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1.001mme nmoJ1okeHnst

@DOHJ OLIEHOYHBIX CPEJCTB MpeJHA3HAYEH ISl IPOBEPKU PE3YJIbTATOB OCBOCHHS
mucuuminHel OI1.04lokyMeHTallMOHHOE 00eCTIeYeHUE YIIPABIECHUS IIPOrPaMMBbI TOATOTOBKH
cnernanuctoB cpeanero 3BeHa (IIICC3) mo cnenuansrocTu 38.02.04 Kommepius mo
OTpaciIsM.

OOC BKIIOYAET KOHTPOJIbHBIE MaTepuajbl MJisi MPOBEACHUA TEKYLIEro KOHTPOJIS
yCIIEBAEMOCTH, IPOMEKYTOUHOM aTTecTanuu B popme auddepeHunpoBaHHOro 3a4eTa, UTOrOM
KOTOPOTO SIBJISIETCA OLIEHKa B Oaiiax: 5 - OIM4YHO; 4 - XOpo1lo; 3 -yAOBIETBOPUTENBHO; 2 -
HEYJIOBJIETBOPUTEIIBHO.

®OC no3BoOJISIET OLIEHUBATH YPOBEHb OCBOCHMS 3HAHUM U YMEHUH 11O TUCLUILINHE

2.Pe3yjbTaThl 0OCBOEHHS YUeOHOW TMCUUIJIMHBI, OAJIesKAIAe KOHTPOJII0

B pe3ynbrate arrectanuu no y4eOHON JUCIUIUIMHE OCYIISCTBIISCTCS KOMILUICKCHAS
MPOBEpKA CIECAYIONIUX YMEHM:
- 0(OPMIISITH ¥ IPOBEPSATH MPABHILHOCTh O(OPMIICHHSI TOKYMEHTAIIUU B COOTBETCTBHH C
YCTaHOBJICHHBIMU TPEOOBAHUSMHU, B TOM YHUCII€ UCTIONB3YS HH(POPMAIIHOHHBIE TEXHOJIOTUU
IIPOBOJAUTH aBTOMATU3UPOBAHHYIO 00pabOTKY JJOKYMEHTOB;
-OCYLIECTBIISITh XPAaHEHHUE U MTOUCK JOKYMEHTOB; HUCIIOJIb30BaTh TEIEKOMMYHUKAIIMOHHbIE
TEXHOJIOTUH W 3HAHMIA:
-OCHOBHBIE TIOHSTHUS: LIEJIH, 3a/1a4H U MIPUHIIUIIBI IOKYMEHTAIMOHHOTO 00eCIeYeHU s
YIpaBJICHUS;
- CUCTEMBI JOKYMEHTAIMOHHOTO 00ECIIeUeHHUs YIIPABICHUs, UX aBTOMATU3aIIUIO; -
KJIAaCCU(UKALIMIO JOKYMEHTOB;
- TpeOOBaHUs K COCTABICHUIO U O()OPMIIEHUIO JOKYMEHTOB;
- OpraHu3aIrio JOKyMEHT0000poTa: IpreM, 00paboTKy, pEeTUCTPALIUIO, KOHTPOJIb, XPAaHESHUE
JIOKYMEHTOB, HOMEHKJIATYpy J€;

CdopMupoBaHHOCTH KOMIIETEHIIHIL:
OK 01. BeiOupatsb ciocoObI perieHus 3a1a4 npohecCUuOHATBbHOU AESITENbHOCTH IPUMEHUTENBHO
K Pa3JINYHBIM KOHTEKCTaM;
OK 02. Mcnonbs30BaTh COBpEMEHHbBIE CPECTBA TOMCKA, aHAJIN3A U UHTEPIIPETALUN
uHpopManuu 1 HHPOPMAIIMOHHBIE TEXHOJIOTUH JUISI BBIMOJIHEHUS 3a/1a4 PO ecCHOHATBbHON
NeSITeTbHOCTH;
OK 03. IInmanupoBaTh M pealin30BbIBaTH COOCTBEHHOE MPO(ECCHOHAIBFHOE M JIMYHOCTHOE
pa3BUTHE, TPEANPUHUMATEILCKYIO JIEATELHOCTh B MPO(ecCHOHANBHOM cepe, HCI0Ib30BaTh
3HaHUS 10 (UHAHCOBOM IPaMOTHOCTHU B PA3JIMUYHBIX )KU3HEHHBIX CUTYaLUsX;
OK 04. Db dexTrBHO B3aUMOIEHCTBOBATh U padOTaTh B KOJUIEKTUBE U KOMaH/IE;
OK 05. OcymiecTBisATh YCTHYIO U MUCbMEHHYIO KOMMYHHKAILIMIO HA TOCYAAPCTBEHHOM SI3BIKE
Poccuiickoit @eaepanuu ¢ yueToM 0COOEHHOCTEN COLIMATIBHOTO U KYJIBTYPHOI'O KOHTEKCTA;
OK 09. Tlonp3oBarbcs MNpohecCHOHAIBHOW JTOKyMEHTalMel Ha TOCYAApCTBEHHOM H
WHOCTPAaHHOM SI3bIKaX.
1K 2.2. OdopmiAaTh, IPOBEPSTH MPABUIBLHOCTh COCTABJICHHUS, 00ECIIEUNBATh XPAaHEHUE
OpTaHU3aIMOHHO-PACTIOPSIUTENBHBIX, TOBAPOCOTPOBOAUTEIBHBIX i HHBIX HEOOXOMMBIX
JOKYMEHTOB C UCIIOJIb30BAaHUEM aBTOMATH3UPOBAHHBIX CHCTEM.

3. CucreMa KOHTPOJIS M OLICHKHM OCBOCHHUS POTrPaAMMbI JHCIHIIJIMHBI
3.1. ®opmbl npome:xkyTouHoii arrecTauuu no [NIICC3 npu ocBoeHnu nporpaMmmbl
AUCHUTINHBI
[TpoMexyTOUHBII KOHTPOJIb IO AMCUUILIMHE ITO3BOJISIET OLIEHUTH CTENIEHb
BBIPQ)XEHHOCTH (C(HOPMUPOBAHHOCTH) 0OLINX U MpodeccuoHanbHbIX komnereniuii: OK 01-
05,0K 09, 1K 2.2.
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DopMoii MPOMEKYTOUHOM aTTECTALUU SIBJICTCS TU(PEpEeHIIMPOBAHHBIN 3a4€T, KOTOPBIN
BBICTABJISIETCS TIPU YCIIOBUY BBIIIOJIHEHUS PAKTUYECKUX padOT, BBIITOJHEHUS ayJUTOPHOM 1
BHEAYJAUTOPHOM CaMOCTOSATEIBHON pabOoTHI.

3.2. Opranusanysi KOHTPOJIS U OLEHKU OCBOEHUS IPOrPaMMbl JUCLUILIAHEI

Texyiuii KOHTPOJIb 3HAHUH IPEACTAaBIISIET CO00I KOHTPOJIb OCBOEHUS IPOrPaMMHOI0
MaTepuaia y4eOHOH ITUCHMILUIMHBIL, C LIeJIbI0 CBOEBPEMEHHON KOPPEKLIUU 00y4eHus,
AKTHUBHU3AIMH CAMOCTOSATEILHONW PabOThI U POBEPKU YPOBHS 3HAHUN U YMEHHUN 00yJaroImuxcs,
Cc(OPMHUPOBAHHOCTU KOMIIETEHLIUH.

Pe3ynbpTaThl TEKYIIEro KOHTPOJIS 3aHOCATCS B )KYPHAJIbI YI€OHBIX 3aHATHIA.

DopMBbI TEKYIIETO KOHTPOJISI 3HAHUI:

-YCTHBIH OIIPOC;

-TECTUPOBAHUE;

-BBIINOJIHEHUE ITPAKTUYECKUX 3a1aHUH,

IIpopaboTka KOHCIIEKTa JIEKIUI U ydeOHON IUTepaTypsl OCYLECTBISAETCS CTYyJeHTaMU B
TEYEHUE BCEr0 CEMECTPA, II0CIIE U3YyUYEHUSI HOBOU TEMBI.

IIpenonaBaTens NpoBepsieT MPaBUILHOCTh BBIIOIHEHUS pabOT CTYI€HTOM, KOHTPOJIUPYET
3HaHHUE CTYJEHTOM MPOMJEHHOIO MaTepHUala ¢ IOMOIIBIO KOHTPOJIBHBIX BOIIPOCOB UIIU
TECTUPOBAHUS.

4. KOHTPOJIbHO-01IeHOYHbIE MATEPHAJIbI /151 HTOTOBOM aTTECTALMH 10 Y4eOHOMH
JUCIHHUILTIMHE
4.1. MaTepuaJjbl TeKyl1ero KOHTpOoJsi yCleBaeMoCTH

Bomnpocsl 115 TeKyIero KOHTpoJsk 3HaHUK

®opmupyemsie komnereHuuu: OK 01-05,0K 09, T1IK 2.2.
YceTHBI onpoc
Tewma 1.1 Benenue. JIoOkyMeHT U cucTemMa TIOKyMEHTalUH
Bompocsr

. IlonsATHE NENONPOU3BOACTBA U €0 HOPMATUBHOE PEryJIUPOBaHUE.
. Knmaccudukanus 10KkyMeHTOB.

. IIpeuMy1uiecTBa 1 HEAOCTATKH DJIEKTPOHHOTO JOKYMEHTA.

. [lonsiTie yHMpUKAUU U CTaHAApTU3ALINH.

. IlonsiTHE 001IeTOCY1apCTBEHHON CHCTEMBI JOKYMEHTAIUH.

Tema 1.2 OpranuzanoHHO-PACTIOPSIUTENbHbBIE TOKYMEHTHI
Bormpocst
Yacrs 1

. Knaccugukanus ynpasieHueckoi JOKyMEHTAIUH.

. OcHoBHBIE TpeOOBaHUSI, IPEBABISIEMbIE K 0POPMIICHHUIO IOKYMEHTALIUH.
. biaHkM JOKYMEHTOB U UX BUJBIL.

. TpeboBanusl, pebsBIsieMble K FepOOBBIM OJIaHKaM.

. IlonsTHe 1 3HaueHue Gopmyispa-odpasia.

. PEekBU3UTHI 1 UX BUJIBI.

. PacnionosxeHne peKBU3UTOB U UX 3HAUYECHHUE.

Yacts 2

. [loHsiTHE OpraHN3allMOHHON TOKYMEHTALIUHU, €€ Ha3HAUEHUE U XapaKTEpUCTHKA.
. CTpoeHue u XapakTepHUCTUKa IPUKA30B.

. XapaKTepUCTUKA PACTIOPSAUTENBHON JOKYMEHTALIUH.

. OcHoBHOE Ha3zHavyeHue U coctaB CripaBOUHO-UHPOPMAIIMOHHBIX JOKYMEHTOB.

. Ilucema opranuzanuu, ux Kiaccupukarus.

Tema 1.3 KagpoBas qokymeHTanus
Bormpocsl

. [locnenoBarensHOCTH OPOPMIIEHUS TOKYMEHTOB TIPH NprUeMe Ha paboTy.
. [Ipuka3bl 0 IMYHOMY COCTABY U UX OTIMYHUE OT APYIUX MPUKA30B.
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. OyHKIHUM U Ha3HAYEHHE ILITATHOTO PACIUCAHUSI.
. [lopsinox oopmiieHust 1 pacTOP>KEHUS TPYIOBOTO JOTOBOPA.
. HazHaueHue TMYHOM KapTOUKH.
. TpyznoBas KHIKKa U €€ XapaKTEepUCTUKA.
Tema 1.4 JlenexHsle 1 (UHAHCOBO-PACUETHBIC TOKYMEHTHI
Bomnpocsl
. Kakue moxymMeHTBI OTHOCSTCS K ICHEKHBIM?
. Uto Takoe noBepeHHOCTh? Kakne ux BHUIbI BBIJICTSAET 3aKOHOIATEIIb?
Tema 1.5 JloroBopHO-1IpaBoBasi JOKYMEHTALIHS
Bomnpocsl
. Haznauenue u ctpoenue 10roBopa.
. [IpaBuiia opopmiieHHs: aKTOB B OPraHU3AIUH.
. [Mopsimox oopmiteHuUs: M perucTparyy JOBEPEHHOCTEH.
. [Topsimok oopmieHus: IpeTeH3UH.
. OCHOBHBIE PEKBU3UTHI HICKOBOTO 3asBJICHHUS.
. Pabota ¢ >)xamobamu 1 0OpaIieHUsIMH TPaKIaH.
Tewma 2.1 IloHsiTHE JOKYMEHTOOOOPOTA, PETUCTPALIMS TOKYMEHTOB
Bompockl
. [MorsiTHEe «TOKYMEHTOO00POTY». OCHOBBI OPTaHU3AIMH JJOKYMEHTOO00pOTa
. Pabora ¢ BXoAsmumMu JOKyMEeHTaMu
. Pabora ¢ ucxonsmumu u BHyTpeHHUMU AokyMeHTamu 4. [IpaBuia perucrpanuu u
WHJICKCAI[UH IOKYMEHTOB
Tema 2.2 Mcnonnenue 1oKkyMeHTOB. KOHTpOJIb HCTIOJTHEHUS
Bompockr
. Kontpospb ucnonHeHus JOKyMeHTOB
. Pabora ¢ koHpUAECHIINATbHBIMU JOKYMEHTAMHU
Tema 2.3 Opranuzanys onepaTUBHOTO XpaHEHUsI JOKYMEHTa
Bompockr
. Uto Takoe HOMEHKJIaTypa aen?
. Buzipl HOMEHKIaTyphI €.
. OdopmneHne HOMEHKIATYpbI JI€1.
Tema 2.4 ITonroroBka JOKyYMEHTOB K apXUBHOMY XPaHEHUIO
Bompocsr
. Kak odopmnsitores nena orobpaHHbie HA apXUBHOE XpaHEHUE?
. Uro Takoe «IKcnepTrsa IEeHHOCTH IOKYMEHTOBY?
. Pabora sxcneptHoit komuccuu (9K).
Tewma 2.5 WUcnonb3oBanue [19BM B nenonpoun3BoacTee
Bormpocst
OCHOBBI OpraHU3alUU JOKYMEHTOO00pOTa Ha MPEIIPUSATHH.
Cxema paboThI ¢ BXOJSAIIMMH JOKYMEHTaMHU.
[Topsimox oopmiIeHUst U perucTpaIuu UCXOIAIUX TOKYMEHTOB.
BHyTpeHHUEe TOKYMEHTHI U paboTa ¢ HUMH.
[TonsiTHe perucTpanuy U WHIACKCAIINH.
[Mopsmox odopmiieHus: U paboThl ¢ HOMEHKJIATYPOHl J1e.
ApXUBHOE XpaHEHHE U €ro OpraHu3aIfusl.
Opranusanys KOHTPOJIS 382 UICTIOJIHEHUEM IOKYMEHTOB.
[IpaBuia paboThl ¢ KOHPHUACHIUATHHBIMU JOKYMEHTAMH.
. OcHoBHBIE QYHKITHU paOOTHI JEIOMPOU3BOTUTEIIS.
Kpurepuu orieHuBaHMs YCTHBIX OTBETOB
OueHka «5» CTaBUTCS B TOM Cllydae, €CIu OTBEUArOINil MOKa3bIBaeT BEPHOE MOHUMaHUE
CYLIHOCTH pacCMaTPHUBAEMbIX SIBJICHUN U 3aKOHOMEPHOCTEH, 1a€T TOYHOE OIpeieNIeHUE U
HCTOJIKOBAaHHWE OCHOBHBIX MOHSATUH, 3aKOHOB, TEOPUI, & TAK)KE MTPABUIILHOE OIPEACIICHHUE
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BEJIMYMH, UX €UHHI] U CIOCOO0B N3MEPEHHUS; TPABUIBHO BBITIONHSIET YEPTEIKH, CXEMBI U
rpaduKy; COMPOBOXKAAET paccKa3 COOCTBEHHBIMU MPUMEPaMH, YMEET IPUMEHUTh 3HAHUSI Ha
MPAKTHUKE; MOXKET YCTAHOBHUTD CBSI3b MEXK/Y U3yUYECHHBIM M U3y4aeMbIM MAaTEPUAIIOM, a TAKXKE C
MaTepUajIoM, YCBOCHHBIM IIPU U3YyYEHUH JIPYTHX MPEIMETOB.
Onenka «4» cTaBUTCS B TOM Cllydae, €CJIM OTBEYAIOIINK IOKa3bIBAET BEPHOE TIOHUMAaHKE
CYLIHOCTH pacCMaTPHUBAEMbIX SIBJICHUN U 3aKOHOMEPHOCTEH, 1a€T TOYHOE OINpeeNiCHUE U
MCTOJIKOBAaHNE OCHOBHBIX IMOHSITHI, 3aKOHOB, TEOPH, @ TAK)KE MPABUIILHOE OIpEICIICHUE
BEJIMYMH, UX €UHHII U CIOCOOO0B M3MEPEHUS, HO MPU OTBETE JOMYCTUII OJHY OIIHUOKY WU HE
OoJiee IByX HEIOUETOB U MOXKET UCTIPABUTh UX CAMOCTOATEIBHO MITH ¢ HEOOJIBIION ITOMOIIBIO
IpernojaBaTe’is.
Onenka «3» cTaBUTCS, €CJIM OTBEYAIOLINH PaBUIBHO IOHUMAET CYIIHOCTh U3y4aeMOro
MaTepuaa, SBJIeHUs U 3aKOHOMEPHOCTEH, HO B OTBETE UMEIOTCS OT/IEIbHBIE TIPOOEIBI, HE
MPEISATCTBYIOMINE JaJbHEUIIIEMY YCBOCHHUIO MaTepHasa; yMeeT IPUMEHSTh OJTy4YEeHHBIE
3HAHUA B MMPOCTHIX CUTYAIUSAX C UCIIOJIb30BAHUEM AJITOPUTMa, HO 3aTPYAHSAETCS pelaTh
3aJ1a4u, €CJIM 3TO TPeOyeT YCIoKHEeHUs pabOThl; JOMYCTUIT HEe 0oJiee OHOM Tpy0Ooit OommoKu
win 1ByX 12 HenpodeToB, He Ooliee 0fHOM rpyOoit 1 0 HON HerpyOoit ommoboK, He Oonee 2-3-x
HETpyOBIX OIMOOK, OJJHON HErpyOOl OMMOKH U TPEX HEJTOYETOB, JOMYCTHII 4-5 HEOYETOB.
OneHka «2» CTaBUTCS, €CITU OTBEYAIOIIHNI HE OBJIJIe] OCHOBHBIMH 3HAHUSMHU U YMEHHSIMU B
COOTBETCTBHUH C TPEOOBAHUSAMH IIPOTPAMMBI U JOIYCTHJI OOJIbIIE OIMOOK M HEJJOYETOB, YeM
HE00XO0IUMMO TPH OLEHKE «3).
[TpumepHas Temaruka pedepaTos/I0KIaI0B

