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1. MACIIOPT
KOMILJIEKTA OLIEHOYHBIX CPeICTB M0 YU4eOHOI JMCIUIIIMHE
«/lokymeHTanmoHHoe oOecrieyeHne yrpaBieHHUs»
1.1.001mme nosnoxxeHust
KonTponbHo-ouenounsle cpencrsa (KOC) npenHazHaueHsl 1)1 KOHTPOJISI U OLIEHKU
00pa30BaTENbHBIX JOCTHXKEHUIN 00Yy4aroLINXCsl, OCBOUBLIMX MPOrpaMMy y4eOHOM JUCLUIUIMHBIL

«loxymeHTalnoHHOE 00ecrieueHUe yIIpaBICHUS

KOC BkJI104aroT KOHTPOJIBHBIE MAaTEpUaIbl AJIs IPOBEACHUS TEKYIIEr0 KOHTPOJIA U
IPOMEXYTOYHOU aTTecTanuu B popme udepeHIIMpOoBaHHOTO 3a4eTa.
KOC pa3paboTaHbpl B COOTBETCTBHUH C:

obpazoBarenbHoi nporpammoit CI1O no cnenuaabHOCTH

38.02.03 — OnepanoHHas 1eATETHHOCTh B JIOTHCTUKE
O1ieHOYHBIC CPEACTBA BKJIIOYAIOT KOHTPOJIBHBIC MaTepHabl JJISi MPOBEACHHS TEKYIIETO,

pyOeKHOTO KOHTPOJIS, MIPOMEKYTOUHOM (uTOrOBON) aTTeCTAIlK B dhopme
oughghepenyuposannoeo 3auema.

1.2 Pe3yabTaThl 0CBOCHHS THCIUILIHHBI, NO/IEKAIME TPOBEPKe

NePe3ynbrarel 00yueHusi(0cBoeHHbIE yMeHUs, | HanMeHoBaHue 31eMeHTa yMEeHUN/3HaHUi

YCBOEHHBIE 3HaHUS —13 paboueil mporpaMmbl)

Vi 0hOpMIIATh TOKYMEHTAIIMIO B COOTBETCTBUU
C HOpMaTWBHOM  ©0a3oii, B T.4. ¢
HCII0JIb30BaHNUEM MH(POPMAIIMOHHBIX
TEXHOJIOTHH;

y2 OCBaNBaTh TEXHOJIOTHH
aBTOMAaTU3MPOBAaHHON o0paboTKu
JIOKYMEHTaIH;

v3 HCIIOJIb30BaTh yHU(DULIMPOBAHHBIE (OPMBI
JIOKYMEHTOB;

V4 OCYIIECTBIISATh XpaHeHue u MTOMCK
JIOKYMEHTOB;

V5 HCIIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE
TEXHOJIOTUU B AJIEKTPOHHOM
JIOKYMEHTOO000POTE;

31 HNOHATHE, UeNH, 334a4yd M [PUHLUIBI
JIEIIONPOU3BOJICTBA;  OCHOBHBIE  IOHSTHS
JIOKYMEHTAllMOHHOTO o0ecrieyeHus
yIpaBJeHUS;

32 CHCTEMBbI JOKYMEHTALMOHHOTO 00eCTIeYeHNUs
yIpaBJIeHUS;

33 -KJIaCCU(PMKAIMIO JTOKYMEHTOB; TpeOOBaHUS
K COCTaBJICHHIO " 0(hOpMITCHHUIO
JIOKYMEHTOB;

34 OpraHu3aIMio JIOKYMEHTO000pOoTa: TIpHEM,
00paboTKy, perucTparuio, KOHTPOJIb,
XpaHEHUE JTOKYMEHTOB, HOMEHKJIaTypy Jel.




OK 2

YMEHHE  OpraHW30BBIBaTh  COOCTBEHHYIO
JeSITeTIbHOCTD, BHIOUPATh TUIIOBbIE METObI U
CIOCOOBI BBIMOJIHEHUSI MPO(ECCHOHANBHBIX
3aja4, OLEHUBATh HX JPPEKTUBHOCTH U
Ka4eCTBO

OK 4

yMEHUe OCYIIECTBIISATh MIOUCK u
UCTIOJIb30BaHUE MH(MOpMAIMK, HEOOXOIMMOI
JUTSt 3¢ hexTHBHOTO BBITIOJIHCHU S
poeCCHOHATTBHBIX 3ajad,
npodeccnoHaIEHOTO u JTUYHOCTHOTO
pa3BUTHSL.

OK 5

c(OPMUPOBAHHOCTh  TPEJCTABICHUH O
nH(OPMALMOHHON KYJIbTYpE, yMEHUE
aHATM3UPOBATH U OIICHUBATH WHPOPMAITUIO C
HCII0JIb30BaHUEM nH(OPMAaLIMOHHO-
KOMMYHUKAIMOHHBIX TEXHOJIOTUH.

IK 1.1.

[Tpunsitue y4aCTHSI B pa3paboTke
CTPATCTUUYCCKUX n OIICPaTUBHBIX
JOTHCTUYECKUX  IUIAHOB ~ HAa  ypPOBHE
noApazzaeneHust (y4acTka) JIOTMCTHYECKOM
CHUCTEMBI C y4YeTOM IeJied ¥ 3aaa4y
opram3anui B 1eidoM. OpraHu3oBHIBAThH
paboTy 2JI€MEHTOB JIOTHCTUYECKON CUCTEMBI

IIK 1.2.

[InanupoBanue u OpraHu3arus
JOKYMEHTOO0OpOTa B  paMKax YydacTka
JIOTUCTAYECKOU CUCTEMBI. [Ipunarue,
COpPTUPOBKaA u CaMOCTOSITEJIBHOE
COCTaBJICHUE TPeOyeMOM TOKYMEHTAIIUH.

IIK 1.3.

OCYH_IGCTBJIGHI/Ie BLI60pa IIOCTAaBIIMKOB,
MEPCBO34YHKOB, OIMpCaACIICHUC THIIA
MOCPCAHUKOB U KaHAJIOB PACIIPCACIICHU .

I1K 1.4.

Brnagenne MeETOMMKOW TPOSKTUPOBAHUSA,
OpraHM3allil W aHajdu3a Ha  ypOBHE
nojApazaeneHust (y4acTka) JIOTMCTHYECKOM
CHUCTeMBl  VyIpaBIeHUS  3amacaMu |
pacrpeaeauTeabHbIX KaHAI0B

[IK 1.5.

BJ'IaI[eHI/Ie OCHOBaMH OIICPaTUBHOT'O
IJIaHUPOBAHUA )51 opraHusanvin
MaTCPHAJIbHBIX ITOTOKOB Ha ITPOU3BOACTBEC.

IK 2.1.

Yuactue B pa3paboTke HHPPACTPYKTYpHI
mpoiecca  OpraHu3alud  CHAOXKEHUs U
OpraHU3allMOHHOW CTPYKTYpPbl YIpPaBIEHUS
CHaOX€HWEM Ha ypOBHE MOJpPa3AEICHUS
(yyacTka) JOTUCTUYECKON CHUCTEMBI C YUETOM
1eJel 1 3aJ1a4 OpraHu3aliy B 1IEJIOM.

K 2.2.

HpI/IMCHCHI/Ie MCTOHOJIOTUHN MPOCKTUPOBAHUA
BHYTPUIIPOU3BOJACTBCHHBIX  JIOTUCTUYCCKHUX
CUCTCM IIpU PCIICHUU ITPAKTHYCCKUX 3a1a4.

IK 2.3.

Hcnonp30oBaHne pa3idyHbIX MOJEIEH U
METO/IOB YIIpaBJIECHUS 3aacamH.

I1K 2.4.

OcyuiecTBiieHHe  yNpaBieHHUs  3aKa3ami,
3aracamy, TPaHCIIOPTUPOBKOH,




CKJIaIUPOBAHHEM,
YIIAKOBKOM, CEPBUCOM.

rpy3ornepepadboTKoM,

IIK 3.1.

Bnanenue METONOJIOTHEN OILICHKH
3P PEKTUBHOCTH (bYHKIMOHUPOBAHUS
DJIEMEHTOB JIOTUCTUYECKON CUCTEMEL.

IIK 3.2.

CocraBieHne IporpaMMbl U OCYILECTBIICHUE
MOHUTOpPHHTa TIOKa3zarelied paboThl  Ha
YpOBHE 10JIpa3/iesIeHUs (yuactka)
JIOTHCTUYECKOH CUCTEMBI  (IIOCTaBIIMKOB,
MOCPETHUKOB, MIEPEBO3YHNKOB u
3¢ peKTUBHOCTH paboThl CKJIQJICKOTO
XO3SHCTBA U KAHAJIOB PACIIPE/ICICHU).

1K 3.3.

PaccuuteiBath n AHAJIN3UPOBATH
JIOTUCTUYICCKHUEC U3ACPIKKU.

1K 3.4.

HpI/IMeHeHI/Ie COBpPEMEHHBIX JIOTHMCTUYCCKUX
KOHIICIIIUM U IIPUHOHUIIOB  COKpalllCHUA
JIOTHCTHYCCKHX PaCXoa0B.

I1IK 4.1.

IIpoBenenne  KOHTPOJISL
DKCIEAUPOBAHUS 3aKa30B.

BBIIIOJTHCHUA u

I1IK 4.2.

Opranuzaius npuemMa U IPOBEPKU TOBApOB
(rapanTHsl TOJNlydeHMs 3akas3a, IpOBEpKa
KauecTBa,  IOATBEP)KICHUE  IOIYYECHMUS
3aKa3aHHOIO0 KOJIMYecTBa, O(OpMIIEHHE Ha
[IOJIyYUEHUE U PETUCTPALUIO  CBIPbHS);
KOHTPOJIMPOBAHHUE OIUIATHI IOCTABOK.

I1K 4.3.

[TomGop M aHaNM3 OCHOBHBIX KPUTEPUEB
OIICHKH peHTabeIbHOCTH CUCTEM
CKJIaIMPOBAHMSI, TPAHCTIOPTUPOBKH.

I1IK 4.4.

OmnpenerneHne KPUTEPUCB ONTHMATBHOCTH
(YHKIIMOHUPOBAHUS MOJIpa3 ICIICHUS
(ygacTka) JOTUCTUYECKOU CUCTEMBI C YUETOM
1eNeil U 3a7a4 OpraHu3aIii B IIETTOM.

1.3 PacnipeniejieHHe OCHOBHBIX TMOKAa3aTesieli OLEHKH Pe3yJbTaTOB MO BHIAaM
arrecTanuu
Kon u HauMeHOBaHuUe JIeMeHTa yMeHHUii Bune! arrectanyu
WM 3HAHU U _
Texywuii konmponw | [Ipomescymounas
(umoeosasi)
ammecmayust
Vi oOpMIIATH TOKYMEHTAITUIO B [Ipaxtuueckue pabotel, | [ud. 3ager

COOTBETCTBUU C HOPMAaTHUBHOM 0a30H, B T.4. C
WCITOJIh30BaHUEM UH(POPMAITMOHHBIX
TEXHOJIOTHH;

OK 4 yMeHue ocymecTBIsATh IOUCK U
MCIIOJIh30BaHue WH(pOopMaIuu, He0OX0AMMOM
1151 9 (HEKTUBHOTO BBITIOTHEHUSI

YCTHBIN 0mpoC.




npoecCHOHANBLHBIX 3314,
po(heCcCHOHATLHOTO U JMYHOCTHOTO PA3BUTHSL.

IIK 1.1.IIK 1.2.

y2 OCBaMBaTh TEXHOJOTUH
aBTOMAaTHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTAIUH;

OK 2 ymeHue opraHu30BBIBaTH COOCTBEHHYIO
JeSITeIbHOCTD, BEIOUPATh TUIIOBBIE METOJIBI U
CHOCOOBI BHITOJIHEHUS TPO(HECCHOHATBHBIX
3aja4, OLEHUBATh UX YPPEKTUBHOCTH U
Ka4eCTBO

IK 1.1.I1IK 1.2.I1K 1.3.1IK 1.4.

[IpaxTrueckue pabOTHI,
YCTHBIN OIIPOC.

Hud. 3auer

Y3 MCIOJIb30BaTh YHU(DUIIUPOBAHHBIE
(GhopMBI TOKYMEHTOB;

OK 2 ymeHue opraHu3oBbIBaTb COOCTBEHHYIO
JeSITENIbHOCTD, BHIOMPATh TUIIOBBIE METO/IbI U
CTIOCOOBI BHITTOJIHEHHS TPO(HECCHOHATBHBIX
3a/1a4, OLICHUBATh UX 3PPEKTUBHOCTD U
Ka4yeCcTBO

IK 1.1.

[IpakTrueckne paboTHI,
yCTHBIN onpoc.TecT.

Hud. 3auer

Y4  ocymecTBiATh XpaHEHHWE U TOUCK
JIOKYMEHTOB;

OK4 ymeHue OCyIIECTBIATH TIOUCK U
WCIIONIb30BaHue WH(MOpMaIuu, HEO00X0IUMON
JUIst s pexTuBHOrO BBITTOJTHEHUS
poeCCHOHATBHBIX 3ajad,
po(hecCHOHATBHOTO U IMYHOCTHOT'O Pa3BUTHSL.

OK 5 cdopMupoBaHHOCTH TPEACTABICHUN O
MH(pOpPMaLOHHON KYyJBTYpE, YMEHHE
aHAJIM3UPOBATh W OIICHHBATh WH(MOpMAIUIO C
HCIIOJIb30BaHUEM UH(GOPMaIMOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTUH.

IK 2.1. TIK 2.2.

