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Pa6ouast mporpamma cocrasiiena Ha ocHoBe ®I'OC BO - 6akanaBpuat 1o HarnpasJIeHHIO

noaroToBku 46.03.02 JlokyMeHTOBeIeHUE U apxUBOBeieHUE (puka3 MunoOpHayku Poccuu ot
29.10.2020 1. Ne 1343)

Pabouyas mporpamMMa paccMOTpeHa M omoOpeHa Ha 3aceJaHMH  Kadeapsl
Tlenaroruyeckoro oopasoBanus 1 JokymeHToBeneHus 24.01.2025, npotokon Ne 5

3asB. xadenpon 9%]74%) C.C. BenukanoBa

PaGouas mporpamMma opo6peHa Meroauueckoi komuccuedt U0 06.02.2025r.
poTokoi Ne 6

o
) )/ -
Ipencenarens ‘T’CUJCJALL JL.H. CannukoBa

Pa6ouas mporpaMma cocTaBJeHa:

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

PenieH3eHT:

H. O. HayabHHKA OT/IEeNa 00ecreueH s V&Q
JeSTebHOCTH OOO "PocaToMm MeTaﬂ.ﬂTe "/ C.A. Ben060p021013a




JIner akTyanusanuu padoyeil nporpaMmsl

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

[Iporokom ot 20 . 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 [lemarormueckoro ooOpasoBaHus 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 Kapenpbl [lemaroruueckoro oopa3oBaHus U

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




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 00pa30BaTeIbHOM 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 MOJTYYEHUIO TIEPBUYHBIX MPO(PECCHOHANBHBIX YMEHUHA U
HAaBBIKOB, B TOM YHCJIE IEPBUYHBIX YMEHUH M HAaBBIKOB HAYYHO-HCCIIEI0BATEIbCKON
NS TEIbHOCTH

JIMHTBHCTUYECKUE OCHOBBI JEIOBOTO MHUCHhMa

Beenenue B mpodeccuro

3uanus (yMEHUs, BJI/ICHNUs ), TOTYYCHHbIE PU U3yUYEHUU JAHHON AUCIUILIMHBI
OyayT HEOOXOAMMBI AJI U3YUYECHUS JUCIUILTNH/TIPAKTHK:

ApxuBOBeJIEHUE

JlokyMeHTaImoHHOE 00ecTieueHue TPYIOBbIX OTHOIIEHU B PD

MonenupoBaHue CUCTEM JOKYMEHTAIMK OpraHUu3aluu

OCHOBBI CEKPETAPCKOT0 OOCITYKHBAHHS

[TpoekTHas AesITENbHOCTD

WNHpopMannoHHbIE TEXHOJIOTHH B JOKYMEHTOBEICHUH U apXUBHOM JIEJIe

HopmaTtuBHas 6a3a 1e10Boro nuchbma

[TpoexTrpoBaHue yrpaBIeHUYECKON JOKYMEHTAIIMM OpraHU3aluu

Jlenonpou3BoACTBO KOMMEPUYECKUX NPEAIPUITUN

HHdopmaninoHHbIe pecypchl KaJpOBOH CITyKOBI

[TpakTHKyM 110 COCTaBIEHHUIO U O()OPMIIEHUIO CITYKEOHBIX JOKYMEHTOB

CriennanpHasi CUCTEMa YYETHOM TOKYMEHTaluu

['ocynapcTBeHHBIE, MYHUIIMIIATIbHbBIE U BEIOMCTBEHHBIE apXHUBBI

MesxyHapo HbIE CTaHIAPTHI YIIPABICHHS TOKYMEHTaMU

Opranuzanus paboTsl ¢ 0OpalleHUsIMH Fpax1aH

JlokyMeHTalMoHHOE O0ecrieueHue yrpaBieHNs Ha IPEIPUITUIX Pa3InUHBIX
OpraHMU3aIOHHO-TIPABOBBIX (GOpPM

JlenoBas nepenucka

VYyeOHasi - O3HAKOMUTEJIbHAS MPAKTHUKA

Opranuzanys 1 TEXHOJIOTUS TOKYMEHTAIlMOHHOTO 00ecrieueH s YIpaBiIeHUs

JlokyMeHTalMoHHOE o0ecreueHne 1eATeIbHOCTH OPraHOB rOCYJapCTBEHHOM BIacTH,
VIIPaBJICHUS M MTOIBEJIOMCTBEHHBIX OpPTaHU3aIHiA

[TpoexTHas AEeATENBHOCTD MO JOKYMEHTAIHOHHOMY 00€CIIeUeHHIO YIPaBICHUs
OpraHu3anuen

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

JlokyMeHTUpOBaHHE JAEITEIbHOCTH HETOCYAapCTBEHHBIX OpraHU3alui

Nudopmarnmonnoe obecriedeHue yrnpaBieHUs

KanpoBoe nenonpousBoicTBO

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



3 Komnerenuun o0y4aromerocsi, popmupyemsblie B pe3yJjibTaTe 0CBOCHUS

AUCUMILUTUHBI (MOAYJIsI) M IIAHUPYeMble Pe3yJIbTaThl 00y4YeHus

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

Kon nnaukaropa

Nupukatop JOCTHKEHUS KOMITETEHIIUU

YK-6 CniocobeH ynpaBisiTb CBOUM BPEMEHEM, BHICTPAUBATH U PEAJTU30BBIBATH 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 LIEJIEHN

YK-6.2 OrnpeaernsieT MpUuOPUTETHl COOCTBEHHOM NIEATEILHOCTH, 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 Cniocoben nmoaiep>KuBath AOKHBIN YpOBeHb (hU3MUECKOI MOArOTOBIEHHOCTH ISt
obecrieueHus MOJTHOIICHHON COIMAIbHOM U MPOGECCHOHATBHON NEATEIbHOCTH

YK-7.1

Bri6upaet 310poBbecOeperarIme TeXHOJIOTHH JIIS TTOAIepKaHUS
3I0pPOBOTO 00pa3a KU3HU C Y4eTOM (PU3HOIOTHUECKUX OCOOCHHOCTEH
OpraHu3Ma M YCJIOBUH peann3anuu npodecCHoHaIbHON AeSITENbHOCTU

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 yrpasiieHUs B chepe 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 YMmeeT uneHTuuIupoBaTh TpeOOBaHUSI HOPMATUBHO-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 JOKYMEHTAIUIO
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 JOKYMEHTAJILHOTO U apXUBHOTO ()OHIOB
OpraHu3aIu

OIIK-3.3

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




4. CTpyKTYypa, 00bEM U COJEpKAHNE TUCUUIIIMHBI (MOXYJIs)
OO6m1ast TpyA0€MKOCTh AUCHUILUIMHBI cocTaBisieT 10 3aueTHbIX equuul 360 akaj. 4acoB, B TOM

HHUCJIIC:

— KOHTaKTHast pabora — 261,5 akas. yacos:
— aynutopHas — 243 akaj. 4acos;
— BHeayauTopHas — 18,5 akaj. 4acos;

— caMocCTosITeIbHas paboTa —

98,5 akan. 4acos;

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

dopma aTTecTanum - 3a4YeT, 3a4eT C OI[CHKOI, KypcoBas paboTa

AynuropHas = o
KOHTaKTHas paboTa g z dopma TeKyIero
Pasen/ Tema % (B akan. 4acax) E S Bun KOHTPOJISI Ko
S 5 G | caMoCTOSTENbHOM |  yCIIeBaeMOCTH H
JUCLUATUINHBI 3 [~ . | xommerenyu
3 O & paboThI TIPOMEKYTOYHOMH
na6. | mpaxt. [ € &
Tex. . paKt. | = aTTeCTaluu
3aH. 3aH. | O &
1. Pa3nen 1. YHuduimpoBaHHsie
CUCTEMBI JIOKYMEHTAIHH.
JIOKyMEHT Kak cucrema
[Tonck
JIOTIOJTHUTENILHOM
uH(popMaIHy 10
3aJaHHOM TeMe.
Kontponbhas
pabora.
Beimonnenne TectupoBanue
JIOMAITHUX (Ter ee n YK-6.1, VK-
yit 6.2, VK-6.3,
MIPaKTHIECKUX HTOTOBOE) OIK-2.1
aboT IIpakTuyeckas )
1.1 YpaBnendeckas Teopust p p OIlK-2.2,
J1OKyMeHTa CaMoCTOSTENBHOE pabora OIK-2 3
) 10 18 15 H3y4eHue KonTposbnas o
VipaBrieH4uecKre CHCTEMBI qeBHO 1 aGota OIIK-3.1,
JIOKYMEHTAIMU Y p N OIIK-3.2,
Hay4YHO JIUTEepa- VYcTHBIA onpoc
OIIK-3.3, VK-
TYpHL. (cobecenoBanue) Ha
7.1, YK-7.2,
IMoaroToBka K MPAKTHIECKHX U VK-73
9 TECTUPOBAHHIO 3a4ere '
Pabora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4ueOHUKaMU,
TECTOBBIMHU
CHCTEeMaMH
[onck TectupoBanue
JIOTIOJTHUTEJIbHOU (Texymee u YK-6.1, OIIK-
uH(popMaIHK 110 UTOTOBOE) 2.1, OIIK-2.2,
1.2 Cranpapruzanus u 3aJaHHOM TeMe. IIpaxkTudeckas OIIK-2.3,
YHUDUKAIHS TOKYMEHTOB. 12 16 18 Kontponbnas pabora OIIK-3.1,
YHuduuupoBanHsie pabora. KonTtponbhas OIIK-3.2,
CUCTEMBI TOKyMEHTaLUU Brimonaenne pabora OIIK-3.3, VK-
JIOMAaIIHUX VYcTHbll onpoc 7.1, YK-7.2,
npakTuieckux | (cobecemoBaHue) Ha YK-7.3
pabor MPaKTUYECKUX




CamocTosATeIbHOE

n3yvdeHne
yueOHOM U
Hay4HO JTUTEpa-
TYpBL.
IloaroroBka k
TECTUPOBAHUIO U 3a4eTe
Pabota c
KOMITBIOTEPHBIMH,
JIIEKTPOHHBIMHU
yueOHUKAMH,
TECTOBBIMHU
CHCTeMaMHU
ITouck
JIOIOIHUATEILHOMN
UH(}OPMAIUH T10
3a/1aHHOM TeMe.
KontponbHas
pabora.
Brimonmnenue TectupoBanme
JTIOMAIITHUX (Texymiee u VK-6.1, OIIK-
MPAaKTUIECKUX HUTOTOBOE) 2.1, OIIK-2.2,
1.3 JIoKyMeHT Kak cucTema. 6 i OIK-2.3
Oomme TpedoBaHHS K pabor paKTmicckas DY
O(OPMICHHIO CamocrosTensHoe pabora OIIK-3.1,
OpPTAHHIAIHOHHO- 2 12 17 20,2 I/ISy'{erIe KonTponbhas OIIK-3.2,
PACTIOPAHTCITHHBIX yueOHOI U pa6v0Ta OIIK-3.3, VK-
JIOKYMEHTOB HAYYHO JIUTEpa- YcTHBIi onpoc 7.1, YK-7.2,
TYpBHIL. (cobecemopanue) Ha | YK-7.3, VK-
TToaroroBka k MIPAKTUYECKUX U 6.2, YK-6.3
TECTUPOBAHUIO 3aveTe
Pabota ¢
KOMIIBIOTCPHBIMH,
3JIEKTPOHHBIMU
yueOHUKAMH,
TECTOBBIMHU
CHCTEMaMH
HWroro no pazaeny 34 51 53,2
HWroro 3a cemectp 34 51 53,2 3au€r
2. Pazgen 2. TpeboBanus x
COCTAaBJICHHIO ¥ 0()OPMIICHUIO
OCHOBHBIX BHIOB
OpTaHU3aIMOHHOTO-
pacnopsauTeasHON
JOKYMEHTaAIU
TTouck
JIOTIOTHUTEIHHON
UH(}OPMAIHH 110
3aJJaHHOU TeMe. Tectnposanie
Kontponbhas (Texymee u
Bbgaf;;:ﬁm HTOTOBOE) VK-6.1, OTTK-
2.1 TpeboBaHus K IOMAIIIHIX [IpakTnueckas 2.1, OIIK-2.2,
COCTAaBJIEHUIO U pabota OIIK-2.3,
0(OPMIIEHUIO OCHOBHBIX 3 10 10 2 npaKTHg eerux Konrponbnas OIIK-3.1,
BHJIOB OpPraHU3al[MOHHBIX CaMocI; ZH?FZHBHOC pa6VOTa OIIK-3.2, VK-
JIOKY-MEHTOB - YcrHbll onpoc 6.2, YK-7.1,
SHoi 1 (cobecenoBanue ) YK-7.2
ytll{eaquO Ha NPAKTUICCKUX U
3aqeTe
JIUTEPATYPBI.
IToxroroBka k
TECTUPOBAHUIO

Pabora ¢




KOMIIBIOTEPHBIMH,
3IIEKTPOHHBIMH
y4yeOHUKaMH,
TECTOBBIMH
CHCTEMaMHU

TTouck
JIOTIOTHUATEILHOMN
UHPOPMALIUH T10
3aJJaHHON TEME.

KonTponpuas
pabora.
Brimonnenue TectupoBanue
OMaIlHUX TEKyIlee U
! (rexym VK-6.1, VK-
MPAKTHIECKUX HUTOTOBOE)
7.1, YK-7.2,
2.2 TpeGoBaHust K pabot [IpakTnueckas
VK-7.3, OIIK-
COCTaBJIEHHUIO U CamocrosaTeasHoe pabora
2.1, OIIK-2.2,
0 OPMIICHHUIO OCHOBHBIX 8 12 2 U3yUYCHHE KontponbHas OIK-2.3
BUJIOB PACTIOPSUTEIBHBIX yueOHOM U pabora OHK-3.1'
JIOKY-MEHTOB HAYYHO JIUTEpa- YcTHBIi orpoc .
OIIK-3.2,
TYpBHIL. (cobecemoBanue )
OIIK-3.3
Tlogroroska k HAa NMPAaKTUYECKUX U
TECTHPOBAHHIO 3auere
Pa6ora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
yueOHUKAMH,
TE€CTOBBEIMU
CHCTEMaMH
TTonck
JIOTIOJTHUTEIILHOM
UH(OPMAIHH T10
3aJIaHHOM TeMe.
Kontponbnas
pabora.
BremonaeHnne TectupoBanue
OMAIITHIX TEKYIEE U
A (rexym YK-6.1, VK-
MPAaKTUIECKUX UTOTOBOE)
7.1, YK-7.2,
2.3 TpeGoBanust K pabot [IpakTnueckas
VK-7.3, OIIK-
COCTaBJICHHUIO U CaMocCTosATEIBbHOE pabota
2.1, OIIK-2.2,
0 OPMIICHUIO OCHOBHBIX 10 18 1 H3y4eHue KonTponbhas OIK-2.3
BUI0B HH(OPMAIIMOHHO- yueOHOM U pabora OHK-3.1,
CIPABOYHBIX JJOKYMEHTOB HAYYHO JIUTEpa- VYcTHbIi onpoc OHK-B.Z,
TYPHI. (cobecenoBanue ) .
OIIK-3.3
IToaroroska k Ha MPAKTHYECKUX U
TECTHPOBAHHIO 3auere
Pabora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMHU
y4eOHUKaMHU,
TECTOBBEIMHU
CHCTEMaMH
TTouck
OIOJHUTEIILHOM Tecruposanue
’; abopatit 1o (Texylwiee u VK-6.1, VK-
2.4 TpeboBaHus K 34, aHpHOI;TeMe HTOTOBOC) 7.1, VK-7.2,
C(.)CTar];J'IeHI/IIO Hu KIEJHT OJ'ILHaSI. Tpaxmiieckas YK-7.3, OIIK-
0(opMIIEHIIO OCHOBHBIX agom pabora 2.1, OIIK-2.2,
BY, (1;)B OKYMEHTOB I10 8 14 3.2 BBII::TOHHCI:IHC KontporeHas OIIK-2.3,
T " OBiIM}:)THOHJeHI/I}IM OMAIIHUX pabora OIK-3.1,
J'Ipn}:beIe OKYMEHTBI . HﬂaKTI/I‘leCKI/IX Y CTHEIA onpoc OIIK-3.2,
HOKY p (cobecenoanmne ) | OIK-3.3, VK-
pabot
Ha npaktndyeckux u | 6.2, YK-6.3
CaMocTosATeIbHOE

HU3YyUCHHUEC

3a4€TC




yueOHOI u
Hay4YHO JIUTEpa-

TYpBL.
[loaroroska k
TECTUPOBAHHIO
Pabora ¢
KOMITBIOT€PHBIMH,
JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu
HWroro no pazaeny 36 54 12,1
HWroro 3a cemectp 36 54 8,2 3au€r
3. 3 Pazgen. CoBepIiieHCTBOBaHHE
JOKYMEHTAIIMOHHBIX ITPOIIECCOB.
Komrurekcsl JOKyMeHTOB
Iounck
JIOTIOTHATENBHON
HHPOPMAITHH 10
3aJaHHOH TeMe.
Konrponbnas
paborta.
TectupoBanue
Brinonnenune
3.1 Pernamenrarust (Texymiee u
JIOMAITHAX
MPOIIECCOB UTOT0BOE) YK-6.1, VK-
MIPAaKTHIECKUX
JIOKYMEHTOOOpa30BaHUsL. aGoT IIpakTudeckas 7.1, YK-7.2,
Yuauduxanus u p pabota VYK-7.3, OIIK-
CamocrosTensHoe
CTaHIapTH3ALUS KaK Kontponbhas 2.1, OIIK-2.2,
12 10/611 | 10 U3y4eHue
METOIBI N pabora OIIK-2.3,
yueOHOil u 9
COBEPIICHCTBOBAHUS VYerHbIi omipoc OIlK-3.1,
HaY4HO JIUTEpa-
JIOKYMEHTHO- VDL (cobecenoBanue) Ha OIIK-3.2,
KOMMYHHMKALIUOHHOU YDBL MIPaKTUYECKUX U OIIK-3.3
[ToaroroBka k
JIeSITeIbHOCTH 3ayere
TECTUPOBAHHIO Kyvbcopas pabota
Pabora ¢ yp p
KOMITbIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU
CHCTEeMaMHU
4
[onck
JOTIOJTHUTENBHOM
HHPOPMAITHH 10
3aJJaHHOH TEME.
KonrtponbHas
paborta. TecTupoBanue
Brimonnenne (Tekyiee u
JIOMAaIIHUX UTOTOBOE) VK-6.1, OIIK-
MPAKTUYCCKUX IIpaxTuueckas 2.1, OTIK-2.2,
aboT aboTa OIIK-2.3
3.2 TIpocTble U COKHbBIE p p '
CaMOCTOSITEIbHOE KonTponbHas OIIK-3.1,
KOMIUIEKCHI IOKYMEHTOB. 10 14/41 4
JIOKYMEHTHbIE peCypCEI H3y4YCHHE pabota OIlK-3.2,
y PECypeRL. yueGHoil 1 YerHbiit onpoc | OTIK-3.3, VK-
Hay4HoO jurepa- | (cobecemoBanue) Ha | 7.1, YK-7.2,
TYypBI. MIPaKTUYECKUX U YK-7.3
IMoaroToBka K 3a4ere
TECTUPOBAHUIO Kypcosas pabora
Pabora ¢
KOMITBIOTEPHBIMH,
JIEKTPOHHBIMHU
yueOHUKaMH,

TECTOBBIMU




CUCTEMaMH

TTouck
JIOTIOTHUATEILHOMN
UHPOPMALIUH T10
3aJJaHHOU TEME.

KonTtponpuas
pabora. Tectn
poBaHUE
Brmonaenne
OMAIITHUX (rexymee u
, ﬂaKTquCKHX HTOrOBOE) VK-6.1, OTIK-
3.3 OcobennoctT P [IpakTnyeckas 2.1, OIIK-2.2,
pabot
COCTaBJICHUS JOKYMEHTOB pabora OIIK-2.3,
CaMOCTOSTENbHOE
Ha MaIlIMHHBIX HOCUTEIIX. KoHnTponsHas OIIK-3.1,
12 10/41 | 15,3 U3yuYCHHE
IOpununueckas cuna GHOM 1 pabora OIIK-3.2,
JIOKyMEHTOB Ha MAIlIMHHBIX HaquO HTeDa- VYerHbIi onpoc OIIK-3.3, VK-
HOCHUTEIISX e p (cobecemoBanue) Ha | 7.1, YK-7.2,
TYPBL.
MIPAKTUYECKUX U YK-7.3
ITogroroska k
3auere
TECTHPOBAHHIO Kyvpcopas pabora
Pabora ¢ yp p
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4yeOHUKaMH,
TECTOBBIMU
CHCTEMaMH
HWroro no pazaeny 34 34/141 | 33,2
Hroro 3a cemectp 34 34/141 | 29,3 320,Kp
139/14 3aquv, 3a4er ¢
Hroro no aucuuruinae 104 " 98,5 OLIEHKOM, KypcoBast

pabora




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

W3yueHne JUCUUIUIMHBI HAUMHACTCS C LIeJerolaranus, 0003Havaoniero OCHOBHbIE
3HAHUS, YMCHUS U HABBIKU, KOTOPBIE TOJDKHBI C(HOPMHUPOBATHCS Y CTYACHTOB B XOJI€
ob0yuyenus. Hayka «JlokyMeHTOBeieHIE» MPEICTaBIeHA B CIIEKTPE MPOOJIEMHBIX BOIIPOCOB
YIPaBJICHHUS B PA3JIMYHBIX OTPACIISIX IECATEIBHOCTH YEIOBEKA.

TexHoMoTHe MOHUTOPUHTA PE3YJIHTATOB 00PA30BATEIBHON IEATEILHOCTH SIBIISIETCSA
3a4yeT, BBICTABIIIEMBI HA OCHOBE MOATOTOBJIEHHOTO OPT(OINO, TO3BOJISIOMIETO YUUTHIBATD
PE3YNIbTaThI, JOCTUTHYTHIC CTYJICHTOM B Pa3HOOOPA3HBIX BHIAX NEATEIHHOCTH — Y4eOHO-
[M03HABATEJIbHOM, YACTUYHO-TIOMCKOBOM, PENPOLYKTUBHOM:

-OTBETHI HA IPAKTUYECKUE 3aJaHUS,

-TECTUPOBAHHUE,

-KOHCIIEKTUPOBAaHUE,

-KypcoBasi paboTa.

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

s orieHKH MOPTGHOIUO MPUMEHSIETCS PEUTUHTOBAasi TEXHOJIOTHS OILICHKH 3HAHUIA,
CrocoOCTBYIOIIAs IEMOHCTPAlMU O0OBEKTUBHOCTH MPETIOAaBaTeNIbCKON OLIEHKH.

151 KOHTPOJS PenpOAYKTUBHOM AESITEIbHOCTU CTYIEHTOB UCIIONIb3YETCS YCTHBIN
OIPOC HA MPAKTHUECKUX 3aHATUSX, TecTHpoBaHue. C 1ebio 00ecrneyeHns MPeeMCTBEHHOCTH
M3Y4aeMbIX T€M Ha JIEKIUAX UCTOIb3YIOTCS OJIHII-OMPOCHI, OMPEACIISIONINE CTEIIEHb
OCO3HAaHHOCTH JIEKIIMIOHHOI'O MaTepuaa, yCTAaHOBICHHUE CBS3H MEXY KIOUEBBIMU
MOHATUSAMHU Kypca.

[TpodeccuonanpHbie yMeHHS MO PabOTe C UCTOYHHUKAMU Pa3HBIX TUIIOB
0TpabaThIBAIOTCS MPHU BHIMOTHEHUH JoMaliHuX padoT . [Iposepka chopmupoBaHHOCTH
HAa3BaHHBIX BBINIE MPO(EeCcCHOHATBHBIX KOMIETSHIIMM OCYIIECTBISETCS B MHTEPAKTUBHON
(dhopMe Ha MPAKTUYECKUX 3aHITHSIX IO MOJACTUPOBAHUIO TPOEKTOB TOKYMEHTOB.

Hcnonbs3yloTest AMCTaHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOIOTH, Pealu3yeMbIe C
MpUMEHEHHEeM WH(OPMAIIMOHHBIX U TEIEKOMMYHHUKAIIMOHHBIX TEXHOJIOTHI MPU
OTOCPEIOBAaHHOM B3aMMOJICHCTBHH 00YJarOIIErocs U MeAarorndeckoro paboTHUKA.

[TpakTHdeckue 3aHITHS IPOBOIATCS B OpME MPAKTUYECKON MOATOTOBKH B YCIOBUSIX
BBITIOJTHEHUS 00YYarOIIMMHUCS BHIOB pa0oT, CBA3aHHBIX ¢ OyayIiel npodeccuoHaibHOU
JeSITeNIbHOCTHIO M HAlIPaBJICHHBIX HAa (OPMUPOBAHUE, 3aKPEIUICHNE, Pa3BUTHE MPAKTHIECKIX
HABBIKOB M KOMITETEHITUH 10 PO U0 00pa3oBaTeIbHONU TPOrPaMMBL.

CogepxaHue 4aCTH CaMOCTOSATEIbHON pabOTHI pacCUUTaHbl Ha (HOPMUPOBAHHE
YMEHHM N0JIb30BAThCA MATEPUAIAMU [IEPUOJNYECKUX U3IaHUH, BKIIKOYAsl HHTEPHET-U3TaHUs
npodeccnoHaNbHBIX HAyYHO-TIPAKTUYECKUX KYPHAIIOB.

[Tpu uzydennn TpeOOBaAHUM K COCTABICHHUIO M O()OPMIICHHIO OCHOBHBIX BH/IOB
OpPraHU3alMOHHOT O-PACIIOPAAUTEIBHON TOKYMEHTAUH IIPUMEHSIOTCS KOMILJIEKC
00pa3oBaTeNnbHBIX U HHPOPMAIIMOHHBIX TEXHOJIOTHI, HAIPAaBICHHBIN Ha OBJIA/ICHUE
3as1BJICHHBIMU KOMIIETEHLIUSIMU.

B mporiecce Bcero o0yueHus: HCMOIB3YIOTCS HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIS
o0pa3oBaTenbHbIE TEXHOJIOTHH — OpraHU3aIHs 00pa30BaTEIBHOTO MPOIecca, OCHOBaHHAS Ha
MIPUMEHEHHUHU CIIEIUAIM3UPOBAHHBIX MPOTPAMMHBIX CPE U TEXHUUYECKUX CPEICTB PabOTHhI C
unpopmanueir. Dopmamu yueOHBIX 3aHATHH SIBISIFOTCS: ISKIUSI-BU3yaTU3allis — H3JI0KCHHIE
COJIEp>KaHUs COMIPOBOXKAACTCS MPEe3eHTAIMEH (IeMOHCTpaluell yaeOHbIX MaTepUasoB,
MPEACTABICHHBIX B PA3TUYHBIX 3HAKOBBIX CHCTEMAX, B T.U. WIUTFOCTPATHBHBIX, TpaUIeCcKuX,
BHJICOMATEPHAIIOB).

[Ipu HanucaHuy KypcoBOM pabOTHI MPUMEHSIOTCSI TEXHOJIOTHH OpTraHU3aAINH
MIPOEKTHOM ¥ HAYYHO-HCCIIEN0BATENBCKOMN JAESITEIIBHOCTH.



6 Y4eOHO-MeTOqMYECKOE 0OOecTIedeHHe CAMOCTOATEILHOM padoThl 00y4YarommXxcst

[TpencraBieHo B npusaoxeHuu 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. JlokymMmeHTOBEICHHUE : YICOHUK U MTPAKTUKYM JIJIs BY30B / 1o penakmueit JI. A.
Jloponunoii. — 4-e u3x., nepepad. u gorn. — Mocksa : MU3natenscTBo FOpaiirt, 2025. — 336 c. —
(Beictiee oOpazoBanme). — ISBN 978-5-534-19110-3. — Tekcr : 2JIEKTpOHHBIH //
OopasosarenbHas miathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/560108
(mara obpamenus: 31.03.2025).

2. KazakeBuu, T. A. JlokymeHTOBeneHue. JJOKyMEHTAITMOHHBIA CEPBUC : YUYCOHUK U
npakTukym ais By3oB / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3A., ucnp. u gomn. — MockBsa :
WznarensctBo  IOpaiit, 2025. — 167 c¢. — (Boicmee o6pazoBanue). — ISBN
978-5-534-06273-1. — Tekcr : anexktponHsblii // O6pazoBarensHas mwiardgopma KOpaiit
[caiir]. —URL.: https://urait.ru/bcode/562369 (nara obpamenus: 31.03.2025).

4. lllysanosa, H. H. OcHOBBI nen0onpou3BoACTBa. SI3bIK CIIy>KeOHOTO TOKYMEHTA :

yueOHuk ans By3oB / H. H. Ilysamosa, A. }O. MBaHoBa ; mom oOmel penaxiueit
H.H.llyBamoBoii. — 3-e u3m., nepepad. u qom. — Mocksa : U3znatensctBo HOpaiit, 2025.—
355c. — (Bwicmee obpazoBanme). — ISBN 978-5-534-20343-1. — TekcT :JIEKTPOHHBIN
//O6pa3oBatenbHast miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560174
(mataobpamenus: 31.03.2025).

0) /lomoJiHUTEIbHAA JIUTEpaTypa:

1 Kysuemo, WM. H. JlenoBas mnepenucka: y4eOHHK W MPaKTHKYM i1 BY30B /
N. H. Ky3nenoB. — 4-¢ uzn., nepepad. u non. — Mocksa : U3gatensctBo FOpaiit, 2025. —
139 c. — (Bricmee ob6pazoBanme). — ISBN 978-5-534-17002-3. — TekcT : 3MeKTpOHHBIN //
O6pazoBatenpHas minatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/568569 (mata
obpamenusi: 31.03.2025).

2. KoxymxoBa, H. B. Crpykrypa noxymeHTa. CucCTeMbl JIOKYMEHTAIIWH.
YHupHUIUpOBaHHAsT CHCTEMa OPraHU3AIMOHHO-PACHIOPSIAUTEILHOW JTOKYMEHTAuU: oO0Ime
TpeboBaHus K cocTaBleHnI0 1 oopmiieHuto : yueOHoe nocobue / H. B. Koxymikosa ; MI'TY. -
Maruutoropck : MI'TVY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. 3KpaHa. -
URL:https://host.megaprolib.net/MP0109/Download/MObject/20594 (mara oOparnieHus:
14.08.2023). - MakpooObekT. - TekcT : 37eKTpoHHBIA. - CBeleHHs TOCTYIHBI TaKKe Ha
CD-ROM.

3. Amnapeesa, C. JI. JIOKyMEHTHpOBaHHE JEATCILHOCTH HETOCYJIapCTBEHHBIX
opranuzanuii : yuebHo-meronudeckoe nocooue / C. JI. Anapeesa ; MI'TY. - MarauToropck :
MI'TY, 2018. - 1 smekrpon. onr. auck (CD-ROM). - 3arm. ¢ tutyn skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2147 (nara obpamienus: 30.05.2023). -
MaxkpooObeKT. - TekcT : aMekTpoHHBIH. - CBeieHus JocTymHbI Takke Ha CD-ROM.



B) MeTtoanueckue yKazaHusi:

1. Anoxmna, C. A. KypcoBas pabora 1o IOKyMEHTOBEICHHIO, apXHBOBEACHUIO,
OpraHM3alliii ¥  TEXHOJIOTMH  JIOKYMEHTAallUOHHOTO  OOCCIICUeHUs  yIpaBICHUS
yaeOHo-meTonuueckoe mocooue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TY.
- MaruuToropck : MI'TY, 2016. - 1 snexrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. 5KpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20341 (mata oOparieHus:
30.06.2023). - MakpooObekT. - TeKCT : 3eKTpoHHBIA. - CBeIeHHsS MAOCTYIHBI TakXe Ha
CD-ROM.

2. CamocrodrenbHass paboTa CTyIEHTOB By3a : NpakTUKyMm / cocraButenu: T. T.
Heperuna, H. P. VpaszaeBa, E. M. PasymoBa, T. ®. OpexoBa ; Maruutoropckuii roc.
texunyeckuit yH-T uM. I'. Y. HocoBa. - Maruurtoropck : MI'TY um. I'. 1. HocoBa, 2019. - 1
CD-ROM. - 3ari. c TUTYIL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391 (nara obpamenus: 28.09.2023). -
MaxkpooObekT. - TekcT : anekTpoHHbIH. - CBenenus goctynHsl Takke Ha CD-ROM

Metoandeckue ykazaHus M0 BHAAM 3aHATUN, TPEIYCMOTPEHHBIX YIYCOHBIM IJIAHOM,
npeactasieHsl B [Ipunoxkenusix 1 u 2 k HacTosmel paboyeit mporpaMme.

r) [Iporpammuoe obecneuenue u UnTepHer-pecypcebi:

IIporpammuoe obecnevyenue

Haumenosanue .
o Ne norosopa Cpoxk nelicTBUS TULIEH3UU
7Zip cB00OIHO pacnipocTpansemoe [10 0eccpovHO
FAR Manager cB00OTHO pacnipocTpansemoe [10 0eccpovHO
Eﬁg;ip Mozilla cB0OOHO pacnpocTpansemoe 10 6eccpodHo
bpaysep Yandex |[cBobGogHO pacnpoctpansemoe 1O 6eccpodHo

IIpodeccnonanbubie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHBIC CHCTEMbI
HazBanue kypca Ccpuika
DrekTpoHHbIe pecypchl onbmmorekn MI'TY um. I'.1. https://host.megaprolib.net/M
Hocoga P0109/Web
https://www.rsl.ru/ru/4readers
/catalogues/

Poccuiickas ['ocynapcrBennas 6ubnnoreka. Karanoru

HanmonansHas uHGOpMaImOHHO-aHATUTHIECKAST URL:
cucrema — Poccuiickuii nuiekc HaydHoro nutupoBanust | https://elibrary.ru/project_risc.
(PUHIT) asp

DjekTpoHHas 0a3a mepruoIuUecKuX u3manuii East View
Information Services, OO0 «MMIBUC»
9 MaTtepuajibHO-TEXHHYECKOe o0ecreyeHne TUCUUIINHbI (MOLYJIs1)

https://dlib.eastview.com/

MaTepHaHBHO-TCXHquCKOG obecneyeHne JUCHHUIIIIMHBI BKIIIOYACT:



Y4eOHble ayAUTOPUH TS TPOBEICHUS TUCTAHITMOHHBIX 3aHIATUN JICKITMOHHOTO THIIA !

CTOJ KOMIIBIOTEPHBIM, CTOJI TNHCbMEHHBIH, CTYl O(QUCHBIA, JOKYMEHT-Kamepa
Epson,uctounuk Gecnepedoitnoro nmutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
pa3peleHus, KOMIBIOTep epCOHaIbHBIH (THII 6), poekTop ViewSonicPID7526W, cnikepdon
nacrosbHbli Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYECKasl HACTOJIbHAS, CTepeorapHUTYpa (MUKPO(OH C IIyMOIMOAABICHHEM), SKPaH
Hacrennslid Digis Optimal-C MW DSOC-11032*2

Y4eOHbIC ayqUTOPUHM I TIPOBEACHHUS TNPAKTUYECKUX 3aHATUH, TPYNIOBBIX H
WH/IMBUTyIbHBIX KOHCYJIBTAIIMNA, TEKYIIEr0 KOHTPOJISI U IPOMEKYTOYHON aTTeCTAlUN:

CTOJI KOMIBIOTEPHBIN, CTOJ MHUChMEHHBIN, CTYJ O(QHCHBIN, JOKyMEHT-Kamepa Epson,
ncrounuk o6ecnepedoiinoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHns, KOMIIBIOTEp EPCOHaNbHbIH (THIT 6), mpoekTop ViewSonicPJD7526W,
ciimkepdon HacronbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYeCKasl HaCTOJIbHAS, CTEPEOrapHUTYpa (MUKPO(OH C ITyMOIIOIaBICHHEM), SKPaH
nacrenusiiiDigis Optimal-C MW DSOC-11032*2

[TomernieHust 17151 cCaMOCTOSITEIBHON paOdOThl 00YYAIOIIUXCSI: TIEPCOHAIBHBIC
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: CTEIUIAXKHU JJIsl XPAHEHUS YIeOHO-HATISTHBIX TOCOOUH U y4eOHO-
METOAMYECKON JOKYMCHTAIUH.

Y4eOHble ayAUTOPUH [T BBIIOJIHEHUS KYPCOBOTO MPOSKTUPOBAHUS TOMEIICHUS /IS
CaMOCTOSITENTLHON pabOTHI 00yUAIOIINXCS: IEPCOHATBHBIE KOMIBIOTEPHI ¢ MakeToM MS
Office, BorxooM B IHTEpHET | C TOCTYIIOM B AJIEKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEy YHUBEPCUTETA.

ITpunoxenue 1

YuyeOHO-MeToAuUYEeCcKOoe oOecrmedyeHrue CaMOCTOATEJIbHONH  PadOThI

o0yuaromuxcs

OHCHO‘leIe CpeaCTBa TEKYILIET0 KOHTPOJIA 1O pa3aejiaMm
PA3JIEJ 1

IIpakTHyeckoe 3aganue 1

1. Hcnonb3ys OOmiepoccuiickuil kiaccuukaTop ynpaBieHUECKOW AOKYMEHTAIUH

OK 011-93 (pexxum mocryma http://www.consultant.ru/)naiite  ToNKOBaHHE

MeHee TpeM KojgaM (opM KOHKpeTHBIX AokymMeHToB YCOPJl u miectu Kojam Apyrux

YHU(PHUIIMPOBAHHBIX CHCTEM YIIPaBICHUECKOH JTOKyMEeHTaluu (110 BEIOOPY CTYACHTA).

3ananue BbINOJHANTE M0 00pa3ny:

Kon 02112312 o6o3HavaeT:

02 — dopma MIPUHAIEKUT K YHupUuupoBaHHOK CHUCTEME
OpraHU3aIMOHHO-PACTIOPSAUTENBHON JOKYMEHTAIIHH;

11 — ¢Qopma oTHOCHTCS K MOAKJIACCY JOKYMEHTAllMM IO CO3JaHHIO OpraHMu3alluu,
TPEPHUSTHS,

231 — perucTpalMOHHbIN HOMEp (POPMBI BHYTpH MojKIacca — GopMbl Y CTaBa;
2 — KOHTPOJILHOE YHCIIO.

YcraB sBisieTcs O65138.TCJII:HI:IM AOKYMCHTOM JIs1 pa3JIMYHBIX OPTraHU3aAllMOHHO-TIPABOBBIX
dopm, u ero coctaBiieHue U 0HOPMIICHHE pETrJIaMeHTUPYETCs 3aKOHOAAaTeNbcTBOM. OTCyTCTBHUE B
OKYVY /I unaexca 1 nepuoJuuHOCTH 0003HAYAET, YTO OPraHU3aLUS COCTABIISIET U 0(OPMIISET yCTaB
CaMOCTOSITEIIbHO, 0€3 OTopkI Ha o0IIepoccuiickue yHuuipoBanubie popMeal. [Ipu coctaBnennn

u opopmiteHHH ycTaBa HEOOXOUMO onHpaThes Ha 3akoHoaaTenscTBo u [OCT P 7.0.97-2016


http://www.consultant.ru/

Tect k pazgeny 1
Bomnpoc 1
TekcT Bompoca
CornacHo cTaHIapTU3NPOBAHHOMY ONPEIEICHUI0, BUJ MMCbMEHHOTO JOKYMEHTA — 3TO:
BriGepuTe 01uH OTBET:
a. ouuKaNbHBINA JOKYMEHT, CO3JJaHHBIN B TUCHbMEHHOM BUJIE
b. HauMeHOBaHME JOKYMEHTa, O(OPMIIEHHOTO IO YCTAHOBJICHHBIM IpaBUJIaM
MAaIIMHOMUCHBIM CITIOCOOOM
C. Pa3HOBHJIHOCTh JOKYMEHTAa, HCIIOJIHEHHOrO TrpadUYecKuMU 3HAaKaMu — OyKBamH,
nudpamu, neporaudamu
d. mpuHaAIEKHOCTh MUCHMEHHOTO JTOKYMEHTa K CUCTeME JOKYMEHTAIlUH 110 IpU3HAKaM
COJIepXKaHUs U LEJIEBOT0 Ha3HAUYEHUS
Bompoc 2
TekcT Bompoca
[TpuHaIEKHOCTh JOKYMEHTA K CHCTEME JOKYMEHTAlMu IO IpU3HAKAM COJEp)KaHus U
L[EJIEBOT0 HA3HAYEHHUS — ITO:
Bri6epute ouH OTBET:
a. BUJ IOKYMEHTa
b. popmymsip qoKyMeHTa
c. OJaHK TOKyMEHTa
d. neno
Bomnpoc 3
TekcT Bompoca
CornacHo cTaHJapTU3UPOBAHHOMY OIPENIEIECHUI0, CUCTEMA JOKYMEHTALUU — 3TO:
Boi6epute ouH OTBET:
a. COBOKYIHOCTh JOKYMEHTOB, OOpa3ymoIIMXCS B JAEATEIbHOCTU IOPUAMYECKOTO HIIU
¢duznyeckoro auua
b. cucreMa HOPMaTUBHBIX AKTOB, PETVIAMEHTUPYIOUINX TOKYMEHTUPOBAHUE JESATEIbHOCTH
U IOKYMEHTOOOOPOT NPEANPUATUI PA3IIMYHBIX OPraHU3alMOHHO-TIPaBOBBIX (POpM
C. KOMIUIEKCHI JIOKYMEHTOB, OTPAaKalOIIUE IPOU3BOACTBEHHBIE, YIPABICHUECKUE,
(uHaHCOBbBIE MPOIECCH NPEANPUITUN, OPTraHU3ALNN, YUPEKICHHUM
d. COBOKYMHOCTb JIOKyMEHTOB, B3aMMOCBSI3aHHBIX I10 TPU3HAKaM MPOUCXOXKACHUS,
Ha3HA4YeHMs, BUAQ, CPEephI ACSITEIBHOCTH, EUHBIX TPEOOBAHMM K MX 0(hOPMIICHUIO
Bompoc 4
TekcT Bompoca
Kakyto cucremy nokymenranuun HEJIB3Sl oTtHectn k ¢yHKUMOHAIBbHOM cucTeMe
JIOKYMEHTaIUU:
BeiGepute oauH OTBET:
a. cucTeMa JIOKyMEHTAllUH 3/IpaBOOXPaHEHUs
b. cucreMa OT4ETHO-CTATUCTHUECKON JOKYMEHTAIH
C. CUCTEMa NEPBUYHON YUETHON JOKYMEHTAUN
d. cucrema njaaHoOBOW JOKYMEHTAIH
Bomnpoc 5
Tekct Bompoca
CornacHo cTaHAApTU3NPOBAHHOMY OINPEAENIEHUIO, JOKYMEHTAIBHBIN (OHI — 3TO:
Bribepure o1H OTBET:
a. COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX II0 TPU3HAKAM IPOUCXOXKICHUS,
Ha3HAueHUs, BUJA, Cepbl JeITEIbHOCTH, €AUHBIX TpeOOBaHUN K MX 0(hOPMIICHHUIO
b. COBOKYITHOCTh JOKYMEHTOB, OOPa3yOIIUXCS B JACITEIHHOCTH HOPHINYECKOTO WU
buznyecKoro numa
C. KOMIUIEKCHl JOKYMEHTOB, OOCIY>KHBAIOLIUE IPOU3BOJICTBEHHBIE, YIPABICHUYECKHE,
(brHAHCOBBIE MPOLIECCHI MPEANIPUITUH, OpraHU3aALUHN, YUPEKASHUN
d. opunmanbHbIe JOKYMEHTHI IPEANPUITHIA, OPTaHU3AIUH, YIPEIKICHUHA
Bompoc 6
TekcT Bompoca
Ha xakume rpymnmbl nensrcs oduUUaibHBIE JOKYMEHTHI MO cdepe IesTeNbHOCTH (I10



(GYHKIIMOHATHLHOMY MPU3HAKY):
Bri6epute oguH OTBET:

a. QyHKIIMOHAIBHBIE/OTpaCIEBhIC

b. opurmanpabBIe/HEOPHUITHATBHBIC

C. YIPaBIIEHYCCKUE/TEXHUICCKUE

d. yaudunupoBaHHble/HeYHU(DUITMPOBAHHBIE

Bomnpoc 7

TekcT Bompoca

Kako#l JOKYMEHT OTHOCHUTCSI K CUCTEME YIPABICHYECKOU IOKYMEHTALIUHN:
Bribepute oauH oTBeET:

a. IUTATHOE PaCIUCaHue

b. mosicHuTeNnbHAs 3aMncKa

C. CTaHJapT

d. macnopT uzgenus

Bompoc 8

TekcT Bompoca

Kakoi TOKyMEHT MOKET OTHOCUTBHCS K CUCTEME TEXHUYECKOM TOKYMEHTALINU:
Bribepute oauH OTBET:

a. IOKJ1a/iHas 3arucKa

b. oObscHUTENbHAS 3aMKCKa

C. IOSICHUTEJIbHAS 3arncKa

d. cmyxeOHas 3anucka

Bompoc 9

TexkcT Bompoca

CormacHO  CTaHJAPTU3MPOBAHHOMY  OMpENEICHUI0,  YHU(DHUIIMpPOBaHHAs  CHUCTEMa
JTOKYMEHTAIUU — ITO:

Br16epute ouH OTBET:

a. cucTeMa JOKYMEHTAalluu, CO3JaHHas MO €AWHbIM TMpaBuUjIaM U TPeOOBaHUAM,
comepxamias HuHGOPMAIMIO, HEOOXOAMMYIO JJisi yIpaBICHHWs B OMNpeAeieHHon cdepe
JIeATETbHOCTH

b. cuctema 10KyMEHTAaIMK, UMEIOIIas €AMHBIA (HOpPMYIIsp

C. cHucTeMa JIOKYMEHTAallUd, COCTaBleHHEe U O(OpMIIEHHE KOTOPOH periaMeHTHUPOBAHO
HOPMATUBHBIMH aKTaMHU

d. COBOKYMHOCTH [OKYMEHTOB, B3aMMOCBS3aHHBIX MO TPU3HAKAM MPOUCXOKICHUS,
Ha3HA4YeHMs, BUAQ, CPEephl ACSITEIBHOCTH, EUHBIX TPEOOBAHMM K MX 0()OPMIICHUIO

Bomnpoc 10

TekcT Bompoca

CornacHo cTaHAapTU3UPOBAHHOMY OIpeAeTeHII0, YHU(UIIMPOBaHHAsA (hopMa TOKYMEHTa —
3TO:

Bribepute oauH OTBET:

a. mHpOopMaIus, 3alMCaHHas Ha Pa3IMYHBIX HOCUTENSIX 110 YCTAaHOBJIEHHBIM TIPaBUIIaM

b. COBOKYITHOCTh PEKBU3UTOB, YCTAHOBIIEHHBIX B COOTBETCTBHH C PEIIAEMBIMHU B JTAHHOM
chepe AeATENHPHOCTH 3aJa4aMH M PACIOJIOKEHHBIX B OMPENCICHHOM TOpSJIKE Ha HOCHUTEIE
uHpopMaun

C. HAOOp PEKBU3UTOB, HUIACHTUMUIHMPYIONIMX aBTOpa OQUIHAIBLHOTO MHCHMEHHOTO
JIOKYMEHTa

d. HabOp pEKBU3HTOB OQPHUIIMATIHLHOTO MUCHBMEHHOTO JTOKYMEHTA, PACIOJIOKEHHBIX B
ONpeIeTICHHOM MOCIeq0BaTeIbHOCTH

Bompoc 11

Tekct Bompoca

YHudukanus 10KyMEHTOB — 3TO:
Bri6epute ouH OTBET:

a. ompeJierieHne nopsaaka opopMIIeHHs JOKYMEHTOB

b. pazpaboTka «abioHa» JOKYMEHTa

C. CBeJIeHNEe K MUHUMYMY pa3zHoo0pa3us BUJIOB U (HOpPM JOKYMEHTOB

d. mpumeHeHne TabIuIl M aHKET



Bompoc 12

TekcT Bompoca

CornacHo cTaHIAPTU3UPOBAHHOMY OINPEAEICHHUIO, OPTraHU3aAMOHHO-PACTIOPSIUTEIbHBIN
JOKYMEHT — 3TO:

Bribepure oauH OTBET:

a. JIOKyMEHT, CO3JaHHbI IOPUIUYECKUM WIH (PU3MUECKUM JIHULOM, OQOPMIICHHBIH U
yIIOCTOBEPEHHBII B YCTAaHOBJICHHOM IOPAAKE M HCIOJIB3YEMbI B TEKyIIEH AEATeIbHOCTH
OpraHu3aluu

b. BUJ TMCbMEHHOTO JJOKYMEHTA, B KOTOPOM (PUKCHPYIOT PEIICHHE aAMUHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIIPOCOB, a TAKXKE BOIPOCOB YIIPaBIICHUs, B3aUMOAECHCTBUS, 0OecieueHus 1
PEryJIHpOBaHUs IESITEILHOCTH OPraHOB BIACTH, YUPEKICHUH, MPEeNNpUATHI, OpraHu3aIi, ux
HOJpPa3/IeIeHUI U JOIKHOCTHBIX JIMIL

C. TIEpPBUYHBIM, MUHUMAJIBHBIA 3JE€MEHT CHCTEMbl OPraHM3alMOHHO-PACTIOPSINTETLHON
JOKYMEHTaluU

d. BH]L MMUCBMEHHOTO JIOKyMEHTa, OTpaXKaroIUN JOKYMEHTHPOBAHUE
OpraHU3alMOHHO-PACTIOPSANTEIHLHOM A TEILHOCTH OPraHOB, OPraHU3anii U JOKHOCTHBIX JIHI]
Bormpoc 13

TexkcT Bompoca
Kakne mnoacucremsr HE Bxomar B cucreMy OpraHuM3allMOHHO-PacloOpsAIATEIbHON
JIOKYMEHTaLUU:
Bri6epute ouH OTBET:
a. pacropsauTeabHas JOKYMEHTAUS
b. nHGOPMAIMOHHO-CIIPABOYHAS JTOKYMEHTAIIHS
C. IUTAHOBAasl JOKyMEHTalUs
d. opraHu3anOHHO-TIPaBOBAst JOKYMEHTAITUS
Bomnpoc 14
Tekct Bompoca
K opranuzanuonHo-pacnopsautensHoi  nokymeHtauun HE oTHOcsTes cnepyromue
JOKYMEHTBI:
BeiOepute oauH OTBET:
a. cueTa-paxTypsl
b. MIPOTOKOIBI
C. aKThI
d. nucema
Bompoc 15
Tekct Bompoca
Kakoe MakcuMaiabHOE KOJIMYECTBO 3HAKOB OTPaK€HO B KOJOBOM O00O3HAYEHUH
yHU(ULIIpOBaHHON GopMbl TokyMeHTa corsiacHo OKY /1:
Bri6epute ouH OTBET:
a. IATh
b. Bocemb
C. IBEHAIaTh
d. neBsaTH
Bompoc 16
TekcT Bompoca
B kakom komoBoMm o0O0Oo03HaueHHM YyHUGUIMPOBaHHOW ¢Gopmbl nokymeHTa 05080819,
cormacHo OKVY /1, BepHO oTpaxxeHbl UGPOBHIE MPU3HAKY KJIacCU(DUKALINU:
Bribepure ouH OTBET:
a. 19 — KOHTPOJILHOE YUCITO, KOTOPOE BBOJIUTCS BO N30€KaHUE ONMTHOOK MPH CYNTHIBAHUH U
UCTIONIb3YeTCs MIPU MPOBEPKE 3aMUCH KOJa
b. 80 — moakmacc hopmbl, T.e. OOIIHOCTH COJCPKAHUS MHOXKECTBA (HOPM TOKYMEHTOB U
HaMpaBJIEHHOCTh X MCIIOIb30BaHUS
c. 050 — kmacc ¢opmbl, T.e. MPUHAIICKHOCTh YHUPHUITUPOBAHHOW (POPMBI TOKYMEHTa K
COOTBETCTBYIOILIEH YHU(PULIIMPOBAHHON CUCTEME JOKYMEHTAIH
d. 081 — perucTpallMOHHBIH HOMEP YHH(DHUIUPOBAHHOW (GOPMBI JTOKYMEHTA BHYTPH
noJKiacca