®opmupyemsie komnereHuuu: OK 01-05,0K 09, T1IK 2.2.
[ToHATHE «IOKYMEHT», €T0 Pa3BUTHE U ONpPECIICHHE.
WNudopmaninoHHbie CBOMCTBA JOKYMEHTA.
Bo3HuKHOBEHNE MUCEMEHHOCTH, TIOSIBJICHHE JIOKYMEHTA.
Bo3HukHOBEHHE U pa3BUTHE YIPABIECHYECKOTO JOKYMEHTA.
TexkcToBOE TOKYMEHTHPOBAaHUE, pa3BUTHE, HA3HAUYEHUE U 00J1aCTh IPUMEHEHUS.
@DOTO U KUHOJOKYMEHTHPOBAHUE, HA3HAUYCHUE U 00JIaCTh PUMEHEHUSI.
TexHnueckoe JOKYMEHTUPOBaHKE. 3HAYEHUE U BUIBI TOKYMEHTOB.
MartepuanbHble HOCUTEIH HH(DOPMALIMK U UX Pa3BUTHE.
PazButue popmynsapoB TekcToBbix 10kyMeHTOB B XVI-XVII BB.
PazButue Bus10B 1 popMyIsipa TOKyMeHTOB B yupexeHusx Poccun XVIII B.
PazButue popmynsapa noxkymenta B XIX — nauane XX BB.
PazButue Gpopmyisipa JOKyMEHTa COBETCKON AMOXH.
HcTopust BOBHUKHOBEHUS M Pa3BUTHSI OTIIEIBHBIX BHJIOB IOKyMEHTOB (110 BBIOOPY — I'pamoTa,
yKas3, IpHKa3, MPOTOKOJ, MTUCbMO H T.JI.).
WcTopust pa3BUTHS OTAENIBHBIX 2JIEMEHTOB OpMYyJIsipa JOKYMEHTa (110 BEIOOPY — COCTaB
yJIOCTOBEPEHHMSI, MOPSAAOK alpeCOBaHM U T.11.).
Hcropus yHn(UKauu TEKCTOB JOKYMEHTA.
PazButue 1€10BOro CTUIIS pyCCKOTO IMTEPATYPHOTO S3bIKA.
3akoHOaTeNbHAS 1 HOPMAaTUBHAS peTIaMEHTAlNs JOKYMEHTUPOBAHHUS B JIOPEBOTIOIIMOHHOM
Poccun.
3akoHOIaTeNbHAS 1 HOPMAaTUBHAS pETIIaMEHTAINS JOKYMEHTUPOBAHHSI Pa3IMYHBIX BUIIOB
JesITeTbHOCTH.
MeTobl COBEpIICHCTBOBAHUS JOKYMEHTHPOBAHHUSI YIIPABICHYECKOH IS TEIILHOCTH.
Ocobennoctu 0hopMIIeHHUS TOTOBOPOB U KOHTPAKTOB.
JIOKyMEHTUpPOBaHUE JAEITETbHOCTH aKIIMOHEPHBIX OOIIECTB.
JIOKyMEHTUPOBaHHE ACATEIbHOCTH TOCYIAPCTBEHHBIX YUPEKICHHH.
Bnustare cpeacTB MexaHU3aIMK U aBTOMATH3alMU Ha CO3/IaHNE IOKYMEHTOB U UX QopMmy.
CoBpeMeHHbIE POrpaMMHBIE CPEJICTBA, UCIIOJIb3YEMBIE B ITPOLIECCE CO3/1aHUS JOKYMEHTOB.
CymHOCTh U OCHOBHOE Ha3HaueHHe JIOKYMEHTAIlMOHHOTO O0eCTieueHus yIpaBiIeHUs B
COBPEMEHHBIX YCIIOBHSIX.



HopmarusHo-mipaBoBas 6a3a JlokyMeHTaIllMOHHOTO oOecriedeHus ynpasiaeHus B PO.
Opranunzanus Jenonpon3BoACTBa HA MAJIbIX MPEIIPUATHIX.
Crnenuduka JIokyMeHTaITMOHHOTO 00ECTIeYeHHS YIIPABIICHHUS B TOCYIapCTBEHHBIX
YUPEKIACHUSAX.
B03M0OKHOCTH HCITONB30BaHUS COBPEMEHHOM O(PHCHOM TEXHUKU B ONTHMU3ALIUN
JOKYMEHTO0O0POTa B OpPraHn3aluy.
Bo3MOXHOCTH UCIOIB30BaHUS CIIELUAIN3UPOBAHHBIX IPOIPaMM /ISl OCYIIECTBICHUS
JOKYMEHTAIMOHHOT0 000pOTa B COBPEMEHHBIX OPraHU3aLUX.
Hctopus ctanoBienus 1 pa3BuTus JJokyMeHTalmoHHOro o0ecrieuenus ynpasieHus B Poccun.
B03M0OKHOCTH HCIIOJIB30BaHKS METOA0B MAaTEMaTHUECKOT0 MOJICIMPOBAHUS JUIsl ONTUMHU3ALIUH
JOKYMEHTO000pOTa Ha MPEANIPHUITHH.
Crnenuduka JIokyMeHTaIMOHHOTO 00eCIIeYeHHs YIIPABIEHHsI B KaPOBBIX CIykO0ax.
3apyOeKHBIN OIBIT OpraHu3auy JJoOKyMeHTalMOHHOTO 00eCTIeYeHHS yIIPaBIICHHSL.
[lepcnekTHBHBIE HAIIPABICHUS B Pa3BUTUN JJOKYyMEHTAIIMOHHOIO 00eCIIeYeHuUs YIPaBICHHUS.
Opranuzanus Jlenonpons3BoacTBa B OpraHax rocy1apcTBEHHOM BJIACTU U MECTHOT'O
CaMOYIIpaBJICHHUS.
CocraB ¥ npeiHa3HauYE€HUE BHYTPEHHUX OPraHU3allMOHHO-PACHIOPSAUTEIbHBIX JOKYMEHTOB
OpraHu3alMK 1o paboTe C MePCOHATIOM.
[IpumeHneHne METOI0B COBPEMEHHOI'O MEHEIP)KMEHTA B OpraHu3aiuu JJoKkyMeHTalmOHHOT O
o0ecreyeHus yrpaBaeHus..
[IpumeHeHue rocy1apCTBEHHbIX CTaHJAPTOB B OpraHu3auuu JJokyMeHTallMOHHOTO
o0ecreyeHus yrpaBaeHUsl.
Hcnonp3oBanue 3apy0eKHOTO OMBITA B OPraHU3aluH JOKYMEHTOO00POTa Ha POCCHICKHUX
IPEeaIpUATHIX.
Kareropuu onenuBanus pedepatos/10KIa10B
«OTJIMYHOY» BO BBEJCHUHU YETKO C(HOPMYIUPOBAH TE3UC, COOTBETCTBYIOIIUI TEME, BBIIIOIHEHA
3aJlaya 3aMHTEPECOBATh YUTATENS; AEJIEHUE TEKCTa HAa BBEJICHUE, OCHOBHYIO 4acTh U
3aKJIIOYEHHE; B OCHOBHOM YacTH JIOTUYHO, CBA3HO U MOJHO JI0KA3bIBACTCS BBIBUHYTHIN TE€3UC;
3aKJIFOUYEHHE COJEPKUT BBIBObI, JIOTUYHO BBITEKAIOILIME U3 COJEPKAaHUS OCHOBHOM YacTH;
MPAaBUIIBHO (YMECTHO U JIOCTaTOYHO) UCIIOJIB3YIOTCS Pa3HOOOPa3HbIE CPEJICTBA CBA3H;
JIEMOHCTPUPYET MOJIHOE TIOHUMaHKe 1poliemMbl. Bee TpeboBanHus, IpeIbsaBIsSeMbIE K 3a/IaHUIO,
BBITIOJTHEHBI.
«XOpOII0» BO BBEACHUU YETKO C(HOPMYIHPOBAH TE3HC, COOTBETCTBYIOIINN TEME, B
M3BECTHOM Mepe BBINOJIHEHA 33/1a4a 3aMHTEPECOBATh YUTATENS; B OCHOBHOM 4aCTHU JIOTHMYHO,
CBSI3HO, HO HEJIOCTATOYHO MOJIHO JIOKA3bIBACTCS BBIABUHYTHIN TE3UC; 3aKIIOUEHUE COAEPIKUT
BBIBOJIbI, IOTUYHO BBITEKAIOIINE U3 COAEP KAHUSI OCHOBHOM YaCTH; YMECTHO HCIIOJIBb3YIOTCA
pa3zHooOpa3HbIe CPECTBA CBSA3U; I BHIPAKEHUSI CBOUX MBICIIEH CTY/IEHT HE MOJIb3yeTcs
YIPOIIEHHO-IPUMUTUBHBIM S3BIKOM.
«YI0OBJIETBOPUTEIILHO» BO BBEJICHMHU T€3UC C(HOPMYIUPOBAH HEUETKO UM HE BIOJIHE
COOTBETCTBYET TEME; B OCHOBHOW 4aCTH BBIIBUHYTBIA TE€3UC JOKA3BIBAETCS HEAOCTATOYHO
JOTUYHO (YOeIUTEeNbHO) U MOCIEI0BATENbHO; 3aKII0YEHHE U BBIBOJIbI HE TIOJHOCTHIO
COOTBETCTBYIOT COJICPKAHUIO OCHOBHOM YacCTH; A3bIK PAOOTHI B IIEJIOM HE COOTBETCTBYET
YPOBHIO Kypca, Ha KOTOPOM 00y4yaeTcs CTY/IEHT.
«HEYIOBJIETBOPUTEILHO»BO BBEJIEHUH TE3UC OTCYTCTBYET UM HE COOTBETCTBYET TEME; B
OCHOBHOM YaCTH HET JIOTMYHOTO MOCJIEI0BATEILHOTO PACKPBITUSI TEMBI; BHIBOJIbI HE BBITEKAIOT
13 OCHOBHOM YacCTH; OTCYTCTBYET JI€JIEHUE TEKCTa HA BBEACHHUE, OCHOBHYIO YacTh U
3aKJIIOUYEHUE; S3bIK PA0OTHI MOYKHO OIIEHUTh KaK «IIPUMHUTHBHBIN».
[IpuMmepHBIii IepedeHb CUTYallMOHHBIX 3a/1a4 110 TEMaM JUCIUIUINHBI

®opmupyemsie komnereHuu: OK 01-05,0K 09, T1IK 2.2.
3anmaga Ne 1
Cocrabte u BoinonaHuTe Ha [1K nmporokosn 3acenanus MHBEHTapU3allMOHHON KOMUCCHH 3aBOJIa
ra3oBOM anmnaparypsbl, Ha KOTOPOM pacCMaTpUBAJICS BOIIPOC O Pe3yJbTaTaX HHBEHTapHU3alUH
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o ckiaxy Ne 2 BcmoMmorarenbHbIX MaTepuanoB. Ha 3acenanuu ObLIIO IPUHATO MOCTAHOBIICHUE
00 yTBEpKJI€HUHU Pe3yIbTAaTOB MHBEHTApHU3AIMK U OTHECEHHUS 3a CUET 3aBEAYIOLIETr0 CKIIaI0M
HEJ0CTAa4YH BCIIOMOTATEIIbHBIX MATEPHUATIOB B cyMMe 365 ThIC. py0., @ TAK)KE 3aUUTAHBI
CIIMYUTEINIbHAsA BEJOMOCTh MO ckiaay Ne 2 v 00bsSCHUTENbHAS 3aliCKa 3aBEAYIOLIET0 CKIaI0M.
OcranbHbIe TaHHBIE ONPEICIIUTE 10 CBOeMYy ycMoTpeHuto. Keiic-3anaua

3amaua Ne 2

Cocrasbte 1 BeinonauTe Ha [1K nHDOpManmoHHOE TUCHMO O MPOIaXKe YACTHBIM U
roCy/1apCTBEHHBIM MPEANPUITHIIM IIEPCOHATBHBIX KOMIIBIOTEPOB MO JOTOBOPHON CTOMMOCTH U
0 BO3MOXXHOCTHU MIPUHUMATH 3aKa3bl HA COCTABJICHUE MPOrPAMM.

3amaua Ne 3

Cocrabte 1 BeimonHuTe Ha [1IK nmpotokon obmiero coopanus pabodux mpou3BOJACTBEHHOTO
koomnepatuBa «IIporpeccy», Ha KOTOpOM 00Cy>X1aICs BOIIPOC O CO3JaHUH MPOU3BOJICTBA
CTPOMUTEILHBIX MaTEPUAIIOB IS CTPOUTENBCTBA KUIBIX ToMOB. Ha coOpanuu Obuta 3acimyiaHa
nH(popMaLus mpeaceaaTesns 0 BO3MOKHOCTH CO3/IaHUs TAKOTO 11eXa U MEePCIeKTUBAX ero
pabotsl. [Tocne oOCcyxaeHus ObLIO MPUHSATO PEIICHUE TIOPYIUTH MPEACEIATENIO H €T
3aMECTUTEIIO 110 CTPOUTENHCTBY B T€UEHHE 6 MECSIIEB pa3BepHYTh PAOOTY U BBIICTUTH JIJIs
aTuX 1enen 31 miH. pyo.

3anaga Ne 4

Cocrapte 1 Boinonuute Ha [1K npukas 06 ocBoOok1eHnu Bac oT paboThl B pupme «Opoutar
B CBSI3U C IIEPEE3/IOM Ha HOBOE MECTOKUTEIHCTBO.

3agaua Ne 5

Cocrasbre 1 BoimonnuTe Ha 1K rapantuitnoe nucemo AO «Dkocan» AO «IIporpecc» 06
OKa3aHUU TEXHUYECKOW MOMOIIH B pa3paboTke pabounx uepTexeit HacocHoi ctaniuu. AO
«DKOCaH» MPOCHUT TMPOU3BECTU ITY pabOTy HETIOCPEACTBEHHO Ha IJIOMIA]IKE.

