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PaGouast mporpamma cocrasiiena Ha ocHoe ®I'OC BO - 6akanaBpuar no
HanpasieHuto moArotoBk 46.03.02 JlokyMeHTOBeJCHUE U apXHBOBEIEHNE (IIPHKa3
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JIucT akTyajau3anuu padoyeii mporpaMmmbl

Pabouas mporpamMma nepecMoTpeHa, 00Cy>kaeHa u ogo0penHa s peanusaruu B 2027 - 2028
y4eOHOM Troty Ha 3acenanuu kadeapsl [legarorudeckoro oopa3oBaHus U

IIporokom or 20 . Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamMma nepecMoTpeHa, 00CykaeHa u ogo0peHa s peanmsaruu B 2028 - 2029
y4eOHOM Troty Ha 3acenanuu kadeapsl [lemarorudyeckoro oopa3oBaHus U

[IpoTtokonm ot 20 . Ne
3aB. kadempoit C.C. BenukaHoBa

Pabouas mporpamma nepecmMoTpeHa, odcyxieHa u ogodpena st peanusanuu B 2029 - 2030
y4eOHOM oty Ha 3aceqanuu kadeapbl Ilegarorundeckoro oopa3oBaHus U

IIporokom ot 20 . Ne

3aB. kadenpoii C.C. Benukanosa

Pabouast mporpamMma nepecMoTpeHa, o0CcykaeHa u ogoopena s peanusanuu B 2030 - 2031
y4eOHOM Troty Ha 3acenanuu kadeapsl Ilemarorudeckoro oopa3oBaHus U

IIporokom or 20 . Ne

3aB. kadenpoii C.C. Benukanosa

PaGouas mporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanmmszaruu B 2031 - 2032
y4eOHOM oty Ha 3aceqanuu kadeapbl Ilegarorundeckoro o0pa3oBaHus U

[IpoTtokonm ot 20 . Ne
3aB. kadempoit C.C. BenukaHoBa




1 esin 0OCBOCHUSA TUCHUTIHHBI (MOTYJIA)

— U3y4eHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa30BaHusl, CKIaIbIBAHUS M PA3BUTHUS

CUCTEM

JOKYMCHTallMHU, TCOPCTUUCCKUX U ITPAKTHYCCKHUX HpOGHGM CO3JaHusA

JOKYMEHTHUPOBAaHHOHN HH-()OpMaIlK OpraHU3aIfi 0001 OpraHN3aIiOHHO-TIPABOBOM

(bopMmBL.

2 MecTo TUCUMIIIMHBI (MOAYJIsl) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

Juctummaa JlokyMeHTOBEIeHHE BXOAUT B 00s3aTeNbHYIO YaCcTh YU4EOHOTO TUTaHa

00pa3oBaTeNbHON MPOTPAMMBEI.

JIist u3y4eHus TUCIUTUTMHBI HEOOXOAUMBI 3HAHUS (YMEHUS, BIAJCHHS),

c(OpMUPOBAHHBIE B pe3y/IbTaTe U3YUCHUS TUCIUILINH/ IPAKTHK:

Brenenue B mpodeccuto
3Hanus (YMEHHUS, BIaICHUS] ), TOJIyYEHHBIE PU U3YUYEHUU JaHHOU TUCUUILITUHBI

OyayT HeOOXOAMMBI [T U3YYEHUS TUCIMILINH/TIPAKTHK:

ApXUBOBEJICHUE
JlokyMeHTaImoHHOe o0ecTieyeHrne TPy IOBbIX OTHOIIEHUI B PD

[TpoexTupoBaHue ynpaBieHYECKONH JOKYMEHTAI[UN OpraHu3aluu

[TpakTHKyM 1O COCTaBICHUIO U OOPMIIEHUIO CITY)KEOHBIX JOKYMEHTOB

Opranuzanus paboThl ¢ 00paIIEHUSIMH IPaXx1aH

JenoBas nepenucka

Y4yeOHast - O3HAKOMHTETbHAS MPAKTHKA

Opranuzanys U TEXHOJIOTHUS JOKYMEHTAlMOHHOTO O0eCIieueH s yIpaBIeHUs
JlokyMeHTaImoHHOe O0ecTieueHre IeITeIbHOCTH OPTaHOB TOCYIaPCTBEHHON BIACTH,

YIIPABJICHUS U MOJABEIOMCTBEHHBIX OpPTraHU3aLNi

[TpoekTHas AesATENbHOCTD 110 JOKYMEHTALIHOHHOMY OOECIIeUEHUI0 YIPaBICHUS

OpraHu3anuen

npodec

paboThI

[Tpon3BOACTBEHHAS - TPAKTHKA 10 MOTYUYEHUIO MPOPECCUOHATHHBIX YMEHHUH U OIbITa
CHOHAIBbHOHN NESITEIHLHOCTH

JlokyMeHTHpOBaHUE JACSITSIIBHOCTA HETOCYIaPCTBEHHBIX OpraHu3aIui
Nudpopmanmonnoe obecrieueHue ynpaBieHus

KanpoBoe nenonpon3Boactso

[ToaroToBKa K mMpoIeaype 3alIUThI M 3aIUTa BBITYCKHOW KBaTU(UKAITMOHHOM



3 Komnerenuun ody4darouierocsi, opmupyembie B pe3yJibTaTe 0CBOCHUS

JUCIHHUIIMHBI (MOAYJIs1) M IUVIAHMPYEMble Pe3yJbTAThbl 00yUYeHU st

B pe3ynbraTe 0ocBOeHUS NUCHUIUIMHBI (MOAYsl) «JloKyMeHTOBeaEeHUE
oOyJaroluiics 10KeH 001a1aTh CIeYIOIUMUA KOMIETEHIUSIMHU:

Kon nnankaropa

NHaukaTop JOCTHKEHUS KOMITCTCHITHI

YK-6 CriocobeH ynpaBiisiTh CBOUM BPEMEHEM, BHICTPAUBATh U PEATM30BBIBATH TPACKTOPHIO
caMOpa3BUTHS HA OCHOBE MPUHIMIIOB 00pa30BaHUs B TEUEHUE BCEH JKU3HU

YK-6.1 Ncnonb3yeT HHCTPYMEHTBI U METO/Ibl YIIPaBJICHUS BPEMEHEM TTPU
BBINTOJIHEHUH KOHKPETHBIX 3a/1a4, IPOCKTOB, TIPU TIOCTUKCHUN
IIOCTaBJICHHEIX IIeei

YK-6.2 Onpeaenser MpUOPUTETHl COOCTBEHHOM IEITEIbHOCTH, JIAYHOCTHOTO
pa3BUTHS U TPO(HECCHOHATHLHOTO POCTa

YK-6.3 OnenuBaeT TpebOBaHUS PHIHKA TPYIA U MPEATIOKEHUS 00pa30BaTEIbHBIX

YCIIYT JUIS BRICTPAauBaHUS TPACKTOPUU COOCTBEHHOTO
po(hecCHOHATLHOTO POCTa

YK-7 CniocobeH moaiepKuBath JOHKHBIN YPOBEHD (DU3MUECKOM TTOTOTOBICHHOCTH JISI
o0ecrneueHus MOJHOIICHHON COIMaIbHON U MPOodheCCHOHATBHON AESITEILHOCTH

VK-7.1

Bri6upaet 310poBhecOeperaronue TeXHOIOTHH IS TOAACPIKaHUs
3JI0pPOBOro 00pa3a KU3HH C yIeTOM (DH3UOJIOTHUYCCKUX 0COOCHHOCTEH
OpraHu3Ma M YCJIOBUU peann3anuu NpoheCCHOHATLHOM NesTeIbHOCTH

VYK-7.2

[Tnanupyet cBoe pabodee u CBOOOTHOE BpEeMsI IJIsI ONTUMAIBLHOTO
coyeTaHusi PU3NIECKON U YMCTBECHHOIN HAarpy3Ku u 00eCTICUeHHsI
paboToCIocOOHOCTH

VK-7.3

Co0umo1aeT 1 mpornaraHaupyeT HOPMBI 3JI0POBOTO 00pa3a KU3HU B
Pa3IMYHBIX KU3HEHHBIX CUTYAIUSIX U B TPO(HECCHOHATLHOM
JESITEIIbHOCTH

OIIK-2 Criocob6eH HaXOuTh OpraHU3aIlMOHHO-YTIPABICHYECKHUE PEIICHUS TTPH PEIICHUN
3ana4 B chepe cBoel mpodecCHOHATBLHOM e TEIhHOCTH;

OIIK-2.1 Omnpenensiet LeIu U 3a/1a4u YIpaBIeHUs B chepe CBOCH
poeCCHOHAIBHON JEATEIbHOCTH

OIIK-2.2 Hcnonb3yer 0OCHOBHBIE METOIBI U IIPUEMBI OPTaHU3ALMH, TIJIAHUPOBAHUS,
MOTHBAIIMH, KOOPJUHAIIMHA U KOHTPOJISI ITPOLIECCOB B chepe CBOCH
po(heCcCHOHALHON IS TEIILHOCTH

OIIK-2.3 YwMmeer uneHTUGHUIIMPOBATH TPEOOBAHUSI HOPMATHBHO-TIPABOBOM CPEIbI K

cBOeH podeccHOHATbHON ASSTEIHhHOCTH U JIEATEILHOCTH OPraHU3alluu

OIIK-3 CriocobeH MpUMEHSITh TEOPETUICCKUE 3HAHUS JIJIsl PEIICHIS TOCTABJICHHBIX 33124 B
00J1acTH JOKYMEHTOBEJICHUS U APXUBOBEICHHUSI,

OIIK-3.1

Cocrasmsier, ohopMIISIET U BeJIeT YIPABICHYECKYIO JOKYMEHTAIUIO
Pa3IMYHBIX BUAOB MO MPOQUITIO AEATEIbHOCTH OPraHU3alM1 B
COOTBETCTBHUH C €€ OPraHU3alMOHHO-NIPaBOBOI Gopmoii

OIIK-3.2

3HaeT mpaBOBbIE HOPMBI U MPaBUJIa OPTaHU3ALNN, CHCTEMATU3ALINH,
KOMIUIEKTOBAHUS U yueTa IOKyMEHTAJIbHOTO U apXUBHOTO (DOHJIOB
OpraHu3aluu

OIIK-3.3

PaGotaer ¢ KOpIOpaTUBHOM CHCTEMOU TOKyMEHTOO00OpOTa, B TOM YHUCIIC
ANEKTPOHHOT0, B COOTBETCTBUU C ITPABOBBIMU HOPMaMU
pohecCHOHAITLHOM CpeIbl




4. CTpyKTypa, 00b€éM U colep:KkaHue TUCIHUIIIUMHBI (MOXYJIsT)

OO6mmas TpyA0€MKOCTh JUCIUIUIHHBI cocTaBisieT 10 3adeTHbIX enuHuil 360 akaa. 4acoB, B TOM

HHUCIIC:

— KOHTaKTHas paboTa — 76,2 akaj. 4acoB:
— ayauTopHas — 14 akaj. 4acos;
— BHeayAuTOpHas — 62,2 akaj. 4acos;

— camocTosTeNbHas paboTta — 272,1 akaj. 4acos;

— B (hopme mpakTHIeCcKoi moaAroToBky — 0 akas. Jac;

—noaroroBka k 3auéty — 11,700001 akan. gac
dopma aTTecTaIuy - 3a4eT, 3a4eT C OIEHKOH, KypcoBasi paboTa

AynauropHas g ©
KOHTaKTHas paboTa 2 = dopma TeKyIero
Pasnen/ Tema é (B akax. yacax) g ;E; CaMOCT]ithem)HoI\;I KOHTPOJIS Kox
) yCIIeBaeMOCTH U
JUCLUTUINHBI < § g paboTI TIPOMEsKY TOUHOH KOMIIETEHLINU
Tek. mad. | mpakr. Z'S aTTecTaluuu
3aH. 3aH. O =
1. Paznen 1. YHuduuuposanusie
CUCTEMBI JIOKYMEHTAIHH.
JIOKyMEHT Kak cucrema
TTouck
JIOTIOJTHUTEJIbHOU
“HGOPMALIUH 110
3aJJaHHOU TEMe.
Konrponbnas
paborta.
Brimonnenune TectupoBanue VK-6.1. VK-
JTIOMAIITHUX (Tekyuee u 6.2 YK7- 6.3
MPAKTUYECKUX HUTOTOBOE) ’Oi_IK_z 1 ’
1.1 YopaBnenueckas Teopus pagor Tpaxrieckas OIIK-2.2,
JOKyMeHTa, CaMocTosiTenpHoe pabora OITK-2.3,
0,5 10,3 H3Y4YCHHE KoHuTponbHas
YnpaBieH4ecKrue CUCTEMBI yaeGHoi paora OIIK-3.1,
JTIOKyMEHTAIUN o OIIK-3.2,
Hay4HO JIUTEpa- VYcrHblit onpoc OIK-3 3. VK-
TYPHL. (cobecenoBanue) Ha 71 Yi(-’7 5
IToaroroBka k MPAKTHYECKUX U ’ S’/K-7 3’ ’
TECTUPOBAHHIO 3aqeTe
2 Pabora ¢
KOMITbIOTEPHBIMH,
3JIEKTPOHHBIMU
y4eOHUKAMH,
TECTOBBEIMHU
cHCTeMaMHt
Ilounck TectupoBanue OIIK-2.1
JIOIOJIHUTEILHOMN (Tekymee u OHK-Z.Z’
I/IHQ)opMa“m/m o HUTOTOBOE) OIK-2.3,
1.2 CrangapTu3zanus u 3aJIaHHOH TEME. [IpakTnueckas OIK-3.1
yHH(UKAIHS TOKYMEHTOB. KontponbHas pabota )
0,25 1 12 OIlK-3.2,
YHnpuuupoBaHHbIe pabora. KonrponbHas OIK-3 3. VK-
CHCTEMBI IOKyMEHTaLuN Brimonnenune pabota 61 Yi(-’7 1
JTIOMAIITHUX VYerHbIi onpoc Y’K’_7 2 YK’-
npaktuiyeckux | (cobecenoBanue) Ha 7 3’
pabor MIPAKTUYECKUX )




CaMOCTOSATEIIbHOE
U3yuYCHHE
y4eOHOH 1
HAY4HO JIUTEpa-
TYPBI.
IToaroroBka k
TECTHPOBAHHIO
Pabora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMHU
y4eOHUKaMHU,
TECTOBBIMHU
CHUCTEMAaMH

" 3a4€TC

1.3 JIokyMeHT Kak cucTema.

OO61u1re TpeOoBaHUS K
0o opMIICHUIO
OpraHH3alHOHHO-
PpacIopsIUTEeIbHBIX
JIOKyMEHTOB

0,25

14,1

Iounck
JIOTIOJTHUTEJIbHOU
UHPOPMALUH T10
3alaHHON TeMe.

Konrponbnas
paborta.
Brinonnenue
JIOMAIIHUX
MPaKTUYECKUX
pabor
CaMocTosiTenpHoe
H3y4eHHe
yueOHoH u
HaY4HO JIUTEpa-
TYpBI.
INoxnroroBka k
TECTUPOBAHUIO
Pabora ¢
KOMIIBIOTEPHBIMU,
3JIEKTPOHHBIMHU
y4eOHUKaMHU,
TECTOBBIMU
cucreMamu

TectupoBanue
(Tekyiee u
UTOTOBOE)
IIpakTuueckas
pabora
KonTponbhas
pabora
VYeTHbIi onpoc
(cobecenoBanue) Ha
MPAKTHIECKUX U
3ayere

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

HWroro no pazgeny

36,4

2. Pa3nen 2. TpeOoBaHus k

COCTABJICHHIO U 0()OPMIICHHIO

OCHOBHBIX BHIOB
OPTaHM3AIIHOHHOTO-
pacnopsauTeIbHON
JIOKYMEHTaIUN

2.1 TpeGoBanwust k
COCTaBJICHHIO U

0 OPMIICHHUIO OCHOBHBIX
BUJIOB OPTraHU3alMOHHBIX
JIOKY-MEHTOB

0,5

ITouck
JIOTIOJIHUTEILHOMN
uH(opMauy 1o
3aJJaHHOM TeME.

KonTponpuas
paborta.
Brimonnenue
JIOMAIIHUX
TPaKTUIECKUX
pabor
CaMocCTOSITEIbHOE
H3y4eHne
y4eOHOH 1
HAy4JHO
JIUTEPATYPHI.
IlogroroBka K
TECTUPOBAHUIO
Pabora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU

TectupoBanue
(Texyiee u
UTOTOBOE)
IIpakTrueckas
pabota
Konrponsnast
pabora
VYcTHBI onpoc
(cobecenoBanue )
Ha NPaKTHYECKUX H
3aqere

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




y4eOHUKAMH,
TECTOBBIMHU
CHCTEMaMHU

TTouck
JIOTIOJIHUTENIbHOM
UHPOPMAIIH 1O
3aJIaHHOH TEME.

Hay4HO JIUTEpa-

KonTponbhas
pabota.
Brimonnenune TectupoBanue
OMaIIHUX TEKyIlee u
A (rexym VK-6.1, VK-
MPAKTUYECKUX UTOTOBOE)
7.1, YK-7.2,
2.2 TpebGoBanust K pabot IIpakTuyeckas
YK-7.3, OIIK-
COCTaBJICHUIO U CamocrosrenbHoe pabora
2.1, OIIK-2.2,
0(OPMIICHUIO OCHOBHBIX 0,25 0,5 17,3 H3y4YEeHUE Konrponbnas OIK-2.3
BHUJIOB PACIIOPAIUTEIbHBIX yuebHOil n pabora OIIK 3' 1’
JIOKY-MEHTOB Hay4HO JIUTEPa- VYcTHBIH ompoc OIIK 3'2’
TYPHL. (cobecemoBanue ) OIK 3’ 3’
IToaroroBka k Ha MPAKTUYECKUX U ’
TECTUPOBAHUIO 3adere
Pabota ¢
KOMITbIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMU
CHCTEMaMH
Tlouck
JIOTIOJTHUTEIHHON
UHPOPMAIIH 1O
3aJlaHHOU TEMe.
Konrponsnast
pabora.
Beinonnenue TectupoBanue
OMaIITHUX TeKyllee u
A (reicyw VK-6.1, VK-
MIPAKTUYECKUX HUTOT'OBOE)
7.1, YK-7.2,
2.3 TpeGoBaHust K pabot IIpakTuyeckas
YK-7.3, OIIK-
COCTAaBIICHHUIO 1 CamocTosTenpHOe pabota
2.1, OIIK-2.2,
0(OPMIICHHIO OCHOBHBIX 0,25 0,5 25 H3ydeHHe KonTponpuas OIK-2.3
BHUJIOB HH()OPMAIIMOHHO- y4ueOHOM 1 pabota OHK-3. 1’
CIIPaBOYHBIX JOKYMEHTOB HAYy4HO JuTepa- VYcrHblit onpoc OIIK 3'2’
TYPBL. (cobecenoBanue ) OHK-3. 3’
Tlonroroska x Ha NIPAKTUYECKUX U ’
TECTUPOBAHUIO 3adere
Pa6ota ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMU
y4eOHUKaMH,
TECTOBBIMHU
CcUCTEMaMHU
Tlouck
JIOTIOJTHUTEIHHOU
TectupoBanue
UHPOPMAIIH O (Texymee u
3a/1aHHO TeMe. HTOZOBOG) VK-6.1, VK-
2.4 TpeGoBanust K KonTponbHas 7.1, YK-7.2,
IIpakTrueckas
COCTaBJICHUIO U pabora. aGota YK-7.3, OIIK-
0(OPMIICHHIO OCHOBHBIX Beinonnenue P 2.1, OIIK-2.2,
25 KonTpomnpuas
BHJIOB JOKYMEHTOB I10 JIOMaITHUX aGoTa OIlK-2.3,
TPYIOBBIM OTHOILIEHUSIM. MPAKTHIECKUX pabe OIIK-3.1,
VYerHbli onpoc
JIndHbIe TOKYMEHTHI pabot (cobecenoBare ) OIIK-3.2,
CamocTosTenpHOe OIIK-3.3
Ha MPaKTHYECKHUX U
H3ydeHHe
N 3adere
yueOHOil n




TYpBHL.
ITogroroBka k

TECTHPOBAHHIO
Pa6ora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMU
CHUCTEeMaMK
HWroro no pazneny 1 1 75,3
Hroro 3a cemectp 2 4 111,7 3auéT
3. 3 Pazgen. CoBepiieHCTBOBaHHE
JIOKYMEHTAIIMOHHBIX TPOLIECCOB.
Kommuiekcsl TOKyMEHTOB
TTonck
JIOTIOJTHUTEITHLHOM
UHPOPMAIIH 1O
3a/ITaHHOU TEME.
KonTponbhas
abora.
p TectupoBanue
Brinmonnenue
3.1 Pernamenrarnust IOMAIITHIX (Tekyiee u
MIPOLIECCOB HUTOTOBOE) YK-6.1, VK-
6 MPAKTUYECKUX T 1. VK72
JIOKYMEHTOOOpa30BaHHUS. aGoT paKkTuueckas 7.1, YK-7.2,
Yaudukanus u P pabora YK-7.3, OIIK-
CamocrosaTensHOe
CTaHAapTU3aLHMs KaK KonTponbhas 2.1, OIIK-2.2,
1,5 1,5 50 HU3y4yeHUe
METOBI yaeBHOf 1 pabota OIlK-2.3,
COBEPIIIEHCTBOBAHUS VceTHbIM onpoc OIIK-3.1,
Hay4YHO JIUTEpa
JIOKYMEHTHO- Y VDL P (cobecenoBanue) Ha OIlK-3.2,
KOMMYHHUKAIIUOHHOM YPHI- TIPAaKTUYECKUX U OIIK-3.3
TloxroroBka x
JIeSITEIIbHOCTH TeCTHPOBAHMIO 3aueTe
P Kypcoas pabota
Pa6ora ¢
KOMITBIOTEPHBIMH,
JJIEKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMU
CHCTEMaMK
3
TTouck
JIOTIOJTHUTEJIbHOM
UHPOPMAIIH 1O
3a/ITaHHOU TEME.
Konrponsnast
aboTa.
BBE_IOHHeHHe TectupoBanue
JOMAaIIIHUX (rexymee u OIIK-2.1
MPAKTUYECKUX HTOroBOE) OIIK 2'27
P aGor [IpakTiueckas OIK 2'3’
P pabora 7
3.2 IlpocTele u CIOXKHBIE CamocrosaTensHOe - OIIK-3.1,
KOMIUIEKCHI JIOKYMEHTOB. 1,5 1,5 56 H3ydeHHe ap60Ta OIIK-3.2,
JIOKyMEHTHbIE pecypChl. yueOHOH 1 YCTEHI?I ompoc OIIK-3.3, VK-
Hay4HO JIUTepa- 6.1, YK-7.1,
cobece10BaHNE) HA
TYPBL. ( A ) YK-7.2, VK-
MPaKTUYECKUX U
TlogroroBka k saueTe 7.3
TECTUPOBAHUIO
P Kypcosas pabota
Pa6ora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMHU
y4eOHUKAMH,
TECTOBBIMU

CUCTEMaMHU




ITouck
JOTOIHUTEILHOMN
UHPOPMAIIH 1O
3aJJaHHOH TeMe.

Konrponsnas
pabora.
TectupoBanue
Beinonnenue (TeymIee 0
JIOMAIITHUX Y OIIK-2.1,
UTOTOBOE)
MIPaKTUYECKUX OIIK-2.2,
3.3 Ocobennoctu IIpaxkTuueckas
COCTaBJICHHUS JOKYMEHTOB paGor aboTta OIIK-2.3,
Y CaMOCTOSITEIbHOE P OIIK-3.1,
Ha MalIMHHBIX HOCUTEISX. KonTponbhas
IOpunnueckas cuna 44 H3yHCHHC aboTta OIIK-3.2,
P y4ueOHOM 1 P . OIIK-3.3, VK-
JOKYMEHTOB Ha MalIMHHBIX VYcrHbli ompoc
HOCHTEISIX HAYHHO JHTEPA- 1 GecenoBanme) Ha 6.1, YK-7.1,
TYPBL. YK-7.2, VK-
MPAKTHIECKUX U
TToaroroBka k 7.3
3aqere
TECTHPOBAFHIO Kypcosas pabora
Pabora ¢ yP p
KOMITBIOTEPHBIMH,
JJICKTPOHHBIMHU
y4eOHUKaMH,
TECTOBBIMHU
cUCTEMaMHU
Hroro no pazgeny 160,4
Hroro 3a cemectp 160,4 320,Kp,3a9ET
3a4eT, 3a4eT ¢
Hroro no aucuumnnnne 272,1 OIICHKOMW, KypcoBast

pabota




5 Oo6pa3oBaTe/ibHbIE TEXHOJIOTUH

W3ydeHne qUCHUILIMHBI HAUMHAETCS C IieJienolaranusi, 0003Ha4aroIero OCHOBHbBIE
3HAHUS, YMEHUSI U HABBIKU, KOTOPbIE TOJKHBI C(POPMHUPOBATHCS Y CTYJEHTOB B X0O/I€
oOyuenus. Hayka «JlokymeHTOBeIeHUE) MpeICTaBIeHA B CIIEKTPE MPOOIEMHBIX BOIIPOCOB
YIIPaBJIEHUS B Pa3JIMYHBIX OTPACIAX E€ATEIBHOCTH YEJIOBEKA.

TexHoMOTHEeH MOHUTOPHHTA PE3YIHTATOB 00PA30BATEIBLHOM NI TEIBHOCTH SBIISCTCS
3a4eT, BHICTABIISIEMbIH HA OCHOBE MOATOTOBIEHHOTO MOPT(}OIHO0, MTO3BOJSIONIETO YUYUTHIBATH
Pe3yNbTaThl, JOCTUTHYTHIE CTYIEHTOM B Pa3HOOOPA3HBIX BUAAX EATEIHLHOCTH — yueOHO-
MO3HABATEIbHOM, YACTUYHO-TIOMCKOBOM, pEMPOAYKTUBHOM:

-OTBETHI HAa TPAKTUYECKHE 3aJaHUs,

-TECTUPOBAHMUE,

-KOHCIIEKTUPOBAHHUE,

-KypcoBasi pabora.

TexHOI0rust MOJETUPOBAHMS SBJISETCS BAKHBIM JIEMEHTOM JIEATEIbHOCTHOTO
moaxo/1a B 00yueHuu O6akanaBpoB [0 HAMpaBICHUIO «/[oKyMeHTOBeIeHHE U
apXHUBOBEJICHHE.

Jliist orieHKH OPTGOINO MPUMEHSIETCS PEUTHHTOBas TEXHOJIOTHS OIICHKH 3HAHU,
CHocOoOCTBYIOIIAs IEMOHCTPAIMU O0BEKTUBHOCTH MTPETIOAABATEILCKON OLICHKH.

7151 KOHTPOJSL PEeNpPOAYKTUBHOM ACSITEIBHOCTU CTYACHTOB UCIOJb3YETCS YCTHBIHN
OTPOC HA MPAKTHYECKUX 3aHATHUAX, TeCTHpoBaHUE. C 1enbio0 00ecredeHns MPEeeMCTBEHHOCTH
M3Yy4aeMbIX T€M Ha JIEKIUIX UCTIOIb3YIOTCS OIUI-OMPOCHI, OTPEACIISIONINE CTETICHb
OCO3HAaHHOCTH JIEKIIMOHHOT'O MaTepuaia, yCTAaHOBJICHUE CBA3U MEXAY KIIFOUEBBIMU
MOHSATUSAMHU Kypca.

[Ipodeccronanbubie ymMeHUs 110 paboOTe ¢ MCTOYHUKAMHU PAa3HBIX THIIOB
0TpabaThIBAIOTCS MPU BHIIOTHEHUH ToMamHuX padot . [IpoBepka chopMupoBaHHOCTH
HA3BaHHBIX BBIMIE MPO(ECCHOHATBHBIX KOMITETEHITNI OCYIIECTBISIETCS B MHTEPAKTUBHOM
(dbopMe Ha MPAKTUYECKUX 3aHATHIX IO MOJACTUPOBAHUIO TPOCKTOB JOKYMEHTOB.

Hcnonb3yroTest TUCTaHIIMOHHBIE 00pa30BaTeNIbHBIC TEXHOJIOTH, PEaI3yeMBbIe C
MPUMEHEHHEM WH(OPMAIMOHHBIX U TEIEKOMMYHUKAIIMOHHBIX TEXHOJIOTHH MpH
OTIOCPEIOBAaHHOM B3aMMOJICHCTBUH 00YYArOMIETrocs U MeAarorndeckoro paboTHUKA.

[IpakTudeckue 3aHATUS MPOBOIATCS B (hOpME MPAKTUIECKON TOJITOTOBKU B YCIOBHSIX
BBITTOJIHCHUS 00YJarOITUMUCS BHJIOB PadOT, CBA3aHHBIX ¢ OyayIiei npodeccnoHaaIbHOM
JEeSITeIbHOCTHIO M HAIIPABJICHHBIX HA ()OPMUPOBAHUE, 3aKPEIUICHHE, Pa3BUTHE MPAKTUIECCKUX
HABBIKOB M KOMITETEHIUH 110 TPOUITI0 00pa30BaTeIbHOM MPOTPAMMEI.

CopepxaHue 4aCTH CaMOCTOSATEIbHOU PabOThl pacCYUTAHBI Ha (hOpMHUpPOBAHUE
YMEHUM MMOJIb30BATHCS MaTepraIaMu NEPUOIUYECKUX U3IaHUM, BKIIIOYAst HHTEPHET-U3JaHus
npodeccHoHATBHBIX HAyYHO-TTPAKTUYECKUX KYPHAIIOB.

[Tpu u3yueHun TpeOOBaHUN K COCTABIECHUIO U O(DOPMIICHUIO OCHOBHBIX BUJIOB
OpraHU3alMOHHOT0-PaCIOPAIUTENbHON JOKYMEHTALNH IPUMEHSIIOTCS KOMILIEKC
00pa3oBaTeNbHBIX U HHPOPMAIIMOHHBIX TEXHOJIOTHIA, HAIPAaBICHHBIN HA OBIIA/ICHHE
3as1BJICHHBIMU KOMITETEHLIUSIMHU.

B npomiecce Bcero o0yueHus HCIOMB3YIOTCS HHGOPMAITMOHHO-KOMMYHHUKAIIMOHHBIS
o0pa3oBaTenbHbIC TEXHOJIOTHH — OPTaHU3aIHs 00pa30BaTEIBHOTO MPOIEcca, OCHOBAHHAS HA
MPUMEHEHHUH CTICIUATM3HPOBAHHBIX MPOTPAMMHBIX CPEJl U TEXHUYECKUX CPEICTB PabOTHI €
uHpopmanueid. Dopmamu yaeOHBIX 3aHATUH SBISIFOTCS: JICKIHSI-BU3yaTU3allvsl — U3JI0KCHUE
COJIEp>KaHUs COTPOBOXKAACTCS MIPE3CHTANEH (IeMOHCTpaliell yueOHbIX MaTepHAaIOB,
MIPE/ICTAaBICHHBIX B PA3JIMYHbBIX 3HAKOBBIX CUCTEMAaX, B T.U. WILTIOCTPATUBHBIX, TpadUyeCcKuX,
BHJICOMATEPHAIIOB).

[Tpu HanmucaHuu KypcoBoi pabOThl IPUMEHSIOTCS TEXHOJIOTHH OpPTaHU3alun
MPOEKTHON ¥ HAy4YHO-HUCCIIEI0OBATEIBCKOU €SI TETbHOCTH.



6 YueOHO-MeTOAUYeCKOe o0ecnedeHne CaMOCTOATEIbHOI padoThl 00y4aroIMXCs

[IpencrapieHo B mpuioxeHuu 1.

7 OueHoYHbIe CpeCTBA JJIS IPOBeIeHHsI IPOMEKYTOYHOM aTTeCTAIMHU
[IpencraBieHbl B TPUIOKEHUU 2.

8 YueOHO-MeTOAMYECKOEe U HH(POPMALIMOHHOE o0ecnieYeHre JUCHUIIMHBI

a) OcHoBHas JUTEpaTypa:

1. JlokyMeHTOBeIeHUE : YYEOHUK ¥ MMPAKTUKYM JJIsl By30B / o peaakimeit JI. A.
JloponuHoii. — 4-e us., nepepad. u gon. — Mocksa : M3mparensctBo FOpaiit, 2025. — 336
c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-19110-3. — TekcT : 3IEKTPOHHBIH //
Oo6pazoBatenbHas mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560108 (nata
obpamienus: 31.01.2026).

2. KazakeBuu, T. A. [lokymeHToBeneHue. JJOKyMEHTAIIMOHHBIN CEPBUC : YICOHUK U
npakTukym s By3oB / T. A. KazakeBuu, A. W. Tkanuy. — 2-€ u31., KCTIP. U JOT. —

Mocksa : M3natenscTBo FOpaiit, 2025. — 167 c¢. — (Bricmee odopazopanue). — ISBN 978-5
-534-06273-1. — Tekcr : anektpoHHbIi // Obpa3zoBaTenbHas miardopma FOpaiit [caiit]. —
URL: https://urait.ru/bcode/562369 (mara obpamienus: 31.01.2026).

4. lysanosa, H. H. OcHOBBI 1€7101pON3BOACTBA. SI3BIK CITyK€OHOTO TOKYMEHTA :
yueOonuk st By3oB / H. H. Ilysanmoma, A. KO. MBanoBa ; mom oOmel pemakuueir H.
H. lllyBanoBoii. — 3-e u3n., nepepad. u non. — Mocksa : U3gatenbctBo Opaiit, 2025. — 355
c. — (Bricmee oopazoBanue). — ISBN 978-5-534-20343-1. — TekcT : 2IeKTpOHHBIH //
O6pazoBatenpHas miarpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/560174 (mata
obpamenus: 31.01.2026).

0) JlomosiHuTeIbHAS JIATEpaTypa:

1. Koxymkosa, H. B. Ctpyktypa nokymenTta. CUCTEMBI JOKYMEHTAIMH.
YHuuuupoBaHHas CUCTEMa OpraHU3aMOHHO-PACTIOPAIUTEIBHON TOKyMEHTAUN: 001I1e
TpeOOBaHUs K COCTaBIEHUIO U ohopmiieHHIo : yueOHoe mocooue / H. B. Koxyrkosa ;
MI'TY. - Marautoropck : MI'TY, 2016. - 1 anextpos. onT. auck (CD-ROM). - 3arm. ¢
TATYy. 9kpana. - URL: https://host.megaprolib.net/MP0109/Download/MObject/20594 (mata
obpamenus: 31.01.2026). - MakpooOBeKT. - TeKCT : 37eKTpOHHBIN. - CBEIEHUS TOCTYITHBI
taxxe Ha CD-ROM.

2. Anoxwuna, C. A. KypcoBas paboTa 1o JOKyMEHTOBEACHHIO, apXHUBOBEICHHIO,
OpraHM3allK U TEXHOJIOTHH JOKYMEHTAlMOHHOTO 00ecreueH s yIpaBiIeHus : yueOHo-
Meroandeckoe mocooue / C. A. Anoxuna, A. K. Makaposa, 1. B. Camapokosa ; MI'TV. -
Marnutoropck : MI'TVY, 2016. - 1 sanekrpon. ont. guck (CD-ROM). - 3ars. ¢ TuTys. 3KpaHa.
- URL: https://host.megaprolib.net/MP0109/Download/MObject/20341 (mata oOparieHus:
31.01.2026). - MakpooOBeKT. - TekcT : aneKTpoHHbBIN. - CBeIeHUs TOCTYMHBI Takke Ha CD-
ROM.

3. AHoxuHa, C. A. JIMHTBUCTUYECKHE OCHOBHI JIEJIOBOTO MTHUChMA : TTpakTukym / C. A.
AnoxuHa ; MI'TY. - Marautoropck : MI'TVY, 2017. - 1 anektpon. onrt. quck (CD-ROM). -
3arn. ¢ tutya. 3kpaHa. - URL: https://host.megaprolib.net/MP0109/Download/MObject/1925
(mara obpamenus: 31.01.2026). - MakpooOBeKT. - TeKCT : 3JIeKTpOHHBIH. - CBeAcHUS
nocTynHbl Takke Ha CD-ROM.



https://urait.ru/bcode/560108
https://urait.ru/bcode/562369
https://urait.ru/bcode/560174
https://host.megaprolib.net/MP0109/Download/MObject/20594
https://host.megaprolib.net/MP0109/Download/MObject/20341
https://host.megaprolib.net/MP0109/Download/MObject/1925

B) MeToau4ecKkue yKazaHus:

CamocTtosTenpHas padoTa CTYJEHTOB By3a : TPakTUKyM / coctaButenu: T. I'.
Heperuna, H. P. Ypazaena, E. M. Pazymosa, T. ®@. OpexoBa ; MarHuToropckui roc.
texuuueckut yH-T um. I'. Y. HocoBa. - Maraurtoropck : MI'TY um. I'. 1. Hocoga, 2019. - 1
CD-ROM. - 3ari. c TUTYIL. JKpaHa. URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391 (naTa oOparieHus: 31 01.2026). -
MaxkpooObeKT. - TekcT : aneKTpoHHBIN. - CBeIeHUs ToCcTyHBI Takxke Ha CD-
ROM.

MeTtoauueckue yka3aHus 110 BUAAM 3aHITHHA, TPEeTyCMOTPEHHBIX yUeOHBIM IIIaHOM,
npeactasieHsl B [Ipunoxkennsix 1 u 2 k HacTosmeld padbodeit mporpaMmme.

Meroauveckue pEKOMEHJAIMM [0 HAINUCAaHWI0O M 3allUTe KYPCOBBIX padoT
peAcTaBiIeHBI B AeKkTpoHoM mocooun C. A. Anoxunoii, A.K. MakapoBoii Kypcopas pabora

M0 JIOKYMEHTOBEJEHHUIO, apXWBOBEJICHUIO, OPTaHU3alMd M TEXHOJIOTMH JOKYMEHTAI[MOHHOTO
obecnieuenus ynpasneHus (cMm. [lpunoxenue 1).

r) [IporpammHuoe odecnneyenne u UHTepHeT-pecypcehl:

IIporpamMmmHoe o0ecnieueHune

Haumenosanue o
1o Ne moroBopa Cpok AeicTBUS TUIEH3UU
7Zip cB00OIHO pacnipocTpansemoe [10 OeccpovYHO
FAR Manager cB000IHO pacnpocTpansemoe [10 6eccpovHO
Bpaysep Mozilla
Firefox cB00OIHO pacnpocTpansemoe [10 OecCpovYHO
Bpaysep Yandex |cBoOonHO pactpoctpansemoe [10 6eccpovHO

IIpodeccnonanbubie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

HasBaHue xypca CchlaKa
DnekTpoHHas 0asa nepuoandeckux u3ganuii East View
Information Services, OO0 «MMIBUC»

https://dlib.eastview.com/

HanmonansHas nHGOpMaIMOHHO-aHATUTHIECKAST URL:
cucreMa — Poccuiicknii MHIEKC HAy4HOTO IUuTUpOBaHus | https://elibrary.ru/project risc.
(PUHII) asp

. https://www.rsl.ru/ru/4readers
Poccuiickas I'ocynapcTBennas Oubnuoreka. Karanoru

/catalogues/

DnekTpoHHbIe pecypcbl ondmuoreku MI'TY um. .. https://host.megaprolib.net/M
Hocosa P0109/Web

9 MaTepHuajibHO-TEXHHYECKOE o0ecneuyeHne JUCHUILIMHBI (MOAYJIs)

MaTepI/IaJ'II)HO-TeXHI/I‘ICCKOC obecneyeHne JUCLMITIIIMHBI BKIIIOYACT:


https://host.megaprolib.net/MP0109/Download/MObject/2391

VY4eOHble ayAUTOPUHN [T TPOBEICHUS AUCTAHIIMOHHBIX 3aHATHI JEKIIMOHHOTO THUIA :

CTOJI KOMITHIOTEPHBIN, CTOJI MUCHhbMEHHBIN, CTYJI OUCHBIHN, TOKyMeHT-Kamepa Epson,
ncrounuk 6ecnepedoiinoro nutanus POWERCOMIMD-1500AP , kamepa BbICOKOTO
paspenieHus, KOMIBIOTEP MePCOHANBHBIN (TUTI 6), TpoekTop ViewSonicPJD7526W,
cnukepdon HactonpHBINA Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYECKasi HaCTOJIbHAs, CTEPEOTapHUTYpa (MUKPOGDOH C IIIYMOTIOIaBIICHUEM ), DKpaH
HacreHnbii Digis Optimal-C MW DSOC-11032%*2

VY4eOHble ayAUTOPUHU [T TPOBEICHUS IPAKTUUECKUX 3aHATHI, TPYNIIOBBIX U
WHIUBUAYATbHBIX KOHCYJIBTALUH, TEKYIIIETr0 KOHTPOJIS U MPOMEKYTOUYHOM aTTECTAlIUU:

CTOJI KOMITHIOTEPHBIN, CTOJI MUCHhbMEHHBIN, CTYJI OUCHBIHN, TOKyMeHT-Kamepa Epson,
ncrounuk 6ecnepedoiinoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspenieHus, KOMIBIOTEP MePCOHANBHBIN (TUTI 6), TpoekTop ViewSonicPJD7526W,
cnukepdon HactonpHBINA Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYECKasi HACTOJIbHAs, CTEPEOTapHUTYpPa (MUKPOGOH C IIIYMOTIOIaBIICHUEM ), DKPaH
HacreHubii Digis Optimal-C MW DSOC-11032%*2

[TomereHus A CaMOCTOSTENIbHOM pabOThl 00YYarOMIUXCS: IEPCOHANIbHbIE
KoMmbioTephl ¢ makeToM MS Office, Bpixo10M B UHTEpHET U € TOCTYIIOM B JIEKTPOHHYIO
nH(pOpPMaMOHHO-00pa30BaTEIBHYIO CPEy YHUBEPCUTETA.

[Tomerenune a1 XpaHeHUsT ¥ TPOYHIIAKTHIECKOTO 00CTYKUBaHUS yI€OHOTO
000pYIOBaHUS: CTEIUIAXKH JIJISI XpaHSHHS Y4eOHO-HATJISITHBIX TIOCOOUH 1 yueOHO-
METOJINYECKON JOKYMEHTAIUH.

Y4eOHble ayAUTOPUH IS BRITIOTHEHUS! KyPCOBOTO MMPOCKTHUPOBAHUS TIOMEIICHHS JIJIS
CaMOCTOSITENTLHON pabOThI 00YJAIOIIUXCS: TIEPCOHALHBIE KOMITBIOTEPHI ¢ TakeToM MS
Office, Bbixo0M B IHTEpHET 1 ¢ JOCTYIOM B DJIEKTPOHHYIO WH(OPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpey YHHBEPCUTETA.



IIpuioxkenue 1

YueOHO-MeToanUYecKoe o0ecnmeueHue CcaMOCTOATEJbHONH PadoThI
00yuaroImuxca

OueHoYHBIE CPEICTBA TEKYILIEro KOHTPOJISI 10 pa3ieaam
PA3SLOEN 1

MpaKTnyeckoe 3agaHue 1

1. Wcnonb3ya O6WEPOCCUNCKMIN KnaccuduMKaTop ynpaBaeHYeckonm AoKymeHTaumm OK 011-93
(pexxum poctyna http://www.consultant.ru/)aaiTe TonkoBaHue He meHee Tpem Kogam Gopm
KOHKpEeTHbIX aokymeHToB YCOP[ w wectn Kogam Apyrux YHUPUUMPOBAHHbBIX CUCTEM
ynpaBaeHYecKol fOKYMeHTaLmMu (no Bblbopy CTyaeHTa).

3agaHue BbINONHAWTE No 0bpasuy:

Kopg 02112312 o603Hayaer:

02 — dopma NPUHAANEKUT K YHUPUULMPOBAHHOM CUCTEME OPraHN3aLMOHHO-PaCcNopAAUTENbHOM
AOKYMeHTauuu;

11 — popma OTHOCMTCA K NOAKNACCY AOKYMEHTALMMN MO CO34aHUI0 OPraHU3aumK, NpeanpuaTms;
231 — perucTpaLmoHHbIi Homep GopmMbl BHYTPU NogKnacca — hopmbl YCTaBa;
2 — KOHTPOJ/IbHOE YUnC/O.

YcTaB aBnAeTcA 0653aTeNIbHbIM OKYMEHTOM A5 Pa3/INYHbIX OPraHN3aLMOHHO-NPaBOBbIX GOPM, U ero
coctaBnieHne 1 opopmaeHne pernameHTUpyeTca 3akoHoaaTenbcTBom. OTcyTcTene B OKY/ nHaekca u
neprMoaMYHOCTM 0603HAYaET, YTO OpraHM3aLna cocTasaneT n oGopMIAET YCTaB CaMOCTOATENIbHO, He3
onopbl Ha obLepoccuiickne yHuduumposaHHbie popmbl. Mpu cocTaBaeHUM U 0bOpPMIEHUN yCTaBa
Heobxoa4MMO onNMpaThcsa Ha 3aKkoHoaaTenbcTBo U TOCT P 7.0.97-2016

TecT K pasgeny 1
Bonpoc 1
TeKcT Bonpoca
CornacHo cTaHAapPTU3MPOBAHHOMY OnpeaeneHuto, BUA NMCbMEeHHOro AOKYMeHTa — 3TO:
Bbibepute oanH OTBET:
a. 0dMUMANbHBIN AOKYMEHT, CO34aHHbIA B MMCbMEHHOM BUAe

b. HaumeHoBaHMe AoKyMeHTa, 0hOPMIEHHOTO NO YCTaHOBAEHHbIM NpPaBuaaM MallMHOMNUCHbBIM
cnocobom

C. Pa3HOBUAHOCTb AOKYMEHTa, UCMOAHEHHOTO rpaduUUecKMmmM 3HaKamm — bykBamu, umdpamm,
neporandpamm


http://www.consultant.ru/

d. NPUHAONEKHOCTb MMCbMEHHOIO AOKYMEHTA K CUCTEME OOKYMEHTAUNN MO NPU3HAKaM COoAepHaHNA U
Lenesoro HasHa4yeHumAaA

Bonpoc 2
TeKcT Bonpoca

anIHa,EI,I'IE)KHOCTb AOKYMEHTA K CUCTEME OOKYMEHTAUNN NO NPU3HAKam CoaepKaHnAa n uenesoro
Ha3Ha4YeHnA — 3TO:

BbibepuTe oaAnH OTBET:
a. BUA, JOKYMEHTa
b. popmynap gokymeHTa
¢. 6naHK AOKYMeHTa
d. neno
Bonpoc 3
TeKcT Bonpoca
CornacHo CTaHAapPTU3MPOBAHHOMY ONpPeaeNeHNI0, CUCTEMA AOKYMEHTALMN — 3TO:
BbibepuTe oaAnH OTBET:
a. COBOKYMHOCTb AOKYMEHTOB, 0Opa3syowmxca B AeATENbHOCTU HOPUANYECKOTO MU GU3NYECKOTO LA

b. cMcTemMa HOPMATUBHbIX aKTOB, PErNameHTUPYIOLLNX AOKYMEHTUPOBAHNE AeATeNbHOCTU U
[OKYMEHTO060pOoT NpeAnpuATUN Pas/IMYHbIX OPraHM3aLMOHHO-NPABOBbLIX POpPM

C. KOMMJIEKCbI AOKYMEHTOB, OTpa<atoLme NpomM3BOACTBEHHbIE, yrpaBaeHYeckne, duHaHCOBbIE
npouecchl NpeanpUATUI, OpraHM3auni, yupeskaeHui

d. COBOKYMHOCTb AOKYMEHTOB, B3aMMOCBA3aHHbIX N0 NPU3HAaKaM MPOUCXOKAEHUSA, HAa3HAYEHUSA, BUAA,
cdepbl AeATENLHOCTU, eANHbIX TPEBOBaHUI K UX 0DOPMAEHMIO

Bonpoc 4
TeKcT Bonpoca
Kakyto cuctemy aokymeHTtaumm HEJTIb3A oTHECTU K GYHKLMOHANBbHOW CUCTEME AOKYMEHTALUMU:
BbibepuTe oaAnH OTBET:
a. cMcTema AOKYMeHTauuu 34paBooXpaHeHns
b. cuctema OTYETHO-CTATUCTUUECKON AOKYMEHTaUMK
C. CMCTEMA NEPBUYHOM YHETHON AOKYMEHTALUM
d. cuctema NNaHOBOW AOKYMEHTaLUK

Bonpoc 5



TeKcT Bonpoca
CornacHo CTaHZaPTU3MPOBAHHOMY ONpeaeneHuto, LOKYMEHTaNbHbIN GoHa — 3TO:
Bbibepute oaAnH OTBET:

a. COBOKYMHOCTb LLOKYMEHTOB, B3aMMOCBA3aHHbIX MO NPU3HAKaM NPOUCXOXKAEHUA, Ha3HAYeHUs, BUA3,
chepbl AeATeNbHOCTU, eANHbIX TpeboBaHUM K UX 0bOpMAEHNIO

b. COBOKYMHOCTb AOKYMEHTOB, oﬁpaayrou.mxcsl B 4eATEeNbHOCTU lopngn4yeckoro namn d)MBI/I‘-IeCKOFO Nnua

C. KOMMJIEKCbI AOKYMEHTOB, 06CNyKMBatoLLME NPOU3BOLACTBEHHbIE, YNpaBieHYecKkme, pUHaHCOBbIE
npouecchl NpeanpUATUR, OpraHU3aLmMii, YUpeRaeHN

d. opnumanbHble LOKYMEHTbI NPeanpPUATUI, OpraHM3aumin, y4pexaeHuin
Bonpoc 6
TeKcT Bonpoca

Ha KaKkue rpynnbl 4ensatca oduumanbHble JOKYMEHTbI Mo chepe AeaTenbHOCTH (Mo GyHKUMOHAAbHOMY
NPU3HaKy):

Bbibepute oanH OTBET:
a. pyHKUMOHaNbHble/oTpac/iesble
b. opnumanbHbie/HeopuumanbHble
C. yrpas/ieHYecKkune/TexHnyeckme
d. yHuounumnposaHHble/HeyHNPULMPOBAHHbIE
Bonpoc 7
TeKcT Bonpoca
KaKoW LLOKYMEHT OTHOCUTCA K CUCTEME YNPaBAEHUYECKOM SOKYMEHTALMM:
BbibepuTe oguH OTBET:
a. lWTaTHoe pacnucaHue
b. noAcHUTeNbHasA 3anncka
C. CTaHZapT
d. nacnopt usgenus
Bonpoc 8
TeKcT Bonpoca
KaKoW LOKYMEHT MOXKET OTHOCUTBCA K CUCTEME TEXHUYECKON AOKYMEHTALMUM:
Bbibepute oanH oTBET:

a. AOoKNaAHas 3anucka



b. 06bAcCHMTENbHAsA 3aNKCKa
C. NOAICHUTENIbHAA 3aMMCKa
d. cny*kebHas 3anucKa
Bonpoc 9
TeKcT Bonpoca
CornacHo CTaHZapTU3MPOBAHHOMY onpeaeneHnto, yHUGULMPOBAHHAA CUCTEMA AOKYMEHTALLUN — 3TO:
Bbibepute oaAnH OTBET:

a. CMCTEMA AOKYMEHTaL MK, CO34aHHan Mo eauHbIM Npasuiam 1 TpeboBaHUAM, CoAeprKallan
nHdopmauuio, HeobxoaAnMyIo 4S8 yNpaBieHUs B onpeaesieHHol cdepe aeaTenbHoCTH

b. cuctema foKyMeHTaLMM, MMeEIOLLLan eauHbIi dopmynsap

C. cuctema OOKymeHTauumun, CoctaBneHmne n Od)OpMI'IEHI/Ie KOTOpOl‘/JI pPernameHTnpoBaHO HOPMAaTUBHbIMU
dKTaMu

d. COBOKYMHOCTb JOKYMEHTOB, B3aMMOCBA3aHHbIX MO NPU3HAKaM NMPOUCXOXKAEHUA, HA3HAYEHNA, BUAA,
coepbl AeATeNbHOCTH, eanHbIX TpeboBaHMI K X 0obopMIeHUI0

Bonpoc 10
TeKcT Bonpoca
CornacHo CTaHAapTU3NPOBAHHOMY OnpeaeneHunto, yHudpuumposaHHasa G¢opma LOKYMEHTA — 3TO:
BbibepuTe ogMH OTBET:
a. MHGopMaLMsA, 3aNMCaHHAA HA PA3/IMYHbIX HOCUTENAX MO YCTAaHOB/IEHHbIM NMPaBMaam

b. COBOKYNHOCTb PEKBU3NTOB, YCTAHOB/IEHHbIX B COOTBETCTBMMU C PELIAEMbIMW B J@aHHOM chepe
AeATeNbHOCTU 3a4a4aMmM U PaCMONOMXKEHHbIX B onpeaeneHHOM NopsaaKe Ha Hocutene nHdopmaumm

C. Habop PEKBU3UTOB, NAEHTUGULMPYIOLLMX aBTOPA ODULMANBHOIO NMMCbMEHHOTO AOKYMEHTA

d. Ha60p PEKBU3NTOB Od)MLI,MEU'IbHOI’O NMNCbMEHHOIo A0OKYMEHTa, paCnoJI0KEHHbIX B onpep,eneHHof/'l
nocnenoBatesibHOCTH

Bonpoc 11

TeKcT Bonpoca

YHUOMKauma 4OKYMEHTOB — 3TO:

BbibepuTe oaAnH OTBET:
a. onpegeneHve nopsagKa oGopmaeHNA JOKYMEHTOB
b. paspaboTKa «lWwabnoHa» 4OKYMeHTa

C. CBeeHNe K MMHUMYMY pa3Ho0b6pasnsa BUAOB U GOPM JOKYMEHTOB



d. npymeHeHune Tabanu, 1 aHKeT
Bonpoc 12
TeKcT Bonpoca

CornacHo CTaHAaPTU3NPOBaHHOMY onpeaeneHuto, Opl'aHM3aLI,MOHHO-paCI'IOpFiAVITEIIbeIVI AOKYMEHT —
3TO!

BbibepuTe oAMH OTBET:

a. AOKYMEHT, CO34aHHbIV IOPUANYECKUM AU GUSUYECKUM TMLLOM, 0DOPMIEHHbIV U YA0CTOBEPEHHbIN
B YCTaHOB/IEHHOM NOPAAKE U UCMO/b3yeMbll B TEKYLLLEN AeATeNbHOCTM OpraHM3auum

b. BUA NMCbMEHHOTO AOKYMEHTA, B KOTOPOM GUKCUMPYIOT pelleHre aaMUHUCTPATUBHbIX U
OpraHM3aLMOHHbIX BOMPOCOB, A TaKXKe BONPOCOB YNPaB/ieHNs, B3aMMOAeNcTBusA, obecneyeHmns u
peryMpoBaHuA AeATeIbHOCTM OPraHoB BAACTU, YUPEKAEHWI, NPEANPUATUNA, OpraHU3aumii, ux
noApasaeneHnin u A0NKHOCTHbIX UL,

C. ﬂepBMLIHbIVI, MUHUMANbHbIN 31€MEHT CUCTEMbI OpFaHM3aU,MOHHO-paCHOpﬂAMTeﬂbHOVI AOKYMeHTaunun

d. BUA NMCbMEHHOIO AOKYMEHTA, OTParKaloWMi JOKYMEHTMPOBaAHME
OpraHM3auMOHHO-PaCNoPAAMTENbHON AEATEIbHOCTU OPraHOB, OPraHU3aLMit U AONKHOCTHBIX UL,

Bonpoc 13
TeKcT Bonpoca
Kakue noacuctemsl HE BXOoAAT B cMCTEMY OpraHU3aLMOHHO-PacnopaaAnTeIbHOM AOKYMEHTALMMK:
BbibepuTe ogMH OTBET:
a. pacnopaauTesibHas OKYMeHTaumA
b. MHPpOPMaLMOHHO-CNpPaBOYHAA AOKYMEHTALMSA
C. N1aHOBaA LOKyMeHTaLums
d. opraHM3auMoHHO-NPABOBAsA AOKYMEHTALMA
Bonpoc 14
TeKcT Bonpoca
K opraHM3auMoHHO-pacnopaamMTenbHOM AOKyMeHTaunn HE oTHocATCA cneaytowme OKYMEHTbI:
BbibepuTe ogMH OTBET:
a. cyeTa-paKTypbl
b. npoToko/bI
C. aKTbl
d. nucbma

Bonpoc 15



TeKcT Bonpoca

Kakoe maKkcrmanbHOe KOIMYeCcTBO 3HAKOB OTPaXKeHO B KOAOBOM 0603HAaUYEHMU YHUDULMPOBAHHOM
dopmbl 4OKYMmeHTa cornacHo OKY/:

Bbibepute oanH OTBET:
a. nATb
b. Bocemb
C. ABeHapuaTb
d. npeBsaTb
Bonpoc 16
TeKkcT Bonpoca

B KakomM Kog0BOM 0603HaYeHUN YHUUUMPOBaAHHOM dopmbl AoKymeHTa 05080819, cornacHo OKY/,
BEPHO OTpaeHbl unMdpoBble NPU3HAKKU KnaccuduKaumm:

BbibepuTe 0AMH OTBET:

a.19- KOHTPOJ/IbHOE YNCN0, KOTOPOE BBOAUTCA BO nsbexkaHue owmnbok npu CHNTbIBAHUN U
MCNOoNb3yeTcAa Npu npoBepkKe 3anncn Koaa

b. 80 — noagknacc ¢opmbl, T.e. 06LWHOCTb COAEPIKAHNA MHOMKecTBa GOPM AOKYMEHTOB U
HanpaB/fIeHHOCTb UX UCNO/b30BaHMA

c. 050 — Knacc popmbl, T.e. NPUHALNEKHOCTb YHUPULMPOBAHHOM GOPMbI LOKYMEHTA K
COOTBETCTBYOLWEN YHUPULMPOBAHHOM CUCTEME AOKYMEHTALMM

d. 081 — perncTpaumoHHbI HoMep YHUPUUMPOBAHHOM GOPMbI AOKYMEHTA BHYTPU NoaKaacca
Bonpoc 17
TeKcT Bonpoca
Ha Kakue Tvnbl NoapasaenatoTca JOKYMEHTbl N0 NPOUCXOXKAEHUIO:
BbibepuTe oaAnH OTBET:
a. obuwenocTynHble/ KOHPUAEHLMANbHbIE/ CEKPETHbIE
b. nnyHble/ opuumanbHble
c. BXogawme/ucxoaawme,/BHyTpeHHNe
d. HgMBMayanvHble/TpadapeTHbie/ TUNOBbIE
Bonpoc 18

TeKcT BOnpoca



Mo KaKoMy NPM3HAKY AOKYMEHTbI NoAPa3AenAtoTca Ha PyKOMUCHbIe, rpaduyeckne GoHOLOKYMEHTDI,
$OTOAOKYMEHTBI, KWNHOAOKYMEHTbI, BUAEOA0KYMEHTbI M LOKYMEHTbI, CO34aHHbIe C MOMOLLLbHO
KOMMNbIOTEPHOM TEXHUKM:

Bbibepute oAMH OTBET:
a. Mo MeCTy COCTaB/ieHun
b. no mecty B cucTeme ynpasneHus
C. MO YPOBH!O 3aLLMTbI
d. no cnocoby AOKYMEHTMPOBaHUA
Bonpoc 19
TeKcT Bonpoca
Ha Kakue Tunbl Nnoapa3aensaoTca AOKYMEHTbI MO MECTy COCTaBAEHUS:
BbibepuTe 0AMH OTBET:
a. Bxogawme /ucxoaawme/ BHyTpeHHME
b. nnyHble/oduumanbHbie
C. UHaMBMAYyanbHble/TpadapeTHbie/TUNOBbIE
d. noanMHHMKK/Konuun/aybamkatbl
Bonpoc 20
TeKcT Bonpoca
Ha Kakue Tunbl Noapa3aensatoTca 4OKYMEHTbI N0 CNOCObY U3N0XKeHUA:
BbibepuTe 0AMH OTBET:
a. nucbMa/Tenerpammsl/ TenedoHorpammsl/ Tenekcobl/ Gakcorpammeol/ 31eKTPOHHbIE COOBLLEHNUA
b. noganHHuKK/ Konuu/ aybnmkatsbl
c. obwenocTynHole/ KoHGUAEHUMANbHbIE/ CEKPETHbIE
d. MHaMBMayanbHble/ TpadapeTHble/ TUNOBbIE
Bonpoc 21
TeKcT Bonpoca
Ha Kakue Tunbl NoapasaensaoTcs 4OKYMEHTbI Mo CTeNeHU NoANNHHOCTY:
BbibepuTe 04MH OTBET:
a. nucbma/Tenerpammsl/ TenedpoHorpammebl/ Tenekcbl/ Gakcorpammsl/ 3N1EKTPOHHbIE COOBLLEHMA

b. noannHHble/ noanoxHble (GpanbcndunumpoBaHHble)



C. NOA/IMHHUKM (opurmHanst)/ Konun/ aybankarsl
d. HamBsmayanoHble/TpadapeTHbie/TUNOBbIE
Bonpoc 22
TeKcT Bonpoca
Mo Kakomy NPM3HaKy AOKYMEHTbI NoApPa3AenatoTca Ha NOAJMHHUKKM (opuriHansl)/ konun/ aybaukatsl:
Bbibepute oanH oTBET:
a. no ¢opme npeacTaBneHUA
b. no chepe pearenbHocTM
C. no cnocoby nepegauu
d. no cteneHn NOANMHHOCTH
Bonpoc 23
TeKkcT Bonpoca
Mo KakoMy NPU3HaKy AOKYMEHTbI NOAPA3AENAOTCA HA YNPaB/ieHYEeCKUE U TEXHUYECKME:
Bbibepute oanH OTBET:
a. cnocoby nepegaym
b. no cnocoby nsnoxkeHus
. no popme npeacraBaeHUs
d. no cpepe geatenbHoOCTM
Bonpoc 24
TeKcT Bonpoca
Ha Kakue Tunbl nogpasaenatorcsa 4OKYMEHTbI Mo cnocoby nepegayun:
BbibepuTe ogMH OTBET:
a. nucbma/Tenerpammsl/ tenedpoHorpammbl/ Tenekcbl/ dpakcorpammbl/ 3N1E€KTPOHHbIE COOBLLEHUSA
b. nHanBuayanbHble/TpadapeTHbie/TUMNOBbLIE
C. NOANMHHUKM (opurmHansbl)/ Konuu/ aybankarsl
d. nognnHHble/ nognokHble (panbecnPuumposBaHHble)
Bonpoc 25
TeKcT Bonpoca

K Kakomy T1ny KnaccudpuKaumm 4OKYMEHTOB A0/KEH OTHOCUTLCA AOKYMEHT, CPOK XPaHEHMA KOTOPOro
coctasnaet 75 net:



Bbibepute oaAnH OTBET:
a. CO CpoKoMm xpaHeHua ot 10 go 75 net
b. ponroBpemeHHOro xpaHeHus
C. BPEMEHHOIO XpaHeHuA

d. noctosiHHOrO XpPaHeHuA

PA3AEN 2

MpakTuueckoe 3agaHue 2

1. Ucnonb3sysa TpeboBaHMA FOCT P 6 7.0.97-2016 1 odmumanbHbiii cant PreQyY BO « MITY um. I'.U.
HocoBa», cocTaBbTe BO3MOMKHbIe 06pa3Lbl OCHOBHbIX BUAOB 61aHKoB PIEOY BO «MarHUToropckui
rocyfapcTBeHHbIA TEXHUYECKUI yHUBepcuTeT um. I.1.HocoBa».

J TecT K pasgeny 1 (2 cem) /
Bonpoc 1
TeKcT Bonpoca
KaKue afieMeHTbl ABAAIOTCA CAMbIMM KPYMHbIMW CTPYKTYPHbIMM 3/1eMEHTaMM LLOKYMEHTA KaK CUCTEMbI:
BbibepuTe oaAnH OTBET:
a. 3aro/I0BOYHasA, cogeprkatesibHas U 0dopPMAAIOLLAA YacTH
b. cnyxkebHoe 1 pabouee none AOKYMEHTa
C. PEKBM3UTDI
d. copeprrkaHune n popma
Bonpoc 2
TeKcT Bonpoca
K anemeHTam BHELIHEN CTPYKTYPbl KHUMKHOMO U34aHWA OTHOCUTCA:
BbibepuTe oaAnH OTBET:
a. BbIXOAHble CBeAeHUs
b. dop3ay,
C. NPUNOXKEHUA
d. nocnecnosue

Bonpoc 3



TeKcT Bonpoca
K anemeHTam BHYTPEHHEN CTPYKTYPbl KHUMKHOMO U34aHMUA OTHOCUTCA:
Bbibepute oaAnH OTBET:
a. cynepoba10Ka
b. BbIXOAHbIE AaHHblEe
C. TUTYNIbHbIA ANCT
d. KONoOHTUTYN
Bonpoc 4
TeKcT Bonpoca

Kakoe onpeaeneHune lopnanMyeckoin cunbl JOKYMEHTa ABAAETCA CTaHAAPTU3NPOBaHHbIM (3aKpenneHo B
rOCT P 51141-98):

BbibepuTe 0AMH OTBET:

a. topuamMYecKan cuna AOKYMEHTa — 3TO CBOMCTBO OPMLLIMANBHOIO AOKYMeHTa, coobliaemoe emy
[AeNCTBYOLMM 3aKOHO4ATeIbCTBOM, KOMMETEHLMEN U34aBLIEro ero opraHa U yCTaHOBEHHbIM
nopagkom odopmaeHuns

b. topugmnyeckas cuna fOKyMeHTa — 3TO CNOCOBHOCTL YNPaBIeHUYECKOro A0KYMEHTA BbICTYNaTh B
KayecTBe 06A3aTeNIbHOTO AR YYaCTHUKOB YNPaBAEHMWA: OPraHOB YNpaBAeHUsA, UX CTPYKTYPHbIX
noapasaeneHnin, obWwecTBeHHbIX OpraHN3aLnii, LOMKHOCTHBIX L, FOCYAAPCTBEHHbIX CYMKALLUX U
rpaskaaH

C. IOPMANYECKas CUNa JOKYMEHTa — 3TO COOTBETCTBUE AOKYMEHTUPOBAHHOW MHPOPMaL MK
TpeboBaHMAM 0PULNANLHOCTM, 4OCTOBEPHOCTU, 06BEKTUBHOCTUN, 6&CCNOPHOCTN, OCHOBAHHbLIM Ha
3aKoHOAaTeNbCTBe

d. lopuanyeckas cuna AOKYMeHTa — 3TO YC/10BUe, NPY KOTOPOM MHPOPMALIMA AOKYMEHTa MOXKET 6biTb
ncnosib3oBaHa B chepe ynpaBsieHUs 6e3 COMHEHNA B ee A0CTOBEPHOCTM 41 OCYLLECTBAEHMUA N0ObIX
nencreni

Bonpoc 5
TeKcT Bonpoca

Kakomy TepMMHY COOTBETCTBYET CAeAytolee CTaHAAPTM3MPOBAHHOE onpeaeneHune (3akpenneHHoe B
FOCT P 51141-98): «.... —3T0O NpocTaB/ieHMe HEOBXOAUMbIX PEKBU3UTOB, YCTaHOB/IEHHbIX NPaBUAaMM
OOKYMEHTUPOBAHUAN:

Bbibepute ogMH OoTBET:
a. obopmneHne AOKYMEHTA
b. coctaBneHne goKymeHTa

C. yHMdUKaLMA LOKYMEHTA



d. popmynap-obpasey,
Bonpoc 6
TeKcT Bonpoca

Kakol AOKYMEHT ABNAETCA OCHOBHbIM aKTya/ibHbIM HOPMaTUBHbIM AOKYMEHTOM B obn1acTn coctaBneHus
n Od)OpMJ'IEHWr'I OpI'aHVI33LI,I/IOHHO-pBCI'IOp’r'I,CI,VITEJ'IbHOﬁ AOKYMEHTaLUUN:

BbibepuTe oAMH OTBET:

a. OKY/[], — OK 011-93. Obuiepoccuiickmnii kKnaccuduKkaTop ynpaBaeHYeCKon JOKYMEHTaUmu,
yTBEpPKAeHHbIN NocTaHoBNeHMem FoccTtaHaapTa PO ot 30 aekabpa 1993 r. Ne229

b. TCO0Y — locyaapcTBeHHAn cucTeMa AOKYMEHTaUMOHHOro obecneyeHuns ynpasaeHusa. OCHOBHble
nonoxeHusa. Obwme TpeboBaHUA K AOKYMEHTAM U cyRbam AOKYMEHTALMOHHOro obecneyeHus,
yTBepxAaeHHaa npukasom Masapxusa CCCP ot 23 maa 1988 r. Ne 33

c. MpaBnna genonponssoacTea B pefepanbHbIX OpraHax UCMONHUTENIbHOM BAACTU, YTBEPKAEHHbIE
MNoctaHosneHnem Mpasutenbctea PP ot 15 utoHAa 2009 r. Ne477

d. TOCT P 6.30-2003
Bonpoc 7
TeKcT Bonpoca
CKonbKo pekBm3nToB HacumTbiBaeT FOCT P 6. 30-2003:
BbibepuTe 0aMH OTBET:
a. 30
b.31
c.29
d. 26
Bonpoc 8
TeKcT Bonpoca
Kak nepeBoamMTCA C NaTUHCKOTO TEPMUH «PEKBU3UT» (naT. requisitum):
BbibepuTe 0aMH OTBET:
a. MMHMMaNbHadA 4yacTb
b. aTpnbyT coaepKaHun
C. CTPYKTYPHbII 3nemeHT
d. Tpebyemoe, Heobxogmmoe

Bonpoc 9



TeKcT Bonpoca

Kakomy TepmMWHY COOTBETCTBYET C/ieaytolee CTaHAapPTM3NPOBaHHOe onpeaenieHne (3akpernsieHHoe B
FOCT P 51141-98): «... — 310 06A3aTeNIbHbIN 31eMEeHT 0POPMNEHNA OPULNANBHOTO AOKYMEHTAN:

Bbibepute oanH OTBET:

a. PEKBU3UT JOKYMEHTA

b. 6naHK gOKyMmeHTa

. paboyee none LOKYMeEHTa

d. 3aronoBOYHaA YacTb AOKYMEHTA
Bonpoc 10
TeKcT Bonpoca

Kakomy TepmMUWHY COOTBETCTBYET C/iefytoLLee CTaHAAaPTU3NPOBaHHOE onpeesieHne (3akpensieHHoe B
FOCT P 51141-98): «... — 3TO MoAeb NOCTPOEHUA JOKYMEHTA, YCTaHaBAKBatowan 06,1acTb NpUMeHeHUs,
dopmartbl, pasmepbl nonen, TpeboBaHUA K NOCTPOEHMIO KOHCTPYKUNMOHHOM CETKM M OCHOBHbIE
PEKBU3UTbIN:

BbibepuTe 0AMH OTBET:
a. TMnosoun popmynap
b. 6naHK 4OKyMeHTa
c. bopmynap-obpaszeu,
d. dopmynap gokymeHTa
Bonpoc 11
TeKcT Bonpoca
MpononxuTe onpegeneHue: opmynap OKYMeHTa 3TO - ...
BbibepuTe oaMH OTBET:
a. BHYTpeHHAA Gopma AOKYMEHTa, onpeaenatoLan CTPYKTYPY TEKCTa U ero A3blKoBble 0CO6EHHOCTH

b. Ha6op PEKBU3NTOB Od)VILI,MGﬂbHOI’O NMMNCbMEHHOI0 AOKYMEHTQA, PaCno/I0KEHHbIX B onpe,qeneHHoﬁ
nocnenoBate/sibHOCTH

C. 3adpMKCcMpoBaHHAA Ha MaTepraNbHOM HocuTene MHGOPMaLMA C PEKBU3UTAMM, MO3BONAIOLLMMU ee
NAEHTUOMLUMPOBATD

d. Habop peKkBU3NTOB, MAEHTUOULNPYIOLWMX aBTOPA OPULMANBHOTO MMCbMEHHOTO AOKYMEHTA
Bonpoc 12
TeKcT Bonpoca

Mpoaonxute onpeaeneHme: 61aHK AOKYMEHTA — 370 ...