Bompoc 17
TekcT Bompoca
Ha xakue TUIIBI TOAPA3IENAIOTCS JOKYMEHTHI IO IPOMCXOXKACHUIO:
Bri6epute oguH OTBET:
a. o0mmenocTymnHble/ KOHPUACHIIUATbHBIC/ CEKPETHBIC
b. muunbIie/ ouIaTBHBIC
C. BXOJISIIIINE/UCXOAAIIIE/ BHYTPEHHHE
d. uaIMBUAYyaNbHBIC/TpadapeTHBIE/ TUITOBBIE
Bompoc 18
TekcT Bompoca
[To kakoMy NpHU3HAKY JOKYMEHTBHI MOJPA3NENAIOTCS Ha PYKONHCHBIE, TpaduuecKkue
(OHOIOKYMEHTBI, (OTOOKYMEHTbI, KHHOJOKYMEHTBI, BHJCOAOKYMEHTbl M JIOKYMEHTHI,
CO3JIaHHBIE C TOMOIIBI0 KOMITBIOTEPHON TEXHUKH:
BeiGepure oauH OTBET:
a. 10 MECTY COCTaBJICHUS
b. 10 MecTy B cucTeMe ynpaBiIeHUs
C. II0 YPOBHIO 3aIIUTHI
d. mo croco0y TOKyMEHTHPOBAHUS
Bompoc 19
TexkcT Bompoca
Ha xakue THIIBI TOpa3IeNatoTCsl JOKYMEHTHI TI0 MECTY COCTaBJICHUS:
BeiGepute oauH OTBET:
a. BXOJISIIINE /UCXO0IsIIre/ BHYTPEHHHUE
b. muuHbIe/OPUITHATBHBIC
C. MHAMBHyalbHbIe/TpadapeTHbIe/ TUTIOBBIE
d. moATMHHUKN/KONTUU/AYOIUKAThI
Bompoc 20
TexkcT Bompoca
Ha xakue THIIBI TOpa3IeNsItoTCsl JOKYMEHTHI TI0 CTIOCO0Y M3JI0KEHUS:
BeiOepute oauH OTBET:
a. mnMcbMa/TenerpamMmbl/ TenedoHorpamMmbl/ TeleKchl/ (akcorpaMMbl/ 3JIEKTPOHHBIE
coo0ILeHHs
b. noanMHHUKK/ KoUMW/ 1yOIUKaThI
c. o0uieiocTynHble/ KOHpUAECHIMATbHbIE/ CEKPETHbIE
d. unauBUAYyanbHbIe/ TpadapeTHble/ TUIIOBBIE
Bomnpoc 21
TekcT Bompoca
Ha xaxue Tunsl HoApa3aensoTcs JOKyMEHTHI 10 CTENEHH MOJIMHHOCTH:
Bri6epute ouH OTBET:
a. TMUCbMa/TeNerpaMmbl/ TenepOHOrpaMMBbl/ TeNeKChl/ (hakcorpaMMbl/ 3JIEKTPOHHBIE
cooOuieHus
b. nmouyMHHBIE/ TIOUTI0KHBIE ((pambcuUIUPOBaHHBIE)
C. MOJIMHHUKHU (OpUTHUHAIBI)/ KOTHH/ TyOIUKaThI
d. uaMBUAYabHBIE/TpadapeTHBIE/ TUTIOBbIE
Bompoc 22
Tekct Bompoca
[To xakoMy NMpU3HAKy JOKYMEHTHI MOJPA3AesSIOTCA Ha MOAIMHHUKY (OpUTHHAIBI)/ KoUK/
TTyOHKATBI:
Bribepute oauH OTBET:
a. mo opme npeacTaBICHUSA
b. o chepe aesTenpbHOCTH
C. 10 crocoOy nepenauu
d. o cTeneHu NOAIMHHOCTH
Bompoc 23
TekcT Bompoca
[To kakoMy IpU3HAKY TOKYMEHTHI MOAPA3/CIIAIOTCS Ha YIIPaBIEHYECKUE U TEXHUYECKHE:



Bribepure ouH OTBET:
a. croco0y repeaaun
b. Mo cmocoOy U3I0KESHHS
c. mo (popme mpencTaBICHHs
d. mo cepe nesarenpHOCTH
Bonpoc 24
Tekct Bompoca
Ha xakue TUIbI opa3aenstoTcs JOKYMEHTHI [0 crioco0y rnepeiayu:
Bribepure ouH OTBET:
a. TUchbMa/TenerpaMmbl/ TenedoHOTpaMMbl/ TeJIeKChl/ (akcorpaMMbl/ AJIEKTPOHHBIC
coo01eHus
b. uHAMBUAYaTBHBIE/TpadapeTHBIC/ TUTIOBBIC
C. MOJJIMHHUKH (OPUTHHAIIBI)/ KOTIHH/ TyOTHKATHI
d. mopyrHHBIE/ TOUT0XKHBIE ((hambcuPUITUPOBAHHBIC)
Bompoc 25
TekcT Bompoca
K kakomy Tumy KiacCH(pHKamuyd IOKYMEHTOB JOJDKEH OTHOCHTBCS IOKYMEHT, CpPOK
XpaHEHHUs1 KOTOPOTO COCTABIISAET 75 JIeT:
Bri6epute ouH OTBET:
a. co cpokoM xpaHeHus ot 10 no 75 ner
b. J0ATOBPEMEHHOTO XpaHEHHS
C. BPEMEHHOT'0 XpaHEeHHUS
d. TOCTOSIHHOTO XpaHEHHS

PA3JIEJ 2

IIpakTH4eckoe 3aganue 2
1. Ucnonb3ys tpeboBanuss OCT P 6 7.0.97-2016 u odbunumansusiii caiitt ®I'bOY BO
«MI'TY um. I''1. HocoBay, cocTaBbTe€ BO3MOXKHBIE 00pa3Ilbl OCHOBHBIX BUI0B Os1ankoB OI'BOY
BO «MarnuTtoropckuii rocy1apcTBEHHbIN TeXHU4YeCcKUil yHuBepcureT um. [.J11.Hocosa».
* Tect x pazneny 1 (2 cem) /
Bomnpoc 1
TekcT Bompoca
Kakue 31eMeHThI SBISIOTCS CaMbIMH KPYIHBIMU CTPYKTYPHBIMU 3JIEMEHTAMU JIOKYMEHTa
KaK CHUCTEMBI:
BeiGepute oauH OTBET:
a. 3ar0JIOBOYHAs, CoJeprKaTesIbHas U 0POpMIISIOIIas YacTu
b. cnyxebHoe u paboyee Mmoyie JOKyMeHTa
C. PEKBU3UTHI
d. conepxxanue u popma
Bormpoc 2
Tekct Bompoca
K snemeHTaM BHEIIHEH CTPYKTYpPbl KHUKHOTO U3JITaHUSI OTHOCHUTCS:
Bribepure o1H OTBET:
a. BBIXOJIHBIE CBEJICHUS
b. op3air
C. IPUIIOKEHUS
d. mocnecnoBue
Bomnpoc 3
Tekct Bompoca
K snemeHTaM BHYTpeHHEH CTPYKTYpbl KHUKHOTO U3/1aHUS OTHOCUTCS:
Bribepure ouH OTBET:
a. CyrnepooOJIoKKa
b. BBIXO/IHBIE JaHHBIC
C. TUTYJIbHBIN JIUCT
d. xonoHTUTYN



Bompoc 4

TekcT Bompoca

Kakoe ompezneneHue 1OpUINYECKOM CHIIBI JOKYMEHTa SIBISAETCS CTAaHAAPTH3HMPOBAHHBIM
(3axperuteno B TOCT P 51141-98):

Bribepure ouH OTBET:

a. IOpUAMYECKas Cujia JOKYMEHTa — 3TO CBOMCTBO OPUIIHMAIBHOTO JOKYMEHTA, coodIaeMoe
€My JIEHCTBYIOIIMM 3aKOHOJATEJIbCTBOM, KOMIIETEHIMEH UW3JaBLIETO €ro opraHa u
YCTaHOBJICHHBIM HOPSAIKOM 0(OpMIICHUS

b. ropuauueckas cuia JOKYMEHTa — 3TO CHOCOOHOCTH YIPABJIEHYECKOTO JOKYMEHTa
BBICTYNIaTh B KayeCTBE 00S3aTEIBHOrO JJIsl YYACTHUKOB YIIPABJICHUSA: OPTaHOB YIPABJICHUS, UX
CTPYKTYPHBIX  TOJpa3JeleHuii, OOLIECTBEHHBIX  OpraHu3alMid, JJOJDKHOCTHBIX  JIMII,
rOCy/IapCTBEHHBIX CIY>KAIIUX U TPakIaH

C. IOpUAMYecKast Cuiia JOKYMEHTa — 3TO COOTBETCTBUE IOKYMEHTHPOBAHHOM HH(pOpMAIHN
TpeOoBaHUSAM OPUIIUATBHOCTH, JOCTOBEPHOCTH, 00bEKTUBHOCTH, OECCIIOPHOCTH, OCHOBAaHHBIM Ha
3aKOHO/IaTENIbCTBE

d. ropunnyeckas cuiaa JOKyMEHTa — 3TO YCJIOBHE, PU KOTOPOM MH(MOpMALIKs TOKYMEHTa
MOXET OBITh WCIOJBb30BaHA B cdepe ymnpaBieHUs 0e3 COMHEHHS B €€ JOCTOBEPHOCTH IS
OCYIIECTBIIEHUS JIIOOBIX AeHCTBHIA

Bomnpoc 5

TexkcT Bompoca

KakoMy TepMuHY COOTBETCTBYET CIIEAYIOIEEe CTaHAAPTU3UPOBAHHOE OIPEAEICHHUE
(3akperuienHoe B ['OCT P 51141-98): «.... — 9T0 mpocTaBiieHHe HEOOXOJUMBIX PEKBU3UTOB,
YCTAHOBJICHHBIX IPABUJIAMU JOKYMEHTUPOBAHHS»:

Bribepute oauH OTBET:

a. opopmieHUE JOKYMEHTA

b. cocTaBieHue 10KyMeHTa

C. yHUUKAIHS JOKYMEHTA

d. hbopmynsip-o6pazery

Bompoc 6

Tekct Bompoca

Kakoii ToKyMeHT SIBIsIETCSI OCHOBHBIM aKTyaJbHBIM HOPMaTHBHBIM IOKYMEHTOM B 00J1aCTH
COCTaBJIEHUS U OPOPMIICHHSI OPTaHN3aLUOHHO-PACTIOPSAANTENBHON TOKYMEHTAIUH:

Boi6epuTe ouH OTBET:

a. OKY] — OK 011-93. OoOmepoccuiickuii knaccupuKaTop yrnpaBIeHYECKON
JOKyMeHTaluu, yreepxkaeHHbl [locranoBnennem [Noccranmapra PO ot 30 gexabps 1993 r.
Ne229

b. 'COVY —T'ocynapcTBeHHas cucTeMa IOKyMEHTAllMOHHOTO O00eCTIeueHus yIpaBiIeHHUs.
OcHoBHble no70keHUsA. OOmue TpeOoBaHMUS K JIOKYMEHTaM M ciayk0aM JOKyMEHTallMOHHOTO
obecnieuenus, yrBepxxaeHnas npukazoM ['maBapxusa CCCP ot 23 mas 1988 1. Ne 33

c. IlpaBuna nenompousBoACTBa B (elepalibHBIX OpraHax HCIOJHUTEIBHON BIACTH,
yrBepxkeHHbIe [locTanoBnenuem IIpaButenscta PO ot 15 urons 2009 r. Ned77

d. TOCT P 6.30-2003

Bonpoc 7

Tekct Bompoca

Ckonpko pekBu3uToB HacuutbiBaeT [ OCT P 6. 30-2003:
Bribepure o1H OTBET:

a. 30

b. 31

c.29

d. 26

Bomnpoc 8
Tekct Bompoca
Kaxk mepeBoaHTCS ¢ TATUHCKOTO TEPMUH «PEKBU3UT» (J1aT. requisitum):
Bribepure ouH OTBET:
a. MUHUMAaJIbHas 4acTh
b. aTpubyT comepxkaHus



C. CTPYKTYPHBIH JIEMEHT
d. Tpebyemoe, HEOOXOAMMOE
Bomnpoc 9
TekcT Bompoca
KakoMy TepMuUHY COOTBETCTBYET CIEAYIOIIEE CTAaHAAPTU3UPOBAHHOE OIpEAEICHUE
(3akperiennoe B ['OCT P 51141-98): «.. — 2TO 00s3aTe€NbHBIA 2JIEMEHT OQOpMIICHUS
o(pHUIIMANTBHOTO TOKYMEHTaY:
Bribepute oguH oTBeT:
a. pEKBU3UT JIOKYMEHTa
b. 61aHK TOKyMEHTa
c. paboyee 1oJsie JOKYMEHTa
d. 3aronoBoyHast 4acTh JOKYMEHTA
Bompoc 10
TekcT Bompoca
KakoMy TepMUHY COOTBETCTBYET CIIEAYIOIIEE CTaHAAPTU3UPOBAHHOE OIPEAEICHUE
(3akpermiennoe B ['OCT P 51141-98): «.. — 93TO0 Moaenb TOCTPOCHHUS JIOKYMEHTA,
yCTaHaBJIMBAIOIast 00JIaCTh MPUMEHEHHS, POpPMaTHI, pa3MepHI MoJieH, TPeOOBAHMUS K TOCTPOCHHIO
KOHCTPYKIIMOHHON CETKU U OCHOBHBIE PEKBU3UTHD»:
Bri6epute ouH OTBET:
a. TUIIOBOU popmyItsip
b. Gy1aHK JOKyMEHTa
c. popmymsp-obpazen
d. bopmysip nokymeHTa
Bomnpoc 11
TekcT Bompoca
[Tponomxkute onpenenenue: GopMyIsp T0KYMEHTA 3TO - ...
Br16epute ouH OTBET:
a. BHYTpEHHssI opMma JTIOKyMEHTa, ONpPEAeNsIoNniasi CTPYKTYpy TEKCTa U €ro SI3bIKOBBIC
0COOEHHOCTH
b. HaboOp pEeKBU3UTOB O(PUIMANIBHOTO MHUCBMEHHOIO JOKYMEHTA, PACHOJO0XKEHHBIX B
OTpeIeNIEHHOM MOCIIeI0BATEIbHOCTH
c. 3adukcupoBaHHAs Ha MaTepUaTbHOM HOcUTene UHGOpMalLUsi C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(PUIIUPOBATH
d. HaOop pEeKBU3UTOB, HWACHTU(PDHUIMPYIOIMIUX aBTOpa OQPUIUATBHOTO MHUCHMEHHOTO
JIOKyMEHTa
Bomnpoc 12
TekcT Bompoca
[Tponomxute onpenenenue: OJ1aHK JOKYMEHTA — 3TO ...
Bri6epute ouH OTBET:
a. MOJIeNlb MTOCTPOCHUSI TOKYMEHTa, yCTaHABIMBAIOIIas 00lacTh MPUMEHEHUs, (hopMaThl,
pa3Mepbl noJieil, TpeOoBaHus K TOCTPOCHUIO KOHCTPYKIIMOHHOW CETKU U OCHOBHBIE PEKBU3UTHI
b. TumoBas Mojenb, CoOep)Kalias COBOKYIIHOCTb — OOS3aTENIbHBIX  PEKBU3UTOB,
CBOMCTBEHHBIX JJOKyMEHTaM YHU(DUIIMPOBAHHON CHCTEMbI OpPTaHU3allMOHHO-PACTIOPSAUTEIbHON
JIOKYMEHTAIIUHN U PACTIOJIOKEHHBIX OIpeIeIEHHBIM 00pa3oM
C. HabOp PEKBU3UTOB O(QUIUAIBHOIO MHCHMEHHOTO JOKYMEHTA, DPACIOJIOKEHHBIX B
OIIPEEIIEHHON MTOCIIEN0BATEIbHOCTH
d. HabOp pEKBU3HWTOB, WICHTU(DHUIIMPYIOMUX aBTOpa OQUIIMAIBHOTO MHCHMEHHOTO
JOKyMEHTa
Bompoc 13
Tekct Bompoca
Kakoe BbIcKa3bIBaHUE SIBIISIETCS HEBEPHBIM:
Bribepure ouH OTBET:
a. HaumeHnoBanue BuAa Ciy’)keOHOTO JOKYMEHTa CTalo OQOPMISATHCS OTAEIbHBIM
PEKBU3UTOM HaJl TeKCTOM ¢ X VI cronerus
b. B Poccun oduuumanbHble, I€I0Bble JOKYMEHTBHI CTalM PEryJsipHO MOJIHCHIBATHCS
aBTOpamu, HaunHas ¢ onoxu llerpa I



c. Gopmyrsip opUIMAIBEHOTO JOKYMEHTA CTajl CKJIAABIBAaThbcd B MeXIypeube HECKOJIBKO
TBICSIY JIET Ha3a]]

d. B Poccun B ciyxeOHbIX nokymeHntax a0 XVIII Beka aBTop 0ObluHO 00O3Hayalycs B
Hayaje WK B KOHIE TEKCTa, T. €. 3TOT PEKBU3UT HE BBIIETSIICS B KAUe€CTBE CAMOCTOSITEIbHOTO
JJIEMEHTA

Bonpoc 14

Tekct Bompoca

Kakoe BbICKa3bIBaHUE SIBIISIETCS HEBEPHBIM:
Bribepure ouH OTBET:

a. PexkBM3UT «HauMeHOBaHHE BHUAA JIOKYMEHTa» SIBISETCS JOKYMEHTOOOPa3yIOLUM
NPU3HAKOM, TO3BOJISIOLINM TOJIYYUTh HadallbHOE, caMoe O0Ilee MpEeACTaBICHUE O JOKYMEHTE,
€ro IpaBoOBOIl 3HAYMMOCTH

b. IIpumenenue 'OCT P 7.0.97-2016 siBnsercss 00s3aTeNbHBIM ISl BCEX COBPEMEHHBIX
OpraHu3aluil, yupexJIeHul, NpeAnpUsATHI TI0ObIX OPraHU3alMOHHO-TIPABOBBIX (OpM

c. PopMynsap TOKYMEHTa MPOAMKTOBAaH HE TOJBKO HEOOXOAWMOCTBIO CTPYKTYPUPOBAThH
uH(pOpMalMIO, CIeNaTh €€ HSProOHOMUYHOM, HO M HEOOXOAMMOCTHIO MPUIATh JAOKYMEHTY
IOPHINYECKYIO CUITY, CIIENIaTh 3aleuaTICHHYI0 B HeM HH(POPMAaLU0 OQHIIHAITEHOMI

d. Kaxxap1if peKBU3UT KaK MEPBUYHBIN CTPYKTYPHBIN IE€MEHT JOKYMEHTA B TOM UM MHON
CTETIEHU OTPaXKaeT IOPUIHUECKU 3HAUUMYIO HHPOPMALIUIO

Bomnpoc 15

TekcT Bompoca

[Tponomxkute onpeseneHue: aTpudyus — 3T0. ..
Bri6epute ouH OTBET:

a. pPa3HOBUHOCTH YIPaBICHUECKOTO JOKYMEHTa

b. ycTaHOBNIEHHME TIOUIMHHOTO UMEHHU aBTOPA

C. BBISIBIICHUE aTPUOYTUBHBIX CBOICTB IOKYMEHTa

d. npu3HaHue TOKyMEHTa HeJleHCTBUTEIbHBIM

Bomnpoc 16

TekcT Bompoca

Kakoii 1oKkyMeHT 1o CTPyKType SBISETCS MIPOCTHIM:
Boi6epute ouH OTBET:

a. rasera

b. npenpuHT

C. coOpaHue COYMHEHUIA

d. cepus

Bomnpoc 17

TekcT Bompoca

Kakoe onpeznenenne COOTBETCTBYET MOHATUIO «IIPOCTOM JOKYMEHT:
Bri6epute ouH OTBET:

a. HECKOJIBKO COOOIIEHUN U3 ABYX HIIM Oojiee cooOIIeHui (Ipou3BeIeHNI), YacTe uiu
TOMOB, OOBEIMHEHHBIX OOIel TeMol WiIM NpoOJeMOi, Ienplo, aBTOPOM U T. T,
3a(pMKCUPOBAHHBIX HAa HECKOJIBKMX MaTepHUaIbHBIX HOCUTEIAX

b. oHO coOOIIEeHHE, TOMENIEHHOE Ha OJHOM MaTeprUaaIbHOM HOCUTEINE

C. IOKyMEHT,CO/IEp>KALUI OJTHO ITPOU3BENCHUE

d. IOKyMEHT, COCTOSIIMI U3 HECKOJBKUX MPOU3BEACHUM, 3a()UKCUPOBAHHBIX HA OJHOM
MaTepHaIbHOM HOCUTENE

Bompoc 18

Tekct Bompoca

Kaxoe xomoBoe o6o3Hauenne Ha nokymente HE naentudunupyer apropa:
Bribepure ouH OTBET:

a. O'PH

b. OKIIO

c. MHH/KIIIT

d. OKY I

Bomnpoc 19
TekcT Bompoca



Kakoii 13 nepeyrcieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM YAOCTOBEPEHUSI:
Bri6epute oguH OTBET:

a. rpu¢ yTBEpKACHUS

b. oTTHCK TIEeUaTH

C. rpud coriiacoBaHus

d. moanuce

Bompoc 20

TekcT Bompoca

Kakoe BbICKa3bIBaHUE SIBJISCTCS] HEBEPHBIM:
Bribepute oauH oTBeET:

a. 2JIEKTPOHHAs HU(PPOBAs MOANUCH SABISAETCS PE3yIbTaTOM MPEoOpa3oBaHMsI pyKOMUCHOM
MOJIMKCH aBTOpa TOKyMEHTa B €€ (DaKCUMUJIbHYIO KOTIHIO B IIU(pOBOM opMaTe Ha HJIEKTPOHHOM
HOCUTEJIE

b. DOnektpoHHass uu@poBas MNOANUCH NpPeJHA3HAYEHA [UIS 3allIUThl SJIEKTPOHHOTO
JIOKYMEHTA OT TOJJICIKH U WACHTH(PHUKAINY BIIaJeNbla cepTuduKara Kiroya moamnucu

C. DJEeKTpOHHas UH(poBas MOANUCH IO3BOJISET YCTAHOBUTH OTCYTCTBHE HCKAa)KEHUS
UHPOPMAILIUU B SJICKTPOHHOM JJOKYMEHTE

d. DnextponHas uudpoBas NOAMUCH 00Ia1a€T CBOMCTBAMHU JIBYX PEKBU3ZHUTOB: IIOJIHUCHY
U «IIeYaTh»

Bomnpoc 21

TekcT Bompoca

KakoMy TIOHATHIO COOTBETCTBYET CIEAYIONIAs XapaKTePUCTHKA: <OTOT (QOopMysp
XapaKTEpU3yeTCsl OMNPEJECICHHbIM KOJUYECTBOM PEKBU3UTOB, pPACIOJOKEHHBIX B CTPOron
MOCIIE0BATEIHbHOCTH, M XapaKTepeH AJii KOHKPETHOro BHJa JOKYMEHTOB, HallpuMep, IpuKasa,
aKTay:

Bribepute oauH OTBET:

a. hopmymsip-obpasen

b. popmymsp

C. TUIIOBOM popmyItsip

d. uHIMBUAYaNBHBINA HOPMYIISIp

Bompoc 22

Tekct Bompoca

KakoMy HOHATHIO COOTBETCTBYET CIEAYIOLIas XapaKTEPUCTHKA: <AOTO COBOKYNHOCTh
PAcIIONIOKEHHBIX B OMNPEAETICHHOM MOCIe0BaTeIbHOCTH PEKBU3UTOB, MPUCYIIMX BCEM BHJIAM
JTAaHHOM CUCTEMBI JJOKYMEHTOB:

BeiGepute oauH OTBET:

a. MHAMBHyaTbHBIN (HopMyIIsip

b. TUNOBOI hopmyIsip

c. hopmynsp-obpasen

d. popmymsip

Bompoc 23

Tekct Bompoca

Kakoii pexBusut 0611 u3bsT 13 [OCT P 7.0.97-2016:
Bribepure o1H OTBET:

a. Tpu( orpaHUYEHUS TOCTYTIa

b. MHH/KIIIT

C. KOJl OpraHu3aiiu

d. OI'PH

Bompoc 24

Tekct Bompoca

Kakoil  pekBM3UT HE  OTHOCHTCS K  PEKBM3UTaM  3arojlOBOYHOM  YaCTH
OpraHU3aIMOHHO-PACHIOPSAUTENBHOTO JOKYMEHTA!

Bri6epute oquH OTBET:

a. pe30JIIOLUS

b. HanMeHOBaHMe BHUJIa JOKYMEHTa

C. HAUMEHOBAHME OpPTaHU3AINH



d. mecto n3naHus
Bomnpoc 25
TekcT Bompoca
Kakue pekBU3HUTHI COCTABIISIIOT COJIEPKATEIbHYIO YaCTh JOKYMEHTA:
Bribepure oauH OTBET:
a. 3aroJIOBOK K TEKCTY, TEKCT
b. TEKCT, OTMETKA O HATUYMHU TPUITIOKECHUS
C. 3ar0JIOBOK K TEKCTY, TEKCT, OTMETKA O HAJIMYUU IPUIIOKEHUS
d. 3aroI0BOK K TEKCTYy, OTMETKA O HAJTMYUU MPUIIOKEHUS
Bonpoc 26
Tekct Bompoca
PaboTa Hax conepxkaTeabHOM YacThiO JOKYMEHTa — 3TO. ..
Bribepure oauH OTBET:
a. COCTaBJICHUE IOKyMEHTa
b. 3aBepeHHe JOKyMEHTA
C. YIOCTOBEpEHHUE JOKYMEHTa
d. opopmiieHHe TOKyMeHTa
Bonpoc 27
Tekct Bompoca
Kakoe mone ¢dopmynsapa-o6pasua oOpraHu3allMOHHO-PACHIOPSAUTENBHOIO JIOKyMEHTa
IpeCTaBIsieT COOOH CITy:KeOHOE ToIe:
BeiGepute oauH OTBET:
a. BEPXHUH U HIKHUHM KOJOHTHTYJIBI JOKYMEHTA
b. B J1eBOM BepxHeM yriy ¢opmara NpH YIJIOBOM PACHOJI0KEHUU PEKBU3UTOB WU B
BEPXHEH ero 4acTH Mo UEHTPY MPH MPOIOJIFHOM BapUaHTE PACIIONOKEHHS PEKBU3UTOB OJIaHKA
C. 4acTh miomaay Gopmara, npeAHa3HadeHHas JUIsd OJed JOKyMEHTa, AJIs 3aKperUIeHus
JOKYMEHTa B TEXHHUECKUX CPEICTBAX XPAaHEHHUS, JJIsl HAHECCHHS CIeIHaTbHbBIX N300paKeHUN
d. miomane yHuGUIMPOBAHHOM (OPMBI JOKYMEHTa WM OJlaHKa, MpeJHa3HAueHHas IS
3aI0JIHEHHSI PEKBU3UTAMHU
Bomnpoc 28
TekcT Bompoca
Kakoe mone ¢dopmynsapa-o6pasa oOpraHu3allMOHHO-PACHIOPSIUTENFHOIO JIOKYMEHTa
npeJcTaBisieT co0oil pabouee nosne:
BeiGepute oauH OTBET:
a. B JICBOM BEpXHEM yriy (opmara mpH YIriIOBOM pPACIOJIOKEHHUH PEKBH3UTOB WM B
BEPXHEH ero 4acTu Mo UEHTPY NpH MPOJI0JEHOM BapUaHTE PACMOIOKEHHS PEKBU3UTOB OJIaHKa
b. BepXHHI U HUKHUIA KOJOHTUTYJIbI JOKYMEHTA
C. 4acTh miomaay Gopmarta, npegHa3HadeHHas Ul NOJeH JOKYMEHTa, Ui 3aKperyieHus
JOKYMEHTa B TEXHHUECKUX CPEICTBAX XPaHEHHUS, ISl HAHECCHHS CIIeIHaTbHBIX N300paKeHUN
d. miomans yHUGUIMPOBAHHOW (OPMBI JOKYMEHTa WM OJlaHKa, MpeJHa3HAueHHas s
3aIlOJTHEHUST PEKBU3UTAMHU
Bompoc 29
TekcT Bompoca
Kakas xapakTepucTHKa COOTBETCTBYET MOHATHIO «IEPEMEHHbIE PEKBU3UTHI»:
Bribepute oauH OTBET:
a. OTO MHAMBH Iy aJIbHBIE JJIS1 KXK/I0TO KOHKPETHOT'O TOKYMEHTA PEKBU3UTBI; OHU BHOCSATCS
B JIOKYMEHT B IIPOIIECCE €0 MOATOTOBKU M O(OPMIICHHSI
b. OTu pekBU3UTHI 00pa3yoT OQUIIHATBHBINA OJAHK TOKYMEHTa, HICHTH(PHUIMPYIOT aBTOPa
JOKYMEHTa
C. DTO PpEeKBU3MTHLOOIIME JUIsI BCEX JTOKYMEHTOB OJHOTO BHIA; MX MOXKHO 3apaHee
pa3MecTUTh Ha CTAHJIAPTHOM JINCTE OyMaru THIOTpadCKUM CITOCOO0M, ¢ TIOMOIIBI0 KOMITBIOTEPA
WIN CHEeUAIbHOTO IITaMIIa
d. Oto pexusutsl 01-10, Birouast pekBusut 14, onucannsie B [OCT P 7.0.97-2016
Bomnpoc 30
TekcT Bompoca
B nporecce nBMKeHHUS BHYTPEHHUX TOKYMEHTOBO(DOPMIISIOTCS:



Bribepure ouH OTBET:

a. CChbUIKA HAa PETUCTPALIMOHHBIA MHIEKC U 1aTy TOKYMEHTA, 3ar0J0BOK K TEKCTY, OTMETKa
0 HAIWYUHM TPUIOKEHUH, OTMETKa O 3aBepEeHUU KOMUHU, OTMETKa 00 UCHOJIHUTEIE,
UACHTU(PUKATOP SJIEKTPOHHOM KOMHUU JOKYMEHTa

b. rpud cormacoBaHus AOKYMEHTa, BU3bl COTJIACOBAaHMS JOKYMEHTA, MOJIMHUCH, Tpud
YTBEPKACHUSI, OTTUCK I€YaTH, JaTa JOKyMEHTa, perUCTPAIlMOHHbII HOMEp JOKYMEHTa

C. OTMETKa O MOCTYIUICHUH IOKYMEHTA B OPTaHU3AINI0, PE3OJIOIHSI, OTMETKA O KOHTPOJIE,
OTMETKa 00 UCIIOJIHEHUH JTOKYMEHTA U HAIIPaBJICHUU €r0 B JIE0

d. 3aroJI0BOK K TEKCTY; OTMETKA O HAJTMYUU MPUIIOKEHUS; BU3BI COTIIACOBAHUS; OTMETKA O
3aBepEHUH KOMHH; OTMETKA 00 UCIIOIHUTENE; UIEHTU(DUKATOP HIEKTPOHHON KOMH JOKYMEHTA

Bompoc 31

TekcT Bompoca

Ha xakue BuIbl monpa3ieisitoTcs OJMaHKH TOKYMEHTOB IO PACHOJIOKEHUIO PEKBU3UTOB
corniacuo 'OCT P 7.0.97-2016:

Bribepure oauH OTBET:

a. o0muii 65aHK, 6JIaHK MUChMa, OJJaHK KOHKPETHOTO BUa TOKYMEHTa

b. yrioBsie ¥ MPOJOIbHEIE

c. OmaHk opraHuzanud, OJaHK CTPYKTYPHOTO TMOJAPA3JENIeHUs OpraHu3aliu, OJaHK
JOJKHOCTHOTO JIMIIA

d. meHTpUpoBaHHBIC U (IIarOBBIC

Bompoc 32

TexkcT Bompoca

Kakoli kmaccu(UKanMOHHBIA TPU3HAK TOJIOKEH B OCHOBY JICJICHUS OJaHKOB Ha OJIaHK
OpraHu3aIyy, OJIaHK CTPYKTYPHOTO TOIpa3AesieHusl OpraHu3aluu, OJIaHK JOHKHOCTHOTO JIUIIA:

Boi6epute ouH OTBET:

a. 1o aBTOPY

b. 1Mo BUAY TOKyMEHTA

C. 110 PACIOJIOKEHUIO PEKBU3UTOB

d. mo cnocoOy oopmiieHUsT PEKBU3UTOB

Bomnpoc 33

TekcT Bompoca

Ha kxaxue BuIbI TOIpa3AensitoTcs OJaHKU JOKYMEHTOB 110 BULY HoKkyMeHTa cornacHo [OCT
P 7.0.97-2016:

Bribepute oauH OTBET:

a. o0muii 611aHK, OJIaHK MHUChMa, OJJaHK KOHKPETHOT'O BUJa TOKYMEHTa

b. OmaHk opraHu3zanuy, OJIAaHK CTPYKTYpPHOTO TMOApAa3/eleHHUs] OpraHu3alliH, OJaHK
JOJDKHOCTHOTO JIMIIA

C. YTJIOBBIE U TIPO/IOJIbHBIE

d. neHTpupoBaHHbIC U (IIarOBBIC

Bomnpoc 34

TekcT Bompoca

Kakne pexkBU3UTHI BKJIIOYAaeT OOMMA OJIaHK OpraHU3alMOHHO-PACIIOPSIUTEIHHOTO
nokymenta cormacao 'OCT P 7.0.97-2016:

Bri6epute ouH OTBET:

a. l'ocynapctBennsiit repo PO (I'epb cyobekTa PO win smGema opranu3aiiiy, TOBapHBIN
3HaK (3HaK obOciyxuBaHus)), kon opranusanuu (mo OKIIO), OT'PH, MHH/KIIII, cnpaBouyHbie
NaHHble 00 OpraHW3aliy; HAaMMEHOBAHWE OpPTaHHW3allMH, MECTO COCTABJICHUS WM HW3IaHHS
JIOKYMEHTa, OTPaHUYHUTEIbHBIE OTMETKH JUIsl JaThl JOKYMEHTa, PETUCTPAlMOHHOTO HOMepa
JIOKYMEHTa, CCBUIKA Ha PETHCTPAIlMOHHBIA HOMEp W JaTy JOKYMEHTa, aJpecaTa, Pe30JFOIHH,
3aroJioBKa K TeKCTY, OTMETKH O KOHTPOJIE, TEKCTa

b. 'ocynapctBennsiit repd P® (I'ep6 cyonekta PO wmm smGiema opraHu3aiiuu, TOBapHbBIH
3HaK (3HaK OOCTY)KMBaHUS)), HAMMEHOBAHHE OPTaHU3AllMU, MECTO COCTaBICHUS WA W3JIaHUS
JOKYMEHTa, OTPaHUYUTENbHbIE OTMETKU ISl JaThl TOKYMEHTa M PEruCTPallMOHHOTO HOMepa
JIOKyMEHTa

C. HAUMEHOBAaHHWE OpraHu3allid, MECTO COCTaBJICHMSI WJIM W3JAaHUA JIOKYMEHTa,
CIPaBOYHBIC JTaHHBIE 00 OpraHU3allMd, OTPAHUYUTEIbHBIE OTMETKH JUJIsl 3arojiOBKa M TEKCTa



JIOKyMEHTa

d. l'ocynapctBennsiii repd PO (I'epb cyobekTa PO wm smO1emMa opranusaiuu, TOBapHbIi
3HaK (3HaK OOCITY)XHMBaHUS)), HAUMEHOBAaHHE OPTaHU3aIMHM, HAUMEHOBAaHHE BHU/AA JTIOKYMEHTA,
MECTO COCTABJICHMS WIHM U3JaHUsI JOKYMEHTA, OTPAaHUYMUTENIbHBIE OTMETKHU JUIsl AaThl JOKYMEHTA,
PETUCTPALIMOHHOTO HOMEpA TOKYMEHTA, CChUIKM Ha J1aTy U PErUCTPallMOHHBIM HOMEp IOKYMEHTA,
3aroJIoBKa K TEKCTY, OTMETKH O KOHTPOJIE

Bompoc 35

TekcT Bompoca

JIyist KakuX BHJIOB JIOKYMEHTOB HCIIOJIB3YIOT OO OJaHK:

Bribepute oauH oTBeET:

a. TI0OBIX BUOB JOKYMEHTOB, KpOME MpUKa3a
b. 10OBIX BUIOB TOKYMEHTOB

C. TOJIBKO JUIs TUChMa

d. 1100BIX BHUIOB JOKYMEHTOB, KpOME MMHUChMa

Bomnpoc 36

TekcT Bompoca

Kakwue criocoOs1 pazmerienns pekBu3uToB npeaxycmorperst OCT P 7.0.97-2016:

Bribepute oauH OTBET:

a. YIJIOBOW U ITPOJIOJIbHBIN

b. ourmanpHbI 1 HeOPUIIUATLHBIN
C. MAIIMHOIIMCHBIN U PYKOITHCHBIN
d. meHTpUpOBaHHBIN U (PIIArOBBIHA

Bompoc 37

Jns  obecrieueHus: ONTUMAIBHOW PpabOTOCHOCOOHOCTH M COXpPaHEHUS 3JI0POBbS
npodeccuoHalibHbIX Monb30Bareneit [I9BM u BT na nporsokennu pabodero JHS JTOKHBI
YCTaHaBIMBATHCS PErVIAMEHTUPOBAHHbBIE IEPEPBIBBI. UeM perynupyercs ux Bpems?

a) MPOJIOJKUTEIILHOCTBIO pabOyero JHs;

0) BUJIOM TPYJIOBOU JESITENbHOCTH;

B) KaTeropueu TpyJA0BOH AESATEIbHOCTH;

I') BCE OTBETHI BEPHBI.

Bompoc 38

[Tpu 8-uacoBom pabouyem ane u pabore Ha BT m [I9BM nmnsa I rpynmsr pabot -
periaMeHTHpOBaHHBIE IEPEPHIBBI CIIEYET YCTaHABIUBATH!

a) yepe3 2 yaca OT Hayasa pabodeil CMEHBI U uepe3 2 yaca mocje 00eeHHOro IepepbiBa
MIPOJIOJDKUTENBHOCTRIO 15 MUHYT KasK/IbIi;

0) uepes 2 yaca oT Hauasia paboueil cMeHbI 1 uepe3 1,5-2 yaca nocie o6e1leHHOTO epephiBa
MPOJOKUTEIBHOCTBIO 15 MUHYT KaXAbli WU MPOJODKUTENbHOCTBIO 10 MUHYT Yepe3 Kaxblil
qac paboThl;

B) uepe3 1,5-2 vaca ot Hayanma paboueill cMeHbl U uepe3 1,5-2 daca mocie 00eIeHHOTO
nepepaiBa NPOJOLKUTEILHOCTHIO 20 MUHYT KaXKJIbIi MM MTPOJOJIKUTEIBHOCTHIO 15 MUHYT uepe3
KaX]IbI 9ac paboThI.

I') HET BEPHBIX OTBETOB.

[TpakTrdeckoe 3aganue 3 (2 cem)

1. OTBeTBTE HA BOMIPOCHI:

1) KakuMu HOpPMAaTUBHBIMH NPaBOBBIMH aKTaMU pPETJIAMEHTHUPYETCS MCIOJIb30BaHHE
n3o0paxkenuit repoa Uenssounckoit odnactu u repdba Pecmyonuku bamkoproctan?

2) Hcnone3ys otrBer Ha Bompoc Nel, NpouUUTHpPYHTE CTaTbU COOTBETCTBYIOLIMX
HOPMATHUBHBIX TIPABOBBIX aKTOB, B KOTOPBIX OTpPakK€HA perjaMeHTaIllsi H300pakeHHus repoda
YensiOunckoii o6actu u repda Peciydnuku bamkoproctan Ha 651aHKaX JOKYMEHTOB.

2.

2.1. icnonb3ys uHbopManuio 00 oCHOBHBIX pekBu3uTax OPJ] B mepeuncieHHBIX HUKE
JOKYMEHTaX, 3alojHUTE TaOnuiy. 3amonHsAs TaONmuIly, cTapailTech OTpakaTh CXOXHE IO
(GYHKIMU ¥ COCPIKaHUIO PEKBH3HUTHI Ha OJHOW CTpPOKe I oOJeryeHus: cpaBHeHus. Ha3zBaHus
PEKBU3UTOB, OTPAKEHHBIE TOJHKO B JAHHOM aHAJTU3UPYEMOM JIOKYMEHTE, OPOPMIISTHTE K KOHILY



TaOJIULIBI.

o/

pekBuszuta B ['OCT P
6.30.-2003

HaumenoBanue HanmenoBanue pEKBU3UTA B
Hanveroane [IpaBmiax 1O  JIEIONPOU3BOIACTBY U
pexsusuta B 'CIAOY P P Y
MeTtoa. peKOMEeHaanuIxX

2.2. . Onupasch Ha TaHHBIE, TOJyYEHHbIE B TA0JIUIIE, CACIIANTEe COOTBETCTBYIOITUE BBIBOIBI

N KOMMCHTAapHu: COBIIAAACT JIM COCTAaB U Ha3BAHUA PCKBU3UTOB B IMPCACTABJICHHBIX JOKYMCHTAX,
KaKne PCKBU3UTHI ITOBTOPAIOTCA U B KaKUX JOKYMCHTAX; KaKHUC€ PCKBU3UTHI HAXOIAAT OTPAKCHUC
TOJIBKO B OTHOM M3 JOKYMCHTOB, KaKHMC TOJIBKO B JIBYX.

2.3. Kakumu  u3 MNpOaHATIU3UPOBAHHBIX  TOKYMCHTOB  JOJIKCH  PYKOBOACTBOBATBLCS

COBPEMEHHBIN JIEJIOMPOU3BOJIUTEIb TMPU OPOPMIICHUU OPraHU3aALUOHHO-PACTIOPSIUTEIHHOM
nokymentanuu? [louemy?

HCcTOYHHNKH IJIS1 aHAJIN3A:

1. IoCct P 67.0.97-2016 «YHuduupoBaHHas cucremMa
OpraHU3alMOHHO-PACIIOPSIUTEIBHOM  JOKYMEHTaluu. TpeOoBanus K odopMieHHI0
JIOKYMEHTOBY.

2. [ocymapcTBeHHasi cucTeMa JIOKYMEHTAIIMOHHOTO OOCCIICYCHHUsSI YIPaBJICHUS.

OcHoBHble  monoxkeHus. OOmme TpeboBaHUsS K  JOKYMEHTaM U CIyK0am
JTOKYMEHTAIMOHHOTO obecrniedeHus ot 25 mas 1988 1. (1991r.) Ne 33.

3. [TpaBuiia nenonpou3BoOACTBa B (eiepaIbHBIX OpraHax HMCIIOJIHUTENbHON BJIAacTH,
yrBepxkacHHbIE [locTanoBneHneM IIpasurensctBa PO ot 15 urons 2009 r. Ne477.
4. Metonnueckue pEKOMEHTall1 no pa3zpaboTke WHCTPYKIUI o

JIEIIONPOU3BOJACTBY B (peiepalibHbIX OpraHax HCIOJHUTEIbHON BIIACTH, YTBEPXKICHBI
[Tpukazom Pocapxusa ot 23 nexadpst 2009 r. Ne 76.
Jlnia 3anomHeHUsT TaOIUIBl UCTIONB3YyiTe 0a3bl JaHHBIX, HH(POPMAIIMOHHO-CIIPABOYHBIE U

ITOMCKOBBIC CUCTEMBI:

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

http://www.termika.ru/

Tect Kk pazaeay 2 (2 kypce) /

Bompoc 1

Tekct Bompoca

Kakoli HOpMaTUBHBIN MPAaBOBOM aKT perjiiaMeHTUpYyeT u300paxeHue [ ocymapcTBEHHOTro

rep6a PO Ha 6raHKaxX JOKYMEHTOB:

Bribepute oauH OTBET:

a. @enepanbHblii KOHCTUTYLIMOHHBIN 3aKOH
b. Koncrutyuus PO

c. ITocranosnenue IlpaBurenscrea PO

d. Ykas3 [Ipesunenta PO

Bompoc 2
TekcT Bompoca
Ha kakom OmaHke MOXeT OBITH pa3MelieHO Hu300paxeHue [ ocymapcTBeHHOro repda

Poccuiickoii deneparyii B 0OTHOIBETHOM BapuaHTe 0€3 TrepaabIudecKOro IUTa:

Bribepure ouH OTBET:


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

a. ['enepanbHoii npokyparypsl Poccuniickoit denepanuu
b. opranos, opranuzanuii u yupexaennit npu [Ipesunenre Poccuiickoit deneparm
¢. enepabHBIX OPTaHOB UCIIOIHUTEIBHOMN BIACTH
d. Anmunauctpanuu [Ipesunenra Poccuiickoit deneparnm
Bompoc 3
TekcT Bompoca
Ha xakux 6mankax momerniaercsi repd MOCKBBI B MHOTOI[BETHOM BapHaHTe:
Bribepute oauH oTBeT:!
a. KoHTponpHO-cueTHOM nanatsbl MOCKBBI
b. IpaBOBBIX aKTOB WHBIX OPraHOB HCIOJHUTENBHOM BiacTu ropoia MOCKBBI U UX
JIOJIKHOCTHBIX JINIL
¢. MOCKOBCKO# TOPOJICKOM H30MpaTeIbHONH KOMUCCHHT
d. pemenuii YcraBHoro cyna ropojga MocKBbI
Bonpoc 4
Tekct Bompoca
Kakoli HOpMAaTHBHBIH aKT yCTaHABIMBAeT TPEeOOBaHHUS K pPa3MEIIEHUI0 5MOJIEeMBbl,
TOBApHOTO 3HaKa (3HaKa 00CTy)KUBaHUs) HAa OJIAHKaX OpraHH3AIIH:
Bribepute oauH OTBET:
a. yUpeaUTeIbHbIe JOKYMEHThI OpraHu3aluu
b. dpeaepanbHbIi 3aKOH
¢. nocranosiyieHue IIpasurenscrea PO
d. rocynapcTBeHHBIN CTaHAAPT
Bomnpoc 5
TexkcT Bompoca
DOMbnemy u ToBapHsIii 3HaKk HE Boctipon3BoasT Ha OaHKe, €CITM Ha HEM MTOMENIeH (-a):
Bribepute oauH OTBET:
a. OTTUCK TepOOBOI MeyaTu
b. moanuce
c. l'ocynapctBennsiit rep6 Poccuiickoit @enepanun
d. pe3omtonus
Bompoc 6
Tekct Bompoca
[Iponoikure BbICKa3biBaHue: «HamMeHOBaHHME OpraHu3anuy, SBISIOLICHCS aBTOPOM
JIOKYMEHTA, I0J>KHO COOTBETCTBOBATh HAMMEHOBAHUIO, 3aKPEINIEHHOMY ...»:
Boi6epuTe ouH OTBET:
a. B TOCY/IapCTBEHHOM CTaHJIapTe
b. B 3aKoHe
c. B OKIIO
d. B yupenuTenabHbIX TOKYMEHTAaX OpraHU3aluu
Bomnpoc 7
TekcT Bompoca
HaumenoBanus opranuzanuii u cyobekToB Poccuiickoit denepaiiny, MMEIOIMUX HAPSAY C
rocy1apcTBeHHbIM si3bikoM Poccuiickoit ®enepanuu  (pycCKUM) TOCYAapCTBEHHBIA SI3BIK
cyobekToB Poccuiickoit denepannu nevaTaror:
Bribepute oauH OTBET:
a. BCE BapUaHThI BEPHbI
b. Ha rocy1apcTBEHHOM s13bIKE PD
C. Ha s13bIKe cyObekTa PO
d. Ha BYX sI3bIKax (Ha rocyaapCTBEHHOM si3bike PD u Ha si3bIke cyObekTa PD)
Bompoc 8
TekcT Bompoca
Ha 6nankax kakux JOKyMEHTOB O(OPMIISIFOT CIIPaBOYHBIE JaHHBIE 00 OpraHU3aINH:
Bri6epute oquH OTBET:
a. yCTaBOB
b. ciry>)keOHBIX TTHCEM
C. IPUKAa30B



d. pacnopspkenuit
Bonpoc 9
TekcT Bompoca
Kakue »snemenTsl pekBusuta «CIpaBOYHbIE JaHHblE 00 OpraHu3alun» SBIAIOTCA
00s3aTeNbHBIMU:
BeiGepute oauH OTBET:
a. 0aHKOBCKME PEKBU3UTBHI, I0UYTOBBIN agpec
b. mouTOBHI anpec, HoMep TenedoHa
c. (hakc, HOMEp AIIEKTPOHHON MOYTHI, 0AHKOBCKUE PEKBU3HTHI
d. moutoBeIii aapec, HoMmep TenedoHa, HOMep (hakca, Teraekca, cUeTOB B OaHKe, aapec
ANEKTPOHHOM MOYThI
Bomnpoc 10
Tekct Bompoca
VKaXuTe NpaBUiIbHYIO IIOCIEA0BATEIBHOCTD JIEMEHTOB II0YTOBOIO aJipeca:
Bribepure oauH OTBET:
a. yJauIa, JIoM, HOMEp KBapTUpbI, Ha3BaHUE PecHnyOJIMKH, Kpas, 00JacTu, aBTOHOMHOI'O
OKpyTra HacCeJICHHBIN ITYHKT, paliOH, CTpaHa, IIOYTOBBIM UHIEKC
b. HOMEp KBapTUpbI, J0M, YyJIMIA, HAaceNEHHBI NYHKT, Ha3BaHUE paiioHa, Ha3BaHHE
pecyOauKy, Kpasi, 00J1acT, aBTOHOMHOTO OKpPYTa, CTPaHa, MOYTOBBIN HHIEKC
C. TIOYTOBBI MHJIEKC, HOMEp KBapTUpbl, Ha3BaHUE pecnyOlIMKH, Kpas, obiacTu,
ABTOHOMHOT'O OKpYI'a HaCEJICHHBIN ITyHKT, PaiiOH, CTpaHa, IIOYTOBBIA HHJIEKC
d. ynuua, 10mM, HOMep KBapTUPbI, HACEIECHHBIN IIYHKT, paiioH, Ha3BaHKUE PecIyOINKH, Kpas,
o0acT, aBTOHOMHOT'O OKpYTa, CTpaHa, MOYTOBBIM NHIEKC
Bomnpoc 11
TekcT Bompoca
Koz opranuzanuu npocTaBisoT 110:
Br16epute ouH OTBET:
a. OKBO/]
b. OKY I
c. OKATO
d. OKIIO
Bomnpoc 12
TekcT Bompoca
[Tpu m3roroBneHnu kakux 01ankoB oopmisiercs: pekBuzut «MTHH/KIIIT»?
Boi6epuTe ouH OTBET:
a. yIJI0BOro OJlaHKa MMCbMa OpraHU3aIUuH
b. nposiosibHOTO OJaHKa MMChbMa OpraHU3aluu
C. IPOAOJIBHOT0 OJaHKa MUChbMA JOJKHOCTHOTO JIMIA
d. Bce BapraHTbhI BEPHbI
Bomnpoc 13
TekcT Bompoca
VYkaxuTte NpaBUIbHBIA BapuaHT 0(OpMIIEHUS CIIPAaBOYHOM HH(OpMAIK 00 OpraHu3aIuu:
Bribepute oauH OTBET:
a.
OO6111ecTBO € OTpaHUYEHHOM
OTBETCTBEHHOCTBIO
"UCTOK"

yi1. Jlomapesa, 1. 2, r. Marautoropck, Yensounckast o6:1., 455097
Ten. (3519) 27-13-33; daxc (3519) 27-11-90;
e-mail: avto@avto.ru

OKTIO 2356447; OI'PH 1127776500001,
WMHH/KIIIT 0112220000/011777000

Ne




Ha Ne oT

b.
OO011ecTBO ¢ OTpaHUYEHHOM

OTBETCTBEHHOCTBIO
"MCTOK"

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

WMHH/KIIIT 0112220000/011777000;
OI'PH 1127776500001

Ne
Ha Ne OT
C.
O0111ecTBO ¢ OrpaHNUYEHHOM
OTBETCTBEHHOCTHIO

"MCTOK"

455097, r Marautoropck, YensiOunckas 0611., yn. Jlonapesa, 1. 2
Tem. 27-13-33; daxc 27-11-90;
e-mail: avto@avto.ru

OI'PH 1127776500001;
WHH/KIIIT 0112220000/011777000

Ne
Ha Ne oT
d.
OO011ecTBO ¢ OrpaHUYEHHON
OTBE€TCTBCHHOCTBIO

"MCTOK"

