEHTOB TEKCTa Ha OJaHKe

b. mocnenoBaTeIbHOCTh PACTIONIOKEHHS MIPETIOKEHUH B TEKCTE TOKyMEHTa

C. «siI3bIKOBas (opMyia» MUcbMa

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

Bormpoc 3

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

Bribepure ouH OTBET:

a. MpoeKTHpoBaHue ciayxonl JJOY

b. ohopmieHre peKBU3UTOB JOKYMEHTOB

C. OPraHU3aLHUIO JOKYMEHTO000POTa B yUPEXKAECHUU

d. ynmpaBneHue TOKyMEHTaMU

Bonpoc 4

biank nokymeHTa — 3710...

Bribepure ouH OTBET:

a. Habop PEKBU3UTOB, HICHTU(DUITUPYIOMNX aBTOpa OPHUIIHATIHLHOTO TOKyMEHTa

b. TOKyMeHT, oTIIe4aTaHHbI B TUIIOrpaduu

c. HaOpaHHBII Ha KOMITBIOTEPE THIIOBOM JJOKYMEHT

d. TOKyMEHT C OBTOPSIIOIIUMCS TEKCTOM

Bomnpoc 5

Metoa cOBEpIIEHCTBOBAHUS IOKYMEHTOB U CHCTEM JIOKYMEHTALlUN

Bribepure ouH OTBET:

a. CTaHJapTU3aLUsL

b. MogenupoBanue

c. uHbopMmaTu3auus

d. cuctemMHbIN aHATU3

Bompoc 6

VYuu¢unuposanHas popma JOKyMeHTa — 3TO

Bribepure ouH OTBET:

a. IOKYMEHT, CO3JJaHHBII C IPUMEHEHUEM KOMIIBIOTEPHON TEXHUKU

b. hopMbI EpBUYHBIX YUETHBIX JOKYMEHTOB 110 YUETY TPYAa U €ro OIIaThl

C. COBOKYITHOCTh PEKBU3HUTOB, YCTAHOBJIECHHBIX B COOTBETCTBHU C PEIIA€MbIMHU B JAHHOMN
chepe [MeATENBHOCTH 3a7adyaMd M 3a(UKCHUPOBAaHHBIMH B OMNPEACICHHOM TMOpSAIKE Ha
MaTepuaIbHOM HOCHUTEIIE

d. TOKyMEeHT, UMEIOIIHIA TUIIOBOE COJiepkKaHue U 0popMIIeHHE

Bomnpoc 7

IlocranoBnennem IlpaBurenscrBa Poccuiickoii @enepanuu ot 08.07.1997 Ne 835 «O
MEPBUYHBIX YUETHBIX TOKYMEHTaX» YTBEP/KIACTCS

Bribepure o1H OTBET:

a. Tabesb YHU(PUIIMPOBAHHBIX POPM TOKYMEHTOB

b. TepMuHOIIOTHs B 007aCTH 1€IONPOU3BOJICTBA U ApXUBHOTO JIeNa

C. aJJbOOM 10 Y4€Ty TpyJla M €r0 OILIAThI

d. MTHCTPYKLUS MO 3aT0JHEHUIO TPYIOBBIX KHUKEK

Bomnpoc 8

CBoiicTBO ~ oUUMANTBHOTO  JOKYMEHTa,  cooOIlaeMoe €My  JCUCTBYIOIIUM
3aKOHO/JATEIbCTBOM, KOMIIETEHIIMEW H3JAIOLIEr0 €ro opraHa M YCTAHOBJIEHHBIM MOPSJIKOM
oopmieHus - 3To

Bri6epute o11H OTBET:

a. KOHPHUIECHIINATBHOCTb

b. ropuandeckas cuia

C. ayTEHTUYHOCTh

d. nonHoTa



Bomnpoc 9

Krnaccudukanuss JOKyMEHTOB Ha WHAWBUAYyaJbHbIC, TpadapeTHble, MPHUMEPHBIC
OCYIIECTBIISICTCS TI0 CIETYIOIEMY OCHOBAHUIO

Bribepure ouH OTBET:

a. CTENeHb CIIOHOCTHU

b. crenenp yHU(pUKAITUH

C. CTENICHb TOYHOCTH

d. creneHb OTKPHITOCTH

Bomnpoc 10

JleATenbHOCTh 10 YCTAHOBJICHUIO W IIHPOKOMY MHOTOKPATHOMY HCIIOJIb30BaHUIO
TpeOOBaHMH, HOPM, NPABHJI M XapaKTEPUCTHUK, KaK OO0S3aTENbHBIX IJIS BBINOJHEHUS, TaK M
PEKOMEH/IyEeMBIX, B LIEJISIX JOCTHKEHUS ONTUMAJILHON CTETIEHH YIIOPSAI0YSHHOCTH B TOW UM MHOM
obnactu

Bribepure oauH OTBET:

a. yHHu(pUKaIus

b. cucremaTHu3anys

C. CTaHJapTU3ALHS

d. rapmonm3aus

IIpakTnueckoe 3aganue 3.3

3.1. Kparko onummre, HUCHOIB3Ys CXEMYy, KOMIUIEKCHI JOKYMEHTOB, B KOTOpBIC
00BEIMHAIOTCSl JOKYMEHTHBIE pecypchl Baiero nacenénHoro myHkrta, Bamiero mpenmpusitus,
Bamm nuaHbIe TOKYMEHTHBIE pecypchl nin Bameit cembu.

3.2. Ilepeuucinure aapeca M Ha3BaHMsI DJIEKTPOHHBIX OMOIMOTEK, KOTOpble Bbl
ucnions3yere. HazoBute nens Bamiero oOpamieHus K 3J€KTpOHHBIM OHOINOTEKaM.

Tecr k pa3zneay 3.3

Bompoc 1

K «nepBUYHBIM KOMILJIEKCAM TOKYMEHTOBY» MPEAIPUATHS OTHOCUTCS

Bri6epute ouH OTBET:

a. TOCY1apCTBEHHAs CUCTEMA CTaTUCTUKH

b. tokyMeHTanbHBIN HOHA MPEeANPUATHS

C. COOPHUK HOPMAaTHUBHBIX JIOKYMEHTOB MPEIIPUATHS

d. apxvBHAs KOJIICKIHSI

Bompoc 2

[lepconanbHble CBEIEHUS O TpaskJaHax SBISIOTCS

Bribepure ouH OTBET:

a. KoH(UIeHMaNbHON HHPOpMaIeit

b. nnpopmanueit, OTHECEHHON K KOMMEpUECKON TaiiHe

c. uH(opmanuen OTKPHITOro JOCTyna

d. uadopmarmeit, oTHeCEHHOM K rocy1apCTBEHHOH TaliHe

Bompoc 3

JIoKyMeHTaNbHbIH (HOHT - 3TO

Bri6epute o1H OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, 00pa3ylomuxcs B ACATEIbHOCTH HOPUIAMYECKOTO HITH
¢bu3nYecKoro auIa 3a roj

b. TOKYMEHTbI OpraHU3alny, BbIICTICHHbIE K YHUUTOXXEHHUIO

C. TOKYMEHTbI OpraHu3alliy, OATOTOBJIEHHBIE K c/Jaue B TOCYAapCTBEHHBIN apXuB

d. JOKyMeHTBI, BKJIIOYEHHbIE B Tabenb YHUQUIUPOBAHHBIX (OPM JOKYMEHTOB
OpraHu3aluu

Bomnpoc 4

COBOKYMHOCTh B3aMMOCBSI3aHHBIX U CTPYKTYPHUPOBAHHBIX TaHHBIX Ha MAIIMHOYUTAEMbBIX
HOCHUTEISX, 00pabOTKa, MOUCK M XpaHEHHE KOTOPBIX OCYLIECTBIsAETCS ¢ moMolsio 9BM, 310

Bri6epute o1H OTBET:

a. QJIEKTPOHHBIE 0a3bl TAaHHBIX

b. anekTpoHHbIC OaHKU JTaHHBIX



C. DJIEKTPOHHBIE KOMMYHHUKATHUBHBIE PECYPCHI

d. anekTpoHHBIE OMOTHOTEKH

Bomnpoc 5

KoMIiekc 10KyMEHTOB — 3T0

Bri6epute oiuH OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, B3aWMOCBS3aHHBIX IO MpPHU3HAKAM MPOMCXOXKIACHUS,
Ha3Ha4YeHUsl, BUJIa, CPephl IeTEIbHOCTH, €AUHBIX TPEOOBAHUN K 0OPMIICHUIO

b. HOMEHKIaTypa JIe] OpraHu3aluu

C. MacCHUBBbl JOKYMEHTHPOBAHHON WHGOpPMAIUHU, YIOPSIOUYEHHBIE OMpeIeIEHHBIM
obpazom

d. Bua uHGOPMAIMOHHBIX PECYpCOB, MPEICTABICHHBIH COBOKYMHOCTHIO OTIEJIbHBIX
JIOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B HH()OPMAIIHOHHBIX CUCTEMaX

Bomnpoc 6

DNeKTpOHHBIE MH(POPMALIMOHHBIE PECYPCHI, CO3aBacMble PA3IUYHBIMH MPEIIPUATUIMH
Y HEMOCPE/ICTBEHHO CBSI3aHHBIE C OCYIIECTBICHHUEM UX OCHOBHOM JIEATEIbHOCTH

Bribepure ouH OTBET:

a. BCTPOCHHbIE HH(POPMAIIMOHHBIE PECYPCHI

b. pacnipenenénupie HHPOPMAITUOHHBIE PECYPCHI

C. DJIEKTPOHHBIE OMOTNOTEKH

d. KOMMyHHKaTHBHBIE JIEKTPOHHBIE PECYPCHI

Bompoc 7

JIOKyMEHT UJIH COBOKYITHOCTB TOKYMEHTOB I10 OJTHOMY BOIIPOCY, IOMEIIEHHBIX B TBEPIYIO
00JI0KKY

Bribepure ouH OTBET:

a. cOOpHUK

b. neno

C. 10Che

d. mepernucka

Bomnpoc 8

COBOKYITHOCTB JOKYMEHTOB, 00pa30BaBIIMXCS M HAKOTUICHHBIX B MIPOIIECcCe MeSTETbHOCTH
OTJENIBHOTO (PU3NYECKOTO JIUIA, ITO

Bri6epute ouH OTBET:

a. IepCOHaJIbHbIE HH(OPMAIIMOHHBIE PECYPCHI

b. craructudeckue HHGOPMaIIOHHBIE PECYPCHI

C. BCTPOECHHbIE HH(OPMAIIMOHHBIE PECYPCHI

d. pacripenenénuble ”HGOPMALTMOHHBIE PECYPCHI

Bonpocsl k 3a4eTy ¢ OLeHKOMI
1. ITonsiTHSL «yIpaBlIEHHE NOKYMEHTAMM» M «COBEPILIECHCTBOBAaHUE
AOKYMCHTAIIUOHHBIX ITPOLCCCOBY. OcHOBHBIE HaIlpaBJICHUA COBCPIICHCTBOBAHUA
JOKYMEHTAIMOHHBIX ITPOLIECCOB.

2. Knaccudukanmst 1oOKkyMeHTOB, €€ 11eJIb 1 OCHOBHBIE METO/IbI.

3. OcHoBaHHSI U CXeMBbI KJIacCU(PHUKAIIUN TOKYMEHTHBIX PECYPCOB.

4, CemaHTHYeCKHE KIIacCU(PUKAIUKA TOKYMEHTHBIX PECYPCOB.

5. OyHKIMOHATBHBIE KTacCU(DUKAIINH TOKYMEHTHBIX PECYPCOB.

6. [TonssitTne «cucrema JAOKyMEHTaluu». IIpu3Hakum  CUCTEMBI

AOKYMCHTAaIUU. OcHoBanus maccmbnxaunn CHUCTCM JOKYMCHTAIIUH. TCHI[CHI_[I/II/I
HUCTOPUYCCKOT'O pa3sBUTUA CUCTEM JOKYMCHTAIIUH.

7. OcHoBHbIE (byHKIMOHATIBHBIE CUCTEMBI JOKYMEHTalluu
Poccuiickoit @enepanuu.

8. Cucrema HAy4YHO-HCCIIEI0BATENBbCKON U IIPOEKTHO-
KOHCTPYKTOPCKON JOKYMEHTAIHH.

9. CucreMa TEXHOJIOTHYECKON TOKYMEHTALUN

10. Kanposas nHdopmannoHHO-JOKYMEHTAIllMOHHAS CUCTEMA.

11. Cucremsl IIJIAHOBOW, MH(POPMALOHHO-CIIPABOYHOM,

MH(POPMAITMOHHO-AaHATUTUYECKON U OTYETHON JOKYMEHTAIIHH.



12. CucreMa opraHu3aIllMOHHO-PACTIOPSANTEILHON TOKYMEHTAIUH.

13. ITousTus «TUIIH3ALA JIOKYMEHTOB» u «yHUDUKAIHS
JOKYMEHTOB», HWX B3aUMOCBS3b. (OCHOBHBIC HAIIPABJICHUS yHHU(PHUKAIIUU
JOKYMEHTOB Ha COBpeMEeHHOM HTame. [loHsaTHe «yHH(DHUIIMPOBAHHBIE CHCTEMBI
JOKYMEHTAIIUN», UX COCTaB.

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

dbopmatsl Oymaru.

16. Yuudukamms ¢opm nokymento. I'OCT P 7.0.97-2016, ero
coJiep>KaHue ¥ 3HaAUYCHUE.

17. YHUHUKAIMA TEKCTa YIPABICHYECKOTO TOKYMEHTA.

18. YHudukanus  TEPMUHOJIOTHMM B JOKYMEHTOBEACHUH, €€
HOPMAaTUBHO-TIpaBoBas 6a3a. COBpeMEHHBIE CTaHAAPTHI TEPMUHOB M OTIPEICIICHU I
B JOKYMEHTOBE/ICHUU.

19. [TonsiTre «KOpIIOpaTHBHAS cucrema JOKYMEHTAIUN.
Homenknarypa nen, e€ 3HaueHMe W NpPUMEHEHHWE B JOKYMEHTHPOBAHUU
yIpaBlieHYeCKOW HH(OpMAIUH.

20. [TonsTuss «rabenp (¢GoOpM JTOKYMEHTOB» U «ajabOoM ¢opMm
JOKYMEHTOB», WX pOJIb B JOKYMEHTHPOBAHWU YIIPABJICHUYCCKOW WH(POpMAIUU
MIPEANPUSATHS.

21. Enunas cucrema ximaccuukanmu W KOJAUPOBAHHS TEXHUKO-
skoHOoMHueckoil u couuanbHoM uHbopmanuu (ECKK TOCH). Crpykrypa
KJIaCCU(UKATOPOB M JISKAIMUX B WX OCHOBE KoaoB. OOmepoccuiickue
KJ1acCU(UKATOPHI TOKYyMEHTUPOBAHHON MH(POPMAIUH.

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

rOCy/IapCTBCHHBIX apXMBOB Poccuiickoit ®enepanuu. KomumdyecrBeHHas u
KaueCTBEHHAs XapaKTEPUCTHUKA aPXHUBHBIX KOMITJICKCOB.

24. bubnuoreunas cets Poccuiickoit @enepamuu.

25. Pacnipenenénnple  WHQOPMAIIMOHHBIE JJICKTPOHHBIC PECYPCHL.
MecTo U ponb 3JEKTPOHHBIX OUONMHMOTEK B CHUCTEME JOKYMEHTHBIX PECYPCOB,
MEPCIICKTHBBI X Pa3BHUTHS.

26. CucremMbl Hay4HO-TEXHMYECKOM M CTaTUCTHUYECKOW HH(popManuu
Poccuiickoit @enepanuu.

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

28. [TonsiTue «mepcoHalbHBIE JOKYMEHTHBIE pecypcbl». CocTaB

[IEPCOHAIBHBIX JOKYMEHTHBIX PECYPCOB, UX MECTO M pOJIb B HAIMOHAIBHBIX
nH(popMalMOHHBIX pecypcax Poccuiickoit deneparuu.

Tembl kKypcoBbIX padoT (3 cem)

1. Hcropuss CTaHOBJIEHUS COBPEMEHHBIX  (DYHKUMOHAIBHBIX  CHCTEM
nokyMmeHTanuu B Poccuiickoit @enepanum.

2. OCOOeHHOCTH ~ TOCYAAapCTBEHHOM  CHCTEMBl  HAyYHO-TEXHHUYECKOU
JIOKYMEHTal1H.

3. AHanu3  CHCTEMbl  KaJpoBOM  JOKyMEHTAllMM  TOCYJapCTBEHHOMU
OpraHH3aIiHy.

4. Xapaxkrepuctuka ECKK TOCH, €€ poib B ynpaBleHUH HAalMOHAJIbHBIMU
WH()OPMAITMOHHBIMH PECYpPCaAMH.

S. OCOOeHHOCTH  HUCMOJb30BaHUS  OOIEPOCCUHMCKUX  KJIACCU(PHKATOPOB
TEXHUKO-PKOHOMMYECKOM W colMambHOW  HMHQOpMAMM B COBPEMEHHOM
JIEJIONIPOU3BO/ICTBE.

6. OcobenHoctn  cocTaBiieHHS,  OQOPMIICHHS W HCIIOJIB30BaHUSA



HOMEHKJIATYpBbI JIeJ OpraHu3aluu.

1. TaGenb popM JOKYyMEHTOB U ATTbOOM (POpM TOKYMEHTOB OpraHU3aIuy KaK
MHCTPYMEHT COBEPIIEHCTBOBAHUS TOKYMEHTAIIMOHHBIX IIPOLIECCOB.

8. Posb 1 MecTo yupenuTeNnbHBIX TOKYMEHTOB B YIPABICHUU OpTaHU3aINeH,
0COOEHHOCTH MX COCTaBICHMS, OPOPMIIEHNS U PETUCTPALIUH.

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

10. Pome u MecTO MOMKHOCTHBIX HMHCTPYKLUMH IepcoHajla B YIPaBICHUHU
opraHu3zanuei, 0co0OeHHOCTH UX pa3pabOTKU, 0(hOpMIIEHUS.

11. Pore u MecTo pacmopsAMTENbHBIX JOKYMEHTOB B  YIPaBICHHU
OpraHu3aluel, HopsioK UX COCTaBICHUS, OPOPMIIEHHS U UCIIOJHEHHUS.

12. CocraBnenne u oQopmieHHE JOKYMEHTOB, HCHOJb3YEMBIX IS
olepaTuBHON nepeaaun HHGopMauu

13. Pa3HOBHIHOCTH CIY»XEOHBIX MHCEM, OCOOCHHOCTH WX COCTaBIICHUS U
odopmITeHHUS.

14. Pone 1 MecTo MHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPABICHUU
oprasu3zanyei, 0coOeHHOCTH UX COCTaBJICHUSA U O(POPMIICHHS.

15. Pome m wmecTto yHuUUKAaUMH JOKYMEHTOB B COBEpIICHCTBOBAHWUHU
JIOKYMEHTALMOHHBIX IPOLIECCOB, HAIIPABJICHUSI U 3TaIlbl YyHU(DUKALMY.

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

17. Ucrtopus CTaHOBJICHUS OTEUECTBECHHOU CTaHIapTU3alHUN
JIOKYMEHTALMOHHBIX IPOLIECCOB.

18. CucreMa MEXTyHApOIHBIX CTAaHAAPTOB B 00JIACTH IOKYMEHTOBEICHUSI.

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

20. OcHoBHble HampaBieHus BHenpeHus YCJI, 3amgaun rocynapCTBEHHOIO
Ha/J30pa 1 0TpaciaeBoro KoHTpois BHeApeHus Y C/L.

21. KagyecTBeHHass M  KOJIMYECTBEHHas XapaKTEPUCTHKA COBPEMEHHBIX
APXHUBHBIX KOMILIEKCOB.

22. bubnuoreunbie  MHQOpPMAIMOHHBIE  PECypChl,  JIOKYMEHTHPOBAaHUE
NEeSITENLHOCTH OMOIHOTEK.

23. My3eiinble UH(POPMALIMOHHBIE pecypchl, JOKYMEHTHPOBaHUE
JeSITeTbHOCTH MY3€HHBIX KOMITJIEKCOB.

24, Ponp m MecTo rocyaapcTBEHHOH cHCTEMBbl CTaTHUCTUKM B YIPABICHUU
HAIMOHAJLHBIMU HH()OPMAIITHOHHBIMHU PECYPCaMHU.

25. BcerpoenHnsle un pacnpeien€HHbIe 3JIEKTPOHHbBIE PECYPCHI, MX OCOOCHHOCTH.

26. Knaccugukarus BCTpOCHHBIX WHPOPMAIIMOHHBIX PECYPCOB TMPEATIPHUSITHSA,
0COOEHHOCTH YIPABICHUS UMH.

27. XapakTepHuCcTHKa pacrpeaeiEHHBIX 3JIEKTPOHHBIX PECYpCOB, 0COOCHHOCTH
yIpaBJIE€HUS UMH.

28. Mecto, poJib, IEPCTIEKTUBEI Pa3BUTHS DJIEKTPOHHBIX OMOIMOTEK B CUCTEME

JIOKYMEHTHBIX PECYPCOB.

HTorosblii TecT (2 Kypc)
Bompoc 1
OOpasupl  yHHPUIHPOBAHHBIX (OPM JTOKYMEHTOB, pa3pelIieHHBIX K MPUMEHEHUI0 B

opraHu3alr, CUCTEMATU3UPOBAHEBI B CIICAYIOIICM JOKYMCHTC!

BriGepute 01uH OTBET:

a. aTbOOM YHU(PHUIIMPOBAHHBIX (POPM TOKYMEHTOB IIPEITPUITHS

b. mepeueHb TUTIOBBIX YNPABICHUYECCKUX JTOKYMEHTOB MPEATIPUSITUS

c. Tabesb YHU(PUIIMPOBAHHBIX (POPM JTOKYMEHTOB MPEAIPUATHS

d. HoOMeHKIaTypa Aen IPeaIPUITUS

Bomnpoc 2

K OpFaHI/I3aI_II/IOHHI>IM IIOKYMGHTaM Hpel[HpI/I}ITI/IH OTHOCSATCS BUAbI I[OKYMGHTOBZ
BriGepute omuH OTBET:



a. aKT

b. MOKHOCTHAS HHCTPYKLIUS

C. TEXHHUYECKUE yCIOBUS

d. pacniopsixenue

Bomnpoc 3

C noMomIpI0 OTYETHBIX IOKYMEHTOB PEaU3yeTCs yIpaBieHYecKast (QyHKIHS

Bri6epute oiuH OTBET:

a. peryJIMpoBaHUs 1€ATEIbHOCTU NPEANIPUATUS

b. KOHTPOJIS ACSITETLHOCTU MPEIPUITHS

C. HOPMATUBHO-METOIUYECKOT0 00ecneueHus yIpaBIeHUs IPEANPUITHEM

d. opranuzanuu 1esTeIbHOCTH NPEANPUITUS

Bompoc 4

K «mepBUYHBIM KOMITJIEKCAM TOKYMEHTOBY» MPEANPUITHS OTHOCUTCS

Bribepure oauH OTBET:

a. apXUBHAsI KOJUICKIIHS

b. rocyapcTBeHHas cCCTEMa CTaTUCTUKU

C. COOpPHUK HOPMATUBHBIX JOKYMEHTOB MPEANPUATHUS

d. moxyMeHTanbHBINA (DOHI IPETPUATHUS

Bompoc 5

Kommnekc 10KyMeHTOB — 3TO

Bri6epute oiuH OTBET:

a. COBOKYIHOCTb JOKYMEHTOB, B3aMMOCBSI3aHHBIX I10 IPU3HAKaM IPOUCXOXKACHUS,
Ha3HAa4YeHUs, BUJIA, CPephl IeATEIbHOCTH, €AUHBIX TPEOOBAHUN K 0)OPMICHUIO

b. MaccWBBl JOKYMEHTHPOBaHHOH WH(GOpPMAIMH, YHOPSAOYECHHBIC OIPEIeIEHHBIM
obpazom

C. HOMEHKJIaTypa JeJl OpraHu3auuu

d. Bua uHGPOPMAIMOHHBIX PECYpCOB, MPEICTABICHHBI COBOKYIMHOCTHIO OTAEIBHBIX
JOKYMEHTOB, MaCCHBOB JOKYMEHTOB B HH()OPMAIIHOHHBIX CUCTEMaX

Bomnpoc 6

I'OCT P 7.0.97-2016 «YHUPUIIMPOBAaHHBIE CUCTEMBI JOKYMEHTAIMU. Y HU(DULIMPOBAHHAS
CHUCTEMA OpraHU3alMOHHO-PACIIOPAIUTEIILHON TOKYMEHTALNH ...» PETYIUPYET

Bri6epute ouH OTBET:

a. 0pOpMIIEHHE PEKBU3UTOB JTOKYMEHTOB

b. ynpaBneHnue 1oKyMeHTaMu

C. IpOeKTUpOBaHue ciryk0b1 JJOY

d. opraHu3anuo J0KyMEHTO000POTa B YUPEIKICHHH

Bomnpoc 7

JIOKyMEHTHBIE peCypChl — 3TO

Bribepure ouH OTBET:

a. COBOKYIHOCTb JOKYMEHTOB, B3aMMOCBSI3aHHBIX 110 IpHU3HAKaM IPOUCXOXKIACHUS,
Ha3HaueHUs, BUJa, cephl JeITeIbHOCTH, €AMHBIX TpeOOoBaHUN K 0(pOPMIICHUIO

b. HOMeHKIaTypa JeJ1 OpraHu3aIuu

C. MAacCHBBl JOKYMEHTUPOBAaHHOM HH(POPMAILUK, YHOPSIIOYEHHbIE ONpPEAeIEHHBIM
obpazom

d. BuI WHPOPMALIMOHHBIX PECYpPCOB, IPEICTaBICHHBIH COBOKYHMHOCTBIO OTIEIBHBIX
JIOKYMEHTOB, MAaCCHBOB JJOKYMEHTOB B HH(OPMAIIMOHHBIX CUCTEMAX

Bompoc 8

MeTto/ cOBEpIIEHCTBOBAHUS JOKYMEHTOB M CUCTEM JIOKYMEHTALIUH

Bribepure o1H OTBET:

a. nHGOpMaTH3aALUS

b. crangapTuzanus

C. CUCTEMHBIN aHAIN3

d. MmogenupoBaHue

Bomnpoc 9

COBOKYITHOCTh B3aUMOCBSI3aHHBIX U CTPYKTYPHPOBAHHBIX JaHHBIX HA MAITHHOYUTAEMBIX
HOCHUTEISIX, 00pabOoTKa, MOUCK M XpaHEHHE KOTOPHIX OCYIIECTBISIETCS C moMoIsio DBM, 310



BriGepute omuH OTBET:

a. DJIEKTPOHHBIC OAHKU JTaHHBIX

b. anmekTpoHHbIE 0a3bI TAaHHBIX

C. DJICKTPOHHBIC OMOTNOTEKH

d. 37IeKTPOHHBIE KOMMYHUKATUBHBIE PECYPChI

Bompoc 10

JlokymMeHTanbHBIA POHIT - 3TO

Bribepure oauH OTBET:

a. JOKYMEHTbI OpraHU3alliy, IOArOTOBIEHHbIE K cjaue B FOCY1apCTBEHHBIN apXUB

b. COBOKYIHOCTH JOKYMEHTOB, OOpa3yrOIIMXCS B ACSITEILHOCTH FOPHIMYCCKOTO WIIH
(bu3n4ecKoro aula 3a roj

C. JOKYMEHTbI OpraHU3alllH, BBIICTICHHbIE K YHUUYTOKECHUIO

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

Bomnpoc 11

CBoiicTBO  OoUUIMANBHOTO  JOKYMEHTa,  CcOoOIIaeMoe €My  JACHUCTBYIOIIUM
3aKOHOJATEIbCTBOM, KOMIIETEHIIMEH H3JAI0LIEro €ro OpraHa M YCTaHOBJIEHHBIM IOPSIKOM
odopMIIEHHUS - ITO

Bribepure ouH OTBET:

a. MOJIHOTA

b. ayTeHTUYHOCTh

C. KOH(UICHIIUATEHOCTh

d. ropuauueckas cuia

Bompoc 12

CoBOKYITHOCTB JJOKYMEHTOB, 00pa30BaBIINXCS U HAKOIJICHHBIX B IIPOLecce AeSTEIbHOCTH
OTIENFHOTO (PU3UYECKOTO JIUIA, ITO

Bribepure ouH OTBET:

a. pacrpenenéHuble HHPOPMAITMOHHBIE PECYPCHI

b. BcTpoeHHbIE HH(OPMAIIMOHHBIE PECYPCHI

C. IEpCOHAJIbHBIE HH()OPMAIIHOHHBIE PECYPCHI

d. cratucruyeckue nHPOPMALMOHHbIE PECYPCHI

Bompoc 13

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

Bribepure ouH OTBET:

a. TEPMHUHOJIOTHS B 00JIaCTH AETONPOU3BOICTBA U ApXUBHOIO JIeia

b. anp0oM 1o yuéTy Tpyzia M €ro oIiaTel

C. MHCTPYKIIHSA IO 3aITOJTHEHHUIO TPYIOBBIX KHIDKEK

d. TaGenb yHU(DUIIMPOBAHHBIX (OPM JOKYMEHTOB

Bompoc 14

O0s3arenbHbIe CTPYKTYPHBIE 3JIEMEHTHI CTaHapTa

Bri6epute oiuH OTBET:

a. HOPMaTHUBHBIE CCHUIKH

b. TpeboBaHus K 00BEKTY CTaHIAPTHU3ALNU

C. OTJIaBJICHUE

d. o003Ha4YeHHs U COKpalleHus

Bompoc 15

VYuudunuposanHas ¢popma J0KyMeHTa — 3TO

Bribepure o1H OTBET:

a. IOKYMEHT, IMEIOIINI TUTIOBOE Co/IepKaHke U 0(hopMIIeHHE

b. TOKyMEHT, CO3/ITaHHBII ¢ IPUMEHEHUEM KOMITBIOTEPHOW TEXHUKU

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

d. COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PEUIA€MbIMU B JaHHOM
chepe MmeATENPHOCTH 3ala4yaMd ¥ 3a(UKCHPOBaHHBIMH B OINPEJACICHHOM TMOpSAKE Ha
MaTepHaIbHOM HOCUTENE

Bomnpoc 16



C nomouIpl0 OpraHU3alMOHHO — MPABOBBIX JOKYMEHTOB pealu3yeTcsi yIpaBlIeHUECKast
byHKIUSA

BriGepute oquH OTBET:

a. HOpPMaTUBHO-METOIUYECKOr0 00ecreueH s yIpaBiIeHUs IPEANpUITHEM

b. KOHTPOJIS AEATENBHOCTH NPEANPHUATHS

C. OpraHU3aLUH EATEITBHOCTH MPEIPUATUS

d. perynupoBaHus 1eATEIbHOCTH NPEIIPUATUSL

Bompoc 17

Komnozunus nucema — 3710. ..

