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1. IIACHOPT PABOYEH ITPOTPAMMBbI YYEEHOH JUCITHII/IHHBI
OI1.06 «/ JOKYMEHTAIIHOHHOE OFECIIEYEHHUE YIIPAB/IEHUA»

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

Huctmmummaa  OIL06  «/lokymeHTanmmoHHOE  OO€clieYeHUEe  YIPABICHUSA»  SABISCTCA
00s13aTeNIbHON YacThi0 001IEenPO(ecCHOHATBFHOTO0 yu4eOHOro IUKIa 00pa30BaTENbHON MPOTrpamMMbl
cpenHero npodeccuoHabHOrO o0pazoBanus B coorBercTBuE ¢ PI'OC mo crnenumansHoctu 40.02.04
«OpucnpyneHms».

Huctummuaa  OI1.06  «JlokyMeHTalmoHHOe O0OecleYeHHe YIpaBiICHUS» 00eCreYnBacT
dhopmupoBaHKe 00X U MPOPECCHOHAIBHBIX KOMITETEHIINIA 110 BceM BuaaMm aestenbHoctd GI'OC no
cnermanbHocT  40.02.04  «lOpucnpynernusi». Ocoboe 3HAUeHWE AWCHHUILUIMHA WMEET TIpU
(hopMHUPOBaHKMM U PA3BUTHH ciienyronmx oonmx komnereHuii: OK 09, T1K 3.1.

[TepedyeHnb oOUTUX KOMIIETEHITUN

Kon HanMmeHoBaHHE 00IINX KOMIIETEHITHIA
OK 09 [Tonp3oBaTbcst TPOQECCHOHAIBHONW JTOKYMEHTAallMe Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaxX

[TepeueHs podeCCHOHATBHBIX KOMITCTCHITUH

Kox HaumenoBanue npogeccuoHAJIbHBIX KOMIIETEHIIH A
IIK 3.1 HNudopmupoBath Ha MpreMe U KOHCYJIbTUPOBAHUU CYOBEKTOB IpaBa MO BOIPOCAM
COILMAJILHOTO 00€ECIIEUEHNS U COLMAILHOMN 3aI[AThI

1.2. lInanupyemble pe3y/bTaThl 0CBOCHHUS THCIUIIUHBI:

B pe3ynbrare nzyueHuss AMCUUIIIMHBI 00 yYaOLIUICS TOJKEH:

ymemb: - MIOHMMAaTh OOLIMI CMBICI YETKO MPOU3HECEHHBIX BbICKa3bIBaHUI Ha
U3BECTHBIE TeMBI (ITpodeccroHalbHbIE U OBITOBBIE), IOHUMATh
TEKCThI Ha 6a30BbIe MPO(HECCHOHAIBHBIE TEMbI

- y4acTBOBaTh B JAMAJIOrax Ha 3HAKOMBbIE 00IIKE U
npodeccuoHaIbHbIE TEMBI

- CTPOUTH IPOCThIE BBICKA3bIBAHUs O cebe U 0 cBOeH
npodeccuOHaIbHOMN 1 TeTbHOCTH

- KpaTko 00OCHOBBIBATh M OOBSICHATH CBOU JEUCTBUS (TEKYIIUE U
IUTaHUPYEMBIE)

- MHcaTh IPOCThIE CBA3HBIE COOOLICHUS Ha 3HAKOMBIE HJIN
MHTEpeCcyloIre NpoQeccuoHaIbHbIe TEMBI

- MHQOPMHUPOBATH TPAXKJaH U IOPUIUYECKHE JHIa (depe3 ux
npecTaBuTelNeil) Mo BOMPOcaM COLMAIBHOIO 00ECTIEYeHHUS;

- OCYILIECTBJISITh IPUEM IPa’KJaH U MPEICTaBUTENEH IOPUIUUECKUX
JIMII TIO BOTIPOCaM COIIMAILHOTO 00ECTICYeHHUS;

- OKa3bIBaTh KOHCYJbTAI[MOHHYIO MIOMOIIb IPaX1aHaM U
MPEJCTaBUTEIISIM IOPUIUUECKUX JIHMII IO BOIIPOCAM COIMATIBLHOTO
obecrieueHus

3HamMY. - IpaBHJIa MOCTPOEHUS MPOCTHIX U CIIOKHBIX MPEI0KEHUN Ha
poQeCCHOHAIBHBIC TEMBI

- OCHOBHBIE OOIICYNOTPEOUTENBHBIC TIIAroJbl (OBITOBAS U
poQeCCHOHAIbHAS JICKCUKA)




JICKCHYECKUI MUHUMYM, OTHOCSIIIIUKCS K OMTUCAHUIO MTPEIMETOB,
CPEJICTB U MPOIIECCOB MPO(HECCUOHATHFHOM NeATEILHOCTH
0COOEHHOCTH MPOU3HOIICHHS

MIpaBHUJIa YTCHUS TEKCTOB MPOPECCHOHATHHON HATIPABICHHOCTH
CoJiepKaHNe HOPMATUBHBIX MPABOBHIX aKTOB (heJepaibHOTO,
PETHOHAIILHOTO ¥ MYHHUIIUIIAIILHOTO YPOBHEH, PEryIHPYIOITIX
BOIIPOCHI COIMAIBHOTO 00ECIICUCHUS;

criocoObl THPOPMUPOBAHUS TPAXKIAH U TPEICTABUTEICH
IOPUINIECKUX JIUII TTO BOIIPOCAM COITHAILHOTO 00ECTICYCHU S,
MOJIHOMOYHS (heICPATBHBIX U PETUOHATBLHBIX OPTaHOB
rOCYJapCTBEHHOM BJIACTH MO BOIPOCAM COIHAILHOTO 00ECIIeYCHUS,
aJIMIUHUCTPATUBHBIC PETIIAMEHTHI B 00JIACTH COIUATBHOTO
obecrnieueHus




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI
2.1. O0beM yueOHOI IMCUMIIVIMHBI M BUABI Y4e0HO0# padoThI

Ounas gopma o0yueHus

Buj yueOHoit padoThl

O0beM yacoB

O0bem o0pa3zoBaTe/IbHOM NMPOrpaMMbl Y4eOHOM JUCHMILIHHBI 36
B TOM YHCIIE:

TEOpeTHYECKOe 00yUeHnE 14
nabopaTropHbIe pabOTHI -

MPaKTUYECKHUE 3aHATHUS 16
KypcoBas paboTa (IpoeKT) -

KOHTpOJbHAsA pabora -

Camocmosmenvhas paboma 6

HpOMemyTquaﬂ aTrecranus

3a4yer ¢ OLEHKOM




2.2. TemaTn4yeckni IUIAH U COJlePKAHUE Y4eOHOM M CIUNINHbBI

HaumenoBanue Conep:kanue yuyeOHOro marepuasa u GopmMbl OPraHu3anuM JAesiTeJIbHOCTH Oo0bem Koabl komnerenuui,
pa3/iesioB U TeM o0yyaromuxcst B Yacax ¢popmupoBanuro
KOTOPBIX
crnocod0cTByer
3J1eMEHT NMPOrPaMMbl
1 2 3
Tema 1. Copep:kanue y4eOHOIro MaTepuaa 4
Beenenue. Teopernueckoe odyuenune
JIOKyMeHT 1 cucTeMa | 3HaU€HHUE U COJIep)KaHUWE AMCHUILIMHBI «JlOKyMeHTalmoHHOE obOecreueHue OK 09
AOKYMEHTAIlUH ynpasieHus». lloHATHE TEPMUHOB (IOKYMEHT», «IOKYMEHTUPOBAaHUEY, 2
«IOKyMEHTallMOHHOE  oOecliedeHre  yOpaBleHus».  YHUUKaUS U
CTaHJIapTU3aLMH YIPABIECHYECKUX JOKYMEHTOB
CamocrosiTesibHas padoTa 00yyaromuxcst
OcHoBHbIE  C€IIOCOOBI  JTOKyMEHTHpOBaHUS.  OCHOBHBIE  COBPEMEHHBIE 5 OK 09
TEXHOJIOTUH, MpHUMEHseMble MpPU OpraHu3aluu paboThl C JTOKYMEHTaMU B
opranu3anusx (YupexaeHmsx).
Tema 2. Coaep:xaHue yueOHOro MaTepuaJia 6
Opra]{n:;aunoﬂﬂo- Teopeanecxoe oﬁyqeﬂue
pacnopsiguTeIbHbIe Opranu3alioHHbIE JOKYMEHTHI — YCTaB, yUPEIUTENbHBIE JOTOBOP, MTOJIOKEHHUE.
AOKYMEHTbI PacniopsauTenbHble  TOKYMEHTBI — IIPUKa3, pAacHOpsIKEHUE, YKa3aHHeE, 9 OK 09, IIK 3.1
IIOCTAaHOBJICHHE, PELIEHUE, NHCTPYKLIUS, TPOTOKOI.
CrpaBoyHO-UH(POPMAIIMOHHBIE JIOKYMEHTHI: ciyxeOHas 3aIuncKa,
00BsSICHUTEIIbHAS 3alIMCKa, aKT, CIIPABKa, CIyKeOHble MUChbMa
IIpakTHyeckune 3aHATHSA 4
IIpakTnyeckoe 3ansiTme. CocraBieHue U OQOPMIIEHHE OpPraHU3ALMOHHBIX, 5 OK 09
PacopsiANTEIbHBIX TOKYMEHTOB
IIpakTnueckoe 3ansitue. CocraBieHHe  MHPOPMAIMOHHO-CIIPABOUYHBIX 5 OK 09, IIK 3.1
JOKYMEHTOB
Tema 3. KaapoBasi Conep:kanue y4e0OHOro marepuaja 6
AOKyMEHTal sl Teopernueckoe o0yuenune
JIOKyMEHTUpOBaHHE TPYAOBBIX MpaBooTHOmEHHH. CocTaB M 0COOEHHOCTH 2

O(bOpMJ'IeHI/IH JAOKYMCHTOB 110 JINYHOMY COCTAaBY.




KommiekToBanue nuyHoro pema. ABrobuworpadus. Pestome. 3asBieHue o OK 09, IIK 3.1
npueMe Ha paboty. lIpukaspl MO JMYHOMY COCTaBy, TPYIOBBIE JIOTOBOPHI,
TPYJOBBIE KOHTPaKTHI, ToroBopsl ['TIX, akTel npuema-nepenaun pabot
IIpakTuyeckue 3aHATHSA 4
IIpakTuyeckoe 3ansaTue. ObopmiIeHHE TOKYMEHTOB 110 JIUYHOMY COCTaBY 1 OK 09, IIK 3.1
IIpakTnuyeckoe 3anatue. OdopmieHne CHOpaBoOK, JOKIAJTHON M CITy:KEOHOM 1 OK 09, IIK 3.1
3alMCKH, aKTa
IIpakTuyeckoe 3ansitue. OpopmiieHHE TPYAOBOTO JOrOBOPA, MPHKa3a O 5 OK 09, IIK 3.1
npreMe Ha padoty, ohopMIIEHUE TPYIOBOM KHIKKH
Tema 4. JloroBopHo- Coaep:xaHue yueOHOro MaTepuaJia 6
npaBoBas TeopeTnueckoe o0yueHune OK 09, IIK 3.1
JOKYMEHTALMSA [TonsiTusa morosopa. Buasl 10roBopos. 5
[IpaBuna odopmieHuss NpeTeH3UOHHBIX TnHceM. DopMynsp HCKOBOTO
3asBIICHHS, TPEOOBaHMsI K €r0 0(hOPMIICHHUIO
IIpakTHYecKkne 3aHATHS 4
IIpakTnueckoe 3ansaTue. OpopmiieHue 10roBOPoOB 2 OK 09, 1K 3.1
IIpakTnueckoe 3ansaTue. OQopmiieHre UCKOBOTO 3asIBJICHHUSI, IPETCH3UU 2 OK 09, IIK 3.1
Tema 5. Coaep:xaHue yueOHOro MaTepuaJia 6
Housitue Teoperuueckoe o0yuenue OK 09
JIOKYMEHT0060poTA, CocraB u yder oObeMa JOKyMeHTOOOOpoTa mpennpuaruil. OpraHuzamus
perucrpanus paboTHI C BXOIAIIEH, UCXOISAIIEH U BHYTPEHHEH TOKyMEHTaluen 2
AOKYMCHTOB ba3pl nmanHbBIX 111 XpaHeHUs AokyMeHToB. Paborta c¢ 3ampocamu. Pabota ¢
AJIEKTPOHHBIMU JOKYMEHTAMHU.
IIpakTHyeckne 3aHATHSA 2
IIpakTnueckoe 3ansaTHe. PaboTta ¢ BXOASIMMMU U UCXOASIIMMU JOKYMEHTaMH 1 OK 09
IIpakTnyeckoe 3ausaTHe. PaboTa ¢ 2JIEKTPOHHBIMU TOKYMEHTAMHU 1 OK 09,I1K 3.1
CamocrosiTesibHas padoTa 00y4arOMMXCH 2 OK 09
CoBpeMeHHbIE TEXHOJIOTUH IIpUeMa U 00pabOTKH TOKYMEHTOB
Tema 6. Coaepxanue yueOHOro MaTepuaJa 8
Opranuzanus Teopernyeckoe o0yueHue OK 09, IIK 3.1
0IePATHBHOIO M Homenknatrypa nen. WHawBuayanbHBIE, CBOJHBIC, TPHUMEPHBIE W THUIIOBHIE 4

apXMBHOI'0 XpaHEHHUS

HOMCHKJIaTypbl JCJI. HOJIFOTOBKa u TIOpAAOK mepe€aadun [A€JI1 B apXHB.




AOKYMEHTOB 3aKoHO/ATENbHbIE AKThl W HOPMATUBHO-METOJIMYECKHE JIOKYMEHTHI IO
apXUBHOMY XPaHEHHIO JOKYMEHTOB.
IIpakTuyeckoe 3aHsiTHE. CoBpemeHnHble o(ucHBIE HHGOPMAIIMOHHBIC 5 OK 09, IIK 3.1
TEXHOJIOTUH
CamocTrosiTesibHasi padoTa 00yYarOMXxcst 5 OK 09
[TpuHIMIBEI TOCTPOCHUS! HHPOPMAITMOHHO-TIOMCKOBBIX CUCTEM

Kypcogoii npoekT (padora) (ne npedycmompena) -

CamocTrosiTe/IbHAs1 yueOHasi padoTa 00yualonierocsi Haji KypcoBbIM NMPoeKToM (padoToii) (e

npeodycmMompena) i

Koncyabranuun -

IIpoMe:xxyTouHasi aTTecTanus 3auer ¢ OK 09, TIK 3.1

OLICHKOM

Bcero:

36




3. OCOBEHHOCTHU PEAJIN3ALIMU JUCHUIIJIMHBI B OTHOIIEHUHA JIUI U3 YN CJIA
MHBAJIMJIOB U JIUL] C OTPAHUYEHHBIMU BO3MOKHOCTSAMMU 3]10POBbSI
O6yanOU.[I/IeC5I C OrpaHM4YCHHBIMHU BO3MOXHOCTAMH 3J0POBbs, B OTIUYHUC OT OCTAJIbHBIX
00y4aroIIUXCsl, MMEIOT CBOU Crielu(puIeckue 0COOCHHOCTH BOCIIPHUSITHS, IepepabOTKU MaTepHaa.
[TonGop u pa3paboTka yu4eOHBIX MATEPHUATIOB JOJDKHBI MPOU3BOJUTCS C YYETOM TOTO, YTOOBI
NpPEOCTABNIATh 3TOT MaTepUall B PA3IHUHbIX (OPMax TakK, 4TOObI MHBAIMIBI C HAPYHICHUSIMH CITyXa

nojyyanu WHGOpPMAIMIO BU3YaJbHO, C HApYUICHUSMH 3pEHUS — ayAualbHO (Hampumep, ¢
UCIOJIb30BAHUEM IPOrPaMM-CHHTE3aTOPOB pEeYM) WM C MOMOILBIO TU(IOMHPOPMALMOHHBIX
YCTPOMCTB.

Bei0op cpeacTB u MeTo10B 00y4EHHUsI OCYLIECTBISAETCS caMUM IpenoaasaresnsM. [lpu stom B
00pa3oBaTENTFHOM MPOIIECCe PEKOMEHAYETCS UCIOIb30BAHNE COIMATBHO-aKTUBHBIX U PE(IIEKCUBHBIX
METOZ0B O0YYEHHUs, TEXHOJOTUI COLMOKYIbTYPHOM peabMIMTaluU C LEJNbI0 OKa3aHHUsA MOMOLIM B
YCTQHOBJICHHH TOJIHOLIEHHBIX MEXIMYHOCTHBIX OTHOUICHWH C JPYIMMHU OOyYaroIIMMUCS, CO3TaHUU
KOM(OPTHOT'O NICUXOJIOTHYECKOT0 KJIMMaTa B CTYACHUYECKON TpyIIIIE.