BbibepuTe o4MH OTBET:

d. MOo4eNTb MOCTPOEHNA OOKYMEHTA, YCTaHaB/inBakoLWw,aA obnactb NPpUMeEHEHNA, d)OpMaTbI, pa3mepbl
I'IOJ'IGVI, TPE6OBaHMﬂ K MOCTPOEHUIO KOHCTPYKLLMOHHOVI CETKN N OCHOBHbIE PEKBU3UTDI

b. TMNOBas Moae b, cofeprKallias COBOKYNHOCTb 0653aTe/IbHbIX PEKBU3UTOB, CBOMCTBEHHbIX
AOKYMEHTaM YHUPULMPOBAHHOM CUCTEMbI OPraHM3aLMOHHO-PACNOPAAUTENIbHOM AOKYMEHTALMMU U
PacnoNoXKeHHbIX onpeaeneHHbIMm obpasom

C. H360p PEKBU3SNTOB Od)I/ILI,VIaI'IbHOI'O NMNCbMEHHOIO AO0KYMEHTA, PaCnoJIOKEHHbIX B OﬂpG,ﬂ,EﬂEHHOVI
nocnenoBate/sibHOCTH

d. Habop peKBM3UTOB, UAEHTUOULMPYIOLWMX aBTOPA 0DULIMANBHOTO NUCbMEHHOTO AOKYMEHTA
Bonpoc 13
TeKcT Bonpoca
Kakoe BbICKa3blBaHWE ABNAETCA HEBEPHbIM:
BbibepuTe oanH OTBET:

a. HammeHoBaHWe BUAa cnyKebHOro 4OKYMeHTa cTasno 0GOpPMAATLCA OTAE/bHbIM PEKBU3UTOM Haj,
Tekctom ¢ XVI ctonetua

b. B Poccuun oduumancHble, AeN0Bble AOKYMEHTbI CTaNu PerynapHoO NOANUCHIBAaTLCA aBTOPaMMU,
HayMHaa c anoxwu MNetpa |

c. Popmynap opuuManbHOro AOKYMEHTa CTan CKNaablBaTbCA B MexKaypeube HECKO/IbKO TbiCAY 1eT
Hasag,

d. B Poccum B cny:kebHbix 4oKymeHTax o XVIII Beka aBTop 06bl4HO 0603HaYanCcA B Hayane Uan B
KOHLLE TEKCTA, T. €. 3TOT PEKBM3UT HE BblAENANCA B KAYECTBE CAMOCTOATENILHOTO 3/1eMEHTa

Bonpoc 14

TeKcT Bonpoca

Kakoe BbICKa3blBaHWE ABNAETCA HEBEPHbIM:
BbibepuTe oaAnH OTBET:

a. PeKBU3UT «HaMMeEHOBaHMe BUAA AOKYMEHTa» ABNAETCA AOKYMEHTOOBPA3YIOLMM NPU3HAKOM,
MO3BONIAIOLMM MOYYMTb HayaibHOE, camoe obliee NpeacTaBieHne 0 AOKYMEHTE, ero npaBoBoi
3HaYUMMOCTH

b. MpumeHeHune FOCT P 7.0.97-2016 aBnseTca ob6a3aTeibHbIM A8 BCEX COBPEMEHHbIX OpraHu3aLumi,
yUpeAEHUN, NpeanpuaTUii N1o6bIX OpraHM3aLMOHHO-NPABOBbIX GOPM

c. Popmynap fOKYMEHTa NPOAMKTOBAH He TO/IbKO HEOBXOAMMOCTbIO CTPYKTYPUPOBaTb MHGOPMALUIO,
caenatb ee 3ProHOMMYHOMN, HO M HEOBXOAMMOCTLIO NPUAATL AOKYMEHTY IOPMAMYECKYIO CUAY, CAeNaTb
3aneyvyaT/IeHHyH B Hem MH$OPMALMIO 0dpULMaNbHOM

d. Kaxkablli peKBU3UT KaK MEPBUYHbBIN CTPYKTYPHbIN 3/1EMEHT AOKYMEHTA B TOM UM MHOM CTENEHMU
OTpaXKaeT IPUANYECKN 3HAYMMYIO MHDOPMaLUIO



Bonpoc 15
TeKcT Bonpoca
MpoaonuTe onpeaeneHue: atpubyuma — sTo...
Bbibepute oaAnH OTBET:
a. Pa3HOBMAHOCTb YNPaBAEHYECKOro JOKYMEHTa
b. ycTaHoBNEHME NOA/IMHHOIO MMEHW aBTopa
C. BblfiBieHME aTPUBYTMBHbIX CBOMCTB AOKYMEHTa
d. Nnp1M3HaHMe AOKYMEHTa HefeNCcTBUTEIbHBIM
Bonpoc 16
TeKcT Bonpoca
KaKoW fLOKYMEHT MO CTPYKTYpe ABNAETCA NPOCTbIM:
Bbibepute ogMH OTBET:
a. rasera
b. npenpuHT
C. cobpaHuMe CoOYNHEHUN
d. cepus
Bonpoc 17
TeKcT Bonpoca
Kakoe onpezeneHne cOOTBETCTBYET NOHATUIO KNPOCTOM AOKYMEHT»:
BbibepuTe ogMH OTBET:

a. HECKONIbKO cOo0bLIeHNI U3 AByX Unu 6onee coobliueHuit (NponsseaeHuin), YacTeit UaM TOMOB,
06beANHEHHbIX 06LLEeN TEMOM UK NPOBIEMON, LEeblo, aBTOPOM U T. M., 3adMKCUPOBAHHbIX Ha
HECKO/IbKMX MaTepUanbHbIX HOCUTENAX

b. oaHO coobuieHne, nomelleHHOe Ha OAHOM MaTepuabHOM HocuTe e
C. IOKYMEHT,coaeprKaluuii ogHo npousseneHne

d. AOKYMEHT, COCTOFILLI,Mﬁ N3 HECKOJIbKUX npomsse,u,eHMﬁ, 3a¢MKCMpOBaHHbIX Ha O4HOM MaTepunasibHOM
HOocuTene

Bonpoc 18
TeKcT Bonpoca
Kakoe KogoBoe o603HaueHMe Ha AokymeHTe HE naeHTnounumpyet astopa:

BbibepuTte 0anH oTBET:



a. OrpH
b. OKNO
c. UIHH/KNMN
d. OKY/[,
Bonpoc 19
TeKcT Bonpoca
KaKoW 13 nepeuncneHHbIx PeKBU3UTOB HE OTHOCUTCA K PEKBU3UTAM YA0CTOBEPEHUA:
Bbibepute oaAnH OTBET:
a. rpnd yTBepAeHUA
b. oTTUCK nevaTn
c. rpud cornacosaHma
d. noanucb
Bonpoc 20
TekcT Bonpoca
Kakoe BbiCKa3blBaHWE ABNAETCA HEBEPHbIM:
Bbibepute ogMH OTBET:

a. 3N1eKTpoHHanA umbpoBsas NOANMUCH ABAAETCA Pe3y/bTaToM NpPeobpa3oBaHNA PYKONUCHOM noanucu
aBTOpa LlOKYMEHTa B ee GaKCMMU/IbHYIO KOMUIo B LMdpoBom popmaTe Ha 3/1eKTPOHHOM HocuTene

b. dnekTpoHHaa uMdposas NnoagnNuch NpegHasHayeHa AN 3alKTbl 3NEKTPOHHOMO AOKYMEHTa OT
nogaenku u naeHTMdUKauum Bnagenbla cepTuduraTa Kaoda nognucu

C. 9NEKTPOHHasA uMbpoBas NoANnCb NO3BONAET YCTaHOBUTb OTCYTCTBME UCKaXKeHMA MHbopMaLmm B
3/1eKTPOHHOM [IOKYMEHTE

d. dneKkTpoHHas umMdposan nognmcb 061a43eT CBOMCTBAMM ABYX PEKBUIUTOB: «MOAMUCH» U «NEYaTb»
Bonpoc 21
TeKcT Bonpoca

KaKkomy MOHATMIO COOTBETCTBYET C/IeAyIoLLan XapaKTepucTmKa: «31oT GopMyiap Xxapaktepmusyerca
onpeaeneHHbIM KONMYECTBOM PEKBU3UTOB, PACMONOMKEHHbIX B CTPOTrON NOCAeA0BaTebHOCTH, U
XapaKTepeH AN KOHKPETHOro BUAa AOKYMEHTOB, Hanpumep, NpuKasa, akta»:

BbibepuTe 04MH OTBET:
a. popmynsap-obpase,

b. dopmynsap



c. TMINoBOW dopmynap

d. nHamMBmayanbHbli bopmynap
Bonpoc 22
TeKcT Bonpoca

KaKON\y NMOHATUIO COOTBETCTBYET CNeAylOoLWaA XapPaKTEPUCTUKA: «3TO COBOKYMHOCTb PaCnoJ/IOXKEHHbIX B
OI'IpGAEJ'IEHHOﬁ nocnenoBaTeNIbHOCTU PEKBU3UTOB, NPUCYLLNX BCEM BUOAM ILl,aHHOl‘/:I cncrembl
AOKYMEHTOB»:

BbibepuTe 0AMH OTBET:
a. UHAMBMAYANbHbBIN dopmynap
b. Tvnoson popmynap
c. popmynap-obpasel,
d. popmynsap
Bonpoc 23
TeKcT Bonpoca
Kakolt pekBu3auT 6bin n3baT n3 FOCT P 7.0.97-2016:
BbibepuTe 0aMH OTBET:
a. rpud orpaHuyeHma goctyna
b. UHH/KMN
C. KOZ, opraH1sauuu
d. OrPH
Bonpoc 24
TeKcT Bonpoca

KaKoW peKBM3UT He OTHOCUTCA K PEKBU3UTAM 3aro/I0BOYHOI YacTu
OpraHM3aLMOHHO-PaCcCNoPAAUTENbHOTO AOKYMEHTa:

BbibepuTe ogMH OTBET:
a. pesonoums
b. HaumeHoBaHMe BUAA AOKYMEHTA
C. HAMMeHOBaHMe OpraHn3auun
d. mecto usgaHus
Bonpoc 25

TeKcT Bonpoca



Kakue peKkBU3UTbI COCTABAAIOT COAEPIKATENbHYIO YaCTb 4OKYMEHTA:
Bbibepute oanH OTBET:
a. 3aro/I0BOK K TEKCTY, TEKCT
b. TEKCT, OTMETKa 0 HAIMYMK NPUNOKEHUSA
C. 3aro/I0BOK K TEKCTY, TEKCT, OTMETKA O Ha/IMYMU NPUNOKEHUA
d. 3aron0BOK K TEKCTY, OTMETKA O Ha/IMYMM NPUIOKEHNA
Bonpoc 26
TeKcT Bonpoca
PaboTa Hapg cofep)kaTeNlbHOM YacTbio JOKYMEHTA — 3TO0...:
Bbibepute oaAnH OTBET:
a. COCTaB/IeHNEe AOKYMEHTA
b. 3aBepeHne noKkymeHTa
C. Y4OCTOBEPEHME AOKYMEHTa
d. opopmneHne goKymeHTa
Bonpoc 27
TeKcT Bonpoca

Kakoe nosie popmynsapa-obpasiia opraHM3aLMoOHHO-PACNoOPAANTENBHOTO OKYMEHTA NpeacTaBaseT
coboli cnyxebHoe none:

BbibepuTe 0AMH OTBET:
a. BEPXHUI U HUMKHWUI KONOHTUTY bl LOKYMEHTA

b. B neBoM BepxHem yray ¢opmaTa Npu yrioBOM PacnosioKeHUU PEKBU3UTOB UAN B BEPXHEN ero 4acTu
No LUEHTPY NpU NPOA0bHOM BapuaHTe pacno/oxKeHUsA PEKBU3MTOB B61aHKa

C. YacTb nowaaun popmata, NpeAHasHaYeHHanA A1a NoNen AOKYMEHTA, AN 3aKPeneHMA AOKYMEHTa B
TEXHUYECKUX CPEeACTBAX XpPaHEeHUs, 417 HAHEeCEHUs cneLmanbHbIX N300pakeHui

d. nhowaab yHNbMUMPOBAHHON GOpPMbI AOKYMEHTA UK BAaHKa, NpeaHa3HavYeHHadA AnA 3anoHeHun
peKkBU3UTaMMU

Bonpoc 28
TeKcT Bonpoca

Kakoe nose popmynapa-obpasua opraHnM3aLMoHHO-PaCcNopaanTeENbHOIO 4OKYMEHTA NpeacTaBnseT
coboli pabouee none:

BbibepuTe 0AMH OTBET:



a. B 1IeBOM BepXHeM yry popmaTa npu yrioBOM PacroNoKeHUN PEKBU3UTOB WU B BEPXHEN ero 4actu
Mo UEHTPY NPU NPOL0JIbHOM BapWaHTe Pacno/IoXKeHUsA PEKBU3UTOB B1aHKa

b. BEPXHUI N HUKHWUI KONOHTUTYIbl AOKYMEHTA

C. 4aCTb nowagn cbopmaTa, npegHasHa4yeHHaAa gnAa nonew AOKYMEHTaQa, ANA 3aKpenieHNUA JOKYMEHTa B
TEXHUYECKUNX CPeACTBaAX XpaHEHNA, ANA HaHeCeHNA cneunasibHbIX M306pa)«eHm‘/'|

d. nnowaap yHMdMUMpoBaHHON GOPMbI AOKYMEHTa nau 6aaHKa, NpeaHasHauyeHHan 414 3anoaHeHUs
PEeKBU3UTAMM

Bonpoc 29

TeKcT Bonpoca

KaKas xapaKTepuCcTUKa COOTBETCTBYET MOHATUIO «MepeMeHHbIe PEKBU3UTbIN:
Bbibepute oaAnH OTBET:

a. 10 nHanBmnayanabHble ANA KaXX40ro KOHKpPETHOIro 4OKYMEHTA PEKBU3UTbI; OHN BHOCATCA B OOKYMEHT
B npotecce ero noarotoBkn 1 Od)OpM!'IEHVIFI

b. 9T1 pekBM3UTbI 06pa3yloT oPpULMaNbHBIN BAAHK AOKYMEHTA, MAEHTUOULMPYIOT aBTOPa AOKYMEHTa

c. 910 pEKBM3MTbI,O6lJ.I,VIe Ana Bcex JOKYMEHTOB OA4HOIo Bnaa; X MOXHO 3apaHee pa3MeCcTUTb Ha
CTaHAAPTHOM NINUCTE 6YMaI'VI TVII'IOI'pad)CKVIM CI'IOCO6OM, C NOMOLbKO KOMNbIOTEPA NN cneynanbHOro
WTamna

d. 310 pekBunsuTbl 01-10, BKAtOYan peksusunT 14, onmncaHHblie B FOCT P 7.0.97-2016
Bonpoc 30
TeKcT Bonpoca
B npouecce ABUKEHWUS BHYTPEHHUX AOKYMEHTOBODOPMIAIOTCA:
BbibepuTe oguH OTBET:

a. CCbI/IKa Ha PEermcTpaLMoHHbIN MHAEKC U ATy JOKYMEHTA, 3aro/I0BOK K TEKCTY, OTMETKA O Ha/inunm
NPUIOXKEHNIN, OTMETKA O 3aBEPEHUU KOMUKN, OTMETKA 06 MCNOoNHUTENE, UAEHTUPUKATOP SNEKTPOHHOW
KOMNWUU AOKYMEHTa

b. rpud cornacosaHua AOKYMEHTa, BU3bl COrNAacOBAaHMA AOKYMEHTA, NO4NUC, FpUd YyTBEPKAEHMA,
OTTMCK NeYyaTu, gaTa AOKYMEHTA, PErmcTpaumoHHbIi HOMep AOKYMEHTA

C. OTMETKa 0 NOCTYyN/eHUM AOKYMEHTa B OpraH13aumio, Pe3otoums, OTMETKA O KOHTPoe, OTMETKa 06
NCNONHEHNN AOKYMEHTa U HanpaB/iieHUM ero B 4eno

d. 3aronoBoK K TEKCTY, OTMETKA O Ha/ZIM4YNUN NPUNOHKEHUA; BU3bl COINNMaCoOBaHNA; OTMETKA O 3aBEPEHUN
KOMUKU; OTMETKA 06 NUCNOTHUTENE; MAeHTMd)MKaTOp 3ﬂeKTpOHHOﬁ KON OOKYMEHTa

Bonpoc 31

TeKcT Bonpoca



Ha Kakue BMAbl noapasgenatorca 61aHKM OKYMEHTOB MO Pacno/ioxKeHUto pekBnsnTos cornacHo NOCT P
7.0.97-2016:

BbibepuTe oanH OTBET:
a. 06wmit 61aHK, 6aaHK NMcbMa, 61aHK KOHKPETHOIO BUAA AOKYMEHTA
b. yrnosble n npoaonbHble

. 6naHK opraHM3aumm, 61aHK CTPYKTYPHOTO NoApasaeneHuns opraHnsaumnm, 61aHKk 40NXKHOCTHOTO
nvua

d. ueHTpupoBaHHbIe 1 pnarosble
Bonpoc 32
TeKcT Bonpoca

Kakom K/'IaCCMd)MKaLI,MOHHbIﬁ NPU3HAK NOJ10XXeH B OCHOBY AeneHnA 61aHKOB Ha BaaHK OopraHusauum,
61aHK CTPYKTYPHOTIO nogpasaeneHna opraHn3dauunu, 61aHK AO/IHOCTHOIO 2inua:

Bbibepute ogMH OTBET:

a. no aBTopy

b. no Buay foKkymeHTa

C. MO PaCMoIOXKEHUIO PEKBU3UTOB

d. no cnocoby opopmneHna pekBU3IUTOB
Bonpoc 33
TeKcT Bonpoca

Ha Kakue BnAabl noapasaenatotcs 6/1aHKM JOKYMEHTOB No BUAY AOKYMeHTa corsiacHo OCT P
7.0.97-2016:

Bbibepute oanH oTBET:
a. 06wuit 6naHK, 6aaHK NMcbMa, 61aHK KOHKPETHOTO BUAA AOKYMEHTA

b. 6naHK opraHusaumm, 61aHK CTPYKTYPHOTO NoApasaeneHuns opraHnsaumm, 6aaHk 40NKHOCTHOTO
nvua

C. Yr/I0Bble M NPOAO/bHbIE

d. LeHTpMpoBaHHbIe N pnarosble
Bonpoc 34
TeKcT BOnNpoca

Kakune pekBu3aunTbl BKIOYaeT o06wuii 61aHK opraHM3auMoHHO-PacnopAANTEIbHOTO JOKYMEHTA COrNacHo
FOCT P 7.0.97-2016:

Bbibepute oaMH oTBET:



a. locypapcTeeHHbIl repb PO (Fepb cybbekTa PO nam ambaema opraHnsaummn, TOBapHbIN 3HaK (3HaK
obcnyxunsaHmua)), Kog opradmsaummn (no OKNO), OFPH, UHH/KMN, cnpaBoyHble aaHHble 06
OpraHusauun; HaMMmeHoBaHMeE OpraHN3aLUMm, MEeCTO COCTaBAEHNA UAN U3AAHUA AOKYMEHT],
OrpaHNuYnTENIbHbIE OTMETKM ANA AaTbl LOKYMEHTA, PETMCTPALMOHHOIO HOMEepPa LOKYMEHTA, CCbIIKM Ha
PEerncTpaunoHHbIN HOMEpP U AaTy AOKYMEHTa, afpecaTa, Pe30stoLnm, 3aro0BKa K TEKCTY, OTMETKU O
KOHTpO/Ee, TEKCTa

b. FocynapcTBeHHbIN repb PO (Tepb cybbekTa PO nam ambnema opraHM3aumm, TOBapHbIM 3HaK (3HaK
06CNyKMBAHUA)), HAUMEHOBAHME OPraHN3aLLMK, MECTO COCTAB/IEHNA UAWN U3LAHUSA LOKYMEHT],
OrpaHUuYnTENIbHbIE OTMETKM AN AaTbl AOKYMEHTA U PErNCTPALLMOHHOIO HOMEpPA AOKYMEHTA

C. HAdMMEHOBaHUE OpraHn3aunn, Mecto CoCtaBneHNA NN U30aHNA OOKYMEHTA, CNPaBO4YHbIE AaHHbIE
06 OopraHnsaunun, orpaHN4YnUTEIbHbIE OTMETKN ANA 3aro/10BKa U TEKCTA AOKYMEHTA

d. FocypgapctBeHHbIN repb PO (Fepb cybbekta PP nnmn ambnema opraHusaumm, TOBapHbI 3HaK (3HaK
06CyKMBAHUA)), HAUMEHOBAHME OPraHN3aLMn, HAMMEHOBaHWE BUAA OOKYMEHTA, MECTO COCTaBNEHMUSA
WU N34aHNA AOKYMEHTA, OrPaHUUNTENbHbIE OTMETKU A1A AaTbl AOKYMEHTA, PerncTpaLMoHHOro Homepa
AOKYMEHTa, CCbIIKM Ha AaTy U PerMcTpPaLMOHHbIM HoMep AOKYMEHTA, 3ar0/10BKa K TEKCTY, OTMETKM O
KOHTpoOJiEe

Bonpoc 35
TeKcT Bonpoca
[ns KakMx BUAOB AOKYMEHTOB MCNOAb3YIOT 06LWMIA BNaHK:
Bbibepute oaMH oTBET:
a. NtobbIX BUAOB AOKYMEHTOB, KpOMe NpuUKasa
b. N106bIX BUAOB OKYMEHTOB
C. TO/IbKO A4/1A NnCcbMa
d. NobbIX BUAOB AOKYMEHTOB, KpOME NMUCbMA
Bonpoc 36
TeKcT Bonpoca
Kakune cnocobbl pasmelleHns pekBu3nTos npeagycmoTtpeHbl FTOCT P 7.0.97-2016:
BbibepuTe ogMH OTBET:
a. YrnoBon n NpoaobHbIN
b. odnumanbHbIM N HeobUUMANbHBIN
C. MALMHOMMUCHbBIM U PYKOMMUCHbIM
d. ueHTpMpoBaHHbLIM 1 Pnarosbli

Bonpoc 37



[na obecneyeHns onTMManbHOM PaboTocnocoO6HOCTM N CoOXpaHeHNA 340P0BbA NPOodeCccCUOHaNbHbIX
nosnb3osatenen MIBM n BAT Ha npoTaxKeHUM paboyero AHA 4ONKHbI YCTaHaB/IMBATbCA
perfnaMmeHTUpPOBaHHbIE NepepbIBbl. Yem peryampyeTca nux spemsa?

a) NPOAONKUTENBHOCTBIO paboyero gHs;
6) BUAOM TPYA0BOW AeATEeNbHOCTY;

B) KaTeropuei TpyaoBoMn AeATeNbHOCTYU;
r) BCe OTBETbI BEPHbI.

Bonpoc 38

Mpu 8-yacoBom paboyem gHe n pabote Ha BAT n MIBM gns | rpynnbl paboT - pernameHTUPOBaHHbIe
nepepbiBbl cneayeT yCTaHaBAMBATb:

a) yepes 2 yaca oT Hayana paboyeit cMeHbl 1 Yepes 2 yaca nocae obegeHHOro NnepepbIBa
NPOAO/IKUTENBHOCTBIO 15 MUHYT Kaxabli;

6) uepes 2 yaca oT Ha4yana paboyen cmeHbl M Yepes 1,5-2 yaca nocne obeaeHHOro nepepbiBa
NPOAOIKUTENBHOCTbIO 15 MUHYT KaXAblil MAU NPOAOAKUTENbHOCTEIO 10 MUHYT Yepes KaXKablii Yac
paboTbl;

B) yepes 1,5-2 yaca ot Hayana pabouyeit cMeHbl U Yepes 1,5-2 yaca nocne obeAeHHOro nepepbiBa
NPOAOIKUTENBHOCTbIO 20 MUHYT KaxKAbli AN NPOAOIKUTENBHOCTBIO 15 MUHYT Yepes KarKablii Yac
paboTbl.

r) HeT BEPHbIX OTBETOB.

MpakTnyeckoe 3agaHue 3 (2 cem)
1. OTBeTbTE HA BOMPOCHI:

1) KakmMn HOPMaTUBHLIMW NPABOBbLIMMW AaKTAMM PErNaMeHTUPYETCA UCMOb30BaHNE N306paKeHUI
repba YenabuHckon obnactm n repba Pecnybamku bawkopToctaH?

2) Ucnonb3ya oTeeT Ha Bonpoc No1, NpounTMpyinTe cTaTbM COOTBETCTBYHOLIUX HOPMaTUBHbIX MPaBOBbIX
aKTOB, B KOTOPbIX OTPa*KeHa pernameHTauusa nsobpaxkeHus repba YenabuHckon obnactm u repba
Pecnybaunku BawKopTocTaH Ha BnaHKax AOKYMEHTOB.

2.

2.1. Ucnonbaysa nHpopmaumio 06 0CHOBHbIX pekBM3nTax OP/l B NepeymcieHHbIX HUMXKE SOKYMEHTaX,
3anoaHuTe Tabanuy. 3anoaHAA TabanLy, cTapakTech OTPaXKaTb CXOXKMUE N0 GYHKUMM U COAEPIKAHMIO
PEKBU3UTbI HA OAHOM CTPOKe ANns obaeryeHns cpaBHeHUs. HasBaHMA PEKBU3UTOB, OTPAXKEHHbIE TONIbKO
B AHHOM aHaNM3MPYEMOM AOKYMEHTe, 0popMAATe K KOHLY Tabaumubl.

Ne |[HammeHoBaHuMe peksusmTa [HanmeHosaHue HanmeHoBaHue pekBusunTa B8 l[pasunnax no
n/n |8 FOCT P 6.30.-2003 peksusuTa B IC40Y inenonponssoactey n Metog. pekomeHgaumax




2.2.. OI'IVIpa’r'ICb Ha AaHHble, NOZ1Iy4EHHbIE B Ta6/w|u,e, c,a,enaﬁTe COOTBETCTBYHOLWME BbIBOAbI U
KOMMEHTapPUKN: coBnagaeT JIn COCTaB N Ha3BaHNA PEKBU3UTOB B NPeACTaB/IEHHbIX AOKYMEHTaX; Kakue
PEKBU3NTBI NOBTOPAKOTCA U B KAKUX AOKYMEHTAX; KaKNe peKkBU3NTbl HAXO04AT OTpPa*KeHUe TO/NIbKO B
O4HOM U3 AOKYMEHTOB, KakKne TOJ/IbKO B ABYX.

2.3. KakMmMu 13 NpoaHaIN3npPOBaHHbIX OKYMEHTOB AO/IKEH PYKOBOACTBOBATLCA COBPEMEHHbIN
AenonpounssoguTesb Npyu opopMAEHNN OPraHM3aALMOHHO-PACNOPALUTENBHOM AOKYMEHTALMMN?
MNouemy?

UcTOuHMKM ana aHanusa:

1. TOCT P67.097-2016 «YHMPUUMPOBAHHAA CUCTEMA OpPraHM3aLMOHHO-PACNOPAANTENbHOM
AOKyMeHTauuun. TpeboBaHUsA K 0PpOPMAEHUIO LOKYMEHTOBY.

2. TocypapcTBeHHas cuCTeMa AOKYMEHTaUMOHHOro obecneyeHua ynpasneHunsa. OCHOBHble
nosoxeHusn. O6wwme TpeboBaHMA K JOKYMEHTaM U CayKbam JOKYMEHTaUMOHHOro obecneyeHus
oT 25 mas 1988 r. (1991r.) Ne 33.

3. [paBuna genonpomn3BoacTsa B GpenepasibHbIX OpraHax UCNOJHUTENbHOW BNACTH, YTBEPKAEHHbIE
MNocTtaHoBneHnem Mpasutenosctea PO ot 15 mioHAa 2009 r. Ne477.

4. MeToanyeckne pekoMeHZauun no pas3paboTKe MHCTPYKUM No  Aenonpou3BOACTBY B
depepanbHbIX opraHax WMCNONHWUTENBHOW BANacTW, yTBepKAaeHbl pukasom PocapxuBa ot 23
nekabpna 2009 r. Ne 76.

[na 3anonHeHna Tabanubl MCNonb3ynTe 6a3bl AaHHbIX, MHPOPMALLMOHHO-CMPABOYHbIE U MOUCKOBbIE

cUCTEeMbI:
lMapaHT

http://www.consultant.ru/

http://www.termika.ru/

Tect K pasgeny 2 (2 kypc) /
Bonpoc 1

TeKcT Bonpoca


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

KaKolt HOpMaTUBHbIV NPAaBOBOW aKT pernameHTMpyeT nsobpaxeHue FocyaapcTBeHHoro repba PP Ha
671aHKax LOKYMEHTOB:

Bbibepute oaAnH OTBET:
a. PesepanbHbIN KOHCTUTYLMOHHbIN 3aKOH
b. KoHcTuTyumsa PP
c. MoctaHoBneHue MpaButenbcrea PO
d. YKka3 MNpesngeHta PO
Bonpoc 2
TeKcT Bonpoca

Ha Kakom 61aHKe MOKeT 6bITb pasmelleHo M3o0bpaxkeHne ocyaapcTBeHHOro repba Poccuiickom
denepaumnn B 0g4HOLBETHOM BapuaHTe 6e3 repasibANyecKoro Wwura:

BbibepuTe oanH OTBET:
a. leHepanbHOM NpoKypaTypbl Poccnitckon Gegepaupnm
b. opraHoB, opraHunsaumn 1 yupexkaeHuit npm MpesmaeHTte Poccuiickon deaepaumnm
¢. depepanbHbIX OPraHOB UCMOHUTENbHOM BNACTH
d. AgmuHuctpaumm MNpesnaeHta Poccuiickon ®eaepauymm
Bonpoc 3
TeKcT Bonpoca
Ha Kakunx 6naHKax nomelaeTtca repb6 MocKBbl B MHOFOLLBETHOM BapuaHTe:
BbibepuTe oaAnH OTBET:
a. KoHTponbHO-cueTHOM NanaTbl MOCKBbI
b. NnpaBoOBbLIX aKTOB MHbIX OPraHOB MCNOJHUTENBHOW BNACTU ropoaa MOCKBbI U UX AOMKHOCTHBIX /UL
c. MocKoBCKOI ropoackon nsbupartesibHoM KOMUCCUK
d. peweHnin YctaBHoro cyaa ropoga Mocksbl
Bonpoc 4
TeKcT BOnNpoca

KaKoi HopMaTMBHbII aKT ycTaHaBMBaeT TpeboBaHUA K pa3melleHnto ambaembl, TOBapHOTro 3HaKa
(3HakKa obcnykmBaHMA) Ha B1aHKax opraHM3aUum:

Bbibepute oaMH oTBET:
a. yuypeguTesibHble AOKYMEHTbl OpraHmnsaumnm

b. benepanbHbIit 3aK0OH



C. noctaHoBneHue Mpasutenncrsa PP
d. rocygapcTBeHHbIN cTaHaapT
Bonpoc 5
TeKcT Bonpoca
3mbnemy 1 ToBapHbIM 3HaK HE BocnpounsBogAaT Ha 61aHKe, ec/iv Ha Hem NomelLleH (-a):
Bbibepute oanH OTBET:
a. OTTUCK repboBoii Nneyatu
b. nognuce
c. locypapctBeHHbIN repb Poccuiickont Pepepaumnn
d. pesontouus
Bonpoc 6
TeKcT Bonpoca

MpogonKuTe BbiCKasbiBaHMe: «HauMeHOBaHME OpraHU3aLmMm, ABAAIOLWENCA aBTOPOM LOKYMEHTA,
[AONKHO COOTBETCTBOBATb HAMMEHOBAHUIO, 3aKPENJIEHHOMY ...»:

BbibepuTe oAnH OTBET:

a. B rocyfapCTBeHHOM CTaHaapTe

b. B 3aKkoHe

c. 8 OKIMNO

d. B yupeamTenbHbIX AOKYMEHTAX opraHn3aLmm
Bonpoc 7
TeKcT Bonpoca

HanmeHoBaHUA opraHMsaumin U cybbekToB Poccuiickon Peaepaumnn, UMerLWmMX Hapaay C
rocyaapcTBeHHbIM A3bIkoM Poccuiickoit Pegepaunn (pycCKMM) rocyaapCTBEHHbIN A3bIK CYyObEKTOB
Poccuitckoit ®Pepepaumm nevatatoT:

BbibepuTe ogMH OTBET:

a. BCe BapunaHTbl BEPHbI

b. Ha rocygapcTBeHHOM fA3bike PO

C. Ha A3blKke cybbeKkTa PO

d. Ha ABYX A3blKax (Ha rocyaapcTBeHHOM A3blke PO 1 Ha A3biKke cybbekTa PO)
Bonpoc 8

TekcT BOnNpoca



Ha 61aHKax Kaknx LLOKYMeHTOB 0pOPMAAIOT CNPaBOYHblE AaHHble 06 opraHM3aLmm:
Bbibepute oanH OTBET:

a. ycTaBoB

b. cnyebHbIx nucem

C. NPUKa30B

d. pacnopskeHui
Bonpoc 9
TeKcT Bonpoca
Kakne anemeHTbl pekBusnTa «CnpaBoyHble aHHble 06 OpraHn3aummn» ABAAOTCA 06A3aTeIbHbIMU:
Bbibepute oaAnH OTBET:

a. 6aHKOBCKMe PeKBU3NTbI, MOYTOBLIN afpec

b. noytoBbI agpec, Homep TenedpoHa

c. daKc, Homep 3NeKTPOHHOM NOYTbl, DAaHKOBCKME PEKBU3UTDI

d. noutoBbIN agpec, Homep TenedoHa, Homep paKca, TeNekca, cYeToB B BaHKe, aapec 3N1EeKTPOHHOM
noyThl

Bonpoc 10

TeKcT Bonpoca

YKaxuTe npaBUNbHYIO NOCNeA0BaTeIbHOCTb 31eMeHTOB NOYTOBOrO agpeca:
BbibepuTe oaAnH OTBET:

a. y/mMua, 4OM, HOMep KBapTUPbI, HasBaHMe pecnyb/MKuM, Kpas, 061acT1, aBTOHOMHOTIO OKpyra
HaceNeHHbIV NYHKT, palioH, CTpaHa, NOYTOBbIA MHAEKC

b. HOmep KBapTUPbI, AOM, YANLA, HACENEHHDBIN NYHKT, Ha3BaHWe paiioHa, Ha3BaHWe pecnybanKK, Kpas,
06/1acT, aBTOHOMHOTO OKpYra, CTpaHa, MoYTOBbIN MHAEKC

C. MOYTOBbIN UHAEKC, HOMEP KBapTUpbl, HasBaHMe pecnybankun, Kpas, obnacti, aBTOHOMHOIO OKpyra
HaceNeHHbIN MYHKT, PalioH, CTpaHa, NOYTOBbI UHAEKC

d. yamua, oM, HOMep KBapTMpPbl, HAaceNEHHbIN MYHKT, pailioH, Ha3BaHWe pecnybankK, Kpas, obnacty,
aBTOHOMHOIO OKpYyra, CTpaHa, NoYToBbIA NHAEKC

Bonpoc 11
TeKcT BOnNpoca
Kog opraHusaummn npocTaBaatoT no:

BbibepuTe 0AMH OTBET:



a. OKB3/
b. ORY[
c. OKATO
d. OKNo
Bonpoc 12
TeKcT Bonpoca
Mpu nsrotosneHnmn Kakmx 6naHkoB opopmasaeTca peksusnt « MHH/KMM»?
Bbibepute oaAnH OTBET:
a. yrnosoro 61aHKa NMcbMa OpraHn3auum
b. npogonbHoro 6naHKka NMcbma opraHmsaumm
C. NpoAonbHOro 61aHKa NMCbMA AOMKHOCTHOMO NLa
d. Bce BapuaHTbl BEPHbI
Bonpoc 13
TekcT Bonpoca
YKaxkuTe npaBuibHbIM BapuaHT oPpopmaeHMA CNpaBoYHOM MHPOPMaL MM 06 opraHn3aumm:
Bbibepute ogMH OTBET:
a.
Ob6LecTBO C OrpaHUYEHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

yn. lonapesa, 4. 2, r. MarHutoropck, YenabuHckan o6n., 455097
Ten. (3519) 27-13-33; ¢akc (3519) 27-11-90;

e-mail: avto@avto.ru

OKMNO 2356447; OrPH 1127776500001,

MHH/KNM 0112220000/011777000




Ha Ne oT

b.
O6LecTBO € OrpaHNYeHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

455097, r. MarHuToropck, ya. Jlonapesa, 4. 2
Ten. 27-13-33; dakc 27-11-90;

e-mail: avto@avto.ru

MHH/KNMN 0112220000/011777000;

OrPH 1127776500001

Ha Ne oT

c.
Ob61ecTBO € OrpaHUYEeHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

455097, r MarHutoropck, YensabuHckana obn., yn. Jlonapesa, a. 2
Ten. 27-13-33; dakc 27-11-90;

e-mail: avto@avto.ru

OrPH 1127776500001,

MHH/KNM 0112220000/011777000




Ha Ne oT

d.
O6LecTBO € orpaHNYeHHOM
OTBETCTBEHHOCTbIO

"MCTOK"

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

e-mail: avto@avto.ru

OKMNO 2356447; OI'PH 1127776500001,

MHH/KNMN 0112220000/011777000

Ha Ne oT

Bonpoc 14
TeKcT Bonpoca
Koa dbopmbl JOKYMEHTa NPOCTaBAAOT MNO...:
BbibepuTe ogMH OTBET:
a. OKy]
b. rcooy
C. yupeauTesibHbIM JJOKYMEHTaM OpraHusaumum
d. FOCT P 6.30-2003
Bonpoc 15
TeKcT Bonpoca

Kakoi Habop undp B KogoBom 0603HaueHMn popmbl AoKyMmeHTa 0720302 o603HavaeT Knacc Gpopmbl
OOKyMeHTa:

Bbibepute oaMH OTBET:
a. 07
b. 302

c. 20



d. 203
Bonpoc 16
TeKcT Bonpoca
Mo Habopy umMdp B KOgoBOM 0603HaYEHUM bopMbl AOoKyMeHTa 0212000 MOXKHO YCTAaHOBUTD:
Bbibepute oaAnH OTBET:
a. Knacc 1 noaknacc GopmMbl LOKYMEHTa
b. Knacc, noaknacc, pernctTpaLMoHHbIN Homep GopPMbl LOKYMEHTA
C. TONIbKO Knacc Gopmbl LOKYMEHTA
d. TonbKo NnoaKnacc Gopmbl JOKYMEHTA
Bonpoc 17
TeKcT Bonpoca
Ha kakunx ¢opmax npocrasnfeTca Koa GopmMbl JOKYMEHTA:
Bbibepute oanH OTBET:
a. Ha HeyHUULMPOBaHHbIX GopMax
b. Ha Bcex 6raHKax
C. Ha BCEX JOKYMEHTAxX
d. Ha yHUdMUMpPOBaHHbIX dopmax
Bonpoc 18
TeKcT Bonpoca

Kakum SOKYMEHTOM A01KHO ObITb onpegesneHo HAMMEHOBAHWE BUAA AOKYMEHTA Ha OKYMEHTE,
n3gaHHOM opraHusauueit, cornacHo FOCT P 6.30-2003:

BbibepuTe oaAnH OTBET:
a. UHCTPYKLMEN No AeNonponsBoacTBy
b. HomeHKnaTtypoW aen
C. yctaBom (nonoxkeHnem ob opraHmsaumnm)
d. nonoxkeHmnem o cnyxbe A0Y
Bonpoc 19
TekcT BOnpoca

Kakomy AOKYMEHTY A0/KHbl COOTBETCTBOBATb HAMMEHOBAHMA BUA,0B LOKYMEHTOB, KOTOpPbIE
OpraHusaums BbIbMpaeT AN 4OKYMEHTUPOBAHMA OPraHM3aUMOHHO-PacnopaAaUTENbHON AEATENbHOCTH,
cornacHo NOCT P 6.30-2003:



BbibepuTe o4MH OTBET:
a. Obwepoccuiickomy KnaccuduraTopy ynpasneH4eckor gokymeHTtaumm (knacc 0200000)

b. MepeyHto TMNOBbLIX YNPaBAEHYECKMX APXMBHbIX AOKYMEHTOB, 06pa3yIOLLMXCA B NpoLecce
AeATeNIbHOCTU TOCYAapPCTBEHHbIX OPraHOB, OPraHOB MECTHOTO CaMOYTPaBEHUA U OPraHN3aLLMi, C
YKa3aHMeM CPOKOB XpaHeHun

¢. FocypapcTBEHHOM cMCTEME AOKYMEHTALUMOHHOIO obecneyeHnsn ynpasaeHus
d. MpaBunam genonpomnssoacTsa B peaepasibHbIX OpraHax UCMONHUTENBHOM BAACTU
Bonpoc 20
TeKcT Bonpoca
Ha Kakmx gokymeHTax HE yka3biBaeTca HaMMeHOBaHMe BUAA AOKYMEHTA:
BbibepuTe oanH OTBET:
a. AOJI)KHOCTHOM MHCTPYKUUM
b. chyxebHoro nucbma
C. cnyebHOM 3anuncku
d. cnpasku
Bonpoc 21
TeKcT Bonpoca

Kem npocTaBnseTcs gata JOKYMeHTa Ha 60/1bLUMHCTBE OPraHM3aUMOHHO-PacnopaaMTeNbHbIX
OOKYMEHTOB:

Bbibepute oguH oTBET:
a. BCe BapuaHTbl BEPHbI

b. cnyk60i LOKYMEHTALNMOHHOIO obecneyeHna ynpaBaeHNa UaN CEKPETAapeEM NPU PerncTpaLum
AOKYMEHTa

C. coCTaBUTENEM NPU NOATOTOBKE AOKYMEHTA

d. AONKHOCTHBIM IMLLOM, NOANMUCBIBAOLWUM AOKYMEHT
Bonpoc 22
TeKcT Bonpoca
Ha KaKux AOKyMeHTax AaTy AOoKymeHTa obopmAsAeT cekpeTaps:
Bbibepute oanH OTBET:

a. Ha npuKasax

b. Ha AeNoBbIX MMCbMax



C. Ha cnpaBKax
d. Ha Bcex JOKyMeHTax
Bonpoc 23
TeKcT Bonpoca
Kakue cnocobbl opopmneHma gaTbl cooTBeTcTBYHOT TpebosaHuam FOCT P 6.30-2003:
1. 09.03.13;
2. 09 mapTta 2013 r,;
3. 09 mapTa 2013 roga;
4.09.03.2013r.;
5.2013-03-09;
6.2013.03.09;
7.09.03.2013.
Bbibepute oaAnH OTBET:
a. BCe BapuaHThbl, Kpome 3
b. Bce BapuaHTbl, Kpome 5
c.1,4,7
d.2,6,7
Bonpoc 24
TeKcT BOonpoca
Mpu NOAroToBKe AOKYMEHTA K MOAMMCAHUIO B peKBU3UTE «[laTa AOKYMeHTa» 3apaHee neyartaloT:
BbibepuTe ogMH OTBET:
a. yncno, mecau, rog
b. uncno
C. Mmeca,
d. rog
Bonpoc 25
TeKcT Bonpoca
Kakoe BbicKa3biBaHue aBnaetca HEBEPHbIM:

BbibepuTte 0anH oTBET:



a. [laTa n perncTpaLMoHHbI HOMEpP AOKYMeHTa 0GOPMAAIOTCA He Ha BCcex BnaHKax

b. PekBM3uTbI «[laTa 4OKYMEHTa» U «PerncTpaunoHHbii HOMep AOKYMEHTa» ABAAKTCA AaHHbIMWU O
perucTpaunmn AOKYMeHTa U NO3TOMY AABNAKOTCA A0Ka3aTeIbCTBOM CYLLLECTBOBaHMA AOKYMEHTa U
BK/IOYEHMEM €ro B AOKYMEHTa/IbHbIN GOHA OpraHn3aLmm

c. PekBu3uTtbl «[lata AOKYMEHTa» 1 «PerncTpaumoHHbIi HOMEpP AOKYMeHTa» 0pOpPMAAIOTCA Ha OAHOM
YPOBHE MO OTHOLLEHMIO APYT K Apyry

d. O6a pekBuaunTa — «[aTa LOKYMEHTa» U «PerncTpaLMoHHbIi HOMEpP AOKYMEHTa» — BbIMOHAOT
topUANYECcKyto GYHKLMIO, @ TaK}Ke BbIMOJIHAIOT NOMCKOBYHO QYHKLMIO, TaK KaK MO3BOAIOT OpraHn3aumnm
BECTU UHPOPMALMOHHO-CNPaABOYHYIO paboTy

Bonpoc 26
TeKcT Bonpoca
KaKoW anemeHT pernctTpaLmMoHHOro Homepa AOKYMEHTa ABAAETCA 0bA3aTeIbHbIM:
BbibepuTe oanH OTBET:
a. MHhopmauMA 0 KoppecrnoHaeHTe
b. nopaaKosbIi Homep
C. UHOEKC Aena no HOMEeHKNaType aen
d. nHbopmaums 06 ncnonHUTENsX
Bonpoc 27
TeKcT Bonpoca
Y10 0603HauYaeT yncno 45 B pernctpalMoHHOM HoMepe, Mmetowem o6o3HadeHne Ne 45/1-5:
BbibepuTe oaAnH OTBET:
a. Kog noapasgeneHuns
b. Homep gen No HomeHKnaType gen
C. NOPALAKOBbLIA HOMEP MO KYpPHay perncrtpaumm
d. Kog KoppecnoHAeHTa
Bonpoc 28
TeKcT BOnpoca
Ykaxute BEPHOE BbicKa3biBaHue:
BbibepuTe oanH OTBET:

a. Ha 61aHKe nucbMa NpoCTaBAAETCA OrpaHNYMTeNbHanA OTMETKa A1A pekBu3uTa «CcblfiKa Ha
PerucTpaLmnoHHbIA HOMEp M AaTy AOKYMEHTa» caeayowmum obpasom: « oT »




b. PekBn3nT «CcbinKa Ha AaTy U PErMcTPauMoHHbIN HOMEeP AOKYMEHTa» 3ano/IHAETCs B
NPenMmyLLLEeCTBEHHO B MMCbMax-oTBeTax. CBEAEHUS B PEKBM3UT NEPEHOCATCA C NOCTYMNMBLUETO JOKYMEHTA

c. CBeaeHus B pekBusnTe «CcblIKa Ha PErMCTPALLMOHHBIM HOMEP M AaTy AOKYMEHTa» NpucBanBatoTcs
opraHu3aumein-aBTopom OTBETHOIO NUCbMa

d. YKasaHue AaHHbIX O NOCTynueLweM nNUCbme Ha 6/1aHKe nNMcbMa B Buae oTae/NIbHONo CCbIZIKMN Ha
perMCTpaLI,MOHHbIﬁ HOMEP U O0aTy AOKYMEHTA HE NCKNIKOYAET HeOGXO,ﬂ,MMOCTM CCblNaTbCA Ha HUX B TEKCTE
OTBET—HOTIO NNCbMa: B Ha4a/sie TEKCTAa NNCbMa BCerga cieagyet nncatb «Ha Baw Ne ... oT...»

Bonpoc 29

TeKcT Bonpoca

Kakasa xapaktepuctmka HE COOTBETCTBYET pekBu3nty « Mecto coctaBneHmna nan UsgaHua OKYyMeHTa»:
BbibepuTe oamH oTeeT:

a. [laHHbI peKkBM3UT 0POPMANAIOT Ha 06LMX BNaHKax 1 61aHKaX KOHKPETHbIX BUAOB AOKYMEHTOB, eC/u
ero onpegeneHune 3aTpyaHEHO NO PeKBU3UTY «HaumeHOBaHWe opraHM3aLmmn»

b. NMpu yKasaHWUM HaceNeHHbIX MeCT B JaHHOM PeKBMU3UTE HEOBXOAMMO MCNO/b30BaTh OOLLENPUHATDIE
COKpaLleHua, oTpaxkeHHble B OKATO

C. laHHbI/ peKBU3UT He 0GOPMANAIOT HA BONBLUMHCTBE UCXOAALLEN AOKYMEHTALMM, TAK MECTO U3L4aHUA
OOJ/IKHO BbITb OTPAXKEHO B PEKBU3UTE «CMpPaBoYHble gaHHble 06 opraHn3auumn»

d. [laHHbIV PEKBM3UT NOMOTraeT MAeHTUOMLMPOBATb aBTOPa AOKYMEHTA, MO3TOMY ero opopmMAAIOT Ha
Bcex 6aaHKax

Bonpoc 30
TeKcT Bonpoca
YKarKuTe HeBepHOe HanncaHue pekBuanTa « MecTo cocTaBneHUA UAN U3LAHUA LOKYMEHTA»:
BbibepuTe oaAnH OTBET:
a. Mocksa
b. MarHuToropck
c. CaHkt-lMeTepbypr
d. cT-ua benokameHHas
Bonpoc 31
TeKcT BOnpoca
B KakoMm nagexe yKasblBaloT AOMKHOCTb /ML B PEKBU3UTE «AgpecaT»:
BbibepuTe oaAnH OTBET:
a. B poaANTE/IbHOM

b. B aatenbHom



C. B UMEHUTENIbHOM
d. B npeanoKHom

Bonpoc 32

TeKcT Bonpoca

B KakoMm najex<e yKasblBalOT HAMMEHOBaHMe OpraHM3aunn U ee CTPYKTYPHOTo nNoApasaeneHns B
peKkBu3nTe «Agpecar»:

Bbibepute ogMH OTBET:
a. B Npeg/iIoKHOM
b. B UMeHUTENBHOM
C. B poauTeNbHOM
d. B JaTenbHOM
Bonpoc 33
TeKcT Bonpoca
YKarknte HEBEPHOE BbicKa3biBaHMe:
Bbibepute oaMH OTBET:

a. MNpuv agpecoBaHnM JOKYMEHTa cbmsmqecr(omy LY CHa4daia YKa3blBakoT d)ammnmo N MHNUmnanbl
nony4yartena, 3atem NOYTOBbIN agpec

b. MNpwv agpecoBaHnM JOKYMEHTa B OpraHM3auMio CHavyana yKa3blBatoT ee NoYTOBbLIN ajpec, 3aTem ee
HanmeHoBaHue

c. Ecnm poKymeHT OTNpPaBAAtoT B HECKO/IbKO OAHOPOAHbIX OPraHM3aLMi UAN B HECKO/IbKO CTPYKTYPHbIX
noapasgeneHunii ogHoM opraHmnsaumnn, To X cneayeT yKasblBaTb 0606LWEHHO, HAaNpUMmep:
Pykosogutenam ¢muananos OO0 «JomocTpoin»

d. B coctaB pekBu3mMTa «AgpecaTt» NoyToBbIM agpec He ABAAETCA 06A3aTeNbHbIM 3/1IEMEHTOM, OH
odpopMAAeTCca No YCMOTPEHUIO OpraHn3aLMmn-asTopa LOKYMeHTa

Bonpoc 34
TeKcT Bonpoca
Ha Kakumx gokymeHTax HE obopmnsaeTca peksmsnT «AgpecaT»:
BbibepuTe ogMH OTBET:
a. NMcbmo
b. cnyxebHas, goknagHaa n 06bACHUTE/IbHAA 3aMUCKK
C. LO/IKHOCTHAA MHCTPYKLNA

d. cnpaskKa



Bonpoc 35
TeKcT Bonpoca

YKaxKuTe NpaBu/ibHbI BapMaHT 0popmMIeHUA pekBu3nTa «AgpecaT» B NUCbMe, HanpaB/isgeMom B
opraHusauumio:

BbibepuTe o4MH OTBET:

FeHepanbHOMY AUPEKTOPY

OAO "Crpoipecypc"

MockBa, yn. usonucHas, 24,
255678

b.
OAO "Crpoitpecypc"
leHepanbHOMY AMpeEKTOpY

C.C. KanawHwukosy

Mocksa, yn. KusonucHas, 24, 255678

255678, MockBa,

yAn. }nsonucHas, 24

leHepanbHOMY AMpeKTOpY
OAO "Crpoipecypc"
C.C. KanawHwukosy

d.
leHepanbHOMY gMpeKTOpY
OAO "Crpoupecypc"

C.C. KanawHwukosy

yn. KusonucHas, 24,



MockBa, 255678
Bonpoc 36
€KCT BOMpoca

Kakol PEKBUSUT UMEET CNeayrolyt0 XapaKTeEPUCTUKY: «Ero coctaBHble YacTu MOTYT BK/1HOYATb:
HanMeHOBaHWe ydypexaeHuna, opraHnsaummn, HanmeHoBaHME CTPYKTYPHOIO nogpasaesieHnA,; ykasaHune
AO/KHOCTU nonyyvaTtena; uHnymnanbl, cba:v\mnmo; NOYTOBbIM aapec:

BbibepuTe oanH OTBET:
a. pesonouma
b. rpn¢ cornacosaHus
C. CNpaBOYHble AaHHble 06 opraHM3aumm
d. agpecar
Bonpoc 37
TeKcT Bonpoca

KaKkol peKBU3NUT BKAOYAET Cieayolwme aeMeHTbl: amMuanm, HULMAbl UCNIONHUTENER; coaepKaHne
NopyyYeHnaA; CPOK UCMONHEHWA; NOANUCH; AaTY:

Bbibepute oaMH OTBET:
a. pesoatoumsa
b. rpud cornacosaHus
C. rpud yTBEpPHKAEHMUA
d. Tekct
Bonpoc 38
TeKcT Bonpoca
YKarKuTe BepHbIi BapMaHT 0pOpMIEHUA PE3OOLUM PYKOBOAMTENA:

Bbibepute oaMH OTBET:

Conosbesy U.K.

MpoLwy noAroToBUTb NAaH paboTbl Ha
BTOpOe noayroaue K 28.12.2013.
Noanuce pykosoautensa

10.12.2013

b.



CkBopuosy U.A.
MpoLwy paccmoTpeTsb.
Moanuce pykoBoautens

10.12.2013

B npukas
Moanwvck pykosoautens

12.12.2013

Bcem npuHATbL yyacTume.
Moanuck pykosoautens
12.12.2012
Bonpoc 39
TeKkcT Bonpoca
Kakow pekBusnt HE oTparkaeT aTanbl paboTbl Hag NOPYyYEHUEM:
Bbibepute ogMH oTBET:
a. pesontouusa
b. Bu3a cornacoBaHus
C. OTMETKA O KOHTpo/e
d. oTmeTKa 06 UCNO/IHEHUWN AOKYMEHTa U Hanpas/IEHUN €ro B Ae0
Bonpoc 40
TeKcT Bonpoca
YKarKuTe BepHOe BbICKa3blBaHME:
BbibepuTe ogMH OTBET:

a. OTMeTKa 0 KOHTPO1Ie NPOCTaBAAETCA B 3aK/IOUMTENbHON YaCTU TEKCTA IOKYMEHTA B BUAe
KAULWIMPOBaHHOM ¢pasbl «KOHTPOAb UCMONHEHWNA BO3OXUTD Ha...» UK «KOHTPONb UCMONHEHUA
ocTaBAAto 3a coboi»

b. Hannumne oTmeTKK, B NepByto odepenb, AUCUUNANHUPYET PYKOBOAUTENA U AeN0NPOM3BOANTENS,
KOTOpble 3aMHTEPECOBaHb! B UCMONHEHUN JOKYMEHTa

c. OTMeTKy 0 KOHTpoIe 0POPMAAIOT OAHUM U3 CNOCOBOB: BYKBOW «K», CTOBOM MK LUTAMMNOM
«KOHTpONb» M pa3melLaeTcss B MPAaBOM BEPXHEM Yy CNYKeHBHOro Nons AOKYMeHTa



d. OTMeTKa 0 KOHTPOJIe NPOCTABAAETCA UCNONHUTENEM LOKYMEHTA
Bonpoc 41
TeKcT Bonpoca
KaKoW peKkBM3UT opopmnseTca NocneaHUM nepes, Tem, Kak JOKYMeEHT byaeT OTNpaB/aeH Ha XpaHeHMWe:
Bbibepute oaAnH OTBET:
a. oTMeTKa 06 MCNONHEHMM AOKYMEHTa W HanpaBieHUM ero B 4eNo
b. oTmeTKa 0 NOCTYNAEHUN AOKYMEHTa B OpraHM3aLmio
C. rpud yTBEepaeHuA
d. oTmeTKa 06 ncnonHutene
Bonpoc 42
TeKkcT Bonpoca

Kakas ¢opmynnpoBKa 3aro/ioBKa K TEKCTY ABAETCA BEPHOM (B CKOOKax 0603HAYEH BUA, LOKYMEHTA, K
KOTOpOoMy CHOPMYIMPOBAH 3aroN0BOK):

BbibepuTe 0aMH OTBET:
a. (OOrOBOP) ans nocTaBOK TOBapoB
b. (MPUKA3) 06 yTBEPKAEHNUM UHCTPYKL MM NO Ae10NPON3BOACTBY
c. (QONHKHOCTHAA UHCTPYKLUMA) rnaBHOMy bByxrantepy
d. (Mpukas) O H.K. NeTpose
Bonpoc 43
TeKcT Bonpoca
B Kakux cnyyaax odopmieHne 3aronoBka K TEKCTy ABnAeTcA o6A3aTeNnbHbIM:
BbibepuTe 0anH oTBET:
a. Ha OpraHU3aLMOHHO-PACNoOPAANTENBHOM AOKYMeHTe popmaTta Ad

b. 3aronoBoK K TEKCTY A0/1:KEH Od)OpMﬂﬂTbCFI Ha Bcex 6e3 UCK/IoYeHUs
OpPraHn3aLMoOHHO-pacnopAanNTENbHbLIX AOKYMEHTAX

C. Ha JOKYMEHTaX, TEKCT KOTOPbIX He npeBbiwaeT 3-5 cTpok

d. Ha opraHM3auMOHHO-pacNopPAAUTENBHOM AOKYyMeHTe popmaTa A5
Bonpoc 44
TeKcT Bonpoca

FnasHbIM PEKBUSUTOM OOKYMEHTA AB/IAETCA:



Bbibepute oaMH OTBET:

a. neyarb

b. nognuce

C. AaTa

d. Tekct

Bonpoc 45

TeKcT Bonpoca

B Kakom BUAE BO3MOXKHO 0pOpM/IeHME TEKCTA OPraHM3aLMOHHO-PACcNopPALMTENIbHOIO AOKYMEHTA:
Bbibepute ognH OoTBET:

a. B BUAEe UAACTpaunit

b. B BUAE coeanHeHUA aHKeTbl, TabaunLbl, CBSA3HOIO TEKCTA

C. B BUAE YepTerkel

d. B Buae ¢otonsobparkeHuni

Bonpoc 46
TeKcT Bonpoca

Kakyto uHdopmaLmo NOMELLAIOT BO BTOPOM (3aKNHOUYUTENbHOM) YaCTU TEKCTA IOKYMEHTA:
BbibepuTe ogMH OTBET:

a. NpocbObI

b. ocHoBaHwus

C. MPUYUHbI

d. uenu

Bonpoc 47
TeKcT Bonpoca

Kakyto nidopmaumto HE nomelatot B nepBoi YacTu TEKCTA AOKYMEHTa:
BbibepuTe ogMH OTBET:

a. peweHus

b. npuunHbl

C. NpeasIoXKeHus

d. pekomeHgauum



Bonpoc 48
TeKcT Bonpoca

Kakoe odopmneHne ocHoBaHUS AOKyMeHTa cooTBeTcTByeT TpeboBaHuam FOCT P 30-2003 (B ckobKax
0603HauyeH KAYEeBOM r1aroa pacnopsanTesibHOM YacTu AOKYMEHTA):

BbibepuTe o4MH OTBET:

a. Ha ocHoBaHmM npukasa MuHuctepctBa ob6pasoBaHuMaA 1 Hayku PP ot 15 sHBapa 2013 Nel15 «O
nopsake nposeaeHus atrectaumm sysos» (MPUKA3bIBAIO)

b. B cBA3K C HEOBXOAMMOCTbIO UCNONHUTL NPUKa3 MuHUcTepcTea (NMPUKA3bBIBAKD)
¢. Bo ncnonHeHne npukasza OAO «MMK» No 45 «O nopsaxe 3akntoueHus gorosopos (MPEAJTATAIO)
d. C uento UCNoNHEHUs NpUKasa pekTopa 06 ykpenieHun Tpyaosoi aucumnauHbl (MPEAJTATARO)
Bonpoc 49
TeKcT Bonpoca
B Kakom goKkymeHTe TeKcT HE n3naratot oT nepsBoro A1ua eaMHCTBEHHOro Yncna:
BbibepuTe oaAnH OTBET:
a. B NpoToKone
b. B npukase
C. B 3aABNeHUU
d. B nucome
Bonpoc 50
TeKcT Bonpoca
YKaxkuTe BepHoe opopmaeHne OTMETKU O HAMYUM NPUNOKEHUA B MUCBME:
BbibepuTe 0aAnH OTBET:
a. MpunoxeHue: Ha 3 n. B 1 3K3.
b. MpunoxeHune: He nmeeTcA.
c. MpnnoxkeHune: No TeKcTy Ha 3 n. B 1 3Ks.
d. MpunoxkeHue: ynomsaHyToe Ha 3 n. B 1 3K3.
Bonpoc 51
TeKcT Bonpoca

BbibepuTe NpaBUbHbIA BapMaHT 0pOpMIEHNA NOANNCK B pacnopaamuTeIbHOM SOKYMEHTE OpraHu3aLmm
(npuKase, pacnopsxKeHUn):

Bbibepute ogMH oTBET:



FeHepanbHbI gUpPeKTop

000 «Komnac» Moanuce
M.I. bensakos

12.12.2013
b.

leHepanbHbIN gUpPEKTop MNognucb
M.I1. benakos

[eHepanbHbI ANpPEKTOpP MNoanuce
M.IN. benakos

12.12.2013

FeHepanbHbIV gUpPEKTOp

000 «Komnac» Moanuce
M.I. benakos

Bonpoc 52
TeKcT Bonpoca

Ecnv 3amecTUTeNb PyKOBOAUTENA OpraHM3aummn MMeeT NPaBo NOANUCHIBATb AOKYMEHTbI BMECTO
PYKOBOAMUTENSA B C/ly4ae €ro BPEMEHHOMO OTCYTCTBUA, KaK A0/KHA 6biTb 0popmaeHa NOAMNUCH:

Bbibepute oaMH OTBET:

Bp. 1.0. reHepanbHOro gMpeKkTopa Mcaes
O.H. Ucaes

b.

M.0. reHepanbHOro gMpeKkTopa Ucaes
O.H. Ucaes

3am. reHepanbHOro gMpeKkTopa Ucaes
O.H. Ucaes

/TeHepanbHbIN ANpeKTop Ucaes
N.N. Casenbes



Bonpoc 53

TeKcT Bonpoca

KaK oomkHa 6bITb O(bOpMIIEHa noanucb, ecnu KOMMep‘-IECKVIf/‘I AVPEKTOP HaxoaAnTCA B OTNYCKe, a

ncnosiHeHWe ero ob6s3aHHoCTEN NMPUKAa30M BO3/1I0KEHO HA 3aMeCTUTENA KOMMEPYECKOTO ANUPEKTOpPa:

BbibepuTe o4MH OTBET:

Kommepyeckuit gupekTtop
H.P. Pa3aHos

b.

/ Kommepueckuii gupeKkTop
E.[. Edpemos

MN.0. KOMMepYECKOoro AMpeKkTopa
E.O. Edpemos

d.

3aM. KOMMepPYECKOTo AMPEKTOPA
E.O. Edpemos

Bonpoc 54

TeKcT Bonpoca

Edpemos

Edpemos

Edpemos

Edpemos

Ha Kakom goKymeHTe He odopmAntoT rpud yTeepxaeHMA. Kakoit 4oKymeHT HE nognexut

YTBEPKAEHWIO:

Bbibepute oaMH OTBET:

a. Ha 3aAB/ieHUn

b. Ha akTe

C. Ha UHCTPYKLMH

d. Ha ycTaBe opraHusaumm
Bonpoc 55

TeKcT Bonpoca

Kakune 13 nepeyncieHHbix 4oKymeHToB HE yaocToBepstoTcA OTTUCKOM NMevyaTu opraHu3aumu:

BbibepuTe oguH OTBET:

a. 0roBopbl



b. cnpasku
C. rapaHTUiiHble NUCbMa
d. npuKassl
Bonpoc 56
TeKcT Bonpoca
KaKoW peKBM3UT OTparKaeT BHELLHEee COr/lacoBaHNe AOKYMEHTa:
Bbibepute oaAnH OTBET:
a. BM3a O3HAaKOMJIeHUA
b. B13a cornacosaHusa
c. rpud yTBEPNKAEHMA
d. rpnd cornacosaHums
Bonpoc 57
TeKkcT Bonpoca

Kakomy peKBM3WUTY COOTBETCTBYET C/IeAyHOLLANA XapaKTepMCTUKA: «ITOT PEKBU3UT BKAKOYAET
HauMeHOoBaHWe AOMKHOCTU, NOAMNMUCH, PACUMPPOBKY NoanNuUcK (MHULMANbIL, GaMUAMKIO) U AaTy»:

BbibepuTe oaAnH OTBET:
a. pesonouma
b. BU3a cornacosaHus
C. OTMETKa O 3aBepeHUN Konum
d. noanucb
Bonpoc 58
TeKcT Bonpoca

Ha Kakom IK3emMnaiape Aenosoro nMcbma, NnoArotoBIEHHOM AON1A OTNPABKU agpecaTty, NpPpoCTaBNAKOTCA
BU3bl:

BbibepuTe 0AMH OTBET:
a. Ha NUCbMax BU3bl He 0pOPMAAIOT
b. Ha NOANMHHKKE, OTNPaBASEMOM afpecaTy, U Ha KoNWUW, MOMELLLAEMON B Ae/10 OpraHn3aLmm
C. Ha NOANMHHMKE, OTNPABASEMOM afpecaTty
d. Ha KonuK1, NomMeLL,aeMoli B fie10 OpraHM3aLmm

Bonpoc 59



TeKcT Bonpoca

Ecnv AONXKHOCTHOE NNL0 He COr1acHO C TEKCTOM AOKYMEHTA, UMEET I OHO NPaBO OTKA3aTbCA OT
Od)OpMJ'IeHMFl cornacoBaHuA:

BbibepuTe 04MH OTBET:

a. [a, numeet NnpaBo, TaK KakK 1 BHELLHEE, N BHYTPEHHEE COrnacoBaHue O(I)OprI‘r'II'OTC‘r'I TONbKO B C/iy4ae
cornacuAa C TEKCTOM AOKYMEHTa

b. Ja, umeeT NpaBo, ec/n 3To rpnd cornacosaHus
c. [la, umeeT NpaBo, ecau 3To BU3a COrNacoBaHmUA

d. Het, He umeet NpaBo, TaK KakK N BHELLIHEeEe, N BHYTPEHHE COrnacosaHne Tpe6yr0T obA3aTenbHOro
cornacua

Bonpoc 60
TeKcT Bonpoca

Kakomy peKkBM3UTY COOTBETCTBYET C/IEAYIOLLANA XapPaKTEPUCTMKA: « ITOT PEKBU3UT BK/THOYAET
3aBepUTENbHYI0 Haanuck: "BepHo"; 4OMKHOCTb ANLA; INYHYIO NOANNUCH; paclundPOBKY NOANMCK
(MHuumMansl, bamunumio); paty»:

BbibepuTe oaAnH OTBET:
a. OTMeTKa 06 MCNONHEHUM JOKYMEHTA W HAaMNpPaBieHUM ero B 4eN0
b. oTMeTKa 0 3aBEPEHUM KOMUN AOKYMEHTA
C. pesonwoumsa
d. noanucb
Bonpoc 61
TeKcT Bonpoca
YKarKuTe BapuaHT obopMAeHUs OTMETKN 06 ncnonHuTene, yctaHosneHHbin FTOCT P 6.30-2003:

BbibepuTe 0AMH OTBET:

O.T. MecTpaKkosa
223475
b.
Mectpakosa Onbra N'eHHaAbeBHA

Ten. 22-34-75



Ucn. NecTtpakosa Onbra NeHHagbeBHa

22-34-75

Mectpakosa O.I.
22-34-75
Bonpoc 62
TeKcT Bonpoca

Kakomy (-Mm) peKBM3UTY (-am) COOTBETCTBYET C/eAytoLLasA XapaKTEPUCTUKA: K...COAEPKNUT ouepeaHon
NopsAAKOBbIM HOMeEP M AaTy (NpU HEOBXOAMMOCTUN — YacCbl U MUHYTbI); NPOCTAB/AIOT B MPABOM HUNKHEM
YFNy NMLEBOW CTOPOHbI NEPBOro ANCTa LOKYMEHTA UK Ha ero obopoTe»:

BbibepuTe oanH OTBET:
a. OTMeTKa 0 NOCTYN/J1eHUM AOKYMEHTA B OpraHu3aumio
b. naeHTMdMKaTOP 3NEKTPOHHOM KONUK JOKYMEHTA
C. CCbI/IKA HA PErncTPaLMOHHbIA HOMEpP M AaTy AOKYMEHTA
d. perncTpauMoHHbIN HOMEp U AaTa LOKYMEHTa
Bonpoc 63
TeKcT Bonpoca
Kakol peKkBM3nUT NCNosib3yeTca ANA YA0CTOBEPEHMUA 3/IEKTPOHHOIO AOKYMEHTa:
BbibepuTe oaAnH OTBET:
a. PErmcTPaLMoHHbI HOMEpP AOKYMEHTA
b. anekTpoHHas umbpoBas noanmch
C. UAEHTUPUKATOP INIEKTPOHHOM KOMUU SOKYMEHTA

d. Kog popmbl AOKYMEHTA

MpaKTnyeckoe 3agaHne 4

1.0nupascb Ha Gopmynap NONOXKEHMUA O CTPYKTYPHOM NoApa3aeNeHnr, NPoL0IKUTE BbICKa3blBaHMS,
3ano0J/IHMB NPOMNYCKK:

MonokeHune o CTPYKTYPHOM noapasae/ieHnun:

A) paspabatbiBaeT ;

B) noanucbiBaer ;

B) 4,01KHO BbITb COrNAcoOBaHO C ;




) yTBep:gaeT ;

[) BBOAMTCA B AelicTBue ;

E) noanexxuT nepecmoTpy npu

2. OnpefennTe, K KAKOMY OPraHMU3aLMOHHOMY AOKYMEHTY OTHOCATCA Npeanaraemble GparmeHTbl
OOoKymeHTOoB. CBOM OTBET 06OCHYTE.

TEKCT 1:
1 dupmeHHOe HaMMeHOBaHME N MeCTOHaxoXaeHune obluecTsa

1.1.MonHbIM GMPMEHHBIM HauMeHOBaHMeM obLecTsa ABaseTcA: O6LLEeCTBO C OrpaHUYEHHOM
oTBeTcTBeHHOCTbio «HITA». CoKpalleHHoe pupmeHHOe HanmeHoBaHMe oblectBa — 000 «HITA».

1.2.MecToHaxoxaeHune obuiectsa (noutoBbIl agpec): MonoaeKHbiii npocn., 15, r.
KpacHonapck-45,630091, Poccuiickas Pepepaums.

TEKCT 2:
Obwue nonoxeHun

1.1.CeKpeTapb-pedepeHT OTHOCUTCA K KaTeropmMm CNneumanmnctos NpegnpuaTmsa, NpMHUMaeTCs U
YBOJIbHAETCA ANPEKTOPOM.

1.2.0cHOBHbIMM 334a4amm cereTapﬂ—ped)epeHTa ABNAETCA OpPraHN3aynNoHHOE N JOKYMEHTAaUNOHHOE
obecneveHune ynpaBnqueCKon AeATENbHOCTU.

TEKCT 3:

1.1. SneKkTponpoBoOAKa B y4ebHbIX MOMELLLEHUAX AONKHA HAXOAUTLCSA B UCMPABHOM COCTOSIHUW.
ConpoTuB/ieHNE U30ASLUN NPOBOAOBAOIKHO NEPUOAMNYECKM 3aMEPATLCA, MPU HEOOXOANMOCTH
OO0/KEH NPOM3BOAMTLCA peMOHT. 1.2. 3anpeLaeTca NpMMeHATb ANA 3aWMTbl 3/1IEKTPOCETEN BMECTO
aBTOMATUYECKUX NPEAOXPAHUTENEN U NNABKUX BCTABOK 3aLUMTY KYCTapPHOIO M3rOTOBIEHMUA (KIKYUKNY).

TEKCT 4:

1.1.MHCTPYKTOpP NepBoit KaTeropmuu oTaena Kaapos, OpraHM3aLMoHHO-MACcCOBOW paboTbl U KOHTPOIA
OTHOCWTCA K KaTeropmm cneumnanmcros.

1.2.Ha goMKHOCTb MHCTPYKTOPaA NepPBOIA KAaTErOPUM HA3HAYAETCA INLO, MMELOLLEE BbiCLLEE
npodeccnoHanbHoe obpasoBaHune, 6e3 npeabaBaeHUA TPeOOBAHWUM K CTaxKy paboTbl.



1.3.HasHayeHne Ha O0/IKHOCTb MHCTPYKTOpPa ﬂepBOVI Kateropumn n OCBO60)K,CI,6HVIe OT Hee npons3BoaAunTCA
NOoCTaHOBNAEHNEM (paCI'IOp'r'I)KEHVIGM) COBETa UK NpasB/iIEHUA.

TEKCT 5:
1. Obuwme nonoxKeHus

1.1./lutepatypHasa npemusa «Pycckaa paHTacTuKa» (Janee no TeKCTy — nNpemus) NpUCyKaaertcs
€}KerofHo 3a Nydwee paHTacTUYECKOE Npou3BeaeHUe KpynHoi Gdopmbl, onybanKoBaHHOE B roay,
npeaLwecTBYOWEM NPUCYKAEHUIO MTPEMUMN,

1.2.B KayecTBe AOMNONHUTENbHbBIX HOMWHALMIA HAa COUCKaHWE NpemMun, He 06A3aTeNIbHO NPUCYKAAEMbIX
€XXerogHo, MOryT Tak»Ke g06aBnaTbcA HOMMHaLMK «3a fydlee GpaHTacTUYECKOE NpoM3BeaeHNe
cpeaHen ¢opmbi», «3a Nydwee paHTaCTUUYECKOE Npon3BeaeHNE Manon GopmMbI».

1.3.Yypeautenamm npemmn ABNAIOTCA cepsep «PyccKkaa GaHTacTMKa» M NepcoHanbHO: AneKkcaHap
YnbsHoB, AmuTpuii BatonuH, Bnag JypHuUukmnii, KoHCTaHTUH MpuwmnH, AnekcaHgp Cuaoposumu.

1.4.Mpemus NpucyKaaeTcs Ha OCHOBAHUMN UTOTOB TallHOTO ABYXTYPOBOrO ronocoBaHus. Mepsbiii Typ
ro/10COBaHUA NPOBOAUTCA B KOMMbIOTEPHbIX ceTAX MHTepHeT (rosiocytoT nocetTutTenu cepeepa «Pycckas
daHTacTMKa») U Ha mecTax (ro/IocyoT NoANUCYMKUN IXOKOHDEPEHUMIA, NOCBALLEHHbIX GpaHTacTUKe).
BTopoli Typ ronocoBaHMA NPOBOANTCA Cpeam pPeakTopoB cepBepa «Pycckan paHTacTuka» (cm. n. 4.2). B
0c0b0 0roBOPEHHbIX HUXKE CNyYasnx AOoMycKaeTca NpoBeaeHne A0MNONAHUTEIbHOrO Typa roJ10CoBaHMS
cpeau yupegutenen npemmu.

1.5.Mpemus MoXKeT NpUCY*KOaTbCA OAHOMY U TOMY e aBTOpY 3a pa3/InyHble NponsBeaeHus He 6onee
[ABYX pPa3 B Ka)kAoM U3 HOMUHALUNA.

1.6.BpyyeHune npemunmn nponssoamTca Ha exxerogHom KoHpepeHUnn « MHTEepNpPecCcKoH».