Bribepure oauH OTBET:

a. II0CJIeI0BATENbHOCTD PACIIONOKEHHSI TPEI0KEHUH B TEKCTE JOKYMEHTA

b. «s13p1KOBast popmyra» mUcbMa

C. PAcIIOJIO’KEHHE PEKBU3UTOB IMCbMa U 3JIEMEHTOB TEKCTa Ha OJaHKe

d. mocnenoBaTeNbHOCTh B3aWMOCBA3AHHBIX CMBICIOBBIX 4YacTei, OOBEIMHEHHBIX
€/IMHCTBOM TEMBI

Bompoc 18

VYkaxure BUJ JOKYMEHTA, BbIIEISIEMbIH 110 QyHKIMH yIIpaBIeHUS

Bribepute o1H OTBET:

a. 10cbe

b. oTuér

C. JJIEKTPOHHBIN TOKYMEHT

d. anketa

Bompoc 19

K nHbopMannoHHO-CIIPaBOYHBIM JJOKYMEHTAaM OTHOCSTCS:

Bribepure ouH OTBET:

a. IpuKa3

b. ycraB

c. 0O0BsICHUTEbHAS 3aITHCKa

d. nocranoBneHue

Bompoc 20

[lepcoHanbHbIE CBEIEHUS O IpaXkJlaHaX SBIAIOTCS

Bri6epute ouH OTBET:

a. uHpopmanuei, OTHECEHHON K KOMMEpUeCcKo TaiiHe

b. nunopmarueit OTKpbITOro 10CcTyna

C. KOHpUAeHIMaTbHON HH(pOpMaIueit

d. uapopmarmelt, OTHECEHHON K TOCYIapCTBEHHOM TaiiHe

Bompoc 21

OyHKIMOHANbHAS KJIacCU(UKALKS JOKYMEHTOB OCYILECTBISETCS IO CIEIYIOIIEMY
OCHOBaHUIO

Bri6epute ouH OTBET:

a. BpeMs MOSIBIICHHs JOKYMEHTa

b. uHbOpMaIImOHHAS COCTABIIAIONIAS JOKYMEHTA

c. cnoco0 3akperyieHust nHopMaluy Ha MaTepUaIbHOM HOCUTEIEe

d. BUJ MaTepuaibHOTO HOCUTEINS TOKyMEHTa

Bompoc 22

DNeKTpOHHBIE WHPOPMAIIMOHHBIE PECYPCHI, CO3/IaBaCMbIe PA3IMIHBIMH MPEIIPUASTUIMH
Y HETIOCPEJICTBEHHO CBSI3aHHBIE C OCYIIECTBIEHUEM UX OCHOBHOM JEATEIBHOCTH

Bri6epute o1H OTBET:

a. BCTpOCHHbIE NH(OPMAIIMOHHBIE PECYPCHI

b. anekTpoHHbBIE OMOTNOTEKH

C. KOMMYHUKaTHBHbBIE 3JIEKTPOHHBIE PECYPCHI

d. pacripenenénuble ”HGOPMAITMOHHBIE PECYPCHI

Bompoc 23

biank nokymeHra — 3710...

Bribepure ouH OTBET:

a. HaOpaHHBIN HA KOMITBIOTEPE TUIIOBON JOKYMEHT



b. TOKyMeHT, OTIIe4aTaHHbIN B TUTIOTpadum

c. Habop PEKBU3UTOB, HICHTU(DUIIUPYIOMIUX aBTOpa OPHUIIHATIHLHOTO TOKyMEHTa

d. JOKyMEHT C OBTOPSIFOIUMCS TEKCTOM

Bompoc 24

OcHoBHast  kjaccu(UKaMOHHAs €IMHUIA B (QYHKIMOHAJIBHOW  Kiaccu(UKaLuu
JIOKYMEHTOB

Bribepure ouH OTBET:

a. IOJUTMHHUK JIOKyMEHTa

b. neino

C. 1y0JIMKaT JOKYMEHTa

d. Bua 1OKyMeHTa

Bompoc 25

Knaccuukanuss [0OKyMEHTOB Ha HHAMBHIyajbHblE, TpadapeTHble, NpUMEpPHbIE
OCYILECTBIISICTCSI MO CIETYIOIIEMY OCHOBaHHIO

Bribepure ouH OTBET:

a. CTETIeHb CII0)KHOCTH

b. cTeneHb TOYHOCTH

C. CTeTeHb YHU(DUKAIIH

d. creneHb OTKPBITOCTH

Bompoc 26

[IpopomxkuTte onpenenenue: cucTeMa JOKYMEHTAIUH — 3TO. ..

Bribepure ouH OTBET:

a. COBOKYIHOCTb JIOKyMEHTOB, CBS3aHHBIX IPOLEAYPOHl HPUHATHS YIPaBIEHYECKOTO
pemeHus

b. pazHOpoJHBIE IO CBOEMY IPOHMCXOXAEHHUIO, Pa3HOOOpPa3HbIE 10 BUJAOBOMY COCTaBY
JIOKYMEHTBI, 00pa30BaBIIMECS B TPOIIECCE NEATEILHOCTH OTACITBHOTO (PU3MUECKOTO JINIIA

C. COBOKYIHOCTb JIOKYMEHTOB, B3aMMOCBSI3aHHBIX I10JI IPHU3HAKaM IPOMCXOXKICHHUS,
HA3HAYCHWUS, BHJIA, CPEPHI IEATEIBHOCTH, SIUHBIX TPEOOBAHUN K OOPMIICHHIO

d. TOKYMEHTBI U MaCCUBBI IOKyMEHTOB B HH(OPMAIIMOHHBIX CUCTEMAX, YIIOPSI0YCHHbIE
ornpeaenéHHbIM 00pazomM

Bompoc 27

JleaTenbHOCTh 10 YCTAHOBJIICHHUIO W IMHPOKOMY MHOTOKPATHOMY HCIIOJIb30BaHUIO
TpeOOBaHUM, HOPM, NMPaBWJI U XapaKTEPUCTUK, KaK OOA3aTENbHBIX s BBIIOJIHEHUS, TaK U
PEKOMEHIYEMBIX, B IEJSIX JOCTHKEHUS ONITUMAIIBHON CTETIEHH YIIOPSJOYCHHOCTH B TOW WM HHOM
o0mnactu

Bri6epute o1H OTBET:

a. TapMOHU3AIUA

b. cranmapTuzanus

C. CUCTeMaTH3alHs

d. yaudukanus
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O1eHoYHBIE CPEeICTBA MPOMEKYTOYHOI0 KOHTPOJIS M0 pa3aeiam

KonTpoJsabHbie Bonpocskl 10 Kypey «/JlokyMeHTOBeeHHe» K pasaeny 1

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

YHUGHUIUpOBaHHBIE CUCTEMBbI JOKyMeHTauuu. Krnaccudukaropsl HOKyMEHTHPOBAHHOM
nHpopmanuu.

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

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

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

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

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

I'OCT P 6.30-2003 «YHu¢puuupoBaHHas cUcTeMa OpraHU3alMOHHO-PACIIOPAIUTEIbHON
nokymeHTtanuu. TpebGoBanust Kk ohOpMIEHUIO JOKYMEHTOB». OO0jacTb NpUMEHEHUs,
COCTaB PEKBU3UTOB, PETJIAMEHTUPYEMBIX TOCYJaPCTBEHHBIM CTaHIaPTOM.

TpeGoBanus k 6J1aHKaM OPraHU3AIOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

OO6mue TpeboBanusi K 0(GOPMIICHUIO PEKBU3UTOB OPTaHU3AMMOHHO-PACTIOPSAUTEIBHBIX
nokymeHnToB cornacHo 'OCT P 6.30-2003.

TpeboBarmst k odopmieHuo pekBU3uTOB «locymapcTBeHHBI TepO Poccuiickoit
Oenepanun», «l'epd cydwsekra Poccuiickoit ®Depepanumn», «IMOnemMa OpraHu3aluy,
TOBApPHBII 3HAK (3HAK 0OCTYKUBAHUS ).

TpeboBanus k opopmiieHHI0 pekBu3nTa «HaMeHoBaHUEe opraHu3aum».

CnpaBounass uH@opmanusi o0 OopraHu3aluyd — aBTOpe JOKYMEHTa U TpeOoBaHUS K €€
0(OPMIICHHIO.

TpeboBanusi k odopmiieHuro pekBu3uToB «Kom dopmer nokymenrta», «HanmeHnoBanue
BHJIa JOKYMEHTA.

Mara noxymenra. [lopanox opopmienus nat. TpeOoBaHus k 0(pOpMIEHHIO PEKBU3UTOB
«PerucTpanlMOHHbI HOMEp JOKyMeHTa», «CchbUlKa Ha PEerucTpalMOHHBIN HOMEp M J1aTy
JIOKYMEHTa», «MecTo cocTaBiIeHMs UM U3JaHUs TOKYMEHTay.

[TpaBuna HamucaHus agpecaTa M MECTO yKa3zaHHs ajpecara B (GopMyssipe JTOKyMEHTa.
Otpaxkenue cdeprl AeHCTBUS JOKyMeHTa B ero anpecare. llopsaok odopmieHus
JIOKYMEHTa C HECKOJIbKUMU ajipecaTtamu. Ilopsiiok ohopMiieHns: HOYTOBOTO ajipeca.
VYTBepkaenue nokymMeHTOB. CrocoObl yTBepkaeHus. CocraB rpuda yTBEpkACHUS,
HOPSIOK €ro oopMIIEHUs, MECTO B GopMyJsipe T0OKyMeHTa. JIOKyMeHTBI, TIoJyIexalue
YTBEPKICHHUIO.

CocraB ynocroBepeHus NOKyMeHTOB. Ha3HaueHnue moamucanust JokymeHTOB. [IpaBuia
MOJIMUCHU JOKYMEHTOB pa3IN4HbIX Kateropuil. Mecto noamnucu B popmyssipe JOKyMeHTa.
ONEeKTpOHHAs NOIIHUCH.

[Tewatn w wux Ha3HaueHwe. Buawsl mewareil. [ocymapcTBeHHass repOoBas Ie4yaTh.
3aKOHOJATEIBCTBO 00 M3TOTOBJICHUU U MOJIb30BaHUU meuyaTted. [lopsiok mpocTaBieHus
OTTHCKA [eYaTH Ha JOKYMEHTaXx.

CornacoBanue nokymenTa. [Topsgok u BubI cornacoBanus. ['pu¢ 1 BU3BI cormacoBaHus,
ux odopmieHue, Mecto B (opmyisipe ITOKyMeHTa. Buza o3HaKOMIIEHUS, MOPSIOK €€
odopmieHus, Mmecto B hopMyIsipe JOKyMEHTa.

OtmeTkHu Ha 1oKyMeHTax. VX posib B MPOXOXK/IEHUU U UCIIOTHEHUU JIOKyMEHTa, MECTO B
dopmysape nokymerTa. Oco0oe Ha3HauUEHUE Pe30TIONHH. TpeOoBaHMe K €€ COJEPIKAHUI0
u oopmiieHnto. OTMETKU O B3ATUU JOKYMEHTa Ha KOHTPOJb, UCIIOJIHEHUU JOKYMEHTa,
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UCTIOJTHUTEIIE U JIP.
[ToHsATHE «TEKCT JOKYMEHTa» IPU Pa3IMYHBIX CIIOCO0axX JOKyMeHTHpoBaHUs. CreHapuii
HOATOTOBKM JOKyMeHTa. Conep)kaHHE NPOCTBIX M CIOXKHBIX JOKyMeHTOB. llopsmok
U3JI0KEHHUS TeKCTa JOKYMEHTA.
JIuarBucTHYECKHE OCOOCHHOCTH JOKyMeHTa. CTHIMCTHYecKue TpeOOBaHUS TOYHOCTH,
SCHOCTH TEKCTa JOKyMeHTa. Jlormdeckas CTpyKTypa Tekcra. B3aumocBs3b
CTHJIMCTHYECKUX TPEOOBAaHUH K TEKCTY JJOKYMEHTA U UX S3BIKOBBIX CPEJICTB BBIPAKEHHUSL.
Qdopmanmzanys TEKCTa IOKyMEHTa. JJeMEHTHhl Tekcta. TpebGoBaHus K odopmieHuio
TEKCTa B BUJIC AHKETHI, TAOJIHUIIBI, CBI3HOTO TEKCTA.
[lonsiTHe «3arojoBOK AOKyMeHTa». HasHaueHue 3arosioBka, ero mecto B (opmyiisipe
JIoKkyMeHTa. [Ipunoxenue K TeKCTy U TpeOOBaHUS K €ro 0(pOPMIICHHIO.

Texuuueckue  TpeOoBaHMA K  OQOPMIICHMIO  PEKBHU3UTOB  OpPraHU3allMOHHO-
PaCHOPSIUTENBHBIX JOKYMEHTOB.
OO6ue TpeOOBaHUS K COCTABJICHUIO U O(OPMIICHHIO OCHOBHBIX BUJIOB YITPABICHUECKUX
JOKYMEHTOB.

KoutposbHble TeopeTrnuyeckue BONpPOchbl M0 Kypey «/lokymeHTtoBenenue» K
pasaesiam 2 Kypca

OO61me TpeOOBaHUS K COCTABICHUIO U OOPMIICHUIO OCHOBHBIX BUOB OPraHU3allMOHHbBIX

JOKYMCHTOB.

CocraBnenue 1 0(popMIIEHUE OCHOBHBIX BUJIOB YUPEIUTEIbHBIX JOKYMEHTOB.

CocraBnenne 1 0(OpMIICHHUE MTOJIOKEHHSI O CTPYKTYPHOM TOJpa3/IeIEHUH OpTaHu3aliH.

CocraBnenue 1 opopMiIeHUE ITPABUII BHYTPEHHETO TPYA0BOTO PACHOpsAKa.

CocraBnenune 1 opopMIIeHHE HHCTPYKIIHIA OPraHu3aIMOHHO-METOAMYECKOTO XapaKTepa.

CocraBnenue 1 opopMiIeHUE JOHKHOCTHBIX MHCTPYKIUH.

Cocrasnenune u opopMIIeHHE aAMUHACTPATHBHOTO PETIAMEHTA.

OOume TpebOBaHMS K  COCTAaBJICHHMIO M O(GOPMIICHMIO  OCHOBHBIX  BHJIOB

pactuopAAUTCIbHBIX TOKYMCHTOB)

CocraBneHne u O(OpPMIIEHHE pPACHOPSAUTENbHBIX JOKYMEHTOB, M3/1aBaéMbIX Ha

IMpUHOUIIAX CAUWHOHAYAINA.

CocraBnenne u oO(OpPMIIEHHE pPACHOPSAUTENBHBIX JOKYMEHTOB, M3/1aBaéMbIX Ha

IMPUHIMITIAX KOJUICTHAJIBHOCTH.

OO6ue TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO OCHOBHBIX BUI0B HH(OPMAIIMOHHO-

CIIPaBOYHBIX JOKYMCHTOB, IICPCAABACMBIX 10 pa3JIMYHBIM KaHajlaM CBA3H.

JlenoBasi mepenucka: MOHATHE, KiIaccH(UKaLUs, posib U (PyHKIMH B YyNpaBlIEeHUYECKOM

NeSITeTbHOCTH, 3aKOHOJAaTEIbHOE PETyINPOBAHHE.

CperncTBa cBs3H, UCIIOIb3YEMBbIE TS IOCTABKU JIeIOBOM KOPPECHOHACHIUHU. JJOKyMEHTHI,

nepegaBaeMble 10 KaHajdaM 3JEKTPOCBA3U. TenerpaMmel (TeneTalorpamMmsl), TEIEKCHI.

daxcorpamma (daxc). TeneponorpamMmma. DIEKTPOHHOE MUCHMO.

Jenoseie nmuceMa. OOuIMe TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHUIO JIEIOBBIX ITHUCEM.

Kommno3zuius Tekcra 1e10Boro nucbma. S3bIK, CTUIIb, STUKET AEJI0OBOTO MUChMA.

Knaccudukanmm 1e10BbIX THCEM.

CocraBnenue 1 opopMIIeHHE ITUCEM, CBSI3aHHBIX C PaCIPOCTPaHEHUEM HH(OPMAIIHH.
CocraBnenne u 0opopMIICHHE TTHCEM, CBI3aHHBIX C OOpAIEHUSIMH TI0 BBITOJHEHHIO TEX

WM UHBIX J€WCTBUI MM OKA3aHUIO YCIIYT.

CocraBienne 1 0opopMIICHHE TUCEM-OTBETOB.

Cocrasnenue u opopmienue nuceM [InceMa NpeTeH3MOHHOTO XapaKTepa, CBA3aHHBIX C

BBIPAXKCHUEM BHUMAHUWA U YHaCTUA.

CocraBnenue u 0OpMIICHHE PEKOMEHIATEIbHBIX THCEM, COTIPOBOIUTEIHHBIX TTUCEM.

OO6ume TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHIO OCHOBHBIX BUI0B HH(OPMAIIMOHHO-

CIIPaBOYHBIX JOKYMCHTOB.

OcobenHocTr 0(popMIIeHHUSI aKTOB U IIPOTOKOJIOB.

Ocob6erHocT 0(hOpMIICHHS TOKIJIATHOM, CITy>)keOHON U 00OBSICHUTEIILHOMN 3aIHCOK.

OcobenHocTr 0popMIIEHHS CIPABOK, CBOIOK, 3aKJIIOYCHUN, OT3BIBOB, IEPEYHEH, CITUCKOB.



26. O6mme TpeOoBaHUS K COCTaBICHUIO U O(POPMIICHHIO OCHOBHBIX BHIOB JIOKYMEHTOB TIO
TPYAOBBIM OTHOIICHUSIM.
JlnuHBIE TOKYMEHTHI 1 OCOOCHHOCTH MX COCTABIICHUS U 0(DOPMIICHHSI.
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[lonatue «uH(pOpPMAIMOHHBIE PECYPCh» U «IOKyMEHTHBIE pecypchl». UWx
B3aUMOCBSI3b.

Knaccudukanus nokymeHnToB. Llens 1 OCHOBHBIE METOIbI KJIacCU(UKALIUH.
OcHOBaHUS 1 CXEMBI KJIaCCU(PHUKALIUH.

CemanTryeckue Kiaccu(uKaum.

@OyHKIMOHATBHBIE KJIACCU(UKAIINY.

CkJaibIBaHHE CHCTEM JIOKYMEHTAIIHH.

[MTonsTusa «yHU(UKAIMD) U «CTAaHAAPTU3ANND) JTOKYMEHTOB.

OcHoOBHbBIE HaINIpaBlIeHHUs YHU(PHUKAINN JOKYMEHTOB HAa COBPEMEHHOM 3Tarle.
Yuudukanus popmaroB Oymar.

Yuauduxanus Gpopm T10KyMEHTOB.

VYHuukanms Tekcra JOKyMEHTa.

I'OCT P 6.30-2003. Ero coaepxaHue, 3Ha4YCHUE.

TpeboBanust kK KOHCTpYHpOBaHHUIO OiaHKOB. Buner OmankoB. brnanku mpeanpusTuii
pasIuyHbIX (HOPM COOCTBEHHOCTH.

[TonsTue «cucremsl ToKymMeHTauumny. [lpusHaku cuctemsl JokyMeHTauuu. OCHOBaHUS
KJ1acCU(UKALUU CUCTEM JJOKYMEHTALUH.

@OyHKIMOHAIbHBIE U KOPIOPATUBHBIE CUCTEMBI JJOKYMEHTALIUH.

TenneHMy UCTOPUYECKOTO Pa3BUTHS CUCTEM JOKYMEHTALUH.

Cucrema Hay4HO-UCCIIE0BATEIbCKON U MPOEKTHO-KOHCTPYKTOPCKOM TOKYMEHTALIUH.
Cucrema naTeHTHOM TOKYMEHTALlUU U CTaHJApPTHI.

ECKK TOCH, kakoBEI €€ 3aJja4n U COCTaB.

CrpykTypa KiI1acCu(pUKaTOPOB U JIEkKAIUX B UX OCHOBE KOJIOB.

Cucrema TEXHOJIOTUYECKON TOKYMEHTALIUU.

KanpoBast nH(popMaliMOHHO-10KyMEHTAllMOHHAs CUCTEMA.

Cucrema opraHu3allMOHHO-PAcIOPSIAUTEIBLHON JOKYMEHTAIUH.

Cucremsl IUTAHOBOI, HH(pOPMaIOHHO-CIIPABOYHO, UH(POPMALIMOHHO-
AHAJIMTUYECKON M OTYETHOMN JOKYMEHTALINH.

[TonATne «yHU(UIUPOBAHHbBIE CUCTEMBI JOKYMEHTALIUI.

Haznauenwue, onpenenenue u cocra Y COP/I.

[lonsATHE  «KOMIUIEKCHI JOKYMEHTOB». [lepBHYHBIE KOMIIJIEKCHI ~ TEKCTOBBIX
JIOKYMEHTOB.

CrnosxHble KOMILIEKCHL. ['ocyiapcTBeHHbIE apXuBbl. CeTh TOCY1apCTBEHHBIX apXHUBOB.
[TonsiTHe «10KyMEHTaIbHbBIN QOHI» U «apXUBHBIA GoHa». VX pasznuuue.
YHUPUIUPOBAaHHBIE CUCTEMBI IOKYMEHTAIIUH.

Tabenb popm goKkyMeHTOB. ATbOOM (HOPM TOKYMEHTOB.

Homenknarypa nen, e€ 3HaueHUue U IPUMEHEHHE B JIEIIONPOU3BO/ICTBE.
Krnaccugukaropbl 10KyMEHTUPOBaHHON MH(POPMAIUH.

CocTaB nepcOHAIBHBIX JOKYMEHTHBIX PECYPCOB.

KonnuecTBeHHas 1 kaueCTBEHHAsl XapaKTEPUCTUKA apXUBHBIX KOMILJIEKCOB.
BcerpoeHHbIe U pacnipeieIEHHBIE AEKTPOHHBIE PECYPCHI.

MecTo U pOib DBIEKTPOHHBIX OHOJIMOTEK B CHUCTEME JOKYMEHTHBIX PpECYpCOB,
MIEPCIIEKTUBBI UX Pa3BUTHS.

Pecypchbl HaydHO-TEXHUYECKON U CTATUCTUYECKOW MH(OpMALINU.

JIOKyMEHTHBIE pecypchl ONOINOTEK U My3€eB.

JlokyMeHTanbHble (OHABI NPEANPUITUN, yUupekaeHUi, opranuzauuid. IlepBuunbie
KOMILIEKCHI JOKYMEHTOB.

DneKTpoHHBIE 0a3bl JaHHBIX.

OKcnepTu3a HEHHOCTH IOKYyMEHTOB.

DKcnepTHbIE KOMUCCUH OpTraHU3alni.

3ajaHusl K NIPAKTHYECKOI YaCTH 3a4eTa ¢ OUeHKOH 1o Kypcey «/lokymMeHTOBe1eHue»



1. KomniekcHsli aHaIU3 TOJKHOCTHOM MHCTPYKIIMK U €r0 PEJAKTUPOBAHUE.

2. KomMruiekcHbIi aHanu3 yupeIuTeaIbHOTO JOKYMEHTA U €T0 peJaKTUPOBaHUE.

3. KoMIimiekcHBI aHalW3 IIOJOXKEHUS II0 OCHOBHOM JEITEILHOCTA U €r0
peaaKTUpPOBAHUE.

4, KommiekcHbli aHanu3 pacropsiyKeHHUs.

S. KoMIulekcHbI ~ aHaJIM3 IIpUKa3a [0 OCHOBHOM  JCATENBHOCTH M €ro
peaaKkTUpOBaHUE.

6. KomnnekcHsplil aHanu3 NOCTAHOBJIEHUS U €r0 PEAAKTUPOBAHUE.

7. KoMIutekcHbIN aHanu3 penieHus ¥ €ro pelakTUPOBAHKE.

8. KomnekcHsplil aHanu3 yKa3aHus U €ro pelakTUPOBaHMUE.

9. KomrmuiekcHbli aHAIN3 C1y>KEOHOT0 MUChMA U €T0 PelakKTUPOBAHHE.

10. KomnekcHslil aHaau3 NpoTOKOJIa U €r0 peIaAKTUPOBAHUE.

11. KoMIutekcHbIN aHamu3 akTa v ero peJakTUPOBAHUE.

12. KomMmrutekcHbIN aHAIN3 CTY)KeOHOM 3aMnCKe U e€ peaKTUPOBaHUE.

13. KoMriuiekcHbIN aHanu3 CrpaBKU U €€ peJakTUPOBaHUE.

IIpakTH4yeckoe 3alaHue K 324€Ty C OLIEHKOM

[IpousBectu GopMyIsapHBINA aHATH3 OJHOTO JOKyMeHTa (10 BbIOOpy mpemnogaBatens). K
KaKOW CHCTEMe, IOJCHCTEME JIOKYMEHTAIlMM OTHOCHUTCSA JaHHBIA JOKYMEHT. B kakoii/ue
KOMIUIEKC/bl MOKET BOMTH aHATU3UPYEMBIN JOKYMEHT.

BapuaHThl NpHJI0KEHUH

Bapuanr 1 - cipaBka KOHKpETHON OpraHu3auu

BapuaHT 2- n1McbMO KOHKPETHOM OpraHu3aluu

BApUAHT 3- MpUKa3 KOHKPETHON OpraHu3auu

Bapuanr 4 - pactiopspkeHre KOHKPETHOM OpraHu3aliuu

BapuanTt 5- akT KOHKpETHON OpraHUA3aIuu



MpunoxkeHue 2

OI.IeHO‘IHI)Ie cpeacrea Jid nmMpoBe€aAcHu A l'IpOMG)KYTO‘IHOﬁ aTrecrainmmn

Kon Nupukarop
WHIUKATO JTOCTHIKEHUS OneHOYHbIE CpEACTBA
pa KOMIIETCHIINU

OIIK-3: Cnoco0eH NpuUMeHSITb TeOpeTH4YecKHe 3HAHUSA ISl pelleHHUs] MOCTABJIEHHBIX
3aja4 B 00J1aCTH JOKYMEHTOBEICHNSI U APXHBOBE/ICHNS;

OIIK-3.1:

Cocrasiser,
odopmirser u
BEJET
yIPaBIECHYCCKYIO
JIOKYMEHTAIUIO
pa3IMYHBIX BHUJOB
o npoduITro
NeSTEIbHOCTH
OpraHu3alu B
COOTBETCTBHUH C €€
OpraHu3aIOHHO-
paBoBOi (hopmoi

Bomnpocs! k 3a4erty 1 kypc

1. IlonsaTne cucremsl nokymeHTauuu. Mcropuueckoe
pa3BUTHE CUCTEM JOKYMEHTALIUU.

2. THIBI TOKYMEHTOB, HX KJIaCCHU(PHUKAIHIH.

3. JIoKyMeHT Kak cucreMa. BHEIIHsAA M BHYTPEHHSA
CTPYKTYpa JOKyMEHTa: 00IIasi XapaKTepUCTUKA.

4. CpencrBa cBA3M, HCHOJIB3YyEMBIE I JOCTaBKU

JIeNIOBOM KOppecmoHaeHu. TpeGoBaHuss K JOKyMEHTaM,
nepeiaBaeMbIM 110 KaHAJIaM 3JIEKTPOCBSI3H.

5. OOmre TpeboBaHMS K COCTABICHUIO M OOPMIICHHIO
JIeTIOBBIX nuceM. Kommosumms Tekcrta, S3bIK, CTHIIb, YTUKET
JIeTIOBOTO IIHChMa.

6. JenoBas nepenucka: ob1ue CBEJECHU,
KJIaCCU(UKALUS, POJb B YIPABICHYCCKOW JEATCIBHOCTH,
byHKIMU. 3aKOHOJATENBHOE PEryJIUpPOBAaHUE JIEJIOBOU
MEPEITUCKH.