3amaua Ne 6

CocrapbTe 1 BhinojgauTe Ha ITK mpoToko mpor3BOACTBEHHOI'O COBEIAHUSA PAOOTHUKOB
IJTAHOBO-3KOHOMHUYECKOTO OT/IENIa 3aBOJIa MEIUIIMHCKHX TIPErapaToB, HA KOTOPOM OBLT
pPaccMOTpPEH BOIIPOC O JOCPOUHOM pa3zpaboTKe TuiaHa pa3BUTHS npeanpusatus Ha 2018 rox.
[Tocne oOcy)aeHNS PON3BOJACTBEHHOE COBEIIAHKE TPUHSIIO PEIICHHE pa3padoTarh IJIaH Ha
JIeCSITh THEH paHblIe YCTAaHOBIEHHOTO cpoka. OCTallbHbIE TAHHBIE YKAKUTE CAMOCTOSTENBHO.

3agaua Ne 7
Cocrasbte u BhinonHuTe Ha [1K npukas 06 yBonsHenuu oyxranrepa Msanosoit 1.I1.
IIEPEBOJIOM B JpYryro opranuzanuio. Hepocraromue peKBU3UTHI YKAKUTE CAMOCTOATEIBHO.

3anaya Ne 8

Cocrassbte u BoinonHuTe Ha [1K nuceMo-npocs0y JIroOnMckoi HHKYOaTOPHO-NITULIEBOAYECKOM
CTaHLMHU B 00JJACTHYIO a]MUHUCTPALIUIO O BBIJICIIEHUH CPEJICTB U3 00JACTHOTO OIO/IKETa B
cymMme 15 MiH. py0. 10 Hayasia peaanu3aluy MOJIOIHAKA-TITULIBI HACEICHHUIO.

3amaua Ne 9

Cocrabte 1 BeinonuuTe Ha [1K nmuceMo-npock0y akimonepHoro oomiecTBa «BriooprmMedensy
B KOMHUTET BHEITHEOKOHOMHYECKHUX CBSI3€H aJIMUHHUCTPAIIUUA 00JIACTH O BBIICTICHUH JTUIICH3UN
Ha nocTtaBky B benopyccuto 4000 TOHH MeTailia B CBSI3U C 3aKJIFOYEHUEM KOHTPaKTa ¢
MuHckuM 00BEeIMHEHUEM 10 MEXIYHAPOTHOMY COTPYTHUYECTBY Ha CTPOUTEIHCTBO
MATUATAKHOTO 00MIeKuTHS B BeiOopre. CoriacHO KOHTPAKTY OIUIAaTa BHIMOJTHEHHBIX paboT
OyJeT MPOU3BOAUTHCS POCCUUCKUMU PYOIISIMU U MaTEpHAIAMH.

3agaua Ne 10

CocraBbte 1 BoinonHUTE Ha [IK q0KIaMHYIO 3aTUCKY TJIABHOTO OyXTaiTepa TupeKTopy o0
UTOrax paboThI MO EHTPATU3ALNN PACYETOB C pAOOUNMU U CITY>KAIIMMHU 3aBO/Ia JU3ETHHON
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anmaparypsl. LleHTpanu3aius pacueToB aja BO3MOKHOCTh IIEPEBECTH Ha JPYryio paboTy MmsTh
OyXrajiarepoB 1I€XOB, YMEHBIIUTH OIIUOKU B pacyeTax ¢ padOYUMU U CITYKAIIUMH, YCUITUTh
KOHTPOJIb 32 pacxol0oBaHueM (OHA0B 3apabOTHOM TUIaThl. B 3akimoueHne He00X0AUMO
[IOCTaBUTh BOIIPOC O MIPEMUPOBAHUH PAOOTHUKOB OyXranrepuu, 00ecrednBaonix nepexos1 Ha
LEHTPAJIM30BaHHbIN pacyeT 3apaboTHOM MIaThl 1o 3aBoay. OcTalbHbIC TaHHBIC YKAXKHUTE
CaMOCTOSITENILHO.

Samaua Ne 11

Hanummwre u Bemmonante Ha [1K 3asBnenue o mpueMe Bac Ha paboTy SKOHOMUCTOM B
rOCyJapCTBEHHOE MPENIPUATHE 110 CBSI3U U HHPopMaTuke «PoccBsI3bUHPOPMY.

3anaga Ne 12

CocraBbte 1 BbinosnHuTe Ha [IK nucbMo-0TBET IPOU3BOICTBEHHOTO 0OBEANHEHMS
«["arynHarazuukams» TupekTopy XumdpapM3aBoaa U HAYaIbHUKY YIIPaBICHUS
«["aTyrHArOpras» 0 eXXeMecIYHO nmocraBke XuMpapmszaBoay 64 TOHH CKIKCHHOTO ra3a B
teuenue 2018 roma. Ykazanublii 00beM yuTeH B pasHapsake. [ToctaBka OyaeT oCcyiecTBIsATHCA
yepe3 ynpasiieHue «l aTunHaroprasy.

3anaya Ne 13

CocraBbte 1 BbinonHuTe Ha [1K nokmnagHyro 3anucky cekperaps-pedepeHra pyKoBOAUTENIO
npennpusaTus 00 yrepe padoraukom CrenanoBbiM ['.M. nuceMa-3amnpoca, HOCTYNUBILETO B
azipec NpenpusATHs 1Ba MecsALa Ha3al.

3anaya Ne 14

Hanumre n Beinonnure Ha [1K 3asBneHue o mpegoctaBieHUN BaM aIMUHUCTPATUBHOTO
OTIIyCKa 10 ceMeNHBIM 00cTOosITENbCTBAaM. OCTallbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSITEIILHO.
3amaua Ne 15

CocraBbte 1 BbimonHuTe Ha [1IK cOBMECTHOE MUCHMO-OTBET 0OJIACTHOTO YIIPABICHUS
3JIpaBOOXPAaHEHMs U yIpaBieHUs (PMHAHCOB M HAJIOTOBOW MOJIUTUKU aJIMUHUCTPALUN
JIy>xckoro paiioHa O BBIJEJIICHUH JOTIOJIHUTEIBHBIX aCCHTHOBAHUHN M3 00JIACTHOTO OOJKETa Ha
OKa3aHMe MEIUIMHCKOMN TOMOIIM KUTEISM paioHa.

3anaya Ne 16

Hanummre aBro6norpaduto, HeoOX0AUMYIO I OPOPMIIEHHS JOKYMEHTOB IPU
TPYZILOYCTPOMCTBE.

Bagaua Ne 17

Cocrabte u BoinonHuTe Ha [1K nuceMo-npurnamenne o0beAMHEHNUS « IKCTIOLEHTP», €
MIPEIOKEHUEM NIPUHATH YIaCTHE B POCCUNCKON BBICTABKE HA MEXIYHAPOIHON
MexoTpacieBoil sspmapke B . U3mup (Typuus), koropast Oyner npoxoauts ¢ 25 mas o 10
ntoHs 2017 r. OTa Apmapka siBIIsieTcs OHUM U3 KPYIHEWIINX TOPrOBBIX MEPONIPUATHI CTpaH
Cpennero u bamxnaero Boctoka. B Tekcte Hafo ykaszarh, 4TO y4acTue B 3TOU sipMapKe
MIO3BOJISIET LIMPOKO NMPEACTABUTH HKCIIOPTHYIO NMPOILYKIUIO OpraHU3aliy, IPOJaTh SKCIIOHATHI
CO CTEH/1a, U3YUYUTh OCOOEHHOCTH PhIHKA, OOMEHSTHCS C JPYTUMH YyYaCTHUKAMU SpMapKu
Hay4YHO-TEXHUUYECKOW MH(pOpMaLueil U 3aKIII0YUTh BBITOJHBIE CICIKH.

3anaga Ne 18

Cocrasbte 1 BoinoaHuTe Ha I1K noknanHyro 3anMcKy HadallbHUKA OT/EIa PyKOBOIUTEIIO
MpeanpusaTs 0 GaKkTe HEBBIMOIHEHUS PACcOPsHKEHNS O MOHTaXe 000py/I0BaHUS Ha y4acTKe
0 IPUYHMHE CJIa00r0 KOHTPOJISI CO CTOPOHBI INIABHOTO MEXaHUKA.

3anada Ne 19

Odopmure u Boimoaaute Ha [1K 3anuch B Tpy1oBoi KHMKKE 00 yBOJIBHEHUH Bac: a) MO
COOCTBEHHOMY >K€JIaHHI0; 0) B CBA3M C JUKBUIALMEH NPEATPUSATHUS; B) B CBSI3U C
HECOOTBETCTBHEM BBINOJIIHAEMOM pabOThI MPEIbSIBIIEMbIM TPEOOBAHUM, BCIIECTBHE
HEJ0CTaTOYHOU KBaJIM(UKAIIUHU.

3agaua Ne 20
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Cocraspte 1 Bemnonuute Ha [1K nHopmanmonHoe nucesMo o0beaunHeHNs «BrIOOpraBTOI0p»
¢dbunckoit pupme «OKCUTPOIIB» 0 BOZMOXXHOCTH MPOJAKH COBPEMEHHBIX THIPABIHYCCKUX
kpaHoB. Llena kpana 15 500 nommapos CIIA.

Samaua Ne 21

Cocrasbte 1 BoinonHuTe Ha [1IK qoKnaaHyro 3auCcKy 0 MPUYMHAX HECBOCBPEMEHHOTO
MpeACTaBICHUS HH(OPMAITUHU O BBITOJTHECHUH MpHUKa3a qupekTopa. OcTaabHbIE PEeKBU3UTHI
YKaXXUTE CAMOCTOSTEIBHO.

3amaua Ne 22

Cocrasbte 1 BhinoaHuTe Ha [IK nucbMo-oTBeT 001aCTHOTO YIIpaBiIEHUs CENbCKOT0 X035AHCTBA
MpeACceIaTeNo aKIIMOHEPHOTo 001IecTBa «MpMeHb» 10 BOMPOCY MOCTABOK JIETKOBBIX
aBTOMOOWIICH 3a CTAHHOE 3EPHO.

3amaua Ne 23

Cocrabte 1 BeinonHuTe Ha [1K mokmamHyro 3amicKy MIaBHOTO OyXTaiaTepa pyKOBOIHTEIIO
MPEANPHUITHS O HEOOXOIMMOCTH IEHTPATU3AIMH PACYCTOB C pAOOTHUKAMU NpeAnpusTHs. B
00sI3aHHOCTH YYE€THBIX PAOOTHHKOB IIEXOB JIOJDKHO BXOJIUTH JIUIITL O(DOPMIICHUE TIEPBUYHBIX
JIOKYMEHTOB I10 y4eTy BbIpaOoTKu. B nokianHoil 3anucke He00X0AMMO OaTh MPEI0KEHHE O
MEPECMOTPE IITATOB OTYETHBIX PAOOTHUKOB B I1€XaX W TJIABHOW OyXTaJTepuu U3 pacyeTa
00111ero cokpanieHus mTaToB He MeHee yeM Ha 20%.

3amaua Ne 24

Cocrasbte u Boinonuute Ha [1K npukas o nepeBoje Ha paboTy BHYTPH OpraHU3alllu.

3amaua Ne 25

CocraBbte 1 opopmute rapantuitnoe nmucbMo AO «Panyra» B agpec AO «TexmpoekT» 00

OKa3aHMU TEXHUYECKOM MOMOILH B pa3paboTke pabounx yepTexeil HacocHo! cTaHuuu. Paboty

HE00X0IMMO MTPOBECTH JI0 Hadalla aBrycra Tekymiero roga. I[lucemo nmoanucanu aupexrop AO

«Panyra» H.A.Onenes u rnaBusiii 6yxrantep C.I1.Boponuna. OcranbHble JaHHbIE YKQKUTE

CaMOCTOSITENILHO.

Kpurepun onennBanus

OneHka «OTJINYHOY - [0 PEICHUIO 33/1a4H J1aH IPABUIIbHBIN OTBET U pa3BEPHYTHIN BBHIBOJL

Onenka «xopoIoy - 1o peLEHHIO 3aJa4 JaH NIPaBUIbHBINA OTBET, HO HE CJIE€TaH BbIBOJL

OneHka «y10BIETBOPUTEIBHO» - TIO PELLICHUIO 3a/1a4M JJaH YaCTUYHBIN OTBET, HE CAeNIaH

BBIBOJ{

OneHka «Hey10BIETBOPUTENILHOY - 33/1a4a HE pEeIIeHa MOJHOCThIO

ITpumMepHbIe TECTOBBIE 3aaHUs JAJISl CAMOCTOSITEILHON pabOThI IO AUCIUIIIUHE.
®opmupyemsbie komnerennuu: OK 01-05,0K 09, I1K 2.2.

Tema 1.1 Benenue. J/IokyMeHT U cucTeMa JOKYMEHTALUH

TecroBbie 3ananus 1. JJokyMeHT — 3T0:

a) HocUTeNb MH(pOPMaIUH;

0) 3adMKCUpOBaHHAS HA MAaTEpUATLHOM HOCHTEINE HH(OpMAIUs ¢ PEKBU3UTAMU,

MO3BOJISIOIIMMU €€ UACHTU(PHUIINPOBATS;

B) CUCTEMAaTHU3HPOBAaHHBIN NIEPEYEHb 3aT 0JIOBKOB.

JIOKyMEHTUPOBaHUE — 3TO:

a) CO3/IaHME IOKYMEHTA;

6) 3anuch HHPOpPMAIIUY Ha PA3IMYHBIX HOCUTENSAX [0 YCTAaHOBJICHHBIM IIPaBHUIIaM;

B) TIpoIIecC co3/1aHus 1 0(hOPMIICHHSI IOKYMEHTA.

3aza4u 1e10npoOn3BOJICTBA!

a) oopMIIEHHE JIEIOBBIX JOKYMEHTOB B COOTBETCTBUM CO CTaHApTaMU;

0) cozaHue ycIOBUM /Il TOMCKA JOKYMEHTOB;

B) CO3/IaHUE YCIOBHM JIsl XpaHEHUS JJOKYMEHTOB.

JIOKyMEHTaIlMOHHOE 00ecTieYeHne YIPaBIeHUS — 3TO:

a) OXBaThIBAET BOMPOCHI JOKYMEHTHPOBAHUS;