[IpaxTHueckue paboTHI,
yCcTHBIH onpoc.TecT.

Hud. 3auer

V5 ucnosp30BaTh TENEKOMMYHHUKAIIHOHHBIE
TEXHOJIOTHH B 3JIEKTPOHHOM

[MpakTudeckue paboThI,
YCTHBII onpoc.

Hud. 3auer




JIOKyMEHTO000pOoTE

OK 2 opranu3oBbIBaTh COOCTBEHHYIO
JIeATEIIbHOCTD, BBIOMPATh TUIIOBBIE METOJIBI U
CHOCOOBI BBITTOJIHEHUS TPO(HECCHOHATBHBIX
3aja4, OLEHUBATh UX APPEKTUBHOCTD U
Ka4eCTBO

OK 4 ocymiecTBasTh MOUCK U UCIIOJIH30BAHUE
uH(pOpMaIUK, HEOOXOUMOM TS

3¢ (HEeKTHBHOTO BHITIOTHEHHS
npodeccuoHaIBHBIX 33/ad,
po(hecCHOHANBHOTO U JMYHOCTHOTO PA3BUTHSL.

OK 5 chopmMupoBaHHOCTH MIPEICTABICHHM O
UH()OPMAIIMOHHON KYJIbType, YMCHUE
aHAJIM3UPOBATh U OIICHUBATH HH()OPMAIIHIO C
UCIIOJIb30BaHUEM HH()OPMAIIHOHHO-
KOMMYHHUKAI[MOHHBIX TEXHOJIOTHIA.
JIOKYMEHTOO00POTE;

I1K 1.4.I1K 2.1.11K 2.2.1IK 2.3.1IK 2. 4.TIK
3.1.IIK 3.2.1IK 3.3.IIK 3.4.

31 mnonsTHe, e, 3aa4yd M PHHIHUIIBI Hud. 3auer
JICITOTIPOU3BO/ICTBA; OCHOBHBIC  TIOHSTHSA

JOKYMEHTaIMOHHOTO obecreuenns | [Ipakruueckue paboTsl,

VIIPABIICHHUS; ycTHbIH onpoc. Tect

32 cuCTeMbl TOKYMEHTAIIHOHHOTO TpakTHyeckue paGoTs, Hud. 3auer
oOecrnieueHus yrpaBIeHUS; YCTHBIH ONpOC. TeCT

33 kiaccuukanuio JOKYMEHTOB; TpeOOBaHUS TpakTHyeckue paGoTs, Hud. 3auer
K COCTaBIICHUIO U 0O(POPMIICHUIO JOKYMEHTOB; YCTHBIH OIpoc.

34 opraHuzanuio JOKYMEHTO000pOoTa: IpUeM, Hud. 3auer

00paboTKy, pEruCTpaIuio, KOHTPOJIb,
XpaHEHUE JJOKYMEHTOB, HOMEHKJIATYPY JIEJ.

[IpakTuueckue padoOTHI,
YCTHBIN 0mpoC.




1.4. Pacnpeneﬂefme THUIIOB OHECHOYHBLIX CPEACTB I10 3JIEMEHTaM 3HAHUH U yMeHHﬁ TEKYIIEro KOHTPOJIs1

Coaeprxanue yueOHOro MaTepuaJa mno nporpamme Y /[

yi y2 Y3 Y4 Y5 31 32 33 34
Tema I. 3, 3,
Bsenenue. 12 12
3Ha4yeHue U coJlepKaHue AUCLHUIUINHBI
«JlokymMeHTanmoHHOE 00eCcTIeYeHHE yIPaBICHHS»
Tema 1.2 3, 3,
K 12, 12,
accu(uKanus U BUABI JOKYMEHTOB. 15 1
Tema 1.3 3, 3,
[IpaBuna opopmiteHNs] OCHOBHBIX PEKBH3HTOB. 112 1125
Tema 2.1 3, 3,
C . 12 12
MCTEMa OpPraHU3al[IOHHO-PACIOPSIUTEIbHON
JOKYMEHTalluU
Tema 2.2. 3, 3, 3,
PacniopsiiuTenbHbIe JOKYMEHTHI: TTPUKA3HI, 1L, 12, 1L,
TIOCTAHOBJICHUSI, PEIICHUS, YKa3aHHsI
17 17 17
Tema 2.3 3, 3,
CocraBnenre HHPOPMALTMOHHO-CIIPABOYHBIX 12, 12,
MaTepHaioB 15, 15,
17 17
Tema 2.4 3, 3, 3,
PasnoBugnocTu nucem. 12, 12, 12,
15, 15, 15,
17 17 17
Tema 3.1 3, 3,




[Ipukassl 10 TMIHOMY COCTaBY. 12, 12,
15, 15,
17 17
Tema 4.1 3, 3,
TpynoBoii 10roBOp. 12, 12,
15, 15,
17 17
Tema 5.1 3, 3,
Perucrpanusi, yaer 1 HHAEKCUPOBAaHUE JOKYMEHTOB. 12, 12,
15 15
Tema 5.2 3, 3, 3,
Opranu3zaiys KOHTPOJIS 32 UCTIOJIHEHUEM JIOKYMEHTOB 12, 12, 12,
15 15 15,
17
Tema 5.3 3, 3,
HomeHnkumarypa nen opranuzanum. 12, 12,
15 15

1.5.PacnpepiesieHre THIIOB OLIEHOYHBIX CPEICTB M0 3JIeMEHTAM 3HAHMI M YMEHHMii KOHTPOJIMPYeMBbIX Ha MPOMEKYTOYHOH aTTecTAUM

Conep:kanne y4ed0HOro MaTepHaJIa Mo ‘ ‘ ‘ ‘ ‘
nporpamme V| Y1 |¥V2|¥3|V4|V¥Y5|31|32) 33 34

Tema 1. 3 3
Bsenenue.
3HaueHHE U COACPKAHUE TUCHUTIIIUHBI

«/loxymeHTanmoHHoe o0ecrieueHme
yIpaBJICHUS»

Tema 1.2 3 3

Knaccudukanuss 1 BUAbI TOKYMEHTOB.




Tema 1.3

[TpaBuiia opopmIIeHHS OCHOBHBIX
PEKBU3HUTOB.

Tema 2.1

Cucrema OpraHu3alMOHHO-
pacnnopsaauTCIIbHOU JOKYMCHTAIUN

Tema 2.2.

PaCHOpﬁI[I/ITCJII)HI)Ie JAOKYMCHTHEI:
IIPpUKAa3bl, IOCTAHOBJICHUS, PCILICHHA,
YKa3aHus

Tema 2.3

CocraBnenue MH(POPMAIIMOHHO-
CIPAaBOYHBIX

MaTepHaoB

Tema 2.4
PasnoBUIHOCTH IIUCEM.

Tema 3.1
ITpukasel 1O TMYHOMY COCTaBY.

Tema 4.1
TpynoBoii 10roBop.

Tema 5.1
Perucrpanus, yuer u uHACKCHUPOBaHUE
JIOKYMEHTOB.

Tema 5.2
Opranu3zanus KOHTPOJIS 3a UCTIOJIHEHUEM
JIOKYMEHTOB

Tema 5.3
Homenknarypa nen opraHusaiui.




2. CHEMA®UKAIIAS OEHOYHBIX CPEJICTB

2.1.Haznauenme
Crenudukanueil yCTaHaBIUBAIOTCS TPEOOBAaHUS K COJACPKAHUIO U O(OPMIICHHIO BapHAHTOB
OLICHOYHOTO CpEJCTBA: TpakTU4eckas pabora, abopatopHas paboTa, YCTHBIH OIpOC,
MUChMEHHAas (KOHTpOJbHAs ) paboTa, TOKIIaIbl/COOOIIECHUS/TPE3CHTAIINH, TECT.

[TpakTuyeckas pabora, yCTHBIH onpoc, MUCbMEHHast (KOHTPOJIbHAs) paboTa,
JTOKJIa]1bl/COOOICHMS], TECT MPEAHA3HAUYEHBI JIJIsl TEKYIIET0 KOHTPOJIS M OLEHKU 3HaHUN U
YMEHUH CTYIEHTOB IO porpaMMe y4eOHOW AUCIUIUINHBI «/loKyMeHTamoHHoe o0ecrieyeHne
yrnpasienus» CIIO no cneunansHocTu 38.02.03 — OnepanimonHas 1esITeIbHOCT B JIOTUCTUKE

2.2. KOHTHHTeHT aTTecTyeMbIX: CTYJEHTHI 2 Kypca.

2.3.@opMa 1 yCJOBHUA ATTECTALMM:
Texyiuit KOHTPOJIb TPOXOTUT 110 TEMaM Y4eOHOU JUCIUILTUHBL.
[IpomexyTouHasi arTecTanus NPOBOIUTCA B (opMe YCTHOTO IU(B(HEepeHIIMPOBAHHOTO 3aueTa
10 3aBEPIICHUIO OCBOCHHUS Y4eOHOro MaTepuasna yueOHOM AUCUUIUIINHBI, TPH MOJI0KUTEIbHBIX
pe3yabTaTax TeKYIEro KOHTPOJIS.
2.4.Bpems BbINOJTHEHUS:
Ha BhInOTHEHNE TEKYIIETO KOHTPOJIS OTBOIUTCS:
npakTuueckas padora,— 90 MuH,
yctHbIH onpoc — 10-20 mMuH,
MUCbMEHHas (KOHTPOJIbHAs) paboTa — 45 MUH,
noKJaabl/coodmmenus — 1 yac (moaroroska), 10 MuH (yCTHBIH),
TecT — 20 MuH.
Ha muddepennmpoBannsbiii 3aueT (B BuAe yCcTHOTO ompoca) - 60 muHyT (mpumepHo mo 7-10
MUHYT Ha CTYJCHTA).

2.5.PexoMeHnyeMasi JIUTEpaTypa 1Jisi pa3padoTKH OI€HOYHBIX CPECTB U MOAT0TOBKH
00yYalIIUXCS K aTTeCTAlMU.

Knuroo6ecne4eHHOCTH
_ N OcHoBHas/ Kol-Bo. 513
HOJHOrpapuUecKoe ONMCAHNE U3TAHUSA JI-BO. JK3.
ONOJTHUTEJILHAS
(aBTOp, 3ar/1aBHE, B, MECTO W [OJ M3AAHUS, KOJ. CTP.) a B GHO.L. 3”;‘2:1’3:““’19
JuTepaTypa ypchl
patyP CII6IY
KazakeBuu T. A. OCH ._9bC IOpaiit
JlokyMeHTalnnoHHOe O0ecrlieueHre YIpaBiIeHUs
VYuebuuk u npaktukym s CIIO / KazakeBuu T.
A., Tkamua A. U. — 2-e u3j., ucnp. u jon .—
OnexTpoH. 1aH. — Mocksa : M3narensctBo FOpaiir,
2019
[yBanosa H.H. OCH OBC IOpaiir
J/IOKyMEHTaIlHOHHOE ~ OOECIICUeHHEe  YIPaBICHUS
Yuebnuk u npakrukym ns CIIO / Illysanosa H. H.
— OmekTtpoH. gaH. — MockBa : WM3marenscTBO)
Opaiit, 2019 .— 221c¢ .— (IlpodeccronanbHuoe
oOpa3oBaHue)



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

/lokyMmeHTanIMoOHHOEe  OOecIliedeHne  yIpaBIeHHUS]
nepcoHanoM : YueOHuk u npaktukym s CIIO /
Ky3neuoB M. H. — 3nexktpoH. naH. — Mocksa :
W3natensctBo  Opaitr, 2019 .— 521c .—
(ITpoeccronanproe 0OpazoBaHme)

Bbsant B. C. OBbC IOpaiir
JIOKyMEHTallUOHHOE ~ OOeclieYeHHe  yIpaBiCHHS.
FOpunndeckass TexHuka : YdeOHoe mocobdme [l
CIIO / bsnt B. C. — 2-e¢ u3n., ucmop. ¥ J00 .—
OnekTpoH. AaH. — Mocksa : WU3garensctBo IOpaiiT,
2019 .— 103c.
I'pozora O. C. OBbC Opair.
/lemompomsBoacTBo : YuebHoe mocodue / I'pozosa O.
C. — DnekTtpoH. naH. — MockBa : W3naTenscTBO
FOpaiit, 2019 .
Toponuna JI. A. morn
ObC FOpaiir.
/lokymeHTOBEleHHEe : YUYeOHHWK W TpakThkyM /[l
CIIO / nox pen. Joponunoii JLA. — 2-¢ u3j., nep.
mon .— OneKkTpoH. naH. — Mocksa : W3natenscTBo
tOpaiit, 2019 .— 309c.
Abynmamze I.T. imort ObC HOpaiit
JlokyMeHTanMoOHHOEe  O0ecreueHre  YIpaBICHUS
nepcoHasioM : YueOHuK u mpaktukym s CIIO /
Aoynamze . I'., Bempsoxkkuna M. B., Macnosa B.
M. — DOnekrpoH. gaH. — Mocksa : M3parenscTBo
Opaiit, 2019 .— 299¢ — (IIpodeccuonansHoe
oOpa3oBaHue) .
Kysunemos U. H. oI ObC IOpaiir.