7. PacniopsaurenpHas JIOKYMEHTAIIUs: ob1as
XapaKTEePUCTHKA.

Hrorosblii TecT 32 1 Kype
Bompoc 1
CornacHo cTaHIAapPTU3UPOBAHHOMY OTPEACTICHHIO, BUJ
MUCbMEHHOTO JJOKYMEHTA — 3TO:
Br16epute o1H OTBET:
a. odunuanbHBINA
MMUCbMEHHOM BHJIC
b. HauMeHOBaHUE JOKyMEHTa, O(OPMIEHHOTO IO
YCTaHOBJICHHBIM MPaBHJIaM MAITHHOIMCHBIM CIIOCOO0OM
C. TMPHUHAAJIEKHOCTh MUCHMEHHOTO JOKYMEHTa K
cUCTeMe JOKYMEHTAllMl TI0 TpPU3HAKAM COJEpXKAHUA H
[EJIEBOT0 HA3HAYCHHUS

JAOKYMCHT, CO3JIaHHBIN B

d.  pa3HOBHIHOCTH JOKYMEHTa, HCIIOJHEHHOTO
rpapuuecKuMH  3HakaMu  —  OykBamH,  IUdpamy,
uepornupamu

Bompoc 2

CorymacHO  CTaHIAPTU3UPOBAHHOMY  ONPENEIICHHIO,
yHHpULIIpOoBaHHAs (hopMa TOKYMEHTa — 3TO:

Bri6epute o1H OTBET:

a. wuHpopMalus, 3amMcaHHas Ha  Pa3ITUYHBIX

HOCHUTEIISIX 10 YCTaHOBIICHHBIM ITPaBHIIaM

b. COBOKYNHOCTb PEKBHU3MTOB, YCTaHOBJECHHBIX B
COOTBETCTBHUH C PEIIACMBIMH B JAHHOH c(hepe AesITeTbHOCTH
3aJja4yaMid U PACIOJIOKEHHBIX B OIpPEICJICHHOM MOPsIKE Ha
HocUTese UHPOpMAaIUH

C. HabOp PEKBU3UTOB O(UIMAIBHOTO MUCHMEHHOTO
JOKYMEHTA, PacIIoIOKEHHBIX B OTIpeIeIeHHON
M0CJIEI0BATEIbHOCTH

d. Habop PEKBHU3WTOB, UACHTHUDHUIIUPYIONIMX aBTOpa




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

0o(pHUIIMANTBHOTO MUCBMEHHOTO JOKYMEHTA
Bormpoc 3
VYHu}pUKanus 10KyMEHTOB — 3TO:
Bribepure ouH OTBET:

a. IpUMEHEeHHE TaOIUIl U aHKET

b. onpenenenue nopska ohopMICHUs JOKYMEHTOB

C. CBEJleHME K MHUHMMYyMY pa3HOOOpas3usi BUAOB U
(dbopM TOKYMEHTOB

d. pa3paboTka «mabioHa» TOKyMeHTa

Bomnpoc4

CornacHo CTaHAAPTH3UPOBAHHOMY ONPEAEICHHUIO,

OpraHU3alMOHHO-PACIOPSAAUTENBHBIN JOKYMEHT — 3TO:
Bribepure ouH OTBET:

a. JOKYMEHT, CO3JaHHbI IOpUAMYECKUM WIH
¢u3nveckuM THIOM, OGOPMIICHHBI M YAOCTOBEPEHHBIA B
YCTAHOBJICHHOM TIOpSIKE M MCIOJIb3YeMbI B TeKyIlel
NeSITeTbHOCTH OPTaHU3aIIH

b. BUA NUCBMEHHOIO0 JOKYMEHTa, OTpa)KaroLIHii
JOKYMEHTHPOBAaHUE  OPraHU3alMOHHO-PACTIOPIUTEIHHON
JeSITeIbHOCTH OPraHOB, OPraHU3aLUN U JOPKHOCTHBIX JIHIL

C. BHUJA THCBMEHHOTO JOKYMEHTa, B KOTOPOM
buKcupyroT peleHue a/IMUHUCTPATUBHBIX u
OpPraHW3allMOHHBIX  BONPOCOB, a TakXe  BOIPOCOB
yIpaBieHus, B3aUMO/JICHCTBHUS, obecnieyeHus U
peryIpOBaHUS JeSITeTbHOCTH OpraHoB BJIACTH,
YUpEKACHUH, HIpEIIpUATHH, OpraHuzanui, ux
MOJIPa3/IeIeHUI U JODKHOCTHBIX JIHI

d. mepBHUYHBIN, MUHUMAJIbHBIA 3JIEMEHT CHCTEMBI
OpraHU3aIMOHHO-PACTOPSAUTENBHON JJOKYMEHTAIIH

Bormpoc 5

Kakne mnoncucrempr HE  Bxomar B cucremy

OpraHU3alMOHHO-PACHOPSAUTENIBHON JOKYMEHTAIMH:
Bri6epute o1H OTBET:

a. OpraHM3allMOHHO-TIPABOBAs IOKYMEHTALUs

b. nuaHoBast TOKyMeHTalLUs

C. pacropsuTeIbHAas JOKYMEHTAIUs

d. nHdopMaLIMOHHO-CIIPaBOYHAS TOKYMEHTALUs

Bomnpoc 6

Ha xakue THIBI TOAPA3IENsIOTCS JAOKYMEHTHI 10
MPOUCXOXKACHUIO:

Brib6epute o1H OTBET:

a. BXOJISIIME/UCXOIAIINE/BHY TPEHHHE

b. uHaUBUYaIbHBIE/ TpadapeTHbie/ TUTIOBBIE

C. TMuHble/ opULIMANbHBIE

d. obmenoctymHbie/ KOHPUACHITHATBHBIC/ CEKPETHHIS

Bomnpoc 7

Ha xakue THIBI TOApA3IeNsIOTCS JAOKYMEHTHI I10
CIoco0y U3NOKEHUS:

Bri6epute o1H OTBET:

a. mIcbMa/Tenerpammbl/ TeneoHorpaMMbl/ TeIEKChl/
(hakcorpammsbl/ JIEKTPOHHBIE COOOIIICHMS

b. unaMBHUYyanbHbBIe/ TpadapeTHbIe/ TUIIOBBIC

C. HOJJTMHHUKY/ KON/ TyOIMKaThI




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

d. obmenoctymHbie/ KOHPUACHITHATBHBIC/ CEKPETHBIS
Bompoc 8
ITo kakoMy NpHU3HAKY JOKYMEHTBI [TOIpa3AEs0TCs Ha
NO/UTMHHUKY (OpUTHUHAIIBI)/ KOMHH/ TyOIUKATHI:
Bribepure ouH OTBET:

a. mo opme mpeAcTaBICHUS

b. o chepe aesTenpbHOCTH

C. 10 c1oco0y mepenavn

d. o cTeneHu MOATMHHOCTH

Bomnpoc 9

CormacHo CTaHIApTHU3UPOBAHHOMY  OMpPEICIICHHIO,
cucreMa JOKyMEHTalluu — 3TO:

Bribepure ouH OTBET:

a. COBOKYNHOCTb JIOKyMEHTOB, 00Opa3syroluxcs B
JEeSITETLHOCTH IOPUINYECKOTO HITH (PH3HUECKOTO JIUIIA

b. KOMILUIEKChl  JOKYMEHTOB, OTpakarolue
MIPOM3BOJICTBEHHEIE, YIpaBICHYECKHE, ¢duHaHCOBBIE
IPOLECChl MPEANPUATHH, OpraHu3aHi, yupexIeHul

C. cHCTeMa HOPMAaTUBHBIX aKTOB, PETIIAMEHTHPYFOIIINX
JIOKYMEHTUPOBAaHUE JIEATEIBHOCTH U JOKYMEHTOOOOPOT
NPEINPUATHA PA3TUYHBIX OPraHW3alMOHHO-TIPABOBBIX (hopm

d. COBOKYNHOCTb JOKYMEHTOB, B3aUMOCBSI3aHHbIX IO
NpU3HAKaM TPOUCXOKICHUS, Ha3HAUEHUs, BHIA, c]eps
JeSTEeIbHOCTH, €AMHBIX TPeOOBaHUHN K UX O(hOPMIICHHUIO

Bompoc 11

CornacHo CTaHIApTU3UPOBAHHOMY  OIpEEIICHHIO,
yHH(PHUIMPOBAHHAS CUCTEMA TOKYMEHTAIIUU — JTO:

Bribepure ouH OTBET:

a. COBOKYITHOCTH JIOKYMEHTOB, B3aUMOCBSI3aHHBIX T10
NpU3HAKaM TPOUCXOKICHUS, Ha3HAueHWs, BHJA, cdepsl
JeSITEIbHOCTH, €JUHBIX TPEOOBAaHUHN K UX OPOPMIICHUIO

b. cucrema JOKyMEHTalMd, COCTaBIE€HUE W
odopmIIeHre KOTOpPOW PErIaMEHTHPOBAHO HOPMATHBHBIMH
aKTaMH

C. CHUCTeMa JIOKyMEHTAIMH, CO3JaHHAs 1O €IWHBIM
npaBUiIaM M TpeOOBaHMSIM, cojepiKalias HHGOpMaIHIo,
HEOoOXOUMYIO JJisi YHOpaBICHUS B ONPENCIIEHHON cdepe
JeSITebHOCTH

d. cucrema JOKyMEHTAalWW, WMEIOMIAs EIWHBINA
bopmysip

Kakne »IleMEHTBI SIBISIOTCS CAMBIMH  KPYITHBIMH
CTPYKTYPHBIMH JIEMEHTAMU JIOKyMEHTa KaK CUCTEMBbI:
Brib6epute o1H OTBET:

a. cofepxanue u Gpopma

b. 3aroioBoyYHasi, cogepxaTenbHas U ohopMIISIOLIas
4acTU

C. PEKBU3UTHI

d. cmyxebHoe u pabodee moyie JOKYMEHTa

Bompoc 12

[Tponomxure onpexneneHue: (HopMysp TOKYMEHTa

3TO - ...
Bribepure ouH OTBET:
a. HA0Op PEKBU3UTOB ODHUIIMAIBHOTO MHCHbMEHHOTO




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

JIOKYMEHTA, PacmoI0KEHHBIX B orpeieNIeHHOM
M0CJIEI0BATEIbHOCTH

b. HabOp PEKBU3UTOB, WIACHTU(UIMPYIOMIUX aBTOPA
o(pHUIIMANTBHOTO MUCBMEHHOTO JOKYMEHTA

c. 3auKCHUpOBaHHAs Ha MaTepUaJIbHOM HOCUTEJE
uHpopMaLKs C  PEKBU3UTAMH, TO3BOJSIIOIIUMH €€
UACHTU(PUIIUPOBATD

d. BHyTpeHHsIsT dopMma TOKYMEHTa, OMpeAessroIas
CTPYKTYPY TE€KCTa M €0 SI3bIKOBbIE 0COOCHHOCTH

Bomnpoc 13

[Tponomxute onpexnenenue: 0JIaHK JOKYMEHTa — 3TO

Bribepure ouH OTBET:

a. MOJIETb MOCTPOCHHUS JIOKyMEHTa,
yCcTaHaBIMBaromas o0JacTe NpUMEHEHUs, (opMmarTsl,
pa3Mepbl HOJIEH, TpeboBaHuUs K HOCTPOCHUIO

KOHCTPYKIIMOHHOM CETKU U OCHOBHBIE PEKBU3UTHI

b. TumoBas Mojenb, coAepXKalias COBOKYIMHOCTh
00s13aTENIbHBIX PEKBU3UTOB, CBOMCTBEHHBIX JOKYMEHTaM
YHUGUIUPOBAHHOM CUCTEMBbI OpraHHU3aIOHHO-
pacropsANTEIbHON JOKYMEHTAlMM W  PaCIOIOKEHHBIX
ornpezeieHHBIM 00pa3oM

C. Ha0Op PEKBU3HUTOB O(DHUIMATHLHOTO MHUCHMEHHOTO
JIOKYMEHTA, PaCTOI0KEHHBIX B orpeeNIeHHOM
MI0CJIEIOBATEIBHOCTH

d. HaGop PEeKBU3HUTOB, UACHTUDUIUPYIOMIKUX aBTOpa
o(pHUIIMATBHOTO MMCBMEHHOTO TOKYMEHTA

Bomnpoc 14

KakoMy TIOHSATHIO  COOTBETCTBYET  CIEIYIOIIast
XapaKTepUCTHUKA:  «OATOT  (QOpMyJIsIp  XapakTepusyercs
OTIpeNIeIEHHBIM KOJHMYECTBOM PEKBU3UTOB, PACIIONOKEHHBIX
B CTpOroi IMOCIENOBATEIbHOCTH, U XapaKTepeH [Uis
KOHKPETHOTO BUA JOKYMEHTOB, HalIpUMeED, TIPUKa3a, aKTay:

Bribepure ouH OTBET:

a. TUIIOBOM (hopmyItsip

b. hopmymsap

c. hopmymsip-ob6pasen

d. uHAMBUAYaNbHBINA (HOpMYIISp

Bompoc 15
KakoMy [OKyMEHTY COOTBETCTBYET CIEAYIOIIas
XapakTepUCTUKa:  «3ITO  MUCHbMEHHOE  IOJHOMOYHE,

BBIJIaBAEMOE OJTHUM JIUIIOM (YUPESKICHUEM) JAPYTOMY JIAILY
JUISL IPEJICTaBUTENILCTBA MEPE] TPETHUM JTHLIOM.
Bri6epute o1H OTBET:
a. pacmucka
b. 3asBieHME
C. IOBEPEHHOCTh
d. crpaBka
Bomnpoc 16
OTMeTuTH BOIPOC
Kak nmepeBoauTCs ¢ TaATUHCKOTO TEPMHUH «PEKBU3UT
(;at. requisitum):




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

BriGepute oquH OTBET:
a. MUHMMaJIbHas 9acTh
b. Tpebyemoe, HeoOXoaMMOE
C. CTPYKTYPHBIN AJIEMEHT
d. arpulyT coaepxkaHus
Bonpoc 17
Kakomy TepMuUHY COOTBETCTBYET  ClIEAyIOLIEe
CTaHJAPTU3UPOBAHHOE  OIpEJelieHHe (3aKpeIuieHHOE B
I'OCT P 51141-98): «... — 3T0 00s3aTENbHBIA SJICMEHT
oopmiIeHUs OPULIHATBHOTO JOKYMEHTay:

Bribepure ouH OTBET:

a. PEKBU3UT JJOKYMEHTa

b. 3arojgoBoYHas 4aCTh JOKYMEHTA
c. pabouee 1oJie T0KyMeHTa

d. 6;maHK MOKyMeHTa

Bomnpoc 18

Kakomy TepMHHYy  COOTBETCTBYET  CIICAYIOLIAs
XapaKTepUCTHKA:

OTO BHJI MHUCBMEHHOTO JIOKyMEHTa, B KOTOPOM
buKcupyoT peLeHus aJIMUHUCTPATUBHBIX u
OpPraHW3allMOHHBIX ~ BONPOCOB, a TakXe  BOIPOCOB
yIpaBieHus, B3aUMO/JICHCTBHUS, obecrieyeHus u
peryIpOBaHUS JeSITeTbHOCTH OpraHoB BJIACTH,
YUpEKACHUH, HIpEIIpUATHH, OprasHuzanui, ux
IIOAPA3/IEJICHUN U JOJDKHOCTHBIX JIUIL.

Bribepure ouH OTBET:

a. CIyEeOHBIN TOKYMEHT

b. opunManbHbIN JOKYMEHT

C. yIPaBJIECHYECKUN TOKYMEHT

d. opraHu3anMOHHO-PACHOPSAUTENbHBIA JOKYMEHT

Bompoc 19

Y Kakoro BUJAa  OPraHU3aLMOHHO-TIPABOBOM
JNOKYMEHTAIlMM TpeOOBaHUS K TEKCTy YCTAHOBIICHBI B
3aKOHOJATeIbHOM IMOPSJIKE:

Br16epute o1H OTBET:

a. IITaTHOE pacnucaHue

b. 10MKHOCTHAS UHCTPYKIUS

C. ycTaB

d. WHCTPYKIHUS HOPMAaTHBHO-METOJUIECKOTO
XapakTepa

Bomnpoc 20

KakoMy TOHATHIO  COOTBETCTBYET  ClEyIoIIast
XapaKTepUCTHKA:

OTO JTOKYMEHT, COJAEp)KallMi NpaBWiia IOBEIEHUS,
pacIpoCTpaHSIONIMECs Ha HEONPENeIeHHBId Kpyr JIHII,
U3JJaHHbIE HA OCHOBAaHMM M BO UCIOJHEHHUE (heaepaibHOro
3aKOHOJATENhCTBA,  O0s3aTeNbHbIE  JUISI  WCIIOJHEHHS
OopraHamu rocy1apCTBEHHOM BJIACTH, MECTHOTO
caMoyTIpaBIICHHUSI, 1794 JIOTDKHOCTHBIMHA JIMIIaMH,
IOPUJIMYECKUMU JIMIIAMU U TPAXKAaHAMH.

Bribepute o1H OTBET:

a. HCHOPMAaTUBHBIN [TPAaBOBOM aKT

b. HOpMaTHBHBINA TPABOBOM aKT




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

C. IPaBOBOM aKT

d. HOpMBI IpaBa

Bomnpoc 21

IIpu oTnpaBke Kakod Pa3HOBHUIHOCTH IIMCbMAa MOYXKHO
OTPaHUYUTHCS (HAKCUMUIBHONW CBSA3BIO WM 3JIEKTPOHHOU
oYTOM 0€3 JOCHIIKM KOPPECTIOHACHTY MOUTMHHUKA!

Bribepute o1H OTBET:

a. peKJIaMHOI'0 IMChMa

b. muceMa-3arnpoca

C. IUChbMa-3aKasa

d. muceMa-HammOMUHAHUS

Bomnpoc 22

Kakue nucbma BISIOTCS MHOTOACTIEKTHBIMU:

Bribepute o1H OTBET:

a. IHUCbMa, COCTOAINME M3 TPEX WIM YETBIPEX
CMBICTIOBBIX ~ 4acTel  (BCTyIUIEHHWE, OCHOBHAs  4acTb,
3aKJIIOUYEHHUE, MpEeayNpexIeHUe WINM 3aKIYUTEIbHbIC
ATUKETHBIE (POPMYIIbI)

b. muchMa, OCBANIEHHBIE HECKOIBKIUM BOIIPOCAM

C. KOMIUIEKC IHMCEM, SBISIOIIMUXCA PEe3yJIbTaTOM
MEPETHUCKH JEJIOBBIX NAPTHEPOB 10 OJHOMY MJIM HECKOJIBKUM
BOIIPOCAM

d. mrceMa, aBTOpaMHM KOTOPBIX SIBIISIFOTCST HECKOJIBKO
JUL, KaXJ10€ U3 KOTOPBIX BBICKA3bIBAET CBOIO TOUKY 3PEHHUS
Ha OTPa)KEHHBIN B MHCbME BOMPOC.

Bomnpoc 23

Kakast pa3HOBHJIHOCTb 3alIMCOK HE CO/IEPKUT BHIBOJIOB
U IIPEIIOKECHUI:

Br16epute o1H OTBET:

a. MHULMATUBHAs JIOKJIaIHas 3alHucKa

b. oObsicHUTEIbHAS 3aIIHCKa

C. IMYHAs 3alKcKa

d. cmy>xeOHas 3anmucka

Bomnpoc 24

Kakomy BULY MH(}OPMaLIMOHHO-CITPABOYHON
JIOKYMEHTAallUl COOTBETCTBYET CJEAYIOUIEE OIpEACICHUE:
«9T0 (QopMa BHYTPEHHEW JEIOBOW TMEPENUCKH MEXKIY
MOJPA3JCIICHUsIMNA  OpraHM3alUy WIN  JOLDKHOCTHBIMU
JUIAMH, HE HAXOASIIMMUCS B IPSIMOM HOTUMHEHUNY.

Bribepure o1H OTBET:

a. TOKJIaHas 3amucKa

b. cmykeOHast 3amucka

C. OT3bIB

d. axr.

Bompoc 25

Kakoli  pa3HOBHJHOCTM  JOKJAJHBIX  3alUCOK
COOTBETCTBYET  CJeAylolas  XapakTepucTuka:  «ITu
JIOKJIA/IHbIE 3alMCKH MHQOPMUPYIOT O 3aBEpLICHUN padoThI,
€€ 3Tala, BHITOJIHEHUHN YKa3aHUW, PACIIOPSKEHNUN U T.I1.».

Bribepure o1H OTBET:

a. nHGOpMaIIMOHHAS

b. mosicHuTENBEHBIC

C. OTYETHBIE




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

d. uHUIIMaTUBHBIE

Bomnpoc 26

Kakomy BUTY MH(OPMALIMOHHO-CITPABOYHON
JOKYMEHTAllMH COOTBETCTBYET CJEIYyIOIIee OIpeaecsieHHE:
«JTO JIOKyMEHT, COCTAaBJICHHBIM JJisi TOATBEPKICHUS
YCTaHOBJICHHBIX (PAKTOB, COOBITHIA, JCHCTBHITY.

Bribepute o1H OTBET:

a. aKT

b. mpoToko

C. MUCbMO-TIOATBEPKICHUE

d. cnpaBka

Bomnpoc 27

Kakomy BULY MH(OPMAIIMOHHO-CIIPAaBOYHON
JOKYMEHTAllMd COOTBETCTBYET CJENYyIOIIee OIpe/eieHHE:
«JTO  JTOKYMEHT, COAEp)KallMi  TEepeYncIeHUue  JIHII,
npeaMeToB, OOBEKTOB B ONPEIEICHHOM  TOpSJKeE,
COCTaBJIIEHHBIH B HeMIX  WHPOPMHPOBAHUS  WIH
pErUcTpaLumny.

Br16epute o1H OTBET:

a. mepeyeHb

b. cpaBka

C. CBOJIKa

d. criucok

Bomnpoc 28

[Tponomxkure onpexaeneHue: Gopmyisip-oopaser — 3To

Br16epute o1H OTBET:

a. HabOp PEKBHU3UTOB, MIECHTH()ULUUPYIOIIUX aBTOPA
O(pUIMATIBEHOTO MMCbMEHHOTO IOKyMEHTa

b. MoJ1es1b MOCTPOSHUSI JOKYMEHTA, YCTaHABIMBAIOILAS
obnactb  mpuMeHeHMs, (GopmMarbl, pa3Mepbl  TMOJei,
TpeOOBaHUS K TOCTPOEHUIO KOHCTPYKIMOHHOW CETKH MU
OCHOBHbBIE PEKBU3UTHI

C. HaboOp pPEeKBU3UTOB O(PHUIMAIBHOTO MUCHMEHHOTO
JTIOKYMEHTA, PacmoI0KEeHHBIX B orpeieNIeHHOM
MOCJIE0BATENBHOCTH

d. TumoBas Mojenb, cojaepiKamias COBOKYITHOCTb
00s13aTeNIbHBIX PEKBU3UTOB, CBOMCTBEHHBIX JOKYMEHTaM
YHUGUIPOBAHHOU CUCTEMBbI OpraHU3alMOHHO-
paclopsANTENbHON JOKYMEHTAalMM M PaclOIOKEHHBIX
oTpezieNIeHHbIM 00pazoM.

Bomnpoc 29

Kakoil pekBU3WT, pacnoJIO)KEHHBIM BBIIIE TEKCTA,
OTHOCHUTCS K 3ar0JIOBOYHOM YaCTH:

Bri6epute o1H OTBET:

a. Tpud yTBEpKIACHUSI

b. cchulka Ha pPETUCTPAalMOHHBIA HOMEpP M JaTy
JIOKyMEHTa

C. PE30JIIOLUS

d. oTMeTKa 0 KOHTpOJIE.

1. HUrorosslii Tect (2 Kypc)
Bomnpocl
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JlesaTenbHOCTh 1O  YCTaHOBJIEHHUIO U LIMPOKOMY
MHOTOKPAaTHOMY HCIIOJIb30BaHUIO TpPEOOBaHMIA, HOPM,
IOpaBUI W XapaKTEPUCTUK, KakK O00s3aTeNbHBIX I
BBIIOJIHEHUS,, TaK M PEKOMEHAYyeMbIX, B LEJIX
JIOCTHDKEHUS! ONITUMAJIHON CTENEHU YNOPSI0YCHHOCTH
B TOW WJIM MHOM 00nacTu

Bribepure ouH OTBET:

a. TApMOHU3AIUS

b. crannapruzanus

C. CUCTeMaTH3alus

d. yaudukanus

Bomnpoc3

[TpomomxuTe ornpeneeHue: CUCTeMa JTOKYMEHTAlUNd —
3TO...

Br16epute 01H OTBET:

a. COBOKYIHOCTb JJOKYMEHTOB, CBA3aHHBIX MPOLELYPOM
NPUHATHS YIPABICHYECKOTO PEIICHUS

b. pa3HOpogHBIE IO CBOEMY IPOUCXOXKJCHHIO,
pa3sHoOOpa3Hble 1O BHJAOBOMY COCTAaBY JOKYMEHTHI,
o0pa3oBaBLIMECS B IPOLIECCE ACATEIbHOCTH OTJEIBHOIO
¢$uznyecKoro auua

C. COBOKYIHOCTb JIOKYMEHTOB, B3aUMOCBSI3aHHBIX I10JI
NPU3HAKAM MPOUCXOXKICHHS, Ha3HAYCHUs, BUA, chepbl
JeSTEIbHOCTH, €IMHBIX TpeOOBaHUN K 0(hOpMIIEHNUIO

d. OKyMEeHTHI M  MAacCHUBBI  JIOKyMEHTOB B

UH()OPMAIIMOHHBIX CHCTEMaX, YIIOPSI0YCHHBIE
onpeaenéHHbIM 00pazoM

Bomnpoc 4

OcHoBHas KJIaccu(pUKaInoHHast SINHUIIA B

(GYHKIMOHAIBHOM KJIacCU(pHUKAIMK JOKYMEHTOB
Br16epute o1H OTBET:

a. MOJAJIMHHUK JOKYMEHTa

b. neno

c. nyOiuKar JOKyMeHTa

d. B 1okymMeHTa

Bormpoc 5

Knaccugukanus N0OKyMEHTOB Ha WHIUBUAYaJbHbIE,
TpadapeTHble, TNpPUMEpPHBIE  OCYLIECTBISETCS IO
CJIETyIOIIEMY OCHOBaHHIO

Bribepure o1H OTBET:

a. CTENEeHb CI0KHOCTH

b. cTenenp TOYHOCTH

C. CTeNeHb YHU(PUKAIIII

d. cTeneHp OTKPBITOCTH

Bomnpoc 6

biank nokymeHra — 370...

Brib6epute o1H OTBET:

a. HaOpaHHBIN Ha KOMITBIOTEPE THUIIOBOM JOKYMEHT

b. TOKyMeHT, OTIIe4aTaHHbIN B TUIIOTpaduu

C. HabOp pPEKBU3UTOB, HJIECHTH(PHULIUPYIOLUIMX aBTOpa
O(pUIMAIBHOTO TIOKyMEHTa

d. JOKyMEHT C MOBTOPSIIOIIUMCS TEKCTOM

Bonpoc7




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

OyHKIMOHANIBHAS KJaccuuKanus JOKYMEHTOB
OCYLIECTBJISIETCS 1O CIEIYIOLIEMY OCHOBAaHUIO
Bribepure ouH OTBET:
a. BpeMs MOSBICHHS JOKYMEHTa
b. nHbOpMaLMOHHAs COCTABIIAOLIAS JOKYMEHTa
C. croco6 3akperuieHus HHpopMauy Ha MaTepHaILHOM
HOCHUTEle
d. Bua MaTepuaibHOTO HOCUTEIIS JOKYMEHTA
Bompoc 8
K «IE€PBUYHBIM KOMILJIEKCaM JIOKYMEHTOB
NPENPUATHS OTHOCUTCS
Bribepure ouH OTBET:
a. apXMBHAsl KOJUIEKIIUS
b. rocyapcTBeHHas cucTeMa CTaTUCTUKU
C. COOPHHMK HOPMATHBHBIX JOKYMEHTOB IPEITPUATHS
d. noxyMeHTanbHbIH (HOHI NpeANPUITUS
Bompoc 9
Kommieke 10KyMEeHTOB — 3TO
Br16epute 01H OTBET:
a. COBOKYIHOCTb JOKYMEHTOB, B3aUMOCBS3aHHBIX I10
NPU3HAKAM MPOUCXOXKICHHS, Ha3HAYCHUs, BUA, chepbl
JeSTEIbHOCTH, €IMHBIX TpeOOBaHUN K 0(hOpMIIEHNUIO
b. MaccuBBl  JOKYMEHTHPOBAaHHOW  HWH(pOpMaIuy,
YHOPSIOYEHHbIE ONpeAeIEHHBIM 00pa3oM
C. HOMEHKJIaTypa JieJl OpraHu3aluu
d. Bua mHGOPMALMOHHBIX PECYPCOB, MPEICTaBIECHHBIN
COBOKYITHOCTBIO OTJENIbHBIX JIOKYMEHTOB, MacCCHBOB
JJOKYMEHTOB B MH(OPMAITMOHHBIX CUCTEMAX
Bompoc 10

JloKyMeHTHBIE pecypchl — 3TO
Br16epute o1H OTBET:
a. COBOKYIHOCTb JOKYMEHTOB, B3aUMOCBS3aHHBIX I10
NpHU3HAKAM MPOUCXOXKICHHS, Ha3HAYCHHUS, BUIA, CPephl
JeSITeIbHOCTH, €AMHBIX TpeOOBaHUHN K 0(hOpMIIEHNUIO
b. HOMEHKJIaTypa Jesl OpraHu3auu
C. MacCuBBl JIOKYMEHTUPOBAaHHOMH  HMHpOpMaIuH,
YHOpSAA0YEHHBIE ONIpeAeIEHHBIM 00pa3omM
d. Bua MHGOPMALMOHHBIX PECYPCOB, MpPEICTaBIEHHBINA
COBOKYITHOCTBIO OTJENbHBIX JOKYMEHTOB, MAacCCHBOB
JIOKYMEHTOB B HH(OPMAITMOHHBIX CUCTEMAX
Bompoc 11
YHuduuuposanHas Gpopma J0KyMEHTa — 3TO
Bri6epute o1H OTBET:
a. JOKYMEHT, HMEIOLIMi THUIOBOE COJEpXKaHUe U
odopmiieHne
b.  JOKyMEeHT,  CO3JaHHBIi €  TNpPUMEHEHHEM
KOMITBIOTEPHOU TEXHUKH
C. GOpMBI NEPBUYHBIX YUETHBIX JOKYMEHTOB IO YUETY
TpyJa U €ro OIiaThl
d. COBOKYHNHOCTh pPEKBHM3UTOB, YCTaHOBJEHHBIX B
COOTBETCTBHH C pemaeMbIMH B JIaHHOW cdepe
NEeSTeTbHOCTH 337adaMd U 3a(UKCHUPOBAHHBIMH B
OIpEIeTIEHHOM MOpPSAKE HA MaTepUAIbHOM HOCHUTENE
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Bomnpoc 12

MeToa COBEpIICHCTBOBAHUS JOKYMEHTOB U CHCTEM
JIOKYMEHTaIluU

Bribepure ouH OTBET:

a. nuHopmaruzanus

b. crangapTuzanus

C. CUCTEMHBII aHaIHU3

d. mongenupoBanue

Bompoc 13

JloxyMeHTaIbHBIN (QOHIT - 3TO

Bribepure ouH OTBET:

a. JOKYMEHTBI OpraHU3allH, TOrOTOBJICHHBIE K C/laye B
rOCyJ1IapCTBEHHBIN apXUB

b. COBOKYMHOCTH JOKYMEHTOB, 0Opasyloluxcs B
NEeSITETLHOCTH IOPUIMYECKOTO HITH (PU3NIECKOTO JINIA 32

roa

C. JOKYMEHThl  OpraHW3alliH,  BBIICICHHBIE K
YHHUUYTOXKEHUIO

d. JIOKYMEHTBHI, BKJIIOUEHHBIE B TabeIb

YHUGUIIMPOBAHHBIX (OPM TOKYMEHTOB OpraHU3aluu

Koutpoabnas padora (2 kypc)

1. Bbl pykoBOIUTENL SKOHOMHYECKOTo OTiAeia. Bam
HE00X0IUMO nporH(pOPMUPOBATH PYKOBOJIUTEIS
OpraHu3aIuy O TOM, 4TO 3aM. otzeia mo AXY He BBIOIHSET
IpeINUCaHus o 00ecreueHuI0 pabounuX MECT IPUHTEPAMH,
MHTEPHETOM M B KaOMHETE Balllero OTAeNla HE IMPOBEACH
KOCMETHYeCKUH peMOHT. Oc¢opMHUTE COOTBETCTBYIOLIHIA
JOKYMEHT.

