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1. MMACIIOPT
KOMILIEKTA OLIEHOYHBIX CPEJACTB MO0 Y4eOHO JUCHUILIIHHE
«JlokyMeHTalMOHHOE 00ECIICUCHHE YITPABICHISD
1.1.061me nosoxeHust
Kontponbao-onienounsie cpencta (KOC) mpennasnadeHsl 11 KOHTPOJIS U OLICHKU
00pa30BaTENbHBIX JOCTHKCHUN 00YJaIOIIUXCS, OCBOMBIIUX IMPOTPaAMMY YICOHON AUCIIHILITIHBI

«JloxymeHTalMOHHOE 00ecrieYeHNE yIpaBICHUS

KOC Bki11049atoT KOHTPOJIbHBIE MaTE€PHAJIbl ISl POBEACHUS TEKYILEr0 KOHTPOJIS U
MIPOMEXYTOUHOM arTecTanuu B popme nuddepeHpoBaHHOIO 3aueTa.
KOC pa3pabotanbl B COOTBETCTBUH C:

obpazoatenbHOi porpammoit CI1O no cnenuaabHOCTH

38.02.03 — OmnepanmoHHas 1eATEIHHOCTh B JIOTHCTHKE
O1eHOYHBIE CPEACTBA BKIIFOYAIOT KOHTPOJIBHBIE MaTepHalbl ISl MPOBEACHHS TEKYIIETO,

pyOexKHOTrO KOHTPOJI, IIPOMEKYTOUHON (uTOrOBOM) aTTecTaluu B bopme
oughgepenyuposarnnozo 3auema.

1.2 Pe3yibTaThl 0OCBOCHMS TUCHUILIHHBL, NOUIEKALIHE IPOBEPKe

NoPesynbraTel 00y4ueHHs(OCBOCHHBIC YMEHUsA, | HammeHoBaHMe d7eMeHTa YMEHUM/3HAHUH

YCBOEHHBIE 3HAHUS —13 paboyeil mporpamMmabl)

Vi 0hOpMIIATh TOKYMEHTAIIUIO B COOTBETCTBUH
C HOpMaTWBHOM  0a3oii, B T.4. C
HCII0JIb30BAHUEM MH(OPMALIMOHHBIX
TEXHOJIOTHIL;

y2 OCBaMBaTh TEXHOJIOTUH
ABTOMAaTHU3UPOBAHHOU 00paboTKu
JIOKYMEHTAIIH;

y3 UCIO0JIb30BaTh YHUGUIUPOBAHHBIE (HOPMBI
JTOKYMEHTOB;

v4 OCYIIIECTBIISATh XpaHEeHUe u MIOUCK
JIOKYMEHTOB;

Y5 UCII0JIb30BaTh TEJIEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTUU B ANEKTPOHHOM
JTIOKYyMEHTO000pOTE;

31 MOHATHE, [eNU, 3aJaud U T[PUHIUIBI
JIENIONIPOU3BOJICTBA;  OCHOBHBIE  TOHSTHUS
JTOKYMEHTAI[MOHHOTO o0ecrieueHus
yIpaBICHUS;

32 CUCTEMBI IOKyMEHTAIMOHHOTO 00ecTeueHus
yIpaBIeHUS;

33 -KJIaCCU(PMKALIMIO JOKYMEHTOB; TpeOOBaHUS
K COCTaBIICHUIO u oopMIIeHHIO
JIOKYMEHTOB;

34 OpraHMu3aIuio0 JOKYMEHTO00O0pOTa: MpHUEM,
00paboTKy, perucTparnuio, KOHTPOJIb,
XpaHEHUE JIOKYMEHTOB, HOMEHKJIATYPY JIEI.




OK 2

YMEHUE  OpraHU30BBIBaTH  COOCTBEHHYIO
JeSITeIbHOCTD, BHIOUPATh TUIIOBBIE METOJIBI U
CrocoOBbl BBIMIOJHEHUS TPO(PECCHOHATBHBIX
3a1a4, OICHHWBaTh HUX J(PPEKTUBHOCTb U
Ka4ecTBO

OK 4

yMEHUE OCYIIIECTBIISTh TTOUCK u
WCII0JIb30BaHNE MH(POPMAIUHU, HEOOXO0UMOM
JUIst 3¢ (HEKTUBHOTO BBITIOJTHEHHUS
npodeccHoHaTBHBIX 3aj1ad4,
npodeccHnoHaTLHOTO u JUIHOCTHOTO
pPa3BUTHSL.

OK 5

c(hOpMUPOBAaHHOCTh  TPEJACTABICHHH O
uH(pOpMaIMOHHOM KYyJIbTYype, YMEHHE
aHAJIM3UPOBATh U OI[ECHUBATHh MH(GOPMAIIHIO C
WCIIOJIb30BAHUEM MH(POPMaAIIMOHHO-
KOMMYHUKAIITMOHHBIX TEXHOJIOTHH.

K 1.1.

[TpunsTue y4acTHst B paspaboTke
CTPATCTUYCCKUX u OIICPATUBHBIX
JIOTUCTUYCCKUX IIJIAaHOB Ha YPOBHE
nojpazaeneHns (y4acTka) JIOTHCTHYECKOM
CHCTEMBl C Yy4YeTOM Ieled U  3ajad
opraHu3anui B 1eioM. OpraHu3oBbIBaTh
paboTy 3JIEMEHTOB JIOTUCTUYECKOM CUCTEMBI

IIK 1.2.

[TnanupoBanue U opraHu3anus
JOKYMEHTOOOOpOTa B  paMKax ydacTka
JIOTUCTUYECKOMN CHUCTEMBI. [IpunsTue,
COpPTUPOBKa U CaMOCTOSITEIbHOE
COCTaBJIEHUE TpeOyeMOi TOKyMEHTAI1H.

IIK 1.3.

OC}’H.ICCTBJ'ICHHG BBI60pa IIOCTAaBIIMKOB,
IEPEBO3YNKOB, OIIpCACIICHUC THUIIA
IMOCPEAHUKOB M KaHAJIOB paClIpCaCICHUA.

IIK 1.4.

Bnagenne MeTOIMKOW TPOEKTUPOBAHUSA,
OpraHu3alMil W aHajdu3a Ha  ypOBHE
nojpasaeneHus (y4acTka) JIOTMCTHYECKOMN
CUCTEMBI yIIpaBJICHUS 3armacaMu u
pacrpeeTuTEbHbIX KaHATIOB

IIK 1.5.

Bnanenue OCHOBaMu OIICPAaTHBHOI'O
IJIAHUPOBAHUA n OpraHru3anmuu
MAaTCPHAJIbHBIX IIOTOKOB HA ITPOU3BOJACTBEC.

IIK 2.1.

VYyacte B pa3paboTke HHEOPACTPYKTYpPHI
mpoliecca  OpraHu3allid  CHaOXeHUs U
OpPraHU3alMOHHONW CTPYKTYpPbI YIpaBICHUS
cHaO)KeHHEM Ha YpOBHE MOJpa3JiesIeHUs
(yJacTka) JOrMCTUYECKON CHCTEMBI C YUETOM
LeJIeH U 3aJa4 OpPraHu3alyy B LIEJIOM.

IIK 2.2.

HpI/IMCHCHI/Ie MCTOAOJIOTUH MPOCKTUPOBAHUA
BHYTPUIIPOU3BOACTBCHHBIX  JIOTUCTUYCCKUX
CUCTCM IIPU PCIICHUU MMPAKTUYCCKUX 3a7a4.

IK 2.3.

Hcnonp3oBanue Pa3JIMYHBIX MoAeaer u
MCTOIOB YIIPABJICHUS 3aIllaCaMU.

IIK 2.4.

OcymiecTBieHne  ynpaBiI€HUS  3aKa3aMH,
3arnacamy, TPAHCIIOPTUPOBKOH,




CKJIaIIPOBaHHEM, rpy3ornepepadoTKoH,

YIIaKOBKOM, CEPBUCOM.

IIK 3.1.

Buanenue METOJ0JIOTHEN OLICHKH
3pPEeKTUBHOCTH (GyHKIMOHUPOBAHUS
HIIEMEHTOB JIOTUCTHYECKOW CHCTEMBI.

IIK 3.2.

CocraBneHne MporpaMMbl B OCYIIECTBICHUE
MOHUTOpPHHTA TIOKaszareyleil paboTel Ha
YpOBHE 1o JIpa3AeIeHUs (ydactka)
JIOTUCTUYECKOM CHUCTEMBbI  (TIOCTaBIIUKOB,
MIOCPETHUKOB, IIEPEBO3YNKOB u
3¢ (HEeKTUBHOCTD paboThI CKJIAJICKOTO
XO03sCTBA M KAHAJIOB PACHIPEICTICHHS).

IIK 3.3.

PaccunteiBath n AHAJIIN3UPOBATH
JIOTUCTUYICCKHUEC U3ICPIKKHU.

IIK 3.4.

HpI/IMeHeHI/Ie COBPECMCHHBIX JIOTUCTHYCCKUX
KOHHGHHI/Iﬁ U TPUHOUIIOB  COKpAIICHUA
JJIOTUCTHYCCKHX PaCXoa0B.

[IK 4.1.

IIpoBenenne  KOHTPOJIS
JKCIEAUPOBAHUS 3aKA30B.

BBITIOJIHEHU L u

[IK 4.2.

Opranuzanusi npyemMa U IPOBEPKH TOBAPOB
(rapaHTHsl TIOJy4€HHs 3aKasza, IpoOBepKa
KadyeCTBa, IMOATBCPKACHUC MOJIYYCHUSA
3aKa3aHHOIO KOJIM4eCTBa, O(opMieHue Ha
NOJydeHUe M PETUCTPALMIO  ChIPbs);
KOHTPOJIMPOBAHUE OILIAThI HOCTABOK.

IIK 4.3.

[TonGop ¥ aHanM3 OCHOBHBIX KpPUTEPUEB
OIICHKHU peHTabenbHOCTH CUCTEM
CKJIQJIMPOBAHUS], TPAHCTIOPTHUPOBKHU.

IIK 4.4.

OnpeneneHue KpUTEPUEB ONTUMAIbHOCTH
(GyHKIIMOHUPOBAHUS noipa3iesieHust
(y4acTka) JOTUCTHUECKON CUCTEMBI C yIETOM
Hesel 1 3aja4 OpraHu3aiiy B [EJIOM.

1.3 PacnipeniejieHe OCHOBHBIX TOKa3aTeJieil OLEHKH Ppe3yJbTAaTOB 10 BHAaM
aTTrecTalnun
Kox n HamMeHOBaHHe 3JIeMEeHTa yMeHU Buns! arrectanun
MJIM 3HAHUHI _
Texywuii koumpons | [Ipomescymounas
(umoecosasi)
ammecmayust
V1 0hOPMIIATH TOKYMEHTAITUIO B [MpakTuveckue paboThl, Hud. 3auer

COOTBETCTBUU C HOPMATHUBHOI 0a30H, B T.4. C
WCIO0JIb30BaHNEM UH(POPMAITUOHHBIX
TEXHOJIOTHii;

OK 4 ymeHue ocylecTBIsTh IOUCK U
HCIOJIb30BaHNE HH(POPMAIH, HEOOX0IUMON
st 3 PEeKTUBHOTO BBHIIOJTHEHHUS

YCTHBIHA OIpocC.




npodeccHOHABHBIX 3a/a4,
podecCHOHANIBEHOTO ¥ IUYHOCTHOTO Pa3BUTHSL.

MK 1.1.1IK 1.2.

Y2  ocBauBaTh TEXHOJIOTHU
aBTOMAaTU3UPOBAHHOU 00pabOTKU
JTOKYMEHTAIUH;

OK 2 ymeHue opraHu30BbIBaTh COOCTBEHHYIO
NeSITeNIbHOCTD, BHIOUPATh TUIIOBBIE METO/IbI U
CHOCOOBI BBIMOJIHEHUS MTPO(hecCuoHaIbHBIX
3aJ1a4, OIIEHUBAaTh UX 3(PPEKTUBHOCTD U
KayecTBO

I[IK 1.1.I1IK 1.2.TIK 1.3.I1K 1.4.

[MpakTudeckue padoTHI,
YCTHBIN OIIPOC.

Hud. 3auer

v3 HCI0JIb30BaTh YHU(ULIUPOBaHHbBIE
(hopMBI TOKYMEHTOB;

OK 2 ymeHnue opranu3oBbIBaTh COOCTBEHHYIO
NesITeNIbHOCTD, BHIOUPATh TUIIOBBIE METO/IbI U
CroCcoObI BRITIOIHEHUS TTPOPECCHOHATBHBIX
3a/1a4, OIICHUBATh UX 3(PPEKTUBHOCTH U
Ka4yecTBO

IIK 1.1.

IIpakTudeckue paboTHI,
ycTHbIN onpoc.Tecr.

Hud. 3auer

V4  ocylecTtBiIsATh  XpaHEHHE U IOWCK
JOKYMEHTOB;

OK4 ymenue OCyWIECTBISATh IOUCK U
UCIO0JIb30BaHKME HH(OpMAIK, HEOOXOAUMOMN
TUTSI 3¢ PEeKTUBHOTO BBITIOJTHCHHS
npodeccuoHalIbHBIX 3ajad,
podecCHOHAIBHOTO ¥ TUYHOCTHOTO Pa3BUTHA.

OK 5 chopMupoBaHHOCTH HpEICTAaBICHUN O
MH(GOPMALMOHHOM KYyJBTYpE, YMEHHE
aHAJM3UpPOBaTh W OLICHMBATh MH(OPMAIMIO C
HCII0JIb30BAHUEM UH(POPMAIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHA.