0) ynpaBieHHe JOKYMEHTaMHU;
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B) OopraHusanus padoThl ¢ JOKYMEHTaMH B MIPOLIECCE OCYIIECTBICHHS YIIPABICHUS U
CUCTEMAaTH3alMsI UX apXUBHOTO XPaHEHUS.
UYro Takoe IopuaAnYecKas CUiia JOKyMEHTa:
a) CBOMCTBO OBITH MOAJTMHHBIM J0Ka3aTeIbCTBOM TeX (aKTOB, COOBITHI U JEHCTBUI, KOTOpbIE
OTPaXKEHBI B IOKYMEHTE;
0) revars;
B) MOJIMHKCH.
Opurunain — 3To:
a) IepPBOHAYAIBHBINA IK3EMIUIAP TOKyMEHTA,
0) BTOpUYHBIN IK3EMILISIP JTOKYMEHTA;
B) KCEPOKOIHS.
Komnus — st0:
a) IepPBOHAYAIBHBINA IK3EMIUIAP TOKYMEHTA,
0) YepPHOBOM IK3EMILISP TOKYMEHTA;
B) BTOPUYHBIN 3K3EMILISP JOKYMEHTA.
[TonsTue «/leaonpousBoiCcTBO» — 3TO:
a) cucTeMa XpaHeHUs JOKYMEHTOB;
0) cocTaBleHUE TIOKYMEHTOB;
B) IOKyMEHTHPOBAHUE M OPTaHU3aLHs paOOTHI C TOKYMEHTAMHU.
[IpaBoBast ocCHOBa J1ETONPOU3BOJICTBA!
a) @3 «O06 unpopmanmm, HHGOPMATU3ALTAN Y,
0) TunoBast HUHCTPYKLIUSA IO JI€JIOMPOU3BOJICTBY;
B) [lepeueHb TUITOBBIX YIIPABICHYECKUX TOKYMEHTOB.
. Kommuiekc 3aau o ycoBepiieHCTBOBaHUIO (hOPM JOKYMEHTOB:
a) CTaHJIapTU3ALINS;
0) yHuduxanus;
Tema 1.2 OpranuzanvoHHO-PACIIOPSIUTENbHbBIE TOKYMEHTbI
TecroBble 3a1anus
OpraHu3anuoHHbIE JOKYMEHTHI — 3TO:
a) IpuUKas;
0) cripaBKa;
B) YCTaB.
PacniopsinuTensHbie JOKYMEHTBI — 3TO:
a) IpuUKas;
0) cripaBKa;
B) YCTaB;
WNHudbopmManmoHHO-CIIPaBOYHbIE JOKYMEHTHI — 3TO:
a) IpuUKas;
0) cripaBKa;
B) YCTaB.
Uto Takoe ycTas:
a) CBOJ MPaBUJI, C IPYTUMHU OPTaHMU3AIMSIMH U TPpaKIaHaMU, TIpaBa U 00S3aHHOCTH B Pa3HbBIX
chepax rocy1apCTBEHHOTO YIPABIICHUSI, XO3IMCTBEHHOW WIJIM MHOM JESITEIIbHOCTH;
0) CBOJ] paBmJI, pETYJIUPYIOMINUX IEATEIbHOCTh OpraHU3alui, YUpeKIeHUH, 00IEeCTB,
rpak[iaH, UX B3aMMOOTHOMIICHHUS C IPYTUMHU OpTraHU3aHsIMHU U TpaXIaHaAMH, TIPpaBa u
0053aHHOCTH B pa3HbIX c(epax rocy1apcTBEHHOIO YIPABICHUS, XO3IHCTBEHHOMN UM HHOU
JeSITeTbHOCTH;
B) CBOJI IPABHJI, PETyIUPYIOIINX JAeSITeIbHOCTh OpraHu3aluii, B pa3HbIX chepax
rOCYJIapCTBEHHOTO YIIPABIICHUS, XO3IMCTBEHHON HJIM MHOM JAESTEIbHOCTH.
Kto yrBepxaaer ycras:
a) IIaBHbBIN OyXranrep;
0) pyKOBOAMTENb;
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B) CEKpETaphb.
KaxoB nopsinox opopmieHus 1 NOAMUCaHUS MPUKa3a:
a) CHauaja MoJMKCh, IOTOM M€YaTh;
0) cHauaJsa rnevarb, MOTOM MOIIUCH;
B) BO3MO>KHBI JIBa BapHaHTA.
Pa3HOBUIHOCTD CITpaBKU:
a) UHIUBUYalbHAs,
0) cimyxeOHas;,
B) ceMelHasl.
Pa3HoBUIHOCTD CiTyke0HOTO MHUChMa:
a) 0OBSCHUTENbHAS,
0) pacniopsIMTeIbHAS,
B) JOJIKHOCTHasI.
B ciy>xeOHOM mHCcbMe yale Bcero ynorpeosercs opma oOpalieHus:
a) r1yOO0KOyBaKaeMbIif;
0) yBa)kaeMblii;
B) MHOTOYBaKa€MbIH.
. [Iprka3bl MO IUYHOMY COCTaBY:
a) XpaHATCS OTJIEITHHO OT HOPMATUBHBIX IIPUKA30B H UMEIOT OOIIYI0 HYyMEpaIHnIo;
0) XpaHATCS OTJENBHO OT HOPMATUBHBIX MPUKA30B U UMEIOT CBOIO HYMEPAIIHIO;
B) XpaHATCS BMECTE HOPMATHBHBIMH IMPUKA3aMH H UMEIOT OOIIYI0 HyMEPaIHIO.
. Ha tenerpadmnsiii 3anpoc 1aTh OTBET MOJAraeTcs B:
a) 24 4aca;
0) nBa qHS;
B) TpU AHSL.
. Ha nucpmo gath oTBeT monaraeTcs B:
a) MTh JTHEH;
0) necsATh THEH;
B) CEMb JIHEH.
. B muceMeHHOM 00panieHnu cIoBa «roCTIOAMH U «TOCIOXKa:
a) MULIYTCS TIOJTHOCTHIO BCET/A;
0) MUIIYTCS MOJTHOCTHIO MPH OOPAIIEHUH K BBICOKOTIOCTABICHHBIM JIUIAM;
B) COKpalatoTCsl BCETa.
. B kakux mokyMeHTax psoM ¢ perUCTPAIlMOHHBIM HOMEPOM yKa3zbiBaeTcst OykBa «JI» u «K»: a)
aKTHI,
0) IOKJIaHBIC 3AITUCKH;
B) TIPHUKAa3bl 10 OCHOBHOM JICSITEITLHOCTH;
T') IPUKa3bl TI0 JUMYHOMY COCTaBY; 1) CIIPABKH.
. B kakoMm oKyMeHTe MOTYT OBITh OTOBOPEHBI YCIIOBHUS PEOPTraHU3AINN U INKBHUIAINN
OpraHH3aIliu:
a) B YcTaBe opraHusaluy;
0) B [TonmoskeHNU O CTPYKTYPHOM TOJpa3ACICHUY;
B) B JIOJDKHOCTHOW MHCTPYKIIHH.
. Uto siBIsieTCs 1aTOM MPOTOKOJIA:
a) Jara MOAIMCAaHUs MPOTOKOJIA;
0) maTta 3aceaHus;
B) JlaTa PETUCTPAIMH TPOTOKOJIA.
. Dopmynsip-o6pazerr OpraHNu3aIMOHHO-PACTIOPATUTEILHOTO TOKYMEHTA MIPEICTaBISET COOO0M:
a) MakeT 0JlaHKa TOKyMEHTa, IOJrOTOBJIEHHOTO K U3JaHUIO TUITOTpadCKUM CIIOCOO0M;
6) obpazer 61aHKa JOKYMEHTA;
B) CXEMY PacIOI0KECHUS PEKBH3UTOB OPTraHU3AIIMOHHO-PACTIOPSAUTEIIEHOTO JOKYMEHTA;
r) oOpa3zel] KOHKPETHOTO BUa OPraHU3alMOHHO-PACTIOPSIUTENHHOTO JOKYMEHTA.
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18. ABTOpOM CITy>K€OHOTO NMUChMa SABISETCA:
a) TOJKHOCTHOE JIUIIO0, IOJIUCABIIEE JOKYMEHT;
0) MCIIOJIHUTENb, COCTABUBIINHA JJOKYMEHT;
B) OpraHu3alys, OT UMEHU KOTOPOU OTIPABISETCS MUCHMO.
19. ITouToBHIif afpec B peKBU3UTE «AJlpecaTy Ha CIyKeOHOM MUChbME yKa3bIBAeTCs: a) BCEIJa;
0) B HEKOTOPBIX CIIy4asx;
B) HE YKa3bIBaeTCsl.
20. Ha xaxoMm ci1y»keOHOM IUChbME MPOCTABIISETCS CChUIKA HA HOMEP U ATy IOKYMEHTa: a)
TrapaHTUIHOM;
0) COITPOBOIUTEIHLHOM;
B) OTBETHOM;
T') IUPKYJISPHOM;
1) Ha BCEX MHUChMaX.
21. Yro sBIsSETCSA TATOM CIPABKU:
a) J1aTa MoAMUCaHUs;
0) maTta 3aceqaHus;
B) /J1aTa PETUCTPALIUU.
22. Tlognuchy pyKOBOIUTENS HA MPUKAa3e 3aBepsieTcs MeYaThbio: a) BCerna;
0) HUKOT 1A,
B) 110 YKa3aHUIO PYKOBOIUTEIIS.
23. [levaTs Ha OPraHNU3aLMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTaX MPOCTABIISCTCS:
a) Ha 1'0OOM CBOOOTHOM MECTE;
0) Hke pexkBu3uTa «lloamucey;
B) JIOJDKHA OBITh 3aXBaveHa JIMYHAS TOJITHUCH;
T') JOJDKHA OBITH 3aXBaYeHA YaCTh HAMMEHOBAHUS JTOJKHOCTH JIMLIA, ITOAIMCABIIETO TJOKYMEHT.
24. Bu3sbl Ha pacopsiAUTEIbHBIX TOKYMEHTAX MPOCTABIISIOTCS:
a) Ha TIEPBOM JIUCTE MOUTMHHUKA JOKYMEHTA,
0) Ha MOCJeIHEM JINCTE TOITMHHUKA TOKYMEHTA;
B) Ha TIEPBOM JIFICTE BTOPOTO IK3EMIUAPA JOKYMEHTA;
I') Ha MOCJIEIHEM JIUCTE BTOPOTO IK3EMILIApa JOKYMEHTA.
25. K mpoToKoITy B KaueCTBE MPHUIIOKEHUS JODKEH OBITH 0(DOPMIIEH CITHCOK MPUCYTCTBYIOMINX
a) ecliu MPUCYTCTBYIOLIMX OoJiee 5 4enoBex;
0) ecu mpucyTcTBYIOmuUX 6osee 10 yenosek;
B) €CJIM MIPUCYTCTBYIOIUX Oojiee 15 uenosex;
T') IpH JIFOOOM KOJIMYECTBE TPUTIIAMICHHBIX;
1) €CJIM Ha COBELIAaHUU MPUCYTCTBYIOT NPUTJIAIIEHHBIE U3 IPYTUX YUPEKICHUH.
26. Kakoii pekBH3HUT He BXOIUT B (hOpMYJISIp TIPUKa3a M0 OCHOBHOM JIEATEIbHOCTH:
a) Ha3BaHUE OpraHU3allNY;
0) BUJI TOKYMEHTA;
B) MECTO M3JIaHMS;
T) ajpecar;
1) 3ar0JIOBOK K TEKCTY.
27. Kakoe yTBep»/IeHHUE SIBIISICTCS IPABIIILHBIM:
a) Bce OPJ] ohopmitsitoTest Ha opuIMaATBHBIX OJIaHKaX;
0) Bce OPJI MmoxxHO 0popMIIsTH HE HA OJIaHKaX, KpOME TIPUKA30B | IHCEM;
B) oTaenbHbIe BUAbl OPJl nomyckaercst opopMisATh He Ha OJaHKax;
r) OPJ] opopmisitorest Ha 6i1aHKax WK 6€3 HUX 10 YCMOTPEHUIO OpraHU3aluH.
28. Kakue TOKyMEHTHI SIBIISIIOTCS pacriopsIUTeIbHBIMHU:
a) JOJDKHOCTHAsI HHCTPYKITHS, IPUKa3, pelIeHNne, YKa3aHue,
0) npukas, pelieHre, ykazaHue, oCTaHOBJICHNE, PAaCTIOPSKEHHE;
B) peIIeHHE, TOTOBOP (KOHTPAKT), YKa3aHHE, MPUKa3, IPOTOKOJ, PACTIOPSIKEHUE.
29. Kakue JOKyMEHTHI SIBJISIOTCS] OpraHU3alliOHHBIMHU:
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30.

31.

32.

33.

34.

35.

a) yCTaB, MOJIOKCHHUE, MHCTPYKITUS, CTPYKTYpa U IITaTHAS. YUCIIEHHOCTb, ITATHOE PACITHCAHHE,
MpaBUIIa;

0) ycraB, OJIOKEHUE, POTOKOJ, TOCTAHOBJICHHE, TIPABHIIA, IITATHOE PACIIUCAHUE, IOTOBOP
(KOHTpAKT);

B) yCTaB, MOJIOKEHUE, UHCTPYKIIMSI, IITATHOE PACIUCAHKE, IPABUIIA, TIPUKA3, TOTOBOP
(KOHTpAKT).

CrnpaBouHO-UH()OPMAIIMOHHBIMHA JOKYMEHTAMU SIBJISIOTCS:

a) MUChbMO, TeJerpamMma, TeneoHorpamma, 3asiBI€HHUE, akT, TOKJIa Has 3aM1cKa,
OOBSICHUTEINIbHAS 3aIMCKa, CIIPABKa;

0) nmuceMo, (hakc, Tenedaxc, 3asBICHHUE, aKT, IPEJCTaBICHUE, AHKETa, JOKJIaHas 3aIUCKa;
B) IUCHMO, (akc, 3asBIICHUE, aKT, IPEICTABICHIE, JOKIAIHAS 3aIICKa, OObSICHUTEIbHAS
3anMckKa, aHKeTa.

Kakas gacTtp npuka3sa sBisieTcst 00s13aTeIbHOM:

a) KOHCTaTUpYIOIIas;

0) pacropsiiuTenbHAs;

B) o0e.

JIOJ>KHOCTHYIO MHCTPYKIMIO BBOJUT B JIEVCTBHUE:

a) pyKOBOJHUTEINb OpraHU3allHH;

0) PYKOBOJHTEIH CTPYKTYPHOTO MOAPA3/ICIICHHUS,

B) HauaJIbHUK OTJENA KaJIPOB;

I') HUKTO HE BBOJIUT, €CJIM OHA TUIIOBas.

Kak BHOCATCS M3MEHEHUS B JJOTHKHOCTHYIO HHCTPYKIIHIO:

a) I3MECHECHHS 0(OPMIISIOTCS Ha OT/ICITBLHOM JIUCTE U MIPHIATAOTCS K ISHCTBYOIICH
JOJKHOCTHOM MHCTPYKIIUU;

0) U3MCHEHUS BIMCHIBAIOTCS HAJl 3a4EPKHYTBIM CTAPBIM TEKCTOM C COOTBETCTBYIOIIUMU
nosicieHusiMu («/crpaBieHHOMY BEpUTh», IOJIMUCH, J1aTa, 1e4YaTh);

B) U3MEHEHUS BBOJIATCS ITyTEM U3JIaHUsI COOTBETCTBYIOIIETO MPUKA3a;

T') JOJHKHOCTHAS! HHCTPYKIIHS MOJTHOCTBIO MIEPereyaThiBaeTCs C Y4€TOM BHOCUMBIX U3MEHEHUN
Y 3aHOBO YTBEPKIAETCHI.

JIOMKHOCTHBIE UHCTPYKIIUU COTPYAHUKOB (PUPMBI XpaHITCS: a) 5 JeT;

0) 10 ner;

B) 75 ner;,

r) 3 TOJa TI0CIie 3aMEeHbI HOBBIMU;

1) 10 MUHOBaHUS HaJIOOHOCTH.

[IpoTokosibl 001KX cOOpaHuil COTPYAHUKOB (PUPMBI XpaHsTCS: a) 5 JeT;

0) MOCTOSTHHO;

B) 75 ner;

r) 3 rona;

1) 10 MUHOBaHUS HaJOOHOCTH

Tewma 1.3 KagpoBast jokymeHTaus

TecroBble 3agaHus

OcHoBaHMe U31aHus IPHUKa3a 00 YBOJIBHEHUH COTPYIHUKA (UPMBI CONEPIKUTCS: a) B
3aroJI0BKE;

0) B KOHCTaTHPYIOIIEH YacTH MPHUKA3a;

B) B O3UIMH TeKcTa «OCHOBaHUEY;

T') B IPUJIaraeMbIX JOKYMEHTaX;

1) B pacriopsiANTEIIbHON YaCTH TEKCTa MPUKasa.

B nuyHOe n1eno coTpyaHUKa HE MOIINBAIOTCS:

a) KO JJOKYMEHTOB 00 00pa3oBaHuu;

0) TMYHBIN TUCTOK IO YYETY KaJpPOB;

B) BBINKCKA U3 MPUKa3a 00 YBOJIbHEHUU;

T') BBIIIICKA U3 TIPHUKa3a O MPEIOCTaBICHUH OTITYCKa;
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10.

1) BBINKACKA U3 TIPUKa3a 0 MpUeMe Ha padoTy.
TpadapeTHbIM TOKYyMEHTOM SIBJISICTCSI:

a) aBToOHorpadus;

0) pesrome;

B) aHKETA.

JIOKyMEHT, KOTOPBIH OTpa)KaeT B3aMMOOTHOIICHUS! pa0OTHHUKA C PYKOBOACTBOM:
a) TpyJOBasi KHIKKa;

0) TpyI0OBO# TOTOBOP;

B) IIpHKa3 O MpHeMe Ha padoTy.

Cpok XpaHeHHs IPUKA30B 110 JINYHOMY COCTaBY:

a) 5 ner;

0) 10 ner;

B) 75 ner.

JlomycKaroTCst JI COKpAIEHHsI B TPYIOBOW KHUXKKE:

a) 1a;

0) Her;

B) TOJIbKO OOIIETIPUHSATHIE

JlyOonmukaT Tpy0BOM KHMXKKHU BBIJACTCSl B TCUCHUU:

a) 7 nHei;

0) 10 nHuei;

B) 15 nuei.

CKOJIBKO 3K3EMILIIPOB UMEET TPYOBOH JIOTOBOP:

a) l;

0) 2;

B) 110 YCMOTPEHUIO NPEANPUATHS.

JIOKyMEHT, B IPOU3BOJIBHOM (hOpME OMUCHIBAIOIINN OCHOBHBIC ATAIIbI JKU3HU U
TPYLOYCTPONCTBA:

a) apToOuorpadus;

0) pestome;

B) aHKeTa.

Hyw™mepanus nmprkas3oB 10 JIMYHOMY COCTaBY MPOU3BOIUTCS:
a) B BAJIOBOM MOPSJIKE;

0) B OJTHOM KypHAJIE ¢ TIPUKa3aMH 10 OCHOBHOM JICSITEIbHOCTH;
B) HE IPOU3BOIUTHCSL.

