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Pabouast mporpamma cocrasiiena Ha ocHoBe PI'OC BO - 6akanaBpuat 1o HanpabJIeHHIO

noarotoBku 46.03.02 JlokymMeHTOBeIeHHE U apXUBOBeIeHHE (Iprka3 MuHoOpHayku Poccuu oT
29.10.2020 1. Ne 1343)

PaGouas mporpaMMa paccMOTpeHa M omoOpeHa Ha 3aceJaHMH  Kadeapsl
IMemaroruyeckoro obpasobanus 1 gokymentoenenus 24.01.2025. npotokon Ne 3

. =N
1
\7 C.C. BenukaHoBa

PaGouast mporpamMma opo6peHa Merogudeckoif komuccmedt U0 06.02.2025r.
mpoToKoi Ne 6

3aB. kadenpoit ()

IIpencenarens ey JI.H. CannuxoBa

Pa6ouas mporpamMma CocTaBJIeHa:

noueHT kadeaps! kadenpsr [10u]l, kaua. duion. Hayk C.JI. AunpeeBa

PeneHzeHr:

H. O. HayaJbHUKA OT/IeNa obecreyeHus M
nestensrocTH OO0 "Pocarom MetamnTe "7 C.A. Beno6oponosa




JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pa3oBaHus U

[Iporokonm ot 20 r. Ne
3aB. kadenpoii C.C. Benukanona

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM roJly Ha 3acefanuu kadeapsl [lemarorndeckoro oopazoBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM roy Ha 3acenanuu kapenpsl [lemarorudeckoro oopa3oBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM Troy Ha 3acefaHuu kageapsl [lemarorumueckoro oOpa3oBaHus U

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

— U3y4eHHUe 3aKOHOMEPHOCTEN JOKYMEHTOOOpa30BaHUs, CKIIaIbIBAHUS U PA3BUTHS
CUCTEM JJOKYMEHTAIlUH, TEOPETUUECKUX U MPAKTHUECKUX MPOOIEM CO3/1aHus
JOKYMEHTUPOBAaHHOM MH-(hOpMalliy OpraHu3alfil 11000 opraHu3aMOHHO-TIPaBOBOM

(hopMmBbI.
2 MecTo TUCHUILTUHBI (MOYJIs1) B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl

Jucnunimna JlokyMeHTOBeIeHHE BXOAUT B 00s3aTEIbHYIO YaCTh Y4eOHOTO TIaHa
0o0pa3oBaTeNbHOM MPOrpaMMBI.

s u3ydeHus TMCHUIUIMHBI HEOOXOAUMBI 3HAHUS (YMEHHUS, BIAICHHUS ),
c(OpMHPOBAHHBIC B PE3yJIbTAaTe N3YUCHHS TUCIUIUIMH/ IPAKTUK:

VYyeOHast - MpaKTHKA 10 IMOJIYYECHHIO TIEPBUYHBIX MPO(ECCHOHANBHBIX YMEHUNA U
HAaBBIKOB, B TOM YHCJIE IEPBUYHBIX YMEHUH M HAaBBIKOB HAYYHO-HCCIIEI0BATEIbCKON
NS TEIbHOCTH

JIMHTBHCTUYECKUE OCHOBBI JEIOBOTO MHUCHhMa

Beenenue B mpodeccuro

3uanus (yMEHUs, BIaJICHNUs ), TOTYYCHHbIE IPU U3yYEHUU JaHHOM IUCIIUTUINHBI
OyayT HEOOXOAMMBI AJI U3YUYECHUS JUCIUILTNH/TIPAKTHK:

ApxuBOBeJIEHUE

JlokyMeHTaImoHHOE 00ecTieueHue TPYIOBbIX OTHOIIEHU B PD

MonenupoBaHue CUCTEM JOKYMEHTAIMK OpraHUu3aluu

OCHOBBI CEKPETAPCKOT0 OOCITYKHBAHHS

[TpoekTHas AesITENbHOCTD

WHpopMannoHHbIE TEXHOJIOTHH B TOKYMEHTOBEICHUH U ApXHBHOM JIEJIe

HopmaTtuBHas 6a3a 1e10Boro nuchbma

[TpoexTrpoBaHue yrpaBIeHUYECKON JOKYMEHTAIIMM OpraHU3aluu

Jlenonpou3BoACTBO KOMMEPUYECKUX NPEAIPUITUN

HHdopmaninoHHbIe pecypchl KaJpOBOH CITyKOBI

[TpakTHKyM 110 COCTaBICHHUIO U 0(OPMIICHHIO CITY>KEOHBIX JOKYMEHTOB

CriennanpHasi CUCTEMa YYETHOM TOKYMEHTaluu

['ocynapcTBeHHBIE, MYHUIIMIIATIbHbBIE U BEIOMCTBEHHBIE apXHUBBI

MesxyHapo HbIE CTaHIAPTHI YIIPABICHHS TOKYMEHTaMU

Opranuzanus paboTsl ¢ 0OpalleHUsIMH Fpax1aH

JlokyMeHTaIMoHHOE 00ecTIieYeHre YIPaBICHHS Ha MPEITPUATHSIX Pa3TMIHBIX
OpraHMU3aIOHHO-TIPABOBBIX (GOpPM

JlenoBas nepenucka

VYyeOHasi - O3HAKOMUTEJIbHAS MPAKTHUKA

Opranuzanys 1 TEXHOJIOTUS TOKYMEHTAIlMOHHOTO 00ecrieueH s YIpaBiIeHUs

JlokyMeHTalmoHHOE o0ecrieueHue 1eATeIbHOCTH OPTaHOB TOCYJapCTBEHHOM BIIACTH,
VIIpaBJICHUS M MTOIBEJIOMCTBEHHBIX OpTaHU3aIIiA

[TpoexTHas AEeATENBHOCTD MO JOKYMEHTAIHOHHOMY 00€CIIeUeHHIO YIPaBICHUs
OpraHu3anuen

[Tpon3BoICTBEHHAS - TPAKTHKA I10 MOJYYSHHIO MPO(ECCHOHATBHBIX YMEHUHN U OTbITa
poeCCHOHATILHOMN 1eATENbHOCTH

JlokyMeHTHupOBaHHE JeSITeIbHOCTH HETOCY1apCTBEHHBIX OpraHU3aINii

Nudopmarnmonnoe obecriedeHue yrnpaBieHUs

KanpoBoe nenonpousBoicTBO

[ToaroToBka K mporeype 3aluThl U 3alUTa BBITYCKHON KBaTH()UKAMOHHOM
paboThI



3 Komnerenuuu ody4aromerocsi, popmupyemsoie B pe3yJibTaTe 0CBOCHHUS

AUCUMIUIUHBI (MOAYJIsI) M IIAHUPYeMble Pe3yJIbTaThl 00y4eHHs

B pesynbrare ocBoeHUs AUCHUIUIMHBI (MOyIsl) «JlOKyMEHTOBEICHUE
o0y4JaroImuiics 10HKeH 00IaaTh CISAYIONIMMU KOMIIETCHIIMSMU:

Kon nnaukaropa

Nupukatop JOCTHKEHUS KOMITETEHIIUU

VYK-6 CniocobeH ynpaBisiTb CBOUM BPEMEHEM, BHICTPAUBATh U PEAIM30BbIBATH TPACKTOPHUIO
CaMOpPa3BHUTHUsI HA OCHOBE NPHHIIUIIOB 00Pa30BaHuUs B TEUCHUE BCEH JKU3HH

YK-6.1 Hcnons3yeT THCTPYMEHTBI M METO/IbI YIIPABJICHUS BPEMEHEM IIpU
BBITIIOJTHEHUH KOHKPETHBIX 33/a4, IPOEKTOB, IPU JOCTUKEHUU
MOCTABJICHHBIX LIEJICH

YK-6.2 OrnpeernsieT MpuOPUTETHl COOCTBEHHOM IEATEILHOCTH, JIMYHOCTHOTO
pa3BUTHA U IpoheCCHOHATBLHOIO POCTa

YK-6.3 OuenuBaeT TpeOOBaHUS PHIHKA TPYAA U MPEATIOKEHUsI 00pa30BaTeNbHBIX

YCIIYT JJi BHICTPAUBaHUs TPACKTOPHH COOCTBEHHOTO
po(hecCHOHAILHOTO POCTa

YK-7 Cnocoben noaiep>KuBath AOHKHBINA YPOBEHb (DU3HUECKOMN MOATOTOBICHHOCTH IS
obecrieueHus MOJTHOIICHHON COIMAIbHOM U MPOGECCHOHATBHON NEATEIbHOCTH

YK-7.1

Bri6upaet 310poBbecOeperarIme TeXHOJIOTHH JIIS TTOAIepKaHUS
3I0pPOBOTO 00pa3a KU3HU C YUeTOM (PU3UOIOTHUECKUX 0COOEHHOCTEN
OpraHu3Ma M YCJIOBUH peanu3aiuu npodecCHOHaIbHON AesITeNbHOCTH

YK-7.2

[Tnarupyer cBoe pabodee u CBOOOIHOE BPEMs ISl ONITUMATBHOTO
coyeTaHusi PU3NIECKON U YMCTBEHHOUN HArpy3KH B 00eCTIeUeHHsI
paboTocrocoOHOCTH

YK-7.3

Coburo1aeT 1 nponaraHaupyeT HOPMbI 3I0pOBOTO 00pa3a KU3HU B
Pa3IMYHBIX KU3HEHHBIX CUTYAIHsIX U B PO eCCHOHATbHON
JIEATEITbHOCTH

OIIK-2 CriocobeH HaXOUTh OPraHU3alMOHHO-YIIPaBICHUECKHUE PELLIEHUS IPU PELLICHUN
3aja4 B cepe cBoeil mpodhecCHOHAIbHON AesITeNbHOCTH;

OIIK-2.1 Omnpezenser Lenu U 3a/1a4u yrpaslieHUs B cepe cBoei
npodecCHOHATBHOMN I TETbHOCTH

OIIK-2.2 Hcnonp3yeT OCHOBHBIE METOBI U IPUEMBI OPTaHU3ALINN, TUIAHUPOBAHNUS,
MOTHUBAIMH, KOOPIAWHAIIMK U KOHTPOJIS IPOLIECCOB B cdepe cBoei
npo¢ecCHOHATBHOMN e TETbHOCTH

OIIK-2.3 YmMmeeT uneHTuuIupoBaTh TpeOOBaHNI HOPMAaTUBHO-TIPABOBOM Cpeibl K

cBOeH mpoecCHOHATEHON ACSITENHHOCTH U JESTETHHOCTH OPTaHU3aIluu

OIIK-3 Cnocoben MPUMCHATH TCOPCTUYCCKUC 3HAHUA U PCIICHHUA IMOCTABJICHHBIX 3a/1a4 B
obiactu HJAOKYMCHTOBCACHUS U aPpXNUBOBCACHUS

OIIK-3.1

Cocrasmsier, opopMIIsIeT U BeleT YIPaBICHYECKYIO JJOKYMEHTAIUIO
Pa3IMYHBIX BUAOB MO MPOQUITIO AEATEIBHOCTH OpraHU3aluu B
COOTBETCTBHUH C €€ OpraHU3allMOHHO-TIPaBOBOI (Gopmoii

OIIK-3.2

3HaeT MpaBOBBIC HOPMBI U TIpaBUJIa OPraHU3aIUN, CHCTEMATH3AIIH,
KOMILUIEKTOBAHHS M y4eTa JOKYMEHTAIBHOTO U apXUBHOTO ()OHIOB
OpraHu3aIu

OIIK-3.3

PaGoTaer ¢ KOPIOpaTUBHON CHCTEMOM JIOKYMEHTO000pOTa, B TOM YHCIIE
AJIEKTPOHHOTO, B COOTBETCTBUH C NMPABOBBIMH HOPMaMHU
poecCHOHALHOM CpeIbl




4. CTpyKTYypa, 00bEM U COJEpKAHNE TUCUUIIIMHBI (MOXYJIs)

OO6m1as TpyA0€MKOCTh IUCHHUILIUHBI cocTaBisieT 10 3audeTHbix enuuui 360 aka. 4acoB, B TOM

HHUCJIIC:

— KOHTaKTHas pabota — 74,2 akaj. 4acos:
—aynutopHas — 12 akaj. 4acos;
— BHeayauTopHas — 62,2 akaJl. 4acos;

— camocTosTenbHas pabota — 274,1 akaj. 4acos;

— B (popme npakTudeckoil moaroroBku — 0 akai. yac;

— MOJTrOTOBKA K 3auéty — 7,8 akaj. yac
®dopma aTTecTaluu - 3a4eT, 3a4eT C OIEHKOM, KypcoBasi paboTa

AynuropHas = o
KOHTaKTHas paboTa E z dopma TeKyIero
Pasen/ Tema o (B akan. 4acax) s X Bun KOHTPOJISI Ko
£ 5 G | caMoCTOSTENbHOM |  yCIIeBaeMOCTH H
JHCHIHILIAHBI N [ o KOMIIETEHIIHH
O & padoThI TIPOMEKYTOYHOMH
na6. HPaKT. % 8 aTTecTaluu
Jlek. 2 e 11
3aH. 3aH. O &
1. Pa3nen 1. YHuduimpoBaHHsie
CUCTEMBI JIOKYMEHTAIHH.
JIOKyMEHT Kak cucrema
Ilouck
JIOTIOJIHATEILHOMN
uH(popMaIHy 10
3aJJaHHOM TeMe.
Kontponbhas
pabora.
Brimonaenne TecTtupoBanme
JIOMAIITHUX (Ter ee u YK-6.1, VK-
MPAKTHYECKUX I/ITOZ(L)L]IBOG) 6.2, K-6.3,
b a0oT TIpakTrueckas OIK-2.1,
1.1 YpaBnendeckas Teopust p p OIlK-2.2,
CamocrosTenbHOe pabota
AOKYMCHTA. 1 19,3 U3yYCHUC KonrtpoabHas OIIK-2.3,
VipaBrieH4uecKre CHCTEMBI ! qg61-101?1 " a%OTa OIIK-3.1,
JIOKYMEHTAIMU Y p N OIIK-3.2,
HAY4HO JIUTepa- YcTHBIN Onpoc
OIIK-3.3, VK-
TYpHL. (cobecenoBanue) Ha
7.1, YK-7.2,
IToaroroska k MPAKTHYECKUX U VK-73
9 TECTUPOBAHHIO 3a4eTe '
Pabora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4ueOHUKaMU,
TECTOBBIMHU
CHCTEMaMH
ITouck TectupoBanue
OTOJIHUTEIbHOU (TCKp ee U OIR-2.1,
A ym OITK-2.2,
UHPOPMAIIH 0 HUTOTOBOE) OIK-2.3
1.2 Crannmapruszauus u 3aJJaHHOM TeMe. IIpakTuueckas OHK-3.1’
YHUDUKAIHS TOKYMEHTOB. 05 1 22 KoHuTponbHas pabota OHK-B.Z’
YHuumupoBaHHbIe ! paborta. KonTponbuas OIK-3.3 'le_
CHUCTEMBI JIOKYMEHTALUU Brimonaenne pabora 61 Yi(-’7 1
OMaIIHUX YcTHEII onpoc gl o
9 p VK-7.2, VK-
MIPAKTUYECKUX (cobecenoBanue) Ha 73
pabor MPaKTUYECKUX '




CamocTosATeIbHOE
U3yUYCHHE
yueOHOM U
HAYYHO JIUTEpa-
TYpBHI.
ITogroroBka k
TECTHPOBAHHIO
Pabota ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
yueOHUKAMH,
TECTOBBEIMHU
CHUCTEMAMM

" 3a4€TC

1.3 JToKyMEHT KaK CUCTEMa.
O61mre TpeboBaHUS K

0 OpMIICHUIO
OpTaHM3aIOHHO-
pacnopsSauTENbHBIX
JIOKYMEHTOB

0,5

241

ITouck
JIOIOIHUATEILHOMN
UH(}OPMAIUH T10
3a/1aHHOM TeMe.

KontponbHas
pabora.
Brimonmnenue
JOMAIIHUX
MPAKTHIECKUX
pabot
CamocrosTensHoe
U3y4YeHHE
yueOHOil u
HAay4YHO JTUTEpa-
TYpBL.
ITogroroBska k
TECTUPOBAHUIO
Pabota ¢
KOMIIBIOTCPHBIMH,
DJIEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU
CHCTEMaMH

TectupoBanme
(Texymiee u
HUTOTOBOE)
IIpakTnyeckas
pabora
Konrtponbnas
pabora
VYerHbIi onpoc
(cobecemoBanue) Ha
TIPAKTUYECKUX U
3ayere

OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3, VK-
6.1, VK-7.1,
YK-7.2, VK-
7.3, YK-6.2,
VK-6.3

Wroro no pazneny

65,4

2. Pazpen 2. TpeGoBaHus k
COCTaBIEHHIO U O()OPMIICHUIO
OCHOBHBIX BH/IOB
OpraHU3allHOHHOTO-
pacTopsAuTENsHON
JOKYMCHTaAIU

2.1 TpeGoBanus k
COCTaBJICHUIO U
0(OPMIIEHUIO OCHOBHBIX
BUJIOB OPraHU3alMOHHbBIX
JIOKY-MEHTOB

25

TTouck
JIOTIOJTHUTEIILHOM
UH(}OPMAIHH 110
3aJIaHHOM TEME.
Kontponbhas
paborta.
BremonaeHnne
JTOMAIITHUX
MPaKTUIECKUX
pabot
CaMoCTOSITENbHOE
H3y4eHUE
yueOHOH U
HAy4JHO
JUTEPATYPBHI.
Tloaroroska
TECTUPOBAHHUIO
Pa6ora ¢
KOMITbIOTEPHBIMH,
3JIEKTPOHHBIMU

TectupoBanue
(Tekyuee u
UTOTOBOE)
[IpakTuueckas
pabota
Konrponbnas
pabota
VYcrTHbli onpoc
(cobecenoBanue )
Ha MPAaKTUYECKUX U
3ayere

OITK-2.1,
OITK-2.2,
OITK-2.3,
OITK-3.1,
OIIK-3.2, VK-
6.2, VK-7.1,
VK-7.2




yueOHUKAMH,
TECTOBBIMH
CHCTEMaMH

TTouck
JIOTIOJTHUTEIIbHOM
UHPOPMALIUH T10
3aJIaHHOU TEME.

KontponbHas
pabora.
Brimonnenue TectupoBanmue
OMAIITHHX TeKyIlee 1
® (rexym VK-6.1, VK-
MPAaKTUIECKUX HUTOTOBOE)
7.1, YK-7.2,
2.2 TpeboBaHus K pabot [IpakTnyeckas
YK-7.3, OIIK-
COCTaBJICHUIO U CamocrosTensHOe pabora
2.1, OIIK-2.2,
0 OPMIICHUIO OCHOBHBIX 0,5 0,5 25 U3ydeHHE Kontponbhas OIK-2.3
BUJIOB PaCIOPsIUTENIbHBIX yueOHOil u pabora OHK-3.1’
JIOKY-MEHTOB HAY4HO JIUTEpa- YcTHbli onpoc OHK-3.2’
TYpBHIL. (cobecenoBanue ) OHK-3. 3'
ITogroroska k Ha TIPaKTUIECKUX U ’
TECTUPOBAHUIO 3aveTe
Pabora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4yeOHUKaMH,
TECTOBBIMHU
CHCTEMaMH
ITouck
JIOIOIHUATEILHOMN
UHPOPMALIUH T10
3aJITaHHOU TeMe.
KonTponpHas
pabora.
Brinmonnenue TectupoBanue
OMaIIHUX TeKyllee U
A (rexym VK-6.1, YK-
MPAaKTUIECKUX UTOTOBOE)
7.1, YK-7.2,
2.3 TpeGoBanust k pabot [IpakTuaeckas
YK-7.3, OIIK-
COCTaBJICHHIO H CamocrosTenpHOE pabora
2.1, OTIK-2.2,
0 OPMIICHHUIO OCHOBHBIX 0,5 0,5 25 H3yUYCHHE KonTponbhas OTIK-2.3
BU/I0B HH()OPMAIIMOHHO- yueOHOI U pabora OHK-3.1,
CIIPABOYHBIX JOKYMEHTOB Hay4HO JIUTepa- YerHBIi onpoc OHK-B'Z’
TYpBHI. (cobecenoBanue ) OHK-B' 3’
IToaroroBka k Ha [IPaKTUYECKUX U '
TECTUPOBAHUIO 3aveTe
PaboTa ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
yueOHUKaMH,
TECTOBBIMHU
cucTeMamu
ITouck
JIOTIOJTHUTENBHOM
TectupoBanue
“HGOPMALIUH T10 (Texymee u
3aJJaHHOU TEME. I/ITOZOBOC) VK-6.1, YK-
2.4 TpeboBaHus K KoHuTponbHas Mpaxraeckas 7.1, YK-7.2,
COCTaBJICHHIO U pabora. p aGota YK-7.3, OIIK-
0(OPMIICHHUIO OCHOBHBIX Brimonnenue P 2.1, OIIK-2.2,
25 KonTtponbhas
BHJIOB JOKYMEHTOB I10 JIOMAITHUX aGora OI1K-2.3,
TPYAOBBIM OTHOIIECHUSIM. MPAKTHYECKUX pav OIIK-3.1,
YcTHBIi onpoc
JIuHbIE TOKYMEHTBI pabor (cobecenioBanne ) OIIK-3.2,
CamocrosTenpHOe OIIK-3.3
Ha MPAaKTHYECKUX U
U3y4yeHHue
o 3ayere
yueOHOI U

HAaYy4HO JIUTEpa-




TYpBHI.
ITogroroBka k

TECTUPOBAHHIO
Pabora ¢
KOMITBIOT€PHBIMH,
JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMU
cucTeMaMu
HWroro no pazaeny 2 1 100
Hroro 3a cemectp 4 4 165,4 3a4ET
3. 3 Pazgen. CoBepIieHCTBOBaHHE
JOKYMEHTAIIMOHHBIX ITPOIIECCOB.
Komrutekcsl JOKyMeHTOB
Iounck
JIOTIOTHATENBHON
HHPOPMAITHH 10
3aJaHHOW TeMe.
Konrponbnas
paora. TectupoBanue
Brinonnenune
3.1 Pernamenrarust IOMAIITHIX (Texymiee u
MPOIIECCOB UTOT0BOE) YK-6.1, VK-
JIOKYMEHTOOOpa30BaHUsL. npa1<m6q ecrmx IIpakTudeckas 7.1, YK-7.2,
Yuudukanus u pabor pabora YK-7.3, OIIK-
CTaHJapTHU3alUs KaK CamocrostensHoe KonTponbHas 2.1, OIIK-2.2,
1 1 42,7 U3y4YECHUE
METOIBI yae6HOM 1 pa6u0Ta OIIK-2.3,
COBEPIICHCTBOBAHUS R —— VYerHbIi omipoc OIlK-3.1,
JIOKYMEHTHO- TypH. (cobecenoBanue) Ha OI1K-3.2,
KOMMYHHMKALIUOHHOU MIPaKTUYECKUX U OIIK-3.3
Iloaroroska k
JIESITeIBHOCTH 3ayere
TeCTHPOBAHIIO Kypcosas pabora
Pa6ora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU
CHCTEMaMHU
3
[ouck
JIOTIOTHUTENBHOMN
HHPOPMAIHH 10
3alaHHON TEME.
KonTponbhas
BB&?J?HT:P'MG TectupoBanue
JIOMAITHUX (rexymee u OIIK-2.1,
MPaKTUYECKUX HTOr0B0E) OIIK-2.2,
paor IIpakTueckas OIK-2.3
pabota '
3.2 IIpocThle U CIIOXKHBIE CamocTosTenbHoe KoHTposHas OIIK-3.1,
KOMIUIEKCHI JIOKyMEHTOB. 0,5 0,5 38 H3y4YeHHE aGora OIIK-3.2,
JloKyMeHTHBIE PeCcypCHI. yueOHOI u YCTE it ompoc OHK-3.3,7Y1K-
HAY4HO JIMUTEpa- 6.1, YK-7.1,
TYPHL. (cobecenoBanue) Ha VK.7.2, VK-
MPAKTHICCKHX U
[Moaroroska k saueTe 7.3
TECTHPOBAHHIO Kypcosas pa6ota
Pa6ora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKaMHU,
TECTOBBIMHU

CUCTCMaMH




TTouck
JIOTIOTHUATEILHOMN
UHPOPMALIUH T10
3aJaHHON TEME.

KonTponpuas
pabora.
TectupoBanue
Brmonaenne (rexymee u
JIOMAIITHUX Y OIIK-2.1,
HUTOTOBOE)
MPAaKTUYECKUX OIIK-2.2,
3.3 OcobenHoctu IMpakTuyeckas
COCTaBJICHHS TOKyMEHTOB paGor pabora OIIK-2.3,
HA MAIIUHHBIX HOCUTEIAX CamoctosTenbioe KonuTponbHas OIIK-3.1,
IOpunnueckas crna ' 0.5 0.5 28 H3yHeHHE a%OTa OIIK-3.2,
P yueOHO U pa OIIK-3.3, VK-
JIOKYMEHTOB Ha MaIlIMHHBIX YcTHBIi onpoc
HOCHTEJISIX HayHHO Jrrepa- (cobecenoBanme) Ha 6.1, VK-7.1,
TYpBHIL. VK-7.2, VK-
MIPAKTUYECKUX U
ITogroroska k 7.3
3auere
TECTMPOBAHHIO Kypcosas pabora
Pabora ¢ yp p
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4yeOHUKaMH,
TECTOBBIMU
CHUCTEMAMM
HWroro no pazgeny 2 2 108,7
Hroro 3a cemectp 2 2 108,7 320,Kp
3a4er, 3a4YeT ¢
Hroro no aucuuruinae 6 6 274,1 OLICHKOM, KypcoBast

pabora




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

W3yueHne JUCUUIUIMHBI HAUMHACTCS C LIeJerolaranus, 0003Havaoniero OCHOBHbIE
3HAHUS, YMECHUS U HABBIKU, KOTOPBIE TIOJDKHBI C(DOPMHUPOBATHCS Y CTYACHTOB B XOJIE
ob0yuyenus. Hayka «JlokyMeHTOBeIeHUEY MPEACTABICHA B CIIEKTPE MPOOJIEMHBIX BOIIPOCOB
YIPaBJICHHUS B PA3JIMYHBIX OTPACIISIX IECATEIBHOCTH YEIOBEKA.

TexHomorUe MOHUTOPHUHTA PE3YJIHLTATOB 00PA30BATEIHHOM JIEATETLHOCTH SIBISETCS
3a4eT, BBICTABIIIEMBIA HA OCHOBE IMOATOTOBIEHHOTO MOPT(})OINO, TO3BOJISIOMIETO YIUTHIBATD
PE3YNIbTaThI, JOCTUTHYTHIC CTYJICHTOM B Pa3HOOOPA3HBIX BHIAX NEATEIHHOCTH — Y4eOHO-
[M03HABATEJIbHOM, YACTUYHO-TIOMCKOBOM, PENPOLYKTUBHOM:

-OTBETHI HA TPAKTUYECKHE 3aJaHHUS,

-TECTUPOBAHHUE,

-KOHCIIEKTUPOBAaHUE,

-KypcoBasi paboTa.

TexHonorust MOICIIMPOBAHUS SBJISETCS BaXKHBIM 3JIEMEHTOM JIESITETbHOCTHOIO
oxo/1a B 00yuyeHuH O0akaiaBpoB 0 HAMpaBICHUIO «JlOKyMEeHTOBeIeHHE U
apXHUBOBEICHUE.

s orieHKH OPTGHOINO MPUMEHSIETCS PEHTHHIOBasI TEXHOJIOTHS OLICHKH 3HAHUM,
CHocoOCTBYIOMIAs IEMOHCTPAIIMU O0BEKTUBHOCTH IIPETIOAABATEIbCKOM OLEHKH.

151 KOHTPOJS PenpOAYKTUBHOM AESITEIbHOCTU CTYIEHTOB UCIIONIb3YETCS YCTHBIN
OIPOC HA MPAKTHUECKUX 3aHATUSX, TecTHpoBaHue. C 1ebio 00ecrneyeHns MPeeMCTBEHHOCTH
M3Y4aeMbIX T€M Ha JIEKIUAX UCIOIb3YIOTCS OJHII-OMPOCHI, OMPEACIISIONINE CTEIEHb
OCO3HAaHHOCTH JIEKIIMIOHHOI'O MaTepuaia, yCTAaHOBJICHUE CBSA3U MEXIY KIFOUEBbIMU
MOHATUSAMHU Kypca.

[TpodeccuonanpHbie yMeHHS MO PabOTe C UCTOYHHUKAMU Pa3HBIX TUIIOB
0TpabaThIBAIOTCS MPHU BHIIOIHEHUH JoMalTHuX padoT . [IpoBepka chopMUpOBaHHOCTH
HAa3BaHHBIX BBIIIE MPO(EeCcCHOHATBHBIX KOMIETEHIIHI OCYIIECTBIISACTCS B MHTEPAKTUBHOM
(dhopMe Ha MPAKTUYECKUX 3aHITHSIX IO MOJACTUPOBAHUIO TPOEKTOB TOKYMEHTOB.

Hcnonbs3yloTest AMCTaHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOIOTH, Pealu3yeMbIe C
MpUMEHEHHEeM WH(OPMAIMOHHBIX U TETEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHI MPU
OTIOCPEIOBAaHHOM B3aMMOJICHCTBHH 00YJaIOIIET0Cs U MeAarorndyeckoro paboTHUKA.

[TpakTHdeckue 3aHITHS IPOBOIATCS B OpME MPAKTUYECKON MOATOTOBKH B YCIOBUSIX
BBITIOTHEHUS 00YYArOIIMMICS BUIOB pa0dOT, CBA3aHHBIX ¢ OyAyIiei mpodeccuoHanbHON
JesITeNIbHOCTHIO M HAIIPABJICHHBIX HAa (JOPMUPOBAHNUE, 3aKPEIUICHUE, PA3BUTHE MTPAKTUYECKUX
HABBIKOB M KOMITETEHITUH 10 PO U0 00pa3oBaTeIbHONU TPOrPaMMBL.

CogepxaHue 4aCTH CaMOCTOSATEIbHON pabOTHI pacCUUTaHbl Ha (HOPMUPOBAHHE
YMEHHM N0JIb30BAThCA MATEPUAIAMU IIEPUOANYECKUX U3IaHNUM, BKIIFOYask MHTEPHET-U3IaHUs
npodeccHoHaNbHBIX HAYYHO-TTPAKTUYECKHX KYPHAIIOB.

[Tpu uzydennn TpeOOBaAHUM K COCTABICHHUIO M O()OPMIICHHIO OCHOBHBIX BH/IOB
OpPraHU3alMOHHOT O-PACIIOPAAUTEIBHON TOKYMEHTAUH IIPUMEHSIOTCS KOMILJIEKC
o0pa3oBaTeNbHbIX U HHPOPMAIIMOHHBIX TEXHOJIOTHIA, HAPaBIEHHBINA HA OBIIA/ICHHE
3as1BJICHHBIMU KOMIIETEHLIUSIMU.

B mporiecce Bcero o0yueHus UCIOIB3YIOTCS HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE
o0pa3oBaTenbHbIE TEXHOJIOTHH — OpraHU3aIHs 00pa30BaTEIBHOTO MPOIecca, OCHOBaHHAS Ha
MIPUMEHEHHUU CIIEIUAIM3UPOBAHHBIX MPOTPAMMHEBIX CpPEll U TEXHUYECKUX CPEJICTB PAOOTHI C
unpopmanueir. Dopmamu yueOHBIX 3aHATHH SIBIISIOTCS: JICKIUS-BU3yaTn3allis — H3JI0KCHHIE
COJIEp>KaHUs COMIPOBOXKAACTCS MPEe3eHTAIMEH (IeMOHCTpaluell yaeOHbIX MaTepUasoB,
MPEACTABICHHBIX B PA3JTUYHBIX 3HAKOBBIX CUCTEMAX, B T.4U. WIUTIOCTPATUBHBIX, TPaUIECKHX,
BHJICOMATEPHAIIOB).

[Ipu HanucaHuM KypcoBOM pabOTHI MPUMEHSIOTCS TEXHOJIOTHH OpTraHU3AINH
MIPOEKTHOM ¥ HAYYHO-HCCIIEN0BATENBCKOMN JAESITEIIBHOCTH.



6 Y4eOHO-MeTOqMYECKOE 0OOecTIedeHHe CAMOCTOATEILHOM padoThl 00y4YarommXxcst

[TpencraBieHo B npuioxeHuu 1.

7 OneHo4YHbIe CpeACTBA 1JIsl IPOBeAeHHUS IPOMEKYTOYHOM aTTecTaluu
[TpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAM4YEeCKOEe M HH(pOPMALIMOHHOE 00eclieYeHHe U CHMILTUHBI

a) OcHoBHas JIMTepaTypa:

1. JlokyMeHTOBeleHHE : YyYeOHUK M TPAKTHKYM I BY30B / moj pepakmmeit JI. A.
Joponunoii. — 4-e uzn., nepepad. u non. — Mocksa : U3parensctBo FOpaiit, 2025. — 336
c. — (Bwricmee oopazoBanue). — ISBN 978-5-534-19110-3. — Tekcr : 2IeKTpOHHBIH //
OopasosarenbHas mwiathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560108 (nata
obpamenus: 31.03.2025).

2. KazakeBuu, T. A. [loxymeHToBeacHHUE. JJOKyMEHTAIIMOHHBIN CEPBUC : YUSOHUK H
npakTukyMm it By3oB / T. A. KazakeBuuy, A. W. Tkanuy. — 2-e u3a., Ucnp. U J0M. —
Mockga : U3narensctBo FOpaiit, 2025. — 167 c¢. — (Bricmiee o6pazoBanue). — ISBN 978-5
-534-06273-1. — Tekcr : anektpoHHbIl // Obpa3zoBaTenbHas mwiargopma FOpaiit [caift]. —
URL.: https://urait.ru/bcode/562369 (nara obpamienus: 31.03.2025).

3. lllyBanosa, H. H. OcHoBsI Aenonpon3BoAcTBa. S3bIK cIyKeOHOTO JOKYMEHTA :
yuebnuk juis By3oB / H. H. lllyBanosa, A. }O. MBanoBa ; mox obmeit pexakuueid H. H.
[lyBanoBoii. — 3-e u3n., nepepad. u qon. — Mocksa : M3narensctBo FOpaiit, 2025. — 355
c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-20343-1. — Texkcr : 37IeKTPOHHBIH //
OopasoBarenbHas miaThopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560174 (nata
obpamenus: 31.03.2025).

0) lonojiHUTe/ILHAS JIUTEPATypa:

1 Kysuemo, WM. H. JlenoBas mnepenucka: y4eOHHK W MPaKTHKYM i1 BY30B /
U. H. Ky3nenoB. — 4-¢ usn., nepepad. u non. — Mocksa : U3gatensctBo IOpaiit, 2025. —
139 c. — (Bricmee o6pazoBanme). — ISBN 978-5-534-17002-3. — TekcT : 2MeKTpOHHBIN //
O6pazoBatenpHas minatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/568569 (nmata
obpamienus: 11.01.2025).

2. KoxymxoBa, H. B. Crpykrypa nokymeHTa. CHCTeMBI JIOKYMEHTAI[HH.
YHuQHUIUpOBaHHAs CHCTEMa OPraHU3AIMOHHO-PACHIOPSIAUTEILEHOW JTIOKYMEHTAluU: oO0Ime
TpeOOBaHUs K COCTAaBIEHUIO U opopmiieHuto : yuebHoe nocobue / H. B. Koxymkosa ; MI'TV. -
Maruutoropck : MI'TVY, 2016. - 1 snekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. 9KpaHa. -
URL:https://host.megaprolib.net/MP0109/Download/MObject/20594 (mara oOparnieHus:
14.12.2024). - MakpooObekT. - TekcT : 37MeKTpoHHbIA. - CBeleHHs TOCTYIHBI TaKKe Ha
CD-ROM.

3. Anxapeesa, C. JI. JIOKyMEHTHpOBaHHE JESATCILHOCTH HETOCYIapCTBEHHBIX
opranusanuii : yuebHo-meronudeckoe nocooue / C. JI. Anapeesa ; MI'TY. - MarauToropck :
MI'TY, 2018. - 1 snekrpon. ont. muck (CD-ROM). - 3arn. ¢ tutyn skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2147 (nara oopamenus: 30.01.2025). -
MaxkpooObeKT. - TekcT : aIeKTpoHHBIH. - CBeieHus JocTymHbI Takke Ha CD-ROM.



B) MeTtoanueckue yKazaHusi:

1. Anoxuna, C. A. KypcoBas pabota 1o JTOKYMEHTOBEIEHHIO, apXWUBOBEICHUIO,
OpraHu3alii U  TEXHOJOTMH  JOKYMEHTAaIlMOHHOTO  oOecneueHusl  YIpaBJiICHUs
yuebHo-MeToaudeckoe mocooue / C. A. Anoxmna, A. K. Makaposa, 1. B. Camapokosa ; MI'TVY.
- Maruutoropck : MI'TY, 2016. - 1 snexrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. 5KpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20341 (mara oOpareHus:
30.06.2023). - MakpooObekT. - TekcT : 37eKTpoHHbIA. - CBEICHUS JOCTYIHBI TaKXe Ha
CD-ROM.

2. CamocrosTenbHas paboTa CTyIEHTOB By3a : NpakTUKyM / cocraButenu: T. T.
Heperuna, H. P. VpaszaeBa, E. M. PasymoBa, T. ®. OpexoBa ; Marnutoropckuii roc.
texHuueckuil yH-T uM. I'. M. HocoBa. - Marnutoropck : MI'TY um. I'. K. Hocoga, 2019. - 1
CD-ROM. - 3ari. c THUTYIIL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391 (nara obpamenus: 28.09.2023). -
MaxkpooObeKT. - TeKCT : 3eKTpoHHBIH. - CBeaeHus goctynHsl Takke Ha CD-ROM

MeTtoauueckue yKa3aHus M0 BUAaM 3aHATUN, TIPETYCMOTPEHHBIX yYECOHBIM TLIaHOM,
npenacrasieHsl B [Ipunoxkenusx 1 u 2 x HacTosmiei paboyeii mporpaMme.

r) [Iporpammuoe odecneuenue u UnTepHer-pecypceni:

IIporpammuoe obecnevyenue

Haumenosanue .
o Ne norosopa Cpoxk nelicTBUS TULIEH3UU
7Zip cB00OOIHO pactpocTpansemoe [10 OeccpouHo
FAR Manager cB000HO pactpocTpansemoe [10 6eccpoyHO
Eﬁg;)e(p Mozilla cB00OTHO pacnipocTpansemoe [10 0eccpovHO
bpaysep Yandex [cBoGogHO pacnpoctpansemoe 1O 6eccpodHo

Hpocbeccnonanbm,le 0a3bl JAHHbIX U I/IH(l)OpMaIIHOHH])Ie CIIPpaBOYHLIC CHCTEMbI

HazBaHue Kypca Cchuika
DrekTpoHHbIe pecypchl onbmmorekn MI'TY um. I'.1. https://host.megaprolib.net/M
Hocosa P0109/Web
https://www.rsl.ru/ru/4readers
/catalogues/

Poccuiickas ['ocynapcrBennas 6ubnnoreka. Karanoru

HarnmonansHas nHGOpMaImOHHO-aHATUTHYECKAsT URL:
cuctema — Poccuiickuit nHaeke HayuHoro nutupoBanus | https://elibrary.ru/project_risc.
(PUHII) asp

DjekTpoHHas 0a3a mepruoIuUecKuX u3manuii East View
Information Services, OO0 «MIBUC»
9 MaTepuajabHO-TeXHHYECKOE o0ecredeHue U CIUIIMHBI (MOTYJIsl)

https://dlib.eastview.com/

MaTepHaHBHO-TCXHquCKOG obecneyeHne JUCIHHUIIIIMHBI BKIIIOYACT:



VY4eOHble ayAUTOPUH I IPOBEICHUS TUCTAHIIMOHHBIX 3aHIATUH JIEKIIHOHHOTO THIA !

CTOJI KOMIIBIOTEPHBIH, CTOJ MUCbMEHHBIH, CTYJ OQHUCHBIN, JOKyMEHT-Kamepa Epson,
uctoynuk 6ecniepedoiinoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHus, KOMIbIOTEp NepCOHabHBIH (THT 6), mpoekTop ViewSonicPJID7526W,
cniukepdon HactonbHbI Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYECKasl HACTOJIbHAS, CTepeorapHUTYpa (MUKPO(OH C IIyMOIMOAABICHHEM), SKPaH
Hacrennslid Digis Optimal-C MW DSOC-11032*2

Y4eOHbIe ayAUTOPUH [T IPOBEICHUS MPAKTHUECKUX 3aHATHIA, TPYNIIOBBIX U
WH/IMBUYyAIbHBIX KOHCYJBTAIMN, TEKYIIEr0 KOHTPOJISI ¥ IPOMEKYTOUHON aTTeCTallUu:

CTOJI KOMIIBIOTEPHBIH, CTOJI ITMCbMEHHBIH, CTYJI OHUCHBIH, JOKYyMEHT-Kamepa Epson,
ncrounuk oecnepedoiinoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHns, KOMIIBIOTEp EPCOHaNbHbIH (THIT 6), mpoekTop ViewSonicPJD7526W,
ciimkepdon HacronbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYeCKasl HACTOJIbHAS, CTepeorapHUTYpa (MHKPO(OH C IIyMOIIOAaBICHHEM ), SKPaH
nacrenusiiiDigis Optimal-C MW DSOC-11032*2

[TomernieHust 17151 CaMOCTOSITEIBHON pabOThl 00YYAIOIINXCS: TICPCOHATBHBIC
kommbioTepsl ¢ makerom MS Office, Beixomom B IHTEpHET U ¢ TOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[Tomernienue Juist XpaHeHHS U TPOPHIAKTHUECKOTO 00CITy)KUBaHUSI Y4€OHOTO
000pyIOBaHUs: CTEIUIAKHU JJIsl XPAHEHUS YIeOHO-HATISTHBIX TOCOOHH U y4eOHO-
METOAMYECKON JOKYMCHTAIUH.

Y4eOHble ayAUTOPUH [T BBIIOJIHEHUS KYPCOBOTO MPOSKTUPOBAHUS TOMEIICHUS /IS
CaMOCTOSITENTLHON pabOThI 00yYArOIINXCS: IEPCOHATBHBIE KOMIBIOTEPHI € mMakeTtoM MS
Office, BorxooM B IHTEpHET | C IOCTYIIOM B AJIEKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEy YHUBEPCUTETA.

ITpunoxenue 1

YuyeOHO-MEeToAuUYeCcKoe oOecrnedyeHrue CaMOCTOATEJIbHONH  PadoOThI
o0yuaromuxcs

OIIeHO‘leIe Cpeacrea TEKyHero KOHTpoJId 1o pasaejiam
PA3JIEJ 1

IIpakTnyeckoe 3aganue 1
1. Hcnonp3zys OO1epoccuiickuii Kj1acCU(pUKaTOp yNpaBiIeHUECKON JOKyMEHTAIUH
OK 011-93 (pexxum jgocryma http://www.consultant.ru/)naiite  TonkoBaHHEe  HE
MeHee TpeM KojaM (GopM KOHKpeTHbIX aokymeHToB YCOPJI u mectu kogam Apyrux
YHU(DUIUPOBAHHBIX CUCTEM YIPaBICHYECKON JOKYMEHTAIMH (110 BEIOOPY CTYAEHTA).

3anaHue BBINOJIHANTE 10 00pa3ny:

Kox 02112312 obo3Hayvaer:

02 — dbopma MIPUHA]ICKUT K YHubunupoBaHHOM cucTeme
OpraHU3alMOHHO-PACHIOPSAAUTEILHON JOKYMEHTAIUH;

11 — d¢opma OTHOCHUTCS K TOIKJIACCy AOKYMEHTAIlMW TIO CO3JaHHUIO0 OpraHU3alliH,
IPEIIPUITHS,

231 — perucTpalMOHHbIN HOMEp (POPMBI BHYTpH MojKIacca — GopMbl Y CTaBa;

2 — KOHTPOJILHOE YHCIIO.

VYcraB sBisieTcs: 00s13aTeIbHBIM JOKYMEHTOM ISl pa3IMYHBIX OPTaHU3AI[MOHHO-TIPABOBBIX
¢dopm, 1 ero cocTaBiaeHne U 0GOPMIICHNE PETJIAMEHTUPYETCS 3aKOHOIATeIbCTBOM. OTCYTCTBHE B
OKYVY /I unaexca 1 nepuoJuuHOCTH 0003HAYAET, YTO OPraHU3aLUS COCTABIISIET U 0(OPMIISET yCTaB
CaMOCTOSITEIIbHO, 0€3 OTophl Ha o0IIepoccuiickue yHudunupoBanubie popmel. [Ipu coctaBnenun


http://www.consultant.ru/

u opopmIleHHH ycTaBa HEOOXOUMO OonHpaThes Ha 3akoHoaaTenscTBo u [OCT P 7.0.97-2016
Tect k pazneny 1
Bompoc 1
TekcT Bompoca
CornacHo cTaHAAPTU3UPOBAHHOMY OIPEAEIEHUIO, BUJ MMCbMEHHOTO IOKYMEHTA — 3TO:
Bribepute oauH oTBeET:
a. OpUIHMATIBHBIN TOKYMEHT, CO3/IaHHBIN B TMCHMEHHOM BH/IE
b. HauMeHOBaHHME JOKYMEHTa, O(OPMIIEHHOTO IO YCTAaHOBJCHHBIM IpaBUIIAM
MAaIIMHOIIMCHBIM CTIOCOO0M
C. Pa3HOBHUJIHOCTb JOKYMEHTa, HCIOJIHEHHOIO rpapuyecKUMH 3HaKaMu — OYyKBamH,
udpamu, neporaudamu
d. mpuHaANEKHOCTh MUCHbMEHHOTO JOKYMEHTA K CUCTEME JOKYMEHTAIMH 10 MpHU3HaKaM
COJIEpKaHus U 11eJIEBOr0 Ha3HAUYEHUS
Bonpoc 2
Tekct Bompoca
[IpuHaUIe)KHOCTh TOKYMEHTa K CHCTEME AOKYMEHTAIlMU [0 MpPU3HAKaM COJCPKAHUS U
LIEJIEBOI'0 HA3HAYEHUSI — ITO:
Bribepute oauH OTBET:
a. BUJI JOKYMEHTA
b. popmynsp qokymeHTa
c. OJaHK TOKyMEHTa
d. nemo
Bompoc 3
TexkcT Bompoca
CornacHo cTaHAAPTU3UPOBAHHOMY ONPEEIIEHUIO, CUCTEMA JOKYMEHTAIMU — 3TO:
Bribepute oauH OTBET:
a. COBOKYITHOCTH JOKYMEHTOB, OOpa3yIOLIMXCS B JEATEIbHOCTH IOPUANYECKOTO HITH
buznyeckoro nuna
b. cucreMa HOpMaTUBHBIX aKTOB, PErJIAMEHTUPYIOUINX JOKYMEHTHPOBAHUE JNESTEIILHOCTH
U IOKyMEHTOO0OPOT NPEANPUATHHA PA3TUUHBIX OPraHU3allMOHHO-TIPABOBBIX (hopM
C. KOMIUIEKChl JIOKYMEHTOB, OTpa)Kalolllue IPOU3BOJACTBEHHbIE, YIPABICHUECKHE,
(brHAHCOBBIE MPOLIECCHI MPEANPUITUH, OpraHU3aLUH, YUpEKASHUN
d. COBOKYMHOCTH [OKYMEHTOB, B3aUMOCBSI3aHHBIX [0 IPHU3HAKaM [POUCXOKIACHMUS,
Ha3HAueHUs, BUJA, cepbl JeITeIbHOCTH, €AMHBIX TpeOOBaHUN K MX 0(hOpMIICHHUIO
Bompoc 4
Tekct Bompoca
Kakyto cucremy npokymentanuun HEJIB3S orHectm Kk (QyHKIMOHAIBHOM cucTeme
JIOKyMEHTalUU:
Bri6epute ouH OTBET:
a. CHCTeMa JTIOKYMEHTAIUH 31paBOOXPAHEHUS
b. cucrema OT4ETHO-CTATUCTUYECKON JOKYMEHTAIIUU
C. CUCTEMa IIEPBUYHON YUETHOU JOKYMEHTALUU
d. cucrema mIaHoOBOM JOKYMEHTAITH
Bomnpoc 5
TekcT Bompoca
CornacHo cTaHIapTU3UPOBAHHOMY OIPEIEIECHUI0, TOKYMEHTAIbHBINA (POH — 3TO:
Bribepute oauH OTBeT:
a. COBOKYIIHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX II0 TpPU3HAKaM IPOUCXOXKICHUS,
Ha3HAYeHWs, BUAQ, CPEephl ACSITEIBHOCTH, EUHBIX TPEOOBAHMM K MX 0(hOPMIICHHUIO
b. COBOKYNHOCTb JOKYMEHTOB, OOpa3yIOIIMXCS B JAEATENbHOCTH IOPUIMYECKOTO WIN
buznyeckoro auna
C. KOMIUIEKCHl JOKYMEHTOB, OOCIYXHBAIOIIME HPOM3BOJCTBEHHBIE, YIpaBIEHYECKHUE,
(MHAHCOBBIE TTPOLIECCHI MPEANPUATHNA, OpTaHU3AINH, YIPEIKICHUN
d. opunmanbHpie JOKYMEHTHI PEANPUATHA, OPTaHU3AINHA, YIPEKICHUH
Bomnpoc 6
TekcT Bompoca



Ha xakwme rpymnmbl nensrcs oduUUaibHBIE JOKYMEHTHl MO cdepe AeATeNbHOCTU (I10
(GYHKIIMOHATLHOMY TTPU3HAKY):
Bribepure ouH OTBET:

a. G yHKIIMOHAJIBHBIE/OTPACIICBBIC

b. opunmansHbIe/HEOPHUIINATBHbIE

C. YIpaBJIEHYECKUE/TEXHUYECKUE

d. yaudunmpoBanHbie/HeyHU DUITUPOBAHHbIE

Bonpoc 7

TekcT Bompoca

Kakoii JOKyMeHT OTHOCHUTCS K CUCTEME YIPaBICHUECKON TOKYMEHTAIIUU:
Bribepure oauH OTBET:

a. IITaTHOE PacluCaHue

b. mosicHUTENbHAS 3aIlMCKa

C. CTaHJapT

d. macnopT u3aenus

Bomnpoc 8

TekcT Bompoca

Kakoii TOKyMEHT MOXET OTHOCUTHCS K CUCTEME TEXHUYECKON JOKYMEHTAIINH:
Bri6epute ouH OTBET:

a. IOKJIa/iHas 3amucKa

b. 0OBsICHUTENBbHAS 3aIIFCKa

C. MOSICHUTEJIbHAS 3aMKcKa

d. cmyxeOHas 3ammcka

Bomnpoc 9

TekcT Bompoca

CornmacHO  CTaHIAPTU3UPOBAHHOMY  ONpPENEICHHIO, YHU(DUIMPOBAHHAS  CUCTEMa
JOKYMEHTAIIUHU — 3TO:

Bribepute oauH OTBeET:

a. cucreMa JOKYMEHTAaIlMH, CO3J[aHHas 110 €JWHBIM TpaBWJIaM W TPeOOBAaHUSM,
cojepxamas uHpOpMalKo0, HEOOXOAMMYIO JUId YOpaBJIeHHUs B ONpEAETIeHHON cdepe
JeSITeTbHOCTH

b. cucrema 10KyMeHTalUU, UMEIoLIas €AUHbIH GopMyIsip

C. CHUCTeMa JOKYMEHTAlluW, COCTaBJIeHHWE W O(OPMIIEHHE KOTOPOH pPEriiaMeHTHPOBAHO
HOPMATUBHBIMH aKTaMU

d. COBOKYMHOCTH JIOKyMEHTOB, B3aMMOCBS3aHHBIX I10 TPU3HAKaM MPOUCXOKICHUS,
Ha3HAueHUs, BUJA, cephl JeITeIbHOCTH, €IMHBIX TpeOOBaHUN K MX 0(hOpMIICHHUIO

Bompoc 10

Tekct Bompoca

CornacHo cTaHIAPTU3NPOBAHHOMY OIPEIENICHUIO0, YHH(PHIMPOBaHHAs (hopMa TOKYMEHTa —
3TO:

Bribepute oauH OTBET:

a. nH(popMaIMs, 3aIMCaHHAs Ha PA3JIMYHBIX HOCUTEISX MO YCTAaHOBJICHHBIM ITPaBUIIaM

b. COBOKYITHOCTh PEKBH3UTOB, YCTAHOBIICHHBIX B COOTBETCTBHH C PEIIACMBIMH B JIaHHOU
cdepe IeATENHOCTH 337a4aMH U PACIOJIOKEHHBIX B OIPEETIEHHOM IMOpPsJIKEe Ha HOCHUTENE
uH(popMalun

C. HabOp pPEKBU3UTOB, MJICHTUDUIUPYIOIIMX aBTOpa OQHUIMATIHLHOIO MHCEMEHHOTO
JOKYMEHTa

d. Habop pEeKBU3UTOB O(MUIMAIBLHOTO MUCHBMEHHOTO JOKYMEHTa, PaclOJIOKEHHBIX B
OTIpeNIeICHHOM TTOCIIeIOBATEIEHOCTH

Bompoc 11

TekcT Bompoca

YHudpukanus J0KyMeHTOB — 3TO:
Bri6epute oquH OTBET:

a. ompeieieHne mopsiika ohopMIIeHUs JOKYMEHTOB

b. pa3paboTka «iradia0Ha» JOKyMEHTa

C. CBEICHHE K MUHUMYMY pa3zHoo0pa3usi BUIOB U (hOpM JTIOKYMEHTOB



d. mpuMeHeHne TabIuI] M aHKET
Bomnpoc 12
TekcT Bompoca
CornacHo CTaHAAPTU3UPOBAHHOMY OMPEACIICHUIO0, OpPraHU3allMOHHO-PACTIOPSIUTENbHBIN
JIOKYMEHT — 3TO:
Bri6epute oguH OTBET:

a. JIOKyMEHT, CO3JaHHBII IOPUINYECKUM WIA (PU3HUECKUM JHLOM, OPOPMIICHHBIH U
YAOCTOBEPEHHBI B YCTAHOBJICHHOM MOPSJAKE M HCIOJIb3YeMbIl B TEKYIIEH JeATEeIbHOCTH
OpraHu3aIu

b. B MHCBEMEHHOTO JJOKYMEHTA, B KOTOPOM (DUKCHUPYIOT PEIICHUE aIMUHUCTPATUBHBIX U
OpI‘aHI/ISaL[I/IOHHbIX BOHpOCOB, a TaKKe BOHpOCOB YHpaBJIeHI/ISI, BSaHMOHeﬁCTBHX, O6€CH€‘-I€HI/I$I 158
pEeryJMpOBaHUs JCSATEILHOCTU OPraHOB BIACTH, YUPEKICHUM, TPEANPUATHN, OpraHu3alui, ux
MOApPa3ICICHUI U JOJKHOCTHBIX JIMI]

C. NEPBUYHBIA, MUHMMAJIbHBIA 3JIEMEHT CHUCTEMbl OPraHU3aALMOHHO-PACTIOPSAUTEILHON
JOKYMEHTAILIUN

d. BU/J MUCBMEHHOTO JIOKYMEHTA, OTpaXKkaroIu JIOKyMEHTUPOBaHUE
OpraHU3aIMOHHO-PACTIOPSAIUTEIBLHOMN NeATEIbHOCTH OPraHOB, OPTaHU3AUN U JJOJDKHOCTHBIX JIUII
Bomnpoc 13

Tekct Bompoca
Kakue mnoacuctempr HE Bxomsar B cucreMy OpraHu3alMiOHHO-PACHOPSAUTENbHOM
JOKYMEHTAIUH:
BeiGepute oauH OTBET:
a. pacropsauTeIbHas JOKYMEHTAIUS
b. nHpOpPMaLIMOHHO-CIIPABOYHAS TOKYMEHTALHS
C. IUTAHOBAs IOKYMEHTAIHs
d. opraHu3anoOHHO-TIPaBOBast JOKYMEHTAIUS
Bompoc 14
TexkcT Bompoca
K opranmsanmoHHO-pacnopsiuTeNbHONM  aAokyMeHTanuu HE  oTHocsaTcs  cnenyromue
JIOKYMEHTBI:
Boi6epute ouH OTBET:
a. cyera-paxkTypbl
b. IpoTOKOIBI
C. aKThI
d. mucema
Bomnpoc 15
TekcT Bompoca
Kakoe MakcumanbHOE KOJMYECTBO 3HAKOB OTPAXEHO B KOJOBOM 0003Hau€HHUH
yYHUPUIIMPOBaHHOU hopmbl tokymeHTa corinacHo OKY /I
BeiGepute oauH OTBET:
a. TATh
b. Bocemb
C. IBEHAJIaTh
d. neBaTh
Bormpoc 16
Tekct Bompoca
B kakoMm komoBoM o6o3HaueHuu yHUpuUIHMpoBaHHON Qopmbl gokymeHnta 05080819,
cornacHo OKVY/I, BepHO oTpaskeHbI LIU(PPOBBIE MPU3HAKHU KJIACCH(PHUKAIINN:
Bribepute oauH OTBET:
a. 19 — KOHTPOJILHOE YUCII0, KOTOPOE BBOJUTCS BO N30€KaHUE OTMOOK MPH CUNTHIBAHUU U
HCIIOJIb3YETCSI IPU MPOBEPKE 3aIUCH KOJIa
b. 80 — noaknacc ¢popmsbl, T.e. OOLUIHOCTH COAEPIKAHUS MHOXKECTBAa ()OPM JJOKYMEHTOB H
HaMpaBJIEHHOCTb UX MCIIOJIb30BaHMs
. 050 — xmacc hopMel, T.e. MPUHAUICKHOCTh YHUPHUIIMPOBAHHONW (POPMBI TOKyMEHTa K
COOTBETCTBYIOIICH YHUPHUITUPOBAHHON CUCTEME JTOKYMEHTAITUN
d. 081 — perucrpauuMOHHBIH HOMEp YHU(PHIHMPOBAHHOW (OPMBI JOKYMEHTa BHYTPH



noJKiacca
Bomnpoc 17
TekcT Bompoca
Ha xaxue Tunsl noApa3aensoTcs JOKYMEHTHI 110 POUCX0XKICHHIO:
Bribepure oauH OTBET:
a. o0menocTynHbie/ KOH(GUICHIIUATbHBIE/ CEKPETHBIC
b. rnunbIe/ OduUIATEHBIE
C. BXOJIAIINE/UCX O ISIINE/BHYTPEHHHE
d. uanuBUAYyansHbIe/TpadapeTHbIC/ TUIIOBBIC
Bomnpoc 18
Tekct Bompoca
[To kakoMy HOpHU3HAKY AOKYMEHTBHl HOJPA3JENAIOTCA Ha PYKONHMCHbIE, Ipaduyeckue
(OHOOKYMEHTHI, (OTOOKYMEHTHI, KHHOJOKYMEHTBI, BHJCOAOKYMEHTHI M JIOKYMEHTHI,
CO3JIaHHBbIE C TOMOILBIO KOMIIbIOTEPHON TEXHUKH:
Bribepure oauH OTBET:
a. [0 MECTY COCTaBJICHUS
b. 0 MeCTy B cUCTEME yIpaBJICHUS
C. [10 YPOBHIO 3alllUThI
d. mo cnoco0y AJOKyMEHTUPOBAHHS
Bomnpoc 19
TekcT Bompoca
Ha xaxue Tunbl NoApa3aestoTcs JOKYMEHTHI 10 MECTY COCTaBJICHU:
Bri6epute ouH OTBET:
a. BXOJAIINE /UcXos1Ine/ BHYTpEHHHUE
b. mmunbIe/0pULIMATEHBIC
C. UHJIMBUyaJIbHbIE/TpadapeTHbIC/ TUTIOBbIE
d. mO/UITMHHUKN/KOTTNH/ Ty OIHKATHI
Bomnpoc 20
TekcT Bompoca
Ha xaxue Tunbl NOApa3aestoTCs JOKYMEHTHI 110 CIIOCO0Y U3JI0KEHUS:
Boi6epute ouH OTBET:
a. TMUCbMa/TenerpamMmbl/ TenepOoHOrpaMMbl/ TeseKchl/ (hakcorpaMMbl/ 3JEKTPOHHBIE
coo01eHus
b. NOUTMHHUKN/ KOTTUK/ 1yOIUKATHI
c. o0meocTynHbIe/ KOH(GUICHIIUATBHBIE/ CEKPETHBIC
d. unuBUAYanbHbIE/ TpadapeTHble/ TUIIOBbIE
Bompoc 21
Tekct Bompoca
Ha xakue THTIBI TOPa3IeNsIOTCsl JOKYMEHTHI TI0 CTETIEHH TTOITHHHOCTH
BeiGepute oauH OTBET:
a. mnMcbMa/Tenerpammbl/ TenedoHorpamMmbl/ TeneKchl/ (hakcorpaMMbl/ 3JIEKTPOHHBIE
cooOuieHus
b. noanuHHBIE/ OAN0XKHBIE (PanbcuPUIMPOBAHHBIE)
C. MOJJIMHHUKY (OPUTHUHAIBI)/ KOTIHH/ TyOTHKATHI
d. unaMBUAYanbHBIE/TpadapeTHbIC/ TUTIOBBIE
Bomnpoc 22
TekcT Bompoca
[To kakoMy MpHU3HAKY JOKYMEHTHI MOAPA3EAIOTCS Ha MOJIMHHUKY (OpUTHHAIBI)/ KOTTHH/
TyOITUKATHI:
Bribepure ouH OTBET:
a. mo (popme mpeacTaBICHHs
b. mo cdepe aesarenbHOCTH
C. IO croco0y mepemaaun
d. o cTeneHu NOATMHHOCTH
Bomnpoc 23
TekcT Bompoca



[To kakoMy pU3HAKY TOKYMEHTHI MTOAPA3/EIAIOTCS Ha YIIPABICHUYECKUE U TEXHUUECKHUE:
Bri6epute oguH OTBET:
a. crocoOy nepenaun
b. mo crocoOy u310KeHUsI
c. mo ¢hopMe IpeCTaABICHUS
d. mo cdepe nesaTenbHOCTH
Bompoc 24
TekcT Bompoca
Ha xakue TUIIBI TOIPa3IeNtoTCs JOKYMEHTHI IO CIIOCco0y Nepeaayu:
Bribepute oauH oTBeET:
a. TUCbMa/TeNerpamMmbl/ TeneOHOTpaMMBbl/ TeJIeKChl/ (hakcorpaMMbl/ 3JIEKTPOHHBIC
coo01eHus
b. nHAMBHYyaNbHBIE/ TpadapeTHbIe/ TUTIOBBIE
C. IOJJTMHHUKY (OPUTUHAJIBI )/ KOTIHH/ TyOJIMKATHI
d. nouymHHBIe/ TOANOXKHBIE ((hanbcuUIIUPOBAaHHEIE)
Bomnpoc 25
TekcT Bompoca
K kakomy Tumy kiaccU(pHUKalUu IOKYMEHTOB JOJDKEH OTHOCUTBHCS IOKYMEHT, CpPOK
XpaHEHUsI KOTOPOI'0 COCTABIISIET 75 JIET:
Bribepute oauH OTBET:
a. co cpokom xpanenus ot 10 go 75 net
b. 1OITOBpEMEHHOTO XpaHEHUs
C. BpEMEHHOT'O XpaHCHHUS
d. MOCTOSIHHOTO XpaHEeHUS

PA3JIEJ 2

IIpakTnyeckoe 3ananue 2
1. Ucnone3ys tpeboBanus ['OCT P 6 7.0.97-2016 u odunmaneueiii cait ®I'bOY BO
«MI'TY um. I'"'M. HocoBay, cocTaBbTe BO3MOKHbIE 00pa31bl OCHOBHBIX BHJI0B O1aHKOB PI'BOY
BO «Maruurtoropckuii rocynapcTBeHHbIH TexHUueckuid yausepcuteT uM. I.M1.HocoBay.
* Tect k pazneny 1 (2 cem) /
Bompoc 1
Tekct Bompoca
Kakue snemMeHTBbl SBISAIOTCA CaMbIMM KPYIHBIMU CTPYKTYPHBIMHU 3JIEMEHTaMH JOKyMEHTa
KaK CHCTEMBI:
Boi6epuTe ouH OTBET:
a. 3aroJIOBOYHAs, Co/iepKaTeNbHast U 0pOPMIIAIOIIAsl YacTH
b. ciiy>xkeObHOE U pabodee mojie JOKyMEHTa
C. PEKBU3UTHI
d. conepxanue u popma
Bompoc 2
TekcT Bompoca
K snemeHTaM BHEIIHENW CTPYKTYpPbl KHMKHOIO M3JIaHUSI OTHOCHUTCS:
Bribepute oauH OTBET:
a. BBIXOJIHBIE CBEJICHUS
b. ¢op3ar
C. IPUIIOKEHUS
d. nocnecnosue
Bompoc 3
TekcT Bompoca
K snemeHTaM BHYTpEHHEN CTPYKTYPbl KHUKHOTO U3/1aHUSL OTHOCUTCSL:
Bri6epute oquH OTBET:
a. cynepooIoxKa
b. BBIXO/IHBIE JaHHBIE
C. TUTYJIbHBIN JIUCT



d. xonoHTUTYN
Bonpoc 4
TekcT Bompoca
Kakoe ompezneneHue rOpUIMYECKOW CHIIBI JOKYMEHTA SIBJISETCS CTaHAAPTHU3MPOBAHHBIM
(3axperuteno B TOCT P 51141-98):
BeiGepute oauH OTBET:

a. IOpUMYECKas CHJIa JOKYMEHTa — 3TO CBOMCTBO O(PUIIMAIBHOTO TIOKYMEHTa, COO0IIaeMoe
eMy JEWCTBYIOIIMM 3aKOHOJATEIbCTBOM, KOMIIETEHLMEH M3/1aBLIEro €ro oprasa u
YCTAHOBJICHHBIM MOPSAIKOM 0(POpPMIICHUS

b. ropuauueckas cuia JOKYMEHTa — 3TO CHOCOOHOCTh YNPAaBJIEHYECKOI'O JOKYMEHTa
BBICTYIaTh B KaueCTBE 005A3aTEIbHOrO /ISl YYACTHUKOB YIIPABJICHUS: OPraHOB YIIPABJIEHUS, UX
CTPYKTYPHBIX  IOJpa3/iesieHuli,  OOLIECTBEHHBIX  OpraHu3alMid, JOJDKHOCTHBIX  JIMIL,
rOCY/IapCTBEHHBIX CIYKAIUX U TPakIaH

C. IOpUAMYECcKasl CUila JOKYMEHTa — 3TO COOTBETCTBUE JOKYMEHTHUPOBAHHOM HH(pOpMauu
TpeOOBaHUAM OPHUIIUATBHOCTH, JOCTOBEPHOCTH, 00 BEKTUBHOCTH, OECCIIOPHOCTH, OCHOBAHHBIM Ha
3aKOHOJATEIbCTBE

d. ropuanueckast cuiia JOKYMEHTa — 3TO YCIIOBHE, IIPH KOTOPOM HMH(OPMAIUsS JOKYMEHTa
MOXeT OBITh HCIOJb30BaHA B cdepe ynpaBieHUs 0e3 COMHEHHS B €€ JOCTOBEPHOCTH JUIs
OCYIIECTBIICHUS JTIOOBIX JEeHCTBUIA

Bompoc 5

TekcT Bompoca

KakomMy TepMHHY COOTBETCTBYET CIEAYyIOIIee CTaHJAapTU3UPOBAHHOE ONpEeICHHUE
(3akperuienHoe B 'OCT P 51141-98): «.... — 370 mpocTaBiiecHHe HEOOXOIUMBIX PEKBHU3HUTOB,
YCTAHOBJICHHBIX IPABUJIAMU JTOKYMEHTUPOBAHUS»:

Boi6epute ouH OTBET:

a. opopmIIeHHE JOKYMEHTa

b. cocraBienne T0KyMeHTa

C. yHU(UKaLKsa JOKyMEHTa

d. popmynsip-obpazery

Bomnpoc 6

TekcT Bompoca

Kakoil 1oKkyMeHT sBJIsIeTCS OCHOBHBIM aKTyaJbHbIM HOPMAaTHUBHBIM IOKYMEHTOM B 00J1aCTH
cocTaBJIeHUs U 0()OPMIICHUS OPTaHNU3aLMOHHO-PACTIOPSIIUTENbHON JOKYMEHTAIINH:

BeiGepute oauH OTBET:

a. OKYJ - OK 011-93. OOumepoccuiickuii KiacCUPUKATOp yHpaBIE€HYECKOU
JOKyMeHTanuu, yrBepxaeHHbI [loctanoBnenuem I'occranmapra P® ot 30 nmexabps 1993 r.
Ne229

b. TCAOY — l'ocynapcTBeHHast cucTeMa JOKYMEHTALMOHHOTO 00ecreueH sl yIpaBIeHuU .
OcHoBHble nonokeHus. OO1me TpeOOBaHUS K JTOKYMEHTaM U Cily’)k0aM JOKYMEHTAI[MOHHOTO
oOecnieueHus, yrepxaeHHas npukazom ['nmaBapxusa CCCP ot 23 mas 1988 r. Ne 33

c. IlpaBuna nenompousBoacTBa B (penepaldbHBIX OpraHax HWCHOJHUTEIbHOM BJIACTH,
yrBepxkacHHbIe [locTanoBeHneM IpasurenscTBa PO ot 15 urons 2009 r. Ne477

d. TOCT P 6.30-2003

Bomnpoc 7

TekcT Bompoca

Ckonbko pekBu3uToB HacuutbiBaeT ['OCT P 6. 30-2003:
Bribepute oauH OTBET:

a. 30

b. 31

c.29

d. 26

Bompoc 8
TekcT Bompoca
Kak nepeBonTCs ¢ TaTHHCKOTO TEPMUH «PEKBU3HUT» (J1aT. requisitum):
Bri6epute oguH OTBET:
a. MUHUMaJIbHasl 4yacThb



b. aTpubyT comepxkaHus
C. CTPYKTYPHBII 2JIEMEHT
d. Tpedyemoe, HEOOX0AUMOE
Bonpoc 9
Tekct Bompoca
KakoMy TepMuHY COOTBETCTBYET CIEYyIOIIEEe CTAaHAAPTU3MPOBAHHOE OIpeesieHUue
(3akperuiennoe B ['OCT P 51141-98): «.. — 3To o00s3aTenpHBIA 3JIeMEHT O(OpMIICHUS
O(pUIMATEHOTO TOKYMEHTa:
Bribepure ouH OTBET:
a. pPEKBU3UT IOKYMEHTa
b. 6y1aHK JOKyMEHTa
c. paboyee 1osie JOKYMEHTa
d. 3aronoBoyHas yacTh JOKYMEHTA
Bonpoc 10
Tekct Bompoca
KakoMy TepMuUHY COOTBETCTBYET ClIe[yIOlllee CTaHAAPTU3UPOBAHHOE OIpe/eIcHHe
(3akpermiennoe B ['OCT P 51141-98): «.. — 93TO0 MoOjenb TOCTPOCHUS JIOKYMEHTA,
yCTaHaBIIMBaIOIIas 00J1acTh MPUMEHEHHS, (HOpMaThL, pa3Mephbl MoJeH, TpeOOBaHMS K TOCTPOCHUIO
KOHCTPYKLIIMOHHOM CETKU M OCHOBHBIE PEKBU3HTHI»:
Bribepute oauH OTBET:
a. THTIOBOH (popmyIisip
b. O1aHK TOKyMEHTa
c. hopmymsip-obpasen
d. bopmymsip nokymeHTa
Bompoc 11
TexkcT Bompoca
[Tpomomxute onpenenenue: GopMyIsip JOKYMEHTA 3TO - ...
Bribepute oauH OTBeET:
a. BHYTpeHHsA (opMa JTOKYMEHTa, OINPEIEISIoNnas CTPYKTypy TEKCTa M €ro S3BIKOBBIE
0COOEHHOCTH
b. Habop peKBU3UTOB OQPUIHUAIBLHOTO MHCHMEHHOTO JIOKYMEHTa, PACIIOJIOKEHHBIX B
OTIpeIeNIeHHON MOCIe10BATeNbHOCTH
C. 3apUKCHpOBaHHAs Ha MAaTEepPHAJIHLHOM HOCHTENe HWH(POpMAIHS C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTU(PHUIIUPOBATH
d. Habop peKBU3UTOB, WACHTUPUIMPYIOIIUX aBTOpa OQUUIHUAIBHOIO MHUCHMEHHOIO
JIOKYMEHTa
Bompoc 12
Tekct Bompoca
[Tpomomxute onpenenenue: OJIaHK JOKYMEHTA — 3TO ...
BeiGepute oauH OTBET:
a. MOJIeJTb TTOCTPOCHUS TOKYMEHTA, YCTaHABIUBAIOMIAsl 001acTh PUMEHEHUS, POPMATHI,
pasmepsl NoJIeH, TpeOOBaHUS K TOCTPOESHUIO KOHCTPYKIIMOHHON CETKU U OCHOBHBIE PEKBH3HUTHI
b. THmoBas Mojenb, CoOep)Kamias COBOKYITHOCTh  OOS3aTENbHBIX  PEKBU3UTOB,
CBOMCTBEHHBIX IOKyMEHTaM YHU(DUIIMPOBAHHON CHCTEMBI OPTaHU3AIIMOHHO-PACTIOPSAUTEIHLHON
JOKYMEHTAITUHN U PACIIOJIOKEHHBIX OIPEIeIEHHBIM 00pa3oM
C. HabOp pPEKBU3UTOB OQHUIMAIHLHOIO MUCHMEHHOTO JIOKYMEHTA, PACIOJIOKEHHBIX B
OTIpeNIeICHHOM TTOCIIeIOBATEIEHOCTH
d. Habop pEeKBHU3WUTOB, HAECHTH(PHUUUPYIOMIHUX aBTOpa OQHUIHMAIBLHOIO IMHCEMEHHOIO
JOKYMEHTa
Bompoc 13
TekcT Bompoca
Kakoe BbICKa3bIBaHUE SIBISIETCS HEBEPHBIM:
Bri6epute oquH OTBET:
a. HaummeHoBaHme BuAa CIyXeOHOro IOKyMEHTa CTalo OQOPMISATHCS OTACIbHBIM
PEKBU3UTOM HaJl TeKCTOM ¢ X VI cronerus
b. B Poccun odunmanbHble, AeT0BbIE JTOKYMEHTBI CTAIH PETYJSPHO MOANMHUCHIBATHCS



aBTOpamu, HaunHas ¢ onoxu llerpa I

c. @opmysip opUIMAIBHOTO JOKYMEHTA CTal CKJIAaAbIBaThCs B Mexkaypedbe HEeCKOJIbKO
TBICSIY JIET Ha3a]

d. B Poccun B ciyxkeOnbix moxkymeHTax n0 XVIII Beka aBTop 0ObIYHO 0003HauasCs B
Hayaje WM B KOHIE TEKCTA, T. €. 3TOT PEKBU3UT HE BBLIEIAICS B KaU€CTBE CAMOCTOSITEIbHOTO
JJIEMEHTa

Bompoc 14

TekcT Bompoca

Kakoe BbICKa3bIBaHUE SIBIISIETCS HEBEPHBIM:
BeiGepute oauH OTBET:

a. PexBU3UT «HaMMEHOBaHME BHUIA JOKYMEHTa» SBISIETCS JOKYMEHTOOOPA3YIOIIUM
IPU3HAKOM, MO3BOJIAIOLIMM IOJIyYUTh HaYallbHOE, caMoe O0llee MPEeACTaBICHUE O JOKYMEHTE,
€ro NpaBOBOM 3HAYUMOCTH

b. I[Ipumenenne I'OCT P 7.0.97-2016 sBisieTcss 00sS3aTeNbHBIM JIJII BCEX COBPEMEHHBIX
OpraHu3aluil, yupexaeHuH, TpeanpUsTHIA TF0OBIX OpraHU3alMOHHO-TIPABOBBIX (hopM

c. Popmynsap ITOKYMEHTa IPOAMKTOBAaH HE TOJBKO HEOOXOAWMOCTBIO CTPYKTYpUPOBATh
uH(pOpMaLlMIO, CcIelaTh €€ SPrOHOMUYHOW, HO M HEOOXOJUMOCTBIO MPUAATH JIOKYMEHTY
IOPUJIMYECKYIO CUITY, CIIeNIaTh 3aleyaTIeHHY0 B HeM HH(POpMaLKio 0QpULIHAIbHOM

d. Kaxnp1if peKBU3UT Kak MEPBUYHBIN CTPYKTYPHBIN DJIEMEHT JJOKYMEHTA B TOW WJIM UHON
CTETIEHHU OTPaXKaeT IOPUIUUECKU 3HAUUMYIO0 HHPOPMALIUIO

Bompoc 15

TexkcT Bompoca

[Tponomxkute onpezeneHue: aTpudyus — 3To0. ..
BeiGepute oauH OTBET:

a. pa3HOBUHOCTH YIPaBJIEHUECKOT0 JOKYMEHTa

b. ycTaHOBIIEHHME IOJUIMHHOIO UMEHU aBTOPA

C. BBISIBJIEHUE aTPUOYTUBHBIX CBOMCTB IOKYyMEHTa

d. npu3HaHue JOKyMEHTa HeJleHCTBUTEbHBIM

Bompoc 16

Tekct Bompoca

Kako#l JOKYMEHT 110 CTPYKTYpE SIBJISIETCS TIPOCTHIM:
BeiGepute oauH OTBET:

a. rasera

b. mpenpuHT

¢. coOpaHue COYNHEHUM

d. cepus

Bomnpoc 17

Tekct Bompoca

Kakoe onpeznenenue COOTBETCTBYET MOHATHUIO «IIPOCTON JOKYMEHT:
BeiGepute oauH OTBET:

a. HECKOJIbKO COOOIIEeHUN U3 ABYX WK Oojiee cooOleHuil (Mpou3BeAeHni), yacTeil uin
TOMOB, OOBEIMHEHHBIX O0Olel TeMoll wiM mnpoOneMoi, Menablo, aBTOpOoM W T. II.,
3a(pMKCUPOBAHHBIX HA HECKOJIBKUX MAaTepPHAIbHBIX HOCUTEISIX

b. o1HO co0O1IEHNE, TOMEIIEHHOE Ha OJJHOM MaTepHaJIbHOM HOCHUTENE

C. IOKyMEHT,CO/Iep Kallluii OJTHO MTPOU3BEICHUE

d. TOKyMEHT, COCTOSAIIMIA M3 HECKOJbKUX MPOM3BENEHUH, 3aMKCUPOBAHHBIX HAa OJTHOM
MaTepuaibHOM HOCHUTETE

Bompoc 18

TekcT Bompoca

Kakoe konoBoe o6o3nauenue Ha nokymente HE unentudunupyer aBropa:
Bribepute oauH OTBET:

a. O'PH

b. OKIIO

c. UHH/KIIIT

d. OKY I

Bompoc 19



TekcT Bompoca
Kakoli u3 nepeuncieHHbIX PeKBU3UTOB HE OTHOCUTCS K PEKBU3UTAaM YIOCTOBEPEHUSI:
Bribepure ouH OTBET:

a. Tpu@ yTBEpKICHHS

b. oTTHCK TIeUaTH

c. rpud coriacoBaHus

d. moanuce

Bonpoc 20

TekcT Bompoca

Kakoe BbICKa3bIBaHUE SIBIISIETCS HEBEPHBIM:
Bribepure oauH OTBET:

a. DJIEKTPOHHas LK(pOoBasi MOANUCH SABJSETCS Pe3ylIbTaTOM MpeoOpa3zoBaHus PYKOIMHUCHON
MOJIITMCH aBTOPA IOKyMEHTA B €€ (DaKCHMIIILHYIO KOITHIO B IU(POBOM (opMaTe Ha DIIEKTPOHHOM
HOCUTEJIE

b. DnexTpoHHas 1HMQpoBas MOMMUCH MpeaHa3HaueHa Ui 3alUThl AJIEKTPOHHOTO
JIOKYMEHTa OT MOJJEJIKH U WACHTU(PUKAIIMY BIIaJIesiblia cepTU(UKaTa KiItoua MOJIUCH

C. DJIGKTpOHHas IHU(pPOBas MOANUCH IO3BOJIIET YCTAHOBUTH OTCYTCTBHE HWCKa)KEHUS
nH(GOpPMaIIUU B JJIEKTPOHHOM JIOKYMEHTE

d. DnexTponHas UQpoBast MOAMUCH 00JIATAET CBOWCTBAMHU JBYX PEKBU3HUTOB: «IIOJITHCHY
U «I1€9aTh)

Bompoc 21

TexkcT Bompoca

KakoMy TIOHSATHIO COOTBETCTBYET CJEHYIOIIAs XapaKTEPHCTUKA: <ATOT (HOPMYIsp
XapaKTepU3yeTcsl OMPEEICHHBIM KOJUYECTBOM PEKBH3UTOB, PACIOJOXKEHHBIX B CTPOrou
MIOCJIEIOBATEIBHOCTH, M XapaKTePeH Il KOHKPETHOTO BU/a JOKYMEHTOB, HaIpuMep, MpuKasa,
aKTay:

Br16epute ouH OTBET:

a. popmymsap-obpazen

b. popmysip

C. TUIIOBOH (popMyJIsip

d. uHAMBUAYaNbHBIN GOPMYIISp

Bomnpoc 22

TekcT Bompoca

KakoMy HOHATHIO COOTBETCTBYET CIEAYIOLIasi XapaKTEPUCTHKA: <«ATO COBOKYITHOCTh
PacIIOIOKEHHBIX B OMPEICNICHHON TOCIE0BAaTEIbHOCTH PEKBU3UTOB, MPUCYIIUX BCEM BHIaM
JTAHHOM CHUCTEMBI TJOKYMEHTOB:

Boi6epuTe ouH OTBET:

a. HAMBUyalbHbIN opMyIsip

b. Tunosoit popmysip

c. popmymsp-obpazen

d. popmysip

Bompoc 23

TekcT Bompoca

Kakoii pexBuzut 6611 u3bsT u3 FOCT P 7.0.97-2016:
Bribepute oauH OTBeT:

a. rpu¢ orpaHUYEHUs JI0CTyIa

b. MHH/KIIIT

C. KOJI OpraHu3aluu

d. OI'PH

Bompoc 24
TekcT Bompoca
Kakoii  pexkBM3UT HE  OTHOCHTCS K  PEKBHM3MTaM  3aroJIOBOYHOM  YacTH
OpraHU3aIMOHHO-PACTIOPSAUTEILHOTO TOKYMEHTA!
Bribepure ouH OTBET:
a. pe30ITIOIHS
b. HauMeHOBaHME BUAA JOKYMEHTA



C. HAUMEHOBAHUE OpPraHu3aluu
d. mecTo U3maHuA
Bompoc 25
TekcT Bompoca
Kakue pekBU3UTBI COCTABISAIOT COAEPIKATENBHYIO YacTh JOKYMEHTA!
Bribepute oauH oTBeET:
a. 3ar0JIOBOK K TEKCTY, TEKCT
b. TekcT, 0OTMETKA O HATTMYUU MTPUIIOKEHUS
C. 3aT0JIOBOK K TEKCTY, TEKCT, OTMETKA O HaJIMYNUU IPUIIOKEHUS
d. 3aros0BOK K TEKCTY, OTMETKA O HAIMYUH MIPUIIOKEHUS
Bompoc 26
TekcT Bompoca
Pabora Hag copepkaTenpbHON YacThIO TIOKYMEHTA — 3TO. ..
Bribepute oauH oTBeET:
a. COCTaBJICHUE JOKYMEHTa
b. 3aBepeHne JOKyMeHTa
C. YAOCTOBEpEHUE TOKYMEHTa
d. opopmienue qokyMmeHTa
Bompoc 27
TexkcT Bompoca
Kakoe mone ¢dopmynspa-o0pasna oOpraHU3alMOHHO-PACTIOPSIIUTENFHOTO JTOKyMEHTa
MpeJICcTaBiIsieT co00l ciyke0HOe Toie:
Bri6epute ouH OTBET:
a. BEpXHUI U HUKHHUM KOJOHTUTYJIBI JOKYMEHTA
b. B JeBOM BepxHeM yriy ¢opMmara MpH YIIOBOM PACIOJIOKEHUU PEKBU3UTOB WU B
BEpXHEH ero 4acTu Mo HEHTPY MPHU MPOJ0JIHHOM BapHaHTE PACIIOIOKEHHUS PEKBU3UTOB OJIaHKa
C. yacThb Iuiouiaau ¢opmata, IpeHa3HauYeHHas JUIsl [TOJIeH TOKYMEHTa, /ISl 3aKpEIICHUs
JIOKYMEHTa B TEXHUYECKUX CPEICTBAX XPaHEHHUSI, 1JI1 HAHECCHHUSI CTIeUaIbHBIX U300paKeHUN
d. iomaae yHUGUIUPOBAHHON (DOPMBI JOKYMEHTA WiM OJlaHKa, TTpeIHa3HAYCHHAs JIJIs
3al0JIHEHUS PEKBU3UTAMHU
Bompoc 28
Tekct Bompoca
Kakoe mone dQopmynsapa-obpasiia oOpraHu3allMOHHO-PACHOPSAUTEIBLHOIO JOKYMEHTA
npezcTaBisieT coboi pabouee moie:
Boi6epuTe ouH OTBET:
a. B JICBOM BepxHeM yriay dopmMarta MpU YIrIOBOM PAaCHONIOKEHUU PEKBU3UTOB WM B
BEpPXHEH €ro 4acTH Mo UEHTPY MPHU MPOJI0JIbHOM BapUaHTE PACIIOIOKEHNS PEKBU3UTOB OJIaHKa
b. BepXHHI1 1 HUKHUN KOJTOHTUTYJIBI JOKYMEHTA
C. yacThb Iuiouiaau ¢popmata, mpeIHa3HauYeHHas JUIsl [TOJIeH TOKYMEHTa, /ISl 3aKperIeHus
JIOKYMEHTa B TEXHHUUECKUX CPEJCTBAX XPaHEHMs, Il HAHECEHUS CIelMaIbHbIX N300paKeHUH
d. omaae yHUGUIUPOBAHHON (DOPMBI JOKYMEHTA WK OJlaHKa, TIpeIHa3HAYCHHAs JIJIs
3al0JIHEHUS PEKBU3UTAMHU
Bormpoc 29
Tekct Bompoca
Kakas xapakTeprucTuka COOTBETCTBYET MOHSITHIO «IIEPEMEHHbIE PEKBU3UTBI»:
Bribepure o1H OTBET:
a. OT0 MHAMBUAYAJIbHbIE JJIS KQXKI0TO KOHKPETHOTO IOKYMEHTa PEKBU3UTHI; OHU BHOCATCS
B JIOKYMEHT B IIPOLIECCE €r0 MOATOTOBKU M O(OPMIICHHS
b. OTH peKkBU3UTHI 00pa3yl0T OPUIHAIBHBIN OJaHK TOKYMEHTa, UACHTU(DULIIUPYIOT aBTOpa
JOKyMEHTa
c. DTO pEeKBMU3UTHL,OOIIME AJii BCEX JOKYMEHTOB OJIHOTO BMJIAa; MX MOXKHO 3apaHee
pasMecTUTh Ha CTAHJAPTHOM JIUCTE OyMaru TUIOrpa)cKuM crocodom, ¢ TOMOIIBI0 KOMITbIOTEPA
WIH CIIEHUANTbHOTO [ITaMIIa
d. Oro pexkBuzutsl 01-10, Bkmtoyas peksu3ut 14, onucannsie B 'OCT P 7.0.97-2016
Bomnpoc 30
TekcT Bompoca



B nporecce nBMKEHHUS BHYTPEHHUX TOKYMEHTOBO(DOPMIISIOTCS:
Bri6epute oguH OTBET:

a. CChIJIKA HAa PETUCTPAIIMOHHBIN MHCKC U JaTy TOKYMEHTa, 3ar0JIOBOK K TEKCTY, OTMETKa
0 HaJIWYUM TPUIIOKEHUI, OTMETKa O 3aBepEeHUU KOMUHU, OTMETKa 00 UCIHOJHUTEIE,
UICHTU(PHUKATOP HIEKTPOHHON KOTHUU JOKYMEHTA

b. rpud cormacoBaHusl JOKYMEHTa, BU3bl COTJIACOBAHUS JOKYMEHTA, IMOAINHUCH, TPUP
YTBEP)KICHHSI, OTTUCK T€YaTH, 1aTa JOKYMEHTa, peruCTPAllMOHHBI HOMEpP JOKYMEHTa

C. OTMETKA O MOCTYIUIEHUHU JIOKYMEHTA B OpraHU3aIuIo, Pe30JIIOIUs, OTMETKA O KOHTPOJIE,
OTMETKa 00 MCIOJHEHNH TOKYMEHTA U HAlPaBJICHUH €r0 B JIEJI0

d. 3aroy0BOK K TEKCTYy; OTMETKA O HAJTMYUU MPUIIOKEHHUS; BU3bl COTJIACOBAHUS; OTMETKA O
3aBEPEHUU KOMHMHU; OTMETKA 00 UCTIOIHUTEINE; UACHTH(PHUKATOP IIEKTPOHHOMN KOITUHU IOKYMEHTA

Bomnpoc 31

Tekct Bompoca

Ha kakue Buapl moppasnenstoTcss OJaHKU JOKYMEHTOB IO PAaCHOJIOKEHUIO PEKBHU3UTOB
corsacHo 'OCT P 7.0.97-2016:

Bribepute oauH oTBeET:

a. o0mmii 6;1aHK, OTaHK MUChbMa, OJJAHK KOHKPETHOTO BHJA TOKYMEHTA

b. yrinoBbie ¥ POAOIbHbBIE

c. OmaHK opraHu3anuy, OJAaHK CTPYKTYPHOTO MOJpPA3NeICHUs] OpraHMU3aluH, OJIaHK
JOJIKHOCTHOTO JTUIA

d. nenTpupoBaHHbIE U (IIaroBeIe

Bomnpoc 32

TekcT Bompoca

Kakoli kmaccu(ukalyoHHBI MPU3HAK TMOJIOKEH B OCHOBY JeNieHUs OJaHKOB Ha OJIaHK
OpraHu3aIuy, OJIaHK CTPYKTYPHOTO TOpa3/IeIIEHUs] OpraHu3amnu, OJaHK JOKHOCTHOTO JIMIIA!