CornacHo TpeOOBaHUSM, yCTaHOBJICHHBIM MuUHOOpHayku Poccum K TOpSAKY peamu3aiiu
00pa3oBaTeNbHON NEATEIbHOCTH B OTHOIIEHUHM MHBAIMJIOB U JIUL C OTPAHUYEHHBIMU BO3MOKHOCTSIMU
3JI0POBbSI, HEOOXOIUMO UMEThH B BUJLY, UTO:

1) MHBaIMBI U JIMIA C OTPAHUYEHHBIMU BO3MOXHOCTSMHU 37I0POBbS 110 3pEHUI0 UMEIOT IPaBo
MPUCYTCTBOBATH HA 3aHATHUSIX BMECTE C ACCHCTEHTOM, OKA3bIBAIOIIUM OOydYaroNIeMyCsi HEOOXOAUMYIO
IIOMOILb.

2) MHBAJIMBI U JIMA C OTPAaHHYEHHBIMH BO3MOYKHOCTSIMHU 3JI0OPOBBS 110 CIIyXy UMEIOT IPaBO Ha
HCIOJIb30BaHUE 3BYKOYCHUIIMBAIOILEH armnapaTypsl.

[Ipy mpoBeAeHWM NPOMEKYTOYHOW aTTECTAlMM 10 JUCHUIUIMHE 00ecreunBaeTcs COOI0ACHNE
CJIEYIOIIUX OOIINUX TPeOOBaHUM:

- IPOBE/ICHUE ATTECTAIMH JJISi MHBAIHUOB B OJJHON ayTUTOPHH COBMECTHO C O0YYarOIIUMHUCH,
HE SBJIAIOLIMMHCA HWHBAJIWAAMHU, €CIM 3TO HE CO3[JaeT TPYAHOCTEH M HMHBAJIUAOB M HHBIX
00yJaromuxcs Mpyu NPOXOKICHUN TOCYAapCTBEHHOW HTOTOBOH aTTeCTaINH;

- IPUCYTCTBHE B AayAUTOPUM ACCUCTEHTa (ACCHUCTEHTOB), OKa3bIBAIOILEro OOydYaroUIMMCs
WHBAINJAM HEOOXOJMMYI0 TEXHHYECKYI0 MOMOIIb C YYETOM WX HHIUBUAYAJIbHBIX OCOOCHHOCTEH
(3aHATH paboyee MecTO, IMEPeIBUTaThCs, NpouUTaTb U OGOPMUTH 3aJaHue, oOlaTbci C
9K3aMEHaTOPOM);

- I0JIb30BaHHE HEOOXOAMMBIMU OOYYArOIMMCS MHBAJIUAaM TEXHHUUECKUMH CPEICTBAMM IpH
MIPOXOXKJICHUN aTTECTAIMU C YI€TOM MX WHAWBUAYAIBHBIX OCOOCHHOCTEH;

- o0ecrneyeHHe BO3MOXKHOCTH OECHpPENITCTBEHHOIO JOCTyHa OOydYaroUIMXCsi HWHBAJIMIOB B
ayJAMTOPHUH, TyaJICTHBIEC U IPYTHe IOMEIICHUS, a TAKXKe WX NMPEOBIBAHUS B YKa3aHHBIX TIOMEIICHHSIX.

[To mnucbMeHHOMY 3asBJICHHI0O OOYYalOIIErocss HWHBAIWAA MPOAOIDKUTEIBHOCTh CAa4M
00yJaroImuMCsl MHBAJIHMIOM HK3aMeHa MOXKET OBITh yBENMYeHa 10 OTHOUICHHWIO K YCTAHOBIICHHOM
MPOJOIKUTEIBHOCTH €0 CIauu:

- IPOJIOJDKUTEIHLHOCTD C/Ia4H YK3aMeHa, IPOBOJUMOTO B MMMCBMEHHOU (hopme, - He Ooiee yem
Ha 90 MUHYT;

- TPOJIOIDKUTENBHOCTD MOATOTOBKH OOYYaroIIerocsi K OTBETY Ha SK3aMEHE, IPOBOJMMOM B
ycTHOM (opme, - He OGosiee ueM Ha 20 MUHYT;

B 3aBucHMMOCTH OT WHIUBUAYATBHBIX OCOOEHHOCTEH OOYYalONIMXCS C OrpaHWYCHHBIMU
BO3MOKHOCTSIMH 37I0pPOBbSI OpraHU3aIMsl 00eclieurBaeT BBIOJHEHHE CIEIYIOUIMX TpeOOBaHUM NpH
MIPOBE/ICHUH aTTECTAIUH:

a) JUIsl CJICTIBIX:

- 3aJaHUS W WHBIE MaTepHajbl JUIsl CAa4d dK3aMeHa O(GOpMISIFOTCS penbe(HO-TOUCUHBIM
mpudToM Bpaiinsg uim B BUaE 3IEKTPOHHOTO JTOKYMEHTA, JOCTYITHOTO C IMOMOIIbI0 KOMIIBIOTEpa CO
CTIEIMATM3UPOBAHHBIM TIPOTPAMMHBIM 00ECTICYCHHEM JIJIS CIIETIBIX, JIN0O0 3aYUTHIBAIOTCSI aCCHCTEHTOM;

- NHCbMEHHBIE 3aJ]aHHs BBIIOJHIIOTCA OOydJarolIMMHCA Ha Oymare penbe(HO-TOUECUHBIM
mpudToM Bpailins nim Ha KOMIBIOTEpPE CO CHEIHATH3UPOBAHHBIM MTPOTPAMMHBIM 00ECTICUCHHEM ISt
CIIeNBbIX, TM00 HAJIUKTOBBIBAIOTCS ACCUCTEHTY;



- [Opu  HEOOXOAWMMOCTH  OOYyYaIOUIMMCS  TPEJOCTaBISAETCS  KOMIUIEKT IMHChMEHHBIX
MPUHAICKHOCTEH W Oymara Juisi mUchbMa pelibe()HO-TOYCUHBIM IpUGTOM bBpaiins, koMmbloTep CO
CHETHATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICYCHUEM JTS CIICTIBIX;

0) st c1aboBUIAIINX

- 3aJIaHUS U MHBIC MATEPUAIIBI IJIS1 CIaYH dK3aMeHa 0(hOPMIISIOTCS YBEIIMYEHHBIM MIPU(TOM;

- oOecrieyrBaeTCsl 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 HAPYIICHUSMH PEUU:

- obecrieynBaeTcsl HAIMYME 3BYKOYCHJIMBAIOIIEH ammaparypbl KOJUICKTHBHOTO IOJIb30BaHUSA,
Ipu  HEOOXOJMMOCTH  OOYYarOIIMMCS  MPEIOCTABISCTCS  3BYKOYCHJIMBAIONIAs  ammaparypa
WHIUBUIYAITBHOTO TI0JIb30BaHUS;

- 110 MX YKEJIAHUIO UCTIBITAaHUS TPOBOJATCS B MUCBMEHHOU (hopme;

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

- NHCBMCHHBIC  3aJaHHUS  BBIOJHSAIOTCS  OOYYAIOIIMMHCS Ha  KOMIIBIOTEPE  CO
CHETIMATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICUYCHUEM HITU HAIMKTOBBIBAIOTCS ACCUCTEHTY;

- 110 UX YKEJIAHWIO UCIIBITAHMSI TPOBOJIATCS B YCTHOH (hopme.

O HeoOXomuMocTH oOOeCTeUeHUsT CHEIUAIBHBIX YCIOBUH IS TIPOBEACHHUS ATTECTAIMH
00y4YaroIuics JOJDKEH COOOIIMTh MUChbMEHHO He To3/Hee, ueM 3a 10 mHel no Havana arrectanuu. K
3asBJICHUI0  TMPWIATAIOTCS  JOKYMEHTBI, TOJITBEPKIAIONIME  HAIWYHEe Yy  OOydJaromerocs
WH/IUBUYAIbHBIX 0COOCHHOCTEH (IIPH OTCYTCTBUU YKAa3aHHBIX JJOKYMEHTOB B OPTaHU3AIUH ).

4. 3ATAHMS J1JISI CAMOCTOSITEJIBHOM PABOTBI OB YUAIOIINUXCS

[Ipy mIaHUPOBAaHMM CAMOCTOATENBHOM BHEAyIUTOPHOH pabOThl OO0y4arolMMCS MOTYT OBITh
PEKOMEH/I0BaHbI CIE1YIOLINE BU/IbI 3aJaHUM:

— JUIsL OBJIQ/ICHUS 3HAHUSAMH: YTE€HUE TEKCTa (yueOHMKa, NMEePBOUCTOYHMKA, JTOTOJHUTEILHOU
JUTEpaTyphl); COCTAaBJIEHHE IUIaHA TEKCTa; rpaduyeckoe H300paKeHUe CTPYKTYpbl TEKCTa;
KOHCIIEKTUPOBAHWE TEKCTAa; BBIMMCKM U3 TEKCTa; paboTa cO CJIOBapsIMU U CIPAaBOYHUKAMU;
O3HAKOMJIEHHE C HOPMAaTHBHBIMH JJOKYMEHTaMH; yu4eOHO-HCCIeI0BaTeNbCcKas paboTa; UCIOIb30BaHNE
ayJno- ¥ BUAEO03aNUCeN, KOMIIBIOTEPHOM TEXHUKU U IHTEepHETa U 11p.;

— 7 3aKpelyieHus W CHCTeMaTH3allud 3HaHWi: paboTa ¢ KOHCIEKTOM JeKIHi (o0paboTka
TEeKCTa); TMOBTOpHas pabora Hajg y4eOHbIM MarepuasioM (ydyeOHMKA, TE€PBOMCTOYHMKA,
JIONIOJTHUTEIBHOM JIMTepaTyphl, ayluo- W BUJEO3aMUCEN); COCTaBJIEHUE IJIaHA U TE3UCOB OTBETA;
COCTaBJ€HHE TaONUI[ [ CHCTEMaTU3allud Y4eOHOro MaTepuana; HW3y4eHHEe HOPMAaTUBHBIX
MaTepHalioB; OTBEThl HA KOHTPOJbHBIE BOMPOCHI, aHATUTHUYECKasi 00paboTKa TekcTa (aHHOTUPOBAHMUE,
pereH3upoBanme, peQepupoBaHue M Ip.); MOATOTOBKA COOOIIEHUN K BBICTYIUICHHIO Ha CEMHHApeE,
KOH(epeHIMH; MOAroTOBKa pedeparoB, IOKIANOB; COCTaBleHHE Oubmuorpaduu, 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-
rpaduyeckux paldoT; pelIeHHEe CUTYallMOHHBIX IPOU3BOJICTBEHHBIX (IPO(EeCCHOHATIBHBIX) 3aj]ad;
MIOATOTOBKA K JI€JIOBBIM WUIPaM; MPOEKTUPOBAHNWE U MOJECIMPOBAHHME Pa3HBIX BUJOB U KOMIIOHEHTOB
npodeccuoHaNbHOM /1EATEeIbHOCTH; IOATOTOBKA KYpPCOBBIX U JTUIUIOMHBIX pabOT (MPOEKTOB);
HKCIEPUMEHTATbHO-KOHCTPYKTOPCKas paboTa; ONMBITHO-IKCIIEpUMEHTaIbHAsT padoTa; yIpaKHEHHUs Ha
TpeHaxk€pe,  YINpaKHEHHS  CIIOPTUBHO-O3/I0POBUTENBHOIO  Xapakrepa; pedieKCUBHbIHAHAIN3
npo¢eCCHOHATBHBIX YMEHUH C UCTIOIb30BAHUEM ayIUO- U BUJICOTEXHUKHU U JIp.

Haubonee pacnpocTpaHeHHbIMH (OpMaMH CaMOCTOSITENIBHOM pabOThl SIBJISIOTCS MOJITOTOBKA
JIOKJIaJI0B U pedeparos.



4.1. Bonpochl 115l CaMOCTOSITEJIbHOH PadoThl

HaumeHoBaHue pa3iejioB U TeM THCHMIIHHB/ ®opmMupyeMble KOMIETeHIMT
CamocTosiTesibHasi padoTa 00y4arommXxcst
1 2
Tema 1.BBenenune.  lokyment u  cucrema | OK 09
JAOKYMEHTAINI
OcHOBHBIE CIIOCOOBI  TOKyMEHTHpOBaHUS. (OCHOBHEBIC
COBPEMCHHBIE  TEXHOJOTHH,  HPUMEHSEMbIE  IpH
opraHuzanu paboThl ¢ JOKYMEHTaMH B OpraHM3alusiX
(YupexIeHusX ).
Tema 5. IlonsiTHE JOKYMEHT0000pPOTA, perucTpanus OK 09
JIOKYMEHTOB
CoBpeMeHHbIE TEXHOJOTMHM TpueMa H  00paboTKH
JOKYMEHTOB

Tema 6. Opranu3anusi onepaTuBHoro u apxusoro | OK 09

XpaHCHUSA TOKYMEHTOB

[IpuHuMnel 1ocTpoeHuss HH(OPMALMOHHO-TTIOMCKOBBIX
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4.2. IlpumepHasi TeMaTHKa J0KJ1a10B/pedepaTon

. Odopmnenme opraHu3alMOHHO-TIPABOBOM TIOKYMEHTAIIUN

. denonpon3BoactBo B peBHEPYCCKOM TOCYIapCTBE.

. [Tpukaznoe genomnpounsBozictBo X V—-XVII BB.

. CucTtema KOJUIEKCKOTO JIeJIONPOU3BOJICTBA.

. Cucrema MUHHUCTEPCKOTO Jiesionpou3BoacTBa XIX—XX BB.

. Ucropus ynipaBnenus u aenonpoun3BoacTsa B 1917-1941 rr.

. Ucropus ynipaBnenus u aenornpoun3Boactsa B 1945-1990 rr.

. [TonroroBka u o0CTy)KMBaHHE COBEIIAHUA.

. Opranusanus npueMa MmoceTUTeNe u padoTa ¢ MMCbMEHHBIMHU OOPAIICHUSIMH TPAXKIaH.

. 3ammTa KOH(QUICHIUAIBHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA.

. 3amuTa KOHQUIEHINAIbHON HH(POPMAIUH NPU MPOBEJCHUH COBEIIAHUN U TIEPErOBOPOB.
. Uctopus dpopmuposanus I'ocynapcTBeHHON apXUBHOM ciiyxOb1 PO.

. ApxuBHbIil pong PD, apxuBHbII (OHJ OpraHu3anuy, apxuB KOMMEPUYECKON (pUpPMBI.

. Opranuzanus cekpeTapckoi AeATeIbHOCTH.

. OTHKET JeJI0BOr0 OOILEHHS.

. Ucropus 1e10BOM MUCbMEHHOCTH.

. SI3bIK ¥ 001ECTBO

. KommyHuKanus - €€ KoMIOHEeHTHI U CyOBbeKThI. [IoHATHE S3bIKOBOTIO 3HAKA.

. [lonsiTue «uHPOpMaIMOHHAsE OE30MACHOCTbY.

. OCHOBBI IICUXOJIOTHUECKOT0 KJIMMAaTa B KOJUIEKTHUBE.

. MexaHu3Mbl COLlMaIbHON AESITENbHOCTH U COLUATBHOIO TOBEACHHUS.

. OnepannonHsle cucteMbl. CUCTEMBI IPOrPaMMUPOBAHUS.

. CoBpemeHHast opraHu3alus apXuBHOM ciyx0bl B PO.

. Opranu3zanus apxMBHbIX JOKYMEHTOB B IIpe/iesiaX apXUBHOTO (oHa.

. OpranuzanroHHOE IPOEKTUPOBAHNE CUCTEM YIPABIEHUS: OOBEKT U MpeAMETHasE 00J1acTh.
I'ocynapcTBeHHbIE TpeOOBaHUS B 00JaCTH AETOMPOU3BOICTBA M JOKYMEHTAIHOHHOTO
€CIIeUEHUs yIIPaBICHHUS.

. @ynkun u 3agaun ciayx0sr 10Y.

. CocTaB HOpMaTUBHO-METONYECKUX JOKYMEHTOB, UX Ha3HAUYECHUE, METOANKA pa3paboTKH,

MOpAI0K O(i)OpM.HCHI/ISI U NPpUMCHCHHUA.




29. Mecto ciyx051 JIOY B cTpyKType OpraHu3anuu.

30. JIokyMeHTOOOOpOT, €ro OpraHu3aIvs U apaMeTpBhl.

31. O6beM TOKyMEHTOOOOPOTa OPTaHU3AIMH. YYeT KOJTHYECTBA TOKYMEHTOB.

32. TexHonoruu npuemMa u o0pabOTKH TOKYMEHTOB.

33. [IpuHIMTIBI TOCTPOCHUST HHPOPMALMOHHO-TIONCKOBBIX CHCTEM.

34. Oynkuu cayx0s1r [JOY 110 KOHTPOIIIO 32 MPOXO0XKACHUEM U UCIIOJIHEHUEM JTOKYMEHTOB.
35. Homenknarypa e, mpaBuia ee pOpMUPOBAHUSI.

36. DkcnepTu3a IEHHOCTH JOKYMEHTOB.

37. YupaBieHue Kak mporecc.

38. PaboTa ¢ oOpaleHusIMH rpak/iaH.

39. JlokyMeHTaIMCTHKA U IOKYMEHTOBEACHHUE KaK HayKa.

40. IIpeameT, 0OBEKT U METOIBI JOKYMEHTOBEICHHUS.

41. OcHOBHBIE CBOMCTBA JOKYMEHTA: aTpUOyTUBHOCTh, PYHKIIMOHATBHOCTD, CTPYKTYPHOCTb.
42. @yHKIMU JOKYMEHTA - HH(OpMalMOHHAs, COIIMaNIbHAs, KYIbTypHasl.