Tema 1.4 Jlenexxubie U (MHAHCOBO-PACYETHBIE JOKYMEHTBI
TecroBble 3agaHus

Kem nmoanuceIBaroTCss JOKYMEHTBI, COCTaBIsIEMbIe KOMUCCHUEH:
a) pyYKOBOAMUTEJIEM OpTaHU3aI1u;

0) mpencenarenem;

B) TIpeJICeIaTelIeM U WICHaMU KOMHUCCHH,

T) IpeceaaTeNieM U CEeKpeTapeM.

JlokyMeHT, ohopMIISIOLIUI coryiacue 00 5JKOHOMUYECKOM COTPYIHUYECTBE: a) KOHTPAKT;

0) TpyAOBO# 10TOBOD;
B) JIOTOBOD.
JIoKyMeHT, cocTaBiIsieMblii KOMUCCUEN — 3TO:
a) aKT;
0) noroBop;
B) IIPOTOKOJI.
[TucbmMeHHOe MpeIokKEHNE O 3aKIIFOUEHHUH JI0r0BOpa:
a) aKIenT;
0) odepra;
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B) oBepapadrT.
5. Cpok xpaHeHHUs KOMMEPUYECKOTO I0TOBOPA COCTABIISIET:
a) 3 rona;
0) 5 ner;
B) 10 ner.
6. B CKOJIBKHX 3K3EMILISIPax COCTaBISETCS TOTOBOP:
a) Tpex;
0) ogHOM;
B) JABYX.
7. AKT, KOTOpBIIl COCTaBIIsIeTCs IPU HECOOTBETCTBUU KOJIMYECTBA TOBApa, HA3bIBACTCS: a)
KOMMEPYECKU;
0) MHBEHTAPHU3AIlMOHHBIH;
B) HECOOTBETCTBHUSI.
8. MakcumalnbHbIi CpoK CITy>KeOHOU JOBEPEHHOCTH COCTABJISET:
a) 5 nHeit;
0) Henens;
B) 15 nuei.
9. Cpok xpaHeHHUs JOTrOBOpa UCYUCIIAETCS C:
a) 1aThl MOJIMTUCAHUSI IOTOBOPA;
0) maTel orIaThl padoT;
B) JIaThI BBHITIOJIHEHUS €TI0 YCIOBUM.
10. U3 ckonpKUX YacTeil COCTOUT TEKCT aKTa:
a) OJTHOII;
0) OBYX;
B) Tpex
Tema 1.5 JloroBopHO-ipaBoBasi JOKYMEHTALIMS
TecroBble 3agaHus
1. B mexayHapoHOI Mepenucke nara:
a) MULIETCS ¢ YKa3aHWEeM Mecsila apabCKUMU uppaMu;
0) mumIeTcs ¢ ykazaHHEM Mecslla OyKBamu;
B) MUIIETCS C YKa3aHUEM MeCSIa PUMCKUMH U pamH.
2. JlenoBoe mUCHMO ClieyeT MUcaTh Ha:
a) OnaHke;
0) 4MCTOM IIHCTE;
B) 00a BapuaHTa.
3. TlucbMeHHOE MOATBEPKICHHE O 3aKIIOYECHIH KOHTPAKTA!
a) aKIenT;
0) odepra;
B) oBepapadr.
4. B xakol BaJIOTe 3aKII0YAIOTCS MEKIyHApOIHBIE KOHTPAKThl Poccuu: a) mommap;
0) pyOs;
B) €BpO.
5. Cpok XpaHeHUs MEXITYHAPOIHBIX KOHTPAKTOB:
a) 5 ner;
6) 10 mer;
B) 15 ner.
6. CaMblif pactipOCTpaHEHHBIH S3BIK B ICTIOBOM MEPEMUCKE — 3TO:
a) aHTJINHCKHIA;
0) pycckuii;
B) (ppaHITy3CKUH.
7. Kakoe KoJIM4ecTBO PEKBU3UTOB COJICPKUT MEXIyHApOIHOE TUChMO: a) 10;
0) 12;
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10.

B) 15.

SI3BIKOBOM SKBUBAJIEHT CJIOBA «JI0IOBOP»:

a) aKT;

0) KOHTPAKT;

B) oBepApadr.

C kakoro MOMEHTa Ha4YMHAETCA OTCUET CPOKA XPAHEHUS TIOTOBOPHBIX JOKYMEHTOB:
a) C MOMEHTA 3aKJIIOYEHUs JOTOBOPA;

0) c MOMEHTa OKOHYaHHS CpOKa JIeHCTBUS JOTOBOPA;

B) C HOBOT'O KaJICHAPHOIO I'0/1a MOCJe 3aKJII0UECHHS JIOTOBOPa;

I') C HOBOT'O KaJIEHJAapHOTO0 roJla Mocje OKOHYaHUS CPOKa JEHCTBHS 10TOBOPA.
JloroBopHbBIE OTHOILICHUS PETYIUPYIOTCS:

a) TpynoBeiM KosiekCcOM PD;

0) I'paxxnanckum Konexcom PD;

B) YronoBubiM Konexcom PO.

Tewma 2.1 [TonsiTe TOKYyMEHTOOOOPOTA, PETUCTPALIUS JOKYMEHTOB
TecToBbIe 3a/1aHU

. okymMeHT0000pOT — 3TO:

a) IBMKCHHE JOKYMEHTOB B OPTaHHU3AIMA C MOMECHTA WX CO3JIaHUS WIIM TIOTyYEHUS JI0
3aBepILCHUS UCIIOJTHEHUS WIIM OTIPABJIICHUS B apXUB;

0) IBMKCHHE JOKYMEHTOB C OpraHU3allii B OPraHU3AIIHIO;

B) clla4a B apXUB.

. Mecto XpaHCHUA JOKYMCHTOB!:

a) ceid;
0) apxuB,
B) CKJIA];

. IlpaBuita 00pabOTKM BXOASIINX, HCXOIAIINX U BHYTPEHHUX JOKYMEHTOB:

a) PETUCTPUPYETCA B KYpHAIAX JOKYMEHTOB;
0) perucCTpUpyeTcst y pyKOBOJIUTEIIS,
B) PETUCTPUPYETCS y TJIABHOTO OyXxrairepa.

. I[OKYMGHTI)I, MOAJIMHHUKHN KOTOPBIX OCTAIOTCA B OpTraHHU3ali, BUSUPYIOTCS:

a) Ha 000OPOTHOM CTOPOHE MOCIIETHETO JUCTA MOATMHHHKA,
0) Ha JINLIEBOM CTOPOHE MOCJEIHErO JIUCTa MOATMHHHKA,;
B) Ha JIMLIEBOM CTOPOHE MOCIIEIHErO JINCTA KOIHUH.

. IIpu BBIIaYE COTPYAHUKY JOKYMEHTA U3 HE3ABEPIICHHOIO Jea:

a) JIEJI0 OTKIIAJbIBAETCS Ha CIIEIMATbHBINA CTENJIaXK, C BHECEHHEM COOTBETCTBYIONICH 3aMKCH B
KHUTH,

0) 1710 OTKJIAABIBACTCS Ha CTICIIUATBHBIA CTEILIAX;

B) B JIEJIO BCTABJISIETCS <«JTUCTOK-3aMEHUTENb.

. Ctpanuipl 60IbIINX 10 00BEMY TOKYMEHTOB:

a) He HyMepyIoTcs;
0) HyMepyrTCs apabCKUMU H(PPaMU CO BTOPOI CTPaHUIIBL;
B) HYMEPYIOTCS apaOCKUMU IudpaMu co TIEPBOMA CTPAHUIIBI.

. HpI/I6BITI/Ie Ha NprueM COTPYIHUKOB (I)I/IpMBI IMMO3KC PYKOBOAUTCIIAA CUUTACTCA:

a) COOTI0ZICHUEM ITHUKETA;
0) TpyObIM HapyIIEHUEM STHUKETA,
B) JIOITYCTUMBIM SIBJICHHEM.

. HpI/I HAlMMCAHUUW NPUTIIAIICHUA HAa IPUCM:

a) HUCTIONB3yeTCs 0011Iee 00palieHne K )KeHe U MYXKY;
0) nepBoii muIIeTcs: paMuIHs KEeHbl;
B) IIepBOM mUIIETCs haMUIHS MYyKa.
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9. Ha mpuemsl Tna 00e0B 1 3aBTPAKOB MPHUIJIALICHNAE CIEAYET PACcChlIaTh KAK MUHUMYM 3a: a)
HOJTOPHI HEJEIH;
0) Hememio;
B) IIATH JTHEH.
10. JIOKyMEHTO0O0POT — JBMKEHHE JOKYMEHTOB B OpPraHU3alli C MOMEHTA MX CO3JIaHHS
70: a) Iepeayy Ha MCIIOJIHEHUE;
0) MOIIIMBKHU B JICJIO;
B) 3aBEPIICHUS UCIIOJIHEHUS UIH OTIIPaBKU
Tema 2.2 McnonHeHnue 10KyMeHTOB. KOHTpOJIb HCIIOJTHEHUS.
TecroBble 3aanus
KeM ycTaHaBnuBaroTCst UHAMBHIyaIbHBIE CPOKU UCTIOITHEHUS TOKYMEHTOB:
a) pyKOBOJUTEJIEM CTPYKTYPHOI'O MOAPA3eNeHUs], TI€ UCIIOIHSAETCA JOKYMEHT; O)
KaHUEISAPUECH;
B) PYKOBOJUTEJIEM OpPTraHU3aLIH.
Kakwue ¢popmbl perucrpanuu 10KyMeHTOB B Poccun:
a) )KypHasbHas, 0) KapTO4Has;
B) aBTOMATHU3HPOBaHHAs;
I') BCE BBIIIENEPEUHUCIICHHBIE.
[Ipu perucrpanuu Kakux JOKYMEHTOB BMECTE C MOPSAKOBBIM PETUCTPAIIIOHHBIM HOMEPOM
IIPOCTABIISICTCS HOMED JIeJ1a, B KOTOPOM XPaHUTCS KOMHUS JOKYMEHTA: a) PUKa3bl;
0) IPOTOKOJIBI,
B) aKTBhI;
I') IUChbMa.
[Ipu perucTpanun Kakoro JOKYMEHTa J1aTy PperucTpalMy yKa3blBalOT HE B JEHb €r0
MOJITMCAHUS:
a) MpHUKas3;
0) IPOTOKOIT;
B) pEIICHHE;
I') IOCTAHOBJICHHE.
Kakue MoryT ObITh HOMEHKJIATYphI Ae:
a) KOHKpEeTHas;
0) npumepHas;
B) TUIIOBAs;
I') BCE BBIIIENIEPEUHCIICHHBIE.
B HOMeHKIaType Jes1 JOKYMEHThI CUCTEMaTU3UPYIOTCS:
a) 1o BUJaM JIOKYMEHTOB;
0) 1Mo coJiepKaHUIo;
B) 110 CPOKaM XpaHEHMUS;
I') BCE BBIILIECNIEPEUNCIICHHBIE.
Kto MoxeT paboTaTh ¢ TOKyMEHTaMHU, UMEIOLIMMHA KOMMEPUECKYIO TaliHy:
a) TOJIBKO PYKOBOJIUTEIb;
0) Bce paOOTHHUKH OpPTraHU3aIINN;
B) PYKOBOJIUTENN CTPYKTYPHBIX TIOAPA3/IeNICHIA, OpraHN3allHii;
I') paOOTHUKH, ONPEICTICHHbIE PYKOBOJUTEIIEM.
Hymepanus ctpanuil JOKyMeHTa MPOU3BOAUTCS:
a) 1O LEHTPY HIKHETO T0JIS;
0) B IpaBOM HUKHEM YTJTy TOKYMEHTa;
B) 110 LIEHTPY BEPXHETO MOJIS;
I') B IPaBOM BEPXHEM YTy JOKYMEHTA.
B pesynbrare paccMOTpeHUs! pyKOBOIUTENEM BXOJISAIIETO JOKYMEHTA Ha HEM TOSIBIISIETCS: a)
TIOJIITHCh;
0) pe3omnonus;
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10.

11.

12.

13.

14.

15.

B) BU3a.

JIOKyMEHTOOOO0POT YUPEKIECHUS PeaTu3yeTcsl B BUJE JOKYMEHTOIIOTOKOB:

a) BHELIHUE, BHYTPEHHUE;

0) odunmabHbBIE, JIMYHBIC,

B) HH(OpMAIIMOHHBIE, PACTIOPATUTEIbHBIC,

I') IO OCHOBHOM JI€ATEIILHOCTH, 110 IMYHOMY COCTaBY;

1) BXOJAIIUE, UCXOISLINE, BHYTPEHHUE.

Bxoasmuii JOKyMEHT NPOXOJUT CIIEAYIOUINE ITaIbl 00pabOTKH:

a) COCTaBJICHUE MPOEKTA — COTTIACOBaHUE — O(hOPMIICHUE — TTOANUCAHNE — PETUCTPALHS —
UCIIOJIHEHUE — HAIPaBJICHUE B JIENI0;

0) npuem — nepBUYHas 00paboTKa — MpeABAPUTEITHLHOE PACCMOTPEHNE — PACCMOTPEHHE
PYKOBOJUTEIEM — UCIIOJIHEHUE — HAIIPABJIICHUE B JIEJI0;

B) COCTaBJICHHE IIPOEKTa — COTIacOBaHKE — O(OPMIICHHE — ITOANMCAHUE — PETUCTPALIHS —
UCIIOJIHEHUE — OTIIPABJICHUE;

I') IpyeM — IepBUYHas 00paboTKa — IpeABAPUTEIHLHOE PACCMOTPEHNE — PETUCTPALUS —
paccMOTPEHHE PYKOBOAMUTEIEM — UCIIOJHEHUE — HAIIPABIECHUE B JIENI0;

1) opopMIIEHHE JOKYMEHTOB — ITOANKUCAHUE — PETUCTPALINS — COIVIACOBAHUE — YTBEPKJICHUE —
OTIIpaBKa.

Hcxopamuii JOKYMEHT IPOXOIUT CIEYIOIIHE dTarbl 00paboTKu:

a) COCTaBJIEHUE NTPOEKTAa — COIIACOBaHUE — O(hOPMIICHUE — OANMUCAHUE — PETUCTPALIHS —
WCIIOJIHEHUE — HAMPaBJIEHUE B JIENO;

0) npuem — nepBoHavagbHast 00padoTKa — MpeBapUTEIbHOE PACCMOTPEHHUE — PACCMOTPEHUE
PYKOBOJUTENEM — UCIIOJIHEHUE — HAIIPABJIEHUE B JIEJI0;

B) COCTaBJICHHE IIPOEKTa — COTIacoBaHue — 0(OpMIIEHUE — ITOANMCAHUE — PETUCTPALUs —
HCIIOJIHEHUE — OTIIPABKa;

r) opopmieHHe TOKyMEHTa — MOANKUCAHUE — PETUCTPALHsI — COTTIACOBAaHUE — YTBEP)KICHUE —
OTIIpaBKa.

BHyTpeHHUI JOKYMEHT POXOIUT CIEIYIOLINE ITarbl 00paboTKU:

a) COCTaBJIEHUE TIPOEKTA — COrjacoBaHne — 0(OPMIICHHE — MOJIMCAHUE — PETUCTpaLUs —
WCIIOJIHEHUE — HAIPaBIIEHUE B JIENO;

0) mpueM — nepBoHayvaibHasi 00padoTKa — IPeBaPUTEIHLHOE PACCMOTPEHNE — PACCMOTPEHHE
PYKOBOJUTENIEM — UCIIOJIHEHUE — HAIIPABIICHUE B JIEJIO0;

B) COCTaBJICHHE ITPOEKTA — COTJIacOBaHUE — O(pOpMIIEHHE — MTOANMCAHUE — PETUCTPALIUS —
OTIIPaBKa;

T') IpyUeM — MIepBOHaYaIbHas 00paboTKa — MPeIBAPUTEIHLHOE PACCMOTPEHUE — PETHCTPALIUS —
paccMOTpPEHHE PYKOBOAUTEIIEM — UCIIOJHEHUE — HAIIPABIEHUE B JIENIO;

1) ohopMIIeHHE JOKYMEHTA — MTOANKUCAHUE — PETUCTPALINS — COITIACOBAHHME — YTBEPKIECHUE —
OTIIpaBKa.

