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OIIEHOYHBIE MATEPHAJIbI

o JTMCHMIIJINHE «I[OKyMeHTaIII/IOHHOQ o0ecrneyeHue YupaBJicHUsA l'[pe[[l'[pl/IHTl/Iﬁ

PECTOPAHHO-TOCTHHUYHOTO OU3HECA
NEPEYEHb KOMIIETEHIIUI C YKASAHUEM PE3YJIbTATOB OBYUYEHHS M DTAIIOB NX
D®OPMHUPOBAHUSA 11O JUCHUIIJIMHE

HaumeHoBaHue KOH-

®opmupyembIe Nupuxkatops! 10cTH- Pe3yabTaThl 00yueHus (3HaHNUA,
KOMIeTeHIuH JKeHUsl KOMIeTeHIMi YMEHHS) TPOHPYEMBIX pa3jie-
JIOB M TeM
1 2 3 4
IIK-5 Opranu- I1IK-5.1 Ananus ycnerm- I1K-5.1. 3-1. 3naer meTomp! yuera u
3auusi Tpyaa HBIX KOPIOPATUBHBIX aHanu3a rnokasareseil o Tpyay 1 oria-
nepcoHaia MPAKTHK [T0 OPTaHU3aIlMA | T TPYZa; CHCTEMBI, METOIBI U (POPMBI Tema 1 Oprannsaunontsie

HOPMHUPOBAHUA TPYZAa s
Pa3IUYHBIX KaTeropui
HepcoHala, 0COOCHHOCTEH
IIPOU3BOJICTBA U JIEATENb-
HOCTH OpraHu3aluu

MaTepHaIbHOTO U HEeMaTePUaIbHOTO
CTUMYJIHMPOBAHUS TPya IEPCOHANa;
OCHOBBI TEXHOJIOTHH TIPOU3BOCTBA U
JICSITETIbHOCTH OpPTaHU3aIHH.

[IK-5.1. V-1. ¥YmeeT BHEAPSITH METObBI
palMOHAIBHOM OpraHU3aMK TPYAA;
paspabaTbIBaTh U 0QOPMILITH TOKYMEH-
TBI TI0 HATIPABIICHHUIO JIESITEINLHOCTH

OCHOBBI JIENOMIPOU3BOI-
cTBa. blaHKM TOKyMEHTOB.

IIK-5.1. 3-1. 3naer meToxs! yuera u
aHaIn3a MoKasaresieii Mo Tpy Iy | oruia-
Te TPy/a; CUCTEMBI, METOABI M (POPMBI
MaTEpHATLHOrO0 ¥ HEMATEPUAIBHOTO
CTHMYJIHPOBAaHHUS TPYJa IEPCOHANA;
OCHOBHI TEXHOJIOTHH HPOHU3BOICTBA U
JESATETLHOCTH OPTaHM3aIlHH.

[IK-5.1. V-1. YMeeT BHEAPSITH METOIBI
palMOHAIIBHOM OpraHu3alu TPYAA;
paspabaTbiBaTh 1 0QOPMILIT JIOKYMEH-
ThI 110 HATIPABJICHUIO EATCIbHOCTH

Tema 2. OpraHu3aioHHO-
pacnopsiauTeNbHAs TOKY-
MeHTanus. O0mas xapak-
TEpUCTHUKA CTHIIS CITyXkKe0-
HOHU TOKYMEHTAIHH TIpe-
MPUATHHA PECTOPAHHO-
TOCTHHUYHOTO OM3HEeca

I1K-5.1. 3-1. 3naer meTobl yueTa u
aHanM3a MnoKasaTelei o Tpyay U OIlia-
Te TPy/a; CUCTEMBI, METOABI B (POPMBI
MAaTepUAILHOTO U HEMATEPUATIHLHOTO
CTUMYJIUPOBAHUS TPYIa EPCOHANA;
OCHOBBI TEXHOJIOTHH TIPOU3BOJICTBA U
JESATETLHOCTH OPTaHM3aIlHH.

[IK-5.1. V-1. YMeeT BHEAPSITH METOIBI
palMOHATIBHOM OpraHU3aly TPYAA;
pa3pabateiBath U 0HOPMIISITH JIOKYMEH-
THI 110 HATIPABJICHUIO JIEATCILHOCTH

Tewma 3 CrpaBouyHoO-
nH(pOpPMaINOHHBIE J0-
KyMeHTBI. JlenoBast 1e-
perucka. CocraBnenne
aKTOB M IIPOTOKOJIOB.

IIK-5.1. 3-1. 3naer meToab yuera u
aHanM3a nokasaTteliel o Tpyay M OILIa-
Te TPy/a; CUCTEMBI, METOABI M (JOPMBI
MAaTepUaIbLHOTO U HEMATEPHUATIEHOTO
CTUMYJIUPOBAHHUS TPYIa IEPCOHANA;
OCHOBBI TEXHOJIOTHH TIPOU3BOJICTBA U
JIEATENBHOCTH OPraHU3aI|H.

IIK-5.1. V-1. YMeeT BHEAPSITH METOIBI
palMOHATBHON OpraHU3aluy TPYAA;
pa3pabatbIBaTh ¥ 0OPMIIITH TOKYMEH-
THI 110 HATIPABJICHUIO JIEATSILHOCTH

Tema 4 Pacnopsautens-
Hble J0KyMeHThl. Co-
CTaBJICHHE  TPHUKA30B,
yKa3aHHU, pacnopsbke-
Hull. OpraHu3anoOHHbIE
JOKYMEHTEL.

IIK-5.1. 3-1. 3naer meToas yuera u
aHanM3a noKasaTeliell o Tpyay  OILIa-
Te TPy/a; CUCTEMBI, METOIBI ¥ (JOPMBI
MAaTepPUAILHOTO U HEMATEPHAIEHOTO

Tema 5 Opranuszanus
JIOKyMEHTO0000pOTa.
Opranu3anus perucTpa-
LMY TOKYMCHTOB M KOH-




CTHMYJINPOBAHHS TPY/a IEPCOHAIIA;
OCHOBBI TEXHOJIOTHH TIPOU3BOCTBA 1
JIESITETIHHOCTH OPTaHU3AIHH.

[IK-5.1. V-1. YMeeT BHEAPSTH METOIBI
paILOHAILHON OpraHMU3aluy TPYAaA;
pa3pabatbIBaTh U 0OPMIATE TOKYMEH-
THI [10 HAIIPaBJICHHIO S TEILHOCTH

TPOJIb UCTIOTHEHHS J10-
KYMEHTOB.

I1K-5.1. 3-1. 3naer meTomp! yuera u
aHanM3a rnoKasartelei o Tpyay M OIlla-
Te TPya; CUCTEMBI, METOABI M JOPMBI
MaTepUaIbLHOTO U HEMATEPUATIHLHOTO
CTHMYJIMPOBAHHUS TPyJa IEPCOHANA,;
OCHOBHI TEXHOJIOTHH POHU3BOJICTBA U
JESATETLHOCTH OPTaHM3aIlHH.

[IK-5.1. V-1. YMeeT BHEAPSATH METOIBI
palMOHAIBHOM OpraHu3aly TPYAa;
pa3pabaTpiBaTh U 0HOPMILSITH TOKYMEH-
TBI 110 HATIPABIICHUIO JISSITENbHOCTH

Tema 6. Opranuzanus
OTIEPAaTHBHOTO XPaHEHHS
JokyMeHTOB. dopmupo-
BaHHE JIelI.

I1K-5.1. 3-1. 3naer meTob yuera u
aHanM3a MnoKasaTelei Mo Tpyay M OIlla-
Te TPy/a; CUCTEMBI, METOABI K (POPMBI
MAaTepUAILHOTO U HEMATEPUATHLHOTO
CTHMYJIHpPOBAaHHUS TPYJa IEPCOHANA;
OCHOBHI TEXHOJIOTHH POHU3BOICTBA U
JEATETLHOCTH OPTaHM3aIlHH.

IIK-5.1. V-1. YMeeT BHEAPSATH METOIBI
palMOHATIBHOM OpraHU3aly TPYAA;
paspabaTpiBaTh U 0HOPMILSITH TOKYMEH-
TBI TI0 HATIPABIICHUIO JIESITEILHOCTH

Tema 7. ITogroroBka
JIIOKYMEHTOB K TIOCIIe-
IyIOIIeH Tiepeaayun 10-
KYMEHTOB B apXUB U
Ha YHUYTOXEHHUE.

[IK-5.2 OmpenencHue 3¢-
(dexTuBHOCTH pabOTHl CH-
CTEeMBbI OpraHu3alky Tpyaa
W HOPMHPOBAHUS TPyla Ha
pabounx MecTax

ITK-5.2. 3-1. 3HaeT OCHOBHI IOKyMEH-
TOO0OPOTa U JOKYMEHTAIIHOHHOTO
obecrieyeHns; KaIpOBYIO OIUTUKY U
CTpATEeTUI0 OpPraHU3aIuu

[IK-5.2. V-1. YMeeT aHaTU3UPOBATH
3(h(heKTHBHOCTH PabOTHI CHCTEMEI Opra-
HHU3alUK TPy/a epcoHaia ¥ HOpMHPO-
BaHUS TPyAa Ha pabouux MecTax

Tema 1 OpranuszanuoH-
HBIE OCHOBBI JIEJIOIPO-
n3BojcTBa. biankm no-
KYMEHTOB.

ITK-5.2. 3-1. 3HaeT OCHOBBHI JIOKyMEH-
TOO0OPOTA U TOKYMEHTAIIMOHHOTO
o0ecreueHHsT; KaIpOBYIO TIOJIHUTUKY U
CTpATEeTUI0 OpPraHU3aIun

ITK-5.2. V-1. YMeeT aHATU3UPOBAThH

3¢ GEKTHBHOCTD PaOOTHI CHCTEMBI Opra-
HU3AIMH TPYya IIepcoHaia 1 HOPMHUPO-
BaHMs TPYZAa Ha pabOUMX MECTax

Tema 2. OpraHu3anioHHO-
pacropsiIuTeNIbHAs T0KY-
MmeHTaius. O0mias xapak-
TEPUCTHKA CTHJIA CITyxkeO-
HOHU JIOKyMEHTalluH MpeJ-
HNPUATHHA PECTOPaHHO-
TOCTHHHYHOTO OM3HECa

ITK-5.2. 3-1. 3HaeT OCHOBBHI JJOKyMEH-
TOOOOPOTA U TOKYMEHTAIMOHHOTO
obecrieueHns; KaapOBYIO IOIUTHKY U
CTpaTEeruio OpraHu3alum

Tema 3 CrnpaBouHo-
nH(pOpPMaIMOHHBIE J10-
KyMeHTHI. JlenoBast ne-
penucka. CocraBieHue
aKTOB M IIPOTOKOJIOB.




ITK-5.2. V-1. YMeeT aHAIU3UPOBATH

3¢ (HEeKTHBHOCTL pabOTHI CHCTEMEI OpTa-
HHU3aLUH TPY/a epcoHaia i HOPMHPO-
BaHMs TPYAa Ha paboYUX MeCTax

ITK-5.2. 3-1. 3HaeT OCHOBBI JIOKyMCH-
TO00OPOTa U JOKYMEHTAIL[HOHHOT'O
obecrieueHns; KaIpOBYIO MMOJUTUKY U
CTpATEruIo OpraHu3annu

IIK-5.2. V-1. YMeeT aHATU3UPOBATH

3¢ peKTUBHOCTH pabOTHl CHCTEMBI Opra-
HHU3aLUH TPy/a epcoHaia 1 HOpMHPO-
BaHMs TPYyZAa Ha pabOYUX MECTax

Tema 4 PacnopsanTens-

Hble JOoKyMeHThL. Co-
CTaBJIEHHE  IPUKA30B,
yKa3aHuil, pacropsvke-

HuMl. OpraHu3alOHHbIE
JIOKYMEHTBI.

ITK-5.2. 3-1. 3HaeT OCHOBBI JIOKyMCH-
TOO0OpPOTa U JOKYMEHTAIIHOHHOTO
oOecrieyeHns; KapOBYIO IOIUTUKY U
CTpATEeTUIO OpPraHU3aIuu

[IK-5.2. V-1. YMeeT aHaTU3UPOBAThH
3((HheKTHBHOCTH PabOTHI CHCTEMEI Opra-
HM3aIMU TPyJa epcoHaIa 1 HOPMUPO-
BaHMs TPYAa Ha pabOUUX MECTax

Tema 5 Opranuzanus
JIIOKYMEHTO000pOTa.
Opraan3anus perucTpa-
MU TOKYMEHTOB H KOH-
TPOJIb UCTIOHEHHS 10~
KYMEHTOB.

ITK-5.2. 3-1. 3HaeT OCHOBHI IOKyMEH-
TO000POTA U JOKYMEHTAI[MOHHOTO
obecrieueHus; KaIpOBYIO MOJUTUKY U
CTpATEruIo OpraHu3annu

[IK-5.2. V-1. YMeeT aHaTU3UPOBATH
3(h(heKTHBHOCTH PabOTHI CHCTEMEI Opra-
HH3ALMHU TPYJa IEPCOHaIa 1 HOPMUPO-
BaHUs TPYZAa HA pabOYUX MecTax

Tema 6. Opranuzanus
OIICPATUBHOI'O0 XpaHCHUSA
JOKyMeHTOB. DopMupo-
BaHMeE JIel.

ITK-5.2. 3-1. 3HaeT OCHOBBHI JJOKyMEH-
TOOOOPOTA U TOKYMEHTALMOHHOTO
obecrieueH s ; KaAPOBYIO MOIUTHKY
CTPATErHI0 OpraHU3aLUH

ITK-5.2. Y-1. YMmeer aHanu3upoBarthb

3¢ GEKTUBHOCTH PaOOTHI CHCTEMBI Opra-
HHU3AIMH TPYy1a IepcoHaa 1 HOpMHUPO-
BaHUs TPpyJa Ha pabodnx MecTax

Tema 7. ITogroroska
JIOKyMEHTOB K TIOCTIe-
Nyrolel nepeaadu Jgo-
KYMEHTOB B apXUB UJITH
Ha YHUYTOXEHHUE.




METOAAYECKHUE MATEPUAJIbL, XAPAKTEPU3YIOIIHUE 3TAIIBI
POPMUPOBAHUA KOMIIETEHIHUA

IlepeyeHb yueOHBIX 32IaHUIA HA AyAUTOPHBIX 3aHATHAX
Bomnipocsl 11 NpoBeieHUs1 ONPOca 00y4ar0NIUXCS

Tema 1 Opranu3anuoHHbIE OCHOBBI /1€JIONPOU3BOACTBA. BJIaHKH 10KYMEHTOB.
Nuauxarop gocruxenus: IK -5.1, ITK-5.2.

1. KakoB npeaMeT 10KyMEHTAIlMOHHOTO 00eCTIeYeHNUs yIIPaBICHUS?

2. Kakne HOpMaTUBHO-TIPABOBBIC aKThl PErYIUPYIOT JOKYMEHTAIIMOHHOE obecreue-
HUE yIpaBiieHUs?

3. KakoBa mpaxkTuueckas 3HaUMMOCTb Y4€OHON IUCIMILIMHBI «TOKYMEHTALMOHHOE
o0ecrieyeHue yrnpaBaeHHUs»?

4. Kakoii 06beM 1 cosepkaHre UMEIOT MOHATUS «MHPOPMALUA» U «JOKYMEHT»?

5. Kakyto ponb urpaer undopmanus B odecriedeHrn 3HPeKTUBHOTO yIpaBIeHuUs?

6. KakoBbI HCTOYHHKH NOJYYEHHUs yIIpaBlIeHUYEeCKOM nHpopmaru?

7. KakoBbl HazHaueHHE U (QYHKIMM CIyXKO JOKYMEHTAllMOHHOIO oOecredeHus
yIIpaBJICHUS B COBPEMEHHBIX OpraHN3ausIX?

8. Uro Takoe «cucTemMa ITOKyMEHTAMW» U «yHU(UIIUPOBAHHAS CHCTEMa JOKYMEH-
Tanuu»?

9. Kakue BBl yIpaBIeHYECKUX JTOKYMEHTOB BKJIIOYAET B ce0s1 YHU(PHUIUPOBaHHAS

CUCTEeMa OpraHU3aIMOHHO-PACIIOPATUTEILHON TOKYyMEHTALIUN?
10. Kakoso Haznauenue ['OCT P6. 30-2003?

Tema 2 OpraHu3anMoHHO-pPaCOPSAANTEIbHAsN JoKYMeHTanus. O01mas xapaKkTepucTuKa
CTHJISA CJTY:KeOHOM JOKYMEHTAlNH.
Nupukarop nocrukenns: K -5.1, IMK-5.2.
1.KakoBbI coBpeMeHHbIe TPeOOBAHUS K SA3bIKY M CTUJIIO YNPABIEHYECKUX TOKYMEHTOB?
2.Yto coboii mpeacTaBisieT YcraB opranuzanun’? KakoBbsl OCHOBHBIE TPEOOBAaHHS K €T0
COCTaBJIEHUIO ¥ 0(OPMIICHHIO?
3.Kax oopmuts [lonoxenue 06 otaene unu ciyx0e opranuzanun?
4. Kak oopMHTh HITATHOE pacnucaHue?
5. Kakue tpeboBaHHs MPEIBABISIOTCS K 0(OPMIICHHUIO I0TOBOPA, KOHTpaKTa?
6.YTo Takoe MHCTPYKIIUSA, KAKOBO €€ coJiepKaHue u ohopmieHue?

Tema 3 CnpaBoyHO-HH(pOPMALHMOHHBIE TOKYMeHTHI. JlenoBas nepenucka. Cocras-
JIeHHEe aKTOB U NPOTOKOJIOB.

HNuauxarop gocruxenus: IK -5.1, ITK-5.2.

1.KakoBsI coBpeMeHHbIe TpeOOBaHUS K A3bIKY M CTUJIIO YIIPABJIEHYECKUX TIOKYMEHTOB?