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

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

Ne
Ha Ne oT
Bompoc 14
TekcT Bompoca
Kon ¢hopmbl JOKyMEHTa MPOCTABIISIOT 1I0. ..
Bribepute oauH oTBeT:
a. OKY ][
b. 'CIOY
C. YUpPEIUTEIbHBIM IOKyMEHTaM OpraHU3aLuU
d. TOCT P 6.30-2003
Bompoc 15
TekcT Bompoca
Kakoit nabop mudp B komoBoMm ob6o3HaueHuu Gopmbl gokymeHnta 0720302 obGo3Hauaer
KJ1acc (hOpPMBI TOKYMEHTA!
Bribepure ouH OTBET:




a. 07
b. 302
c. 20
d. 203
Bompoc 16
TekcT Bompoca
[To wabopy mmdp B KomoBoMm oOo3HadeHwH ¢GopMbl gokymeHnta 0212000 wmoxHO
YCTaHOBUTH:
Bribepure ouH OTBET:
a. KJ1acc ¥ nmojkiacc popmbl JOKYMEHTa
b. Kmacc, MOAKIACC, PETUCTPALIIOHHBIN HOMEP (OPMBI TOKyMEHTa
C. TOJIBKO KJ1acC GOpPMBI JOKYMEHTa
d. TonpKO moaKIace GopMbI JOKYMEHTA
Bonpoc 17
Tekct Bompoca
Ha xakux ¢opmax npocrapisieTcst Ko (OpMbI TOKyMEHTa:
Bri6epute ouH OTBET:
a. Ha HeyHH(PHUIMPOBAHHBIX popMax
b. Ha Bcex OiaHKax
C. Ha BCEX JIOKyMEHTax
d. Ha yaudunmpoBanHbx Gopmax
Bomnpoc 18
TekcT Bompoca
Kakum NOKyMEHTOM MJOJKHO OBITH OINpEAeNeHO HAaUMEHOBAaHHME BHJA JOKYMEHTa Ha
JOKYMEHTe, u3lanHOM opranuszanueid, cornmacao ['OCT P 6.30-2003:
Bribepute oauH OTBET:
a. MHCTPYKIHMEH 110 AETOMPOU3BOICTBY
b. HOMEHKJIATYpO# e
C. ycTaBOM (II0JIO’KEHHUEM 00 OpraHMU3aIliH)
d. monoxkenuem o ciyxoe JJOY
Bompoc 19
Tekct Bompoca
KakomMy /MOKyMEHTY JMJOJDKHBI COOTBETCTBOBAaTh HAaWMEHOBAaHHS BHJOB JIOKYMEHTOB,
KOTOpBIE OpPTaHU3AIMsl BEIOUpAET AJis JOKYMEHTHPOBAHUS OpPraHU3allMOHHO-PACTIOPSIUTEIHHON
nesrenpHocTH, coritacao 'OCT P 6.30-2003:
BeiGepute oauH OTBET:
a. O0mepoccuiickoMy KiaccupukaTopy yrnpaBiieHueckoi qokymeHTaruu (kiaacc 0200000)
b. IlepeuHi0 THUIOBBIX YIPABIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOLIUXCS B
nporecce NeATeNbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAaMOYIPABICHHS WU
OpraHu3aIyii, ¢ yka3aHueM CPOKOB XpaHEHHS
c. l'ocynapcTBeHHOU crucTeMe JOKYMEHTAITMOHHOTO 00ECTICYCHUS YIIPaBICHUS
d. [IpaBuiam genonpon3BoACTBa B (peepaabHBIX OpraHax UCTOIHUTEIHLHON BIACTH
Bormpoc 20
Tekct Bompoca
Ha kakux nokymentax HE yka3biBaeTcsi HaUMEHOBAaHME BUJIa TOKYMEHTA!
Bribepure o1H OTBET:
a. IOJDKHOCTHOM MHCTPYKIIUU
b. cnyxebHOoro muchma
C. CIIy’)K€OHOMU 3aIUCKH
d. cnpaBku
Bompoc 21
Tekct Bompoca
Kem POCTABIISIETCS nata JIOKyMEHTa Ha OO0JIBIINHCTBE
OpTraHU3aIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB:
Bri6epute oguH OTBET:
a. BCE BapUaAHThI BEPHBI



b. cmyx00if MTOKyMEHTAIMOHHOTO OOECIICUCHHs YIPABJICHUS WU CEKpeTapeM Ipu
pErucTpaluy JOKyMEHTa
C. COCTaBUTEJIEM IPHU MOATOTOBKE JOKYMEHTa
d. TOMKHOCTHBIM JIMIIOM, MOJIUCHIBAIOIIUM JOKYMEHT
Bompoc 22
TekcT Bompoca
Ha xakux nOKyMeHTax JaTy JOKyMeHTa opOpMIISIET CeKpeTaph:
Bribepute oguH oTBeT:
a. Ha [IpUKa3ax
b. Ha JeNOBBIX MUChMaX
C. Ha CIIpaBKax
d. Ha Bcex JOKyMeHTax
Bompoc 23
TekcT Bompoca
Kakue cioco6s1 opopmienus aatel cooTBeTcTBYIOT TpeboBanusm 'OCT P 6.30-2003:
1. 09.03.13;
2.09 mapra 2013 1.;
3. 09 maprta 2013 rona;
4.09.03.2013 r.;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
Bri6epute ouH OTBET:
a. BCE BapUaHThI, KpoMe 3
b. Bce BapuaHThI, KpoMe 5
c.1,4,7
d.2,6,7
Bomnpoc 24
TekcT Bompoca
[Ipn moaroroBke NOKyMEHTa K IMOINUCAHUIO B PEeKBU3UTE «Jlara AOKymeHTa» 3apaHee
MeYaTaroT:
Bribepute oauH OTBET:
a. YUCII0, MECSIIL, TOJ
b. yncino
C. Mecs1l
d. rox
Bompoc 25
Tekct Bompoca
Kaxkoe Bricka3zbiBanue sBisiercss HEBEPHBIM:
Bribepute oauH OTBET:
a. Jlata u perucTpallMOHHBIN HOMEp AOKYMEHTa 0(hOpMIISIOTCS HE Ha BCeX OJlaHKax
b. PexBusutsl «/lata mokymeHTa» u «PerucrpalioHHbI HOMEp TOKYMEHTay» SBISIOTCS
JaHHBIMU O PEruCTpali JOKYMEHTa U TMO3TOMY SBIISIOTCS J0KAa3aTeNbCTBOM CYIIECTBOBAHUS
JIOKYMEHTa ¥ BKJIIOYEHHEM €ro B JOKYMEHTAIbHBIN (OH]T OpraHU3aIuu
c. PexBusutsl «Jlata gokyMeHTay u «PerucTtpallMOHHBIA HOMEp JOKYMEHTa»
0(OPMIISIFOTCS] Ha OTHOM YPOBHE 10 OTHOIIEHUIO APYT K APYTY
d. O6a pexBusura — «Jlara mokymeHTa» u «PerucTpaniOHHBIH HOMEp TOKYMEHTa» —
BBITIOJHSIOT FOPUINYECKYI0 (YHKIIMIO, a TaKXKe BBHIMOIHSIIOT MOUCKOBYIO (DYHKIIMIO, TaK Kak
MO3BOJISIIOT OPraHU3allui BECTH HH()OPMALIMOHHO-CIIPABOYHYIO paboTy
Bompoc 26
TekcT Bompoca
Kakolii a1eMeHT perucTpalmOHHOTO HOMepa IOKYMEHTA SIBIISETCS 0053aTeIbHBIM:
Bri6epute oquH OTBET:
a. nH(pOpMaIHs O KOPPECTIOHICHTE
b. MOpsAIKOBBI HOMED
C. MHJCKC JieJia 10 HOMEHKJIaType Ael



d. uadopmanus 06 UCTIOTHUTENSIX
Bomnpoc 27
TekcT Bompoca
Urto o003HauaeT yncio 45 B perucTpallmiOHHOM HOMepe, uMmetoieM ooo3HaueHnue Ne 45/1-5:
Bribepure oauH OTBET:

a. KOJl moJipa3iesieHust

b. HOMep JeT IO HOMEHKIIAType Jel

C. IOPSIIKOBBIN HOMED T10 JKypHAaJy PerucTpaluu

d. ko1 KoppecmoHIeHTa

Bomnpoc 28

Tekct Bompoca

VYkaxure BEPHOE Bbicka3biBaHue:
Bribepure oauH OTBET:

a. Ha Gnanke nucbMa mpocTaBisieTcsl OrpaHU4MTEIbHAs OTMETKa AJis pekBu3nuTa «Cchlika
Ha PETUCTPAIlMOHHBIE HOMEp M JaTy JOKYMEHTa» CIEAYIOUMM 00pa3oM: « oT

»

b. PexBm3ut «CchUIKa Ha JaTy U PETUCTPAIMOHHBIA HOMEp JOKYMEHTA» 3aIOJHSACTCS B
MPEUMYIIECTBEHHO B MHUChMax-oTBeTaxX. CBeleHUs] B PEKBU3UT MEPEHOCATCS C MOCTYMUBIIETO
JIOKyMEHTa

c. Ceenenus B pekBuszute «CChUIKa Ha PETUCTPALMOHHBIA HOMEp U JATy JOKYMEHTa»
[IPUCBaMBAIOTCS OPraHU3alUEN-aBTOPOM OTBETHOTO MHChMa

d. Ykazanue maHHBIX O MOCTYNHBIIEM MUChME Ha ONaHKe MUChbMa B BHUJE OTIEIHHOIO
CCBUIKM Ha PETUCTPAIlMOHHBI HOMEp W JaTy JOKYMEHTa He HCKIII0YaeT HEOO0XOAWMOCTH
CCBIJIAThCS HA HUX B TEKCTE OTBET "HOT'O NMHChMa: B HaYasle TeKCTa MMChMa BCEra CiIeayeT MucaTh
«Ha Bam Ne ... ot ...»

Bomnpoc 29

Tekct Bompoca

Kaxkas xapakrepuctuka HE COOTBETCTBVYET pekBusury «Mecto cocTaBieHUs WU
U3JIaHUS TOKYMEHTa:

Bribepute oauH OTBET:

a. Jlanublii pexkBU3UT OGOPMIISIOT Ha OOIMIMX OJlaHKaX M OJIaHKaX KOHKPETHBIX BHUIOB
JIOKYMEHTOB, €CJIM €r0 OMPEIeNIEHNE 3aTPYAHEHO M0 peKBU3UTY «HauMeHoBaHMe opraHu3anum»

b. Ilpu ykazaHuM HaceleHHBIX MECT B JIaHHOM PEKBU3UTE HEOOXOJUMO MCIIOJIb30BaTh
o0IIenpUHAThIE COKpalieHus, oTpaxxeHHble B OKATO

c. JlanHbIi peKBU3UT HE OPOPMIISIOT HA OOJIBIIMHCTBE MCXOJAIIEH TOKYMEHTAIMHU, TaK
MECTO U3JIaHUS JOJKHO OBITh OTPaXKEHO B PEKBU3UTE «CIIPABOUHBIE TaHHBIE 00 OpraHU3aIuN

d. JlaHHBIA PEKBU3UT MOMOTAET WIACHTU(UIMPOBATH aBTOpPa JOKYMEHTA, MO3TOMY €ro
o(OpMIISIFOT Ha BcexX OJaHKax

Bompoc 30

Tekct Bompoca

VYkaxxuTe HeBepHOE HallucaHue peKBU3UTa «MecTo COCTaBIIEHUS UITU U3/IaHUS TOKYMEHTa»:
Bri6epuTe ouH OTBET:

a. Mocksa

b. MarauToropck

c. Cankr-IletepOypr

d. cr-1a benokamenHnas

Bomnpoc 31

Tekct Bompoca

B kakoMm majieske yka3bIBalOT JOKHOCTD JIMIA B PEKBU3UTE «ApecaTy:
Bri6epuTe ouH OTBET:

a. B pOJIUTEIHHOM

b. B 1aTeNbHOM

C. B IMEHUTEIHHOM

d. B mpenoxxHOM

Bomnpoc 32
TekcT Bompoca




B kakom mazaexe yKa3bIBalOT HAMMEHOBAaHUWE OpPraHU3allid U €€ CTPYKTYPHOIO
MOJIpa3/ielieHusl B PEKBU3UTE «AIpecary:
Bribepure ouH OTBET:
a. B IPEJIOKHOM
b. B IMEHUTETHFHOM
C. B pOJIUTEIHHOM
d. B narensHOM
Bomnpoc 33
TekcT Bompoca
VYxkaxxure HEBEPHOE Bbicka3biBaHuE:
Bribepure oauH OTBET:
a. [Ipu ampecoBanum noKymMeHTa (PU3MUECKOMY JIMIy CHayala yKa3bIBalOT (GaMUWIHIO U
WHULIAAJIBI IOJTy4YaTessi, 3aTeM MOYTOBBIN aapec
b. [Ipu agpecoBaHnM JOKyMEHTa B OpraHU3allMI0 CHaYala yKa3bIBalOT €€ OYTOBBIN ajipec,
3aTeM €€ HAaMMEHOBaHUE
c. Ecnu noxkymMeHT OTHpaBisioT B HECKOJIBKO OJTHOPOAHBIX OpraHU3aluil WK B HECKOJIBKO
CTPYKTYPHBIX MOJAPa3JCIICHUH OHOW OpTraHW3allid, TO WX CIEAYyeT yKa3blBaTh OOOOIICHHO,
Hanpumep: PykoBogutensm ¢pununanoB OO0 «JloMocTpoii»
d. B cocraB pekBusuTa «Ampecar» IOYTOBBIM ajpec HE SBISICTCS 00s3aTeIbHBIM
3JIEMEHTOM, OH O(hOPMIISIETCS IO YCMOTPEHUIO OpPraHU3aluu-aBTOpa JOKyMEHTa
Bompoc 34
TexkcT Bompoca
Ha xakux nokymenrax HE odopmisieTcst pekBu3uT «Azpecary:
Bribepute oauH OTBET:
a. TUCBMO
b. cnyxebHas, JokiIagHas U 0ObSICHUTEIbHAS 3AIHCKU
C. IOJDKHOCTHASI UHCTPYKIIUS
d. cripaBka
Bompoc 35
Tekct Bompoca
VkaxuTe TMNpaBWIbHBIN BapuaHT OQOPMIICHUS pPEKBU3UTAa «AJzpecaT» B IHUCHME,
HaIlpaBJIsieMOM B OpraHU3aIUIO:
Boi6epuTe ouH OTBET:
a.
['enepanbHOMY AUPEKTOPY
OAOQO "Crpoiipecypc"

Mocksa, yn. XKuonuchas, 24,
255678

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

Mockaga, yi. )KuBonucnas, 24, 255678
C.

255678, Mockaa,

yi1. )KuBonucHas, 24

['enepanibHOMY OUPEKTODPY
OAOQ "Crpoiipecypc"
C.C. KananiHukoBy

d.
['enepanbHOMY AUPEKTOPY
OAO "Crpoiipecypc"
C.C. KananiHukoBy



yi. JKuBonucHas, 24,
Mocksa, 255678
Bomnpoc 36
€KCT BoIpoca
Kakoli peKBH3UT HMMEET CIENYIOIIYI0 XapaKTepUCTHKY: «Ero cocTaBHBIE 4acTH MOTYT
BKJIIOUaTh: HAUMEHOBAHUE YUYPEKICHMs, OpraHu3allid; HAaUMEHOBAaHUE CTPYKTYpPHOIO
HOJpa3/IeNIeHus]; yKa3aHue JOJDKHOCTH MoJTydyaTess; MHUIUAaIbl, (haMUIINIO; IIOYTOBBIN ajpec:
Bribepure ouH OTBET:
a. pe30IIIoLMs
b. rpud cormacoBanus
C. CIIPaBOYHBIE JaHHbIE 00 OpraHu3aluu
d. agpecar
Bonpoc 37
Tekct Bompoca
Kakoll pekBU3UT BKJIIOYAET CIEAYIOIINE 3JEMEHThI: (haMUINU, HHULIUAJIBI UCIIOJHUTENICH;
coJiepyKaHue OPYUYEHHS; CPOK UCIIOJHEHUS; TIOJIUCh; 1aTy:
BeiGepute oauH OTBET:
a. pe30JIIOIHS
b. rpu¢ cormacoBaHus
C. rpu¢ yTBEpKACHUS
d. Texcr
Bompoc 38
TexkcT Bompoca
VYkakuTe BEpHbI BapuaHT 0(pOpMIIEHUS PE30TIOLUN PYKOBOIUTEIIA:
BeiGepute oauH OTBET:
a.
ConosseBy UK.
[Tpoury noaAroToBUTH IJIaH pabOThI HA
BTOpOE nonyroaue k 28.12.2013.
IToanuce pykoBOOUTENS
10.12.2013
b.
Cksopuosy . A.
IIpoury paccMOTpETS.
[Tonnuce pykoBoaUTENS
10.12.2013
C.
B npukas
[Tonnuce pykoBoaUTENS
12.12.2013
d.
Bcem npuHATH yyacTue.
[Tonnuce pykoBoauTENS
12.12.2012
Bomnpoc 39
TekcT Bompoca
Kakoii pexBuzut HE oTpaxkaet 3Tarsl paboThl HaJ MOPYyYCHUEM:
Bribepute oauH OTBET:
a. pe30JIIOLUS
b. BU3a coryiacoBaHus
C. OTMETKA O KOHTPOJIE
d. oTMeTKa 00 NCIIOJTHEHUH TOKYMEHTA U HAIIPABJICHUH €T0 B JIEJI0
Bomnpoc 40
TekcT Bompoca
VYKakuTe BEpHOE BBICKA3bIBAHUE!



Bribepure ouH OTBET:
a. OTMeTKa 0 KOHTpOJe MPOCTAaBIsIeTCA B 3aKIIOYUTEILHOM YacTU TEKCTa TIOKyMEHTa B
BUJC KIMIIUPOBAaHHOM (pas3sl «KOHTPOIb HCHONHEHUS BO3JIOXKHTH HA...» Win «KOHTpoib
MCIIOJTHEHUS OCTABJISIIO 32 CO00I»
b. Hanmuume oTMeTKH, B TEpBYIO OuYepelb, IUCHHUIUIMHUPYET PYKOBOAMTENS U
JEJIONPOU3BOIUTENS, KOTOPbIE 3aMHTEPECOBAHBI B UCIIOJHEHUH TIOKYMEHTa
c. OTMeTKy O KOHTpoJie O(QOPMIISIFOT OJHUM M3 CHoco00B: OykBoi «K», cioBoM win
mraminoM «KoHTposb» U pa3MelaeTcsl B IpaBOM BEPXHEM YTy CIIy>KEOHOTO MOJIsl TOKYyMEHTa
d. OT™MeTKa 0 KOHTPOJIE IPOCTABIISETCS UCIIOTHUTEIEM JOKYMEHTA
Bomnpoc 41
Tekct Bompoca
Kakoii pexkBU3UT oopMIiIsieTcsl MOCIETHUM TIepe]] TeM, KaK JOKYMEHT OyAeT OTIpaBiieH Ha
XpaHEHUE:
Bribepute oauH oTBeET:
a. OTMETKa 00 MCIIOJHEHUH JOKYMEHTA M HAIPaBJICHUU €T0 B JeJI0
b. OTMeTKa 0 MOCTYIJIEHUH JOKYMEHTa B OPraHU3aLUIo
C. rpu¢ yTBEpKACHUS
d. oTmMeTKa 00 HUCTIOIHUTEINE
Bompoc 42
TexkcT Bompoca
Kakas popmynupoBka 3arojoBka K TEKCTY SIBISETCS BEpHOH (B CKOOKax 00O3HAYCH BUJ
JIOKYMEHTa, K KOTOPOMY COPMYTUPOBAH 3ar0JIOBOK):
Bri6epute ouH OTBET:
a. (AOI'OBOP) nyst mocTaBoK TOBapoB
b. (ITPMKA3) O6 yTBep>A€HUU HHCTPYKIHH IO JIEJIOTPOU3BOICTBY
c. (IOJDKHOCTHAS MHCTPYKIM ) rnaBHOMY Oyxranrepy
d. (ITpuka3) O H.K. [Terpose
Bomnpoc 43
TekcT Bompoca
B kakux cinydasx oopMiIeHHe 3ar0JIOBKa K TEKCTY SBISETCS 0053aTEIbHBIM:
Boi6epute ouH OTBET:
a. Ha OpraHu3alMOHHO-PACIOPSIUTEILHOM JOKYMEHTe Gpopmara A4
b. 3arojJoBOK K TEKCTy JOKEH OQopMisATbCs Ha BceXx 0e3 HCKIIOYEHHUS
OpraHU3alMOHHO-PACHIOPSAUTENBHBIX TOKYMEHTaX
C. Ha JOKYMEHTaX, TeKCT KOTOPBIX HE MPEBBILIAET 3-5 CTPOK
d. Ha opraHM3alMOHHO-PACTIOPATUTEIHLHOM TOKyMeHTe (opmaTa AS
Bompoc 44
Tekct Bompoca
['MaBHBIM PEKBU3UTOM JOKYMEHTA SIBIISICTCS:
BeiGepute oauH OTBET:
a. evyaTh
b. moamuch
c. 1ata
d. Texcr
Bomnpoc 45
Tekct Bompoca
B kakom Buze BO3MOXKHO OQOpPMIIEHHE TEKCTa OpraHU3alMOHHO-PACTIOPSIUTEIHHOTO
JOKYMEHTA:
Bribepute oauH OTBET:
a. B BUJIC WILTIOCTPALNiA
b. B BUJIe COETUHEHUS AaHKETHI, TAOIHIIbI, CBI3HOTO TEKCTA
C. B BUJIE YepTeKeN
d. B BuE GoronzoOpakeHuit
Bomnpoc 46
TekcT Bompoca
Kakyro naopmaruio momemaoT Bo BTOPOH (3aKIIOYUTEIHHOMN ) YaCTH TEKCTa TOKyMEHTA:



Bribepure ouH OTBET:
a. IPOCHOBI
b. ocHOBaHUSA
C. IPUYUHBI
d. nenmu
Bonpoc 47
Tekct Bompoca
Kaxkyro nndopmanuto HE nmomemniaror B mepBoi 4acTu TEKCTa JOKYMEHTA:
Bribepure ouH OTBET:
a. pelIeHus
b. mpUYUHBI
C. IPEJIOKEHUS
d. pexomenanuu
Bomnpoc 48
Tekct Bompoca
Kaxkoe opopmienue ocHoBanus 1okyMeHTa cooTBeTcTBYET TpeboBanusm ['OCT P 30-2003
(B ckoOKax 0003HaUYEH KIIFOUEBOM TJIaroJl pacopsIUTEeIbHON YacTU JOKYMEHTA):
Bribepute oauH OTBeET:
a. Ha ocHoBanuu npukasa MunuctepctBa oopasoBanust 1 Hayku P® ot 15 suBapsa 2013
Nel5 «O nopsinke mpoBenenus arrectanuu By3oB» (IIPUKA3BIBALO)
b. B cBsi3u ¢ HE0OX0AMMOCTHIO HCTOMHUTD Npuka3 MuHKcTepcTBa ([IPUKA3BIBALO)
c. Bo ucnonnenune npukaza OAO «MMK» Ne 45 «O nopsiike 3akiatoyeHUs: JOrOBOPOB
(ITPEJIATAIO)
d. C uenmio ucCnomHeHUs NpHUKa3za pPEeKTopa 00 YKPEIUICHHH TPYAOBON AMCIUILIMHBI
(ITPEJIATAIO)
Bomnpoc 49
Tekct Bompoca
B kakom nokymente Tekct HE m3nararoT oT mepBoro Jiviia e IMHCTBEHHOTO YKCIa:
Bri6epuTe ouH OTBET:
a. B IPOTOKOJIE
b. B mpukaze
C. B 3asBJICHUU
d. B muceme
Bomnpoc 50
TekcT Bompoca
VYkaxure BepHOEe 0POPMIICHHE OTMETKH O HAJTMUUU MPUIIOKEHHS B TUChME:
Boi6epuTe ouH OTBET:
a. [Ipunoxenue: Ha 3 1. B 1 3K3.
b. [Ipunoxenue: He UMeETCS.
c. [Ipunoxenue: no Tekcty Ha 3 1. B 1 9K3.
d. IIpunoxxenwne: ynomsinyToe Ha 3 JI. B 1 2K3.
Bompoc 51
TekcT Bompoca
Bribepure npaBuiIbHBIN BapuaHT 0QOPMIICHHS TIOANMKUCH B PACHIOPSIIUTEILHOM TOKYMEHTE
opraHu3aiuu (puKase, pacropsKEHUH):
Bribepure o1H OTBET:
a.
I'enepanbHbBIN TUPEKTOP
000 «Kommnacy [Toanuce
ML.II. bensikos
12.12.2013
b.
['enepanbHbId TUPEKTOP [Moanucs
ML.II. bensikos
C.
I'eHepanbHBI  JUPEKTOP ITognuce



ML.II. bensikos
12.12.2013
d.
['enepanbHbBIN TUPEKTOP
000 «Kommnacy [Moanuce
M.II. bensikos
Bompoc 52
TekcT Bompoca
Ecnn 3aMecTuTens pyKOBOAMUTENS OPraHM3allMKd MMEET IPAaBO IOJIUCHIBATH JOKYMEHTHI
BMECTO PYKOBOJIMTENSI B Cllydae €ro BPEeMEHHOIO OTCYTCTBHSI, KaK JOJDKHA ObITh odopmiieHa
HOJIHUCH!
Bribepute oauH oTBeET:
a.
Bp. u.0. reHepasbHOTO AMPEKTOpa Ucaes
O.H. Ucaes
b.
N.0. reHepasibHOTO AUpPEKTOpA Hcaes
O.H. Hcaes
C.
3aM. TEeHEepalbHOIO JAUPEKTOpa Ucaes
O.H. Ucaes
d.
/TeHepanbHBI  JUPEKTOP Ucaer
JL.U. CaBenbeB
Bompoc 53
TexkcT Bompoca
Kak pomxHa ObITH OpopmileHA MOANMCH, €CIM KOMMEPYECKHI TUPEKTOP HAaXOIUTCS B
OTIIyCKE, a WCIOJHEHHE €ero OO0S3aHHOCTeW NPHUKA30M BO3JOXKEHO Ha 3aMECTHUTENs
KOMMEPUYECKOT0 IUPEKTOpa:
BeiOepute oauH OTBET:
a.
Kommepuecknii  TupekTop Edpemos
H.P. PsaszanoB
b.
/ Kommepueckuili TUPEKTOP Edpemon
E.Jl. Ebpemos
C.
MN.0. KOMMEpUYECKOro JIHUpEKTOpa Edpemosn
E.Jl. Eppemon
d.
3aM. KOMMEpPUYECKOIro JTUPEKTOpa Edpemon
E.Jl. Ebpemos
Bonpoc 54
Tekct Bompoca
Ha xakom nokymente He opopmitsitoT rpud yreepxkaenus. Kakoit nokyment HE nognexur
YTBEPKACHUIO:

Bri6epuTe ouH OTBET:
a. Ha 3asBJICHUH
b. Ha akTe
C. HAa MTHCTPYKITHH
d. Ha ycTaBe opraHu3anun
Bomnpoc 55
TekcT Bompoca
Kakne w3 mnepeuncnenubix nokymeHToB HE ynocTroBepsroTcss OTTHCKOM —TedaTH
OpraHu3aIuu:



Bribepure ouH OTBET:
a. JIOTOBOPBI
b. cipaBkH
C. TapaHTUHHbBIC THChMA
d. mpukazbl
Bonpoc 56
Tekct Bompoca
Kakoli pekBU3UT OTpaxkaeT BHEIIHEE COTJIAaCOBAHHUE JJOKYMEHTA!
Bribepure ouH OTBET:
a. BU3a O3HAKOMJICHUS
b. BU3a corylacoBaHus
C. rpud yTBEp>KICHUS
d. rpud cormacoBanus
Bonpoc 57
Tekct Bompoca
KakoMy pexkBU3UTY COOTBETCTBYET CIIEAyIOIlas XapakTEepUCTUKA: «ITOT PEKBU3UT
BKJTIOYAaeT HAMMEHOBAHHE JOJDKHOCTH, TIOJIHCh, PACIIU(PPOBKY NOIIUCH (MHUIHAIBI, (PaMHITHIO)
U 1aTy»:
Bri6epute ouH OTBET:
a. PE30ITIOIHS
b. BU3a corylacoBaHus
C. OTMETKA O 3aBEPEHUU KOMHHU
d. moamuck
Bomnpoc 58
TekcT Bompoca
Ha kakom »sK3eMiuisipe AETOBOrO MHUChbMa, MOJATOTOBJICHHOM Ui OTIIPaBKU aJpecary,
IPOCTABIISIOTCS BU3BI:
Bribepute oauH OTBET:
a. Ha IMCbMaXxX BHU3bI HE 0(hOPMIISIOT
b. Ha NOJUIMHHUKE, OTIpPABIsAEMOM ajpecaTy, MU Ha KOMNMH, IOMELIaeMOil B €0
OpraHu3aIH
C. Ha MOAJIMHHMKE, OTIIPABIISIEMOM aJpecaTy
d. Ha KOTIMH, TTOMENIaeMOi B JI€TI0 OPTaHU3AIIH
Bomnpoc 59
TekcT Bompoca
Ecnu 10/KHOCTHOE JIMIIO HE COIIACHO € TEKCTOM JIOKYMEHTa, MMEET JIM OHO IpaBo
0TKa3aTbCsi OT 0(hpOPMIICHHUS COTIIACOBAHUS:
BeiGepute oauH OTBET:
a. la, umeer mpaBo, Tak Kak W BHEIIHEE, U BHYTPEHHEE COTIACOBaHHME O(DOPMIISIOTCS
TOJIBKO B CJIy4ae COIJIacHsl ¢ TEKCTOM JIOKyMEHTa
b. [la, umeeT npaBo, eciu 3TO Tpud CoriacoBaHUs
c. [la, umeer npaBo, €Clid 3TO BU3a COTIACOBAHUS
d. Her, He mMeeT mpaBo, Tak Kak W BHEIIHEE, W BHYTPEHHE COTIACOBAaHHE TPEOYIOT
00513aTeJIbHOTO COTJIACUs
Bomnpoc 60
Tekct Bompoca
KakomMy pEKBH3UTY COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTHKA: « OTOT PEKBU3UT
BKJIIOYAET 3aBEPUTENbHYIO Haamuch: "BepHO"; MODKHOCTD JHIA; JIMYHYIO IIOAIKUCH;
pacminpoBKy MOANKUCH (MHUIHAIBI, (DaMUIIHIO); 1aTy»:
Bribepure ouH OTBET:
a. OTMeTKa 00 MCITOJTHEHUH JOKYMEHTA M HAIPaBJICHUH €T0 B JEJI0
b. oTMeTKa 0 3aBEpPEHUH KOIUH JIOKYMEHTa
C. PE30ITIOIHS
d. moamuck
Bomnpoc 61
TekcT Bompoca



Vxaxure BapuaHT odopmieHus OoTMeTKH 00 ucrnonHutene, ycraHoBieHHelii ['OCT P
6.30-2003:
Bribepure ouH OTBET:
a.
O.I'. IlectpsikoBa
223475
b.
[TectpsikoBa Ounbra ['eHHagbEeBHA
Ten. 22-34-75
C.
HUcn. IlectpsikoBa Oubra I'eHHagbeBHA
22-34-75
d.
ITectpsikoBa O.I'.
22-34-75
Bonpoc 62
TekcT Bompoca
Kakomy (-uM) pekBU3UTY (-aM) COOTBETCTBYET CIIEAYIOIIAs XapaKTEPUCTUKA: «...COACPHKHT
OUYEepPETHOH MOPSAIKOBBIN HOMED U AaTy (MPH HEOOXOAMMOCTH — YaChl U MUHYTHI); TIPOCTABJISIIOT B
IPaBOM HUKHEM Y1y JIMIIEBOM CTOPOHBI IEPBOIO JINCTA JOKYMEHTA WIIK Ha €ro 000poTe:
Bri6epute ouH OTBET:
a. OTMETKA O MOCTYIUIEHUH JOKYMEHTa B OPTaHU3aLHIO
b. naeHTUPUKATOP PIMEKTPOHHON KOIMHU JOKYMEHTA
C. CChUIKA HAa PETUCTPALIMOHHBINA HOMEDP U 1aTy JOKYMEHTa
d. perucTpalnOHHBII HOMEp U AaTa TOKyMEHTa
Bomnpoc 63
Tekct Bompoca
Kakoli peKBU3HUT UCIIOIB3YETCS VISl YAOCTOBEPEHHUS MEKTPOHHOIO JOKYMEHTA!
Bri6epuTe ouH OTBET:
a. pErUCTPaIMOHHBII HOMEDP JOKYMEHTa
b. anexTpoHHas HUPpoBas NOAIUCH
C. UIEHTU(UKATOP IEKTPOHHONU KOMMU JOKYMEHTA
d. Koz popmbl TOKyMeHTa

[TpakTiueckoe 3ananue 4
1.0Onupasice Ha GOpMyIsp MONOKEHUS O CTPYKTYPHOM TMOAPA3JEICHUU, MPOIOIDKUTE
BBICKA3bIBAHUS, 3AIIOJTHUB MTPOITYCKHU:

[TonoxeHue o CTpyKTYpHOM MOAPA3IAECICHHUU:

A) pa3pabartbiBaeT ;

b) moanuceiBaeT ;

B) nomxHO OBITH COTTIACOBAHO C ;

I') yrBepxnaer ;

J1) BBOAUTCS B ACCTBUE ;

E) moanexwur nepecMoTpy npu

2. Ompenenute, K KaKOMy OpPraHU3allMOHHOMY JOKYMEHTY OTHOCSTCS IMpeajaraeMbie
dbparmeHTsl JoOKyMeHTOB. CBOM OTBET OOOCHYHTE.

TEKCT 1:

1 ®upMeHHOE HAaMMEHOBAaHNE U MECTOHAXOK/IeHHE 00IIeCTBa

1.1.TlomapIM  (UpMEHHBIM HaUMEHOBaHHMEM oOmecTBa siBiseTcs: OOmecTBo ¢
orpannyeHHO oTBeTcTBeHHOCThIO «HOTA». Coxkpamennoe ¢upMeHHOe HaMMEHOBaHWE
obmectBa — OO0 «HOTAW».

1.2.MecTonaxoxaeHue oOmecTBa (MOYTOBBIA ajapec): MomoaexHsid mpocm., 15, T.
KpacHosipck-45,630091, Poccuiickas ®enepanus.

TEKCT 2:



OO01mue nooxKeHus

1.1.Cekperapb-pedepeHT OTHOCHTCS K KaT€rOpUH  CHCIHAIMCTOB  MPEINPHUSATHSA,
MPUHUMAETCS U YBOJIBHSIETCS TUPEKTOPOM.

1.2.0cHOBHBIMU  3aJladaMu  ceKpeTapsi-pedepeHTa SBISETCS OpPraHU3allMOHHOE W
JIOKYMEHTAIMOHHOE O0EeCTICUeHUE YITPABICHYECKOH IeATeTHhHOCTH.

TEKCT 3:

1.1. DnekTponpoBojKa B YUEOHBIX TOMEUICHHSIX [OJDKHA HAXOAUTHCA B HCIPABHOM
coctossHuU. CONPOTUBJICHUE H3OJALUUA TPOBOIOBAOKHO TEPUOJUYECKH 3aMepAThCS, IMPU
HEO0OXOUMOCTH JOJDKEH IPOU3BOAUTHCS PEMOHT. 1.2. 3ampemaercss MpUMEHATh AJIs 3allUThl
JJIEKTPOCETe BMECTO AaBTOMATHYECKHX NPEJOXpPAHUTEIeH U IJIaBKUX BCTABOK 3alIUTY
KYCTapHOTO MU3TOTOBIICHUS (OKYUKH).

TEKCT 4:

1.1.MHCTpYyKTOp MEPBOM KAaTErOpUH OT/AeJa KaJApOB, OPraHU3alMOHHO-MAcCOBOM pabOThI U
KOHTPOJISI OTHOCUTCS K KATETOPUH CIICIIHATUCTOB.

1.2.Ha 10/mKHOCTh MHCTPYKTOpPA MEPBOI KaTETOPUH Ha3HAYAETCS JINI0, UMEIOIIEe BBICIIICE
npodeccuoHansHoe 00pazoBaHue, 0e3 MpeabsBIeHU TPEOOBAHUN K CTaXy paOOTHI.

1.3.Ha3HaueHue Ha JOJKHOCTh MHCTPYKTOpA MEPBOIl KaTErOpuu U OCBOOOXKAECHHUE OT HEe
MPOU3BOJIUTCS TOCTAHOBJICHHEM (PaCIIOPsHKCHUEM) COBETA WIIM TIPABJICHUSI.

TEKCT 5:

1. O0u1re noaoXKeHUs

l.1.JIuteparypHast npemusi «Pycckas ¢aHTacTHKa» (Hajee MO TEKCTy — MPeMHUs)
HOPUCYKAAETCST €XKEroJHO 3a JIydllee (PaHTACTUYECKOE IPOU3BEICHHE KPYHHOH (HopMBl,
OIYOJIMKOBAHHOE B O]y, MPEALIECTBYIOIEM IPUCYKICHUIO TPEMUH.

1.2.B kxadecTBe IONMOJHUTEIbHBIX HOMHHAILMII Ha COMCKAaHUE NPEMHUH, HE 00s3aTeIbHO
MPUCYKIAEMBIX €XKET0JITHO, MOTYT TaK)Ke JOOaBISATHCSI HOMUHAIUM «3a JTyulliee (paHTaCTHUECKOe
npousBeieHue cpenHeil popmb», «3a mydinee (haHTaCTUYECKOE MPOU3BEICHUE MAJIOH (HOPMBD».

1.3.Yupenurensimu npemMun sBIsitoTcst cepep «Pycckas ¢daHTacTHKa» W MEPCOHAIBHO:
Anekcanap YnwsHoB, Jmutpuii Baronun, Bnang Qypaunkuii, Koncrantun I'pummz, Anexcanap
Cunoposuu.

1.4.Ilpemus npucyxxaaercss Ha OCHOBaHMM WUTOTOB TalHOTO JBYXTYpPOBOI'O TI'OJIOCOBAaHMS.
[lepBblii Typ TOJOCOBaHHMS MPOBOJUTCS B KOMIBIOTEPHBIX ceTAX VHTepHET (rojocyroT
nocetutenn cepBepa «Pycckas (aHTacTuka») M Ha MecTax (TOJIOCYIOT HOJIHCYUKU
9XOKOH(EepeHIINH, MOCBSIIEHHBIX (haHTacTuke). BTopolt Typ rosocoBaHusi MPOBOAUTCS Cpenu
penakTopoB cepBepa «Pycckas panTactuka» (cM. 1. 4.2). B 0c060 0roBOpeHHbIX HUXKE CIydasix
JIOITyCKAeTCs IPOBEICHHUE JTONOJHUTEIBHOIO Typa FOJIOCOBAHUS CPEIN YUPEAUTENEH IPEMHUH.

1.5.1Ipemust MOXKET IPUCYKIATHCS OJHOMY U TOMY K€ aBTOPY 3a pa3/INYHbIE IPOU3BEACHUS
He OoJiee ABYX pa3 B KAKJIOH U3 HOMUHAIIAMN.

1.6.Bpyuenue npeMun poru3BOAUTCS HA €XKEroHON KoH(pepeHIun « HTepnpeccKon.

[Tpu oTBeTE HA JaHHBIN BOMPOC, OPOPMUTE €T0 B BUJIE TAOTHIIBL:
Tekct u ero HOMEp Haumenosanune BUIA OpraHU3AIMOHHOTO JIOKyMEHTA
O6ocHOBaHME OTHECEHHSI TEKCTA K JAHHOMY By OPTaHU3AIIMOHHOTO JOKYMEHTa

Tekcer 1

Texct 2

Texcr 3

Texct 4

Tekct 5

* Tect k pazneny 2 (3 cem) /



Bompoc 1
Kakomy TepMHHY COOTBETCTBYET CIIEIYIOIIAs XapaKTepPUCTUKA!
3T0 BUJ NUCbMEHHOTO IOKYMEHTa, B KOTOPOM (PUKCUPYIOT peleH s a AIMUHUCTPATHBHBIX U
OpraHU3alMOHHBIX BOIIPOCOB, & TAK)XKE BOIPOCOB YIPaBIICHU, B3aUMOACHCTBUS, 0OeCIIeYeHUs U
pEryJINPOBaHUsl AEATEIbHOCTU OPraHOB BJIACTH, YUPEXKIECHUHN, NPEANPUITUNA, OpraHu3anuil, ux
HOJpPa3/IeIeHUI U JOIKHOCTHBIX JIMLL.
Bribepure oauH OTBET:
a. yIpaBJIeHYECKUH JOKYMEHT
b. opunMaNbHBIA JOKYMEHT
C. CIIY)KEOHBIN TOKyMEHT
d. opraHu3anoOHHO-PACIOPSAUTEIBHBIA JOKYMEHT
Bonpoc 2
Kakoe  ompenerneHune  COOTBETCTBYET  CTAaHAAPTU3UPOBAHHOMY  OIPEIEIECHHUIO
OpraHU3alMOHHO-PACHIOPSAAUTEIBHOTO JOKYMEHTA!
Bribepure ouH OTBET:
a. Jlokyment, obecnieunBaromuii (QyHKIIMOHHMPOBAHUE U B3aUMOCBS3b YIPABISIOMEH U
YIpaBJIsieMOM CUCTEM Ha BCEX YPOBHSIX
b. Bug nuceMeHHOro 10KyMeHTa, B KOTOPOM (PUKCHUPYIOT pelieHue aJMUHUCTPATUBHBIX U
OpraHU3a[MOHHBIX BOIIPOCOB, a TAK)KE BOIIPOCOB YIPABJIEHUS, B3aUMOJCHCTBUS, 0OecieueHus 1
pEryaupoBaHus IESTEIbHOCTH OPraHOB BJIACTH, YUPEXKIEHUH, NpeaAnpusaTuii, opraHu3anuii, ux
NOJIpa3/iesIeHui 1 JTOJKHOCTHBIX JINLL
c. JlokymeHT, cO31aHHBIH IOPUIMYECKUM WM (PU3MYECKUM JHMIOM, O(OPMIIEHHBIH U
YIOCTOBEPEHHBIN B YCTAaHOBJIEHHOM MOPSAKE
d. OpunmanbHBIN TOKYMEHT, UCIIOIb3YEMbIH B TEKYILEH 1eATeIbHOCTH OpraHu3aluu
Bompoc 3
Cpenn  JOKaJdbHOM  OpPraHM3alMOHHO-PACHOPSAUTENIBHOM — JTOKYMEHTALUU  BBICHIMM
IOPUAMYECKUM CTaTyCOM 00JIaJaeT:
BeiGepute oauH OTBET:
a. pacnopsAUTeNbHas JOKYMEHTAIHs
b. nHpOpMaLIMOHHO-CIIPABOYHAs TOKYMEHTALHS
C. BCE IPYIIIbI OPraHU3aIl[MOHHO-PACIOPAIUTENbHON JOKYMEHTAMK 00J1a/1at0T OJJUHAKOBO
BBICOKUM FOPUANYECKHM CTaTyCOM
d. opranu3zanoHHas JOKyMEHTAIHs
Bompoc 4
B kakom psaay Bce  mepedMcIeHHbIE  BHJBI  JIOKYMEHTOB  OTHOCATCA K
OpraHU3alMOHHO-TIPABOBBIM:
Boi6epuTe ouH OTBET:
a. yupeIuTenbHbIN 10roBop; yKa3 Ilpesnnenta PD; nHCTPYKIMS MO JEIONPOU3BOCTBY
b. ycTaB, TaTHOE pacnucaHue, OTYET
C. TpaBWja BHYTPEHHEro TPYJIOBOTO pAaCHOpPsKa, JOJDKHOCTHOM  perjlaMeHr,
aJIMAHUCTPATHBHBIA PETIIAMEHT
d. momoxeHue O CTPYKTYPHOM MOJpPA3/iEICHUHU, JOJDKHOCTHAs  MHCTPYKLUS,
aHAJIUTHUYECKas CIpaBKa
Bomnpoc 5
TekcT Bompoca
K opranuzanmonno-npasoBbiM fokymeHTaM HE OTHOCATCA:
Bribepute oauH OTBET:
a. HHCTPYKIIUU
b. ycTaBbl
C. IpaBUiIa
d. aKkThI
Bomnpoc 6
TekcT Bompoca
Kakoii npusnak HE XAPAKTEPEH nis oprann3animoHHO-IIPaBOBBIX TOKYMEHTOB:
Bri6epute oguH OTBET:
a. MOMTUCHIBAIOTCS, TO3TOMY UMEIOT PEKBUBUT «IIOIITHCH)



b. SBIAIOTCS OECCPOYHBIMU U IEHCTBYIOT JJO UX OTMEHBI WJIH 3aMEHBI HOBBIMU
C. YTBEP)KIAIOTCS, IOATOMY UMEIOT PEKBU3UT «TpU( YTBEPKACHUSD)
d. ABJISIFOTCS AMPEKTUBHBIMHE, TO3TOMY UMEIOT PEKBU3UT «OTMETKA O KOHTPOJIC)»
Bonpoc 7
Tekct Bompoca
K yupeaurensubimM nokymentam HEJIB3S otHecTu:
Bribepure ouH OTBET:
a. yCTaB OpraHU3aliu
b. yupeauTenapHbIil 10roBOp
C. MOJIOXKEHUE 00 OpraHu3aluu
d. mosyoxeHue o CTPyKTYpPHOM MOIpa3ieiIeHuN
Bomnpoc 8
Tekct Bompoca
Kaxkoit (-me) moxkyMeHT (-bI) SIBISET(-FOT)CS YYPEOUTEIBHBIM (-H) I aKIMOHEPHBIX
OOLIECTB B COOTBETCTBUHU C aKTyaJIbHBIM 3aKOHOATEIbCTBOM:
Bribepute oauH oTBeET:
a. ycTaB
b. ycTaB v yupeAUTEIbHBINA JOTOBOP
C. YUYPEIUTEIBHBIN JOTOBOP
d. monoxeHue 00 aKIMOHEPHOM O0IIIeCTBE
Bompoc 9
TexkcT Bompoca
Kakue crpykrypst HE MOT'YT JIEICTBOBATD Ha 0CHOBE TI0JI0KEHHUIA:
Bribepute oauH OTBET:
a. OI0JKETHbIE HEKOMMEPYECKHE OpraHu3alun
b. KOMMepUecKe opraHu3aluu
C. uunansl, NpeCTaBUTEIbCTBA, OTACICHUS KOMMEPUYECKUX OpraHu3aluil
d. cTpyKTypHBIE MOApa3ieIeHUs] HEKOMMEPUYECKHX U KOMMEPYECKUX OpraHu3anui
Bompoc 10
Tekct Bompoca
Kakoii Bun yctaa HE CYHIECTBVET:
BeiGepute oauH OTBET:
a. YCTaB WHIUBHIYAJILHOTO MPEATPUHUMATEIIS
b. ycTaB 00111€CTBEHHOI OpraHu3aluu
C. YCTaB rOCYIApCTBEHHOW WJIM MYHUIIUIIATbHOW OPraHU3aIuu
d. ycTaB KOMMepUecKoi OpraHu3aIluu
Bomnpoc 11
Tekct Bompoca
Kakoii  pexBumsur  ommvaer  odopmieHHMe  ycTaBa ~ OT  JpPYrUX  BHJOB
OpPTraHU3aI[IOHHO-TIPABOBBIX JTOKYMEHTOB:
Bribepute oauH oTBeT:
a. Hanmuuue rpuda yTBepKACHUS
b. HanuuKe moanUCcen
C. HATM4YHMe OTMETKH O €r0 PEerucTpaIuu
d. HanmMuue BU3 03HAKOMIICHUS
Bompoc 12
TekcT Bompoca
Y kakoro BHUAA OPTraHU3ANMOHHO-TIPABOBOM JOKYMEHTAIMU TpeOOBaHUS K TEKCTY
YCTaHOBJIEHBI B 3aKOHO/IaTEILHOM MOPSIKE:
Bribepure ouH OTBET:
a. TOJDKHOCTHAS! HHCTPYKITHS
b. HHCTPYKIIMSI HOPMAaTUBHO-METOAMYECKOTO XapakTepa
C. ycTaB
d. mraTHOE pacnucanue
Bomnpoc 13
TekcT Bompoca



Kakoli opranu3aiiiOHHBIN JOKYMEHT UMEET YHUDHUITUPOBAHHYIO POPMY:
Bri6epute oguH OTBET:
a. ycTaB
b. HHCTPYKLIUS 10 1EJIOMPOU3BOJICTBY
C. LUTATHOE PaCIUCaHuE
d. TOMKHOCTHOM perjaMeHT
Bompoc 14
TekcT Bompoca
Onpenenure, K KakoMy OpraHM3allMOHHOMY JOKYMEHTY OTHOCHUTCS IIpeljiaraeMblii
¢dbparMeHT TeKcTa JOKYMEHTa!
1. ®upmMeHHOE HAUMEHOBAHNE 1 MECTOHAX0XKJICHHE O0IIIeCTBa
1.1.ITomapIM  pupMEHHBIM HaUMEHOBaHHWEM oOmiecTBa sBisgercsa: OOmecTso ¢
OTrpaHUYEeHHOW OTBeTCTBEHHOCThIO «MMUP». CokpamienHoe QupMEeHHOE HaMMEHOBAHUE
obmectBa — OO0 «MUP».
1.2.1Opunnyeckuit aapec obmectsa: yin. CpemuzeMHOMOpckasi, A.1, r. MarHuTOropck,
Yenabunckas o0i1., Poccus, 455012.
Bri6epute ouH OTBET:
a. MOJIOXKEeHHe 00 OpraHu3aluu
b. mpaBuiIa BHEIIHEH MEPETTMCKHA OPTaHU3aIIH
C. ycTaB
d. MTHCTPYKIUS IO AETOMPOU3BOICTBY
Bomnpoc 15
TekcT Bompoca
Onpenenure, K KakOMy OpraHHM3alMOHHOMY JOKYMEHTY OTHOCHUTCS TMpeJjlaraeMblii
(parMeHT TeKCTa JOKYMEHTA!
OO61ure nonoxxeHus
1.1.Cexperapb-pepepeHT OTHOCHTCS K KATETOPHH  CICHHUAINCTOB  MPEANPHUSITHS,
MPUHUMACTCS M YBOJIBHSIETCS JTUPEKTOPOM.
1.2.0cHOBHBIMHM ~ 3a/ladyaMH  ceKpeTaps-pedepeHTa SBISETCS OpraHu3alluOHHOE U
JIOKYMEHTAIMOHHOE 00eCIIeYeHHE YIPaBIeHUYECKOH e TeTbHOCTH.

BeiGepute oauH OTBET:

a. IpaBHJIa BHYTPEHHETO TPYIOBOTO pacHopsiiKa
b. TOMKHOCTHAS UHCTPYKIIUS

C. MHCTPYKIHSA IO TIEPCOHATY

d. monoxeHue 06 oTxENE AETONPOU3BOICTBA

Bompoc 16

Tekct Bompoca

Omnpenenute, K KakOMy OpraHU3allIOHHOMY JOKYMEHTY OTHOCHTCS IIpeJTaraeMblii
(dbparMeHT TeKcTa JOKyMEHTa!

1.1. DnexTporpoBoika B YYEOHBIX TOMENICHUSX JOJKHA HAXOJIUTHCSI B HCIPABHOM
coctosHuU. CONpOTUBJICHNE H3OJALMU MPOBOJOB JOJDKHO TNMEPHOAUYECKH 3aMEpSAThCS, MpU
HEOOXOIMMOCTH JTOJKEH TIPOU3BOTUTHCS PEMOHT.

1.2. 3ampemiaercs NPUMEHSATh sl 3aIUTHl DJIEKTPOCETEH BMECTO aBTOMATHYECKHX
NpeOXpaHUTENeH U TUIAaBKUX BCTABOK 3AIUTY KYCTAPHOTO U3TOTOBICHUS (OKYUKN).

Bribepure o1H OTBET:

a. JOJDKHOCTHAsi WHCTPYKIUS 3aMECTUTENsl JUPEKTOpa [0 BONPOCaM TEXHUKH
0€30I1aCHOCTH y4eOHOT0 3aBe/ICHHS

b. THTIOBOE TTOJIOKEHHUE O TEXHUKE 0€30ITaCHOCTH B YUEOHBIX 3aBEIICHHSIX

C. HHCTPYKIIMA MO TEXHUKE 0€30aCHOCTU B y4eOHOM 3aBEJICHUN

d. mpuka3 ympaBieHus 0Opa30BaHUS MYHHIIMIAIBHOTO OOpa30BaHUS O COOJIIOJACHUHU
IpaBUJI TEXHUKU O€30MaCHOCTU B y4eOHBIX 3aBeICHUIX

Bomnpoc 17

TekcT Bompoca

Onpenenure, K KakOMy OpraHM3alMOHHOMY JOKYMEHTY OTHOCHUTCS IMpeJjlaraeMblii
(parMeHT TeKkcTa JOKyMEHTa:



1.1.MHCTpYyKTOp MEpBO KaTeropuu oTjena KaapoB, OpraHU3allMOHHO-MAaCCOBOM PabOTHI U
KOHTPOJISI OTHOCUTCS K KATErOPHH CIIEHUATNCTOB.

