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1. IIACHOPT PABOYEH ITPOTPAMMBbI YYEEHOH JUCITHII/IHHBI
OIl.13 «/]IOKYMEHTAIIHOHHOE OBECIIEYEHHUE YIIPABJIEHHA)»

1.1. MecTo 1MCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl:

Huctmmumua  OIL13  «/lokymeHTanmmoHHOE  OOeclieYeHUEe  YIpaABICHUSA»  SABISETCA
00s13aTeNIbHON YacThi0 001IEenPO(ecCHOHATBFHOTO0 yu4eOHOro IUKIa 00pa30BaTENbHON MPOTrpamMMbl
cpenHero npodeccuoHanbHOro oOpazoBanus B coorBercTBuu ¢ PI'OC mo crenmansrocty 40.02.01
«[IpaBo u opranu3zanus COUUATBHOTO 00ECIICUSHUSI.

Huctmmuaa  OI1.13.  «/lokymeHTanmoHHOEe OOecreueHne YIpaBJICHUs» 00ecredYnBacT
dhopmupoBaHKe 00X U MPOPECCHOHAIBHBIX KOMITETEHIINIA 110 BceM BuaaMm aestenbHoctd GI'OC no
cneuuanbHoctd 40.02.01 «IIpaBo m opranuzamnust couuanbHOro obecneueHus». Ocoboe 3HaYEHHE
JTUCIUTIIMHA UMEET Tpu (OPMHUPOBAHMH U PA3BUTHH cieayromux oommx komnereHuii: OK 01 — OK
05, 0K 08, OK 09, I1K 1.1-1.4, IIK 1.6.

[Tepeuens 00X KOMIETCHITHIA

Kon HauMenoBanue o0Mx KOMIEeTEHIIUIA

OK 01 [ToHMMaTh CYIIHOCTH W COIMANBHYIO 3HAYMMOCTH CBOEH Oymymiei mpodeccuw,
MIPOSIBIISATH K HEH YCTOMYMBBIN MHTEpEC.

OK 02 Opranu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTb, BBIOMpATh THUIOBBIE METOIbBI U
CIOCOOBI BBIMOTHEHHUS MPOPECCUOHAIBHBIX 33J1a4, OLICHUBATh UX 3P(HEKTUBHOCTh U
Ka4yecTBO.

OK 03 [IpuHUMAaTh perieHns B CTaHJAPTHBIX U HECTAHJIAPTHBIX CUTYalUAX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 04 OcyiecTBiaTh TOUCK M UCHOJIb30BaHUE WHGOpMAaLUU, HEoOXoauMo ams

3¢ (HEKTHBHOTO BBIMOJHEHUS MPOPECCHOHANBHBIX 3a7a4, MPOPECCHOHAIBHOTO U
JIMYHOCTHOTO PAa3BUTHSL.

OK 05 Hcnonp3oBath MH(POPMALMOHHO-KOMMYHUKAITUOHHBIC TEXHOJIOT'HH B
npodecCHOHATIBHOM JeITeILHOCTH.

OK 08 CamoCTOATeNBHO OMpeAeTsATh 3a7adyd  MPO(ECCHOHATBHOTO ¥ JIMYHOCTHOTO
pa3BHUTHS, 3aHUMaThCI CaMOOOpa3oBaHNWEM, OCO3HAHHO IIAHUPOBATH IOBBHIIICHNE
KBaTM(UKAITIH.

OK 09 OpueHTHPOBATHCS B YCIOBHUAX OCTOSSHHOTO U3MEHEHMS ITPABOBOM Oa3bl.

[Tepeuens npodeccuoHamTbHBIX KOMIETEHITHI

Kon HaumeHoBaHMe BUI0B 1eATEIbHOCTH U MPO(eCCHOHATBbHBIX KOMITETeH NI

IIK 1.1 OcymecTBisITh IPO(EeCCHOHATBHOE TOJIKOBAaHHE HOPMATHUBHBIX IPABOBBIX aKTOB
JUTSL peaniu3alliy MpaB TpaxkaaH B cepe MEeHCHOHHOTO 00eCTeueHUs U COIMAbHOM
3aIUTHL

IIK 1.2 OcymecTBIITh TpHUEeM TpaxJIaH [0 BOMPOCaM IEHCHOHHOTO oO0ecreueHus u
COIIMATLHOM 3aIIUTHI.

IIK 1.3 PaccmaTpuBath MmakeT OKYMEHTOB Ui Ha3HAu€HUs TEHCHH, MOCOOHii,

KOMHeHcaHHﬁ, APYyrux BBIIJIAT, @ TaKXKE MEP COHI/IaJ'IBHOI\/'I MNOAACPIKKHU OTACIbHBIM
KaTErOpUsIM TPAXKJIaH, HYKJAIOUIMMCS B COI[MAIIbHOM 3alIUTE.

I[IK 1.4 OcymiecTBISITh yCTaHOBIIEHHE (HAa3HAYEHWE, TIepepacyeT, MepeBo/T), MHACKCAIIUIO U
KOPPEKTUPOBKY TEHCHUM, Ha3HauYeHUE TOCOOW, KOMIIGHCAIUH W JPYyTrux
COMAJIBHBIX BBITIIAT, UCIIOJIB3Ys I/IH(bOpMaHI/IOHHO-KOMHBIOTepHLIe TEXHOJIOI'NH.
I[IK 1.6 KoHcynbTHpOBaTh IpakJaH M NPEACTaBUTENEH HOPUAMYECKUX JHI] 1O BOMpOCaM
MEHCUOHHOTO 00€CIIeUeHNs U COIUATHHOM 3aIIUTHI.




1.2. Ilnanupyemble pe3yabTaThbl 0CBOEHUS THUCIUIIMHBI:

B pe3ynbrate uzyueHus

JUCHUITIIMHBI O6y‘{aIOHIHI>'IC${ JOJIZKCH:

ymemp: -

0pOPMIISITh OpPraHU3aAIMOHHO-PACTIOPSIUTEIBHBIE IOKYMEHTHI B
cooTBeTcTBUU ¢ AercTByromuM ['OCTowm;

OCYIIECTBIISATH 00Pa0OTKY BXOMSIIUX, BHYTPEHHUX U UCXOMISIINUX
JIOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHCHUEM;

0(OPMIISITh TOKYMEHTHI JUIsI IEPEIauul B apXUB OPTaHU3AIINH;

3Hamy. -

MOHSTHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTHPOBAHHUS;
MIpaBHJIa COCTABJICHUS 1 0(OPMIICHHS OPraHU3alMOHHO-
pactopsIIUTENbHBIX TOKyMeHTOB (manee- OP/]);

CHUCTEMY M THIIOBYIO TEXHOJOTHIO IOKYMEHTAIIMOHHOTO
obecrieuenus ynpasieHus (panee - JIOY);

O0COOEHHOCTH JIEJIONIPOU3BOJICTBA IO OOpAIIEHUAM I'PaXaaH U
KOH(UICHIIMAIBLHOTO JIETIOMPOU3BOJICTBA.

2. CTPYKTYPA ¥ COJAEP)KAHUE YUYEBHOM JUCIUILINHBI

2.1. O0beM y4eOHOM TMCUUILIMHBI U BU/IbI Y4eOHOH padoThl
Ounas ¢popma 00yueHusn

Bua y4yeOHoii padoThI O0BbeM yacoB
O0bem o0pa3oBaTeIbHON NPOrpaMMbl Y4eOHO 1M CHHMIIJIMHbI 66
B TOM YHCIIE:
TEOpeTUIeCKoe 00yueHue 18
nabopaTopHbIE pabOTHI
MPaKTUYECKHUE 3aHATUS 26
KypcoBasi paboTa (IpoeKT)
KOHTpOJIbHAs paboTa
Camocmosmenvnas paboma 22
[IpomexyTouHAsI ATTECTALUSA I[Hq)(bepe;::l?:"mﬂﬂmﬁ




2.2. TemaTn4yeckni IUIAH U COJlePKAHUE Y4eOHOM M CIUNINHbBI

HaumenoBanue Conep:xkanue y4eOHOro MaTepuasa u GopMbl OPraHU3aAnUM AeATeIbHOCTH Oo0bem
pa3/iesioB M TeM o0yvyawmmxcs B yacax
1 2 3
Tema 1.BBenenue. Coaep:xanue yueOHOTo MaTepHaJia
JJoxkymMeHT U cucTeMa TeopeTuyeckoe o0yueHue
AOKYMEHTAIUU 3HavyeHne U COJepKaHNE TUCIMIUIMHBI «/{oKyMeHTannoOHHOe 0OecrieueHHEe YIPaBICHHY. 9
[TonsiTue  TEPMUHOB  «IOKYMEHT»,  «IOKYMEHTHPOBAHHUE»,  «IOKYMEHTAIIMOHHOE
o0ecrieyeHne ymIpaBiCHUs». YHUPHUKAIMS ¢ CTaHAAPTH3AIMU  YIPABICHYECKUX
JIOKYMEHTOB
CamocrosiTeibHasi padora. Hanmcanue nokinanos, pedeparon 2
Tema 2. Conep:xanue yueOHOTo MaTepHaJia 8
()praﬂn3auuoﬂﬂo- TeopeaneCKoeoﬁyqune
pacnopsiuTe bHbIe OpranuzanvoHHbIE JOKYMEHTHI — YCTaB, Yy4YpeIWTEIbHBIE JOTOBOP, IIOJOKEHUE.
JTOKYMEHTbI PacnopsimuTenbHple JOKYMEHTBI — IPHKa3, PAaCHOpsDKEHUE, YKa3aHUe, IOCTaHOBIICHHE, 4
pelieHne, THCTPYKIHS, IIPOTOKOI.
CnpaBouHO-UH(QOPMAIIMOHHBIE JOKYMEHTBI: CIy)eOHas 3amucka, OOBACHUTEIbHAS
3aIMCKa, aKT, CIIPaBKa, CIy)eOHbIE MIChMa
IIpakTHYecKHe 3aHATHS 4
IIpakTuyeckoe 3ansitue. CoctaBieHne U 0HOPMICHUE PACTIOPSHKCHUS 2
IIpakTnyeckoe 3ansaTue. CocraBieHne 00bICHUTENBHON 3aIIUCKHU, CIIY>)KEOHOTO MHUChMa 2
CamocrosiTeibHasi padota. Hanncanue nokinanoB, pegepaToB 4
Tema 3.KaapoBasn Conep:xanue yueOHOTo MaTepHaJia 10
AOKYMEHTAIUs Teopernueckoe o0y4yeHune
JlokyMeHTHUpOBaHHE TPYAOBBIX IpaBoOTHOUIeHHH. CocTaB M OCOOEHHOCTH O(GOPMIICHUS
JIOKYMEHTOB I10 INYHOMY COCTaBY. 2
KommektoBanue nuvHoro paema. ABrooworpadus. Pesrome. 3asBieHue o mpuemMe Ha
paborty. ITpukassl 0 JIMYHOMY COCTaBY.
IIpakTHYecKHe 3aHATHS 8
IIpakTnueckoe 3anaTue. OdopmieHne NPUKA30B MO JIUYHOMY COCTaBY 2
IIpakTnyeckoe 3anatue. OdQopMieHHE CIPABOK, JOKJIATHONW U CIY)XKEOHOW 3alMCKH, 9

aKTa




IIpakTuyeckoe 3ansaTue. OdopmieHne TPyI0BOTO JOrOBOpa, MPUKa3a O MpueMe Ha

paboty, opopmiieHrE TPYIOBON KHIKKHU 4
CamocrosiTesibHas padoTa. Hanucanue noknanos, pedepaTon 4
Tema 4. loroBopHo- Coaepxxanue yueOHOIro MaTepuaJa 6
npaBoBasi TeopeTuyeckoe o0yueHue
AOKyMEHTaIusl [TonsTus norosopa. Buzapsl 10oroBopos. 5
[lpaBuna odopmieHUS TPETECH3UOHHBIX THceM. @DOpMyIsip HCKOBOTO 3asBICHHUSA,
TpeOOBaHMs K €ro 0(hOPMIICHHUIO
IlpakTHYeckne 3aHATHSA 4
IIpakTnyeckoe 3ausaTue. OdopmiieHne JOroBopa KyIiIn-MpOoaaKu 2
IIpakTnyeckoe 3ansiTue. OopmiIeHHE HCKOBOTO 3asBICHUS 2
CamocrosiTeibHasi padora. Hanmcanue noknanos, pedeparon 4
Tema 5. Coaep:xxanue yue0HOro MaTepHaJia 10
MousTHe Teopernueckoe o0yuenue
JIOKyMEHT0000poTAa, CocraB u yder oObeMa JTOKyMeHTOOOOpoTa mpennpusatuil. Opranuzaius pabOThl ¢
perucrpanus BXOJISILEH, HCXOASIIECH U BHYTPEHHEH JOKyMeHTalue 4
AOKYMEHTOB ba3bl naHHBIX 1715 XpaHeHus 10KyMeHToB. Pabota ¢ 3anpocamu. PaboTa ¢ 31€KTpOHHBIMU
JIOKYMEHTaMH.
IIpakTHYecKue 3aHATHS 6
IIpakTHyeckoe 3ansiTe. PaboTa ¢ BXOASAUIMMHU U UCXOSIIMMHI TOKYMEHTaMHU 2
IIpakTnyeckoe 3ansaTHe. PaboTa ¢ 371IeKTPOHHBIMU IOKYMEHTaMU 4
CamocrosiTeibHasi padota. Hanncanue nokianoB, pedeparon 4
Tema 6. Copepxanue yueOHOIro MaTepuasa 8
Opranusanus Teopernueckoe o0yueHue
0IIePATHBHOIO U Homenxknarypa nen. UHauBuayanbHble, CBOAHBIE, IPUMEPHBIE U TUIIOBbIE HOMEHKIATYPbI
apxXMBHOro xpanenust | nen. [loaroroBka M NOpSAOK mepeqadyd Jiel B apXWB. 3aKOHOJATENbHBIE AaKThl U 4
AOKYMEHTOB HOPMAaTUBHO-METOAUYECKUE JOKYMEHTHI 110 aPXUBHOMY XPAHEHUIO JOKYMEHTOB.
IIpakTuyeckoe 3anaTue. CoBpeMeHHbIE O(HUCHBIE HHPOPMAIIMOHHBIE TEXHOJIOTHH 4
CamocrosiTeibHasi padota. Hanncanue nokianoB, pedeparon 4

KypcoBoii npoekT (padota) (re npedycmompena)

CamMocTosiTe1bHasi yueOHasi padoTa 00y4arouierocs Haj KypcoBbIM NPoeKTOM (paboToii) (ne npedycmompena)

Bcero:

66




3. OCOBEHHOCTHU PEAJIM3AIIMU JUCHUIIJIMHBI B OTHOIIEHUHA JIUI U3 YNCJIA
MHBAJIMJIOB U JIUL] C OTPAHUYEHHBIMU BO3MOKHOCTSAMMU 3]10POBbSI
O6yanOU.[I/IeC5I C OrpaHM4YCHHBIMHU BO3MOXHOCTAMH 3J0POBbs, B OTIUYHUC OT OCTAJIbHBIX
00y4aroIIUXCs, MMEIOT CBOU Criel(pruIeckue 0COOCHHOCTH BOCIIPHSITHS, IEpepabOTKU MaTepraia.
[TonGop u pa3paboTka yu4eOHBIX MATEPHUATIOB JOJDKHBI MPOU3BOJUTCS C YYETOM TOTO, YTOOBI
NPEOCTABNIATh 3TOT MAaTEpPUaANl B PA3IUUHBIX (OPMAxX TakK, 4TOObI MHBAIMIBI C HAPYIICHUSAMH CITyXa

nojyyanu WHGOpPMAIMIO BU3YaJbHO, C HApYUICHUSMH 3pEHUS — ayAualbHO (Hampumep, ¢
UCIOJIb30BAHUEM IPOTrPaMM-CHUHTE3aTOPOB peYM) MWJIM C MOMOILBI TU(IOMHPOPMALMOHHBIX
YCTPOMCTB.

Br160op cpeacTB U MeTO10B 00Y4E€HUS OCYLIECTBIISIETCA caMUM IpenoAaBatensM. [lpu stom B
00pa30BaTeNLHOM MPOIIECCe PEKOMEHIYETCSl UCIOIb30BaHUE COIUAIBHO-aKTUBHBIX U Pe(ICKCHBHBIX
METOJIOB 00YyYeHHMsI, TEXHOJIOTHI COLMOKYJIbTYPHOI peaduiauTaluu C LEeNbI0 OKa3aHWs MOMOUIM B
YCTAaHOBJICHUH TIOJHOLEHHBIX MEXIMYHOCTHBIX OTHOIICHHW C JPYTHUMU OOYYArOIIUMHUCS, CO3TAHHUH
KOM(OPTHOTO MICUXOJIOTUYECKOTO KJIIMMAaTa B CTYJCHUECKOH TpyIIIe.

CornacHo TpeOOBaHUSAM, YCTaHOBICHHBIM MUHOOpHayku Poccuu K TOpSAKY pean3aiuu
00pa30BaTeNbHON AEATEIbHOCTH B OTHOIICHWH WUHBAJIUAOB U JIUL C OTPAHUYEHHBIMUA BO3MOXXHOCTSMU
3JI0POBBSI, HEOOXOIMMO UMETh B BHJIY, UTO:

1) MHBANK/IBI U JIMIIA C OTPAHUYECHHBIMH BO3MOXHOCTSIMU 37J0OPOBBS 110 3PEHUIO UMEIOT MPABO
MIPUCYTCTBOBATh Ha 3aHATHUSAX BMECTE C aCCHCTECHTOM, OKA3bIBAIOIIMM OOYYaIOIIEMYyCsi HEOOXOIUMYFO
MTOMOIIIb.