I[IK 2.1. IIK 2.2.

IIpakTrdeckne pabOTHI,
ycTHbIN onpoc.Tecr.

Hud. 3aver

V5 ucnoab30BaTh TCIICKOMMYHUKAITUOHHBIC
TCXHOJIOTHUH B 3JICKTPOHHOM

[IpaxTudeckue padoThI,
YCTHBII Ompoc.

Jud. 3auer




JOKYMEHTO000pOoTE

OK 2 oprannzoBbIBaTh COOCTBEHHYIO
JEeSITEIbHOCTD, BHIOUPATh TUIIOBBIE METO/IbI U
CTIOCOOBI BHITIOJHEHHSI TPO(ECCHOHATBHBIX
3aJ1a4, OLIEHUBATh UX 3(PPEKTUBHOCTD U
KauyecTBO

OK 4 ocymiecTBasTh MOUCK U UCTIOJIH30BAHUE
nHbOopManuu, HeOOXOAUMOH IS

3¢ ($EeKTUBHOTO BHIIOJHEHUS
npodecCHOHANBHBIX 3a/1a4,
po(ecCHOHATIBHOTO U IUYHOCTHOTO Pa3BUTHS.

OK 5 chopmupoBaHHOCTH MPECTaBICHUMN O
MH(OPMALMOHHON KYJIbType, YMEHUE
aHATM3UPOBATH U OIICHUBATH HH(OPMAITHIO C
HCIIOJIb30BaHNEM HH(POPMAITMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHUH.
JTOKYMEHTO000POTE;

IIK 1.4.IIK 2.1.I1K 2.2.I1K 2.3.1IK 2.4.IIK
3.1.1IK 3.2.1IK 3.3.1IK 3.4.

31 mnonHsATHe, UENW, 3aJa4d WU TPUHLMIIBI Hud. 3aver

JIEJIOTIPOU3BO/ICTBA; OCHOBHbBIE MOHSATUSA

JIOKYMEHTaLHOHHOTO obGecreuenust | IIpaKTideckue padoTsl,

YIIPaBIICHNUS; ycTHbIN ompoc. Tect

2

32 cucreMbl JOKYMEHTALIMOHHOTO TTpaxTHYecKHe paGoTH, Hud. 3auer
p

obecrnievueHus yrpaBJieHHUS, YCTHBIH OIPOC. TeCT

33 knaccudukaiuo J0KyMEHTOB; TpeOOBaHUs TTpaxTHYecKHe PaGoTH, Hud. 3auer
p

K COCTaBJICHUIO U 0(OPMIICHUIO TOKYMEHTOB; YCTHBIi OIpOC.

34 opraHu3anuio J0KyMEHTO000pOTa: IPUEM, Jud. 3auer

00paboTKy, perucTpalno, KOHTPOJIb,
XpaHEHUE IOKYyMEHTOB, HOMEHKIIATYPY JeJ.

IIpakTuueckue padoTHI,
YCTHBIHA OIpOC.




1.4. Pacnpeneﬂe}me THUIIOB OHECHOYHBIX CPEACTB I10 3JIEMECHTaM 3HAHUH " yMeHI/Iﬁ TEKYLIEIr0o KOHTPOJIsA

Conep:kanue y4e0HOro MaTepuaJia o nporpamme Y /|

Y1 Y2 Y3 Y4 ¥s5 31 32 33 34
Tema T. 3, 3,
Bsenenue. 12 12
3Ha4yeHne U co/IepKaHNe JUCIUTUTAHBI
«JloKyMeHTaIMOHHOE 00ECTICUCHHE YITPABICHHS)
Tema 1.2 3, 3,
K 12, 12,
accu(uKanusl W BUIBI JOKYMEHTOB. 15 1=
Tema 1.3 3, 3,
[TpaBuiia oopMIIeHNST OCHOBHBIX PEKBHU3UTOB. 1133 1125
Tema 2.1 3, 3,
Cucrema opraHu3alMOHHO-PACTIOPSIUTEIEHON 12 12
JTOKYMEHTAIHH
Tema 2.2. 3, 3, 3,
P : 11, 12, 11,
acIopsANTEIbHbBIC JOKYMEHTBI: IPUKA3HI,
MIOCTaHOBJICHHS, PEILICHNUS, YKa3aHUs
17 17 17
Tema 2.3 3, 3,
CocraBneHne HHPOPMALTMOHHO-CIIPABOYHBIX 12, 12,
MaTepHasIoB 15, 15,
17 17
Tema 2.4 3, 3, 3,
Pa3HOBHIHOCTH MTUCEM. 12, 12, 12,
15, 15, 15,
17 17 17
Tema 3.1 3, 3,




[Tpukassl O TUYHOMY COCTABY. 12, 12,
15, 15,
17 17
Tema 4.1 3, 3
Tpynosoii morosop. 12, 12,
15, 15,
17 17
Tema 5.1 3, 3,
Peructpanus, y4et 1 WHASKCHPOBAHUE JOKYMEHTOB. 12, 12,
15 15
Tema 5.2 3, 3, 3,
Opranu3anus KOHTPOJISI 32 HCIIOJHEHHEM JJOKYMEHTOB 12, 12, 12,
15 15 15,
17
Tema 5.3 3, 3,
Homenkiarypa aen opraHu3alii. 12, 12,
15 15

1.5.PacnipesiesieHue THTIOB OL[€HOYHBIX CPEJACTB MO YJIeMEHTAM 3HAHUI U yMeHHii KOHTPOJIMPYeMbIX HA IPOMEKYTOYHOH aTTeCTALUMN

Conep:xanue yueOHOro MarepuaJjia mno | | | | |

nporpamme V]I Y1 |V2, V3 V4 |VY5|31 32|33 34

Tema 1. 3 3
Bsenenue.
3HavyeHHUE U COJICPKAHUE TUCHUTUTNHBI

«JloKyMeHTaIlMOHHOE o0ecrieyeHue
yIIpaBJICHUS

Tema 1.2 3 3

KJ'IE[CCI/I(bI/IKaL[I/Iﬂ " BUJBI IOKYMCHTOB.




Tema 1.3

[TpaBwmia oopMIIeHHSI OCHOBHBIX
PEKBU3UTOB.

Tema 2.1

Cucrema opranu3alMoHHO-
pacrnopaAUTCIbHON JOKYMCHTAIUN

Tema 2.2.

PacniopsimutenbHbIe TOKYMEHTHI:
MIPUKAa3bl, IOCTAHOBJICHUS, PEIICHUS,
yKa3aHus

Tema 2.3

CocraBnieHue nH()OPMAITMOHHO-
CIPaBOYHBIX

MaTepuasoB

Tema 2.4
Pas”oBuagHOCTH ITUCEM.

Tema 3.1
[Ipuka3sl MO TMYHOMY COCTaBY.

Tema 4.1
TpynoBoii 10roBop.

Tema 5.1
Peructpanus, yuer u HHACKCUPOBAHUE
JOKYMEHTOB.

Tema 5.2
Opranu3zanys KOHTPOJIS 38 UCIIOJIHEHUEM
JOKYMEHTOB

Tema 5.3
Homenknarypa nen opraHuzaiui.




2. CHEHUO®UKAIIMA ONEHOYHBIX CPEJICTB

2.1.Ha3zHayeHnue
Crnenudukanveil yCTaHaBIMBAIOTCA TPEeOOBAaHUS K COJCPKAHUIO U O(OPMIICHHIO BapHaHTOB
OLIEHOYHOTO CpEACTBa: IpakThdeckas paboTa, mabopaTopHas paboTa, YCTHBIM ompoc,
MUChbMEHHas (KOHTPOJIbHAs) paboTa, TOKIAIbI/COOOIICHNUS/TTPE3CHTAIIH, TECT.

[IpakTudeckas paboTa, yCTHBII OnpocC, NMCbMEHHas (KOHTPOJIbHAsT) paboTa,
JIOKJIa/1bI/COOOIICHNS, TECT MpeTHa3HAuYCHBI ISl TEKYIIETO KOHTPOJIS U OLECHKH 3HAHUHN H
YMEHUH CTYJIEHTOB 10 Iporpamme yueOHOM IucHuIuInHbI «/loKkyMeHTalmoHHoe o0ecrieueHne
ynpasieHus» CIIO no cnenuansHoctr 38.02.03 — OnepanroHHas AESITEIbHOCTD B JIOTMCTUKE

2.2 KOHTHHTEHT aTTeCTyeMbIX: CTYJICHTHI 2 Kypca.

2.3.®opMa U yCJIOBHS ATTeCTALMU:
Texymuii KOHTPOJIb TPOXOJUT IO TEMaM YIEOHOM TUCIIUTIITAHEIL.
[Tpomexxyrounasi arrectanusi mpoBoauTcs B Gopme ycTHOro auddepeHnnpoBaHHOTO 3avera
0 3aBEPIICHUIO OCBOCHHUS YUeOHOTO MaTepHralia ydeOHOW AUCIUTUINHBI, TIPU MTOJIOKUTEITHHBIX
pe3yabTaTax TeKyIIero KOHTPOJIS.
2.4.BpeMs BBINOJIHEHHA:
Ha BBITIOSTHEHHE TEKYIIET0 KOHTPOJIST OTBOTUTCS:
npakTuyeckasi padora,— 90 muH,
ycTHbIH onpoc — 10-20 MuH,
NMUCbMEHHAas (KOHTpOJIbHAs) paboTa — 45 MuH,
nokIaapl/coodmenns — 1 yac (moaroroska), 10 MuH (YyCTHBINH),
TecT — 20 MuH.
Ha muddepennmpoBannsblii 3auer (B BUAEC ycTHOTO ompoca) - 60 munyt (mpumepHo mo 7-10
MHHYT Ha CTYJCHTA).

2.5.PexoMeHyemMasi JuTepaTypa Juisi pa3padoTK OleHOYHBIX CPeICTB U MOAT0TOBKHU
00yYAIIUXCH K aTTECTALMH.

KHuroooecrne4eHHOCTh

OcHoBHast/

Koua-Bo. 3k3.
bubaunorpaguyeckoe onucaHue U3AAHUSA NOMOIHATEABHAS J1eKTpOHHbIe
(aBTOp, 3ar1aBue, BUA, MECTO M IO U3JaHUS, KOJ. CTP.) B 0MO0JI1.
JuTeparTypa pecypchbl
patyp CIGIDY

Kazakesuu T. A. OCH ..OBC Opaiit

JlokyMeHTamoHHOEe O0ecreueHne YIpaBICHUS
Yueonuk n npaktukyMm s CIIO / KazakeBuu T.
A., Tkamma A. U. — 2-e w3a., wcrp. U jgom .—

OnekTpoH. naH. — Mocksa : U3parenscTBo HOpaiiT,
2019

[lyBanosa H.H. OCH OBC Opaiirt

JlokyMeHTalnOHHOe OOecCrieueHUe yIpaBIeHUs
Yuebnuk u npakrukym Hns CIIO / Illysanosa H. H.
— OnekTpoH. naH. — MockBa : W3patenscTBO)
Opaiit, 2019 .— 221c .— (IIpodeccronanpHog
oOpazoBaHue)



http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%9A%D0%B0%D0%B7%D0%B0%D0%BA%D0%B5%D0%B2%D0%B8%D1%87,%20%D0%A2%D0%B0%D1%82%D1%8C%D1%8F%D0%BD%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B0%D0%BD%D0%B4%D1%80%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/437587
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%A8%D1%83%D0%B2%D0%B0%D0%BB%D0%BE%D0%B2%D0%B0,%20%D0%9D%D0%B0%D1%82%D0%B0%D0%BB%D0%B8%D1%8F%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433679

JIOKyMEHTallMOHHOE ~ O0ecleueHre  YIpaBJICHUS
rnepcoHanioM : YueOHHK u mpaktukym [l CIIO /
Ky3sneuo M. H. — OnektpoH. naH. — Mocksa :
M3narensctBo  FOpaiit, 2019 .— 521c .—
(ITlpodeccnonansHOE 0Opa3oBaHme)

bsant B. C. mon ObC Opaiit
JlokyMeHTallMOHHOEe ~ OOEcleueHne  YIpaBJIeHUSI.
IOpuanueckas TexHuka : YueOHoe mnocoome s
CIIO / bsanr B. C. — 2-e¢ u3n., ucnp. U gon .—]
OnekTpoH. AaH. — MockBa : M3parensctBo FOpaiiT,
2019 — 103c.
I'pozosa O. C. mort ObC HOpaiir.
Jlenmoripon3BoACcTBO : YueOHoe nocobue / I'pozora O.
C. — DmnektpoH. maH. — MockBa : M3maTenbcTBo
Opaiit, 2019 .
[loporuna JI. A. mort
ObC Opaitr.
JlokymenToBenenne : YueOHUK W mpakTukym Jlms
CIIO / nopx pen. Jloponunoii JILA. — 2-¢ u3j., nep. u
morr .— DNeKTpoH. JaH. — MockBa : M3matensCcTBo)
Opaiit, 2019 .— 309c.
Abymamze /. T imort ObC Opaiit
JlokyMeHTallnoHHOEe ~ ODOecCIieYeHrue  YIpaBJICHUS
nepcoHanoM : YueOHuk u npaktukym Jms CIIO /
Abynamze J. I'., Bempsoxkkuaa U. b., MacnoBa B.
M. — DOmnektpoH. maH. — Mocksa : M3gaTenscTBO
Opaiit, 2019 .— 299¢ .— (IIpodeccronanbHOe
oOpazoBaHue) .
Kyzuemos U. H. imort ObC FOpaiir.

