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1 ITACITOPT PABOYEM YYEEHOM ITPOT'PAMMBI JIUCITATIIMHBI
OI1.13. JlokymeHTaIlMoHHOE 0OecriedeHre yIpaBIeHUsI

1.1 O6nactb npuMeHeHHs pabodeil MporpaMMmel.

Pabouast yueOHas mnporpamMma JHCLHMIUIMHBI SBJISIETCS YacThlO POTrPaMMBI
MOJATOTOBKM CIIEHUATUCTOB cpenHero 3BeHa B coorBerctBuM ¢ PI'OC CIIO mno
cnennasibHoCcTH 40.02.01 IIpaBo u opranuzanus COUUAIBHOTO 00ECTICUCHUS.

Pabouast yueOHas mporpamMma JUCIMILUIMHEBI peaTu3yeTCs 3a CUET YaCOB 0053aTeIbHOM
YacTH.

1.2 MecTo IUCHMIUIMHBI B CTPYKType HpOrpaMMbl IOATOTOBKH CIECIIHAIMCTOB
CpPEIHETO 3BEHA: NUCIUIUIMHA BXOAUT B 001IeTpodeCCHOHATBHBIN ITUKJL.

1.3 Lenu 1 3aaa4u JUCHUIUIMHBI — TpeOOBAHUS K pe3yJbTaTaM OCBOCHHS.

B pe3ynbrare 0ocBOEHUS AUCHUIUIMHBI O0YYaIOLIUIICs TOJKEH YMETh:

— 0pOpMIISITH OPraHU3aALMOHHO-PACTIOPSAUTENIbHBIE JOKYMEHTBI B COOTBETCTBUU C
nerctyrommM ['OCTowm;

— OCYUIECTBJIATH 00PaOOTKY BXOASIINX BHYTPEHHUX U UCXOJAIIUX TOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHUEM;

— 0pOpMIIATH JOKYMEHTHI JJIs NIEPEJaut B ApXUB OpraHU3alHH.

B pe3ynbpTaTe 0CBOCHHUS TUCUUILIMHBI 00YYaroUNiCs JOJKEH 3HATh:

— MOHATHUE TOKYMEHTA, €ro CBOMCTBA, CIOCOOBI JOKYMEHTHUPOBAHUS;

—paBuUjia COCTaBICHUS U OQOPMIEHMS] OPraHU3ALMOHHO-PACHOPSAUTEIbHBIX
nokymeHToB (nanee - OPJ]);

— CHUCTEMY U TUIIOBYIO TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO OOECIeUeHUsl yIpaBICHUsS
(manee JIOY);

— 0COOEHHOCTH JIEIIONPOU3BOCTBA MO 00pAIllEHUsAM I'pax/1aH U KOHPUACHIINAIBLHOTO
JEJIOITPOU3BOICTBA.

[Ipy wu3yyeHUM MAAHHOW JUCUHUIUIMHBI (QOPMHUPYIOTCA CIEAYIOIIHE OO0IMe Hu
npodheCCUOHANIBHBIE KOMIIETECHIINU:

OK 1. [loHuMaTh CYHIHOCTh M COIMAJBHYIO 3HAYMMOCTh CBOEM Oymyien
npodeccuu, MposIBIATh K HEW YCTOMUMBBIA HHTEPEC
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO I€ATEIIbHOCTh, BHIOUPATh TUIIOBBIE METOABI U

CIIOCOOBI  BBITIOJIHGHHSI  MPOQPECCHOHANBHBIX ~ 3a/Jad, OICHHWBATh HX
() PEKTUBHOCTD U KAaYECTBO

OK 3. [IpuHumaTth penieHuss B CTaHJapTHBIX u HECTAaH/IAPTHBIX
CUTyalusX U HECTU 32 HUX OTBETCTBEHHOCTD
OK 4. OcymiecTBIATh OWCK U HMCIOJIb30BaHUE WH(OpMAIMU, HEOOXOAUMOM IJis
3¢ (HEKTUBHOTO BBITIOJTHEHUS poecCHOHATEHBIX 3aj1ad,
PO eCCHOHATEHOTO U JIMYHOCTHOTO Pa3BUTHS
OK 5. Hcnonb3oBaTh UH()OPMAITMOHHO-KOMMYHUKAITMOHHBIC TEXHOJIOTHHU
B MTPO(ECCUOHATIBHOMN AESTENIbHOCTH
OKS. CaMoCTOATEILHO ONpeACHATh 3a1aun po¢eCCUOHAIBHOTO "

JUYHOCTHOTO PAa3BUTHS, 3aHUMAThCS CaMOOOpa30BaHUEM, OCO3HAHHO
MJIAHUPOBATH MOBBIIIEHUE KBATU(PUKAIIIU
OKO. OpueHTUPOBATHCS B YCIOBUSAX MOCTOSIHHOTO U3MEHEHHUS TTPaBOBOM 0a3bl
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[IK 1.1.  OcymectBiarh npohecCUOHATBHOE TOJKOBAHUE HOPMATHBHBIX MPABOBBIX
aKTOB JUIsl peaju3allud MpaB TrpakgaH B chepe MEeHCHOHHOTrO

oOecIieueHus U COMMATbHOMN 3alUTHI

[IK 1.2.  OcyuecTBiATh NpUEM I'PaKJaH IO BOIPOCAM NEHCUOHHOIO OOECIIEUECHHS U
COLMAJIBHOM 3aIUTHI

[IK 1.3. PaccmarpuBaTh MakeT AOKYMEHTOB JJIsi HA3HA4Y€HUsl TEHCHM, MOCOOUH,
KOMIIEHCAllU, APYTUX BBIILUIAT, a TAaKXKE MEpP COLUAIBHOW MOAACPKKHU
OT/ICJIbHBIM KATETOPUSIM TPAXK]IaH, HYKAAIOIIUMCS B COLMAILHOM 3aIUTe