Mpu oTBETE Ha AaHHbIV Bonpoc, obopmMmuTe ero B Buae Tabnmupl:

TeKcT 1 ero Homep HanmeHoBaHWe BMAa OpraHN3aLMOHHOIO AoKyMeHTa O60CHOBaHMe
OTHeCeHMA TeKCTa K laHHOMY BUAY OPraHM3aLMoOHHOTO AOKYMEHTa

Teker 1
Tekcrt 2
Tekct 3
Tekct 4

TeKkeT 5

. TecT K pasaeny 2 (3 cem) /



Bonpoc 1
Kakomy TepmMMHY COOTBETCTBYET CNEAYIOW,AA XapaKTepUCTUKa:

370 BUA, MMCbMEHHOIO AOKYMEHTA, B KOTOPOM QUKCUPYIOT pelleHns agMUHUCTPATUBHBIX U
OpraHU3aLMOHHbIX BOMPOCOB, a TaK)Ke BONPOCOB YNPaB/ieHNs, B3aMMOAeNCcTBuMA, obecneyeHmns u
peryaMpoBaHuA AeATeIbHOCTM OPraHoB BAACTU, YUPEXAEHWI, NPeanpUATUIA, OpraHM3aumni, nx
noApasseneHnin 1 AOMKHOCTHBIX UL

Bbibepute oanH OTBET:

a. ynpaBieHYeCKNA LOKYMEHT

b. odnuManbHbIN 4OKYMEHT

C. CNIYXKEOHbIN AOKYMEHT

d. opraHM3auMoOHHO-pacNoPAANTENbHBIN AOKYMEHT
Bonpoc 2

Kakoe onpegeneHve cooTBETCTBYET CTAHAAPTU3MPOBAHHOMY ONpPEAENEHUIO
OpraHM3aLMOHHO-PACNOPAAMUTENBHOTO AOKYMEHTa:

BbibepuTe 0AMH OTBET:

a. lokymeHT, obecneunsaowmnini GyHKUMOHUPOBAHMNE M B3aMMOCBA3b YNPaBAAOLWEN U yNpaBasemon
CUCTEM Ha BCEX YPOBHSAX

b. Bug, nMCbMeHHOro AOKYMEHTa, B KOTOPOM GUKCUPYIOT pelleHne agMUHUCTPATUBHBIX U
OpraHU3aLMoOHHbIX BOMPOCOB, a TaK)Ke BONPOCOB YrpaB/ieHns, B3aMmoaencremns, obecrnedeHms n
peryaMpoBaHuA AenaTeIbHOCTM OPraHoB BAACTU, YUPEKAEHMI, NPeAnPUATUIA, OpraHU3aumin, ux
noApasaeneHnin u A0NKHOCTHbIX KL,

C. [JOKYMEHT, CO34aHHbIN OPUANYECKUM UAN GUINYECKUM TULLOM, OPOPMIEHHDBIN U YAOCTOBEPEHHbIN
B YCTAHOB/IEHHOM MopAaKe

d. OdmumanbHbIA AOKYMEHT, UCMOIb3YEMbIN B TEKYLLEN AEATENBHOCTU OpraHM3aumm
Bonpoc 3

Cpean NoKaibHOW OpraHM3aLMoHHO-PacnopaanUTENIbHOM OKYMEHTALMM BbICLUMM HOPUANYECKUM
cTaTycom obnapaert:

BbibepuTe 04WH OTBET:
a. pacnopaguTesibHan AOKYMeHTauun
b. HPOpPMaUMOHHO-CNPaABOYHAA OKYMEHTALMA

C. BCce rpynnbl Opl'aHM3aLI,MOHHO-paCI'IOpﬂAMTeIIbHOVI AOKYMeHTaunun OGIIBAEHOT OANHAKOBO BbICOKMM
IOPUANYHECKUM CTAaTyCOM

d. opraH13auMoHHas AOKYMeHTaumA

Bonpoc 4



B Kakom psay Bce nepeyncieHHblie BUAbl 4OKYMEHTOB OTHOCATCA K OPraHMn3aLMOHHO-NPaBOBbIM:
BbibepuTe 04MH OTBET:

a. yupeamuTeNbHbIn f0roBop; yKas MpesnaeHTta PP; MHCTPYyKUMA NO AeN0NPON3BOACTBY

b. ycTaB, wWrtaTHOE pacnucaHue, oTyeT

C. MpaBwuna BHYTPEHHEINO TPYyA0BOro pacnopAagKa, ILI,OJ'I){'(HOCTHOI‘/JI pernameHrT, aAMMHMCTpaTMBHbIﬁ
pernameHT

d. nono¥xeHne o CTPYKTYPHOM NoApasaeneHunn, AOMKHOCTHAA HCTPYKLMA, aHAIMTUYECKasA CNpaBKa
Bonpoc 5
TeKcT Bonpoca
K opraHusaunoHHo-npasosbim gokymeHtam HE OTHOCATCA:
Bbibepute oaAnH OTBET:
a. MHCTPYKLMH
b. yctaBbl
C. NpaBuna
d. aKkTbl
Bonpoc 6
TeKcT Bonpoca
Kakon npusHak HE XAPAKTEPEH gna opraHnM3aunMoHHO-NPaBOBbIX 4OKYMEHTOB:
BbibepuTe oaAnH OTBET:
a. NOANMCbHIBAOTCA, MO3TOMY UMEIOT PEKBU3UT «MOAMUCHY
b. aBnAOTCA 6HCCPOUHBIMM U AEUACTBYIOT 40 UX OTMEHbI UM 3aMEHbl HOBbIMU
C. YTBEPKAAOTCA, MO3TOMY MMEIOT PEKBU3UT «TpUd yTBEPKAEHMAY
d. ABNAOTCA ANPEKTUBHBIMM, MOSTOMY MMEIOT PEKBU3UT KOTMETKA O KOHTPOAE»
Bonpoc 7
TeKcT BOMNpoca
K yupegutenoHbim aokymeHTam HEJ/1b3A oTHecTu:
BbibepuTe oaAnH OTBET:
a. yCTaB opraHusaumu
b. yupeguTenbHbiii gorosop

C. NosIoXKeHue 06 opraHunsauu1un



d. nonoXKeHne o CTPYKTYPHOM NoApasaeneHum
Bonpoc 8
TeKcT Bonpoca

Kakoit (-ne) goKkymeHT (-bl) apnaeT(-toT)ca yupeautenbHbim (-1) N8 akLMOHEPHbIX 06LecTB B
COOTBETCTBMM C aKTya /IbHbIM 3aKOHOAATE/IbCTBOM:

Bbibepute oaAnH OTBET:
a.ycTaB
b. ycTtaB v yupeamTenbHbln fOroBop
C. yYpeauTenbHbI A0rOBOP
d. nosnoxeHue 06 aKLMOHEpPHOM obLiecTBe
Bonpoc 9
TeKcT Bonpoca
Kakue ctpyktypbl HE MOTYT IENCTBOBATD Ha OCHOBE MONOMEHMIA:
BbibepuTe oaAnH OTBET:
a. 6r04KeTHble HEKOMMeEPYECKME OpraHn3aLmm
b. KoMmMepueckne opraHmsaLmm
c. unmansl, NpeacTaBUTENbCTBA, OTAE/IEHUA KOMMEPYECKMX OPraHn3aLmm
d. CTPYKTypHble NoApasaeneHns HEKOMMEPYECKMX U KOMMEPYECKUX OpraHM3aLmii
Bonpoc 10
TeKcT Bonpoca
Kakom Bug yctaBa HE CYLLECTBYET:
BbibepuTe oaAnH OTBET:
a. yCTaB MHAVBUAYAbHOTO NpeanpUHMMATENA
b. yctaB 0buiecTBeHHOMN opraHu3aumm
C. YCTaB rocyAapCTBEHHON MM MYHULMNAbHOM OpraHn3aumum
d. ycTaB KOMMepPYECKOM opraHn3aLmm
Bonpoc 11
TeKcT Bonpoca

Kakoit PEKBU3UT OTNINYHAET oq)opmneHme yCTaBa OT 4pyrnx snaoB opraHn3aumMoOHHO-MPaBOBbIX
AOKYMEHTOB!



Bbibepute oaAnH OTBET:
a. Hannuue rpuda yTBEPHKAEHMUA
b. Hannume noanucei
C. HaIMYMe OTMETKM O ero perncrpaumm
d. HannuKne BM3 O3HAKOMIEHUA
Bonpoc 12
TeKcT Bonpoca

Y KaKoro Buaa OpFaHM3aLLMOHHO-ﬂpaBOBOﬁ AOKYMEHTaUnn Tp86OBaHMﬂ K TEKCTY YCTAHOB/IEHbI B
3aKOHO4ATe/IbHOM NopALaKe:

Bbibepute oaAnH OTBET:
a. AOJI)KHOCTHAA MHCTPYKLMA
b. MHCTPYKUNA HOPMATUBHO-METOANYECKOTO XapaKTepa
C. ycTaB
d. wraTtHOe pacnucaHue
Bonpoc 13
TeKcT Bonpoca
KaKon opraHn3aunoHHbIN AOKYMEHT MMeeT YHUULMPOBaAHHYIO dopmy:
BbibepuTe oaAnH OTBET:
a.ycTaB
b. MHCTPYKUMA NO £eN0NPON3BOLCTBY
C. WTATHOE pacnucaHue
d. LONKHOCTHOM pernameHT
Bonpoc 14
TeKcT Bonpoca

OnpegennTe, K KAKOMY OPraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA NpeasiaraemMblii GparmeHT TEKCTa
AOKYMeHTa:

1. (DMpMEHHOE HanmeHOBaHME N MECTOHAXoXaeHne O6LI.I,ECTBa

1.1.MNonHbIM GPUPMEHHBIM HauMeHOBaHWeM obLecTBa sBaAeTcA: O6LWECTBO C OrPaHUYEHHON
oTBeTCTBEHHOCTbIO « MUP». CoKpalLeHHoe dpupmeHHOe HammeHoBaHWe 0bwectea — 000 «MUP»,

1.2.F0puaunyeckuii agpec obuiecrsa: ya. CpegmsemHomopckKas, Aa.1, r. Mariutoropck, YenabuHckan
06n., Poccusa, 455012.



Bbibepute oaAnH OTBET:
a. nonoxeHwe o6 opraHmsaumm
b. npaBuna BHelWwHe Nnepennuckm opraHn3aLmm
C. ycTaB
d. MHCTPYKUMA NO AeNonpon3BOLCTBY
Bonpoc 15
TeKcT Bonpoca

OnpegenvTe, K KAKOMY OPraHU3aLMOHHOMY SOKYMEHTY OTHOCUTCA NpeasiaraemMblii GparmeHT TEKCTa
AOKYMeHTa:

Obuwue nonoxeHun

1.1.CekpeTapb-pedepeHT OTHOCUTCSA K KaTeropuu cneumasncToB NpeanpuaTus, MPUHUMAETCA U
YBOJIbHAETCA ANPEKTOPOM.

1.2.0cHOBHbIMM 334a4aMn CEKpeTapa-pedepeHTa ABNAETCA OPraHM3aLMOHHOE U AOKYMEHTALMOHHOE
obecneyeHune ynpaBaeHYeCKoM AeATeNbHOCTH.

Bbibepute ogMH oTBET:
a. NpaBW/ia BHYTPEHHEro TpyA0BOro pacnopsaka
b. LOMKHOCTHAA UHCTPYKUMA
C. MUHCTPYKLMA NO nepcoHany
d. nonoxkeHne o6 otaene 4enonpon3BoACcTea
Bonpoc 16
TeKcT Bonpoca

OnpegennTe, K KAKOMY OPraHM3aLUMOHHOMY AOKYMEHTY OTHOCUTCA Npeasiaraemblit GparmeHT TeKCTa
OOKYMEHTa:

1.1. 3!'IEKTp0I'I|f)OBO,D,Ka B yLIEGHbIX nomeweHnAax Ao/1KHa HaXoAnTbCA B UCMPABHOM COCTOAHUN.
COI'IpOTMB!'IEHME n3oiAaunm NnpoBoaoB AO/IXKHO nNepnoanyeCkmn 3amMepAaTbCA, Npu H606XOAMMOCTM
AO0NKeH NPpon3BoaAnNTbCA PEMOHT.

1.2. 3anpewaeTca NPUMEHATb ANA 3aLWMTbl S/1EKTPOCETEN BMECTO aBTOMATUYECKMX NPESOXPAHUTENEN U
NN1IaBKMX BCTABOK 3aLLMTY KYCTaPHOTO U3rOTOBAEHUA («IKYUKMY).

BbibepuTe 04MH OTBET:

a. AO0/IXKHOCTHAA MHCTPYKUUA 3aMeCTUTENA AUPEKTOPA MO BOMNPOCaM TEXHUKN 6e3onacHoCTH y‘-IE6HOFO
3aBegeHuA

b. TMNOBOE NonOXKeHMe 0 TEXHUKe 6e30MacHOCTU B y4ebHbIX 3aBeeHMAX



C. MUHCTPYKUUA MO TEXHUNKE 6e3onacHoOCTU B y‘-IeGHOM 3aBegeHunn

d. NPWKa3 ynpasseHnAa 06pa3OBaHVIFl MyHULUMUNANbHOIo 06pa3OBaHVIFl o C06I'II-OAEHVIVI npaBua TEXHUKU
6e3onacHOCTU B y‘-IEGHbIX 3aBegeHnAax

Bonpoc 17
TeKcT Bonpoca

OnpegfenvTe, K KAKOMY OPraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA Npeanaraemblii GpparmeHT TEKCTa
AOKYMEHTa:

1.1.MHCTPYKTOpP NepBoi KaTeropuu oTaena Kaapos, OpraHM3aLMOHHO-MaCcCoBOW paboTbl U KOHTPOAA
OTHOCWTCA K KaTeropmm cnewLmanmcTos.

1.2.Ha foMKHOCTb MHCTPYKTOPA NEePBOM KaTeropmmn HasHavYaeTca ML, UMetoLLEee Bbicliee
npodeccnoHanbHoe obpasoBaHune, 6e3 npeabasaeHMA TPeOOBaHNUM K CTaXKy paboTbl.

1.3.Ha3Ha4yeHne Ha OONKHOCTb UHCTPYKTOpPa nepBoﬁ KaTteropunn un 0CBO60)KA€HM€ OT Hee Npomns3BoaAnUTCA
NOCTaHOBNEHNEM (pacnopm}(eHmeM) COBETa UK nNpasBsieHUA.

BbibepuTe 04MH OTBET:
a. nonokeHue ob otgene Kaapos

b. KBaAMPUKaLMOHHbIE TPeboBaHMNA K MHCTPYKTOPY NepBoi KaTeropuun otaena
KafpoB,0praHM3aUMOHHO-MaccoBOM paboTbl U KOHTPOASA

C. MpaBuna BHYTPEHHEro TPyA0BOro pacnopaiKa B oTAeNe Kagpos,0praHn3aLMoHHO-MaccoBoi paboTbl
N KOHTPONA

d. AONKHOCTHANA MHCTPYKLMA MHCTPYKTOPA NEPBOM KaTeropmmu otaena
KaZpoB,0praHMn3aLMOHHO-MaCcCoBOM PaboTbl U KOHTPONA

Bonpoc 18
TeKcT Bonpoca

OnpefenvTe, K KAKOMY OPraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA Npeanaraemblii pparmeHT TEKCTa
[OKYMeHTa:

1. Obuwme nonoxKeHusn

1.1.lutepatypHan npemus «Pycckaa paHTacTMKa» (Aanee no TeKCTy — npemus) NpucyKaaercs
eXerogHo 3a nyyulee GpaHTaCcTUYECKOE NPOoM3BEAEHNE KPYNHOM popMbl, ONyHMKOBAHHOE B roay,
npeawecTeyoWwem NPUCYKOAEHNIO NPeEMUN.

1.2.B KayecTBe A0ONOJHUTE/IbHbIX HOMUHALMI Ha COMCKaHME NPEMUN, He 06A3aTENbHO NPUCYHKLAEMbIX
€)KerofHo, MoryT Tak»Ke 406aBAATbCA HOMMHALMM «3a Nydllee paHTaCTMUECKoe Npou3BedeHme
cpeaHen Gopmbi», «3a Nyywee paHTaCTUYECKOE NPOU3BEAEHNE Manon GopmbI».

1.3.Yupeautenamu npemumn AsnaroTca cepsep «Pycckaa paHTacTMKa» M NepCoOHanbHO: AneKkcaHap
YnbsaHoB, Amntpuii BatonuH, Bnag JypHuukuii, KoHCTaHTUH MpuwnH, AnekcaHgp Cnaoposuu.



1.4.MNpemus NnpuUcy*KaaeTca Ha OCHOBAHWWN UTOTOB TallHOIO ABYXTYPOBOrO rosI0coBaHus. Mepsbii Typ
ro/I0COBaHUA NPOBOAUTCA B KOMMbIOTEPHBIX ceTAX MHTepHeT (rofocytoT noceTutenu cepeepa «Pycckan
daHTacTMKa») U Ha mecTax (roIoCyoT NOANUCHNKM IXOKOHPEPEHUMI, NOCBALWEHHbIX GaHTACTUKe).
BTopoli Typ ronocoBaHWA NPOBOANTCA Cpeam PefaKTopoB cepBepa «Pycckaa daHTacTuka» (cm. n. 4.2). B
0C060 OroBOPEHHbIX HUXKE CNYYanx AOMYCKaeTca NpoBeaeHne 40NOAHUTENbHOMO Typa r010COBaHMA
cpeam yupeautenen npemmnn.

1.5.Mpemusa MOXKeT NPUCYKAaTbCA OAHOMY M TOMY e aBTOpY 3a pas/IMyHble NpousseaeHus He 6onee
OBYX Pas B KaXK40oW U3 HOMUHAUUA.

1.6.BpyyeHne npemumn NponsBoanNTCA HA eXXErofHoMn KoHbepeHUUU « MIHTEPNPECCKOH Y.

BbibepuTe 0AMH OTBET:

a. yupeauTenbHblii LOroBop ocepsepe «Pycckana GpaHTacTUKa» mexay ANeKcaHaApPOM YIbAHOBbIM,
Amntpuem BatonmHbim, Bnagom ypHUUKMM, KOHCTaHTMHOM puwnHbiM, AnekcaHapom Cngoposuyem

b. npaBuna npoBeaeHNs BCEPOCCUMNCKOrO KOHKYPCA Ha yyllee nTepaTypHOe Npou3BeLeHNE B KaHpe
daHTaCcTMKK

C. MOJIOXKEHME O MPUCYKAEHUN NUTEPATYPHOM NpeMmn «PyccKasa daHTacTUKa»
d. MHCTPYKUMA O BpYYEHUN NUTEPATYPHOM NpeMnn «PyccKasa daHTacTUKa»
Bonpoc 19
TeKcT Bonpoca

OnpeaennTe, K KAKOMY OPraHM3aLMOHHOMY AOKYMEHTY OTHOCUTCA NpeasiaraemMblii GparmeHT TeKCTa
AOKYMEHTa:

1. Obwme nonoxKeHus

1.1.PykoBoguTenb cayx6bl JOY OTHOCUTCS K KaTErOpUM pyKOBO—-AUTENEeN, Ha3HAaYaeTcsa Ha AOXKHOCTb U
ocBoboXKaaeTca OT Hee NPUKa-30M PYKOBOAMTENA OpraHM3auunm.

1.2.Ha gomKkHocCTb pykoBoautens cny»6bl [JOY HaszHauyaeTca MU0, MMEOLLEE BbicLlee
npodeccnoHanbHoe 06pasoBaHne M cTaxK paboTbl No NpoduIo He MeHee TPeX NeT.

1.3.PykoBoauTens cnyK6bl JOY nogumHAeTca pyKOBOAMTENO OPraHn3aLmm.

1.4.Bo Bpems OTCyTCTBUA pyKoBOAMTENA CNYyK6bl OY (KomaHAM-POBKa, OTNYCK, 601e3Hb 1 Np.) ero
0653aHHOCTM UCNOHAET 3aMeCcTU-Te b (MAN ANLO, HAa3HaYeHHOEe B YCTaHOB/IEHHOM MOPAAKE), KOTOPbIN
nprobpeTaeT COOTBETCTBYIOLLME NPaBa M HECET OTBETCTBEHHOCTb 3a Haj-/eXKallee UCNoHeHne
BO3/I0KEHHbIX Ha Hero obsasaHHoCTeN.

BbibepuTe oaAnH OTBET:
a. NoJiIoXeHue o cayxbe JOY
b. npaBuaa BHyTpeHHero Tpy0BOro pacnopaaka B cnyxbe 0Y

C. MONIOXKEHME O pyKoBoanuTene cnyxb6ol 40Y



d. nonoxeHne 06 opraHn3auuu
Bonpoc 20
TeKcT Bonpoca
[ONKHOCTHbIE pernameHTbl BBOAATCA:
Bbibepute oaAnH OTBET:
a. AN BOEHHOODbA3aHHbIX
b. ana pykosoguTenei opraHusauymi
C. ANA NobbIX JOMKHOCTEN NH0ObIX OPraHM3aLUMii Kak abTepHaTUBA AOMKHOCTHOM UHCTPYKLMMU
d. ANA rparkAaHCKUX CAYXKaALLMX
Bonpoc 21
TeKkcT Bonpoca

KaKolt LOKYMEHT ycTaHaBMBAET obLwue npaBunia B3aMMOAENCTBUSA MUHUCTEPCTB, CYXKO M areHTCTB npu
BbIMOJHEHUN UMW CBOMX GYHKLMN, a TaKkKe obLme npaBnaa opraHM3aumm geatenbHocTn deaepanbHbix
OpraHoOB MCMONHUTEIbHOM BAACTM NO Peannsaunmn MM NoJTHOMOYMIA:

BbibepuTe 0AnH OTBET:
a. Obuiee NONOKEHME O MUHUCTEPCTBAX
b. TunosoW pernameHT B3aumogenctema degepasnbHbiX OPraHOB UCMONHUTEIbHOM BAACTK
c. TunoBoe NoJIoXKeHWe O rocyapCcTBEHHOM CyKbe
d. TunoBasa MHCTPYKLUMA NO AeN0NPOM3BOACTBY B deaepanbHbIX OpraHax UCNOSIHUTENbHOM BAACTU
Bonpoc 22
TeKcT Bonpoca
KakmMm opraHM3aLMOHHbIM AOKYMEHTamM COOTBETCTBYET CneayloLan XapakTepucTuKka:

370 opraHM3aLMOHHO-NPaBOBbLIE aKTbl, ONpeaensatowme NopaaoK obpasoBaHmMs, NpaBa M 064a3aHHOCTH,
opraHmn3aumio paboTbl KaK B OpraHM3aumn B LENOM, TaK U B ee CTPYKTYPHbIX NoapasaeneHusax. B atmx
AOKYMEHTaX TaK¥Ke MOryT 6bITb OTparKeHbl NPaBa U 0653aHHOCTU OTAE/IbHbIX AOKHOCTHbIX JINLL,
onpeaensaTbCAa OCHOBHbIE OPraHM3aLMOHHbIE BONPOChI NPOBeAEHUA Pas3IMYHbIX MEPONPUATUIA B
opraHuM3aumm (KOHKypcoB, ceMrMHapoBs, GecTneanen, BbICTaBOoK).

BbibepuTe ogMH OTBET:
a. npasuna
b. nonoxeHun
C. UHCTPYKLUK

d. ycTasbl



Bonpoc 23
TeKcT Bonpoca
Kakomy opraH1M3aunMoHHOMY AOKYMEHTY COOTBETCTBYET CAEAYOWAA XapaKTepuCTUKa:

3TO IOKANIbHbIM HOPMATMBHbIW aKT OPraHn—-3aLuK, pernaMmeHTMPYOLWMI B COOTBETCTBUM C TPYAO0BbIM
KogeKk—-com 1 nHbiMmu pesepasnbHbIMM 3aKOHaMKU NOPALOK NPUEmMa 1 yBOJb—HeHNA PaboTHUKOB,
OCHOBHble Npasa, 0683aHHOCTN U OTBETCTBEHHOCTb CTOPOH TPYAO0BOro A40r0BOPa, PeXnm paboTsl, Bpems
oTAbIXa, NPUMeEHAEeMble K PpabOTHMKaM Mepbl NMOOLLPEHMA U B3bICKaHWA, @ TaK»Ke MHble BOMPOChI
peryaMpoBaHuA TPYLOBbIX OTHOWEHWUI Yy faHHO-ro paboTogatens.

Bbibepute oaAnH OTBET:
a. MHCTPYKLMA MHCNEKTOpPA Mo Tpyay
b. npaBunaa BHyTpeHHero TPyA0BOro pacnopaaka
C. MONIOXKEHME O TPYAO0BbIX OTHOLWEHUAX B OPraHn3aLmm
d. TpyaoBsoit gorosop
Bonpoc 24
TeKcT Bonpoca
Kakomy opraH1M3auyMoHHOMY AOKYMEHTY COOTBETCTBYET C/eAyIOLWan XapaKTepuCcTmKa:

3TO NIOKaNbHbI OPraHM3aLMOHHO-NPABOBOM aKT, oNpeaenaAoWwmii NopaaoK GOpMUPOBaHKA, 3a4a4M,
CTPYKTYpPY, 0683aHHOCTH, YHKLMM, NPaBa, OTBETCTBEHHOCTb M OPraHn3aLmio paboTbl CTPYKTYPHOTO
noApasaesieHna U MHOTro opraHa (coseTa, KOMUCCUM U T.M.) NpeanpuUATUA, GUPMbI, yHPeXa4eHMS.

BbibepuTe oguH OTBET:
a.ycTaB
b. yupeauTenbHbIit gorosop
C. NosioXKeHme 06 opraHm3auunm
d. nonoxKeHue o CTPYKTYPHOM NoApasaeneHnn
Bonpoc 25
TeKcT Bonpoca
Kakomy ynpasneHYeckomy AOKYMEHTY COOTBETCTBYET C/eAyHoLLan XapaKTepuCTMKa:

370 BMA MUCbMEHHOTO AOKYMEHTA, B KOTOPOM QUKCUPYIOT PELLEHUA aAMUHUCTPATUBHbBIX U
OpPraHM3aLMOHHbIX BOMPOCOB, a TaKXKe BOMNPOCOB YNpaBAeHWsA, B3auMoaencTauns, obecneyeHuns u
peryaMpoBaHua 4enaTe/IbHOCTM OPraHoB BAACTU, YUPEKAEHWI, NPeAnpPUATUIA, OpraHU3aumi, ux
nogpasgeneHuit n AOKHOCTHbIX L,

Bbibepute ogMH oTBET:

a. GMHaHCOBO-byxranTepckui



b. KagpoBbIi
C. OpPraHM3aLMOHHO-PacNopALUTENbHbIN
d. NnNaHOBO-OTYETHbIN
Bonpoc 26
TeKcT Bonpoca
Kakomy AOKYMEHTY COOTBETCTBYET CNEAYHOLLAA XapaKTepUCTMKa:

370 cBOA NPaBU/, PETYIUPYIOLLMX OPraHM3aumio U NOPSALOK AEATENLHOCTU B KAKOM-IM60
onpeaenéHHol chepe OTHOLIEHWUI UM KAKOro-1MbOo rocyiapCTBEHHOMO OpraHa, NpeanpuaTus,
yupexKaeHus. IToT JOKYMEHT onpeaenseT NpaBoBoi CTaTyC OpraH13aummn, Heobxoaumslii 4nA ee
rocyf,apCTBEHHOW PErncTpauun; oTpaxkaeT npaBa, GyHKLUW, CTPYKTYPY U WTATHYHO
YMCIEHHOCTBIOCYAAPCTBEHHOM, KOMMEPYECKOM MAUN 06LLEeCTBEHHOM OpraHM3aumu.

BbibepuTe oanH OTBET:
a. aMUHUCTPATUBHbBIN pernameHT
b. yupeguTenbHbIn forosop
C. CBUAETEeNbCTBO O PerncTpaLmmn pmuaMYecKkoro nmua
d. ycTtaB
Bonpoc 27
TeKcT Bonpoca
Kakomy OOKYMEHTY COOTBETCTBYET CeAytoLWan XapaKTepmucTmKa:

B 3TOM AOKYMEHTE yupeauTenn obaAsyoTca co3aath lopuamyeckoe AnuUo, onpeaensoT NopaaoK
COBMECTHOW AeATeNbHOCTM MO ero Co3AaHuIo, YCI0BUA Nepeaaym emy CBOero MMyLLeCTBa 1 y4acTus B
ero AeATenbHOCTU. B Hem onpeaensatoTcs YyCA0BUA U MOPAAOK pacnpeeneHma mexay y4acTHUKaMU
NpMBLIAKN 1 YBbITKOB, YyNpaBAeHNA AeATEIbHOCTbIO IOPUANYECKOro NLa, BbIXoda yupeautenen
(y4acTHMKOB) M3 ero cocTasa.

BbibepuTe 0aAnH OTBET:
a.ycras
b. cBMAETENBbCTBO O perncTpaLmMm PUANYECKOro nmua
C. yYpeamTenbHbI A0roBOp
d. aAMMHUCTPATUBHbBIN pernameHT
Bonpoc 28
TeKcT Bonpoca

Kakomy JOKYMEHTY COOTBETCTBYET C/IeAYIoLLAn XapaKTepucTunka:



o710 I'IpaBOBOﬁ aKT, YCTaHaBﬂMBaPOU.LMVI TEXHOIOTUKO CO34aHNA NN NONYYEHNA OOKYMEHTOB, UX
06pa6OTKM, XPaHEeHNA N UCNONb30BaHUA B AeATE/NIbHOCTU OPraHn3auunun.

Bbibepute oanH OTBET:
a. AOJI)KHOCTHaA MHCTPYKLMA
b. LoNKHOCTHOM pernameHT
C. MoJIoXKeHue o cnyxbe A0Y
d. MHCTPYKLUMA NO AeNonpoun3BOACTBY
Bonpoc 29
TeKcT Bonpoca
Kakomy JOKYMEHTY COOTBETCTBYET C/1eAyHoLaa XapaKTepmUCTmKa:

3TOT JOKYMEHT YCTaHaBAMBAET A1 PabOTHMKA KOHKPETHbIE TPYA0BbIE (4O/IKHOCTHbIE,
dYHKLMOHaNbHble) 0653aHHOCTM M NpPaBa B COOTBETCTBUM C 3aHMMAEMOM A0KHOCTbIO, 3aKpenAeT ero
OPraHM3aLMOHHO-NPABOBOE MOJIOXKEHNE B CTPYKTYPE YUPEKAEHUA, ABAAETCSA NPAaBOBOW OCHOBOM A/1A
npoBeAeHWA aTTecTaumMm paboTHNKa, onpeaeieHna ero OTBETCTBEHHOCTM Y B3aMMOOTHOLLEHUA C
ApYrvMMn paboTHUKaMM M NoapasaeneHnaMMU, N03BoASET 06 BEKTUBHO OLEeHMBaTb PaboTy COTPYAHMKA
opraHvsauuu.

Bbibepute oaMH OTBET:
a. MHCTPYKLMA NO AeN0Nnpon3BOACTBY
b. nonoxeHue o cnyxbe JOY
C. AOJI)KHOCTHOW pernameHT
d. 4ONKHOCTHAsA MHCTPYKLMA
Bonpoc 30
TeKcT Bonpoca
Kakomy AOKYMEHTY COOTBETCTBYET C/IeAYHOLLAA XapPaKTePUCTMKaA:

3TOT AOKYMEHT YCTaHaBAMBAET KBAMPUKALMNOHHbIE TPeOOBAHMSA K rOCY4apCTBEHHOMY FPa*KAaHCKOMY
CNYKalleMm; ero A0MKHOCTHble 0683aHHOCTU; NepeYeHb BONPOCOB, N0 KOTOPbIM rpaxaaHCKuii
CNyKallmii Bnpase U 06sa3aH CaMoCcToATEIbHO MPUHMMAaTL peLleHne 1 y4acTBoBaTh NPM NOAroTOBKe
HOPMaTUBHO-NPABOBbIX aKTOB; CPOKM U NpoLeaypbl NOArOTOBKWU, PAaCCMOTPEHUA NPOEKTOB
ynpaBAeHUYEeCKUX peLleHUi, NopAaoK NPUHATUA pelleHus; NOPAAOK B3aUMOAENCTBUA rpaXkKaaHCKoro
CNY’Kallero; nepeyeHb rocyaapcTBeHHbIX YCAYr; NokasaTenn 3dpGpeKTMBHOCTU U pe3yNbTaTUBHOCTH
npodeccnMoHanbHOM CyKebHOM AeaTeNbHOCTU rPaXKAaHCKOro cay»Kallero.

BbibepuTe ogMH OTBET:
a. aAMUHUCTPATUBHbIN pernameHT

b. npaBuaa BHyTPeHHero TPyA0BOro pacnopaaxa



C. OONKHOCTHAA MHCTPYKUUA

d. 4ONKHOCTHOW pernameHT

MpakTuueckoe 3apaHue 5

1. CocTaBbTe M odopMUTE NPUKA3 O NOLFOTOBKE K €XKEero4HOMY CEMUHAPY (AMPEKTOP NO MAPKETUHTY
AOJIXKEH NPeACcTaBUTb TE3UCbI AOKAAA0B CNELMANINCTOB-MaPKETOIOTOB MO 3apybexkHOMY PbIHKY;
CeKpeTapb reHepanbHOro AMPEKTOPa A0/1XKeH NOArOTOBMTb NAaH OPraHN3aLMOHHbIX MEePONPUATUIA NO
NpOBeAEeHWIO CEMMHAPA; MaBHbIN Byxrantep AOJ/IKEH COCTaBUTb CMETY PacxXoA0B MO OpraHM3aumm
paboTbl CEKUMI M NPOBEAEHMIO 3aK/I0UMTEIbHOTO HaHKeTa).

2. CocTaBbTe 1 0popMUTE MPUKA3 MO IMYHOMY COCTaBYy O NMPUHATUM Ha paboTy MBaHoBa JlbBa Onerosmya
HaYaNbHUKOM HOPUANYECKOrO OTAENA NO TPYAO0BOMY AOTOBOPY.

TecT K pasgeny 2
Bonpoc 1
Kakomy MOHATMIO COOTBETCTBYET CNEAYIOLLAA XapPaKTEPUCTUKA:

3TO OOKYMEHT, CoAepKalmMii Nog3aKkoHHOe odULMaNbHOE pelleHmne, NPUHATOE OpraHoM
NCNONHUTENBbHOM BAACTU MW SONKHOCTHBIM IMLOM B OL4HOCTOPOHHE-BAACTHOM NOPAAKE U C
cobofeHneM yCTaHOBAEHHOM NpoLeaypbl M0 TOMY UM MHOMY BONPOCY, OTHECEHHOMY K ero
KomMneTeHuuK, obieveHHOe B NpeayCMOTPEHHYHO 3aKOHOM GpOpMY M NOPOKAAIOLEE opUaMYeckme
nocneacTeus.

BbibepuTe ogMH OTBET:
a. HOpMbI NpaBga
b. npaBoBo akT
C. HEHOPMATMBHbIN NPABOBOM aKT
d. HopMaTMBHbIM NPaBOBOM aKT
Bonpoc 2
Kakomy NOHATWIO COOTBETCTBYET CNEAYIOLLAA XapPaKTEPUCTUKA:

3TO LOKYMEHT, CoAepKallmii NpaBuIa NoBeAEeHWUS, PAacNpOCTPaHAIOLLMECS Ha HeoNpeaeNeHHbI Kpyr
/1L, M3[aHHbIe Ha OCHOBAHWM W BO UCMOIHEHWE defepasibHOro 3aKoHOA4aTeNbCTBa, 06sA3aTesbHble ga
MCMONIHEHWUA OPraHamMM rocy4apCcTBEHHOM BNACTU, MECTHOTO CaMOYNpPaBAEHUS, UX SOKHOCTHBIMM
NIMLAMMW, IOPUANYECKUMM IULLAMM U TPaXKAAHAMMU.

Bbibepute oaMH oTBET:



a. HOPMATUBHbIV NPABOBOWN aKT
b. HEHOPMATMBHbIN NPaBOBOM aKT
C. MPaBOBO aKT
d. Hopmbl NpaBa
Bonpoc 3
KaKkomy NOHATUIO COOTBETCTBYET CeAytoL,an XapaKTepmncTuKa:

3710 peweHnA No KOHKPETHbIM BONMPOCam, OﬁpaLIJ,EHVIFI K KOHKPETHbIM /1Ll aM. OHu He copepxart
KaKux-1nbo 06LLI,VIX npasua noseageHUA U PpacCinTaHbl Ha OAHOKPATHOE NPUMEHEHUE. OHuM cBA3aHHbIE C
peanm3au,me171 NpPaBoOBbIX HOPM, X NPUMEHEHNEM, UCNOJTHEHNEM, NCNOJIb30OBAaHNEM.

BbibepuTe oanH OTBET:
a. HOPMaTUBHbIM NPABOBOM aKT
b. Hopmbl npaBa
C. NPaBOBOM aKT
d. HEHOPMaTUBHbIN NPABOBOM aKT
Bonpoc 4
Ha KaKkue rpynnbl noapasaenstorca GopMbl NPaBOBbIX aKTOB B 3aBUCMMOCTM OT OPUANYECKUX CBOMCTB:
BbibepuTe oaAnH OTBET:
a. OTKPbITble/CEKPETHbIE
b. nepsMyHble/ BTOPUYHbIE
c. obnumanbHble/ HeobuLManbHble
d. HopmaTuBHblEe/ HEHOPMATUBHbIE
Bonpoc 5
B KakoM psaay nepedncsieHbl TONIbKO NEPBUYHbIE MPABOBbIE aKTbl:
BbibepuTe 0aAnH OTBET:
a. 3aKOH, YKas, pacnopsxeHue
b. npukas, ctaHgapT, NpencKkypaHT
C. perfiameHT, yKkasaHue, pyKoBOACTBO
d. pekoMeHZauuu, NnporpaMmma, pelleHume
Bonpoc 6

B Kakom pA4y nepevyncsieHbl TOIbKO BTOPUYHbIE NPaBOBbIE aKTbl:



Bbibepute oaAnH OTBET:

a. NONOXeHUA, NpaBua, NHCTPYKLMMU

b. pasbAcHeHus, pelueHne, NpuKas

C. pacrnopsaeHue, ykasaHue, cTaHaapT

d. nopafok, knaccupuKkaTop, NOCTaHOBNEHUE
Bonpoc 7

Kakne HopmaTuBHbIe NPaBOBble aKTbl MOTYT NPUMEHATbCA 6e3 oduLManbHOro onybankoBaHMA ans
Bceobuiero ceeaeHuA:

Bbibepute oaAnH oTBET:

a. 3aTparvBatowme 0683aHHOCTM rpaxaaH

b. 3aTparnsatowme coboabl rparkaaH

C. aKTbl MEKBEAOMCTBEHHOIO XapaKTepa

d. 3aTparuBatowme npasa rpaxgaH
Bonpoc 8
K Kakol cncteme gOKYMeEHTaLMM OTHOCATCA MPUKA3bl U PACNOPAXKEHUA:
BbibepuTe oaAnH OTBET:

a. cMCTema pacnopAauTeNbHON OKYMEHTaLMn

b. cuctema opraHM3aLMOHHO-NPABOBOW AOKYMEHTALLMUMN

C. CMCTEMA AOKYMEHTOB JIMYHOTO MPOUCXOKAEHNA

d. cucrema MHGOPMaALMOHHO-CNPABOYHON AOKYMEHTaLMK
Bonpoc 9
Kakomy MOHATWIO COOTBETCTBYET CNEAYIOWAA XapPaKTEPUCTUKA:

[oKyMmeHTbl, 0bnagatolme opnanuyeckon cMnoi, usgasaemble PyKoBoACTBOM OpPraHn3aLuu u
cogeprKallue ynpasaeHyeckue peleHna, HanpasiaeHHble Ha BbINOIHEHUE TEKYLUMX U NepPCneKTUBHbIX
3agav:

BbibepuTe ogMH OTBET:
a. MHGOPMaLMOHHO-CNPABOYHbIE AOKYMEHTbI
b. opraH13auUnMoOHHO-NPaBOBblE AOKYMEHTbI
C. AOKYMEHTbI MO IMYHOMY COCTaBY
d. pacnopsaauTenbHbie AOKYMEHTbI

Bonpoc 10



Kakune pacnopAagnTeibHble AOKYMEHTDI HE nsgatotca 8 Cny4danx, Koraa HEOGXO,CI,VIMO NMPUHATb
HOpMaTMBHbIﬁ nnun MHAMBMAyaﬂbeIﬁ dKT N0 OCHOBHbIMBOMNPOCaM KOMNeTeHUNUN OpPraHn3aLmnn:

Bbibepute oanH OTBET:
a. yKasaHwua
b. npukasbl
C. NOCTAHOB/IEHUA
d. peweHunn
Bonpoc 11

Kakue pacnopaguTenbHble AOKYMEHTbI N34a0TCA NO onepaTuBHbIM BOMPOCamM U 1A OpraHU3auunm
MUCNONHEHNA APYrnX pacnopaanTeibHbIX AOKYMEHTOB:

BbibepuTe oaAnH OTBET:
a. pacnopsxKeHus
b. peweHunn
C. NOCTAHOB/NEHUSA
d. npuKasbl
Bonpoc 12
KaKkas xapaKktepucTnka HE cooTBeTCTBYET cUCTEME PACNOPAAUTENbHOM AOKYMEHTALLUN:
BbibepuTe oaAnH OTBET:

a. OTW AOKYMEHTbI COAEPMKAT IOPUANYECKN BNACTHbIE NPEANUCAaHUA CYObEKTOB UCNOHUTEIbHOM
BJ1IACTH, aApecaTammn KOTOPbIX ABAAIOTCA KOHKPETHbIe OpraHM3aumm, CTPYKTYpHbIe NoApa3aeneHus,
OOJIXKHOCTHbIE NMLa, PaboTHMKK. ITU NPEANUCaHNA ABNAIOTCA IOPUANYECKUMMN LOKYMEHTAMMU,
BbI3bIBAOLLMMM BOSHUKHOBEHNE KOHKPETHbIX a4MUHUCTPATUBHO-NPABOBbLIX OTHOLLEHWUIA

b. 9TM AOKYMEHTLIPErYNPYIOT OTHOLIEHUSA B MEPAPXUUYECKOWN CUCTEME YNPABAEHMA «CBEPXY BHM3» (OT
BbILLECTOALLMX OPraHOB, OPraHM3aLUmi, AOKHOCTHBIX INL, K HUXKECTOALLMM) U OTpaXKatoT
ynpaBAeHYeCKne pelleHuns, HanpaB/ieHHble Ha AOCTUXKEHME Lienei U 3aa4 opraHusaumnm

C. TV AOKYMEHTbI CO34at0T OPraHM3aLMio, YCTaHaBAMBAIOT ee CTPYKTYPY, ONpesenstoT WTATHYO
YMCNEHHOCTb M COCTaB PabOTHUKOB MO AO/MKHOCTAM, ONPeAEeNaoT GYHKUUN CTPYKTYPHbIX
noApasfesieHnin, CoBelLaTeNbHbIX, KOernasbHbIX OPraHoB, YCTaHaB/MBAOT PEXUM PaboTbl,
OCYLLECTBNAIOT OPraHM3aLMIo Tpy4a v pacnpegeneHve obs3aHHoCTeN mexXay paboTHUKamu,
onpeaenaoT NoOpPAAOK PEOPraHN3aLMnN U IMKBUAALMN OpPraHn3aumm

d. OTK AOKYMEHTbI U34at0TCA HAa OCHOBE UK BO UCNONHEHME 3aKOHOB, NOCTaHOB/EHUI U
pacnopaxeHuit MNpasutenbcTsa PO, BbILLECTOALLMX OPraHOB BAACTU 1 yripasaeHua. T akTbl U34at0TCA
TaK)Ke Mo MHUUMaTUBE pyKoBoauTenel B npeaenax ux noIHOMoUYUIA U KomnetTeHuUn ans
OCYLLEeCTBAEHUA Lienen 1 3a4a4 opraHmM3aumm

Bonpoc 13



KaKkoBa Mepapxuyeckan cuctema pacnopagmutesibHbIX JOKYMEHTOB Mo chepe AeicTBus (cBepXy BHU3):

1) npaBOBbIE aKTbl, AENACTBYIOLLME B PAMKaX OTAE/IbHOW OPraHM3aLLMm, YUPEKAEHUs, NPeanpuaTms,
dnpmbi;

2) NpaBOBbIE aKTbl, AENCTBYIOLLME B Npeaenax oTpacau (M34atoTca OTpac/ieBbIMM OpraHamu
desepanbHOM UCNONHUTENBHOM BNacTu);

3) npaBoBble aKTbl, AeNCTBYIOWME Ha YPOBHE CybbeKToB PO — Kpaes, obnacreit, ropoaos
pecnybanKkaHcKoro 3HayeHns Mocksbl U CaHKT-MeTepbypra, aBTOHOMHbIX 06/1aCTEN U OKPYToB, a TaK»Ke
UX TEePPUTOPUAbHbIX 06pasoBaHuii;

4) npaBoBble aKTbl, AeNcTBylOWME Ha PpeaepasibHOM YPOBHE, — aKTbl, U3gaBaemsble MNpesngeHTom PO,
Mpasutenbcteom PO, opraHamm UCNONHUTENbHOM BAACTU.

BbibepuTe 0AMH OTBET:
a. 4,2,3,1
b.1,3,24
c.1,2,3,4
d.4,3,2,1
Bonpoc 14

Ha Kakue rpynnbl AeNATCA pacnopaanTe/ibHble JOKYMEHTbI C TOYKM 3PEHMA NPUHATUA PeLeHnit
(nopaaka paspelueHma BONPOCOB):

BbibepuTe ogMH OTBET:
a. co3faBaemble B YC/0BUAX KOJIernasabHOCTM/ co3aaBaemble Ha OCHOBE eAMHOHavYannaA
b. HopmaTMBHbIE/ HEHOPMATUBHbIE
C. NepBuYHbIe/ BTOPUUHbIE
d. BO ncnosHeHune/ MHUUMATUBHbIE
Bonpoc 15

Kakune pacnopaauTenbHble 4OKYMEHTbl OTHOCATCA K JOKYMEHTam, CO34aBaeMbIM B YC/I0BUSAX
KONNErnanbHOCTU:

BbibepuTe 0AMH OTBET:
a. pelweHus
b. ykasaHus
C. NPUKasbl
d. pacnopskeHus

Bonpoc 16



Kakune pacnopAagnTeibHble AOKYMEHTDI HE oTHocATCA K AOKYMEHTaM, N3aBaeMbiM Ha OCHOBE
egnHOHa4Yanuna:

Bbibepute oaAnH OTBET:
a. Npu1Kasbl
b. pacnopsaxeHus
C. MOCTaHOBNEHMUA
d. ykasaHus
Bonpoc 17
Kakue opraHbl (OpraH1saLmmn) eicTBYOT HAa NPUHLMMNAX egUHOHaYanus:
Bbibepute oanH OTBET:
a. rocyapcTBeHHbIe BY3bl
b. akunoHepHble obwecTBa
c. NMpasutenbctso PO
d. opraHbl UICMONHUTENBHOM BNACTU
Bonpoc 18
KaKue opraHbl (OpraHM3aumm) AeicTBYIOT HA YCAOBUAX KONNErManbHOCTU:
BbibepuTe oaAnH OTBET:
a. bepepanbHble MMHUCTEPCTBA

b. Bbicwne OpraHbl ynpassieHNA KOMMePYECKUX OpFaHMBGLLMVI Pa3/IMYHbIX OPraHN3aLlMOHHO-NPABOBbLIX
$opm

C. aAMUHUCTPaLMKM cybbekToB PP 1 ApyrMx TeppuTopuanbHbiXx 06pa3oBaHNi

d. opraHbl UCNONHUTENBHOW BIACTU OPraHM3aLMNin yupeXRaeHUI, npeanpuatuii, dupm
Bonpoc 19
Kakune pacnopagurtenbHble AoKyMeHTbl npoxoaaTt MHbIE ctagmu npoueaypbl nspgaHma:

1) n3yyeHue cywiecTBa ynpaB/ieHYeCKoro BONpoca, MHULMUPOBaHUE pelieHna — 06ocHOoBaHMe
HeobxoamMmocTun nsganua P,

2) cbop n aHanu3 nHdopmaLmm No Bonpocy;
3) noaroToBKa NpoeKTa pacnopaamMTeNbHOro AOKYMEHTa;

4) cornacosaHue nam obcy:KaeHue Ha 3aceaHnK KoANernanbHOro opraHa NpoeKTa pacnopaanTeibHOro
OOKYMEHTa;

5) BHeceHue npoekTa P/l Ha paccMOTpeHne pyKoBOACTBa;



6) NpUHATME peLlleHns — NoANNCcaHUE SOKYMEHT];
7) pernctpaums 4OKYMEHTa;
8) AoBeaeHue pacnopaanTeNbHOrO AOKYMEHTA 40 UCMNONHUTENEN.
Bbibepute ogMH OTBET:
a. Np1Kasbl
b. pacnopsaxeHus
C. peweHusn
d. ykasaHus
Bonpoc 20
M3 KaKMX YacTen COCTOUT TEKCT PacnopAaMTEIbHOTO AOKYMEHTa:
BbibepuTe oanH OTBET:
a. aHa/nMTUYeckas vactb/ o6obuiatouas yacTb
b. pasbAcHMTENbHAA YacTb/ ANPEKTUBHAA YacTb
C. KOHCTaTMpYytoLLaA YacTb/ pacnopaamuTenbHasa 4YacTb
d. BBOAHasA YacTb/ OCHOBHasA 4acTb/ 3aKNOUUTEIbHAA YaCTb
Bonpoc 21
Ha KaKkue rpynnbl AensTca NpUKasbl MO XapaKTepy OCHOBaHMA AN U34aHuA:
BbibepuTe ogMH OTBET:
a. HopMaTuBHble/ HEeHOPMAaTMBHbIE
b. co3gasaemblie B yCNOBUAX KOANErManbHOCTU/ co3aaBaemble Ha OCHOBE eAMHOHa4Yanuns
C. NepBuYHbIe/ BTOPUUHbIE
d. BO ncnosHeHne/ MHULUMATUBHbIE
Bonpoc 22
KaKne npuKasbl Ha3bIBAOTCA MHULMATUBHbLIMMU:
BbibepuTe ogMH OTBET:

d. U3aBaemble B CBA3U C ocyllecTBaeHNnemM MHNUNATUB NO OpPraHn3aumn MCNOJIHEHMA NPaBOBbLIX aKTOB,
NMPUHATDBIX PaBHOMPABHbIMU OEN0BbIMU NMAaPTHEPAMU OPraHn3aunmn

b. n3aaBaemblie B CBA3U C HEO6X0,£I,VIMOCTbPO ocyuwecrtBsieHunA COBCTBEHHOM AeATENbHOCTU B
COOTBETCTBUN C HAaAENEHHbIMMU d)YHKLI,MﬂMVI 1 3ada4amm

C. u3gaBaemblie No MHMUULMaTnBe NOAYNHEHHDbIX



d. n3gaBaemble C LLesiblo OpraHn3aumn NCNOJIHEHUA NPUHATbLIX 3aKOHOAAaTE/1bHbIX,
HOPMATUBHO-MNPAaBOBbIX aKTOB U UHbIX I'IOpyLIEHVIﬁ BbIWECTOALMNX OPraHoOB

Bonpoc 23

Kaknumum cnosamm JoKeH HAYMHATLCA TEKCT NpWKa3a, eCin ero nsgaHume BbiaBaHoO HeO6X0,CI,VIMOCTbIO
MCNONTHEHNA NPUHATbLIX 3aKOHO4aTe/1IbHbIX, HOPMATUBHO-MPABOBbLIX aKTOB U UHbIX nopyquMﬁ
BbIWECTOALMNX OPraHOB:

Bbibepute ogMH OTBET:
a. «B yenax...»
b. «B coOoTBETCTBUM C...»
c. «<Mcxopa ns...»
d. «B cBaAsu c...»
Bonpoc 24

Kaknumu cnosamm JoKeH HAYMHATLCA TEeKCT NpunKa3a, eCnu ero nsgaHume Bbl3BaHO HEOﬁXO,CI,VIMOCTbIO
ocywecrsneHunA CcobCTBEHHOM AeATENbHOCTU NO UHNULUMNATUBE OPraHnN3aunun:

Bbibepute ogMH OTBET:
a. «Bcasn c...»
b. «Ha ocHoBaHUM...»
c. «<Bo ncnonHenne...»
d. «B cooTBeETCTBMM C....»
Bonpoc 25

Kakune pacnopaguTenbHble JOKYMEHTbI MOXKET U34aBaTb B Npeaenax CBOEMN KomneTeHuunun
PyKOBOAUTENTb OPraHN3aUunn, AEﬁCTByDMEﬁ Ha OCHOBE KO/1NernanbHOCTH:

BbibepuTe oaAnH OTBET:
a. pelweHuns
b. npukasbl
C. NOCTAHOBAEHMUA
d. pacnopskeHus
Bonpoc 26

Kakue pacnopsantenbHble AoKymeHTbl HE MoryT nsgaeatb B npegenax cBoei KomneTeHuum
PYKOBOAMTENM OpraHM3aLMin, AeCTBYIOWMX HA OCHOBE eANHOHAYa ImA:

Bbibepute ogMH OoTBET:

a. yKasaHusa



b. pacnopsxeHus

C. NPUKasbl

d. peweHus
Bonpoc 27

Kakue nokymeHTbl HE MoryT nognucbiBaTb B Npegenax CBoei KoMneTeHLMM PyKOBOAUTENN
CTPYKTYPHbIX NOApa3aeNeHun:

Bbibepute oaAnH OTBET:
a. yKasaHwua
b. npukasbl
C. pacnopseHua
d. npoToKobl
Bonpoc 28
C KaKoro MOMeHTa pacnopaauTesibHbIM AOKYMEHT npuobpeTaeT cTatyc oduMLManbHO M3LaHHOIO:
BbibepuTe oaAnH OTBET:
a. nocne noanucaHua
b. nocne gaTnposaHusa
C. nocne perncrpaumm
d. nocne cornacoBaHun
Bonpoc 29

B Kakom pacnopagmnteibHOM AOKYMEHTE KOMMEPYECKOM OpraHM3aumumn ncnosbayetca ¢popma
W3/10}KEHWNA TEKCTA OT NepPBOro MLA eAUHCTBEHHOIO YNCAa:

BbibepuTe oaAnH OTBET:

a. B peleHmm

b. B pacnopsaxeHuu

C. B MOCTaHOBNAEHUU

d. B cOBMeCTHOM npuKase
Bonpoc 30

B Kakom pacnopaanTeZIbHOM OOKYMEHTE UCMNONIb3YETCA d)opN\a MU3N10XXEeHNA TEKCTA OT NepBOro anua
MHOXeCTBEHHOIo 4Ymncna:

BbibepuTte 0anH oTBET:

d. B MOCTaHOB/1IEHUN



b. B ykazaHuu

C. B pewweHuun

d. B COBMeCTHOM npuKase
Bonpoc 31

dopma KaKoro riarona He L0/3KHA OTAENATbBBOAHYIO YaCTb PAcnopaAUTeIbHbIX OKYMEHTOB OT
pacnopsauTebHOM:

BbibepuTe oauH oTBeT:
a. MPUKA3bIBAEM
b. NTPEONATALO
c. PELLALO
d. MOCTAHOBNAET
Bonpoc 32

KaKolt rnaron He npvemaem B GopMyIMPOBKE BAACTHOMO PELUEHWNA OpraHa ynpasaeHus, U34atoLero
pacnopaamTenbHblit AOKYMEHT:

BbibepuTe oaAnH OTBET:
a. KYCUNUTBY
b. «3auncaunTb»
C. «NOATOTOBUTLY
d. «paspaboTaTtb»
Bonpoc 33

KaKoW rnaron npeanoytuteneH B GopmMy/IMPOBKE BAACTHOIO PELLUEHUs OpraHa ynpaBaeHUa, N34atoLLero
pacnopAguTeNbHbIA LOKYMEHT:

BbibepuTe ogMH OTBET:
a. KOpPraHM3oBaTb»
b. «npuHATE MmepbI»
C. KNOAHATLY
d. «akTMBM3NpPOBATLY
Bonpoc 34

Kakol1 rnaron npegnoytuteneH B opmyMpoBKe BNACTHOMO PeLLleHUA opraHa ynpasaeHus, U3aaroLero
pacnopsanTenbHbI AOKYMEHT:

BbibepuTe 0aMH OTBET:



a. «MOBbICUTbY
b. «yny4wnTb»
C. «PaccMOTPETb»
d. «obecneunTb»
Bonpoc 35

Kakolt rnaron npegnoytuteneH B opmyIMpoBKe BNACTHOTO PELLEHWsA OpraHa ynpaBieHus, U34aloLwero
pacnopsanTebHbIN AOKYMEHT:

Bbibepute oaAnH OTBET:
a. KYCUNUTbY»
b. «NpuHATL MmepbI»
C. KBO3/IOKUTbY»
d. «noBbICNTbY
Bonpoc 36

B Kakol yactu pacnopAaAnUTeIbHOINoO AOKYMEHTA HeO6XOAMMO nomeuwlaTtb nepeyvyeHb AOKYMEHTOB,
YTPATUBLUUX CUAY UIN noaNneXalWwmnx USMeHeHMO B CBA3U C U3AaHNEM OAHHOIO aKTa:

BbibepuTe oanH OTBET:
a. B 1tobom NyHKTe pacnopaamTeNibHOM YacTu
b. B nepBbIXx NyHKTax pacnopaaMTeibHOM YacTu
C. B KOHCTaTMpPYIOLLLEM YacTu
d. B KOHLe TeKcTa

Bonpoc 37

B Kako# yacTtu pacnopaanTeIbHOro 4OKYMEHTa YKa3bliBaeTCA MHd)OpMaLI,MFI O TOM, KTO OCyLLUEeCTBNAET
KOHTPOJ1b ero NCNoHeHnA:

BbibepuTe ogMH OTBET:
a. B NepBOM MNYHKTe pacnopaamMTeNbHOM YacTu
b. obopmaneTca oTaeNbHOM CTPOKOM Noce BCEX MYHKTOB
C. B Noc/iieAHEM MYHKTe pacnopaaMTeIbHOM YacTu

d. B KOHCTaTUPYIOLLLEN YacTU

TecT 5 2 KypcC

Bonpoc 1



KaKOMy NMOHATUIO COOTBETCTBYET CNeAyoLWan XapakKTepnucTtnka:

3TO AOKYMEHT, COAepKaLMii Nog3aKkoHHOe 0ULMaIbHOE pelleHmne, MPUHATOe OpraHoM
UCMONHUTENBHOW BNACTU MU AONKHOCTHLIM IMLOM B OZHOCTOPOHHE-BAACTHOM MOPAAKE U C
coboaeHnemM yCTaHOBAEHHOM NpoLueaypbl MO TOMY MAKM MHOMY BONPOCY, OTHECEHHOMY K ero
KoMnNeTeHuun, obieyeHHoe B NpeayCMOTPEHHYHO 3aKOHOM GOpMY M MOPOXKAAtOLLEE opUgMYecKme
nocneacTeus.

BbibepuTe 0AMH OTBET:
a. HOpMbI NpaBa
b. npaBoBo1 aKT
C. HEHOPMATMBHbIN MNPABOBOM aKT

d. HopMaTMBHbIN NPaBOBOM aKT

Bonpoc 2
Kakomy MOHATMIO COOTBETCTBYET CNEAYIOLLAA XapPaKTEPUCTUKA:

3TO OOKYMEHT, COAEpPKaLUMi NpaBMa NoBeAEHMA, PAaCNPOCTPAHAIOLWMECA HA HEONPEAENEHHbIA KPyrT
/1L, M3aaHHbIe Ha OCHOBaHWUM W BO UCMONIHEHWE deaepasibHOro 3aKkoHoA4aTeNbCTBa, 06sA3aTesbHble AnA
MCMOJIHEHWNA OpraHamm rocyAapCcTBeHHON BAACTU, MECTHOIO CaMoynpaBAeHUsA, UX AOKHOCTHbIMM
IMLAMM, IOPUONYECKUMU IULLAMM U TPAXKAAHAMMU.

BbibepuTe oaAnH OTBET:
a. HOPMaTUBHbIM NPABOBOM aKT
b. HEHOpPMAaTMBHbLIN NPaBOBOM aKT
C. NPaBOBOM aKT

d. Hopmbl NpaBa

Bonpoc 3
Kakomy NOHATMIO COOTBETCTBYET CeyHoLLaa XapaKTepmncTmKa:

3TO peleHNa NO KOHKPETHbIM BOMNpocam, 06palLeHNs K KOHKPETHbIM nnuam. OHM He coaepKaTt
KaKMX-11bo obLmx npaBu NoBeAEeHUS M PAcCYUTaHbl HA OAHOKpATHOe NpumMmeHeHue. OHM CBA3aHHbIE C
peannsaumnen NpaBoBbIX HOPM, UX MPUMEHEHMEM, UCMOJIHEHNEM, UCMO/Ib30OBAHUEM.

BbibepuTe ogMH OTBET:
a. HOPMATUBHbIM NPABOBON aKT
b. Hopmbl NpaBa

C. NPaBOBOM aKT



d. HEHOPMaTMBHbIN NPaBOBOM aKT

Bonpoc 4

Ha Kakue rpynnbl noapasgenstorca GopMbl NPaBOBbIX aKTOB B 3aBUCMMOCTM OT OPUANYECKUX CBOMACTB:
Bbibepute oaAnH OTBET:

a. OTKpbITble/ceKpeTHble

b. nepsuyHbIe/ BTOPUYHbIE

c. opuumanbHble/ HeodULManbHble

d. HOpN\aTVIBHbIe/ HEHOPMATUBHbIE

Bonpoc 5

B KakOM pAay nepeuncieHbl TOSIbKO NePBUYHbIE MPABOBbIE aKTbl:
Bbibepute oaAnH OTBET:

a. 3aKOH, YKa3, pacnopskeHue

b. npuKkas, ctaHgapT, NpencKypaHT

C. perfiaMeHT, ykasaHue, pyKoBOACTBO

d. pekomeHaaumu, nporpamma, peLleHune

Bonpoc 6

B KakoM psAAgy nepeuncsieHbl TO/IbKO BTOPUYHbIE MPABOBbIE aKTbl:
BbibepuTe ogMH OTBET:

a. NONOXEHUA, NPaBuna, NHCTPYKLMU

b. pa3bacHeHus, pelweHne, npuKas

C. pacnopseHue, ykasaHue, CTaHgapT

d. nopagok, KnaccuduKaTop, NOCTaHOBAEHME

Bonpoc 7

Kakne HopmaTMBHbIe NPaBOBble aKTbl MOTYT NPUMEHATLCA 6e3 opuLManbHOro onybankoBaHMA ans
BceobLLero ceeaeHun:

BbibepuTe oaMH OTBET:



a. 3aTparvealowme 06s83aHHOCTM rpaxKaaH
b. 3aTparusatowme cBoboabl rparkaaH
C. aKTbl MEXBeOMCTBEHHOIO XapaKTepa

d. 3aTparuBatowme npasa rpaxaaH

Bonpoc 8
K KaKkoli cucteme AOKYMEHTALLMM OTHOCATCA MPUKasbl U PACNOPAKEHUA:
Bbibepute oaAnH OTBET:

a. cucTema pacnopaguTesibHoON AOKYMeEHTaUmUu

b. cuctema opraHM3auUMOHHO-NPaBOBOWN AOKYMEHTALUM

C. CMCTEeMA AOKYMEHTOB JIMYHOTO MPOUCXOKAEHNA

d. cuctema MHPOPMaLLMOHHO-CMPABOYHON JOKYMEHTaLMN

Bonpoc 9
Kakomy MOHATMIO COOTBETCTBYET CEAYIOWAA XapaKTepUCTUKa:

[lokymeHTbI, 06/1a4atoLLme PUANYECKON CUI0M, N34aBaeMble PYKOBOACTBOM OpraHn3aLmm u
coaepKallme ynpasaeHYecKkme pelleHns, HanpasaeHHbIe Ha BbINOJIHEHUE TEKYLUMX U NepCnekTUBHbIX
3ajau:

BbibepuTe 04MH OTBET:
a. "HOOPMALMOHHO-CNPABOYHbIE JOKYMEHTbI
b. opraHM3aLMOHHO-NPaBOBbIE AOKYMEHTbI
C. LOKYMEHTbI NO IMYHOMY COCTaBy

d. pacnopagnTenbHble AOKYMEHTbI

Bonpoc 10

Kakune pacnopAagnTeibHble AOKYMEHTDI HE nsgatotca B CQyydanx, Koraa HEO6XO,CI,MMO NMPUHATb
HOpMaTMBHbIVI nnun MHAMBMAyaﬂbeIVI dKT NO OCHOBHbIMBOMPOCaM KomMmneTeHUn opraHnsaunun:

Bbibepute oanH oTBET:
a. yKasaHwua
b. npukasbl

C. NOCTaHOB/EHUA



d. peweHus

Bonpoc 11

Kakue pacnopaguTenbHble AOKYMEHTbI N34a0TCA NO oNepaTuBHbIM BOMPOCamM U ON1A OpraHU3aunm
MUCNONHEHNA OPYTrnX pacnopAaanTe/IbHbIX AOKYMEHTOB!

BbibepuTe 0AMH OTBET:
a. pacnopsKeHus
b. peweHun
C. MOCTaHOB/IEHUA

d. npuKassl

Bonpoc 12
Kakasa xapaktepuctmka HE cooTBeTCTBYET cUCTEME PACcNopAAUTENbHON JOKYMEHTaLUN:
BbibepuTe 0aAnH OTBET:

a. 3TN AOKYMEHTbI coAeprKaT IopUAMYECKM BNAACTHbIE NPeAnMcaHma CyObeKTOB MCNONHUTEIbHOM
B/1aCTU, aZlpecaTamm KOTOPbIX ABASIOTCA KOHKPETHbIE OpPraHn3aLmn, CTPYKTYPHbIe noapasaeneHus,
[OJI)KHOCTHbIE InLa, PabOTHUKN. ITU NPeAnucaHma ABAAIOTCA IOPUANYECKMMU JOKYMEHTAMN,
BbI3bIBAOLLMMM BOSHUKHOBEHNE KOHKPETHbIX aAMUHUCTPATUBHO-NPABOBbIX OTHOLLEHWA

b. 9T AOKYMEHTbI PeryMpytoT OTHOLIEHWNA B MEPAPXMYECKOM CUCTEME YNPABAEHNA «CBEPXY BHU3» (OT
BbILIECTOALLMX OPraHOB, OPraHM3aLUnii, AONKHOCTHBIX /UL, K HUMKECTOALLMM) U OTPaXKaKoT
yrpaB/ieHYecKue pelleHns, Hamnpas/ieHHble Ha AOCTUKEHWE Lesiei 1 3a4a4 opraHM3aumm

C. TV AOKYMEHTbI CO34at0T OpraHM3aL Mo, YyCTaHaB/AMBAOT ee CTPYKTYPY, ONPeaenstoT WTaTHYIO
YMCNEHHOCTb 1 COCTaB PaboOTHUKOB MO AONXKHOCTAM, OoNpeaenatoT GYHKUNN CTPYKTYPHbIX
nogpasaeneHunii, coBelllaTebHbIX, KONNernaabHbIX OPraHoB, YCTaHaBANBAIOT PeXnM paboThl,
OCYLLECTBAAIOT OpraHM3aLmio Tpyaa u pacnpegeneHve obasaHHocTel mexay paboTHMKamu,
onpeaenaoT NOPAAOK peopraHnsaLum n IMKBUAALUM OpraHm3aumm

d. 9TK AOKYMEHTbI U34at0TCA HA OCHOBE WM BO UCNONHEHME 3aKOHOB, NOCTAHOBAEHUI U
pacnopsaeHui MNpaButenbcTea PO, BbiWECTOALWMX OPraHOB BAACTU U YNPaBAeHUA. ITU aKTbl U3[at0TCA
TaK¥Ke No UHULMATUBE pyKOBOAUTENEN B Npeaenax Nx NONHOMOYMA U KOMMETEHLMN ANA
OCYLLECTBNIEHNA LeNen U 33434 opraHmM3aumum

Bonpoc 13
KaKoBa nepapxmyeckan cucteMa pacnopaguTenbHblx JOKYMeEHTOB Mo chepe aencTena (cBepxy BHU3):

1) npaBoBble aKTbl, AEWUCTBYIOLLME B PaMKaX OTAE/NbHOM OpPraHM3aLmun, yYpeXRaeHusa, NpeanpuaTus,
dupmbl;



2) NpaBOBbIe aKTbl, AeNCTBYOWME B Npeaenax oTpacan (M34atoTca oTpac/ieBbiMM OpraHamm
denepanbHOM MCNONHUTENBHON BNacTn);

3) npaBoBbIe aKTbl, 4ENCTBYIOLLME Ha YpOBHE cybbekToB PP — Kpaes, obnacTel, ropoaos
pecnybanKkaHcKoro sHayeHns Mockebl U CaHKT-TeTepbypra, aBTOHOMHbIX 06/1aCTEN U OKPYroB, a TaKKe
UX TepPPUTOPUANbHbIX 06pasoBaHuii;

4) npaBoBble aKTbl, AeNcTBylOWME Ha PpesepasbHOM YPOBHE, — aKTbl, M3gaBaemsble MNpesngeHTom PO,
MpasutenbcTeom PO, opraHamm UCNONHUTENIbHOM BNACTM.

BbibepuTte oauH oTBeT:
a. 4,231
b.1,3,2,4
c.1,2,34

d.4,3,2,1

Bonpoc 14

Ha Kakue rpynnbl A4eNATCA pacnopaanTe/ibHble JOKYMEHTbI C TOYKM 3PEHUA NPUHATUA PeLlEHNI
(nopaaka paspelueHMa BONPOCOB):

BbibepuTe oaAnH OTBET:
a. co3aaBaemble B YC0BUAX KOAEernanbHOCTM/ co3aaBaemble Ha OCHOBE eAMHOHaYanma
b. HopmaTMBHblE/ HEHOPMATUBHbIE
C. NepBUYHble/ BTOPUYHbIE
d. Bo cnonHeHvne/ MHNLUMATUBHbIE
Bonpoc 15

Kakune pacnopaguTenbHble AOKYMEHTbI OTHOCATCA K AOKYMEHTAM, CO34aBaeMbIM B YCZTOBUAX
KONNernaabHoOCTU:

BbibepuTe ogMH OTBET:
a. pelueHus
b. yKasaHus
C. NPUKa3sbl

d. pacnopskeHus

Bonpoc 16



Kakune pacnopaguTeibHble AOKYMEHTbI HE oTHOcCATCA K AOKYMEHTaM, n3gaBaembiMm Ha OCHOBE
egnHOHa4Yanuna:

BbibepuTe 04MH OTBET:
a. MPUKasbl
b. pacnopsxeHus
C. MOCTaHOB/IEHWUA

d. ykasaHus

Bonpoc 17

KaKkue opraHbl (opraHmMsaummn) gencTeytoT Ha NPUHUMNAX eAUMHOHaYaImA:
Bbibepute oaMH OTBET:

a. rocylapCTBEHHbIE BY3bl

b. akuMoHepHble obuiecTsa

c. MNpasutenbcteo PO

d. OopraHbl MCMNOIHUTENIbHOM BNAaCTU

Bonpoc 18
KaKue opraHbl (OpraHM3aumm) AencTBYIOT HA YCAOBUAX KONETManbHOCTU:
BbibepuTe oaAnH OTBET:

a. bepepanbHble MMHUCTEPCTBA

b. Bbicwne OpraHbl ynpassieHNA KOMMepPYECKNX OpFaHMBaLLMVI Pa3/IMYHbIX OPraHN3aLlMOHHO-NPABOBbLIX
$opm

C. aAMUHUCTPaUMK cybbekToB PP 1 gpyrux TepputTopuanbHbix 06pasoBaHuit

d. opraHbl UICNOJIHUTENbHOM BIACTM OPraHn3aLMil yupeKaeHni, npeanpusatni, dupm

Bonpoc 19
Kakue pacnopagurtenbHble 4oKyMeHTbl npoxoaaTt MHbIE ctagmu npoueaypbl nsgaHma:

1) n3yyeHue cyllecTBa ynpaBaeHYeCcKoro Bonpoca, UHMUMUpPOBaHNE pelleHnsa — obocHoBaHMe
HeobxoagmMmocTu usganus PA;

2) cbop n aHanu3 nHdopmaLmm No Bonpocy;

3) noAroToBKa NPOEKTa pPacnopaAnTeIbHOro AOKYMEHTa;



4) cornacoBaHune naun 06CY)KAEHVI€ Ha 3acedaHnn KonnernaabHOro opraHa npoeKkTa pacnopagntenbHoOro
AOKYMEHTAQ;

5) BHeceHue npoekTa P/ Ha paccMOTpeHWe pyKOBOACTBa;
6) NPUHATME peleHnn — NoANUCaHNe AOKYMEHT];
7) perncrpaumsa LOKYMEHTa;
8) noBeneHne pacnopaguUTeIbHOrO AOKYMEHTA 40 UCTIOHUTEeN.
BbibepuTe 0AMH OTBET:
a. MPUKasbl
b. pacnopsaxeHus
C. peleHusn

d. ykasaHus

Bonpoc 20
M3 KaKMX YacTen COCTOUT TEKCT PacnopAaMTEIbHOTO AOKYMEHTA:
BbibepuTe oaAnH OTBET:

a. aHanUTUYecKan YyacTb/ 0606LatoLLan YacTb

b. pasbAcHMTENbHAA YacTb/ AMPEKTMBHAA YacTb

C. KOHCTaTMpYoLWaA YacTb/ pacnopaanTenbHasa 4yacTb

d. BBOAHAaA HaCTb/ OCHOBHaA l4:’:\CTb/ 3aKNnko4YnTeNIbHaA 4acCTb

Bonpoc 21

Ha Kakue rpynnbl 4enaTca NPpuKasbl MO XapakTepy OCHOBAHWA 414 U3aaHuA:

BbibepuTe 0AnH OTBET:
a. HopMaTuBHble/ HEHOPMaTHBHbIE
b. co3paBaemblie B yCNOBUAX KONNEMMANbHOCTW/ co34aBaemble Ha OCHOBE e4MHOHaYanus
C. NepBuYHble/ BTOPUYHbIE

d. Bo MCI'IOIIHEHME/ UWHUUNATUBHbIE

Bonpoc 22

Kakune NPWUKa3bl Ha3bIBatOTCA NHULUNATUBHbIMMW!



BbibepuTe o4MH OTBET:

d. U3gaBaemble B CBA3U C oCyulwleCcTtBNEHNEM UHNLUNATUB NO OPraHn3aLl M MCNOJIHEHUA NPaBOBbIX aKTOB,
NMPUHATbBIX PaBHOMPABHbIMU OEM0BbIMU NMAPTHEPAMU OPraHn3aLlnmn

b. n3aaBaemblie B CBA3U C HEOGXO,CI,VIMOCTI:PO ocyuwecrtssieHunA COBCTBEHHOM AeATENbHOCTU B
COOTBETCTBUU C HaaeNeHHbIMU d)yHKLI,MﬂMVI 1 3a4a4amm

C. u3gaBaembie No MHNUMaTnBe NOAYNHEHHbDIX

d. n3aaBaemble C Lie/iblo OpraHn3aunn NCNoHEHNA NPUHATbIX 3aKOHOAATE/IbHbIX,
HOPMATUBHO-NMPAaBOBbIX aKTOB N UHbIX I'IOpy'~I€HVII7I BblLWECTOALMNX OPraHoOB

Bonpoc 23

Kaknumum cnosamm JOMKeH HAYMHATLCA TEKCT NPWKa3sa, eCan ero n3gaHume BbisaBaHo HEO6XO,CI,MMOCTbI-O
MCNONTHEHUA NPUHATbLIX 3aKOHOAATe/1IbHbIX, HOPMATUBHO-MPABOBbLIX aKTOB U UHbIX nopyquMﬁ
BblWECTOALWNX OPraHOB:

Bbibepute oauH OTBET:
a. «B uenax...»
b. «B cooTBETCTBUM C...»
c. «cxopna mns...»

d. «B cBAsm c...»