IIporpammHoe obecnieueHue:

1. IlporpamMmmHuoe oGecniedenne Microsoft Windows;
2. I[Iporpammuoe obecnieuenne Microsoft Office;

3. AHTHBHpPYCHOE IPOTrpaMMHOE 00ECTIEUeHHE;
4. TIporpammuoe obecnieuenue Mozilla Firefox;
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3. BAPUAHTbBI OHEHOYHBIX CPEJICTB

OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJDKETHOE OBPA30OBATEJIBHOE

YYPEX/IEHUE BbICHIEI'O OBPA3OBAHUA

«CAHKT-IETEPBYPT CKAM TOCYJAPCTBEHHBI SKOHOMUWYECKHUM

o

6
7.
8.
9.

YHUBEPCUTET»

Bonpocs 1 1uddpepeHuMpPOBAHHOIO 3a4€eTa

3Hadenue u COACPIKAHUC NHUCHUIIIIMHBI ((ﬂOKYMeHTaIII/IOHHOG o0OecnieueHue YIIpaBJICHUA
" CBA3b €€ C APYTUMU JUCHUIITIMHAMU.

Tlousttue TECPMHUHOB «IOKYMCHT», CKIOKYMCHTOBCACHHUCY, CIOKYMCHTAIIMOHHOC
obecrieueHne yrpaBJICHU.

Hctopust pa3BuTHS HAydHBIX TPEACTABICHHN O JOKYMEHTAIIMOHHOM O0O0ECTICUeHUH
YIIpaBJIECHUA.

CoBpeMeHHOE COCTOSTHIE TOKYMEHTAIIHOHHOTO 00eCTIeYeHHUs yITPABICHHS.
HopmaruBHO-ipaBoBass  0a3a  OpraHu3aludyd  JOKYMEHTAI[MOHHOTO  OOECIICUCHHS
yIIpaBJICHUs] KaK OCHOBA TEXHOJIOTHH MPOIIECCOB YITPABICHHS.

lNocynapcTBeHHas cucteMa qoKyMeHTarmoHHoro ooecnieuenus ynpasienus (I'CAOY)
CocraB ympaBlIeHYECKUX TOKYMEHTOB.

[onsiTne cucTeM TOKYMEHTAITUH.

OyHKIIMOHAIBHBIC U OTPACIIEBBIE CUCTEMBI TOKYMECHTAITHH.

10. Yuudukanus v cTanaapTH3aIys yIpaBIeHICCKUX TOKYMEHTOB.

11.

12.
13.
14.

15.

16.

17.
18.
19.

20.
21.
22.
23.

24,
25.
26.

27.

YHubunupoBaHHas cucTeMa OpraHU3allMOHHO-PACHOPSAUTEILHON — JOKYMEHTAI[U!

(OPJD).

I'OCTs1 na OPJI.

TpeboBanus K 0OPMIICHUIO TOKYMEHTOB.

Knaccudukanus OpraHU3aI[HOHHO-PACTIOPSAUTEITHLHOM JOKYMEHTAIINH:

OpraHu3allMOHHBIC JOKYMEHTBI, PaCIOPSAUTENbHbIC, CIPABOYHO-HH(POPMAIIOHHBIE,
CITy’)K€OHBIC MTUChMA.

OpraHu3ainoOHHbBIC JIOKYMEHTBI - YCTaB, MOJIOXKCHHUE, JIOTOBOP YYpeIUTelNeH, mpaBuiia
BHYTPEHHETO TPYJIOBOTO PaCIOpPSIIKa.

PacniopsiutenibHble TOKYMEHTBI: NMPHKa3bl HA OCHOBE €IWHOHAYajus (10 OCHOBHOM
JESATEIBHOCTH U 10 JINYHOMY COCTaBY).

Pacniopsokenusi, ykazaHusl.

[ToctraHoBIIEHHSI, PEIICHHUS, IIPOTOKOJIBI HA OCHOBE KOJUIETHAIBHOCTU. IHCTPYKIIHH.
CrpaBo4HO-MH(QOPMAIIOHHBIE JTOKYMEHTHI, aKT; AOKIaAHas (chyXeOHas) 3amucKa;
CIpaBKa.

OdopmiieHue akTOB HAJOTOBBIX WHCIIEKIIUH.

OcobenHoctu 0OpMIICHUS aKTOB PEBU3UU KACCHI.

CnyxeOHble MHChMA.

Knaccudukanuss KOppecoHACHIIMM, WHUIIMATUBHAsS U  OTBETHas, JejoBas U
KOMMepuecKast. SI3bIK ¥ CTHIIb JIEIOBOM KOPPECTIOHACHIINN.

Tunoselie u TpadapeTHbie CIyKeOHbIE MUCHMA.

WNHuimaTuBHBIC U OTBETHBIE CTY)KEOHBIE MUCHMA.

Ilucekma - 3ampockl W MHUChMa - OTBETHl OpraHU3AlUN -KPEAUTOPOB. THIOBBIC
rapaHTUHHBIC TUChMA OT OpPraHU3alnii (TapaHTOB) OaHKaM O TMOTalIeHUH KPeIuTa.
Crpykrypa ©u GYHKOHH CIYXO JOKYMEHTAllMOHHOTO OOECIeYeHHs YIpaBJICHUS.
VYnpasnenue [lenamu, cekpetapuar, KaHUEIAPUS, IKCIE UL,



28. JI0JDKHOCTHOM M YUCIICHHBIN COCTaB CITYXKO.

29. JI0JDKHOCTHBIE MHHCTPYKIIUU COTPYTHUKOB CITYKO.

30. Opranu3aiioHHbIE CXEMBI JIOKYMEHTAITMOHHOTO 00ECTICUeHHS YIIPaBICHHS.

31. UncTpyKuus mo JOKYMEHTAI[HOHHOMY 00ECIICUeHUIO YIPABICHHUS.

32. CocraB 1 yuer 00bEMa JJOKYMEHTOOOOPOTA MIPEANPHUATHI U OpraHU3aIMA.

33. Opranusaius paboThl ¢ JOKYMEHTAIMEH, OCTYNAOIIEH B YIPEKICHHSI, IPEATIPUSTHSL,
OpraHu3aluy: MPHEM BXOAAIIUX JOKYMEHTOB.

34. [lonsiTue TPYOOBOTO JOTOBOpa, ero 3HaueHue. CTOPOHBI TPYIOBOTO JOTOBOpA.
Coneprxanue TpyIOBOTO JOroBopa. BHIIbI TPYyIOBBIX JOTOBOPOB.

35. TpymoBoii TOTOBOp (KOHTPAKT) U MOPSIOK €T0 3aKITFOUCHUS.

36. Perucrpanusi, yueT 1 HHACKCUPOBAHUE IOKYMEHTOB.

37. Opranu3aiysi KOHTPOJIS 32 HCIIOJHEHUEM JIOKyMEHTOB

38. Homenkmarypa Jien opraHu3aIiim.

39. Cpoku xpaHeHUs JOKYMEHTOB.

40. XpaHeHue TOKyMEHTOB, COCTaBIIEHUE HOMEHKIIATYD AeJ.

ITIkana oreHKH

[Ipouent KauecTBeHHast OlleHKa YpOBHS MOJATOTOBKH
pe3ynbTaTUBHOCTH bann (otmetka) BepbanbHblii ananor
(IpaBUIIBHBIX OTBETOB)
90 — 100% 5 OTnuyHO
80 — 89% 4 Xopo1io
70 —79% 3 YIOBJIETBOPUTEIHHO
Menee 70% 2 HEYZOBJIETBOPUTEIHHO

4. KoMILUIEKT OLIeHOYHBIX CPeACTB /1JIsl MPOBeIeHUs] TeKYIIero, pyoexHoro
KOHTPOJISI U KPUTEPHHU, H HOPMbI UX OLIEHKH

4.1 Buabl OlleHOYHBIX CPeJACTB:

o Jloknao, cooouwenue;

o Ilpezenmayusn;

o Ilpakmuueckan padoma;

o CamocmoamenvHnas paooma;
o Konumponvnasa paooma;

o Tecm

HpI/IMeanHe: MaKeThbl OCHOYHBIX CPEACTB NpHJIararTcsa



MUHUCTEPCTBO OEPA3OBAHUS 1 HAYKU POCCUMCKOM ®EJIEPALIN
DenepanbHOE rOCyIapCTBEHHOE OI0DKETHOE 00pa3oBaTebHOE
yUpeX/IeHUE BBICIIEro 00pa30BaHUA
«Cankrt-IletepOyprckuii rocy1apcTBeHHbIH 3koHOMUYeckuil yHuBepcute (CII6I'DY)»
Konnenx 6u3neca v TEXHOJIOTUU
Joxnan, coodimenne

10 MCUUIUIMHE «J{0KyMEHTAIlMOHHOE 00ECTIEYeHNE YIIPABICHUSI.
(HaMMEHOBaHKE JVCLIUILTIHBI)

TeMbl T0KJIA0B, COO0IIEHMIT

1. 3naueHue M coaepkaHUE AUCHUUIUIMHBI «JIOKyMEHTAIMOHHOE OOEeCreueHue yInpaBlieHus
U CBA3b €€ C APYTUMU JUCHUIIIIMHAMH.

2. Wcropusi pa3BUTHS HAyYHBIX TPEACTABICHHH O JOKYMEHTAI[MOHHOM OOecreueHUH
YIIPaBIICHHUSL.

3. CoBpeMeHHOE COCTOSIHUE JOKYMEHTAIIHOHHOTO 00eCIIeueHHs yIPaBICHUS]

TpeboBanust k 0popMIIEHUIO JOKYMEHTOB.

Cpoxu XpaHeHHs TOKYMEHTOB.

o s

IToxa3zaTesiu OLEHKH A0KJIA10B, COOOIIEeHU

1.

Conep:xanue.

o  Cmpykmypa, cMblC108a5 YeI0CMHOCb.
o Jlocuunocmo;

o JlokazamenbHocmb,

o  (ObvexmueHoCcmb;

SI3BIK.

e  Tounocmo,

e Kpamrxocmo,

o  Cmunucmuyueckas HeUmMpaIbHOCMb,
e flcnocms u npocmoma pequ;

e boecamcmeo peuu,

e [Ipasunvrocms;

BbicTymuienue

o Texnuxa peuu;

o DMOUUOHATLHOCTD,

o Yyecmeo epemenu;

Kpurtepnu oueHKH 10KI2/10B M COO01IEeHH T

I[OKJ'I&,Z[LI n COO6H_ICHI/I$I OIICHUBAIOTCH 110 NATHOAIIILHOM CHCTEME

Ne OrneHka B
OrneHnBaemMbIe apaMeTpsbl
n/o bamiax
1.
KauecTBoO nokaaga:
- MPOM3BO/IUT BBIIAIOIIEECS BIICUYATIICHHE, COTIPOBOXKAACTCS 3
WJUTIOCTPATUBHBIM MaTEPUAIOM; 2
- YETKO BBICTPOEH; 1
- pacckasbIBaeTCs, HO HE OOBSCHSET CyTh PabOTHI; 0




- 3QUUTHIBACTCS.
2.
Hcnonb3oBaHue 1eMOHCTPAIIMOHHOI0 MaTepuaa:
- aBTOP MPEACTABHII JEMOHCTPAMOHHBIN MaTepuall U IPEKPACHO B 2
HEM OpPUEHTHPOBAJICS,
- HCTIOJIB30BAJICS B JIOKJIAZE, XOPOIo 0(hOPMIICH, HO €CTh 1
HETOYHOCTH;
- IIPEJICTABJICHHBIN JEMOHCTPALMOHHBIM MaTEpHUaIl HE UCIIOJIb30BAJICS 0
JOKJIATIUKOM MJTH ObLT OPOPMIICH TUIOXO, HETPAMOTHO.
3.
KayecTBO 0TBETOB Ha BONIPOCHI:
- OTBEYACT Ha BOIMPOCHI; 3
- HE MOKET OTBETHTH Ha OOJIBITUHCTBO BOIIPOCOB; 2
- HE MOKET YeTKO OTBETHTH Ha BOIIPOCHI. 1
4.
Bianenune HayYHbIMHU, TEXHHYECKUMHU TEPMHHAMU:
- MIOKa3aHo BJIa/ICHUE HAYYHBIMHU, TEXHUICCKHMH TCPMUHAMU; 3
- WCTIOJTH30BaHbI OOIICHAYYHBIC H TEXHHYECKUE TCPMUHBI; 2
- MIOKa3aHo ¢;1abo0e BIIAJICHHE HAYYHBIMH, TEXHUICCKHMH TEPMUHAMH. 1
5.
YeTKOCTH BHIBOIOB:
- MIOJTHOCTBIO XapaKTepU3yloT paboTy; 3
- HEYETKHUE; 2
- IMEIOTCA, HO HE JOKA3aHBbI. 1
Hroro: 14 6a/10B
OueHka «OTJIHYHO» BBICTABJISAETCS CTYJACHTY,
ecnu oH HabOpai 13 — 14 Gayuos.
OueHka «X0poIlo» BBICTABISICTCS CTYIACHTY,
ecnu oH Habpai 10 — 12 Gayuos.
OueHka «y10BJeTBOPUTEIbHO» BBICTABJISETCS CTY/ICHTY,
ecnu oH Habpaist ot 7 no 10 Gamios.
OueHka «Hey10BJIeTBOPHUTEIbHO» BHICTABIISETCS CTYCHTY,
eci OH HaOpasl MeHee 7 OaJlIoB.
IIpenonaBarens O.10. Akynuuesa
(To/TmCh)

« 2018 1.