Bribepute oauH OTBET:

a. 10 aBTOpy

b. Mo BUAY 1O0KyMEHTa

C. IO paCHOJIOKCHHUIO PEKBU3UTOB

d. mo cnoco0y odopmieHHs peKBU3UTOB

Bompoc 33

Tekct Bompoca

Ha xaxue Buibl moapa3aensitores 6J1aHKu JOKYMEHTOB 110 BUAY JoKkyMeHTa corsacHo ['OCT
P 7.0.97-2016:

Boi6epuTe ouH OTBET:

a. o0muii 6rmaHk, OJIlaHK MUChMa, OJJaHK KOHKPETHOTO BUA TIOKYMEHTa

b. OnmaHk opraHu3aiuu, OJaHK CTPYKTYPHOTO TIOJpa3/IeJICHUsT OpraHU3aluH, OJIaHK
JIOJDKHOCTHOTO JIMIIA

C. YIJIOBBIE U TIPOJIOJIbHBIE

d. neHTprpoBaHHBIE U (pIIaroBble

Bomnpoc 34

Tekct Bompoca

Kakne pexBU3HTHI BKIIOYACT OOMMUK ONaHK OpraHU3aIMOHHO-PACIOPSAUTEIEHOTO
nokymenTa cornacio 'OCT P 7.0.97-2016:

Bribepute oauH OTBET:

a. l'ocynapctennsiii repo P® (I'epb cyobexta PO unn smGnema opranuszanuu, TOBapHbINA
3HaK (3HaK oOcmyxkuBaHus)), kKoa opranm3anuu (mo OKITIO), OI'PH, MHH/KIIII, crnpaBounbie
NaHHble 00 OpraHu3aly; HaMMEHOBAHWE OPTaHU3allMM, MECTO COCTABJICHUS WU H3JIaHUI
JOKYMEHTa, OTPaHHYUTEIbHBIE OTMETKH /IS JaThl JOKYMEHTa, PETHCTPAlMOHHOTO HOMEpa
JIOKYMEHTA, CChUIKM Ha PEruCTPAllMOHHBIA HOMEp U JaTy JAOKYMEHTa, aJpecaTa, pPe30JIOLHH,
3aroJIOBKa K TEKCTY, OTMETKH O KOHTPOJIE, TEKCTa

b. l'ocynapcreennslii repd PO (I'ep6 cyObexTa PO nnm smOnema opranuzanuy, TOBapHbINA
3HaK (3HAaK OOCITY)KMBaHUs)), HAUMECHOBAHWE OpPTaHU3AIlMU, MECTO COCTABIICHUS WJIM HM3IaHUS
JOKYMEHTa, OTPaHUYHUTEIbHbIE OTMETKH I JaThl JOKYMEHTa M PEruCTPallMOHHOTO HOMeEpa
JIOKyMEHTa

C. HaWMEHOBaHUE OpraHU3alMM, MECTO COCTAaBJIICHUS WIM U3JaHUS JOKYMEHTa,



CIpaBOYHBIC JaHHbIE 00 OpPraHM3ALUHU, OTPAHUYUTENBHBIE OTMETKU JUIsl 3aroJIOBKa M TEKCTa
JOKyMEHTa

d. I'ocynapcrBennsiit repd P® (I'ep6 cyobexra PO mim smbiiema opranusanuu, TOBapHBIT
3HAaK (3HaK OOCIYy)XHMBaHHWS)), HAUMCHOBaHUE OpTaHHW3allMd, HAUMEHOBAaHHWE BHIA JTIOKYMEHTA,
MECTO COCTABJICHUS WM U3JAAHUS JOKYMEHTAa, OTPAHUYUTENbHBIE OTMETKHU I 1aThl JOKYMEHTA,
PErUCTPALIMOHHOTO HOMEpa TOKYMEHTA, CChUIKH Ha JIaTy ¥ PErUCTPAlMOHHBIN HOMEp IOKYMEHTA,
3aroJIoBKa K TEKCTY, OTMETKU O KOHTPOJIE

Bomnpoc 35

TekcT Bompoca

Jlis kakuxX BUJIOB IOKYMEHTOB HCIOJIb3YIOT OO OJaHK:

Bribepure oauH OTBET:

a. MOOBIX BUOB TJOKYMEHTOB, KpOME MpHKa3a
b. 1100BIX BUIOB TOKyMEHTOB

C. TOJIBKO ISl UChMa

d. mo0BIX BUIOB IOKYMEHTOB, KpOME MUChMa

Bomnpoc 36

TekcT Bompoca

Kakwue criocoOs1 pazmernienust pekBu3uToB npeaycmorpenst 'OCT P 7.0.97-2016:

Bri6epute ouH OTBET:

a. YIJIOBOW U MPOJI0IbHBIN

b. opunmanbHbI 1 HEOPUITHATHHBIH
C. MAIIMHOIIMCHBIN U PYKOIIMCHBIN
d. nenTpupoBaHHBIN U (rIaroBEIi

Bomnpoc 37

Jns  obecriedyeHHss ONTUMAIBHOW pabOTOCIIOCOOHOCTH W COXPAaHEHHS  3JI0OPOBbS
npodeccuonansubeix nonb3oBareneit [[9BM u BJIT Ha mpotsikenun pabodero AHsI JOTDKHBI
YCTaHABIIMBATHCS PETJIAMEHTHPOBAHHBIE NTEPEPHIBEL. YeM perynupyercst X Bpemsi?

a) MPOJIOJKUTEIILHOCTBIO paboyero JHs;

0) BUJIOM TPYIOBOH JESITEIHHOCTH;

B) KaTeropuen Tpy10BOi 1eATEIbHOCTH;

T') BCE OTBETHI BEPHBI.

Bomnpoc 38

[Ipu 8-yacoBom pabGouem nHe u padore Ha BAT u II9BM nmns I rpynmer pabot -
perIaMeHTUPOBAHHbBIE TIEPEPBIBBI CIEAYET YCTaHABIMBATh:

a) dyepe3 2 yaca OT Havayia paboueil CMEHBI M uepe3 2 Yaca rocie 00eeHHOro MepephiBa
MPOJIOJKUTENBHOCTBIO 15 MUHYT KaK/IblIii;

0) yepe3 2 yaca ot Havyayia paboueit cMeHsbl U uepes 1,5-2 gaca nmocie 06e1eHHOTo nepephiBa
IIPOJOJDKUTENBHOCTBIO 15 MUHYT KaXAbli UM IPOJOJDKUTENBLHOCTBIO 10 MUHYT Yepe3 KaXIblil
yac padoThI;

B) uepe3 1,5-2 yaca or Havana paboueil cMeHbl M yepe3 1,5-2 yaca mocie 00€AEHHOTO
HepepbIBa NPOIOJKATENBHOCTHIO 20 MUHYT KaXK1bIi WIIH ITPOJIOJKUTEIIBHOCTBIO 15 MUHYT uepe3
KaX/Iblif 9ac pabOoThI.

') HET BEPHBIX OTBETOB.

[IpakTrueckoe 3ananue 3 (2 cem)

1. OtBeThTE HA BOIIPOCHI:

1) KakuMu HOpPMATHBHBIMH TIPaBOBBIMH aKTaMH PETJIAMEHTHPYETCS HCIIOJb30BaHHE
n300pakenuii repba Yensounckoit obnactu u repba Pecriy6nuku bamkoproctan?

2) HWcnonwszys orBer Ha Bompoc Nel, mNpouUTUpPYHTE CTaThU COOTBETCTBYIOLIUX
HOPMATHBHBIX TPABOBBIX aKTOB, B KOTOPBIX OTpakK€Ha perjaMeHTals H300pakeHus repoda
Yensbunckoit obmactu u repdba Pecniyonuku bamkoproctan Ha G1aHKax JOKYMEHTOB.

2.

2.1. Ucnionb3ys uHpOpManuio o0 ocHOBHBIX pekBu3uTax OPJl B mepedynciIeHHBIX HIKE
JOKYMEHTaX, 3arojHuTe TaOnuiyy. 3anoiHsAs Tabiuily, CTapalTech OTPaXaTb CXOXKHE II0
(GYHKLIMU M COEP)KaHUIO PEKBU3HUTHI Ha OJTHOW CTpOKe i objerdyeHus: cpaBHeHus. Ha3zBaHus



PEKBHU3UTOB, OTPAKEHHBIC TOJBKO B JAHHOM aHAIM3HPYEMOM JTOKYMEHTE, O(OPMIISIHTE K KOHILY
TaOJIULIBL.

/1

pexksuzura B ['OCT P
6.30.-2003

HanmenoBanue HaumenoBanue PEKBU3UTA B

Hanwenosanne [IpaBmiax 1o  JIEJIOIPOU3BOACTB "
pekBuszuta B ['CLHHOY P p M
MeTtoJ1. peKOMEeHAaIUAX

2.2. . Onupasch Ha JTaHHBIC, TTOJYYEHHBIC B TAOJUIIE, CIICITANTE COOTBETCTBYIOIINE BHIBOIBI

U KOMMCHTAapHu: COBIIAAACT JIX COCTAaB U HA3BAHUA PCKBU3UTOB B MIPCACTABJICHHBIX JOKYMCHTAX,
KaKHeC PCKBU3HUTLI ITOBTOPAIOTCA U B KAKUX JOKYMCHTAX; KaKMC PCKBU3UTLI HAXOAAT OTPAKCHUEC
TOJIBKO B OJHOM M3 NOKYMCHTOB, KaKUE€ TOJIBKO B JIBYX.

2.3. KakumMu ©3 TpOaHATM3UPOBAHHBIX JOKYMEHTOB JOJDKEH PYKOBOJCTBOBATHCS

COBPEMEHHBIH JICIONPOU3BOANTEIL PH O(POPMIICHUH OPraHU3alMOHHO-PACIIOPSIIUTEIBHON
nokymenTaiuu? [louemy?

HcToUuHNKH U1 aHAJIU3A:

1. Ioct P 67.0.97-2016 «YHudunupoBaHHas cucremMa
OpTraHU3AIMOHHO-PACTIOPSAUTEILHON JOKyMEHTAuu. TpeboBaHus K OQPOPMIICHHIO
JIOKYMEHTOB)Y.

2. locymapcTBeHHass cHcTeMa JOKYMEHTAIMOHHOTO OOECIICUCHHS YIPaBJICHHS.

OcHoBHBbIe — TONOXKeHHs. OOmue TpeOoBaHWsST K JOKYMEHTaM H  CIy)0aMm
JOKYMEHTAIMOHHOTO obecriedenus ot 25 mas 1988 1. (1991r.) Ne 33.

3. [TpaBuna nenonpousBoAcTBa B (hefepalibHBIX OpraHax HCIOJIHUTEIbHON BIACTH,
yrBepxaeHHble [locTanoBeHneM [IpasurensctBa PO ot 15 urons 2009 r. Ne477.
4. Mertoanyeckue  peKOMEHJalMM MO  pa3paboTKe  MHCTPYKUMH IO

JIJIIONPOU3BOJCTBY B (peiepalibHbIX OpraHax HCIOJHUTEIbHOM BIIACTH, YTBEPHKIACHbI
[Tpukazom PocapxuBa ot 23 nekabps 2009 r. Ne 76.
Jlig 3anonHeHus: TabauIbl UCIIONb3yHTe 0a3bl TaHHBIX, HH()OPMALIMOHHO-CIIPABOYHBIE U

IOUCKOBBIC CUCTCMBbI:

I'apanT
http://www.consultant.ru/

http://www.termika.ru/

Tect k pasneay 2 (2 kypce) /

Bompoc 1

TekcT Bompoca

Kakoii HOpMaTuBHBIA MPaBOBOW aKT perjiaMeHTHpYyeT u3o0pakeHue [ocynapcTBEHHOTO

rep6a PO Ha GraHkax JOKYMEHTOB:

Bribepure ouH OTBET:

a. @enepanbHbIil KOHCTUTYLIHOHHBIN 3aKOH
b. Koncruryuus PO

c. ITocranosnenne [IpaBurenscrea PO

d. Va3 Ilpesunenra PO

Bomnpoc 2
TekcT Bompoca
Ha kakom Omanke MOXXeT OBITH pa3MelleHO Hu3o0pakeHne [ocymapcTBeHHOTro repOa

Poccuiickoit @enepaninu B OAHOIBETHOM BapHaHTe 0€3 repajibAMYecKoro MKTa:


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

Bribepure ouH OTBET:
a. ['enepanbHol ipokypaTypsl Poccuiickoit deneparuu
b. opranos, opranuzauuii u yupexaenuii npu IIpesunente Poccuiickoit @enepanuu
c. enepasibHBIX OPraHOB UCIOJHUTEIBHOM BIACTH
d. Anmunuctpanuu Ipesunenta Poccuiickoit denepanuu
Bomnpoc 3
Tekct Bompoca
Ha xakux 6nankax nomeniaercs repd MoCKBbI B MHOTOLIBETHOM BapHaHTE:
Bribepure ouH OTBET:
a. KonTponpHO-cueTHOM nanatsl MOCKBBI
b. TIPaBOBBIX aKTOB WHBIX OPraHOB HUCIOJHHUTEIBHOW BIACTU ropoaa MOCKBB M HX
JOJIKHOCTHBIX JIUI]
¢. MOCKOBCKO# rOpOoACKON N30MpaTeIbHONH KOMUCCUU
d. pemenuit YcraBHOTO cyna ropoga MocKBbI
Bompoc 4
TekcT Bompoca
Kakoli HOpMaTHBHBIH aKT YCTaHaBIMBAeT TpPeOOBaHMSI K pPa3MELIEHUIO 3MOJIEMBbI,
TOBapHOTO 3HaKa (3Haka 00CTyKUBaHUs) HA OJIaHKaX OpraHU3aINH:
Bri6epute ouH OTBET:
a. yUpeIUTeNbHbIE JOKYMEHTBI OpraHu3aluu
b. penepanbHbIi 3aK0H
¢. nocraHosiyieHue IIpasurenscrea PO
d. rocymapcTBeHHBIN CTaHIAPT
Bompoc 5
TekcT Bompoca
DOmbOnemy u ToBapHblit 3Hak HE Bocnipou3BoasT Ha O61aHKe, eclii Ha HEM MTOMeIleH (-a):
Br16epute ouH OTBET:
a. OTTUCK TepOoBOil meuaTn
b. moanuce
c. l'ocynapctBennslii rep6 Poccuiickoit denepanuu
d. pe3zomtonust
Bomnpoc 6
TekcT Bompoca
[Iponomxure Bbicka3biBaHue: «HanmmeHOBaHUME oOpraHu3alMM, SBISIIOLICICS aBTOPOM
JIOKYMEHTA, JI0JKHO COOTBETCTBOBAaTh HAMMEHOBAHUIO, 3aKPEIUICHHOMY ...»:
Bribepute oauH OTBET:
a. B rOCYJJapCTBEHHOM CTaHJapTe
b. B 3aKOHE
c. B OKIIO
d. B yupenuTenpbHbIX JOKYMEHTAaX OpraHHU3aliH
Bonpoc 7
Tekct Bompoca
HanmMenoBanus opranuzanuii u cyorektoB Poccuiickoit deneparu, UMEIONTUX HAPSTY C
rocyIapcTBEeHHBIM sI3bIKOM Poccuiickoii ®enepanuu  (pycCKUM) TOCYAapCTBEHHBIA SI3BIK
cyonekToB Poccuiickoit denepannu nevyararor:
Bri6epuTe ouH OTBET:
a. BCE BapUaHThI BEPHBI
b. Ha rocy1apcTBEHHOM si3bIke PD
C. Ha s13bIKe cyObekTa PO
d. Ha IBYX si3bIKax (Ha rocyaapcTBeHHOM s3bike PD u Ha si3bike cyObekTa PD)
Bomnpoc 8
Tekct Bompoca
Ha Grankax kakux JOKYMEHTOB O(POPMIISIOT CIIPAaBOYHBIC JaHHBIC 00 OpraHU3aINH:
Bribepure ouH OTBET:
a. yCTaBOB
b. cny)eOHBIX MHceM



C. IPUKA30B
d. pacniopspkeHmit
Bomnpoc 9
TekcT Bompoca
Kakue »snementsl pekBusuta «CIpaBoYHbIE JaHHBIE 00 OpraHU3alUNd» SBISIOTCS
00s13aTeIbHBIMHU:
Bribepure ouH OTBET:
a. 0aHKOBCKME PEKBU3UTHI, IOYTOBBIH ajpec
b. mouTOBBII aapec, HoMep TenedoHa
c. (hakc, HOMEp FIIEKTPOHHOMN MOYThI, 0AHKOBCKHE PEKBU3UTHI
d. mouroBslii angpec, Homep TenedoHa, HOMEp (akca, Tenekca, cdeToB B OaHKe, aapec
3JIEKTPOHHON TIOYTHI
Bompoc 10
TekcT Bompoca
VYKaxuTe NpaBUIbHYIO MTOCIEI0BATEILHOCTh 3JIEMEHTOB ITOYTOBOTO aapeca:
BeiGepure oauH OTBET:
a. yauIa, IoM, HOMEp KBapTUpPbI, Ha3BaHUE PecnyOJIMKH, Kpas, 00JacTH, aBTOHOMHOTO
OKpyTa HaceJleHHBIH YHKT, paiioH, cTpaHa, IOYTOBBIN MHJEKC
b. HOMEp KBapTUpBI, JOM, YyJIHIA, HACENEHHBIH IMyHKT, Ha3BaHWE paiioHa, Ha3BaHHE
peciyOnukH, Kpasi, 001acTH, aBBTOHOMHOI'O OKpYra, CTpaHa, HOYTOBbIH HHAEKC
C. TIOYTOBBI WMHJIEKC, HOMEp KBapTUpPbI, Ha3BaHHE pecryOIuKH, Kpas, objacTwu,
ABTOHOMHOT'O OKpYI'a HaCEJICHHBIH MyHKT, pailOH, CTpaHa, IOYTOBBINA MHIEKC
d. ynuua, 1omM, HOMEp KBapTUPHI, HACEIICHHBIN IIYHKT, PaiioOH, Ha3BaHUE PECITYOINKH, Kpas,
001acTH, aBTOHOMHOT'O OKPYT'a, CTpaHa, IOYTOBBIA MHJIEKC
Bompoc 11
TexkcT Bompoca
Ko opranusanuu npocTasisoT I0:
BeiGepute oauH OTBET:
a. OKBO/]
b. OKY
c. OKATO
d. OKIIO
Bompoc 12
Tekct Bompoca
[Tpu u3rotoBnenuu kakux 61aHkoB odopmisiercs pekBusuT «MTHH/KIIIT»?
BeiGepute oauH OTBET:
a. yIII0BOTO OJIaHKa MIChbMa OpTaHU3aIUH
b. mpoaonbHOro Gi1aHKa MUCbMa OpraHU3aH
C. IPOAOIBHOTO OJTaHKA MUChMA JOJDKHOCTHOTO JIAIIA
d. Bce BapuaHThI BEpHbI
Bompoc 13
Tekct Bompoca
VYkakuTe npaBUIbHBIA BapHaHT 0OpMIIEHHSI CIIpaBOYHOM MH(OpManuu 00 opraHu3aluu:
Bribepure o1H OTBET:
a.
OO011ecTBO ¢ OTpaHUYEHHON
OTBETCTBEHHOCTHIO
"UCTOK"

yi. Jlomapesa, a. 2, r. Marauroropck, Yensounckas o6:., 455097
Ten. (3519) 27-13-33; dakc (3519) 27-11-90;
e-mail: avto@avto.ru

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



Ha Ne oT

b.
OO0111eCcTBO € OrpaHUYEHHOM
OTBETCTBEHHOCTBIO
"MUCTOK"

455097, r. MarnuToropck, yi. Jlonapesa, a. 2
Ten. 27-13-33; akc 27-11-90;
e-mail: avto@avto.ru

WMHH/KIIIT 0112220000/011777000;
OI'PH 1127776500001

Ne
Ha Ne oT
C.
OO0111eCcTBO € OrpaHUYEHHOM

OTBETCTBEHHOCTBIO
"CTOK"

455097, r Maruurtoropck, Yensiounckas o0:., yin. Jlomapesa, 1. 2
Ten. 27-13-33; dakc 27-11-90;
e-mail: avto@avto.ru

OI'PH 1127776500001;
WHH/KIIIT 0112220000/011777000

Ne
Ha Ne oT
d.
OO0111ecTBO € OrpaHUYEHHOM

OTBETCTBEHHOCTBIO
"CTOK"

a. 2, yn. Jlonapesa, r. Marauroropck, 455097
e-mail: avto@avto.ru

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

No
Ha Ne oT
Bompoc 14
Tekct Bompoca
Koxa ¢opmbl JoKkyMeHTa NpOCTaBIAIOT 10. ..
Bribepure o1H OTBET:
a. OKY I
b. [CIOY
C. YUPEIUTEITHHBIM JIOKyMEHTaM OpTaHU3aluu
d. TOCT P 6.30-2003
Bomnpoc 15
TekcT Bompoca
Kaxkoit Habop mudp B komoBom obo3HaueHuu ¢Gopmbl qokymeHTa 0720302 obo3Hadaer
KJacc (OpMBbI TOKyMEHTA:




Bribepure ouH OTBET:
a. 07
b. 302
c. 20
d. 203
Bomnpoc 16
Tekct Bompoca
[To nHabopy mudp B komoBoMm obOo3HaueHmn (opmbel gokymeHnta 0212000 MoxHO
YCTaHOBUTH:!
Bribepute oauH oTBeET:
a. KJIacC U MOAKIAacC POPMBI TOKyMEHTa
b. Ki1acc, moaKiace, perucTpaluoOHHBIA HOMep POPMBI JOKYMEHTA
C. TOJIBKO KJ1acC (pOpMbI TOKYMEHTa
d. Tonpko moakIacc GopmMbl JOKYMEHTA
Bompoc 17
TekcT Bompoca
Ha xakux ¢popmax mpocrasisiercs Ko GOpMbI JOKYMEHTA!
Bribepute oauH OTBET:
a. Ha HeyHH(PHUIUPOBaHHBIX (popmax
b. Ha Bcex OnaHkax
C. Ha BCEX JIOKyMEHTax
d. Ha yHudunupoBanHubeix Gopmax
Bompoc 18
TexkcT Bompoca
KakuM HOKyMEHTOM IOJDKHO OBITH ONpENeNieHO HAauMMEHOBAHWE BHJA JOKYMEHTa Ha
JTOKyMEHTe, M3AaHHOM opranuzanueit, cornacuo 'OCT P 6.30-2003:
Br16epute ouH OTBET:
a. MIHCTPYKIIMEH IO JIeTIOMPOU3BOJICTBY
b. HOMEHKIaTYypoOit J1em
C. ycTaBoM (TIOJIO’KEHHUEM 00 OpraHHU3aIiH )
d. monoxxenuem o ciyxoe JJOY
Bomnpoc 19
TekcT Bompoca
KakomMy /OKyMEHTY JMAOJKHBI COOTBETCTBOBATh HAaMMEHOBAaHMsI BHJOB JIOKYMEHTOB,
KOTOpPBIE OpTraHu3aIus BEIOUPACT Ui TOKYMEHTHPOBAHUS OpPTraHU3aIMOHHO-PACTIOPSIAUTEIBHON
nestenbHocTH, coriaacHo 'OCT P 6.30-2003:
Boi6epuTe ouH OTBET:
a. ObmepoccuiickoMy KiaccupukaTopy yrnpasieHueckoi JokymenTaiuu (kiacc 0200000)
b. IlepeuHr0 THUMOBBIX YIPABICHYECKHX AapXMBHBIX JIOKYMEHTOB, OOpa3ymoOIIUXcs B
npoliecce JIeATeIbHOCTH TOCY/AapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMPAaBJICHUS U
OpraHu3aIiii, C yKa3aHueM CPOKOB XPaHEHUS
c. ['ocynapcTBeHHO# cucTeMe JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIPABICHHS
d. IpaBuiiam nenonpon3BoICTBA B PeiepaibHbIX OpraHax UCIOJHUTEILHON BIACTH
Bompoc 20
TekcT Bompoca
Ha xakux nokymentax HE yka3piBaercs HauMeHOBaHME BUA JOKYMEHTA:
Bribepute oauH OTBET:
a. JOJDKHOCTHOW MHCTPYKLIUU
b. cy>xkeOHOTO MHChMa
C. CITy>KeOHOM 3aMrCKH
d. cipaBku
Bompoc 21
TekcT Bompoca
Kem IpOCTaBIIsIeTCS nara JOKYMEHTa Ha OOJIBILIMHCTBE
OpraHU3aI[MOHHO-PACTIOPSAUTENbHBIX JOKYMEHTOB:
Bribepure ouH OTBET:



a. BCE BapUAHTHI BEPHbI
b. cimyx00i JTOKYMEHTAIIMOHHOTO OOECIEUYCHHUsI YIPABJICHHUS WM CEKpeTapeM Ipu
perucTpanuu JOKyMeHTa
C. COCTaBUTEJIEM IPU MOATOTOBKE JOKYMEHTA
d. TOMKHOCTHBIM JIMIIOM, TIOITUCHIBAIOIIAM JOKYMEHT
Bonpoc 22
Tekct Bompoca
Ha xakux gokymeHTax AaTy T0KyMeHTa 0(OpMIIsieT CEeKpeTaph:
Bribepure ouH OTBET:
a. Ha MpHKa3ax
b. Ha AEMOBBIX MUChMAX
C. Ha CIIpaBKax
d. Ha Bcex TOKyMEHTax
Bomnpoc 23
Tekct Bompoca
Kaxkue crioco0sr opopmieHust aatel coorBeTcTBYIOT TpeboBanusm ['OCT P 6.30-2003:
.09.03.13;
. 09 mapta 2013 1.;
. 09 mapra 2013 rona;
.09.03.2013 5
. 2013-03-09;
. 2013.03.09;
.09.03.2013.
Bribepute oauH OTBET:
a. BCe BapuaHThI, Kpome 3
b. Bce BapuaHThI, KpoMe 5
c.1,4,7
d.2,6,7
Bompoc 24
Tekct Bompoca
[Ipy moaroTroBke NOKYMEHTa K TMOANMCAHHUIO B pEKBH3UTE «JlaTa TOKyMeHTa» 3apaHee
neyaTaror:
Boi6epuTe ouH OTBET:
a. YMCII0, MECSLL, TOJ
b. yucio
C. Mecs1l
d. rox
Bomnpoc 25
TekcT Bompoca
Kaxkoe Bricka3biBanue spisiercss HEBEPHBIM:
Bribepute oauH OTBET:
a. /lata u perucTpalMOHHBII HOMEp JOKYMEHTa 0(hOpMIISIOTCS HE Ha BCeX OJaHKax
b. PexBu3uthl «/lata nokymeHTay u «PerucrparimoHHBI HOMEpP JOKYMEHTa» SIBISIOTCS
JAHHBIMU O PETUCTpAIMU JIOKYMEHTa M MO3TOMY SIBJISIOTCS JOKa3aTeIbCTBOM CYIIECTBOBaHUS
JIOKYMEHTA ¥ BKIIFOUEHHEM €T0 B JOKYMEHTAJIbHBIN (DOH]] OpraHu3aiuu
c. PexBusutbl «Jlata poxkymeHTta» u «PeructpalmuoHHBIA HOMEP JOKYMEHTa»
0 OPMIISIFOTCS] HA OTHOM YPOBHE MO OTHOLIEHHIO APYT K APYTY
d. Oba pexBu3uta — «Jlata mokyMeHTa» M «PerucrpaloHHBI HOMEp AOKYMEHTa» —
BBITIOJTHSIFOT FOPUAMYECKYI0 (DYHKIIHMIO, @ TaKXKe BBITTOJHIIOT TOWCKOBYIO (YHKIIMIO, TaK Kak
MO3BOJITIOT OPraHU3aIlliU BECTH UH(POPMAIIMOHHO-CIIPABOYHYIO paboTy
Bormpoc 26
Tekct Bompoca
Kakoii aeMeHT perucTpalimoOHHOr0 HoOMepa IOKyMEHTA SBJISETCS 005S3aTeIbHBIM:
Bribepure ouH OTBET:
a. uHGopmaIus 0 KOPPECIIOHICHTE
b. mOpsAAKOBEII HOMEP

~NOo Ok WP



C. MHJEKC JieNia 10 HOMEHKJIAType Jel
d. nuadopmanmsi 00 UCTIOTHUTEIISX
Bompoc 27
TekcT Bompoca
Urto o0603HauaeT 9uciio 45 B perucTpaiiioHHOM HoMepe, uMmeroiem obo3znadenue Ne 45/1-5:
Bribepute oauH oTBeET:

a. KOJl IoJipa3esieHus

b. HOMep e 0 HOMEHKJIAType Jell

C. IOPSAKOBBII HOMEP I10 KypHaIy PerUCTpauu

d. ko1 KOppecnoHeHTa

Bompoc 28

TekcT Bompoca

Vkaxute BEPHOE Bricka3biBanue:
Bribepute oauH oTBeET:

a. Ha Gmanke nucbMa mpocTaBisieTcsl OrpaHU4MTEIbHAs OTMETKA AJis pekBU3uTa «CChlIKa
Ha PErUCTPAllMOHHBII HOMEp U JaTy J[AOKYMEHTa» CIEOYIOIIUM 00pazoM: « oT

»

b. PexkBu3ut «Cchuika Ha JAaTy U PETUCTPALMOHHBIA HOMEp JOKYMEHTa» 3alOoJHSAETCS B
IPEUMYIIECTBEHHO B MHUChMax-oTBeTax. CBEJACHUS B PEKBU3UT MEPEHOCATCS C MOCTYMHUBIIETO
JIOKyMEHTa

c. Cenenusi B pexkBm3ute «CChUTKa HA PETHCTPAIMOHHBIA HOMEP U JaTy JOKYMEHTa»
MIPUCBAMBAIOTCS OPTaHU3AIMENH-aBTOPOM OTBETHOTO MHChMa

d. Ykazanue DaHHBIX O MOCTYNHUBIIEM MHCHbME Ha OJIaHKEe MHChbMa B BHJE OTAEIHHOTO
CCBUIKM Ha PETUCTPALIMOHHBIA HOMEp M JaTy [OKYMEHTa HE HCKII0YaeT HEeoOXOIMMOCTH
CCBLIAThCSl HA HUX B TEKCTE OTBET "HOT'O NMChMa: B HaYaJle TEKCTa IMChMa BCEra CIeyeT UcaTh
«Ha Bam Ne ... oT ...»

Bompoc 29

TexkcT Bompoca

Kakas xapakrepuctuka HE COOTBETCTBVET pexBusury «Mecto cocTaBieHUs WU
U3JJaHUS JOKYMEHTa:

Boi6epute ouH OTBET:

a. JlaHHbII pekBU3UT OGOPMIISIOT Ha OOmMX OJaHKaXx M ONaHKaX KOHKPETHHIX BHJIOB
JIOKYMEHTOB, €CJIM €T0 OIpEIeIeHUE 3aTPYJHEHO M0 peKBU3UTY «HanMeHoBaHUE OpraHu3anumny

b. IIpu ykazaHuM HacelEHHBIX MECT B JaHHOM PEKBHU3MTE HEOOXOIMMO HCIOJIb30BATh
oOuienpuHATHIe COKpaleHus, orpaxkeHHbie B OKATO

c. JlaHHBIN PEKBU3UT HE OGOPMIIAIOT Ha OONBIIMHCTBE UCXOASIICH TOKYMEHTALUH, TaK
MECTO M3JIaHUs TOJHKHO OBITH OTPAKEHO B PEKBU3HUTE «CIPABOYHBIC JAHHBIE 00 OpraHU3aIII»

d. /laHHBII peKBU3UT MOMOraeT WIACHTU(UIMPOBATH aBTOpA JIOKYMEHTa, MO3TOMY €ro
0hOopMIIAIOT Ha BceX OJaHKax

Bomnpoc 30

TekcT Bompoca

VYkaxuTe HeBEpHOE HaIMCaHUE PEeKBU3NTA «MECTO COCTaBIECHUS WM U3/1aHUS JOKYMEHTa:
Bribepute oauH OTBET:

a. Mocksa

b. Marauroropck

c. Cankr-IletepOypr

d. cr-a benoxamennas

Bomnpoc 31

TekcT Bompoca

B kakoMm magexe yKas3bIBalOT IOJKHOCTD JIMIIA B PEKBU3HUTE «Apecary:
Bribepute oauH OTBET:

a. B POJAUTEIHHOM

b. B marensHOM

C. B UMEHHUTEIHHOM

d. B mpeio)kHOM

Bompoc 32




TekcT Bompoca
B kakom manexe yKa3bplBalOT HAUMEHOBAaHUE OpTraHM3allUM U €€ CTPYKTYpHOTO
MOJIpa3/IelIeHUs] B PEKBU3UTE «AIpecary:
Bri6epute oguH OTBET:
a. B IPEIJI0KHOM
b. B IMEHUTEIHHOM
C. B POJIUTEIBLHOM
d. B marensHOM
Bompoc 33
TekcT Bompoca
Vkaxute HEBEPHOE Bricka3biBaHue:
Bribepute oauH oTBeET:
a. [Ipu ampecoBannu JOKyMeHTa (PM3MUECKOMY JIMIy CHAayaia yKa3bIBAIOT (GaMWIHIO U
WHUIMAIIBI I0JTyYaTesi, 3aTeM IMOYTOBBIH aapec
b. [Ipu angpecoBaHNM JOKYMEHTA B OpraHU3aIlMIO CHaYaIa YKA3bIBAIOT €€ IOYTOBBIN aJIpec,
3aTeM ee HauMEHOBaHUE
C. Eciim mokyMeHT OTIPaBISIOT B HECKOJIBKO OJTHOPOJIHBIX OpPraHU3allui HIIM B HECKOJIBKO
CTPYKTYPHBIX MOJApa3JelieHui OJHOM OpraHu3alud, TO UX CIeAyeT yKa3blBaThb OOOOIIEHHO,
Hanpumep: PykoBogutensam ¢punranoB OO0 «JloMmocTpoii»
d. B cocraB pekBuszuta «Ampecar» IOYTOBBIM ajpec He sBIsieTCd 00sA3aTeNbHBIM
9JIEMEHTOM, OH 0(hOPMIISICTCS 10 YCMOTPEHUIO OpraHU3alliu-aBTopa JOKYMEHTA
Bomnpoc 34
TekcT Bompoca
Ha xakux nokymentax HE odopmmsieTcs pekBu3uT «Aapecary:
Boi6epute ouH OTBET:
a. MICbMO
b. ciyxeOHas, TOKJIaTHasS ¥ OOBSICHUTEIBHAS 3aITHCKU
C. IOJDKHOCTHAsI MHCTPYKIUS
d. cpaBka
Bomnpoc 35
TekcT Bompoca
YKkaxkuTe TMpaBWIbHBIA BapuHaHT OQOPMIICHUS pEKBU3UTa «AjzpecaT» B MHUCHME,
HaIpaBJIsieMOM B OpTaHU3AIUIO:
Bribepute oauH OTBET:
a.
['eHepanbHOMY AUPEKTOPY
OAOQ "Crpoiipecypc"

Mockasa, yi. )KuonucHasi, 24,
255678

b.
OAOQO "Crpoiipecypc"
['enepanbHOMY AUPEKTOPY
C.C. KananiaukoBy

Mocksa, yi. XKuBonucHas, 24, 255678
C.

255678, Mockaa,

yn. JKuBonucHas, 24

['enepanbHOMY AUPEKTOPY
OAOQO "Crpoiipecypc"
C.C. KananrHukoBy

d.
['enepanbHOMY AUPEKTOPY
OAOQO "Crpoiipecypc"



C.C. KananHukoBy

yi1. Kuponucuas, 24,
Mocksa, 255678
Bomnpoc 36
€KCT BOIpoca
Kakoil pEeKBH3UT MMeEET CIEAYIOIIYI0 XapaKTepUCTUKY: «Ero cocraBHbIE 4acTH MOTYT
BKJIIOYaTh. HAMMCHOBAaHHE YUYPEKICHMs, OpraHu3alid; HAauMEHOBAaHHUE CTPYKTYpPHOIO
MOJpa3/IeNIeHus]; YKa3aHue TOJKHOCTH MOJTy4YaTess; MHAIUAIbI, ()aMHUITUIO; TIOYTOBBIN aJipec:
BeiGepute oauH OTBET:
a. pe30JIous
b. rpu¢ cormacoBanus
C. CIIpaBOYHBIC JaHHBIE 00 OpraHU3aIuU
d. agpecar
Bomnpoc 37
TekcT Bompoca
Kakoli peKBU3UT BKIIIOYAET CIEIYIOIIME MIEMEHThI: (paMUIINU, UHULMAJIBI UCTIOJHUTENIEH;
COJIepKaHue TIOPYUYEHUS; CPOK UCIIOJHEHUS; TIOJIHNCD; 1aTy:
Bri6epute ouH OTBET:
a. pe30IIIoLUs
b. rpud cormacoBanus
C. rpu¢ yTBepKAeHUs
d. Texcr
Bomnpoc 38
TekcT Bompoca
VYkaxuTte BEpHbI BapuaHT 0(OPMIICHUS PE30JIIOLUN PYKOBOIUTESA:
Br16epute ouH OTBET:
a.
ConosbeBy 1.K.
[Tpomry moAroToBUTH IIaH paboThI HA
BTOpOE nonyroaue k 28.12.2013.
[Tonnuce pykoBoaUTENS
10.12.2013
b.
CxkBopiory N.A.
IIpoury paccMOTPETH.
[Toanuce pykoBOOUTENS
10.12.2013
C.
B npuka3s
[Toanuce pykoBOOUTEINS
12.12.2013
d.
Bceem npunsaTh yuactue.
[Toanuce pykoBOOUTENS
12.12.2012
Bomnpoc 39
Tekct Bompoca
Kakoii pexBuzut HE orpakaet 3tamnbl paboThl HaJl MOPYYEHUEM:
Bribepure ouH OTBET:
a. pe30JIIoIUs
b. BU3a corylacOBaHUs
C. OTMETKA O KOHTPOJIE
d. oTMeTKa 00 MCTIOJTHEHUH TOKYMEHTA U HAIIPABJICHUH €TI0 B JIEJIO
Bomnpoc 40
TekcT Bompoca



VYkaxuTe BEpHOE BbICKa3bIBAaHHUE:
Bri6epute oguH OTBET:
a. OTMeTKa 0 KOHTpOJIE MPOCTABISETCA B 3aKIIOYUTENBHOM YacTH TEKCTa JJOKYMEHTa B
BUJE KIMIIUPOBAaHHOW (pa3bl «KOHTpPOIb HMCHOJIHEHHS] BO3JOXUTH Ha...» Win «KoHTpoib
UCTIOJTHEHUS OCTABIISIO 32 COO0I»
b. Hamuume oTMeTKH, B TEPBYIO OuYepedb, AUCHUIUIMHUPYET PYKOBOIUTENS H
JIeTTOTIPOU3BOUTEINSI, KOTOPbIE 3aMHTEPECOBAHBI B UCTIOJTHEHUH JIOKYMEHTA
c. OTMeTKy 0 KOHTpoJie OQOPMIISIIOT OJHUM M3 cHocoOoB: OykBol «K», croBoM wiu
mramnoM «KOoHTpoIb» U pa3MeIriaeTcs B IpaBOM BEpPXHEM YTIIy CIyKEOHOTO IMOJIs JOKyMEHTa
d. OT™MeTKa 0 KOHTpPOJIE MPOCTABISAETCS UCTIOHUTEIEM JOKYMEHTa
Bompoc 41
TekcT Bompoca
Kakoii pexBu3uT opopmisieTcst HOCIETHUM Mepe]] TeM, Kak JOKYMEHT OyZeT OTIIpaBiieH Ha
XpaHEHHe:
Bribepure oauH OTBET:
a. OTMETKa 00 MCIOJIHEHUH JOKYMEHTA U HAIPaBJICHUH €r0 B IO
b. OTMETKa O IOCTYIUIEHUH IOKyMEHTA B OPTaHU3AIUIO
C. rpud yTBEp>KICHUS
d. orMeTKa 00 ucHoTHUTENE
Bomnpoc 42
TekcT Bompoca
Kakas dhopMynupoBka 3arojioBka K TEKCTY SIBJISIETCSI BEpHOH (B ckoOKax 0003HA4YeH BUJ
JOKYMEHTa, K KOTOpOMY C(pOpMyIIMPOBaH 3aroji0OBOK):
Bribepute oauH OTBET:
a. (1OI'OBOP) nnst mocTaBOK TOBapoB
b. (IIPUKA3) O6 yTBep>KAeHUH UHCTPYKLUHU MO JEIONPOU3BOJICTBY
c. (AOJDKHOCTHASA MHCTPYKLMS) rnaBHOMY OyXxranrepy
d. (ITpuka3) O H.K. [Terpose
Bompoc 43
Tekct Bompoca
B kakux cimy4asx opopmIeHHe 3aT0JI0BKa K TEKCTY SBIISIETCS 0053aTEIbHBIM:
BeiGepute oauH OTBET:
a. Ha OpraHU3alMOHHO-PACOPAIUTENILHOM TI0KyMeHTe (hopmara A4
b. 3aroJoBOK K TEKCTy JOKEH OQOpMIIATBCS Ha Bcex 0€3 HCKIIOYEeHHUs
OpraHU3aIMOHHO-PACIOPSAUTENBHBIX TOKyMEHTaX
C. Ha JOKYME@HTaX, TeKCT KOTOPBIX HE MPEBBIIIAET 3-5 CTPOK
d. Ha opraHM3alMOHHO-PACIOPSAUTEILHOM JOKYMEHTE popmaTa AS
Bormpoc 44
TekcT Bompoca
['maBHBIM PEKBU3UTOM JOKYMEHTA SIBJISETCS:
Bribepute oauH OTBET:
a. mevyaTh
b. noamnuce
c. ata
d. Texcr
Bompoc 45
TekcT Bompoca
B kakoM BuIe BO3MOXHO O(OpPMIIEHHWE TEKCTa OpPraHU3alMOHHO-PACTIOPATUTEIHLHOIO
JOKYMEHTA:
Bribepure ouH OTBET:
a. B BUJIE WUTIOCTPaLAN
b. B BUjie CO€IMHEHUS aHKEThI, TAOJIMIIbI, CBA3HOTO TEKCTa
C. B BUJIC UEpTEKEUN
d. B Buze ¢poronsobpaxeHuit
Bomnpoc 46
TekcT Bompoca



Kakyro naopmaruio momemaoT Bo BTOPOH (3aKJIIOYUTEIHHOMN ) YaCTH TEKCTa TOKyMEHTA:
Bri6epute oguH OTBET:
a. MPOCHOBI
b. ocHOBaHUA
C. IPUYUHBI
d. nemu
Bomnpoc 47
TekcT Bompoca
Kakyro nndopmarmio HE nomermiaror B mepBoii 4acTH TeKCTa TOKyMEHTa:
Bribepute oauH oTBeET:
a. pelieHus
b. mpuurHbI
C. IPEAJIOKEHUS
d. pekoMeHmanuu
Bompoc 48
TekcT Bompoca
Kakoe odopmiienne ocHoBanust JokymeHTa coorserctByet TpedoBanmsiv ['OCT P 30-2003
(B ckoOKax 0003HAYEH KIFOYEBOM IJ1arojl paclopsIuTEIbHON YacTH TOKYMEHTA):
Bri6epute ouH OTBET:
a. Ha ocHoBanuu npukaza MunuctepctBa oOpasoBanus U Hayku P® ot 15 suBaps 2013
Nel5 «O nopsinke npoBenenus arrecranuu By3oB» (IIPUKA3BIBAIO)
b. B cBs13u ¢ HEOOXOAMMOCTHIO UCTIONHUTH Npuka3 Munuctepctsa (IIPUKA3BIBALO)
c. Bo ucnonnenue npukaza OAO «MMK» Ne 45 «O nopsiake 3akiI04eHHs] JOTOBOPOB
(ITPEJIAT AKO)
d. C memo uWCHONHEHUS TNpHUKa3a PEKTOpa 00 YKPEIUICHWH TPYAOBON IUCIHILTHHBI
(ITPEJIAT AKO)
Bompoc 49
TexkcT Bompoca
B xakom noxymente tekct HE m3nmararot oT nepBoro jauna eIMHCTBEHHOTO YHCIa:
BeiOepute oauH OTBET:
a. B IPOTOKOJIE
b. B mpukase
C. B 3asIBJICHUU
d. B muceme
Bompoc 50
Tekct Bompoca
VYkaxute BepHOEe 0(hOpMIIEHUE OTMETKH O HATMYUU MPUIOKEHUS B UCbME:
BeiGepute oauH OTBET:
a. [Ipunoxenue: Ha 3 1. B 1 9K3.
b. [Ipunoxenue: He UMeeTCH.
c. [Ipunoxxenue: no Tekcty Ha 3 J1. B 1 7K3.
d. Ilpunoxenue: ynomsinyroe Ha 3 1. B 1 9K3.
Bomnpoc 51
Tekct Bompoca
Bri6epute npaBuiibHBIN BapHaHT 0QOpMIIEHHUS MOAMKUCH B PACHIOPSAUTEILHOM JOKYMEHTE
opranu3zaiuu (IpukKase, paclopsuKeHUH):
Bribepute oauH OTBET:
a.
I'enepanbHBIN TUPEKTOP
000 «Kommnacy [Moanucs
M.II. bensikoB
12.12.2013
b.
I'enepanbHbBI AUPEKTOP ITognuce
MLII. bensikos
C.



I'eHepanbHBI  JUPEKTOP
MLII. bensikos

12.12.2013

d.

I'enepanbHbII AUPEKTOP

000 «Kommnacy
ML.II. bensikoB

Bonpoc 52

TekcT Bompoca

Iloamuce

Tloamuce

Ecin 3aMecTuTENs PYKOBOAMTENS OPraHU3AaLUU MMEET IIPABO IOJMIUCHIBATH JOKYMEHTBI
BMECTO PYKOBOJMTENSA B Cllydyae €ro BPEMEHHOI'O OTCYTCTBHS, KaK JOJDKHA ObITh odopmieHa

MOJIMHUCH:
Bribepure oauH OTBET:
a.
Bp. u.0. reHepambHOTO JIUpEKTOpA
O.H. Hcaes
b.
H.o. reHepambHOrO AUPEKTOpa
O.H. Ucaes
C.
3aM. TeHEepaJbHOTO JAHPEKTOpa
O.H. Hcaes
d.
/T'eHepalIbHBI  TUPEKTOP
JI.U. CaBenbeB
Bomnpoc 53
Tekct Bompoca

Hcaes

HcaeB

Hcaes

Hcaes

Kax JOJIDKHa OBITh O(i)OpMJ'IeHa IoAnuchp, €CJIN KOMMep‘IeCKI/Iﬁ JUPCKTOP HAXOAHUTCA B
OTIIYCKEC, a HUCIOJHCHHUE CIro 00s3aHHOCTEH IMPUKa30M BO3JIOKCHO Ha 3aMCCTUTCIIA

KOMMEPUYECKOTO TUPEKTOPA:
Boi6epute ouH OTBET:
a.
Kommepueckuit  nupexTop
H.P. Psa3anos
b.
/ KoMmMmepueckuii AupeKTop
E.Jl. Eppemon
C.
N.0. KOMMeEpYecKoro JaHpeKTopa
E.Jl. Ebpemos
d.
3aM. KOMMEpUYECKOro JHUpEKTOpa
E.Jl. Eppemon
Bomnpoc 54
TekcT Bompoca

Edpemon

Edpemosn

Edpemos

Edpemosn

Ha xaxom nokymenre He opopmisitoT rpud yrepxkaenus. Kakoit nokyment HE nmoiexur

YTBEPKACHUIO:

Bribepute oauH OTBET:
a. Ha 3asIBJICHUN
b. Ha akTe
C. Ha HHCTPYKLUU
d. Ha ycTaBe opraHu3an
Bomnpoc 55
TekcT Bompoca
Kakue wu3 mnepeuncieHHblx aokymeHtoB HE

YAOCTOBEPSIOTCS OTTUCKOM II€YaTH



OpraHH3aluu:
Bri6epute oguH OTBET:
a. IOTOBOPBI
b. cipaBku
C. TapaHTUHHBIE NTHCbMA
d. mpukasbl
Bompoc 56
TekcT Bompoca
Kako# peKBU3UT OTpakacT BHEIIHEE COIVIACOBAHUE JIOKYMEHTA:
Bribepute oauH oTBeET:
a. BU3a O3HAKOMJICHUS
b. BU3a coryiacoBaHus
C. rpu¢ yTBEpKACHUS
d. rpud cornacoBaHus
Bomnpoc 57
TekcT Bompoca
KakoMy pekBU3UTY COOTBETCTBYET CIIEAYyIOIlasg XapaKTEepUCTUKA: «ITOT PEKBU3UT
BKJIIOUAET HaMMEHOBaHHE JOHKHOCTH, OAMKUCH, paciin(poBKY MOANKUCH (MHULIUAIBI, PaMHITUIO)
U 1aTy»:
Bribepute oauH OTBET:
a. pe30JIIOIHS
b. BU3a coryiacoBaHus
C. OTMETKA O 3aBEPEHUU KOIHUHU
d. moanuce
Bompoc 58
TexkcT Bompoca
Ha kakom sk3emIuisipe J€JI0BOr0 IHUChbMa, MOATOTOBIEHHOM JUIsl OTIPABKM ajpecary,
MPOCTABIISIFOTCS BU3bI:
Bri6epuTe ouH OTBET:
a. Ha MMChMaX BHU3bI HE OPOPMIISAIOT
b. Ha NOJIMHHUKE, OTIpaBIsIEMOM ajpecaTy, M Ha KOMNHM, IOMEUaeMOH B JIEJO
OpraHu3aIu
C. Ha MOJIJIMHHUKE, OTIPABIISIEMOM aJipecary
d. Ha KOIUM, MOMEIIaeMOM B €TI0 OpraHU3aNH
Bompoc 59
Tekct Bompoca
Ecnn 10MKHOCTHOE JIMIO HE COIJIACHO C TEKCTOM JIOKYMEHTa, UMEET JIU OHO IpPaBo
0TKa3aTbcsl OT O(hOPMIIEHHUS COTTIACOBAHUS:
Bri6epute ouH OTBET:
a. /la, umeer mpaBo, Tak Kak U BHEIHEE, U BHYTPEHHEE COIIacoBaHME O(GOPMIIIIOTCS
TOJIBKO B CITy4ae COTJacHsi C TEKCTOM JIOKyMEHTa
b. [la, mmMeeT npaBo, €ciiu 3TO rpu( COriacoBaHuUs
c. [la, umeer mpaBo, eciii 3TO BU3a COTJIaCOBAHUSA
d. Her, He uMeeT mpaBo, Tak Kak W BHEIIHee, U BHYTPEHHE COIJIaCOBaHHE TPEOYIOT
0053aTeNTLHOTO COTTIacHs
Bomnpoc 60
TekcT Bompoca
KakoMy peKBU3HUTYy COOTBETCTBYET CIEAYIOIAs XapaKTEPUCTHKA: « OITOT PEKBU3UT
BKJIIOYAET 3aBEPUTENIBHYIO Haanuch: "BepHo"; MOMKHOCTH JHMIA; JUYHYHO TOJAMNUCEH;
pacmupoBKy MoANKucH (MHUIHAIBI, (DAMUTIHIO); TaTy»:
Bribepute oauH OTBET:
a. OTMEeTKa 00 MCIIOJHEHUH JOKYMEHTA U HalpaBJICHUH €ro B JEJI0
b. oTMeTKa 0 3aBepeHUH KOMHH JOKYMEHTA
C. pE30IIIOLUS
d. moamnuce
Bompoc 61



TekcT Bompoca
VYkaxute BapuaHT OGOPMIICHHS OTMETKH 00 ucnonHuTene, ycrtaHoBiaeHHbn ['OCT P
6.30-20083:
Bri6epute oguH OTBET:
a.
O.I'. IlecTpsikoBa
22 3475
b.
[TectpsikoBa Ombra ['enHaibeBHA
Ten. 22-34-75
C.
Ucn. IlectpsikoBa Onbra ['eHHabeBHA
22-34-75
d.
ITectpsixoBa O.I'.
22-34-75
Bompoc 62
TexkcT Bompoca
Kakomy (-um) peKBU3UTY (-aM) COOTBETCTBYET CJICIYIOIIAs XapaKTEPUCTUKA: «...COIACPIKUT
OuYepeIHOM MOPSIIKOBBIN HOMED U aTy (IpU HEOOXOUMOCTH — Yachl 1 MUHYTHI); IPOCTABIISIOT B
MPaBOM HUKHEM YTy JIUIIEBOM CTOPOHBI MIEPBOIO JIUCTA JOKYMEHTA UK HA €ro 000poTe»:
Bribepute oauH OTBET:
a. OTMETKA O MOCTYIUICHUH IOKYMEHTa B OpTraHU3aIHI0
b. uaeHTUPUKATOP IEKTPOHHOIN KOMUU JOKYMEHTA
C. CCBIJIKA Ha PErHCTPALIMOHHBIN HOMEP U JaTy JOKyMEHTa
d. perucTpallMOHHBIA HOMEp U J1aTa TOKyMEHTa
Bompoc 63
TexkcT Bompoca
Kaxoit peKBU3UT UCTIONB3YETCS ISl YIOCTOBEPEHUSI JIEKTPOHHOTO JIOKYMEHTA:
Bribepute oauH OTBET:
a. peTUCTPAITMOHHBIN HOMED IOKYMEHTa
b. anexkTpoHHas unudposas NOAMNHUCH
C. HACHTU(UKATOP DJIEKTPOHHON KOMUU JOKYMEHTA
d. kox GpopmBI TOKYMEHTa

[IpakTuueckoe 3ananue 4
1.0Onupasice Ha QopMyJsip TMOJIOKEHUS O CTPYKTYPHOM IMOAPA3JEICHUU, MPOJIOIIKUTE
BBICKA3bIBaHUS, 3AII0JIHUB MTPOITYCKHU:

[TonoxxeHne o0 CTPYKTYpPHOM MOJPA3AEICHUU:

A) pa3pabarbiBaeT ;

b) moanuceiBaeT
B) nomxHO OBITH COTIIacOBAHO € ;
I') yrBepxnaer ;
1) BBOAUTCS B A€iCTBUE :
E) mognexur nepecMoTpy npu

2. Ompenenure, K KaKOMYy OpPraHU3allMOHHOMY JOKYMEHTY OTHOCSTCS Ipe/ajaraeMble
¢dparmenTs! JOKyMeHTOB. CBOIl OTBET 00OCHYITE.

TEKCT 1:

1 ®upmMeHHOE HAMMEHOBAaHHE U MECTOHAXO0X/IeHHE 00IIecTBa

1.1.IloaapIM  (UpMEHHBIM HaUMEHOBaHMEM oOmiecTBa sBisercs: OOmecTBo ¢
orpaHudeHHOW oTBeTcTBeHHOCThIO «HOTA». CokpaiieHHoe (GUPMEHHOE HaMMEHOBAaHUE
obmiectBa — OO0 «HOTA».

1.2.MecronaxoxaeHue oOmiecTBa (MOYTOBBIA anpec): MosoaexHslii mpocm., 15, T.
Kpacnosipck-45,630091, Poccuiickas @enepanus.



TEKCT 2:

OO61ure noyoxeHus

1.1.Cexperapb-peepeHT OTHOCHTCS K KaTErOpHH CIICHHUATINCTOB  MPEANPUSITHS,
MPUHUMAETCS U YBOJIBHSIETCSA JTUPEKTOPOM.

1.2.0cHOBHBIMHM ~ 3a/ladaMH  ceKpeTaps-pedepeHTa SBISETCS OpraHu3alHuoOHHOE U
JTOKYMEHTAIMOHHOE O0eCIieueHre YIPaBIeHYECKOM 1eATeIbHOCTH.

TEKCT 3:

1.1. DnexTponpoBojakKa B Y4EOHBIX MOMEUICHHUSIX [OJDKHA HAXOAUTHCS B HCIPABHOM
cocrosiHuU. CONpPOTUBICHUE H3OJIALMU TPOBOJOBAOKHO IEPUOJUYECKH 3aMEpATHCS, IPU
HEO0OXOUMOCTH JOJDKEH MPOU3BOIUTHCS peMOHT. 1.2. 3ampemaeTcsi MpUMEHSTh AJs 3allUThI
AJIEKTPOCETEN BMECTO AaBTOMATHUYECKMX MPEIOXPAaHUTENEH M IUIABKUX BCTABOK 3aIIUTy
KYCTapHOT'O U3TOTOBJICHUS («OKYUKUY).

TEKCT 4:

1.1.MHCTpYKTOp MEpPBOM KaTEropuu OT/ela KaJpoB, OPraHU3allMOHHO-MAaCcCOBOM PabOThI U
KOHTPOJIA OTHOCHUTCSA K KaTCTrOPUHU CIICHUAJIUCTOB.

1.2.Ha 10JKHOCTh MHCTPYKTOpPA MEPBOM KaTETOPUH Ha3HAYACTCS JIUI0, UMCIOIIEE BBICIICE
npodeccuoHanbHOe 00pazoBanue, 0e3 MpeabsIBICHUS TPEOOBAHUIN K CTaXy paOOTHI.

1.3.Ha3HaueHue Ha JTOJHKHOCTh MHCTPYKTOPA IEPBOW KATETOPUH U OCBOOOKIICHHE OT HEe
IMPOU3BOAUTCA IMOCTAHOBJIICHHUEM (paCHOPSDKGHI/IeM) COBCTA WJIM NIPAaBJICHUA.

TEKCT 5:

1. O61mue nonoxeHus

1.1.JIuteparypHass npemusi «Pycckas ¢aHTacTuKa» (fajgee MO TEKCTy — IpeMusi)
IPUCYKIAETCSl €XKEroJHO 3a Jiydliee (aHTACTUYECKOE TMPOU3BEIACHUE KPYHMHOW (QOPMBI,
OIyOJIMKOBAHHOE B TO/y, MIPEIIIECTBYIOLIEM MIPUCYKICHUIO TPEMUH.

1.2.B xauecTBe JOMOJIHUTEIHHBIX HOMUHAIIMM Ha COUCKAaHWE MPEMHH, HE 005S3aTEebHO
HPUCYKAAEMBIX €KETr0/IHO, MOTYT TaK)Ke 100aBIsATbCI HOMUHAIMY «3a Jydiiee (paHTacTuyeckoe
Ipou3BeieHne cpeaHeit popmbly», «3a iyuiiee (paHTACTHUECKOE MPOU3BEACHIE MaJIOd (HOPMBI».

1.3.YupenutensamMu npemun sBisioTcs cepBep «Pycckas ¢aHTacTHKa» U MEPCOHAIBHO:
Anekcanap YabsHoB, [mutpuii Baronun, Bnan dypaunkuii, Koncrantun ['pummz, Anexcanap
CunopoBuu.

1.4.Ilpemust npucyxaaeTcssi Ha OCHOBaHMM UTOTOB TaHOTO JBYXTYpPOBOI'O T'OJOCOBAHMUSI.
[lepBblif Typ TrojocOoBaHMS NPOBOJUTCS B KOMIIBIOTEPHBIX ceTAX WHTepHeT (ToJIoCyroT
nocetutenn cepBepa «Pycckas danTtactuka») u Ha wMectax (TOJOCYIOT TOAMUCYHKHA
9XOKOH(epeHLnH, MOCBSEHHbIX (haHTacTuke). BTopoil Typ romocoBaHusi MPOBOIUTCS CPEAU
penakTopoB cepBepa «Pycckas ganTactuka» (cM. 1. 4.2). B 0c000 OrOBOPEHHBIX HIKE CITydasix
JIOITYCKaeTCs MPOBEACHUE JOTIOJIHUTEIBHOTO Typa T'OJIOCOBAHUS CPEIA YUPENAUTENEH TPEMUH.

1.5.1Ipemust MOXKET IPUCYKIATHCS OJHOMY U TOMY K€ aBTOPY 3a pa3InyHbIE TPOU3BEICHUS
He OoJiee BYX pa3 B KaXJI0W U3 HOMUHAIIUH.

1.6.Bpydyenue nmpemMun Mpou3BOIUTCS Ha exXerogHon KoHpepeHunn «HTepnpeccKon.

[Tpu oTBeTE Ha JaHHBIN BOMPOC, OPOPMUTE €T0 B BUJIE TAOIHIIBL:
TekcT u ero Homep HaumenoBanue BUJA OpPraHHU3aI[MOHHOTO JOKYMEHTa
O6ocHOBaHME OTHECEHHSI TEKCTa K JAaHHOMY BHUJ1y OPTaHU3allMOHHOTO JOKYMEHTa

Texkcer 1

Teker 2

Texkcr 3

Teker 4

Teker 5



* Tecr k pazneny 2 (3 cem) /
Bomnpoc 1
KakoMy TepMUHY COOTBETCTBYET CIIEIYIOIIAsl XapaKTEPUCTHKA!
3T0 BUJI MUCBMEHHOTO IOKYMEHTA, B KOTOPOM (PUKCUPYIOT PEIlIeHUs aIMUHUCTPATUBHBIX 1
OpraHU3aIMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB YIIPABIICHUS, B3aUMOACHUCTBUS, 00ECIICUeHUS U
PEryJaupOBaHMs JAEATEIbHOCTH OPraHOB BJIACTH, YUPEKIACHUH, MPEANPUITHI, OpraHu3alnuid, Ux
MIOAPA3IEIICHUN U JOJKHOCTHBIX JIULL.
Bribepute oguH oTBeT:
a. yIPaBJIECHYECKUN JTOKYMEHT
b. opurmaNbHBINA JOKYMEHT
C. CITY)KEOHBIN TOKyMEHT
d. oprann3anMOHHO-PACTIOPATUTENIbHBIN TOKYMEHT
Bompoc 2
Kaxkoe onpeneneHue COOTBETCTBYET CTaHJApPTU3UPOBAHHOMY  OIPEIECICHUIO
OpraHU3alMOHHO-PACIOPSAUTEIBLHOIO JOKYMEHTA!
Bribepute oauH oTBeET:
a. Jlokymenr, obecneunBarommii (QyHKIIMOHMPOBAHWE M B3aUMOCBSI3b YIPABISIOMIEH |
YIPABJISIEMOM CUCTEM Ha BCEX YPOBHSX
b. Bug nuceMeHHOTO TOKyMEHTa, B KOTOPOM (PUKCHUPYIOT pelIeHne aIMIHUCTPATUBHBIX U
OpraHU3aIMOHHBIX BOIIPOCOB, a TAK)KE BOIIPOCOB YIPABIICHUS, B3aUMOJCHCTBHS, OOecieueHus u
perynupoBaHus AESITEIbHOCTH OPraHOB BJIACTH, YUPEXKJIECHUH, NIPEIIPUITUNA, OpraHu3anuil, ux
NOApa3IeICHUN U JOJKHOCTHBIX JIUII
c. JIoKyMeHT, CO3JJaHHBIA IOPUIMYECKUM WM (DU3HMUECKUM JULOM, O(OPMIICHHBIA U
YIOCTOBEPEHHBII B YCTAHOBJIEHHOM IOPSIIKE
d. OdunmanbHBIN TOKYMEHT, UCTIONIB3YEMBIH B TEKYIIEH IeATeIbHOCTH OpraHU3aIu
Bomnpoc 3
Cpeau  JIOKanbHOW  OPraHMU3allMOHHO-PACHOPSAMTENBHOW  JIOKYMEHTALMU  BBICHIIUM
IOPUAMYECKUM CTaTyCOM 00JIaJaeT:
Bri6epuTe ouH OTBET:
a. pacnopsAAUTENbHAs JOKYMEHTALUS
b. nHpOpMaLOHHO-CITpaBOYHAs! TOKYMEHTALIUS
C. BCE IPYIIIBI OPraHU3alMOHHO-PACHIOPSAUTEIbHON TOKyMEHTAlUU 00J1a/1al0T OIMHAKOBO
BBICOKHM IOPUIUYECKHM CTaTyCOM
d. opranu3zanoHHast JOKyMEHTaIUs
Bompoc 4
B kakom psaxy Bce  INEPEUUCIICHHBIE  BHIBI  JOKYMEHTOB  OTHOCATCA K
OpraHU3alMOHHO-TIPABOBBIM:
BeiGepute oauH OTBET:
a. yUpeIUTEeNbHBIN 10roBop; yka3 [Ipesnnenta PO; nHCTpyKUUs MO 1€TONPOU3BOICTBY
b. ycra, ITaTHOE paclnucaHyue, OTYET
C. TpaBWjia BHYTPEHHEro TPYAOBOIO pacHopsiika, JOKHOCTHOM — perjameHT,
aJMUHHUCTPATUBHBINA PETIAMEHT
d. momoxxeHne O CTPYKTYpHOM TMOJApAa3JelIeHUH, JODKHOCTHAsT HMHCTPYKLHSA,
AQHAINTHUYECKAs CIpaBKa
Bomnpoc 5
Tekct Bompoca
K opranuzanuonno-npasoBeiM fokymentraM HE OTHOCATCA:
Bribepure ouH OTBET:
a. UHCTPYKIINH
b. ycTaBsl
C. mpaBuiIa
d. aKkThI
Bomnpoc 6
TekcT Bompoca
Kaxkoii npusnak HE XAPAKTEPEH 151 opraHn3aliiOHHO-IIPABOBBIX TOKYMEHTOB:
Bribepure ouH OTBET:



a. MOAMKCHIBAIOTCSA, IO3TOMY UMEIOT PEKBU3UT «IIOATHCH)
b. ABIAIOTCSI GECCPOUHBIMU U AEUCTBYIOT 10 UX OTMEHBI UJIM 3aMEHbI HOBBIMU
C. YTBEPXKIAIOTCSI, TOITOMY UMEIOT PEKBU3UT «TPUQ YTBEPKIACHUS
d. ABISIOTCA AMPEKTUBHBIMU, IO3TOMY UMEIOT PEKBU3UT «OTMETKA O KOHTPOJIE»
Bomnpoc 7
TekcT Bompoca
K yupenurensusiM nokymentam HEJIb3S otnectu:
BeiOepute oauH OTBET:
a. yCTaB OpraHU3aluU
b. yupeaurenabHbIil 10roBop
C. IOJIO’KeHHe 00 OpraHu3aIH
d. nonoxeHue o CTPyKTYpPHOM IO/Ipa3AeIeHUN
Bompoc 8
TekcT Bompoca
Kakoli (-ue) nOKyMeHT (-bl) SIBISET(-IOT)CS YUPEAUTEIbHBIM (-M) Ul aKLIHMOHEPHBIX
00I11€CTB B COOTBETCTBUHU C AKTYaJIbHBIM 3aKOHOJATEIbCTBOM:
Bri6epute ouH OTBET:
a. ycTaB
b. ycTaB v y4peAMTEIHHBIA JOTOBOP
C. YUpEIUTENbHBIN JOIOBOP
d. monoxenne 00 aKIIMOHEPHOM OOIIECTBE
Bomnpoc 9
TekcT Bompoca
Kakue crpykrypst HE MOT'YT JIEICTBOBATD Ha 0CHOBE TIONOKEHHIA:
Boi6epute ouH OTBET:
a. O10/PKEeTHbIE HEKOMMEPYECKHEe OpraHu3aluu
b. KOMMepUecKHne OpraHu3aIH
C. (hunmansl, NpeCTaBUTENbCTBA, OTACICHUS KOMMEPUECKUX OpraHu3aluil
d. cTpyKTypHBIE TOApa3/IeIeHNs] HEKOMMEPUECKUX U KOMMEPUYECKUX OpraHu3auil
Bomnpoc 10
TekcT Bompoca
Kakoii Bug yctasa HE CYHIECTBVET:
Boi6epuTe ouH OTBET:
a. yCTaB UH/AMBUYAIIbHOTO MpeIpUHUMATENS
b. ycTaB 00111€CTBEHHOM OpraHu3alnuu
C. YCTaB rOCyJapCTBEHHOHN WJIM MYHULIUIIATIbHON OPraHU3aliH
d. ycraB KoMMepUecKoi opraHu3aluu
Bomnpoc 11
TekcT Bompoca
Kakoii  pexBu3ur  ominyaer  odopmieHue  ycTaBa ~ OT  JpPYrUX  BHJIOB
OpraHU3aI[MOHHO-TIPABOBBIX JTOKYMEHTOB:
Bribepure o1H OTBET:
a. Hanmmuue rpuda yTBepxKaeHus
b. HaI4YKe noanucei
C. HaJIM4Me OTMETKH O €r0 perucTpariuu
d. HamM4Ke BU3 O3HAKOMIICHUS
Bormpoc 12
Tekct Bompoca
Y Kkakoro BuJa OPraHMW3allMOHHO-TIPABOBOWM JOKYMEHTAllMM TpeOOBaHUS K TEKCTY
YCTaHOBJIEHBI B 3aKOHO/IATEIIbHOM HOPSIKE:
Bribepute oauH OTBET:
a. IOJDKHOCTHAsI MHCTPYKLUS
b. HHCTPYKIIMS HOPMATUBHO-METOMUECKOTO XapakTepa
C. ycTaB
d. mTaTHOE pacnucanue
Bompoc 13



TekcT Bompoca
Kaxoit oprann3aiiuOHHBIN TOKYMEHT UMeeT YHU(PUIIUPOBAHHYIO (hOPMY:
Bribepure ouH OTBET:
a. ycTaB
b. HHCTPYKIKS TIO AETONPOU3BOACTBY
C. IITATHOE PacIliCaHue
d. TOIKHOCTHOM peraamMeHT
Bonpoc 14
TekcT Bompoca
Onpenenure, K KakOMy OpraHHM3al[MOHHOMY JOKYMEHTY OTHOCHUTCS IMpeJjiaraeMblii
(parMeHT TeKcTa JOKyMeHTa:
1. ®upMeHHOEe HAUMEHOBaHHE U MECTOHAXOXKCHHE 001IeCTBa
l.1.INomapIM  ¢UpMEHHBIM HaWMEHOBaHWEM oOmiectBa siBigercs: OOmectBo ¢
OTpaHWYEHHON OTBeTCTBEHHOCThIO «MUMP». CokpamenHoe (UpPMEHHOE HaUMEHOBAaHUE
obmectBa — OO0 «MUP».
1.2.¥Opunnueckuii anpec obmectBa: yia. CpemuzemMHOMOpckas, 1.1, T. MarHuToropck,
Yenssouuckas oou1., Poccus, 455012.
Bribepute oauH OTBET:
a. MOJI0kKEHUE 00 OpraHu3aluu
b. nmpaBuiIa BHELIHEH MEPENUCKU OpraHU3aINH
C. ycTaB
d. MHCTPYKLIKSA IO JIETOMPOU3BOJICTBY
Bompoc 15
TexkcT Bompoca
Onpenenure, K KakoMy OpraHM3allMOHHOMY JOKYMEHTY OTHOCHUTCS IIpeJjlaraeMblii
dbparMeHT TeKcTa JOKYMEHTa!
OO0m11e noa0XKEeHHs
1.1.Cexpetapb-peepeHT OTHOCHTCS K KaTerOpHH CIEUUATINCTOB  MPEeANPUSITHS,
MPUHUMAETCS U YBOJIBHSIETCSA JUPEKTOPOM.
1.2.0cHOBHBIMH ~ 3a/ladyaMH  ceKpeTaps-pedepeHTa sBISETCS OpraHu3allMoOHHOE U
JOKYMEHTAllMOHHOE O0eCcrieueHue yIpaBIeHYeCKOH 1eATeIbHOCTH.

Boi6epuTe ouH OTBET:

a. MpaBuJia BHYTPEHHETO TPYAOBOIO pacIopsIKa

b. 10MKHOCTHAS UHCTPYKLUS

C. MHCTPYKIIHS 110 IEPCOHATY

d. monoxxeHue 06 OTaENE ETONMPOU3BOJICTBA

Bomnpoc 16

TekcT Bompoca

Onpenenure, K KakoMy OpraHM3allMOHHOMY JOKYMEHTY OTHOCHUTCS Tpe€AJiaracéMbli
(dbparMeHT TeKcTa JOKYMEHTa!