2) MHBAUBI U JIUIA C OTPAHUYCHHBIMU BO3MOYKHOCTSIMU 3JIOPOBBS IO CIIyXY UMEIOT IIPAaBO Ha
MCIOJIb30BaHUE 3BYKOYCUIMBAIOIICH arnmaparypsbl.

[Ipn npoBefcHWHM TPOMEKYTOYHOW AaTTECTAIlMM TI0 JUCIUIUIMHE O00eCIeYrBacTCsl COOJIOICHUE
CJIEYIOIIUX OOIINUX TPeOOBaHUM:

- TIPOBEJICHUE ATTECTAIMH IS HMHBAIHIOB B OJJHOW ayJUTOPHH COBMECTHO C OOYJArOIIUMHUCH,
HE SBISIOUIMMUCS HWHBAIWIAMHU, €CIU 3TO HE CO3[aeT TPYIAHOCTEH Ui WHBAIUAOB U HHBIX
00yJaromuXcst P MPOXOKICHUU TOCYIAPCTBEHHON HTOTOBOM aTTECTAINH,

- TMPHUCYTCTBHUE B ayAUTOPUHU ACCHUCTEHTa (ACCHCTEHTOB), OKAa3bIBAIOIIETO OOYYArOIIMMCS
WHBAJIUJIaM HEOOXOJIMMYI TEXHHYECKYIO TIOMOINb C YY4€TOM WX HHIUBUAYAIBHBIX OCOOCHHOCTEU
(3aHsATH pabouee MecTO, TMepeABUIaThbCsa, NPoOUYUTaTh U O(QOPMHUTH 3aJaHue, oO0IaThci C
9K3aMEHaTOPOM);

- MOJb30BaHHE HEOOXOAUMBIMH OOYYAIOUIMMCS MHBAIHMAM TEXHUYECKUMHU CPEICTBAMHU IPH
MIPOXOKJCHUH aTTECTAIMU C YISTOM UX HHIUBUAYATBHBIX OCOOCHHOCTEH;

- obecre4yeHre BO3MOXKHOCTH OECIHpEemsITCTBEHHOTO JOCTyna OOy4aroluxcs WHBAJIHIOB B
ayJTUTOPUH, TYaJICTHBIC U JAPYTUe TIOMEIICHHSI, & TAKXKe X MPEObIBAaHMS B YKa3aHHBIX IOMEIICHUSX.

[Io mnucbMeHHOMY 3asBIEHUIO OOYyYalolIerocs WHBAIMIA TMPOJAOKUTENBHOCTh CIIA4H
o0yJaromuMcsl MHBATHJIOM 3K3aMeHa MOXET OBITh YBEJIMYEHA IO OTHOIICHUIO K YCTAaHOBJICHHOMN
MIPOJOIKUTENFHOCTHU €0 CIauyH:

- TIPOJIOJKUTEIILHOCTD CAaYd 3K3aMeHa, MPOBOJUMOr0 B MMUChMEHHOU (hopMme, - He Oosiee deMm
Ha 90 MUHYT;

- TPOJOJDKUATEIBHOCTh MOATOTOBKH OOYYAIOMIErocs K OTBETY HAa JK3aMEHEe, MPOBOJUMOM B
ycTHOM (opme, - He OGosiee ueM Ha 20 MUHYT;

B 3aBHcMMOCTH OT WHIWBHIyaJdbHBIX OCOOCHHOCTEH OOYYaIOMUXCS C OTrpaHHYCHHBIMH
BO3MOXXHOCTSIMU 3JIOPOBBSI OpraHHU3aIusi 00ecreunBaeT BBINOJIHEHHUE CIEAYIONINX TpeOOBaHUN TpH
MIPOBEJICHUU aTTECTAIUH:

a) JUIsl CJICTIBIX:

- 3aJjaHUsl M WHBIC MaTepHallbl JUIsl CIAadd 3K3aMeHa O(OPMIISIOTCS Pelbe(HO-TOUCUHBIM
mpudrom bpaiins win B BUIE 3IIEKTPOHHOTO TOKYMEHTA, JOCTYITHOTO C TIOMOIIBbIO KOMIBIOTEpA CO
CHCTIMATN3UPOBAHHBIM TIPOTPAMMHBIM 00€CIIEICHHUEM TSI CIICTIBIX, TUOO 3aUMTHIBAIOTCS aCCHCTCHTOM;

- TUChMEHHBIC 3a/IaHUS BBIMONHSIIOTCS OOydJaIIUMUCA Ha Oymare penbedHO-TOYSUHBIM
mprudTom Bpaiinsg wim Ha KOMITBIOTEpPE CO CICIHATU3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM IS
CJIETIBIX, JIMOO HATUKTOBBIBAIOTCS ACCUCTEHTY;



- [pu  HEOOXOAWMMOCTH  OOYyYAIOUIUMCS  TPEJOCTaBISETCS  KOMIUIEKT  MHUChMEHHBIX
MPUHAICKHOCTEH W Oymara Juisi mUchbMa pelibe()HO-TOYCUHBIM IpUGTOM bBpaiins, koMmbloTep CO
CHETHATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICYCHUEM JTS CIICTIBIX;

0) st c1aboBUIAIINX

- 3aJIaHUS U MHBIE MATEPUAIIBI JIJISl CIaYH dK3aMeHa 0(hOPMIISIOTCS YBEIMUYECHHBIM IPU(TOM;

- oOecrieyrBacTCsl MHIMBUyalbHOE PaBHOMEPHOE ocBemeHue He MeHee 300 Jrokc;

- TpU HEOOXOAUMOCTH OOYYAIOUIUMCS TPEIOCTABIISACTCS YBEIMYMBAIOIICE YCTPOMCTBO,
JIOITYCKAETCS MCIIOJIb30BAHKME YBEIIMYUBAIONIUX YCTPONCTB, UMEIOIIUXCS Y 00YYarOIIMXCS;

B) JIJISl TIIYXUX U CIa0O0CIBIMIAIINX, C TSHKEIBIMU HAPYIICHUSIMU PEUH:

- obecrieynBaeTCsl HAJIMYME 3BYKOYCHJIMBAIOIIEH ammaparypbl KOJUIGKTHBHOIO ITOJIb30BAHHMS,
Ipu  HEOOXOJMMOCTH  OOYYarOIIMMCS  MPEIOCTABISCTCS  3BYKOYCHJIMBAIONIAs  ammaparypa
WHIUBUIYAITBHOTO TI0JIb30BaHUS;

- 110 MIX YKEJIAHUIO UCTIBITAaHUS TIPOBOJIATCS B MUCHMEHHON (hopMe;

r) JUIS JIMI C HapyHICHUSMH OIIOPHO-JABHIaTEIBHOIO ammapara (TSHKeJIbIMH HapyHICHUSIMHU
JIBUTATEIBHBIX QYHKIIMA BEPXHUX KOHEUHOCTEH WIIH OTCYTCTBUEM BEPXHUX KOHEYHOCTEH ):

- NHCBMCHHBIC  3aJaHHUS  BBIOJHSAIOTCS  OOYYAIOIIMMHCS Ha  KOMIIBIOTEPE  CO
CHCTIMATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICYCHHEM MJTH HATMKTOBBIBAIOTCS ACCUCTEHTY;

- 110 UX YKEJIAHWFO UCIIBITAHMsI TPOBOJIATCS B YCTHOM (hopme.

O HeoOXomuMocTH oOOeCTeUeHUsT CHEIUAIBHBIX YCIOBUH IS TIPOBEACHHUS ATTECTAIMH
00y4YaroIuics J0DKEH COOOUIMTh MUChMEHHO He To3/1Hee, yeM 3a 10 aHel no Havana atrecrarmu. K
3asBJICHUI0  TMPWIATAIOTCS  JAOKYMEHTBI, MOATBEPKIAIONIUME  HAIW4YWe y  OOydJaromerocs
WH/IUBUYAIbHBIX 0COOCHHOCTEH (IIPH OTCYTCTBUU YKAa3aHHBIX JJOKYMEHTOB B OPTaHU3AIUH ).

4. 3ATAHMS J1JISI CAMOCTOSITEJIBHOM PABOTBI OB YUAIOIINUXCS

[Ipy mIaHUPOBAHMM CAMOCTOATENBHOM BHEAYJUTOPHOH paboThl 00Yy4aroIUMCS MOTYT OBITh
PEKOMEH/I0BaHbI CIIE1YIOLINE BU/IbI 3aJaHHA:

— JUIsL OBJIQ/ICHUS 3HAHUSAMH: YTE€HUE TEKCTa (yueOHMKa, NMEePBOUCTOYHMKA, JTOTOJHUTEILHOU
JUTEpaTyphl); COCTAaBJIEHHE IUIaHA TEKCTa; rpaduyeckoe H300paKeHUe CTPYKTYpbl TEKCTa;
KOHCIIEKTUPOBAHHWE TEKCTAa; BBIMMCKM U3 TeEKcTa; paboTa CO CJIOBApsSIMU U  CIPABOYHUKAMU;
O3HAKOMJIEHHE ¢ HOPMAaTHBHBIMH JJOKYMEHTaMH; y4eOHO-HCCIeI0BaTeNbCcKas paboTa; UCIOIb30BaHNE
ayJno- ¥ BUAEO03aNUCeN, KOMIIBIOTEPHOM TEXHUKU U IHTEepHETa U 11p.;

— IS 3aKpelyieHHs W CUCTeMaTH3allud 3HaHWi: paboTa ¢ KOHCIEKTOM JeKIHi (o0paboTka
TEeKCTa); TNOBTOpHas pabora Haj y4eOHbIM MarepuasioM (ydeOHMKa, IE€PBOMCTOYHHKA,
JIONIOJTHUTEIBHOM JIMTepaTyphl, ayluo- W BUJEO3aMUCEN); COCTaBJIEHUE IJIaHA U TE3UCOB OTBETA;
COCTaBJ€HHE TaOJNWIl JJIs CHCTEMaTU3allud Y4YeOHOro Mmarepuana; HW3Yy4eHHEe HOPMAaTHUBHBIX
MaTepHaioB; OTBETHl HA KOHTPOJIbHBIE BOMPOCHI; aHAIMTHYECKass 00paboTKa TeKCTa (AaHHOTUPOBAHHE,
pereH3upoBanme, peQepupoBaHue M Ip.); MOATOTOBKA COOOIIEHUN K BBICTYIUICHHIO Ha CEMHHApeE,
KOH(epeHIMH; MOAroTOBKa pedeparoB, MOKIAIOB; cocCTaBieHHEe OubOIMorpaduu, TEMaTHYECKUX
KpPOCCBOP/I0B; TECTUPOBAHUE U JIp.;

— Juia (OpMHUpPOBaHMS yMEHHIl: pelleHue 3ajad M yNpakHEHUH 1o oOpaslly; pelieHue
BapUaHTHBIX 33Ja4 W YIOPAKHEHUH; BBIIIOJIHEHUE YEPTEXKEH, CXEM; BBIIOJHEHUE pPACUETHO-
rpaguueckux paloT; pelIeHHEe CUTYalMOHHBIX IPOM3BOJCTBEHHBIX (MPOPECCHOHANbHBIX) 3ajay;
MIOATOTOBKA K JI€JIOBBIM WUIPaM; NPOEKTUPOBAHUE U MOJEIMPOBAHHUE PAa3HBIX BUJOB U KOMIIOHEHTOB
npodeccuoHaNbHOM /1EATEeIbHOCTH; IOATOTOBKA KYpPCOBBIX U JTUIUIOMHBIX pabOT (MPOEKTOB);
HKCIEPUMEHTATbHO-KOHCTPYKTOPCKas paboTa; ONBITHO-IKCIIEpUMEHTAIbHAsT padoTa; yIpaKHEHHUs Ha
TpeHaxk€pe,  YINpaKHEHHS  CIIOPTUBHO-O3/I0POBUTENBHOIO  XapakTepa;  pedieKCUBHbIHAHAIN3
npo¢eCCHOHATBHBIX YMEHUH C UCTIOIb30BAHUEM ayIUO- U BUJICOTEXHUKHU U JIp.

Haubonee pacnpocTpaHeHHbBIMH (QOpMaMH CaMOCTOSITEIBHOM pabOThl SIBISIOTCS MOATOTOBKA
JIOKJIaJI0B U pedeparos.



4.1. Bonpochl 1Sl CAMOCTOSITEJIbHOM PadoThI

HanmeHnoBaHue pa3ie/ioB U TeM TUCHHILIMHBL/
CamocrosiTesibHAasi padoTa 00y4a0ImMxcst

dopmupyemMbie KOMIIETEHIIHMU

1

2

Tema 1.BBeaenmue.
JAOKYMEHTAIlUH

I[OKyMeHT Hu cucreMma

Hanucanue noxmnanos, pedeparon

OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
OK 09, IIK 1.1.TIK 1.2, IIK 1.3, IIK 1.4,
IIK 1.6

Tema 2. OpraHu3zanmMoOHHO-pacHoOpPsiAUTEIbHbIE
AOKYMEHTBI

Hanucanue noxnanos, pedeparon

OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
OK 09, IIK 1.1. TIK 1.2, I[IK 1.3, IIK 1.4,
IIK 1.6

Tema 3.KaapoBasi fokyMeHTa U

Hanucanue noxnanos, pedeparon

OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
OK 09, IIK 1.1.TIK 1.2, IIK 1.3, IIK 1.4,
IIK 1.6

Tema 4. JloroBopHo-npaBoBasi JOKYMeHTAIUA

Hanucanue noxnanos, pedeparon

OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
OK 09, IIK 1.1. TIK 1.2, [IK 1.3, IIK 1.4,
IIK 1.6

Tema S. IlonsiTHe JOKYMEHTO000pOTA,
perucrpaums 10KyMEHTOB

Hanucanue noxnanos, pedeparon

OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
OK 09, IIK 1.1. TIK 1.2, [IK 1.3, IIK 1.4,
IIK 1.6

Tema 6. Opranusanusi oOmnepaTuBHOIO U

APXMBHOI'0 XpaHCHHUS TOKYMECHTOB

Hanucanue noxmnanos, pedeparon

OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
OK 09, IIK 1.1.TIK 1.2, IIK 1.3, IIK 1.4,
IIK 1.6

4.2. IlpumepHasi TeMaTHKA J0KJ1a10B/pedepaTon

. denonpon3BoactBo B I peBHEPYCCKOM TOCYIapCTBE.
. [Tpukaznoe genomnponsBoictBo X V—-XVII BB.
. Cucrema KOJUIEKCKOTO JIeJIONPOU3BOJICTBA.
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. [lonroroBka u o0CIy)KMBaHUE COBEIIAHUM.
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. Opranuzanus ceKpeTapcKoi JIeITeIbHOCTH.
. DTHKET JEI0BOro OOIIEHNS.

. Uctopust nenoBoii TMCbMEHHOCTH.

. SI3BIK 1 00111ECTBO

—
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. [Tonsatue ((I/IH(I)OpMaLII/IOHHaH 0E30IMaCHOCTh.
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. Odopmnenme opraHu3alMOHHO-TIPABOBOM TIOKYMEHTALIUN

. Cucrema munHMCTEpCcKOTO AenonpousBoactsa XIX—XX Bs.
. Ucropus ynipaBnenus u aenonpoun3BoacTsa B 1917-1941 rr.
. Uctopus ynpasnenus u aenonpoussoactsa B 1945-1990 rr.

. Opranuzanus npuema rnoceTuTenei u pabora ¢ MMCbMEHHBIMU OOpAIEHUSIMU TPaX/IaH.

. 3amuTa KOHQUIEHINAIbHBIX TOKYMEHTOB OT HECAHKIIMOHUPOBAHHOIO JOCTYTIA.

. 3ammra KOH(pUICHIUANIBHOM HH(pOpMaLUK TPU POBEIEHUH COBELIAHUN U IEPETOBOPOB.
. Uctopus popmupoanus ['ocynapcTBeHHON apXuBHOM ciyxOb1 PD.

. ApxuBHbIil pona PO, apxuBHBIN (OH OpraHU3aLUHU, apXUB KOMMEPUECKON (PUPMBI.

. KommyHukanus - e€ KoMnoHeHThI U cyObekThl. [loHATHE S3bIKOBOTO 3HAKA.

. OCHOBBI ICUXOJIOTHYECKOTO KJIMMaTa B KOJUIEKTUBE.

. MexaHu3Mbl COLUAIBHON EATEIBHOCTH U COLUAIILHOIO ITOBECHUS.

. OnepanmonHsele cucteMsbl. CHCTEMBI TPOrPaMMHUPOBAHUS.

. CoBpeMeHHass opraHu3alus apXuBHOM ci1yxObl B PD.

. Opranu3zanus apXuBHBIX JJOKYMEHTOB B IpejiesiaXx apXuBHOTo (oH/a.

. Opranu3annoHHO€e MTPOSKTUPOBAHUE CHCTEM YIPABJICHUsS: OOBEKT U IMpeAMETHast 00J1acTb.




26. 'ocynapcTBeHHbIE TpeOOBaHUS B 00JIACTH JEJIONPOU3BO/ICTBA U TOKYMEHTAIIMOHHOTO
oOecrieueHus yIpaBJICHHUS.

27. ®ynkuuu u 3agauu ciyx0sl JJOVY.

28. CocTaB HOPMATUBHO-METOAMYECKHUX JOKYMEHTOB, UX Ha3HaUCHUE, METOIMKA pa3paboOTKH,
NopsAA0K 0pOpPMIICHHS U IPUMEHEHUSI.

29. Mecto cnyx0b1 JIOY B CTpyKTYpe OpraHU3alui.

30. 1okyMeHTOO00POT, €ro OpraHu3alys U mapamMmeTphl.

31. O6beM TOKYMEHTOOO0pOTa OpraHu3aIui. Y4eT KOJUYECTBa JOKYMEHTOB.

32. TexHonoruu npuemMa u 00padOTKH JOKYMEHTOB.

33. IlpuHIUIBI TOCTPOCHUS HH(DOPMALIMOHHO-TTIOUCKOBBIX CHCTEM.

34. Oynkuu cryx0sr JJOY Mo KOHTPOITIO 32 MPOXOKICHUEM U UCTIOTHEHUEM IOKYMEHTOB.
35. Homenkiatypa nen, npaBuia ee GOpMHUPOBAHHMS.