[Ipu npoBeneHny nepBoHaYaIbHON 00padOTKH BXOAAIIEH KOPPECTIOHICHIINH:

a) KOHBEPTHI BCETJja YHUUTOXAIOT, B J€JI0 MO/IINBAIOT TOJIBKO JOKYMEHTHI;

0) KOHBEPTHI HE YHUUTOKAIOT, OHU BCETJa MOAIINBAIOTCS BMECTE C IOKYMEHTAMH;

B) KOHBEPTHI YHHUTOXAIOT, KpOMe KoppecnoHaeH1uu ¢ rpupom «KoHpuaeHnanbsHo»;

') KOHBEPTHI YHUYTOXAIOT, KpOME KOPPECTIOHIEHIIUHN C OTMETKOM «JInuHO»;

1) KOHBEPThI HE YHUUYTOXKAIOT, €CIIM Ha CAMOM JIOKyMEHTE HEI0CTaTOYHO MHpopMaluu oo
aBTOpE WJIM XapaKkTepe JOKYMEHTa.

Texnonorusa JJOY cocTout U3 cleayronmx onepamii:

a) MPUEM — PE30JIIOLUS — PETUCTPALIUS — IPUHATUE PEHICHUN — UCTIOTHEHNE — KOHTPOJIb
WCIIOJIHEHUS — MTO/IIIMBKA B JIEJI0 — XPAHEHUE;

0) mpueM — perucTpaiys — HalpapJIeHUE Ha NCIIOJHEHUE — UCTIOTHEHHE — KOHTPOJIb
UCTIOJIHEHUS — OTIpaBKa — (popMUpOBaHUE Jie]l — XpaHEHHUE;

B) IPUEM — PETUCTpaLMs] — IPUHATHE PELICHUS — UCTIOJTHEHHE — KOHTPOJIb UCTIOTHEHUS —
OTIIpaBKa — [Iepe/iaya B apXUB — XpaHEHHUE.
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16.

17.

18.

19.

20.

21.

22.

23.

Br16op omnpenenenHol (OpMBI perHCTpaLuy 3aBUCHUT OT:

a) o0bema TJOKyMEHTO000pOTa;

0) KOJTM4ecTBa COTPYTHUKOB;

B) BHJIA I€ATEIILHOCTU OpraHU3aluy;

I') CTPYKTYpbI OpTaHU3alHH.

JIOKyMEHTBI PETUCTPUPYIOTCSL:

a) B ICHb MOCTYIJICHUS;

0) B 1eHb 0(hOPMIICHH S, COTJIACOBAHMS,;

B) B ICHb I€pe/layy HA UCIIOJIHEHUE;

I') IOCJIE€ UCTIONHEHUS; /1) Ha ATalle HAIlpaBJIEHHs B JEJIO.

[Tpu mocTyIIeHNU B YUPEKICHUE HE PETUCTPUPYIOTCS:

a) 3aIpocCHl;

0) cripaBKwy;

B) LIUPKYJISIPHBIE TUCbMA;

I') peKJIaMHbIE IMCbMA;

1) HOCTaHOBJICHHUS.

CpoOKH UCTIONTHEHUS TOKYMEHTOB UCUUCIISIOTCS:

a) B KaJICHJapHBIX JTHSX;

0) B pabo4nx JIHSX;

B) 110 YCMOTPEHUIO PYKOBOJMUTENS OpraHU3aliu.

Ecnu mocnieqauii 1eHb CpoKa UCIIOTHEHUS IPUXOANUTCS Ha HEPaOOUHid IeHb, TO IOKYMEHT
MOJUIEKUT UCTIOIHEHUIO:

a) He MO3JHee epBOro paboyero THs, CISTYIOMETO 3a HepadouM;
0) He mo3aHee padouero AHs, MPEALIECTBYIONIEro HepaboueMy THIO.
Pemrenue o mpouIeHNU CpOKa UCTIOTHEHUS TOKyMEHTa TPUHUMAETCS:
a) B ICHb UCTE€UYECHHUSI CPOKA MCIIOJIHEHMS;

0) 3a JIeHb 10 UCTEUYEHUS CPOKA UCTIOTHEHUS;

B) 3a 2 JIHA 10 UCTE€UYEHUS CPOKA UCTIOIHEHUS;

) 3a 3 1HA 0 UCTEUYEHUsl CPOKA UCTIOTHEHUSI.

JIOKYMEHT CUMTAETCs MCTIOJIHEHHBIM, €CIIN:

a) KOPPECMOHACHTY JIaH OTBET;

0) TOKyMEHT MCIIOJHEH B Ha3HAUYEHHBIN CPOK;

B) IOKyMEHT ITO/NMCAH PYKOBOIUTENIEM OpTaHU3allNH;

I') IOCTaBJIEHHBIE B IOKYMEHTE BOIPOCHI PEIIEHBI 10 CYIIECTBY, KOPPECIIOHICHTY JIaH OTBET.
CHsTHE TOKYMEHTa C KOHTPOJISI UCTIOTHEHHS 0(OPMIISETCS:

a) OTMETKOM 00 UCIIONIHEHUH U HaNpaBJIEHUH B JIEJI0;

0) OTMETKON 0 KOHTPOJIE UCIIOJIHEHUS;

B) OTMETKOI 00 UCTIOJTHUTETIE;

') OTMETKOM Il aBTOMATHYECKOT'O TIOMCKa JIOKyMEHTa (KOA-UACHTU(DHUKATOP HIEKTPOHHOU
KOIIMM JJOKYMEHTA).

Tema 2.3 Opranuzaiys onepaTUBHOTO XpaHEHUsI JOKYMEHTa
TecroBble 3a1anus

. JlokyMeHTBI (POpMHUPYIOTCS B Jiea B COOTBETCTBUU C:

a) MepevHeM JTOKYMEHTAIbHBIX MAaTEPHUAJIOB ¢ yKa3aHUEM CPOKOB XpaHEHHUS;
6) 'OCTowM Ha opraHu3aIMOHHO-PACTIOPSIUTEILHYIO JOKYMEHTAITHIO,

B) MHCTPYKITUEH 1O AETOMPOU3BOACTBY IaHHOM OpraHU3allnu;

') HOMCHKJIATYPOH JIeJ] OpraHu3aInu;

1) TIOJIOKeHHEM 00 OpraHH3aIliH.

. @opMupoOBaHUE 1€ B CTPYKTYPHBIX MOJPA3AETICHUSIX OpraHU3aliil OCYIECTBISIETC:

a) pYKOBOJUTEJIEM CTPYKTYPHOT'O MOApa3IeIeHHMS;
0) UCIIOJTHUTEIIIMU; B) 3aMECTUTENIIMA PYKOBOAMTENEH CTPYKTYPHBIX MOpa3/IeiIeHHH;
T') AETONPOU3BOICTBEHHBIMHU PaOOTHUKAMU
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3. Kaxkoit mpuHiun GpopMupoBaHus A€l SBISETCS OCHOBHBIM:
a) 10 CTENEHU Ba)KHOCTHU JIOKYMEHTOB;
0) 10 BU1aM JIOKYMEHTOB;
B) IO COJICPIKAHMIO;
T') 10 HOMEPAM.
4. B nena He pa3peraercs MOIIINBATS!
a) JOKYMEHTHI JPYTUX OpraHu3alui;
0) 1OKyMEeHTHI, 0()OPMIIEHHBIE C HAPYIIEHUEM YCTaHOBIJICHHBIX IIPABUII,;
B) IOKYMEHTBI JINYHOTO MPOUCXOXKICHHS;
I') JOKYMEHTBI APYTUX CTPYKTYPHBIX NOJPA3ICIICHUH.

5. Korga 3akanumnBaercst OpMHpPOBAHUE JIENa:

a) aeno popMHUpyeTcs B Ipeeaax KaleHIapHoro ro/ia (3a UCKI0YEHHUEM MepexoIaluX 1en);
0) nemno GpopMupyeTcst 10 TOCTHKEHUSI MAaKCUMAIBHOTO 00beMa B JIUCTAX, T.€. 10 250 TuCTOoB;
B) J1e710 GOpMUPYETCSI 10 YCMOTPEHHUIO OpraHu3alyu;

r) 1e70 GOPMHUPYETCS 10 OKOHYAHHSI PELICHHS BOIPOCA, HE3aBUCUMO OT KaJCHJAPHBIX CPOKOB.

6. Ykaxxute HOMep MPaBUILHOTO YTBEPIKICHUS:

a) BCe Jiena, 00pa3yromurecs B OpraHu3ainy, MOKHO TPOHYMEPOBATh CIUIOMIHOM MOPSIKOBOM
HyMepaluei;

0) Bce nena, oOpa3yromuecs B OpraHu3alny, ciIeyeT HyMepoBaTh CIUIOIIHOW OPSIKOBOH
HyMepaluel B rpejiesax KakJ0ro CTpyKTypHOI'O Opa3IesIeHus;

B) MH/IEKC KaXKJIOT0 JieJa JOJIKEH BKII0YAaTh HOMEP CTPYKTYPHOTO MOAPA3IEIECHUS U
MOPSAKOBBIM HOMEp JieJ1a B Ipe/ieax JaHHOIO CTPYKTYPHOTO MOJIpa3/IeeHus;

I') KaKJasi OpraHu3anys IpUMEHsIET CBOIO CUCTEMY MHAEKCAIMM JIel, TaK KaK 3TOT BOIIPOC HE
periaMeHTHPYeTCs ClieUuaIbHbIMA HOPMaTUBAMH.

7. Kak npaBuiIbHO JOKHBI ObITh IPOHYMEPOBAHBI JIUCTHI J1€J1a, IPEACTABISIONIUE COO0M
WUTIOCTPATUBHBIE U TEXHUUECKUE TOKYMEHTHI ((hoTorpadpuu, 4epTexku, CXEMBI U T.I1.):

a) B [IpaBOM BEPXHEM YTJIy JIUCTA;
0) B IpaBOM BEpXHEM YTJIy JIMCTA, HO HA 0OOPOTHOI €ro CTOPOHE;
B) TaKue JINCThI BOOOIIE HE HYMEPYIOTCs, TaK KaKk MH(pOpMaIus 0 HUX BHOCUTCS B
JMCT3aBEPUTENb JIENa;
') Ha 00OPOTHOM CTOPOHE JIUCTA B JIEBOM BEPXHEM YIIIy.
8. Cpoku XpaHEHHUs TOKyMEHTOB MOTYT YCTaHABINBATh:
a) pyKOBOJUTEINb OpraHU3allly;
0) 3aBeyIOIINI BEIOMCTBEHHBIM apXHBOM;
B) HavaJIbHUK ci1yk0b1 JIOY;
I') BKCIEPTHO-TIPOBEPOYHBIE KOMUCCHH aPXUBHBIX YUPEKACHUH.

9. Jlena ¢ MCTIOTHEHHBIMH JOKYMEHTaMH ITOCTOSTHHOTO ¥ BpeMeHHoro (cBbite 10 5ieT) cpoka
XpaHEeHUs oJyIeXkar nepeiade u3 CTPyKTYPHOTO Mo/ipa3AeiieHHs B apXUB OpraHu3anuu (mpu
€ro HaJIUYHH):

a) 10 UCTEYEHMH 5 JIeT UX XPAHEHUS B CTPYKTYPHOM MOJpa3IelieHHUH;
0) 1Mo UCTEYCHUH 3 JIET;

B) 10 UICTEUYECHUH 2 JIET;

T) 1o ucTedeHuu | rona;

1) IO OKOHYaHUHU KAJIEHAAPHOT'0 T0/1a;

€) cpa3y Iociie 3aBepiieHHs] POPMHUPOBAHUS;

) [0 YCMOTPEHUIO PYKOBOJIUTENS CTPYKTYPHOI'O MOIpa3IeIICHUS.

10. Ha 06moxky nena BpemeHHOro xpaneHus (10 10 jet) He BBIHOCUTCS HHGOpMAIUs: a)
CPOK XpaHEHHUS;

0) UHJIEKC Jiena;

B) KOJIMUECTBO JINCTOB, COJEPIKALINXCS B JIEIIE;
T') 3aTOJIOBOK JIEJIa;

1) AaTa 3aBeIeHUs Jena.
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Tema 2.4 ITonroroBka JOKYMEHTOB K apXMBHOMY XPaHEHHIO

3amanus.

1. lena, oroOpaHHBIE HAa ApXUBHOE XpaHEHUE, TPEOYIOT JONOIHUTEIBHOTO 0(OPMIICHUS
(pacmosoxxuTe Tanbl paboThl B IPAaBUIIBHOM MOCIEI0BATENBHOCTH):

1

2

3

4

5

IIPOU3BECTH HYMEPALUIO JTUCTOB JIeJIa B IPAaBOM BEPXHEM YIUIY IIPOCTHIM KapaHJAIIOM MU
HYMEpPaTOpOM;

JOKYMEHTHI B JieJie HeOOXOJMMO PaCIOIOXUTh B XPOHOJIOTHUECKOM MOPSI/IKE, €CITH OH HE
coOroaancs B mpouecce popMUpOBaHUS JIeNa;

MIEPEIUIECTH €10 WY IIPOIIUTH €ro CIIEHHAIbHBIMU HUTKAMU B YETHIPE IPOKOJIA;

Ha HanboJiee BaKHbIE JOKYMEHTHI (TI0 TMYHOMY COCTaBY HJIU COJIEprKalie KOMMEPUYECKYIO
TaliHy) COCTaBUTh BHYTPEHHUE OIKCH JIEJI, €CJIU OHU HE ObUIM COCTaBJIEHBI PaHEe, U MOIINUTh
UX B HayaJie JIena;

JIOTIOJIHUTEJIBHO yKa3aTh Ha 00JIOKKE Jiea KOJIMYECTBO JIMCTOB COIVIACHO 3aBEPUTEIHLHOTO
JIMCTY, CPOK XPAaHEHMS JIe1a, YTOUHUTh 3ar0JIOBOK M KpaliHHUE ATkl Jeja.

. HOKYMGHTBI C UCTCKIINMU CPOKaMU XpaHCHUA pa3peCIIacTCs YHUYTOXKATh, €CIIN:

a) eCTh IPUKa3 PyKOBOJIUTENSI OPraHU3allnu;

0) ecTh pa3pelieHre 3aBeIyIOIIEero BeIOMCTBEHHBIM apXHUBOM;
B) €CTb YTBEPKJICHHBIN aKT O BBIACICHUU /1€ K YHUUTOKEHHUIO;
T') €CTh pa3perieHne HIKCIEePTHON KOMUCCHH.

. Bce AcJ1a, IOATrOTOBJICHHBIC HA apXHWBHOC XPAHCHUC, ACJIAT HA ABC

TPYIIIIBL: JIOTTH
pyn
LIUTE).

. Ha AOKYMCHTHI, BBIACIICHHBIC K YHUYTOKCHUIO, COCTABJISICTCS (,I[OHI/II_HI/ITC

Ha3BaHUE JJOKYMEHTA).
- 0TOOp TOKYMEHTOB Ha FOCYIapCTBEHHOE XpaHEHUE WU
YCTaHOBJICHUE CPOKOB MX XPAaHEHHS Ha OCHOBE MPHHSITHIX KPUTEPHEB.

. B pesynbrate pabotsl DK (9KcrepTHas KOMUCCHSI) JOKYMEHTBI OPA3IENAI0TCs Ha 3 TPYIIIbL:

JIOKYMEHTBI, IepeJaBaeMbl€ B apXUB (CO CPOKOM XpAaHEHUS — CBBIIIIE JeT);
JOKYMEHTBI, HEOOXOIMMBIE JIJIsl JAJIbHEHIIIEro UCI0JIb30BaHMsI B JIEJIONPOU3BOICTBE (CO
CPOKOM XpaHEHHU - 10 JIET BKJIIOYHUTEIIBHO);

JOKYMEHTBI [TOJUIeXKalle YHUUTOXEHHIO (C UCTEKIIMMHU CPOKaMH XpaHEHUsl yTPAaTUBILINE
MIPaKTUYECKOE 3HAUCHHUE).

7. KOHTpOJIb NCHIOJHEHUS BKJIIOUAET TOCTAHOBKY Ha KOHTPOJIb, IPOBEPKY CBOEBPEMEHHOTO
JOBEICHUS JOKYMEHTA JI0 MCTIOTHUTEIS, IPEABAPUTEIHHYIO IPOBEPKY U PETYIUPOBAHHE X0/
UCTIOJHEHUS, y4eT U 00001IeHNe pe3yIbTaTOB KOHTPOJISI UCIIOJHEHUS JOKYyMEHTOB,
WHGOPMHUPOBAHNE PYKOBOAUTENSL. MOKHO BBIACTUTH TEKYIIHH, TPEAYIPEIUTEIHHBIN 1
UTOTOBBIM KOHTPOJIb.

