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OIEHOYHBIE MATEPHAJIbBI

o JTMCHMIIJINHE «I[OKyMeHTaHI/IOHHOC obecreueHue YIpaBJICHUS»
NMEPEYEHb KOMIIETEHIIUMA C YKASAHUEM PE3YJbTATOB OBYUEHHWSA U DTAIIOB UX
POPMHUPOBAHMS IO JUCHUIIJIMHE

HaumeHoBaHue KOH-

dopmupyemMble Nupuxkatopsl 10cTH- Pe3yabTaTsl 00yyenus (3HaHUA,
. TPOJIUPYEMBIX pa3je-
KOMIIETeHIIUH JKeHHMsl KOMIeTeH il YMEHHUSI)
JIOB M TeM
1 2 3 4
IIK-1 ®opmu- INK-1.1 Brussnenue, c6op | [1IK-1.1. 3-1. 3naer npeamernyo 06-
POBAaHHE BO3- 1 aHanIu3 HHPOPMAIHH JIACTh | CIIEIUPUKY ACITSILHOCTH Op-
MOZKHBIX 6u3Hec-aHaTH3a /1A Op- | raHM3aLMK B oObeMe, ocTaTouHoM s | Tema 1 OpraHu3anuoH-

peleHuii Ha
0CHOBe pa3pado-
TaAHHBIX JJIS HUX
HeJIeBBIX MOKAa-
3areJiei

MHPOBaHHUS BO3MOKHBIX
pelueHui

peuicHus 3aga4 OM3HEC-aHaIN3a.

IIK-1.1. V-1. YMeeT aHATU3UPOBATH
BHYTpeHHUE (BHEITHUE) PAKTOPHI U
YCIIOBUSI, BIUSIONIUE HA ACSATEIBHOCTh
opranm3anuu. OleHnBaTh OU3HEC-
BO3MOXKHOCTb PEATU3AINHU PELICHHS C
TOYKH 3PCHUS BRIOPAHHBIX LIEJIEBBIX
nokasatesneil. BbISIBISITE, perUCTPUPO-
BaTh, aHAJTU3UPOBATH U KJIACCUPHUIIUPO-
BaTh PUCKH U pa3padaThIBaTh KOMIUIEKC
MepOHpHHTHﬁ 10 UX MUHUMMU3AITUU

HBIE OCHOBBI [IEJIOTIPO-
u3BojAcTBa. bnanku mo-
KYMEHTOB.

I1K-1.1. 3-1. 3naer npeamMeTHyo 06-
NacTh ¥ crenupUKy JEATENLHOCTH Op-
TaHU3AIHK B 00BEME, TOCTATOYHOM JIJIst
penleHns 3a1a4 OM3HEC-aHATH3A.

[TK-1.1. V-1. ¥YMeeT aHaIM3UPOBATH
BHYTpeHHUE (BHEITHUE) (PaKTOPHI U
YCIIOBUSI, BIUSIONIUE HA ACATEIBHOCTh
opranm3anuu. OleHnBaTh OU3HEC-
BO3MOKHOCTh PEaM3aIiU PEIICHHUS C
TOYKH 3PECHUS BHIOPAHHBIX I[CJICBBIX
rnokasareseil. BeisBasTh, peructpupo-
BaTh, aHAJIM3UPOBATH U KIACCUPUITUPO-
BaTh PUCKH U pa3pabaThIBaTh KOMIUICKC
MEPOIPHUSITHN 10 X MUHUMHU3AIHH

Tema 2. Opranuzanu-
OHHO-
pacropsauTenbHas 10-
kymeHTanus. O6mas
XapaKTePUCTHKA CTHIL
CIyKeOHOW TOKyMeHTa-
LUH

I1K-1.1. 3-1. 3naer npeameTHyo 06-
NacTh ¥ creupUKy JEATENBLHOCTH Op-
raHU3aIMK B 00BEME, TOCTATOYHOM JIJIst
pElleHNs 33124 OM3HEC-aHAIN3A.

IIK-1.1. V-1. YMeeT aHaTU3UPOBATH
BHYTpEHHUE (BHEIIHHUE) (haKTOPHI U
YCIIOBHS, BIMAIONINE HA JESTEIBHOCTD
opranu3aiuy. OneHnBaTh OM3HEC-
BO3MOYKHOCTH PEaJIM3alMy PEIICHHUS C
TOYKH 3PEHUS BRIOPAHHBIX IEJIEBBIX
rnokasareseil. BelsBisiTh, peructpupo-
BaTh, aHAIM3UPOBATH U KJIACCUPHUIIUPO-
BaTh PUCKH U pa3padaThIBaTh KOMIUIEKC
MEpPONPUSITUH 0 UX MUHUMU3ALIH

Tema 3 CrnpaBouHo-
uH(OpMaLMOHHBIE 10-
KyMeHTHI. JlenoBast ne-
pemucka. CocTaBieHue
aKTOB ¥ IPOTOKOJIOB.

ITK-1.1. 3-1. 3naer npeaMeTHyIO 06-
JacTh M Creu(HUKyY 1eATeT-HOCTH Op-
raHu3aluy B 00bEME, JOCTATOYHOM JIJIsI
penieHus 3a1a4 Ou3Hec-aHaIn3a.

[MK-1.1. V-1. ¥YMmeeT aHanM3upoOBaTh
BHYTpEHHHE (BHEIIHUE) (haKTOPHI 1
YCIIOBHS, BIHSIONINE HA JESTEIFHOCTD
opranuzanuy. OneHnBaTs Ou3Hec-
BO3MOYKHOCTb PeaM3allMU PELICHUs ¢

Tema 4 Pacniopsigurens-
Hble JoKyMeHThl. Co-
CTaBJICHUE MIPUKA30B,
YKa3aHWUH, pacrnopsbke-
Hui. OpraHuzalrdoOHHbIE
JIOKYMEHTBI.
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TOYKH 3pCHUSA BI)I6paHHI>IX LICJICBBIX
IOKa3aTecH. BI:ISIB.H?ITI), perucTpupo-
BaTb, aHAJIU3UPOBATH U Knaccn(bnuupo—
BaTb PUCKU U pa3pa6aTI)IBaTI> KOMIIJICKC
MepOl'IpI/ISITI/Iﬁ 110 X MUHHUMU3alINN

I1K-1.1. 3-1. 3naer npeamMeTHyo 06-
NacTh ¥ cremupUKy JEATENBLHOCTH Op-
TaHU3aIMK B 00BEME, TOCTATOYHOM JIJIst
penreHus 3a1a4 OM3HEC-aHATM3A.

ITK-1.1. V-1. ¥YMeeT aHaIM3UPOBATH
BHYTpEHHUE (BHEIIHUE) (GAKTOPHI U
YCIIOBUSI, BIUSIOIIUE Ha JAESTEIBHOCTh
opranuzanuy. OreHnBaTh Ou3Hec-
BO3MOXKHOCTbH PEaTU3alnH PELICHHS C
TOYKH 3PCHUS BEIOPAHHBIX LIEJIEBBIX
nokasateseil. BbIsIBIAT, perucTpupo-
BaTh, AHAIM3UPOBATH U KJIACCUPHUIIPO-
BaTh PUCKH U pa3pabaTbIBaTh KOMIUIEKC
MEpOIIPUATHH 110 UX MHHUMHU3AILNN

Tema 5 Opranuszanus
JOKyMEHT0000pOTa.
Opraan3anus perucTpa-
LH JOKYMEHTOB U KOH-
TPOJIb UCIIOJHEHHS J10-
KyMEHTOB.

I1K-1.1. 3-1. 3naer npeaMeTHyIO 06-
JacTh U crienu(UKY AeSTEINbHOCTH Op-
raHu3alri B 00beMe, TOCTATOUHOM ISt
pemeHus 3aau OU3Hec-aHaIM3a.

[TIK-1.1. V-1. YMmeeT aHanu3upoBaTh
BHYTpEHHHUE (BHEIIHUE) (PaKTOPHI U
YCIIOBHS, BIHAIOUINE Ha JESTEILHOCTD
opranu3aiyuy. OneHnuBaTh OM3HEC-
BO3MOXKHOCTb PEaJIM3alnuy PELICHUS C
TOYKH 3PCHUS BEIOPAHHBIX LIEJIEBBIX
nokasaTesnell. BoIsBISTE, perucTpupo-
BaTh, AaHAIM3UPOBATH U KJIACCU(PHUIIUPO-
BaTh PUCKH U pa3padaThIBaTh KOMIUIEKC
MEpOIPHUSITHH 110 UX MUHUMHU3AIHH

Tema 6. Opranuzauus
OTIEPAaTHBHOTO XPaHEHHS
nokymeHToB. Dopmupo-
BaHHE JIeJI.

ITIK-1.1. 3-1. 3naer npeaMeTHyIO 06-
JacTh U crienn(UKY AeSITENbHOCTH Op-
raHu3aIru B 06beMe, TOCTATOUHOM JIJIst
pemeHus 3aad OU3Hec-aHaIN3a.

[MK-1.1. V-1. YmeeT aHanu3upoBaTh
BHYTpPCHHHUE (BHEITHUE) (PaKTOPHI U
YCIIOBUSI, BIUSIONINE Ha AEATEILHOCTh
opranmzanuy. OneHnBaTh Ou3Hec-
BO3MOXKHOCTb PeaJIM3alny PEICHHs C
TOYKH 3PECHUS BEIOPAHHBIX LIEJIEBBIX
nokaszatesueil. BeIIBIATE, peructpupo-
BaTh, aHAIM3UPOBATH U KIIACCU(PHUIIUPO-
BaTh PUCKH U pa3padaThIBaTh KOMIUIEKC
MEpOIPHUSITHH 110 UX MUHUMHU3ALHH

Tema 7. ITogroroska
JIOKYMEHTOB K TIOCITe-
JyIollEel nepeaadu Jo-
KYMEHTOB B apXHB WU
Ha YHUYTOXEHHUE.

IIK-3 TakTnue-
CKOe ynpasJie-
HHe
npoueccamu
OpraHu3anuu
NMPOU3BOJCTBA

I1K-3.2 -Pa3pabotka npea-
JIO’KEHUH 10 palluOHANIN-
3alU¥ CTPYKTYPHI yIIPaB-
JICHHUS TIPOM3BOJCTBOM B
COOTBETCTBUHM C LENSAMH U
CTpaTerueil opranu3anum,
JEUCTBYIOIUX CUCTEM,

[1K-3.2. 3-1. 3naer cranmapThl yHU-
(UIMPOBAHHON CHCTEMBI OPTAHU3AIIH-
OHHO-PACIIOPSIUTENBHOM IOKYMEHTa-
[UH, ENUHAS CUCTEMA TEXHOJIOTUYECKOU
JIOKyMEHTAIUY

Tema 1 Opranu3zaruios-
HbI€ OCHOBBI [EJIONPO-
u3BoAcTBa. brmanku no-
KYMEHTOB.




(hopM U METO/IOB yIpaBiie-

HUSI IPOU3BOJICTBOM, TI0
COBEPILEHCTBOBAHHUIO OP-
raHU3alUOHHO-
PpacIopsIUTELHOM JJOKY-
MEHTAIMU U OpraHHU3alUH
JOKYMEHT0000pOoTa, TI0
BHEIPCHUIO TEXHIYECKUX
cpencTB 00pabOTKH MH-

(opmannm, mepcoHaIHHBIX

KOMIIBIOTEPOB U CETeH,
aBTOMAaTU3UPOBAHHBIX pa-
604nx MecT

I1K-3.2. V-1. ¥YMmeet pacupenensits 1
KOHTPOJIMPOBATh UCIIOJIb30BAaHKE IPO-
M3BOJICTBEHHO-TEXHOJIOTHYECKUX pe-
CYPCOB, BBIIIOJIHATH PaOOTHI IO IPOEKTY
B COOTBETCTBHU C TPEOOBAHUSIMU I10
KauecTBY HOBOTO IIPOIYKTa

[1K-3.2. 3-1. 3naer cranmapTsl yHU-
(UIMPOBAHHON CHCTEMBI OPTAHU3AIH-
OHHO-PACTIOPSTUTENLHOM IOKYMEHTa-
[UH, ENUHAS CUCTEMA TEXHOJIOTUYECKOU
JIOKyMEHTAIUY

[TK-3.2. V-1. ¥MmeeT pacnpenensars 1
KOHTPOJHPOBATh UCIIOIb30BAHKE TIPO-
M3BOJICTBEHHO-TEXHOJIOTHYECKUX Pe-
CYPCOB, BBIMIOJIHATH PA0OTHI IO IPOCKTY
B COOTBETCTBHU C TPEOOBAHUSIMU T10
Ka4eCTBY HOBOT'O MPOIYKTA

Tema 2. Opranu3zamnu-
OHHO-
pachopsiiuTes bHas 10-
kyMmeHTanusa. Oomas
XapaKTEePUCTUKA CTHIIS
CITy’)KeOHOH JIOKyMeHTa-
005051

I1K-3.2. 3-1. 3naer cranmapThl yHHU-
(hUITMPOBAHHOW CHCTEMBI OpPTaHH3AIH-
OHHO-PACNOPSIUTENBHON TOKYMEHTA-
LY, €NHAs CUCTEMAa TEXHOIOTHYECKON
JIOKYMEHTaLIH

[TK-3.2. V-1. ¥MmeeT pacupenensars 1
KOHTPOJIHPOBATh UCIIOIb30BAHKE MPO-
H3BOJICTBEHHO-TEXHOJIOTHYECKUX Pe-
CYPCOB, BBITIOJHATH PA0OTHI IO IPOCKTY
B COOTBETCTBHH C TPCOOBAHUSIMH 110
Ka4eCTBY HOBOT'O MPOIYKTA

Tema 3 CrnpaBoyHoO-
uH(OpMaLMOHHBIE 10-
KyMeHTBI. JlenoBast ne-
penucka. CocraBiieHue
aKTOB U MPOTOKOJIOB.

I1K-3.2. 3-1. 3naer cranaapThl yHU-
(UIMPOBAHHON CUCTEMBI OPTaHU3AIH-
OHHO-PACTIOPSIUTENLHOM JIOKyMEHTa-
1I1H, €IMHAS CUCTEMA TEXHOJIOTHIECKOM
JIOKYMEHTAIMK

ITK-3.2. Y-1. ¥Ymeer pacnpeneinsit U
KOHTPOJIUPOBATH UCTIOIB30BAHKE TIPO-
N3BOJCTBCHHO-TEXHOJOTHUYCCKUX PC-
CYPCOB, BBIIIOJHATH PAOOTHI IO TIPOEKTY
B COOTBETCTBHH C TPEOOBAHHUSMH 110
KayeCTBY HOBOT'O IPOYKTa

Tema 4 Pacnopsautens-
Hble JOKyMeHThL. Co-
CTaBJICHHE MIPHUKA30B,
yYKa3aHUW, pacropsixe-
Hui. OpraHuzalnrvoOHHbIE
JIOKYMEHTBL.

I1K-3.2. 3-1. 3naer cranmapTsl yHH-
(hUIMpPOBaHHOMN CHCTEMBI OpraHH3aIH-
OHHO-PACMOPSIUTEIILHON TIOKyMEHTA-
U, CANHaAsA CUCTEMA TEXHOJIOTHUECKOM
JOKYMCHTaluu

[MK-3.2. Y-1. ¥Ymeer pacnpeneinsits 1
KOHTPOJIUPOBATH UCIIOJIb30BAHHE MPO-
M3BOJICTBEHHO-TEXHOIOTMYECKHX pe-
CYPCOB, BBIIOJIHATh PA0OTHI 110 IPOCKTY
B COOTBETCTBUH C TPEOOBAHUSIMH T10
Ka4ecTBY HOBOTO MPOJIYKTa

Tema 5 Opranuszanus
JIOKyMEHTO0000pOTA.
Opranusanusi perucrpa-
LUK JJOKYMEHTOB U KOH-
TPOJIb UCTIOJTHEHHUS JI0-
KYMEHTOB.