[TporpammMHoe oOecrieueHue:

1. ITporpammHuoe obecnieuenne Microsoft Windows;
2. Ilporpammuoe ob6ecnieuenne Microsoft Office;

3. AHTHUBUpPYCHOE IPOrpaMMHOE 00€eCTIEUeHHE;

4. Ilporpammuoe obecnieuenne Mozilla Firefox;



http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%91%D1%8F%D0%BB%D1%82,%20%D0%92%D0%B8%D0%BA%D1%82%D0%BE%D1%80%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/441885
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%93%D1%80%D0%BE%D0%B7%D0%BE%D0%B2%D0%B0,%20%D0%9E%D0%BB%D1%8C%D0%B3%D0%B0%20%D0%A1%D0%B5%D1%80%D0%B3%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/438791
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%94%D0%BE%D1%80%D0%BE%D0%BD%D0%B8%D0%BD%D0%B0,%20%D0%9B%D0%B0%D1%80%D0%B8%D1%81%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B5%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433551
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%90%D0%B1%D1%83%D0%BB%D0%B0%D0%B4%D0%B7%D0%B5,%20%D0%94%D0%B0%D1%80%D0%B5%D0%B4%D0%B6%D0%B0%D0%BD%D0%B8%20%D0%93%D0%B8%D0%B2%D0%B8%D0%B5%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/433411
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2,%20%D0%98%D0%B3%D0%BE%D1%80%D1%8C%20%D0%9D%D0%B8%D0%BA%D0%BE%D0%BB%D0%B0%D0%B5%D0%B2%D0%B8%D1%87%5B1,1004,4,101%5D&LANG=rus
https://www.urait.ru/bcode/444432

3. BAPUAHTbBI OHEHOYHBIX CPEJICTB

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJDKETHOE OBPA3OBATEJIbHOE

YUYPEX/IEHUE BbICHIEI'O OBPA3OBAHIA

«CAHKT-IETEPBYPI'CKHAM IT'OCYJAPCTBEHHBIM SKOHOMUYECKU

o

6
7.
8.
9

YHUBEPCUTET»

Bonpocsl s 1uppepeHiHpOBaAHHOIO 3a4eTa

3Ha4YeHUE M COJIECP)KaHKUE TUCIUIUIMHBI «J[OKyMEHTaIlMOHHOE 00eCIeYeHUe YIpaBICHUS
U CBA3b €€ C IPpYIrUMHU JUCHUILIMHAMMU.

[ToHATHE TEPMUHOB  «JIOKYMEHT», «JIOKyMEHTOBEICHHE», «IOKYMECHTAI[HOHHOE
o0ecrieueHne yrpaBICHUS.

Wcropuss pa3BUTHS Hay4dHBIX MPEICTABICHUH O JOKYMECHTAI[HOHHOM OOECICUeHUH
YIIpaBJICHHUS.

CoBpeMeHHOE COCTOSIHIE JOKYMEHTAIMOHHOTO 00ecreYeHrs yIpaBIeHUsI.
HopmaruBHO-mIpaBoBasi ~ 0a3a  opraHW3alMyd  JOKYMEHTAI[MOHHOTO  OOECTICYeHHS
yIpaBJICHUS] KAK OCHOBA TEXHOJIOTHH MTPOIECCOB YIIPABJICHUS.

['ocynapcTBeHHasi cuctemMa JOKyMeHTalmoHHoro ooecnieuenus ynpasienus (I'CAOY)
CocraB yIpaBlIeHYECKUX IOKYMEHTOB.

ITongarue cucrem JOKYMCHTAllUU.

OyHKIIMOHATIBHBIC U OTPACIICBBIC CUCTEMBI IOKYMEHTAIIHH.

10. Vuudukaius u craHAapTH3aIus yIPaBIeHYECKUX JOKYMEHTOB.

11.

12.
13.
14.

15.

16.

17.
18.
19.

20.
21.
22.
23.

24.
25.
26.

27.

yHI/I(bI/II_[I/II)OBaHHaSI CHUCTCMa OpFaHI/I3aHHOHHO-paCHopﬂHHTeHLHOﬁ AOKYMCHTAaIUU

(OPLD).

I'OCTs1 na OP/I.

TpebGoBanust K 0HOPMIICHUIO TOKYMEHTOB.

Knaccudukanus OpraHU3alMOHHO-PACIOPAIUTEIbHON JOKYMEHTAIUU:

OpraHM3al[MOHHbIE JIOKYMEHTBI, paclopsAUTEIbHbIE, CIPABOYHO-UH(POPMALIMOHHBIE,
citykeOHbIe MHUChMA.

OpranuzalvoHHbIE JOKYMEHTHI - YCTaB, IMOJIOKEHHE, JIOTOBOp yUpeauTesel, mpaBuia
BHYTPEHHETO TPYIOBOI'0O paclopsiaKa.

PacniopsinuTenbHble TOKyMEHTBHI: NMpUKa3bl HAa OCHOBE €IWHOHAyanus (IO OCHOBHOM
NeSITeAbHOCTH U 10 JINYHOMY COCTaBY).

Pacnopsixenus, ykazanus.

ITocraHOBNEHHUS, PELLIEHNS, IPOTOKOJIBI HA OCHOBE KOJUIErMAIbHOCTH. HCTpyKIMY.
CrnpaBouHO-UH(OPMAIIOHHBIE JTOKYMEHTBI, aKT; JOKiajaHas (ciykeOHas) 3alucKa;
CIpaBKa.

OdopmieHne akToB HAJIOTOBBIX UHCIICKITUH.

OcobeHHocTr 0(hopMIIeHHSI aKTOB PEBU3UH KACCHI.

CnyxeOHbIE TTHCHMA.

Knaccugukanuss KOppeCHOHICHLIMM; WHHULIMATHBHAas W  OTBETHas, JeloBas U
KOMMep4YecKas. S3bIK U CTUIIb AEIOBOM KOPPECIIOHACHIUH.

Tumnossle u TpadapeTHble CiIy)KeOHbIE MUChMa.

WNuunpaTiBHBIE U OTBETHBIE CITYKeOHbIE MHUChMA.

ITucekma - 3ampockl M INUCbMA - OTBETHl OpraHU3alMil -KPEeAUTOPOB. THUIOBBIE
rapaHTUHHBIE TUChMA OT OpraHU3aluii (rapaHTOB) OaHKaM O MOTAIIEHUH KPEAUTA.
Crpyktypa ¥ (QYHKIUM CIykO JOKYMEHTAlMOHHOTO OOECleueHUs] YIpaBieHUs.
VYnpasnenue [enamu, cekperapuar, KaHUETAPUs], SKCIIC NI,



28. JIoMmKHOCTHOM U YHCIIEHHBINA COCTaB CITYXkO.

29. JIomKHOCTHBIE MHCTPYKIIMH COTPYTHUKOB CITYKO.

30. Opranu3aioHHbIE CXEMbI IOKYMEHTALMOHHOTO 00eCTIeUeH s YIIPaBICHHUS.

31. UHCTpYyKIHS 1O JOKYMEHTAIIMOHHOMY 00€CIICUCHUIO YIIPaBJICHUS.

32.Cocra u yuer 00bEMa JOKYMEHTOOO0POTA MIPEANPHUSTHI U OPraHU3ALIIA.

33. Opranusanust padoThl C JTOKYMEHTAIUEH, TTOCTYIAOICH B YIPEIKACHHUS, IPEATIPUATHS,
OpraHu3aliK: MPUEM BXOASIINX JOKYMEHTOB.

34. TlonsiTue TPyaOBOTO JIOTOBOpa, ero 3HaueHwe. CTOPOHBI TPYAOBOTO JOTOBOPA.
Copneprkanue TpyIOBOTO J0roBopa. BUIbI TpyIOBBIX 1OTOBOPOB.

35. TpynoBoii 10roBop (KOHTPAKT) U MOPSAAOK €T0 3aKIFOUCHHUS.

36. Perucrpanus, yuet 1 UHACKCUPOBAHUE TOKYMEHTOB.

37. OpraHu3aiysi KOHTPOJIS 32 HCIIOJHEHHEM JIOKYMEHTOB

38. Howmenkmnarypa gen opraHu3aiuu.

39. Cpoku xpaHeHHS JOKYMEHTOB.

40. XpaHeHue TOKyMEHTOB, COCTaBJICHHE HOMEHKJIATYp JEJI.

IITkana oneHku

[TporneHT KayecTBeHHast OI[CHKa YPOBHSI ITOJITOTOBKH
pe3yJIbTaTUBHOCTH bann (ormerka) BepOanbHbrii anamor
(IpaBWIIBHBIX OTBETOB)
90 — 100% 5 OTiimyHO
80 — 89% 4 Xoporo
70 — 79% 3 yJIOBJIETBOPUTENHHO
menee 70% 2 HEYJIOBJICTBOPUTEIHLHO

4, KoMIJIEKT OlleHOYHBIX CPEICTB /JIs1 MPOBeeHUs TeKyIlero, pyoe:kHoro
KOHTPOJISI U KPUTEPHUHU, H HOPMbI X OLIEHKH

4.1 Buabl OLlEHOYHBIX CPEACTB:

e Jloknao, cooowenue;

o Ilpezenmayus;

o Ilpakmuueckas paboma;

o Camocmoamenvnan paooma;
e Koumponvnan paboma;

o Tecm

HpHMeanI/Ie: MAKETBI OUCHOYHBIX CPEACTB IPUJIATAITCHA



MMHUCTEPCTBO OFPASOBAHMS U HAYKU POCCUMCKOM ®EJIEPALIMN
®enepalibHOE TOCYIApCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE
YUpEXKICHUE BBICIIETO 00pa30BaHUS
«Cankt-IletepOyprckuii rocyiapcTBeHHbIN d3KOHOMUYecKul yHuBepcuTeT» (CIIOI' DY )»
Konnemx 6uzHeca v TEXHOJIOTUU
Joxknaa, cood1eHue

0 JUCHUTUTHHE «J[OKYyMEHTAIMOHHOE 00ECTICYCHUE YITPABICHHS.
(HaMMEHOBaHME TUCIIATUIAHBI )

TeMbl 10KJIA10B, COOOIIEHN I
1. 3nauyeHue u comeplkaHHe AUCHMIUIMHBI «J{OKyMeHTaIMOHHOEe O0OecrieyeHNe yIpaBICHUs
" CBA3b €€ C IPpYrUMHU JUCHUILIMHAMMU.
2. Ucropus pa3BUTUS HAy4YHBIX INPEACTABICHUI O JIOKYMEHTAIlMOHHOM OOECIICUeHUH
yIIpaBIICHHUS.
3. CoBpeMeHHOE COCTOSHUE IOKYMEHTALMOHHOTO 00ecrieueH sl yIpaBICHUs

TpeGoBanust kK 0HOPMIIEHUIO JOKYMEHTOB.
5. Cpoxu XpaHEeHHs TOKYMEHTOB.

e

IToxa3zaTenn OLeHKH JOKJIAJA0B, COOOIIEHUH

1. Copep:xanmue.
o Cmpykmypa, cmMbiC108a5 YeIOCMHOCHb.
o Jloeuunocmo,
e Jloxkazamenvnocmo,
o  (ObvexmusHocmy,
2. SI3BIK.
Tounocmo,
Kpamkocmw,
Cmunucmuueckas HeUmpaibHOCMb,
Hcnocms u npocmoma peuu;
bocamcemeo peuu;
Ipasunvrnocmo,
3. BsbicTyniienue
e Texnuka pequ,
®  DMOYUOHATILHOCMb,
e Yyscmeo epemenu;

Kpurtepnu oneHKu 10KI1a10B M COOOIEHUI

Z[OKH&,I[LI n COO6H_I€‘HI/I$I OLICHUBAIOTCA 11O MATHOAIIEHOM CHCTEME

Ne OreHka B
e OrneHuBaeMbIe TapaMeTphl SauLIax
1.

KauecTBo gmokiana:

- IPOU3BOJIUT BBIJIAIOIIEECS BIICUATIICHHE, COTPOBOMKIACTCS 3

WLTIOCTPATHBHBIM MaTepUaioM; 2

- YETKO BBICTPOEH; 1

- paccKa3bIBaeTCsl, HO HE OOBACHSET CYTh PaOOTHI; 0




- 3aUUTHIBACTCA.
2.
Hcnonb3oBaHue 1eMOHCTPALMOHHOIO0 MaTepuaJa:
- aBTOP MPEICTaBHII IEMOHCTPALMOHHBIA MaTepHall v MPEKPacHO B 2
HEM OPUEHTHPOBAJICS;
- UCTIOJIB30BAJICS B JIOKJIA/I€, XOPOIIO O(POPMIICH, HO €CTh 1
HETOYHOCTH;
- IPEJCTABJICHHBIN IEMOHCTPALMOHHBIA MaTepUall HE UCII0Ib30BAJICS 0
JOKJIATYMKOM UJIH ObLT 0)OPMIIEH TIIOX0, HETPAMOTHO.
3.
KadecTBO 0TBETOB Ha BOIIPOCHI:
- OTBEYAET Ha BOIMPOCHI; 3
- HE MO>KET OTBETUTH Ha OOJILLIIMHCTBO BOIPOCOB; 2
- HE MOXKET YETKO OTBETUTH HA BOTIPOCHI. 1
4.
Biajgenue HayYHBIMU, TEXHUYECKUMHU TEPMUHAMU:
- TOKa3aHO BJIAJICHUE HAYYHBIMU, TEXHUYECKUMH TEPMUHAMU; 3
- HCTIOJIb30BaHbI O0IIEHAYYHbIE U TEXHUYECKUE TEPMUHBI, 2
- IOKa3aHo cliaboe Bia/ieHue HayYHbIMU, TEXHUYECKUMU TEPMUHAMH. 1
S.
YeTKOCTH BHIBOJOB:
- IOJIHOCTBIO XapaKTepU3yroT padoTy; 3
- HEYETKUE, 2
- IMEIOTCSA, HO HE JIOKa3aHBbl. 1
Hroro: 14 6an10B
OneHka «OTJINYHO)» BBICTABIISIETCS CTY/ICHTY,
ecnu oH HaOpau 13 — 14 6amuos.
OueHka «X0poIo» BBICTABIISIETCS CTY/IEHTY,
ecnu oH Habpan 10 — 12 Gannos.
OneHka «y10BJIETBOPUTEIBLHO» BBICTABIISCTCS CTYACHTY,
eciu oH Habpai oT 7 1o 10 GamioB.
OueHka «Hey10BJIETBOPUTEIBLHO» BHICTABIISETCS CTYACHTY,
€CJIM OH HaOpaJsl MeHee 7 O6aJIoB.
[IpenonaBarens 0O.10. AkynuyeBa
(mosmuck)

« 2018 .