2.Yto coboii npeacranser YcraB opranuzanun? KakoBbl OCHOBHbIE TPeOOBaHUS K €ro
COCTaBJICHUIO U 0(OPMIICHUIO?

3.Kak opopmuts ITonoxenue 06 oTaene uium ciry:x6e opranuzanuu?

4. Kak opopmuTh IITATHOE pacnucaHue?

5. Kakue tpeboBaHus MPeabABISIOTCS K 0()OPMIIEHHUIO 10TOBOpa, KOHTpaKTa?

6.UT0 Takoe MHCTPYKITHS, KAKOBO €€ COJepKaHune U 0(hOopMIICH



Tema 4 PacnopsianresabHble 1o0kyMeHThl. CocTaB/ieHHe NMPUKA30B, YKa3aHWi, pac-
nopsizkeHuid. Opranu3anUuoOHHbIE TOKYMEHTbI.
Nuauxarop gocruxkenns: IK -5.1, IK-5.2.

1.Ha xakue Tpu noacucteMsl noapasaenstorces OP1?

2. Onpenenure noHsTUE «J{OKYyMEHTHPOBAHUE.

3.IlonsTHe: "peKBU3UT" TOKYMEHTA.

44Yto Takoe TOCTOSIHHbIE U  TIEPEMEHHBIE  PEKBU3UTHI  OpPraHHU3AI[IOHHO-
pacnopsiAUTENbHOU JOKYMEHTAUuU?

5.KakoB cocTaB TMOCTOSHHBIX UM IEPEMEHHBIX PEKBU3UTOB  OPraHU3alMOHHO-
pacnopsiAUTENbHOU JOKYMEHTAUuU?

6.Kakue pexBHU3UTHI UCHOJB3YIOTCS B 3aroJIOBOYHON 4YacTu OpraHU3aIMOHHO-
pacnopsiAUTEIbHBIX IOKYMEHTOB?

7.Kakue pexkBU3UTBHI HCIONB3YIOTCS B COJAEP)KATENbHONM YacTH OpaHU3AllMOHHO-
pacnopsAUTENbHBIX JOKYMEHTOB?

8.Kakue TpeboBaHus IPEeabABISIOTCS K 0OPMIICHUIO TPOTOKOIIA?

9.Kak opopMuTh TOKITAIHYIO, CITYKEOHYIO U OOBSICHUTEIBHYIO 3aITUCKU?

Tema S5 Opranmsanusi 1okymMeHToo0opora. OpraHu3auusi perucTpauMy AOKYMEHTOB M
KOHTPOJIb MCIIOJIHEHUSI JOKYMEHTOB.
HNupuxarop nocruskenns: IIK -5.1, IK-5.2.
N3 xakux yacteil CKJIafbIBaeTCs JOKYMEHTOO0OPOT OpraHu3auu’?
KakoBbl 3Tarbl paboThl ¢ BXOIAUIMMH JOKYMEHTaMuU?
Kak cTpourcs pabota ¢ HCXOAAUIMMU JOKYMEHTaMu?
KakoBa TexHos0rus paboThl ¢ BHyTPEHHUMU JOKYMEHTAMU?
Kakue 3agaun 1oKyMEeHTOO00pOTa peIiaeT perucTparus JOKyMeHTOB?
Kakue ympaBiaeHueckne JOKYMEHTHI HE MOJJIEKAT perucTpaluu B Clyx0ax
OKYMEHTAILMOHHOT'0 00eCTeYeHHs yIIpaBIeHUs?
KakoB nopsiiok perucTpaiuu yrnpaBjieHYECKOro 10KyMeHTa?
Kakwue cymecTByroT BUABI KOHTPOJISI HCIIOJIHEHUS TOKYMEHTOB?
Kakue omepanum 1o KOHTPOJIIO MCHOJHEHHS JOKYMEHTOB OCYLIECTBIISIFOT
CITY’KOBI IOKYMEHTAI[MOHHOT'O O0eCTIeYeHUs yIpaBIeHUs?

©CONZD ogabkrwdpE

Tema 6 Opranusanus onepaTuBHOrO XpaHeHHUs JOKYyMeHTOB. PopMupoBaHue J1eJl.
HNuaukarop nocrmzkenus: IK -5.1, TIK-5.2.

1. Kak ocymecTsisiercsa cuctemaTi3anus U XpaHeHHE JOKYMEHTOB B OpraHu3alun?

2. Uro Takoe 11e10, ¢ TOUKHU 3peHust ToKyMeHToBeaeHus? [IpuBeaure npumeps! aei,
XPaHALMXCS B OpraHU3aly.

3. Packpoiite conepxaHie NOHATHS «HOMEHKIIaTypa nen». Kakoe nomkHocTHOE JTH-
110 B OpraHU3alliy OTBEYAET 3a COCTABJICHNUE U BBEJCHHE B JCHCTBUE HOMEHKIIATYPBI A€’

4, KakoBbI peKBU3UTHI HOMEHKJIATYPbI A€ ?

5 KakoBa coznepxarenpHas 4acTh HOMEHKJIATyphI aen?

6. Kakue npusHaku 3aBeieHUs Jiej1a UCIIONB3YIOTCS IpU (OpMHUpPOBaHUH Jen?

7. KakoB ocHOBHOI npuHIIMT (OPMHUPOBAHUS TOKYMEHTOB B jaera?

8 Kakune HopMaTuBHBIE TpeOOBaHUS HEOOXOAMMO COOJOIATh NMPU (HOPMHUPOBAHUU
aen?
Tema 7 IloaroroBka J0KYMEHTOB K IOCJIeAyIOLIeH Nepeiadyd J0KYMEHTOB B apXUB MJIM HA
YHHYTOXKEHHeE.

Nuauxarop pocrmxkenns: K -5.1, ITK-5.2.
1. Kak ocymiecTBiseTcs CUCTEMAaTH3AIlHs U XpaHEeHHE TOKYMEHTOB B OpraHU3aIuu?
2. Uto Takoe neno, ¢ TOUKHU 3peHust JoKkyMeHToBeaeHus? [IlpuBenure mpumepsl e,
XpaHSIIMXCA B OpraHU3aIUU.



3.

PaCKpOﬁTC COACPIKAHUC TMOHATHUA «HOMCHKJIATYpa ACII». Kakoe JOJIXKHOCTHOC JIN-

110 B OpraHU3aIMK OTBEUYAET 32 COCTABJICHUE U BBEJICHNE B JICHCTBUE HOMEHKIATYPHI Je?

4.

5
6.
7.
8

nen?

KakoBbI peKBU3UTHI HOMEHKIJIATYPHI 1€717

KakoBa comeprkarenbHas yacTh HOMEHKJIATYPHI J1e?

Kakue npu3Haky 3aBeieHUS Jie1a UCTIONB3YIOTCS TPU (POPMUPOBAHUM J1€17

KakoB ocHOBHOI puHIMT (HOPMHUPOBAaHHS JOKYMEHTOB B aeia?

Kakue HopMaTHBHBIE TpeOOBaHHS HEOOXOIUMO COOIIOAATH MpH (HOPMHUPOBAHUHI

Kpurepun oneHku:

0,5 6an1a BeICTaBIIAETCS OOYYAIOLIEMYCs, €CJIM OH CBOOOJHO OTBEYACT Ha TEOpETHYe-
CKH€ BOMIPOCHI U TIOKA3bIBAET INyOOKHUE 3HAHUS U3YYEHHOTO MaTepuaa,

0,4 6an1a BeICTaBIIACTCS 00OYUYAIOMIEMYCS, €CIIM €r0 OTBETHI HA TEOPETUUYECKHE BOIPOCHI
HE JIOCTAaTOYHO MOJIHBIE, UMEIOTCS OLUIMOKH MPU OTBETAX HA JOMOJIHUTEIbHBIE BOIIPOCHI,

0,3 0aqua BeICTaBisieTCss oOydaronemycs, eciu oH oTBedaeT Ha 50% 3amaBaeMbIX BO-
MIPOCOB M YACTHUYHO PACKPBIBAET COJEP>KaHUE TOMOTHUTEIBHBIX BOIPOCOB,

0,2 0aju1a BBICTaBJIsIETCA O0ydYaroleMycs, €ClId OH TEOPETHUYECKOE COJEpk aHUEe Kypca
OCBOMJI YACTUYHO HJIM OTCYTCTBYET OPHEHTAllMs B M3JIaraeMOM MaTepuaie, HeT OTBETOB Ha 3a-
JlaBaeMble JIOMOJHUTEIBHBIE BOIIPOCHI.



Bonpocs! 1J1s1 NpoBeeHUs IPYNIOBBIX JUCKYCCHI ¢ 00y4arOIIUMHUCS

Temal «CymHOCTb 4 321244 NIPOEKTUPOBAHUS OPraHU3ALMOHHBIX CHCTEM))

Nuauxarop gocruxenus: IK -5.1, ITK-5.2.

1 CpaBHEeHUE UCTOPUYECKHUX MEPUOAOB B PA3BUTUU POCCUIICKOTO JI€TIO0MPOU3BOICTRA.

2 AHain3 COBETCKOTO MEPHO/A B PA3BUTUH JICTIONPOU3BOJICTBA.

3 Pa3paboTtka 01aHKOB IOKYMEHTOB JJI KOHKPETHOW OpraHu3alliH.

4 Pacuet uncineHHoOCTH ciyk0b1 JIOY.

5 Pa3pabotka yHu(puIupoBaHHbIX (opM T0KyMeHTOB B cpeae Microsoft Word.

6 Pa3paboTka mabmoHOB At 0POPMIICHUS OPTaHU3ALMOHHON JTOKYMEHTAlUU KOHKpPET-
HOI opranu3anuu B cpeae Microsoft Word.

7 Perucrpanus BXOAAIEH U UCXOAAIIEH KOPPECTIOHICHIIVH.

Tema 2. Opranu3auMoHHO-pPACIOPSIAUTENbHAS JOKYMeHTanusA. O01mas XxapakTepucTUKa
CTHJIA CIYyKeOHOM TOKYMEHTANH

HNupuxarop nocruskenns: IIK -5.1, IK-5.2.

Knaccudukanust METOI0B TPOSKTUPOBAHMSL.

['padpuaeckue MeTOIbI TPOSKTHUPOBAHMUSL.

AHAITUTUYECKHE METOIbI IIPOSKTUPOBAHUS.

Knaccudukanus Moaesneid, HCIob3yeMbIX B OPTaHU3AIIMOHHOM ITPOCKTHPOBAHHH.
DKCIEPUMEHT U €T0 POJib B MPOCKTUPOBAHUH.

agrwdE

Tema 3 CnpaBouHo-uH(popManuoOHHBIEe J0OKYMeHTHI. /lesioBas nepenucka. CocraBieHue
AKTOB U NIPOTOKOJIOB.

HNupuxarop nocruskenns: 1K -5.1, IK-5.2.

Yo Takoe HHCTPYKIIMS, KAKOBO €€ cojiepkaHue u opopmieHue?

PexBu3NUTHI TOKyMEHTOB.

PexkBU3UTEI OpraHN3alMOHHO-PACIOPAAUTENBHBIX JOKYMEHTOB.

PexBu3nThl HHPOPMALIMOHHO-CITPABOYHBIX JOKYMEHTOB.

N e

Tema 4 PacnopsaauresbHbie JOKyMeHThI. CocTaB/IeHHE NIPHUKA30B, YKA3aHUH, PACIIOpsIKe-
HUii. Opranu3anuoHHbIe J0KYMEHTBI.

HNupuxarop nocrukenns: 1K -5.1, ITK-5.2.

1 CpaBHEeHHE UCTOPUYECKHX TIEPHOAOB B PA3BUTHH POCCUICKOTO JAEIOMPOU3BO/ICTBA.

2 AHayn3 COBETCKOTO MEPHO/A B Pa3BUTHH JIETONPOU3BOJICTBA.

3 Pa3paboTtka 01aHKOB IOKYMEHTOB JJI KOHKPETHOW OpraHu3aliH.

4 Pacuet uncineHHocTH ciyk0b1 JIOY.

5 Pa3zpaboTka yHHPUIIMPOBAaHHBIX (GOpM AOKYMEHTOB B cpeae Microsoft Word.

6 Pa3paboTka mabmoHOB A 0POpPMIICHHUS OPraHU3alMOHHON TOKYMEHTAlluU KOHKpPET-
HOU opranu3anuu B cpeae Microsoft Word.

Tema 5 Opranusanusi 10KyMeHT0000poTa. Opranu3anus perucTpauuy J0KyMeHTOB U
KOHTPOJIb MCIIOJIHEHHSI IOKYMEHTOB.
HNupuxarop nocrumkenns: 1K -5.1, ITK-5.2.

1. Peructparus BXOIAIICH U UCXOASIIEH KOPPECTIOHCHITHH.

2. Pabota ¢ 3asBIICHUSIMU TPaXKJIaH.

3. Pa3paboTka HOMEHKIJIATYpHI €.

4. Opraamzanus JJOY ¢ moMoIipo aBTOMaTU3UPOBAHHOM CHCTEMBI «J[emo»

5. Pazpabotka [lonoxxeHust 06 SKCIEPTHON KOMUCCHH



6. IIpoBeneHue 3KCHEPTU3BI ICHHOCTH TIOKYMEHTOB
7. Odopmiienre 00I0kKeEK JIe] C pa3HBIMH CPOKAMH XPaHCHUS
8. TloaroroBka JOKYMEHTOB K YHHUYTOKECHHUIO

Tema 6. Opranu3anusi onepaTUBHOr0 XpaHeHUs1 J0KyMeHTOB. @opMupoBaHme jel.
Nuauxarop gocrmxenus: IK -5.1, ITK-5.2.

1. Peructpanus xak cocraBHas yacth TexHoioruu JOY. IIpuHuunel perucrpanuu
JOKYMEHTOB.

2. XapakTepuCTUKa COBPEMEHHBIX PErUCTPALMOHHBIX (POPM, COCTaB MHPOPMALIUU U
MOPAJIOK MX 3aIIOJIHEHUS.

3. Pa3Butue crocoboB perucTpanuy B rocyJapCTBEHHOM JI€JI0IPOU3BOJICTBE.

4. B3anMocBs3p  perucrpanuu  JOKYMEHTOB C  OpraHU3alMedl  CIpPaBOYHO-

UH(POPMAIIMOHHOW Pa0OThI, OpraHu3alell KOHTPOJIS UCIIOIHEHUST U Tocenyoen 00-
pabOTKON JTOKYMEHTOB.

Tema 7. [IoAroTOBKA JOKYMEHTOB K MOCJIeIYIOIIEH Meperayn J0KyMEHTOB B ApXUB WJIH HA
YHHYTOKEHHeE.

HNupuxarop nocruskenus: 1K -5.1, IK-5.2.

1.ITocToenue «aepena 1enei» Npu aHAIKU3e OPraHU3alMOHHBIX CUCTEM YIIPABIICHUS.

2. BBI00Op ONTUMAIBHBIX PEIICHUH C YI€TOM SKOHOMUYECKHX, CONUATBHBIX U JPYTUX KPUTECPH-
€B, OTPaHUYCHHI 110 pecypcam, CpoKaMm.

3. Pacder 0’)xnMIaeMBIX TEXHUKO-3KOHOMUYECKHUX PE3yIbTaTOB COBEPIICHCTBOBAHUS CUCTEM
yIpaBIeHUSI.

4. Pa3paboTka miaHa BHEIPSHUS OPTaHU3aMOHHOTO MTPOEKTa U OlleHKa A(h(HEKTHBHOCTH €To pe-
aNnHU3aIiH.

Kpurepun onenkmn:

0,5 6anna BeICTaBISETCS CTYICHTY, €CIIH BBIIOJHEHBI BCe TPeOOBAHMS IO TMOATOTOBKE K
JMCKYCCHH, CBOOOJTHO M IMOJIHO OTBEYAET HA BOIMPOCHI, MPOSBISIET IITyOOKHE 3HAHUS U HaBbIKH,
BJIa/ieeT NMpodeccCuoHaNIbHON TEPMUHOIOTHEHN, JEMOHCTPUPYET 3PENOCTh CYXACHUM, CaMOCTOs-
TEJIbHOE MBILIIEHUE, BEICOKUH YPOBEHb C(HOPMUPOBAHHOCTH KOMITETEHIIM;

0,4 6anna BBICTABISIETCS CTY/ICHTY, €CJIM BBITIOJTHEHBI OCHOBHBIE TPEOOBAHMS 110 MOJTO-
TOBKE K JUCKYCCHH, OTBEYAET CAMOCTOSITEILHO U I'PAMOTHO, MPOSBIISET JOCTATOUYHBIN YPOBEHb
c¢(OpMHUPOBAHHOCTH KOMIIETEHIINH, HO TOMYCKAaeT HEKOTOpble HETOYHOCTH, JTMO0 HapylleHa Jio-
T'HKa U3JI0’KEHHsI, OTCYTCTBYET JI0CTaTOYHAs INTyOMHa OTBETOB;

0,3 6aqua BBICTABISETCA CTYACHTY, €CITH UMEIOTCS OTCTYIUICHHS OT TPeOOBAaHHHA MO TOJ-
TOTOBKE K JMCKYCCHH, OTBEYAET HE JOCTATOYHO IOJHO, YPOBEHb 3HAaHUI U c(HOPMUPOBAHHOCTU
KOMIIETEHIIMM HE BBICOKHH, JOMYCKAIOTCS OTAENbHbIE MOrPEUIHOCTH U OLIMOKH, JUOO OTCYT-
CTBYET KOHKPETHOCTb, SICHOCTh U YETKOCTh OTBETA;

0,2 6an1a BBICTABIIICTCS CTYACHTY, €CJIM HE BBITOJIHCHBI BCe TPEOOBAHMS IO ITOATOTOBKE
K TUCKYCCHH.
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3aganus AJ19 TEKyLero KOHTPoJIs
KommuiekT 3aganuii 1Jis1 BHINOJTHEHUS] KOHTPOJIbHOM padoThI
CTyJAeHTAMH
10 IMCHMILINHE «/loKyMeHTallHOHHOe o0ecleyeHue YIpaBIeHUusD
KonrpoabHnas padora 1(1-6)

BapuaHT KOHTpOJIbHOM paboThI onpeensieTcs o nepBoi OykBe (haMUIINU CTYIEHTA.