36. DkcrepTH3a LIEHHOCTH JOKYMEHTOB.

37. YupaBieHue Kak mporecc.

38. Pabora ¢ oOpanieHusIMu TpakaaH.

39. lokyMeHTaIMCTUKA U JOKYMEHTOBECHHUE KaK HayKa.

40. Ilpenmert, 00BEKT U METO/IbI JOKYMEHTOBEACHMUSL.

41. OcHOBHBIE CBOWCTBA JOKYMEHTA: aTPUOYTUBHOCTD, (DYHKIIMOHAIBHOCTD, CTPYKTYPHOCTb.
42. OyHKIMK JOKYMEHTA - MHPOPMALMOHHAS, COIIMATbHAS, KyIbTYPHAaSsI.

43. CrennanbHble PYHKIMH JOKYMEHTA: yIIpaBieHUecKas, yueTHas, IpaBoBasi, OOIIEKyIbTypHasl,
UCTOpUYECKasL.

44. TloHaTre «TOKyMEHTUPOBAHHE).

45. TexHn4yeckoe JOKYMEHTUPOBAHUE, BUbl TEXHUYECKUX JOKYMEHTOB.

46. I'ocynapcTBeHHas pa3padoTKa eIMHBIX TPeOOBaHMM K IOKyMEHTHPOBAHUIO HH(POPMAIIUH.
47. Yaudukanys 1 CTaHJapTH3AIMS KaK JIeITeTbHOCTh 110 COBEPIICHCTBOBAHUIO (HOPMBI U
COJIep>KaHus JOKYMEHTA.

48. HanroHanbHast 1 MeXAyHapoAHas CTaHAApTU3aLUs JOKYMEHTOB.

49. Xapakrepuctrka ocHoBHbIX ['OCT, ycranaBiauBaronux tTpedoBaHus K ohopmiIeHUIo
YIPaBIE€HYECKUX JOKYMEHTOB.

50. TlonsTHe «cUCTEMa TOKYMEHTALUNY, €€ MPU3HAKH.

5. 3AJIAHUSA JJISI MPAKTUUYECKUX 3AHATUN

[lo mucuunianmHe MpeAyCMOTPEHbI NMPAKTUUYECKUE 3aHATUS C MCIOJIb30BAHMEM AKTHBHBIX U
WHTEPAKTUBHBIX (OpPM TMpOBENeHUs 3aHATHH (pa3dbopa KOHKPETHBIX CHUTYyallMii, TPYIIOBBIX
JUCKyCCUW) B COYETAaHWU C BHEAyIUTOPHOH paboToil ans (opmupoBaHUS U Pa3BUTHS OOLIMX U
PO eCCUOHATBHBIX KOMITETEHIIMIA 00yYatoInuXCsl.

HanmenoBaHme pa3jesioB U TeM dopmupyemMble KOMIIETCHIIMT
AUCUHMIUIMHBI/MPAKTHYECKHE 3aHATHS

1 2
Tema 2. OpranmzanuonHo-pacnopsizureabibie | OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
AOKYMEHTBI OK09,IIK1.1.TIK 1.2, IIK 1.3, TIK 1.4,
CocraBieHue u oopmiieHHe pacnopsKEeHUs I[IK 1.6
Tema 3.KaapoBasi fokyMeHTa U OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
OdopmieHne NpUKa3oB Mo JUYHOMY COCTABY OK 09, IIK I.1. IIK 1.2, [IK 1.3, IIK 1.4,
OdopmieHue cripaBok, TOKIATHOMN U CITyKEOHOM IIK 1.6

3aIIMCKH, aKTa

OdopmiieHre Tpy10BOro J0roBopa, mpukasa o
npreMe Ha paboty, ohopMIIeHHE TPYIOBOH KHUKKU

Tema 4. JloroBopHo-npaBoBasi JOKYMeHTAIUA OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
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Odopmiienre 1oroBopa KyIui-IpoaaKu OK 09, IIK 1.1. TIK 1.2, TIK 1.3, TIK 1.4,

IIK 1.6
Tema 6. Opranmsanus omepatuBHoro u | OK 01, OK 02, OK 03, OK 04, OK 05, OK 08,
ApPXMBHOI'O XpaHEeHHUs JIOKYMEHTOB OK 09, IIK 1.1. TIK 1.2, I[IK 1.3, IIK 1.4,
CoBpeMeHHbIe 0pUCHBIE HHPOPMAIIMOHHBIE I[IK 1.6
TEXHOJIOTUHU

6. YCJIOBUSI PEAJIM3AIIAU ITPOT'PAMMBI YUEFHOM JTUCIATLJIMHBI

6.1. lna peanu3anuu NporpamMmbl TUCHUILUIMHBI TPEIycMOTpeHbl KabwHeT auCUIUILIINH
npaBa, KaOuneT mnpodeccHoHaNbHBIX AWCIUIUIMH OCHAIIeHHas HA00pOM JIEMOHCTPAIMOHHOTO
o0opynoBaHusT W Yy4eOHO-HATTSAHBIMU IMOCOOUSIMHU, MaTepHajaMH, YYUTBHIBAIOIIUMU TPEOOBAHUS
MEXIYHAPOAHBIX CTAaHAAPTOB, ydeOHAas ayauTOpUs U1l TMPOBEICHMS 3aHATHHA JIEKIIMOHHOTO THIIA,
3aHSATHNA CEMUHAPCKOTO TUIIA, TPYIITOBLIX U WHANBUIYAIBHBIX KOHCYIIBTAIIUH, , OCHAIIICHHAs HA0OpOM
JEMOHCTPAIIMOHHOTO 00O0PY/IOBaHMS M YYCOHO-HAIVISIIHBIMU TOCOOMSIMH; ydeOHash ayIuTOPHS IS
TEKYIIET0 KOHTPOJII M TPOMEXKYTOYHOW aTTecTallid, OCHAIIEHHas HAO0OpPOM JIEMOHCTPAIMOHHOTO
000OpyIOBaHUsA M YYEOHO-HAIVBIIHBIMU TOCOOMSAMU; OMONMMOTEKa, YWUTAIbHBIM 3all C BBIXOJOM B
WHTEPHET; TIOMEIICHUE JUIsi XPaHEGHUS W  NPOQPHIAKTHUYECKOTO OOCIY)KUBAHHS  Yy4eOHOTO
0o0Opy/lOBaHUS; AaKTOBBIM 3ajJ; IOMEILIEHHE /s CaMOCTOSTENIbHOM paloThl, OCHAIICHHBIE B
coorBercTBUM ¢ OIIOIl no cneunansHoctn 20.02.01 «IIpaBo u opraHuszanmusi COLUAIBHOIO
obOecIeueHus»

6.2. UnopmannonHoe odecnevyenne peajsu3amum NporpaMmbl

Jns peanuzanmu mporpamMMmbl  OMOIMOTEYHBIH (OHJ YHHUBEPCUTET HMMEET JJIEKTPOHHBIC
oOpa3zoBaTenpHblE W WH(GOPMAIMOHHBIE PECYPCHl, PEKOMEHIYEMBIX Ui HCIOJIb30BAaHHUSA B
00pa3zoBaTEITLHOM IPOIIECCe

6.2.1. DIeKTPOHHBbIE U3TAHUSA

1. UlysanoBa, H. H. JlokymMeHTanmoHHOE OOeCcrieueHUE YIPABJICHUS | YYEOHUK U MPAKTUKYM
Ui cpenHero npogeccuoHansHoro odpasosanus / H. H. llyBanoBa. — 3-e u3z., nepepad. u
non. — MockBa : WMspatensctBo HOpaiit, 2023. — 247 c. — (IIpodeccuonansnoe
obpa3zoBanue). — ISBN 978-5-534-16538-8. — Tekct : snexTpoHHbI / OOpazoBaTenbHast
wiatdopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/531240

6.2.2.0/1eKTpOHHBIE pecypchl
1. Hayunas snextponnas 6ubmmorexa eLIBRARY.RU https://elibrary.ru/

DnexrponHas oubmuoreunas cucrema lOpaiir U3narenscto FOpaiit https://biblio-online.ru/
3. Cnpasouno-npaBoBas cuctema «KoncynsranT [nrocy http://consultant.ru/

N

6.2.3. J/lonoHUTENbHbIE HCTOYHHKH

1. Kopuees, U. K. JlokyMeHTanimoHHOE O0OecrieueHue YIpaBiIeHus | yUeOHUK U NPAKTUKYM JJIst
cpenHero npodeccronanpHoro oobpazosanus / M. K. Kopuees, A. B. ITmenko, B. A. Mamypues. — 3-
e u31., mepepad. u mon. — Mocksa : U3marensctBo FOpaiit, 2023. — 438 ¢. — (IIpodeccuonanbroe
obpazoBanmne). — ISBN 978-5-534-16002-4. — Texkcr : anekrponHsiii // O6pa3oBarensHas
mwrargopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/523611

6.3. O0s3aTesIbHOE IPOrPAMMHOe oO0ecreyeHue
1. Microsoft Windows 10 Education / Microsoft Windows 7 / Windows Vista Business
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https://urait.ru/bcode/531240
https://elibrary.ru/
https://biblio-online.ru/
https://urait.ru/bcode/523611

2. Office 365 ProPlus, Microsoft Office 2019, Microsoft Office 2016 Professional Plus (Word,
Excel, Access, PowerPoint, Outlook, OneNote, Publisher) / Microsoft Office 2007 (Word,
Excel, Access, PowerPoint)
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7. ®OHJI OHEHOYHBIX CPEJACTB AJIsA IPOBEJAEHUSA TEKYIIETI'O KOHTPOJISA U
MMPOMEKYTOYHOM ATTECTAIIUM IO TUCIUTIJIMHE
OI1.13 «/lokyMeHTALIHOHHOE O0ecredeHue YIPAaBJIEeHU D)

7.1. HACITIOPT ®OHJA OHEHOYHBIX CPEACTB 11O JUCHUIIJINHE
@OoH OLEHOYHBIX CPEICTB NpPEAHA3HAYCH JUIsI KOHTPOIS M OLEHKH O0O0pa3oBaTEIbHBIX
JTOCTHDKCHHH ~ OOydYaroIMXCsl,  OCBOMBIIMX  Iporpammy  ydeOHoW  gucrumimasl  OI1.13
«JlokymMeHTanmonHoe obecrneueHune ynpasieHus» no cnenuaigbHoctn CIIO 40.02.01 «IIpaBo u
OpraHu3alys COIMAIbHOTO 00ECIICUECHUS.
@oH OLEHOYHBIX CPEACTB pa3paboTaH B coorBeTcTBUH C TpeboBanmsimu PIOC CIIO
40.02.01 «IIpaBo u opraHu3aIUsl COIMATBHOTO OOeCreYeHUs» U paboyeil mporpaMMon TUCIUILUTHHBI
OI1.13 «/lokymeHTamOHHOE 00ECTICUCHHE YIIPABICHUS.
B pe3ynbraTe 0CBOCHMS TUCHUIUIMHBI 00y4YaIONIHIICs TOJIKEH:

ymembs: - 0OpMIISATH OPraHU3aLMOHHO-PACTIOPATUTEIBHBIC TOKYMEHTHI B
cooTBeTcTBUU ¢ AercTByomuM ['OCTowm;

- OCYILECTBJIATH 00PaOOTKY BXOJSIINX, BHYTPEHHUX U UCXOISAIINX
JIOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJTHEHHUEM;

- 0(opMJIISATh JOKYMEHTHI JJIs IEpElaul B apXUB OpPraHU3allnu;

3Hamy: - TOHATHE IOKYMEHTa, €ro CBOWCTBA, CIIOCOOBI TIOKYMEHTHPOBAHHUS;

- TpaBHJIa COCTABJICHUS M 0(OPMIICHUS OpPraHU3alMOHHO-
pacnopsiANTENbHBIX T0KyMeHTOB (manee- OPJ]);

- CHUCTEMY U TUIIOBYIO TEXHOJIOTHIO JOKYMEHTALIUOHHOTO
obecnieueHus ynpasieHus (nauee - JOY);

- 0cOOEHHOCTH JEJIONPOU3BOACTBA 10 OOPALIEHUSIM IpaskJaH U
KOH(UICHIIMAIBLHOTO JIETOMPOU3BO/ICTBA.

OCBOUTB O6H_II/IG n HpO(beCCI/IOHaJIbHBIe KOMIICTCHII MU

Kon HaunMenoBanue o0Mx KOMIeTEeHIIUA

OK 01 [loHnmarh CyIIHOCTh M COLMaJbHYIO 3HAUMMOCTh CBoeW Oynyimied mnpodeccun,
IIPOSIBJIATh K HEW YCTOWYMBBINA MHTEPEC.

OK 02 Opranu3oBbIBaTh COOCTBEHHYIO JESTENBbHOCTb, BBIOMPATh THUIIOBBIE METOIbBI U
CIOCOOBI BBITOJIHEHHS TPO(ECCHOHABHBIX 33/1a4, OLIEHUBATh UX 3(PPEKTUBHOCT U
KauyecTBO.

OK 03 [IpuHUMaTh pemeHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYaLUsAX U HECTH 33 HUX
OTBETCTBEHHOCTb.

OK 04 OcymecTBiaTh TOUCK M UCHOJIb30BaHUE WH(GOpMAaNUU, HEoOXOoauMo s

3(PEKTUBHOTO BBHITIOJIHEHUS] MPOPECCUOHANBHBIX 3adad, MPo(hecCHOHATBHOTO U
JIMYHOCTHOT'O Pa3BUTHSL.

OK 05 Hcnons3oBats MH(GOPMAIIMOHHO-KOMMYHUKAIIMOHHbBIE TEXHOJIOTHH B
poeCCHOHATILHOM 1€ TEIbHOCTH.

OK 08 CaMoCTOATENbHO OMNpEeAeNATh 3ajJaud NpO(EecCHOHATBLHOTO W JIMYHOCTHOTO
pa3BUTH, 3aHUMATbCS CaMOOOpPA30BaHMEM, OCO3HAHHO IUIAHUPOBATh IMOBBIIICHHUE
KBaTM(UKAITIH.

OK 09 OpueHTHPOBATHCS B YCIOBHUSIX OCTOSIHHOTO U3MEHEHMS ITPABOBOM Oa3bl.
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[TepeueHs MpodecCHOHATBHBIX KOMITETEHITUH

Koxa

HanMmeHnoBaHMe BHAOB A€ATEJIbLHOCTH U l'lpO(l)eCCHOHaJILHBIX KOMIIeTeHII it

IK 1.1

OcymecTBiIsITh TPO(EeCCHOHATFHOE TOJIKOBAHUE HOPMATHUBHBIX IPABOBBIX aKTOB
JUISL pealiu3allii MpaB Tpaxk/iaH B chepe MEeHCHOHHOTO 00eCreueHus: U COIUaIbHOI
3aIIUTHI.

IIK 1.2

OcymiecTBISITh NMPUEM TpaxkAaH I10 BOMPOCaM TICHCHOHHOTO OOECTeUeHHs] U
COLIMAJILHOMN 3aIlUTEI.

IIK 1.3

PaCCManI/IBaTB INaKeT AOOKYMCHTOB JId  Ha3HA4YCHUSA HCHCHﬁ, HOCO6I/II71,
KOMHGHC&HHﬁ, APYyrux BbBIIJIAT, @ TAKKC MEP COI.IPIB,JIBHOIZ MOAACPIKKHU OTACIbHBIM
KaTCTOPHWAM I'paXJlaH, HYXXKIatOIIUMCS B COI.[PI&J'IBHOﬁ 3allIMuTC.

I1IK 1.4

OcylecTBIITh YCTaHOBJIECHUE (HAa3HAYCHHE, MIepepacueT, NepeBo), HMHICKCALUIO U
KOPPEKTUPOBKY TICHCHI, Ha3HAuUE€HUE TMOCOOWH, KOMIICHCAlMd U JIPYrHX
COLIMAJILHBIX BBIILJIAT, UCIOJIBb3Ys HH(GOPMAIMOHHO-KOMIIBIOTEPHbBIE TEXHOJIOTHH.

IIK 1.6

KoHCynbTHpOBaTh I'pakJaH M NPEACTaBUTEIEH HOPUAMYECKUX JMI] 110 BOIPOCaM
NEHCHOHHOTO 00eCIeueHNs] U COLMAIbHOM 3alUTBHI.

7.2. IEPEYEHb KOHTPOJIUPYIOIIUX MEPOITPUSTHUM 1151 IPOBEJIEHUS

TEKYIIEIO KOHTPOJISI U MTIPOMEXKYTOUYHOM ATTECTAIIAU

[lepeyeHb KOHTPOJUPYIOIIUX MEPONPUATUH IS MPOBEIEHUS TEKYLIEro KOHTPOJIA 110
muctumnHe OI1.13 «JlokymeHTanmoHHOE 00ecrieyeHe yIpaBIeHUs»:

Tekymaﬂ aTrecranmusd

Homep
IIpakTHueckue Pedepar/ dopmMupoBanue
cemMecTpa | TecTrupoBaHue Omnpoc P (bep pMHP
3aaHuA JOKJIaX nopr¢oJimo
3 + + + +

[lepeveHb KOHTPOIMPYIOMIMX MEPOIPUATHH VIS TIPOBEICHHS TPOMEKYTOUHOM aTTECTAIIMU 110
muctumuinHe OI1.13 «JlokymMeHTanmoHHOEe 00eCTICUCHHE YIIPABICHUS .