I1K-3.2. 3-1. 3naer craHmapTs yHH-
(HUIMPOBAHHON CHCTEMBI OPTAHHU3AIIH-
OHHO-PaCTIOPSIATENLHOM TOKYMEHTa-
MW, ENUHAS CHCTEMA TEXHOJIOTHYECKON
JOKyMEHTAIUH

Tema 6. Opranuzauus
ONEPAaTUBHOIO XpaHEHHUS
nokymeHToB. dopmupo-
BaHHE eI,




I1K-3.2. V-1. ¥YMmeet pacupenensits 1
KOHTPOJIMPOBATh UCIIOJIb30BAaHHE TIPO-
M3BOJICTBEHHO-TEXHOJIOTHYECKUX pe-
CYPCOB, BBITIOJHATH PAOOTHI IO IPOEKTY
B COOTBETCTBHU C TPEOOBAHUSIMU I10
KauecTBY HOBOTO IIPOAYKTA

I1K-3.2. 3-1. 3naer cTaHmapTHl yHH-
(UIMPOBAHHO CHCTEMBI OPraHU3AIIH-
OHHO-PACTIOPAIUTENBHOM TOKYMEHTa-
1MH, €IMHAs CUCTEMA TEXHOJIOTHIECKON
JIOKYMEHTAIUK

ITK-3.2. Y-1. ¥Ymeet pacupenensits 1
KOHTPOJIUPOBATH UCTIOIB30BAHKE MPO-
M3BOJICTBEHHO-TEXHOJIOTHICCKUX Pe-
CYPCOB, BBITIOJIHATH PabOTHI [0 IPOSKTY
B COOTBETCTBUH C TPEOOBAHUSIMH 110
Ka4yeCTBY HOBOT'O IPOIYKTa

Tema 7. IloaroroBka
JOKYMEHTOB K TIOCIIe-
IyIoIlel nepenadyu J0-
KYMEHTOB B apXUB WU
Ha YHHYTOXXCHHE.




METOAUYECKHUE MATEPHUAJIbI, XAPAKTEPU3YIOIIUE 3TAIIbI
®OPMHUPOBAHMA KOMIIETEHIIAM

Hepeqeﬂb y‘leﬁHbIX 3aJaHMil HA AYJAUTOPHBIX 3AHATUAX
BOI[pOC]:.I AJIS IPOBEACHUSA OIIpoca oﬁyqamumxca

Tema 1 Opranu3aunoHHbIe OCHOBBI 1€J10NPOU3BOACTBA. B1aHKHM T0KYMEHTOB.
HNuaukarop noctuxenus: IK -1.1, ITK-3.2.

1. KakoB npeaMer JOKYMEHTAallMOHHOTO O0ECIIEUeHUs yIIPaBICHUS?

2. Kakne HOpMaTUBHO-TIPABOBBIC aKThl PEryJIUPYIOT JOKYMEHTAIIMOHHOE obecrneye-
HUE YIIpaBJICHUA?

3. KakoBa mpaxkTuueckas 3HaUMMOCTb Y4eOHOM AUCLUIUIUHBI «IOKYMEHTAllMOHHOE
o0ecrieyeHue ynpapieHUs»?

4. Kakoii 06bem U cosiepxaHue UMEIOT MOHATUS «MHPOPMALUA» U «JOKYMEHT»?

S. Kakyto pons urpaer nadopmarus B odecrieueHuH 3 (HEKTUBHOTO yIIpaBICHUS ?

6. KakoBbI HCTOYHUKH TIOTYYCHUS YIIPaBIeHIECKOW HH(popMayn?

7. KakoBel HazHaueHWe W (QYHKIUU CIYXKO JTOKYMEHTAI[HOHHOTO OOECIeYEeHUs
YIPaBJIEHUS B COBPEMEHHBIX OpPraHU3alusix?

8. Yro Takoe «cHucTeMa JOKYMEHTALUU» U «yHU(UIMPOBAHHAS CUCTEMA JOKyMEH-
Taum»?

9. Kakue BBl YyIIPABICHUECKUX JTOKYMEHTOB BKJIIOYaeT B ce0s1 Y HUPUIIMPOBAHHAs

CHCTEMa OPraHU3aIMOHHO-PACTIOPSIUTEIBHOM JOKYMEHTAIHH?
10. Kakoso Haznauenue ['OCT P6. 30-2003?

Tema 2 OpraHu3anMoHHO-pacOPsAANTeIbHAs JoKYMeHTanus. O01mas xapaKTepucTuKa
CTHJISA CJTY’KeOHOM JOKYMEeHTAlNH.
HNuaukarop noctmzkenns: K -1.1, TIK-3.2.

1.KakoBbI coBpeMeHHbIe TpeOOBaHUS K A3bIKY M CTHIIIO YIPaBIEHYECKUX JOKYMEHTOB?

2.YUto coboit mpencrasnser YcraB opranu3anuu? KakoBbl OCHOBHBIE TPEOOBAHUS K €TI0
COCTaBJICHUIO U 0(OPMIICHUIO?

3.Kak opopmuts Ilonoxenne 06 otTaene uiu ciry:x6e opranuzanuu?

4. Kak opopmuTh IITATHOE pacnucaHue?

5. Kakue TpeGoBaHUS NPEIbIBISIIOTCS K 0)OPMIICHHIO TOTOBOPA, KOHTpaKTa?

6.UT0 Takoe MHCTPYKIIUS, KAKOBO €€ cojiep>kanne u ohopmiieHue?

Tema 3 CnpaBouHo-uHpoOpMaLMOHHbIE T0KYMeHThI. /lesqoBas nepenucka. Cocras-

JICHHE AKTOB M NPOTOKOJIOB.
Nuauxartop aocruxkenns: MK -1.1, ITK-3.2.

1.KakoBbI coBpeMeHHbIE TPEOOBAHUS K S3bIKY M CTHIIIO YIPABIEHYECKUX TOKYMEHTOB?

2.Yto coboii mpeactaBisieT YcraB opranu3anuu’? KakoBbl OCHOBHBIE TPeOOBaHUS K €T0
COCTaBJIEHUIO ¥ O(OPMIICHUIO?

3.Kax opopmuts [lonoxenue 06 otaene umu ciry:x0e opranuzanuu?

4. Kak oopMHTh IITATHOE pacnucaHue?

5. Kakue TpeboBanus mpeabsSBIIOTCS K 0)OPMIICHHIO JOTOBOpa, KOHTpaKTa?

6.YTo Takoe MHCTPYKIIMS, KAKOBO €€ coJiepkaHue U ohopMiIeH

Tema 4 PacnopsiauresbHble J0KyMeHTbl. CocTaBiieHHe NIPUKA30B, YKa3aHWi, pac-
nopsizkeHuii. OpraHu3anuoOHHbIE JOKYMEHTHI.
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Nuaukarop nocruxenus: 1K -1.1, ITK-3.2.

1.Ha kakue Tpu nojacuctemsl oapasaeinstorcs OP/[?

2. Onpenenure NoHATHE «JIOKYMEHTHUPOBAHUE.

3.11lonsiTue: "peKBU3UT" JOKYMEHTA.

44Yto Takoe TOCTOSIHHbIE U  IIEPEMEHHBIE  PEKBU3UTHl  OpPraHMU3AL[MOHHO-
pacrnopsiANTeIbHONU JOKYMEHTAIIH?

5.KakoB cocraB TMOCTOSHHBIX U IEPEMEHHBIX PEKBU3UTOB OPraHU3ALMOHHO-
pacnopsiANTEeIbHON JOKYMEHTAIH?

6.Kakue pexBU3UTHI UCHOJB3YIOTCS B 3aroJOBOYHON dYacTu OpraHHU3aLMOHHO-
pacrnopsiANTEIbHBIX TOKYMEHTOB?

7.Kakue peKBU3UTBI MCIOJIB3YKOTCS B COJIEPXKATECIBHOW 4YacTM OpaHU3ALMOHHO-
pacrnopsiAUTEIbHBIX TOKYMEHTOB?

8.Kakue TpeboBaHus MPEIBABISAIOTCS K 0POPMIICHUIO TPOTOKOJIA?

9.Kak opopmuth noKIaIHYIO, CIYKEOHYIO U O0BSICHUTENBHYIO 3aITUCKU?

Tema 5 Opranmszanmusi 10KymMeHTO000poTa. OpraHm3anusi perucTpanuv JOKYMEHTOB H
KOHTPOJIb MCIIOJTHEHHUS JIOKYMEHTOB.
Nuaukarop nocrmxkenns: 1K -1.1, ITK-3.2.
N3 xakux yacTel CKIaabpIBaeTCs JOKYMEHTOO0O0POT Opranu3anuu’?
KakoBbl 3Tarbl paboThl ¢ BXOIAIIMME JOKYMEHTaMU ?
Kak ctpourcs paboTa ¢ UCXOASAIIUMU JOKYMEHTaMU?
KakoBa TexHoi0rus paboThl ¢ BHYTPEHHUMHU JOKYMEHTaMU?
Kakue 3a1aun 7o0KyMeHTOOOOpOTA pelIaeT perucTpamus JOKyMEHTOB?
Kakune ympaBineHueckne MOKYMEHTBHI HE TOJUJIEKAT PETUCTpallud B CIy)k0ax
OKYMEHTAIIMOHHOTO 00eCIIeYeHUSs yIPaBIICHUS?
KakoB mopsiiok perucTpaiuu yrnpaBieHuYeCKOTo JOKyMeHTa?
Kakwue cymiecTByIoT BUbl KOHTPOJISI UCIIOJIHEHUS JJOKYMEHTOB?
Kakue omepamuum 10 KOHTPOIIO HCHOMHEHUS JOKYMEHTOB OCYIIECTBIISIOT
CIIyKObI IOKYMEHTAIIMOHHOTO 00ecTIeueH sl yIpaBieHus?

©CoOoNZ o~ whE

Tema 6 Opranu3anus onepaTUuBHOr0 XpaHeHUs JOKyMeHTOB. DopMupoBaHue JIeJl.
HNuauxartop aocruxkenns: IK -1.1, ITK-3.2.

1. Kak ocymiecTBisieTcsi cucTeMaTu3anus ¥ XpaHeHHe JOKyMEHTOB B OpTaHU3aluu?

2. Yro Takoe 1eno, ¢ TOUKH 3peHust JokyMeHToBeaeHus? [IpuBenure npumepsl 1ei,
XPpaHAIMIUXCS B OPTaHU3aIIH.

3. Packpoiite cogepxaHie NOHATHS «HOMEHKIaTypa nem». Kakoe H0mKHOCTHOE JH-
110 B OPTaHU3aIMH OTBEYAET 33 COCTABIICHUE U BBEJCHUE B JICHCTBHE HOMEHKJIIATYPHI Je?

4. KakoBbI peKBU3UTHI HOMEHKIATYPHI A€ ?

5 KaxoBa conep:xatenbHasi 4aCTh HOMEHKJIATYPHI €717

6. Kakue npusHaku 3aBeIeHU JieNia UCTIONB3YIOTCS TPy (hOPMHUPOBAHUH J1EN?

7 KakoB ocHOBHO# nipuHIUIT (OPMUPOBAHUS JOKYMEHTOB B Jiefa?

8 Kakune HopMaTuBHBIE TpeOOBaHUS HEOOXOAMMO COOJIIOATH MPU (POPMHUPOBAHHUH

nen?
Tema 7 IloaroroBka JOKYMEHTOB K IOCJIeAYIOLIEH Nepeladyd JOKYMEHTOB B apXUB MJIM Ha
YHHUTOKEHHE.
Nuauxartop gocruxkenns: MK -1.1, ITK-3.2.
1. Kak ocymiecTBisieTcss cUCTeMaTH3aIvs U XpaHEHHUE IOKYMEHTOB B OpTaHHU3aIin?

2. Yto Takoe ACJI0, C TOYKH 3pCHUA ,[[OKyMCHTOBe)ICHI/I}I? HpI/IBe,Z[I/ITC IMPUMCPEL ICJ1,
XpaHAIIUXCS B OpraHu3aliu.
3. PaCKpOﬁTC COACPIKAHUC IMOHATHUA «HOMCHKJIATYpa ACID). Kakoe JOJIXKHOCTHOC JIH-

0 B OpraHu3aliu OTBCYACT 3a COCTABJICHUC N BBCACHUC B JeiicTBHe HOMCHKJIATYPEI z[en?



KakoBbI peKBU3UTHI HOMEHKIATYpPbI €717

KaxoBa conep:xatenbHas 4aCTb HOMEHKJIATYPBI €717

Kakue npusHaku 3aBeieHUs Jiejia UCTIONB3YIOTCS IpU (hOpMHUpPOBaHUH Jen?

KakoB ocHOBHOI npuHIIMT (OPMHUPOBAHUS TOKYMEHTOB B jema?

Kakune nHopMaTuBHBIE TpeOOBaHUS HEOOXOAMMO COOIOAATh MpU (POPMUPOBAHUU

N GA

nen?

Kpurtepun onenku:

0,5 6aJs1a BeICTaBIsIeTCS O0OyYaroleMycsi, €ClI OH CBOOOJHO OTBEYAaeT Ha TEOpETHYe-
CKH€ BOTIPOCHI U TIOKA3bIBACT TITyOOKHE 3HAHUS N3YYCHHOTO MaTepuaa,

0,4 6asi1a BeICTABIsIETCS 00YYAIOIIEMYCSl, €CJIM €r0 OTBEThl HAa TEOPETUYECKUE BOIIPOCHI
HE JIOCTATOYHO TOJTHBIC, UMEIOTCS OITMOKY IMPU OTBETaX Ha JOMOJHUTEIHHBIE BOTIPOCHI,

0,3 0assia BeIcTaBisieTCsl o0yvarouiemycs, eciu oH oTBedaeT Ha 50% 3amaBaeMbIX BO-
MIPOCOB U YACTUYHO PACKPBIBAECT COJEP KAHUE JIOMOJHUTEIIbHBIX BOIPOCOB,

0,2 0asia BHICTABIsIETCA OOydalolEMyCs, €ClId OH TEOPETHUYECKOE COAEpKaHHE Kypca
OCBOWJI YACTUYHO WJIM OTCYTCTBYET OPHUEHTAIIMs B M3JIaraéMOM Marepuase, HET OTBETOB Ha 3a-
JaBaeMbI€ JOIMOIHUTEIHHBIEC BOPOCHI.



Bomnpoce! 1u1st npoBeeHUsi TPYNIIOBBIX JUCKYCCHI ¢ 00y4AIOIMMUCS

Temal «CylmHOCTDb ¥ 321241 NPOEKTHPOBAHUA OPraHU3ALHOHHBIX CUCTEM»

HNuaukarop nocruxenns: IK -1.1, IIK-3.2.

1 CpaBHEHHE UCTOPUUECKUX NIEPUOIOB B PA3BUTUU POCCUICKOTO J1E€I0IIPOU3BO/ICTBA.

2 AHayn3 COBETCKOTO MEPHOAA B Pa3BUTUH JIETIOIPOU3BOJICTBA.

3 Pa3zpabotka 6;1aHKOB TOKYMEHTOB JJIsi KOHKPETHON OpraHU3alHH.

4 Pacyet unciaeHHOCTH ciryx0b1 JIOY.

5 Pazpabotka yaudumpoBaHHbIX (opM TOKyMEHTOB B cpeae Microsoft Word.

6 Pa3paboTka mabioHOB A 0POPMIIEHHUS OpraHU3aLMOHHOM JTOKYMEHTAallud KOHKpPET-
HOU opranuzanuu B cpeae Microsoft Word.

7 Peructpanus BXOAsIIEH U UCXOIAUIEH KOPPECTIOH ICHITUH.

Tema 2. Opranu3anMoOHHO-PACIOPSANTENbHAS JOKYMeHTanusA. O0mas XapaKkTepuCcTHKA
CTHJIA CJIYKeOHOM TOKYMeHTANH

Huaukartop noctuxenus: IK -1.1, ITK-3.2.

Krnaccudukanus METo10B MPOCKTHPOBAHUSI.

['papuaeckue MeTOIBI IPOSKTHUPOBAHMS.

AHa.HI/ITI/ItIeCKI/IG METOAbI HpOeKTI/IpOBaHI/ISI.

Knaccudukanus Mozaeneil, MCMOIb3yEeMbIX B OPraHU3aIIMIOHHOM ITPOSKTUPOBAHHH.
OKCHEPUMEHT U €ro POJib B IPOEKTUPOBAHUU.

arONE

Tema 3 CnnpaBouHo-uH(popMannoOHHBbIE TOKYMeHTHI. /lesioBasi mepenucka. CocraBiieHue
AKTOB M NIPOTOKOJIOB.
Huaukartop noctuxenusi: IK -1.1, IIK-3.2.