[IK 1.4. OcymiecTBisiATh YCTaHOBJIICHME (HA3HAYCHHE, TMepepacyeT, MepeBo),
WHJIEKCAIIUIO U KOPPEKTUPOBKY MEHCUH, HA3HAYEHUE MTOCOOUIA, KOMITEHCAIUN
U JIPYTUX COIMATBHBIX BBIILJIAT, UCIIONb3Ys HHPOPMAIIMOHHO-KOMIIBIOTEPHBIE
TE€XHOJIOTUU

[IK 1.6. KoHcynpTHpOBaTh TpaXXJIaH M TMPEICTABUTEICH IOPUINYECKUX JIUI[ 10
BOIIPOCAM NMEHCUOHHOTO 00ECIIEYEHUs U COLIMAIbHOM 3aIUTHI

Lenp BocnuTaTENbHOW PAOOTHI B paMKax JAMCLMIUIMHBI: CO3/IaHUE BOCIUTATEIBLHOIO
MPOCTPAHCTBA, 0OECIIEYNBAIOIIETO Pa3BUTUE OOYYAIOMIMXCA KaK CyOBbeKTa eATeIbHOCTH,
JUYHOCTH W WHIAMBUIAYAIBHOCTH B cooTBeTcTBUMM C TpeboBanusiMu PI'OC CIIO mo
cnenuanbHocTH 40.02.01 IIpaBo u opraHuzalys COLHAIBHOTO 00€CTIeYeHUsI, MOTOTOBKA
KBATM(PUUUPOBAHHBIX PAOOYUX U CIIELIUAIMCTOB K CAMOCTOSITEIbHOMY BBIITOJIHEHHUIO BU/IOB
NpOQECCUOHAIBHON ~ NI€ITEIbHOCTH (B COOTBETCTBUUM C  MPO(eCcCHOHATbHBIMU
CTaHJIapTaMM), KOHKYpPEHTOCIIOCOOHOTO Ha PErMOHaJbHOM pBIHKE TpyAd, T'OTOBOIO K
MOCTOSSHHOMY ~ NPO(ECCUOHAIBHOMY  POCTY, COLMAJIbHOM H©  NPOQeCcCHOHATbHON
MOOUJIBHOCTH, €O C(HOPMUPOBAHHBIMU TPaXJTAHCKUMH KayeCTBaMH JIMYHOCTH B
COOTBETCTBUM C 3alpocaMd U MOTPEOHOCTSAMHM pPETHOHAJIBHOW JKOHOMHUKU H
COLMOKYJIbTYPHOMU ITOJIUTUKH.

BocnurarenpHas pabota B paMKax IMCUUIUIMHBI HalpaBlieHA Ha pelIeHHE 3ajau:
pa3sBUTHsA JIMYHOCTH; CO3JAHUA YCIOBHM JUIsI CaMOOIIPEACIICHUA M COLMAIN3ALUU
oOydJaroumxcsi Ha OCHOBE COLHMOKYJIbTYPHBIX, JYXOBHO-HPAaBCTBEHHBIX IEHHOCTEM,
MPUHATBIX B POCCUICKOM OOILIECTBE MPABWJI U HOPM IOBEJIEHUS B MHTEpPECax 4esOBEKa,
CeMbH, 00IIeCTBA U TOCY1apcTBa; POPMUPOBaHUS Y OOYyHAIOIINXCS YyBCTBA MAaTPUOTU3MA,
IPaKIAHCTBEHHOCTH, YBAXKEHHS K NaMATH 3alIMTHUKOB OteuectBa u nojsuram ['epoes
OreuecTBa, 3aKOHY U IPABONOPSIIKY, YEIOBEKY TPYJa U CTApUIEMY ITOKOJEHUIO, B3AMMHOIO
YBaXXEHUSA, OEpeKHOrO0 OTHOLIEHUS K KYyJbTYPHOMY HACIEOUI0O U  TPaJUuLUIM
MHOTOHAIMOHAJIBHOTO Hapoaa P@, nmpuponae u okpyKarouien cpee.

[InanupyeMbie JIMYHOCTHBIC PE3YyJbTAThl, B XOJI¢ peainu3anuu padboyeit ydeOHOU
IIPOTPAMMBI:

JIP 4 IIposBIIAIOIIMI M IEMOHCTPUPYIOLINN YBaXKEHUE K JIFOISIM TPYAA, OCO3HAIOIINN
LEHHOCTh COOCTBeHHOro Tpyaa. Crpemsmumiicas K (OPMHpPOBAHHIO B CETEBOM cCpele
JMYHOCTHO U MPOPECCHOHATBHOIO KOHCTPYKTUBHOTO «LHU(POBOIO ClIeay;

JIP 11 TlposBrnsrommuii yBak€HHWE K OCTETUYECKUM IIEHHOCTSIM, O0JIaIaroIInii
OCHOBAaMH 3CTETHYECKOM KYJIbTYPBHI,

JIP 16 IIpuHuMaromumi, COXpaHsAOIMNT U TPUYMHOKAIOIINN KyJIbTypPHOE HaCJEaUE,
JIyXOBHO OOTaTCTBO M IIEHHOCTU HApOA0B 3a0aiKaIbCKOTO Kpas.



1.4 KonmuecTBo 4acoB Ha ocBoeHHE paboueld y4eOHOH MporpaMMbl AUCIMILTAHBI
O4HOU (POopMBI 00YUEHHUS:

- MakcumanpHas yuebHast Harpy3ka oOyyaromierocst — 72 4Jaca,

- O0s3aTenpHAs ayTMTOpHAS yueOHas Harpy3ka o0ydaromerocs — 48 4acos;
B TOM YHCJIE:

- TeopeTHYecKoe o0ydeHne — 36 4acos;

- IPaKTHYECKUE 3aHATUS — 12 Jacos;

- CamocTosiTenbHas pabota odyuaromerocs — 24 Jaca;

- [IpomexxyTounast arrectanus: B popme nudepeHupoBaHHOTO 3aUeTa.