Bonpoc 24

KaKkvmu c10BamM A0NKEH HAYMHATLCA TEKCT NPUKasa, eCn ero nsgaHue Bbi3BaHO HEOHX0AMMOCTbIO
OCyLLLECTBNEeHMA COBCTBEHHOMN AeATENbHOCTM NO MHULMATUBE OPraHM3aunu:

BbibepuTe ogMH OTBET:
a. «BcBasn c..»
b. «Ha ocHoBaHuUM...»
c. «<Bo ncnonHenune...»

d. «B cooTBeTCcTBUM C....»

Bonpoc 25

Kakune pacnopaauTtenbHble 4OKYMEHTbI MOMET U34aBaTb B Npeesiax CBOe KOMNeTeHLNM
PYKOBOAMTENb OpraHM3auum, 4eNCTBYOWEN Ha OCHOBE KONEerMaabHOCTH:

BbibepuTe 0AMH OTBET:



a. pewweHus
b. npukasbl
C. MOCTaHOB/EHWUA

d. pacnopskeHus

Bonpoc 26

Kakue pacnopagnTeibHble AOKYMEHTDI HE MOTYT U34aBaTb B npeaenax cBoel KOmMneTeHuunn
pyrkosoauUTENN Opl'aHVI3aLI,VIl‘/JI, AEVICTBYPOU.LMX Ha OCHOBE eUHOHAa4YaNnnA:

BbibepuTe 0AWH OTBET:
a. yKasaHua
b. pacnopsaxeHus
C. NPUKasbl

d. peweHuns

Bonpoc 27

Kakne aokymeHTbl HE moryT nognucbiBaTh B Npeaenax CBOei KoMMeTeHLUMM PyKOBOAUTENN
CTPYKTYPHbIX NogpasaeneHui:

BbibepuTe 0AMH OTBET:
a. yKasaHua
b. npukasbl
C. pacnopsxeHus

d. npoToKonsl

Bonpoc 28
C KaKoro MOMeHTa pacnopaauTesbHbI A0KYMEHT npuobpeTtaeT cTatyc odMLMaNbHO M3LAHHOTO:
BbibepuTe oaAnH OTBET:

a. nocne noanucaHuA

b. nocne gatmposaHus

C. mocne perucTpaumm

d. nocne cornacoBaHus



Bonpoc 29

B Kakom pacnopaamuTeibHOM SOKYMEHTE KOMMEPYECKOM OpraHM3aummn ucnosbsyetcs popma
M3/10’KEHWUA TEKCTA OT NepPBOro ML e4UHCTBEHHOTO YACAa:

BbibepuTe o4MH OTBET:
a. B peweHun
b. B pacnops:keHnu
C. B MOCTAHOBNAEHMUM

d. B coBmecTHOM npukKkase

Bonpoc 30

B Kakom pacnopagmntenbHOM AOKYMeEHTe UCNo/ib3yeTca d)opN\a M3N10XXeHNA TEKCTA OT NepBOro nua
MHOXeCTBEHHOIO Yncna:

BbibepuTe 0AMH OTBET:
a. B NOCTaHOBAEHUN
b. B ykazaHuu
C. B peLeHunmn

d. B coBmecTHOM npukKkase

Bonpoc 31

dopma KaKkoro rnarona He A0/1XKHa OTAENATbBBOAHYIO YacTb pPacnopaanTebHbIX LOKYMEHTOB OT
pacnopaauTeIbHON:

BbibepuTe ogMH OTBET:
a. MPNKA3bIBAEM
b. MPEANATAIO
c. PELLAIO

d. MOCTAHOBNAET

Bonpoc 32



Kakolt rnaros He npyvemaem B GOpMyIMPOBKE BIACTHOTO PELIEHWsA OpraHa ynpaBieHus, U3aaroLwero
pacnopsanTebHbIN AOKYMEHT:

BbibepuTe oAnH OTBET:
a. KYCUNIUTBY
b. «3auncaunTb»
C. «NMOATOTOBUTbLY

d. «pa3paboTaTb»

Bonpoc 33

Kakolt rnaron npegnoytuteneH B opmyIMpoBKe BNACTHOTO PELLEHMA OpraHa yrnpaB/ieHus, U34aloLWwero
pacnopaanTenbHblit AOKYMEHT:

BbibepuTe 0aMH OTBET:
a. KOpraHN30BaTby»
b. «NPUHATb MepbI»
C. KNOAHATHY

d. «akTMBM3MpPOBaTLY

Bonpoc 34

Kakolt rnaron npeanoututeneH B GopMyanMpPOBKe BAACTHOIO peLleHnsa opraHa ynpasaeHus,
N3aloLLErO PacnopAanUTENbHbIN AOKYMEHT:

BbibepuTe oguH OTBET:
a. «MOBbICUTbY
b. «ynydqwnTo»
C. «PaCcCMOTPETb»

d. «obecneynTb»

Bonpoc 35

Kakolt rnaron npegnoytuteneH 8 $popmMyIMpPOBKe BNACTHOTO PeLleHMUA opraHa ynpasaeHus,
M34aI0LWEro pacnopaguTe/ibHbIA OKYMEHT:

BbibepuTe oAMH OTBET:

a. KYCUAUTBY



b. «npuMHATbL MmepbI»
C. KBO3/IOKUTb»

d. «noBbICUTb»

Bonpoc 36

B Kako# yactu pacnopagnTeNbHOro JOKyMmeHTa H806X0,EI,VIMO nomeuaTtb nepeyvyeHb JOKYMEHTOB,
YTPaTUBLWNX CUNY AU nognexawmx NSMeHeHUo B CBA3N C U3AaHUEM AaHHOTO aKTa:

Bbibepute ogMH OTBET:
a. B 1tobom NyHKTe pacnopagmTeibHOM YacTu
b. B nepBbIx NyHKTax pacnopaguTeibHOM YacTu
C. B KOHCTATMpPYOLLEM YacTK
d. B KOHUe TeKcTa

Bonpoc 37

B Kakol yactu pacnopaanTenbHOro JOKymMeHTa yYKa3blBaeTCA MHd)OpMaLI,Mﬂ O TOM, KTO OoCyLuecTBnAaeT
KOHTPO/1b €ro NCNOJTHEHUA:

BbibepuTe 0AMH OTBET:
a. B NepBOM NyHKTe pacnopaanTenbHoOMn Yactm
b. opopmnseTca oTAeNbHON CTPOKOW NOCAE BCEX MYHKTOB
C. B NocaeAHeM MyHKTe pacnopaamnTeibHOM YacTu

d. B KOHCTaTMpYyIOLWEN YacTy

MpaKTnyeckoe 3agaHue 6 (3 cem)

1. Ucnonb3aysa matepuan Tembl 6 HacToAWEero y4ebHOro Kypca, 3anoaHuTe Tabaunuy «Knaccuopuraumm

nncem»:

2. Bbl KOMmMmepyeckuit gupektop OO0 «ABCONOT» NO NPOAAXKe KOCMETUYECKON U NapdromepHON
npoaykumn. Bam Heob6xoanMMo NpoBecTn peknamHyto KamnaHuio. OdpopmmTe COOTBETCTBYOLLEE MUCBMO
ANA AeNnoBbIX NAPTHEPOB.

No

/ KﬂaCCMd)MKaLLMOHHbIFI NpU3HaK PasHoBMAHOCTH NUCEM
n/n




3. Bbl COTPYAHMK, HAaXO4ALWMNNCA B KOMAHAMPOBKE. Bam CPOYHO HYKHbl PUHAHCOBbIE AOKYMEHTbI BaLlei
bUPMbI ANs 3aK0YEHNA KOHTPAKTa ¢ neTepbyprckoii KomnaHuei «Hesa», U Bbl MPOCUTE 3aM.
AVPEKTOpPa BbICAATb BaM 3TM A0KYMEHTb. OPpOpMUTE COOTBETCTBYIOLLMIA AOKYMEHT.

TecT K pasgeny 2 (2 Kypc)

Bonpoc 1
KaKoe cBOMCTBO Ae/10BOM NEPENUCKUN OTIMYAET ee OT APYrMX CUCTEM M NOACUCTEM AOKYMEHTALMUM:
BbibepuTe oanH OTBET:

a. obecneynsaeT MHGOPMALMOHHDBIN OOMEH C NPUMEHEHNEM CPEACTB CBA3M

b. cnyxut ana nepegaymn nHpopmaumm

C. ABNAETCA MHCTPYMEHTOM MHGOPMALMOHHOTO 06MeHa Ha Pa3/IMYHbIX CTaAMAX BbIPabOTKM, MPUHATMA
W BbINOJIHEHMWSA YNPABJEHYECKUX PeLleHui

d. cnyuT ana 3akpenaeHuns nHdopmaumm

Bonpoc 2
Kakue gokymeHTbl HEJ/TIb3A oTHECTM K AenoBon nepenucke:
BbibepuTe ogMH OTBET:

a. 3N1EeKTPOHHOE NUCbMO

b. cny>kebHan 3anucka

c. TenedoHoOrpamma

d. cny»kebHoe nncbmo

Bonpoc 3
Ha Kakue pasHOBMAHOCTM AeNNTCA Ae/10Ban Nepenncka No MecTy HaxoXaeHus agpecara:
BbibepuTe ogMH OTBET:

a. BxoAdAwaa/mexoaauas

b. BHyTpeHHAA/MexayHapoaHan

C. coaepsKallan Heobxoanmble cBeaeHMn 06 aBTope/aHOHUMHaAA

d. odmumanbHaa/AnyHasa



Bonpoc 4

Kakoro Bvaa £ie10BOV Nepenmnucku no noJsioKeHuio B nepapxumn ynpasnernusa HE cyuiecrsyer:
BbibepuTe 04WH OTBET:

a. Nepenuncka ¢ pyKkoBOACTBOM M COTPYAHUKAMM OpraHn3aumm

b. nepenucka co CTOPOHHMMU OpraHU3aLUAMM

C. NMepenmcKa ¢ BbIWECTOAWMMM OPraHM3aLmamMm

d. nepenvckac NoABEAOMCTBEHHbIMUW OPraHU3aLUAMM

Bonpoc 5

KaKol KnaccudrKaumoHHbIM NPU3HAK NOJIOXKEH B OCHOBY Ae/IeHWA AeI0BOV Nepenmnuckm Ha
odUUMaANbHYIO U NNYHYIO:

BbibepuTe 0AMH OTBET:
a. Mo Ha3HaYeHUo
b. Nno mecTy HaxoxAeHUs agpeca
C. N0 MNOJIOXKEHWNIO B MEPAPXUUN YNPABNEHUSA
d. No nonoeHuto B cucteme A0KymeHTo0bopoTa

Bonpoc 6

KaKkan nepenucka oTHOCKTCA K IMYHOM:
BbibepuTe 04MH OTBET:
a. nepenuncka mexay GM3n4eckumm u AONKHOCTHLIMU ANLAMU
b. nepenucka mexKay KOHKPETHbIMW PabOTHUKAMMU BHYTPM OpraHM3aLmm
C. NepenmcKa Mexay oAHUM AONKHOCTHBIM IMLOM U APYTUM AONKHOCTHLIM NMLOM
d. nepenucka mexxay pUsMyeckumm 1Muamm BHe chepbl UX CyKebHbIX (0dULMaNbHBIX) OTHOLLIEHWIA

Bonpoc 7

KaKoW KnaccupuKaLMOoHHbIM NPU3HAK NOMOXKEH B OCHOBY Ae/1eHUA Le/10BON NEPEnUCKM Ha Nepenmncky
NoBOMPOCaM MaTepmaibHO-TEXHUYECKOTo obecneveHuns, PUHaAHCOB, CTPOUTENLCTBA, TPAHCMNOPTA,
KY/IbTYpHOro o6MmeHa U T.4,.:

Bbibepute 0aMH oTBET:



a. Mo Ha3HaYeHUo
b. No NonoxKeHuto B nepapxmun ynpasaeHms

C. NO OTHOLIEHUIO K onpeaeneHHbIM chepam AeATeNbHOCTU, BONPOCamM, CUCTEMAM yNpaBaeHUYeCKoM
OOKyMeHTaumn (no TemaTtuke)

d. no nonoxeHuto B cucteme lCI,OKyMeHTOO60p0Ta

Bonpoc 8

Ha Kakue pasHOBUAHOCTM AENATCS AeN0Bble NUCbMA MO KOMNO3ULMM:
BbibepuTe oAMH OTBET:

a. UHULMATUBHBbIE M OTBETHbIE

b. TMNOBbIE N B NpoM3BObLHOM dopme

C. NPOCTbIE U CNOMXKHblE

d. Bxogawme n ncxogaime

Bonpoc 9

KaKkue nnucbma noAnucbiBaloTcA ABYMSA IMLAMMN — PYKOBOAMTENIEM OPraHM3aL MM U raBHbIM
byxrantepom:

BbibepuTe 0AMH OTBET:
a. rapaHTUIHbIE NCbMa
b. conpoBoguTenbHble NMcbMa
C. MMCbMa-3anpochbl
d. peknamHsble Nnncbma

Bonpoc 10

KaKOMy NMOHATUIO COOTBETCTBYET CNeAyloLWan XapakKTepncTtnka: «ITO nocnenoBaTeNIbHOCTb IOTUYECKHU
B3aMMOCBA3aHHbIX CMbIC/I0BbIX YacTemn NMNCbMa, O6'beAVIHeHHbIX €ANHCTBOM TEMbI»:

BbibepuTe ogMH OTBET:
a. KOMMO3MLMA TEKCTa NNUCbMa
b. BHYTpeHHAA CTPYKTYpa NMcbMa
c. 6naHK nnucbma

d. TvnoBsoi popmynap nnucoma



Bonpoc 11

Kaknum JOKYMEHTOM HEOH6X0AMMO 0GOPMUTL BO M3beEkRaHMeE HapyweHWA HOpM TpyLoBOro KogeKca
NMUCbMEHHOE HanoMWHaHWE O HEOBXOANMMOCTU ABUTLCA A1 NOJIyYeHNsA TPYLOBOM KHUMKKM YBOSIEHHOMY
PabOoTHMKY, HE MONYyYMBLLIEMY ee:

Bbibepute oaMH OTBET:
a. 3aKasHoe NMMCbMOo
b. pakcorpamma
c. SMS-coobuieHne
d. aneKkTpoHHoe coobuieHne

Bonpoc 12

Kakvm BMAOM AOKYMEHTa Bbl HanpaBuTe B NOABEAOMCTBEHHbIE Opra—HMU3aLMM CPOUHYI0 MHbOPMaLMIO
0 MOY4EHHOM LUTOPMOBOM Mpeayn—pexKaeHnn:

Bbibepute oanH oTBET:
a. AeN0BOe NUCbMO, OTNpPaBeHHOe No daKcy
b. Tenerpamma
C. 3/IEeKTPOHHOE NNCbMO
d. TenedoHorpamma

Bonpoc 13

Mognucatb TenedpoHorpammy, NOArOTOBEHHYIO A8 OTNPABKU KOPPECNOoHAEeHTaM, MMeeT NpaBo:
BbibepuTe ogMH OTBET:

a. 3aMeCTUTeNb PYKOBOAUTENSA OpraHM3aLmm

b. paboTHUK NnoapasaeneHuns

C. pyKOBOAUTEIb OPraHn3aLmMmn Man ynoJIHOMOYEHHOE UM INLO

d. pykoBoAMTENb CTPYKTYPHOIO NoApasaeneHus

Bonpoc 14

MoanucbiBaTb MMCbMO Ha B1aHKe CTPYKTYpPHOro noapasaeneHna UMeeT Npaso:

Bbibepute 0aMH OTBET:



a. 3aMecTuUTe/Ib PYKOBOAMTENA OpPraHn3aunm

b. paboTHUK CTPYKTYpPHOro NoApasaeneHuns, NogroTOBUBLLMI AOKYMEHT
C. pyKOBOAMTENb NOAPA3AENeHNA

d. pyKoBOgUTENb OPraHM3aLmm

Bonpoc 15

I'IpM Kakom cnocobe AO0CTaBKM ero agpecarty nmcbmo 6y,£l,€T MMETb KPUN-ANYECKYIo cuay, ecam nMcbmo
cogepxKut 06A3aTeNbCTBO ONAATUTb OKa3aHHbIe ycny-ru:

Bbibepute oanH OTBET:
a. NoYTOBas CBA3b
b. TenedoHHas cBA3b
C. 9NEKTPOHHaAsA NoYTa
d. pakcMmmnnbHana cesasb

Bonpoc 16

Mpwv oTnpaskKe KaKom Pa3HOBUAHOCTU NMNCbMa MOXHO OrpaHNUYnUTLCA d)aKCMMMﬂbHOVI CBA3bIO NN
3!'IEKTpOHHOl‘;1 noyToi 6e3 AOCbINIKN KOppecnoHAEHTY NOANTMHHUKA:

BbibepuTe 0AMH OTBET:
a. NMcbMa-3anpoca
b. peknamHoro nucbma
C. NUCbMa-3aKasa
d. nucbma-HanomMmHaHuA

Bonpoc 17

YKaKuTe, Kakue eI He MOTYT BbITb Peann3oBaHbl MPU NO—~MOLLM AEN0BbIX MUCEM:
BbibepuTe 04MH OTBET:

a. OTNpaBKa agpecaTy LOKYMEHTOB

b. HPopMMpOBaHME KOppPECNOHAEHTA

C. BbIHECEHME B3bICKaHUA pabOTHMKY OpraHMn3aLmm

d. oTKas B YO0BNETBOPEHUN NPETEH3INUN



Bonpoc 18

Ecav nucemo noarotosneHo Beaywum cneuymannctom otaena TEXHUYECKOM noaaepKun opraHnsauunm,
3aBU3NpPOBaHO pykoBoguUTeENEm oTaeN1ia U noANNCaHO pyKoBoAUTENEM OpPraHn3aLl M, KOro chegyert
YKa3aTb B Ka4eCcTBe UCNOJIHUTENA B COOTBETCTBVIOLLI,GVI OTMETKeE:

Bbibepute oaMH OTBET:
a. pyKoBoAuTeNn opraHMsauuu
b. pykoBogutens otaena
C. Beaylero cneunanmcra
d. cekpeTaps pykosoauTens

Bonpoc 19

KaK fo0nXKeH NoCcTynuTb UCMONHUTESb, I'IO[I,FOTOBMBUJMVI Aeno-soe N1MCbmo, ecain pykosoanTesib otaena
NA1aHNPOBaHUA, BU3a KOTOPO—-TO H€O6XOAMM3, HaxoAnTcAa B KOMaHOUPOBKE:

Bbibepute oanH oTBET:
a. nepefaTtb NMCbMO Ha NoANMUCb pykoBoauTesnto 6e3 Bu3bl
b. 3aBM3KMpPOBaTb MMCbMO Y 3aMeCcTUTeNA PyKOBOAUTENA OTAENA NIAHUPOBAHUA
C. 3aBM3MPOBATb MMCbMO CaMOMy
d. }aaTb BO3BpPaALLEHNA PYKOBOAMTENA OTAENA NIAHNPOBAHNA U3 KOMAHAMPOBKM

Bonpoc 20

Kakolt pasHOBUAHOCTbLIO A€/10BOr0 NMCbMa NOYTOBOE OTAE/IEHUE COOBLLMT rpaXKaaHuNHY, UTO Ha ero MMa
NOAYYEHO LEHHOE NMNUCbMO, U MPUTNACUT NONYUUTD €ro:

Bbibepute 0AMH OTBET:
a. NUCbMO-U3BeLLeHNe
b. nucbmo-npurnawerHne
C. NMcbMo-npocbba
d. nucbmo-coobleHne

Bonpoc 21

K Kakoi pPa3sHOBUOHOCTHN NNCEM OTHOCUTCA NNCbMO Chegyrowero cogepaHuma:



Coobuiaem, 4To opraHM3aLMa BCTPEYM aMepPUKaHCKOW Aeneraumm ot KomnaHum "Pennysin XeputaaK
HeTyapK" nopyyeHa ANPEKTOPY My3bl—Ka/IbHOTO YYUANLLA AYXOBbIX MHCTPYMeHTOB MM.[,. PomaHoBY:

BbibepuTe 04MH OTBET:
a. MMCbMO-0TKa3
b. MHPpopMaLMOHHOE NUCbMO
C. MUCbMO-NpeaynpexaeHme
d. nucbmo-coobleHne

Bonpoc 22

Yem nucbmo-npeanioxeHme (odepTa) oTaMYaeTcs OT pek—1aMHOro NMcbMa:
BbibepuTe 04MH OTBET:
a. HanpaB/AeTCA NPOAABLOM NOTEHLMANbHLIM MOKYNaTeNAM C Npea/oXKeHUemM TOBapoB UAKN YCayrT
b. He cBaA3bIBaeT Npogasua 06s3aTeIbCTBOM NPoAaTb TOBAP
C. CTUMYNIMPYET MHTEPEC K TOBAPY U KenaHue ero npnobpectu
d. coaepKnUT HamepeHue 3aKNIUYUTb CAENKY C YKa3aHNMEM ee KOHKPETHbIX YCI0BUiA

Bonpoc 23

K Kakom Pa3HOBUAHOCTU NNCEM OTHOCATCA NMUCbMa, C MOMOLLbIO KOTOPbIX NPOCAT BbICN1aTb Od)MLI,MB/'IbeIe
cBegeHnAa nam AOKYMEHTbI:

BbibepuTe 04MH OTBET:
a. MMCbMO-U3BeLLEHME
b. nMcbmo-3aKas
C. MMCbMO-3anpoc
d. nnucbmo-npocb6ba

Bonpoc 24

Kakol Pa3HOBUOHOCTU NNCbMa COOTBETCTBYET Cﬂeﬂ,y}OLLl,Mﬁ TEKCT:

B cBf3M c npoueaypoit baHkpoTcTBa npeanpuatna OAO "MocKoBC-KUKIA KoHAUTEP" NpoCcMm
npeAoCcTaBUTb AaHHble O pasMepe A0/IM rocy—~A4apCcTBa B YCTABHOM KanuTane Ha3BaHHOMO NpeanpuaTus.

Bbibepute oanH oTBET:

a. MMCbMO-NPeaoKeHmne



b. nucbmo-3anpoc
C. NMcbmo-npocbba
d. nucbmo-coobuieHne

Bonpoc 25

Onpep,enMTe Pa3HOBUAHOCTb NNCbMa, TEKCT KOTOPOTO NpuBeaeH HUXKeE!

Mpocum Bac paccmoTpeTb BOSMOXKHOCTb NMOCTaBKW NAPTUM KOMNIEK-TYIOLMX A5 MePCOHabHbIX
KOMMblOTEPOB B NepBoit Aekage AHBapa 2013 r. M Npu NONOKUTENbHOM PeLIeHUN HanpaBUTb Ham

odepry.

BbibepuTe oanH OTBET:
a. MMCbMO-HAaNOMMWHaHMe
b. nucbmo-3anpoc
C. MUCbMO-NpPeA/IOKEHNE
d. nnucbmo-npocbba

Bonpoc 26

YKarKnte, Kakoe NMcbmo cneayetT HanpasBuUTb OpPraHM3aunm -KOHTPAreHTy No A0rosopy, ecav aTa
OopraHnsaumna He onsia4ynBaeT Bbl—~MNOJIHEHHbIE BaMU pa6OTbIZ

Bbibepute ognH oTBET:
a. Nncbmo-coobLeHne
b. nucbmo-TpeboBaHme
C. MUCbMO-HaNoOMWHaHKe
d. nucoemo-npeTeHsuna

Bonpoc 27

YKaxunte, Kakoe NMcbMo CeayeT HanpasuTb OPraHN3aLMmM-KOHTPareHTy no A0roBopy, eCaun noayyeHa
napTuA ToBapa B HeHaANe—¥alllel ynakoBKe, YTO CKa3aNnoch Ha KayecTse ToBapa M NPUBENO K
CHU-3KEHUIO LeHbl MPUY ero Npoaaxe:

BbibepuTe o4MH OTBET:
a. NUCbMO-HaNnoOMMHaHue

b. nucbmo-3anpoc



C. I'IVICbMO-TpE6OBaHVIe
d. NMNCbMO-NPETEH3UA

Bonpoc 28

YKaxuTe, K KaKol Pa3HOBUOHOCTN NNCEM OTHOCUTCA NNCbMO Cheayrowero cogepxaHuma:

18 anpena 2013 r. 8 11.30 mecTHOro BpemeHu lenapTameHT NpMpo-A0no/b30BaHNA NPOBOAUT
Ce/IeKTOpHOe COoBeLLaHKe MO BOMPOCY O CU=Tyauum C IECHbIMU NOXKapaMn U NeCOHapyLEeHNAMM Ha
Tepputopun Poccuiic-Kkon ®egepauymn.

BbibepuTe oAMH OTBET:
a. NUcbmo-cooblueHne
b. nucbmo-usBeLLeHne
C. NUCbMO-HaNOMMHaHWe
d. nucbmo-npurnaweHune

Bonpoc 29

YKaxuTe Ha3BaHMe pa3sHOBUAHOCTM NUCbMa, MPUBEAEHHOTO HUXKe:

Mpeanaraem cenbab UCNAHACKYHO B HouKax B Konndectae 1200 Kr ¢ NOCTaBKOM B TeYEHME anpensa-utoHa
2013 r. paBHbIMM MAPTUAMM.

Bbibepute oauH oTBET:
a. NUCbMO-U3BeLLeHNe
b. nucbmo-npeanoxeHune
C. NUCbMO-coO0bLLEHNE
d. nMcbmo-npocbba

Bonpoc 30

K Kakoi pasHOBMAHOCTM NMU—~CEM OTHOCUTCA MUCbMO rpakAaHWHa, B KOTOPOM OH obpalaeTcs B
opraHusauuto ¢ npocbboit noaTBEP—-AUTL CTaXK PaboTbl B 3TOM OpraHM3aumu:

BbibepuTe o4MH OTBET:
a. NMCbMO-3anpoc
b. nucbmo-TpeboBaHue

C. I'IMCbMO-I'IpOCb6a



d. nucbmo-coobuieHne

Bonpoc 31

OpraHusaums noay4naa NMCbMOo-NPocbOy creayowero cogepKaHus:

Mpocmm Bac npeaocTaBnTb MeCTo 1A NPOXOXKAEHNA NPeaAUNNOM—HOM NPAKTUKK CTYAEHTKe 5 Kypca
0YHOM PpopMbl 06yUYeHMA PaKyabTeTa Negarormyeckoro 06pasoBaHMA U CePBUCHbIX TexHonornin ®reQy
BMO «MarHUTOropcKkuii rocy4apCTBeHHbIN YHUBEPCUTET», NO HanpaBAeHuto «JoKymeHToBeaeHWe U
apxusosegeHue» Megseaesoit AHHe AHgpeesHe ¢ 01 ¢peBpana no 28 maprta 2013 r.

YKaxuTe, KaKoi us BapnaHTOB OTBETA 6y,u,eT 6onee NpPaBUIbHbIM!

BbibepuTe 0AMH OTBET:

YBarkaemble Konneru!

NHbopmmpyem Bac o Tom, YTO Mbl pagpbl NPefoCTaBUTb MECTO A1 NPOXOXKAEHMANPesAUNAOMHOM
npaKkTUMKK Baweli ctyaeHTke MeaBenesoii AHHe AHApeeBHe B 0603HaUYeHHble Bamu cpoku.

b.

CoobuLaem, 4To Hala opraHn3aLmMa rotToBa NPeaoCTaBUTb MECTO A/1A NPOXOXKAEHUANPEAANNIOMHON
NPaKTUKK CTyAEeHTKe 5 Kypca o4yHOM popmbl 06yueHUs daKynbTeTa Nnedarorniyeckoro obpasosaHma 1
cepBUCHbIX TexHonornii ®re0Y BMO « MarHUTOropcKkuii rocyfapcTBeHHbIA YHUBEPCUTET, MO
HanpasneHuo «JoKymeHToBeAeHNE N apxnsoseaeHne» Measeaeson AHHe AHapeeBHe ¢ 01 ¢peBpansa
no 28 mapta 2013 r.

Ha Bawe nucbmo oT ... N2 ... coobLiaem, 4To roToBbl NPEAOCTaBUTL MECTO A/1A
NPOXOXAEHMANPEAAMNNNIOMHOM NPAKTUKN CTyAeHTKe 5 Kypca ouHon popmbl 0bydeHua dakynbTeTa
negarornyeckoro ob6pasoBaHuA U cepBUCHbIX TexHoNorni Gre0Y BMO « MarHUTOropckuit
roCyapCTBEHHbIN YHUBEPCUTET», NO HaMNpaBAeHUIO «[JOKYMeHTOBEeAEHNE U apXMBOBELEHMEN
Mepasenesoi AHHe AHapeesHe ¢ 01 deBpans no 28 mapta 2013 r.

d.

Coobuiaem, 4To Halla OpraHM3aums NPeaoCTaBUT MECTO A1A NPOXOXKAEHUA NPaKTUKK 415 Balen
CTYAEHTKMN.

Bonpoc 32

KaKol pasHOBMAHOCTM NUCbMA COOTBETCTBYET C/leaytowas A3bikoBas ¢opmyna: «Mbl yBepeHbl, uto Bac
3aMHTepecyeT BbICOKOE KauyecTBO Halleil NpoayKUmMn...»:

Bbibepute oanH oTBET:

a. npocbba



b. peknamHoe nncbmo
C. NpuUrnalieHune
d. opepTa (NnpeanorkeHue)

Bonpoc 33

KaKol pasHOBMAHOCTU NUCbMA COOTBETCTBYET C/leAytoLLas A3bikoBaa ¢opmyna: «Mpocum coobwmTb
JaTy npuesga generaumm ot Bawewn ¢pupmbl...»

Bbibepute oaAnH OTBET:
a. npocbba
b. npurnawenune
C. HANOMUWHaHWe
d. nHpopmauMoHHOE NUCbMO

Bonpoc 34

KaKol pasHOBMAHOCTU NUCbMa COOTBETCTBYET Ceaytoan a3bikoBaa ¢opmyna: «lpeacTaBnsio Ha
YyTBEPKAEHME NPOEKT NAaHa...»:

BbibepuTe 0aAMH OTBET:
a. npeacTaBaeHue
b. odepTa (NnpeanokeHue)
c. npocbba
d. conpoBoguTenbHoe NUCbMO

Bonpoc 35

KaKoW pasHOBMAHOCTU NMCbMa COOTBETCTBYET Ceaytowasn A3blkoBan popmyna: «K coxkaneHuto, Mol
He MOXKeM NPUHATb Balle npeanoxeHue...»:

BbibepuTe ogMH OTBET:
a. NUCbMO-NpUrialleHne
b. nucbmo-oTteeT
C. MNCbMO-0TKa3
d. NMCbMO-N3BUHEHME

Bonpoc 36



YKaxute Hanbonee «KecTKUin» U HeYMECTHbIM BapMaHT OTKasa:

BbibepuTe 04MH OTBET:
a. B cBsi3u C... 4enapTameHT He MOXKET COrIacUTLCA C BalWMM NPeaoKeHNEM
b. MpuHATL Bale NpeaioxKeHe He NPeLCTaBAAETCS BO3SMOMKHbIM B CBA3U C ...
C. B cBA3M C ... Bae NpeaoKeHne HaMu He MPUHUMAETCS
d. B cBA3M C ... BaLle NPeLNOKeHNE He MOKET BbITb MPUHATO

Bonpoc 37

KaKolt BapnaHT NpeasioxKeHns ToBapoB v ycayr 6onee npuemsiem:
BbibepuTe 0AMH OTBET:
a. Hawa ¢vpma rotoBa NocTaBuTb BamM KaYeCTBEHHYIO U HE40POTYIO 3/IEKTPOTEXHUYECKYIO MPOAYKLMIO

b. HactoaTtenbHo pekomeHayem Bam BOCMO/1b30BaThCA yCAyramu Hawen GvpmMbl No NocTaBKe
KauyecTBEHHOM U HEeLOPOrol 31eKTPOTEXHUYECKOM NPOAYKL MM

c. Mpepnaraem BOCNONb30BaTbCA YCAYramm Hawen d)MprI Mo NOCTaBKe KaYeCTBEHHOM U He,a,oporoﬁ
3I'IEKTpOTEXHMLIECKOI‘;1 npoayku1un

d. Npeanaraem Bam BOCNoAb30BaTbCA YCAyraMu Halle Gprpmbl MO NOCTaBKe KauyecTBEHHOM U
He0pOoroi 3/1eKTPOTEXHMYECKOM NMPOAYKLMM

Bonpoc 38

Kakune obpalleHna yMeCcTHO MCMo/1b30BaTh B KOMMEPUYECKOM NPesasioxKeHU M, paccbiiaemom 6onbliomy
KOIMYEeCTBY OpraHn3aLmii — NoTeHUMaAbHbIX NOKynaTenen ToBapoB UAN YCAYT:

BbibepuTe 0AMH OTBET:
a. YBaxkaemble rocnoga!
b. YBaxkaemble konneru!
c. YBakaemble rocrnoga npegnpuHumarenm!
d. MHoroyBaxkaemble rocnoga!

Bonpoc 39

Bbibepute Hanbonee ymecTHyto GOpMyIUPOBKY:

BbibepuTe 04MH OTBET:



a. Mbl pagbl NpegNoxKuTb Bam NpuHATL y4acTue B cEMUHApE ...
b. Mpepgnarato Bam NpuHATL yyacTve B CEMUHAPE ...

c. NMpepnaraem Bam npuHATL yyacTue B CEMUHAPE ...

d. Pagbl npeaioXKuTb Bam NpuHATL y4acTue B CEMUHape ...

Bonpoc 40

YKaxuTe, Kakas U3 3TUKETHbIX 3aKNt0UnUTENbHbIX dpa3 ByaeT ymecTHON B TEKCTe AeN0BOr0 NMCbMa:
Bbibepute oaAnH OTBET:
a. Hapeemca Ha gavnTenbHOe NJ104O0TBOPHOE COTPYAHMUYECTBO
b. OueHb pagbl 0KazaTb Bam ycayry
c. K coxkaneHuto, Mmbl N0O34HO NOAYYUAN Balle NPessioXKeHne U He CMOT/IM UM BOCMOJIb30BaTbCA
d. K cuacTbto, Hawm onaceHns o6 ocTaHOBKEe NOCTaBOK 060pyA0BaHMA He NOATBEPANAUCH

Bonpoc 41

OnpeaennTe, CKOIbKO KOMMO3ULMOHHbIX YacTel B CeAyolem nucbme:

Mpy NpoKnagKe KaHaIM3auMmM U YCTPOMCTBE KaHa/IM3aLUMOHHBIX Ka—Mep Nno agpecy: ya. [LoBKeHKo,
cTpoeHue 15 Ha Konoaubl 6biAK ycTa—HOBAEHbI KPbILLKW, HE COOTBETCTBYIOLLME pasmepy obeyvaek, U,
HeCMoT-pA Ha HEOAHOKpPaTHbIE YCTHbIE M NMMCbMeHHble 06palleHNa K HadanbHU-KY ydacTka Ne 4 ¢
Npocbboi YCTPaHUTbL A0NYLLEHHbIE OTCTYNAEHUA OT TEXHUYECKOWN AOKYMEHTALUMM, MEPbI A0 CUX NOP He
NPUHATbI.

B cBA3M C Tem, YTO NpM Npoesae aBTOMaLLMH NPOUCXOAUT CABUT U Ne-peBopaYMBaHue KpblLlek,
OTKPbITble KON0ALbI CO3AA0T Yrpo3y XU3HWU NeLlexoaos U MOTYT MPUBECTM K HECHACTHbLIM CyYanm,
Tpebyem npu—HATb CPOUHbIE MEPbl MO YCTPAHEHMIO HEMNONAO0K.

B npoTMBHOM C/ly4ae Mbl HE HECEM OTBETCTBEHHOCTM 33 BO3MOXHbIE NMOCAeACTBUA.
BbibepuTe ogMH OTBET:

a. ase

b. Tpu

C. yeTblpe

d. ogHa

Bonpoc 42

Kakune nnucbma ABNAAKOTCA MHOMOACNEKTHbIMMU:



BbibepuTe o4MH OTBET:

d. MMCbMa, aBTOPaMM KOTOPbIX ABNAKOTCA HECKO/IbKO /INL, KaXX40€ U3 KOTOPbIX BbICKa3biBaeT CBOKO
TOYKY 3pEHNA Ha OTpa)l'(EHHblﬁ B MMCbme BOMpPOC

b. Komnnekc nncem, ABNAKLWNXCA Pe3yIbTaTOM NEPENNCKN OENO0BbIX NAPTHEPOB NO OAHOMY U
HECKOJIbKMM BOMpPOCam

C. NfnCbMa, cocToAaLlme n3 TpéX nnun ‘-IeTpréX CMbIC/NI0BbIX YacTen (BCTYI‘I!’IGHMG, OCHOBHaA 4acCTb,

3aK/Ilo4eHne, npegynpexgeHme Nan 3ak1to4nTe/IbHblE 3TUKETHbIE d)OpMYI'IbI)
d. nncbma, NOCBALWEHHbIE HECKOJZIbKMM BONMPOCam

Bonpoc 43

M3 KaKMX KOMMNO3ULMOHHbIX yacTel cocTouT I'IpI/IBe,CI,EHHbIl‘/JI HWXe TEKCT Nncbma:

B agMMHUCTPaLMK palioHa B HacToALEee BpemMs UCMo/b3yeTcsa TpM aBTomobunsa 1999 roaa Bbinycka,
KOTOpble HecyT 60/bliMe Harpy3ku 1 TpebyioT 3HaUUTE/IbHbIX 3aTPaT Ha TEKYLLMIA PEMOHT, a AB8a U3 HUX
HY»X—-/[al0TCA B KanMTa/lbHOM PEMOHTE, 3aTPaTbl Ha KOTOPbIA COMNOCTaBUMbI CO CTOMMOCTbHO HOBOTO
aBTomMobuns.

B cBA3M C Tem, UTo cnykebHble 0683aHHOCTM PabOTHUKOB aAMUHUCT-PaLUKN CBA3aAHbI C MOE34Kamu Mo
TeppuTOpUN paiioHa, ybeauTenbHO NPOCUM BblAeNNTb CPeACTBa Ha NpMobpeTeHne ABYX HOBbIX
CNyXKebHbIx aBTomobunen "MNasens" ana Hyag aaMUHUCTPaLUK.

BbibepuTe 0AWH OTBET:
a. BBeAeHue, 060CHOBaHUE, 3aK/l0UeHne
b. BBegeHue, 3aKnto4eHNE
c. 060CHOBaHME, 3aK04YEeHNe

d. BBeAeHUe, O6OCHOBaHMe, 3aK/1ilo4eHUe, npeaynpexageHume

Bonpoc 44
M3 KaKMX KOMMNO3UUMOHHbIX YaCTel COCTOUT NPUBEAEHHbIN HUXKE TEKCT MUCbMA:

B cooTtBeTcTBMM C pacnopsakeHnem PeaepanbHOro ynpasaeHUA No ge-/1aM 0 HECOCTOATE/IbHOCTH
(6aHkpoTcTBE) OT 19 OKTABPA 2004 r. Ne 75-P Hanpasasem Bam akTbl C KOMMNAEKTaMKU JOKYMEHTOB MO
npeanpuATUAM:

1. BoCTpAKOBCKMIA MsAconepepabaTbiBatoLLMiM KOMOUHAT;
2. GabpurKa geTckon urpykm Ne 3.
BbibepuTe 04WH OTBET:

a. 060CHOBaHVIe, 3aKno4yeHune



b. BBegeHne obocHoBaHMe
c. BBeaeHue, 0bocHoBaHWe, 3aKkaoUYeHne

d. BBeAEeHUE, 3aK/Il04HEHNE

Bonpoc 45
MpopoK1Te BbiCKasbiBaHWe: «KOoMNo3uuma TeKCTa MMCbMa — 37O ...»:
Bbibepute oaAnH OTBET:

d. Nocs1ea0BaTe/ibHOCTb IOTMYECKN B3aMMOCBA3AHHbBIX CMbIC/10BbIX l-IaCTEI‘/'I, 06'bep,I/IHEHHbIX €aANHCTBOM
TEMbI

b. BHewHMe NPU3HaKN, No03BoNAKOLWMNE BbIAE/TNUTDb TEKCT N3 MaACChbl I/IHd)OpMaLI,I/IVI, pa3MELLI,EHHOI7I B
AOKYyMeHTE

C. pacnonoxeHne pekBnU3nToB Ae/TI0BOIro NNCbMa U 3/1EMEHTOB TEKCTA Ha 6naHke

d. nocnenoBaTeNIbHOCTb PaCcnoslIoXKeEHNA I'IpEA/'IO)KEHMI‘;I B TEKCTE AOKYMEHTA

MpaKTuyeckoe 3agaHue K teme 2.3

Monb3yack «Hopmamu BpemMeHM Ha paboTbl N0 AOKYMEHTaUMOHHOMY obecneyeHnto ynpasaeHYecknx
CTPYKTYp deaepasibHbIX OPraHoOB UCMOJHUTENBHOW BNACTUY, YCTaHOBUTE 3G PEKTUBHOCTb YHUDUKALMMN
dopm AoKkymeHTOB. MpuBeguTe npumep.

Tect K Teme 2.3 (2 Kypc)
Bonpoc 1
KaKkoW Bua AokymeHTa HE oTHOCUTCA K cucTeme MHGOPMAUMOHHO-CNPABOYHON AOKYMEHTALUN:
BbibepuTe 0aAnH OTBET:

a. cnpaBKa

b. npeanoxeHue

C. aKT

d. MHCTpYKUUSA
Bonpoc 2

KaKkoW Bua AokymeHTa HE OTHOCUTCA K cucteme MHGOPMAUMOHHO-CNPABOYHON AOKYMEHTALNN:
BbibepuTe oaAnH OTBET:

d. CMUCOK



b. cBoaKa
C. 3aK/lloYeHMne

d. aBTo6Morpadus

Bonpoc 3
KakoW Bna fokymeHTa HE oTHOCKTCA K cucTeme MHGOPMALMOHHO-CNPABOYHON AOKYMEHTALUN:
Bbibepute oaAnH OTBET:

a. pestome

b. nepeueHb

C. 3aK/IlodeHue

d. oT3bIB

Bonpoc 4
Kakoit pasHOBUAHOCTU MHPOPMALLMOHHO-CNPABOYHON foKymeHTaumn HE cywecteyerT:
Bbibepute ogMH oTBET:

a. 06bACHUTENbHAA 3anucKa

b. LoKNagHanA 3anucka

C. Pa3bACHUTENbHAA 3aNUCKa

d. noAcHUTeNnbHaA 3anuncka

Bonpoc 5
Kakoit BMA AOKYMEHTa OTHOCUTCA K cUcTemMe MHPOPMALMOHHO-CNPABOYHON AOKYMEHTaLMK:
BbibepuTe ogMH OTBET:

a. NONOXKeHUs

b. MHCTpYKLMK

C. 4OroBOpbI

d. cny»kebHble nMcbMa

Bonpoc 6



Kakvm JOKYMEHTOM HEOH6X0AMMO 0GOPMUTL pPe3y/ibTaTbl PEBU3MM OTAENA NPOAAXK OpPraHU3aLNm:
BbibepuTe 04MH OTBET:

a. CNpaBKoOM

b. MHPOPMALIMOHHBIM NMUCBEMOM

C. aKTOM

d. cBogKOM

Bonpoc 7
KakoBO MWHMMaIbHOE KOIMYECTBO NK1L, NOAMUCHIBAIOLLNX AKT:
Bbibepute oaAnH OTBET:

a. JyeTbipe

b. Tpu

c. aga

d. oguH

Bonpoc 8

KakoW opraH gonxeH 6biTb COCTaBUTENIEM aKTa, B KOTOPOM PUKCUPYETCA OTCYTCTBME PabOTHMKA Ha
pabouem mecTe:

BbibepuTe oaAnH OTBET:
a. NPOdCOO3HbIN KOMUTET
b. cneumanbHO co3gaHHan AUCUUNAMHAPHAA KOMUCCUA
C. TPYA0BOM KONNEKTUB

d. coBeT yHMBepcuTeTa

Bonpoc 9
KTo yTBEpKOAET aKT:
BbibepuTe 0anH oTBeT:
a. cekpeTapb
b. pykoBoguTens opraHmsauum

C. YneHbl Komuccmm



d.n peancenatesib KOMUCCUnU

Bonpoc 10
Kakana gaTa siBnseTcsa 4aTon akTa:
Bbibepute ogMH OTBET:

a. JaTa cocTaB/eHun

b. nata cobbiTuA

C. AaTa nognucaHus

d. pata ytBepxKAeHUs

Bonpoc 11
KaKas 4acTb ABNAETCA U3NIMLLIHEN B TEKCTE aKTa:
Bbibepute oaAnH OTBET:

a. BBOAHasA

b. pacnopsauTenbHas

C. OCHOBHa# (KoHcTaTupytoLan)

d. 3aKknounTeNbHaA

Bonpoc 12
Kakoe cozepraHne BKAKOYAET OCHOBHAsA YacTb TEKCTA aKTa:
BbibepuTe ogMH OTBET:

a. OCHOBaHMWe A5 COCTAaBNEHUA aKTa

b. coctas Komuccum

C. NOATBEPKAEHME YCTaHOB/IEHHOIO daKkTa UaM cobbiTuA

d. npucyTtcTeytowme

Bonpoc 13

Ha Kakom 13 nHpopmMaLMOHHO-CNPABOYHbIX 4OKYMEHTOB MOXET BbITb 0popMaeH rpnd yTeepKaeHmA:

Bbibepute 0aMH OoTBET:



a. cnpaBsKa
b. cnucok
C. aKT

d. cny»kebHas 3anucKa

Bonpoc 14

Kakoe copepaHue HE BXoAWT B COCTaB OCHOBHOWM YacTH aKTa:

Bbibepute oaAnH OTBET:
a. LOKYMEHTbI, HA OCHOBAHWUW KOTOPbIX PUKCUPOBANUCL YCTAHOBNEHHbIE GaKTbI
b. uenwn, 3agaum, cyLWHOCTb, XapaKkTep, MeToAbl, CPOKM, pe3yabTaTbl NpoaenaHHON paboTbl
C. NoATBEPKAEHUE YCTAaHOBAEHHOTO PaKTa Uan cobbiTma

d. npeanoxKeHus, pekomeHAaLMK1, Cnocobbl U CPOKM YCTPAHEHUS BCKPbITbIX MPU NMPOBEpPKe
He4O0CTaTKoB

Bonpoc 15
KaKoe BbicKa3sbiBaHue anaetcas HEBEPHbLIM:
Bbibepute oaMH OTBET:

a. Noanncy YneHoB KOMMUCCMKM Pacno/iaratoTcA B TOW e nocnenoBaTeNbHOCTN, Kak U BO BBOAHOVI
4aCTu, C YKadaHnem JONKHOCTUN

b. AKT cunTaetca NPUHATbIM NOCNe ero nognncaHnAa BCemun 4aeHammn KOMUCCUN NI BCEMU NUaMU,
y4acCcTBOBaBWMMU B €ro COCTaB/IEHUN

C. AKT No4NnNCbIBAtOT BCE YNE€HblI KOMUCCUN

d. /Inuo, nmetollee 3amedaHma Mo COAEPNKAHMUIO aKTa, He MMeeT Npasa He MNOANUCbIBaTb AOKYMEHT,
OHO M3naraeT cBoe ocoboe MHeHue NMbo Ha 060POTHOI CTOPOHE NocieaHEero ANCTa akTa, MMbo Ha
oTAENbHOM NnCTe

Bonpoc 16
Kakoe BbicKa3biBaHUe aBaaeTca HEBEPHbIM:
BbibepuTe oanH oTBET:

a. Bce nnua, ynomsaHyTble B aKTe, 0COBEHHO Te, K paboTe KOTOPbIX BbICKAa3aHbl 3aMeYaHmA, AOSIKHbI
6bITb 03HAaKOM/IEHbI C €0 COAEPKAHMEM MO, PACTUCKY



b. Mocne yTBepKaeHWUA peKomeHaTeNbHasA YacTb akTa NPUobpeTaeT pacnopaanTENbHYHO CUAY U
0b6s3aTesIbHa K UCMONHEHWIO

c. Bce nncTbl aKTa, Kpome nepBoro n nocneagHero, n I'lpVIﬂO)KEHVIVI K HEMY Ha O60p0THOI7I CTOpOHe
3aBepArT noanncammn npeagcenartena u HaeHos KOMUCCUU

d. AKT cuntaetca NMPUHATbIM NOCNe ero nognncaHnAa npeacenatesiem KOMMCCnun

Bonpoc 17
KaKas pa3sHOBMAHOCTb 3aNMCOK opopmaneTca Ha 61aHKe opraHM3aumu:
BbibepuTe oanH OTBET:

a. BHELHAA AOKNaAHAA 3aMnncKa

b. BHyTpeHHAA AOKNaAHaA 3anmcKa

C. CNy»KebHanA 3anmcKa

d. o6bACHUTENbHAA 3aNKUCKa

Bonpoc 18

Kakolt BMA 3annckM 06sa3aTenibHO perncrTpmpyerca:
Bbibepute ogMH OTBET:

a. BHELWHAA AOKNaAHaA 3anuncKa

b. 06bAcCHMTENbHAA 3aNMUCKa

C. BHYTPEHHAA A0OKMAa4HasA 3anncka

d. cny*kebHas 3anucKa

Bonpoc 19
Ha KaKkue pasHOBUAHOCTU AeNATCA AOKAaAHbIEe 3aNMCKM NO XapaKTepy coAep’KaHMA N HAa3HAYeHUA:
BbibepuTe oaAnH OTBET:

a. MHNUNATUBHbIE, NHPOPMALIMOHHbIE U OTYETHbIE

b. BHYTpeHHME U BHeLWHME

c. opnumManbHble U NYHbIE

d. Pa3bACHUTENIbHbIE N ONpPaBAaTe/ibHble



Bonpoc 20
KaKas paTta ABnAeTca 4aTon AOKNAAHOM 3anUCKu:
Bbibepute oanH OTBET:

a. AaTa cocTaB/eHuA

b. pata perncrpauymm

C. AaTa NnoAnucaHua

d. pata ytBepKAeHuUsA

Bonpoc 21

KaKoW pasHOBMAHOCTU AOKAAAHbIX 3aMUCOK COOTBETCTBYET C/IeAyHOLLasA XapaKTepUCTUKA: «ITU
OOKNaZHble 3aNUCKU COCTaBAAIOTCA C Lie/iblo NobyanTb aapecaTa NPUHATL onpeaesieHHoe peLleHune,
MO3TOMY B TEKCTE He TO/IbKO M31aratoTca Kakmne-1o GpaKTbl, HO U COAEPKATCA KOHKPETHbIE NPea/osKeHus,
peKoOMEHOALMN UK BbIBOAObI».

Bbibepute oaAnH OTBET:
a. OTYeTHble
b. noAcHUTENbHbIE
C. MHULMATMBHbIE

d. nHdopmaumnoHHasn

Bonpoc 22

KaKkol pasHOBMAHOCTU AOKNAAHbIX 3aMMCOK COOTBETCTBYET C/1IeAYIoLLan XapaKTePUCTUKA: «ITH
OOKNafHble 3aNUCKU COCTaBAAIOTCA PeryiapHo 1 coaepkaT MHbopMaLUUIo 0 AeTanax Manm metoaax
BbINO/IHEHUA PaboTbI.

BbibepuTe 0AMH OTBET:
a. UHULMATUBHbIE
b. nHpopmaumoHHasn
C. OTYETHbIE

d. noAcHUTEeNbHbIE

Bonpoc 23



KaKoW pasHOBMAHOCTU AOKAALHbIX 3aNUCOK COOTBETCTBYET C/IeAYHOLLAA XapaKTEPUCTUKA: «ITK
OOKNaAHble 3aNUCKN MHPOPMUPYIOT O 3aBepLueHUn paboTbl, ee 3Tana, BbINOJHEHUM YKA3aHWUN,
PacnoOPAXKEHWUN U T.M.».

Bbibepute oAMH OTBET:
a. UHPOPMaLMOHHas
b. noscHutenbHble
C. UHULUMATUBHbIE

d. oTyeTHblE

Bonpoc 24
KaKoW LOKYMEHT NoANMCbIBAETCA PYKOBOAUTENEM CTPYKTYPHOIO NoApasaeneHus:
BbibepuTe oaAnH OTBET:

a. cnpaBKa

b. npukas

C. aKT

d. cny»kebHan 3anucka

Bonpoc 25
KaKas pa3sHOBMAHOCTb 3aMMUCOK HE COAEPKMUT BbIBOLOB U NPeLNONKEHNN:
BbibepuTe oaAnH OTBET:

a. UHULMATUBHAA AOKNAaAHAA 3aNncKa

b. cny»kebHan 3anucka

C. IMYHaA 3anucKa

d. o6bacHUTEeNIbHAA 3aNKUCKa

Bonpoc 26
Ha Kakune pasHOBMAHOCTM NOAPA3AENAOTCA OOBACHUTE/IbHBIE 3aMUCKM NO COAEPIKAHUIO:
BbibepuTe oanH OTBET:

a. pyKonucHble/MalWmMHOMMUCHbIe

b. BHyTpeHHMe/BHeWHME



C. VIHMLI,VIaTMBHbIE/ VIHd)OpMaLI,MOHHbIE/ OTYETHbIE

d. 3anuckm — NPUNOKEHUA K OCHOBHOMY AOKYMEHTY, 4O0MNO/IHAKOWMNE U NOACHAOWMNE EI'O/ 3aMnUCKn,
cocCtaBnaemble paﬁoTHMKaMM AanA 06bACHEHUA UX NoCTynkKoB nan CNOXUBLUENCS CnTyauunmn

Bonpoc 27

B Kakom AOKYMEHTE B KOHLLE TEKCTA YKa3blBAE€TCA KOMNMYECTBO COCTAB/IEHHbLIX 3K3E€MNNAPOB N UX
MeCTOHaxoXaeHune.

BbibepuTe oanH OTBET:
a. cny*kebHasa 3anucka
b. cnpaBkKa
C. aKT

d. cBoaKa

Bonpoc 28

Kakomy BuAy AOKYMEHTa COOTBETCTBYET CI'IEAYPOLU,VIﬁ TEKCT:

23.09.20013 B 9.00 Ha 3aHATMAX MO AOKYMEHTALMOHHOMY 0becrneyeHuUIo ynpaB/ieHma NPpUCyTCTBOBaso 2
CTyAEeHTa U3 CoCTasa rpynnbl 25 YenoBeK, B pe3y/ibTaTte Yero 3aHATUA NPULLIOCb OTMEHUTD.

JoueHT Kadegpbl LOKYMEHTOBEAEHMS
25.09.2013
Moanucb

N.B. Lenenb

BbibepuTe ogMH OTBET:
a. oKNaHasA 3anncka
b. nosicHUTenbHas 3anucka
C. 06BbACHMTENbHAA 3aNKUCKa
d. cnyxebHas 3anucKa

Bonpoc 29



Kakomy B1Ay MHGOPMALMOHHO-CNPaBOYHOW JOKYMEHTALLMM COOTBETCTBYET CeaytoLlee onpegeneHue:
«3T0 GOPMA BHYTPEHHEN Le/10BO NePENUCKU MeXAY NoApasaeNeHUAMN OPraHn3aLLmMm Uam
AONKHOCTHLIMU NMLAMM, HE HAXOAALMMMUCA B NPAMOM NOAYNHEHUM Y,

Bbibepute oaMH OTBET:
a. 0T3blIB
b. aKkT
C. cnyxkebHan 3anucKa

d. noknagHanA 3anucKa

Bonpoc 30

Kakomy BnMay MHGOPMaLMOHHO-CNPaBOYHOW AOKYMEHTALLMM COOTBETCTBYET CAeayloLlee onpeaeneHue:
«ITO [OKYMEHT, COAEPIKALLUIA ONUCAHME N NOATBEPHKAEHUE TEX UM UHBIX GAKTOB, COBLITUIN UK
ABNIEHWNN, @ TaKXKe YA0CTOBEPAIOLLUIA KaKOM-NMBO0 topnanyeckmin GakT».

BbibepuTe 0AMH OTBET:
a. 06bACHUTENIbHAA 3anucKa
b. cnpaBska
C. CBOAKaA

d. aKT

Bonpoc 31

Kakomy Buay MHGOPMaLMOHHO-CNPaBOYHOW AOKYMEHTALLMM COOTBETCTBYET CeayloLlee onpeaeneHue:
«ITO AOKYMEHT, COCTAaB/NEHHbIN ANS NOATBEPKAEHMUA YCTAHOBNEHHbIX GAKTOB, COBbLITUM, AENCTBUINY.

BbibepuTe oaAnH OTBET:
a. aKT
b. cnpaBska
C. NMCbMO-NOATBEPKAEHNE
d. npotoKon
Bonpoc 32

Kakomy Buay MHGOPMaLMOHHO-CNPAaBOYHOM AOKYMEHTAL MM COOTBETCTBYET CeAyloLiee onpegeneHue:
«ITO AOKYMEHT, COAeprKaLMii NepeduncieHme anu, npeametos, 06bEKTOB B onpeaeieHHOM nopAaaxe,
COCTaB/IEHHbIN B LLeNAX MHPOPMMPOBAHNA UK PETUCTPALMUMN Y.

BbibepuTe oaMH OTBET:



a. cBOAKA
b. nepeueHb
C. CnpaBKa
d. cnucok

Bonpoc 33

Kakomy BMAy MHGOPMALLMOHHO-CNPAaBOYHOW JOKYMEHTALLMM COOTBETCTBYET C/eaytoLlee onpeaeneHuve:
«ITO [AOKYMEHT, COAEPKALLUIA MHEHWE, BbIBOAbI OPraHM3aL MK, KOMUCCUM UK CNeLManuncTa no
Kakomy-11b0 AOKYMEHTY UK BONPOCY».

Bbibepute oaMH OTBET:
a. AOKNaZHanA 3anumckKa
b. cBOAKa
C. 3aK/toYeHne
d. oT3bIB

Bonpoc 34

Kakomy Buay MHGOPMaLMOHHO-CNPaBOYHOWN AOKYMEHTaLMN COOTBETCTBYET cneaytolliee onpeaeneHue:
«3TO AOKYMEHT, coAepallnim MHEHME OpraHM3aLMn UaKn cneumanucTta no NoBoay Kakoi-nmbo pabotsl,
NoCTyNuBLLIEN Ha pacCMOTpeHME Y.

Bbibepute ogMH OTBET:
a. AloKNaHas 3anncka
b. cBoaKa
C. OT3bIB
d. 3aKkntoueHne
Bonpoc 35
Kakomy Buay MHPOpPMaLMOHHO-CNPABOYHON AOKYMEHTaL MM COOTBETCTBYET C/IEAYIOLLININ TEKCT:

depnepanbHoOe yrnpasieHUe no Aenam o HECOCTOATENbHOCTU (BaHKPOTCTBE) Ha OCHOBAHUM
npeacTaBAeHHbIX TYrypabIKCKMM LeMeHTHbIM 3aBogomM (OpeHbyprckas obnactb, noc. Tyrypbik, ya.
LUeHTpanbHas, A4.1) AOKYMeHTOB ByxranTepcKkoi oTYETHOCTM No cocTosHMIo Ha 30.04.2013:

- byxrantepckuii banaHc (popma 1);
- oTYyeT 0 NpubbINAX U ybbITKax (dopma 2)

M NpoBeAeHHOro aHaAn3a ¢pMHaHCOBOrO COCTOAHUA NPeAnNpPUATUA, YCTAHOBUAO, UTO JlaHHOoe
npeanpuATUe ABAAETCA HEMNaTeXecnocobHbIM U MMEIOLLMM Hey40BeTBOPUTENbHYIO CTPYKTYPY
6anaHca (NnpeanpuaTUEM-L0/I}KHUKOM).

OcHoBaHue:



K03 PULMEHT TeKyLLen NMKBUAHOCTU No banaHcy npeanpusatna =18%;

Ko3ddUuMeHT obecneyeHHOCTM COHBCTBEHHBIMU 0HOPOTHLIMKU CpeacTBaMM Mo banaHcy NpeanpuaTna =
8%;

Ko3dduMLMEHT BoccTaHOBAEHUSA No HBanaHcy npeanpuatna =10%.

Pykosogutenob CrenaHoB n.Ag.
CrenaHos

BbibepuTe oanH OTBET:
a. 0T3blIB
b. cnpaBkKa
C. CBOZAKa

d. 3aKkntoyeHmne

Tema 2.4

MpaKTnuyeckoe 3agaHue 8 (2 Kypc)

1. Bbl xoTHTE YCTPOUTBLCA Aenonponssoguntenem. CocrtaBbTe anAa cebs pe3stome.

Tect K Teme 2.4 (2 Kypc)

Bonpoc 1

M3 nepeunciaeHHbIX HUXKe BUAOB AOKYMEHTOB BbibepMTe HOPMATUBHbIV MPABOBOW aKT, ABNAIOLLMIACA
OCHOBHbIM B Pery/iMpoBaHnmn TPYA0BbIX NPaBOOTHOLIEHUI paboToaatens (rocyaapcTBeHHoM
opraHuM3aumm, cobcTBEHHMKA NpeanpuaTua) U paboTHMKa:

BbibepuTe 0aMH oTBET:
a. Anbbom bopm NepBUYHON YHETHOWN JOKYMEHTALLMM NO TPYA0BbIM OTHOLLEHUAM
b. TpyaoBoit gorosop
c. Tpynosoii kogekc PP

d. TpyaoBoe cornalieHue

Bonpoc 2



Kakum AOKYMEHTOM A0J/1XKHbI PYKOBOACTBOBATLCA Aenionponssogntenn npn 4OKYMEHTUPOBAHUN
3TAanoB TPyAO0BOro UnKkaa — OT npuema Ha paGOTy HOBOIo COTPpyaAHWKa A0 €ro yBoJibHEHUA!

BbibepuTe 04MH OTBET:
a. O6LLepocCUMCKMM KnaccudmrKaTop ynpaBieHYeCKoM AOKYMEHTaLNM

b. FOCT PTOCT P 7.0.97-2016 «YHuUdUUMpPOBaHHAA cCMCTEMA OPraHU3aLMOHHO-PacNopAaNTEIbHOM
OOKyMeHTauumn. TpeboBaHMA K 0pOPMAEHNIO LOKYMEHTOBY

c. Anbbom yHUPUUMPOBAHHBIX GOPM NEPBUYHOI YHETHOW AOKYMEHTALMMU MO YYeTy Tpyaa U ero
onnartbl, yTBEpXKAeHHbIM MocTaHoBAeHMeM FockomcTaTa Poccun

d. rOCYAapCTBEHHaH cncrema gOKyMeHTaunoHHOro obecneyeHus ynpasaeHuA. OcHOBHble NONOXKEeHUA.
Oﬁu.me Tp86OBaHI/IFi K AOKYMEHTaM U CI'IY)'KGBM AOKRY-MEHTAUNOHHOTIo obecneyeHus

Bonpoc 3

KaKolt cucteme gOKYMEHTALMM COOTBETCTBYET C/IeAYHOLLAn XapaKTEPUCTUKA: «ITO COBOKYMHOCTb
B3aMMOCBA3aHHbIX JOKYMEHTOB, B KOTOPbIX 3aUKCUPOBaHbI 3Tanbl TPYA0BOW AeATENbHOCTU PabOTHUKA,
pacyeToB Mo onsiaTte Tpyaa».

Bbibepute oanH oTBET:
a. NepBMYHAA y4eTHan byxrantepckasn LOKYyMeHTaLMs
b. LOKYMeHTauMA No IMYHOMY COCTaBY
C. OpraHM3auNOHHO-NPaBOBas AOKYMEHTALMS
d. pacnopsautenbHas AOKyMeHTaums
Bonpoc 4
Kakue GyHKLMN He CBOMCTBEHHbI NEPBUYHOM YYETHON AOKYMEHTALMM NO AMYHOMY COCTaBY:
BbibepuTe ogMH OTBET:
a. YYeT UCMOJIHEHHbIX U HEUCMOHEHHbIX AOKYMEHTOB
b. yueT pacyeToB c nepcoHanom no onnate Tpyaa
C. y4eT Kagpos
d. yyeT ucnonbszoBaHma paboyero BpemMeHu

Bonpoc 5

B Kakmx opraHmsaumnax moxet HE BecTtncb KaapoBaa 4OKYMeHTaLUA:
BbibepuTe ogMH OTBET:
a. B aKUMOHepHbIX obLiecTBax

b. B HeKOMMepYecKMx opraHmnsaLmax



C. B Ka3€HHbIX TrOCy4apPCTBEHHbIX y4peEXAEHUAX

d. KagpoBan AOKYMeHTauua BeAeTcA BO BCEX OpraHM3aumax He3aBUCUMO OT UX
OpraHM3auMOHHO-NPaBoOBOM GopMmbl

Bonpoc 6

KaKkolt AOKYMeHT siBnsieTca 0653aTesIbHbIM NPU AOKYMEHTUPOBAHUW TPYA0BbIX OTHOLWEHWUIN MeXay
paboTHMKOM U paboTogatenem:

BbibepuTe oanH OTBET:
a. PeXXum Tpyaa
b. LONKHOCTHAA MHCTPYKLMA
C. KOJINEKTUBHbIM JOrOBOP
d. TpynoBan KHUXKKa
Bonpoc 7
Ha KaKoi MaKCMManbHbI CPOK MOXKET BbITb 3aKAH0YEH CPOYHbIN TPYA0BOM AOrOBOP:
BbibepuTe oanH OTBET:
a. He bonee Tpex net
b. He 6onee roaa
C. He bonee pgecAtn net
d. He 6bonee naTn net
Bonpoc 8
KaKoW fOoKYMeHT TpebyeT BM3bl 03HAKOMIEHMA PabOTHMKA C LLOKYMEHTOM:
BbibepuTe 0aAnH OTBET:
a. KOMaHAMPOBOYHOE YA0CTOBEPEHME
b. yueTHas nMYHan KapTouKa
C. NPUKa3 o npueme Ha paboty
d. TpyaoBoii goroesop
Bonpoc 9
Ha Kakux paboTHmnkos HE 3aBoauTCA NMUHan KapTouka:
BbibepuTe oaAnH OTBET:
a. 3aBOAMTCA Ha BCex PabOTHMKOB NpeanpuaTna 6e3 CKNtoUeHUs

b. Ha paboOTHMKOB, NPUHATLIX Ha PAabOTy NO COBMECTUTENLCTBY



C. Ha pabOTHMKOB, MPUHATLIX HA BPEMEHHYO paboTy

d. Ha pabOTHMKOB, NPUHATLIX HA NOCTOAHHYIO pPaboTy
Bonpoc 10

KaKoW LLOKYMEHT COCTaBAAETCA B ABYX IK3emMnaApax:
Bbibepute oaAnH OTBET:

a. YY4eTHaA NMYHAA KapTouKa

b. npmkas 06 yBonbHEHUN

C. TPYA0BaA KHUMKKa

d. TpynoBsoit gorosop
Bonpoc 11

KTo opopmnseT yyeTHble NMYHbIE KAPTOUKM:
Bbibepute ogMH OTBET:

a. paboTHMK

b. pykoBoauTeNb CTPYKTYPHOTO NOAPA3AENEHUS

C. 3aMecTUTEe/Ib PYKOBOAWUTENS OpraHM3aLmm

d. paboTHUK No Kagpam
Bonpoc 12

KaKol LOKYMEHT IBNAeTCA OCHOBHbIM AOKYMEHTOM O TPYA0BOM AEeATENIbHOCTM U O TPYAOBOM CTaXKe
paboTHMKa:

BbibepuTe oaAnH OTBET:

a. yYeTHaA IMYHaAA KapTo4Ka

b. neHcMoHHOE yaocToBepeHue

C. CTPaxoBOe CBUAETENbCTBO rOCYAapCTBEHHOIO NEHCMOHHOIO CTPaXxOBaHMA

d. Tpy[oBan KHUMKKa
Bonpoc 13

CKONbKO TPYLOBbIX KHUMKEK MOXKET MMETb PabOTHMK COrNacHoO TPYA0BOMY 3aKOHOAATE/NbCTBY:
Bbibepute 0aMH OTBET:

a. KOJIMYECTBO TPYLOBbIX KHUMKEK onpeaenseTcs KoMYecTBOM OpraHM3aLmii, B KOTOPbIX HA AaHHbIV
MOMEHT opopMieH PaboTHUK

b. He 6onee gByx



C. He bonee NATK
d. ogHy
Bonpoc 14
Kakue BMAbl ANCUMNAMHAPHBIX B3bICKAHWIA BMMUCIBAIOTCA B TPYA0BYH KHUXKKY:
Bbibepute oaAnH OTBET:
a. yBONIbHEHUe
b. Bce BUAbI AUCLMNANHAPHDBIX B3bICKAHWI BNUCLIBAOTCA B TPYAOBYH KHUMKKY
C. CTPOruni1 BbIrOBOP
d. B3bICKaHUA B TPYAOBYH KHUXKKY HE 3anMCbIBatOTCA
Bonpoc 15
B KakoM cnyyae BO3MOXKEH Npuem Ha paboTy 6e3 Tpya0BOMA KHUMKKMK:
Bbibepute ogMH OTBET:

a. Npu npueme Ha paboTy AnL, OCTUMLNX COBEPLUEHHONETUSA, HO ABAAIOLLMXCA CTYAEHTAMM U
yyawmmmcs

b. npu npneme Ha paboTy nuL, 6e3 onpeseneHHOro MecTa *KUTenbCTBa

C. 6e3 TpyA0BOM KHUXKKKM NpUemM Ha paboTy He fonycKaeTcs

d. npu npueme Ha paboTy NnL, He AOCTUILLIMNX COBEPLUEHHONETUA
Bonpoc 16

KaKoW LLOKYMEHT He BXOAMT B KOMMJIEKT LLOKYMEHTOB O KOMAHAMPOBAHMM C KOAOBbIM 0603HaYeHEM
dopmbl T:

BbibepuTe 04MH OTBET:

a. NpUKa3s (pacnopskeHue) o HanpaBJeHUN OTAENbHOro PaboTHMKA UAW TPYNMNbl PABOTHUKOB B
KOMaHANPOBKY

b. KOMaHAMPOBOYHOE yAOCTOBEPEHMNE PAabOTHMKA

C. CNy»KebHoe 3aZaHne C OTYETOM O €ro BbINOJHEHUM

d. aBaHcoBbIl OTYET
Bonpoc 17

KaKoW LOKYMEHT ABASETCA U3UWHUM Npy 0GOPMIEHNN OTMYCKa:
Bbibepute ogMH oTBET:

a. 3anmncKa-pacyeT o NpeaocTaBAEeHNN OTMYCKa PaboTHUKY

b. TpynoBoit gorosop



C. NpUKa3 (pacnopskeHWe) o NpeaoCcTaBAeHUM OTNYCKA

d. rpaduk oTnyckos
Bonpoc 18

KaKoW LOKYMEHT Heb3si OTHECTU K JIMYHBIM JOKYMEHTaM:
Bbibepute oaAnH OTBET:

a. aBTobuorpadms

b. pestome

C. XapaKTepucTuKa

d. N"MYHaa KapToykKa
Bonpoc 19

KakomMy JOKYMEHTY Mo IMYHOMY COCTaBYy COOTBETCTBYET OoTpaxKkeHue Crenyrowan xapakTepucTuka:
«TeKCT 3TOro AOKYMEHTa COCTOMT U3 ABYX YacTeli: BBOAHOMW, rae yKasbiBaloTca Gamuamsa, MmMs, 0TYeCTBo,
rod porKaeHun, obpasoBaHue, AOMKHOCTb, CTPYKTYPHOE NoAapa3aesieHne, cTax paboTbl Ha
NpeanpuATUN; OCHOBHOM YacTu, rAe yKa3blBatoTCA 4eN0Bble KauyecTBa, OTHOLWEHME K paboTe,
npodeccroHanbHbIN POCT, HaAMUYME Harpag, NOOLLPEHNA, OTHOLWEHUA C COTPYAHMKAMMU Y,

BbibepuTe oaAnH OTBET:
a. XapaKTepuCcTMKa
b. cnpaBKka c mecTa paboTbl
C. NpeAcTaB/ieHNe Ha NoowpeHne
d. aBTo6MOrpadus
Bonpoc 20

Kakomy BMAy OOKYMEHTa COOTBETCTBYET C/eAYIOLLAn XapaKTePUCTUKA: «ITO opuumanbHoe obpalleHme
MLA (MM HECKONBKUX NINLL) B YUPEKAEHWNE MU K LOKHOCTHOMY ULy
KOHCTaTMPYIOLLLE-X04aTalCTBYIOLLErO XapaKTepa B Le/iAX peannsaumnn ero (Mx) npasa Uam 3aKOHHOMo
WHTepeca».