KonTposibHasi padoTa BBINOJHSAETCS B PYKONHMCHOM BH/e HIAPMKOBOH PY4YKOil B
o0beme 0HOM KOJABHOM TeTpaau (12-18 JIMCTOB) MJIM HA KOMIIBIOTEPE HA JIMCTAX OymMaru
A4 (210x297 mm). CTpaHuubl KOHTPOJIBLHOH PadoThl J0AKHBI ObITh COeIMHEHBI U IPOHY-
MepPOBaHbl, UMETh M0JIsl, He00X0AMMBbIe JIJIsl 3aMeyaHuii peuen3enTa. KonrpoiabHas padora
JAOJIKHA CO/lep:KaTh: THUTYJbHBIH JIUCT, BHINOJHEHHbIE M0 NMOPSAAKY JAeBATH 3alaHM, CIIU-
COK McmoJsib3yemMoii gurepatypbl. Ilociennsis crpannna padoTbl NOANUCHIBAETCS ABTOPOM
€ YKa3aHHeM JaThl OKOHYAaHUsI HanucaHusi padoTel. PaGora, BbINOIHEHHAs] HEOPEXKHO WM
He COOTBETCTBYIOIIAsi BADHAHTY CTY/IeHTA, BO3BpaIlaeTcst 6e3 MpoBepKH.

KonTposbHnas padora 10/:kHa ObITh 0GOpMIIeHA B COOTBETCTBHHU € TPeOOBaHUSIMHU,
NpeabsABIAAeMbIMH K 0()OPMIICHHIO HAYYHOI'0 TEKCTa. B IIKOJIBHON T€Tpaau OCTaBJIATH MOJIA
HE TOJIBKO CJIEBA, HO M TAKOTO K€ pa3Mepa ciipaBa. AKaJeMUUeCKU (Hay4yHbIi) TEKCT revyaraer-
Csl, COTJIACHO COOTBETCTBYIOIIEMY cTaHaapty, mpudrom Times New Roman gepes 1,5 unrepsa-
na, pazmep mpudrta — 14 (1800 3HAKOB HA CTpaHUIIE, BKIIOYAs MTPOOCITBI U 3HAKU MPETTMHAHMS).
Pa3mep neBoro nosist — 3 cM, rpaBoro — 1 ¢cM, BEpXHETro — 2 cMm.

Pabora momkHa HAYMHACTCSI TUTYJIBHBIM JIUCTOM. THTYIBHBINA JHCT OQOPMIISETCS 110 00-
pasily, Ipe/ICTaBIEHHOMY B TEMaTHKE KOHTPOJBHBIX paloT.

Hywmepanus crpanun paboTel ocyuiecTBisercs apadCKUMU nudpamMu Mo MopsiKy HoMe-
poB 0e3 MPONYCKOB M NOBTOPEHHM, HaUMHAs C TUTYJIBHOIO JIMCTA U JI0 MOCIEIHEH CTpaHMIIbI.
EnuHbIi NOpSAAOK HyMEpaluyd OXBATHIBAET BCE CTPAHUIIbl pabOThI, CIMCKA JINTEPATyphl U MpH-
noxeHuii. Homep cTpaHulbl IpOCTaBIIACTCS B BEpXHEN 4acTH JIMCTA crpasa. [lepBoii crpanuLen
paboThl CYMTAETCS TUTYIBHBIN JIHUCT (0OJHAKO HOMED «1» Ha HEM He MPOCTABIIAETCS).

B KoHIe KOHTPOIBbHOI Pa00THI NPHUBOAUTCH CIHCOK MCIOJIb30BAHHOM JUTEPATYPHI.
Kaxnas ucnoJsib30BaHHasi B padoTe KHUIa 10/KHA ObITh COOTBETCTBYIOIIMM 00pPa3oM ONu-
cana. bubimnorpadguyeckoe onucanue KHUI, crared U3 MoOHorpaguu, cOOPHUKOB, coOpa-
HUI COYMHEHUI, )KYPHAJIOB, Ia3eT U APYruX M3AaHUi HAYMHAETCH ¢ (PaMUJIMU aBTOPA, 3a-
TeM yYKa3bIBaIOTCSl ero MHMIHAJbIL. [locie HUX yKka3bIBaeTCs MOJHOE Ha3BaHHWE KHUTH; I1OCIIE
KOCO 4epThl — JaHHBIE O peAaKTope (€C/iM KHUTa COCTaBJeHa IPYMION aBTOPOB); MOCIE TUPE —
Ha3BaHHUE Topojia, B KOTOPOM M37aHa KHHUra (IpUHATHI cokpamienuss M. — Mocksa, JI. — Jlenun-
rpan, CII6 — Cankt-IlerepOypr); mocie ABOETOUYNS — HA3BaHUE U3JIaTEIBCTBA, KOTOPOE €€ BHIY-
CTHJIO; MTOCTIE 3aMATON — roJ] U3/1aHus (CIOBO «ro/» (MK OyKBa «I'») HE CTABUTCH).

bubanorpaguyeckoe onucaHue KHUTM NPUBOAUTCA B TOM BH/JE, KAK OHO YKA3aHO
HA TUTYJBbHOM JINCTC KHUT'H.

BapuaHT TeMbI KOHTPOILHOH PadoTHI oNpeeseTcs Mo nepBoii Oykse pamuann
CTYIeHTA HA OCHOBE TA0JIUIIbI:

HavanbHas OykBa (paMHJIMH CTYICHTA Homep Tembl
A,B,B, I, L E
K3 WK JIM
H,O,IL P, C
Ty, ®, X,
I, 4, I
11, 3, 10, 51

OO WIN|F

BAPHUAHT 1
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1./1aTh TONKOBAaHUE CIOBAM, COCTABUTH C HUMU MPEITI0KEHHUS.
[IpoToKkoI, OTYET, 1EI0BOE MUCHMO, aKT, peKjIaManus, paKTOPUHT.
2.Haiitu ommOKu B peUI0KEHUX, 3alMCaTh IPaBUIIbHO:

a. MBI IIMPOKO TOTOBMIIMCH OTIIPA3IHOBATH I0OMIICH HAIlel KOMIAHUH.
0. S1 nanexo ere He UCIOJIB30BaJl BO3MOYKHOCTH HOBOT'O METOJIA.
B. Cromnsip caenai 3TOT CTOJ U3 JIy0a ¢ YETHIPhMS HOXKKaMH.

3.HO6aBI/ITb CYIICCTBUTECIIBHBIC K IIPEAJIOraM U MPEAIOKHBIM COUCTAaHUAM, COCTAaBUTHh 2-3 npen-
JIOXKCHUA C HCKOTOPBIMU U3 HUX:

B cBsa3u C, I10 IMPUYMUHE, BCICACTBUEC, KACATCIbHO, HC3aBUCUMO OT, B IC/IAX, B OTHOLIC-
HUH.
4. CocTaBUTh IIpHUKa3; MMCbMO-3alIpocC.

BAPUAHT 2

1./1aTh TOJKOBAaHUE CIOBAM, COCTABUTh C HUMU MPEII0KEHUS
Baprep, akkpenutus, odepra, nHGISINA, OPOKEP, MAPKETHHT.
2.Haiitu oKy B peUI0KEHUIX, 3a1CaTh IPaBHIIBHO:
a. [Tpremka mpoAyKLUHU O KaueCTBY U KOJIMYECTBY OCYILECTBIIAETCS HA OCHOBAHUU

«HUuctpykuuu ['ocapburpaxay.

0. CoBer IUPEKTOPOB MOTpeOOBall TapaHTUWHBIX O0A3aTE€ILCTB OT KJIUEHTOB-
MOCTaBUIUKOB.
B. [Toxynarens ymiauyuBaeT mpoAaBily mrpad 3a pacTsKKy IaTexei B pazmepe 2%

OT CTOUMOCTH TOBapa 3a Ka)KIbIi I€Hb.

3. Jlo6aBUTH CYIIECTBUTENIbHBIE K MpENIoraM M MpeUIoKHBIM COYETaHHUSM, COCTaBUTh 2-3
MNpEaAIOXKECHUA C HCKOTOPBIMU U3 HUX:

1o nmuHUM, cornacHo, BO UCIIOJIIHEHUE, 10 OKOHYaHUH, HE3aBUCUMO OT, IIPU ITOCPEACTBE.
4. CocTaBUTh IPUKa3; TUCHMO-PEKIAMALINIO.

BAPUAHT 3

1./laTe TOJIKOBaHME CIOBAM, COCTABUTh C HUMH IPEIIOKEHUS
Yaptep, TpaHncdepT, cTarHanus, peectp, CepTUPUKAT, pEKBUZUTHI.
2.HaiiTu ommOKu B MpeUI0KEHUSX, 3a1CcaTh MPaBIIbHO:

a. [ToAroTOBUTH MPOEKT K CPOKY — ATO JJIsi HUX caMasi HaucClIo)KHeWas npobiema.
0. BBl yxe 3HaKOMBI C KAYECTBOM YCIIYT, KOTOPBIE MBI IIPECTABIISAEM.
B. @upma 00s13yeTcsl 3aKIII0YUTh Bce HEOOXOAMMBIE JOrOBOpa Ha apeHjay moMmelne-

HHU.

3. J1o0aBUTh CyIIECTBUTEBbHBIE K MPEAIOTaM W TPEIOKHBIM COYCTAHHSIM, COCTaBUTH 2-3
MPEJI0KEHUS C HEKOTOPBIMH U3 HUX:

HeszaBucumo oT, BOonpekH, 3a CYET, BIPEb /10, B CUITY, B CTOPOHY.
4. CocTaBUTh MPUKA3; TUCbMO-TIOATBEPKICHUE.

BAPUAHT 4
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1./laTb TONKOBaHME CIOBAM, COCTABUTh C HUMH IPEAIOKEHUS
Pexnamanusi, npojaoHrupoBanue, ctarQuisnus, npaic-1mucT, MapKupoBKa, 1e0eT.
2.Haiit ommOK# B IPEUIOKEHUSIX, 3aIMCaTh MPABHIBHO:
a. Omnpenensisi OCHOBHBIE HAIPABICHHS NEATEIBHOCTU OpPraHU3allMK, HaM HEO0OXo-

JUMO YYUTBIBaTh EPCIEKTUBHBIE LIEIH.
0. BbiBo KOMHCCHY IPOTUBOPEYAT C MHEHHUEM TPYAOBOI'O KOJJIEKTHBA.
B. Bonpeku pacnucanus, noesz ono3aal.

3. J1o0aBUTH CyIIECTBUTENBHBIE K MPEIJIOTaM U TMPEAIOKHBIM COYETAHHSIM, COCTaBUTH 2-3
NPEUIOKEHUS ¢ HEKOTOPHIMU U3 HUX:
[To okoHYaHMH, O UCTCUCHUS, B COITPOBOXKICHUH, TI0 JIMHUH, CO CTOPOHBI, HACUET.
4. CocTaBUTh TIPUKa3; MUCHMO-TIPUTIIAIICHHE.
BAPHUAHT 5

1./laTh TOJIKOBaHKE CIIOBAM, COCTABHTh C HUMHU IPEIOKECHUS
ABU30, 10001, SMOapro, BEKCeb, MATCHT, JICMITHHT.
2.Haiit oKy B PEUIOKEHUSX, 3aIICATh MPABHIIBHO:

a. Hanoru ¢ kaxxoii aBromMaiivHbl Oy1yT B3UMAThCS C YIETOM CYMMbI PaCTaMOXKH.

0. Maunblii Gu3HEC pacTBOPSIETCS M3-32 OpEMEHHU HAJIOTOB.

B. 3aKpenuTh KypeHHue CTYJEHTOB, IpernojaBaTesied U COTPYAHUKOB B 34aHUM YHH-
BEPCHUTETA.

3. Jlo6aBUTh CYIIECTBUTENIbHBIE K MpEAsoraM M IMPEeUIOKHBIM COYETaHHUSM, COCTaBUTh 2-3
MNpEaAIOXKCHUA C HCKOTOPBIMU U3 HUX:

BBuny, Bpeasp 10, COTIacHoO, B IPOAOJKEHHUE, 110 JIMHUHU, TI0O OKOHYAHUH.
4. CocTaBUTh IPUKa3; OTBET HA MHCbMO-3aIPOC.

BAPHUAHT 6

1./laTe TOJIKOBaHME CIOBAM, COCTABUTh C HUMH MPEUIOKEHUS
Axuent, opepta, rpud, 1uiep, pe3ononus, cepTudukar.
2.Haiitu ommOKu B NpeUI0KEHUSX, 3aIMCaTh IPaBUIbHO:
a. Pemas 3ToT Bonpoc, HamH ObLIO YCTaHOBJIEHO HEUCIIOJHEHHE NHCTPYKIIUH.

0. OTBeTCTBEHHOE JIMIO 3a paaualiuOHHYIO 0€30ITacHOCTh 0053aHO MMPOUHCTPYKTHU-
POBaTh BCEX COTPYAHUKOB.

B. Ha npeanpustin Majio MexaHU3aluH, TOATOMY IIPEICTOUT MHOTO CHEJIATh.
r. YTBepxkaas JOKYMEHTAIUIO, JUPEKTOP CTABUT HA HEW CBOIO POCIUCH

3. J1o0aBUTH CYIIECTBUTENbHBIE K MPEIJIOTaM U TMPEATOKHBIM COYETAHHSIM, COCTaBUTH 2-3
MPEJIOKEHUS C HEKOTOPBHIMU M3 HUX:

[To mepe, BOpeas 10, IO HCTEUEHUH, BCIEACTBHE, OlIaroaps, B COOTBETCTBUHU C.
4. CocTaBUTh MPUKA3; TUCHMO-AKIIETT.

Kpurepun onenkmn:
4 6ana - CTyJIEeHT CBOOOJTHO M TOJIHO OTBEUYAET Ha BOIMPOCHI B KOHTPOJILHOHN padore,
OposIBIIIET TNyOOKHMEe 3HAHMSA M HAaBBIKM, BIageeT MNPO(EeCCHOHAIBHOW TEPMHHOJIOTHEH,
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JEMOHCTPUPYET 3PENOCTh CY)KIEHUH, CaMOCTOSITEIbBHOE MBILIUIEHWE, BBICOKMH YPOBEHb
c(OPMHPOBAHHOCTU KOMITETEHIIUH, IPAKTUUECKOE 3a1aHNE BBIIIOJIHEHO BEPHO;

3 Oasna - CTyIEHT TBEPJAO 3HAaeT MaTepuall B KOHTPOJBHOM paboTe, NpOsBISET
JIOCTaTOYHbIM  ypOBEHb C(OPMHPOBAHHOCTH KOMIETEHLUH, HO JONYCKaeT HEKOTOphIe
HETOYHOCTH, JIMOO HAPYIICHA JIOTUKA M3JI0KEHUS, OTCYTCTBYET JAOCTATOYHAs TIIyOMHA OTBETOB,
IPAaKTUYECKOE 3a/1aHUE BHINIOJIHEHO C HE3HAYUTEIbHBIMU OLINOKaMH;

2 6anna - CTYJCHT OTBEYAeT HA BOIPOCH B KOHTPOJIBHOU paboTe HETOCTATOYHO ITOJIHO,
YPOBEHb 3HAHUM U CHPOPMUPOBAHHOCTH KOMIIETEHIMH HE BBICOKHUH, JIONMYCKAOTCS OTIEIIbHBIE
MOTPEIIHOCTH U OMINOKH, JTUOO OTCYTCTBYET KOHKPETHOCTb, ICHOCTh U YE€TKOCTh OTBETA, MpPaK-
TUYECKOE 3aJJaHHE HE BBIIIOJIHEHO;

1 6as1 - CTYJIEHT OTBEYAET Ha BOMPOCH B KOHTPOJbHON paboTe MOBEPXHOCTHO U Oeccu-
CTEMHO, JIOITYCKAET CYIIECTBEHHbIE HETOUHOCTHU M OIINOKH, POSBISET HEAOCTATOUHBIN YPOBEHD
c(OPMHPOBAHHOCTH KOMIIETECHIIMI M HETIOHMMAaHUE MaTepuaia, IpakTUYecKoe 3a/laHiue HE BbI-
IIOJIHEHO.
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TecToBbIC 3a1aHUA

KoMiuiekT TecToB (TeCTOBBIX 3aJaHNI) M0 TUCHUILJINHE
«JlokyMeHTaMOHHOEe 00ecredeHue ynpaBJaeHusD)

Tema 1 Opranu3anoHHbIEe OCHOBBI /1€JIONPON3BOACTBA. BiIaHKM T0KYMEHTOB.
Nuaukarop gocrukenus: 1K -5.1, ITK-5.2.