1.5 Wcnonb3yembie METOAbI OOYUYECHUS
1.5.1 ITaccuBHBIE: JIEKIIMS, IEMOHCTpAIUS. YTEHHUE, OTIPOC
1.5.2 AKTHBHBIE U UHTEPAKTUBHBIC: TBOPUECKOE 3a/aHKe, paboTa B MaJIbIX Tpynmnax,

npoOiieMHas JeKIUs, MOArOTOBKA Mpe3eHTaIMil, MO3TOBOU IITYPM, TUCKYCCHSI, KPYTJIbINA
CTOJI, paboTa C IOKYMEHTaMHU, TECTUPOBAHHUE.



2 CTPYKTYPA U COJIEP)KAHUE PABOYEN YUEBHOI1 ITPOTPAMMBI
JTIACHUTUIMHBI

2.1 O6beMm pabouel yueOHON TPOrpaMMBbl TUCIUIUIMHBI U BUIBI y4eOHOU pabOTHI
O04HOM (OpMBI OOYyICHHS

Bun yueGHOH paboThI O06beM yacoB

MakcumanbHasi yueOHasi Harpy3ka (BCero) 72
OO6s3aTenbHas ayIMTOpHAs yueOHast Harpy3ka (BCero) 48

B TOM YHCIIE!

TEOPETHIECKOE 00yUeHUE 36
MPAaKTUYECKUE 3aHATHUS 12

U3 HUX B JOpME MPAKTUYECKOM MOATOTOBKH 6
CamocrosiTenpHast pabota o0yuaronierocs (Bcero) 24
[TpomesxyTouHnas arrecrauus B popme auddpepeHIMpoBaHHOTO 3a4eTa




2.2 TemaTtudeckui IJIaH W cojJiep)KaHue padoudeit ydeOHOM mnporpammbl auctmiuinHbl OI1.13. JlokymeHTalMOHHOE
obecrieueHue ynpanjeHUs, 0YHON (GOPMBbI 0O0yUECHHS

HaumenoBanue No Copepxanue yueOHOr0o MaTepuana, 1abopaTopHble U MPaKTUYECKUE padoThI, KomuuectBo | opmupyemoie
pa3JeNoB U TEM 3aHATHUS caMmocTosiTeNbHas paboTa o0yJaromuxcs, Kypconast padot (IIpoeKT) 4acoB KOMIIETEHIIUH
2 xypc, 3 cemecTp
MakcumanbHasi yueOHasi Harpy3ka — 72
OO6s3arenbHas ayauTopHas yueOHasi Harpy3ka (Bcero) — 48 B TOM 4HcCIIe:
TeopeTndyeckoe ooyuenue — 36
MpaKTUYECKHUE 3aHATUS — 12
camocrosiTesbHas pabota — 24
BBenenue Copepxanue yueOHOr0 MaTepHana; OK.1-OK.5
1 | Micropusi jokymMenTanmonnoro odecnevenns Poccun 2
Paznen 1. JlokymeHTHpOBaHHUE
Tema 1.1. Ilonstue o | Comeprkanue yueOHOT0 MaTepraa;
JOKYMEHTAaX, ) JIoKkyMeHTallMOHHOEe ofecrevyeHUue YNPABJIEHUS] KAK CHCTeMa YNpaBJeHHS )
crocobax JAOKYMEHTAMH
AOKYMCHTHUPOBAHNUA 3 Ilonsitne o nokymenrte. CBoiicTBa, (PyHKIMHU, KiIacCU(UKALUSA TOKYMEHTOB I10 ) OK.1-OK 5
1 O HOCUTEISAX MIpU3HAKaM OK 8 ‘
vHpopMalmu 4 CoBpeMeHHOE 3aKOHOJATEJIbHOE H HOPMATHBHO-METOAHYECKOe o0ecredeHue ) OK.9
JeJ10NPOU3BOACTBA MK.1.1
CamocrosiTenbHast paboTa 00y4aroumxcs:
[TonroroButh mpeseHranuio no Teme: CojepkaHue OCHOBHBIX TPeOOBaHMM K cuCTeMe 4
ynpasiieHusi JokyMeHTamu, ycraHaBiauBaembix B 'OCT P MCO 15489-1-2007 «CUBUU.
Ynpasnenue fokyMmeHTamu. O61mue TpeOoBaHU»
Tema 1.2. Coneprkanue y4eOHOro MaTepuarna;
TpeboBanus k 5 Xapakrepuctuka, coctaB u coaep:xkanue 'OCT P 6.30-2003. Dopmysip- 2
o(OpMIICHUIO obpaser. CocTaB peKBU3UTOB
OK.1-OK.5
PEKBHU3UTOB 6 TpeboBanus k ogopmiennro 10kyMeHToB B coorBercTBHu ¢ I'OCT P 6.30- ) OK 8
CITyKEOHBIX 2003. OdopmieHne peKBU3UTOB JOKYMEHTaMHU OK. 9
MNOKYMCHTOB [IpakTHyecKkue 3aHATHS K 1 P
[Tpaktuueckoe 3anatue Ne 1: Uzyuenue TOCT P 6.30-2003 «YaUGUIIIPOBAaHHBIE HK. 1 ' 3
7 CUCTEMBl JIOKyMEHTAllUU. YHHUPHUIMPOBAHHAS CUCTEMa OPTaHH3AI[MOHHO- 2 o

pactopsIUTeIbHON JOoKyMeHTauu. TpeboBaHus K 0QOPMIICHHIO JOKYMEHTOBY
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CamocrosiTenpHas pabora 00yJaronuxcs:
[TonroroButh coobeHne Ha TeMy: «O003HaUeHIE 1 HAMMEHOBAHUE CTaHIapTa, COACPIKaHUE