43. CrennanbHble PYHKIIMHA JOKYMEHTA: yIIpaBJICHYECKas, yueTHas, MPaBoOBasi, OOIIEKYIbTypHAs,
UCTOpHUYECKasl.

44. Ilonatue «10KyMEHTUPOBAHHEY.

45. Texuudyeckoe JOKYMEHTUPOBAHUE, BUAbI TEXHUYECKUX JOKYMEHTOB.

46. I'ocynapcTBeHHas pa3pabOTKa eIMHBIX TPEOOBAHMIA K IOKYMEHTHPOBAHHUIO HH(POPMAIIHH.
47. Yaudukanus U CTaHIapTU3AINS KaK AeITeIbHOCTh MO0 COBEPIICHCTBOBAHUIO ()OPMBI U
CoJiepKaHus JOKYMEHTA.

48. HanoHnanbHast 1 MeXAyHapOAHAs CTaHAAPTU3AUs JOKYMEHTOB.

49. Xapakrepuctuka ocHoBHbIX I'OCT, ycranaBiauBaronux TpeOoBaHus K 0(pOpMIIEHUIO
yIPaBICHUYECKUX JOKYMEHTOB.

50. IlonsiTHE «cUCTEMa TOKYMEHTALUNY, €€ PU3HAKH.

5. SAJAHUS IJISI TIPAKTUYECKHUX 3AHSTUI
[To nucuMIUIMHE MPEAYCMOTPEHBI MPAKTUYECKUE 3aHATUS C HCIOJIb30BaHHWEM AKTUBHBIX U
WHTEPAKTUBHBIX (OpPM TMpOBeNeHUs 3aHATHH (pa3bopa KOHKPETHBIX CHUTYyallMil, TPYIIOBBIX
IUCKyCCUW) B COYETAaHWU C BHEAYIUTOPHOH paboToil ans (opmupoBaHUS U Pa3BUTHS OOLIMX U
PO ECCUOHATBHBIX KOMITETEHIIMI 00yYarONnXCsl.

HanmeHnoBaHMe pa3aeioB U TeM dopmupyemMble KOMIIETCHIIMT
AUCHUIIMHBI/TIPAKTHYECKH e 3aHATHS

1 2

Tema 2. Oprann3anmoHHO-pacnopsiauTeabHble Jokymentol | OK 09, I1K 3.1

CocraBieHue u OCI)OpMJIeHI/Ie OpTraHHU3alluOHHBIX,
pacnopAgUTCIbHBIX TOKYMCHTOB

CocraBneHue I/IHq)OpMaI_II/IOHHO'CHpaBO‘{HLIX JOKYMCHTOB

Tema 3. KanpoBasi fJoKkyMeHTal U OK 09, IIK 3.1

O(l)OpMJ'IeHI/IC IIPUKA30B 110 JINYHOMY COCTABY

OdopmiieHne cripaBoK, TOKJIATHON U CITY>KEOHOM 3aIiCKH, aKTa

Odopmiierne Tpy0BOTO IOTOBOpPA, MPUKa3a O MpUeMe Ha
paboty, opopMIIeHHE TPYIOBOH KHUKKH

Tema 4. JloroBopHo-npaBoBasi JOKYMEHTAIUA OK 09, TIK 3.1

OdopmiieHne 10roBopoB

OdopmiieHrEe HCKOBOTO 3asBJICHHS, IIPETCH3UU

Tema 6. Opranuzanus onepatuBHoro u apxusHoro | OK 09, I1K 3.1
XPaHEHUSA JOKYMECHTOB

COBpeMCHHBIC O(bHCHBIC I/IH(bOpMaI_II/IOHHLIC TCXHOJOT'MH




6. YCJIOBUSI PEAJIM3AIIAU ITPOT'PAMMBI YUEBFHOM JTUCIIATIIIMHBI

6.1. Jlis peanu3anuy NpoOrpaMMbl AMCHMILIMHBI IIpeaycMOTpeHbl KaOWHET aucIuIuIiH
npaBa, KaOuHer mnpodeccHoOHaNbHBIX AUCHUILUIMH OCHAIIEHHas HaOOpOM JIEMOHCTPAI[MOHHOTO
000pyOBaHUS M Y4EeOHO-HATJSIIHBIMH IIOCOOMSIMH, MaTe€pHalaMH, YYUTHIBAIOIIMMU TpPeOOBaHHUS
MEXIyHAPOAHBIX CTaHIAPTOB, y4eOHas ayIuTOPHs IS MPOBEACHUS 3aHATUN JIGKIMOHHOTO THIIA,
3aHATHH CEMHUHAPCKOTO TUIA, TPYNIIOBBIX M MHIUBHyaIbHBIX KOHCYJIBTAllUMH, , OCHAIIIEHHAs: HA00pOM
JEMOHCTPAIIMOHHOTO 000PYIOBaHMS W Y4eOHO-HATJISIHBIMU TOCOOMSAMM; ydeOHasi ayAuTOpHS IS
TEKyIIero KOHTPOJII M TPOMEKYTOYHOH aTTecTalMy, OCHAIIeHHas HaOOpOM JEMOHCTPAIIMOHHOTO
00OpyZIOBaHUS M Y4EOHO-HATTIAAHBIMH TOCOOMSIMU; OHMONIMOTEKA, YMTAIBHBIA 3a] C BBIXOJOM B
UHTEPHET, TIOMEUICHHWEe JJIsI XpaHCHHs U NPOPHIAKTUYECKOTO0 OOCIYy)XKMBaHHS Yy4eOHOTro
00OpyIOBaHUS; AaKTOBBIM 3al; TOMENICHHWE U CaMOCTOSTEIbHOW pabOThI, OCHALLeHHble B
cootBeTcTBUM C [TOIT o cienmanbrOCcTH 40.02.04 «IOpucnpyaeHIUs»

6.2. UndopmannoHHoe odecnevyeHue pean3anum MporpaMmmbl

Jns peanuzanmu mporpamMMmbl  OMOIMOTEYHBINH (OHJ YHHUBEPCUTET HMEET JJIEKTPOHHBIC
oOpa3zoBaTenbHbIE W WH(GOPMAIMOHHBIE PECYPCHl, PEKOMEHIYEMBIX Ui HCIOJIb30BAaHHUSA B
00pa3zoBaTeITLHOM TPOIIECCe

6.2.1. DJIeKTpPOHHBIE U3IAHUS

lyeanoBa, H. H. JlokyMmeHTanmoHHOE oOecricyeHHe yMpaBieHHUS : y4eOHHUK W IMPAKTUKYM IS

cpenHero mpodeccuoHanpHOro obpaszoBanus / H. H. llyBanoBa. — 3-e u3x., mepepab. u mom. — Mocksa :
UznatensctBo FOpatit, 2024. — 247 c. — (Ilpodeccuonanproe obpazoBanue). — ISBN 978-5-534-16538-8.
— Teker : onekrponneli //  OOpasoBarenbHass mnardgopma  HOpaiit  [caiit] —  URL:

https://urait.ru/bcode/536969

6.2.2. DJIeKTpOHHBIE pecypchl
1. Hayunas snextponnas 6ubnmorexa eLIBRARY.RU https://elibrary.ru/

OnektponHas Oubdianoreunas cucrema lOpaiit M3narensctBo FOpaiit https://biblio-online.ru/
3. CupaBouno-npaBoBas cuctema «Koncysnprant [Imroc» http://consultant.ru/

N

6.2.3. JlonoTHUTEIbHbIE HCTOYHUKH

Kopmnees, U. K. JlokymeHTannmoHHoe o0ecriedeHre yrpasieHus | YIeOHUK U IPAKTHKYM IS CPEAHETO
npodeccuonanpHoro oopazosanus / M. K. Koprees, A. B. Ilmienko, B. A. Mamypres. — 3-e u3., nepepad. u
non. — Mockaa : U3garenscto FOpaiit, 2024. — 438 c¢. — (IIpodeccuonansuoe odpasoBanue). — ISBN 978-
5-534-16002-4. — Texcr : anekTpoHHbIH // OOpa3oBarenbHas iardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/539262

6.3. O0s3aTeIbHOE IPOrPAaMMHOe o0ecreyeHHe
1. Astra Linux Special Edition «Cmonenck», «Open»; PenOC
2. MoitOduc Crangaptasiii 2, MoitO¢puc O6paszoBanue, P7-O¢uc I[Ipodeccrnonanbhbiii


https://elibrary.ru/
https://biblio-online.ru/

7. ®OHA OHEHOYHbIX CPEACTB JJIsi MIPOBEAEHUS TEKYIEI'O KOHTPOJISI U
MMPOMEKYTOYHOM ATTECTAIIUM IO TUCIUTIJIMHE
OI1.06 «lokyMeHTallHOHHOE o0ecrieyeHne ynpaBJeHUsD

7.1. HACITIOPT ®OHJA OHEHOYHBIX CPEACTB 11O JUCHUIIJINHE

@OoH OLEHOYHBIX CPEICTB NpPEAHA3HAYCH JUIsI KOHTPOIS M OLEHKH O0O0pa3oBaTEIbHBIX
JTOCTHDKCHHH  OOydYaroIMXCsl, OCBOMBIIMX  mporpammy  ydeOHoW  gucrumumael  OI1.06
«JlokymMeHTanmoHHoe  obecneueHne  ynpasieHus» 1o  cnenuansHoctH  CIIO  40.02.04
«OpucnpyneHms».

@OHJT OLEHOYHBIX CPEICTB pa3zpaboTaH B coorBeTcTBUM c TpeboBanusmu PIrOC CIIO
40.02.04 «¥Opucnpynenuus» u padoueir nporpammoirt auctumumabsl OI1.06 «JlokymeHTarmoHHOE
o0ecriedeHre yrnpaBIeHHs.

B pe3ynbraTe 0CBOSHMS TUCHUIUIMHBI 00YYarOIHICs TOJIKEH:

ymembs: - MOHMMATh OOLIMI CMBICI YETKO MPOU3HECEHHBIX BHICKA3bIBAHUN HA
W3BECTHBIC TeMbl (TIpodecCrOHabHBIE U OBITOBBIC), TOHUMATh
TEKCTHI Ha 6a30BbIe MPO(HECCHOHAIBHBIE TEMbI

- y4acTBOBaTh B AHAJIOTaX HAa 3HAKOMBIE O0IIKE U
poeCCUOHAIbHBIE TEMBI

- CTPOUTH MPOCTHIEC BHICKA3BIBAHUS O cede U 0 cBOeH
poheccuoHaNBbHON e TENIbHOCTH

- KpaTko 000CHOBBIBATh M OOBSICHATH CBOU JICUCTBUSA (TEKYIIUE U
IJIAHUPYEMBIE)

- MHCaTh IPOCTHIC CBA3HBIE COOOLICHUS Ha 3HAKOMBIE HITU
MHTEpECYIOIINe NPoQecCHOHATbHBIC TEMBI

- uHQOPMHUPOBATH TPAXK/IAH U IOPUIUYECKHE JTHIa (depe3 ux
MIPEACTABUTEIICH ) 110 BONPOCAM COITUAIBHOTO 00ECTIeUCHUS;

- OCYIIECTBJISITH MPUEM TPAKIaH U MPEACTABUTENCH IOPUITUECKUX
JIMII TIO BOTIPOCAM COIMAIEHOTO OOECTICYCHHUS;

- OKa3bIBaTh KOHCYJbTAI[MOHHYIO TIOMOIIb FPAXKIaHAM U
MPEJICTaBUTEISIM IOPUIMYECKUX JIHII IO BOTIPOCAM COIHATIHLHOTO
o0ecrneyeHus

3Hamy: - TpaBHJIA MOCTPOEHUS MPOCTHIX U CIIOKHBIX MPEATIOKESHUN Ha
npodeccuoHaIbHbIE TEMBI

- OCHOBHBIE 00IIEYNIOTPEOUTEIBHBIC TI1aroisl (ObITOBAS U
npodeccruoHaIbHast JEKCHKa)

- JIEKCHYECKUI MUHUMYM, OTHOCSIIIIUICS K OMUCAHUIO TIPEIMETOB,
CPEZCTB U MPOLIECCOB MPOPECCHOHATBHOM 1EATEIbHOCTH

- 0cOOEHHOCTH MPOU3HOIICHHUS

- MpaBWJia YTEHHS TEKCTOB MPO(eCcCHOHATBFHON HAMIPaBIEHHOCTH

- coJiep)KaHWe HOPMATHUBHBIX IPABOBBIX aKTOB (heZepaibHOTO,
PErHOHAILHOTO ¥ MYHHIIUIIATIEHOTO YPOBHEH, PEryIHPYIOIIHX
BOTIPOCHI COIMAITBHOTO 00ECTICUeHUS;

- crnocoObl THPOPMUPOBAHUS TPAXKAAH U MpeJICTaBUTEIEH
IOPUINIECKUX JIUII TTO BOTIPOCAM COITMAIEHOTO 00eCTICUeHHS,

- moixHOMOouus (eaepaTbHBIX U PETHOHAIBHBIX OPTraHOB
TOCyIapCTBEHHOH BJIACTH IO BOMPOCAM COLUAIBHOTO 00ECTICUeHHS,

- aJIMUHUCTpPATUBHBIE PETJIAMEHTHI B 00JIACTH COLIMATLHOTO
obecrieueHus

B pesynbpTaTe 0CBOCHHS TUCIUTIUIMHBI 00 YJArOIITUICS JOKEH OCBOUTH OOITHE KOMITETEHIIUN:
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Kon

HauMenoBanue o0Mx KOMIeTEHIUNA

OK 09

[Tonb3oBaTbes mpodeccHoHaNbHOW JOKYMEHTAllMell Ha TOCyIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

B pesynprate OCBOEHUS NUCHMIUIMHBI OOYYaIOLIUICA TOMKEH OCBOHMTH MPO(EeCCHOHATbHBIC

KOMIIETECHIIHNH.
Kon HaumenoBanue npogeccuoHAJIbHBIX KOMIIETEHIM I
[IK 3.1 NudopmupoBaTh Ha IpreMe M KOHCYJbTUPOBAHUU CYOBEKTOB IIpaBa IO BOMpPOCaM
COLIMAJIBHOTO 00ECIIEUEHNS U COLIMATIBHOM 3aIATEI

7.2. IEPEYEHb KOHTPOJIMPYIOIIIUX MEPOITPUSTUM JJ1sI TPOBEJAEHUSA
TEKYILIETO KOHTPOJISI U TIPOMEKYTOYHOM ATTECTALIUU

[lepeyeHb KOHTPOJMPYIOUIUX MEPONPUATHA JIE TPOBEACHHUS TEKYIIEro KOHTPOJS IO

muctumuHe OI1.06 «JlokymeHTanmoHHOE 0OecriedeH e yIpaBIeHUSN»:

Texkyumas arrecranus
Howep IT P / (]
aKTH4YeCKue edepar OpMHpOBaHHE
cemecTpa | TecrupoBaHue Omnpoc P (bep pMUP
3ajaHus AOKJIAJ noprdoJino
1 + + +

[lepedyeHb KOHTPOIUPYIOUIUX MEPOIPHUATUN JJISI TPOBEACHUS MPOMEKYTOYHOM aTTECTALMH T10
muctumuHe OI1.06 «JlokymeHTanmonHoe obecredeHre ynpaBIeHUs»:

IIpomekyTouHas aTTecTALMSA
Homep
IIpomeskyTouHoe .
cemecTpa KypcoBasi padora P y 3ayer ¢ OlEHKOM | DJK3amMeH
TECTHPOBAHHE
1 +

7.3. PE3YJIBTATBI OCBOEHUSA JUCIUIIJINHbI

Pes3ynvmamul 00yuenus Kpumepuu oyenxu Memoowvt ouenku
YmMmern Ilepeuncnenne cocraBa Ornenka
- TOHUMAaTh OOIIMHA CMBICIT HOPMAaTHUBHO-METOINYECKOM 0a3bl HCIIOJIb30BAHUS
YETKO NMPOU3HECEHHBIX JIOKYMEHTAIMOHHOT0 o0ecrieyeHus | oOydarolmmmes
BBICKA3bIBAaHUI Ha U3BECTHBIC | YIPABJIECHUS; XapaKTepUCTUKA METOJIOB U IPUEMOB
TeMblI (ITpodecCUOHANIBHBIE U | CTaHAAPTH3ALMU U YHU(PUKAIIUN JMYHOMN OpraHu3anuu
OBITOBBIE), IOHUMATh TEKCThl | CUCTEMBI JOKYMEHTAI[HOHHOTO B IIPOLIECCE OCBOCHUS
Ha 0a30BbIE o0ecrieueHus yrpaBlieHUs; o0pa3oBaTenbHON
npodeccuoHanbHbIE TEMBI O6o03HaueHue peKBU3UTOB MIpOTrpaMMBbI Ha
- y4acTBOBAaTh B JUAJIOTax Ha JJOKYMEHTOB M 0OO1II1e paBuiIa ux IPAKTUYECKUX
3HAKOMbIE 0011Ire U odopMmIiIeHHUS; 3aHATUSIX, IPU
npo¢eccuOHATbHBIE TEMBI XapakTepucTuka BBITIOJTHEHUH
- CTPOUTH IPOCThIE YHU(PHUIIMPOBAHHOMU CHCTEMBI CaMOCTOSITENTbHOM
BBICKa3bIBaHUS O ce0e U 0 JIOKYMEHTAIMOHHOT0 oOecrieueHust | paboTbl
cBOei mpodeccroHalbHOM yIpaBiIeHUS;
JESTEIbHOCTH XapakTepHcTUKa 00IIEePOCCUICKUX
- KpaTko 000CHOBBIBaTh U KJIAaCCU(UKATOPOB TOKYMEHTALINH;
OOBSICHATH CBOU JICHCTBHS [Tepeuncnenue obmux TpeOOBaHUI
(Tekyue u niaHupyemble) K OJIaHKaM JIOKYMEHTOB.
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InmcaTrb HpOCTLIe CBA3HBIC
COOOILIEHHS HAa 3HAKOMbIE HIIH
HHTEPECYIOIINE
npodeccHoHAbHBIC TEMBI

UH(POPMHUPOBATH TPAXKIAH U
IOpUINYECKHE JInLa (depe3 ux
IIpeICTaBUTENEN) IO
BOIPOCaM COL[MAJILHOTO
obecreucHus;

OCYLLIECTBIIATh IPUEM
IPaKJaH U IIPEICTaBUTENICH
IOPUINYECKHX JIUI] 110
BOIPOCaM COIIHAIILHOTO
obOecrievyeHus;

OKa3bIBaTh
KOHCYJIbTAI[HOHHYIO TOMOILIb
rpaxaaHaMm u
MIPECTaBUTEISM
IOPUINYECKUX JIUI] 110
BOIPOCaM COITUAIEHOTO
obecrnieueHus

[IpoBeneHue OLeHKH 3HAYUMOCTH
JIOKYMEHTOB ¥ CPOKOB HX
XpaHEHUS;

XapakTepu30BaTh MPUHIIMITHI 1
3aJ1a4M ONEPAaTUBHOTO XPaHEHUS
JIOKYMEHTOB;

O0o3HaueHue 3a1a4 00eCIIeYeHUS
COXPAHHOCTH JIOKYMCHTOB;
Opranu3zanus apxuBHOTO QoHa
OpraHu3aIuy;

[TpuHIMIIBI ApXUBHOTO XpaHEHUS
JIOKYMEHTAITUH.