IIpomexyTouyHas aTTecTanMsA
Homep
cemecTpa KypcoBasi padora Hpomeskyrornoe Nud. 3auer JK3aMeH
TeCTUPOBaHHUe
3 +
7.3. PE3YJIBTATBI OCBOEHUSA JUCIIUIIJIMHBI
Pezynomamul 00yuenun Kpumepuu oyenku Memooul oyenku
YmMmern Ilepeuncnenne cocraBa Ornenka
- 0pOpMIIATh OPraHU3allMOHHO- | HOPMATHBHO-METOMUECKON Oa3bl VCIIOJIb30BaHUS
pacropsiIuTeIbHBIC JIOKYMEHTAIIMOHHOTO o0ecreueHus | 00yJaronumcs
JOKYMEHTBI B COOTBETCTBUU C | YIPABJIECHUS; XapaKTEepUCTHKA METOJIOB U IPUEMOB
nercteytomuM ['OCTowm; CTaHJapTU3aLUU U YHU(PUKALUN JUYHOW OpraHHu3aluu
- OCYIIECTBJIATH 00pabOTKY CUCTEMBI JOKYMEHTAI[MOHHOT O B ITPOLIECCE OCBOEHUS
BXOJIAIIUX, BHYTPEHHUX U oOecrnieyeHust yrpaBiIeHus; oOpa3oBaTeNnbHOI
UCXOJAIINX TOKYMEHTOB, O603HauyeHne PEKBU3UTOB IIPOrpaMMbl Ha
KOHTPOJIb 32 UX JIOKYMEHTOB U 0011lMe TpaBujia ux MPaKTUYECKUX
HCIIOJIHEHUEM; odopmieHus; 3aHATUSX, TIPU
- 0opMIISATH JOKYMEHTHI JJIs XapakTepucTuka BBITIOJTHEHUH
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neperayu B apXuB
OpraHH3aIi;

YHU(DUIUPOBAHHON CUCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeUeHHS
yIpaBJICHUS;

XapakTepucTuka 00IEepPOCCHICKUX

KJ1acCU(PUKATOPOB JOKYMEHTALUY;
[Tepeuncnenne oOmux TpeOOBaHUI
K OJIaHKaM JIOKyMEHTOB.
[IpoBenieHNE OLIEHKU 3HAYUMOCTH
JOKYMEHTOB M CPOKOB MX
XpaHEeHUs;

XapakTepu30BaTh NPUHLIUIIBL U
3aJ1a4M OIEPaTUBHOIO XPaHEHHUS
JIOKYMEHTOB;

O6o3Hauenue 3a1a4 00ecreyeHHs
COXPaHHOCTH JOKYMEHTOB;
Opranuzanus apxuBHOTO (poHIa
OpraHu3aluy;

[TpuHLMIIBI ApXUBHOTO XpaHEHUS
JIOKYMEHTal1H.

XapaKkTepuCcTUKa COBPEMEHHBIX
O(pUCHBIX MUH(POPMALIMOHHBIX
TEXHOJIOTHH;

XapakTepucTUKa CUCTEMHBIX
HPOTrPaMMHBIX CPEJICTB;
XapakTepu30BaTh MPUHLUI PaOOTHI
HPUKJIAJHBIX IPOrPaMMHBIX
CPEJICTB;

[ToaroToBka TEKCTOBBIX
JIOKYMEHTOB C IIOMOILbIO
IPOTrPaMMHBIX CPEJICTB;

Bb160p nu4HbBIX HH)OPMALIMOHHBIX
CHUCTEM;

Hcnonp3oBanue u ynpaBieHue
0a3aMu JaHHBIX;
XapakTepucTHKa CUCTEM
00paboTku (PMHAHCOBO-
HKOHOMUYECKON HH(pOopManuu,
[TpyHIMII TOATOTOBKH
IIPE3EHTALNN; IPOEKTOB;
XapakTepHUCTUKA IKCIIEPTHBIX
CUCTEM U CUCTEM IMOAJIEPKKHU
IIPUHSTHS YIIPABICHUYECKUX
PELIEHHUI, a TAKKE CUCTEM
MHTEJJIEKTYaJIbHOTO
MIPOEKTUPOBAHUS U
COBEPUICHCTBOBAHHUS YIIPABICHUS;
AHaIN3 KOMIUIEKCHBIX CUCTEM
aBTOMAaTH3alNH
JIOKYMEHTAIlMOHHOTO 00ecrieueHust
yIpaBIECHUS;

-XapakTepucTUKa COBPEMEHHOTO
pBIHKA IPOTPAMMHBIX CUCTEM B

CaMOCTOSITEIILHOU
paboThI
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o0JracTi aBTOMaTU3aU
JIEIONIPOU3BOJICTBA U
JIOKyMEHTO000pOTA.

3HaTh

MOHATHUE IOKYMEHTA, €T
CBOMCTBA, CIIOCOOBI
JTOKYMEHTUPOBAHUSI,
[paBUjIa COCTABJICHUS U
odopmIIeHUS
OpraHU3aIMOHHO-
pacropsIuTeIbHbIX
nokymeHTOB (nanee- OPJI);
CHCTEMY U THUITOBYIO
TEXHOJIOTHIO
JOKYMEHTAI[HOHHOT'O
o0ecrieyeHus yrpaBJieHUsS
(manee - JIOV);
0COOCHHOCTH
JIeJIOTIPOU3BOICTBA TI0
00pamIeHusIM TPaKIaH U
KOH(HICHIIMATHLHOTO
JeTIONPOU3BOICTBA.

XapakTepucTUKa IIpeIMeTa,
COJIepKaHus U 3a1a4
JOKYMEHTAIMOHHOTO 00eCTIeUeHHS
YIIPaBJICHUS;

XapakTepuCcTUKa IOHATUI
«IJIOKYMEHTO000pOT»,
«JIOKyMEHTHPOBAHUEY,
«IOKyMEHT», «IOpUANYECKaAs cuila
JIOKYMEHTa»,

Knaccudukanus u pyHkimn
JIOKYMEHTOB;

3aKOHOJATEIbHBIE aKThI
Poccwiickoit @deneparuu B chepe
uHGOpPMAaLUU U JOKYMEHTaIUY;
ITocTaHOBIEHUS U PACTIOPSKEHUS
[TpaButenscTBa PD, henepanbHbIX
OpraHOB UCIOJHUTEJILHOMN BIIaCTU
(MMHHCTEPCTB, KOMUTETOB, CITYXO,
areHTCTB U JIp.),
PErIaMEHTUPYIOIIUX BOIIPOCHI
JIOKYMEHTAIlMOHHOT0 00ecrieueHus
yIpaBiieHUs Ha (eaepaTbHOM
YpOBHE;

I'ocynapcTBeHHas cucrema
JIOKYMEHTAIlMOHHOT0 00ecrieueHus
yIpaBJICHUS;

IIpaBOBBIE aKTBI OPTaHOB
IIPABUTEIBCTBEHHOW 1
WCIIOJTHUTEJILHOM BJIACTU CYOBEKTOB
P® u ux TeppuTOpUAIBHBIX
00pa3oBaHUil, perIaMeHTHPYIOINX
Borpocsl JIOVY;

ITpaBoBbIE aKTBI HOPMAaTUBHOTI'O U
MHCTPYKTUBHOTO XapakTepa,
METOIMYECKHE TOKyMEHTHI 1o JIOY
Pa3IMYHBIX OpraHu3aIuii;
I'ocymapcTBeHHBIE CTaHAAPTHI U
JIOKYMEHTAIHUIO;
YHUPUIIPOBAaHHBIE CUCTEMbI
JIOKYMEHTaIUH;

Ob1epoccuiickue KiiacCu(pUKaTophl
TEXHUKO-I)KOHOMUYECKON U
COLMAIbHON MH(pOPMALINY;
HopMmaTuBHBIE TOKYMEHTHI 110
OpraHM3aluy U OXpaHe
YIPaBIEHUYECKOTO TPYAa CIy>KaIIUX
ciyx0s1 JIOVY;

HopMmaTuBHbIE TOKYMEHTHI 110
OpraHu3ali ApXUBHOT'O XpaHEHUs

Ouenka
UCIIOJIb30BaHUS
oOyJaromumcst
METOJIOB ¥ IPHEMOB
JUYHOU OpPraHU3alUu
B TIPOIIECCE OCBOCHUS
o0pa3oBaTenbHOMI
IpOTrpaMMBbI Ha
MPAKTUIECKHIX
3aHATUSX, TIPU
BBITIOJTHEHUH
CaMOCTOSITEIILHOU
paboThI
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JIOKYMEHTOB.

XapaKkTepucTUKa CUCTEMBI
JIOKYMEHTAIMOHHOTO 00ecrieueHust
yIpaBiIeHUS

XapakTepucTHKa rocy1lapcTBeHHOMN
CUCTEMBI JOKYMEHTALIUOHHOTO
oOecrieueHus yrpaBJeHUs,
Conepxkanue yHUPUITPOBAHHBIX
(bopM JOKYMEHTOB, CO37]aBaEMbIX
IIPY OpraHU3aluy ONIEPATUBHOIO
XPaHEHUs UCTIOTHEHHBIX
BXOJISIINX, UCXOSIINX U
BHYTPEHHUX JJOKYMEHTOB;
XapakTeprucTHUKa CUCTEMBI
OpraHU3aIMOHHO-TIPABOI
JIOKyMEHTalUH;

Oco0eHHOCTH COCTaBIICHUS U

0 OopMIIEHHS OT/EIbHBIX BUI0B
OpraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB;

XapaKkTepuCcTHKa CUCTEMBbI
CIPaBOYHO-UH(GOPMAITMOHHON
JIOKYMEHTaIUH;
XapakTepucTuKa CUCTEMBI
pacnopsAUTEIbHON JOKYMEHTAlUY;
XapakTepucTuka JOKyMEHTaIUs 10
JMYHOMY COCTaBY.
XapakTepucTuKa BXOIAIICH 1
UCXOJISIIEH TOKyMEHTAIUH, O0IITIe
MIPUHIIMIIBI KTaccuuKanmu,
BU3HUPOBAHUS U XPAaHEHUS
MOCTYIAOIIEH U UCXOAALIECH
JIOKyMEHTAI1H;

Busl mHGOpPMAIIMOHHBIX PECYpCOB
JUTSL CO3ZIaHMSI IOKYMEHTOB U
aBTOMaTHU3aIuu
JIOKYMEHTO000pOTa;
XapakTepucTUKy U MPUHITUIIBI
paboThl COBPEMEHHBIX
MPOTPaMMHBIX MTPOAYKTOB,
00€eCIIeunBaIOIIMX aBTOMATU3AIINIO
JIOKYMEHT0000pOTa.

Oco0OeHHOCTH BHEIPEHUS
AIIEKTPOHHOTO JOKYMEHTO000pOoTa;
TpeboBaHus Kk cucteMam
AIIEKTPOHHOTO JOKYMEHT0000pOoTa;
CrniocoObl opranu3zanuu padoThl ¢
AIIEKTPOHHBIMHU JOKYMEHTaMHU
Bunpl, Ha3HaueHWME, TIPUHITHIT
(GYHKIIMOHUPOBAHUS OPTTEXHUKH,
3Ha4eHHUEe OTJENbHBIX BUJIOB
OPI'TEXHUKE MPU NOATOTOBKE

16




JIOKYMEHTOB Pa3IM4HOTO
Ha3HAYCHUSI.

7.4.0IIUCAHUE MMOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHWA KOMIIETEHIIUIA
HA PA3J/IMYHBIX OTAITAX UX ®OPMHUPOBAHUSA, OIIMCAHUE HIKAJI

OINEHUBAHMSI.

Texkymmii KOHTPOJb 3HAHUI TpEACTaBIsET COOOW KOHTPOJIb OCBOCHHSI IMPOTrPAMMHOIO
MaTtepuana y4eOHOH IUCIUIUIMHBI, C ENbI0 CBOCBPEMEHHOW KOPpPEKIHMU OOydYeHUs, aKTUBU3AIUU
CaMOCTOSITENILHOM pabOThl M IPOBEPKU YPOBHS 3HAHUN U YMEHHH 00ydaromuxcs, cQopMUPOBAHHOCTU

KOMIIETEHIIUH.

HpOMe)KyTO‘leIﬁ KOHTPOJIb 110 JUCHUIINIMHE ITO3BOJIACT OUCHHUTH CTCIICHL BBIPAXKCHHOCTHU

(chopMUpOBAaHHOCTH) KOMITETEHIIMHA:

HaumeHoBaHue pa3ieioB

Tun KOHTPOJILHOI'O 3aJaHUSs

AUCHUIINHBI
1 2
Tema 1.BBenenne. JlokymeHT u Bompocs! k Bompocs k TectupoBanue
CHCTeMA JOKYMEHTALUH I pepeHIIMPOBAHHOMY | YCTHOMY OIPOCY
3a4eTy [IpakTnueckue
3a/laHus
Tema 2. Opranu3zauuoHHo- Bonpocs! k Bomnpocsl k TectupoBanue
pacnopsiiuTebHbIe JOKYMEHTBI AU PepeHIMPOBAHHOMY | YCTHOMY OLPOCY
3a4eTy [IpakTnueckue
3a/laHus
Tema 3.KaapoBasi 1oKkyMeHTAL A Bompocs! k Bomnpocs k TectupoBanue
I pepeHIIPOBAHHOMY | YCTHOMY OIPOCY
3a4eTy [IpakTueckue
3a/laHus
Tema 4. JloroBopHO-nIpaBoBas Bompocs! k Bompocs k TectupoBanue
AOKyMEHTaI sl T epeHIIMPOBAHHOMY | YCTHOMY OMPOCY
3a4eTy [IpakTnueckue
3a/laHus
Tema S. IlonsaTne Bormpocsr k Bomnpocsl k TectupoBanue
AOKYMEHTO0000p0Ta, perucTpauus m(GepeHIIPOBAHHOMY | YCTHOMY OIPOCY
JI0KYMEHTOB 3a4eTy [IpakTnueckue
3a/laHus
Tema 6. Opranuszanus onepaTuBHoro | Borpocsr x Bomnpocsl k TectupoBanue
U APXMBHOI0 XpPaHEHUSA JOKYMEHTOB AU PepeHIMPOBAHHOMY | YCTHOMY OIPOCY
3a4eTy [IpakTnueckue
3a/laHus

7.4.1. KOMIUVIEKT OHEHOYHBIX CPEACTB JJIAA TEKYIIEI'O KOHTPOJIA

Texymuii KOHTpOJIb 3HAHWM TMpeAcTaBisieT CcOO0OW KOHTPOJIb OCBOEHHUS MPOrPaMMHOTO
MaTepuaia y4eOHOW NUCHUIUIMHBI, C IIeJbI0 CBOEBPEMEHHON KOPPEKLIMH OOYYeHHs, aKTHBU3ALUHU
CaMOCTOATEIIbHON pabOTHI U MPOBEPKU YPOBHS 3HAHUHN U YMEHUN 00ydaromuxcs, chopMUPOBAHHOCTH
KOMITETeHIMH. Pe3ynbTaThl TEKYIIEro KOHTPOJIS 3aHOCSITCS B KypHaJbl yYEOHBIX 3aHITHIA.

@opMBI TEKYILIETO KOHTPOJIS 3HAHUI:

- YCTHBIH OIpOoC;
- IPaKTUYECKUE 3aJJaHNUs;
- TECTUPOBAHHUE;
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- HalMcaHue JTOKJIa10B/pedepaTos.
- TECTHPOBaHHE.
[IpopaboTKka KOHCHEKTa JEKIHA M y4eOHOH JUTepaTyphl OCYIIECTBISETCS CTYIACHTAaMH B

TEYCHHUE BCEIro CEMECTpaA, IMOCJIC U3YUCHUSA HOBOM TEMBEI.

[IpenonaBaTenb KOHTPOJIMPYET 3HAHUE CTYIEHTOM IPOMIEHHOIO Marepuana ¢ I[1OMOLIbIO

KOHTPOJIbHBIX BOIIPOCOB HJIN TCCTUPOBAHUA.

Bonpocs! 1Jist TEKYIIEro KOHTPOJIs 3HAHMIA (YCTHBIH onpoc)

Dopmupyemvie komnemenyuu — OK 01-OK 05, OK 08, OK 09, IIK 1.1 - IIK 1.4, IIK 1.6.
Kaxkue ocHoBHBIE 3ak0HBI perynupytoT JOY?

1.

Kaxoit ctangapT ucnosib3yrT i1 0hOPMIICHHSI OPTaHU3aAIMOHHO-PACTIOPS AU TEIIBHBIX
JIOKYMEHTOB?

Urto monumaetcs o yHudukanuen u ctanaapTu3anien?

Uro npencrasiser coboit YHupunmposannas cucrema 10kymeHToB (10Y)?

C kakoti 1ienplo pazpadoran u BBezeH B aeiictBue [OCT P 6.30-2003 «YHubuUIupoBaHHbIE
CHUCTEMBI IOKYMEHTALINU?

Yro npexncrasinser co0oil O1aHK JOKyMeHTa?

Kakwue Buibl pacnosioskeHus: peKBu3UToB Brl 3HaeTe?

Kakue pekBH3UTBI BXOAT B COCTAaB 00IIero Oranka?

Kakue pexkBU3UTHI BXOJAT B COCTAaB OJIaHKA JJIsi TUceM?

Kak ¢opmynupyeTcs 3aroioBOK K TEKCTY TOKyMeHTa?

. Kakue a1emMeHThI BKII0YatOTCsl B COCTaB PEKBU3UTA «aapecaT»?

. CKOJIIbKO aIpecOB MaKCHMaJIbHO MOKHO IIOMECTUTh HA OHOM JIOKYMEHTE?
. Kakue sanemeHTBI BXOAAT B cocTaB rpuda coraacoBaHus?

. Kakue 3neMeHThI BXOJAT B cocTaB rpuda yrsepxaeHus?

. Kakue a1eMeHThbI B peKBU3UTE «IIOJNUCH)» JOJDKHA 3aTparuBaTh 1eyaTh?
. I3 kakux yacTel COCTOUT TEKCT NpuKa3a?