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

Bonpoc 21



Kakan s3blkoBas ¢opmMyna ymecTHa B 3asiBNIEHUM:
BbibepuTe 04MH OTBET:

a. «npowy Bawero cornacusa Ha...»

b. «Becbma yb6eguTenbHo Bac npowy»

C. B MOeW npocbbe npoLy He 0TKasaTb...»

d. «3apaHee NpusHaTeNEeH»

Bonpoc 22

Ha Kakom BUAe IMYHBIX LOKYMEHTOB opopmMsieTca agpecar:
BbibepuTe 0AMH OTBET:

a. pestome

b. noBepeHHOCTb

C. 3asiBJieHue

d. xapakTepucTmnka

Bonpoc 23

Kakomy AOKYMEHTY COOTBETCTBYET C/1eAytoLLan XapaKTePUCTUKA: «ITO MMCbMEHHOE NMONHOMOUME,
BblaBaeMOe OAHUM IMLOM (YUYpeXkaeHNeM) ApyroMy AuLy ANA NPeACTaBUTENbCTBA Nepes TPETbUM
NIMLOMY,

BbibepuTe 04MH OTBET:
a. cnpaBKa
b. 3asBneHue
C. pacnucka
d. noBepeHHOCTb

Bonpoc 24

Kakolt 4OKYMEHT ABASETCA AOKYMEHTOM MO IMYHOMY COCTaBy, COAEPKALLMM ONUCAHNE XapaKTEPHbIX U
OT/INYNTE/IbHBIX YEPT U KayecTB PaboTHMKA M OTPaXKaoLWMM MHEHME aAMUHUCTPALLUN O HEM:

Bbibepute ogMH oTBET:
a. buorpaodus

b. oT3bIB



C. peLeH3us
d. xapaKTepucTuka

Bonpoc 25

KaKoi MaKCMMabHbI CPOK AENUCTBUSA MOXKET BbITb YKa3aH B l0BEPEHHOCTH:
Bbibepute oanH oTBET:

a. He bosiee roga

b. He 6onee gByx net

C. He bonee Tpex net

d. He 6bonee natn net

Bonpoc 26

B TeueHue Kakoro CPOKa A0BEePEHHOCTb COXPaHAET CMNy CO AHA BblAa4vun, eC/in CPOK ee ,D,EVICTBVIFI B
camolt AOBEPEHHOCTU HE YKa3aH:

BbibepuTe 0AMH OTBET:
a. B TeyeHue nonyroga
b. B TeueHue Tpex net
C. B TeYeHMe 04HOro roga
d. Takas goBepeHHOCTb aBnseTca beccpoyHoi

Bonpoc 27

Kakas goBepeHHOCTb TpebyeT HOTapMasibHOro yA0CTOBEPEHUA:
BbibepuTe oaAnH oTBET:

a. Ha noslyyeHuMe 3apaboTHOM NnaThl

b. Ha nosyyeHune BKNaga B baHkKe

C. Ha pacnopsaXeHne NMyLLECTBOM

d. Ha nony4YeHne AeHEeXKHOM 1 NOCbINOYHOM KoppecnoHAeHUUN

Bonpoc 28



B KaKoM cnydae yuperKaeHue MMeeT NPaBo YA0CTOBEPATb 4OBEPEHHOCTb Ha NoNyYeHne AeHEeXHOro
BKNada B baHke:

BbibepuTe 04MH OTBET:

d. eC/in goseputenb HaxoaAMUTCA Ha CTaUMOHAPHOM U3neyeHnn, HO ABAETCA pa60THl/IKOM AaHHOro
ydypexaeHuna, n 1Muo, KOTOPOMY OH 0BEPAET, TAKXKeE ABNAETCA pa6OTHVIKOM AaHHOTO0 y4ypexXaeHunAa

b. ecnn AOBepUTENDb HE ABNAETCA pa6OTHMKOM AaHHOTOo y4ypexXaeHuAa, a 1Muo, KOTOPOMY OH 0BepAET,
ABNAETCA paﬁOTHI/IKaN\I/I AaHHOTO y4pexXaeHua

C. ecan goseputenb n 1Mo, KOTOPOMY OH 0BEPAET, ABNAKOTCA rpa*KgaHamu Poccuun, xoTa n He
ABNAKOTCA paﬁoTHMKaMM AAHHOro yypexageHua

d. ecau AoBepuTenb ABNAETCA pa6OTHMKON\ AaHHOTO y4dpexaeHua, a 1MuLo, KOTOPOMY OH OBEPAET, HE
ABNAeTCA pa60THMKOM AaHHOTO y4vypexaeHuna

Bonpoc 29

Kakoe Bpems (B Yacax) oTBOAUTCA Ha NOATOTOBKY NO/MIOXKEHUA O CTPYKTYPHOM NoapasaeneHum?
a) 12,3

6) 20

B) 20,7

r) 150

Bonpoc 30

Ha3o0BuUTE HOPMATMBHbIN COCTaB AENCTBMIA MO NOArOTOBKE MHCTPYKLMM NO JOKYMEHTALMOHHOMY
obcnyXunBaHuUIO (4enonpon3soacTsy).

a) n3yyeHme HoOpMaTUBHO-METOAMUYECKON 1 NPaBOBOWN INTEPaTYPbI U LWITAaTOB PpefepanbHOro opraHa,
bYHKUMI 1 3a4a4 noapasaeneHunin, 3aHATbIX A0KYMEHTaUMOHHbIM obecnedeHnem yrnpasaeHus,
NoAroToBKa MHCTPYKLMKU, KOPPEKTUPOBKA, NevataHue, yTBePKAeHMe, pa3sMHOMKeHNe;

6) M3yyeHne NpakTUKK PaboTbl KOANErMaibHOrO OpraHa, TEXHONOMMU NOArOTOBKM MaTepunanos Ana ero
dYHKLMOHNPOBAHNA; NOATOTOBKA NPOEKTa PersiameHTa, CorlacoBaHme Co CTPYKTYPHbIMU
nogpasgeneHuamu; nedyataHue, yTeep:kaeHue, pa3smHOXKeHMe, PaccbliKa;

B) cbop Tabenein yHNPUUMPOBAHHbIX GOPM LOKYMEHTOB CTPYKTYPHbIX NoApasaeneHnin pesepanbHbix
OpPraHoB UCMOIHUTENbHOM BNACTW, aHA/IM3 BbIABAEHHOIO KOMMAEKCA YNPaBAEHUYECKMX JOKYMEHTOB;
onpeaeneHune LenecoobpasHOCTN CO34aHUA U NPUMEHEHUSA KOHKPETHbIX AOKYMEHTOB. BbiABAEHUE
cocTaBa HeyHUOULMPOBaHHbIX GOPM AOKYMEHTOB, UCKOYEHME AYHANPYEMbIX JOKYMEHTOB U
HenpaBoOMeEpPHO UCNO/Ib3yeMbIX GOPM AOKYMEHTOB, FPYNNUpPOBKa GOPM AOKYMEHTOB NO GYHKUMAM U
ynpaBaeHYeCKMM 3343a4am, MOArOTOBKA, COr1acoOBaHME U yTBEPKAEHWE eanMHOro Tabens
YHUPULMPOBAHHBIX popm;

r) usyyeHne HOPMaTUBHbIX NPABOBbIX aKTOB METOAMYECKUX AOKYMEHTOB, NOATOTOBKA MHCTPYKLMMY,
cor/siacoBaHme, KOPPEKTUPOBKa, NevataHme, pasMmHOMKeHMe.

IIpakTHyeckoe 3axanue k Teme 2.4



3ano/IHMTE KapTy CaMOOLLEHKM 340p0BOro 0b6pasa KusHu (30XK) (cm. Tabauuy) cybbekTos
ynpaBAeHYecKoro npouecca v caenanTte BbiBOAbl 0 CBOeM 06pase }KU3HM KaK CoCTaBAoLLei
YyenoBEYECKOro KanuTana. Kakve pekomeHaauum bl Aanm 6bl cebe 1A NosbllLEHUA CBOEro
YyeNoBEYECKOro KanuTana B NaHe 340poBbA? Kakux AelCTBUI Bbl XKAeTe OT cBoero byayliero

paboToaaTena C TOYKM 3PEHNA COXPAHEHUA N BOCMPOU3BOACTBA 340P0BbA PabOTHMKOB cy:Kbbl J0Y?

B Kakom AOKYMEHTE C/ieayeT 3aKpennTb TDEGOBBHMH K COGI’]I’OAEHVHO 340poBOro o6pa3a HKU3HU

PaboTHNKOB OpraHM3aumMm (C TOYKKM 3peHns paboTHNKOB M paboToaaTens)?

NeNe | Cocrasnsawuume (30X) uenoseka n | OueHka 30X B 6annax | O6wwmit CpeaHunit
No3uLUM MO KaXKaoi cocTasnatowen 6ann 6ann
n/n 4 |3|2|1]0
1. CobnoaeHne INYHOU rMrneHbl
1.1. vrneHsl Tena
1.2. MrueHbl ogexabl
1.3. vrneHbl noctenu
1.4. fMrneHsl *Xunauuwa
1.5. MruenHa ceoero paboyero mecta
2. PauunoHanbHoe NUTaHue
2.1. BanaHc B NMLWEeBOM paumoHe
6enKoB, }KMPOB U YrN1eBoa0B
2.2. Hannyue B nuue BUTaMUHOB
2.3. Hanunuune B nuLe MMHEpPanbHbIX
BeLLecTs
2.4, MpupoaocoobpasHbin ann
MHAMBMAA 06bem NULLM
2.5. MpupoaocoobpasHbIN ana
MHAMBMAA COCTAB NMULLK
2.6 MpupoaocoobpasHbin ans
MHOMBUAA PEXMM NMUTAHUA
2.7. MNpeobnasaHue B NULLLEBOM paLMOHe
HaTypanbHbIX («KUBbIX») NPOAYKTOB
3. ABuxKeHue
3.1 ExxegHeBHOE BbINO/IHEHME YTPEHHEN
3apAaKu
3.2. BbinosHeHMe cneumanbHoOM




NoNe | Cocrasnstowme (30X) yuenoseka n | OueHka 30X B 6annax | O6wwmit CpeaHuit
NO3ULUK MO KaxKA0M COCTaBNAIOLLEN 6ann 6ann
n/n 4 |3|2|1]0
rMMHACTUKM B TeYeHne OHA
3.3. 3aHATWE KaKMM-1MB0o BUAOM criopTa
018 340Pp0BbA
3.4. OpraHnsauma cBonx 06bIYHbIX
\ABUXKEHWI C yueToM TpeboBaHMi
bU3nYecKolm KynbTypbl
4. 3aKanusaHue
4.1, BbinonHeHWe cneunanbHbIX
3aKa/IMBaloLLMX Npoueayp
4.2, O6n1BaHMeE X0N04HOWN BOAOW
4.3. PerynapHble Nporynku Ha ceexxkem
BO3ayXe
4.4, Opexaa no cesoHy 1 No noroge
4.5. PerynapHoe noceuieHme 6aHu
5. OTcyTcTBME BpeaHbIX NpUBbIYEK
5.1. TabaKoKypeHus
5.2. 3n10ynoTpebneHns ankorosem
5.3. HapkoTuyeckoit 3aBUCUMOCTH
6. Pexxum Tpypa v otgbixa
6.1. CobntogeHne Hopm YepenoBaHus
(b13MYeCcKoro 1 yMCTBEHHOIO TpyAa
6.2. BbinonHeHWe BO BpemsA YMCTBEHHOM
paboTbl creunanbHbIX MeponpUATUANA,
CHMMAIOLLNX YMCTBEHHOE
nepeHanps>keHue
6.3. BbinonHeHWe cBoei TpyaoBomn
\1eATeNbHOCTU C y4eToM TpeboBaHU
HOT (Hay4yHOWM opraHusauuu Tpyaa)
6.4. MonHOUEHHbIM COH
7. Mcuxonoruyecknii komopr
7.1. YMeHMe coxpaHAaTb am bbicTpo



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

NoNe | Cocrasnstowme (30X) yuenoseka n | OueHka 30X B 6annax | O6wwmit CpeaHuit
NO3ULUK MO KaxKA0M COCTaBNAIOLLEN 6ann 6ann
n/n 4 | 32|10
BOCCTaHaB/IMBaTb AyLIeBHOE
paBHOBecKe
7.2. YMmeHue BUAETb NONOXKUTENBHOE B
OKpy»Katowem mupe
7.3. YMmeHune cTpouTb rapMOHMYHbIe
OTHOLLEHMA C OKPYKAIOLLMMM
nogbmm
7.4. MpUHATNE CBOUX HEAOCTATKOB KaK
HensbexxHoro cieacTeus
HenoBeyeckoi Npupoabl
7.5. YMmeHune nssneKkaTb NONOKUTENbHbIE
YPOKM U3 CBOUX }KU3HEHHbIX
cUTyaumm
7.6. YMmeHne NpuHUMaTb C MUPOM KU3Hb
N OKPYKaKoLLMIA MUP
7.7. CTpemneHue K
CaMOCOBEPLUEHCTBOBAHUIO
7.8. YMeHMe CTOMKO NepeHocUTb
NOPa*KeHMA U KMU3HEHHbIE HEB3TrOAbI
7.9. OnNTMMUCTUYECKOE MMpPOBOCAPUATHE
7.10. |YnoBneTBOpPEeHHOCTb CBOEN cyabboi
B LLe/IOM
7.11. |[YmeHue nepexnBaTtb B }KU3HU
pafocTb
7.12. |YnoBNeTBOPEHHOCTb CBOEN MOJI0BOMA
NPUHALNENKHOCTbIO
7.13. [TonepaHTHOCTb

NTOro

NTOrOBbIA KOHTPOJIb 2 KYPC

KoHTponbHas pabota 2 Kypc)




1. Bbl pyKoBOAMTE/Ib SKOHOMMUYECKOTOo oTAeNa. Bam HeobxoaMmo NpoMHPOPMMPOBATL PYKOBOANUTENS
OpraHusauum o Tom, 4To 3am. oTaena no AXY He BbINONHAET NpeanucaHna No obecrneyeHno pabounx
MECT NPUHTEPaMMU, MHTEPHETOM U B KabMHeTe BalLero otT4aena He nNpoBeaeH KOCMETUYECKUA PEMOHT.
OdopmuTe COOTBETCTBYHOLMIA AOKYMEHT.

2. Bbl ono3ganu Ha paboTy Ha 2 yaca. PykoBogcTBo noTpebosasno ot Bac o6bsicHeHMiA. OdopmuTe
COOTBETCTBYIOLMI AOKYMEHT.

3. OTpepaKkTUpylTe TEKCTbI CieayoWwmnx 4OKYMeHTOB. COCTaBbTe MX NPaBU/bHbIM BapuaHT.

Bonpocbl K 3auety 2 Kypc

1. MNoHATHe cnctembl JOKYMeHTaumn. UcTopuyeckoe pasBuTne cUCTeM JOKYMEHTaLNM.

2. OcHOBHble GYHKLMOHabHbIE CUCTEMbI AOKYMeHTaL MK B Poccuiickoin depepaumu.

3. CTaHAapTnsauma n yHUOMKauma 4OKYMEHTOB. YHUPULMPOBAHHbIE CUCTEMbI OKYMEHTALUM.
4. Knaccudmkatopbl LOKYMEHTUPOBAHHON MHDOPMaLUW.

5. OpraHu3aumMoHHO-pacnopagmTenbHan agokymeHTauma. OK 011-93 «O6buwepoccuinckunia

KnaccuduKaTop yNpaBAeHYECKON JOKYMEHTALMMY» N OTPaKEeHNE B HEM YHUPULIMPOBAHHOMN CUCTEMDI
OpraHu3aLnoHHO-PaCcNoPAANTENbHON AOKYMEHTALMN.

6. Tunbl AOKYMEHTOB, UX KnaccupmKauum.

7. JOKYMEHT KaK cucTema. BHeLWHAS 1 BHYTPEHHSAN CTPYKTYpa AOKYMEHTA: 06L1an XxapaKTepucTuKa.
8. KOpuamnyeckas cuna gokymeHTa. HopmatusHo-meTogmyeckas 6asa odopmMmaeHUs JOKYMEHTOB.
9. CTpyKTypa yrnpaBAeHYEeCKoro AOKYMeHTa. PekBU3UT 1 dopMynsap AOKYMEHTa, UX pa3BUTHE.

10. Popmynap-obpaseL, OpraHN3aLMOHHO-PACNOPAANTENBHOTO AOKYMEHTA: 06Lan
XapaKTepUcTmKa.

11. TpeboBaHMA K 61aHKaM OpraHn3aLMOHHO-PACNOPAANTENbHbIX OKYMEHTOB.

12. TpeboBaHMA K 0HOPMNEHUIO PEKBU3UTOB 3aro/I0BOYHOMN YacTu

OpraHM3auMOHHO-pacnopAANTENbHbIX AOKYMeHTOB cornacHo FOCT P 7.0.97-2016

13. TpeboBaHMA K 0HOPMNEHNIO PEKBU3UTOB COAEPHKATENbHOM YacTu
OpraHn3auMOHHO-pacnopAANTENbHbBIX AOKYMeHToB cornacHo NOCT P 7.0.97-2016

14. TpeboBaHMA K 0dOPMNEHUIO PEKBU3NTOB 0DOPMAAIOLLEN HYACTU
OpraHM3auMoOHHO-pacnopAANTENbHbIX AOKYMeHTOB cornacHo NOCT P 7.0.97-2016

15. TexHuuyeckme TpeboBaHUA K 0POPMIEHNIO PEKBU3UTOB OPraHM3aLLMOHHO-PACNOPAAUTENbHbIX
[OKYMEHTOB.
16. OpraHu13aumoHHO-pacnopaanTebHan LOKYMEHTaUMA: obLwme ceeaeHus.

Bonpochbl K 3a4eTy 3 cemecTp 2 Kypc

1. OpraHu3aiiiOHHO-TIPABOBAsI IOKYMEHTAIIHSI: OOIITHE CBEACHUSI.



10.

11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

CocraBnenue u opopmiieHHE OCHOBHBIX BUAOB YUPEIUTEIbHBIX IOKYMEHTOB.
CocraBnenue u odQopmiieHHE TOJOXKEHUI, IMTAaTHOIO pACIUCaHUs, MPaBUI
BHYTPEHHEro0  TPYNOBOTO  pPACMOpsiiKa, HMHCTPYKUUH, aIMUHHCTPATUBHOTO
periameHTa.

PacniopsiauTenbHas TOKyMeHTaus: o011as XxapaKTepuCcTHKa.

CocraBnenue U 0o(hOpMIIEHHE PacIOPAIUTEIbHBIX JOKYMEHTOB, HM3[aBacMbIX Ha
NPUHIUIAX €TUHOHAYAIHNS.

CocraBnenue U 0oGOpMIIEHHE PacTOpPSIUTEIbHBIX JOKYMEHTOB, HM3[aBacMbIX Ha
MPUHIIMIIAX KOJIJIETHATbHOCTH.

CocraBnenue u opopmiieHne TPOTOKOJIOB.

JlenoBas mepenucka: oOuIMe CBeACHUS, KiIaccu(UKAIKs, poJib B YIIPaBICHYECKOM
NEeSTeNIbHOCTH, PYHKINHU. 3aKOHOIaTEIbHOE PErYIMPOBaHUE 1€TI0BON NEPEIUCKH.
CpenctBa CBsI3M, HCHOJIB3YEMBIE ISl JOCTABKH [EJIOBOM KOPPECHOHEHLMU.
TpeboBaHMs K TOKYMEHTaM, IepelaBacMbIM 110 KaHallaM 3JIEKTPOCBS3H.

OO6u1me TpeGoBaHUS K COCTABICHUIO U OPOPMIICHHIO JeNOBBIX ITuceM. Kommo3uus
TEKCTa, A3bIK, CTUJIb, ITUKET JIEJIOBOTO MUChMA.

TpeboBaHMs K J1CIIOBBIM MMHCbMaM, CBA3aHHBIM C paCpOCTPaHEHUEM HH(OPMAIIHH.
TpebGoBanus K €JIOBBIM MHUChMaM, CBA3aHHBIM C OOpalICHUSIMH IO BBIMOJIHEHUIO
TEX WJIM UHBIX JEHCTBUHN WU OKA3aHUIO YCIYT.

TpebGoBanus kK MMCbMaM-OTBETAM.

TpebGoBanus kK MUCbMaM MPETEH3NOHHOTO XapaKTepa.

TpeboBaHMs K IEIOBBIM TUChMAaM, CBS3aHHBIM C BBIPAKCHHEM BHUMAHUS M y4acTHsl.
TpeboBaHMs K peKOMEHAATEIBHBIM [TUChMaM.

TpeboBaHMs K COMPOBOAUTEIBHBIM IMUCHMAaM.

TpeboBanus k 0(hOPMIICHUIO aKTOB.

TpeboBanust K 0OPMIICHUIO TOKJIATHOM, CITy)KEOHON U 00BSICHUTEITLHOMN 3aIUCOK.
TpeboBanus kK 0OPMIICHUIO CTIPABOK.

TpebGoBanus K 0OPMIICHUIO CBOJIOK, 3aKITIOUEHUMN, OT3HIBOB.

TpebGoBanus kK 0OPMIICHUIO MIEPEUHEH, CITUCKOB.

TpeboBaHMs K IEPBUYHON YYETHOM JOKYMEHTALIUH 110 IMYHOMY COCTAaBY.
TpeboBaHMs K YaCTHBIM (JINUHBIM) JOKYMEHTaM.

UToroBblii TecT 3a 2 pasgen

Bonpoc 1

KTo odbopmnneT yyeTHble INUYHbIE KaPTOUKM:

Bbibepute oauH OTBET:

a. paboTHMK No Kagpam

b. pykoBoauTeNb CTPYKTYPHOTO NoApasaeneHus

C. 3aMeCTuUTENIb pyKOBOAUTENA OPraHn3aunmn

d. paboTHUK



Bonpoc 2
CornacHo CTaH4apTU3MPOBAHHOMY ONpeaeseHnto, BUA, MMCbMEHHOTO AOKYMEHTA — 3TO:
Bbibepute oaAnH OTBET:

a. opUUMANBHBIN AOKYMEHT, CO3aHHbIM B MMCbMEHHOM BUAE

b. HaumeHoBaHMe AOKyMeHTa, 0hOPMIEHHOO NO YCTaHOBAEHHbIM NPaBUIaM MaLLMHOMMUCHbIM
cnocobom

C. NTPUHAANEKHOCTb NMCbMEHHOTIO AOKYMEHTA K CUCTEME AOKYMEHTALMN NO NPU3HAaKaM CO4EPHKAHUA U
Lenesoro HasHa4yeHumaA

d. pasHOBMAHOCTb AOKYMEHTA, UCMONHEHHOrO rpaduyeckumm 3Hakammn — byksamu, umbpamm,
neporandamm

Bonpoc 3
CornacHo CcTaHA4aPTU3MPOBAHHOMY onpeAeneHuto, yHubuLumMpoBaHHaa popma JOKYMeHTa — 3TO:
Bbibepute oaAnH OTBET:

a. UHGOPMaLLMA, 3aNMCaAHHAA HA PA3IMYHbIX HOCUTENAX NO YCTAaHOBAEHHbIM NpPaBuIam

b. COBOKYMHOCTb PEKBM3UTOB, YCTAHOB/IEHHbIX B COOTBETCTBMM C PeLlaeMbiMM B AaHHOMN chepe
AeATeNbHOCTU 3a4a4aMmM U PaCMONOXKEHHbIX B onpeaeneHHOM NopsaaKe Ha Hocutene nHdopmaumm

C. Ha6op PEKBU3NTOB ocbmu,maanoro NMNCbMEHHOIo AOKYMeHTa, PaCno/1I0XKEHHbIX B OI'Ipe,CI,EI'IEHHOﬁ
nocnenoBatesibHOCTH

d. Habop PEKBU3UTOB, MAEHTUGULMPYIOLMX aBTOPA ODULMANLHOTO NMCbMEHHOTO AOKYMEHTa

Bonpoc 4
YHUOMKauma JOKYMEHTOB — 3TO:
BbibepuTe oaAnH OTBET:
a. NpyMeHeHue Tabnuu, u aHKeT
b. onpeaeneHne nopagKa obopmaeHUs JOKYMEHTOB
C. CBeAeHNe K MUHMMYMY pa3HOo6pa3mna BUAO0B U GOPM JOKYMEHTOB

d. paspaboTKa «wabnoHa» AOKYMEHTa

Bonpoc 5

CornacHo CTaHAAPTU3UPOBAHHOMY onpeaeneHuto, OpraHM3aLI,MOHHO-paCI'IOpﬂ,D,MTEI'IbeIﬁ AOKYMEHT —
3TO:



BbibepuTe o4MH OTBET:

a. AOKYMEHT, CO34aHHbIV IOPUANYECKUM AW GUSUYECKUM TULLOM, ODOPMIEHHbIV U Y40CTOBEPEHHbIN
B YCTaHOB/IEHHOM MOPAAKE U UCMO/Ib3yeMbili B TEKYLLEN AeATe/IbHOCTM OpraHM3aumum

b. B4 NNCbMEHHOIO JOKYMEHTa, 0Tpa>+(alou.|,m71 AOKYMEHTUPOBAHUE
OpI'aHM3aLI,MOHHO-paCI'IOpﬂLI,MTeﬂbHOﬁ AeATENbHOCTU OPraHos, Opr&HM33LI,VIV1 N AO/TKHOCTHbIX N,

C. BUA NMUCbMEHHOIO IOKYMEHTA, B KOTOPOM GUKCUPYIOT pelleHne agMUHUCTPATUBHbIX U
OpraHM3aLMOHHbIX BONPOCOB, a TaKXKe BONPOCOB YNPaB/ieHNs, B3aMMoencTeus, obecneyeHmns n
peryMpoBaHuA AeATeIbHOCTM OPraHoB BAACTU, YUPEXKAEHWI, NPEANPUATUNA, OpraHU3aumii, ux
noApasaeneHnin u A0NKHOCTHbIX UL,

d. nepBUYHbIN, MUHUMA/IbHbIA 31EMEHT CUCTEMbI OPraHN3aLUMOHHO-PaCNOPAANTENIbHOWM
OOKYMeHTaLuMm

Bonpoc 6

Kakne noacuctemol HE BXOAAT B CMCTEMY OpraHM3aLMOHHO-PaCcNopAaUTEIbHON AOKYMEHTAUMMU:
Bbibepute oanH OTBET:

a. OpraHN3aLMOHHO-NPaBOBAA AOKYMEHTaLMA

b. nnaHoBas AoKymeHTauuA

C. pacnopaauTenbHasa LOKYMeHTaumaA

d. "HGOPMALMOHHO-CNPABOYHAA AOKYMEHTaLMA

Bonpoc 7

B Kakom Ko4oBOM 0603HauyeHUM yHUbMUMpoBaHHOM dopmbl AoKyMeHTa 05080819, cornacHo OKY/,
BEPHO OTpaXKeHbl LMbpoBble NPU3HAKM KnacCuPuKaumm:

BbibepuTe o4MH OTBET:

a.19- KOHTPO/IbHOE YNC/10, KOTOPOE BBOAUTCA BO nsbexaHue owmnbok npu CHNTbIBAHUN U
MCNONb3YyeTCA NPpU NPoBepKe 3aNnUCn Koda

b. 80 — nogKknacc popmsl, T.e. 06LLHOCTb COAEPIKAHUA MHOKECTBA GOPM LOKYMEHTOB U
HanpPaBAEHHOCTb UX UCNOAb30BaAHMSA

¢. 050 — Knacc popmbl, T.e. NPUHAANEKHOCTb YHUDUUMPOBAHHOM GOPMbI LOKYMEHTA K
COOTBETCTBYHOLLEN YHUDULMPOBAHHON CUCTEME AOKYMEHTALMUM

d. 081 — perncTpaLMoHHbIM HOMEP YHUOULMPOBAHHOW GOpMbl AOKYMEHTa BHYTPUY NoaKiacca

Bonpoc 8



Ha Kakue Tunbl NoapasaenstoTcs LOKYMEHTbI MO MPOUCXOXKAEHMIO:
BbibepuTe o4MH OTBET:

a. Bxogawme/ucxoaaime/BHyTpeHHMe

b. uHamemayansHble/TpadapeTHbie/ TUNOBLIE

C. MuHble/ opuLManbHble

d. obueaoctynHble/ KoHOUAEHUMaNbHbIE/ CEKpPEeTHble

Bonpoc 9

KaKol LOKYMEHT SIB/IIeTCA OCHOBHbIM JOKYMEHTOM O TPYA0BOM AeATE/IbHOCTU U O TPYA0BOM CTaxKe
paboTHMKa:

BbibepuTe 0AWH OTBET:
a. CTpaxoBoe CBMAETENbCTBO FOCYAapPCTBEHHOIO NEHCMOHHOIO CTPAXoBaHMA
b. yueTHas nMuHaA KapTouKa
C. TPYAO0BaA KHUXKKA

d. neHcHoHHoe yaoctoBepeHune

Bonpoc 10

Ha Kakue Tunbl Nogpa3aenatoTcs A0KYMEHTbI MO CNocoby U3N0XKeHUs:

Bbibepute oanH oTBET:
a. nucbMa/Tenerpammsl/ TenedboHorpammbl/ Tenekcbl/ dbakcorpammbl/ 3NEKTPOHHbIE COOBLLEHUSA
b. vHaneuayanbHble/ TpadapeTHble/ TUNOBbIE
C. NOANUHHUKK/ Konuu/ aybanKkaTbl

d. obuwepocTtynHble/ KOHPUAEHUMANbHbIE/ CEKpeTHble

Bonpoc 11
Mo KakoMy NPU3HAKY AOKYMEHTbI NoApPa3AenatoTca Ha NOAJMHHUKKM (opuriHansl)/ konun/ aybnukatsi:
BbibepuTe oaAnH OTBET:

a. no opme npencrasieHUa

b. no coepe gearenbHocTH

c. no cnocoby nepeaaun



d. no ctenexun NOANTMHHOCTU

Bonpoc 12
CornacHo CTaH4apPTU3MPOBAHHOMY ONpeaeseHNto, CUCTeMa OKYMEHTaLMn — 3TO:
Bbibepute oanH OTBET:
a. COBOKYMHOCTb AOKYMEHTOB, 06pasyowmxca B AeATENbHOCTU HOPUANYECKOTO K GU3NYECKOro InLa

b. KOMNAEKCbI AOKYMEHTOB, OTPaKaloLwme NPoM3BOACTBEHHbIE, ypaBaeHYeckue, dUHaHCOBbIE
npoLuecchl NpeanpuUaTUR, OPraHMU3aLMI, YUPERAEHUN

C. CUCTEMA HOPMATUBHBIX aKTOB, PEFNAaMEHTUPYIOLWMX LOKYMEHTUPOBAHME AEATENbHOCTY U
AOKYMEHTO060pPOT NPeANnpPUATUIA Pa3NIMYHbIX OPraHM3aUMOHHO-NPAaBOBbLIX GopM

d. COBOKYMHOCTb AOKYMEHTOB, B3aMMOCBA3aHHbIX MO NPU3HAKaM MPOUCXOKAEHUSA, Ha3HAYEHUA, BUA],
chepbl AeATeNbHOCTU, e4MHbIX TPeOoBaHUM K X 0POPMAEHMUIO

Bonpoc 13
Kakue BMAbI ANCUMNIMHAPHBIX B3bICKAHW BNMUCIBAIOTCA B TPYA0BYHO KHUXKKY:
Bbibepute ogMH oTBET:

a. B3bICKaHWA B TPYA0BYIO KHUMKKY He 3anucblBatoTcA

b. yBosbHeHMe

C. CTPOruii BbIrOBOP

d. BCce BMAbI ANCUMNAMHAPHbIX B3bICKaHWA BNUCLIBAIOTCA B TPYA0BYH KHUMKY

Bonpoc 14

Kakol OKYMEHT He BXOAUT B KOMMIEKT OKYMEHTOB O KOMaHANPOBAHUM C KOAOBbIM 0603HaYeHNEM
dopmbl T:

BbibepuTe 0AMH OTBET:
a. KOMaHAMPOBOYHOE YA0CTOBEPEHUE PABOTHMKA

b. NnpuKas (pacnopsrkeHue) o HanpaBAEHMU OTAENbHOTO PAabOTHWKA UK FPYNNbl PabOTHUKOB B
KOMaHAMPOBKY

C. cny>kebHoe 3afiaHne C OTYETOM O ero BbINOJHEHUM
d. aBaHCOBbII oTUET

Bonpoc 15



Ha Kakue rpynnbl gensatcs oduumanbHble AOKYMEHTbI No coepe AeaTebHOCTU (Mo GpYHKUMOHANbHOMY
NPW3HaKy):

BbibepuTe 04MH OTBET:
a. YHUOULMpPOBaHHbIe/HEeYHUPULMPOBaHHbIE
b. pyHKUMOHaNbHbIe/OTpaceBble
c. opuumanbHble/HeopULMaNbHbIE

d. ynpaBneHuyeckume/TexHmyeckme

Bonpoc 16
KaKoW fLOKYMEHT Henb3si OTHECTU K JIMYHbIM JOKYMEHTaM:
Bbibepute oaAnH OTBET:

a. XapaKTepucTMKa

b. pestome

C. IMYHAA KapTouKa

d. aBTo6MOrpadus

Bonpoc 17
CornacHo CTaHAapPTU3MPOBAHHOMY ONpeaeneHunto, yHMGUUMpoBaHHasa cuctema JOKYMEHTaLMN — 3TO:
BbibepuTe oaAnH OTBET:

a. COBOKYMHOCTb LLOKYMEHTOB, B3aMMOCBA3aHHbIX N0 NPU3HAKaM NPOUCXOXKAEHMA, HAa3HAYeHUs, BUAa,
chepbl feATeNbHOCTU, eANHBIX TPeBOBaHNI K NX 0pOpPMAEHUIO

b. cuctema AOKYMEHTAaUKNN, COCTaBieHNE n Od)OpMJ'IEHVIe KOTOpOVI pernameHTnpoBaHO HOPMaTUBHbIMUA
dKTaMu

C. CUCTeMA AOKYMEHTaLMN, CO34aHHan Mo eaAnHbIM NpaBuiam u TpeboBaHUAM, coaepsKallan
HdopMaumio, HeobxoaNMYIo AN yNpaBAeHUs B onpeaesieHHol chepe aeaTenbHoCTH

d. cuctema [OKYMEHTaUMM, MMEIOLLAn eauHbIi popmynsap

Bonpoc 18

Kakum AOKYMEHTOM A0/1KHbl PYKOBOACTBOBATLCA Aenonponssogntenn npn 4OKYMEHTUPOBaAHUK 3TaNoB
TPyA4oOBOIo UnKaa — OT Nnpnuema Ha pa60Ty HOBOTO COTPYAHWKA A0 €ro yBOJIbHEHUA!

BbibepuTe 04MH OTBET:



a. FOCYAapCTBEHHaﬂ Cncrema OOKyMeHTaUunoHHOro obecneyeHus ynpasaeHnA. OcCHOBHble NONOXKEHUA.
06LLI,VIE T|OE6OBaHMFl K AOKYMEHTaM U CJ'IY)KGBM AOKRY-MEHTAUNOHHOTIo obecneyeHus

b. FOCT PTOCT P 7.0.97-2016 «YHuUUUMpPOBaHHAsA cCMCTEMA OPraHM3aLMOHHO-pacnopaanTeIbHOM
OOKyMeHTauuun. TpeboBaHMA K 0pOPMAEHUIO LOKYMEHTOBY

c. AnbbomM yHUPUUMPOBAHHBIX GOPM NEPBUUYHOI YHETHOW AOKYMEHTAL MM MO YYeTy Tpyaa U ero
onnartbl, yTBepKAeHHbIM MocTaHoBAeHMeMm FockomcTaTa Poccum

d. O6wepoccuinckunii KnaccuduKaTop ynpaBaeHYECKON JOKYMEHTaUMm

Bonpoc 19
Kakas A3blkoBasA ¢popmMyna ymecTHa B 3aABAEHUU:
Bbibepute oanH OTBET:

a. «B MoeW npocbbe npoLuy He 0TKasaTb...»

b. «3apaHee npusHaTeneH»

C. «BecbMa ybeauTenbHo Bac npoly»

d. «npowy Bawero cornacma Ha...»

Bonpoc 20

KaKkune anemeHTbl ABAAKOTCA CaMbiMK KPYMHbIMU CTPYKTYPHbIMUN aN1eMeHTaMN AOKYMEHTa KaK CUCTEMbI:
BbibepuTe ogMH OTBET:

a. cogepkaHue n popma

b. 3aronoBoyHas, cogepkaTenbHaa n 0GopPMAAOLLAA YACTU

C. PEKBU3UTbI

d. cnyxebHoe 1 paboyee nosie AOKYMeHTa

Bonpoc 21
MpogonkuTe onpeaeneHme: Gopmynap AOKYMEHTA 370 - ...
Bbibepute ogMH oTBET:

a. Habop pekBM3nToB 0dULMANBHOIO MMCbMEHHOTO AOKYMEHTA, PACcNoOXKEHHbIX B onpeaeneHHoM
nocnenoBaTesIbHOCTH

b. Habop PeKBU3UTOB, NAEHTUDULMPYIOLWMX aBTOPA OPULMANBHOTO MMCbMEHHOTO SOKYMEHTa



C. 3apUKCMPOBAHHAA HA MaTEPMANbHOM HocUTesle MHGOPMALMS C PEKBU3UTaMM, MO3BOJIAIOLWMMU ee
NOEHTUOULMPOBATD

d. BHyTpeHHsAn dopmMa LOKYMEHTA, ONpeaenatowasn CTPYKTYPY TEKCTA U ero A3blKoBble 0COBEHHOCTU

Bonpoc 22
Mpoponkute onpeneneHne: 6naHK AOKYMEHTa — 370 ...
Bbibepute oaAnH OTBET:

d. Mo4e/1b MOCTPOEHNA OOKYMEHTA, YCTaHaB/inBakoLWw,aA obnactb nNpUMeEHEHNUA, (bOpMaTbI, pa3mepbl
none, Tp86OBaHMﬂ K MOCTPOEHUIO KOHCTpYKLI,MOHHOﬁ CETKN N OCHOBHbIE PEKBU3UTDI

b. TMNoBas moaenb, coageprallaa COBOKYNHOCTb o0bA3aTeNbHbIX PEKBU3NTOB, CBOMCTBEHHbIX
AOKYMEHTaM YHVId)I/ILI,VIpOBaHHOI‘/JI Ccucrembl Opl'aHVI3aLI,VIOHHO-paCI'IOpFiAI/ITe.I'IbHOl‘/JI AOKYMEHTaUnUnN 1
PacnonoXeHHbIX onpeaeneHHbIM O6p330M

C. Ha6op PEKBU3NTOB od)mu,maanoro NMNCbMEHHOIo AO0KYMeHTa, PaCno/1I0XKEHHbIX B onpe,a,eneHHoﬁ
nocnenosate/sibHOCTH

d. Habop PEKBU3UTOB, MAEHTUGULMPYIOLMX aBTOPA ODULMANLHOTO NMCbMEHHOTO AOKYMEHTa

Bonpoc 23
Kakoe kogoBoe o603HauveHme Ha gokymeHTe HE ugeHTnduumpyeT aBTopa:
BbibepuTe 0aMH OTBET:

a. OrPH

b. UHH/KMN

c. OKY[

d. OKMo

Bonpoc 24

KaKoW 13 nepeuncneHHbIX PeKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM YAOCTOBEPEHUSA:
BbibepuTe oanH OTBET:

a. OTTUCK neyaTu

b. rpud yreepaeHuA

C. rpud cornacosaHma

d. noanucb



Bonpoc 25

Ha Kakom BUAE NMYHBIX LOKYMEHTOB 0hOopMAAeTCA aapecaT:
Bbibepute oaAnH OTBET:

a. XapaKTepucTMKa

b. noBepeHHOCTb

C. pestome

d. 3asBneHune

Bonpoc 26

Kakomy NOHATUIO COOTBETCTBYET C/IeAyHOLLAa XapaKTepUCTUKa: «3ToT GopMyiap XxapaKkTepumsyeTcs
onpeaenieHHbIM KO/IMYECTBOM PEKBU3UTOB, PACNOIOKEHHbIX B CTPOroi Nocae40BaTeNbHOCTH, U
XapaKTepeH A1a KOHKPETHOro BUAA AOKYMEHTOB, HaNnpumep, Np1Kasa, akTa»:

BbibepuTe 0AMH OTBET:
a. TMnosoi ¢opmynsp
b. dopmynsap
c. bopmynap-obpaseu,

d. nHamMBMayanbHbI bopmynap

Bonpoc 27

KakomMy LOKYMEHTY COOTBETCTBYET C/1eAYH0LLAN XapPaKTEPUCTUKA: «ITO NMCbMEHHOE NMONHOMOYME,
BblAaBaeMoe O4HUM ILOM (YUpeskaeHnem) Apyromy AuLy Ana npeacTaBuTeNbCcTea nepes TPeTbum
NIMLLOMY.

Bbibepute oanH oTBET:
a. pacnucka
b. 3asBneHue
C. l0BEpPEHHOCTb

d. cnpaBskKa

Bonpoc 28



Ha kakne Buapbl nogpasaenatorca 61aHKM JOKYMEHTOB NO PAcnoIOKeHUIO pekBn3nTos cornacHo FOCT
P rOCT P 7.0.97-2016:

BbibepuTe oanH OTBET:
a. yrnoBble U NPoAobHbIe
b. 06wmit 6aaHK, 61aHK NUCbMA, 6NaHK KOHKPETHOTO BUAA AOKYMEHTa

. 6naHK opraHM3aumm, 61aHK CTPYKTYPHOTO NoApasaeneHns opraHnsaumm, 61aHKk 40NXKHOCTHOTO
nvua

d. ueHTpupoBaHHble 1 pnarosble

Bonpoc 29
OTmeTuTb BONpOC

Kakoe onpeaeneHve lopnanyeckon cuibl JOKYMEHTa ABAAETCA CTaHAAPTU3MPOBAHHbIM (3aKpenieHo B
rOCT P 51141-98):

Bbibepute oaAnH OTBET:

a. lopMaunyecKas cuia 4OKYMEHTA — 3TO CBOMCTBO 0PpULMANBHOIO OKYMEHTa, coobLiaemoe emy
OEeNCTBYIOLIMM 3aKOHOAaTENbCTBOM, KOMMETeHUMEN M3AaBLLEro ero opraHa MU yCTaHOB/IE@HHbIM
nopagkom opopmaeHus

b. lopuanyeckan cnna 4OKYMEHTa — 3TO CNOCOBHOCTb yNpaBAeHYeCKoro AOKYMEHTa BbICTyNaTh B
KauecTBe 06A3aTeIbHOIO A/1 YYaCTHUKOB YNpPaBAeHWA: OPraHoB ynpaBaeHUs, UX CTPYKTYPHbIX
noapasaeneHnin, obWwecTBeHHbIX OPraHN3aLnii, LOMKHOCTHBIX UL, FOCYAAPCTBEHHbIX CYMKALLUX U
rparkaaH

C. lOpMAMNYECcKan cuna JOKYMEHTa — 3TO COOTBETCTBUE AOKYMEHTUPOBAHHOW MHbOPMaL UK
TpeboBaHMAM 0PULIMANBHOCTU, 4OCTOBEPHOCTN, OOBEKTUBHOCTU, HECCNOPHOCTM, OCHOBAHHbLIM Ha
3aKoHOAaTeNbCTBe

d. opugmnueckan cuna LLOKYMeEHTa — 3TO YC/10BUE, MPU KOTOPOM MHPOPMaLMA AOKYMEHTA MOKET bbITh
Mcnoab3oBaHa B chepe ynpasieHnn 6e3 COMHEHMUS B ee AOCTOBEPHOCTU A5 OCYLLLECTBAEHUSA OBbIX
Aencreni

Bonpoc 30
OTmeTunTb BONpOC

Kakomy TepmUHY COOTBETCTBYET C/ieayHoLLEee CTaHAAPTU3NPOBAHHOE onpeesieHne (3aKpensieHHoe B
FOCT P 51141-98): «.... —3TO NpocTaB/ieHne HeEOBX0AUMBbIX PEKBU3UTOB, YCTaHOB/IEHHbIX NPaBUIaMM
OOKYMEHTUPOBAHUAR:

Bbibepute oaMH oTBET:

a. opopmaeHune AOKymeHTa



b. yHUbMKaLMa OKYMEHTa
c. bopmynnap-obpasel,

d. coctaBneHue AOKYMEHTA

Bonpoc 31
OTmeTuTb BONpOC

Kakoit AOKYMEHT ABNAETCA OCHOBHbIM aKTya/ibHbIM HOPMAaTUBHbIM JOKYMEHTOM B obnactu
CoCTaB/1ieHNA U O¢Ole’I€HI/IFI Opl'aHM3aLI,MOHHO-paCI'IOpFI,CI,VITe.I'IbHOl‘/JI AOKYMEHTALUUNN:

BbibepuTe 0AMH OTBET:
a.NOCT P 6.30-2003

b. Npasunna genonponssoactsa B befepasibHbIX OpraHax NCMONHUTEIbHON BAACTU, YTBEPHKAEHHbIE
MNoctaHoBneHnem Mpasutensctea PP ot 15 utoHa 2009 r. Ne477

c. OKY — OK 011-93. Obuiepoccuiickmnin kKnaccudukaTop ynpaBieHYeCKoM AOKYMEHTaLMM,
yTBEPKAEHHbIV NocTaHoBAeHMeM loccTtaHaapTa PO ot 30 gekabpa 1993 r. Ne229

d. FCO0Y — locyaapcTBeHHAn cucTeMa AOKYMEHTaLMOHHOro obecneyveHuns ynpasaeHma. OCHOBHble
nonoxexHus. Obwue TpeboBaHUA K JOKYMEHTAM U CyKBAM JOKYMEHTALUMOHHOro obecneyeHus,
yTBepXKAeHHaA npukasom Mhasapxusa CCCP ot 23 maa 1988 r. Ne 33

Bonpoc 32

B KaKoM cnydae yuperkaeHue MMeeT NPaBo yA0CTOBEPATh 4OBEPEHHOCTb Ha NoAyYeHne AeHeXHOoro
BKa1ada B baHKe:

BbibepuTe oguH OTBET:

a. ec/iv goBepUTE/b M IML0, KOTOPOMY OH A0BEPAET, ABAAOTCA rpaxgaHammn Poccum, XoTa n He
ABNAOTCA PabOTHUKAMM AAHHOTO yUpeXaeHUs

b. ecnu AO0BEPUTENb ABNAETCA pa6OTHVIKOM AaHHOTO y4dpexXaeHuna, a MU0, KOTOPOMY OH OBEPAET, HE
ABNAETCA pa60THMKOM AaHHOTO y4dpexaeHua

C. €C/IM [,OBEPUTENb HAXOANTCA HA CTaLLMOHAPHOM U3NIEYEHUMN, HO ABNAETCA PaDOTHUKOM AaHHOTO
yupexxaeHus, 1 Lo, KOTOPOMY OH lOBEPAET, TaK¥Ke ABNAETCA PAabOTHUKOM AAHHOTO YUYperKaeHUs

d. ecaun poseputens He ABAAETCA PaBOTHUKOM AAHHOrO YUPEKAEHUA, a INLLO, KOTOPOMY OH oBepaeT,
ABNAETCA PabOTHNMKAMM JAHHOTO yYpeRaeHUsA

Bonpoc 33

OTmeTnTb BonpocC



Kak nepeBoamnTCA € 1aTUHCKOro TEPMUH K PEKBU3UTY» (naT. requisitum):
Bbibepute oanH OTBET:

a. MMHMMaJIbHaA YacTb

b. Tpebyemoe, Heobxoaumoe

C. CTPYKTYPHbIV 31eMEHT

d. aTpmnbyT copepraHmn

Bonpoc 34

Kakomy TepmMUHY COOTBETCTBYET C/ieaytoLlee CTaHAAPTU3NPOBAHHOE onpeaeieHne (3aKkpensieHHoe B
FOCT P 51141-98): «... — 3TO 0653aTe/IbHbI1 3/1eMEHT 0POPMIEHNA OPULNANBHOTO AOKYMEHTa»:

BbibepuTe 0AMH OTBET:
a. PeKBM3UT AOKYMEHTa
b. 3aronoBoYHas 4acTb OKYMEHTa
. pabouee nosne AOKYMeHTa

d. 61aHK LOKYMEHTa

Bonpoc 35

Kakoit Habop umdp B KogoBom 0603HaueHNU dopmbl AoKymeHTa 0720302 obo3HauaeT kKnacc popmbl
OOKYMeHTa:

BbibepuTe 0aMH OTBET:
a.20
b. 07
c. 302

d. 203

Bonpoc 36

Ha Kakux dpopmax npocrasnsfeTca Kog Gopmbl LOKYMEHTA:
Bbibepute oanH OTBET:

a. Ha Bcex H61aHKax

b. Ha yHUbMUMPOBaAHHbIX hopmax



C. Ha BCeX AOKYMEHTax

d. Ha HeyHUOUUMPOBaAHHbIX Gopmax

Bonpoc 37

Kakue cnocobbl opopmaeHmna aaTbl cOOTBETCTBYHOT TpebosaHuam FOCT P 7.0.97-2016:
1. 09.03.13;
2. 09 mapTta 2013 r,;
3. 09 mapta 2013 roga;
4.09.03.2013r,;
5.2013-03-09;
6.2013.03.09;
7.09.03.2013.
Bbibepute oanH OTBET:

a.1,4,7

b.2,6,7

C. BCe BapMaHTbl, Kpome 5

d. Bce BapuaHTbI, Kpome 3

Bonpoc 38

KaKoi afieMeHT perncTpaumoHHOro Homepa SOKYMEHTa ABAAETCA 06A3aTeNbHbIM:
BbibepuTe oguH OTBET:

a. MHAEKC Aena No HOMeHKAaType Aen

b. MHpopmaLma 06 ncnonHuTenax

C. MHPOpPMALMA O KOPPECMOHAEHTE

d. nopaaKoBbIit HoMmep

Bonpoc 39
Ykaxunte BEPHOE Bbicka3biBaHMe:

Bbibepute ognH oTBET:



a. Ha 6n1aHKe nncbma NpoCTaBASETCA OrPaHNUYNTENIbHAA OTMETKA AN PeKBM3UTA «CCbl/IKa Ha
PEerncTpaumoHHbIN HOMepP U AaTy AOKYMEHTa» c/ieaytowmm obpasom: « oT »

b. CBeaeHusn B pekBusnte «Ccblka Ha PErMCTPALMOHHBIN HOMEP U AaTy AOKYMEHTa» NpUCcBanBatoTCA
OopraHusaumneit-aBTopom OTBETHOIO NUCbMa

. PekBun3unT «CcblfiKa Ha ATy M PErMCTPALMOHHbIN HOMep AOKYMEHTa» 3ano/IHAETCA B
NPenMyLLLeCTBEHHO B MMCbMax-oTBeTax. CBEAEHUS B PEKBM3UT NEPEHOCATCA C NOCTYMMBLUETO OKYMEHTA

d. YKkazaHue AaHHbIX O NOoCTynmnBwem nMCbme Ha 61aHKe nMcbma B Bnae oTaeNbHOrro CCblJIKM Ha
perI/ICTpaLI,I/IOHHbIﬁ HOMEP U OaTy AOKYMEHTA HE UCKNKOYaET HeOGXO,CI,I/IMOCTVI CCblNaTbCA Ha HUX B TEKCTE
OTBETHOro NMCbMa: B HaYasie TEKCTa NUCbMa Bcerga cnegyet nucatb «Ha Baw Ne ... oT ...»

Bonpoc 40

B KaKOM najexe yKasblBalOT HaMMeHOBaHMe OpraHM3aLnn U ee CTPYKTYPHOTo noApasaeneHns B
peKkBu3nTe «Agpecart»:

Bbibepute ognH OoTBET:
a. B poauTeIbHOM

b. B UMeHUTENbHOM

C. B AaTe/IbHOM

d. B npeasioxxHOM

Bonpoc 41

Ha kakux gokymeHTax HE odopmaneTtca peksmnsuT «Agpecar»:
BbibepuTe oguH OTBET:

a. CnpaBkKa

b. nucemo

C. CnyxebHas, AoK1aAHaA U 06bACHUTEIbHAA 3aNUCKU

d. 4ONKHOCTHAsA MHCTPYKLMA

Bonpoc 42

KaKoW pekBM3UT 0popmMAseTcs NnocneaHnm nepeg tem, Kak 4OKYMeHT byaeT oTnpaB/eH Ha XpaHeHuWe:
Bbibepute ognH oTBET:

a. OTMETKa O NOCTyN/JIeHUM LOKYMEHTA B OPraHU3aLmio

b. oTmeTKa 06 ucnonHutene



C. rpud yTBEPKAEHUSA

d. oTmeTKa 06 McnonHeHuu AOKYMEHTa N HanpaB/aeHWN ero B Aeno

Bonpoc 43

Kakoe odopmneHne ocHoBaHMA JOKYMeHTa cooTBeTcTBYeT TpeboBaHuam FOCT P 30-2003 (B ckobKax
0603HauyeH KAYEeBOW r1aroa pacnopsanTesibHOM YacTu AOKYMEHTA):

BbibepuTe 04WH OTBET:

a. Ha ocHoBaHuM npmkasa MuHucTepcTBa obpasoBaHMa 1 Haykn PP ot 15 aHBapa 2013 Nel5 «O
nopsake npoeeaeHus atrectaumm sysos» (MPUKA3bIBAKO)

b. C uento ncnonHeHmns npukasa pektopa 0b ykpenneHuu Tpyaoson ancumnauvubl (MPEOANATALO)
c. B cBs3M c HeOBXOANMMOCTBIO MCMONHUTL NPUKa3 muHUcTepcTBa (MPUKA3BIBALO)

d. Bo ncnonHeHue npukasa OAO «MMK» Ne 45 «O nopsake 3akntoueHua gorosopos (MPEAJIATAIO)

Bonpoc 44
dmbnemy 1 ToBapHbIM 3HaK HE BoCcnpomn3BogaT Ha 6a1aHKe, eciv Ha Hem nomeLeH (-a):
BbibepuTe oaAnH OTBET:
a. pe3onoums
b. oTTUCK repboBoi NneyaTn
c. FlocyaapcTBeHHbIN repb Poccuitickoit Pepepaunm

d. noanucb

Bonpoc 45

BblbepuTe NpaBu/IbHbIA BapuaHT 0GpopMaEHNA NOAMNMUCK B PACNOPAAUTENBHOM AOKYMEHTE OpraHM3aLmm
(npuKase, pacnopsxKeHun):

Bbibepute oaMH oTBET:

leHepanbHbIN AUpPEKTop Mognuce
M.I1. benakos

12.12.2013

b.

leHepanbHbIA AUpPEKTOp



000 «Komnac» Moanuce
M.I. bensakos

12.12.2013

FeHepanbHbI UpPEKTOp

000 «Komnac» Moanuce
M.I. benakos

[eHepanbHbI ANpPEKTOpP Moanucb
M.IN. benakos

Bonpoc 46

Ha Kakom K3emnsiape Aenosoro nMcbma, Nno4rotoBIEHHOM AON1A OTNPAaBKU agpecaTty, NpoCTaBAAKOTCA
BU3bl:

Bbibepute oaMH OTBET:

a. Ha NOAJ/IMHHUWKE, OTNPABAAEMOM agpecaTy

b. Ha KonuK, NomeLLaemoin B fe0 OpraHM3auun

C. Ha NUCbMax BM3bl He opopMAAIOT

d. Ha NnoaNMHHWKe, OTNPaBAAEMOM apecaTy, U Ha KoMK, NOMELLAEMOl B ,e/10 OpraHM3aumum
Bonpoc 47

YKarKuTe BapuaHT obopmaeHUs OTMETKN 06 ncnonHuTene, yctaHosneHHbin TOCT P 6.30-2003:

BbibepuTe 0AMH OTBET:

Mecmpsakosa Onvea MeHHadbesHa
Ten. 22-34-75

b.
lecmpsakosa O.T.

22-34-75

O.l. lNecmpakosa

223475



Ucn. Mecmpsaxkosa Onvea [eHHadbesHa

22-34-75

Bonpoc 48

KaKoW peKkBM3UT UCNONb3YeTCA ANA YA0CTOBEPEHMA SNEKTPOHHOMO AOKYMEHTA:
Bbibepute oaAnH OTBET:

a. 9N1eKTPOHHan undposaa NoANUCH

b. naeHTUPUKATOP 3NEKTPOHHOM KOMUKU AOKYMEHTA

C. Ko, GopMbl JOKYMeEHTa

d. perMcTpaLMoHHbIi HOMep AOKYMEHTA

Bonpoc 49
Kakomy TepmMMHY COOTBETCTBYET CEAYIOWAA XapaKTepUCTUKa:

370 BUA NMCbMEHHOIO AOKYMEHTA, B KOTOPOM GUKCUPYIOT peLleHma aaMUHUCTPATUBHDIX U
OpraHM3aLMOHHbIX BOMPOCOB, a TaKXKe BOMPOCOB ynpasBaeHuns, B3auMoaeincTans, obecneyeHms u
perynmpoBaHna AeATeNbHOCTU OPraHoB BAAaCTH, YUpeXAeHUIN, NpeanpuATMIA, opraHnsauunii, ux
noapasaeneHuin U JoKHOCTHbIX N,

BbibepuTe ogMH OTBET:

a. CNyXKebHbIN OOKYMEHT

b. odnumanbHbIN LOKYMEHT
C. YyNpaBAEHYECKNN OOKYMEHT

d. opraHM3auMOHHO-pPacNoOPAAUTENBbHBIN AOKYMEHT

Bonpoc 50

Y Kakoro Bnaa opraH13aLuMoHHO-NPaBOBOM AOKYMEHTAL MM TPeOOBAHUA K TEKCTY YCTAaHOB/IEHbI B
3aKOHOAATe/IbHOM NopsaKe:

BbibepuTe 0aWH OTBET:
a. WTaTHOe pacnucaHue
b. LONKHOCTHAA MHCTPYKLMSA

C. ycTaB



d. MHCTPYKUMA HOPMATUBHO-METOANYECKOIO XapaKTepa

Bonpoc 51

OnpegennTe, K KAKOMY OPraHM3aLMOHHOMY SOKYMEHTY OTHOCUTCA Npeanaraemblii pparmeHT TeKCTa
AOKYMEHTa:

1. ¢UPM€HHO€ HauMeHo8aHUe U MecmoHaxoxoeHue O6LL4€C/T76(J

1.1.MonHbIM pupmeHHbIM HaumeHosaHuem obuwecmesa asnaemca: Obujecmao ¢ o2paHu4yeHHol
omeemcmeeHHOcMblo « MUWP». CoKpauweHHoe pupmeHHoe HaumeHosaHue obujecmeaea — 000 « MUP».,

1.2.10puduyeckuli adpec obwecmsa: yn. CpeduszemHomopckas, 0.1, e. MazHumozopcK, YenabuHcKas
061., Poccus, 455012.

BbibepuTe 04MH OTBET:

a. NosioXKeHue 06 opraHusauum

b. yctas

C. MpaBuaa BHELWHEN Nepenmnuckn opraHnsaumnm

d. MHCTPYKLUMA NO AeN0npPon3BOACTBY

Bonpoc 52

Cpean NoKaibHOW OpraHM3aLMoOHHO-PacnopaAanUTENbHOM JOKYMEHTALMM BbICLUMM HOPUANYECKUM
cTaTycom obnapaert:

BbibepuTe 04MH OTBET:

a. OpraHM3auMoHHan AOKYMeHTaumA

b. pacnopsaauTenbHan AOKYMeHTaumnA

C. MHGOPMALMOHHO-CMPABOYHAA AOKYMEHTaUmA

d. Bce rpynnbol OpI'aHVI3aLI,VIOHHO-paCI'IOpH,ﬂ,VITEﬂbHOVI AOKYMeHTauunun 06nap,ar0T OANHAKOBO BbICOKMUM
OPUANYHECKUM CTAaTyCOM

Bonpoc 53
B Kakom pAgy Bce nepeynciaeHHble BUAbl AOKYMEHTOB OTHOCATCA K OpraHM3auuMoOHHO-NPaBOBbIM:
Bbibepute oanH OTBET:

d. MONNOXKeEHUNE O CTPYKTYPHOM noapasgeneHnun, 4ONKHOCTHAA MHCTPYKUNA, aHa/IMTUYECKAA CNpaBKa



b. npaBuna BHyTpPeHHero TPYA0BOro pacnopsAaKa, LO/KHOCTHOW pernaMeHT, aaMUHUCTPATUBHbIN
pernameHT

C. yCTaB, WTAaTHOE pacnncaHue, otyeT

d. yupeanuTtenoHbiii oroBop; ykas MNpesungeHTta PO; MHCTPYKLUA NO Ae10NPON3BOACTBY

Bonpoc 54
B Kakux opraHu3saumax moxet HE BecTncb KagpoBaa OKyMeHTauma:
Bbibepute oanH OTBET:

a. KagpoBas SOKYMEHTaLMs BeAeTCA BO BCEX OPraHM3aLMAX HE3aBUCUMO OT MX
OpraH13auMoHHO-NPaBoBOM GpopMbl

b.B HEeKOMMepPYECKNX OpraHn3aumnax
C. B Ka3eHHbIX roCyapCTBEHHbIX y4peXaeHNAX

d. B akUMOHepHbIX 06LlecTBax

Bonpoc 55

KaKkne pacnopsagutesnibHble 4OKYMEHTbI U34at0TCA MO ONepaTMBHbLIM BOMPOCAM U AN OpraHM3aLmm
NCNONIHEHWUS APYIUX PAcNOpPALUTENbHbIX AOKYMEHTOB:

BbibepuTe ogMH OTBET:
a. NpuKasbl

b. peweHun

C. MOCTaHOBEHUA

d. pacnopskeHus

Bonpoc 56

Kakune pacnopaamTtesibHble 4OKYMEHTbl OTHOCATCA K JOKYMEHTaMm, CO34aBaeMbIM B YC0BUSX
KONNErnanbHoOCTU:

BbibepuTe o4WH OTBET:
a. pelweHus

b. npukasbl



C. YKasaHuA

d. pacnopskeHus

Bonpoc 57
Kakomy MOHATMIO COOTBETCTBYET CNEAYIOW,AA XapaKTepPUCTUKA:

3TO AOKYMEHT, COAEPKALLMI NpaBMa NOBEeAEHMA, PACNPOCTPAHAIOLWMECA HA HEONPEeAEeNeHHbIA Kpyr
/ML, U3JaHHbIe Ha OCHOBAHMM U BO UCMO/IHEHWE delepasibHOro 3aKOHOA4ATeIbCTBa, 06s3aTesIbHble A1A
MCMNONIHEHWNA OpPraHamMm rocyAapCcTBEHHON BNACTM, MECTHOIO CaMOyNpPaBAEHUSA, UX AOKHOCTHbIMM
JIMLAMU, IOPUANYECKUMU JIULLAMU U TPAXKAAHAMMU.

BbibepuTe 0AMH OTBET:

a. HEHOPMATUBHbI NPABOBOM aKT
b. HOPMaTMBHbIN NPaBOBO aKT

C. NPaBOBOM aKT

d. Hopmbl NpaBa

Bonpoc 58

Kaknmu cnosamm foMKeH HAYMHATbCA TEKCT NPUKaAs3a, eCv ero n3gaHue BbI3BaHoO H€O6XO,EI,VIMOCTbIO
ocyuwectsnieHunAa COBCTBEHHOM AeATENDbHOCTU NO UHNUUMNATUBE OPraHnU3aunn:

Bbibepute ogMH OTBET:
a. «Bo ucnonHeHwue...»
b. «B cBA3n c...»

c. «<Ha ocHOBaHMUW...»

d. «B cooTBEeTCTBUM C....»

Bonpoc 59

B Kako# yactu pacnopagnTeNbHOro JOKyMeHTa H606X0,£I,VIMO nomeuwaTtb nepeyvyeHb JOKYMEHTOB,
YTPaTUBWNX CUNY Uan nogneawmx nsSMmeHeHo B CBA3N C USAaHUEM AaHHOTO aKTa:

BbibepuTe o4MH OTBET:



a. B NepBbIX NYHKTaxX pacnopaamnTeibHOM YacTu
b. B KOHCTaTMpytoLLEN YacTu
C. B KOHULE TeKcTa

d. B 1t060M NyHKTE pacnopsanTenbHOM YacTu

Bonpoc 60
Kakomy MOHATMIO COOTBETCTBYET CAEAYIOW,AA XapaKTepUCTUKa:

[oKyMeHTbI, 0bnajatolme opuanuyeckon cMnoi, usgasaemble PyKOBOACTBOM OpraHu3aumnm u
coaepskallme yrnpaBiaeHYecKme pelleHns, HanpasaeHHbIe Ha BbINOJIHEHUE TEKYLUMX U NEPCNEKTUBHbIX
3ajau:

BbibepuTe 0AMH OTBET:

a. OpraHM3aLMOHHO-NPaBOBbIE JOKYMEHTbI
b. LOKYMEHTbI N0 IMYHOMY COCTaBy

C. MHGOPMALMOHHO-CNPABOYHbIE AOKYMEHTbI

d. pacnopAagunTenbHble AOKYMEHTDI

Bonpoc 61

KaKol JOKYMeHT aBnseTca 06s3aTelbHbIM NPU AOKYMEHTUPOBAHUN TPYA0BbIX OTHOLIEHUI Mexay
paboTHUKOM 1 paboToaaTtenem:

BbibepuTe ogMH OTBET:

a. TPYA0Ban KHUXKaA

b. pexxum Tpyaa

C. AONXKHOCTHAA UHCTPYKLMA

d. KONNEKTUBHbIN AOTOBOP

Bonpoc 62

Mpu oTnpaBKe KaKoit pasHOBUAHOCTU MMCbMa MOYKHO OrPaHNYUTLCA GAKCUMMUABHOWN CBA3bIO UK
3NEKTPOHHOM NOYTON 6€3 AOCbIIKM KOPPECNOHAEHTY NOAJNHHUKA:

BbibepuTe o4WH OTBET:

d. PeKN1aMHOro nMcbma



b. nnCbma-3anpoca
C. NTMCbMa-3aKa3a

d. nucbma-HanomMuHaHuA

Bonpoc 63

Kak goskeH NnoCTynnuTb NCNOJTHUTEND, I'IOAI'OTOBI/IBLIJI/IVI Aenosoe NnMCbmo, eCnn pykosogutenb oTaena
naaHNpoBaHMA, BU3a KOTOPOro HEO6XOAI/IM3, Haxo4auTtcA B KOMaHOUPOBKE:!

BbibepuTe 04MH OTBET:

a. ’K4aTb BO3BPALLEHMA PYKOBOAMUTENSA OTAENA NIAHUPOBAHMA U3 KOMAHANPOBKM
b. nepesatb NMcbMO Ha NOANUCL PYKOBOAMUTENO €3 BU3bI

C. 3aBM3MPOBaTb NMUCbMO Y 3aMeCTUTENA PYKOBOAUTENA OTAENA NNaHUPOBAHUA

d. 3aBn3npoBaTb NMCbMO CaMoOMy

Bonpoc 64

Yem nucbMo-npeasioxeHue (odeprta) oTIMYaeTca OT pekJaMHOro NMcbMa:

BbibepuTe oanH OTBET:

a. HanpaB/AeTCA NPOAABLLOM NOTEHLMANbHbIM MOKyNaTeNAM C Npea/oXKeHNeM TOBApPOB UU YCAyT
b. He cBA3bIBaeT NpogaBuUa 06a3aTeNIbCTBOM MNPOAATb TOBAP

C. COAEPXKUT HAMepPEHUE 3aKNIUNTb CAE/KY C YKa3aHMEM ee KOHKPETHbIX YC/I0BUM

d. cTUMYNUpPYET MHTEPEC K TOBApY U KenaHue ero npnobpectu

Bonpoc 65

K Kakoit Pa3HOBUAHOCTU NNCEM OTHOCATCA NMUCbMa, C MOMOLLBbIO KOTOPbIX NPOCAT BbICNaTb Od)MLI,VIaJ'IbeIE
cBeaeHnA N AOKYMEHTDI:

BbibepuTe o4MH OTBET:
a. NUCbMO-U3BELLEHUNE
b. nucbmo-npocbba

C. NNCbMO-3aKa3

d. nucbmo-3anpoc



Bonpoc 66
OpraHunsauus noaydnaa NMCbMo-npocboy creayoLLero cogepKaHus:

Mpocmm Bac npeaocTaBnTb MECTO A1A NPOXOXKAEHUA NPeaaMNAOMHOM NPaKTUKKM CTyaeHTKe 5 Kypca
0YHOM PpopMbl 06yUYeHMA PaKyibTeTa Neaarormyeckoro 06pasoBaHMA U CePBUCHBIX TexHonornin OreQy
BIMO «MarHUTOropcKuii rocy4apCTBeHHbIN YHUBEPCUTET», NO HanpaBAeHUIo «JoKymeHToBeaeHMe U
apxusosegeHue» Megseaesoit AHHe AHgpeesHe ¢ 01 ¢peBpans no 28 maprta 2013 r.

YKaxkuTe, KaKoi u3 BapnaHTOB OTBETA 6y,u,eT bonee NpPaBUIbHbIM!

BbibepuTe 0AMH OTBET:

COO6LIJ,aEM, YTO Halla OpraHunsaumAa npenoCTasnUT MecCto ANA NPoXoXKAEHUA NPAKTUKKU ONA BaLue
CTYAEHTKU.

b.

Ha Bawe nncbmo oT ... N2 ... coobLiaem, YTo roToBbl NPEAOCTaBUTL MECTO A/1A
NPOXOXAEHUANPEAAMNIOMHOM NPAKTUKN CTYAEHTKE 5 Kypca ouHOM dopmbl 0byueHUsa dpakynbTeTa
negarornyeckoro ob6pasoBaHuMA U cepBUCHbIX TexHoAorn PrEOY BIMO « MarHUTOropcKuit
rocyfapCTBEHHbIA YHUBEPCUTETY, MO HanpaBaeHuo «[JOKyMeHTOBeAEHNE U apPXMBOBEAEHNEY
Mepgsenesoi AHHe AHgpeesHe ¢ 01 peBpans no 28 mapta 2013 .

Coobuiaem, YTo Halla opraHM3aLmMaA roToBa NPeAoCTaBUTb MECTO A NPOXOXKAEHMANPEAANNIOMHOMN
NPaKTUKN CTyAEeHTKe 5 Kypca o4yHoM dopmbl 06yYeHMn daKyibTeTa NeJarormyeckoro obpasoBaHmna u
cepBUCHbIX TexHonoruii ®reQyY BMO « MarHUTOropcKkuii rocyaapcTBeHHbIA YHUBEPCUTET, NO
HanpasneHuo «[JoKyMeHTOBeAEHWE U apxmBoBedeHMe» Measeaesoii AHHe AHapeesHe c 01 peBpans
no 28 mapta 2013 r.

d.
YBarkaemble Konneru!

NHbopmmpyem Bac o TOM, YTO Mbl paabl NPeAoCTaBUTb MECTO A1 NPOXOXKAEHUA NPeaannIoMHOM
NpakTUKK Bawel cTyaeHTke MeaBeaesoi AHHe AHApeeBHe B 0603HaUYeHHble Bamu CpoKu.

Bonpoc 67

YKaxute Hanbonee «KeCTKUM» U HEYMeCTHbI BApUaHT OTKa3a:

BbibepuTe oaAnH OTBET:

a. B cBA3M C ... Bawe npeanoxeHne He MOXKeT ObITb NPUHATO

b. B cBA3K C ... Balle NpeasiorKeHne HamMu He NPUHUMAETCA

c. B cBA3M ... genapTameHT He MOXKET COT/IaCUTLCA C BalUMM NpeaioXKeHnem

d. anHFlTb Bawle npeanoxeHme He npeactaBadaeTcA BO3MOKHbIM B CBA3U C ...



Bonpoc 68

YKaxuTe, Kakasa U3 3TUKETHbIX 3aKN0UUTENbHbIX Gpa3 ByaeT ymecTHOM B TEKCTE AeN0BOr0 NMCbMA:
Bbibepute oanH OTBET:

a. Hageemca Ha gantenbHoe N1040TBOPHOE COTPYAHNYECTBO

b. K corkaneHnuto, mbl N034HO NOAYYMAN Balle NPeS/IOKEHNE U HE CMOT/IN MM BOCMO/1b30BaTbCA

c. O4yeHb pagbl oKkasaTb Bam ycayry

d.K C4aCTblO, Haln onaceHnA 06 oCTaHOBKe NOCTaBOK 060pyp,OBaHVIFI He nogrsepanincCb

Bonpoc 69
Kakne nncbma ABNAKOTCA MHOFOACMNEKTHbIMU:
Bbibepute oguH OTBET:

d. NUCbMa, coctoAallne n3 TpéX nnun l-IeTpréX CMbIC/IOBbIX YacTei (BCTyrIerHMe, OCHOBHaA 4acThb,
3aK/llo4eHune, npeagynpexaeHne Nnan 3akt4nTe/IbHble 3TUKETHbIE d)OpMyﬂbl)

b. Nnncbma, nocBAlWeHHblIE HECKOJZIbKMM BOMPOCam

C. KOMNeKC nNncem, ABNAKLWMNXCA pe3y/ibTaTOM NepenncKkn 4enNoBbiX NapTHEPOB NO OAHOMY UK
HECKOJZIbKMM BOMNpOCam

d. nMcbma, aBTOpaMm KOTOPbIX ABAAKOTCA HECKOJIbKO /UL, KaXKA40e M3 KOTOPbIX BbICKa3blBaeT CBOD TOUYKY
3peHna Ha OTPaXKEHHbIN B MMCbME BOMPOC.

Bonpoc 70
M3 Kakux KOMMNO3ULIMOHHbIX yacTen cocTouT I'IpVIBe,CI,EHHbIﬁ HUXe TEKCT NUCbMa:

B cooTBeTcTBMMU C pacnopaxeHnem PeaepanbHOro ynpasaeHUa No AelamM 0 HeCOCTOATEIbHOCTH
(6aHKkpoTcTBe) OT 19 OKTABpPSA 2004 r. Ne 75-P Hanpasasiem Bam aKTbl C KOMMNIEKTaMWN LOKYMEHTOB MO
npeanpuATUAMm:

1. BOoCTpAKOBCKMIA MsAconepepabaTbiBatoLMi KOMOUHAT;
2. GabpurKa geTckon urpykm Ne 3.

BbibepuTe o4MH OTBET:

a. BBegeHue obocHoBaHuMe

b. BBegeHue, 3aKknto4eHne

C. 06OCHOBaHMe, 3aKnko4yeHne



d. BBeAeHUe, 060CHOBaHVIe, 3aK1lo4yeHune

Bonpoc 71

KaKkol KnaccudmKaumoHHbI NPU3HAK NOJIOXKEH B OCHOBY Ae/leHWA 4e/I0BOV Nepenmnucky Ha
0OUUMANBHYIO U IMYHYIO:

BbibepuTe 0AMH OTBET:

a. M0 Ha3HAYeHUo

b. No mecTy HaxoxAeHUs agpeca

C. N0 NOJIOXKEHUIO B CUCTEME AOKYMEHTO0bOopOTa

d. Mo NONIOXKEHUIO B MEPAPXUU YIPABNEHMUSA

Bonpoc 72

KaKkune nnucbma noAnucbiBaloTcA ABYMSA IMLAMMN — PYKOBOAMTENIEM OPraHM3aLmMm U raBHbIM
byxrantepom:

BbibepuTe oAMH OTBET:

a. NMCcbMa-3anpochl

b. rapaHTuHitHbIE NUCbMa

C. CONPOBOAMTE/IbHbIE MNCbMA

d. PeKNaMHble MUCbMa

Bonpoc 73

Ha Kakom 13 MHGOPMaUNOHHO-CNPABOYHbIX JOKYMEHTOB MOXKET 6biTb 0popmMaeH rpud yTBEpPHKAEHUA:
BbibepuTe oanH OTBET:

a. CNUCOK

b. cnpaBka

C. aKT

d. cny*kebHas 3anucKa

Bonpoc 74

Kakas Pa3HOBUAHOCTb 3aNMNCOK Od)OpMﬂHETCH Ha 6naHKe OopraHnsauunun:



BbibepuTe o4MH OTBET:

a. 06BbACHUTEIbHAA 3anucKa

b. BHEWHAA AOKNaAHaA 3aNuncKa
C. cnyKebHan 3anucka

d. BHYTPEHHAA AO0K/1aAHAA 3aNNCKa

Bonpoc 75

KaKoW BMA 3anMcKM 06sa3aTenbHO perucTpmpyercs:
Bbibepute oaAnH OTBET:

a. BHeLWHAA AOKNaAHaA 3annckKa

b. BHYTpeHHAA AOKNaAHAA 3aMnCKa

€. 06bACHUTENbHAA 3aMnncKa

d. cny*kebHas 3anumcKa

Bonpoc 76

Ha Kakne pa3HOBUAHOCTU AeNATCA AOKNAAHbIE 3aMMUCKM N0 XapaKTepy CoA4eprKaHMNA U HasHaYeHus:
BbibepuTe oguH oTBET:

a. BHYTPEHHME U BHellHWe

b. opmumnanbHbie n NYHbIE

C. Pa3bACHUTE/IbHbIE M ONpaBaaTe/bHble

d. MHMLUMaTNBHbIE, MHPOPMALMOHHBIE N OTHETHbIE

Bonpoc 77

KaKoW pa3HOBMAHOCTU JOKNAAHbIX 3aMUCOK COOTBETCTBYET CIeAYIOLLAA XapaKTEPUCTMKA: «ITH
AOKNaHble 3anMCcKM MHGOPMMPYIOT O 3aBepLUEHUN PaboTbl, ee 3Tana, BbINOJHEHUWN YKa3aHUH,
PaCMoPAXKEHUN U T.M.».