CTaHJapTa, KeM pa3paboTaH CTaHAApPT, KAKUM MPABOBBIM aKTOM YTBEp)KJI€H CTaHIapT, JaTa 4
BBEJICHUS CTaHJApTa, KAKOE KOJIMYECTBO PEKBU3UTOB YCTAHOBUII CTAaHAAPT Ui OPOPMIICHHS
JOKYMEHTOB, KaKue BUbl OJJAHKOB YCTaHOBHWJI CTAaHAAPT»
Tema 1.3. Copepxanre yueOHOT0 MaTepuaa;
Crpyktypa 8 Crtpykrypa gokymenTa. Ero cocra 2
JOKYMEHTA, 9 baankun apoxkymenToB. Dopmarhl OyMaKHBIX JIOKyMEHTOB. TpeOoBaHus K 2
MIPOEKTUPOBAHHE M3TOTOBJICHUIO JIOKYMEHTOB
OJIaHKOB [IpaKTHYECKHUE 3aHATHUS
10 [Ipaktuueckoe 3anarue Ne 2: KoncrpympoBanue OJIaHKa NHCbMAa, 00LIEro )
0/1aHKa, 0J1aHKA KOHKPETHOI0 JOKYMEHTAa
CamocrosiTenbHas padoTa 00y4yaronuXcs:
Coznanue npe3eHTanuu no teme: Bunbl 61aHKOB U TOPSAIOK PACHOTIOKEHUSI PEKBU3UTOB B 2
Onanke. bianku ¢ n300pakeHNEM TOCYAapCTBEHHOTO repba u repba cyorekra PD
Tema 1.4. Copepxanue yueOHOT0 MaTepHana:
Cucremer 11 CocTaB ynpaBjieHYecKHX 10KyMEHTOB 2
JOKYMEHTaIluu
12 XapaKkTepuCcTHKA M COCTAB OPraHM3allHOHHBIX JOKYMEHTOB 2
13 XapakTepucTHKA M COCTAB PACHOPAAMTEIbHBIX JOKYMEHTOB 2
14 XapakTepucTHKA M cOCTAB HHPOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB 2
[TpakTHyeckue 3aHsATUS OK.1-OK.5
[Ipaktuueckoe 3ansarue Ne 3: CucremMbl JOKYMeHTaluW: OOO3HAUeHHUE U OK.8
HalMEHOBAaHME CTaHJApTa, COAEp)KaHUE CTaHAapTa, KeM pa3paboTaH CTaHAApT, OK.9
15 KaKUM NPaBOBBIM aKTOM YTBEP)KIEH CTaHIapT, JlaTa BBEACHMs CTaHAApTa, KaKoe 2 [K.1.4
KOJINYECTBO PEKBU3UTOB YCTAaHOBWJI CTaHAApT Uil OQOPMIICHHS JTOKYMEHTOB,
KaKue BH/Ibl OJJAHKOB YCTAHOBMJI CTaHJAPT
CamocrodrenbHas paboTa 00y4aroIuXcs:
[lonroroBka coobOmenuss 1o Teme: lloHATHs  «cuctema  JAOKyMEHTallMM» U 4
«yHU(QUIMpOBAaHHAs ~ CHUCTEeMa  JOKYMEHTAalUuW».  YHU(PHUUUPOBAHHBIE  CHCTEMBI
JOKYMEHTAIUH, TeHCTBYIOIIKE B HACTOSIIEEe BpeMs
Paznen 2. Opranuzanusi paboTsl C TOKYMEHTaMHU
Tema 2.1. | Conepxanue yaeGHOro MaTepana: OK.1-OK.5