2. Bbl ono3manu Ha paboty Ha 2 ydaca. PykoBoacTBo
norpeboBaio  or  Bac  oObscHenuii.  Odopmure
COOTBETCTBYIOIUI IOKYMEHT.

3. OTpenakTupyuTe TEKCTHI CIETYIONIUX JOKYMEHTOB.
CocTaBbTe UX MPABUIBHBIN BapUaHT.

HTorosblii TecT 3a 2 Kypc

Tembl KypcoBbIX padoT (3 Kypc)

2. Hctopus CTaHOBJICHUS COBPEMEHHBIX
(YHKIMOHAJIBHBIX CUCTEM JOKyMeHTauuu B Poccuiickoit
denepanuu.

3. OCoOEHHOCTH TOCYAApCTBEHHOM CHUCTEMBI
HAYYHO-TEXHHUYECKOU JJOKYMEHTAIIHH.

4. OcobenHoctu HCIIOJIb30BaHUs
00111epOCCHIICKIX KJ1acCU(hUKATOPOB TEXHUKO-
HSKOHOMHUYECKOM M  couuanbHOM  uHboOpManuu B
COBPEMEHHOM JIEJI0IIPOU3BOJICTBE.

5.

6. Cucrema MEXIyHAPOJIHBIX CTaHAApTOB B
00J1aCTH JJOKyMEHTOBEICHHSI.

7. AHanM3 CTPYKTYpbI JOKYMEHTAIbHOTO (OHIA
OpFaHHSaHI/II/I, €ro KAa4CCTBCHHAas nu KOJIMYCCTBCHHAs
XapaKTepPUCTHKA.

8. KadgecTBennas u KOJIMYCCTBCHHAs




Kon Nupukarop
WHNKATO JIOCTHKCHUS OueHouHbIE CpeiCcTBa
pa KOMIETEHIIUU
XapaKTePUCTHKA COBPEMEHHBIX apXUBHBIX KOMILIEKCOB.
OIIK-3.2: | 3HaeT  mpaBOBBIC Bomnpocsl k 3auery 1kypc
HOPMBI U TpaBWiIa 1. OK 011-93 «O6mepoccuiickuii KiaaccupUKaTOp
OpraHu3alu, YIPaBICHUYECKON JNOKYMEHTALMN» U OTPAKEHHUE B
CUCTEeMAaTHU3alllH, HEM YHU(PHUIIMPOBAHHONW CHCTEMBbI OpPraHU3alMOHHO-
KOMILIEKTOBaHUS U pacnopsiIUTENIbHON JOKYMEHTALINH.
ydera 2. TpebGoBaHusi K JeNOBBIM MHCbMaM, CBSI3aHHBIM C
JIOKYMEHTAJIbHOTO pacmpocTpaHeHuEeM HHPOPMAIIHH.
u apXUBHOTO 3. TpebGoBanusi K JeNOBBIM MHCbMaM, CBSI3aHHBIM C
¢don0B oOpalleHUussMA TIO BBIMOJHCHUIO TEX WM WHBIX
OpraHu3aliuu NENCTBUI WM OKa3aHUIO YCIIYT.

Hrorossblii TecT (3 Kypc)

Bomnpoc 1

OOpasupl  yHUPUIIUPOBAHHBIX  (OPM  JTOKYMEHTOB,
paspelIeHHbIX K IPUMEHEHUI0O B  OpraHU3aluH,
CHCTEMaTH3UPOBAHBI B CICTYIOIIEM IOKYMEHTE:
Bribepure ouH OTBET:

a. anp0oM YHH(PHUIHUPOBAHHBIX (POPM JOKYMEHTOB
OpEaNpUATHS

b. mepeyeHb THUIOBBIX YINPABICHYECKUX JTOKYMEHTOB
OpEaNpUATHS

c. Tabenp yHH(PUIUPOBAHHBIX (OPM JOKYMEHTOB
OpEaNpUATHS

d. HOMeHKJIaTypa e MpeanpusTHs

Bompoc 2

I'OCT P 7.0.97-2016 «YHuUUUpPOBaHHBIE CHCTEMBI
JIOKYMEHTAaLIUH. YHuduuupoBaHHast cucremMa
OpraHU3aIMOHHO-PACTIOPSAUTENBHON  JIOKyMEHTAIUN
...» peryaupyer

Br16epute o1H OTBET:

a. 0popMIICHHE PEKBU3UTOB JIOKYMEHTOB

b. ynpaBieHue JOKyMeHTaMu

C. mpoekTupoBanue ciyxosl I0Y

d. opranuzanuio 10KyMeHT0000pOTa B YUPEKICHUH
Bomnpoc 3

COBOKYITHOCTB B3aMMOCBSI3aHHBIX "
CTPYKTYPUPOBAHHBIX JaHHBIX Ha MAIIMHOYUTAEMBIX
HOCHUTENSX, 00paboTKa, MOUCK W XpaHEHHE KOTOPBIX
OCYILECTBIIsIETCA ¢ oMolbio 9BM, 310

Bri6epute o1H OTBET:

a. DIIEKTPOHHBIC OAHKU JaHHBIX

b. anekTpoHHBIE 6a3bl TaHHBIX

C. DJIGKTPOHHBIE OMOTNOTEKH

d. aIeKTpOHHBIE KOMMYHHUKATUBHBIE PECYPCHI

Bomnpoc 4

DJeKTPOHHBIE MH(POPMAaLIMOHHBIE pecypcsl,
CO3/IaBacMble  pa3IMYHBIMH  TMPEANPHATHSIMH U
HEMOCPEJCTBEHHO CBSI3aHHBIE C OCYLIECTBICHHEM HX
OCHOBHOH J€SITEIILHOCTH

Bribepure ouH OTBET:

a. BCTPOEHHbIE HH(OPMALIMOHHBIE PECYPCHI




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

b. anekTpoHHBIE OMOINOTEKH
C. KOMMYHUKATHBHBIE JJIEKTPOHHEIE PECYPCHI
d. pacnpenenéunpie HHGOPMAIIMOHHBIE PECYPCHI

Kountpoasnas padora (2 kypc)

1. Bbl pyKkoBOAMTENIb SKOHOMUYECKOTO OTAena. Bam
HE00X0JUMO npouH(pOPMUPOBATH PYKOBOJUTENS
OpraHu3aIy 0 TOM, YTO 3aM. oT/esa 1o AXY He BBINOIHSET
IpeanrcaHus mo odbecrnedyeHuto pabounux MeCT IPUHTEPaMH,
MHTEPHETOM M B KaOMHETe Balllero OT[eja HE MPOBEACH
KOCMETHYeCKUi peMOHT. O¢opMHUTE COOTBETCTBYIOLIHIMA
JIOKYMEHT.

2. Bbl ono3manu Ha paboty Ha 2 daca. PykoBoacTBo
notpeboBaio  or Bac  oOBsCHEeHUI. Odopmure
COOTBETCTBYIOIIUHI JOKYMEHT.

3. OTpenakTUpyHTE TEKCThI CIEIYIOIINX TOKYyMEHTOB.
CocTaBbpTe X IPABUJIbHBIA BAPUAHT.

Bompoc 7

B xakoM k010BOM 0003HAaYCHWH yHH(DHUIIMPOBAHHON
dopmer  oxymenta 05080819, cormacno OKVY/I, BepHO
OTPaXCHBI IIU(PPOBBIC MPU3HAKA KIIACCU(PUKAIINH:

Bribepute o1H OTBET:

a. 19 — KOHTPONBHOE YHUCIIO, KOTOPOE BBOIUTCS BO
n30exanne OomMOOK MPHU CYUTHIBAHUU U UCIOIB3YETCS MpPU
IIPOBEPKE 3aIlMCH KO/1a

b. 80 — moakmacc GopMsl, T.e. OOIIHOCTH COMEPIKAHUS
MHOKeCTBa (OpM JOKYMEHTOB U HaIlPaBJICHHOCTh UX
MCIIOJIb30BaHUs

c. 050 — xmacc ¢opmbl, T.e. NPUHAAIEKHOCTH
YHUGUIUPOBAHHOU (POPMBI JOKYMEHTA K COOTBETCTBYIOIIEH
YHUGUIIMPOBAHHOM CHCTEME TOKYMEHTAIIUN

d. 081 - PETUCTPAIUOHHBIH HOMEp
YHUGUIIMPOBAHHOU (DOPMBI TOKYMEHTA BHYTPH IMOJKIIacca

Hrorosblii TecT 3a 2 Kypc

Bormpoc 1

KakuM J0OKyMEHTOM JOJKHBI PYKOBOJCTBOBATHCS
JIEJIONPOU3BOJUTENN TPU  JOKYMEHTUPOBAHUU  STaIoB
TPYAOBOTO LMKJIAa — OT TMpuUeMa Ha paboTy HOBOTO
COTPYJIHUKA JI0 €r0 YBOJbHEHUS:

Bribepure o1H OTBET:

a. ['ocymapctBeHHast cucremMa IOKyMEHTAIIHOHHOTO
oOecrieuenus ympasieHus. OCHOBHBIE MosioxkeHus. Obiue
TpeOoBaHUS K  JOKYMEHTaM M  ciIyx0aM  JIOKy-
MEHTALMOHHOTO 00eCTIeYeHHS

b.TOCT PI'OCT P 7.0.97-2016 «YHudunupoanHas
cucrema OpraHu3alMOHHO-PACTIOPSAAUTEIBHOM
nokyMeHTaluu. TpeboBaHust K OPOPMIICHUIO TOKYMEHTOBY

c. AnpOoM yHH(PUUUPOBAHHBIX (OPM TNEPBUUHOM
Y4ETHOM JOKyMEHTAalluM IO y4YeTy TpyJa U €ro OIUIaThI,
yrBepkIeHHbIM [locTanosnenuem ['ockomcrara Poccun

d. O61epoccuiickuii KJ1accupuKaTop
yIpaBIEHYECKOI TOKYMEHTALUU

Bomnpoc 2




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

Ha xakue BubI osipa3aensitoTcs OJaHKH TOKyMEHTOB
10 pacnoioxeHuto pexksusutos coriaacHo I'OCT P 7.0.97-
2016:
Bribepure ouH OTBET:
a. yIJI0BbIE U MPOJOJIbHbBIE
b. oOmuii 6;aHK, 6JIaHK THUCbMa, OJIAHK KOHKPETHOTO
BUJA JJOKYMEHTa
c. Oyank opraHuzanu, OJaHK CTPYKTYpPHOTO
MOpa3/IeIeHUs] OpraHu3annu, OJaHK JOHKHOCTHOTO JIMLA
d. meHTpupOBaHHBIC U (IIarOBBIC
Bormpoc 3
Kaxoit Habop mudp B K0g0BOM 0003HaYE€HUU (OPMBI
nokymenTta 0720302 o6o3HadaeT kinace GOpMbI TOKyMEHTA:
Bribepure ouH OTBET:
a. 20
b. 07
c. 302
d. 203
Bompoc 4
Kakue cnocoObl oopMieHnss JaTbl COOTBETCTBYIOT
tpeboBanusim 'OCT P 7.0.97-2016:
1. 09.03.13;
. 09 mapra 2013 r.;
. 09 mapta 2013 rona;
.09.03.2013 5
. 2013-03-09;
. 2013.03.09;
.09.03.2013.
Br16epute o1H OTBET:
a.1,4,7
b.2,6,7
C. BcE BapUaHTHI, KpOMe 5
Bomnpoc5
Kakoe  odopmieHne  ocHOBaHMS  JIOKYMEHTa
cootBercTByeT TpeboBanusim 'OCT P 30-2003 (B ckoOkax
0003HaueH KIIOYEBOW TJIAroyl pacrnopsAUTENbHOM vacTu
JIOKYMEHTA):
Bribepure ouH OTBET:
a. Ha ocHoBanuu nprka3za MunuctepcTBa o0pazoBaHus
u Hayku P® ot 15 suBaps 2013 Nel5 «O mnopsake
npoBeneHus arrecraiuu By3os» (IIPUKA3BIBALO)
b. C memo HCHOJMHEHUS TMpHKa3a peKTopa 00
ykpemienuu TpyaoBoit nucruruinasl (ITIPEJIATATO)
c. B cBsa3u ¢ HEOOXOAMMOCTBIO HCHOJHUTH NPUKA3
munuctepcersa (IIPUKA3BIBATO)
d. Bo ucnonnenue npukaza OAO «MMK» Ne 45 «O
nopsike 3axkmodenus goropopos (IIPEJIAT ALO)

~N O OB W

3ajaHusi K TMNPAKTHYECKOH 4YacTH 3a4dera ¢
OLICHKOH 10 Kypcy «loKyMeHTOBeAeHUe»

1. KommmekcHbIli agaius JOJDKHOCTHOM
MHCTPYKLMHU U €r0 PEIAKTUPOBAHUE.




Kon
HHIUKATO

pa

Nupukarop
TOCTHKEHUS
KOMIIETEHIIUHA

OneHouHble CpeacTBa

2. KomruiekcHplii  aHains
JIOKYMEHTA U €Tr0 peAaKTUPOBaHUE.

YUpEAUTETHLHOTO

TeMbl KypcoBbIX padoT (2 Kypc)

9. bubnuoreunsie nHOPMAIIMOHHBIE PECYPCHI,
JIOKYMEHTUPOBaHUE JIEATEIbHOCTH OMOIHOTEK.

10. Mys3elinple  MH(QOPMALMOHHBIE  PECYPCHI,
JOKYMEHTHPOBAaHUE IEATEIbHOCTH MYy3€HHBIX KOMIIJIEKCOB.

11. Bcerpoennsie u pacnpenenéHHbie
3JIEKTPOHHBIE PECYPChI, UX OCOOEHHOCTH.

12. Knaccudukanus BCTPOEHHBIX
MH(GOPMALIMOHHBIX PECYPCOB MPEINPUATUS, OCOOCHHOCTH
yIpaBJICHUS HMH.

13.  Xapaxrepucruka pacrpeeI€HHbIX
AIIEKTPOHHBIX PECYPCOB, 0COOCHHOCTH YIPABICHUS UMH.

14. Mecro, posib, MEPCIEKTUBBI  Pa3BUTHUSA
DIIEKTPOHHBIX ~ OWMOIMOTEK B  CHCTEME JIOKYMEHTHBIX

pECypCoB.

OIIK-3.3:

PaGoraer c
KOpPIIOPAaTUBHOU
CUCTEMO
JIOKYMEHTO000pOT
a, B TOM 4HCIE
AJEKTPOHHOTO, B
COOTBETCTBUH  C
MIPaBOBBIMHU
HOpMaMH
npodeccroHalibHO
U cpelbl

Bomnpocsl k 3auery 2 Kypc
1. CtpyKTypa ynpaBJIEHUYECKOT0 JOKYMEHTa. PekBu3uT
U GopMyIIsIp TOKYMEHTa, UX Pa3BUTHE.
2. dopmysip-odpazern OpraHU3aIOHHO-
pacropsaUTENbHOIO JOKYMEHTa: 00111ast XapaKTepUCTHKA.
3. TpeboBanust Kk  OJlaHKaM  OpraHU3alMOHHO-
pacropsaUTeIbHbIX JOKYMEHTOB.

4. TexHuyeckue  TpeOOBaHHS K O(OPMIICHUIO
PEKBU3UTOB OpraHU3aIlMOHHO-PaCIOPSAIUTEIbHBIX
JIOKYMEHTOB.

5. Opranu3anmoOHHO-PaCOPsIUTENbHAS
JIOKYMEHTAIIUS: OOIIHE CBEICHHUS.

6. Opranu3alinoOHHO-TIPaBOBasi JOKYMEHTAIUs: 00Iue
CBEJICHMUSI.

7. CocraBneHne u OQOpPMIIEHHE OCHOBHBIX BHJIOB
YUpEIUTETbHBIX JOKYMEHTOB.

8. Cocrasnenue u oopMiIeHHE TOI0KEHUH, IITATHOTO

pacnucaHus, IpaBuil BHYTPEHHETO TPYAOBOrO pacnopsjiKa,
UHCTPYKUUH, aAMUHUCTPATUBHOI'O PEIIaMEHTa.

9. TpebGoBaHus K MMCbMaM-OTBETaM.
10. TpeboBaHMs K MHChMaM MIPETEH3UOHHOTO XapaKkTepa.
11. TpebGoBaHusl K [€J1OBBIM IHCbMaM, CBSI3aHHBIM C
BBIPQXCHUEM BHUMAHHUS U y4acCTHSI.
12. TpebGoBanus K peKOMEHAATEIbHBIM TUCEMaM.
13. TpebGoBaHMs K YaCTHBIM (JINYHBIM) TOKYMEHTaM.
Hrorossblii TecT 3a 2 Kypc
Bormpoc 1

Kakoii u3 mepeyucieHHbIX pEKBU3UTOB HE OTHOCHUTCS
K PEKBH3UTAM yJIOCTOBEPEHUSI:
Bribepute o1H OTBET:
a. OTTHCK TIeUaTH
b. rpud yTBepxKICHUSA
c. rpu coryiacoBaHust
d. moamuck
Bomnpoc 3




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

Ha xakux d¢opmax mnpocrtaBusercs Koa GOpMbI
JIOKYMEHTA!
Bribepute o1H OTBET:
a. Ha BceX OJIaHKax
b. Ha yHUPHUITUPOBAHHBIX PopMax
C. Ha BCEX JIOKyMEHTaxX
d. Ha HeyHUPHUIIMPOBAHHBIX (opMax
d. Bce BapuaHThl, Kpome 3
Bompoc 4
Kakoii  asneMeHT  perucTpalMoHHOrO  HoMepa
JIOKYMEHTA SIBIISICTCS 00513aTEIbHBIM:
Bribepute o1H OTBET:
a. MHJIEKC JieJia 10 HOMEHKJIAType Jel
b. uHpOpMars 00 UCITOITHUTEIIAX
. mH(OpMaIIHS O KOPPECTIOHCHTE
d. mopsKoOBEIil HOMEP
Bomnpoc 5
Ha kakux noxymentax HE odopmusercs pexkBusut
«Anpecar»:
Bribepute o1H OTBET:
a. CIpaBKa
b. muceMo
C. cIy>keOHasl, TOKJIaHas U OOBSICHUTEIbHAS 3aITUCKU
d. momKHOCTHAS UHCTPYKIUS
Bompoc 6
Kakoii pexkBU3UT 0OpMIISIETCS TOCICTHUM Tepe] TEM,
KaK JIOKyMEHT OyJIeT OTIIPaBIICH Ha XpaHCHHUE:
Bribepute o1H OTBET:
a. OTMETKa O MOCTYIUICHUH JIOKYMEHTA B OPTaHH3AIHIO
b. oTMeTKa 00 UCTIOTHUTETE
c. rpu@ yTBEepKICHUS
d. oTMeTKka 00 MCTIOTHEHNH TIOKYMEHTA U HaIllPaBJICHUU
€ro B JIeJ10
Bomnpoc 7
OmbneMy u ToBapHbiii 3Hak HE BocmpousBoasT Ha
OJIaHKe, €CITM Ha HEeM TTOMeIIeH (-a):
Br16epute o1H OTBET:
a. PE30ITIOIIHS
b. oTTHCK TepOOBOI MeUaTn
c. l'ocynapctBennsiii rep6 Poccuiickoit denepanuu
d. moamuce
Bompoc 8
Ha  xakoM  23K3eMInisipe  JCJIOBOTO  IHCHMA,
MOJTOTOBJICHHOM JIJIsi OTIPABKHU aJipecary, MPOCTaBISIOTCS
BU3HI:
Bribepute o1H OTBET:
a. Ha TIOJTMHHKKE, OTIPABIISIEMOM ajjpecaTy
b. Ha KoMUY, MOMENIAEMO B JI€JI0 OpraHU3aIHH
C. Ha TTMChMaXxX BHU3bI HE 0DOPMIISIOT
d. Ha TONIMHHMKE, OTIPABISIEMOM aapecary, U Ha
KOITHH, IIOMEIIAeMOH B JIEJIO OpraHU3aI[uu
Bompoc 9
Cpenu JTIOKTBbHOM OpraHu3alOHHO-




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

pacropsANTEIbHON JOKYMEHTAIIMY BBICIIUM FOPUIAHYECKIM
CTaTycoM 00J1aJaeT:

BriOepure o1H OTBET:

a. OpraHu3alMOHHAS JOKYMEHTAIUS

b. pacriopsiauTenbHAasT JOKYMEHTAIHSI

C. I/IH(i)OpMaLII/IOHHO-CHpaBO‘-IHaSI JOKYMCHTal WA

d. Bce rpynmsl OpraHM3alMOHHO-PACIIOPSIUTEIHHON

JIOKYMEHTalluU o0mamaroT OJIMHAKOBO BBICOKUM
IOPUINYECKUM CTaTyCOM
Bomnpoc 10

B xakoM psily BCe EpPEUUCIIEHHBIE BUbI IOKYMEHTOB
OTHOCSTCSI K OPraHU3allMOHHO-TIPABOBBIM:

Bribepure oauH OTBET:

a. TIOJOKEHHWE O CTPYKTypPHOM IIOApa3JEJICHUN,
JOJKHOCTHASI MHCTPYKIUS, aHAJIMTHYECKAsl CIIpaBKa

b. mpaBuia BHYTPEHHEro TPYIOBOIO paclopsjka,
JTIOJKHOCTHOM PErJIaMeHT, aIMAHUCTPATUBHBIN PETJIAMEHT

C. YCTaB, IITATHOE PACIIUCAHUE, OTYET

d. yupenurensHbIii noroBop; yka3 Ilpesunenra PO,
MHCTPYKLUS 110 JEJIOIPOU3BOICTBY

Bompoc 11

B kakux opranuzaumsax moxer HE BecTuch xagposas
JIOKYMEHTaLUs:

Bribepure ouH OTBET:

a. KaapoBas JOKyMEHTalus BEAETCSs BO BCEX
OpraHM3alMsaX HE3aBUCUMO OT UX OpraHHU3allMOHHO-
paBoBOM (OPMBI

b. B HEKOMMEPUECKUX OpraHU3aLUIX

C. B KQ3€HHBIX TOCYJIAPCTBEHHBIX YUPEKICHUAX

d. B aKIIMOHEPHBIX 00IECTBAX

Bomnpoc 12

Kakue pacnopsauTenbHble TOKYMEHTBI U3JAI0TCS IO
ONEepaTUBHBIM BOIIPOCAM U JUIsl OPTaHU3allUU HCIIOJHEHUS
JIPYTUX PACIOPAIUTENBHBIX JOKYMEHTOB:

Br16epute o1H OTBET:

a. IpUKa3bl

b. pemenus

C. IOCTaHOBJICHUS

d. pacniopspkenus

Bompoc 13

Kakue pacnopsauTenbHble TOKYMEHTBI OTHOCSTCS K
JIOKYMEHTaM, CO3/1aBa€MbIM B YCIIOBUAX KOJIJIETHATIbHOCTH!

Brib6epute o1H OTBET:

a. peleHus

b. mpuxazbl

C. YKa3aHMs

d. pacniopspkeHus

Bomnpoc 14

Uem mmcemo-nipeyioxkenne (odepra) oTaugaercss OT
PEKIAMHOIO UChMa!

Bribepute o1H OTBET:

a. HampaBJsIeTcs  MPOJABLOM  IOTEHUUAIbHBIM
MOKYTIATENISAM C NPEIJIOKEHUEM TOBAPOB MIIU YCIYT




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

b. He CBsA3BIBaCT MpoOaaBIAa 00S3aTEIHCTBOM MPOAATh
TOBap

C. COJEPKUT HaMEpeHUe 3aKIIOUUTh CHCJIKY C
YKa3aHHMEM €€ KOHKPETHBIX yCIOBUI

d. cTuMynupyeT HMHTepec K TOBapy M KeJlaHHE ero
npuodpectu

Bomnpoc 15

Kakoii knaccu(uKauOHHBIA TPHU3HAK TOJOXKEH B
OCHOBY JICTICHHS JEJIOBOM NEpenuCcKH Ha O(UIMAIBHYIO U
JUYHYIO:

Bribepure ouH OTBET:

a. 110 HA3HAUYEHUIO

b. Mo MecTy HaxoXAeHUs axpeca

C. I10 MOJIOKEHUIO B CUCTEME JJOKYMEHTO000pOTa

d. 0 MOJIOKEHNIO B MEPAPXUH YIIPABICHUS

Bomnpoc 16

Kakne mnmcbMa MOANMMCHIBAIOTCS JBYMS JIMLAMH —
PYKOBOJIUTENIEM OpPraHU3aluU U INIABHBIM OyXTaJITepOM:

Br16epute o1H OTBET:

a. MUChbMa-3aIpoChl

b. rapanTuiiabie nruchMa

C. CONPOBOAUTENbHbIE TUChMA

d. pexiamHbIe THCHMA

Bomnpoc 16

Ha  xakom w3  wH()OpPMAIMOHHO-CIPAaBOYHBIX
JIOKYMEHTOB MOXET ObITh 0(OpMIIEH IpU( yTBEPIKICHUS:

Br16epute o1H OTBET:

a. CIIUCOK

b. cripaBka

C. aKT

d. cmy>xeOHas 3anmucka

Bomnpoc 17

Kakass pa3HOBMAHOCTH 3amMCOK OQoOpMIsIeTCs Ha
OnaHKe OpraHMU3aluu:

Br16epute o1H OTBET:

a. 00BsICHUTENbHAS 3aIHCKa

b. BHeWHss JOKJIaHAasl 3a1CKa

C. ciyxe0Has 3anucka

d. BHyTpeHHSsI TOKJIaHas 3aluCcKa

Bompoc18

Kaxoit By 3anmucku 00s3aTeIbHO PETUCTPUPYETCS:

Bribepure ouH OTBET:

a. BHEIIHSS JOKJIaHast 3acKa

b. BHyTpeHHsIsI JOKJIa/IHas 3amKcKa

C. O0bsSICHUTENIbHAS 3aIICKa

d. cyxebnas 3amnucka

Bompoc19

Ha «kakue pa3HOBUIHOCTH JENATCS  JIOKJIQJHbIE
3aMHCKHU 10 XapaKTepy COAEpKaHUS U Ha3HAUEHUS:

Bribepure o1H OTBET:

a. BHyTPCHHUE W BHEIIHNE

b. opunmanbHbIE U TUYHbBIE

C. pa3bsICHUTEINIbHBIE U ONPABAATEIbHbIE




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

d. yHMIMaTHBHBIE, HHOPMALIMOHHBIE U OTYETHBIE
Bonpoc20
Kakum  nokymeHTOM  HeoOxoxumo  0(pOpMUTH
pe3yJIbTaThl PEBU3UHU OTJIENAa IPOJaKk OpraHU3aluu:
Bribepure ouH OTBET:
a. CpaBKoOi1
b. akToM
C. MH(POPMAIIMOHHBIM ITHCHMOM
d. cBozKOI1.
Bomnpoc 21
KakoBo MUHHMAaJIbHOE KOJINYECTBO L,
HOJIMCHIBAIOIUX AKT:
Bribepure ouH OTBET:
a. OIUH
b. Tpu
C. 1Ba
d. getnIpe.
Bomnpoc 22
Ha kakux pabotHukoB HE 3aBogutcs nuuHas
KapToyKa:
Br16epute o1H OTBET:
a. Ha paOOTHUKOB, IPUHATHIX Ha IOCTOSTHHYIO PabOTy
b. 3aBoaMTCS HA BCeX paOOTHHKOB MpPEANpPUATHS Oe3
UCKITIOUEHHUS
C. Ha paOOTHUKOB, IPUHATHIX HA BPEMEHHYIO padboTy
d. Ha pabOTHUKOB, MPUHATHIX Ha pabOTy MO
COBMECTHTEIBCTBY
Hrorossblii TecT (2 Kypc)
Bormpoc 1
K opraHuzanyoHHBIM  JOKyYMEHTaM MpearpusTus
OTHOCSTCSI BU/IBI TOKYMEHTOB:
Bribepure ouH OTBET:
a. aKT
b. JOIKHOCTHAS MHCTPYKIUS
C. TEXHUYECKHE YCIOBUS
d. pacnopsxkenue
Bormpoc 3
C noMompl0 OTYETHBIX JIOKYMEHTOB peau3yercs
yopaBiieH4YecKast PyHKIHS
Bribepure o1H OTBET:
a. peryJIUPOBaHHS S TEIHPHOCTH IPEITPUSITHS
b. KOHTPOJIS AEATEIBHOCTU MPEATIPUITUS
c. HOPMAaTHUBHO-METOIMYECKOTO obecrnieueHus
yIpaBJIEHUS MPEANPUIATHEM
d. opranuzanum nesTeILHOCTH MPEIIPUSTHS
Bompoc 2
COBOKYIHOCTh ~ JIOKYMEHTOB,  00pa30BaBIIMXCS U
HAaKOIJICHHBIX B MpoOIlecce JEATENIbHOCTU OTAEIbHOIO
(bU3UYECKOTO JINIIA, TO
Bribepure o1H OTBET:
a. pacnpezien€HHble HH()OPMALIMOHHBIE PECYPChI
b. BcTpoeHHbIe HH(OPMAIIMOHHBIE PECYPCHI
C. IEPCOHAIIbHBIE MH(OPMAIIMOHHBIE PECYPCHI




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

d. cratuctuueckre HHGOPMAIIMOHHBIC PECYPCHI

Bormpoc 3

C mOMOIIBIO0 OPraHNU3aIMOHHO — TIPABOBBIX TOKYMEHTOB
peanu3yercst ynpapieHuecKas pyHKIus

BriOepure o1H OTBET:

a. HOPMaTHBHO-METOJUYECKOTO o0ecrieyeHus
YIPaBJICHUS TPEATPHSITHEM

b. KOHTPOJIS AEATEIBHOCTU MPEATIPUITUS

C. OpraHM3AlIUH ICATEIILHOCTH MPEATIPUIATUS

d. perynupoBaHus AESATSILHOCTH MPESIAIPUITHS

Bompoc 4

Kommo3zuius nucekma — 3710. ..