1.1. DnexTponpoBoika B Y4YEOHBIX MOMEIIEHUAX JOJDKHA HAaXOAMTHCS B HCIPaBHOM
coctosiHuU. CONpOTUBJICHHE H30JIALUN MPOBOJOB JOJKHO MEPUOJUYECKH 3aMepAThCs, NPHU
HE00XO0IMMOCTH JIOJIKEH MPOU3BOIUTHCS PEMOHT.

1.2. 3anpemaercss NPUMEHATh [JIs 3alIATHI DJIEKTPOCETEH BMECTO aBTOMATHYECKHUX
NpeoXpaHUTeNeH U MIIaBKUX BCTABOK 3alIUTY KYCTAPHOTO U3TOTOBJICHUS (OKYUKN»).

Bribepute oauH OTBET:

a. JIOJDKHOCTHas MHCTPYKLMSI 3aMECTUTENS JUPEKTOpa 10 BONPOCaM TEXHUKHU
0€30MacHOCTH Y4eOHOTO 3aBEICHUS

b. TUTIOBOE MOJIOKEHHE O TEXHUKE 0€30IaCHOCTU B YUEOHBIX 3aBEICHHUIX

C. MHCTPYKIIMS 110 TEXHUKE O€30MacHOCTH B yueOHOM 3aBEACHUU

d. mpuka3 ynpaBieHHs OOpa3oBaHHMs MYHHUIMIAILHOIO 00pa3oBaHUsA O COOJIOAECHUU
MPaBWJI TEXHUKH 0€30MaCHOCTHU B YUEOHBIX 3aBEICHUAX

Bompoc 17

TekcT Bompoca

Onpenenure, K KakoMy OpraHM3alMOHHOMY JOKYMEHTY OTHOCHUTCS IIpeljlaraeMblii



(parMeHT TeKcTa JOKyMEHTa:

1.1.MHCTpYKTOp TEpBOM KAaTETOPUH OT/Aea KaJApOB, OPraHU3aIlMOHHO-MAaCCOBOM pabOTHI U
KOHTPOJISI OTHOCUTCS K KATErOPUU CIIELUAINCTOB.

1.2.Ha nomxHOCTh HHCTPYKTOpPA NEPBOM KATErOPUMU HA3HAYAETCA JIUIO, UMEIOIIIEE BhICIIEE
npodeccuoHansHOe 00pazoBaHue, 0e3 MpeabsIBICHUS TPEOOBAHUN K CTaXKy paOOTHI.

1.3.Ha3HaueHnue Ha JOKHOCTh MHCTPYKTOpA MEPBOI KATeropuu M OCBOOOXK/IEHUE OT Hee
IIPOU3BOIUTCS IOCTAHOBJIEHUEM (PACIIOPSKEHUEM ) COBETA MIIM IIPABJICHHUS.

Bribepute oguH oTBeT:

a. moJIo’keHne 00 oT/erne KajpoB

b. kBanuduKaMOHHBbIE TpeOOBaHUS K WHCTPYKTOPY TEpPBOM KaTeropuu OTIeNa
KaJIpOB,0praH13allMOHHO-MACCOBOI paOdOThl U KOHTPOJIS

C. npaBuia BHYTPEHHETO TPYJIOBOTO pacnopsiika B oTnene
KaJIpOB,0praHU3allMOHHO-MACCOBOI paOdOThl U KOHTPOJIS

d.  JOmKHOCTHasT  MHCTPYKLUMS  UHCTPYKTOpa  TepBOM  KaTeropud  OTIeNa
KaJIpOB,0praH13allMOHHO-MACCOBOI paOdOThl U KOHTPOJIS

Bomnpoc 18

TekcT Bompoca

Omnpenenure, K KakKOMYy OpPraHM3allMUOHHOMY JIOKYMEHTY OTHOCUTCS MHpejiaraeMbli
(parMeHT TeKCTa JOKYMEHTA!

1. O61ue nonoxxeHus

l.1.JIuteparypHast npemusi «Pycckast ¢aHTacTHKa» (Hajee MO TEKCTy — TIPeMHus)
MPUCYKIAETCS E©XKEroJHO 3a Jydliee ¢aHTACTHUECKOE MPOU3BEACHUE KPYHHOU (opmpl,
OITyOJIMKOBAHHOE B IOJly, IPEALIECTBYIOIEM IPUCYKICHUIO TPEMUH.

1.2.B kauecTBe NOMOJHUTENHHBIX HOMHUHAIIMM Ha COMCKaHUE MPEMHH, HE 00sf3aTeIbHO
MPUCYKITAEMBIX €KETOTHO, MOTYT TaK)Ke T00aBISAThCS HOMUHAINY «3a Jydiiee (paHTacTuIeckoe
npou3sBeieHue cpeaHeit popmbl», «3a mydiiee (aHTACTHUYECKOE IPOU3BEICHUE MaTIOi (POPMBI».

1.3.YupenurenssmMu npemMun SBISIOTCA cepBep «Pycckas ¢aHTacTHKa» M MEpPCOHAIBHO:
Anekcannp YnesaHoB, [mutpuii Baronun, Bnan lypuuukuii, Koncrantun ['puiinz, Anekcanap
CunopoBud.

1.4.Ilpemus mpucyxaaercss Ha OCHOBaHMM WUTOTOB TalHOTO ABYXTYpPOBOTO TI'OJOCOBaHUS.
[lepBblii Typ TOJOCOBaHHMS MPOBOJUTCS B KOMIBIOTEPHBIX ceTAX VHTepHET (rojocyroT
nocetutenn cepBepa «Pycckas (aHTacTuka») M Ha MecTax (TOJIOCYIOT HOJIHCYUKU
9XOKOH(EepeHIINH, NOCBsIEHHBIX (haHTacTHke). BTopoil Typ rosocoBaHusi MPOBOJUTCS CPEIU
penakTopoB cepBepa «Pycckas ¢anTactuka» (cM. 1. 4.2). B 0c060 0roBOpeHHbIX HUXKE CIydasix
JIOTTYCKaeTCsl MPOBEACHHE JOTIOJIHUTEIBHOTO Typa T'OJIOCOBAHUS CPEIN YUPEIUTENEeH TPEMUH.

1.5.IIpeMust MOXET IPUCYKIATHCSA OJHOMY U TOMY K€ aBTOPY 3a Pa3JINYHbIE IPOU3BEICHUS
He OoJiee ABYX pa3 B KKJIOH U3 HOMUHAIIUMN.

1.6.BpyueHue npeMun Mpou3BOAUTCS HA €XEroHON KoH(pepeHIun « HTepnpeccKon.

BeiGepute oauH OTBET:

a. YYpeIuTeNnbHBIN J0oroBop ocepBepe «Pycckas daHTacTukay MexAy AJEKCaHIPOM
VYapsHOBBIM, [IMuTpuem BatonunbsiM, Brnagom Jlypaunkum, KoHcTtanHTMHOM [I'pHIIMHBIM,
Anexcanapom CuaopoBUYeM

b. mpaBuia TNPOBENEHHMS BCEPOCCHUICKOrO KOHKypca Ha Jydllee JHUTepaTypHOe
MIPOU3BE/IEHUE B )KaHpe (PaHTACTUKU

C. TIOJIO’KEHHE O MPUCYKICHUH JITepaTypHOl mpemun «Pycckas paHTacTuka

d. MHCTPYKLKS O BpyYeHUHU IUTepaTypHoi npemun «Pycckast pantactuka

Bompoc 19

TekcT Bompoca

Onpenenure, K KakoMy OpraHM3allMOHHOMY JOKYMEHTY OTHOCHUTCS IIpeljlaraeMblii
(dbparMeHT TeKcTa JOKYMEHTa!

1. O6mue nonoxxeHus

1.1.PykoBoauTens cimyx0b1 JIOY OTHOCHUTCSA K KaTeropuu pPyKOBO UTENCH, Ha3HAYACTCS
Ha JIOJDKHOCTb U OCBOOO’KIAETCS OT HEee MPUKA"30M PYKOBOAUTEIISI OPTaHU3AIUH.

1.2.Ha pomxHOCTh pykoBoauTens ciyxObl JIOY Ha3zHawaeTcs JMIO, UMEIOIIEe BHICIICE
npodeccuoHaIbHOe 00pa30BaHKUe U CTaX PadOTHI IO MPOQUITIO HE MEHEE TPeX JIeT.



1.3.PyxoBoautens ciyx0b1 IOY noguuHseTcss pyKOBOIUTEINIO OPraHU3aINH.

1.4.Bo Bpems oTCcyTCTBUS pyKoBoauTens ciryx0b1 JIOY (koMaHIu"poBKa, OTIYCK, 00JI€3Hb
U TIp.) ero 00sA3aHHOCTH MCIOJHACT 3aMECTH "TeJb (WM JIMIIO, HA3HAYEHHOE B YCTAHOBICHHOM
MOPSAIKE), KOTOPBIM HpUOOpETaeT COOTBETCTBYIOIIME IpaBa M HECET OTBETCTBEHHOCTh 3a
Ha/I-JIeXKallee NCIIOTHEHNE BO3JIOKEHHBIX Ha HETO 00s13aHHOCTEH.

Bribepute oauH oTBeET:

a. monoxenue o cayxoe JJOY

b. nmpaBuiIa BHYTpEHHET0 TPYAOBOTO paciopsaka B ciyxoe 10Y
C. IOJIOXKEHHE O pyKoBoautene ciyxosl I0Y

d. monoxxenue 00 opraHu3zaIUu

Bompoc 20

TekcT Bompoca

JIOJKHOCTHBIE PETJIAMEHTHI BBOJIATCS:

Bribepute oauH oTBeET:

a. U1 BOGHHOOOs3aHHBIX

b. 15 pykoBoIUTENIEH OpraHU3aIuii

C. JUId JIOOBIX JOJDKHOCTEH JIOOBIX OpraHW3alfii Kak ajJbTepHATHBA JIOJDKHOCTHOMN
UHCTPYKIIUU

d. as TpaKAAHCKUX CITy>KaIiX

Bompoc 21

TekcT Bompoca

Kakoii TokyMeHT ycTaHaBIMBaeT 00IUe MpaBujia B3auMOICHCTBUS MUHUCTEPCTB, CIYKO U
areHTCTB INpU BBINOJIHEHUH MMM CBOMX (YHKIMM, a Takke oOllue IMpaBuia OpraHU3aluu
NESTENIbHOCTH  (peiepalIbHbIX OpPraHOB HCIIOJIHUTENBHOM BJIACTH MO peau3alid HUMU
MTOJTHOMOYMH:

Bribepute oauH OTBET:

a. O01iee 1MoyI0keHUE 0 MMHUCTEPCTBAX

b. TumnoBoii peraaMeHT B3aUMOJCHCTBUS (eiepabHBIX OPraHOB UCIIOJHUTENBHON BIaCTH

¢. TunoBoe monokeHne o rocy1IapCTBEHHOM CITy»)Oe

d. TunoBast MHCTPYKIMS IO I€TONPOU3BOJICTBY B (heIepabHBIX OpraHax UCIOTHUTEIbHON
BJIACTH

Bomnpoc 22

TekcT Bompoca

KakuM opranu3zaiiioHHBIM JOKyMEHTaM COOTBETCTBYET CIEAYIOIIas XapaKTepUCTHUKA:

OTO OpraHM3allMOHHO-TIPABOBBIE aKThl, ONPEAEAIoIne MOpAJOoK 00pa3oBaHUd, IpaBa U
00513aHHOCTH, OpraHMU3alxi0 padoThl KaKk B OpraHU3allMM B LI€JIOM, TaK U B €€ CTPYKTYPHBIX
nojpasesieHussX. B 3Tux JOKyMeHTax Takke MOTYT ObITh OTpa)K€Hbl MpaBa U O0A3aHHOCTHU
OTIENbHBIX JIOJDKHOCTHBIX JIMI, OIPEACHATHCS OCHOBHBIE OPraHU3allMOHHBIE BOIIPOCHI
IPOBEJCHUS Pa3IMYHBIX MEPOINPUATUN B OpraHu3aluu (KOHKYpCOB, CEMHHApOB, (ecTuBaiei,
BBICTaBOK).

Bribepute oauH OTBET:

a. mpaBuia

b. nonoxeHus
C. HHCTPYKIIUU
d. ycTaBbl

Bompoc 23

TekcT Bompoca

KakoMy oprannzaniioHHOMY JOKYMEHTY COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA:

OTO JOKaJIbHBIA HOPMATUBHBIN aKT OpraHUu "3al[iH, PErIAMEHTUPYIOINN B COOTBETCTBUH C
TpynoBeim Kogexk—com u uHbIMHU (hefepaabHBIMU 3aKOHAMH TIOPSOK NIpUeMa U YBOJIb "HEHHS
pabOTHUKOB, OCHOBHBIE IpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh CTOPOH TPYJOBOTO JIOTOBOPA,
pexXuM paboThI, BpEMS OT/IbIXa, IPUMEHSEMbIE K Pa0OTHHKAM MEpbI MOOIIPEHUS U B3bICKAHUS, a
TaK)Ke MHbIE BOMPOCHI PETYIUPOBAHUS TPYAOBBIX OTHOLIECHUH Y TaHHOTO paboToaaress.

Bribepure ouH OTBET:

a. UIHCTPYKIIMSI UHCIIEKTOPA 0 TPYLy
b. mpaBusa BHYTPEHHETO TPYAOBOTO PACIOPSIIKA



C. TIOJIO’KEHHE O TPYAOBBIX OTHOIICHHUSAX B OpPraHU3aIIH
d. TpyoBoit 1oroBop

Bompoc 24

TekcT Bompoca

Kakomy oprann3aiiioHHOMY JOKYMEHTY COOTBETCTBYET CIIEYIOIIast XapaKTePUCTHKA!

OTO  JIOKaJbHBIA  OPraHU3AI[MOHHO-TIPABOBOM  aKT,  ONPENENSIONIMNA  MOPSIOK
dbopMUpOBaHUs, 3aladyH, CTPYKTYPY, OOS3aHHOCTH, (YHKIMH, TIpaBa, OTBETCTBEHHOCTh H
OpraHu3aIuio padboThl CTPYKTYPHOTO MOAPA3AeICHUS M HHOTO OpraHa (COBeTa, KOMUCCUU U T.I1.)
NPEANPUATHS, GUPMBIL, YUPEKICHHS.

Bribepute oauH oTBeET:

a. ycTaB

b. yupeauTenbHbIiA JOrOBOP

C. IoJIo’KeHHe 00 OpraHu3aIH

d. monoxkeHue o CTPYKTYPHOM MOJpa3ieIeHUH

Bompoc 25

TekcT Bompoca

Kakomy ympaBiieH4eCKOMY JOKYMEHTY COOTBETCTBYET CIEAYIOIIAsl XapaKTEPUCTUKA:

OT0 BUJ NMCbMEHHOI'O IOKYMEHTa, B KOTOPOM (PUKCUPYIOT PELICHUS aIMUHUCTPATUBHBIX U
OpraHU3aIMOHHBIX BOIIPOCOB, a TAK)KE BOIPOCOB YIIPABIICHUS, B3aUMOACHCTBUS, 00ECIICUeHUS U
pErylupoBaHUs AEATEILHOCTH OPraHOB BJACTH, YUPESKICHUHN, IPEANPUITUNA, OpraHU3aIui, UX
IIOAPA3/IEIICHNN U JOJKHOCTHBIX JIUIL.

Bribepute oauH OTBET:

a. puHAHCOBO-OyXTalTEepCKUil

b. KaapoBbIi

C. OpraHU3aLMOHHO-PACTIOPSAIUTEIHHBIH
d. mIaHOBO-OTYETHBII

Bompoc 26

TexkcT Bompoca

KakoMy TOKyMEHTY COOTBETCTBYET CJIEYIOIIasl XapaKTePUCTHKA!

3TO CBOJ MPABUJI, PETYIUPYIOLUIMX OPraHU3alUI0 U TOPSIOK ASATEIbHOCTH B Kakon-1100
onpeaenéHHON cepe OTHOUIEHUH WM KaKOro-ITMOO roCylapCTBEHHOIO OpraHa, NpeanpUsThs,
yupexaeHus. OTOT JOKYMEHT ONpeeisieT IPaBOBON CTaTyC OpraHu3alluy, HeOOXOAUMBIN 115 ee
TOCYJAapCTBEHHON pETUCTpalliy;, OTpakaeT TMpaBa, (QYHKIHHA, CTPYKTYpy U INTaTHYIO
YHUCIEHHOCTBIOCYJapPCTBEHHOM, KOMMEPYECKOM MM OOIIECTBEHHOW OpraHu3aIiH.

Boi6epuTe ouH OTBET:

a. aIMMHUCTPATUBHBIN peraaMeHT

b. yupenuTensHbIi 10TOBOP

C. CBUJIETENIBCTBO O PErUCTPALMHU FOPUANYECKOTO JINIA
d. ycras

Bomnpoc 27

TekcT Bompoca

Kakomy T0KyMEHTY COOTBETCTBYET CIIEAYIOIIasl XapaKTepUCTHKA:

B sTOM noKyMeHTe ydpeauTenu OO0S3YIOTCs CO3[aTh IOPUAMYECKOE JIHMIIO, OMPENENSIOT
HOPSZIOK COBMECTHOHM JIEATENTBHOCTH 10 €ro CO3JaHHI0, YCIOBHSA IE€pelaud €My CBOEro
UMYIIECTBA M YYacTHS B €ro JesATeIbHOCTH. B HeM OIpenenstoTcss yCiIoBUS W TIOPSIIOK
pacrpesiesieHus] MeXAy YYacTHHUKaMH MpHOBUIM U YOBITKOB, YIPABJIECHUS JAEATEIbHOCTBHIO
IOPUAMYECKOTO JIMIA, BBIX0J1a yupeauTeniel (Y4aCTHUKOB) U3 €ro COCTaBa.

Bribepure o1H OTBeT:

a. ycTaB

b. CBUAETENBCTBO O PETUCTPALIH IOPUANYECKOTO TN
C. YUPEIUTEIbHBIN 10TOBOP

d. aAMUHUCTPATUBHBINA peryiaMeHT

Bomnpoc 28

TekcT Bompoca

KakoMy TOKyMEeHTY COOTBETCTBYET CIIEAYIONIasi XapaKTepPUCTHUKA:

OTO TNpPaBOBOM aKT, YCTAHABIMBAIOUIMHA TEXHOJOTHIO CO3JaHHUA WM TOJyYCHHS



JOKYMEHTOB, UX 00pabOTKH, XpaHEHHUSI U UCTIOJIB30BAHUS B ICATEILHOCTH OpPraHU3aIHH.

Bri6epute oguH OTBET:

a. TOJDKHOCTHAS! HHCTPYKIUS

b. TOKHOCTHOM perjiaMeHT

C. moyoxenue o ciyxoe JJOY

d. HHCTpYKLUSA MO AETONPOU3BOICTBY

Bompoc 29

TekcT Bompoca

KakoMy 1OKyMEHTY COOTBETCTBYET CJIEAYIONIAsl XapaKTepPUCTHKA:

OTOT JOKYMEHT yCTaHaBJIMBAeT JUIsl paOOTHHKA KOHKPETHBIE TPYIOBBIE (JIOJDKHOCTHBIE,
(GyHKUIMOHATBHBIE) OOS3aHHOCTH M TIpaBa B COOTBETCTBUH C 3aHUMAEMON JOJDKHOCTBIO,
3aKpeIuIsieT €ro OpraHUu3alMOHHO-IIPABOBOE IIOJIOKEHUE B CTPYKTYPE YUPEXKIEHUS, SABISIETCS
IIPAaBOBOM OCHOBOM ISl IPOBEJICHUS aTTECTAllMU paOOTHUKA, ONPEAEIIEHUS €r0 OTBETCTBEHHOCTH
U B3aMMOOTHOIIEHUS C JPYIMMHU PaOOTHUKAMHU M IMOAPA3IEICHUSIMHU, MO3BOJISIET O0BEKTHUBHO
OLIEHUBATh paboTy COTPYTHUKA OpPraHU3AIINH.

BeiGepure oauH OTBET:

a. UHCTPYKLMUS T10 JI€JIONPOU3BOJICTBY
b. nonoxenue o ciyxoe JI0Y

C. IOJDKHOCTHOM PETJIaMEHT

d. 7OIKHOCTHASI HHCTPYKIIHS

Bompoc 30

TexkcT Bompoca

KakoMy 1OKyMEHTY COOTBETCTBYET CIIEAYIOIIAsl XapaKTepPUCTHUKA:

OTOT JOKYMEHT YyCTaHaBJIMBAeT KBATM(PHUKAIMOHHbIE TPeOOBaHUS K IOCYJapCTBEHHOMY
IPaXXAAaHCKOMY CIIy’KallleM; €r0 JIOJKHOCTHBIE 00s13aHHOCTH; NIEPEYEHb BOIIPOCOB, 110 KOTOPBIM
IPaXJIAaHCKUI Cily)Kalluid BrOpaBe WIM O0053aH CaMOCTOATENBHO IPUHUMATh pELICHUuEe U
y4acTBOBATh MPH MOJATOTOBKE HOPMATHUBHO-IIPABOBBIX aKTOB; CPOKH M MPOIETYPHI MOATOTOBKHY,
paccMOTpeHUsl MPOEKTOB YNPABICHUYECKUX PELICHUH, MOPAIOK NPUHATHUS pELICHUs; MOPSAIO0K
B3aMMOJIEHCTBUS TPAXKIAHCKOIO CIIYXalllero; MepevyeHb rOCYAapCTBEHHBIX YCIYT; MOKa3aTeau
3QPEKTUBHOCTH U PE3YNbTaTUBHOCTH  MPO(ECCHOHAIBHOW  CIY)KEOHOM  J1eATeIbHOCTH
IPaXXAaHCKOTO CIYXKAIIETO.

BeiGepute oauH OTBET:

a. aIMMHUACTPATUBHBIN pETrJIaMeHT

b. mpaBusIa BHYTPEHHETO TPYIOBOIO paclopsiIKa
C. IOJDKHOCTHAsI MHCTPYKLUS

d. OIKHOCTHOM peraamMeHT

IIpakTH4yeckoe 3axanue S

1. CocraBbTe U 0OpMUTE MPUKA3 O MOATOTOBKE K €XKErOJHOMY CEMHHApPY (IUPEKTOp MO
MapKeTHUHTYy JOJDKEH TMPEeACTaBUTh TE3UChl JOKJIAJ0B CIEIHAIUCTOB-MAapKETOJIOrOB IO
3apy0eKHOMY pBIHKY; CEKpeTapb T€HEpaJbHOI0 JUPEKTOpa JOJDKEH IOATOTOBUTH IUIaH
OpPraHM3aI[MOHHBIX MEPONpPHUIATHI IO TMPOBENECHUI0 CEMUHApa; IJIaBHBIM OyXrajirep IOJIKEH
COCTaBUTh CMETY PACXOJ0B MO OPraHU3aIMH PAOOTHl CEKIIMHA M MPOBEICHUIO 3aKIIOYUTEIHLHOIO
OaHkeTa).

2. CocraBbTe U 0QOpPMHUTE MPHUKA3 MO JUYHOMY COCTaBY O NMPUHATUHU HA pabory VBaHOBa
JIpBa OsieroBrua Ha4yaIbHUKOM FOPUIUYECKOTO OTJIENA 10 TPYJOBOMY J1I0IOBODY.

Tect k pa3nery 2

Bompoc 1

KakoMy MOHATHIO COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA!

OTO AOKYMEHT, COJEpKallui MOA3aKOHHOE O(UIMAIBHOE pElIeHUE, MIPUHATOE OPraHOM
HUCITOJTHUTEILHOM BJIACTU HIIH AOJDKHOCTHBIM JIMIOM B OJHOCTOPOHHC-BJIACTHOM MOPAAKEC U C
COOJIIOJIEHHEM YCTAHOBJIEHHOM MPOLEAYPHI IO TOMY WJIHM WHOMY BOIIPOCY, OTHECEHHOMY K €ro
KOMIIETEHIINM, OOJIEYeHHOe B TPEAYCMOTPEHHYIO 3aKOHOM (opMy M MOpoKIaroee



IOPUANYECKHE TTOCTIEACTBHSL.
Bri6epute oguH OTBET:
a. HOpMBI IIpaBa
b. mpaBoOBOM aKT
C. HCHOPMAaTHUBHBIN IIPABOBOM aKT
d. HOpMaTUBHBIN TPABOBOM aKT

Bompoc 2

Kakomy HOHATHIO COOTBETCTBYET CIIEAYIOLIAs XapaKTepUCTHKA!

OTO JOKYMEHT, COJEepKallMii IMpaBuUja IOBEJIEHUS, pPaclIpOCTpaHSIOUIMECS Ha
HEOIPEJENICHHbI KpYyr JIMI, W3/JaHHblE HAa OCHOBAaHUM W BO MHCIIOJHEHHE (erepaabHOro
3aKOHOJIATENILCTBA, O0s3aTeNbHBIC [UIS HCIIOJHEHUS OpraHaMu TOCYAAapCTBEHHOW BIIACTH,
MECTHOIO CaMOYINpaBJIEHUS, HUX JODKHOCTHBIMH JIMIIAMH, HOPUAMYECKMMHU JIMIAMH U
rpaXKaaHaMU.

BeiGepure oauH OTBET:

a. HOpPMAaTUBHBIN [TPAaBOBOM aKT

b. HEHOpMAaTHUBHBIN MMPABOBOM aKT
C. IPaBOBOM aKT

d. HOpMBI TTpaBa

Bompoc 3

Kakomy HOHATHIO COOTBETCTBYET CIIEAYIOLIAs XapaKTepUCTHKA!

OTO peleHusl Mo KOHKPETHBIM BOIpOcaM, OOpalleHus K KOHKPETHbIM juuaM. OHU He
coJiepKaT Kakux-1100 oOLIUX MpaBUII MOBEIEHUS U PACCUUTAHbl HA OJIHOKPATHOE NIPUMEHEHHE.
OHu cBs3aHHBIE C pealu3alMdeld MPaBOBbIX HOPM, HUX IPUMEHEHHUEM, HCIIOJIHEHUEM,
UCIIOJIb30BAaHUEM.

Boi6epute ouH OTBET:

a. HOpMaTHUBHBII NTPaBOBOI aKT

b. HOpMBI TIpaBa

C. IPaBOBOM aKT

d. HeHOpMaTUBHBIN TPABOBOM aKT

Bompoc 4

Ha xakue rpynmel mnonpa3fenstorcss (OpMbl IMPaBOBBIX aKTOB B 3aBUCHUMOCTH OT
IOPUANYECKHUX CBOWCTB:

Boi6epuTe ouH OTBET:

a. OTKPBITbIe/CEKPETHBIE

b. nepBuYHbBIE/ BTOPUYHbBIE

c. opunMagbHble/ HeopULMaIbHbIE
d. HopMaTuBHbBIE/ HEHOPMATUBHBIE

Bormpoc 5

B kakom psily nepeuuciensl TOIbKO NEPBUYHbIE IIPABOBbIE AKThI:

BeiGepute oauH OTBET:

a. 3aKOH, YKa3, paclopsbKeHne

b. mpukas, craniapt, NpercKypaHT

C. perilaMeHT, yKa3aHue, pyKOBOJICTBO
d. pekomMeHauK, IporpaMMa, pelieHue

Bomnpoc 6

B xakoMm psiy nepeuncieHbl TOIbKO BTOPUUHBIE ITPABOBBIE AKTHI:

Bribepute oauH OTBET:

a. TOJIOKEHMSI, TPaBUIIA, UHCTPYKIIUU

b. pa3bpsicHeHus, pelnieHue, Ipuka3

C. pacnopspKeHHe, yKa3aHue, CTaHapT

d. mopsioK, KiaaccupukaTop, MOCTAaHOBIIEHUE

Bomnpoc 7

Kakue HOpMaTuBHBIE TpPaBOBBIE aKThl MOTYT HpPUMEHATbCA 0e3  OQUIMATBLHOIO
OIyOJIMKOBAHUS IS BCEOOIIETO CBEICHHUS:

Bri6epute oguH OTBET:

a. 3aTparuBaroIre 00s13aHHOCTH IpaxIaH



b. 3aTparuBaromue cBOOOABI IpaXkaaH

C. aKTBI MEKBEIOMCTBEHHOTO XapakTepa

d. 3aTparuBaroiye rnpasa rpaxaaH

Bomnpoc 8
K kakoli cucreMe JOKyMEHTAauU OTHOCATCS IPUKA3bl U PACIIOPSKCHUS:
BeiGepute oauH OTBET:

a. CUCTEMa PACIIOPAIUTENBHON TOKYMEHTALUN

b. cucreMa opraHu3aliOHHO-IIPaBOBOM JTIOKYMEHTAllUH

C. CUCTEMA JJOKYMEHTOB JIMYHOT'O IPOUCXOKIACHUS

d. cucrema nH(pOPMaAILIMIOHHO-CIIPAaBOYHON TOKYMEHTALIUU

Bompoc 9

KakoMy MOHATHIO COOTBETCTBYET CIEAYIOIAs XapaKTePUCTHKA!

JloKkyMeHTBI, 00J1a/1at01IHe FOPUIHYECKON CUIION, N3JaBaeMble PYKOBOACTBOM OpPTaHU3AIUH
U COAEp)KAIME YIPABICHYECKHE pEIICHUS, HAIPABJICHHBIE HAa BBINOJIHCHHE TEKYIIUX U
NEPCIIEKTUBHBIX 3a/1a4:

BeiGepure oauH OTBET:

a. "H(GOPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI

b. opraHn3anuOHHO-IIPABOBBIE TOKYMEHTHI

C. JOKYMEHTBHI 110 JINYHOMY COCTaBy

d. pacnopsiauTeNnbHbIE JOKYMEHTBI

Bompoc 10

Kakue pacnopsaurensubie nokymeHTsl HE um3garorcs B ciywasx, korga HEoOX0IuMO
IPUHATh HOPMATUBHBIA WM WHAMBUAYAJIbHBIM aKT IO OCHOBHBIMBOIIPOCAM KOMIIETEHIIUU
OpraHu3aLuu:

Boi6epute ouH OTBET:

a. yKa3aHus

b. mpukassl

C. IOCTaHOBJICHUS

d. pemenus

Bomnpoc 11

Kakne pacnopsauTenbHble JOKYMEHTBI HM3JAIOTCS IO ONEpPaTUBHBIM BONPOCAM M JUIS
OpraHMU3alH UCIIOJIHEHUS APYTUX PACIOPSAAUTEIBHBIX JOKYMEHTOB:

Boi6epuTe ouH OTBET:

a. pactoOpsKEHUS

b. pemenus

C. IOCTaHOBJICHUS

d. mpukasbl

Bomnpoc 12
Kaxkas xapakrepuctuka HE cooTBeTcTBYeT cucteme pacliopsiAuTEeIbHON JOKYMEHTALUU:
BeiGepute oauH OTBET:

a. OTH JOKYMEHTHl COJIep’KaT IOPUAWYECKH BJACTHBIE MPEANHCAHUS CYOBEKTOB
WCIIOJIHUTENIBHOM BJIACTH, aJpecaTaMd KOTOPBIX SBJISIFOTCS KOHKPETHBIE OpraHu3alluy,
CTPYKTYpHBIE€ MOJpa3/AeiaeHUs], TOJKHOCTHBIE JIMIA, pAa0OOTHUKU. DTU TpPENNUCaHUs SBISIOTCS
IOPUANYECKUMU JOKYMEHTaMH, BBI3bIBAIOIIIMMHU BO3HUKHOBEHUE KOHKPETHBIX
aJIMHUHHCTPATUBHO-TIPABOBBIX OTHOLICHUM

b. DTH MOKYMEHTBHIPEryIUPYIOT OTHOIICHUS B HEPAapXUUECKOHl cUcTeMe yIpaBieHUs
«CBEpXY BHM3» (OT BBILIECTOALIUX OPTaHOB, OPTaHU3ALNN, TOIKHOCTHBIX JIUI K HIXKECTOSIIINM)
U OTPAKAIOT YIPABICHUYECKUE pEIICHMs, HalpaBlI€HHbIE Ha JOCTWIKEHHE LEeNed W 3anay
OpraHu3aIu

C. OTU JOKYMEHTBI CO3JAl0T OpraHU3alUI0, YCTaHABINBAIOT €€ CTPYKTYPY, ONpPENEISAIOT
HITATHYI0 YHWCJIEHHOCTh M COCTaB pPabOTHUKOB MO JOJDKHOCTSIM, ONPENeNsioT (QyHKIUU
CTPYKTYPHBIX NOJpa3Ac/€HUl, COBEIIATEIbHBIX, KOJUIETHAIBHBIX OpIraHOB, YCTaHABIMBAIOT
peKuM paboThl, OCYILECTBIISAIOT OPraHU3ALMIO TPYAA U paclpesieleHue O0sI3aHHOCTEH MEXIY
pabOTHUKAaMU, OTMPEACIISIOT MOPSAJOK PEOPraHU3aluy U JTUKBUIAUN OpraHU3aluu

d. DT TOKYMEHTHI U3[aI0TCS HA OCHOBE WJIM BO MCIIOJIHEHHE 3aKOHOB, IOCTAHOBJIEHUHN U
pacnopspkeHuii [IpaBurensctsa P@, BhIIECTOANIMX OPraHOB BIACTH M YIPABJIECHUSA. OTH aKThl



U3JAI0TCS TaKKe M0 MHUIIMATUBE PYKOBOAMTENEH B MpeneNnax WX MOJTHOMOYUN U KOMIETEHIHH
JUTSL OCYLIECTBIICHUS LIeJeH 1 3a7a4 OpraHu3auu

Bompoc 13

KakoBa mepapxuueckas cuctemMa pacHnopsIUTENbHBIX IOKYMEHTOB IO cdepe AeHCTBUS
(cBEpXy BHHU3):

1) mpaBoBble aKThbl, ACHCTBYIOIIME B paMKax OTAEIbHOW OpraHM3alMH, YUPeKIACHHUS,
OpeanpusTHs, GUPMBI,

2) mpaBOBbIE aKThI, JCHCTBYIOLIUE B IIpeieax oTpaciu (M3/1al0Tcs OTPacIeBbIMU OpraHaMu
dbenepanbHON UCTIOTHUTEILHOM BIIACTH);

3) mpaBOBBIC aKThI, ICUCTBYIOIINE HA YpOBHE CyOBekTOB PD — KpaeB, obiacTeid, TOpo10B
peciryOnukanckoro 3HaueHust MockBel U CankT-IlerepOypra, aBTOHOMHBIX 00JIaCTEH U OKPYTOB,
a TaKKe UX TEPPUTOPUATILHBIX 00pa30BaHUN;

4) mpaBoBBIE aKThI, JEHCTBYIOIIME Ha (QelnepaabHON YpPOBHE, — aKThl, H3JaBacMble
IIpesunentom PO, [IpaBurensctBoM PD, opranaMu HCIIOJIHUTEIBLHOMN BIIACTH.

Bribepure oauH OTBET:

a.4,2,31
b.1,3,24
c.1,234
d. 4,321

Bomnpoc 14

Ha kakue rpynnbsl JensiTcsl paclopsIUTENbHbIE JOKYMEHTbl C TOUKHM 3PEHUS MPUHATHS
pelieHui (mopsiika pa3pemieHus BOIPOCOB):

Bri6epute ouH OTBET:

a. CO3/1aBaeMbI€ B YCIIOBUSAX KOJUIETHAIBHOCTH/ CO3/IaBa€Mble Ha OCHOBE €IMHOHAYAIIHS
b. HOpMaTHBHBIE/ HEHOPMATUBHBIE

C. IepBUYHbBIE/ BTOPUYHBIE

d. BO ncnojHeHne/ HHUITUATUBHBIC

Bomnpoc 15

Kakue pacnopsiiurenbHble JOKYMEHTHI OTHOCSTCS K JOKYMEHTaM, CO3JaBacMbIM B
YCIOBUSAX KOJUIETHATIBbHOCTH:

Boi6epute ouH OTBET:

a. peleHus
b. ykazanus
C. IIpHUKa3bl
d. pacniopspkenus

Bomnpoc 16

Kakue pacnopsinurensubie JokyMeHThl HE oTHOcSTCS K AOKyMeHTaMm, M3JaBaeMbIM Ha
OCHOBE €IMHOHAYAJIHS:

Bri6epute ouH OTBET:

a. IPUKa3bl
b. pacniopspkeHus
C. IOCTaHOBJICHUS
d. ykazanus

Bompoc 17

Kakwue opransl (opranusanuu) JeMCTBYIOT Ha MPUHIUIAX €AMHOHAYAIHS:

Bribepure o1H OTBET:

a. TOCyJapCTBEHHBIE BY3bl

b. akimoHepHbIe o01IecTBa

c. [IpaButensctBO PO

d. opranbl UCIIOJTHUTENILHON BIACTH

Bompoc 18

Kakue oprans! (opranuszanuu) 1eHCTBYIOT Ha YCIOBUSAX KOJJIETHAIBHOCTH:

Bri6epute oquH OTBET:

a. eneparbHbIC MUHUCTEPCTBA
b. BbicIIME OpraHbl  YOpaBJIEHHS  KOMMEPUECKMX  OpraHM3aliil  pa3Iu4HbIX
OpraHU3alMOHHO-TIPABOBBIX (POPM



C. aIMMHHUCTpAIK cy0ObekToB PD 1 Apyrux TepputopranbHbIx 00pa3oBaHuit
d. opraHbpl UCTIOJIHUTEILHOMN BJIACTH OPTaHU3alMNA YUPEKICHUHN, IPEATIPUATHN, HUpM
Bompoc 19
Kaxkue pacnopsiaurensubie 1okymeHThl ipoxonat MHBIE ctaguu npouenypsl u3ganus:
1) wu3ydeHue cCyuecTBa YIPaBICHUECKOIO BONpPOCa, WHULMHUPOBAHUE PELIECHUS —
o0ocHOBaHUEe HE0OXoauMocTH u3aanus PJ1;
2) cOop u aHanU3 UHPOPMAIIUH 110 BOTIPOCY;
3) IOArOTOBKA MPOEKTA PACMIOPATUTEIILHOTO JOKYMEHTA,
4) coryacoBaHue WIM OOCYXKIEHME Ha 3aC€JaHUU KOJUIETMAJbHOIO OpraHa IpOEKTa
paclopsiAUTEIHLHOTO TOKYMEHTA;
5) BHecenue npoekrta PJ] Ha paccMoTpeHue pyKoBOJICTBA;
6) IpUHATHE PELICHUS — IOIUCAaHIE TOKYMEHTA;
7) peructpanus 10KyMEHTa;
8) noBeneHME PACTIOPSIAUTEIHLHOTO JOKYMEHTA /10 UCTIOJIHUTENEH.
Bribepure oauH OTBET:
a. IPUKa3bl
b. pacniopsokeHus
C. pelIeHus
d. ykazanus
Bomnpoc 20
W3 kakux yacTei COCTOUT TEKCT pacHOpSAUTEILHOTO JOKYMEHTA!
Bribepute oauH OTBET:
a. aHAIMTUYECKas 9acTh/ 00001Iaromas 4acThb
b. pa3psicHUTENbHAS YacTh/ IUPEKTUBHAS YaCTh
C. KOHCTAaTUPYIOIIAsl 4YaCTh/ pacOpsIIUTeNIbHAs YacTh
d. BBoJiHAs 4yacTh/ OCHOBHAS YaCTh/ 3aKJIIOUUTEIbHAS YaCTh
Bompoc 21
Ha xakue rpynmsl AensTCS MPUKa3bl 10 XapaKTepy OCHOBAHMS JIJIsl U3AAHUS:
Bri6epuTe ouH OTBET:
a. HOpMaTHUBHbIE/ HCHOPMATHUBHbIE
b. coznaBaemble B yCIOBUSAX KOJUIETHAIBHOCTH/ CO3/ITaBa€Mble Ha OCHOBE €IMHOHAYaIH
C. IepBUYHBIE/ BTOPUYHBIE
d. BO ucnoHeHNEe/ HHUIIUATUBHBIC
Bomnpoc 22
Kaxkue mpukasbl Ha3bIBalOTCS HHUIIMATUBHBIMHU:
Bribepute oauH OTBET:
a. U3JaBaeMble B CBA3M C OCYIIECTBJIEHMEM HHUIMATHB MO OPraHU3allMM HCIOIHEHUS
MIPABOBBIX aKTOB, MPUHATHIX PABHOMPABHBIMU JIEJIOBBIMU MapTHEPAMH OpPTaHU3alUN
b. u31aBaeMble B CBSI3U C HEOOXOIMMOCTBIO OCYIIECTBIIEHUSI COOCTBEHHOM J1€ATEIHHOCTH B
COOTBETCTBUH C HaJIeNIEHHBIMH (DYHKIHSAMHU U 3a7a4aMu
C. U3/IaBaeMbIe TI0 HHUITMATHUBE TTOTYNHEHHBIX
d. w3gaBaemple C I1E€TBI0 OPraHU3alMU HWCIONHEHUS MPHUHITHIX 3aKOHOJATENbHBIX,
HOPMAaTHBHO-TIPABOBBIX aKTOB U MHBIX MTOPYIYCHHI BBIMIECTOSIINX OPTAHOB
Bompoc 23
Kakumu crnoBamMu [0JKEH HAuMHATHCS TEKCT MpPHKa3a, €CIM €ro M3JaHUuE BbI3BaHO
HEOOXOUMOCTBIO HCIIOIHEHUS! TPUHSATHIX 3aKOHOJATENbHBIX, HOPMATHUBHO-TIPABOBBIX AKTOB U
WHBIX MOPYYEHUH BBIMIECTOSAIINX OPTaHOB:
Bri6epuTe ouH OTBET:
a. «B memax...»
b. «B cooTBeTcTBHH C...»
c. «Mcxons us...»
d. «BcBszu c...»
Bonpoc 24
Kakumu crnoBamMu JOMKEH HAYMHATBCS TEKCT MPUKa3a, €CIU €ro HM3/IaHHe BbI3BAHO
HEO0OXOIUMOCTBIO OCYIIECTBIICHUS COOCTBEHHOM NEATENILHOCTH 110 MHUIIMATUBE OPraHU3aINH:
Bribepure ouH OTBET:



a.«BcBsasuc...»
b. «Ha ocHoBanuu...»
c. «Bo ucnonuenwue...»
d. «B cooTBeTCTBHH C....»
Bompoc 25
Kakue pacnopsautenbHbie JOKYMEHTBI MOKET U3aBaTh B Ipe/iesax CBOeH KOMIIETEHIMH
PYKOBOJMTEIb OPraHU3aliy, IEUCTBYIOIEH Ha OCHOBE KOJUIETHAIbHOCTH:
Bribepute oguH oTBeT:
a. peIeHHS
b. mpukasbl
C. MOCTAHOBJICHUS
d. pactiopspxkeHHst
Bompoc 26
Kakune pacnopsaurensubie aokymentel HE Moryr wu3gaBarh B mpedenax CBOe
KOMIIETEHIIMH PYKOBOJUTEIHN OpraHn3aluii, IEMCTBYIOINX HA OCHOBE €IMHOHAYAIIHS:
Bribepute oauH oTBeET:
a. yKa3aHUs
b. pacriopspkeHUs
C. IPHUKAa3bI
d. pemenus
Bompoc 27
Kakne poxymentst HE wMoryr mnoamuceiBaTh B mpefenax CBOEH KOMIIETEHIIUU
PYKOBOJIUTENN CTPYKTYPHBIX MOIPa3/ICICHUN:
Bribepute oauH OTBET:
a. yKa3aHUs
b. mpukasbl
C. pacropsiKeHuUs
d. mpoTOKOJIBI
Bompoc 28
C Kkakoro MOMEHTa pacloOpSIUTENbHBIH JTOKYMEHT MpHOOpeTaeT craTyc OQHUIHAIbHO
U3JJAHHOTO:
BeiGepute oauH OTBET:
a. TIOCTIe MOAMTUCAHUS
b. mocie naTupoBaHuUs
C. TIOCTIE PETUCTPAIIH
d. mocne cornacoBaHus
Bompoc 29
B kakoM pacnopsauTeNbHOM JIOKyMEHTE KOMMEpPYECKOW OpraHM3allii HCIOJIb3YeTCs
(dbopma N3NOKEHHS TEKCTA OT MEPBOTO JIUIA AMHCTBEHHOTO YUCIIa!
BeiGepute oauH OTBET:
a. B pEIICHUN
b. B pacniopspkeHUun
C. B TIOCTAHOBJICHUU
d. B COBMECTHOM IpHKa3e
Bomnpoc 30
B kakoM pacnopsaMTenbHOM JIOKYMEHTE HCIOJb3yeTcss (opMa H3JI0KEHUS TEeKCTa OT
TIEPBOTO JIUIA MHOYKECTBEHHOTO YHCJIA:
Bribepure ouH OTBET:
a. B IOCTAaHOBJICHUN
b. B ykazaHuu
C. B pEUICHUN
d. B COBMECTHOM IpHKa3e
Bomnpoc 31
dopma Kakoro rjarojia HE JOJDKHA OTHCISATHBBOAHYIO 4YacTh PACIOPSAUTEIBHBIX
JIOKYMEHTOB OT PaCIOpsIUTEIbHOM:
Bribepure ouH OTBET:



a. [TIPUKA3BIBAEM
b. [IPEJJJIATAIO
c. PEIIIAIO
d. IOCTAHOBJISET
Bomnpoc 32
Kakoii rimaron He npuemiieM B ¢GOpMYJIHPOBKE BIACTHOI'O PEIICHUS OpraHa yrnpaBleHUS,
M3AI0LIETr0 PaCHOPSIAUTENBHBIA JOKYMEHT:
Bribepute oguH oTBeT:
a. KYCHUITUTH
b. «3a4nCIUTH»
C. «TIOJITOTOBUTH»
d. «pazpaboraTby»
Bompoc 33
Kakotii rmaron npeanoytutesneH B GOpMyIHPOBKE BIACTHOTO PELICHUS OpraHa ynpaBieHus,
M3AI0LIETr0 PaCHOPSIAUTENBHBIA JOKYMEHT:
Bribepute oauH oTBeET:
a. «OPTaHHU30BATH
b. «IpUHATH MEPBI»
C. «IIOJTHATHY
d. «aKTUBU3UPOBATHY
Bompoc 34
Kakoii rmaron npeanoutuTeneH B GOpMYIUPOBKE BIACTHOTO PELICHUSI OpraHa yrpaBlieHus,
U3JIAIOMIETO PACTIOPSIUTEILHBIN TOKYMEHT:
Bribepute oauH OTBET:
a. «TIOBBICUTB
b. «yay4mmTh)»
C. «PacCMOTPETHY
d. «obecieunTh»
Bompoc 35
Kakoii rmaron npeanoutuTeneH B GOpMYIUPOBKE BIACTHOTO PEIIEHUSI OpraHa yrpaBlIeHus,
U3JIAIOMIETO PACTIOPSTUTEIILHBIA TOKYMEHT:
Bribepute oauH OTBET:
a. KYCHITUTH
b. «IpUHATH MEPBI»
C. «BO3JIOKUTH
d. «1TOBBICUTBHY
Bompoc 36

B kakoii yacTtu pacuopAAUTCIBHOTO JOKYMCHTA HCO6XO,I[I/IMO nomMeniaTtb MNnepeUYCHb

JOKYMCHTOB, YTPATUBIIUX CHUJTY WM MOJICKAIIUX HU3MCHCHUIO B CBA3U C U3JJAHUCM JAHHOI'O
aKTa:

Bribepute oauH OTBET:
a. B JTI0OOM IyHKTE pacropsaUTeIbHOM yacTu
b. B IepBBIX MYHKTaX PacMOPSAUTEIBHON YacTh
C. B KOHCTaTUPYIOIEH yacTu
d. B KOHIIE TeKCTa
Bomnpoc 37
B Kkakoi 9acTé pacmopsAUTENFHOTO TOKYMEHTa YKa3bIBaeTCs MHPOPMALHUS O TOM, KTO
OCYILECTBIISICT KOHTPOJIb €r0 UCIOTHEHHUS:
Bribepute oauH OTBET:
a. B IEPBOM ITYHKTE PacTOpsIUTEIbHON YacTu
b. odopMmIsieTcst OTAETBHOM CTPOKOM MOCTIEe BCEX MyHKTOB
C. B IIOCJIETHEM ITYHKTE PAacIOpSAUTENbHOM YacTu
d. B KOHCTaTUPYIOIIEH YacTH

Tect 5 2 kypc
Bompoc 1



Kakomy HOHSTHIO COOTBETCTBYET CIEAYIONIast XapaKTepUCTUKA!

OTO OKYMEHT, COAEpaIlUii MOJ3aKOHHOE O(UIIMATbHOE pElIeHHEe, IPUHATOE OPraHOM
UCTIOJIHUTENIHONW BJIACTH WM JOJDKHOCTHBIM JIMIIOM B OJHOCTOPOHHE-BJIACTHOM TOPSZIKE U C
cOOJI0ZICHHEM YCTAaHOBJIEHHOM MPOLEyphl MO0 TOMY WM MHOMY BONPOCY, OTHECEHHOMY K €ro
KOMIIETEHIINHM, OOJEYEeHHOe B TPEAYCMOTPEHHYIO 3aKOHOM (opMy H MOpoKIaromee
IOPUANYECKUE TTOCTIEACTBHUSL.

Bribepure ouH OTBET:

a. HOpMBI IIpaBa

b. mpaBoBOi aKT

C. HCHOPMATHUBHBIN MTPABOBOM aKT

d. HOpMaTUBHBIN PAaBOBON aKT

Bompoc 2

Kakomy NOHATHIO COOTBETCTBYET CIENYIOLIAsl XapaKTePUCTUKA:

OTO JOKYMEHT, COJepKallMii ImpaBuUjia IOBEJIEHUS, pPaclIpOCTpPaHSIOLUIMECS Ha
HEOIpeAeNeHHBIH KPYr JUI, W3/aHHble HA OCHOBAaHMM W BO HCIOJHEHHUE (eneparbHOro
3aKOHOJATENbCTBA, O00s3aTENIbHbIE JUISl MCIIOJIHEHHS OpraHaMHM TIOCYJapCTBEHHOW BJACTH,
MECTHOTO CaMOYIPABJICHMS, HMX JIOJDKHOCTHBIMHM JIMLAMH, OPUAUYECKUMHU JHLIAMU U
IrpaKJaHaAMU.

Bribepute oauH OTBET:

a. HOpPMAaTHBHBIN [TPAaBOBOM aKT

b. HECHOpMAaTHUBHBIN MMPABOBOM aKT

C. IPaBOBOM aKT

d. HOpMBI ITpaBa

Bomnpoc 3

Kakxomy MoHATHIO COOTBETCTBYET CIIENYIOIIAs XapaKTePUCTUKA:

OTO pelieHusl Mo KOHKPETHBIM BOIpOcaM, oOpaimleHusi K KOHKpeTHbIM juiam. OHHM He
CoJIepKaT KaKux-1u00 OOIIMX MPAaBWJI MOBEACHUS U PACCUMTAHBI Ha OJTHOKPATHOE MPUMEHEHHE.

OHu cBsA3aHHBIE C pealu3alMeld IMpPaBOBBIX HOPM, HUX IPUMEHEHHUEM, HCIIOJIHEHUEM,
HCITOJIb30BAaHUEM.
BeiGepute oauH OTBET:
a. HOpPMAaTHBHBIN ITPAaBOBOM aKT
b. HOpMBI IpaBa
C. IPaBOBOM aKT
d. HeHOpMaTHBHBIN PaBOBOIl aKT

Bompoc 4
Ha xakme rpynmsl moApa3fenstoTcss (OpMBI TPABOBBIX aKTOB B 3aBHCHMOCTH OT
IOPUJINYECKUX CBOMCTB:
Bribepute oauH OTBET:
a. OTKPBITbIe/CEKPETHBIE
b. mepBUYHBIE/ BTOPUYHEIE
¢. opunMaIbHbIe/ HeopUIMaIbHBIE
d. HopMaTHBHBIE/ HEHOPMATHBHBIE

Bomnpoc 5

B kakoM psily nepedncieHbl TOJbKO epBUYHBIE TIPABOBBIE AKTHI:
Bribepute oauH OTBET:

a. 3aKOH, YKa3, paclopsuKeHHe

b. npukas, cTaHAapT, MpercKypaHT

C. perJIaMeHT, yKa3aHHe, pyKOBOJACTBO

d. pekoMeHalMK, IPOrpaMma, pericHUe

Bomnpoc 6
B xakoM psiy epeducieHsl TOJIBKO BTOPUYHBIE IIPABOBLIE AKTHI:



Bribepure ouH OTBET:
a. TIOJIOXKEHHUSI, TIPaBHJIA, HHCTPYKIIUU
b. pa3bscHeHUsl, penieHne, NpuKa3
C. pacmopsDKeHUe, yKa3aHue, CTaHAapT
d. mopsnok, knaccudukarop, MOCTAHOBJIICHHE

Bomnpoc 7
Kakne HOpMmaTuBHBIE TIpaBOBbIE aKThl MOTYT TPUMEHSTHCA 0e3 Oo(UIHATBEHOTO
OIyOJIMKOBAHUS JIJIs1 BCEOOIIETO CBEACHUS:
Bribepute oauH oTBeET:
a. 3aTparuBaroIre 00s3aHHOCTH IPaXkIaH
b. 3aTparuBaroririe cCBOOOIbI IpaxaaH
C. aKThI MEXXBEJOMCTBEHHOTO XapaKTepa
d. 3arparuBaromue npasa rpaxiaaH

Bomnpoc 8
K kakoli cucreMe JOKyMEHTAIlMU OTHOCATCS MPUKA3bl U PACTIOPSHKCHUS:
Bribepute oauH OTBET:

a. CUCTeMa PaCTIOPSAUTEIHLHOM IOKYMEHTAIlUN

b. cucTema opraHn3alMOHHO-TIPAaBOBON JOKYMEHTAIUH

C. CUCTeMa JIOKYMEHTOB JIMYHOTO MPOUCXOKICHUS

d. cuctema nH(pOPMALIMOHHO-CITPABOYHOM TOKYMEHTAIIUU

Bomnpoc 9
KakoMy MOHSATHIO COOTBETCTBYET CIIEAYIOIIAs XapaKTEPUCTHKA!
JlokyMeHTBI, 00J1ajaronie IOpuAnIecKoil CUIION, n3/laBaeMble PyKOBOJICTBOM OpraHU3aIluU
U COJAEp)KalllMe YIPaBJIECHYECKHE pELIEHUs, HaIlpaBJICHHbIE HAa BBIIOJHEHHE TEKYIIUX U
MEePCIeKTUBHBIX 3a/1a4:
Bri6epuTe ouH OTBET:
a. nH(OPMAIIMOHHO-CIIPABOYHbBIE TOKYMEHTHI
b. opraHu3alMOHHO-TIPABOBbIE IOKYMEHTHI
C. JOKYMEHTBI 110 IMYHOMY COCTaBY
d. pacniopsinuTenbHbIE JOKYMEHTHI

Bompoc 10

Kakue pacnopsaurensubie nokymeHTsl HE wm3marores B cimywasx, korga HEoO0X0auMo
NPUHATh HOPMATUBHBIA WJIM WHAMBHIYAIBHBIM aKT II0 OCHOBHBIMBOIIPOCAM KOMITIETCHIIUU
OpraHu3aluu:

Bri6epute ouH OTBET:

a. yKa3aHMs

b. mpukassl

C. IOCTaHOBJICHUS

d. pemenus

Bompoc 11
Kakue pacmnopsauTenbHble JOKYMEHTHI H3AlOTCS IO ONEPATUBHBIM BOIpPOCAM U JIs
OpraHHU3aluK UCTIOIHEHUS IPYTUX PACTIOPAAUTELHBIX JOKYMEHTOB:
BriGepure ouH OTBeET:
a. PaCoOpsKCHUS
b. pemienus
C. IOCTaHOBJICHHUS
d. mpukazbl

Bompoc 12

Kaxkas xapakrepuctrka HE cooTBeTCTBYET cucTEME pacnopsAUTeIbHON JOKYMEHTALINH:
Bribepure ouH OTBET:



a. OTH JOKYMEHTHl COJIep’KaT IOPUAWYECKH BJACTHBIE TPEANHCAHUS CYOBEKTOB
UCIIOJTHUTENIbHOM  BJIACTH, aJpecaTaMd KOTOPBIX SBJISIIOTCS KOHKPETHbIE OpraHU3alluu,
CTPYKTYpHBIEC TOAPA3ICICHHUsI, TOJDKHOCTHBIC JHUIA, PAOOTHUKU. DTHU TPEANUCAHUS SBISIOTCS
IOPUANYECKUMU JOKYMEHTaMH, BBI3bIBAIOIIMMHU BO3HUKHOBEHUE KOHKPETHBIX
aJIMUHUCTPATUBHO-TIPABOBBIX OTHOILIEHUH

b. DT MOKYMEHTBHI PETryIHPYIOT OTHOILIEHHUS B HEPAPXUUYECKOM CHUCTEME YIpaBIICHUS
«CBEpXyY BHHU3» (OT BBILIIECTOSIIIMX OPTaHOB, OPTaHU3AIUH, JTOJKHOCTHBIX JIUI K HUKECTOSIIIUM )
U OTPaKAIOT YIPABICHYECKUE pEIICHUs, HalpaBleHHble Ha JOCTHIKEHHE Leled W 3aaay
OpraHu3aIu

C. OTU JOKYMEHTHI CO3[Ial0T OpraHU3alUI0, YCTaHABIUBAIOT €€ CTPYKTYpY, ONpPEAessioT
MITATHYK0 YWCJICHHOCTh M COCTaB pPAOOTHHKOB 110 JIOJDKHOCTSIM, OIPEACHSIOT (DYHKIUU
CTPYKTYpPHBIX TOJpa3fefieHul, COBEIIATEIbHBIX, KOJUIETHAIbHBIX OpPraHOB, YCTAaHABIMBAIOT
peKUM paboThI, OCYIIECTBIAIOT OPraHU3AIMIO TPYAa U paclpesieleHue O0s3aHHOCTEH MEXIY
paboTHUKAaMU, ONIPENIEISIOT HOPSA0K PEOPTaHn3alluy U JIMKBUAALNUN OpraHU3aliH

d. OTH AOKYMEHTBI H3AAIOTCS HA OCHOBE WJIM BO UCIIOJHEHHE 3aKOHOB, TIOCTAHOBIICHUH U
pacniopspkenuii [IpaBurenbctBa P@, BhIIECTOANIMX OPraHOB BJIACTH M YIPABICHUSA. DTH aKThl
W3/IaI0TCSl TAK)KE IO MHUIIMATUBE PYKOBOAMTENICH B Mpeesiax UX MOTHOMOYUN M KOMIETEHIIUU
JUTSL OCYIIECTBIICHHUS LIEJIeH U 3a7a4 OpraHu3auu

Bomnpoc 13
KakoBa nepapxuyeckas CUCTEMa pPacCHOPAIUTENIBHBIX JTOKYMEHTOB IO cdepe IeHCTBUs
(cBepXy BHHU3):

1) mpaBoBble aKThbl, ACHCTBYIOLIME B paMKax OT/AEIbHOW OpraHM3alMH, YUPEKIACHUS,
OpeanpusTHs, GUPMBI;

2) npaBOBbIE aKThI, JEHCTBYIOLIUE B IIPEIEIax OTpaciu (U34a0TCsl OTPACIIEBBIMU OpraHaMu
(benepanbHON HCIIOIHUTEIBHON BIACTH);

3) mpaBOBBIEC aKTHI, ICUCTBYIOIINE HA YpoBHE CyOBeKkTOB PD — KkpaeB, obiacteid, TOpoI0B
peciiyOnukaHckoro 3HaueHust MockBel U CankT-IlerepOypra, aBTOHOMHBIX 00JIacTel U OKPYIOB,
a TaKKe UX TEPPUTOPUATILHBIX 00pa30BAHU;

4) mnpaBoBble aKThl, JEHCTBYIOIIME Ha (QelnepaabHON YpOBHE, — aKThl, H3JaBacMble
IIpesnnenrom PO, ITpaButensctBoM PO, opranaMu UCIIOJHUTEIBHOM BIACTH.

BeiGepute oauH OTBET:

a.4,2,3,1
b. 1,324
c.1,2,3,4
d. 4,321

Bomnpoc 14
Ha xakue rpynmbsl JIensiTcst paclopsauTENbHbIE JOKYMEHTBI C TOUKHM 3PEHUS MPUHATHS
peleHuii (MopsiJika pa3perieHust BOIPOCOB):
Bribepute oauH OTBET:
a. CO3/1aBaeMbI€ B YCIOBUAX KOJJIETHAIBHOCTH/ CO3/JaBaeéMble Ha OCHOBE €IMHOHAYAIHUS
b. HOpMaTHBHbBIE/ HEHOPMATHBHbIE
C. IepBUYHBIE/ BTOPUYHBIE
d. Bo ucnioiHeHne/ NHUIIMATUBHBIE
Bompoc 15
Kakue pacnopsiiuTenbHble JOKYMEHTHI OTHOCSTCS K JOKYMEHTaM, CO3JaBacMbIM B
YCIIOBUSX KOJUIETHAIBHOCTH:
Bribepute oauH OTBET:
a. pelIeHus
b. ykazanus
C. IPUKa3bl
d. pactiopspxkeHust

Bomnpoc 16
Kakue pacnopsaurensubie nokyMeHThl HE oTHOcsATCA K JHOKyMEHTaMm, U37aBaeMbIM Ha



OCHOBE €IMHOHAYAITHS:
Bri6epute oguH OTBET:
a. MPUKa3bl
b. pacriopsukeHUs
C. IIOCTaHOBIICHUS
d. ykazanus

Bonpoc 17

Kakue opransl (opranu3anuu) JSMCTBYIOT Ha MPUHITUTIAX SAMHOHAYAIHUS:
Bri6epute oguH OTBET:

a. TOCYJapCTBEHHBIC BY3bI

b. aknmoHepHbIEC 001IeCTBA

c. [IpaBurenscTtBo PO

d. opraHbpl UCTIOJIHUTEIILHON BIACTH

Bomnpoc 18
Kakue opransl (opranusanuu) AeMCTBYIOT Ha YCIOBUAX KOJIJIETUAIbHOCTH!
BeiGepute oauH OTBET:
a. ¢penepanbHble MUHUCTEPCTBA
b. BbICIIME OpraHbl  yINpaBIE€HUS  KOMMEPUYECKUX  OpraHu3alMil  pasin4HbIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM
C. aIMMHUCTpAK cy0ObekToB PD 1 apyrux TepputopuaibHbix 00pa3oBaHuil
d. opraHbl UCTIOTHUTENILHOW BIACTH OpPTraHU3AIMN YUPEXKICHUH, TPEANPUITHNA, PHpPM

Bompoc 19
Kaxkue pacnopsaurensabie JokymMeHThl npoxoaat MHBIE crtaguu npouenypsl uganus:
1) wu3yueHue CyIIecTBa YIPABICHUYECKOTO BOIPOCA, HMHHUIIMUPOBAHHE PEIICHUS —
o0ocHOBaHUE HEOOXoauMOCTH u3aanus PJI;
2) cOop u aHanu3 UHQPOPMAIIUHU IO BOTIPOCY;
3) IOATOTOBKA MPOEKTA PACMIOPATUTENILHOTO JOKYMEHTA,
4) corynacoBaHue WiIM OOCYXKIEHHE Ha 3aceJaHUU KOJUIETHAJIbHOTO OpraHa MpOeKTa
pacnopsIUTENbHOTIO JOKYMEHTA,
5) BHecenue npoekTta PJ] Ha paccMoTpeHue pyKOBOJICTBA;
6) IpUHATHE PEUICHHS — OMUCaHNE TOKYMEHTa;
7) peructpanus 10KyMEHTa;
8) moBeAeHME PACTIOPSIAUTEIHLHOTO JOKYMEHTA 10 UCTIOJTHHUTENEH.
Boi6epuTe ouH OTBET:
a. IPUKa3bl
b. pacniopsokeHus
C. peleHus
d. ykazanus

Bormpoc 20
W3 kakux 4acTeil COCTOUT TEKCT PaCHOPSAUTENHLHOTO JOKYMEHTA!
Bribepute oauH OTBET:

a. aHAJIMTHYECKas YacTh/ 0000I1aroIIas 4acThb

b. pa3bsACHUTENBHAS YacTh/ TUPEKTUBHAS YaCTh

C. KOHCTaTUPYIOIIas 4aCTh/ PACIIOPSIUTEIbHAS YacTh

d. BBozHAs yacTh/ OCHOBHAS YacTh/ 3aKJIFOUNATENILHAS YaCTh

Bompoc 21

Ha xakue rpynmsl AensTcs IpUKa3bl 10 XapakTepy OCHOBAHMS JIJISl H3AAHUS:

Bri6epute oquH OTBET:
a. HOpMaTHUBHbBIE/ HCHOPMATHUBHBIE
b. co3maBaemMbIe B YCIOBHUAX KOJUICTHATBHOCTH/ CO3/1aBaéMbI€ HA OCHOBE €AMHOHAYATIHS
C. IepBUYHBIE/ BTOPUYHBIC



d. Bo ucnnonHenue/ HWHHUIIMATUBHBIC

Bompoc 22
Kakue npukasbl Ha3bIBalOTCSI HHULIMATUBHBIMU:
Bribepure oauH OTBET:
a. M3/1aBaeéMble B CBA3M C OCYLIECTBICHMEM WHUIMATUB IO OPraHU3allid HCIOJIHEHUS
NPaBOBBIX AKTOB, IPUHATHIX PAaBHOIIPABHBIMH JIEJIOBBIMH MMAPTHEPAMHU OpPTraHU3AINN
b. u31aBaeMble B CBA3H C HEOOXOAUMOCTBIO OCYILIECTBICHUS COOCTBEHHOM /1€ TEIbHOCTH B
COOTBETCTBUH C HA/ICJICHHBIMU (DYHKIUAMU U 3a]1a4aMu
C. M3/1aBaeMble 110 MHUIMATHUBE MOJYNHEHHBIX
d. u3maBaemble C METIbIO OpPraHU3AIMHM HCIOJHEHHS MPHHATHIX 3aKOHOJATEIbHBIX,
HOPMAaTHUBHO-IIPABOBBIX AKTOB M MHBIX MOPYYEHHH BHIILIECTOSIINX OPraHOB

Bomnpoc 23
Kakymu cnoBamMu JO0MKEH HAYMHATHCS TEKCT MpPHUKas3a, €CJIM €ro M3JaHue BBI3BAHO
HEOOXOAMMOCTBIO MCIIOJIHCHUSI MPUHATHIX 3aKOHOJATEIbHBIX, HOPMATHBHO-TIPABOBBIX AKTOB U
WHBIX MOPYYEHUH BBIIIECTOALINX OPTaHOB:
Bri6epute oquH OTBET:
a. «B memsax...»
b. «B cooTBeTCTBHH C...»
c. «cxonms n3...»
d. «BcBasuc...»

Bonpoc 24
Kakyumu cioBamMu JOKEH HAYMHATBCA TEKCT IpPUKa3a, €CIUW €ro M3JaHHe BBI3BAHO
HEOOXOIUMOCTBIO OCYIIECTBICHUS COOCTBEHHOU NEATENILHOCTH 110 HHUIIMATUBE OPTaHU3AINH:

Br16epute ouH OTBET:

a.«BcBasuc...»

b. «<Ha ocHoBanuu...»

c. «Bo ucnonuenue...»

d. «B cooTBeTCTBHH C....»

Bompoc 25
Kakue pacnopsauTenbHble JOKYMEHTBI MOXKET U3aBaTh B IIpe/ieiax CBOEH KOMIIETEHIMH
PYKOBOAMTEINb OPTaHU3ALMH, JEUCTBYIOIIEN HA OCHOBE KOJUIETHAJIbHOCTH:
BeiGepute oauH OTBET:
a. peLeHUs
b. mpukassl
C. IOCTAHOBJICHUS
d. pacnopspxeHust

Bompoc 26

Kakne pacnopsaurensHble nokyMmMeHTsl HE wMoryr wu3nmaBare B Ipeaenax CBOeEH
KOMIIETEHIIMM PYKOBOAMTEIN OPraHNU3alNu{, JEUCTBYIOIINX HA OCHOBE €IMHOHAYAIINSL:

Bribepute oauH OTBET:

a. yKa3aHHUs

b. pacniopspkeHus

C. IPUKa3bl

d. pemenus

Bompoc 27

Kakue noxymentst HE wMoryr mnoamuceiBaTh B mpefenax CBOedl  KOMIETEHIMH
PYKOBOJAUTENH CTPYKTYPHBIX HOAPa3/ICICHUM:

Bribepure ouH OTBET:

a. yKa3aHus

b. nmpukassl



C. pactOpsIKCHHUS
d. mpoTOKOJIBI

Bomnpoc 28
C Kakoro MOMEHTa paCIOPSAMTEILHBIN JTOKYMEHT HPUOOpETaeT CTAaTyC OQHUIMAIBLHO
U3aHHOTO:
Bribepure ouH OTBET:
a. TIOCJIe TIOAITMCAHUS
b. mocie naTupoBaHus
C. TIOCJIE PEeTUCTpanuu
d. mocne cornacoBanus

Bompoc 29
B kakoM pacnopsauTenbHOM JOKYMEHTE KOMMEPYECKOW OpraHu3alid HCIOJIb3YyeTCs
(dopmMa U3710KEHUS TEKCTA OT MEPBOTo JIHIA €AUHCTBEHHOIO YUCIIA:
BriGepure oauH OTBeT:
a. B peLIEHUU
b. B pacriopspkeHHH
C. B IIOCTaHOBJICHHUU
d. B coBMeCTHOM IpuKa3ze

Bomnpoc 30
B kakoMm pacnopsiiuTenbHOM JTOKYMEHTE HCIOJIb3yeTcsl (popMa H3JI0KEHUS TEKCTa OT
MIEPBOIO JIMIIa MHO)KECTBEHHOTO UHCIIa:
Boi6epute ouH OTBET:
a. B IOCTaHOBJICHUU
b. B ykazaHum
C. B pelICHUH
d. B cOBMECTHOM TpHUKa3e

Bompoc 31

@®opma Kakoro rjarojia He JOJDKHA OTIEISATHBBOJAHYIO 4YacThb pPACIOPSIUTEIbHBIX
JIOKYMEHTOB OT PaclopsIUTEIbHOM:
Boi6epuTe ouH OTBET:
a. [IPUKA3BIBAEM
b. [IPEJJJIATAIO
c. PEIITAIO
d. IOCTAHOBJISET

Bomnpoc 32
Kakoii rnmaron He npuemiieM B (hOPMYJTHUPOBKE BJIACTHOTO PEIICHHS OpraHa YIpaBJICHHS,
U3/IAF0IIET0 PACTIOPSIUTEIBHBIN JTOKYMEHT:
BriOepure o1H OTBET:
a. KYCHIIUTH
b. «3a4nCIUTH»
C. «IIOATOTOBHUTHY
d. «pazpaboTaTh»

Bompoc 33
Kaxoit rmaron npeanoututene B GOpMYIUPOBKE BIACTHOTO PEIICHUS OpraHa yIPaBIICHHUSI,
U3JIAIOIIETO PACTIOPSAIUTENBHBIN JOKYMEHT:
Bri6epute oquH OTBET:
a. «OPTaHU30BATH)
b. «IIPUHATH MEPBD»
C. KITOOHATBH»



d. «akTUBHU3UPOBATH

Bomnpoc 34

Kakoii rTmarom mpemnodrurenieH B (OpPMYyJIHMpOBKE BIACTHOTO pEIICHUS OpraHa

yIpaBIeHUS, H3AAFOIICTO PACTIOPSIIUTEIBHBIA JOKYMEHT:

BriGepute ouH OTBET:

a. «TIOBBICUTH»

b. «yIyqImmTh»

C. «PacCMOTPEThHY

d. «obecrieunThby

Bomnpoc 35
Kakoii rtnmaron mpeamoutrutesieH B (OPMyIUpPOBKE BIACTHOTO pEIIEHUS OpraHa
YIIPaBJICHUS, U3JAIOLIETO PACTIOPAAUTEILHBIN JOKYMEHT:
Bribepure oauH OTBET:
a. KYCHJIUTB)
b. «IPUHSATH MEPBI»
C. «BO3JIOKUTHY
d. «TTOBBICUTHY

Bompoc 36
B kakoif 4YacTu pacHopsAUTENBHOTO JOKYMEHTa HEOOXOAMMO IIOMeIlaTh IepeueHb
JOKYMEHTOB, YTPATUBIIMX CHJIY WJIHM MOJUICKAIIUX U3MEHEHHUIO B CBS3HM C U3JaHHEM JTAHHOTO
aKTa:
Bri6epute ouH OTBET:
a. B JTI0OOM IyHKTE PacropsAaUTEIbHOM yacTu
b. B IepBbIX MYHKTaX PacOPSAUTEIBHON YacTh
C. B KOHCTaTUPYIOILEH yacTu
d. B KOHIIE TeKCTa
Bomnpoc 37
B kakoii yacT pacmopsiIMTENIFHOTO JOKYMEHTa yKa3bIBaeTCsl WH(GOpPMAIHS O TOM, KTO
OCYILIECTBIISIET KOHTPOJIb €r0 UCIIOTHEHMSL:
Boi6epuTe ouH OTBET:
a. B IEPBOM ITYHKTE PacTOpsAIUTEIbHON YacTu
b. oopMmIsieTcst OTAETBHOM CTPOKOM MOCTE BCEX MYHKTOB
C. B IIOCJIETHEM ITYHKTE PACMOPSAAUTENBHON YacTu
d. B KOHCTaTHpYyIOIIEH YacTu

[IpakTuueckoe 3ananue 6 (3 cem)

1. Ucnonw3yst matepuan Tembl 6 HacTosuiero y4eOHOro Kypca, 3alOJHHUTE TaOJUILy
«Knaccuduxaum nucem»:

2. Bwel xommepueckuit gupektrop OOO «AOComOT» MO NPOAaKe KOCMETHYECKOW H
nap@romepHoi npoaykiuuu. Bam HeoOXxoaumo mpoBecTH pekiamMHyro KammaHuioo. Odopmure
COOTBETCTBYIOIIEE TUCHMO ISl JEJOBBIX NAPTHEPOB.

Ne

n/n

KnaccudpmrkaumoHHbIM NpmsHak Pa3HOBMAHOCTU NUCEM

3. Bbl coTpyaHHMK, HaxoIsAUIMKCSd B KOMaHIUPOBKE. BaM cpoyHO HYXHBI (PMHAHCOBBIC
JIOKYMEHTHI BalIie GUPMBI JIJIs1 3aKIIOYEHUST KOHTPAKTa ¢ MeTepoyprckoi kommanueit «Hesay, n

Bbl NPOCUTE 3aM. JUPEKTOpa BBICIATh BaM 3TH JOKYMEHTHL. OQOpMHTE COOTBETCTBYIOILUI
JIOKYMEHT.