1.2.Ha 1omKHOCTh HHCTPYKTOpA NEPBOM KAaTErOPpUU Ha3HAYAETCS JIMIIO0, UMEIOIIIEE BhICIIEE
npodeccuoHalIbHOE 00pa3oBaHue, 0€3 MpeIbsIBICHUS TPEOOBAHUH K CTaXy PaOOTHI.

1.3.Ha3znauenue Ha JIOJDKHOCTh MHCTPYKTOPA MEPBOM KaTETOPUU U OCBOOOXKICHHE OT HEe
IPOU3BOUTCS TIOCTAHOBICHUEM (PaCIOPSKEHUEM) COBETA WIIM IIPABJICHMUS.

Bribepure ouH OTBET:

a. IoJIo’KeHHe 00 oT/esne KajpoB

b. kBamupuUKAMOHHBIE TpeOOBaHUA K MHCTPYKTOPY TIEPBOM KaTEeropuu OTAena
KaJ[pOB,0praHU3alliOHHO-MacCOBOI pabOThI U KOHTPOJIS

c. npaBuiIa BHYTPEHHETO TPYAOBOIO pacnopsaka B oTaeIne
KaJIpOB,0praHU3alliOHHO-MacCOBOI pabOThI U KOHTPOJIS

d.  OMKHOCTHas  MHCTPYKIMsS  HMHCTPYKTOpa  MEPBOM  KaTeropmum  OThena
KaJIpOB,0praHU3alliOHHO-MacCOBOI pabOThI U KOHTPOJIS

Bompoc 18

TekcT Bompoca

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

1. O61ue nosoxeHus

1.1.JIuteparypHass npemust «Pycckas ¢aHTacTuKa» (fajgee MO TEKCTy — IpeMusi)
NPUCYKAACTCSI €KETOIHO 3a Jydmiee (HaHTACTUYECKOE TMPOU3BEICHHE KPYMHOW (OpPMHI,
OIyOJIMKOBAHHOE B TO/Y, IPEIIIECTBYIOLIEM MIPUCYKICHUIO IPEMUH.

1.2.B xadecTBe IOMOJHHUTEIHHBIX HOMHHAIMI HAa COMCKaHUE NPEMHUH, HE 00s3aTEeIHHO
IPUCYKAAEMBIX €KETr0IHO, MOTYT TaK)Ke 100aBIsATbC HOMUHALMHU «3a Jydiiee (paHTacTuyeckoe
npou3BeaeHue cpenneil popmey, «3a mydmiee haHTaCTUYECKOE MPOU3BENCHIE MAIOH (POPMBIY.

1.3.YupenurensamMu npemuu sBisioTcs cepBep «Pycckas ¢aHTacTUKa» U MEPCOHAIBHO:
Anexkcanap YabsHoB, [mutpuii Baronun, Bnag dypauuxuii, Koncrantun ['pummn, Anexcanap
CunopoBud.

1.4.Ilpemust npucyxxaaercsi Ha OCHOBaHMM UTOTOB TalfHOTO ABYXTYpPOBOTO TI'OJOCOBAHUS.
[lepBblif Typ TrojocOBaHMS HPOBOJUTCS B KOMIIBIOTEPHBIX ceTAX WHTepHeT (ToJIoCyroT
nocetutenn cepBepa «Pycckas danTtacTuka») u Ha wMectaX (TOJOCYIOT TOAMUCYHKU
9XOKOH(epeHInH, MOCBSLEHHBIX (haHTacTHUKE). BTopoil Typ rojocoBaHMs MPOBOIUTCS Cpelru
penaktopoB cepBepa «Pycckas ¢antactuka» (cMm. 1. 4.2). B 0c060 0roBOpeHHBIX HIKE CITydasix
JIOITYCKaeTCs MPOBEACHUE JOTIOJIHUTEIBHOTO Typa TOJIOCOBAHUS CPEIA YUPEAUTENEH TPEMUH.

1.5.1IpeMust MOXKET IPUCYKIATHCS OJHOMY U TOMY 7K€ aBTOPY 3a pa3JInYHbIE POU3BEICHUS
He OoJsiee ABYX pa3 B KOXKI0M U3 HOMUHAIUH.

1.6.Bpydyenue npemMun pou3BOJINUTCS Ha €xKerogHon KoHpepeHunu «HTepnpeccKon.

Bri6epute ouH OTBET:

a. ydpeauTeNbHBIA J0roBOop ocepBepe «Pycckas dantacTuka»y Mexay AleKcaHIpoM
VabsHoBbIM, JIMuTpuem BartonuneiM, Bnagom lypuunknm, KoncTanTuHOM ['pUIIMHBIM,
Anekcanapom CugopoBuyemM

b. mpaBwia TpPOBEACHHMS BCEPOCCHHCKOrO KOHKypca Ha Jiydllee JUTepaTypHOe
MPOU3BEICHUE B )KaHpe (PaHTACTUKH

C. MOJIOKEHHE O MPUCYKICHUH JTUTepaTypHOU npemun «Pycckas ¢paHTacTuka

d. MHCTPYKIIMS O BpyYEHHUU TUTEepaTypHoil mpemun «Pycckas hanTtacTuka»

Bompoc 19

Tekct Bompoca

Onpenenure, K KakoMy OpraHM3al[MOHHOMY JOKYMEHTY OTHOCHUTCS IpeJjlaraeMblii
(dbparMeHT TeKCcTa JOKYMEHTa!

1. O61mue nonoxeHus

1.1.PykoBoautens ciyx0b1 JIOY OTHOCHTCS K KaT€ropuu pyKOBO JIUTENEH, Ha3HAYAETCS
Ha JIOJDKHOCTh U OCBOOOKIAeTCs OT HEe MPUKA"30M PYKOBOJUTENSI OPraHU3alINH.

1.2.Ha nomxHOCTh pykoBoguTens ciayxObl JIOY Ha3zHauaeTcs JMIIO, UMEIOIEE BBHICIIEE
npodecCHoHAIbHOE 00pa30BaHME M CTaXK PabOTHI MO MPOQIITIO HE MEHEE TPEX JIET.

1.3.PyxoBoautens cinyx0b1 IOY noguuHseTcss pyKOBOIUTEIIO OPraHU3aINH.



1.4.Bo Bpems oTcyTcTBUs pyKoBoAUTENA ciyk0bI JIOY (koMaHau—poBKa, OTIYCK, 00JIe3HB
U Tp.) ero o0s3aHHOCTH HMCIIONHSET 3aMeCTUTeNb (WU JIMIIO0, HA3HAYEHHOE B YCTAHOBJIIEHHOM
HOps/IKE), KOTOPBIH MNpHoOpeTaeT COOTBETCTBYIOIIME IpaBa M HECET OTBETCTBEHHOCTHh 3a
HaJ-JIe)Kalee UCIIOHEHNE BO3JI0KEHHBIX Ha HEro 00S3aHHOCTEH.

Bribepure oauH OTBET:

a. moJiokeHue o ciyxoe JI0Y

b. mpaBuIa BHYTPEHHETO TPYAOBOTO pacropsaka B ciayxoe JOY
C. TIOJIOXKEHHE O pyKoBoauTese ciyxosl I0Y

d. monoxenue 06 opranuzanuu

Bonpoc 20

Tekct Bompoca

JIOKHOCTHBIE PETIaMEHTHI BBOJATCS:

Bribepure oauH OTBET:

a. JUIsl BOGHHOOOS3aHHBIX

b. 11 pyKOBOAMTENEH OpraHU3aIHid

C. s JOOBIX JOJKHOCTEH JIOOBIX OpraHu3aluil Kak ajbTepHAaTHUBA JOKHOCTHOU
UHCTPYKLUU

d. u1g rpaXkAaHCKUX CITyKallux

Bompoc 21

TexkcT Bompoca

Kakoli JokyMeHT ycTaHaBiIMBaeT 00Iue paBuja B3auMOICHCTBUS MUHUCTEPCTB, CIYKO U
areHTCTB MpU BBIOJHEHUM MMM CBOMX (YHKIMM, a Takke oOIllue MpaBuja OpraHU3aluu
JESTEIIbHOCTH  (peiepaJIbHbIX OpPraHOB HCIIOJIHUTENBHOM BJIACTU 10 pead3allid HUMHU
IIOJTHOMOYMH:

Boi6epute ouH OTBET:

a. O011ee 1oJyIo’KeHNe 0 MUHUCTEPCTBAX

b. TUMOBOIA perimaMeHT B3auMOACHCTBHS (peiepalbHBIX OPraHOB UCTIOHUTENILHON BIACTH

c. TunoBoe MmoyiokeHne 0 rOCyAAPCTBEHHOM CITyx)0e

d. TunoBas HHCTPYKILMS IO AETONPOU3BOACTBY B (heiepaibHbIX OpraHax UCIIOJIHUTEIbHOU
BJIACTH

Bompoc 22

Tekct Bompoca

Kakum oprannzanvoHHbIM JOKYMEHTaM COOTBETCTBYET CIEAYIOLIAas XapaKTepUCTUKA:

OTO OpraHM3alMOHHO-TIPABOBBIE AKTHI, ONpPEEIAONIe MOPAI0K oOpa3oBaHUs, MpaBa U
00513aHHOCTH, OpPTraHU3allii0 padOThl KaK B OpPraHU3allid B ILIEJIOM, TaK U B €€ CTPYKTYpPHBIX
noapasziesnieHusix. B 3Tux JOKyMeHTax Takke MOTYT OBbITh OTpPaXEHbI MpaBa U 00sS3aHHOCTH
OTJIENbHBIX JIOJDKHOCTHBIX JIMI, OINPEAENAThCS OCHOBHBIE OPraHU3allMOHHBIE BOIIPOCHI
NPOBE/ICHUS PA3IMUHBIX MEPONPUATUI B OpraHM3aluu (KOHKYpCOB, CEMHHApOB, (ecTHUBAJIEH,
BBICTABOK).

BeiGepute oauH OTBET:

a. mpaBuia

b. monoxxeHus
C. UHCTPYKIINH
d. ycraBbl

Bompoc 23

Tekct Bompoca

KakoMy oprannzaniioHHOMY JOKYMEHTY COOTBETCTBYET CIIEAYIOIIasi XapaKTePUCTHKA!

OTO JIOKaIbHBI HOPMATUBHBIN aKT OPraHU 3al[1UH, PETJIAMEHTUPYIOIUN B COOTBETCTBUH C
TpynoBeim Kogexk—com u uHbIMH (eaepaabHbIMU 3aKOHAMH MOPSAJOK IpHeMa U YBOJIb HEHHS
pabOTHUKOB, OCHOBHBIE ITpaBa, 005S3aHHOCTH M OTBETCTBEHHOCTh CTOPOH TPYJOBOTO JIOTOBODA,
pEeXUM paboThl, BpEMS OT/IbIXa, IPUMEHSEMbIe K pa0OTHUKAM MepbI MOOIIPEHUS U B3bICKAaHUS, a
TaKXKe WHBIE BONIPOCHI PETYIHPOBAHUS TPYIOBBIX OTHOIIEHUH Y TAHHOTO paboToaaTesl.

Bri6epute oquH OTBET:

a. UHCTPYKIIMSI UHCIIEKTOPA 10 TPYLy
b. nmpaBuiIa BHYTPEHHEr 0 TPYAOBOTO pacnopsaKa
C. MOJIOKEHHUE O TPYIOBBIX OTHOIIEHUAX B OPTaHU3ALUN



d. TpynoBoit 1orosop

Bomnpoc 24

TekcT Bompoca

Kakomy oprann3aiinoHHOMY JOKYMEHTY COOTBETCTBYET CIIECAYIOLIAs XapaKTEPUCTHKA!

OTO  JIOKaJbHBIH  OpPraHM3ALMOHHO-NIPABOBOM  aKT,  ONPEIENSIOIIMA  IMOPSJIOK
dbopMupoBaHus, 3anayH, CTPYKTYpY, OOS3aHHOCTH, (YHKIIMH, IpaBa, OTBETCTBEHHOCTb H
OpraHu3aIio PabOThl CTPYKTYPHOTO MOAPA3ACICHHUS U HHOTO OpraHa (CoBeTa, KOMUCCUH U T.I1.)
OPeNnpUATHSL, GUPMBIL, YUPEIKICHHUS.

Bribepure ouH OTBET:

a. ycTaB

b. yapeauTensHbIA JOTOBOP

C. MOJIOXKEHHE 00 OpraHu3aluu

d. mosoxeHue o CTPYKTYpPHOM IOIpa3ieieHuN

Bomnpoc 25

Tekct Bompoca

Kakomy ynpaBieHUeCKOMY TOKYMEHTY COOTBETCTBYET CIIEAYIOIIAs XapaKTepUCTUKA:

3T0 BUJ MUCBMEHHOTO IOKYMEHTa, B KOTOPOM (PUKCHUPYIOT PELICHHUS aIMUHUCTPATUBHBIX U
OpraHU3aI[MOHHBIX BOIIPOCOB, a TAKXKE BOIIPOCOB YIPABICHUS, B3aUMOICUCTBUSA, 00ECTICUCHHS 1
perynupoBaHus AESITEIbHOCTH OPraHOB BJIACTH, YUPEXKACHUMN, MPEANPUITHH, OpraHu3alui, ux
NO/Apa3eNIeHU U JOJKHOCTHBIX JIULI.

Bri6epute ouH OTBET:

a. puHAHCOBO-OyXTanTepCKuit

b. KagpoBBIit

C. OpraHU3alMOHHO-PACTIOPAAUTEIbHBIN
d. TUIaHOBO-OTYETHBIN

Bomnpoc 26

Tekct Bompoca

Kakomy TOKyMEHTY COOTBETCTBYET CIIEIYIOIIAsl XapaKTEPUCTHKA:

OTO0 CcBOJA MpPaBWJI, PETYIHPYIOMINUX OPraHU3ALNIO U MOPSIOK IEATEIbHOCTH B KaKOW-Tu00
ornpenenéHHON chepe OTHOIIEHUH MM KaKOro-au0o rocy1apcTBEHHOIO OpraHa, MpeAnpHusIThs,
YUpEXJIeHUSA. ITOT JOKYMEHT OIpeNesieT IPaBOBON CTaTyC OpraHU3alui, HEOOXOIMMBIH IS ee
rOCYyJapCTBEHHON pEerucTpanuu; OTpakaeT TMpaBa, (QYHKIMH, CTPYKTypy U IUTaTHYIO
YHCIIEHHOCTBIOCYAAPCTBEHHOM, KOMMEPUECKOI MM OOIIECTBEHHOIN OpraHu3allnu.

BeiGepute oauH OTBET:

a. aIMUHUCTPATUBHBIN peraaMeHT

b. yupeauTenabHbIil 10roBOp

C. CBHJIETEJIHCTBO O PETUCTPALMM IOPUINUECKOTO JINIIA
d. ycraB

Bompoc 27

Tekct Bompoca

KakoMy TOKyMEeHTY COOTBETCTBYET CIIEAYIOIIasi XapaKTepUCTHUKA:

B sToM nokyMmeHTe yupenuTenn oOS3yIOTCsS CO3[aTh HOPUAMYECKOE JIUIIO, OINPENeIsioT
MOPSAJOK COBMECTHOM [€ATENbHOCTH IO €ro CO3JaHHI0, YCJIOBUS Iepeladyd €My CBOEro
UMYILECTBA M Y4YacTHsl B €ro JESATEIbHOCTH. B HEM oOIpenensiorcs yclIOBUS U HOPAIOK
pacrpeieieHuss MeXJIy Y4YaCTHHKaMH NPUOBUIM M YOBITKOB, YIpPaBJICHUS J€ATEIbHOCTHIO
IOPUJIMYECKOTO JINIIA, BBIXOJIa yUpeauTesnel (yYacTHUKOB) U3 €ro COCTaBa.

Bribepute oauH oTBET:

a. ycTaB

b. CBUIIETENIBCTBO O PETUCTPALIUU IOPUAUYECKOTO TN
C. YUPEOUTEIbHBIN TOrOBOP

d. aAMUHUCTPATUBHBINA PETJIAMEHT

Bompoc 28

TekcT Bompoca

KakoMy TOKyMEHTY COOTBETCTBYET CIEAYIONIAsl XapaKTepPUCTHKA:

OTO MNpaBOBOM aKT, YCTAHABIMBAIOIIWA TEXHOJIOTHIO CO3JaHUS WIH TMOJy4YeHUS
JOKYMEHTOB, UX 00pabOTKH, XpaHEHHUSI U UCTIOJIB30BAHUS B ICATEIbLHOCTH OpPraHU3aIHH.



Bribepure ouH OTBET:
a. IOJDKHOCTHAsI MHCTPYKLUS
b. JOIKHOCTHON peryiaMeHT
c. moJioxkeHue o ciyxoe JI0Y
d. MTHCTPYKIHUS TIO I€TONPOU3BOJICTBY

Bonpoc 29

Tekct Bompoca

KakoMy TOKyMEeHTY COOTBETCTBYET CIICAYIOIIasi XapaKTePUCTUKA:

OTOT JOKYMEHT yCTaHABJIMBACT JUIsI paOOTHHKA KOHKPETHBIC TPYIOBBIE (JIOJHKHOCTHBIE,
¢byHKIIMOHAIbHbIE) OOS3aHHOCTH M IpaBa B COOTBETCTBUU C 3aHUMAeMOH JIOJKHOCTBIO,
3aKpeIuIIeT €ro OpraHW3alMOHHO-TIPABOBOE IOJOKEHUE B CTPYKTYpE YUPEKACHUS, SBISCTCA
IIPaBOBOM OCHOBOM ISl TPOBEICHUS aTTECTAllMU paOOTHUKA, ONIPEAEICHUS €r0 OTBETCTBEHHOCTH
U B3aUMOOTHOIICHUS C JPYTMMHU PaOOTHUKAMHU M TOAPAa3ICICHHUSIMHU, MO3BOJISIET OOBEKTHBHO
OLICHUBATh pabOTy COTPYIHUKA OpraHU3alUH.

Bribepure oauH OTBET:

a. UHCTPYKIHUS T10 JI€JIONPOU3BOJICTBY

b. monoxenwue o cyxoe JOY

C. IOJDKHOCTHOM periaMeHT
d. OIKHOCTHAST UHCTPYKITHS

Bomnpoc 30

TekcT Bompoca

KakoMy TOKyMEHTY COOTBETCTBYET CIIEAYIONIasi XapaKTePUCTUKA:

OTOT MOKYMEHT YCTAaHABIMBACT KBATU(HUKAIMOHHBIE TPEOOBAaHUS K TOCYJapCTBEHHOMY
TPaXXIAHCKOMY CITy’KallleM; ero JTOJKHOCTHBIE 00s13aHHOCTH; NEPEeYeHb BOIIPOCOB, MO KOTOPBIM
TPaXIAHCKUI CIIy)Kallluid BIpaBe WIM O053aH CaMOCTOATENBHO NPUHUMATh pEIICHHE U
y4acTBOBATh MPHU MOATOTOBKE HOPMATHUBHO-TIPABOBBIX aKTOB; CPOKU U MPOLEAYPHI MOATOTOBKH,
paccMOTpeHHsI TPOCKTOB YIPABICHYECKUX PEIICHHUH, MOPAIOK NPUHSATHA PELICHUS; MOPSAIOK
B3aMMOJICHCTBHS TPAXKIAHCKOTO CIIYXKAIllero; MepevyeHb rOCYAapCTBEHHBIX YCIYT; MOKa3aTelu
3¢ (PEKTUBHOCTH ©  PE3YJbTATUBHOCTH MPO(PECCHOHATLHON  CIY)KEOHOW  JIeITETHHOCTH
IPaXXJIaHCKOTO CITY>Kalllero.

Boi6epute ouH OTBET:

a. aIMMHUCTPATUBHBIN peraaMeHT

b. npaBuiIa BHYTPEHHET O TPYA0BOTO pacnopsaka

C. IOJDKHOCTHAs! HHCTPYKLUS

d. TOJDKHOCTHOM periaMeHT

IIpakTH4yeckoe 3axanue S

1. CocTaBbTe U OQOPMUTE MPHUKA3 O MOATOTOBKE K €KErOJHOMY CEMHHApY (AUPEKTOp IO
MapKeTUHTy [JOJDKEH MPEACTaBUTh TE3UChl JOKIAJ0B CIIELMAIUCTOB-MAapKETOJOrOB IO
3apy0eXKHOMY pBIHKY; CEKpeTapb TE€HEpPaJbHOTO JAMPEKTOpa JOJKEH IOJArOTOBUTH ILJIaH
OpPraHU3alMOHHBIX MEPONPHUATHII MO0 MPOBEACHUIO CEeMUHApa; TIaBHBIM Oyxraiarep IOJKeH
COCTaBUTh CMETY PacXoJI0B [0 OpraHU3aluu pabOThl CEKUUN U MPOBEIECHUIO 3aKIIOYUTEILHOTO
OaHKeTa).

2. CocraBbTe U 0(hOpMUTE IPUKA3 MO JIUYHOMY COCTaBYy O MPUHATHU Ha pabdory MBaHOBa
JIpBa OneroBrya HauyaIbHUKOM FOPUIUYECKOTO OTJIENA [0 TPYIOBOMY 10T OBODY.

Tect K pa3zaeny 2

Bompoc 1

KakoMy MOHSATHIO COOTBETCTBYET CJIEAYIOIAs XapaKTePUCTHKA!

OTO JAOKYMEHT, COJEpKallluii MOA3aKOHHOE O(HUIIMAIbHOE pelIeHue, MPUHATOEe OPraHOM
MCIIOJTHUTENIbHOM BJIACTH WJIM JIOJDKHOCTHBIM JIMIIOM B OJHOCTOPOHHE-BJIACTHOM MOPSAKE U C
COOJIIOJICHHEM YCTAHOBIIEHHON HPOIETyphl IO TOMY WJIM WHOMY BOIIPOCY, OTHECEHHOMY K €ro
KOMIIETEHIIMH, OO0JICYeHHOE B MPEAYCMOTPEHHYIO 3aKOHOM (GopMy U MOpOXKIaroliee
IOPUINYICCKUC TTOCICACTBHA.



Bribepure ouH OTBET:
a. HOpMBI IIpaBa
b. mpaBOBOIi aKT
C. HCHOPMATHUBHBIN MTPABOBOM aKT
d. HOpMaTUBHBIN IPaBOBON aKT

Bonpoc 2

KakoMy MOHATHIO COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA!

OTO JOKYMEHT, COJepKalluii MpaBuja TOBEJIEHUS, paclpoCTpaHsIouIecs Ha
HEOIpeeNICHHBI Kpyr JIMI, HW3/JaHHbIE HAa OCHOBAaHMM W BO HCIIOJHEHHE (QenepaTbHOTro
3aKOHOJATEIbCTBA, O0Os3aTeNbHbIE JUIS HCIIOJHEHUS OpraHaMHU TOCYIapCTBEHHOM BIIACTH,
MECTHOI'O CaMOYIPABJIEHUSA, HUX JODKHOCTHBIMU JIMLIIAMH, IOPUAMYECKUMH JIMLAMU U
rpaXKIaHaMU.

Bribepure oauH OTBET:

a. HOPMaTHUBHBIN TPABOBOM AKT
b. HEHOPMATUBHBIN PABOBON aKT
C. IPaBOBOM aKT

d. HOpMBI TpaBa

Bomnpoc 3

KakoMy MOHSATHIO COOTBETCTBYET CIIEAYIOIIAs XapaKTEPUCTHKA!

OTO pelieHusl Mo KOHKPETHBIM BOIpOcaM, OOpaileHusi K KOHKpPEeTHbIM juiaM. OHU He
coJiepKaT Kakux-In0o OOIIMX MpaBWJl MOBEJCHUS U PACCUMTaHbl HA OJTHOKPaTHOE IPUMEHEHHUE.
OHu cBs3aHHBIE C pealu3alMeld TMPaBOBBIX HOPM, HUX MPUMEHEHHEM, HCIOIHCHHEM,
HCIIOJIb30BaHUEM.

Bribepute oauH OTBET:

a. HOpPMAaTHBHBIN [TPAaBOBOM aKT
b. HOpMBI TIpaBa

C. IPaBOBOM aKT

d. HEeHOpMaTUBHBIN TPABOBOM aKT

Bompoc 4

Ha xakue rpynmbsl noapaszenstorcs (opMbl HpaBOBBIX aKTOB B 3aBUCUMOCTH OT
FOPUINYECKUX CBOMCTB:

BeiGepute oauH OTBET:

a. OTKPBIThIE/CEKPETHBIE

b. mepBuYHBIE/ BTOPUYHBIE

c. opunmanbHble/ HeopUIIMaIbHbIE
d. HopMaTuBHBIE/ HEHOPMATHUBHbBIE

Bomnpoc 5

B kakoM psiiy epeyrciIeHbl TOJIBKO IEPBUYHBIE IPABOBBIE AKTHI:

Bri6epute ouH OTBET:

a. 3aKOH, YKa3, pPaclopsbKeHNe
b. nmpukas, craHAapT, MpercKypaHT
C. periaMeHT, YKa3aHHue, pyKOBOJICTBO

d. pexomeH a1y, nporpamMma, perieHue

Bompoc 6

B kakoMm psiay nepeunciieHbl TOIbKO BTOPUYHBIE ITPABOBBIE aKThI:

Bribepure o1H OTBET:

a. TIOJIOXKEHMSI, TPaBUIIa, THCTPYKIUU

b. pa3bsacHeHusl, pelieHue, NpuKa3

C. pacnopsiKeHHe, yKa3aHue, CTaHaapT

d. mops10K, KinaccupukaTop, HOCTAaHOBJIEHUE

Bonpoc 7

Kakue HOpMaTuBHBIE TpPABOBBIE aKTbl MOTYT HpPUMEHATbCA 0e3  OQHUIMATBLHOIO
OMyOTMKOBaHHUSI JIJIsl BCEOOIIETO CBEACHUSI:

Bribepure ouH OTBET:

a. 3aTparuBarolire 00s13aHHOCTU TpaXk1aH

b. 3aTrparuBaromue cBOOOABI IpaXkaaH



C. aKThl MEXXBEIOMCTBEHHOT'O XapaKTepa
d. 3aTparuBarolye rnpasa rpaxjaH
Bompoc 8
K kaxoii cucreme TOKyMEHTALUHA OTHOCSTCS IIPUKA3bl U PACIIOPSIKCHUS:
Bribepure oauH OTBET:

a. CUCTeMa PaclopsAIUTEIIBHON TOKYMEHTALUN

b. cucrema opraHu3alOHHO-TIPABOBOM JTOKYMEHTAIIMH

C. CHCTEMAa JJOKYMEHTOB JIMYHOI'O IIPOUCXO0XKICHUS

d. cucrema nH(OPMAITIOHHO-CIIPABOYHON JTOKYMEHTAIIMH

Bonpoc 9

KakoMy MOHATHIO COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA!

JlokyMeHTBI, 00J1a1at01I1e FOPUIMUECKON CUIION, N3JaBaeMble PyKOBOACTBOM OpTraHU3aIuH
U COJAEp)KAlllMe YIPABJIECHUYECKHE pELIEHUS, HAIpPABJICHHBIE Ha BBINOJIHEHHE TEKYLIUX U
NEPCIIEKTUBHBIX 3a/1a4:

Bribepure oauH OTBET:

a. nH(OPMAIIMOHHO-CIIPABOYHbIE TOKYMEHTbI

b. opraHn3alMOHHO-TIPABOBBIC TOKYMEHTHI

C. IOKyMEHTBHI 110 JIMYHOMY COCTaBy

d. pacnopsiauTeNbHBIE JOKYMEHTBI

Bomnpoc 10

Kakue pacnopsiiurenbHbie nokyMeHTsl HE wu3garoTcss B ciydasix, Korja HeoOX0IuMO
IPUHATh HOPMAaTHBHBIA WM WHAMBUAYAJIBHBIM aKT II0 OCHOBHBIMBOIIPOCaM KOMIIETEHIUHU
OpraHu3aIuu:

BeiGepute oauH OTBET:

a. yKa3aHus

b. mpukasbl

C. ITIOCTaHOBJICHUS

d. pemenus

Bomnpoc 11

Kakue pacnopsaurenbHble JOKYMEHTHI H3JAIOTCA IO ONEpPaTHBHBIM BONpOCAM M Ui
OpraHMU3aIH UCIIOIIHEHUS APYTUX PACHOPSAAUTENbHBIX JOKYMEHTOB:

BeiGepute oauH OTBET:

a. pacopsIKEHUS

b. pemienus

C. IOCTaHOBJICHUS

d. npukasbl

Bomnpoc 12
Kakas xapakrepuctuka HE cooTBeTCTBYET cucTeMe paclopsIUTENbHON JOKYMEHTALUN:
Bri6epute ouH OTBET:

a. DT JIOKyMEHTBl COJepXkaT IOPUIUYECKH BIIACTHBIE TMPEINUCAHUs CYOBEKTOB
UCIIOJTHUTENIbHOM  BJIaCTH, aJpecaTaMd KOTOPBIX SBIISIIOTCS KOHKPETHblE OpraHU3alluu,
CTPYKTYpHBIE IO/Ipa3/ieieHus, JOJDKHOCTHBIE JIUIA, PAOOTHUKU. DTH NPEANHCAHUS SBISIOTCA
IOPUANYECKUMU JIOKYMEHTaMH, BBI3bIBAIOIIMMHU BO3HUKHOBEHUE KOHKPETHBIX
aJMMHHCTPATUBHO-IIPABOBBIX OTHOLIEHUM

b. DT JOKYMEHTBHIPETYJIHUPYIOT OTHOLICHHS B HEpapXUYecKOM CcHCTeME YIpaBJICHUS
«CBEPXY BHM3» (OT BBIIECTOSALIUX OPraHOB, OPTaHU3ALNN, JOJKHOCTHBIX JIUIL K HMYKECTOSIIIIAM)
U OTPaKaloT YIpaBJICHYECKUE pEIIeHUs, HalpaBleHHble Ha JOCTHIKEHHE Leled U 3amay
OpraHu3aluu

C. OTU JOKYMEHTHI CO3[Ial0T OpraHU3alUI0, YCTaHABINBAIOT €€ CTPYKTYpY, ONpPEAesIoT
IITaTHYIO YHUCIEHHOCTh U COCTaB pPAOOTHUKOB IO JOJDKHOCTSIM, OMNPENeNsioT (YHKIHUU
CTPYKTYpPHBIX TOJpa3fefieHul, COBEIIATEIbHbIX, KOJUIETHAIbHBIX OpPraHOB, YCTAaHABIMBAIOT
peKuM paboThl, OCYIIECTBIISIOT OPraHU3alUI0 TPYAAa U paclpeseieHue 00sS3aHHOCTeH MEexXTy
pabOTHUKaMU, ONPEAEISAIOT MOPAJOK PEOPraHu3allii U JUKBUIALNN OpraHU3aluu

d. DT TOKYMEHTHI U3al0TCS HA OCHOBE MJIM BO MCIIOJIHEHHE 3aKOHOB, IOCTAHOBJICHUH U
pacniopsbkennil [IpaButenscrBa PD, BBIIECTOAIIMX OPraHOB BIACTU M YIPABICHHS. DTH AKThI
U3JIAI0TCS TaKXKe 110 MHULMATUBE PYKOBOJUTENEH B Mpeeax UX IMOJTHOMOUYMN M KOMIETEHLIUU



JUIsL OCYLIECTBIICHNUS LIENEN U 3a]a4 OpraHu3aluu

Bomnpoc 13

KakoBa uepapxuyeckas CHUCTeMa paCHOPSIIUTENbHBIX JOKYMEHTOB 1O cepe AeicTBus
(CBepxy BHU3):

1) mpaBoBble aKThbl, ACHCTBYIOLIME B paMKax OTAEIbHOW OpraHM3alMH, YUPEKACHMUS,
OpeanpusaTHs, GUPMBI;

2) IpaBOBBIE aKThI, JEMCTBYIOLIUE B IIpe/ieax OTpaciu (M3/1at0Tcs OTPacIeBbIMU OpraHaMu
(benepaabHON HCIIOIHUTEIBHON BIACTH);

3) mpaBOBBIE aKTHI, JCHCTBYIOIINE HA YPOBHE CyObekTOB PD — KpaeB, obmacteit, ropoaoB
peciiyOnukaHckoro 3HaueHust MockBel u CankT-IlerepOypra, aBTOHOMHBIX 00JIacTe U OKPYTOB,
a TaKk)Ke MX TePPUTOPHATIBLHBIX 00pa30BaHUii;

4) npaBoBble aKThl, JEHCTBYIOIIME Ha (QelepaabHONM YpPOBHE, — aKTbl, H3JaBacMble
IIpesunenrom PO, IIpaButensctBomM PD, opranamu UCIIOJHUTEIBLHOM BIACTH.

BeiGepure oauH OTBET:

a.4,2,3,1
b.1,3,2,4
c.1,2,34
d. 4,321

Bompoc 14

Ha kakue rpynmsl Oenarcs pacnopsOUTENbHbIE JTOKYMEHTBI C TOYKHM 3pPEHHUS IPHUHSATHA
pelieHui (opsiaKa pa3perieHns BOIPOCOB):

BeiGepute oauH OTBET:

a. CO3/1aBaeMbIC B YCIOBUSAX KOJUIETHAIBHOCTH/ CO3/IaBacMbIe Ha OCHOBE €IMHOHAYAIHS
b. HOpMaTHBHbIE/ HEHOPMATUBHbIE

C. IepBUYHBIE/ BTOPUYHBIE

d. Bo ucnioHeHe/ UHUITUATUBHBIC

Bompoc 15

Kakue pacnopsauTenbHble JOKYMEHTBI OTHOCSTCS K JOKYMEHTaM, CO3JaBacMbIM B
YCIIOBUSX KOJUIETHAIBHOCTH:

BeiOepute oauH OTBET:

a. perieHus
b. ykazanus
C. IPUKa3bl
d. pacnopspxeHust

Bompoc 16

Kakue pacnopsaurensuble 1okyMeHTbl HE OTHOCATCS K AOKyMEHTaMm, MU3JaBacMbIM Ha
OCHOBE €IMHOHAYAJIHS:

BeiGepute oauH OTBET:

a. IPUKa3bl

b. pacnopsikeHus

C. IOCTaHOBJICHUS

d. ykazanus

Bompoc 17

Kakue oprans! (opranusanuu) 1eHCTBYIOT Ha IPUHIIUIAX €TUHOHAYAIHS:

Bribepute oauH OTBET:

a. TOCYJapCTBEHHBIE BY3bI

b. aknmoHepHbIe 001IIECTBA

c. [IpaBurensctBo PO

d. opransl UCTIOJTHUTENLHOM BIIaCTH

Bompoc 18

Kakwue opransl (opranusanuu) AeMCTBYIOT Ha YCIOBUAX KOJIJIETUAIbHOCTH:

Bribepure ouH OTBET:

a. ¢penepanbHbpIe MUHUCTEPCTBA

b. BblcIIME OpraHbl  yINpaBIEHUS  KOMMEPUYECKHMX  OpPraHU3allMii  pasinYHbIX
OpraHU3alMOHHO-IIPABOBBIX (POPM

C. IMMHUCTpAIK cy0ObekToB PD 1 Apyrux TeppuTopranbHbIX 00pa3oBaHuit



d. opranbl UCTIOJTHUTENILHON BJIACTH OpraHU3alMi YUPEKICHUH, IPEANPUITUNA, GHUpPM
Bomnpoc 19
Kakwue pacniopsaurensablie 1okyMeHThI TpoxoaaT MHDBIE cranun npouenyps! U3gaHus:
1) wu3ydeHue CyllecTBa YIPaBICHUYECKOIO BOMNpPOCa, WHULMHUPOBAHHWE pEIIECHUS —
o0ocHOBaHUE HEOOXOUMOCTH n3nanus PJ1;
2) cOop u aHanu3 UHQPOPMAIUHU IO BOTIPOCY;
3) MOArOTOBKA MPOEKTA PACTIOPSAUTEIHHOTO TOKYMEHTA;
4) corynacoBaHue WiIM OOCYXKIEHHE Ha 3aceJaHUU KOJUIETHAJIbHOTO OpraHa MpOeKTa
pacnopsiAUTEIBLHOTO TOKYMEHTA;
5) BHecenue npoekTta PJ] Ha paccMoTpeHne pyKOBOJICTBA;
6) IpUHATHE PELIECHUS — IOIIMCAaHUE TOKYMEHTA;
7) peructpanus 10KyMEHTa;
8) moBeneHUe PaCOPSIUTEIBHOTO JOKYMEHTA IO UCTIOTHHUTEIICH.
Bribepute oauH oTBeET:
a. IPUKa3bl
b. pacriopsukeHuUs
C. pelIeHus
d. ykazanus
Bompoc 20
W3 kakux yacTeil COCTOUT TEKCT PaCHOPSAUTENLHOTO JOKYMEHTA!
Bri6epute ouH OTBET:
a. aHaJTUTHYeCcKas 4acTh/ 0000IIaoIIas yacThb
b. pa3bscHUTENbHAS YacTh/ JUPEKTUBHAS YaCTh
C. KOHCTaTUPYIOLIas 4acTh/ PacloOpsINTENbHAS YacTh
d. BBOJiHAS Y4acTh/ OCHOBHAS YaCTh/ 3aKJIFOUUTEIbHAS YacTh
Bomnpoc 21
Ha xakue rpynmsl gensTcs IpUKa3bl 110 XapakTepy OCHOBaHMS JUIsl U3AAHUS:
Bribepute oauH OTBeET:
a. HOpMaTHBHbIE/ HECHOPMATHUBHbIE
b. co3naBaemble B YCIOBUSIX KOJIJIETHAILHOCTH/ CO371aBaeMble Ha OCHOBE €IMHOHAYAIHS
C. IepBUYHbBIE/ BTOPUYHbBIE
d. Bo ucnioTHeHNe/ UHUITUATUBHBIC
Bompoc 22
Kakwue npukaspl Ha3bIBaIOTCS MHUIIMATUBHBIMU:
Boi6epuTe ouH OTBET:
a. M3/1aBacMble B CBS3M C OCYIIECTBICHHEM WHHUIMATHB IO OPraHU3allMy HCIIOIHEHUS
MPaBOBBIX aKTOB, MPUHATHIX PABHOIPABHBIMU JIEJIOBBIMU TTAPTHEPAMH OpPTaHHU3AIUN
b. u31aBaeMble B CBSA3H C HEOOXOAUMOCTBIO OCYIIECTBICHUS COOCTBEHHOM JIeSTETLHOCTH B
COOTBETCTBUU C HaJICIEHHBIMU (DYHKLHSAMHU U 3a7ja4aMu
C. U3J1aBaeMbl€ 110 MHUIIMATUBE MOAUYUHEHHBIX
d. u3gaBaemble C LEIbI0 OPraHU3allMU HCIOJHEHUS MPHUHATHIX 3aKOHOJATENbHbIX,
HOPMAaTHUBHO-TIPABOBBIX aKTOB U MHBIX MOPYUYECHHI BBHIIIECTOSIINX OPTAaHOB
Bormpoc 23
Kakumu crnoBamMu JOJKEH HAYMHATBCS TEKCT MpUKa3a, €CIM €ro HW3JIaHhe BbI3BAHO
HEOOXOIUMOCTBIO HCIIOJIHEHUS! MPUHATHIX 3aKOHOJATENIbHBIX, HOPMATHUBHO-TIPABOBBIX AKTOB U
WHBIX MOPYYEHUH BBIIIECTOALIMX OPraHOB:
Bribepute oauH OTBET:
a. «B memax...»
b. «B cooTBeTcTBUM C...»
c. «Mcxons us...»
d. «BcBszuc...»
Bompoc 24
Kakumu crnoBamMu JOJKEH HAuMHATHCA TEKCT IPHUKa3a, €CIM €ro H3JlaHue BbI3BAHO
HE00XOIMMOCTBIO OCYILIECTBICHHUS COOCTBEHHOM NESITEIHHOCTH M0 MHUIIMATUBE OPraHU3aluu:
Bri6epute oguH OTBET:
a.«BcBsasuc...»



b. «Ha ocHoBaHuu. ..»
c. «Bo ucnonuenue...»
d. «B cooTBeTCTBHH C....»
Bomnpoc 25
Kakue pacnopsautenbHble JOKYMEHTBI MOKET U3aBaTh B IIpe/ieiax CBOEH KOMIIETEHIMU
PYKOBOJUTENb OpraHU3aluy, 1eHCTBYIOIIENH Ha OCHOBE KOJUIEIHalbHOCTH:
Bribepure ouH OTBET:
a. peLeHUs
b. mpukassl
C. IOCTAHOBJICHUS
d. pacnopspxkeHust
Bomnpoc 26
Kakue pacnopsaurensHble nokymMeHTsl HE Moryr wusnmaBare B Ipenenax CBOeH
KOMIIETEHIIMM PYKOBOJUTEIN OpraHnu3aluil, JeHCTBYIOIMX HA OCHOBE €IMHOHAYAIIMS:
Bribepure oauH OTBET:
a. yKa3aHusl
b. pacniopsokeHus
C. IIpHUKa3bl
d. pemmenus
Bomnpoc 27
Kakne pokymentst HE wMoryr mnoanucelBaTh B Ipeleiax CBOE€H KOMIETEHLIHH
PYKOBOJUTENH CTPYKTYPHBIX [TO/Ipa3/AeIeHHUI:
Bri6epute ouH OTBET:
a. yKa3aHus
b. mpukassl
C. pacropsiKeHus
d. TpOTOKOJTBI
Bomnpoc 28
C Kakoro MOMEHTa pacHOPSAMTENbHBIA JOKYMEHT MpuoOpeTaeTr cTaTyc O(HUIIMAIBLHO
U3JIaHHOTO:
Boi6epute ouH OTBET:
a. 1ocJIe MOANNUCAHUS
b. nmocne gatupoBaHus
C. IIOCJIE PETUCTPALIUN
d. mocne coryiiacoBaHus
Bomnpoc 29
B xakoMm pacnopsiauTeabHOM JIOKYMEHTE KOMMEPYECKOW OpraHM3allid HCIHOJIb3YEeTCs
(dopma U3N0KEHHS TEKCTa OT MEPBOTO JIUIA €AMHCTBEHHOI'O YUCIIa:
Bri6epute ouH OTBET:
a. B pELICHUH
b. B pacniopsikeHUH
C. B IOCTaHOBJIEHUU
d. B COBMECTHOM TpHKa3e
Bompoc 30
B kakom pacnopsauTenbHOM JOKYMEHTE HCHOJb3yeTcsl (opMa H3JIOKEHUs TeKCTa OT
NIEPBOTO JIMIa MHO>KECTBEHHOT'O YNCIIA:
Bribepute oauH OTBET:
a. B IOCTaHOBJICHUU
b. B ykazaHuu
C. B pELICHUH
d. B COBMECTHOM IpHKa3e
Bompoc 31
@dopma Kakoro rjarojia He JAOJDKHA OTAEIATHBBOJHYIO 4YacTh pPaclOpsSIUTEIbHBIX
JIOKYMEHTOB OT PaclopsIUTEIbHOM:
Bri6epute oguH OTBET:
a. [IPUKA3BIBAEM



b. [IPEJJJIAT AXO
c. PEHIAIO
d. IOCTAHOBJIAET
Bomnpoc 32
Kakoii rmaron He nmpuemsieM B (hOpMyITUpPOBKE BIACTHOTO PEIIEHUS OpraHa yIMpaBlICHHS,
U3JJAIOILET0 PacCHoOPsIUTENbHbIN TOKYMEHT:
Bribepure ouH OTBET:
a. «YCWJINTh»
b. «3aunciIuTH»
C. «IIOATOTOBUTbHY
d. «pazpaboraTh»
Bomnpoc 33
Kakoii rnaron npeamnouturesneH B GOpMyIHUpOBKE BIACTHOTO PEUICHUs OpraHa yrpaBlieHHs,
U3/JAIOILET0 PacOPsIUTENbHBIN TOKYMEHT:
Bribepure oauH OTBET:
a. «OpPraHU30BaThH»
b. «IPUHSATH MEPBI»
C. «IIOAHATHY»
d. «akTUBHU3HPOBATH
Bomnpoc 34
Kakoii rmaron npeamnoututesneH B GOpMyIHPOBKE BIACTHOTO PEUICHUS OpraHa yIpaBJIeHHUs,
U3/JAIO0ILEr0 PacCloOPsIUTENbHbINA JOKYMEHT:
Bri6epute ouH OTBET:
a. «TIOBBICUTH
b. «ymydmuTb»
C. «pacCMOTPETh»
d. «obecnieunTn»
Bomnpoc 35
Kakoii rmaron npeamnoututesneH B GOpMYyTHPOBKE BIACTHOTO PEUICHHUS OpraHa yIpaBJIeHHUs,
U3/JAIOILET0 PacoOPSIUTENbHBIN TOKYMEHT:
Boi6epute ouH OTBET:
a. «YCHIIUTB»
b. «IpUHATH MEPHI»
C. «BO3JIOKUTH
d. «11OBBICUTHY
Bomnpoc 36

B kakoif wyactu pacnopsauTENbHOIO JOKYMEHTa HeoOXOJuMO TOMeNlaTh IepedyeHb

JAOKYMCHTOB, YTPATUBIIUX CUJTY WJIH IOJICKAIIUX HU3MCHCHUIO B CBA3U C U3JJAHUCM JAHHOI'O
aKTa:

BriGepure oauH OTBeT:
a. B JIIOOOM MyHKTE PacTopsAUTEIbHON YacTH
b. B epBBIX MYHKTAX PacHOPSIUTEIbHON YaCTh
C. B KOHCTaTUPYIOIIEH YacTh
d. B KOHIIE TeKCTa
Bonpoc 37
B kakoil yacTu pacropsAMTENFHOTO JOKYMEHTa YKa3bIBaeTCs WH(POPMAIHMS O TOM, KTO
OCYIIECTBIIICT KOHTPOJIb €r0 UCTIOTHCHUS:
BriGepure ouH 0TBET:
a. B TIEPBOM ITYHKTE PaCTIOPSAUTEIILHOM YacTH
b. opopmisieTcs OTaeNbHON CTPOKOH TOCHIe BCEX MYHKTOB
C. B TIOCIICIHEM MTYHKTE PACHOPSIIUTEIbHON YacTh
d. B KOHCTaTHpYIOIIEH YacTH

Tect 5 2 xypc
Bomnpoc 1

KakoMy MOHSATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTEPUCTHKA:



OTO JAOKYMEHT, COJIEp KAl MOA3aKOHHOE O(HUIIMAIbHOE pelIeHue, MPUHATOEe OPraHOM
VCIIOJIHUTEJIBHON BJIACTH WJIHM JOJDKHOCTHBIM JIMIIOM B OJIHOCTOPOHHE-BJIACTHOM MOPSAJKE U C
COOJIIOJICHHEM YCTAHOBIICHHOM MPOILEIYpHl IO TOMY HJIM MHOMY BOIPOCY, OTHECEHHOMY K €ro
KOMIIETEHIIMM, OO0JICYEHHOE B TMPEIYyCMOTPEHHYIO 3aKOHOM (opMy U MOpOXKAarolee
IOPUAMYECKHE TTOCTIEACTBHSL.

Bribepute oauH oTBeET:

a. HOpMBI IIpaBa

b. mpaBoBOM aKkT

C. HCHOPMAaTHUBHBIN IIPABOBOM aKT

d. HOpMaTUBHBIN TPABOBOM aKT

Bonpoc 2

KakoMy MOHATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTEPUCTHKA:

OTO JOKYMEHT, COJEpJKallMi IpaBHia IIOBEIEHUS, pPACIpPOCTpaHSOUIMECs Ha
HEOIpEeNICHHBI KpYyr JIMI, HW3/JaHHbIE HAa OCHOBAaHMM W BO HCIIOJHEHHE (QenepaTbHOTro
3aKOHOJATEIbCTBA, O00s3aTelIbHbIC [UI1 MCIIOJHEHUS OpraHaMu TIOCyJapCTBEHHOM BIIACTH,
MECTHOI'O CaMOYIPABJICHUSA, UX [JOJUKHOCTHBIMU JIMIAMH, IOPUAMYECKUMHU JMIAMHU U
IpaXKAaHAMH.

Bri6epute ouH OTBET:

a. HOPMAaTHUBHBIN MPABOBOM aKT

b. HEHOPMATUBHBIN PABOBOM aKT

C. IPaBOBOM aKT

d. HOpMBI IpaBa

Bompoc 3

KakoMy MOHATHIO COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTHKA!

OTO pemeHuss MO0 KOHKPETHBIM BOIpOcaM, oOpamieHuss K KOHKpPEeTHbIM junaM. OHH He
coJiepKaT Kakux-1100 oOLIUX MpaBUJI MOBEIEHUS U PACCUUTAHbl HA OJIHOKPATHOE IIPUMEHEHHE.
OHu cBs3aHHBIE C pealu3alMeld MpPaBOBbIX HOPM, HUX MPUMEHEHHUEM, HCIIOJIHEHUEM,
UCIIOJIb30BAHUEM.