MUHHCTEPCTBO OBPA30BAHUS U HAYKU POCCUMCKOM ®EJEPAITN
DenepanbHOE roCcyIapcTBEHHOE O10KETHOE 00pa30BaTeIbHOE
yUpEkKAECHUE BBICILIEr0 00pa30BaHMs
«Cankt-IlerepOyprckuii rocyapcTBeHHbBIN SkoHOMUUeckuil yauBepcuter» (CII6IDY)»
[TonuTexHUYECKUI TEXHUKYM

IIpe3enTauus

1o aucuuiimie «J{OKyMEHTaunoOHHOE 00eCIeYeHUE YITPaBICHUS»
(HaMMEHOBaHWE AUCIIUILINHEI)
TeMmbl:
1. 3nadeHue © cojAepX)aHWE AUCHUILTUHBI «JlOKyMEHTAIlMOHHOE oOecredeHne
YIIPABJICHUS U CBA3b €€ C JPYTUMH TUCHUIIIINHAMU.
2. HWcropus pa3BUTHS HAyYHBIX MPEACTABICHUN O JOKYMEHTAIIMOHHOM OOECTeUYeHUU
YIIPABJICHHUS.
CoBpeMeHHOE COCTOSIHIE TOKYMEHTAIMOHHOT'O 00eCIIeUeH s YIpaBICHUS

Knaccudukanus u BUABI TOKYMEHTOB
Cucrema OpraHu3aluOHHO-PACTIOPSAUTEIILHON JOKYMEHTAIIH
PacniopsimuTenbHbIe TOKYMEHTBI: IPUKA3bl, TOCTAHOBIICHUS, PEIICHUS, YKa3aHUs

No akow

CocraBnenue HHPOPMAIMOHHO-CIIPABOYHBIX
Marepuanon

©

Perucrparus, yuer u HHAEKCHPOBaHUE JOKYMEHTOB

9. TpebGoBanus K 0HOPMIICHUIO TOKYMEHTOB.

10. Cpoku xpaHeHHS TOKYMEHTOB.

11. CnyxeOHble THCHMa.

12. Knaccudukanuss KOppEeCHOHJICHIIMY; WHUIMATUBHAs U OTBETHas, JeloBas U
KOMMepYeCKasi. S3bIK U CTHIIb ICJIOBOM KOPPECTIOHICHIIUH.

13. IomKHOCTHOM 1 YMCTICHHBIN COCTaB CIIYXO.

14. TlonsiTHE TPYIOBOTO JOTOBOpA, €ro 3HaueHHe. CTOPOHBI TPYJOBOTO JOTOBOpA.

Copneprkanue Tpy10BOro JOroBopa. Buibl Tpy10BBIX 10rOBOPOB.

KpMTepVIVI OLUEHKM npe3eHTauuun aesaTesibHOCTU CTyAeHTOB (npe3eHTaum|)

Texnosiornueckuii yposenb (30 6a/10B) MakcumanbHoOe KonuyecTtBo 6amios
KOJIMYECTBO OaJIJIOB

Hcnonws3oBanue cTraHiapTHOTO AU3aiiHa

5
IIPE3EHTALNH
Hcnonb30BaHne pUCYHKOB, TUarpaMM, CXeM,
pa3IMYHbIX HIPU(TOB, YHUKATIBHBIX (POHOBBIX 15
PUCYHKOB
Hcnonb30BaHne AOMOIHUTENBHBIX 3((HEKTOB 10

PowerPoint (cmeHa craiiioB, 3ByK, aHUMaIIus)

Conep:karesbHblil ypoBeHb (50 0a/1510B)

[TonmHOTa NpencTaBieHHON HHPOPMALTUU 25




JloctymmHOCTh MH(MOpPMAIUH 1J11 BBIOpaHHOM 15
KaTerOpHH I0JIb30BaTeIeH

JlornyHOCTH MpeCcTaBICHUS HHPOPMALTUH 10
Jpronomuyeckuii yposenso (20 6a/110B)

CooTBeTcTBHE LIBETOBOIO O(hOpMIIEHHUS 5
SPrOHOMHUYECKHM TPEOOBAHUSAM

OnTUManbHOCTH UCTIONB30BaHUS IPahUIECKUX U 10
aHMMALMOHHBIX 3JIEMEHTOB

DCTEeTUYHOCTH OPOPMIICHHS 3)
OBLIUE BAJLJIBI (100) 100

Kpurepuu ouenku:
[Ipe3enTarnms oneHNBaeTCs M0 MATHOATUTBHON CrcTeMe

OneHKa «OTJIMYHOY» BBICTABIISICTCS CTYICHTY (TBOPUYECKOW TPYIIIE CTYICHTOB),
eCJIM TIoJTydeHo Ooiree 95 6amios.

OneHkKa «X0poio» BBICTABISAETCS CTYIEHTY (TBOPYECKOM TpyIIE CTYCHTOB),
€cJId moJtyueHo Ooinee 75 6amios.

OneHka «yA0BJIETBOPUTEIbHO» BBICTABIISETCS CTYACHTY (TBOPUECKOM TPYIINE CTYEHTOB),
eciu norydeHo 6omuee 50 6aios.

OneHKa «HEYT0BJIETBOPUTETbHO)» BBICTABIISACTCS CTYJACHTY (TBOPUYECKOW TPYIINE CTYICHTOB),
eciu MeHee 50 0auIoB.

[TpenonaBarens 0O.10. Akynuuesa

(mosmuck)
« _» 2018 .




MHHUCTEPCTBO OBPA3OBAHUS 1 HAYKU POCCUMCKOUN ®EJIEPALIN

®denepalibHOE TOCYIapCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE

YUpEXKIEHUE BBICIIETO 00pa30BaHUS

«Cankt-IletepOyprckuii rocyiapcTBEHHbIN d3KOHOMHYecKul yHuBepcuTeT» (CIIOI' DY )»

Koiuiex OusHeca U TEXHOJIOTUHI

IIpakTHyeckas padoThl

IO JUCLMIIIIMHE ((L[OKYMCHTaHI/IOHHOC obecreyeHue YIIpaBJICHUS»

e

CocraBieHue NpUKa30B M0 O0IIeH 1eATeIbHOCTH

CocraBneHue IpOTOKOJIOB, COBELIAHNH, 3aceJaHuii, KOH(epeHuunit, coOpaHuii u T.1.
CocraBieHue CpaBoK.

CocrapiieHre BHYTpEeHHEH U BHEUTHEH JA0KIIaIHOM 3anucku. CocTaBieHUE

O0BICHUTEIILHON 3aUCKH.

5. CocraBienue akToB HHBCHTApHU3alUU, IIpHEMa-IICPCAadnu, HEA0CTAYU, SOKCIICPTU3BI, 00
YHUYTOKCHHUU

6. CocrasieHue MUCCM-IIPUTIIAICHUEC, IMCEM-PA3PCUHICHH, ITMCCEM - IIOATBCPIKACHUA,

II1UCEM — PIH(bOpMaI_II/IOHHbIX.

7. CocraBneHue HHPOPMALIMOHHBIX, PEKJIAMHBIX, TAPAHTUUHBIX ITUCEM U ITUCEM

HarlOMHHaHUs.

8. CocraBneHue NprUKa3oB M0 JUYHOMY cocTaBy. CocTaBieHUE 3asiBICHUI. 3aITUCH B

TPYIOBOM KHHKKE.

9. CocraBieHHe TUIIOBBIX JAOI'OBOPOB.

Kpurtepun oieHKH 1 HOPMBI OLIEHKH NPAKTHYECKO0il padoThl

HpaKTI/I‘-ICCKaSI pa60Ta OLICHUBACTCA I10 MATHOAINIEHOM CUCTEME.

STanbl IMPOBECACHHUSA NMPAKTHYECCKOI0 3aHATHUSA

Onenka

KpHTepnn OICHKH (CO)Iep)KaTeJ[bHaﬂ XapaKTepHCTHKa)

«2»

PaboTa BeIMoMHEHA IPaBUIIBHO HE OJTHOCTHIO, MeHee 50%. CTyneHT He
BJIaJICET TEOPETUICCKIM MAaTEPHAIOM, JIOITyCKasi OIIMOKH IO CYIIHOCTH
paccMmaTpuBaeMbIX (00CYKIaeMbIX) BOIIPOCOB, UCITBITHIBACT 3aTPYIHEHUS B
(bopMyIpoBKe COOCTBEHHBIX 0OOCHOBAHHBIX M apTYMEHTUPOBAHHBIX CYKICHUH,
JIOIyCKaeT OMMOKH IPH OTBETE Ha JOTOJIHUTEIILHBIE BOIPOCHL.

«3»

PaboTa BeIoMHEHA IPaBUIIBLHO HE TOJTHOCTHIO. CTYIEHT BiajeeT
TEOPETHYECKUM MATEPUATIOM Ha MUHUMAJIBHO JIOIIyCTUMOM YPOBHE, OTCYTCTBYIOT
OmMOKH NIPU ONIMCAHUH TEOPUH, UCTIBITHIBACT 3aTPyTHEHUS B POPMYITHUPOBKE
COOCTBEHHBIX 000CHOBAaHHBIX U aPT'YMEHTHPOBAHHBIX CY)KICHHH, OITyCKast
HE3HAYUTEIbHbIC OIIMOKM Ha JONOJIHUTEIbHBIE BOIPOCHL.

«“4»

Pa6ora BeimonHeHa MOMHOCTHIO0. CTY/IEHT BIIaJ€eT TEOPETHIECKUM
MaTepHajIoM, OTCYTCTBYIOT OIIMOKH ITPU OITMCAHUHU TEOPHH, POPMYIUPYET
COOCTBEHHBIE, CAMOCTOSITETIbHBIE, 000CHOBAaHHbIE, ApTYMEHTUPOBAHHBIE CY)KICHHS,
J01yCKasd HC3HAYNUTCIIbHBIC OIIMOKHU HA JONOJHUTCIIBHBIC BOIIPOCHI.

«5»

Pabora BeimonHeHa MOMHOCTHIO. CTY/IEHT BIIAJIEET TEOPETHIECKUM
MaTepHajoM, OTCYTCTBYIOT OLIMOKH IIPU OMUCAHUHU TEOPHH, POPMYITUPYET
COOCTBEHHBIE, CAMOCTOSITETIbHBIE, 000CHOBAaHHbIE, APTYMEHTUPOBAHHBIE CY)KICHHUS,
NMPEACTABIIACT MOJIHBIC X PA3BEPHYTHIC OTBETHI HA JOITOJIHUTECIIbHBLIC BOITPOCHI.




Tect Nel
Knaccudukanuss 1 BUaBI JOKYMEHTOB.

1. Yo Takoe neaonpou3BOJICTBO:

a) cdepa AeATeIbHOCTH IO 00ECIIEYSHUIO OPTaHN3alul O(UCHBIME JOKYMEHTAMHU

0) oTpacib IesSTeTLHOCTH, KOTOpast 00eCcreuynBacT JOKYMEHTHPOBAHUE U OPraHU3aIHI0 pabOThI
¢ 0 UCHBIMH TOKYMEHTaMH +

B) OTPAcCIib JACATEIBHOCTH, KOTOpasi He 00eCrieunBaeT JOKYMEHTUPOBAHUE U OPTraHU3AIHIO
paboThI ¢ OPUCHBIMU TOKYMEHTAMU

2. Bce opunuanbabie TOKyMEHTH HIMEIOT Takue (DYHKITHH:
a) o0I1Me U crieuaIbHbIC +

0) oOmIMe 1 OCHOBHBIE

B) JICJIOBBIE U 00IIHe

3. CocTaB IOKYMEHTOB B OpraHHU3aIlU1 3aBUCHUT OT:

a) oObeMa U XapakTepa B3auMOCBS3€i B OpraHu3aluu

0) mopsiKa NPUHATUS PEIICHUH (€IMHOHAYAINE UIT KOJUIETUATIbHOCTD )
B) BCE, MEPEUNCIICHHOE paHee +

4. Yro Takoe yHU(UKAIUSI TOKYMEHTOB:

a) YCTAaHOBJICHUE €TUHOTO KOMILJIEKCA BUOB U PA3HOBUIHOCTEH IOKYMEHTOB JJIsI aHAJIOTHYHBIX
YIIPaBJICHYECKUX CUTYaIlUH, pa3padoTKa eIuHBIX (JOPM M MPAaBHII KX COCTaBIICHHS, OpopMIICHHE
U co3/iaHue TpadapeTHbIX TEKCTOB +

0) yCTaHOBJICHHE HE €MHOTO KOMIUIEKCA BUIOB M Pa3HOBUIHOCTEH JOKYMEHTOB IS
AQHAJIOTUYHBIX YIPABICHYECKHX CUTYallu, pa3paboTKa eAMHBIX (OPM U TIPABUII UX
COCTaBJICHUS, 0POPMIICHHE U CO3J]aHKe TpadapeTHBIX TEKCTOB