Opranuzanus IMousTus JIOKYMEHT0000poTa. OO6mmue MPUHIIUIIBI OpraHu3aIu OK.8
JOKYMEHTO000pOTA. 16 JTOKyMeHTooOopoTa.  OpranuzanuoHHbie  (opMbl.  THIOBBIE  CTPYKTYPBHI. OK.9
Peructpanus Perucrpaiusi TOKyMEHTOB I[IK.1.4
JOKYMEHTOB. [IpakTruecKue 3aHATHS [IK.1.6
17 [Ipaktnueckoe 3anstue Ne 4: 3amojiHeHHMe PEKBM3UTOB OyXrajTepcKHX
JOKYMEHTOB
CamocrosTenbHast paboTa 00y4arouxcs:
[ToaroToBuTh Tpe3eHTANMIO MO TeMme: 3amaud, (QyHKOWM, TpaBa, OO0SI3aHHOCTH U
B3aMMOOTHOLICHHS CITYKO
Tema 2.2. Copepxanre yueOHOr0 MaTepuaa;
Opranuzanus 13 Opranusanusi ONEPaTHBHOI0 XPaHEHUsl JeJ. OKCIepTH3a LEHHOCTH
TEKYILEro XpaHeHUs JIOKYMEHTaJIbHBIX MaTEpPUAJIOB
MOKYMCHTOB. 19 HopMmaTuBHO-MeTOAMYECKHMEe W  TeOPpeTHYECKHEe OCHOBBI  IPOBEACHUS
[Toaroroeka n JKCIEePTU3bl HEHHOCTH. [10AroTOBKA 1e1 K apXMBHOMY XPaHEHUIO OK.1-OK.5
IIOPSAZIOK TI€peaain [IpakTuueckue 3aHsATHs OK.8
ACII B apXUB 20 [Ipaktuueckoe 3ansitue Ne 5: IlogroroBka, cocraBjieHHe, YTBepiKJAeHHE H OK.9
YIpexKIACHUA COrJIacOBAHME HOMEHKJIATYPHI JieJl IK.1.2
CamocTosTenbHas padoTa 00yYarOLIUXCS: [IK.1.6
[ToaroroButs Aokman Ha Temy: «CocTaBiieHHE OMKUCH Ha Jiejia MOCTOSSHHOTO M BPEMEHHOTO
XpaHEeHUs, MOJIJIEKAILNE CAAUY€ B APXUBY.
[ToaroroBuTh MOKIAN HA TEMY: K AKTHI 00 YHUUYTOKEHUHU JOKYMEHTOB, YTPATUBIINX HAYYHO-
MPAKTHYECKOE 3HAUCHHE)
Tema 2.3.
Coneprxkanue ydeOHOr0 MaTepuana:
Opranuzanus
paboThI C 1 HopmaTuBHo-npaBoBbie aKThI, perjiaMeHTHpYIolUe padorty c OK.1-OK.5
JOKyMEHTUPOBaHHOU AOKYMEHTHPOBAHHOI HH(popManyel OrPaHNYEHHOr0 10CTYyNa OK 2 '
I/IH(l)OpMaU;I/ICﬁ I[OKyMeHTauml, OTHOCHAIIAACH K rocynapCTBeHHOifl TaiiHe, JOCTYIl K HHUM OK.9
OIPaHUYEHHOTO 22 rpaxzaad. /JJokyMeHTauus, OTHOCAIIAsACS K KOH(PUICHIHAIbHON HH(pOPMaLUH. K 1 3
A0CTyIa Opranuzanus paboThl ¢ KOHQHUISHIUATbHBIMU JOKYMEHTAMHU HK. 1 ' 6
CamocrosiTenbHast paboTa 00y4yaronuXcs: o
Coznmanme mpeseHTanu 1o Teme: OpraHuzainus JOKyMEHTOoOOpoTa WH(pOpMaluu
OTPAaHUYEHHOTO JIOCTyNa
Tewma 2.4. Coneprxanue yueOHOro MaTepuaa: OK.1-OK.5
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Opranuzanus IIpaBoBasi o0cHOBa opraHu3anum padoThl ¢ NPeAI0KeHUSIMHU, 3asIBJCHUSIMH U OK.8
JEJIONPOU3BOJCTBA 23 skanodamm rpaxaaH. OcHOBHbIE BHIBI oOpameHuil. TexHomorus paboThl ¢ 2 OK.9
10 TIPETIOKECHUSM, obOparneHussMu rpakaad. [IpaBuia yuera yCTHBIX 0OpalieHui IK.1.3
3asBJICHUSAM U [IpakTruecKue 3aHATHS [IK.1.6
KasobaM rpaxian 24 IIpaktuueckoe 3ansatue Ne 6: CocraBiieHHe H O(opmiIeHHe OOpalleHMid, UX ’
peructpanus. CocrasjieHue u opopmiieHHe KaJI00bI
CamocrositenbHas padota odyqarommuxcs: [loaroroBka coobmenus no teme: Opranuszanus
JMYHOTO IpUeMa IpakJiaH MpH 00paleHnH C xKano0aMH U 3asBICHUSMHU B OPIaHbl MECTHOTO 2
camMOynpaBJICHUS
OK.1-OK.5
OK.8
OK.9
[K.1.1
[TpomexyTouHas aTTectanus B popme nuddepeHImpoBaHHOrO 3aueTa K12
IK.1.3
[IK.1.4
I1K.1.6
Hroro 3a cemecTp: 72
Teoperuueckoe o0yueHue 36
IIpaxTrueckue 3aHATHS 12
U3 HUX B JOpME NMPAKTUYECKOH MOATOTOBKH 6
CamocrosTenbHas pabora 24
Hrtoro no aucuuiuivHe: 72
Teopetuueckoe oOydeHue 36
[IpakTrueckue 3aHATHS 12
U3 HUX B hopMe MPaKTUYECKON OATOTOBKU 6
CamocrosiTenbHas paboTa 24
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3 YCJIOBUSI PEAJIU3ALIMY PABOUYEIN YUEBHOM [TPOTPAMMBI
JTIACTTUTUTNHBI

3.1 TpeGoBanusi K MUHUMAJIBHOMY MaTe€pHaTbHO—TEXHUUECKOMY 00€CIIEUCHHIO

Peanuzamus paboueit yuyeOHON TpOrpaMMBbl TUCIUILUIMHBI OCYIIECTBIISICTCS B
CTHIEIUATBHBIX TTOMEIICHHSIX

KaOuHeT MeHeIKMEHTa U IKOHOMUKHU OpTaHU3AIINH:

[Ipenna3znayeH i1 MPOBEACHUS JICKIMOHHBIX W MPAKTUYECKUX 3aHSITHM,
IPYNIOBBIX W WHIUBUIYAIbHBIX  KOHCYJbTALIMM, TEKYLIEr0 KOHTPOJA U
MIPOMEKYTOUHOM aTTeCTALMH.

OcHoBHOE 00OpynoBaHue: ydeOHas MeOenb, y4eOHO-HarJsJHbIE IOCOOus,
MHTEpaKTUBHBIN KoMIUIekc ED861 ¢ uiieH3nOHHBIM MPOTrpaMMHBIM 00ECIICYCHUEM.

KaGuneT nnst opraHu3aiui caMOCTOSITENIbHON pabOThI, TEKYIIETO KOHTPOJIS H
MPOMEKYTOUHOMN aTTECTAINH:

[IpennazHayeH [isi OpraHu3alMid  CaMOCTOSITENIbHOW paloThl, TEKYILEro
KOHTPOJIS ¥ TPOMEKYTOUHOM aTTECTAIIHH.

OcHoBHOE  00OOpynoBaHue: yueOHass MeOellb, MYJbTUMEIUAIIPOCKTOP
(mepeHoCHOI), 3KpaH, KOMIBIOTEPHl € NOAKIOYeHHMEM K ceTu «WHTepHeT» ¢
JUTIEH3UOHHBIM TIPOTPAMMHBIM 00€CTICUCHUEM.

HuranbHbIN 321 C BBIXOJOM B ceTh IHTEpHET:

[IpennaznayeH A OpraHU3ali CaMOCTOSTEIHHOM Pad0Thl 00YYarOIIUXCS.

OcHoBHOe oOOOpyaoBaHue: ydeOHass MeOenb, KOMIIBIOTEpPHAsT TEXHUKA C
NOoJIKJIFoueHneM Kk cetu HTepHer, obecrnieunBaronasi.

3.2 UudopmarnmonHoe odecrnieueHrue o0ydeHus

[lepeyenb  peKOMEHIyeMbIX  Y4Y€OHBIX  M3JaHUM, VIHTepHET—pecypcos,
JOTIOJIHUTENBHOM JINTEPATYPHI.