Boi6epute ouH OTBET:

a. HOpPMAaTHUBHBIN [IPABOBOM aKT
b. HOpMBI TpaBa

C. IIPAaBOBOM aKT

d. HeHOpMaTUBHBIN TPABOBOM aKT

Bompoc 4
Ha xakume rpynmbl noapasfenstorcss (GOopMbl MPaBOBBIX AKTOB B 3aBHCHMOCTH OT
FOPUINYECKUX CBOMCTB:
BeiGepute oauH OTBET:
a. OTKPBIThIE/CEKPETHBIE
b. nepBUYHBIE/ BTOPUYHbIE
c. opunuranbHble/ HeopUIIMaIbHbIE
d. HopMaTuBHBIE/ HEHOPMATHUBHBIE

Bomnpoc 5

B kakoM psy nmepedrciIeHbl TOJIBKO EPBUYHBIE IIPABOBBIEC AKThI:
Bri6epuTe ouH OTBET:

a. 3aKOH, YKa3, paclopsbKeHne

b. mpukas, cTaHAapT, MPEHUCKypaHT

C. perilaMeHT, yKa3aHue, pyKOBOJICTBO

d. pexomeHauu, mporpamMma, perieHue

Bompoc 6
B xakoM psigy mepedncieHs! TOJIbKO BTOPHYHbIE IPABOBHIC aKThI:
Bribepure ouH OTBET:



a. IIOJIOKEHUA, IIPaBUIIa, UHCTPYKIUU

b. pa3bsiCHEHUs, PEIICHUE, TTPUKa3

C. pacnopsiKeHHe, yKa3aHue, CTaHIapT

d. mopsa0K, KiaaccupukaTop, MOCTAaHOBIIEHNE

Bonpoc 7
Kakve HOpMaTUBHBIE TPABOBBIE AaKThl MOTYT HPUMEHAThCA 0€3 OQHUIHATHLHOTO
OITyOJIMKOBAHUS JUIsl BCEOOIIETO CBEACHUS:
Bribepure ouH OTBET:
a. 3aTparuBaromye 00sS3aHHOCTH TPAKIAH
b. 3aTrparuBaromue cBOOOBI IpaXaaH
C. aKTBl MEXKBEJJOMCTBEHHOT'O XapaKkTepa
d. 3aTparuBaronye rmpaBa rpaxaaH

Bompoc 8
K kakoii cuctemMe TOKyMEHTAIlMH OTHOCSITCS IPUKA3bl U PACTIOPSHKECHHSL:
Bri6epute ouH OTBET:

a. CHCTeMa PacIopsAUTEIbHON TOKYMEHTAIUN

b. cucrema opraHu3alOHHO-TIPAaBOBOM JTOKYMEHTAIIMH

C. CHCTEMa JIOKyMEHTOB JIMYHOTO ITPOHCXOXKICHUS

d. cucrema nH(HOPMAITIOHHO-CIIPABOYHON JTOKYMEHTAIIMH

Bompoc 9
Kakomy HOHSTHIO COOTBETCTBYET CIICIYIOIIAs XapaKTePUCTUKA!
JlokyMeHTBI, 06J1a/1afo111e FOPUINIECKON CHIION, N3/JaBaeMbIe PYKOBOJACTBOM OpPTaHU3AIIH
U COJepXKallie YIPaBICHUCCKUE PEIICHUs, HANpPaBJICHHbIC Ha BBIMOJIHEHUE TEKYIIUX U
NEPCICKTUBHLIX 3a1a4:
BeiGepute ofuH OTBET:
a. UTHQOPMAIIMOHHO-CIIPAaBOYHBIE JJOKYMEHTBI
b. opraHu3anMOHHO-TIPABOBHIE TOKYMEHTHI
C. JIOKYMCHTHI 110 JIMYHOMY COCTaBy
d. pacniopsinuTenbHbIE JOKYMEHTHI

Bomnpoc 10

Kakue pacnopsinurenbHble gokyMeHTel HE wu3garoTcss B ciydasix, Korja HeoOXOIUMO
IPUHATh HOPMAaTHBHBIA WM WHAMBUAYAJIBHBIM akT IO OCHOBHBIMBOIIPOCaM KOMIIETEHIUHU
OpraHu3aluu:

BeiGepute oauH OTBET:

a. yKa3aHus

b. mpukassl

C. IOCTAHOBJICHUS

d. pemenus

Bompoc 11
Kakue pacnopsinurenbHble JTOKYMEHTHI W3/alOTCA IO ONEpPaTHBHBIM BOMpPOCAM M JUIS
OpraHM3alH1 UCIIOJIHEHUS APYTUX PACIOPSAAUTEIbHBIX JOKYMEHTOB:
Bribepute oauH OTBET:
a. pacHoOpsIKEHUS
b. pemenus
C. IOCTaHOBJICHUS
d. mpukaszbl

Bomnpoc 12
Kakas xapakrepuctuka HE cooTBeTcTBYET ccTeMe paciopsiAUTEIbHON JOKYMEHTAINH:
Bri6epute oguH OTBET:

a. DTW JOKYMEHTBHl COJepXkaT IOPUAMYECKH BIACTHBIC TMPENNUCAHUSA CYOBEKTOB



UCIIOJIHUTEIIBHOM  BJIACTH, aJpecaTaMd KOTOPBIX SBIISIOTCA KOHKPETHBIE OPraHU3aLlUH,
CTPYKTYpPHBIE MOJPA3/€ICHUs, AOJDKHOCTHBIE JIUIA, PAOOTHUKU. DTH NpPENNUCAHUS SBISIOTCS
IOpUINYECKUMHU JIOKyMEHTaMH, BBI3BIBAIOIIIMU BO3HMKHOBEHUE KOHKPETHBIX
aJMUHHMCTPATUBHO-IIPABOBBIX OTHOLICHUN

b. DT NOKYMEHTBI PEryJupylOT OTHOIICHUS B HMEPApXMUYECKOH CHCTEME YIpaBJICHUS
«CBEpXY BHM3» (OT BBILIECTOSIIUX OPraHOB, OPraHU3aUH, JOKHOCTHBIX JIMLl K HUXKECTOSIILIUM)
U OTpaXaroT YIPABICHYECKUE pELICHUS, HAIpPaBJICHHBIE Ha JOCTHIKEHHE Leled M 3axad
OpraHu3aluu

C. OTH OKYMEHTHI CO3Jal0T OpPraHU3alMio0, YCTaHABIMUBAIOT €€ CTPYKTYPY, OIPEACIAIOT
IITaTHYI0 UHUCIIEHHOCTh U COCTaB PAOOTHUKOB IO JOJDKHOCTSAM, OINpPENeNnsioT (QYHKIUH
CTPYKTYPHBIX IOAPA3ACICHUM, COBELIATCIIbHBIX, KOJUICTMAIBHBIX OpPraHOB, YCTAaHABIMBAIOT
peKuM paboThbl, OCYILECTBIIAIOT OPraHU3ALMIO TPYAa U paclpesieleHue O0s3aHHOCTEH MEXIy
pabOTHUKaMU, OIIPENEISIIOT HOPSA0K PEOPTaHU3ALNN U JINKBUAALNUN OpraHU3aliH

d. OTu TOKYMEHTHI U3Jal0TC HA OCHOBE WJIM BO MCIIOJIHEHHE 3aKOHOB, IIOCTAHOBJIEHUHN U
pacnopspkeHuii [IpaBurenbctBa P@, BhIIECTOANIMX OPraHOB BIACTH M YIPABJIEHUSA. DTH aKThl
M3JIAI0TCS TaKXKe [0 MHULMATUBE PYKOBOJUTENIECH B MPEENIaX UX IMOJTHOMOYUN M KOMIIETEHIUHU
JUIsL OCYLIECTBIICHHUS LENEH U 3a]1a4 OpraHu3aluu

Bormpoc 13
KakoBa mepapxuueckas cucTeMa pacHOpsAUTENbHBIX JOKYMEHTOB IO cdepe AeHCTBUSL
(cBepXy BHHU3):

1) mpaBoBble akThl, JEHCTBYIOIIME B pPaMKax OTIEJIBHOM OpraHU3alMM, YUPEKICHHUS,
pENpUsTHS, GUPMBI,

2) npaBOBbI€ aKThl, ICHCTBYIOIINE B IIpeJiesiax OTpaciau (M34a0Tcs OTPACIEBBIMU OpraHaMH
dbeneparbHON UCTIOTHUTEILHON BIIACTH);

3) mpaBOBbIE aKThl, JEHCTBYOIME HA YpOBHE CyObekTOB PD — kpaeB, obnactell, ropoaoB
pecryonukanckoro 3HaueHus: MockBbl 1 Cankt-IlerepOypra, aBTOHOMHBIX 00J1aCTeH U OKPYTOB,
a TaKk)Ke UX TePPUTOPHATIBLHBIX 00pa30BaHUil;

4) mpaBoBbl€ aKTHI, JEHCTBYyIOIIME Ha (enepasbHONl ypOBHE, — aKThl, H3JaBacMble
IIpesunenrom PO, IIpaBurensctBom PO, opranamu UCIIOJIHUTEIBHOM BIACTH.

Boi6epute ouH OTBET:

a.4231
b.1,3,24
c.1234
d. 4,321

Bompoc 14
Ha kakue rpynmbl AeNATCS PacIoOpsSAMTENbHBIE JTOKYMEHTBI C TOYKH 3PEHHS MPUHSATHS
peteHui (mopsiKa pa3peiieHus BOIPOCOB):
BriGepure oauH OTBeT:
a. Co3/1aBaeMbIe B YCIOBHUAX KOJUIETHAILHOCTH/ CO3/[aBaeMbIe HAa OCHOBE €IMHOHAYAITUS
b. HOpMaTHBHBIE/ HEHOPMAaTHBHEIC
C. IEpBUYHBIC/ BTOPUYHBIC
d. BO McIIONTHEHNE/ MHUIIUATHBHBIC
Bompoc 15
Kakue pacrnopsanTenbHble JOKYMEHTBI OTHOCSTCS K JIOKYMEHTaM, CO3[aBaeMbIM B
YCIIOBUSIX KOJUIETHAIbHOCTH:
BriGepure ouH OTBeET:
a. perIeHHs
b. ykazanus
C. IPUKa3bI
d. pacnopspxeHust

Bompoc 16
Kakune pacnopsaurenshsie 1okymMeHTsl HE oTHocATCS K moKyMeHTam, M3aBaeMbIM Ha
OCHOBC €AMHOHAaYaJIuA:



Bribepure ouH OTBET:
a. IPUKa3bI
b. pacniopsikeHus
C. IOCTaHOBIICHUS
d. ykazanus

Bompoc 17

Kakwue opransl (opranuzanuu) AeMCTBYIOT Ha MPUHIMIIAX €AMHOHAYAIHS:
Bribepure ouH OTBET:

a. rOCyJapCTBEHHBIE BY3bl

b. akIoOHepHBIE 00IIeCTBA

c. [IpaButensctBo PO

d. opranbl UCTIOTHUTENILHON BIACTH

Bompoc 18
Kakue oprans! (opranusanun) 1eHCTBYIOT Ha YCIOBUAX KOJJIETHAIBHOCTH:
Bri6epute ouH OTBET:
a. (henepanbHBIE MUHHCTEPCTBA
b. BeiciMe opraHel  ympaBlieHHS ~ KOMMEPYECKHMX  OpraHu3alMii  pa3IM4HbIX
OpraHU3alMOHHO-IIPABOBBIX (POPM
C. agMUHUCTpauuu cyobekToB PD u apyrux teppuropuaibHbIX 00pa3oBaHuit
d. opranbl UCIIOJIHUTENILHON BIACTH OpraHu3aluil yUpexxIeHUH, IpeanpusaTuid, Gpupm

Bomnpoc 19
Kaxkne pacniopsaurensable JoKkyMeHThl poxoaat MHDBIE craguu npouenyps! u3ganus:
1) wu3yyeHue cCyllecTBa YIPABICHYECKOTO BOMNPOCA, HWHULUUPOBAHUE PpEIICHUS —
o0ocHOBaHUE HEOOX0UMOCTH n3naHus P/1;
2) c6op u aHanu3 HHGOPMAIIMH 110 BOTIPOCY;
3) HOoArOTOBKA MPOEKTA PACIOPATUTENILHOTO TOKYMEHTA,
4) corizacoBaHMe MM OOCYXJIEHHE Ha 3aceJaHUM KOJUIETHalIbHOTO OpraHa MpPOEKTa
pPacnopsSAUTENLHOTO IOKYMEHTA;
5) BHecenue npoekra PJ] Ha paccMoTpeHne pyKOBOJICTBA;
6) IpUHATHE PELICHUS — OMUCaHNE TOKYMEHTA;
7) perucTpanus T0KyMeHTa;
8) noBeneHNE PACcTIOPSIIUTEIBHOTO JOKYMEHTA /10 UCTIOJIHUTENEH.
BeiGepute oauH OTBET:
a. IPUKa3bl
b. pacnopsikeHus
C. pelIeHus
d. ykazanus

Bompoc 20
W3 kakuX 9acTe COCTOUT TEKCT PacCOPSAUTEILHOTO JOKYMEHTA!
Bri6epute ouH OTBET:

a. aHAJIMTHYeCKast yacTh/ 0000IaroIIas 9acTh

b. pa3pscHUTENbHAS YacTh/ TUPEKTUBHAS YaCTh

C. KOHCTaTUPYIOIIas 9acTh/ PACIIOPSINTEIbHAS YacTh

d. BBogHas yacTh/ OCHOBHAA YaCTh/ 3aKIIOYUTEIbHAS YacTh

Bompoc 21
Ha xakue rpynmsl AensTCS MpUKa3bl 10 XapakTepy OCHOBAHMS JUIsl U3AaHUS:
Bribepure ouH OTBET:
a. HOpMaTHBHbIE/ HEHOPMATUBHBIE
b. co3maBaemble B YCIOBUSAX KOJIJIETHAILHOCTH/ CO37[aBaeMble Ha OCHOBE €IMHOHAYATHS
C. IepBUYHbIE/ BTOPUUHBIE
d. BO ncnojgHeHne/ MHUITUATUBHBIC



Bonpoc 22
KaKI/Ie HpI/IKa3BI Ha3bIBAKOTCA MHUIITMATUBHBIMMN
Bri6epute oguH OTBET:
a. u3gaBacMbI€ B CBs3U C OCYH.[CCTBJICHI/ICM HHHUIIUATUB 110 OpI‘aHI/I3aLII/II/I HUCITIOJIHCHUS
MIPaBOBBIX aKTOB, MPUHATHIX PABHOIIPABHBIMU JICJIOBBIMU MTAPTHEPAMH OpPTaHU3aIlUN
b. u3aBaeMbie B CBSI3U C HEOOXOIMMOCTBIO OCYIIECTBIICHUSI COOCTBEHHOM JIEATEIHHOCTH B
COOTBETCTBUU C HA/ICIICHHBIMU (DYHKITUSIMU U 3a/1a4aMu
C. U31aBACMBbIC 110 HTHUIITMATHUBC ITOJYNHCHHBIX
d. wm3maBaemple C IIEIBI0O OpPraHU3AMHM HCIIOJHEHHUS TPHUHATHIX 3aKOHOJATEIbHBIX,
HOpMaTI/IBHO-HpaBOBBIX AKTOB U UHBIX HOpy‘-IeHI/Iﬁ BBILICCTOAIIINX OpFaHOB

Bompoc 23
Kakumu cinoBamMM MOMKEH HAYUHATHCA TEKCT MPUKA3a, €CIUM €ro HM3JaHhE BBI3BAHO
HEOOXOAMMOCTBIO UCIIOJIHEHUS MPUHATHIX 3aKOHOJATEIbHbBIX, HOPMATUBHO-TIPABOBBIX aKTOB U
WHBIX TOPYYEHUI BBIIIECTOSIIIUX OPTraHOB:
Bri6epute ouH OTBET:
a. «B nengax...»
b. «B cooTBeTCTBUU C...»
c. «cxonsa us...»
d. «BcBs3uc...»

Bompoc 24
Kakumu cioBaMu JOKEH HAYMHATBCS TEKCT IpUKa3a, €CIM €ro M3JaHue BbI3BAHO
HEOOXOIUMOCTBIO OCYIIECTBIICHUS COOCTBEHHOW JISATEIILHOCTH 110 HHUIIMATHBE OPTaHU3AIHIH:

Br16epute oquH OTBET:

a. «BcBsasuc...»

b. «<Ha ocHoBanuu...»

c. «Bo ucroiHeHHe. .. »

d. «B cooTBeTCTBHH C....»

Bomnpoc 25
Kakue pacnopsautenbHble JOKYMEHTBI MOXKET U3JaBaTh B Ipe/ieiax CBOEH KOMIETEHIMH
PYKOBOAMTEIb OPraHU3alMH, JEUCTBYIOLIEH Ha OCHOBE KOJUIETHAIbHOCTH:
Boi6epuTe ouH OTBET:
a. pelIeHus
b. mpukassl
C. IOCTaHOBJICHUS
d. pacniopspkenus

Bormpoc 26
Kakue pacnopsimurensHsie nokymMmeHTsl HE Moryr w3pmaBath B mpenenax —cBoeid
KOMIIETCHIIMU PYKOBOAUTCIINU opraHmauHﬁ, )IeI\/'ICTByIOHII/IX Ha OCHOBEC €IMHOHAYaJINA:

BriGepure ouH OTBeET:

a. yKazaHus

b. pacniopsikeHus

C. IPUKA3bI

d. pemenus

Bompoc 27

Kakne pokymentst HE wMoryr mnoanuceiBaTh B MpeAeliax CBOEH KOMIETEHIIMH
PYKOBOJMTENN CTPYKTYPHBIX MOAPA3ACICHHINA:

Bri6epute oquH OTBET:

a. yKa3zaHus

b. mpukasbl

C. pacropsiKeHus



d. mpOTOKOIIBI

Bompoc 28

C Kkakoro MOMEHTa pacHOPSAUTEIbHBIA JOKYMEHT MpuoOpeTaeT cTaTyc O(HUIMAILHO

M3JaHHOIO:
Bri6epute oguH OTBET:
a. IIOCJIe MOAIHUCAHUS
b. mocne gaTupoBaHUs
C. TIOCJIC PETUCTPALIUN
d. mocie coriaacoBaHMs

Bomnpoc 29

B xakoM pacnopsauTeabHOM JOKYMEHTE KOMMEPYECKOW OpraHu3allid HCIOJIb3YETCs

(dopmMa M3II0KEeHUS TEKCTA OT IEPBOTO JIMIA €AMHCTBEHHOTO YUCIIA:
Bribepure ouH OTBET:
a. B peIICHUN
b. B pacniopsukeHUn
C. B TIOCTaHOBJICHUH
d. B COBMECTHOM TIpHKa3e

Bompoc 30

B kakom pacnopsAguTCIIbHOM JOKYMCHTC HCIIOJIb3YCTCA q)opMa H3JI0KCHHA TCKCTa OT

IIEPBOTO JINIIA MHO>KECTBEHHOT'O YHCJIA:
BriGepure oauH OTBeT:
a. B TIOCTaHOBJICHUH
b. B ykazaHuu
C. B pEUICHUU
d. B coBMeCTHOM IpuKa3ze

Bomnpoc 31

d)opMa Kakoro rjarojla HE HOOJDKHa OTACIATBBBOJHYIO YaCTbhb pPacClIOpAAUTCIBHBIX

JIOKYMEHTOB OT PaclopsIUTEIbHOM:
BeiGepute oauH OTBET:
a. [TIPUKA3BIBAEM
b. IIPEJJJIAT AYO
c. PEIIIAIO
d. IOCTAHOBJIAET

Bomnpoc 32

Kaxoit rmaron He mpuemsiieM B (OPMYITHPOBKE BIIACTHOTO PEUICHUS OpraHa yIpaBlICHUS,

U3/IAIOIET0 PacCOPSIUTENbHBINA TOKYMEHT:
Bribepute oauH OTBET:
a. KYCUITUTH
b. «3a4nCcIuTH»
C. «TIOATOTOBUTDHY
d. «pa3paboratby»

Bomnpoc 33

Kakoii rnaros npeanoutureseH B GOpMyIMpOBKE BIACTHOTO PELICHHUs OpraHa yrpaBleHHs,

U3/IAFOIIET0 PACTIOPSIIUTEbHBINA TOKYMEHT:
Bribepure ouH OTBET:
a. «OPTaHU30BATH
b. «IPUHATH MEPBI»
C. «IIOJTHSTHY»
d. «akTUBU3HUPOBATH



Bomnpoc 34
Kakoii rnmaron mpeanoutrutesieH B (OPMYTUpPOBKE BIACTHOTO pEIIEHUS OpraHa
YIIPaBJICHUS, U3AIOIETO PACTIOPAAUTEIBHBIN JOKYMEHT:
Bribepure oauH OTBET:
a. «ITOBBICHTH
b. «ymydmmTb»
C. «PacCMOTPETH»
d. «obecnieunTs»

Bompoc 35
Kakoii rTmaronm mpemnodruresnieH B (OpPMYIHMPOBKE BIACTHOTO pEIICHUS OpraHa
YIIPABJICHUS, U3JAIOLIEr0 PACIOPAIUTEIbHBIN JOKYMEHT:
BriGepute ouH OTBET:
a. KYCUIIATBHY
b. «IPUHSTH MEPbI»
C. «BO3JIOKUTDHY
d. «1TOBBICUTHY

Bomnpoc 36
B kakoii wacTu pacmopsAMTENLHOTO JOKYMEHTa HEO0OXOAMMO TIOMEIIAaTh IepPEeUCHb

JAOKYMCHTOB, YTPATUBIIUX CUJTY WJIM IMOJICIKAIIUX H3MCHCHUIO B CBA3U C U3JJAHUCM JAHHOI'O
aKTa:

Br16epute oguH OTBET:
a. B JITOOOM ITYHKTE PacIOpsIUTSIIBHON YacTh
b. B epBBIX MYHKTAX PACIOPAIUTEIBHON YaCcTU
C. B KOHCTaTUPYIOIIEH 4acTu
d. B KOHIIE TEKCTA
Bompoc 37
B kakoli 4acTu pacmopsauTEeNbHOTO JTOKYMEHTa yKa3bIBaeTcsl MH(OpMalus O TOM, KTO
OCYIIECTBIISICT KOHTPOJIb €T0 UCIIOTHCHHUS:
Bribepute oauH OTBET:
a. B IEPBOM ITYHKTE PACTIOPSIUTEIHLHON YacTH
b. odopMisieTCst OTAETHEHOM CTPOKOM TOCTIE BCEX MyHKTOB
C. B IMOCJICTHEM MTYHKTE PACIOPSIUTEILHON YacTh
d. B KOHCTaTHpYIOIIEH YacTu

[TpakTuueckoe 3aganue 6 (3 cem)

1. Ucnonw3ys marepuan Tembl 6 HacTosero y4yeOHOro Kypca, 3arlojHUTE TaOIuily
«Knaccuduxanun nucemy»:

2. Ber kommepueckuit gupexkrop OOO «AOCOMIOT» MO MPOAaKEe KOCMETUUECKOW |

napproMepHoil mpoaykiuu. Bam Heo0XoauMo MpoBecTH pekinaMHyro Kamnanuioo. Odopmure
COOTBETCTBYIOIIIEE MUCHMO JUIsI IEJIOBBIX TAPTHEPOB.

Ne

n/n

K}'IaCCl/Id)l/IKaLIMOHHbII\;I NPpU3HaK PasHOBMAHOCTU NUceM

3. BBl COTpyIHUK, HaXxOAAIIUMHCS B KOMaHIUpPOBKE. Bam cpouyHO HyXHBI (PMHAHCOBBIE
JOKYMEHTBI Balie (pupMbl 1711 3aKII0UEHHS] KOHTPaKTa ¢ nerepOoyprckoit komnanuen «Hesay, u

Bbl TPOCUTE 3aM. JMPEKTOpa BHICIATh BaM 3THU JOKYMeHTHL. OQopMHTE COOTBETCTBYIOLIMI
JIOKYMEHT.



Tect k pasneay 2 (2 Kypc)
Bomnpoc 1
Kakoe cBOWCTBO [J€JI0BOM NEPENMCKU OTJIMYAET €€ OT APYTUX CHUCTEM U IOJCUCTEM
JOKYMEHTaIUH:
Bribepure oauH OTBET:
a. obecrieunBaeT NH(GOPMALIMOHHBIN OOMEH C IPUMEHEHUEM CPE/ICTB CBSI3U
b. ciyxuT 171 nepegadn HHPOpMauu
C. SBJIAETCS HWHCTPYMEHTOM HH(POPMALMOHHOTO OOMEHa Ha pa3IMYHbIX CTaAMIX
BbIPa0OTKH, IPUHATHS U BBIIIOJHEHUS YIPABJIEHYECKUX PEIICHUN
d. cirykuT 15 3aKperuieHus HHpopMauu

Bompoc 2
Kakue noxkymentsl HEJIB3 oTHEcTH K A€710BOM NepenucKe:
Bribepure oauH OTBET:

a. DJIGKTPOHHOE MHCHMO

b. cmyxeOHast 3amucKa

c. renepoHorpamMma

d. cmyxebHOe MICHhMO

Bompoc 3
Ha xaxue pa3HOBUJHOCTH JIETUTCS JIe/IoBast IEPENUcKa 1o MECTy HaXOKEHU ajipecara:
Bri6epute ouH OTBET:
a. BXOJAIIAsA/UCXOASIIas]
b. BHYTpEeHHSS/MEXKTyHAPOTHAS
C. coJieprKallasi HeoOXoIUMble CBEICHHs 00 aBTOpe/aHOHUMHAs
d. opunmansHas/ muaHAS
Bormpoc 4

Kakoro Bujga nAenoBod NEpenucKd MO TMOJOKEHHUIO B uepapxuu ympasieHus HE
CYIIECTBYET:
Bribepute oauH OTBET:
a. TIEPeTHCKa ¢ PYKOBOJICTBOM U COTPYAHUKAMU OpPTaHU3aAIuN
b. mepenucka co CTOpDOHHUMHU OPTaHU3AIUSIMU
C. IEPCIUCKa C BBIICCTOAIIMNMU OpraHu3alusaMn
d. mepemnucka ¢ MOJABEIOMCTBEHHBIMU OPTaHU3AUSIMH
Bomnpoc 5

Kakoii kaccupukalinoHHbIN IpU3HAK TOJI0KEH B OCHOBY JIEJICHUS JIEJIOBOM MEPENUCKU Ha
o(ULMaNbHYIO U JTUYHYIO:
Bribepute oauH OTBET:
a. 110 Ha3HAYECHHUIO
b. Mo MecTy HaXOXACHUS aapeca
C. 10 TIOJIO’KEHUIO B UEPAPXUHU YIIPABICHUS
d. Mo TOJIOKEHUIO B CUCTEME TOKYMEHTO000pOTa
Bomnpoc 6

Kakas nepenucka oTHOCUTCS K JIMYHOM:
Bribepute oauH OTBET:
a. epernucKa Mexay pU3NUeCKUMH U JOJDKHOCTHBIMH JIUIIAMU
b. nepenucka My KOHKPETHBIMU paOOTHUKAMHU BHYTPH OpraHU3aluu
C. IEPENMUCKA MEXY OAHUM JTOJKHOCTHBIM JIMLIOM U APYTUM JOJKHOCTHBIM JINLIOM

d. mepenucka MexXIy (PU3MUESCKUMU JIUIIaMHA BHE c(hepbl UX CIyKEOHBIX (OPHUITHATHHBIX)
OTHOLIEHU

Bonpoc 7



Kakoii kiaccu(ukaMoHHbII MPU3HAK MOJI0KEH B OCHOBY JIEJICHUS JIEII0OBOW MEPENUCKH Ha
MEPENnUCKy MOBOIPOCcaM MaTepUaIbHO-TEXHUUYECKOTOo o0ecrneueHus, (PMHAHCOB, CTPOUTENIbCTBRA,
TPaHCIOPTA, KyJbTYPHOTO OOMEHA H T.JI.:

Bri6epute oguH OTBET:

a. 110 Ha3HAYECHUIO
b. 110 MOJOKEHUIO B UEPAPXUU YIIPABICHUS
C. TI0O OTHONICHUIO K OIpeNeNeHHBIM cepaM AeATENbHOCTH, BOMPOCaM, CHCTEMam
yIpaBiIeHYECKON JOKYMEHTAIUH (110 TEMaTUKE)
d. Mo MONOXKEHHIO B CHCTEME JOKYMEHTO000pOoTa
Bomnpoc 8

Ha xakue pa3HOBUIHOCTH JIEJSITCS IEIOBbIE MUChbMa MO KOMITO3UIIUU:
Bribepure oauH OTBET:

a. UIHULIMATUBHBIE U OTBETHBIC

b. TUIIOBBIC U B IPOU3BOJILHON opme

C. IPOCTHIE U CIOXKHbBIE

d. BXOozsmue u ucxonsme
Bomnpoc 9

Kakune nuceMa nonuceIBatOTCs ABYMs JIMIIAMHU — PYKOBOJUTEIEM OpraHru3aliu U IIIaBHbIM
Oyxraiarepom:
Bribepute oauH OTBET:
a. TapaHTUHHbBIC THCbMA
b. conpoBoauTeIbHBIC THCHMA
C. MMCHhMa-3aIMpPOChI
d. pexnamHble ECbMa
Bompoc 10

Kakomy MOHSTHIO COOTBETCTBYET CIEAYIONIAst XapaKTEPUCTUKA: «ITO TOCIEI0BATEILHOCTh
JIOTMYECKH B3aMMOCBSI3aHHBIX CMBICIOBBIX YaCTe MUCbMA, O0bETUHEHHBIX €TUHCTBOM TEMBI»:

Bri6epuTe ouH OTBET:

a. KOMIIO3MLIUS TeKCTa MMCbMa

b. BHyTpEeHHSS CTPYKTYpa MHChMa

c. OJlaHK MUChMa

d. Tunosoii popmyIsap nucbmMa
Bomnpoc 11

Kakum okymeHTOM Heo0xoaumMo oopMUTh BO M30exkaHHue HapyleHus: HopM TpynoBoro
KOJIeKCa NMHUCHhMEHHOE HAIIOMHUHAHWE O HEOOXOIUMOCTH SIBUTHCS JISi TIONYYEHHUS TpPYIOBOU
KHUKKH YBOJIEHHOMY paOOTHHKY, HE TIOJy4YHMBILIEMY €€:

Bribepute oauH OTBET:

a. 3aKa3HOE MHCHhMO

b. ¢pakcorpamma

€. SMS-coo0mienune

d. snexTpoHHOE COOOIIEeHNE
Bompoc 12

Kakum BuIOM nokymeHTa Bbl HampaBuTe B IOJBEIOMCTBEHHBIC Opra"HU3AIMH CPOYHYIO
UH(OPMAIIHIO O TIOJTYYSHHOM IITOPMOBOM TIPETYT P ICHHUH:
BriGepute o1H OTBeET:
a. JIeJI0BOE TMHChMO, OTIIPABIICHHOE 10 (hakcy
b. Tenerpamma
C. DJICKTPOHHOE MTUCHEMO
d. Tenedonorpamma
Bomnpoc 13



[Moanucate TenedoHOrpaMMy, MOATOTOBICHHYIO IJIs1 OTIIPABKU KOPPECHIOHACHTaM, UMEeT
HpaBo:
Bribepure ouH OTBET:
a. 3aMECTHUTENb PYKOBOIUTEISI OpPraHU3anu
b. paboTHUK TIOpa3ICICHUS
C. PYKOBOJIUTEb OPraHU3alUH WIH YIOJTHOMOYECHHOE UM JIHIIO
d. pyKoBOAMTENb CTPYKTYPHOTO TOAPA3ICTICHHS
Bonpoc 14

[ToanuceBaTh MUCHMO Ha OJIAHKE CTPYKTYPHOTO IOIPA3/ICIICHUS UMEET TPaBO:
Bribepure oauH OTBET:

a. 3AMECTHTENb PYKOBOJIUTEISI OpraHU3aIiu

b. paGOTHUK CTPYKTYPHOTO MOIPa3/ACICHHUs, IIOATOTOBUBILUI TOKYMEHT

C. PYKOBOJUTEIb TOAPA3ICIICHHSI

d. pykoBoAHTENH OpraHU3AINH
Bomnpoc 15

[Tpu kakoM crocoOe JOCTaBKU €ro aapecaTy MUCbMO OyIeT UMETh FOpPU-IHYECKYIO CHITY,
€CITM TIMCEMO COJICPIKHUT 0053aTEIbCTBO OIUIATHTh OKa3aHHbBIE YCIIy TH:
BeiGepute ouH OTBET:
a. IOYTOBAsS CBSI3b
b. renepoHHas CBA3D
C. QJIEKTPOHHAS 10YTa
d. pakcumMuIbHAS CBA3b
Bompoc 16

[Ipu oTnpaBke KakoW pa3sHOBUIHOCTH IHMCbMa MOKHO OIPAaHUYMUTHCS (PAKCUMUIBHON
CBSI3bIO WJIM AJIEKTPOHHOM MOYTOM 06€3 10ChUIKM KOPPECIIOHICHTY MOAJIMHHUKA:
Bri6epuTe ouH OTBET:
a. MMChbMa-3arpoca
b. pexiiaMHOTO MHChMaA
C. MMChbMa-3aKas3a
d. nuceMa-HanOMuHaHUS
Bomnpoc 17

VYkaxure, Kakue LeI1 He MOTYT OBITh pealn30BaHbl MPU MO "MOIIH JICJIOBBIX IMHUCEM:
Boi6epuTe ouH OTBET:

a. OTIpaBKa aJpecary J10KyMEHTOB

b. uHGOpMHUPOBaHNE KOPPECTIOH ICHTA

C. BBIHECEHUE B3bICKaHUS paOOTHUKY OpraHU3aluu

d. oTKa3 B yJI0OBIETBOPEHHUH [IPETEH3UU
Bompoc 18

Ecnu muchbMo MOArOTOBIEHO BEAYIIMM CHEIMAIMCTOM OT/eNla TEXHUYECKOH MOJAEepPKKH
OpraHu3alliy, 3aBU3UPOBAHO PYKOBOIUTENEM OTIeNa H TOANHCAHO PYKOBOIUTEIIEM
OpraHu3aIiy, KOro cielyeT yKa3aTh B KaUeCTBE HUCIIOJHUTENS B COOTBETCTBYIOIIEH OTMETKE:

Bribepute oauH OTBET:

a. pPYKOBOJUTENS OpraHU3aIlu

b. pykoBoauTENS OTAETA

C. BEJyUIEro CHeluaInucTa

d. cexperaps pyKOBOAUTENS
Bompoc 19

Kak nomkeH MOCTYNUTh WCIOJHUTENb, MOJATOTOBUBIIMM €10 "BOE€ MHUCHBMO, €CIU
PYKOBOAWTENb OTHAEJa IUIAHUPOBAHMA, BH3a KOTOPOTO HEOOXOAMMa, HAaXOIUTCS B
KOMaHJIUPOBKE:



Bribepure ouH OTBET:
a. mepenaTh NUCbMO Ha MOJIHUCH PYKOBOAMTEIIO 0€3 BU3BI
b. 3aBU3MPOBATH MHCHMO Y 3aMECTHUTENS] PyKOBOAUTENIS OT/eNa MJIaHUPOBAHUS
C. 3aBU3UPOBATH MIHCHMO CAMOMY

d. ’m1aTh BO3BpaIeHHUs PYKOBOIUTEIS OT/ENa IUTAHUPOBAHUS M3 KOMAHIUPOBKHU
Bonpoc 20

Kaxkoit pa3HOBHJIHOCTBIO JIEJIOBOTO MHUCHhMa IMMOYTOBOE OTICICHHE COOOIIUT TpaKAaHUHY,
YTO Ha €0 UMS MOJIYYEHO [IEHHOE MIUChMO, M MIPUTTIACHUT MOJIYIHUTh €ro:
Bri6epute oquH OTBET:
a. IHChbMO-U3BEIICHUE
b. nmuceMoO-nipUrIaIIeHue
C. MUCHbMO-TIPOCKOa
d. muceMo-cooOIIeHne
Bompoc 21

K kako¥i pa3HOBUIHOCTH MHCEM OTHOCUTCS MTMCHMO CJIEIYIOLIEr0 COACPKaHUS:
CooOmraem, 4To opraHu3aIusl BCTPEUH aMEPUKAHCKON JIeJieraliui OT KoMiaHuu "Peitnyaii

Xepur3x Heryspk" nopyuyeHa IUpeKTOpy My3bl"KaJIbHOTO YUYHJIMIIA TyXOBbIX HHCTPYMEHTOB
I1./I. PomaHoBYy:

Bri6epute ouH OTBET:
a. MUCbMO-0TKa3
b. nHGOpPMAIMOHHOE TUCHEMO
C. MUCHMO-TIPEYIPEKICHUE
d. muceMo-coobeHue
Bomnpoc 22

Yem nucbMo-TipeiokeHue (ogepra) oOTaMyaeTcs oT PeK JIAMHOI'O IHChMa:
Bri6epuTe ouH OTBET:

a. HaIpasJIsIeTCS NPOAABLOM IOTEHLIMAIBHBIM IOKYNATENSM C IPEIOKEHUEM TOBAapOB
WIN yCITYT

b. He cBsI3BIBAET NMpoJaBIia 0043aTeIbCTBOM MIPOAATH TOBAP

C. CTUMYJIUPYET UHTEpEC K TOBApy U XKeJlaHue ero NpuodpecTu

d. conepkUT HaMepeHHe 3aKIIUNUTh CJIENIKY C YKa3aHUEM €€ KOHKPETHBIX YCIOBUI
Bompoc 23

K kaxoil pa3HOBUAHOCTH MHCEM OTHOCATCS MUChMA, C TOMOIIBIO KOTOPBIX POCST BBICIATh
ounManbHbIe CBEIEHUS MU IOKYMEHTBI:
Bri6epute ouH OTBET:
a. MMCbMO-U3BELICHUE
b. nucbMo-3akas
C. MUCbMO-3aIPOC
d. mucemo-tipockOa
Bompoc 24

Kakoli pa3HOBHIHOCTH NMCbMa COOTBETCTBYET CIIEAYIOINN TEKCT:

B cBsa3u ¢ mponenypoit GankporctBa npeanpusatus OAO "MockoBc—kuil konautep"
IIPOCUM NPEJOCTAaBUTh JAHHBIE O pa3Mepe J0JIM ITOCYy 1apcTBa B yCTABHOM KalluTalle Ha3BaHHOTO
MPEITPUSITHSL.

Bribepure ouH OTBET:

a. MUCbMO-TIPENIOKEHNE

b. muceMo-3ampoc

C. MUCHMO-TIPOCK0a

d. muceMo-coob1eHue
Bonpoc 25



Ornpenenurte pa3HOBUAHOCTh TUChMA, TEKCT KOTOPOTO MPUBEIECH HIKE:
[Ipocum Bac paccMoTpeTh BO3MOXKHOCTH IOCTAaBKH MAPTUM KOMIUIEK "TYIOUIUX IS

NIEPCOHAIBHBIX KOMIIBIOTEPOB B NepBoi Aekaze stuBapsa 2013 r. v py MON0KUTEIBHOM pPELICHUN
HaIpaBUThb HaM O(epTYy.

Bribepure oauH OTBET:
a. MMCbMO-HAIIOMUHAHUE
b. muceMo-3anpoc
C. MUCbMO-TIPENIOKEHHE
d. muceMo-mipock0a
Bonpoc 26

VYKakuTe, Kakoe MUChMO CIICAYET HANpPaBUTh OPraHU3alUU -KOHTPAreHTY MO J0TOBOPY,
€CJIM 3Ta OpraHu3allvs HE OTIAUYMBACT BhI TIOJTHEHHBIC BAMU Pa0OTHI:
BriGepute ouH OTBET:
a. MUCbMO-COOOIIICHHE
b. muceMo-TpeboBaHue
C. MUCbMO-HATIOMUHAHUE
d. nuceMo-nipeTeH3us
Bompoc 27

VYkaxure, Kakoe MUCHbMO CJIEAyeT HAIpaBUTh OPraHU3ALUU-KOHTPAreHTY IO JIOTOBODPY,
€CIIM MOJTyYCHA MapTUs TOBapa B HEHAIJIe MKaIllel YITaKOBKE, YTO CKa3aJloCh Ha KaueCTBE TOBapa
NPUBEJIO K CHU »KEHHIO LIEHBI TIPU €T0 MPOIaxKe:

BeiGepute ofuH OTBET:

a. MMChMO-HAIIOMUHAHNE

b. muceMo-3ampoc

C. MUCbMO-TpeOOBaHNE

d. nuceMo-nipeTeH3us
Bompoc 28

VYkaxute, K KakKoil pa3HOBUJHOCTU ITHUCEM OTHOCUTCS IMCbMO CIIEIYIOIIErO COACPKAHUS:
18 anpens 2013 r. B 11.30 mectHoro BpemeHu JlemapTamMeHT NPUPOAOINOJIb30BAHUS
IPOBOAMT CEJIEKTOPHOE COBEIaHWE [0 BONPOCY O CHTyallud C JIECHBIMHU TOXapaMu H
JIECOHApYUICHUAMHU Ha Tepputopun Poccuiic—kou denepanuu.
Boi6epuTe ouH OTBET:
a. MMCbMO-COOOIIEHNE
b. nucbMo-U3BELICHHE
C. MMCbMO-HAallOMUHAHUE
d. muceMo-npurnamnienye
Bomnpoc 29

VYkaxuTe Ha3BaHHE PA3HOBUIHOCTHU MHCHbMA, IPUBEJICHHOTO HIXKE:
[Ipennaraem cenpap UCTAHIACKYIO B 00ukax B KoymuecTBe 1200 Kr ¢ MOCTaBKOM B TeUEHUE
anpensa-utoHsA 2013 1. paBHBIMU apTUSAMH.
Bribepute oauH OTBET:
a. MMCbMO-U3BELICHUE
b. muceMo-TIpeIoKeHNe
C. MUCBMO-COOOIIIeHNE
d. mucemo-tipockOa
Bomnpoc 30

K kakoit Pa3HOBHUIHOCTHU IIMCEM OTHOCHUTCA IIMCBMO TIpakJaHWHA, B KOTOPOM OH

oOparraeTcsi B OpraHu3aIifio ¢ Ipocb00i MOATBEp IUTh CTaXX PabOTHI B 3TOM OpraHU3aIvu:
Bribepure ouH OTBET:

a. TICHMO-3a1pOC
b. mucpmMo-TpeboBaHme



C. MUCBMO-TIpOCch0a
d. muceMo-cooOieHue
Bompoc 31

Opranuzanys Nogy4nsa MUCbMO-TIPOChOY CIEIYIOMIETO CONEPIKAHMS:

[Ipocum Bac mnpemoctaBuTh MeCTO ISl MPOXOXKIEHUS MPEATUIUIOM HOM TNPAKTUKH
CTYIEHTKE 5 Kypca Oo4HOU (opmbl 00ydeHus (akynbTeTa MEAarorndeckoro oOpa3oBaHUsS U
cepBucHBIX TexHoJIorui ®I'BOY BIIO «MarouToropckuii rocy1apCTBEHHbIM YHUBEPCUTETY, 110
HanpaslieHUI0 «JloKyMeHTOBeleHUE U apxuBoBelneHue» MenseneBoil AnHe AHapeeBHe ¢ 01
deBpans o 28 mapra 2013 1.

VYkaxure, Kakoil U3 BapuaHTOB OTBETa OyeT Oojiee MpaBUIbHBIM:

Bribepute oauH oTBeET:

a.

YBaxkaemble koieru!

Nudopmupyem Bac o TOM, dro MBI paabl MOPEAOCTABUTH  MECTO  JUIS
MPOXOKICHUATIPEIAUIIIIOMHON TIpakTuKu Bamel cryaentke MenseneBoil AHHEe AHApPEEBHE B
o0o3HaueHHbIe Bamu cpoku.

b.

Coo0maem, dYro Hama OpraHW3alusg  TOTOBAa  MPEJOCTaBUTh  MECTO  JUIs
MPOXOXKACHUSNPEAIUIIIIOMHON MPAKTUKU CTYIEGHTKE S5 Kypca O4YHOHW QopMbl 00ydeHHS
dakynpTeTa TMEAArorMYecKoro oOpa3oBaHWs H cepBUCHBIX TexHoiorumii @OI'BOY BIIO
«MarHuToropcKui ToCy/1apcTBEeHHbI YHUBEPCUTETY, [0 HAMpaBiIeHHUIO «JlOKyMEHTOBEICHUE U
apxuBoBeaeHue» Menseneroit Aune Annpeesne ¢ 01 despans mo 28 mapra 2013 1.

C.

Ha Bame mucemo ot .. Ne ... cooOmiaem, 4YTO TOTOBBI MPEAOCTABUTH MECTO ISt
MPOXOKACHUANPEAIUIIIIOMHON MPAKTUKU CTYIEHTKE S5 Kypca O4HOW ¢opMbl oOyueHus
dakynpTeTa TMEAArorMYecKoro oOpa3oBaHWs © CcepBUCHBIX TexHojorumii @OI'BOY BIIO
«MarHuToropcKui ToCy1apcTBEeHHbIN YHUBEPCUTETY», [0 HampaBieHuI0 «J[oKyMeHTOBeleHruEe U
apxuBoBeaeHne» Menseneoit Aune AnnpeesHe ¢ 01 despans mo 28 mapra 2013 1.

d.

Coo011aem, 4To Hallla OpraHU3alys MTPEeIOCTABUT MECTO JJIS POXOKICHUS TPAKTUKU JIJIS
Balllel CTY/IECHTKHU.

Bompoc 32

Kakoii pa3HOBHIHOCTM THCBbMa COOTBETCTBYET ClEIyromasi si3blkoBasi (opmyna: «Mbl
yBepeHsl, uTo Bac 3anHTepecyeT BRICOKOE KaueCTBO Hallel MPOAYKIHH. .. »:
Bri6epuTe o uH OTBET:
a. mpocnoa
b. pexiiaMHOE TTHCHMO
C. IIpUIJIAlIeHNe
d. odepra (mpenoxenue)
Bompoc 33

Kakoli pa3HOBHIHOCTH MHUCHhMa COOTBETCTBYET ClieAyroImas si3bikoBasi opmyna: «IIpocum
COOOITUTH AaTy pHUe3/ia Aeyeranuu oT Bameit Gpupmsl...»
Bribepure o1H OTBET:
a. mpockba
b. mpurnamenue
C. HaIOMUHAHKE
d. nadopMaIOHHOE THCHMO
Bomnpoc 34

Kakoli pa3HOBHJHOCTH IHCbMa COOTBETCTBYET CIeAyIomas s3bIkoBas (opMyia:
«[Ipencrapisito Ha yTBEPKACHUE MTPOSKT TUIAHA...»:
Bri6epute oguH OTBET:
a. Mpe/ICTaBlIeHUE



b. odepra (mpemioxeHue)

c. mpock0a

d. compoBoUTENHHOE TUCHMO
Bomnpoc 35

Kakoli pa3HOBHIHOCTH TNHChbMa COOTBETCTBYET CIIeAyromias s3bikoBas ¢opmyna: «K
COKaJICHHIO, MBI HE MOKEM MPUHATH Balie mpeioxkeHue. .. »:
BriOepuTe ouH OTBET:
a. MUCbMO-TIPUTIIANIICHHE
b. NUCBEMO-OTBET
C. IHNCbMO-0TKa3
d. muCbEMO-H3BHHEHNE
Bomnpoc 36

VYxkaxure HanOoJee «KECTKUI» 1 HEYMECTHBIN BapHAHT OTKAa3a:

BeiGepure oauH OTBET:
a. B cBs3M C... IenapTaMeHT He MOKET COIVIACUTHCS C BAlIUM IPEUI0KEHUEM
b. I[IpuHATH Balle npeaaokKeHne He IPeCTaBIsAeTCs BO3SMOXKHBIM B CBA3H C ...
c. B ¢Bs3u ¢ ... Bame npeaioKeHue HaMu He IIPUHUMAETCS
d. B cBs13u c ... Ballle npeuiokeHUe He MOXKET ObITh IPUHATO

Bompoc 37

Kakoii BapuaHT MpeIIoKeHUsI TOBAPOB M YCIIYT 0OJIee MPUEMIICM:
BeiGepute oauH OTBET:
a. Hama ¢upma rOTOBa TOCTaBHUTH BaM Ka4deCTBEHHYIO UM  HEIOPOTYIO
INEKTPOTEXHUYECKYIO ITPOILYKLUIO
b. HacrostensHo pexomenayeM Bam BocCmonb30BaThCs yciayramy Hameid (UpMBI 10
IIOCTAaBKE KaYE€CTBEHHON U HEJOPOTOM 3IEKTPOTEXHUYECKON ITPOSYKIINH
c. [Ipennaraem BOCIONIB30BaThCS YCIyraMH Halield GUpMbI IO OCTaBKE KaUYECTBEHHOH U
HEZ0POroH AMEKTPOTEXHUYECKON TPOSYKIINH
d. Ilpemnmaraem Bam Bocnonb3oBaThcsl YyciayramMu Hameil ¢GuUpMbl 10 TOCTaBKe
KaUECTBEHHON U HEIOPOTOH 3JIEKTPOTEXHUUYECKOM MPOTYKIIUU
Bompoc 38

Kakue oOpamnieHuss yMeCTHO HCITOJIB30BaTh B KOMMEPYECKOM IMPEIOKEHUH, PACCHUTIAEMOM
00JBIIOMY KOJTHYECTBY OpPTaHU3alUi — MOTEHIIMATBHBIX TTOKYIaTeNlIel TOBAPOB M yCIYT:

Boi6epuTe ouH OTBET:

a. YBaxkaeMeble rocrnoa!

b. YBaxkaemele komieru!

c. YBakaeMble rocroia npeanpuHumaresnu!

d. MuoroyBaxkaempie rocroza!
Bomnpoc 39

Bri6epute Hanbosee yMecTHYIO (POPMYITUPOBKY:
Bribepute oauH OTBET:
a. MbI pagsl IpeyioKUTh Bam NpUHATE ydacThe B CEMUHApE ...
b. [Ipeanarato Bam npuHsATh yyacTe B CEMUHApE ...
c. [Ipeanaraem Bam npuHATE yyacTve B CEMUHApE ...
d. Page! nmpenoxute Bam npuHATh yyacTHe B CEMUHApE ...
Bomnpoc 40

VYKaxuTe, Kakas U3 STHKETHBIX 3aKIIOYUTENBHBIX (ppa3 OyJeT yMECTHOH B TEKCTE JIEIIOBOTO
nHcbMa:
Bribepure ouH OTBET:
a. Hameemcst Ha mmTeNbHOE TIIOOTBOPHOE COTPYJHHYECTBO
b. Ouens pazpl oka3ate Bam yciyry



c. K coxanenuto, Mbpl TO3IHO MOMYYHJIM Balle TNPEAJIOKEHHE U HE CMOINIM UM
BOCIIOJIb30BaThCS
d. K cuactpio, Hamu onaceHus 00 OCTaHOBKE MOCTaBOK 000PYI0OBaHUS HE MOATBEPIUINCH
Bomnpoc 41

Onpenenure, CKOJIBKO KOMIO3UIIMOHHBIX YacTel B CIIEIYIOIIEM TUChME:

[Tpu mpoknagke KaHATH3AIMK U YCTPOHUCTBE KAaHAIM3AIMOHHBIX Ka—MEp IO aapecy: Y.
JloBxkeHKo, cTpoeHue 15 Ha KOJOAIbl ObUIM YCTa HOBJIEHBI KPBIIIKH, HE COOTBETCTBYIOIIUE
pa3Mepy oOedaek, W, HECMOT 'psi Ha HEOJHOKPATHBIC YCTHBIC W MHUCHMCHHBIE OOpaIlICHHUS K
HavyaJbHU Ky y4acTka Ne 4 ¢ mpoch00i YCTpaHUTh JIOMYIIEHHbBIE OTCTYIUIEHUS OT TEXHUYECKOM
JIOKYMEHTAI[UHU, MEPBI JIO CUX TTOP HE IPHHSITHI.

B cBs3u ¢ Tem, 4TO mpu mpoes3fe aBTOMAIIUH MPOMCXOAUT CABHUI M € pPeBOpaYMBAHHE
KPBIIIEK, OTKPBITHIC KOJOMAIBI CO3MAI0T Yrpo3y KH3HU TMEHIEXOJ0B W MOTYT TPHUBECTH K
HECYACTHBIM CJIy4asiM, TpeOyeM IMpUHITh CPOYHBIE MEPHI M0 YCTPAHEHHIO HETOIa10K.

B npoTuBHOM Citydae Mbl HE HECEM OTBETCTBEHHOCTH 332 BO3MOXKHBIE ITOCIICICTBUS.

Bribepute oauH oTBeET:

a. JiBe

b. Tpu

C. YeThIpe
d. ogHa
Bompoc 42

Kakue nucbma BISIOTCS MHOTOACTIEKTHBIMU:
BeiGepute oauH OTBET:
a. IMCbMA, aBTOPAMU KOTOPBIX SIBJISFOTCSI HECKOJIBKO JIMI, KaXKI0€ U3 KOTOPBIX
BBICKA3bIBACT CBOIO TOUKY 3PEHHUS HA OTPAKEHHBIN B MHCbME BOIIPOC
b. KOMIUIEKC THCEM, SIBISIFOIIMXCA PE3YAbTATOM IEPENHCKH JEJIOBBIX MapTHEPOB IO
OJTHOMY MJIM HECKOJIbKUM BOIIpOCaM
C. IUChbMa, COCTOSIIINE U3 TPEX WIN YETHIPEX CMBICIOBBIX YacTel (BCTYIIEHUE, OCHOBHAs
4acTh, 3aKJIIOYCHHE, TIPEAYNPEKICHUE WIN 3aKITFOUUTENIbHbIE STUKETHbIE (POPMYIIbI)
d. muceMa, nocBAIEHHbIE HECKOJIBKUM BOIIPOCaM
Bomnpoc 43

W3 kakuX KOMITO3UITMOHHBIX YacTel COCTOUT MPUBEICHHBIA HUKE TEKCT MUChMa!

B apmuHucTpanuu paiioHa B HacTosIIee BpeMs UCIONb3yeTcss TpH aBToMoomist 1999 rona
BBIMTYCKa, KOTOpPBIE HECYT OOIbIINE HAarpy3KH U TPeOyIOT 3HAUUTEIBHBIX 3aTpaT Ha TEKYIIHA
PEMOHT, a JIBa U3 HUX HY)X JIAal0TCS B KATUTAIEHOM PEMOHTE, 3aTPaThl HA KOTOPHIH COMTOCTaBUMBI
CO CTOMMOCTBIO HOBOT'O aBTOMOOMJIS.

B cBs3u ¢ Tem, 4to ciyxeOHbIe 003aHHOCTH PAOOTHUKOB aJIMUHHUCT "PAllMH CBSI3aHBI C
MOE3KaMH 110 TEPPUTOPHUH paiioHa, YOeIUTENbHO MPOCUM BBIICIUTE CPEJCTBA HAa TPHOOpEeTEHHE
JIBYX HOBBIX CITy’)K€OHBIX aBTOMOOMIeH "["azens" mist Hy 1 aIMUHUCTPAIIUH.

Bri6epuTe ouH OTBET:

a. BBeJleHre, 000OCHOBAHME, 3aKJIIOYCHHUE

b. BBeieHUE, 3aKIIOUCHUE

¢. 000CHOBaHME, 3aKJIFOYCHUE

d. BBeieHue, 060CHOBaHME, 3aKII0YEHUE, TPETYIIPEKACHUE

Bomnpoc 44
M3 kakuX KOMITO3UITMOHHBIX YacTe COCTOUT NMPUBEACHHBIN HIKE TEKCT MUChMa:

B cootBercTBUU ¢ pacnopsokeHueM DenepanbHOro  ympaBiIeHHS MO e UIaM O
HecocTosATeNbHOCTH (O6aHKpoTcTBe) OT 19 OokTs0ps 2004 1. Ne 75-P mampamnsiem Bam akThl ¢
KOMIUIEKTaMH JOKYMEHTOB TIO TIPEANIPUSATHIM:

1. BoctpsikoBckuii MsicoriepepadaThIBalOIINK KOMOWHAT;

2. ®abpuka ngerckoit urpymku Ne 3.