1. 3adanue

Jenonpou3BoJCTBO HA NPEAIPUIATUIX TPOBOIUTCS:

a) B CMEIIaHHOH Gopme

0) B JICLICHTpaIM30BaHHON (hopme

B) B IICHTPAIM30BAHHOHN opme

T') B BBIIICTICPEYUCICHHBIX (hopMax

2. 3aoanue

PexBusut «Buza» ucnonssyercs:

a) IIpU COTJIACOBAHUU JOKYMEHTA C BHEIIHEH OopraHu3aiue

0) py BHYTPEHHEM COTJIaCOBAaHUU JOKYMEHTA

B) U1 (PUHAHCOBBIX U 0COO0 OTBETCTBEHHBIX IOKYMEHTOB

T) B IPYTHUX CIIy4asx

3. 3aoanue

[To oxoH4YaHUU TOfA BCE JeNa, 3aKOHYCHHbIE JIeJIONPOU3BOICTBOM MEPEAAIOTCS:
a) PYKOBOJUTEINIO OpraHU3alUN

0) B apXuB OpraHu3aIuu

B) B HAJIOTOBYIO MHCIIEKIMIO

T') 9KCIIEPTHONH KOMHUCCHH

4. 3aoanue

O060011eHHOEe Ha3BaHHE BHJIA OPHUIIMATIBHBIX JOKYMEHTOB CIIYXKAIllero CPeACTBOM OOIEHUS pa3-
JMYHBIX OPTaHU3ALUH 110 TIOBOJTY OCYIIECTBIIIEMO UMH JIETEITLHOCTH:
a) CBUJIETENIBCTBO

0) UHIUBHUIYATBHOE MMHUCHMO

B) cyXeOHOe MUChbMO

T) I€JI0BOE MUCHMO

5. 3aoanue

Komwccust o nmprieMke TOBapOB YCTAaHOBMIIA PSIIT PAKTOPOB, IMOCITYKUBIIUX MPHYMHON HECOOT-
BETCTBUS KOJIMYECTBA TOBapaM. B CBsI3U C 3TUM JOJKEH OBITh COCTaBJICH:
a) aKT

0) cipaBka

B) JOKJIa/IHAs 3aITUCKa

') HHCTPYKLIUS

6. 3a0anue

PexBusut «Ha3Banue Buaa JOKYMEHTa» OTCYTCTBYET:

a) BO BHYTPEHHUX JJOKYMEHTaX

0) B mucbMax, (akcax, TeJerpaMmax

B) BO BHEIITHUX JIOKyMEHTAaX

T') B UCXOJIAIINX JOKYMEHTaX

7. 3a0anue

Hymepanus nprka3oB 10 OCHOBHOH 1€ TETbHOCTH BEJETCS:

a) 10 MOPSAKY C MOMEHTa 00pa3oBaHUs (PUPMBbI

0) OTIEeNBHO OT MPUKA30B M0 JINYHOMY COCTaBY

B) MOJPSI B IIpeienax Mecsia

T) OJPS/ B peenax GUHAHCOBOTO roja
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8. 3aoanue

VYcTaHoBIIeHHE €AMHBIX HOPM M MPaBUJI, NPEIbIBISIEMbIX K JOKYMEHTaM C LENbI0 yIopsiioue-
HUS yIIpaBJIEHUS — 3TO:

a) yHuukamms

0) Tpadaperuzanus

B) CTaHJapTHU3AIs

r) hopmyIsIpu3anus

9. 3aoanue

K cneunanbHbIM QYHKIHMSIM JOKYMEHTA OTHOCSTCS:

a) ynpaBiieH4YecKas

0) nmpaBoBas

B) GYHKIMS HICTOPUUECKOTO UCTOYHHKA

T') BCE BBIIIEIIEPEUNCIIEHHbBIE

10. 3a0anue

JIoKyMeHT, coxpaHseMbli (IOUIekKaIIUi COXPAaHEHHUIO) B CUILY €r0 3HAYUMOCTH JUIsl OOIIEeCTBA —
3TO:

a) apXUBHBIA JJOKYMEHT

0) Ba)KHBII JOKYMEHT

B) OCHOBHOM JOKYMEHT

') UICTOPUYECKUI TOKYMEHT

Kputepun onenkmn:

0,5 0aJli1a BBICTABIIICTCS CTYJIEHTY, IIPH YCIOBUHU €0 MPaBUIIBHOTO OTBETA HE MEHEE YeM
Ha 90% TeCTOBEIX 3aJaHHA,

0,3 6aJi1a BBICTABIIAECTCS CTYIEHTY IPU YCIOBUU €r0 IpaBWiIbHOrO oTBeTa OT 70 10 89%
TECTOBBIX 3aJIaHMUI,

0,2 6aJ1a BBICTABIIAECTCS CTYIEHTY IIPH YCJIIOBUU €r0 NMpaBuiIbHOro oTBeTa oT 50 10 69%
TECTOBBIX 3aJIaHUM,

0,1 0as1 BEICTABISAETCS CTYIEHTY IIPH YCIIOBUU €T0 NPaBUJIBHOIO OTBETa MEHEE YEM Ha
50% TecTOBBIX 3aJaHUIl.
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Tema 2. Oprann3anoHHO-pacNOPsSANTeIbHAS JOKyMeHTanus. O0mas xapakTepucTuKa
CTHJISL CJIYKeOHOM JOKYMEHTAUMHU
Nuauxarop aocruxkenns: IK -5.1, ITK-5.2.
11. 3a0anue
Bupl 61aHKOB, peKOMEHTyeMbIe Il IPUMEHEHUS Ha MIPEPUATHSAX
a) JUTsl KaKJI0TO BUIAa JOKYMEHTOB CBOW OJIaHK
0) /U1 BHYTPEHHUX TOKYMEHTOB U JJIsl IIMCEM
B) /715l JOKYMEHTOB BHYTPU CTPaHbI U [ 3apyOeKHOM KOPPECTIOHICHIIUN
T) C YIJIOBBIM U IIPOJIOJIBHBIM PACIOI0KEHUEM PEKBU3UTOB
12. 3a0anue
[TpaBOBO# aKT, ONPEACISAIOMNN CTPYKTYPY, GYHKIIMU U MpaBa MpeIIpUsTHs — 3TO:
a) ycraB
0) 1moJjoxxeHue
B) HHCTPYKITUS
) periaaMeHT
13. 3a0anue
JlokyMeHTalmoHHOE o0ecrieueHue yrpaBieHus — 3TO:
a) OTpacib AESITeNbHOCTH, 00ECIICUNBAIOIas OPraHU3AIMI0 XPAHEHUS U UCIIOJIb30BAHUS APXUB-
HBIX JJOKYMEHTOB
0) oTpacip AEATeTbHOCTH, OOECIeunBaIONias JTOKYMEHTHPOBAHUE M OpPraHU3alMI0 paboThl C
OpUIMATBHBIMU TOKYMEHTaMU
B) TpeOOBAaHUS U HOPMBI, YCTaHABIUBAIOIIUE MOPSII0K JOKYMEHTUPOBAHUS
T') IPUHAAJIEKHOCTh BU/1a TUCBbMEHHOTO JOKYMEHTA
14. 3aoanue
PeructpannonHbsiii HOMep BXOASILINX U UCXOJSAIIUX JOKYMEHTOB COCTOUT M3:
a) KoJla OpraHu3aIiu, KOPPECIOHICHTOB
0) MopsAIKOBOTO HOMEpa, HOMepa JIeJ IO HOMEHKJIAType
B) KOJIa CTPYKTYPHOT'O MOApa3ieNieHHs U AaThl JOKYMEHTa
') HOMepa Jiejia 0 HOMEHKJIAType U 1aThl JOKyMEHTa
15. 3a0anue
Cucrema TOKyMEHTallMH, CO3JaHHAs IO €IMHBIM MpaBUiiaM U TPeOOBaHUSAM, COJAEpXKalasi WH-
dopmannio, HeOOXOIUMYIO JJIsl YIPABICHUS B ONPEIEICHHON cepe AeITeIbHOCTH — ITO:
a) yHuuuupoBaHHas GopMa JOKyMEHTa
0) cTanmapTu3anus
B) YHU(DULIMPOBAHHAS CUCTEMA TOKYMEHTaLUN
I') YHU(UIIUPOBAHHOE PEryIUpOBaHHE
16. 3a0anue
ITo hopme paznuyaroT JOKYMEHTHI
a) cIy)keOHbIe, JIMUHBIE
0) MOATMHHBIE, TTOJJIOKHBIE
B) MHAMBHIyaJIbHbIE, Tpa(apeTHbIE, TUIIOBbIE
T') IPOCTBIE, CII0KHbBIE
17. 3a0anue
JlaToli mpoToKosa SBISIETCS:
a) J1aTa 3aceIaHus
0) aTa moAmucaHus
B) J1aTa perucTpanuu
I') AaTa yTBEPKACHUSI
18. 3aoanue
HckoBble 3asiBIEHUS TOAIOTCA:
a) B BBICIIIMI apOUTPaKHBIN CyT
0) B apOUTpaXKHBIN CyA
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B) B BepxoBHbIil cyj

') B KOHCTUTYLIUOHHBIN CY]

19. 3a0anue

[ToBTOpHOE, a0COJIIOTHO TOYHOE BOCIPOU3BEACHHE MOATUHHHUKA, 3aCBUACTEIHLCTBOBAHHOE B
YCTaHOBJICHHOM MOPSIKE COOTBETCTBYIOIIUM JOKHOCTHBIM JIMIIOM — 3TO:
a) Komust

0) nyOnukaT

B) BBIITUCKA

r) Apyroe

20. 3aoanue

[To orpaHu4eHUIO TOCTyNa TOKYMEHTHI ICISTCS Ha:

a) CEKpETHBIC (COBEPIICHHO CEKPETHHIE)

0) KoH(UICHIATEHBIC

B) JUISL CITY’KEOHOTO TOJIb30BaAHUS

T') BCE BHINICTICPCUNCIICHHBIE

Kpurepun oneHku:

0,5 6asJ1a BBICTABISCTCS CTYACHTY, PU YCIIOBHH €T0 MPABIWIIBHOTO OTBETA HE MEHEE YeM
Ha 90% TecTOBBIX 3aJaHHUH,

0,3 Dass1a BBICTABISIETCA CTYJACHTY IIPHU YCIOBUU €ro MpaBmwiibHOr0 oTBeTa oT 70 10 89%
TECTOBBIX 3a/IaHUH,

0,2 6aJs1a BBICTABIISIETCS CTY/IEHTY IPU YCIIOBUU €ro MpaBwibHOro oTBeTa oT 50 10 69%
TECTOBBIX 3a/IaHUH,

0,1 a1 BBICTABIISICTCS CTYACHTY MIPU YCJIOBUU €r0 MPABUILHOTO OTBETa MEHEE YeM Ha
50% TecTOBBIX 3aJaHUM.
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Tema 3 CnpaBouHo-uH(popMannoOHHbIe T0KYMeHThI. JleqoBasi mepenncka. CocraBjieHue
AKTOB M POTOKOJIOB.
Nuauxarop aocruxkenns: IK -5.1, ITK-5.2.

1. Jloxmanuas (cinyxke0Has) 3alicKa — 3TO:

a) IOKYMEHT, aIpECOBAHHBIN PYKOBOJMUTEIIO YUPEKIACHUS U MHPOPMUPYIOUTUH €ro 0 Clio-
JKUBLICHCS CUTyalluu, UMEBIIEM MECTO SIBJeHMM WM (akTe, BBHIIOJHEHHON padore, coaepka-
W BBIBOJIBI M IPEJIOKEHUST COCTABUTEIIS;

0) TOKYMEHT, OATBEPXKAArONTUi (HaKThl, COOBITHS, ICHCTBUSA;

B) MIpeUIOKEeHHUE (PUpPME HITM KOHKPETHOMY JIMITY 3aKJIFOUUTH JIETIOBOE COTJIAIIICHHE.

2. JlaTol IOKIagHOM 3alMMCKU CUNTACTCS:

a) J1aTa U3JIaraéMoro coObITHS,

0) nata nmoANnucaHus JOKJIATHON 3aMUCKH;

B) J1aTa IPUHATHS PE3OJIIOLIUN.

3. 'apaHTHitHOE TUCHMO:

a) oATBEpKIaeT (akT OTHPABKHU ajpecaTy KaKux-IM0Oo JTOKYMEHTOB HIIU APYTUX MaTepHU-
AIbHBIX IIEHHOCTEHH;

0) MoaTBEPKAAET ONPEeIeTIEHHbBIE 00s3aTEIbCTBA, OOCIIAaHUS OpraHU3aIlNH;

B) COJICPKUT OTBET Ha MUCHMO-TIPOCHOY.

4. CKOJIbKO PEKBU3UTOB BKJIFOYAET JIEJIOBOE MUCHbMO MEKIyHApOIHOTO oOpa3ua?

a) 30; 6) 15; B) 12.

5. KagpoBas ToKyMeHTalHs BEAETCS B COOTBETCTBUU:

a) ¢ TpynoBbeim koznekcoM Poccuiickoii @eneparui;

0) ¢ Konexcom 3akoHOB o Tpyae PD.

6. TekcT nmpukasa 1o JMYHOMY COCTaBy 00s3aTeNIbHO 3aKaHYMBAIOT:

a) Ha3HAYeHUEM OTBETCTBEHHOIO 3a UCIIOJIHEHUE MTPUKA3a;

0) yka3zaHHeM CPOKOB JCHCTBHSI ITPUKA3a;

B) CCBUIKOW Ha JJOKYMEHT, MOCTY>KUBIIHI OCHOBAaHHUEM JIJIsl M3/IaHUS TTPUKa3a.

7. Ilpuka3zel 0 mpueMe Ha paboTy U YBOJbHEHUH XPAHSITCS:

a) 5 net; 6) 10 net; B) 50 net; r) 75 ner; n) 100 ner.

8. B TedueHne Kakoro cpoka 3aBOJUTCS TPYAOBasl KHIKKA Ha JIUII, BIIEPBBIE MOCTYMUBIINX
Ha paboTy?

a) B IIEPBBIii JIeHb palboTHI;

0) He MO3/IHeE HEJIETBLHOTO CPOKa MOCye Havajla paboThI;

B) HE MO3/IHEE MecsIla ¢ Hadaja paboThI.

9. Hemaercst 1M COOTBETCTBYIOIIASl 3aMKCh B TPYIAOBOM KHUXKKE IMPU CMEHE Ha3BaHUS
IpEeIIPUITHS?

a) na; 0) HerT.

10.3akoHunTe HayaToe Mpeiokenue: JJokyMeHTO000pOT — 3TO JABMKEHUE JOKYMEHTOB B
OpraHU3aIi C MOMEHTA UX CO3JaHUs J0:

a) Mepe1ayu Ha UCTIOJIHEHUE;

0) MOIIMBKH B JIETIO;

B) 3aBEpILICHUS UCTIOTHEHUS WU OTIIPABKHU.

Kpurepun onenkmn:

0,5 0aJis1a BBICTABIIAETCS CTYAEHTY, IPU YCIOBUU €0 MPaBUJIBHOTO OTBETA HE MEHEE YEM
Ha 90% TeCTOBEIX 3aJaHH,

0,3 6ass1a BBICTABISETCSA CTYACHTY NIPH YCIOBUHU €ro MpaBmiIbHOTO oTBeTa OT 70 10 89%
TECTOBBIX 3a/1aHUH,

0,2 6ass1a BBICTABISETCS CTYIACHTY MPH YCIOBUU €ro MpaBMWIbHOTO oTBeTa OT 50 10 69%
TECTOBBIX 3a/IaHUH,

0,1 0an1 BeICTABISETCS CTYIEHTY MPH YCIOBUU €r0 MPaBUJILHOIO OTBETa MEHEe YeM Ha
50% TecTOBbIX 3aaHUM.
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Tema 4 PacnopsiauresibHble 10KYyMeHTbI. CocTaB/ieHHe NPUKA30B, YKA3aHUil, pacnopske-
HUi. OpraHu3anuoHHbIe IOKYMEHTBI.

HNupuxarop nocrukenus: 1K -5.1, IK-5.2.

JIn:

1. B JIpeBHEpyCCKOM TOCyIapCTBE LIEHTPaMH BEJACHUS JIOKYMEHTAIMU U €€ XpaHEHUs Obl-

a) MOHACTBIPH; 0) apXWBBI; B) KHXKECKUE NANIATHI; T') IIAPCKUN JBOPEIL.

2. Kak Ha3pIBaIMCh NEPBHIE TOCYAAPCTBEHHBIE YUPEKICHUS?

a) JeTlapTaMeHThl; 0) KHSDKECTBA; B) PUKA3hl; T) MOHACTHIPH.

3. Kakue peKBU3UTHI OTHOCSTCS K FOPUINYECKH 3HAUUMBIM?

a) J1aTa, perucTpalMoOHHbIN HOMEp JOKYMEHTA,

0) 3aroI0BOK K TEKCTY, OTMETKA 00 UCIIOJIHUTEIIE;

B) PE30JIIOIMS, OTMETKA O HATMYUU TIPUIIOKECHUH.

4. 1enonpou3BOJCTBO — 3TO:

a) IBIKEHUE JIOKYMEHTOB B OPraHU3allMi ¢ MOMEHTA UX CO3JaHUs WM TOJy4EeHHs JI0 3a-

BCPIICHUA UCIIOJITHCHU S

0) oTpacip eATeNbHOCTH, 00eCIIeUnBaOIasl JOKYMEHTUPOBAHUE U OPraHU3aLUI0 padOThI

¢ opUIMaTBEHBIMU JJOKYMEHTaMU,

B) 3aKCh UHPOPMALIUU HA PA3TUIHBIX HOCUTEIISX MO YCTAaHOBJICHHBIM MTPABUIIAM.

5. Ilo crioco0y T0OKyMEHTUPOBaHUS Pa3InYal0T JOKYMEHTHI:

a) TpagapeTHbIE;

0) pyKONHCHBIE TMCbMEHHBIE,

B) (popMann30BaHHbIE.

6. Jlnst yero mpoBOAUTCS YHU(PUKALKS JOKYMEHTOB?

a) /Ui JOKYMEHTUPOBAHUsI YIIPaBIEHUYECKOH 1€ TeIbHOCTH,

0) [71s1 opraHu3ayy padoThl C JOKYMEHTAMH;

B) JJIl CHIDKEHUS KOJIMYECTBA MPHUMEHSAEMBIX JTOKYMEHTOB, CHH)KEHUS TPYIOEMKOCTH HX

00paboTKH.

7. PacrionosxeHne peKBU3UTOB Ha OJIaHKE JOKYMEHTA OIpeesieTcs:

a) COCTaBUTEIIEM JJOKYMEHTA;

0) npaBuIaMu YHU(HUKAIMK JOKYMEHTOB;

B) TOCYJJapCTBEHHBIM CTaHJApPTOM.