IMon KOHTPOJIEM MTOHUMAIOT €KETHEBHYIO MOJITOTOBKY CBEIEHUH O
JOKYMEHTaX, CPOK HCIIOJIHEHHsI KOTOPBIX UCTEeKaeT ceroaHs. B xoze
KOHTPOJISI COCTABIISTIOTCS] CBOJIKH U TIPEAYIPEKIAIOTCS HCITOTHUTEIH M0 JOKYMEHTaM, CPOK
UCTIOJTHEHUS] KOTOPBIX HcTeKaeT yepe3 2—3 nus. K KOHTPOJIIIO OTHOCST
aHAJIUTUYECKYIO0 paboTy M0 00OOIICHUIO UCTIOHUTENbCKOW TUCIUILIUHBL U Pe3YyIbTaTOB
paboThI.

Tema 2.5 Wcnons3oBanue [I9BM B nenonpoun3BoacTse

TecroBble 3a1aHus
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10.

11.

12.

13.

UT0 Takoe pEeKBU3HUT:

a) 00s13aTeNbHbII MHPOPMALIMOHHBIN JIEMEHT, IPUCYIIUN TOMY UM HTHOMY BHIY
MUCHMEHHOTO TOKYMEHTA;

0) 00s3aTeNbHBIC IOMTOJTHEHHS K JJOKYMEHTaM;

B) CIIOCOO OTpaXKEHUS JOKYMEHTA.

UYro Takoe OaHK TOKYMEHTa:

a) CTaHAAPTHBIN JUCT Oenoi Oymaru;

0) oOpa3zerr 3armoTHEHUs JOKYMCHTA,

B) CTAHJAPTHBIN JHCT OyMaru ¢ BOCIPOU3BEICHHON Ha HEM IMOCTOSTHHOM HH(pOopMaIien
JOKYMEHTa U MECTOM, OTBEICHHBIM JIJIsl IepeMEHHOM HH(OpMALIUK.

Kakux ¢opmaros Oymara nmpuMeHsieTcs 1Jis U3rOTOBJICHUs OJTAHKOB JOKYMEHTOB: a) A4, AS;
0) Al, A6;

B) A3, A7.

Kakue pazmepsl mosieit JOIKHBI UMETh OJIaHKH IOKYMEHTOB:

a) m.10mm, 11.20MMm,B.-20MM, H-20MM;

0) m.10mm, 11.15MM,B.-20MM, H-20MM;

B) 11.10MMm, 71.10MM,B.-20MM, H-20MM.

['e u npu Kakux yciaoBUsIX MpUMEHseTCs pekBU3UT «I ocyaapcTBeHHBII repd Poccuiickoit
denepaununy»:

a) Ha OJlaHKax IIEHTPAIbHBIX OPraHOB (peiepalibHOM UCIIOHUTEILHON BIACTH;

0) Ha OJlaHKaX pacropsAAUTEIbHBIX JOKYMEHTOB;

B) Ha CIIPAaBOYHOM TOKYMEHTALIUU.

KakoBo HazHauenue pexBusuta «Kox opranuzamum»:

a) KoJ 00IIeCTBEHHOH Ki1accu(UKAIIMOHHOM MOTPeOHOCTH OpraHU3allNH;

0) K021 OOIIECTBEHHOTO KJIACCH(PHUKATOPA NPEATNPHUATHS U OPTaHU3ALHH;

B) KOJ1 000€CTOPOHHETO KJIacCU(UKATOPa TPOMBIIIICHHBIX OpraHU3aIuil.

Ha xakux JOKyMeHTaxX He MpOoCTaBIisieTCsl peKkBU3NT «HanMeHoBaHue BUIa JOKYMEHTa: a) B
OJaHKe MUCHbMa;

0) B OJaHKe MpuKas;

B) B OJIaHKE IPOTOKOJIA.

HazoBuTe npaBuiibHbINA cr1oco0 TaTUPOBaHUS JOKYMEHTOB:

a) 06 utons 2009r.;

6) 06.06.2009r.;

B) 2009r. utons 06.

Kaxum o06pa3om nmpocrasisieTcst peKBU3UT «PerucTpaiioHHbI HOMEp JOKYMEHTa:

a) nudpoBoe Wi OyKBEeHHO-IIM(PPOBOE 0003HAYEHHE JOKYMEHTA JI0 PETUCTPALIHH;

0) uudpooe uin OyKBeHHO-IIM(PPOBOE 0003HAUCHHUE TOKYMEHTA;

B) I poBoe WK OYKBEHHO-IIM(PPOBOE 0003HAUEHUE TOKYMEHTA MIPH €€ PETUCTPALIUU.
W3 kakux yacTeil COCTOUT PEKBU3UT «AJpecaT»:

a) HAMMEHOBaHKE OPTaHU3aIllMU U PUIUIECKOTO U (HU3HUECKOTO JINIIA;

0) HaumeHoBaHue opranuzanuu u PUO;

B) HAMEHOBAaHWE OPTaHU3AIHH.

W3 xakux gacteld COCTOUT peKBU3UT «I prQ yTBEpkKIACHUS TOKYMEHTa» MPH YTBEPIKICHUH
JOKYMEHTA JI0JDKHOCTHBIM JIUIIOM:

a) YTBEPX/IAIO, HanmeHoBaHWE JOMKHOCTHOTO JIMIIA, MHUIIAAJIBI, 1aTa, TIOIMKUCH, I1€YaTh;
0) YTBEPXIAIO, HauMeHOBaHHUE TOKHOCTHOTO JIUIA, HHUITUANBI, 1aTa, MTOAIUCE;

B) YTBEPXJIAIO, nHaumMeHOBaHME TOJDKHOCTHOTO JIMIIA, WHUITHAIIBI, TIO/IITUCH.

Kakum o6pazom 0603HadaeTcs Ha TOKYMEHTE PEKBU3UT «OTMETKA O KOHTPOJIEY:

a) O KOHTPOJIE;

6) KOHTPOJIb;

B) «K».

Jlata mOKyMeHTa BBITIONHSIETCS apaOCcKkuMu nudpamu:
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

a) 6e3 TOUKH ¢ poOesIoMm;

0) uepe3 TOUKy ¢ mpobenom;

B) "epe3 Touky 6e3 mpoberna.

Ecnu 1okyMeHT aipecyroT pyKOBOJAHUTENIO JaHHON OpraHU3aluy UM €T0 3aMECTUTEINIO, TO:
a) cHaJaJia MUIIYT TOJDKHOCTh ajpecarTa;

0) cHauaja MUITYT MHUIIMAIBI U (paMIIIHIO aapecara;

B) CHauaja MUIITYT OYTOBBIN aJpec OPraHU3aIINH.

Ecnu nokyMeHT cornacyercs ¢ JIMIIaMUi JaHHOTO YYPEKIEHUS, TO BU3bI COITIACOBAHMUS
MIPOCTABJISIOTCS:

a) B JICBOW HIKHEW YaCTH TI0JIS;

0) B IpaBOl HUKHEH YaCTH IOJIS,;

B) B IIPaBOM BEPXHEH YaCTH IOJI;

[IupuHa moJis ciaeBa Ha CITyKeOHOM MHUChbME JTOJKHA OBITH HE MEHee: a) 2 CM;

0) 2,5 cMm;

B) 3 cMm.

Pe3omonus pykoBoauTENsI HA JOKYMEHTE pacloiaraeTcs:

a) B JIEBOM HUYKHEH YacCTH MOJISI IOKYMEHTA;

0) B mpaBoii BepXHEH 4acTu MOJsl JOKYMEHTA,

B) B IIPaBOM HM)KHEW 4acTH MOJI JJOKYMEHTA.

B kakom cinyuae npaBuiibHO odopmiieH pekBU3UT «lloanucey» Ha OIaHKe JOKYMEHTa!

a) upexrop mkonsl Ne 7 B.A. [lerposa;

0) dupexrop mkomsl [IerpoBa B.A.;

B) upexrop B.A.Ilerposa.

CornacHo TpeboBanusmM, yctanoiaeHHbIM B [OCT P 6.30-2003, kaxxoe npeanpusitue
00513aHO TPUMEHSTH:

a) oOuuit 6naHk, 6JaHK MpHKa3a, OJaHKU KOHKPETHBIX BUJIOB IOKYMEHTOB;

0) 6naHK MpeanpuaATus, OIaHK MUChbMa, OJAHKN KOHKPETHBIX JTOJKHOCTHBIX JIUIL;

B) OJaHK MUChbMa, 001U OJ1aHK, OJIaHKU KOHKPETHBIX BHIOB JOKYMEHTOB.

[IpenmytiecTBa yriaoBoro mramiia 00eCIedrBaroT:

a) SKOHOMMIO TIJIOIIA U JINCTA;

0) COBpEeMEHHBIN JTHU3aiiH;

B) BbINOJIHEeHUe TpeboBanuii 'OCTa.

B xakxom BapuaHTe OTBETa MPAaBUIHLHO HA3BAHBI PEKBU3UTHI 00IIETO OJlaHKa:

a) HAMMEHOBaHKE OpraHU3aluu, SMOJIeMa OpraHU3aIlui M TOBAPHBIN 3HAK, HANMEHOBAHHE
Bunaa nokymenta, OI'PH, MTHH/KIIII, 3aronoBok k TeKCTy, aapecar;

0) HaMMEHOBaHNE OPTaHHU3AIH, MECTO ISl BHJIa JOKYMEHTA, aTa, PETUCTPALIMOHHBIA HOMEp
JOKYMEHTa, MECTO COCTABJICHHS,

B) HAaMEHOBaHWe opranuzanuu, ko opranuzanuu, OI'PH, MHH/KIIII, cnpaBo4Hble naHHbIE
00 opraHm3aIyy, JaTa, PerUCTPAMOHHBIA HOMEP, CChUTKA Ha PETUCTPAIMOHHBIA HOMEp H JaTy
JOKYMEHTA.

B xakom BapuaHTe OTBETa Ha3BaHBI PEKBU3UTHI KOHKPETHOTO BUIa JOKYMEHTA!

a) TOCY/IapCTBEHHBIN Tep0, KoJ GOpMbI TOKYyMEHTa, HAUMEHOBAHUE BUIA JOKYMEHTA,
PETHCTPAIIMOHHBIA HOMED, JIaTa JJOKYMEHTa, MECTO COCTABIICHUS;

0) HaMMEHOBaHHE OpTaHHU3AINH, SMOJIeMa WM TOBapHBIM 3HaK, HAUMEHOBAaHUE BUIA
JOKYMEHTA, KOJT OpraHU3aIy, Ko GOpMBI JOKYMEHTA, JlaTa, PETHCTPAIIMOHHBIN HOMED;

B) HAMEHOBaHWE OpPTaHU3AIMH, HANMEHOBAHKE BU/IA IOKYMEHTA, PETUCTPALIMOHHBIN HOMED,
JaTa JOKyMEHTa, MECTO CO3JIaHUs JOKYMEHTA.

B xakom BapuaHTe OTBeTa MPaBUIBLHO HA3BaHBl PEKBU3UTHI OJTaHKA MHCHMA:

a) HAMMEHOBAHKE OpTraHU3aIluH, KOJI OpPraHU3aI|H, KO (POPMBI TOKYMEHTA, CIIPABOYHBIC
JaHHBIE 00 OpTraHU3AIINH;

0) HaMMEHOBAaHHE OpTaHW3AIMH, HANMECHOBAHKE BHJIA JIOKYMEHTA, JaTa, PErUCTPAMOHHBIN
HOMED;
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24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

B) HAMEHOBaHWE OpPTaHU3AIINH, CIIPAaBOYHbBIC JaHHbIe 00 opranuzanuu, OI'PH, MTHH/KIIII,
JlaTa, perucTPalMOHHBIA HOMED, CChUIKA HA PETUCTPALMOHHBIN HOMED U 1Ty 1OKYMEHTA.
B kakom BapuaHTe NpaBUIHHO Ha3BaHbI PEKBU3UTHI OJIaHKa MPHUKa3a:

a) TOCYJJapCTBEHHBbIH repO, HaUMEHOBaHKWE OPraHU3alMK, HAUMEHOBAHUE BUJIA IOKYMEHTA
«[TPMKA3», nata nokymeHTa, perucTpallMOHHbIA HOMEP, MECTO COCTaBJICHMUS;

0) rocyapcTBEeHHBIH repd, HAMMEHOBAHUE OpraHU3allii, HAMMEHOBAaHUE BUJa TOKYMEHTa
«[TPUKA3», nata, perucTpaiiiOHHBII HOMEP, MECTO COCTABIICHHS, CIPABOYHBIE JaHHBIE 00
OpraHu3aluy;

B) 3MOJemMa, HaMMeHOBaHue opranu3auuu, Bua qokymenta « [ IPUKA3», nata, mecto
COCTaBJICHHUSL.

PexBH3UT 1OKYMEHTa — 3TO:

a) GupMEeHHBIN OJIaHK;

0) OCHOBHAs 9acTh JOKYMEHTA;

B) €r0 OT/JEJIbHAs YacTb.

W nenTuuKamoHHBIMU PEKBU3UTAMH JOKYMEHTA SIBIISIFOTCS:

a) aBTOp, BUJI, JaTa, MHJEKC, TEKCT, [TOJIIUCH;

0) marta, MHAEKC, TEKCT, OJIHCH, IIeYaTh, aJipecar;

B) aBTOp, aJipecaT, BU3a, HOJIKCh, IIeYaTh, TEKCT.

I'pud yTBepx)IeHUS CTaBUTCS:

a) Ha IOKyMEHTAaX, YKa3aHHbIX PYKOBOJIUTEIEM (DUPMBI;

0) Ha JOKYMEHTaX, OTPEIEICHHBIX 3aKOHOAATEIIbCTBOM;

B) Ha BCEX BHYTPEHHUX JOKYMEHTaX.

Kakum criocobom mpocTapisieTcs Aata B rpude yrBepKIeHHs JOKYMEHTa!

a) MalIMHOIKCHBIM CIIOCOOO0M;

0) poCTaBISIETCS OT PYKU CEKPETApeM IMOCIe YTBEPIKICHHS TOKYMEHTA PYKOBOIUTEIIEM;
B) MPOCTABJIETCS CAMUM PYKOBOAUTEIIEM B MOMEHT YTBEP)KJICHHSI JOKYMEHTA;

T') IPOCTABJISETCS JIFOOBIM CIIOCOOOM.

O0s3arenbHOMY YTBEPKICHUIO MOJIEXKAT:

a) MPUKa3bl;

0) ciyxeOHbIe 3aMHCKU;

B) KOHTPAKTBI;

I') IITaTHOE paclyCcaHue;

1) rapaHTUHHBIE TUChMA.

ABTOpOM CITy’K€OHOTO NMUChMa SBISETCA:

a) TOJKHOCTHOE JIUIIO0, IOJIUCABIIEE JOKYMEHT;

0) UCIIOJIHUTENb, COCTABUBIINH JOKYMEHT;

B) OpraHu3alus, OT UMEHU KOTOPOW OTIPABISETCS MUCHMO.

Ha noxyMmeHTax paspemaercs IpocTaBisTh He Oosiee:

a) OJTHOTO ajipeca;

0) ABYX aJIpecoB;

B) TPEX aJPECOB;

T') YETHIPEX aJPECOB.

3aroyioBOK K TEKCTY JOKYMEHTa MOYKHO HE COCTaBIISTh:

a) Ha COBMECTHBIX JIOKyMEHTAaX;

0) Ha IOKYMEHTAax, COCTaBJIEHHbBIX Ha OJIaHKAX JIOJKHOCTHOTO JIULIA;

B) Ha JJOKYMEHTaX, HalpaBJIIEMBbIX B [10/IBEJOMCTBEHHbBIE YUPEIKICHHUS;

) Ha JJoKyMeHTax (opmara A 5.

OTMeTKyY 0 HaJIMUUU MPUIOKEHUS 00s13aTEIbHO NUMEET:

a) 3ampoc;

6) MHPOPMALIMOHHOE MTHUCHMO;

B) COIIPOBOJUTENHLHOE MHUCHMO;

T') BCE CITyKeOHbIE TOKYMEHTHI.
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34. Ilpu cocTaBiIeHUU OTMETKH O MPHIJIOKEHUU K TEKCTY CIy)eOHOro MUChbMa HE YKa3bIBaeTCs
KOJINYECTBO JIMCTOB, €CIIM MIPUIaraeMblil TOKYMEHT:

a) Ha OJTHOM JIUCTE;
0) cuIKoM 00BEMHBIN;
B) Ha OJHOM JIHCTE C 000POTOM;
I') COpOIIIOPOBaH.