MUHUCTEPCTBO OBPA3OBAHUS U HAYKU POCCUMCKOM ®EEPALIMNA
denepanbHOE FOCYAaPCTBEHHOE Or0JDKETHOE 00pa30BaTeNbHOE
YUPEKICHHUE BBICIIETO 00Pa30BaHUS
«Cankrt-IlerepOyprckuii rocy1apcTBeHHbIH SkoHOMUYeckuid yHuBepcuTe™ (CII6I'DY)»
[TonuTexHMYECKUI TEXHUKYM

IIpe3enTanus

no mucuuumae «/{oKymMeHTanmoHHoe obecrnedeHne ypaBIeHUs »
(HamMeHOBaHWE AUCITUILITTHBI)
TeMbl:

1. 3nauenue wu cojepkaHUWE JAUCHHUIUIMHBI «JloKymMeHTalmoHHOE obecreueHne

YIPABJICHHS U CBSA3h €€ C IPYTUMHU TUCIUTTHHAMU.
2. Vcropus pa3BUTHS HAyYHBIX MPEJCTABICHUH O JOKYMEHTAIIMOHHOM OOECTeYeHUN
yIpaBJICHHUS.
CoBpeMeHHOE COCTOSIHUE JJOKYMEHTAIIMOHHOTO 00eCIIeUeHUs YIIPaBICHUS
Knaccudukanus u BUABI JOKYyMEHTOB
Cucrema opraHu3anoOHHO-PACTIOPAIUTEIPHON TOKYMEHTAIIHHI

PacnopfumTem)Hme JOKYMCHTBI: ITPUKA3bI, IOCTAHOBJICHUA, PCIICHUA, YKAa3aHUA

No ok w

Cocrarienre HHGOPMAITMOHHO-CIIPABOYHBIX

Marepuaiion

Peructpanus, yuet u uHAEKCUPOBAaHUE TOKYMEHTOB

9. TpebGoBanus Kk 0OPMIICHUIO TOKYMEHTOB.

10. Cpoku XpaHeHHUs TOKYMEHTOB.

11. CnyxebOHble UCHMA.

12. Knaccudukanuss KOPpPECNOHJACHIIMN; WHUIMATUBHAs W OTBETHAs, JelOoBas W
KOMMepuecKasi. SI3bIK U CTUJIb JIEJIOBOM KOPPECTIOHACHIINH.

13. JIo;KHOCTHOM M YHCIICHHBIN COCTaB CITyKO.

14. TlonsitTne TPYAOBOrO JA0OroBopa, ero 3HaueHue. CTOPOHBI TPYAOBOTO JIOTOBOpA.

Copepxanue TpyIoBOro 10ropopa. Buibl TpyJ0BBIX 10TOBOPOB.

©

Kputepumn oueHkn npeseHTauum aesaTenibHOCTU CTYAEHTOB (Npe3eHTauus)

TexnoJsiornueckuii yposenb (30 6a/1510B) MakcumasibHOE KomnuecTBo 6amios
KOJIMYECTBO 0aJJIOB

Hcnonn3oBanue CTaHAapTHOI'O HHSaﬁHa

5
MIpe3eHTaIH
Hcnonb3oBaHue pUCYHKOB, TUarpaMM, CXeM,
pa3NUYHbIX MIPUPTOB, YHUKAIBHBIX (POHOBBIX 15
PHCYHKOB
Hcnonp3oBaHue TOTIOTHUTENBHBIX 3P PEKTOB 10

PowerPoint (cmena cinaiifio, 3ByK, aHUMAIIKs)

ConepxaresbHblil ypoBeHb (50 0as110B)

[TonHOTa MpeacTaBieHHON HH(POPMAITUH 25




JlocTynHOCTh HH(OpPMAIUH 1711 BBIOpaHHON 15
KAaTerOpuu M0JIb30BaTeen

JIoruuHOCTH MpeCcTaBIeHUs HHOOPMAIHH 10
JproHoMmmnyeckuii yposenb (20 6a/10B)

CooTBeTcTBHE IIBETOBOTO O(OPMIICHHS 5
SPrOHOMHYECKHM TPEOOBAHUSAM

OnTUMabHOCTh UCTIOIB30BaHUs TpaQUUECKUX U 10
AQHMMAaIMOHHBIX 2JIEMEHTOB

OCTETUYHOCTH 0(hOpPMIIEHUS 5
OBIIME BAJUJIBI (100) 100

Kpurepuu ouenku:
[Ipe3eHTanus OICHUBAETCS 10 MATHOAIILHOW CUCTEME

O1eHKa «OTJINYHO» BBICTABISETCS CTYICHTY (TBOPUYECKOW TPYIIE CTYJICHTOR),
€CJIH ToJTydeHo OoJiee 95 Gamos.

O1eHKa «XOpPOII0» BHICTABISIETCS CTYICHTY (TBOPYECKOW TPYIIIE CTYJICHTOB),
€CJIM TIoJTy4eHo OoJiee 75 Gaios.

O1eHKa «yI0BJIETBOPUTEIBHO» BBICTABISICTCS CTYACHTY (TBOPYECKOM TPYIIIE CTYICHTOB),
ecu noJrydeHo 6osiee 50 6amos.

OuneHka «Hey10BJ1eTBOPUTEIbHO» BbICTABIISIETCS CTYJACHTY (TBOPUYECKOM IPYIINE CTYIEHTOB),
eciu MeHee 50 6amos.

IIpenonaBarens 0O.10. AkynnueBa
(mommck)
« » 2018 .




MUHUCTEPCTBO OBPA3OBAHUS U HAYKU POCCUMCKOM ®EJEPALIMNA
DenepanbHOE roCyIapCTBEHHOE OI0DKETHOE 00pa30BaTeIbHOE
YUPEKICHHUE BBICIIETO 00Pa30BaHUS
«Cankrt-IlerepOyprckuii rocy1apcTBEeHHbIN SkoHOMUYecknuid yHuBepcuTe™ (CII6I' DY )»
Konnemx OuzHeca 1 TeXHOJIOTUI

IIpakTnuyeckas paéoTbl
10 TMCUUIUIMHE «/]oKyMeHTalmoHHOE 00ecrieueHNe YIIPABICHUS)

CocraBiieHH€ MTPUKA30B O OOIICH eATeTbHOCTH
CocraBiieHre TPOTOKOJIOB, COBEIIAHNMN, 3aceAaHNil, KOH(pEpEeHInH, COOpaHuil U T.1I.
CocraBiieHH€ CIIPaBOK.

M ownhRE

CocraBiieHre BHYTPEHHEH U BHEITHEN JOKIaaHON 3anmucku. CocTaBiieHne

0OBSICHUTEIILHON 3aIHCKH.

5. CocraBiieHHE aKTOB MHBEHTApHU3allUH, TIpHeMa-Tiepeiadu, HeJ0CTaur, IKCIIEPTU3HI, 00
YHUYTOXKECHUA

6. CocraBiieHre MHCeM-TIPUTIIAIICHNE, ITHCEM-Pa3pelIeHus, ITUCEM - TT0TBEPIKICHHS,
nuceM — HH(HOPMAITMOHHBIX.

7. CocraBrieHne HHPOPMAITMOHHBIX, PEKIAMHBIX, TAPAHTUHWHBIX MUCEM U ITHCEM
HarOMHUHAHMUSL.

8. CocraBiieHH€e MPUKA30B IO JUIHOMY cocTaBy. COCTaBJICHHE 3asBJICHUNA. 3alUCH B
TPYAOBOM KHIDKKE.

9. CocraBiieHne THUIOBBIX JOTOBOPOB.

KpuTtepun onieHKH 1 HOPMBbI OLIEHKH NPAKTHYECKOH padoThl

HpaKTI/I‘leCKaﬂ pa60Ta OLICHUBACTCA I10 MATHOAIITIEHOM CHCTEME.
Tanel MPOBECACHUSA NMPAKTHYECCKOI0 3AHATHSA

Ouenka Kpurepuu onenku (coaep:kareibHasi XapaKTePUCTHKA)

«@» PaGota BpImonHeHa NpaBWIIBHO HE NONHOCTHI0, MeHee 50%. CTyneHT He
BJIa/ICET TEOPETHUECKUM MaTEpUaoM, JOIyCKasi OIMOKH 10 CYyLTHOCTH
paccMmarpuBaeMbIX (00CYXTaeMbIX) BOITPOCOB, UCIIBITHIBAET 3aTPYAHEHUS B
(hopMynupoBKe COOCTBEHHBIX OOOCHOBAHHBIX M APTYMEHTUPOBAHHBIX CY>KACHUI,
JONYCKaeT OMMOKU IpU OTBETE HA AOMOJIHUTENbHBIE BOIIPOCH.

«3» PaGora BbInonHeHa NpaBUIIBHO HE NONMHOCTHI0. CTYACHT Blajeer
TEOPETUYECKIM MaTepHajioM Ha MUHUMAJIBHO JIOITyCTUMOM YPOBHE, OTCYTCTBYIOT
OLIMOKH NMPH ONMCAHUU TEOPHH, UCTILITHIBAET 3aTPYAHEHUS B (POPMYIUPOBKE
COOCTBEHHBIX 0OOCHOBAaHHBIX U apT'yMEHTHPOBAHHBIX CY>KACHUH, TOIyCcKas
HE3HAYUTENbHbIC OUIMOKH Ha JOMOJHUTENbHBIE BOPOCHL.

«4» PaGora BeimonHeHa nonHocTbi0. CTyIEHT BiIaJeeT TEOPETUIECKUM
MaTepHajioM, OTCYTCTBYIOT OLIMOKH IIPH ONHMCAHUU TEOPHH, HOPMYIUPYET
COOCTBEHHBIE, CAMOCTOATEIIbHBIE, 0OOCHOBaHHBIE, APTYMEHTHPOBAHHBIE CYXKICHHS,
JIONyCKasi He3HAYMTENbHBIE OIIMOKH Ha JIONOJIHUTEIBHBIC BOITPOCHL.

«5» PaGora BeimonHena nonHocTbio. CTyIEHT BiIaJeeT TEOPETUIECKUM
MaTepHaJiOM, OTCYTCTBYIOT OLIMOKH IIPH ONHUCAHUHU TEOPHH, HOPMYITUPYET
COOCTBEHHBIE, CAMOCTOATEIIbHBIE, 00OOCHOBaHHBIE, APTYMEHTHPOBAHHbIE CYXKICHHS,
MIPEJCTABJIAET MOIHBIE U Pa3BEPHYTHIE OTBETHI Ha TOMOJHUTEIbHBIE BOITPOCHL.




Tect Nel
Knaccudukamuss u BUabl JOKyMEHTOB.

1. YTo Takoe AeTO0NpOU3BOICTBO:

a) cepa meATenBPHOCTH IO 0OECTICUCHUIO OpPraHu3alii OPUCHBIMU JJOKYMEHTAMU

0) oTpacib IeSATETHLHOCTH, KOTOPasi 00eCIIeYMBAET JOKYMEHTHPOBAHNE U OPTaHU3AIHIO paOOTHI
¢ 0(bMCHBIMH TOKYMEHTaMH +

B) OTpAacib JESITEIBHOCTH, KOTOpasi He 00ecrieynBaeT JOKYMEHTUPOBAaHUE U OPraHU3aAIHIO
paboTHI C OPUCHBIMU JOKYMEHTaMH

2. Bce o¢unmanbHble JOKYMEHTHI UMEIOT TaKhe (PyHKIUU:
a) o0IIue U creruaibHbIe +

0) o01I1e 1 OCHOBHBIC

B) JIeJIOBBIE U O0IIME

3. CocTaB JOKYMEHTOB B OpraHU3alluH 3aBUCHUT OT:

a) o0beMa U XapakTepa B3auMOCBS3EH B OpraHu3aIiu

0) mopsiaKa MPUHATHS PEIICHHUH (€IMHOHAYAINE WU KOJUIETHATBHOCTD )
B) BCE, MepeuncIeHHOoe paHee +

4. Yro Takoe yHUPUKAIHS JOKYMEHTOB:

a) YCTaHOBJIEHUE €UHOTO KOMILJIEKCA BUJIOB U PA3HOBUIHOCTEN JOKYMEHTOB JUIsl aHAJIOTMYHBIX
yIpaBlIeHYECKUX CUTYaIUi, pa3paboTka eqUHBIX (JOPM U MPaBHII UX COCTABJICHUS, OhopmiieHUE
U co3/iaHue TpadapeTHbIX TEKCTOB +

0) ycTaHOBJIEHHE HE €IMHOTO KOMILIEKCa BUJIOB M PA3HOBUIHOCTEH TOKYMEHTOB IS
AQHAJIOTMYHBIX YIPABIEHYECKUX CUTYallUl, pa3paboTka eIuHBIX GOpPM U MPaBUI UX
cocTaBJIeHUs, OPOpPMIICHUE U CO3AaHKE TpadapeTHBIX TEKCTOB

B) YCTAHOBJICHHE €JMHOTO KOMILIEKCA BUJIOB U PA3HOBUAHOCTEH OTUETOB JJIsl aHAJIOTUYHBIX
yIpaBlIeHYECKUX CUTYyallul, pa3paboTKa equHbIX (POPM U MpaBUII UX COCTaBICHUS, 0OpMIICHHE
U co3/1aHue TpadapeTHbIX TEKCTOB

5. Yo Takoe roJoBoi 00beM JOKYMEHTO000poTa:

a) UCXOJHAs BEJIMYMHA JIJISl pacdeTa YNCICHHOCTH HAaceJIeHUs, OTIPEICIICHUS CTEIICHU
3arpy’KEHHOCTH CTPYKTYPHBIX MOAPA3ACICHUNA U OTACIbHBIX JIF0IeH