XapakTepHucTuKa COBPEMEHHBIX
oHCHBIX HH()OPMAITMOHHBIX
TEXHOJIOTHI;

XapakTepucTUKa CUCTEMHBIX
MPOrPaMMHBIX CPECTB;
XapakTepu30BaTh MPUHIIHAI PAOOTHI
MIPHUKJIATHBIX TIPOTPAMMHBIX
CPEICTB;

[ToaroroBka TEKCTOBBIX
JIOKYMEHTOB C IIOMOIIBIO
MIPOTPaMMHBIX CPEJICTB;

Bp160p mu4HBIX HHGOPMAIIMOHHBIX
CHUCTEM;

Hcnonp30BaHue U yIpaBlieHUE
0azaMu TaHHBIX;
XapakTepHucTuKa CUCTEM
00paboTku (PUHAHCOBO-
HSKOHOMUYECKOHN HH(pOpManuu,
[IpuHIUIT TOATOTOBKU
Mpe3eHTAINIf; TPOEKTOB;
XapakTepucTuKa IKCIIePTHBIX
CUCTEM U CUCTEM TMOAJICPKKHU
MIPUHSITHS YIIPABICHUICCKHX
pellIeHuH, a Tak)Ke CUCTEM
WHTEIUICKTYaTbHOTO
MPOEKTUPOBAHUS U
COBEPIIICHCTBOBAHHUS YIIPABIICHHUS;
AHaIN3 KOMIUIEKCHBIX CUCTEM
ABTOMATH3AIAH
JIOKYMEHTAIMOHHOTO 00ecrieueHust
yIIpaBIICHUS;

-XapakTepucTUKa COBPEMEHHOTO
pBIHKA MPOTPAMMHBIX CUCTEM B
o0nacTu aBTOMaTH3aIUN
JICJIONIPOU3BOJICTBA H
JIOKYMEHT0000pOoTA.

3HaTh

MpaBuiia MOCTPOCHUS
MPOCTBIX U CIIOKHBIX
MPEJI0KEHUN HA

XapakTepucTrKa npeIMera,
COZepKaHusA U 3a1a4
JOKYMEHTAIMOHHOT'O0 00eCTIeUeHHUSI
YIIPABJICHUS,

Onenka
HCIIOJIE30BAHUS
oOydJarouMmces
METOJIOB ¥ IPUEMOB
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npo¢eCcCuOHAITBHBIC TEMBI
OCHOBHbIE
001IeynoTpeOnTeIIbHBIC
riaroiisl (ObITOBast U
npodeccuoHaIbHas JIEKCHUKA)
JIEKCUYECKUN MUHUMYM,
OTHOCSIINICA K OMUCAHUIO
MPEIMETOB, CPEICTB U
MIPOLIECCOB
npodeccnoHaTbEHOM
NeSITeNIbHOCTH

0COOEHHOCTH MPOU3HOIICHUS
MpaBUJIa YTEHUS TEKCTOB

npodeccnoHaTBEHOMI
HaITpaBJICHHOCTHU

CoJIep)KaHNEe HOPMAaTHBHBIX
IIPABOBBIX aKTOB
(dhenepapHOTO,
PETHOHAIBHOTO U
MYHHUITUTIAIBHOTO YPOBHEHA,
PETYJIHPYIOIIHUX BOIPOCH
COIMAJILHOTO 00ECTICUCHHS;
croco0bl THPOPMHUPOBAHUS
rpaXk[iaH U peCTaBUTEIICH
FOPUIMYCCKHX JIUIT TIO
BOIIPOCaM COITHATLHOTO
obecrneueHus,

MOJTHOMOYUS (peiepaIbHbIX U
pETHOHATBHBIX OPTaHOB
rOCYJapCTBEHHOH BJIACTH IO
BOIIPOCAM COITUATBHOTO
obecneueHus,
aJIMUHUCTPATUBHBIC
periaMeHThl B 00J1aCTH
COIMAIBHOTO O0ecreYeHust

XapakTepucThKa MOHITUI
«ITOKYMEHTOO000pOT»,
«TOKYMEHTHPOBaHHE,
«TOKYMEHT», «I0OpUANYECKas cuila
JIOKYMEHTa»,

Knaccudukanus u GyHxmm
JIOKYMEHTOB;
3aKOHOJATENbHbIE aKThI
Poccutickoii ®deneparnuu B chepe
uHpOpMALIUU U JOKYMEHTAIUH;
[TocTaHoBIEHUS U PACTIOPSKEHUS
[TpaButenscTBa PO, QenepanbHbIX
OpraHOB HUCIOJHUTENILHOM BIaCTH
(MHHHCTEPCTB, KOMUTETOB, CITYXKO,
areHTCTB U JIp.),
pErIaMeHTUPYIOIIHX BOIPOCHI
JIOKYMEHTAIMOHHOTO 00ecredeHus
yhpaBiieHus Ha perepalbHOM
YpOBHE;
['ocynapcTBenHas cuctema
JIOKYMEHTAIlMOHHOT0 00ecrieueHus
yIpaBICHUS;
IIpaBOBBIE aKThI OPTaHOB
MIPABUTENHCTBEHHOU U
MCIIOJIHUTENILHOM BJIaCTU CYObEKTOB
P® u ux tepputopuanbHbIX
0o0pa3oBaHuil, peraaMeHTHPYIOIINUX
Borpocsl JIOY;
[TpaBoBbI€ aKThl HOPMAaTUBHOT'O U
WHCTPYKTUBHOTO XapakTepa,
MeToau4eckue ToKyMeHThl o JI0Y
pa3IMYHBIX OpraHU3aluii;
['ocynmapcTBeHHBIE CTAHIAPTHI U
JIOKYMEHTAIUIO;
YHuduumupoBaHHbIE CHCTEMBI
JIOKyMEHTal1H;
O61epoccuiickue KiacCu(pUKaTOpbI
TEXHUKO-IKOHOMHUYECKOHN U
COLIMAJIbHON MH(OpMALINY;
HopMaTuBHBIE TOKYMEHTBI 110
OpraHu3alii U OXpaHe
YIPaBIEHUYECKOIO TPyAA CIyKaIIUX
ciyx0os1 10V
HopMaTuBHBIE TOKYMEHTHI 110
OpraHu3ali ApXUBHOTO XPaHEHUS
JIOKYMEHTOB.

XapakTeprucTHKa CUCTEMBI
JIOKYMEHTAIMOHHOTO 00eCTIeueHHS
yIpaBiIeHUsS

XapaKkTepuCTUKa IOCYITapCTBEHHON
CUCTEMBI IOKYMEHTALIMUOHHOTO
o0ecrieyeHus yrpaBiIeHHUs,

JUYHOM OpraHu3aIuu
B MPOLIECCE OCBOCHUS
o0Opa3oBaTenbHOI
MporpaMMBbl Ha
PaKTUYECKUX
3aHATUSX, IPU
BBIIIOJIHEHUH
CaMOCTOATEIIbHOMN
paboThl
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Conepxanue yHUPUIIMPOBAHHBIX
($hopM TIOKYMEHTOB, CO37aBa€MbIX
IIPU OpraHU3aluu ONEPATUBHOIO
XpaHEHUs UCTIOJTHEHHBIX
BXOJIALINX, UCXOASIIUX U
BHYTPEHHUX JJOKyMEHTOB;
XapakTepucTuKa CUCTEMbI
OpraHU3alMOHHO-IIPaBOM1
JIOKYMEHTAIUH;
Oco0eHHOCTH COCTaBIIEHUS U
o opMIIEHUS OTAEIBHBIX BHI0B
OpTraHU3aI[IOHHO-TIPABOBBIX
JIOKYMEHTOB;
XapaKTepuCTUKa CUCTEMBbI
CIPaBOYHO-UH(GOPMAITMOHHON
JIOKYMEHTAIUH;
XapakTepucTuKa CUCTEMBI
pacTopsIUTEeILHON JOKYMEHTAITUH;
XapakTepucTuKa JOKyMEHTAIUS 10
JUYHOMY COCTaBY.
XapakTepruCcTHKa BXOJIALIECH 1
UCXOJAIICH TOKYMEHTAIINH, 0011e
MIPUHIIMITEI KTaccu(DUKAINH,
BU3UPOBAHUS U XPAHEHUS
IIOCTYIIAOIIEH ¥ UCXOAALIEH
JIOKyMEHTAIUH;
Buner nHGOpMAIIMOHHBIX PECYPCOB
JUTSL CO3ZIaHMST IOKYMEHTOB U
aBTOMATH3aIIN
JTIOKyMEHTO000pOTa;
XapakTepuCTUKY U IPUHITUIIBI
paboThl COBpEMEHHBIX
MPOTPaMMHBIX TTPOITYKTOB,
o0ecrevnBarIIUX aBTOMATU3AIINIO
JIOKyMEHTO00OpOTA.
Oco0eHHOCTH BHEIPEHUS
ANIEKTPOHHOTO IOKYMEHTO000POTA;
TpeboBanus kK cucTeMam
ANIEKTPOHHOT'O IOKYMEHTO000pOTA;
CrniocoObl opranu3zaiuu padoThI ¢
AJIEKTPOHHBIMU JTOKYMEHTAMH
Bunsl, Ha3HaueHUe, MPUHITUT
(YHKIIMOHUPOBAHUS OPTTEXHUKH,
3Ha4eHHE OTJEIBHBIX BUIOB
OPT'TEXHUKE TPH TOATOTOBKE
JIOKYMEHTOB Pa3IM4HOTO
Ha3HAYCHMUSI.
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7.4 OIMCAHME MMOKA3ATEJIEW U KPUTEPUEB OLIEHUBAHUS KOMIIETEHIIUIA
HA PA3JIMYHBIX DTAITAX UX ®OPMUPOBAHUS, OITIUCAHUE HIKAJI
OLIEHUBAHUSA
Texkymmii KOHTPOJb 3HAHUI TpEACTaBIseT COOOW KOHTPOJIb OCBOCHHSI IMPOTrPAMMHOIO
MaTtepuana y4eOHOH IUCIUIUIMHBI, C IENbI0 CBOCBPEMEHHOW KOPpPEKIHU OOydYeHUs, aKTUBU3AIUU
CaMOCTOSITENIbHOM pabOThl M IPOBEPKU YPOBHS 3HAHUN U YMEHHI o0ydaromuxcs, copMUpOBaHHOCTU

KOMIIETEHIIUH.

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

(chopMUpOBAaHHOCTH) KOMITETEHIIUH:

HaumeHoBaHue pa3jieioB
Tun KOHTPOJIBLHOTO 3aIaHUS
AUCHMILINHBI
1 2
Tema 1.BBenenne. JlokymeHT u Bormpocs! k 3a4ery ¢ Bomnpocs k [IpakTueckue
CHCTEeMa JOKYMEHTallu1 OLICHKOU YCTHOMY OIPOCY 3a1aHUS
Hoxnansl/pedeparsl | TectupoBanue
Tema 2. Opranu3zanuoHHo- Bormpocs! k 3adery ¢ Bomnpocs k [IpakTnueckue
pacnopsiiuTe/ibHble JOKYMEHTbI OLICHKOH YCTHOMY OIIpOCY 3a/laHus
Hoxnansl/pedepatsl | TectupoBanue
Tema 3.KaapoBasi 1oKyMeHTALUA Bormpocs! k 3agery ¢ Bomnpocs k [IpakTnueckue
OLICHKOM YCTHOMY OIPOCY 3a1aHUS
Hoxmansl/pedeparsr | TectupoBanue
Tema 4. JloroBopHo-npaBoBasi Bomnpocs! k 3auety ¢ Bomnpocsr k IIpakTueckue
AOKYMEHTAIUs OLIEHKOM YCTHOMY OIIPOCY 3a/laHus
Hoxnansl/pedepatsl | TectupoBanue
Tema 5. IlonsiTue Bonpocs! k 3auety ¢ Bomnpocsl k [IpakTnueckue
AOKYMEHTO0000pOoTa, perucrpauus OLICHKOU YCTHOMY OIIpOCY 3a/laHusA
OKYMEHTOB Hoxnanel/pedepatsl | TectupoBanue
Tema 6. Opranm3anus | Borpocs k 3auery ¢ Bomnpocsr k [IpakTrueckue
OIEePATUBHOIO " apXuBHOro | OLCHKOM YCTHOMY OIIpOCY 3ajanus
XpaHeHHsl J0KyMEHTOB Hoxnansi/pedepatsl | TectupoBanue

7.4.1. KOMIIVIEKT OHEHOYHBIX CPEACTB JJIs1 TEKYHIIEI'O KOHTPOJISA

TeKYH_IHﬁ KOHTPOJIb 3HaHUI npeaAcCTaBJIACT coboi KOHTPOJIb OCBOCHHA IIPOIrpaMMHOIO

MaTtepuaiga y4eOHOM IUCUUIUIMHBI, C LENbI0 CBOEBPEMEHHOW KOPPEKIHMHM OOYy4eHHs, aKTHBU3ALMUU
CaMOCTOSITENTbHON pabOThI M MMPOBEPKU YPOBHS 3HAHUHN M YMEHHMH 00ydarouiuxcs, ChpOpMUPOBAHHOCTH
KOMIIETEHIMH. Pe3ynbTaThl TEKYIIEro KOHTPOJIS 3aHOCSTCS B )KypHaJbl yYEOHBIX 3aHITHIM.

DOpMBI TEKYIIETO KOHTPOJIS 3HAHWUMN:

- YCTHBI OIpOoC;

- IPaKTUYECKUE 3aJaHNs;

- TECTUPOBAHHE;

- HaMKcaHue JI0KJIa0B/pedepaTos.

- TECTUPOBAHUE.

[TpopaboTka KOHCHEKTa JEKIMA M y4yeOHOH JuTepaTyphl OCYIIECTBISETCS CTYIACHTAaMH B
TE€YECHHE BCETO CEMECTPA, IIOCIIE U3yUEHHUSI HOBOU TEMBI.

IIpenonaBaresb KOHTPOJIMPYET 3HAHME CTYIAEHTOM IIPOMJIEHHOTO MarepHaja C IIOMOLIbIO
KOHTPOJIbHBIX BOITPOCOB WJIN TECCTUPOBAHUA.

Bomnpoce! 1Jisi TeKyIero KOHTpoJisi 3HaHu#i (YCTHBIH onpoc)
Dopmupyemote komnemenyuu — OK 09, IIK 3.1.
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1.

Kakwne ocHOBHBIE 3aK0HBI perynupyiot JJOY?

2. Kaxoit crangapt ucnonb3yroT 411 0hOPMIICHHS OPTaHU3aIMOHHO-PACTIOPS AU TEIIBHBIX
JIOKYMEHTOB?

3. Urto monumaetcs o yHudukanuen u ctanaapTa3anien?

4, Uro npencrasisier coboit YaudumupoBanHas cucrema 10kymeHToB (JII0VY)?