1. Yto Takoe MHCTPYKIIMsI, KAKOBO €€ cojiepkaHue u opopmieHue?

2. PexBU3HTHI JOKYMEHTOB.

3. PexBu3uTEI OpraHnu3allMOHHO-PACIIOPAAUTCIBHBIX JOKYMCHTOB.

4. PexBU3UTH HHPOPMAITMOHHO-CIPABOYHBIX JOKYMEHTOB.

Tema 4 PacnopsiintesibHbie JOKyMeHThI. CoCTaB/IeHHE MPUKA30B, YKAa3aHWUI, pacnopsixe-
Huii. Oprann3auuoHHbIe JOKYMEHTbI.
HNupuxarop nocrumkenus: 1K -1.1, ITK-3.2.

1 CpaBHEHHE UCTOPUYECKHUX NIEPUOIOB B PA3BUTUU POCCHICKOTO JIEIOMPOU3BOICTBA.

2 AHanu3 COBETCKOTO MepHo/ia B pa3BUTHH JEJIOMPOU3BOICTRA.

3 Pa3paboTka 01aHKOB IOKyMEHTOB JJI1 KOHKPETHON OpraHU3aIliH.

4 Pacyet unciaeHHOCTH ity k0561 JIOY.

5 Pazpabotka yHH(pUIIEPOBAaHHBIX (POPM JIOKYMEHTOB B cpesie Microsoft Word.

6 Pa3paboTka madioHOB /711 0(OPMIICHHSI OpTraHU3AIMOHHON TOKYMEHTAIlUd KOHKPET-
HOU opranuszaiuu B cpeae Microsoft Word.

Tema 5 Opranuzanus 10KyMeHT0000poTa. OpraHu3anus perucTpanuu J0KyMEHTOB U
KOHTPOJIb MCIIOJIHEHHS IOKYMEHTOB.
HNupuxarop nocrukenus: 1K -1.1, ITK-3.2.

1. Peructpanus BXOJAIIEH U HCXOIAIICH KOPPECTTOHACHITHH.

2. Pabora c 3asBJICHUAMU TPAXKAAH.

3. Pa3paboTka HOMEHKIIATYpPHI JIEI.

4. Opranmzanus JJOY ¢ nomousio aBTOMaTu3UpOBaHHON cHCTEMBI «/lenoy»
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5. Paspabotka [Tonoxenus 06 SKCIEPTHOW KOMHUCCHH

6. IIpoBeneHue 3KCHEPTU3BI IICHHOCTH JIOKYMEHTOB

7. OdopmiieHue 00JI0KEK JIeN C pa3HBIMUA CPOKAMH XPaHCHHS
8. TloaroroBka JOKyMEHTOB K YHHUYTOXECHHUIO

Tema 6. OpraHu3anusi OoNepaTHBHOTO XpaHeHUsI JOKYMeHTOB. @opMupoBaHue JeJl.
Nuaukarop noctuxenus: IK -1.1, ITK-3.2.

1. Perucrpanus xak cocraBHas 4actb TexHosoruu JJOVY. [IpuHuunel peructpanuu
JIOKYMEHTOB.

2. XapakTepucTuKa COBPEMEHHBIX PETUCTPALMOHHBIX (HOpM, cOocTaB UH(pOpMaLIUU U
MOPSIA0K UX 3alOJHEHUS.

3. Pa3BuTtHe crioco60B perucrpaiyu B rocyapCTBEHHOM JIEIOMPOU3BOJICTBE.

4. B3auMocCBs3p  peructpanuu  JOKYMEHTOB €  OpraHM3alueld  CIPaBOYHO-

UH(POPMAIIMOHHOW Pa0OThI, OpraHu3alell KOHTPOJIS UCIIOIHECHUS U TIOCIeAyomel 00-
pabOTKOMH TOKYMEHTOB.

Tema 7. IloaAroToBKa 10KYMEHTOB K NOCJIeAYIOIIEH Nepeaayd JOKYMEHTOB B APXUB MJIHM HA
YHUYTOKEHHE.

Huaukartop noctuxenus: IK -1.1, ITK-3.2.

1.ITocroenue «aepena 1emneiny npu aHaau3e OpraHu3alMOHHBIX CUCTEM YIIPABIICHUS.

2. Bb10op onTUMAaNbHBIX PEIICHUH C YI4E€TOM 9KOHOMUYECKHX, COLUATbHBIX U JPYTUX KPUTEPH-
€B, OTPaHUYEHUI 0 pecypcaM, CPOKaM.

3. Pacuer o)xu1aeMbIX TEXHUKO-3KOHOMUYECKHUX PE3YJIbTATOB COBEPIIEHCTBOBAHUS CUCTEM
YIpaBJICHUS.

4. PazpaboTka IutaHa BHEAPEHUS OPTaHU3AIMOHHOTO MPOEKTA U OIleHKa (D(PEKTUBHOCTH €ro pe-
alM3alym.

Kpurtepun onenkmn:

0,5 6anna BhICTABISETCA CTYJEHTY, €CIM BBIIOJHEHBI BCe TPEOOBaHMS MO MOATOTOBKE K
JUCKYCCHM, CBOOOJHO M MOJIHO OTBEYAET HA BOIPOCHI, MPOSIBISIET TNTyOOKHE 3HAHUSI U HABBIKHU,
BJaJieeT NMpo(hecCHOHAIbHOW TEPMUHOJIOTHEN, JEMOHCTPUPYET 3peNoCTh CYXKIEHHUH, caMoCTos-
TEJIbHOE MBIIIUIEHHUE, BBICOKUH YPOBEHb COPMUPOBAHHOCTH KOMITETEHIIHI;

0,4 6anna BBICTABIsAETCS CTYAEHTY, €CJIM BBINOJIHEHbl OCHOBHBIE TpeOOBaHMS IO MOJrO-
TOBKE K JUCKYCCHUH, OTBEYAET CAMOCTOSITENIBHO U IPAMOTHO, IIPOSBIISIET TOCTATOYHBIN YPOBEHb
c(OpMHPOBAHHOCTU KOMIETEHIUI, HO JOMTyCKaeT HEKOTOPbIe HETOYHOCTH, JIM0O0 HapylleHa JIo-
THKa U3JI0’KEHUS], OTCYTCTBYET JJOCTaTOUHAas INTyOrHa OTBETOB;

0,3 6anJa BbICTABISETCS CTYACHTY, €CIIM UMEIOTCS OTCTYIUICHHs OT TpeOOBaHUM Mo MoJ-
TFOTOBKE K JAMCKYCCHHU, OTBEYAET HE JOCTATOYHO IOJIHO, YPOBEHb 3HAHUI U CPOPMUPOBAHHOCTU
KOMIIETEHIINH HE BBICOKHI, JOMYCKAIOTCS OTJ/ENbHbIE MOTPEIIHOCTH U OIIMOKH, JHMOO OTCYT-
CTBYET KOHKPETHOCTb, SICHOCTh M YETKOCTb OTBETA;

0,2 H6ajs1a BBICTABISIETCS CTY/ACHTY, €CIM HE BBINOJIHEHBI BCe TPEOOBAHUS MO MOJTOTOBKE
K JINCKYCCHH.
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3agaHus A7 TeKylero KOHTPoJIs
KommuiekT 3aganuii 1is1 BbINOJHEHUS] KOHTPOJIbHOM padoThl
CTyJleHTaAMH
1o AucuuIInHe «/lokyMeHTallHOHHOe 00ecneyeHue YIPaBIeHUsD)
KonrpoabHnas padora 1(1-6)

BapuaHT KOHTpOJIBHOM pabOTHI ONpeAensieTcs no nepBoi OyKBe paMHIINU CTYCHTA.

KonTposibHasi padoTa BBINOJHSAETCS B PYKOINMCHOM BH/e IIAPMKOBOI PY4YKoOi B
o0beme 0HOM KOJILHOU TeTpaau (12-18 imcTOB) MM HA KOMIIBIOTEPE HA JIMCTAaX OymMaru
A4 (210x297 mm). CTpaHMIbl KOHTPOJILHOM PadoThI JOKHBI ObITH COEIMHEHBI U NPOHY-
MepPOBaHbl, UMETh M0JIsl, He00X0AMMBbIe JIJIsl 3aMeYyaHuii penensenTa. KonrpoiabHas padora
JAOJIKHA CO/Iep:KaTh: THUTYJbHBIH JUCT, BHINOJHEHHbIE 110 MOPAAKY JAeBATH 3aJaHUi, CIIH-
COK McIoJib3yemMoi autepartypbl. [lociaenussa crpanuna padtoTbl NOANMCHIBAECTCS ABTOPOM
€ YKa3aHHeM JaThl OKOHYAHUsI HaNMcaHus padoTel. PaGora, BbINOJIHEHHAs] HEOPEKHO WM
He COOTBETCTBYIOIIAsI BADUAHTY CTY/A€HTA, BO3Bpaliaercs 0e3 NpoBepKu.

KonTposbHnas padora 10/:kHa ObITh 0OpPMIIEHA B COOTBETCTBHHU € TPeOOBaHUAMH,
NnpeabsaBIsieMbIMH K 0()OPMJIEHHI0 HAYYHOT0 TeKCTa. B IIKOIbHON TeTpaau OCTaBIATH MOJIS
HE TOJIBKO CJIEBA, HO M TAKOTO K€ pa3Mepa cripaBa. AKaJeMHUUeCKUH (Hay4uHBbIi) TEKCT revyaraer-
Csl, COTJIACHO COOTBETCTBYIOLIEMY cTaHaapTy, mpudrom Times New Roman vepes 1,5 unrepsa-
na, pazmep mpudrta — 14 (1800 3HAKOB HA CTpaHUIIE, BKIIOYAs MTPOOCIBI U 3HAKU MPETTMHAHMUS).
Pasmep neBoro nosist — 3 cM, rpaBoro — 1 ¢cM, BEpXHETro — 2 cMm.

Pabora momkHa HAYMHACTCSI TUTYJIBHBIM JJUCTOM. THUTYJBHBINA JTUCT 0OPMIIIETCS 110 00-
pasily, IpeICTaBJICHHOMY B TEMaTUKE KOHTPOJIBbHBIX PaboT.

Hywmepanus ctpanun paboTbl ocylecTBiseTcs apadCKkUMH Hudpamu 1o MOpsAKY HOMe-
poB 6€3 MPOMYCKOB M MOBTOPEHUMN, HAYMHASI C TUTYJIBHOTO JIUCTA M 0 MOCIEAHEH CTPaHUIIBL.
EnuHbIi NOpSAAOK HyMepaluyd OXBATHIBAET BCE CTPAHULIbI paOOThl, CIUCKA JIUTEPATYPhl U MPU-
noxxeHuit. HoMep cTpaHuIlbl pocTaBisieTcsl B BEpXHEW yacTu JucTa crpasa. [lepBoii cTpanuie
paboThI CUMTACTCS TUTYJIBHBIN JIUCT (0OTHAKO HOMEP « 1» Ha HEM HE MPOCTABJISAETCS).

B KoHIe KOHTPOILHOM Pa00THI NPUBOAMTCS CIIMCOK HCIOJb30BAHHOH JIUTEPATyPbI.
Kaxnas ucnosib3oBaHHasi B padoTe KHUIa J0/KHA ObITh COOTBETCTBYIOIIMM 00pPa3oM ONU-
cana. bubimorpadguyeckoe onucanue KHUI, crarted U3 MoHorpadgum, cOOPHUKOB, coOpa-
HUI COYMHEHUI, )KYPHAJIOB, Ia3eT ¥ APYIruX M3JaHMi HaYMHaeTcs ¢ (paMuiIuu aBTOpPA, 32-
TeM YKa3bIBaIOTCA €ro MHMOMaJbl. [locie HUX yka3bIBaeTCs NOJHOE HAa3BaHUE KHUTH; I1OCIIE
KOCOI 4epThl — JaHHBIE O peAaKTope (€C/ii KHUTa COCTaBJeHa IPYNIION aBTOPOB); MOCIE THUPE —
Ha3BaHHUE Topo/ia, B KOTOPOM M37aHa KHHUra (IpUHATHI cokpamienus M. — Mocksa, JI. — Jlenun-
rpan, CII6 — Cankt-IlerepOypr); mocie ABOETOUYNS — HA3BaHUE U3IaTEIBCTBA, KOTOPOE €€ BBIMY-
CTHJIO; TIOCTIE 3aMSATON — roJT U3aHus (CJIOBO «To/1» (UM OyKBa «T») HE CTABUTCS).

bubunorpadguyeckoe onucanne KHUTM NPUBOAUTCH B TOM BH/J€, KAK OHO YKA3aHO
HA TUTYJBHOM JINCTE KHUTHU.

BapuaHT TeMbI KOHTPOIbHOH PadoTHI oNpeeJIsieTcs M0 NepBoil OykBe (hpaMuIun
CTYJIEHTA HA OCHOBE TA0JIUIIbI:

HavanbHas OykBa (paMUJIMH CTYICHTA Homep Tembl
A,B,B, T, L E
K3 WK JIM
H,O,1L, P, C
Ty, ®, X,
I, 4, I
11, 3, 10, 51

OO WIN|F

BAPHUAHT 1
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1./laTb TONKOBaHME CIOBAM, COCTAaBUTh C HUMH MPEATIOKEHUSI.
[Tporokoi, 0TYeT, JEIOBOE MUCHEMO, aKT, peKIaManus, (PaKTOPHHT.
2.HaiiTu omnOKu B MpeUI0KEeHUX, 3aHCaTh MPaBUIBHO:

a. MBI IMPOKO TOTOBWIIMCH OTIPA3THOBATh F0OMIIEH Halllel KOMIIaHUH.
0. 51 manexo ele He UCIOJIb30Bal BO3MOKHOCTH HOBOI'O METOAA.
B. Crossip caenai 3TOT €TOJI U3 1y0a ¢ 4YeThIpbMs HOXKKAMHU.

3.HO6aBI/ITb CYHICCTBUTECIBHBIC K ITPEAJIOraM U MPEATIOKHBIM COUCTAaHHUAM, COCTAaBUTH 2-3 npen-
JIOXKCHUA C HCKOTOPBIMU U3 HHUX:

B cBa3u C, II0 IMPUYHHE, BCICACTBUEC, KaCaTCIbHO, HC3aBUCUMO OT, B ICJIAX, B OTHOLIC-
HUH.
4. CocTaBUTH IIpUKa3; MMCbMO-3aIIpocC.

BAPUAHT 2

1./laTh TOJKOBAaHUE CIOBAM, COCTABUTH C HUMH NPEJI0KEHUS
Baprep, akkpenutus, odepra, nHGISAINA, OPOKEP, MAPKETHHT.
2.Haiitu oKy B peUI0KEHUIX, 3a1CaTh IPaBUIIBHO:
a. [TpriemMka IpOAYKIMH IO KAYECTBY U KOJMYECTBY OCYIIECTBIISIETCS HA OCHOBAaHUU

«MucTpykmn ['ocapOutpakay.

0. CoBeT JUPEKTOpPOB MOTPeOOBaN TapaHTUHUHBIX 0053aTENBCTB OT KJIMEHTOB-
IIOCTAaBIIINKOB.
B. [Toxynarens ymniuauuBaeT MpoJaBily mTpad 3a pacTsDKKY IiaTeskeit B pazmepe 2%

OT CTOUMOCTH TOBapa 3a K&)KI[BIfI JCHB.

3. Jlo6aBUTH CyILIECTBUTENIbHBIE K MPEAoraM M MPEUIOKHBIM COUYETAHMUSM, COCTaBUTh 2-3
MPEJJI0KEHHUS] C HEKOTOPBIMU U3 HUX:

1o nmuHUM, cornacHo, BO UCIIOJIIHEHUE, 10 OKOHYaHUH, HE3aBUCUMO OT, IIPU ITOCPEACTBE.
4. CocTaBUTh IPUKA3; TUCHMO-PEKIAMALINIO.

