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1. MMACIIOPT
KOMILIEKTA OLIEHOYHBIX CPEJACTB MO0 Y4eOHO JUCHUILIIHHE
«JlokyMeHTalMOHHOE 00ECIICUCHHE YITPABICHHUSD
1.1.061me nosoxeHust
KontponbHo-onienounsie cpenctsa (KOC) nmpennasHadeHsbl isi KOHTPOJIS U OLIEHKH
00pa30BaTENbHBIX JOCTHKCHUN 00YJaIOIIUXCS, OCBOMBIIUX IMPOTPaAMMY YICOHON AUCIIHILITIHBI

«loxymeHTannoHHOE 0OecrieueHre yrpaBieHUs»

KOC BkiI1049atoT KOHTPOJIbHBIE MAaTE€PHAJIbl ISl IPOBEACHUS TEKYILEr0 KOHTPOJIS U
MIPOMEXYTOUHOM arTecTanuu B popme nuddepeHpoBaHHOIO 3aueTa.
KOC pa3pabotanbl B COOTBETCTBUH C:

obpazoatenbHOi porpammoit CI1O no cnenuaabHOCTH

38.02.03 — OnepanmoHHast 1eATEITHHOCTD B JIOTHCTUKE
O1eHOYHBbIE CpPECTBA BKJIFOYAIOT KOHTPOJIbHBIC MaTepHalbl JJIsi MPOBEICHHS TEKYIIETO,

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

1.2 Pe3yabTaThl OCBOCHHS THCIHUILIHHBI, TOJIEKAIIHE MIPOBEPKe

NoPesynbTaTel 00y4eHHS(OCBOCHHBIC YMEHUS, HaumenoBanue snemMeHTa yMeHUH/3HAHUT

YCBOEHHBIE 3HAHUS —13 paboyeil mporpamMmabl)

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

y2 OCBaMBaTh TEXHOJIOTUH
ABTOMAaTHU3UPOBAHHOU 00paboTku
JIOKYMEHTAI1H;

y3 UCIIOJIb30BaTh YHUGUIUPOBAHHBIE (HOPMBI
JTOKYMEHTOB;

V4 OCYILIECTBIISATH XpaHEHUe u MOMCK
JIOKYMEHTOB;

VY5 HCII0JIb30BaTh TEJIeKOMMYHHUKAIIMOHHbBIE
TEXHOJIOTUU B AJIEKTPOHHOM
JOKYMEHTO000pOTE;

31 MNOHATHE, 1EeNW, 3aJaud U [PUHIUIBI
JENIONPOU3BOJICTBA;  OCHOBHBIE  IMOHSTHS
JOKYMEHTAIMOHHOTO obecrnieueHus
yIpaBJICHMUS;

32 CUCTEMBI TOKyMEHTAIIMOHHOTO 00ecTeueHus
yIpaBICHHUS;

33 -KJIaccu(UKalUI0 JTOKYMEHTOB; TpeOoBaHUs
K COCTaBJICHUIO u odOopMIICHHUIO
JOKYMEHTOB;

34 OpPTraHM3aIUI0 JOKYMEHTO000pOTa: MpHEM,
00paboTKy, perucTparuio, KOHTPOJIb,
XpaHEHHE IOKYMEHTOB, HOMEHKJIATypy eIl




OK 2

YMEHUE  OpraHU30BBIBaTH  COOCTBEHHYIO
JeSITeIbHOCTD, BHIOUPATh TUIIOBBIE METOJIBI U
crocoObl  BBIMIOJHEHUSI TPO(PECCHOHATBHBIX
3a1a4, OICHWBaTh HX J(PPEKTUBHOCTh U
Ka4ecTBO

OK 4

yMEHUe OCYIIIECTBIISITh MTOKMCK u
UCII0JIb30BaHNE MH(POPMAIUHU, HEOOX0IUMOM
JUISt 3G (HEKTUBHOTO BBITIOJTHEHHUS
npodeccrnoHaTbHBIX 3aad,
npodeccunoHaTEHOTO " JTUIHOCTHOTO
pa3BUTHSL.

OK'5

c(OPMHPOBAHHOCTh  TPEJCTABJICHUH O
uH(pOopMaIMoHHOM KYyJIbTYype, yMEHHE
aHAJIM3UPOBATh M OI[CHUBATHh MHGOPMAIIHIO C
WCTIOJIb30BAHUEM MH(POPMaAIIMOHHO-
KOMMYHUKAIITMOHHBIX TEXHOJIOTHH.

K 1.1.

[IpunsTue y4acTHsl B pazpaboTke
CTPATCTUUYCCKUX n OIICPATUBHBIX
JJOTUCTUYECKHUX IIJITaHOB Ha YpPOBHE
nojapazaeneHns (y4acTka) JIOTHCTHYECKOM
CUCTEMBI C y4yeTOM Melled U  3ajad
opranuzanmuu B 1enoM. OpraHu3oBBIBAaTh
paboTy IIEMEHTOB JIOTHCTUYECKON CHCTEMBI

K 1.2.

HJ'IaHI/IpOBaHI/Ie nu opraHusanus
JOKYMEHTOOOOpOTa B  paMKax ydacTka
JIOTUCTUYECKOMN CHUCTEMBI. [Ipunstue,
COpPTUPOBKa U CaMOCTOSITEIbHOE
COCTaBJIEHUE TpeOYyeMOil TOKyMEHTaIUH.

IIK 1.3.

OcymecTBiieHHe  BBIOOpAa  MOCTaBIIUKOB,
MEePEBO3YHKOB, ompeieeHIe THIIA
MTOCPETHUKOB M KaHAJIOB PACTIPE/ICIICHHSI.

IIK 1.4.

Bnagenue MeTOIMKOW TPOEKTUPOBAHUSA,
OpraHu3alil W aHaju3a Ha  ypOBHE
nojpasaeneHus (y4acTka) JIOTMCTHYECKOMN
CUCTEMBI yIIpaBJICHUS 3armacaMu u
pacnpeeuTeIbHbIX KaHAJIOB

IIK 1.5.

BJ'IaI[GHI/Ie OCHOBaMu OIICPAaTHBHOI'O
IIJIAaHUPOBAHUSA n OpraHru3alnu
MAaTCPHAJIbHBIX ITOTOKOB HaA ITPOU3BOJACTBEC.

IIK 2.1.

Yyactue B pa3zpaboTke HHPPACTPYKTYPHI
mpolecca  OpraHu3aluyd  CHaOXeHUus |
OpPraHU3aIMOHHON CTPYKTYpHl YIpaBIICHUS
cHaO)XKEHWEM Ha YpOBHE MOJpa3/eICHHUS
(y4acTka) JOTUCTHUECKON CUCTEMBI C yIETOM
1eJIeil ¥ 3a71a4 OPraHu3alnu B LIEJIOM.

IIK 2.2.

HpI/IMeHeHI/Ie MCTOAOJIOTUH MPOCKTUPOBAHUA
BHYTPUIIPOU3BOACTBCHHBIX  JIOTUCTUYCCKUX
CHUCTCM IIPpU PCIICHUHU MMPAKTUYCCKUX 3a7a4.

IIK 2.3.

Hcnonp3oBanue Pa3JIMYHBIX MoAeIer Hu
MCTOIOB YIIPABJICHHUS 3allaCaAMU.

IIK 2.4.

OcymiecTBieHne  ymnpaBlIeHUS  3aKa3aMH,
3armacamy, TPAHCIIOPTUPOBKOH,




CKJIaIIPOBaHHEM, rpy3orepepadoTKoH,

YIIaKOBKOM, CEPBUCOM.

IIK 3.1.

Buanenue METOJ0JIOTHEN OLICHKH
3pPEeKTUBHOCTH (GyHKIMOHUPOBAHUS
HJIEMEHTOB JIOTUCTHYECKOW CHCTEMBI.

IIK 3.2.

CocraBneHne MporpaMMbl M OCYIIECTBICHUE
MOHHWTOPHHTa TIOKa3aTeyned paboThl  Ha
YpOBHE NoIpa3ieieHUs (ygacTka)
JIOTUCTUYECKOW CHUCTEMBbI  (TMOCTaBIIUKOB,
MIOCPETHUKOB, MEPEBO3YHUKOB "
3P PEKTUBHOCTH paboThI CKJIQJICKOTO
X03sCTBA M KAHAJIOB PACHPEICIICHHS).

IIK 3.3.

PaccunteiBath nu AHAJIN3UPOBATH
JIOTUCTUYCCKHUEC U3ICPIKKHU.

IIK 3.4.

HpI/IMeHeHI/Ie COBPCMCHHBIX JIOTMCTHYCCKUX
KOHHGHHI/Iﬁ U TIPUHOUIIOB  COKpAIICHUA
JJIOTUCTHYCCKHX PaCXOa0B.

[IK 4.1.

[IpoBenenne  KOHTPOIA
JKCIEAUPOBAHUS 3aKA30B.

BBITIOJIHCHU L u

[IK 4.2.

Opranuzanyst npyemMa U IPOBEPKH TOBAPOB
(rapaHTHsl TIOJy4€HHs 3aKas3a, IpOBEpKa
KadyeCTBa, MMOATBCPIKACHUC MOJIYYCHUSA
3aKa3aHHOTO KOJIMYeCTBa, O(QOpPMIICHHE Ha
MOJIyYYUEHUE U PETUCTPALHUIO  CHIPHA);
KOHTPOJIMPOBAHUE OILIAThI HOCTABOK.

IIK 4.3.

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

IIK 4.4.

OmnpeneneHne KPUTEPUEB ONTUMAIBHOCTH
(GYHKIIMOHUPOBAHUS MOIpa3ICIICHUS
(ygacTka) JJOTUCTUYECKOU CUCTEMBI C YUETOM
TeNIeH ¥ 3a]1a4 OpraHu3aliy B [EJIOM.