0) cpeACTBO ONpECIICHHS TOTPEOHOCTEH B OPraHU3aIMOHHOMN M BBIYMCIUTEIIBHOU TEXHUKE,
BbIOOpa Hanbomee 3(pPeKTUBHON CHCTEMBI PETUCTPALIMK JOKYMEHTOB U CITPABOYHOTO arlnapara
B) UCXOJHAs BEIMYHMHA I pacueTa YUCICHHOCTH COTPYAHUKOB ciyxObl JIOY, onpenenenus
CTETEeHHU 3arpyKeHHOCTU CTPYKTYPHBIX MOJIpa3AeNeHUil 1 OTACIbHBIX paOOTHUKOB, CPEJCTBO
ompeeeHus MOTPeOHOCTEH B OpraHU3allMOHHON M BRIYMCIUTEILHON TEXHUKE, BBIOOPA
Haubomee 3hPpeKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIIPABOYHOTO amnmapara +

6. Uto Takoe J0OKyMEHTOOOOPOT:

a) JBIDKEHUE TOKYMEHTOB B OpraHU3allMi C MOMEHTA MX MOJIyYeHHs JI0 3aBEepIIECHUS
VCTIOJIHEHUS WJI OTIPABKU B KOMUTET IO JIeJlaM HECOBEPIICHHOJIETHUX

0) ABMKEHHE JOKYMEHTOB B OPraHHU3aLMU C MOMEHTA UX CO3/IaHUs WJIU MOJIy4eHHUs 110
3aBEpILEHUS UCIIOTHEHUs WIM OTIPABKU +

B) JIOKYMEHT, HEe TpeOyrouuii 0co00ro BHUMaHUS

7. BeiOepuTe OCHOBHBIE 3TAIbl HOATOTOBKU U 0(hOPMIIEHUS] BHYTPEHHUX JOKYMEHTOB B oduce:
a) COCTaBJICHUE MPOEKTa U COTIaCOBaHHE
0) mpoBepKa NpaBUIBHOCTH O(pOpPMIICHHUS



B) IOJIMCAHUE U PETUCTPALIUS
I') BCE BApUAHTHI IPaBUJIbHBIE +

8. Uro BKiIrOUaeT B ce0sl perucTpaiys JOKyMeHTa:
a) IPOCTaBJICHHE PETUCTPALIMOHHOTO HOMEpa

0) mpocTaBJICHHUE JATHI

B) BCE BapHAHTHI IIPaBUJIbHbIE +

9. CpaBo4Hasi KApTOTEKa COCTOUT U3 2 YaCTeH U COJNCPIKUT:

a) KapTOYKH Ha MCIIOJHEHHbBIE TOKYMEHTBI

0) KapTOYKH Ha HEUCIIOJIHEHHBIC JIOKyMEHTHI, HAlIPaBJIEHHBIE B CTPYKTYPHBIE TTOAPa3ICICHHS
TSl O3HAKOMJICHUS M U3yUESHHSI

B) 00a OTBETa MpaBUJIbHBIE +

10. UnauBH1yanbHbIE CPOKH MCTIOTHEHUS YKa3bIBAIOTCS:
a) B TEKCTE JOKYMEHTA UJIU B PE30JIIOLUU +

0) B TekcTe MOHOTpaduit

B) B PE30JIIOLIUN

11. OcHoBHbIe QyHKLIMHU, KOTOpBIE oOecnieunBaeT JJOV:
a) MJIaHUPOBaHUE

0) y4eT ¥ OTYETHOCTh, (PUHAHCUPOBAHUE U T.[|

B) 00a O0TBETAa NMPaBUJILHBIC +

12. YTo MOHUMAIOT TIOJT CITY’KEOHBIM TIOJIEM:

a) MECTO, KOTOPOE HE 3aHATO PEKBU3UTAMU

0) MECTO B IOKYMEHTE, KOTOPOE HE 3aHATO PEKBU3UTAMH, 3a HCKIIOYCHUEM PEKBHU3UTOB 1, 2, 3,
4, 5, 18, u mpeAHa3HAYEHO MJIs1 3aKPEIICHHS JOKYMEHTA B TEXHUYECKHUX CPEJICTBAX XPaHEHHUS +
B) MECTO B JJOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMU, 33 UCKIIOUEHUEM HEKOTOPBIX HIOAHCOB

13. Yro Takoe OJIaHK TOKYMEHTA!

a) cTaHJApTHBIN JUCT OyMaru, Ha KOTOPOM BOCIIPOM3BOAUTCS MOCTOSIHHAS UH(OPMALIUS
JOKYMEHTa U €CTh MECTO [yl IEpEeMEHHON HHpOopMaIiu +

0) HecTaHAapPTHBIN JUCT Oymaru, Ha KOTOPOM BOCIIPOU3BOAUTCS OCTOSTHHAS MHPOpMAITHS
JOKYMEHTa ¥ €CTh MECTO I IEPEMEHHON HHPOPMAIIIH

B) 00a OTBETAa MPABUIILHBIC

Tect No2
[IpaBuna oopmIIeHUSI OCHOBHBIX PEKBU3UTOB.

JIOKyMeHT — 2TO:
1. 3aukcupoBaHHast HA MaTepUAIbHOM HOCHUTENE HHPOPMALUS C PEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UACHTU(DHUIIMPOBATS.
2. Hocurens nHpopManum, NCHOIb3yEMON B IIENAX PEryIMPOBAHUS COLMATBHBIX
OTHOILIEHUH.
3. Uadopmanus, 3apukcupoBaHHas JTIOOBIM CIIOCOOOM Ha JIH0O0M HOCHTEIE.
2. TloJJIMHHMK TOKYMEHTA — 3TO:
1. IlepBelii WM €IMHCTBEHHBIN IK3EMILISAP JOKYMEHTA.
2. DK3eMIUIIp TOKYMEHTA, C KOTOPOTO CHSTA KOIUS.
3. FOpuanueckas cuia JOKyMeHTa — 3TO:
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1. OcobGenHocTH BHEIIHETO 0(OPMIICHHSI TOKYMEHTA.

2. CBUAETENBCTBO HAJMYUS B JOKYMEHTE MOJIOKEHUI HOPMATUBHOI'O XapaKkTepa.

3. CriocoOHOCTh JOKYMEHTA MOPOKIATh ONPEIeIEHHbIE IPABOBBIE MTOCIIEACTBUSI.
4. Vmeer 11 I0pUIMUECKYIO CHILY IOKYMEHT, OTYYESHHBIH MO (PaKCUMIIIBHOU CBS3U?

1. Jla.

2. [la, o coryianmeHuo CTOpoH HHPOPMAITHOHHOTO OOMEHa.

3. Her.
5. Kakoii u3 nepeunciieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM yJOCTOBEPEHMS?

1. I'pud yrBepkaeHwMs.

2. Ileuyars.

3. OT™MeTKa 0 3aBEpEHUU KOTIHH.

4. Buza cormnacoBaHusl.

5. Ioanwuce.
6. B Kakoif mociaenoBaTebHOCTH JOJDKHBI OBITh PACIONIOKEHB HANMEHOBAHUS B OJIaHKe
nuceMa (uirana opranuzanun’?

1. OTKpBITOE aKIIMOHEPHOE OOLIECTBO.

2. (OAO «Cubuedtn»).

3. ®unman B ropoae XaHTbl-MaHCHUICKE.

4. «Hedtsanas xomnanus “CuGHedTs ».
7. Kakue peKBU3UTHI BKIIOYAIOTCS B OJJaHK UChMa?

1. MecTo cocTaBlIeHUS WU U3IaHUS JOKYMEHTA.

2. 3aroJIOBOK K TEKCTY.

3. HaumeHoBaHKE OpraHu3aliu.

4. ToBapHBIi 3HaK (3HAK OOCITY>)KHBaHUA).

5. HaumeHoBaHue BUJa JOKYMEHTA.

6. Anpecar.

7. CripaBo4HbIE JaHHBIE 00 OpPraHU3aIUH.
8. Ha xakoM 3K3eMIUIsIpe JeI0BOr0 MUChMa, TIOATOTOBIEHHOM JUIsl OTIPABKH aJipecary 1o
[o4Te, IPOCTABIIAIOTCS BU3bI?

1. Ha noyMHHMKe, OTIIpaBIsieMOM ajjpecary.

2. Ha xonuu, nomeniaeMou B 1eJI0 OpraHu3aiiyi.
9. Kaxko# pekBU3UT 0(hopMIiIeH HEIPABUIIHHO ?

1. HaumenoBanue opranu3aiim-aBTopa.

2. CnpaBoYHbIE JaHHBIE 00 OpraHU3aIUH.

3. Jlata nokyMeHrTa.

4. PeructpanlnoOHHBI HOMEp TOKYMEHTA.

5. 3aroyioBOK K TEKCTY.

Tect Ne3

CocraBneHne HHPOPMALMOHHO-CITPABOYHBIX

Marepuaiios

22. JlokymMeHToO0OopOT — 3TO:

Ilepenaya ToKyMeHTa U3 OJTHOM MHCTAHIIMM B JPYTI'YIO B IPOLIECCE €0 PACCMOTPEHHUS.

Z[BI/I)KCHI/IC JAOKYMCHTOB B OpraHnu3alu ¢ MOMCHTA UX CO3JaHUA WIIH NOJYUYCHUA N0 3aBCPUICHUA

HCIIOJIHCHUS UJIN OTIIPABKH.

JIBI>KEHUE KOMIUIEKCA IOKyMEHTOB B IPOIIecCe BHIPAOOTKU, MPUHATHS U UCTIOTTHEHUS PELICHUH.
23. SIBnsiercss nM 3ajauya COBEPILEHCTBOBAHUS (OpPM M METOJOB palbOThl C JOKYMEHTaMU

3amaueii ciyxob1 JJOY?

Ha.

Her.

24. Kakoii JOKYMEHT OTHOCHUTCS K HEPETUCTPUPYEMbIM?
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[Tucemo-3ampoc.

XKanoba rpaxxjanuna.

ComnpoBoAUTEIEHOE TUCHEMO.

Pexnamuoe nucbmo.

25. JlomkeH 5 paboTHUK ciykObl JIOY, OCYIIECTBISIOMNNA KOHTPOJL 32 HCIOJHEHUEM
JOKYMEHTOB, HAIIOMUHATh UCTIOJTHUTEIISIM O TIPUOJIMKEHUN CPOKOB UCTIOTHCHHS HAXOSAIIUXCS Y
HUX TOKYMEHTOB?

Ha.

Her.

1. 26. KakoB MakCHMaJIbHBIM CPOK MCITOJTHEHUST OOpaIeHui rpakiaH?

1. 15 nueit.

2. 30 mueit.

3. 45 nuei.

4, 60 muen.

8. 27. B KakuX JHSIX YCTAHABIUBAIOTCS CPOKH UCIIOJHEHUS JIOKYMEHTOB?

1. B xanenmapHbIX JHAX.

2. B pabounx ansx.

9. 28. KTo MOXeT TepeHeCTH CpOK HWCIIOJHEHUS IOPYYEHHUs, IOJIydCHHOTO W3
BBILIECTOSIIECH OpraHn3aum?

1. PykoBouTens opranu3aiuu, UCIIOIHAIONIEH TOPYUYEHHUE.

2. PykoBouTENb BBIIECTOSIIEH OpraHU3alluH.

3. Cnyx6a JIOY opranuzaiuu, HCTIOTHSIOMIECH MTOPYICHHE.

10.  29. Kakoii w3 Kiaccu(PUKATOPOB MOXKET HCIIOJB30BAThCS TPU  PETHCTPALUN
MOCTYNAIIINX TOKYyMEHTOB?

1. Knaccudukarop m0mKHOCTHBIX JIUIL.

2. Knaccudukarop BUI0B MPOAYKIIHH.

3. Knaccudukarop eaquHuil aqMUHUCTPATUBHO-TEPPUTOPUATBHOTO ACTICHUS.

11.  30. Kakoii TOKyMEHT COCTaBJISETCS NMPU HEOOXOIUMOCTH 3aUKCUPOBATH CIOKHUBIIYIOCS
CUTYAIIMIO WM OOHAPYKECHHbBIC (DAaKThI?

1. [TpoToko.

2. CrnpaBka.

3. AKT.

Tect Ned

Pa3zHoBuaHOCTH ITUCEM.

9. Kakoii pekBU3UT 0(OPMIICH HENPABUIBHO?
1. HaumeHoBaHMe opraHu3alu-aBTopa.

2. CripaBo4HbIe JaHHbIE 00 OpraHU3aIIH.

3. Jlata nOKyMeEHTa.

4. PeructpalluOHHBIA HOMEP JOKYMEHTA.

5. 3aroyioBOK K TEKCTY.
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Temn. (495) 245-18-01; dakc (495) 245-30-00
Trade Ltd.»