BAPUAHT 3

1./laTe TOJIKOBaHME CIOBAM, COCTAaBUTh C HUMU MPEUIOKEHUS
Yaprep, Tpancdept, cTarHanus, peectp, CepTUPUKAT, PEKBU3UTHI.
2.Haiitu omimOku B NpeUI0KEHUSX, 3aIICaTh IPaBUIIbHO:

a. [ToArOTOBUTH MPOEKT K CPOKY — ATO JJI HUX caMasi HauCIIOKHeHas mpobiaema.
0. BrI yke 3HaKOMBI C KaYECTBOM YCITYT, KOTOPbIE MBI IIPE/ICTABIISIEM.
B. ®dupma 00s13yeTCsl 3aKITIOUYNTh BCE HEOOXOAMMBIE IOTOBOpPA HA apeHJly MOMeEIIle-

HUs.

3. J1o0aBUTh CyIIECTBUTENBHBIC K TMPEIIOTaM M TMPEIIOKHBIM COYCTAHHSIM, COCTaBUTH 2-3
MPEJI0KEHUS C HEKOTOPBIMH U3 HUX:

HesaBucnumo ot, Borpeku, 3a cuerT, BIPEAb 10, B CUILY, B CTOPOHY.
4. CocTaBuTh MPHUKA3; TUCEMO-TIOITBEPKICHUE.

BAPUAHT 4
1.JIaTh TOJIKOBaHHE CIOBaM, COCTABUTh C HUMH MPEIJIOKEHUS
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Pexnamanusi, npojaoHrupoBanue, ctarQuisnus, npaic-1cT, MapKupoBKa, 1e0eT.
2.Haiit ommOKu B PEUIOKEHUSX, 3 CaTh MPABUIIBHO:
a. Omnpenensisi OCHOBHbIE HAIPABJIEHMsI IEATEIBHOCTH OpraHU3ally, HaM HeoO0Xxo-

JUMO YUYUTBIBATH NECPCICKTUBHEBIC LICIIN.
0. BBIBOI[ KOMHCCHUHU IIPOTUBOPECYAT C MHCHHEM TPYAOBOI'O KOJUICKTHBA.
B. BOHpeKI/I paciucanus, 1mmoe€3q orno3aa.

3. J1o0aBUThH CyIIECTBUTENBbHBIE K MPEUIOraM W TMPEIJIOKHBIM COUYETAHHUSIM, COCTaBUTH 2-3
NPEUIOKEHHS ¢ HEKOTOPBIMU M3 HHX:
[To okoHYaHMH, O UCTEUCHUS, B COITPOBOXKICHUH, TI0 JIMHUH, CO CTOPOHBI, HACUET.
4. CocTaBUTh TIPUKa3; MUCHMO-TIPUTIIAIICHHE.
BAPHUAHT 5

1./laTh TOJIKOBaHHE CIIOBAaM, COCTABUTh C HUMH ITPEITI0KECHUS
ABU30, 10001, SMOapro, BEKCelb, MaTCHT, JCMITHHT.
2.Haiit ommOKu B IPEUIOKEHUSIX, 3aHCaTh MPABHIIBHO:

a. Hasnoru ¢ kaxoii aBToMalHbl Oy1yT B3UMAThCS C YUETOM CYMMBI PAaCTaMOXKKH.

0. Manslii 6u3HEC pacTBOpsieTcs U3-3a OpEMEHU HaJIOTOB.

B. 3aKpenuTh KypeHHue CTYJEHTOB, IIpenojaBaTesieil U COTPYJHUKOB B 3JJaHUM YHU-
BEPCUTETA.

3. Jlo6aBUTh CyLIECTBUTENIbHBIE K MpPENIOraM M MPEUIOKHBIM COYETAHUSAM, COCTaBUTh 2-3
MNpEaAIOXKCHUA C HCKOTOPBIMU U3 HUX:

BBuny, Bupeap 10, COriiacHoO, B IPOAOIKEHHE, 110 JIMHUH, IO OKOHYAHUH.
4. CocTaBUTh IPUKa3; OTBET HA MHUCbMO-3aIPOC.

BAPHUAHT 6

1.JIaTh TOJIKOBaHHE CIIOBaM, COCTABUTh C HUMH MPEIJIOKEHUS
Axuent, opepta, rpud, qunep, pe3ostonus, cepTudukar.
2.Haiitu ominOKu B NpeUI0KEHUSX, 3aIMCaTh IPaBUIIbHO:
a. Permast 5TOT Bonpoc, HaMu ObLIO YCTAHOBJIEHO HEUCIIOJIHEHHE HHCTPYKIUHA.

0. OTBeTCTBEHHOE JIMIIO 32 PAIUALIMOHHYIO 0€30MacHOCTh 0053aHO MPOUHCTPYKTH-
pOBaTh BCEX COTPYAHUKOB.

B. Ha npeaAlpUATHH MAJIO MEXAaHU3alUU, ITIO3TOMY MPEACTOUT MHOT'O CACJIATh.
I. yTBCp)K,Z[a}I AOKYMCHTAIIUIO, TUPCKTOP CTABUT HA HEll CBOIO POCIIUCH

3. J1o0aBUTH CyIIECTBUTENbHBIE K MPEIJIOTaM M TMPEIJIOKHBIM COUYETaHUSM, COCTaBUThH 2-3
MPEJIOKEHUS C HEKOTOPBIMU U3 HUX:

[To mepe, BOpeas 10, IO HCTEYEHUH, BCIEACTBHE, Oaroaps, B COOTBETCTBUH C.
4. CocTaBUTh MPUKA3; TUCHMO-AKIIET.

Kpurtepun onenkmn:
4 6ajua - CTyJeHT CBOOOJAHO M IMOJHO OTBEYAET Ha BOMPOCHI B KOHTPOJIbHOU padoTe,
OposiBiIsIeT TINIyOOKHMEe 3HAHMS M HAaBBIKM, BIajeeT MpOo(ecCHOHAIBHOW TEPMHUHOJIOTHEMH,
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JEMOHCTPHUPYET 3pEJOCTh CYXJICHHHM, CaMOCTOSATEIbHOE MBIIUICHHE, BBICOKHM YpPOBEHb
c(OpPMHPOBAHHOCTU KOMITETCHIINH, MPAKTHYECKOE 33JaHNE BBHITIOJIHEHO BEPHO;

3 famna - CTyJEHT TBEpAO 3HAET MaTepual B KOHTPOJIBHOM pabore, MpOSIBISET
JIOCTaTOYHBI  ypOBEHb C(HOPMHPOBAHHOCTH KOMIICTEHIIMH, HO JOMYCKAaeT HEKOTOphIC
HETOYHOCTH, JINOO HapyIlleHa JOTMKa U3JI0KEHUs, OTCYTCTBYET JOCTaTOYHas IiyOWHa OTBETOB,
MPAKTUYECKOE 3aJ]aHKE BBITIOJHEHO C HE3HAYUTEIbHBIMH OIIMOKAMU;

2 faJsu1a - CTYJIEHT OTBEYAeT Ha BOMPOCHI B KOHTPOJILHON paboTe HEIOCTaTOYHO IOJIHO,
YpOBEHb 3HAHUU W C(HOPMHPOBAHHOCTH KOMIICTCHIIMH HE BBICOKHH, TOMYCKAIOTCS OTACIHHBIC
MOTPEIIHOCTH U OLIMOKH, JTUOO0 OTCYTCTBYET KOHKPETHOCTb, SICHOCTh U YETKOCTh OTBETA, MpaK-
TUYECKOE 3aJIaHUE HE BBIIIOJIHEHO;

1 6anu - cTyIeHT OTBeYaeT Ha BOMPOCHI B KOHTPOJIbHOU paboTe MOBEPXHOCTHO U Oeccu-
CTEMHO, JIOMTyCKAET CYIIECTBEHHBIE HETOYHOCTH M OIITHOKH, MPOSIBIISIET HEAOCTATOYHBINA YPOBEHB
c(hOpMHUPOBAHHOCTH KOMIIETEHLIUH U HEMOHMMAaHUE MaTepuana, MpakTUYecKoe 3a/laHue HE BBI-
IIOJIHEHO.
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TecToBBIC 3a0aHUA

KoMiIuieKT TecToB (TECTOBbBIX 3aIaHHI) 10 AMCIUILJIMHE
«JlokymMeHTaUMOHHOE 0O0eceuyeHue YIpaBJIeHUs»

Tema 1 Opranu3anMoHHbIE OCHOBBI 1€J10MPOU3BOACTBA. BIaHKH 10KYMEHTOB.
Nuaukarop gocruxenns: IK-1.1, IIK-3.2.

1. 3a0anue

Jenonpoun3BoICTBO HA MPEINPUATUSIX TPOBOIUTCS:

a) B CMeIIaHHou gopme

0) B ICIICHTpATM30BaHHOK hopMe

B) B IICHTPAJIM30BaHHOMN (opme

T') B BBIIICTICPEUYUCICHHBIX (popmax

2. 3a0anue

PexBusut «Buza» ucnons3yercs:

a) MPU COTJIACOBaHHUH JIOKyMEHTA C BHEIIHEH OpraHu3auei

0) nMpu BHYTPEHHEM COTJIaCOBAaHUU JOKYMEHTA

B) 17151 GUHAHCOBBIX U 0COOO OTBETCTBEHHBIX JOKYMEHTOB

T) B IPYIUX CIIydasx

3. 3aoanue

ITo oxoH4aHMU rofia Bce Je1a, 3aKOHYEHHbIE JIEJI0NPOU3BOICTBOM IEPEAAIOTCS:
a) PyKOBOJUTEIIO0 OpraHu3aluu

0) B apxuB OpraHu3aIuu

B) B HAJIOTOBYIO MHCTIEKIUIO

T') 9KCIEPTHOU KOMUCCUH

4. 3a0anue

O06o001eHHOe Ha3BaHUE BUA OUIIUATBHBIX JOKYMEHTOB CITYXKaIIEro CPEJICTBOM OOIICHUS pa3-
JUYHBIX OpTaHU3aIUil 10 MOBOY OCYIIECTBISIEMON UMH IS TEIbHOCTH:
a) CBUJIETEJIHCTBO

0) MHAUBUAYATbHOE TUCHMO

B) CITy>K€OHO€ MHChMO

r) IeJIOBOE MUCHMO

5. 3aoanue

Komuccus mo npueMke ToBapoB yCcTaHOBHIIA Pl (aKTOPOB, MOCTYKUBIIUX MPUIMHON HECOOT-
BETCTBHS KOJIMYECTBA TOBapaM. B CBsI3U ¢ 3TUM JOJIKEH OBITH COCTABJICH:
a) aKT

0) cripaBka

B) JIOKJIa/IHAs 3alKcKa

') HHCTPYKLIHUSA

6. 3a0anue

PexBusut «Ha3Banue Buaa 10KyMEHTa» OTCYTCTBYET:

a) BO BHYTPEHHUX JJOKyMEHTaX

0) B muchMax, (pakcax, TemerpaMmmax

B) BO BHEIITHUX JJOKYMEHTaxX

T') B HCXOJAIMX JOKYMEHTaX

7. 3a0anue

Hymepanus nprka3oB 10 OCHOBHOM €ATEIBHOCTH BEJAETCH:

a) 1Mo MOPSAKY C MOMEHTa 00pa3oBaHus (PUPMBI

0) OTZIEIBHO OT MPHUKA30B O JUYHOMY COCTaBY

B) MO B TIpeieax Mecsia

T) MOJpPSA B Ipeaenax (puHaHCOBOTO roga

16



8. 3aoanue

YcTaHOBIIEHUE €AMHBIX HOPM M TPABHI, IPEIBSIBISIEMBIX K JOKYMEHTaM C LENbI0 yHOpsaode-
HUS yIIPaBJICHUS — 3TO:

a) yauukanus

0) TpadapeTuzamnus

B) CTaHJapTU3ALUS

r) popMysipu3aIus

9. 3aoanue

K cnienmanbHbIM QYHKIMSAM TOKYyMEHTa OTHOCSTCS:

a) yrpaBJeHYecKas

0) nmpaBoBas

B) QYHKIUS HICTOPHYECKOTO UCTOYHHKA

T') BCE BBIIIETIEPEUNCIICHHbBIE

10. 3a0anue

JloKkyMeHT, coxpaHseMblil (TIOUIeKaIINi COXPAaHEHHUIO) B CHITY €ro 3HAUMMOCTH JIJIsl 001IecTBa —
3TO:

a) apXUBHBIN TOKYMEHT

0) BaXKHBI JOKYMEHT

B) OCHOBHOM JOKYMEHT

') ICTOPUICCKUI JIOKYyMECHT

Kpurepun oneHku:

0,5 6asJ1a BBICTABISCTCS CTYACHTY, IPH YCIOBHH €TI0 MPABWIBHOTO OTBETA HE MEHEE YeM
Ha 90% TecTOBBIX 3aJaHHUH,

0,3 6ass1a BBICTABISIETCS CTYJEHTY IIPH YCIOBUHU €ro IpaBuibHOTO oTBeTa oT 70 10 89%
TECTOBBIX 3a/IaHUH,

0,2 Dass1a BBICTABISETCA CTYJEHTY NP YCIOBUHU €r0 MpaBMWiIbHOTO oTBeTa OT 50 10 69%
TECTOBBIX 3a/IaHUH,

0,1 6a1 BBICTABISETCS CTYJACHTY MPH YCIOBUU €T0 MPABHUIIBHOTO OTBETa MEHEE YeM Ha
50% TecTOBBIX 3aAaHUI.
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Tema 2. OpraHnn3auMoOHHO-PacCIOPAAUTEIbHAA JOKyMeHTanusA. O01as XxapakTepucTuKa
CTHJIA CIYKeOHOH TOKYMEeHTANH
Nuaukarop nocruxenns: IK-1.1, IIK-3.2.

11. 3a0anue

Bunpl 01aHK0B, peKkoMEH1yeMbIE AJI1 IPUMEHEHUS Ha IPEAIPUITUSIX:

a) JUIs KaXJI0ro BUJja JOKYMEHTOB CBOM OJaHK

0) [U11 BHYTPEHHUX JIOKYMEHTOB U JJIsl IUCEM

B) JUIsl JOKYMEHTOB BHYTpPHU CTpPaHbl U Ul 3apyOeKHON KOPPECIIOHICHIINN

T) C YIJIOBBIM U IIPOJIOJIBHBIM PACIOI0KEHUEM PEKBU3UTOB

12. 3a0anue

[TpaBoBO# aKT, ONpPEACISAIOMNN CTPYKTYPY, GYHKIIMU U TIpaBa MPEeANPUITUS — 3TO:
a) ycraB

0) 1moJjoxxeHue

B) HHCTPYKIIUS

) periaaMeHT

13. 3aoanue

JlokyMeHTalmoHHOe o0ecrieueHue yrpaBieHus — 3TO:

a) oTpacib AesITeIbHOCTH, 00ECIIeUrBaroLIasi OPraHu3alUul0 XPaHEHHUsI U UCIOJIb30BAHUS apXUB-
HBIX JIOKYMEHTOB

0) oTpacib JAEATENbHOCTH, OOecrednBaronias JOKYMEHTUPOBAHHE M OPraHU3aLUI0 paboThl ¢
O(pUIMATBHBIMU TOKyMEHTaMU

B) TpeOOBaHUS U HOPMbI, yCTaHABJIMBAIOLINE NOPSI0K JOKYMEHTUPOBAHUS

I') IPUHAJIEKHOCTh BU/1a TUCBMEHHOTO JOKYMEHTA

14. 3a0anue

PeructpanimoHHbiil HOMEp BXOAAIIUX U UCXOSAIINX TOKYMEHTOB COCTOUT U3:

a) KOJ1a OpraHu3aluu, KOpPeCIOHIEHTOB

0) MopsAIKOBOTO HOMEpa, HOMepa /1€ 0 HOMEHKJIaType

B) KOJIa CTPYKTYPHOI'O OJpa3IeNIeHUs U JaThl JOKYMEHTa

') HOMepa JieJia 0 HOMEHKIJIAType U AaThl IOKyMEHTa

15. 3a0anue

Cucrema TOKyMEHTallMu, CO3JaHHAs IO €IMHBIM IpaBUiiaM U TPeOOBaHUSAM, COJAEpIKallasi WH-
dopmanrio, HeOOX0IUMYIO IJIsl YIIPaBIEHHsI B OTIpe/IeIeHHON cdepe AeATeNIbHOCTH — ITO:
a) yHuuuupoBaHHas (GopMa JOKYMEHTa