Bribepure ouH OTBET:

a. TMOCIIEI0BATEILHOCTh PACTIOJIOXKECHHUS MPEIIOKECHUH B
TEKCTE TOKYMEHTa

b. «sa3biKOBas hopmyia» mUChMa

C. pAacIOJIOKEHUE PEKBU3UTOB IMHChbMAa M DIIEMEHTOB
TEKCTa Ha OJIaHKe

d. mocnenoBaTeIbHOCTh B3aMMOCBSI3aHHBIX CMBICTIOBBIX
qacTeil, 00beIMHECHHBIX IMHCTBOM TEMBI

Bomnpoc 5

YkaxuTe BHUJIl JOKYMEHTA, BbIICISAEMBbId MO (YHKIUU
YIpaBJICHUS

BriOepure o1H OTBET:

a. 10Che

b. oTuér

C. DJIEKTPOHHBIN JOKYMEHT

d. ankera

Bompoc 6

K MH(OPMAaIIMOHHO-CIIPABOYHBIM JIOKyMEHTaM
OTHOCSTCSI:

Bribepure ouH OTBET:

a. IpuKa3

b. ycras

C. OOBSICHUTENbHAS 3aITHCKa

d. nocraHoBieHue

Koutpoabnas padora (2 kypc)

1. Bel pykoBoaWTENb YKOHOMUYECKOIO OTHENa. Bam
HE00X0JUMO pouH($OPMUPOBATH PYKOBOAMTEIIA
OpraHM3aly 0 TOM, YTO 3aM. oTAena 1o AXY He BBINOIHAET
IpeucaHus 1o o0ecrneyeHno pabournx MecT IpUHTEpaMH,
MHTEPHETOM M B KaOMHETE Balllero OT/ejla HE IPOBEICH
KOoCMeTHYecKUii peMOoHT. OQopMHUTE COOTBETCTBYIOMIMMA

JTIOKYMEHT.
2. Bwr ono3panu Ha paboty Ha 2 daca. PykoBoaCTBO
notpeboBaio  or  Bac  oObscHenuii.  Odopmute

COOTBETCTBYIOIIUI JOKYMEHT.

3. OTpenakTUpyHTE TEKCTHI CIEIYIOMINX JTOKYMEHTOB.
CocTaBbTe X IPABWIbHBIN BApUAHT.

HTorosblii TecT 3a 2 Kypc

Bormpoc 1

Kakolfi  pa3HOBMAHOCTM IMCbMa  COOTBETCTBYET
cienyromasi  si3pikoBasg  ¢opmyna:  «IIpencraBisfio  Ha
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YTBEPKACHHUE MTPOEKT IJIaHA...»:

Bribepure ouH OTBET:

a. COMPOBOJIUTEIHHOE TUCHMO

b. mpoceba

c. oepra (IpeaIoKeHHUE)

d. mpencraBneHue

Bomnpoc 2

Kakum JOKyMEHTOM He00XoIuMo OQOpPMUTH BO
u30exxaHue HapymeHus: HopM TpyaoBOro KojaeKca nuchbMeH-
HOE HAllOMHHAaHME O HEOOXOAMMOCTH SIBUTHCS  JUIA
MOJy4YeHUS TPYAOBOW KHIKKH YBOJICHHOMY paOOTHUKY, HE
MOJIyYHBIIEMY €e:

Bribepure ouH OTBET:

a. pakcorpamma

b. SMS-coobuieHue

C. DJIEKTPOHHOE COOOIICHHE

d. 3aka3HOE MUCHMO.

Bomnpoc 3

B kakoll IOKyMEHTaUUHM 3aKpEIIEHO COKPAIEHHOE
HAaUMEHOBAHHE OpraHHU3aIIH:

Br16epute o1H OTBET:

a. OpraHu3alMOHHON

b. paciopsaAUTEeNHHOMI

C. YUpeIuTeIbHOI

d. naDOpMATMOHHO-CITPABOYHON

Bomnpoc 4

Kakne  peKBU3UTBHI  COCTABISIOT  CIPABOYHYIO
uHpopMalrio 00 OpraHu3aluu-aBTOpe JOKyMEHTa!

Br16epute o1H OTBET:

a. KOJI OpraHu3alM, CIpaBOYHbIE JaHHbIE 00
OpraHu3zaim, Koa GopMbl JOKYMEHTa

b. HauMeHOBaHHE BBIIIECTOALICH OpPraHMU3ALNHU, KOJ
opranuzaruu, OI'PH, MHH/KIIIT

C. CIpaBOYHbIE JaHHBbIE OO0 OpraHu3alUH, KO
opranuzaruu, OI'PH, MHH/KIIIT

d. HauMeHOBaHME BBINIECTOSIIEH  OpraHHU3ally,
CIpaBOYHBIC JTaHHBIE 00 OpraHU3aIMH, KOJ| OpraHW3alNH,
K0/ (hOpMBI JOKYMEHTA.

Bomnpoc 5

Ha Omankax kakux JokymeHToB HE ykasbiBaeTcs
HaNMEHOBAHHE BU/Ia JOKYMEHTA!

Bribepure ouH OTBET:

a. CIIy>keOHOTO MHUChMa

b. JOTKHOCTHOM MHCTPYKIIUU

C. CIIPaBKH

d. cmyxeOHoi 3anmucKu

Bomnpoc 6

N3 Kakux KOMIIO3MLMOHHBIX YacTed  COCTOUT
NIPUBEICHHBIA HI)KE TEKCT MUChMA:

B cootBerctBUH ¢ pacnopsikeHueM @DenepanbHOro
YIpaBJICHUS 10 JIeJIaM O HECOCTOATEILHOCTH (OaHKPOTCTBE)
ot 19 oktabpsa 2004 r. Ne 75-P nampasnsem Bam aktel ¢
KOMIUIEKTaMH IOKYMEHTOB O MPEANPHUSATHSIM:




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

1. BocTtpsikoBckuit MsicoTiepepadaThIBAIOIINMA
KOMOMHAT;

2. ®abpuka nerckoi urpymku Ne 3.

Bribepure ouH OTBET:

a. BBeJleHne 000CHOBaHUE

b. BBeneHue, 3aKII0YEHNE

c. 000CcHOBaHUE, 3aKITIOUCHHE

d. BBemenune, 000CHOBaHUE, 3aKIIOUCHUE

Bomnpoc 7

VYkaxuTe, Kakas U3 3TUKETHBIX 3aKJIIOUUTENbHBIX (hpa3
OyZeT yMECTHOM B TEKCTE JI€JI0BOI0 IUChbMa!

Bribepute o1H OTBET:

a. HanmeemMcs Ha  anuTenbHOE — IJIOJOTBOPHOE
COTPYIHUYECTBO

b. K coxameHuro, Mpl TO3HO TONXYYHIH Balle
MpeJIOKEHNE U HE CMOTJIM UM BOCIIOJIB30BaThCs

c. Ouens pajael okazatbk Bam yciyry

d. K cuacteto, Hamm onaceHus 00 OCTaHOBKE MOCTaBOK
000py10BaHUsI HE TIOTBEPANINUCH

Bomnpoc 8

Opranu3zanus noJryuusia MUCHMO-TIPOCEOY
CJIETYIOIIETO COMEePIKAHUS:

[Ipocum Bac nmpegoctaBuTh MECTO I TPOXOKIACHUS
MNPEIIUIUIOMHON TPaKTHUKUA CTYJIEHTKE S5 Kypca OYHOH
dbopmbl 00yueHus dakynpTeTa M€1arOru4ecKoro
oOpazoBanusi u cepBucHbIX TexHonoruii PI'BOY BIIO
«MarHuTOropcKkMii rocyJapCTBEHHBI YHHUBEPCHUTET», IO
HanpaBlIeHUIO0 «J{OKyMeHTOBeZieHHe U apXHUBOBEACHUE»
Mensenesoit Aune AuapeesHe ¢ 01 ¢eBpans mo 28 mapra
2013 .

VkaxkuTe, Kako W3 BapUaHTOB OTBeTa Oyzaer Ooiee
MIPaBUIIbHBIM:

Bri6epute o1H OTBET:

d.

CooOmiaeM, 4YTO Haiia OpraHU3aIUs MPEAOCTaBUT
MECTO JUISI TPOXOXKJICHHS MPAKTUKH JUIsl Balllel CTYAEHTKH.

b.

Ha Bame nucsmo ot ... Ne ... cooOuiaeM, 4To TOTOBBI
MPEOCTaBUTh MECTO JJIsi MPOXOKIAECHUSANPEITUILIIOMHON
NPaKTUKA CTYJEHTKE 5 Kypca OYHOM (QopMbl 00ydeHus
¢dakynbTeTa MeJarornyeckoro oOpa3oBaHMsI M CEPBUCHBIX
TEXHOJIOTUI OI'bOY BIIO «MarHuroropckui
TFOCYapCTBEHHBIH  YHUBEPCUTET», IO  HAalpaBICHHUIO
«JlokymeHTOBeIeHNE U apXUBOBEACHUE» MenBeneBoii AHHE
Anpapeesse ¢ 01 ¢espains o 28 mapra 2013 r.

C.

CooOmiaeM, 4YTO Hamia OpraHU3alus  TOTOBa
IOPEJOCTaBUTh MECTO JJIS MPOXOXKJICHHUSIPEIUITIIOMHON
MPAKTUKU CTYJIEHTKE 5 Kypca O4HON (opMbl oOyudeHus
¢dakynpTeTa MEAAroruyeckoro o0pa3oBaHUS M CEPBUCHBIX
TEXHOJIOTHI1 OI'bOY BIIO «MarHutoropckuit
rOCYJapCTBEHHBI  YHHBEPCHUTET», II0  HAIPaBICHHIO
«JIOKyMEHTOBEICHUE U apX1BOBeIeHUE» MeaBeneBoil AHHE
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Annpeesnre ¢ 01 despans o 28 mapta 2013 1.
d.

YBaxkaemble Kosuieru!

HNudopmupyem Bac 0 ToM, 4TO MBI pajibl IPEIOCTaBUTh
MECTO AJIs1 IPOXOXKACHUS MTPEITUIUIOMHON MpakTHUKU Bareit
cTyaeHTKke MenBeneBoil AHHe AH/IpeeBHE B 0003HAYEHHbBIE
Bamu cpoxkwu.

Bompoc 9

Kakumu cioBaMu JOJIKEH HAUMHATBHCS TEKCT IIPHUKa3a,
€Clli  ero  Hu3JlaHue  BbI3BAHO  HEOOXOAMMOCTHIO
OCYILIECTBIICHHUS COOCTBEHHOM AEATEIBHOCTH 10 MHULIUATHBE
OpraHu3aIuu:

Bribepure ouH OTBET:

a. «Bo ucnonnenue...»

b. «B cBs3u C...»

c. «<Ha ocHoBanum...»

d. «B cooTBeTcTBHH C....»

Bomnpoc 10

B kakol 4YacTu pacnopsaUTEIbHOTO JOKYMEHTA
HE00X0IMMO MIOMENIaTh NepeYeHb JOKYMEHTOB, YTPATUBILIUX
CUWIIy WU MOJJEXKAIIUX WU3MEHEHHUIO B CBSI3U C HU3JaHHEM
JAHHOTO aKTa:

Br16epute o1H OTBET:

a. B MIEPBBIX MMYHKTAX PaCIOPAIUTEIBHON YacTH

b. B KOHCTaTUPYIOIIEH YacTh

C. B KOHIIE TEKCTa

d. B 11000M MTyHKTE pacopsIUTEILHON YacTh

Bompoc 11

Vkaxxkute BapuaHT OQOpPMJIEHMSI OTMETKHM 00
ucnonautene, ycranoieHHsit OCT P 6.30-2003:

Br16epute o1H OTBET:

a.

Ilecmpsaxosa Onvea I'ennadvesna

Ten. 22-34-75

b.
llecmpsikosa O.I".
22-34-75

C.
O.I'. Ilecmpsikosa
22 3475

d.

HUcn. Ilecmpsxosa Onvea I ennadvesna

22-34-75

Bomnpoc 12

Onpenenure, K  KakoMy  OpPraHM3al[MOHHOMY
JIOKYMEHTY OTHOCHTCS TpeajaraeMblii (parMeHT TeKcTa
JIOKYMEHTA!

1. Qupmennoe naumeHnogauue u MeCMOHAXOHCOEHUE
obwecmsa

1.1.Ilonnvim pupmennbiM HauMeHOBaAHUEM 0OUjecCm8d
aensiemces; Oouecmeo ¢ 02paHudenHol 0OmeemcmeeHHOCMbIo

«MUPy.  Coxpawennoe  upmenHoe  HaumMeHOBaHUE
oowecmsea — Q00 «MUP».
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1.2. IOpuouuecxuii aopec obwecmsa. VI
Cpeousemnomopckas, 0.1, e. Maenumoeopck, Yensabunckas
obn., Poccus, 455012.

Bribepute o1H OTBET:

a. IoJIOKEHHE 00 OpraHu3aLuu

b. ycraB

C. IpaBWJIa BHEIIHEH MEPENUCKU OpraHUu3aluu

d. MHCTPYKIHS IO I€TOMPOU3BOJICTBY

Bomnpoc 13

BreiObepure  mpaBWIbHBIA ~ BapuaHT  OGOpMIICHUS
MOANKUCH B PAaCHOPSAUTEIIBHOM JIOKYMEHTE OpraHU3alHH
(mpukase, pacOpsKEHUN):

Bribepute o1H OTBET:

a.
['enepanbHbIi  AUPEKTOP [Toanuck
M.II. bensikos
12.12.2013
b.
['enepanbHbII AUPEKTOP
000 «Kommacy [Toamnuce
M.II. benskos
12.12.2013
C.
I'enepanbHbBII AUPEKTOP
000 «Kommacy TToamuce
M.II. bensikos
d.
I'eHepanbHBI  TUPEKTOP [Tognuce
M.II. benskos

Bompoc 14

B kakoM mazexe  yKa3blBalOT HAaWMMEHOBaHUE
OpraHu3ali HW €€ CTPYKTYpPHOro TOApa3jelieHus B
pPEKBU3UTE «Adpecary:

Br16epute o1H OTBET:

a. B pOOUTEIBHOM

b. B UMEHUTETHEHOM

C. B JaT€JIbHOM

d. B mpeio)kHOM

Bompoc 15

VYkaxute BEPHOE Bbicka3zbiBaHue:

Bribepute o1H OTBET:

a. Ha OyaHke rMchbMa MIPOCTABIISIETCS
OTpaHMYUTENNbHAs OTMETKa JJsi pekBu3uTa «CChUIKAa Ha
PETHCTPAIIMOHHBIN HOMED M JIaTy JOKYMEHTa» CJIEAYIOIINM
o0pa3om: « oT »

b. Ceenennsi B pekBusute  «Ccplika  Ha
PErCTpAallMOHHBII ~ HOMEpP W JaTy  JOKyMEHTa»
MIPUCBAUBAIOTCS OpraHU3aIUeH-aBTOPOM OTBETHOTO MTMChMa

c. PexBu3ut «Ccblika Ha AaTy W perucTpaliOHHBIN
HOMEDP JTOKYMEHTa» 3allOJIHIETCS B TPEHMYIIECTBEHHO B
nucbMax-oTBeTax. CBeNEHUsS B PEKBU3ZUT MEPEHOCATCS C
MTOCTYNMBUIETO JOKYMEHTA
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d. VkazaHue naHHBIX O MOCTYIMBIIEM INHCbME Ha
OnmaHke mHMchbMa B BUAE  OTACIBHOTO CCBUIKM  Ha
pErucTpaliMoOHHbII HOMEp U JaTy JOKYMEHTa HEe UCKJIHYaeT
HEOOXOJIMMOCTH CCBUIAThCS HAa HUX B TEKCTE OTBETHOTO
IUChMa: B HayaJle TeKCTa MMchMa Beera cienyer nucarb «Ha
Bam Ne ... oT ..»

Bomnpoc 16

Kakoe komoBoe oO0Oo3HaueHwe Ha JokymeHnte HE
UACHTU(DUIHIPYET aBTOpA:

Bribepure ouH OTBET:

a. OI'PH
b. MHH/KIIIT
c. OKV I
d. OKIIO

Bonpoc 17

Kakas s3p1x0Bast hopMysia ymMecTHa B 3asIBIICHUU:

Br16epute o1H OTBET:

a. «B MOe ImpochOe Mpolry He OTKa3aTh. ..»

b. «3apaHee MpU3HATEICH

c. «BecbMa yOeautenbHo Bac mporry»

d. «mpomry Bamrero cornacust Ha...»

3ajaHusi K NPAKTHYECKOM YacTH 3a4yera ¢
OlIeHKOii 10 Kypcy «/loKymMeHTOBeIeHHe»

1. KomiiekcHbIi a”HaIu3 HOJDKHOCTHOM
MHCTPYKLIUHU U €r0 peAaKTUPOBAaHUE.

2. KoMIuiekcHbIi ~ aHaIM3  y4YPEAUTEIBHOIO
JIOKYMEHTa U €ro peaKkTUPOBaHUE.

3. KoMIulekCHBIE ~ aHAmM3  MOJOXKEHUS 110
OCHOBHOI1 1€ATEIbHOCTH U €r0 PelaKTUPOBAHHUE.

4. KoMI1ekCHBIN aHaJIN3 paciOpsKEHHUS.

S5. KoMrIutekcHbIN aHanu3 npruKasza 1o OCHOBHOU
JESATEIIBHOCTH U €r0 PEJaKTUPOBAHHUE.

6. KoMIutekcHbI aHAIN3 MOCTAHOBJIEHUS U €r0
pENaKTUPOBAHHUE.

7. KoMIulekCHBI  aHanW3 pemieHuss MU €ro
pENaKTUPOBAHHUE.

8. KoMIulekcHBI  aHQIM3 yKa3aHUs U €ro
pENaKTUPOBAHHUE.

9. KomrmuiekcHbIl aHANIN3 CTy>K€OHOr0 MUChMa U
€ro peJaKkTUPOBaHUE.

10. KoMruiekcHbIif  aHANMM3 MPOTOKOJIA M €Tro
pENaKTUPOBAHHUE.

11. KoMrutekcHpli  aHamm3 akTa H €ro
pENaKTUPOBAHHUE.

12. KomruiekcHbli aHanu3 ciry:ke0HOM 3amiCKH 1
€€ pelaKTUPOBaHHUE.

13. KommnekcHslil aHanu3 cnpaBKy U €€ peJaKTUPOBaHUE

IIpakTHyeckoe 3a1aHNe K 3a4Y€Ty C OI[EHKOIi

[IpousBect  QOpMyNIApHBIA  aHAIU3  OJHOTO
JnokyMeHTa (1o BeIOOpY mpernoaasarens). K kakoii cucteme,
MOJCHCTEME JOKYMEHTAI[MM OTHOCUTCSI JAHHBIA JTOKYMEHT.
B kakoii/me KOMIUTEKC/BI MOXKET BOWTH aHAIM3UPYEMBIN
JTIOKYMEHT.
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BapuaHnTbl npuiio:keHni

BapuanT 1 - cripaBka KOHKpETHON OpraHHU3aliu

BapuaHT 2- nucbMO KOHKPETHOM OpraHu3aluu

BapuaHT 3- MpUKa3 KOHKPETHON OpraHu3aIuu

Bapuanr 4 -  pacnopsbkeHUE€ — KOHKPETHOH
OpraHu3aluu

BapuaHT 5- akT KOHKpETHOW OpraHu3anuu

Tembl KypcoBbIX padoT (3 Kypc)
1. OcobGenHoctu  cocTtaBiaeHus, OGOPMIICHHS U
MCTIOJIb30BaHUSI HOMEHKJIATYPBI /1€ OpraHU3aliH.

2. Tabenbp popm mokymeHTOB U AnbOoM Gopm
JIOKYMEHTOB OpraHu3aIuu KaK UHCTPYMEHT
COBEPILIEHCTBOBAHUS JIOKYMEHTAIIMOHHBIX TPOIIECCOB.

3. PoJib 1 MeCTO yupeuTeNbHBIX JOKYMEHTOB B

yIpaBJIEHUU OpraHu3anueil, 0coOOEHHOCTH MX COCTaBJICHUS,
0(OpMIIEHUS U PETUCTPALIUY.

4. Ponp v MecTo opraHM3almOHHO-TIPABOBBIX
JOKYMEHTOB B YIPaBICHHHM OpraHU3aIlMei, 0COOEHHOCTH
COCTaBJIEHUS U OPOPMIICHHUSL.

S. Pore m  MecTto  pacmopsAMTENbHBIX
JJOKYMEHTOB B YIIPaBJICHUM OpraHu3alued, HOpsIoK HX
COCTaBJICHUS, OPOPMIICHHSI U UCTIOJTHEHHSL.

6. CocraBineHue u OQOpMIIEHHE JOKYMEHTOB,
UCTIOJIB3YEMBIX JUIS OTIEPATUBHON nepeaadn nH(opMarim

7. PaznoBunHoCTH CITy’KeOHBIX IIUCEM,
0COOEHHOCTH UX COCTaBJIEHUS U O(hOPMIICHUS.

8. Ponb u MecTo nHpOpPMALIMOHHO-CITPaBOYHBIX
JIOKYMEHTOB B YIPaBJICHUU OpraHU3alUuei, 0COOEHHOCTU UX
COCTaBJIEHUS U 0(OPMIICHUSI.

9. Pone 1 MecTo yHU(UKAIMM JOKYMEHTOB B
COBEPIICHCTBOBAHUHM  JOKYMEHTAI[MOHHBIX  IPOIIECCOB,
HalpaBJIeHUs U Tanbl YHUPHKAIMH.

10. B3zanmocBsi3p  comepxkaHus u (OPMBI
JIOKYMEHTa, OCOOCHHOCTH UX YHU(UKALIUH.

3aganus K TNPAKTHYECKOHl 4YacTH 3ayera ¢
OLIEHKOH M0 Kypcy «loOKyMeHTOBeAeHHe»

1. KommnekcHsriit aHanm3 JIOJ>KHOCTHOM
MHCTPYKIUHU U €r0 PEAAKTUPOBAHUE.

2. KommnekcHplil  aHaIM3  y4pEOUTEIBHOTO
JIOKYMEHTa U €ro PeIaKTUPOBaHUE.

3. KommekcHplil  aHanmu3  MOJIOKEHUS 11O
OCHOBHOM JI€ATEIILHOCTH U €70 PEIaKTUPOBAHUE.

4. KoMrIutekcHbIN aHamn3 paciopsiKEHHUS.

5. KomruiekcHbli aHanu3 nprukasza mo OCHOBHOM
JIEATEIILHOCTH U €70 PETaKTUPOBAHHUE.

6. KomruiekcHbli aHau3 MOCTaHOBJIEHUSL U €T0
penaKkTHpOBaHUE.

7. KoMmmuiekcHblii  aHanu3 pemieHuss u - €ro
penaKkTHpOBaHUE.

8. KoMmmiekcHblii  aHaM3 yKa3aHUsT W €ro
penaKkTHpOBaHUE.

9. KommiekcHbIi aHanu3 ¢y eOHOro muchbma u

ero pelakKTHPOBAHHE.
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10. KoMmruiekcHbIii  aHAMM3 MPOTOKOJIA W €ro
peIaKTHpPOBAHHUE.

11. KoMruiekcHblii  aHamu3 akTa H®W €ro
peIaKTHpOBAHHUE.

12. KomruiekcHbIi aHamn3 CITyKEOHOU 3aITUCKH U
€€ peJaKTUpOBaHUE.

13. KoMIIekcHBIN aHaIN3 CTIPaBKH U €€ peJaKkTHPOBaHUE

IIpakTHYecKkoe 3aJaHHe K 32a4eTy ¢ OLICHKOH

IIpousBect  QOpMyNsApHBIA  aHAIU3  OJHOIO
nokyMmeHTta (1o BeiOOpy npenogasarens). K kakoii cucreme,
MIOJICUCTEME JOKYMEHTAlUU OTHOCUTCSI JAHHBIA JIOKyMEHT.
B kakoii/ue KOMIUIEKC/BI MOXET BOWTH aHAIU3HPYEMBIH
JIOKYMEHT.

BapuaHThl NpHJI0KEHUH

BapuanT 1 - cripaBka KOHKpETHON OpraHu3aluu

BapuaHT 2- n1cbMO KOHKPETHOM OpraHu3aluu

BapHaHT 3- IPUKa3 KOHKPETHON OpraHU3alu

Bapuantr 4 -  pacnopsikeHHE ~— KOHKPETHOM
OpraHu3aluu

BapuaHT 5- aKT KOHKpETHOM OpraHUu3aLHH

OIIK-2: Cnoco0eH HAXO0aHUTh 0

PraHu3alMOHHO-YIIPABJIeHYEeCKUEe PellleH!s IPH peleHun

3a1a4 B cepe cBoeil mpodeccHOHAIBLHOM 1eATeJIbHOCTH;

OIIK-2.1:

Ompenensger uenn
u 3a7a9u
YIPaBIICHUS B
cdepe CBOCH
npo¢eccuoHaATBLHO
W 1eATeIbHOCTH

Bomnpocsl k 3auety 2 Kypc

1. OcHOBHbIE (bYyHKLIHOHATIbHBIE CHCTEMBI
nokyMeHTauuu B Poccniickoit denepanun.

2. Cranpmaptuzanusi W yHHQHUKANUs JTOKYMEHTOB.
YHUPUUIUPOBAaHHBIE CUCTEMBI IOKYMEHTAIIHUH.

3. Knaccudukaropsr JIOKYMEHTHUPOBaHHOMN
uHpOpMaLnH.

4. Opranu3anmoOHHO-PACTIOPSIAUTENbHAS TOKYMEHTAIUS
S. TpeboBaHus K 0()OPMIIEHHUIO CIIPABOK.

6. TpeGoBanusi kK 0OPOPMIIECHUIO CBOAOK, 3aKITIOYCHHH,
OT3BIBOB.

7. TpeboBanust kK 0pOpMIIEHUIO IEPEYHEH, CITUCKOB.

8. TpeboBaHMs K NEPBUYHON Y4ETHOW JOKyMEHTaLUU
10 TUYHOMY COCTaBY.

9. TpeboBaHMs K CONPOBOAUTEIBHBIM ITUChMAM.

10. TpeboBanus K 0pOPMIICHUIO AKTOB.

11. TpeboBanus K 0POPMIICHHIO JOKIIAJIHOM, CITyKeOHOI

1 OOBSICHUTEIILHON 3aIHICOK.
Hrorossblii TecT 32 3 Kype
Bormpoc 1
KTo0 opopmiisieT yueTHBIE TUYHbIE KAPTOUKH:
Brib6epute o1H OTBET:
a. pabOTHUK MO KaJipam
b. pyKOBOJUTEIb CTPYKTYPHOTO TIOPA3ICTICHIS
C. 3aMECTHUTEIh PYKOBOIUTENSI OpraHU3aIllun
d. paboTHHK
Bompoc 2
Kakoii TOKyMEHT SBIISIETCS OCHOBHBIM JJOKYMEHTOM O
TPYJIOBOU AESITEILHOCTH U O TPYJOBOM CTake paOOTHHKA!
BriGepute oquH OTBET:
a. CTpaxoBOE€ CBHJIETEIBCTBO TOCYAAPCTBEHHOTO




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

MEHCUOHHOTO CTPaXOBaHUs
b. yueTHas 1MyHast KapTOUYKa
C. TpyJlOBasi KHUXKKa
d. neHCHOHHOE yI0CTOBEpEHHE

Bomnpoc 3

Kakue BUbI JACHUATUIMHAPHBIX B3bICKaHU I
BIIMCBHIBAIOTCS B TPYIOBYIO KHUXKKY:

Bribepure o1H OTBET:

a. B3BICKaHMs B TPYAOBYIO KHIDKKY HE 3aITUCHIBAIOTCS

b. yBonbHEHHE

C. CTPOTMH BBITOBOD

d. Bce BUIOB JAUCHUIUIMHAPHBIX  B3BICKAHHIA
BITUCBIBAIOTCS B TPYAOBYIO KHIKKY.