OCHOBHBIE HCTOYHUKH:

bacakoB, M.W. JlokyMeHTallMOHHOE OOecnedYeHre YNpaBlieHUs (C OCHOBAMHU
apxuBoBeJieHus  ): yueoHoe nocoodue / M.U. bacakoB. — Mocksa : KnoPyc, 2021. -216
c. —-ISBN 978-5-406-08564-6. —URL.: https://book.ru/book/940170

JlomomHUTEIbHBIC UCTOYHUKHU:

1. Bapmyna, B.B. JlokymMmeHTalMOHHOE OOecIeUeHNEe yNpaBICHUSA: YICOHUK /
B.B. Bapmynna. — Mocksa: Octunus, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2 //
OBC Book.ru: [caiiT]. — URL: https://book.ru/book/942707

2. CoxomoBa, O.H. [loxymeHTanimoHHOEe OO€CIICUCHUE YMPABJICHUS B
opranuzauuu: yyeobnoe nocobue / O.H. Cokonosa, T.A. Axumoukuna. — Mockpa:
KnoPyc, 2022. — 192 c¢. — ISBN 978-5-406-08827-2 // 9bC Book.ru: [caiit]. — URL:
https://book.ru/book/942520

YyebHo-MeToanuecKas IUTepaTypa:
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https://book.ru/book/942707
https://book.ru/book/942520

1. Jentoxuna, n.B. OIl.13. JIoKyMEeHTaImoHHOE oOecrieueHue
[Tekct]: MeTOAMYECKUE YKa3aHWs MJisi OpPTraHU3AIMH CaMOCTOSTEIHLHOW paboThI
oOyvaroruxcst o4HOW Gopmbl oOydenus crnenuanbHocTH 40.02.01 TlpaBo wu
opranu3zanus conuainbHoro ooecneuenns / U. B. Jlemroxura — Yura: 3a6MKT, 2020.
— 16 c. — Pexxum goctymna: https://zabizht.ru/cgi-bin/viewer.pl?book 1d=37151.pdf

2. I'magkux, C.I'. OII.13 lokyMeHTalimoHHOE oOecreueHue ynpaniaeHus [ Tekcr]:
METOJMYECKHE PEKOMEHIAIMA K BBIMIOJHEHUIO TMPAKTHUYCCKUX 3aHATHH IS
oOyuarommxcst o4yHOM ¢opmbel 00ydeHus crnenuanbHoctn 40.02.01 IIpaBo wu
opranuzaius conuanpHoro ooecrneuenus / C. I'. I'magkux — Yura: PUO cextop CITIO
3a01KT UpI'VIIC, 2022. — 20 c._— Pewxum pnoctyna: https://zabizht.ru/cgi-
bin/viewer.pl?book 1d=37133.pdf

DIEKTPOHHBIE PECYPCHI:

1. OBC VYHuuBepcurerckas Oubmmoreka [IDIEKTpOHHbIM pecypc| — Pexum
noctyna: http://www.biblioclub.ru/
2.9bC «BOOK.RU» [Dnektponneii pecypc] — Pexum nocrymna:

http://book.ru/static/license/

3. ACY bubmmoreka 3a0l)KT [OnekTpoHHbI1 pecypc] — Pexum nocrymna:
http://zabizht.ru

4. CopaBouHo-mipaBoBas cuctema «l'apant». YcClIOBUsA TOCTyIa: BO3MOKHOCTb
paboTaTh C CUCTEMOW BO BHYTPEHHEW CETH UHCTUTYTA.
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https://zabizht.ru/cgi-bin/viewer.pl?book_id=37133.pdf
https://zabizht.ru/cgi-bin/viewer.pl?book_id=37133.pdf
http://www.biblioclub.ru/
http://book.ru/static/license/
http://zabizht.ru/

4 KOHTPOJIb U OIIEHKA PE3YJITATOB OCBOEHUS YYEBHOM
JTIACIUTUTNHEI

KonTponbs u oleHKa pe3ynbTaToB OCBOCHMS paboueil yuyeOHON MporpaMMbl
JTUCIUIUTMHBI OCYIIECTBIIAECTCA MpernojaBaTesieM B Mpolecce MPOBEACHUS 3aHITHI €
UCIIONIb30BAaHUEM AaKTHBHBIX W HMHTEPAKTUBHBIX (OPM M METOJOB, a TaKKe
BBIMIOJTHEHHSI OOYYaIOIMMCSl CaMOCTOSITETIbHOM pPa0OThl MPHU Pa3IUYHBIX (dopMax
oOyueHus.

Pe3ynbTarsl 00yueHus (yCBOCHHbBIE YMEHUS, YCBOCHHbBIE
3HaHMS)

dopma 1 METOIbI KOHTPOJIS U
OIICHKH pe3yJibTaTa O0yUYEeHHsI

YMEHHS:
— ohopmitATh OpraHu3alMOHHO-PACIIOPSAIUTEIIbHBIE
JIOKYMEHTHI B cOOTBeTCTBUH ¢ AeicTByomuM ['OCTom

— 0IIpoc;
— TeCTUPOBAHHUE;

— KOHTpOJIbHAs pabora;

— CaMOCTOSITEIIbHBIE PAaOOTHI;
— IIpaKTUYeCcKasi padoTa

— OCYHIECTBIISITH  00pa0OTKYy BXOJSIINX BHYTPEHHUX W
UCXOJSIIUX JTOKYMEHTOB, KOHTPOJIb 38 UX MCIIOJHEHUEM

— OTIPOC;
— TeCTUPOBAHHUE;

— KOHTpOJIbHAs paboTa;

— CaMOCTOSITEIIbHBIE PAaOOTHI;
— IIpaKTUYeCcKasi padoTa

— oopMJISAITh  JOKYMEHTBI Il Tepefadyd B  apXWB | — OMPOC;
OpraHu3aIu. — TECTUPOBAHUE;
— KOHTpOJIbHAs paboTa;
— CaMOCTOSATEIIbHBIE Pa0OTHI;
— NpaKTMyeckasa paboTa
3HAHUS:
— MOHATHE  JOKyMEHTa, €ro CBOWCTBA,  CIOCOOBI | — ONpOC;
JIOKyMEHTUPOBAHUS — TECTUPOBAHMUE;

— KOHTpOJIbHas paloTa;