0) cTanmapTu3anus

B) YHU(DULIMPOBaHHAS CUCTEMA TOKYMEHTALlUN

I') YHU(DUIIUPOBAHHOE PETyIUPOBaHHE

16. 3a0anue

ITo hopme paznuyaroT JOKYMEHTHI

a) cIrykKeOHbIe, JIMUHBIE

0) NOJUIMHHBIE, MTO/ITI0KHbIE

B) UHIMBHIyalIbHbIE, TpadapeTHbIe, TUTIOBHIE

T') IPOCTBIE, CII0KHbBIE

17. 3a0anue

JlaToii mpoTOKOJIA ABJISETCA:

a) J1aTa 3aceIaHus

0) aTa moAmucaHus

B) JlaTa perucTpanuu

I') AaTa yTBEPKACHUSL

18. 3a0anue

HckoBble 3asiBIEHUS TOAIOTCA:

a) B BBICIIMI apOUTpaKHBIHN Cy[
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0) B apOUTpaKHBIN CyI

B) B BepxoBHbIii cy/

') B KOHCTUTYLIMOHHBIN CY]|

19. 3a0anue

[ToBTOpHOE, a0COJIFOTHO TOYHOE BOCIPOU3BEACHHE MOATUHHHUKA, 3aCBUACTEIHLCTBOBAHHOE B
YCTaHOBJICHHOM MOPSIKE COOTBETCTBYIOIIUM JOKHOCTHBIM JIMIIOM — 3TO:
a) Komust

0) ny6siukat

B) BBIIIMCKA

T) Ipyroe

20. 3aoanue

[To orpaHu4eHHIO TOCTyIA TOKYMEHTHI JACISATCS Ha:

a) CeKpPETHBIC (COBEPIICHHO CEKPETHHIC)

0) KoH(UICHIATEHBIC

B) JIJIS CITY>K€OHOTO MOJIb30BaHUS

T') BCE BHINICTICPCUNCIICHHBIE

Kpurepun oneHku:

0,5 6ajJ1a BBICTABIISCTCS CTYACHTY, IPH YCIOBHUH €TI0 MPABWIIBHOTO OTBETA HE MEHEE YeM
Ha 90% TecTOBBIX 3aJaHHUH,

0,3 0ass1a BBICTABISETCA CTYJEHTY IIPH YCIOBUU €ro MpaBmwiibHOrO oTBeTa oT 70 10 89%
TECTOBBIX 3a/IaHUH,

0,2 Dasns1a BBICTABISETCA CTYJIEHTY IIPH YCIOBUU €T0 TpaBUiIbHOTO oTBeTa OT 50 10 69%
TECTOBBIX 3a/IaHUH,

0,1 a1 BBICTABIISICTCS CTYACHTY MPHU YCIOBUHU €0 MPABHWJILHOTO OTBETa MEHEE YeM Ha
50% TecTOBBIX 3aJaHHUH.
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Tema 3 CnpaBouHo-uHpoOpMaMOHHbIE T0KYMeHTHI. /lesoBas nepenucka. CocraBjieHue
AKTOB M MIPOTOKOJIOB.
Nuaukarop nocruxenns: IK-1.1, IIK-3.2.

1. Jloxmanuas (cny»ke0Has) 3alucKa — 3TO:

a) IOKYMEHT, aIpECOBAHHBIN PYKOBOIUTEIIO YUPEKIACHUS U NHPOPMUPYIOLTUH €ro o Clio-
JKUBLICHCS CUTyalluu, UMEBIIEM MECTO SIBJIeHMM WM (akTe, BBHIIOJHEHHON pabote, comepixa-
W BBIBOJIBI M PEJIOKEHHUST COCTABUTEIIS;

0) TOKyMEHT, TOATBEPKIAONI (HDaKThI, COOBITHS, ACHCTBUS,

B) MIpeUIOKECHHUE (PUPME HITM KOHKPETHOMY JIMITY 3aKJIFOUUTH JIETI0OBOE COTJIAIIICHHE.

2. JlaTol IOKIagHOM 3alMMCKU CUNTACTCS:

a) J1aTa U3JIaraeéMoro CoObITHS,

0) nata nmoANucaHus JOKIAIHOW 3aMKCKH;

B) /1aTa IPUHATHS PE3OJIIOLIUN.

3. 'apaHTHitHOE TUCHMO:

a) oATBEpKIaeT (GakT OTIPABKHU ajpecaTy KaKUX-IM0O JTOKYMEHTOB HIIU APYTUX MaTEpHU-
AIbHBIX LIEHHOCTEHH;

0) MoaTBEPKAAET ONpPEIeSICHHbBIE 00s3aTEIbCTBA, OOCIIAaHUS OpraHU3aIlHNH;

B) COJICPKUT OTBET Ha MUCHMO-TIPOCHOY.

4. CKOJIbKO PEKBU3UTOB BKJIFOYAET JIEJIOBOE MUCHbMO MEKyHApOIHOTO oOpa3na?

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

5. KagpoBas ToKyMeHTalus BEIETCS B COOTBETCTBUU:

a) ¢ TpynoBbeim konekcoM Poccuiickoii @enepariui;

0) ¢ KonexcoMm 3akoHOB o Tpyae PD.

6. TekcT nmpukasa 1o JMYHOMY COCTaBy 00s3aTENIbHO 3aKaHYMBAIOT:

a) Ha3HAYe€HUEM OTBETCTBEHHOIO 32 UCIIOJIHEHUE MTPUKA3a;

0) yKazaHueM CpOKOB JCHCTBUSI MPHKa3a;

B) CCBUIKOW Ha JJOKYMEHT, MOCITY>KHBIITNI OCHOBAHUEM JIJISl M3/IaHUS TPUKa3a.

7. Ilpuka3el 0 mpueMe Ha paboTy U yBOJIbHEHUU XPaHITCS:

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

8. B TedyeHne Kakoro cpoka 3aBOJUTCS TPYJOBasi KHIKKA Ha JIMII, BIEPBHIE MOCTYMUBIINX
Ha paboTy?

a) B IIEPBBIi JIeHb paboTHI;

0) He MO3/IHEeE HEJIETLHOTO CPOKa MOcye Havaa paboThI;

B) HE MMO3/IHEE MecAIla C Havyaja paboThI.

9. Hemaercst 1M COOTBETCTBYIOIIASl 3alKMCh B TPYJAOBOM KHUXKKE MPU CMEHE Ha3BaHUS
IPEIITPUATHS?

a) 1a; 0) HeT.

10.3akoHunTe HayaToe Mpeiokenne: JJokyMeHTO000pOT — 3TO JBMKEHUE JTOKYMEHTOB B
OpraHU3aIMi C MOMEHTA UX CO3JaHus J0:

a) mepeayu Ha UCTIOIHEHHUE;

0) MOIIMBKH B JIETIO;

B) 3aBEpILICHUS UCTIOTHEHUS WU OTIIPABKHU.

Kpurepum ouenku:

0,5 0aJji1a BBICTABIISICTCS CTYIEHTY, IPH YCIIOBUH €0 MPAaBUIIBHOTO OTBETA HE MEHEE YeM
Ha 90% TecTOBBIX 3aJaHUMH,

0,3 0as1a BBICTABISIETCS CTYJEHTY IIPU YCIOBHUHU €ro mpaBuiibHOro otBeTa oT 70 10 89%
TECTOBBIX 3aJIlaHUMH,

0,2 6aJs1a BBICTABIIIETCS CTYAEHTY IIPU YCJIOBUU €r0 MpaBWiIbHOIO oTBeTa OT 50 10 69%
TECTOBBIX 3aJIlaHUMH,
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0,1 6a/11 BRICTABJISCTCS CTYACHTY MPH YCIOBUHU €r0 MPaBUIBHOIO OTBETa MEHEE YeM Ha
50% TeCTOBBIX 3aIaHUI.
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Tema 4 PacniopsiauresibHble 10KYyMeHTbI. CocTaBJ/ieHHe MPUKA30B, YKa3aHUil, pacnopske-
HUi. Opranu3anuoHHbIe JOKYMEHTbI.

HNupuxarop nocrumkenus: IMK-1.1, IMK-3.2.

1. B [lpeBHEpYyCcCKOM TOCyapCTBE HEHTPAMH BEACHUS JOKYMEHTALMU U €€ XpaHeHUs Obl-
T

a) MOHACTBIPH; 0) apXHBBI; B) KHSXKECKUE TANIATHI; T') IIAPCKUN JBOPEIL.

2. Kak Ha3pIBasIMCh NIEPBHIE TOCYJAPCTBEHHBIE YUpexKAeHNs?

a) JeTlapTaMeHThl; 0) KHSDKECTBA; B) IPUKA3hl; T) MOHACTHIPH.

3. Kakue peKBU3UTBI OTHOCSTCS K FOPUINYECKH 3HAUUMbIM?

a) JaTa, perucTpalMOHHBIA HOMEp JOKYMEHTa,

0) 3aroJIOBOK K TEKCTY, OTMETKa 00 UCIIOJIHUTEIE;

B) PE30JIOLHUS, OTMETKA O HAINYHH PUII0KESHUH.

4. 1enonpou3BOJCTBO — 3TO:

a) IBIKCHHE TOKYMEHTOB B OpPTraHU3aIMH C MOMEHTA MX CO3/IaHUS WIH MOyYeHHs 10 3a-
BEpILICHUS UCTIOTHEHHUS;

0) oTpacib IeSTeNbHOCTH, 00ECTIEYNBAIONIAs JOKYMEHTHPOBAHUE M OPTaHU3AINIO PAOOTHI
¢ opuIMaTBEHBIMU JJOKYMEHTaMU,

B) 3aKCh MHPOPMALIMU HA PA3TUYHBIX HOCUTEISIX TI0 YCTAaHOBJICHHBIM MTPABUIIAM.

5. Mo croco0y NOKYMEHTUPOBAHUS Pa3INyalOT JOKYMEHTHI:

a) TpagapeTHbIE;

0) pyKOIIMCHBIEC TMCEMEHHBIE;

B) (popManmn3oBaHHBIE.

6. Jlns yero mpoBOAUTCS YHU(DUKALINSA JOKYMEHTOB?

a) UTIsl TIOKyMEHTUPOBAHHUSI YIIPABIEHYECKON e TEIbHOCTH;

0) [1s1 opraHu3alKy padoThl C JOKYMEHTaMHU;

B) JJIl CHIDKEHHUS KOJIMYECTBA MPHUMEHSAEMBIX TOKYMEHTOB, CHUKEHUS TPYAOEMKOCTH UX
00paboTKH.

7. PacrionoskeHne peKBU3UTOB Ha OJaHKe JOKYMEHTA OIpeIeIseTCs:

a) COCTaBUTEIIEM JJOKYMEHTA;

0) npaBuIaMu YHU(DUKAIIMH JOKYMEHTOB;

B) FOCY/IapCTBEHHBIM CTaHJAPTOM.

8. PexBU3UT TOKyMEHTa — 3TO:

a) CTaHJAAPTHBIN JUCT OyMaru, Ha KOTOPOM OTOOpa)keHa MOCTOsTHHASI MH(POpPMAIUsS U OTBE-
JICHO OIpeJesIEHHOE MECTO Il IEpEMEHHOI;

0) COBOKYITHOCTH PAaCIIOJIOKEHHBIX B OINPENEICHHON MOCIIEeI0BAaTEILHOCTH 3aIuCcel, pH-
CYUIMX OIpEeesIEHHBIM BHJIaM JIOKYMEHTOB;

B) 00513aTeIbHBIN JIEMEHT O(PUIINATIBLHOTO JOKYMEHTA.

9. PexBusut «HanMmeHoBaHue BUIa TOKYMEHTay:

a) TI03BOJISIET CY/IUTh O HAa3HAYCHHE JOKYMEHTa, OTPE/ICTIsieT COCTaB PEKBU3UTOB M CTPYK-
TypY TEKCTa;

0) IO3BOJISIET CYIUTH O HA3BaHUHM OPTraHU3alU — aBTOpa JIOKYMEHTA,

B) MPHUJIAET COJIEP’KAHHUIO TOKYMEHTAa HOPMATHUBHBINA WIIM TIPABOBOM XapakTep.

10. PeructpaiimoHHbIii HOMEP JOKYMEHTAa — 3TO:

a) JlaTa ero MoANUCAHNS WIH YTBEPXKICHUS;

0) ycioBHOe 00O3Hau€HHE IOKYMEHTa, MOJ KOTOpPHIM OH BBEJEH B MH(GOPMAIMOHHO-
MOUCKOBYIO CUCTEMY OpraHM3alllu,;

B) OTMETKA JUISI aBTOMAaTHYECKOTO TOUCKA JIOKyMEHTa (MOYKET BKJIFOUATh MMs JMCKA, JTH-
peKTopuH U (aiiia, coepKaIiero TaHHbIH JOKYMEHT).
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Kpurepun oneHku:
0,5 6ans1a BRICTABISAETCS CTYACHTY, IPU YCIOBUM €r0 IIPaBUIIBHOIO OTBETA HE MEHEE YEM

Ha 90% TecTOBBIX 3aJaHHUH,
0,3 0ass1a BBICTABISIETCA CTYJEHTY IIPHU YCIOBUU €ro mpaBuwiibHOro oTBeTa oT 70 10 89%

TECTOBBIX 3a/IaHHH,
0,2 6aJs1a BBICTABIIIETCS CTYAEHTY IIPU YCIOBUHU €r0 NpaBuiIbHOIO oTBeTa oT 50 10 69%

TECTOBBIX 3a/laHUH,
0,1 0ay1 BBICTABISETCS CTYAEHTY IIPU YCJIOBUU €T0 MPaBUJIBHOIO OTBETa MEHEE YEM Ha

50% TecTOBBIX 3aJaHUH.
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Tema 6. Opranuzanusi OnNepaTUBHOIO XpaHeHUs JOKYMeHTOB. @opMupoBaHue JeJl.
Nuaukarop nocruxenns: IK-1.1, IIK-3.2.

1. B xakoM citydae mpaBHIIbHO O(hOpMIIEH PEKBU3UT «Apecary?
a) {upextopy mikosisl Ne 269
NBanosoii Tamape IleTpoBHe
0) dupekropy mxossl Ne 269
Wpanosoi T. I1.
B) 129128, Mockaa, yi. Poctokunckasi, 7
Hupektopy mikossl Ne 269 r-sxke Banosoii T. I1.
r) Jupexkropy MockoBckoii mikosisl Ne 269
T. I1. IBanoBoO#1
2. [Tnan pabdotsl koiwiemka Ha 2001/02 yueOHBIN TOA YTBEPKACH PEIICHUEM Iearornye-
CKOTo coBeTa. B kakoM ciyuae mpaBMIIbHO 0QopMIIeH peKBU3UT «I'pud yTBepkKACHUS TOKYMEH-
Ta»?
a) YTBEPX/IAIO
Pemenne negarornyeckoro cosera
ot 12.08.2006 r. Ne 14
6) YTBEPXJEH
Pemennem negaroruyeckoro coBera
ot 12.08.2006 Ne 14
B) YTBEPX/IEH
Pemenuem negarornyeckoro copera
ot 12.08.2006 r. Ne 14
3. PexBU3UT «3aroyioBoK K TEKCTY»:
a) OTpaXkaeT KpaTKoe CoJep>KaHue TOKYMEHTA;
0) MO3BOJISIET CYy/IUTh O Ha3HAYEHUH JOKYMEHTA, ONpPEAEIsAeT COCTaB PEKBU3UTOB U CTPYK-
Typy TEKCTa;
B) HEOOXOAMM JIsl OIEPATUBHOM CBSI3U C TEM, KTO COCTaBUJI JOKYMEHT.
4. B kakoM MeCTe TIOKYMEHTa MPOCTABISETCS peKBU3UT «OTMETKA O KOHTPOIE»?
a) Ha JIEBOM II0JIe IOKyMEHTa, HapoTUB pekBu3nuTa «CrpaBovHbIE JJaHHBIE 00 OpraHu3a-
11170700%
0) B BEpXHEM IIPaBOM yTJIy MEPBOTO JUCTA JOKYMEHTA;
B) B HIDKHEM IIPABOM YTJIy IEPBOTO JHCTA JOKYMEHTA.
5. PexBusut «I'pud cormacoBanus» oQopMISIOT CASAYIOMIMM 00pa3oMm:
a) COI'JTACOBAHO
[TIpoTokonom 3acenanus
MpaBJeHUs CTpaxoBoi komnanuu «llnanera»
o1 21.06.2006 Ne 10