Tect K pa3zaeny 2 (2 Kypc)
Bompoc 1
Kakoe cBOWCTBO [1€JI0BOM MEPENHUCKH OTIMYAET €€ OT APYrUX CUCTEM M MOJCUCTEM
JOKYMEHTAIUH:
BriGepute ouH OTBET:
a. obecnieunBaeT MH(GOPMAIMOHHBIN 0OMEH C TPUMEHEHHEM CPE/ICTB CBSI3U
b. ciy>xuT 15 nepenadn nHGopmauu
C. SBISETCS HWHCTPYMEHTOM WH(POPMAIMOHHOTO OOMEHa Ha pPa3IUYHBIX CTAAMSIX
BBIPAOOTKH, IPUHSATHUS U BHIMIOJIHEHUS YIIPABICHYCCKUX PEIICHUI
d. ciry>xuT U1 3aKperuieHus: uHpopMaum

Bonpoc 2
Kakue noxymentst HEJIb35 oTHecTH K 1€/10BOM Nepenucke:
BeiGepure oauH OTBET:

a. YJIEKTPOHHOE MHCHMO

b. cnyxxeOHast 3amucKa

c. TeneoHorpamma

d. cmyxebHOe MHChbMO

Bomnpoc 3
Ha xakuie pa3HOBUIHOCTH JICTUTCS JISIOBas MIEPEIHCKA 10 MECTY HaXOXKICHUS ajpecaTa:
Br16epute oguH OTBET:
a. BXOISIIast/MCXOISIIast
b. BHYTpEHHSIsI/MEKTyHApOIHAS
C. coziepkainas HeoOX0IMMbIC CBEJICHUS 00 aBTOpEe/aHOHUMHASI
d. obunmanbHas/muuHas
Bompoc 4

Kakoro Buga nAe/oBOM NEPENMCKHM IO TMOJOKEHHIO B uepapxuu ympasineHus HE
CYLIECTBYET:
Boi6epuTe ouH OTBET:
a. IIEpeNKCKa ¢ pyKOBOJACTBOM U COTPYAHUKAMU OpPraHU3aluU
b. nepenucka co CTOpPOHHUMHU OpraHU3aLUSIMU
C. IIEPENKCKA C BBILIECTOALMMU OpraHU3alusaIMu
d. mepenucka ¢ 10/BEIOMCTBEHHBIMU OpPTaHU3aALUSIMU
Bormpoc 5

Kakoii kiaccudukaiMoHHbIN MPU3HAK MOJ0XKEH B OCHOBY JI€JIEHUS /1€JI0BOI MEepenucKy Ha
OQUIMATIBHYIO U JTUYHYIO:
Bribepure ouH OTBET:
a. 110 Ha3HAYECHUIO
b. Mo MecTy HaxOX/IeHUs ajpeca
C. 110 TIOJIO’KEHUIO B UEPAPXUHU YTIPABIICHUS
d. o moJI0kKeHuIo B cUCTEME IOKYyMEHT0000poTa
Bomnpoc 6

Kaxkas mepenucka OTHOCUTCS K TUYHOM:
Bribepure ouH OTBET:
a. mepenucKa Mexy pU3n4ecKuMH U JOKHOCTHBIMU JIMIIAMU
b. mepenucka Mex/1y KOHKPETHBIMU Pa0OTHUKAMH BHYTPH OpraHU3aluu
C. IEPENMUCKa MEKIY OAHUM JOJKHOCTHBIM JIMIIOM U IPYTUM JOJKHOCTHBIM JINLIOM

d. mepenucka Mexay GpU3NIECKUMU TUIIAaMU BHE chephl uX cayxkeOHbIX (0(pHUIIMaTBHBIX)
OTHOILLEHUN

Bomnpoc 7



Kaxoit kmaccuukanmoHHBIN MPU3HAK MTOJIOKEH B OCHOBY JICJICHUS JACJIOBOM MTEPETUCKHA HA
NEepenucKy MOBOMPOCaM MaTepHaIbHO-TEXHHUECKOro obecneueHusl, ((MHAHCOB, CTPOUTEILCTBA,
TPaHCIOPTa, KyJIbTYpPHOTO OOMEHa U T.1.:

Bribepure oauH OTBET:

a. 110 Ha3HAYCHUIO
b. 10 MOJIOKEHHIO B UEPAPXUH YIIPABICHUS
C. MO OTHOUICHHIO K OINpefeNieHHbIM cdepaM AesTeNbHOCTH, BOIpPOCaM, CHCTEMaM
yIpaBIEHUYECKON JOKYMEHTAIUH (110 TEMAaTUKE)
d. o monoxeHuo B cucTeMe JOKYMEHT0000poTa
Bompoc 8

Ha xakue pa3HOBUAHOCTH JIEJISATCS IEIOBIC MHUChMa MO0 KOMITO3UIIUU:
BriGepute ouH OTBET:

a. MHUIIUATUBHBIC U OTBETHHIC

b. THIIOBBIC U B IPOU3BOILHOM opMe

C. IPOCTBIE U CIIOKHBIE

d. BXozsmue u ucxousmme
Bompoc 9

Kakue nuceMa moInuchIBarOTCS ABYMS JIHIIAMHU — PYKOBOJIUTENIEM OPraHN3alluH U TIIaBHBIM
Oyxraiarepom:
Bri6epute ouH OTBET:
a. TapaHTHIHBIC TUChMA
b. conpoBoaUTEIHHBIC THCHMA
C. MUChMa-3aIPOChI
d. pexamHbIe THCHMA
Bomnpoc 10

Kakomy MOHATHIO COOTBETCTBYET CIIEAYIOLIAst XapaKTEPUCTUKA: «ITO MOCIEI0BATENIEHOCTh
JIOTHYECKH B3aMMOCBSI3aHHBIX CMBICTIOBBIX YaCTei MUChMa, OObEMHEHHBIX €THHCTBOM TEMBD):

BeiGepute oauH OTBET:

a. KOMIIO3HIIMS TEKCTa TIMChMa

b. BHyTpeHHSs CTPYKTypa MHCbMa

c. Oy1laHK UChbMa

d. TumoBoii popmyssip nucbMa
Bomnpoc 11

Kakum nokymMeHTOM HE00X0IMMO 0(hOpPMUTH BO M30ekaHUE HapylieHuss HopM TpymoBoro
KOJZIeKCa MHUChMEHHOE HANlOMHUHAHUWE O HEOOXOIWMOCTH SIBUTHCS JISl TOJIYUYEHHUS TPYIOBOM
KHIDKKH YBOJICHHOMY pa0OTHHUKY, HE TTOJIYIHUBIIEMY €e:

Bri6epuTe ouH OTBET:

a. 3aKa3HOe MHUCHMO

b. hakcorpamma

€. SMS-coo0mmenne

d. anexTpoHHOE coolIIeHne
Bompoc 12

Kakum Buzom noxymeHTa Bl HampaBuTe B TIOJBEIOMCTBEHHBIC Opra "HU3AI[UH CPOYHYIO
UH(POPMALIKIO O TOTYYEHHOM ITOPMOBOM HPEAYI "PEXKACHUU:
Bribepute oauH OTBET:
a. IeI0OBOE MHUChMO, OTIIPABICHHOE 10 (aKcy
b. Temerpamma
C. QJIEKTPOHHOE TTHCHMO
d. renedonorpamma
Bompoc 13



[Toamucats TenepoHOrpaMMy, MOATOTOBICHHYIO ISl OTIIPAaBKH KOPPECIOHICHTAM, UMEET
PaBo:
Bri6epute oguH OTBET:
a. 3aMECTHUTEJIh PYKOBOJIUTEIS OpraHU3aIuu
b. paboTHUK TTOApPA3ACIICHUS
C. PyKOBOJUTEIb OPTaHU3aIUH WU YITOJIHOMOUYEHHOE UM JIMIIO
d. pyKOBOAMTEIb CTPYKTYPHOTO TTOAPA3ICIICHUS
Bompoc 14

[ToanuceBaTh MUCHMO Ha OJIAHKE CTPYKTYPHOTO MOPA3/IEICHUsI HIMEET MPaBo:
BriGepute oauH OTBeT:

a. 3aMECTHUTENb PYKOBOAUTENS OpPraHU3aluU

b. pabOTHUK CTPYKTYPHOTO MOJPA3AEICHNUS, HOATOTOBUBIINN TOKYMEHT

C. PYKOBOJIUTENb MOAPA3/ICICHUS

d. pykoBOHTENb OPraHU3aLUuH
Bompoc 15

[Tpu kakoM crocobe JOCTaBKU €ro ajpecary MUCbMO OyJIeT UMETh IOpU-AHYECKYIO CHITY,
€CJIM MTUCBMO COAEPIKHUT 00s13aTEIbCTBO OIJIATUTh OKA3aHHbIE YCIIY TH:
Bri6epute ouH OTBET:
a. IOYTOBas CBSA3b
b. renedonnas cBs3b
C. OJISKTPOHHAs IoYTa
d. bakcummIEHAS CBS3D
Bomnpoc 16

[Ipu ormpaBke KakoW Ppa3HOBUIHOCTH MHCbMa MOXXHO OIpaHMYUTHCA (HAKCUMHIIBHON
CBSI3bIO WJIM DJICKTPOHHOMU MOYTON 0€3 JJOCHUIKA KOPPECTIOHICHTY MO THHHUKA:
BeiOepute oauH OTBET:
a. MUChbMa-3arpoca
b. pexiiaMHOI0 IMCbMa
C. IUChbMa-3aKa3a
d. nucbMa-HanoOMUHAHUS
Bomnpoc 17

YKa)KI/ITe, KaKue 1cjiii HE MOTr'yT OLITH PCATIN30BaHbI IIPU IMOMOIIU ACIOBBIX IMUCEM!
BeiGepute oauH OTBET:

a. OTIIpaBKa aJ(pecaTy JOKYMEHTOB

b. nHpOpMHUpPOBaHUE KOPPECTIOHCHTA

C. BBIHECEHHE B3bICKaHUs paOOTHUKY OpTraHu3aluu

d. oTKa3 B yJIOBJIETBOPEHUHU TPETEH3UU
Bompoc 18

Ecimu nuceMmo IMOATOTOBJICHO BCAYIIMM CICHHUATIUCTOM OTACIIA TEXHUYECKOU MOAACPIKKHN
OpraHu3alliy, 3aBU3UPOBAHO PYKOBOJIUTEIEM OTIeNa W  TOAMKUCAHO PYKOBOJIUTEIEM
OpraHM3aliK, KOTO CIIeNyeT YKa3aTh B KAUeCTBE UCIIOIHUTEIS B COOTBETCTBYIOIICH OTMETKE:

BriOepure o1H OTBET:

a. PYKOBOJIUTEJIsI OpraHU3aIuu

b. pyKoBoAHUTENS 0T/

C. BEJIYIETO CIEeIUATUCTa

d. cexperapsi pyKOBOIUTEIIS
Bomnpoc 19

Kax AOJDKEH IIOCTYIIUTH HCIIOJIHUTCIIb, HOI[FOTOBI/IBHH/Iﬁ JCJI0TBOEC IMHCHbMO, €CJIIN
PYKOBOAUTCIIL  OTACTAa IUJIAHUPOBAHUA, BHU3a KOTOPO~TO HGOGXOI[I/IMa, HaxXoauTCia B



KOMaHANPOBKE:
Bri6epute oguH OTBET:
a. Hepez[aTL IINCHbMO Ha IMOAIMUCH pyKOBO[[I/ITeJHO 683 BU3bI
b. 3aBU3UPOBATH MTUCHMO Y 3aMECTHUTEIIS PYKOBOJIUTEIS OT/CIIA TUTAHUPOBAHHUS
C. 3aBU3HPOBATH MUCHMO CAMOMY

d. ’xmaTe BO3BpalIeHUs] pyKOBOAMUTEIS OT/IEJIA ITIAHUPOBAHUS U3 KOMAHANPOBKU
Bompoc 20

Kakoi#t pa3HOBHIHOCTBIO JIEJIOBOIO MUCHhMA MOYTOBOE OTICICHHE COOOILIUT Tpa)xAaHUHY,
YTO HA €r0 UM TMOJYYCHO IIEHHOE TUChMO, M IIPUTIIACHUT MOTYYUTh €ro:
Bribepure oauH OTBET:
a. MMCHbMO-U3BEIIEHNE
b. mUCHMO-TIpUTTIaLICHHE
C. MUCBMO-TIPOCK0a
d. muceMo-coo0bIIeHne
Bomnpoc 21

K kakoli pa3HOBUIHOCTH MMHCEM OTHOCUTCS TMChMO CJIEIYIOLIEro COACPKaHUS:
Coo0rmraem, 9To OpraHU3aIUsl BCTPEYH aMEPUKAHCKOW JIeJierallii OT KoMITaHuu "Peiny»ii

Xeputamx Heryspk" nmopydeHa IUPEKTOPY MY3bl KaJbHOTO YYHIIUIIA TYXOBBIX HHCTPYMEHTOB
I1./I. PomaHOBYy:

Bribepute oauH OTBET:
a. MICbMO-0TKAa3
b. nHGOPMAIIMIOHHOE TTUCEMO
C. MUCBMO-TIPEAYIPEIKICHUE
d. nuceMo-cooO1eHne
Bompoc 22

Uem nucbMo-npeioxkenue (odepra) oTiinyaercs OT peKk JIaMHOTO MHChMA:
BeiOepute oauH OTBET:

d. HaIlpaBJEICTCA MPOAAaBUOM IMOTCHIUAIBHBIM MOKYIIATCIIAM C MPEAJIOKCHUEM TOBApPOB
WU YCITyT

b. He cBsA3BIBAET MPOAABIA 00513aTEIHCTBOM IIPOAATH TOBAp

C. CTUMYJIMPYET MHTEPEC K TOBApy U XKeJaHHe ero NpruoopecTu

d. conepxUT HamMepeHne 3aKIIIOUYUTh CHIEIKY C YKa3aHUEM €€ KOHKPETHBIX YCIOBHM
Bomnpoc 23

K kakoii pa3HOBHIHOCTH MUCEM OTHOCSTCS MHCHMa, C IIOMOIIBIO0 KOTOPBIX IPOCST BHICTIATh
o(uIaTbHbBIC CBEICHUS HITH JOKYMEHTBI:
BriGepure oauH OTBeT:
a. MICbMO-U3BEIICHHE
b. mucpbmMo-3aKa3
C. MMCBMO-3a1pOC
d. muceMo-npockba
Bompoc 24

Kaxo#l pa3HOBUIHOCTH MHCbMa COOTBETCTBYET CIIENYIOIINN TEKCT:

B cBa3u ¢ mpouenypoit G6ankporctBa mpennpustasi OAO "MockoBc—kuil kKoHauTep"

IIPOCUM MPEJOCTABUTh JAHHBIE O pa3Mepe J10JIM TOCYy—/1apCTBa B YCTAaBHOM KaIluTajle Ha3BaHHOTO
PEINPUSATHSL.

Bribepute oauH OTBET:
a. MUChMO-TIPETIOKEHHE
b. muceMo-3ampoc
C. MUCBMO-TIpOCch0a
d. nuceMo-coob1eHue
Bompoc 25



Onpenennure pa3HOBUIHOCTh TMCbMA, TEKCT KOTOPOTO NMPUBEIEH HUKE:
ITpocum Bac paccMOTpeTh BO3MOXXHOCTb IIOCTABKM IMAPTHUM KOMIUIEK "TYIOIIMX IS

MEePCOHAJIbHBIX KOMIIBIOTEPOB B NIepBOM Jekaze ssupaps 2013 1. ¥ npu MoJ0KUTETLHOM PEIICHUHT
HAIIPaBUTh HaM oepTy.

BriGepute ouH OTBET:
a. MMChbMO-HAIIOMUHAHNE
b. muceMo-3arpoc
C. MUCBMO-TIPETIOKECHHE
d. muceMo-mpocrba
Bompoc 26

VYkaxuTre, Kakoe MHCbMO CJIEAyeT HallpaBUTh OPTaHU3AIMH -KOHTPAreHTy IO JIOTOBODY,
€CIIM 9T OPTaHU3aLUs HE OTUIAUYMBAET BBl MIOJIHEHHbBIE BAMH PaOOTHI:
Bribepure oauH OTBET:
a. MICBMO-COOOIIICHNE
b. mucemMo-TpeboBaHme
C. MICbMO-HAIlOMUHAHNE
d. muceMo-nipeTeH3ust
Bomnpoc 27

VYkaxure, Kakoe MUCbMO CII€JyeT HAIpaBUTh OPraHU3aLMU-KOHTPAreHTy 10 JOrOBODY,
€CJIM MOJIy4YeHa MapTUsl TOBapa B HEHaAJIe Kalllel yIaKoBKe, YTO CKa3aJ10Ch Ha KaUeCTBE TOBapa U
IPUBEJIO K CHU JKEHHIO LIEHBI IIPU €T0 MPOaxKe:
Bri6epute ouH OTBET:
a. MMUCbMO-HAIlOMUHAHUE
b. nmuceMo-3ampoc
C. IUCbMO-TpeOOBaHME
d. muceMo-nipeTeH3us
Bomnpoc 28

VYkaxure, K Kakol pa3sHOBUAHOCTH UCEM OTHOCUTCS MHUCHMO CJIEAYIOLIETO COJEPHKAHUS:
18 ampens 2013 r. B 11.30 mectHoro BpemeHu JlemapTamMeHT NPUPOOIOJIb30BAHUS
IPOBOJUT CEJIEKTOPHOE COBELIAHHWE IO BONPOCY O CH Tyallud C JIECHBIMH MOXKapaMu U
JIECOHApyUIEHUsIMHU Ha Tepputopun Poccuiic—kon denepanuu.
BeiGepute oauH OTBET:
a. MUCbMO-COOOIIeHNE
b. MUCbMO-HU3BEILEHUE
C. MUCHMO-HAIIOMUHAHNE
d. nuceMo-npuriamesue
Bompoc 29

VYkaxxuTe Ha3BaHUE Pa3HOBUIHOCTU MUChMa, IPUBEACHHOTO HIKE:
[Ipennaraem cenpJb UCTAHACKYIO B Ooukax B KosmuecTBe 1200 Kr ¢ MOCTaBKOW B TEUEHHE
anpessi-uroHs 2013 r. paBHBIMM HapTHSIMHU.
Bribepure o1H OTBET:
a. MICbMO-U3BELICHHE
b. muCHLMO-TIpeANIOKEHHNE
C. IUCBMO-COOOIIEHNE
d. muceMo-npockba
Bomnpoc 30

K kakoil pa3HOBHIHOCTH NHCEM OTHOCHTCS MHCBMO TpaKlIaHMHA, B KOTOPOM OH
oOpamraercsi B OpraHu3aluio ¢ Ipocb0oi MOATBEP AUTh CTaXK paObOTHI B 3TOM OpraHU3alluM:
Bri6epute oguH OTBET:
a. MUChMO-3a1pOcC



b. mucpmMo-TpeboBaHme

C. MUCHMO-TIPOCK0a

d. muceMo-coob1eHue
Bomnpoc 31

Opranu3anys Noay4usa MUCbMO-IIPOChOY CIEIYIOLET0 CONEPKaAHUS:

IIpocum Bac npenocTtaBUTh MECTO I NPOXOXKACHUSA INPEIAUINIOM HOM IPAKTUKU
CTYAEHTKE 5 Kypca o4HOM (opMbl 0OyueHMs (hakyJbTeTa NEeJaroruyeckoro oOpa3oBaHUS U
cepBucHbIX TexHoJoruii ®I'bOY BIIO «MarHuToropckuii rocy1apCTBEHHbIH YHUBEPCUTET, 110
HanpaBiieHUIO «JlokyMeHTOBe[eHne U apxuBoBeaeHue» MenseneBoit Anne AnnpeeBHe ¢ 01
deBpans mo 28 mapta 2013 1.

VYkaxure, Kakoi U3 BapUaHTOB OTBeTa OyzeT Ooiee NPaBUIIbHBIM:

Bribepure ouH OTBET:

a.

YBaxaemsle Kosuieru!

Nupopmupyem Bac o ToMm, dYro Mbl pagsl NPEAOCTaBUTH  MECTO  JUis
IPOXOXKACHUSNPEAIUIIIIOMHON npakTuky Bameit crynentke MenBeneBoil AHHe AHApeeBHE B
o0o3HaueHHble Bamu cpoku.

b.

Coobmaem, 4YTo  Halla  OpraHM3alys  ToTOBa  IPEJOCTaBUTh  MECTO  JUId
IPOXOXKACHUSNPEAUIIIIOMHON NPAKTUKU CTYJEHTKE S5 Kypca O4YHOM QopMbl 00ydeHUs
dakynpTeTa meAaroruyeckoro oOpa3oBaHus H cepBUCHBIX TexHoioruit @OI'BOY BIIO
«MarHuTOropCcKuil roCy1apCTBEHHbI YHUBEPCUTETY, 110 HAIPABJICHUIO «/[OKyMeHTOBenEeHNE U
apxuBoBeacHHEe» MenseneBoii AHHe AnnpeeBHe ¢ 01 despains mo 28 mapta 2013 T.

C.

Ha Bame nmcemMo ot ... Ne ... coolmaem, 4TO TOTOBBI IPEIOCTAaBUTb MECTO JUIs
IPOXOXKACHUSINIPEAIUIIIIOMHON NPAKTUKU CTYAEHTKE S5 Kypca O4YHOM QopMbl 00ydeHHUS
dakynpTeTa mNeAAroruyeckoro oOpa3oBaHMs U CcepBUCHBIX TexHojoruit @OI'BOY BIIO
«MarHuTOropcKHil roCy1IapCTBEHHbI YHUBEPCUTETY, 110 HAPABICHUIO «/[OKyMeHTOBenEHNE U
apxuBoBenieHne» MenseneBoit AuHe AnnpeesHe ¢ 01 ¢espainst no 28 mapra 2013 1.

d.

Coob1aem, 4To Halla OpraHU3alys MPeJOCTaBUT MECTO Ul MPOXOXKIECHHUS NPAKTUKU JUIs
BalllCH CTYICHTKHU.

Bomnpoc 32

Kakoii pa3HOBHIHOCTH TIHCbMa COOTBETCTBYET CIEIyromiasi si3bikoBas (opmyna: «Mbl
yBepeHbl, uTo Bac 3anHTEpecyeT BRICOKOE Ka4eCTBO HaIIeH MPOIYKIIHH. .. »:
BriOepute ouH OTBET:
a. mpockrba
b. pekiiaMHOE TTHCEMO
C. TIpHTJIAIICHNE
d. odpepra (mpeanoxenue)
Bomnpoc 33

Kakoii pa3HOBHIHOCTH NMHMChMa COOTBETCTBYET ClEyromIas s3bikoBast popmyna: «[Ipocum
COOOLINTH AaTy Mpue3a aeneranuu ot Bameil GpupMsl...»
Bribepute oauH OTBET:
a. mpochba
b. npurnamenue
C. HalOMUHaHHE
d. uapOpMaIMOHHOE TTUCHMO
Bomnpoc 34

Kakoii pa3HOBHIHOCTM TMHChbMa COOTBETCTBYET CleAyiomas s3bIKOBass (Qopmyra:
«[Ipencrasisio Ha yTBEPKICHUE MPOEKT IJIAHA. .. )
Bribepure ouH OTBET:



a. Mpe/ICTaBlIeHUE

b. oepra (mpennoxenue)

c. mpochba

d. compoBoIUTETHEHOE MTHCHMO
Bompoc 35

Kakoii pa3sHOBUAHOCTH NHCbMa COOTBETCTBYET ClleAylomas s3bikoBas Qopmyna: «K
COKaJICHHIO, MBI HE MOXKEM IIPUHATH Ballie nmpeioxeHue. . . »:
Bribepure ouH OTBET:
a. MUCbMO-TIPUTJIALICHHUE
b. MUCHMO-OTBET
C. MUCbMO-OTKa3
d. muceMO-U3BHHEHNE
Bonpoc 36

Vkaxure HanboJsee «KECTKHI» U HEYMECTHBIM BapHaHT OTKa3a:

Bri6epute ouH OTBET:
a. B cBs3u c... emapTaMeHT He MOXKET COIJIaCUTBHCS C BalllMM IPEI0KEHUEM
b. [IpuHsATH Baie npeayoKeHne He MPECTaBISETCS BO3SMOXKHBIM B CBS3H C ...
c. B cBs3u ¢ ... Bamle nmpeuioKeHue HaMU HEe IPUHUMAETCs
d. B cBs13u C ... Balle mpeuioskeHNue He MOXKET OBITh IPHHSTO

Bomnpoc 37

Kakoii BapuaHT npesio’keHusi TOBApOB U yCIyr 0ojiee mpueMiIeM:
Boi6epute ouH OTBET:
a. Hama ¢upma roToBa mOCTaBUTH BaM  KayeCTBEHHYIO M  HEAOPOTYyIO
ANEKTPOTEXHUYECKYIO TPOAYKIINIO
b. HactostensHo pekomenayeM BaMm Bocmosib3oBaThesi yciayramu Hamied (upmbsl 1O
IIOCTaBKE KaYECTBEHHON M HEOPOTOM 3JIEKTPOTEXHUYECKOU IMPOAYKIINT
c. IIpeanaraem BOCIOJIb30BaThCsl yCIyraMu Haiei pupMbl IO MOCTaBKEe KaUeCTBEHHOH U
HEJOPOT O ANEKTPOTEXHUYECKON IPOYKIINN
d. Ilpeamaraem Bam Bocnonbp3oBaTbcs yciayramMup Hameil ¢upMbl 1O HOCTaBKe
Ka4eCTBEHHOW U HEJIOPOTOM IEKTPOTEXHUYECKON IPOYyKIINN
Bomnpoc 38

Kakue oOpariieHns: yMeCcTHO UCIIONIb30BaTh B KOMMEPUYECKOM MPEATIOKEHUH, PACCHLIAEMOM
00JBIIOMY KOJIMYECTBY OpPraHu3alui — MOTEHIMATbHBIX OKYIaTeIel TOBApOB WM YCIIYT:

Bribepute oauH OTBET:

a. YBaxkaeMmeble rocroja!

b. YBaxkaemble kosieru!

. YBakaeMbIe IOCITo/1a MPpeANPUHUMATEITH !

d. MHuoroyBaxaembie rocrojia!
Bonpoc 39

Bri6epute Hanbonee ymecTHYIO (OPMYIUPOBKY:
Bribepure o1H OTBET:
a. MBI paabl IpetoKUTh BaM MIPUHATE ydacTHe B CEMUHApE ...
b. IIpeqiaratro Bam npuHATE y4acTHe B CEMHHAPE ...
c. [Ipeanaraem Bam npuHsTh yyacte B CEMUHApE ...
d. Pazgpl npeioxkute Bam npuHsATH yyacTre B CEeMUHApe ...
Bonpoc 40

YkaxuTe, Kakas U3 3TUKETHBIX 3aKJIFOUUTEIIBHBIX ()pa3 OyIeT YMECTHOM B TEKCTE JICTIOBOTO
II1cbMa:
Bri6epute oguH OTBET:
a. Haz[eeMc;I Ha JJIUTCIIBHOC HHOHOTBOpHOG COTPYI[HI/I‘ICCTBO



b. Ouens pazpl oka3ate Bam yciyry
c. K coxanenuto, Mpl MO3MIHO TONYYWJIM Balle NPEIJIOKEHHE W HE CMOTJIM WM
BOCIIOJIb30BaThCS
d. K cuactero, Hammm onaceHus 00 0OCTaHOBKE MOCTAaBOK 00OpYAOBaHUS HE TIOITBEPIUINCH
Bompoc 41

Onpenenure, CKOJIBKO KOMIIO3UIIMOHHBIX YacTel B CIEAYIOIEM TUChME:

ITpu mpokiagke KaHalIM3alM¥ U YCTPOMCTBE KaHAJIM3ALMOHHBIX Ka—Mep IO ajpecy: Y.
JloBkeHKO, cTpoeHue 15 Ha KOJo[bl ObUIM YCTaHOBJIEHBI KPBIIIKH, HE COOTBETCTBYIOILNE
pasmepy o0edaek, M, HECMOT Pl Ha HEOJHOKpPATHbIE YCTHbIE€ M IHUCbMEHHbIE OOpalIeHUs K
HayalbHU Ky ydacTka Ne 4 ¢ mpocs00i yCTpaHUTh JOMYIICHHBIE OTCTYIUICHUS! OT TEXHUYECKOH
JOKYMEHTalM1, MEPBI 1O CUX 110D HE IPUHSATHI.

B cBa3u ¢ TeMm, 4TO NpU IIPOE3[e€ aBTOMAIIWH IIPOMCXOAUT CIABHUI U II€PEBOPAYMBAHUE
KPBILLIEK, OTKPBITBIE KOJOALBI CO3JAIOT Yrpo3y >KM3HU IEHIEXONO0B U MOTYT IIPHBECTH K
HECUYACTHBIM CIIy4asiM, TpeOyeM IpUHATh CPOYHBIE MEPHI 110 YCTPAHEHHUIO HEMOJIa/I0K.

B mpoTuBHOM cilydae Mbl HE HECEM OTBETCTBEHHOCTH 3a BO3MOKHBIE ITOCIICCTBUS.

Bri6epute ouH OTBET:

a. 1Be

b. Tpu

C. UeThIpe

d. ogHa

Bomnpoc 42

Kakue nucbma SBISIFOTCS MHOTOACIIEKTHBIMHU:
Boi6epute ouH OTBET:
a. IHMCbMa, aBTOPaMM KOTOPBIX SIBJISIOTCS HECKOJBKO JIMI[, KaXXJA0€ U3 KOTOPBIX
BBICKA3bIBAET CBOIO TOUKY 3pEHUS Ha OTPAKEHHBIN B IIMCbME BOIPOC
b. KOMIUIEKC NHCEM, SBJSIOIUXCA PE3yIbTaTOM IEPENHCKH JEJIOBbIX HapTHEPOB IO
OJIHOMY WJIM HECKOJIBKUM BOIIPOCAM
C. MMCbMA, COCTOSIIME U3 TPEX MM YETHIPEX CMBICIOBBIX yacTeil (BCTYIUIEHUE, OCHOBHAS
4acTb, 3aKJIIOUEHNUE, TPEAYIPEKICHUE UITU 3aKIIIOUNTENbHbIE STUKETHBIE (DOPMYJIbI)
d. mruceMa, MOCBSIIEHHBIE HECKOIBKUM BOIIPOCaM
Bompoc 43

M3 Kakux KOMIO3HUIIMOHHBIX YaCTeH COCTOUT MPUBEACHHBINA HIKE TEKCT MUCHMA:

B agmuHucTpanumn paifoHa B HacTosIIee BpeMsl CHOJb3yeTcst Tpu aBToMoouss 1999 roxa
BBIITYCKa, KOTOPBIE HECYT OOJbIINE HArpy3KH M TPEOYIOT 3HAUMTENLHBIX 3aTpaT Ha TEKYIIUH
PEMOHT, a JiBa U3 HUX HY>XK Ial0TCS B KalIUTAIILHOM PEMOHTE, 3aTPaThl Ha KOTOPbII COMOCTaBUMBI
CO CTOMMOCTBIO HOBOTO aBTOMOOWIISL.

B cBsi3u ¢ Tem, 4TO ciy:keOHble 0053aHHOCTH PaOOTHUKOB aJMUHHUCT "pallUM CBSI3aHbI C
M0€3]IKaMU 110 TEPPUTOPHHU paiioHa, YOIUTEIHHO MPOCHUM BBIICTUTH CPECTBA Ha MIPHOOpPETEHNE
JIBYX HOBBIX CITyeOHBIX aBToMoOmeH "['a3zens" s HyX 1 aIMUHUCTPALIUH.

Bribepute oauH OTBET:

a. BBeJIeHHE, 000CHOBaHUE, 3aKIIFOUYCHHE

b. BBeeHME, 3aKIIIOUEHNE

c. 000CHOBaHUE, 3aKIIIOUCHUE

d. BBenieHue, 060CHOBaHUE, 3aKII0YEHHE, IPETYTIPEXKICHUE

Bonpoc 44
N3 KakuX KOMIO3HUIIMOHHBIX YaCTeH COCTOUT MPUBEACHHBIA HUKE TEKCT MUChMA:

B coorBerctBHM ¢ pacnopspkeHueMm @DenepanbHOTO  yIpaBleHHWs O e UIaM O
HecocTosATeNbHOCTH (OaHkpoTcTBe) OoT 19 okTs0ps 2004 1. No 75-P nampasisiem Bam aktol ¢
KOMILIEKTaMH JJOKYMEHTOB 110 IPEANPUATHSAM:

1. BocTpsikoBckHii MsicoriepepadaThIBalOIni KOMOUHAT;

2. ®abpuka aeTckoi urpymku Ne 3.

Bribepure ouH OTBET:



a. 000CHOBaHUE, 3aKJIIOUCHUE

b. BBeieH1e 000CHOBAHUE

C. BBeJicHHE, 000CHOBAHHKE, 3aKIIFOUCHUE
d. BBeZIeHHE, 3aKITIOUECHIE

Bonpoc 45
[Iponoikute BeicKa3zbiBaHUe: «KOMIIO3ULIMS TEKCTA MUCHMA — 3TO ...»:
Bri6epute oquH OTBET:
a. IIOCICHOBATEIIbHOCTh  JIOTMYECKHM  B3aMMOCBS3aHHBIX  CMBICIIOBBEIX  YacTel,
00BbEeIMHEHHBIX €IUHCTBOM TEMBI
b. BHeNIHWE MPHU3HAKU, TO3BOJSIONINE BBIACTUTh TEKCT U3 Macchl HH(POPMAIIUH,
pa3MENIEHHON B TOKYMEHTE
C. pacroJIo’KeHUE PEKBU3UTOB JICJIOBOTO MUChMa M AJIEMEHTOB TEKCTa Ha OJIaHKE
d. mociaen0BaTeNbHOCTh PACTIONOKEHHS TIPEIJIOKEHUH B TEKCTE JOKYMEHTA

IIpakTnyeckoe 3a1anue K Teme 2.3

[Tonme3ysick «HopmamMu BpemMeHH Ha pPabOTHl MO JTOKYMEHTAIlMOHHOMY OOECIECYCHHIO
VIPaBIECHYECKUX CTPYKTYp (enepanbHbIX OpPraHOB HCIIOJHUTENBHON BIACTHY», YCTAaHOBHUTE
3 PeKTUBHOCTD YHU(PHUKAaUU PopM TOoKyMeHTOB. [IpuBenuTe mpumep.

Tect k TeMe 2.3 (2 Kypc)
Bomnpoc 1
Kakoii Bum pokymenta HE oTHocuTcss Kk cucteMe HH(POPMAIIMOHHO-CIIPABOYHON
JIOKYMEHTAlUHU:
Bri6epute ouH OTBET:
a. CIIpaBKa
b. npemoxxenue
C. aKT
d. uHCTpYKLIKA
Bomnpoc 2
Kakoit Bua pokymenta HE oTHOcuTcs K cuctemMe HHQPOPMAIMOHHO-CIIPABOYHON
JIOKyMEHTalUU:
Boi6epuTe ouH OTBET:
a. CIINCOK
b. cBOKA
C. 3aKJIIOYCHHE
d. aBrobuorpadus

Bompoc 3

Kakoit Bunm moxkymenta HE oTHocuTcst k cuctemMe HWH(POPMAIMOHHO-CIIPABOYHOM
JIOKYMEHTAINH:

BriOepure o1H OTBET:

a. pe3rome

b. mepeueHb

C. 3aKJIFOUYCHHE

d. oT3BIB

Bomnpoc 4
Kakoii pazHoBuaHOCTH HH(OpPMALIMOHHO-cITpaBoyHOU qokyMeHTanuu HE cymecTByer:
Bribepure ouH OTBET:

a. 00bsSICHUTENIbHAS 3aMKCKa

b. noknasHas 3anKcKa

C. Pa3bsACHUTENbHAS 3allCKa

d. mosicHuTeNBHAS 3aMKUCKA

Bomnpoc 5



Kakoii BHI IOKyMEHTa OTHOCUTCS K CHCTeMe HWH()OPMAIMOHHO-CIPABOYHOM
JOKYMEHTAITUH:

Bribepure ouH OTBET:

a. TIOJIOXKEHHS

b. uHCTpYKIIMK

C. IOTOBOPBI

d. cmyxeOHbIe MUChMa

Bompoc 6

KakuMm nokymMeHTOM He0oO0XOAuMO O(OPMHUTH pe3yJabTaThl PEBU3UU OTAENA TPOJAXK
OpTaHHU3aIIH:

BriGepute ouH OTBET:

a. CIIpaBKOM

b. nHGOPMAITMOHHBIM ITHCHMOM

C. aKTOM

d. cBOKOM

Bompoc 7
KakoBo MUHUMAaJIBHOE KOJUYECTBO JIUII, TIOITUCHIBAIOIINX AKT:
Bribepute oauH OTBET:

a. YeThIpe

b. Tpu

C. 1Ba

d. oquH

Bomnpoc 8
Kakoii opran nmomkeH OBITH COCTaBUTEIIEM aKTa, B KOTOPOM (UKCUPYETCS OTCYTCTBHE
paboTHHKA Ha paboveM MecTe:
Bri6epuTe ouH OTBET:
a. Mpo(COI03HBIN KOMUTET
b. cenaabHO CO3aHHAs JUCIUTUIMHAPHAS KOMHUCCHS
C. TPY/I0BOH KOJIJIEKTHB
d. coBet yHuBepcurera

Bompoc 9
Kto yTBepxkaaeT axT:
BriGepute oquH OTBET:
a. cekperapb
b. pyKOBOAUTENH OPTaHU3aIIUN
C. WICHBl KOMUCCHH
d. mpencenarenb KOMUCCUU

Bompoc 10
Kakas nara siBisieTcst 1aToi akTa:
Bribepute oauH OTBET:

a. JaTa COCTaBJICHUS

b. mara coObITHA

C. JaTa MOMUCAaHUs

d. mata yTBep>KaeHUs

Bompoc 11
Kakas gacTh siBisieTcs M3NUIITHEH B TEKCTE aKTa:
Bri6epute oquH OTBET:

a. BBOJ(HAS

b. pactiopsiauTebHAS

C. OCHOBHasl (KOHCTAaTUPYIOILas)



d. 3akirounTelbHag

Bompoc 12
Kaxkoe copeprkanne BKJIIOYaeT OCHOBHAS YacTh TEKCTa aKTa!
Bribepure oauH OTBET:
a. OCHOBaHHeE JJIsl COCTaBJICHHS aKTa
b. coctaB KoMuCCHH
C. IOATBEPIK/ICHHE YCTAHOBICHHOTO (haKTa M COOBITHS
d. mpucyTcTByrOIINE

Bompoc 13
Ha xakoMm u3 mH(OpMalMOHHO-CIIPABOYHBIX JOKYMEHTOB MOXET OBITH O(popMieH Tpud
YTBEP)KICHUS:
BriGepure oauH OTBeT:
a. CripaBKa
b. criucok
C. aKT
d. cmyxeOHas 3anucka

Bomnpoc 14
Kaxoe conep:xanne HE BXOOUT B COCTaB OCHOBHOM 4aCTH aKTa:
Bribepute oauH OTBET:
a. TOKYMEHTBI, Ha OCHOBaHUH KOTOPBIX (DUKCHPOBAINCH YCTAHOBJICHHBIC (haKThI
b. enu, 3a1a4m, CyIHOCTb, XapaKTep, METOIbI, CPOKH, PE3YIbTAThI MIPOJIEIAHHON PaOOTHI
C. OATBEPKACHUE YCTAHOBJICHHOTO (haKTa UITH COOBITHS
d. mpenoxeHus, peKOMEeH 1alluu, CIIOCOOBI U CPOKU YCTPAHEHUS BCKPBITHIX MIPH IIPOBEPKE
HEJ0CTaTKOB

Bompoc 15
Kaxkoe Beicka3piBanue siBiasgeTcs HEBEPHBIM:
Boi6epute ouH OTBET:
a. [Toanucu 4ieHOB KOMHUCCUUM PACTIONIATAIOTCA B TOM K€ MOCIIEI0BATEILHOCTH, KaK U BO
BBOJIHOM YaCTH, C YKa3aHUEM JOJLKHOCTH
b. AKT cunTaeTcs MPUHSATHIM MOCTIE €r0 MOAMKUCAHNS BCEMH YJIeHAMH KOMUCCHH WJIH BCEMH
JIMIIAMH, Y4aCTBOBABIIMMU B €TI0 COCTABICHUU
¢. AKT HOANKCHIBAIOT BCE YWICHBI KOMUCCHU
d. JIumo, umeromee 3aMeuaHus MO COJEPKAHUIO aKTa, HE UMEET MpaBa HE MOAMUCHIBAThH
JIOKYMEHT, OHO M3JlaraeT cBoe 0co00e MHEHHE TUO0 Ha 0OOPOTHOM CTOPOHE MOCIEAHETO JTUCTA
aKTa, 1100 Ha OTACILHOM JIMCTE

Bormpoc 16
Kaxkoe Beicka3eiBanue siBinsgeTcs HEBEPHBIM:
Bribepute oauH OTBET:
a. Bce nuia, ymomsiHyThIe B aKTe, 0COOEHHO Te, K pab0Te KOTOPBIX BHICKAa3aHBI 3aMEYaHUS,
JIOJDKHBI OBITH 03HAKOMJIEHBI C €T0 COJEP)KaHNEM TI0]T PACTTUCKY
b. [Tocne yTBepKAeHHS PEKOMEHIaTelIbHASA YaCTh aKTa MPUOOPETAET PACTIOPSIAUTEIHHYIO
CUJTy 1 00s13aTebHa K UCTIOTHEHHUIO
c. Bce nuctel akTa, KpoMe MepBOTO U MOCIETHETO, U MPUIIOKEHUN K HEMY Ha 000pOTHOU
CTOPOHE 3aBEPSIOT MOAMKUCIMHU MPEICEAATEISI U WICHOB KOMUCCUU
d. AKT curTaeTcs MIPUHSATHIM MOCJIE €ro MOMUCAHUS TpeceIaTeIeM KOMUCCUU

Bompoc 17
Kaxkas pasHOBHIHOCTH 3aITMCOK O opMiIsieTcsl Ha OTaHKe OpraHU3alMu:
Bribepure ouH OTBET:

a. BHEITHSIS JOKJIAHAs 3aIHCKa

b. BHyTpeHHSs JOKJIaIHAs 3aicKa



C. cimy>keOHasl 3aIicKa
d. oOBgACcHUTEIBHAS 3aIIUCKA

Bomnpoc 18

Kakoii Buj 3aniucku 00s3aT€IbHO PETUCTPUPYETCS:
Bribepute oauH oTBeET:

a. BHEIIIHSIS JJOKJIaHAs 3aMiCcKa

b. oObscHUTENbHAS 3aMKCKa

C. BHYTPCHHSISI IOKJIa/THAs 3aIHCKa

d. cimy>keOHas 3anmucka

Bonpoc 19
Ha kakue pa3sHOBHUIHOCTH AEIATCA AOKJIAIHBIC 3AIHCKH MO XapaKTepy COAEp)KaHUS H
Ha3HAYEHUS:
Bribepure oauH OTBET:
a. MHULMATUBHBIE, UH()OPMAIIMOHHBIE U OTYETHBIE
b. BHyTpeHHNE 1 BHEIIHNE
C. OpUIMATIbHBIE U JTUYHbIE
d. pa3bsACHUTETBHBIE U OTIPABIATEIILHBIC

Bompoc 20
Kakas nara siisercst 1aToi T0K/IaJHON 3aIMCKH:
Bri6epute ouH OTBET:

a. JaTa COCTaBJICHUS

b. nara perucrpanuu

C. JaTa NOJIUCAHUs

d. mara yrBepxeHus

Bompoc 21
Kakoil pa3HOBUIHOCTH JOKJIAJHBIX 3alIMCOK COOTBETCTBYET CIEAYIOIAsl XapaKTepUCTUKA:
«OTH NOKJIaTHBIC 3aMMCKH COCTABIISIIOTCS € LENbI0 MOOYIUTH ajipecaTra MPHUHAThH ONpeeIeHHOE
peleHre, Mo3TOMY B TEKCTE HE TOJIBKO M3JIaraloTcsi Kakue-To (akThl, HO U COJAepKaTcs
KOHKPETHBIE TIPE/TIOKESHHS, PEKOMEH IAI[H WITA BBEIBOIBDY.
BeiGepute oauH OTBET:
a. OTYECTHBIC
b. nosicHUTENbHBIE
C. UHUIIMATUBHBIC
d. uapopmannonnas

Bomnpoc 22
Kakoli pa3sHOBHIHOCTH JOKJIAJHBIX 3alIHCOK COOTBETCTBYET CIEAYIOIIAs XapaKTEepUCTUKA:

«OTH JOKJIAAHBIC 3alTMCKHU COCTABJIAIOTCS PETYIIIPHO U COACPIKAT I/IH(I)OpMaI_II/IIO O JCTaJIIX HIIN
METOJaX BBIITOJTHCHUA pa6OTI)I>).

BriOepure o1H OTBET:
a. MHUIMaTHBHBIE
b. nuadopmanronHas
C. OTYETHBIE
d. mosicHUTENIbHbBIE

Bompoc 23
Kakoii pa3HOBHTHOCTH JTOKJIQJHBIX 3aITUCOK COOTBETCTBYET CIICAYIONIAs XapaKTePUCTHKA:
«OTH JOKIIaJHBIe 3aMUCKW HHQOPMHUPYIOT O 3aBeplIeHHH padOThl, €€ 3Tara, BHIOJTHEHUH
yKa3aHW#, paCOPSHKEHUM U T.IL».
Bribepure ouH OTBET:
a. nHGOpMaITMOHHAS
b. MOsSICHUTENBHBIC



C. THUIIUATUBHLBIC
d. oTuetrHBIE

Bonpoc 24
Kakoli JOKyMEHT MOIUCHIBACTCS PYKOBOJIUTEIEM CTPYKTYPHOTO TIOIpa3ACIICHUS:
BriGepute ouH OTBET:

a. crpaBKa

b. npukas

C. aKT

d. cimy>keOHas 3anmucka

Bonpoc 25
Kakasi pa3HOBHUIHOCTH 3aITMCOK HE COACPIKUT BHIBOJIOB U TPEIOKCHHINA:
Bri6epute ouH OTBET:

a. UHUIIMATUBHAS JOKJIaHas 3alliCcKa

b. ciy>xeOHast 3amucka

C. IMYHAas 3aIucKa

d. 00BsICHUTENIbHAS 3aIIHCKa

Bomnpoc 26
Ha xakue pa3HOBHIHOCTH MOAPA3ACISAIOTCS O0BSICHUTENBHBIE 3aITUCKH 110 COACPIKAHUIO:
Bribepute oauH OTBET:
a. pyKOITHCHBIS/MAIINHOTICHBIE
b. BHyTpeHHUE/BHELTHUE
C. MHUIIMATUBHBIE/ MHPOPMAITMOHHBIE/ OTYETHBIC
d. 3anMCKU — IPUIIOKEHUSI K OCHOBHOMY JOKYMEHTY, TOTOJIHSIONINE U TOSCHSIONINE ero/
3alMCKH, COCTaBJIsIEMble PAa0OTHUKAMH sl OOBSCHEHWS MX IOCTYNKOB WIIM CJIOXKHBILIEHCS
CUTYalluu

Bomnpoc 27

B kakomM J0KyMeHTE B KOHIIE TEKCTa YKa3bIBA€TCS KOJHYECTBO COCTABJICHHBIX
HK3EMIUIIPOB U UX MECTOHAXOXICHHE.

Boi6epuTe ouH OTBET:

a. cy)xeOHas 3amucka

b. cripaBka

C. aKT

d. cBoaka

Bompoc 28
Kakomy Buiy 1OKyMeHTa COOTBETCTBYET CIEAYIOUINH TEKCT:

23.09.20013 B 9.00 Ha 3aHATHAX MO JOKYMEHTAIMOHHOMY OOECIEUYEHHIO YIpPaBICHUS
MIPUCYTCTBOBAJIO 2 CTYIEHTA M3 COCTaBa IPYNIbl 25 4YEIOBEK, B PE3ylbTaTe YEro 3aHsATUs
HPUIITIOCH OTMEHHTb.

JotieHT kadeapbl JTOKYMEHTOBEICHUS
25.09.2013

IToamuce

N.B. lllentens

Bribepute oauH OTBET:
a. JOKJIaaHas 3arucKa
b. mosicHUTEILHAS 3aITHCKa
C. 00BIACHUTENBHAS 3aIIHCKA
d. cimy>xeOHas 3anmucka
Bompoc 29



Kakomy Buy MH()OpPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIIEIYIOIICE
ompeneneHue: «3ITo (GopMa BHYTPEHHEHW [E€JOBOM TMEPENMUCKH MEXIY IOapa3aeICHUsIMU
OopraHu3alu Ui JOJKHOCTHBIMH JIMIIaMH, HC HAXOAAIUMUCS B IIPAMOM IMOJYUHCHUN)).

Bri6epute oguH OTBET:

a. OT3bIB

b. akT

C. cImy>keOHasl 3aIicKa

d. noxyagHas 3anucka

Bonpoc 30

Kakomy Buay nH(GOpMAIMOHHO-CIPABOYHON JOKYMEHTAI[MH COOTBETCTBYET CIIEAYIOIIEe
omnpeneneHue: «ITo JOKYMEHT, COJIepKallliuii oucaHue U MOATBEP)KICHUE TeX WU UHBIX (PaKTOB,
COOBITUI MM SBICHUH, a TAKXKE YIOCTOBEPSIOLINIA KaKOKH-ITNO0 I0pUIHUECKUil (PaKTy.

BeiGepure oauH OTBET:

a. 00bsSICHUTENIbHAS 3aIKCKa

b. cipaBka

C. CBOJKA

d. akT

Bomnpoc 31

Kakomy Buy MH()OPMAIIMOHHO-CIIPABOYHOHN JOKYMEHTAIIMH COOTBETCTBYET CIICIYIOIICE
onpezeneHue: «I3TO JOKYMEHT, COCTaBJICHHBINA Ui MOATBEPXKACHUS YCTAaHOBICHHBIX (DaKTOB,
COOBITHM, NCHCTBUI.

Bribepute oauH OTBeET:

a. aKT

b. cipaBka

C. MUCHMO-TIOJITBEPKICHHE

d. mpoToko

Bompoc 32

Kakomy BuIy MH(bOpMaMOHHO-CIIPAaBOYHON JOKYMEHTAIMM COOTBETCTBYET CIIEAyHOIlee
onpezeneHue: «ITO JOKYMEHT, COJEpKallUil IepeurciIeHHue JHI, HTPeaIMeToB, OOBEKTOB B
OTIpeIelIEeHHOM MOPS/IKE, COCTaBJICHHBIN B LIEISIX HHPOPMHUPOBAHUS U PETUCTPALIM.

Boi6epuTe ouH OTBET:

a. CBOJKa

b. nepeueHn

C. CIIpaBKa

d. ciucok

Bomnpoc 33

Kakomy Buay MH(GOPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIIMH COOTBETCTBYET CIICAYIOIIEE
ornpeneneHue: «ITo0 JOKYMEHT, COJCpXKaliii MHEHHUE, BBIBOJBI OPTaHU3AIUU, KOMUCCHU WU
CHEMHAIKNCTA 10 KAKOMY-JTHOO TOKYMEHTY HIIH BOIIPOCY».

BriOepure o1H OTBET:

a. JIOKJIaJ(Has 3aIucKa

b. cBOIKA

C. 3aKJIFOYEHHE

d. oT3BIB

Bomnpoc 34

Kakomy Buay MH(bOpMaIMOHHO-CIPAaBOYHON JOKYMEHTAI[MH COOTBETCTBYET CIIEAyIOIIee
orpeneneHue: «ITo JOKYMEHT, COJIepKaIluii MHEHUE OpTaHU3alluH WK CIICIIHAIHICTA 110 TTOBOTY
Kakoi-m1nbo paboThl, MOCTYNHUBIIEH HA pACCMOTPEHHE.

Bribepute oauH OTBET:

a. TOKJIQJHas 3alucKa

b. cBoxKa

C. OT3BIB

d. 3axmoueHue

Bompoc 35



Kakomy Bumy uH(pOpPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIUU COOTBETCTBYET CIEMYIOLTHI
TEKCT:

®denepallbHOE YIpaBIEHUE TI0 JeliaM O HECOCTOSITENIbHOCTH (OaHKPOTCTBE) HA OCHOBAHHH
npescTaBiIeHHBIX TYTrypibIKCKUM IIeMEHTHBIM 3aBofioM (OpeHOyprckas o6macth, moc. Tyrypisik,
yi. LlenTpanbHasi, 1.1) JOKYMEHTOB OyXTanTepCcKoi OTYETHOCTH o cocTtosiHuio Ha 30.04.2013:

- Oyxranrepckuii 6ananc (popma 1);

- oT4eT o nMpuOBLIAX U YObITKax (popma 2)

U MPOBEJICHHOTO aHaTN3a (PMHAHCOBOT'O COCTOSIHUS MIPEIPHUATHSI, YCTAHOBUIIO, YTO JAHHOE
NPEIIPHUATHE SBIISETCS HETUIATEKECIIOCOOHBIM U UMEIONITUM HEYAOBIECTBOPUTEIBHYIO CTPYKTYPY
Oaanca (IpeAnpUsITHEM-T0HKHIKOM).

OcHoBaHue:

KO3 UIMEHT TEeKYIIeH TUKBUIHOCTU Mo Oanancy npeanpusatus =18%;

KOd(P(UITMEHT 00ECIIEYeHHOCTH COOCTBEHHBIMH OOOPOTHBIMU CPEICTBAMHU IO OallaHCy
npeanpuatus = 8%;

KOX(UIMEHT BOCCTAHOBIICHUS 10 Oanancy npeanpusatus =10%.

PykoBonurens CrenaHos ILA.
CrenanoB
Bri6epute ouH OTBET:
a. OT3bIB
b. cnpaBka
C. CBOJIKA
d. 3akmovenue

Tema 2.4

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

Tect k Teme 2.4 (2 kypc)

Bomnpoc 1
W3 mepedncieHHBIX HUXKE BUIOB JOKYMEHTOB BbIOEpHTE HOPMATHBHBIA NMPABOBOM axT,
SBJISIOIIMNACA OCHOBHBIM B PEryJUPOBaHMM TPYIOBBIX IPABOOTHOIIEHUH paboTomarens
(rocyaapcTBEHHOM OopraHu3alui, COOCTBEHHHUKA MPEANPUATHS) U paOOTHHUKA!
BeiGepute oauH OTBET:
a. Anp60oM (hopM NepBUYHOMN YUETHOMN JOKYMEHTALMU IO TPYJOBBIM OTHOIICHUSM
b. Tpya0BO# AOTOBOP
c¢. Tpynosoii kogexkc PO
d. TpynoBoe cornaiieHue

Bompoc 2
KakuM  JOKYMEHTOM  JOJDKHBI ~ PYKOBOJACTBOBATBCS  JICJONPOM3BOJMUTEIN  TIPH
JIOKYMEHTHPOBAHUH ITAIOB TPYJOBOTO IIUKJIA — OT IpHeMa Ha paboTy HOBOT'O COTPYIHHUKA JI0 €ro
YBOJIbHEHUS:
Bri6epuTe ouH OTBET:
a. O6mepoccuiickuii KimaccupuKaTop yrnpaBaeHIECKON JOKYMEHTAIINN
b. rocr p roctr P 7.0.97-2016 «YHUpHUIMpPOBAaHHAs  CHUCTEMaA
OpTaHU3AIMOHHO-PACTIOPAIUTEILHON JOKyMeHTauH. TpeOoBaHUs K 0POPMIICHHIO JOKYMEHTOBY
¢. Anb60M YHU(UIIMPOBAHHBIX ()OPM MEPBUYHON YIETHON TOKYMEHTAIIUU TI0 YUETY TpyIa
W €T0 OIUIaThl, yTBepkaeHHBIM [TocTanoBnenneM ['ockomcTara Poccun
d. F'ocynapcTBeHHas cuctemMa TOKyMEHTallMOHHOTo obecrieueHus yrnpapieHusi. OCHOBHBIE
nostoxeHus. O6mue TpedoBaHus K IOKYMEHTaM U CITY»)0aM JIOKY-MEHTAIITHOHHOTO 00eCTICUCHHSI
Bompoc 3
Kakoii cucrteMe MOKyMEHTallMM COOTBETCTBYET CIEAYIOIIAas XapaKTepUCTUKA: «ITO
COBOKYITHOCTh B3aWMOCBSI3aHHBIX JIOKYMEHTOB, B KOTOPBIX 3a()MKCHUPOBAHBI 3TaIlbl TPYAOBOM



JEeSTENIbHOCTH PaOOTHUKA, pACYETOB TIO OTUIATE TPYIa».
Bri6epute oguH OTBET:
a. MepBUYHAS YUE€THasE OyXTanTepcKasi TOKyMEHTAIUS
b. ToKyMeHTalus 0 TUYHOMY COCTaBY
C. OpraHU3alMOHHO-TIPABOBAs JTOKYMEHTAIIHS
d. pactiopsiaurenbHas TOKyMEHTaLUs
Bompoc 4
Kakve ¢(yHKIMu HE CBONCTBEHHBI MEPBUYHOM YYETHOW MOKYMEHTALlUH IO JUYHOMY
COCTaBYy:
Bribepute oauH oTBeET:
a. y4eT UCIOJIHEHHBIX U HEUCIIOJHEHHBIX JOKYMEHTOB
b. yder pacueToB ¢ IEPCOHAIOM IO OIIaTe Tpyaa
C. Y4eT KaJIpoB
d. yuer ucnosnab3oBaHusl pabouero BpeMeHu
Bomnpoc 5

B xakux opranuzamusax moxetT HE BecTuch kagpoBast JOKyMEeHTal U
BeiGepute oauH OTBET:
a. B aKIMOHEPHBIX 00IIeCcTBaX
b. B HEKOMMEPUYECKUX OpraHU3aLMIX
C. B Ka3€HHBIX I'OCYJJapCTBEHHBIX YUPEKIECHUAX
d. kazpoBas JOKyMEHTalus BeJEeTCs BO BCEX OpraHM3alMsAX HE3aBUCHUMO OT HX
OpraHu3aIMOHHO-TIPAaBOBON (hOPMBI
Bomnpoc 6
Kakoli 1okymeHT sBisieTcss o00s3aTe€abHBIM MpPU JTIOKYMEHTHPOBAaHUU TPYAOBBIX
OTHOILEHUH MEXy PaOOTHUKOM U paboToaTEIeM:
Br16epute ouH OTBET:
a. peXUM Tpyaa
b. 10MKHOCTHAS UHCTPYKLUS
C. KOJUIEKTUBHBIN JOrOBOP
d. TpynoBas KHMKKa
Bomnpoc 7
Ha kako#t MakcUMaJIbHBIA CPOK MOKET OBITh 3aKJIFOUEH CPOUHBIN TPYIAOBOU JTIOTOBOD:
BeiGepute oauH OTBET:
a. He OoJsee Tpex JeT
b. He Oonee roga
C. He OoJjee 1ecsATH JieT
d. He Gonee nmATH JET
Bompoc 8
Kakoii tokymeHT TpeOyeT BU3bl 03HAKOMJIEHUsI PaOOTHHKA C JOKYMEHTOM:
Bribepute oauH OTBET:
a. KOMaHIMPOBOYHOE YJJOCTOBEPEHUE
b. ydueTHas 1MyHas KapToyKa
C. IpHKa3 O MpuemMe Ha paboTy
d. TpynoBoit 1oroBop
Bomnpoc 9
Ha xakux pabotaukoB HE 3aBoautcs nuunas kaprouka:
Bribepure ouH OTBET:
a. 3aBOJIUTCS Ha BceX PaOOTHUKOB MPEANPUATHS 0€3 HUCKIIIOUEHUS
b. Ha paOOTHUKOB, MPUHATHIX Ha PabOTY IO COBMECTUTENBCTBY
C. Ha paOOTHHUKOB, MPUHATHIX HA BPEMEHHYIO paboTy
d. Ha paOOTHUKOB, MPUHATHIX HAa IOCTOSHHYIO paboTy
Bomnpoc 10
Kakoli JOKyMEHT cOCTaBISIETCS B IBYX AK3EMILIApax:
Bri6epute oguH OTBET:
a. y4eTHas JIMYHas KapTouKa



b. mpuka3 06 yBOJIbHEHUHU
C. TpyJOBasi KHUXKKa
d. TpynoBoit 1orosop
Bomnpoc 11
KTo opopmiisieT yueTHbIe TUYHBIE KAPTOUKH:
Bribepute oauH oTBeET:
a. pabOTHUK
b. pyKOBOJIUTENb CTPYKTYPHOTO MOIpa3AeICHUS
C. 3AMECTHTENb PYKOBOJIUTENSI OpraHU3aIuu
d. paGoTHHK IO KaJpam
Bompoc 12
Kakoli JOKyMEeHT $IBISIETCSI OCHOBHBIM JOKYMEHTOM O TPYAOBON JEATEIbHOCTH U O
TPYZOBOM CTa)ke pabOTHHKA:
Bribepute oauH oTBeET:
a. yueTHas JHYHas KapToyKa
b. eHCHOHHOE YJIOCTOBEPEHUE
C. CTPax0OBOE€ CBUAETEIBCTBO FOCYIaPCTBEHHOTO TICHCHOHHOTO CTPAXOBAHUS
d. TpynoBas KHIKKa
Bormpoc 13
CKONbKO  TPYOOBBIX KHIDKEK MOXET HMeThb pPaOOTHHK COTJIACHO TPYIOBOMY
3aKOHOJIATENILCTBY:
Bribepute oauH OTBET:
a. KOJIMYECTBO TPYAOBBIX KHIKEK OIMPEIEIeTCS KOJIMIECTBOM OPraHU3aIiil, B KOTOPHIX
Ha JIaHHBII MOMEHT 0(OpMIIEH paOOTHUK
b. He Oornee TBYX
c. He Oonee mATU
d. onny
Bomnpoc 14
Kakwne BUbI TUCIMITIIMHAPHBIX B3BICKAHUN BITUCHIBAIOTCS B TPYIOBYIO KHIKKY:
BeiOepute oauH OTBET:
a. YBOJIbHEHHE
b. Bce BUJIbI JUCHUIUITMHAPHBIX B3bICKAHUN BIMCHIBAIOTCS B TPYIOBYIO KHUXKKY
C. CTPOTHH BBITOBOD
d. B3bICKaHMS B TPYJIOBYIO KHUXKKY HE 3allUChIBAIOTCS
Bompoc 15
B xakom ciydyae BO3MOXKEH MpHeM Ha paboTy 0e3 TpylOBON KHUKKH:
Boi6epuTe ouH OTBET:
a. MpU MpueMe Ha paboTy JMI, JOCTUTIIMX COBEPIIEHHOJETHS, HO SBIISIOLIMXCS
CTYACHTAMH U yJaITUMHUCS
b. mpu npueme Ha paboTy JUILl 6€3 ONpeEeTCHHOT0 MECTa KUTEIbCTBA
c. 0e3 TpyZ0BOM KHMKKU ITPUEM Ha pabOTy HE JOIYCKaeTCs
d. npu npueme Ha paboTy JIUI, HE JOCTUTIIUX COBEPILIEHHOIETUS
Bormpoc 16
Kakoil 10KyMEHT He BXOJIUT B KOMIUIEKT JOKYMEHTOB O KOMAaHIMPOBAHUU C KOJOBBIM
ob0o3HauenueM popmsl T:
Bribepure o1H OTBET:
a. mpuka3 (pacropspKeHHE) O HaMpaBlICHUH OTACTBHOTO PaOOTHUKA WM TPYIIIBI
pabOTHUKOB B KOMaHAUPOBKY
b. KOMaHAUPOBOYHOE YJIOCTOBEpEHNE paOOTHHUKA
C. CIy’)ke0HOe 33/1aHue C OTYETOM O €TO BBHIMOJIHEHUHU
d. aBaHCOBBIN OTUET
Bompoc 17
Kakoii ToOKyMeHT SIBJIsIeTCSl U3JIUIIHUM NPU 0(POPMIIEHUH OTITyCKa:
Bribepure ouH OTBET:
a. 3aIKMCKa-pacyeT O MPeAOCTaBICHUH OTIYCKa PaOOTHUKY
b. TpyI0BO# JOTOBOP



C. pHKa3 (pacnopsKEHUE) O MPEOCTaBICHUH OTITYCKa
d. rpaduk oTITyCKOB
Bompoc 18
Kakoii TOKyMeHT HeJb3s1 OTHECTH K JINYHBIM JOKYMEHTaM:
Bribepure oauH OTBET:
a. apTobuorpadus
b. pe3rome
C. XapaKTepuCTUKa
d. nnyHas KapTouka
Bomnpoc 19
Kakomy 1OKyMEHTYy 1O JIMYHOMY COCTaBy COOTBETCTBYeT oTpaxenue Cremyromas
XapaKTepucTHKa: «TeKCT ATOro JOKyMEHTa COCTOUT U3 ABYX YacTeil: BBOJIHOM, I'/le yKa3bIBAIOTCS
damunus, uMs, OTYECTBO, TOA pOXKACHUSA, OOpa3oBaHHE, JOJDKHOCTb, CTPYKTYypHOE
nojipaszjielieHue, CTax padoThl Ha MPEANPUATHU; OCHOBHOM YaCTH, I YKa3bIBAIOTCS JI€JIOBHIE
Ka4yecTBa, OTHOIIEHHE K paboTe, Mpo(ecCHOHANBHBIM POCT, HAJMYME HArpaj, MOOLIPEHHIA,
OTHOUICHUS C COTPYTHUKAMU Y.
Bri6epute ouH OTBET:
a. XapaKTepuCTUKa
b. cnpaBka ¢ mecta paboTbI
C. IpeICTaBIICHUE HA MOOLIPEHUE
d. aBTOOHOTpadUs
Bomnpoc 20
Kakomy BHly TOKyMEHTa COOTBETCTBYET CIIEAYIONIAs XapaKTePUCTHKA: «ITO OUITHAIEHOE
oOpamieHue nuna (WIM HECKONBKHX JIMI) B YYPEXKICHHE WIM K JOJDKHOCTHOMY JIUILY

KOHCTaTHUPYIOIIS-XOAATANCTBYIONIETO XapaKTepa B LEMAX pealu3aluu ero (Mx) ImpaBa WIH
3aKOHHOTO HHTEPECay.

Br16epute ouH OTBET:
a. MUChbMO-TIpoch0a
b. nuceMo-3anpoc
C. IOKJIa/Has 3aMnucKa
d. 3asBneHue

Bomnpoc 21

Kakas s3p1k0Bast (hopMysia yMecTHa B 3asiBIICHUU:
Boi6epuTe ouH OTBET:

a. «rpoiry Bamtero cornacus Ha...»

b. «Becbma yoeauTensHO Bac mporry»

C. «B MO€i MpockOe MpoIlly He OTKA3aTh. ..»

d. «3apaHee mpu3HaTEIECH»
Bomnpoc 22

Ha xakoMm Bujie TMUHBIX JOKYMEHTOB 0(OpMIIIETCs ajpecar:
Bribepute oauH OTBET:

a. pe3roMe

b. 10BepEeHHOCTH

C. 3asBJICHHE

d. xapakrepucTtuka
Bomnpoc 23

KakoMy JOKyMEHTY COOTBETCTBYET CIEAYIOIas XapaKTepUCTUKA: «ITO MHUCHMEHHOE
MTOJTHOMOYHE, BBIIABAEMOE OJHUM JIUIIOM (YUPEXKICHUEM ) APYTOMY JIUITY JUTsI TPEACTaBUTEIHCTBA
nepe; TPETHUM JIULIOM.

Bri6epute oquH OTBET:

a. crpaBKa
b. 3asBieHne
C. pacmucka



d. noBepeHHOCTH
Bomnpoc 24

Kakoii 1OKyMEHT sIBISieTCS TOKYMEHTOM II0 JTMYHOMY COCTaBY, COJCPIKAIIMM OINHMCAaHHE
XapakTEepHBIX M OTIMYUTEIBHBIX YEepPT W KauecTB paOOTHHKA M OTPAKAIOUIMA MHEHHE
aJIMUHHCTPAIIMHU O HEM:

Bribepure ouH OTBET:

a. buorpadus

b. 0T3bIB

C. peLeH3HS

d. xapakTepucTuka

Bonpoc 25

Kakoii MakcUMaJIbHBIH CPOK JCHCTBHUS MOXKET OBITh yKa3aH B JJOBEPCHHOCTH:
Bribepure oauH OTBET:

a. He OoJtee roaa

b. He Oornee BYX JIEeT

c. He OoJee Tpex JieT

d. He Gonee msATH JET
Bomnpoc 26

B TedyeHue Kakoro cpoka JOBEPEHHOCTb COXPAHSET CUJIYy CO JIHSA BbIAAuM, €CJIM CPOK €€
JICUCTBUS B CAaMOM JJOBEPEHHOCTH HE yKa3aH:
Br16epute oguH OTBET:
a. B TCUYEHHE MOJIYroJ1a
b. B TeUeHHE TpEX JIET
C. B TEUCHHE OJHOTO Toja
d. Takas JOBEPEHHOCTb SBJIICTCS O€CCPOUHON
Bompoc 27

Kakas ToBepeHHOCTh TpeOyeT HOTapHATBLHOTO YIOCTOBEPEHUS:
Bribepute oauH OTBET:

a. Ha TOJTy4YeHHe 3apabOTHOM TIIaThI

b. Ha monmyueHue BKJIa1a B OaHKe

C. Ha PacIopspKeHNE UMYIIIECTBOM

d. Ha monmy4yeHune eHeKHON U MOCHUTOYHON KOPPECTIOHICHIIUN
Bompoc 28

B kakoMm ciydae yupexxieHHe UMEET IMpPaBO YJOCTOBEPSTH JOBEPEHHOCTb Ha IOJIy4YE€HHUE
JICHEeHOT0 BKJaJa B OaHKe:
Bribepute oauH OTBET:

a. €ClIM JIOBepUTeNb HAXOJUTCS Ha CTAllMOHAPHOM M3JICUEHUH, HO SBJISIETCS paOOTHUKOM
JAHHOTO YYPEXKJIEHUs, U JINL0, KOTOPOMY OH JIOBEpPSIET, TaKXKe SBISETCS paOOTHUKOM JaHHOTO
YUpEXKIEHUS

b. eciu 1oBepUTENH HE SIBIIsIETCS paOOTHUKOM JIaHHOTO YUPEXJIEHUS, a JIUI0, KOTOPOMY OH
JIOBEpSIET, SIBJIAETCS] pAOOTHUKAMU JAHHOTO YUPEXKICHUS

C. €CJIM JOBEPUTEIb U JIULI0, KOTOPOMY OH JIOBEPSIET, BJISAIOTCS rpakaaHamu Poccun, xors
U HE SBJISIOTCS paOOTHUKAMH JAHHOTO YUPEKICHUS

d. ecnu goBepuTenpb ABISETCS paOOTHUKOM JIaHHOTO YYPEXKIEHHUS, a JTUI0, KOTOPOMY OH
JIOBEpSIET, HE SABJSIETCS PAOOTHUKOM JJAHHOTO YUPEKACHUS

Bompoc 29

Kakoe Bpems (B 4acax) OTBOAMTCS Ha IIOATOTOBKY IIOJOKEHUS O CTPYKTYpHOM
MoJpa3/ieICHUM?

a) 12,3

6) 20

B) 20,7



r) 150

Bomnpoc 30

HaszoBure HOpMAaTUBHBIM COCTaB JACUCTBUM IO IOArOTOBKE HMHCTPYKLUUH 11O
JIOKYMEHTAITMOHHOMY OOCITY>KMBaHHUIO (JI€JIOMPOU3BOJICTBY).

a) M3y4eHNEe HOPMATUBHO-METOIUYECKOM 1 TIPAaBOBOM JIUTEPATYPHI U IITATOB (heAepPaTLHOTO
oprana, (GYHKIUMH M 3a7a4 MOJApa3JelieHuid, 3aHATHIX JOKYMEHTAlMOHHBIM oOecredeHneM
yOpaBJICHUs, TMOArOTOBKA  HWHCTPYKIMH, KOPPEKTHPOBKA, IleyaTaHUE, YTBEPXKICHHUE,
Pa3MHOXKEHUE;

0) u3yyeHUE MPAKTUKU PaOOThl KOJUIETHAJIBHOTO OpraHa, TEXHOJOTUHU MOATOTOBKHU
MaTepuasoB /s ero (GyHKIMOHUPOBAHUS; MOJTOTOBKA MPOEKTA perjiaMeHTa, COrIacoBaHUE CO
CTPYKTYPHBIMHU I1OAPA3/ICIICHUSMM; [I€YaTaHUE, YTBEPIKIEHUE, PA3MHOKEHHE, PACCHUIKA;

B) cOop Tabeneil yHHUGUIHUPOBAHHBIX (OPM JOKYMEHTOB CTPYKTYPHBIX IOJApa3ieieHUui
denepanbHBIX  OpraHOB  HCIOJHUTENBHOW  BJIACTH, aHAJIW3  BBIIBIEHHOIO  KOMILIEKCA
yIpaBICHYECKUX JOKYMEHTOB; OIpEAeNeHUE LeeCOO0Opa3sHOCTH CO3/IaHUsl U IPUMEHEHUs
KOHKPETHBIX JOKYMEHTOB. BBISBJICHHE COCTaBa HEYHH(DHIIMPOBAHHBIX (OPM JOKYMEHTOB,
UCKJIIOYCHHE AYOIUPYEMbIX JTOKYMEHTOB M HEMPaBOMEPHO HCIOJIb3yeMbIX (OPM TOKYMEHTOB,
rpynnupoBka (opM JOKYMEHTOB 1O (YHKIUSM M YIOPABICHYCCKUM 3ajadaM, IMOJTOTOBKA,
COTJIaCOBaHUE M YTBEPKJICHUE €IMHOTO Ta0esst YHUPHUIIMPOBAHHBIX (HOpM;

I) U3y4CHHE HOPMATHUBHBIX IMPABOBBIX AKTOB METOJAMYECKUX JOKYMEHTOB, IMOITOTOBKA

HHCTPYKIHNH, COITIACOBAaHNUEC, KOPPCKTHUPOBKA, II€YATAHUC, PA3MHOXKXCHHUC.
IIpakTnueckoe 3aganue K Teme 2.4

3armoHATE KapTy CaMOOIIEHKH 310poBOro oopasa xu3nu (30XK) (cm. Tabnuiy) cyObeKTOB
YIIPaBJICHYECKOT0 MPOLECCca M CHENaliTe BBIBOJBI O CBOEM 00pa3e KM3HU KaK COCTABIISIOIICH
YenoBeyeckoro kamurtana. Kakue pexoMeHAanuu Bbl gaind Obl ceOe sl MOBBIIMICHUS CBOETO
YeJIOBEUECKOro KaruTaja B IUIaHe 310poBbi? Kakux AeHCTBUIT BBI XKIETE€ OT CBOETO OyIyIIero
paboTomarens ¢ TOYKU 3PEHUSI COXPAHEHUS U BOCIPOU3BOJICTBA 3/I0POBbsSI PAOOTHUKOB CITY>KOBI
J0VY?

B xakoM noKymMeHTe ciieqyeT 3aKpenuTh TpeOOBaHMs K COONIOAEHUIO 310pOBOro obpasa
KU3HU paOOTHUKOB OpraHu3alMy (C TOUYKU 3peHusi pabOTHUKOB U paboTonaresns)?

NeNe | Cocrasnsronue (30K) yenoseka | Onenka 30K B 6annax | OOmuit Cpenuuii
n/m Y TIO3UIIMH 0 KaXKI0M 4 1312|111|0 Oamn oan
COCTAaBIISTIONIEH
1. | Co0uroeHne THYHON THTHEeHbI

1.1. [ Mruensl Teaa
1.2. ['MrueHsl Oe K IbI
1.3. ['MrHeHsl TOCTENN

1.4. [ Mruenn! KUInIa
1.5. [[uruena cBoero paboudero mecra
2. | PannonajabHOe mUTaAaHNE

2.1. baranc B MHIIEBOM palvoHE
0ENTKOB, )KUPOB H YTIIEBOJIOB

2.2. |Hammuwe B muie BUTaMUHOB

2.3. |Hamuume B muiie MHUHEpPaTbHBIX|
BEICCTB

2.4.  [[IpupomocooOpa3HbIit 1S
MHIUBUAA 00bEM THUIIN

2.5.  [[IpupomocooOpa3HbIii IS
MHMBUAA COCTAB MUIIU

2.6 [TprpomocooOpa3HbIi TUTS

MHIMBUIA PEKUM NTUTAHUS
2.7. [[Ipeobmamanue B THIIEBOM
parroHe HaTypaJbHbBIX
(<OKUBBIX») TIPOJTYKTOB

3. JIBH:KeHUe

3.1  |ExenHeBHOE BBITIOTHEHHE] | | | | |




NoNe | Cocrasmsitonue (30K) uenoseka | Ornienka 300K B 6annax | O0mmii Cpenuuii
/11 U IIO3UIINY [0 KaXKION 4 13121110 Oamn Oain
COCTaBJISIOLLIEH
YTPEHHEN 3apsiaKu
3.2.  |BeimonHeHue CHelHaTbHOU
TMMHACTUKH B TCUCHHUE JTHS
3.3. BagsTe  KakuM-lIm00  BHUIAOM
criopTa JiIsl 37J0POBbSI
3.4. Opranu3ainys CBOUX OOBIYHBIX|
IIBIDKEHUH ¢ ydeToM TpeOoBaHUU
(bu3nYecKoil KyJabTyphl
4. 3akajuBaHue
4.1. BrimoiaHenne CIIeIIMaIbHbBIX
3aKaJIMBAIOIINUX MPOIEAYP
4.2.  |O6GnuBaHME XOJIOTHOM BOJOU
4.3.  [PerynspHble IPOTYJIKH HA CBEXKEM
BO3IyXe
4.4, |Opexna mo Ce30Hy U IO MOTro/Ie
4.5, PerynspHoe nocenienre 6aHu
5. | OTcyTcTBHE BpPeTHBIX MPUBBIYEK
5.1. [TaGakokypeHus
0.2.  [3noynorpeGieHus aJKkorojemMm
5.3.  [HapkoTH4ecKoil 3aBUCIMOCTH
6. | Pe:xuM Tpyaa u oTabixa
6.1. |[CobOmoneHne HOPM 4YepelOBaHHUs
(U3MYECKOTO U YMCTBEHHOTO
pyna
6.2. [BomosnHeHue BO BpeMms]
[YMCTBEHHOU paboThl
CreIaTbHBIX MEPONPUSITUH,
CHUMAFOIIIX YMCTBEHHOE
[epeHanpsHKeHme
6.3. |BbimonHeHHWe CBOEW TPYHOBOMA
e TeTbHOCTH c Y4eTOM
rpeboBanuit  HOT  (mayunoit
OpraHu3aIfy TPy/Ia)
6.4. TloTHOIIEHHEINH COH
7. | Ilcuxonoruyeckuii KompopT
7.1. |[YMeHHe cOXpaHATb WMIM OBICTPO
BOCCTaHABIINBAThH JyIIEBHOE
aBHOBECHE
7.2. |YMeHUe BUIETH MOJOKUTEIBHOE B
OKPYKAFOIIIeM MUPE
7.3. |YMeHHe CTpPOUTh TapMOHHUYHBIE
OTHOIICHHUS C  OKPYXKAIOIIHMMH
ITIOTEMU
7.4.  [[IpuHsATHE CBOMX HEOCTATKOB KaK|
HEN30€KHOTO CIIEJICTBUS
YEIIOBEYECKOW MPUPOJIBI
7.5. [YMmenue U3BJIEKATH
[10JIOKUTETIbHBIE YPOKU U3 CBOUX|
PKU3HEHHBIX CUTYalUi
7.6. |[YMeHue TpUHUMATL C MHPOM
PKU3Hb U OKPYKAIOIIUI MUD
7.7. |CtpemieHue K|



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

NoNe | Cocrasmsitonue (30K) uenoseka | Ornienka 300K B 6annax | O0mmii Cpenuuii
/11 U IIO3UIINY [0 KaXKION 4 13121110 Oamn Oain
COCTaBJISIOLLIEH
CaMOCOBEPIIICHCTBOBAHHIO

7.8. |YMeHHe  CTOWKO  TEPEHOCUTH

[opa>keHust U KU3HEHHBIE
HEB3TO/IbI

7.9.  |OnTumucTHYecKoe
MHPOBOCIIPHUSATHE

7.10. |Y1oBIETBOPEHHOCTD CBOEH

Cynb00i B 11€7I0M

7.11. |[YMeHue mepeXwBaTh B IKU3HU
[pasoCTh

7.12. |Y10BJIETBOPEHHOCTH CBOEH
[10JIOBOM ITPUHAJIJIEKHOCTHIO

7.13. [TomepaHTHOCTH

NUTOTI'O

UTOI'OBbIA KOHTPOJIb 2 KYPC

Kontpoasnas padora 2 Kypc)

1. Bl pykoBOAMTENb AKOHOMHYECKOTO OTAeNa. Bam HeoOXoammo mnponHpOpMHpPOBATH
PYKOBOAMTENSI OpraHU3aIlMi O TOM, YTO 3aM. oTaena mo AXY He BBHINOIHSET MPEArucaHus Mo
obecrieueHUI0 pabouux MECT MPUHTEPAMHU, MHTEPHETOM M B KaOMHETE Balllero OTAeNla He
MPOBEJICH KocMeTH4YecKuit peMoHT. OhopMuTe COOTBETCTBYIOIIUN JOKYMEHT.

2. Bpl onozganu Ha paboTy Ha 2 yaca. PykoBoacTBo nmorpedoBano ot Bac oObsicHeHMI.
Od¢opmure COOTBETCTBYIOIINUNA JOKYMEHT.

3. OTpenakTUpyHTe TEKCTHI CIEAYIOUINX JOKYMEHTOB. COCTaBbTE UX MPABUIIbHBIN BapUaHT.

Bonpocsl k 3a4ery 2 Kypc

1. ITonsTne cucremMbl  JOKymMeHTauuu. VIcTopuueckoe  pa3BUTHE  CHCTEM
JIOKYMEHTaL1H.

2. OcHoBHbIE  (QYHKIIMOHAJIbHBIE CHCTEMbl JIOKyMeHTauuu B  Poccuiickoii
®denepanuu.

3. Cranpgaptuzanus ¥ yHUQUKALUsS JTOKYMEHTOB. YHHU(UIMPOBAHHBIE CHUCTEMBI
JIOKYMEHTaI1H.

4. Knaccugukaropsl 10KyMEHTHPOBAHHON UHYOPMAIIIH.

5. OpranuzannoOHHO-PACIIOPAIUTENBHAS JIOKYMEHTALUs. OK 011-93

«O0b1mepoccuiickuii  Kiaccu(PuKaTop yIpaBIEHUYECKOW TOKYMEHTAIMU» M OTPaKEHHE B HEM
YHU(PUITUPOBAHHOM CUCTEMBI OPTaHU3AIIIOHHO-PACTIOPSIUTELHON TOKYMEHTAIUH.

6. THITBI TOKYMEHTOB, HX KJIACCH(HKAIIHH.

7. JlokyMeHT Kak cucteMa. BHEUIHssI 1 BHYTPEHHSs CTPYKTypa JOKYMEHTa: o0mas
XapaKTEPUCTHKA.

8. IOpunuueckas cuna noxkymenta. HopmaTuBHO-MeToandeckas 0aza odopmiieHUs
JIOKYMEHTOB.

9. CrpyKTypa yrpaBlieHYeCKOTO JOKYMEHTa. PeKBU3UT U GOpMyNsap JOKYMEHTa, uxX
pa3BUTHE.

10. dopmyisip-obpaszer] OpraHU3alMOHHO-PACTIOPAAUTENBHOIO JOKYMEHTa: o01as
XapaKTEPUCTHKA.

11. TpeboBanus k O1aHKaM OpraHU3aMOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB.

12. TpeboBanus K 0 OpMIIEHHIO PEKBU3HUTOB 3aroJI0BOYHOMN YacTH
OpraHU3alMOHHO-PACIOPSAUTENBHBIX ToKyMeHTOB coryiacHo I'OCT P 7.0.97-2016

13. TpeGoBanust K  OQOPMIICHHIO  PEKBU3UTOB  COJAEPXKATEIBHOM  YacTH
OpraHU3alMOHHO-PACIOPSAUTENBHBIX JoKyMeHTOB coryiacHo I'OCT P 7.0.97-2016

14. TpeboBanust kK  OpOPMIICHHIO  PEKBU3UTOB  OodOpMIIIONIEH  YacTu

OpraHU3alMOHHO-PACIOPSAUTENBHBIX ToKyMeHTOB coryiacHo I'OCT P 7.0.97-2016



15. TexHuueckue TpeOOBaHUS K oopmienuro PEKBU3UTOB
OpraHU3alMOHHO-PACHOPSAAUTENBHBIX TOKYMEHTOB.

16. OpraHu3anroOHHO-pacTIOpAIUTEIbHAS JOKYMEHTAIM: 00IIe CBEACHUSI.

Bomnpock! k 3auety 3 cemectp 2 Kypc

1. Opranu3annoHHO-TIPABOBas JOKYMEHTAIH: OOLIHE CBEICHUS.

2. CocrapneHue U 0(pOpMIIEHUE OCHOBHBIX BHJIOB YUPEIUTEIbHBIX JOKYMEHTOB.

3. CocraBnenue u O(GOpPMIICHHE TMOJIOKEHHUH, INTATHOTO pPACIUCAHMs, MPABUII
BHYTPEHHEI0  TPYIOBOI'O  paclopsjka, HWHCTPYKLUUH, aJIMHUHUCTPATUBHOIO
periaMeHTa.