Bomnpoc 4

Kakoii TokyMeHT He BXOIHUT B KOMIUIEKT JJOKyMEHTOB
0 KOMaHJUPOBaHUU C KOJOBBIM 0003HaueHueM hopmal T:

Br16epute 01H OTBET:

a. KOMaHJMPOBOYHOE YAOCTOBEpEeHUE pabOTHHUKA

b. mpuka3 (pacnopspkeHHE) O  HalpaBJICHUH
OTIIEIbHOTO pa0OTHUKA WJIM TPYINIbl paOOTHUKOB B
KOMaHIUPOBKY

C. cimy>ke0HOe 3aJJaHiE C OTYETOM O €r0 BBIITOJIHEHUU

d. aBaHCOBBI OTYET

Bompoc 5

Ha kakue rpymnmsl gensresi opuraabHble TOKYMEHTHI
o cepe nearenbHOCTH (M0 GYHKIIMOHATLHOMY MPU3HAKY):

Br16epute o1H OTBET:

a. yHU(pUIMpOBaHHbBIE/HEYHU(PULIUPOBAHHbBIE
b. pyHKIIMOHATBHBIE/OTPACIIEBBIC

c. opuIHMaIbHBIE/HEODUIATIbHBIE

d. ynpaBrneHUecKkre/TeXHUIeCKre

Bonpoc 12

KakoMy TIOHSATHIO  COOTBETCTBYET  CIEIYIOIIAst
XapaKTepUCTHKA:

JlokymeHThI, oOnafaronue HOPUANYECKOW CHIIOH,
U3/1aBacMble PYKOBOJACTBOM OpraHH3allMd M COAEpIKallue
yIpaBJIeHYECKHE PEIICHHs], HallPaBJICHHBIC Ha BBHIIOJIHEHUE
TEKYyIUX U MEePCIEeKTUBHBIX 33/1a4:

Bri6epute o1H OTBET:

a. OpPraHN3alMOHHO-TIPABOBBIE JJOKYMEHTBI

b. TOKYMEHTEHI 110 TNIHOMY COCTaBY

C. HH(pOPMAIIMOHHO-CIIPAaBOYHbBIE TOKYMEHTHI

d. pacniopsiauTeNBbHBIE JOKYMEHTHI

Bompoc 13

Kakoit moOKkyMeHT sBIS€TCS O00S3aTebHBIM  TIPH
JOKYMEHTUPOBAaHUM  TPYJOBBIX  OTHOILIEHHH  MEXIy
PabOTHUKOM M pabOTOATEIEM:

Bribepure ouH OTBET:

a. Tpy/IoBasi KHIDKKa

b. pexxum Tpyaa

C. TOJDKHOCTHASI HHCTPYKITUS

d. KOJJIEKTUBHBIN TOTOBOP

Bonpoc 14




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

Kaxk TOJKEH HOCTYNIUTh UCIIOJTHUTENb,
MOArOTOBUBLIMM JI€JI0OBO€ IMCbMO, €CIM PYKOBOJUTEID
oTJeNa IUIAHUPOBAHHMSA, BH3a KOTOPOro HeoOXxoauma,
HAXOJUTCSI B KOMaHIUPOBKE:

Bribepure ouH OTBET:

a. JKIaTb BO3BPALLEHUS PYKOBOAWUTENS  OTAENA
IUTAHUPOBAHMSI U3 KOMAHJUPOBKU

b. mepenars MUCHMO Ha MOIIKMCH PYKOBOIHUTENIO Oe3
BU3bI

C. 3aBU3MPOBATH MUCHMO Y 3aMECTUTEIIS PyKOBOAUTEIS
oTJieNa MJIaHUPOBAHUS

d. 3aBH3MpOBATH MHCBMO CAMOMY

Bompoc 15

K kakoll pa3HOBHJIHOCTH IUCEM OTHOCSTCS IHUCbMA, C
IIOMOUIbI0  KOTOPBIX IPOCAT BbICIATh  O(UIIMATIBHBIE
CBE/ICHUS WU TIOKYMEHTHI:

Br16epute o1H OTBET:

a. MUCbMO-U3BEILECHUE

b. muceMo-Tpockba

C. IUChbMO-3aKa3

d. muceMo-3ampoc

Bomnpoc 16

Vkaxute Hanbojee <(OKECTKMI» M HEYMECTHBIN
BapHUaHT OTKa3a:

Br16epute o1H OTBET:

a. B cBs13u ¢ ... Balle NpeasioKeHUue He MOXKET ObITh
MIPUHSTO

b. B cBa3u c¢ ... Bame npesoO)KEHHE HAMU He
PUHUMAETCS

c. B cBs3u c... nemapraMeHT HE MOXKET COIJIACUTHCA C
BalllUM NPEAJI0KEHUEM

d. TIpusATH Bale NpeAsOKEHHE HE IMPECTaBIIAETCS
BO3MO>KHBIM B CBSI3H C ...

Bomnpoc 17

Kakomy BULY MH(}OPMaLIMOHHO-CITPABOYHON
JIOKYMEHTAllUU COOTBETCTBYET CIEAYIOIUN TEKCT:

DedepanvHoe ynpasenue no oenam 0
HecoCmosimebHOCmu (61c)zHKpomcmee) HA  OCHOBAHUU
npeocmasneHnvlx — TVeypavblKCKUM — YeMEeHMHbIM — 3a8000M
(Openbypeckas obnracmo, noc. Tyaypavik, ya. Llenmpanvuas,
0.1) Ooxymenmog Oyxeanmepckou OMYEemMHOCMU  NO
cocmosinuto Ha 30.04.2013:

—  byxeanmepckuii 6anawnc (hopma 1),
—  omuem 0 npubwLLIAX U yovimrax (gopma 2)

U NPOBEOEHHO20 AHANU3A (DUHAHCOBO2O COCMOSHUSA
npeonpusmus, YCMAHOBUN0, YMO OAHHOEe Npeonpusmue
A67emcst HeNnIamexHcecnocooHbiM u umeruwum
HeyO081emEoPUMENbHYIO CmpyKmypy banauca
(npednpusmuem-00IHCHUKOM).

OcHosanue:
Koa(puyuenm mexyweu AUKBUOHOCMU NO OANAHCY

npeonpusamus =18%;
Ko3(hhuyuenm  obecneuennocmu  cobcmeenHviMU




Kon Nupukarop
WH/IMKATO JOCTH)KEHUS OreHOUHBIE CPEACTBA
pa KOMIETEHIIUU
000pomHbIMU cCpedcmseamu no banraucy npeonpuamus = 8%,
Kosghpuyuenm  6occmanosrieHus ~ no  OaIaHCy
npeonpuamus =10%.
Pyxosooumens Cmenanos
11.JI. Cmenanos
BriGepute o1H OTBET:
a. clipaBKa
b. 3aknroueHue
C. OT3bIB
d. cBOKA
HToroswlii TecT (2 Kypc)
Bompoc 1
CBoiicTBO 0(UIIMATBHOTO JOKYMEHTA, COO0IIaeMoe eMy
JNEHCTBYIOIIMM  3aKOHOAATEIbCTBOM, KOMIIETEHIHEH
M3JIAIOIIET0 €r0 OpraHa U YCTAaHOBIIEHHBIM MOPSAKOM
odopMIIeHHUS - ITO
Bribepute o1H OTBET:
a. MOJIHOTA
b. ayTeHTUYHOCTD
C. KOH(PUICHIINATHHOCTh
d. ropuanueckas cuia
Bompoc 2
[TocTtanoBnEHHEM IIpaBuTenscTBa Poccwuiickoit
@enepaunn ot 08.07.1997 Ne 835 «O mnepBUYHBIX
YUETHBIX JOKYMEHTaxX» YTBEPKAAETCS
Br16epute o1H OTBET:
a. TEpMHUHOJOTHA B 00JacTH JEIONpPOM3BOJCTBA U
apXUBHOTO Jiea
b. anpOoM 1o yuéTy Tpy/ia ¥ €ro OIIaThl
C. MHCTPYKIIHSI 110 3aIT0JIHEHHIO TPYAOBBIX KHIDKEK
d. TaGenp yHUpUIIIPOBAHHBIX (POPM TIOKYMEHTOB
Bormpoc 3
O0s3arenbHble CTPYKTYPHBIE 3JIEMEHTHI CTaHAapTa
Br16epute o1H OTBET:
a. HOPMaTHUBHBIE CCHUIKH
b. TpeboBaHus K 00BEKTY CTaHJAPTU3ALUN
C. OTJIaBJICHHE
d. 060o3HaueHMs U COKpallleHus
Bompoc 4
[lepcoHanbHbBIE CBEICHUS O TPaXKIaHAX SBIISIOTCS
Bribepure ouH OTBET:
a. nHpopMaInmeit, OTHeCEHHON K KOMMEPUYECKON TaliHe
b. nHpopManueit OTKPBITOro 10CTyNa
. KOHQUAeHInaTbHON HHPOpMaIueit
d. umHpOpMmanmel, OTHECEHHON K TrocynapcTBEHHON
TaliHe
OIIK-2.2: Ucnoneiyer 3agaHusl K NpPaKTHYeCcKOW 4YacTH 3adera C

OCHOBHBIC MECTOJbI

n

IPUEMBbI

OLICHKOH 10 Kypcy «loKyMeHTOBeaeHue»




Kon Nupukarop
MHAUKATO JOCTUXKEHUS OneHouHble CpeacTBa
pa KOMITETEHIIMHU
OpraHH3alllH, 1. KommekcHbIi a”Haus3 NOJDKHOCTHOM
IJIAaHUPOBAHMS, MHCTPYKLUU U €T0 peAaKTUPOBAHUE.
MOTHUBALINH, 2. KoMIuiekcHbli  aHaIM3  y4peAUTENHHOTO
KOOpJAMHAMM U | JOKyMEHTa U €r0 peJaKTUPOBaHUE.
KOHTPOJIA 3. KoMIuiekcHbIi  aHanu3  MOJIOKEHUS 10
MIPOIIECCOB B Chepe | OCHOBHOM EATETBLHOCTH U €T0 PelaKTUPOBAHHE.
cBOEH 4, KommekcHblil aHanu3 pacrnopsKeHUs.
npodeccrnoHaIbHO o. KomnnekcHplil aHanu3 npukasa 1o OCHOBHOM
I AeSTeNbHOCTH JIESITEIBHOCTH U €r0 PEJaKTUPOBAHHUE.
6. KoMIutekcHbIi aHaW3 MOCTAHOBJIEHUSI U €r0
pENaKTUPOBAHHUE.
7. KommiekcHplii aHaiW3 pelieHuss M €ro
pENaKTUPOBAHHUE.
8. KoMruiekcHbli  aHaIM3 yKa3aHUsT W €ro
pEeIaKTUpOBaHHUE.
9. KomruiekcHbll aHANIN3 CIy>KEOHOTO MUChMA U
€ro pelaKTUPOBAHUE.
10. KoMruiekcHblii  aHanM3 MPOTOKOJIA M €ro
pEeIaKTUpOBaHHUE.
11. KommiekcHpli  aHanmu3 akTa W €ro
pEeIaKTUpOBaHHUE.
12. KoMrutekcHbIi aHan3 CITyKEOHOU 3aITUCKH U
€€ pelaKTUPOBAHHUE.
13. KomrekcHsIi aHanu3 CpaBKU U €€ peJaKTUPOBaHUE
IIpakTHYeckoe 3a1aHHe K 3a4eTy C OLIEHKOH
[IpousBectn  ¢GopMyNspHBIH  aHAIU3  OJHOTO
nokyMeHTa (1o BeiOopy npenojasarens). K kakoii cucreme,
MOJICUCTEME JOKYMEHTAlUU OTHOCUTCS JAHHBIA JIOKYMEHT.
B kakoii/ue KOMIUIEKC/bBI MOXET BONTH aHAIU3UPYyEMBbIH
JIOKYMEHT.
BapuaHTbI NpHJI0KeHU
Bapuanr 1 - cipaBka KOHKpPETHON OpraHu3auu
BapuaHT 2- nMcbMO KOHKPETHON OpTraHU3alun
BapHaHT 3- MPUKa3 KOHKPETHOW OpraHu3aluu
Bapuantr 4 -  pacnopsikeHHE ~— KOHKPETHOM
OpraHu3aluu
BapuaHT 5- aKT KOHKpETHON OpraHU3aluu
OIIK-2.3: | Ymeer PA3JIEJ 1
UICHTUQUIIIPOBAT IIpakTnyeckoe 3aganue 1
b TpeOoBaHUs 2. HWcmonp3ys  OOmepoccuiickuid  Kiraccuukarop
HOPMAaTUBHO- ynpasiendeckoit fokymenrtauu OK 011-93 (pexxum

MIPaBOBOM cpefbl K
CBOEH
npodeccroHalibHO
1 NeATEeIbHOCTU U
NeSITeIbHOCTH
OpraHMu3alu

noctyma http://www.consultant.ru/)maiire
TOJIKOBAHHE HE MEHEee TpeEM KoJaM bopm
KOHKpPETHbIX JOKyMeHTOB YCOPJ/l wm mectu xogam
JIpyTUX YHU(DUIUPOBAHHBIX CUCTEM YIPABIEHYECKON
JIOKYMEHTaluu (110 BBIOOPY CTY/IEHTA).

3anaHue BbINOJIHSANTE M0 00pa3ny:

Kox 02112312 o603Havaer:
02 — ¢opma npuHAUIEKHUT K YHUPHUIHMPOBAHHOM
cucTeMe OpraHM3alMOHHO-PACTIOPSANTEIHLHOM



http://www.consultant.ru/

Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

JIOKYMEHTalUH;

11 — ¢popma OTHOCHTCS K MOJKIACCY JOKYMEHTAIIUH IO
CO3JIaHUIO OpraHu3alyu, NPeaPUITHUS;

231 — perucTpauMOHHBIA HOMEp (OPMBI BHYTPH
nojkiacca — Gopmbl YcTaBa;

2 — KOHTPOJILHOE YHCIIO.

VYcraB sBnsercs 00s3aTeNbHBIM JOKYMEHTOM ISt
Pa3IMYHBIX OPraHM3alMOHHO-TIPABOBBIX (OpM, M  €ro
COCTaBJICHUE u oopmrenue periaMeHTHpyeTcs
3akoHojarenbcTBoM. OtcyrctBue B OKVY/ unzmexkca u
NEPUOIUIHOCTH 0003HAYALT, YTO OPTaHU3AIS COCTABIISACT U
oopMmisieT yCcTaB CcaMOCTOSTENbHO, 0Oe€3 Omopbl Ha
obmepoccuiickue  yHuuuupoBanusie  ¢opmbl.  [lpu
COCTaBJIEHUH U OPOPMIICHUH YCTaBa HEOOXOMMO ONUPaThCs
Ha 3akoHozatenscTBo U [OCT P 7.0.97-2016

IIpakTHyeckoe 3aanme 2 K pasgeny 1

2.1. Ucionb3yss ~ mHpopManmuio 00  OCHOBHBIX
pexBusutax OPJ[ B mepeydcleHHBIX HUXKE JOKYMEHTax,
3aroMHUTe TaOmuily. 3amonHss TaOnuIly, CcTrapaiTech
OTpa)kaTb CXOXKHE MO (YHKIMU U COIACPKAHUIO PEKBU3UTHI
Ha OJIHOM CTpoke st oOierdyeHus: cpaBHeHus. Haspanus
PEKBU3UTOB, OTPAXKEHHBIE TOJILKO B JAHHOM aHAIU3UPYEMOM
JOKYMeHTE, 0hOpMIISIITE K KOHITY TaOJIUIIBI.

Haumenos
Hanmenos AQHUE PCKBU3UTA B
Haumenos

Nanue pexBuzura B [IpaBriiax o

n/m  [[OCT P 6.30.-;}(131/1; Op;K prsHTa BI[GJ'IOHpOI/ISBOJICT

2003 By u Mertogn.

[PEKOMEHJALIASIX

il
2
3

2.2. . Onupasich Ha JaHHBIE, MOJyYEHHbIE B TaOJUIE,
c/IeNaiiTe COOTBETCTBYIOIIME BBIBOJABI M KOMMEHTAPHH:
COBMAaZaeT JU COCTaB M HAa3BaHHUA PEKBU3UTOB B
NpPEJCTAaBICHHBIX  JOKYMEHTaX;  KakKhue  PEKBU3UTHI
MOBTOPSIOTCS M B KAaKUX JIOKYMEHTaX; KaKHe PEKBU3UTHI
HaXOJSAT OTPAKEHHUE TOJIBKO B OJHOM U3 JOKYMEHTOB, KaKHe
TOJIBKO B JIBYX.

2.3. KakumMu W3 TNpoaHAIM3UPOBAHHBIX JIOKYMEHTOB
JTOJDKEH PYKOBOJICTBOBATHCS COBpPEMEHHBIN
JIeNTOTIPOU3BOJNTENh TP  OPOPMIICHHH OPTaHU3AI[OHHO-
pacriopsauTenbHOl okyMmeHTauuu? [louemy?

TecT K pa3zneny2

Bomnpoc 34




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

Tekct Bompoca

Kakue  pexBu3uTHI  BKJIIO4aeT oOmmid  OjaHk
OpraHU3aIMOHHO-PACTIOPSAAUTENFHOTO TIOKYMEHTa COTJIaCHO
I'OCT P 7.0.97-2016:

Bribepute o1H OTBET:

a. ['ocynmapcrBennslii rep6 PO (I'epd cyOnekta PD
win 5MmOjemMa OpraHu3aluM, TOBapHbIA 3HAaK (3HAK
obcmyxuBanus)), kox opranuzauuu (mo OKIIO), OI'PH,
WHH/KIIII, cnpaBouHble pgaHHBlE 00 OpraHU3aINy;
HAaUMEHOBAHME OpraHW3allMk, MECTO COCTaBJICHUS WU
W3/1aHUs JOKYMEHTA, OTPAHUYUTENbHBIE OTMETKHU ISl JaThl
JIOKYMEHTa, PerUCTPAIMOHHOIO HOMEpa IOKYMEHTA, CChLIKU
Ha PETMCTPAaLlMOHHBIA HOMEp U JaTy JOKYMEHTa, ajpecara,
PE30JIIOIMH, 3arojioBKa K TEKCTy, OTMETKH O KOHTpOJE,
TEKCTa

b. T'ocynapctBennsiii rep6 PO (I'ep6 cyOnekta PO
wim 5MOjemMa OpraHu3alMM, TOBapHbIM 3HaK (3HaK
oOciy>KuBaHus)), HAaWUMEHOBAHHE OPraHU3allUd, MECTO
COCTaBJICHUSI WM M3JaHUsI JOKYMEHTAa, OIpaHUYMUTEIIbHBIC
OTMETKH JIJIS 1aThl IOKYMEHTA U PETUCTPALIMOHHOTO HOMEPa
JIOKyMEHTa

C. HaMMEHOBAaHHE OpPTaHHU3aI[MH, MECTO COCTaBJICHHUS
WIM U3JaHusl JOKyMEHTa, CIIPaBOYHbIE JaHHble 00
OpraHHu3aIy, OrPaHUYUTEIbHBIE OTMETKH ISl 3ar0JIOBKA U
TEKCTa JOKYMEHTa

d. T'ocynapctBennsiii rep6 PO (I'ep6 cyonexta PO
win 5MmOjemMa oOpraHu3alMM, TOBapHbIM 3HaK (3HaK
o0cyKUBaHU)), HaMEHOBAaHHE OpraHu3alkH,
HAaUMEHOBAHME BUJAA JOKYMEHTAa, MECTO COCTABJICHUS WU
W3/1aHUS JOKYMEHTA, OTPAHUYUTENbHBIE OTMETKU ISl JaThl
JIOKYMEHTa, pErUCTPAllMOHHOIO0 HOMEpa I0KyMEHTA, CChUIKU
Ha JaTy U PETUCTPAILlMOHHBIA HOMEpP JOKYMEHTA, 3aroJOBKa
K TEKCTY, OTMETKH O KOHTpOJIE

Bomnpoc 7

Tekct Bompoca

HanmenoBanus OopraHu3aiui u CyOBEKTOB
Poccuiickoit ®denepanuu, AMEIOIINX HapSLy c
roCyJ1apCcTBEHHBIM  s3bIKOM  Poccuiickoii ~ Penepaunu
(pycckuM) TOCyIapCTBEHHBIN S3bIK CyOBekTOB Poccuiickoii
denepanuu rneyaTaror:

Brib6epute o1H OTBET:

a. BCE BapUaHThl BEPHbI

b. Ha rocy1apcTBEHHOM s13bIKE PD

C. Ha s13bIKe cyOBbekTa PO

d. Ha ABYX s13bIKaX (HA rOCYJapCTBEHHOM si3bike PO u
Ha s3bIKe cyObekTa PO)

Bonpocsl k 3a4ery 2 Kypc

1. Opunuueckass cuna gokymenta. HopmaTtusHO-
MeToanyeckas 6a3za ohOpMIICHHUS JOKYMEHTOB.
2. TpebGoBanus K 0(OpMIIEHHIO PEKBU3HUTOB

3ar OHOBO‘-IHOﬁ qacTu OpraHI/ISaI_II/IOHHO-paCHOpﬂI[I/ITCJILHLIX
nokymeHToB coriacHo 'OCT P 7.0.97-2016




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

3. TpeboBanms K 0(hOpMIICHHUIO PEKBU3UTOB
coJIepKaTeIbHOM 4acTH OpTraHU3aI[MOHHO-
pacnopsauTesbHbIX 1oKyMeHToB corjiacio ['OCT P 7.0.97-
2016

4, TpeboBanus K 0(hOpPMIICHHUIO PEKBU3UTOB
O(OPMITSIFOIICH YaCcTH OPraHU3alMOHHO-PACTIOPSIIUTETHHBIX
nokymenToB coriacHo 'OCT P 7.0.97-2016

Hrorosblii TecT 32 3 Kypc

Bomnpoc 6

Kakum [OKyMEHTOM JOJDKHBI PYKOBOJCTBOBAThCS
JIENIONPOU3BOAUTENN  NPU  JIOKYMEHTHPOBAHUU  3TAIlOB
TPYAOBOTO LMKJIa — OT TMpuemMa Ha paboTy HOBOTO
COTPYAHHMKA JI0 €r0 YBOJbHEHUS:

Br16epute o1H OTBET:

a. 'ocymapcTBeHHas cucTemMa JIOKYMEHTallMOHHOI'O
obecrieuenus ymnpasieHus. OCHOBHbIE ToyiokeHUs1. OO1ue
TpeOoBaHUS K  JIOKyMEHTaM M ciayx0aM  JOKy-
MEHTAI[MOHHOT0 O0ecreueHus

b.TOCT PI'OCT P 7.0.97-2016 «YHucdunupoanHas
cucrema OpraHU3aMOHHO-PACIOPAIUTENbHOM
JoKyMeHTaluu. TpeboBaHus K 0QOPMIIEHUIO TOKYMEHTOB

c. AnpOoMm yHHPUUIUPOBAHHBIX (OPM TMEPBUUHOU
YYETHOM JOKYMEHTAlMM I0 Y4eTy TpyJa M €ro OILaThl,
yTBepkaeHHbIM [locTanoBnenuem I'ockomcerara Poccun

d. O61epoccuiickuii KJ1accudukarop
YIIPaBJICHYECKON TOKYMEHTALNH

Bomnpoc 7

OTMeTUTH BOIIPOC

Kakoe onpeznenenne 1pUINYECKON CUIIBI JOKYMEHTA
ABIIIETCS CTaHJApTU3UpoBaHHBIM (3akperuieHo B ['OCT P
51141-98):

Bri6epute o1H OTBET:

a. IOpUIMYecKas CWiIa JOKyMEHTa — 3TO CBOMCTBO
O(QUIMATIEHOTO JJOKYMEHTA, CO00IIaeMOoe eMy JIEHCTBYIOIIUM
3aKOHOAATEIbCTBOM, KOMIIETCHIIMENH M3JIaBLIETO €ro OpraHa
Y YCTAHOBJICHHBIM MOPSIAKOM O(QOPMIICHHUS

b. ropuanueckas cuiia JOKyMEHTa — 3TO CIIOCOOHOCTb
YIOPaBIE€HYECKOIO0 JOKYMEHTa BBICTYNAaTh B KadyecTBE
0053aTEIbHOTO  JJIi  YYAaCTHUKOB YIPABICHUSA: OPraHoOB
yIpaBleHus, ux CTPYKTYPHBIX noJipa3ziesieHuH,
OOIIECTBEHHBIX ~ OpraHM3alui,  JODKHOCTHBIX  JIHII,
rOCYy/AapCTBEHHBIX CIYKalIUX U TpaxkaaH

C. IOpUIMYEcKas CUJla IOKyMEHTa — 3TO COOTBETCTBUE
JTOKYMEHTHUPOBAHHOMN nHpopmanuu TpeOOBaHUSIM
ounManbHOCTH, JIOCTOBEPHOCTH, 00BEKTUBHOCTH,
0ecCIOpHOCTH, OCHOBAHHBIM Ha 3aKOHOATEIbCTBE

d. ropunuyeckas cuiia JOKyMEHTa — 3TO YCJIOBUE, IIPH
KOTOpOM  WH(pOpMaIus  JOKyMEHTAa  MOXET  OBITh
UCTONb30BaHa B c(epe ympaBieHHs Oe3 COMHEHHUS B ee
JIOCTOBEPHOCTH JJIS OCYIIIECTBIICHUSI JIFOOBIX TEUCTBHUI

Bompoc 8

OTMETUTH BOIIPOC




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

Kakomy TepMHHY  COOTBETCTBYET  ClEIYIOIIEe
CTaHJAPTU3UPOBAHHOE  OIpEJelieHHe (3aKpeIuieHHOE B

I'OCT P 51141-98): «.... — 3T0 mpocTaBiIeHUE HEOOXOTUMBIX
PEKBU3UTOB, YCTaHOBJICHHBIX MpaBUiIaMu
JIOKYMEHTHPOBAHUSD:

Bribepure ouH OTBET:

a. obopMIIeHHE JOKYMEHTa

b. yaudukanus 1oKkymeHra

c. popmymsip-obpazen

d. cocraBnenue 10KyMeHTa

Bompoc 9

OTMETUTH BOIIPOC

Kakoii nOKyMEHT sBISI€TCS OCHOBHBIM aKTyaJbHBIM
HOPMAaTUBHBIM JOKYMEHTOM B OOJAcTH COCTaBIEHUS U
oopMiIeHHUS OpraHU3alMOHHO-PACIOPAIUTENBHOM
JIOKYMEHTallUU:

Br16epute o1H OTBET:

a. 'OCT P 6.30-2003

b. IlpaBuma npenonpou3BoACTBa B (enepaabHbIX
OpraHax  HUCIHOJHUTENBHON  BJIACTH,  YTBEPXKICHHBIC
[Toctanosnenuem IlpaBurenscrBa P® ot 15 urons 2009 r.
Ne477

c. OKYIA - OK 011-93. OOmepoccuiickuii
KJ1accupuKaTop yIpaBlIeHYEeCKOU JIOKYMEHTAIlUH,
yrBepxkaeHHbIN [locTanoBnenuem [Noccranmapra PO or 30
nexabpst 1993 r. Ne229

d. TCHOY — TocymapcTBeHHass  cuCTeMa
JIOKYMEHTalMOHHOTo o0OecrieueHus ynpanieHus. OCHOBHbIE
nosiockeHus. OOmiue TpedoBaHUs K IOKyMEHTaM M Ciiy:k0am
JIOKYMEHTallHOHHOTO o0ecrieyeHus, yTBEp)KJICHHAs
npuka3zoM ['maBapxuBa CCCP ot 23 mas 1988 1. Ne 33

Bompoc 10

B kakoM ciydae yupexaeHHE HMMeEeT IIPaBo
YAOCTOBEPATh JOBEPEHHOCTh Ha TOJY4YEHHE JEHEXKHOTO
BKJIa/1a B OaHKe:

Br16epute o1H OTBET:

a. €CJIM JOBEPUTEINb U JINLO, KOTOPOMY OH JOBEpSET,
ABIIAIOTCS TpaxaaHamMu Poccun, XOTS U HE SBISIFOTCS
pabOTHUKAMU TaHHOTO YUPEKICHUS

b. ecnu noBepuTens sBiIsIETCS PaOOTHUKOM JaHHOTO
YUpEXKIEHUS, a JINLO0, KOTOPOMY OH JIOBEPSIET, HE SIBIISIETCA
PabOTHUKOM JTaHHOTO YUpeXKICHUs

C. €CIM JIOBEpPUTENb HAXOJIUTCS Ha CTAallMOHAPHOM
U3JICYECHUH, HO SIBJIsSIETCS PAOOTHUKOM JAHHOTO YUPEKIACHMUS,
U JINIO, KOTOPOMY OH JIOBEpSIET, TaKXe SBIAETCA
PabOTHUKOM JTaHHOTO YUpeKICHUS

d. ecnmu noBepuTens HE SABISAETCS PaOOTHUKOM
JAHHOTO YYpEeXJIEHHUs, a JIULO, KOTOPOMY OH JOBEpSeT,
ABISIETCA PAOOTHUKAMU JAHHOTO YUPEKICHHS

Bompoc 11
Kakoli pexkBU3UT HUCHOIB3YETCS A YAOCTOBEPEHUS
JIEKTPOHHOI'O IOKYMEHTA:




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

BriGepute oquH OTBET:

a. QJIEKTpOHHAas LU(POBasi MOANUCH

b. naeHTHUKATOpP NEKTPOHHON KONMU JOKYMEHTA

C. KoJl (hOpMEBI TOKyMEHTA

d. perucTpallMOHHbIN HOMEp JOKYMEHTa

Bomnpoc 18

Ha xakux Onaskax pacnonaraercs ['ocynapcTBeHHbIN
rep6 Poccuiickoit denepannu B OJJHOIBETHOM BapHaHTE:

Bribepure ouH OTBET:

a. pemenudi BepxoBHoro Cyna  Poccuiickoi
denepauuu
b. MexXBeJOMCTBEHHOI KOMHCCUM IO  3allUTe

rOCYIapCTBEHHOW TAHBI

C. IUITOMATUYECKUX MPEACTABUTEIBCTB, KOHCYJIBCKUX
VUPEKICHUN W HMHBIX O(PHUIMANIBHBIX TMPEICTABUTEIHCTB
Poccuiickoit  ®enepauun 3a npenenamu  Poccuiickoit

denepauuu
d. Anvuauctpammm  [Ipesumenta  Poccuiickoit
denepauuu

TeMbl KypcoBbIX padoT (3 Kypc)

1. Ponb w® Mecro rocygapCTBEHHOM  CHUCTEMBI
CTaTUCTUKM B  YNPAaBICHUM  HALUMOHAIbHBIMU
MH(POPMAITMOHHBIMH PECYPCAMH.

11. Hcropust  CTaHOBJIEHHS  OTEYECTBEHHOMU
CTaHJAPTU3aLUN JOKYMEHTAMOHHBIX IIPOLIECCOB.

12. Ucropus CTaHOBJICHUS COBPEMEHHBIX
(YHKIMOHAJIBHBIX CUCTEM JIOKyMeHTauuu B Poccuiickoit
denepanuu.

13. Oco0eHHOCTH TOCYyAapCTBEHHOW CHUCTEMBI
Hay4YHO-TEXHUYECKOHN TOKYMEHTAIINH.

14. AHanmM3 CUCTEMBI KaJIpOBOW JOKYMEHTAIMH

rOCyJJapCTBEHHOM OpraHu3aluu.
15. Xapakrepuctuka ECKK TOCH, eé poas B
YIpaBICHUU HAMOHAJIBHBIMU HH()OPMAIIMOHHBIMU
pecypcamu.