BbibepuTe 04MH OTBET:
a. "HGopMaUMOHHas
b. noAcHUTeNbHbIE

C. OTYETHbIE



d. MHUNUUNATUBHbIE

Bonpoc 78

Kakana pasHOBMAHOCTb 3aMMCOK HE COAEPKUT BbIBOLOB M NPeaNoXKeHN:
Bbibepute oaMH OTBET:

a. MHUUMATUBHasA AOKNaaHaA 3anmncka

b. 06bACHMTENbHAA 3aNMCKa

C. IMYHAn 3anucKa

d. cny*kebHas 3anucKa

Bonpoc 79

Kakomy BMAy MHGOPMALLMOHHO-CNIPaBOYHOW AOKYMEHTALLMM COOTBETCTBYET C/eAytoLLee onpeseneHuve:
«3T0 GOpMa BHYTPEHHEN Ae/10BOI NEPENUCKU MeXKAY NoAPasAeNeHUAMMN OpraHn3aLmMm Unm
AONKHOCTHBIMM NIMLAMM, HE HAXOAALMMMCA B NPAMOM NOAYNHEHMMU Y,

BbibepuTe 0AMH OTBET:
a. AOK/laAHan 3anucka
b. cnyxebHan 3anucka
C. OT3bIB

d. aKT.

Bonpoc 80

Kakomy Buay MHPOPMaLMOHHO-CMPAaBOYHON AOKYMEHTAL MM COOTBETCTBYET CAeAyoLLee onpeaeneHune:
«3TO AOKYMEHT, COCTaB/IEHHbIM A5 NOATBEPXKAEHNA YCTAHOBIEHHbIX PaKTOB, COObITUN, AENCTBUNY.

BbibepuTe ogMH OTBET:

a. aKT

b. npoTokon

C. MTMCbMO-NOATBEPKAEHNE

d. cnpaskKa

Bonpoc 81



Kakomy BMAy MHGOPMALMOHHO-CNPABOYHOW AOKYMEHTALLMM COOTBETCTBYET CleaytoLiee onpeaeneHue:
«ITO [OKYMEHT, COAEPKALLMIA NepedncieHme auu, npeameTos, 06bEKTOB B onpeseeHHOM NopsaKe,
COCTaBAEHHbIN B LLeAAX MHGOPMMUPOBAHNA UAN PEFUCTPALUMN Y,

Bbibepute oaMH OTBET:
a. nepevyeHb

b. cnpaBkKa

C. CBOAKA

d. cnmcok

Bonpoc 82

Kakomy BMAy MHGOPMaLMOHHO-CNPaBOYHOW AOKYMEHTALLMM COOTBETCTBYET CAeAYIOLWNIA TEKCT:

®edepanvHoe ynpasaeHue rno deaam o HecocmosmessHocmu (6aHKpomcmee) Ha OCHO8AHUU
npedcmasneHHbix Ty2ypabIKCKUM yeMeHMHbIM 3a8000m (OpeHbypackas obaacme, noc. Ty2ypAoik, yi.
LlenmpansHas, 0.1) 0okymeHmos byxaanmepcKoli omyemHocmu no cocmosHuro Ha 30.04.2013:

- byxzanmepckuli 6anaHc (popma 1);

- omuem o npubblasax u ybeimkax (popma 2)

U NposedeHHo20 aHA/U3A PUHAHCOB020 COCMOAHUSA NPednpuamus, yCmaHoeus10, Ymo 0aHHOe
npeonpusmue A679emca HernaAamemecrnocobHbIM U UMEUUM Heyd081emeopumesibHyo CmpyKkmypy
banaHca (npednpusmuem-00HHUKOM).

OcHosaHue:

KoagphuyueHm mekyweli nukgudHocmu o 6anaHcy npednpuamus =18%;

KoaghgpuyueHm obecrneyeHHocmu cobcmeeHHbIMU 060pOMHbIMU cpedcmeamu o 6asaaHcy
npednpuamus = 8%,

KoaghpuyueHm soccmaxosneHus no banaxcy npednpuamus =10%.

Pykosooumerb CmenaHos na.
CmenaHos

Bbibepute oanH oTBET:

a. cnpasKa



b. 3aknoueHue
C. OT3bIB

d. cBoAKa

Bonpoc 83

Kaknm gokymeHTOM Heob6xo0aMmo 0dOpPMUTL pe3yNbTaTbl PEBU3MM OTAENa NPOLAXK OpPraHM3aLmu:
Bbibepute oaAnH OTBET:

a. CnpaBKoOM

b. akTom

C. MHGOPMALMOHHbBIM NMMCbMOM

d. cBogKoit.

Bonpoc 84

KakoBO MUHMMaIbHOE KONNYECTBO /WL, NOANUCHIBAIOLLMX AKT:
Bbibepute ogMH oTBET:

a. 0auH

b. Tpu

Cc. ABa

d. yeTbipe.

Bonpoc 85

Ha Kakunx paboTHMKoB HE 3aBOAMTCA IMYHAA KAPTOYKA:
BbibepuTe ogMH OTBET:

a. Ha pabOTHUKOB, NPUHATLIX Ha NOCTOSIHHYIO paboTy

b. 3aBoanTCA Ha Bcex paboTHMKOB NpeanpuUATUA 6e3 UCKAoYEeHUSA
C. Ha PabOTHMKOB, MPUHATLIX HAa BPEMEHHY0 paboTy

d. Ha pabOTHMKOB, NPUHATLIX HA PabOTy NO COBMECTUTENLCTBY

Bonpoc 86



MpogonxkuTe onpeaeneHune: popmynsp-obpase, — 3To ...
BbibepuTe o4MH OTBET:
a. Habop PEKBU3UTOB, NAEHTUULMPYIOWMX aBTOPA OGULMNANBHOTO MMCbMEHHOTO SOKYMEHTA

b. moaenb NOCTPOEHNA OOKYMEHTA, YCTaHaB/IMBaAlOLW,aA obnactb NPUMEHEHNA, d)OpMaTbI, pasmepbl
I'IOJ'IGVI, TpE6OBaHMH K MOCTPOEHUIO KOHCTPYKLLMOHHOﬁ CETKN N OCHOBHbIE PEKBU3UTDI

C. H360p PEKBU3INTOB Od)I/ILI,VIafIbHOI'O NMNCbMEHHOIo AO0KYMEHTA, PaCno/ZI0KEHHbIX B OﬂpeAEHEHHOVI
nocnenoBate/sibHOCTH

d. Tvnosas moaenb, cogepKallaa COBOKYNHOCTb obA3aTeNnbHbIX PEKBU3UNTOB, CBOMCTBEHHbIX
AOKYMEHTaM YHMd)MLLMDOBaHHOﬁ Cucrtembl Opl'aHVI3aLLMOHHO-paCHOpHAMTeﬂbHOVI AOKYMEHTaUNUN U
PacnonoXeHHbIX onpeaeneHHbIM 06pa30M.

Bonpoc 87

KaKol peKBM3UT, pacrnoIOKEHHbIM BbllLe TEKCTA, OTHOCUTCA K 3ar0/IOBOYHOM YacTu:
BbibepuTe oanH OTBET:

a. rpud yTBEpKAEHUA

b. ccblsKa Ha PErUCTPALMOHHDBIM HOMEP M 4ATy AOKYMEHTa

C. pesontouma

d. oTmeTKa 0 KOHTpOe.

Bonpoc 88

Ha Kakux 6n1aHKax pacnosaraercs FocygapcTBeHHbIn repb Poccuiickoit Peaepaummn B 04HOLBETHOM
BapuaHTe:

Bbibepute oanH oTBET:
a. pewweHunit BepxosHoro Cyaa Poccuitckoit Pegepaunm
b. MexBefoMCTBEHHOM KOMUCCUU MO 3aLLMUTE rOCYAaPCTBEHHOM TalHbI

C. AMNJIOMATUYECKUX NPEeACTAaBUTENLCTB, KOHCY/IbCKUX YUPEKAEHUI U UHBIX ODULMANBHBIX
npeacrasuTenbcTs Poccuiickoit Pepepaunn 3a npegenamm Poccuiickon Peaepaumnm

d. AamuHuctpauum MNpesngenta Poccuiickon deaepaumu.

Bonpoc 89
B KaKoOM AOKYMEHTALMWN 3aKPENeHO COKPalL,eHHOe HaMMeHOBaHWE OpraHn3aLnm:

Bbibepute ognH oTBET:



a. OpraHM3auMoHHOM
b. pacnopsantenbHol
C. yupeamTtenbHom

d. "HPOPMALIMOHHO-CMPaBOYHOM

Bonpoc 90

Kakne peKkBM3nTbI COCTaBAAIOT CNPaBOYHYO MHPOpMaLMio 06 opraHn3aumm-aBTope JOKYMeEHTa:
BbibepuTe oauH oTBeT:

a. KoJ opraHu3aumu, cnpaBoyHble AaHHble 06 opraHmn3aumm, Kog Gopmbl JOKYMEHTa

b. HauMeHoBaHMe BblLWECTOALLEN OpraHn3aumm, Kog opraHunsaunu, OFPH, UHH/KNN

C. CNpaBoYHble AaHHble 06 opraHMsauum, Kog opraHmsauumn, OFPH, MHH/KMM

d. HaMMeHoBaHWe BbILWECTOALLEN OpraHM3aLnn, CriPaBoYHbIe AaHHble 06 opraHu3aLmm, Koz,
opraHusaumm, Ko GopmMbl AOKYMeHTa.

Bonpoc 91

Ha 61aHKax Kakunx oKkymeHToB HE yKasbiBaeTcA HaMMeHOBaHME BUAA LOKYMEHTA:
BbibepuTe oanH OTBET:

a. cnykebHoro nucbma

b. AONKHOCTHON MHCTPYKUUK

C. CMpaBKH

d. cny*kebHoWM 3aNnCKK

Bonpoc 92

KakMm JOKYMEHTOM HEOH6XOAMMO 0POPMUTL BO M3beEkKaHUE HapyLweHMA HopM TpyA0oBOro KogekKca
NUCbMEHHOE HanoMWHaHWE O HEOBXOANMMOCTU ABUTLCA A1 NOJNYYEeHNA TPYLOBOM KHUKKM YBOSIEHHOMY
PabOoTHMKY, HE MOAYyYMBLLIEMY ee:

BbibepuTe ogMH OTBET:

a. daKkcorpamma

b. SMS-cooblieHne

C. 91eKTPOHHOE coobLeHne

d. 3aKa3Hoe nNucbmo.



Bonpoc 93

KaKolt pasHOBMAHOCTU NUCbMA COOTBETCTBYET C/leaytoLan a3bikoBaa ¢opmyna: «MpeacTaBasto Ha
YyTBEPKAEHME NPOEKT MN/IaHa...»:

BbibepuTe o4MH OTBET:

a. CONpoBOANTENLHOE MUCbMO
b. npocbba

c. odepTa (NpegnokeHue)

d. npeacrasneHune

PA3JEN 3

IpakTuyeckoe 3aganue 1 (3 pazmen)

Tema 1.

Onummre CTPYKTYpY MIOKYMEHTATbHOTrO (OHIA OpraHu3aldd WM OJIHOTO U3
CTPYKTYPHBIX MTOJIpa3JielieHuii opranu3aiuu Baieii 6a3bl MpakTHKY.

I1.1. N3yunte moxkyMeHTanbHBIM (DOHI OJHOTO M3 CTPYKTYPHBIX TOJpa3/eicHUiN
OpeANpusaTHs WM opraHu3anuu Bameit 06a3pl mpakTHku. Bbl MokeTe BOCHOIB30BaThCA
HOMEHKJIATyPOU J1eJ1 MOapa3/IesICHHs UM CBOJHOM HOMEHKJIATYPOM J1eJT OpraHu3alluu.

1.2. BrimonHuTe KilacCu(pUKAINIO JOKYMEHTOB B COOTBETCTBUU C BBITTOJIHIEMON UMHU
YIIPaBJICHUYECKON PYHKITHEH.

1.3. CooTHecuTe BbIIENEHHbIE BaMu Trpymnmbl JOKYMEHTOB C OCHOBHBIMU
(GyHKIIMOHATBLHBIMU CUCTEMAMU JOKYMEHTOB, HCTIONb3yeMbIMU B Poccuiickoit deneparumu.

1.4. CocraBbTe cXeMy JJOKyMEHTaJIbHOTO (hOoH/A.

Tect k pazneay 3.1

Bomnpoc 1

[TpomomxkuTe onpeneneHue: cucTemMa J0KyMEHTaIu! — 3TO. ..

BriGepute oquH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX MPOILEAYPON NPHUHATHS YIPaBICHUYESCKOTO
pelieHus

b. COBOKYMHOCTh JOKYMEHTOB, B3aUMOCBSI3aHHBIX TOJI TpPH3HAKAM MPOUCXOXKICHUS,
Ha3Ha4YeHMs, BUAQ, CPephl ACSITEIBHOCTH, EUHBIX TPEOOBaHMM K 0(OPMIICHUIO

C. TOKYMEHTHI U MAacCHUBBI JIOKYMEHTOB B MH(POPMAIIMOHHBIX CHCTEMaX, YIIOPSIT0YCHHBIE
onpeneaEHHbIM 00pa3omM

d. pasHOpOIHBIE O CBOEMY IMPOUCXOKICHHIO, pa3HOOOpa3Hble MO BHUJOBOMY COCTaBY
JIOKYMEHTBI, 00pa30oBaBIINECs B Mpoliecce ACITeIbHOCTU OTAEIBHOr0 (PU3MUECKOTro JINIIa

Bompoc 2

VYrpasnenuyeckas GyHKIUS, peann3yeMas ¢ TOMOIIbIO KaJpOBbIX JOKYMEHTOB

Bribepurte ouH OTBET:

a. OpraHu3aluy JAesITeIbHOCTU MPEeAPUATHS

b. KOHTPOJb AEATEIHLHOCTH TIPEITPUSITUS

C. yIpaBJieHUE TIEPCOHAIIOM MPEANPUATHUS



d. naHupoBaHue NEATEIbHOCTH MPEANPUATHUS

Bompoc 3

K opranuzaiimoHHbIM TOKyMEHTaM MPEANPUSATHS OTHOCSTCS BUJIbI TOKYMEHTOB:

Bribepurte ouH OTBET:

a. pacrnopsiKeHHe

b. TeXHUYECKHE YCIOBUS

C. IOJDKHOCTHAsI MHCTPYKLIUS

d. akr

Bonpoc 4

K undopmanmoHHO-CIIpaBOYHBIM JJOKYMEHTaM OTHOCSITCSI:

BriGepute oquH OTBET:

a. IpuKas3

b. ycraB

C. OOBSICHUTEIIHHAS 3aITHCKa

d. mocraHoBieHue

Bomnpoc 5

OcHoBHasg Kiaccu(PUKAMOHHAS E€OWHUIA B  (YHKIMOHAJIBHOM  KiIacCH(pUKAIIII

JIOKYMEHTOB

Bribepurte ouH OTBET:

a. MOJJIMHHUK JJOKYMEHTa

b. BU TOKyMeHTa

C. JIeNo

d. nybnmukaT 1oKyMeHTa

Bomnpoc 6

OyHKIMOHANBHAS KJIacCU(UKAIMS JTOKYMEHTOB OCYIIECTBIISETCS IO CIEAYIOIEeMY
OCHOBAHUIO

Bribepute ouH OTBET:

a. ”H(QOpPMAIIMOHHAs COCTaBISAIONIAs TOKyMEHTa

b. BpeMs TOSIBJICHUS JJOKYMEHTA

C. coco0 3aKkperuieHnuss THPOPMAIMK Ha MaTepruaaIbHOM HOCHUTEIIS

d. BUI MaTepuanbHOTO HOCUTENS TOKYMEHTA

Bomnpoc 7

YKakuTe BUA JOKYMEHTA, BBIICISIEMbIN 10 (DYHKIIUU YIIPaBICHUS

BriGepute oquH OTBET:

a. aHKeTa

b. oTuér

C. 10Che

d. aNeKTpOHHBIN JOKYMEHT

Bompoc 8

C moMouIpl0 OpraHU3allOHHO-TIPABOBBIX JIOKYMEHTOB DPEaTU3yeTCsl yIpaBlieHYecKas
byHKIUSA

Bri6epute oquH OTBET:

a. HOPMAaTUBHO-METOMYECKOT0 00eCTIeUeHUs YIIPaBICHUS MPEIIPUITHEM

b. KOHTPOJIS AEATETLHOCTH MPEITPUITUS

C. PETyIHPOBAHUS ICATEILHOCTH IPEITPUSITHS

d. opranu3zanuu AeATeIbHOCTH IPEIIPUITUS

MpakTnueckoe 3agaHue 2 (3 pasgen)

Tema 2. OnuwuTe AOKYMEHTa/bHbIN GOHA OpraHM3auMmn AN O4HOTO U3 CTPYKTYPHbIX NOAPa3aeneHui
opraHusauuu Bawei 6a3bl NPaKTUKKM B acnekTe yHUdUKaLnm



2.1. Onpegenute N NepeyvncanTe, Kakme YHUGULMPOBAHHbIE CUCTEMBI OKYMeHTaumnn(YCa)
ncnosb3yet Bawa 6a3a NpakTuK.

2.2. I3yunte fOKYMEHTbI CUCTEMbI OpPraHn3aLMOHHO-pacnopsaanTenbHo AokymeHTauum (OPL),
ncnosbsyemole 6a30i NPaKTUK, U NpuBeaAnTE NPUMEpPbI 4OKYMEHTOB, U3FOTOBNEHHbIX C
NCnosib30BaHMeM YHUDULMPOBAHHbIX opm goKymeHToB (YD), onpeaennTe Koapbl 3TuX Gopm no
Obuwepoccuiickomy KnaccudukaTopy ynpasneHyeckoi gokymeHTtaumm (OKY /).

2.3. OcyLectBuTe aHanM3 5 fOKymeHTOB Balwei 6a3bl NPaKTUKKW U NPUBEAMUTE NPUMEPBI U3rOTOB/IEHNA
AOKYMEHTOB C UCMO/b30BaHMEM

- pa3HbIX YHUOULMPOBaAHHbIX GOpPMaTOB Bymaru,
- pasHbIX BUAOB 6/1aHKa LOKYMEHTa,
- pasHbiXx popM YHUPUKALNM TEKCTA,
- NOHATUIAHON YHUPUKALNN UNN YHUDUKALUM TEPMNHOIOTUM.
2.4. YKaxkuTe LenecoobpasHocTb NnposeaéHHOM yHUbUKaumun. Caenalte CCblIKY HA CTaHAAPTHI.
2.5. Ha ocHOBe 13y4YeHHbIX OKYMEeHTOB cocTaBbTe pparmeHT Tabens popm AOKYMEHTOB OpraHM3aLuu.

B npoekTe HoBol TCAOY npeanaraerca npumepHas popma Tabensa

Tabnuua
®dopma mabena Yo/L
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TecT mo pazneny 3.2

Bompoc 1

OO6pa3ipl  yHUGUIUPOBAHHBIX (OPM JOKYMEHTOB, pa3peIieHHBIX K MPUMEHEHHUIO B
OpTraHHU3aINH, CHCTEMATH3UPOBAHBI B CIEAYIONIEM IOKYMEHTE:

BriGepute oquH OTBET:

a. MepedeHb TUTIOBBIX YIPABIEHYECKUX JOKYMEHTOB MPEAPUSITHS

b. anbOoM yHUGUTIUPOBAHHBIX (DOPM JTOKYMEHTOB MPEATPUATHS

c. Tabenb YHUPHUIHUPOBAHHBIX (HOPM JOKYMEHTOB MPEIITPUATUS

d. HOMeHKIaTypa Aes IPeaIpUsITUS

Bompoc 2

Kommo3unusa nucema — 3710. ..

Bribepure ouH OTBET:

a. pacrojoKeHUE PEKBU3UTOB MUCbMA U 3JIEMEHTOB TEKCTa Ha OJlaHKe

b. mocnenoBaTeabHOCTh PACTIONIOKEHUS MPEIIOKEHUN B TEKCTE TOKyMEHTA

C. «s3bIKOBasi GopMyJia» MUCbMa

d. mocnenoBaTENbHOCTh B3aMMOCBSI3aHHBIX CMBICIIOBBIX 4acTei, OOBEAMHEHHBIX
€IMHCTBOM TEMBI

Bompoc 3

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



BriGepute oquH OTBET:

a. IpOoeKTUpoBaHue ciryxk0b1 JJOY

b. opopmieHne peKBU3NTOB JOKYMEHTOB

C. OpraHu3aIrIo0 JOKYMEHTO000pOTa B yUPEIKICHUU

d. ynpaBieHue 10KyMeHTaMu

Bomnpoc 4

bnank nokymenra — 3To0...

Bribepure ouH OTBET:

a. Habop PEeKBU3UTOB, UJICHTU(DHUIIMPYIOMIUX aBTOPa OQUIIHATIEHOTO JOKYMEHTA

b. TOKyMeHT, OTIIeYaTaHHbBIN B THIIOTpadun

c. HaOpaHHBIN HA KOMITBIOTEPE TUIIOBOW JOKYMEHT

d. JOKYMEHT C MOBTOPSIOIIUMCS TEKCTOM

Bomnpoc 5

MeTo/ COBEpIICHCTBOBAHUS JOKYMEHTOB M CUCTEM JIOKYMEHTAIIUH

BriGepute oquH OTBET:

a. CTaHJapTU3ALIHS

b. MmonenupoBaHue

c. nHbOpMaTH3aALUS

d. cucremHbIit aHATN3

Bomnpoc 6

YauduuupoBanHas Gopma T0OKyMeHTa — 3TO

BriGepute oquH OTBET:

a. TOKYMEHT, CO3/IaHHbII ¢ TPUMEHEHHEM KOMIBIOTEPHON TEXHUKH

b. popmbI NEPBUYUHBIX YUETHBIX TOKYMEHTOB IO YUYETY TPYy/Ia U €ro OIiaThl

C. COBOKYITHOCTh PEKBU3HUTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C PEIIaeMbIMU B JTAHHOM
chepe JIeATENBHOCTH 3aJadyaMd M 3a(UKCUPOBAHHBIMHU B OINpEACICHHOM IMOpSJIKE Ha
MaTepuaIbHOM HOCHTEIE

d. TOKyMEHT, UMEIOIINI TUTIOBOE COJIEp KaHue B 0(hOpMIICHIE

Bomnpoc 7

[TocranoBnenuem IlpaButenscrBa Poccuiickoit @enepanun ot 08.07.1997 Ne 835 «O
MEPBUYHBIX YUETHBIX TOKYMEHTAaX» YTBEPKIACTCS

BriGepute oquH OTBET:

a. Tabenb yHU(PHUIHUPOBAHHBIX (POPM JTOKYMEHTOB

b. TepmuHOIOTHS B 007aCTH AEIONPOU3BOACTBA U APXUBHOTO JIea

C. aTb0OM 10 YUETYy TPYJIa M €TO OTUIATHI

d. MHCTPYKLKS MO 3aMOJHEHUIO TPYIOBBIX KHUKEK

Bompoc 8

CBoiicTBO  o(uIHMAIBPHOTO  JOKYMEHTa,  COOOIaeMoe €My  JICUCTBYIOIINM
3aKOHOJATELCTBOM, KOMIIETEHITMEH W3/al0IIero €ro OpraHa U YCTAHOBJICHHBIM IOPSIIKOM
0o OpMIICHHUS - ITO

Bribepure ouH OTBET:

a. KOH(QUIEHITUATEHOCTh

b. ropuaudeckas cuia

C. ayTeHTUYHOCTh

d. monmHoTa

Bomnpoc 9

Knaccudpukanus TOKyMEHTOB Ha WHAMBHIyalbHBIC, TpadapeTHbie, MPUMEpPHBIC
OCYIIECTBIISIETCS MO CIEIYIONIEMY OCHOBAaHUIO

Bribepure o= OTBET:

a. CTeneHb CII0XKHOCTH

b. crenenp yHU(UKATUT

C. CTeNeHb TOYHOCTHU

d. creneHb OTKPHITOCTH

Bomnpoc 10



JlesITeNbHOCTh TI0  YCTAHOBJCHUIO W IMUPOKOMY MHOTOKPAaTHOMY HCIOJIb30BAHHIO
TpeOOBaHUI, HOPM, MPABWJI M XapPaKTEPUCTUK, KaK O00S3aTENbHBIX MJIsl BBHIMOJTHEHHS, TaK W
PEKOMEHIYEMBIX, B IICNIIX JOCTHIKCHHS ONTUMAIBHON CTCIICHH YHOPSAOYCHHOCTH B TOW HJIH
HMHOI o0tacTu

BriGepute onuH OTBET:

a. yaHu(ukanus

b. cucremaruzanus

C. CTaHJapTU3ALIHS

d. rapmoHm3anus

IIpakTuyeckoe 3axanue 3.3

3.1. Kparko onumuTe, HCMHONb3Ys CXEMY, KOMIUIEKCHI JOKYMEHTOB, B KOTOpBIE
00BEIMHSAIOTCS. JOKYMEHTHBIE pecypchl Bamiero HacenéHHoro nyHkra, Bamero npeanpusitus,
Bamm nmyHbIe TOKYMEHTHBIE peCcypcChl Wi Baiel ceMbH.

3.2. Tlepeuucnure ampeca M Ha3BaHUA OJICKTPOHHBIX OHMONMHMOTEK, KOTOphIe BbI
ucnonb3yere. Hazosure 1ens Baiero oOparieHus K 31eKTPOHHBIM OUOIHOTEKaM.

Tect k pa3zneny 3.3

Bompoc 1

K «nepBUUYHBIM KOMITJIEKCAM TOKYMEHTOBY IPEAIPUITHSI OTHOCUTCS

Bribepure ouH OTBET:

a. TOCyIapCTBEHHAs CCTEMa CTaTUCTUKH

b. ToKyMeHTanbHBINH (HOHI IPEATIPUATHS

C. COOpPHUK HOPMATUBHBIX JOKYMEHTOB MPEANPUATHUS

d. apxuBHas KOJICKIIHS

Bomnpoc 2

[lepconanbHbBIE CBEACHUS O TPaKIaHaX SBISIOTCS

BriGepute oquH oTBET:

a. KoH(pHUIEeHITMATBHON HHpOpMAITUEH

b. uadopmarueit, OTHeCEHHON K KOMMEPUYECKOU TaliHe

c. uH(opMaIme OTKPHITOrO JOCTYyTa

d. nadopmanmeir, OTHECEHHOH K TOCYAApCTBEHHOM TaliHE

Bompoc 3

JlokymMeHTanbHBIA QPOHIT - 3TO

Bribepure ouH OTBET:

a. COBOKYITHOCTh JOKYMEHTOB, OOpa3yloUIMXcs B JEATEIbHOCTH IOPUIUYECKOrO WU
¢u3uUecKoro JuIla 3a rof

b. TOKyMEHTBHI OpraHU3allH, BbIIEJICHHbIE K YHUUTOKEHUIO

C. TOKYMEHTHI OpraHu3alliy, TIOJITOTOBJIICHHBIC K C/Ja4e B TOCYAapCTBEHHBIN apXUB

d. HOKyMeHTBI, BKJIIOUEHHBIE B Ta0eib YHUMUIUPOBAHHBIX (HOPM JTOKYMEHTOB
OpTraHu3aIuu

Bomnpoc 4

COBOKYMTHOCTh B3aMMOCBSI3aHHBIX U CTPYKTYPHUPOBAHHBIX JAHHBIX HA MAITMHOYUTAEMBIX
HOCHUTEIISIX, 00pabO0TKa, TOUCK ¥ XpaHEHHE KOTOPBIX OCYIIECTBISIETCS C ToMolsio 9BM, 3To

Bribepure ouH OTBET:

a. PJIEKTPOHHBIE 0a3bl JaHHBIX

b. aneKTpoHHBIE OaHKU JaHHBIX

C. DJIEKTPOHHBIE KOMMYHHKATHUBHBIE PECYPChI

d. anekTpoHHBIE OMOTHOTEKN

Bomnpoc 5

KoMIuiekc 10KkyMEHTOB — 3T0

BriGepute onuH oTBET:

a. COBOKYMHOCTh JOKYMEHTOB, B3aWMOCBSI3aHHBIX [0 TpPHU3HAKaM MPOUCXOXKICHUS,
Ha3HA4YeHMs, BUAQ, CPephl ACSITEIPHOCTH, EUHBIX TPEOOBaHMM K 0(OPMIICHHUIO



b. HOMEHKJIaTypa JAe] OpraHu3aIuu

C. MacCHBBl JOKYMEHTUPOBAHHOW WH(MOpMALMU, YIOPSAOYCHHBIE OINpeAeIEHHBIM
obpazom

d. Bua WHGOPMAIMOHHBIX PECypCOB, MPEACTABICHHBIH COBOKYIMHOCTHIO OTJECIBHBIX
JOKYMEHTOB, MAaCCHBOB JOKYMEHTOB B HH()OPMAIIMOHHBIX CUCTEMaX

Bompoc 6

DeKTpOHHBIE HH()OPMAIIOHHBIE PECYPCHI, CO3/1aBaeMble PA3IMIHBIME MPEATIPUSITHIMHA U
HETOCPEICTBEHHO CBSA3aHHBIE C OCYIIECTBICHUEM X OCHOBHOM JIEATETbHOCTH

BriGepute omuH OTBET:

a. BCTPOCHHBIE HH(POPMAIIOHHBIE PECYPCHI

b. pacnipenenénnsie HHPOPMAITMOHHBIE PECYPCHI

C. DJICKTPOHHBIC OMOTNOTEKH

d. KOMMyHHKATHBHBIE JJIEKTPOHHBIC PECYPCHI

Bomnpoc 7

JIOKyMEHT HMJIH COBOKYITHOCTB TOKYMEHTOB I10 OJTHOMY BOIIPOCY, IIOMEIIEHHBIX B TBEPAYIO
00JIOXKKY

BriGepute oquH OTBET:

a. COOpHUK

b. neno

C. I0Che

d. mepemnucka

Bomnpoc 8

COBOKYMHOCTh IOKyMEHTOB, 00pa30BaBIINXCS M HAKOIIJICHHBIX B MPOIIECCE ACITEIbHOCTH
OTIENHFHOTO (PU3UIECKOTO JIUIA, ITO

Bribepure ouH OTBET:

a. IepCOHAJbHBIE HH()OPMAIIOHHBIE PECYPCHI

b. ctarucTuyeckue HHGOPMAITMOHHBIE PECYPCHI

C. BCTPOCHHBIE WH(OPMAIIMOHHBIE PECYPCHI

d. pacnpenenénnble HHPOPMALIMOHHBIE PECYPCHI

Bomnpocsl k 3a4ery ¢ OLleHKOHI

1. ITousaTHs «yTIpaBJIeHUE JIOKyMEHTaMU)» n «COBEPIICHCTBOBAHUE
JIOKYMEHTaLlMOHHBIX MIPOLIECCOBY. OcHOBHBIC HarpaBJIeHUs COBEPILIEHCTBOBAHUS
JIOKYMEHTAITMOHHBIX MTPOIIECCOB.

2. Knaccudukanust TOKyMEeHTOB, €€ 11e1b © OCHOBHBIE METO/IBI.

3. OcHoOBaHUS U CXEMBbI KJIacCU(pUKAIIUU JOKYMEHTHBIX PECYPCOB.

4. CemanTHyeckue Kiaccu(UKauu TOKYMEHTHBIX PECypPCOB.

5. OyHKIMOHATBHBIE KITaCCH(UKAIINKI TOKYMEHTHBIX PECYpPCOB.

6. [lonatue «cucrema npOKyMeHTaluu». lIpU3HAKM CUCTEMBI JOKYMEHTAIUU.

OcHoBaHus KjacCU(UKAIMKA CHCTEM JOKYMEHTAaWH. TEHACHIIMM HCTOPUYECKOTO Pa3BUTHUSA
CHUCTEM JOKYMEHTAIUH.

7. OcHoBHbIE HYHKIIMOHATLHBIE CHCTEMBI OKyMeHTaluu Poccutiickoit deneparuy.

8. Cucrema Hay4YHO-UCCIIEA0BATEIbCKOM u MIPOEKTHO-KOHCTPYKTOPCKOM
JIOKyMEHTAITHH.

9. Cucrema TEXHOJIOTHYECKON JOKYMEHTAIIMU

10. Kanposast nunopmanimoHHO-TOKyMEHTAIlMOHHAS CHCTEMA.

11. Cucremsl IIJIAHOBO, UH(POPMALMOHHO-CITPABOYHOM,
nH()OPMAITMOHHO-aHAIUTUYECKON U OTUETHOM JTOKYMEHTAIIHH.

12. CucreMa opraHu3aliMOHHO-PaCcOPSAUTEILHON JOKYMEHTAIMH.

13. [ToHsATHA «TUTIH3AIUS  JOKYMEHTOB» H «yHU(DHKAIUA TOKYMEHTOB», WX

B3aUMOCBs3b. OCHOBHBIC HAalpaBiICHUsS YHHU(UKALUMU JTOKYMEHTOB Ha COBPEMEHHOM JTare.
[ToHsATHE «yHU(UIMPOBAHHBIE CUCTEMBI JOKYMEHTALUI», UX COCTaB.

14. [lonsTne «cranmapTuzanus» B JOKYMEHTOBeleHHU. CHUCTEMBI COBPEMEHHBIX
CTaHJapTOB.



15. Yaudukamus popmaroB 6ymaru. CoOBpeMeHHbBIE CTaHIapThl Ha (OopMaThl OyMarwu.
16. Yuudpukamus ¢opm moxymentoB. 'OCT P 7.0.97-2016, ero conepxxanue u
3HAYCHUE.

17. YHUHUKAIMS TEKCTa YIPaBIEHYECKOTO TOKYMEHTA.

18. YHudukanuss TEPMUHOJIOTUNA B JIOKYMEHTOBEJEHUHU, €€ HOPMAaTHUBHO-TIPABOBAs
6a3a. CoBpeMeHHBIC CTaHAAPTHI TEPMUHOB U OIPEICICHHUI B TOKYMEHTOBEICHUU.

19. [TonsTne «xopmopaTuBHas cucteMa nokymeHTauun». HomeHnkimarypa nen, e€
3HAUEHUE ¥ MPUMEHEHNE B JOKYMEHTUPOBAHUHU yIPABICHUYECKON MHPOPMAIUH.

20. [TonsiTusa «tabenb GopM TOKYMEHTOB» U «aIb0OM (hOpM JOKYMEHTOBY, UX POJb B
JOKYMEHTHPOBAHHUHU yTPABICHUYCCKON MHPOPMAITUU TPEIPUITHUS.

21. Enunas cucrema kimaccuukanuu W KOJUPOBAHUS TEXHHUKO-DKOHOMHYECKOW H

counanpHoit uHpopmauuu (ECKK TOCH). Crpykrypa Kiaccu(puKaTOpOB M JISKAIIUX B UX
OoCHOBe K0/10B. O0IIepoccuiicKue Kiaccu(puKaTopbl JOKYMEHTUPOBAHHON WH(OpMAITUH.

22. [lonsTHE «KOMIUIEKCHI JOKYMEHTOB». lIpocThle M  CIIOXKHBIE KOMIIJIEKCHI
JOKYMEHTHPOBaHHON MH(OpMaIU.
23. CrnoxHble KOMIUIEKCH. ['ocynapcTBeHHble apxuBbl. CeTb TIOCYIapCTBEHHBIX

apxuBoB Poccuiickoit deneparuu. KomnuecTBeHHas 1 Ka4eCTBEHHAs XapaKTEPUCTHUKA apXUBHBIX
KOMILJIEKCOB.

24. bubnmoreunas cets Poccuiickoit deneparuu.

25. Pacnipenenénnpie mHGOpPMAIIMOHHBIE JJIGKTPOHHBIE pecypchbl. MecTo W poJib
AIIEKTPOHHBIX OMOJIMOTEK B CHCTEME JOKYMEHTHBIX PECypCOB, MIEPCIIEKTUBBI UX PAa3BUTHSL.

26. CuctemMbl HAay4YHO-TEXHHMYECKOM W CTaTHUCTHYECKOW uH(popManmu Poccuiickoit
denepauuu.

27. JloxymeHTanbHbIe (POHIBI MPEATPUATHH, YUPEKISHNUN, opranu3anuii. [lepBuunbie
KOMIUIEKCHI JOKYMEHTOB. BcTpoeHHbIE HHPOPMAIIMOHHBIE SIEKTPOHHBIE PECYPCHI.

28. [TonsiTne «mepcoHanbHbIE AOKYMEHTHBIE pecypcbl». (CocTaB NEpPCOHAIBHBIX

JOKYMEHTHBIX PECypCcOB, MX MECTO W pOjb B HAIMOHAIbHBIX WH(GOPMALMOHHBIX pecypcax
Poccuiickoit deneparnumu.

Tembl KypcoBbIX pador (3 cem)

1. HcTopus cTaHOBJIEHUSI COBPEMEHHBIX (DYHKIIMOHAIBHBIX CHCTEM JIOKYMEHTALIUU B
Poccuiickoit deneparumu.

2. OCo0eHHOCTH TOCYJapCTBEHHOM CUCTEMbI HAyYHO-TEXHUUECKOW JJOKYMEHTAIUH.

3. AHanu3 CUCTEMBI KaIpOBOM TOKYMEHTAIIUHU IrOCyAapCTBEHHOM OpraHu3alliu.

4. Xapakrepuctuka ECKK TOCH, e€ ponp B ynpaBleHUM HalMOHAIbHBIMHU
MH(POPMALIMOHHBIMH PECYPCAMHU.

5. Ocobennoctu HCIOJIb30BAHHUS 00IIEPOCCHICKIX KJaccu(puKaToOpoOB
TE€XHUKO-3KOHOMHUYECKOH U COLMaIbHOW MH(POPMALIUU B COBPEMEHHOM JI€JIONPOU3BOJICTBE.

6. OcobeHHOCTH cocTaBieHuUs, OQOPMIICHUSI U UCIIOJIBb30BaHUS HOMEHKIATYPHI Jei
OpraHu3aluHm.

7. TaGenbp ¢dopm nOKyMeHTOB M AsbOOM (GOPM JOKYMEHTOB OpPraHM3aLUU Kak
MHCTPYMEHT COBEPIIIEHCTBOBAHUS JOKYMEHTAIIMOHHBIX ITPOIIECCOB.

8. Poib ¥ MecTO yYpeAMTENbHBIX JOKYMEHTOB B YIPaBICHHHM OpraHU3aIlUeH,
0COOEHHOCTH UX COCTaBJICHUS, O(OPMIICHUS U PETHCTPALIUH.

9. Porb ©m MecTO OpraHM3allMOHHO-TIPABOBBIX JOKYMEHTOB B  YIpPaBJICHUU
opraHu3areii, 0cCOOCHHOCTH COCTaBICHUS U 0OPMIICHUS.

10. Porb u MecTo JOKHOCTHBIX HMHCTPYKLUMH TMEpcoHaja B  YIpPaBICHUU
opraHu3arueii, 0co0EHHOCTH UX pa3paboTKu, 0hOpMIICHHUS.

11. Posb 1 MecTo pacnmopsAMTENbHBIX TOKYMEHTOB B YIIPAaBIEHUH OpraHU3aIlUEH,
HOPSIOK UX COCTaBJICHUs, 0POPMIICHHSI U UCTIOJIHEHHUSL.

12. CocraBnenue u 0o(hOpMIIEHHE JOKYMEHTOB, HCIOJIb3YEMBIX I ONEpaTHBHOM
nepeaadn nHGpopManuu

13. PazHoBUAHOCTH  CIOyXeOHBIX THCEM, OCOOCHHOCTM HX COCTaBJICHUS U

odopmITeHHUS.



14. Ponrs m Mecto wWHGOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB B YIPAaBICHUU
OpraHu3aImeil, 0COOEHHOCTH UX COCTABIEHUS U OOPMIICHUSI.

15. Porr wm wmecto  yHHUUKAIMM ~ JOKYMEHTOB B  COBEPIICHCTBOBAHUU
JIOKYMEHTAIMOHHBIX MPOIIECCOB, HAIIPABJICHUS U ATAIbl YHU(DUKAITHIH.

16. B3anMocBs3b copepxanus U GOpMBI TOKYMEHTa, 0COOCHHOCTH MX YHU(DUKAITIH.

17. Hcropust CTaHOBJICHUS OTEYECTBEHHOW CTaHAAPTU3ALUU JOKYMEHTALMOHHBIX
IIPOLIECCOB.

18. Cucrema MEXIyHapOIHBIX CTAHAAPTOB B 00JIACTH JTOKYMEHTOBEACHUSI.

19. AHamM3 CTPYKTYpPHl TOKYMEHTAJILHOTO (OHAA OpraHu3alliy, er0 KaueCTBeHHAsT 1
KOJIMYECTBEHHAsI XapaKTEPUCTHKA.

20. OcHoBHbIe HamnpaBiieHus BHenpenus Y CJl, 3amaun rocy1apCcTBEHHOTO HaA30pa v
oTpaciyieBoro KoHTposist BHeapenust Y CJ1.

21. KavecTBeHHass M KOJMYECTBEHHAs XapaKTEPUCTHUKA COBPEMEHHBIX apXHBHBIX
KOMILJIEKCOB.

22. buGnuoreunsie MHPOPMAIIMOHHBIE PECYPChl, JOKYMEHTHPOBAHUE IESTENbHOCTH
OMOIMOTEK.

23. My3elinple WH()OPMAIMOHHBIE PECYypChl, JTOKYMEHTHPOBAHHE ACATEIHHOCTH
MY3€HHBIX KOMILIEKCOB.

24. Ponp M MecTo TroCylnapCTBEHHOW CHCTEMBbl CTAaTHCTHUKA B  YIPaBICHUHU
HAI[MOHAJILHBIMU UH(OPMALIMOHHBIMU PECYpCaMHU.

25. Berpoennsie u pacnpenenéHHble 3JEKTPOHHBIE PECYPChl, UX OCOOCHHOCTH.

26. Knaccudukanmst BCTpOEHHBIX HMH(POPMAIIMOHHBIX PECYpPCOB  IPEANPHUSITHS,
0COOEHHOCTH YIPABICHUS UMH.

27. XapakTepucTUKa Ppaclpefei€HHBIX JJIEKTPOHHBIX PECYpCOB, OCOOECHHOCTH
yIpaBJICHUS UMHU.

28. MecTto, poJib, TEPCIEKTUBBI Pa3BUTHS AJICKTPOHHBIX OHMONMOTEK B CHCTEME

JIOKYMEHTHBIX PECYpPCOB.

HTorosblii TecT (2 Kypc)

Bomnpoc 1

OO6pa3upl  yHUPUUIUPOBAHHBIX (OPM TOKYMEHTOB, DPa3peIICHHBIX K MPUMEHEHHIO B
OpraHH3aIiy, CHCTEMATHU3UPOBAHBI B CIEAYIOLIEM IOKYMEHTE:

Bribepure o= OTBET:

a. abO0OM YHU(PHUIIUPOBAHHBIX (DOPM JTOKYMEHTOB MPEATPHUATHS

b. mepedeHb TUTIOBBIX YIIPABICHYECKUX TOKYMEHTOB TIPS PHSITHS

c. Tabens yHUGUIUPOBAHHBIX (POPM JOKYMEHTOB MPEITPUSATHUS

d. HOMeHKIaTypa Aes IPeIPUSITHS

Bomnpoc 2

K opranuzannoHHBIM JOKYMEHTaM MPEAMPHUITHS OTHOCITCS BUIBI IOKYMEHTOB:

BriGepute oquH OTBET:

a. aKT

b. 1omKHOCTHAS UHCTPYKIUS

C. TEXHUYECKUE YCIOBUS

d. pacnopspkenue

Bompoc 3

C nmomouIbio OTYETHBIX IOKYMEHTOB PeaTu3yeTcsl yIpaBiieHdeckas GyHKIUSI

Bribepure ouH OTBET:

a. peryJIMpOBaHUS IE€ATEIbHOCTH MPEIIPUITUS

b. KOHTPOJIS AEATEIBHOCTH MPEATIPUITUS

C. HOPMAaTHBHO-METOANYECKOTr0 0O0eCrieYeHUs yIpaBICHUS MPEANpUiITHEM

d. opraHmu3anuy 1eATeIHbHOCTH MPEANPUITHS

Bomnpoc 4

K «nepBHUYHBIM KOMITJIEKCAM TOKYMEHTOBY TPEIIPHUSIITHSI OTHOCUTCS

BriGepute oquH OTBET:



a. apXMBHAsl KOJUICKIIHS

b. rocyapcTBEeHHAs CUCTEMA CTaTUCTUKH

C. COOpPHUK HOPMATUBHBIX JOKYMEHTOB MPEANPUATHUS

d. moKyMeHTabHBINH (HOHJ PEATIPUITUS

Bomnpoc 5

KoMIuiekc 10KyMEHTOB — 3T0

BriGepute onuH OTBET:

a. COBOKYIHOCTh JIOKYMEHTOB, B3aWMOCBS3aHHBIX IO MpPHU3HAKAM MPOUCXOXKICHUS,
Ha3Ha4YeHMs, BUAQ, CPephl ACSITEIBHOCTH, EUHBIX TPEOOBaHMM K 0(OPMIICHHUIO

b. MaccuBBl JOKYMEHTHUPOBAaHHOH HH(OpMAIMH, YNOPAJOUYCHHBIE ONpeAeIEHHBIM
obpazom

C. HOMEHKJIaTypa JeJ OpraHu3auu

d. BuA MHGOPMAIMOHHBIX PECYpCOB, MPEACTAaBICHHBIH COBOKYMHOCTHIO OTIEJIbHBIX
JOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B MH()OPMAITMOHHBIX CUCTEMAaX

Bomnpoc 6

I'OCT P 7.0.97-2016 «YauduuupoBaHHBIE CUCTEMBI TIOKyMEHTAIMU. Y HU(DUITUPOBAHHAS
CUCTEMa OpraHU3alMOHHO-PACTOPATUTEILHON TOKYMEHTALIHH ...» PEryIUpyeT

BriGepute onuH OTBET:

a. 0pOpMIICHHE PEKBU3UTOB JOKYMEHTOB

b. ynpaBiieHue 10KyMeHTaMH

C. IpOeKTUpOoBaHue ciryxk0b1 JJOY

d. opranuzaiuio 10KyMeHTO000POTa B YUPEIKICHUN

Bomnpoc 7

JIoKyMEeHTHBIE pecypChl — 3TO

Bribepure o= OTBET:

a. COBOKYMHOCTh JOKYMEHTOB, B3aWMOCBSI3aHHBIX [0 MpPHU3HAKaM MPOUCXOXKIACHUS,
Ha3zHAueHUs, BUJA, CEephl NeITeIbHOCTH, €AUHBIX TpeOOBaHUN K 0(pOpMIICHNUIO

b. HOMeHKJIaTypa J1e]1 OpraHu3aluu

C. MAacCHBBl JOKYMEHTUPOBAHHOW HWH(POPMALMHU, YHOPSAOUYEHHBIC OIpeaeIEHHBIM
obpazom

d. Bua WHPOPMALMOHHBIX PECYpCOB, MPEACTABICHHBIM COBOKYITHOCTBIO OTHEIbHBIX
JIOKYMEHTOB, MaCCHBOB JJOKYMEHTOB B MH(OPMAIIMOHHBIX CUCTEMAX

Bompoc 8

MeTto/ cOBEpIIEHCTBOBAHHUS JOKYMEHTOB U CUCTEM JTIOKYMEHTALIUH

Bribepure ouH OTBET:

a. nHGOpMaTH3aALUS

b. crangapTuzanus

C. CUCTEMHBIN aHAIIN3

d. MmogenupoBaHue

Bomnpoc 9

COBOKYITHOCTh B3aUMOCBSI3aHHBIX U CTPYKTYPHUPOBAHHBIX JAaHHBIX HAa MAIIMHOYUTAEMBIX
HOCHUTEISIX, 00pabOTKa, TOUCK ¥ XpaHEHHWE KOTOPBIX OCYIIECTBISIETCS C ToMoisio 9BM, aTo

Bribepure o= OTBET:

a. DJIEKTPOHHBIE OaHKHU JTaHHBIX

b. aneKTpoHHBIE Oa3bl JaHHBIX

C. DJIEKTPOHHBIE ONOIMOTEKH

d. NeKTpOHHBIE KOMMYHUKATUBHBIE PECYPChI

Bomnpoc 10

JloKyMeHTaNbHbIA (HOHIT - 3TO

BriGepute oquH OTBET:

a. JOKYMEHTbI OpraHU3alliy, IOATOTOBICHHBIE K c/Jaue B TOCY1apCTBEHHBIN apXHB

b. COBOKYNHOCTH JOKYMEHTOB, OOpa3yloIIMXCS B JESATENbHOCTH IOPUAUYECKOTO HIIU
¢u3nUecKoro Julla 3a rof

C. TOKYMEHTbI OpraHu3allii, BbIIEJICHHbIE K YHUYTOXKEHUIO



d. HOKyMeHTBI, BKIIOUEHHBIE B Ta0elb YHU(MUIUPOBAHHBIX (HOPM JTOKYMEHTOB
OpraHu3aIu

Bomnpoc 11

CBoiicTBO  oduUMANTBHOTO  JOKyMEHTa,  coolliaeMoe  eMy  JeHCTBYIOIIUM
3aKOHOAATEIbCTBOM, KOMIIETEHIIMEHW HW3MAIOLIEr0 €ro opraHa M YCTaHOBJIEHHBIM MOPSAIKOM
oopmieHus - 3To

BriGepute onuH OTBET:

a. IOJTHOTA

b. ayTeHTUYHOCTH

C. KOH(pHIEHITUATBHOCTh

d. ropunnueckas cuiia

Bompoc 12

CoOBOKYMHOCTh IOKyMEHTOB, 00pa30BaBIINXCS U HAKOILJICHHBIX B MPOIIECCE AEITEIbHOCTH
OTIENBHOrO (PU3NYECKOTO JUIA, ITO

BriGepute oquH OTBET:

a. pacrpenenéHuble HH(POPMAIIMOHHBIE PECYPCHI

b. BcTpoeHHbBIEe HH(DOPMAITMOHHBIE PECYPCHI

C. MepcoHaIbHbIe HH(OPMAITMOHHBIE PECYPCHI

d. cratucruueckue nHPOPMALIMOHHBIE PECYPCHI

Bomnpoc 13

ITocranoBnenuem llpaBurensctBa Poccuiickoit ®enepaunn ot 08.07.1997 Ne 835 «O
MEPBUYHBIX YUETHBIX JTOKYMEHTaX» YTBEPKIACTCS

Bribepure ouH OTBET:

a. TEPMHUHOJIOTHUS B 00JIaCTH AETONPOU3BOICTBA U ApXUBHOTO Jieja

b. anp0oM 1o yuéTy Tpya U €ro oIaThl

C. MHCTPYKIIMSI 110 3aIIOJTHEHUIO TPYAOBBIX KHUKEK

d. TaGenb yHUDUIIMPOBAHHBIX (POPM TOKYMEHTOB

Bomnpoc 14

O0s3arenbHbIe CTPYKTYPHBIE 3JIEMEHTHI CTaHIapTa

BriGepute omuH OTBET:

a. HOPMaTHUBHBIE CCBUIKH

b. TpeGoBaHus K OOBEKTY CTaHAAPTHU3AIIUN

C. OTJIaBJICHUE

d. 0603HaYCHUS U COKpAIICHUS

Bompoc 15

YuudumnupoBanHas ¢opma TOKyMEHTa — 3TO

Bribepure ouH OTBET:

a. TOKYMEHT, UMEIOUIHI TUIIOBOE co/iep kaHue U oopmiieHue

b. TOKyMEHT, CO3/TaHHBII ¢ IPUMEHEHUEM KOMITBIOTEPHON TEXHUKU

C. (popMBI IEPBUUHBIX YUETHBIX TOKYMEHTOB M0 YUETY TPY/la U €r0 OIIaThl

d. COBOKYITHOCTh PEKBU3UTOB, YCTAHOBIIEHHBIX B COOTBETCTBUU C PEIIAEMBIMHU B JIaHHOU
chepe JIeATENBHOCTH 3aJadyaMd M 3a(UKCUPOBAHHBIMHU B OINpEACICHHOM TMOpSJIKE Ha
MaTepHaJIbHOM HOCUTENE

Bomnpoc 16

C momouIpl0 OpraHU3allMOHHO — MPABOBBIX JOKYMEHTOB peau3yeTcsl YIpaBlIeHUECKas
byHKIHS

Bribepure ouH OTBET:

a. HOPMaTHBHO-METOANYECKOTr0 00eCrieueHUs yIpaBIeHUs MPEANpUsITUEM

b. KOHTPOJIS AEATEIBHOCTH MPEATIPUITUS

C. OpraHu3allu ACSITeIbHOCTH MPEITPUITUS

d. perynupoBaHus 1eATEILHOCTH MPEATIPUATHS

Bomnpoc 17

Kommno3unus nucema — 3710. ..

BriGepute oquH OTBET:



a. IMOCJIeIOBATEIbHOCTD PACIIOIOXKEHHS MPEIJIOKEHUN B TEKCTE JOKYMEHTa

b. «i3pIKOBas popmyia» MucbMa

C. pacrojoKeHUE PEKBU3UTOB MUCbMA U 3JIEMEHTOB TEKCTa Ha OJlaHKe

d. mocnenoBaTENbHOCTh B3aUMOCBSI3aHHBIX CMBICIIOBBIX —4acTeil, OOBEAMHEHHBIX
€IMHCTBOM TEMBI

Bompoc 18

VYkaxxuTe BUA JOKYMEHTA, BBIJENAEMbIi 10 GYyHKIIUU YIIPaBICHUS

Bribepure ouH OTBET:

a. 10che

b. oTuér

C. DJIEKTPOHHBIN JOKYMEHT

d. ankera

Bomnpoc 19

K undopmanmoHHO-CrIpaBOYHBIM JOKYMEHTaM OTHOCSITCSI:

BriGepute oquH OTBET:

a. MpuKa3

b. ycras

C. 00bsSCHUTEIbHAS 3aMHCKa

d. mocraHoBEeHHE

Bomnpoc 20

[lepconanbHbBIE CBEACHUS O TPaKIaHaX SBISIOTCS

BriGepute oquH OTBET:

a. uH(opmanueir, OTHECEHHON K KOMMEpPYECKOU TaiiHe

b. uHbOpMaIHEi OTKPHITOTO AOCTYyTa

C. KoHpUAeHIIMaTbHON HH(pOopMaIuei

d. nadopmanmeii, OTHECEHHOH K TOCYAApCTBEHHOM TaliHE

Bompoc 21

OyHKIMOHANbHAS KJIaccU(UKaIMs JTOKYMEHTOB OCYIIECTBISIETCS O CJEAYIOUIeMY
OCHOBAHMIO

BriGepute omuH OTBET:

a. BpeMsl TIOSIBJICHUSI JOKYMEHTA

b. uHbOpMaIIMOHHAS COCTABIIAIONIAS TOKYMEHTA

C. CIOCcO0 3aKperuieHus UHHOPMAIUMK HAa MAaTEPUATHBHOM HOCUTEIE

d. BUJ MaTepuanbHOrO HOCUTENS IOKyMEHTa

Bompoc 22

DneKTpOHHbIE HHPOPMAIIMOHHBIE PECYPCHI, CO3/1aBa€Mble PA3IMYHBIMU MPEANPUATUIMU U
HETOCPEICTBEHHO CBA3aHHBIE C OCYIIECTBICHUEM X OCHOBHOM JIEATETbHOCTH

BriGepute omuH OTBET:

a. BCTPOCHHBIE HH(POPMAIIOHHBIE PECYPCHI

b. anekTpoHHbIE OMOTNOTEKH

C. KOMMYHUKATHUBHEIE 3JICKTPOHHBIE PECYPCHI

d. pacnpenenénnpie HHGOPMAITMOHHBIE PECYPCHI

Bompoc 23

biank nokymenra — 3T1o0...

Bribepure ouH OTBET:

a. HaOpaHHBIN HA KOMITBIOTEPE TUIIOBOW JOKYMEHT

b. TOKyMeHT, OTIIeYaTaHHbBIN B THIIOTpadun

c. HabOp PEeKBU3UTOB, UICHTU(DHUIIMPYIOMIUX aBTOPa OPUIIHATIEHOTO JOKyMEHTA

d. TOKyMEHT C OBTOPSAIOIIUMCS TEKCTOM

Bomnpoc 24

OcHoBHast ~ kjaccu(UKAMOHHAs €AMHUIA B  (YHKIMOHAIBHOW  KIaccU(UKALUU
JIOKYMEHTOB

Bribepure ouH OTBET:

a. MOJJIMHHUK JOKYMEHTa



b. nemno

C. IyOJIMKaT JTOKyMEHTa

d. B moKyMeHTa

Bompoc 25

Knaccudukanuss HOKyMEHTOB Ha HHIUBHIyaldbHBIE, TpadapeTHbie, NpUMEpPHBIC
OCYIIECTBIISIETCS TI0 CIEIYIONIEMY OCHOBAaHUIO

BriGepute onuH OTBET:

a. CTeNeHb CII0)KHOCTH

b. crenens TOYHOCTH

C. CTeTeHb YHU(UKAIIIH

d. cTeneHp OTKPHITOCTH

Bompoc 26

[TpomomkuTe onpeneneHne: cucTeMa JOKYMEHTaIu! — 3TO. ..

Bribepure o= OTBET:

a. COBOKYITHOCTH JIOKyMEHTOB, CBSI3aHHBIX TNPOLEAYPOH MPHHATHUS YIPABICHYECKOTO
pelIeHus

b. pa3HOpPOIHBIE TIO CBOEMY MPOUCXOXKACHUIO, Pa3HOOOPA3HBIE 1O BUIOBOMY COCTaBY
JOKYMEHTBI, 00pa30BaBIIKECs B TPOIIECCE NEATSILHOCTH OTACTHHOTO (PHU3UUECKOTO JIHUIIA

C. COBOKYIHOCTH JIOKYMEHTOB, B3aMMOCBSI3aHHBIX TIOJ TpPHU3HAKaM MPOUCXOXKICHUS,
Ha3Ha4YeHMs, BUAQ, CPephl ACSITEIBHOCTH, EUHBIX TPEOOBaHMM K 0(OPMIICHUIO

d. TOKyMEHTBI 1 MAaCCUBBI JJOKYMEHTOB B WH()OPMAIIMOHHBIX CUCTEMAX, YIOPSIOUYCHHBIC
onpeneaEHHbIM 00pa3omM

Bompoc 27

JleaTenbHOCTh 10 YCTAaHOBJICHWIO W MIMPOKOMY MHOTOKPAaTHOMY HCIOJIb30BAHUIO
TpeOOBaHUI, HOPM, MPABWI M XapPaKTEPUCTUK, KaK O00S3aTENbHBIX MJISl BBHIMOJTHCHHS, TaK W
PEKOMEHAYEMBIX, B TENAX JTOCTHKCHUS ONTUMAIBLHOW CTEIIEHU YIOPSAOYEHHOCTH B TOH HITH
WHOW 0051acTH

BriGepute omuH OTBET:

a. TaApMOHU3ALIUS

b. cranmapTuzanus

C. cUCTeMaTHh3aIus

d. yanduxanus
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OueHOo4YHbIe CPeAcTBAa NPOMEKYTOYHOro KOHTPOIA NO pa3genam

KoHTponbHble BONpocbl No Kypcy «J oKymeHToBeaeHue» K pasgeny 1

MoHATME cncTembl OKYMeHTaL MK, icTopuyeckoe pasBuTre CUCTEM AOKYMEHTALUM.

OcHOoBHble $YHKLMOHAbHbIE CUCTEMbI OKYMeHTaL MK B Poccuiickon depepaumm.
CTaHgapTU3auma U yHUPUKaLMa LOKYMEHTOB.

YHUPUUMPOBAHHbIE  CUCTEMbBI  AOKYMeHTaumn. KnaccudukaTopbl  AOKYMEHTUPOBAHHOM
nHpopmaymn.

OpraHu3auMoHHO-pacnopaamMTenbHaa  AoKymeHTauma. OK  011-93  «O6uiepoccuiicknit
KNaccUPUKaTop ynpaBAeHUYECKOW AOKYMEHTALUMM» M OTPaxeHue B HEM YHudUUMpoBaHHOMN
CUCTEMbI OPraHM3aLMOHHO-PACNOPAAMTENBHOM AOKYMEHTALMM.

Tunbl LOKYMEHTOB, X KnaccuduKaumu.

JOKYMEHT Kak cucTema. CTpYKTypa AOKYMEHTA. BHELWHAA U BHYTPEHHASA CTPYKTYpa AOKYMEHTA.
dopmynap  [OOKymeHTa, ero passutue. CoBpemeHHble TpeboBaHus K  dopmynapy
YNpPaBAeHYECKOro AOKYMEHTA.

tOpuanyeckas cnna AokymeHTa. HopmaTuBHO-MmeToAMYecKan 6a3a opopmneHna LOKYMEHTOB.
®opmynap-obpaseL, OpraHM3auMoHHO-pacnopaaUTENbHOTO OOKyMeHTa: obLwan
XapaKTepPUCTHKa.

TOCT P 6.30-2003 «YHuUPUUMpPOBAHHAA cCUCTEMA OPraHW3aLMOHHO-PACcCNoOpPAANTENIbHOM
OOKymeHTaumn. TpebosaHuna K odpopmaeHuto AoKymeHToB». O6sacTb NpUMeHeHWA, COCTaB
PEKBU3NTOB, pernameHTUPYEMbIX FOCYAapCTBEHHbIM CTaHAAPTOM.

TpeboBaHuMA K 61aHKaM OpPraHU3aLLMOHHO-PaCNoPAANTENbHbIX LOKYMEHTOB.

Obwme TpeboBaHUA K OGOPMNEHUID PEKBUIUTOB OPraHU3aLMOHHO-PACNOPAANTENbHbIX
LoKymeHTOB cornacHo NOCT P 6.30-2003.

TpeboBaHuAa K odopmneHuto peksmsnToB «locygapcTBeHHbI repb Poccuiickolt ®egepaumny,
«lepb cybbekta Poccuiickon degepauum», «Imbiema opraHU3auUMKM, TOBApHbIM 3HaK (3HaK
obcnyKmBaHMA)».

TpeboBaHMA K 0dopMNEHNIO peKBU3MTa «HanmmeHoBaHMe opraHn3aLum».

CnpaBoyHaa WHPopmauma 06 opraHM3auMm — aBTOpe [AOKYMeHTa W TpeboBaHMA K eé
odpopmneHuto.

TpeboBaHMA K odopmneHnto pekBusntToB «Koa ¢dopmbl AOKYyMeHTa», «HaumeHoBaHWe BUAA
OOKYMeHTa».

JaTta pokymeHTa. lMopagok odopmneHunsa pat. TpeboBaHUA K OGOPMNEHWUIO PEKBU3IUTOB
«PernctpaumoHHbIt HoMep A[OoKymeHTa», «Ccbl/Ika Ha PEerncTpaumoHHbI HOmep W AaTy
OOKYMeHTa», «MecTo cocTaBneHnsa UM U3LaHUA LOKYMEHTay.

MpaBuna HanucaHWs agpecata M MeCcTO YyKasaHuA agpecata B ¢Gopmynspe AOKYMEHTA.
OTpaxkeHue cdepbl AeNCcTBMA AOKYMEHTa B ero agpecate. Mopagok odopmaeHUsa AOKYMEHTA C
HECKOJIbKMMM agpecatamu. MNopaaok opopmaeHns NoYToBOro agpeca.

YTBepKaeHne AokymeHToB. Cnocobbl yTeepkaeHus. Coctas rpuda yTBEPKAEHUS, NOPAAOK €ro
odopmeHus, mecto B GopmMyape fOKYMEHTA. [JOKYMEHTbI, NOANENKALLME YTBEPHKAEHMIO.
CocTaB y40CTOBEPEHMNA AOKYMEHTOB. HasHayeHMe nognucaHusa AoKyMmeHToB. Mpasuaa nognucu
OOKYMEHTOB Pas/IMYHbIX KaTeropuii. Mecto nognucu B popmynsape AOKYMEHTA. DNEeKTPOHHan
nognuce.

MeyaT WM UX HasHayeHue. Buabl nevateit. [locypapcTBeHHas repboBas  neyartb.
3aKoHOAaTENBCTBO 06 M3rOTOBAEHMM M NO/b30BaHMM NeyaTtei. [opAAOK NPOCTaBAEHNA OTTUCKA
nevyaTu Ha LOKYMEHTaXx.

CornacoBaHue AoKymeHTa. Mopaaok u Buabl cornacosanua. Mpud M BU3bI COrNacoBaHUA, UX
odopmneHune, mecto B GopmMmynape AOKYMEHTA. BU3a 03HaKOMAEHMA, NOPALOK e€ odopmMaeHus,
MecTo B Gopmynsape AOKYMEHTA.

OTMeTKM Ha [OKymeHTax. VX ponb B MPOXOXAEHWUU U WCMONHEHWUW AOKYMEHTa, MecTo B
dbopmynape pokymeHta. Ocoboe HasHauyeHue pesontoumn. TpeboBaHME K ee COAEPKAHUIO U
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opopmneHuto. OTMETKM O B3ATUM JAOKYMEHTa Ha KOHTPOJIb, MCMNOJNHEHUU [OKYMEHT],
nucnonHuTene n ap.

MoHATME «TEKCT AOKYMEHTa» Mpu pasinyHbiXx cnocobax AOKymeHTUpoBaHuA. CueHapui
NOAroTOBKM AOKyMeHTa. CoaepskaHne NPOCTbIX U CNOMKHbIX AOKYMEHTOB. MOpAAoK U3N0MKeHUA
TEKCTa AOKYMEHTa.

JInHrBMCTMYECKME 0COBEHHOCTU AOKyMeHTa. CTuancTuyeckne TpeboBaHMA TOYHOCTM, ACHOCTM
TEKCTa AOKyMeHTa. Jlormyeckana CTpyKTypa TeKcTa. B3aMmocBA3b CTUAMCTMYECKUX TpeboBaHMI K
TEKCTY AOKYMEHTa M UX A3bIKOBbLIX CPeACTB BblpaykeHna. dopmanmsaumsa TeKCTa AOKYMEHTa.
dnemeHTbl TeKcTa. TpeboBaHMA K OPOPMIEHUIO TEKCTa B BUAE aHKeTbl, Tabauubl, CBA3HOrO
TeKcTa.

MoHATME «3aro/N0BOK [AOKYMeHTa». HasHadeHMe 3aronoBKa, ero mecto B dopmynspe
AOKymeHTa. NpuioxKeHue K TeKCTY U TpeboBaHUA K ero 0hopMaeHMIO.

TexHuuyeckme TpeboBaHWA K 0GOPMIEHUIO PEKBU3UTOB OPraHM3aLMOHHO-PACNoPAAUTENbHbIX
[OKYMEHTOB.

Obwme TpeboBaHMA K COCTABAEHWUIO U OQOPMIEHUIO OCHOBHbIX BWAOB YMNPABIEHYECKMX
[OKYMEHTOB.

KoHTpo/ibHBIE TeopeTHYeckHMe BONPOCHI MO Kypcey «JlokymMeHTOBeaeHHe» K
pasaeiam 2 Kypca

Obwue TpeboBaHUA K COCTABAEHUIO U OPOPMNEHUIO OCHOBHbLIX BUOOB OPraHWM3aLMOHHbIX

OOKYMEHTOB.

CoctaBneHune 1 opopmMaeHNE OCHOBHbIX BUAOB YYpeanUTeNbHbIX LOKYMEHTOB.

CoctaBneHune 1 opopMaeHNE NONOKEHNA O CTPYKTYPHOM NOAPa3AeeHUN OpraHM3aunu.

CocTtaBneHue 1 opopmMaeHe NPaBUA BHYTPEHHErO TPYAO0BOr0O pacropaakKa.

CocTtaBneHune 1 opopMaeHNE UHCTPYKLMIA OPraHM3aLMOHHO-METOAMYECKOrO XapaKTepa.

CocrtaBneHue 1 opopmaeHne JOMKHOCTHBIX MHCTPYKLNIA.

CocrtaBneHue 1 opopmMaeHne afiMUHUCTPATUBHOIO pernamMeHTa.

Obwue TpeboBaHMA K COCTaBAEHWUIO U OPOPMAEHUIO OCHOBHbIX BMAOB PACNOPAAUTENbHBIX

OOKYMEHTOB»

CoctaBneHve n obopmieHUe pPacnopAAUTENbHBIX AOKYMEHTOB, M34aBaeMblX Ha MPUHLMMNAX

eaMHOHaYanus.

CoctaBneHve n odopmMmIeHNE PACNOPAAUTENBHBIX AOKYMEHTOB, M34aBAaeMbIX Ha MPUHUMMNAX

KONNErnanbHOCTH.

Obuwme TpeboBaHUsA K COCTaB/IEHUIO n odopmneHno OCHOBHbIX BMAOB

MHPOPMALNOHHO-CNPABOYHbIX AOKYMEHTOB, NepeaBaeMblX MO PA3IMYHbIM KaHanam CBA3M.

[enosas nepenucka: NOHATUE, KnaccuduKkauma, poab M GYHKLMM B ynpaBiAeHYECKOM

0eATeNbHOCTU, 3aKOHOAATE/IbHOE PEeryiMpoBaHue.

Cpeactsa cBA3M, MCMOJb3yemMble A0S [OCTaBKU OeN0BOWM KOppPecnoHAeHUMU. [OKyMeHTbI,

nepegasaemble NO KaHafam 3/1eKTPOCBA3N. Tenerpammol (Tenetamnorpammsl), TeneKchbl.

dakcorpamma (pakc). TenepoHorpamma. INeKTPOHHOE NUCbMO.

[Jenosble nucbma. Ob6wme TpeboBaHUA K COCTABAEHMIO U OPOPMAEHUIO AEN0BbIX MUCEM.

Komnosunuus Tekcta genoBoro nucbMa. A3bIK, CTUb, 3STUKET 4Ee/10BOrO NUCbMa.

Knaccudukaumm genosbix nucem.

CocTaBneHue un opopmeHMe NMCEM, CBA3AHHbIX C PacnpocTpaHeHnem nHdopmauuu.
CocTaBneHne u opopmseHMe NUCeM, CBA3AHHbLIX C 0OpaLLEHNAMM MO BbINOJHEHUIO TEX MU

WHbIX AENCTBUIN MU OKA3aHUIO YCAYT.

CocrasneHue 1 obopmneHne NMcem-oTBeToB.

CoctaBneHve u odopmaeHme nucem [MCbmMa MNPETEH3NOHHOIO XapaKTepa, CBA3aHHbIX C

Bblpa*KeHMEM BHUMAHUA U y4acTumA.

CocTaBneHue u opopmaeHne peKoMeHAATeIbHbIX MUCEM, CONPOBOAUTENbHbIX MUCEM.
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COCTaB/1€HUIO

OcobeHHoCcTN 0DOPMIEHUS AKTOB U MPOTOKOOB.

OcobeHHOCTU 0bOpMAEHNA AOKAAAHOW, CNYXKebHON N 06 bACHUTENIbHOM 3aNUCOK.

OcobeHHocTN 0pOpPMAEHUA CNPABOK, CBOLOK, 3aK/IOMEHW, OT3bIBOB, MEPEYHEN, CMUCKOB.
Obwue TpebOBaHUSA K COCTaBNEHUIO U OQPOPMIIEHMIO OCHOBHbIX BWAOB AOKYMEHTOB MO

" odopmneHuto

JINYHble AOKYMEHTbI 1 0COHBEHHOCTU UX COCTaBAEHUSA U OCI)OpMHEHMH.

OCHOBHDbIX BnaoB

MoHATME «MHPOPMALIMOHHBIE PECYPCbI» U «JOKYMEHTHbIE pecypcbl». VX B3aMMOCBA3b.
Knaccndumkauma fokymeHTOB. Lienb 1 OCHOBHble MeToAb! Knaccubukaumu.
OCHOBaHMWA U CXeMbl Knaccuobukaumm.
CemaHTUYecKMe KnaccuduKaumm.
®YHKUMOHabHbIe KnaccuduKaumm.
Ck/lafblBaHWe cUCTEM AOKYMEHTaLUUW.
MOHATUA «YHUDUKALMA» U «CTAHAAPTU3ALMA» JOKYMEHTOB.
OcCHOBHble Hanpas/ieHWsA YHUOUKALUM JOKYMEHTOB Ha COBPEMEHHOM 3Tane.
YHudukauma ¢opmaTos bymar.

MoHATMIAHaA YHUPUKaUUA.

FOCT P 6.30-2003. Ero coaep»aHue, 3Ha4eHMe.
TpeboBaHMA K KOHCTPYMpOBaHUIO 6GnaHKoB. Buabl 61aHKOB.

. YHudumKaums dopm SOKYMEHTOB.
. YHMdMKaUMA TEKCTa [OKYMEHTA.
12.
13.
14.

pasNnYHbIX GOPM COBCTBEHHOCTH.

MoHATME «CUCTeMbl AOKYMEHTaLUn»,

KnaCCMd)MKaLI,MM CUCTEM OOKYMEHTaUUnNn.

q)yHKLI,MOHa}'IbeIe M KOpnopaTnBHblE CUCTEMbI JOKYMEHTALNMN.
TeHAeHUMM NCTOPUYECKOro Pa3BUTUA CUCTEM SOKYMEHTaLMN.