35. OT™MeTKa 0 KOHTPOJIE TIPOCTABIISIETCS HA JJOKYMEHTE:

a) Ha BEpXHEM I10JI€ B IPAaBOM YTJIYy;
0) Ha HUYKHEM TI0JI€ B TIPAaBOM YTILY;
B) Ha JICBOM IIOJIE;

I') IPOU3BOJIBHO.

36. PexBusut «lloanuce» Ha TOKYMEHTAax, MOAMUCHIBAEMbIX JBYMs JOJKHOCTHBIMU JIULIAMU

OJTHOTO YPOBHS, 0OPMIISICTCS:

a) B /1Ba psiJia Ha OTHOM YPOBHE;

0) 0JIHa TIOJIITUCH TIOJ] APYTOIA;

B) 110 OJJHOM MOAINUCH B TBOMHOM KOJIMYECTBE 3K3EMIUIIPOB JOKYMEHTA.

37. Crioco0 yocToBepeHust JOKYMEHTA, POU3BOIUMBIN ITOCIIC TIOIITUCAHUS, CAHKITHOHUPYIOITUI
pacrpocTpaHeHHe ASHCTBUS TOKyMEHTa Ha ONpPEeNeHHbIN KpYTr YUpexKIeHUH, JOIKHOCTHBIX
JIMII — 3TO:

a) COIJIaCOBAHUE;

0) BU3MPOBaHMUE;

B) YTBEPKJICHUE;

I') IPOCTaBJIECHUE [1€YaTH;
1) 3aBEpeHUe.

38. Ha xakux qokymMeHTax TpeOyeTcst 00s3aTebHOe MPOCTABICHUE MTeYaTH:

a) Ha MpHKa3e 10 JIMYHOMY COCTaBY;
0) Ha MpHKa3e 10 OCHOBHOW JAEATEIbHOCTH;
B) Ha KOMMEPUYECKOM IPeJI0KEHUY;
') Ha TapaHTUMHOM IHCHME.
39. Pe3omonus npocTaBisieTcs:
a) B IPaBOM BEPXHEM YTIIY;
0) Ha MOJAX JOKYMEHTA;
B) Ha JII0OOM CBOOOJTHOM MECTE IOKYMEHTa, KPOME IOJIEH;
r) noj pexkBu3uToM «lloanuce.
40. OTMeTKy 00 HCIIOJIHUTENE PacIoaraoT:
a) Ha 000OPOTHOM CTOPOHE NEPBOTO JMCTA JTOKYMEHTA;
0) Ha JINLIEBOI CTOPOHE MEPBOTO JINCTA TOKYMEHTA Ha HUKHEM I10JI€;
B) Ha JIMLIEBOM MM 0OOPOTHON CTOPOHE MOCIEIHEr0 JUCTA JOKYMEHTA B JIEBOM HIDKHEM YIIIY;
I') Ha JIEBOM TI0JI€ IOKyMEHTA.

Kareropuu olieHku TecTa oIjeHKa «OTINYHO» - 86% 1 Oojee npaBUIbHBIX OTBETOB Ha
IIPETIOKEHHBIE BOIPOCHI OLIEHKA «XOPOIIO» - 0T 69% 1o 85% npaBuiIbHBIX OTBETOB Ha
MpeIJI0KEHHbIE BOMPOCHI
OLIEHKA «yJOBJIIETBOPUTEIBHO» - OT 51% 110 68% NpaBUIBHBIX OTBETOB Ha NPEAIOKEHHBIE
BOIIPOCHI OIIEHKA «HEYOBJIETBOPUTEIHHO) BBICTABIISETCS BO BCEX OCTAIbHBIX CIydasx
2.2.Matepuaibl IpOMEKyTOUHON aTTeCTalluu

KonTpomupyembie komnerenuuu: OK 01-05,0K 09, I1K 2.2.
ITpomesxytounoii atrrectanueit no aucuuminie OIT 06/JokymMeHTannoHHOE obecnieueHue
yIpaBieHus: NpoxXoauT B popme nuddepeHIpoBaHHBIN 3a4eT.
3ananue AudQepeHIMPOBaHHOrO 3a4eTa GOPMHUPYETCS U3 TEOPETUUECKUX BOIIPOCOB U 3a7au
IO BBILIETIEPEUUCIICHHBIM TEMaM.
IIpuMmepHBIii IepeueHb TEOPETUUECKUX BOIPOCOB K 3a4eTy
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UTto Takoe TOKyMEHT?

Urto Takoe O1aHK JOKYMEHTa, HA30BUTE BUIBI?

Yro takoe popmymsip JoKkymeHTa?

Krnaccudukanus 1oKyMEHTOB 110 CpecTBaM (PUKCAIIUU U Ha3HAYCHUIO.
Knaccudukanus J0KyMEHTOB 1O BUJAM JESITEIHHOCTH U MPOUCXOXKICHHIO.
Krnaccudukanus TOKyMEHTOB 110 MECTY COCTaBJICHUS U CPOKAM MCIIOHEHUS.
Knaccugukanus 10KyMEHTOB MO COJIEPKAHHIO U popme

Krnaccudukanus 10KyMEeHTOB MO IOPUAUYECKON CUJie U CTENEHU 0053aTeIbHOCTH.
Ha3zoBute Buabl 01aHKOB IOKYMEHTOB U CIIOCOOBI PAaCOI0KEHUSI PEKBU3UTOB HA OJIaHKE.
Jlaiite onpesesieHne pe30Iouy U €€ OTIUYHE OT BU3BIL.

Jlaiite onpeneneHrne NucbMa, HA30BUTE BU/IBI.

Jaiite onpesenenue A0KIaAHON, HA30BUTE COCTABHBIE YACTH TEKCTA.

JlaiiTe onpeneneHue MHCTPYKLIHH.

Jaiite onpeseneHne NOCTaHOBIICHUSI.

JlaiiTe onpeneneHue npruKasa, HA30BUTE COCTABHBIE YACTH TEKCTA.

Jlaiite onpezenenue NpoTOKOJa, HA30BUTE COCTABHBIE YAaCTH TEKCTA.

Jaiite onpeneneHre CpaBKu, HA30BUTE €€ BUJIBI.

Jlaiite onpesenenue JOKIaAHON 3allMCKU, HA30BUTE BUJIbI, HA30BUTE COCTABHBIE YaCTH TEKCTA.
JaiiTe onpenenenne 00bICHUTEILHOM 3aITUCKU.

JlaiiTe onpeseneHne aKTa, HA30BUTE COCTABHBIE YAaCTH TEKCTA.

Jaiite onpeneneHue npuKasa Ha30BUTE BUBI.

Haiite onpenenenue TenedoHOrpaMMBI.

Jlaiite onpeneneHue 3asBICHUs, HA30BUTE BUbI.

Haiite onpenenenue aproduorpaduu. [laiire onpenenenue cnyxe0HOM 3aMucKu
JlaiiTe onpenenenue TpyA0BOH KHUKKU.

Jaiite onpesenenne HOMEHKIIATYPHI JeJl, HA30BUTE BHUIBI.

Jaiite onpeneneHrne NucbMa, HA30BUTE BUIbI.

Haiite onpenenenue nucbma odeprta Jlaiite onpeneneHue pe3oaoLuu.

IIpuMmepHBIii IepedeHb NPAKTUYECKUX 3aJaHUM K 3a4eTy

JIJ1 KOMIUIEKTAIMK KaJpOB NMPEANPUATUS PYKOBOINUTENb U3/1a€T IpUKa3 (pactopsiKeHHe) 1o
OCHOBHOI1 JIeATENBHOCTH. B ponu cexperaps cocTaBbTe IPOEKT 3TOr0 IIPHUKa3a C YIIOBBIM
pacIoyIoKEHNEM PEKBU3UTOB.

JUis KOMITJIEKTallMK INTaTa CHElMaIMCTOB PYKOBOAWUTENb MPOBOIUT OTOOp KaHAMJIATOB Ha
JOJDKHOCTH  CIIELMAINCTOB, HA KOHKYPCHOM oOcHOBe. B poin kanauaatra Ha JTOJKHOCTb
crienuanucra (Oyxranrepa, MeHeKepa U.T.J1.) OATOTOBBTE PE3IOME Ul y4acThs B KOHKYpCE.
Ha npennpusatuu cocTosnocs coOpaHue Tpy10BOro KOJUIEKTHBA, HA KOTOPOM
paccMaTpUBaIKCh CIEAYIOLIUE BOIIPOCHI:

-Pe3ynbTaThl 1€ATEIbHOCTH NPEANPUATHS 34 NMPOLIECIIINN KBapTal. /JJoknaaduk: 3aMm.
PYKOBOIUTEIIS.

-B ponu cexperaps coctaBbTe U 0OPMUTE MPOTOKOJI MOJIHOMN PopMBbI. PEKBU3UTHI
3aroJ0BOYHON YaCTH PACIIOIOKUTE MPOIOIBHBIM (IEHTPOBAHHBIM) CIIOCOOOM.

C uenbro KOMIUIEKTOBAHUS 1ITATa CIEIIMATUCTOB MPEINPHUATHS IPOBOIUICS KOHKYPC PE3IOME.
Bb! IpuHAIM y4acTre U NOIY4YWIN IPEII0OKEHUE 3aKII0YUTh TPYAOBON KOHTPAKT. B ponu
MOCTYMNAIOIIET0 Ha JOHKHOCTH crienuanicTa (Oyxraiarepa, MeHeIpkepa U.T..) 0opopMuUTe
3asBIICHME O ITpUeMe Ha paboTy. B posn pykoBoauTtenst opopMUTE pE30ITIOIUIO HA 3asBICHHUE
0 IIpUEME CIIEUAIIUCTA.

CoctaBbTe CIIpaBKy CIIy)K€OHOT'O XapakTepa.

CocraBbTe CIIPaBKy JIMYHOTO XapaKTepa.

CocTaBbTe TOKIAIHYIO 3aIIUCKY.
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Br1 paGotaere B ToproBom otjene Mera -Cuth, opraHu3yiiTe BEICTaBKY-TIPOJIAXy O(UCHOMH
Me6enn 20 nexadbpst 2017r., Hadano BeicTaBky B 10 yacoB, BX0/1 11O MPUTIACUTEIBHBIM
6uneram. CocTaBbTe MUCHMO-TIPUTTIAIICHHE I yyacTus B BeICTaBKE AO «YIOT».

CocTaBbTe OOBSICHUTEIBHYIO 3aIHCKY.

21 mapra 2017r. B 31aHUM 00JACTHON HAJIOTOBOM MHCIICKIIMH MTPOBOIUTCS OSCIUIATHBIH
cemuHap Ha Temy: «HoBoe B Hanoroo6noxxenun». CoctaBbre TenehoHorpammy B AO «YiOT» ¢
MIPUTJIAIIEHUEM PYKOBOJIUTENS U II1. Oyxrantepa ¢pupmbl. B ponu cekperaps AO «Yio»
odopmure TenedhoHOTpaMMY.

CocraBbTe 3asBIIEHHE O IpHEMe Ha paboTy, HAHECUTE PE30JIIOLIHUIO.

CocraBbTe 3asBi1eHHE 00 YBOJbHEHUH, HAHECUTE PE3OIIIOIHIO.

CocraBbTe 3asBJI€HHUE O PEAOCTABICHUN OTIIYCKA.

ITocne okoHuanus ydeOHOTO 3aBepeHHs Bac mpuHuMarot Ha paboty B AO «YIOT» Ha
JOJDKHOCTh MEHEIDKepa, OyxranTepa, u.T.1. B poiu HayaapHHUKA OT/IENa KaJpOB COCTaBbTE
MIPOEKT MPHKa3a Mo JUYHOMY cocTaBy o npueme Bac Ha pabory. [Ipukas opopmure Ha Onanke
A4 yrinoBeIM ()JIaHTOBBIM PACIIONIOKEHHEM PEKBHU3UTOB 3ar0JIOBOYHON YaCTH.

CocraBbTe npukas o npueme Bac Ha paboTy.

CocrabTe npukas o npemuposanuu Cunopona N.I1.

CocraBbTe npukas 00 yBoJibHeHHUU Bac B CBSI3U ¢ miepee3ioM Ha HOBOE MECTO KUTENIbCTRA.
CocTaBbTe pacopsiKEHHE O MPOBEACHUU ITPOBEPKU B OJTHOM M3 CTPYKTYPHBIX MOJpPa3/IeIeHUM
MIPEeAPUATHS

3aBepbTe KOMUIO CIY>KEOHOTO TOKYMEHTA.

CocTaBbTe MUCHMO-TIPUTIIALIICHHE.

CocraBbTe MUCHMO-3aIPOC.

Bbl coTpynHuk npennpustus, 00paTHINCh C MPoch00il mpeaocTaBuTh Bam y4eOHbI OTIYCK U
BBIJIaTh CIIPaBKy O MECTE padOTHI JUIs IPEAOCTABICHHS 110 MecTy y4ueOnl. B ponu cexperaps
cocTaBbTe U 0(hopMHTE CIIPABKY ¢ MecTa paboThl. Hegocraromme pekBU3UTHI 0OpMUTE
IIPOU3BOJIBHO.

CocTaBbTe MUCHMO-TIPOCHOY.

CocraBbTe nucbMo-HanmoMuHaHue. CoctaBbTe MUCbMO-TIOATBEPKIeHne COoCTaBbTE MUCHMO-
otepra.

CocTaBbTe HIMPKYISIPHOE MUCHMO.

[IpousBocTBEHHAs HEOOXOAMMOCTH TpeOyeT MpoAokeHus paboTsl hupmbl «CeneHay B
BBIXO/IHBIE JTHH C YUETOM JICHEKHOW KOMIIEHCAIIMU TIepepadOTKU WU MIPEIOCTABICHUS JPYTHX
JHeH s oTAbixa. B pomu cexperapsi-pedepenta pupmel «CeneHa» moaroToBbTe MPOEKT
MIPUKa3a 10 OCHOBHOM JEATEIbHOCTHU C YIJIOBBIM (DJITAHTOBBIM PACIOI0KEHUEM PEKBU3UTOB
3aroJI0BOYHOM 4acTu.

CocraBbTe TE€IEPOHOTPAMMY.

CocTtaBbTe BBIMCKY U3 CITYy>KEOHOT0 JTOKYMEHTA.

CocraBbTe 3asBJI€HHE O pUeMe Ha paboTy, HAHECUTE PE3OJIIOLIUIO.

CocraBbTe 3asBieHHe 00 yBOIbHEHUU. HaHecuTe pe3osonuto.

Kareropuu ouieHku oTBeTa Ha 3a4eTe

«OTJINYHOY - TEOPETUUECKOE COJIepKaHne y4eOHOro MaTepraia OCBOEHO IOJHOCThIO, 0€3
po0esioB, HEOOXOAMMBIE MPAKTHYECKHE HABBIKK PA0OTHI C OCBOCHHBIM MaTEepPHAIOM
c(hopMHUPOBAHBI, BCE 3a/IaHUSI BBITIOJTHEHBI,

«XOPOIIO» - TEOPETHUECKOE COJIepKaHNEe YIeOHOT0 MaTepHralia OCBOCHO MOJHOCThIO, 0e3
HpO6€HOB, HeO6XOHI/IMBIe MMPaKTUUCCKHUE HABBIKU pa6OTBI C OCBOCHHBIM MaTC€pHaIOM B
OCHOBHOM c(hOpMHPOBAHBI, BCE 3aJaHUSI BHITIOIHEHBI, HEKOTOPBIC U3 BHITIOJTHEHHBIX 3a/1aHUI
coJiepKaT HE3HAYUTEIHHBIEC OIITHOKH;

«YIOBIETBOPUTEIBLHO» - TEOPETHUUECKOE COIepKaHNE YIeOHOTO MaTepraia OCBOEHO YaCTHYHO,
HO TIPOOEITBI HE HOCST CUCTEMAaTHYECKOTO XapaKTepa, He0OXOAMMBbIEC MPAKTHUECKUE HABBIKU
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paboThI ¢ OCBOSHHBIM MaTEPUAIOM B OCHOBHOM C(OPMHUPOBAHBI, OOJIBIIMHCTBO, 3a1aHHUHA
BBITTOJTHEHO, HEKOTOPBIE BHU/IBI 331aHUH BHIITOJIHEHBI C OIIHMOKaMH;
«HEYIOBJIETBOPUTEIBLHO» - TEOPETHUECKOE COJEPKAHUE yueOHOrO MaTepHrasa HeE OCBOCHO,

HeO6XOI[I/IMBIe IMPAKTHUYCCKUC HABBIKU pa6OTBI HE C(l)OpMHpOBaHI)I, OOIBIIMHCTBO Sa,HaHI/Iﬁ HC
BBIIIOJIHCHO
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