PacniopsinuTtenbHast JOKyMEHTaLus: 0011asi XapaKTepUCTUKA.
5. CocraBnenne u 0o(hOpPMIICHHE PaACHOPSAUTEILHBIX JOKYMEHTOB, W3[aBa€MbIX Ha
HNPUHIUIAX €IUHOHAYAIIHNS.
6. CocraBneHue u 0o(hOpPMIICHHE PACHOPSAUTEILHBIX JOKYMEHTOB, W3[]aBa€MbIX Ha
IPUHIUNAX KOJUIETHaIbHOCTH.
CocraBnenue 1 opopmIIeHHE TPOTOKOJIOB.
8. JlenoBas mepemnucka: oOIIMe CBEAEHUs, KIacCU(PUKALMs, pOib B YIPABIECHUYECKOM
JeSITeIbHOCTH, (YHKINU. 3aKOHOIATEIIbHOE PETYIMPOBAHUE ICTOBOM MEPETUCKH.
9. CpencrBa CBSI3M, HCHOJIb3yeMble Ul JIOCTaBKM JI€JIOBOM KOPPECHOHIECHILIUU.
TpeboBaHus K TOKyMEHTaM, IIepeIaBAEMbIM 110 KaHAJIaM 3JIEKTPOCBS3H.
10. O6mue TpeGoBaHUS K COCTABICHHUIO 1 O(hOPMIICHHUIO AeNOBBIX nrceM. Kommo3uius
TEKCTa, A3bIK, CTUJIb, TUKET JIEJIOBOTO IMUChMA.
11. TpeGoBaHus K J€JIOBBIM MHUCbMaM, CBA3aHHBIM C paclpocTpaHeHHeM HH(POPMALIUY.
12. TpeGoBaHus K JETOBBIM MUChbMaM, CBSI3aHHBIM C OOPAIICHUSIMU T10 BBITOJIHEHHIO
TeX WM UHBIX ACUCTBUI WM OKa3aHUIO YCIIYT.
13. TpeboBaHHs K MUCHMaM-OTBETaM.
14. TpeboBaHus K MMCbMaM MIPETEH3UOHHOTO XapaKTepa.
15. TpeGoBaHust K [EJNOBBIM IHChMaM, CBSI3aHHBIM C BBIPQKCHHEM BHUMAHHS |
y4acTHs.
16. TpeboBaHMsI K pEKOMEHAATEIBHBIM TUCHMAaM.
17. TpeboBaHMsI K CONMPOBOAUTEIBHBIM TUCHMAM.
18. TpeboBanust K 0OPOPMIICHHIO AKTOB.
19. TpeboBanust kK 0OPMIIEHUIO TOKJIATHOM, CTy’)KeOHON M 0OBICHUTEIHHOM 3aHCOK.
20. TpeGoBaHus K 0()OPMIICHHUIO CIIPABOK.
21. TpeboBaHus K 0()OPMIIEHHUIO CBOJIOK, 3aKJIFOYEHUH, OT3HIBOB.
22. TpeboBaHus K 0()OPMIICHUIO TIEpEUHEH, CTUCKOB.
23. TpeboBaHUs K MEPBUYHON YUETHOM JOKYMEHTALIUMH 110 INYHOMY COCTaBY.
24. TpeOoBaHUS K YaCTHBIM (JINYHBIM) JIOKYMEHTaM.
HTorosslii TecT 3a 2 pasae

>

~

Bomnpoc 1
Kto oopmiisier yueTHble INYHBIE KAPTOUKU:
Bribepure ouH OTBET:
a. pabOTHUK IO KajJpam
b. pyKOBOIUTEH CTPYKTYPHOT'O OPA3ICICHUS
C. 3AMECTHTENb PYKOBOJIUTEISI OpTraHU3aIHN
d. paboTHHK

Bompoc 2
CornacHo CTaHIapTU3NPOBAHHOMY OIIPECIICHUIO, BU] TICBMEHHOTO JIOKYMEHTA — 3TO:
Bri6epuTe ouH OTBET:
a. opuIMaNbHBIA TOKYMEHT, CO3JaHHBIN B MICHbMEHHOM BHU/IE
b. HamMeHOBaHHME JOKyMEHTa, O(OPMIEHHOTO IO YCTAaHOBJICHHBIM IpaBUIAM
MAIIHHOIMCHBIM CITOCOOOM
C. HpI/IHaIlJIC)KHOCTI: IIMCBMCHHOT'O I[OKyMeHTa K CUCTEMC I[OKyMeHTaI_[I/II/I 10 HpI/ISHaKaM
COJICPKaHUS U IICJICBOTO HA3HAYCHUS
d. pa3sHOBHIHOCTH JOKYMEHTa, HCIOJHEHHOTO TrpaduyecKMMH 3HaKamMu — OyKBamH,



udpamu, neporaudamu

Bompoc 3
CornacHo CTaHIAPTU3UPOBAHHOMY OIpEIeNICHUI0, YHH(HUIIMpOBaHHAst (hopMa TOKyMEHTA —
3TO:
BriGepute ouH OTBET:
a. nH(opMaIys, 3aMrcanHas Ha Pa3IMIHBIX HOCUTEIISAX 110 YCTAHOBIIGHHBIM MTPaBUJIAM
b. COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHU C PEIIACMBIMH B JIAHHOU
cdepe IeATENHHOCTH 337a4aMU M PACIOJIOKEHHBIX B ONPEICICHHOM IOPSAJIKE Ha HOCHTENE
uHpopmanuu
Cc. HA0Op PEKBU3HUTOB OQUIMAIBHOTO IMMHCHMEHHOTO JIOKYMEHTA, PACIIONIOXKCHHBIX B
OIIPENICIICHHOM TTOCIIeIOBATEIIBHOCTH
d. Habop peKBU3UTOB, HWACHTU(DHUIHMPYIOIUX aBTOpPa OQPHUIUAIBHOTO MHUCHMEHHOTO
JIOKYMEHTa

Bonpoc 4
YHupUKams J0KyMEHTOB — 3TO:
Bribepute oauH OTBET:
a. IpUMEeHEHUE TabJIUIl U aHKET
b. onpenenenue nopsaka opopmMICHUS JOKYMEHTOB
C. CBEICHHE K MHHUMYMY pa3Hoo0pa3usi BUJIOB U ()OPM JIOKyMEHTOB
d. pazpaboTka «mabiaoHay TOKyMeHTa

Bompoc 5

CornacHO CTaHIapTU3UPOBAHHOMY OIPEIEICHUIO0, OPraHU3alMOHHO-PACIOPAUTENbHBIN
JOKYMEHT — 9TO:

Br16epute ouH OTBET:

a. JIOKyMEHT, CO3JaHHbIM IOPUIUYECKUM WIH (PU3MUECKUM JHULOM, OPOPMIICHHBIH U
YIIOCTOBEPEHHBI B YCTAHOBJIIEHHOM TOPSAKE M HCHOJB3YEMBbIH B TEKYyLIEH AedaTeIbHOCTH
OpraHu3aluu

b. BUJ MMCBMEHHOTO JIOKYMEHTA, OTpaXkaroIui JIOKYMEHTUPOBaHUE
OpPraHU3alMOHHO-PACIOPAIUTENBHON AESITEIbHOCTA OPTaHOB, OPraHU3aluil U TOJKHOCTHBIX JINLL

C. BUJ IUCbMEHHOI'0 JOKYMEHTa, B KOTOPOM (PUKCHPYIOT pEIIeHUE aIMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIIPOCOB, A TAK)XXE BOIPOCOB yIpaBJIEHUs, B3aUMOACHCTBUS, 0OeCIIeUeHus U
perylnupoBaHus AESITEIbHOCTH OPraHOB BJIACTH, YUPEXKJIECHUH, NIPEINPUITUNA, OpraHu3anuil, ux
MOIpa3eJIEHUI U TOJKHOCTHBIX JINLL

d. mepBHUYHBINA, MUHUMAJIBHBINA 3JIEMEHT CHUCTEMBbl OPTraHU3AllMOHHO-PACHIOPSAUTEIBLHOU
JOKyMEHTaluu

Bomnpoc 6
Kakne mnoacucrembr HE BXxomdar B cucTeMy OpraHu3aliMOHHO-PAcHOPSAUTEIbHON
JIOKYMEHTaIUU:
Bribepute oauH OTBET:
a. OpraHM3alMOHHO-IPaBOBast JOKYMEHTAUs
b. nuaHoBast TOKyMEHTaLUs
C. pacnopsAUTENbHas JOKYMEHTAIUS
d. nHdOopMaLIMOHHO-CIIPaBOYHAS TOKYMEHTAIUs

Bonpoc 7
B kakom komoBoMm oOo03HaueHHM yHUUIMPOBaHHOW ¢Gopmbl nokymeHTa 05080819,
cornimacHo OKVY /1, BepHO oTpaxxeHbl UGPOBbIE MPU3HAKK KJIacCU(DUKAIINN:
Bribepure ouH OTBET:
a. 19 — KOHTPOIBHOE YK CIIO, KOTOPOE BBOJIUTCS BO M30ESKAHKE OMIMOOK MPH CYNTHIBAHUH U
UCTIONIBb3YeTCs MTPU MPOBEPKE 3aMUCH KOJa
b. 80 — moakmacc Gopmbl, T.€. OOIMIHOCTH COAEPKAHUS MHOKECTBA (OPM JOKYMEHTOB H
HaNpaBJICHHOCTh UX HCIIOIb30BaHUS



c. 050 — xmacc ¢hopMmel, T.e. MPUHAUICKHOCTh YHUPHUIIMPOBAHHONW (POPMBI TOKyMEHTa K
COOTBETCTBYIOIICH YHUPHUITUPOBAHHON CHCTEME IOKYMEHTAIIUH

d. 081 — perucrpaunMOHHBIH HOMEp YHU(PHIHUPOBAHHOW (OPMBI JOKYMEHTa BHYTPH
HOJIKIJIacca

Bomnpoc 8
Ha xakwuie THITBI TOAPa3IENSIIOTCS TOKYMEHTHI 110 TIPOUCXO0XKICHUIO:
Bribepute oguH oTBeT:

a. BXOJISIIINE/UCXOAAIIIE/ BHYTPEHHHE

b. uHAMBUAYaTbHBIE/TpadapeTHbIC/ TUIIOBBIE

C. TuuHbIe/ oULIMaAIbHBIC

d. obmenocTymnHbie/ KOHPUIACHITUATBHBIE/ CEKPETHBIC

Bonpoc 9
Kakoii NOKyMEHT S$BJISE€TCS OCHOBHBIM JIOKYMEHTOM O TPYAOBOU AEATEIIBHOCTH U O
TPYJOBOM CTa)ke pabOTHHKA!
Bri6epute ouH OTBET:
a. CTPaxoOBO€ CBUAETENILCTBO IOCYJAPCTBEHHOI'O IEHCUOHHOTO CTPAXOBAHUS
b. yueTHas TMYHAs KAPTOUKA
C. TpyAOBasi KHM)KKa
d. neHcnoHHOE yIOCTOBEpEHHE

Bompoc 10
Ha xakue TUIBI OAPa3aeNsatoTCs JOKYMEHTHI 110 CIIOCO0Y M3T0KECHHS:
Boi6epute ouH OTBET:
a. TUChbMa/TenerpaMmbl/  TeneOoHOrpaMMbl/ TelIeKChl/ (hakcorpaMMbl/ AJIEKTPOHHBIC
coo01eHus
b. unauBUAYyanbHbIE/ TpadapeTHbIe/ TUIOBBIE
C. MOJVIMHHUKH/ KONIUU/ AyOJINKaThI
d. obGmenocTynHble/ KOH(pUIECHIIMATbHbIE/ CEKPETHBIE

Bomnpoc 11
[To xakoMy MpU3HAKy JOKYMEHTHI OAPA3IEISIIOTCS Ha MOUIMHHUKY (OpUTHHAJBI)/ KOUu/
NyOJINKATHI:
Boi6epuTe ouH OTBET:
a. mo opme npezacTaBIeHUsA
b. o chepe gesTenpbHOCTH
C. 10 crocoOy nepenadn
d. 1o cTeneHu NOAIMHHOCTH

Bormpoc 12
CornacHo cTaHAAPTU3NPOBAHHOMY ONPEIEIEHUIO, CUCTEMA JOKYMEHTAIMU — JTO:
Bribepute oauH OTBeT:
a. COBOKYIMHOCTb JOKYMEHTOB, OOpa3yoLIMXCs B JEATEIbHOCTH IOPUANYECKOTO HITH
buznyeckoro auna
b. KOMIUIEKCHl JIOKyMEHTOB, OTpaXXalolle MPOU3BOJCTBEHHbIE, YIPABICHYECKHE,
(buHaHCOBbBIE MPOIIECCHl NPEANPUITUN, OPraHU3aALNN, YUPEKICHHUHI
C. CCTEMa HOPMATUBHBIX AKTOB, PErTIAMEHTHPYIOLINX JOKYMEHTUPOBAHUE JESATEIBHOCTH
U IOKYMEHTOOOOPOT NPEANpUATUI PA3INYHBIX OPraHU3alMOHHO-TIPABOBBIX (POpM
d. COBOKYMHOCTb JIOKyMEHTOB, B3aMMOCBS3aHHBIX I10 TPU3HAKAM MPOUCXOXKACHUS,
Ha3HAYCHMs, BUAQ, CPephl NeITEIbHOCTH, €AMHBIX TPEOOBaHUI K HX 0(OPMIICHHIO

Bomnpoc 13

KaKI/Ie BU/IbI ,Z[I/ICI_II/IHJII/IHapHBIX B3BICKaHHﬁ BIIMCBIBAKOTCA B pr,[IOBYIO KHI/DKKy:
Bri6epute oguH OTBET:
a. B3bICKaHUSA B TPYAOBYIO KHIDKKY HE 3alIMCBIBAIOTCS



b. yBonmbHEHUE
C. CTPOTHI BBITOBOP
d. Bce BUBI AMCIUILTHHAPHBIX B3BICKAHUN BIMCHIBAIOTCS B TPYIOBYIO KHUXKKY

Bompoc 14
Kakoii TOKyMEHT He BXOIUT B KOMIUICKT JOKYMEHTOB O KOMaHIMPOBAHHU C KOJIOBBIM
obo3HaueHueM ¢popmsl T:
BriGepute ouH OTBET:
a. KOMaHIMPOBOYHOE yJOCTOBEPEHHE PAOOTHUKA
b. mpuka3z (pacmopspKeHHE) O HaNpaBICHUU OTICIBHOTO PAO0OTHHKA WM TPYIIIBI
pabOTHUKOB B KOMaHAUPOBKY
C. CIIy’)KeOHOE 3a/IaHNe C OTYETOM O €T0 BHITIOJTHEHU!
d. aBaHCOBBI OTYET
Bomnpoc 15
Ha xakwme rpynmbel nensrcs oduumanbHble JOKYMEHTHI TO cdepe AeATeNbHOCTH (IO
(GYHKIIMOHATIBLHOMY TTPU3HAKY):
Bri6epute ouH OTBET:
a. yHU(UIMPOBaHHbIE/HEYHUUITUPOBAHHBIE
b. pyHKIIMOHAIBHEBIE/OTpACIIEBEIC
c. opurmanpHbIe/HEOPHUITHATHHBIC
d. ynpaBieHYeCKHe/ TeXHUICCKHE

Bompoc 16
Kakoil 1oKkyMeHT Hesb3s1 OTHECTH K JIMYHBIM JOKYMEHTaM:
Boi6epute ouH OTBET:

a. XapaKTepUCTHKA

b. pe3rome

C. IMYHAas KapTO4Ka

d. aBrobuorpadus

Bomnpoc 17

CornacHo  CTaHIApPTU3UPOBAHHOMY  OINpPENEICHUIO,  YHU(HUIMPOBAHHAs  CHUCTEMa
JIOKYMEHTAIUU — 3TO:

BeiGepute oauH OTBET:

a. COBOKYIIHOCTb JOKYMEHTOB, B3aWMOCBSI3aHHBIX IO TpPU3HAKAM MPOUCXOXKICHUS,
Ha3HAueHUs, BUJA, cephl JeITeIbHOCTH, €IMHBIX TpeOOBaHUN K MX 0(hOpMIICHHUIO

b. cucrema mokymeHTanmu, cocTaBiIeHHE M O(QOPMICHHE KOTOPOH periaMeHTHPOBAaHO
HOPMAaTUBHBIMH aKTaMHU

C. cucTtemMa JOKYMEHTalluu, CO3JaHHas MO €AMHbIM TMpaBUiIaM U TpPeOOBaHUSAM,
cojepxamas uHPOpMalKIo0, HEOOXOAMMYIO JUId YOpaBJIeHHUs B ONpEAETIeHHON cdepe
JeSITEIIbBHOCTH

d. cucrema ToKyMeHTaluu, UMEIoLIast €AUHbIH GopMyIIsip

Bompoc 18
KakuM  JOKYMEHTOM  JIOJDKHBI ~ PYKOBOJICTBOBATHCS  JCJONPOW3BOAMTENHA  TPH
JOKYMEHTHPOBAaHUH ATAIOB TPYIOBOIO IIMKJIA — OT IpHeMa Ha paboTy HOBOT'O COTPYIHUKA JI0 €T0
YBOJIBHEHUSI:
Bribepure ouH OTBET:
a. ['ocymapcTBeHHas cucTeMa IOKyMEHTAlMOHHOTO o0ecnieueHus ynpasieHns. OCHOBHBIE
nojoxenus. O0uye TpeOoBaHU K TOKYMEHTaM U CIyk0aM JI0Ky-MEHTallMOHHOTO 00ecreueHus
b. oCT P roct P 7.0.97-2016 «YHupuUUMpOBaHHAs  CUCTeMa
OpraHU3alMOHHO-PACHIOPSAUTENBHOM ToKyMeHTanuu. TpeboBaHus K 0(OPMIIEHUIO JOKYMEHTOBY
c. AitbOoM yHUDHUITUPOBAHHBIX (GOPM MEPBUIHOM YUETHON TOKYMEHTAIIMH 10 YUETY Tpyaa
U ero oIuIatel, yreepxkaeHHbIM [locranoBinenueM I'ockomcrara Poccun
d. Obmepoccuiickuii kKaccuGuKaTop ynpaBiIeHIECKOW TOKYMEHTAIUH



Bompoc 19
Kaxkas s3p1K0Bast popMysia yMeCTHa B 3asBICHUU:
Bribepure ouH OTBET:

a. «B Moei mpoch0e MpoIry He 0TKA3aTh. ..»

b. «3apaHee MpU3HATEICH»

c. «BecbMa yoenutenpHo Bac mpormry»

d. «mpomry Bamero cornacus Ha...»

Bompoc 20
Kakue 31eMeHTBI SBISIOTCS CAMBIMH KPYITHBIMH CTPYKTYPHBIMH 3JIEMEHTaMH JOKYMEHTA
KaK CHCTEMBI:
BriGepute ouH OTBET:
a. copepxkanue u hopma
b. 3aroj0BoYHas, comepKaTenbHas U 0POPMIISIONIAs YaCTH
C. PEKBHU3UTHI
d. cimy>)keOHOE U pabodee 1moJjie TOKYMEHTa

Bomnpoc 21
[Tponomxkure onpezneneHue: GopMyssip TOKYMEHTA 3TO - ...
BeiGepute oauH OTBET:
a. HabOp pPEKBU3UTOB OQHUIMATIHHOIO MHUCHMEHHOTO JIOKYMEHTA, PACIIOJIOKEHHBIX B
OIIpeIeNIEHHON MOCIIe10BATEIbHOCTH
b. HaOOp pEKBH3WTOB, WACHTUPHUIMPYIOUIMX aBTOpa O(UIMAILHOTO MHCHMEHHOTO
JIOKYMEHTa
C. 3aUKCHUpOBaHHAs Ha MaTepHaJIbHOM HOCUTENle HWHPOpPMaLUs C PEKBHU3UTAMHU,
HO3BOJISIOIIMME €€ UAECHTU(PHUIIUPOBATH
d. BHYTpeHHSS GopMa AOKYMEHTa, ONMPEACISIomas CTPYKTYpy TEKCTa U €ro S3BIKOBBIE
0COOEHHOCTH

Bomnpoc 22
[Tponomxute onpenenenue: O1aHK JOKYMEHTA — ITO ...
BeiOepute oauH OTBET:
a. MOJIeJIb MTOCTPOEHUSI TOKYMEHTa, YCTaHaBJIMBaloIlasi 00J1acTh TpUMEHEHUs, (OopMaThl,
pasMepsl NoJieH, TpeOOBaHUS K TOCTPOCHUIO KOHCTPYKIIMOHHON CETKH U OCHOBHBIE PEKBU3UTHI
b. TumoBas MoJenb, CcoJep)Kallas COBOKYMHOCTb OOS3aTEIbHBIX PEKBU3UTOB,
CBOWMCTBEHHBIX JOKYMEHTaM YHHU(PHUIHPOBAHHON CHCTEMbI OpPraHU3allMOHHO-PACHIOPSIAUTEIbHON
JIOKYMEHTAIIUU ¥ PacIOIOKEHHBIX OINpe/IeIeHHBIM 00pa3oM
C. HabOp pPEKBU3UTOB OQUIMATIBHOIO MUCHMEHHOIO JIOKYMEHTA, PACIOJIOKEHHBIX B
OIIpEIEIIEHHON MOCIIEeI0BATENBHOCTH
d. HaGop pEeKBHU3HUTOB, WAECHTHUPHUUMPYIOUIMX aBTOpa O(UIHUAIBHOTO MHCHMEHHOIO
JOKYMEHTa

Bormpoc 23
Kakoe konoBoe o6o3nauenue Ha nokymente HE unentudunupyer aBropa:
Bribepute oauH OTBET:

a. OI'PH

b. MHH/KIIIT

c. OKY [

d. OKIIO

Bompoc 24

Kakoli u3 nmepeuncieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM YIOCTOBEPEHUSI:
Bri6epute oquH OTBET:

a. OTTUCK TIeYaTu

b. rpud yrBepkaeHus

C. rpud coriiacoBaHus



d. moanuce

Bompoc 25

Ha xakom Buzie IMYHBIX JOKYMEHTOB 0(OpPMIISIETCS apecar:
Bribepure oauH OTBET:

a. XapaKTepUCTHKA

b. TOBEpEHHOCTH

C. pe3romMe

d. 3asBnenue

Bompoc 26
KakoMy TIOHSATHIO COOTBETCTBYET CJCHYIOIIAs XapaKTePHCTUKA: <ATOT (HOPMYIISp
XapaKTepU3yeTcss OMpPEeICHHBIM KOJIMYECTBOM PEKBU3UTOB, PACIOIOKEHHBIX B CTPOTOU
MOCJICIOBATEIBHOCTH, M XapaKTEePEeH Il KOHKPETHOTO BUJa JOKYMEHTOB, HallpUMeEp, TpUKa3a,
aKTay:
BriGepute ouH OTBET:
a. THTIOBOH popmyIisip
b. popmyssp
c. hopmynsip-obpasen
d. uHaMBUAYaNbHBIN HOPMYIISP

Bonpoc 27
KakoMy IOKYMEHTY COOTBETCTBYET CIEAYIONIas XapaKTEPUCTUKA: «ITO MUCHBMEHHOE
MIOJTHOMOYHE, BBIZIABAEMOE OJTHHM JIUIIOM (YUPEXKICHUEM) IPYTOMY JIUILY JJIs IPEICTABUTEIbCTBA
nepe] TPETHUM JIULIOM.
BeiGepute ofuH OTBET:
a. pacrucka
b. 3asBieHME
C. IOBEPEHHOCTH
d. cpaBka

Bomnpoc 28
Ha xaxue BuIBI MOApA3IENSIIOTCS ONAaHKK JOKYMEHTOB 10 PACIOJIOKECHHUIO PEKBH3UTOB
cornacHo 'OCT PT'OCT P 7.0.97-2016:
Boi6epuTe ouH OTBET:
a. YIJIOBbIE U MPOJIOJIbHBIE
b. 00t 6;aHK, 6J1aHK MUChMA, OJTaHK KOHKPETHOTO BH/1A JOKYMEHTA
c. OmaHK opraHu3anuy, OJaHK CTPYKTYPHOTO MOJpa3/ieIeHUus] OpraHu3aluy, OJaHK
JIOJDKHOCTHOTO JINIA
d. neHTprpoBaHHBIE U (pIIaroBble

Bompoc 29
OTMETUTH BOMPOC
Kakoe ompeneneHue OpUANYECKON CHIIBI JOKYMEHTa SIBJSETCS CTaHIApPTU3HUPOBAHHBIM
(3axperuteno B TOCT P 51141-98):
Bri6epuTe ouH OTBET:
a. FOpUIMYECcKas CHJIa JOKYMEHTa — 3TO CBOMCTBO O(PHUIIMAIBEHOTO IOKYMEHTa, COO0IIaeMoe
€My JIeHCTBYIOIIMM 3aKOHOJATEIhCTBOM, KOMIIETEHIIMEH UW3JaBIIEr0 €ro opraHa u
YCTaHOBJIEHHBIM MOPSAAKOM 0(OPMIICHHS
b. ropuanueckas cuiia JOKYMEHTa — 3TO CHOCOOHOCThH YIPaBIEHYECKOTO JTOKYMEHTa
BBICTYIIATh B KA4YCCTBC 00s13aTEIBLHOTO IJId YYaCTHHUKOB YIPAaBJICHUSA: OpraHOB YIIPABJICHUA, UX
CTPYKTYpHBIX  TOApA3JENCHU, OOIIECTBEHHBIX  OpraHW3aluii, JOJDKHOCTHBIX  JIHII,
rOCY/IapCTBEHHBIX CIY>KAIIUX U TPakIaH
C. IopUAMYecKast Cuila JOKYMEHTa — 3TO COOTBETCTBUE IOKYMEHTHPOBAHHOM HH(pOpMaINU
TpeOOBaHUAM O(DHUITMATBPHOCTH, TOCTOBEPHOCTH, 00BEKTUBHOCTH, 0€CCITOPHOCTH, OCHOBAaHHBIM Ha
3aKOHOJIATEIILCTBE



d. ropunuyeckas cuia JOKYMEHTa — 3TO YCJIOBHE, MPU KOTOPOM MH(MOpMALIUs TOKYMEHTA
MOXXET OBITh WCTOJb30BaHa B cdepe ynpaBiieHHss 0€3 COMHEHHS B €€ JIOCTOBEPHOCTH ISt
OCYIIECTBIICHUS JIFOOBIX JEHCTBHIA

Bompoc 30
OTMETUTH BOMPOC
KakoMy TepMUHY COOTBETCTBYET CIIEAYIOIIEE CTaHAAPTU3UPOBAHHOE OIPEAEICHUE
(3akperiennoe B 'OCT P 51141-98): «.... — 3TO mpocTaBieHHUE HEOOXOJAMMBIX PEKBHU3UTOB,
YCTaHOBJICHHBIX MMPABUIAMH JOKYMEHTHUPOBAHUS:
Bribepute oauH oTBeET:
a. ohopMIICHUE TOKYMEHTA
b. yaudukanus 10KkymeHTa
c. popmymsap-obpazen
d. cocraBnenue 10KymMeHTa

Bomnpoc 31
OTMETUTB BOIIPOC
Kakoili JOKYMEHT SBJSIETCS OCHOBHBIM AaKTyallbHBIM HOPMATHUBHBIM JIOKYMEHTOM B
o0acT coctaBieHUs U 0()OPMIICHHUST OPraHU3AIMOHHO-PACTIOPSIAUTENILHONW JOKYMEHTAIIHH:
Bribepute oauH OTBET:
a.'OCT P 6.30-2003
b. IlpaBuna nenonpousBoACTBAa B (eAepalbHBIX OpraHax HCIOJHUTEIBHON BIACTH,
yrBepxaeHHble [locTanoBeHneM [paBurensctBa PO ot 15 urons 2009 r. Ne477
c. OKYJ - OK 011-93. OOmepoccuiickuii KkiacCUPUKATOp yIpaBIeHYECKOU
JNOKyMeHTanuu, yrBepkaeHHbi [loctanoBinennem I'occranmapra P ot 30 mexabps 1993 r.
Ne229
d. TCAOY — l'ocymapcTBeHHasi CUCTEMA IOKYMEHTAIIMOHHOTO 00CCIICUCHUS YITPABICHHUS.
OcHoBHble nonokeHus. OO1ue TpeOOBaHUA K TOKYMEHTaM U CiIy)k0aM JOKYMEHTAI[HOHHOTO
obecnieuenust, yrBepxxaernas npukazoM ['maBapxusa CCCP ot 23 mast 1988 r. Ne 33

Bompoc 32
B kakoMm cnmyudae ydpexaeHHe MMeeT MPaBO YAOCTOBEPATH JOBEPEHHOCTh Ha TMOJTyYCHHE
JIEHE)KHOI'0 BKJIaJa B OaHKe:
Bribepute oauH OTBET:
a. €CJIM JOBEPUTEITh U JIUI0, KOTOPOMY OH JIOBEPSIET, SIBJISIOTCS rpakaaHamMu Poccuu, XoTs
U HE SIBISIOTCS paOOTHUKAMU JAHHOTO YUPEKICHUS
b. ecnm JoBepUTENb SBIISETCS PaOOTHUKOM JAHHOTO YUPEKIACHHS, a JIUIIO0, KOTOPOMY OH
JIOBEPSIET, HE ABISETCS paOOTHUKOM JAHHOTO YUPEKICHHS
C. €CJIM JIOBEPUTENTh HAXOIUTCS HA CTAIIHOHAPHOM H3JICUCHUH, HO SBJIICTCS PaOOTHUKOM
JAHHOTO YYPEXKJIEHUS, U JIUI0, KOTOPOMY OH JIOBEpPSIET, TAaKXKe SBISAETCS paOOTHUKOM JAaHHOTO
YUYpeXIeHUs
d. ecniu oBepuUTENH HE ABISIETCS pAOOTHUKOM JJAHHOTO YUPEKICHHUS, a JTUI0, KOTOPOMY OH
JOBEPSIET, SIBIsIETCA paOOTHUKAMU IAaHHOTO YUPEXKACHUS

Bomnpoc 33
OTMETUTB BOIIPOC

Kaxk mepeBoaHuTCS ¢ TATHHCKOTO TEPMUH «PEKBU3UT» (J1aT. requisitum):
Bri6epuTe ouH OTBET:

a. MUHUMaJIbHas 9acTh

b. Tpebyemoe, HEOOXOaMMOE

C. CTPYKTYPHBII 2JIEMEHT

d. atpulyT comepkanus

Bomnpoc 34
KakoMy TepMHHY COOTBETCTBYET ClEAYIOIIEe CTaHIAPTU3MPOBAHHOE OIpEeIICHNE
(3akperuienHoe B ['OCT P 51141-98): «.. — 3TO o00s3aTenbHBIA 3JIeMEHT O(OpMICHHUS



o(pHUIIMANBHOTO JOKYMEHTaY:
Bri6epute oguH OTBET:
a. PEKBHU3UT JIOKYMEHTA
b. 3aroyioBoYHas 4acTh JOKYMEHTA
c. paboyee 1oJsie JOKYMEHTa
d. 61aHK TOKyMEHTa

Bomnpoc 35
Kakoit Habop mudp B komoBoMm ob6o3HaueHuu ¢opmbl gokymenta 0720302 obGo3Hauaer
Kiacc popmbl TOKyMeHTa:
Bribepure oauH OTBET:
a. 20
b. 07
c. 302
d. 203

Bompoc 36

Ha kakux ¢opmax npocraBisiercsi KoJ (GOpMbI TOKyMEHTa:
Bri6epute ouH OTBET:

a. Ha Bcex OjaHkax

b. Ha yHUPHUIMPOBAHHBIX Popmax

C. Ha BCEX JIOKyMEHTax

d. Ha HeyHHUIMPOBAHHBIX (opMax

Bompoc 37
Kakwue criocoOs1 oopmienust 1aTel cooTBETCTBYIOT TpeboBanusm ['OCT P 7.0.97-2016:
.09.03.13;
. 09 mapta 2013 1.;
. 09 mapra 2013 rona;
.09.03.2013 5
. 2013-03-09;
. 2013.03.09;
.09.03.2013.
Bribepute oauH OTBET:
a.1,4,7
b.2,6,7
C. BCE BapUaHThI, KpoMe 5
d. Bce BapuaHThl, kKpome 3

~NOo Ok WP

Bomnpoc 38

Kaxoit aieMeHT perucTpaiiioHHOTO HOMEpa JOKYMEHTA SIBIISIETCS 00s13aTeTbHBIM:
Bri6epuTe ouH OTBET:

a. MHACKC JIeJIa 0 HOMEHKJIAType Jel

b. uaopmanust 06 UCTIOTHUTENSIX

c. mHpOpMaITUs O KOPPECTIOHICHTE

d. mopsAIKOBEII HOMED

Bomnpoc 39

Vkaxunute BEPHOE Bricka3siBaHME:

Bri6epute ouH OTBET:

a. Ha 6manke muchMa mpoCTaBIISIETCS] OTPAaHUYUTENbHAS OTMETKA Tl pekBu3uTa «CChlika
HA PETUCTPAIlMOHHBII HOMEp U JaTy JAOKYMEHTa» CIEOYIOIIUM 00pazoM: « oT

»

b. Ceenenusi B pekBuszure «CcChlUIKa Ha PETUCTPALMOHHBIA HOMEP M JAaTy JOKYMEHTa»
MPUCBAUBAIOTCS OpraHU3alUe-aBTOPOM OTBETHOI'O MUChMa

c. PexBusur «Cchuika Ha J1aTy U PErHUCTPALIMOHHBIA HOMEp JAOKYMEHTa)» 3alOJHSETCS B




MPEUMYILIECTBEHHO B MUCbMax-oTBeTax. CBElIEHUS B PEKBU3UT MEPEHOCSITCS C MOCTYMHUBIIETO
JIOKYMEHTA

d. Yka3zanue DaHHBIX O MOCTYMUBIIEM MHUChME Ha OJaHKE MUChMa B BHJIE OTAEIHHOTO
CCBUIKM Ha PErHCTPAIlMOHHBIA HOMEpP W JaTy JAOKYMEHTa HE HCKIIYaeT HEOOXOIMMOCTH
CCBhIIaThCS HA HUX B TEKCTE€ OTBETHOI'O MHChMA: B Hauaje TEKCTa MUChMa BCET/a CIIeyeT MUucaTh
«Ha Bam Ne ... ot ...»

Bonpoc 40

B kakom manmexe yKa3bBalOT HAMMEHOBAHWE OpraHHM3allMd M €€ CTPYKTYPHOTO
MIOJIPA3JICIICHUS] B PEKBU3UTE «AJIpecary:

Bribepure oauH OTBET:

a. B POJHUTEIHHOM

b. B IMEHUTETHFHOM

C. B JIaTEJIbHOM

d. B mpeioxxHOM

Bompoc 41

Ha kaxux nokymentax HE odopmisiercst pekBu3uT «Aznpecary:
Boi6epute ouH OTBET:

a. CIIpaBKa

b. mucpmMo

C. ciry)xeOHasl, JOKJIaHas U 00bACHUTEIbHAS 3aIICKH

d. OIKHOCTHASI HHCTPYKITHS

Bompoc 42

Kakoii pexkBU3UT 0opMIIsIeTCs TOCIETHUM TIepe]] TeM, KaK JOKYMEHT OyAeT OTIpaBieH Ha
XpaHCHUE:

Br16epute oquH OTBET:

a. OTMETKA O MOCTYIUICHU! JOKYMEHTA B OPTaHU3aIHIO

b. oTMeTKa 00 UCIIOJIHHTEIE

C. rpud yTBEPKICHUS

d. oTMeTka 00 UCTIONHEHNHU JOKYMEHTA U HAMlPaBJIEHUH €T0 B JI€TI0

Bomnpoc 43
Kakoe oopmienne ocHoBaHusI ToKyMeHTa cooTBeTcTBYeT TpeboBanusm 'OCT P 30-2003

(B ckoOkax 0003Ha4YeH KIIHOYEBOH I11aros pacrnopsIuTeIbHON YacTH JOKYMEHTA):

Boi6epuTe ouH OTBET:

a. Ha ocHoBanun npukaza MunucrepcTtBa o0pazoBanust 1 Hayku P® ot 15 suBaps 2013
Nel5 «O nopsnke npoBenenus arrectanuu By3oB» (IIPUKA3BIBAIO)

b. C wmemo HCIONHEHHsS TMpUKa3a peKTopa 00 YKPEIUIEHUH TPYAOBOM IUCIMITIIMHbI
(ITPEJIAT AIO)

c. B cBsI31 ¢ HEOOX0IUMOCTHIO HCTTONHUTD Npuka3 MuHuctepcTBa (IIPUKA3BIBALO)

d. Bo ucnonnenne npukaza OAO «MMK» Ne 45 «O mopsake 3aKkiIO4eHHs JOTOBOPOB
(ITPEVTAT ALO)

Bomnpoc 44
Ombnemy u ToBapHbiit 3Hak HE Bocnipon3BoasT Ha OiaHKe, €clii Ha HEM MOMeEILeH (-a):
Bribepure ouH OTBET:
a. P300S
b. orTHCK TepOoBOH MeyaTH
c. l'ocynapctBennsiii rep6 Poccuiickoit Deaepanmn
d. moanuce

Bompoc 45
BeiGepute npaBuibHbIN BapuaHT 0(OPMIICHHS MOANNCH B PACHIOPSAUTEIILHOM JIOKYMEHTE
OpraHu3anuu (IIpUKase, paclopsKEHUH):



M.IL

M.IL

M.IL

M.IIL.

Bribepure ouH OTBET:
d.

I'enepanbHBI  JUPEKTOP
bensxos

12.12.2013

b.

I'enepanbHbII AUPEKTOP
000 «Kommnacy
bensikos

12.12.2013

C.
['enepanbHbIil TUPEKTOP
000 «Kommnacy»
bensxos

d.
['enepanbHbI TUPEKTOP
bensikos

Bompoc 46

IToamuce

IToamuce

Iloamuce

Tloamuce

Ha xakom 9K3EMIIIIpE ACJIOBOI0O IHMCbMaA, HOATOTOBJIICHHOM JUISA OTIPABKU aJapecary,
MMPOCTABJIAIOTCS BU3bI:

Br16epute oquH OTBET:

a. Ha IOJJIMHHUKE, OTIPABIIIEMOM aIpecary
b. Ha KOIKU, TOMELIAEMOHl B JIeNI0 OpraHU3aLuu
C. Ha MUCbMaxX BHU3bI HE OPOPMIISIOT

d. Ha mNoANMHHUKE, OTMNpaBIsIEMOM ajpecaTy, M Ha KOMHUH, IOMEIIaeMOi B JAeJ0
OpraHu3aIu

Bomnpoc 47

Vkaxute BapuaHT 0GOPMIICHHS OTMETKHM 00 ucrnonHuTtene, ycrtaHoBiaeHHbd ["OCT P
6.30-2003:

Boi6epute ouH OTBET:
a.
Ilecmpsxosa Onvea I'ennaovesna
Ten. 22-34-75

b.
Ilecmpsaxosa O.I'".
22-34-75

C.
O.I'. Ilecmpskosa
22 3475

d.

Ucn. Ilecmpsaxosa Onvea I 'ennadvesna

22-34-75

Bomnpoc 48

Kakoii PCKBU3UT UCIIOJIB3YCTCA AJId YAOCTOBCPCHUSA JJICKTPOHHOI'O JOKYMCHTA!:

Bribepute oauH OTBET:

a. AJIeKTpOHHAas 1KdpoBas NOANHUCH
b. uaeHTUPUKATOP IEKTPOHHON KOMMMH JOKYMEHTa

C. KoJl hOpMBI TOKYyMEHTa

d. perucTpanioHHBIA HOMEP TOKYMEHTa

Bomnpoc 49

KakoMy TepMUHY COOTBETCTBYET CIIEIYIOIIAsl XapaKTEPUCTHKA!

OT0 BUJI MUCBMEHHOTO JOKYMEHTA, B KOTOPOM (DUKCHUPYIOT PELICHUS aIMUHUCTPATUBHBIX U
OpTraHU3AI[MOHHBIX BOIIPOCOB, a TAK)KE BOIIPOCOB YIPABICHUS, B3aUMOICHCTBUS, 00CCTICUCHHS 1



pEryJIHpOBaHUs AESITEILHOCTH OPraHOB BIACTH, YUPEKACHUH, MPEANPUATUH, OpraHu3anui, ux
HO/pa3AeIeHUH U TOTPKHOCTHBIX JIHII.

Bribepure ouH OTBET:

a. CIIY)KCOHBINA TOKYMEHT

b. opunMaNbHBIA JOKYMEHT

C. YIIPaBJICHYECKUI JOKYMEHT

d. opraHu3anoOHHO-PACIOPSIAUTEIBHBINA JOKYMEHT

Bompoc 50
Y Kakoro BHJA OPraHWU3AIMOHHO-TIPABOBOW JIOKYMEHTAIUU TPEOOBAHUS K TEKCTY

YCTaHOBJICHBI B 3aKOHO/IATEIIHHOM TIOPSIIKE:

BriGepute ouH OTBET:

a. LITaTHOE PacICaHue

b. JOKHOCTHASI HHCTPYKITHSI

C. ycTaB

d. MHCTPYKIIMST HOPMATUBHO-METOAMYECKOTO XapaKTepa

Bomnpoc 51

Onpenennure, K KaKOMy OPTaHU3AIMOHHOMY JOKYMEHTY OTHOCHTCS TIpeJiaracMbli
dbparMeHT TeKcTa JOKYMEHTa!

1. Qupmennoe HaumeHOBaHUE U MECOHAXOHCOEHUE 0DOUecmsea

1.1.Ilonnvim  pupmenuviM  Haumenosanuem obwecmea saeigemca: Obwecmso ¢
ocpanuyennou omeemcmeennocmoio «MUP». Coxpawennoe @upmennoe HaumeHoO8aHUe
oowecmea — OO0 « MHUP».

1.2 IOpuouueckuii aopec obwecmsa: yn. CpeouzemHomopckas, 0.1, e. Maenumozopck,
Yenabunckas oba., Poccus, 455012.

BeiGepute ofuH OTBET:

a. TIOJIOXKEHHUE 00 OpraHU3aINH

b. ycraB

C. IpaBHJIa BHEUTHEH TIEPENICKH OpTaHU3aluu
d. MTHCTPYKLUS MO AETONPOU3BOJICTBY

Bomnpoc 52

Cpeau JOKadbHOW  OPraHM3allMOHHO-PACHOPSAMTENBHOW  JIOKYMEHTALIMM  BBICHIINM
IOPUJINYECKHUM CTaTycoOM 00JIa/laeT:

Boi6epuTe ouH OTBET:

a. OpPraHM3alMOHHAs TIOKyMEHTaLUs

b. pactiopsiauTeNbHAs TOKYMEHTAIIUS

¢. nH(pOPMAIMOHHO-CIIPaBOYHAs JOKYMEHTAIUS

d. Bce rpynmnel OpraHu3alOHHO-PACTIOPSIIUTENBHON JOKYMEHTAIIMH 00J1aJal0T OJIMHAKOBO
BBICOKUM IOPUANYECKHM CTaTyCOM

Bompoc 53

B kakom psny Bce  NEpPEUMCIICEHHbIE  BUABl  JOKYMEHTOB  OTHOCATCS K
OpraHU3aIMOHHO-TIPAaBOBBIM:

Bribepute oauH OTBET:

a. MOJIO’KEHHE O CTPYKTYPHOM MOAPA3ACIICHUN, JOHKHOCTHASI MHCTPYKIUSA, aHATUTHYECKas
CIpaBKa

b. nmpaBuwia BHYTPEHHEro TPYAOBOTO  pAaCIOpsAIKa, JODKHOCTHOM — pPErJIaMeHT,
aIMUHUCTPATUBHBIN PETIaMEHT

C. YCTaB, IUTATHOE PACIIUCAHUE, OTYET

d. yapenurensHbIil noroop; ykas [Ipesunentra PO; nHCTpyKIHS MO J€T0NPOU3BOJICTBY

Bonpoc 54
B xakux oprannsanusax moxxer HE BecTuch kaapoBas JOKyMEHTaLUs:



Bribepure ouH OTBET:

a. KajpoBas JOKYMEHTAIlMs BEISTCS BO BCEX OPraHU3alUsX HE3aBUCUMO OT HX
OpTraHU3aIMOHHO-TIPABOBOM (hOPMBI

b. B HEKOMMEPUYECKHX OpTaHHU3aIHsIX

C. B KQ3€HHBIX TOCYJAPCTBCHHBIX YUPEKICHUIX

d. B aKIIMOHEPHBIX OOIIECTBAX

Bomnpoc 55
Kakue pacnopsiauTelibHbIe JOKYMEHTBI W3JAOTCS IO OIEPATHBHBIM BOIPOCAM U JUIS
OpTaHHU3AIMH UCIIOJIHEHUS APYTUX PACTIOPSAUTEIBHBIX JOKYMEHTOB:

BriGepute ouH OTBET:

a. MPUKa3bl

b. pemenus

C. MOCTAHOBJICHUS

d. pactiopspxkeHust

Bompoc 56

Kakue pacrnopsauTenbHble JTOKYMEHTBl OTHOCATCS K JOKYMEHTaM, CO3[aBacMbIM B
YCIIOBHSAX KOJUICTHATIBHOCTH:

BeiGepute ofuH OTBET:

a. peleHHs

b. mpukasbl

C. YKa3aHHs

d. pactiopspkeHHs

Bomnpoc 57

KakoMy MOHATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTEPUCTHKA!

OTO JOKYMEHT, COJepKalluii TmpaBuUjia TOBEJIEHUS, paclpOCTpaHsSIOUIMecs Ha
HEOMpeeNIeHHbI Kpyr JIMIl, HM3/JaHHble HAa OCHOBAaHMM W BO MHCIIOJHEHHE (QerepaTbHOro
3aKOHOJATENbCTBA, O00s3aTeNbHbIE JUISI MCIOJHEHHUS OpraHaMHM TIOCYJapCTBEHHOM BIIACTH,
MECTHOTO CaMOYIIPABJICHUS, HMX JOJDKHOCTHBIMM JIMLAMH, HOPUAUYECKUMU JHLOAMU U
IrpaKJaHaAMU.

BeiGepute oauH OTBET:

a. HCHOPMAaTHUBHBIN ITPABOBOM aKT

b. HOpMaTHUBHBIN TPABOBOM aKT

C. IPaBOBOM aKT

d. HopMBI TpaBa

Bomnpoc 58

Kakumu crnoBamMu JOMKEH HAUMHATHCS TEKCT MPHUKa3a, €CIM €ro H3JIaHue BBI3BAHO
HEO0OXOIMMOCTHIO OCYIIECTBIICHUSI COOCTBEHHOW EATETLHOCTH 110 MHUIIMATHBE OPTaHU3AINH:

Bri6epuTe ouH OTBET:

a. «Bo ucroiHeHKE. .. »

b. «B cBsa3u c...»

c. «Ha ocHoBaHwuu. . .»

d. «B coOTBETCTBHH C....»

Bomnpoc 59

B kakoif wyacTu pacmopsIMTENbHOTO JIOKYMEHTAa HEOOXOIMMO IOMelaTh IepeyYeHb
JOKYMEHTOB, YTPAaTUBLIMX CHJIy WJIM MOAJIEKAIIUX M3MEHEHHIO B CBSI3M C WU3/IaHUEM JIaHHOTO
aKTa:



Bribepure ouH OTBET:

a. B TIEPBBIX IIYHKTAX PaclopsANTEIbHON YacTH
b. B KOHCTaTUpYIOLIEH YacTu

C. B KOHIIE TEKCTa

d. B 11000M ITyHKTE PacHOPSAUTEILHON YaCTH

Bonpoc 60

Kakomy HOHSATHIO COOTBETCTBYET CIIEAYIOIIAsi XapaKTepPUCTUKA!

JloKyMeHTBI, 00J1a/1at0111e FOPUIMUECKON CUIION, N3/JaBaeMble pyKOBOACTBOM OpTraHU3aluH
U CcoJepXKallye YIpaBICHUECKUE pEIICHUs, HANpaBICHHbIE HA BBIMOJIHEHUE TEKYIIUX |
HNEPCHEKTUBHBIX 33/au:

Bribepure oauH OTBET:

a. OpPraHU3aLMOHHO-TIPABOBbIE JJOKYMEHTBI

b. TOKYMEHTBHI 110 TUYHOMY COCTaBY

C. nH(OPMAIIMOHHO-CIIPABOYHbIE JOKYMEHTHI

d. pacnopsiauTeNbHBIE JOKYMEHTBI

Bompoc 61

Kakoii TokyMeHT siBIsieTCst 0053aTeNIbHBIM IIPU JIOKYMEHTHPOBAHUU TPYJOBBIX OTHOIICHHIA
MEX1y paOOTHUKOM U pabOTO/IaTEIEM:

BeiGepute ofuH OTBET:

a. Tpy/IoBasi KHIKKA

b. pexxum Tpyaa

C. IOJDKHOCTHASI HHCTPYKIUS

d. KOJIJIGKTHBHBII TOTOBOP

Bomnpoc 62

[Ipu oTnpaBke KakoW pa3sHOBUJHOCTH MUChbMa MOXHO OIPAaHUYUTHCA (HaKCUMMIIBHOM
CBSI3bIO WJIM AJIEKTPOHHOM MOYTOM 6€3 TOCBUIKH KOPPECTIOHICHTY MOATMHHHKA:

Boi6epute ouH OTBET:

a. pEKJIaMHOTO NTHChMa

b. nucema-3amnpoca

C. MMChbMa-3aKasa

d. nuceMa-HanoOMuHaHUA

Bompoc 63

Kak momKkeH TMOCTYNUTh WCIOJHUTENb, TOATOTOBUBIIMK JI€TOBOE MHUCHMO, €CIU
PYKOBOJUTEIb OT/IE)Ia TUIAHUPOBAHHUSI, BU3a KOTOPOTO HEOOX0IMMa, HAXOIUTCS B KOMaHIHPOBKE:

Bribepute oauH OTBET:

a. XKJAaTb BO3BpAIICHUA PYKOBOAUTECIIA OTACIIA INIAHUPOBAHWA N3 KOMaHAWUPOBKHU

b. mepenats MUCHMO Ha MOJMUCH PYKOBOJIUTENIO 0€3 BU3BI

C. 3aBU3HPOBATH IMMUCHMO Y 3aMECTUTEIIS PYKOBOJIHUTES OT/CIa TUTAHUPOBAHUS

d. 3aBU3UpOBATH MUCHEMO CAMOMY

Bomnpoc 64

Yewm nuceMo-nipeyioxkenue (opepra) OTIIMIaeTCss OT PEKIAMHOTO MUChMa:

Bri6epuTe ouH OTBET:

a. HAITPaBJIACTCA MPOAaBIOM NOTCHIHWAJIBHBIM ITOKYIIATEIIAM C ITPEATIOKCHUEM TOBAPOB UIIN
yCIIyT

b. HEe CBSA3BIBAET MPOAABIIA 00S3aTEIILCTBOM MPOAATh TOBAP

C. COACPKUT HAMEPEHHE 3aKIIOYHUTh CACIKY C YKa3aHHEM €€ KOHKPETHBIX YCIOBUN

d. cTuMynMpyeT HHTEpEC K TOBApy U JKEJIaHUE €ro MPUOOPECTH

Bomnpoc 65
K xakoi PASHOBHUIHOCTU MUCCM OTHOCATCA MUCbMaA, C TIOMOIIBIO KOTOPBIX MPOCAT BBICIATD



Oo(UITATEHBIC CBEICHUS WJIH JOKYMEHTBI:
Bri6epute oguH OTBET:
a. MICbMO-U3BEIICHHE
b. muceMo-ipocrOa
C. MHUCHMO-3aKa3
d. mucpmo-3ampoc

Bomnpoc 66

Opranu3anys Nogy4nsa MCbMO-TIPOCHOY CIEIYIONIETO CONEPIKAHMS:

IIpocum Bac mnpenoctaBuTh MeECTO Uil HNPOXOXKACHUS NPEAJUITIOMHON IPAKTUKH
CTYACHTKE 5 Kypca ouHOi (hopMbl 00yueHHs (haKyJIbTETa MENArorn4eckoro oOpazoBaHHS U
cepBucHBIX TexHoJIorui ®I'BOY BIIO «MarauToropckuii rocy1apCTBEHHbIM YHUBEPCUTETY, 110
HanpasiieHUI0 «JloKyMeHTOBeleHUE U apxuBoBelneHue» MenseneBoil AnHe AHapeeBHe ¢ 01
deBpains o 28 mapra 2013 .

VYkaxure, Kakoil U3 BapuaHTOB OTBeTa OyaeT Oojiee MpaBUIbHBIM:

Bribepute oauH oTBeET:

a.

CooOmraem, 4To Hallla OpraHU3alys NPeJOCTaBUT MECTO JJISl MPOXOKICHHS MPAKTUKHU IS
BallleH CTYIECHTKHU.

b.

Ha Bame mucemo ot .. Ne ... cooOmiaemM, 4YTO TOTOBBI MPEAOCTABUTH MECTO JUIst
MPOXOXKACHUSNPEAIUIIIIOMHON MPAaKTUKU CTYAEGHTKE S5 Kypca OYHOHW (QopMbl 0OO0ydeHUS
dakynpTeTa TMEAArorMYecKoro oOpa3oBaHWs © cepBUCHBIX TexHojorumi @OI'BOY BIIO
«MarHuToropckuii rocy1apCTBEHHbI YHUBEPCUTET», 110 HANPABICHHUIO «/OKyMeHTOBeneHuE U
apxuBoBeacHHEe» MenseneBoiit Anne Auapeesre ¢ 01 ¢espans mo 28 mapra 2013 1.

C.

Coo0maem, dYro  Hama OpraHW3alus  TOTOBAa  MPEJOCTaBUTh  MECTO  JUIs
MPOXOXKACHUSNPEAIUIIIIOMHON MPAKTUKK CTYAEGHTKE S5 Kypca O4HOHW QopMbl 0O0ydeHUS
dakynpTeTa TMENarornyeckoro ooOpa3oBaHus © cepBUCHbIX TexHojorui OI'BOY  BIIO
«MarHuToropckuil rocy1apCTBEHHbI YHUBEPCUTETY, IO HAMPABICHHIO «/[OKyMeHTOBeneHUE U
apxuBoBeaeHne» Menseneoit Aune AnnpeesHe ¢ 01 despans mo 28 mapra 2013 1.

d.

YBaxaemble Kosieru!

Nudopmupyem Bac o Tom, 4TO MBI paabl NPEIOCTaBUTh MECTO MJIs MPOXOKICHUS
MpEeIIUILUIOMHON npakTHKK Bameit ctynentke MenBeneBoii AHHEe AHJIpeeBHE B 0003HAUYCHHBIE
Bamu cpoku.

Bomnpoc 67

Vkaxkute HanOoJiee «OKECTKUI» U HEYMECTHBI BapHaHT OTKa3a:

BeiGepute oauH OTBET:

a. B cBs3u ¢ ... Balie npeanoxxeHue He MOXKeT ObITh IPUHSITO

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

c. B cBs3u c... AemapTaMeHT He MOXKET COITIaCUTBCS C BalllUM IPEUI0KEHUEM
d. ITpuHATH Bale npeniokeHne He IPeACTaBIseTCs BO3SMOXKHBIM B CBSA3H C ...

Bompoc 68

VYkaxuTe, Kakas U3 STUKETHBIX 3aKITIOUNTEIBHBIX (hpa3 OyJIeT yMECTHON B TEKCTE JCIIOBOTO
UChMa:

Bribepute oauH OTBET:

a. Hapeemcs Ha qyurenbHOE MII0JOTBOPHOE COTPYAHUUYECTBO

b. K coxanenuto, Mbl MO3JHO TMOJYYHJIM Ballle MPEAIOKEHHE U HE CMOINIM UM
BOCIIOJIb30BaThCs

¢. Ouenb panpl okazath Bam yciyry

d. K cuactbio, Hammu onaceHus 00 0OCTaHOBKE MOCTAaBOK 000pYIOBaHMS HE TOATBEPANUIIHCH

Bomnpoc 69



KaKI/Ie IMMCbMa SABJISKOTCSI MHOTOACIICKTHBIMMU ©

Bri6epute oguH OTBET:

a. MUCbMA, COCTOSIINE U3 TPEX MIIM YETHIPEX CMBICIOBBIX YacTel (BCTyIJIEHHE, OCHOBHAsS
4acTh, 3aKJIFOUCHUE, PEAYIPESIKICHUE HITH 3aKITIOYUTEIIbHBIC STUKETHBIC (DOPMYJIHI)

b. nucbMa, IOCBAIIICHHBIC HCCKOJIBKUM BOHpOCElM

C. KOMIUIEKC ITUCEM, SIBJISIFOIIMXCS PE3YJIbTATOM IIEPEIUCKH JICTOBBIX TAPTHEPOB 110 OJHOMY
HNJIN HECKOJIBKUM BOHpOCﬂM

d. mmcebMa, aBTOpaMU KOTOPBIX SIBJISIOTCS HECKOJIBKO JIMI[, KaXJI0€ H3 KOTOPBIX
BBICKA3bIBACT CBOIO TO‘-IKy 3peHI/ISI Ha OTpa)KeHHbe/'I B IINCBMC BOHpOC.

Bompoc 70

W3 kakuX KOMITO3UIIMOHHBIX YacTel COCTOUT MPUBEACHHBIN HIKE TEKCT MUChMa:

B cootrBerctBUM ¢ pacnopspkenuem DenepanbHOrO  yOpaBJIeHHS 1O JieJiaM O
HecocToaTeNbHOCTH (OaHkpoTcTBe) OT 19 okTs0ps 2004 r. Ne 75-P mampamnsiem Bam akThl ¢
KOMILJIEKTaMH JIOKYMEHTOB I10 IIPEANPUATUSIM:

1. BocTpsikoBckuii MsicoriepepadaThIBalOIIMI KOMOWHAT;

2. ®abpuka gerckoii urpymkn Ne 3.

Bribepute oauH OTBET:

a. BBe/IeHHE 000CHOBaHUE

b. BBeeHUE, 3aKITIOYCHHE

¢. 000CcHOBaHHE, 3aKJIIOUEHNE

d. BBenienue, 000CHOBaHUE, 3aKITIOUCHHE

Bomnpoc 71

Kakoii kiaccuukamoHHbIN MPU3HAK MTOJI0KEH B OCHOBY JEJICHUS JICIOBOM MEPENUCKH Ha
ouLMaNbHYIO U JIUYHYIO:

Br16epute ouH OTBET:

a. 110 HA3HAYECHHUIO

b. Mo MecTy HaXOXACHUS aapeca

C. IO MOJIO’KEHUIO B CUCTEME JIOKYMEHT0000poTa

d. mo monoxeHuo B HepapXuu yrnpapiieHUs

Bompoc 72

Kakue nucbMa nmoinuchIBatOTCs ABYMS JIHIIAMU — PYKOBOJAUTENIEM OPTaHU3aLUH U T1aBHBIM
Oyxraiarepom:

BeiGepute oauH OTBET:

a. MMChMa-3aIpoCh

b. rapanTuiinble NMcbMa

C. COTIPOBOAMTENBbHBIE TUChMA

d. peknamHbIe UchbMa

Bompoc 73

Ha xakoMm u3 mH(pOpMallMOHHO-CIPABOYHBIX JOKYMEHTOB MOXET ObITh 0GOopMIeH rpud
YTBEPKACHUS:

Bribepute oauH OTBET:

a. CIINCOK

b. cripaBka

C. aKT

d. cimy>keOHas 3amucka

Bonpoc 74

Kakas pa3HOBUIHOCTB 3amucok oopmiiseTcss Ha OTaHKe OpraHU3aluu:
Bri6epute oquH OTBET:

a. 00BIACHUTENBHAS 3aIIHCKA

b. BHENIHAA TOKIa HAs 3aIiCKa

C. cimy>keOHasl 3aIicKa



d. BHYTPCHHSAA JOKJIaAHAA 3allCKa

Bomnpoc 75

Kaxoit Buj 3anicKku 00s3aTEIbHO PETUCTPUPYETCS:
Bribepure oauH OTBET:

a. BHEILIHSAA JJOKJIaHas 3aIucKa

b. BHYTPEHHSIS JOKJIaHAS 3aITUCKa

C. 00bsSICHUTEJIbHAS 3aMHCKa

d. cmyxeOHas 3amucka

Bomnpoc 76

Ha kaxue pa3sHOBHJIHOCTH JCNATCSA JOKJIAIHBIC 3aIUCKH IO XapaKTepy COJCPIKaHUS M
Ha3HAYEHUS:

BriOepuTe ouMH OTBET:

a. BHYTPCHHHE U BHEIITHHE

b. ourmanbpHbIC U THYHBIE

C. Pa3bsCHUTENIBHBIC M ONIPABIATEIIHHBIC

d. uHUIMATHUBHBIC, HHPOPMAIIMOHHBIC H OTYCTHBIC

Bompoc 77

Kako#l pasHOBUAHOCTH AOKJIAJIHBIX 3alIMCOK COOTBETCTBYET CIICIYIOIIAs XapaKTEPHUCTHKA!
«OTH JIOKJIaJHbIE 3alUCKU WHGOPMHUPYIOT O 3aBEeplICHUH DPAaOOThHI, €€ 3Tana, BBIIOIHEHUU
YKa3aHUH, pacIOPSKEHUH U T.IL).

BeiGepute oauH OTBET:

a. nHpOpMaIOHHAs

b. nosicHUTENbHBIC

C. OTYETHBIE

d. uHMLIMaTUBHBIE

Bompoc 78

Kakasi pa3HOBHUHOCTB 3aITMCOK HE COACPKUT BHIBOJIOB U TIPEIOKCHHIIA:
Bribepute oauH OTBET:

a. MHUIIMATUBHAS JOKJIaHas 3alKcKa

b. 00BACHUTENBHAS 3aIIMCKA

C. TMYHAs 3aIucKa

d. cmyxeOHas 3anucka

Bormpoc 79

Kakomy Buay MH(DOPMAIIMOHHO-CIIPABOYHOW JTOKYMEHTAIMH COOTBETCTBYET CJCAYIOIICe
ompezaeneHue: «3IT0 (opma BHYTpEeHHEH [€10BOM MEPENUCKH MEXKAY TMOapa3aeIeHUsIMU
opraHu3al U JOJIKHOCTHBIMH JIMIIaMU, HC HAXOAAIMUMUCSA B IIPAMOM IMOJYUHCHU ).

Bri6epuTe ouH OTBET:

a. JIOKJIaTHas 3aIrucKa

b. cyxeOHas 3amnucka

C. OT3bIB

d. akr.

Bomnpoc 80

Kakomy Buay WH()OPMAIMOHHO-CIIPABOYHOW JTOKYMEHTAIMH COOTBETCTBYET CJCAYIOIICe
ompezeneHue: «I3TO JOKYMEHT, COCTaBICHHBINA Ui MOATBEPKACHUS YCTAHOBIEHHBIX (DaKTOB,
COOBITHH, NCHCTBHIN.

Bri6epute ouH OTBET:

a. aKT

b. mpoToko

C. MUCbMO-TIOATBEPKICHHE

d. cnpaBka



Bomnpoc 81

Kakomy Buay mH(DOpPMAIMOHHO-CIIPABOYHONW TOKYMEHTAIMH COOTBETCTBYET CIEAyIOIIee
onpezeneHue: «ITO TOKYMEHT, COJEpKallhil IMepeurciIeHHue JHI, MPeaIMeToB, OOBEKTOB B
OTIpeNIeIICHHOM MOPSIKE, COCTABICHHBIN B LESIX HHPOPMHUPOBAHUS WII PETUCTPALTUI.

Bribepure ouH OTBET:

a. IepeyucHb

b. cnpaBka

C. CBOJIKA

d. cnmcox

Bomnpoc 82

Kakomy Buny MH(GOpPMAIIMOHHO-CIIPABOYHON JTOKYMEHTALMU COOTBETCTBYET CIICAYIOIIMNA
TEKCT:

DedepanvHoe ynpasieHue no 0eiam 0 HeCoCMoamelbHoOCmu (6aHKpomcemee) Ha 0OCHOBAHUU
npedcmasiennvlx TyeypavlKcKum yemeHmuuim 3a6000m (Openbypeckas obnacmo, noc. Tyeypavik,
ya. Lewmpanvnas, 0.1) Ooxymenmos Oyxeaimepckou OMYEMHOCMU NO COCMOSHUIO HA

30.04.2013:

- oyxeanmepckuil bananc (hopma 1);
- omyem o npudbLIAX U yovimkax (ghopma 2)

U NPOBEOeHHO20 AHANU3A (DUHAHCOBO20 COCMOSIHUSL NPEONPUSIMUsL, YCMAHOBUNLO, YMO
O0aHHOe npeonpusimue s6IAemcs HeniamedcecnoCOOHbIM U UMEIOWUM HEYO0BIeMEOPUMENbHYIO
cmpykmypy oanauca (npeonpuamuem-00aHCHUKOM,).

Ocnosanue:

K03 puyuenm mexyweu 1uKeuOHocmu no banrauncy npeonpuamusn =18%,

Ko3ghhuyuenm obecneueHHOCMU COOCMBEHHBIMU OOOPOMHBIMU CPEOCMBAMU NO OANAHCY
npeonpusmus = 8%;

K02¢hhuyuenm soccmanosnenus no oanancy npeonpuamus =10%.

Pykogooumens Cmenanos 1]
Cmenanos

Boi6epute ouH OTBET:
a. CIIpaBKa

b. 3aknroueHue

C. OT3bIB

d. cBozika

Bomnpoc 83

KakuM 10KyMEHTOM He00XOAMMO O(OPMHUTH pe3yJbTaThl PEBU3UU OTACNA TMPOJAK
OpraHu3aIlnu:

BriOepure o1H OTBET:

a. CIIpaBKOM

b. akToM

¢. nH(POPMAIIMOHHBIM MTHCEMOM

d. CBOAKOM.

Bomnpoc 84

KakoBo MUHMMAaTbHOE KOJMYECTBO JIUII, TOAMUCHIBAIOIINX aAKT:
Bribepure ouH OTBET:

a. OJIMH

b. Tpu

C. 1Ba

d. getrIpe.



Bonpoc 85

Ha xakux pabotnukoB HE 3aBonuTcs nuuHast kapToyka:
Bri6epute oguH OTBET:

a. Ha paOOTHHUKOB, IPUHSATHIX Ha MIOCTOSHHYIO paboTy

b. 3aBoaAMUTCS HA BCeX PAOOTHUKOB NMPENIPUATUS 0€3 UCKITIOUEHHUS
C. Ha paOOTHHUKOB, IPUHATHIX HA BPEMEHHYIO paboTy

d. Ha paOOTHUKOB, IPUHATHIX HA PAOOTY IO COBMECTUTEIBCTBY

Bomnpoc 86

[Tponomxkwute onpenenenue: GopMyIsp-oOpaser — 370 ...

BriGepute ouH OTBET:

a. Ha0oOp pEKBH3UTOB, WACHTUDUIUPYIOMUX aBTOpa O(GHUIMATEHOTO MUCHMEHHOTO
JIOKYMEHTa

b. Mozenp MOCTPOCHUS JOKYMEHTA, YCTaHABIMBAIOMIAasl 00JIacTh MPUMEHEHUs, (opMaThl,
pa3MepsI NOJIeH, TpeOOBaHUS K IIOCTPOCHUIO KOHCTPYKIIMOHHOW CETKH U OCHOBHBIC PEKBU3UTHI

c. HabOp pPEKBH3UTOB OQUIMAIBHOTO MUCHBMEHHOIO JOKYMEHTa, PAaCIIOJIOKCHHBIX B
OIIPEICIICHHOM MOCIIeIOBATEIIBHOCTH

d. TumoBas Momenb, coIepKamias COBOKYIHOCTh  OOSI3aTCIILHBIX  PEKBU3UTOB,
CBOWCTBEHHBIX JOKYMEHTaM YHH(DHIIMPOBAHHOW CHCTEMbI OpPraHH3aIlMOHHO-PACIOPSAUTEILHON
JIOKYMEHTAITUU ¥ PACTIONIOKEHHBIX ONPEICICHHBIM 00Pa30M.

Bompoc 87

Kakoli peKBU3HT, PacIiONIOKEHHBIH BBIIIE TEKCTA, OTHOCUTCS K 3aT0JIOBOYHOM YacTH:
Boi6epute ouH OTBET:

a. rpud yTBEp>KICHUS

b. cChUIKa Ha PEruCTPALMOHHBI HOMEP U 1aTy JOKYMEHTa

C. PE30ITIOIHS

d. oTMeTKa 0 KOHTpoJIE.

Bompoc 88

Ha kakux Omankax pacnomjaraercs [ocymapctBeHHbli rep6 Poccuiickoit denepanuu B
OJIHOLIBETHOM BapHaHTE:

BeiGepute oauH OTBET:

a. pemenuii Bepxosunoro Cyna Poccuiickoit @enepariun

b. MexBeJOMCTBEHHON KOMUCCHHU MO 3aLIUTE TOCY1apCTBEHHOM TailHbI

C. AMIUIOMAaTUYECKUX IPEICTaBUTENbCTB, KOHCYJIBCKUX YUPEXKIEHUN U UHBIX O(DULIHATbHBIX
npeacraBuTenbCTB Poccuiickon Penepaunu 3a npenenamu Poccuiickon @enepaunn

d. Anmunauctpanuu [Ipesunenta Poccuiickoit deneparun.

Bomnpoc 89

B kakoil 1oKyMeHTaluu 3aKpersieH0 COKpallleHHOe HAMMEHOBAaHHE OpraHN3aIHu:
Bribepute oauH OTBET:

a. OpraHMU3alOHHOM

b. pactiopsiAuTEIbHON

C. YUPEIUTEIBHON

d. uHpOpMAITMOHHO-CIIPABOYHOM

Bomnpoc 90

Kakmne pekBU3UTHI COCTABISIIOT CHPAaBOYHYIO HH(POpMAIMIO 00 OpraHu3aluu-aBTope
JIOKYMEHTA!

Bri6epute ouH OTBET:

a. KOJ OpTaHMu3alliy, CIIPaBOYHbIE JaHHBIC 00 OpraHu3anuu, Ko (OpMbl JOKyYMEHTa

b. HanMeHOBaHME BBIIECTOSIICH opranu3anuu, ko opranuzamuu, OI'PH, MHH/KTIIT

C. CIIpaBOYHBIE TaHHBIC 00 opranu3aiuu, koa opranu3anuu, OI'PH, MTHH/KIIIT

d. HamMeHOBaHKE BHIIECTOSIIEH OPTaHU3AINH, CIIPABOYHBIE TAHHBIE 00 OpTaHU3AINH, KOJT



OpraHu3zaiuu, Koja GopMbl JOKYMEHTA.

Bompoc 91

Ha Grankax xakux qoxkymeHToB HE yka3piBaeTcss HaMMeHOBaHHE BUJA TOKYMEHTA:
Bribepure oauH OTBET:

a. CIIy’)KeOHOT0 MIchmMa

b. JOKHOCTHOW MHCTPYKLIUU

C. CTIpaBKH

d. cmyxeOHOl 3anmucku

Bompoc 92

Kakum okymeHTOM He00X0oauMo 0OpMUTh BO M30€KaHHE HApYIIEHUsI HOpM TpynoBoro
KOJIeKCa MHUCHbMCHHOE HAINlOMHHAHHWE O HEOOXOIMMOCTH SBUTHCS Ui IMOJYYCHHS TPYIOBOM
KHUKKH YBOJICHHOMY pa0OTHHKY, HE TIOJYyYHBILIEMY €€:

Bribepure oauH OTBET:

a. ¢pakcorpamma

b. SMS-coobuieHue

C. AJIGKTPOHHOE COOOIICHHE

d. 3aKa3HOE MUCHMO.

Bompoc 93

Kakoii pa3HOBHIHOCTM TIHMChMa COOTBETCTBYET CIEAyIOIIas s3bIKOBas opmyra:
«[Ipencrapisito Ha yTBEPKACHUE MTPOSKT TUIAHA...»:

BeiGepute ofuH OTBET:

a. COTPOBOIUTEIBHOE MTUCHMO

b. mpockba

c. opepra (IpeasioKeHHE)

d. npeacrasienue

PA3JIE] 3

IpakTuyeckoe 3aganue 1 (3 pazaen)

Tema 1.

Onumwure CTPYKTypy JOKYMEHTalIbHOIO (OHJAa OpraHu3ald WIA OJHOI0 U3
CTPYKTYPHBIX MOpa3iesieHNi oprann3anuu Baieit 6a3pl mpakTHKH.

1.1. N3yunte moxymeHTanbHBIM (DOHA OJHOTO M3 CTPYKTYPHBIX MOJpa3aeicHui
OpeanpusTHs WO opraHuzanuu Bameil 06a3pl mpakTuku. Bbl MoXeTe BOCHOIBb30BaTHCS
HOMEHKJIATYpOH eI OAPAa3AeJICHNs WM CBOAHOW HOMEHKJIATYPOU J€J1 OPTaHU3aLUN.

1.2. BrinonHuTe KiaccupuKauo JOKYMEHTOB B COOTBETCTBHUH C BBIIOJIHIEMOMN UMH
ynpaBieH4YeCKON (QyHKIUEH.

1.3. CootHecuTe BblAENIEHHBIE BaMu Tpynmbel JOKYMEHTOB C OCHOBHBIMH
(GyHKIIMOHAIBHBIMU CUCTEMAaMHU JJOKYMEHTOB, UcTonb3yeMbIMH B Poccuiickoit denepanuu.

1.4. CocTtaBbTe cXeMy IOKyMEHTaJIbHOTO (hOHJIA.

Tect k pazneay 3.1

Bormpoc 1

[IpomomxkuTe onpeneneHue: cucTemMa JOKyYMEHTAIUH — 3TO. ..

Bri6epute o1H OTBET:

a. COBOKYITHOCTb JIOKYMEHTOB, CBS3aHHBIX IPOLEAYPOH HPUHATHS YIPaBIECHUYECKOTO
peneHHs

b. COBOKYMHOCTH JOKYMEHTOB, B3aHMMOCBSI3aHHBIX I10JI IPU3HAKaM IPOMCXOXKICHUS,
Ha3HA4YCHMs, BUAQ, CPephl AeSITEIIBHOCTH, EANHBIX TPEOOBAHUHN K 0(OPMIICHHUIO

C. JOKYMEHTBI M1 MAacCCHUBBI JOKYMEHTOB B MH(OPMALIMOHHBIX CUCTEMaX, yIOPAI0YCHHBIC
onpeneaéHHBIM 00pa3om



d. pasHOpOAHBIE 1O CBOEMY MPOUCXOXKICHHUIO, pa3HOOOpa3HbIE MO BUIOBOMY COCTaBY
JIOKYMEHTBI, 00pa30BaBUIMECS B IPOLIECCE NEATEIbHOCTH OTAEIBHOTO (PU3NUECKOTrO LA

Bompoc 2

VYnpasneHueckast QyHKIM, peaar3yeMas ¢ IOMOIIBIO KaJpPOBBIX JOKYMEHTOB

Bribepure ouH OTBET:

a. OpPraHU3aLUU 1EATEILHOCTH NPEIPUATUS

b. KOHTPOJIb EATENBHOCTH MPENNPUATUS

C. yIpaBJIEHUE NIEPCOHATIOM IPEANPUATHS

d. ulaHupoBaHue AEATEIbHOCTH TPEATIPUITHS

Bomnpoc 3

K opranuzaimoHHBIM JTOKYMEHTaM MPEIIPUATHS OTHOCSATCS BUJBI JOKYMEHTOB:

BeiOepute oauH OTBET:

a. pacropshKeHue

b. TeXHUYECKHE YCIOBUS

C. TOJDKHOCTHAS! HHCTPYKIUS

d. akr

Bompoc 4

K undpopmannoHHO-CIIpaBOYHBIM JJOKYMEHTaM OTHOCSTCS:

Bri6epute ouH OTBET:

a. pHKa3

b. ycras

C. 00BsICHUTENbHAS 3aIHCKa

d. mocraHoBiEeHNE

Bompoc 5

OcHoBHas kjaccH(UKAMOHHAS e€AWHUIA B (YHKIMOHAJIBHOW Kiaccu(UKauu

JIOKYMEHTOB

Bri6epute ouH OTBET:

a. MOJUTMHHUK JOKYMEHTa

b. BUI JOKyMeHTa

C. JIeJIo

d. mybnmukar 1oKyMeHTa

Bomnpoc 6

OyHKIMOHANBHAS KIACCU(PUKAIMS JOKYMEHTOB OCYIIECTBIISCTCS IO CIEIYIOIMEMY
OCHOBaHMIO

Bri6epuTe ouH OTBET:

a. nH(pOpPMAIMOHHAS COCTABJIAIONIAs JOKYMEHTA

b. BpeMs OSIBIICHHSI TOKYMEHTa

C. croco0 3akperieHust UH(pOopMaIMU Ha MaTepUaIbHOM HOCUTEIE

d. Bu MaTepuanbHOTO HOCUTEIST JOKYMEHTA

Bomnpoc 7

VYkaxuTte BUI JOKYMEHTA, BEIICISIEMBIH 10 (QYHKITH yIIpaBICHUS

Bribepure ouH OTBET:

a. aHKeTa

b. oTuér

C. 10Che

d. >eKTPOHHBII TOKYMEHT

Bomnpoc 8

C mnoMmompi0 OpraHu3allMOHHO-TIPABOBBIX JOKYMEHTOB pPEaJH3yeTcsl yIpaBieHYecKas
byHKIIUS

Bribepure ouH OTBET:

a. HOpPMaTHBHO-METOIMIECKOTO 00eCIIeUeHUs YIPaBICHUS IPEIIPUITHEM

b. KOHTPOJIS AEATEILHOCTU MPEATIPUSITUS

C. pEryJIUpOBaHUs AEATEIbHOCTH NPEANPUATHS

d. opranuzanuu qesTeIbHOCTH MPEIIPUSTHS

IIpakTuyeckoe 3axanue 2 (3 pazae.)



Tema 2. Onummure TOKYMEHTaIbHBIM (DOHNI OpraHM3alMy WM OJHOTO M3 CTPYKTYPHBIX
nojapasaesieHnid opranu3amnuy Bareit 6a3bl MpakTUKA B aCTIEKTe YHUPUKAIIUH

2.1. Onpenenure ¥ NEpPEeUYHCIUTE, Kakue  YHU(DUIUPOBAHHBIE  CHUCTEMBI
nokymenTaiuu(Y CJ]) ucnonp3yer Bamra 6aza npakTuk.

2.2. M3yunte AOKYMEHTHI CHCTEMBI OPTaHMU3aMOHHO-PACIIOPSAUTEIBHON JOKYMEHTAIIUH
(OPJl), ucniosib3yemble 0a30il NpakTUK, U MPUBEAUTE NPUMEPHI JOKYMEHTOB, U3TOTOBJIEHHBIX C
UCTIOJIb30BaHUEM YHUGUIMPOBAHHBIX (popm noxymeHToB (Y D/I), onpenenurte Koabl 3TUX HopMm
o Obmepoccuiickomy KinaccupukaTopy ynpasiaeHdeckoi nokymentamnuu (OKY ).

2.3. OcymiecTBUTE aHAIU3 5 JOKYMEHTOB Bamiell 6a3bl NpakTUKU U NMPUBEAUTE IPUMEPHI
U3rOTOBJICHUSI JOKYMEHTOB C UCIIOJIb30BAHUEM

- pa3HbIX YHU(DUIIUPOBAHHBIX (hOpMATOB Oymard,

- pa3HbIX BUJOB OJIaHKA JIOKYMEHTA,

- pa3HbIX (HopM YHUDHUKAIMH TEKCTA,

- TNOHATUIHON YHU(DUKAIMU WIN YHUDUKALMHY TEPMUHOIOTHH.

2.4. VYxaxute uenecooOpa3HOCTh NpoBeaéHHOW yHH(uKamuu. CrenaidTe CChUIKY Ha
CTaHJapTHI.

2.5. Ha ocHOBe M3y4YEeHHBIX JIOKyMEHTOB cOcTaBbTe (hparmeHT Tabens ¢popm TOKyMEHTOB
OpraHu3aluy.

B npoekrte noBoit '[CHHOY npennaraercs npumepHas ¢popma tadenst

Tab6auia
Dopma mabena YD/
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Tect no pazaeiy 3.2

Bomnpoc 1

OO6pa3upl  yHUDUIUPOBAHHBIX (OPM JOKYMEHTOB, pa3pelieHHbIX K IPUMEHEHHIO B
OpraHu3aIiy, CUCTEMaTH3UPOBAHKI B CIIEYIONIEM JOKYMEHTE:

BriOepure oauH oTBET:

a. IEpPEeYEHb TUIOBBIX YIPABICHYECKUX JOKYMEHTOB MPEIIPUSATHS

b. anp0oM yHHDUIIUPOBAHHBIX (POPM TOKYMEHTOB HPEANPUATHS

c. Tabesb YHUPUIIMPOBAHHBIX (POPM TOKYMEHTOB MPENTIPUATHS

d. HOMeHKaTypa Jen npeAnpUsITHS

Bompoc 2

Komno3zuius nuceMa — 3710. ..

Bri6epute ouH OTBET:

a. pacroyioKeHHe PEKBU3UTOB MUCbMa U 3JIEMEHTOB TEKCTa Ha OJaHKe

b. mocnenoBaTeIbHOCTh PACTIOIOKEHHS MPEITIOKECHAN B TEKCTE JIOKyMEHTa

C. «I3bIKOBasi GOpMyIa» MUCbMa

d. mocnmemoBaTeIbHOCTh B3aWMOCBS3aHHBIX CMBICIIOBBIX YacTe, OOBEIMHEHHBIX
€/IMHCTBOM TEMBI

Bomnpoc 3

I'OCT P 6.30-2003 «TpeGoBanust kK 0pOpMIICHUIO JOKYMEHTOB. ..» PEryJIupyeT

Bri6epute o1H OTBET:

a. poeKTUpoBaHue cirykos1 JJOY

b. opopmieHne peKBU3UTOB JOKYMEHTOB

C. OPraHU3aLUIO JTOKYMEHTO000pOTa B yUPEXKICHUH

d. ynpaBienne 10KyMeHTaMu

Bompoc 4

bnank nokymenTa — 371o0...