B) YCTAHOBJICHUE €TMHOTO KOMILIEKCA BUAOB M PA3HOBUIHOCTEH OTUYETOB ISl AHATIOTHYHBIX
YIIPaBJICHYECKUX CUTYaIlUH, pa3paboTKa eMHBIX (JOPM U MPaBHII KX COCTABICHHS, OQOpMIICHHUE
U co3/iaHue TpadapeTHbIX TEKCTOB

5. Yrto Takoe roJoBoil 00heM JOKYMEHTOOOO0pOTa:

a) UCXO/IHas BEJIMYMHA JJIs pacueTa YHCICHHOCTH HaceJIeHUs, ONPeIeIEHUs CTENICHH
3arpyK€HHOCTU CTPYKTYPHBIX MOJPA3AEICHUN U OTENbHBIX JTIOEH

0) cpeacTBO onpeAeaeHHs MOTpeOHOCTel B OpraHU3allMOHHOM U BBIYMCIUTEIBHON TEXHUKE,
BbIOOpa Hanbosee 3(h(PEKTUBHON CUCTEMBI PETUCTPALIUU JOKYMEHTOB U CIPaBOYHOIO anmapara
B) UCXOJIHAs BEIMYMHA ISl pacyeTa YUCIEHHOCTH COTpYIHUKOB ciyx0b1 JIOY, onpeneneHus
CTENEHHM 3arpyKEHHOCTU CTPYKTYPHBIX MOPA3/IEICHUN U OTAEIbHBIX paOOTHUKOB, CPEJCTBO
olpeieNieHus MOTPeOHOCTEeN B OPraHU3al[MOHHOM U BEIUMCIINTENILHONW TEXHUKE, BEIOOpA
Haubosee 3 (PEeKTUBHON CUCTEMBI PETUCTPALIMU TOKYMEHTOB U CIIPaBOYHOIO anmnapara +

6. UTo Takoe JOKyMEHTOOOOPOT:

a) IBIDKEHUE TOKYMEHTOB B OpTraHHU3aIMK C MOMEHTA UX MOJYYCHUS /10 3aBEPIICHUS
UCTIOJTHEHUS MJTH OTIIPaBKU B KOMUTET IO JieJlaM HECOBEPILIEHHOJIETHUX

0) ABIKEHHE JOKYMEHTOB B OpPTaHU3allMU C MOMEHTA UX CO3aHHs WM TIOYYEHUS JI0
3aBepILEHUS UCTIOTHEHUS W OTIPABKH +

B) IOKYMEHT, HE TpeOyomuii 0co00ro BHUMaHUs

7. BeiOepuTe OCHOBHBIE 3TAITbI IIOATOTOBKH M 0(OPMIICHHS BHYTPEHHUX JIOKYMEHTOB B o(rice:
a) COCTaBJICHUE TIPOEKTa U COTJIACOBAHHE
0) mpoBepKa MPaBUILHOCTH OPOPMIICHUS



B) NOJANKCAHUE U PETUCTPALIMS
T') BCe BapUaHThl IPaBUIIbHBIE +

8. Urto BKiIIOUAET B ceOs1 perucTpanus J0KyMEHTa:
a) MPOCTaBIICHHE PETUCTPAIIMOHHOTO HOMEpa

0) mpocTaBJeHUE AaThI

B) BCE BapUaHThI MPABWIBHbIE +

9. CpaBouHas KapTOTEKa COCTOUT U3 2 YaCTEH U COJIEPHKUT:

a) KaPTOYKH Ha MCIIOJIHEHHBIE IOKYMEHTHI

0) KapTOYKH HA HEUCIIOJIHEHHBIE JJOKYMEHTHI, HAIIPABJICHHBIE B CTPYKTYPHBIE MOApa3AeICHUS
JUTSE O3HAKOMJICHUS ¥l U3YYCHUS

B) 00a 0TBETA MPaBUIIbHBIC +

10. UnauButyanbHbIE CPOKU UCTIOTHEHHS YKA3bIBAOTCS:
a) B TEKCTE JOKYMEHTA HJIU B PE3OJIOLUH +

0) B TeKCTE MOHOTpaduit

B) B PE30JIIOIIUHU

11. OcHoBHbIe (hyHKIMH, KOTOpBIe 00ecieunBaet 1OV
a) IUIAaHUPOBAHHE

0) y4eT ¥ OTYETHOCTb, (PUHAHCUPOBAHUE U T.J

B) 00a oTBETa MpaBUIIbHBIC +

12. YTO MOHMMAIOT MO/ CITY>KEOHBIM TTOJIEM:

a) MECTO, KOTOPOE HE 3aHITO PEKBU3UTAMHU

0) MecTo B JOKYMEHTE, KOTOPOE HE 3aHATO PEKBU3UTAMH, 38 UCKIIIOYEHHUEM PEeKBU3UTOB 1, 2, 3,
4,5, 18, u npenqHa3HaYeHO AJIs1 3aKPEIJICHUS IOKYMEHTa B TEXHUUYECKUX CPEICTBAX XpaHEHUs +
B) MECTO B JJOKyMEHTE, KOTOPOE 3aHATO PEKBU3UTAMH, 32 HCKIIOUCHHEM HEKOTOPBIX HIOAHCOB

13. Yo Takoe OJaHK TIOKYMEHTA!

a) CTaHAAPTHBIN JUCT OyMaru, Ha KOTOPOM BOCITPOM3BOIUTCS MMOCTOSTHHASA WH(OpMALIHS
JIOKYMEHTa ¥ €CTh MECTO IS IEPEeMEHHON HH(pOpMAaIiu +

0) HecTaHAapPTHBIN JTUCT OyMaru, Ha KOTOPOM BOCIPOU3BOIHUTCS MOCTOSIHHAS HHGOpMAaIus
JIOKYMEHTa ¥ €CTh MECTO IS IEPEMEHHON HH(POpMAaIIHH

B) 00a oTBeTa MpaBUIbHBIC

Tect Ne2
[TpaBunia oopmMIIeHHS OCHOBHBIX PEKBU3HUTOB.

JIoKymMeHT — 3T0:
1. 3apukcupoBaHHas Ha MaTepUAIbHOM HOCUTENE HH(OpMaLKs ¢ PEKBU3UTAMU,
MO3BOJISIOIIMMU €€ UACHTU(PHUIIMPOBATS.
2. Hocurens nndopMaium, UCIoIb3yeMOU B LIETSAX PEryINPOBAHUS COIIMAIbHBIX
OTHOILEHUH.
3. Undopmanus, 3adukcupoBaHHast TIOOBIM CIIOCOOOM Ha JIF0OOM HOCHTEIE.
2. TloanMHHUK JOKYMEHTa — 3TO:
1. IlepBbIil UM €IMHCTBEHHBIN SK3EMIUISP TOKYMEHTA.
2. DK3eMILIp JOKYMEHTa, C KOTOPOI'O CHATA KOIHS.
3. IOpuamueckas cuia JOKyMEHTa — 3TO:



=

N
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1. OcobenHocTr BHEIIHETO 0(OPMIICHHS TOKYMEHTA.

2. CBUIETENBCTBO HAIMYKS B JOKYMEHTE TTOJIOKEHUH HOPMATUBHOTO XapakTepa.

3. CiocoOHOCTh JOKYMEHTA IOPOKIAaTh ONPEAEIICHHbIE IPAaBOBBIE IIOCIIEICTBHSL.
4. Vmeet mu I0pUINYECKYIO CUITY TOKYMEHT, OJYYeHHbIN 10 (haKCUMHIIbHOM CBSI3U?

1. Ja.

2. la, mo corjanieHuio CTOpoH HHPOPMAIMOHHOTO OOMEHa.

3. Her.
5. Kakoit u3 nepeynciieHHbIX PEKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM yJIOCTOBEPEHHUS?

1. I'pud yrBepkaeHus.

2. Ileuarts.

3. OT™meTKa 0 3aBEpEeHUH KOIHH.

4. Bu3a coryiacoBanusl.

5. Iloanwuce.
6. B kakoii mocie10BaTeIbHOCTH IOJKHBI OBITH PACIIONIOKEHB HAMMEHOBAHUS B OJIaHKE
nuchMa (uiIMana opraHnu3anumn?

1. OTKpBITOE aKIIMOHEPHOE OOIIECTBO.

2. (OAO «CubuedTb»).

3. ®unuan B ropojae XaHTbl-MaHCUICKeE.

4. «Hedrsnas komnanus “CubuedTs”».
7. Kakue pekBU3UTHI BKIIOYAIOTCS B OJaHK Muchbma?

1. MecTo cocTaBieHus WK U3JaHUs TOKYMEHTA.

2. 3aroJIoBOK K TEKCTY.

3. HaumeHoBaHMe opraHU3aIiuy.

4. ToBapHbIi 3HaK (3HAK OOCITYKHBAHHUS).

5. HammenoBanue Buja JOKyMEHTA.

6. Anpecar.

7. CripaBouHbI€ JaHHBIE 00 OpraHU3aIUH.
8. Ha xakom sk3eMIuIsipe AeT0BOro MHUChMa, IOJArOTOBIEHHOM JJIsl OTIPABKH aJipecary mo
1I0YTE, IPOCTABIISAIOTCS BU3BI?

1. Ha nopyivHHUKE, OTIIPaBIISIEMOM afipecary.

2. Ha xonuu, momMenaeMoi B J€JI0 OpraHUu3aIiH.
9. Kaxoii pekBU3UT 0QOPMIIEH HENPABUIBHO?

1. HamMeHOBaHKE OpraHu3aluu-aBTopa.

2. CripaBo4HbIe JaHHbIE 00 OpraHU3aIUH.

3. aTa 1OKyMeHTa.

4. PeructpanilnoOHHbIN HOMEP JOKYMEHTA.

5. 3aroyoBOK K TEKCTY.

Tect Ne3

CocraBnenre nH(GOPMaIMOHHO-CIPABOYHbBIX

Marepuanon

22. JIoKyMEeHTOOOOpOT — 3TO:

[lepenaua moxkyMeHTa U3 OJTHOW MHCTAHIMH B APYTYIO B IPOIIECCE €TO0 PACCMOTPEHHUS.

I[BI/I)KCHI/IC AOKYMCHTOB B OpraHn3aliiv ¢ MOMCHTA UX CO3JaHUA WU TOJTYUYCHUS 1O 3aBCPIICHUA

HCITIOJIHCHUA UJIN OTIIPaBKH.

JIBuKeHHe KOMITJIEKCa IOKYMEHTOB B MTPOLIECCE BRIPAOOTKU, TPUHATHS U UCTIOTHEHHSI PEIICHUH.
23. SlBnseTcs M 3aJada COBEPIICHCTBOBAHUS (OPM M METOJIOB pabOTHI C JOKYMEHTAMH

3anaveit ciyxon JIOY?

Ha.

Her.

24. Kakoii JOKyMEHT OTHOCHUTCSI K HEPETUCTPHUPYEMBIM?
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ITnucsMo-3ampoc.

JKanoba rpaknanuna.

ConpoBoAUTENHEHOE TUCHMO.

PexnaMHo€ MUCHMO.

25. Jlomken nu paboTHUK cayx0bl JIOY, ocCymecTBISIOMUNA KOHTPOIh 3a HUCIOJHECHHEM
JIOKYMEHTOB, HAIIOMUHATh UCTIOJTHUTEISIM O MPUOIMKEHUN CPOKOB UCTIOTHEHHS HAXOAAIIUXCS Y
HUX TOKyMEHTOB?

Ha.

Her.

7. 26. KakoB MakCHUMaIbHBINA CPOK UCIIOJIHEHUS OOpaIlieHui rpakaan?

1. 15 nueii.

2. 30 nueit.

3. 45 nueit.

4. 60 mHei.

8. 27. B kakux JHSX yCTaHABIUBAIOTCSA CPOKH HUCIIONHEHUS JOKYMEHTOB?

1. B xanennapHbIX IHSX.

2. B pabouux gHsX.

9. 28. KTo MOXeT TepeHEeCTH CpPOK WCIOJHEHUS TIOPYYCHHS, I[OJIYICHHOTO U3
BBILIECTOAILCH OpraHu3aluu?

1. PykoBoguTens opranu3anyy, UCIOIHSIIOMEN IOPYYECHHE.

2. PykoBouTeNb BBIIECTOSIICH OpraHU3aIuu.

3. Cayx6a JI0Y opranusauuu, UCIOJHSIOLIEH TOpYUYEHHUE.

10. 29. Kakoii w3 kimaccu(UKATOpPOB MOXKET HCIIOJIB30BAaThCSA IIPH  PETHCTPALUH
MOCTYHAKIINX JOKYMEHTOB?

1. Krnaccudukarop J0KHOCTHBIX JTHUIL.

2. Krnaccudukarop BUIOB MPOTYKITUH.

3. Knaccudukarop eguHuil aAMUHICTPATUBHO-TEPPUTOPUATBHOTO JACTICHUSI.

11. 30. Kakoli TOKyMEHT COCTaBIISICTCS IPH HEOOXOAMMOCTH 3a(DUKCHPOBATH CIIOKHUBIIIYFOCS
CUTYaIMIO UM OOHApY>KeHHBIE (PaKTHI?

1. [Iporoko.

2. Crnpaska.

3. AKT.

Tect No4

Pa3zHoBugHOCTH TTEICEM.

9. Kaxoii pekBH3UT 0QOpPMIICH HENPABHUIHHO?
1. HaumeHoBaHue opranu3anun-aBTopa.

2. CripaBoyYHbI€ JJaHHbIE 00 OpraHU3aAIH.

3. lara nokymeHTa.