1.3 PacnipeesieHne OCHOBHBIX TOKa3aTeJieii OIeHKH Pe3yJbTaTOB 10 BHIAM
aTTecTaluu
Kox n HamMeHOBaHHe 3JIeMEeHTa yMeHU Bungsl arrectanuu
WJIH 3HAHUH
Texywuu konmponw | [Ipomescymounas
(umoeosasi)
ammecmayus
Vi 0hOpPMIISTH TOKYMEHTAIUIO B IpakTryeckue paboThl, Hud. 3aver

COOTBETCTBUU C HOPMATHUBHOI 0a30H, B T.4. C
MCIO0JIb30BaHNEM UH(POPMAITUOHHBIX
TEXHOJIOTHH;

OK 4 ymeHue ocylecTBIsTh IOUCK U
HCIOJIb30BaHNE HH(POPMAIH, HEOOX0IUMON
st 53 PEeKTUBHOTO BBHIOJIHEHHUS

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

MK 1.1.1IK 1.2.I1K 1.3.11K 1.4.

[MpakTudeckue paboTH,
YCTHBIN OIIPOC.

Hud. 3auer

v3 HCI0JIb30BaTh YHU(ULIUPOBaHHbBIE
(hopMBI TOKYMEHTOB;

OK 2 ymeHue opraHu30BbIBaTh COOCTBEHHYIO
JeATeNbHOCTD, BRIOMPATh TUTIOBBIE METOJIBI
CroCcoObI BRITIOIHEHUS TTPOPECCHOHATBHBIX
3a/1a4, OIICHUBATh UX 3(PPEKTUBHOCTH U
Ka4yecTBO

IIK 1.1.

[IpakTudeckue padoOTHI,
ycTHbII onpoc.Tecr.

Hud. 3ager

V4  ocylecTtBiIsATh  XpaHEHHE U IOWCK
JOKYMEHTOB;

OK4 ymMmeHue OCYymECTBISATh TOUCK U
UCIO0JIb30BaHUWE HH(OpMAIK, HEOOXOAUMOMN
TUTST 3¢ PeKTUBHOTO BBITIOJTHCHHS
npodeccuoHalIbHBIX 3ajad,
podecCHOHAIBHOTO ¥ TUYHOCTHOTO Pa3BUTH.

OK 5 chopMHpOBaHHOCTh MpEACTABICHUN O
nH(OPMALIMOHHOU KYJBTYpE, yMEHUE
aHAJIM3UPOBATh U OLIEHUBATH MHGOPMAIUIO C
HCIIOJIb30BAHUEM uH(OPMAaIIMOHHO-
KOMMYHUKAI[MOHHBIX TEXHOJIOTUH.

I[IK 2.1. IIK 2.2.

IIpakTrdeckre pabOTHI,
ycTHbIN onpoc.Tecr.

Hud. 3aver

V5 ucnoap30BaTh TCIICKOMMYHUKATMOHHBIC
TEXHOJIOTHUH B JJICKTPOHHOM

[IpaxTugeckue padoTH,
YCTHBIHA OMpocC.

Hud. 3auer




JOKYMEHTO000pOoTE

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

OK 4 ocymiecTBasTh MOUCK U UCTIOJIH30BAHUE
nHbOopManuu, HeOOXOAUMOH IS

3P PEKTUBHOTO BBITTOJHEHHS
npodecCHOHANBHBIX 3a/1a4,
po(ecCHOHATIBHOTO U IUYHOCTHOTO Pa3BUTHS.

OK 5 chopmupoBaHHOCTH MPECTaBICHUMN O
MH(OPMaLMOHHON KYJIbType, YMEHUE
aQHAIM3UPOBATH U OLICHUBATH HH(OPMAITHIO C
HCIIOJIb30BaHNEM HH(POPMAITMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHUH.
JTOKYMEHTO000POTE;

[IK 1.4.I1K 2.1.TIK 2.2.I1K 2.3.TIK 2.4.IIK
3.1.1IK 3.2.1IK 3.3.1IK 3.4.

31 mnonHsATHe, UENW, 3aJa4d WU TPUHLMIIBI Hud. 3aver
JIeJIONIPOU3BO/ICTBA; OCHOBHBIE HOHSATHUS

JIOKYMEHTaLHOHHOTO obGecreuenns | 1IpaKkTideckue padoTsl,

YIIPaBIICHNS; yCTHBIN onpoc. Tect

32 cucrembl TOKYMEHTAIlMOHHOTO [Ipaxtiueckue paboTs, Hud. 3auer
obecrnieueHus yrpaBJieHHUs, YCTHBIH OIPOC. TeCT

33 knaccudukaiuo J0KyMEHTOB; TpeOOBaHUs TpakTHyeckie paGoTsi, Hud. 3auer
K COCTaBJICHUIO U 0(OPMIICHUIO IOKYMEHTOB; YCTHBIH ompoc.

34 opraHu3zanuoo J0OKyMEHTO000pOTa: IpUeM, Hud. 3auer

00paboTKy, perucTpalnio, KOHTPOJIb,
XpaHEHHE IOKYMEHTOB, HOMEHKJIATYpy JeIl.

[IpakTudeckue padoOTHI,
YCTHBIHA OIpPOC.




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 A A 31 32 33 34
Tema 1. 3 3,
Brenenue. 12 12
3HavYeHHE U COJIEP)KAHUE TUCIIUIUINHBI
«/loxymenTanmonHoe o0ecrieueHue yrpaBIeHUsD
Tema 1.2 3, 3,
Kn 12, 12,
accu(uKaiusi M BUJIBI TJOKYMEHTOB. 15 1=
Tema 1.3 3, 3,
[IpaBuna odopmieHHs] OCHOBHBIX PEKBU3UTOB. 111 1125
Tewma 2.1 3, 3,
CucreMa opraHu3alMOHHO-PaCOPAIUTEIbHOM 12 12
JOKyMEHTalluu
Tema 2.2. 3, 3, 3,
P : 11, 12, 11,
acTopsAUTENbHbIE JOKYMEHTBI: IPUKA3bI,
MTOCTAHOBJICHHUS], PEILICHUS, YKa3aHUS
17 17 17
Tema 2.3 3, 3,
Cocrasnenue nHGOPMAITMOHHO-CIPABOYHBIX 12, 12,
MaTepHanoB 15, 15,
17 17
Tema 2.4 3, 3, 3
Pa3HOBUIHOCTH THCEM. 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
TpynoBoii moroBop. 12, 12,
15, 15,
17 17
Tema 5.1 3, 3,
Peructpanusi, y4et 1 WHACKCHPOBAHUE 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 THIIOB OLIEHOYHBIX CPEJACTB MO YJIeMEeHTAM 3HAHUI U yMeHHii KOHTPOJIMPYeMbIX HA IPOMEKYTOYHOH aTTeCTALUMN

Copaep:xanue y4ed0HOro MaTepuasa mno | | | | |
nporpamme Y| V1 (V2| V3 | ¥V4|V¥Y5|31 |32 33 34

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

«JloKyMeHTaIlMOHHOE o0ecrieyeHue
yIIpaBJICHUS»

Tema 1.2 3 3

KJ'IaCCI/I(I)I/IKaI_[I/IH " BUJIBI IOKYMCHTOB.




Tema 1.3

[TpaBwmia oopMIIeHHSI OCHOBHBIX
PEKBU3UTOB.

Tema 2.1

Cucrema opranu3alMoHHO-
pacrnopaAUTCIbHON JOKYMCHTAIUN

Tema 2.2.

PacniopsimutenbHbIe TOKYMEHTHI:
MPUKAa3bl, IOCTAHOBJICHUS, PEIICHUS,
yKa3aHus

Tema 2.3

CocrasnieHne MHGOPMAIIMOHHO-
CIPaBOYHBIX

MaTepHaioB

Tema 2.4
Pa3zHoBugHOCTH IUCEM.

Tema 3.1
[Ipuka3sl MO TMYHOMY COCTaBY.

Tema 4.1
TpynoBoii 10roBop.

Tema 5.1
Peructpanus, yuer u HHACKCUPOBAHUE
JOKYMEHTOB.

Tema 5.2
Opranuzanysi KOHTPOJISI 38 UCTIOJHEHUEM
JIOKYMEHTOB

Tema 5.3
Homenknarypa nen opranuzanum.




2. CHEHUO®UKAIIMA ONEHOYHBIX CPEJICTB

2.1.Ha3nauyenue
Crnenudukanveil ycTaHaBIMBAIOTCA TPEOOBAaHUS K COJCPKAHUIO U O(OPMIICHHIO BapHaHTOB
OLICHOYHOTO CpEJCTBA: MpakTHUecKas paborta, maboparopHas paboTa, YCTHBIH OHpOC,
MUCbMEHHAas (KOHTPOJbHAs) paboTa, JOKIaIbl/COOOIICHIS/IPE3CHTAIINH, TECT.

[IpakTudeckas paboTa, yCTHBII OnpocC, NMCbMEHHas (KOHTPOJIbHAsT) paboTa,
JIOKJIa/1bI/COOOIICHNS, TECT MpeTHa3HAuYCHBI ISl TEKYIIETO KOHTPOJIS U OLECHKH 3HAHUHN H
YMEHUH CTYICHTOB MO IPOrpaMMe y4eOHO! AUCIUILTHHBI «/loKyMeHTarmonHoe o0ecrieueHne
ynpasienus» CIIO no cneuunansHoctr 38.02.03 — OnepanroHHas A€ATEIbHOCTD B JIOTHCTUKE

2.2 KOHTHHTEHT aTTeCTyeMbIX: CTYJICHTHI 2 Kypca.

2.3.@opMa U yCJIOBHUS ATTeCTANMM:
Texyiuit KOHTPOJIb TPOXOJUT MO TEMAM Y4EOHON AUCHUIIIINHBL.
[IpomexyTouHas aTTecTanus MPOBOIUTCS B (opMe YCTHOTO AU(PHEpEeHIHPOBAHHOTIO 3ayeTa
10 3aBEpPUICHUIO0 OCBOCHUS Y4eOHOTO MaTepuasa yueOHOW AUCUHUILUINHBI, IPU MOJOKUTENbHBIX
pe3ysbTaTax TeKyIero KOHTPOJIS.
2.4.Bpemsi BBINOJHEHHA:
Ha BbInonHeHue TeKyero KOHTPOJIs OTBOAUTCS:
npakTuyeckasi padora,— 90 muH,
ycTHBIH onpoc — 10-20 MuH,
MMcbMeHHas (KOHTpoJIbHAs) paboTa — 45 MuH,
nokiaasl/cooduienus — 1 yac (moaroroska), 10 MuH (yCTHBIN),
TecT — 20 MuH.
Ha muddepennmpoBannsblii 3ader (B BUAE ycTHOTrO ompoca) - 60 munyr (mpumepHo mo 7-10
MHHYT Ha CTYJ€HTA).