Bri6epute oguH OTBET:

a. 000CHOBaHUE, 3aKJIIOUCHUE



b. BBeieHrE 000CHOBAHHE
C. BBeJIeHHE, 000CHOBaHHUE, 3aKII0YCHHE
d. BBemeHME, 3aKIIOUCHHE

Bompoc 45
[Tponomxkute BbickazbiBaHue: «KoMmo3uius TeKcTa mucbMa — 3710 ... »:
Bribepure oauH OTBET:
a. TIOCIENOBaTENbHOCTh  JIOTHUECKH  B3aMMOCBSI3aHHBIX  CMBICIIOBBIX  YacTeW,
00BbETMHEHHBIX €TMHCTBOM TEMBI
b. BHeUmIHWE MPHU3HAKU, [O3BOJSIONIME BBLACTUTh TEKCT U3 Macchl HH(pOpMAIUH,
pa3MEUIEHHON B JOKYMEHTE
C. pacroJIo’KeHUE PEKBU3UTOB JIEJIOBOTO MUChMAa U AJIEMEHTOB TEKCTa Ha OJIaHKe
d. mocnenoBaTeNbHOCTD PACHIONIOKEHHS TPEUIOKEHUH B TEKCTE TOKYMEHTA

IIpakTH4eckoe 3agaHue K Teme 2.3

[Tonp3ysace «Hopmamu BpemMeHH Ha pabOTHl MO JOKYMEHTAIIMOHHOMY OOECIECUYCHUIO
YIPABJICHYECKUX CTPYKTYp (enepaabHbIX OpPTaHOB HCIOIHUTEIBHONH BIACTH», YCTaHOBHTE
s dexTuBHOCTS yHUDUKAH QopM 10KyMEeHTOB. [IpuBenuTe npumep.

Tect k Teme 2.3 (2 kypc)
Bormpoc 1
Kakoit Bunm mpoxkymenta HE oTHocuTcs k cucreme WH(OPMAIMOHHO-CIIPABOYHOM
JOKYMEHTAIUH:
BeiGepute ofuH OTBET:
a. CripaBKa
b. npenoxxeHune
C. aKT
d. uHCTpYKLIKA
Bompoc 2
Kakoii Bux noxymenta HE otHOocuTcs K cucteme HH(GOPMAIMOHHO-CIIPAaBOYHON
JOKYMEHTAIUH:
BeiGepute oauH OTBET:
a. CITUCOK
b. cBOzIKa
C. 3aKIJIFOYCHHE
d. aBTOOHOTpadus

Bomnpoc 3

Kakoit Bunm noxymenta HE oTHocuTCcs K cucteme uHGOOpPMAIMOHHO-CIIPABOYHOM
JIOKyMEHTalUU:

Bribepute oauH OTBET:

a. pe3roMe

b. mepeueHn

C. 3aKJIIOUYECHHE

d. oT3BIB

Bonpoc 4
Kakotii pazHoBuaHOCTH HH(DOPMALIMOHHO-CITpaBOoYHOU JokyMeHTaru HE cymecTByer:
Bri6epute oguH OTBET:

a. OOBSICHUTEIIbHAS 3alIUCKa

b. noximamgHas 3anucka

C. pa3bsACHUTENbHAS 3aI1CKa

d. mosicHUTENBLHAS 3aIIMCKa

Bomnpoc 5
Kakoii BHI JOKyMEHTa OTHOCUTCS K CHUCTeMe HH(POPMAIMOHHO-CIIPABOYHON



JIOKyMEHTAIUU:
Bri6epute oguH OTBET:
a. TIOJIOKECHHUS
b. HHCTpyKIIMH
C. JIOTOBOPHI
d. cimyxeOHbIE TUChMA

Bomnpoc 6
Kakum nokymMeHTOM He0oOXoAuMO O(OPMHUTH pe3yabTaTbl PEBU3UU OTAeNA TMPOJAXK
OpraHu3aIuu:
Bribepure oauH OTBET:
a. CIIpaBKOM
b. nHPOPMAIMOHHBIM TUCHMOM
C. aKTOM
d. cBoIKOI

Bomnpoc 7
KakoBo MUHMMAaIbHOE KOJIMUYECTBO JIULL, TOAMUCHIBAIOIINX aKT:
Bri6epute ouH OTBET:

a. yeTbIpe

b. Tpu

C. 1Ba

d. omuH

Bompoc 8
Kakoii opran O/mKeH OBITh COCTABUTEIIEM aKTa, B KOTOPOM (UKCUPYETCS OTCYTCTBHE
paboTHuKa Ha paboyem MecTe:
BeiGepute ofuH OTBET:
a. Mpo(COrO3HBIN KOMUTET
b. crienmanbHO CO3/AaHHAs AUCIMUILTUHAPHAS KOMUCCHS
C. TPYJIOBOM KOJJIEKTHUB
d. coBeT yHUBepcuTeTa

Bompoc 9
KTo yrBEep)KIaeT akr:
BeiGepute oauH OTBET:
a. CeKpeTapb
b. pyKOBOIUTENTH OpraHU3aluu
C. YWIEHbl KOMUCCHH
d. npeacenarens KOMUCCUU

Bompoc 10
Kaxkas nara siBisteTcst JaTOH aKTa:
Bri6epute ouH OTBET:

a. JlaTa COCTaBJICHUS

b. mata coOBITHA

C. JlaTa IOITHCAHHS

d. nata yTBepKIeHH

Bompoc 11
Kaxkas yacTp SIBIISICTCS M3IUIIHEH B TEKCTE aKTa:
Bri6epute ouH OTBET:

a. BBOJHAs

b. pacniopsiauTenbHas

C. OCHOBHasl (KOHCTaTHPYFOIIas)

d. 3aknounTenbHas



Bomnpoc 12
Kakoe conepxkanue BKITIOYaeT OCHOBHAS YacTh TEKCTA aKTa:
Bri6epute oguH OTBET:
a. OCHOBAHHME ]ISl COCTABJICHUS aKTa
b. cocTaB komMHccUn
C. MOATBEPKACHUE YCTAHOBICHHOTO (haKTa UITH COOBITHS
d. mpucytcTByOIIHE

Bomnpoc 13
Ha xaxom u3 mH(pOPMaLMOHHO-CIIPABOYHBIX JOKYMEHTOB MOXET OBITh O(OpMIIEH TpH]
YTBEPKICHHS:
Bribepure oauH OTBET:
a. CIpaBKa
b. ciucok
C. aKT
d. cmyxeOHas 3amucka

Bompoc 14
Kakoe conepxanre HE BXonuT B cocTaB OCHOBHOI yacTu akTa:
Bri6epute ouH OTBET:
a. JOKYMEHTbI, Ha OCHOBaHUH KOTOPBIX (PUKCHPOBAINCH YCTAHOBJIEHHBIE (haKThl
b. mienu, 3a1a4u, CyIHOCTb, XapaKTep, METObl, CPOKHU, PE3YNIbTaThl IPOIEIaHHON paboThI
C. IOATBEPKACHUE YCTAHOBJIEHHOTO (haKkTa UM COOBITUS
d. mpeanoxxeHust, peKOMEH IAIMH, CIIOCOOBI M CPOKHU YCTPAHEHHUSI BCKPBITHIX MIPU TIPOBEPKE
HEJI0CTaTKOB

Bomnpoc 15
Kaxkoe Boicka3zbiBanue sBisiercss HEBEPHBIM:
Bribepute oauH OTBET:
a. [Toanucn 4IeHOB KOMUCCHH PACIIONAraloTCs B TOM JKe IMOCIIeIOBATEILHOCTH, KaK U BO
BBOJHOM YacTH, C YKa3aHHEM JOKHOCTH
b. AKT cuuTaeTCs MPUHATHIM TOCTIE €T0 MOAMUCAHUS BCEMH WICHAMH KOMUCCHH HJIA BCEMH
JUIAMH, YYaCTBOBABIIMMH B €70 COCTABIICHUU
C. AKT MOJHCHIBAIOT BCE WICHBI KOMUCCUU
d. JIumo, umeroniee 3aMe4aHus MO COJEP>KAaHUIO aKTa, HE MMEET MpaBa He MOJNUCHIBAThH
JIOKYMEHT, OHO M3JIaraeT CBO€ 0c000€ MHEHHE MO0 Ha 0OOPOTHOW CTOPOHE MOCIEAHETO JINCTA
aKTa, TIM00 Ha OTJEIHHOM JIUCTE

Bomnpoc 16
Kaxoe Bricka3eiBanue aBirsietcs HEBEPHBIM:
Bri6epuTe ouH OTBET:
a. Bce numa, ynmoMsiHyThIE B aKTe, OCOOCHHO Te€, K pad0Te KOTOPHIX BHICKa3aHbI 3aMEYaHus,
JIOJIKHBI OBITH O3HAKOMIIEHBI C €T0 COAEPIKAaHUEM TIOJ] PACITUCKY
b. [Tocie yTBepkIeHHs] peKOMEHIaTebHas YacTh akTa MPHOOPETAeT PaclopsIUTEIbHYIO
CUIIYy M 00s13aTeNIbHA K UCIIOJIHEHUIO
c. Bce mucTer akta, KpoMe IEPBOTO U TOCIETHETO, U TIPHIIOKEHUI K HEMY Ha 000pOTHOM
CTOPOHE 3aBEPSIOT MOANMCAMHU MPEICENATENS] U WICHOB KOMUCCUU
d. AKT curTaeTCsi MPUHSITHIM ITOCIIE €T0 MOIMUCAHUS peceaaTeIeM KOMUCCHT

Bompoc 17
Kakas pa3HOBUIHOCTB 3amucok oopmiiseTcss Ha OTaHKe OpraHU3aluu:
Bri6epute oquH OTBET:

ad. BHCIIHAA JOKJIadHasd 3aIllnCKa

b. BHYTpEHHSS JOKJIaHas 3aIucKa

C. cimy>keOHasl 3aIcKa



d. oOBACHUTENBHAS 3aMIUCKA

Bompoc 18

Kaxoit Buj 3anmicku 00s3aTEIBHO PETHCTPUPYETCS:
Bribepure oauH OTBET:

a. BHEILIHsAA JJOKJIaHas 3alucKa

b. 0OBsiICHUTENbHAS 3aIHCKa

C. BHYTPEHHSISI IOKJIa/IHasl 3aMucKa

d. cmyxeOHas 3amucka

Bompoc 19
Ha kakuie pa3sHOBUIHOCTU NENISATCS JOKJIATHBIC 3aIMCKH 110 XapaKTepy COACpKaHUS U
Ha3HAYCHUS:
BriGepute ouH OTBET:
a. MHUIIUATUBHBIC, NH()OPMAIIMOHHBIC U OTYCTHHIC
b. BHyTpEHHUE ¥ BHEIIIHUE
. opuIMaNbHBIC U JTUYHBIC
d. pa3bsCHUTENBHBIC U ONIPABIATEIILHBIC

Bomnpoc 20
Kaxkas nara sBiseTcs 1aToi TOKJIaIHOM 3aIMCKH:
Br16epute oquH OTBET:

a. JaTa COCTaBJICHUS

b. mara perucrpanuu

C. JaTa MOAIKNCaHUSI

d. nata yTBep>KIaeHU

Bomnpoc 21
Kakoii pa3HOBUJIHOCTH JOKJIAJHBIX 3alIUCOK COOTBETCTBYET CIEAYIOLIAs XapaKTEepUCTUKA:
«OTH TOKJIAHBIE 3aMMUCKH COCTABISIOTCS C IENIbI0 MOOYAUTH ajpecaTa MPUHATH ONpeaeTIeHHOe
pelieHre, MO3TOMY B TEKCT€ HE TOJbKO H3JIaraloTcsi Kakue-To (pakThl, HO M cojaepKarcs
KOHKPETHBIE MPEUI0KESHUSI, PEKOMEH IAIIUU HIIH BBIBOJIBD.
Boi6epuTe ouH OTBET:
a. OTYETHBIE
b. mosICHUTENbHBIE
C. UHUIIUATUBHBIE
d. uapopmanonHas

Bompoc 22
Kakoil pa3HOBUHOCTH JOKJIAJHBIX 3alIMCOK COOTBETCTBYET CIEAYIOIAsl XapaKTepHCTUKA:
«OTH TOKJIAHBIE 3aMMCKU COCTABISIOTCA PETYISPHO U coAepkKaT MH(OPMALIMIO O JeTalIIX UIU
METO/1aX BBIIOJHEHUSI PaOOTHI».
Bribepute oauH OTBET:
a. UHUIIMATUBHbBIE
b. uadOpMarOHHAS
C. OTYETHBIE
d. mosicHUTENTbHBIE

Bormpoc 23
Kakoli pa3HOBHIHOCTH JOKJIAIHBIX 3alIUCOK COOTBETCTBYET CJIEAYIOIAsl XapaKTePUCTHKA!
«ITH NOKJIATHBIE 3alMUCKH WH()OPMHUPYIOT O 3aBEPIICHUH pabOTHI, €€ dTama, BBIMOJTHECHUU
YKa3aHUH, paclOpsKEHUH U T.ILY.
Bri6epute oquH OTBET:
a. nH(pOpMaIMOHHAS
b. mosicHUTENbHbIE
C. UHUIIMATHUBHbIC



d. oTyeTHbIE

Bompoc 24
Kaxkoii JOKyMEHT OANMCHIBAETCS] PYKOBOANUTENIEM CTPYKTYPHOTO MOIPa3IeIICHHUS:
Bribepure oauH OTBET:

a. CIpaBKa

b. mpukas

C. aKT

d. cmyxeOHas 3amucka

Bompoc 25
Kaxkast pa3HOBUIHOCTH 3aITMCOK HE COAEPKUT BHIBOJIOB U MPEIOKEHHI:
Bribepure oauH OTBET:

a. THULMATUBHAS JOKJIaJHAs 3aIHCKa

b. cmyxeOHast 3amucKa

C. IMYHAs 3aIHCKa

d. oOBsICHUTENBbHAS 3aMKCKa

Bompoc 26
Ha kakue pa3HOBHUIHOCTH MOIPA3ICIAIOTCS OObICHUTEIBHBIC 3aITUCKH 110 COJICPKAHUIO:
Bri6epute ouH OTBET:
a. pyKOIHCHBIe/MAIlIMHOTHCHBIE
b. BHYTpEeHHUE/BHEIITHUE
C. MHUITMATUBHBIE/ HH(POPMAIMOHHBIE/ OTYETHBIC
d. 3amMCKN — IPHUIIOKEHUST K OCHOBHOMY JOKYMEHTY, JTOTIOJTHSIOIINE ¥ TIOSCHSIOIINE ero/
3alHUCKH, COCTaBJsieMble PAa0OTHUKAMH Ui OOBSICHEHHS] WX IOCTYNKOB WJIM CIIOXHBIIEHCS
CUTYaIluu

Bompoc 27
B kakoM [OKyMeHTE B KOHIIE TEKCTa YKa3bIBaeTCs KOJWYECTBO COCTABICHHBIX
IK3EMILISIPOB U UX MECTOHAXOXK/ICHUE.
BriGepute oauH OTBET:
a. CIIy)keOHas 3armcka
b. cpaBka
C. aKT
d. cBozKa

Bomnpoc 28
KakoMy Buay 10KyMeHTa COOTBETCTBYET CIAEAYIOLIUIN TEKCT:

23.09.20013 B 9.00 Ha 3aHATUAX MO JOKYMEHTAIMOHHOMY OOECIEYEHHIO YIPaBJICHUS
IIPUCYTCTBOBAJIO 2 CTYyJIEHTa M3 COCTaBa TPYMNIbI 25 4YEIOBEK, B PE3yJbTAaTE YEro 3aHATHS
MPUILIOCH OTMEHHUTb.

JoteHT xadenpsl TOKyMEHTOBEICHUS
25.09.2013

ITonmmce

N.B. lllenens

Bri6epuTe ouH OTBET:
a. JIOKJIaHas 3aIucKa
b. mosicCHUTENbHAS 3aICKa
C. OOBSICHUTEIIbHAS 3auCKa
d. cmyxeOHas 3amucka
Bomnpoc 29
Kakomy Buay MH()OpPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIIEIYIOIICE



ompenenenue: «IT0 (GopMa BHYTPEHHEH JEIOBOM TEPEMHUCKH MEXKAY IMOJIpa3IeiCHUIMU
OpTaHHU3aIMH WU JIOJDKHOCTHBIMH JIUIIAMU, HE HAXOSAIIMMHUCS B TIPSIMOM O TYUHEHHUI.
Bribepure ouH OTBET:
a. OT3BIB
b. akT
C. ciy)KkeOHasl 3aIMcKa
d. mokagHas 3amucKa

Bomnpoc 30
Kakomy Buay MH(OpPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAIIMH COOTBETCTBYET CIIEIYIOIIEEe
ompeneneHue: «ITo JOKYMEHT, COJIEpKAIIUi ONMCaHUE U TIOATBEPKICHUE TEX MU UHBIX (PaKTOB,
COOBITUI WJIHM SIBJICHUH, a TAKXKE YIOCTOBEPSIOIINI KaKOW-THO0 FOPUINYECKUA (PaKT».
Bribepure oauH OTBET:
a. 00bsSICHUTEJIbHAS 3aMKCKa
b. cpaBka
C. CBOJIKa
d. akr

Bompoc 31

Kakomy Buay MH(pOpPMAIIOHHO-CIPABOYHOM JOKYMEHTAIIMH COOTBETCTBYET CIEAYIOIIEe
omnpeneneHue: «IT0 JOKYMEHT, COCTABIICHHBIA ISl TIOATBEPKICHUS YCTAHOBJIEHHBIX (PAKTOB,
COOBITHH, JEHCTBUN.

Bri6epute ouH OTBET:
a. aKT
b. cpaBka
C. MUCHbMO-TIOATBEPKICHHE
d. mpoToxoi
Bomnpoc 32
Kakomy Buay nHGOpPMAIIMOHHO-CIIPAaBOYHON JOKYMEHTAI[MH COOTBETCTBYET CIIEAYIOIIee
ompezaeneHue: «ITO TOKYMEHT, COJEpKallMil MepeurciIeHHue JHIl, MPEeIMETOB, OOBEKTOB B
OTIPE/ICIIEHHOM ITOPSIJIKE, COCTABIICHHBIN B IEJISIX NHPOPMUPOBAHUS UITH PETUCTPALTAN.
Bribepute oauH OTBET:
a. CBOJIKA
b. mepeueHb
C. CIIpaBKa
d. ciucok
Bompoc 33
Kakomy Buay mH(MOpMaIMOHHO-CIIPABOYHON TOKYMEHTAIMU COOTBETCTBYET CIeayloliee
orpeneneHue: «ITO0 JOKYMEHT, COJep Kalliii MHEHHE, BBIBOJBI OPTaHWU3AlMU, KOMUCCHU WU
CHEIHMANIMCTA 0 KAKOMY-ITH0O0 JJOKYMEHTY UJIH BOIIPOCYY.
Bribepute oauH OTBET:
a. TIOKJIa/iHas 3aMucKa
b. cBOKA
C. 3aKJIFOYCHHE
d. oT3BIB
Bomnpoc 34
Kakomy Buay WHGOpPMAIMOHHO-CIIPAaBOYHON JOKYMEHTAIIMH COOTBETCTBYET CIIEAYIOIIEe
ompezeneHue: «ITo TOKyMEHT, COJAEpIKaIINi MHEHUE OPraHU3alliy WK CTICIIHATTUCTA 110 TIOBOIY
KaKo#-1m00 paboThI, MTOCTYIUBIIECH Ha PACCMOTPEHHEY.
Bri6epuTe ouH OTBET:
a. TOKJIIHAs 3aITUCKa
b. cBOAKA
C. OT3bIB
d. 3akmoueHue
Bomnpoc 35

Kakomy Buny mH(GOpMaIMOHHO-CIIPABOYHON JTOKYMEHTALIUU COOTBETCTBYET CIIEIYIOLIHMA



TEKCT:

®denepanpHOE yIpaBlIeHUE IO JIeJIaM O HECOCTOSTENHHOCTH (0aHKPOTCTBE) HA OCHOBAHUU
MPEICTaBICHHBIX TYTypIBIKCKUM IIEMEHTHBIM 3aBofioM (OpeHOyprckas 00acth, moc. Tyrypisik,
yi1. LlentpanbHas, A.1) TOKyMEHTOB OyXraiaTepCcKoi OTYETHOCTH 1Mo cocTossHuio Ha 30.04.2013:

- Oyxrantepckuii 6ananc (gopma 1);

- oT4YeT O MPHUOBLIIX U yObITKAX (hopma 2)

¥ MIPOBEJICHHOTO aHaJIN3a (PMHAHCOBOTO COCTOSIHUSA NPEANPHUATHS, YCTAHOBUIIO, YTO JAHHOE
NPEINPUSATHE SBISICTCS HEIIATEKECTIOCOOHBIM M UMEIOIIUM HEYIOBICTBOPUTEILHYIO CTPYKTYPY
OanaHca (IpeAnpusATUEM-T0JKHUKOM).

OcHoBaHue:

K03 PHUIMEHT TeKyIIeH TUKBUAHOCTH N0 Oanancy npeanpusatus =18%;

KO3 PHUIMEeHT 00ECTICUeHHOCTH COOCTBEHHBIMH OOOPOTHBIMH CPEICTBAMH IO OaylaHCy
npeanpustas = 8%;

K03 UIIMEHT BoccTaHOBIIEHUS 10 Oanancy npeanpusatus =10%.

PykoBoauTenn CrenaHoB IT.J1.
CremnaHoB
Bri6epute oquH OTBET:
a. OT3bIB
b. cipaBka
C. CBOJIKA
d. 3akirouenue

Tema 2.4

IIpakTuyeckoe 3aganue 8 (2 Kypc)
1. Bel XOTHTE ycTpOoUTHCS AenonpousBoauteneM. CoctaBbTe ist ce0sl pe3roMe.

Tect k Teme 2.4 (2 Kypc)

Bompoc 1
W3 nepeyncneHHbIX HUXKE BHJIOB JOKYMEHTOB BBIOEpUTE HOPMATHUBHBIA MPAaBOBOW aKT,
ABJIIOIIMICS OCHOBHBIM B PEryJUpPOBaHUU TPYAOBBIX IPABOOTHOIIEHUN pabdoTomarens
(rocynapcTBEHHON OpraHu3alli, COOCTBEHHUKA MPEANPUATHS) U PAOOTHHKA:
Boi6epuTe ouH OTBET:
a. Anp00M (hopM NEpBUYHOM yUETHOH TOKYMEHTALUHU 1O TPYJOBBIM OTHOIIEHUSM
b. Tpyn0BO#t JOTOBOP
¢. Tpynosoii konekc PO
d. TpynoBoe cormnamieHue

Bormpoc 2
Kakum  JOKYMEHTOM  JOJDKHBI — PYKOBOACTBOBATHCS — JACIONPOU3BOAMUTENM  IIPH
JIOKYMEHTHPOBAHUH 3TAIOB TPYJOBOIO IIUKJIA — OT IpHeMa Ha paboTy HOBOT'O COTPYIHHUKA JI0 €r0
YBOJIbHEHUS:
Bribepute oauH OTBET:
a. O0mepoccuiickuit Ki1acCupUKATOp yrpaBIeHYeCKOH TOKyMEHTaluU
b. oCT P roct P 7.0.97-2016 «YHuUUMpOBaHHAs  CcUCTeMa
OpraHU3alMOHHO-PACHIOPSAUTENBHOM ToKyMeHTaluu. TpeboBaHus K 0(OPMIIEHHUIO JOKYMEHTOBY
¢. A1p60M yHU(ULIHPOBAHHBIX (OPM MEPBUYHON YUETHON TOKYMEHTALIUU 110 YUETY Tpyia
U €ro oIuiathl, yrBepkaeHHbIM [locranoBnenneM I'ockomcrara Poccun
d. l'ocynapcTBeHHas cuctemMa JTOKyMEHTalnOHHOTro o0ecrieueHus yrnpapieHusi. OCHOBHBIE
nojoxenus. OOuye TpedoBaHM K TOKYMEHTaM U CIyk0aM JI0Ky-MEHTallMOHHOTO 00ecreueHus
Bomnpoc 3
Kakoli cucteme JOOKyMEHTalluM COOTBETCTBYET CIEAYIOLAs XapaKTEepUCTHKA: «ITO
COBOKYITHOCTh B3aMMOCBSI3aHHBIX JOKYMEHTOB, B KOTOPBIX 3a()MKCHPOBaHBI 3Talbl TPYIOBOM
JeSITeIbHOCTH PaOOTHUKA, PACUETOB IO OIJIaTe TPYIa».



Bribepure ouH OTBET:
a. IepBUYHasl yueTHas Oyxrajrepckas JOKyMEHTaIUs
b. TOKyMeHTaIus 10 JTUYHOMY COCTaBY
C. OPraHM3alMOHHO-IPABOBAs JOKYMEHTALUs
d. pactiopsiiutenpHas TOKyMEHTAIUS
Bonpoc 4
Kakue ¢yHKIMM HE CBOWCTBEHHBI NMEPBUYHOM YUYETHOH TOKYMEHTALUHU IO JIMYHOMY
COCTaBYy:
Bribepure ouH OTBET:
a. y4eT UCIIOJHEHHBIX U HEUCIIOJIHEHHBIX JOKYMEHTOB
b. yueT pacueToB C epcoHaIOM IO OIIaTe TPpyaa
C. Yy4eT KaJIpoB
d. yuer ucnonp3oBaHus pabovero BpeMeH!
Bomnpoc 5

B kaxux opranmzanusax Moxxer HE BecTuch kanpoBast JOKyMEHTaLUsA:
Bri6epute ouH OTBET:
a. B aKLIMOHEPHBIX 00I11ecTBaX
b. B HEKOMMEPUYECKUX OpPTaHU3AIHIX
C. B Ka3€HHBIX I'OCYJapCTBEHHBIX YUPEKICHUAX
d. xazmpoBas IOKyMEHTalmMs BeNETCS BO BCEX OpraHM3alMsAX HE3aBUCHMO OT HX
OpraHu3alMOHHO-TIPaBOBON (OPMBI
Bompoc 6
Kakoli nmokymeHT sBisercs 00s3aTeNbHBIM IPU  JAOKYMEHTHUPOBAaHMM TPYAOBBIX
OTHOLIEHUN MEX/1y paOOTHUKOM M pabOTO/1aTeNIeM:
BeiGepute oauH OTBET:
a. peXXuM Tpyaa
b. JOKHOCTHAS! MHCTPYKIUS
C. KOJUIEKTUBHBIHN JI0IOBOP
d. TpynoBas KHHXKKa
Bomnpoc 7
Ha xakoit MakcuManbHBIN CPOK MOKET OBITh 3aKII0YEH CPOUYHBINA TPYAOBOM JTOTOBOD:
Boi6epuTe ouH OTBET:
a. He OoJee Tpex JieT
b. He Oosee roga
C. He OoJiee 1ecsATH JeT
d. He Gonee nATH €T
Bomnpoc 8
Kakoii 1okyMeHT TpeOyeT BU3bl O3HAKOMJIEHHUS! pa0OTHUKA C JOKYMEHTOM:
BeiGepute oauH OTBET:
a. KOMaHIMPOBOYHOE YJJOCTOBEPEHUE
b. yueTHas TMYHas KapTOUKa
C. IpUKa3 0 IpueMe Ha paboTy
d. TpynoBoii 1orosop
Bomnpoc 9
Ha xakux pabotnukoB HE 3aBonuTcst muuHas kapToyka:
Bribepute oauH OTBET:
a. 3aBOAMTCS Ha BceX paOOTHUKOB MPEANPUATHS 0€3 HCKITIOUEHUS
b. Ha paOOTHUKOB, MPUHSTHIX HAa PaOOTY IO COBMECTUTEILCTBY
C. Ha paOOTHHUKOB, IPUHATHIX HA BPEMEHHYIO paboTy
d. Ha paGOTHUKOB, IPUHATHIX HA MOCTOSIHHYIO pabOTy
Bompoc 10
Kaxkoii ToKyMeHT COCTaBJII€TCS B IBYX AK3EMILISIpax:
Bribepure ouH OTBET:
a. y4eTHas JIMYHas KapTOUYKa
b. mpuka3 00 yBOJIbHEHUU



C. TPy/IOBasi KHIKKA
d. TpyoBoit 1oroBop
Bompoc 11
KTto opopmisieT yueTHble TUUHbIE KAPTOUKHU:
Bribepure oauH OTBET:
a. pabOTHUK
b. pyKOBOIUTENH CTPYKTYPHOT'O TIOPA3ICICHUS
C. 3AMECTHUTENb PYKOBOJUTENS OpraHu3aluu
d. paGoTHUK 1O Kaapam
Bonpoc 12
Kakoil IOKyMEHT SBIS€TCS OCHOBHBIM JOKYMEHTOM O TPYIOBOH JEATEIBHOCTH U O
TPYAOBOM CTake pabOTHHKA:
Bribepure oauH OTBET:
a. yueTHas JIM4YHas KapToyKa
b. IEHCHOHHOE YI0CTOBEpEHNE
C. CTPax0OBO€ CBUETENBCTBO FOCY1aPCTBEHHOI'O IEHCHOHHOTO CTPAXOBAHUS
d. TpynoBast KHMKKa
Bomnpoc 13
CKOJBKO TPYAOBBIX KHIDKEK MOXKET MMETh pabOTHHK COTJIACHO TPYAOBOMY
3aKOHOJATEeJIbCTBY:
Bri6epute ouH OTBET:
a. KOJIMYECTBO TPYAOBBIX KHHMKEK OIPENEIIeTCs] KOJIMYECTBOM OpraHU3alui, B KOTOPBIX
HAa JIaHHBII MOMEHT 0()OpMJIEH paOOTHUK
b. He Oonee IByX
c. He Ooiee mATH
d. onny
Bompoc 14
Kakue Bubl TUCIMITIIMHAPHBIX B3bICKAHUH BIIUCHIBAIOTCS B TPYAOBYIO KHUXKKY:
Bri6epuTe ouH OTBET:
a. YBOJIbHEHHE
b. Bce BUIBI JUCIUTUTMHAPHBIX B3BICKAHUN BIMICHIBAIOTCS B TPYIOBYIO KHUKKY
C. CTPOTHUI BBITOBOP
d. B3bICKaHHS B TPYIOBYIO KHUKKY HE 3aIHCHIBAIOTCS
Bomnpoc 15
B kakom ciyyae BO3MOKEH IprueM Ha paboTy 0e3 TpyAOBON KHUKKU:
BeiGepute oauH OTBET:
a. Npu TIpueMe Ha paboTy JIML, AOCTUTIIUX COBEPLIEHHOJETHS, HO SBJISIOLIMXCS
CTYAECHTaMM U yJaluMHcs
b. npu npueme Ha pabOTy Ul 6€3 OMPEIETCHHOTO MECTA JKUTEIbCTBA
c. 6e3 Tpy10BOH KHIKKU IIPHUEM Ha paboTy He JIOIyCcKaeTcs
d. mpu npueme Ha pabOTY JU1I, HE TOCTUTIINX COBEPIICHHOIETUS
Bompoc 16
Kakoii 1oKyMEeHT He BXOIUT B KOMIUIEKT JOKYMEHTOB O KOMaHIMPOBAHHU C KOJOBBIM
o0o3HaueHneM ¢popmsl T:
Bribepute oauH OTBET:
a. TpuKa3 (pacropshkeHHe) O HalpaBlIeHUH OTAEIbHOr0 paOOTHUKA WIM TPYMIIBI
pabOTHUKOB B KOMaH/IUPOBKY
b. KOMaHIUPOBOYHOE YJOCTOBEPEHUE pAaOOTHHUKA
C. cimy’ke0HOe 3aJJaHie C OTYETOM O €r0 BBIITOJIHEHUN
d. aBaHCOBBII OTUET
Bompoc 17
Kakoii 1okyMeHT siBIsieTCs U3IMIIHUM U 0(pOPMIIEHHHU OTIYyCKa:
Bri6epute oquH OTBET:
a. 3aMMCcKa-pacyeT O MPeAOCTaBICHUH OTIyCKa pabOTHUKY
b. Tpym0oBO#i JOTOBOP
C. MpuKa3 (pacnopsHKEHUE) O MIPEIOCTABIEHUH OTITyCKa



d. rpaduk oTmyckoB
Bomnpoc 18
Kakoii ToKyMeHT Hesb3s1 OTHECTH K JIMYHBIM JOKYMEHTAM:
Bri6epute oguH OTBET:
a. aBToonorpadus
b. pe3rome
C. XapaKTepUCTHKA
d. mnyHas kapTouka
Bompoc 19
Kakomy HOKyMEHTYy 1O JIMYHOMY COCTaBy COOTBETCTBYeT oTpaxenue Ciemyromast
xapaktepucTrka: «TekcT 3Toro ToOKyMeHTa COCTOUT U3 JIBYX YacTeil: BBOJHOM, TI€ YKa3bIBAIOTCS
damuiusi, WMs, OTYECTBO, TOA POXJACHUS, OOpa3oBaHHE, JOJDKHOCTh, CTPYKTYpHOE
NOJpa3JieieHue, CTax pabOThl HA MPEANPHUATHH; OCHOBHOM YacTH, TJI€ YKa3bIBAIOTCS JICJIIOBBIC
Ka4yecTBa, OTHOIIECHHE K paboTe, MpOoeCcCHOHANBHBIN POCT, HAJTMYUE HArpajl, MOOUIPEHHIA,
OTHOILIEHHS C COTPYIHUKAMU.
BriGepute ouH OTBET:
a. XapaKTepUCTHKA
b. cipaBka ¢ MecTta paboThI
C. IPEJICTABIICHUE HA MMOOIIPEHHE
d. aBToOMoOTrpadus
Bompoc 20
Kakomy BHly TOKyMEHTa COOTBETCTBYET CIICYIOMIAs XapaKTEPUCTHKA: «ITO OQHUITHATIEHOE
oOpaiieHue Jnuua (WIM HECKOJBKUX JIML) B YUYPEKICHHE WIM K JOJDKHOCTHOMY JIMIY

KOHCTaTI/IPYIOH_IC-XO,Z[&T&IZCTB}GOH.[GFO XapakTepa B HOCIIX pCaIM3allvH €ro (I/IX) IIpaBa HIIA
3aKOHHOI'O UHTEpPCCa».

Bribepute oauH OTBET:
a. MUCbMO-TIPOCch0a
b. muceMo-3ampoc
C. TOKJIIHAs 3aITUCKa
d. 3asBneHue

Bompoc 21

Kakas si3pix0Bast popmysia yMecTHa B 3asIBJICHUMU:
BeiGepute oauH OTBET:

a. «poury Bamero cornacus Ha...»

b. «BecbMa yoenuTensHo Bac nmpoury»

C. «B MO€H IpochOe NpOIIly HE OTKA3aTh. ..»

d. «3apaHee npu3HaTEIEH»
Bompoc 22

Ha xaxom Bujie TMYHBIX TOKYMEHTOB OPOPMIISIETCS aapecar:
BriGepure ouH OTBeET:

a. pe3rome

b. TOBEpeHHOCTH

C. 3asIBJICHUE

d. xapakTepucruka
Bompoc 23

KakoMy IOKYMEHTY COOTBETCTBYET CIEAYIOIas XapaKTepUCTUKa: «ITO MHUCbMEHHOE
MOJTHOMOYHE, BBIJITABAEMOE OJTHUM JTUIIOM (YUPEXKISHUEM ) APYTOMY JIUITY JJIs PEACTaBUTEIhCTBA
nepe] TPETHUM JIULOM.

BriOepure o1H OTBET:
a. CIpaBKa
b. 3asBiCcHHE
C. pacmucka
d. noBepeHHOCTH



Bompoc 24

Kakoil 1okyMeHT sBsieTCs JOKYMEHTOM IO JIMYHOMY COCTaBY, COJAEPIKAIMM OIMCaHHE
XapaKTepPHBIX W OTJIMYUTENBHBIX YepT M KauyecTB pAaOOTHHKA M OTPAKAIOIIUN MHEHHUE
aJIMAHUCTPAIMH O HEM:

BriGepure oauH OTBeT:

a. bnorpadus

b. 0T3bIB

C. peueH3us

d. xapakTepuctuka

Bompoc 25

Kakoii MakcuManbHBINA CPOK JCHCTBHSI MOXKET OBITh YKa3aH B JOBEPEHHOCTH:
Bribepute oauH oTBeET:

a. He Oosee rona

b. He Oonee NByX JieT

C. He OoJiee Tpex JeT

d. He Oosiee mATH JIET
Bompoc 26

B TedeHue kakoro cpoka JOBEPEHHOCTb COXpaHSIET CHIIy CO JHS BblAAaud, €CIU CPOK €€
JecTBUS B CAMOM JOBEPEHHOCTH HE YKa3aH:
Bri6epute ouH OTBET:
a. B TEUYEHHE M0JIyroJa
b. B TeueHHe Tpex JeT
C. B TEUEHHUE OJIHOT0 roja
d. Takast TOBEpEHHOCTH SIBISIETCS OECCPOUHOM
Bomnpoc 27

Kakas noBepeHHOCTh TpeOyeT HOTapUaIbHOIO YAOCTOBEPEHUS:
Boi6epute ouH OTBET:

a. Ha MOJIy4eHue 3apaboTHOM MIaThl

b. Ha moyyeHue BKiIaa B OaHKe

C. Ha pacrnopspKeHNe UMYIIECTBOM

d. Ha moyyeHue IeHEeKHON U MOCBUTOUYHON KOPPECIIOHIEHLIUN
Bomnpoc 28

B kakoMm cnmyuae ydpexjaeHHe MMeeT MPaBO YAOCTOBEPATH JOBEPEHHOCTh Ha MOJTYYCHHE
JIEHE)KHOI'0 BKJIaJa B OaHKe:
Bribepute oauH OTBET:

a. €CJIM JIOBEPUTENTh HAXOJUTCS HA CTAI[HOHAPHOM H3JICUCHUH, HO SIBJISIETCS PaOOTHUKOM
JAHHOTO YYPEXKIEHHUS, U JIUI0, KOTOPOMY OH JIOBEpPSIET, TAKXKE SBISETCS paOOTHUKOM JAHHOTO
YUPEKICHUS

b. ecnu ToBepUTENH HE SIBISIETCS paOOTHUKOM JIAaHHOTO YUPEXKIECHUS, a TUI0, KOTOPOMY OH
JIOBEPSICT, SIBISICTCS PAaOOTHUKAMU JIAHHOTO YIPEHKICHHUS

C. €CJIM TOBEPUTEINb U JIUI0, KOTOPOMY OH JIOBEPSIET, ABJISIOTCS rpakaaHamu Poccum, Xots
U HE SIBJITIOTCS] pA0OOTHUKAMU JAHHOTO YUPEIKICHUS

d. ecnu goBepuTenpb ABNSETCS paOOTHUKOM JIaHHOTO YUPEXKICHHUA, a JTUI0, KOTOPOMY OH
JIOBEPSICT, HE SBIICTCS pAOOTHUKOM JAHHOTO YUPEIKICHHS

Bompoc 29

Kakoe Bpems (B dYacax) OTBOAWTCS Ha IIOATOTOBKY TIOJIOKEHUS O CTPYKTYPHOM
nojapasjeneHun’?

a) 12,3

0) 20

B) 20,7

r) 150



Bompoc 30

HazoBure HOpMaTWBHBIA COCTaB JEHCTBUM 1O MOATNOTOBKE HMHCTPYKIUHU IO
JOKYMEHTAITMOHHOMY OOCTYKMBaHHUIO (1€T0MPOU3BOJICTRY).

a) U3y4eHHEe HOPMATUBHO-METOIUYECKOM 1 IIPaBOBOM JIUTEPATYPHI U IITATOB (heAEePaTLHOTO
oprana, (yHKIMHA ¥ 3a7ad TOAPA3JCNCHHH, 3aHATHIX JOKYMEHTALMOHHBIM OOECTIeYeHHEM
ylpaBJIeHUs,, IOATOTOBKAa  HMHCTPYKLUUH, KOPPEKTHUPOBKA, IeyaTaHUE, YTBEp)KICHHE,
pa3sMHOXKEHUE;

0) wM3ydyeHue NPAKTUKU padOThl KOJUIETHAIBLHOIO OpraHa, TEXHOJIOTUH IOJArOTOBKU
MaTepHajoB JUIA ero (PYHKIIMOHMPOBAHHUS; MOJATOTOBKA MPOEKTA PETJIaMeHTa, COTJIACOBAHUE CO
CTPYKTYPHBIMU IIOJpa3/IeICHUSIMU; [1I€4aTaHUe, YyTBEPKACHUE, pa3MHOXKEHHE, PACCHUIKA;

B) cOop Tabeneil yHMOUIMPOBAHHBIX (HOPM JOKYMEHTOB CTPYKTYPHBIX IOApa3AeiIeHUN
(denepanbHbBIX OpraHOB  MCIIOJIHUTENBHOW  BJIACTH, aHAJINW3  BBIABIEHHOIO  KOMIUIEKCA
YIPaBJIEHYECKUX JIOKYMEHTOB; OIpENeIeHUE IEeJIeCO00Pa3sHOCTH CO3JaHHUsI U TPUMEHEHHUS
KOHKPETHBIX JIOKyMEHTOB. BBIBJICHHE COCTaBa HEYHU(PHUIMPOBAHHBIX (OPM JIOKYMEHTOB,
UCKJTIOUEHHE NyOIMpyeMBbIX JOKYMEHTOB M HEMPAaBOMEPHO HCIOJIb3YyEeMBIX (hOpM TOKYMEHTOB,
IpynnupoBka (GopM IOKYMEHTOB IO (YHKIMSM M YIPABICHUYECKUM 3ajadyaM, IOJrOTOBKa,
COTJIACOBAHUE M YTBEPKICHHUE €INHOTO Tabenst yHu(pUIIUPOBaHHEIX (HOpM;

I') M3y4yeHHE HOPMATHBHBIX IPABOBBIX AKTOB METOAMYECKHUX JOKYMEHTOB, IOJTrOTOBKA

HHCTPYKLUH, COITIACOBAHNUEC, KOPPCKTHUPOBKA, II€HYaTAHUC, PA3SMHOKCHHC.
IIpakTHyeckoe 3a1aHue k Teme 2.4

3anoixHUTe KapTy CaMOOIIEHKH 3/10poBoro oopasa xu3nu (302K) (cm. Tabauiy) cyobekToB
YIIPaBJIEHYECKOTO IMPOIecca U CIeNlaliTe BBIBOABI O CBOEM 00pa3e >KU3HU KaK COCTaBISIOMICH
yenoBedeckoro kanutana. Kakue pexomeHIanuu Bbl Janu Obl ceOe A MOBBIIMICHUS CBOETO
YEJI0BEUECKOro KaruTajia B IiaHe 370poBbs? Kakux nedcTBHI BBl KIETE OT CBOETO OyAYIIEro
paboTofaTens ¢ TOUYKH 3PEHHUsI COXPAHEHUsI U BOCIIPOU3BOJICTBA 3/10POBbS PAOOTHUKOB CIYXKObI
JA0VY?

B xakoMm mokymeHTe cliefyeT 3aKpemnuTh TpeOOBaHUS K COONIOACHHIO 3I0pOBOro oOpasza
JKU3HHU paOOTHUKOB OpraHU3aIiy (C TOUYKHU 3peHusi pabOTHUKOB U paboToaaTesis)?

NoNe | Cocrapmsronue (30K) uenoBeka | Orienka 30K B 6amax | OOmmii Cpenunuii
n/m Y TIO3UITUH 10 KAXKJIOH 4 132|110 Oan Oamn
COCTaBJISIONIEH
1. | Co0JroaeHye JUYHON TMrHeHbI

1.1. [[urueHsl Tena

1.2. ['MrHeHbI OEKIbI

1.3. [[urueHsl mocrean

1.4. [ 'MrHeHb] XKUINIIA

1.5. [['urmena croero pabodero mecra
2. | PanunonajbHoe NUTaHHE
2.1. |bamanc B THUIIEBOM pAaIHOHE]
OEIJIKOB, )KUPOB U yTIIEBOJIOB

2.2. Hannune B nuie BUTAMUHOB

2.3. |Hanmmume B mumie MHUHEPAIHHBIX

BEILECTB

2.4.  [[IpupoaocooOpazHbIii IyE
MHIUBHA 00BEM MTUTIH

2.5.  [[IpupoaocoobpazHbIii IyE
WHIMBH]IA COCTAB THIIN

2.6 [Ipupogocoobpa3Hblii L

MHIMBHJIA PEKUM ITHTAHHS
2.7. [[Ipeobnajmanue B NHILEBOM

[parrone HATYpaJIbHBIX
(<OKMBBIX») IPOAYKTOB

3. JIBu:keHne

3.1 E>xequeBHOE BBITIOJTHEHUE

YTPEHHEW 3apsiaKu




CaMOCOBCPIICHCTBOBAHUTIO

NoNe | Cocrasmsitonue (30K) uenoseka | Ornienka 300K B 6annax | O0mmii Cpenuuii
/11 U IIO3UIINY [0 KaXKION 4 13121110 Oamn Oain
COCTaBJISIOLLIEH
3.2.  |BemonHeHHe CHenuaIbHOM
FMMHACTUKH B T€YCHHUE JTHS
3.3. BaHaTHE  KaKUM-JIM0OO  BHUIOM
criopTa JiIsl 37J0POBbsI
3.4. |Opranuzanus CBOHX OOBIYHBIX]
NIBIDKCHUHM C Y4€TOM TpeOOBaHUH
(bn3M4eCKOil KyIbTYpHI
4. 3akajuBaHue
4.1, BrinosHeHne crenuaibHbBIX
3aKaIMBAIOIINUX TPOIICIYP
4.2, O0MBaHue XOIOIHOM BOIOMH
4.3.  [PerynspHbIe IPOTYJIKH HA CBEXKEM
BO3TyXE
4.4, |Opexa mo Ce30Hy U IO MOTro/Ie
4.5.  |PerynsipHoe nocenieHue 6aHu
0. | OT1cyTcTBHE BpeIHBIX NPUBBIYEK
5.1. [TaGakokypeHus
0.2.  [3noynorpeGieHus aJKkorojemMm
5.3.  |[HapkoTm4eckoi 3aBUCUMOCTH
6. | Pe:xuM Tpyaa u oTabIxXa
6.1. CoOnroficHue HOPM 4epeIOBaHUS
(DU3MYECKOTO W YMCTBEHHOTO
rpyna
6.2. |BemonHeHHE BO BpeMs
YMCTBEHHOMH paboThl
CTIeTIMATbHBIX MEPOTPHUATHIA,
CHUMAIOIIIX YMCTBEHHOE
[epEeHATIPSKCHIEC
6.3. |BbimonHeHHWe CBOEW TPYHOBOM
e TeTbHOCTH c Y4eTOM
rpeboBanuit  HOT  (mayunoit
OpraHu3aIiy TPyIa)
6.4.  [[ToJHOIIEHHBIA COH
7. | Ilcuxonornvyeckuii kompopT
7.1. |YMeHHE COXpaHSTb WIH OBICTPO
BOCCTaHABIIMBATh TyIIEBHOE
[paBHOBECHE
7.2. |YMeHUe BUIETH MOJOKUTEIBHOE B
OKPYKAFOIIIeM MUPE
7.3. |[YMeHue CTpPOUTH TapMOHHUYHBIC
OTHOIICHUS C  OKPYXKAOIIMMHU
UTFO TEMU
7.4.  [[IpuHSATHE CBOMX HEJOCTATKOB KaK|
HeN30€KHOr0o CIIEICTBUS]]
YeTOBEYECKON TPUPOJIBI
7.5. |Ymenue W3BJIEKATh
[OJIOKUTETIbHBIE YPOKU U3 CBOUX|
PKU3HEHHBIX CUTYaIlUi
7.6. |[YMeHue mnpuHUMATH C MHPOM|
PKU3Hb U OKPYXKAIOIIUH MUD
7.7. |CtpemieHue K|
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NoNe | Cocrasmsitonue (30K) uenoseka | Ornienka 300K B 6annax | O0mmii Cpenuuii

/11 U IIO3UIINY [0 KaXKION 4 13121110 Oamn Oain
COCTaBJISIOMICH
7.8. |YMeHue CTOHKO  TEPEHOCHTH
[TOpaXKECHUS u JKU3HEHHBIE
HEB3TOIBI
7.9. |[OnTumucTHYECKOE
MUPOBOCIIPHSITHE
7.10. |Y10BJIETBOPEHHOCTH CBOEH

Cynp001 B 1IEJIOM

7.11. |[YMeHue mepexXwBaTh B IHKU3HU
[panocThb

7.12. |Y10BIETBOPEHHOCTD CBOEH
[10JIOBOM MPHHAICKHOCTHIO

7.13. [TonepanTHOCTH

UTOro

UTOI'OBbIA KOHTPOJIb 2 KYPC

Kontpoabnas padora 2 Kypc)

1. Bl pykoBOAMTENb AKOHOMHYECKOTO OTAeNa. Bam HeoOXoammo mnponHpOpMHpPOBATH
PYKOBOAMTENSI OpraHU3allMi O TOM, 4TO 3aM. oTaena mo AXY He BBHINOMHSET MPEArucaHus Mo
obecrieueHUI0 pabouux MECT MPUHTEPAMHU, MHTEPHETOM M B KaOMHETE Balllero OTAeNla He
MPOBEJICH KocMeTH4Yeckuit peMoHT. OhopMuTe COOTBETCTBYIOIIUN JOKYMEHT.

2. Bpl onozpganu Ha paboTy Ha 2 yaca. PykoBoacTBo nmorpedoBano or Bac oObsicHeHMIA.
Odopmute COOTBETCTBYIOIIUNA JOKYMEHT.

3. OTpenakTHpyHTE TEKCTHI CIEAYIONINX TOKYMEHTOB. COCTaBbTE MX MPABUIIbHBIA BApUAHT.

Bomnpocsl k 3auety 2 Kypc

1. [Tonsatne cuctembl  JOKyMeHTauuu. McTopuueckoe  pa3BUTHE  CHUCTEM
JOKYMEHTAIUH.

2. OcHOBHBIE  (YHKIMOHAIbHbIE CHCTEMBl JIOKyMeHTauuu B  Poccuiickoit
denepanuu.

3. CranpapTuzanuss U yHU(QHUKAIMUS JOKYMEHTOB. YHHU(HUIHMPOBAHHBIE CUCTEMBI
JOKYMEHTAIUH.

4. Knaccugukaropsl JOKyMEHTUPOBaHHOM HH(pOpPMAILIHH.

S. OpranuzanvoHHO-PACIIOPsIUTENbHAS JIOKyMEHTaIHSl. OK 011-93

«O01mepoccickuil  Ki1acCU(PUKATOp YHPaBICHYECKOW JOKYMEHTAllMM» U OTpaKEHHUE B HEM
YHUPUIIMPOBAHHON CUCTEMBI OPraHU3AIIMOHHO-PACTIOPAIUTENbHON TOKYMEHTAIUH.

6. THIbI TOKYMEHTOB, UX KJIACCH(PHUKAIIHH.

7. JlokyMeHT Kak cucteMa. BHEUIHsIsI 1 BHYTPEHHSSI CTPYKTypa JOKYMEHTa: 00mas
XapaKTepUCTHKA.

8. IOpunnueckas cuna moxkymenTta. HopmatuBHO-MeTonnueckas 6aza opopMiieHUs
JTIOKYMEHTOB.

9. CtpyKTypa ynpaBiIeHUECKOro J0KyMeHTa. PekBU3UT U popMysip TOKyMeHTa, UX
pa3BUTHE.

10. ®opmynsp-obpasen; OpraHU3alMOHHO-PACHIOPSAUTENLHOTO JOKYMEHTa: 00Ias
XapaKTepUCTHKA.

11. TpeboBanus k OJ1aHKaM OpraHU3aIOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB.

12. TpeboBanust K OQOPMIEHHIO  PEKBU3UTOB 3aroJIOBOYHOM qacTu
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX ToKyMeHTOB cornacHo ['OCT P 7.0.97-2016

13. TpeboBanust K  OQOPMICHHIO  PEKBH3HTOB  COJEpXKATEIbHON  YacTH
OpraHU3aIMOHHO-PaCcCTIOPAaAUTEIbHBIX JoKyMeHTOB corsacio ['OCT P 7.0.97-2016

14. TpeboBanust Kk  OQOPMICHHIO  PEKBU3UTOB  O(QOPMIISIOMIEH  YaCTH

OpraHU3aIMOHHO-PACTIOPAANTEIbHBIX JoKyMeHTOB coryacio ['OCT P 7.0.97-2016
15. TexHuueckue TpeOOBaHUS K oopmienuro PEKBU3UTOB



OpTraHHU3allMOHHO-PACTIOPAANUTCIIBHBIX TOKYMCHTOB.

16.

Opra"u3anuoOHHO-PACTIOPSIUTENIbHAS TOKYMEHTAIIUS: OOIHE CBEACHMUS.

Bompocsl k 3auety 3 cemecTp 2 Kypc

1.
2.
3.

&

~

10.

11.
12.

13.
14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.

OpraHu3alMOHHO-TIPaBOBas JOKYMEHTALMs: OOLIME CBEIECHUS.