YK-6: CniocoGen ynpaBasiTb CBOMM BpPeMEHeM, BbICTPAUBATH M PeaTn30BbIBATH
TPAEKTOPHIO CAMOPA3BUTHS HA OCHOBE MPUHIUIIOB 00pPA30BaHUs B TeYeHUe Beeil KU3HH

YK-6.1: Ucnonszyer Koutpoasnas padora (2 kypc)
UHCTPYMEHTBl U 2. Bpl omo3nanu Ha paboty Ha 2 yaca. PykoBoacTBo
METO/IbI notpeboBaio  oTr Bac = 0oOBsCHeHUI. Odopmure
yTpaBJIeHUS COOTBETCTBYIOIIUI IOKYMEHT.
BpEMEHEM npu IIpakTH4yeckoe 3a1aHue K Teme 2.3
BBITTOJTHEHUH [Tonme3ysice «HopmamMu BpeMeHH Ha pabOTHI IO
KOHKPETHBIX JOKYMEHTAllMOHHOMY ~ OOECIEUeHHMIO  YNpPaBJIEHUYECKUX
3aad, TPOEKTOB, | CTPYKTYp (heaepalbHbIX OPraHOB UCTIOTHUTEIIEHOW BIACTH,
P JOCTUKEHHUH | YCTAHOBUTE 3G HEKTUBHOCTD yHU(pUKaIUU bopm
MOCTaBJICHHBIX nokyMmeHToB. [IpuBenuTe mpumMep.
nenen

VK-6.2: | Onpenensier IIpakTyeckoe 3aganue 8 (3 xKypc)
MIPHOPUTETHI Bbl  XOTHTE  yCTPOUTHCS  AEIONPOU3BOAUTEIIEM.
COOCTBEHHOM CocraBbTe 1151 cedst pe3tome.
NesITeIbHOCTH,

JJUMYHOCTHOI'O

Tecr 2.4




Kon Nupukarop
WHNKATO TOCTHKEHUS OrneHoYHBIE CPECTBA
pa KOMIETEHIIUU
pa3BUTHUS u Kakoii n0KkyMeHT Helb3si OTHECTH K JHYHBIM
npoecCHOHATLHO | JOKYMEHTaM:
ro pocra Bribepute o1H OTBET:
a. XapaKTepUCTHKA
b. pe3tome
C. IWYHASI KApTOUKa
d. aBToOMOTpadus
Ha kakom Bu/ie THYHBIX TOKYMEHTOB 0(hopMIIsieTcsi
ajgpecar:
Bribepute o1H OTBET:
a. XapaKTepUCTHKA
b. 1oBepeHHOCTh
C. pe3rome
d. 3asBneHue
Tect k Teme 2.4 (3 kypc)
N3 nepeuncieHHbIX HHKe BHAOB JOKYMEHTOB
BbIOEpHUTEe HOPMATHBHBIN MPaBOBOM aKT, SIBJISAIOLIHIiCS
OCHOBHBIM B peryJiupoBaHuM TPYAOBBIX
NPaBOOTHOIIEHUH  padoToxarensi (rocyaapcTBeHHOI
OpraHu3amum, cO0CTBEHHUKA npeanpUuATHs) ]|
pabdoTHHMKA:
Bribepute o1H OTBET:
a. Amb00M (hOpM TIEPBUYHON YICTHON JOKYMEHTAIIHH
M0 TPYJOBBIM OTHOIICHUSIM
b. Tpy10BOIi TOTOBOP
c. TpynoBoii konekc PO
d. TpyioBO€ cornamieHne
YK-6.3: OueHuBaet Tembl kKypcoBbIX padoT (3 Kypc)
TpeOOBaHUs PhIHKA 1. Poib m MecTo JOMKHOCTHBIX HWHCTPYKITUI
Tpyaa U | IepCOHANa B yMpaBICHUH OpraHu3alued, 0COOEHHOCTH WX
MIPEATIOKEHUS pa3paboTku, opopMIICHHS.
00pa3oBaTeNbHBIX 2. OcHoBuble HampaBneHusi BHenpenus YCJI,
yCIIyT ISt 3a/la4l rOCyJapCTBEHHOTO HAA30pa M OTPacIeBOrO
BBICTpauBaHUs KoHTpouist BHenpenust Y C/I.
TPaCKTOPUHU
COOCTBEHHOTO
npodeccroHalibHO
ro pocTa
YK-7:  Cnocoben  moajepkuBaTh  JOJLKHBIH  ypOBeHb  (DM3MYECKOM
MOJAr0TOBJIEHHOCTH /IJIsl o0ecrieyeHusl MOJHOLEHHOH CONUAILHOI U npodeccHoHAIbLHOM
AeATeJbHOCTH
YK-7.1: Bribupaer Tect Kk Teme 2.1
30poBbecOeperato | [na obecneuenus onmumanbHoil pabomocnocoonocmu u
M€ TEXHOJOTHH | COXPAHEHUs 300p06bs npogeccuonanvbnovix

JUIS  TIOJIep KaHUS
310poBOrO 0Opasza
KU3HH C Yy4YETOM

(hU3HOTOTHYECKHIX
0COOEHHOCTEH
opraHusma "
YCIOBUU
peanu3anum

poeCCHOHATILHO

nonvzoeameneit IDBM u B/IT na npomsasxcenuu pabouezo
OHA OO0NIHCHBL YCMAHAEIUEAMBCA PeIaMeHmMUpPOEaAHHbIE
nepepuwievl. Yem pecynupyemca ux epema?

a) MPOJIOJKUTENIBHOCTBIO paboyero JHs;

0) BUIOM TPYNOBOM NEATEILHOCTH;

B) KaTeropueu TpyJ0BOH eATeIbHOCTH;

T') BCE OTBETHI BEPHBI.




Kon
HHIUKATO

pa

Nupukarop
TOCTHKEHUS
KOMIIETEHIIUHA

OneHouHble CpeacTBa

¥ IeITeNbHOCTU

Ilpu 8-uacoeom pavouem one u pavome na B/AT u II9BM
ona I zpynnel pabom - peznamenmuposanHvie nepepviévl
ciedyem yCmanaenueamp:

a) yepe3 2 yaca OT Havaja paboueil CMEHBI U 4yepe3 2 Jaca
nocie OOEIEHHOIO IMepephiBa MPOAOJDKUTEIBHOCTRIO 15
MHHYT KaKJIbli;

0) yepes 2 yaca oT Havasia pabodeil cMeHbI U uepe3 1,5-2 gaca
nocyie OOEAEHHOI0 IepephbiBa MPOJOJKUTENBHOCTRIO 15
MUHYT KaX]IbIH WIN MPOIOJDKUTENLHOCThIO 10 MUHYT depe3
KaXKIbIH 4ac paboThl;

B) uepe3 1,5-2 yaca ot Havasa pabodeii cMeHbI U uepes 1,5-2
yaca rnocie 00eIeHHOTO MepepbiBa MPOI0JKUTENILHOCTHIO 20
MUHYT KaX]IbIF WIN MPOIOJDKUTEIILHOCTBIO 15 MUHYT depes
KK 4ac paboThlI.

I') HET BEPHbIX OTBETOB.

YK-7.2:

[Inanupyer cBoe
pabouee u
cBOOO/IHOE BpeMs
JUISL OITUMAJILHOTO
COYETaHUs
(buzmdeckoi u
YMCTBEHHOU
Harpy3Ku u
obecrieyeHus
paboTocrocoOHOCT
u

IIpakTHyeckoe 3aganue K Teme 2.4
N3yunTe HOPMBI BPEMEHH IO CO3/IaHUIO OPraHHU3aLMOHHO-
NPaBOBBIX  JOKYMEHTOB, TMOJb3YSCh  JCHCTBYIOIIMMH
«HopMbl BpemeHum Ha paboThl O JAOKYMEHTAllMOHHOMY
00ECTIEYeHNI0 YIPABICHYECKHX CTPYKTYp (QenepatbHbIX
OpraHoB  WCIOJHHUTENbHON  Biactu». HazoBure Bua
OpraHu3allMOHHO-TIPABOBOTO JOKYMEHTA M BpEMsl €ro
COCTaBJIEHUS U OPOPMIICHHSL.

Tect 2.4
Kakoe Bpemsi (B yacax) OTBOAMTCS Ha MOATOTOBKY
M0JI0KEHHUS 0 CTPYKTYPHOM NoJApa3ieseHuu?
a) 12,3
0) 20
B) 20,7
r) 150

HazoBuTe HOpPMATHMBHBIA  €OCTaB  JACHCTBUH 1O
NMOAr0OTOBKE HWHCTPYKUMH 1O JOKYMEHTAIIHOHHOMY
00CJIy’)KMBAHMIO (1€JI0NPOU3BOACTBY).

a) U3y4eHHE HOPMATUBHO-METOAMYECKON U TIPaBOBOMU
JTUTEepaTyphl U MITATOB (eepallbHOrO oprana, QyHKIUN u
3aay  MOJpa3/ieJIeHUuH, 3aHATHIX  JOKYMEHTAI[MOHHBIM
obOecrieueHreM yMpaBlIeHUs, TMOATOTOBKA HMHCTPYKIIHUH,
KOPPEKTUPOBKA, TIeYaTaHUE, YTBEPKACHHUE, PA3MHOKECHHUE;
0) u3yueHHe MPaKTUKU pabOThl KOJJIETHATBHOIO OpTraHa,

TEXHOJIOTMM  IOATOTOBKM  MarepuajioB Uil  €ro
(YHKIIMOHMPOBAHUS; TOATOTOBKA IPOEKTa perjaMeHTa,
COTJIaCOBAHME CO  CTPYKTYPHBIMH  IOJpa3/IECICHUSIMY;

neyaTaHue, yTBEpKACHUE, Pa3MHOXKEHUE, PAaCChIIKa;
B) cOop Tabenell yHHUQUUIUPOBAHHBIX (OPM JTOKYMEHTOB
CTPYKTYPHBIX TOJpa3JeNieHuil  (QenepasbHbIX  OpraHoB
WCTIOJTHUTEIIHOW BIIACTH, aHAJIU3 BBIIBICHHOTO KOMIUIEKCA
yIpaBIEHYECKUX JOKYMEHTOB; orpeJiesieHue
1eJIecO00Pa3HOCTH CO3JaHUsI W TIPUMEHEHUS KOHKPETHBIX
JOKYMEHTOB. BBISIBICHHE COCTaBa HEYHU(PHUIIMPOBAHHBIX
(bopM JOKYMEHTOB, UCKITFOUEHHE TyOIHUPYEMbIX IOKYMEHTOB
U HENPaBOMEPHO HCIOJIB3YeMbIX (OPM JOKYMEHTOB,
rpynnupoBka ¢GopM  JOKYMEHTOB 1O (QYHKIUAM |




Kon Nupukarop
WHNKATO TOCTHKEHUS OrneHoYHBIE CPECTBA
pa KOMIICTEHIIHH

yIpaBICHYECKUM 3a/layaM, IOJTrOTOBKA, COTJIACOBAHUE U
YTBEPKIACHHUE STUHOTO Tabelss yHHPUIUPOBAHHBIX (OPM;
') U3y4YCHHE HOPMATHBHBIX MPABOBBIX AKTOB METOIMYECKUX
JIOKYMEHTOB, TIOATOTOBKAa WHCTPYKIIMH, COTJIACOBAaHUE,
KOPPEKTHPOBKA, NIeYaTaHUEe, PA3MHOKCHHE.

YK-7.3: Cobmronaer u | [IpakTnyeckoe 3aganue K teme 2.4

ponaraHjupyeT 3anoJiHuTe KAPTy CAaMOOLIEHKH 310POBOr0 00pa3a KU3HHU

HOPMBI 3JJOPOBOTO
oOpaza JXH3HU B

Pa3IUYHBIX
KU3HEHHBIX
CUTyallUsiX U B
npodeccroHaibHO

U 1esITeENbHOCTHU

(307K) cy0ObeKTOB YNpaBJEHYECKOI0 TMpolecca H
caejaiiTe BBIBOABI 0 CBOeM o00Opa3e JKHU3HH KaK
COCTABJAIONIEH dYejloBeueckoro kamurtaiaa. Kakue

peKOMeH/Ialli BbI 1aJ11 ObI ce0e /115l OBbILLIEHNS CBOET0
YeJIOBEYeCKOr0 KanmuTaja B IJiaHe 3A0poBbsi? Kakmx
JAefCTBHUI BbI JK1eTe 0T CBOero 0yayumero padoroaaresisi ¢
TOYKH 3PEeHUsI COXPaHEeHHUs U BOCIIPOU3BO/ICTBA 3/[I0POBbS
padoTHNKOB cay:xk0b1 JJOY?

B kakom JokyMeHTe ciielyeT 3aKpenuTh TPeOOBaHUS K
COOJIIOIEHUIO 3/10POBOI0 o0pa3a KU3HM PaOOTHUKOB
opranm3anuu (¢ TOYKHM 3peHMs PA0OTHMKOB H

aboronareJisi)?

NeNe| Cocrasinsromue (30XK)
/T | YeloBeKa U MO3HIIMHU IO
Ka)XJ10M COCTABJISIOIICH

OrneHka
30K B
Oajiax
4/3]2]1]0
1. Co0uro1eHne JUYHOM TMTrieHbl
1.1. ['uruens! Teaa
1.2. [UrueHs! 01Xk Ibl
1.3. [[MrueHs! mocrean
1.4. [CurueHs! *KUIALIA
1.5. [['uruena cBoero pabouero
MecTa
2. PanuonanbHOe MUTaHHE
bamanc B MTHIIIEBOM|
[paIone OENKOB, KUPOB U
YTJIEBOJIOB
Hanuuaue B
BUTAMHUHOB
Hanuuaue B MHUILC
MUHEPATLHBIX BEIICCTB
[IpupomocooOpa3HbIil s
MHIMBUA 00bEM ITHIIN
[IpupomocooOpa3HbIil s
MHIMBUIA COCTAB IMHUIIU
[IpupomocooOpa3HbIil JIs
MHINBUIA peXUM
MUTAHUS
[Ipeobnananue B
[MUIIIEBOM parone
HATYpaTbHBIX (<GKUBBIX»)
ITPOTYKTOB
3. JBuxenue
E>xeIHeBHOE BBHINOJIHEHUE
YTpEHHEH 3apsIKu

O6muiCpenauii
Oamur | Oaiur

2.2. MHUIIE

2.3.

2.4.

2.5.

2.6

2.7.




Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

3.2.

Brinoanenue
CIIEIUATIbHON TUMHACTUKU
B TEUEHHUE JHSI

3.3.

SausaTue KaKUM-JI100
BUIIOM criopTa IS
3I0POBbS

3.4.

Opranu3zanus CBOMX
OOBIYHBIX IOBIJKEHHH C
YIETOM TpeOOoBaHU
(bu3M4eCKOil KyJIbTYpHI

3akajJiuBaHue

Brinonnenue
CITEIIHATBHBIX
3aKaJIMBAIOIIMX MPOLIECTYP

4.2.

O0rBanue XOJIOTHOMH
BOJIOM

4.3.

PeryisipHbIe IPOTYJIKM HA)
CBEXKEM BO3J1yXE

4.4.

Opnexxaa Mo Ce30Hy W IO
norojye

4.5.

PerymnsipHoe  mocelieHue
OaHu

OTcyTcTBHE BpeIHBIX NPUBBIYEK

o.1.

TabakoKkypeHust

0.2.

3n0ynoTpebaeHus
QJIKOT0JIEM

5.3.

HapxoTnueckoit
3aBUCUMOCTH

Pexum Tpyn

a U oTAbIXa

Cobmnronenue HOPM
YepeI0BaHUS
(bu3n4ecKoro u
[YMCTBEHHOTO TpyJa

6.2.

BeinoHeHUEe BO  BpeMs|
[YMCTBEHHOU paboThl
CIEIIMaJIbHBIX
MEpONPHUSTHH,
CHUMAIOLINX YMCTBEHHOE
[epeHanpsKeHne

6.3.

BrinonHenue CBOEH
TPYIOBOM IEATEIIBHOCTH C
yueToM TpeboBanuit HOT
(Hay4yHOH  OpraHu3aluu

Tpyna)

6.4.

[ loTHOIIEHHBIN COH

Ilcuxonornyeckuii Kompopr

7.1.

YMeHue CcoXpaHATh WIH|
OBICTPO BOCCTAaHABIIMBATH
TyIIIEBHOE PAaBHOBECHE

7.2.

'YMeHme BUJICTH,
MOJIOKUTEIBHOE B
OKPY’KaIOIIEM MHPE



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

Kon Nupukarop
HHIUKATO JOOCTHUKECHHUS OueHouHbIE CpeiCcTBa
pa KOMIIETEHIIUHA

7.3. [YMeHue CTPOUTH
FapMOHHYHBIC OTHOIIICHUS]
C OKPYKAFOIIUMH JIFOIbMHU

7.4. [[Ipunstue CBOUX|
HEI0CTaTKOB Kak
HEN30EKHOTO  CIICACTBUS
YesI0BEYECKON IPUPOAbI

7.5. [YMeHue W3BJICKATHh)
MOJIOKUTEITBHBIC YPOKH M3
CBOMX JKU3HEHHBIX
CUTYyalHil

7.6. [YMeHHe mNpUHUMATh C
MHPOM KHU3HD u
OKPY KON MUD

7.7. |CtpemiieHue K|
CaMOCOBEPILLICHCTBOBAHHIO

7.8. [YMeHnue CTOUKO
[IEPEHOCUTh MOPAKEHUS U
PKN3HCHHBIC HEB3TObI

7.9. (OnTuMucTHYECKOE
MUPOBOCTIPUSTHE

7.10.[Y 10BI€TBOPEHHOCTH
CBOEH Cy/1b00 B 1IEJIOM

7.11Ymenue mnepexuBarb B
DPKH3HH PaJIOCTh

7.12.|Y 1OBJIETBOPECHHOCTH
CBOEH MI0JIOBOM|
MPUHAICKHOCTHIO

7.13.[TonepaHTHOCTD

NUTOI'O




0) Ilopsinoxk mpoBeaeHHs] MPOMEKYTOYHOW aTTeCTAMU, NMOKA3aTeJM W KPUTEPUH
OLICHMBAHMSA:

- Ha OLEHKY «3a4TeHO», €CIM IMpPeoJoJeBaeT IMOpPOroBblii ypoBeHb. OOyuarommiics
MIOKa3bIBaCT MOPOroBbIii ypOBEHb C(HOPMUPOBAHHOCTH KOMIETEHIUH, T.€. 3HAET OCHOBHYIO
JOKYMEHTOBEAUECKYI0 TEPMHHOJIOIMIO; OCHOBHBIE HOPMATHBHO-METOJUYECKHE MATEPHAIIBI T10
JOKYMEHTHPOBAHUIO YIPABICHUYECKOM JIEeATEILHOCTH; CIIOCOOBI M CPEICTBA JOKYMEHTUPOBAHMS;
3aKOHOMEPHOCTH PAa3BUTHS JOKYMEHTa; CTPYKTYpPY AOKYMEHTA; XapaKTEPUCTHUKY U OCHOBHOM
COCTaB YHU(HUIMPOBAHHBIX CHUCTEM JOKYMEHTAIMH;, THUIIOBOH COCTaB CHCTEM JIOKYMEHTAllUU
yupekAeHui 11000 OopraHu3alMOHHO-TIPAaBOBOM (DOPMBI; IJIaBHbIE MpPaBUJIa COCTABICHUS U
opopmieHHS JOKYMEHTOB; OOLIMI TMOPSAJOK OpPraHM3alud JTOKYMEHTOB B KOMIUIEKCHI;
TEOPETUYECKHE OCHOBBI BEICHMs ICIOBOM IIEPEIUCKH; COCTaB U COACPKAaHUE HOPMATHUBHO-
METOAMYECKON 0a3bl MO COCTABJICHUIO M O(POPMIICHHIO CITY>KEOHBIX JOKYMEHTOB; CHEIH(UKY
A3bIKA YIPABIECHYECKONW JOKYMEHTALMH; Y MEET aHaJIM3UPOBATh HOPMAaTUBHO-
METOJMYECKHE NCTOUYHUKU IO JOKYMEHTUPOBAHUIO YIIPABICHUECKON NEATENbHOCTH; IIBIMAETCS
XapaKTepu3oBaTh M aHAIM3UPOBATh YHU(PHUIHMPOBAHHBIX CHCTEM JOKYMEHTAllMM;  BBIABIATH
TUIIOBOW COCTaB CHUCTEM JOKYMEHTALUU YUYPEXKACHUN J000i opraHu3aliMOHHO-TIIPABOBOM
(GopMbl; NPUMEHSTH MpaBHUia COCTaBIECHUS U 0OpPMIIEHUS JOKYMEHTOB Ha IpakTuke. Brnaneer
OCHOBHBIMH  TIpUEMaMH  COCTAaBJICHUS H  OQOPMIICHHS OCHOBHBIX  YIPABICHYECKHX
JIOKYMEHTOB; 3HAHUSMHU OCHOBHBIX IIP0O0OJIEM B 00JIACTH JOKYMEHTOBE/IEHUS; HABBIKAMU PaOOTHI C
OCHOBHBIMH HAy4YHBIMH W TEPHOAMYECKUMH M3IaHUSMH B OOJACTH JOKYMEHTOBEICHUS;
HaBbIKaMU pPAa0OThl C OCHOBHBIMM MHTEPHET-UCTOYHHKAMHM B OOJIACTH JIOKYMEHTOBEJCHHUS;
3HAHUSIMH HOPMAaTHUBHO-TIPAaBOM M HOPMATHBHO-METOJUYECKOW 0a30i TOKYMEHTAIMOHHOTO
o0ecrieueHus yrpaBJIeHUs;

— Ha OLIEHKY «He 3a4TeHO0» — pPe3yJbTaT OOy4eHHs HE JOCTUTHYT, oOydarolluiics Ha
IIPAKTUYECKUX 3aHATUAX, IPU BBIIOJHEHUH IPAKTUYECKUX 3aJaHUM U YCTHBIX OTBETAaX HE MOYKET
10Ka3aTh 3HaHUS Ha YPOBHE BOCIPOHM3BEACHUS M 00BICHEHHUS HH(POPMAIINY, HE MOXKET MOKa3aTh
MHTEIJIJIEKTYaJIbHbIE HABBIKU PELIEHUS MPOCTHIX 3a1a4.

JNuddepenunpoBanHas olleHKAa BHICTABISETCS Ha 3a4€Te C OLIGHKOW B COOTBETCBHH C
CO CJICAYIOUIMM MPOIEHTHBIM COOTHOIIIEHHUEM OT BBIITOJIHEHHOTO 00beMa MPaKTHIECKUX 3aJaHUN
TEKYIINX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yAOBICTBOPUTEIBHO» (3 Oaia)

75-90% - 3auTeHO «XxopoIo» (4 6anna)

90-100% - 3auTeHO «OTINYHOY (5 OaTOB)

— HA OLIEHKY «He 3a4TeHo» (2 6amna u 1 6amn)



Ipuioxkenue 3
MeToanyeckue yKa3aHus JJIs CAMOCTOSAITEJIbHOM PadoThI CTYA€HTOB

B mporecce BBIOTHEHHS CAaMOCTOSTENBHOW PAa0OTHI CTYACHTHI JOJDKHBI HAYYHTHCS
BOCIIPMHMMATh CBEJIEHUS Ha CIyX, (UKCHUpPOBAaTh MHGOpPMALMIO B BUJE 3alUCEH B TeTpaisx,
paboTaTh C MUCHbMEHHBIMU TEKCTaMH, CAMOCTOATEIbHO U3BJIEKAs U3 HUX I10JIE3HbIE CBEACHUS U
opopmisii MX B BHJIE TE3MCOB, KOHCIEKTOB, CHCTEMAaTH3MpOBaTh HH(GOpPMALUIO B BHJE
3aIl0JIHEHU TaOJIMILl, COCTAaBIEHHs cXeM. Ba)kHO HayunThCsl BBIIEISTH IJIAaBHBIE MBICIIU B JIEKLIUU
npernojaBarens JUOO0 B MHCbMEHHOM TEKCTE;, aHAIM3MPOBATH SBICHHSA;, ONPEICHSATh CBOIO
MO3HIIMIO K TOJyYEHHBIM Ha 3aHATUAX CBEJICHHSIM, YETKO (hOPMYIHPOBATh €€; apryMEHTUPOBATh
CBOIO TOYKY 3pEHHUA: BBICKA3bIBATh OLICHOYHBIC CYXICHMS; OCYILIECTBIATh CaMOAHAJIM3.
HeoOxonuMo y4yuThbCsl BIaJieTh YCTHOM M IMCBbMEHHOW PEUbl0; BECTHU JUAJIOT; y4acTBOBATH B
JMCKYCCUM; PpAacKpbIBaTb COJAEp)KaHUE M3y4yaeMoil mpoOieMbl B MOHOJOTHMYECKOM peun;
BBICTYIIaTh C COOOLIECHUSMHU U JIOKJIAZIaMU.

IToaroroBka K mnpakTH4yeckuM 3aHATUSIM. CeMHHAap — OAMH W3 OCHOBHBIX BHJIOB
IPAKTUYECKUX 3aHATUN N0 TYMaHUTApHBIM AucuUIInHaM. OH NpeHa3HauyeH Jyisd yriryOJeHHOro
U3y4YeHHs OTJENBHBIX TeM M KypcoB. 1o ¢opme npoBenenns ceMuHapbl OOBIYHO MPEICTABISIOT
co0oii perreHne 3aaa4, 00CyKIeHUE TOKIAI0B, Oeceay 1o IJIaHy WIH JUCKYCCHIO 110 TIpodiieMe.

[ToaroroBka K 3aHATHUSIM 3aKJIIOYAETCS, PEXK/IE BCETO, B OCBOEHUU TOT'O TEOPETUYECKOTO
MarepHaja, KOTOpbld BBIHOCUTCS Ha oOcykaeHue. Jias 3Toro Heo6XoaIuMO B MEPBYIO OYEpeb
HepevynTaTh KOHCIEKT JEKIMU WIN pa3zelbl yueOHHUKa, B KOTOPBIX MPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne pekoMeHAOBAaHHOM JHUTEpaTypbl HEOOXOAUMO CHeNlaTh MaKCHUMalbHO
TBOPUYECKN — HE MPOCTO YKJIAAbIBas B MaMATb HOBBIE CBEICHMS, a OCMBICIMBAs U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C IOMOILUBIO 3alMCEH, BBINMCOK WIM TE3HCHOTO
KOHCIIEKTa.

Ecnu cemunap mnpenctaBieH JOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBEJCHUE JISXKUT Ha Jokiaauukax. Kak cienars 3To ycnemHo cMoTpUTe B paszeine «Jlokmany.
OpHako poib OCTaJbHBIX YYAaCTHUKOB CEMUHapa HE JOJDKHAa ObITh maccuBHOW. CTYIEHTHI,
IIpOCITylIaB AOKJAJ, 3alIMCBIBAIOT KPATKO IVIABHOE €ro COAEpKAaHHWE W 33[ar0T BHICTYyHAIOLIEMY
yTOUHSAOLIME BorpocoB. UeM Oosiee ocHOBATENbHOM ObLIa JOMAIIHAS MOATOTOBKA MO TEME, TEM
aKTUBHEE MPOUCXOAUT 00Cy KAeHNE MPOOIEMHBIX BOIPOcoB. Ha ceMrHape BCsiuecKu MoopsieTcs
TBOPYECKAs, CAMOCTOSTEIbHASI MBICIIb, JAE€TCS BO3MOYKHOCTD BBICKA3aTh KpDUTHUECKHE 3aMEUAHHUS.

becena mo mumany mnpexacraeisieT co0Ooil 3apaHee MOATOTOBIEHHOE COBMECTHOE 00-
CY’KJIEHHE BOIPOCOB TE€MbI KaXKIbIM M3 YYaCTHHKOB. JTa ¢opMma moTpedyeT OT CTYJEHTOB He
TOJIBKO XOpOIIEH CaMOCTOSITENbHOM MPOpabOTKU TEOPETUYECKOro MaTepuaja, HO U yMEHHeE
y4acTBOBaTh B KOJUIEKTUBHOM JIMCKYCCHH: KPaTKO, YETKO U SICHO (OpPMYJIUpPOBaTH M U3JArarh
CBOIO TOYKY 3pEHMs IEpell COKypPCHHKaMM, OTCTauBaThb IIO3ULMI0 B HAy4YHOM CIIOpE,
IIPUCOEANHSTHCS K Uy>)KOMY MHEHUIO WM ONIIOHUPOBATH APYTUM yYaCTHUKAM.

Pedepar — camblii IpoCTON U HaUMEHEe CaAMOCTOSITENBHBIA BHJI MUCHMEHHON PabOTHI.
CyTb €ro coCTOUT B KPATKOM M3JI0KEHUH COAEPKAIINUXCS B HAYYHON JTUTEPAType B3I A0B U UeH
nmo 3ajaHHou Teme. Pedepar He TpeOyeT OpUTHHAIBLHOCTH W HOBHU3HBI. B HEM olleHWBaeTCs
yMEHHE CTyJleHTa paboTaTh C KHHUIOW: BBIACNATH M (QOpMYJIMpPOBaTh MpodiemMy, OTOMpaTh
OCHOBHbBIE T€3HCHl U BCIIOMOTaTeIbHbIE JaHHbIE, IOTHYECKH BBICTpanBaTh MaTepHall, TpaMOTHO
0(QOpPMIISITh Hay4HBIH TEKCT.

CrynenTtam mpeayiaraeTcs JaBa Buja pedepatHpix padoT:



PedepupoBanne Hay4dHOU IUTEpaTyphl MPEICTABISIET COOOM COKpAIEHHOE H3JI0KCHHUE
COJICp’KaHUsl CTaThbM WJM KHUTH C OCHOBHBIMH CBEJCHUSMHU M BbIBOAaMH. Takue pedeparsl
aKTyaJIbHBI TOT/Ia, KOT/Ia B FOPUINYECKUX MCTOYHUKAX TOSBIISCTCS HOBBIA TCOPETHUUCCKHUMA WU
IPAKTUYECKUH Marepuasl 1o uzydaemod Tteme. OT cTyaeHTa TpeOyercsi, BHHUMATEIbHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAKCUMaJIbHO TOYHO U IIOJIHO MEPEAATh €r0 COIEPKaHUE.
Jnis aToro nenecooOpa3Ho BeIOpAaTh GOpMY MMOCIEI0BATENLHOTO U3TI0KEHUS TPOYUTAHHON KHUTH,
HE MEHsS ee OOIIMi IJIaH U CTPYKTYpY (T71aBbl, pa3zaeisl, naparpadsl). Heooxoaumo coxpaHuTh
JIOTUKY TIOBECTBOBAHHUS M MO3a00TUTHCS O CBSI3HOCTH TEKCTAa. ABTOpPCKHE, OPUTHMHAIbHBIE U
HOBATOPCKHUE MBICITH U UJICH JIy4llle IepejaBaTh He CBOMMHU CIIOBaMHU, a C TOMOIIBIO IIUTHPOBAHUS.
O6wem pedepara OymeT ONpeneniaTbcsi COACpKAHWEM HCTOYHHKA, a TAKXKE €ro HaydyHOW W
NPaKTUYECKOM IeHHOCThI0. HOo B I50OOM cilydae MNpEeArouTeHHE OTHAeTCd KPATKOCTH H
JTAKOHUYHOCTH, YMEHHIO OTOMPATh TIIABHOE U OCBOOOXKIATHCS OT BTOPOCTEIICHHOTO.