5. C kakoii nienbio pazpadoran u BeejeH B aeiicteue "I'OCT P 7.0.97-2016.

Hanmonanensiii crangapt Poccuiickoit @epepanuu. Cucrema cTaHAapToOB 10 HHPOpMaIu,
OUOIMOTEYHOMY U M3/1aTeNIbCKOMY Jieny. OpraHu3aliOHHO-PACIOPSAUTENNbHAS TOKYMEHTALIHS.
TpeboBanust kK 0pOPMIICHHIO TOKYMEHTOB"?

6.
7.
8.
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.

UYro npeacTaBisieT co0oit OaHk ToOKymMeHTa?
Kakue Buzibl pacnoyioskeHus: peKBU3UTOB Bbl 3Haere?
Kakue pekBU3UTHI BXOJAT B cOCTaB 001ero 0ganka?
Kakue pekBU3HUTHI BXOJAT B cOCTaB OJaHKa Ui muceM?
Kak hopmynupyercst 3aronoBok K TEKCTY JOKyMeHTa?
Kakue 31eMeHThI BKII0YatoTCsl B COCTaB PEKBU3UTA «aapecaT»?
CKOJIBKO a/IpecoB MAaKCUMAaJIbHO MOXHO [IOMECTUTh HA OJTHOM JOKYMEHTE?
Kakue anemMeHThl BXOJAT B COCTaB rpuda corjiacoBaHus?
Kakue snemMeHThI BXOJAT B cocTaB rpuda yrBepxaeHus?
Kakue 31eMeHThl B pEeKBU3UTE «IIOJIIIUCH)» JOJKHA 3aTparuBaTh eyaTh?
N3 xakux yactell COCTOMT TEKCT MpuKaza’?
Kak hopmynupyercst 3aroioBoK K mpukazy?
Kak hopMynupyroTcs myHKTHI IprKaza?
Kakoii popmynmupoBKoiil 3aKkaHUNBAETCS TEKCT MPHUKa3a?
Korna uznaercs pacnopsbkenue?
Kak opmynupyercst 3aroioBoK K pacropsuKeHHIO?
Kakumu ciioBaMM HauMHAETCs paCHOPSAUTENbHAS YaCTh PACIIOPSKEHUsA?
Ha xaxom 6naHke opopmiisercs pacnopskeHue?
B kakux cinyyasx uszmaercs ykazaHue?
Kak popMynupyercst 3aroioBok K yKazaHUIo?
Kakumu cioBamMu MOXET HaUMHATHCSI paCIOPSAUTENbHAS YacTh yKa3aHus?
Kakoit popmynupoBKoil 3aKkaHUMBAETCS TEKCT yKa3aHUs?
Kewm cocrapnsitorcs akThbl?
Kakue pyOpuKH BBIIEISIOTCS BO BBOJHOM YacTH aKTa?
Urto yka3bpIBaloT B KOHCTaTUPYIOLIEH YacTH aKTa?
Hazoure pyOpHKHM BBOJHOM YacTHU MPOTOKOJIA?
N3 kakux pa3qesioB COCTOMT OCHOBHAs YacTh MPOTOKOJIA?
Kak hopmynupyercsi HOCTaHOBIISAIONIAS YacTh MPOTOKOIA?
B kakux ciyyasx co3qaroTcs JOKJIaAHbIE 3aUCKU?
Ha xakue BUIbI JenaTcs JOKJIaJHbIE 3alIUCKHA?
W3 kakux 4acTel COCTOUT TEKCT JOKIATHON 3aITUCKU?
Yro Takoe crpaBka’?
Kaxkue OwiBatoT cripaBku?
Kaxue pekBU3UTBI COEPIKUT JINUHAS CIIpaBKa?
Kakwue npukasbl Ha3bIBalOTCS MpUKa3aMH 110 JIUYHOMY COCTaBy?
Kak hopmynupyercst 3arooBoK K CBOAHOMY IpUKa3y?
Kak odopmisiercss Bu3a 03HaKOMIJIEHHUS B ITPUKa3ax M0 JIMYHOMY COCTaBy?
N3 KakuX CTPYKTYpPHBIX 2JIEMEHTOB COCTOUT XapaKTEPUCTHUKA?
KTo moanuceiBaeT xapakTepucTuKy?
Kak numercs 3asBnenue?
Kak odopmnsiercs pacniucka?
Yro mpencrasisieT co00i JOBEPEHHOCTh?
Kaxkue ObIBatoT BUJIBI TOBEPEHHOCTEH?
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49,  Kakue peKBU3UTHI BXOJIAT B COCTaB OJIaHKA JUIsI TUcem?

50. Kaxkue BapuanTbl opopmiieHus1 0JIaHKOB CITYKEOHBIX ITUCEM BbI 3HaeTe?

51. B kakux ciydasx ciykeOHOe MUChMO cocTaBisieTcst Ha Oianke popmarta AS?

52.  Jlaiite oOuIyl0 XapakTEpPUCTUKY OPraHM3AIMOHHBIX TEXHUYECKUX CpPEICTB B
«JloOKyMEHTaITMOHHOM O0ECTIEYeHUHN YIPABICHHS.

53.  Kakue KOMIbIOTEepHBIE CPECTBA MPUMEHSIOTCS I TOATOTOBKH JOKYMEHTOB?

54.  Kakue 3akoHOJATEIbHbBIC aKThI IPEINUCHIBAIOT 003aT€IBHOCTh JOKYMEHTHPOBAHUS
nHdopmanuu?

55. Kakue TpeboBaHus K JOKYMEHTaM H3JI0KEHBI B 3aKOHOIaTEIBHBIX aKTax?

56.  Ha koro BO310k€HO METOIMYECKOE PYKOBOJICTBO [TOCTAHOBKOM JEONPOU3BO/ICTBA B
cTpane?

57. KakoBo 3nauenue I'CZIOY u yTo oHa perinameHTUpyeT?

58.  Yro pernmameHTHpYET TUIIOBAst MHCTPYKIHUS MO JeONPOU3BOACTBY?

59. B uem 3nauenune EI'C/1?
60.  Yro Takoe JOKYMEHT?

61.  UYrto Takoe MOKyMEHTOOOOpOT?

62.  Kakwue O6maHKM OpraHM3alydy BaM U3BECTHBI?

63. Yro Takoe o0muii O1aHK OpraHU3aIK?

64. Kakue TpeboBaHus IPEIbABISIOTCS K XpaHESHUIO OJJAHKOB TTUCEM?

IpumepHas TeMaTHKA 10KJIa10B/pedepaToB

@opmupyemote komnemenyuu — OK 09, IIK 3.1.

03N N kW~

26.

00
27
28

. OdopmieHre opraHu3aliOHHO-TIPABOBOM JIOKYMCHTAIIUN

. Henonpoun3BoacTBo B JpeBHEPYCCKOM roCyJapCTBeE.

. IIpukaznoe nenonpounsBoactso XV-XVII BB.

. Cucrema KOJJIEKCKOro JeJI0MPOU3BOJICTBA.

. Cucrema MUHHUCTEPCKOTO Jenonpou3BoacTBa XIX—XX BB.

. Ucropus ynipaBnenus u genonpoun3BoacTsa B 1917-1941 rr.

. Ucropus ynpasnenus u aenomnpousBoacTsa B 1945-1990 rr.

. [TonroTroBka U 00CTY)KMBaHUE COBEIIAHUIA.

. Opranu3zanus nprema rmoceTurenei u padbora ¢ MUCbMEHHBIMU O0pAIIEHUSIMU TPaXK/IaH.

. 3amuTa KOHQUIEHINAIbHBIX TOKYMEHTOB OT HECAHKIIMOHUPOBAHHOIO JOCTYTIA.

. 3amMra KOH(pUASHIMANBHOM HH(OpMaIMK IPU MPOBEICHUH COBELAaHUN U IEPETOBOPOB.
. Uctopus popmuposanus ['ocynapcTBeHHON apXuBHOM ciayxOb1 PD.

. ApxuBHblil pona PO, apxuBHBIN (OHJ OpraHU3aliy, apXUB KOMMEPUECKOH GrupMmsbI.

. Opranuzanus cekpeTapckom JesaTeIbHOCTH.

. DTHKET JeJI0BOr0 OOILEHHUS.

. Ucropus nemoBoil TMCbMEHHOCTH.

. SI3bIK 1 001IECTBO

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

. IlonsTie «uHOpMaoHHas 0€30MacHOCTh.

. OCHOBBI ICUXOJIOTMYECKOT0 KJIMMAaTa B KOJJIEKTHUBE.

. MexaHu3Mbl COLUAIBHON IEATEIBHOCTH U COLUAIBLHOIO ITOBEACHUS.

. OnepanmonHsele cucteMsbl. CHCTEMBI TPOrpaMMHUPOBAHUS.

. CoBpeMeHHass OpraHu3alus apXuBHOU ci1yxObl B PD.

. Opranu3zanys apXMBHBIX JOKYMEHTOB B IpejiesiaXx apXUBHOTO (HOH/A.

. Opranu3annoHHO€e MPOSKTUPOBAHUE CHCTEM YIPaBJICHUS: O0BEKT U MpeAMETHas 00IacTb.
I'ocynapcTBeHHble TpeOOBaHUS B 00JIACTH JIEIOMPOU3BOJICTBA U IOKYMEHTALIMOHHOTO
€CIICYCHUS YIIPABIICHHUS.

. OyHKIMH U 3313249 cay)kO0b1 JJOY.

. CocTtaB HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB, UX Ha3HAUYE€HHUE, METOAMKA Pa3paboOTKH,

OPsIIOK OhOpMIICHUS M IPUMEHEHHUSI.
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29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

Mecro ciayx0b1 IOY B CTpyKTYype OpraHU3aIiH.

JIOKyMEHTO0O0POT, €ro OpraHu3alys u napameTpsl.

O06BeM TOKYMEHTOOOOpOTa OpraHU3alMK. YUeT KOJIMIECTBA JOKYMEHTOB.

TexHonoruu npuema u 00pabOTKU JOKYMEHTOB.

[TpuHIUIIBI TOCTPOCHUS HHPOPMALMOHHO-TIOMCKOBBIX CHCTEM.

Oynkiun ciayx0b1 IOY 10 KOHTPOIIIO 32 MPOX0XKIEHUEM U UCIIOJIHEHUEM TI0KYMEHTOB.
Howmenknarypa nen, npaBuia ee pOpMHPOBAHUS.

OKcnepTu3a EHHOCTH I0KyMEHTOB.

VYipasneHue Kak npouecc.

Pabota c oOpateHusiMu rpaxaaH.

JIOKyMEHTaJIUCTUKA U JJOKYMEHTOBE/IEHUE KaK HayKa.

ITpenmer, 0OBEKT U METO/IbI JOKYMEHTOBEIEHUS.

OcHOBHBIE CBOMCTBA JOKYMEHTA: aTpUOYTHUBHOCTb, ()YHKIIMOHAILHOCTh, CTPYKTYPHOCTD.
@OyHKIUN TOKYMEHTa - HH()OpMAIMOHHAsI, COLMAJIbHAs, KYJIbTypHasl.

Crnenuanbaple QYHKIIUN JOKYMEHTA: yIpaBlieHUYeCKas, yueTHasl, IpaBoBasi, OOLIeKyIbTYpHas,
UCTOpHUYECKasl.

44. Ilonatue «10KyMEHTUPOBAHHEY.

45. TexHu4yeckoe TOKyMEHTHUPOBAHUE, BHJIbl TEXHUYECKUX TOKYMEHTOB.

46. I'ocynapcTBeHHas pa3pabOTKa eIMHBIX TPEOOBAHMIA K IOKYMEHTHPOBAHHUIO HH(POPMAIIHH.
47. Yuudukanys 1 CTaHgapTH3aLMsl KaK JesTeIbHOCTb 110 COBEPILICHCTBOBAHUIO ()OPMBI U
CoJiepKaHus JOKYMEHTA.

48. HanmoHanbHasi 1 MEXyHapOHAas CTaHJapTU3ALMUs TOKYMEHTOB.

49. Xapakrepuctuka ocHoBHbIX I'OCT, ycranaBiauBaronux TpeOoBaHus K 0(pOpMIIEHUIO
YIIPaBJIEHYECKUX TOKYMEHTOB.

50. IlonsTHE «cUCTEMA TOKYMEHTALUNY, €€ MPU3HAKH.

HpHMeprIﬁ MNEPECICHb NMPAKTHYCCKUX 3aJaHUi 0 TUCIHUILJINHE

@opmupyemote komnemenyuu — OK 09, IIK 3.1.

1.

CocTaBuTh  MUCHMO-TIPUITIAILICHHE  OPraHU3alMOHHOIO  KOMHUTETa  «OKCHOLEHTP» C
MPEUIOKEHUEM TIOCETHTh MEXIYHAPOJIHYIO CIICHUAIM3UPOBAHHYIO BBICTABKY «JKOHOMHUS
MaTepUabHBIX M TOIUIMBHO-PHEPIeTHUECKUX  PECypcoB B CTPOUTEIBCTBE  H
MPOMBIIIJICHHOCTH». BBICTaBKa TPOXOAWUT B MABWJIbOHE BBICTABOYHOTO KOMIUIEKCAa B T.
Camapa.

CocraBbTe JOKIAJHYIO 3alIUCKY CeKpeTaps-pedepeHTa pyKOBOIUTEIIO NPEAIPUATUS 00 yTepe
pabotHukom CrenanoBbiM .M. muceMa-3ampoca, MOCTYNMBILErO B agpec MPEANpHsTUs /B
Mecsila Ha3al.

Hanumure 3asBnenue o npueme Bac Ha paboTy 5KOHOMHCTOM B TOCYAAPCTBEHHOE
MPENpUsATHE 10 CBsA3H U HH(opMaTHKe «PoccBs3prHMOpMY.

CocraBbte rapantuiiHoe nucbMo AO «3kocan» [TAO «IIporpeccy» 06 okazaHUM TEXHUYECKOH
MOMOLIM B pa3paboTke pabounx uepTeskeid HacocHo crtaHmuu. AO «3OKocaH» MPOCHUT
IIPOU3BECTH ITY pabOTy HEMOCPEACTBEHHO Ha IJIOIIAIKE.

CocraBbte u odpopmute Tenerpammy OOO «tOnucub» Kemepockomy mnpeanpusituto AO
«Kpucrami» 0 moJHOM OTKa3e OT OIIaThl 3a MOCTYIHBILYIO MPOIYKIMIO B CBSI3U C TEM, YTO
9Ta NPOAYKLMS He Obula 3aKka3aHa. OCTallbHbIe PEKBU3UTHI YKAXKUTE CAMOCTOSTENBHO.
Hanummre 3asBieHue o mnpenocraBieHnd Bam oTmycka mo ceMeiHbIM O0OCTOSTENbCTBAM.
OcTanbHble peKBU3UTHI YKAKUTE CAMOCTOSITENBHO.

CocraBbTe NMUCHbMO-0TBET TUMOrpadun uzmarenbcTBa «Hayka» oOmiecTBy ¢ OrpaHHYEHHOMN
OTBETCTBEHHOCTHIO «TpHUHHKA» O BO3MOKHOCTH BBIIMOJIHHUTH 3aKa3 Ha M3TOTOBJIEHHE OJaHKOB
y4yeTa U OTYETHOCTH.

Hanummre npuka3 reHepansHoro aupekropa AO «mmynbe» o mpueme Bac Ha paboTy
OyXraaTepoM.
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9. HanwmmmuTe 3asBieHre HA UM AUPEKTOpa 00 u3MeHeHnu Baieit ¢pamuimnu B CBsI3U C
perucTpamnueit Opaka.

10. CocraBbTe  XapaKTEepPHCTUKY-PEKOMEHIAIMIO paboTHHMKa Bamero mnpemnpustus s
nocrymwienuss ero B acnupantypy DPI'BOY BO «Camapckuili  rocynapCTBEHHbIN
SKOHOMHYECKUN YHUBEPCUTETY.

11. HanummuTe 3asBjieHHE 00 YBOJIBHEHUHU C PAOOTHI IO COOCTBEHHOMY KEJTAHHUIO.

12. CocraBbTe OOBSCHUTEIBLHYIO 3allUCKy C YKa3aHUEM TMPUYUHBI HApPYIIEHUS TPYAOBOH
JTUCHUILTUHBI paOOTHHUKA

13. CocraBbTe MPOTOKOI 3acenanus nmpodcor3noro komurera AO «Xaed» 0 BbIICICHHH TyTEBOK
B caHaropuil «Yaiika» pabOTHUKAM MPEITPHUATHSI.

14. CoctaBbTe akT O IMpueMe-liepeAade Jesl B apXHUB 3aBEAYIOIIMM OTAEJIOM KalmuTaIbHOTO
crpoutenbctBa AO «CTpoMHBECTY.

15. CocraBbTe WHGPOPMALMOHHOE TNHCHMO O 3aBEpPIICHUH CpOKa MpuUeMa 3asBICHUN s
perucTpaluy y4aCTHUKOB Hay4YHO-TIpakTHuecKoi koHpepeHuuu. HasBanme koHdepeHUUU u
CPOKH MPOBEICHHUS KOHPEepEeHIIMH 0003HAYBTE CAMOCTOSATEIBHO.