2.5.PexoMenyeMasi JMTEpaTypa MJisl pa3padoTKH OLEHOYHBIX CPeCTB M NMOAT0TOBKH
00y4aroIUXCsl K ATTeCTAUM.

KHuroooecne4eHHoCTh

OcHoBHast/

Koua-Bo. 3k3.
buodauorpaduyeckoe onucanue M3IaAHUA NOMOIHATEILHAS SeKTpomHbIE
(aBTOp, 3ar1aBue, BUA, MECTO M IO U3JaHUS, KOJ. CTP.) B 0M0JI. pecypebI

JuTeparypa CII[DY

KazakeBuu T. A. OCH ..9bC Opaiit

JIOKyMEHTAallMOHHOE OOeCIIeueHne YIpaBICHHS
Yueonuk n npaktukym st CIIO / KazakeBuu T.
A., Tkamma A. 1. — 2-e w3a., wchp. U gom .—

OnekTpoH. naH. — Mocksa : U3parenscTBo FOpaiiT,
2019

[lyBamosa H.H. OCH OBC Opaiit

JIOKyMEHTAaLlMOHHOE O0ecIlieueHHE YIpaBJICHUS
Yuebnuk u npakrukym s CIIO / Illysanosa H. H.
— OnekTpoH. naH. — MockBa : HM3parenscTBO
Opaiit, 2019 .— 22lc .— (IIpodeccuonanpHoe
00pa3oBaHue)



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

JlokyMeHTallMOHHOe ~ o0ecredeHre  yIpaBJIcHUs
rnepcoHanioM : YueOHuK u mpaktukym [lma CIIO /
KysueroB M. H. — Onekrpon. man. — Mocksa :
M3marensctBO  FOpaiit, 2019 .— 521c .—
(ITpodeccronanpHOE 00pa30BaHKE)

bant B. C. mon ObC Opaiit
JlokyMeHTallMOHHOEe ~ OOEcleueHne  YIpaBJIeHUSI.
IOpuanueckas TexHuka : YueOHoe mnocoome s
CIIO / bsanar B. C. — 2-e¢ u3n., ucnp. U gon .—]
OnekTpoH. AaH. — MockBa : M3parensctBo FHOpaiiT,
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. imort
ObC FOpaiir.
JlokymeHnToBenenue : Y4yeOHUK W mpakTukym s
CITO / non pen. Jloponunoii JILA. — 2-e uzn., niep. u
morr .— DJeKTpoH. JaH. — MockBa : M3matenbcTBo
Opaiit, 2019 .— 309c.
Abymamze /. T mort ObC Opaiit
JlokyMeHTallmoHHOEe ~ OoOecriedeHnue  yIpaBJICHHS
nepcoHanoM : YueOHuk u npaktukyMm s CIIO /
Abynanze M. I'., Bempsoxkkuaa U. b., Macnmosa B.
M. — DmnektpoH. maH. — Mocksa : M3aateinscTBO
Opaiit, 2019 .— 299¢ .— (IlpodeccuonanbHoe
o0Opa3oBaHUe) .
KyznemoB U. H. imott ObC FOpaiir.

[IporpamMmmuoe obecrieueHue:

1. IIporpammuoe obecrieuenne Microsoft Windows;
2. IIporpammuoe o6ecnieuenue Microsoft Office;

3. AHTHBHPYCHOE TIPOTPaMMHOE 00ECIICUCHHE;
4. TIporpammuoe obecnieuenue 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'OCYJAPCTBEHHOE BYOJDKETHOE OBPA30OBATEJIBHOE

YYPEX/IEHUE BbICHIEI'O OBPA3OBAHUA

«CAHKT-IETEPBYPT CKAM TOCYJAPCTBEHHBIA SKOHOMHWYECKHUM

o

6
7.
8.
9.

YHUBEPCUTET»

Bonpocs 1 1uddpepeHuMpPOBAHHOIO 3a4€eTa

3HaueHue u COACPIKAHUC NHUCHUIIIIMHBI «,HOKYMCHTaIII/IOHHOC oOecrieyenue YIIpaBJICHUA
" CBA3b €€ C APYTUMU JUCHUIITIMHAMU.

ITonsarue TECPMHUHOB «IOKYMCHT», CKIOKYMCHTOBCACHHUCY, CIOKYMCHTAIIMOHHOC
obecrieueHue yrpaBJICHUs.

Hcropusi pa3BuUTHS HAy4HBIX TPEACTABICHUN O JOKYMEHTAIIMOHHOM O0O0€CIeUueHUH
YIpaBJIECHUA.

CoBpeMeHHOE COCTOSTHIE TOKYMEHTAIIHOHHOTO 00eCTIeYeHHUs yITPABICHHS.
HopmaTuBHO-TIpaBoBasi ~ 0a3a  opraHu3alMd  JOKYMEHTAIIMOHHOTO  OOEeCTIeUeHHS
yIIpaBJICHUs] KaK OCHOBA TEXHOJIOTHH MPOIIECCOB YITPABICHHS.

lNocynapctBenHas cucremMa J0KyMeHTaunoHHOro obecnieuenus ynpasienus (I'CA0VY)
CocTraB ynpaBiI€HYECKUX JOKYMEHTOB.

ITonaTtue cucrem JOKYMCHTAaIUM.

OyHKIMOHAIBHBIE U OTPACIEBBIC CUCTEMbI JOKYMEHTAIUH.

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'OCTw1 na OP/I.

TpeboBanus K 0(hOPMIICHUIO TOKYMEHTOB.

Knaccudukanus OpraHU3aIMOHHO-PACTIOPSAUTEIHHOM JOKYMEHTAIINH:

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

OpraHu3anroHHbIC JIOKYMEHTHI - YCTaB, IOJIOKCHHUE, JIOTOBOP YYpeIuTelNeH, mpaBuiia
BHYTPEHHETO TPYJIOBOTO PaCIOPSIIKa.

PacniopsiiuTenbHpie TOKYMEHTBI: NPHKa3bl HAa OCHOBE €IWHOHAYajus (10 OCHOBHOM
JEeSATEIBHOCTH U 10 JINYHOMY COCTaBY).

Pacniopsokenusi, ykazaHusl.

[TocTaHoBIIEHHS, PEIICHHUS, IPOTOKOJIBI HA OCHOBE KOJUIETHAIBHOCTU. IHCTpYKIIHH.
CrnpaBoyHO-MH(OPMAIIMOHHBIE JOKYMEHTBI, aKT, IOKJIaiHas (CIIy)KeOHas) 3aIuckKa;
CIIpaBKa.

OdopmiieHue aKTOB HAJIOTOBBIX WHCIEKIIUH.

OcobenHoctu 0(pOpMIICHUS aKTOB PEBU3UU KACCHI.

CnyxeOHble MHChMA.

Knaccudukanuss KOppecoHACHIIMM, WHUIIMATUBHAsS U  OTBETHas, JejoBas U
KOMMepuecKasi. SI3bIK ¥ CTUJIb JIEIOBOM KOPPECTIOHACHIINH.

Tunoselie u TpadapeTHbie CIyXeOHbIE MUCHMA.

WNHuimaTuBHBIE U OTBETHBIE CIY)KEOHBIE MHUCHMA.

[lucekma - 3ampockl W MHUChMa - OTBETHl OpPraHU3alUN -KPEAUTOPOB. THMOBBIC
rapaHTUiHBIC TUChMa OT OpraHu3anuii (TrapaHToB) OaHKaM O TMOTalIeHuH KpeauTa.
Crpykrypa ©u GYHKOHH CIYyXO JOKYMEHTAllMOHHOTO OOECIeYeHHs YIpaBJICHUS.
VYnpasnenue Jlenamu, cekperapuar, KaHIENSIPHsL, SKCTICTUITHS.



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 u yuer 00bEMa JJOKYMEHTOOO0OPOTA MPEANPHUATHI U OpraHU3aIMA.

33. Opranusaius paboThl ¢ JOKYMEHTAIMEH, TOCTYNAOIIEH B YIPEKICHHSI, IPEATIPUSITHSL,
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 TOKYMEHTOB.

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 YpPOBHS MOJATOTOBKH
pe3ynbTaTUBHOCTH bann (otmetka) BepOanbHblii ananor
(IpaBUIIBHBIX OTBETOB)
90 — 100% 5 OTiHYHO
80 — 89% 4 Xopoo
70 — 79% 3 YIOBJICTBOPUTEIIHHO
Menee 70% 2 HEYZOBJIETBOPUTEIHHO

4. KoMILUIEKT OLleHOYHBIX CPeACTB /1JIsl MPOBeIeHUsl TEKYIIero, pyoexHoro
KOHTPOJISI U KPUTEPHHU, H HOPMbI UX OLIEHKH

4.1 Buabl OlleHOYHBIX CPeJICTB:

e Jloknao, cooouwenue;

o Ilpezenmayusn;

o Ilpakmuueckan paboma;

o Camocmoamenvhasn paboma;
o Konumponvnasa paooma;

o Tecm

HpI/IMeanHe: MAaKeThbl OCHOYHBIX CPEACTB NpUJIararoTcs



MUHUCTEPCTBO OBPA3OBAHUS 1 HAYKU POCCUMCKOM ®EJIEPALIN
DenepanbHOE rOCyIapCTBEHHOE OI0DKETHOE 00pa3oBaTebHOE
yUpeX/IeHUE BBICIIEro 00pa30BaHUA
«Cankrt-IlerepOyprckuii rocy1apcTBeHHbIH SkoHOMU4eckuil yHuBepcute (CII6I'DY)»
Komnnenx 6u3zneca v TEXHOIOTUU
Joxnan, coodimenne

M0 TUCITUTUINHE «J{OKyMEHTAllMOHHOE 00€CTICYCHHE YIIPABIICHUS».
(HaMMEHOBaHKE TUCLIATUTAHBI )

TeMbI JOKJIaA0B, COOOIIEHU

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]

TpeboBanus k 0pOpMIIEHUIO JOKYMEHTOB.

Cpoxu XpaHEeHHs TOKYMEHTOB.

ok

IToxa3zaTesiu OLEHKH A0KJIA10B, COOOIIEeHU

1.