8. PexBU3UT T0OKyMEHTa — 3TO:

a) CTaHJAPTHBIN JUCT OyMaru, Ha KOTOPOM OTOOpakeHa MOCTOsTHHAsI HH(POpPMAIUsS U OTBE-

ACHO ONPCACIICHHOC MECTO JJIA HepeMeHHOﬁ;

0) COBOKYITHOCTh PACIIOJNIOKEHHBIX B OMPEEIEHHON MOCIeI0BaTeIbHOCTH 3alUcel, npu-

Cylmux OMnpeaAciICHHbIM BUAAM TOKYMCHTOB,

B) 00s13aTeIbHBIN JIEMEHT O(PUIIMATIBHOTO JOKYMEHTA.
9. PexBuzut «HanMeHoBaHNe BU/a JOKYMEHTa:
a) TIO3BOJISIET CY/IUTh O HAa3HAUYEHHUE JOKYMEHTA, OTPEIEISIET COCTaB PEKBU3UTOB U CTPYK-

Typy TEKCTa;

0) MO3BOJISIET CYIUTH O HA3BAHUU OpraHU3alMN — aBTOpa JOKYMEHTa;

B) MPHUJIAET COJIEP>KAHHUIO TOKYMEHTAa HOPMATUBHBIN MM IPAaBOBON XapakTep.

10. PeructpauioHHBIN HOMEP JOKYMEHTA — 3TO:

a) JlaTa ero MoANUCAHUS WIH YTBEPXKIACHHUS;

0) ycioBHOEe 00O3Hau€HHE IOKYMEHTa, MOJ KOTOPbIM OH BBEAEH B MH(GOPMAIMOHHO-

MMOMCKOBYIO CHUCTEMY OpraHU3alllH,;
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B) OTMCTKA JJII aBTOMAaTHUYCCKOI'O IMOMCKAa JOKYMCHTA (MO)KGT BKJIIOYAaTh UMA AUCKA, JU-
pekTopuu u ¢aiina, CoaepKaero JaHHbIN T0KYMEHT).

Kpurtepun onenku:

0,5 6as/1a BRICTABISETCS CTYACHTY, IIPU YCIOBHUHU €0 MPABIIIBHOTO OTBETA HE MEHEE YeEM
Ha 90% TECTOBEIX 3aJaHH,

0,3 0as1a BBICTABISETCA CTYJAEHTY IIPU YCIOBUHU €ro npaBuiibHOro otBera oT 70 1o 89%
TECTOBBIX 3aJIaHUM,

0,2 0as1a BBICTABISETCA CTYAEHTY IIPH YCIOBUU €ro NpaBuiibHOro orBeTa oT 50 10 69%
TECTOBBIX 3aJaHUH,

0,1 0a1 BeICTABISETCS CTYIEHTY MPHU YCIOBUU €r0 MPaBUJIBHOIO OTBETA MEHEE YeM Ha
50% TecTOBBIX 3aJaHUH.
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Tema 6. Opranuszanusi onNepaTHBHOI0 XpaHeHHUs 10KYMeHTOB. DopMupoBaHue aeJl.
HNuaukarop nocruxkenus: 1K -5.1, IIK-5.2.

1. B xakoM cityuae npaBHIIbLHO OPOPMIICH PEKBU3UT «Asipecary»?
a) Jlupexropy nikossl Ne 269
NBanosoii Tamape IleTpoBHe
0) dupexropy mkomnst Ne 269
NBanosoii T. I1.
B) 129128, Mockaa, yi. PocTtokunckasi, 7
Hupekropy wmkoisl Ne 269 r-xe Manosoii T. I1.
r) JAupexropy MockoBckoii mkossr Ne 269
T. I1. UBanoBoM
2. [Inan paboter komutemka Ha 2001/02 y4eOHBIN T0/1 YTBEPKIEH PEIICHUEM Ielarorunye-
CKOTO COBeTa. B kakoM cirydae mpaBMIIBHO OPOPMIICH PeKBU3UT «[ pHQ yTBEpKICHUS TOKYMCH-
Ta»?
a) YTBEPXJIAIO
Pemenuie negarornueckoro coBera
ot 12.08.2006 r. Ne 14
6) YTBEPXIEH
Pemenuem negarornyeckoro copera
ot 12.08.2006 Ne 14
B) YTBEPXJIEH
Pemennem negaroruyeckoro coBera
ot 12.08.2006 r. Ne 14
3. PexBU3UT «3aroioBOK K TEKCTY»:
a) OTpaXkaeT KpPaTKoe CoJepKaHuE TOKYMEHTA;
0) MO3BOJISIET CYIUTh O Ha3HAUYEHUU JOKYMEHTA, OTPEeNsieT COCTaB PEKBU3UTOB U CTPYK-
Typy TEKCTa;
B) HEOOXOIMM JJIsl ONIEPATUBHOM CBSI3U C TEM, KTO COCTaBUJI JOKYMEHT.
4. B xakoMm MecTe JOKYMEHTa MPOCTaBIIAETCS PeKBU3UT «OTMETKA O KOHTPOJIE»?
a) Ha JIEBOM TOJie TOKYMEHTa, HApPOTUB pekBu3nuTa «CrpaBOYHbIE aHHBIE 00 OpraHu3a-
1017070
0) B BEpXHEM IIPaBOM YTy MEPBOTO JTUCTA JOKYMEHTA;
B) B HWDKHEM TIPAaBOM YTJIy MEPBOTO JUCTA TOKYMEHTA.
5. PexBusut «I'pud cormacoBanus» oGOpMISIOT CIETYIOMUM 00pa3oMm:
a) COI'JTACOBAHO
[IpoTrokonom 3acenanust
IpaBJieHUs CTpaxoBoi komnaHuu «llinaneray
o1 21.06.2006 Ne 10

0) H. U. Opnos
(TToamuch)

B) HauanpHUK I0pHANYECKOTO OT/eNa

IToamuce

I'. . Cunopos

21.12.2006

6. PexBu3nuT «BU3EI COTIIACOBAaHUSY:

a) CIY>KUT Ui 0(OPMIICHHS BHEIIHETO COTJIACOBAHUS ¢ KOHKPETHBIM JTOMKHOCTHBIM JTHU-
IIOM HJIN KOJIJICTHUAJIBHBIM OpFaHOM;

0) mpuaaeT coaepkaHuio O(QUIIMATHFHOTO JOKYMEHTa HOPMATUBHBIN MM MPABOBOW Xapak-
Tep,
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B) UCIIOJIB3YETCS Il BHYTPEHHETO COIVIACOBAaHUS MPOEKTOB JOKYMEHTOB U IIPU O3HAKOM-
JICHUH ¢ KaKUM-TTHO0 JOKYMEHTOM KaK MUCbMEHHOE MOATBEPKACHHE (PakTa 03HaKOMIICHHS.
7. s fOKyMEHTa, MOJAJIMHHUK KOTOPOTO OCTAE€TCS B OpraHU3alluy, BU3bl IPOCTABIISIOTCS:
a) HIDKE TIOJIUCH PYKOBOJUTEISA, IOIMTUCABIIETO JOKYMEHT;
0) B HIDKHEH yacTu 00OPOTHON CTOPOHBI MOCIIEAHETO JINCTA MOTMHHUKA JIOKYMEHTA,
r') Ha 00OPOTHON CTOPOHE MEPBOIO JIMCTA JOKYMEHTA.
8. B xakom ciryuae mpaBUIBHO 0popMIleH PeKBU3UT «OTMETKA O HAIMYUU TPUIIOKEHUS,
€CJIM B TEKCTE COMPOBOIUTENLHOTO MUCbMA HE YITOMUHAIOCH O IPUIIOKEHUU?
a) [Ipunoxenue:
1. CnpaBka o corjiacoBaHuu npoekTa Ha 4 J1. B 1 3K3.;
2. OT3bIB IO NIPOEKTY Ha 2 J1. B 1 3K3.
0) IIpunoxxenwue: Ha 6 1. B 1 3K3.
9. PexBu3ut «OTMETKA 00 UCTIOTHUTENEH:
a) He0OXOIUM I OTIEPaTUBHOM CBSI3U C TEM, KTO COCTaBHJI JOKYMEHT;
0) SIBJISIETCS] OJTHUM U3 OCHOBHBIX CIIOCOOOB YJIOCTOBEPEHHUS IOKYMEHTA;
B) GUKCHUPYET yKa3zaHUS PyKOBOJIUTEIS 110 TOBOY UCTIOJHEHHS TOKYMEHTA.
10. B xakom ciyuyae npaBuiibHO oopmiieH pekBu3UT «lloanuce» Ha Gi1aHKe JOKyMeHTa?

a) Pexrop akanemuu B. A. IletpoBa

0) Pexrop akagemuu [Terpora B. A.
B) Pextop Cubupckoii akageMun

rOCYJapCTBEHHOM CITYKObI B. A. IlerpoBa

Kpurepun onenkmn:
0,5 0aJj1a BBICTABIISICTCS CTYJIEHTY, IIPH YCIOBUHU €0 MPaBUIIBHOTO OTBETA HE MEHEE YeM

Ha 90% TeCTOBEIX 3aJaHHA,
0,3 6aJs1a BBICTABIIAETCS CTYIEHTY MPU YCIOBUU €r0 IpaBWiIbHOTO oTBETa OT 70 10 89%

TECTOBBIX 3aJIaHUM,
0,2 6aJs1a BBICTABIIAECTCS CTYACHTY IIPU YCJIIOBUU €0 NpaBUiIbHOro oTBeTa oT 50 10 69%

TECTOBBIX 3aJIaHUM,
0,1 6aqu BICTABIISIETCS CTYACHTY IIPU YCIOBUH €0 MPABWIBHOTO OTBETa MEHEE YeM Ha

50% TEeCTOBBIX 3aIaHUM.
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Tema 7. IloaroroBKa 10KyMEHTOB K NMOCJeAYIOIIEH nepeaayu JOKYMEHTOB B apXUB UJIM HA
YHHUTOKEHHE.

HNupuxarop nocruskenns: 1K -5.1, ITK-5.2.

1. Korna ympasienueckoe neiCTBUE MpeanojaraeT KOHKPETHOrO UCIOIHUTENS, TO MyHK-
Thl PaCHOPSAUTEIBLHON YaCTH MTPUKa3a JOJKHBI HAUMHATHCS:

a) ¢ yka3zaHus (paMUINKM U MHUIUAIOB UCTIOJTHUTEIIS;

0) ¢ yka3zaHus IOpy4YEHUS;

B) C YKa3aHMsI TOJDKHOCTU M (paMIJIMU C MHULIMAJIaMU UCTIOJIHUTEIS.

2. IIporokos — 3T0:

a) MUCbMEHHOE COTJIAlIEHHE CTOPOH, ONPEIeIISAIoNIee YCIOBU KaKUX-IMOO OTHOIICHUH;

0) TOKYMEHT, MMOATBEPKAAOIINN (HAKTHI, COOBITHUS, ICHCTBUS;

B) JIOKYMEHT, COJIEpPKall[Ui ONKMCaHUE MPOU3BOACTBEHHON 1EATEILHOCTH OPraHU3alllu;

') JOKYMEHT, (PMKCUPYIOIIMIA X0 00CYKICHHsI BOIIPOCOB U MPHUHATHUS PEHICHUH Ha coOpa-
HUU, 3aCEJIaHUU.

3. IIpoTOKOJIBI HyMEPYIOTCS OPSAAKOBBIMA HOMEpPAMU:

a) B IpejieNiaX BCero BpEMEHU CYIIECTBOBAHHUS OpraHU3aIUH;

0) B mpejenax KaJeHIapHoTo To/a;

B) B Mpejienax IMsTH JieT.

4. Boripochl MOBECTKHU JHS pacloiaratoTcs:

a) 10 BPEMEHHU, KOTOPOE MPE/INOJIAaraeTCs 3aTPaTHTh Ha 00CYKICHUE KaXKIOTO BOIIPOCA;

0) B JIFOOOM TTOPSIZIKE;

B) 110 CTETICHH BAXKHOCTH O0CYKIa€MBIX BOTIPOCOB.

5. JIOKyMeHTBI, COCTaBJIsieMble KOMUCCHEH, TOAMMCHIBAIOTCS:

a) PYKOBOJUTEJIEM OpTaHHU3alIlNN;

0) mpencenareneM KOMHUCCHH,

B) TIpeJiceIaTeNIeM U WICHAMU KOMHCCHH,

T) peaceaaTeneM KOMUCCHH U CEKPETapeM.

6. AKT — 3TO:

a) JOKYMEHT MH(OPMAIMOHHOTO XapakTepa, COJAepKalluil OmMHcaHue MPOU3BOJICTBEHHOM
JESTSIIbHOCTH OpTraHU3aIny;

0) JOKYMEHT, aJpecOBaHHBIM PYKOBOAMTENIO OpraHU3allMi U WHGOPMHUPYIOUIHI €ro o
CIIOXKHBIICHCS CUTYallN, UMEBIIIEM MeCTO (paKTe;

B) JIOKYMEHT, MTOATBEPKAAIOMINN (aKThI, COOBITHS, TEHCTBUSI.

7. TekcT aKTa JIenUTCS Ha JIBE YaCTH:

a) BBOJHYIO U OCHOBHYIO

0) BBOJIHYIO U KOHCTAaTHPYIOIIYIO, COJIEPIKAIIYIO BBIBOIBI;

B) HAUAIBHYIO U 3aKIIFOUUTENBHYIO, COJEPIKAIIYIO BHIBOJIBI.

8. UudopmarmonHas cpaBka — 3TO:

a) JOKYMEHT MH(OPMAIMOHHOTO XapaKTepa, COAepKalliil OMHCcaHue MPOU3BOJICTBEHHOM
JeSITeIbHOCTH OpraHu3alliu U MOATBEPkKACHUE KaKUX-T100 (paKkToB, COOBITHII,

0) MOKYyMEHT, aJpecOBaHHBIA PYKOBOAMTENIO YUPEXKIEHUS W WHOOPMHUPYIOIIUNA €ro o
CIIOXKHBIIICHCS CUTYaIlMH, HMEBIIIEM MECTO SBICHHH WM (DaKTe, COMEpKaNIfii BEIBOIBI M MPE]I-
JIOKEHUS] COCTAaBUTEIIS,

B) JIOKYMEHT, IMOSICHSIIOIINI COJIepKaHUEe OTACIBHBIX IMOJIOKCHHA OCHOBHOTO JOKYMEHTA
WA OOBSCHSIOMINN TPUYUHBI KAKOTO-THO0 COOBITHS, (haKTa, MOCTYIIKA.

9. Kakoli peKBU3UT HE BXOAUT B cocTaB (popmyssipa-oOpa3siia CripaBKu?

a) HAMMEHOBaHUE OPraHU3alINY;

0) HaMMEHOBaHUE BU/IA JOKYMEHTA,

B) JaTa IOKYMEHTA;
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') PETUCTPANIMOHHBIN HOMEP JTOKYMEHTA,

1) Tpu@ yTBEP)KICHHS TOKYMEHTA,

€) azjpecar.

10. CnpaBku, OATBEPIKIAIOIINE CBEACHUS OHOTPaQHUECKOT0 WM CIY)KeOHOTO XapakTepa
MOIMTUCHIBAFOTCSI:

a) pYKOBOJUTENEM (U 3aBEPAIOTCS MEUATHIO);

0) pyKOBOAUTEIIEM;

B) HAYaJIbHUKOM OTJIeJIa KaJIPOB.

Kpurtepun onenkmn:
0,5 0aJu1a BBICTABIIAETCS CTYJIEHTY, IIPH YCIOBUH €r0 IMPAaBUIIBHOTO OTBETA HE MEHEE YeM

Ha 90% TeCTOBEIX 3aJaHH,
0,3 0aJs1a BBICTABIIAECTCS CTYIEHTY IPU YCIIOBUU €r0 IpaBWiIbHOrO oTBeTa 0T 70 10 89%

TECTOBBIX 3aJIaHUM,
0,2 6ajs1a BBICTABIIACTCA CTY/ICHTY IPU YCIOBUU €r0 MpaBMWIbHOTO 0TBeTa oT 50 10 69%

TECTOBBIX 3aJaHUH,
0,1 6aJy1 BeICTABIIIETCS CTYACHTY IIPU YCIOBUM €0 MPABUIBHOTO OTBETa MEHEE YeM Ha

50% TEeCTOBBIX 3aIaHUM.
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3aganus 151 TBOPYECKOr0 PeHTHHIa

TeMmblI dcce

Tema 1 Opranu3anuoHHbIE OCHOBBI /1€J10MPON3BOICTBA. B1aHKH 10KYyMEHTOB.
Nuaukarop gocruxkenus: IK -5.1, ITK-5.2.

1.
2.

3.
4

HopMmaTtuBHas ocHOBa npouecca JOKyMEHTUPOBAHUS YIIPABICHUS IIEPCOHAIIOM.
OpranuzanvoHHbIE KaJpOBbIE JOKYMEHTBI: COCTaB, COJIEP)KaHUE, ITOPAIOK ITOATOTOBKH U
odopmIIeHHUS.

JIOJDKHOCTHASI MHCTPYKIUS KaK OpPraHU3allMOHHBINA KaJPOBBIM JTOKYMEHT.

[TososkeHHE O CTPYKTYpPHOM IOJAPA3C/IEHUU KAK OPraHW3allMOHHBIM KaJpOBBIA JIOKY-
MEHT.

Tema 2. Opranu3anMOHHO-PaCIOPAAUTEIbHAA JOKyMeHTanusA. O01as XxapakTepucTuKa
CTHJIA CIYKeOHOH TOKYMEeHTANH
Huaukarop noctuxennsi: K -5.1, ITIK-5.2.

AP

5.

JlokyMeHTHpOBaHKE MpoLecca YBOJIbHEHHS COTPYTHUKOB.

JlokyMeHTUpOBaHKE IPOLEcCa OTKOMAHIUPOBAHUS IEPCOHAA.