16. CocraBbTe CONMPOBOIUTENILHOE MUCHMO O HampabiieHuu B aapec AO «Pamon» nuieH3uHu Ha
BBIBO3 OBITOBBIX OTXOJIOB.

17. CocraBbre TenedoHOrpaMMy O MPOBEICHUH COBEIIaHU B MUHHUCTEPCTBE 3paBOOXPAHEHUS C
yKa3zaHueM 00CyK1aeMOoro BOIPOC.

18. CocraButh 1 0OPMUTH PEKIAMHOE MHCHMO O MPOJaKe YaCTHBIM JIMIIAM U TOCYAapCTBEHHBIM
MPEANPHUATHSIM MTEPCOHATBHBIX KOMITBIOTEPOB IO JIOTOBOPHOW CTOMMOCTH M O BO3MOYXHOCTH
MIPUHUMATD 3aKa3bl Ha COCTABIICHUE MPOTPAMM

19. CocraButh ® OG(GOPMHUTH TPOTOKOJBI PA3HOTIACHI U COTJACOBAHUS PA3HOTJIACHH C
UCIIOJIb30BaHUEM CIIpaBOYHO-MIpaBoBoM cuctemMbl Koncynbrant Ilmoc U TEKCTOBOTO
nporeccopa Word u3 nakera nporpamm MS Office.

IIpumepHbIe TeCTOBbIE BONPOCHI MO TUCIHHUILINHE
Dopmupyemvie komnemenyuu — OK 09, IIK 3.1.

1.Jlemonpou3BoACTBO:
a) cucrema COCTaBJICHUS u XpaHEeHUs JIOKYMEHTOB;
0) 3anuch UMHGOpPMAIMM HA  Pa3jIMYHbIX HOCUTENAX [0 YCTAHOBJIICHHBIM  IIpaBUJIaM;
B) OTpacib JESATEeIbHOCTH, OOecrneunBarolias JOKYMEHTHPOBAaHHUE M OPraHU3aLUI0 PabOThl C
opUIMATBEHBIMA JOKYMEHTaMHU.
2. TloHsTHE «TOKYMEHTHPOBAHHUE!
a) 3anuch MHPOpMAIMK U 0POPMIIEHHUE JOKYMEHTA;
0) 3amuch MH(OPMAIMK Ha Pa3IMYHBIX HOCUTEISAX [0 YCTaHOBJICHHBIM IpaBUIIaM;
B) XpaHEHHUE JIOKYMEHTa.
3.JI0KyMEeHTO000pOT:
a) YCJIOBHOE 00O3Hau€HUe, MPUCEBAEMOE JOKYMEHTY B IPOLIECCE yUeTa U UCIIOJIHEHUS;
0) JABMXXKEHHE JJOKYMEHTOB B OpraHM3allii C MOMEHTA MX CO3JIaHMsI WM MOJYYEeHHUs 0 3aBepLICHUs
WCIIOJIHEHUS WK OTIIPABJICHUS aJjpecary;
B) OTpacib AEATeNIbHOCTH, O0ecleurnBaroas JOKyMEHTUPOBAHUE U OPTaHU3AIUI0 PaObOTHI C
opUIHATBEHBIMHA TOKYMEHTaMHU.
4. OpurrHan 10KyMeHTa:
a) TepBOHAYAIBbHBIN AK3EMILISP TOKYMEHTA;
0) DIK3EeMIUIAp TOKYMEHTA, SIBISIOIIUIICS NCXOAHBIM MaTEPHAJIOM ;
B) BCE OTBETHI BEPHBI.
5.3axonsl PO nensarcs Ha:
a) Yka3el mpe3uieHTa u noctanosieHus [IpasutenscTBa PO;
6) HopmartuBHbIe aKThl (eiepaTbHBIX OPraHOB UCTIOJIHUTEILHON BIACTH
B) BCE OTBETHI BEPHBI.
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6. Korus:

a) WICHTUYHOE, BOCIIPOU3BEICHHUE NOUIMHHKKA, OCTAIONIAsACA B I€ax MPEANPUITUS, KaK IPaBUIIO,
HE 3aBEPSETCs MOANKCHIO T0JKHOCTHOT'O JINLIA;

0) UAEHTUYHOE, 3aBEPEHHOE JOJKHOCTHBIM JIULIOM BOCIPOM3BEACHUE MOATMHHUKA;

B) HET BEPHOI'O OTBETA.

7.PanoHanbHO OpraHU30BaHHBIA KOMILJIEKC B3aMMOCBSI3aHHBIX JIOKYMEHTOB, CO3JaHHBIN 110
€IMHBIM TpaBUJIaM U TPeOOBAaHUSAM M TPHUMEHSEMBIA B OIpENENIeHHOW 00JacTh JAeATENbHOCTH,
Ha3bIBAIOT. ..

a) CTaHJapTHU3alUECH;
0) YHHPUIIMPOBAHHOW CHCTEMOW JOKYMEHTAIUH;
B) KJIacCU(PHUKATOPOM YIPABICHUECKOW JOKYMEHTAIUH.
8. PexBU3UT N1OKyMEHTA:
a) o0s3aTenbHBIN NIeMEHT 0hopMIIeHUS O(PUIIUATHHOTO JOKYMEHTA;
0) TOMeTKa, yKa3bIBaIoIIasi Ha 0COOBIN XapaKTep;
B) YCJIOBHOE 00O3HAYCHHE, IPUCEBAEMOE JJOKYMEHTY B IIpOIecce yueTa (perucTpauuu) u
UCIIOJIHEHUS.

9. Crannaptel opranuzanuii B Poccun MoryT pa3pabaThIBaThCsl U IPUMEHSTHCS
OpraHu3alMsMU B CIECAYIOUINX CIyYasX:

a) Jys o0ecrieueHus: UCI0JIb30BaHus Ha NMPEANpUATUAX TexHuueckux persiamentos PO, 'OCT P,
I'OCT, mexayHapoIHBIX, HAIIMOHAJIBHBIX CTAHIAPTOB 3apyOeKHBIX CTpaH, CTAHIAPTOB HAYYHO
TEXHUYECKHX, NHKEHEPHBIX OOIIECTB U APYruX oOmmecTBeHHbIX o0benuHennid, CTII gpyrux
OpraHu3alyii, a TAKXKE Ha cOo37[aBaeMble Ha JaHHOM MPEANPHUITUN NPOIYKIHIO, YCIYTH U
IIPOM3BOJICTBEHHBIE ITPOLIECCH (paboThI);

0) peructpauuu GopM JOKYMEHTOB, YIOPSIOUEHUS HH(POPMAIIMOHHBIX TIOTOKOB B HAPOJIHOM
XO3SICTBE, COKPAIICHHUS KOJMYECTBA MPUMEHSIEMBIX (POPM, pallMOHAIBHOW OpraHnu3allui KOHTPOJIS 32
IPUMEHEHHEM YHU(DUIIMPOBAHHBIX ()OPM JOKYMEHTOB,;

B) HET BEpPHOI'O OTBETA.

10. HanonaneHele ctanaapTsl 1 O61epoccuiickue KiaccupuKaTopbl TEXHUKO-
HKOHOMHYECKOW U COIMaIbHON HH(OPMAIIK, B TOM YKCIIE TIPAaBUIIa UX Pa3paObOTKU M TPUMEHEHHS,
IPEJCTABISAIOT COOO0I:

a) MEXHAIMOHAJIBHYIO CUCTEMY CTaHAapTU3ALINN;
0) HaIMOHAJIBHYIO CHCTEMY CTaHIapTU3AIUHY;
B) CHCTEMY CTaHJapTH3aIlUH.
11.Toct 9327-60* ycranaBnuBaeT TpH psAaa NOTPEOUTETBCKUX (POPMATOB:
a) A2, A3,A4;
0) A, B, C;
B) D,FA.

12. UcxoaubM OpMaTOB ABISETCA:

a) ¢opmar A0, momazas KOToporo paBHa 1 M? ¢ TabapuTHBIME pazMepamu 842X1189 mm.;
6) dopmar A0, mIomIAab KOTOPOTO paBHA 2M% ¢ rabapuTHBEIME pasMepamu 842X1189 mm.;
B) dopmar A4, mIomams KOToporo pasHa 1,5M% ¢ rabapuTaeiME pazmepamu 842X1189 mm.
13. Kaxxaplit mucT qokymMeHTa, ohopMIIEHHBIH KakK Ha OyaHKe, Tak u 0e3 Hero, coryiacHo 'OCT
P 6.30 qomkeH UMETh O HE MEHEE. MM:
a) 10 — neBoe, 10-npaBoe, 20 — BepxHee, 20 - HIDKHEE;
0) 25— neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIDKHEE;
B) 20 — neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIKHEE.
14. Ilpu cocTaBneHNN MHOTOCTPAHUYHBIX JTOKYMEHTOB BTOPAsl U MOCIEAYIOIIUE CTPAHUIIBI:
a) JOJDKHBI OBITH IPOHYMEPOBAHBI;
0) HyMepoBKa He 00s13aTeNbHa;
B) IPOHYMEPOBBIBAETCS BCE CTPAHUIIBI, KPOME TUTYJIHHOTO JIUCTA.
15. Homep cTpaHuIIbl HAHOCHUTCS Ha:
a) BEpXHEM IOJie JIMCTa MOCEPEaNHE;
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0) HIDKHEM II0JIe JINCTA TIOCEPEIUHE;
B) BEPXHEM WJIM HUKHEM I10JI€ JIMCTA B TPABOM YTIIy.
16. CxoabKO criocoOOB HAITUCAHUS AAT TIPUMEHSIOTCS?
a) nBa: MU(POBOU U CIOBECHO-IIU(PPOBOI;
0) Tpu: unudpoBoi, CIIOBECHO-IIM(POBON U ABTOMATU3UPOBAHHBIN;
B) /IBa: PyYHBIM CIIOCOOOM U MAIIMHHBIM.
17. B nokymMeHTax J0IMyCKalOTCsl COKPAILICHHUS:
a) TOJBKO OOUICTIPUHSATHIE COKPALICHUS CIIOB;
0) OoOLENPUHATHIC COKPAIICHUS, a TAK)KE COKpAIEHUs] OTOBOPEHHbIE HOPMATUBHBIMU JOKYMEHTaMH;
B) HET BEpHOT'O OTBETA.
18. I[Ipr HanMCaHWU MHOTO3HAYHBIX YUCEI MPOU3BOAUTCS UX TPYNIIHUPOBKA CIIPaBa HAJIEBO 110
a) nBe HUQPBHI;
0) Tpu uudpsl;
B) YeThIpE IUPHI.
20. Tabnuna — 370...
a) MepeveHb KaKhX-ITU00 MOKa3aTelei, COCTABICHHbII B ONPEICICHHOM TOPSIKE;
0) oduIMaTBHBINA TOKYMEHT, UCTIONIB3YEMBIH B TEKYIIEH eATEIIbHOCTH OpraHU3aliu;
B) ¢opma IOKyMEHTa, B KOTOPOM TEKCTOBbIE WU LIU(PPOBBIE CBECHUS pa3MEIlEHBI 0 rpadam.
21.Kom0OuHanu0 U3 3HaKOB THUPE U KaBbIUEK (-«-) JUIsl 3aMEHBI OBTOPSIOLIUXCS CIIOB
MIPUMEHSITh
a) JOMYyCKaeTcs;
0) He IomycKaeTcs;
B) JIOITYCKAeTCs IPU 3alIOJTHEHUH Ta0JIUIL.
22. Kak pacmudpossiBaercs abopeBuarypa OP/?
a) OOnacTHOU pacnOpSAAUTENbHBIN AeTapTaMEHT;
6) OpraHuzanoOHHO-PACIOPSAUTEIbHBIE JOKYMEHTHI;
B) OpraHu3anvoOHHO-PACTIOPSIAUTENbHBIN A€TIapTAMEHT.
23. OPJl xnaccuuuupyroTcs Ha TP TPYIIIIbL:
a) OpraHU3aIOHHO-TIPAaBOBAs JOKYMEHTAIUS, PACTIOPIUTEIbHAS JOKYMEHTAIUS 1
MH(OPMALIMOHHO-CIIPABOYHAS JOKYMEHTAIUS;
0) ornepaTUBHO — MHPOPMAIIMOHHAs JOKYMEHTAIHs, CIPaBOYHO-UH(POpPMaIIMOHHAS TOKYMEHTAIIHS,
pacnopsauTenbHas JOKYMEHTAIIHS,
B) HET BEpPHOT'O OTBETA.
24.06mepoccuiickuii knaccudukarop (OKY 1) B uncno OP/], BkiroyaeT JOKYMEHTHI MO
JMYHOMY COCTaBY:
a) 3asBIICHUS, JINYHBIC KAPTOUKU;
0) mpuKasbl (pacropssKeHus) 0 IpueMe Ha padory;
B) BCE OTBETHI BEPHHBI.
25. braHk noKyMeHTa:
a) 3auKcUpoBaHHAs HA MaTEPHATLHOM HOCUTENE HHPOPMAIUs C PEKBU3UTAMHU, TO3BOJISIIOIIIMMHU €€
UICHTUQUINPOBATH;
0) oduIMaTBHBIA JOKYMEHT, OTIPABISEMbIN U3 YUPEKICHUS;
B) CTaHJAPTHBIN JIUCT OyMaru ¢ HAHECEHHBIMH Ha HEM NTOCTOSTHHBIMU PEKBH3UTAMH, COJIEPIKAIIUMHU
HE00X0AUMYI0 HH(POPMAIIHIO 00 OpraHU3aIK — aBTOPE JTOKYMEHTA.
26. [Ins opraHM3anuM, €€ CTPYKTYPHBIX MOJPa3/IeCHHH, TOIHKHOCTHOTO JIMIA YCTAHOBJIEHBI
CIIEYIOIINE BU/IbI OJIaHKOB!
a) oOmmii, 0;1aHK MUChMa, OJTAaHK KOHKPETHOTO BHJIa JOKYMEHTA;
0) cTanmapTHBIN, OTaHK TaOIUIIBI, OTAHK KOHKPETHOTO BUJA IOKYMEHTA;
B) HET BEpPHOT'O OTBETA.
27. T'epboBbIe OJIaHKU TOKYMEHTOB, T.€. OJaHKH ¢ BOCIIpou3BeeHneM [ ocynapcTBeHHOro repoa
P® u repbom cydobekToB PO, sBisiercs
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a) rpaduUecKoi MpoAyKLHUeH, o uIexanieil yaery;
0) monurpaduuecKoi MPOAYKIIMEH, MOJIeKAIIEH yIeTY;
B) TOCYJIapCTBEHHOM NPOAYKLUEH, MOUIEkKAIIEH YUETY.

28.B o¢uiuaibHO-1EeI0BOM CTUIIE PEUYH BBIIEISIFOTCS MOJICTHIIN:

a) 3aKOHOJATEbHbIN, UHCTPYKTUBHO-METOANYECKUN, OPraHU3allMOHHO-PACIOPSAUTEIbHBIN;
0) CTaTUCTUYECKHH, TEXHUIECKUM, TUTITIOMATHYCCKUH U JIp.;
B) BCE OTBETHI BEPHBHI.

29. IIpu noAroToBKe TEKCTa CIyKeOHOro JOKYMEHTa JOJIKHBI COOII0aThCs CIEAYIOLINE
OCHOBHBIE ITPUHLIUIIBL: JOCTOBEPHOCTh U OOBbEKTUBHOCTh COAEPIKAaHUSs, ITOJIHOTA HHPOPMALIUH,
KpaTKOCTh U3JI0’KEHHI, OTCYTCTBUE PAcCyKICHUH U MIOBECTBOBAHUS, HEUTPAIILHOCTh TOHA U3JI0KEHMUS,
HCII0JIb30BaHUE CPEJICTB JIOTHYECKOM, 8 HE SMOLIMOHAIbHO-IKCIIPECCUBHON OLIEHKH CUTYallUH U
(akToB. Takol CTUIIb U3JI0KEHUSI HA3bIBAIOT
a) hopmManbHO-TOTHIECKUM
0) oUIHAIEHO-ICIIOBBIM;

B) HET BEPHOI'O OTBETA.
30.Crioco6 dopmanuzaru coctaBa HHGOPMAIINH, COACPKaIIEHCs B HEH — 3TO:
a) pacropsHKeHHE;
0) KOMIO3UIUS TOKYMEHTA;
B) PEKBU3UT IIOCTOSTHHBIM.

31. Bb1bop TOro i MHOT'O SI3bIKOBOT0 000pOTa U3 YMCIIa BO3SMOXHBIX ONpeeNsIeTcs:

a) 3aKOHOJATEJIbHBIMU U HOPMATUBHBIMU aKTaMU;
0) JIOKQJIbHBIMU aKTaMH U YCTaBOM OpraHU3aliH;
B) HET BEPHOTI'O OTBETA.

32. Haiinure omunOKy, CBsI3aHHbBIE C HETIPABHJILHBIM MOPSAKOM CJIOB B MPEAJIOKEHUH, BbIOEpUTE
IIPaBHWJIBHO COCTaBJIEHHOE MPEJI0KEHHUE.

a) «/lnsa onpenenenus GpoHa OIUIATHl B KOHLE T0/1a YTOUHSIOTCS PACLIEHKHU 3 MPOIYKIIHION;
0) «lnst onpenenenus poHAA OMIIATHI PACIEHKHU 32 MPOIYKIIUIO YTOUHSIOTCS B KOHIIE TOJIA;
B) HET BEpHOI'O OTBETA.