BriGepure oauH OTBET:

a. Habop PEeKBU3UTOB, UICHTU(DHUIMPYIONTUX aBTOpa OUIIUATIEHOTO JOKYMEHTA



b. TOKyMeHT, OTIIeYaTaHHbII B TUIIOTpaduu

c. HaOpaHHBIN Ha KOMITBIOTEPE TUTIOBON JOKYMEHT

d. JOKYMEHT C MOBTOPSIOIIUMCS TEKCTOM

Bomnpoc 5

MeTo/1 COBEpPIICHCTBOBAHUS JOKYMEHTOB U CUCTEM JIOKYMECHTAILIUN

Bri6epute o1H OTBET:

a. CTaHJApTU3AIUSL

b. MmonenupoBaHue

c. uaopmaruzanus

d. cuctemHbIl aHATU3

Bormpoc 6

Yuudunuposannas ¢popma J0KyMeHTa — 3TO

Br16epute ouH OTBET:

a. TOKYMEHT, CO3/IaHHbII ¢ MPUMEHEHUEM KOMITBIOTEPHON TEXHUKH

b. popMBI IEPBUYHBIX YUETHBIX JOKYMEHTOB IO YUETY TPY/Ia ¥ €0 OIUIaThI

C. COBOKYITHOCTbh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHHU C PEIIa€MbIMH B JaHHOMN
chepe JIEATSIBHOCTH 3ajadyaMd W 3aQUKCHPOBAHHBIMH B OIPEICICHHOM TOPSIKE Ha
MaTepuaibHOM HOCHUTEIE

d. TOKyMeHT, UMEIOIINI THITOBOE COJIepKaHue B OPOpPMIICHHE

Bompoc 7

[locranoBnenuem llpaBurenscrBa Poccuiickoit @enepanuu ot 08.07.1997 Ne 835 «O
MEPBUYHBIX YUETHBIX TOKYMEHTAX» YTBEPKIACTCS

Bri6epute o1H OTBET:

a. Tabenb YHU(PUIIMPOBAHHBIX (OPM JTOKYMEHTOB

b. TepMuHOIIOTHS B 007aCTH IEIONPOU3BOJCTBA U ApXUBHOTO JIENIa

C. abOOM 10 YU€Ty TpyJa U €ro OILIATHI

d. MHCTPYKIIUS TIO 3aMOJTHCHHIO TPYOBBIX KHUKCK

Bomnpoc 8

CBOICTBO opUIIUATHEHOTO JIOKYMEHTA, coo0IIaeMoe emy JENCTBYIOIIUM
3aKOHOJATENLCTBOM, KOMIIETEHIIMEH W3/Ial0lIero €ro OopraHa M YCTaHOBIEHHBIM MOPSJIKOM
o opMIIEHHUS - ITO

Bri6epute o1H OTBET:

a. KOH(QUEHITUATBFHOCTh

b. ropuaudeckas cuna

C. ayTCHTHYHOCTh

d. monmHoTa

Bormpoc 9

Knaccudukanus TOKyMEHTOB Ha WHIWBHUIYyaJbHBIC, TpadapeTHbie, NpUMEpHbIC
OCYIIECTBIISIETCS IO CIETYIOIEMY OCHOBAHHIO

Bri6epute o1H OTBET:

a. CTETIeHb CIIO)KHOCTH

b. crenenp yHupuUKauu

C. CTENeHb TOYHOCTH

d. cTeneHb OTKPBITOCTH

Bompoc 10

JlesITenbHOCTh 1O YCTAHOBICHHIO W IIMPOKOMY MHOTOKPAaTHOMY HCIOJIb30BaHUIO
TpeOOBaHUI, HOPM, MPABWJI M XapaKTCPUCTHK, KaK O0O0S3aTENBbHBIX ]IS BBIOJHCHUS, TaK WU
PEKOMEHIYeMBIX, B IIENSAX JOCTHIKEHUS ONTHUMAJIbHOW CTENEHH YIMOPSIOYEHHOCTH B TOM WU
MHOM 0051acTH

Bri6epute o11H OTBET:

a. yHUpUKaLUs

b. cucremaTtu3zanus

C. CTaHJapTU3ALUS

d. rapmoHm3aus

IIpakTnyeckoe 3aganue 3.3



3.1. Kparko onummuTe, HCHONb3ySd CXEMY, KOMIUIEKCHl JOKYMEHTOB, B KOTOpPbIE
00BeAMHSIOTCS IOKYMEHTHbIE pecypchl Bamiero HacenéHHoro myHkrta, Bamero npeamnpusrus,
Bamm nmuyHble TOKYMEHTHBIE pecypcehl Wi Bamein cembu.

3.2. Tlepeuucnute ampeca W Ha3BaHUA DJJIEKTPOHHBIX OMOJMOTEK, KOTOpbhie BhI
ucnoins3yere. HazoBure 1ens Bamero oOpaiieHus K 3JIeKTPOHHBIM OUOIHOTEKaM.

Tect k pazgeay 3.3

Bomnpoc 1

K «iepBHUHBIM KOMILJIEKCaM JOKYMEHTOBY» IPEANPUATHS OTHOCHTCS

BriOepure oauH oTBET:

a. TOCYIapCTBEHHAs! CUCTEMA CTaTUCTUKU

b. TokyMeHTanbHbIN (oHA IpeanpusTHS

C. COOPHUK HOPMATHUBHBIX JIOKYMEHTOB MIPEIIPUATHS

d. apxvBHas KOJJIEKIUS

Bompoc 2

IlepcoHanbHble CBEJEHUS O IpaXkJaHax SBJIAIOTCA

Br16epute o1H OTBET:

a. KOH(pUISHIINATLHON HHpOpMaIeit

b. napopmanmeii, OTHECEHHON K KOMMEPUYECKOW TaifHe

c. uHpopManuen OTKPBITOro 10CTyIa

d. madopmanmeit, OTHeCEHHOH K rOCyJapCTBEHHON TaliHe

Bomnpoc 3

JIOKyMEHTaJIBbHBINA (OHIT - 3TO

BriOepure oauH OTBET:

a. COBOKYITHOCTH JIOKYMEHTOB, OOpa3yIOUIMXCS B JACATEIBHOCTH HOPUANYECKOTO HITH
(bu3nu4ecKoro Jula 3a roj

b. TOKYMEHTBI OpraHHU3alllH, BBIICJICHHBIE K YHHUTOKEHUIO

C. JOKYMEHTbI OpraHU3alluy, IOArOTOBJIEHHbIE K Cjaye B FOCY1apCTBEHHBIN apXUB

d. JTOKyMeHTbI, BKIIOYEHHBIE B Taledb YHUPUIUPOBAHHBIX (OPM JTOKYMEHTOB
OpraHu3aIu

Bormpoc 4

COBOKYMHOCTb B3aUMOCBSI3aHHBIX U CTPYKTYPUPOBAHHBIX JaHHBIX HA MAITMHOYUTAEMbIX
HOCUTENSIX, 00paboTKa, MOUCK U XpaHEHHE KOTOPHIX OCYIIECTBIsETCS ¢ noMolipo 9BM, ato

BriOepure oauH OTBET:

a. DJIEKTPOHHBIE 0a3bl TAHHBIX

b. aneKTpoHHbIe OAaHKU JaHHBIX

C. DJIEKTPOHHBIE KOMMYHHKATHBHBIEC PECYPCHI

d. anekTpoHHBIE OUOTHOTEKN

Bomnpoc 5

Kommiekc 10KyMEeHTOB — 3TO

Bri6epute o1H OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, B3aMMOCBS3aHHBIX IO MpPHU3HAKaM MPOUCXOXKICHUS,
Ha3Ha4YeHUs], BUJa, CPEepbl 1eATEIbHOCTH, €IUHBIX TPeOOBaHUN K 0(OPMIICHHUIO

b. HOMeHKJIaTypa e opraHu3aluu

C. MAacCHBBl JOKYMEHTUPOBAaHHONH WH(OPMAIUK, YIIOPSIIOYCHHBIE ONpPEACIEHHBIM
obpazom

d. BHO WHQPOPMAMOHHBIX PECYpPCOB, IPEICTABICHHBIH COBOKYITHOCTBIO OTIEIBHBIX
JIOKYMEHTOB, MAaCCHBOB JJOKYMEHTOB B MH()OPMAIIMOHHBIX CUCTEMAX

Bomnpoc 6

DNeKTpOHHBIE HH(OPMAIIMOHHBIE PECYPCHI, CO3/1aBAEMbIE PA3TUYHBIMU NPEANPUATUIMHI U
HENOCPEJICTBEHHO CBSI3aHHBIE C OCYIIECTBICHUEM UX OCHOBHOM JIEATEIbHOCTH

BriOepure oauH OTBET:

a. BCTPOCHHbIE NH(OPMALIMOHHBIE PECYPCHI

b. pacnipenenénnbie HHPOPMALIMOHHBIE PECYPCHI

C. DJIEKTPOHHBIE ONOIMOTEKH

d. KOMMYHHMKaTHUBHBIE JIEKTPOHHBIE PECYPCHI



Bomnpoc 7
JIOKYMEHT WJIM COBOKYITHOCTb IOKYMEHTOB 110 OZJHOMY BOMPOCY, TOMEIIEHHBIX B TBEPIYIO

00JIOXKKY

BriGepute oqun oTBET:
a. COOpHUK

b. neino

C. 10Che

d. mepenucka

Bormpoc 8

COBOKYITHOCTH JJOKYMEHTOB, 00pa30BaBIIMXCS U HAKOIUICHHBIX B IIPOIIECCe NeSITeIbHOCTH
OTIENBHOTO (PU3NYECKOTO JIUIA, ITO

Bribepure oauH OTBET:

a. MepcoHaIbHbIC NHPOPMAITMOHHBIE PECYPCHI

b. craructTudeckrue HHPOPMAITMOHHBIE PECYPCHI

C. BCTPOCHHBIE HH(OPMAIIMOHHBIE PECYPCHI

d. pacripenenénnbie HHOOPMAITUOHHBIC PECYPCHI

Bomnpocs! k 3a4eTy ¢ OnEeHKOii

1. IlonsATHA «ymnpaBieHUE JOKYMEHTAMHM» U «COBEpPLICHCTBOBAaHUE
JOKYMEHTAL[MOHHBIX NIpoLeccoBy. OCHOBHBIE HAIIPABJICHUS COBEPILIECHCTBOBAHUS
JOKYMEHTAIMOHHBIX IIPOLIECCOB.

2. Knaccudukanus 10KkyMeHTOB, €€ 11eJib U OCHOBHBIE METO/IbI.

3. OcHoOBaHMSI U CXEMBI KJIacCH(PHUKAITUN TOKYMEHTHBIX PECYPCOB.

4. CemaHTHyeckue KinaccuuKa JOKyMEHTHBIX PECYPCOB.

o. OyHKIIMOHAIBHBIC KJIACCU(PHUKAIIUUA TOKYMEHTHBIX PECYPCOB.

6. [lonsiTue «cucrema pokyMeHTauuw». llpu3Haku cucTemsl

AOKYMCHTAIUU. OcHoBaHus KJIaCCI/I(i)I/IKaIII/II/I CUCTEM NOKYMCHTAIUU. TCHILCHHI/II/I
HCTOPUYCCKOTO Pa3sBUTUA CUCTEM JOKYMCHTALIUH.

1. OcHOBHBIE GyHKIIMOHATIBLHBIE CHCTEMBI JIOKYMEHTauu
Poccuiickoit denepanun.

8. Cucrema Hay4YHO-HCCIIEeI0BATEIbCKON u
MIPOEKTHO-KOHCTPYKTOPCKOM JOKYMEHTALINH.

9. CucreMa TEXHOJIOTUYECKON TOKyMEHTallUU

10. Kanposas nnhopmannoHHO-JOKyMEHTAI[MOHHAS CUCTEMA.

11. Cucremsl IIJIAHOBOW, MH(}OPMaLIMOHHO-CITPABOYHOM,
MH(OPMALIMOHHO-aHATUTUYECKON U OTYETHON TOKYMEHTAIIUH.

12. CucreMa opraHu3aliOHHO-PacOPSAUTEIbHON JOKYMEHTAIMH.

13. [TonsiTust ~ «TUMU3amusl  JOKYMEHTOB» M «yHUDUKAIHSL

AOKYMCHTOB», HX  B3aUMOCBA3b. OcCHOBHEBIC HaIpaBJICHUA YHI/I(i)I/IKaHI/II/I
AOKYMCHTOB Ha COBPCMCHHOM 3TallC. IlonsTue «YHI/I(I)I/II_II/IpOBaHHBIC CHUCTCMBI
AOKYMCHTAIUN», UX COCTaB.

14. [TonsatHe «cTaHAapTU3alus» B JOKyMeHTOBeAeHHU. CHcTeMbl
COBPEMEHHBIX CTaHIapPTOB.

15. Vuudukamms ¢opmaroB Oymaru. CoBpeMeHHbIE CTaHIAPTHI Ha
dhopmatsl Oymarmu.

16. VYuudukamms ¢opm nokymento. 'OCT P 7.0.97-2016, ero
cojiep)KaHue U 3HaYCHUE.

17. YHUHUKAIMA TEKCTa YIIPaBIEHYECKOT0 JOKYMEHTA.

18. YHuUKaMs  TEPMHUHOJOTHH B  JIOKyMEHTOBEACHWH, €€
HOpMaTHUBHO-TIpaBoBas 0aza. CoBpeMeHHbIEe CTaHAAPTH TEPMUHOB U OIIPEICIICHUI
B JJOKYMECHTOBEICHHH.

19. [TonsiTue «KOpIOpaTUBHAs cucreMa JOKYMEHTAIH.
Howmenknarypa nen, e 3HaueHHWEe M NPUMECHEHHE B JIOKyMEHTHPOBAaHUHU
yIpaBJIeHYe€CKO HH(OpMAITHH.

20. [Tonsitus «rabenb ¢GopM ITOKYMEHTOB» U «anmbboM (opm
JOKYMEHTOB», UX pOJIb B JOKYMEHTHUPOBAaHHMU YIPABICHUECKOW HH(OpMaIuu



NPEIIPUSATHSL.

21. Enunas cucrema KJIacCU(pUKAITII u KOJIMPOBAHUS
TEXHUKO-3KOHOMHUYecKO u  couumanbHoii wuHpopMmamuu (ECKK  TOCH).
CtpykTypa Ki1accu(UKaTOPOB U JISKAITUX B MX OCHOBE KOA0B. O0Imepoccuiickue
KJ1accu()UKaTOPhI JOKYMEHTUPOBAHHON HH(OPMAIIIH.

22. [lonsiTHE «KOMIUIEKCHI JOKYMEHTOB». lIpocTbie U cllokKHBIE
KOMILIEKCHI JOKYMEHTUPOBAaHHON HH(OpMAIUH.
23. CnoxHple  KOMIUIEKChl.  l'ocynapcTtBeHHble  apxuBbl.  CeTb

rocyapcTBeHHbIX apxuBoB Poccuiicko ®enepaunu. KosmuecTBeHHass U
KaueCTBEHHAs! XapaKTEPUCTUKA apXHUBHBIX KOMILJIEKCOB.

24, bubnuoreunas cets Poccuiickoii @enepamum.

25. Pacnipenenénnbie  MHQOPMAIMOHHBIE 3JEKTPOHHBIE PECYPCHI.
MecTo U poyib IICKTPOHHBIX OUOIHMOTEK B CHUCTEME IOKYMEHTHBIX PECYpPCOB,
MEPCIEKTUBBI UX PA3BUTHUA.

26. CucremMbl HayYHO-TEXHUYECKOH M CTAaTUCTHUYECKOW HH(pOpManuu
Poccuiickoit @enepanuu.

27. JlokyMeHTanbHbIe doHBI PENIPUITUH, YUpEXKIECHUH,
OpraHu3aIMii. IlepBuunbie KOMILJIEKCBI JIOKYMEHTOB. Berpoennsie
MH(POPMAIIMOHHBIE HIEKTPOHHBIE PECYPCHI.

28. [TonsATHe «mepcoOHaNbHBIE JOKYMEHTHBIE pecypcbl». CocraB

MEPCOHANIBHBIX JIOKYMEHTHBIX PECYPCOB, MX MECTO M pOJb B HAIMOHAJIbHBIX
nHpopMalMoOHHBIX pecypcax Poccuiickoit deneparuu.

Tembl kKypcoBbIX padoT (3 cem)

1. Hcropuss CTaHOBJIEHUS COBPEMEHHBIX (YHKIMOHAIBHBIX  CHCTEM
nokymenTtauuu B Poccuiickoit denepanumn.

2. OcoOEHHOCTH ~ TOCYIAapCTBEHHOW  CHCTEMbl  HAyYHO-TEXHHYECKOU
JIOKYMEHTaL1H.

3. AHanu3  cuCTeMbl  KaJpoBOW  JOKYMEHTAallMM  TOCYIapCTBEHHOMN
OpraHH3alH.

4. Xapaxrepuctuka ECKK TOCH, e€ poib B ynpaBieHUH HAalMOHAJIbHBIMU
MH(POPMALIMOHHBIMU PECYPCAMHU.

S, OcoOeHHOCTH  HCIIONIb30BAHUS  OOIIEPOCCUNCKUX — KJIACCU(UKATOPOB

TEXHUKO-PKOHOMHYECKOI 151 COIMAIbHOM I/IHq)OpMaI_II/II/I B COBPCMCHHOM
ACJIOIMPOU3BOJACTBE.

6. OcobeHHocTH  cocTaBieHHs,  O(QOpPMJIEHHS M HUCIOJb30BAaHUS
HOMEHKJIATYPHI Je7T OpraHU3aIHu.

7. TaGenb popM HOKYMEHTOB U ATb00M (POpM JOKYMEHTOB OpraHU3aluu KaK
WHCTPYMEHT COBEPIICHCTBOBAHUS JIOKYMEHTAIIMOHHBIX TIPOIIECCOB.

8. Poinb 1 MecTo yupenuTenbHbIX TOKYyMEHTOB B YIPaBJICHUN OpraHu3aluei,
0COOEHHOCTH MX COCTaBIICHHS, O(DOPMIICHUS M PETUCTPAITHH.

9. Ponme ¥ MecTo OpraHu3allMOHHO-TIPABOBBIX JJOKYMEHTOB B YIPaBJICHUHU
opraHusaiyeif, 0COOEHHOCTH COCTaBJICHUS U OPOPMIICHUS.

10. Porme ¥ MecTO MOMKHOCTHBIX HMHCTPYKLUMH IepcoHajla B YIPaBICHUU
opraHusalueil, 0COOEHHOCTH UX pa3pabOTKH, 0POPMIICHHUS.

11. Pore u MecTo pacnmopsAMTENbHBIX JOKYMEHTOB B  YIpPaBJICHUHU
OpraHu3aIe, TOPSIIOK UX COCTAaBICHHSI, O(POPMIICHUS U HCTIOTHEHHUS.

12. CocraBnenue u oQopMiIeHHE JOKYMEHTOB, HCHOJb3YyEeMBIX IS
OTIepaTUBHOW Tiepeaadr HHHOpMaIiH

13. PazHoBHIHOCTH CITyEOHBIX MHCEM, OCOOCHHOCTH HX COCTaBJCHUS U
odopmITeHHUS.

14. Ponp 1 MecTo MHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPaBICHUU
opraHu3arueii, 0cOOEHHOCTH WX COCTaBIICHUS U O(hOPMIICHHS.

15. Porp um wMmecTto yHUUKAIMM JOKYMEHTOB B COBEpIICHCTBOBAHUU

JOKYMEHTAIIMOHHBIX IPOLIECCOB, HAITPABICHUS U ATAIbl YHH(DUKALHH.
16. B3auMocBsi3p copepkaHuss M (QOPMBI  JTOKYMEHTa, OCOOEHHOCTH WX



yHU(DUKALIUY.

17. Ucropus CTaHOBJICHHS OTEYECTBCHHOM CTaHJapTU3AIUN
JOKYMEHTAIIMOHHBIX TPOIIECCOB.

18. Cuctema MeXTYHApPOIHBIX CTAaHIAPTOB B 00JACTH JOKYMEHTOBEICHHUS.

19. AHaM3  CTPYKTYpbl JTOKyMEHTaJbHOrO (DOHIA OpraHM3alUHU, €ro
KauyeCTBEHHAsl U KOJIMYECTBEHHAs! XapaKTepPUCTHKA.

20. OcHoBHble HanpasineHus BHeapeHus YCJI, 3amaunm rocynapcTBEHHOTO
HaJ[30pa U OTpaciaeBOro KOHTposis BHenpenus Y CJI.

21. KadyecTBeHHass W  KOJIMYECTBEHHAs XapaKTEPUCTHKA COBPEMEHHBIX
APXUBHBIX KOMIUIEKCOB.

22. bubnuoreynbie  MHPOPMAIMOHHBIE  PECYPCHI,  JTOKyMEHTHPOBAHUE
IEeATEILHOCTH OMOJIMOTEK.

23. Mys3eiinbie nH(POPMAaLOHHBIE pecypcsl, JIOKYMEHTUPOBAHUE
JESTEIIbHOCTH MY3€HHBIX KOMIUIEKCOB.

24, Porme m MecTo TOCyIapCTBEHHOH CHCTEMBbI CTAaTHCTUKU B YIPABICHUU
HAI[MOHAJILHBIMU UH(OPMAIIMOHHBIMU PECypcamu.

25. BcrpoenHbie u pacnipeiei€HHbIC JIEKTPOHHBIE PECYPCHI, KX OCOOCHHOCTH.

26. Knaccudukanus BCTpOCHHBIX HHPOPMAIIMOHHBIX PECYPCOB MPEATIPUATHS,
O0COOEHHOCTH YIIPABJICHUS UMHU.

217. XapakTepucTuKa pachpee€HHbIX JIEKTPOHHBIX PECYPCOB, OCOOEHHOCTH
yIIpaBJICHUS HMH.

28. MecTo, poJib, IEPCIIEKTUBBI PA3BUTHSI SJIEKTPOHHBIX OUOINOTEK B CCTEME

JIOKYMEHTHBIX PECYPCOB.

HTorosbiii TecT (2 Kypc)

Bomnpoc 1

OO6pa3nupl  yHHUDUIMPOBAHHBIX (OPM JOKYMEHTOB, pa3pelIeHHBIX K MIPUMEHEHHIO B
OpraHu3aliy, CUCTEMAaTU3UPOBAHBI B CIIEYIOLIEM JTIOKYMEHTE:

Bri6epute ouH OTBET:

a. abOOM YHHU(UIIUPOBAHHBIX ()OPM TOKYMEHTOB MPEANIPHUITUS

b. nepedeHb TUMOBBIX YIPABIEHYECKUX JOKYMEHTOB MPEANPUATHS

c. Tabenb YHU(PULIHPOBAHHBIX (HOPM TOKYMEHTOB MPEAIPUATHS

d. HoMeHKIaTypa Aen NpeaIpUsITUs

Bompoc 2

K opranuzaiinoHHbIM JOKYMEHTaM MPEANPUATUS OTHOCSITCS BUJIbI TOKYMEHTOB:

BeiOepure oauH OTBET:

a. aKT

b. TOKHOCTHAS MHCTPYKIUS

C. TEXHUYECKUE YCIOBUS

d. pacniopspxenue

Bomnpoc 3

C noMo1IbI0 OTYETHBIX IOKYMEHTOB pealnu3yeTcs yrnpaBieHdecKas (yHKIHS

Bri6epute o1H OTBET:

a. perylIMpoBaHUs A€ATEIbHOCTU NPEAIPUATHS

b. KOHTPOJIS AEATETLHOCTU IPEATPUITUS

C. HOPMaTUBHO-METOIMYECKOr0 00ecreueH s YIpaBiIeHUs IpeAnpUsITHEM

d. opranu3zanuu 1eATeIbHOCTH NPEANPUATUS

Bompoc 4

K «niepBUYHBIM KOMILIEKCAM TOKYMEHTOBY MPEANPUATHS OTHOCUTCS

Bribepure oauH OTBET:

a. apXMUBHasl KOJUIEKIIHS

b. rocynapcTBeHHas cucTeMa CTaTUCTUKU

C. COOPHUK HOPMAaTHUBHBIX JTOKYMEHTOB IPEIIPUATHS

d. moxymeHTanbHBIN (DOHI IPETPUATHUS

Bomnpoc 5

KoMIuiekc 10KyMeHTOB — 3T0



Bribepure oauH OTBET:

a. COBOKYMHOCTb JOKYMEHTOB, B3aUMOCBSA3aHHBIX II0 IPU3HAKaM IPOUCXOXKICHHUS,
Ha3HAuYeHUs, BUA, CEephl NeITEIHLHOCTH, €AUHBIX TpeOoBaHUN K 0(pOpMIICHHUIO

b. MaccuBbl JOKYMEHTHUPOBaHHOM MH(pOpPMAIMK, YHOPSAOUYEHHBIE OIpPENeIEHHBIM
obOpazom

C. HOMEHKJIaTypa /i€ OpraHu3alun

d. Bug WHPOPMALMOHHBIX PECYpCOB, MPEACTABICHHBIH COBOKYMHOCTHIO OTIEIBHBIX
JIOKYMEHTOB, MaCCUBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMAX

Bormpoc 6

I'OCT P 7.0.97-2016 «YHubUIMpoOBaHHBIE CUCTEMBI TIOKYMEHTAIUH. Y HU(PUITUPOBaHHAS
cHCTEeMa OpPraHU3allMOHHO-PACTIOPATUTEILHON JOKYMEHTALINY . ..» PErYIHPYyeT

BriOepure oauH oTBET:

a. oOpMJICHHE PEKBU3UTOB JOKYMEHTOB

b. ynpaBieHnue 10KyMeHTaMu

C. MpoeKkTHpoBaHue ciayxos 10Y

d. opranuzanuio 10KyMeHTO0000pOTa B YUPEKICHUN

Bomnpoc 7

JIOKyMEHTHBIE PECYPCBI — 3TO

Br16epute ouH OTBET:

a. COBOKYIHOCTb JIOKYMEHTOB, B3aUMOCBS3aHHBIX II0 HpPHU3HAKaM HPOMCXOXKICHUS,
Ha3HAYeHUs, BUJA, CEPHI NeSITEIbHOCTH, €INHBIX TpeOOBaHUN K 0()OPMIICHUIO

b. HOMeHKJIaTypa e OpraHu3anun

C. MAacCHBBl JOKYMEHTHPOBAaHHOH WH(OpMAIMK, YIOPAJOYCHHBIE ONpeACIEHHBIM
obpazom

d. Bug WHPOPMALMOHHBIX PECYpPCOB, IPEICTABICHHBIH COBOKYITHOCTBIO OTICIBHBIX
JIOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMAX

Bormpoc 8

MeToa cOBEpIIEHCTBOBAHUS TOKYMEHTOB U CUCTEM JJOKYMEHTALUU

Bri6epute ouH OTBET:

a. nuHpopMaTHU3aus

b. cranmapTuzanus

C. CUCTEMHBIH aHaJIN3

d. MogenupoBanue

Bompoc 9

COBOKYITHOCTh B3aUMOCBSI3aHHBIX U CTPYKTYPHPOBAHHBIX JAHHBIX HA MAITMHOYMTAEMBIX
HOCHUTENSAX, 00paboTKa, MOUCK U XpaHEHHE KOTOPBIX OCYLIECTBIsIeTCs ¢ nomouibio 9BM, 310

Br16epute o1H OTBET:

a. YJIEKTPOHHBIE OAHKU JaHHBIX

b. anekTpoHHbIe 0a3bl JaHHBIX

C. DJIEKTPOHHBIE OMOTNOTEKH

d. NIeKTpOHHBIE KOMMYHUKATHBHBIE PECYPCHI

Bonpoc 10

JIoKyMeHTaJIbHBII QOHT - 3TO

Bribepure oauH OTBET:

a. JOKYMEHTBI OpTaHHU3alliH, TOATOTOBIIEHHBIE K C[aue B TOCYIapCTBEHHBIN apXUB

b. COBOKYIHOCTH JOKYMEHTOB, OOpa3yIOUIMXCS B JEATEIBHOCTH IOPHIMYECKOTO WU
¢bu3nYecKoro auIa 3a roj

C. JOKYMEHTbI OpraHU3allliu, BbIICTICHHbIE K YHUYTOXECHUIO

d. JTOKyMeHTbI, BKIIOYEHHBIE B Talenb YHUPUIUPOBAHHBIX (OPM JOKYMEHTOB
OpraHu3aIu

Bormpoc 11

CBoiicTBO ~ oduUMANBHOTO  JOKyMEHTa,  CcOOOIlaeMoe  eMy  JIeHCTBYIOLIUM
3aKOHOJATEIbCTBOM, KOMIIETEHIIMEH H3AAIOLEr0 €ro OpraHa M YCTAaHOBJIEHHBIM IOPSIKOM
odopmieHus - 3To

BriGepute oqun oTBET:

a. IOJTHOTA



b. ayTeHTHYHOCTD

C. KOH(UIEHITUATEHOCTh

d. ropuanueckas cuia

Bomnpoc 12

COBOKYIHOCTH JOKYMEHTOB, 00pa30BaBIIMXCS U HAKOIICHHBIX B IIPOIIECcCe AeSTEIbHOCTH
OTJEJILHOTO (PU3NYECKOT0 JIUIA, ITO

Br16epute ouH OTBET:

a. pacrpeeséHHble HH(POPMAIMOHHBIE PECYPChI

b. BcTpoeHHbIE HH(OPMAIIMOHHBIE PECYPCHI

C. IepCOHAJIbHbIE HH()OPMALIMOHHBIE PECYPCHI

d. cratucruyeckre HHPOPMALMOHHBIE PECYPCHI

Bomnpoc 13

ITocranoBnenunem IlpaBurenscrBa Poccuiickoit @enepanuu ot 08.07.1997 Ne 835 «O
NEPBUYHBIX YYETHBIX JOKYMEHTAaX» YTBEPKIAeTCs

Br16epute ouH OTBET:

a. TEPMUHOJIOTHSI B 00J1aCTH 1€IONPOU3BOJICTBA U apXUBHOTI'O JieNa

b. anp0oM 1o yu€Ty Tpyia ¥ €ro OIIaThl

C. MHCTPYKIIUS IO 3aIIOJTHEHUIO TPYIOBBIX KHUXKEK

d. TabGenb yHUUIIMPOBAHHBIX (HOPM TOKYMEHTOB

Bomnpoc 14

OO0s13aTeNbHBIE CTPYKTYPHBIE 3JIEMEHTHI CTaH1apTa

BriOepure oauH OTBET:

a. HOPMAaTHUBHBIE CCHUIKH

b. TpeboBanus K 00BEKTY CTaHIAPTU3ALUU

C. OTJIaBJICHHE

d. o003HaYeHHsI U COKpAICHUS

Bompoc 15

YHauduuupoBanHas popma T0KyMeHTa — 3TO

Bri6epute ouH OTBET:

a. IOKYMEHT, UIMEIOLIII TUIIOBOE coziepkaHue U ohopMiIeHne

b. TOKyMEHT, CO3/1aHHBII ¢ TPUMEHEHHEM KOMIIBIOTEPHON TEXHUKH

C. (hOpMBI NEPBUYHBIX YUETHBIX JOKYMEHTOB I10 YUETY TPY/la M €r0 OIUIATHI

d. COBOKYITHOCTh PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C PEIIACMBIMH B JAHHOM
chepe [eATENBHOCTH 3aJayaMd M 3a(QUKCHUPOBAHHBIMH B ONPEACICHHOM IMOpsAIKE Ha
MaTepHaJIbHOM HOCHUTEIE

Bonpoc 16

C momouIpi0 OpraHU3allMOHHO — MPABOBBIX JOKYMEHTOB PEaTU3yeTcsl yIpaBieHUYECKast
byHKIISA

Bri6epute ouH OTBET:

a. HOpMaTUBHO-METOIUYECKOr0 00ecreueHus YIpaBiIeHus IpeAnpUsITHEM

b. KOHTPOJIS IEATEIEHOCTH TPEATIPHSITUS

C. OpraHU3aLUH JIEATETbHOCTH MPEIIPUITHSI

d. perynmupoBaHus IeSTETLHOCTH MPEITPUASTHS

Bonpoc 17

Komno3umust micema — 3T0. ..

Bribepure oauH OTBET:

a. TIOCTIeIOBATEIFHOCTD PACIIONIOKEHHSI TTPEIOKEHUH B TEKCTE IOKYMEHTA

b. «i3pIKOBast popMynna» MucbMa

C. PacIONIOKEHUE PEKBU3UTOB MIChMa M 2JIEMEHTOB TEKCTa Ha OJIaHKe

d. mocnenoBaTeIbHOCTh B3aUMOCBA3AHHBIX CMBICIOBBIX 4YacTeil, OOBbEIUHEHHBIX
€IMHCTBOM TEMBI

Bomnpoc 18

Vkaxure BUA JOKYMEHTA, BBIIEISIEMbIH 110 (QYHKIIUH yrIpaBIeHUs

Bribepure oauH OTBET:

a. 10Cbe

b. oTuér



C. DJIEKTPOHHBII JTOKYMEHT

d. ankera

Bonpoc 19

K nHpopmManroHHO-CIIPaBOYHBIM JJOKYMEHTAaM OTHOCSTCS:

Br16epute ouH OTBET:

a. mpuKa3

b. ycras

. 00BsICHUTENbHAs 3aIiCKa

d. mocranoBnenue

Bomnpoc 20

IlepconanbHble CBEAEHUS O TpaskJaHax SBISAIOTCA

BriOepure oauH oTBET:

a. nHpopmanuen, OTHECEHHON K KOMMEPUECKOW TaifHe

b. uadOpMaIHEit OTKPBITOTO AOCTYIA

C. KOHpUACHIMATFHON HH(pOpMaIue

d. uadopmanueii, OTHECEHHOM K TOCYIapCTBEHHON TaliHE

Bompoc 21

@OyHKIMOHANbHAS KIACCU(PUKAIMS JOKYMEHTOB OCYIIECTBIISIETCS 10 CIEAYIOIIEMY
OCHOBaHUIO

BriOepure oauH OTBET:

a. BpeMs NOSIBJIIEHUS JOKYMEHTA

b. nH(pOopMaLMOHHAs COCTABIIAOLIAs JOKYMEHTA

C. cIoco0 3aKkperuieHus HH(HOPMAIUK Ha MaTePUAIbHOM HOCHTEIIS

d. Bua MaTepuagbHOrO HOCUTENS TOKyMEHTa

Bomnpoc 22

DneKTpoHHbIe HH(OPMAIIMOHHBIE PECYPCHI, CO3/1aBaEMbl€ PA3IIMYHBIMU IPEANPUATHIMU U
HEINOCPE/ICTBEHHO CBSI3aHHBIE C OCYIIECTBICHUEM UX OCHOBHOM JI€ATEIbHOCTH

BriOepure oauH OTBET:

a. BCTPOECHHbIE HH(POPMAaIIMOHHBIE PECYPChI

b. anexkTpoHHBIE OMOTNOTEKH

C. KOMMYHHUKATUBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pacnpenenénnble HH(POPMALIMOHHBIE PECYPCHI

Bomnpoc 23

bnank noxymeHTa — 3To0...

Bri6epute ouH OTBET:

a. HaOpaHHBII Ha KOMITBIOTEPE THUIIOBOM JJOKYMEHT

b. TOKYMEHT, OTIIEUYaTaHHBIN B TUIIOTpapUH

C. HabOp PEKBU3UTOB, MJICHTU(PUIUPYIOIUX aBTOpa O(PHUIHMATIBHOTO JOKYMEHTa

d. JOKYMEHT C MOBTOPSAIOIIUMCS TEKCTOM

Bonpoc 24

OcHoBHasi  KJacCU(UKAMOHHAS €AMHHLIA B (DYHKIMOHAJIBHOM KiIacCHUpUKAUU
JTIOKYMEHTOB

Bri6epute o1H OTBET:

a. MOJUTMHHUK JIOKyMEHTa

b. neno

C. IyOIuKaT TOKyMEHTa

d. Bua moxkymeHTa

Bomnpoc 25

Knaccuukanuss 1OKyMEHTOB Ha WHAMBHIyalbHBIE, TpadapeTHsie, NpPUMEpPHBIE
OCYILIECTBIISIETCS MO CIEIYIOIIEMY OCHOBAaHUIO

Bri6epute o1H OTBET:

a. CTENEHb CI0KHOCTH

b. cTeneHp TOYHOCTH

C. CTETeHb YHU(DHUKAIIH

d. cTeneHp OTKPHITOCTH

Bomnpoc 26



[IpogomxuTe onpeneeHne: CuCTeMa JOKYMEHTAIU! — 3TO. ..

BriGepute oqun oTBET:

a. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX MPOLEAYPON NPUHATHS YIPABICHUECKOTO
peleHus

b. pa3sHOpOJHBIC 1O CBOEMY MPOUCXOXKICHHUIO, Pa3HOOOpA3HbBIC 1O BHIOBOMY COCTaBY
JIOKYMEHTBI, 00pa30BaBIIKECs B MPOIIECCE ACITSILHOCTH OTACIBHOIO (DU3MUECKOTO JINIA

C. COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX TIOJ TPHU3HAKAM MPOUCXOXKICHUS,
HA3HAYCHMS, BUJIA, CPEPhI IEATSIBHOCTH, SIUHBIX TPEOOBAHUN K O(OPMIICHHIO

d. TOKyMEHTBI 1 MaCCHBBI JOKYMEHTOB B HH(OPMAIIMOHHBIX CHCTEMaX, YIOPSIT0YCHHBIE
onpeAeIEHHBIM 00pa3oM

Bomnpoc 27

JIesITeNbHOCTh 10 YCTAHOBJCHHIO W IIMPOKOMY MHOTOKPAaTHOMY HCIOJIb30BaHHUIO
TpeOOBaHUI, HOPM, MPABWJI M XaPAKTCPUCTUK, KaK O00S3aTENbHBIX IS BBIMOJIHECHUS, TaK U
PCKOMEHIYEMBIX, B IIEJAX JOCTM)KCHUS ONTHMAJIBLHOW CTEIEHHU YIOPSIOYCHHOCTH B TOH WIIH
HMHOU 00y1acTu

Br1OepuTe 01MH OTBET:

a. TapMOHU3ALUS

b. crangapTu3anus

C. cucTeMaTu3aus

d. yauduxanus



OuneHoYHBIE CPeICTBA MPOMEKYTOYHOI0 KOHTPOJIA 10 pa3aeiam

KonTposbHbie Bopockl 0 Kypcey «/JlokymenToBenenune» k  pasaedy 1

1. [TonsiTue  cucremspl  JOoKyMmeHTauuu. Mcrtopuueckoe  pa3BUTHE  CHCTEM
JIOKYMEHTALUU.

2. OcHOBHBIE  (YHKIMOHAJbHbIE CHCTEMBI JIOKyMeHTanmuu B Poccuiickoii
®denepanuu.

3. Cranpaptusanus 1 yHU(UKaLUs TOKyMEHTOB.

4. YHubunupoBaHHble CUCTEMBI JIOKYMEHTALUU. Knaccudukatopsl
JOKYMEHTHPOBAaHHON MH(OpMAIIH.

5. OpraHu3aluOHHO-paCoOps AU TEIbHAS JIOKYMEHTAaIHSI. OK 011-93

«Obmepoccuiickuil Kiraccu(uKaTop ynpaBJIeHUYECKOW JOKYMEHTAIMM» M OTpaKCHHE B
HEM YHU(DULIUPOBAHHON CUCTEMbI OpPraHU3allMOHHO-PACTIOPSAUTEIHHON JOKYMEHTAIIUH.

6. THIbI TOKYMEHTOB, X KJIACCH(HKAIIIH.

7. JokymeHT kak cucrema. CTpyKTypa IOKyMEHTa. BHemHSST W BHYTPEHHSS
CTPYKTYpa JOKYMEHTA.

8. Qopmynsap TOKyMeHTa, ero passutue. CoBpeMeHHbIe TpeOoBaHUsA K HOpMYIpY
YIIPaBJIEHYECKOTO TOKYMEHTA.

9. IOpunnyeckas cuna nokymeHnta. HopmaTuBHO-MeToan4eckas 0aza ohopmiIeHUS
JIOKYMEHTOB.

10.  ®opmysip-oOpaser; OpraHU3alMOHHO-PACTIOPSIUTEIBHOTO JOKYMEHTa: 00Ias
XapaKTepUCTHKA.

11. Ioct P 6.30-2003 «YHudunupoBaHHas cucreMa

OpraHU3alMOHHO-PACHIOPSAUTENBHON JOKyMEHTaluu. TpeboBanus K odopmieHuto
JOKyMEeHTOBY». OO0jacTe NPUMEHEHHUs, COCTaB pPEKBU3UTOB, PpErJaMEHTUPYEMbIX
roCyJapCTBEHHBIM CTAHIAPTOM.

12.  TpeboBanus k OJaHKaM OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

13. O6mue TpeOoBaHus K o opMIIEHHIO PEKBU3HUTOB
OpTraHU3aIMOHHO-PACTIOPAANTENBHBIX JoKyMeHTOB coriacHo ['OCT P 6.30-2003.

14. TpeboBanust k odopmieHn0 peKBU3UTOB «l'ocynapcTBeHHbI repd Poccuiickoit

Oenepanuny, «['epd cydwekra Poccuiickoit denepanumny», «IMOnemMa opraHu3aluy,
TOBApPHBII 3HAK (3HAK 0OCTYKUBAHUS)».

15. TpeboBanus k opopmieHuto pekBuznTa «HanMeHoOBaHUE OpraHU3aluNy.

16. CnpaBounast nHGopmMaiysi 00 OpraHu3aluu — aBTOPe TOKYMEHTa B TpeOOBaHUS K
e€ ohopmIieHuIO.

17. TpeboBanusi & odopmieHuto pekBu3uToB «Koxa ¢GopMbl  JOKyMEHTay,
«HanmeHoBaHUE BUAA TOKYMEHTaY.

18.  Hara nokymenra. [lopsaok ocdopmienust nar. TpeOGoBaHus K 0QGOpPMIICHUIO

peKBU3UTOB «PerucTpalmoHHbli HOMEp JOKyMeHTa», «Ccbulka Ha PerucTpalndOHHBIHN
HOMEp M J1aTy JOKYMEHTay, «MecTo cOCTaBIeHUs UIN U3AaHUS JOKYMEHTay.

19. [lpaBuna HamMcaHUs ajgpecaTa M MECTO yKa3aHMsS ajapecarta B (opmyisipe
nokymenTta. Ortpaxenue cdepsl aelcTBUS JOKyMeHTa B ero azapecate. llopsaok
odopmieHHus JOKYMEHTa ¢ HECKOJIBKMMH ajipecatamu. [lopsaaok odopmiieHus: IOYTOBOTO
azpeca.

20.  VYrBepxkaenue gokymeHToB. CmocoOwsl  yrBepxkaeHus. CocrtaB  rpuda
YTBEPKACHUS, TIOPSAOK €ro opOpMIIEHHUS, MECTO B POPMYJISIpe TOKyMEHTa. JJOKyMEHTHI,
MOJJIEXKALTNE YTBEPKICHHUIO.

21. CocraB ynoctoBepeHHsl J0KyMeHTOB. Ha3HaueHue mnojamucaHusi JOKYMEHTOB.
[TpaBuia moAmucu JOKYMEHTOB pa3iMYHBIX KaTeropuil. MecTto moamucu B Gopmyispe
JIOKYMEHTA. JJIEKTPOHHAS MOJIHNCH.

22. [Teyatn u ux Ha3zHaueHue. Bunel meuateid. ['ocynapcTBeHHas repOoBasi meyaTh.
3aKOHO/IATENLCTBO 00 M3TOTOBJIICHUH W TIOJIb30BaHUM Tiedateil. [lopsmok mpocTaBiaeHUs
OTTHUCKA IeYaTy Ha JOKYMEHTaX.

23. CormacoBanne aokymeHTa. llopsmok u Buuabl corjlacoBaHus. [pud u BU3BI
corJlacoBaHusi, MX oopmieHue, Mecto B popmyisipe 1okyMeHTa. Busa o3HakomieHus,



nopsiIoK e€ opopMIIeHHSI, MeCTO B (hOpMyIIsipe JOKYMEHTA.

24.  OrMeTKHW Ha JOKyMeHTax. MIX poiib B POXOXKICHUU U MCIIOJIHEHHH JOKYMEHTa,
MecTo B Qopmynsape aokymenta. Ocoboe HazHadeHue pe3oironuu. TpeboBaHue K ee
conepkaHuto u opopmiieHHI0. OTMETKH O B3SITHH JOKYMEHTa Ha KOHTPOJIb, HCITOJTHECHUN
JIOKYMEHTA, UCIIOJTHUTENE U JP.

25.  TloHsATHE «TEKCT AOKYMEHTa» IpPH Pa3IMYHBIX CIIOCO0aX JOKYMEHTHPOBAHUS.
Cuenapuii moarotoBkd gokyMmMeHTa. CoaepkaHHe HPOCTBIX M CIOXHBIX JOKYMEHTOB.
[TopsiioK M310KEHUS TEKCTA JIOKYMEHTA.

26.  JlunrBucTHuYeCKHME OCOOCHHOCTH JOKyMeHTa. CTHIMCTHYECKHE TpeOOBaHUs
TOYHOCTH, SICHOCTH TEKCTa JOKyMeHTa. Jlormdeckas CTpyKTypa TekcTa. B3ammocBsi3b
CTHJIUCTUYECKHX TPEOOBAaHUI K TEKCTY JOKYMEHTA U MX S3bIKOBBIX CPEJICTB BHIPAKECHHUSL.
dopmanmzanms TEKCTa JOKYMEHTa. JJIeMEHThl TeKcTa. TpeGoBaHus K 0(OPMIICHHUIO
TEKCTa B BUJIC aHKETHI, TAOJIUIIbI, CBI3HOTO TEKCTA.

27.  TloHsaTHe «3arojlOBOK JOKyMeHTa». Ha3HaueHWe 3aroiioBka, €ro MecTo B
dopmymsipe noxkymenTa. [lpunoxenne K TeKCTy U TpeOOBaHUS K €ro 0(pOPMIICHHIO.

28. Texauueckue TpeOOBaHMS K 0(OpMIICHUIO PEKBU3HUTOB
OpraHu3aIMOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB.

29. OO6mue TpeOoOBaHUS K COCTaBICHUIO U O(OPMIICHHIO OCHOBHBIX BHJIOB
YIPaBJIEHYECKUX TOKYMEHTOB.

KoutposbHble TeopeTnueckue BONPOchl M0 Kypcey «JlokymeHTOBeneHHe» K
pasaesiam 2 Kypca

1. OO6mue TpeOOBaHUS K COCTaBICHUIO U O(OPMIIEHUID OCHOBHBIX BHJIOB
OpraHU3alMOHHBIX JTOKYMEHTOB.

2. CocraBnenne 1 0opMIIEHHE OCHOBHBIX BUJIOB YUPEIUTEIBHBIX JOKYMEHTOB.

3. CocraBnenne u OQOpPMIICHHE TOJOXKEHUS O CTPYKTYpPHOM MOJpa3/eleHuu
OpraHu3aIuHg.

4. CocraBnenue 1 opopmiIeHHE MTPABUI BHYTPEHHETO TPYIOBOI'O PacHopsiKa.

S. CocraBnenne u odopmiieHHE HWHCTPYKUUN OpraHu3allMOHHO-METOINYECKOTO
Xapakrepa.

6. Cocrasnenue u opopmiieHHE TOJKHOCTHBIX HHCTPYKLIUH.

7. CocraBnenue 1 opopmiieHUE aJMUHACTPATUBHOIO PErilaMeHTa.

8. OO6mue TpeOOBaHUS K COCTaBICHUIO U O(OPMIICHHIO OCHOBHBIX BHJIOB
pacropsAUTENbHBIX JOKYMEHTOBY

9. Cocrapnenue U opopMIIeHHE PACTIOPSAIUTEIBHBIX JOKYMEHTOB, M3/1aBa€MbIX Ha
NPUHIUNAX €IUHOHAYAIHS.

10. CocraBnenue u opopMIIEHHE PACTIOPSAIUTEIbHBIX JOKYMEHTOB, M3J]aBa€MbIX Ha
NPUHIUIAX KOJUIETHaIbHOCTH.

11. O6mue TpeOoOBaHUS K COCTaBICHUIO U O(OPMIIEHHIO OCHOBHBIX BHJIOB

I/IH(I)OpMaI_II/IOHHO-CHpaBO‘{HBIX AOKYMCHTOB, ICPCAABACMBIX II0 PA3JIMUYHBIM KaHaJllaM
CBsI3H.

12.  [lenoBas mepemucka: TOHATHE, Kilaccuukanus, poib U (QYHKIUH B
YIIPaBICHYECKOH AEATEIFHOCTH, 3aKOHOIATEIbHOE PETYINPOBAHHE.

13. CpeactBa cBsi3M, HUCHOJNb3yeMble Il JOCTaBKU JEJIOBOM KOPPECTIOHIEHIIHH.
JIoKyMeHTBI,  TiepefaBaeMble IO  KaHajJaM  JJIEKTPOCBS3H. TenerpamMMer

(Teneraiimorpammel), Teiaekchl. Pakcorpamma (pakc). TenedoHorpamMma. DIeKTPOHHOE
MIMCHMO.

14.  [enosbie nmucbma. O6mue TpeOOBaHUS K COCTABICHUIO U O()OPMIICHHUIO JIEIOBBIX
TIHCEM.

15. Kommnosumwus TeKcTa JIeI0BOTO MUChMA. SI3BIK, CTHIIb, STUKET JIEIOBOTO MUCHEMAa.
16. Knaccugukanum 1enoBbIX MHCEM.

17. CocraBnienue W OQOpMJIICHHE TIHCEM, CBSI3aHHBIX C PacHpOCTpaHEHUEM
uHpOpMaLUH.

18. CocraBnienue u OQOPMIICHHE TIHCEM, CBSI3aHHBIX C OOpalICHHSIMH TI0



BBIINTOJIHCHHUIO TCX WU UHBIX HGﬁCTBHﬁ HJIN OKa3aHUIO YCIIYT.

19. CocraBnenue u 0OpMIICHHUE MTHCEM-OTBETOB.

20. CocraBnenne u odopmienue nuceM [lucbmMa MPETEH3MOHHOTO XapakTepa,

CBSI3aHHBIX C BHIPQ)KEHUEM BHUMAHHUSI U y4acTHsl.

21. CocraBnenue U o¢popMIIEHHE DPEKOMEHIATEIbHBIX IHCEM, COMPOBOAUTEIBHBIX

TTHCEM.

22. OOmue TpeOoBaHUS K COCTaBICHUIO U OG(OPMIICHHIO OCHOBHBIX BHJIOB

UH(POPMAIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

23.  OcoOeHHOCTH OGOPMIICHHS aKTOB M IPOTOKOJIOB.

24, Ocob6enHoctr 0(hOpMIICHHS JTOKIJIATHOM, CITY’)KEOHON U OOBSICHUTEIILHON 3aIHCOK.

25. OcobenHocT OOPMIICHHS CIIPABOK, CBOJOK, 3aKITFOYCHUI, OT3HIBOB, TICPEYHEH,

CIIMCKOB.

26.  OOmue TpeOOBaHUS K COCTaBICHUI0O W O(GOPMIICHHIO OCHOBHBIX BHJIOB

JOKYMEHTOB T10 TPYJIOBBIM OTHOIIICHUSIM.

27. JIndHbBIE TOKYMEHTHI B OCOOEHHOCTH UX COCTABIICHUS U 0(pOpPMIICHUSI.

1. Tlonsatne <«WHPOPMALMOHHBIE pECYPCh» U  «IOKYMEHTHBIE pecypcb». Hx
B3aMMOCBSI3b.

2. Knaccudukanus nokymeHnToB. Llenb 1 OCHOBHBIC METO/IbI KJIacCH(DHUKAIINY.

3. OcHOBaHUS U CXEMBbI KJIaCCU(UKALINH.

4, CemaHTHYECKHE KJIaCCU(PUKAIINH.

5. OyHKUMOHATBHBIE KJIAaCCH(PHUKALINY.

6. CrxiagplBaHUE CUCTEM JOKYMCHTAIUH.

7. Tlonsatus «yHH(UKAIU» U «CTAHIAPTU3ALUI) TOKYMEHTOB.

8. OCHOBHBIC HaNpaBJICHUS YHU(PHUKAIIMH JOKYMCHTOB Ha COBPEMEHHOM JTalle.

9. Vuauduxanus popmaTtoB Oymar.

10. Yuudukanust Gopm 10KyMEHTOB.

11. Vaudukanus TeKcTa JOKyMEHTa.

12. TonsTuitHas yHupUKALKS.

13.TOCT P 6.30-2003. Ero conepxanwe, 3Ha4YCHHE.

14. TpeboBaHMs K KOHCTPYHPOBaHUIO OiaHKOB. Bunel O6nmankoB. brnanku mpennpustuii
pa3IuYHBIX (HOPM COOCTBEHHOCTH.

15. [TonsATHe «cucTeMBbl JOKyMEHTanuMu». IIpu3HakM CHUCTEMBI JJOKYMEHTAIUH.
OcHoBaHwusI KJIacCHU(PUKANU CHUCTEM JOKYMEHTAIHH.

16. ®yHKIMOHATbHBIE U KOPIOPATUBHBIE CUCTEMBI JJOKYMEHTALUH.

17. TeHaeHIIMY UCTOPUIECKOTO PA3BUTHS CUCTEM JJOKYMEHTAIIHH.

18. Cucrema Hay4HO-HMCCIIEI0BATENBCKOM M MPOEKTHO-KOHCTPYKTOPCKON JOKYMEHTAIUH.

19. Cucrema naTeHTHON JOKYMEHTAIIUU M CTAaHIAPTHI.

20. ECKK TOCH, xakoBHI €€ 3aa4H ¥ COCTaB.

21. CtpykTypa KI1acCu(PUKATOPOB U JISKAIIUX B UX OCHOBE KOJIOB.

22. Cucrema TEXHOJIOTUYECKON JOKYMEHTAIUH.

23. Kagposas nHQOpMaIMOHHO-I0KYMEHTAI[HOHHAs CUCTEMA.

24. Cucrema OpraHU3allMOHHO-PACTIOPAIUTEIHHON IOKYMEHTALIUH.

25. Cucremsl TJIAHOBOM, nH(})OpPMAITMOHHO-CIIPABOYHOM,
MH(POPMAIIMOHHO-aHATUTHYECKON U OTYETHOM JOKYMEHTAIMH.

26. [NonsTHe «yHU(UITMPOBAHHBIE CUCTEMBI JOKYMEHTAITUI.

27. Haznauenue, onpenenenue u cocra Y COP/I.

28. [loHATHE  «KOMIUIEKCHI  JIOKyMEHTOB». [lepBHYHBIE KOMIUIEKCHI —TEKCTOBBIX
JOKYMEHTOB.

29. CroxHbIe KOMITIEKCHI. ['ocynapcTBeHHbIe apXuBbl. CeTh roCy1apCTBEHHBIX aPXHBOB.

30. [NonATne «IO0KyMEeHTANbHbIN GOHI» U «apXUBHBIN GoHI». VX pazauuue.

31. YHuummupoBaHHbBIE CHCTEMBI IOKYMEHTAIIHH.

32. Tabenb popM 10KyMEHTOB. AIbOOM (OPM TOKYMEHTOB.

33. HomeHknatypa e, e€ 3HaueHUe U IPUMEHEHUE B IeIOIPOU3BOJICTBE.

34. Knaccudukaropsl JOKyMEHTHPOBAaHHON MH(POPMALIUH.

35. CocraB nepcoHABHBIX JOKYMEHTHBIX PECYPCOB.

36. KonnuecTBeHHast 1 KadyeCTBEHHAs XapaKTEPUCTHKA apXUBHBIX KOMIUIEKCOB.



37. BerpoeHHble U pacnpeieIiEHHbIE 3JIEKTPOHHBIE PECYPCHI.

38. MecTto W poib DJIEKTPOHHBIX OMOIMOTEK B CHCTEME JOKYMEHTHBIX PECYPCOB,
MIEPCTIEKTUBBI UX PA3BUTHSL.

39. Pecypchl HAy9HO-TEXHUYECKOW M CTATUCTUYECKON MH(pOpMAITUH.

40. JIokyMEeHTHBIE pecypchl OMOIMOTEK U MY3€eB.

41. loxymeHTaJIbHBIC (OHABI TPEANPUITHH, YUPEKICHUH, opraHm3anui. [lepBuunbie
KOMILIEKCHI JOKYMEHTOB.

42. DnekTpoHHbIe 0a3bl TaHHBIX.

43. DKcnepTH3a HEHHOCTH JOKYMEHTOB.

44. JkcriepTHbIE KOMUCCHH OpraHU3aIuil.

3ajanusi K NPAKTHYeCKOl  4YacTH 3a4eTra ¢  OLEHKOM no Kypcy
«JlokymeHTOBE/IEHH )

1. KoMIutekcHbIN aHanu3 TOJKHOCTHOM MHCTPYKLIMU U €r0 peJaKTUpPOBaHUE.

2. KomnekcHsplil aHanu3 y4peauTENbHOTO JOKYMEHTA U €r0 PEJaKTUPOBAHHUE.

3. KoMiuiekcHbIi  aHaJIU3 TOJIOKEHUS 110 OCHOBHOW JIEATEIBHOCTH U €ro
pEeaaKTUpOBAHUE.

4. KoMIutekcHbIi aHanu3 pacopsKeHUs..

S. KoMIulekcHbI ~ aHaJIM3 IIpUKasa [0 OCHOBHOM  JCATENBHOCTH M €r0
peaaKkTUpOBaHUE.

6. KomnnekcHslil aHaau3 NOCTAHOBJIEHUS U €r0 PEAAKTUPOBAHUE.

7. KoMIuieKkcHbINM aHan3 penieHus U ero peIakTHPOBaHUE.

8. KomnekcHslil aHanu3 yka3aHus U €ro pelakTUPOBAHHUE.

9. KomruiekcHbIi aHAIN3 CIyKE€OHOTO MUChMa U €T0 PelaKTUPOBAHHUE.

10. KomnekcHslil aHanu3 NpoTOKOJIa U €r0 peIaKTUPOBAHUE.

11. KoMruiekcHbli aHanu3 akTa v ero peJakTHPOBaHUE.

12. KomruiekcHbIi aHanu3 ciry>keO0HOM 3aMKiCKU U €€ pelaKTHPOBAHUE.

13. KomMiuiekcHbli aHanu3 CrpaBKu U €€ peJakTUPOBaHUE.

IIpakTHyeckoe 3aJaHue K 3a4eTy ¢ OLEHKOM

ITpousBect GpopMyIIIpHBII aHAIM3 OJJTHOTO JOKYMeHTa (1o BeIOOpY mpemnonaBatens). K
KaKol cucTeme, IMOJACHCTEME JOKYMEHTAllMM OTHOCHUTCA JaHHBIA JOKyMeHT. B kakoit/me
KOMIIJIEKC/bI MOYKET BOMTH aHATU3UPYEMBbIil TOKYMEHT.

BapuaHThl npu/I0KEeHHH

Bapuanrt 1 - cripaBka KOHKpETHON OpraHU3aluu

BapuaHT 2- nMcbMO KOHKPETHOM OpraHu3aluu

BapHaHT 3- IPUKa3 KOHKPETHOW OpraHu3aluu

Bapuant 4 - pacnopspkeHHe KOHKPETHON OpraHU3aliu

BapuaHT 5- akT KOHKpETHON OpraHU3aluu



MpunoxkeHue 2

O1neHOUYHbBIE CPEACTBA /ISl MPOBEAECHUSA MPOMEKYTOYHOM aTTecTaIluu

Kon
WUH]JIUKATOP
a

NuaukaTtop J0CTHXKEHUS
KOMIIETEHITHNH

OneHouHble CpeCTBa

OIIK-3: Cnoco0eH NnpuMeHSITh TeopeTHYeCKHe 3HAHUS I pellleHUs NMOCTABJIEHHBIX 3a71a4
B 00J1aCTH JIOKYMEHTOBE/IeHHsI U APXUBOBEIeHMNSI;

OI1K-3.1:

Cocrasmsier, opopmIIsieT U
BEIET  YIPABJICHUYECKYIO
JOKYMEHTAIHFO
pa3IMYHBIX  BHIOB IO
npouIro  IeATeIbHOCTH
OpraHu3aluu B
COOTBETCTBUM  C  e€¢
OpraHU3alMOHHO-TIPABOB
oii (hopmoit

Bonpocs k 3auery 1 Kypc

1. [Tonsitue CUCTEMBbI JIOKYMEHTAIUH.
HcTopudeckoe pa3BUTHE CHCTEM JOKYMEHTAITHH.

2. Tumbl TOKYMEHTOB, UX KIacCHU(pUKAIIH.

3. JlokymeHT kak cucremMa. BHemHss wu
BHYTPEHHSII ~ CTPYKTypa  JOKYMEHTa: oOmras
XapaKTepPUCTHKA.

4. CpenctBa CBsI3U, UCIOIb3YyEeMbIE AJIs JOCTAaBKU
JIETTIOBOM KOPPECIIOHICHIINH. TpeGoBanust K
JIOKYMEHTaM, nepe1aBaeMbIM 1o KaHaiam
AJIEKTPOCBSI3H.

5. OO6mme TpeOOBaHUS K COCTaBICHUIO U

0hOpMIIEHHUIO ENOBBIX NrceM. KoMro3umus Tekcra,
S3BIK, CTUJIb, STUKET JIEJIOBOTO MUChMA.

6. JlenoBast  mepenucka:  OOIIME  CBEICHUSA,
KJaccudukanus, poJib B yIIPaBICHYECKOM
JIeSITEIIbHOCTH, byHKINN. 3aKOHOJATEIbHOE
PEryIMpOBaHUE JICIOBOI MEPENHCKH.

7. PacniopsimurensHast  TOKyMeHTauusi:  oOImas
XapaKTEePUCTHKA.

Hrorossiii TecT 32 1 kype
Bomnpoc 1
Cormnacno CTaHAapTU3UPOBAHHOMY
OTpEeIETICHUI0, BUJI TUCBMEHHOTO IOKYMEHTa — 3TO:
Bri6epute oquH OTBET:
a. oduIuaTbHBIA JTOKYMEHT, CO3JIaHHBIH B
MIMCbMEHHOM BH/JIE
b. HaMeHOBaHUE IOKYMEHTa, O(pOPMIIEHHOTO
M0 YCTaHOBJIEHHBIM TMpaBWIaM MAIIMHOMUCHBIM
crocooom
C. MPUHAJJIEKHOCTh MTUCbMEHHOI'O JIOKYMEHTA K
CHUCTEeME JJOKYMEHTAIIUH 10 TIPU3HAKAM COJEPIKAHMS 1
LEJIEBOTO HA3HAUYECHUS
d. pa3HOBHUJIHOCTH JIOKyMEHTA, HCIOJHEHHOTO

rpadpuuecKuMi 3HaKaMu — OykBamu, ULuppamu,
uepornupamu

Bomnpoc 2

CormacHo CTaHJAPTHU3UPOBAHHOMY

OTpeieNIeHnI0, YHU(HUIMPOBaHHas (opMa JOKyMEHTa
—3T0:

BriGepure ofuH OTBET:

a. uMHQOpMaIMs, 3amUCaHHAas Ha Pa3IUYHbIX
HOCHTEJISX 110 YCTAHOBJIEHHBIM IIPABHJIaM

b. COBOKYNHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX
B COOTBETCTBHHM C pEIIAEMBIMH B JaHHOU cdepe
JEATCIIBHOCTH  3aJa4aMH M PAclONOXCHHBIX B
OIIpeIeIIEHHOM MOpsiIKEe Ha HOCUTENE HH(POpMALUU




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

C. Habop  pPEKBU3UTOB  O(HIMATHLHOTO
MUCHbMEHHOTO  JIOKYMEHTa,  paCIIOJIO)KEHHBIX B
OTIpeIeIEHHON MOCIIeI0BATEIbHOCTH

d. Habop pEKBU3HUTOB, HIACHTU(DUIIUPYIOIINX
aBTOpa OPHUIIMATBHOTO MMCHMEHHOTO JOKYMEHTa

Bomnpoc 3
YHudpuKanms J10KyMEHTOB — 3TO:
BriGepure ofuH OTBET:

a. MpUMEHEHHE TaOIUIl U aHKET

b. ompenenenune mopsagka  oGopMIICHUS
JIOKYMEHTOB

C. CBEJICHHE K MUHUMYMY pa3HO0Opa3us BUI0B
1 (OpM TOKYMEHTOB

d. pa3paboTka «mabaoHa» TOKyMEHTa

Bomnpoc4

CornacHo CTaHJIAPTU3UPOBAHHOMY
OIPENICIICHUIO, OPTaHU3aIMOHHO-PACTIOPSIUTEIIbHBIN
JOKYMEHT — 3TO:

BriGepute ouH OTBET:
a. JJOKYMEHT, CO3JIaHHBIH FOPUAMYECKUM HWIIH

(hU3UIECKUM JIUIIOM, o opMIICHHBI! u
YIOCTOBEPEHHBI B YCTAaHOBJICHHOM TMOPSJIKE W
UCTIOJIb3yEMbIH B TEKYIIEH JeSITeIIbHOCTH
OpraHu3aIuu

b. BUJI TUCEMEHHOTO JOKYMEHTA, OTPAXKAIOIIUI
JIOKyMEHTHUPOBaHNE
OpPraHU3alMOHHO-PACIIOPSAUTEIBHON €SI TEIbHOCTH
OpraHoB, OpraHU3ail U JOIKHOCTHBIX JIUI

C. BUJ INHCBMEHHOIO JIOKYMEHTa, B KOTOPOM
GuKCUpYIOT  peuieHHe  aAMHHHMCTPAaTHUBHBIX U
OpPraHM3alMOHHBIX BOIIPOCOB, a TAKXE BOIPOCOB
yIOpaBiIeHUs, B3aUMOJAEWUCTBUSA, OOECIEYEHUs] U
pETYJINPOBAaHMS  JEATEIBHOCTH OPraHoB  BIIACTH,
YUPEKICHUN, MNPEANpPUATHI, OpraHu3aluid, HX
MOJIPa3IeJICHUI U TOJPKHOCTHBIX JIMIL

d. nmepBUYHBIN, MUHUMAIBHBIA  DJIEMEHT
CUCTEMBI OpraHU3alMOHHO-PACIOPAIUTEIBHON
JIOKyMEHTaIluu

Bomnpoc 5

Kakune noncucrembr HE Bxomst B cucremy

OpraHU3alMOHHO-PACIOPAIUTENBHON TOKYMEHTALUN:
Bri6epute oauH OTBeT:

a. OpraHU3allMOHHO-TIPaBOBasl JOKYMEHTAIU

b. mnanoBas TOKyMeHTaIHs

C. pacnopsiAUTENbHAs JOKYMEHTAIU

d. nH(}OPMaLOHHO-CITPABOYHAS
JIOKyMEHTalus

Bomnpoc 6
Ha xakue Tunsl noapasaeistoTcs: JOKyMEHTHI 110
MIPOUCXOXKICHHUIO:
BriGepute ofuH OTBET:
a. BXOJISIINE/UCXOISIINE/ BHYTPEHHUE
b. nHAMBHYyaNbHbIE/ TpadapeTHble/ TUTIOBHIE




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

C. TMuHbIe/ opULIMaANTbHBIE
d. oOmenocrynueie/  KOHUIACHIMATbHBIC/
CEKpeTHBIE
Bomnpoc 7
Ha kakwue THIIBI TOIpa3AeNsaIoTCs JOKYMEHTHI 10
Croco0y U30KEHUSI:
BriGepure ofuH OTBET:
a. THUchbMa/TenerpaMmbl/  TenedoHOTpaMMBbl/
TENEeKCh/ (PaKCOrpaMMBbl/ TIEKTPOHHBIE COOOIICHHS
b. unaMBHUYyanbHbIe/ TpadapeTHbIe/ TUIIOBBIC
C. HOJJTMHHUKY/ KOTIMHU/ TyOITHKAThI
d. oOmenocrymable/  KOH(UICHIHATIBHEIC/
CEKpETHbBIC
Bormpoc 8
ITo KaKomy MpPU3HAKY JTIOKYMEHTBI
MOJPA3ENAIOTCA Ha TMOMJUHHUKA  (OpUTHHAIBI)/
KOnuu/ 1yOIUKaThI:
Br16epute oauH OTBET:
a. o opme mpeAcTaBICHUs
b. o cdepe aesrenbHOCTH
C. 10 crocody nepeaauu
d. o cTeneHu MOATMHHOCTH
Bomnpoc 9
CornacHo CTaHJIAPTU3UPOBAHHOMY
OTIpe/IeNIEHUI0, CUCTEMA JJOKYMEHTAIUU — JTO:
Br1bepute oauH OTBeET:
a. COBOKYIHOCTb JOKYMEHTOB, 00pa3yroIuxcs
B JICATEIHHOCTH FOPUIMYECKOTO WU (U3NIECKOTO
Tuna
b. KOMIUIEKCHI JIOKYMEHTOB, OTpPaXKArOIINE
IIPOM3BOJICTBEHHbIE, YIpaBlIeHYECKHUE, (PHUHAHCOBBIE
IIPOLIECCHI IPEANIPUATHM, OPraHU3aUH, YUPEKICHAN
c. cucrema HOPMAaTUBHBIX aKTOB,
perIaMeHTHPYIOITIX JTOKYMEHTHPOBaHHE
JESATEIbHOCTH W JIOKyMEHTOOOOpOT MpeANnpUsITHH
Pa3IMYHBIX OPTaHNU3aAIMOHHO-TIPABOBBIX (OPM
d. COBOKYITHOCTb JIOKYMEHTOB,
B3aMMOCBSI3aHHBIX I10 TIPU3HAKaM MPOUCXOKICHUS,
Ha3HAueHUs, BUAa, Ccepbl AEATENBHOCTH, €IUHBIX
TpeOoBaHUH K MX 0POPMIICHUIO

Bonpoc 11
CornacHo CTaHAApTU3UPOBAHHOMY
OIPEEIIEHUIO, YHU(UIPOBaHHAS cucTema

JTOKYMEHTAIIUHU — 3TO:

BriGepure ofuH OTBET:

a. COBOKYITHOCTb JIOKYMEHTOB,
B3aMMOCBSI3aHHBIX I10 TPU3HAKaM MPOUCXOXKICHUS,
Ha3HAYEHUS, BUAA, Cepbl MEATEIBHOCTH, EIHMHBIX
TpeOoBaHUH K UX 0(OPMIICHUIO

b. cucremMa MOKyMEHTAIlMH, COCTaBJICHUE U
oopmiienue KOTOPOH periIaMeHTHPOBAHO
HOPMAaTHBHBIMHU aKTaMH

C. cHucTeMa JOKYMEHTAllMH, CO3[JaHHas 110




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

CIMHBIM TpaBWJIaM U TpeOOBaHUSIM, COACpIKaIas
UHPOpPMAIIHIO, HEOOXOIUMYIO Ui YIPAaBJICHUS B
ompeeNieHHON cepe neaTenbHOCTH

d. cucrema MOKyMEHTAIMH, UMEIOIIAs CIUHBIN
bopmymsap

Kakue 251eMeHTHI SBISIFOTCS CAMBIMU KPYITHBIMHU
CTPYKTYPHBIMH DJIEMEHTaMU JIOKYMEHTA KaK CUCTEMBI:
BriGepure ofuH OTBET:

a. cojepkanue u popma

b.  3arojoBouHas,  coAepXaTeibHasE U
odopmIIsTIONIas YacTu

C. PEKBU3UTHI

d. cimy>keOHOE U pabodee moJjie TOKyMEHTa

Bomnpoc 12

[Tpomomxute OIIpeJIeIICHUE: bopmyisip

JOKYMEHTA 3TO - ...
BriOepute ofuH OTBET:

a. Habop  pEKBU3UTOB  O(HUIMATHLHOTO
MUCHbMEHHOTO  JIOKYMEHTa,  paCIOJIO)KCHHBIX B
OTIpeIeIEHHON MOCIIEeI0BATEIIEHOCTH

b. Habop pEKBU3UTOB, UIACHTHUPHUIMPYIOMIUX
aBTOpa OPHUIIUATBHOTO MMCHMEHHOTO JOKYMEHTa

c. 3adukcupoBaHHas Ha  MaTepUATBHOM

HOCUTEIIe nHpopManus C PEKBU3UTAMH,
MO3BOJISIOIINMY €€ UASHTH(PULUPOBATh
d. BHYTPEHHSS dopma JIOKYMEHTA,

ONpEACIAIAs CTPYKTYPY TEKCTa U €r0 SI3bIKOBBIE
0COOEHHOCTH
Bomnpoc 13

[Tponomxute onpenencHue: ONaHK JOKYMEHTa
— 970 ...

Br1bepute oauH OTBeET:

a. MOJIETTb IIOCTPOCHHUS JOKYMEHTA,
yCTaHaBIIMBaOIasl 00JIacTh MpUMEHEeHus, (Hopmartsl,
pasMepel  mojeil, TpeOOBaHUS K IOCTPOEHUIO
KOHCTPYKIIMOHHON CETKH U OCHOBHbBIE PEKBU3UTHI

b. TUTIOBAs MO/J1eTb, coJieprkaras
COBOKYITHOCTb 00s13aTeTbHBIX PEKBH3HTOB,
CBOIMCTBEHHBIX  JOKYMEHTaM  YHU(DHIIHPOBAHHOU
CUCTEMBI OpFaHI/ISaHHOHHO-paCHOpH)II/ITeHI)HOﬁ
JOKYMEHTAIlMU W PACTOJIOKEHHBIX OMpeAeIEeHHBIM
obpazom

C. Habop  pPEKBU3UTOB  O(HUIMATHLHOTO

MUCHBMEHHOTO  JIOKYMEHTa,  paCIOJIO)KEHHBIX B
OTIpeIeTIeHHON MOCIIeI0BATENbHOCTH

d. Habop pEKBU3UTOB, HACHTUDULHPYIOLUIUX
aBTOpa O(PUIIMATBHOTO MMCHMEHHOTO JOKYMEHTa

Bormpoc 14

KakoMy MOHSATHIO COOTBETCTBYET CieIyOLIast
XapaKTEepUCTHKA: «3TOT (QOpPMYJIAp XapaKTepusyercs
OTIpeieIeHHBIM KOJINYECTBOM PEKBU3UTOB,
pAcIOIOKEHHBIX B CTPOrod IMOCIENI0BATEIbHOCTH, U
XapakTepeH Uil KOHKPETHOTO BHJIA JIOKYMEHTOB,
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HaIpUMep, MPUKa3a, aKTay:
BriGepure ofuH OTBET:
a. TUIOBOM (hopMyIsip
b. dopmyssip
c. popmymnsip-odpaser
d. "HIUBUAYATBHBIN GOPMYIISIP

Bomnpoc 15

Kakomy JIOKYMEHTY COOTBETCTBYET
CIEyIOIlas XapaKTEpUCTUKA: «ITO MHUCbMEHHOE
MOJIHOMOYHE, BbIIaBaeMO€ OJTHUM JULIOM
(yupexxaeHuem) JIpYyroMy JULY JUIsL

MIPEJICTaBUTENIbCTBA MIEPEl TPETHUM JTHIIOM).

Br16epute oauH OTBET:

a. pacmucka
b. 3asBieHue
C. IOBEPEHHOCTD
d. cnpaBka
Bomnpoc 16
OTMETUTB BOIIPOC
Kak mepeBoauTcs ¢ JaTMHCKOTO TEPMHH
«PEKBH3UTY (JIaT. requisitum):
Bribepute oguH OTBeET:
a. MUHAMAaJIbHas 9acTh
b. Tpebyemoe, HEOOXOMMOE
C. CTPYKTYPHBIN JIEMEHT
d. atpulyT conepxkanus
Bomnpoc 17
Kakomy TepMHHY COOTBETCTBYET ClEIylolIee
CTaHJIAPTU3UPOBAHHOE OMpeesieHHe (3aKpEeTIeHHOE B
I'OCT P 51141-98): «... —3T0 00s3aTE€NBHBINA 2JEMEHT
odopmIeHHS OPHUIIUATBHOTO TOKYMEHTaY:

BeiGepure ofuH OTBET:

a. PEKBU3UT JOKYMEHTa

b. 3aroioBoyYHas 4acTh JOKYMEHTa
c. pabouee 1ose T0KyMEHTa

d. 6maHk 1OKyMeHTa

Bormpoc 18

KakomMy TepMUHY COOTBETCTBYET CJeIyroIas
XapaKTEPUCTHKA:

DTO BUJA MUCBMEHHOTO JOKYMEHTa, B KOTOPOM
(UKCHPYIOT ~ pemieHHS  aJMHHHCTPATHUBHBIX U
OpPTaHHU3aI[MOHHBIX BOIPOCOB, a TaKXe BOIMPOCOB
yIIpaBJICHUS, B3aMMOJACUCTBUS, OOeCreueHuss U
pPEryIUpOBaHUs  JESATEIBHOCTH OPraHoOB  BIIACTH,
YUPEKIACHUN, MPEANpPUATHI, OpraHu3aluid, HX
MOIpa3/IeIeHuii ¥ TOJDKHOCTHBIX JIHII.

Bri6epute oauH OTBeT:

a. CITy>KeOHBIN TOKYMEHT

b. ourmanbHBIA JOKYMEHT

C. YIPaBJIECHYECKUN TOKYMEHT

d. OpraHU3aIllMOHHO-PACTIOPAIUTENbHBIH
JOKYMEHT
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Bomnpoc 19

Y Kakoro BHJa OpPraHU3alMOHHO-IIPABOBOM
JOKYMEHTAIlUU TpeOOBaHMS K TEKCTY YCTaHOBJICHBI B
3aKOHOAATEILHOM IOPSIKE:

BriGepure oquH OTBET:

a. IITaTHOE pacIUCaHue

b. JOKHOCTHAS MHCTPYKIUS

C. ycTaB

d. HMHCTPYKIHMS HOPMAaTUBHO-METOAMYECKOTO
Xxapakrepa

Bomnpoc 20

KakoMy MOHSATHIO COOTBETCTBYET CIEAYIOLIas
XapaKTEePUCTHKA!

DTO  JIOKYMEHT,  COJACpKaluii  MpaBuia
IIOBEJICHUS, pacrpoCTpaHAIOLIUECS Ha
HeOIpeeNEHHbIA KPYT JIULI, U3aHHbIE HA OCHOBAaHUU
U BO HCHOJHEHHE (elepaIbHOr0 3aKOHOJATENbCTBa,
00s3aTeNbHbIE L UCIIOJTHEHUS opraHamu
rocy1apCTBEHHON BJIACTH, MECTHOTO
CaMOYIPAaBJIEHUS, UX JOJDKHOCTHBIMHU  JIMIIAMH,
IOPUANYECKUMH JIMIIAMU U TPakIaHAMMU.

Br16epute oauH OTBeET:

4. HCHOPMAaTHUBHBIN ITPABOBOM aKT

b. HOpMaTHBHBIH MTPABOBO aKT

C. IPaBOBOM aKT

d. HopMBI TpaBa

Bomnpoc 21

IIpn oTnpaBke Kakod pPa3HOBHUIHOCTH IIMCbMa
MOYKHO OTPaHUYUTHCS (PAKCUMUIBHON CBSI3bIO HIIU
AIIEKTPOHHON MOYTON 0€3 JOCHUIKM KOPPECHOHJIEHTY
MOJIMHHMKA!

Br1bepute oauH OTBeET:

a. pEKJIaMHOI0 IIMChMa

b. nmucema-3amnpoca

C. MMChbMa-3aKas3a

d. muceMa-HanoMuHaHUA

Bomnpoc 22

Kakue nucbma SBISIOTCS MHOTOACTIEKTHBIMU:

BriGepure ofuH OTBET:

a. IIMCbMA, COCTOSIIUE U3 TPEX WIM YETBIPEX
CMBICJIOBBIX 4acTell (BCTYIUIEHHWE, OCHOBHAasl 4YacTh,
3aKJIIOYEHUE, IPENYPEXICHUE WIN 3aKII0YUTEIbHbIE
ATUKETHBIE (POPMYJIBI)

b. mnuchbmMa, TMOCBAIIEHHBIE  HECKOJIbKUM
BOIIpOCaM

C. KOMIUIEKC TMHCEM, SIBISIFOIIMXCS PE3yIbTaTOM
NEPENNUCKN JEJOBBIX NApTHEPOB 10 OAHOMY WIH
HECKOJIbKUM BOIIPOCaM

d. mucbMa, aBTOpaMU KOTOPBIX  SIBISIOTCS
HECKOJIBKO JIMIL, KaXJ0€ U3 KOTOPBIX BBICKA3BIBACT
CBOIO TOUKY 3pEHHUS Ha OTPA’KEHHBII B MMCbME BOIIPOC.

Bomnpoc 23

Kakasi pa3HOBUIHOCTb 3aIIMCOK HE COJEPIKUT
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BBIBOJIOB U IPEJIOKEHUN:
Brib6epute oauH OTBET:
a. MHUIIMATUBHAS JIOKJIA/IHAS 3aIHCKa
b. oObscHUTENbHAS 3aMKCKa
C. INYHAS 3aMKCcKa
d. cimy>keOHas 3anmucka

Bonpoc 24
Kakomy Buay wuH(OpMaIMOHHO-CIPAaBOYHON
JIOKyMEHTaluu COOTBETCTBYET cleayrouiee

ompezaenenue: «3I31o ¢GopMa BHYTPEHHEW JEIOBOMN
MEPENUCKH MEX]y MOAPa3ACICHUSIMU OpraHu3aluu
WU JOHDKHOCTHBIMU JIMIIAMHU, HE HAXOJSAIIUMUCS B
MPSIMOM IOTYMHEHUW.