OI'PH 1127776500001;

WHH/KIIIT 0112220000/011777000

m., 10,

215080

Poccuiicko-

COBMCCTHOTI'O

«Russian Trust &

r-gy I'.Il. CunopoBy
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10. Kakoii BapuaHT 0(OPMIICHHSI CIIPABOYHBIX JAHHBIX 00 OpraHu3aliy U KOJOB B OJIaHKE

opraHu3aluu sABJIACTCA IIPaBHUJIbHBI

1. OO0m1ecTBO ¢ OrpaHUYEHHOM 2. OO011ecTBO ¢ OTpaHUYEHHOM
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»
117312, Mocksa, yn. @epcmana, 1. 5/1 VY. depcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; daxc 721-19-00; Ten. (495) 721-33-33; dakc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001, OKIIO 2356447; OI'PH 1127776500001,
WHH/KTIIT 0112220000/011777000 WHH/KIIIT 0112220000/011777000
Ne Ne
Ha Ne OT Ha Ne OT




11. Yro momkeH caenarh paOOTHUK OpraHHU3AINH, BUSHPYIOMUNA JOKYMEHT, €CJIH OH HE
COTJIACEH C €r0 COJAEPKAHUEM?

1. OTka3aTbCsl OT BUBUPOBAHUS JOKYMEHTA.

2. 3aBU3UpOBATh JOKYMEHT, BbIPAa3UB CBOE MHEHHUE.

12. Kaxkoii BapyaHT 3aroJIOBKa K IMICbMY BbI CYMTACTE MTPABUIHHBIM?

1. O noroBope MOCTaBKHU.

2. O HeBbINOIHEHUH JoroBOopa noctaBku oT 12.08.2005 Ne 45/67.

3. O HEBBINIOJIHEHUH JOTOBOPA.

13. Kaxk gomkHa ObITH 0(hOpMIIEHA TIOIHCH, €CIIH 3aMECTHTEh PYKOBOIUTENST OPraHU3aIin

HUMECT NpaBO MOANMUCHIBATE JOKYMEHTBI BMCCTO PYKOBOAUTEIIA B ClIydac€ €ro BpEMCHHOI'O
OTCYTCTBHS?

1. I'enepasibHBIN AUPEKTOP ITonnuce JL.U. CagukoB
2. 3aM. TeHEpaIbHOTO JUPEKTOPA [Tonnuce O.I1. PemusoB
3. W.o0. reHepanbHOrO AUPEKTOPa [Toanuce O.I1. PemusoB

14. Kak nomkHa ObITh 0(popMIIEHA TIOMUCH B MUCbME, €CIIM KOMMEPUYECKUM TUPEKTOP (PUPMBI
(H.!. CtapkoB) Hax0IUTCs B OTIYCKE, a HCTIOJHEHUE €ro 00S13aHHOCTEH MPUKA30M BO3JIOKEHO
Ha 3amecTuTens kommepueckoro aupekropa (E.[. Tabakosa)?

1. KoMmmepueckuii TUpeKTop [Togmucr  E.JI. TabGakoB
2. 3aM. KOMMEPUYECKOTO IUPEKTOpa [MTogmucy  E.JI. TabGakoB
3. W.0. KOMMEpYECKOTO JUPEKTOpa [Togmucy  E.JI. TabGakoB

15. HyXHo J1u 3aBepATh NeyaThio OpPraHU3aLnu PUKa3bl PYKOBOIUTENS?
1. Ha.

2. Her.

16. Kakoe nucpMo 3aBepsieTcs eyaTbio?

1. 'apanTHitHOE IMCBHMO.

2. KoMMepueckoe npeyioKeHHE.

3. [Mucemo-npockoa.

17. Kaxkoii BapuaHT 0(hopMIICHHUS PE30JIIOLUU PYKOBOAUTEINS SBISETCS MPABUIbHBIM?



1. Kpasyosy M.11. 2. Kpasyogy M.I1.
IIpowty noocomoeums 3aKaroueHue K IIpowy paccmompems.
18.04.2007.

Tloonucws pyxosooumens

Iloonucwv pykosooumens
10.04.2007
10.04.2007

18. Kaxkoii BapraHT 0(hOpMIICHUSI OTMETKH O HAJTMYUH MPHIIOKEHHSI B COMTPOBOIUTEIIEHOM
MUCbME SIBJISIETCS IPABUIIbHBIM ?

1. [lpunoxxenue: ynoMmsuyroe Ha 3 1. B 1 3k3.

2. IIpunioskeHue: o TeKCTy Ha 3 JI. B 1 2K3.

3. ITpunoxenue: Ha 3 1. B 1 3K3.

19. Jlo/DKeH M MCIIOJTHUTEh, TTOATOTOBUBIINE TEKCT MMChMa, BU3UPOBAThH JOKYMEHT?
1. Ma.

2. Her.

20. Kakue HOpMBI IPUMEHSIIOTCS ISl pacyeTa YHCICHHOCTHU AEJIONPOU3BOICTBEHHOTO
nepcoHaia’?

1. HopMbI BBIpaOOTKH.

2. Hopmbl BpeMeHH.

3. HopMms! ynpaBnsieMoCTH.
4. Hopmbl 00OCITy>KUBaHHUS.

21. Kaxoii BapuaHT GOpMYITHPOBKH IMyHKTa PACHOPSAIUTENLHOM YaCTH MPUKa3a SIBISIETCS
MpaBUIbHBIM?

1. 'maBHOMY OyXranTepy MOArOTOBUTH U NMPEJCTABUTH Ha YTBEP)KICHUE CMETY pacXo/I0B Ha
KOMaHJUPOBKH
B 2007 r. B cpok o 20.01.2007.

2. I'maBromy Oyxrantepy JAmutpueBy I1.JI. mOArOTOBUTH U MPEACTaBUTH HA YTBEPKICHHUE CMETY
pacxo10B Ha koMaHupoBku B 2007 1. B cpok g0 20.01.2007.

3. 'maBrOMYy Oyxrantepy OOO «Arary I1.JI. JIMuTpueBy moaroToBUTh U MPEICTABUTH HA
yTrBepxkaAeHuE B cpok 110 20.01.2007 cmeTy pacxo10B Ha KOMaHIUPOBKHU
B 2007 r.



4. IlopyuuTs rnaBHomy Oyxranrepy Jmurpueny I[1.JI. moarotoBuTh U npeacTaBUTh Ha
yTBepkieHue B cpok J10 20.01.2007 cMmeTy pacxo10B HA KOMaHAUPOBKHU
B 2007 r.

Tect N5
[Ipukassl IO TMYHOMY COCTaBY.

1. Ha ocHoBanuu 4ero o(popMIISIOTCS MPUKA3bI TI0 TJUYHOMY COCTaBy?
a/ Ha OCHOBaHMH 3asiBICHUS paOOTHHKA,
6/ co cioB paboTHUKA.

2. Cpok XxpaHEHHs PUKA30B I10 JINYHOMY COCTaBY.
a/ 75 ner,
6/ 10 ner.

3. Ha xoro 3aBouTcst TpyZOBask KHIKKa?
a/ Ha OCHOBHBIX PaOOTHHUKOB,
0/ Ha coBMecTHUTeEeH.

4. VX Kakux pa3zeinoB COCTOUT TPYIOBasi KHUKKA?
a/ cBeneHus 0 pabOTHUKE,

0/ cBeneHus o padore,

B/ CBEJIEHUS O HAarpaX/IEeHUH,

r/ CBEICHUS O B3bICKaHHH.

5. Kakue 1oKyMeHTBI OTHOCATCS K JOKYMEHTaM JINYHOTO cocTaBa?
a/ 3asgBJICHUE,
0/ mpukas,
B/ CIIpaBKa C MECTa KUTEJIbCTBA.
Tect Neb
TpynoBoit 70roBop.

1. B TpyI0BOM TpaBe MUCHMEHHBIH JOKYMEHT — COTJIAIIICHUE MEXTy PAOOTHUKOM U
paboToaaresieM, KOTOPOE YCTAHABIIMBACT UX B3aMMHBIC TIPaBa U 00S3aHHOCTH:

a) TPyIOBOIi JOTOBOp +

0) TpyZAOBO# KOHTPAKT

B) JIOTOBOp TpyAa

2. IIpu HEYAOBIETBOPUTEIILHOM PE3YJIbTaTe UCIIBITAHUS paboTOIaTeNh UMEET MPaBO
PacTOprHyTh TPYAOBOM JOrOBOP B T€UEHHE UCTIBITATEIILHOTO CPOKA, IPEAYNpPEIUB pabOTHUKA!
a) He MO3/JHEe YeM 3a TPH JIHS B YCTHOH (opme

0) B mMCbMEHHOM (opMe HE MO3AHEE YeM 3a TPH JHs ¢ yKa3aHUEeM MPUYHH OTPHIATEIbHOM
OLIEHKH +

B) HE MO3/IHEE YeM 3a YEThIpe JHSA B YCTHOH popme

3. IIpu npekpallieHuu TPyJ0BOTrO JOTOBOpa paboToAaTeNb 00s3aH BbIIaTh PAOOTHUKY TPYAOBYIO
KHUXKKY B:
a) TeueHue 5-u JHel Mocie yBOJIbHEHUs



0) TeueHHe HEeIeH MOCTIe YBOJIbHEHUS
B) JIEHb YBOJIbHEHUS +

4. Tpynooii konekc Poccuiickoii denepariu mpeaocTaBiIseT NpaBo pabOTHUKY PACTOPTHYTh
TPYJAOBOM JOTOBOP B TEUEHUE UCTILITATEILHOTO CPOKa:

a) eciu paboTa He SBJISIETCS ISl HEro MOAXOIAIIEH, peIylpeIuB padoToaTess MICEMEHHO 3a
TpH JHA +

0) TpynoBoii kogekc Poccutickoit @eneparuu He MPeIOCTABISIET PAaOOTHUKY TAKOE IPABO

B) B TEUCHHE UCTIBITATEIIFHOTO CPOKa Ha paOOTHUKA HE pacnpocTpansercs TpynoBoi Koieke

5. B xakom pa3zMepe BBIIIIIaUMBAETCS BBIXOAHOE TOCOOUE MPU PACTOPKEHUH TPYIOBOIO
JIOTOBOPA B CBSI3M C BOCCTAHOBJIEHHEM Ha paboTe pabOTHHKA, paHEe BHITIOHSBIIETO ATY paboTy:
a) B pa3Mepe CpeTHEMECIUYHOTO 3apadoTKa

0) B pazmepe 3-MecIuyHOTo 3apaboTKa

B) B pa3mepe 2 -X HEJIEJIbHOTO CpeIHero 3apadoTka +

6. KakoBa HOpMaspHas IPOJAOKUTENBHOCTh pad0Yero BpeMEeHHU:
a) 50 4acoB B HEJIETIO

0) 40 gacoB B Henemo +

B) 30 yacoB B HEJEIIO

7. KakoBa npo0KUTETbHOCTD JOTIOTHUTEIHHOTO OTITYCKA JJ1 PAOOTHUKOB C
HEHOPMHUPOBAHHBIM PA0OUYUM JTHEM:

a) HE MEeHee 5 KaJICHIapHBIX JHEH

0) He MeHee 15 kajneHaapHbIX THEH

B) HE MEHee 3 KaJeHAapHBIX JTHEH +

8. KakoBa mpeiesibHO IOMyCTHUMast TPOI0KUTENIHOCTh CBEPXYPOUHBIX padOT B TEUEHHE TO/a:
a) 120 gacos +

0) 160 yacor

B) 180 vyacoB

9. Cpok perucTpaiyy TpyJaI0Boro gorosopa ¢hus/ jamil.- padoToaTeeM:
a) 10 nuei

0) 3 nHs

B) 7 mHei +

10. Korna TpynoBoii JoroBop He 00si3aTeNieH B MUCbMEHHOU (hopme:
a) OpraHu30BaHHBINH HAOOp paOOTHUKOB

0) TpyAOBO# AOTOBOP C MOJIOJIBIM CIIELIUATHCTOM +

B) TPYZOBOI1 IOTOBOP C HECOBEPIICHHOJIETHUM PaOOTHUKOM

11. Tne perucrpupyercs TpyA0BO# JOTOBOP, KOTOPBIN 3aKITHOYACTCS ¢ (PU3NIECCKUM JIUIIOM-
MPEIIPUATHEM

a) B TOCYJapCTBEHHOM (OH]IE 3aHATOCTH +

0) B HAJIOTOBOM CITy>K0e

B) B IEHCHOHHOM (POH]IE

12. Kem pa3pabatbiBaeTcsi U IPUHUMAETCSl KOJUIEKTUBHBIN JIOTOBOP:
a) Ha ceccun PeepaIbHOrO COOpaHUs
0) Ha 0011el KOH(pEepEeHIIUN TPYAOBOTO KOJUIEKTHBA +