33.Haiigute ommOku HapymeHus crnenuuku yrnoTpeOlIeHus AeenpuyacTHBIX OOOPOTOB.
Bri0epute npaBuIIbHO COCTABICHHOE MPEIOKEHHE.

a) «IIpu n3yyenun nmpoGieM ropoJCKOro TPaHCIOPTA YUEHbIE MOTYYHIIN HUHTEPECHBIE PE3YIbTaTh»;
0) «M3y4as mpoOaeMbl TOPOJCKOTO TPAHCIOPTA, YUEHBIMH OBUIH MOJTYYEHbl HHTEPECHBIE
pe3yJIbTaTh»;

B) HET BEpHOI'O OTBETA.

34. Haiigute HempaBWJIBHOE MCIIOJIb30BaHHUE MpeIoroB. BribepuTe MpaBUIBHO COCTaBICHHOE
IIPETIOKEHUE.
a) «Llex Hy)xaeTcst B peMOHTE, O ITPOU3BOJICTBE KOTOPOI'O Mbl HACTOSITEILHO TPEOyeM»;
0) «llex HyX/maeTcst B peMOHTE, IPOU3BOJICTBA KOTOPOTI'O Mbl HACTOATENBHO TpeOyeM»;
B) BCE OTBETHI BEPHBHI.

35. Opranu3aiMOHHO-TIPAaBOBBIE JOKYMEHTBI OIIPEAEIISIOT:
a) YYETHYIO MOJIUTHUKY MIPEANPUATHS, TOPSIIOK PabOTHI;
0) craTyc npeAnpusTHs, HOPSI0K UX PabOTHI;
B) OpraHU3allMOHHYIO U YIPABICHUECKYIO JESATENbHOCTD.

36. OgHa W3 OCHOBHBIX YIpPaBICHUECKUX (YHKIMH, pealu3yeMblX B JIE€ATEIbHOCTH

OpraHu3anuii, npeanpusaTuii, upm:
a) GpyHKIMS (GOPMUPOBAHHSI CUCTEMBI U TPOLIECCOB YIPABICHUS;
0) pyHKIMST OpraHU3aIMK CHCTEMBI U TTPOIIECCOB YIIPABJICHHUS;
B) QYHKIMS CHCTEMATHU3aLUU CUCTEMBI M ITPOLIECCOB YIIPABICHHUS.
37. Ycras :
a) IOpUIMYecKU 0(pOpPMIICHHBIH NepedeHb JOKYMEHTOB;
0) mpaBOBOM aKT, ONPENESAIONINI CTPYKTYPY, PYHKIMH U ITpaBa OpraHu3aluu, QUPMBI;
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B) IPaBOBOM aKT, N3/1aBA€MbIH PYKOBOJUTEIIEM /JIsI PEIICHUSI OCHOBHBIX U ONEPATUBHBIX 3a]1a4,
CTOSIIIMX TIepE]] OpraHU3alnei.

38. llltatHoe pacnucaHue:

a) MPaBOBOM aKT, YCTAHABJIMBAIOIIMM IITATHBIN COCTAB M YUCICHHOCTh OPTaHU3alluU B COOTBETCTBUU C

ee YcraBoM (Ilonoxenuem);

0) mpaBOBOM aKT, U3aBaEMbIi PYKOBOJIUTENIEM, YCTaHABIMBAIOUINI IITATHBINA COCTAB U YUCICHHOCTh

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

B) IOpUANYECKU O(POPMIICHHBIH MTPaBOBOW aKT, U3JaBaEMblii PYKOBOAUTEIIEM, YCTAHABIUBAIOIINN

LITaTHBII COCTaB ¥ YUCJIIEHHOCTh OPraHU3allii B COOTBETCTBUHU ¢ €€ Y craBoM ([lonoxenuem).
39.1lIraTHOE pacnrcaHue MOATOTABIMBACTCS 10 YHUDHUIIMPOBaHHOU (hopme

a) T-2;

6) T-3;

B) T-4.

40. IlIpaBoBO#l akKT, OMNpENEIAIONIMNA TOPSIIOK O0Opa3oBaHUs, NPABOBOW CTAaTyC, IpaBa,
0053aHHOCTH, OPraHU3aINI0 paOOTHl OPraHU3aIMH, CTPYKTYPHOTO TIOpa3ICICHUS:
a) CTaHIapT;

0) MOJI0)KEHHUE;
B) MHCTPYKIIHSI.

41. [IpaBoBO# aKT, yCTaHABIMBAIOLIMNA TpaBUJIa, PEryIUPYIOIIME OPraHU3aIMOHHBIC, HAYYHO-
TEXHUYECKHE, TEXHOJOTMYecKue, (UHAHCOBBIE W WHBIE CTOPOHBI JACATEIBLHOCTU YUPEKICHU,
OpraHu3alui, IpeIpUsITHI, UX TOAPA3ACIECHNUMN, CITYKO U OTAEIbHBIX JOKHOCTHBIX JIUI] — 3TO. ..

a) UHCTPYKIIUS;
0) MOJI0KEHHUE;
B) pETJIaMEHT.

42. JIomKHOCTHAs HHCTPYKLIUS:

a) HOPMAaTUBHBIN IOKYMEHT, U3[JaBa€Mblii OpraHU3aIueil B [eNAX periaMeHTallH JesTeIbHOCTH
OpraHMU3alMOHHO-TIPABOBOTO MOJIOKEHUSI paOOTHHUKA, €r0 00sI3aHHOCTEH, PaB, OTBETCTBEHHOCTH U
obecnieueHus ycnoBuii ero 3pexTuBHON pabOTHI;

0) IIpaBoBOIi aKkT, ycTaHABIMBAIOUIMIA MTPAaBUJIA, PETYIUPYIOLINE OPraHN3alMOHHBIE, HAYYHO-
TEXHUYECKHE, TEXHOJIOTUYECKUE, PMHAHCOBBIE U MHBIE CTOPOHBI ACSITEILHOCTH YUPEKICHHH,
OpraHM3alMi, IpeaNpUsITHH, UX OAPA3ACICHNN, CITYKO U OTAEIbHBIX JOKHOCTHBIX JIUII;

B) IPUHATHIN B YUYPEKICHUM MOPSJIOK CO3JaHUsl, OQOPMIIEHUS U UCTIOJTHEHUS TOKYMEHTOB.

43. IlpaBoBOoi aKT, MNPUHUMAEMbId KOJUIETHAJIbHBIMH M COBELIATEIIbHBIMH OpraHaMu
YUpEXIEeHUHN, OpraHu3anuil, OpeanpusaTHid B LEIIX pa3pelieHus Haubojiee BaXKHBIX BOIPOCOB HX
NeSITEIbHOCTH, HAa3bIBACTCS
a) pelIeHueM;

0) mpuKa3om;
B) MIOCTaHOBJICHUEM.

44. JIoKyMEeHT, cojaepKalllui 3amuch XoAa OOCYKIEHHS BOIPOCOB W NMPUHATHUS pEIICHUN Ha
coOpaHMsIX, 3aCeJaHMsIX, COBEILIAaHUSIX, KOH(EPEHIUX, 1eTOBbIX BCTpeyax:
a) yKa3aHue,

0) IpOTOKOJT;
B) pacropsi’KeHue.

45. B pe3ynbTare IpOXOKICHUS IPOLETypbl 0TOOpA MPUHATHS Ha paboTy IpakJaHe MOJAl0T
a) pe3rome;

0) mrCbMEHHOE 3asBJICHHUE;
B) aHKETY.
46. 3asBieHue o npueMe Ha paboTy COCTaBIsAETCS
a) aBTOMAaTHU3UPOBAHHBIM CTIOCOOOM;
0) py4HBIM CIIOCOOOM;
B) BCE€ OTBETHI BEPHHBI.
47. B 3asBrieHue 0 preMe Ha paboTy YKa3bIBAIOTCS CEIyIOLUe JaHHbIE:
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a) ajgpecart, aBTOp, MECTO MPOKUBAHNS, HAMMEHOBAHNE BUJIA IOKYMEHTA, TEKCT C YKa3aHHEM
JOJHKHOCTH;
0) anpecart, aBTOp, MECTO IIPO’KMBAHUS, HANMEHOBaHHUE BUIA JOKYMEHTA, TEKCT C yKa3aHHEM
JOJKHOCTH, TOAMKCH 3asiBUTEIS, 1aTa COCTABIICHHUS;
B) HET BEPHOT'O OTBETA.
48.0cHoBHOM (hOopMOi peanu3anuu mpaBa Ha TPYI ABJISICTCS 3aKIFOYCHUE
a) JIOroBOpa;
0) TPyZIOBOTO JOTOBOPA;
B) KOHTPAKTA.
49. OcHOBHBIE TPEOOBaHMS K COJICPKAHUIO JIOTOBOpA:
a) ero COOTBETCTBUE CYIIECTBYIOLIEMY TPYJOBOMY 3aKOHOIATEIIbCTBY;
0) ero COOTBETCTBHE CYIIECTBYIOLIEMY TPYAOBOMY 3aKOHOJATENILCTBY U JIOKAJIbHBIM aKTaM
OpraHM3aLuy;
B) ero coorBeTcTBUE TK POD.
50. IIpuka3 o npueme paboTHHKA Ha pabOTy UMeET YHU(PULUPOBAHHYIO HOpMY
a) T-1;
0) T-2;
B) T-3.
51. JInynast kapTouKa SIBJII€TCS OCHOBHBIM YYETHBIM JJOKYMEHTOM pa0OTHHUKA U UMEET
yHUPUIHPOBAHHYIO popmy:
a) T-1;
0) T-2;
B) T-3.
52. XapakTepucruka — 3T0. ..
a) opHUIHATBHBIA JOKYMEHT, KOTOPBINA BBIIACT aAMUHUCTPALHS IPEIIPUATHS CBOEMY COTPYIHUKY IIPH
PEIICHUH LEJIOT0 Psijia BOMPOCOB;
0) oumansHbBIC aHKETHBIEC JAHHBIC;
B) OLIEHKAa MOPAJbHBIX U JIETOBBIX KaUeCTB.
53.J10KyMEHT, KOTOPBI aBTOP COCTABJISIET CAMOCTOSATEIBHO:
a) aBToOuorpadus;
0) pestome;
B) aHKeTa.
54. OCHOBHBIM JOKYMEHTOM, HOJTBEPKIAIOLUIUM TPYAOBYIO JESATEIBHOCTh U TPYIAOBOM CTaxk
paOOTHHUKa, Ha3bIBAeTCA ...
a) TpyJOBasi KHIKKa;
0) TMuHas KapTO4Ka;
B) TPY/0BOI1 10TOBOP.
55. OCHOBHBIMHU 3ajlauyaMM, CTOSIIMMHU Tepes OyXraaTepckoil ciayxO0o0il 11000l opranuzanumy,
SIBJISIFOTCSL:
a) (opMUpOBaHME TOJIHOIN U JOCTOBEPHOI HH(pOpMALINH;
0) oOecnieueHre KOHTPOJISI U CBOEBPEMEHHOE MPEAYIPEKICHINE HETATUBHBIX SIBJICHUN B (PUHAHCOBO-
XO3SIICTBEHHOU JIESITEIBbHOCTH;
B) BCE€ OTBETHI BEPHHBI.
56.0OcHoBaHuEM JUIs OTpaskeHUs] MH(GOpPMAIMKU O COBEPIICHHBIX XO3AHCTBEHHBIX OINEpalUsIX B
perucrpax OyXxraiarepckoro y4yera sBisioTCs
a) NepBUYHBIE TOKYMEHTHI;
0) aBaHCOBBIC OTUETHI;
B) yCTaB OpraHU3aliy.
57. JIOKyMEHTBI, COCTABIICHHBIE C HAPYLIEHUEM YCTAaHOBJIEHHBIX ITPaBUII
a) He IPUHUMAIOTCS K YYETY;
0) HE UMEIOT FOPUANYECCKON CHIIBI;
B) OTHPABJISIOTCS Ha TOPAOOTKY.
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58. JIokyMeHTbI, IpeHa3HauYeHHbIE Il 0(POpPMIICHHS OTlepaluii C HATUYHBIMH U O€3HATMYHBIMU
JICHEe)KHBIMH CPEICTBAMU OpraHU3alliy, Ha3bIBAIOTCS
a) JICHEeKHBIMU;
0) MaTepuaIbHBIMH;
B) paCYETHBIMH.
59.CornamieHue ABYX WM HECKOJIBKUX JIMI[ 00 YCTAaHOBJICEHWHU, U3MEHEHUU WJIHM IpPEKpalleHUH
IpaX/IaHCKUX IIPaB U 003aHHOCTEN, Ha3bIBAETCH. . .
a) I0TOBOD;
0) aKkT nmpreMa nepeiavm;
B) HHCTPYKITHSI.
60.JloroBop cuMTaeTcs 3aKJIFOUEHHBIM, KOT'/1a MEXJly CTOPOHAMU
a) HEeT MPETEH3H;
0) TOCTUTHYTO COTJIAIIEHHUE 110 BCEM ITyHKTaM;
B) HE CYIIECTBYET pa3HOIIACUH.
61. JIns npuoOpeTeHus TOBAPOB CTOPOHBI BCTYMAIOT B OTHOIICHHUS IO MOCTaBKE MPOAYKLIUH
OpraHusalyei — moCTaBUIMKOM OpraHu3aluu-oTpeOUuTe 0. ITH OTHOLIEHUS 0(OPMIIAIOTCS
a) IOTOBOPOM COBITA;
0) 10TOBOPOM ITOCTaBKH;
B) JIOTOBOPOM KYIUIU-ITPOJAXKH.
62.ITpoToKON pa3HOTIacUil K JOTOBOPY COCTaBIISIETCS B
a) OJTHOM 2K3EeMILISIPE;
0) ABYX K3eMIUISIpax;
B) TPEX 3K3EMILISAPAX.
63./loBepeHHOCTH — 3TO
a) JOKYMEHT, KOTOPBIH yITOJIHOMOYMBAET MPEJICTABIIATH HHTEPECHI JINIIA, BHIABIIETO JOBEPEHHOCTb,
JUILY, €€ MOTYYHUBIIEMY, IEpe] TPETbUMH JTUIAMH;
0) TOKyMEHT, OTIPE/ICISIOIINI CTAaTyC TTOIb30BATEIIS;
B) IIPaBOBOI1 aKT, KOTOPBI YIOJTHOMOYHBAET MPEACTABISATH HHTEPECHI JIUIA, BBIIABILIETO
JIOBEPEHHOCTb, JIUILY, €€ OJIYYHBIIEMY, IIEpPe]l TPETHUMH JIHIIAMHU;
64.PexBU3UTHI OPUIHATEHON TOBEPEHHOCTH:
a) Ha3BaHHWE BHJAa JOKYMEHTA, TIOJTHOE HANMEHOBAaHNE OPTaHN3alliH, BBIIABIIeH JOBEPEHHOCTD, U €T0
azipec, HOMep, J1aTa BbIAaYH JOBEPEHHOCTH, CPOK JieiicTBUS, AoinkHOCTh, PO nuna, koropomy
JOBEPSIETCS TIOTYIUTh IIEHHOCTH, JIEHE)KHBIE CPE/ICTBA;
0) Ha3BaHME BUJA JOKYMEHTA, [10JIHO€ HAMMEHOBAHNUE OPraHU3alll1, BbIJaBIIEi TOBEPEHHOCTb,
HOMED, JaTa BBIJAuU JTOBEPEHHOCTH, ODKHOCTE, DN O nuia, KOTopoMy TOBEPSETCS MOTYIUTh
LIEHHOCTH, JIEHE)KHbIE CPEJICTBA;
B) HET BEpPHOT'O OTBETA.
65. JIokyMeHT, KOTOpbIM O(OPMIISIIOT MPUEM U OTIPABKY Ipy3a, NEpeMelleHHe HIU OTIYCK
MaTepHATbHBIX IEHHOCTEH, HAa3bIBACTCSI
a) HaKJIa/IHas,;
0) cueT-dakrypa;
B) HapsI.
66.TpeboBanne 0 JOOPOBOJILHOM YCTPAHEHUU HAPYIIEHUS 3aKOHOAATEIbCTBA:
a) IpuUKas;
0) UCKOBOE 3asIBIICHUE;
B) IIPETEH3HSL.
67. TpeboBaHUE K KOMIIETEHTHOMY OPTaHy O 3alllUTe HAPYIICHHOTO MMpaBa OpraHu3aIluH. . .
a) IpeTeH3Us;
0) UCKOBOE 3asIBJIICHUE;
B) COMPOBOJUTEIBHOE MUCHMO.
68. llenTpanmm3oBanHas (hopma opraHU3aIKMKA padOTHI C JOKYMEHTaMH MMPUMEHSIETCS Ha
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a) MPEANPUATUSIX C MATBIM JIOKYMEHTOO00POTOM;
0) MpeanpHUATHSIX C KPYITHBIM JOKYMEHTOOOOPOTOM;
B) BCE€ OTBETHI BEPHBI.