CocraBnenue u oopMIIeHHE OCHOBHBIX BUJIOB YUPEIUTEIbHBIX JOKYMEHTOB.
CocraBnenue u OQOpPMIICHHE IOJOXKEHHUH, IITATHOTO pPACHUCAHUSA, IPaBUI
BHYTPEHHEI0  TPYIOBOTO  paclopsaka, HWHCTPYKUUH, aJIMHUHUCTPATUBHOTO
periaMeHTa.

PacnopsimuTenpHas TOKyMeHTanust: 00IIast XapaKTepUCTHKA.

CocraBnenue u 0o(pOpMIIEHHE PaclOPAIUTEIbHBIX IOKYMEHTOB, M3[aBacMbIX Ha
NPUHIUIAX eTUHOHAYAIHS.

CocraBnenue u 0o(pOpMIIEHHE PacCOPAJUTEIbHBIX JIOKYMEHTOB, M3[1aBacMbIX Ha
NPUHIUIAX KOJUIETHATbHOCTH.

CocraBnenue 1 0popMIIeHHE TPOTOKOJIOB.

JlenoBas mepenucka: oOIme cBeACHUs, KiIaccu(uKanus, pojib B yIPaBIEHYECKOH
NeSITeIbHOCTH, QYHKINHU. 3aKOHOAATEILHOE PETYIMPOBAHUE 1€TI0BOM EPENUCKU.
CpencTBa CBSI3M, HUCHOJNB3yeMbIe [UIS JIOCTaBKH JIEJIOBOW KOPPECHOHCHIINU.
TpeboBaHMs K TOKYMEHTaM, I1epe/laBaeMbIM 110 KaHaJlaM 3JIEKTPOCBS3H.

OO6mue TpedoBaHMsI K COCTaBICHHUIO H O(OPMIICHHIO JIETIOBBIX IceM. Kommosumus
TEKCTa, A3bIK, CTUJIb, STUKET JI€JI0BOr0 MUChMA.

TpeboBaHMs K ICIIOBBIM MTHCbMaM, CBS3aHHBIM C paclpoCTpaHeHHEeM HH(POPMALIUH.
TpeboBaHMs K JETOBBIM MUCbMaM, CBS3aHHBIM C OOpAIICHUSIMU 10 BBITOJIHEHHIO
TEX WJIM WHBIX JEHCTBUI WM OKA3aHUIO YCIIYT.

TpeboBaHMs K MHCbMaM-OTBETaM.

TpeboBaHMs K MHChMaM MPETEH3UOHHOTO XapaKTepa.

TpeGoBaHMs K [€JNOBBIM IHCbMaM, CBSI3aHHBIM C BBIPQ)KEHUEM BHUMaHMS U
YYaCTHS.

TpeboBaHMs K peKOMEHAATENbHBIM TUChMAaM.

TpebGoBaHMsI K COMPOBOAUTEIBHBIM MTUCHEMaM.

TpeboBanus k 0(OPMIIEHUIO aKTOB.

TpeboBanust kK 0pOpPMIIEHUIO JOKIJIATHOM, CITY’)KEOHOU U 00BACHUTEIIBHOMN 3aIIMCOK.
TpeboBaHus K 0(OPMIIEHUIO CIIPABOK.

TpebGoBanust K 0GOPMIICHUIO CBOJIOK, 3aKITIOYEHUH, OT3HIBOB.

TpeboBanus kK 0OPMIIEHUIO NTEpEYHEH, CITUCKOB.

TpebGoBaHus K NEPBUYHON yUETHOW JOKYMEHTAIMH 110 JINYHOMY COCTaBYy.
TpeboBaHMs K YaCTHBIM (JINUHBIM) TOKYMEHTaM.

HTorosnliii TecT 3a 2 pa3ae

Bompoc 1
KTto opopmisier yueTHble TUUHBIE KAPTOUKH:
Bribepute oauH OTBET:
a. paOOTHUK MO Kajjpam
b. pyKOBOJUTENb CTPYKTYPHOTO MOIPA3AeICHUS
C. 3aMECTUTEIb PYKOBOJIUTEINS OpraHUu3aluu
d. paboTHHK

Bormpoc 2
CornacHo cTaHIapTU3UPOBAHHOMY OIPENIEICHUIO, BU MUCBMEHHOTO JOKYMEHTA — 3TO:
Bribepute oauH OTBET:
a. OpUIMATIBHBIN TOKYMEHT, CO3/IaHHBIN B MUCBMEHHOM BH/IE
b. HaumMeHOBaHWE JOKYMEHTa, OGMOPMIICHHOTO TI0 YCTAHOBICHHBIM TIpaBUJIaM
MAaIIMHOIIUCHBIM CIIOCOO0M
C. IPUHAJUIEKHOCTh MUCbMEHHOTO JOKYMEHTa K CHCTeME JOKYMEHTAI[MH MO MpU3HAKAM
COJIepKaHUs U LI€JIEBOr0 Ha3HAYCHUS
d. pa3sHOBHUIHOCTH JOKyMEHTA, HWCIIOJTHEHHOTO TpaUYeCKUMU 3HaKaMu — OYKBaMHU,
udpamu, neporaudamu



Bomnpoc 3
CornacHo cTaHIAPTU3NPOBAHHOMY OIpeJIeNICHUI0, YHU(ULIMpoBaHHAast (hopMa TOKYMEHTA —
3TO:
Bribepure oauH OTBET:
a. nH(pOpMAIHS, 3aMCaHHAs HA Pa3JINYHBIX HOCUTEISIX 110 YCTAaHOBJICHHBIM ITPAaBUIIaM
b. COBOKYNHOCTh PEKBH3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHU C PEIIAEMbIMH B JIaHHOU
cdepe HEATETPHOCTH 33/Ja4aMU U PACIIOJIOKEHHBIX B OIPEICICHHOM IOPSAJKE HAa HOCHUTENE
uHpopManun
c. Habop pPEKBH3UTOB O(HIMAIBLHOIO IHCHMEHHOIO JOKYMEHTAa, PACIIOJIOKCHHBIX B
OTIpeNIeIEHHON MOCIIeI0BATEIbHOCTH
d. Habop pEKBU3UTOB, HICHTUGHUIMPYIOIMX aBTOpPa OQUIMATIBHOTO IHCHMEHHOTO
JOKYMEHTa

Bompoc 4
VYHupuKanys 10KyMeHTOB — 3TO:
Bri6epute ouH OTBET:
a. IpUMEHEHHE Ta0JUII U aHKET
b. onpenenenune nmopsaka oHopMICHUS JOKYMEHTOB
C. CBeJICHHE K MUHUMYMY pa3HOoOpa3us BUJ0B 1 (hOPM JOKYMEHTOB
d. pa3pabotka «mabiaoHa» TOKyMEHTa

Bomnpoc 5

CornacHo CTaHAAPTU3UPOBAHHOMY OIPEACIICHUIO, OPraHU3alMOHHO-PACIIOPSANTENIbHBIN
JOKYMEHT — 3TO:

Bribepute oauH OTBET:

a. JIOKyMEHT, CO3JaHHBIH IOPUINYECKUM WIA (PU3HMUECKUM JHIOM, OPOPMIICHHBIH U
YIOCTOBEPEHHBI B YCTAHOBJIEHHOM TOPSAKE U HUCIHOIB3YeMBbIH B TEKYLIEH AedaTeIbHOCTH
OpraHu3aIu

b. BU/]I MHCbMEHHOTO JIOKYMEHTA, OTpaXkaroIun JIOKYMEHTUPOBaHHUE
0pFaHI/I3aIII/IOHHO'paCHOpSII[HTGHBHOﬁ ACATCIIBHOCTU OPraHoOB, opraHmauHﬁ 1 JOJIXKHOCTHBIX JINUI]

C. BUJ MUCbMEHHOT'O JOKYMEHTa, B KOTOPOM (PUKCHUPYIOT PEIICHUE aIMUHUCTPATUBHBIX U
OpTraHru3allMOHHBIX BOIIPOCOB, 4 TAKXKE BOIIPOCOB YIIPABJICHUA, BSaHMOHeﬁCTBHﬂ, obecrieueHust U
PEryJIMpOBaHMS JEATEIbHOCTH OPTraHOB BIIACTH, YUPEKIACHUH, MPEANPUITHI, OpraHu3alnuid, Ux
HOI[pa?:)IeJ'IeHI/II\/’I 1 OTOJIZKHOCTHBIX JINIL

d. mepBUYHBINA, MUHUMAIBHBINA AIEMEHT CHUCTEMBI OPTaHU3AIMOHHO-PACTIOPSAUTEIHHOM
JIOKYMEHTAIUU

Bompoc 6
Kakne mnoacucrempt HE BxomsT B cHCTeMy OpraHHU3alMOHHO-PACTIOPSIUTENHHOM
JOKYMEHTALIUU:
Bri6epuTe ouH OTBET:
a. OPraHU3alHOHHO-TIPABOBAsT JOKYMEHTAITUS
b. mnaHoBast TOKyMEHTAIUS
C. pacropsauTenbHas JOKYMEHTAI U
d. nHbOpPMALIMOHHO-CIIPABOYHAS TOKYMEHTAIUS

Bomnpoc 7
B kakoMm komoBoM o6o3HaueHuu yHUpuuUpoBaHHON ¢opmbl gokymeHnta 05080819,
cornacHo OKVY/I, BepHO oTpaskeHbI IU(PPOBBIE MPU3HAKHU KJIACCH(PHUKAIINN:
Bribepute oauH OTBET:
a. 19 — KOHTPOJIEHOE YUCII0, KOTOPOE BBOJUTCS BO N30€KaHNe OUIHMOOK ITPU CUUTHIBAHUU U
UCTIONb3YeTCsl IIPU MIPOBEPKE 3aMUCU KOJa
b. 80 — moakmacc hopmbl, T.e. OOIIHOCTD COACPIKAHUS MHOXKECTBa ()OPM JJOKYMEHTOB H
HaMpaBJIEHHOCTh UX MCIIOJIb30BaHMs
. 050 — xmacc hopMel, T.e. MPUHAUICKHOCTh YHUPHUIIMPOBAHHONW (POPMBI TOKyMEHTa K



COOTBETCTBYIOIIEH YHU(PHUITMPOBAHHOM CUCTEME TOKYMEHTAIIUN

d. 081 — perucTpallMOHHBIH HOMEP YHH(DUIIMPOBAHHONH (OPMBI JTOKyMEHTa BHYTPH
noJIKJIacca

Bompoc 8
Ha kakue TUIIBI IOAPa3IeISIOTCS TOKYMEHTHI 110 TIPOUCXOXKICHHIO:
Bribepure ouH OTBET:

a. BXOJISIIINE/UCXOIAIIIE/ BHYTPEHHHE

b. nnAMBUYyanbHBIE/ TpadapeTHbie/ TUTIOBHIE

C. JInuHbIe/ opUITUaTbHBIC

d. obmenocTynHble/ KOH(PUICHIIUATBHBIE/ CEKPETHBIC

Bompoc 9
Kakoii JOKyMEHT SBIS€TCS OCHOBHBIM JOKYMEHTOM O TPYAOBOH IEATEIBHOCTH U O
TPYZOBOM CTa)ke pabOTHHKA:
BriGepure oauH OTBeT:
a. CTPaxoBOE CBUJICTEIBCTBO FOCYAaPCTBEHHOTO IEHCHOHHOTO CTPaXOBaHMUS
b. ydeTHas TM4YHas KapTOYKa
C. TPY10Basi KHUXKKA
d. meHcroHHOE y0CTOBEpEHHE

Bomnpoc 10
Ha xakwuie THIIBI TOAPa3ISISIIOTCS IOKYMEHTHI 110 CTIOCO0Y H3JI0KCHHS:
BeiGepute ofuH OTBET:
a. THUChbMa/TenerpaMmbl/ TeneOHOTpaMMbl/ TeJeKChl/ (hakcorpaMMbl/ 3JIEKTPOHHBIC
COOO0IIEHUS
b. naaMBHUYyanbHbIE/ TpadapeTHbIe/ THIIOBBIC
C. MOJIMHHUKH/ KOTIUU/ AyOJINKaThI
d. obmenoctymnHbie/ KOHPUIACHITUATBHBIE/ CEKPETHBIC

Bomnpoc 11
[To kakoMy MpHU3HAKY JOKYMEHTHI MOAPA3ACISIOTCS Ha MOUTMHHUKY (OpUTHHAIIBI)/ KOITUH/
yOIMKaTHI:
BeiGepute oauH OTBET:
a. mo (popme mpencTaBIeHUs
b. mo cdepe aesarenbHOCTH
C. 110 crioco0y nepeaaun
d. o cTeneHu NOAIMHHOCTH

Bomnpoc 12
CoracHo CTaHIapPTU3UPOBAHHOMY OIPEIEICHUI0, CHCTEMA JOKYMEHTAIIUH — 3TO:
BriOepure o1H OTBET:
a. COBOKYITHOCTHh JOKYMCHTOB, OOpa3yOMMXCA B JEATEILHOCTH FOPUANYECKOTO WU
buznyecKoro numa
b. KOMILUICKCHI JIOKYMEHTOB, OTpaKalol[He MPOM3BOJICTBCHHBIE, YIIPABICHUYCCKHE,
(MHAHCOBBIE MPOLIECCHI MPEATIPUITUIN, OPTaHU3ALUH, YUPEIKICHUH
C. CHCTeMa HOPMATHBHBIX aKTOB, PErJIAMEHTHPYIOIINX JTOKYMEHTHPOBAHUE JAEITEIbHOCTH
U JIOKyMEHTOOOOPOT NMPEANPUATHI PA3TUUYHBIX OPraHU3aIIMOHHO-TIPABOBBIX (hOpM
d. COBOKYMHOCTH JIOKyMEHTOB, B3aMMOCBSI3aHHBIX I10 IPU3HAKAM IPOUCXOKICHU,
Ha3HAYCHUS, BUJA, CPEPHI ACSITEIBHOCTH, SIMHBIX TPEOOBaHUMN K MX 0()OPMIICHUIO

Bompoc 13
Kakue BUabI qUCIUITMHAPHBIX B3BICKAHNH BIUCHIBAIOTCS B TPYIOBYIO KHHXKKY:
Bribepure ouH OTBET:

a. B3BICKAHUS B TPYOBYIO KHIKKY HE 3aITHCHIBAIOTCS

b. yBonmbHEHUE



C. CTPOTHH BBITOBOD
d. Bce BU/IbI AMCHUIUIMHAPHBIX B3bICKAHUI BIMCHIBAIOTCS B TPYJOBYIO KHUXKKY

Bonpoc 14
Kakoii 10oKyMEHT He BXOIUT B KOMIUICKT JOKYMEHTOB O KOMAaHJMPOBAHHUU C KOJOBBIM
ob6o3HaueHnem Gopmsal T:
Bribepure ouH OTBET:
a. KOMaHIMPOBOYHOE yJJOCTOBEPEHHE PAOOTHUKA
b. mpuka3 (pacmopspkeHHE) O HaNpaBICHUU OTIEIHHOTO pPa0OTHUKA WIIA TPYIIIBI
pabOTHUKOB B KOMaHIUPOBKY
C. CIy’)ke0HOE 33/1aHue C OTYETOM O €TO BHIMOJIHEHUHU
d. aBaHCOBBI OTYET
Bompoc 15
Ha kakue rpymmbl jensarcss oQuIMalbHBIE JOKYMEHTBI 1O cdepe IesTeabHOCTH (10
(GyHKIIMOHATHFHOMY MPU3HAKY):
BriGepute ouH OTBET:
a. yau(punrpoBaHHbIC/HEYHH(PUIIUPOBAHHBIE
b. pyHKIIMOHAIBHBIE/OTpaCIEBbIC
C. opuIHaIbHBIE/HEODUITHATEHBIE
d. ynpaBieHuecKHne/TeXHUYEeCKHe

Bomnpoc 16
Kakoli JOKyMEHT HeJb3sl OTHECTH K JIMYHBIM JIOKYMCHTAM:
Bribepute oauH OTBET:

a. XapaKTepUCTHKA

b. pe3rome

C. IWYHASI KApTOYKa

d. aBToOMorpadus

Bomnpoc 17
CornacHO  CTaHIApTU3UPOBAHHOMY  ONpENENeHHMIO, YHU(ULUPOBAHHAs  CUCTEMa
JIOKYMEHTAIUHU — ITO:
Boi6epuTe ouH OTBET:
a. COBOKYITHOCTh JOKYMEHTOB, B3aWMOCBSI3aHHBIX TI0 TPU3HAKAM MPOUCXOXKIACHUS,
Ha3HA4YeHMs, BUAQ, CPEephl ACSITEIBHOCTH, EUHBIX TPEOOBAHMM K MX 0()OPMIICHUIO
b. cucTrema MOKyMEHTAlUMH, COCTaBIeHHE M O(OPMIICHHE KOTOPOW pEriaMeHTHPOBAHO
HOPMATUBHBIMH aKTaMU
C. cHUCTeMa JOKyMEHTAalluu, CO3JaHHas MO €JAWHBIM TMpaBuUiIaM U TpPeOOBaHUAM,
comepxamias HuHGOPMAIMIO, HEOOXOAMMYIO JJisi yIpaBlICHWs B OINpeAesieHHoW cdepe
JESITENIbHOCTH
d. cuctema 1OKyMeHTalUU, UMEIOIIast €TUHBINA (HOpMYIIp

Bompoc 18
KakuM  JOKyYMEHTOM  JIOJDKHBI ~ PYKOBOJCTBOBATHCSA  JEJONPOM3BOAMUTENN  MPHU
JOKYMEHTHPOBAaHUH ATAIIOB TPYIOBOTO IIMKJIA — OT ITpHeMa Ha paboTy HOBOTO COTPYIHUKA JIO €TO
YBOJIbHEHUS:
Bribepute oauH OTBET:
a. ['ocynapcTBeHHas cucteMa JOKyMEHTAllMOHHOTO obecrieueHus ynpaieHus. OCHOBHbIE
nosoxeHus. O6me TpedoBaHus K TOKYMEHTaM U CITY»)0aMm JTIOKY-MEHTAIIHOHHOTO 00eCTICUeHMSI
b. rocr p roctr P 7.0.97-2016 «YHUpHUIMpPOBAaHHAs  CHCTEMa
OpraHU3aIMOHHO-PACTIOPSAUTENBHOM TOKyMeHTan|. TpeOoBaHus K 0hOPMIICHUIO TOKYMEHTOBY
c. Annb00oM YHU(DHUIIMPOBAHHBIX (POPM MEPBUUHON YUETHON JOKYMEHTAIIMHU 110 YUETy Tpyia
Y €ro oriathl, yrBepxkaeHHbIM [locTranoBiaenuem ['ockomcrara Poccrn
d. Obmepoccuiickuii knaccuukaTop ynpaBaeHUECKOW JOKYMEHTAIMH

Bompoc 19



Kakas si3p1koBast hopMysia yMecTHa B 3asiBICHUU:
Bri6epute oguH OTBET:

a. «B MOE€H MpockOe oIy He OTKA3aTh. ..»

b. «3apaHee MpU3HATEIICHY

c. «BecbMa yoenuTenbHo Bac mpomry»

d. «mpomry Bamero cornacus Ha...»

Bonpoc 20
Kakue 351eMeHTHI SBIISIOTCS CaMbIMH KPYITHBIMU CTPYKTYPHBIMH 3JICMEHTaMU JIOKYMEHTa
KaK CHCTEMBI:
Bribepure oauH OTBET:
a. cogeprkanue u popma
b. 3arojoBouHasi, conepkaTenbHas U 0POPMIISIONIAs YaCTH
C. PEKBU3UTHI
d. cmyxkebHOe 1 pabouee moJie JOKyMeHTa

Bompoc 21
[Tponomxute onpenenenue: GopMmysip JOKYMEHTA 3TO - ...
Bri6epute ouH OTBET:
a. HabOp pPEKBU3UTOB OQUIMATIBHOIO HMUCbMEHHOIO JIOKYMEHTA, PACIOJIOKEHHBIX B
OIpeIeIEHHOM M0CIIEI0BATEIbHOCTH
b. HaOop pEeKBU3UTOB, WACHTUPHUIMPYIOUIMX aBTOpa O(UUIHUAIBHOTO HMHCbMEHHOIO
JIOKyMEHTa
C. 3aQUKCHUpOBaHHas Ha MaTepUaJbHOM HOCUTeNle HUHPOpMaLus C PEKBU3UTAMHU,
MO3BOJIAIOIIMMU €€ UJIEHTU(PUIIUPOBATH
d. BHyTpeHHss QopMa AOKyMEHTa, ONpeAessomas CTPYKTypy TEKCTa U €ro s3bIKOBbIE
0COOEHHOCTH

Bompoc 22
[Tponomxute onpenenenue: OJ1aHK JOKYMEHTA — 3TO ...
Bri6epuTe ouH OTBET:
a. MOJieNlb MOCTPOEHUs TOKYMEHTa, YCTaHaBIMBaloIas o01acTh NMPUMEHEHUs, (popmaThl,
pa3Mepsl noJiel, TpeOOBaHUs K MOCTPOSHUIO KOHCTPYKIIMOHHOM CETKU U OCHOBHBIE PEKBU3UTHI
b. TumoBas Mojenb, CoOJep)Kallas COBOKYIHOCTb  OOS3aTENIbHBIX  PEKBU3UTOB,
CBOMCTBEHHBIX JIOKyMEHTaM YHU(PUIIMPOBAHHON CHCTEMbI OpPraHU3alMOHHO-PACIIOPSAUTEIbLHON
JIOKYMEHTAIIUU U PACHIOJIOKEHHBIX OIpeIeIEHHBIM 00pa3oM
C. HabOp PEKBU3UTOB O(QUIUAIBHOIO MHCbMEHHOTO JOKYMEHTA, DPACIOJIOKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEIbHOCTH
d. Habop pEeKBU3UTOB, HUIACHTUPUIMPYIOMIHUX aBTOpa O(QULIHATIBHOIO MUCBMEHHOTO
JIOKyMEHTa

Bompoc 23
Kaxoe xomoBoe o6o3Hauenne Ha nokymente HE naentudunupyer apropa:
Bri6epute ouH OTBET:

a. O'PH

b. MHH/KIIIT

c. OKV I

d. OKIIO

Bompoc 24

Kakoii u3 nmepeurcieHHbIX PEKBU3UTOB HE OTHOCHUTCS K PEKBH3UTAM yIOCTOBEPCHHS:
Bribepure ouH OTBET:

a. OTTUCK Ile4aTu

b. rpu¢ yrBepxKaeHusA

c. rpu coriacoBaHus

d. moanuce



Bomnpoc 25

Ha xakoM Bue TUYHBIX TOKYMEHTOB oopmIsieTcs aapecar:
Bri6epute oguH OTBET:

a. XapaKTepUCTUKA

b. 1o0BepeHHOCTH

C. pe3rome

d. 3asBieHuE

Bonpoc 26
KakoMy TOHSATHIO COOTBETCTBYET CJEAYIOIIAs XapaKTePHCTUKA: <ATOT (HOpMYyIsp
XapaKTepU3yeTcsl OMPEEICHHBIM KOJUYECTBOM PEKBU3UTOB, PACIOJOKEHHBIX B CTPOron
MIOCJIEIOBATEIbHOCTH, M XapaKTePeH JJIsi KOHKPETHOTO BUAa JOKYMEHTOB, HalpUMeEp, MpUKa3a,
aKTay:
Bribepure oauH OTBET:
a. TUIIOBOU popmyItsip
b. opmyssp
c. popmymsap-obpazen
d. uaIMBUAYaBEHBINA (HOPMYITIP

Bompoc 27
KakomMy OKyMEHTY COOTBETCTBYET CIEAYIOLIas XapaKTepUCTHKA: «ITO MHCbMEHHOE
MIOJTHOMOYHE, BBIABAEMOE OJHUM JIUIIOM (YUpEeKIEHUEM) IPYTOMY JIHILY IS IPEICTABUTEIbCTBA
nepes TPETbUM JTULIOM.
Boi6epute ouH OTBET:
a. pacrucka
b. 3asBIICHNE
C. IOBEPEHHOCTh
d. cpaBka

Bompoc 28
Ha xakue BuABl MOapa3AenstoTcs ONaHKU JOKYMEHTOB IO PACHOJIOKEHUI0 PEKBU3UTOB
coritacio 'OCT P I'OCT P 7.0.97-2016:
Bribepute oauH OTBET:
a. YTJIOBBIC U TIPOJIOJTHHBIE
b. 00t 6maHK, 61aHK MUCHMA, OJTaHK KOHKPETHOTO BUIA JOKYMEHTA
c. OmaHK opraHu3anuy, OJaHK CTPYKTYPHOTO TOJAPA3JCIICHUs OpTaHHW3aIiH, OJIaHK
JIOJKHOCTHOTO JIUIIA
d. neHTpupoBaHHbIC U (IIarOBBIC

Bompoc 29
OTMETUTB BOIIPOC
Kakoe ompeneneHne OpUAMYECKON CHIIBI TOKYMEHTA SIBIISIETCS CTaHIAPTU3UPOBAHHBIM
(3axperuieno B TOCT P 51141-98):
Bribepute oauH OTBET:
a. IOpUIMYECKas CHJla JOKYMEHTa — 3TO CBOMCTBO O(pUIIMAIBHOTO TOKyMEHTa, COO0IaeMoe
€My JCWCTBYIOIIMM 3aKOHOJATeIhCTBOM, KOMIIETCHIIMEH W3/aBIIET0 €ro oOpraHa u
YCTaHOBJICHHBIM TOPSAKOM O(OPMIICHHS
b. ropuamueckas cuia JOKYMEHTa — 3TO CIHOCOOHOCTH YIPABICHYECKOTO TOKYMEHTa
BBICTYNIaTh B KaYeCTBE 00S3aTEIBHOTO JJIsl YYACTHUKOB YIIPABJICHUS: OPTaHOB YIPABICHUS, UX
CTPYKTYPHBIX  TIOJpa3leieHui,  OOMIECTBEHHBIX  OpraHW3alMid, JOJDKHOCTHBIX  JIHII,
TOCY/IapCTBEHHBIX CIYKAIINX U TPaKIaH
C. IopuIMYecKas cuiia JOKyMEHTa — 3TO COOTBETCTBUE JOKYMEHTUPOBAHHOM HHYOpMAIIH
TpeOOoBaHUSM OPUITUATBHOCTH, TOCTOBEPHOCTH, 00bEKTUBHOCTH, OECCIIOPHOCTH, OCHOBAaHHBIM Ha
3aKOHO/ATEIbCTBE
d. ropunuyeckas cuiaa JOKYMEHTa — 3TO YCJIOBHE, MPU KOTOPOM MH(OpMALIUS TOKYMEHTA



MOXeET OBITh HCIOJb30BaHA B cdepe ynpamieHuss 0e3 COMHEHHS B €€ JOCTOBEPHOCTU s
OCYIIECTBIICHUS JTIOOBIX JEHCTBUIMA

Bomnpoc 30
OTMETUTD BOIIPOC
KakoMy TepMHHY COOTBETCTBYET CIeEIyIOIIee CTaHAApPTU3UPOBAHHOE OIpE/IeICHHE
(3axperuiennoe B 'OCT P 51141-98): «.... — 370 mpocTaBieHuEe HEOOXOJMMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX PaBUJIAMHU JTIOKYMEHTHPOBAHUS:
Bribepure ouH OTBET:
a. oopmiieHHE TOKyMEHTa
b. yaudukanus J0KyMeHTa
c. hopmymsp-obpasen
d. cocraBnenue JOKyMeHTa

Bompoc 31
OTMETUTH BOMPOC
Kakoit HOKYMEHT SIBJISIETCSI OCHOBHBIM AaKTyaJIbHbIM HOPMATHUBHBIM JOKYMEHTOM B
obractu coctaBieHus: U 0QOpPMIICHUSI OPTaHU3AIIMOHHO-PACTIOPSAUTEIHLHON JOKYMEHTAINH:
Bri6epute ouH OTBET:
a. 'OCT P 6.30-2003
b. IlpaBmia nenomnpou3BOACTBa B (elnepalbHBIX OpraHax HWCIOJIHUTEILHOW BIIACTH,
yrBepxkaeHHble [loctanoBnenuem IlpaButensctBa PO ot 15 utons 2009 r. Ned77
c. OKYJ - OK 011-93. OOmepoccuiickuii Ki1acCUPUKATOP YIPaBICHYECKOH
JTOKyMeHTanuu, yreepxkaeHHblil [locranoBnenuem [Noccrangapra PO ot 30 mexabps 1993 r.
No229
d. TCAOY — l'ocynapcTBeHHas cCUCTEMa TIOKYMEHTAIIMOHHOTO 00eCTIeueHHs yIIPaBICHHUS.
OcuoBHble TON0keHUsA. OOmme TpeOoBaHUS K JOKYMEHTaM M CIyX0aM JOKYMEHTAIlHOHHOTO
obecrnieuenus, yreepxaeHHas npukazom [ maBapxusa CCCP ot 23 mas 1988 r. Ne 33

Bomnpoc 32
B kakom citydae yupexkaeHHE MMEET IPaBO YJOCTOBEPATh JOBEPEHHOCTh HA IOJyYCHHE
JICHEeXHOT0 BKJaJa B OaHKe:
Boi6epuTe ouH OTBET:
a. €CJIM JOBEPUTEID U JINL0, KOTOPOMY OH JIOBEPSIET, ABJISAIOTCS rpakaaHamu Poccun, xots
U HE SIBJISIOTCS] pAOOTHUKAMU JAaHHOTO YUPEKICHUS
b. ecnu 1oBepuTeNb SBIAETCS PaOOTHUKOM JAaHHOTO YUPEKICHHUs, a JIUL0, KOTOPOMY OH
JIOBEPSIET, HE ABIISAETCS paOOTHUKOM JAHHOTO YUPEKICHUS
C. €CIIU JIOBepUTEeNb HAXOJUTCS Ha CTAllMOHAPHOM M3JICUEHUH, HO SBJISIETCS paOOTHUKOM
JAHHOTO YYPEXJIEHUs, U JINL0, KOTOPOMY OH JIOBEpPSIET, TaKXKe SIBISETCSI paOOTHUKOM JaHHOTO
YUPEKIACHUS
d. ecnu noBepuTeINb He ABIIAETCS PAOOTHUKOM JIaHHOTO YUPEKICHHUS, a JIUL0, KOTOPOMY OH
JIOBEpSIET, SIBJISAETCS] pAOOTHUKAMU JTAHHOTO YUPEXKICHUS

Bompoc 33
OTMETUTH BOMPOC

Kak mepeBoaUTCS C TATUHCKOTO TEPMUH «PEKBU3HTY (JIaT. requisitum):
Bribepute oauH OTBET:

a. MUHMMAaJbHas 4acTh

b. Tpebyemoe, HE0OXOoAMMOE

C. CTPYKTYPHBIH JIEMEHT

d. atpulbyT coaepkaHus

Bonpoc 34
KakoMy TepMHUHY COOTBETCTBYET CJEIYIOIIEe CTaHIAPTU3UPOBAHHOE OMpEICIICHUE
(3akpermiennoe B ['OCT P 51141-98): «.. — 3T0 00s3aTenbHBIA 3JIEMEHT OQopMIICHUS

0o(pHUIIMANTBHOTO JOKYMEHTaY:



Bribepure ouH OTBET:
a. PEeKBHU3HT IOKYMEHTa
b. 3aroj0BoYHas YaCTh JOKYMEHTa
. pabouee 1oJe TOKyMEHTa
d. 6maHk 1OKyMeHTa

Bompoc 35
Kaxkoit Habop mudp B komoBom ob6o3HaueHuu ¢Gopmbl qokymeHTa 0720302 oboszHadaer
KJ1acc OPMBI JOKYMEHTA!
BriGepute ofuH OTBET:
a. 20
b. 07
c. 302
d. 203

Bomnpoc 36

Ha xakux ¢opmax mpocrasisiercs Ko GOpMbI JOKYMEHTA:
Bribepute oauH OTBET:

a. Ha Bcex OJaHKax

b. Ha yHUHUIIMPOBaHHBIX PopmMax

C. Ha BCEX JIOKyMEHTax

d. Ha HeYHUUIIMPOBAHHBIX (hopMax

Bomnpoc 37
Kakwne cioco6s1 opopmienus gatel cooTBeTcTBYIOT TpeboBanusm ['OCT P 7.0.97-2016:
.09.08.13;
. 09 mapra 2013 r.;
. 09 mapta 2013 rona;
.09.03.2013 5
. 2013-03-09;
. 2013.03.09;
.09.03.2013.
BriGepute oquH OTBET:
a.1,4,7
b.2,6,7
C. BCE BapuaHThI, KpoMe 5
d. Bce BapuaHThl, kpome 3

~N O Ok W

Bompoc 38

Kakoii a71eMeHT perucTpaiioHHOI0 HOMepa JOKYMEHTA SIBJIIETCS 0043aTeIbHbIM:
Bribepute oauH OTBET:

a. MHJEKC JieNia 10 HOMEHKJIAType Jel

b. uaGOpMaIHs 00 UCTIOTHUTEISAX

C. nH(pOopMaIHs 0 KOPPECTIOH/ICHTE

d. mopsaIKoOBbIi HOMED

Bomnpoc 39

Vxkaxute BEPHOE BrIicka3zsiBanme:

Bribepute oauH oTBeET:

a. Ha Gmanke muchMa mpocCTaBisieTcss OTpaHUYUTeNbHAs OTMETKa JIIsl pekBu3nuTa «Cchlika
Ha PETUCTPAIlMOHHBIA HOMEp W JaTy JOKYMEHTa» CIEIYIONUM O00pa3oM: « oT

»

b. Cenenusi B pekBusnte «CChUIKa Ha PETUCTPAIIMOHHBIA HOMEpP M JaTy JOKYMEHTa»
MPUCBAUBAKOTCS OpraHU3alue-aBTOPOM OTBETHOTO IMHChMaA

c. PekBusur «CchUika Ha AaTy U PETMCTPALIMOHHBIM HOMEpP JTOKYMEHTa» 3aloOJHACTCS B
MPEUMYILIECTBEHHO B MHUCbMax-oTBeTax. CBElIEHUS B PEKBU3UT MEPEHOCITCS C MOCTYMHUBIIETO




JIOKyMEHTa

d. YkazaHue NMaHHBIX O TOCTYNUBIIEM MHUChME Ha OJIaHKE MHUChbMa B BHUAC OTAEIHLHOTO
CCBUIKM Ha pPETUCTPAlMOHHBI HOMEp M JaTy JOKYMEHTa He MCKIII0YaeT HEeoO0XOAUMOCTH
CChUIaThCS HA HUX B TEKCTE OTBETHOTO MHChMA: B Hauaje TEKCTa MUChMa BCET/Ia CIIEIyeT MUcaTh
«Ha Bamr Ne ... ot ...»

Bompoc 40

B kakoMm manexe yKa3plBaAlOT HAWMMEHOBAaHWUE OpraHU3alMd W €€ CTPYKTYpPHOTrO
MOJIpa3/IelICHUsI B PEKBU3HUTE «AIpecary:

BriOepuTe ouH OTBET:

a. B pOJIUTEITHHOM

b. B UMEHUTEILHOM

C. B JJaT€JILHOM

d. B mpeaio)KkHOM

Bomnpoc 41

Ha xakux nokymenrax HE odopmisieTcst pekBu3uT «Azpecary:
BeiGepute ofuH OTBET:

a. CIpaBKa

b. nucpmMo

C. ciry)xeOHast, JOKJIaHasi 1 OOBSCHUTEIbHAS 3aIIHCKH

d. 7OIKHOCTHASI HHCTPYKIIHS

Bomnpoc 42

Kaxoit pekBU3UT 0popMIISieTCs TTOCIEIHUM Mepe]l TeM, KaK JOKYMEHT OyJIeT OTIpaBJieH Ha
XpaHEHUe:

Br16epute ouH OTBET:

a. OTMETKA O MOCTYIUICHUU JOKYMEHTa B OPraHU3alIHIO

b. oTmMeTKa 00 UCTIOTHUTETE

C. rpu yTBEp>KICHUS

d. oTMeTka 00 UCTIOJIHEHUH TOKYMEHTA U HaIIPaBJICHUH €T0 B JEJI0

Bompoc 43
Kakoe opopmienne ocHoBaHMsI TOKyMeHTa cooTBeTcTBYeT TpeboBanusm 'OCT P 30-2003

(B ckoOKax 0003HaUEH KIIFOUEBOM TJIaroJl pacopsiANTEIILHON YacTH IOKYMEHTA):

BeiGepute oauH OTBET:

a. Ha ocHoBanuu npukasa MunucrepcrBa oOpa3oBanus U Hayku P® ot 15 suBapsa 2013
Nel5 «O nmopsiaxe nposenenus arrectauuu By3os» (IIPUKA3BIBALO)

b. C memto UCHOTHEHMs] NpHKa3a pEKTopa 00 YKPEIIEHUH TPYAOBOM JAMCLUILIMHBI
(ITPEUTAT ALO)

c. B cBs3u ¢ HeoOxoauMocThI0 ncnonHuTh npuka3 muHucrepcersa ([IPUKA3BIBALO)

d. Bo ucnonnenue npukaza OAO «MMK» Ne 45 «O nopsake 3akIr04eHUs] TOTOBOPOB
(ITPEJIAT AIO)

Bonpoc 44
DOmbOnemy u ToBapHbiit 3Hak HE Bocipon3BoasT Ha O1aHKe, €Clii Ha HEM MOMeEIIeH (-a):
Bribepute oauH OTBET:
a. pe30JIIOLUs
b. oTTHCK TepOOBOI ITeUaTH
c. l'ocynapctBennsiii rep6 Poccuiickoit denepanun
d. moamnuce

Bonpoc 45

Bribepure npaBuiIbHBIN BapuaHT OQOPMIICHHS TIOANNUCH B PACHOPSAUTEIIEHOM JIOKyMEHTE
opraHu3auu (MpuKase, pacropsHKeHUN ):

Bribepure ouH OTBET:



M.IL

M.IL

M.IL

M.IL

a.

['enepanbHbIli  TUPEKTOP [Toanuce
bensikos

12.12.2013

b.

['enepanbHbIil TUPEKTOP

00O «Kommnacy [Tonnuce
bensikos

12.12.2013

C.

I'enepanbHbIIN AUPEKTOP

000 «Kommacy» Tloamuce
bensikos

d.

I'enepanbHBI AUPEKTOP ITognuce
bensikos

Bomnpoc 46
Ha xakom »sk3eMIuisipe M€JI0BOro MUChbMa, MOATOTOBJICHHOM IS OTHPABKU ajapecary,

IMPOCTaBJIAIOTCA BHU3bI:

Bri6epute ouH OTBET:

a. Ha MOAJIMHHMKE, OTIIPABIISIEMOM aJpecaTy

b. Ha KONMU, TOMEIAEMOM B /I€JI0 OpraHU3alUU

C. Ha MMCbMax BU3bI HE OPOPMIISIOT

d. Ha DNOUIMHHUKE, OTIPABISIEMOM ajpecaTy, W Ha KONMH, IOMEIIAaeMOH B JEJ0

OpraHu3annun

Bomnpoc 47
VYkaxkute BapuanT ohOopMIIEHUS OTMETKH 00 ucnoiHutene, ycraHonineHHblii I'OCT P

6.30-2003:

BeiOepute oauH OTBET:
a.
Ilecmpsaxosa Onvea I'ennaovesna
Ten. 22-34-75
b.
Ilecmpsxosa O.1".
22-34-75
C.
O.I'. Ilecmpsxoea
223475
d.
HUcn. I[lecmpsaxosa Onvea I'ennadvesna
22-34-75

Bompoc 48

Kakoli peKkBU3UT UCTIONB3YETCS ISl YOCTOBEPEHUS 3JIEKTPOHHOTO TOKYMEHTA!
Bribepure o1H OTBET:

a. 3JIeKTpOHHAas UG poBas MOANUCH

b. nAEHTUPHUKATODP INEKTPOHHON KOUU JOKYMEHTa

C. KoJl GOpMBI IOKyMEHTa

d. perucTpallnOHHbII HOMEp JOKYMEHTa

Bomnpoc 49
Kakomy TepMHHY COOTBETCTBYET CIIECIYIOIIAs XapaKTePUCTHKA:
3T0 BUJ MUCbMEHHOTO IOKYMEHTa, B KOTOPOM (PUKCUPYIOT PELICHUS aIMUHUCTPATUBHBIX U

OpraHU3alMOHHBIX BOIIPOCOB, & TAKXKE BOIPOCOB YIPaBIICHU, B3aUMOACHCTBU, 0OeCIIeYeHUs U
pEryJIMPOBaHUSl AEATEILHOCTH OPraHOB BJIACTH, YUPEXKIECHUHN, NPEANPUIATUNA, OpraHu3anuil, ux



MOIpa3/eIeHUi M TOJDKHOCTHBIX JIHII.
Bri6epute oguH OTBET:
a. CITY)KEOHBIN TOKyMEHT
b. ourmanbHBI JOKYMEHT
C. YIPABJIECHYECKUN TOKYMEHT
d. opraHM3aIMOHHO-PACTIOPSTUTCIILHBIN JOKYMEHT

Bonpoc 50
Y Kaxkoro BHJA OPraHMU3ALMOHHO-TIPABOBOM JOKYMEHTAIlMM TpPEOOBaHHS K TEKCTY

YCTaHOBJICHBI B 3aKOHOAATEIILHOM IMOPSI/IKE:

Bribepure oauH OTBET:

a. MITaTHOE PaclyCaHue

b. JOKHOCTHAS! UHCTPYKIIHS

C. yCTaB

d. MHCTPYKIIMST HOPMAaTUBHO-METOAUYECKOTO XapaKTepa

Bompoc 51

Onpenenure, K KaKOMy OPraHHU3AllMIOHHOMY JOKYMEHTY OTHOCHTCS TpeiJiaraeMbli
(parMeHT TeKCTa JOKYMEHTA!

1. Qupmennoe HaumeHOBaHUE U MECTOHAXOHCOEHUe 00ulecmaa

1.1.Ilonnvim  pupmenuviv  Haumenosanuem obwecmea seigemcs: Obwecmso ¢
ocpanuuenHou omeemcmeennocmoio  «MHUPy». CokpawenHoe ¢upmennoe HaumeHogaHue
obwecmsea — OO0 «MHUP».

1.2.FOpuouueckuii adpec odbwecmsa: yn. Cpeouzemnomopckas, 0.1, e. Masnumozopck,
Yenabunckas oon., Poccus, 455012.

Br16epute ouH OTBET:

a. IoJIo’KeHre 00 OpraHu3alu

b. ycTaB

C. IpaBuJjia BHEIIHEHN MEPENUCKHA OpraHu3aluu
d. MHCTPYKLKSA 1O J1€TONPOU3BOJICTBY

Bompoc 52

Cpenu  JOKaldbHOM  OpPraHU3alMOHHO-PACHOPSAUTENIBHOM  JTOKYMEHTALMU  BBICHIMM
IOPUAMYECKUM CTaTyCcOM 00J1aJjaer:

BeiGepute oauH OTBET:

a. OpraHv3anMoHHas JOKyMCHTal A

b. pacriopsauTenbHas JOKYMEHTALHS

C. UHQOPMAaIIOHHO-CIIPaBOYHAas JOKYMEHTAIIHs

d. Bce TpyIIbl OpraHU3alMOHHO-PACTIOPAIUTEIBHON JOKYMEHTAUN 001aJal0T OJJMHAKOBO
BBICOKUM IOPUIUYECCKHUM CTAaTyCOM

Bomnpoc 53

B kakom psay Bce  NEpPEUMCICHHbIE  BHUABl  JIOKYMEHTOB  OTHOCATCS K
OpraHU3aIMOHHO-TIPABOBBIM:

Bri6epuTe ouH OTBET:

a. TIOJIO’KEHHE O CTPYKTYPHOM TOAPA3ACICHNH, JOHKHOCTHASI MHCTPYKITUS, aHATUTHIECKas
CIipaBKa

b. nmpaBuia BHYTPEHHEro TpPYAOBOTO  pacHoOpsAKa, JOKHOCTHOM — pPErJIaMeHT,
aJIMUHUCTPATUBHBIN pEerIaMeHT

C. YCTaB, IUITATHOE PAaClUCaHUE, OTUYET

d. yupenurensHbii foroBop; ykas [Ipesunenta P®; nuHCTpyKIUS 1O 1€TOMPOU3BOJICTBY

Bomnpoc 54
B kakux opranmnzanusx moxxket HE BecTHCh kKaapoBasi JOKyMEHTALIUA:
Bribepure ouH OTBET:



a. KaapoBas JOKYMCHTAI[MS BEIETCS BO BCEX OpPraHM3alUAX HE3aBUCUMO OT UX
OpraHU3aluOHHO-TIPABOBON (OPMBI

b. B HCKOMMEPUYECKUX OpPraHU3aIUsIX

C. B KaQ3€HHBIX TOCYIaPCTBEHHBIX YUPESIKICHHUIX

d. B akIMOHEPHBIX 00IIeCTBaxX

Bomnpoc 55
Kakue pacnopsiauTenbHble JOKYMEHTBI M3JAIOTCA IO ONEPATHBHBIM BOIPOCAM M JUIS
OpraHM3alH UCTIOJIHEHUS IPYTUX PACTIOPSAUTEIBHBIX JOKYMEHTOB:

Bribepure oauH OTBET:

a. IPUKa3bl

b. peneHus

C. IOCTaHOBIICHHUS

d. pacnopspxkeHust

Bomnpoc 56

Kakue pacrnopsauTenbHble JTOKYMEHTBI OTHOCSTCA K JOKYMEHTaM, CO3[aBacéMbIM B
YCIIOBHSX KOJUIETHAIbHOCTH:

Bri6epute ouH OTBET:

a. peLeHUs

b. mpukassl

C. yKa3aHMs

d. pacnopspxkeHust

Bompoc 57

Kakomy NMOHATHIO COOTBETCTBYET CIEAYIOIIAsl XapaKTepUCTHKA:

OTO JOKYMEHT, COJEpKallMi TpaBuUia IOBEJIEHUS, pPACIpPOCTpaHSIOLIMECS Ha
HEOoMNpeAeNeHHbId KPYyr JIUL, W3/1aHHblE HAa OCHOBaHMM U BO HCIOJHEHHUE (eneparbHOro
3aKOHOJIATEeNbCTBA, O0s3aTeNbHbIE U HCIIOJHEHUS OpraHaMu TOCyIapCTBEHHOM BIACTH,
MECTHOTO CaMOYIPABICHUS, HMX JOJDKHOCTHBIMM JIMIIAMH, HOPUAVNYECKUMHU JMLOAMH U
IpaXKIaHaAMH.

Boi6epuTe ouH OTBET:

a. HCHOPMAaTHUBHBIN IIPABOBOM aKT

b. HOpPMaTHUBHBII IPABOBON aKT

C. IIPAaBOBOM aKT

d. HopMBbI TpaBa

Bompoc 58

Kakumu ciioBaMu JOJDKEH HAYWHATHCS TEKCT IPHUKa3a, €CIM €ro HW3JIaHue BBI3BAHO
HEO0OXOIUMOCTBIO OCYIIECTBICHUS COOCTBEHHOU NEATENLHOCTH 110 HHUIIUATUBE OPTaHU3AINH:

Bribepute oauH OTBET:

a. «Bo ucrnoaxenwue...»

b. «B cBs3m C...»

c. «Ha ocHoBanmu. ..»

d. «B cooTBeTCTBHH C....»

Bomnpoc 59

B kakoil 9acTH pacrmopsAMTEIBHOIO JOKYMEHTa HEOOXOIUMO IIOMENaTh IepeyeHb
JOKYMEHTOB, YTPATUBLIMX CHUJIY WJIHM MOJUIEKAIIUX M3MEHEHHUIO B CBS3M C U3JaHUEM JTaHHOTO
aKTa:

Bribepure ouH OTBET:



a. B IIEPBBIX ITYHKTAX PACIOPAAUTEIBHON YaCTH
b. B KOHCTATUPYIOIIEH YacCTH

C. B KOHIIE TEKCTa

d. B 1000M TTyHKTE pacHopsIUTEILHON YacTH

Bomnpoc 60

Kakomy HOHSITHIO COOTBETCTBYET CIIEIYIOMIAs XapaKTePUCTUKA!

JlokyMeHTBbI, 06J1a/1at0111e FOPUITUECKON CUIION, N3/JaBaeMbIe PYKOBOACTBOM OpPTaHU3AIIH
U COJepXKallie YIpaBICHUCCKUE PEIICHUs, HAIpaBICHHbIC HA BBIMOJHEHUE TEKYIIUX U
MNEPCHCKTUBHLIX 3aaa4:

BriGepute ouH OTBET:

a. OPraHU3alUOHHO-TIPABOBEIC IOKYMEHTHI

b. JOKYMEHTHI 110 JJTHYHOMY COCTaBY

¢. nH(OPMAIIMOHHO-CIIPABOYHBIE TOKYMEHTHI

d. pacniopsiiuTeNbHBIC JOKYMEHTBI

Bomnpoc 61

Kakoii tokyMeHT siBIsieTcst 0053aTeNIbHBIM IIPU JIOKyMEHTHPOBAHUHU TPYJOBBIX OTHOIICHHIA
MEXy PaOOTHUKOM U paboToJaTeNeM:

Bri6epute ouH OTBET:

a. TPy/10Basi KHIKKA

b. pexxum Tpyaa

C. IOJDKHOCTHAs! HHCTPYKLUS

d. KOJIJIEKTHBHBII JOTOBOP

Bompoc 62

[lpu ormpaBKe KakoW pPa3HOBHIHOCTH IHChbMa MOXXHO OTPaHHYUTHCS (HAKCUMHIIbHOU
CBSI3bIO WJIM DJICKTPOHHOM MOYTON 0€3 TOCHLIKH KOPPECTIOHICHTY TMOIJTMHHUKA!

Bribepute oauH OTBET:

a. PEeKJIaMHOTO TUChMa

b. mucema-3arnpoca

C. MMChMa-3aKasa

d. muceMa-HaMmOMUHAHUS

Bomnpoc 63

Kak fJ0omKeH mMOCTYNUTh HCIOJHUTENb, TOATOTOBUBIIMN JI€I0BO€ IHUCHMO, €ClU
PYKOBOJUTENb OT/I€Na INIAHUPOBAHUS, BH3a KOTOPOI0 HEOOX0IUMa, HAXOUTCSA B KOMaH/IUPOBKeE:

Bri6epute ouH OTBET:

a. /1aTh BO3BPAIIEHUS PyKOBOAUTEIS OT/IeNa MJIAHUPOBAHUS U3 KOMaHAUPOBKH

b. nepeaaTs NMCbMO Ha NOAMHUCH PYKOBOAUTENIO O€3 BU3BI

C. 3aBM3MPOBATh MUCbMO Y 3aMECTUTENS PYKOBOAUTEIS OT/IeJIa TNIAHUPOBAHHU S

d. 3aBU3UpOBATH MUCHEMO CAMOMY

Bonpoc 64

YeMm nucbMo-TipeiokeHue (opepra) OTIMYaeTcsi OT PEKJIaMHOTO NMHUChMa:

Bribepute oauH OTBET:

a. HaIpaBJIAETCS MPOIABLIOM NMOTEHIIMAIBHBIM MTOKYIIATENSIM € MPEAJIOKEHUEM TOBApOB WIIH
ycayr

b. He cBsI3BIBAET MpOJIaBIia 0053aTeNbCTBOM MIPOJATh TOBAP

C. COICPKUT HAMEPEHHE 3aKII0UHUTh CCNIKY C YKa3aHHUEM €€ KOHKPETHBIX YCIOBUMN

d. cTuMynupyeT UHTEpeC K TOBapy U JKeJlaHue ero npuodpectu

Bompoc 65
K kako¥#t pa3HOBHITHOCTH IMHACEM OTHOCSTCS IMMUChMa, C TIOMOIIHIO0 KOTOPBIX MPOCST BBICIATH
O(I)I/II_[I/Ia.HBHBIe CBCACHUA WJIN JOKYMCHTHI:



Bribepure ouH OTBET:
a. MICbMO-U3BEIICHNE
b. mucpMo-npocsda

C. MICBbMO-3aKa3

d. muceMo-3ampoc

Bomnpoc 66

Opranu3anys Nogay4usa MUCbMO-IIPOChOy CIEAYIOLET0 CONEPKaAHUS:

IIpocum Bac mnpenocraBuTh MeECTO Ui HMPOXOXKACHHUS IPEAIUINIOMHOM IPAKTUKHU
CTYAEHTKE 5 Kypca o4HOM (hopMbl 0OyueHMs (paKyJIbTeTa IEeIarornyeckoro oOpazoBaHMs U
cepBucHbIX TexHoJoruii ®I'bOY BIIO «MarHuToropckuii rocy1apcTBEHHbIH YHUBEPCUTET, 110
HanpaBjieHUIO «JlokyMeHTOBe[eHne U apxuBoBeaeHue» MenseneBoit AnHe AnnpeeBHe ¢ 01
deBpans mo 28 mapta 2013 1.