CocraB 1 BUIbI KaApOBOW JOKYMEHTALMH.

AyTcopcuHr U ayTcTaQ@UHI IepcoHasa: MPAKTUKA NpUMeHeHus. JloKyMeHTHUpOBaHUE
npoliecca npeIoCcTaBIeHUs OTITYCKOB.

JlokyMeHTupOBaHue nporecca 0pOpMIIEHUS TPYIOBbIX OTHOLIEHUH.

Tema 3 CnpaBouHo-uH(popManuoOHHBIEe J0OKYMeHTHI. /lesioBas nepenucka. CocraBieHue
AKTOB U NIPOTOKOJIOB.

1.

2.

w

4.
5.

HNupuxarop nocruskenns: 1K -5.1, IK-5.2.

TpynoBoii JoroBop U TPYAOBOE COTMAIICHUE: MOHATHE, (hopMa, mpoleaypa opopMICHUS
Y 3aKJII0YEeHUS.

CoBpeMeHHbIE TTPOrPAaMMHBIE MPOJYKTHI ISl CIYKO yIpaBiIeHHUS MEpCOHATIOM: OOIIast
XapaKTEepUCTHKA.

CucremaTu3zanus 1 ONepaTUBHOE XPaHEHUE JOKYMEHTOB 110 JUYHOMY COCTaBY.
Perucrparnus v KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB T10 YIIPABIEHUIO TIEPCOHATIOM.
BonbHUYHBIN TUCT: TOHATHE, IPABOBas OCHOBA MPEOCTaBICHHS, 0COOEHHOCTH O(OpM-
JIEHUS U OILIATHL.

Tema 4 PacnopsianresbHbie JOKyMeHThI. CocTaB/IieHHe IPUKA30B, YKa3aHUH, paclopsiKe-
Hui. Opranu3anoHHbIe JOKYMEHThI.
HNupuxarop nocruskenns: 1K -5.1, ITK-5.2.

1.

2.

ook w

WHCcTpyKTaX MO TEeXHHWKE 0€30MacHOCTH: MOHSTHE, MPaBOBas OCHOBA MPOBEIEHUS, OC-
HOBHBIE BUJIbl 1 OCOOCHHOCTH JIOKYMEHTAILHOTO 0(hOpMIICHHUS.

YHupuuupoBaHHble JOKYMEHTBI MO JIMYHOMY COCTaBY: TOHATHE, BHJIbI, COJEpKaHUE,
MOPSIIOK 3aII0JIHEHHUSL.

JIOKYMEHTHI 10 Y4eTy KaJpoB: MOHIATHE, (POPMBI, MOPSIOK 3alIOJIHEHUS U BEACHHUS.
TpynoBast KHMXKKa: 0hOpMIIEHUE U BEICHUE.

JlokymeHTHpOBaHue nporecca poTaluy MepcoHaIa.

JIoKkyMeHTHpOBaHHUE MpoLecca afanTalui, MOTUBALIMY, TPEHUHIa U KOHTPOJUIMHTA TIEp-
COHaJa.
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Tema 5 Opranuzanus 10KyMeHT0000poTa. OpraHu3anusi perucTpauuyi J0KYMEHTOB U
KOHTPOJIb MCIIOJIHEHHS JOKYMEHTOB.
HNupuxarop nocrukenns: 1K -5.1, IK-5.2.

1. Cucremaruzanys u onepaTUBHOE XpPaHEHUE TOKYMEHTOB 110 JUYHOMY COCTaBY.

2. Perucrpanust 1 KOHTPOJIb UCIIOJHEHHS JOKYMEHTOB I10 YIPABJICHUIO IEPCOHATIOM.

3. JlokymMeHTHpOBaHHE MpoIecca POTalluK epCOHaa.

4. JloKyMEHTHpOBaHHE Ipolecca aJalTalluyd, MOTUBAllMM, TPEHUHra U KOHTPOJUIMHIA

IepCcoHaIa.

Tema 6. Opranuzanusi OnNepaTUBHOIO XPaHEeHHs JOKYMeHTOB. @opMUpOBaHue JeJl.
HNuauxarop gocruxkenns: MK -5.1, IK-5.2.

1 Opranu3anoHHbIe JOKYMEHTHI TPEeANPUSATHS.

2 PacriopsiauTeNbHbIe JOKYMEHTHI MPEANPUATHS: MPUKA3bl IO OCHOBHOM JESTEIbHOCTH;
pacmopsHKeHUs, PEeIeHUsI.

3 UndopMaliMOHHO-CIIPABOYHBIE TOKYMEHTHI: TPOTOKOJIBI, TIOJIHAA U KpaTKas popMa ux
0(OpPMIICHHUS; aKThI; CIIy>)KEOHbIE U OOBSICHUTENbHBIC 3AIUCKHU; CIIPaBKU; CIy>KEOHBIE JOBEpEH-
HOCTH; TMChMA, X KJIACCH(PHUKAIUS, CTPYKTYpa, CTAaHAAPTHBIC ()pa3bl U BEIPAKCHHUS.
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METOAAYECKHE MATEPUAJIbL, XAPAKTEPU3YIOIIUE 3TAIIbI
P®OPMUPOBAHUA KOMIIETEHIIUU BO BPEMS ITPOBEJIEHU A
IMPOMEXYTOYHOM ATTECTALIUA

CTpyKTypa 3K3aMEeHAIlHOHHOI0 OuJIeTa

MakcuMaJbHOE
HaumeHoBaHHe OLIEHOYHOI0 MaTepHuaJia
KOJHYECTBO 0aJIJI0OB
1. Cranmapruzanus u yaudukanus cucremsl JJOVY. 16
2.CucremMa OpraHu3aluOHHON JOKYMEHTAIIHH. 16
TecToBnle 3a1anus 8

BOl'[pOCLI AJIsl MOATOTOBKH K 3K3aMEHY

no qucuuninne «/J{oOKyMeHTallMOHHOE 00ecnedeHre YIpaBJIeHHUs MPeAnpus-

THIl PECTOPAHHO-TOCTHHUYHOT0 OM3HeCa)

Ho-

Mep

BO- IlepeueHb BONPOCOB K 3K3aMEHY

npo

ca

1. Yro noHMMaeTcs o1 OpraHu3aluen J0KkyMeHTooobopora?

2. [ToHsATHE TOKYMEHTOOOOPOTA, €r0 KOJINYECTBEHHBIE U KAYECTBEHHBIC XapaKTEPUCTHKH.

3. MecTo U posib JOKYMEHTOB B YIPABJICHUU Ha COBPEMEHHOM JTarle.

4. QDYHKIUN JEI0NPOU3BOJCTBA.

S. CocTaB HOpMaTUBHO-MeToqMuecKoi 6a3el IOY.

6. Yto nmoHMMaeTcst MoJ1 JOKYMEHTAIIMOHHBIM 00€CTIeYeHnEM YIpaBIeHUs?

7. [ToHsATHE OpraHU3allMOHHBIX TOKYMEHTOB

8. Crannaptusanus 1 yaHudukanus cucrems! JI0OY.

9. Ob1epoccuiickue KiaacCuPpUKaTOpbl JOKYMEHTAIUH.

10. | l'ocynapcTBeHHas cucTeMa JOKYMEHTAllMOHHOTO 00ecneueH s YIpaBIeHHUsI.

11. | bnaHku TOKyMEHTOB U TpeOOBaHUS K HUM.

12. | Crpykrypa noxymeHnTa. TpeboBanus k opopmirenuto nfokymenToB o 'OCT P 6.30-
2003.

13. | [IpaBuna opopmieHus pexsusuta "anpec”, "nara", "unnexc", "Buza", "3aromoBok",
"moxanuce".

14. | C kakoii nenpo pa3padbaTbIBalOTCS HHCTPYKIUH 110 JAEJIONPOU3BOACTBY, YTO B HUX HEOO-
XOJIMMO NPETyCMOTPEThH?

15. | Cucrema opraHn3alluOHHON JOKYMEHTAIIHH.

16. | Cucrema pacnopsauTenbHON TOKYMEHTALIMH.

17. | JlaiiTe onpeneneHue TepMuHa "pacnopsIuTeNIbHbIE TOKYMEHTHI'.

18. | HazoBuTe BUABI pacOPSIIUTENLHBIX TOKYMEHTOB.

19. | Buasl u Ha3HaYeHHE JIMYHBIX JJOKYMEHTOB.

20. | Jlaiite ompenenenue TepMuHa "opraHU3alOHHBIE TOKYMEHTHI '

21. | HazoBuTe BUbI OPraHU3AIMOHHBIX TOKYMEHTOB.

22. | Cucrema nH(OPMAIIMOHHO-CIIPAaBOYHON JTOKYMEHTAIIHH.

23. | Ciy>xeOHas mepenyicka Ha NPEANPHUITUH.

24. | IlpaBuia oopmiieHuUs CIIy)eOHOTO MUChMA.
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25.

CTpyKTypa JEJIOBbIX U KOMMEPYECKUX MTHUCEM.

26. | Kinaccuduxanus 1emoBbIX 1 KOMMEPYECKHX ITHCEM.

27. | IlonsTre v NpUHLIMIIBI OpraHU3alluu JOKYMEHTO000POTA.

28. | O6paboTKa BXOAAIINX JOKYMEHTOB.

29. O6paboTKa UCXOSIINX JOKYMEHTOB.

30. BHyTpeHHHE JOKYMEHTBI OpraHu3aluy.

31. | YKaxuTe TeXHOJOTUYECKYIO MOCIE0BATENLHOCTD ITANOB PabOThI C BXOISAIIUMU JOKY-
MEHTaMHU.

32. | Yro Takoe HOMEHKIATypa AeJl, C KAaKOW LEeJbI0 Pa3padaThIBAIOTCS TUIIOBBIC HOMEHKIIA-
TypHl aen?

33. | Pabora c nuceMamu 1 0OpaIIeHUsIMHI TPaXK/IaH.

34. | [IpuBeaute nmpuMepsl perucTpaly JOKyMEHTOB.

35. | CocraBieHre HOMEHKIATYPHI JIEI.

36. | ®opmupoBanue u 0popMIICHUE JEIT.

37. | llogroroBka u nepejayda JOKyMEHTOB Ha apXMBHOE XpaHEHHUE.

38. | Uro Takoe KOH(UICHIIMATBHBIN JOKYMEHT?

39. | Opranuzanust paboThl ¢ JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYJapCTBEHHOM TaiiHE.

40. | YkaxxuTe 0COOCHHOCTH BEICHUS JICIONPOU3BOCTBA, 00ECIIEYMBAIOIIETO YUET U CO-
XPaHHOCTh KOH(UIEHIIMATBbHON HH(OPMALIMK U TOKYMEHTOB.

41 TunoBble OpraHu3alvOHHbIE CTPYKTYPBI CIYXObI 1€JI0NPOU3BOICTBA

42 YcnoBus Tpyaa paboTHUKOB CITY:KOBI JEIONPOU3BOICTBA

43 | KoMIploTepHBIE TEXHOJIOTHH B JICIONPONU3BOICTBE

44 ObecrnieyeHre COXpaHHOCTH JOKYMEHTOB B DJIEKTPOHHOM hopme

45 | YcraB Kak OCHOBHOW OpPraHU3aIllMOHHBINA JOKYMEHT.

46 CranpmaptHbie (pa3sl M BEIPKECHUS JIETOBBIX 1 KOMMEPYECKHUX HCEM.

47 [TpoxoxkIeHre UCXOIAIIMX U BHYTPEHHUX JTOKYMEHTOB.

48 Oco0eHHOCTH S3bIKA U CTHJIS CIIYKEOHBIX JOKYMEHTOB.

49 | PekBU3UTHI MEXIYHAPOAHOr0 nucbMa. OCHOBHBIE PEKOMEHIAIIMH 10 COCTABJIEHUIO TEK-
CTOB MEKIYHAPOJIHBIX TTHCEM.

50 | Yro ompenenser popMyisip JOKYMEHTa U 4eM OTINYaeTcst popMyisip
JIOKyMEHTa 0T (hopmyrsapa-obpasma?

51 Ha3zoBute ocHOBHBIE rpynIbl PyHKIUI TokyMeHTa. UeM xapakTepusyer
KaXIyro rpynny?

52 Uto 00ycinaBanBaeT IOPUIAYECKYIO CUITY ODHUITMAIIBHOTO TOKYMEHTa?

53 DyHKIIUN OCHOBHBIX M0/Ipa3/IeieHUi CIIyKObl TOKYMEHTALMOHHOTO
o0ecrnieueHus ynpaBiIeHusl.

54 | ABTOMaTH3MPOBAHHBIE TEXHOJIOTMHU 00paOOTKH JOKYMEHTOB U UX BIMSHUE HAa CUCTEMY
JIeTIOTIPON3BOICTBA KOHKPETHON OpTraHU3aIlHH.

55 CripaBo4HO-HH(OPMAIIIOHHBIE IOKYMEHTBHI.

56 CtpyKkTypa U coaepKaHue KaapoBoil JOKyMeHTaluu. OpraHn3aiioHHO-KaJApOBBIE J10-
KYMEHTHI.

57 OCHOBHBIE aCEKThI KYJIBTYPHI I€JIOBOU peUH.

58 CranpmapTusanus s3bIKa JOKYMEHTa. SI3bIKOBEIe TpeOOBaHUS K 0(hOPMIICHUIO
PEKBU3UTOB JIOKYMEHTA.

59 Tunyabie OIMOKY B SI3BIKE M CTHIIE JIOKYMEHTOB.

60 | SA3pIkOBOE OOpMIIEHHE JIUYHBIX JOKYMEHTOB.

61 MHCTPYKLUMA NO AeNonpounsBoAacTsy

62 [MousTHs: MHPOPMALIUS «ITOKYMEHTY, «JIOKyMEHTHPOBAHHEY.

63 CBs3b HHPOPMALIUK U TOKYMEHTA.

04 OyHKIMY JoKyMeHTa. FOpuamdeckas cuiia JOKyMEHTA.

65 Ponb 10KyMEHTOB B peasin3allii YIPaBICHUYECKUX PEIICHUN U T1eUCTBUM.
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066 [Momymunanky 1 korww. Bunbl komuit. [lopsaok odhopMiteHNs KOTHA TOKYMEHTOB.

67 PexBU3UTHI yIpaBIeHYECKUX TOKYMEHTOB.

68 PekBu3UT «HaMEHOBAHUE OpraHU3AIMY - ABTOPA JOKYMEHTa», TPEOOBAHUS K HEMY.

69 PexBm3uT «aapecary», ero 3HaUCHUE U COBPEMEHHBIC TPeOOBaHUS K 0(hOPMIICHHUIO.

70 Jatel B nokymente. TpeOoBanus K Ux 0(hOPMIICHHIO; JaTa KaK COCTaBHAs 4acTh JPYTUX PEKBH-
3HUTOB.

71 Opranmnzanonssie (OPMBI AETOTPOU3BOCTBA. VX 3aBUCHMOCTH OT CTieNn(UKHA OPTaHU3aINOH-
HOU CTPYKTYPBI YUPEIKICHHUSL.

72 TpeOoBanus K CTPYKTYpE ¥ COCTaBY MH(POPMAIIHH.

Tecmoewvle 3a0anusn K IK3AMEHY

1. 3a0anue

J1enmonpou3BOACTBO Ha MPEAIPUITHSX TTPOBOIUATCS:

a) B CMeIIaHHOM opme

0) B ICIICHTpATM30BaHHOK (hopMe

B) B IICHTPAJIM30BaHHON opme

T') B BBIIICTICPEUUCICHHBIX (popmax

2. 3a0anue

PexBusut «Buza» nucnosb3yercs:

a) MPU COTJIACOBAHMH JIOKYMEHTa C BHEIIIHEH OpraHu3aiei

0) Ipy BHYTPEHHEM COTJIACOBAaHUU JIOKYMEHTA

B) 17151 GUHAHCOBBIX U 0COOO0 OTBETCTBEHHBIX JOKYMEHTOB

T) B IPYTUX ClIydasx

3. 3aoanue

[To okoHUaHuM rosa Bce Jiea, 3aKOHUYEHHBIE IeTTONPOU3BOICTBOM MEPEIAIOTCS
a) pyKOBOJUTEI0 OpraHU3aIlluu

0) B apXuB OpraHu3aIuu

B) B HAJIOTOBYIO HHCIIEKITHIO

T') 9KCIEPTHOU KOMUCCHUH

4. 3aoanue

O06001eHHoe Ha3BaHKE BUAA OQUIIUATBHBIX JOKYMEHTOB CITYXKAIIEro CPEICTBOM OOIICHUS pa3-
JUYHBIX OPTaHU3aIUil 10 TOBOAY OCYIIECTBISIEMON UMU JESTEIbHOCTH:
a) CBUJIETEJIHCTBO

0) MHAUBUAYATbHOE TUCHMO

B) CIIy’K€OHOE MHCHMO

T') IEJI0BOE MUCHMO

5. 3aoanue

Komuccus mo npueMke TOBapoOB YCTaHOBHIIA sl GaKTOPOB, MOCTYKUBIIUX MPUIMHON HECOOT-
BETCTBUS KOJIMYECTBA TOBapaM. B CBsI3U C 3TUM JIOJDKEH OBITH COCTaBJICH:
a) aKT

0) cripaBKa

B) JIOKJIa/IHAs 3alKCcKa

') UHCTPYKLIUS

6. 3a0anue

PexBusut «Ha3Banue BUaa TOKyMEHTa» OTCYTCTBYET:

a) BO BHYTPEHHUX JOKYMEHTaX

0) B muchMax, (pakcax, TererpaMmmax

B) BO BHEIITHUX JIOKyMEHTaxX

T') B HCXOJIAINX JOKYMEHTaX

7. 3a0anue
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Hymepanus npuka3oB 110 OCHOBHOM I€ATEIBHOCTH BEAETC:
a) 1o MOPSIAKY C MOMEHTa 00pa3oBaHuUst (PUPMBI