B) Ha pedepeHyme



13. CropoHamu 3aK/IH04YE€HHS KOJUIEKTUBHOIO JJOTOBOPA SIBJISIFOTCSL:

a) COOCTBEHHUK WJIM JIULO UM YIOJTHOMOUYEHHOE U TPYJOBON KOJUIEKTUB +
0) mpenceaarensb MPo(CO3HOTO KOMUTETA U pAOOTHUKH

B) KOMHUTET I10 TPYIOBBIM CHIOPaM U paOOTHUKH

14. MomeHTOM Hayvaja JACHCTBUS TPYIAOBOTO JOTOBOPA CYUTACTCS:
a) uepes 5 aHel mocine noAnuCcanus

0) uepes 10 mHEH MOCIIE MOANUCAHUS

B) TOCJIE TOCYaPCTBEHHOM perucrpanuu +

15. UcnpiTanus npu npueMe Ha paboTy He IPUMEHUMO K:
a) paboTHukam 10 18 et +

0) UHBAIHIaM

B) BOCHHOOOSI3aHHBIM

16. [leiicTBHE KOJUIEKTUBHOTO JIOTOBOPA MPEATPUSITHS PACTIPOCTPAHIETCS Ha:
a) TOJIbKO Ha BPEMEHHBIX pabounx

0) Ha BcexX WIEHOB (CyOBEKTOB) MpeaIpUsITUS +

B) TOJIbKO Ha aIMUHHUCTPAIUIO

17. He sBnsiercst rapanTueii odbecrieueHus npas TpaxkaaH Ha TPYI:
a) CBOOOTHBIN BBIOOD BH/IA IEATEITLHOCTH

0) paBEHCTBO TPYJIOBBIX MPaB I'PaKIaH

B) pacoBasi MPUHAIJICKHOCTH +

18. OauH U3 BUIOB TPYIOBOTO JOTOBOPA MO CPOKaM JICHCTBUA:
a) KpaTKOCPOYHBIH

0) CpOUHBIN +

B) CPEIHECPOYHBIN

19. Oaun U3 BUIOB TPYJIOBOTO JOTOBOPA MO CPOKaM JICHCTBUA:
a) CpeITHECPOYHBIN

0) Ce30HHBIM

B) OECCpOYHBIH +

20. OauH U3 BUJIOB TPYIOBOTO IOTOBOPA MO CPOKaM JIEHCTBUS:
a) CE30HHBIN

0) Ha BpeMsl OTIpeICIICHHON paboThI +

B) JIOJITOCPOYHBIN

21. IIpu npueme Ha paboTy He TpeOyeTcsl TOKYMEHT:
a) CBUJICTEIBCTBO O POKIACHUH +

0) TpyaoBast KHHXKKa

B) JUILIOM

22. Tlo o61emMy npaBuIy CPOK UCIIBITAHHS MTPU MPUHATHH HA paOOTy HE MOXKET MPEBBINIATh:
a) 4 mecsira

0) 3 mecsa +

B) 1 MecsI

23. McnpITaTeNbHBIN CPOK ATt pA0OYUX COCTABIISET:
a) 2 Henenu



0) 5 mecsiieB
B) |1 mecsn +

24. TpynoBOil 10roBOp MOKET MPEKPATUTCS 110 UHUIIUATUBE:
a) COTPYJIHUKOB TOJUIIUN

0) cobcTBeHHMKA +

B) HauaJbHUKA OT/EJIa KaJpOB

25. TpyioBOil 10roBOp MOKET MPEKPATUTCS 110 UHUIIUATUBE:
a) MpoKypopa

0) HauaJbHUKA OT/EIIa KaIpoB

B) paboTHHKa +

26. TpynoBoil 10roBOp MOKET MPEKPATUTCS 110 UHUIIUATUBE:
a) Ha4YaJIbHUKA OT/IeJIa KaJapoB

0) nmpodcoroza +

B) CyIbH

27. llepeBoa paOOTHUKA HA JPYTrO€ MPEANPUSTHE, HIIA TIEPEBOJ] HA IPYTYIO JOJIKHOCTh
BO3MOYHO TIPH:

a) corjacuu paboTHHKA +

0) CTPOTO MO PEIICHUIO TPYAOBOTO KOJUICKTHUBA

B) HEOOXOMMOCTH pabodero mpoiecca

28. JlomyckaeTcst 11 pa3iesieHue OTIYCKa Ha YacCTH:

a) JIOIYCKAETCs 10 KEJIAaHUI0 paOOTHUKA

0) HE ToTyCKaeTCs

B) JIOTIYCKAETCsI TIO COTJIAIICHUIO MEXTy paOOTHHUKOM U paboTomaresem +

29. KakoBbI CpOKH BBITIIATHI 3apab0THOM TUIATHI:
a) He peke YeM Kak[ple ojamecsa +

0) HEe pexe YeM OJUH pa3 B MECHIII

B) HE pexXe 4YeM pa3 B HEJEIIO

30. JIumo MOXKeT caMOCTOSATEIBLHO 3aKIF0YaTh TPYI0BOM JOTOBOP B BO3pacTe:
a) ot 18 jer

0) ot 16 et +

B) OoT 14 ner

Tect Ne7

Pel"I/ICTpaI_[I/IH, Y4€T 1 UHACKCUPOBAHUEC NOKYMCHTOB.

3aganue Nel

Kakue moKyMeHTBI OBEPraloT perucTpanuu’?
Bri6epute ouH U3 4 BAPHAHTOB OTBETA:

1) BHyTpeHHUE, BXOIAIINE

2) BXOJSIINE, HCXOISIINE

3) TOJILKO BHYTPCHHHUE

4) mnpaBWILHOTO OTBETA HET

3aganue Ne2



[Touemy Ha makeTax (KOHBEpTax) ¢ KOH(MUACHIUATHLHBIMU TIOKYMEHTaMHU HE MPOCTABISIOT rpu

KOH(HUICHIINATBHOCTH?

Bribepure oauH u3 3 BApHAaHTOB OTBETA!

1) rpud npocraBisOT Beeraa

2) 4T0OBI HE IPUBJICKATh BHUMAHHUSI

3) T.K. 3TO HE MMEET HUKAKOTO 3HAUYCHHSI, BAYKHO JIUIIb COJICP)KAHUE KOHBEPTA

3ananue Ne3

UYro nenath ¢ OMMO0YHO MPHUCIAHHBIMUA KOH(PHUICHIINATBHBIMHA JOKYMEHTaM#?

Bribepure HECKOIBKO U3 3 BapHaHTOB OTBETA!

1) IX Hy»HO BBIOPOCHUTB

2) VIX Hy)KHO OTIIPaBUTh OOPATHO

3) I1o coriacoBaHUIO ¢ OTIPABUTENIEM MIEPECIIaTh B HY)KHBIH ajpec

3ananue Ne4

Ha uTto OyayT cchimatbest MpH perHCTPaiy BXOASAIINX TOKYMEHTOB, TIOTEHIIHAIBHO

coJiepXKaiiux KOHPUACHIINATbHYIO0 HHPOPMAITHIO?

Br16epute HECKONBKO U3 4 BAPUAHTOB OTBETA:

1) na I[lepeuenp

2) Ha peuIeHUue PyKOBOAUTEIS

3) Ha 3IpaBblii CMBICIT

4) na Hanuyue rpuda, KOTOPbIN 00s3aH TOCTABUTH OTIPABUTEb

3ananue Ne5

[epeuncnute BapraHTHl YIAKOBKH ITaKeTa ¢ KOHQUICHIINATFHBIMU JIOKYyMEHTAMHU

3anuInTe OTBET:

1) Ortser:

3amanue Neb

Yro npoucxoauT ¢ KOHUAESHINATBHBIMU JOKYMEHTaMHU, KOTOPbIE HE HCIIOJIHEHBI B TEKYIIEM

JeTI0TIPON3BOACTBEHHOM oty ?

BriGepute onuH U3 3 BapuaHTOB OTBETA:

1) uX YHHYTOXKAIOT

2) MX IEPEBOAT VISl HCIIOJHEHUS B HOBOM JICJIONIPOU3BOJICTBEHHOM T'OJTy

3) TaKOM He0OXO0AMMOCTH HUKOI'/Ia HE BO3HUKAET, T.K. OPraHU3alul 00s3aHbl BCE UCTIOIHUTh B
TEKYLIEM IOy

Samanue Ne7

Yro noapaszymeBaeT FKCHEeIUIIMOHHAs 00paboTKa?

Bribepure oauH n3 4 BapMaHTOB OTBETA!

1)yder u perucTpanuio BXOASIIUX MAKETOB U JJOKYMEHTOB

2)y4eT U PErUCTPAIMIO HCXOISIIUX MTAKETOB M JIOKYMEHTOB

3)u To U Apyroe

4)npaBHIBHOTO OTBETA HET

3amanue Ne8

CrouT 1M NPUHUMATh HaJIOPBAHHBIH MakeT (KOHBEPT) ¢ KOH(PHICHIIMATIbHBIMHA JOKYMEHTaMH,

€CIIM OH aJIpeCcOBaH B Ballly OpraHu3aluo?

Bribepure oauH 1n3 3 BApMaHTOB OTBETA:

1) Het, HE CTOUT, HY)KHO COCTaBUTH aKThl U BEPHYTh 0OPaTHO

2) na, CTOHT, HO COCTAaBHUTh aKThI

3) HerT, He CTOUT MPUHUMATh, U AKThl COCTABIISITh TOXKE HE CTOUT

3aganue Ne9

Kakast oTMeTKa 10JKHA CTOSATH B JKypHaJle yueTa BXOIAIINX JIOKyMEHTOB, €CITU

KOH(UICHIIMATBHBIN JOKYMEHT MPHILEI ¢ COMPOBOJUTEIBHBIM TMCHMOM, KOTOPOE, B CBOIO

ouepeib, He COIEPKUT KOH(DUACHIIMAIBHOW HHPOpMaLuu?

Bribepure oauH u3 3 BApMaHTOB OTBETA:

1) conmpoBOAMTENIFHOE MUCHMO HE HY)KHO PErUCTPHPOBATH



2) "Oe3 MpHUIOKEHUS HE KOHPHICHIUAIBHO"

3) THUCBMO PETHCTPUPYIOT OTACIBHO, & MPUIOKEHHE OTACITBHO
3ananue NelO

3a 4To OTBEYAET CiTy:k0a KOHPUACHIIUATHLHOTO JEIONPOU3BOICTBA?
Bribepure HECKOIBKO U3 4 BapHaHTOB OTBETA!

1)3a y4er u perucTpanio KOHQUICHIIHATBHBIX JOKYMEHTOB

2) 3a mepeiady JOKyMEHTOB MEXK]y UCTIOJIHUTEIISIMU

3) 32 KOHTPOJIb 32 CPOKAMH MCIIOJHEHUS JOKYMEHTOB

4) npaBUJILHOTO OTBETA HET

3ananue Nell

Kakwne moxkymMeHTBI OepyT Ha MHBEHTApHOE XpaHeHHE?

3anumIuTe OTBET:

1) Otser:

3ananue Nel2

O0s13aTenbHO JIM BECTH JIBAa OTJCIBHBIX KypHaa Ul y4eTa MakeToB KOH(OUICHIINAITBHBIX
JOKYMEHTOB M CAMHX JIOKyMEHTOB?

Bri6epute o/1uH U3 2 BApHaHTOB OTBETA:

1) it}

2) HET

OTBETHI:

#1(10.) 4
#2(106.) 2
#3(16.) 2,3
#4(106.) 1,2
#5(10.)
#6 (10.)
#7(10.)
#3(106.) 1

#9(16.) 2

#10 (16.)1, 2, 3

#11 (1 6.)OTBeT = cOpOIIIOPOBAHHBIE JOKYMEHTHI, YEPTEHKH, )KYPHAIIbI yueTa
#12 (1 6.)2

OTBeT = oJluHapHOE MAKEeTUPOBAHUE, TBOMHOE TAaKETUPOBAHUE
2
3

Tect Ne&
Homenknatypa gen opranu3zaiuu.

3amanue Ne 1

Ha npakTtuke HOMEHKIaTypa €] pacCMaTPUBAETCS KaK

Bri6epute HECKONBKO U3 3 BAPUAHTOB OTBETA:

1) OTUeTHBII JOKYMEHT

2) y4eTHBIA JOKYMEHT

3) MJIaHOBBIM TOKYMEHT

3amanue Ne 2

Kaxue npuzHaku 3aBefieHHs 1€7 UCIIOJIb30BaHBI B CIEAYIOIIEM 3aroJIOBKE Jiea
«/loKkyMeHTBI O IpOBEEHUY aTTECTALIMU COTPYIHUKOB (TUIaH, TPOTrpaMMbl, IPOTOKOIbI
3acelaHUH aTTECTAIIMOHHON KOMUCCHH)»

Bri6epute HECKONBKO U3 5 BAPUAHTOB OTBETA:

1) mpeaMeTHO-BOIIPOCHBIH

2) HOMUHAJIbHBIN
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3) aBTOpCKUiA

4) XpOHOJIOTUYECKUM

5) KOppECOHIEHTCKUI

3ananue Ne 3

Kakue npusHaku 3aBeieHUs JIe]1 UCIIOJb30BaHbl B CIIEIYIOIIEM 3aroJIOBKE Jeia
«OKypHan perucrpanuu nocTynarwumx JOKyMEHTOBY

Bribepure HECKOIBKO U3 5 BapUaHTOB OTBETA!