BnaHKkM npeanpuATUii

Mpu3HaKM cuctembl OOKYMeHTauuu. OcHoBaHuA

Cuctema Hay4yHO-MCCNea0BaTENIbCKON U MPOEKTHO-KOHCTPYKTOPCKOM AOKYMEHTALMM.
Cuctema naTeHTHOM AOKYMEHTaUMM U CTaHAAPTbI.
ECKK T9CH, KaKoBbl €€ 334341 1 COCTaB.
CTpyKTypa KnaccudmKaTopoBs M nexalmx B MX OCHOBE KOZA0B.
CucTtema TeXHONOTMYECKOM AOKYMEHTaLMN.
KagpoBas MHPopMaLMOHHO-A0KYMEHTALMOHHAA cMcTeEMA.

Cuctema OpraH13auMoHHO-PacnopAaNTENbHON AOKYMEHTAUMMN.

Cuctembl NNaHOBOM, MHPOPMALLMOHHO-CMPABOYHON, MHPOPMALMOHHO-aHAIUTUYECKON W

OTYETHOM AOKYMEHTALUMMN.

MoHATUE KYHUPULMPOBAHHbBIE CUCTEMbI OKYMEHTALUMN Y.
HasHaueHune, onpeaenerHue n coctas YCOPA.
MoHATNE «KKOMNAEKCbI AOKYMEHTOBY. [1lepBUYHbIE KOMMJIEKCbI TEKCTOBbIX AOKYMEHTOB.
CnoxxHble Komnnekcbl. FocynapcTeeHHble apxmsbl. CeTb rocyAapCTBEHHbIX apXMBOB.

MoHATUE «AOKYMEHTANbHbIN GOHA» U
YHUPULMPOBaAHHbIE CUCTEMBI AOKYMEHTAUUMN.

Tabenb popm AOKyMeHTOB. Anbbom Gopm JOKYMEHTOB.
HomeHKnaTypa gen, eé 3HayeHme U NpUMeHeHne B 4e/0NPOoM3BOACTBE.
KnaccudmkaTopbl JOKYMEHTUPOBAHHOM MHPOpMaLUN.
CocTaB NepcoHaNbHbIX AOKYMEHTHbIX PECYPCOB.

KonnuecTBeHHasA M KayeCcTBEHHas XapaKTepPUCTMKA apXMBHbIX KOMIMJ/IEKCOB.
BcTpoeHHble 1 pacnpegenéHHble 31eKTPOHHbIE Pecypcbl.
MecTo 1 ponb 3/IEKTPOHHBIX BUBINOTEK B CUCTEME AOKYMEHTHbIX PECYPCOB, NEPCMNEKTUBDI

MUX Pa3BUTUA.

Pecypcbl Hay4HO-TEXHUYECKOW M CTaTUCTUUYECKON MHDOPMaLMMK.
[oKymeHTHble pecypcbl 6UBMOTEK M My3ees.

[dokymeHTanbHble  GOHAbI
KOMMEKCbI JOKYMEHTOB.
JNeKTPOHHble 6a3bl AaHHbIX.

npeanpuATUn,

YUpEeXAEHUN,

«apxmBHbIN doHA». VX pasnuume.

opraHuM3auui.

MNepBuyHbIE



43. JKcnepTm3a LLeHHOCTN AOKYMEHTOB.
44. SKcnepTHble KOMUCCUN OpraHnU3aumi.

3afaHuA K NPaKTMYeCKOoi YacTM 3a4eTa C OLeHKOMW  No Kypcy «JloKymeHTOoBegeHue»

1. KoMInekcHpli aHanu3 10JKHOCTHON MHCTPYKIMM U €r0 PEJaKTHPOBAHHUE.

2. KommiekcHbIN aHaIu3 yuYpeaUuTENbHOIO IOKYMEHTA U €r0 PeIaKTUPOBAHUE.

3. KoMmnekcHelii  aHanu3 TOJOKEHUS 110 OCHOBHOM JIE€ATEIBHOCTH M €r0
penaKkTUpOBaHUE.

4. KoMInekcHbli aHanu3 paciopsKeHUs.

5. KommekcHplii aHaiM3 mMOpuKa3a 1O OCHOBHOM  JEATEIBHOCTM M €ro
pPEAAKTUPOBAHUE.

6. KommiekcHbIN aHaIu3 NOCTAaHOBJIEHUS M €TI0 PEJAKTUPOBAHUE.

7. KoMInekcHpli aHanu3 pelieHns U ero peJakTHPOBaHHUE.

8. KommiekcHbIi aHaIu3 yKa3aHUs U €ro peIaKTUPOBAHMUE.

9. KommuiekcHbIl aHAN3 CITy>KEOHOTO MUChMa U €r0 pelakTHPOBAHHE.

10. KommiekcHbIl aHanu3 MpOTOKOJIA U €r0 peIaKTUPOBAHHUE.

11. KoMInekcHplii aHanu3 akTa U €ro peJakTHPOBAHHUE.

12. KoMruiekcHbII aHamn3 ciy>keOHOM 3aliCKU U €€ pelakKTHPOBaHHUE.

13. KomMInekcHpli aHanu3 CpaBKU U €€ peJaKTUPOBaHUE.

IIpakTHyeckoe 3alaHue K 324€Ty C OLEHKOMH

[TpousBect GopMyIApHBII aHATH3 OHOTO JOKYMeHTa (1o BeIOOpY mpenoaasatens). K
KaKoOW CucTeMe, MOJCHCTeME JOKYMEHTAIlMd OTHOCUTCS JaHHBIA JTOKyMEHT. B Kkakoii/me
KOMIIJIEKC/BI MOYKET BOMTH aHAIM3UPYEMBIH TOKYMEHT.

BapuaHTbl npui10oKeHuit

BapuaHnT 1 - cripaBka KOHKpETHON OpraHHU3aluu

BapuaHT 2- nucbM0 KOHKPETHOM OpraHu3anuu

BapHaHT 3- IPUKa3 KOHKPETHOW OpraHu3aluu

Bapuant 4 - pacnopsskeHue KOHKPETHOM OpraHU3aluu

BapuaHT 5- akT KOHKpETHON OpraHu3aluu



OneHOYHbIE CPEACTBA 1A MPOBEAECHUA IIPOMEKYTOYHON aTTEeCTAIUH

Kon
HUHMKATOpa

Nupukarop nocTuxeHust
KOMIIETEHITHH

OneHOYHbIE CPENCTBA

OIIK-3: Crioco0eH NpUMEHSITh TeopeTHYeCKue 3Ha

HHUSA JJIA peHICHU MOCTABJICHHBIX 3a/1a4 B odJacTn JOKYMCHTOBCACHUS U APXHUBOBCACHUSA

OIIK-3.1:

CocraBnsier, ohopMiIsieT U BeIeT
YIPABICHYECKYI0  TOKYMEHTALIUIO
pPa3IUYHBIX BHJIOB 1O Mpoduiio
NEeSTeNIbHOCTH  OpraHu3aliu B
COOTBETCTBUU C ee
OpraHU3aIMOHHO-TIPABOBOM
dopmoit

Bomnpocs! k 3a4erty 1 kypc
[onsartue cucremsl foKyMeHTanuu. Mcropudyeckoe pa3BuTHE CUCTEM JOKYMEHTAIUH.
Tumnbl TOKyMEHTOB, UX KJIaCCU(PHUKALIH.
JIoKyMeHT Kak cucteMa. BHeIHssl 1 BHYTpEeHHsAs CTPYKTYpa JOKYMEHTA: 001Iasi XapaKTepUCTHKA.
CpenctBa CcBsA3HM, HCHOJb3yeMble Il JOCTaBKH JIEJOBOW KOppecrnoHIeHIMU. TpeboBaHHS K
JOKYMEHTaM, [1epelaBacMbIM 110 KaHaJlaM 3JIEKTPOCBA3H.
5. OO0ue TpeOOBaHUS K COCTaBJICHUIO U O(OPMIICHUIO JETIOBBIX MuceM. KoMmo3umus Tekcra, s3bIK,
CTHJIb, 3THKET J€JI0BOTI0 MHChMA.
6. JlenoBas mepenucka: oOume cBeneHus, Kiaccu(uKkanus, poib B YIPAaBICHUECKONW AEATEIbHOCTH,
(GyHKIMU. 3aKOHOAATEIBHOE PETYIMPOBAHUE 1€TI0BOM MEPENUCKH.
7. PacniopsiauTenbHas TOKyMeHTalus: o011as XxapaKTepuCTHKA.

LD

HTorossiii Tect 32 1 Kypc
Bomnpoc 1
CornacHo CTaHAAPTU3UPOBAHHOMY OIIPCACIICHUIO, BUJ] MUCbMCHHOI'O JOKYMCHTA — 3TO:
BriGepute oquH OTBET:
a. Oq)HHHaHBHBIﬁ AOKYMCHT, CO3I[aHHI>II>'I B IINCBbMCHHOM BHUJIC
b. HauMeHOBaHHE [OKYMEHTa, O(OPMIIEHHOTO IO YCTAHOBJIEHHBIM MpaBUJIaM MAalIMHONKCHBIM
crocobom
C. MPUHAAJICKHOCTh MUCbMEHHOT'0 IOKYMEHTA K CUCTEME IOKYMEHTAILMH 0 MPU3HAKAM COJIEPKaHUS
" LOEJICBOT'O HA3HAYCHUA
d. pa3sHOBHIHOCTH JOKYMEHTa, HMCIOJHEHHOTO TpaduueckuMu 3HaKaMu — OykBamu, Iudpamu,
ueporinudamu
Bomnpoc 2
CornacHo cTaHIapTU3UPOBAHHOMY ONpEAEICHNIO, YHU(DUIIMpOBaHHAs (hopMa JOKYMEHTa — 3TO:
BriGepute oquH OTBET:
a. I/IHq)OpMaI_II/I}I, 3allMCaHHasd Ha PA3JIMYHBIX HOCUTCIIAX IO YCTAHOBJICHHBIM IIpaBUJIaM

b. COBOKYIIHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHUHU C pEIIA€MbIMU B JaHHOH cdepe




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

JESTENIbHOCTH 33/1a4aMH U PacloOJI0KEHHBIX B ONPEIeICHHOM MOpsIKE Ha HOCUTeNle HH(OpMaluu
c. Habop PEeKBU3UTOB O(PHUIIMATHEHOTO MHUCHMEHHOTO JOKYMEHTA, PACIIOIIOKECHHBIX B OMPEACICHHOM
MOCIIEI0BATEIbHOCTH
d. Habop peKBU3UTOB, HACHTU(DUIMPYIOIUX aBTOPa OPHUIMATIHLHOIO MUCbMEHHOTO TOKYMEHTa
Bomnpoc 3
YHupUKaMs JOKYMEHTOB — 3TO:
BriGepute oquH OTBET:
a. MpUMEHEHUE Ta0JIHIl U aHKET
b. onpeaenenne mopsiaka ohopMICHUS TOKYMEHTOB
C. CBeJIeHHE K MUHUMYMY pa3HO00pa3us BUIOB U (HOPM JTOKYMEHTOB
d. pa3paboTka «1aba0Ha» JOKyMEHTa
Bomnpoc4
CornacHo cTaHJapTU3UPOBAHHOMY OIPEAEICHUIO, OPraHU3aIlMIOHHO-PACTIOPSAUTEIbHBIA TOKYMEHT
—3TO:
Bri6epute oquH OTBET:
a. JOKYMEHT, CO3JaHHbIN IOPUANIECKUM W (PU3UIECKUM JTHIIOM, O(OPMIICHHBIN U YI0CTOBEPEHHBIM
B YCTaHOBJICHHOM MOPSKE U UCIIOIb3yEeMbIi B TEKYIEH 1eATeIbHOCTH OpraHU3aluu
b. BHU/T MUCHEMEHHOTO JIOKYMEHTA, OTpaXKkaroIuin JOKYMEHTHPOBAaHUE
OpraHU3aIMOHHO-PACTIOPSAUTENBLHOM NEATEIbHOCTH OPraHOB, OpraHU3alui 1 TOJPKHOCTHBIX JIHII
C. BHUJ THCBMEHHOTO JOKyMEHTa, B KOTOPOM (DHUKCHPYIOT pEIIeHWE aIMUHUCTPATUBHBIX H
OpPraHM3aI[MOHHBIX BOIPOCOB, a TAaK)XE BOIMPOCOB YIPABIEHUS, B3aUMOICHCTBHs, oOOecleueHus u
pEryIHpOBaHUS ACSITEILHOCTH OPraHOB BIIACTH, YUYPESKICHUH, TMPEANPUATHN, OpraHu3aluid, UuX
NoJipa3iesIeHui 1 TOJKHOCTHBIX JINII
d. TmepBUYHBIN, MHHHMAIBHBIA JJIEMEHT CHCTEMBl OPTraHHU3AIMOHHO-PACTIOPSAUTEILHOM
JIOKYMEHTaIluu
Bomnpoc 5
Kakwne noacucrembr HE BX0OasT B cucTeMy OpraHu3alidOHHO-PACHOPSAUTEIbHON JOKYMEHTAIUN
Bribepute ouH OTBET:
a. OpraHu3allOHHO-IPaBOBas JOKYMEHTAUs
b. nuaHOBasi TOKyMEHTALIUS




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

C. pacropsiAuTeNbHAs JOKYMECHTAIUS
d. nHDOpPMALIMOHHO-CIIPABOYHAS TJOKYMEHTAITUS
Bomnpoc 6
Ha xakwue TUIBI moApa3IesiFOTCs JOKYMEHTBI TI0 TPOUCXOXKIACHUIO:
BriGepute oquH OTBET:
a. BXO/ISIIINE/UCXO S IINE/BHY TPCHHIE
b. uHAMBU Y aTbHBIE/TpadapeTHbIC/ TUTIOBBIC
C. TMuHbIe/ opULIMaATbHBIE
d. obmenocTymnHbie/ KOHPUACHITUATBHBIC/ CEKPETHBIC
Bomnpoc 7
Ha kakue TUIIBI IOAPa3IeIIOTCS TOKYMEHTBI TI0 CIIOCO0Y M3JI0KCHUS:
Bribepute ouH OTBET:
a. MIchMa/TenerpaMmbl/ TeaedoHOTpaMMBbl/ TEIEKChI/ (haKCOrpaMMbl/ SJIEKTPOHHBIE COOOIIIEHUS
b. naAMBHUYyanbHBIE/ TpadapeTHbIe/ TUIIOBBIC
C. IOJIJTMHHUKY/ KOTTUHU/ TyOIMKaThI
d. obmenocTynHbIe/ KOHPUACHIIUATHHBIE/ CEKPETHBIE
Bomnpoc 8
[To kakoMy mTpU3HAKY [OKYMEHTHI TOIPA3ACISAIOTCS Ha TMOMIWHHUKA (OPUTHHAINBI)/ KOMUU/
JTyOJIMKATHI:
Bribepute ouH OTBET:
a. mo (popme mpencTaBIeHHs
b. o cdepe aesarenpHOCTH
C. TI0 croco0y mepeaadn
d. mo creneHu NOUTMHHOCTH
Bomnpoc 9
CornacHo CTaHAAPTU3UPOBAHHOMY OTPEIEIICHUI0, CUCTEMA TOKYMEHTAIUU — ITO:
Bri6epute oquH OTBET:
a. COBOKYITHOCTh JJOKYMEHTOB, 0Opa3yIONINXCs B JEATEIHHOCTH OPUIUUECKOTO HIN (PUIUIECKOTO
JHIa
b. KOMIUIEKCH JOKYMEHTOB, OTPaKAIOIIME MPOU3BOJICTBEHHBIC, YIpaBlIeHUYECKHE, (DHMHAHCOBBIC




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

MPOLECCHl MPEANPUATHI, OpraHu3aluid, YUpeKaeHUN
C. CHCTeMa HOPMAaTHBHBIX AaKTOB, PETJaMEHTHPYIOIIUX JOKYMEHTUPOBAHHUE [EATEIBHOCTH U
JOKYMEHTOOOOPOT MPEANPHUATHH PA3THIHBIX OPTaHU3AHOHHO-TIPABOBBIX (OPM
d. COBOKYNMHOCTb JJOKYMEHTOB, B3aMMOCBSI3aHHBIX IO IMPH3HAKaM IMPOUCXOXKICHUS, Ha3HAYCHMS,
BUJ1a, CEPHI IEATETLHOCTH, SAMHBIX TPEOOBAHUN K UX 0()OPMIICHHUIO
Bompoc 11
CornacHO cTaHIapTU3UPOBAHHOMY ONPE/ICICHHIO, YHU(PHIMPOBAHHAS CUCTEMa JOKYMEHTALUH — 3TO:
Bribepute ouH OTBET:
a. COBOKYITHOCTh JOKYMEHTOB, B3aMMOCBS3aHHBIX IO TPH3HAKAM IPOUCXOXKACHUS, Ha3HAYCHUS,
BUJA, CQephl ACATEIbHOCTH, €IMHBIX TPEOOBAHUHN K UX O()OPMIICHHUIO
b. cucremMa JOKyMEHTAallMH, COCTaBJICHHE M OQOpPMIIEHHE KOTOPOH periiaMeHTHPOBAHO
HOPMAaTHUBHBIMU aKTaMH
C. cuCTeMa JOKYMEHTAIlMM, CO3[JaHHas 110 CeIMHBIM IpaBHJIaM W TpeOOBaHUAM, coJepIKalias
UH(POPMALIKIO, HEOOXOIUMYIO JJIsl YIIPABJICHUS B OIIpEeIIEHHON cdepe NessTeNbHOCTH
d. cucrema TOKyMEHTallUK, UMEIOIIIasi €TUHBINA (HOPMYJISIp
Kakue 5»neMeHTHl SBIAIOTCS CaMBIMU KPYMHBIMH CTPYKTYPHBIMH 3JIEMEHTAaMH JOKYMEHTa Kak
CHCTEMBI:
Bribepurte ouH OTBET:
a. comepkanue u popma
b. 3arojoBouHasi, conepkaTeabHas 1 opopMIIIIOIIAs YacTH
C. PEKBHU3HTHI
d. cmyxebHoe u pabouee moyie JOKYMEHTa
Bonpoc 12
[Iponomxkute onpenenenue: GopmMysip JOKyMEHTaA 3TO - ...
Bri6epute oquH OTBET:
a. HabOp PEKBU3UTOB O(PUIMAIBHOTO MUCHMEHHOTO JOKYMEHTA, PACIOIOKEHHBIX B ONpPEIEICHHOM
IIOCJICI0OBATEIEHOCTH
b. Habop PEKBU3UTOB, HACHTU(PULIUPYIOMIKUX aBTOPaA OUIIHATEHOTO THCBMEHHOTO JOKYMEHTA
c. 3aUKCHpOBaHHAs Ha MaTepHAIbHOM HOCHTENC MH(OpMANKs ¢ PEKBU3UTAMH, TO3BOJISIOIINMH €€
UACHTU()HUIIHPOBATH




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

d. BHyTpeHHss opMa TOKyMEHTa, OPEICIISIONnasi CTPYKTypy TEKCTa M €T0 S3bIKOBBIE OCOOCHHOCTH
Bompoc 13
[Iponomkute onpenenaeHue: OJIaHK JOKYMEHTa — 3TO ...
Bribepurte ouH OTBET:
a. MOJIeNb MOCTPOCHUS JOKYMEHTa, YCTaHABIMBAIOMIas 00JIacTh MPUMEHEHHUs, (OPMaThl, pa3Mepsbl
noJei, TpeboBaHMs K OCTPOSHUIO KOHCTPYKIIMOHHOW CETKH U OCHOBHBIE PEKBU3UTHI
b. TumoBas Monenb, CoAepKamias COBOKYITHOCTh OOS3aTENbHBIX PEKBU3UTOB, CBOMCTBEHHBIX
JOKYMEHTaM yHU(UIIUPOBAHHON CHCTEMBI OPTraHU3AlMOHHO-PACHOPSAUTEIBHON TOKYMEHTalUu |
pacIoIoKeHHBIX ONPEACICHHBIM 00pa3oM
C. HabOp PEKBU3UTOB O(PUIMAIBHOTO MUCHMEHHOTO JOKYMEHTA, PACIOJI0KEHHBIX B ONPEIEICHHOM
HIOCJICI0BATEIEHOCTH
d. HaOop peKBU3UTOB, HACHTU(DUIMPYIOIUX aBTOPa OPHUIMATIHLHOIO MUCbMEHHOTO TOKYMEHTa
Bomnpoc 14
KakoMy MOHSTHIO COOTBETCTBYET CIEAYIOLIAsl XapaKTEPUCTHKA: «3TOT (POPMYIIsip XapaKTepU3yeTcs
OIIpeIeTICHHBIM KOJIMYECTBOM PEKBH3HUTOB, PACTIONIOKEHHBIX B CTPOTOH MOCIE0BATEIBbHOCTH, U XapaKTepeH
JUI. KOHKPETHOTO BUAA JOKYMEHTOB, HAIIpUMEp, MMPUKa3a, aKTay:
BriGepute oquH OTBET:
a. TUNIOBOH (popMyIIsip
b. popmysp
c. popmymsip-obpazen
d. "HIUBUAYATBHBIN HOPMYIISP

Bomnpoc 15

KakoMy nOKyMEHTY COOTBETCTBYET CIEIyIOIlasi XapaKTepUCTUKA: «ITO MUCbMEHHOE MOJHOMOYHE,

BBIZIABAEMOE OJTHUM JIMIIOM (YUpEeXKICHUEM) JPYTOMY JIUILY JUIsl IPEACTAaBUTEIILCTBA IIEPE TPETHUM JIUIIOM.

Bribepurte ouH OTBET:

a. pacmucka

b. 3asBneHnE

C. JOBEPCHHOCTh

d. cmpaBka




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

Bomnpoc 16
OTMETUTD BOIIPOC

Kaxk mepeBoUTCS ¢ TATUHCKOTO TEPMUH «PEKBU3UT» (J1aT. requisitum):
Bribepurte ouH OTBET:

a. MUHUMAaJIbHas 4acTh

b. Tpebyemoe, HEOOXOAMMOE

C. CTPYKTYPHBIN AJIEMEHT

d. atpubyT conepxaHus
Bomnpoc 17

KakoMy TepMuHY COOTBETCTBYET CIIEAYIOIIEe CTaHAAPTU3UPOBAHHOE ONpEIeICHUE (3aKPEIICHHOE B

I'OCT P 51141-98): «... — 3T0 00s13aTE€IBHBIN 3JIEMEHT 0OpMIICHUS ODHUITMATIBHOTO TOKYMEHTa:

Bribepurte ouH OTBET:

a. peKBU3UT JOKyMEHTa

b. 3aroysioBoYHast 4acTh JOKYMEHTA

. pabouee 1oJe T0KyMeHTa

d. 6maHk 1OKyMeHTa

Bomnpoc 18

Kakomy TepMUHY COOTBETCTBYET CIEAYIOMIAs XapaKTePUCTHUKA!

OTO BHUJA MHUCBMEHHOTO [OKYMEHTa, B KOTOPOM (DUKCHPYIOT pEeUIeHHS aIMUHUCTPATUBHBIX U
OpPTaHM3AI[MOHHBIX BOIMPOCOB, a TAaK)XE BOIPOCOB YIPABICHUS, B3aUMOICHCTBHS, OOECIeUeHUs |
peryiupoBaHusl JACSITEIbHOCTH OpPraHOB BIACTH, YUYPEXKICHHM, TMNpEANpUATHI, OpraHu3alui, ux
MOIpa3/IeIeHui M TOJDKHOCTHBIX JIHII.

BriGepute oquH OTBET:

a. CITy’)KEOHBIN TOKYMEHT

b. opurmanbHBI JOKYyMEHT

C. yIPaBJIEHYECKUN TOKYMEHT

d. oprann3anuoOHHO-PaCIOPATUTENbHBIN TOKYMEHT

Bompoc 19

VY Kkakoro BuJa OpraHU3alMOHHO-IPABOBOM JOKYMEHTAIlMU TPEOOBaHUS K TEKCTY YCTAHOBJICHHI B
3aKOHO/IATEJIbHOM MOPSIJIKE:
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BriGepute oquH OTBET:

a. ITaTHOE PacICaHue

b. TOMKHOCTHAS UHCTPYKITUS

C. ycTaB

d. MHCTPYKIIUS HOPMATUBHO-METOIMYECKOTO XapaKTepa

Bompoc 20

KakoMy MOHSATHIO COOTBETCTBYET CIICIYIOIIAsl XapaKTCPUCTHKA:

OTO NOKYMEHT, COEP KA MTpaBUIa IIOBEIEHUS, PACTIPOCTPAHSIOLINECS] HA HEONPEAEIEHHBIN KpyT

JIML, U3JaHHBIC Ha OCHOBAHWHU W BO HCIIOJIHCHHEC (benepanLHoro 3aKOHOIAaTCIbCTBA, 00s13aTeNbHEIC JJIA
HCIIOJIHCHUSA OpraHaMu FOCYI[apCTBeHHOﬁ BJIaCTU, MCCTHOI'O CaMOYIIPAaBJICHUS, UX NOJIKHOCTHBIMU JIMIIAMH,
IOPUINYCCKUMU JIMIIAMHU U T'paKJaHaAMH.

Bribepurte ouH OTBET:

a. HCHOPMAaTHUBHBIN MTPABOBOM aKT

b. HOpMaTHUBHBIN TPABOBOM aKT

C. IPaBOBOM aKT

d. HOpMBI TpaBa

Bomnpoc 21

[Ipu oTmpaBke Kakoi Pa3HOBUAHOCTU NMHCbMa MOXXHO OTPAaHMYMTHCA (DAKCUMWIIBHOW CBS3BIO HIIU

3IEKTPOHHOU MOUYTOM 6€3 JOCHUTKH KOPPECIIOHIEHTY MOAJIMHHUKA!

Bribepurte ouH OTBET:

a. pEKJIaMHOTO ITHChMa

b. mucema-3ampoca

C. MUChbMa-3aKasa

d. nuceMa-HaIOMUHAHUS

Bomnpoc 22

Kakue nrcbma SBISIIOTCS MHOTOACIICKTHBIMHU:

BriGepute oquH OTBET:

a. TMChMa, COCTOSAIIUE U3 TPEX MU YETHIPEX CMBICIOBBIX 4YacTell (BCTYIJICHHE, OCHOBHAsI YacTh,

3aKIJIIOUEHUE, MPEAYPEKICHIE WU 3aKITI0OYUTENbHbIE STUKETHBIE (HOPMYJIbI)

b. IMMUCbMa, MOCBAIICHHBIC HCCKOJILKUM BOIIPOCAM




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

C. KOMIUIEKC MHCEM, SBIISIOIIMUXCS PE3YyJIbTATOM IMEPENHUCKU JENOBBIX MapTHEPOB MO OJHOMY WIIU
HECKOJIbKUM BOIIPOCAM

d. mucbMa, aBTOpaMu KOTOPBIX SBIISIOTCS HECKOJBKO JIMII, Ka)KJ0€ M3 KOTOPBIX BHICKA3bIBAET CBOIO
TOUYKY 3pEHUS Ha OTPAXKEHHBIN B TUCHME BOIIPOC.

Bomnpoc 23

Kakast pa3HOBHITHOCTD 3alHCOK HE COJEPIKUT BBIBOJOB U MPEITIOKEHUI:

BriGepute oquH OTBET:

a. MTHUIIMATUBHAs JOKJIaHAs 3aIUCKa

b. oObscHUTENbHAS 3aMHCKa

C. TUYHAS 3aMucKa

d. cmyxeOHas 3anmucka

Bompoc 24

Kakomy Buay HHPOPMAIMOHHO-CIIPABOYHOM  JOKYMEHTAllMd  COOTBETCTBYET  CIEAYIOLIEe
ompezaeneHue: «Ito Gpopma BHYTPEHHEH JEIOBOM MEPEUCKH MEXy MOAPA3ICIICHUIMA OPTaHU3AIUN W
JOJIKHOCTHBIMHU JIMIIAMH, HE HAXOASIIUMUCS B IPIMOM MOTUMHEHUNY.

Bribepure ouH OTBET:

a. TOKJIa/iHas 3arucKa

b. cnyxeOHas 3amucka

C. OT3bIB

d. akr.

Bomnpoc 25

Kakoif pa3HOBHIHOCTH JOKJIATHBIX 3aIHCOK COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTHKA: «ITH
JOKJIaJHbIe 3amUCKd HHQOPMHUPYIOT O 3aBepuieHMH paldoThl, €€ JTama, BBHIMOJIHEHUHM YKa3aHUM,
paclopsKEHUH U T.IL».

BriGepute oquH OTBET:

a. nH(pOpMaIMOHHAS

b. MosicHUTENbHbIE

C. OTYETHBIC

d. HHULIMATUBHEIE

Bompoc 26




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

Kakomy Buay UMHQOPMALMOHHO-CIPABOYHOM  JOKYMEHTAllMM  COOTBETCTBYET  CIlEIyIOLIee
ornpeneneHue: «ITO0 JTOKYMEHT, COCTABJICHHBIM Ul MOATBEPXACHUS YCTAaHOBJICHHBIX (DaKTOB, COOBITHH,
NICUCTBUITY.

Bribepurte ouH OTBET:

a. aKT

b. mpoToko

C. IUCbMO-TIOATBEPXKICHHE

d. cnpaBka

Bomnpoc 27

Kakomy Buay uH(GOPMALMOHHO-CIIPABOYHOM  JOKYMEHTAllMM  COOTBETCTBYET  CJEIylollee
ornpeneneHue: «ITo JOKYMEHT, COAEpKaIllMKA NepeunCIIeHue JIUL, IPeIMETOB, 0OBEKTOB B ONpPEIEICHHOM
HOpPSI/IKE, COCTABIICHHBIN B LIESIX HHPOPMHUPOBAHUS WU PETUCTPALIII.

BriGepute oquH OTBET:

a. IepeyeHb

b. cipaBka

C. CBOJIKa

d. cnucok

Bompoc 28

[Tponomkure onpenenenue: Gopmysp-odpaser — 3To ...

Bribepurte oquH OTBET:

a. HabOp PEKBU3UTOB, UIACHTU(PULIUPYIOIIUX aBTOPa O(PUIIUATIBHOTO MUCBbMEHHOTO JJOKYMEHTa

b. Mozenb MOCTPOEHHs JOKYMEHTa, YCTaHaBIMBAIoOIas o0JacTh MPUMEHEHUs, (popMaThl, pazMepbl
noJel, TpeOoBaHMs K MOCTPOSHUIO KOHCTPYKIIMOHHON CETKH U OCHOBHBIE PEKBU3UTHI

c. Habop PEKBH3UTOB O(QUIHATHLHOTO MHUCbMEHHOTO JIOKYMEHTA, PACHOJOXKEHHBIX B ONpPEACICHHON
110CJIEI0BATENbHOCTH

d. TumoBas Mopenb, conepKamias COBOKYIMHOCTb OOS3aTENbHBIX PEKBU3UTOB, CBOMCTBEHHBIX
JOKYMEHTaM YHU(UIUPOBAHHON CHCTEMBl OPraHU3alMOHHO-PACHOPSAUTENIBHOM TOKYMEHTalluu |
PacIoIOKEHHBIX OMPEACICHHBIM 00pa3oM.

Bomnpoc 29

Kaxoil peKBU3HUT, pacoI0KEHHBIN BbIIIE TEKCTA, OTHOCUTCS K 3ar0JIOBOYHON YacTH:




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

BriGepute oquH OTBET:

a. rpu¢ yTBEepKICHUS

b. cChUIKa Ha PEruCTPAIMOHHBIA HOMEP U AaTy JOKYMEHTa
C. PE30JIIOIHS

d. oTMeTKa 0 KOHTpoJIe.

29. Utorosblii TecT (2 Kypc)

Bompocl

JleTebHOCTh 10 YCTaHOBJICHUIO M IIUPOKOMY MHOTOKPATHOMY HCIIOJIb30BAaHHIO TPEOOBAHMIA, HOPM,
NpaBUJI U XapaKTEPUCTHK, KaK O0SA3aTENbHBIX JUIS BBIMOJHEHHS, TaK U PEKOMEHIYEMBIX, B LEJIX
JOCTHOKCHHS ONITUMAJIBHON CTEMEHU YIOPSATOYCHHOCTH B TOW WIJIM HHOU 00J1acTH

Bribepute ouH OTBET:

a. TApMOHU3AIUS

b. crangapTuzanus

C. CUCTeMaTH3aIUs

d. yandukanus

Bomnpoc3

[IponomkuTe onpeneneHre: cucTeMa JOKYMEHTauu — 3T0. ..

BriGepute oquH OTBET:

a. COBOKYITHOCTb JIOKYMEHTOB, CBSI3aHHBIX MPOLIETypOi IPUHATHS YIPABICHYECKOT'O PEIICHUS

b. pa3HOpOIHBIE TIO CBOEMY IMPOUCXOKICHUIO, Pa3HOOOpa3HbIE MO BHIIOBOMY COCTaBY JOKYMEHTHI,
00pa30oBaBIIMECs B MPOLIECCE AEATEILHOCTH OTACIBHOTO (PU3HMUECKOTO JIUIIA

C. COBOKYITHOCTh JIOKyMEHTOB, B3aHMOCBSI3aHHBIX ITOJI TPU3HAKAM MTPOMCXOXKACHNUS, HA3HAYCHHUS, BU/IA,
cdepsl AesITeIbHOCTH, EAIUHBIX TpeOoBaHUN K 0(hOpMIICHHUIO

d. JOKyMEHTBI M MAacCHBBI JIOKYMEHTOB B HH(OPMAIMOHHBIX CHCTEMax, YIOPSIOYCHHBIC
oTpeieIEHHBIM 00pa3oM

Bonpoc 4

OcHoBHas KJIaccU(pUKAIMOHHAs AMHUIA B (PYyHKIIMOHAIBHOM KilacCU(PUKALMU TOKYMEHTOB

BriGepuTe oquH OTBET:

a. OJUTMHHUK JOKYMEHTa




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

b. nemo

c. IyOJIMKaT JOKyMEHTa

d. Bua moKyMeHTa

Bomnpoc 5

Knaccudukanus JOKyMEHTOB Ha MHIWBUIYyaJbHbIE, TpadapeTHble, MPUMEPHbIE OCYIIECTBISETCS IO
CJIEYIOIIeMY OCHOBaHHIO

BriGepute oquH OTBET:

a. CTETNEeHb CII0KHOCTHU

b. creneHb TOYHOCTH

C. CTEeNeHb YHU(DUKAUT

d. cTerneHp OTKPBITOCTH

Bompoc 6

biank mokymeHTa — 371o0...

Bribepure ouH OTBET:

a. HaOpaHHBIN HA KOMITBIOTEPE TUITOBOW JJOKYMEHT

b. TOKyMEHT, OTIIEYaTaHHBIN B TUIIOTpaduu

c. HabOp PEeKBU3UTOB, HICHTUPHUIIMPYIOMNUX aBTOPA OQUIIHATIBHOTO JOKYMEHTA
d. TOKYMEHT C MOBTOPSIOIIUMCS TEKCTOM

Bomnpoc7

OyHKIMOHATBHAS KTacCU(DUKAIHS TOKYMEHTOB OCYIIECTBISETCS 10 CICAYIOIIEMY OCHOBAHUIO
BriGepuTe oquH OTBET:

a. BpeMsl TIOSIBJIICHUS JOKYMEHTA

b. uHGOpMAIIMOHHAS COCTABIIAIONIAS JOKYMEHTA

C. croco0 3akperuieHust HHpopMauy Ha MaTepUATHBHOM HOCHUTEE

d. BUJ MaTepuanbHOTO HOCUTENS TOKYMEHTa

Bompoc 8

K «nepBUYHBIM KOMITJIEKCAM TOKYMEHTOBY» MPEANPUITHS OTHOCUTCS
Bribepute ouH OTBET:

a. apXMUBHasl KOJUIEKIIUS

b. rocyaapcTBeHHAsi CHCTEMa CTAaTUCTHKHU




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

. COOpHUK HOPMATHBHBIX JJOKYMEHTOB MPEANPUATHUS
d. moKyMeHTanbHbIH (HOH MPEATIPUATHS
Bomnpoc 9
Komrneke 10KkyMeHTOB — 3T0O
BriGepute oquH OTBET:
a. COBOKYIHOCTh JOKYMEHTOB, B3aUMOCBS3aHHBIX 110 MPU3HAKAM MPOUCXOXKICHH, Ha3HAUCHHSI, BU/IA,
chepsl NeATeTbHOCTH, SAMHBIX TPeOOBaHUN K 0(hOPMIICHHIO
b. MaccuBbI TOKYMEHTHPOBAHHOM MH(pOpMALIUH, YIOPSIOUEHHBIE ONPEIeNEHHBIM 00pa3oM
C. HOMEHKJIaTypa JieJl OpraHu3aluu
d. BUA MHPOPMALMOHHBIX PECYpCOB, MPEICTABICHHBII COBOKYIMHOCTBHIO OTJENBHBIX JIOKYMEHTOB,
MacCHBOB JIOKyMEHTOB B HH()OPMALIMOHHBIX CUCTEMaX
Bompoc 10
JloKkyMEeHTHBIE PECYpPCHI — ITO
Bribepure ouH OTBET:
a. COBOKYIHOCTh JIOKyMEHTOB, B3aUMOCBSI3aHHBIX 10 MpPU3HAKAM MPOUCXOXKACHUS, HA3HAYCHUsI, BUIA,
cdepsl AesITeIbHOCTH, €AIUHBIX TpeOoBaHUN K 0(hOpMIICHHUIO
b. HOMEHKJIaTypa J1e1 OpraHu3aluu
C. MAaCCHBBI JIOKyMEHTHPOBAHHOI HH(OpMAINH, YIOPSAOUEHHBIE ONPeIeIEHHBIM 00pa3zoM
d. Bua MHQOPMAIMOHHBIX PECYpPCOB, MPEACTABICHHBIM COBOKYIMHOCTHIO OTIENIBHBIX JOKYMEHTOB,
MacCHBOB JIOKyMEHTOB B HH(OPMAIIMOHHBIX CHCTEMaxX
Bomnpoc 11
YuauduuuposanHas Gpopma T0KyMeHTa — 3TO
BriGepute oquH OTBET:
a. TOKYMEHT, UMEIOIUI1 TUTIOBOE Co/IepKaHKe U 0(hopMIIeHHE
b. TOKyMEHT, CO3/1aHHbII ¢ MPUMEHEHUEM KOMIBIOTEPHON TEXHUKH
C. (hopMBI IEPBUYHBIX YUETHBIX JJOKYMEHTOB 110 YUETY TPYAa U €ro OIIaThI
d. COBOKYNMHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C pEIIaEMbIMU B JaHHOW cdepe
JeSITeIbHOCTH 33JauaMH U 3a()UKCUPOBAHHBIMH B OIIPE/ICICHHOM IMOPSIKE Ha MaTepUaIbHOM HOCHTEIE
Bomnpoc 12
MeToz COBEpIICHCTBOBAHHUS JOKYMEHTOB U CHCTEM JIOKYMEHTAIUU
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WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN
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BriGepute oquH OTBET:

a. nHpopMaTU3aus

b. cranmapTuzanus

C. CUCTEMHBIN aHaIu3

d. MmogenupoBaHue

Bompoc 13

JloxymeHTanbHBIN (GOHIT - 3TO

Bribepure oquH OTBET:

a. IOKyMEHTbI OpTaHu3all1, OATOTOBJICHHBIE K C/laye B TOCYAapCTBEHHBIN apXUB

b. COBOKYITHOCTh IOKyMEHTOB, 00Pa3yIOMIUXCS B ACSITEIFHOCTH IOPUINYECKOTO WK (PU3NIECKOTO I
3a ToJ

C. IOKyMEHTHI OPTaHU3AIMH, BBIICTICHHBIC K YHUUTOKEHUIO

d. TOKyMeHTBHI, BKITIOUEHHBIE B TabeNb YHUDUIIMPOBAHHBIX (POPM JOKYMEHTOB OpraHU3aINH

KonTpoasHas pabora (2 Kypc)

1. Bl pyKoBOIUTENH S5KOHOMUYECKOT0 OTAena. Bam Heo6Xx0o1umMo mponH(GOPMHUPOBATE PYKOBOAUTEIS
OpraHM3aluH O TOM, 4TO 3aM. oTena o AXY He BBINOIHSACT MPEANUCAHNUS 110 00ECTICYeHHIO Pad0YNX MECT
NPUHTEpAaMH, MHTEPHETOM U B KaOWHETe Ballero OTAesa He MPOBEACH KOCMeTHUeCKuil peMoHT. Odopmure
COOTBETCTBYIOIIHI JOKYMEHT.

2. Bbl ono3nanu Ha paboty Ha 2 yaca. PykoBoacTtBo nmorpeboBano ot Bac o0bsicuenuit. Odopmute
COOTBETCTBYIOIIHH JOKYMEHT.

3. OTpenakTupyiiTe TEKCTHI CIeIyIOMUX JOKYMEHTOB. COCTaBbTE UX MPABUIbHBII BapHAHT.

HToroswlii TecT 3a 2 Kypc

Tembl KypcoBbIX padoT (3 Kypc)

30. Hctopust cTaHOBIEHUS COBPEMEHHBIX (YHKIIMOHAIBHBIX CHUCTEM JOKYMEHTAllMH B
Poccuiickoit deneparumu.

31. OCo0eHHOCTH TOCYJapCTBEHHOM CUCTEMbI HAyYHO-TEXHUUECKOW JJOKYMEHTAIUH.

32. OcobenHoctu WCTIOTb30BAHMS 00IIEPOCCUICKUX KJIacCU(PUKATOPOB

TEXHHKO-D9KOHOMHYECKOI U counaanoﬁ I/IH(bOpMaI_[I/II/I B COBPCMCHHOM ACJIOIIPOU3BOJACTBC.




Kon

Nuaukatop qocTuxeHust

OneHOYHbIE CPEACTBA

WHJUKaTOpa KOMITETEHIIUHT
33.
34. Cucrema MEXIyHapOJHBIX CTaHAAPTOB B 00JIACTH JOKYMEHTOBEACHUSI.
35. AHamM3 CTPYKTYphl JTOKYMEHTaJbHOTO (OHAA OpraHU3aIMH, €ro KadyeCTBCHHAas W
KOJIMYECTBEHHAsI XapaKTEPUCTHKA.
36. KauecTBeHHast 1 KOJTMYECTBEHHAs! XapaKTEPUCTUKA COBPEMEHHBIX apXUBHBIX KOMILJIEKCOB.
OIIK-3.2: 3HaeT MpaBOBbIE HOPMBI U MpPaBUIIA Bomnpocsl k 3auety 1kypc

OpraHM3aluKi,  CHCTEeMaTH3allUH,
KOMILJICKTOBAHUS u yueTa
JIOKYMEHTAJIBHOTO ¥  apXHBHOTO
(GOHIOB OpraHU3aIH

1. OK 011-93 «O6mepoccuiickuii kiaccu(puraTop ympaBiIeHUECKOW JOKYMEHTAIMN» U OTPaKCHHUE B
HEM YHU(DUIIMPOBAHHON CHCTEMBI OPraHU3alMOHHO-PACTIOPSIIUTETHFHON JOKYMEHTAITUH.

2. TpeboBaHus K J€IOBBIM MHCbMaM, CBSI3aHHBIM C paclpoCTpaHEHHEM UH(POPMAIIUH.

3. TpebGoBaHusi K JETOBBIM MHChMaM, CBS3aHHBIM C OOpAIlEHUSMU TIO BBHIMOJHEHHWIO TE€X WU HHBIX
JIEUCTBUIA WJIA OKA3aHUIO YCIIYT.

HTorossiii Tect (3 Kypc)

Bomnpoc 1

OO0pasupl yHUPUITMPOBAHHBIX (OPM JTOKYMEHTOB, pa3pelieHHbIX K MPUMEHEHUI0 B OpraHH3aIiH,

CUCTEMATHU3UPOBAHBI B CIIEIYIONIEM JOKYMEHTE:

Bribepure ouH OTBET:

a. ab0OM YHUGUIIUPOBAHHBIX (DOPM JOKYMEHTOB MPEIITPUSATHUS

b. mepedeHb TUMIOBBIX YIPABIEHYECKUX TOKYMEHTOB MPEIITPUSITUS

c. Tabenb yHUGUIMPOBAHHBIX (POPM JOKYMEHTOB MPEITPUATHS

d. HOMeHKIaTypa JaeN MPeImpPUsITHS

Bomnpoc 2

I'OCT P 7.0.97-2016 «YHuduumupoBaHHbIE CHUCTEMbI JOKYMEHTAIMH. YHHU(HUIMPOBAHHAs CUCTEMa

OpraHU3aI[MOHHO-PACTIOPSAUTENLHON TOKYMEHTAIUH . ..» PETYIHUPYET

Bribepure ouH OTBET:

a. ohopMIIEHHE PEKBU3UTOB IOKYMEHTOB

b. ynpaBneHue 10KyMeHTaMH

C. mpoeKkTupoBaHue ciyx0n1 JJIOY

d. opranuzanuio 10KyMeHT0000pOTa B YUPEKICHUH




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

Bomnpoc 3

COBOKYITHOCTh B3aUMOCBSI3aHHBIX U CTPYKTYPHUPOBAHHBIX JAHHBIX Ha MAIIMHOYHTAEMBIX HOCHUTEISX,
00paboTKa, MOWCK ¥ XpaHEHHUE KOTOPBIX OCYIIECTBISAETCS ¢ ToMoisio 9BM, ato

Bribepurte oquH OTBET:

a. OJICKTPOHHbIE OaHKU JAHHBIX

b. a1eKTpOHHBIEC 0a3bI JAHHBIX

C. DJIGKTPOHHBIE OMOTNOTEKH

d. aeKTpOHHBIE KOMMYHUKATHBHBIC PECYPCHI

Bonpoc 4

DONeKTpOHHbIE WH(GOPMAIMOHHBIE PECYPChl, CO3JaBAaEMble PA3UYHBIMU  TMPEANPUATHIMUA U
HENOCPEICTBEHHO CBSI3aHHBIE C OCYIIECTBICHUEM X OCHOBHOM €ATEIbHOCTH

Bribepute ouH OTBET:

a. BCTPOCHHbIE HHPOPMAIIMOHHBIE PECYPCHI

b. a1eKTpOHHBIE OMOTNOTEKH

C. KOMMYHUKATHBHBIE 3JIEKTPOHHBIE PECYPCHI

d. pacnpenenéunple HHGOPMAIIMOHHBIE PECYPCHI

KonTpoasHas pabdora (2 Kypc)

1. BeI pykoBOIUTENH 95KOHOMUYECKOTO OTAena. Bam Heo6Xx0o1umMo mponH(GOPMHUPOBATE PYKOBOAUTEIS
OpraHHU3aluH O TOM, 4TO 3aM. oTena o AXY He BBINOIHSACT MPEANUCAHNUS 110 00ECTICYeHHIO Pad0YNX MECT
IPUHTEpAaMH, MHTEPHETOM U B KaOWHETe Ballero OTAesa He MPOBEACH KOCMeTHUeCKuil peMoHT. Odopmure
COOTBETCTBYIOIIHH JOKYMEHT.

2. Bbl ono3nanu Ha paboty Ha 2 yaca. PykoBoacTtBo nmorpeboBano ot Bac o0bsicuenuit. OdopmuTte
COOTBETCTBYIOIIHH JOKYMEHT.

3. OTpenakTupyiTe TEKCTHI CIeYIOMUX JOKYMEHTOB. COCTaBbTE UX MPABUIbHBII BapHAHT.

Bomnpoc 7

B kakoMm komoBOoM 0003HaueHNH YHHUPULIMPOBAaHHOH Popmbl fokymenTa 05080819, cornacao OKV/],
BEPHO OTPakeHBI IU(PPOBBIE MPU3HAKH KJIaCCU(DUKAIUH:

Bribepurte ouH OTBET:

a. 19 — KOHTpONBHOE YHCIIO, KOTOPOE BBOOUTCA BO HM30EXKaHWE OMMOOK INPH CUYUTHIBAHHH H
UCIIOJIb3YETCsI IIPH MPOBEPKE 3aMUCH KOJa
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Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

b. 80 — moakmacc Qopmbl, T.e. OOIIHOCTH COJEPKAHHMS MHOXECTBa (OPM JTOKYMEHTOB H
HAIPpaBJICHHOCTH UX HCIIOJIB30BaHUA
c. 050 — xmacc QopMmbl, T.e. TPUHAMICKHOCTh YHHU(PUIIUPOBAHHOW (HOPMBI JTIOKYMEHTa K

COOTBETCTBYIOIICH YHHPHUIIMPOBAHHONU CUCTEME IOKYMEHTAIIUN
d. 081 — peructpanmoHHBI HOMEP YHUPHUITUPOBAHHON (DOPMBI IOKYMEHTA BHYTPH MOJIKIIacca

HTorosbliii TecT 3a 2 Kypc
Bormpoc 1
Kakum [TOKyMEHTOM [OJIKHBI PYKOBOJCTBOBATHCS JIE€JIONMPOU3BOJUTENN MPHU JOKYMEHTHPOBAHUU
3TAMoOB TPYJOBOTO IIUKJIA — OT MIPHeMa Ha paboTy HOBOT'O COTPYIHUKA JIO €r0 YBOJIbHEHUS:
BriGepute oquH OTBET:
a. TocymapcTBeHHass cucTemMa JOKYMEHTAllMOHHOTO oOecreueHus ympaBieHus. OCHOBHBIC
nosioxeHus. O6mue TpedoBaHus K IOKYMEHTaM U CITy)K0aM JOKY-MEHTAIIMOHHOTO 00eCTICUeHHS
b.ITOCT PI'OCT P 7.0.97-2016 «YHu¢umnupoBaHHas cucTeMa oOpraHu3allMOHHO-PACTIOPSAUTEIBHOM
nokyMmeHTtanuu. TpeboBaHus K 0pOPMIICHUIO IOKyMEHTOBY
c. Anp060M yHUGUIIMPOBAHHBIX (OPM MEPBUYHON YUETHOW JOKYMEHTAIMH IO y4YeTy TpyAa U €ro
omaThl, yTBepkaeHHbIM [locTanoBienneM ['ockoMcrara Poccuu
d. Obuepoccuiickuil kaccudukaTrop yrnpaBlieHYeCKON JOKYMEHTALUU
Bomnpoc 2
Ha kakuwe BUABI MOApa3AesAOTCS OJNIAHKH JOKYMEHTOB TIO PACIIONOXCHHIO PEKBU3UTOB COTJIACHO
['OCT P 7.0.97-2016:
Bribepurte ouH OTBET:
a. YIJIOBBIE U MPOJOJIbHbBIE
b. 00muii 6maHk, 6J1aHK MMChMa, OJJAaHK KOHKPETHOTO BUAA TOKYMEHTA
c. O;aHK OopraHu3anuy, OJaHK CTPYKTYPHOTO MOApA3JIENeHUs OpraHu3aluu, OJaHK JOJKHOCTHOTO
auna
d. meHTpupoBaHHBIC U (JIarOBBIC
Bompoc 3
Kaxoit Habop mudp B komoBoM o6o3HaueHuU Gopmbl qokymeHTa 0720302 o603HavaeT kiaacc GOpMBI
JTIOKYMEHTA!
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BriGepute oquH OTBET:
a. 20
b. 07
c. 302
d. 203
Bomnpoc 4
Kaxkue crioco0b1 opopmieHust gatel cooTBeTCTBYIOT TpeboBanusim ['OCT P 7.0.97-2016:
.09.03.13;
. 09 mapta 2013 .;
. 09 mapra 2013 roaa;
.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
Bomnpoc5
Kakoe odopmnenne ocHoBaHUS IOKyMeHTa cooTBeTcTByeT TpeboBanusm ['OCT P 30-2003 (B
CKOOKax 0003HAYCH KJIFOYEBOM TJ1arosl pacropsiANTEIbHON YacTH TOKYMEHTA):
Bribepurte ouH OTBET:
a. Ha ocHoBanuu npuka3za MunHucTepcTBa 00pazoBanus u Hayku PD ot 15 suBaps 2013 Nel5 «O
nopsiike nposenenus arrectauuu By308» (IIPUKA3BIBALO)
b. C 1emro UCIONHeHUS TIpUKa3a pektopa o0 ykperuiennn TpyaoBoi aucruiuinasl ([TPEJIAT ATO)
c. B cBs3u ¢ HEOOXOAUMOCTBIO HCTIONHUTD Mpuka3 Munuctepcrsa (IIPUKA3BIBALO)

d. Bo wucnonnenume mnpukaza OAO «MMK» Ne 45 «O mopsake 3akiIOYEeHHs JOTOBOPOB
(ITPEJIAT ALO)

N QNN R W

3aiaHus K NPAKTHYECKOH YACTH 324€Ta ¢ OEHKOH Mo Kypcy «/Jl0OKyMeHTOBe/IeHHe)




Kon

Nuaukatop qocTuxeHust

OneHOYHbIE CPEACTBA

WHNKATOpa KOMIIETEHIINH
1. KommiekcHsbIi aHaIu3 T0MKHOCTHON MHCTPYKIIMHU U €T0 pelaKTHPOBAHME.
2. KoMIiekcHbI aHanu3 YYpEeIUTEIbHOTO TOKYMEHTA U €r0 PEJAKTHPOBAHHUE.
Tembl KypcoBbIX padoT (2 Kypc)
37. bubnuoreuynsie nHGOPMAIIMOHHBIE PECYPChI, JOKYMEHTUPOBAHUE JIEATEILHOCTH OUOIHOTEK.
38. My3elinple MH(POPMAIIMOHHBIE PECYPCHI, JTOKYMEHTHPOBAHHE JCSITCIBHOCTH MY3EHHBIX
KOMILJIEKCOB.
39. Bcrpoennsie u pactipeieiéHHbBIE JIEKTPOHHBIE PECYPChI, UX OCOOCHHOCTH.
40. Knaccudukanus BCTpOGHHBIX HMH(OPMAIIMOHHBIX PECYpCOB MPEINpPUATHS, OCOOCHHOCTH
yIOpaBiIeHUS UMH.
41. XapakTepuCcTUKa pacipeaeIEHHbBIX IEKTPOHHBIX PECYPCOB, 0COOEHHOCTH YIPABICHUS UMH.
42. MecTo, poiib, MEPCHEKTUBBI Pa3BUTHUSL DJIEKTPOHHBIX OUOIMOTEK B CHCTEME JTOKYMEHTHBIX
pecypcos.
OIIK-3.3: PaGoraer c KOPIOPATUBHOMN Bomnpocsl k 3auety 2 Kypc

CHUCTEMON JTOKyMEHTOOOOpOTa, B

TOM  YHCJIE€ DJICKTPOHHOTO, B
COOTBETCTBUM  C  IPaBOBBIMHU
HOpMaMu npogeccuoHaTbHON
cpensl

1. CrpykTypa ynpaBiIeHUECKOro JOKyMeHTa. PeKBU3UT U GopMyJIsip JOKYMEHTA, X Pa3BUTHE.

2. Dopmysap-oOpasel] opraHu3aluoOHHO-PACTIOPTUTEIHLHOTO TOKYMEHTA: 0011ast XapaKTepUCTHKA.

3. TpeboBaHus k G1aHKaM OpraHU3aMOHHO-PACTIOPSAUTENBHBIX T0KYMEHTOB.

4. Texnuueckue TpeOoBaHUA K O(OPMIICHHIO PEKBH3UTOB OpraHU3alMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB.

5. OpraHu3alnroHHO-pacTIOpAIUTEIbHAS JOKYMEHTAIUS: O0IIUE CBEICHHUS.

6. OpraHu3alMOHHO-IIPaBOBasi TOKyMEHTAIMsI: OOLIMe CBEIECHUS.

7. CocraBnenue 1 oopMIIeHHE OCHOBHBIX BUJIOB YUPEIUTEIbHBIX JOKYMEHTOB.

8. CocraBneHue u opopMIICHHE MOJIOXKEHUH, INTATHOTO pacMCaHus, IPAaBUJI BHYTPEHHETO TPYIOBOTO
pacrnopsKa, UHCTPYKIUA, a AIMUHUCTPATUBHOTO PETJIaMEHTA.

9. TpeboBaHMs K THCbMaM-OTBETAM.

10. TpeboBaHus K MHCbMaM MPETEH3UOHHOTO XapakTepa.

11. TpeboBaHMs K 1€I0BBIM MCbMaM, CBA3aHHBIM C BBIPa)KEHHUEM BHUMAHMS U y4acTHsl.

12. TpeboBaHMs K peKOMEHAATEIBHBIM ITUChMAaM.

13. TpeGoBaHMs K YaCTHBIM (JIMYHBIM) TOKYMEHTAM.

HToroBblii TecT 32 2 Kypc




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

Bomnpoc 1
Kakoii 13 nepeuucieHHbIX PeKBU3UTOB HE OTHOCHTCS K PEKBH3UTAM yIOCTOBEPEHHUS:
BriGepute oquH OTBET:
a. OTTUCK IIeYaTH
b. rpud yTBepKICHHS
c. rpud coriacoBaHus
d. moamnuce
Bompoc 3
Ha xakux ¢opmax mpoctaBisercst Ko popMbl TOKYMEHTA:
Bribepute ouH OTBET:
a. Ha Bcex OJaHKax
b. Ha yHUPHUIMPOBAaHHBIX (hopMax
C. Ha BCeX JIOKyMEHTax
d. Ha HeyHHUUIIMPOBaHHBIX popMax
d. Bce BapuaHThI, Kpome 3
Bomnpoc 4
Kakoii a1eMeHT perucTpalluoOHHOr0 HOMepa IOKyMEHTa SIBJISETCS 0053aTeIbHBIM:
Bribepurte ouH OTBET:
a. MHJIEKC JieNla IO HOMEHKJIAType Jell
b. nuapopmanms 06 UCTIOTHUTENSIX
c. uHopMaIys 0 KOPPECIIOHCHTE
d. mopsiIKOBBI HOMED
Bomnpoc 5
Ha xakux nokymentax HE odopmisercs pekBu3ut «Anpecary:
BriGepute oquH OTBET:
a. cripaBKa
b. nucemMo
C. cimy>keOHast, TOKJIaHas U OOBSICHUTEIbHAS 3aTUCKU
d. momKHOCTHAS UHCTPYKIUS
Bompoc 6




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

BU3BI:

Kakoli pekBU3UT 0popMIIsieTCs TOCIEAHUM MEePE TEM, KaK JOKYMEHT OyAeT OTIpaBJieH Ha XpaHEHHE:
Bribepurte ouH OTBET:
a. OTMETKA O MOCTYIUICHUH JJOKYMEHTAa B OPraHU3alHI0
b. oTMeTKa 00 UCTIOTHUTENE
. Tpu@ yTBEpKICHHS
d. oTMeTKa 00 MCTIOJTHEHNH TIOKYMEHTA U HalpaBJIEHUH €r0 B JIEI0
Bomnpoc 7
OMmbnemy u ToBapHbIi 3Hak HE Bocnipon3BosT Ha OaHKe, €ClTM Ha HEM MTOMEIeH (-a):
BriGepute oquH OTBET:
a. P300S
b. oTTHCK TepOOBOI MeUaTH
c. l'ocynapcTBennsrii rep6 Poccuiickoit @enepamyu
d. moamuce
Bompoc 8
Ha xakoM sKk3eMIuIsipe JeI0BOro MUChMa, MOArOTOBIEHHOM /JIsl OTIPABKH aJipecary, MpOCTaBISIIOTCS

BriGepute oquH OTBET:

a. Ha [IOJUIMHHHUKE, OTIIPABIAEMOM aJapecary

b. Ha KOITUH, ITOMEIIAeMOH B JIEJI0 OpraHH3aI[UH

C. Ha MMCbMaxX BU3bI HE OPOPMIISIIOT

d. Ha O/UTMHHKKE, OTIPABIAEMOM aJpecaTy, U Ha KOIIHH, TOMEIIAEMOU B JICJIIO0 OPTaHU3aIHH

Bompoc 9

Cpenu JIOKaIbHOW OPraHU3alMOHHO-PACTIOPSIIUTEIBHON JTIOKYMEHTAIUN BBICIIHM FOPHINYCCKUM

CTaTycoM obJaiaeT:

OpHJL

Bri6epute oquH OTBET:

a. OpI‘aHI/I?)aI_[I/IOHHa}I ,Z[OKYMGHTaI_[I/IH

b. paciopsauTeIbHAS TOKYMCHTALIHS

C. I/IH(bOpMaI_II/IOHHO-CHpaBO‘IHaH I[OKYMGHTaI_[I/IH

d. Bce rpynmbl OpraHU3alMOHHO-PACTIOPSAIUTEIILHON JOKYMEHTAIIUN 00JIaIaf0T OJIMHAKOBO BBICOKUM
NYCCKUM CTaTYCOM




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

Bomnpoc 10

B kxakoMm psiy Bce IEpeUnCIIEHHbIE BU/IbI JOKYMEHTOB OTHOCSTCS] K OpraHU3allMOHHO-ITPaBOBBIM:

BriGepute oquH OTBET:

a. TOJIOKEHHUE O CTPYKTYPHOM IOAPA3AEIEHNN, TOJKHOCTHAs HHCTPYKLKS, aHAIMTUYECKas! ClIpaBKa

b. mpaBuiIa BHYTPEHHEro TPYIOBOTO paclopsika, AOKHOCTHOW pEerjaMeHT, aJMUHUCTPAaTUBHBIN
peraameHT

C. YCTaB, IITATHOE PACIIUCAHUE, OTYET

d. yupeaurenbHblii oroop; yka3 Ilpesunenra PO; uHCTpyKIMs 10 AETONPOU3BOACTBY

Bomnpoc 11

B xakux opranusanusax moxxetr HE Bectuch kaapoBas TOKyMeHTaLUs:

Bri6epute oquH OTBET:

a. KagpoBasg JOKyMEHTalUsi BEIETCS BO BCEX OpraHuM3alMsX HE3aBUCUMO OT HX
OpraHU3allMOHHO-IIPABOBON (hOPMBI

b. B HEKOMMEPUYECKUX OPraHU3ALUAX

C. B Ka3€HHBIX TOCYJaPCTBCHHBIX YUPEKIACHUAX

d. B akIIMOHEPHBIX 00IIECTBAX

Bomnpoc 12
Kaxue pacniopsauTenbHble TOKYMEHTBI M31AI0TCS IO ONEPaTUBHBIM BOIpOCAM M ISl OpraHU3aLMH

VCIIOJIHEHUS IPYTUX PACIOPSAAUTEIBHBIX JOKYMEHTOB:

Bribepurte o1H OTBET:

a. IPUKa3bl

b. penieHus

C. IOCTaHOBJICHUS

d. pacnopspxeHust

Bomnpoc 13

Kakue pacnopsauTenbHble TOKYMEHTBI OTHOCSTCS K JOKYMEHTaM, CO3/1aBa€MbIM B YCIOBHSX
KOJUIETHAJIbHOCTH

Bribepure ouH OTBET:

a. pelIeHus

b. nmpukassl




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

C. YKa3aHHs

d. pacnopspxeHust

Bomnpoc 14

Uem nucbMo-nipeiokenue (odepra) oTmugaercs OT peKJIaMHOTO MUChMa!

BriGepute oquH OTBET:

d. HalIpaBJACTCA MMPOAABIOM IMOTCHIUAJIBHBIM IMOKYIIATCIIAM € NPCIJIOKCHHUEM TOBAPOB UJIN YCIIYT

b. HE CBSA3BIBAET MPOAABIIA 00S3aTEIILCTBOM MPOAATh TOBAP

C. COICPKUT HAMEPEHHE 3aKITIOYHUTh CCIKY C YKa3aHUEM €€ KOHKPETHBIX YCIOBUN

d. cTUuMynUpyeT HHTEPEC K TOBAPY U KEJIAHHUE €Tr0 MPUOOPECTH

Bompoc 15

Kakoit kiaccuukaMOHHBIN TPU3HAK TIOJO0KEH B OCHOBY JEJICHUS JCIIOBOM TMEPENUCKH Ha
ouLMaNbHYIO U TUYHYIO:

Bri6epute oquH OTBET:

a. M0 Ha3HAYCHHIO

b. mo MecTy HaXOXACHUS aapeca

C. 110 TIOJIOKEHUIO B CUCTEME JOKYMEHTO000pOTa

d. Mo MoNoXeHHIo B HepapXuu yrnpaBiICHU

Bompoc 16

Kakue mnucbMa MOAMUCHIBAIOTCS JBYMS JIMIIAMU — PYKOBOJUTEJIEM OpPraHU3alMd U TJIaBHBIM
Oyxrajirepom:

BriGepute oquH OTBET:

a. MICbMa-3arpoCkl

b. rapanTuiiHbIE THCHMA

C. COIMIPOBOAUTCIILHBIC TTMCbMaA

d. pexyiaMHBIE THCHMA

Bompoc 16

Ha xakom u3 nH(pOpManmoHHO-CIPaBOYHBIX JOKYMEHTOB MOXKET OBITh 0(hOpMIIEH TPU( YTBEPKICHHUS:

Bribepurte oquH OTBET:

a. CIIUCOK

b. cnpaBka




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

C. aKT
d. cmyxeOHas 3amucka

Bomnpoc 17

Kakast pa3HOBHIHOCTB 3amiCOK 0OopMIISIeTCS Ha OJTaHKEe OpraHU3alluu:

BriGepute oquH OTBET:

a. 00BbSICHUTEIIHbHAS 3aITUCKa

b. BHENIHSS JOKJIaIHAS 3aMHCKa

C. cimy>keOHasl 3amucKa

d. BHYTpeHHsIs JOKJIaIHAsI 3aITHCKa

Bompoc18

Kaxoit Buj 3anmucku 00s13aTEIbHO PETUCTPUPYETCS:

Bribepurte ouH OTBET:

a. BHEIIHSS JOKJIa/IHAs 3aIicKa

b. BHyTpeHHSISI JOKJIaIHAs 3aIcKa

C. 00bsSICHUTENIbHAS 3aIICKa

d. cmyxeOHas 3amucka

Bomnpocl9

Ha xakuie pa3HOBUAHOCTH IEJATCS TOKJIQIHBIC 3aMICKU 110 XapaKTepy COJEpKaHUs U HA3HAUCHUS:
BriGepute oquH OTBET:

a. BHYTPCHHHE U BHEIITHHE

b. ourmanpHbIC U THYHBIE

C. Pa3bSACHUTENBHBIE M ONPABIATEIbHBIE

d. nHUIIMaTHBHBIE, MH)OPMAIIMOHHBIE U OTYCTHBIC

Bormpoc20

Kakum 10KyMeHTOM HE00X0AUMO OPOPMHTD PE3YJIbTAThl PEBU3HHU OTeIA MPOJaK OPTaHU3AIHH:
Bribepurte ouH OTBET:

a. CIIpaBKOM

b. akToM

¢. "H(GOPMAIIMOHHBIM MHUCEMOM

d. cBOJKOIA.




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

Bomnpoc 21
KakoBo MUHUMAaNEHOE KOTUYECTBO JIML, ITOANUCHIBAIOLINX aKT:
BriGepute oquH OTBET:
a. O/IUH
b. Tpu
C. 1Ba
d. geTsipe.
Bompoc 22
Ha xakux pabotHukoB HE 3aBoauTtcst muuHas kapTodka:
Bribepute ouH OTBET:
a. Ha paOOTHUKOB, IPUHATHIX HA MTOCTOSTHHYIO padoTy
b. 3aBoaMTCS HA BceX PaOOTHUKOB MPEANPUATHS 0€3 NCKIIOUEHUS
C. Ha paOOTHUKOB, IPUHATHIX HA BPEMEHHYIO paboTy
d. Ha paOOTHUKOB, MIPUHATHIX Ha PaOOTY 110 COBMECTUTEIILCTBY
Hrorosslii Tect (2 Kypc)
Bormpoc 1
K opranuzaiimoHHbIM TOKyMEHTaM MPEANPUSATHS OTHOCSTCS BUJIbI TOKYMEHTOB:
Bribepure oquH OTBET:
a. aKT
b. JOKHOCTHAS MHCTPYKIUS
C. TEXHUYECKHE yCIIOBUS
d. pacnopsokenue
Bomnpoc 3
C noMoI1IbI0 OTYETHBIX IOKYMEHTOB pPeaIn3yeTcs ynpaBieHueckas (pyHKIus
BriGepute oquH OTBET:
a. PeryJIUpPOBaHUSA JACSITEIBHOCTH MPEIIPUATHS
b. KOHTPOJIS AEATETLHOCTH PEITPUITUS
C. HOPMATUBHO-METOJUYECKOr0 00ecreueHus yIpaBiIeHUs IPEANpUITHEM
d. opranu3zanuu AeATeIbHOCTH IPEIIPUITUS
Bompoc 2




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

CoOBOKYIHOCTh JOKYMEHTOB, 00Pa30BaBIINXCS U HAKOIUICHHBIX B MPOIECCE EATENbHOCTH OTIEIHHOTO
(¢u3uUecKoro JuIa, 3TO

BriGepute oquH OTBET:

a. pacnpenenéHuble HHPOPMAIIMOHHBIE PECYPCHI

b. BcTpoeHHbIe HH()OPMAITMOHHBIE PECYPCHI

C. IepCOHAaTbHBIC HH(OPMAIMOHHBIE PECYPCHI

d. cratuctuueckre HHGOPMAIIMOHHBIC PECYPCHI

Bompoc 3

C momol1IpI0 OpraHU3aMOHHO — IPABOBBIX JOKYMEHTOB pealu3yeTcs yrnpaBieHueckas (pyHKIus
Bribepure oquH OTBET:

a. HOPMAaTUBHO-METOAMYECKOr0 00ecreueHNsl yIpaBIeHUs NPeaIpUsITieM

b. KOHTPOJS AEITETLHOCTH TIPEITPHUSITHS

C. OpraHu3alNu JAesITeIbHOCTU MPEeAPUITHS

d. perynupoBaHust ESATEIHHOCTH MPEATPUSTHUS

Bomnpoc 4

Komno3unus nucema — 370...

BriGepute oquH OTBET:

a. MOCJIeIOBATENILHOCTh PACTIONOKEHUS TPEUIOKCHHII B TEKCTE JOKYMEHTA

b. «sa3piK0Bas hopmysia» mUChMa

C. pacmoJio’KeHUE PEKBU3UTOB MIChMA U HJIEMEHTOB TEKCTa Ha OJIaHKe

d. mocnenoBaTeabHOCTh B3aMMOCBA3aHHBIX CMBICIIOBBIX YacTel, 00beIMHEHHBIX €IMHCTBOM TEMBbI
Bomnpoc 5

VYkaxxuTe BUA JOKYMEHTA, BBIACISIEMbI M0 (YHKIUU YIIPaBICHUS

Bribepute ouH OTBET:

a. 10che

b. oTuér

C. OJIEKTPOHHBIN TOKYMEHT

d. ankera

Bomnpoc 6

K uadopmManmoHHO-CIIPaBOYHBIM JOKYMEHTaM OTHOCSITCSI:
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WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

BriGepute oquH OTBET:

a. IpuKas3

b. ycras

C. 00BIACHUTENBHAS 3aIIHCKA
d. mocTraHoBJIeHUE

Kontpoasnas padora (2 kypc)

1. Bbl pyKkoBOIMTENb SKOHOMUYECKOT0 O0T/Iena. Bam HeoOxo1uMo nponH(pOpMUPOBATh PYKOBOAUTES
OpTaHM3AIMH O TOM, YTO 3aM. oTJena Mo AXY He BBIMOIHIET IPEIMUCAHNS 10 00ECTIeUeHUI0 PA00UNX MECT
IMPUHTEPAMH, HTHTEPHETOM U B KaOMHETE BaIIero OT/JeNa HE MPOBEACH KocMeTudeckuit peMoHT. Odopmure
COOTBETCTBYIOIIUHN JOKYMEHT.

2. Be1 ono3nanu Ha paboty Ha 2 daca. PykoBoncTBo moTpeboBano ot Bac oObscHennii. Odopmure
COOTBETCTBYIOIIUHN JOKYMEHT.

3. OTpenaKkTUPYHUTE TEKCTHI CIEAYIONUX JOKYMEHTOB. COCTaBbTE UX MPABUJIIbHBIA BapUAHT.

HUToroBblii TecT 32 2 Kypc

Bomnpoc 1

Kaxkoif pa3sHOBHIIHOCTH MHCHbMa COOTBETCTBYET Cienyromias si3bikoBas Gpopmyna: «lIpencrasnsto Ha
YTBEPKACHHUE MTPOEKT IJIaHA...»:

Bribepute ouH OTBET:

a. COPOBOAUTEIHHOE MUCHEMO

b. mpockba

c. opepra (IpeasIoKeHHE)

d. mpencrasieHue

Bomnpoc 2

Kakum moxymeHTOM HeoO0Xoammo ohopMHUTh BO M30€KaHUE HApyIICHHUS HOPM TpymoBOTO Kojekca
MUCbMEHHOE HAallOMMHAHHUE O HEOOXOIMMOCTU SBUTHCS JUISI MOJYYEHHs] TPYJOBOW KHUXKKU YBOJEHHOMY
paboOTHUKY, HE TTOJIYYUBIIEMY €€:

BriGepute oquH OTBET:

a. (hakcorpamma

b. SMS-coo6mienue

C. QIIEKTPOHHOE COOOIICHHE




Kon Nuaukatop qocTuxeHust

OneHOYHbIE CPEACTBA
AHIAUKATOpa KOMIICTCHIIUN

d. 3aka3HoE MUCHMO.

Bompoc 3

B kaxoif ToKyMeHTaIuu 3aKpeIuieH0 COKpPAIIeHHOe HAUMEHOBAaHUE OPTraHU3alluU:

Bribepute ouH OTBET:

a. OpraHu3alMOHHON

b. pacnopsAUTENbHOM

C. yUpPEIUTEIbHOMU

d. naDOpMALIMOHHO-CITPABOYHON

Bonpoc 4

Kakue pekBU3UTHI COCTABIISAIOT CIIPABOYHYIO HHPOPMAIIHIO 00 OPTaHU3alUHU-aBTOPE JOKYMEHTA:

BriGepute oquH OTBET:

a. KOJl OpraHu3aIliy, CIipaBOYHbIC JaHHBIE 00 OpraHu3auu, Koa Gopmbl JOKYMEHTa

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

C. CTIpaBOYHBIC JaHHBIC 00 opranmu3anuu, ko opranuzamuu, OI'PH, MTHH/KITIIT

d. HamMeHOBaHME BBIIIECTOSIIEH OpraHu3allM, CIpPaBOYHbIE JaHHble 00 OpraHu3aluu, KoJ
OpraHu3aIyu, KoJ GOpMbI JOKYMEHTA.

Bomnpoc 5

Ha 6nankax xakux gokymeHToB HE yka3biBaeTcst HauMeHOBaHUE BUIA JOKYMEHTA!

BriGepute oquH OTBET:

a. CITy>Ke0HOT0 MUChMa

b. TOMKHOCTHOM UHCTPYKIIMU

C. CTIpaBKH

d. cmy>xe0HOM 3aMmuCcKu

Bompoc 6

U3 kakuX KOMITO3UIIMOHHBIX YaCTe COCTOUT MPUBEICHHBINA HUKE TEKCT MUChMa!