Pedepar mo Teme  mpeacraBisieT 0030p HAyYHBIX B3IJSIOB W KOHIICTIIUN TIO
po0JIEeMHOMY BOIIPOCY B M3y4aeMoOi TeMe.

- Ecniu Bam mpennokeHa Tema Takoro pedepara Ha BBHIOOP, TO MPEANOYTEHHE CIETYET
OTJIaTh TOM, KOTOpasi AJis1 Bac MHTepecHa WiK 3HakoMa. OHa He JT0JKHA ObITh OYEHb CIOKHOUN U
00BEMHOIA, B TPOTUBHOM ciyyae pedepar OyeT HalOMUHATh KypCOBYIO paboTy.

- Hnsa moarotoBku pedepara CTyIAE€HTY HEOOXOIUMO CamMOMy WJIH C Y4acTHEM
npenoiaBaresns moxoopare UCTOUHUKH uHpopmaruu. Crenyer mo3ab0TUThCsI, YTOOBI B BallleM
CIIUCKE OKa3aJWCh HE CIIy4aliHbIe, a IICHHbIC B WH(GOPMAIMOHHOM IUTaHE KHHUTH. MOXKHO
BBIIIOJHUTH pabOTy, OOpaTUBIIMCL U K OJHOMY MCTOYHHMKY — IIOCOOMIO, MOHOTrpaduu,
uccienoanuio. Ho mydiie, eciiu Bbl 00paTutech K IByM-TPEM HaYYHBIM TPYZaM — 3TO MO3BOJIUT
MPEJICTaBUTh MPOOJIEMY C HECKOJIBKMX TOUYEK 3pEHUS M BBICKA3aTh TUYHbIC IPEATIOYTCHHUS.

- OJIHUM U3 TJIaBHBIX KPUTEPHEB OLICHKH pedepara OyIeT COOTBETCTBUE €T0 COJACPIKAHUS
3asBIeHHON Teme. Jlnsg »Toro OErmo O3HAKOMHUBIIUCH C TIEPBOMCTOYHUKAMHU COCTaBbTE
MpelBapUTeNbHbIN TaH Oynaymero pedepara, 0003HaYMB B HEM MPHHIMIIAAIBLHO Ba)KHbIE
MOMEHTBI U 3Tanbl ocBenleHus mpobdsieMsl. [locie Toro, kak y Bac nosiBATCA paboyue 3arucu 1o
pe3ybTaTaM U3y4YeHHsI HAyIHOU TUTePaTypPhl ¥ O0IIUpHas HHPOPMAITUS IO TEME B I[EJIOM, MOYKHO
Oyzer ckoppekTupoBaTh o0 miaan pedepara. CrapaiiTech Ipu padoTe HaJ HUM TIIATEIHHO
M30aBIATBCS OT «M3JIMLIECTB»: BCAKOIO poja aOCTPaKTHBIX PpacCyKICHHH, Ype3MepHBIX
MoIPOOHOCTEN U MHOTOUYMCIIEHHBIX IPUMEPOB, KOTOPBIE «Pa3MbIBAIOT» TEMY WM YBOJAT OT HEE.

CrtpykTtypa pedepara BkIOYaeT B ceOsi BBEJCHHE, OCHOBHYIO YacTh U 3akiroueHue. Bo
BBEJICHUU (POPMYIUPYIOTCA LENH W 3a7adud paldoThl, €€ aKTyalbHOCTh. OCHOBHas YacTh
MpEeJICTaBIsIeT cO00M MOCIe0BaTENbHOE U apTYMEHTUPOBAHHOE M3II0KEHUE PA3UYHBIX TOUYEK
3peHHsl Ha MpoOJieMy, €€ aHalu3, MpeArojiaraeMble MyTH pEIIeHUs. 3akiaoueHrue 0000IIaeT
OCHOBHBIC MBICITH MJIM OOOCHOBBIBACT IMEPCICKTUBBI JATBHEHUIIICTO MCCIIeIOBAaHUS TeMbl. Eciu
pedepar moctatoyHO OOBEMEH, TO TOTpPeOyeTcs pa3fe/ieHHe TEKCTa Ha pasfeibl (TJIaBbI,
naparpadsl). MmocTpaTuBHBIN MaTepHall — TaOIHUIIbI, CXEMBI, TPaQUKH — MOTYT PacIoiaraThCs
KaK BHYTPH OCHOBHOM YacTH, Tak ¥ B pazfene «lIpunoxeHue».

O6beM pedepara 3aBUCUT OT 1IeJeH U 3a[ad, perraeMbIx B padbote — oT 5 10 20 cTpaHuIl
MAIIMHOMUCHOTO TEKCTa uepe3 JBa WHTepBaia. Eciaum B 3alaHuu, BBIIAHHOM IIperojaBaTelieM
00BbEM HE OrOBapUBaACTCS, TO CIEAYET UCXOAUTh U3 Pa3yMHOH 11eJeCO00Pa3HOCTH.

B pedepare B 00s13aTenbHOM TOPSAKE pa3MEMIAOTCS TUTYJIBHBIA JIUCT, TUIAH WA
orjaByieHHE pabOThI, a TAKXKE CIHCOK HCIIOJIb3YEMOU JTUTEPaTypHI.

OO6bpuHO pedepar MOXKET 3a4YMTHIBACTCS KaK MHUChMEHHas paboTa, HO HEKOTOPHIC
IpenojaBaTeNd MPAKTUKYIOT IMyOJMYHYIO 3aluTy pedeparoB HIM HUX «O3BYUHMBAHHE» Ha



CEMHUHApPCKUX 3aHATUSIX. B 3TOM ciiydae HEOOXOAMMO MPHUIIOKUTh JTOTIOTHUTEIbHBIC YCUIIUS IS
MOJATrOTOBKH IyOIMYHOTO BBICTYIUICHUS IO MaTepuaiaM pedepaTrHoit paboTbl.

IIpe3eHTanusi — COBPEMEHHBII CIOCOO YCTHOTO WJIM HHCHMEHHOTO NpPEACTaBICHUS
UH(OPMALIUHU C UCTIOIH30BAHUEM MYJIbTUMEIUHHBIX TEXHOJIOTHA.

Cy1iecTByeT HECKOIbKO BapUaHTOB IPE3EHTALIUH.

. IIpe3eHTanus ¢ BBICTYIUIICHUEM JOKJIAUUKa
. IIpe3eHTanys ¢ KOMMEHTapUsAMU JOKIA4UKa
. [IpesenTanyss  Oas  CaMOCTOATENBHOIO  IPOCMOTPA,  KOTOpas  MOXKET

JEMOHCTPHUPOBATHCS Mepel] ayAUTOpHel 6e3 yuacTs TOKIaa4uKa.
[TonroToBka mpe3eHTaIK BKIIOYAET B €051 HECKOJIBKO 3TAIlOB:

1. [InanupoBaHue Npe3eHTALUU
OT OTBETOB Ha 3TH BOIPOCHI OyIET 3aBUCETH BCE MOCTPOCHHE NPE3CHTAIHH:

J KaKOBO NPEAHA3HAYCHHE W CMBICT MPE3CHTAIMH (JIEMOHCTpAIHs PE3yIbTaTOB
Hay4YHOH paboThl, 3alIUTa AUIIJIOMHOTO IPOEKTA U T.[1.);

o Kakyl0 pojib OyAeT BBINIOJHATh IHPE3EHTallUsd B XOJ€ BBICTYIUICHHS
(coTpoBOXKIEHHE JOKJIa/1a UK €r0 WUTFOCTPAIHs);

. KaKoBa LieJb pe3eHTaluu (MHpopMupoBaHue, yOeKACHUE NI aHAIH3);

. Ha Kakoe BpeMs paccuuTaHa Ipe3eHTauus (KopoTkoe - 5-10 MuHyT win
IPOJODKUTENBHOE - 15-20 MUHYT);

J KaKoOB pa3Mep M cocTaB 3pHuTeibckoi aymutopuu (10-15 yemosexk mmm 80-100;

IPEernoJiaBaTesu, CTYCHThl WM CMELICHHAs Ay JUTOPUS).
2. CtpykTypupoBaHue HHPOpMauu

o B IIpe3eHTAIlMM He JOJDKHAa ObITh MeHee 10 crmaiifioB, a oOliee UX KOJIUYECTBO
npesbimath 20 - 25.

J OCHOBHBIMH TPUHIUIIAMH TP COCTABJICHHH MPE3CHTAIIMH JOJKHBI OBITh
SICHOCTb, HAIISITHOCTD, JIOTUYHOCTh U 3alIOMHUHAEMOCTb;

o Mpe3eHTalMsl TOJKHA UMETh CIIeHapUi U YETKYIO CTPYKTYpy, B KOTOPOHl OymyT
OTpa’keHbI BCE IPUUMHHO-CIICCTBEHHbIE CBSI3H,

. paboTa Haj Tpe3eHTalMeld HAYMHAETCS TOCIe TIIATeNbHOTO OOMYyMBIBAaHUSA W

HalMCaHMUsl TEKCTa JOKJaJa, KOTOPbIH HEOOXOIMMO pa3OUTh HAa (parMeHThl U 00O03HAYUTh
CBSI3aHHBIE C K&KJBIM U3 HUX 337a4U U IEHCTBUS;

. HEPBBIi 11ar — 3TO OTpeieNIeHUe TIIaBHOM U1eu, BOKPYT KOTOPOH OYZeT CTPOUTHCS
IIPE3ECHTALNS;
. yacTb MH(OpPMAlMM MOXKHO TE€PEBECTH B JBa THUIA HAIJSAJHBIX IOCOOUMH:

TEKCTOBBIE, KOTOPBIE IIOMOIYT CIIyLIATENISAM CIE€IUTh 32 XOJIOM pa3BEPTHIBAHUSA APIyMEHTOB U
rpadguyeckre, KOTOpblE WJUIIOCTPUPYIOT TIJIaBHbIE IYHKTbl BBICTYIUIEHMSI W CO3JAIOT
HMOIMOHANIbHBIE 00Pa3bI.

. CIOJKETBl IPE3CHTAlUd MOTYT pPa3bsACHATh WM WIIIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JIOKJIaZla B CaMbIX Pa3HOOOpa3HbIX BapuaHTaX.

OueHb BaXXHO HAWTH TPABWIBHBIM OalaHC MEXIy pedblo JOKJIAAuuKa M|
CONPOBOXKAAOUIUMU €€ MyJIbTUMEIUMHBIMA 3JIEMEHTaMHU.

Jlis1 3TOT0 11e1eco00pa3Ho:

o OTIPENIeNUTh, YTO OYJIET MPEICTABICHO HA KAXKIOM CJIai /e, 9TO OYAET B 3TO BpeMs
TOBOPHUTHCS, KaK OyAET cAeNiaH Mepexo] K CIeAYIEeMy claiay;

o camble BaXXKHBIC HJIEW U MBICIIA OTPA3UTh M Ha Claiifjax U MPOU3HECTH CIOBaMH,
TOTJ]a KaK BTOPOCTETEHHbIE — MO0 coBaMH, 1100 Ha claiiax;

o uH(pOpMaIIMIO Ha CllaiiflaXx MPEJACTaBUTh B BUJE TE3UCOB — OHHU COMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIICH BBICTYMAIOIIETO, a HE HA000POT;

. JUTSL pa3bsICHEHUS TTOJIOXKEHHH JTOKJIa/la UCIIOIh30BaTh Pa3HbIC BHUJIBI CIAMIOB: C

TEKCTOM, ¢ TabJIHMIIaMu, ¢ AUarpaMMaMU;
J Tr00ast Mpe3eHTalus J0JDKHA UMETh COOCTBEHHYIO IpaMaTypruio, B KOTOPOH €CTh:



«3aBs3Kay - MpoOyXKIeHNE MHTEepeca ayAUTOPUH K TeMe COOOILIEHUs (SIpKUI HaTJISTHBIN
npumep);

«pa3BUTHE» - IEMOHCTPAIUSI OCHOBHON HH(POPMAIIMH B JIOTMYECKOI [TOCIIEI0BATEILHOCTH
(uepemoBaHNE TEKCTOBBIX U rpauyecKux claiiion);

«KyJIbMUHAIUS» - TPEACTAaBIEHHE CamMoro TJaBHOTO, HOBOTIO, HEOXKUIAAHHOTO
(SMOITMOHATILHBINA PEUEBOM HITU WILTIOCTPATUBHEIN 00pa3);

«pasBsi3ka» - popmyarpoBaHUE BHIBOJAOB MM MPAKTUYECKUX PEKOMEH AU (BUICOPSN).

3. OdopmreHue npe3eHTauu

OdopmiieHne nmpe3eHTay BKIOYAeT B ce0s1 CIeAYIONIYI0 0053aTelIbHY0 HH(POPMALIHIO:

TUTyIBHBIN TUCT

- IPEJICTABIISAET TEMY JOKJa/la U UM aBTOpa (UM aBTOPOB);

- Ha 3allluTe KypCcOBOW WJIM IUIUIOMHOH paOoThl yKa3blBaeT (paMHUIMIO U MHHULUAJIBI
HAy4YHOT'0 PyKOBOJUTEIIS WM OPraHU3aLUu;

- Ha KoH(epeHuusAX 0003HaYaCT ATy U Ha3BaHUE KOH(EPEHINH.

[Inan BBICTYILIEHUSA

- (hopMynupyeT OCHOBHOE cofiepkaHue okiazna (3-4 myHKTa);

- (hukcupyeT NopsAJ0K U3I0KEHU HHPOPMALIUY;

ConeprkaHue pe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U IparuecKyro HH(HOpMAIHIO;

- WUTIOCTPUPYET OCHOBHBIE ITYHKThI COOOLICHHUS;

- MOXKET MIPEJICTaBISATh CAMOCTOATEIbHBIN BapHAHT JJOKJIA/a;

3aBepiieHue

- 0000m1aeT, MOABOANT UTOTH, CYMMHUPYET HH(POPMALIUIO;

- MOKET BKJIIOUATh CIIMCOK JIMTEPATYPhI K TOKIaNY;

- COJIEPKUT CJI0BA OJIAr0JapHOCTH AYAUTOPHH.

4. Jlu3aitH npe3eHTauuu

TexcroBoe oopmienue

. He crout 3anonsHsaTh cinaif]l cIMMIKOM O0JIbIIUM 00BEMOM HH(POPMAIUH - JIy4Ile
BCET0 3allOMHHAI0TCS He 6osiee 3-X (pakToB, BHIBOJIOB, ONPEIEIECHUH.

) OnTumanbHOE YMCIIO CTPOK Ha crhaiige — 6 -11.

J KopoTtkue ¢pa3bl 3anmoMuHaroTcs BHU3yalbHO Jydmie. IIyHKTBI mepedHel He
JIOJDKHBI ITPEBBIIIATH JIBYX CTPOK Ha (pa3y.

o HauOonpmas 3¢p¢GeKTUBHOCTh TOCTUTAETCSl TOTJA, KOIJa KIIIOYEBbIE ITyHKTHI
0TOOpaXkaroTcs MO OJIHOMY Ha Ka)/I0M OT/EJIbHOM claiijie

J Ecnu TeKCT coCTOUT M3 HECKOJIbKUX ab3aleB, TO HE0OXOIMMO YCTaHOBUThH Kpac-
HYIO CTPOKY U MHTEpBaJl MEXAy a03alamH.

. KnroueBbie croBa B nH(GOpMAIIMOHHOM OJIOKE BBIIENAIOTCS LIBETOM, IIPU(TOM HITH
KOMITO3UIIUOHHO.

J Wudopmannio mpeanodTuTerabHee pacrojaratb TOPU3OHTaIbHO, Haubosee
BaXXHYIO - B LIEHTPE DKpaHa.

. He crnenyer 3m0ynoTpebnasTh OOJBIIMM KOJIMYECTBOM MPEUIOTOB, HApEUHid,
IpujiaraTeabHbIX, BBOJHBIX CJIOB.

J [MudpoBble MaTepuansl JIydille NMPEACTaBUTH B BHUJAE TIpapUKOB M AMATPAMM —
TabJIMLbI ¢ HU(GPOBBIMU TAHHBIMH Ha CJIaiiJie BOCTIPUHUMAIOTCS TJI0XO.

. HeoOxoaumo oO6paTuTh BHUMaHHE HAa IPaMOTHOCTh HamucaHus TekcTta. Ommoku

BO BECh 3KpaH MPOU3BOJIAT HENPUATHOE BIICUATIICHHUE
pudroBoe opopmiienne
o Ipudrer 0e3 3aceuek (Arial, Tahoma, Verdana) uuraroTcs jierde, uemM rpoTECKH.
Henb3st cMeIuBaTh pa3iMyHbIC THITBI HIPHU(TOB B OJHOM MPE3CHTAIHH.



. HIpudroBoit KOHTpAcT MOXKHO CO3[aTh MOCPEICTBOM pasMepa HpudTa, €ro
TOJIIIMHBI, HAYepTaHusl, (POPMBI, HATIPABIICHUS U IBETA;

J Jns 3aronoBka roautcsi pasMep mpudta 24-54 myHkra, a g Tekcrta - 18-36
IIyHKTOB.

. Kypcus, noguepkuBaHue, »KUPHBIN MIPUPT UCIIONB3YIOTCS OIPAaHUYEHHO, TOJIBKO
JUISL CMBICJIOBOTO BBIJICJIEHUS! (ParMEHTOB TEKCTA.

J JJ11 OCHOBHOTO T€KCTa HE PEKOMEHIYIOTCS ITPOIUCHBIE OYKBBI.

[{BeToBOE OpopMIIEHHE

. Ha ognom crnaiine He ucmonb3yercst 0ojiee Tpex UBETOB: (POH, 3aroJ0BOK, TEKCT.

. [[Ber mpudTa 1 uBeT GoHa AOHKHBI KOHTPACTUPOBATH — TEKCT JIOJIKEH XOPOIIO
YUTAThCS, HO HE pe3aTh IJiasa.

. s poHa nmpeAnouTuTeNnbHEE X0JI0AHbIE TOHA.

. CymecTByloT He codyeTaeMble KOMOWHAIUU 1BeTOB. OO0 3TOM MOXHO Y3HATh B
CIIELMaJIbHOM JIuTEepaType.

. YepHbIH 1IBET HMMEET HETAaTUBHBIA (MpadHbI) TOATEKCT. benplii Ha YepHOM
YUTAETCS III0XO.

. Ecnu npesenranus Oosblias, TO €CTh CMbBICH Pa3AEIUTh €€ Ha YaCTH C ITOMOIIBIO
[[BETa — Pa3HbIN [[BET CLIOCOOEH CO3/1aBaTh Pa3Hblil SMOIMOHATBHBINA HACTPOMA.

. Henb3s BeIOUpaTh QOH, KOTOPBIN COAEPIKUT AKTUBHBINA PUCYHOK.

Kommnozurnmonnoe oopmieHue

J Crnenyer coOmronaTh enuHbBId CTHIB odopmieHus. OH MOXET BKIIOYATh
oIpeieTICHHBIH MPHUPT (TapHUTYpa U LBET), (OH LBETa WIH (POHOBBIA PUCYHOK, IEKOPATUBHBIH
3JIEMEHT HEOOJIBIIOro pa3Mepa ! T.1.

. He npuemnemsl cTiiiy, KOTOpble OyyT OTBJIEKATh OT MPE3EHTALIH.

. KpyrmHbie 00bEKTHl B KOMIIO3HIIUK CMOTPSITCSI HEBAXKHO.

. Bcenomorarensnas nHbopmanus (YrpasIsoniie KHOIKK ) He T0JDKHA TPeodiiaiaTh
HaJl OCHOBHOM (TE€KCTOM M MJUTIOCTpALIUEH).

. s cepbe3HOll mpe3eHTanuy OTOMPAOTCs MIa0JIOHBI, BBIIIOJHEHHBIE B JEJIOBOM

CTHIIE.
AHHUMaIMoHHOe 0opMIICHHE

o OcHOBHast pojb aHUMAlUM — JO3UPOBaHMUA HHPOpMaruu. AyIuTOpus, Kak
IpaBWJIO, Jydyllle BOCIHPUHUMAET HWH(OpPMALKMI0O TOPUMSIMH, HEOOJIbIIUMU 3PUTEIbHBIMU
(bparMeHTamu.

o AHuManus UCHONb3yeTcs JUId NpPUBJICYEHHs BHUMAaHMS WIM JEMOHCTpALUU
Pa3BUTHS KaKOT0-TM00 Iporecca

. He ctout 3moynotpe6siaTh aHUMalMOHHBIMU 3P PEeKTaMH, KOTOPHIE OTBIEKAIOT OT
COJIepKaHUs WM YTOMJISIOT IJ1a3a YUTAIOIIETO.

o Oco0eHHO HeXenaTeNbHO 4YacTOo€ HCIOJb30BAHME TAKMX aHMMAIlMOHHBIX
3¢ (}PeKxToB KaKk BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE TOSIBJICHUE TEKCTA.

3ByKoBO€ 0popMIICHHE

. My3bIKaJabHOE CONPOBOXKJICHHE MPU3BAHO OTPAa3UTh CYTh WM HOJYEPKHYTh
0COOEHHOCTH TEMBI Cllaiila MM BCEH MPEe3eHTAIluH, CO3/aTh ONPENEICHHBIA MOIMOHATBHBIN
HAaCTPOM.

o My3bIky 11eecoo0pa3HO BKIIOYAaTh TOT/AA, KOTJa Mpe3eHTauus uaer Oe3
CIIOBECHOTO COTIPOBOK/ICHHUSL.

J 3BYKOBOE CONPOBOK/IEHUE NCIOIB3YETCS TOIBKO 0 HEOOXOANMOCTH, TOCKOIBKY
nake GoHOBast TUXask My3bIKa CO3/IaeT U3IHUIIHUMA [ITyM M MEIIaeT BOCIPUATHIO COAEPIKaHUS.

o Heo6xoauMo BeIOpaTh ONTUMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIIAH BCEM
cITymaTesieM, HO He ObUT OTITyITUTEITbHBIM.

I'paduueckoe opopmieHue



J Pucynku, ¢ortorpadum, auarpamMmbl TPU3BAaHBI  JOMOJHUTH  TEKCTOBYIO
UH(pOpPMALHIO HIH IIepeaTh e€ B 60siee HarJIsTHOM BHJIE.

° Henp3s mpenctaBisTh pUCyHKH M (OTO IUIOXOTO KA4eCTBA MM C MCKAKEHHBIMH
IIPOITOPIIUSIMH.
° KenarenpHo, dYTOOBI H300pakeHHWE OBUIO HE CTOJBKO (POHOM, CKOJIBKO

WITIOCTpAIel, PaBHOW IO CMBICIY CaMOMY TEKCTy, YTOOBI MOMOYb I10-HOBOMY TMOHSTH H
PacKpbITh €TO0.

J Cnenyer uzberatb HEKOPPEKTHBIX WIUIIOCTpALlMi, KOTOpbIE HEMPAaBWIBHO WU
JIBYCMBICIICHHO OTPa)Kal0T CMBICT HHPOPMAIUH.
J HeobxomuMo 103a00TUTBCS O PAaBHOMEPHOM M PAIlMOHATBLHOM HCIIOB30BAHUH

MIPOCTPAHCTBA HA CJIAMJIC: €CJIM TEKCT MEPBUYEH, TO TEKCTOBOM (PparMEHT pa3MeInaeTcs B JICBOM
BEPXHEM YTy, a rpauuecKuii pUCYHOK BHU3Y CIpaBa U HA00OPOT.

° WMmmrocTpauM  peKOMEHIYETCSl  CONPOBOXKIATh  IOSICHUTENIBHBIM — TEKCTOM.
[Toanmucu k KapTHHKaM JydIlle BBIOJHATH COOKY WMJIM CHH3Y, €CIHM 3TO TOJBKO HE Ha3BaHUE
caMoro ciamma.

° Ecin rpadudeckoe m3o0pakeHHe UCTIONIB3yeTCsl B KadecTBe (hOHA, TO TEKCT HA
9TOM (hOHE JTOJKEH OBITh XOPOIIIO YUTACM.

TaOauIBI U CXEMBI

o He crout BCTaBIATH B MMpE3CHTAINIO 6OJH)IHI/I€ Ta6JII/IIII)I — OHH TPYAHBI JIA
BocrpusThs. Jlydrne 3aMeHUTh UX rpaduKkaMu, TOCTPOCHHBIMH HA OCHOBE 3TUX TaOJIHII.

o Ecnu Bce ke TabnuIly MOKa3aTh HAJI0, TO CIEAYET OCTaBUTh KaK MOXKHO MCHBIIE
CTPOK U CTOJIOIOB, 0TOOpaB ¥ pa3MECTUB TOJIHKO CaMbI€ BaKHBIC TaHHBIC.

° [Ipu wucronp30BaHUM CXE€M Ha Claijaax HEOOXOIUMO BBIPOBHSATH PSIbI OJIOKOB
CXEMBI, PACCTOSIHUE MEXIy OJIOKaMH, T00aBUTh COCAMHUTEIBHBIC CXEMbl TPHU ITOMOIIH
UHCTPYMEHTOB ABTODUTYD,

o HpI/I CO3aHNH CXCM HYKHO YUYHUTBHIBATHL CBA3b MCKAY COCTAaBHBIMU YaCTAMU
CXEMBI: €CTTM OHU PaBHO3HAYHBI, TO 3aMOJIHAIOTCS OJTHUM MIPUPTOM, JOHOM U TEKCTOM, €CITH €CTh
nepBOCTeNieHHass WH(OpMaIys, TO OHAa BBIACTSAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpPTaHHU3AIMOHHBIX JHATPAMM.

Aynauo- 1 BuseoopopmiieHre

. Buneo, kuHO M Tene marepuaibl MOTYT OBITh HCIOJB30BAHBI TOJTHOCTBIO HITH
(parMeHTapHO B 3aBUCUMOCTH OT Li€JIeH, KOTOpbIE IPECIIEIYIOTCS.

o [TpomomkUTENLHOCTD (PrIbMa HE TOJKHA MPEBbIATh 15-25 MUHYT, a pparMeHTa
— 4-6 MUHYT.

. Henp3st ucnonp3oBarte aBa (uiabMa Ha OJHOM MEPONPUATHH, HO TIOKa3aTh

(bparMeHTh! U3 ABYX (PUIBMOB BIOJIHE BO3MOXKHO.

IloaroroBka Kk 3a4éty. [ OTOBUTHCS K 3a4€TY HYKHO 3apaHee U B HECKOJIBKO ATanos. Jlis
3TOrO:

. IIpocmarpuBaiiTe KOHCHEKTBHI JIEKIMM cpa3y NOcCHe 3aHATHM. OTO IOMOXKET
pa3o0paThCs ¢ HEMOHATHHIMM MOMEHTAMH JIEKIIMM U BOSHUKIIMMH BOIIPOCAMHU, MTOKA €IIle JEeKIHS
CBE)a B MMAMSITH.

. berno mnpocmaTpuBaliTe KOHCIEKTHI JI0 Hayaja CIEAYIOLIEro 3aHATHA. OTO
MIO3BOJIUT «OCBEXHUTHY» IPEABIAYIIYIO JIEKIUIO M IOATOTOBUTHCA K BOCIPUATHIO HOBOIO
Marepuana.

. Kaxyro Henento oTBoAuTe BpeMs JUIsl HOBTOPEHUS MPOMAEHHOIO0 MaTepuraa.

HemnocpencTBeHHO 1pU MOATOTOBKE:

. YropsaoubTe CBOM KOHCIIEKTHI, 3aIIMCH, 3a/1aHMS.

. [IpukuabTE BpeMsi, HEOOXOIUMOE BaM IS TMMOBTOPEHUS KaXIoW dactu (0JI0Ka)
MaTepHuaa, BBIHOCUMOTO Ha 3a4er.

. CocraBbTe paciCaHHe C yU€TOM CKOPOCTH MTOBTOPEHUS MaTepuana, sl 4ero



J Paspnenute Bompocel A 3ad€ra Ha 3HAKOMbIE (IO JIEKIMOHHOMY KypcCy,
CeMHMHapaM, KOHCIIEKTHUPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIL MOBTOPEHHUS] U HOBBIE, KOTOpPbIE
IIPUZIETCS OCBANBATh CaMOCTOATENBHO. HauHuTe ¢ TEM XOPOIIO BaM U3BECTHBIX U 3aKPEIUTE UX C
MOMOIIIFI0 KOHCIIEKTAa M y4eOHMKA. 3aTeM IOMOJHUTE CBOM TEOPETHUECKHi Oarax HOBBIMHU
3HaHUSMM, 0053aTEJILHO BOCIIOJIb30BABIINCH PEKOMEHIOBAHHOM JIUTEPATYPOH.

J [IpaBWIIBHO HCIIOJIB3YHTE KOHCYJIBTALMM, KOTOpBIE MPOBOJIUT IIPENONABATEINb.
[Ipuxonure Ha HUX C 3apaHee MPOpPabOTaHHBIMU CAMOCTOSITENIBHO BolpocaMu. Bbl moxkere
IIOJIyYNThb Pa3bsICHEHUE 110 ITOBOMY CIIOXKHBIX, HE 10 KOHIIA IIOHATHIX TEM, HO HE PACCUUTHIBANTE
BO BpeMsI KOHCYJIbTALIMU HAa UCUEPIIBIBAIOILYIO HH()OPMAIIH IO COEPKAHHUIO BCErO Kypca.