1) xpoHOJIOrNYECKUit

2) aBTOPCKHIA

3) KOpPECIOHIEHTCKUI

4) HOMUHAJIbHBIN

5) npeAMeTHO-BOTPOCHBIH

3ananue Ne 4

Kakoii 13 BUJI0B HOMEHKJIATYpBI A€l ABJISETCS HOPMATUBHBIM JOKYMEHTOM
Bri6epute o1uH U3 3 BapMaHTOB OTBETA:

1) uaIMBUAYaTbHAS

2) npuMepHas

3) TumoBast

3ananue Ne 5

Kakoii 13 BU10B HOMEHKJIATYphI JeJ CO3AAeTCs Ha MPEANpUITUI

Bri6epute oiuH 13 3 BapMaHTOB OTBETA:

1) mpumepHas

2) UHAMBUAYATbHAS

3) TunoBast

3amanue Ne 6

Kakwue npusHaku 3aBefieHUs JIe]1 HCIOJIB30BaHbI B CIIEYIOIIEM 3aroJIOBKE Jera
«[Ipukasbl reHepanbHOTO AUPEKTOPA MO AAMUHUCTPATUBHO-XO3SHCTBEHHON ACSITEIbHOCTH
BriGepuTe HECKOIBKO U3 5 BapHaHTOB OTBETA:

1) mpeaMeTHO-BOTIPOCHBIH

2) KOpPECTOHACHTCKUI

3) aBTOpCKHIA

4) HOMUHAJILHBIN

5) XpOHOJIOTHYECKHU I

3amanue Ne 7

Brigenenue e nmo Ha3BaHUIO OpraHU3aUH, KOTOPOH OYIyT aapecoBaHbl UK OT KOTOPOH
OyIyT MOJy4eHbl JOKYMEHTHI - OCHOBA

Bri6epute ouH U3 4 BApHAHTOB OTBETA:

1) HOMMHATTBFHOTO MIPU3HAKA 3aBE/ICHUS Jell

2) aBTOPCKOTO MpHU3HAKa 3aBEJICHUS JET

3) mpeIMeTHO-BOMIPOCHOTO MPU3HAKA 3aBEICHUS AeT

4) KOpPECMOHIEHTCKOTO MPU3HAKA 3aBEICHHUS JIe

3ananue Ne 8

Kakoii 13 B1I0B HOMEHKJIATYpPHI JIe]l HOCUT PEKOMEHIaTeNbHBII XapaKkTep
Bri6epute ouH U3 3 BapHaHTOB OTBETA:

1) TunoBas

2) npuMmepHas

3) uHAMBUAYaTbHAS

3amganue Ne 9

Homenknarypa aen - 3To

Bri6epute ouH U3 4 BApHAHTOB OTBETA:

1) mepeueHs HAMMEHOBAHUH JIeJ1, 3aBOIUMBIX B OpraHH3AIUH
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2) rpynnupoBaHUE UCIIOIHEHHBIX JOKYMEHTOB B JI€]Ia

3) oT6Op JOKYMEHTOB Ha TOCYAAPCTBEHHOE XpaHEHHE

4) cucreMaTH3anus JIell, CO3IaHHBIX B OpraHU3aluH

3ananue Ne 10

Lenb co3raHust HOMEHKIIATYpPhI 1€l

Bribepure HECKOIBKO U3 5 BapUaHTOB OTBETA!

1) yueTHO-cIipaBoYHasi CUCTEMaA JUIs MOCJIEAYIONIETO IOUCKa JIeN CO CpokaMH XpaHeHus 1o 10
JIET BKIOYUTEIBHO

2) OCHOBHOM YYETHBIH JJOKyMEHT B TEKYILEH paboTe ¢ JOKyMEHTauuen
3) ycTaHOBJIEHHE €JMHOTO COCTaBa JIeJl C OJJMHAKOBOW HyMepalueu

4) 3akperieHue Ki1accuuKaluy, TpyMnInupoBKa UCTIOJHEHHBIX JOKYMEHTOB B Jieja
5) eAMHCTBEHHOE CPEACTBO yUeTa NMePeXoAdIuX JAel

3ananue Ne 11

Brigenenue nen no gare, K KOTOpoil OTHOCATCS JOKYMEHTHI Jejla - OCHOBA
Bri6epute o1uH 13 4 BApHaHTOB OTBETA:

1) reorpaduueckoro npusHaka 3aBeI€HUS 1€l

2) XpOHOJIOTUYECKOTO NMPU3HAKA 3aBEICHUS eI

3) mpeIMEeTHO-BOIIPOCHOTO NMPU3HAKA 3aBEICHUS eI

4) HOMUHAJIBHOTO MPU3HAKA 3aBEICHUS Jell

3amanne Ne 12

Kaxkoii u3 cneayronmx 3arojJoBKOB OTHOCUTCS K HOMEHKJIATYPE A€, CO3JaHHOM 10
CTPYKTYPHOMY THITY

BriGepute onuH U3 3 BapuaHTOB OTBETA:

1) mpaBoBOe€ yrpaBiieHHe

2) KOHTPOJIb COOMIOACHUS ACHCTBYIOIIETO 3aKOHOIATEIHCTBA

3) nmpaBoBoe obecrieueHne

3amanme Ne 13

Kakwue npusHaku 3aBeZieHHsI Ie]T UCIIOJIb30BaHbl B CIIEIYIOIIEM 3aroJIOBKe Jena
«l"onoBoii puHaHCOBBIN M1aH Ha 2011 rom»

Bri6epute HECKONBKO U3 5 BAPUAHTOB OTBETA:

1) aBTOpCKMIA

2) mpeaMeTHO-BOTIPOCHBIH

3) KOpPECIOHICHTCKHUI

4) HOMUHAJILHBIN

5) XpOHOJIOTHYECKHU I

3aganue Ne 14

Brigenenue aen no Buay JOKyMEHTa - OCHOBA

Bri6epute ouH U3 4 BApHAHTOB OTBETA:

1) mpeIMeTHO-BOIIPOCHOTO MPU3HAKA 3aBEICHUS eI

2) aBTOPCKOTO MpHU3HAKa 3aBEJICHUS JET

3) KOpPECOHEHTCKOTO NMPU3HAaKa 3aBeIeHHs JIel

4) HOMHHAIILHOTO MPU3HAKA 3aBE/ICHUS JelT

3ananue Ne 15

Ha nepBoM stamne pazpaboTKu HOMEHKIATYpPHI A€

Bri6epute HECKONBKO U3 3 BAPUAHTOB OTBETA:

1) aHaMM3UPYIOTCSI HOMEHKIIATYPBI JelT 32 MPEIbIAYIIUE TOIbI

2) U3y4arTcsa JOKYMEHTHI MPEANPUSATHUS

3) BezpeTcst onpoc pabOTHUKOB O 3aBOJIUMBIX B OpraHU3aIMH Jeax
3aganue Ne 16

Ha BTOpOM 3Tamne pa3paboTki HOMEHKJIATYPHI 1€ MPOUCXOIUT
Bribepute ouH U3 3 BapHaHTOB OTBETA:

1) cucremaTu3aius 3arojJ0BKOB



2) hopmynupoOBaHUE 3aTOJIOBKOB JIEIT

3) pa3paboTka Ki1accu(PUKAITMOHHON CXEMBbI
3ananue Ne 17

Boienenue e no KpaTkoMy COAEPKaHUIO JOKYMEHTOB Jieja - OCHOBA
Bribepure oquH 13 4 BApHAHTOB OTBETA!

1) XpOHOJIOTNYECKOT0 MPU3HAKA 3aBEICHUS €T

2) npeAMETHO-BOIIPOCHOTO MPU3HAKA 3aBEACHUS JIElT
3) reorpaduyeckoro npru3HaKa 3aBeACHUS JIeT

4) HOMMHAJIBHOTO MPU3HAKA 3aBEACHUS Jell
3ananue Ne 18

PazpaboTka HOMEHKIATYpHI Je) BKIIOYAET B ce0s
Bri6epute o1uH U3 3 BapMaHTOB OTBETA:

1) Tpu sTana

2) nBa »Tamna

3) yeTbIpe dTana

3amanue Ne 19

Kakwne npusHaku 3aBeJIeHUs 1€ HCTIOJTB30BAHbI B CIIEAYIOIIEM 3aroJIOBKeE Jeria
«KBapTanmpHBIE OTYETHI TEPPUTOPUATBHBIX OPTaHOB O MOBBIIICHUH KBATH(DUKAITUN U 00yIeHUN
COTPYITHHUKOBY

Br16epute HECKONBKO U3 5 BAPUAHTOB OTBETA:

1) HOMUHAJIbHBIH

2) aBTOpCKUI

3) XpOHOJIOTUYECKUI

4) mpeaMeTHO-BOTIPOCHBIH

5) KOppECTIOHICHTCKUMA

3amanue Ne 20

Kakwue npusHaku 3aBefieHUs JIe]T UCIIOJIb30BaHbI B CIIEYIOIIEM 3aroJIOBKE Jeia
«[lepenucka ¢ MOaBEOMCTBEHHBIMH TEPPUTOPUATHHBIMU OPraHaMU O MOBBIICHUT
KBaJIM(UKAIMKU U OOY4EHUU COTPYAHUKOBY

Bri6epute HECKONBKO U3 5 BAPUAHTOB OTBETA:

1) HOMUHATLHBIT

2) aBTOpCKUI

3) XpOHOJIOTUYECKUI

4) npeaMeTHO-BOIIPOCHBIM

5) KOppPECTIOHCHTCKHIA

3aganme Ne 21

TaTHOE pacnucaHue SABISETCS OCHOBOM 11 HOMEHKIIATYPHI JIeN, CO3JaHHON 0
Bri6epute oiuH U3 3 BapHaHTOB OTBETA:

1) mpon3BOACTBEHHO-OTPACIIEBOMY TUITY

2) (GyHKUIMOHATBHOMY THITY

3) CTpYKTypHOMY TUITY

3ananue Ne 22

Ha npeanpusarusx, J0KyMeHTbI KOTOPBIX HOJUIeXKAT Nepeaadye B apXuB, HOMEHKIIATypa /el
SBIISICTCS

Bribepure ouH 13 2 BapMaHTOB OTBETA:

1) o0s13aTeNnbHBIM JOKYMEHTOM

2) HeoOs13aTEIbHBIM IOKYMEHTOM

3aganue Ne 23

ITpu pa3paboTke HOMEHKIJIATYPhI JIeJI CPOK XPaHEHUs! JOKYMEHTOB YCTAaHABIINBACTCS
NePBOHAYAIBHO

Bribepure oauH u3 3 BapHaHTOB OTBETA!



1) caMOCTOSITENBHO CITY:KOO0M JIEIOMPOU3BOICTBA

2) B cooTBeTCcTBUU C [lepeyHeM TUTIOBBIX YIPaBIEHYSCKUX apXUBHBIX JOKYMEHTOB,
00pa3yromuxcs B Mpolecce AeITeIbHOCTH TOCYIaPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPABJICHHS U OPraHU3aIUH, C YKa3aHHEM CPOKOB XPaHEHHS

3) 1O PELICHUIO IKCIIEPTHOU KOMHUCCUHI

3ananue Ne 24

KoHKkpeTHBIe CPOKH XpaHEHUS JOKYMEHTOB, HE YCTAHOBJICHHBIC ITEPSUHSMHU U THIIOBBIMH HITH
MPUMEPHBIMH HOMEHKJIATYpaMH JIeJl, yCTaHABINBACT

Bribepure oquH u3 3 BApHaHTOB OTBETA!

1) camocTosITeNBHO CTyX)0a AeTOMPOU3BOACTBA

2) npuKa3 JUpEeKTopa OpraHu3aluu

3) perieHue SKCEPTHOM KOMUCCUHT

3ananue Ne 25

dopmynupoBaHUE 3ar0JOBKOB €T 03HAYaeT

Bri6epute o1uH U3 3 BapMaHTOB OTBETA:

1) ohopmiteHne TaOTUYHOM YACTH HOMEHKIIATYPbI

2) ommcaHUe COCTaBa M COJCPKAHUS JOKYMEHTOB, KOTOPbIE OYAyT pacroyaratbCs B 3TOM Jelie
3) cuctemaruzanus J0KyMEHTOB

3ananue Ne 26

OdopmiteHre HOMEHKIIATYPBI JIeT - 3TO COJepKaHNE

Bri6epute oiuH 13 3 BapHaHTOB OTBETA:

1) BTOporo sTana pa3pabOTKH HOMEHKJIATYpPhI A€

2) 4eTBepTOro ATana pa3paboTKH HOMEHKIIATYPHI eI

3) TpeThero sTamna pa3paboTK HOMEHKJIATYPHI A€l

3amanue Ne 27

OCHOBHBIMH HOPMATUBHBIMU JOKYMEHTaMH, KOTOPBIMH PYKOBOJICTBYIOTCS IIPH CO3JTaHUU
HOMEHKJIATYPHbI 1€, SBIJISIOTCS

BriGepuTe HECKOIBKO U3 4 BApHAHTOB OTBETA:

1) TOCT P 6.30-2003

2) 3akon Ne 000 @3 «O06 apxuBHOM jeie B POy

3) OcHoBHbIE IpaBUIIa pabOTHI APXUBOB OpraHU3AIHi

4) IlepeueHb TUMOBBIX YIIPABICHUYECKUX apXUBHBIX IOKYMEHTOB, 00pa3yIoLIUXCcs B poliecce
NEeSITeIbHOCTH FOCY/IapCTBEHHBIX OPTaHOB, OPIaHOB MECTHOT'O CaMOYIPABICHUS U OpraHu3alui,
C YKa3aHHEM CPOKOB XpaHEHUs

3aganue Ne 28

B xaxom 13 BHUI0B HOMEHKJIATYpPBI JIe]l YCTaHABIIUBACTCS €IMHAs WHICKCAIIHS JIeT
Bribepute ouH U3 3 BapHaHTOB OTBETA:

1) TunoBas

2) UHIUBUAYalIbHAS

3) npumepHas

3aganue Ne 29

Kakwue npusHaku 3aBefieHUs JIeNT UCIIOJB30BaHbI B CIIEYIOIIEM 3aroJIOBKE Jea
«[lepenucka ¢ MOABEAOMCTBEHHBIMU TEPPUTOPHAILHBIME OpraHamu LleHTpanbsHoro
®denepalbHOTO OKpYTa O MOBBINIEHUU KBaTU(PUKAIIUU U 00YIEHUU COTPYTHUKOBY
Bri6epute HECKONBKO U3 5 BAPUAHTOB OTBETA:

1) HOMUHATBHBIH

2) mpeAMETHO-BOIIPOCHBIH

3) XpOHOJIOTUYECKHIA

4) KOppeCIOHICHTCKUI

5) TeppUTOpHATILHBII

3ananue Ne 30

Hazpanwus pasieioB HOMEHKIATYPHI €] BRICTPOEHBI B JOKYMEHTE 10
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BriGepute oiuH U3 3 BapHAHTOB OTBETA:
1) cTeneHn 3HaYNMOCTH
2) ITaTHOMY PACIHUCaHUIO