4. PeructpalimOHHBIN HOMEP IOKYMEHTA.

5. 3aro0BOK K TEKCTY.
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10. Kaxoii BapuaHT 0(hopMIICHUS CIIPABOYHBIX JAHHBIX 00 OPraHU3alWU U KOJOB B OJIaHKE

OpraHru3alu sABJISACTCS ITPAaBUJIbHBI
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Ne Ne
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11. Yro moimkeH caenath paOOTHUK OpraHU3AIMK, BU3UPYIOIINI TOKYMEHT, €CJIM OH He
COTJIACEH C €r0 COoCpKAaHUEM?

1. OTka3arbcst OT BU3UPOBAHUSA JOKYMEHTA.

2. 3aBU3MUPOBATH JOKYMEHT, BbIPa3UB CBOE MHEHUE.

12. Kakoii BapyaHT 3arojioBKa K MUCbMY Bbl CUUTAETE MPABUIHHBIM?

1. O noroBope MOCTaBKH.

2. O HeBBINONHEHUH 0ToBOpa MocTaBku oT 12.08.2005 Ne 45/67.

3. O HEBBIIOJIHEHUH JI0TOBOPA.

13. Kak nomkHa ObITh 0hopMIIeHA MTOANKCH, €CIIA 3aMECTUTENb PYKOBOAUTENS OPraHU3aINH

MMEET MPaBO MOANKUCHIBATH JOKYMEHTbI BMECTO PYKOBOAMTENS B Cllydae €ro BpeMEHHOIO
OTCYTCTBHUS?

1. 'eHepanbHbIi TUPEKTOP Iloamuce JI.N. CagukoB
2. 3aM. TeHepaIbHOTO AUPEKTOPA IToanuce O.I1. Pemu3sos
3. U.o0. renepanibHOTO TUpPEKTOpA [Moanuce O.I1. PemuzoB

14. Kak mopkHa ObITh 0O(hOpMIICHA ITOIIUCH B IUCHME, €CJIM KOMMEPYECKUMA TUPEKTOP (PUpMBbI
(H.A. CrapkoB) Hax0oIUTCs B OTITYCKE, a HCIIOJIHEHHUE €r0 00sI3aHHOCTEH IPUKA30M BO3JIOKEHO
Ha 3amecTuTens kommepueckoro aupekropa (E.Jl. Tabakosa)?

1. Kommepuecknii JUpEKTOp Ionmuces  E.JI. TabakoB
2. 3aM. KOMMEPUYECKOT0 JUPEKTOpa ITonmuce  E.JI. TabakoB
3. U.0. xommepueckoro 1upeKkTopa [Mogmucey  E.JI. TabGakoB

15. HyHo 51 3aBepsATh NeUaThi0 OpraHU3alui MPUKa3bl PyKOBOJUTENS?
1. Jla.

2. Her.

16. Kakoe nmucpMo 3aBepsercs neyarbro?

1. 'apanTHitHOE THCHMO.

2. KoMmmMmepueckoe mpeaioKeHHe.

3. [Tucemo-mipocroa.

17. Kaxoii BapuanT 0(hopMIIEHUS PE30JIIOLUU PYKOBOAUTES ABISIETCS MPAaBUIIbHBIM?



1. Kpasyosy M.I1. 2. Kpasyosy M.I1.
IIpowty noocomosums 3aKiroueHue K Ipowy paccmompems.
18.04.2007.

Iloonucv pykosooumers

Iloonuce pykogooumers
10.04.2007
10.04.2007

18. Kakoii BapuanT oopMiIeHHsI OTMETKH O HATMYUU MPUIIOKEHUS B COMTPOBOAUTEITHLHOM
MUCHME SIBJISIETCS [TPABUIIbHBIM?

1. Ilpunoskenue: ynomsinytoe Ha 3 JI. B 1 3K3.

2. Ilpunoxxenue: no Tekcty Ha 3 1. B | 3K3.

3. Ilpunoxenue: Ha 3 1. B 1 7K3.

19. JlomKeH 1 UCTIONHUTENb, IOATOTOBUBIIUI TEKCT MMCbMa, BU3UPOBATH JIOKYMEHT?
1. Ja.

2. Her.

20. Kakue HOpMBI IPUMEHSIOTCS JJIs pacdeTa YHCICHHOCTH JAEI0NPOU3BOICTBEHHOTO
nepcoHana’?

1. HopMbI BbIpaOOTKH.

2. HopMbI BpeMeHH.

3. HopMsI ynpaBisieMOCTH.
4. Hopmbl 00CITy>)KUBaHMUSL.

21. Kakoii BapuaHT ()OPMYIHPOBKH ITyHKTA PACTIOPSAUTEIBHON YacTH TIPUKa3a SBISIETCS
MpaBUIIbHBIM?

1. I'naBHOMY OyXranTepy MOArOTOBUTH M MPEJICTABUTH Ha YTBEP)KJIECHHE CMETY pacxXo/l0B Ha
KOMaHAUPOBKHU
B 2007 r. B cpok 10 20.01.2007.

2. 'maBHOMYy Oyxrantepy JmutpueBy I1.JI. TOArOTOBUTH U MIPECTABUThH HA YTBEPKICHUE CMETY
pacxo10B Ha koMaHaupoBku B 2007 r. B cpok a0 20.01.2007.

3. I'maBHOMY Oyxrantepy OOO «Arat» I1.JI. JIMuTpueBy NoAroTOBUTH U NPEACTAaBUTH HA
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/loB Ha KOMaHIUPOBKHU
B 2007 1.



4. Ilopyuuts rmaBHomy Oyxranrepy Jmutpuey [1.JI. moaroroButs u npeacTaBuTh Ha
yTBepxkaeHue B cpok 10 20.01.2007 cmeTy pacxo/1oB Ha KOMaHIUPOBKHU
B 2007 1.

Tect Neo5
[Tpukassl MO TMIHOMY COCTaBY.

1. Ha ocHoBaHMU Yero o(hopMIISIFOTCSI IPUKA3bI 110 IMYHOMY COCTaBY?
a/ Ha OCHOBAHMU 3asBJICHUS PaOOTHHKA,
0/ co coB pabOTHHUKA.

2. Cpok XpaHEHHS MMPUKA30B 110 JIUIYHOMY COCTaBY.
a/ 75 ner,
0/ 10 xer.

3. Ha koro 3aBouTCS TpyHOBasi KHIKKA?
a/ Ha OCHOBHBIX PaOOTHHUKOB,
0/ Ha COBMECTHUTEIIEN.

4. MIX xaKux pa3aesoB COCTOMUT TPYAOBasi KHUKKaA?
a/ cBeneHns 0 pabOTHUKE,

0/ cBeneHus o pabore,

B/ CBE/IEHUS O Harpa)xXIeHUH,

T/ CBE/ICHHS O B3bICKAHUH.

5. Kakue TOKyMEHTBI OTHOCSTCS K JOKYMEHTaM JINYHOTO COCTaBa’?
a/ 3asgBJICHUE,
0/ npukas,
B/ CITpaBKa C MeCTa )KUTEIbCTRA.
Tect Neb
TpynoBoii 10roBop.

1. B TpyaoBoM mpaBe MUCbMEHHBIN JOKYMEHT — COTJIAllIeHUE MKy PaOOTHHUKOM U
paboToaTeneM, KOTOPOe yCTaHABIMBAET UX B3aUMHBIE MPaBa M 00S3aHHOCTHU:

a) TPy/0BOM JOTOBOP +

0) TpyAOBOI KOHTPAKT

B) JIOTOBOD TpyZa

2. Ilpu HEyIOBJIETBOPUTEIHLHOM PE3yJIbTaTe UCTIBITAHUS Pa0OTONATENh IMEET IPaBO
pacTopruyTh TPYJOBOU JOTOBOP B T€UEHHUE UCIILITATEILHOTO CPOKa, MPEAYIPEeIuB paOOTHHKA!
a) He MO3/IHee YeM 3a TP JAHS B YCTHOU (hopme

0) B mUChMEHHOM (hopMe He TI03/IHEee YeM 3a TPH JHS C YKa3aHUEM MPUYHH OTPULIATEIBHON
OIICHKH +

B) HE MMO3JHEE YeM 3a YeThIpe AHs B YCTHOU opMme

3. Ilpu npekpaiieHuu TpyJA0BOTo I0OroBOpa paboToaaTeNb 0053aH BbIAATH PAOOTHUKY TPYIOBYIO
KHUXKKY B!
a) Te4eHHe S5-U JHEH Mocie yBOJIbHEHUS



0) TeueHHe HeAeNU TIOCTIe YBOJIbHCHUS
B) JICHb YBOJILHCHHS +

4. Tpynosoii koaekc Poccuiickoit denepalinu mpeaocTaBiseT MpaBo padOTHUKY PaCTOPTHYTh
TPYJIOBOM JOrOBOP B TEUEHUE UCIIBITATEIILHOIO CPOKA:!

a) eciau paboTa He ABJIAETCS Ui HEro MOJIXOSIIeH, TpeIynpeanB paboTo1aTesi MMCbMEHHO 32
TpH THSA +

6) Tpynosoit koaekc Poccuiickoit deneparuu He MpeIOCTaBIAET paOOTHUKY TaKOE TIPABO

B) B TE€UCHUE UCIBITATEIILHOTO CPOKA HA paOOTHUKA HE pacnpocTpaHsercss TpyaoBoil KoaeKe

5. B kakoM pa3mepe BBITUTAYUBACTCS BBIXOIHOE TOCOOUE MPU PACTOPKEHUH TPYIOBOTO
JIOTOBOPA B CBSI3U C BOCCTAHOBJICHHEM Ha paboTe pabOTHHKA, paHee BBIOIHSBIIETO 3Ty padoTy:
a) B pa3Mepe CpeTHEMECIYHOr0 3apadoTKa

0) B pa3mepe 3-MecAYHOTO 3apaboTKa

B) B pa3Mmepe 2 -X HeJIeIbHOTO CpeaHero 3apaboTka +

6. KakoBa HOpMaJibHas IPOJIOSKUTEIIEHOCTh pab04ero BpeMEHU:
a) 50 4acoB B HENIEIIO

0) 40 gacoB B HememO +

B) 30 yacoB B HeJIEIIO

7. KakoBa mpo o KUTEIILHOCTD JOIIOJIHUTEIBHOTO OTITYCKA JIJIsi PA0OTHHUKOB C
HEHOPMHPOBAHHBIM pa0OYUM JTHEM:

a) He MeHee 5 KaJeHIapHbIX JHEN

0) He MeHee 15 KaleHIapHbIX THer

B) HE MeHee 3 KaJICHIapHBIX JTHEH +

8. KakoBa nipeieibHO JOIMyCTUMAsI TPOJOKHTEILHOCTh CBEPXYPOUHBIX PabOT B TCUCHHE TOJIa:
a) 120 yacos +

6) 160 yacos

B) 180 yacoB

9. Cpok peructpanuu Tpy0BOTo J0roBopa (hus/ auil.- paboToaaTenem:
a) 10 nuei

0) 3 nus

B) 7 nHew +

10. Korna Tpy10B0Oii 1oroBOp HE 00s13aTeeH B TUCbMEHHOU (opme:
a) OpraHM30BaHHBIN HA0Op pabOTHUKOB

0) Tpy10BO# TIOTOBOP € MOJIOJBIM CIIELUAIUCTOM +

B) TPYZIOBOM TOTOBOP C HECOBEPILIEHHOJIETHUM paOOTHUKOM

11. T'ne peructpupyercs TpyJa0BOH AOTOBOP, KOTOPBIM 3aKIr04aeTcs ¢ PU3NYECKUM JINLIOM-
IPEIIPUITHEM:

a) B TOCYJJapCTBEHHOM (DOHI€ 3aHATOCTH +

0) B HAJIOrOBOM ciTy)K0€e

B) B ICHCHOHHOM (poHIe

12. Kem pa3pabatsiBaeTcsi U MPUHUMAETCS KOJUIEKTUBHBIN JOrOBOP:
a) Ha ceccun denepanpbHOrO COOpaHuUs
0) Ha 0o011el KOH(pEpEeHIIH TPYIOBOIO KOJIJIEKTHBA +