Br16epute oauH OTBET:

a. IOKJIaJ{Hasl 3aMucKa

b. cyxeOHas 3amucka

C. OT3BIB

d. akr.

Bomnpoc 25

Kakoil pa3sHOBUIHOCTH [OKJIQJHBIX 3alHUCOK
COOTBETCTBYET CIEAYIOIIAsl XapaKTepUCTUKA: «ITH
JOKJTAJTHBIC 3aMUCKA HH()OPMHUPYIOT O 3aBEpPIICHUH
paboTel, ee 0JTama, BHIIOJHEHUM  YKa3aHUA,
pPacCIOPSKEHUH U T.IL».

Bri6epute oquH OTBeET:

a. nHGOpMaIIMOHHAS

b. MOsSICHUTENbHBIE

C. OTYETHBIC

d. MHUTIIMATUBHBIC

Bomnpoc 26
Kakomy Buay wuH)OpMaIMOHHO-CIPAaBOYHON
JOKYMEHTAIIUU COOTBETCTBYET cleyronee

onpezeneHue: «IJTO NTOKYMEHT, COCTaBICHHBIA s
MOJITBEP)K/ICHUSI YCTAaHOBJIEHHBIX (DaKTOB, COOBITHIA,
JEUCTBUI.

Br1bepute oauH OTBeET:

a. aKT

b. mpoToxo

C. MUCbMO-TIOATBEPKICHHUE

d. cripaBka

Bomnpoc 27

Kakomy Buny uHGOpManmoHHO-CIIPABOYHON
JIOKyMEHTaluu COOTBETCTBYET clenyolee

ompezneneHue:  «IJTO  JOKYMEHT,  COAepKallui
NEpeUYnCICHue JIML, TPEeAMETOB, OOBEKTOB B
OTIPENICTICHHOM TIOPSIZIKE, COCTaBJICHHBIA B IENAX
UH(GOPMHUPOBAHUS WII PETUCTPALII.

Bri6epute oauH OTBeT:

a. IepevYeHb

b. cipaBka

C. CBOJKA

d. cnncok

Bonpoc 28
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[Tponomxkure onpenenenue: Gopmymsip-odpazer
— 9370 ...

BriGepure ofuH OTBET:

a. Ha0Op PEKBH3HUTOB, HICHTH(QHUINPYIOIIAX
aBTOpa OPHUIIMATBHOTO MMCHMEHHOTO JOKYMEHTa

b. MO/JIEITh MOCTPOCHHS JIOKYMEHTA,
yCTaHaBIMBaKOLIas 00JIaCTh MPUMEHEHHs, (popmMaThl,
pasMepel  TOJIeH, TpeOOBaHUS K  IOCTPOCHUIO
KOHCTPYKLIMOHHOM CETKU U OCHOBHBIE PEKBU3UTHI

c. Habop PEKBU3UTOB OUIHATEHOTO
MUCHbMEHHOTO  JIOKYMEHTa,  paCIIOJIO)KEHHBIX B
OTIPEIeIICHHOM MOCIIeI0BATEIbHOCTH

d. TumoBas MoJielb, CoJiepKaIIasi COBOKYITHOCTh
00s13aTEIbHBIX PEKBU3UTOB, CBOMCTBEHHBIX
JIOKYMEHTaM YHUDUITUPOBAHHOMN CHCTEMBI
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIIUN
Y PACIOJIOKEHHBIX ONPEICICHHBIM 00pa3oM.

Bomnpoc 29

Kakoii peKkBU3UT, pACIONOKCHHBIA  BBIIIC
TEKCTa, OTHOCHUTCS K 3ar0JIOBOYHOM YacTH:

BriOepute ofuH OTBET:

a. rpud yTBEpKICHUS

b. cchUTKa Ha PErHCTPAIMOHHBI HOMEp U JIaTy
JOKYMEHTa

C. PE30JTIOIUS

d. oTMeTKa 0 KOHTpoJIe.

1. Hrorosslii TecT (2 Kypc)

Bomnpocl

JlesTenbHOCTh 1O YCTAaHOBJIEHUIO U IIMPOKOMY
MHOTOKPaTHOMY HCIOJIB30BaHUI0 TpeOOBaHUIA,

HOpPM, TIpaBWJI M XapaKTEpPUCTHK,  KakK
00s3aTeNbHBIX  JJS  BBIIOJHEHHSA, TaKk M
PEKOMEHJyeMBIX, B  LEIAX  JOCTHXKCHUS

ONTUMAJILHOW CTETEeHU YIOPSJIOYEHHOCTH B TOM
WM MHOM 00J1aCTH

BriOepute ouH OTBET:

a. TApMOHU3AITUS

b. crangapTuzanus

C. CHCTEMATH3aIIAs

d. yaudukanus

Bomnpoc3

[Tponomxkute OTpeJieIiCHuE: cucrema
JOKYMEHTAIIUHU — 3TO. ..

BriOepute of1H OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX
poIeIypoi TIPUHSATHS YIIPaBIICHYECKOTO
peLIcHHs

b. pa3HOpPOIHBIE TIO CBOEMY MPOMCXOXKICHUIO,
pa3sHo00Opa3HbIe o BUIOBOMY COCTaBy
JOKYMEHTBI, 00pa3oBaBIIMECS B  Mpolecce
JESATEIBHOCTH OTACIIBHOTO (PU3UYIECKOTO JIUIA

C. COBOKYITHOCTb JIOKYMEHTOB, B3aHMOCBSI3aHHbBIX
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MOJ1 TPHU3HAKAM MPOHCXOXACHUS, Ha3HAuCHUS,
BUJA, c(hepbl ACATENbHOCTH, €AMHBIX TPEOOBaHUI
K 0(OPMIICHHIO

d. JOKyMEHTBI M MAacCUBBl JIOKYMEHTOB B
MH(POPMALIMOHHBIX CHUCTEMaxX, YIOPAJOYCHHbIC
ornpenenéHHbIM 00pa3oM

Bormpoc 4

OcHoBHast ~ kJacCU(PMKALlMOHHAs eIUHUIA B
(bYHKINOHATIBHOHN KJIACCHU(HUKAIIMN JOKYMEHTOB
BriGepure ofuH OTBET:

a. OJUIMHHUK JIOKyMEHTa

b. neno

C. IyOJIMKaT T10KyMeHTa

d. Bug moxymenra

Bompoc 5

Knaccudukanus JTOKYMEHTOB Ha
UH/AUBUJYyaJIbHbIE, TpadapeTHble, PUMEpHbIE
OCYILIECTBIISICTCS MO CIEIYIOIIEMY OCHOBAaHHIO
BeiOepure ofuH OTBET:

a. CTETIeHb CII0)KHOCTH

b. cTeneHnp TOYHOCTH

C. CTETIeHb YHU(DUKAIIH

d. cTeneHb OTKPBITOCTH

Bormpoc 6

bnank nokymeHnra — 3to...

Br1bepute oauH OTBeET:

a. HAOpaHHBIN Ha KOMITBIOTEPE TUITOBON JOKYMEHT
b. TOKyMEHT, OTIIEUaTaHHbIH B TUIIOTpapUH

c. Ha0Op pEKBU3UTOB, WJIECHTU(PUIUPYIOIINX
aBTOpa O(PUIIMATBLHOTO JOKYMEHTA

d. JOKYMEHT C MOBTOPSIOIIUMCS TEKCTOM
Bomnpoc7

@OyHKIMOHANBHAs KJIacCU(UKaLUsi JTOKyMEHTOB
OCYILECTBIISIETCS TTO CIEIYIOIIEMY OCHOBAHHIO
BeiGepure ouH OTBET:

a. BpeMs MOSIBIICHUSI TOKYMEHTa

b. nH(pOpMaIMOHHAS COCTABIISAONIAs JOKYMEHTA
c. cmoco0 3akperyieHUuss UHpopmanuu  Ha
MaTepHabHOM HOCUTENe

d. Bua MaTepuarbHOTO HOCUTEIS IOKYMEHTA
Bormpoc 8

K «iepBHYHBIM  KOMIUIEKCAM  JOKYMEHTOB)
HPEINPUATHS OTHOCUTCS

Bri6epute ofuH OTBeT:

a. apXUBHAas! KOJUIEKIUS

b. rocynapcTBeHHas CHCTEMa CTaTHCTUKA

C.  COOpPHMK  HOPMATHBHBIX  JIOKYMEHTOB
TIPEIIPUSATHS

d. HOKyMeHTaIbHBINH (HOHJ MPEATIPUATHS

Bomnpoc 9

KoMIuiekc 10KyMEHTOB — 3TO

Bri6epute oquH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHbIX
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o TMNpHU3HAKaAM TMPOUCXOKACHHA, HA3HAYCHUA,
BUJIA, cepbl ASSATEIbHOCTH, SMHBIX TPeOOBaHHUI
K 0(OPMIICHHIO

b. MaccuBBI JOKYMEHTHPOBAHHOH HH(pOpMAaNuH,
YIIOPSII0UEHHBIC ONPEACIEHHBIM 00pa3oM

C. HOMEHKJIaTypa JeJl OpraHnu3aluu

d. BUJ UH(POPMALIMOHHBIX pecypcos,
IPEJCTAaBICHHbI COBOKYMHOCTBIO OTIEIbHBIX
JOKYMEHTOB, =~ MAacCHBOB  JOKYMEHTOB B
MH(POPMALIMOHHBIX CHCTEMAX

Bomnpoc 10

JIOKyMEeHTHBIE pecypChl — 3TO
BriGepure oguH oTBeT:
a. COBOKYITHOCTh JTOKYMEHTOB, B3aMMOCBSI3aHHBIX
0 TMpU3HAKaM IIPOUCXOXK/ICHHS, Ha3HAYCHUS,
BUA, c(hephl ACATEIBHOCTH, €ANHBIX TPEOOBAHUIA
K ohopMIICHUIO
b. HOMEHKJIaTypa JIe1 OpraHu3aluu
C. MacCHBBI JOKYMEHTHPOBAaHHOH WH(opmanuwy,
YIIOPSIOYSHHBIE OTPeIeIEHHBIM 00pa3oM

d. BH/]I WH(}pOpPMaAITMOHHBIX pecypcos,
MIPEJICTABICHHBIA COBOKYITHOCTBIO  OTJICIBHBIX
JIOKYMEHTOB, MacCMBOB  JIOKYMEHTOB B
WH(OPMAIMOHHBIX CHCTEMaX

Bomnpoc 11

VYHudunuposanHas GopMa JOKYMEHTa — 3TO
BeiGepure ofuH OTBET:

a. JJOKYMEHT, UMEIOIINI TUIIOBOE COJIEp’KaHuE U
odopmieHue

b. OKyMEeHT, CO3JaHHBIH C HPUMEHEHUEM
KOMIBbIOTEPHON TEXHUKH

c. (opMBI TIEPBUYHBIX YUETHBIX JOKYMEHTOB IO
yué€Ty TpyJla M €ro OIUIaThI

d. COBOKYIHOCTh PEKBH3UTOB, YCTAaHOBJICHHBIX B
COOTBETCTBUHM C peIIaeMbIMH B JIaHHOU cdepe
JEeSITETTbHOCTH 33/1a9aMi U 3a(UKCHPOBAHHBIMHA B
ONpENIeJICHHOM  TOpsAJKE Ha  MaTepUalbHOM
HOCUTEJIE

Bomnpoc 12

MeTox  COBEpIICHCTBOBAaHHS JIOKYMEHTOB |
CHCTEM JIOKyMEHTAIH

Bribepute oauH OTBeT:

a. nHpopMaTHU3aLus

b. cranmapTuzamnms

C. CUCTEMHBIN aHAJIN3

d. mogenupoBanue

Bomnpoc 13

JlokyMeHTanbHbIN GOHI - 3TO

BriGepure ofuH OTBET:

a. JIOKyMEHTbl OpraHM3allly, MOJrOTOBJICHHBIE K
c/1aye B rOCyJapCTBEHHBIN apXuB

b. COBOKYITHOCTh JOKYMEHTOB, 00pa3ylOImuxcs B
JESITETIbHOCTH IOPUANYECKOTO MM (PU3UIECKOTO
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JMIA 32 TOJ1

C. JIOKYMEHTBI
YHUYTOXXCHUIO
d.  JOKyMEHTHI,
YHU(DUIUPOBAHHBIX
OpraHHU3aLuH

opraHu3alyn, BBIACICHHBIE K

BKJIIOYEHHBIE B Tabenb
bopm JOKYMEHTOB

KonTposabHas pabora (2 Kypc)

1. Bbl pykOoBOAMTENL 3KOHOMHYECKOIO OT/EIA.
Bam Heo6xoaumo npornHGOPMUPOBATH PYKOBOAUTENS
OpraHu3aii O TOM, 4TO 3aM. othaena nmo AXY nHe
BBITMIOJHAET MPEANHUCaHUs 0 00ecledeHnIo pabodunx
MECT IPUHTEPAMH, HHTEPHETOM U B KaOMHETE BAIlIETO
oT/ena HE TMPOBENEH KOCMETHYECKHH PEMOHT.
OdopmuTe COOTBETCTBYIONINI TOKYMEHT.

2. Bbl omo3manmu Ha pabotry Ha 2 daca.
PykoBoacTtBo motpeboBano ot Bac o0bscHeHwHIA.
OdopMuTe COOTBETCTBYIONINMN JOKYMEHT.

3.  OtpenmakTupyite TEKCThl  CIEIYIOLIUX
IoKyMeHTOB. COCTaBbTE UX MPABUJIHLHBIA BapHAHT.

HToroBblii TecT 3a 2 Kypc

Tembl KypcoBbIX padoT (3 Kypc)

2. Vcropuss CTaHOBIEHHUS COBPEMEHHBIX
(GYHKIMOHATBHBIX ~ CHCTEM  JIOKYMEHTAlMd B
Poccutickoit @enepanuu.

3. Ocobennoctu roCyJapCTBEHHON
CHCTEMBI HAyYHO-TEXHUUYECKON TOKYMEHTAIUH.

4. OcobenHoctu HCIOJIb30BAHUS
o0rmiepoccuiickux KJ1accu(puKaTopoB
TEXHUKO-3KOHOMHMYECKOH U cOLMaIbHON HHPOPMAIIH
B COBPEMEHHOM JIEJIONIPOU3BO/ICTBE.

S.

6. CucrteMa MeXJIyHapOJHBIX CTaHIAAPTOB
B 00J1aCTH TOKYMEHTOBEACHHUS.

7. AHaN3 CTPYKTYpBl JOKYMEHTAIbHOTO
dboHIAa  OpraHM3alMU, €ro  KaueCTBEHHas W
KOJINYECTBEHHAsI XapaKTePUCTHKA.

8. KadecTtBeHnas
XapaKTepUCTHKA COBPEMEHHBIX
KOMILIEKCOB.

KOJIMYCCTBCHHAA
APXUBHBIX

OIIK-3.2:

3HaeT MpaBOBBIE HOPMBI U
NpaBWJIia  OpPraHU3aIlNH,
CUCTEeMAaTU3AIIHH,
KOMIIJICKTOBAaHUA U YUC€Ta
JIOKYMEHTaIHHOTO u
APXUBHOTO (dhonm0B
OpraHu3anuu

Bonpocsl k 3auery 1kypc
1. OK 011-93
KJaccuukarop
JNOKYMEHTAIluN» |
YHU(DUIIEPOBAHHOMN
OpraHU3aIMOHHO-PACTIOPAIUTENHHOM
JOKYMEHTAIUH.

2. TpeGoBanusi K JEIOBBIM MHChMaM,
CBSI3aHHBIM C pacrpocTpaHeHHEM
nHpopmanuu.

«O0mEepoccuicKui
YIIPaBJIEHYECKOU
OTpa)X€HWE B HEM
CUCTEMBI
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3. TpeboBaHust K JENOBBIM IHCHMaM,
CBSI3aHHBIM C OOpAllleHUSMHU 10 BHITOTHEHHUIO
TEX WM UHBIX JEHCTBUI WU OKA3aHUIO YCIIYT.
Hrorossblii Tect (3 Kypc)
Bomnpoc 1
OO6pa3iel yHUPUITUPOBAHHBIX (HOPM JOKYMEHTOB,
pa3pelIeHHbIX K MPUMEHEHHWIO B OpraHH3alluy,
CUCTEMAaTHU3UPOBAHBI B CIIEIYIOIIEM JOKYMEHTE:
BriGepure ofuH OTBET:
a. ambO0M YHU(UIIMPOBAHHBIX (POPM JTOKYMEHTOB
MPEITPUITHS
b. mepeueHb  THMOBBIX  YIPaBICHYECKUX
JIOKYMEHTOB MPEANpUATUS
c. Tabenpb YHH(PHUIUPOBAHHBIX (POPM JOKYMEHTOB
PEITPHUITHS
d. HOMeHKJIaTypa e npeanpusTHs
Bomnpoc 2
I'OCT P 7.097-2016 «YHudunupoBaHHbIE
CUCTeMBl JIOKYMEHTAIMH. YHHUPHUIHUPOBAHHASL
CHUCTeMa  OpraHW3alMOHHO-PACIIOPSAUTEITHHOM
JIOKYMEHTAIUH ...» PETyIUpyeT
Br16epute oauH OTBET:
a. oopMJICHHE PEKBU3UTOB JOKYMEHTOB
b. ynpaBieHue T0KyMEHTaMU
C. mpoekTupoBanue cinyxxos1 I0Y

d. OpraHU3aIII0 JIOKYMEHTOO00pOTa B
YUPEKACHUU

Bormpoc 3

COBOKYIHOCTb B3aMMOCBS3aHHBIX u
CTPYKTYPUPOBAHHBIX JTAHHBIX Ha

MaIIMHOYUTAEMBIX HOCUTENSAX, 00paboTKa, MOUCK
M XpaHEHHE KOTOPBIX OCYIIECTBISIETCS C
nomMoikso 9BM, 310

Br1bepute oauH OTBeET:

a. DJIEKTPOHHBIE OAHKHU JTaHHBIX

b. a1eKTpOHHBIE Oa3bl TaHHBIX

C. DJIEKTPOHHBIE OMOINOTEKH

d. areKkTpOHHBIE KOMMYHUKATHBHBIE PECYPCHI
Bormpoc 4

DNeKTpoHHbIE  WH(OPMAIMOHHBIE  PECYpPCHI,
CO3/1aBacMble Pa3IUYHBIMU MPEANPUATHAMH U
HETIOCPEICTBEHHO CBSI3aHHBIE C OCYIIECTBICHUEM
UX OCHOBHOH JI€ATEIIbHOCTH

Bribepute oauH OTBeT:

a. BCTPOEHHbIE HH(OPMAIIMOHHBIE PECYPCHI

b. anekTpoHHBIE OMOTNOTEKH

C. KOMMYHUKaTHUBHbBIE 3JIEKTPOHHbIE PECYPCHI

d. pacnipeenénnplie HH(GOPMaIIMOHHBIE PECYPCHI

Koutpoasnas padora (2 kypc)

1. Bbl pyKOBOIUTENIb 3KOHOMUYECKOTO OT/IENA.
Bam HeoOxoauMo mpornH(pOPMUPOBATH PYKOBOIUTENS
OpraHu3aiu O TOM, 4TOo 3aM. otzaena nmo AXY He
BBITIOJTHSET MPEANHUCAHUS N0 00ECIeYeHHI0 pabodmx




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

MECT NMPUHTEPAMHU, HHTEPHETOM U B KaOWHETE BaIlero
oT/ena HE TMPOBENEH KOCMETHYECKHH PEMOHT.
OdopmuTe COOTBETCTBYIONINI TOKYMEHT.

2. Bwer omosmanm Ha pabory Ha 2 dyaca.
PykoBoacTtBo motrpeboBano ot Bac o0bscHeHMHIA.
OdopmuTe COOTBETCTBYIOIIMI TOKYMEHT.

3.  Ortpenaktupyiite TEKCTbl  CIEIYIOLIUX
ToKyMeHTOB. COoCcTaBbTE UX MPABUIIHHBIA BapHAHT.

Bonpoc 7

B KaKoM KOJIOBOM 0003HauCHUH
yHuunupoBanor ¢opmel  goxkymenta 05080819,
cormacHo OKVY/I, BepHO oOTpaxeHbl IUPPOBHIE
MPU3HAKU KJIaCCU(PUKALUU:

Br16epute oauH OTBET:

a. 19 — KOHTPOIBHOE YHUCIIO, KOTOPOE BBOAUTCS
BO m30exaHWe OmHOOK TP CUYUTHIBAHUHA U
MCIIOJIB3YETCsI PU POBEPKE 3aIMCH KO/

b. 80 — moaxmacc ¢opmbl, T.e. OOIIHOCTH
collep)KaHUsl MHOXkecTBa (GOpM TOKYMEHTOB U
HAMpaBJICHHOCTh MX HCIIOJIb30BAHUS

c. 050 — kmacc hopmbl, T.e. MPUHAIICIKHOCTD

VHUPUITIPOBAHHOM (bopMBI JOKyMEHTa K
COOTBETCTBYIOLICH  YHHU(PHUIMPOBAHHOW  CHCTEME
JIOKYMEHTAIU!

d. 08l —  perucTpalMOHHBIA  HOMEp

YHU(PUIMPOBAHHOW  (OpMBI  JOKYMEHTa BHYTpPH
HoJIKJ1acca

Hrorosbliii TecT 32 2 Kypc

Bomnpoc 1
Kakum JOKYMEHTOM JIOJKHBI
PYKOBOJICTBOBATHCS JETOTIPON3BOAUTEIN npu

JOKYMEHTUPOBAHUM JTallOB TPYJOBOIO LMKIA — OT
npueMa Ha paboTy HOBOTO COTPYJHHMKA JIO €ro

YBOJIBHEHUS:
Br1bepute oauH OTBeET:
a. I'ocynapcTBenHas cucrema

JOKYMEHTAITMOHHOTO  O0ECTIeYCHUsI  YIpPaBJICHHUS.
OcHoBHble mnonoxeHus. OOmue TpeboBaHUS K
JOKYMEHTaM W  CIyX0aM JIOKy-MEHTaI[MOHHOTO
o0ecrieueHHs

b. TOCT P TOCT P 7.0.97-2016
«YHUPHUIMPOBAaHHAS cucrema
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON JTOKYMEHTAIHH.
TpeboBanus kK 0(OPMIICHUIO TOKYMEHTOBY»

c. AinpOoMm  yHUUUUPOBAHHBIX  (opMm
NEPBUYHOMN YyUeTHON TOKyMEHTAllUU 10 YUeTy TpyAa 1
ero OIJaThl, YTBEPXKACHHBIM [loCTaHOBIEHUEM
I'ockomcrara Poccun

d. OO6mepoccuiickuit KJ1accuukarop
yIpaBJIEHYECKOHN TOKyMEHTALUU

Bomnpoc 2

Ha kakuwe BuAbI MOJApa3ACISIOTCS ONaHKU




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

JIOKYMEHTOB I10 PaCIOJI0KEHUIO PEKBU3UTOB COTJIACHO
I'OCT P 7.0.97-2016:
BriGepure ofuH OTBET:

a. YTJI0BBIE U MPOA0JIbHbBIE

b. oOmuii Omank, OJaHK T1HCbMa, OJaHK
KOHKPETHOT'O BHUJIA IOKYMEHTa

c. OmaHK opraHu3anuy, OJIAaHK CTPYKTYPHOTO
MoJipa3/iesieHusl OpraHu3aluu, OJaHK JOKHOCTHOTO
auna

d. uenTpupoBaHHbIe U (prIaroBeie

Bomnpoc 3

Kakoii Habop mudp B KOJAOBOM 00O3HAYCHUU
dbopmbr  moxkymenta 0720302 o6o3HadaeT Kiacc
(GOpMBI TIOKyMEHTA:

Bribepute oquH OTBeET:

a. 20
b. 07
c. 302
d. 203
Bormpoc 4
Kakue CIIoCcoObI o opMIIeHUS JIaThI
cootBeTcTBYIOT TpeboBanusm ['OCT P 7.0.97-2016:
1. 09.03.13;
. 09 maprta 2013 r.;
. 09 maprta 2013 rona;
.09.03.2013 5
. 2013-03-09;
. 2013.03.09;
.09.03.2013.
Bribepute oauH OTBeET:
a.1,4,7
b.2,6,7
C. BCE BapUaHTHI, KpoMe 5
Bomnpoc5
Kakoe o¢opmieHne OCHOBaHUS JOKyMEHTa
cootBercTByeT TpeboBanusm ['OCT P 30-2003 (B
CKOOKax 0003HaueH KITIOYEeBOM rJ1aro
pacnopsAUTEIbHON YacTH JOKYMEHTA):

BriGepure ofuH OTBET:

a. Ha ocHoBanum mnpukaza MuHHCTEpCTBA
oOpa3zoBanus 1 Hayku PO ot 15 suBaps 2013 Nel5 «O
MOPSIZIKE MIPOBECHUS aTTecTaluu BY30B»
(ITPUKA3BIBAIO)

b. C memo MCHOJHEHUS TpHUKa3a peKkTopa 00
ykpemienuu tpynosoi nucuuiuinasl (IIPEJIUJTATATO)

c. B cBa3u ¢ HEOOXOOMMOCTBIO HMCIOIHUTD
npuka3 Munuctepersa (IIPUKA3BIBALO)

d. Bo ucnonnenue npukaza OAO «MMK» Ne 45
«O nopsiake 3axmouenus gorosopos (ITPEJIAT'ATO)

~N O OB Wi

3agaHnsl K MPaKTHYeCKOH YacTH 3adera C
OLIEHKOI Mo Kypcy «/loKyMeHTOBeaeHHEe)
1. KommnekcHplil aHamm3 JOJKHOCTHOM




Kon

Muaukatop TOCTUXEHUS

I/IHI[I/IEI:aTOp KOMITETEHIIIH OneHouHble CpeACTBA
MHCTPYKIIUU U €T0 PEJaKTUPOBAHUE.
2. KommiekcHslit aHaIu3
YUPETUTETHHOTO JOKYMEHTA U €r0 peIaKTHPOBAHHE.
TeMbl KypcoOBbIX padoT (2 Kypc)
9. bubnuoreunsie MH(POPMALIMOHHBIE
pecypcsl, JIOKYMEHTHPOBaHHUE JeSITEIbHOCTH
OuOIMOTEK.
10. My3elinbie nH(pOpMaIMOHHbIE
pecypcesl, JOKYMEHTHPOBAaHHUE JeSITeIbHOCTH
MY3€HHBIX KOMIIJIEKCOB.
11. Bcerpoennsle  u pacnpeneli€HHbIE
3JIEKTPOHHBIE PECYPChI, UX OCOOCHHOCTH.
12. Knaccudukanus BCTPOEHHBIX
MH(POPMAaLIMOHHBIX pecypcos HpeanpuUsATHS,
O0COOEHHOCTH YIIPABJICHUS UMHU.
13. XapakTepucTuka pacrpenesIEHHbIX
AIIEKTPOHHBIX PECYPCOB, OCOOCHHOCTH YIIPaBIICHUS
UMH.
14. Mecto, poib, NMEPCIEKTUBBI Pa3BUTHUA
AJIEKTPOHHBIX OMOJIMOTEK B CHUCTEME JOKYMEHTHBIX
pecypcoB.
OIIK-3.3: | PaGoraer C Bomnpoch k 3auery 2 Kypc
KOPIIOPaTUBHOM 1. CTpykTypa  yIpaBJIEHYECKOTO  JOKYMEHTA.
CHUCTEMOM PexBu3uT u popmyssp JOKyMEHTa, UX pa3BUTHE.
JIOKYMEHTO0000pOTa, B | 2. dopmynsip-odpasen
TOM YHCIIE JIEKTPOHHOTO, | OPTaHU3AIMOHHO-PACTIOPSIIUTENIFHOTO  JIOKyMEHTA:
B COOTBETCTBUU c | o01mas XxapakTepUCTHKA.
IIPaBOBBIMU HOpMamH | 3. TpeboBanus K OnaHKaM
npodeccuoHaIbHON OpraHU3alMOHHO-PACIOPSAUTENBHBIX TOKYMEHTOB.
cpenbl 4. TexHuueckue TpeOoBaHUS K OQOPMIICHHUIO
PEKBU3UTOB OpraHU3aIMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB.
S. OpraHu3annoHHO-pacopsAUTENbHAs
JOKYMEHTAIUS: O0IINE CBEJICHHUS.
6. OpraHu3anMOHHO-TIPABOBAsl  JOKYMEHTALUA:
o0IIMe CBeIEHUS.
7. Cocrasienue 1 opopMIIEHHE OCHOBHBIX BHI0B
YUPETUTENHHBIX JOKYMEHTOB.
8. CocraBieHue u OQOpMIICHHE MOJOXKEHHIH,
IITaTHOTO  PACIUCaHWs, TpPaBUJI  BHYTPEHHETO
TPY/ZOBOTO pacropska, MHCTPYKIINH,
aIMUHUCTPATUBHOTO PETIIAMEHTA.
9. TpeboBaHMs K MICEMaM-OTBETaM.
10. TpeboBaHust K NUCbMaM MPETEH3UOHHOTO
xXapakrepa.
11. TpeboBaHUs K JEIOBBIM MUCHMaM, CBA3aHHBIM
C BBIpPOKCHHEM BHUMAHUS M YIaCTHSI.
12. TpeboBaHMs K peKOMEHAATEIbHBIM ITUChMAaM.
13. TpeboBanms K YaCTHBIM (JTMYHBIM)
JIOKYMEHTaM.

Hrorosblii TecT 32 2 Kypc
Bomnpoc 1




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

Kakoii ©3 mepevncieHHBIX pPEKBU3UTOB HE
OTHOCHUTCS K PEKBU3UTAM YJOCTOBEPEHHUS:
BriGepure ofuH OTBET:
a. OTTHCK MeYaTu
b. rpu¢ yrBepxaeHus
c. rpud coriiacoBaHus
d. moamuck
Bomnpoc 3
Ha xakux (opmax mpoctaBiisieTcsi Ko (pOpMbI
JOKYMEHTA:
Bri6epute oauH OTBeET:
a. Ha Bcex OaHkax
b. Ha yHUDHUITIPOBAHHBIX OopMax
C. Ha BCEX JIOKyMEHTax
d. Ha HeyHuuUIKUpOBaHHBIX (popmax
d. Bce BapuaHThI, Kpome 3
Bomnpoc 4
Kakoil sneMeHT perucTpaurMOHHOrO HoOMeEpa
JIOKYMEHTA SIBJISIETCS 00s13aTENbHbBIM:
Br16epute oauH OTBeET:
a. MHJEKC Jelia TI0 HOMEHKJIAType Ael
b. nHGOpManHS 00 UCTTOTHUTESIX
c. uHoOpMaIHs O KOPPECTIOHCHTE
d. mopsAKOBEI HOMEP
Bompoc 5
Ha xakux poxymentax HE odopmusiercs
PEKBU3UT «ApecaTy:
Br1bepute oauH OTBeET:
a. cIipaBKa
b. muceMo
C. ciyxeOHas, JOKIagHas U OOBSCHUTENbHAs
3aITUCKU
d. momKHOCTHAS MHCTPYKIUS
Bormpoc 6
Kakoii pexBU3UT ohopMIsSeTcsl MOCIeIHUM
nepea TeM, KakK JIOKYMEHT OyAeT OTIpaBieH Ha
XpaHeHHe:
Bri6epute ofuH OTBET:
a. OTMETKa O TMOCTYIJEHUH JIOKYMEHTa B
OpraHu3aINI0
b. oTMeTKa 00 HCIIOTHUTENE
c. Tpu( yTBEpKICHHS
d. ormerka 00 UCHOJIHEHUH JOKyMEHTa U
HAIpPaBJICHUH €T0 B JEII0
Bomnpoc 7
OmOnemy u ToBapHbIii 3HaKk HE BocipousBoasT
Ha OJIaHKe, €CJIM Ha HeM IToMeIIeH (-a):
Bri6epute oauH OTBeT:
a. PEe30JTIOIHS
b. oTTHCK TepOOBOI IeUaTH
c. TocymapctBennsiii repd  Poccuiickoit
denepanuu
d. moamuck




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

Bormpoc 8

Ha kakoM »3K3emIuisipe J[el0BOro IHUCbMA,
MOJIrOTOBJICHHOM ISt OTIIPaBKH ajpecary,
IIPOCTABJISIOTCS BU3BIL:

BriGepure oquH OTBET:

a. Ha MOJJIMHHUKE, OTIPABIsIEMOM ajjpecary

b. Ha KOMKH, TOMENIAEMOH B JIEJI0 OpraHU3aluu

C. Ha MMCbMax BU3bI HE OPOPMIIIIOT

d. Ha MOJUTMHHUKE, OTHPABISIEMOM ajJpecaTy, u
Ha KOITUH, TOMEUIAeMOM B J€JI0 OpraHU3aIUuH

Bomnpoc 9

Cpenu JIOKaJIbHOMN
OpraHU3alMOHHO-PACHIOPSAUTENIBHON JTOKYMEHTALUU
BBICIINM IOPUINYECKUM CTaTyCOM 00JaiaeT:

BeiOepure ouH OTBET:

a. OpPraHM3alMOHHAs TOKYMEHTALUs

b. pacniopsauTenbHas JOKyMEHTALUS

¢. nH(OPMAIIMOHHO-CIIPABOYHAS JOKYMEHTAIUS

d. BCE TpYIIIBI
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTALIUN
00aJaloT  OJMHAKOBO  BBICOKMM  OPUIUYECKUM

CTaTycoM

Bomnpoc 10

B kakom psany Bce TNEpeuMCICHHBIE BHJIbI
JIOKYMEHTOB OTHOCSITCS K

OpraHN3alMOHHO-IIPABOBBIM:

BeiGepure ofuH OTBET:

a. MIOJIOXKEHUE O CTPYKTYPHOM IOJpa3/IEICHUN,
JIOJKHOCTHAsI MHCTPYKIIUS, AaHAJTMTUYECKAs CIIpaBKa

b. IpaBuia BHYTPEHHETO TPYJIOBOTO
pacrnopsika, JIOJIKHOCTHOM periameHT,
aJIMMUHHUCTPATUBHBIN PErJIaMEHT

C. YCTaB, IITATHOE PACIIUCAHUE, OTYET

d. yupenurensHblii noroBop; ykas Ilpesunenta
P®; nHCTpYyKILUSA 110 AETONIPOU3BOACTBY

Bomnpoc 11

B kakux opranmsaunmsax moxer HE Bectuces
KaJpoBasi JOKyMEHTAIU:

BriGepure ofuH OTBET:

a. KaJpoBas JTOKYMEHTallls BEIETCS BO BCEX
OpraHu3aLusaX HE3aBUCUMO oT ux
OpraHU3aIMOHHO-TIPABOBOM (HOpPMBI

b. B HEKOMMEPUYECKUX OpraHU3aIUIX

C. B Ka3€HHBIX FOCYAapCTBEHHBIX YUPEKACHUAX

d. B aKIIMOHEPHBIX 00IIeCTBaxX

Bompoc 12

Kakue pacnopsAuTEIbHbIE JIOKYMEHTBI
U3MAI0TCA  TI0  ONEpaTHBHBIM BOIpocaM U s
OpraHu3aluu UCIIOJTHEHUS JIpYyTHUX

PacHOPSITUTENBHBIX TJOKYMEHTOB!
BriGepute ofuH OTBET:
a. IPUKa3bI
b. pereHus




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

C. MOCTAHOBJICHUS

d. pactiopspkeHHs

Bomnpoc 13

Kakue pacrnopsAuTeIbHbIC JTIOKYMEHTBI
OTHOCATCS K TOKYMEHTaM, CO3/IaBa€MbIM B YCIIOBHSAX
KOJUIETHAJIbHOCTHU

BriGepure ofuH OTBET:

a. peleHus

b. mpukasbl

C. YKa3aHMUsI

d. pactiopspkeHus

Bonpoc 14

Yem MMUCHMO-TIPEITIOKCHUE (odepra)
OTJIMYAETCS OT PEKIAMHOI0 TUChMa!

Bribepute oquH OTBeET:

a. HANpaBJIAETCS MPOAABIOM MOTEHIMAIBHBIM
MOKYTIATENSIM C MPEATI0KEHNEM TOBAPOB WITH YCIYyT

b. He CBA3BIBAaCT TpoJaBIa 00S3aTEIHCTBOM
poJaTh TOBap

C. COJEPKUT HAMEPEHHUE 3aKJIIOUUTh CHEIKY C
YKa3aHHUEM €€ KOHKPETHBIX YCIOBUI

d. ctumynupyer MHTEpeC K TOBapy W JKEIaHHe
ero nmpuodpecTu

Bomnpoc 15

Kaxkoit knaccupukaimoHHBIA TPU3HAK MOJI0KEH
B OCHOBY [I€JIeHHs JIeJIOBOM MEpenucku Ha
oUIMaNTbHYIO U JIUYHYIO:

Br1bepute oauH OTBeET:

a. 110 Ha3HAUYEHUIO

b. mo MecTy HaXOXACHUS aapeca

C. TIO TTOJIO’KEHUIO B CUCTEME JIOKYMEHTO000poTa

d. Mo monoxeHuo B HepapXuu yrpaBieHUs

Bomnpoc 16

Kakne miuchbMa MOIMUCHIBAIOTCS IBYMS JTUIIAMA
—  PYKOBOJAMTENIEM  OpraHu3alMd ¥  TJIaBHBIM
Oyxranrepom:

BeiGepure ofuH OTBET:

a. MUChMa-3aIpoCkl

b. rapanTuiinble MMCcbMa

C. COIPOBOAUTEIbHBIE TUChMA

d. peknamHbIe UChbMa

Bormpoc 16

Ha xakoM wu3 uH(POPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB ~ MOXET  ObITb  oQopMiIeH  rpud
YTBEP)KICHUS:

Bribepute oauH OTBeT:

a. CIIUCOK

b. cripaBka

C. aKT

d. cimy>keOHas 3anmucka

Bomnpoc 17

Kakas pazHOBUAHOCTH 3alIMCOK 0opMIIsIeTCS Ha
OJlaHKe OpraHHU3alyu:




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

BriGepure ofuH OTBET:
a. 00bACHUTENbHAS 3aIHCKa
b. BHEIIHSAS AOKJIaHAs 3aMHUCKa
C. cimy>keOHasl 3amcKa
d. BHYTpEHHsIs JOKJIa{HAs 3aI1CKa
Bomnpoc18
Kakoit BUJ 3aIUCKU 00s13aTeNIbHO
PETUCTPUPYETCS:
BriGepure ouH OTBET:
a. BHEIIIHSS JOKJIaIHas 3aM1ucKa
b. BHYTpEHHSS JOKJIaHas 3aMuCcKa
C. 00OBsICHUTENbHAS 3aITHCKa
d. cimy>keOHas 3amucka
Bonpocl9
Ha kakue pa3HOBHUIHOCTH AENATCS JOKJIATHBIC
3aITMCKH 110 XapaKTepy COACP)KaHUS U Ha3HAUYCHUS:
Bribepute oquH OTBeET:
a. BHyTPCHHHUE U BHEIIHNE
b. ourmanpHbIC U TMYHBIE
C. Pa3bsSICHUTENILHBIC U OTNPaBIATEIbHbIC
d. wuHUNUMaTHBHBIE, HWHPOPMAIIMOHHBIE U
OTYETHBIC
Bomnpoc20
KakuM 10oKyMEHTOM HEOOX0IuMO O(pOPMHTH
pe3yNbTaThl PEBU3UHU OT/IENA MPOJaXX OpraHU3alluu:
Br1bepute oauH OTBeET:
a. CIIpaBKOM
b. akToM
C. HH(OPMAIIMOHHBIM NMHCHMOM
d. cBOIKOM.
Bomnpoc 21
KakoBo  MuWHUManpHOE  KOJMYECTBO  JIWII,
MO/ CHIBAIOIIUX AKT:
Bribepute oauH OTBeET:
a. OIUH
b. Tpu
C. 1Ba
d. geTsipe.
Bomnpoc 22
Ha xakux pabornukoB HE 3aBoautcs nuunas
KapTouKa:
Bri6epute oauH OTBeT:
a. Ha paOOTHUKOB, MPUHATHIX HA MOCTOSIHHYIO
paboty
b. 3aBoauTCS HA BCeX paOOTHUKOB MPEATIPUATHS
0€e3 HUCKIII0UEHUs
C. Ha paOOTHUKOB, NMPHUHATHIX Ha BPEMEHHYIO
paboty
d. Ha pabOTHHUKOB, NMPHUHATHIX Ha PabOTy IO
COBMECTHUTEIILCTBY
HToroBbiii TecT (2 Kypc)
Bomnpoc 1
K opranu3aniMoHHBIM JOKYMEHTaM HPEANpPUSTHS




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

OTHOCSTCSI BU/IbI TOKYMEHTOB:
BeiOepure ouH OTBET:

a. aKT

b. JOKHOCTHAS MHCTPYKIUS

C. TEXHUYECKHE yCIOBUS

d. pactiopspkeHue

Bormpoc 3

C moMOIIBIO OTYETHBIX IOKYMEHTOB peain3yercs
yrpaBieH4YecKas ()yHKIHS

BriGepure ofuH OTBET:

a. peryJaMpOBaHUs AEATEIbHOCTU MPEANPUITUS

b. KOHTPOJIS AEATEIBHOCTU MPEATIPUATHS

C. HOPMAaTHBHO-METOJUYECKOro  00ecCreyeHUs
yIIpaBJICHUS TPEATIPUSITHEM

d. opranuzanuu qesTeIbHOCTH MPEAIPUATHS
Bomnpoc 2

COBOKYMHOCTb JIOKyMEHTOB, 00Pa30BaBLIMXCS U
HaKOIUICHHBIX B  MpOIEcce  JeSTEIbHOCTH
OTJENILHOTO (PU3NYECKOTO JIUIA, ITO

Br16epute oauH OTBET:

a. pacnpeenéHHble MH(POPMAIIMOHHBIE PECYPChI
b. BcTpoeHHbIE HH(OPMAIIMOHHBIE PECYPCHI

C. IepCOHAIIbHbIE MH(POPMAIIMOHHBIE PECYPChI

d. craructrueckue nH(HOPMAITMOHHBIE PECYPCHI
Bomnpoc 3

C moMOmpI0 OpPraHW3allMOHHO — TIPAaBOBBIX
JOKYMEHTOB  pealu3yeTcsl  yIpaBJieHuYecKas
byHKIUS

BeiGepure ofuH OTBET:

a. HOPMAaTHBHO-METOJMYECKOT0  OOecTieueHHs
yIpaBJIEHUS MPEATPUATHEM

b. KOHTPOJIS AIEATEINBHOCTH TPEATIPHUSITHS

C. OpraHM3allUH JEATEIIBHOCTU MPEANIPUITUS

d. perynupoBaHus 1eATEIbHOCTH MPEATIPHITHS
Bompoc 4

Kommno3sumus nucema — 370. ..

BeiGepure ofuH OTBET:

a. MOCJIeIOBATEIBHOCTD PacIioIoKeHUs
NPEUIOKEHUH B TEKCTE TOKYMEHTa

b. «s13b1KOBas hopMyIiay MUCbMa

C. pAacIoJIO)KEHHE PEKBU3UTOB TNHCbMa H
AJIEMEHTOB TEKCTa Ha OJlaHKe

d.  mociemoBaTeNbHOCTh  B3aMMOCBSI3aHHBIX
CMBICJIOBBIX YacTel, 00bETUHEHHBIX €IHHCTBOM
TEMBI

Bomnpoc 5

VYkaxure BHJ JOKYMEHTA, BBIICISAEMBIH I10
(GYHKIMH yIpaBlieHUs

BriGepure ofuH OTBET:

a. 10Cbe

b. oTuér

C. DJIEKTPOHHBIA IOKYMEHT

d. ankera
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Bormpoc 6

K wuH(pOpMAIMOHHO-CIIPABOYHBIM JOKYMEHTaM
OTHOCSTCS:

BriOepuTe ofiH OTBET:

a. MpuKa3

b. ycraB

C. OOBSICHUTEIIbHAS 3aIUCKa

d. mocraHoBiieHUE

Koutpoasnas padora (2 kypc)

1. Bel pykoBOAMTENh 3KOHOMHYECKOTO OT/ENa.
Bam HeoOxoauMo mpornH(pOPMUPOBATH PYKOBOIUTEIS
OpraHu3aiu O TOM, 4TOo 3aM. otaena nmo AXY He
BBITOJIHSCT MPEINUCAHUS TI0 00ECTIEYEHUI0 PaboYnx
MECT IPUHTEPAMH, HHTEPHETOM U B KaOMHETE Balllero
oThena HEe TPOBEeNeH KOCMETHYECKHUH PEMOHT.
OdopMuTe COOTBETCTBYIOIIUN JOKYMEHT.

2. Bel omo3gamm Ha pabotry Ha 2 wdaca.
PykoBoncTtBo moTpeboBano ot Bac oObscHeHMIl.
OdopmuTe COOTBETCTBYIONINI TOKYMEHT.

3.  Ortpenaktupyiite TEKCTbl  CIEIYIOLIUX
nokyMeHTOB. COCTaBbTE UX MPABUIIHHBIN BaPHAHT.

Hrorosbliii TecT 32 2 Kypc

Bomnpoc 1

Kakoii pa3HOBHIHOCTH MHUCbMa COOTBETCTBYET
cienytomas si3pikoBas ¢Gopmyna: «lIpeacraBmsaro Ha
YTBEPKACHHE MPOEKT IJIaHA...»:

BeiGepure ofuH OTBET:

a. COMPOBOJIUTENBHOE TUCHMO

b. mpocrba

c. oepra (TIpeasIoKeHHE)

d. npeacrasienne

Bomnpoc 2

Kakum 1oxymMeHTOM HE00X0JUMO O(OPMHUTH BO
n30exaHue HapylieHuss HOpM TpyIoBOro Kojekca
MUCbMEHHOE HATTOMUHAHKE O HEOOXOAMMOCTH SIBUTHCS
JUIS  TIONYYEeHUS TPYIOBOW KHW)KKH YBOJCHHOMY
pabOTHUKY, HE MOJIyYUBLIEMY €€:

Bri6epute oauH OTBeT:

a. (hakcorpamMmma

b. SMS-coobmieHue

C. AJIEKTPOHHOE COOOIIeHNE

d. 3aka3zHoe nmucbpMo.

Bormpoc 3

B KakoHn JIOKYMEHTALUN 3aKpeIICHO
COKpaIlleHHOEe HAUMEHOBAHHUE OPTaHU3AIIH:

Bri6epute oauH OTBeT:

a. OpraHu3aluOHHON

b. pactiopsaAuTeNbHON

C. YUPEIUTEIBbHOU

d. nHpOpPMAITMOHHO-CITPABOYHOM

Bormpoc 4

Kakue pekBU3UTBI COCTABISAIOT CIPABOYHYIO
uHpOopMalrio 00 OpraHu3alMKu-aBTOpe JOKYMEHTA!
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BriGepure ofuH OTBET:

a. KOJl OpraHu3alliy, CIPaBOYHbBIC JaHHBIE 00
Opranu3zaium, Koja GopMbl JOKYMEHTa

b. HauMEeHOBaHUE BBILIECTOSALICH OpraHU3aIHH,
Koz opranuzanuu, OI'PH, MTHH/KIIIT

C. CIIpaBOYHBIC JaHHBbIE OO0 OpraHu3alUU, KOJ
opraam3aruu, OI'PH, MTHH/KIIIT

d. HaMeHOBaHUE BBIIIECTOSIICH OpraHU3allu,
CIpaBOYHBIE  JaHHbIE 00  OpraHM3aluHd,  KOJI
OpraHu3zaium, Koa (opMbl JOKYMEHTA.

Bomnpoc 5

Ha  Omamkax  kakux  gokymentoB HE
YKa3bIBAaeTCsl HAMMEHOBAaHUE BUa TOKYMEHTA!

Br16epute oauH OTBET:

a. CIy»KeOHOTo MUchMa

b. JOKHOCTHOW MHCTPYKIIUU

C. CIIPaBKH

d. cimyxeOHO¥ 3anmucku

Bomnpoc 6

N3 KakuxX KOMIIO3MUMOHHBIX YacCTE€d COCTOUT
MPUBEICHHBII HIKE TEKCT MHUChMa:

B COOTBETCTBUU c pacnopsiKeHHEM
@denepalbHOTO  ympaBieHWs O  JeJaM O
HECOCTOATENbHOCTH (OaHKpoTcTBE) OT 19 OKTAOps
2004 1. Ne 75-P mHampaBiasieMm Bam akThl C
KOMIUIEKTaMH IOKYMEHTOB IO MPEANPUATHUAM:

1. BoctpsikoBckuil MsconepepabaThIBarOmUit
KOMOMHAT;

2. ®abpuka netckoit urpymku Ne 3.

Bribepute oauH OTBeET:

a. BBeJIeHHEe 00OCHOBAaHNE

b. BBeaeHME, 3aKIIIOUYEHHE

c. 000CHOBaHUE, 3aKIIIOYCHUE

d. BBesieHHE, 00OCHOBAHHKE, 3aKIIIOUCHUE

Bomnpoc 7

VYkaxure, Kakas u3 STHKETHBIX
3aKIIIOYUTENbHBIX (pa3 OydeT yMECTHOW B TEKCTe
JIEJIOBOTO MHUChMA:

BriGepure ofuH OTBET:

a. Hanmeemcs Ha [uTeNnbHOE IUIOAOTBOPHOE
COTPYJIHUYECTBO

b. K coxxanenuto, Mbl MO3/HO MOJYYMUIIM Balle
IIPEJIOKEHUE U HE CMOTJIM UM BOCIIOJIb30BaThCS

¢. Ouens panel okazate Bam ycaoyry

d. K cuactpio, Hamu omnaceHusi 006 OCTaHOBKE
MIOCTaBOK 000PYAOBaHUS HE TIOATBEPIUIIHCh

Bormpoc 8

Opranuzanus  NOJIy4Yusia  MHUCBMO-TIPOCHOY
CJIEIYIOILETO CONEPIKAHUS:

IIpocum Bac mnpemoctaBuTh MeCTO IS
MPOXOKACHUS IPEIIUIUIOMHON NPAKTUKU CTYIEHTKE
5 Kypca ouHOH QopMbl o0O0ydeHus (QaxkynpTeTa
MEIarorMyeckoro  o0pa3oBaHHMs W CEPBHUCHBIX
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texHonornit  ®I'BOY  BIIO  «Marauroropckuii
rOCyapCTBCHHBI YHUBEPCUTET», IO HAIIPABIICHUIO
«/loxkyMeHTOBEeIeHNE U apXUBOBEIeHUE» MenBeneBou
Anne Anapeesne ¢ 01 despas mo 28 mapta 2013 1.

VYkaxxuTe, Kakoil U3 BapUaHTOB OTBeTa Oyner
OoJiee MpaBUIIbHBIM:

BriGepure ofuH OTBET:

d.

Coobmraem, 4TO Hala OpraHu3aIus
IIPEOCTABUT MECTO JJISl IPOXOXKJIEHUS NIPAKTUKU IS
Ballleil CTYyICHTKH.

b.
Ha Bamre mucemMo ot ... Ne ... cooOmraeMm, 4To
TOTOBBI MPEA0CTaBUTh MECTO ISt

IIPOXOKACHUSNPEAIUIITIOMHOM IPAKTUKH CTYJEHTKE 5
Kypca ouyHOM (¢opmbl 00ydeHust  (akyiabTeTa
[earorMyeckoro  o0pa3oBaHHUs U CEPBHUCHBIX
texHojoruit  ®I'BOY  BIIO  «Maruuroropckuii
rOCyapCTBEHHBI YHUBEPCUTET», IO HAIIPABIICHUIO
«/lokyMeHTOBeIeHNE U apXUBOBEICHHE» MenBeneBoun
Anne Anapeene ¢ 01 despais mo 28 maprta 2013 r.

C.
COO6IJ_IaeM, 4YTO Hama opraHu3anyusa T1O0TOBa
npeaoCTaBuUTh MECTO JJIA

IIPOXOKACHUSNPEAIUIITIOMHOM IPAKTUKH CTYJEHTKE 5
Kypca ouyHOM (¢Gopmbl 00ydeHust (akyiabTeTa
MEearoruyeckoro  o0pa3oBaHHWs U CEPBHUCHBIX
texHojoruit  ®I'BOY  BIIO  «Marauroropckuii
rOCyapCTBEHHBI YHUBEPCHUTET», IO HAIPABIICHUIO
«/loKymMeHTOBEIeHUE U apXUBOBEICHUE» MenBeneBoi
Anne AnppeesHe ¢ 01 ¢eBpains no 28 mapta 2013 r.
d.

VYBaxaemble KoJern!

Nudopmupyem Bac o Tom, 4TO MBI pajbl
IIPEIOCTABUTH MECTO U1 IPOXOXKACHHUS
NPEAJUIUIOMHOM  IIpakTUKM  Bamenl  cTyneHTke
MenBeneBoit AHHe AH/ipeeBHE B 0003HaueHHbIe Bamu
CPOKH.

Bormpoc 9
Kaknmu cnoBamu JOJIPKEH HAYUHATHBCA TEKCT
MpHUKa3a, ecnu ero U3JIaHuE BBI3BAaHO

HEOOXOJUMOCTBIO  OCYIICCTBIICHUS ~ COOCTBEHHOMU
JESITENIbHOCTH 110 HHUIIMATUBE OPTaHU3AIIH:

Bri6epute oauH OTBeT:

a. «Bo ucnonHexue...»

b. «B cBs3m C...»

c. «<Ha ocHoBaHuu...»

d. «B cooTBeTcTBUH C....»

Bomnpoc 10

B kako#l yacTu pacnopsiiuTeIbHOrO JOKYMEHTA
HEO0OXOIUMO TIOMENIaTh IEepPEYeHb JOKYMEHTOB,
YTPAaTUBLIMX CHJIy WM TMOAJIKAIIUX HW3MEHEHUIO B
CBSI3M C W3JIaHUEM JIAaHHOTO aKTa!
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BriGepure ofuH OTBET:
a. B MIEPBBIX MYHKTAX PacCHOPSAIUTEIbHOMN YacTH
b. B KOHCTaTUpYIOIIEH YacTu
C. B KOHIIE TEKCTa
d. B 11000M ITyHKTE pacHOpSANTEILHON YacTH
Bomnpoc 11
Ykaxure BapHaHT OQOpPMIICHUS OTMETKH 00
ucnonautene, ycranopieHupiii [OCT P 6.30-2003:
BriGepure ouH OTBET:
a.
Ilecmpsixkosa Onvea I'ennaovesna
Ten. 22-34-75
b.
Ilecmpsxosa O.1".
22-34-75
C.
O.I'. [lecmpskosa
22 3475
d.
Ucn. l[lecmpaxosa Onvea I ennadvesna
22-34-75
Bomnpoc 12
Omnpenenure, K KaKOMYy OpraHH3al[MOHHOMY
JOKYMEHTY OTHOCHTCA NpeIJlaraeMblii  (parMeHT
TeKCTa JOKYMEHTA!
1. DupmeHnnoe HaumeHosanue u
MeCmoHaxodcoeHue oouwecmasa
1.1.1lonnbim  QupmeHHbBIM — HAUMEHOBAHUEM
obuecmea saensemcsa: Obwecmso ¢ 0cpaHuyeHHOU

0mMe8emcmeeHHOCHbIO «MUP». Cokpawennoe
@upmennoe naumenosanue oobwecmea — OO0
«MUP».

1.2.FOpuouueckuii  adpec  obwecmsa: Y.
Cpeouzemnomopckas, 0.1, e Maenumoeopck,
Yenabuuckas obn., Poccus, 455012.

Bribepute oquH OTBET:
a. TIOJIO’KEHHE 00 OpraHu3aluu
b. yctaB
C. IpaBWJIa BHEIIHEH MEPENUCKU OpTraHU3aAINH
d. MHCTPYKIIUS IO IETOMPOU3BOJICTBY
Bormpoc 13
Breibepute mpaBuibHBIA BapuaHT oQopMIIeHUs
MTOATTICH B pacropsiIUTeTILHOM JTIOKYMEHTE
opraHu3aluu (mpukKase, pacropsiKEeHUN):
Bribepute oauH OTBeT:
a.
['enepanbHbBIl AUPEKTOP [Tonnuce
M.II. benskos
12.12.2013
b.
['enepanbHbBIl TUPEKTOP
000 «Komnacy [Toanuce
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M.II. benskos
12.12.2013
C.
['enepanpHbIi TUPEKTOP

000 «Kommacy» [Toanuce
M.II. bensiko
d.
['enepanbHbIii TUPEKTOP [Moanuch
M.II. bensikos
Bonpoc 14

B kakom majexxe yKa3blBalOT HAMMEHOBaHUE
OpraHu3alliil U €€ CTPYKTYPHOTO MOJpPAa3/eeHUs B
pEeKBU3UTE «ApecaTy:

Br16epute oauH OTBET:

a. B POJIUTEIILHOM

b. B IMEHUTETHHOM

C. B JIaTEIbHOM

d. B mpeioxkHOM

Bomnpoc 15

Vkaxute BEPHOE Bricka3biBanue:

Bribepute oguH OTBeET:

a. Ha ©Onamke THCBMa  TMPOCTABIISAETCS
OTpaHHYUTENbHAS OTMETKa Ui pekBu3uTa «CchlIKa
Ha PETHCTPAIMOHHBIA HOMEp M JaTy JOKYMEHTa»
CIEeYIOIIUM 00pa3oM: « oT »

b. Csenmenuss B pekBusute «CcbUlka Ha
pPETUCTpAllMOHHBIE HOMEp M JaTy JIOKyMEHTa»
MPUCBAaUBAIOTCS OpPraHU3alME-aBTOPOM OTBETHOTO
nUchMa

c. PexBusur «Ccpbuika Ha  gaty |
pEeruCTpaliMOHHBIN HOMEp JJOKYMEHTa» 3aloJIHAETCs B
MPEUMYIIECTBEHHO B NMUChbMax-oTBeTax. CBejeHus B
PEKBU3UT MEPEHOCSTCA C MOCTYHBILETO TOKyMEHTa

d. Yka3zanue TaHHBIX O MOCTYNUBIIEM TUCEME Ha
OnaHKe MUCbMAa B BHJE OTIEJIBHOTO CCBUIKM Ha
pPETUCTpAIIMOHHBI HOMEpP W JaTry JOKyMEHTa He
UCKJIIOYAeT HEOOXOAMMOCTH CChIIaTbCsi HAa HUX B
TEKCTe OTBETHOTO MUChMa: B Hayalle TEKCTa IMHChMa
Bceraa cienyer nucats «Ha Bam Ne ... ot ...»

Bormpoc 16

Kakoe xomoBoe o6o3HaueHue Ha qokymente HE
UACHTU(PUIINPYET aBTOpa!

BriGepure ofuH OTBET:

a. OI'PH

b. MHH/KIIIT

c. OKY [

d. OKIIO

Bompoc 17

Kakas  s3pikoBas
3asIBJICHUU:

BriGepute ofuH OTBET:

a. «B Moeii mpocb0e MpoIIly He 0TKA3aTh...»

b. «3apaHee MpU3HATEICH»

opMmyia MECTHa B
pMy. y
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c. «BecbMa ybeautensHO Bac mporry»

d. «npomry Bamero cornacus Ha...»

3agaHnsl K MPaKTHYeCKOH YacTH 3a4era C
OLIEHKOI Mo Kypcy «/loKyMeHTOBeneHuEe)

1. KomnnekcHplil aHamm3 JOJKHOCTHOU
MHCTPYKLUU U €r0 PEAAKTUPOBAHUE.

2. KomrmiekcHslit aHaIn3
YYpPEIUTEIBHOTO JOKYMEHTA U €r0 peJakKTUPOBaHUE.

3. KomnnekcHplil aHamn3 MOJI0KEHUS MO
OCHOBHOM JI€ATEILHOCTH U €T0 PEeIaKTUPOBAHUE.

4. KoMriutekcHbIi aHamu3 paciopsiKeHUS.

o. KomnnekcHplil aHann3 mnpukasa Mo
OCHOBHOM JI€ATEIILHOCTH U €r0 PeIaKTUPOBAHUE.

6. KomnnekcHplil aHaJIN3 MOCTAHOBJIEHUS
U €ro peaKTUpOBaHUE.

7. KoMIutekCHbINM aHanu3 penieHuss U ero
peaaKkTUpOBaHUE.

8. KoMIutekcHbIl aHamM3 yKa3aHHs U €T0
peaaKkTUpOBaHUE.

9. KoMmruiekcHblil  aHamu3  CIIy»KeOHOTO
MKACbMa U €T0 peJaKTUPOBAHUE.

10. KomruiekcHbIi aHaIM3 MPOTOKOJIA U €T0
peaaKkTUpOBaHUE.

11. KomnekcHplil aHanu3 akta W €ro
peaaKkTUpOBaHUE.

12. KomrmiekcHblii  aHanmu3  ciy»KeOHO

3aUCKU U e€ pEaAaKTUPOBAHUC.
13. KommnekcHprii  aHanm3  copaBkm W €€
peIaKkTHPOBaHHE

IIpakTHYeckoe 3a]aHHe K 3a4eTy C OLleHKOM

[IpousBectn (GopMyIsApHBI aHaMU3 OIHOTO
nokymeHTa (1o BbIOOpY mpemogaBatens). K kakoi
cucTeMe, IMOACUCTEME JOKYMEHTAalUUd OTHOCHUTCS
JIAHHBIA JTOKYMEHT. B Kakoii/me KOMIUIEKC/bl MOXKET
BOWTHU aHAJIU3UPYEMBbIN JOKYMEHT.

BapuaHThI NpHJI0KEeHUH

Bapuantr | -  cmopaBka — KOHKPETHOM
OpraHu3anuu

BapuaHT 2- nMcbMO KOHKPETHOM OpraHu3alun

BApUAHT 3- MPUKa3 KOHKPETHON OpraHU3auu

Bapuant 4 - pacnopsbkeHHE KOHKPETHOM
OpraHu3aIuu

BapuaHT 5- aKT KOHKpETHON OpraHU3aluu

Tembl kKypcoBbIX padoT (3 Kypc)

1. OcobenHOCTH COCTaBIICHHUS,

0 OpMIICHHS 1 MICTIOJIb30BaHHSI HOMEHKIIATYPBI

JIeNl OpraHu3aIH.

2. Tabens GhopM TOKyMEHTOB U AnbOOM
¢dopM TOKYMEHTOB OpraHU3alid KaK WHCTPYMEHT
COBEPILEHCTBOBAHUS JOKYMEHTALMOHHBIX IPOLIECCOB.

3. Pore  u MecTo  yupeauTEIbHBIX
JOKYMEHTOB B YIpaBJI€HUM  OpraHu3aluei,
0COOEGHHOCTH HX COCTaBJICHUS, OQOpPMICHHS U
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pETUCTpaIHH.

4. Pounb u MECTO
OpraHu3alMOHHO-TIPABOBBIX JIOKYMEHTOB B
yIIpaBICHUN OpraHM3aIyed, 0COOCHHOCTH
COCTaBJICHUS 1 OPOPMIICHHSL.

5. Ponp m MecTo pacmopsauTeNbHBIX

JIOKYMEHTOB B YIIPABJICHUM OpraHU3alUen, MOpsI0K
UX COCTaBJICHUS, OPOPMIICHHS U UCIIOTHEHHSI.

6. CocraBrienue u odopmiieHHe
JOKYMCHTOB, HCIIOJIb3YCMbIX JJIS OHepaTHBHOﬁ
nepenadn HHGOPMAITUH

7. Pa3HOBUIHOCTH CIIy’)K€OHBIX IHCEM,
OCOOCHHOCTH MX COCTaBJICHHUS U O()OPMIICHHS.

8. Poinb u MECTO
HH(OPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB B

yIpaBICHUU  OpraHu3alyeld, OCOOEHHOCTH  HX
COCTaBJICHUS U 0(hOPMIICHHS.

9. Ponp u MECTO yHU(UKAIUU
JOKYMEHTOB B COBEPIICHCTBOBAaHUU
JOKYMEHTAIMOHHBIX ~TPOIIECCOB, HANpABICHUA U
aTanbl YHU(DUKAIIH.

10. B3aumMocBsi3p conepxkanus U (HOPMEI
JOKYMEHTa, OCOOCHHOCTH UX YHU(PHUKALIUH.

3ajaHus K NPaKTHYeCKO#l 4acTH 3ayeTa C
OLIEHKOH Mo Kypcy «/loKkyMeHTOBeIeHHEe

1. KommmekcHBIM aHaau3 HOOJKHOCTHOM
MHCTPYKIUU U €r0 PEIAKTUPOBAHUE.

2. KomMmexcHbIi aHaIN3
YYpPEIUTEIBHOTO JOKYMEHTA U €0 peJaKTUPOBAHUE.

3. KoMmmmekcHBIM aHaIW3 MOJ0XKECHUS IO
OCHOBHOM JI€ATENILHOCTHU U €r0 PEIaKTUPOBAHHE.

4. KoMIutekcHbIN aHamm3 paciopsiKeHHUS.

5. KoMmmiekcHblii  aHanu3 TMpukasa o
OCHOBHOM JIEATEIILHOCTH U €T0 PEeIaKTUPOBAHUE.

6. KoMmiekcHbIll aHalmn3 IOCTaHOBJICHUS
U ero peIaKTUpPOBaHUE.

7. KommuiekcHbI aHanu3 penieHuss U ero
penaKTUpOBaHUE.

8. KomruiekcHbli aHanmu3 yka3zaHusi U €ro
penaKTUpOBaHUE.

9. KoMmruiekcHbli  aHanmu3  CcIy:ke0HOTo
MHACHbMa U €T0 peJaKTUPOBAHUE.

10. KomruiekcHbli aHaIM3 MPOTOKOJIA U €T0
penaKTUpOBaHUE.

11. KoMmiekcHBIH aHalWM3 akKTa M €ro
penaKTUpOBaHUE.

12. KoMmruiekcHbli  aHANmu3  CIIy:KeOHOM
3aMUCKU U €€ pelaKTUPOBAHUE.

13. KommuiekcHpiit  aHanmu3  cropaBku u - €€
peaaKTUPOBAHHE

IIpakTHyeckoe 3aJaHue K 324€Ty C OLEHKOI
[IpousBectr GOpMYISPHBIA aHAINU3 OJHOTO
nokyMeHTa (mo BbIOOpy mpenonaBatens). K kakoi
CHUCTEME, IOJICUCTEME JOKYMEHTAllMd OTHOCUTCS
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I/IHI[I/IEII(aTOp KOMITETEHIIMH OueHouHbIE CpeACTBa
JMAHHBIA OKyMEHT. B Kakoii/me KOMIUIEKC/BI MOXKET
BOWTH aHAJIU3UPYEMbI IOKYMEHT.
BapuaHThI NpHJI0KEHUH
Bapmant 1 - cmopaBka — KOHKPETHOM
OpraHu3aluu
BapuaHT 2- nucbMO KOHKPETHOM OpraHu3aliu
BapUaHT 3- MpUKa3 KOHKPETHON OpraHu3aIuu
Bapuant 4 - pacnopspkeHuE€ KOHKPETHOM
OpraHu3aluu
BapuaHT 5- aKT KOHKPETHON OpraHU3alHN
OIIK-2: CnocodeH HaAX0AUTh OPraHU3ALMOHHO-YIIPaBJIeHYeCKHE pellleHHs] MPH pelieHun
3a71a4 B cepe cBoeil npodeccHoHAILHOM 1eITeJIbHOCTH;
OIIK-2.1: | Ompenmensier 1enu  u | Bormpockl K 3a4eTy 2 Kypc

3aauu  YHIpaBJICHUSA B

chepe
npoeCCUOHATBLHON
JESTSIIbHOCTH

cBOEU

1. OcHOBHbIE (GyHKLIHOHATILHBIE CHCTEMBI
nokymenrtanuu B Poccniickoit denepanun.

2. Crannaptuzanus 1 yHU(UKaLUs TOKYMEHTOB.
YHUGHUIUPOBaHHBIE CUCTEMBI IOKYMEHTAIIHH.

3. Knaccugukaropsl JIOKYMEHTUPOBAaHHOM
nH(pOpMaLINH.

4. OpraHu3annoHHO-pacopsAUTENbHAs
JIOKyMEHTalus

5. TpeboBanus K 0OPMIICHUIO CIIPABOK.

6. TpeboBanusi K  OPOPMIIEHHUIO  CBOJIOK,
3aKJIFOYEHUH, OT3bIBOB.

7. TpeboBanust K OQOPMIICHUIO TEpPEYHEH,
CIIMCKOB.

8. TpeboBanus K MIEPBUYHOU Y4ETHOU
JIOKYMEHTAIUU 110 JTUYHOMY COCTaBY.

9. TpebGoBaHMsI K COTPOBOAUTEIBHBIM MTUCHMaM.
10. TpeboBanus kK 0()OPMIIEHHUIO aKTOB.

11. TpeboBanust K OQOPMIICHHIO JOKIJIAJHOM,

CIIy’K€OHOH M 00BSICHUTEIIBHOM 3aITUCOK.
Hrorosbiii TecT 3a 3 Kypc
Bomnpoc 1
KT0 oopmiisieT yueTHbIE JIMUHbIE KAPTOYKHU:
BeiGepure ofuH OTBET:
a. pabOTHUK 1O Kasipam

b. PYKOBOJIUTENH CTPYKTYpPHOTO
MOJIpa3IeIeHuUS
C. 3aMECTHUTENb PYKOBOJUTESI OpraHU3allu
d. paboTHHK
Bomnpoc 2

Kakoii  mOKyMeHT  SBISE€TCS  OCHOBHBIM
JIOKYMEHTOM O TPY/I0BOI 1€ATEIbHOCTU U O TPYIOBOM
CTaxke paboTHHKA:

Bri6epute oauH OTBeT:

a. CTpaxoBoe CBUJIETEIBCTBO
roCy/1apCTBEHHOTO MEHCUOHHOTO CTPAaXOBAHUS
b. yueTHas nMuHast KapTOUKa
C. TPYAOBask KHI)KKA
d. neHCHOHHOE yI0CTOBEpEHHE
Bomnpoc 3

Kakve Buabl JUCHUIUIMHAPHBIX B3BICKAHUU




Kon
WHIHKATOP
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Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

BITUCBIBAIOTCS B TPYAOBYIO KHIKKY:

BeiOepure ouH OTBET:

a. B3BICKAHUS B TPYIOBYI0 KHHXKKY HE
3aIIMCBIBAIOTCS

b. yBoNbHEHUE

C. CTPOTHUii BBIFOBOP

d. Bce BHMIBI IUCHMIUIMHAPHBIX B3BICKAHUI
BIIMCBIBAIOTCS B TPYAOBYIO KHUKKY.

Bormpoc 4

Kakoii H0KymMEHT HE BXOIUT B KOMIUIEKT
JOKYMEHTOB O KOMaHIMPOBAHHU C  KOJOBBIM
o0o3HaueHneM ¢popmsl T:

BeiOepure ofuH OTBET:

a. KOMaHIUPOBOYHOE yIIOCTOBEpEHHE
paboTHHKA

b. mpuka3 (pacmopspkeHHe) O HampaBICHUU
OTJEJILHOTO PAa0OTHUKA WM TpyMIbl paObOTHUKOB B
KOMaHIUPOBKY

C. ciyxeOHOe 3aJaHue C OTYETOM O €ro
BBITTOJIHEHUH

d. aBaHCOBBII OTYET

Bomnpoc 5

Ha xakue rpynmbel pgenstcs oduLUalbHbIE
JOKYMEHTBI 1o  cdepe  aearenbHOCTH  (TIO
(GyHKIIMOHATIBHOMY MPU3HAKY):

Br1bepute oauH OTBeET:

a. yHU(UIUPOBaHHbIE/HEYHU(DULIPOBAHHbIE

b. pyHKIIMOHATBHBIE/OTPACIIEBBIC

c. opuIHaIbHBIE/HEODUITATIbHBIE

d. ympaBieH4YeCKHE/TEXHUYECKHE

Bomnpoc 12

KakomMy MOHSTHIO COOTBETCTBYET CIEIyIOIIast
XapaKTepUCTHKA:

JlokyMeHTBl,  oOjajaromue  HOPUIUYECKON
CWJIOM, M3/1aBaeMble PYKOBOJCTBOM OpIaHU3aLUU U
cofieprKalue yIIpaBJIeHYECKHE pereHus,
HalpaBlI€HHbIE HA  BBIIOJHEHHME  TEKYUIMX U
MEPCIEKTUBHBIX 33/1a4:

BriGepure ofuH OTBET:

a. OPraHN3alMOHHO-TIPABOBBIC JJOKYMEHTHI

b. TOKYMEHTBHI 10 TMYHOMY COCTaBY

¢. nH(OPMAITMOHHO-CIIPABOYHBIE TOKYMEHTHI

d. pacnopsauTeNnbHbBIE JOKYMEHTHI

Bormpoc 13

Kakoil 1okyMeHT siBiseTcsi 00a3aTelnbHbIM MPU
JOKYMEHTHPOBAaHUHM TPYAOBBIX OTHOIICHHH MEXIY
pabOTHUKOM U paboToaTeNeM:

Bri6epute oauH OTBeT:

a. Tpy/loBast KHIKKa

b. pexxuM Tpyna

C. TOJDKHOCTHAS! MHCTPYKITUS

d. KOJIJIEKTUBHBII JOrOBOP

Bonpoc 14
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Kak  1OmKeH  MOCTYyNUTh  UCIOJHHUTEIb,
HOJrOTOBUBLINH JIeJI0BOE IIUCHMO, eciu
PYKOBOJIUTENb OT/EA TUIAHUPOBAHMSI, BU3a KOTOPOTO
HE00X0/1MMa, HaXOAUTCS B KOMaH/IUPOBKE:

BriGepure oquH OTBET:

a. XJaTh BO3BPAILEHUS PYKOBOAUTENS OTJena
TUTAHUPOBAHMS U3 KOMAHIUPOBKU

b. mepenarh NUCHMO Ha MOANUCH PYKOBOJUTEIIO
6e3 BU3BI

C. 3aBU3MPOBaTh NHCBMO y 3aMECTUTENs
PYKOBOJUTENS OTAEA IJIAHUPOBAHUS

d. 3aBH3MPOBATH MHCHMO CAMOMY

Bomnpoc 15

K xakoil pasHOBUOHOCTM IIMCEM OTHOCSTCS
IUCbMA, C TIOMOLIbIO KOTOPBIX HPOCAT BbHICIATbH
odunMaNbHBIE CBEICHUS WU TIOKYMEHTHI:

BeiOepure ofuH OTBET:

a. MUChbMO-HM3BEIICHUE

b. muceMo-nipocrOa

C. MUChMO-3aKa3

d. muceMo-3arpoc

Bomnpoc 16

VYkaxure Haubosiee «KeCTKUI» U HeyMECTHBIN
BapHUaHT OTKa3a:

BeiOepure ofuH OTBET:

a. B cBs3m C ... Bamie mpeioKeHne HE MOKET
OBITb IPUHATO

b. B cBs3u ¢ ... Balle MpeajgoKeHUe HaMHU He
PUHUMAETCS

c. B cBa3m c.. [nemapraMeHT HE MOXKET
COIJIACUThHCA C BALLIUM IPEJI0KEHUEM

d. Ilpunsate  Bame  NOpeIIOKEHHE  HE
MPEJCTABISAETCS BO3MOXHBIM B CBSA3H C ...

Bomnpoc 17

Kakomy Buay wuH()OpMaIMOHHO-CIPAaBOYHON
JOKYMEHTAITUN COOTBETCTBYET CIEIYIOUIHIA TEKCT:

DeodepanvHoe  ynpasieHue no  0eiam O
HecocmosamenvbHocmu (bankpomemee) Ha OCHOBAHUU
npeocmasieHHbIX Tyeypavikckum YeMeHMHbIM
3a800om (Openbypeckas oonacmo, noc. Tyeypivik, yi.
Llenmpanvnas, 0.1) Ooxkymenmos OyxeanmepcKou
omuemnocmu no cocmosanuio Ha 30.04.2013:

—  Oyxeanmepckuil banauc (popma 1),
—  omuem o npubblLisx u yoimkax (popma 2)

U NpoBedeHH020  aHanu3a  UHAHCOBO2O
COCMOsAHUSL NPEONPUAMUSL, YCMAHOBUNO, YMO OAHHOE
npeonpusimue A6IAemcs HeniameddcecnoCOOHbIM U
umernuumM  HeyoOoB8IemeopumenbHy0  CIMpyKmypy
bananca (npeonpusimuem-00aHCHUKOM).

OcHosanue:
Koaghuyuenm mexywen AUKBUOHOCMU O

oanaucy npeonpusmus =18%;
K02 puyuenm obecneuennocmu
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CcOOCMBEHHbIMU ~ 0OOPOMHLIMU — CPEOCMBAMU  NO
oanancy npeonpusmus = 8%;

KO3(puyuenm 6occmanogieHuss no OANAHCY
npeonpuamus =10%.

Pykosooumens Cmenanos
11.]]. Cmenanos

Bribepure ofuH OTBET:
a. CIpaBKa

b. 3aKkar0ueHnE

C. OT3BIB

d. cBoaKa

HToroBbiii TecT (2 Kypc)

Bomnpoc 1
CBoiicTBO 0pUIIHATIEHOTO JIOKYMEHTA,
coob1aeMoe emy JEHCTBYIOMIUM

3aKOHOJATEIbCTBOM, KOMIIETEHIIMEN H3arOIIEro
€ro OpraHa MW YCTAHOBJICHHBIM IOPSAKOM
odopMIIeHHUS - ITO

BeiOepure ofuH OTBET:

a. OJIHOTA

b. ayTeHTUYHOCTH

C. KOH(QUIEHINATbHOCTh

d. ropunuyeckas cuna

Bomnpoc 2

ITocranosnennem IlpaBurenscrBa Poccuiickoit
®enepaunn ot 08.07.1997 Ne 835 «O nepBUUHBIX
YUETHBIX JOKYMEHTaX» YTBEP)KIAETCS

Br1bepute oauH OTBeET:

a. TEPMUHOJIOTHS B 00JIACTH J1E€IONPOU3BOJICTBA U
apXUBHOTO Jieja

b. anbOoM 1o yu€Ty TpyJia M €ro OIuIaThl

C. HHCTPYKLUHS IO 3alOJIHEHHUIO TPYAOBBIX

KHUKEK
d. Tabenp yHuuHpoBaHHBIX (POPM TOKYMEHTOB
Bormpoc 3

O0s3aTenbHbIC CTPYKTYpHBIC AIIEMEHTHI
CTaHJapTa

Bribepute oauH OTBeT:

a. HOPMaTHUBHBIE CCHUIKH

b. TpeboBaHus K 00BEKTY CTaHAAPTU3ALINUN

C. OTJIaBJICHHE

d. o6o3HaueHMs U COKpallleHus

Bormpoc 4

[lepcoHanbHbBIE CBEICHUS O TPaXKIaHAX SBISIOTCS
BriGepure ofuH OTBET:

a. mH(popmarmen, OTHECEHHON K KOMMEPUYECKOM
TaliHe

b. uHpOpMaITHEit OTKPHITOTO AOCTYyMA

C. KOHUACHITMAIEHON HHPOpMaLueit

d. nHpopmanmen, OTHECEHHOU K
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rOCyAapCTBEHHOU TaliHe

OIIK-2.2:

Ucnonp3yer
OCHOBHBIE  METOABI U
MpUEMbl  OpraHU3alUH,
IJIaHUPOBAHMS,
MOTHBAIUH,
KOOPJAMHALIMKA U KOHTPOJIS
npoieccoB B chepe cBoeit
npodeccuoHanbHOM
JIEATEIIbHOCTH

3agaHnsl K MPaKTHYeCKOH YacTH 3adera C
OLIEHKOI Mo Kypcy «/loKyMeHTOBeneHue)

1. KommekcHBIM aHaau3 OOJKHOCTHOM
WHCTPYKIIMU U €r0 PeIaKTUPOBAHHE.

2. KoMmekcHbIi aHaIu3
YYpEIUTEIBLHOTO JOKYMEHTA U €T0 PeJaKTUPOBAHUE.

3. KoMmImekcHBIM aHaau3 MOJ0XKEHUS IO
OCHOBHOM JIEATEIILHOCTH U €T0 PEIaKTUPOBAHHE.

4. KoMIutekcHbIN aHamu3 pacriopsiKeHHUs.

5. KommekcHplil aHain3 mnpukaza 1Mo
OCHOBHOM JI€ATENILHOCTHU U €0 PEeIaKTUPOBAHUE.

6. KoMIutekcHBIH aHalIn3 IOCTAHOBJICHUS
U ero peIaKTUpOBaHUE.

7. KoMrutekcHbI aHaNM3 pelIeHUs] U €ro
peaaKTUpOBaHUE.

8. KomMmruiekcHbIl aHANINU3 yKa3aHUS U €ro
peaaKTUpOBaHUE.

9. KoMmiekcHbIH
MKMCHbMa U €T0 peJaKTUPOBAHUE.

10. KomMrutekcHbIi aHaJIM3 MPOTOKOJIA U €T0
penaKTUpOBaHUE.

11. KoMIutekcHbIN aHamu3 akKTa U €ro
penaKTUpOBaHUE.

12. KommiekcHbIN

3aUCKH U €€ pEaAaKTUPOBAHUC.
13. KoMIiekcHbBIlE — aHAIN3
pelaKTHUPOBaHHUE

aHaJInu3 cnyxce6Horo

aHAIM3  CIyXeOHOM

ClpaBKH M €€

IIpakTHYeckoe 3aJaHHe K 3a4eTy C OLeHKOM

IIpousBectn (GopMyIsApHBI aHaMU3 OIHOTO
nokymeHTa (1o BbIOOpY mpemogaBatens). K kakoi
cucTeMe, IMOACUCTEME JOKYMEHTAalUd OTHOCHUTCS
JIAHHBIA JTOKYMEHT. B Kakoii/e KOMIUIEKC/bI MOXKET
BOWTHU aHAJIU3UPYEMBbIN JOKYMEHT.