Copep:xanue.

o  Cmpykmypa, cmMviC108as YeI0CMHOCHb.
o Jlocuunocmo;

o JloxazamenvHocmo,

o  (ObvexmueHoCcmb;

S3BIK.

e  Tounocmo,

e Kpamrxocmo,

o  Cmunucmuyueckas HeUmMpaIbHOCMb,
e fcnocmb u npocmoma peuu;

e boeamcmeo peuu;

e [IpasunvHocmy;

BbicTymuienune

o Texnuka peuu,

o DMOUUOHATLHOCTD,

e  Yyscmeo spemenu;

Kpurepuu oueHKH I0KI210B U COOOIEHN I

I[OKJ'I&I[LI n COO6H_ICHI/ISI OLICHHUBAIOTCA 110 IATHOAIIBHON cHCTEME

Ne O1eHka B
OrneHnBaemMbIe apaMeTpsbl
n/a dajutax
1.
KauecTBO n1oKIa1a:
- MPOU3BOIUT BBIIAIOIIEECS BIIEUYATIICHHE, COTIPOBOXKAAETCS 3
WJUTIOCTPATUBHBIM MaTEpUAIOM; 2
- YETKO BBICTPOEH; 1
- pacckasbIBaeTcs, HO HE OOBSCHSET CyTh PabOTHI; 0




- 3aUUTHIBACTCS.
2.
Hcnonb3oBaHue 1eMOHCTPAIIMOHHOI0 MaTepuaa:
- aBTOP MpEACTaBUI IEMOHCTPAIMOHHBIA MaTepual U MPEKPacHO B 2
HEM OPUEHTHPOBAJICS,
- UCIIOJIB30BAJICS B JIOKJIAJIE, XOPOIIO 0(hOPMIIEH, HO €CTh 1
HETOYHOCTH;
- IIPEJICTABJICHHBIN JEMOHCTPALMOHHBIM MaTEpHUaIl HE UCIIOJIb30BAJICS 0
JTOKJIaTYMKOM WK ObLT 0(OPMIIEH TIJII0X0, HETPaAaMOTHO.
3.
KauecTBO 0TBeTOB Ha BONPOCHI:
- OTBEYACT Ha BOIMPOCHI; 3
- HE MOKET OTBETHTH Ha OOJIBITUHCTBO BOIIPOCOB; 2
- HE MOKET YETKO OTBETUTh HA BOIIPOCHI. 1
4,
Bianenne HayYHbIMHU, TEXHHYECKUMHU TEPMHUHAMU:
- TIOKA3aHO BJIaJICHUE HAYYHBIMHU, TEXHUICCKIMH TEPMUHAMM; 3
- WCTIOJTH30BaHbI OOIICHAYYHBIC H TEXHHYECKUE TCPMUHBI; 2
- MIOKa3aHo ¢;1abo0e BIIAJICHHE HAYYHBIMH, TEXHUICCKHMH TEPMUHAMH. 1
5.
YeTKOCTh BLIBOIOB:
- TIOJTHOCTBIO XapaKTepU3yrT padoTy; 3
- HEYETKHE; 2
- IMEIOTCA, HO HE JOKA3aHBbI. 1
Hroro: 14 6ai10B
OueHka «OTJIMYHO» BBICTABIISAETCS CTYJACHTY,
ecnu oH HabOpai 13 — 14 Gaos.
OueHka «X0poIo» BBICTABIISICTCS CTYJACHTY,
ecnu oH Habpai 10 — 12 6amwos.
OueHka «y10BJeTBOPUTEIbHO» BHICTABJISETCS CTYJCHTY,
eciu oH Habpaist ot 7 1o 10 Gamios.
Ouenka «Hey/I0BJIETBOPHUTEIbHO» BBICTABIISICTCS CTY/ACHTY,
€cJIi 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
«Cankt-IlerepOyprckuii rocy1apcTBeHHbIH SkoHOMU4eckuil yHuBepcute (CII6I' DY )»
[TonuTexHMYECKUI TEXHUKYM

IIpe3enTanus

no qucuuuae «/{oKymMeHTalmoHHoe obecrnedeHne yupaBiIeHUs »
(HaMEeHOBaHWE AUCITUTLIIMHBI)
TeMbl:

1. 3nauenue wu cojepkaHUWE JAUCHHUIUIMHBI «JloKymMeHTalmoHHOE obecreueHne

YIPaBJIEHHUS U CBA3b €€ C IPYTUMU JTUCIUIUIMHAMH.
2. Vcropus pa3BUTHS HAyYHBIX MPEJCTABICHUH O JOKYMEHTAIIMOHHOM OOECTeYeHUN
yIpaBJCHHUS.
CoBpeMeHHOE COCTOSIHUE JIOKYMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPaBICHUS
Knaccudukanus u BUAbI JOKYMEHTOB
CucreMa opraHu3allMOHHO-PACIOPAIUTEIBHON IOKYMEHTAIUN

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

No ok w

CocraBnienre HHPOPMAITMOHHO-CIIPABOYHBIX
MarepuaiioB

©

Peructparus, yaer 1 MHACKCHPOBAaHUE TOKYMEHTOB

9. TpeboBanus kK 0(pOPMICHHIO JOKYMEHTOB.

10. Cpoku XpaHeHHUs TOKYMEHTOB.

11. CnyxebOHble UCHMA.

12. Knaccudukanuss KOPpPECNOHJACHIIMN; WHUIMATUBHAs W OTBETHAs, JelOoBas W
KOMMepuecKasi. S3bIK U CTHIIb 1€JI0BOM KOPPECTIOHICHIIUH.

13. JIo;KHOCTHOM M YHCIICHHBIN COCTaB CITYKO.

14. TlonsiTie TPymOBOTO J0TOBOpPa, €ro 3HadeHwe. CTOPOHBI TPYAOBOTO JIOTOBOpA.

ConeprkaHue TPyI0BOTO JIOTOBOPa. BUaBI TPYAOBBIX JOTOBOPOB.

Kputepumn oueHkn npeseHTauum aesaTenibHOCTU CTyAEHTOB (Npe3eHTauus)

Texnosornueckuii yposenso (30 6as1;10B) MaxkcumaibHOE KonuuecTBo 6aimios
KOJIMYECTBO 0aJJIOB

Hcnonn3oBanue CTaHAapTHOI'O HHSaﬁHa

5
MPE3CHTAIUH
Hcnonbs3oBaHuEe pUCYHKOB, TUArpaMM, CXEM,
pa3IUYHbIX HIPU(TOB, YHUKATHHBIX (POHOBBIX 15
PHCYHKOB
Hcnonb3oBanue NOMOIHUTENBHBIX A3PHEKTOB 10

PowerPoint (cmeHa ciaiiioB, 3ByK, aHUMaITHsI)

ConepxaresbHblil ypoBeHb (50 0a/110B)

[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

OnTUManbHOCTH UCTIOIB30BAHUS TPaPUUECKUX U 10
AQHMMAaIMOHHBIX JIEMEHTOB

OCTETUYHOCTH 0(hOpPMIIEHUS 5
OBIIME BAJUJIBI (100) 100

Kpurepuu ouenku:
[Ipe3enTanus oneHUBaeTCs Mo NATHOATUIBHOM cucTeMe

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

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

OneHKa «y10BJIETBOPUTEIBLHO» BBICTABISICTCS CTYACHTY (TBOPYECKOM TPYIIIE CTYICHTOB),
ecu noJrydeHo 6osiee 50 6amos.

OueHka «Hey/I0BJIETBOPHUTEIbHO» BBICTABIISICTCS CTYACHTY (TBOPYECKOM IpyIITe CTYACHTOB),
eciu Mmeree 50 0asuIoB.

[IpenonaBarenb 0O.10. AkynuueBa
(To/mmCch)
«__» 2018 r.




MUHUCTEPCTBO OBPA3OBAHUS U HAYKU POCCUMCKOM ®EJEPALIMNA
DenepanbHOE roCyIapCTBEHHOE OI0DKETHOE 00pa30BaTeIbHOE
YUPEKICHHUE BBICIIETO 00pa30BaHUS
«Cankrt-IlerepOyprckuii rocy1apcTBeHHbIH SkoHOMUYecknid yHuBepcuTe™ (CII6I' DY )»
Konnemx OuzHeca 1 TeXHOJIOTUI

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

CocraBiieHH€ MPUKA30B O OOIICH IeATeTbHOCTH
CocraBiieHre TPOTOKOJIOB, COBEIIAHNMN, 3aceAaHNil, KOH(pEpEeHInH, COOpaHuil U T.1I.
CocraBiieHH€ CIIPaBOK.

P ownhRE

CocraBiieHre BHYTPEHHEH U BHEITHEN JOKIaaHON 3anmucku. CocTaBiieHne

0OBSICHUTEIILHON 3aIHCKH.

5. CocraBiieHHE aKTOB MHBEHTApHU3allUU, TIpHEMa-Tiepeiauu, HeJ0CTaur, IKCIIEPTH3HI, 00
YHUYTOXKECHUA

6. CocrapiieHre MICeM-TIPUTIIAIICHNE, ITHCEM-Pa3pelIeHus, ITHCEM - TTOTBEPIKICHHSI,
nuceM — HH(HOPMAITMOHHBIX.

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

8. CocraBiieHre MPUKA30B 10 JIMIHOMY cocTaBy. CocTaBJIeHHE 3asBIICHUH. 3aIUCH B
TPYAOBOM KHIDKKE.

9. CocraBiieHne THUIOBBIX JOTOBOPOB.

KpuTtepun onieHKu 1 HOPMBbI OLIEHKH NPAKTHYECKOH padoThl

HpaKTI/I‘leCKaﬂ pa60Ta OLICHUBACTCA I10 MATHOAIITIEHOM CHCTEME.
9Tankl NMPOBECACHUA NMPAKTHYECCKOI0 3AHATUSA

Ouenka Kpurepuu onenku (coaep:karejibHasi XapaKTEePUCTHKA)

«2» PaGora BbInonHeHa NpaBWIIBHO HE HONHOCTHI0, MeHee 50%. CTyneHT He
BJIAJICET TEOPETUIECKUM MaTEPHAJIOM, JIOMYCKasi OMIMOKH 110 CYITHOCTH
paccMmarpuBaeMbIX (00CYXTaeMbIX) BOITPOCOB, UCIIBITHIBAET 3aTPYAHEHUS B
(bopMyIMpOBKE COOCTBEHHBIX 0OOCHOBAHHBIX M apI'yMEHTUPOBAHHBIX CYXKICHUH,
JIOITYCKaeT OITMOKH MIPU OTBETE Ha JOMOJIHUTENHEHBIE BOIIPOCHI.