— [IpaBWJIa COCTABJICHUS M O()OPMIIEHUSI OPraHU3AI[IOHHO-
pacropsIuTeIbHbIX JOKYyMEeHTOB (fainee - OPJ])

— OIIpOC;
— KOHTpOJIbHAs paboTa;
— CaMOCTOSITETIbHBIE PaOOTHI;
— MpaKTHyYecKas paboTa

— CHCTeMY ¥ THIIOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO
obecnieuenus ynpasienus (nanee J0Y)

— OIIpoc;
— TeCTUPOBAHUE;

— KOHTpOJIbHas paboTa
— MpaKTHyYecKas paboTa

— 0COOEHHOCTHU ACJIOMPOU3BOACTBA  1IO 06paH_[eHI/I}IM
rpaxJiaH u KOH(bI/II[CHI_[I/IaHLHOPO ACIJIOMPONU3BOACTBA

— OIIpOC;
— TECTUPOBAHMUE;

— KOHTpOJIbHAs paboTa;

— CaMOCTOSITENIbHBIE PaOOTHI;
— MpaKTHyYecKas paboTa

@®opMbl W METOABI KOHTPOJII M OIICHKH PE3YyJbTaTOB OOYYCHUS JIOJIXKHBI
MO3BOJISATH  TPOBEPATh Yy  OOYyYamOIIUXCS HE TOJbKO  CHOPMHUPOBAHHOCTH
npopEeCCHOHANBHBIX KOMIIETEHIIMA, HO W pa3BUTHE OOMMX KOMIETCHIUH U
00ecreunBaroIIUX UX YMEHUH.
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Pe3ynbrathl (OCBOCHHBIE OcCHOBHbBIE TOKa3aTeaud OUEHKH | DOpMBI U METOIbI KOHTPOJIS
o0111e KOMIIETEHIIH) pe3yabTaTra 1 OLICHKH
OK 1. Tlonumars — CTpeMJIeHHE ¥ TOTOBHOCTH | Tekymmii KOHTpOIb B (hopme

CYIIIHOCTb U COLIUATIbHYIO
3HAYUMOCTb CBOEH
Oynyuieit nmpodeccuu,
IIPOSIBIIATE K HEU
YCTOMYHMBBIN UHTEPEC

BHOCUTH DJICMEHTHl HOBHU3HBI B
y4eOHBI Mpolecc U B IIPOLECC
BBIIIOJIHEHUST pabOTBl B paMKax
OCBOCHUS OyayIel mpodeccun

- CTpEMIICHUE pacmmpuTh
MIPEJICTaBICHHE 0 Oymymei
npoeCCUOHATLHON JIeATEIIbHOCTH
U poeccuoHaNbHOM cpefe

YCTHOTO orpoca,
MPAKTUYECKUX 3a7laHUN,
OLICHMBAHHE TOJTOTOBKH U
MIPEACTABJICHUS] COOOIICHHUIHA,
OILICHMBAHHE MMMCbMEHHBIX
KOHTPOJIbHBIX padoT.
[TpomexyTouHasi aTTecTalus
B (hopme
nudepeHIPOBaHHOTO
3ayera.

OK 2. OpranusoBsiBaTh
COOCTBEHHYIO
NesITeNIbHOCTD, BHIOMPATh
THUTIOBBIC METOJIBI U
CHOCOOBI BBITTOTHEHUS
npodeccHoHaATEHBIX
3a/1a4, OIIEHUBATh UX

—  oOocHoBaHMe  BbIOOpa |
HE00X0IMMOCTH IPUMEHEHUs
ONTUMAJIBHBIX METOJIOB M CITIOCOOOB
pelieHus poheCCHOHATBHBIX
3a1a4

— apryMeHTalus ¥ MOJHOTA OLIEHKU
s pexTuBHOCTH u KauecTBa

Texymuii KOHTpOJIb B dopme
YCTHOTO ompoca,
MPaKTUYECKUX 3a/1aHUi,
OLICHMBAaHHUE TMOJArOTOBKA U
MPEJICTABICHHUS] COOOIICHHUIA,
OLICHUBAaHHUE MMCbMEHHBIX
KOHTPOJIbHBIX paboT.

3G HEKTUBHOCTD U BBINTOJIHEHUST  MTpo(ecCHOHANBHBIX | [IpoMexyTouHas aTTecTaus
KauyeCcTBO 3a1a4 B (hopme
¢ GepeHITPOBAHHOTO
3ayeTa.
OK 3. Ilpunumath —  (akrtuyeckas memoHcTpanus | Tekyuiuii KOHTPOJb B opme
pEILIEHNs B CTAHAAPTHBIX | AaHAJIMTUYECKHUX U OPraHU3aTOPCKUX | YCTHOTO orpoca,
W HECTAHJAPTHBIX CIIOCOOHOCTEH MPAKTUYECKUX 3a7JaHNH,

CUTyaluiaX U HCCTHU 3a HUX
OTBETCTBECHHOCTH

— obocHoBaHWe BblOOpa Haumbosee
ONTUMAJILHOI'O BapuaHTa PCIICHUA
B CTaHIAPTHBIX U HECTaHJIAPTHBIX
CUTyaluusax

— T1paBoBas  TPaMOTHOCTb U
BbIpaXXEHHasi  MpoQeccHOHaNIbHAs
rOTOBHOCTb HECTH

OTBCTCTBCHHOCTL 3a PEC3YyJIbTaTbl
cBOEH paboThI

OLICHUBAHHE TOATOTOBKH U
MIPECTABJICHHUS] COOOIICHMUIA,
OLIEHUBaHHE MUCbMEHHBIX
KOHTPOJIbHBIX padoT.
[TpomesxyTouHas arTecTanus
B (hopme

TG hepeHIIIPOBAHHOTO
3ayera.