BapuaHThbl NpHJI0KEeHUH

Bapumant | -  cmpaBka
OpraHu3aIuu

BapuaHT 2- nMcbMO KOHKPETHOM OpraHu3aluu

BApUAHT 3- MPUKa3 KOHKPETHON OpraHU3auu

Bapuant 4 - pacnopsbkeHHE KOHKPETHOMN
OpraHu3auu

BapuaHT 5- akT KOHKpETHON OpraHU3aLHu

KOHKPETHOU

OIIK-2.3:

Ywmeer
UACHTU(DHUIIUPOBATH
TpebOoBaHUS
HOPMAaTUBHO-TIPABOBOM
cpeasl K cBOEH
npohecCHOHATBLHOM
JEeSITEIIbHOCTH u
ACATCIIbHOCTHU
OpraHu3aluu

PA3JEJ 1
IIpakTnyeckoe 3aganue 1
2. Ucnons3ys OO6mepoccuiickmit
KJaccuukarop yIpaBlI€HYECKOM
JIOKYMEHTAITU! OK 011-93 (pexxum
nocryna http://www.consultant.ru/)naiite
TOJIKOBAHHE HE MeHee TpeM kojaMm  ¢GopMm
KOHKPETHBIX JIOKYMEHTOB YCOP/
U IIECTU KOAaM JAPYTUX YHU(PUIIMPOBAHHBIX



http://www.consultant.ru/
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CHUCTEM YIIPABJICHYECKON JOKYMEHTAIuu (Io
BBIOOPY CTY/IEHTA).

3aiaHue BBINOJHANTE M0 00pa3my:

Konx 02112312 o6o3Hayaer:
02 — popma mpuHAISKUT K Y HUDUITUPOBAHHON

cucTeme OpraHU3alMOHHO-PACTIOPSAUTEILHON
JOKYMCHTAIlUU,

11 - <¢opma oOTHOCHTCS K MOJKIACCY
JOKYMEHTAllMK 10  CO3JAAaHUIO  OpraHu3alyy,
HPEAPUATHL;

231 — peructpanioOHHBIN HOMEP (OPMBI BHYTPH
nojakiacca — Gpopmel Ycraga;

2 — KOHTPOJILHOE YHUCIIO.

VYcraB sBnsercss 00s3aTENbHBIM JIOKYMEHTOM
JUTSL pa3IUYHBIX OPraHU3alMOHHO-TIPABOBBIX (OPM, H
ero COCTaBJIeHHE M O(OPMIICHHE DPETrIIAMEHTHUPYETCS
3akoHoarenbcTBOM. OtcyrcTBUe B OKY [l nnaekca u
NEPUOIMYHOCTA  00O03HAYaeT, dTO OpraHU3aIuUs
COCTaBIsieT U O(hOPMIIET YCTaB CaMOCTOSTENbHO, 0e3
OMOpbl Ha OOMIEPOCCHHCKHE YHHU(PHIUPOBAHHBIC
dopmel. [Ipu coctaBieHun u odopmieHUH YycCTaBa
HEOOXOIUMO ONUpaThCsl HA 3aKOHOJATENICTBO H
I'OCT P 7.0.97-2016

IIpakTuyeckoe 3aanume 2 K pasaeny 1

2.1. Ucnionb3ys uHpopMannio 00 OCHOBHBIX
pexkBuzutax OPJ[ B  mepeuncieHHBIX  HUXKE
JIOKYMEHTaX, 3aMOJHUTE TaOMuUIly. 3aroiHssl Tabnuiy,
CTapaiiTeCch OTpaXaThb CXOXuE€ 10 (YHKIUU U
COJICPKAHUIO PEKBU3UTBI HA OJHOW CTpOKE ISt
oOneryeHus: cpaBHeHus. Ha3BaHUS  pPEKBU3UTOB,
OTPaKEHHBIE TOJIBKO B JAHHOM aHaJU3UPYyEMOM
TIOKyMEHTE, OPOpMIISTHTE K KOHITY TaOJIUIIBI.

Hanmenosan
Haumeno
Haumenojue pexBusuta B
BaHUE

BaHUE [IpaBunax o

[PEKBU3HTA
1/ [PEKBU3UTA  B|IEIONPOU3BOACTB
I 1 OCT PFC}IOY y u Meron.

6.30.-2003

[PEKOMEHTAITHSX

2.2. .Omnupasch Ha JaHHBIE, TOJyYEHHBIE B
Ta6HI/II_[e, C[[eﬂaflTe COOTBCTCTBYIOIIIMC BBIBOJALI H
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KOMMEHTApUU: COBNAAAET JIM COCTaB M Ha3BaHUsA
PEKBU3UTOB B MPEJCTABICHHBIX JOKYMEHTAaX; KaKue
PEKBU3UTHI IOBTOPSIOTCS U B KAaKUX JOKYMEHTAax;
KaKHe PEKBU3HUTHI HAXOISAT OTpPa)KeHHE TOJIbKO B
OJIHOM M3 IOKYMEHTOB, KaKH€ TOJIKO B JBYX.

2.3. Kakumu u3 POaHAIU3UPOBAHHBIX
JIOKyMEHTOB JOJKEH PYKOBOJICTBOBATHCS
COBPEMEHHBIN EIONPOU3BOIUTENb IPU OPOPMIICHUH
OpraHU3alMOHHO-PACIOPAIUTENBHON JOKYMEHTalN?
[Touemy?

TecT Kk pazmeny2

Bormpoc 34

Tekct Bompoca

Kakue pexkBU3UTHI BKIIOYaeT oOwMIl OnaHk
OpraHU3aMOHHO-PACTIOPATUTEILHOTO JOKyMEHTa
cormacHo 'OCT P 7.0.97-2016:

Bribepute oquH OTBeET:

a. l'ocynapcrBennsiii repd P® (I'epb cyObekTa
P® unu smOnema opraHu3anuu, TOBApHBINA 3HAK (3HAK
oOcnyxuBanus)), kox opranuzauuu (nmo OKIIO),
OI'PH, MWHH/KIIII, cnopaBouHble JaHHBIE 00
OpraHu3aly; HaUMMEHOBAaHUE OpraHU3allHh, MECTO
COCTaBIICHUS W U3JIaHus JIOKYMEHTA,
OTrpaHUYUTENIbHbIE OTMETKM JUIsl JaThl JOKYMEHTa,
PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa, CChUIKA Ha
pPETUCTpPAallMOHHBI HOMEp M JaTy JOKYMEHTa,
azipecara, pe30JIIOLNH, 3aT0JI0BKA K TEKCTY, OTMETKH O
KOHTpOJIE, TEKCTa

b. I'ocynapcrBennsiit repd PO (I'epb cydonbekra
P® unu smO1ema opraHu3aiyu, TOBApPHbBIN 3HAK (3HAK
00CITy’)KUBaHUs)), HAUMEHOBAaHHE OPraHU3aIlH, MECTO
COCTaBJICHUS Wi U3JlaHus JIOKYMEHTA,
OTpaHUYUTENBHBIE OTMETKH U1 AAThl JOKYMEHTa U
pPErUCTpallMOHHOTO HOMEpPa JOKYMEHTA

C. HAUMCHOBAaHWE  OpraHM3alMH,  MECTO
COCTaBJICHUS! WJIM W3JaHUS JOKYMEHTA, CIPaBOYHbIE
JTaHHbIe 00 OpraHU3alluy, OrPAaHUYUTENbHbIE OTMETKU
JUTSI 3aTOJIOBKA U TEKCTa JTOKyMEHTa

d. Tocynapcreennsiii repd P® (I'epbd cyObexTa
P® unu smO1ema opraHu3ammy, TOBAPHBIN 3HAK (3HAK
oOCIIy’)KMBaHUs)),  HAaMMEHOBaHME  OpraHM3allly,
HAaUMEHOBAHME BHJIa JOKYMEHTAa, MECTO COCTaBIICHUS
WIM U3JaHUS TOKYMEHTA, OTPAaHUYUTEIbHBIE OTMETKU
JUIsL 1aThl JOKYMEHTa, PEerucTpalioHHOTO HOMepa
JIOKYMEHTA, CCBUIKM Ha JaTy U PEruCTPallMOHHBIN
HOMEp JIOKyMEHTa, 3arojioBKa K TEKCTY, OTMETKU O
KOHTpOJIE

Bomnpoc 7

Tekct Bompoca

HanvenoBanmsi opraHmzanuii M CyOBEKTOB
Poccuiickoii  ®enepaunu, HMEKIIMX HapALy C
roCyJIapCTBEHHBIM s3bIKOM Poccuiickoit denepaunu
(pycCKHM)  TOCYOApCTBEHHBIH  SI3BIK  CYOBEKTOB
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Poccuiickoii denepanuu ne4araror:
BeiOepure ouH OTBET:
a. BCE BApUAHTBI BEPHbI
b. Ha rocy1apcTBEHHOM s13bIKE PD
C. Ha s13bIKe cyObekTa PO
d. Ha ABYX sA3bIKaX (HA TOCYAAPCTBEHHOM SI3bIKE
P® u Ha s3b1KE CyOBEKTa PD)

Bonpocsl k 3auery 2 Kypc

1. IOpuanueckas cuiia JIOKYMEHTA.
HopmaruBHO-MeTOMueckass  06aza  odopmiieHuUs
JIOKYMEHTOB.

2. TpeboBanusi K O(GOPMIICHHIO PEKBU3UTOB
3aroJIOBOYHOU 4acTH

OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX  JTOKYMEHTOB
cormacHo 'OCT P 7.0.97-2016

3. TpeboBanust K O(GOPMIICHHIO PEKBH3UTOB
coaepKaTeIbHOM 4acTH
OpraHU3alMOHHO-PACTIOPSAUTENBHBIX  JJOKYMEHTOB
cormacHo 'OCT P 7.0.97-2016

4, TpeboBanusi K O(GOPMIICHHIO PEKBH3UTOB
ohopMIIAIOIICH 4acTH
OPraHU3aIMOHHO-PACTIOPSAUTEIBHBIX  JTOKYMEHTOB
cormacHo 'OCT P 7.0.97-2016

HTorosbiii TecT 3a 3 Kypc

Bomnpoc 6
Kaxum AOKYMCHTOM JOJIPKHBI
PYKOBOJICTBOBAThCS JeTIOTIPOU3BOANTENN npu

JOKYMEHTHPOBAHUU STAaloB TPYJOBOrO ILHKJIA — OT
npuemMa Ha paboTy HOBOTO COTPYJHHMKA [0 €ro
YBOJIbHEHUSI:

BeiGepure ofuH OTBET:

a. l'ocynapcrBenHas cucrema
JOKYMEHTAIlMOHHOTO ~ O0eclevyeHus:  YIpaBJCHHUS.
OcHoBHble mONOXeHus. OOmue TpeboBaHUS K
JOKYMEHTaM U  cIyk0aM  JOKY-MEHTallHOHHOTO
obecrnieueHus

b. TOCT P TOCT P 7.0.97-2016
«YHubumpoBaHHas cucrema
OpraHU3alMOHHO-PACIOPAIUTENBHON JOKYMEHTALMY.
TpeGoBanus kK 0pOpPMIIEHUIO JTOKYMEHTOBY

c. AnsOom  yHHUUIUPOBAaHHBIX  (opM
MIEPBUYHOMN YUETHOW JOKYMEHTAIUU 110 YUETY TpyJa 1
€ro oIulaTtel, YyTBEpKAEHHBIM llocTaHOBIEHHEM
I'ockomcrara Pocecnn

d. Obepoccuiickuit KJaccudukarop
YIPaBJICHUYECKON JOKYMEHTAIUU

Bomnpoc 7

OTMETUTH BOIIPOC

Kakoe ompeneneHue OPUANYECKOM  CHIIBI
JIOKyMEHTa ABIIACTCS CTaHapTU3UPOBAHHBIM
(3axperieno B 'OCT P 51141-98):




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

BriGepure ofuH OTBET:

a. OpUAMYEcKas Ccuila JOKyMEHTa — 3TO
CBOHCTBO O(UIHUAIBHOTO JOKYMEHTa, COOOIacMoe
emMy JeHCTBYIOIIUM 3aKOHOJIaTENILCTBOM,

KOMIIETEHIIMEW  M3JaBIIEr0  €ro  opraHa u
YCTaHOBJICHHBIM HOPSIKOM 0(OPMIICHHS

b. ropuanyeckas cuwia JOKYMEHTa — 3TO
CIIOCOOHOCTH YIPaBIECHYECKOTO JIOKyMEHTa
BBICTYIIaTh B KAadecTBE  O0s3aTEIBHOrO  JIJIs
YYaCTHUKOB YIPABJICHUS: OPraHOB YIPABICHUS, UX
CTPYKTYPHBIX  MOJpa3JeeHHH, 00IIEeCTBEHHBIX
OpraHu3anuii, JOJKHOCTHBIX JIML, TOCYAapCTBEHHBIX
CITyalllX U FPpaKIaH

C. IOpHAMYECKas Ccuia JOKyMEHTa — 3TO
COOTBETCTBUE JOKYMEHTHPOBAHHOW HWH(MOpMaLUU
TpeOOBaHUSAM  O(UIMATBHOCTH,  JOCTOBEPHOCTH,
O00BEKTUBHOCTH, OECCHOPHOCTH, OCHOBAaHHBIM Ha
3aKOHOJATEIbCTBE

d. moopumuyeckas cuia JOKYMEHTa — 3TO
yCIIOBHE, TpPU KOTOPOM HHQOpManus JOKyMEHTa
MOJKET OBITh MCIOJIb30BaHa B cdepe ympasieHus 0e3
COMHEHHUS B €€ JIOCTOBEPHOCTHU MJI OCYIIECTBIICHUS
JIFOOBIX IEWCTBUI

Bormpoc 8

OTmeTHTh BOIIPOC

KakoMy TepMHHY COOTBETCTBYET CIEAYIOIIEe
CTaHJApTU3UPOBAHHOE ONpesieNieHHe (3aKpeIyICHHOE B
I'OCT P 51141-98): «.... — D2TO mNpOCTaBIEHUE
HEO0XOIUMBIX PEKBU3UTOB, YCTaHOBJIEHHBIX
IpaBWJIaMU JOKYMEHTHUPOBAHUS»:

BeiGepure ofuH OTBET:

a. opopmiieHrEe TOKyMEHTa

b. yHudukanus 1oKkymMmeHTa

c. hopmynsp-oopaszers

d. cocraBnenue 1oKyMeHTa

Bormpoc 9

OTMeTuTH BOIPOC

Kakoii  gOKyMEHT  SBIAE€TCS  OCHOBHBIM
aKTyalbHBIM HOPMATHBHBIM JIOKYMEHTOM B 00JacTH
COCTaBJICHUS 51 oopmIiieHus
OpraHU3alMOHHO-PACIOPAIUTENBHON TOKYMEHTALUN:

Bri6epute oauH OTBeT:

a. 'OCT P 6.30-2003

b. [IpaBuna genonpon3BoAcTBa B (heaepaabHbIX
OopraHax WCIOJIHUTEIbHON BIIACTH, YTBEP)KICHHBIE
[TocranoBnennem IlpaBurensctBa PD ot 15 urons
2009 r. Ned77

c. OKYJ — OK 011-93. OOmepoccuiickuii
KJaccu(uKaTop  YNpaBICHYECKOM JIOKyMEHTAallWH,
yTBepkaeHHbI [locranoBinenuem ['occrangapra PO
ot 30 nexabps 1993 r. Ne229

d. T'CIAOY - TocynmapcTBeHHas cucTeMa
JOKYMEHTAITMOHHOTO ~ O0ECIEYEeHUs]  YIPaBJICHHUS.




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

OcHoBHble mnonoxkeHus. OOmue TpeboBaHUS K
JOKYMEHTaM M clly’)k0aM  JOKYMEHTAl[MOHHOIO
oOecrieueHus, yTBEp)KICHHAs NMpHKa3oM [ iaBapxuBa
CCCP ot 23 mas 1988 1. Ne 33

Bormpoc 10

B kakoM ciy4yae yuypeKIEHHME HMMEET IIpaBO
YAOCTOBEPATh  JOBEPEHHOCTb  HA  IOJYy4YEHUE
JIEHEKHOTr0 BKJIaJa B OaHKeE:

BriGepure ofuH OTBET:

a. €CIIM JIOBEpUTEIb W JUUO, KOTOPOMY OH
JIOBEPSIET, SIBJISIIOTCS TpakaaHamu Poccuu, XOTS U He
ABIIAIOTCS paOOTHUKAMU JIAHHOTO YUPEKACHUS

b. ecnmu noBepuTeNb SBISETCS PAOOTHUKOM
JTAHHOT'O YUPEKIEHU, a JIML0, KOTOPOMY OH JIOBEpPSIET,
HE SBIISIETCS PAOOTHUKOM JAHHOTO YUPEKIACHUS

C. ecinM  JOBEpUTEIb  HAaXOAWUTCS  Ha
CTAIlMOHAPHOM H3JICYEHUHU, HO SBIISETCS pabOTHHUKOM
JAHHOTO YYPEeXJEHUs, U JHI0, KOTOPOMY OH
JIOBEPSIET, TAKXKE SBIACTCS PAOOTHUKOM JaHHOTO
YUpEKICHUS

d. ecnu nmoBepuTens He sABISETCS PaOOTHUKOM
JTAHHOT'O YUPEKIEHUS, a JIMI0, KOTOPOMY OH JIOBEpPSIET,
ABJIE€TCS paOOTHUKAMH JAHHOTO YUPEKICHUS

Bomnpoc 11

Kaxon PEKBU3UT HCIIOJIb3YETCS U1
YZIOCTOBEPEHUS DJIEKTPOHHOTO JOKYMEHTA:

Br1bepute oauH OTBeET:

a. JJIEKTpOHHast LU(pOoBasi MOANUCH

b. uaeHTHpUKATOp  DIEKTPOHHON  KOMHUHU
JIOKyMEHTa

C. KoZl (hOpMBI TOKyMEHTa

d. perucTpalilMOHHbII HOMEp TOKYMEHTa

Bomnpoc 18

Ha KaKuX OnmaHKax pacnosaraercs
locynapcrBennsiii repd Poccuiickoit denepanuu B
OJIHOLIBETHOM BapHaHTeE:

Bri6epute oauH OTBeT:

a. pemenuii BepxoBHoro Cyna Poccuiickoit
denepanun

b. MeXBEeJOMCTBEHHOI KOMHUCCHM MO 3alUTe
TrOCyIapCTBEHHOW TATHBI

c. JUIIOMaTHYECKUX IIPEICTaBUTENIBCTB,
KOHCYJIbCKUX YUPEXKJIEHUH U HMHBIX OQHUIHATIbHBIX
npeacraButensCTB  Poccniickonn  denepanum  3a
npexaenamu Poccniickoit denepanun

d. Anmunucrpamun Ilpesuaenta Poccuiickoit
denepanun

Tembl KypcoBbIX padoT (3 Kypc)

1. Porr w wMecto rocymapcTBEHHOM
CUCTEMBI CTaTUCTUKU B YIIpaBJICHUU
HAIIMOHAJTLHBIMHU WHPOPMAMOHHBIMA

pecypcamu.




Kon
WHIHKATOP
a

Nuaukatop 10CTUXKEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

11. Hcropust cTaHOBJICHUS OTEYECTBEHHON
CTaHJapTU3aLUHU TOKYMEHTALMOHHBIX ITPOLIECCOB.

12. HcTopusi CTaHOBJICHUS COBPEMEHHBIX
(GYHKIIMOHAJIBHBIX ~ CHUCTEM  JOKYMEHTallUh B
Poccuiickoit denepanumu.

13. Ocobennoctu rocyJaapCTBEHHOM
CUCTEMBI HAyYHO-TEXHUYECKOMN TOKYMEHTAIIUH.

14. Ananmuz CUCTEMBI KaJIpOBOM
JOKYMEHTAIIUH TOCYIapCTBEHHON OpraHU3alIHH.

15. Xapakrepuctuka ECKK TOCH, eé

polb B YOpPaBIEGHUU  HAIMOHAJIbHBIMU

WH(OPMAIIMOHHBIMU PECypCaMHU.

YK-6: CnocodeH ynpasJisiTb CBOMM BpeMeHeM, BbICTPAMBATh H pPeajn30BbIBATh
TPAEeKTOPHIO CAMOPA3BUTHSI HA OCHOBE IPUHIUIIOB 00Pa30BaHMs B TeUeHHe BCell JKU3HU

YK-6.1: Ucnonb3yer Koutpoabnas padora (2 kypc)
UHCTPYMEHTBI U METO/bI 2. Bbl omo3manum Ha palbory Ha 2 wyaca.
yhpaBiieHUs  BpemeHeM | PykoBoncTBo moTrpeboBano ot Bac o0bsicHeHHUH.
npu BbINoJIHEHUH | O(OpMUTE COOTBETCTBYIOIIUM TOKYMEHT.
KOHKPETHBIX 3ajad, IIpakTHyeckoe 3aganue K Teme 2.3
IPOEKTOB, npu [Tonw3yscey «Hopmamu BpeMeHH Ha pabOThI 1O
JOCTHKEHUH JOKYMEHTAITMOHHOMY 00€CIECUEHHUIO YIPaBICHYECKIX
IOCTaBJIEHHBIX LieeH CTPYKTYp (enepalbHbIX OpPraHOB MCIIOJHUTEIbHON
BJIACTU», YCTAaHOBUTE APPEKTUBHOCTh YHU(DUKALUU
¢dopm okymeHTOB. [IpuBenuTe npumep.
YK-6.2: Ornpenenser MpUuOPUTETHI IIpakTuyeckoe 3aaanue 8 (3 Kypc)

COOCTBEHHOM
NeSITeTbHOCTH,
JMYHOCTHOTO DPa3BUTHA U
npoheccuoHaIbHOTO
pocTa

BBl XOTHTE YCTPOUTBCS JEONPOU3BOIUTEIEM.
CocraBbTe 151 ce0s pe3toMe.

Tecrt 2.4
Kaxkoii 10KyMeHT He/1b3sl OTHECTH K JIMYHBIM
AOKYMEHTaM:
BeiGepure ofuH OTBET:
a. XapaKTepUCTHKA
b. pe3rome
C. TMYHAs KapTO4Ka
d. aBTOOHOTpadus
Ha xkaxkom Buzue
opopmiisieTcs aapecar:
Bri6epute oauH OTBeT:
a. XapaKTepUCTHKa
b. 1oBepeHHOCTh
C. pe3rome
d. 3asBneHue
Tect k Teme 2.4 (3 kypc)
N3 nepeunciaeHHBIX HUKe BUAOB IOKYMEHTOB

JUYHBIX JOKYMEHTOB

BbIOepUTEe  HOPMATHBHBIN NPaBoOBOH aKT,
SIBJSIIOLIUIICA  OCHOBHBIM B  peryJiMpOBaHUHU
TPYAOBBIX NPaBOOTHOICHHUIT padoronarens
(rocy1apcTBeHHOH OpraHu3anuu, COOCTBEHHHMKA
NpeanpusaTHs) 1 padOTHHKA:

Bri6epute oquH OTBET:

a. AmpOboM (¢GopM TEpBUYHOH  y4YETHOM

JOKYMCHTAIIHMHU 110 TPYAOBBIM OTHOIICHHAM




Kon
Nuaukatop 10CTUXKEHUS
UHIUKATOP OneHoyHbIE CpECTBA
. KOMITETEHIIUH
b. Tpya0BOIi JOTOBOP
c¢. TpynoBoii kogexc PO
d. TpyzoBoe coraneHue
YK-6.3: OuenuBaer TpeOoOBaHU Tembl KypcoBbIX padoT (3 Kypc)
pBIHKA Tpyaa u 1. Pore  u  Mecro  JOJKHOCTHBIX
MPEJIOKEHUS MHCTPYKUUH IIepcoHalia B YIIPaBJICHUN OpraHu3aIiei,
00pa30BaTeNbHBIX YCIYT | OCOOEHHOCTH UX pa3padOTKH, 0(hOpMIICHUS.
TUIS BBICTpauBaHUs 2. OcCHOBHbIEC HAIpaBJICHUS BHEIPEHUS
TPaeKTOPUU YCJ, 3amauu rocynapcTBEHHOrO Haa3opa U
COOCTBEHHOTO 0TpacyieBOro KoHTpoJisa BHeapenus Y C/I.
npodecCuoHaIBHOTO
pocra
YK-7: Cnoco0en NO/I/IeP’KUBATH HOJIAKHBIA YPOBEeHb (pusnyeckon
MOJATOTOBJIEHHOCTH JJisi o0ecrneyeHHusl MOJHOIEHHOH COUMAJIBLHOH M NMpodeccuoHATILHOM
JAeATeJbHOCTH
YK-7.1: Bribupaet Tect Kk Teme 2.1
3/10poBbecOeperarome Jna obecneuenusn OnMUMAaNbHOU
TEXHOJIOTHH VI | pabomocnocooHocmu U COXpAHEHUA  300P06bA
NOJUIEPIKAHUS  3]I0POBOTIO | npogeccuonanvuvix nonvzoeamenen II9BM u B/IT
o0pa3a JKU3HU C Y4YETOM | HA  HPOMANCEHUU  padouez0  OHA  OO0JHCHDBL
(U3NOTOTHUECKUX ycmanaenueamuycs peznamenmuposanHvie

0COOCHHOCTEH opraHu3Ma
W YCIOBUH peanu3auuu
npodeccuoHanbHOM
JeSATeTLHOCTH

nepepuigvl. Yem pezynupyemcsa ux epema?

a) MPOJOJIKHUTEILHOCTBIO pab0Yero JIHs;

0) BUZIOM TPYAOBOH JEATEIbHOCTH;

B) KaTeropueu TpyA0BOH €ATEIbHOCTH;

T') BCE OTBETHI BEPHBI.

Ilpu 8-uacoeom pabdouem omne u paoome na B/T u
II19BM onsa 1 zpynnbul padom -
peznamenmuposanvle nepepuient cneoyem
ycmaunaenueamp:

a) yepe3 2 yaca OT Hayasa pabodeil CMEHBI U uepe3 2
qaca rocie 00e/1IeHHOTO nepepsiBa
MPOJOJKUTEIBLHOCTBIO 15 MUHYT KaXKIbIi;

0) uepe3 2 yaca oT Hayasa pabouell cMeHBl U Yepes3
1,5-2 yaca mocime  OOEAEHHOrO  IepepbiBa
OPOJOIDKUTENBHOCTBIO 15  MHHYT KaXIbli WU
IIPOJIOJKUTENBHOCTEIO 10 MUHYT yepe3 Kaxablid dac
paloThI;

B) uepe3 1,5-2 gaca ot Havana paboueil CMEHBI U Yepe3
1,52 yaca mocme  00edEHHOro  IepephiBa
MPOAOJKUTENIBHOCTEI0O 20 MHUHYT KaXAbIM  HWIN
IPOJOJDKUTENBHOCTBIO 15 MMHYT uepe3 KaKIblii dac
paboTHI.

I') HET BEPHBIX OTBETOB.

VK-7.2:

[Tnanupyer cBoe pabouee
U CBOOOJHOE BpeMms st
ONITUMAIIEHOTO COYETaHUS
duznueckoit U
YMCTBEHHOW Harpy3kd H
o0ecrieueHus
paboTOCIIOCOOHOCTH

IIpakTHyeckoe 3a1aHue K Teme 2.4

WN3yunte  HOpMBI ~ BPEMEHHM IO  CO3JIaHUIO
OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB, MOJIb3YSCh
neiictByromumu  «Hopmbl BpemeHu Ha paOoOThI 1O
JIOKYMEHTAllMOHHOMY O0€CIEUEHHIO YIPaBICHYECKUX
CTPYKTYp (enepaqbHbIX OpPraHOB HCIOJHUTEIHHON
Biactu». Ha3oBuTe BUJ OpraHU3allMOHHO-TIPAaBOBOIO
JIOKYMEHTa ¥ BPEMsI €0 COCTaBJICHUS U O(POPMIICHHS.

Tecr 2.4




Kon
WHIHKATOP
a

Nuaukatop 10CTUXKEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

Kakoe Bpems (B 4yacax) OTBOAMTCH HAa MOATOTOBKY
MOJIOKEHHSI 0 CTPYKTYPHOM Noapa3ieieHun?

a) 12,3

0) 20

B) 20,7

r) 150

Ha3oBuTe HOPMATHMBHBIN COCTaB JAeHCTBUIl 10
MOJATOTOBKE MHCTPYKIUH MO JOKYMEHTAIMOHHOMY
00C/Ty’KUBAHUIO (J1€JI0NIPOU3BOJICTBY).

a) U3y4eHHE HOPMAaTUBHO-METOJAMYECKON U MPaBOBOU
TUTEpaTypel H IITAaTOB (eAepabHOrO OpraHa,
byHKIMIT W 3adad  MOApa3NeleHHM, 3aHATHIX
JOKYMEHTAITMOHHBIM ~ OOECIIEYCHUEM  YIPaBJICHHS,
MOJATOTOBKA UHCTPYKIIUHU, KOPPEKTHPOBKA, IIeYyaTaHHE,
YTBEp)KICHHE, pa3MHOKEHHE;

0) wu3yuyeHue TMPAKTUKU PAOOTHI KOJUIETHAIBHOTO
OpraHa, TEXHOJIOTUHU TIOATOTOBKM MaTE€pPHAaJIOB ISl €T0
(GyHKIIMOHUPOBAHMS, MOJIFOTOBKA MPOEKTa
periaMeHTa, COIJIACOBAaHHME CO  CTPYKTYPHBIMHU
MOIpa3ieNieHUsIMU; revyaraHue, YTBEPKACHUE,
pPa3sMHOKEHHUE, PacChIIKa;

B) cOop Tabeneld  yHuUUUHUPOBAHHBIX  (GoOpM
JIOKyMEHTOB CTPYKTYPHBIX MoJIpa3ieeHu i
dbenepanbHBIX OpPraHOB HCIOJHUTEIBHOM BJIACTH,
aHaJIN3 BBIIBIEHHOTO KOMIUIEKCA YIPaBIECHUECKUX
JIOKYMEHTOB; olpesieieHue  1es1eco00pa3HOCTH
CO37aHMSI U TIPUMEHEHUS KOHKPETHBIX JOKYMEHTOB.
BBISIBJICHHE COCTaBa HEYHH(PHUIIMPOBAHHBIX (HOpM
JIOKYMEHTOB, UCKITFOUEHHE TYOIHPYEMbIX TOKYyMEHTOB
U HEMpPaBOMEPHO HCIOJIB3yeMbIX (OpM JTOKYMEHTOB,
rpynnupoBka (QopM ITOKYMEHTOB MO (QYHKIUSAM U
yIpaBIeHYECKUM 3amavam, MOJITOTOBKA,
COTJIACOBAHWE W YTBEp)KIEHHE EIMHOTO Tadems
yHU(UIIPOBAHHBIX (HOPM;

r) W3y4eHWE HOPMATHBHBIX TIPABOBBIX  aKTOB
METOAMYECKUX JOKYMEHTOB, MOJITOTOBKA
WHCTPYKIINH, COTJIAaCOBaHUE, KOPPEKTHPOBKa,
neyaTaHue, pa3MHOKEHHE.

VK-7.3:

Cobmromaer u
MpOMaraHaIupyeT HOPMBI
3I0pOBOTO 00pa3a >KU3HU
B Pa3IMYHBIX KU3HEHHBIX

CUTyalusax u B
npodheccCHoHaNBHOM
JCSITEBbHOCTH

IIpakTHyeckoe 3a1aHue K Teme 2.4

3anoJHUTE KapTy CaMOOLCHKH 310pPOBOro odopasa
Km3Hn  (3OK) cy0ObekTOB  ynpaBJeHYEeCKOro
npouecca M ciaejaiTe BBIBOAbI 0 CBoeM o0pase
JKH3HM  KaK  COCTaBjsoledl  4el0Be4ecKOro
kanurana. Kakue pexkoMenaannu Bbl 1a/u Obl cele
AJISl TOBBILIEHUSI CBOEr0 YeJI0BeYeCKOro Kanurasia
B IJ1aHe 310poBbs? Kakux neiicTBUii BbI JKaeTe OT
cBoero Oyayumero padorogaresisi ¢ TOYKH 3peHHs
COXpaHEHMsI M  BOCIPOM3BOACTBA  30POBbS
padoTHuKOB cayx0b1 JJOY?

B kakoM J0KyMmeHTe cjeayeT 3aKpenuThb
TpeOOBaHUsI K COOJIIOJEHUI0 310pPOBOro odpasa
7KH3HM pa00THHKOB OPraHU3anuu (¢ TOYKH 3peHust




Kon
WHIHKATOP
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Nuaukatop 10CTUXKEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

a00THMKOB M padotogareJst)?

NoNe| Cocrasmstonue (30K) |Onenk |O6mu | Cpeaau
/1 |uenoBeka u nmosuiu 1o |a 30X it 6amn| i 6amr
KaXIOM COCTaBJIAIOLIEH B
Oautax
4132[1/0
1. Co0r0aeHHe JJHUHOM r'HrHeHbI
1.1. ['uruensl Tena
1.2. [urueHs! onex bl
1.3. [(uruensl mocrean
1.4. [CMrueHsl XUInUIa
1.5. [uruena CBOET0
pabouero Mecra
2. PauuonajbHOe NUTAHUE
2.1. bamanc B IHILEBOM
paroHe OENIKOB, KUPOB|
1 yTJICBOJIOB
2.2. Hamuuue B MULIE
BUTAMHUHOB
2.3. [Haimuue B MULIE
MUHEPATHHBIX BEIICCTB
2.4. [[IpupomocooOpa3HbIit
IS MHAMBHAA 00BEM
TIHIIH
2.5. [[IpuponocooOpa3HbIit
711 MHIMBHAA COCTaB
MTHIIT
2.6 [[IpupomocoobpasHbIit
TSI MHOUBUZA PEXHUM
[T TaHN
2.7. [[Ipeobnaganue B
[TUIIIEBOM paruone
HATypaJIbHbBIX
(«OKMBBIX») IPOAYKTOB
3. JIBHKeHUE
3.1 |[ExxegHeBHOE
BBIIOJIHEHUE  YTPEHHEH]
Baps Ky
3.2. |BeInloniHEeHME
crieIaJbHOM
FMMHACTHKM B TEUYCHHE]
ITH
3.3. BansTue KaKHUM-JIH0O
BUJIOM  CcHopTa  JUIs
3I0POBBS
3.4. (Opranuzanus CBOHUX
OOBIYHBIX JBIDKEHHH (|
Y4ETOM TpeGoBaHUM
(bU3UYECKON KYJIbTYPHI
4. 3akajanBaHue
4.1. BeimmosiHeHHE

CIICTIMAJIbHBIX
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3aKaIMBAOIINX
[poreayp

4.2.

OO0nuBaHue  XOJIOIHOWU|

BOJIOU

4.3.

PeryisipHble  POTYJIKH
Ha CBE)KEM BO3JyXeE

4.4.

Opnexna 1Mo cCe30Hy | 10
[oroje

4.5.

PerynspHoe MOCemCHHE
Oanu

OT1cyTcTBHE BpeIHBIX 1T

HBBIYCK

o.1.

TabakoKypeHHs

0.2.

3noynoTpebaeHus
AJIKOT0JIEM

5.3.

HapkoTtuueckoii
3aBUCUMOCTH

Pexum Tpya

o

H OTJAbIXA

. |Cobnronenue

HOPM|
YepeOBAHUS
(bHU3UIECKOTO u
YMCTBEHHOT'O TPYAa

6.2.

BeinonHeHne BO BpeMs
[YMCTBEHHOU paboThI
CIIEI[UAJIbHBIX
MEPOIIPUATHH,
CHUMAIOLINX
[YMCTBEHHOE
[EpEeHANPSHKCHHE

6.3.

BrinonHeHue CBOEH
TPYAOBOM JEATEIBHOCTH|
C ydeToM TpeOoBaHUN
HOT (Hay4yHOH
OpraHu3aIuy Tpy/a)

6.4.

[ToHOIIEHHBIN COH

IIcuxonoruyeckuii Komgpopr

7.1.

'YMeHHE COXpaHATh WY
OBICTPO
BOCCTaHABIIMBATh
TyIIEBHOE PaBHOBECHE

7.2.

'YMenue BUJIETH
TOJIOKUTEIHHOE B
OKPY’KaIOIIeM MHUPE

7.3.

'YMeHne CTPOHUTH
rapMOHUYHBIE

OTHOIICHUS C
OKPY>KAIOIIUMHU JTHOAbMHU

7.4.

[TpunsaTHe CBOMX
HEJ0CTAaTKOB KaK|
HEN30€KHOTO CJIEACTBUS]
4EJIOBEUECKOU NTPUPOIBI

7.5.

'YMmenune U3BJIEKATH

MOJIOKUTEIBHBIE  YPOKH
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M3 CBOHUX JKH3HEHHBIX|
CUTYyalMil

7.6.

YMeHue npuHMMAaTh C
MUPOM JKU3Hb y
OKPY’KAIOIIHUKA MUP

7.7.

CtpemiieHue K|
CaMOCOBEPILIEHCTBOBAHU
1)

7.8.

YMmenue CTOUKO
[EPCHOCUTh TOPAKCHHS]
1 JKU3HEHHBIE HEB3TOIbI

7.9.
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0) Ilopsinok mnpoBeneHUs] MPOMEKYTOYHON aTTeCTALMH, NMOKa3aTeJd M KPUTEPHH
OlLlCHUBAHHA:

- HA OLEHKY «3a4TEeH0», €CIU IIPEOA0JEBACT MOPOroBbI ypoBeHb. OOydarommiics
IIOKa3bIBa€T MOPOroBbIii ypOBEHb C(HOPMHUPOBAHHOCTH KOMIETEHLUM, T.€. 3Ha€T OCHOBHYIO
JIOKYMEHTOBEIUECKYI0 TEPMHUHOJIOIMIO; OCHOBHBIE HOPMATHBHO-METOJUYECKHE MAaTEpPHAJIbI 110
JIOKYMEHTHPOBAHUIO YIIPABJIEHUYECKOH eATEIbHOCTH; CIIOCOOBI U CPEJICTBA TOKYMEHTHUPOBAHHUS;
3aKOHOMEPHOCTH Pa3BUTHUS JIOKYMEHTA; CTPYKTYPY JAOKYMEHTA; XapaKTEPUCTHUKY U OCHOBHOM
COCTaB YHU(HUIMPOBAHHBIX CUCTEM JOKYMEHTAIMM; TUIIOBOM COCTaB CHCTEM JOKYMEHTALUU
YUpEKACHUN 000 OpraHm3allMOHHO-TIPABOBONM (OPMBI; TJIaBHBIE MPABUIIA COCTABICHHUS H
oopMiIeHHS JOKYMEHTOB; OOLIMII MOPAJOK OpraHu3alud JOKYMEHTOB B KOMIUIEKCHI;
TEOPETUYECKHE OCHOBBI  BEJEHUS  JIEJIOBOM  IEPENUCKU; COCTaB M  COJAEpKaHHE
HOPMAaTHBHO-METOJMUECKONW 0a3bl M0 COCTaBJIECHUIO U O()OPMIICHUIO CIYKEOHBIX TOKYMEHTOB;
cneun(uKy s3bIKa yIPaBJICHYECKON TOKYMEHTAMU; Y MEeT aHAIN3UPOBATh
HOPMAaTUBHO-METOJMYECKAE  HMCTOYHMKH 10  JOKYMEHTHPOBAHHIO  YIPaBJICHUYECKON
JESTEIIbHOCTH;  MBIMACTCSl XapaKTEpU30BaTh W AHAIM3UPOBATh YHU(PHUIMPOBAHHBIX CHCTEM
JOKYMEHTAllUM;  BBIABJISATH THUIIOBOM COCTAB CHUCTEM JOKYMEHTALMM YUYpeXJIEHHH 1000
OpraHW3allMOHHO-TIPAaBOBOW (OPMBI;  NPUMEHATh TIPABWIIA COCTABJICHUS M O(POPMIICHHS
JIOKyMEHTOB Ha ITpaKkTuKe. Bianeer OCHOBHBIMU IpUeMaMH COCTaBJIEHUS U O(OpMIICHUS
OCHOBHBIX YNPaBJIEHYECKUX JOKYMEHTOB; 3HAHUSAMH OCHOBHBIX InpoOieM B oOjactu
JOKYMEHTOBE/ICHUS; HaBbIKAMH pPAa0OTHI C OCHOBHBIMH HAayYHBIMH U TEPHOAWYECKHIMHU
U3JaHUAMU B O0JIACTM  JIOKyMEHTOBEACHHUS; HaBbIKaMM  pabOTbl €  OCHOBHBIMHU
MHTEPHET-UCTOYHUKAMU B O0OJACTH JOKYMEHTOBEIEHHUS; 3HAHUAMU HOPMATHUBHO-TIPABOM U
HOPMAaTHBHO-METOMUECKON 6a30i TOKyMEHTAllMOHHOTO 00eclieueHus YIPaBICHNUS;

— HA OLEHKY «He 3a4TeHO0» — pPe3ysibTaT OOy4YeHHS HE JIOCTUTHYT, OOydarommiics Ha
IIPAKTUYECKUX 3aHATUAX, IPHU BBIIOJHEHUM IPAKTUYECKMX 3aJaHUM M YCTHBIX OTBETaxX HeE
MOXET TOKa3aTh 3HAHHs Ha YPOBHE BOCIIPOU3BENEHUS M OOBSICHEHHS WH(POpPMAIMH, HE MOXKET
IIOKAa3aTh UHTEIUIEKTYaIbHbIE HABBIKM PELICHMS IPOCTHIX 3a]1a4.

JNuddepeHunpoBanHas OLEHKA BHICTABIISETCS HA 3a4€Te C OLIGHKOW B COOTBETCBHUH C
CO CJICAYIOUIMM MPOIEHTHBIM COOTHOIIIEHHUEM OT BBIITOJIHEHHOTO 00beMa MPaKTHYECKUX 3aJaHuN
TEKYIIUX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yIOBICTBOPUTEIILHO» (3 Oayia)

75-90% - 3auTeHO «xopoIioy (4 6anna)

90-100% - 3auTeHO «OTINIHO (5 OaITOB)

— HA OLIEHKY «He 3a4TeHo» (2 6anna u 1 6amn)



Ipuioxkenue 3
MeToanuyeckne yKkazaHus JJIs1 CAMOCTOATEIbHON padoThI CTY/IeHTOB

B mporecce BBIOTHEHHUS CAMOCTOSITENBHOW pPAa0OTHI CTYAEHTHI JOJDKHBI HAYYHUTHCS
BOCIIPHHMMATh CBEIEHUS Ha CIyX, (UKCHpPOBAaTh WH(POPMAIMIO B BUJE 3alMCEH B TETpalsX,
paboTaTh ¢ MUCbMEHHBIMU TEKCTAaMH, CAMOCTOSITEIbHO U3BJIEKas U3 HUX I0JIE3HBIE CBEACHUS U
opopmisii MX B BHIEC TE3HCOB, KOHCIEKTOB, CHUCTEMAaTH3UpPOBaTh HH(GOPMAIMIO B BHUJE
3aI10JIHEHUs TaOJIMLl, COCTAaBIEHHs cXeM. Ba)kHO HayuUTbCsl BBIIEISTH IJIaBHBIE MBICIIU B JIEKLIUU
npenojaBarens JMOO B NMHUCBMEHHOM TEKCTE; aHAJIM3UPOBATh SBJICHUS; OINPENENISTh CBOKO
HO3MLIMIO K MOJIyY€HHBIM Ha 3aHATHUSAX CBEIECHUSIM, YETKO (POpMYIUpOBaTh €€; apryMEeHTHPOBATh
CBOI0O TOYKY 3pCHHUA: BBICKA3bIBATh OLICHOYHBIC CYXKICHHS;, OCYIUECTBIIATh CaMOaHaJIM3.
HeobOxonnMo y4uuThbesl BiIaJieTh YCTHOW M NMUCHbMEHHOW PEuUbl0; BECTU JUAJIOT; y4acTBOBAaTh B
JMICKYCCHH, PpAacKpbIBaTh COJAEp)KaHUE H3ydaeMoil MpoOIeMbl B MOHOJIOTUYECKOH peduH;
BBICTYIIaTh C COOOIICHUSIMU U JJOKJIaJaMH.

IHoaroroBka k mpakTHyeckuM 3aHATHSAIM. CeMHHAp — OJMH W3 OCHOBHBIX BHJIOB
IPAaKTUYECKUX 3aHATUH IO T'yMaHUTApHBIM JucuUIIMHAaM. OH npeJHa3HaueH [yl yriiyOJeHHOro
U3y4eHHs OTJENBHBIX TeM U KypcoB. Ilo popme npoBeneHust ceMrMHapbl OOBIYHO MPEACTaBIISIOT
co0oli penieHue 3a1a4, 00CyX/1eHue T0KJIa0B, Oecey Mo MiaHy UiIU JUCKYCCHIO 110 IpolieMe.

IloaroroBka K 3aHATHAM 3aKIIOYACTCS, PEXKIE BCETO, B OCBOEHUU TOTO TEOPETHUECKOTO
MaTepuaia, KOTOPBId BEIHOCUTCA Ha oOcyxaeHue. s 3Toro HeoOXoIuMoO B TEPBYIO OYepelb
nepeyuTaTh KOHCIEKT JIEKIIUH WIN pa3/elibl yueOHHKA, B KOTOPBIX IPUCYTCTBYET YCTAHOBOYHAS
uHpopmManus. M3yueHne pekoMeHJ0BaHHOM JIUTEpaTypbl HEOOXOAUMO CIeNaTh MaKCHMAalbHO
TBOPYECKH — HE MPOCTO YKJIAJbIBAsl B MAMATh HOBBIC CBEIACHHUS, & OCMBICINBAS U aHAIM3UPYS
MaTepuan. 3aKpenuTbh CBOM 3HAHUS MOXHO C IOMOILBIO 3alMCEH, BBINMCOK WIM TE3UCHOTO
KOHCIIEKTA.

Ecan cemuHap mnpencraBieH JOKIaaaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro0
IIPOBEJCHUE JIEKUT Ha JoKIaquukax. Kak cienars 9To yCcnemso cMoTpuTe B paszene «Jlokiam.
OpHako poib OCTaJIbHBIX YYAaCTHHUKOB CEMUHApa HE JOJKHAa ObITh naccuBHOW. CTYAEHTHI,
IIPOCIIYIIAB JOKJIAJ, 3alMChIBAIOT KPAaTKO INIABHOE €0 COAEPKAHME M 3aJal0T BBICTYNAKOIIEMY
YTOYHSIOIIME BONpocoB. Uem Gosiee ocHOBATENIbHOM Obljla JOMAIIHSS MOATOTOBKA IO TEME, TEM
aKTHBHEE TPOMCXOAMUT OOCYX JAeHHEe NpoOJIeMHbIX BompocoB. Ha cemuHape Bcsyecku
MOOLPSETCA TBOPYECKAs, CaMOCTOSTENIbHAs MBICIIb, JAeTCs BO3MOYKHOCTH BBICKA3aTh
KPUTHYECKHE 3aMEYaHusl.

becena mo mmaHy mnpezacraBiser co0oil  3apaHee IMOJITOTOBJICHHOE COBMECTHOE
00-CyXJIEeHHE BOIIPOCOB TEMBbI KaXKIBIM U3 YUaCTHHKOB. JTa (hopMa moTpedyeT OT CTyEHTOB He
TOJIbKO XOpOIIEH CaMOCTOSITENbHOM MPOpPaObOTKH TEOPETHYECKOro MaTepuajia, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTUBHOM JTMCKYCCHM: KpPaTKO, YETKO M ACHO (POpMyIHpOBaTh U H3JaraTh
CBOIO TOYKY 3pEHHs IIepe]] COKYPCHUKAMM, OTCTauBaTh MO3WULHIO B HAay4HOM CIOpE,
MIPUCOEIUHATHCS K Yy)KOMY MHEHHIO UJIU ONIIOHUPOBATh APYTUM YYaCTHUKAM.

PedepaTt — camplii mpocTOil 1 HAUMEHEE CaMOCTOSITENIbHBIA BUJ] MMCHbMEHHON PaOOTHI.
CyTb €ro cCOCTOMT B KPAaTKOM W3JI0KEHHM COJEPIKAIIMXCS B Hay4YHOH JUTEpaType B3IJSA0B U
ujel mo 3aaHHoli TeMe. Pedepar He TpeOyeT OpUrnHaILHOCTH M HOBU3HBL. B HeM orieHuBaeTcst
YMEHHUE CTyJAeHTa paboTaThb C KHHUIOW: BBIACIATH U (OPMYIHUPOBATH IMpoOiieMy, OTOMpAaTh
OCHOBHBIE TE€3MCHl U BCIIOMOTaTENIbHBIE JAHHBIE, JOTUYECKH BBICTpauBaTh MaTepHuall, TPaMOTHO
0(OPMIIATh HayYHBIN TEKCT.



CryaenTam npeniaraercs jJBa Buja pedeparHbix padorT:

PedepupoBanne Hay4dHOU IUTEpaTyphl MPEACTABISICT COOOW COKpAIIEHHOE H3JIOKEHHUE
COJIep’KaHUsl CTaTbU WM KHUTM C OCHOBHBIMU CBEACHHMSIMH M BbIBOJaMHU. Takue pedeparbl
aKTyaJIbHbI TOT/Ia, KOT/la B IOPUIMYECKUX MCTOYHUKAX MOSBISETCS HOBBIA TEOPETHUUECKHUN WU
NpakTUYeCKUid MaTepuan 1o wu3ydaemoi Teme. OT cTydeHTa TpeOyeTcs, BHHUMATEIBHO
03HAaKOMUBIIHNCH C TIEPBOMCTOUYHHUKOM, MAKCUMAJIbHO TOYHO U TIOJIHO TE€PEaTh €ro CoAepKaHue.
Jns sroro uenecoobpazHo BbIOpaTh (OpMY IMOCIEAOBATEIBHOTO HM3JI0KEHUS MPOYUTAHHOU
KHUTH, HE MEHsS ee OOMmMU IUlaH M CTPYKTYpY (TJaBbl, paszzuensl, naparpadsl). Heobxoanmo
COXpaHHUTh JIOTMKY TIOBECTBOBAaHUS M IM03a00TUTHCS O CBSI3HOCTU TEKCTa. ABTOPCKUE,
OpUTHHAJIbHBIE M HOBATOPCKHE MBICIM M WJACU Jy4llle MepefaBaTb HE CBOMMH CIIOBAaMH, a C
nomouiblo nuTHpoBanus. O0veM pedepaTta OyneT ompenenarbes COoAepKaHHEM HCTOYHUKA, a
TaK)Ke ero Hay4HOW M MpaKTHYeCKO# LeHHOCThi0. Ho B 11060M ciiyyae mpeanovTeHue oTAaeTcs
KPaTKOCTH Y JIJAKOHMYHOCTH, YMEHUIO OTOUPATh TIIABHOE U OCBOOOXKIATHCS OT BTOPOCTETICHHOTO.

Pedbepar mo Teme  mpencraBisier 0030p HAYYHBIX B3MVISJIOB M KOHICIIUH TIO
poOJIeMHOMY BOIIPOCY B U3y4aeMoil TeMe.

- Ecnu Bam mpeuioskeHa Tema Takoro pedepara Ha BBIOOP, TO MPEAMOYTEHUE CIIEAYET
OTJaTh TOH, KOTOpas Ui BaC MHTEpECHA Wi 3HakoMma. OHa He J0JDKHA OBITh OYCHDb CIIOXKHON U
00BEMHOIA, B TPOTUBHOM ciy4ae pedepar OyaeT HalmoMUHATh KypCOBYIO paboTy.

- Jnga moarotoBku pedepata CTyAEHTY HEOOXOAMMO CaMOMY WM C Y4acTHEM
npenoAaBarens moaoopate UCTOUYHUKU HHpopmanuu. Creayer mo3ab0TUThCS, YTOOBI B BallleM
CIUCKE OKa3alhCh HE CllydaliHble, a IIcHHble B WH(GOPMAIMOHHOM IUIaHE KHUTH. MOXHO
BBIIIOJHUTH paboOTy, OOpaTUBLIIMCH U K OJHOMY HCTOYHMKY — IIOCOOMIO, MOHOTrpaduw,
uccnenoBanuo. Ho mydie, eciu BbI 00paTHTECh K ABYM-TPEM HAYYHBIM TPYZaM — 3TO MO3BOJIHT
NPEJICTaBUTh MPOOJIEMY C HECKOJIBKMX TOYEK 3pEHHS U BBICKA3aTh JIMYHBIC MTPEITOYTCHUS.

- OIHUM U3 IJ1aBHBIX KPUTEPHUEB OLIEHKU pedepara Oy/1eT COOTBETCTBUE €r0 COJIEpKaHuUs
3agBleHHONM TeMme. [l 3Toro Oerjgo O3HAKOMHUBIIMCH C IE€PBOMCTOYHHKAMHU COCTAaBbTE
npelBapuUTeNbHbIN T1aH Oymaymiero pedepara, 0003HaYMB B HEM MPHUHIUIMUAIBHO BaKHbBIE
MOMEHTBI U 3Tanbl ocBelleHus npobiemsl. [locie Toro, kak y Bac mosBstcs pabouue 3arucH 1Mo
pe3yjibTaTaM H3yYeHHUs Hay4dHOH JMTeparypsl M OOIIMpHas MH(OpMAaILUs MO TeMe B IIEJIOM,
MOXXHO OyZIeT CKOppeKTUpoBaTh oOmui rmiaH pedepara. Crapaiitech nmpu padboTe HaJ HUM
THIATEIIEHO HW30aBIATBCS OT «HM3IIMIIECTBY»: BCSAKOTO poJa aOCTPAKTHBIX PaCCYXKICHHH,
Ype3MEepHBIX MOJIPOOHOCTEH U MHOTOYHCIICHHBIX MPUMEPOB, KOTOPBIE «Pa3MBIBAIOTY» TEMY WA
YBOZISAT OT HEE.

CrpykTypa pedeparta BKIOYaeT B ceOs BBeJIEHHE, OCHOBHYIO 4acTh U 3akitoueHue. Bo
BBEJCHUU (OPMYIUPYIOTCS LEAM W 3aJaud paboThl, €e akTyalbHOCTb. OCHOBHas 4YacTh
IpeJCcTaBisieT co00i MmociaeoBaTelbHOE U apryMEHTHPOBAHHOE U3JI0KEHUE PA3JIMYHBIX TOUEK
3peHHst Ha MpobiieMy, ee aHaiu3, MpearoiaraeMble MyTH pelleHus. 3akiodeHue o000maer
OCHOBHBIE MBICITH HJII OOOCHOBBIBAET MEPCIEKTUBBI NANBHEHIIEr0 HCciIeoBaHusl TeMbl. Eciu
pedepar moctatouyHO OOBEMEH, TO TOTpPeOyeTcs pas3JeieHHe TeKCTa Ha pasleibl (TJaBbl,
naparpadsl). MmocTpaTuBHBIN MaTepuall — TaOIHIIbI, CXEMBbI, TPa(UKH — MOTYT pacroJiaraThCs
KaK BHYTPH OCHOBHOMW 4acCTH, Tak U B pa3zaene «[Ipunoxenuey.

O6bem pedepaTa 3aBUCUT OT IIEJICH U 3a/a4, periaeMbix B padote — oT 5 10 20 cTpanHwmIy
MAaIIMHOIIMCHOTO TEeKCTa yepe3 JABa MHTepBaia. Eciu B 3a1aHuM, BBIJAHHOM IIpETojaBaTelieM
00BEM HE OrOBapUBACTCS, TO CIEAYET UCXOAUTh U3 Pa3yMHOH 11€JIeCO00Pa3HOCTH.

B pedepare B 00s3aTenbHOM MOPSIKE pPAa3MELIAIOTCS TUTYJIbHBIM JIMCT, TUIAH WIIH
OTJIaBJIeHHE pabOThI, a TAKXKE CIIUCOK UCTIOIb3yEeMOU JIUTEPATYPHI.



OObpuHO pedepar MOXKET 3aYUTHIBACTCS KaK MHUChMEHHas paboTa, HO HEKOTOPHIC
NpenoiaBaTeNll NPAaKTUKYIOT MYOJUYHYIO 3alMTy pedepaTroB WIM WX «O3ByYHBaHHE» Ha
CEMHMHAPCKHX 3aHATHSAX. B 3TOM ciiydae He0OXO0AUMO MPUIIOKUTH JOTIOTHUTEIBHBIC YCUITHS JUTS
MOJIrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoil paboThI.

IIpe3eHTanusi — COBPEMEHHBIA CIOCOO YCTHOTO WM NHCHBMEHHOTO MPEICTaBICHUS
UH(OPMALIUHU C UCTIOIH30BAHUEM MYJIbTUMEIUHHBIX TEXHOIOTHA.

CymecTByeT HECKOJIbKO BAPUAHTOB MPE3CHTALIUH.

. ITpesenTanyst ¢ BEICTYIUICHUEM JOKJIaUMKa
. IIpe3eHTanys ¢ KOMMEHTapUAMU AOKJIAI4UKA
. [IpesenTanyss  Oas  CaMOCTOATENBHOIO  IPOCMOTPA,  KOTOpas  MOXKET

JIEMOHCTPHPOBATHCS TIepe1 ayTUTOpUeit 0e3 yuacTus JOKIa 4HKa.
[ToaroroBka npe3eHTaly BKJIIOYAET B c€0s1 HECKOJIBKO 3TAIOB:

1. IlnanupoBaHue npe3eHTalun
OT OTBETOB Ha ATH BOMPOCHI OYIET 3aBUCETHh BCE TIOCTPOCHUE TIPE3CHTALINN:

J KAaKOBO IpEeJHA3HAYEHHWE M CMBICI Ipe3eHTalUH (JI€MOHCTpalusl pe3ysibTaToB
Hay4yHOU paOoThl, 3alIMTa JUIVIOMHOTO ITPOEKTA U T.11.);

o Kakyl0o poib OyJIeT BBIIOJHATH IPE3EHTAlMs B XOJA€ BbICTYIJICHUS
(compoBOXk/IeHHE JJOKJIA/1a WIN €ro WTIOCTPaLus);

. KaKoBa LieJb Npe3eHTanuu (MHGopMHupoBaHue, yOexkKACHNE WIH aHAIN3);

. Ha Kakoe BpeMsl paccuuTaHa mpe3eHTauus (kopoTkoe - 5-10 MUHYT wuau
IPOJOJDKUTENBHOE - 15-20 MUHYT);

. KaKoB pa3Mep M cocTaB 3putenbckoi ayautopuu (10-15 yenosex miu 80-100;

MpenoaaBaTeiy, CTYACHThI U CMEILIEHHAs ayUTOPHS).
2. CtpykTypupoBaHue HHGopMaIuu

o B IPE3EHTAllMM He JoJbKHA ObiTh MeHee 10 craiinoB, a oOriee MX KOJIUYECTBO
npesbimath 20 - 25.

J OCHOBHBIMM TPUHIUIIAMHM TPU COCTABICHUM MPE3EHTAlMH JOJIKHBI OBbITh
SCHOCTb, HaIJIITHOCTb, JIOTUYHOCTb U 3a[IOMHUHAEMOCTH;

o Npe3eHTalMsl JOKHA UMETh CLIEHapui M 4EeTKYI0 CTPYKTYpY, B KOTOpoil OyayT
OTpa)XKEHbI BCE IPUUMHHO-CIICICTBEHHBIE CBSI3H,

. pabota Haj Tpe3eHTaleld HAYMHACTCS TOC]e TIIATEbHOTO OOJYyMBIBAaHUS U

HalMCaHMsl TEKCTa JOKIaJa, KOTOPbIH HEoOXoIuMo pa30UTh Ha (parMeHThl U 00O03HAYUTHh
CBSI3aHHBIE C K&KJBbIM U3 HUX 337a4U U IEHCTBUS;

. MEpBbI MIar — 3TO ONpeJAeNieHWe TJIABHOW WJEH, BOKPYr KOTOpOil Oyaer
CTPOUTHCS MPE3CHTAINS;
. yacTh WHGOPMAIMM MOXKHO TEpPEeBeCTH B JBa THIA HATJSAIHBIX IMOCOOUH:

TEKCTOBBIC, KOTOPHIE IMOMOTYT CIIYIIATENISIM CIEIUTh 32 XOJIOM pPa3BEPTHIBAHMS apryMEHTOB U
rpadguyueckue, KOTOpble WJUIIOCTPUPYIOT TJIaBHBIE MYHKTHI BBICTYIUIGHHS W CO3AIOT
AMOIMOHAIBHBIE 00Pa3bl.

. CIOJKEThl TPE3EHTAIlMM MOTYT PAa3bsCHATh WIM WIUIIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JIOKIIaZa B CaMbIX Pa3HOOOPAa3HBIX BapUaHTAX.

OyeHb BaXHO HAWTU TPABWIBHBIA OajaHC MEXAy peYblo JIOKJIATIMKa W
COMPOBOXKAAIOUIUMU €€ MYJTbTUMEIUUHBIMU JIEMEHTaMHU.

J1s aTOTrO 11IeTIeco00pa3Ho:

. OTIPENICTTUTh, YTO OYJIET MPECTABICHO HA KAXKJIOM ClIaiiie, 4TO OyIeT B 3TO BpeMs
TOBOPUTHCSI, KaK OyJIET CENIaH Mepexo/l K CISAYIONIeMy Claiay;

. caMble Ba)XXHbIE UJIEU M MBICIU OTPA3UTh U HA ClIaijlax ¥ MPOU3HECTU CIOBaMH,
TOTJ]a KaK BTOPOCTETICHHBIE — JIN0O0 CJI0BaMH, JTMOO HA ClIaiax;

. nH(opMaIno Ha claijax MpeICTaBUTh B BUAC TE3UCOB — OHHM COMPOBOXKIAIOT
MOAPOOHOE U3JIOKEHUE MBICIICH BBICTYMAIOIIETO, a HE HA000POT;



o JUTSL pa3bsICHEHUS TOJOXKEHHUH TOKJIala UCIOIh30BaTh Pa3HbIC BHUJIBI CIAIIOB: C
TEKCTOM, ¢ TabIUIaMu, ¢ JUarpaMMamu;

o ar00asi Tpe3eHTAlUs JI0JDKHA UMETh COOCTBEHHYIO JpaMaTypruio, B KOTOPOW
€CTh:

«3aBsi3Kay - MPOOYKIEHNE MHTEpEca ayJAUTOPUH K TeMe COOOMICHUS (SIPKUM HATIISTHBINA
npumMep);

«pa3BUTHEY - IEMOHCTPAIUSI OCHOBHOW HH(OPMAIIMH B JIOTHYECKOH MOCIIE0BATEILHOCTH
(uepenoBaHUE TEKCTOBBIX U IPaUUCCKUX CIIANJIOB);

«KyTbMUHAIUS» - TPEACTABICHHWE CaMoOro TJaBHOTO, HOBOTO, HEOKUIAHHOTO
(3MOLIMOHAIEHBIN pEYEBOM WM WILTIOCTPATUBHBIN 00pa3);

«pa3Bsi3kay - GOPMYITHPOBAHUE BHIBOJOB WIIH MPAKTUICCKUX PEKOMEH AN (BHICOPST).

3. OdopmieHune nmpe3eHTaIuu

OdopMieHne nMpe3eHTaIH BKIIOYAeT B ce0s CISAYIONIYI0 00s3aTeIbHYI0 HH(POPMAITHIO:

TuTynbHBIN TUCT

- IPEJICTABISAET TEMY JOKJIa/a U UM aBTOpa (UM aBTOPOB);

- Ha 3alluTe KypCOBOM WM IUIUIOMHOH paOoThl yKa3bplBaeT (paMUIMIO U MHULUAJIBI
HAY4YHOTO PYKOBOJAUTEIIS WIIM OpraHU3alH;

- Ha KOH(epeHLusAXx 0003HavaeT JaTy U Ha3BaHUE KOH(EPEeHIUH.

[Inan BEICTYIIIIEHUSA

- (hopMynHpyeT OCHOBHOE Co/iepiKaHue okiana (3-4 myHKTa),

- (hukcupyeT MOpsAIOK N3I0KESHUS HHPOPMALINY;

CopepxaHue mpe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U IpauuecKyto HH(OpMAIHIO;

- WUTIOCTPUPYET OCHOBHBIE ITYHKThI COOOLICHHUS;

- MOJKET MPEeJICTABIIATh CAMOCTOSTEIbHBIN BapUaHT JIOKJIA/1a;

3aBepuicHHe

- 000011a€eT, MOABOAUT UTOTH, CYMMHPYET HHPOPMALIUIO;

- MOJKET BKJIFOUATh CITUCOK JIUTEPATYPHI K JOKIIAY;

- COJICPKUT CJIOBA 0JaroJlapHOCTH ayJAUTOPHH.

4. lnzaiiH npe3eHTauuu

TexkcroBoe odopmieHue

. He crout 3anonssTh cinai]l cIMMKoM O0JIbIIUM 00BEMOM MHPOPMAIUH - JIydlle
BCEro 3allOMUHAIOTCs He OoJiee 3-X (pakToB, BHIBOJIOB, ONPEIEICHUIH.

) OnTuMmanbHOE YMCIIO CTPOK Ha chaiige — 6 -11.

o Kopotkue ¢pa3bl 3anoMuHaroTcs BHM3yanbHO Jydmie. [IyHKTBI mnepeyHed He
JIOJDKHBI ITPEBBIIIATH IBYX CTPOK Ha (pa3y.

. HaunGonpmas >¢Q¢heKTUBHOCTh JOCTUTAETCS TOT/A, KOTJa KIIOYEBBIC ITYHKTHI
0TOOpaXkaroTcs MO OJTHOMY Ha Ka)kJIOM OTAEJIbHOM claiijie

. Ecnu TekCT cOCTOMT M3 HECKOJNbKHMX ab3aleB, TO HEOOXOAMMO YCTaHOBHUTH
Kpac-HYyIO CTPOKY M MHTEpBaJl MeX 1y ab3aramu.

. KiroueBsie ciioBa B ”HGOPMAIIMOHHOM OJI0KE BBIIEISIFOTCS LIBETOM, IPU(TOM HIIH
KOMITO3UIIUOHHO.

o Wudopmannio mpeanodTuTenbHee pacrnojaraTb TOpPH30OHTalIbHO, Hauboee
BaXXHYIO - B IIEHTPE IKpaHa.

. He crnenyer 310ynorpebnasTh OOJBIIMM KOJIMYECTBOM IPEIIOrOB, HApEUHid,
npusaraTeJIbHbIX, BBOJHBIX CIIOB.

J [udpossle MaTepuaibl JIydlle NPEACTaBUTh B BHJE I'padMKOB U JHarpamm —
TaOJIUIBI C HU(GPOBBIMU TaHHBIMU HA CJIaiifie BOCIPUHUMAIOTCS IJI0XO.

J Heo6xoanmo obpaTuTh BHUMaHHE Ha IPaMOTHOCTh HamucaHus TekcTa. Omuoku

BO BCChb 3KpaH MPOU3BOAAT HCHPUATHOC BIICUATIICHUC



[pudroBoe opopmieHne

o Ipudter 0e3 3aceuek (Arial, Tahoma, Verdana) uurarotcs jierde, ueM rpoTECKH.
Henb3s cMemmBaTh pa3ianyHblie TUIBI IIPUGTOB B OJHON MPE3EHTALINH.

J HIpudroBoii KOHTpAcT MOXKHO cO3[aTh HOCPEICTBOM pazMepa HIpUdTa, €ro
TOJILIMHBI, HAUepTaHUsl, (POPMBI, HATIPABJICHUS U 1BETA;

J Jns 3aromnoBka roautcst pasMep mpudta 24-54 myHkra, a ans Tekcra - 18-36
IIYHKTOB.

J Kypcus, nonguepkuBanue, ;KUpHbIN MPUDT UCTIONIB3YIOTCS OTPAHUYEHHO, TOJIBKO
JUISL CMBICJIOBOTO BBIJICJIEHUS! ()ParMEHTOB TEKCTA.

J JlJ11 OCHOBHOT'O T€KCTa HE PEKOMEHIYIOTCS IPOIHUCHBIE OYKBBI.

[IBeToBOE OopMITCHHE

o Ha onHoMm craiine He ucnonb3yercs 0osee Tpex LBETOB: (DOH, 3ar0JI0BOK, TEKCT.

J I{BeT mpudTa u uBer GpoHa JOIKHBI KOHTPACTUPOBATH — TEKCT JOJKEH XOPOLIO
YUTAThCS, HO HE pe3aTh IJIa3a.

J s poHa nmpeAnodTuTENHEHEE XOJIO0AHBIE TOHA.

. Cy1iecTByIOT He codeTaeMble KOMOWHANUU 1BeTOB. OO0 3TOM MOXHO Y3HATh B
CIEMAJIBHOM JIUTEpaAType.

. UepHblil 1IBET MMeeT HEraTUBHBIA (MpauyHblil) moAaTekcT. benblii Ha YepHOM
YUTAETCA III0XO.

o Ecnu npesenTanust 0osibliias, TO €CTh CMbICT Pa3ieiIUTh €€ Ha YacTu € MOMOIIbIO
I[BETa — pa3HbIi IIBET CLIOCOOEH CO3/4aBaTh Pa3HbIM YMOLMOHAIBHBIN HACTPOH.

. Heunb3s Be16upats hOH, KOTOPBIA COEPKUT aKTUBHBIA PUCYHOK.

Komnozunmonnoe oopmieHue

J Crnenyer coOmonaTh enuHbId CTHIB oQopmieHus. OH MOXET BKIIOYATh
ornpeneneHHbId mpu@T (TapHATYpa U 1BET), (HOH IBETa WU (HOHOBBIM PUCYHOK, 1EKOPATHBHBIN
3JIEMEHT HEOOJIBIIOTo pa3Mepa U T.1.

° He npuemnems! cTiiin, KOTOpble OYAYT OTBIEKATh OT MPE3ECHTAIUH.

. KpyrmHbie 00beKThl B KOMITO3UIIUN CMOTPSITCS HEBAXKHO.

. Bcenomorarensnass  uH@opmanus  (YOpaBisiollie  KHOMKH) HE  JOJDKHA
npeobiagaTh HaJl OCHOBHOM (TEKCTOM U WILTIOCTpaLueit).

. st cepbe3HOM Mpe3eHTAIluU OTOMPAIOTCS MIAOJIOHBI, BHITIOJHEHHBIE B JCIIOBOM

CTHIIE.
AHUMaImoHHoe 0opMIIeHHE

o OcHOBHasi poiib aHWMAIMM — JO3UPOBaHUS HHPOpPMAIUU. AYIUTOpHUS, Kak
MpaBUjIO, JIydllle BOCIPUHUMAET WHPOPMAIMIO TOPUHUAMHU, HEOOJIBIIUMU 3PUTEIbHBIMU
(dparMeHTamu.

J AHUMAITUS WCTONB3YeTCsl JUIS TIPUBJICYCHUS BHHUMAHUS WM JIEMOHCTPAIHH
pa3BUTHS KaKoro-JI100 mporiecca

. He cTout 3moynotpednsaTh aHUMaIMOHHBIMU 3P PeKTaMu, KOTOPhIE OTBIEKAIOT OT
COJIep>KaHUs WIH YTOMIISIFOT TJIa3a YUTAIOIIETO.

J Oco0OeHHO HEXeNaTeabHO YacTO€ HCIOJIb30BAHME TaKUX aHUMAI[MOHHBIX
3¢ (PeKTOB KaK BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE MOSBJICHHE TEKCTA.

3ByKOBOE OpopMIIEHHE

. My3bIKalbHOE COMPOBOXKACHUE MPU3BAHO OTPa3UTh CYTh WIM MOJYEPKHYTH
OCOOCHHOCTH TEMBI Claiila WM BCeH MpEe3eHTAlluH, CO3JaTh OMPEISICHHBIN dMOIMOHATBHBIN
HACTpOM.

. My3bIKy 1€7eco00pa3HO BKIIOYATh TOTJA, KOTJa Mpe3eHTalus uaer 0e3
CJIOBECHOT'O COIIPOBOXKJICHUSI.
J 3BYKOBOE COMPOBOKIACHUE HCTIOIB3YEeTCS TOIBKO MO0 HEOOXOAUMOCTH, MIOCKOJIBKY

Jaxe (pOHOBaH TUXasd My3bIKa CO31aCT W3IUANTHAN IIyMm 1 MCIIaCT BOCIIPUATHUIO COACPIKAHUA.



J Heo6xoanmo BeIOpaTh ONTHMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIAH BCEM
cIIymaTeneM, HO He ObLT OTTTyIIUTEIbHBIM.
I'paduueckoe opopmieHue

° Pucynku, dotorpaduu, auarpaMmbl TpPHU3BAaHBl  JIONOJHHUTH TEKCTOBYIO
nH}opMaIro WM nepeaarh e€ B 00yiee HarJISITHOM BHJIC.

° Henp3s mpencraBisaTh pUCyHKH M (OTO IUIOXOTO KA4eCTBA MIIM ¢ MCKAKEHHBIMH
MPOTTOPIIUSIMHU.

° KenarenpHo, 4YTOOBI H300pakeHHWE OBUIO HE CTOJBKO (POHOM, CKOJIBKO
WUIIOCTpaLEe, PaBHOW IO CMBICIY CaMOMY TEKCTY, 4YTOObI IIOMOYb I10-HOBOMY IOHSTh U
PacKpBITh €TO0.

o Crnenyer m3beraTb HEKOPPEKTHBIX MJUIIOCTPALUi, KOTOpPBIE HEMPABMIILHO WIIH
JIBYCMBICJICHHO OTPa)KalOT CMBICI HHPOPMALIUH.
J Heo6xonumMo 1no3aboTUTECS O PaBHOMEPHOM U PALMOHAIBHOM HCIOJIb30BAHUU

IPOCTPAHCTBA Ha cllaiijie: eciii TeKCT NepBUYEH, TO TEKCTOBOM ()parMeHT pa3MeIlaeTcs B JIEBOM
BEPXHEM YTITy, a TpaMuecKuii pUCYHOK BHU3Y CIIpaBa U HA00OPOT.

o WnmrocTpaniii  peKOMEHIYeTCsl  CONPOBOXAATh  MOSCHUTENBHBIM  TEKCTOM.
[Toanucu K KapTMHKaM JIydlle BBIIOJIHATh COOKY WJIM CHU3Y, €CIM 3TO TOJbKO HE Ha3BaHUE
CaMoro ciaiaa.

o Ecnu rpaguueckoe nzoOpakeHHe HCIONIb3yeTcs B KauecTBe ()OHA, TO TEKCT Ha
3TOM (OHE JI0JKEH OBITh XOPOILIO YUTAEM.

TaGnuue! u cxemsl

. He crout BcTaBiATh B Mpe3eHTANWIO OONbIINE TAOIUIBI — OHHU TPYIHBI IS
BocnpuaATus. Jlydine 3aMeHUTh uX rpaduKkaMu, TOCTPOSHHBIMU HAa OCHOBE 3THUX TaOJIHII.

J Ecnu Bce ke TabnuIly mMokaszatk HaJ0, TO CIEAYET OCTaBUTh KAK MOYKHO MEHBIIIE
CTPOK M CTOJOIOB, 0TOOpaB M Pa3MECTUB TOJIBKO CaMbI€ BaXKHBIC JTAHHBIE.

. [Tpyr ncnonbp30BaHUMU CXEM Ha ciaijlax HeoOXOAMMO BBIPOBHATH PSAIbI OJIOKOB
CXEMBI, pacCTOSHHE MeXJ1y OJoKaMHu, J00aBUTh COEIWHUTEIbHBIE CXEMBbl INPU MOMOILU
MHCTPYMEHTOB ABTOQUTYD,

o [Tpr co3maHuM cXeM HYXHO YUUTBIBATh CBSI3b MEXKJY COCTABHBIMHM YacTSIMH
CXEMBI: €CJIM OHU PaBHO3HAYHBI, TO 3aMOJIHIIOTCS OJHUM IIPUPTOM, GOHOM U TEKCTOM, €CIIU €CTh
nepBOCTENeHHass WH(OpMaIys, TO OHAa BBLAETSAETCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpPTaHHU3AI[MOHHBIX JHATPAMM.

Aynmo- 1 BuzieoopopmieHue

. Buneo, kxnHO M Tene marepualbl MOTYT OBITh HCIIOJIB30BaHbl MOJHOCTHIO WIIU
(dbparMeHTapHO B 3aBUCUMOCTH OT 11€JIEH, KOTOPBIE MPECIeaYIOTCS.

. [TponomxutensHOCTh (hUIbMa HE JOJKHA MPEBbIaTh 15-25 MUHYT, a pparmenta
— 4-6 MUHYT.

. Henp3s wucnonp3oBaTh 1Ba ¢uibMa Ha OJHOM MEpOMPUATHU, HO TIOKa3aTh

(dparMeHTs! U3 ABYX (PMIBMOB BIIOJIHE BO3MOXHO.

IHoaroroBka Kk 3a4éry. ['0TOBUTHCS K 3a4€Ty HY>KHO 3apaHee U B HECKOJIBKO 3Tanos. [y
JTOrO:

. IIpocmarpuBaiiTe KOHCHEKTBHI JIEKIMM cpa3y MOciIe 3aHATHU. OTO IOMOXKET
pa300paThCsl ¢ HEMOHATHBIMU MOMEHTaMH JIEKIIMK U BO3HUKIIMMH BOIIPOCAMHU, ITOKA €I1e JIeKIUs
CBEXKa B ITAMSATH.

. bernmo mnpocmarpuBaiiTe KOHCIEKTHI JO Hayaja CIEIYIOIIEro 3aHATHS. OTO
MTO3BOJIUT «OCBEXHUTH» NPEABIAYIIYI JIEKIIUI0 M IOATOTOBUTBCA K BOCIPUATHIO HOBOIO
Marepuaa.

. Kaxyro Henenro oTBoIUTE BpeMs JUIsl HOBTOPEHUS MIPOMIEHHOIO MaTepuraa.

HenocpencTBeHHO npy MOATOTOBKE:

. Ynopsao4ubTe CBOM KOHCIIEKTBI, 3aIIMCH, 3aaHUS.

. [TpukuHbTE Bpemsi, HEOOXOAUMOE BaM Ul MOBTOPEHUs KaXAOH yactu (Os10Ka)
MaTepHuaa, BBIHOCUMOTI'O Ha 3a4er.



. CocraBpTe paciucaHMe ¢ y4€TOM CKOPOCTH IIOBTOPEHUS MaTepuaa, sl 4ero

J Pasnenute Bompocel ans 3ad€ra Ha 3HAKOMbIE (IO JIEKIMOHHOMY Kypcy,
CeMHMHapaM, KOHCIIEKTUPOBAHUIO), KOTOPBIE MOTPEOYIOT JIMIIb TOBTOPEHHUS M HOBBIE, KOTOPBIE
IIPUZIETCS. OCBANBATh CaMOCTOATENBbHO. HauHuTe ¢ TEM XOpOIIO BaM U3BECTHBIX U 3aKPEIUTE UX C
MOMOIIIBI0 KOHCIIEKTAa M y4eOHMKA. 3aTeM IOMOJHUTE CBOM TEOPeTHUYECKUil Oaraxk HOBBIMH
3HAHUSMM, 0053aTEJILHO BOCIIOJIb30BABIINCH PEKOMEHI0OBAHHOM JIUTEPATYPOH.

J [TpaBWJIbHO HCIIOJIB3YHTE KOHCYJBTAllMM, KOTOpBIE MIPOBOJIUT IPENOJIABATEND.
[lpuxoaure Ha HUX € 3apaHee NMPOpabOTaHHBIMU CAMOCTOSITEIBHO BoONpocamMu. Bbl Moxkere
IIOJIyYUTh Pa3bsICHEHHE 110 NTOBOMY CJIOKHBIX, HE 10 KOHIIA MIOHATHIX TEM, HO HE PACCUUTHIBANTE
BO BpeMsI KOHCYJIbTALMU Ha UCUEPIIBIBAIONIYIO HH(OPMAIIMK MO COAEPKAHUIO BCETO Kypca.