«3» PaGota BbImonHeHa NpaBUIIBHO HE HOMHOCTHI0. CTYACHT BlageeT
TEOPETUYECKUM MaTepHajioM Ha MUHUMAJIBHO IOITyCTUMOM YPOBHE, OTCYTCTBYIOT
OLIMOKH MPH ONHMCAHUU TEOPHH, UCTILITHIBAET 3aTPYAHEHUS B (POPMYIUPOBKE
COOCTBEHHBIX 0OOCHOBAaHHBIX U apT'yMEHTHPOBAHHBIX CY>KIACHUI, TOIMycKasi
HE3HAYUTENbHbIC OUIMOKH Ha JOMOJHUTENbHBIE BOPOCHL.

«4» PaGora BeimonHeHa nonHocThi0. CTYIEHT BiaJeeT TEOPETUIECKUM
MaTepHajioM, OTCYTCTBYIOT OLIMOKH IIPH ONHMCAHUU TEOPHH, (HOPMYIUPYET
COOCTBEHHBIE, CAMOCTOATEIIbHbIE, 00OOCHOBAHHBIE, APTYMEHTHPOBAHHbIE CYXKICHHS,
JIONYCKasi He3HAYMTENbHBIE OIIMOKH Ha JIONOJIHUTEIbHBIEC BOIIPOCHL.

«5» PaGora BeimonHeHa nonHocThi0. CTyIEHT BiaJeeT TEOPETUIECKUM
MaTepHaJIOM, OTCYTCTBYIOT OLIMOKH IIPH ONHMCAHUU TEOPHH, HOPMYIUPYET
COOCTBEHHBIE, CAMOCTOATEIIbHBIE, 00OOCHOBaHHBIE, APTYMEHTHPOBAHHbIE CYXKICHHS,
NIPEJCTABJISAET MONHBIE H Pa3BEPHYTHIE OTBETHI Ha TONOIHUTENBHBIE BOIPOCHI.




Tect Nel
Knaccudukamuss u BUabl JOKyMEHTOB.

1. YTo Takoe AeTO0NpOU3BOICTBO:

a) cepa mesaTenpbHOCTH IO 00ECTICYCHUIO OpraHu3alii OPUCHBIMU JJOKYMEHTAMU

0) oTpacib IeSATETHLHOCTH, KOTOPasi 00eCIIeYBAET JOKYMEHTHPOBAHNE U OPTaHU3AIHIO pabOTHI
¢ 0(bMCHBIMH TOKYMEHTaMH +

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

2. Bee odunmansabie JOKyMEHTH UIMEIOT Takue (QyHKINU:
a) o0IMe U criennaabHbIC +

0) o01I1e 1 OCHOBHBIC

B) JIeJIOBBIE U O0IIME

3. CocTaB JOKYMEHTOB B OpraHU3alluH 3aBUCHUT OT:

a) o0beMa U XapakTepa B3auMOCBS3EH B OpraHu3aIiu

0) mopsiaKa MPUHATUS PEIICHHUH (eIMHOHAYAIINE WU KOJUIETHATIBHOCTD )
B) BCE, MepeuncIeHHOoe paHee +

4. Yro Takoe yHUPUKAIHS JOKYMEHTOB:

a) YCTaHOBJIEHUE €UHOTO KOMILJIEKCA BUJIOB U PA3HOBUIHOCTEN JOKYMEHTOB JUIsl aHAJIOTMYHBIX
yIpaBiIeHYECKUX CUTYalUl, pa3paboTKa eqUHBIX (JOPM U MPaBHII UX COCTABIIEHUS, OhopmileHuE
U co3/1aHue TpadapeTHbIX TEKCTOB +

0) ycTaHOBJIEHHE HE €IMHOTO KOMILIEKCa BUJIOB U PA3HOBUIHOCTENW JOKYMEHTOB 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 CUTYyalul, pa3paboTKa equHbIX (OPM U MpaBUII UX COCTaBIEHUS, 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 OMNpeCIICHHs TOTPEOHOCTEH B OPraHU3aIMOHHOMN M BBIYMCIUTEIIBHOW TEXHUKE,
BbIOOpA HanboJee 3(h(PEKTUBHOM CHCTEMBI PETUCTPAIIMU JOKYMEHTOB U CIIPAaBOYHOTO armapara
B) MCXO/IHAsI BEJIMUMHA JUISI pacyeTa YUCISHHOCTH COTPYIHUKOB ciryx0b1 JIOY, onpenenenus
CTEIEeHHU 3arpyKeHHOCTU CTPYKTYPHBIX MOJIpa3AeIeHUI 1 OTAEIbHBIX paOOTHUKOB, CPEICTBO
ompeeeHus MOTPeOHOCTEH B OpraHU3allMOHHON M BRIYMCIUTEILHON TEXHUKE, BBIOOPA
Haubomee 3hPpeKTUBHON CUCTEMBI PETUCTPALIMU JOKYMEHTOB U CIIPABOYHOTO amnmapara +

6. Uto Takoe JOKyMEHTOOOOPOT:

a) ABWKCHUE JOKYMEHTOB B OpraHU3alli ¢ MOMEHTA WX MOJIY4SHHUS JI0 3aBEPIICHUS
UCIIOJIHEHHUS MJIM OTIIPABKU B KOMHTET MO Je1aM HeCOBEPIICHHOJIETHUX

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

B) JIOKYMEHT, He TpeOyromuii 0co00ro BHUMaHUS

7. BeiOepuTe OCHOBHBIE 3TAIlbl HOATOTOBKU U 0(hOPMIIEHHUS] 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) IPOCTaBJICHUE 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 HEUCIIOJHEHHBIC JIOKyMEHTHI, HAIIPAaBJIEHHBIC B CTPYKTYPHBIE TTOAPA3ICICHHS
TSl O3HAKOMJICHUS M U3yUCHHSI

B) 00a OTBETa MpaBUJIbHBIE +

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

0) B TekcTe MOHOTpaduit

B) B PE30JIIOLIUU

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

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

B) 00a oTBeTa MpaBUJIbHbIE +

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, 32 UCKIIOUEHUEM HEKOTOPBIX HIOAHCOB

13. Yro Takoe OJIaHK TOKYMEHTA!

a) CTaHJIAPTHBIN JIUCT OymMaru, Ha KOTOPOM BOCIIPOHM3BOIUTCS ITOCTOSTHHAS HHPOPMALIUS
JOKYMEHTa M €CTh MECTO ISl IEPEMEHHOM HHPOpMAIu +

0) HecTaHapPTHBIN JHCT OyMaru, Ha KOTOPOM BOCIIPOU3BOIMTCS TIOCTOSTHHAS WH(OpMAIIHS
JOKYMEHTa M €CTh MECTO JJIsl IEPEMEHHOM HH(POPMALIUU

B) 00a OTBETAa MPaBUIILHBIE

Tect No2
[IpaBuna oopmiIeHHsSI OCHOBHBIX PEKBU3UTOB.

JIokyMeHT — 3T10:
1. 3adgukcupoBaHHas Ha MaTepUAILHOM HOCUTENEe HHPOpMAIUs C pEKBU3UTAMH,
MO3BOJISIOIIMMU €€ UACHTU(DHUIIMPOBATS.
2. Hocurens nHpopManum, NCHOIb3yEMON B IIENAX PEryIMPOBAHUS COLMATBHBIX
OTHOILLIEHHUH.
3. Undopmanus, 3adukcupoBaHHast J1I0OBIM CIOCOOOM Ha JTFOOOM HOCHUTEIE.
2. TloJJIMHHMK TOKYMEHTA — 3TO:
1. IlepBblii WM €AMHCTBEHHBIHN 3K3EMIULIP JOKYMEHTA.
2. DK3eMIUIIp JOKYMEHTa, C KOTOPOTO CHSTA KOIUS.
3. FOpuanueckast 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. Jla, 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 cornacoBaHusl.

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

1. OTKpBITOE aKIIMOHEPHOE OOLIECTBO.

2. (OAO «Cubuedtn»).

3. ®unuan B ropojie XaHTbl-MaHcHiiCKe.

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

1. MecTo cocTaBlIeHUS WU U3IaHUS JOKYMEHTA.

2. 3aroJIOBOK K TEKCTY.

3. HaumeHoBaHue OpraHu3alny.

4. ToBapHbIil 3HaK (3HAK OOCTY)KHBaHUS).

5. HaumeHoBaHue BUJa JOKYMEHTA.

6. Anpecar.

7. CripaBo4HbIE JaHHBIE 00 OpPraHU3aIUH.
8. Ha xakoM 3K3eMIUIsIpe JeI0BOr0 MUChMa, TIOATOTOBIEHHOM JUIsl OTIPABKH aJipecary 1o
Mo4Te, MPOCTABIIAIOTCS BU3bI?

1. Ha nmoymMHHUKE, OTOPABIISIEMOM ajipecary.

2. Ha xonuu, nomeniaeMou B 1€JI0 OpraHu3a1yH.
9. Kaxko# pekBU3UT 0(hopMIiIeH HEIPABUIIHHO ?

1. HaumenoBaHnue opranu3anim-aBTopa.

2. CnpaBoYHbIE JaHHBIE 00 OpraHU3aIUH.

3. Jlata noKkymeHTa.

4. PeructpaiiiOHHBIN HOMEP JOKYMEHTA.

5. 3arojoBOK K TEKCTY.

Tect Ne3

CocraBneHne HHPOPMALMOHHO-CIIPABOYHBIX

Marepuanon

22. JIoKyMeHTOOOOpOT — 3TO:

Ilepenaya ToOKyMeHTa U3 OJIHOM MHCTAHIIMM B JPYTI'YIO B IPOLIECCE €0 PACCMOTPEHHUS.