. Kak ¢opmymnmpyercs 3aroyioBok K rnpukaszy?

. Kak ¢popmynupyroTcs myHKTHI Tpukasza?

. Kakoii ¢popmynupoBkoii 3akaHuMBaeTCs TEKCT IpUKa3a’?

. Korna uznaercs pacnopsixenue?

. Kak popmynmpyercst 3aronoBok K pacnopsbkKeHH0?

. Kakumu cnoBamu HauMHAETCs pacoOpsIAUTENbHAS YaCTh PACIIOPSKEHUS?
. Ha xaxom 6manke oopmitsieTcst pacmopsixeHue?

. B Kakux ciydasx mznaercs ykasanue?

. Kak popmymnmpyercst 3aronoBok k ykazaHuio?

. Kakumu cnoBaMu MOKET HAUMHATHCS PACTIOPSIAUTENbHAS YaCTh YKa3aHUsI?
. Kakoii (opmynnpoBkoii 3akaHUMBaeTCs TEKCT yKa3aHus?

. KeM cocraBnstorces akThl?

. Kakue pyOpuku BeIIENAIOTCS BO BBOJHON YacTh akTa?

. UTo yKa3bIBalOT B KOHCTaTUPYIOIIEH YacTH akTa?

. HazoBuTe pyOpuKky BBOAHON YacTu MPOTOKOJA?

. I3 Kakux pa3zesioB COCTOMT OCHOBHAs 4acTh IIPOTOKOJIA?

. Kak popmynmpyercst moctaHoBIsOIIas 4aCcTh IPOTOKOJA?

. B Kakux ciaydasx co3garoTcs 1OKJIaJHbIE 3aIUCKU?

. Ha xakue BuJbI JenaTcs JOKJIaAHbIE 3aUCKU?

. I3 kakux yacTel COCTOUT TEKCT JOKJIAIHOU 3alHUCKH?

. Uto Takoe cripaBka?

. Kakue ObiBaroT cipaBku?

. Kakuie pekBU3UTHI COEPKUT JINYHAs cripaBKa?

. Kakue npukasbl Ha3pIBarOTCs MpUKa3aMHU 110 JINYHOMY COCTaBy?

. Kak ¢opmymnmpyercs 3aroyioBok K CBOJAHOMY NpHUKa3y?
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41. Kak odopmisercs: Bu3a 03HaKOMJICHHSI B IPUKA3ax M0 JINYHOMY COCTaBYy?

42. I3 KakuX CTPYKTYPHBIX 3JIEMEHTOB COCTOUT XapaKTEPUCTHKA?

43. KTO MOAMHUCHIBAET XapaKTEPUCTUKY?

44. Kak nuuiercs 3asBieHue?

45. Kak opopmisiercst pactiucka?

46. Yto npencTaBisieT coO0M TOBEPECHHOCTH?

47. Kakue OBIBAlOT BHJIBI IOBEPEHHOCTEH?

48. Kakue peKBU3UTHI BXOASAT B COCTaB OJaHKa JJIsl mucem?

49. Kakue BapranThl opopmiIeHUs OJIAHKOB CIY)KEOHBIX IMUCEM BbI 3HAaETE?

50. B kakux ciyqasx ciy:keOHOe THChMO cOocTaBisieTcs: Ha Oimanke gpopmara AS?

51. Jlaiite  0OLIyl0  XapaKTEpUCTHUKY  OpPraHU3alMOHHBIX  TEXHUYECKUX  CpPEICTB B
«/loxkyMeHTallMOHHOM 00€CIICUeHUH YIIPABICHUSI.

52. Kakne KOMIbIOTEPHBIE CPENICTBA IPUMEHSIOTCS /IS IIOATOTOBKU JIOKYMEHTOB?

53. Kakue 3akoHOaTeNbHbBIE aKThI IPEANUCHIBAIOT 0053aTEIBHOCTh JOKYMEHTHUPOBAHUS
uHpopmanuu?

54. Kakue Tpe6oBaHUs K TOKyMEHTaM U3JI0’KEHBI B 3aKOHOATENbHBIX aKTax?

55. Ha xoro BO3JI0:K€HO METOJUYECKOE PYKOBOJCTBO MOCTAHOBKOM JIETTOTPOM3BOJICTBA B CTpaHe?

56. KakoBo 3nauenue ['CJIOY u uto oHa pernameHTHpyeT?

57. Yo perimaMeHTHPYET TUIIOBAsI MHCTPYKIIUS IO IETOTPOU3BOJICTBY?

58. B uem 3nauenue EI'C/]?

59. Yrto Takoe JOKyMEeHT?

60. Uto Takoe 1OKyMeHTO000pOoT?

61. Kakue 6aHKM OpraHu3anyuy BaM U3BECTHBI?

62. Uto Takoe oOmuii 6J1aHK OpraHu3anuu?

63. Kakue TpeboBaHUs NPENbIBIAIOTCS K XPAaHSHUIO OJJAHKOB MTUceM?

IpuMepHas TeMaTHKA J10KJIa10B/pedepaToB

Dopmupyemoie komnemenyuu — OK 01-OK 05, OK 08, OK 09, IIK 1.1 - IIK 1.4, IIK 1.6.

01O\ N WM =

. OdopmneHme opraHu3alMOHHO-TIPABOBOM TOKYMEHTAIIUN

. denonpon3BoactBo B peBHEPYCCKOM rOCYIapCTBE.

. [Ipuxasnoe penonpoussoactso XV-XVII Bs.

. CucremMa KOJIJIEKCKOTO JIEI0IPOU3BO/ICTBA.

. Cucrema munHMCcTEpCcKOro Aenonpoussoactsa XIX—XX Bs.

. Ucropus ynipaBnenus u aenonpoun3BoacTsa B 1917-1941 rr.

. Ucropus ynpaBnenus u genonpousBoactsa B 1945-1990 rr.

. [TogroroBka u 006CTy’KUBaHUE COBEIIAHUN.

. Opranu3zanus nprema rnoceTuresnei u padboTa ¢ MMCbMEHHBIMU OOpAIIEHUSIMU TPaXkK/IaH.

. 3amuTa KOHQUIEHINAIbHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOIO JOCTYTIA.

. 3ammra KOH(pUISHIUANIBHON HH(pOpMaLUK TPU MPOBEIEHUH COBELIAaHUN U IIEPETOBOPOB.
. Uctopus popmuposanus ['ocynapcTBeHHON apXuBHOM ciyxOb1 PD.

. ApxuBHbIil pona PO, apxuBHBIN (OH OpraHU3aLUU, apXUB KOMMEPUECKON (PUPMBI.
. Opranu3anus ceKpeTapckoil JesITeIbHOCTH.

. DTHKET JeJI0BOr0 OOILEHHUS.

. Ucropus nemoBoil TMCbMEHHOCTH.

. 5131k 1 0b61IECTBO

. KommyHukanus - e€ KoMnoHeHThI U cyObekThl. [loHATHE S3bIKOBOTO 3HAKA.

. IlonsTne «uHoOpManmonHas 0e30MacHOCTbY.

. OCHOBBI ICUXOJIOTHYECKOTO KJIMMaTa B KOJUIEKTUBE.

. MexaHu3Mbl COLUAIBHON EATEIBHOCTH U COLUAIILHOIO ITOBECHUS.

. OnepannonHbie cucteMbl. CUCTEMBI IPOrPaMMUPOBAHUS.

. CoBpeMeHHass OpraHu3alus apXuBHOU Ci1yxObl B PD.
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24. Opranu3anys apXuBHBIX IOKYMEHTOB B Tpe/ieax apXUBHOTO (GoHAA.

25. Opraan3anoHHOE MPOSKTUPOBAHNUE CUCTEM YIPABJICHHS: OOBEKT U MpeaMETHAsT 00J1acTh.
26. I'ocynapcTBeHHbBIE TpeOOBaHUS B 00JIACTH JEJIONPOU3BO/ICTBA U TIOKYMEHTAIIMOHHOTO
obecreyeHus yrpaBaeHHs..

27. ®ynkuuu u 3agauu ciyxo0sl JJOVY.

28. CocTaB HOPMaTUBHO-METOANYECKHUX TOKYMEHTOB, UX Ha3HAYCHHUE, METOJIMKA Pa3paboTKH,
OpsAA0K 0(pOpMIICHUS U IPUMEHEHHUSL.

Mecrto ciyx06b1 JIOY B CTpyKTYpe OpraHu3aIiui.

JIOKyMEHTO000POT, €ro OpraHu3alys U mapaMmeTphl.

O0BeM 10KyMeHTOO000pOTa OpraHU3alMy. YUeT KOJIMYECTBa JOKYMEHTOB.

TexHonoruu npuema u 00pabOTKU JOKYMEHTOB.

ITpuHIUIBI TOCTPOEHUS UHPOPMALMOHHO-TTOUCKOBBIX CHUCTEM.

Oynkiun cayx0s1 IOY 10 KOHTPOJIIO 32 MPOXO0XKIESHHUEM U HCIIOJTHEHUEM JIOKYMEHTOB.

29.
30.
31.
32.
33.
34.
. Homenkunarypa aen, npaBuina ee popmMupoBaHus.
36.
37.
38.
39.
40.
. OcHOBHBIE CBOICTBA JOKYMEHTA: aTpUOYTUBHOCTb, (DYHKIIMOHAIBHOCTD, CTPYKTYPHOCTb.
42.
43.

35

41

DKcnepTu3a HEHHOCTH I0KYMEHTOB.

VYupasneHne Kak Mmporecc.

Pabota ¢ oOpamieHusMu rpakaaH.
JIOKyMEHTaINCTHKA ¥ JOKYMEHTOBE/ICHHE KaK HayKa.
Hpez[MeT, 00BEKT U MCTObl JOKYMCHTOBCACHU .

OyHKIUHN TOKYMEHTa - HH()OpMAIIMOHHAsL, COLMAIIbHAS, KYJIbTypHasl.

Crnenuanbible QYHKIIUM JOKYMEHTA: yIIpaBleHUYeCKas, ydeTHas, IpaBoBasi, OOIEKyIbTypHas,
UCTOpUYECKasL.

44. IlonsiTHE «IOKYMEHTHUPOBAHUE.

45. TexHnuyeckoe JOKYMEHTUPOBAHUE, BUbl TEXHUYECKUX JOKYMEHTOB.

46. I'ocynapcTBeHHas pa3padoTKa eIMHBIX TpeOOBaHUM K IOKyMEHTHPOBAHUIO HH(POPMAIIHH.
47. Yaudukanys 1 CTaHJapTH3AIM KaK e TebHOCTh 110 COBEPIICHCTBOBAHUIO (DOPMBI U
coJiepKaHus JOKYMEHTA.

48. HanroHanbHast 1 MEXAyHapoAHas CTaHAApTU3aLUs JOKYMEHTOB.

49. Xapakrepuctrka ocHOBHBIX ['OCT, ycranaBiauBaronmx tTpedoBaHus K opopmIiIeHUIO
YIPaBIE€HYECKUX JOKYMEHTOB.

50. IlonsTHE «cUCTEMA TOKYMEHTALUNY, €€ TIPU3HAKH.

IIpuMepHBbIH NepedYeHb NPAKTUYECKHUX 3aJaHHUH 110 TUCHUILIMHE

Dopmupyemoie komnemenyuu — OK 01-OK 05, OK 08, OK 09, IIK 1.1 - IIK 1.4, IIK 1.6.

1.

CocTaBuUTh  NHUCHMO-TIPUIJIALIIEHHE  OPraHU3alMOHHOTO  KOMHTETa  «OKCIOLEHTP»  C
MIPEIIOKEHUEM TTOCETUTHh MEXKIYHAPOJIHYIO CIIELUAIU3UPOBAHHYIO BBICTABKY «OJKOHOMMS
MaTepUaJbHbIX W TOIUIMBHO-DHEPI€TUYECKUX  PECYpCOB B CTPOMTENLCTBE U
IIPOMBIIIJIEHHOCTHY». BBICTaBKka NPOXOAUT B MABHUIBOHE BBICTABOYHOIO KOMILIEKCAa B T.
Camapa.

CocTtaBbTe JOKJIAJIHYIO 3alIUCKY CeKpeTaps-pedepeHTa pyKOBOIUTEINIO MPEeANpUiTUs 00 yTepe
pabotHukom CrenanoBbiM [.M. mucbma-3anpoca, NOCTYNMBIIETO B agpec MPEeaNpHUsATHs J1Ba
MecsLa Ha3ag.

Hanummure 3asiBnenue o npueme Bac Ha paboTy 5KOHOMUCTOM B rOCyIapCTBEHHOE
NpenpusATHE MO CBA3U U UH(popMaTHKe «PoccBa3buHBOpMY.

CocraBbte rapantuitHoe nmucbMo AO «9xocan» [TAO «IIporpecc» 06 okazaHUU TEXHUUECKOM
oMol B pa3paboTke pabouux ueprexeil HacocHOW craHuuu. AO «DKOCaH» MPOCHUT
IIPOU3BECTH ITY pabOTy HEMOCPEACTBEHHO Ha IJIOLIAIKE.

CocrtaBbre u odopmure tenerpammy OOO «tHOnucu6» Kemepockomy mnpenmpusituio AO
«Kpucrann» o moiHOM oTKa3ze OT OIIaThl 3a MOCTYMUBIIYIO MPOAYKILHIO B CBA3H C TEM, YTO
9Ta MPOAYKIMS He Obula 3aKkazaHa. OcTalbHbIe PEKBU3HUTHI YKOKUTE CAMOCTOSITEIBHO.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Hanummre 3asBieHue o mpenoctaBieHHd Bam oTmycka mo ceMeiiHbIM OOCTOSTENbCTBAM.
OcTanbHbIE PEKBU3UTHI YKAKUTE CAMOCTOSTEIBHO.

CocraBbTe NmUCHhMO-0TBET TUIOrpadum m3marenbecTBa «Hayka» oOmiecTBy ¢ OrpaHHYEeHHON
OTBETCTBEHHOCTbIO «TpHHMKa» O BO3MOYKHOCTH BBIIIOJHHUTBH 3aKa3 HA M3rOTOBJIEHHE OJIaHKOB
yueTa U OTYETHOCTH.

Hanummre npukas reHepanbHoro aupexkropa AO «mmynbe» o mpueme Bac Ha paboTy
OyXraaTepom.

Hanumure 3asBneHue Ha uMs 1upekTopa o0 usmeHeHuu Bameit pamunuu B cBsi3u ¢
perucrpanueii opaka.

CocraBbTe  XapaKTEpUCTUKY-pEKOMEHJalMI0 paboTHuka Bamero npeanpustus —ans
noctymienus ero B acnupantypy @PI'BOY BO «Camapckuii  rocynapcTBEHHbBIN
9KOHOMMYECKUN YHUBEPCUTETY.

Hanummwre 3asBiieHne 00 YBOJIBHEHHH C pa0OTHI IO COOCTBEHHOMY >KEJIAHHIO.

CocraBbTe OOBACHUTEIbHYI 3alMCKy C YKa3aHUEM IIPUYUHBI HAPYIIEHUS TPYJOBOH
JTMCLUUIUIMHBI PA0OTHUKA

CocrtaBbTe IPOTOKOJI 3acenanus npodcorozHoro komutera AO «Xned» 0 BbIACICHUN ITyTEBOK
B caHaTopuil «Yalika» paOOTHHUKAM MPEANPUATHS.

CocTaBpTe akT O mpUeMe-Iiepelade el B apXWB 3aBEAYIOIIUM OTAEJIOM KaluTaJIbHOIO
ctpoutenbeTBa AO «CTpoilMHBECTY.

CocraBbTe HMH(POPMALMOHHOE IMHCBMO O 3aBEpIICHUH CpOKa IpueMa 3asBICHUN s
perucTpanyy y4acTHHKOB HayYHO-IPAaKTUYeCKOH KoH(epeHumu. Ha3zBanume xoH(pepeHIUH H
CPOKH MPOBEJCHUS KOHpEepeHIIMH 0003HAUbTE CAMOCTOSATEIBHO.

CocTaBbTe CONPOBOAMTEILHOE MUCHMO O HampaBieHuH B aapec AO «Panon» nuleH3UU Ha
BBIBO3 OBITOBBIX OTXO/IOB.

CocraBbTe TeneoHOTpaMMy O IPOBEIEHUH COBEUIaHUs B MUHHCTEPCTBE 3IpaBOOXPAHEHUS C
yKazaHHeM 00CyX/1aeMOoro BOIpoc.

CocrtaBuTh 1 0OPMUTH PEKIAMHOE MTUCHMO O MPOAAXKE YACTHBIM JIMI]AM U TOCYIapCTBEHHBIM
IIPEANPUATHAM NIEPCOHAIBHBIX KOMIIBIOTEPOB 10 JOTOBOPHOM CTOMMOCTH M O BO3MOXKHOCTHU
IIPUHUMATD 3aKa3bl Ha COCTABJICHUE NIPOrPaMM

CoctaButh ¥ OG(GOPMUTH NPOTOKOJIBI PA3HOIVIACHMM M  COIJIaCOBaHMs pa3HOIIAcui ¢
HCIIOIb30BAHUEM CIIPaBOYHO-NIPaBOBOM cucteMbl KoncynpTanT Ilmtoc u  TexcToBOro
nporneccopa Word u3 nakera nporpamm MS Office.

HpI/IMeprle TECTOBbBIC BOINIPOCHI IO TUCHUIIJIMHE

Dopmupyemoie komnemenyuu — OK 01-OK 05, OK 08, OK 09, IIK 1.1 - IIK 1.4, IIK 1.6.

1./lenonpoun3BoacTBO:

a) cucrema COCTaBJICHUS u XpaHECHHSI JIOKYMEHTOB;
0) 3amuch MH(POPMALMU Ha  Pa3IMYHBIX HOCHTEISX [0 YCTAaHOBJIEHHBIM IPaBUJIAM;
B) OTpacib JAEATENbHOCTH, OOECHeunBaronias JAOKYMEHTUPOBAHWE W OPraHM3aLUI0 pabOThl C
o(umaNbHBIMU JOKYMEHTaMH.