69. IlepedyeHb NTOKYMEHTOB, HEOOXOAMMBIX ISl YIPaBICHYECKON JESITEIBHOCTH KOHKPETHOM
OpraHM3allM, COAEPIKALIUN XapaKTEPUCTUKY KaXJAOro JOKYMEHTa, €ro FOPHUIMYECKOro craTyca u
3TarnoB JOKYMEHTHUPOBAHHUS, HA3bIBACTCS
a) BEJIOMOCTb;

0) Tabenb GopM TOKYMEHTOB;
B) TabelIb.

70.ITox opraHu3anliOHHOHM, (PUHAHCOBO-PKOHOMUYECKOW, HAYYHO-TEXHHUYECKOM H HMHOH
UCIIONIb3YEMO B OpraHu3anuu uH(OpManuu, OoONaJarIield pealbHOH WM MOTCHIUAThHON
LEHHOCTBIO ISl CTOPOHHMX JIMII, 3aMHTEPECOBAHHBIX B €€ MOJYyYEeHUH, HO HE UMEIOUINX 3aKOHHBIX
OCHOBAHHUH /7151 CBOOOHOTO 03HAKOMJICHHSI C HEI0, TOHUMAETCH. . .

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

71. TlucbMeHHOE OOpAIEHUE TTOUICKUT 00S3aTEIIPHON PErUCTPAIIUN B TCUCHUH. ..

a) HeJIeTu;
0) mHs;
B) TpPEX THEH.

72.®@ukcanus QakTa CO3MaHUS WM TOCTYIUICHHS JOKYMEHTa IyTEM IPOCTABJICHUS HAa HEM
MHIEKCA W JaThl C TOCIHEAYIOUIEH 3amuchi0 HEOOXOJUMBIX CBEICHHH O JOKYMEHTe B
pEeTruCTpaMOHHBIX (hOpMax, Ha3bIBACTCS
a) HOMEHKJIaTypoH J1ed;

0) KOHTPOJIEM UCTIOIHEHHS TOKYMEHTOB;
B) peructpamnueil cny>ke0HbIX JOKYMEHTOB.

73.B cOOTBETCTBHM C Ha3HAUEHUEM BCE TEXHUYECKUE CPEICTBA MOYKHO Pa30OUTh Ha CIEAYIOLINE
TPYIIIbL:

a) cpelicTBa JJi COCTABJIEHUS JOKYMEHTOB; KOIIMPOBAJIbHAS U MHOXKUTENIbHAsA TEXHUKA; CPEACTBA
00paboTKu nHMOPMAITNH;

0) cpeacTBa XpaHEHU s, TOMCKA U Nepeiayil IOKYMEHTOB; TEXHUKA YIPaBIE€HYECKON CBA3H;

B) BCE OTBETHI BEPHBI.

74.0prrexHuka — 3To
a) TEXHUYECKHE CPE/ICTBA, UCIOIb3yEMbIE B YIIPABICHUH U JI€JIONPOU3BOJICTBE;

0) TEeXHUYECKUE CPECTBA, UCIIOJIb3yEMBIE B YIIPABICHUHY;
B) TEXHMUYECKHUE CPEJICTBA, UCIIOIb3yEMbIE B JIETIONPOU3BOJICTBE.

75.TexHuueckue cpeacTBa, UCIOIb3YEMbIE JJIsl COCTABIECHUS JOKYMEHTOB, KIACCUPUIUPYIOT O
a) croco0y CO3/1aHusl IOKyMEHTOB;

0) 1o CyOBeKTY;
B) 110 OOBEKTY.

76. OcHOBOI COBPEMEHHOM OpPraHU3aIliy PAIIMOHATLHON M ONEpAaTUBHON PabOTHI 1O CO3/IaHUIO
1 00paboTKe OTPOMHOTO MOTOKA TOKYMEHTOB B OPTaHU3AIMSIX CTaN
a) [1K;

0) mUIIyIIKre MalIuHKY;
B) IMKTO(OHHAS TEXHUKA.

77. Ha mpakTuke HMCHOJIB3YETCS MHOXECTBO IMpOrpaMM Il PEAaKTUPOBAHUS TEKCTOB. JTHU
MIPOTrpaMMbl Ha3bIBAIOT
a) TEKCTOBBIMH PEIaKTOPaMH,

0) TEKCTOBBIMHU MTPOLIECCOPAMU;
B) BCE€ OTBETHI BEPHBI.
78.ITox TeNeKOMMYHHKAIMSIMA TTOHUMAIOT
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a) CEeTH KOMIIbIOTEPOB, OOBEAMHEHHBIX IUHUSAMHU WM KaHaJlaMH CBS3U, Onaromapst KOTOPBIM
TEPPUTOPUATBHO yJATICHHbIE KOMITBIOTEPHI MOT'YT OOMEHUBATHCS TaHHBIMU JPYT C APYTOM;
0) ceTd KOMITBIOTEPOB, HE OOBEAMHEHHBIX JHHHSIMH WJIA KaHAJIaMU CBS3HM, Ojarogaps KOTOPHIM
TEPPUTOPUATHHO yJATICHHBIE KOMITBIOTEPHI MOT'YT OOMEHUBATHCS TaHHBIMU JIPYT C IPYTOM;

B) HET BEPHOI'O OTBETA.

Kpurepun u mkana oueHuBanus (YCTHbIA 0IIPoOC)

Ouenka

«OTIHYIHO»

«XOpouIo»

«YAOBJICTBOPUTECJIBHO»

«HEYIAOBJECTBOPUTECIBHO»

Tewma packpsiTa B
IMOJIHOM 00BEME,
BBICKA3bIBAHUS
CBSI3aHHBIE U
JIOTUYHBIE,
HCIIO/Ib30BaHa
Hay4yHasl JICKCHKA,
MIPUBE/ICHBI IPUMEPHI.
OTBeTHI 1aHbI B
IMOJIHOM 00BEME.

Tema packpsiTa HE B
IOJIHOM 00BEME,
BBICKA3bIBAaHUS B
OCHOBHOM
CBSI3aHHBIE U
JIOTUYHBIE,
HCIIOJIb30BaHa
HayyHas JIEKCHKa,
MIPUBE/ICHBI
npuMepbl. OTBETHI
Ha BOIPOCHI JIaHEI HE
B IIOJITHOM OOBEME.

Tema packpsiTa
HEJ0CTaTOYHO,
BBICKa3bIBaHUs
HECBSI3aHHBIE U
HenornyHele. Hayuynas
JIEKCHKA HE
UCIIOJIb30BAHA, HE
IIPUBEIECHBI IPUMEPBI.
OTBeThI Ha BOIIPOCHI
3aBUCST OT IIOMOILU CO
CTOPOHBI
IIpenojaBaTes.

Tema He packpsITa.
Jloruka nznoxxenus,
MMpUMCEPHI, BLIBOABI 1
OTBETHI Ha BOIIPOCHI
OTCYTCTBYIOT.

Kpurepum u mkaa oueHuBaHus (BbINOJHEHHE MPAKTHYECKHUX 3a1aHUI)

Onenka
«OTJIMYHO» «X0pouo» «yAOBJICTBOPUTEJIBHO» | «HEYJAOBJIETBOPUTEIbHO»
[To pemenuro 3agaum | Ilo pemenuto | [lo pemenuro 3amauu nax | 3amaya HE pelieHa
JaH MpaBUJIBHBIN | 3a]1a4n JaH | YaCTUYHBIA  OTBET, HE | MOJIHOCTHIO
OTBET M Pa3BEPHYTHIN | IPABUIIbHBIN CJIe1aH BBIBOJL
BBIBOJ{ OTBET, HO  HE
C/IeJIaH BBIBOJ]

Kputepun u mxkaJia oneHuBanus (TeCTHPOBaHKE)

Yuciao NpaBUJIbHBIX OTBETOB

Onenka

90-100% npaBHIIBHBIX OTBETOB

OI_IeHKa «OTIHUYHO»

70-89% mpaBUIBHBIX OTBETOB

OI_IeHKa «XOopoumo»

51-69% npaBUIBHBIX OTBETOB

OneHka «y10BIETBOPUTEIHHO

Menee 50% npaBUIbHBIX OTBETOB

OHGHKa «HCYOOBJICTBOPUTCIIBHO»

Kpurepuu u mxkasa ouenuBanus (1okJjaabl/pedeparnb)

Onenka

Kputepun ounenku nokiana/pedepara

«OTJIHYHO»

1. Cobmronenue popmanbHbIX TpeboBaHMi K pedepary

2. I'paMOTHOE ¥ TIOJIHOE PACKPBITHE TEMBI;

3. CamocTosTenbHOCTh B paboTe Hal pedeparom (MCHOIb30BaHUE
pedeparoB u3 cetu IHTepHeT 3anpeniaercs).
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4. YMmenue paboTaTh ¢ y4eOHOM, MPodheCcCHOHATBHOM TUTEPATYPOM.
5. YMenue paboTarh ¢ NepuoANYECKON JINTEpaTypo.

6. YMenue 00001IaTh, A€IaTh BEIBOJBI.

7. Ymenue opopmisate Ooubimorpaduyeckue cnucok K pedepary B
coorBercTBUe ¢  TpeboBanmsmu [OCT P 7.1.- 2003
«bubmuorpaduueckass 3anuch. bubnanorpaduueckoe omnmcaHue.
O61ue TpeGoBaHMs U MPaBUIIa COCTABIICHUS».

8. ColOumonienne TpeboBaHuil K 0opMIIEHHIO pedepara.

9.YMeHue KpaTko H3JIOKUTh OCHOBHBIE IMOJIOKEHHs pedepara Mmpu
ero 3aluTe.

10. MutrocTpanus 3anuThl pedepaTa npe3eHTaIue.

«xopouio»

1. Cobnronenue popmanbHbIX TpeboBaHMid K pedepary

2. 'paMOTHOE | TTOJTHOE PACKPHITHE TEMBI;

3. CaMocTOSTEeIBHOCTh B paboTe Hal pedeparom (MCIOIB30BaHUE
pedeparoB u3 ceru MHTEpHET 3anperniaercs).

4. YMeHnue pabortats ¢ y4eOHOH, MpodecCHOHATBHOMN TUTEPATYPOA.
5. Ymenue paboTaTh ¢ IepHOIUIECKON JTUTEPATYPOH.

6. He momHO 0000111€H ¥ cAETaH BBIBO/L.

7. He Touno odopmien Oubnuorpadudeckuii cnmucok kK pedepary B
cootBeTrcTBUE ¢  TpeboBanusmu [OCT P 7.1.- 2003
«bubnuorpadpuyeckas 3amuck. bubnuorpaduueckoe omnucaHue.
OO61ue TpeboBaHMs U MTPaBUIIa COCTABIECHUS».

8. He moytHO cobmroieHbl TpeboBanus K opopmieHuto pedepara.

9. He wuyerko c¢opMHpPOBaHBI KpaTKWE OCHOBHBIC IOJOKEHUS
pedepara npu ero 3amuTe.

10. MmmrocTpanus 3amuThl pedepara npe3eHTanuei.

«YAOBJIETBOPUTEJIbHO»

1. Cobmonenue hopManbHbIX TpeOoBaHUH K pedepaTy

2. 'paMOTHOE | TTOJTHOE PACKPBITHE TEMBI;

3. CamocrosTensHOCTh B paboTe Haja pedeparoM (UCHOIb30BAHUE
pedeparoB u3 cetu IHTEepHET 3anpeniaercs).

4. He nonHo u3ydeHsl yuebHas, nmpodeccruoHanbHas JIuTepaTypa.

5. He nosiHO U3y4deHa NepuoANYECKast JIUTEPATYpa.

6. He 00600111€HBI 1 HE KOHKPETU3UPOBAHBI BBIBOIBI.

7. He TouHO odopmieHn Oubiuorpapuueckuil crucok kK pedepary B
cootBeTrcTBUE ¢  TpeboBanusmu [OCT P 7.1.- 2003
«bubnmorpaduueckas 3anuce. bubnuorpaduyeckoe omnucaHue.
OO6ue TpeGoBaHuUS U MTPABUIIA COCTABICHUSY.

8. He cobmoienHb! TpeOoBaHUS K 0OPMIIEHHUIO pedepara.

9. He uerko cdopMHpOBaHBI KpaTKHE OCHOBHbBIE TOJOXKEHUS
pedepaTa npu ero 3ammTe.

10. MnmrocTpanus 3amuThl pedepata npe3eHTalueil OTCyTCTByeT

«HEYAOBJECTBOPUTEIBHO»

Pedepar He mpencTaBieH MO COOTBETCTBYIOIIUM KPHUTEPUSIM
OLICHMBAaHMS
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7.4.2. KOMILIEKT OIIEHOYHBIX CPEJICTB JJIsI IPOMEXKYTOYHOM ATTECTAIIUA

IIpumepHBIe BONPOCHI K 3a4€Ty € OLIEHKOH

Konumponupyemoie komnemenuyuu — OK 09, IIK 3.1.
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[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.
Cranpaptusanus 1 yHU(UKALKS CHCTEMBI JJOKYMEHTAIIHOHHOTO 00ECTICYCHHUs YITPABICHHMS.
HopmartuBHo-11paBoBas 0a3a JOKYMEHTAIL[HIOHHOI'O 00ECIIeYeH s yIIPaBIEHUsL.

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

Perucrpanust 1okyMeHTOB. Busibl peructpaiiioHHbIX HopM.

Knaccugukanus 10KyMeHTOB

TpeboBanust kK 0HOPMIICHUIO JOKYMEHTOB

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

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

Cucrema  cnpaBOYHO-UH(GOPMALMOHHOM  JOKyMeHTauuu  npennpustus.  Ilopsaaok
cocTaBJIeHUs], 0QOpMIIEHHS U pabOThI C 3TUMHU JOKYMEHTAMH.

Kanposas noxkymeHnranus npeanpustus. Ee posb B ynipaBieHuH.

[IpaBwia odopmicHHs  (UHAHCOBO-OYXTITEPCKOW  JTOKYMEHTAUU  MPESATPHUSATHS.
Ha3znauenue u nopsiok opopMiIeHUs INIAHOBOM M OTYETHOM TOKYMEHTALMU PEAIPUATHS.
JIOKyMEHTBl 110 TOPrOBOM JAEATEIbHOCTH MPEINPUITHS: HX COCTaB, Ha3HAYEHUE,
0COOEHHOCTH COCTaBJIECHUS U 0(hOPMIICHUS.

JIOKyMEHTO0O0POT, OCHOBHBIE IIPUHIIUITEI PA0OTHI C JOKYMEHTAMH.

[Topsimok paboThl ¢ BXOAALIMMHU U UCXOSIUMH JOKYMEHTaMHU

[Topsiiox paboThl ¢ BHYTPEHHUMHU U KOH(PHUIECHIUAIbHBIMU 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

Illkaa u KpUTEPUHU OLIEHKH (324eT C OIEHKOH)

OT1ian4yno

Xopouo

Y10B1€TBOPUTEIBHO

HeynosjeTBopurtebHO

1. Matepuan u3JjioxeH
IPaMOTHO, B OIIPEJECICHHON
JIOTUYECKOU
I10CJIEI0BATENBHOCTH,
MPaBUJIBHO HCTIONb3YETCs
TEPMUHOJIOTHUS;

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

3. IlposieMOHCTpUPOBAHO
YCBOCHHE paHee
M3y4YEHHBIX
COITYTCTBYIOIIUX
BOIIPOCOB,
c(OPMHPOBAHHOCTh
YMEHUI U 3HAHW;

4. OtBeT npo3Byyal
CaMOCTOSITENIbHO, 0e3
HABOJISIIIUX BOIIPOCOB.

1. OTBeT yaoBneTBOpsET
B OCHOBHOM TpeOOBaHUAM
Ha OLIEHKY «5», HO MPHU
TOM MOKET UMETh
CIIeTyIOIINEe HEOCTATKU:

2. B uznoxenuu
JIOTTYIIIEHBI HEOOIbIITHE
po0eibl, He UCKA3UBILINE
COJIepIKaHUE OTBETA;

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

1. Henonno nnun
HEIOCJIE0BATEIBHO
PacCKpBITO COAEPIKAHNE
Marepuaia, HO II0Ka3aHo
o0111ee MOHUMaHKE BOIIpOca
U IPOJEMOHCTPUPOBAHBI
YMEHHS, JOCTaTOYHBIE JUIs
JAIbHENIIETO YCBOCHUS
MaTepuaa.

2. Umenuch 3aTpyAHEHUS
WJTM JTOTTYIICHBI OTUOKHU B
OTIpe/ICIICHUH TTOHATHH,
HCIIOJIE30BAHUHI
TEPMUHOJIOTHH,
WCIIPaBJIEHHBIE MTOCTIE
HECKOJIbKMX HaBOIAIINX
BOIIPOCOB;

3. IIpu HenmoHOM 3HAHUU
TEOPETUIECKOr0 MaTepuaa
BBISIBJICHA HEJIOCTATOYHAS
c(hOPMUPOBAHHOCTh YMEHUI
Y 3HAHUM.

1. Conepxanue
MaTrepuaia He pacKphITO.

2. OmuoKu B
OIpeIeJICHUH TOHATHH,
HE MCII0JIb30BaIach
TEPMHHOJIOTHS B OTBETE.
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