0) OTZIEIBHO OT IIPUKA30B 10 JUYHOMY COCTaBY

B) MOJPSII B IIpeienax Mecsia

T') HOAPSA/ B Ipenenax (UHaHCOBOTO roja

8. 3aoanue

VYcTaHoBIIEHUE €AMHBIX HOPM U IPaBUJI, IPEAbIBISIEMbIX K JOKYMEHTaM C LENbI0 yIOpsioue-
HUS YIIPaBJICHUS — 3TO:

a) yHu(UKanus

0) TpadapeTuzanus

B) CTaHJapTU3ALUS

r) popMyIsIpr3anus

9. 3aoanue

K cnenmanbHbIM QYHKIMSIM TOKYMEHTa OTHOCSITCSI:

a) yrpaBJeHYeCcKas

0) nmpaBoBas

B) (yHKITIUSI HCTOPUYECKOTO UCTOYHHUKA

T') BCE BBIIICTIEPEUNCIICHHbBIE

10. 3a0anue

JlokyMeHT, coxpaHseMblil (TOUIekKaIINi COXPAaHEHHUIO) B CHILY €r0 3HAYUMOCTH sl OOIIecTBa —
3TO:

a) apXUBHBINA JOKYMEHT

0) Ba)KHBIN JOKYMEHT

B) OCHOBHOM JJOKYMEHT

') KICTOPUYECKUIN TOKYMEHT

11. 3aoanue

Buzpl 61aHKOB, peKOMEHIyeMble ISl IPUMEHEHUS Ha MPEIIpUATHIX:

a) JUIs KaXKJI0TO BHUJIAa TOKYMEHTOB CBOM OJaHK

0) A1 BHYTPEHHHUX JTOKYMEHTOB U JJIS IUCEM

B) JUTSL JOKYMEHTOB BHYTPHU CTPaHBI M I 3apYOEKHON KOPPECTIOHICHIINN

I') C YIJIOBBIM U IIPOJIOJIBHBIM PACIIONIOKEHUEM PEKBU3UTOB

12. 3a0anue

[TpaBoBOI aKkT, onpeAessoInil CTPYKTYpY, GYHKIIMU U ITpaBa MpeIIpusiTHs — 3TO:
a) ycraB

0) MOJI0)KEeHHE

B) MHCTPYKIIUS

I') perjiaMeHT

13. 3a0anue

JlokyMeHTaIMoHHOE 00ecTeYeHre YIPaBIeHHUs — 3TO:

a) OTpacib JAESITEIHHOCTH, 00ECIIEUNBAIOIIAsi OPTaHN3AIINI0 XPAHEHUS U MCITOJIb30BAHMS apXHB-
HBIX JIOKYMEHTOB

0) oTpacip AEITEeTbHOCTH, OOEecreunBaromias JOKYMEHTHPOBAHUE W OpPraHU3alio paboThl C
ouIMaNbHBIMUA JOKYMEHTaMH

B) TpeOOBAaHUS U HOPMBI, yCTAaHABIIMBAIOIINE TIOPSIOK JOKYMEHTHPOBAHHS

I') IPUHAAJICKHOCTD BU/1a MTMCbMEHHOTO JIOKYMEHTA

14. 3aoanue

PerucrpaninoHHbIi HOMEp BXOJAIMIUX U UCXOJSAIIUX TOKYMEHTOB COCTOUT U3:

a) KOJIa OpraHu3alui, KOPPECTIOHICHTOB

0) IOPsIIKOBOTO HOMEpa, HOMEpa eI 10 HOMEHKJIAType

B) KOJIa CTPYKTYPHOI'O MOApa3e/IeHHs U AAThl JOKYMEHTa

') HOMepa Jieia 10 HOMEHKJIAType U AaThl JOKYMEHTa
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15. 3a0anue

Cucrema TOKyMEHTAIlMHU, CO3JIAaHHAS 110 €AMHBIM MPaBHJIAaM U TPeOOBaHUSIM, COJAEpIKaIlas HH-
dbopMmaruio, HEOOXOIUMYIO [Tl YIIPABICHUS B ONPEACTICHHOM chepe NeATeNbHOCTH — ITO:
a) yauduiupoBanHas ¢popMa TOKyMEHTa

0) cranmapTu3anus

B) YHH(HIIMPOBAHHAS CUCTEMa JJOKYMCHTAIHH

') YHUPUITUPOBAHHOE PETYINPOBAHUE

16. 3aoanue

[To popme pa3znudaroT JOKYMEHTHI

a) CIy)keOHbIE, JIMYHBIE

0) MOoUTMHHBIE, TTO/JI0KHbBIE

B) MHIMBHyaJbHbIC, TpadapeTHbIC, TUIIOBBIC

T') IPOCTBIE, CII0KHbBIE

17. 3a0anue

Jlaroi mpoToKosa sSBISIETCS:

a) JaTa 3ace/iaHus

0) mara moAmMcaHus

B) JlaTa PErUCTpaIiU

I) JaTa yTBEPKIACHUS

18. 3aoanue

VckoBble 3as1BIEHUS TTOIAFOTC:

a) B BBICIIHI apOUTPaKHBIH cy]

0) B apOUTpaXKHBIN CyA

B) B BepxoBHBIii cyt

') B KOHCTUTYIIMOHHBIN CYJT

19. 3a0anue

[ToBTOpHOE, A0CONIFOTHO TOYHOE BOCIPOM3BEIACHHUE ITONIMHHUKA, 3aCBUICTCIILCTBOBAHHOE B
YCTaHOBJIEHHOM MOPSIKE COOTBETCTBYIOIIUM JOKHOCTHBIM JIMIIOM — 3TO:
a) KOmust

0) nyOnukaT

B) BBIIIKUCKA

r) Apyroe

20. 3aoanue

[To orpanuveHuIo 10CTyNa TOKYMEHTHI IESTCS Ha:

a) CEKpeTHBIE (COBEPILIEHHO CEKPETHBHIE)

0) koH(UIEHINATBEHBIE

B) IS CITY>K€OHOTO TTOJIb30BAHUS

T') BCE BHINIETIEPEUNCIICHHbBIE

21. Jloxnanuas (cmy>keOHas1) 3amucka — 3T0:

a) IOKyMEHT, aJpEeCOBAHHBIA PYKOBOAUTENIO YUPEKICHUS M HHOOPMUPYIOIIHUHA €T0 O CII0-
JKUBIICHCS CUTYyallMy, UMEBIIEM MECTO SBJICHHH WiH (aKTe, BBHITIOJHEHHON pabore, coaepika-
WA BBIBOJIBI M IIPEJTOKEHUST COCTABUTEIIS;

0) TOKYMEHT, MOATBEPKAAOIINN (HAaKThI, COOBITHUS, TEHCTBUS;

B) IIpeIIOKCHUE (PUPME HIIM KOHKPETHOMY JIMITY 3aKIIOYUTH JCIOBOE COTJIAIICHHE.

22. JlaToii JOKJIaHOM 3alUCKH CUUTACTCS:

a) J1aTa U3JIaraéMoro COOBITHS,

0) J1laTa MOAMKMCAHMS JOKIJIATHOM 3aICKH;

B) JlaTa IPUHATHS PE3OJIIOLINU.

23. I'apanTuitHOE MHCHMO:

a) MOATBEPXKIAET (PaKT OTIMPaBKH aJpecary KaKux-Iu00 TOKYMEHTOB WU IPYTUX MaTepH-
AITLHBIX IICHHOCTEH;
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0) moATBEpKIaeT OIpeieTICHHbIE 0053aTeTbCTBA, OOCIAHUS OPTaHU3AIIHH;

B) COJICPKHUT OTBET HA MUCHMO-TIPOCHOY.

24. CKOJIBKO PEKBHU3UTOB BKIIFOUAET JIEJIOBOE MICHhMO MEXTYHAPOIHOTO 00pa3ia?

a) 30; 6) 15; B) 12.

25. KagpoBasi TOKyMEHTAIHSI BEIETCSI B COOTBETCTBHH:

a) ¢ TpynoBeiM kogekcoM Poccuiickoit deneparuu;

0) ¢ Konexcom 3akoHOB o Tpyae PD.

26. Tekct mpuKasa Mo JMYHOMY COCTaBY 0053aTeNbHO 3aKaHYMBAIOT:

a) Ha3HAUYEHUEM OTBETCTBEHHOTO 32 MCIIOJIHCHUE TIPUKA3a;

0) ykazaHHeM CpOKOB JACHCTBUS MPUKa3a;

B) CCBUIKOW Ha JOKYMEHT, TOCTY>KHBIIIUNA OCHOBAaHUEM JIJIsl M3JJaHUSI IPUKA3a.

27. Ilpukassl 0 mpueMe Ha paboTy U YBOJILHEHUU XPAHSTCS:

a) 5 net; 6) 10 net; B) 50 ner; r) 75 ner; n) 100 ner.

28. B TeueHue Kakoro Cpoka 3aBOJUTCS TPYIOBask KHIKKA HA JIUI], BIIEPBbIE MOCTYIHBIIUX
Ha pabory?

a) B TICPBBIN JIeHb PabOTHI;

0) He T03/THEee HEeISTBLHOTO CPOKa IMOCIIe Havajia padoThI;

B) HE MMO3[IHEE MecAIla C Havaja paboThI.

29. Jlemaetcsi I COOTBETCTBYIOIIAS 3allMCh B TPYAOBON KHIDKKE IMPU CMEHE HA3BAHUS
NpeanpuaTus?

a) 1a; 0) HeT.

30.3akoHunTe HauaTOE MpeaIoxkeHue: JJokyMeHT0000pOT — ATO ABUKEHHUE JJOKYMEHTOB B
OpTraHMU3aIMi ¢ MOMEHTA UX CO3JIaHUs JIO:

a) rmepeiayu Ha UCIIOJIHEHUE;

0) MOJIIMBKHU B JIETIO;

B) 3aBEpILICHUS UCTIOTHEHUS WU OTIPABKU.

31. B JlpeBHepycckoM rocynapcTBe LEHTpaMH BEJCHMS JOKYMEHTALlMU M €€ XpaHEeHUs
ObLIH:

a) MOHACTBIPH; 0) apXUBBI; B) KHSDKECKHUE MAJaThl; I') HAPCKUNA ABOPELL.

32. Kak Ha3pIBAINCH TIEPBBIE TOCYAAPCTBEHHBIC YUPEKIACHUS?

a) JienapTaMeHThl; 0) KHSDKECTBA; B) MPUKAa3bl; T') MOHACTBIPH.

33. Kakue peKBU3UTHI OTHOCATCS K FOPUAMYECKH 3HAYNMBIM?

a) JlaTa, perucTpalMOHHBIA HOMEpP JOKYMEHTa,

0) 3aroJ0BOK K TEKCTY, OTMETKA 00 UCTIOJTHUTEIIE;

B) PE30JIIOLUS, OTMETKA O HAIMYMU MPUIIOKEHUH.

34. Jlenonpou3BoICTBO — 3TO:

a) IBWKEHHE JOKYMEHTOB B OPraHU3al[Mi C MOMEHTA MX CO3JaHUs WJIM MOIy4EHHUs J0 3a-
BEPIICHUS UCTIOTHEHUS;

0) oTpaciib IesSTeTbHOCTH, 00ecIIeunBaroNas JOKYMEHTUPOBAaHUE U OpraHU3aIHio paboThI
¢ oUIATTEHBIMHU JIOKyMEHTAMH;

B) 3aMCh UHPOPMALIMU HA PA3ITUYHBIX HOCUTENSIX MO YCTAaHOBJICHHBIM MTPABUIIAM.

35. Tlo crioco0y TOKYMEHTHPOBAHUS PA3IMYAIOT JIOKYMECHTHI:

a) TpadapeTHsie;

0) pyKOIIUCHBIE TUCbMEHHBIE;

B) (popmann30BaHHbBIE.

36. 1y 4ero mpoBoaUTCS YHU(DUKAIIUS TOKYMEHTOB?

a) JUIs JOKYMEHTUPOBAHHUsI YIIPaBIEHYECKOH 1€ TeIbHOCTH,

0) 151 opraHu3ayy padoThl C JOKYMEHTAMH;

B) JJISl CHIDKEHUS KOJIMYECTBA MPUMEHSAEMBIX JOKYMEHTOB, CHH)KEHUS TPYIOEMKOCTH HX
00paboTKH.

37. PacnionoxeHne peKBU3UTOB Ha OJIaHKE TOKyMEHTa ONpeAesieTCs:

a) COCTaBHUTEIIEM JJOKYMEHTA;
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0) npaBuwIaMu YHU(PHUKAIIMH JOKYMEHTOB;

B) TOCYJJapCTBEHHBIM CTaHIapPTOM.

38. PeKBH3UT TOKyMEHTa — 3TO:

a) CTaHJAPTHBIN JIMCT OyMaru, Ha KOTOPOM O0TOOpakeHa MOCTOsIHHAsA UH(OpMalus U OTBe-
JIEHO ONPEEIIEHHOE MECTO ISl IEPEMEHHOM;

0) COBOKYIHOCThH PACIIOJIOXKEHHBIX B OMPEEIIEHHON MOCIeI0BaTeIbHOCTH 3alUCel, Mpu-
CYILIUX ONPEJEICHHBIM BUIaM JJOKYMEHTOB;

B) 00s13aTEIBHBIN 3JIEMEHT OUIIUATILHOTO JOKYMEHTA.

39. PexBu3ut «HanmeHoBaHuE BUA TOKYMEHTA»:

a) MO3BOJIAET CYJUTh O Ha3HAYEHUE JOKYMEHTA, ONPEEsieT COCTaB PEKBU3UTOB U CTPYK-
Typy TEKCTa;

0) MO3BOJISIET CYIUTH O HA3BAaHUU OPraHU3aIMN — aBTOPA JOKYMEHTA;

B) IPUJAET COAEPIKAHUIO IOKYMEHTAa HOPMAaTUBHBIN UM IIPAaBOBOM XapakTep.

40. PeructpalimoOHHBIH HOMEDP TOKYMEHTa — 3TO:

a) J1aTa ero MOANUCAaHUS WIH YTBEPKACHUS;

0) ycioBHOEe 0O0O3HaueHHE IAOKYMEHTa, MOJ KOTOPHIM OH BBEACH B HH(GOPMAIMOHHO-
MIOMCKOBYIO CUCTEMY OpraHU3alluy,;

B) OTMETKa ]ISl aBTOMAaTUYECKOTO MOUCKA JTOKyMEHTa (MOXET BKIIOYaTh MUMs JAMCKA, JTU-
pexropuu U ¢aiia, CoaepKaIiero JaHHbIA JOKYMEHT).

41. B kakoM cirydae MpaBmIbHO OOPMIIEH PEKBU3UT «Anipecar»?
a) Jupextopy mkoinsl Ne 269
NBanosoii Tamape IleTpoBHe
0) dupektopy mkoisl Ne 269
Wpanosou T. I1.
B) 129128, Mocksa, yn. Pocrokunckasi, 7
Hupektopy mkoisl Ne 269 r-xe Manosoii T. I1.
r) Aupextopy MockoBckoi 1mkomis! Ne 269
T. II. IBanoBO#
42. Ilnan pabots! komiemxka Ha 2001/02 yyeOHBIH roJ] yTBEpk/AE€H pelIeHUeM Meaaroruye-
CKOro coBeTa. B kakoM ciryyae mpaBHJIbHO OQOPMIIEH PEKBU3UT «I'pUQ yTBEpKIAECHUS TOKYMEH-
Ta»?
a) YTBEPXJIAIO
Pemenne negarornueckoro coera
ot 12.08.2006 r. Ne 14

6) YTBEPXKJAEH
Pemenuem negarornyeckoro coBera
ot 12.08.2006 Ne 14

B) YTBEPX/IEH
Pemennem negarornyeckoro copera
ot 12.08.2006 r. Ne 14

43. PekBU3UT «3aroJIoBOK K TEKCTY»:

a) OTpaXkaeT KpPaTKoe CoJep>KaHue TOKYMEHTa;

0) 1MO3BOJISIET CYJUTh O HA3HAYEHUH JOKYMEHTA, OIpeJIeNIIeT COCTaB PEKBU3UTOB U CTPYK-
TYpy TEKCTa;

B) HEOOXOJIMM JIsl OTIEPATUBHON CBSI3U C TEM, KTO COCTaBUJI IOKYMEHT.

44. B xakoM MecTe JOKyMEHTa MPOCTaBIsAETCA PEKBU3UT «OTMETKA O KOHTPOJE»?

a) Ha JIEBOM TI0JIe JJOKYMEHTa, HallpOTHB peKBu3nuTa «CrpaBouHble JaHHBIE 00 OpraHu3a-
LUN;

0) B BEpXHEM IIPAaBOM YTJIy IIEpBOTO JIHCTA JOKYMEHTA;

B) B HWKHEM IIPaBOM YTy IIEPBOTO JIMUCTA JOKYMEHTA.

45. PexBu3ut «I'puc cormnacoBanus» oQpOpMIISIOT CIEAYIOIINUM 00pazoMm:
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a) COI'JTACOBAHO
[IpoTokonom 3acenanus

MpaBJICHUS CTpaxoBOM koMnaHuu «llnanera»
ot 21.06.2006 Ne 10

0) H. H. Opios
(moamuck)

B) HauanpHUK I0pUANYECKOTO OT/AEINa

IMoamuce

I'. . Cunopos

46. PexBusut «Bu3bI COrIacoBaHU):
a) CIY’KUT Ui 0()OPMIICHHS BHEIIHETO COTJIACOBAHUS ¢ KOHKPETHBIM JIOJKHOCTHBIM JTHU-

OM WJIM KOJIJIETHAJIBHBIM OPraHoOM;

TEP,

0) mpuuaeT coaepKaHuio OUIHATHLHOTO JOKYMEHTa HOPMAaTUBHBIN MIIM TIPAaBOBOM Xapak-

B) HCIIOJIB3YCTCA IJId BHYTPCHHCTO COIJIACOBAHHA IMMPOCKTOB JOKYMCHTOB M IIPH O3HAKOM-

JICHUHU C KaKUM-JIH00 AOKYMCHTOM KaK MHUCbMCHHOC IMOATBCPIKICHUC (baKTa O3HAaKOMIJICHHUA.