2. TlonsiTHE «TOKYMEHTHPOBAHHUE:
a) 3anuch MHGopMaK U opopMiIeHHE TOKYMEHTA;
0) 3amuch HH(GOPMAIMK Ha PA3TMYHBIX HOCUTEISX MO0 YCTAaHOBJICHHBIM ITPABUIIAM;
B) XpaHEHHUE JOKYyMEHTa.

3.J1o0KkyMeHTO000pOT:
a) ycIOBHOE 0003HaUYEHHUE, IPUCEBAEMOE TIOKYMEHTY B MPOIIECCE YUeTa M UCIOTHEHNUS;

0) JBWXEHHUE JOKYMEHTOB B OPTaHM3AIIMK C MOMEHTA X CO3/IaHUS WU TIOJIYICHHS 10 3aBEPIICHUS
WCTIOJTHEHUS WJIM OTIIPABJICHUS aJ[pecary;

B) OTpacib JAesITebHOCTH, 00ecreunBaromias JOKyMEHTUPOBAHNUE U OPTaHU3aIMI0 paboThI €
opHUIHATEHBIMH TOKYMEHTaAMHU.

4. OpurvHai 10OKyMeHTa:
21



a) IepBOHAYAIbHBIN IK3EMILIAP TOKYMEHTA;
0) DSK3eMIUIAp TOKYMEHTA, SIBJISIOIIUICS NCXOAHBIM MaTEPHAIIOM ;
B) BCE OTBETHI BEPHBI.
5.3akoHbl PO pensarcs Ha:
a) Yka3el npe3ujieHTa u nocranonieHus [Ipasurenscrea PO;
06) HopmartuBHbIe aKThl (heepabHBIX OPraHOB UCIIOJIHUTENIHON BIACTH
B) BCE OTBETHI BEPHBI.

6. Konus:

a) MJIEHTUYHOE, BOCIIPOU3BEACHUE OIIMHHNKA, OCTAIOIIAsACA B J€JIaX NPEANpUATHs, KaK IpaBuio,
HE 3aBepseTCsl MOIMUCHIO TOJDKHOCTHOTO JIMIIA;

0) WAEHTHUYHOE, 3aBEPEHHOE JOJDKHOCTHBIM JIUIIOM BOCIIPOM3BEACHUE TOATMHHNKA;

B) HET BEPHOI'O OTBETA.

7.PanioHaIbHO OpPraHHU30BAaHHBIN KOMIUIEKC B3aMMOCBSI3aHHBIX JOKYMEHTOB, CO3JaHHBIN I10
€IMHBIM IpaBUJIaM U TpPeOOBaHUSAM M IPHUMEHSAEMBIH B OINpPENENIeHHOW 00JacTH JAeATeNbHOCTH,
Ha3bIBAIOT. ..

a) CTaHJIapTU3aLuei;
0) yHUPUIIUPOBAHHOUN CUCTEMOU IOKYMEHTAIUH;
B) KJIacCU(PHUKATOPOM YIPABICHUECKONU JOKYMEHTAIUH.
8. PexkBU3UT 1OKyMEHTA:
a) o0s3aTenbHBIN N1eMeHT 0hopMIIeHUS O(PUIINATHHOTO JOKYMEHTA;
0) ToMeTKa, yKa3bIBaroIas Ha 0COObI XapakTep;
B) YCIOBHOE 00O3HAYCHHE, IPUCEBAEMOE JOKYMEHTY B IIpoLiecce yueTa (perucTpauun) u
UCIIOJIHEHUSI.

9. Crannaptel opranuzanuii B Poccun Moryt pazpa0aTbIBaThCsl U IPUMEHATHCS
OpraHMU3alMsIMU B CIEAYIOIUX CIydasx:

a) Juid o0ecreyeHHs UCIOIb30BAHUS Ha MPEANPUATHIX TeXxHuUeckux periamenToB PO, 'OCT P,
I'OCT, MexayHapoaHbIX, HAllMOHAJIbHBIX CTAHIAPTOB 3apyO0eKHBIX CTPaH, CTAHAAPTOB HAYYHO
TEXHUYECKUX, NH)KEHEPHBIX O0ILECTB U APYrux obiecTBeHHbIX o0benuHenuit, CTII apyrux
OpraHM3alyii, a TaKXKe Ha CO3/1aBaeMble Ha JaHHOM IPEIIPUSITUH POIYKIIHUIO, YCIYTH U
IIPOM3BOICTBEHHBIE TIPOIIECCHI (PaOOTHI);

0) peructpauu GopM TOKYMEHTOB, YIIOPSA0UYEHUS MHPOPMAIIMOHHBIX TOTOKOB B HAPOTHOM
XO03SICTBE, COKpAIIEHUsI KOJMYECTBAa MPUMEHAEMBIX (POPM, pallMOHAIBHOM OpraHu3allui KOHTPOJIS 32
MIPUMEHEHUEM YHU(PUIIMPOBAHHBIX (OPM JIOKYMEHTOB;

B) HET BEPHOI'O OTBETA.

10. HaunonansHble ctangaptel 1 O0mepoccuiickue Kiiaccu(puKaTopbl TEXHUKO-
HKOHOMHYECKON U COIMaIbHON HH(OpMAIIK, B TOM YHCIIE TIPAaBUIIa UX Pa3pabOTKU U IPUMEHEHMUS,
MIPEJICTaBISIOT COOOM:

a) MEXHAIMOHAIbHYIO CUCTEMY CTaHAAPTH3ALHH;
0) HalMOHAJIBbHYIO CUCTEMY CTaHJapTU3AILIHH;
B) CHUCTEMY CTaHJapTH3alHH.
11.I'oct 9327-60* ycTanaBnuBaeT TpH psijia MOTPEOUTETHCKUX (POpMATOB:
a) A2, A3,A4;
0) A, B, C;
B) D,F,A.

12. icxoaHbIM (pOpMATOB SBIISETCS:

a) dopmar A0, mIomamb KOTOPoro pasHa 1 M? ¢ TaGapuTHEIME pazMepamu 842X 1189 mm.;
6) dopmar A0, mIomans KOTOPOro paBHa 2M? ¢ rabapuTHEIME pasmepamu 842X 1189 mm.;
B) (opmar A4, miomaas KoToporo paBHa 1,5M% ¢ raGaputHbIME pasMepamu 842X1189 mw.

13. Kaxplil 1ucT 1oKymMeHTa, opOpMIIEHHBIH Kak Ha OjaHke, Tak u 6e3 Hero, corinacHo ['OCT

P 6.30 nomxeH UMETh IOJI HE MEHEE. MM:
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a) 10 — neBoe, 10-npaBoe, 20 — BepxHee, 20 - HIDKHEE;
0) 25— neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIKHEE,
B) 20 — neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIKHEE.
14. Ilpu cocTaBneHUN MHOTOCTPAHUYHBIX JOKYMEHTOB BTOPAsl U MOCIEAYIOIIUE CTPAHUIIBI:
a) TOJKHBI OBITH IPOHYMEPOBAHEI;
0) HymMepoBKa He 00s3aTeIbHA;
B) POHYMEPOBBIBACTCS BCE CTPAHUIIBI, KPOME TUTYIIHHOTO JIUCTA.
15. Homep cTpaHuiibl HAHOCUTCS Ha:
a) BEpXHEM IOJIe JIMCTa TOCEPEANHE;
0) HIKHEM I10JIE JIUCTA TIOCEPETUHE;
B) BEpXHEM HJIM HIKHEM I10JI€ JIUCTA B IPABOM YTIIy.
16. CkoJIbKO CITOCOOOB HAIMMCAHUS AT PUMEHSFOTCS?
a) aBa: MUQPPOBOI U CIOBECHO-IIU(PPOBOIA;
0) Tpu: MdpoBOi, CIIOBECHO-ITU(POBON U aBTOMATU3UPOBAHHBIIH;
B) JIBa: PyYHBIM CIIOCOOOM Y MAIIMHHBIM.
17. B 1oKyMeHTax IONMYCKAKOTCSI COKpAIICHUS:
a) TOJIbKO OOIIEMPUHSATHIE COKPAIIIEHUS CIIOB;
0) oOmIeTpUHSATHIC COKPAILIEHHS, a TaKXKe COKPAIlleHUs OTOBOPEHHBIE HOPMATUBHBIMU JJOKYMEHTAMU;
B) HET BEPHOI'O OTBETA.
18. Ilpu HanmrcaHUKM MHOTO3HAYHBIX YHCEI IPOU3BOAUTCS UX TPYIIIUPOBKA CIIpaBa HaJIEBO MO
a) 1Be IUQpHI;
0) Tpu HUbPHI;
B) YETHIPE UQPHI.
20. Tabmuna — 310...
a) TepedeHb KaKuX-I100 MmoKas3aTesei, COCTABICHHBIN B ONPEACIICHHOM MOPSIKE;
0) oduIMaTBHBIA JOKYMEHT, UCIIOJIb3yEeMbIi B TEKYIIEH NeSTEIbHOCTH OPraHu3allnu;
B) (opma moxymeHTa, B KOTOPOM TEKCTOBBIE HIIM U(POBBIE CBEACHUS pa3MEIICHBI 110 rpadam.
21.KoMOuHanuo U3 3HaKOB THPE U KaBbIUEK (-«-) JIJIs 3aMEHBI TOBTOPSIOIINXCS CIOB
MIPUMCHSITH
a) JOIYyCKaeTcs;
0) He omycKaeTcs;
B) JIOMyCKAeTCsI MPU 3aMOTHEHUM TaOJIHII.
22. Kak pacmudpossiBaercs abOpesuarypa OP/]?
a) OOnacTHOH pacnopsAIUTENbHBIN IeTIaAPTAMEHT;
0) OpranuzanmoOHHO-PACTIOPSIUTEIBHBIE TOKYMEHTHI;
B) Opranu3anuoOHHO-PACTIOPSIIUTENbHBIN JIeTTapTaMEeHT.
23. OPJI xnaccuuuupyroTcs Ha TP TPYIIIbL:
a) OpraHU3aI[MOHHO-TPABOBAs JOKYMEHTAIIMS, PACTIOPSIAUTEIbHAS] TOKYMEHTALIUS U
MH(POPMAIIMOHHO-CIIPABOYHAS JOKYMEHTAIIHS,
0) omepaTUBHO — HH(POPMAIIMOHHAS JOKYMEHTAIIHS, CIIPaBOYHO-UH(POPMAIIMOHHAS TOKYMEHTAIIHS,
pacropsiIuTeIbHas JOKYMEHTAIHS,
B) HET BEpHOT'O OTBETA.
24.06mepoccuiickuit knaccupurarop (OKVY ) B uncino OP/I, BkiItodaeT JOKyMEHTHI 1O
JTUYHOMY COCTaBY:
a) 3asBIICHUS, JIMYHBIC KAPTOUKH;
0) mpuKa3sbl (pacopsLKEHUs ) O IpUeMe Ha paboTy;
B) BCE OTBETHI BEPHBHI.
25. biaHk TOKyMeHTa:
a) 3aUKCUpOBaHHAS HA MaTepUAILHOM HOCUTENE HH(POPMAITUS C PEKBU3UTAMH, TIO3BOJISIONIMH €€
UICHTHPHUIIPOBATH;
0) oduIMaTBHBIN JOKYMEHT, OTIPABIISIEMbII U3 YUPEKACHUS;
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B) CTaHJIAPTHBIN JUCT OyMaru ¢ HAHECEHHBIMH HAa HEM MOCTOSIHHBIMU PEKBU3UTAMH, COJIEPKAIUMHU
HE0OX0oauMYI0 HH(GOPMAIUI0 00 OpraHU3allii — aBTOPE JTOKYMEHTA.

26. Jlns opraHuszanuu, €€ CTPYKTYPHBIX MOJpPA3AEICHUH, AOKHOCTHOIO JIMIA YCTAHOBJIEHBI

CJIeTyIOIIMEe BUbI OJIAHKOB:

a) oOmuii, O;1aHK MUCchbMa, OJJAHK KOHKPETHOTO BHJIA JIOKYMEHTA,

0) cTaHIapTHBIN, OTaHK TaOJIMIIBI, OJJAHK KOHKPETHOTO BUA JOKYMEHTA;
B) HET BEPHOI'O OTBETA.

27. I'epboBbie GIaHKH TOKYMEHTOB, T.€. OJJaHKU ¢ BocnpousBereHreM ['ocynapcTBeHHOro repda
P® u repbom cydobekToB PO, saBisiercs
a) rpadYECKON TPOTYKIIMEH, TTOAJICKAIICH yUeTy;

0) monurpadUUECKON MPOTYKIIUEH, MOATIeKAIIEH YUETY;
B) TOCYJAapCTBEHHOM MPOAYKIIUEH, MOJIS)KAIICH YUETY.

28.B o¢unmanbHO-IeT0BOM CTUIIC PEUYH BBIICISIOTCS MOICTHIIN:

a) 3aKOHOJATENbHBIN, UHCTPYKTUBHO-METOAMYECKUN, OPraHU3alIMOHHO-PACTIOPSAUTEIbHBIN;
0) CTAaTHCTUYECKUH, TEXHUYCCKHMA, TUTIIOMATHYECKUN U JIp.;
B) BCE OTBETHI BEPHBHI.

29. IIpu MOATOTOBKE TEKCTA CIYKEeOHOTO JOKYMEHTA JOJDKHBI COOIIOAThCS CIISAYIOIIHE
OCHOBHBI€ ITPUHIIMIIBI: JOCTOBEPHOCTh U OOBEKTUBHOCTD COACPIKAHMS, MOJIHOTA HH(pOpMaLuu,
KpPaTKOCTb U3JI0KEHUSI, OTCYTCTBHE PACCYXJAECHUM U IOBECTBOBAHUS, HEUTPAIbHOCTh TOHA U3JI0KEHUS,
UCIOJIb30BaHUE CPEJICTB JIOTUYECKOM, a HE SMOIIMOHATBHO-IKCIIPECCUBHON OLIEHKH CUTYAllUH U
(daktoB. Takoli CTUIIb U3TI0KEHUS HA3BIBAIOT
a) GopMaIbHO-JIOTHYECKUM
0) opUITMATEHO-ICTIOBEIM;

B) HET BEpHOT'O OTBETA.
30.Crioco6 dopmanm3anuu coctTaBa HHPOpPMAIIMH, COIePIKAIICIHCS B HEH — 3TO:
a) pacrnopsHKeHUE;
0) KOMITO3UIIHS TOKYMEHTA;
B) PEKBU3UT MOCTOSHHBIN.

31. Bb16op TOro wiiM MHOTO SA3BIKOBOTO 000POTA U3 YKCIIa BO3MOXKHBIX OMPEIEISETCS:

a) 3aKOHOJATEeNbHBIMU U HOPMATUBHBIMU aKTaMU;
0) JTOKaIbHBIMM aKTAMH U YCTaBOM OpTaHU3allNy;
B) HET BEpHOI'O OTBETA.

32. Haiigute omuOKH, CBsI3aHHbIE C HEMPABUIBHBIM MOPSIIKOM CJIOB B MPEJIOKEHNUHU, BHIOEpUTE
IIPaBWJIBHO COCTaBJIEHHOE MPEJIOKEHHUE.

a) «/1ns onpeneneHus poHa onaThl B KOHIIE '0J1a YTOUHSIOTCS PACIIeHKH 3a MPOAYKLIUIO;
0) «lns onpeneneHus poHAa OMIaThl PaClEHKHU 3 MPOIYKIIUIO YTOUHSIOTCS B KOHIIE TOJIa;
B) HET BEPHOT'O OTBETA.

33.Haiigute omuOku HapyuieHus cneuu@uku ynoTrpeOleHus AeenpuyacTHBIX OOOPOTOB.
Br16epuTe npaBUiIbHO COCTABIEHHOE MPEAIOKEHUE.

a) «[Ipu n3ydyeHuu npoGiieM ropoJICKOro TPAaHCIOPTa yueHbIE MOTYUNIN HHTEPECHbBIE PE3YIbTAThIY;
0) «M3yuas npobeMbl TOPOJICKOT0 TPAHCIIOPTA, YUEHBIMU ObUIN MOJIyY€Hbl HHTEPECHBIE
pE3YJIBTAThIY;

B) HET BEPHOT'O OTBETA.

34. Haiinute HenpaBMIIbHOE HCIOJIb30BaHUE MPEUIOroB. BeiOepuTe MpaBUIBHO COCTAaBICHHOE
MIpeIJIo’KEHUE.
a) «llex Hy)xIaeTcs B peMOHTE, O IPOU3BOACTBE KOTOPOTO MbI HACTOSATENILHO TPEOyeM»;
0) «llex Hy»X)aeTcsi B pEMOHTE, MPON3BOJICTBA KOTOPOT'O MBI HACTOSITEIIBHO TPEOyeM»;
B) BCE OTBETHI BEPHBI.

35. Opranu3anOHHO-TIPABOBHIE JOKYMEHTBI OIIPENEIISIOT:
a) YYETHYIO MOJIUTUKY MPEIPUATHS, TOPAJOK padoThI,
0) cTaTyc NpeanpusTUs, NOPAJOK UX pabOThI;
B) OPraHU3allMOHHYIO U YNPABIEHUYECKYIO JESATEIBHOCTD.
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36. OgHa w3 OCHOBHBIX YIpPAaBICHUECKUX (YHKIMH, pealnu3yeMblX B JESITEIbHOCTU
OpraHu3aIyi, NPeAnPUITHH, GUPM:
a) GyHKIMS GOPMUPOBAHHSI CUCTEMBI U TIPOLIECCOB YIIPABICHUS;
0) hyHKIMS OpraHU3aIK CUCTEMBI U IPOLIECCOB YIPABICHUS;
B) (YHKIMSI CHCTEMATH3aLUU CUCTEMBI B ITPOLIECCOB YIIPABICHHUS.
37. Ycras :
a) pUINIecKr 0(OPMIICHHBIN TIEPEUCHD IOKYMEHTOB;
0) mpaBOBOM aKT, ONPENEISAIONINI CTPYKTYPY, PYHKIMH U IIpaBa OpraHu3aluu, GUPMBI;
B) NPABOBOM aKT, N3/1aBa€MbIil pyKOBOJUTENEM JJIsl PELLIEHUSI OCHOBHBIX M ONIEPATUBHBIX 3a]1a4,
CTOSALIUX ME€peJl OpraHu3aIHei.