B) Ha pedepeHayme



13. CTopoHaMH 3aK/IIOUEHUS KOJUIEKTUBHOIO JOIOBOPA SIBIISIOTCSA:

a) COOCTBEHHHUK WJIM JIULIO UM YIOJHOMOYEHHOE U TPYIOBOH KOJIEKTHUB +
0) mpencenarens NPoCO3HOTO KOMUTETA U pAOOTHUKH

B) KOMUTET M0 TPYIOBBIM CIIOpaM M paOOTHUKHU

14. MoMmeHTOM Hayasia JACHCTBUS TPYIOBOTO JOTOBOPA CUUTACTCS:
a) uepes S5 AHeH nmocie noAnuCcaHus

0) uepe3 10 qHel mocie moAmMcaHus

B) IIOCJI€ TOCYJapPCTBEHHOM perucTpanuu +

15. UcnpiTanus npu nmpuemMe Ha paboTy HE MPUMEHUMO K:
a) paboTHukam 110 18 ser +

0) uHBaNIMIAM

B) BOCHHOOOSI3aHHBIM

16. [leiicTBUE KOJUIEKTUBHOTO JOTOBOPA MPEANIPHUATHS PACIPOCTPAHIETCS Ha:
a) TOJILKO Ha BPEMEHHBIX padounx

0) Ha BceX WIEHOB (CYOBEKTOB) NpeaIpUiITUS +

B) TOJIKO Ha aJIMUHUCTPAIIHIO

17. He siBnsieTcst rapaHTHel oOecrieueHns IpaB rpax/JaH Ha TPy
a) cBOOOTHBIN BBIOOP BHIA IEATEILHOCTH

0) paBEeHCTBO TPY/JOBBIX IIPAB IPaKAaH

B) pacoBasi IPUHAJJIEKHOCTD +

18. OnuH u3 BUOB TPYAOBOrO JOrOBOpA MO CPOKAM JEHCTBUS:
a) KpaTKOCPOYHBIN

0) cpouHBIH +

B) CPEAHECPOYHBII

19. Onun U3 BUAOB TPYOBOTO JOTOBOPA MO CPOKAM JICUCTBUS:
a) CpeHECPOUHbII

0) Ce30HHBIM

B) OeccpouHblif +

20. OnuH U3 BUJIOB TPYIOBOTO JIOTOBOPA MO CPOKaM JIEHCTBUS:
a) CE30HHBII

0) Ha BpeMsl OIIpeIeIIeHHON paboThI +

B) JIOJITOCPOYHBIH

21. IIpu npueme Ha paboTy HE TpeOyeTCs TOKYMEHT:
a) CBUJIETEJIbCTBO O POXKACHUU +

0) TpyAoBas KHIKKa

B) JIUIIJIOM

22. 1o oOmiemy mpaBWily CPOK UCTIBITAHUS MTPU IPUHITHH HA pabOTy HE MOXKET MPEBHIIIATH:
a) 4 mecdia

0) 3 mecsma +

B) | mecsny

23. VcnpITaTeNbHBIN CPOK A7l pabOYUX COCTABIISET:
a) 2 Hexenu



0) 5 mecseB
B) 1 mecs +

24. TpynoBoii JOTOBOP MOKET MPEKPATUTCS 110 MHULIMATUBE:
a) COTPYIHHUKOB MOJIULIUU

0) coOCTBEHHHUKA +

B) HAYaJIbHUKA OT/IeJIa KaJIpOB

25. TpynoBoii 1OrOBOp MOKET MPEKPATUTCS 110 UHUIIMATHBE:
a) mMpoKypopa

0) HayaJIbHUKA OT/EJa KaJpoB

B) paboTHHKa +

26. TpynoBoii 1OrOBOp MOKET MPEKPATUTCS 110 UHUIIMATHBE:
a) HaYaJIbHUKA OT/EeNa KaJpoB

0) mpodcoroza +

B) CYIbU

27. IlepeBox paOOTHUKA Ha JPYroe MPEIIPUATHE, WK TIEPEBOJT HA APYTYIO TOHKHOCTD
BO3MOXKHO TIPH:

a) coryiacuu pabOTHHUKA +

0) cTpOro Mo PEHIeHUI0 TPYJOBOTO KOJIEKTHBA

B) HEOOXOAMMOCTH pabouero mporecca

28. Jlommyckaercs Jiu pas/ieliecHUe OTITyCKa Ha YacTH:

a) TOITYCKAeTCs TI0 KEJIAHUI0 pabOTHHUKA

0) He jpomycKaercs

B) JOITYCKAETCsI MO COTJIAIEHUIO0 MEK/Ty pAOOTHHKOM U paboToaTesem +

29. KakoBbI CpOKH BBITIIATHI 3apa00THOM IIATHI:
a) HE pexe YeM Kaxble MmoMecsIa +

0) He pexe ueM OJIMH pa3 B MecHll

B) HE peXXe YEM pa3 B HEJEIIIO

30. JIumo MOKeT CaMOCTOSITEIIEHO 3aKITI0YaTh TPYI0BOW JOTOBOP B BO3pacTe:
a) ot 18 jer

0) oT 16 net +

B) oT 14 ner

Tect No7

PGFI/ICTpaIlI/ISI, YUYCT U UHACKCUPOBAHUC NTOKYMCHTOB.

3aganue Nel

Kakue 1oKyMeHTBI OABEPraloT perucTpaum?
Bribepure ouH U3 4 BApHaHTOB OTBETA!

1) BHyTpeHHHE, BXOIAIINEC

2) BXOJSIIUE, UCXOISIIHE

3) TOJNBKO BHYTpPEHHHE

4) TpaBUIBHOTO OTBETA HET

3aganue Ne2



[Touemy Ha makeTax (KOHBEpTax) ¢ KOH(MUACHINAIBLHBIMU JTOKYMEHTAMU HE MPOCTABIISIOT TPUP
KOH(pHICHIIMATIBHOCTH ?
Bribepure oauH u3 3 BApHAHTOB OTBETA!
1) rpud mpocTaBiSIOT BCeraa
2) 4T0OBI HE TPUBJICKATh BHUMAaHHSI
3) T.K. 9TO HE UMEET HUKAKOro 3HAYCHUs, BAXKHO JIMIIb COJCPIKaHNEe KOHBEPTA
3ananue Ne3
Yro nenaTh ¢ OIIMOOYHO NIPUCITAHHBIMU KOH(DUICHIINAIBHBIMU JOKYMEHTaMu?
Bribepure HECKOIBKO U3 3 BapUaHTOB OTBETA!
1) VIX Hy»XKHO BBIOPOCHTH
2) VIX Hy’>KHO OTIpPaBUTh OOPATHO
3) ITo cornacoBaHHMIO C OTIPABUTEIIEM IIEpECIaTh B HY)KHBIH aJipec
3ananue N4
Ha uto OynyT ccplnarbes Ipu perucTpaluy BXOIAMIMUX TOKYMEHTOB, IOTEHLUAIBHO
coJIeprKanX KOH(OUICHITNATEHYIO HHPOPMAITHIO?
BeiOepuTe HECKOJIBKO U3 4 BapUAHTOB OTBETA:
1) wna IlepeucHp
2) Ha pelieHHe PyKOBOAUTEIS
3) Ha 3IpaBbIii CMBICIT
4) Ha Hanuuue rpuda, KOTOPbIH 00sI3aH MOCTABUTH OTIIPABUTEb
3ananue Ne5
[Tepeuncnure BapuaHThl YIAKOBKH MaKeTa ¢ KOH(GHUAESHIHAIbHBIMU IOKYMEHTaAMU
3anuiuTe OTBET:
1) OrtBer:
3ananue Neb
YTo MpoucxoauT ¢ KOH(PHIEHIMAIbHBIMU JOKYMEHTaMH, KOTOPbIE HE UCIIOJIHEHBI B TEKYIIEM
JIETIOTPOU3BOJICTBEHHOM TOTy?
BeiGepute oauH u3 3 BapuaHTOB OTBETA:
1) X YHHYTOXKAIOT
2) MX IEPEBOIAT AJIsl UCTIOJHEHHSI B HOBOM JIEJIONPOU3BOICTBEHHOM IOy
TaKOW HE0OXOAMMOCTH HUKOT/Ia HE BO3HUKAET, T.K. OpPraHU3alluH 00sI3aHbI BCE UCTIOTHUTH B
)TeKymeM rony
3aganue Ne7
Yro mosxpa3ymeBaeT FKCHEINIUOHHAs 00paboTka?
Bri6epute oquH 13 4 BApMAHTOB OTBETA:
1)y4er ¥ perucTpalyio BXOIIMX MAKETOB U JJOKYMEHTOB
2)yd4eT ¥ PerHCTPAIMIO UCXOSIIUX MTAKETOB U IOKYMEHTOB
3)u To U Apyroe
4)paBUIILHOTO OTBETA HET
3ananue Neg
CtouT 1 NpuHUMAaTh HaJIOPBAHHBIN MaKeT (KOHBEPT) C KOH(PHICHIMAIBHBIMHU TIOKYMEHTAMU,
€CJIM OH aJIpecoBaH B Ballly OpraHu3aiuo?
Bri6epute oquH 13 3 BApMaHTOB OTBETA:
1) Her, HE CTOUT, HY)KHO COCTABHTh aKThl H BEPHYTh OOPATHO
2) 1a, CTOUT, HO COCTaBUTh aKThI
3) Her, He CTOHT MPHUHUMATH, U aKThI COCTABIISITh TOXKE HE CTOUT
3amanue Ne9
Kakas oTMeTKa 10JKHA CTOSATh B JKypHaJle yueTa BXOAAIINX JOKYMEHTOB, €CITH
KOH(HICHIIMATHHBIN TOKYMEHT MPHIIEIT C COMPOBOAUTEIBHBIM IMMCHMOM, KOTOPOE, B CBOIO
ouepesib, He COIEPKUT KOH(UACHIMAIBHOW HHPOpMaLuu?
Bri6epute oaus U3 3 BapuaHTOB OTBETA!
1) compoBoOIUTETBHOE MHCHMO HE HY)KHO PETHCTPUPOBATH



2) "0e3 mpuII0KEHUs He KOH(PHICHINATBHO"

3) MHCHMO PEruCTPHUPYIOT OTIEIBHO, a MPUJIOKEHHE OTICIHHO
3aganue Nel0

3a 4To oTBeuaeT ciyx0a KOH(PUIECHINAIBHOTO IeJI0NPOU3BOCTBA?
Bribepure HeCKOIBKO U3 4 BapuaHTOB OTBETA!

1)3a y4er u peructpaimo KOHPHUICHIMAIBHBIX TOKYMEHTOB

2)3a mepeady JOKyMEHTOB MEXKIY HCIIOTHUTEIISIMH

3)3a KOHTPOJIb 32 CPOKAMH HCIIOJHEHUS IOKYMEHTOB

4) mpaBUIILHOTO OTBETA HET

3amanue Nell

Kakue noxymMeHThl 6epyT Ha MHBEHTApHOE XpaHeHHE?

3anuumre OTBeT:

1) Ortger:

3amanue Nel2

O0s13aTebHO JIM BECTHU JIBAa OTJEIBHBIX JKypHaJia JUIsl yueTa IMakeTOB KOH(UACHIMAIbHBIX
JIOKYMEHTOB M CaMHX JOKYMEHTOB?

Bri6epute ouH 13 2 BApUAaHTOB OTBETA:

1) na

2) HET

OTBETHI:

#1(106.) 4

#2(16.) 2

#3(160.) 2,3

#4(16.) 1,2

#5 (1 6.) OTBeT = ogMHAPHOE IMAKSTUPOBAHKE, JBOMHOE TTAKETHPOBAHUE
#6(16.) 2

#7(16.) 3

#8(16.) 1

#9(10.) 2

#10(16.)1,2,3

#11 (1 6.)OTBeT = cOpOLIIOPOBAHHBIE JOKYMEHTBI, YEPTEXKH, )KypHAIIbl yueTa
#12 (16.)2

Tect Ne§

Homenknarypa aen opranusaium.

3ananue Ne |

Ha npaxTrke HOMEHKIIaTypa JieJ paccMaTpuBaeTcsl Kak

BriOeprTe HECKOJIBKO U3 3 BapUaHTOB OTBETA:

1) oTueTHBIN JOKYMEHT

2) y4eTHBIA JOKYMEHT

3) TU1aHOBBIM JOKYMEHT

3ananue Ne 2

Kakue npusHaku 3aBeieHUs Je]1 UCIIOIb30BaHbI B CIIEIYIOIIEM 3arojIoBKe Jiela
«/IoKyMEHTBI O IPOBEJEHUH ATTECTALIMM COTPYAHUKOB (IUIaH, IPOrPaMMbl, IPOTOKOJIbI
3ace/laHui aTTeCTAIIMOHHON KOMHUCCHH )»

Bribepure HECKOIBKO U3 5 BapUaHTOB OTBETA!

1) npeaMeTHO-BOIPOCHBIN

2) HOMUHAJIbHBIN
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3) aBTOpCKUI

4) XpOHOJOTUYECKUN

5) KOppeCIOHAEHTCKUI

3amanue Ne 3

Kakue npusHaku 3aBeieHUs J€]1 UCII0JIb30BaHbI B CIIEIYIOIIEM 3arojIOBKE Jeiia
«OKypHan peructpanuu NoCTyNammuX J0KYMEHTOB)

Bribepure HECKOIBKO U3 5 BapUaHTOB OTBETA!

1) XpOHOIOTHYECKU I

2) aBTOPCKUI

3) KOpPECTIOHICHTCKHUI

4) HOMUHAJILHBIN

5) nmpeaMeTHO-BOIPOCHBII

3ananue Ne 4

Kakoii u3 BUJI0B HOMEHKJIATYPbI €T SIBISETCS HOPMATUBHBIM JIOKYMEHTOM
Bribepure oauH u3 3 BApHAHTOB OTBETA!

1) unauBUAYyaIbHAS

2) npumepHas

3) TumnoBas

3ananue Ne 5

Kakoii u3 BU10B HOMEHKJIATYpPBI A€ CO3/1aeTCs Ha MPEAIpUITUN

Bri6epute ouH 13 3 BApMaHTOB OTBETA:

1) mpumepHas

2) uHAMBUAYaJIbHAS

3) TumnoBas

3ananue Ne 6

Kakue npusHaku 3aBeieHUs Je]1 UCIIOIb30BaHbI B CIIEIYIOIIEM 3aroJIOBKe Jea
«ITpuka3bpl reHepaIbHOIO JTUPEKTOPA MO AJAMUHUCTPATUBHO-XO035MCTBEHHON AEATEIbHOCTH
Br16epute HECKOIBKO U3 5 BAPUAHTOB OTBETA:

1) npeaMeTHO-BOIPOCHBIN

2) KOpPECIIOHICHTCKUI

3) aBTOpCKUI

4) HOMUHAIbHBIH

5) XpOHOJIOTHYECKUI

3aganue Ne 7

Boigenenue nen no Ha3BaHUIO OpraHU3aluu, KOTOPOI OyyT aapecoBaHbl UM OT KOTOPOH
OyIyT MONy4eHbI TOKYMEHTHI - OCHOBA

BeiGepute oauH u3 4 BapuaHTOB OTBETA:

1) HOMMHATBHOTO MTPU3HAKA 3aBEICHUS JeI

2) aBTOPCKOTO MPU3HAKa 3aBEICHUS JIe

3) npeaMeTHO-BOIPOCHOTO MTPU3HAKA 3aBEICHUS J1ET

4) KOppeCIOHIEHTCKOT0 MMPU3HAKa 3aBeICHUS J1e1

3aganue Ne 8

Kakoli 3 BUJI0B HOMEHKJIATypPbl €] HOCUT PEKOMEHATEIbHbIN XapaKkTep
Bribepute oaus U3 3 BapuaHTOB OTBETA!