Z[BI/I)KCHI/IC JAOKYMCHTOB B OpraHnu3aluu ¢ MOMCHTA UX CO3JaHUA WIIH NOJYUYCHHUA N0 3aBCPUICHUA

HCIIOJIHCHUS UJIN OTIIPABKH.

JIBI>KEHUE KOMIUIEKCA IOKyMEHTOB B IIPOIIecCe BHIPAOOTKU, MPUHATHS U UCTIOJTHEHUS PELIeHUH.
23. SIBnsiercs nM 3ajauya COBEPILEHCTBOBAHUS (OpPM M METOJOB palbOThl C JOKYMEHTaMHU

3agaueil cnyx0bl I0Y?

Ha.

Her.

24. Kaxoif JOKyMEHT OTHOCHUTCSI K HEPETUCTPHUPYEMbIM?
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[Tucemo-3ampoc.

XKanoba rpaxxjanuna.

ComnpoBoAUTEIEHOE TUCHEMO.

Pexnamuoe nucbmo.

25. JlomkeH 5 paboTHUK ciaykObl JIOY, OCYIIeCTBIAIOMUNA KOHTPOJL 32 HWCIOJHEHUEM
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 mHei.

8. 27. B KaKkux JHSAX YCTaHABJIMBAIOTCS CPOKHU MCIIOJHEHUS JOKYMEHTOB?

1. B xanenmapHbIX JHAX.

2. B pabounx ansx.

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

1. PykoBoauTens opranu3anuy, UCIOIHSIOMEN TOPYYECHHE.

2. PykoBouTENb BBIIECTOSIIEN OpraHU3alluH.

3. Cnyxo6a 10V opranuzanuu, UCHOJHSIOUIEH OpyUYEeHHUE.

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

1. Knaccudukarop m0mKHOCTHBIX JIUIL.

2. Knaccudukarop BUIOB MPOAYKIIHH.

3. Knaccudukarop eauHuil afMUHUCTPATUBHO-TEPPUTOPUATBHOTO ACTICHUS.

11.  30. Kakoii TOKyMEHT COCTaBJISETCS MPU HEOOXOIUMOCTH 3a(UKCUPOBATH CIOKHUBIIYIOCS
CUTYAIUIO WK OOHApYKEHHBIE (PAKTHI?

1. [TpoToko.

2. CrnpaBka.

3. AKT.

Tect Ned

PazHoBuAHOCTH NHCEM.

9. Kakoii pekBU3UT 0(OPMJIICH HEIIPABUIBHO?
1. HaumeHoBaHue opraHu3aluu-aBTopa.

2. CripaBo4HbIe JaHHbIE 00 OpraHU3aIIH.

3. Jlata noKyMeHTa.

4. PeructpalilnoHHbINA HOMEP TOKYMEHTA.

5. 3aroJoBOK K TEKCTY.
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10. Kakoii BapuaHT 0(OPMIICHHSI CIIPABOYHBIX JAHHBIX 00 OpraHu3aIiy U KOJOB B OJIaHKE

opraHu3alnuu sABJIACTCA IIPaBHUJIbHBI

1. OO611ecTBO ¢ OrpaHUUYEHHOM 2. OO0mIecTBO ¢ OTpaHUUYEHHOM
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»
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WHH/KIIIT 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 HEBBINOJIHEHUH JToroBopa 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 MOANMUCHIBATH JOKYMEHTBI BMCCTO PYKOBOAWTEIIA B CIIydac€ €ro BpEMCHHOTI'O
OTCYTCTBHUSI?

1. I'enepasibHBIN AUPEKTOP [Monnuce JL.U. CagukoB
2. 3aM. TeHEpaIbHOTO JUPEKTOPA IMonnuce O.I1. PemusoB
3. W.o0. reHepanbHOrO AUPEKTOPa IToanuce 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.[l. Tabakosa)?

1. KoMmmepueckuii TUpEeKTOp [MTogmice  E.JI. TabGakoB
2. 3aM. KOMMEPUYECKOTO IUPEKTOpa [MTogmucy  E.JI. TabGakoB
3. .0. KOMMEpYECKOTO JUPEKTOpa [Togmucy  E.JI. TabGakoB

15. HyHo 1 3aBepsTh NeYaThl0 OPraHru3aIliy IPUKa3bl PYKOBOIUTES?
1. Ha.

2. Her.

16. Kakoe nmucbMo 3aBepseTcs meyaThio?

1. 'apanTHitHOE IMCBHMO.

2. KomMepueckoe npejioKeHue.

3. [Mucemo-npocnoa.

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



1. Kpasyosy M.I1. 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. Ilpunoxenue: 1o TekcTy Ha 3 J1. B 1 3K3.

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. HopMmbI BBIpaOOTKH.

2. Hopmbl BpeMeHH.

3. Hopmbl ynpaBisieMOCTH.
4. HopMbI 0OCTyKUBaHHS.

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

1. 'maBHOMY OyXTantepy MOATOTOBUTH U MPEACTABUTh HA YTBEPXKJICHUE CMETY pacXoJI0B Ha
KOMaHIHUPOBKHU
B 2007 r. B cpok 10 20.01.2007.

2. I'naBHOMy Oyxrantepy Amutpuey I1.JI. moArOTOBUTE U NMPEICTaBUTh Ha YTBEPKICHUE CMETY
pacxonoB Ha komaHanpoBku B 2007 1. B cpok go 20.01.2007.

3. 'maBromy Oyxrantepy OOO «Arat» [1.JI. JIMuTpueBy NoAroTOBUThH U MPEICTABUTH HA
yTBepxkaAeHuE 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 ocHOBaHMM 4er0o OPOPMIISFOTCS TPUKA3HI 110 JIMIHOMY COCTaBY?
a/ Ha OCHOBAHMWU 3asBJICHUS 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/ cBeieHUs 0 pabOTHUKE,

0/ cBeneHus o padore,

B/ CBEJIEHUS O HAarpaX/IEeHUH,

r/ CBEICHUS O B3bICKaHHH.

5. Kakue JoOKyMEeHThl OTHOCATCS K IOKYMEHTaM JIMYHOTO cocTaBa?
a/ 3asgBJICHUE,
0/ mpukas,
B/ CIIpaBKa ¢ MeCTa )KUTEJIbCTRA.
Tect Neb
TpynoBoit 70roBop.

1. B TpynoBoM nipaBe MMCEMEHHBIH TIOKYMEHT — COTJIAIICHUE MKy PAaOOTHUKOM M
paboToaaresieM, KOTOPOE YCTAHABIIMBACT WX B3aMMHBIC TIpaBa U 00S3aHHOCTH:

a) TPyIOBOIi JOTOBOp +

0) TpyZAOBO# KOHTPAKT

B) JIOTOBOP Tpy/a

2. Ilpu HEeyIOBIETBOPUTEIBHOM pe3yJIbTaTe UCTIBITAHUSI Pa00TOAATEh UMEET MIPABO
PacTOpPrHyTh TPYJAOBOM JOTOBOP B TEUEHUE UCTILITATEILHOTO CPOKA, MPEAYNPEIUB paOOTHHUKA:
a) He MO3/Hee YeM 3a TPH JIHS B YCTHOU Gopme

0) B muchMeHHOM (popMe He TI03/IHEee YeM 3a TPH JHS C YKa3aHHEeM MPUYHH OTPUIIATEIbHON
OIICHKH +

B) HE MO3/IHEe YeM 3a YeThIpe JHS B YCTHOU hopme

3. IIpu npekpallieHuu TpyJ0BOIrO A0TOBOpa paboToaaTesb 00s3aH BbIIaTh PAOOTHUKY TPYIOBYIO
KHUXKKY B:
a) TeYeHUe 5-U JHel Mocie yBOIbHEHUS



0) TeueHHe HEeIeH MOCTIe YBOJIbHEHUS
B) JIEHb YBOJIbHEHUS +

4. Tpynooii konekc Poccuiickoii denepariu mpeaocTaBiIseT NpaBo pabOTHUKY PACTOPTHYTh
TPYAOBOH JOrOBOP B TEYEHHUE UCIIBITATEIBHOIO 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 xakoMm pa3zMepe BbIIIIIaUMBAETCS BBIXOAHOE IOCOOUE MPU PACTOPKEHUH TPYIOBOIO
JIOTOBOPA B CBSI3U C BOCCTAHOBJICHHEM Ha paboTe pabOTHHKA, paHee BBIMIOJIHSBIIETO 3Ty paboTy:
a) B pa3Mepe CpeTHEMECIUYHOTO 3apadoTKa

0) B pa3mepe 3-MecsIyHOTro 3apaboTKa

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

6. KakoBa HOpMasnbHas IPOJAOJKUTENBHOCTh pa00YETro BPEMEHHU:
a) 50 yacoB B HEJIETIO

0) 40 gacoB B Henemo +

B) 30 yacoB B HEJEIIO

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

a) HE MeHee 5 KaJICHIapHBIX JHEH

0) He MeHee 15 kajmeHaapHbIX THEH

B) HE MEHee 3 KaJeHAapHBIX JTHEH +

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

6) 160 yacoB

B) 180 gyacoB

9. Cpok perucTpaiyu TpyJI0Boro gorosopa ¢hus/ jamil.- padoToaTeeM:
a) 10 nuei

0) 3 nHs

B) 7 nHei +

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

0) TpyAOBO# AOTOBOP C MOJIOJIBIM CIIELIUATHCTOM +

B) TPYZIOBOI1 IOTOBOP C HECOBEPILIEHHOJIETHUM PaOOTHUKOM

11. T'ne perucTpupyeTcs TPyA0BO# JOrOBOP, KOTOPHIH 3aKIII0YACTCS ¢ (PU3NISCKUM JTHIIOM-
pEANPUATHEM:

a) B TOCYJapCTBEHHOM (OH]IE 3aHATOCTH +

0) B HAJIIOTOBOM CITyKOe

B) B IEHCHOHHOM (POH]IE

12. Kem pa3pabatbiBaeTcsi M IPUHUMAETCSl KOJUIEKTUBHBIN JJOTOBOP:
a) Ha ceccun PeepaIbHOrO COOpaHUsI
0) Ha 0011el KOH(pEepEeHIIUN TPYAOBOTO KOJUIEKTHBA +

B) Ha pedepeHyme



13. CropoHamu 3aK/IF04YE€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. McnpiTanus npu npueMe Ha paboTy HE IPUMEHUMO K:
a) pabotHukam 1o 18 et +