38. llltatHoE pacnucaHue:

a) MPaBOBOM aKT, YCTAHABIMBAIOUINI IITATHBINA COCTaB M YUCICHHOCTh OPraHU3alliU B COOTBETCTBHUH C

ee YcraBoM (Ilonoxenuem);

0) mpaBOBOM aKT, U3aBaEMbIil PYKOBOJIUTENIEM, YCTAaHABIMBAIOUINI IITATHBINA COCTAaB U YUCICHHOCTh

opraHu3aiuu B cooTBeTCTBHUM C e Y craBoM ([lonoxenuem);

B) IOpUAUYECKU O(POPMIICHHBIN MPAaBOBOM aKT, N3[]aBaeMblii PYKOBOJAUTEJIEM, YCTAaHABINBAIOIINI

LITaTHBII COCTaB ¥ YUCJIEHHOCTh OPraHU3allii B COOTBETCTBUHU ¢ €€ Y craBoM (Ilonoxenuem).
39.1ITaTHOE pacnucaHue MOArOTaBIMBAETCA M0 YHUDUIIUPOBAHHOM popme

a) T-2;

0) T-3;

B) T-4.

40. IlpaBoBOil akT, OMNpEAETSIOUIMI MOPSIOK O00pa3oBaHUsA, IMPAaBOBOM cTaTyc, Ipasa,
00513aHHOCTH, OPTaHU3AINI0 paOOTH OPraHU3AIMH, CTPYKTYPHOTO TIOpa3 ICIICHUS:
a) CTaHIapT;

0) MOJI0)KEHHUE;
B) MHCTPYKIIHSI.

41. [IpaBoBO# aKT, yCTaHABIMBAIOLIMNA TMpaBUJIa, PEryIUPYIOIIME OPraHU3alMOHHBIC, HAYYHO-
TEXHUYECKHE, TEXHOJOTMYecKrue, (UHAHCOBBIE U MHBIE CTOPOHBI JEATEIBHOCTH YUPEKICHHI,
OpraHM3alui, IpeIpPUITHI, UX TOAPA3ACIECHUMN, CITYKO U OTAEIbHBIX JOKHOCTHBIX JIUI] — 3TO. ..

a) UHCTPYKIIUS;
0) MoJI0XKEeHuUe;
B) perjaMeHT.

42. NomKHOCTHAST MHCTPYKIIHS:

a) HOPMATHUBHBINA JOKYMEHT, U3/1aBa€Mblii OpraHU3allell B LesAX periaMeHTaluu e TeIbHOCTH
OpraHU3aIOHHO-TIPABOBOTO MOJIOKEHUSI paOOTHHUKA, €T0 00sI3aHHOCTEN, MPaB, OTBETCTBEHHOCTH U
obecriedeHus yciaoBuit ero 3¢ peKTUBHON pabOThI;

0) [IpaBoBo#1 aKkT, ycTaHaBIMBAIOIINN [TpaBUIIa, PETYINPYIOIINE OpraHU3allMOHHbIE, HAYYHO-
TEeXHUYECKHE, TEXHOJIOTHYeCcKHe, (PMHAHCOBBIE U MHBIE CTOPOHBI JIEITEILHOCTH YUPEKACHUH,
OpraHM3alui, IpeNpPUITHH, UX MOAPA3ACICHNN, CITYKO U OTAEIbHBIX JOKHOCTHBIX JIUII;

B) IPUHATHIN B YUYPEKICHUM MOPSJIOK CO37aHUsA, 0QOPMIIEHUS U UCTIOTHEHUS TOKYMEHTOB.

43. IlpaBoBOoil aKT, MNpPUHUMAEMbld KOJUIETHAJBHBIMH M COBELIATEIbHBIMH OpraHaMu
YUpEXIEeHUHN, OpraHu3anuii, OpeanpusaTHid B LEIIX pa3pelieHus HaubOojiee BaXKHBIX BOIPOCOB HX
NeSITEIbHOCTH, HAa3bIBACTCSI
a) pelIeHueM;

0) mpuKa3om;
B) IIOCTAHOBJICHUEM.

44. JIokyMeHT, cojaepKallui 3amuch XoAa OOCYXKICHHsS BOIPOCOB U MPHUHATHS PEIIECHUI Ha
coOpaHMsIX, 3aCeJaHMsIX, COBEIIAaHUSIX, KOH(EPEHIUX, 1ETOBBIX BCTpeyax:

a) yKa3aHWue,
0) IpOTOKOJT;
B) pacropsKeHue.
45. B pe3ynbTare NpOXOXKIACHUS MPOLETypbl 0TOOpa MPUHATHUS HAa pabOTy IpakJaHe MOJAl0T
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a) pe3roMe;
0) MUChbMEHHOE 3asBJICHNUE;
B) QHKETY.
46. 3asBIeHUE O MpUeMe Ha pabOTy COCTABIISICTCS
a) aBTOMaTU3UPOBAHHBIM CIIOCOOOM;
0) pyYHBIM CIIOCOOOM;
B) BCE€ OTBETHI BEPHHBI.
47. B 3agBieHue o mprueMe Ha paboTy yKa3bIBAIOTCS CIIEAYIONINE JaHHbIE:
a) ajgpecart, aBTOp, MECTO NPOKMBAHNS, HAMMEHOBAaHUE BUAa TOKYMEHTA, TEKCT C YKa3aHUEM
JOJHKHOCTH;
0) anpecart, aBTOp, MECTO IIPO’KMBAaHUS, HANMEHOBaHHUE BUIA JOKYMEHTA, TEKCT C yKa3aHHEM
JOJKHOCTH, TOATMKCH 3asiBUTEIS, 1aTa COCTABICHHUS;
B) HET BEPHOT'O OTBETA.
48.0cHoBHOM (hopMOIi peanu3anuy MpaBa Ha TPYI SABJISICTCS 3aKJIIOUYCHHE
a) JIOroBOpa;
0) TPyZIOBOTO JOTOBOPA;
B) KOHTPAKTA.
49. OcHOBHBIE TPEOOBaHMS K COJICPKAHUIO JIOTOBOpA:
a) ero COOTBETCTBUE CYIIECTBYIOLIEMY TPYJOBOMY 3aKOHOJIaTEJIbCTBY;
0) ero COOTBETCTBHE CYIIECTBYIOUIEMY TPYAOBOMY 3aKOHOJATENIbCTBY U JIOKAJIBHBIM aKTam
OpraHu3aluiy;
B) ero coorBeTcTBUE TK PD.
50. IIpuka3 o npueme paboTHHKA Ha pabOTy UMeeT YHH(PUIIMPOBAHHYIO GOpMY
a) T-1;
0) T-2;
B) T-3.
51. JInynast kapTouka sIBJII€TCS OCHOBHBIM YYETHBIM JJOKYMEHTOM PaOOTHHUKA U UMEET
yHUPUIHPOBaAHHYIO popmy:
a) T-1;
0) T-2;
B) T-3.
52. XapakrepucTuka — 37T0...
a) ouIMaANbHbBIN TOKYMEHT, KOTOPBIHA BbIAAET aAMUHHUCTPALVS IPEANPUATHS CBOEMY COTPYIHHUKY NPU
PELIEHNN LENOT0 PsiJia BOIPOCOB;
0) odunMabHbIC aHKETHHIE JAaHHBIC,
B) OLICHKA MOPAJIbHBIX U JIEIOBBIX KAYECTB.
53.J10KyMEHT, KOTOPBIM aBTOP COCTABJISIET CAMOCTOSATEIBHO:
a) aBToOHOrpadus;
0) pestome;
B) aHKeTa.
54. OCHOBHBIM JOKYMEHTOM, IOJTBEPKIAIOLUIUM TPYAOBYIO NESATEIBHOCTh U TPYIAOBOM CTaxk
paOOTHHUKa, Ha3bIBAeTCA ...
a) TpyJOBasi KHIKKa;
0) TMuHas KapToyKa;
B) TPY/OBOI1 10TOBOP.
55. OCHOBHBIMH 3aJauaMH, CTOSALIMMM Hepea OyXraiaTrepckoi ciyx0oil mo00i opraHuzaiuu,
SIBJISIFOTCSL:
a) (opMUpOBaHME TIOJIHOIN U JOCTOBEPHOI HH(OpMALINH;
0) oOecnieueHre KOHTPOJISI U CBOEBPEMEHHOE MPEAYNPEKICHIE HETaTUBHBIX SIBJICHUN B (PMHAHCOBO-
XO3SIICTBEHHOM JIESITEIBHOCTH;
B) BCE€ OTBETHI BEPHHBI.
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56.0OcHoBaHueM U OTpaskeHHUs] MH(OpPMAIIMKA O COBEPLICHHBIX XO3AHCTBEHHBIX OINEpPaAIUsIX B
peructpax OyXraJTepcKoro ydera sBJISIOTCS
a) IEpPBUYHBIE TOKYMEHTHI;
0) aBaHCOBBIC OTYCTHI;
B) yCTaB OpraHU3al1u.
57. JIOKyMEHTBI, COCTaBJIEHHbIE C HAPYILIEHHEM YCTAaHOBJICHHBIX IIPAaBUII
a) He IPUHUMAIOTCA K YUETY;
0) HE UMEIOT FOPUANYECCKOM CHIIBI;
B) OTIIPABJISIFOTCS HA TOPAOOTKY.
58. JIOKyMeHTBI, IpeAHa3HaYeHHbIE 111 0(hOpMIIEHHUS ONlepaluii C HAIMYHBIMU U O€3HATMYHBIMU
JCHEKHBIMH CPEJICTBAMU OpPTaHU3aINH, HA3bIBAIOTCS
a) ICHe)KHBIMU;
0) MaTepuaIbHBIMH;
B) pPacUeTHBIMHU.
59.Cornanienue AByX HJIM HECKOJBKUX JIUI] 00 YCTAHOBJICHWHU, U3MEHEHUU WM MPEKpPAIICeHUU
IpakJaHCKHUX MPaB ¥ 00s3aHHOCTEN, HAa3bIBAETCA. . .
a) JIOTOBOD;
0) aKT mpuema rnepeaaim;
B) UHCTPYKIIUSI.
60./loroBop cuuTaeTcs 3aKJIFOYEHHBIM, KOTJ]a MEX/ly CTOPOHAMHU
a) HET IPETEH3HI;
0) OCTUTHYTO COTIJIAIIEHUE 110 BCEM ITyHKTaM;
B) HE CYIIECTBYET pa3HOIJIacUHl.
61. JIna npuoOpeTeHus TOBAPOB CTOPOHBI BCTYNAIOT B OTHOIIEHUS IO MOCTaBKE MPOAYKLUHU
OpraHu3aluei — NoCTaBLUIMKOM OpraHu3aluu-IoTpeOnTeNt0. DTH OTHOLIEHUS 0)OPMIISIOTCS
a) IOTOBOPOM COBITa;
0) JOrOBOPOM TIOCTaBKH;
B) JIOTOBOPOM KYIUIH-IIPOAAXKH.
62.11poToK0J pa3HOracuil K JOrOBOPY COCTaBISIETCS B
a) OJTHOM 3K3eMILISPE;
0) IBYX 9K3EeMILIAPaX;
B) TpeX 3K3eMILIApax.
63.J10BEpeHHOCTD — 3TO
a) JOKYMEHT, KOTOPBIH yIIOJIHOMOYHBAET MPEICTABIATh HHTEPECHI JIMIIA, BBIAABIIETO JOBEPEHHOCTD,
JIVILY, €€ TIOyYHBIIEMY, ITepe]] TPETBUMH JINTIAMH;
0) TOKyMEHT, ONpeEIsIOINI CTaTyC MOIb30BATENS;
B) MPaBOBOI aKT, KOTOPBIH YIIOJIHOMOYHBAET MPEICTABIATH HHTEPECHI JIMIIA, BBIIABIIETO
JIOBEPEHHOCTb, JIUILY, €€ NOJYYUBIIEMY, NTepe]l TPEThUMHU JIHIIAMU;
64.PexBU3UTHI OPUIMATIEHON TOBEPEHHOCTH:
a) Ha3BaHHUe BUJa JOKYMEHTA, TIOJJHOE HAMMEHOBAaHUE OPraHN3alluH, BbIIaBIIeH JOBEPEHHOCTh, U €r0
aZpec, HOMEp, J1aTa BbIJIaud JOBEPEHHOCTH, CPOK AEUCTBUS, NODKHOCTh, DU O nuia, koTopomy
JIOBEPSIETCS MOIYYUTh LIEHHOCTH, JIEHEKHBIE CPE/ICTBA;
0) Ha3BaHME BUAA JOKYMEHTA, ITOJIHOC HANMEHOBAHNE OPTaHU3AIMH, BBIJABIICH TOBEPEHHOCTb,
HOMED, JaTa BbIJJauu JTOBEPEHHOCTH, AODKHOCTE, DU O nuiia, KOTopoMy 10BEpsETCs MOTyUUTh
[IEHHOCTH, JICHE)KHBIE CPEIICTBA;
B) HET BEPHOT'O OTBETA.
65. JIOKyMeHT, KOTOpbIM O(QOPMIISIIOT IMPHEM U OTIPABKYy Ipy3a, MepeMelleHrne WU OTIYCK
MaTepHabHBIX LIEHHOCTEH, Ha3bIBaeTCs
a) HaKJIa/THas;
0) cuer-(hakTypa;
B) HapsI.
66.TpeGoBaHue 0 JOOPOBOIBHOM YCTPAHEHUH HAPYILIEHUS 3aKOHO/1aTEIIbCTBA:
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a) NpHUKas;
0) UCKOBOE 3asIBJICHUE;
B) IIPETEH3HUSL.

67. TpeboBaHuE K KOMIETEHTHOMY OpraHy O 3allliTe HApyIIEHHOTO IpaBa OpraHU3allHH. ..

a) MPETEH3U;
0) UCKOBOE 3asIBJICHUE;
B) COIIPOBOJMUTENBHOE IMUCHMO.

68. LlentpanuzoBanHas opma opraHu3aui padoThl ¢ JOKYMEHTaMH PUMEHSETCS Ha
a) MPEANPUATUSIX C MATBIM JIOKYMEHTOO00POTOM;

0) NpeAnPHUATHSIX C KPYITHBIM JOKYMEHTOOOOPOTOM;
B) BCE€ OTBETHI BEPHBI.

69. IlepedyeHb NTOKYMEHTOB, HEOOXOAMMBIX ISl YIPaBICHYECKON JESITEIBHOCTH KOHKPETHON
OpraHM3allM, COAEPIKALIUN XapaKTEPUCTUKY Ka)XJ0ro IOKYMEHTa, €ro IOpUIUYECKOro craryca U
ATarnoB JOKYMEHTHUPOBAHUS, HA3bIBACTCS
a) BEJIOMOCTb;

0) Tabenb GopM TOKYMEHTOB;
B) Ta0eJb.

70.Ilon opraHu3alMOHHOW, (UHAHCOBO-DKOHOMUYECKOW, HAYYHO-TEXHUYECKOM U HMHOHU
UCIIOJIb3YEeMOM B OpraHu3anuu uHoOpMamuu, oOJafaromield pealbHOW WM IOTCHIIMATHHOU
LEHHOCTBIO ISl CTOPOHHMX JIUIL, 3aUHTEPECOBAHHBIX B €€ MOJYYCHHH, HO HEe MMEIOMINX 3aKOHHBIX
OCHOBaHUH /1J1s1 CBOOOIHOTO O3HAKOMJIEHUS C HEIO, TIOHUMAETCH. . .

a) KOMMepuecKasl TaliHa;
0) JTOKaJIbHBIHN aKT;
B) JIOTOBOP KYIUTH-IIPOJIAXKH.

71. TlucbMeHHOE O0OpAIIEHUE TTOUICKUT 00S3aTEIIHPHON PErUCTPAIIUN B TCUCHUH. . .

a) HeJIeIIu;
0) nust;
B) TpPEX THEH.

72 .@ukcanus ¢akra CO3MaHUS WM TOCTYIUICHHS JOKYMEHTA ITyTeM IPOCTABICHUS HAa HEM
WHIEKCA W JaThl C TOCIEAYIOUIEH 3amuchi0 HEOOXOJUMBIX CBEICHHH O JOKYMEHTe B
PEruCTpallMOHHBIX (pOopMax, Ha3bIBAETCS
a) HOMEHKJIaTypoH J1e;

0) KOHTPOJIEM UCTIOJTHEHUS JJOKYMEHTOB;
B) peructpamueil cnyke0HbIX JOKYMEHTOB.

73.B cCOOTBETCTBHM C Ha3HAUEHUEM BCE TEXHUYECKUE CPE/ICTBA MOXKHO Pa30OUTh Ha CIEAYIOLIHe
TPYIIIbL:

a) CpeJICTBa ISl COCTABIICHUSI IOKYMEHTOB; KOIIMPOBAIbHAS U MHOKHUTEJIbHASI TEXHUKA; CPEJICTBA
00paboTKu MHpOpMaIUHY;

0) cpeAcTBa XpaHEeHHUsI, IOMCKA U Mepeaun JOKYMEHTOB; TEXHUKA YIIPABJICHUECKOU CBSI3H;

B) BCE€ OTBETHI BEPHHI.