Ci:

47. ILH?I AOKYMCHTA, NOAJIMHHUK KOTOPOTO OCTACTCA B OpraHu3alv, BU3bI IPOCTABJIAIOT-

a) HUKC MMOANNCH PYKOBOAUTCIIA, TOAIMCABIICTO JOKYMCHT,

0) B HWKHEH YyacTi 000POTHOI CTOPOHBI MOCIIEIHETO JIUCTA MOUTMHHUKA JOKYMEHTA,;

') Ha 00OPOTHON CTOPOHE NEPBOIO JIMCTA JOKYMEHTA.

48. B xakoM citydae npaBUIbHO 0(hOpMIIEH PEKBU3UT «OTMETKA O HAIMYMU IPUIIOKECHUSD,

€CJIM B TCKCTC COMMPOBOJAUTECIBHOIO IMMMCbMa HEC YITOMUHAJIOCh O HpI/IJIO)KeHI/II/I?

a) [Ipunoxenue:
1. CnpaBka o corjiacoBaHuM 1poekTa Ha 4 1. B 1 3K3.;
2. OT3bIB IO IPOEKTY Ha 2 1. B 1 7K3.
0) [Ipunoxxenue: Ha 6 1. B 1 3K3.
49. PexBu3uT «OTMETKA 00 UCIIOTHUTETE):
a) HEOOXOIUM JIJIsl OTIEPATUBHOM CBSI3U C TEM, KTO COCTABUJI JJOKYMEHT;
0) sABJISIETCS OJJHUM U3 OCHOBHBIX CIIOCOOOB yJIOCTOBEPEHHS TOKYMEHTA;
B) UKCHpyeT yKazaHUsl pyKOBOJUTEINS MO TOBOAY MCIIOJHEHHS JOKYMEHTA.
50. B kakoM ciyuae npaBuiibHO opopmiieH pekBu3uT «lloamuck» Ha O61aHKe ToKyMeHTa?

a) Pextop akagemuu B. A. IlerpoBa

6) Pexrop akanemuu IlerpoBa B. A.
B) Pextop Cubupckoii akagemMun

roCyJapCTBEHHOM CITyXKObI B. A. TlerpoBa

51. KOI‘,Z[a YIpaBJICHUYCCKOC JeficTBHE npeanojara€t KOHKpETHOIr0 UCIIOJIHUTEIIA, TO ITYHK-

ThI paCHOPﬂHHTeHBHOﬁ 4JaCTH IIpHUKa3a JOJKHbI HAYMHATbCA:

a) ¢ yKa3aHus (paMUIUN 1 MTHULIMAJIOB HCIIOTHUTEIIS,;

0) ¢ yka3zaHusl IOpyYEHUS;

B) C yKa3aHMs JOJDKHOCTH M (paMUIIMU C MHUIMATIAMU UCTIOTTHUTEIIS.

52. IIpoTtokon — 3T0:

a) MUCbMEHHOE COTJIAIIIEHUE CTOPOH, ONPEIENISIONIee YCIOBHSI KAKMX-TM00 OTHOIICHHIA;

0) TOKYMEHT, MOATBEPKAAOIINN (HaKThI, COOBITHUS, IEHCTBUS;

B) IOKYMEHT, COJepKaIlUil ONMCaHue IPOU3BO/ICTBEHHON AEATEIbHOCTH OPraHU3aIIH;

') TOKYMEHT, (PUKCUPYIOLINI X0 00CYX/I€HHS BOIIPOCOB U NMPUHATHS PELIeHUI Ha coOpa-

HHWHU, 3aCCIaHNU.

53. IIpoTOKOIBI HYMEPYIOTCSI MOPSIIKOBBIMU HOMEPAMHU:

a) B IIpe/iesIaX BCEr0 BPEMEHU CYIIECTBOBAHUS OpraHU3aluy;
0) B mpejenax KaJIeHIapHOTO TO/1a;

B) B MIpeJieiax ISTH JIET.
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54. Borrpochl TOBECTKH JTHS PACIIOJIararoTCs:

a) M0 BPEMEHHU, KOTOPOE MPENOIaraeTcs 3aTpaTUTh Ha 00CYKICHHE Ka)I0TO0 BOIPOCa;

0) B IFOOOM TTOPSIZIKE;

B) 10 CTENICHU BAYKHOCTU 00CYXk/1a€MBIX BOIIPOCOB.

55. JIoKyMeHTBI, COCTaBIIsIEeMble KOMUCCUEH, TIOITUCHIBAIOTCS:

a) PYKOBOJUTEJIEM OpTaHU3allUu;

0) nmpeacenareneM KOMUCCHH;

B) MpeJice1aTeNIeM U YWieHAMH KOMUCCHU;

T) pejaceaaTeneM KOMUCCHH U CEKpeTapeM.

56. AKT — 370!

a) JOKYMEHT MH(OPMALMOHHOIO XapakKTepa, COJepKalluil OMrcaHue MPOU3BOICTBEHHOM
JESTEIIbHOCTH OpraHU3aIluy;

0) JOKYMEHT, aJpeCOBaHHBIM PYKOBOAMTEIIO OpraHMU3alMi U MHGOPMUPYIOUIHI ero o
CIIOXKHBIICHCS CUTYallUU, UMEBIIIEM MeCTO (DaKTe;

B) JIOKYMEHT, MTOATBEPKAAIOMINN (HaKThl, COOBITHS, NEHCTBUSI.

57. TekcT akTa JENUTCS Ha JIBE YaCTHU:

a) BBOJIHYIO 1 OCHOBHYIO

0) BBOJIHYIO U KOHCTAaTHPYIOIIYIO, COJIEPIKAIILYIO BBIBOIBI;

B) HAUAIBbHYIO U 3aKJIFOUUTENIbHYIO, COJEPIKAIIYIO BHIBOIBI.

58. UudopmarmonHas cnpaBka — 3TO:

a) JOKYMEHT MH(OPMALMOHHOTO XapakTepa, COJIepKalliil OMHcaHue MPOU3BOICTBEHHOM
JESTSIILHOCTH OPTraHu3alliy U MOATBEPKACHUE KaKUX-TH00 (aKTOB, COOBITHH,

0) MOKYyMEHT, aJpecOBaHHBIA PYKOBOAMTENIO YUPEXKIEHUS W WHOOPMUPYIOIIUNA €ro o
CJIOXKHBIIICHCS CUTYaIlMH, HMEBIIIEM MECTO SIBJICHHH WM (DaKTe, COMEpKalIiii BEIBOIBI H MPEII-
JIO’KEHUSI COCTABUTEIIS;

B) JJOKYMEHT, IMOSICHSIIOIIMI COJIEpKaHUEe OTACITBHBIX IOJIOKCHHI OCHOBHOTO JIOKYMEHTA
WIH OOBSCHSAIOMINN TPUYUHBI KAKOTO-THO0 COOBITHS, (haKTa, MOCTYIIKA.

59. Kakoil pekBU3UT HE BXOJUT B cocTaB (hopMyIispa-o0pasia cripaBku?

a) HAaMMEHOBaHUE OPraHU3alINY;

0) HauMEHOBaHME BUJIA IOKYMEHTA;

B) JlaTa JIOKYMEHTA,

T') PETUCTPANMOHHBIA HOMEP JIOKYMEHTA,

1) Tpud yTBEpXKAECHUS TOKYMEHTAa;

€) azmpecar.

60. CripaBKku, OATBEPKIAIONINE CBEACHUS OUOTrpaduuecKoro uiM CIykeOHOTo XapakTepa
IOIITUCHIBAFOTCSI:

a) pYKOBOJUTENEM (U 3aBEPSAIOTCS MEYaThio);

0) pyKOBOAUTEIIEM;

B) HAUAITBHUKOM OT/IeIa KaJpOB.

Temamuka Kypcoevix pabom/npoexmoas
KypcoBass pabota/mpoexT mo aucUUIUIMHE «JlOKYMEHTAIlMOHHOE OOecreueHue YIpaBiIeHUs
OpEANpUATHIA PECTOPAaHHO-TOCTUHUYHOTO OM3HECa» yUEOHBIM IUTAHOM HE NMPEeayCMOTpeHa
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Iloka3aTenu M KPUTEPUHU OLIEHNBAHUS MJIAHUPYEMbIX Pe3yJIbTATOB OCBOEHUS] KOMIIETEHIUI U Pe3y/IbTaTOB 00y4YeHHUs1, IIKAJIA OLleHHU-

BaHUHA
Tabnuna 6
Yposensn
Illka/1a omeHBANHS ®opMupyemMble KOMIIETEH- NHaukaTop 10CTHKEHUS Kpurepuu OCBOCHHSI
MU KOMIIeTeHIIu! OLICHMBAHUSA .
KOMIeTeHuuii
1 2 3 4 5
IK-5 Opranmzanus Tpyaa  [[1K-5.1 Ananus ycnenHeIx KOpIopaTUBHEIX  [3HAET BEPHO M B NOJHOM 00beMe:
nepcoHaJia MPAKTHK 110 OPraHU3alMi HOPMUPOBAHKS Tpya METOIIbI yUEeTa U aHAIM3a [I0Ka3aTeNel mo
TS pa3IMYHbIX KaTeropHuil mepconana, ocodeH- [TPyAy U OIUIaTe TPYAa; CUCTEMBI, METOBI
HOCTEN MPOU3BOJCTBA U AEATEIbHOCTH OpraHu- [ (bopMBI MaTepHATBEHOTO ¥ HEMaTepH-
3aIluu AJIBHOI'O CTUMYJIMPOBAHUA Tpyda IEPCO-
HaJla; OCHOBBI TEXHOJIOTHH ITPOU3BOACTBA
W IESITEIbHOCTH OpTaHn3alin
'YMeeT BepHO M B IOJIHOM O0beMe:
BHEJIPSATh METOIBI PAIMOHAIBHOH Op-
TaHu3aluk TpyZAa; pas3pabaTeBaTh W
oopMIIATh TOKYMEHTHI O HarlpaBJie-
85 -100 HUIO JIEATEIbHOCTH
«OTJIHIHO» IIpoaBMHYTHIN
0aJ10B
[1K-5.2 Onpexnenenne 3G dhekTHBHOCTH pabOThl  (3HAET BEPHO M B MOJHOM 00beMe:
CHCTEMBI OPTaHU3AIMH TPYyla 1 HOPMUPOBAHUS | OCHOBBI JOKYMEHTO000POTa U TOKYMEH-
TpysAa Ha paboumx MecTax TAI[IOHHOTO 00eCIIeUYeHus; KaPOBYIO
MOJUTHKY M CTPATETHUIO OPTaHU3aLH
'YMeeT BepHO M B OJIHOM O0beMe:
AHATN3UPOBATH YPPEKTUBHOCTH PAOOTHI
CHCTEeMbI OpTaHM3aIMK TPYZa NepcoHaa
M HOpMHPOBAHUS TPy/a HA paboUymx Me-
cTax




2

3

4

70 -84
0aJJ10B

«X0poIio»

ITK-5 Opranusanus Tpyaa nep-
COHaJIa

[MK-5.1 Ananus ycnemssix Kop-
MOPATHBHBIX TIPAKTUK 110 OPTaHH-
3aIMM HOPMUPOBAHUS TPYIa IS
PA3NIMYHBIX KATETOPUI EPCOHA-
I1a, 0COBEHHOCTEN TPOM3BOICTBA
M JIEATENHLHOCTH OPTAHU3AINN

3HaeT ¢ He3HAYHMTEIbHBIMU 3aMeYaHUAMU:
METObI yueTa U aHallu3a MokKasaTelnei mo Tpyay u
oIUIaTe TPy/aa; CUCTEMBI, METOIBI X (POPMBI MaTe-
[PHATBHOTO ¥ HEMaTEPHAIBHOTO CTUMYJIHPOBAHHS
TpyZa IepCoHaa; OCHOBBI TEXHOJIOTHH HPON3BOI-
CTBa M ICATEIILHOCTH OPTaHU3alNuN

'YMeeT ¢ He3HAYHTETbHBIMHU 3aMeYaHUAMU:
BHEJIPSATH METO/IBI PAIIOHAIBEHON OpraHH3aNH
Tpyna; paspabaTbiBaTh U 0GOPMILTH TOKYMEHTHI
[10 HANPaBJICHUIO 1EATEIbHOCTH

[1K-5.2 Onpenenenue 3¢pdhexTrB-
HOCTH pabOThI CUCTEMBI OpraHu-
3alK TpyAa ¥ HOPMUPOBAHUS
Tpyna Ha pabounx MecTax

3HaeT ¢ HE3HAYHTETLHBIMU 3aMeYaAHUAMU:
OCHOBBI JIOKyMEHTOO0OPOTa M JOKYMECHTAI[HOHHO-
ro 00eCIeYeHUs; KaJPOBYIO MOJIUTHKY U CTpaTe-
MO OpraHU3aIluH

YMeeT ¢ He3HAYHMTEILHBIMH 3aMeYaAHUSAMU:
AHATU3UPOBATH dPPEKTUBHOCTH PAOOTHI CHCTEMBI
OpraHu3aiiy Tpyaa NepcoHana i HOPMUPOBAHHSI

Tpyna Ha pabo4yMX MecTax

IloBBIIEHHBIT
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1 2 3 4 5
IK-5 Opranmnsaums Tpyaa nepeo- [[1K-5.1 Ananus ycnemnsix kop- [3HaeT Ha 6a30B0M YPOBHe, ¢ OIUHOKAMH:
HaJa [OPATUBHBIX IIPAKTHK [0 Opra- |[METOJIbI yUeTa M aHAIIM3a MOKA3aTeNe 1o Tpyay u
HU3allMM HODMUPOBAHHUSA TpyJa [OIIaTe TPY/a; CUCTEMBI, METO/IBI H (DOPMBI MaTepH-
JIJIST pa3IMIHBIX KaTeropr/i nep- QJIBHOT'O 1 HEMATEPHUAJIBHOTO CTUMYJINPOBAHUSA TPY-
CoHana, 0cOOEHHOCTel nmpous- | MEPCOHAIIA; OCHOBBI TEXHOJIOTHH TIPOM3BOICTBA U BazoBiii
BOJICTBA U JICATCILHOCTH OpraHu-{ACATCIbHOCTH OpraHnu3alnn
3anun 'Ymeer Ha 6a30BOM ypOBHe, ¢ OIUMOKaAMU:
BHEJIPSATH METO/IBI PAIIMOHAIBHON OpraHH3alnH
50 - 69 Tpyaa; paspadaTeBaTh U 0GOPMISTH JOKYMEHTBI 11O
«YAOBJIETBOPHUTEILHO»
0aJJ10B HAIPABJICHHIO EATEILHOCTH
[1K-5.2 Onpenenenne 3¢pdex-  [3HaeT HAa Ha30BOM YPOBHeE, € OIIMOKAMM:
TUBHOCTH pabOThI CUCTEMBI OP- |OCHOBBI JOKYMEHTOO00POTa U JOKYMEHTAIIHOHHOTO
raHu3aluy TPyJa 1 HOpPMHPOBa- |00ecTieueHH st; KalpOBYIO MOJIUTUKY U CTPATErHI0
HUS TPy/Ja Ha padounx MecTax  |[opraHu3aliu
'YMeeT Ha 6a30BOM yYpOBHe, ¢ OLIUOKAMU:
AHATTU3UPOBATh YPPEKTUBHOCTh PAOOTHI CUCTEMBI
OpraHu3ally TpyJa NepcoHana U HOPMUPOBAHUA
TpyJia Ha pabo4MX MecTax
I1K-5 Opranusanus Tpyaa nepco- [[IK-5.1 Ananus ycnemnsix kop- [He 3Haer Ha 6a3oBom ypoBHe:
HaJ1a MOPATUBHBIX IIPAKTHK IO opra- |MCTO/Ibl y4eTa U aHalInu3a II0Ka3areseu 1o Tpyy u
HU3alMU HODMUPOBAHUSA TPy [OTUIATE TPY/A; CHCTEMBI, METOMBI i (POPMBI MaTepH-
17151 pasIM4HbIX KATErOpHii ep- [@TbHOTO W HEMATEPHATBLHOTO CTHMYJIMPOBAHHUS TPY- KoMmeremmun
coHalna, 0cOOEHHOCTel mpous-  [1a MEPCOHAIIa; OCHOBBI TEXHOJIOTHH TTPOM3BOJICTBA H He chopmupo-
BOJCTBA U ICSATEILHOCTH OpraHu-ACATCIbHOCTH OpraHn3alnn BAHBI
Banun He ymeer Ha 6a30B0M ypoBHe:
BHEIPSITh METOABl PAllMOHAIBHOM OpraHU3aIlNH
MeHee 50 TpyJa; pa3padbareiBaTh U 0GOPMILITH JOKYMEHTHI 10|
«HeyI0BJIETBOPUTEIbHO»
0aJ1J710B HAIIPaBJICHUIO IEATEILHOCTH

[1K-5.2 Onpenencuue 3¢ dek-
TUBHOCTH pabOTHI CHCTEMBI Op-
TaHU3AIIH TPY/Aa U HOPMUPOBa-
HUS TpyZa Ha pabodnx MecTax

He 3HaeT Ha 6a30BOM ypoBHe:

OCHOBBI JIOKYMEHTOO0OPOTA ¥ JOKyMEHTAI[HOHHOT'O
oOecrieueHus1; KaJpOBYIO MOJUTUKY U CTPATETUIO
OpraHHu3aliu

He ymeer Ha 6230BOM ypOBHe:

AHaIM3UPOBaTh 3(P()EKTUBHOCTH PabOTHI CHCTEMBI
OpraHM3alii TpyAa IIepCOHaNa M HOPMHUPOBAHUS
TpyJa Ha pabo4MX MecTax
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