B cootBercTBUU ¢ pacniopsokeHueM DenepanbHOro YNpaBiICHHS MO JellaM O HECOCTOATEIHHOCTH
(6ankporctBe) oT 19 okTsa0pst 2004 1. Ne 75-P Hamparmsiem Bam akThl ¢ KOMIUIEKTaMH JOKYMEHTOB IO
IPEITPUATHSIM:

1. BocTpsikoBckuii MsicoriepepadaThIBalOIIMN KOMOMHAT;

2. ®abpuka aetckoit urpymku Ne 3.
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KOMIICTCHIINN
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BriGepute oquH OTBET:

a. BBeJIeHHE 000CHOBaHHE

b. BBelieHUE, 3aKII0UECHUE

c. 000CHOBaHUE, 3aKIIIOYCHUE

d. BBezieHne, 000CHOBAHME, 3aKJIFOUCHUE

Bomnpoc 7

VYkaxkuTe, Kakas U3 STUKETHBIX 3aKITIOYUTENbHBIX (pa3 OyAeT yMECTHOI B TEKCTE JEJIOBOT0 MUChMA:

Bribepurte ouH OTBET:

a. Hapeemcs Ha qiutenbHOE MII0JOTBOPHOE COTPYIHUYECTBO

b. K coxanenuto, MbI TO3JHO MOTYYHIIH BAllle IPEUIOKECHIE U HE CMOTIIA UM BOCIIOIH30BATHCS

¢. Ouenb panpl okazatb Bam ycnyry

d. K cuactpio, Hammu onaceHust 00 0CTAaHOBKE MTOCTAaBOK 000PYAOBaHMS HE MOATBEPANUIIHNCH

Bomnpoc 8

Opranuzanus moJry4usia MUCbMO-TIPOChOY CIEAYIOMIEro COePKaAHUS:

[Ipocum Bac npeaoctaBuTh MECTO ISl MPOXOKACHUS MPEAIUINIOMHOM TPAKTUKUA CTYACHTKE 5 Kypca
OUYHOU (opMBI 00yUYeHHS (aKyIbTeTa MEeAArOTUYECKOr0 00pa3oBaHUs U CEpBUCHBIX TexHonoruii ®I'bOY
BIIO «MarHuTOrOpCKHii TOCYJapCTBEHHBI YHUBEPCHUTET», MO HampaBleHHIO «JloKkyMeHTOBeaeHUEe |
apxuBoBezieHne» MenseneBoit Aune Auzapeesse ¢ 01 ¢eBpans mo 28 mapra 2013 .

VYkaxxuTe, Kakoil U3 BapuaHTOB OTBeTa OyaeT OoJiee MpaBUIbHBIM:

Bribepurte ouH OTBET:

a.

CooOrmraem, 9TO Hallla OpraHU3aIUs MPEJOCTABUT MECTO I MPOXOXKACHUS MPAKTUKU IS Ballei
CTY/ICHTKH.

b.

Ha Bame mnmcemo ot .. Ne .. coolOmaemM, d9YTO TOTOBBI MPEIOCTABUTH MECTO JJIA

IPOXOXKJICHUATIPEAUITIOMHOW TPAKTUKU CTYJIEHTKe 5 Kypca OuyHOW Qopmbl oOyueHUs (akynbreTa
MeJaroruyeckoro  oOpa3zoBanusi u  cepBUCHBIX TexHosormit DI'BOY BIIO «Marautoropckuit
TrOCYJJapCTBEHHBIM YHUBEPCUTET, 110 HAMPABICHUIO «J[OKYMEHTOBEICHUE U apXUBOBEACHNE» MenBeneBon
Anne Anapeesne ¢ 01 despains mo 28 maprta 2013 T.

C.
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CooOmraem, 4To Hallla OpraHU3alys TOTOBA MPEIOCTABUTh MECTO ISl TPOXOKACHUSMPEIAUITIIOMHOMN
NPaKTUKU CTYAEHTKE 5 Kypca o4HOMl (hopMbl 0O0yueHMs (aKyIbTeTa MEeJaroru4eckoro oOpa3oBaHUs H
cepBucHbIX TexHosorud @I'BOY BIIO «MarHuToropckuii rocyIapCTBEHHBIM YHUBEPCHUTET», IO
HarpasieHuio «JlokyMeHToBeieHe 1 apxuBoBeaeHue» MenseneBoit Anne AnzapeesHe ¢ 01 ¢espans mo 28
mapta 2013 r.

d.

YBakaemsle KoJuieru!

Nudopmupyem Bac o Tom, 4TO MBI pajibl MPEAOCTABUTH MECTO ISl MPOXOXKICHUS MPEIIUILIIOMHON
npakTuku Bameit ctynentke MenBeneBoit AHHe AHApeeBHE B 0003HaueHHbIE BamMu cpokw.

Bompoc 9

Kakumu cnoBaMu o/KeH HAUWHATHCS TEKCT MPUKa3a, €CIU €ro U3/1aHre BbI3BAaHO HEOOXOIUMOCTHIO
OCYIIECTBIICHUSI COOCTBEHHOM JESITEILHOCTH 110 HHUIIMATUBE OPTaHU3AIIHH:

BriGepute oquH OTBET:

a. «Bo ucnosnaHenue...»

b. «B cBszu c...»

c. «Ha ocHoBanumu...»

d. «B cooTBeTcTBHH C....»

Bompoc 10

B kakoil yacTM pacmopsauTeNbHOTO JOKyMEHTa HEOOXOJMMO MOMeNIaTh MepevyeHb JOKYMEHTOB,
YTPATUBIINX CHITY WM TIOJIJICKANINX U3MEHEHHUIO B CBS3H C M3/IaHUEM JAHHOTO aKTa:

BriGepute oquH OTBET:

a. B MEPBBIX MyHKTaX PacIOPSIAUTEIHLHON YacTh

b. B KOHCTATUPYIOIICH YacTH

C. B KOHIIE TEKCTa

d. B m0060M ITyHKTE PacoOpsIUTEILHON YacTH

Bompoc 11

VYkaxute BapuadT opopmiieHus: oTMEeTKH 00 ucrnonauTene, ycranobieHnbii [[OCT P 6.30-2003:

Bribepute ouH OTBET:

a.

Ilecmpsxosa Onvea I'ennadvesna
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Ten. 22-34-75
b.
Ilecmpsaxosa O.I'.
22-34-75
c.
O.I'. [lecmpsikosa
223475
d.
HUcn. I[lecmpsaxosa Onvea I ennaovesna
22-34-75
Bomnpoc 12
Onpenenure, K KAKOMY OPTaHU3AIMOHHOMY JTOKYMEHTY OTHOCHUTCS MpEAiaraeMblii )parMeHT TeKcTa
JIOKYMEHTA!
1. Qupmennoe HaumeHo8aHue u MeCMOHAXOAHCOeHUe 0Ouecmsa
1.1.1lonneim  pupmennvivm HaumenosaHuem obdbwecmea seigemcs. OOwecmeo ¢ 02pAHUYEHHOU
omeemcmeennocmovio « MUPy». Cokpawennoe gpupmennoe naumenosanue oouecmea — OO0 « MUPy.
1.2. IOpuouueckuii aopec oowecmesa. yi. Cpeouzemnomopckas, 0.1, e. Maenumoeopck, Yensounckas
06x., Poccus, 455012.

Bribepurte o1H OTBET:

a. TIOJIOXKEHHUE 00 OpraHU3aIuI

b. ycras

C. MpaBuUJia BHELIHEH MepenucKyu OpraHu3anuu

d. MHCTPYKLHS IO AETOMPOU3BOJICTBY

Bomnpoc 13

Bribepure mpaBWIBbHBI BapuaHT O(OPMIICHUS TMOANMKMCH B PACIOPSIAUTEIHHOM JIOKYMEHTE
opraHu3aIyu (mpukKase, pacropsKEHUN ):

Bribepurte oquH OTBET:
a.
['eHepanpHbIN JUPEKTOP [Toanuce M.II. bensikoB
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12.12.2013
b.
['enepanbHbIi TUPEKTOP
000 «Kommac» Iloamnuce M.II. benskon
12.12.2013
C.
I'enepanbHbIi TUPEKTOP
000 «Kommac» Iloamuce M.II. benskon
d.
I'enepanpHblii TUPEKTOP [Hoanuce M.II. bensikos
Bomnpoc 14
B kakom manexe yka3pBalOT HAaMMEHOBAHWE OPraHM3alMU M €€ CTPYKTYPHOIO MOJpa3/iejieHUsl B
PEKBH3UTE «Anpecar:
Bribepurte o1H OTBET:
a. B pOJAUTEIHLHOM
b. B UMEHUTEIHHOM
C. B JaTCIbHOM
d. B mpenioxxHOM
Bomnpoc 15
Vxkaxxute BEPHOE Bricka3siBanue:
BriGepute oquH OTBET:
a. Ha Omanke mucpMa TpPOCTABISETCS OTPAHUYUTENIbHAS OTMETKa Juisi pekBu3uTa «(CchlTka Ha
PErUCTPAIIMOHHBIA HOMED U ATy TOKYMEHTa» CJICIYIONUM 00pa3oM: « oT »
b. CBenenus B pekBusnTe «CChITIKAa HA PETUCTPAIIMOHHBIN HOMED U JIaTy TOKYMEHTa) MPUCBAUBAIOTCS
OpraHu3aIMen-aBTOPOM OTBETHOTO MTMChMa
c. PexBusur «Cchulka Ha JaTy W PETUCTPAIMOHHBIA HOMEpP JOKYMEHTa» 3aloJjHAETCS B
MPEUMYILECTBEHHO B MMCbMax-0TBeTax. CBEIEHUS B PEKBU3UT MEPEHOCITCA € MOCTYMHUBIIETO IOKYMEHTA
d. Yka3anue JaHHBIX O MOCTYIUBIIEM MHUCHME Ha OJaHKE MHChbMa B BUJE OTACIHHOTO CCHUIKH Ha
PErUCTPAIIMOHHBIA HOMEDP M JIaTy JTOKYMEHTA HE MCKIII0YaeT HEOOXOIUMOCTH CChUIATHCA Ha HUX B TEKCTE
OTBETHOI'0O NIMChMa: B HA4aJIe TEKCTa MUChMa Beeraa ciuenyer nucate «Ha Bam Ne ... ot ...»
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Bomnpoc 16
Kaxkoe kogoBoe o6o3Hauenue Ha gjokymeHTe HE unentudunupyer aBropa:
BriGepute oquH OTBET:
a. OI'PH
b. MHH/KIIIT
c. OKY [
d. OKIIO
Bompoc 17
Kakas s3pixoBasi popmysia yMecTHa B 3asIBJICHUU:
Bribepute ouH OTBET:
a. «B MO€i Mpocb0e MpoIly He 0TKA3aTh...»
b. «3apaHee MpU3HATEICH»
c. «BecbMa yOeautensHo Bac npoury»
d. «npomry Barero cornacus Ha...»
3ajaHusl K NIPAKTHYECKON YaCTH 3a4eTa ¢ OLEeHKON 1o Kypcy «loKkyMeHTOBeaeHue)

I. KommuiekcHbIi aHalIu3 TOKHOCTHON MHCTPYKIIMH U €70 PeJaKTHPOBAHUE.

2. KommiekcHbIN aHaIu3 yuYpeaUTENbHOIO IOKYMEHTA U €0 PeIaKTUPOBAHUE.

3. KoMInekcHpli aHanu3 NOoJI0KEHUS 10 OCHOBHOM JESATEIILHOCTH U €r0 PETaKTHPOBAHHUE.
4. KomniekcHbIi aHaIu3 pacropsKeHUs.

5. KommuiekcHbIi aHau3 npukasa o OCHOBHOU JEATEILHOCTH U €T0 PEJaKTUPOBAHUE.
6. KommiekcHbIi aHaIu3 NOCTAaHOBJIEHHUS M €TI0 PEJAKTUPOBAHUE.

7. KoMInekcHpli aHanu3 pelieHns U ero peJakTHPOBAHHUE.

8. KommiekcHbIi aHaIu3 yKa3aHUs U €ro peIaKTUPOBAHMUE.

9. KommuiekcHbll aHaU3 CITy>K€OHOTO MUChMa U €r0 pelakTUPOBAHHE.

10. KommuiekcHbIi aHamu3 MpOTOKOJIA U €r0 peIaKTUPOBAHHUE.

11. KoMInekcHpli aHanu3 akTa U €ro peJakTHPOBAHUE.

12. KoMruekcHbIi aHamn3 ciry>kKeOHOM 3alMCKU U €€ pelakKTHPOBaHHE.

13. KommuiekcHbIH aHaIH3 CIIpaBKy U €€ peJaKTHPOBAaHUE

IIpakTHyeckoe 3alaHue K 324€Ty C OLEHKOMH
[TpousBecTn QOpMYJIApHBIN aHAIM3 OJHOrO JOKyMeHTa (1o BbIOopy mpenopasartens). K kakoi
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CHUCTEME, TIOJICUCTEME JOKYMEHTAIIMH OTHOCUTCS JAaHHBIM TOKyMEHT. B Kakoli/ne KOMIUTIEKC/bI MOKET BOUTH
AQHAJIM3UPYEMBINA TOKYMEHT.

BapuaHTbl npuioxeHuit

BapuaHnT 1 - cripaBka KOHKpETHON OpraHHU3aluu

BapuaHT 2- nucbM0O KOHKPETHOM OpraHu3anuu

BapUaHT 3- NMpUKa3 KOHKPETHON OpraHu3aIun

Bapuant 4 - pacnopsskeHue KOHKPETHOM OpraHU3aluu

BapuaHT 5- akT KOHKPETHON OpraHu3alyuu

Tembl KypcoBbIX padoT (3 Kypc)
1. OcoGeHHOCTH cocTaBieHUs, 0QOPMIICHUS U UCTIOIb30BaHUS HOMEHKIIATYPHI /1€ OpraHU3alllu.

2. TaGenbp dopm MOKYMEHTOB M AJb00M (OpM JTOKYMEHTOB OpPraHU3allMd KaK MHCTPYMEHT
COBEPILIEHCTBOBAHUS JOKYMEHTALIMOHHBIX POLIECCOB.

3. Posib 1 MecTO yupenuTenbHBIX JOKYMEHTOB B YIPaBICHUH OpraHHU3alieil, 0cOOEHHOCTH UX
cocTaBleHUs, OhOPMIICHUS ¥ PETHCTPAIIHH.

4. Ponp u MecTo OpraHM3allMOHHO-IIPABOBBIX JIOKYMEHTOB B YIIPABIEHUU OpraHHU3alueil,
0COOEHHOCTH COCTaBICHUS U O(hOPMIICHUSI.

5. Posib 1 MecTO pacnopsIUTENbHBIX JOKYMEHTOB B yIPaBICHUN OpPraHU3alMel, MOPSI0K UX
COCTaBJICHUS, OPOPMIICHHSI U UCTIOJIHEHHSL.

6. CocraBnenue u odopmieHHEe JOKYMEHTOB, HCIOJb3YEMBIX JI1 ONEPATUBHOM Mepenadyu
uHpopMaun

7. PazHoBugHOCTH CITy’K€OHBIX MHCEM, OCOOCHHOCTH WX COCTaBIICHUS U O(DOPMIICHHS.

8. Ponp u MecTto MHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPaBIEHWU OpraHU3allneH,
O0COOEHHOCTH MX COCTaBJICHUS U 0OPMIICHHUS.

9. Ponp m Mecro yHUUKANUKU JOKYMEHTOB B COBEPIICHCTBOBAHUHU JIOKYMEHTAIIMOHHBIX
MPOLIECCOB, HAIIPABIICHUS U 3TAIbl YHU(DUKALIUH.

10. B3aunmocBs3b conepxanus U GOpMbI JOKYMEHTa, OCOOCHHOCTH WX YHH(PUKALINH.

3ajaHus K NIPAKTHYECKON YaCTH 3a4eTa ¢ OLeHKON 1o Kypcy «lokyMeHTOBeneHue)

1. KoMrnekcHbIii aHanu3 T0JDKHOCTHON HHCTPYKIIMH U €T0 peaKTHPOBaHHUE.

2. KommiekcHbIN aHaIu3 yUYpeaAUTENbHOIO IOKYMEHTA U €r0 PeIaKTUPOBAHMUE.

3. KommuiekcHbIN aHaJIU3 MOJI0KEHHS IO OCHOBHOM JIESITEIBHOCTU U €r0 PEAAKTUPOBAHUE.
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4. KomniekcHbIN aHamu3 pacrnopsKeHUs.

5. KommuiekcHbIi aHau3 npukasa o OCHOBHOU JEATEILHOCTH U €T0 PEJaKTUPOBAHUE.
6. KommiekcHbIi aHaIu3 NOCTAaHOBJIEHHUS M €T0 PEJAKTUPOBAHUE.

7. KoMInekcHpli aHanu3 pelieHns U ero peJakTHPOBAHHUE.

8. KommiekcHbIN aHaIu3 yKa3aHUs U €ro peIaKTUPOBAHUE.

9. KommuiekcHbll aHaU3 CITy>K€OHOTO MUChMa U €r0 pelakTUPOBAHHE.

10. KommiekcHbIl aHanu3 MpOTOKOJIA U €r0 peIaKTUPOBAHHUE.

11. KoMInekcHelii aHanu3 akTa U €ro peJakTHPOBAHHUE.

12. KoMruekcHbIi aHamn3 ciry>kKeOHOM 3alMCKU U €€ pelakKTHPOBaHHE.

13. KommuiekcHbIH aHaIHM3 CIIpaBKH U €€ peJaKTHPOBAHUE

IIpakTHyeckoe 3ajaHue K 324€Ty C OLEHKOI
[TpousBectn GopMyISIpHBIA aHAIM3 OAHOTO JOKyMeHTa (To BbIOOpY mpemomaBarens). K kakoit

cucTeMe, OJCHCTEME JOKYMEHTALMU OTHOCUTCS TaHHBIN IOKYMEHT. B KaKkoii/ue KOMIUIEKC/bl MOKET BONTH
AHAIN3UPYEMBIN JOKYMEHT.

BapuaHThbl NpHJI0KEeHU

BapwuanTt 1 - cnpaBka KOHKPETHON OpraHu3alu
BapuaHT 2- nMcbMO KOHKPETHOM OpraHu3aluu
BapHaHT 3- MpHUKa3 KOHKPETHON OpraHu3aifuu
Bapuanr 4 - pacniopspkeHre KOHKPETHOM OpraHu3aluu
BapuaHT 5- akT KOHKpETHOM OpraHu3anuu

OIIK-2: Cnoco0eH HAXOAUTh OPraHM3ALHOHHO-YII

aBJICHYECKHE pPelleHNs NP pelleHnH 3a1a4 B cepe cBoeil NPohecCHOHAIBLHOM 1eATeJIbHOCTH

OIIK-2.1:

Omnpenenser nend ©W  3a0a4yu
ymnpaBieHuss B cdepe  cBoei
poeCCHOHATBHON JIEATETLHOCTH

Bomnpocs! k 3a4ery 2 Kypc

PN R DD =

OcHoBHBIE (PYHKIIMOHATILHBIE CUCTEMBI IOKyMeHTauuu B Poccuiickoit denepanmu.
CranpapTusanus 1 yHUpUKaLUa JOKYMEHTOB. Y HU(QHUIMPOBAHHBIE CUCTEMBI IOKYMEHTALIUH.
Knaccudukaropsl JOKyMeHTHPOBAaHHON HH(OPMAIIH.

Oprann3anroOHHO-PACIIOPAIUTENBHAS JOKYMEHTALUS

TpeboBanus K 0(OPMIICHUIO CIIPABOK.

TpebGoBanus K 0OPMIICHUIO CBOJIOK, 3aKITIOUEHUH, OT3HIBOB.

TpeboBanust Kk 0(OPMIICHUIO TIEPEYHEH, CITICKOB.

TpeOoBaHMs K TEPBUYHOM YIETHOM TOKYMEHTAIIUHU T10 JIMYHOMY COCTaBY.
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9. TpeGoBaHMs K COMPOBOAUTEIHHBIM IMUChMaM.

10. TpeboBanus Kk 0(OPMIICHUIO aKTOB.

11. TpeboBanus K 0OPMIICHUIO TOKJIATHOM, CITy’)KEOHON U 00BSICHUTEIILHOMN 3aIUCOK.
HUTorosslii TecT 32 3 Kypc
Bomnpoc 1

KTo0 odopMmiisieT yueTHBIE TUYHbIE KAPTOUKH:
BriGepute oquH OTBET:
a. pabOTHUK IO KaJpam
b. pyKOBOIUTEINb CTPYKTYPHOTO MOAPA3AETICHUS
C. 3aMECTHUTEIb PyKOBOJIUTENSI OpraHU3allun
d. paGoTHHK
Bompoc 2
Kakoli 1oKyMeHT sBJII€TCS OCHOBHBIM JIOKYMEHTOM O TPYJIOBOU AESTEILHOCTU U O TPYJOBOM CTaxKe
paboTHHKA:
BriGepute oquH OTBET:
a. CTPaxoBOE CBHUJIETEIIBCTBO TOCYIAPCTBEHHOT'O IEHCHOHHOTO CTPAaXOBaHUs
b. ydueTHas 1uyHas KapToyka
C. TpyIOBasi KHUXKKa
d. MEeHCHOHHOE yI0CTOBEPEHUE
Bompoc 3
Kakue BUIbI TUCHUTUITMHAPHBIX B3bICKAHUI BIUCHIBAIOTCS B TPYJIOBYIO KHIKKY:
Bribepurte ouH OTBET:
a. B3bICKaHUS B TPYJAOBYIO KHUKKY HE 3alMChIBAIOTCS
b. yBoIIbHEHUE
C. CTPOTHI BBITOBOP
d. Bce BUBI AUCIHUIUIMHAPHBIX B3BICKAHU BIIUCHIBAIOTCS B TPYAOBYIO KHUXKKY.
Bonpoc 4
Kaxkoif ToKyMEeHT HEe BXOJUT B KOMILUIEKT JJOKYMEHTOB O KOMaHIUPOBAHUH C KOJOBBIM 0003HAYCHHUEM
dbopmsl T:
Bribepute 0IMH OTBET:
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a. KOMaHIMPOBOYHOE YJJOCTOBEPEHHE PaOOTHHKA

b. mpuka3 (pacmnopspkeHHe) O HalpaBICHUU OTIACIBHOTO paOOTHHKA WJIM TPyNNbl paOOTHUKOB B
KOMaHJIUPOBKY

C. CiIy’)ke0HOE 33/1aHue C OTYETOM O €TO BBIMOJIHEHUHT

d. aBaHCOBBII OTYET

Bomnpoc 5

Ha xakue rpynmsl genarcst opuiiuaibHble JOKYMEHTHBI 0 cepe ASSITEIBHOCTH (110 PYyHKIIMOHATHBHOMY
IPU3HAKY):

BriGepute oquH OTBET:

a. yHU(pHULIMPOBaHHBIE/HEYHU(PUIIIPOBAHHBIE
b. pyHKIIMOHATBHBIE/OTPACIICBBIC

c. opuIHaIbHBIE/HEODUITHATIEHBIE

d. ympaBieH4YeCKHE/TeXHUUECKHE

Bompoc 12

KakoMy NOHSATHIO COOTBETCTBYET CIIEAYIONIasl XapaKTepUCTHKA!

JlokyMeHTbI, oOjajaromue IOpPUIMYECKON CUIIOH, M3/aBacMble PYKOBOACTBOM OpraHM3allUd |
coJiepKalllie YIpPaBICHUYECKHE PEIIEHHs, HAaIpaBJICHHbIE HA BBINOJHEHHE TEKYIIUX U NEPCHEKTHUBHBIX
3a1au:

Bri6epute oquH OTBET:

a. OpPraHMU3alMOHHO-TIPABOBbIE JOKYMEHTBI

b. JTOKYMEHTBHI 10 IUYHOMY COCTaBY

¢. nH(OPMAIIMOHHO-CTIPABOYHbIE JOKYMEHTHI

d. pacnopsiauTeNnbHbIE JOKYMEHTHI

Bompoc 13

Kakoll 1okyMeHT siBisieTcsl 003aTeNbHbIM MIPU TOKYMEHTUPOBAHUU TPYJOBBIX OTHOUIEHHH MEXIy
paboTHHUKOM U paboTonaTenem:

Bri6epute oquH OTBET:

a. TPyAOBasi KHIKKA

b. pexuM Tpyna

C. IOJDKHOCTHASI MHCTPYKITUS
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d. KOJNJIEeKTUBHBIN 10rOBOP

Bompoc 14

Kak momxeH nmocTynuTh UCTIONHUTENb, TOATOTOBUBIINI J1EJI0BOE MUCHMO, €CJIM PYKOBOAMUTENH OTAeNa
TUTAHUPOBAHMS, BU3a KOTOPOTO HEOOXOAMMA, HAXOJUTCSI B KOMaHTUPOBKE:

BriGepute oquH OTBET:

a. )KJaTh BO3BPAIICHUS PyKOBOJUTENS OT/AeNa TUIAHUPOBAHUS U3 KOMaHIUPOBKH

b. mepenaTh MUCHMO Ha MOANKUCH PYKOBOJIUTEIO O€3 BU3BI

C. 3aBU3HMPOBATH IMUCHMO Y 3aMECTUTEIS PYKOBOIUTENS OT/IENa TUTAHHPOBAHUS

d. 3aBU3UPOBATH MUCHEMO CAMOMY

Bompoc 15

K kakoil pa3HOBHIHOCTH IMCEM OTHOCSTCS MHUChbMA, C IOMOUIbIO KOTOPBIX IPOCAT BBHICIATH
o(UIMATbHBIC CBEICHUS WIIA JOKYMEHTBI:

BriGepute oquH OTBET:

a. MUCbMO-U3BEIICHIE

b. muceMo-ipocrOa

C. MUCHbMO-3aKa3

d. mucemo-3ampoc

Bompoc 16

VYkaxute HanboJee «KECTKHI» U HEYyMECTHBIM BapUAHT OTKAa3a:

Bribepurte oquH OTBET:

a. B cBs3u ¢ ... Baie npeasioskeHrne He MOXKET ObITh MPUHSTO

b. B cBs3u C ... Baie npeioKeHHe HAMU HE TIPUHUMAETCS

c. B cBs3u c... nemapTaMeHT He MOXKET COTJIACUTHCA C BAIIMM MPEATIOKEHUEM

d. [TpuHSATH Bale peIoKEeHHE He TPEICTABISIETCS BOSMOXKHBIM B CBSI3H C ...

Bomnpoc 17

Kakomy Buay nH(bOpMalnOHHO-CIIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIEAYIONIUI TEKCT:

Dedepanvroe ynpasieHue no Oenam O HecocmosmenbHocmu (b6ankpomcmee) HaA OCHOBAHUU
npeocmasneHnvlx 1yeypavlKcKum yemeHmuvim 3a6000m (Openbypeckas obaacme, noc. Tyeypavik, Vi.
Lenmpanvhas, 0.1) doxymenmog 6yxeanmepckou omyemuocmu no cocmosnuio Ha 30.04.2013:
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—  Oyxeanmepckuil banauc (popma 1);
—  omuem 0 npubwLIAX U yovimkax (ghopma 2)

U NPOBEOEHHO20 AHAIU3A (DUHAHCOB02O COCMOSHUS NPEONPUAmMuUs, YCMAHOBUNO, YMO OAHHOE
npeonpusimue A615encs HeNnaameicecnocoOHbIM U UMEIOWUM HEYOO08IeMEOPUMENbHYI0 CIMPYKMYPY baianca
(npeonpusmuem-00aNCHUKOM,).

Ocnosanue:

K03 puyuenm mexyuei 1KeUOHOocmu no banaucy npeonpusimus =18%,

Koa(hpuyuenm  obecneyeHHOCMU  COOCMBEHHLIMU — ODOPOMHLIMU — CPEOCMEamu  No  OAIAHCY
npeonpuamus = 8%;
K03 puyuenm occmanosienus no obanaucy npeonpusmus =10%.

Pyxosooumens Cmenanos 11.]]. Cmenanos

Bribepute o1H OTBET:
a. CrpaBKa

b. 3akioueHue

C. OT3bIB

d. cBonKa

HTorosslii TecT (2 Kypc)

Bomnpoc 1

CBolicTBO O(QUIIMATLHOTO JOKYMEHTa, coolmaeMoe eMmy JCHCTBYIOIIMM 3aKOHOJATEIbCTBOM,
KOMIIETEHIIMEH W3/Ial0IEero ero Opraia 1 yCTaHOBJIEHHBIM MOPSIKOM 0(OPMIIEHUS - 3TO

Bribepure ouH OTBET:

a. MOJIHOTA

b. ayTeHTHYHOCTH

C. KOH(UICHITUATTLHOCTh

d. ropuanueckas cuina

Bomnpoc 2




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

[TocranoBnenueM IlpaButenbctBa Poccuiickoir @enepannu ot 08.07.1997 Ne 835 «O mnepBUYHBIX
YYETHBIX JOKYMEHTaX» YTBEPKIAeTCs

BriGepute oquH OTBET:

a. TEePMHUHOJIOTHUS B 00J1aCTH JEIIONPOU3BOACTBA U APXUBHOTO JIeia
b. anb00oM 10 YUETY Tpy/ia U €ro OIuIaThl

C. MHCTPYKIIHS 11O 3aMOJIHEHUIO TPYAOBBIX KHIKEK

d. TaGens yHHGUTIMPOBAHHBIX (DOPM JTOKYMEHTOB
Bompoc 3

OO6s3aTenbHbIE CTPYKTYPHBIE DJIEMEHTHI CTaHAApTa
Bribepure oquH OTBET:

a. HOPMaTHUBHbIE CCHUIKU

b. TpeboBaHUS K 00BEKTY CTaHIapPTU3ALUU

C. OTJIaBJICHHE

d. 0603HaYCHHS U COKpAILICHHS

Bomnpoc 4

[TepconanbpHBIC CBEACHHUSI O TPaXKIaHAX SBIISIOTCS
BriGepute oquH OTBET:

a. uHopmMaIeit, OTHECEHHON K KOMMEpYECKO TaiiHe

b. uHGOpMaIIHE OTKPHITOTO TOCTyTa

C. KOHpUACHIIMATFHON HHpOpMaIuei

d. nuadpopmanmeit, OTHECEHHOHN K TOCYapCTBEHHOM TaitHE

OIIK-2.2:

Ucnonp3yer OCHOBHBIE
MCTOAblI W HPUEMbI OPraHuU3aluu,
TUTAHUPOBAHMS, MOTHUBAIIHH,
KOOpAUHALIUU u KOHTpPOJIA
nporieccoB B chepe  cBoei
po(hecCHOHATLHON JIEATEIIEHOCTH

3ajaHus K NPAKTHYECKON YaCTH 3a4eTa ¢ OLeHKON 1o Kypcy «lokyMeHTOBeneHue)
KoMInekcHpli aHanu3 10JKHOCTHON MHCTPYKIMM U €r0 PEJaKTHPOBAHHUE.
KommuiekcHbIl aHAINU3 yUpeAUTETHHOTO IOKYMEHTA U €r0 peJakTHPOBaHUE.
KommiekcHbIll aHann3 MoI0KEHUS 10 OCHOBHOM ACATCIIBHOCTH U €0 pCAAKTUPOBAHUC.
KomniekcHbIi aHaIu3 pacropsKeHUs.

KommuiekcHbIi aHau3 npukasa o OCHOBHOU JEATEILHOCTH U €T0 PEJaKTUPOBAHUE.
KommuiekcHbIi aHAINU3 TOCTAaHOBJICHUS U €T0 PeIaKTHPOBaHHE.

KommiekcHBbINM aHalIu3 pelieHusi U ero peIakTHPOBaHUE.

Nk =
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Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

8.
9

10.
11.
12.

13.

KommiekcHbIN aHamu3 yKa3aHus U €ro peIaKTUPOBAHMUE.
KoMrnekcHbIif aHanu3 ciry>ke0HOTo MUChMa U €r0 peIaKkTUPOBaHUE.
KommiekcHbIi aHaIu3 MpOTOKOJIA U €r0 peIaKTUPOBAHHUE.
KommuiekcHbIi aHaln3 akTa ¥ ero pelakTUPOBAHHUE.

KoMrutekcHbIN aHamn3 ciy>keOHOM 3almMCKU U €€ pelaKTHPOBaHHE.
KommuiexcHbIi aHanM3 CrIpaBKu U €€ pelaKTUPOBaHHE

IIpakTHyeckoe 3aJaHue K 324€Ty C OLEHKOI

[TpousBectn GopMyJSIpHBIA aHAIM3 OAHOTO JOKyMeHTa (To BbIOOpY mpemojaBarensi). K kakoit
cucTeMe, OJCHCTEME JOKYMEHTALMU OTHOCUTCS TaHHBIN IOKYMEHT. B KaKkoii/ne KOMIUIEKC/bl MOKET BONTH
AHAIN3UPYEMBIN JOKYMEHT.

BapuaHThbI NpHJI0KEHUI

BapwuanTt 1 - cnpaBka KOHKPETHON OpraHU3alu

BapuaHT 2- nMcbMO KOHKPETHOM OpraHu3aluu

BapHaHT 3- MpHUKa3 KOHKPETHON OpraHu3aifuu

BapuaHnT 4 - paciopskeHHe KOHKPETHOW OpraHu3aluu

BapuaHT 5- akT KOHKpETHOM OpraHu3anuu

OIIK-2.3:

Ymeer UICHTU(HUIIIPOBATH
TpeOOBaHUsI HOPMATUBHO-TIPABOBOU
Cpenbl K CBOEH mpodeccHoHaTbHON
NESITeIbHOCTH W JACATEIBHOCTH
OpraHu3aIu

PA3JIEJI 1
IIpakTuyeckoe 3axanue 1

2. Hcnonw3ys Obmepoccuiickuit kinaccupukaTop ynpasieHueckoit rokymentanuu OK 011-93 (pexxum
noctyrma http:// www.consultant.ru/)maiiTe TOJKOBaHHE HE MeEHEe TpeM KoaaMm (opM KOHKPETHBIX
nokymeHtoB YCOPJl u miectd kojam Jpyrux YHU(UIIUPOBAHHBIX CHCTEM YIpaBICHYECKON
JIOKyMEHTaIuu (110 BBIOOPY CTYJICHTA).

3anaHue BBINOJHANTE M0 00pa3my:

Konm 02112312 o6o3Hagaer:

02 — ¢dopma nmpuHAIISKUT K YHUPHUIIMPOBAHHOM CHCTEME OpPTraHU3AIMOHHO-PACTIOPSIUTEITHHON
JIOKYMEHTAIUU;

11 — dopma OTHOCHTCS K MOJKIIACCY JOKYMEHTAIIMH 110 CO3/IaHUI0 OpraHu3alluu, NPeAnpUsTUs;



http://www.consultant.ru/
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231 — perucTpanoHHBIN HOMEp (HOPMBI BHYTPH TojKIacca — GopMbl Y CTaBa,

2 — KOHTPOJILHOE YHUCIIO.

Ycrap sBigercss 00s3aTeNbHBIM JOKYMEHTOM JUISl Pa3JIMYHBIX OPraHU3alMOHHO-IIPABOBBIX (OpM, U
€ro cocTaBlieHHe 1 0(hOpMIIEHUE persiaMeHTUpyeTcs 3akoHoaarenbctBoM. OrcyrerBue B OKY /| nunaekca u
NEPUOIUYHOCTH 0003HAYAET, YTO OpPraHU3alks COCTABISAET U 0(POPMIIIET yCTaB CAaMOCTOSITENBHO, O€3 ONOPHI
Ha obmepoccuiickue yHupunupoBanubsie Gopmel. [Ipu cocraBiennn u opopMmieHnn ycraBa HEOOXOIUMO
onupatbes Ha 3akoHogaTensectBo u ['OCT P 7.0.97-2016

IIpakTyeckoe 3agune 2 k pazgeny 1

2.1. Ucnonp3ys napopMaiuio 00 ocCHOBHBIX pekBuznTax OPJl B mepeuncieHHbIX HIKE JOKyMEHTAaX,
3aroyiHUTe TAONUIly. 3amoiHss TaOJuIly, cTapalfTech OTpakaTh CXOXKHE MO (PYHKUMU MU COJEPKAHUIO
PEKBU3UTHI HA OJHOM CTpPOKe Ul 0OjerdeHus cpaBHeHUs. Ha3BaHus peKBU3UTOB, OTPAKEHHBIE TOJIBKO B
JAHHOM aHAJIM3UPYEMOM JOKYMEHTE, 0(hOPMIIHTE K KOHILY TaOJIHIIBI.

HammMmeHnoBanme
expmsnta 8 TOCT P HaumenoBanue HanmenoBanue pexsusura B IIpaBunax no
n/ng 30.-2003 pexBusuta B 'CJOY  |nenonpou3BoacTBY U MeTo. peKOMEeHAAMSIX

2.2. .Onupascy Ha JaHHBIC, TOJYYCHHBIC B TaOIHIE, CIETAWTE COOTBETCTBYIOIIME BBIBOILI H
KOMMGHTapI/II/IZ COBIIAAACT JIK COCTaB WM HAa3BAHUS peKBI/IBI/ITOB B HpGI[CTaBHGHHBIX I[OKYMGHTaX; KaKHe
PEKBU3HUTHI TOBTOPSIOTCS U B KAKUX JOKYMEHTaX; KaKUE PEKBU3UTHI HAXOIAT OTPAKEHHUE TOIHKO B OHOM U3
I[OKYMGHTOB, KaKue TOJIbBKO B ABYX.
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2.3. KakuMu u3 mnpoaHaIuM3UpOBAHHBIX JOKYMEHTOB JOJDKEH PYKOBOJICTBOBATHCS COBPEMEHHBIN

JEIONPOU3BOIUTEINH TIPU OPOPMIICHHH OPTaHU3AIMOHHO-PACTIOPSIUTENLHON nokyMeHTanuu? [louemy?
Tect K pa3neny2

Bomnpoc 34

TekcT Bompoca

Kakue pexBH3UTBHI BKIIOYAaeT OOIIMI OJIaHK OpPraHU3aIMOHHO-PACTIOPSIUTEILHOTO JOKYMEHTa
cornacHo ['OCT P 7.0.97-2016:

Bribepurte ouH OTBET:

a. l'ocynapctBennsiii repd P® (I'ep6 cyowrekTa PD nnum smMGaema opranu3aiuy, TOBapHbIN 3HAK (3HAK
obciyxuBanus)), ko opranuzanuu (o OKIIO), OT'PH, MHH/KITIII, cnpaBo4Hble qaHHBIE 00 OpraHU3aIuy;
HAaUMEHOBAaHME OpPTraHU3allu1, MECTO COCTABJICHUS WM U3JaHUS JJOKYMEHTA, OTPAHUYUTEIIbHBIE OTMETKH JJIs1
JIaThl JOKYMEHTA, PETHCTPAIIMOHHOTO HOMEpa JOKYMEHTA, CCHUIKM Ha PETUCTPALMOHHBIA HOMEp W JaTy
JIOKYMEHTa, aJipecara, pe30JIol1H, 3ar0J0BKa K TEKCTY, OTMETKH O KOHTPOJIE, TEKCTa

b. l'ocynapcrBennsiii rep6o PO (I'epb cyObekta PO mnm smbiiema opranuzaiiui, TOBapHbIA 3HaK (3HAK
oOciyKuBaHUs)), HAMMEHOBAaHUE OpraHU3allid, MECTO COCTaBJCHHMS WM U3JaHUS JOKYMEHTa,
OTPaHUYUTEBHBIE OTMETKH I JaThl JOKYMEHTA U PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTa

C. HANMEHOBAaHHE OPraHU3alliK, MECTO COCTABJICHUS WM U3AaHUS TOKYMEHTA, CIIPaBOYHBIE TaHHbIE
00 opraHu3aIyy, OrpaHUYUTEIbHBIE OTMETKH IS 3ar0JIOBKA U TEKCTA JTOKYMEHTA

d. l'ocynapcrBennsrii repo PO (I'ep6 cyonekTa PO nim smbiieMa opraHu3anum, TOBapHBIN 3HAK (3HAK
o0cCy)KUBaHUs1)), HANMEHOBAHNE OPTaHU3AINK, HANMEHOBAHNE BUIA JOKYMEHTA, MECTO COCTABIICHUS WU
U3JIaHUSl JOKYMEHTAa, OTPaHUYUTENIbHbIE OTMETKM JUIsl AaThl JOKYMEHTa, PErucTpaliOHHOTO HoMepa
JIOKYMEHTa, CChUIKM Ha JIaTy M PErHCTPAI[MOHHBI HOMEp AOKYMEHTA, 3aroJIOBKa K TEKCTY, OTMETKH O
KOHTpOJIE

Bomnpoc 7
TekcT Bompoca
HaumenoBanusi opranusanuii u cyObekToB Poccuiickoii @enepanuu, HUMEIONMX HapALy C
roCyJapCTBEHHBIM si3bIKOM Poccuiickori ®denmeparuu  (pycCKUM) TOCYAApCTBEHHBIM S3BIK CYOBEKTOB
Poccuiickoit denepanuu nevyararor:
BriGepute oquH OTBET:
a. BCE BapUAHThI BEPHBI
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b. Ha rocy1apcTBEHHOM s13bIKE PD
C. Ha s13bIKe cyOBbekTa PO
d. Ha IBYX sI3bIKax (Ha rocy1apcTBEHHOM si3bike PD u Ha s3b1Ke cyObekTa PD)

Bomnpocsl k 3a4ery 2 Kypc

1. IOpunnyeckas cuna nokymenta. HopmaruBHo-mMeTomueckas 6a3a opopMiIeHHsI JOKYMEHTOB.

2. TpebGoBanus K oOpMIICHUIO PEKBU3HUTOB 3aroJIOBOYHOM 4acTH
OpraHM3alMOHHO-PaCIOPSAUTENBHBIX JoKyMeHTOB corinacHo I'OCT P 7.0.97-2016

3. TpebGoBanust K o(OpMIICHUIO PEKBU3UTOB CoJIepKaTeIbHOU 4acTH
OpraHM3alMOHHO-PaCIOPSAAUTENBHBIX JoKyMeHTOB coriacHo I'OCT P 7.0.97-2016

4. TpebGoBanmst K oOpMIICHUIO PEKBU3UTOB o opMIIAIOICH 4acTH

OpraHM3alMOHHO-PACIOPSAUTENBHBIX JoKyMeHTOB coriacHo I'OCT P 7.0.97-2016

HTorosslii TecT 32 3 Kypc
Bomnpoc 6
KakuM JOKyMEHTOM JOJDKHBI PYKOBOJCTBOBATHCS JENIONPOU3BOJAUTENN TPU JTOKYMEHTHPOBAHUHU
9TaNoB TPYI0OBOI0 IIMKJIA — OT IpUeMa Ha pabOTy HOBOTO COTPYIHUKA JI0 €r0 YBOJIbHEHHUS:
Bribepute ouH OTBET:
a. l'ocynmapcTBeHHas cucTeMa JOKyMEHTAllMOHHOro oOecrneueHus yrpasieHus. OCHOBHBIE
nonoxenus. OOue TpedOBaHMS K TOKYMEHTaM U CIy»0aM J1I0Ky-MEHTAllMOHHOTO 00ecreueHus
b.TOCT PT'OCT P 7.0.97-2016 «YHaudunupoBaHHas CUCTEMa OPraHU3AIMOHHO-PACTIOPSTUTEIHHON
JNOKyMeHTaluu. TpeboBaHus K 0(OPMIICHUIO TOKYMEHTOBY
c. AbOOM yHU(PHUIMPOBAHHBIX (POPM NMEPBUYHON YUYETHOW JOKYMEHTAllMU MO y4eTy TpyJa U €ro
oruiartel, yreepkaeHHbIM [locranosinennem I'ockomcrara Poccun
d. O6mepoccuiickuii Kiaccu(puKaTop ynpaBiIeHIECKOW TOKYMEHTAIINH
Bomnpoc 7
OTMETUTH BOMPOC
Kakoe omnpenenenue 10puInuecKoi Cuibl JOKYMEHTA SBISIETCS CTAaHJAPTU3UPOBAHHBIM (3aKPEIUICHO
BI'OCT P 51141-98):
Bribepute 0JIMH OTBET:
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a. IOpUAMYecKas cuia JIOKyMEHTa — 3TO CBOMCTBO O(MIIMAIBLHOTO JTOKYMEHTa, COO0IIaeMoe emy
JNEHCTBYIOIMM 3aKOHOAATEITLCTBOM, KOMITETEHIIUEH M3ABIIETO €ro OpraHa M yCTaHOBJICHHBIM TOPSIKOM
odopmIIeHUS

b. ropuanueckas cuiia JOKyMEHTa — 3TO CIOCOOHOCTH yMPaBIEHYECKOTO JOKYMEHTa BHICTYIATh B
KayecTBe O0O0s3aTEJIbHOTO JJIsi YYaCTHMKOB YIPAaBIEHUS: OPraHoOB YIPaBICHUSA, HX CTPYKTYpPHBIX
MoJIpa3ieliecHui, OOIIEeCTBEHHBIX OPTraHM3AIWA, MOKHOCTHBIX IUI, TOCYJAAPCTBEHHBIX CIYXKalluX U
rpaxaaH

C. IopHUIMYecKas CHlia JOKYMEHTAa — OTO COOTBETCTBHE JIOKYMEHTHPOBAHHON WH(OpMAINH
TpeOOBaHUSIM O(HUIIMATHHOCTH, JOCTOBEPHOCTH, OOBEKTHBHOCTH, OCECCIIOPHOCTH, OCHOBAaHHBIM Ha
3aKOHOJIATEIILCTBE

d. ropunnyeckas cuia JOKYMEHTa — 3TO YCIOBHE, PU KOTOPOM HH(OpMALKs TOKyMEHTa MOKET OBbITh
UCIIONIb30BaHA B cdepe ympaBieHUs 0e3 COMHEHHS B €€ JOCTOBEPHOCTH IJIsi OCYIIECTBICHHS IFOOBIX
NeUCcTBUHI

Bompoc 8
OTMETUTH BOMPOC
Kakomy TepMuHYy COOTBETCTBYET CIICAYIOIIEE CTAHIAPTH3UPOBAHHOE OMpeesieHue (3aKperyicHHOE B
I'OCT P 51141-98): «.... — 3TO MPOCTaBJICHHE HEOOXOJUMBIX PEKBHU3UTOB, YCTAHOBJICHHBIX IMpaBUIIAMU
JIOKYMEHTHUPOBAHUSI:
Bri6epute oquH OTBET:

a. ohopmIIeHUE TOKyMEHTA

b. yHupUKams T0KyMEeHTa

c. popmymsip-obpazen

d. cocraBneHue 1OKyMeHTa

Bompoc 9

OTMETUTH BOMPOC

Kakoif mOKyMEHT SBISIETCS OCHOBHBIM aKTyaJbHbIM HOPMATHBHBIM JOKYMEHTOM B 0OOJacTw
cocTaBiieHUs U 0(hOPMIIEHUS OPTaHNU3aLlMOHHO-PACTIOPSIAUTEIBHON JOKYMEHTAINH:

Bribepure ouH OTBET:
a. T'OCT P 6.30-2003
b. IIpaBuia nenonpousBoACTBA B (eAepaTbHBIX OpraHax MCIOJIHUTEIBHON BIACTH, YTBEPKICHHBIC
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[TocranoBnenueM IIpaButensctBa PD ot 15 utons 2009 r. Ne477

c. OKYJ — OK 011-93. Oo6mepoccuiickuii KinaccCU(pUKATOp YHPABICHYECKONH JTOKYMEHTAIUH,
yTBepxkaeHHbIN [locTanoBinenuem I'occtangapra PO ot 30 nexabpst 1993 r. Ne229

d. T'COY —T'ocynapcTBeHHas cucTeMa JOKYMEHTAMOHHOTO o0ecrieyeHus ynpapieHus. OCHOBHBIE
nonoxeHus. OOmue TpeOboBaHUS K JOKyMEHTaM MU CIIy)0aM JOKYMEHTAI[HOHHOTO oOecreueHus,
yTBepkacHHas npuka3oM ['maBapxua CCCP ot 23 masg 1988 r. Ne 33

Bompoc 10
B kakom ciy4ae yupexieHue UMeeT IIPaBO YAOCTOBEPATh JOBEPEHHOCTh Ha MOJIY4YEHUE JIEHEKHOTO
BKJIa/1a B OaHKe:
Bri6epute oquH OTBET:
a. €CJIM JOBEPUTENb U JILO, KOTOPOMY OH JOBEPSET, SABIAIOTCSA TpakaaHamu Poccuu, XoTs U He
ABJISIFOTCS] pA0OTHUKAMU JIaHHOTO YUPEXKICHUS
b. ecnii JoBepUTENb ABISIETCS pAOOTHUKOM JAHHOTO YUPEKACHUS, a TUI0, KOTOPOMY OH JIOBEpSIET, He
ABJISIETCA PAOOTHUKOM JAHHOTO YUPEKICHUS
C. €CIIM JIOBEPUTENIb HAXOAMUTCS HA CTALIMOHAPHOM HU3JICUCHHH, HO SIBISAETCS PAOOTHUKOM JAaHHOTO
YUPEkKAEHUs, U JIULI0, KOTOPOMY OH JIOBEPSIET, TAKXKE SIBJIAETCSI pAOOTHUKOM JJAHHOTO YUPEXKICHHSI
d. ecu oBepuTeNb HE ABIAETCS pAaOOTHUKOM JJAHHOTO YUPEXKACHUS, a U0, KOTOPOMY OH JIOBEPSIET,
ABJISIETCA PAOOTHUKAMU JTAaHHOTO YUPEXKICHHSI
Bompoc 11
Kakoil pekBU3UT HcTIONb3yeTcs Ui yIOCTOBEPEHUS IEKTPOHHOIO JOKYMEHTA!
Bribepure ouH OTBET:
a. JIEKTPOHHAas LKdpoBas NOAIKCH
b. uaeHTUPUKATOP FIEKTPOHHON KOIMH JOKYMEHTA
C. Koa popMbI TOKYMEHTa
d. perucTpanOHHBI HOMEP JOKYMEHTa
Bomnpoc 18
Ha kakux Gmankax pacnonaraercs ['ocynapctBenHsliit repd Poccuiickoit @enepanuu B OJHOIBETHOM
BapUaHTe:
Bribepute 0JIMH OTBET:
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a. pemienui Bepxosnoro Cynaa Poccuiickoi @enepanuu

b. MexBeZJOMCTBEHHOI KOMHUCCHH TIO 3aIUTE TOCYAAPCTBEHHON TaifHbI

C. JUIJIOMATUYECKUX TPEJCTABUTENBCTB, KOHCYJIBCKUX YUPESKICHUH UM UHBIX OQUIMATIBHBIX

npeacraBuTensCTB Poccuiickon @enepanun 3a npenenamu Pocculickoit denepanuu

d. Anmunauctpanuu [Ipesunenta Poccuiickoit deneparuu

Tembl KypcoBbIX padoT (3 Kypc)
I. Pomb um MecTO TOCYIapCTBEHHOH CHCTEMBI

UH(OPMAIIMOHHBIMU PECypCaMHu.
11. Hctopus cTaHOBIEHUS OTE€UECTBEHHOW CTAHAAPTU3ALMHU JOKYMEHTAIMOHHBIX MPOLIECCOB.

CTaTUCTUKHU B YIIPABJICHHU HalWOHAJIBHBIMU

12. Hctopust cTaHOBIEHUS COBPEMEHHBIX (YHKIIMOHAIBHBIX CHUCTEM JOKYMEHTAllMH B
Poccuiickoit deneparumu.

13. OCo0eHHOCTH TOCYJapCTBEHHOM CUCTEMbI HAyYHO-TEXHUUECKOW JJOKYMEHTAIUH.

14. AHanu3 CUCTEMBI KaIpOBOM TOKYMEHTAIIUHM IOCyAapCTBEHHOM OpraHu3allvu.

15. Xapakrepuctuka ECKK TOCH, e€ poap B yOpaBI€HUH  HALMOHAJIBHBIMU

MH(GOPMaLIMOHHBIMU PECYpCaMHU.

YK-6: Crioco0eH ynpasJisiTb CBOMM BpeMeHeM, BBICTPAHBATDH M PeaJIN30BbIBATH TPACKTOPHIO CAMOPAa3BUTHS HA OCHOBE NPUHIIUIIOB 00pa30BaHHUA
B TeYCHHE BCeHl :KU3HU

VYK-6.1: Hcnonp3dyer  MHCTPYMEHTBI U KonTpoubsnas paéora (2 kypc)
METO/Ibl YIIPABIICHUS BpEMEHEM TTPH 2. Be1 ono3nanu Ha paboty Ha 2 daca. PykoBoncTBo moTpeboBano ot Bac o0bscHennii. Odopmure
BBITIOJITHCHHUM KOHKPCTHBLIX 3ajady, COOTBGTCTBYIOH_[I/Iﬁ AOKYMCHT.
MIPOEKTOB, npu JIOCTUKEHUH IIpakTnyeckoe 3ajanue Kk Teme 2.3
IIOCTaBJICHHBIX L€ [Monw3ysice «Hopmamu BpeMeHU Ha paboTHI IO JJOKYMEHTAIMOHHOMY O0ECIICUEHHUIO YIPaBICHYECKUX
CTPYKTYp deaepalbHBIX OpPraHOB HCIHOJHUTEIBLHON BJIACTH», YCTaHOBUTE 3(P(GEKTHBHOCTh YHU(DHKAIUN
¢dopm nokymeHTOB. [IpuBenuTe npumep.
YK-6.2: Onpenenser MIPUOPUTETHI IIpakTuyeckoe 3axanue 8 (3 Kypc)
COOCTBEHHOM JIEeATENbHOCTH, Br1 xoTuTe ycrpoutscs nenonpousBoauteneM. CoctaBbTe ISt ceds pe3toMe.
JMYHOCTHOTO pa3BUTHUSA u

po(hecCHOHATBLHOTO POCTa

Tecr 2.4
Kakoii 10KyMeHT HeJIb351 OTHECTH K JIMYHBIM JOKYMEHTaM:
Bribepute 0JIMH OTBET:




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

a. XapaKTepuCTHKa
b. pe3tome
C. IMYHAs KapTOuKa
d. aBToOHOTpadus
Ha xakom Buje JUYHBIX JOKYMEHTOB 0popMJisieTcs ajapecar:
Bribepurte ouH OTBET:
a. XapaKTepuCTHKa
b. TOBEpEeHHOCTH
C. pe3rome
d. 3asiBieHue

Tect Kk Teme 2.4 (3 Kypc)

N3 mnepeuunciieHHbIX HHKe BHIAOB JOKYMEHTOB BbIOepUTe HOPMATHBHBIH NPaBOBOil aKT,
SIBJSIIOIIUIIC OCHOBHBIM B PeryjHpPOBAHMU TPYIOBBIX MPaBOOTHOLIeHMI padoToaartens
(rocyapcTBeHHOI OpPraHu3alnnu, COOCTBEHHUKA NMPeINPUATHS) U PA0OTHUKA:

BriGepuTe oquH OTBET:

a. Ams00M (hopM MEepBUYHON YUETHON JOKYMEHTAIIMH 10 TPYIOBBIM OTHOIICHUSIM
b. Tpya0BOI TOTOBOD

c¢. Tpynosoii kogekc PO

d. TpymoBoe coriamieHne

VK-6.3:

OnenuBaer TpeOOBaHUS  PHIHKA
Tpyna " IPEeITI0KEHUS
00pa3oBaTeNpHBIX  yCIAyr  JUIs
BBICTPaNBAHUS TPAaeKTOPUHU
COOCTBEHHOTO TPO(ECCHOHATIHLHOTO

pocta

Tembl KypcoBbIX padoT (3 Kypc)
1. Ponb 1 MecTO HOKHOCTHBIX MHCTPYKIIMI MEPCOHANA B YIPABJICHUU OpraHU3alMeH,
0CcO0EHHOCTH UX pa3paboTKH, 0POPMIICHHUS.
2. OcHoBHble HampaBiieHus BHeapeHus Y CJI, 3amaud rocyJlapCTBEHHOI'O HAJ30pa M OTPaCIEBOIO
KoHTpoJ1s BHenpeHus Y C/L.

YK-7:

npodeccHoHAIbLHOM 1eATeJTbHOCTH

Cnoco0eH mnoaAep:KMBAaTh JOJKHBIA YpPOBeHb (PU3HYeCKOH MOATOTOBJIEHHOCTH /Js1 oO0eclevyeHHs] MOJHOUECHHOW COUMAJIbHOH M

VK-7.1:

Bribupaer 3mopoBbecOeperarorme
TEXHOJOTUU  JIUISI  TOJJCPIKAHHS

3I0pOBOTO 00pasa XKM3HU C YUETOM

Tect k Teme 2.1
Jna obecneuenun onmumanvHoi padbomocnocoOHOCmuU U COXPAHEHUs 300p068ba nPogheccuoHanbHbIX
nonvzoeameneii. II9BM u B/IT na npomsasxcenuu padouezo OHA O00JHCHbL YCHAHAGIUSGAMbCA




Kon

Nuaukatop qocTuxeHust

OneHOYHbIE CPEACTBA

WHNKATOpa KOMIIETCHITHH
buznonoruueckux O0CoOCHHOCTEH | pecnamenmuposannsie nepepvievl. Yem pezynupyemesa ux epems?
OpraHu3Ma M YCJIOBHH pealn3aluu | a) IpOJOJDKUTEIHHOCTBIO pabouero JHS;
poeCCHOHAIBHON JEATENHHOCTH | 0) BUAOM TPYIOBOH JCATEIHHOCTH,
B) KaTErOpUeN TPyAOBOM I€ATEIbHOCTH;
') BCE OTBETHI BEPHHI.
Ilpu 8-uacoeom padouem one u pavome na B/IT u IIDBM onsa I zpynnet pabom - peznamenmupogannsle
nepepulesl ciedyem yCmanasiugams:
a) yepe3 2 uyaca OT Hayasa paboyeil cMeHbl W depe3 2 dYaca Imocjie OOEJeHHOTO IepephiBa
MPOAOJIKATEIIBHOCTBIO 15 MUHYT KaXIblif;
0) depe3 2 wyaca OT Hauyama paboyeil cMeHbl M uepe3 1,5-2 daca mocie OOEIECHHOTO IepephiBa
MIPOJIOJDKUTEIBHOCTRIO 15 MUHYT KaXKIbIM UITH MTPOIOJDKUTEIBHOCTRIO 10 MUHYT Yepe3 KaXkIbIi yac padoThI;
B) yepe3 1,5-2 uwaca or Hauama paboueil cMeHbl M depe3 1,5-2 yaca mocie 00eIeHHOTrO IepepbiBa
MIPOJIOJDKUTENBHOCTHIO 20 MUHYT KK IbIM WITH MPOIODKUTEIIBHOCTRIO 15 MUHYT Yepe3 KaxKIbli yac paboTHhl.
I') HET BEPHBIX OTBETOB.
YK-7.2: [Inanupyer cBoe pabouee wu | [IpakTHYeckoe 3a7aHue K Teme 2.4
cBOOOHOE BpeMs i | U3yunte HOpPMBI  BpEMEHM IO CO3JaHMIO OPTaHU3AIMOHHO-IIPABOBBIX JOKYMEHTOB, MOJb3YsCh
ONTUMAJILHOTO coueTaHus | aeWctByrommmMu «HopMbl BpemMeHH Ha palOTHI MO JTOKYMEHTAIMOHHOMY OOECIEUEHHUIO YNpPaBICHUECKUX
duznueckoit u YMCTBEHHOH | CTPYKTYp (helepaabHBIX OpPraHOB HCIIOJHUTENBHON BiacTW». Ha3o0BUTE BHI OpraHU3aIllOHHO-TIPABOBOTO
Harpy3Kku U o0ecrnieueHuns | JOKyMEHTa U BPeMsl €ro COCTaBIeHUsS U 0hOpMIICHUSI.
paboTocmocoOHOCTH Tect 2.4

Kaxkoe Bpemsi (B 4acax) 0OTBOAMTCH HA MOJATOTOBKY MOJIOKEHHUS 0 CTPYKTYPHOM NOApa3aeieHuu?
a) 12,3

0) 20

B) 20,7

r) 150

Ha3oBuTe HOPpMATHBHBIA COCTAB [eHCTBUH MO MOATOTOBKE MHCTPYKLUHMH IO JOKYMEHTALMOHHOMY
00cIy’KHBAHHIO (1€JIONIPOU3BOJCTBY).

a) U3y4YeHHE HOPMATHUBHO-METOJUYECKOW M MpPaBOBOM JUTEpaTypbl W IITAaTOB (elepaibHOro OpraHa,
GYHKIMI ¥ 33729 MOApa3IeIICHHMA, 3aHITHIX JOKYMEHTAIIMOHHBIM 00CCIICUSHUEM YIIPABJICHHSI, IIOATOTOBKA




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

WHCTPYKIINU, KOPPEKTUPOBKA, ITIeYaTaHue, yTBEPKICHHE, pa3MHOKEHHCE;

0) u3yueHHe NPaKTUKU pabOTHl KOJUIETHMAJIBHOTO OpraHa, TEXHOJIOIMH MOATOTOBKHM MaTe€pHajoB IS €ro
(YHKIIMOHMPOBaHUS;  TOJATOTOBKA  MpPOEKTa  perijamMeHTa, COIJacoBaHWE CO  CTPYKTYPHBIMHU
MoIpa3ielieHUsIMU; TIeYaTaHue, YTBEPKICHUE, Pa3MHOKEHUE, PACCHLIKA;

B) cOop Tabenell yHUPHUIIUPOBAHHBIX (HOPM TOKYMEHTOB CTPYKTYPHBIX ToJpasieicHuil (emepanbHbIX
OpTraHoOB WCIOJIHUTEIBHOU BJIaCTH, aHAJIMU3 BBIABJICHHOI'O KOMIUICKCA YIHIPABJICHUCCKUX HOOKYMCHTOB,
OTIpeNieNIeHUe 11eIecO00pa3HOCTH CO3/IaHMsI U MPUMEHEHHS] KOHKPETHBIX TOKYMEHTOB. BBISIBJICHHUE COCTaBa
HEYHU(UIMPOBAHHBIX (POPM JTOKYMEHTOB, HCKIIIOYCHHE AyOJHPYEMBbIX ITOKYMEHTOB M HEIMPaBOMEPHO
UCTIONB3YEeMBIX (OPM TOKYMEHTOB, TPYNIHPOBKA (OPM TOKYMEHTOB MO (DYHKIUSM H YIPaBICHYCCKHM
3ajadam, MOAr0TOBKA, COTJIACOBAHUE M YTBEP)KJICHUE EAMHOTO Tabemsl yHU(PHUIIMPOBAHHBIX (opM;

I') W3y4YeHHE HOPMATHUBHBIX IIPABOBBIX aKTOB METOAMYECKHX JOKYMEHTOB, ITOATOTOBKA HHCTPYKIIUH,
COTJIacOBaHUeE, KOPPEKTUPOBKA, NIeYaTaHUE, PA3MHOKCHHE.

YK-7.3:

CoOmoaeT u  TpomnaraHAupyeT
HOPMBI 37I0pOBOr0 00pa3a >KU3HU B
pa3IMYHBIX KU3HCHHBIX CUTYaIUsIX
U B npogeccuoHaTbHON
JeSITeTbHOCTH

IIpakTnyeckoe 3aganue K Teme 2.4

3anogHuTEe KapTy caMOOLeHKH 310poBoro obpasa xu3HH (307K) cy0beKkTOB ynpaB/eHYeCKOro
npouecca u cejaiite BIBOAbI 0 CBOeM 00pa3e :KM3HM KAK COCTABJISIIONIEH Ye10BeYecKOro Kanurajia.
Kakue pexomenaanuun Bbl 1ajM ObI ce0e /151 NOBBILICHUSI CBOEr0 4eJ10Be4YeCKOro KanuTajia B IJIaHe
3nopoBbsi? Kakux aeiicTBMi BbI KaeTe OT CBOero Oyayumiero padoroaarejssi ¢ TOYKH 3pPeHUS
COXpaHEHMs U BOCIIPOM3BOACTBA 310POBbsI PA0OTHUKOB ¢J1yxk0b1 JIOY?

B kakoM [noKyMeHTe cieayeT 3aKpenuTh TPeOOBAHUAA K COOJIIOJIEHHIO 30POBOro 00pa3a KHU3HHU

a00THMKOB OPraHM3anuM (C TOUYKH 3peHusi pAa00OTHHUKOB U padoronarteis)?

NoNe Cocransromue (30XK) yenoBeka u Omnenka 30K B 6amiax O6mmit | Cpennuii
/11 IIO3HUIIMHU I10 KaXKI0H COCTaBIAIONIEH 4 | 3 | 2 | 1 | 0 Oaut Oaut

1. Co0uro1eHue JUIHON Ir'IrHeHbl

1.1. [ 'nrueHs! TEIA

1.2. [ MrueHsl 0IeK bl

1.3. [ 'nrueHs1 mocTean

1.4. [ 'MrueHs! XKUIIHIA

1.5. ['mruena cBoero paboyero Mecra

2. PanmnonanbHoe NUTaHHeE

2.1. bajaHC B IUINEBOM pPalMOHE 6€HKOB,| | | | | |
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WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

PKUPOB U YTJIEBOJIOB

2.2. Hanyuaue B e BUTAMHHOB

2.3. Hayinure B nuiie MUHEpPaJIbHbBIX BEIIECTB

2.4. [IpupomocooOpa3Hblii A WHAWBUIA
00BEM ITHILIH

2.5. [IpupomocooOpa3Hblii A WHAWBUIA
COCTaB MHUIIU

2.6 [IpupomnocooOpa3Hblii  ANsE  WHIAUBUAA

€KUM [THUTaHU

2.7. [Mpeobnasane B MHUIIEBOM  PAIHOHE
HATYyPAJTBHBIX («KHBBIX)») MPOIYKTOB

3. JBuakeHune

3.1 ExxenHeBHOE ~ BBINIOJIHEHUE  YTPEHHEH|
Bapsi Ky

3.2. BrimmonHeHue crenuanbHOil THMHACTUKA B
TEUCHHEC THS

3.3. 3aHATHE KAaKUM-THOO BUIOM CIIOPTa JJis
3I0POBbSI

3.4. Opranuzanus cBOUX OOBIYHBIX JIBHKEHUH
C ydeToM TpeOoBaHM  (HU3HUYECKOM
KYJIbTYPBI

4. 3akanuBaHue

4.1. Brimoraenue creruaibHbBIX
3aKaJIMBAIOIINUX TPOLIECTYP

4.2. OO0MBaHME XOI0IHON BOLOH

4.3. PerynsipHble  NpPOryJIKM Ha  CBEXEM
BO3JIyXE

4.4. Onex1a 1o Ce30Hy U MO MOroJie

4.5. PerynspHoe nocenienue 6anu




Kon
WHNKATOpa

Nuaukatop qocTuxeHust
KOMIICTCHIINN

OneHOYHbIE CPEACTBA

S. OTcyTcTBHE BPpEeIHbIX NPUBbIYEK
S.1. TabakokypeHus
5.2. 3110ynoTpedIeHUs ATKOTOJIEM
5.3. HapkoTnieckoi 3aBUCUMOCTH
6. Pe:xxuM Tpyaa m oTabIxa
6.1. Cobmtonenue HOPM Yyepe10BaHus
(bU3MYECKOro U YMCTBEHHOTO TPYJa
6.2. BeinmonHeHue BO  BpeMs  YMCTBEHHOH
paboThl  CHEHUANbHBIX  MEPOIPHUSITHI,
CHUMAFOLIIX YMCTBEHHOE
nepeHanpsKeHne
6.3. BrinonHeHue cBOEH TPYZOBOH|
NMesTeTLHOCTH ¢ yaeToM TpeboBanuii HOT]
(Hay4YHOUM OpraHuU3alyy TPYIa)
6.4. [loTHOIIEHHBIN COH
7. Ilcuxonoruyeckuii Komgopr
7.1. YMeHue  coxpaHATh  WIH  OBICTPO
BOCCTAHABIIMBAaTh AYIIEBHOE PABHOBECHE
7.2. YMeHue  BHUAETh  MOJIOKUTEIBHOE B
OKpY KaroIIleM MUpe
7.3. YMmenue CTPOMTH rapMOHUYHBIE]
OTHOIICHHUS C OKPYKAIOIIUMHU JIIOIbMHI
7.4. [[puHsATHE CBOMX  HENOCTATKOB  Kak
HEen30€KHOrO  CJIEJCTBUS  YEJIOBEYECKOM
IPUPOJIBI
7.5. YMeHue  U3BJIEKaTh  MOJIOKUTEIIbHBIC
YPOKH M3 CBOUX >KU3HEHHBIX CUTYallUl
7.6. YMEHHE NPUHUMATH C MUPOM JKU3Hb Y

OKPYKaIOIIHI MUP
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KOMIICTCHIINN

OneHOYHbIE CPEACTBA

7.7. CTtpemyieHHue K CaMOCOBEPIIEHCTBOBAHHIO

7.8. 'YMeHue CTOMKO NEPEHOCUTh OPAKEHUS U
PKH3HEHHBIC HEB3IOJIbI

7.9. ONTUMUCTHYECKOE MUPOBOCIIPUSITHE

7.10.  |YIOBIETBOpPEHHOCTh CBOeH cCyab0Ooil B
[1e10M

7.11.  [YMeHue nepexuBaTh B )KU3HHU pPagoCTh

7.12.  [YIOBIETBOPEHHOCTh  CBOEH  MOJIOBOI
IPUHAIIICKHOCTBIO

7.13.  [TosepaHTHOCTB

NUTOI'O




0) Ilopsinok mpoBeaeHHMs] MPOMEXKYTOUYHOH ATTECTAUMM, NMOKA3aTeJd M KPHUTEPHHU
OLICHMBAHHSA:

- Ha OLEHKY «3a4TeHO0», €CIU IMPEOoJ0JEBACT IMOPOTOBbI ypoBeHb. OOyuaromuncs
NIOKa3bIBaCT MOPOroBbIii ypOBEHb C(HOPMUPOBAHHOCTH KOMIIETECHIMH, T.€. 3HAET OCHOBHYIO
JIOKYMEHTOBEAUECKYI0 TEPMHHOJIOTHIO; OCHOBHBIE HOPMATUBHO-METOJUYECKHE MaTepHalIbl 1O
JOKYMEHTHPOBAHUIO yIPABIECHUYECKOM EATENILHOCTH; CIOCOOBI M CPE/ICTBA JOKYMEHTHUPOBAHMUS;
3aKOHOMEPHOCTH Pa3BUTHUSl TOKYMEHTA; CTPYKTYPY JOKYMEHTa; XapaKTePUCTHUKY U OCHOBHOM
cocTaB yHU(PUIIMPOBAHHBIX CHCTEM JOKYMEHTAI[MW; THUIIOBOH COCTaB CHUCTEM OKYMEHTAIlUU
YUpEKICHUN JIF0O0W OpraHU3aIllMOHHO-TIPABOBOW (DOPMBI; TJIaBHBIC TpaBUIA COCTABICHUS H
oopmieHHs JOKYMEHTOB; OOLIMI TOPAJOK OpraHM3alUU JIOKYMEHTOB B KOMIUIEKCHI;
TEOPETUYECKHE OCHOBBI  BEJIEHUS JIEJIOBOW  NEPEINUCKH; COCTaB M  cojepxkaHHe
HOPMAaTHBHO-METOMUYECKONW 0a3bl M0 COCTaBICHUIO M O(DOPMIICHUIO CITY>KEOHBIX TOKYMEHTOB;
cnenuduKy s3bIKa YIPaBICHYECKON TOKyMEHTALUN; Y MEET aHAIU3UPOBATh
HOPMAaTUBHO-METOJMYECKNE  HMCTOYHUKM 1O  JOKYMEHTHPOBAaHHWIO  yIPaBIEHYECKOU
NEeSATENIbHOCTH;  IBITAeTCS XapaKTepU30BaTh M aHAIU3UPOBATh YHUPHUIHMPOBAHHBIX CHCTEM
JMOKYMEHTAIlMW;  BBISBJISATH THUIIOBOW COCTaB CHCTEM JOKYMEHTAIMH YUPEXKIECHUH 000
OpPraHM3aI[MOHHO-TIPAaBOBOM (OpPMBI;  NMPUMEHATH MpaBWiIa COCTaBlIeHUS U odopmiieHus
JIOKYMEHTOB Ha NpakTuke. Biajeer ocCHOBHBIMU IpUEeMaMU COCTaBJICHUS U OQOPMIICHHUS
OCHOBHBIX YMPABICHYECKHX JOKYMEHTOB; 3HAHUAMU OCHOBHBIX IpoOJeM B 00JIacTH
JTOKYMEHTOBEJCHUSI; HaBbIKaMH pPAa0OTbl C OCHOBHBIMH HAyYHbIMH U MEPUOIUYECKUMHU
U3IaHUSIMH B OOJIaCTM  JOKYMEHTOBEACHHS, HaBBIKAMH  pab0OThl C  OCHOBHBIMHU
MHTEPHET-UCTOYHUKAMU B OOJIAaCTH JIOKYMEHTOBEACHHUS, 3HAHUSIMH HOPMATUBHO-TIPABOM U
HOPMAaTHBHO-METOMUECKON 0a30i JOKyMEHTAIIMOHHOTO 00eCTIeYeHNUs YIIPABICHHUS;

— Ha OLIEHKY «He 3a4YTeH0» — pe3yibTaT OO0yuYeHHUs He JOCTUTHYT, OOydaroluiicsa Ha
MPaKTUYECKUX 3aHATUSX, IPU BBITTOJHEHUH MPAKTUYECKUX 3aJaHUN U YCTHBIX OTBETAX HE MOXKET
MOKa3aTh 3HAHUS Ha YPOBHE BOCIPOU3BEACHUS U O0BSICHEHHS HHPOPMAIIIH, HE MOKET MMOKa3aTh
MHTEJUICKTYaJIbHbIE HABBIKHM PEIICHUS TPOCTHIX 3a/1a4.

JAudpepeHnupoBaHHas OLEHKA BBICTABJISAETCSA HA 3a4€TE C OLICHKOM B COOTBETCTBUHU CO
CJIEYIOIIMM MPOLEHTHBIM COOTHOLIEHHEM OT BBIIIOJHEHHOTO 00beMa MPaKTHUYECKUX 3aJaHui
TEKYIIUX U UTOTOBBIX TECTOB:

65-74 % — 3a4TeHO «yAOBIETBOPUTEIBLHOY (3 Gaa)

75-90% - 3auTeHO «XxO0poIo» (4 6ana)

90-100% - 3auTeHO «OTIMYHOY (5 6aIoB)

— HA OLIEHKY «He 3a4TeHo» (2 6ayna u 1 6amr)
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