0) H. U. Opnos
(moamuce)

B) HauanpHUK 10puANYECKOTO OTAENA

ITonmmce

I'. . Cunopos

21.12.2006

6. PexBusut «Busel cornacoBaHusm»:

a) CIYKUT Ui 0(OpMJICHUS] BHEIIHETO COTJIACOBAHUS C KOHKPETHBIM JTOJKHOCTHBIM JIU-
LIOM WJIH KOJIJIETUAJIBHBIM OPTaHOM;

0) npuaaer coaep:kaHuio o(GUIMAIBLHOTO JOKYMEHTa HOPMATHUBHBIN HIIM PaBOBOW Xapak-
Tep,
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B) HUCIIOJIb3YETCA AJI1 BHYTPEHHETO COTJacOBAaHUS MPOEKTOB JOKYMEHTOB U MPU O3HAKOM-
JICHUU C KaKUM-TH0O0 JOKYMEHTOM KaK MHCbMEHHOE MOATBEPKACHNE (haKTa 03HAKOMIICHHS.
7. s AOKyMEHTa, MOAJIMHHUK KOTOPOTO OCTaeTCs B OpraHu3alluu, BU3bl IPOCTABIISIOTCS:
a) HUOKE TIOJIHMCH PYKOBOJHUTEIIS, MOIIHCABIIETO JOKYMEHT;
0) B HUKHEH YacTH 0OOPOTHOM CTOPOHBI MOCIEAHETO JUCTA MOATUHHUKA TOKYMEHTA,
') Ha 00OPOTHOM CTOPOHE NEPBOIO JIMCTA JOKYMEHTA.
8. B kakom ciydyae npaBUiIbHO OQOPMIIEH PEeKBU3UT «OTMETKA O HAJUYUU MPUITOKECHHSD,
€CJIM B TEKCTE COITPOBOJUTENILHOTO MHChbMa HE YIIOMUHAJIOCH O IIPUIIOKEHUN?
a) [Ipunoxenue:
1. CnpaBka o coryiacoBaHuM 1poekTa Ha 4 1. B 1 3k3.;
2. OT3BIB IO MPOEKTY Ha 2 JI. B 1 7K3.
0) [Ipwiioxxenue: Ha 6 1. B 1 3K3.
9. PexBu3ut «OT™METKa 00 UCTIOJTHUTEIE:
a) He0OXOAUM JIJISl ONIEPATUBHOM CBSI3U C TEM, KTO COCTABUII JJOKYMEHT;
0) SIBNISIETCS OJTHUM M3 OCHOBHBIX CIIOCOOOB YIOCTOBEPEHUS TOKYMEHTA;
B) puKCcHpyeT yKa3aHUsl pyKOBOIAHUTEINS IO MOBOJY MCIIOJHEHHS TOKYMEHTA.
10. B xakom cnyuae npaBuiibHO ohopmieH pekBu3UT «[loanucey» Ha OiaHke JOKyMeHTa?

a) Pexrop akanemuu B. A. [TerpoBa

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

rOCy/AapCTBEHHOMU CITyKObI B. A. IlerpoBa

Kpurepun oneHku:
0,5 6asJ1a BRICTABISETCS CTYACHTY, IPU YCIOBUM €r0 IIPaBUIIBHOIO OTBETA HE MEHEE YeM

Ha 90% TecTOBBIX 3aJaHHUH,
0,3 Das1a BBICTABISETCA CTYJEHTY IIPH YCIOBUU €r0 MpaBMWiIbHOTO oTBeTa OT 70 10 89%

TECTOBBIX 3a/1aHUM,
0,2 6aJs1a BBICTABIIETCS CTY/ACHTY IPU YCIOBUU €ro MpaBWiIbHOTO oTBeTa OT 50 10 69%

TECTOBBIX 3a/laHUN,
0,1 a1 BBICTABIISIETCS CTYACHTY MPHU YCIOBUU €T0 MPABUILHOTO OTBETa MEHEE YeM Ha

50% TecTOBBIX 3aIaHUI.
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Tema 7. IloaroroBka AOKYMEHTOB K l'[OCJ'Ie)IyIOIIIeff'I nmepeaavyv 10KyMEHTOB B apXUB UJIK HA
YHUYTOKECHHUE.

Nuaukarop gocruxenns: IK-1.1, IIK-3.2.

1. Korna ynpaBieHueckoe JeiCTBUE MPEIoiaracT KOHKPETHOTO MCIIOJIHUTENS, TO MyHK-
THI PACIIOPSAAUTEIIPHON YaCTH MPHUKAa3a TOJDKHBI HAUMHATHCS:

a) ¢ yka3zaHus (paMUINU U WHUITUAIOB UCTIOTHUTEIIS;

0) ¢ yKa3aHus OPYUYCHUS;

B) C YKa3aHHsI TOJDKHOCTH M (paMIIMU C MHUIIUATIAMH UCTIOJTHUATEIS.

2. ITpotokosn — 370!

a) MUCHMEHHOE COTJIAIIICHHE CTOPOH, OTPEICIISIONISe YCIOBHUS KAaKUX-THO0 OTHOIICHUI;

0) TOKYMEHT, TOATBEP)KIAONTNI (DaKThI, COOBITHS, ACHCTBUS,

B) JIOKYMEHT, COJICPKAIUi OMMCAaHUE MPOU3BOJICTBEHHOM IEATEIIPHOCTH OPraHU3allnu;

') TOKyMEHT, (PUKCUPYIOUINI X04 00CY>KACHHS BOIIPOCOB U MPHUHATHUS pPeleHUI Ha coOpa-
HUM, 3aCEJaHHH.

3. IIpoToKoIBI HYMEPYIOTCS OPSAAKOBBIMA HOMEPAMHU:

a) B IpejiesiaX BCero BpEMEHU CYIICCTBOBAHUS OpraHU3aIiy;

0) B mpejenax KaJleHIapHoTo To/1a;

B) B IIpeJieJIax ISITH JIET.

4. Boripochl MOBECTKU JTHS pacloJlaratoTcst:

a) [0 BPEMEHHU, KOTOPOE IPENoIaraeTcsi 3aTpaTUTh Ha 00CYKICHHE KaXI0r0 BOIPOCa;

0) B JIF0OOM TIOPSIZIKE;

B) 10 CTENIEHU BaXKHOCTU 00CY/1a€MbIX BOIIPOCOB.

5. JIOKyMeHTBI, COCTaBIsIEMble KOMUCCUEH, TONHUCHIBAIOTCS:

a) PYKOBOJIUTENIEM OpraHu3allu;

0) nmpeacenareneM KOMUCCHH;

B) MpeJiceiaTeNIeM U WieHAaMH KOMUCCHH;

I) IpejaceaaTeseM KOMUCCHH U CEKPETapeM.

6. AxT — 370!

a) JOKYMEHT MH(OPMAaLMOHHOIO XapakTepa, COAEp KAl OMUCaHUE MPOU3BOJACTBEHHOMN
JEATEIIBHOCTH OpraHu3aluy;

0) JOKYMEHT, aJpecOBaHHBbIM PYKOBOAMTENIO OpPraHU3alMM U MHPOPMHUPYIOLUIUI €ro o
CJIO’KUBLIEHCS CUTyalluH, UMEBIIEM MECTO (paKTe;

B) IOKYMEHT, ITOATBEPKAat01ui (aKThbl, COOBITHS, EHCTBUSL.

7. TekcT aKkTa IeNnuTCs Ha JABE YacTH:

a) BBOJIHYIO 1 OCHOBHYIO

0) BBOJIHYIO U KOHCTAaTHPYIOILYIO, COJEPHKALLYIO BHIBOJIBI;

B) HAUAJIbHYIO U 3aKJIIOUUTENbHYIO, COJEPKAILYIO BHIBOJIBI.

8. MudopmarnronHas crpaBka — 3T0:

a) JOKyYMEHT MH(OPMAalMOHHOIO XapakTepa, COAEp KAl OMUCaHUEe MPOU3BOJACTBEHHOMN
NeSITeIbHOCTH OPTaHu3alluK U TOATBEPKICHHE KaKUX-TH00 (PaKTOB, COOBITHH;

0) MOKYMEHT, aJpecOBaHHBIH PYKOBOIMUTENIO YUPEXKIEHUS U UHGOPMUPYIOIIUN €ro o
CJIOKMBLICHCS CUTYyallud, UMEBIIEM MECTO SIBJICHMU WM (PaKTe, COAEpKaIluii BBIBOABI U Mpe-
JIO’)KEHUS] COCTaBUTEIIS;

B) JOKYMEHT, MOSICHSIOUIUI COJIEpKaHUE OTAEIbHBIX IOJIOKEHUH OCHOBHOTO JOKyMEHTA
WU OOBSCHSIONINI MPUYHUHBI KAKOT0-TH00 COOBITHS, (paKTa, MOCTYIIKA.

9. Kakoif peKBU3UT HE BXOJUT B cOCTaB (hopMysipa-o0pasua cripaBku?

a) HaMMEHOBaHUE OPraHu3allnu;

0) HaMEHOBaHKE BU/a JTOKYMEHTA;

B) JlaTa JIOKyMEHTa;
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') pETUCTPALIMOHHBIN HOMEP T0KYMEHTA;

1) rpud yTBEPKICHUS JTOKYMEHTA,

€) azmpecar.

10. CripaBkH, TOATBEPIKIAIOIIUE CBEACHHS OUOTPadUIeCcKOro WK CIIy)eOHOTO XapakTepa
MO CHIBAIOTCS:

a) pyKOBOJUTENEM (U 3aBEPSIOTCS MeYaThIO);

0) pyKOBOAMTEIICM;

B) HAYAJIbLHUKOM OTJIeJia KaJIpOB.

Kpurepun oneHku:

0,5 6aJi1a BBICTABIISIETCS CTYJICHTY, IIPU YCIOBUH €0 IPABUJILHOTO OTBETA HE MEHEE YeM
Ha 90% TecTOBBIX 3aJaHHUH,

0,3 Dass1a BBICTABISICTCA CTYJCHTY IIPH YCIOBUU €T0 TpaBuiIbHOTO oTBeTa oT 70 10 89%
TECTOBBIX 3a/IaHUM,

0,2 6aJs1a BBICTABIIIETCS CTY/AEHTY IPU YCIOBUU €r0 MpaBWiIbHOTO oTBeTa OT 50 10 69%
TECTOBBIX 3a/IaHHH,

0,1 a1 BBICTABIISIETCS CTYACHTY MPHU YCIOBUU €r0 MPABMWJILHOTO OTBETa MEHEE YeM Ha
50% TecTOBBIX 3aJaHUH.
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33)13HI/I$[ AJIA TBOPYECKOI'o peﬁTnHra

Tembl 2cce

Tema 1 Opranu3anuoHHbIE OCHOBBI /1€JI0NPOU3BOACTBA. BiIaHKU 10KYMEHTOB.
HNupuxarop nocrumkenus: IMK-1.1, IMK-3.2.

1.
2.

3.
4

HopMmaTtuBHas ocHOBa nponecca JOKYMEHTUPOBAHUS YIIPABICHUS IEPCOHATIOM.
OpranuzalvoHHbIE KaJpOBbIE JOKYMEHTBI: COCTaB, COIEPKaHUE, ITOPAIOK ITOATOTOBKH U
odopmIIeHHUS.

JI0JDKHOCTHASI MHCTPYKLUS KaK OPraHU3allMOHHBIN KaIPOBBIM TOKYMEHT.

[Toso>xeHHME O CTPYKTYpPHOM IOAPA3[EJICHUM KaK OpraHW3allMOHHBIM KaIpOBBIM IOKY-
MEHT.

Tema 2. Opranu3anMoOHHO-pPACHOPSANTENbHAS JOKYMeHTanusA. O01mas XapaKkTepuCcTHKA
CTHJIA CJIYKeOHOM TOKYMeHTANH
Huaukartop noctmxenusi: IIK-1.1, ITK-3.2.

AP

5.

JIOKyMEHTHUPOBaHKE IIPOLECCA YBOJIBHEHUS COTPYIHUKOB.

JlokyMeHTHpOBaHUE IpoLecca OTKOMaHAUPOBaHUsI IEPCOHAA.

CocraB 1 BUbI KaApOBOM JOKYMEHTALMH.

AytcopcuHr u ayrcraduHT MEepcoHaa: MpaKTUKa MpUMEHeHHs. [|oOKyMeHTHpOBaHHE
nporecca NpeaoCTaBIeHHs] OTIIyCKOB.

JlokymMeHTHpOBaHHeE Iporecca 0hOPMIICHHUS TPYIOBBIX OTHOIICHHIA.

Tema 3 CnpaBouHo-uH(popManuoHHbIe J0KYMeHTHI. /lesioBas nepenucka. CocraBiienune
AKTOB U NPOTOKOJIOB.
HNupuxarop nocrmkenns: MK-1.1, IMK-3.2.

1.

2.

w

4.
5.

TpynoBoit 1oroBop U TpyJOBOE COTJIAIIEHUE: MOHATHE, PopMa, ITpoLeaypa 0PpOpMICHHS
U 3aKJIFOYEHMSL.

CoBpeMeHHbIE MPOrpaMMHbIE MPOIYKTHI AJIS CIYKO YIpaBiIeHHs MEpCOHAJIoOM: oOIas
XapaKTepUCTHKA.

CucreMaTu3zanys 1 OlepaTUBHOE XpaHEHUE JOKYMEHTOB I10 JMYHOMY COCTaBY.
Peructparius u KOHTPOJIb UCTIOTHEHUSI IOKYMEHTOB TI0 YIPABICHHUIO IEPCOHATIOM.
BonbHUYHBIN JTHCT: MOHATHE, MTPABOBasi OCHOBA IMPEOCTABICHUs, 0COOEHHOCTH 0(hOpM-
JICHUS U OIUIATHI.

Tema 4 PacniopsiantesbHbie JOKyMeHThI. CocTaB/1eHHe IPUKA30B, YKa3aHUH, pacnopsixKe-
Hui. Opranu3anoHHbIe JOKYMEHTHI.
HNupuxarop nocruskenus: IK-1.1, IMK-3.2.

1.

©o 0k w

WHCTpyKTaX MO TEXHHKE OE30MacHOCTH: MOHSATHE, MPABOBAsi OCHOBA MPOBEIEHUS, OC-
HOBHbBIE BUJIbl U OCOOCHHOCTH JOKYMEHTAJIbHOTO O(OPMIICHHUS.

YHUGHUIMPOBaHHBIE JOKYMEHTHI MO JIMYHOMY COCTaBYy: MOHATHE, BUJBI, COAEp)KaHUE,
MOPSIIOK 3aII0JTHEHUS.

JIOKyMEHTBI 110 y4eTy KaJpOoB: MOHATHE, POPMBI, TOPSAAOK 3aIIOTHEHUS U BEJICHHS.
TpynoBas kHIKKa: 0(hOpMIIEHHE U BEJCHHE.

JlokyMeHTHpOBaHHE MpoLecca POTALUU [IEPCOHAIA.

JlokymeHTHpOBaHuE MpoLecca aaanTalui, MOTUBAIIMN, TPEHUHIa U KOHTPOJUIMHTA Tep-
COHaJa.
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Tema 5 Opranu3anus 10KyMeHT0000poTa. OpraHu3anus perucTpanun J10KyMeHTOB U
KOHTPOJIb HCIIOJTHEHHUSI TOKYMEHTOB.
HNupuxarop nocrumkenus: IMK-1.1, IMK-3.2.

1.

2.
3.
4

CI/ICTeMaTI/ISaHI/IH 1 OIIEPaTUBHOC XPAHCHUC JOKYMCHTOB I10 TUYHOMY COCTaBY.
PeFI/ICTpaHI/IH 1 KOHTPOJIb UCIIOJHCHHA JOKYMCHTOB I10 YIIPAaBJICHHUIO IIEPCOHATIOM.

JloKyMEeHTHpOBaHHUE IpoIecca POTAIMHU NTEPCOHAA.
JloKyMeHTHpOBaHKE TIpolecca aanTaluy, MOTUBALMU, TPEHHHIa U KOHTPOJUTMHTA
HIepCcoHaa.

Tema 6. Opranusanusi OnNepaTUBHOIO XpaHeHHUs JOKYMeHTOB. DopMupoOBaHue JeJl.
HNupuxarop nocruskenus: IMK-1.1, IMK-3.2.