1) TunoBas

2) mpumepHas

3) uHaUBUyalIbHAS

3amanue Ne 9

Homenknarypa nen - 3to

Bri6epute oaus U3 4 BapuaHTOB OTBETA!

1) nepeyeHb HAMMEHOBAHUH JI€], 3aBOJIUMBIX B OpPraHU3aLNH
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2) rpynnyupoBaHUE UCIIOJIHEHHBIX JOKYMEHTOB B JI€a

3) oTOOp TOKYMEHTOB Ha TOCYapPCTBEHHOE XPaHCHUE

4) cucremaruszanus Jej, CO3JaHHbIX B OpraHU3aluu

3amanue Ne 10

Ilenp co3nanuss HOMEHKIIATYPHI A€l

Br16epute HECKOIBKO U3 5 BAPUAHTOB OTBETA:

1) yaeTHO-CcipaBOUYHasl CUCTeMa JIJisl TOCJIEIYIOLIEro MOUCKA JIe] CO CpokaMu XpaHeHus a0 10
JIET BKJIFOUUTEIHHO

2) OCHOBHOM y4eTHBIN JTOKYMEHT B TEKyIIell paboTe ¢ JOKyMeHTaluen
3) ycTaHOBIJIEHHE €IMHOTO COCTaBa Jiell C OJMHAKOBOM HymMepaueit

4) 3akpemieHre Kiaccu(uKalum, rpyninupoBKa UCTIOIHEHHBIX JJOKYMEHTOB B Jeia
5) eIMHCTBEHHOE CPE/ICTBO yUeTa MEePeXOAsIInX J1eT

3ananue Ne 11

Brinenenue nen o gare, K KOTOPOd OTHOCSATCS IOKYMEHTHI JieJia - OCHOBA
Bribepure oauH U3 4 BApHAHTOB OTBETA!

1) reorpaduyeckoro npu3Haka 3aBeieHUs Aell

2) XpOHOJIOTUYECKOI0 IPU3HAKA 3aBEICHUS J1€]

3) mpeaMEeTHO-BOMPOCHOTO MPU3HAKA 3aBEICHUS 1eT

4) HOMUHAJIBHOTO MPU3HAKA 3aBEACHUS JEI1

3aganue Ne 12

Kaxoil u3 cienyromux 3arojJJoBKOB OTHOCUTCSL K HOMEHKJIAType J1€11, CO31aHHOU 110
CTPYKTYpPHOMY TUITY

Bri6epute oquH 13 3 BApMaHTOB OTBETA:

1) mpaBoBoOE yIipaBieHUE

2) KOHTPOJIb COOJIIOICHUS IEHCTBYIOIIETO 3aKOHOAATEIbCTBA

3) mpaBoBOE oOecrieueHue

3ananue Ne 13

Kakue npuzHaku 3aBeieHUs Je]1 UCIIOIb30BaHbI B CIIEIYIOIIEM 3aroJIOBKe Jela
«l"onoBo#i punancosii maaH Ha 2011 rom»

Br16epute HECKOIBKO U3 5 BAPUAHTOB OTBETA:

1) aBTOpCKUI

2) npeaAMETHO-BONIPOCHBIN

3) KOppeCOHAEHTCKUI

4) HOMUHAIIbHBIH

5) XpOHOJIOTHYECKUI

3ananue Ne 14

Boigenenue nen no BUgy JOKYMEHTA - OCHOBA

BeiGepute oauH u3 4 BapuaHTOB OTBETA:

1) npeaMeTHO-BOIPOCHOTO MTPU3HAKA 3aBE/ICHUS J1€]

2) aBTOPCKOTO MPU3HAKa 3aBEICHUS JIe

3) KOppECOHAEHTCKOT0 NMPU3HAKa 3aBeICHUS Jell

4) HOMUHAJIBHOTO MTPU3HAKA 3aBEJCHUS JET

3aganue Ne 15

Ha nepBoM 3tane pa3paboTku HOMEHKJIATYphI Ael

Br16epute HeCKOIbKO U3 3 BapUAHTOB OTBETA:

1) aHanM3UPYIOTCS HOMEHKJIATYPHI A€l 3a MPEAbIIyIIIe FOJIbI

2) U3y4aroTcs JOKYMEHTHI ITPEIIPUSTHS

3) BeaeTcs onpoc pabOTHUKOB O 3aBOJIMMBIX B OPTaHU3AINH JIEIaX
Samanue Ne 16

Ha BTOpom sTane pa3paboTKu HOMEHKIATYPHI 1€ POUCXOAUT
Bri6epute oaus U3 3 BapuaHTOB OTBETA!

1) cucremarusanus 3aroJiOBKOB



2) ¢popMynHpOBaHUE 3ar0JIOBKOB JIEJT

3) pa3paboTka KiIacCu(UKAITMOHHON CXEMBI
3ananue Ne 17

Beiienenue fies no KpaTkoMy CoJepKaHUI0 JOKYMEHTOB JIela - OCHOBa
Bribepure oauH U3 4 BApHAHTOB OTBETA!

1) XpOHOJIOTMUECKOT0 MIPU3HAKA 3aBEJICHUS Jell

2) npeIMEeTHO-BOIIPOCHOTO NPU3HAKA 3aBEICHUS Jell
3) reorpaguyeckoro npu3HaKa 3aBeIeHuUs /e

4) HOMUHAJIBHOTO MPU3HAKA 3aBEACHUS JIEI

3amanue Ne 18

Pa3zpaboTka HOMEHKIIATYPBHI JIeJI BKIIOYAET B ce0s
BeiGepute oauH u3 3 BapuaHTOB OTBETA:

1) Tpu sTana

2) nBa sTamna

3) yeThIpe 3Tama

3aganue Ne 19

Kakue npusHaku 3aBeieHUs /11 UCIOIb30BAHBI B CIIEYIOLIEM 3ar0J0BKe Jiea
«KBapTaspHbIe OTYETHI TEPPUTOPUATBHBIX OPTaHOB O MOBBIIICHUH KBATH(UKAIIUN U 00yICHUH
COTPYAHUKOBY»

Br16epuTe HECKOIBKO U3 5 BAPUAHTOB OTBETA:

1) HOMUHAIBHBIH

2) aBTOpPCKUI

3) XpOHOJIOTHYECKUI

4) npeIMeTHO-BOIIPOCHBIH

5) KOppecnOHAEHTCKUI

3aganue Ne 20

Kakue npusHaku 3aBeieHUs /1€ UCIIOIb30BAHBI B CIIEYIOLIEM 3ar0J0BKe Jieia
«Ilepenucka ¢ mogBEAOMCTBEHHBIMH TEPPUTOPUATBHBIMU OPIaHAMU O MOBBIILIECHUU
KBAJTM(PHUKALUU U 00Y4E€HUH COTPYIHUKOB)

Bri6epuTe HECKONBKO U3 5 BAPUAHTOB OTBETA:

1) HOMMHATTBHBIN

2) aBTOpCKHI

3) XpOHOJIOTMYECKHI

4) npeIMeTHO-BOIIPOCHBIH

5) KOppecnoHAEHTCKUI

Samganue Ne 21

[IITaTHOE pacnycaHue ABISAETCS OCHOBOMW 11 HOMEHKIIATYPHI J1€]1, CO3JaHHOM I10
Bri6epute oquH 13 3 BApMaHTOB OTBETA:

1) Npou3BOACTBEHHO-OTPACIEBOMY TUITY

2) GyHKIMOHATBHOMY THITY

3) CTpYKTypHOMY TUITY

3amganue Ne 22

Ha npennpuarusax, T0KyMEHTbI KOTOPBIX MOAJIEXKAT NIEPEJadye B apX1UB, HOMEHKJIATypa Jell
ABIISIETCS

Bribepure o1H 13 2 BApHAHTOB OTBETA!

1) o0s3aTeNBbHBIM JOKYMEHTOM

2) HeoOs13aTEebHBIM IOKYMEHTOM

3amanue Ne 23

[Tpu pa3paboTke HOMEHKIIATYPBHI JIeJI CPOK XPAHEHUS TOKYMEHTOB YCTAaHABIINBACTCS
NepPBOHAYAIILHO

Bribepure ouH 13 3 BapHaHTOB OTBETA!



1) caMOCTOSTENBHO CITY>KO0H 1€T0NPOU3BOJICTBA

2) B cooTBeTcTBUU C [lepeuHeM THIOBBIX YIPaBIE€HYECKUX apXUBHBIX JOKYMEHTOB,
00pa3yroImuxcsi B IPOLECCE AEATENbHOCTH F'OCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOyIpaBJICHUS U OPTaHU3ALMN, C YKa3aHHEM CPOKOB XpaHEHHUS

3) 1o peleHuI0 FKCIIEPTHON KOMHUCCUN

3amanue Ne 24

KoHKpeTHBIE CPOKH XpaHEHHS JJOKYMEHTOB, HE YCTAHOBJICHHBIC TIEPEUYHSAMHU M TUIOBBIMU WIIH
MPUMEPHBIMU HOMEHKJIATYpaMu JIeJl, yCTaHABIMBAET

Bribepure oauH u3 3 BApHAHTOB OTBETA!

1) camocTosTeNnbHO CcTy>K0a 1eI0MPOr3BOJICTBA

2) npuKa3 JUPEKTOpa OpraHu3aluu

3) pelieHne SKCIePTHOM KOMHCCHH

3ananue Ne 25

DopMyTUpOBaHUE 3ar0JI0BKOB JI€] O3HAYAET

Bribepure oauH u3 3 BApHAHTOB OTBETA!

1) obopmiteHne TaOTMYHON YaCTH HOMEHKJIATYPBI

2) onMcaHMe COCTaBa U COJEPKAHUS JOKYMEHTOB, KOTOPbIE OYyT pacrioiaraTbCs B 3TOM JIele
3) cucremMaru3anus JOKyMEHTOB

3ananue Ne 26

OdopmieHne HOMEHKIATYPBI €T - 3TO COAePIKAHKE

Bri6epute ouH 13 3 BApMaHTOB OTBETA:

1) BTOpOroO 3Tamna pa3paboTKi HOMEHKJIATYPHI el

2) 4eTBepTOro 3Tana pa3padOTKH HOMEHKJIATYPHI €]

3) TpeThero 3Tana pa3padoTKH HOMEHKIIATYPhI A€l

3ananue Ne 27

OCHOBHBIMU HOPMATUBHBIMU JOKYMEHTAMH, KOTOPHIMU PYKOBOJICTBYIOTCS IPU CO3aHUU
HOMEHKJIATYPHI JIel, SBIISIOTCS

Bri6epute HeCKOIbKO U3 4 BAPHAHTOB OTBETA:

1) TOCT P 6.30-2003

2) 3axon Ne 000 @3 «O6 apxuBHOM zene B POy

3) OcHoBHBIE TIpaBUIa pabOTHI APXUBOB OpPraHU3AIIUN

4) IlepevyeHb TUMOBBIX YIPABICHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOLIUXCs B Ipoliecce
JeSITeIbHOCTH TOCY/1apCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CAMOYIIPABIEHUS U OpraHu3alui,
C YKa3aHUEM CPOKOB XpaHEHUs

Samganue Ne 28

B xakoMm M3 BUJIOB HOMEHKJIATYphI JIe]1 yCTaHABIMBACTCA €AMHAS MHJIEKCALUs el
Boi6epute oquH U3 3 BApMaHTOB OTBETA:

1) TunoBas

2) UHIUBHUAYATbHAS

3) npumepHas

3amganue Ne 29

Kakue npusHaku 3aBeieHUs /1€ UCIOIb30BAHBI B CIIEYIOLIEM 3ar0J0BKe Jena
«[lepernncka ¢ MoIBEJOMCTBEHHBIMH TEPPUTOPHUATBHBIME OpraHamu L{eHTpanbHOTOo
denepanbHOTO OKPYra O MOBBIIIEHUN KBANU(UKALUU U 00y4YEHUH COTPYAHUKOBY
Br16epute HECKOIBKO U3 5 BAPUAHTOB OTBETA:

1) HOMUHATBHBIH

2) mpeIMeTHO-BOIIPOCHBIH

3) XpOHOJIOTHYECKU I

4) KOppeCIOHIEHTCKUN

5) TeppUTOpPHATIBHBIN

3amganue Ne 30

Ha3zBanus pa3aenoB HOMEHKIIATYPHI JIeJl BBICTPOEHBI B IOKYMEHTE 110



http://www.pandia.ru/text/category/organi_mestnogo_samoupravleniya/
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Bribepure ouH u3 3 BApHAHTOB OTBETA!
1) creneHn 3HAYMMOCTH
2) WITaTHOMY PACIIHUCAHUIO