Vkaxure, Kakoi U3 BapUaHTOB OTBeTa OyzeT Ooiee NPaBUIIbHBIM:

Bribepure oauH OTBET:

a.

Coo01maem, 4To Halia OpraHU3aIys MPEJIOCTABUT MECTO JUIS MMPOXO0XKICHHUS MPAKTUKU IS
Ballleyl CTyIEHTKH.

b.

Ha Bame nmcemMo ot ... Ne .. coolmiaem, 4TO TOTOBBI IPEIOCTAaBUTb MECTO JUIs
IPOXOXKACHUSINIPEAIUIIIIOMHON NPAKTUKU CTYJEHTKE S5 Kypca O4YHOM QopMbl 00ydeHHUS
dakynpTeTa meAaroruyeckoro oOpa3oBaHus H cepBUCHBIX TexHoioruit @OI'BOY BIIO
«MarHuTOropCcKuil roCy1apCTBEHHbI YHUBEPCUTETY, 110 HAIPABJICHUIO «/[OKyMeHTOBenEeHNE U
apxuBoBeacHHEe» MenseneBoii AnHe AnapeeBHe ¢ 01 despasns mo 28 mapra 2013 T.

C.

Coofmaem, 4YTO  Halla OpraHM3alysg  TOoTOBa  MPEJOCTaBUTh  MECTO  JUis
IPOXOXKACHUSINIPEAIUIIIIOMHON NPAKTUKU CTYAEHTKE S5 Kypca O4YHOM QopMbl 00ydeHHUS
dakynpTeTa meAaroruyeckoro oOpasoBaHHMs H cepBUCHBIX TexHoioruit @OI'BOY BIIO
«MarHuTOropcKHil roCy1IapCTBEHHbI YHUBEPCUTETY, 110 HAPABICHUIO «/[OKyMeHTOBenEHNE U
apxuBoBenieHne» MenseneBoit AuHe AnnpeesHe ¢ 01 ¢espainst no 28 mapra 2013 1.

d.

YBaxaemsle Koyuieru!

Wudpopmupyem Bac o Tom, 4TO MBI paabl NPEIOCTaBUTh MECTO MJIs IMPOXOKICHUS
IpeIMIUIOMHOM npakTUkK Bamelt crynentke MenseneBoit AHHe AHJIpeeBHE B 0003HaUEHHbIE
Bamu cpoxkwu.

Bompoc 67

VYkaxure HanboJiee «KeCTKUI» 1 HEyMECTHbIN BapHaHT OTKa3a:

Bri6epute ouH OTBET:

a. B cBs3u ¢ ... Bale npenyoxeHne He MOXKeT ObITh PUHSTO

b. B cBs3u c ... Balle npeiokKeHne HaMU He IPUHUMAETCs

c. B cBsa3u c... JemapTaMeHT HE MOYKET COTVIACUTHCS C BAlllUM MIPEIIOKEHUEM
d. [IpunsTH Balle npeIokKeHHe He IPEICTaBISIeTCS BOSMOXKHBIM B CBSI3H C ...

Bomnpoc 68

YkaxkuTe, Kakasi U3 STUKETHBIX 3aKIIOYUTENBHBIX (pa3 OyIeT YMECTHON B TEKCTE JEIOBOTO
IInuchbMa:

Bri6epuTe ouH OTBET:

a. Hageemcs Ha ymMTensHOE TI0JOTBOPHOE COTPYAHHYECTBO

b. K coxaneHuto, Mbl TO3MHO TOJYYHJIM Balle TMPEATOKEHHE M HE CMOIJIH UM
BOCITOJIE30BaTHCS

c. Ouens pajasl okazate Bam yciyry

d. K cuacTtero, Hamm onaceHust 00 OCTaHOBKE TIOCTaBOK 000OPYAOBaHHUS HE TTOATBEPAUIINCH

Bomnpoc 69
Kaxkue nmucpMa SIBISIOTCS MHOTOACIEKTHBIMU:



Bribepure ouH OTBET:

a. MMChbMa, COCTOSIIINE M3 TPEX MM YETHIPEX CMBICIOBBIX YacTel (BCTYIUIEHHE, OCHOBHAS
4acTh, 3aKJIIOYCHHE, TIPEAYIPEKICHIE WIN 3aKITIOUUTENbHbBIC STUKETHBIE (POPMYIIbI)

b. mrcbMa, NOCBSIIEHHBIE HECKOJIIBKUM BOIIPOCaM

C. KOMITJICKC TIICEM, SIBJISIFOIIUXCS PE3yJIbTaTOM HEPENUCKH AETIOBBIX MAPTHEPOB MO OAHOMY
WJIN HECKOJIBKMM BOIIPOCAaM

d. mucema, aBTOpaMU KOTOPBIX SIBISIFOTCS HECKOJBKO JIMIL, Ka)XJ0€ U3 KOTOPBIX
BBICKA3bIBACT CBOIO TOUKY 3PEHHSI HA OTPAKCHHBIN B IIHUCHME BOIIPOC.

Bonpoc 70

N3 kakuxX KOMIO3ULIMOHHBIX YAaCTE€W COCTOUT MPUBEAEHHBIA HUKE TEKCT MHUChMA:

B cootBerctBuM ¢ pacnopsbkeHueM Denepa’dbHOro  yIpaBieHHS IO  JellaM O
HecocTosTeNbHOCTH (OaHkpoTcTBe) OoT 19 okTs0pst 2004 1. No 75-P mampasisiem Bam akthl ¢
KOMIUIEKTaMH JOKYMEHTOB IO MPEANPUATHSIIM:

1. BocTpsikoBckumii MsicoriepepadaThIBaOIni KOMOUHAT;

2. ®abpuka aeTckoi urpymku Ne 3.

Bri6epute ouH OTBET:

a. BBeJIeHHe 000CHOBaHUE

b. BBeneHMeE, 3aKII0OUEHIE

c. 000CHOBaHHE, 3aKITIOUYCHUE

d. BBeieHune, 000CHOBaHUE, 3aKIIFOUCHUE

Bompoc 71

Kakoii kiaccudukaloHHbIN MPU3HAK MOJI0KEH B OCHOBY JICJICHUS JIeJI0BOW NEPENUCKU Ha
OQUIMATIBHYIO U JTUYHYIO:

BeiGepute oauH OTBET:

a. 110 HA3HAYECHUIO

b. o MecTy HaxOX/IeHus ajgpeca

C. 110 TIOJIO’KEHUIO B CUCTEME JOKYMEHTO000pOoTa

d. 10 MOJIOkKEHUIO B UEPAPXUH YIIPABIECHUS

Bormpoc 72

Kakwne nucbMa moInmuchIBarOTCS ABYMS JIMIIAMU — PYKOBOJIUTENIEM OPTaHU3aIluH U TIIaBHBIM
Oyxrajitepom:

Boi6epuTe ouH OTBET:

a. MUChbMa-3aIpoChl

b. rapanTuiiHbIe TUCHMA

C. COTPOBOAUTENbHBIE MTUCHMA

d. pexyiaMHbIE TUCHEMA

Bomnpoc 73

Ha xakoMm u3 WHGOPMAIMOHHO-CITPABOYHBIX JOKYMEHTOB MOXET OBITh O(OpMIICH TpH]
YTBEPKICHUA:

BriGepure ouH OTBeET:

a. CIIMCOK

b. cpaBka

C. aKT

d. cmyxeOHas 3amucka

Bomnpoc 74

Kakasi pa3HOBHTHOCTB 3aITMCOK oopmiseTcss Ha OTaHKe OpTaHW3aIliHN:
Bri6epute ouH OTBET:

a. 00BSICHUTEIIbHAS 3aITUCKa

b. BHCIIIHAA JOKJIaHAA 3allMCKa

C. CITy)keOHas 3armmcka

d. BHyTpeHHsIs JJOKJIaqHas 3aIuCcKa



Bonpoc 75

Kakotii Buj 3aniucku 00s13aTeIbHO PETUCTPUPYETCS:
Bri6epute oguH OTBET:

a. BHEIIIHSIS JJOKJIaHAs 3aITUCKa

b. BHyTpEeHHSIS JOKJIAIHAS 3aIiCKa

C. OOBSICHUTEIIbHAS 3aITHCKa

d. cimy>keOHas 3amucka

Bonpoc 76

Ha kakue pa3sHOBHIAHOCTH AEIATCA JOKJIAIHBIC 3AMHCKH MO XapaKTepy COAEp)KaHUS H
Ha3HAYCHUS:

Bribepure oauH OTBET:

a. BHYTPCHHHUE ¥ BHEIIIHHE

b. opuIMaNbHBIE U TUYHBIC

C. pPa3bsSICHUTEIILHBIC U ONPaB/aTeIIbHbIC

d. yHMIMaTHBHBIE, MHOPMALIMOHHBIE U OTYETHBIC

Bomnpoc 77

Kakoli pa3HOBHIHOCTH JOKIAJHBIX 3alUCOK COOTBETCTBYET CIEAYIOIIAs XapaKTEePUCTUKA:
«ITH JOKJIaJTHBIC 3aMUCKH HH(MOPMHUPYIOT O 3aBEpUICHWHM pPAaOOTHI, €€ 3Tara, BBIIOJHCHUH
YKa3aHUH, paclopsKEeHUH U T.IL.».

Bri6epute ouH OTBET:

a. uHpopMaIoOHHAas

b. MOsSICHUTEIIEHEIC

C. OTYETHBIE

d. vHUTIMATHBHBIC

Bompoc 78

Kakasi pa3HOBUHOCTH 3alTMCOK HE COAEPIKHUT BHIBOJIOB U MPEIIOKESHUMN:
Boi6epute ouH OTBET:

a. MIHUIIMATUBHAs JOKIIAHAsl 3aiCcKa

b. oOBsicHUTENTbHAS 3aITCKa

C. TMYHAsI 3aIHiCKa

d. cimy>xeOHas 3amucka

Bompoc 79

Kakomy Buay MHGOpPMalMOHHO-CIIPABOYHON JTOKYMEHTALlUHU COOTBETCTBYET CIIEAYIOLIEe
ompenenenue: «ITo (opMa BHYTpEHHEW JEIOBOW TEPENHCKH MEXAY IMOJpa3/IeIeHUsIMU
OpraHu3aly WIH JOKHOCTHBIMU JIUIIAMH, HE HAXOASLIMMHUCS B IPSIMOM MO TUUHEHUM.

Bribepute oauH OTBET:

a. TOKJIQJHas 3alucKa

b. cnyxebnas 3anucka

C. OT3BIB

d. akr.

Bonpoc 80

Kakomy Buay mH(MOpPMAIMOHHO-CIIPABOYHONW TOKYMEHTAIMU COOTBETCTBYET CIEAyloliee
ompejeneHue: «I9T0 JOKYMEHT, COCTaBJICHHBIA JUIS MOATBEPXKICHUS YCTAHOBJICHHBIX (DaKTOB,
COOBITHI, NEHCTBHIN.

Bribepute oauH OTBET:

a. aKT

b. mpoToko

C. MUCbMO-TIOTBEPKICHHE

d. cipaBka



Bompoc 81

Kakomy Buay MH(POPMAIMOHHO-CIIPABOYHOH TOKYMEHTAIIMHW COOTBETCTBYET CIICAYIOIICE
ompezeneHue: «ITO MTOKYMEHT, COJEpKallWil MEepPeurCICHUe JIHIl, TMPEeIMETOB, OOBEKTOB B
OTIpeNIeIICHHOM MOPSIIKE, COCTABIICHHBIN B IIEISIX MHPOPMHUPOBAHUS WITH PETUCTPAITUI.

BriGepute ouH OTBET:

a. mepedeHb

b. cipaBka

C. CBOJIKa

d. crimcok

Bomnpoc 82

Kakomy Bumy WHGOpPMAIIMOHHO-CIIPABOYHON JTOKYMEHTAIMU COOTBETCTBYET CIICAYIOIIHIA
TEKCT:

DedepanvHoe ynpasieHue no 0eiam 0 HecocmoamenrbHocmu (baHKpomemee) Ha OCHOBAHUU
npeocmasnennvix Tyeypavlkckum yemeHmuuim 3a6000m (Openbypeckas obnacmu, noc. Tyeypavik,

ya. Leumpanvuasn, 0.1) O0oxymenmog Oyxeanimepckou OMUYEmHOCMU NO COCMOAHUIO HA
30.04.2013:

- oyxeanmepckutl oananc (ghopma 1);
- omyem o npudbLLIAX U Yovimkax (ghopma 2)

U NpPOBEeOeHHO20 AHAU3A (UHAHCOBO20 COCMOSHUSL NPEONPUAMUS, YCMAHOBUNLO, YMO
O0aHHOe npeonpusmue ABIAEMCs HeniamedcecnoOCOOHbIM U UMEIOWUM HEYO081emMEOPUMENbHYIO
cmpykmypy banauca (npeonpusmuem-00aNCHUKOM).

OcHosanue:

K03 puyuenm mexywei iuKuoHocmu no oanrancy npeonpusmus =18%,

KO2Ghhuyuenm obecneyeHHocmu COOCMBEHHLIMU 0OOPOMHBIMU CPeOCmB8amu no OANAHCY
npeonpuamus = 8%,

K03 puyuenm eoccmanosnenus no oanancy npeonpusmus =10%.

Pyxogooumens Cmenanos 11]].
Cmenanos

Bribepute oauH OTBET:
a. cripaBKa

b. 3axiroueHue

C. OT3BIB

d. cBOnKa

Bompoc 83

Kakum pokymeHTOM Heo0XonuMO O(OPMHUTHh pe3ylbTaThl PEBU3UM OTHENa IMPOJIAXK
OpraHH3aluu:

Bribepute oauH OTBET:

a. CIIpaBKOM

b. akToM

C. HH(OPMAIIMOHHBIM MHCEMOM

d. cBOIKOM.

Bomnpoc 84

KakoBo MUHMMaIbHOE KOJIMUYECTBO JIUII, TOAMUCHIBAIOIINX aAKT:
Bribepute oauH OTBET:

a. OUH

b. Tpu

C. IBa

d. geTsipe.



Bompoc 85

Ha xakux padotHukoB HE 3aBonutcst muuHas kapTodka:
Bribepure ouH OTBET:

a. Ha paOOTHUKOB, MIPUHSATHIX HA MTOCTOSIHHYIO paboTy

b. 3aBoaMTCS HA BCEX PAOOTHUKOB MPENPUATHS 0€3 UCKITIOUSHHS
C. Ha paOOTHHKOB, TPUHATHIX Ha BPEMEHHYIO paboTy

d. Ha paOOTHUKOB, MPUHATHIX HA PAOOTY MO COBMECTUTEILCTBY

Bomnpoc 86

[Iponomxkute onpenenenue: Gopmynsp-odpaser — 370 ...

Bribepure ouH OTBET:

a. HaboOp pEKBU3UTOB, HICHTUQHUIUPYIOUIMX aBTOpa OQHUIHAIFHOIO MHCHMEHHOTO
JOKYMEHTa

b. MozeNb MOCTPOCHUS JOKYMEHTA, YCTaHABIMBAIOIIAS O00JIACTh NMPUMEHEHUs, (POpMaThl,
pasMepsl NoJIeH, TpeOOBaHUS K MOCTPOSHUIO KOHCTPYKIIMOHHON CETKA U OCHOBHBIE PEKBH3HUTHI

c. Ha0Op pEKBU3UTOB OQGHUIMAIBHOIO IMHUCHMEHHOTO JOKYMEHTa, PpACIOJOKECHHBIX B
OTIpeNIeIEHHON MOCIIeI0BATEIbHOCTH

d. TumoBas Monenmb, cojaepXamlas ~COBOKYITHOCTb  OOS3aTENIbHBIX  PEKBH3HMTOB,
CBOWCTBEHHBIX JOKYMEHTAM YHH(DHIMPOBAHHOW CHCTEMBI OPraHU3aIlMOHHO-PACTIOPSIANTEILHON
JOKYMEHTAIIUH U PACIIOJIOKEHHBIX ONPEEIICHHBIM 00pa3oM.

Bomnpoc 87

Kako# peKBHU3UT, paCIIONIOKEHHBIN BBIIIE TEKCTA, OTHOCUTCS K 3ar0JIOBOYHOM YaCTH:
BeiGepute oauH OTBET:

a. rpu¢ yTBEpKACHUS

b. cchUIKa Ha PeruCTPaLMOHHBIM HOMEp U AaTy JOKYMEHTa

C. pe30IIIoHs

d. oTMeTKa 0 KOHTpOJIE.

Bomnpoc 88

Ha xakux Onankax pacrnosaraercs ['ocynapctBenssiii rep0 Poccuiickoit ®denepanuu B
OJHOLIBETHOM BapHaHTE:

Boi6epuTe ouH OTBET:

a. pemiennii Bepxosrnoro Cyna Poccuiickoit @enepanuun

b. MexBe10MCTBEHHOM KOMUCCUU TIO 3allIUTE TOCYAapCTBEHHOM TallHBI

C. IMTUIOMAaTUYECKHUX MPEICTABUTENBCTB, KOHCYJIBCKUX YUPEXKICHUH 1 MHBIX O(HUIMATbHBIX
npeacraBuTenbCTB Poccuiickon @enepannu 3a npenenamu Poccuiickor @enepanyun

d. Anmunuctparuu [lpesunenta Poccuiickoit denepanuu.

Bomnpoc 89

B kakoii ToKyMeHTaIuu 3aKperIeHO COKPAICHHOE HAMMEHOBAaHUE OPTaHU3aIINH:
Bribepure ouH OTBET:

a. OpraHu3aIMOHHON

b. pacnopsAUTENbHOM

C. YUpPEIUTEIIbHOMN

d. uHpOpPMALIMOHHO-CITPABOYHOMA

Bomnpoc 90

Kakve pekBU3HTHI COCTaBISIOT CHPABOYHYIO HHGOpPMAIUMI0O 00 OpraHu3aIuu-aBTOpe
JIOKYMEHTA:!

Bribepute oauH OTBET:

a. KOJl OpraHu3allyy, CIpaBOYHbIC JAHHBIE 00 OpraHu3amnuu, Koa GopMbl JOKyMEHTa

b. HaMMeHOBaHWE BHIIECTOAIICH opranu3amuu, koa opranuzanuu, OI'PH, MTHH/KIIIT

C. CIIpaBOYHBIC JaHHBIC 00 opranmu3aiuu, koj opranusanuu, OI'PH, MHH/KIIII

d. HauMeHOBaHME BBHIIIESCTOSIICH OpraHU3alliy, CIIPABOYHBIE TaHHBIC 00 OpraHu3aIuu, KO
OpraHu3aIyu, KoJ GopMbl JOKYMEHTA.



Bomnpoc 91

Ha 6nankax xakux nokymeHnToB HE yka3piBaeTcs HanMeHOBaHHE BUJA IOKYMEHTA:
Bri6epute oguH OTBET:

a. CIIy)KeOHOT0 MUChMa

b. TOKHOCTHON MHCTPYKITUH

C. CIIPaBKHU

d. cimy>keOHOM 3amucKu

Bomnpoc 92

Kakum nokymeHToM Heo0Xoaumo opopMuTh BO U30ekaHUE HApyIIEHUsT HOpM TpymnoBoro
KOJIeKCa INMHUChMEHHOE HAINlOMUHAHHE O HEOOXOIMMOCTH SIBUTHCS Ui TOJIYYEHHs TPYIOBON
KHIDKKH YBOJICHHOMY pa0OTHUKY, HE TTOJIYYUBILIEMY €e:

BriGepute ouH OTBET:

a. akcorpamma

b. SMS-coobmicHne

C. DJIGKTPOHHOE COOOIICHIE

d. 3aka3HOE MUCHMO.

Bomnpoc 93

Kakoii pa3HOBHIHOCTH TIHMChbMa COOTBETCTBYET ClEAyIoUIas s3bIKOBas (opmyna:
«[Ipencrapisio Ha yTBEpkKACHHUE MPOEKT IUIAHA...»:

Bri6epute ouH OTBET:

a. COPOBOAUTEIHLHOE MTUCHEMO

b. nmpockba

c. opepra (IpeaIoKeHHE)

d. mpencrasiecHue

PA3JIEJ 3

IIpakTuyeckoe 3aganue 1 (3 pazaen)

Tema 1.

OnummTe CTPYKTYpY JOKYMEHTalIbHOTO (DOHJA OpraHu3alMd WIM OJHOTO W3
CTPYKTYPHBIX IOJIpa3ziesieHui oprann3zanuu Bameit 0a3bl IpakTHKY.

1.1. N3yunte NOKYMEHTaNbHBIA (DOHJ OJHOTO M3 CTPYKTYPHBIX HOJpa3esieHHil
OpEeNNpUsATHs WIM OpraHuzauuu Bamiel 0a3bl NpakTuku. Bbl MoXeTe BOCIONb30BaThCS
HOMEHKJIATypOH €Il OAPAa3ACIICHNs UM CBOAHOW HOMEHKIIATYPOU JE€JI OPraHU3alUu.

1.2. BoinonnuTe Ki1lacCU(pUKALNIO JOKYMEHTOB B COOTBETCTBUU C BBITIOJIIHSIEMON UMU
yIpaBiIeHYeCKON QyHKITUEH.

1.3. CooTHecuTe BbIIEIEHHbIE BaMy TIpynmel JOKYMEHTOB C OCHOBHBIMU
(YHKIMOHATIBHBIMHU CUCTEMaMH JIOKYMEHTOB, HCIoNIb3yeMbIMH B Poccuiickoit denepanuu.

14. CocraBbTe cxeMy JOKYMEHTalIbHOro (hoHAA.

Tect k pazmeay 3.1

Bomnpoc 1

[TpomomkuTe onpeneneHne: cucTeMa JOKYMEHTAIUH — 3TO. ..

Bribepure oauH OTBET:

a. COBOKYITHOCTH JIOKyMEHTOB, CBSI3aHHBIX IPOIEAYPOH TPUHATHS YIPaBIECHUYECKOTO
peneHus

b. COBOKYIHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX ITOJI TIPU3HAKaM ITPOHMCXOXKICHUS,
Ha3HaueHUs, BUJA, cephl AesITeIbHOCTH, €IMHBIX TpeOOBaHUN K 0(pOpMIICHNUIO

C. JOKYMEHTBI 1 MacCHBBI JOKYMEHTOB B MH(OPMALMOHHBIX CUCTEMAX, YIOPAJOYECHHbIE
oTpeieIEHHBIM 00pa3oM

d. pasHOpOAHBIE 1O CBOEMY NPOUCXOXKICHHUIO, pa3HOOOpa3HbIE MO BUIOBOMY COCTaBY
JIOKYMEHTBbI, 00pa30BaBIINECs B MPOLECCE NEATEIbHOCTH OTACIBHOTO (PU3UUECKOTO JIHIIA



Bompoc 2

VYnpasneHueckast QyHKIMS, peaar3yemMas ¢ IOMOIIBIO KaJPOBBIX TJOKYMEHTOB

Bribepure ouH OTBET:

a. OpPraHM3aLUY IeATEILHOCTH NPENIPUATUS

b. KOHTPOJIb IEATENEHOCTH MPENTPUATUS

C. yIpaBJIEHUE NIEPCOHATIOM IPEANPUATHS

d. TulaHupoBaHKe AEATENEHOCTH PEATIPUITHS

Bomnpoc 3

K opranuzaimoHHBIM JTOKYMEHTaM MPEIIPUATHS OTHOCSATCS BUJBI JOKYMEHTOB:

BeiGepure oauH OTBET:

a. pacropsHKeHue

b. TeXHUYECKHE YCIOBUS

C. IOJDKHOCTHAS! HHCTPYKIUS

d. akr

Bompoc 4

K nnpopmannoHHO-CIIpaBOYHBIM JJOKYMEHTAaM OTHOCSATCS:

Bri6epute ouH OTBET:

a. pHKa3

b. ycras

C. 00BsICHUTENbHAS 3aIHCKa

d. mocraHoBieHue

Bompoc 5

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

JIOKYMEHTOB

Boi6epute ouH OTBET:

a. MOJUTMHHUK JOKYMEHTa

b. BUJ TOKyMEHTa

C. JIeJI0

d. mybnmukar 1oKyMeHTa

Bomnpoc 6

OyHKIMOHANBHAS KIACCU(PUKAIMS JOKYMEHTOB OCYIIECTBIISCTCS IO CIEIYIOIMEMY
OCHOBaHMIO

Bri6epuTe ouH OTBET:

a. nH(pOpPMAIMOHHAS COCTABJIAONIAs JOKYMEHTa

b. BpeMst OSIBIICHHSI TOKYMEHTa

C. croco0 3akperieHust UH(pOpMaIMU Ha MaTepUaIbHOM HOCUTEIE

d. Bux MaTepuanbHOTO HOCUTENS JOKYMEHTA

Bomnpoc 7

VYkaxuTte BU JOKYMEHTA, BEIICISIEMBIH 10 (QYHKITUH YIIpaBICHUS

BeiOepute oauH OTBET:

a. aHKeTa

b. oTuér

C. 10Che

d. aeKTpOHHBII TOKYMEHT

Bomnpoc 8

C mnomompi0 OpraHu3allMOHHO-TIPABOBBIX JOKYMEHTOB pPEaJH3yeTcsl yIpaBieHYecKas
byHKIIUS

Bribepure ouH OTBET:

a. HOpPMaTHBHO-METOIMIECKOTO 00eCIIeUeHUs YIPaBICHUS IPEAIPUITHEM

b. KOHTPOJIS IE€ATEIBHOCTU MPEATIPUITUS

C. PETYIUPOBAHUS JACITEITHPHOCTH PEAPUSATHS

d. opranuzanuu qesITeIbHOCTH MPEIIPUSTHS

IIpakTuyeckoe 3axanue 2 (3 pazae.)
Tema 2. Onumure AJOKYMEHTAJIbHBINH (DOHJ OpPraHU3aIliU WA OJHOTO U3 CTPYKTYPHBIX
NoJpa3iesieHuil opranu3anuu Bameil 6a3bl MPaKTUKK B aCTeKTe YHUDUKAITIH



2.1. Onpenenure ¥ NEpEeUYHCIUTE, Kakue  YHU(DUIUPOBAHHBIE  CHUCTEMBI
nokymenTaruu(Y CJl) ucnonp3yer Bamra 6aza npakTuk.

2.2. M3yuute AOKYMEHTHI CHCTEMBI OpPTaHU3aLMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIH
(OPl), ucrionp3zyembie 0a30¥ MpaKTHK, U TPUBEAUTE MPUMEPHI TOKYMEHTOB, U3TOTOBJICHHBIX C
UCTIOJIb30BaHUEM YHUDUIMPOBAHHBIX (popm noxymeHToB (YD/I), onpenenurte Koabl 3TUX Hopm
o Obmepoccuiickomy KinaccupukaTopy ynpasiaeHdeckoi nokymentamnuu (OKY ).

2.3. OcymecTBUTe aHAIU3 5 JOKYMEHTOB Bamiell 6a3bl NpakTUKU U NIPUBEAUTE IPUMEPHI
U3rOTOBJICHUSI JOKYMEHTOB C UCIIOJIb30BAHUEM

- pa3HbIX YHU(DUIIUPOBAHHBIX (hOpMATOB Oymarm,

- pa3HbIX BUJOB OJIaHKA JIOKYMEHTA,

- pa3HbIX (HopM YHUPHUKAIMH TEKCTa,

- TNOHATUIHON YHU(DUKALMU WIN YHUDUKALMY TEPMUHOIOTHH.

2.4. VYxaxute uenecooOpasHOCTh NpoBeaéHHOW yHH(uKamuu. CremaidTe CChUIKY Ha
CTaHJapTHI.

2.5. Ha ocHOBe M3y4YeHHBIX JIOKyMEHTOB cOcTaBbTe (hparmeHT Tabens ¢popm TOKyMEHTOB
OpraHu3aluHm.

B npoekre noBoit 'CHHOY npennaraercs npumepHas ¢popma tademnst

Tab6auia
@Dopma mabena YD/
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Tect no pazaeiy 3.2

Bomnpoc 1

OO6pa3upl yHUQUIUPOBAHHBIX (OPM JTOKYMEHTOB, pa3pelieHHBIX K IPUMEHEHUI0 B
OpraHu3aliK, CUCTEMaTHU3HUPOBAHBI B CIIEYIOLIEM JOKYMEHTE:

BeiOepure oauH OTBET:

a. IEpPEeYEHb TUIOBBIX YIPABICHYECKUX JOKYMEHTOB MPEIIPUSTHS

b. anp0oM yHHDUIIUPOBAHHBIX (POPM TOKYMEHTOB HPEANPUATHS

c. Tabesb YHUPUIIMPOBAHHBIX (OPM TOKYMEHTOB MPENTPUATHS

d. HOMeHKIaTypa Jen npeAnpUsITHS

Bompoc 2

Komno3zuius nuceMa — 3710. ..

Bri6epute ouH OTBET:

a. pacroyio’KeHHe PEeKBU3UTOB MUCbMa U 3JIEMEHTOB TEKCTa Ha OJaHKe

b. mocnenoBaTeIbHOCTh PACTIOIOKEHUS MPEITI0KESHAN 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. IpoeKTUpoBaHue cirykos1 JJOY

b. opopmieHne peKBU3UTOB JOKYMEHTOB

C. OPraHU3aLUIO JTOKYMEHTO000pOTa B yUPEXKICHUH

d. ynpaBienne 10KyMeHTaMU

Bompoc 4

biiank nokymeHra — 370...

Bribepure oauH OTBET:

a. Habop PEeKBU3UTOB, UICHTU(DHUIMPYIONTUX aBTOpa OUIIUATEHOTO JOKYMEHTA

b. TOKyMEHT, OTII€YaTaHHbIM B TUMIOTpapuu

c. HaOpaHHBIN HA KOMITBIOTEPE TUTIOBON JOKYMEHT



d. JOKYMEHT C MOBTOPSIOIMIUMCS TEKCTOM

Bomnpoc 5

MeTo/ COBEpPIICHCTBOBAHHUS JOKYMEHTOB U CUCTEM JIOKYMEHTAILIUN

BriGepute oqun oTBET:

a. CTaHJapTU3AIUSL

b. MmonenupoBaHue

c. uaopmaruzanus

d. cuctemHbIl aHAU3

Bormpoc 6

Yuudunuposannas ¢popma J0KyMeHTa — 3TO

Br16epute ouH OTBET:

a. TOKYMEHT, CO3/IaHHbII ¢ MPUMEHEHUEM KOMITBIOTEPHON TEXHUKH

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

C. COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHHM C PEIIa€MbIMH B JaHHOMN
chepe [nEATENBHOCTH 3aJa4yaMd M 3a(UKCHUPOBAHHBIMH B ONPEACICHHOM TMOpSAIKE Ha
MaTepuaibHOM HOCHUTEJIE

d. TOKyMeHT, UMEIOIINI THITOBOE COJIepKaHue B 0POpPMIICHHE

Bompoc 7

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

Br16epute ouH OTBET:

a. Tabenb YHU(PUIIMPOBAHHBIX (OPM JTOKYMEHTOB

b. TepMuHOIIOTHS B 007aCTH IEIONPOU3BOJCTBA U ApXUBHOTO JIENIa

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

d. HHCTPYKIIUS IO 3aMOJTHCHHUIO TPYIOBBIX KHUKCK

Bomnpoc 8

CBoiicTBO ~ oHUIMANBHOTO  JOKyMEHTa,  COOOIIaeMoe  eMy  JICHCTBYIOUINM
3aKOHOJATEIbCTBOM, KOMIIETCHIIMEW HW3JAIOLIEr0 €ro opraHa M YCTAaHOBICHHBIM MOPSIKOM
odopMIIEHHUS - ITO

Bri6epute o1H OTBET:

a. KOH(QUEHITUATEHOCTh

b. ropuaudeckas cuna

C. ayTEeHTHYHOCTh

d. monmHoTa

Bormpoc 9

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

Bri6epute o1H OTBET:

a. CTETIeHb CII0)KHOCTH

b. crenens yHudukanuu

C. CTENeHb TOYHOCTH

d. cTeneHb OTKPBITOCTH

Bompoc 10

JlesITenbHOCTh 1O YCTAaHOBICHHIO W IIMPOKOMY MHOTOKPAaTHOMY HCIOJIb30BaHUIO
TpeOOBaHUI, HOPM, MPABWJI M XapaKTCPUCTHK, KaK OO0S3aTENBbHBIX JUIS BBINOJHCHUS, TaK U
PEKOMEHIYeMBIX, B IIENSAX JOCTIIKEHUS ONTHUMAJIbHOW CTENEHH YIMOPSIOYEHHOCTH B TOW WU
MHOM 0051acTH

Bri6epute o11H OTBET:

a. yHUpUKaLus

b. cucremaTu3zanus

C. CTaHIAPTU3AIUS

d. rapmoHm3anus

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
JESITEIbHOCTH FOPUANYECKOTO MM (PU3UUECKOTO




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

JMIA 32 TOJ1

C. JIOKYMEHTBI
YHUYTOXXCHUIO
d.  JOKyMEHTHI,
YHU(DUIUPOBAHHBIX
OpraHHU3aLuH

opraHu3alyn, BBIACICHHBIE K

BKJIIOYEHHBIE B Tabenb
bopm JOKYMEHTOB

KonTposabHasi pabdora (2 Kypc)

1. Bl pyKOBOAUTENF 3KOHOMUYECKOTO OTJIENA.
Bam Heo6xoaumo npornHGOPMUPOBATH PYKOBOIUTENS
OpraHu3aii O TOM, 4TO 3aM. othaena nmo AXY nHe
BBITMIOJHAET MPEANHUCaHUs 0 00ecledeHnIo pabodunx
MECT IPUHTEPAMH, HHTEPHETOM U B KaOMHETE BAIlIETO
oTIena HE MPOBENeH KOCMETHYECKUH pPEMOHT.
OdopmuTe COOTBETCTBYIONINI TOKYMEHT.

2. Bel omo3manu Ha paboTy Ha 2 wuyaca.
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(hUKATOPOB
TEXHUKO-3KOHOMMUYECKOH U cOolMaIbHONU HHPOpMauu
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.

«O01EepocCcuicKui
YIIPaBJIEHYECKOU
OTpa)X€HWE B HEM
CUCTEMBI
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3. TpeboBaHust K JENOBBIM IHCHMaM,
CBSI3aHHBIM C OOpAIllEHUSMHU IO BBITOJTHEHHUIO
TEX WM UHBIX JEHCTBUI UM 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. aTb00M YHHU(PHUIMPOBAHHBIX (POPM TOKYMEHTOB
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 JIOKYMEHTAlUH. YHUPHUIHPOBAHHAS
CHUCTeMa  OpPraHW3alMOHHO-PACIIOPSAUTEIHHON
JIOKYMEHTAIUH ...» PETyIUpyeT
Br16epute oauH OTBET:
a. oopMJICHHE PEKBU3UTOB JOKYMEHTOB
b. ynpaBieHue T0KyMEHTaMU
C. mpoekTupoBanue cinyxxos1 I0Y

d. OpraHU3aIII0 JIOKYMEHTOO00pOTa B
YUPEKACHUU

Bormpoc 3

COBOKYIHOCTb B3aMMOCBSI3aHHBIX 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
BBITIOJTHSIET MPEANHUCAHUS N0 00ECIIeYCHHI0 pabounx




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

MECT NMPUHTEPAMHU, HHTEPHETOM U B KaOWHETE BaIlero
oTIena HEe MPOBENeH KOCMETHYECKUH PEMOHT.
OdopmuTe COOTBETCTBYIONINI TOKYMEHT.

2. Bwer omosmanm Ha pabory Ha 2 dyaca.
PykoBoacTtBo motrpeboBano ot Bac o0bscHeHMHIA.
OdopmuTe COOTBETCTBYIOIIMI TOKYMEHT.

3.  OtpenmakTupyite TEKCTbl  CIEIYIOLIUX
ToKyMeHTOB. COoCcTaBbTE UX MPABUIIHHBIA BapHAHT.

Bonpoc 7

B KaKoM KOJIOBOM 0003HaYCHUH
yHuunupoBanor ¢opmel  goxkymenta 05080819,
cormacHo OKVY/I, BepHO oOTpaxeHbl IUPPOBHIE
MPU3HAKU KJIaCCU(PUKALUU:

Br16epute oauH OTBET:

a. 19 — KOHTPOIBHOE YUCIIO, KOTOPOE BBOIUTCS
BO m30exaHWe OmHOOK TP CUYUTHIBAHUHA U
MCIIOJIB3YETCsI PU POBEPKE 3aMUCH KOJ1a

b. 80 — moaxmacc ¢opmbl, T.e. OOIIHOCTH
collep)KaHUsl MHOXkecTBa (GOpM TOKYMEHTOB U
HAMpaBJICHHOCTh MX HCIIOJIb30BAHUS

c. 050 — kmacc hopmbl, T.e. MPUHAIICIKHOCTD

VHUPUITUPOBAHHOM (bopMBI JIOKyMEHTa K
COOTBETCTBYIOLICH  YHHU(PHUIMPOBAHHOW  CHCTEME
JIOKYMEHTAIU!

d. 08l —  perucTpallMOHHBIA  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 [JO €ro

YBOJIBHEHUS:
Br1bepute oauH OTBeET:
a. I'ocynapcTBenHas cucrema

JOKYMEHTAITMOHHOTO  O0ECTIeYCHUsI  YIpPaBJICHHUS.
OcHoBHble mnonoxeHus. OOmue TpeboBaHUS K
JOKYMEHTaM W  CIyX0aM JOKy-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 OIJiaThl, YTBEPXKACHHBIM llocTaHOBIEHUEM
I'ockomcrara Poccun

d. OO6mepoccuiickuit KJ1accuukarop
YIpaBJIEHYECKOH TOKyMEHTALUU

Bomnpoc 2

Ha kakuwe BuAbI MOJApa3ACISIOTCS ONaHKU




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

JIOKYMEHTOB I10 PacIlOIOKEHUIO PEKBU3UTOB COTJIACHO
I'OCT P 7.0.97-2016:
BriGepure ofuH OTBET:

a. YTJI0BbIE U MPOJIOJIbHbBIE

b. oOmuii Omank, OJaHK T1HCbMa, OJaHK
KOHKPETHOT'O BHUJIA IOKYMEHTa

c. OmaHk opraHu3anuy, OJIaHK CTPYKTYPHOTO
MoJipa3/iesieHusl OpraHu3aluu, OJaHK JOKHOCTHOTO
auna

d. uenTpupoBaHHbIe U (prIaroBeie

Bomnpoc 3

Kakoii Habop mudp B KOJAOBOM 00O3HAYCHUU
dopmbr  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;
2. 09 mapra 2013 5
3. 09 mapta 2013 rona;
4.09.03.2013 r;
5. 2013-03-09;
6. 2013.03.09;
7.09.03.2013.
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 P® ot 15 suBaps 2013 Nel5 «O
MOPSIZIKE NIPOBEICHUS aTTecTaluu BY30B»
(ITPUKA3BIBAIO)

b. C memo MCHOJHEHUS TpHUKa3a peKkTopa 00
ykpemienuu tpynosoi nucuuiuinasl (ITIPEUJIATATO)

c. B cBa3u ¢ HEOOXOOMMOCTBIO HMCIOIHUTD
npuka3 Munuctepersa (IIPUKA3BIBALO)

d. Bo ucnonaenue npukaza OAO «MMK» Ne 45
«O nopsiake 3axmouenus gorosopos (ITPEJIAT'ATO)

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. Bcrpoennble M pacnpenenéHHbIE
3JIEKTPOHHBIE PECYPChI, UX OCOOCHHOCTH.
12. Knaccudukanus BCTPOEHHBIX
MH(POPMAaLIMOHHBIX pecypcos HpeanpuUsATHS,
O0COOEHHOCTH YIIPABJICHUS UMHU.
13. XapakTepucTuka pacrpenesEHHbIX
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 OpraHU3alIOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB.
S. OpraHu3annoHHO-pacopsAUTENbHAs
JOKYMEHTAIUS: O0IINE CBEJICHHUS.
6. OpraHu3anMOHHO-TIPABOBAsl  JOKYMEHTALUA:
o0IIMe CBeIEHUS.
7. Cocrasienue 1 0(popMIIEHHE OCHOBHBIX BU/I0B
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 NHUCbMaM NPETEH3MOHHOTO
xXapakrepa.
11. TpeboBaHUs K JEIOBBIM MUCHMaM, CBA3aHHBIM
C BBIpPOKCHHEM BHUMAHUS M YIaCTHSI.
12. TpeboBaHMs K peKOMEHAATEIbHBIM MTUChMAaM.
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 YIOCTOBEPEHUS:
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. uHopMaIHs 0 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 oOhopMIsSETCsl MOCIETHUM
nepea TeM, KakK JIOKYMEHT OyAeT OTIpaBieH Ha
XpaHeHHe:
Bri6epute oauH 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 OTIIPaBKU ajpecary,
IIPOCTABJISIOTCS BU3BIL:

BriGepure oquH OTBET:

a. Ha MOJJIMHHUKE, OTIPABIISIEMOM ajipecary

b. Ha KOMKH, TOMENIAEMOH B JIEJI0 OpraHU3aluu

C. Ha MMCbMax BU3bI HE OPOPMIIIIOT

d. Ha MOJUTMHHUKE, OTHPABISIEMOM ajJpecaTy, u
Ha KOITMH, TOMEUIaeMOH B JIeTI0 OPTaHU3aLUuU

Bomnpoc 9

Cpenu JIOKaJIbHOMN
OpraHU3alMOHHO-PACHIOPSAUTENIBHON JTOKYMEHTALUU
BBICIIMM IOPHINYECKUM CTaTyCOM 00JIaiaeT:

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, JOJIKHOCTHOM 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 FOCYJAapCTBEHHBIX YUPEKICHUAX

d. B aKIIMOHEPHBIX 00IIeCTBaxX

Bompoc 12

Kakue pacnopsAuTEIbHbIE JIOKYMEHTBI
U3MIAI0TCA 10 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
MOKYTIATEeNSIM C MPEATI0KEHUEM TOBAPOB UITH YCIIYT

b. He CBA3BIBAaCT TpoJaBIa 00S3aTEIHCTBOM
poJaTh TOBap

C. COJEPKUT HAMEPEHHUE 3aKJIIOUUTh CHEIKY C
YKa3aHHUEM €€ KOHKPETHBIX YCIOBUI

d. ctumynupyer MHTEpeC K TOBapy M JKEJaHHE
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 TOKJIa{HAsl 3aIIUCKa
Bomnpoc18
Kakoit BUJ 3aIUCKU 00s13aTeNIbHO
PETUCTPUPYETCS:
BriGepure ouH OTBET:
a. BHEIIIHSS JOKJIaIHas 3aM1ucKa
b. BHYTpEHHSS JOKJIaHas 3aMuCcKa
C. 00BsICHUTENbHAS 3aITUCKa
d. cimy>keOHas 3amucka
Bonpocl9
Ha kakue pa3HOBHUIHOCTH AENATCS JOKJIATHBIC
3aITMCKH 10 XapaKTepy COACPKaHUS M Ha3HAUYCHUS:
Bribepute oquH OTBeET:
a. BHyTPCHHHUE U BHEIIHNE
b. ourmanpHbIC U TMYHBIE
C. Pa3bsSICHUTENILHBIC U OTNPaBIATEIbHbIC
d. uHUNUMaTHBHBIE, HWHPOPMAIIMOHHBIE U
OTYETHBIC
Bomnpoc20
KakuM 10oKyMEHTOM HEOOX0IuMO O(pOPMHTH
pe3yNbTaThl PEBU3UU OT/IENIa MPOJaK OpraHU3aIUH:
Br1bepute oauH OTBeET:
a. CIIpaBKOM
b. akToM
C. HH(OPMAIIMOHHBIM NMHCHMOM
d. cBOIKOM.
Bomnpoc 21
KakoBo  MuWHUManpHOE  KOJMYECTBO  JIWII,
MOJINHMCHIBAIOIINX AKT:
Bribepute oauH OTBeET:
a. OIUH
b. Tpu
C. 1Ba
d. geTsipe.
Bomnpoc 22
Ha xakux pabornukoB HE 3aBoamrtcst nmuunas
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. TEXHUYECKUE YCIIOBUS

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 JTOKYMEHTOB, 00pa30BaBIIUXCS 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 nHHOPMAITMOHHBIE PECYPCHI
Bomnpoc 3

C moMOmpI0 OpPraHW3allMOHHO — TIPAaBOBBIX
JOKYMEHTOB  pealu3yeTcsl  yIpaBJieHuYecKas
byHKIUS

BeiGepure ofuH OTBET:

a. HOPMAaTHBHO-METOJMYECKOT0  OOeCTICUeHHs
yIpaBJIEHUS MPEATPUATHEM

b. KOHTPOJIS AIEATEINBHOCTH TPEATIPHUSITHS

C. OpraHM3aLUH JIeATEIILHOCTH NMPEANPUITUS

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 wuHpOpMAIIMOHHO-CIIPABOYHBIM JOKYMEHTaM
OTHOCSTCS:

BriOepuTe ofiH OTBET:

a. MpuKa3

b. ycraB

C. OOBSICHUTEIIbHAS 3aIUCKa

d. mocraHoBiieHUE

Koutpoasnas padora (2 kypc)

1. Bbl pykOBOAMTENh 3KOHOMHYECKOTO OT/EaA.
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 He TPOBENEH KOCMETHYECKHH pPEMOHT.
OdopMuTe COOTBETCTBYIOIIUN JOKYMEHT.

2. Bel omo3gamm Ha pabotry Ha 2 wdaca.
PykoBoncTtBo moTpeboBano ot Bac oObscHeHHIA.
OdopmuTe COOTBETCTBYIONINI TOKYMEHT.

3.  Ortpenaktupyiite TEKCTbl  CIEIYIOLIUX
nokyMeHTOB. COCTaBbTE UX MPABUIIHHBIN BaPHAHT.

Hrorosbliii TecT 32 2 Kypc

Bomnpoc 1

Kakoii pa3HOBHIHOCTH MHUCbMa COOTBETCTBYET
cienyromas s3pikoBast ¢opmyna: «lIpeacraBmsro Ha
YTBEPKACHHE MPOEKT IJIaHA...»:

BeiGepure ofuH OTBET:

a. COMPOBOJIUTENBHOE TUCHMO

b. mpocrba

c. oepra (TIpeasIoKeHHE)

d. npeacrasienne

Bomnpoc 2

Kakum 1oxymMeHTOM HE0OX0IUMO 0(OPMHUTH BO
n30exaHue HapylieHuss HOpM TpyIoBOro Kojekca
MUCbMEHHOE HATOMUHAHKE O HEOOXOAUMOCTH SIBUTHCS
JUIS  TIONYYEeHUS TPYIOBOW KHW)KKH YBOJCHHOMY
pabOTHUKY, HE MOJIyYUBLIEMY €€:

Bri6epute oauH OTBeT:

a. (hakcorpamMmma

b. SMS-coobmieHue

C. QJIEKTPOHHOE COOOIIECHNE

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 pekBU3UTHI COCTABIAIOT CIPABOYHYIO
uHpOopMalrio 00 OpraHu3alMKu-aBTOpe JOKYMEHTA!
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BriGepure ofuH OTBET:

a. KOJ OpraHu3ally, CIIPaBOYHbIE JAHHBIE 00
Opranu3zaium, Koja GopMbl JOKYMEHTa

b. HaMMEHOBaHUE BBIIECTOSAIEH OpraHU3aluy,
Koz opranuzanuu, OI'PH, MTHH/KIIIT

C. CIpaBOYHBIE JIaHHBIE 00 OpraHu3aluH, KOJ
opraam3aruu, OI'PH, MTHH/KIIIT

d. HauMeHOBaHME BBILIECTOSIIEH OpraHU3alMH,
CIpaBOYHBIE  JaHHblEe 00  OpraHu3aluH,  KOJ
OpraHu3zaium, Koa (opMbl JOKYMEHTA.

Bomnpoc 5

Ha  Omamkax  kakux  gokymentoB HE
yKa3bIBAETCSl HAMMEHOBAaHUE BHUJIA JIOKYMEHTA:

Br16epute oauH OTBET:

a. CIIy>)keOHOro nmucbMa

b. JOKHOCTHOW MHCTPYKIIUU

C. CIIPaBKH

d. cimyxeOHO¥ 3anmucku

Bomnpoc 6

N3 Kakux KOMIO3UILMOHHBIX YacTEd COCTOUT
IPUBEJICHHBIN HU)KE TEKCT MUChMA:

B COOTBETCTBUU c pacnopsiKeHHEM
denepanbHOro  ympaBileHUs 1O JAedaM O
HECOCTOATENbHOCTH (OaHKpoTCTBE) OT 19 OKTAOpA
2004 1. Ne 75-P mHampaBiasieMm Bam akThl C
KOMIUIEKTaMH JIOKYMEHTOB TI0 MPEANPUATHIM:

1. BoctpsikoBckuil MsconepepabaThIBarOmUit
KOMOMHAT;

2. ®abpuka netckoit urpymku Ne 3.

Bribepute oauH OTBeET:

a. BBeJIeHHEe 00OCHOBAaHNE

b. BBeaeHME, 3aKIIIOUYEHHE

c. 000CHOBaHUE, 3aKIIIOYCHUE

d. BBeZieHHE, 000CHOBaHME, 3aKITIOYCHUE

Bomnpoc 7

VYkaxure, Kakas u3 ATUKETHBIX
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 pajnpl okazate Bam ycmyry

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 despains 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 mmcemo ot ... Ne ... cooOmaeM, 4To
TOTOBBI MPEA0CTaBUTh MECTO JUIST

IIPOXOKACHUSNPEAIUIITIOMHOM IPAKTUKH CTYJEHTKE 5
Kypca ouyHOM (¢opmbl 00ydeHust  (akyiabTeTa
[earorMyeckoro  o0pa3oBaHHUs U CEPBHUCHBIX
texHojoruit  ®I'BOY  BIIO  «Maruuroropckuii
rOCyapCTBEHHBI YHUBEPCUTET», IO HAIIPABIICHUIO
«/loxkyMeHTOBEIeHNE U apXUBOBEICHNE» MenBeneBou
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
MEeIaroruyeckoro  o0pa3oBaHMs U CEPBHCHBIX
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
IIPEIOCTABUTD MECTO Ui IIPOXOKICHHUS
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
JESITEIIbHOCTH 110 MHUIIMATUBE OPTaHU3aIUH:

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,
YTPAaTUBUINX CHJIy WM TMOAJICKAIIUX H3MEHEHHIO B
CBSI3M C U3JIaHUEM 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
ucnionauTene, ycranopinenusiii [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 pacmopsaMTENbHBIX

JIOKYMEHTOB B YIIPABJICHUM OpraHU3alUen, MOpsI0K
UX COCTaBJICHUS, OPOPMIICHHS U UCIIOTHEHHSI.

6. CocraBrienue u odopmiIcHHE
JOKYMCHTOB, HCIIOJIb3YCMbIX JJIS OHepaTHBHOﬁ
nepenadn HHGOPMAITUH

7. Pa3HOBUIHOCTH CIIy’)K€OHBIX IHCEM,
OCOOCHHOCTH MX COCTaBJICHHUS U O()OPMIICHHS.

8. Poinb Hu 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. B3aumocBsi3p conepxkanus U (HOpMBI
JOKYMEHTa, OCOOCHHOCTH UX YHU(PHUKALIUH.

3ajaHus K NPaKTHYeCKO#l 4acTH 3ayeTa C
OLIEHKOH MO0 Kypcy «/loKyMeHTOBeIeHHEe

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 pacropsKeHMS.

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. KommuiekcHbiii  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




Kon

Muaukatop TOCTUXEHUS

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
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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




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

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
TpeOOBaHMsI K COOJIIOJEHUIO 310POBOro odpa3a
7KH3HM pa00THHKOB OPraHU3anuu (¢ TOYKH 3peHust




Kon
WHIHKATOP
a

Nuaukatop 10CTUXKEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

a00THMKOB M padotogareJst)?

NoNe| Cocrasmstonue (30K) |Onenk |O6mu | Cpeaau
/1 |uenoBeka u mo3uiu 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 MHIUBHAA 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




Kon
WHIHKATOP
a

Muaukatop TOCTUXEHUS
KOMIIETEHITHH

O1ieHOYHBIE CPENCTBA

3aKaIMBAOIINX
[poreayp

4.2.

OO0nuBaHue  XOJIOIHOMU

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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O1ieHOYHBIE CPENCTBA

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.

OOTUMUACTHYECKOE
MUPOBOCIIPUSATHE

7.10

'Y 10BJIIETBOPEHHOCTH
cBOEi cy1b00ii B 1IeTI0OM

7.11

'YMeHHe mnepexuBarh B
DPKM3HH PaJIOCTh

7.12

'Y 10BJIIETBOPEHHOCTH
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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.