1 Opranu3anoHHble JOKYMEHTBI IPEANPUATHS.

2 PacnopsauTenbHble JOKYMEHTHI MPEANPUITHS: IPUKa3bl IO OCHOBHOM JAEATEIIbHOCTH;
pacHopsiKEHHUs, pEIICHNUS.

3 UHdopMannoHHO-CIIPABOYHbIE JOKYMEHTBI: IPOTOKOJIBI, TIOJHAs M KpaTkas GopMa ux
0(OpMIIEHHUS; aKThl; CIIy>)KEOHBIE U OOBSICHUTEIbHBIE 3AIUCKHU; CIIPaBKU; CIy>KEOHbIE JOBEPEH-
HOCTH; NMUCbMa, UX Kiaccu(uKanus, CTpykTypa, CTaHIapTHbIE (pa3bl U BEIPAKEHUS.
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METOAAYECKHUE MATEPHUAJIbL, XAPAKTEPU3YIOIIUE 3TAIIbI
POPMHUPOBAHUSA KOMIIETEHIIUU BO BPEMS ITPOBEJIEHUSA
IMPOMEXYTOYHOM ATTECTALIIUA

CTpyKTypa 3K3aMEeHAIlHOHHOI0 OuJjieTa

Haumenoganue oyenounozo mamepuana Maxkcumanvhnoe Konuue-
cmeo 6annos
Bonpoc 1 16
Bonpoc 2 16
Ilpakxmuueckoe 3a0anue 8

Bomnpocsl 111 NOATOTOBKH K IK3aMeHYy
Mo JTUCIHUIIJINHE ((ﬂOKyMeHTaIIHOHHOC oﬁecneqeﬂml yl]paBJIeHl/lﬁ))

Hanpasienue noarorosku 38.03.02 Menemx:xkMeHT
HANPaBJIEHHOCTD (Mpo¢uib) «MeHeIKMEeHT OPraHUu3alum»

Ho-

mep

BO- [Tepeuenb BOITPOCOB K 3K3aMEHY

npo

ca

1. UYrto noHUMaeTcs o1 OpraHu3aluei J0KyMeHToooopoTa?

2. [ToHsATHE TOKYMEHTOO0OPOTA, €0 KOJIMYECTBEHHbIC U KAUECTBEHHbBIC XapaKTEPUCTUKHU.

3. MecTo U posib JOKYMEHTOB B YIIPaBJICHUU HA COBPEMEHHOM JTarle.

4. @DYHKIMH JeIONPOU3BOACTBA.

S. CoctaB HOpMaTUBHO-MeToAMuecKoi 6a3bl JIOY.

6. Urto noHMMaeTcs MoJ] IOKYMEHTALIMOHHBIM 00€CIIeYeHHEM yIIpaBICHUs?

7. [ToHsATHE OpraHU3allMOHHBIX TIOKYMEHTOB

8. Crangaptuzanus U yHudukamus cucreMsl JJOVY.

9. Oo6uepoccuiickue Ki1acCu(PpUKaTOPhl JOKYMEHTALMH.

10. | l'ocynmapcTBeHHas cHcTeMa JIOKYMEHTAIIMOHHOTO 00eCTieueHus YIIPABIICHHUS.

11. | bnaHku TOKYMEHTOB U TpeOOBaHHUs K HUM.

12. | Crpykrypa noxkymenta. TpeboBanus k oopmitenuto gokymenTos mo 'OCT P 6.30-
2003.

13. | IIpaBuna opopmienus pekBusuta "aapec”, "nara", "unnexc", "Busza", "3aroiaoBok",
"moanuce".

14. | C kakoi nenbio pa3pabaTbIBAIOTCS HHCTPYKIMH IO JETIONPOU3BOACTBY, YTO B HUX HEOO-
XOJMMO TPEAYCMOTPETH?

15. | Cucrema opranu3aliOHHON JOKYMEHTAIHH.

16. | Cucrema pacniopsAMTEIbHON TOKYMEHTAIINH.

17. | Haiite onpeneneHre TEpMUHa "paciopsIUTENIbHbIE TOKYMEHTHI'".

18. | HazoBuTe BUBI pacTOpSIUTEIbHBIX JOKYMEHTOB.

19. | Buasl v Ha3HAYCHHE JIMYHBIX JOKYMEHTOB.

20. | Jlaiite ompeesnieHue TepMUHA "OpraHu3allMOHHBIE IOKYMEHTHI".

21. | HazoBuTe BB OPTaHU3AIMOHHBIX JOKYMEHTOB.

22. | Cucrema nH(OpPMAIIMOHHO-CIIPAaBOYHOHN JIOKYMEHTAIIHH.

23. | Ciy:xeOHas mepenucKa Ha IPeANPHUSITHH.

24. | TlpaBusa oopMIIeHUS CITY>KEOHOTO MUChMA.
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25.

CTpyKTypa JIeJI0BbIX U KOMMEPUYECKUX MHUCEM.

26. Kiaccudukanms 1e10BbIX 1 KOMMEPYECKUX TTUCEM.

27. | TloHsiTve ¥ MPUHLMIIBI OPTaHU3AIMH JJOKYMEHTO000POTA.

28. O6paboTKa BXOAAIIMX TOKYMEHTOB.

29. | O6paboTKa UCXOSAIIUX JOKYMEHTOB.

30. BHyTpeHHUE TOKYMEHThI OpraHU3aliH.

31. | YkaxuTe TeXHOJIOTHYECKYIO MTOCIIEA0BATEILHOCTh 3TAIOB PA0OTHI ¢ BXOAALIMMHU JOKY-
MEHTaMH.

32. | Uro Takoe HOMEHKJIATypa Jiell, ¢ KaKOH 11eJIbI0 pa3padaThIBAIOTCs TUTIOBBIE HOMEHKJIA-
TYpHI aen?

33. Pabota ¢ nmiuceMaMu 1 0OpaIieHUsIMUA TPaK/IaH.

34. | IlpuBenuTe mpUMEphl PETHCTPALIMHU IOKYMEHTOB.

35. | CocraBieHrne HOMEHKIIATYPHI eI

36. | ®opmupoBanue U 0hopMIICHHUE JIEII.

37. | IloaroroBka M nepejaya JJOKyMEHTOB HA apXUBHOE XpaHEHHUE.

38. | Yto Takoe KOH(UICHINAIBHBIA JOKYMEHT?

39. | Opranuzamusi paboThl C JOKYMEHTaMH, KOTOPBIE OTHECEHBI K TOCYJApPCTBEHHOH TaiiHe.

40. | YkaxuTe 0COOCHHOCTH BeJIEHUs JIeJIONPOU3BOJICTBA, 00ECIIEUUBAOLIETO YUET U CO-
XPaHHOCTh KOH(OUACHIINATFHONW HHPOPMAIIMN U JOKYMEHTOB.

41 TunoBble OpraHu3alMOHHbIE CTPYKTYPHI CIIY>KObI AEJIOMPOU3BOACTBA

42 YcnoBus Tpyaa pabOTHUKOB Ci1yKOBbI J1€J10IIPOU3BOJICTBA

43 | KoMIploTepHbIE TEXHOJOTHH B JIEJIONPOU3BOICTBE

44 ObecneueHne COXPaHHOCTHU IOKYMEHTOB B DJIEKTPOHHOU opme

45 YcTaB Kak OCHOBHOM OpraHU3allMOHHBIA JJOKYMEHT.

46 CranpaptHble (pa3bl U BBIPAXKEHHUS AETIOBbIX 1 KOMMEPYECKHX MHCEM.

47 [TpoxokIeHre UCXOSIIMX U BHYTPEHHUX JJOKYMEHTOB.

48 OCOOEHHOCTH SI3bIKA U CTUJIS CITYXKEeOHBIX JIOKYMEHTOB.

49 | PexkBU3UTHI MEKIAYHAPOIHOTO NTUChMa. OCHOBHBIE pEKOMEHIAIIMH TTO0 COCTABJICHUIO TEK-
CTOB MEKIYHAPOJIHBIX IHUCEM.

50 | Yro onpexnensier GopMyIisip JOKYMEHTA U 4eM OTIUYAeTCs (hopMyIisip
JOKyMEHTa OT GopMyiisipa-odpasia?

o1 HazoBute ocHOBHBIE Ipynibl (GYHKIUH JOKyMEHTa. YeM XapakTepu3yer
KOKIYIO rpymnmy?

52 Yo 00ycliaBIMBaET IOPUIHMUECKYIO CHITY O(QUIIMAIBHOTO JOKYMEHTa?

53 @OyHKIIUN OCHOBHBIX ITO/IPA3/ICICHUNA CITyKOBI JOKyMEHTAIITHOHHOTO
o0ecreyeHus yrpaBJeHHs..

54 ABTOMaTH3UPOBAHHBIE TEXHOJIOTMH 00pabOTKH TOKYMEHTOB U UX BIMSHHE HA CUCTEMY
JIeJIONIPOU3BOICTBA KOHKPETHON OpraHu3alHH.

55 CrnpaBouHO-HH(OPMALIMOHHBIE JOKYMEHTHI.

56 CtpykTypa U coaepxaHue KaJpoBoil TokyMeHTanuu. Oprann3aiuoHHO-KaIpOBbIE J10-
KYMEHTEI.

57 OCHOBHBIE acIIeKThl KYJIbTYPHI JIeI0OBOH peyH.

58 CranmapTuzanus sS3bIKa JOKyMEHTa. SI3bIKOBBIE TPEOOBaHUS K 0()OPMIICHUIO
PEKBU3UTOB JOKYMEHTA.

59 Tunuynble OMMOKY B SI3bIKE M CTHJIE IOKYMEHTOB.

60 | sI3pIKOBOE OhOpMITEHHE JIMYHBIX JIOKYMEHTOB.

61 WMHCTPYKLMA NO Ae710NPOU3BOACTBY

62 [MousTHs: HHGOPMALIU «TOKYMEHT, «IOKYMEHTHPOBAHHUE.

63 CBs3b HHPOPMALIUK U TOKYMEHTA.

64 OyHKINU JoKyMeHTa. FOpuamdeckas cuiia JOKyMEHTA.

65 Posib 10KyMEHTOB B peasin3aliiy yIPaBICHUECKUX PEILICHUIN U 1eUCTBUI.
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06 [Mommuanky 1 korww. Bunbl konuit. [lopsgok odhopMiteHns KOUK JOKYMEHTOB.

67 PexBU3UTHI ynpaBIeHYECKUX TOKYMEHTOB.

68 PekBU3UT «HAMMEHOBaHUE OpraHU3aIMY - aBTOPA JJOKYMEHTa», TpeOOBaHUS K HEMY.

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

70 Hatel B nokymente. TpeboBanus k ux 0(hOPMIICHHIO; JaTa KaK COCTaBHAsI YacTh JAPYTUX PEKBU-
3WUTOB.

71 Opranmn3zanonssie (OPMBI AETOTPOU3BOCTBA. VX 3aBUCHMOCTH OT crienn(UKHA OPTaHU3aIIOH-
HOM CTPYKTYPBI YUPEIKICHUSI.

12 TpeOoBanus K CTPYKTypE U COCTaBY UHPOPMAIIHH.

Hpakmuqecmte 3a0aHUS K IK3AMEHY

Ho- | IlepeueHb npakTU4ECKUX 3a4aHUM K DK3aMEHY
mep
3a-
Aa-
HUS
1 JlaTb TOJIKOBAaHUE CIIOBAaM, COCTABUTh C HUMHU IIPEJIOKEHUS:
1) aBu30; 2) 1060M; 3) BEeKCelb.
2 JlaTh TOJIKOBAHUE CJIOBAM, COCTABUTh C HUMU MPEIIIOKCHHUS:
1) matent; 2) nemnuHr; 3) sM0Oapro.
3 JlaTh TOJKOBAaHUE CJIOBAM, COCTABUTh C HUMU NPEJI0KECHUS:
1) pexnamanusi; 2) MapKUpoOBKa; 3) crarHaiusl.
4 JlaTh TOJIKOBAHUE CJIOBAM, COCTABUTh C HUMU MPEATIOKECHHUS:
1) nmpe3eHTauusi; 2) JU3MHT; 3) AUIIEp.
5 JlaTb TOJIKOBaHME CIIOBAaM, COCTaBUTh C HUMM NPENIIOKEHUS:
1) waptep; 2) nuctpuObtoTep; 3) OpoKep.
6 JlaTb TOJIKOBaHME CIIOBAM, COCTaBUTh C HUMM NPENIIOKEHU:
1) oBepapadt; 2) nHdusAnus; 3) KOHCAITHUHT.
7 JlaTb TOJIKOBaHME CIIOBAM, COCTABUTh C HUMM NPENIIOKEHUS:
1) odepTa; 2) XOoaauHT; 3) MAPKUPOBKA.
8 JlaTb TOJIKOBaHME CIIOBAM, COCTaBUTh C HUMM NPENIIOKEHU:
1) mpaiic-nucrt; 2) nebert; 3) rpud.
9 JlaTb TOJIKOBaHUE CIIOBAaM, COCTABUTh C HUMHU MPEJIOAKEHUS:
1) akuenT; 2) akT; 3) peectp.
10 JlaTb TOJIKOBaHUE CIIOBaM, COCTaBUTh C HUMHU MPEJIOAKEHUS:
1) ceprudukar; 2) TMMUT; 3) aKKPEIUTHUB.
11 Haiiti ommbku, ucnpaBuTh UX:
1) BeIBOABI KOMUCCHH ITPOTHBOPEYAT C MHEHHUEM TPYIOBOTO KOJJIEKTUBA;
2) Manblit Ou3HEC pacTBOpsieTCS M3-3a OpeMEHU HaJIOTOB;
3) Hanoru ¢ Ka)J10ro aBTOMOOUJISI B3bIMAIOTCSI C YYETOM CYMMBbI PACTaMOXKKH.
12 Haiiti ommbku, ucnpaBuTh UX:
1) IlpenwsBisis npeTeH3Un, pyKOBOAUTENSIM HEOOXOIUMO yKa3bIBaTh MPUUNHBL;
2) N'apanTHpOBaHHOE MUCHMO OTIPABIECHO BOBPEMS;
3) ApenyaTop 006s13yeTcsi 3aKII0UUTh Bce HEOOXOIMMbIE JIOTOBOPA Ha CTPAXOBAHUE.
13 Haiiti ommbku, ucnpaBuTh UX:
1) Beerna Heo0xoauMo 060CHOBBIBaTh CBOM BBIBOJIBI HA pacyeTax;
2) [loanuceiBasi 1OrOBOPHI, OIIaTa TAPAHTUPYETCS;
3) OnnaunBasi HOBYIO TEXHHKY, BAM HEO0XOIMMO yUeCTh BCE HAJIOTH.
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14 3aKOHYUTH JaHHBIC TTPEATIOKCHHUS:
1) B cBs13u ¢ BOHUKIIMMU (PUHAHCOBBIMH TPYIHOCTSIMH. . .
2) Ccpuiasich Ha YCTHYIO IOTOBOPEHHOCTb. ..
3) B nensix ckopeniero peneHust Borpoca. ...
15 3aKOHUYUTH JAHHBIE NIPEATIOKEHUS:
1) Ha ocHoBaHuM npeAcTaBIEeHHBIX JOKYMEHTOB. ..
2) B cBsi3u ¢ HapymieHueM rpaduka NoCTaBOK MPOAYKIIHUH. ..
3) Bo n3bexxanne KOHGIMKTHBIX CUTYaIUH. ..
16 3aKOHUYUTH JAHHBIE NIPEATIOKEHU:
1) ITo mpuunHEe 3aACPIKKH 3apIUIATHI. . .
2) BBuay 3a7epKy NOJdy4yeHUs Ipysa. ..
3) BenenctBue uaMeHeHus 1IeH Ha SHEPrOHOCUTEH. . .
17 CocraBuUTh MHCHMO-3aIPOC.
18 CocTaBUTh OTBET Ha MHUCHMO-3aPOC.
19 CocTaBUTh MHUCHMO-PEKIIAMALIHIO.
20 CocTaBUTh NPE3EHTALMOHHOE MHCHMO.
21 CocTaBUTh MHUCHMO-TIOATBEPKICHUE.
22 CocTaBuTb aKT.
23 CocTaBHUTh rapaHTUHHOE MUCHMO.
24 CocTaBUTh NUCHMO-TIPUTJIALIICHHUE.
25 CoCTaBHUTh MHUCHMO-PE3IOME.
26 CoCTaBUTh COMPOBOAMTEIHLHOE MTUCHMO.
27 CocCTaBUTh MHUCHMO-TIPOCHOY.
28 CocraBuTh 0J1ar0JapCTBEHHOE ITUCHMO.
28 CocTaBUTh NUCHMO-TIPUTJIALIICHHUE.
30 CocTaBUTh MUCHMO-0TKA3.
31 CocTaBUTh MHUCHMO-JIEKJIAPAIHIO.
32 CocTaBUTh MMCHMO-PEKJIAMALIUIO.
33 CocTaBuTh MPHUKa3 KaK PaCHOPSAUTEIbHBINA JOKYMEHT.
34 CocTaBuTh OOBSICHUTEIBHYIO 3AITUCKY.
35 CocTaBUTh MUCHMO-TIPEIOKEHHUE.
36 CocTaBuTh MUCEMO-0EPTY.