0) UHBAIHIaM

B) BOCHHOOOSI3aHHBIM

16. [leiicTBHE KOJUIEKTUBHOTO JIOTOBOPA MPEATPUATHS PACTIPOCTPAHSIETCS Ha:
a) TOJIbKO Ha BPEMEHHBIX pabounx

0) Ha BcexX WIEHOB (CyOBEKTOB) MpeanpusTUs +

B) TOJIbKO Ha aIMUHHUCTPAIUIO

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

0) paBEHCTBO TPYAOBBIX MIPaB rpakJiaH

B) pacoBas MPUHA]IEKHOCTD +

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

0) CpOUHBIN +

B) CPEIHECPOYHBIN

19. Oaun U3 BUIOB TPYIOBOTO AOTOBOPA MO CPOKaM JICHCTBUA:
a) CpeITHECPOYHBIN

0) Ce30HHBIM

B) OECCpOYHBIH +

20. OguH U3 BUJIOB TPYIOBOTO JOTOBOPA IO CPOKAM JICUCTBHUS:
a) CE30HHBIN

0) Ha BpeMsl OTIpeICIICHHON paboThI +

B) JIOJITOCPOYHBIN

21. Ilpu npueme Ha paboTy He TpeOyeTcsi JOKYMEHT:
a) CBUJICTEIIBCTBO O POXKICHUH +

0) TpyAOBast KHIDKKA

B) JTUTLJIOM

22. Tlo o61emMy mpaBUTy CPOK UCIIBITAHHS MTPH MIPUHATHH HA paO0Ty HE MOXKET NPEBBINIATh:
a) 4 mecsia

0) 3 mecsa +

B) 1 Mmecs1l

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



0) 5 mecsiieB
B) |1 mecsn +

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

0) cobcTBeHHMKA +

B) Ha4YaJIbHUKA OTJIEJIa KaJIpOB

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

0) HauaJIbHUKA OTJeJa KaJpoB

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
BO3MOJKHO TIPH:

a) corjacuu paboTHHKA +

0) CTPOTO MO PEIICHUIO TPYAOBOTO KOJUICKTHUBA

B) HEOOXOMMOCTH pabodero mpoiecca

28. JlomyckaeTcst v pa3/iesieHUe OTIYCKa Ha YaCTH:

a) JIOIYCKAETCs 10 KEJIAaHUI0 paOOTHUKA

0) He ToTycKaeTCst

B) JIOTIYCKAETCsI TIO COTJIAIICHUIO MEXTy paOOTHHUKOM U paboTomaresem +

29. KakoBbI CpOKH BBITIATHI 3apab0THO TUIATHI:
a) He peke YeM Kak[ple ojmecsa +

0) HEe pexe YeM OJUH pa3 B MECHIII

B) HE pexXe 4YeM pa3 B HEJEIIO

30. JIumo MOXeT caMOCTOSTEILHO 3aKIF0YaTh TPYI0BOM JOTOBOP B BO3pacTe:
a) ot 18 jer

0) ot 16 et +

B) OoT 14 ner

Tect Ne7

PerI/ICTpaL[I/IH, Y4€T 1 UHACKCUPOBAHUEC NOKYMCHTOB.

3aganue Nel

Kakue moKyMeHTBI OBEPraloT perucTpanuu’?
Bri6epute ouH u3 4 BApHAHTOB OTBETA:

1) BHyTpeHHUE, BXOIAIINE

2) BXOJSAIINE, UCXOIAIINE

3) TOJILKO BHYTPCHHUE

4) mpaBWILHOTO 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) 4To0BI 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 [lepeuenp

2) Ha peuICHUE PYKOBOAUTEIS

3) Ha 3IpaBblii CMBICIT

4) na Hanuyue rpuda, KOTOPbIN 00s3aH TOCTABUTH OTIPABUTEb

3ananue Ne5

[epeuncnute BapraHTHl YIAKOBKH ITaKeTa ¢ KOHQUICHIINATFHBIMU JIOKYyMEHTAMHU

3anuuInTe OTBET:

1) Otser:

3ananue 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 JICJIONIPOM3BOJICTBEHHOM T'OJTY

3) TaKOW HE0OXOAMMOCTH HUKOI'/1a HE BO3HUKAET, T.K. OPraHU3aluK 00s3aHbI BCE UCTIOIHUTD B
TEKYLIEM IOy

Samanue Ne7

Yro noapaszymeBaeT FKCHEeIUIIMOHHAs 00paboTKa?

Bribepure oauH 13 4 BApMaHTOB OTBETA!

1)yder u perucTpanuio BXOSIIUX TAKETOB U JJOKYMEHTOB

2)y4eT U PErUCTPAIMIO HCXOSIIHUX MTAKETOB U JIOKYMEHTOB

3)u TO U Ipyroe

4)npaBHIBHOTO OTBETA HET

3amanue Ne8

CrouT 1M NPUHUMATh HAaJIOPBAHHBIH MakeT (KOHBEPT) ¢ KOH(PHICHIIMAIbHBIMU JOKYMEHTaMH,

€CJIM OH aJIpeCcOBaH B Ballly OpraHu3aluo?

Bribepure oauH n3 3 BapMaHTOB OTBETA:

1) Her, HE CTOUT, HY)KHO COCTaBUTh aKThI 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 JKypHaJe ydyeTa BXOIAIIMX JOKyMEHTOB, €CITU

KOH(UIEHIIMATBHBIN JOKYMEHT MPHILEI ¢ COMPOBOUTEIBHBIM ITMCHMOM, KOTOPOE, B CBOIO

ouepeib, He COIEPKUT KOH(UACHIIMAIBHONH HHPOpMaLuu?

Bribepure oauH u3 3 BApMaHTOB OTBETA:

1) conmpoBOAMTENBFHOE MUCHMO HE HY)KHO PErUCTPHPOBATH



2) "Oe3 MpHUIOKEHUS HE KOHPHICHIUAIBHO"

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

3a 4To OTBEYAET CiTy:k0a KOHPUACHIIUATHLHOTO JEIONPOU3BOICTBA?
Bribepure HECKOIBKO U3 4 BapUaHTOB 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

Kakne moxymeHTsl OepyT Ha MHBEHTApHOE XpaHeHHE?

3anumniuTe OTBET:

1) Otser:

3ananue Nel2

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

Br16epute 01uH U3 2 BapHaHTOB OTBETA:

1) it}

2) HET

OTBETHI:

TBET = OJIMHAPHOE MaKETHUPOBAHUE, TBOIHOE TAKETHPOBAHUE

#9(106.) 2

#10 (16.)1, 2, 3

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

Tect Ne&

HOMGHKJ’IaTypa ACJI OpraHu3anunu.

3amanne Ne 1

Ha npaktrke HOMEHKIIaTypa Jell pacCMaTPUBAETCs Kak

BriOepuTe HECKOIBKO U3 3 BApHAHTOB OTBETA:

1) oTueTHBIN JOKYMEHT

2) y4eTHBIA JOKYMEHT

3) MJIaHOBBIM TOKYMEHT

3amanue Ne 2

Kakwue npusHaku 3aBefieHUs JIeNT UCIIOJIB30BaHbI B CIIEYIOIIEM 3aroJIOBKE Jea
«JloKyMeHTBI O TPOBEICHUH aTTECTAIIMH COTPYIHUKOB (TUIaH, IPOTPAMMBI, IPOTOKOJIbI
3aCce/IaHUH aTTECTAIIMOHHOW KOMHUCCHH)»

Bri6epute HECKONBKO U3 5 BAPUAHTOB OTBETA:

1) mpeaMeTHO-BOIIPOCHBIH

2) HOMUHAIIbHBIH
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3) aBTOpCKUiA

4) XpOHOJIOTUYECKUM

5) KOppECOHIEHTCKUI

3ananue Ne 3

Kakue npusHaku 3aBeieHUs JIE]1 UCII0JIb30BaHbl B CIIEYIOIIEM 3aroJIOBKE Jeiia
«OKypHan perucrpanuu nocTynarwumx JOKyMEHTOBY

Bribepure HECKOIBKO U3 5 BapUaHTOB OTBETA!

1) xpoHOJIOrNYECKUit

2) aBTOPCKHIA

3) KOpPECIOHIEHTCKUI

4) HOMUHAJIbHBIN

5) npeaMeTHO-BOTIPOCHBIH

3ananue Ne 4

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

1) uaIMBUAYaTbHAS

2) npuMepHas

3) Tunosast

3ananue Ne 5

Kakoii 13 BU10B HOMEHKJIATYphI JeJ CO3AAeTCs Ha MPEANpUITUI

Bri6epute oiuH 13 3 BapMaHTOB OTBETA:

1) mpumepHas

2) UHIUBUAYaJIbHAS

3) TumoBast

3ananue Ne 6

Kakwue npusHaku 3aBefieHUs JIe]1 HCIOJIB30BaHbI B CIIEYIOIIEM 3aroJIOBKE Jera
«[Ipukasbl reHepaNbHOTO AUPEKTOPA MO AAMUHUCTPATUBHO-X03SHCTBEHHON ACSITEIbHOCTH
BriGepuTe HECKOIBKO U3 5 BapHaHTOB OTBETA:

1) mpeaMeTHO-BOTIPOCHBIH

2) KOpPECTOHACHTCKUI

3) aBTOpCKMIA

4) HOMUHAJILHBIN

5) XpOHOJIOTHYECKHU I

3amanue Ne 7

Brigenenue nen no Ha3BaHUIO OpraHU3alUK, KOTOPOH OYIyT aapecoBaHbl UM OT KOTOPOH
OyIyT MOJTy4eHbI JOKYMEHTHI - OCHOBA

Bri6epute oiuH U3 4 BApHAHTOB OTBETA:

1) HOMMHATBFHOTO MTPU3HAKA 3aBE/ICHUS Jell

2) aBTOPCKOTO MpHU3HAKa 3aBEJICHUS JET

3) mpeIMeTHO-BOMIPOCHOTO MPU3HAKA 3aBEICHUS eI

4) KOpPECMOHIEHTCKOTO PU3HAKA 3aBEICHHUS JIe

3aganue Ne 8

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

1) TunoBas

2) npuMmepHas

3) uHAMBUAYaTbHAS

3aganue Ne 9

Howmenxknartypa aen - 3To

Bri6epute ouH U3 4 BApHAHTOB OTBETA:

1) mepeueHs HAMMEHOBAHUH JIeJ1, 3aBOIUMBIX B OpraHH3aAIUH
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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

Llenb co3iaHuss HOMEHKIIATYpPBI el

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 KinaccuuKaluy, rpyninupoBKa UCIIOJHEHHBIX JOKYMEHTOB B Jieja
5) €eAMHCTBEHHOE CPEACTBO yUeTa MEPEXOAAIIUX e

3ananue Ne 11

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

1) reorpaduueckoro npusHaka 3aBeI€HUS 1€l

2) XpOHOJIOTUYECKOTO MPU3HAKA 3aBE/ICHUS €T

3) nmpeIMeTHO-BOIIPOCHOTO NMPU3HAKA 3aBEICHUS eI

4) HOMUHAJIBHOTO MPU3HAKA 3aBEICHUS Jell

3amanne Ne 12

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

Bri6epute oiuH 13 3 BapHaHTOB OTBETA:

1) mpaBoBoOe€ yIpaBiieHHE

2) KOHTPOJIb COOIOACHUS JCHCTBYIOMIETO 3aKOHOIaTEIHCTBA

3) nmpaBoBoe obecrieueHne

3amanme Ne 13

Kakue npusHaku 3aBeJJeHHs €1 UCIOJIb30BaHbI B CIIEAYIOIIEM 3ar0JIOBKE Jea
«l"onoBoii puHaHCOBBIN M1aH HA 2011 Trom»

Bri6epuTe HECKOIBKO U3 5 BapHAHTOB OTBETA:

1) aBTOpCKMIA

2) mpeaMeTHO-BOTIPOCHBIHI

3) KOpPECIOHICHTCKHUI

4) HOMUHAJILHBIN

5) XpOHOJIOTHYECKHUI

3amanue Ne 14

Beienenue nen 1o BUy 10KyMeHTa - OCHOBA

Bribepure oauH 13 4 BApMaHTOB OTBETA!

1) npeaAMEeTHO-BONPOCHOIO MIPU3HAKA 3aBEJICHUS /e

2) aBTOPCKOI'O IIPU3HAKA 3aBEACHUS /e

3) KOpPECHOHAEHTCKOTO MPU3HaKa 3aBeIeHHs JIelT

4) HOMUHAJIBHOTO IIPU3HAKA 3aBECHUS /e

3amanue Ne 15

Ha nepBowM starne pa3paOoTKi HOMEHKJIATYphI 1€l

Bribepure HECKOIBKO U3 3 BapUMaHTOB OTBETA!

1) aHaNMM3UPYIOTCS HOMEHKJIATYPBI JIeJT 32 MPEeAbIIYyIIHE I'0JIbI

2) u3yyaroTcs JOKYMEHTHI ITPeIIpUsTUSL

3) BezpeTcs onpoc pabOTHUKOB O 3aBOJIUMBIX B OpraHU3aIMH Jeax
3ananue Ne 16

Ha BTOpoMm 3Tane pa3paboTKu HOMEHKJIATYPBI A€ MPOUCXOAUT
Bribepure oauH u3 3 BApMaHTOB OTBETA:

1) cucremaTH3anys 3aroJ0BKOB



2) hopmynupoOBaHUE 3aTOJIOBKOB JIEIT

3) pa3paboTka Ki1accu(PUKAITMOHHON CXEMBbI
3ananue Ne 17

Brienenue e no KpaTkoMy COAEPKaHUIO JOKYMEHTOB Jieja - OCHOBA
Bribepure oauH u3 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 HOMEHKIIATYPHI eI BKIIIOYAET B ce0s
Bribepure oquH n3 3 BApHaHTOB OTBETA!

1) Tpu sTana

2) nBa »Tamna

3) yeTbIpe dTana

3ananue Ne 19

Kakue npusHaku 3aBefieHUs JIe]1 UCIIOJIb30BaHbl B CIIEYIOIIEM 3aroJIOBKE Jelia
«KBapTanmpHBIE OTYETHI TEPPUTOPUATBHBIX OPTaHOB O MOBBIIICHUH KBATH(DUKAITUN U 00yIeHUN
COTPYIHHUKOB

Br16epute HECKONBKO U3 5 BAPUAHTOB OTBETA:

1) HOMUHAJIbHBIH

2) aBTOPCKHit

3) XpOHOJIOTUYECKUI

4) npeAMeTHO-BOIIPOCHBIH

5) KOppECTIOHICHTCKUMA

3amanue Ne 20

Kakwue npusHaku 3aBefieHUs JIe]T UCIIOJIb30BaHbI B CIIEYIOIIEM 3aroJIOBKE Jeia
«[lepenucka ¢ MOABEOMCTBEHHBIMH TEPPUTOPUATBHBIMU OPraHaMU O MOBBIIEHUU
KBATU(UKAIMKN U 0O0y4EHUN COTPYAHHKOBY

Bri6epuTe HECKOIBKO U3 5 BApHAHTOB OTBETA:

1) HOMUHATLHBIT

2) aBTOpCKUI

3) XpOHOJIOTUYECKUI

4) mpeaMeTHO-BOTIPOCHBIH

5) KOppECTIOHICHTCKUIA

3amanue Ne 21

TaTHOE pacnucaHue SBISETCS OCHOBOM 11 HOMEHKIIATYPHI JIeNl, CO3JaHHON 1O
Bri6epute oiuH U3 3 BapHaHTOB OTBETA:

1) mpon3BOACTBEHHO-OTPACIIEBOMY TUITY

2) pyHKIIMOHAILHOMY THITY

3) CTPYKTypHOMY TUITY

3aganue Ne 22

Ha npennpusitusix, TOKyMEHTBI KOTOPBIX MMOJIEXKAT Mepeiade B apXUB, HOMEHKIIATypa Ael
SBIISICTCS

Bribepure ouH 13 2 BapMaHTOB OTBETA:

1) o0Gs13aTeNbHBIM JOKYMEHTOM

2) HeoOs13aTEIbHBIM IOKYMEHTOM

3ananue Ne 23

ITpu pa3paboTke HOMEHKJIATYPbI JIeJI CPOK XPaHEHUs! JOKYMEHTOB YCTaHABJINBACTCS
NePBOHAYAIBHO

Bribepure oauH u3 3 BapMaHTOB OTBETA:



1) caMOCTOSITENBHO CITY:KOO0M JIEIOMPOU3BOICTBA

2) B cooTBeTCTBUH ¢ IlepednemM THIIOBBIX yIPaBIEHYECKUX APXUBHBIX TOKYMEHTOB,
00pa3yromuxcs B Mpolecce AeITeIbHOCTH TOCYIaPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPABJICHHS U OPraHU3aIUH, C YKa3aHHEM CPOKOB XPaHEHHS

3) 1O PEeIICHUIO IKCIIEPTHON KOMUCCUHI

3ananue Ne 24

KoHkpeTHbIE CPOKU XpaHEHHS JOKYMEHTOB, HE YCTAHOBJICHHBIC IEPEYHSIMHU M TUTIOBBIMU WIIH
MPUMEPHBIMH HOMEHKJIATYpaMH JeJl, yCTaHABIIMBACT

Bribepure oquH u3 3 BApHaHTOB OTBETA!

1) camocTosITeNBHO CTyX)0a AeTOMPOU3BOACTBA

2) npuka3 JUpEeKTopa OpraHu3alnuu

3) perieHue SKCEPTHOM KOMUCCUHI

3ananue Ne 25

dopMyIMpOBaHKE 3ar0JOBKOB /1€ 03HAYAET

Bri6epute o1uH U3 3 BapMaHTOB OTBETA:

1) ohopmiteHne TaOTUYHOM YACTH HOMEHKIIATYPbI

2) onMcaHMe COCTaBa U COJIEpKaHUsl JOKYMEHTOB, KOTOpbIE OYAYT pacroyiaraTbCsi B 3TOM JIeje
3) cuctemaruzanus J0KyMEHTOB

3ananue Ne 26

OdopmneHne HOMEHKJIATYpBbI JIe] - 3TO COAep KaHne

Bri6epute oiuH 13 3 BapHaHTOB OTBETA:

1) BTOporo sTana pa3pabOTKH HOMEHKJIATYpPhI A€

2) yeTBEpTOro 3Tarna pa3paboTKH HOMEHKJIATYphI 1€

3) TpeTbero sTana pa3paboTKU HOMEHKIIATYphI e

3ananue 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 fene B POy

3) OcHoBHBIC MTpaBuiIa pabOTHl APXUBOB OpPraHU3AIIAN

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

Samanue Ne 28

B xaxom 13 BI10B HOMEHKJIATYphI JIe]l YCTaHABIUBACTCS €IMHAs WHICKCALIHS J1eT
Bri6epute oiuH U3 3 BapHaHTOB OTBETA:

1) TumoBast

2) UHIUBUAYalIbHAS

3) npumepHas

3ananue Ne 29

Kakwue npusHaku 3aBefieHUs JIe]1 UCIIOJB30BaHbI B CIIEYIOIIEM 3aroJIOBKE Jela
«[lepenucka ¢ MOaBEOMCTBEHHBIMU TEPPUTOPUAILHBIME OpraHamu LleHTpanbHoro
®denepalibHOTO OKpYTra O MOBBINICHUU KBaTU(UKAIUU U 00YIEHUU COTPYTHUKOBY
Bribepure HECKOIBKO U3 5 BapUaHTOB OTBETA!

1) HOMUHATBHBIH

2) nmpeaMeTHO-BOIIPOCHBIH

3) XpOHOJIOTMUECKHI

4) KOppeCIOHICHTCKUI

5) TeppuTOpHATBLHBIIN

3ananue Ne 30

Ha3zBanus paznenoB HOMEHKIATYPHI €71 BRICTPOEHBI B IOKYMEHTE T10



http://www.pandia.ru/text/category/organi_mestnogo_samoupravleniya/
http://www.pandia.ru/text/category/organi_mestnogo_samoupravleniya/

BriGepute oiuH U3 3 BapHAHTOB OTBETA:
1) cTeneHn 3HaYNMOCTH
2) ITaTHOMY PACIHUCaHUIO
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