74.0prrexHuka — 3To
a) TEXHUYECKHUE CPEJICTBA, UCIIOIb3yEeMbIe B YIIPABICHUH U JIETIOMPOU3BOJICTBE;

0) TEeXHUYECKUE CPECTBA, UCIIOJIb3yEMBIE B YIIPABICHUHY;
B) TEXHUYECKUE CPEICTBA, UCTIOIb3YEMBIE B 1€JIONPOU3BOICTBE.

75.Texuudeckue cpeacTBa, UCHOIb3YEMbIE JJIsi COCTABIEHUS JOKYMEHTOB, KIACCUPUIIUPYIOT O
a) croco0y co3aHMsl TOKYMEHTOB;

0) 1Mo CyOBeKTYy;
B) IO OOBEKTY.

76. OcHOBO# COBPEMEHHOW OpPTaHMU3AIlMU PAIIMOHATLHON M ONEpaTUBHON PabOTHI IO CO3/IaHUIO
1 00paboTKe OTPOMHOTO MOTOKA TOKYMEHTOB B OPTaHU3AIMSIX CTAIN
a) [1K;

0) mUIIyIyue MalluHKY;
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B) TMKTO(OHHAS TEXHUKA.
77. Ha mpakTUKEe HCMOJB3YEeTCS MHOKECTBO MPOrpamMM [Jis PEIAKTUPOBAHUS TEKCTOB. JTHU

IIPOrpaMMbl Ha3bIBAOT

a) TEKCTOBBIMHU PEIaKTOPAMH,
0) TEKCTOBBIMH TPOLIECCOPAMU;

B) BCE€ OTBETHI BEPHHI.

78.1Tox TeneKOMMYHHUKAIMSIMA TOHUMAIOT
a) CeTHM KOMIIBIOTEPOB, OOBEIUHEHHBIX JIMHUAMM WM KaHajlaMM CBsA3M, Osarofapsi KOTOpPBIM
TEPPUTOPUATBHO Y/IAaJICHHbIE KOMIIBIOTEPHI MOT'YT OOMEHUBATHCS JAHHBIMH JPYT C JPYTOM;
0) ceTH KOMIIBIOTEPOB, HE OOBEAMHEHHBIX JUHMSIMU WIM KaHaJaMH CBA3M, Osiarofapsi KOTOPBIM
TEPPUTOPUATBHO Y/AaJICHHbIE KOMIIBIOTEPHI MOT'YT OOMEHUBATHCS JAHHBIMH JPYT C JPYTOM;

B) HET BEpHOT'O OTBETA.

Kpurepun u mkasna oueHnBanus (YCTHBIH 0IIPoC)

Onenka

«OTJIHIHO»

«Xxopouio»

«YAOBJICTBOPUTECJIBHO»

«HEYAOBJECTBOPUTECJIBHO»

Tema packpsiTa B
IIOJIHOM 00BEME,
BBICKA3bIBaHMS
CBSI3aHHBIE U
JIOTUYHEIE,
HCIIOJIb30BaHa
Hay4yHas JICKCHKA,
MIPUBE/ICHBI IIPUMEPEI.
OTBeTHI JaHbI B
ITOJIHOM O0BEME.

Tema packpbiTa HE B
[IOJIHOM 00BEME,
BBICKA3bIBaHUS B
OCHOBHOM
CBSI3aHHBIC U
JIOTUYHBIC,
HCIIOJIb30BaHa
Hay4YHas JIGKCHKa,
MIPUBEICHBI
npumepsl. OTBETHI
Ha BOIIPOCHI JIaHbI HE
B ITOJTHOM OOBEME.

Tema packpsbiTa
HEJIOCTaTOYHO,
BBICKa3bIBAHUS
HECBSI3aHHBIE U
HenoruyHele. Hayunas
JIEKCHKA HE
WCIIOJIb30BaHA, HE
MPUBEAEHBI TPUMEPHI.
OTBeTHI HAa BOIPOCHI
3aBUCAT OT IIOMOLIH CO
CTOPOHBI
IIPENOIABATEII.

Tema He packpbiTa.
Jloruka u3I0KeHHUS,
MIPUMEPBI, BEIBOBI U
OTBETHI Ha BOTIPOCHI
OTCYTCTBYIOT.

KpnTepnu H IKaJa OCHUBaAHUA (BBIHOJIHeHI/Ie NMPAKTHYCCKUX 33]13]—[1/]171)

Onenka
COTJIUIHO» «XO0po1Io» «yJI0BJIETBOPUTEJIBLHO» | «HEYAOBJIETBOPUTEIbHO»
[lo pemenuto 3anaum | [1o pemienuto | [lo pemenuto 3amaum naH | 3agada HE penieHa
OaH HpaBI/IJ'II)HI:Jﬁ 3a1a4u OaH ‘IaCTI/I‘-IHblf/'I OTBCET, HEC | ITIOJJHOCTBIO
OTBET U PA3BEPHYTHIH | MPaBUIIbHBII cIellaH BBIBOM
BBIBO/JI OTBET, HO HE
caellad BBIBOJT

KpnTepml H IIKAJa OHCHUBAHUA (TeCTHPOBaHI/Ie)

Yuciao NpaBUJIbHBIX OTBETOB

Onenka

90-100% mpaBUIIBHBIX OTBETOB

OLeHKa «OTIHYHO)

70-89% mpaBUIIBHBIX OTBETOB

OI_[CHKa «XOopoo»

51-69% mpaBUIBHBIX OTBETOB

OI_[eHKa «YAOBJICTBOPUTCIIBHO»

Menee 50% npaBUIbHBIX OTBETOB

OHGHKa «HCYIAOBJIICTBOPUTECIIBHO»

29




Kpurepun n mxasa onenuBanus (1okJjaaabl/pedepars)

Onenka

Kpurepun ouenku noknana/pedepara

«OTJIHIHO»

1. Cobnronenue popmanbHbIX TpeboBaHMiA K pedepary

2. 'paMOTHOE | TTOJTHOE PACKPHITHE TEMBI;

3. CaMocTosSITEeIbHOCTh B paboTe Hax pedeparom (MCIOIB30BaHUE
pedeparoB u3 ceru MHTEpHET 3anpeniaercs).

4. Ymenue paboTath ¢ yueOHOM, TpoQecCHOHaTBHOMN JTUTEPaTypPO.
5. YMeHue paboTarth ¢ MepruoMIECKON JTUTEPATYPOM.

6. YMmenue 0000111aTh, A€/1aTh BEIBOIBI.

7. Ymenue odpopmisaTe Oubmmorpaduueckue Crmucok kK pedepary B
cootBeTrcTBUE ¢  TpeboBanmsmu [OCT P 7.1.- 2003
«bubnuorpadpuyeckas 3anuck. bubnuorpaduueckoe omnucaHue.
OO6ume TpeGoBaHuUs U MPABUIIA COCTABICHUSY.

8. Cobmronenue TpeboBanuii k opopmieHuto pedepara.

9.YMeHne KpaTko HM3JIOKUTh OCHOBHBIE MOJOXEHHUs pedepara mpu
ero 3aluTe.

10. MmmrocTpanus 3amuThl pedepaTa npe3eHTanuei.

«XOpo1Io»

1. Cobmonenue hopManbHbIX TpeOoBaHUH K pedepaTy

2. 'paMOTHOE | TTOJTHOE PACKPBITHE TEMBI;

3. CamocrosiTensHOCTh B pabore Hax pedepaToM (HMCIOIB30BaHUE
pedeparoB u3 cetu MIHTEepHET 3anpeniaercs).

4. YMenue paboTath ¢ y4eOHOH, MPOQecCHOHATBHOM JIUTEPATYPOH.
5. YMenue paboTarth ¢ MepHOANYECKON JINTEPATyPOH.

6. He nosiHO 000011IEH U ClieaH BBIBO/I.

7. He Touno odopmieH 6ubarorpaduueckuii Ciucok K pedepary B
cootBercTBUE ¢  TpeboBanusmu [OCT P 7.1.- 2003
«bubmmorpaduyeckas 3anuce. bubmmorpaduyeckoe omnucanwue.
OOmme TpeGOBaHMS U IPABUIIA COCTABICHUS.

8. He monHO cobimonens! TpeboBanus K opopMIIeHHIO pedepara.

9. He derko chopMHpOBaHBl KpaTKUE OCHOBHBIC ITOJOXKECHUS
pedepaTa npu ero 3amuTe.

10. Miutroctpanyst 3amThl pedepara npe3eHTanuei.

«YAOBJIETBOPUTECJIBLHO»

1. Cob6monienue popManbHbIX TpeOOBaHUH K pedepaTy

2. 'paMOTHOE U MTOJTHOE PACKPBITHE TEMBI;

3. CamocrosiTenbHOCTh B paboTe Hajx pedeparoM (HUCHOIb30BaHUE
pedeparoB u3 cetu MHTEpHET 3amperiaercs).

4. He nonHo u3y4yeHsl yueOHasl, mpodeccroHalibHas JIUTepaTypa.

5. He nonmHo u3yuyeHa nepuoandeckas JuTeparypa.

6. He 0000111€HbI 1 HE KOHKPETU3UPOBAHBI BBIBOIBI.

7. He TouHo odopmieH 6ubanorpapuueckuil crucok K pedepary B
cooTBeTcTBUE ¢  TpeboBanmsmu [OCT P 7.1.- 2003
«bubnuorpaduueckas 3anuch. bubnanorpaduueckoe omnucaHue.
OO6mue TpeboBaHUs 1 TTpaBUiIa COCTABIICHUS.

8. He cobmonenns TpeboBanus k opopmieHuto pedepara.

9. He derko c¢OpMHPOBaHBI KpaTKWE OCHOBHBIE TIOJOKECHUS
pedepara npu ero 3amure.

10. Mutroctpanus 3amuThl pedepaTta mpe3eHTalueld OTCyTCTBYeT

«HEYAOBJIETBOPUTECJIbHO»

Pe(l)epaT HC MNOpCACTAaBJIICH 110 COOTBCTCTBYIOIIHUM KpPUTCPUAM
OLCHUBaHUA
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7.4.2. KOMILIEKT OIIEHOYHBIX CPEJICTB JJIsI IPOMEXKYTOYHOM ATTECTAIIUA

IIpumepHbIe Bonpock! K A depeHIHPOBAHHOMY 3a4eTy

Koumponupyemwvie komnemenyuu — OK 01-OK 05, OK 08, OK 09, IIK 1.1 - IIK 1.4, IIK 1.6.

1.
2.
3.

RRoO©oo~N O~

14.

15.
16.

17.

18.
19.
20.
21.

23.
24,
25,
26.
21.
28.
29.
30.
31.
32.
33.

0.
1.
12.
13.

[TonsATHE «IOKYMEHT», €r0 (DYHKIIMH U 3HAUEHUE B KU3HHU YEIIOBEKA.

IIpenmer nOKyMEHTAIMOHHOTO 00ECIIEUeHHs yIIpaBIICHUs, 3HAYEHHUE AUCLUIINHBI.
HopmaruBHo-1ipaBoBasi 6a3a JOKYMEHTAI[HOHHOTO O0ECTICYeHHUsI YIIPaBICHHUS,
roCyJapCTBEHHas CUCTeMa JIOKyMEHTALlMOHHOTO 00eCIIeYeHUs YIIPaBICHHUS.
Crannaptuzanus 1 yHU()UKALUS CUCTEMBI IOKYMEHTAIIMOHHOTO 00ECTICYCHHUS YIIPABICHHS.
HopmartuBHo-11paBoBas 0a3a JOKYMEHTAL[HIOHHOI'O O0ECTIeYEeHUs YIIPABICHMSL.

OO1111e NpUHIMITEI OpraHKU3alMKU JOKYMEHTO000poTa. OCHOBHBIE 3Tallbl pabOThI C JOKYMEHTAMH.
JIOKyMeHT, TpeOoBaHus, IPEAbABIsIEMbIE K HEMY, GYHKLUHU TOKyMEHTA.

Perucrpanus 1oKkymMeHTOB. Bubl peructpanioHHbIX (GopM.

Knaccugukanus 10KyMeHTOB

TpeboBanust K 0HOPMIICHUIO JOKYMEHTOB

Bupl opranu3anioHHO-pacOPsIANTENBHBIX JOKYMEHTOB, IPABUIa UX 0QOPMIICHUS.
Odopmiienne mpukasza, IpoOTOKOJIA, IIUChMA.

Ilopsimox cocraBieHuss U O(OPMIIEHHS, COCTaB M HA3HAUYEHUE paclopsIUTEIbHON
JOKYMEHTaluu

Cuctema  cnpaBOYHO-WH(OPMAIMOHHOM  JOKyMeHTauuu  npennpusatus.  Ilopsmox
cocTaBJIeHUs], 0QOpMIIEHHS U pabOThI C 3TUMHU JOKYMEHTAMH.

Kanposas noxkymeHTanus npeanpusatus. Ee poib B yripaBieHUH.

[IpaBwia odopmicHHs  (UHAHCOBO-OYXTITEPCKOW  JTOKYMEHTAUU  MPESATPHUSATHS.
Ha3znauenue u nopsiok ohopMiIeHus MIIAHOBOM U OTYETHOM JOKYMEHTALH MTPEIIPUATHSL.
JIOKyMEHTBl 110 TOPrOBOM JAEATEIbHOCTH MPEINPUITHS: HX COCTaB, Ha3HAYEHUE,
0COOEHHOCTH COCTaBJIECHUS U O()OPMIICHUS.

JIOKyMEHTO0O0POT, OCHOBHBIE IIPUHIIUITEI PA0OTHI C JOKYMEHTAMH.

[Topsimok paboThl ¢ BXOAALIMMHU U UCXOSIUMH JOKYMEHTaMHU

[Topsiiox paGoThl ¢ BHYTPEHHUMHU U KOH(PUIECHIUAIbHBIMU JTOKYMEHTAMU

XapakTepuCTHKA U COCTaB CIIPABOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB.

Craany NOArOTOBKY PACHOPSAUTENbHBIX TOKYMEHTOB.

X034HCTBEHHBIN JOTOBOP: IIOHATHE, CYLIHOCTb.

JI0roBOp KyIUIU-IPOIAKU.

JIoroBop mocraBku.

Kommepueckne akThl: HOHATHE U CYIIHOCTb.

KoHTpoJ1b 32 MCTIOJIHEHNEM JJOKYMEHTOB.

OcHoBHbIE TPEOOBAHMSI K OpraHU3allii XPaHEHUsI HICIIOJTHEHHBIX IOKYMEHTOB.

DKCrepTH3a LEHHOCTH JOKYMEHTOB. DKCIIEPTHBIE KOMUCCHH.

ApXUBHOE XpaHEHHUE JOKYMEHTOB. BH/bI apXuBOB.

Homenknarypa aein.

®opmupoBaHue 1 0hopMICHHUE JIEN.

OnepatuBHOE XpaHEHHE JEIL.
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KpuTtepuu u mKaabl olleHUBaHUS MPOMEKYTOYHON aTTecTAllUU

IIxaja n kpuTepuu oueHkH (1 depeHINPOBAHHBIN 3a4eT)

OT1iaun4yHo

Xopouo

Y10B1€TBOPUTEIBHO

HeynosjeTrBopurteibHO

1. Matepuan u3jioxeH
IPaMOTHO, B OIIPEJEICHHON
JIOTUYECKOU
I10CJIEI0BATEIbHOCTH,
MPaBUJIBHO HCTIONb3YETCs
TEPMUHOJIOTHUS;

2. [Tokazano ymeHue
WJUTIOCTPUPOBATh
TEOPETUYECKUE TIOJIOKECHUS
KOHKPETHBIMU IIPUMEPaMH,
IIPUMEHSATH UX B HOBOM
CUTYaluH;

3. IlpoieMOHCTpUPOBAHO
YCBOCHHE paHee
M3y4YEHHBIX
COITYTCTBYIOIIUX
BOIIPOCOB,
c(OPMHUPOBAHHOCTh
YMEHUI U 3HAHW;

4. OtBeT npo3Byval
CaMOCTOSITENIbHO, 0e3
HABOJISIIIUX BOIIPOCOB.

1. OTBeT yaoBieTBOpsIET
B OCHOBHOM TpPeOOBaHHSIM
Ha OLIEHKY «5», HO MPH
TOM MOKET UMETh
CIIeTyIOIINEe HEOCTATKU:

2. B uznoxenuu
JIOTTYIIIEHBI HEOOIbIITHE
po0elibl, He UCKa3UBILNE
COJIepIKaHUE OTBETA;

3. Jlomy1ieHsl OUH - 1B
HeJ0YeTa P OCBEIICHUN
OCHOBHOTO COJICPKAHHS
OTBETa, UCIIPABJICHHBIC
110 3aMEYaHUIO
IperoaaBaTels.

1. Henonno nnun
HEIOCJIEI0BATEILHO
PaCKpBITO COAEPIKAHNE
Marepuaia, HO II0Ka3aHo
o0111ee MOHUMaHKE BOIIpoca
U IPOJEMOHCTPUPOBAHBI
YMEHHS, JOCTaTOYHBIE JUIs
JAIbHENIIETO YCBOCHUS
MaTepuaa.

2. Umenuch 3aTpyAHEHUS
WJTM JTOTTYIICHBI OTUOKHU B
OTIpe/ICJICHUY TTOHATHH,
HCIIOJIB30BAHUU
TEPMUHOJIOTHH,
WCIIPaBJIEHHBIE MTOCTIE
HECKOJIbKMX HaBOIAIINX
BOIIPOCOB;

3. IIpu HenmoHOM 3HAHUU
TEOPETUIECKOT0 MaTepuasa
BBISIBJICHA HEJIOCTATOYHAS
c(hOPMUPOBAHHOCTh YMEHUI
Y 3HAHUM.

1. Conepxxanue
MaTepuaia He PaCKphITO.

2. OmuoKu B
Onpe/ICICHUH TIOHSATHH,
HE KMCIIO0JIb30BalIach
TEPMHHOJIOTHS B OTBETE.
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