Temamuxa Kypcoswvix pabom/npoekmoes
KypcoBas pabota/mpoexT 1o JuciuIuinee «/JokyMeHTanmonHoe o0ecreyeHne yrnpaBieHus»
y4eOHBIM IIJIAaHOM HE MpPeayCMOTpeHa
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IToka3zatenu u KPUTEPUHU OLICHUBAHUSA IVIAHUPYEMBIX PE3YJIbTATOB OCBOCHUSN KOMIIeTEHIIUI U pe3yjabTaToB oﬁyqennﬂ, IHIKaJa OCcHHu-

BaHUA

Tabmuna 6

IIIxana oueHUBaHUS

®opMupyemMble KOMIETEH-
101114

NuaukaTop T0CTHKEHUS
KOMIIETEeHIIMH

Kpurepun
OLlICHUBAHUSA

Yposenn
0CBOECHHS
KOMIIEeTeHIIN i

2

3

4

5

85-100

COTJIUYHO»
0a1;10B

IK-1 ®opmupoBaHue Bo3-
MOKHBIX

pellleHHii Ha 0OCHOBe pa3pa-
0OTAHHBIX JISl HUX LeJIeBbIX
nokasareJen

I1K-1.1 Briaenenue, c6op u aHanu3 uaGOpMa-
uH OM3HEC-aHAIN3a LI (POPMUPOBAHMS BO3-
MOKHBIX PEIICHHI

3HaeT BEpPHO U B OJHOM 00beMe:

MpeAMETHYI0 00J1acTh U crieuduKy aes-

TEJILHOCTU OPTaHU3alllu B 00beMe, 10-

CTaTOYHOM JJISI pEIIeHH 3a/1a4 Ou3Hec-

aHaIM3a.

'YMeeT BepHO U B IIOTHOM 00beMe:
aHAJIM3UPOBATh BHYTPCHHUE (BHELTHHE)
(axTopsl U YCIIOBHS, BIUSIONINE HA JIe-
SATENBHOCTh oOpraHu3auuu. OIEeHHBATh
O6M3HEC-BO3MOXKHOCTb pealu3allu pe-
HMIEHUS C TOYKH 3PEHHs BBIOPAHHBIX
LeNIeBbIX MOKa3aTeneld. BuIABIATh, pe-
THCTPUPOBATh, aHAJIM3UPOBATh M Kiac-
cU(UIIMPOBaTh PUCKU U pa3pabaThIBaTh
KOMIUTEKC MEPONPHATHH MO WX MUHH-
MH3aLIH

IK-3 TakTH4yeckoe ynpas-
i1eHHe

npoueccaMu OpPraHu3anuu
MpOU3BOCTBA

[1K-3.2 -Pa3paboTka npeaioxKeHni o paruoHa-
IH3AIMU CTPYKTYPHI YIIPABICHHUS NPOU3BO/I-
CTBOM B COOTBETCTBHH C LICJISIMH M CTpaTeruen
OpraHM3alyy, JeUCTBYIOIUX cucteM, GopM U
METOJI0B YIPABJICHHs IIPOU3BOJICTBOM, IO CO-
BEpIICHCTBOBAHHIO OPTraHU3aI[MOHHO-
pacIopsIIUTENLHON JOKYMEHTAI[MH 1 OpraHu3a-
LUK JJOKYMEHTO00O0POTa, 110 BHEIPEHHIO TEXHHU-
YECKUX CpelcTB 00paboTkn nHpOpMaIH, Tep-
COHAJIbHBIX KOMITBIOTEPOB U CETEH, aBTOMATH3H-
[POBaHHBIX pabOYHX MeCT

3HaeT BEpPHO U B NOJHOM O0beMe:
CTaH/apTHl YHU(UIIMPOBAHHON CHCTEMBI
OpraHU3al[HOHHO-PACHIOPSIUTENBHOMN
MMOKYMEHTalluH, €ANHAasA CUCTEMA TCXHO-
NIOrn4ecKou JOKYMEHTAluu

'YMeeT BepHO H B IIOJTHOM 00beMe:
[pacTipesieNaTh ¥ KOHTPOJIMPOBATH HC-
MOJIF30BAHNE MTPON3BOICTBEHHO-
[TEXHOJIOTHYECKUX PECYPCOB, BBIIIOIHATE
[pabOTHI 110 MIPOEKTY B COOTBETCTBUU C
TpeOOBaHMSIMH TI0 Ka4ECTBY HOBOT'O IIPO-

ITyKTa

IIpoaBUHYTHIH




1 2 3 4 5
IIK-1 ®opmuposanue Bosmok- [[IK-1.1 Brssnenue, c6op u 3HaeT ¢ He3HAYHTEIbHBIMHU 3aMeYaAHHUAMU:
HBIX AHaJINu3 I/IH(I)OpMaI_II/II/I ousHec- MPpECAMCTHYIO 00y1acTh 1 CHeHI/I(l)I/IKy JCATCIIBHOCTHU
pemeHm‘fl Ha OCHOBE pa3p260- AHaJIn3a 0J1d (bopMp[p()BaHp[g BO3- |[OpraHu3alvv B 06’beMe, JA0CTAaTOYHOM I pelic-
[TAHHBIX JIUIA HUX UEJIEBbIX M0~  |MOXKHBIX pEIleHHUi HUS 3a/1a4 OM3HEC-aHaIH3a.
Ka3aTesei 'YMeeT ¢ He3HAYUTEIBHBIMH 3aMEYAHUSAMU:
AHAJIM3MPOBATh BHYTPEHHHE (BHEIIHKE) (DaKTOPHI 1
YCJIOBUA, BJIUAIOIINC HAa ACATCIIBHOCTh OpraHu3a-
1n. OrieHnBaTh OM3HEC-BO3MOXKHOCTh pealn3a-
[[Y PEIICHNS C TOUYKH 3PEHHS BRIOPaHHBIX IIeJIe-
BBIX TIOKa3aTesed. BBIABIATE, perncTpupoBars,
QHATM3MPOBATh U KIACCH(UIIMPOBATh PUCKH U pa3-
[pabaThIBaTh KOMIUIEKC MEPOTIPHATHH 10 NX MUHH-
MU3AIHH
70 — 84 IMK-3 TakTnueckoe ynpapiaenue[[1K-3.2 -Pa3paboTka npemioxke- [3HaeT ¢ He3HAYNUTEIHHBIMH 3aMeYAHUSIMM:
GAILIOR «XOpouIo» MpoLeccaMH OPraHu3aluu HUH [0 palMOHATM3AIUE CTPYK- |CTAHAAPTHl yHH(GHUIUPOBAHHOM cucTeMbl opradu- | IloBbILIEHHBIA

MPOU3BOICTBA

TYpBI YIIPaBICHUS ITPOU3BO-
CTBOM B COOTBETCTBHH C LEISIMU
W CTpaTeruen opraHusanuu, Aei-
CTBYIOLIMX cUCTEM, ()OPM U Me-
TOJIOB YIPaBIICHUs TIPOU3BO/I-
CTBOM, 110 COBEPILIEHCTBOBAHHUIO
OpraHU3aIMOHHO-
[pacIiopsIINTENbHON TOKyMEHTa-
LMK ¥ OPTaHU3ALUH JOKYMEHTO-
000pOTa, 110 BHEPEHUIO TEXHU-
YECKHUX CPEICTB 0OpabOTKH WH-
(hopmaryn, epcoHaIbHBIX KOM-
[IbIOTEPOB U CETEH, aBTOMATU3H-
OBAaHHBIX pabounx MecT

3aIIMOHHO-PACTIOPSIAUTENBHON JOKYMEHTAIIHH,
e/IHasl cucTeMa TEXHOJIOTUYECKON TOKYMEHTaIluU
'YMeeT ¢ HE3HAYUTEIbHBIMH 3aMeYAHUSIMM:
pacTipesieNaTh ¥ KOHTPOJIMPOBATH HCIIOJIB30BaHNE
[IPOU3BOJICTBEHHO-TEXHOJIOTHUYECKUX PECYPCOB,
BBITIONHATH paOOTHI 10 MPOEKTY B COOTBETCTBUU C
TpeOOBAHUSIMH IT0 KAY4ECTBY HOBOTO MPOAYKTA
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50-69
0aJJ10B

«YAOBJICETBOPUTECIBHO»

MmeHee 50
0aJJ10B

«HEYIO0BJIETBOPUTEJIbLHO»

YCJIOBHSA, BJIHAIOIIHUE Ha JACATCIBHOCTH OpraHMU3a-
nuy. OneHnBaTh OM3HEC-BO3MOXKHOCTh pean3aliuy]

CHICHHA C TOYKHU 3pCHUS BBI6paHHI:IX ICJICBBIX I10-

2 3 4 5
I1K-1 ®opmuposanue BosmokubIX [IK-1.1 Brisnenue, c6op u 3HaeT Ha 6230BOM YPOBHe, ¢ OIIMOKAMM:
pemeﬂnﬁ Ha OCHOB¢ paapaGOTaﬂ- AHaJIu3 HH(bopMaqu[ ouzHec- MPpEAMETHY IO o0acTp 1 CHeLII/I(l)I/IKy JCATCIBHOCTH
HBIX /IS HEX IeJIeBBIX MOKA3aTe- |aHanu3a A7 OPMUPOBAHMUS OpraHu3anyy B 00beMe, JOCTaTOYHOM JUTS PEIICHHs
Jieid BO3MOYKHBIX PELICHU 3aja4 OM3HEC-aHaIH3a.
'YMeeT Ha 6a30BOM YPOBHE, ¢ OIIHOKAMU:
aHaJIM3MPOBATh BHyTPEHHHE (BHEIIHKE) (PaKTOPBI U BasoBuiii
YCJIOBUS, BJIMAOIMEC HA ACATCIIBHOCTh OpraHu3a-
1y OleHuBaTh OM3HEC-BO3MOXKHOCTD peau3auu
[PEILICHUSI C TOYKHU 3PCHHMS BBIOPAHHBIX IIEIEBBIX I10-
KazaTelniel. BBIABIATE, pETHCTPUPOBATH, AHATTH3UPO-
BaTh M KJIACCU(HUIUPOBATH PHCKU U Pa3padaThIBaTh
KOMIUIEKC MEPOIPHITHI 0 MX MUHUMHU3AIUT
IK-3 TakTnueckoe ynpasienue [[IK-3.2 -Pa3paborka npemoxe- 3HaeT Ha 6230BOM ypPOBHE, C OIIMOKAMM:
npoueccaMu OpraHu3anuu HUH 110 pallnoOHAIN3aliuy CTPYK- [CTAHAAPTHI YHU(PHUIIMPOBAHHOM CHCTEMBI OpTaHH3a-
NMpPOU3BO/ICTBA TYpBI YIPaBICHUS IIPOU3BO/- [IHOHHO-PACTIOPAIUTENFHON JOKyMEHTAINH, EANHAS
CTBOM B COOTBETCTBHH C IEISIMH [CHCTEMA TEXHOJIOTHIECKOH JOKYMEHTallN!
W cTpaTerueil opraHusanum, ieii- [YMeer Ha 6a30BOM ypOBHE, ¢ OLIMOKAMU:
CTBYIOILIMX CUCTEM, (JOPM U Me- | paclpesieNsiTh 1 KOHTPOJIHPOBATh HCIIOJIb30BaHHE
TOJO0B YIIPABJICHUSA ITPOU3BO/I- MPONU3BOJACTBECHHO-TEXHOJIOTUYCCKUX PECYpCOB,
CTBOM, 110 COBEPIICHCTBOBAHUIO BBITIOJIHATH pa60T1)1 IO INPOEKTY B COOTBETCTBUU C
OpraHu3aloOHHO- TpeGOBaHUSIMH 0 Ka4eCTBY HOBOT'O IPOIYKTa
[PacIOpAAUTEILHON JOKYMEHTA-
Y ¥ OPTaHHU3AINH JOKYMEHTO-
000pOTa, 10 BHEIPEHHUIO TEXHHU-
[IECKHX CPEICTB 00pabOTKH WH-
(hopmariy, NepcoHaIbHBIX KOM-
MIIOTEPOB U CETEH, aBTOMATH3H-
OBaHHBIX pabOYHNX MECT
IK-1 ®opmuposanne Bo3MoxkHbIX [[IK-1.1 Brissnenue, coop u He 3naeT Ha 6230BOM ypOBHe:
pelLIeHHii HA 0CHOBe Pa3padoTaH- japanus MHGOpMaAUUK Ou3HeC-  [IPEAMETHYIO 00IacTh ¥ CHENU(UKY JEATEIHOCTH
HBIX IS HUX IeJIeBBIX M0Ka3aTe- |aHann3a 171 GOPMHUPOBAHUS OpraHu3anuu B 00beMe, J0CTaTOYHOM JUIS PeIleHHs
it BO3MOYKHBIX PEIIEHHI 3anad OM3HEC-aHAIIN3A. Komnerenuun
He ymeeT Ha 6a30BOM ypoBHe: He cpopmupo-
AHATTM3UPOBATh BHYTPEHHHE (BHEIIHHE) (haKTOPHI U BaHBbI
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KazaTesieil. BoIABIATE, perucTpupoBaTh, aHATU3UPO-
BaTh M KIACCH(PUIMPOBATH PUCKU U pa3pabaTHIBATH
KOMIUIEKC MEPOIPHITHI 0 MX MUHAMHU3AINUT

IMK-3 TakTH4eckoe ynpapjieHue
MpoieccaMu OpraHu3aluu
MPOU3BOACTBA

[1K-3.2 -Pa3paboTka mpemioxe-
HUH 110 palliOHATN3alnuH CTPYK-
TypBI YIPaBICHUS IIPOU3BOA-
CTBOM B COOTBETCTBHH C LIETSIMU
1 cTpaTerueu oprauu3anui, nem-
CTBYIOILIMX cUCTEM, (OPM U Me-
TOJIOB YIIPaBIEHUS IPOU3BOJ-
CTBOM, 110 COBEpPIICHCTBOBAHUIO
OpTaHHU3AI[IOHHO-
[pactopsiIUTENILHON JOKyMEHTa-
[ ¥ OPTaHU3AINH JOKYMEHTO-
000pOTa, 10 BHEPEHHUIO TEXHHU-
ECKIX CPEICTB 00pabOTKH WH-
(hopmary, NepcoHaIbHBIX KOM-
[IbIOTEPOB U CETEH, aBTOMAaTU3U-

OBAHHBIX pabOYHX MECT

He 3HaeT Ha 6a30BOM YpOBHe:

CTaHIApTH YHU(PHUIIMPOBAHHON CHCTEMBI OpTraHU3a-
HOHHO-PACTIOPSANTENFHON JOKyMEHTAIINH, SMHAS
CHCTeMa TEXHOJIOTMUECKON JOKyMEHTaIH

He ymeeT Ha 6a30BOM ypOBHe:

PACIpeCaACIATE U KOHTPOJMUPOBATH MCIIOJIb30BAHUC
MMPONU3BOJACTBCHHO-TEXHOJIOTUYCCKUX PECYPCOB, BbI-
MOJHATH pabOTHI MO MPOEKTY B COOTBETCTBHU C TpE-
0OOBaHISIMU TIO KAYeCTBY HOBOTO MPOIYKTa
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