OK 4. OcymiecTBasTh

— CBOCBPCMCHHOC HAXOXACHUC U

Texkymuii KOHTpOJIb B opme

IIOMCK WM HCIOJBb30BAaHUE | UCIIOJIB30BAHHE HEOOXOJIMMOH | YCTHOTO orpoca,
nHpopManuu, uHpopmaruu MPAKTUYECKUX 3aJlaHuN,
HEOOXOIUMON /ISt — 000CHOBAaHHOCTH OIPEJICIEHUS U | OLICHUBAHHE TIIOATOTOBKH U
3¢ pexTUBHOTO BBIOOpA ONTHUMAJIBHOTO WCTOYHHUKA | IPEACTABJICHHS COOOIICHHUIA,
BBITIOJTHEHUS JUIsL TIONCKA, CHUCTEMAaTH3alUd M | OLIEHWBAHWE MUChbMEHHBIX
npodeccnoHambHbIX MCIOJIb30BaHus HH(GOpMauu KOHTPOJIbHBIX padoT.
3ajad4, — TOTOBHOCTh K oBiajeHuto | [Ipomexyrounas arrecranus
npodeccnoHanbHOrO U HOBBIMU MH(OPMALMOHHBIMU | B hopme
JUYHOCTHOTO Pa3BUTHUSA TEXHOJIOTUSIMU C 1enbo | 1udGepeHIIpOBaHHOTO

npodeccuoHanIbHOTO U | 3ayeTa.

JUYHOCTHOTO Pa3BUTHUS

— Ka4yecTBO u TOYHOCTb

CUCTEMATHU3aLHI uHpOpMaLnH,
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BBIJICIICHUS BaJXHOU Hu
BTOPOCTETICHHON WH(OpMaIun

OK 5. Ucnonb3zoBarb
HH(pOpPMaIMOHHO-
KOMMYHHKAI[IOHHBIC
TEXHOJIOTUU B
npodeccnoHaTBEHOMI
JeSITeTbHOCTH

— TEXHHWYECKas TPaMOTHOCTb U
Ka4eCTBO IPUMCHECHHSI B
po(heCCHOHATTLHOM JEATEIIbHOCTH
nH(pOpMaIMOHHO-

KOMMYHHUKAIIHOHHBIX TEXHOJOTHIt

Texyumii KOHTPOJIb B (opme
YCTHOTO orpoca,
MPAKTUYECKUX 3a7laHUN,
OLICHMBAHHE TOJTOTOBKH U
MIPEACTABJICHUS] COOOIICHHUIHA,
OILICHMBAHHE MMMCbMEHHBIX
KOHTPOJIbHBIX padoT.
[TpomexyTouHas aTTecTalus
B (hopme
nudepeHITPOBaHHOTO
3ayera.

OKS. CamocTosATeIbHO
OTPEIEIATh 33a/1a41

PO ECCUOHAIBHOTO U
JUYHOCTHOTO Pa3BHUTHS,
3aHUMAThCSA
caM000pa30BaHUEM,
OCO3HAHHO IITAHUPOBATh
[TOBBIILIEHUE
KBaTM(UKAITUN

— TOYHOCTh M OOOCHOBAaHHOCTH
oTIpeIcIICHUs 3a/aq TUTS
npoeCCUOHATBHOTO u
JTUYHOCTHOTO Pa3BUTHS

— (akTHyeckas TOTOBHOCTH K
JTUYHOCTHOMY u
npoeCCUOHATILHOMY  Pa3BUTHIO
(MposIBJICHWE  WHHIMATUBBI K
MIOBBIIIICHUIO YPOBHSI
KBaJIM(pUKALIH IIOCPEJICTBOM
yYacTHsI B HAY4YHO-
HCCIICIOBATEILCKOM pabore,
oOMeHa ONBITOM Ha CTYJACHYECKHX
KOH(EPECHIIHSIX " JPYTUX
MEPOTPHUITHSIX, MOTy4eHUs
JIOTIOTHATEIFHOTO  00pa3oBaHUs,
co3aaHus nMopTdonaro u T.1.)

— caMOaHAU3 ®  KOPPEKIUs
pe3yNbTaTOB COOCTBEHHON pabOThHI
— TOTOBHOCTh K IIAaHHUPOBAHUIO
CBOEH JKM3HH, yueObl, Kapbephbl

Tekyuuii KOHTPOJIb B hopme
YCTHOT'O orpoca,
MPAKTUYECKUX 3a/laHuH,
OIICHUBAHME TOJATOTOBKU H
MPEJICTABICHUS] COOOIICHHUIA,
OIICHUBAHUE NMUCbMEHHBIX
KOHTPOJIbHBIX paboT.
[IpomexxyTouHas arrecrauus
B (hopme

TG GepeHIIPOBAHHOTO
3ayeTa.

OKO9. OpuentupoBaThcs B
YCIIOBUSX TTOCTOSTHHOTO
W3MEHEHUS ITPaBOBOM
0a3bl

- yMEHHE CaMOCTOSTENIHHO
OCYIIECTBIISATh aHaIu3
JEHUCTBYIOIIETO 3aKOHOAATEILCTBA
B obnactu MIEHCHOHHOTIO
oOecrieyeHus u COLIMAJILHOM

Texkymuii KOHTpOJIb B opme
YCTHOTO ompoca,
MPAKTUYECKUX 3aJlaHUN,
OLICHMBAHME TOATOTOBKH U
MIPECTABJICHHUS] COOOIICHMUIA,

3aIIUTHI OLIEHUBaHHE MUCbMEHHBIX
KOHTPOJIbHBIX paboT.
[TpomesxyTouHas arTecTanus
B (hopme
TG hepeHIIIPOBAHHOTO
3ayeTa.
IIK 1.1. OcyuiecTBasTh - aHau3 neiictBytomero | Tekymmii KOHTPOIb B (hopme
npodeccuoHanbHOE 3aKOHOJATENbCTBA B OOJACTH | YCTHOTO orpoca,
TOJIKOBAaHWE HOPMATUBHBIX | IEHCHOHHOTO  00ECNEeYeHUs] M | MPaKTHUYECKUX 3aJaHUH,
MIPaBOBBIX aKTOB IS COLIMAJILHOM 3alllUTHI; OLICHMBAaHHE TOJTOTOBKU U
peanu3anuu mpas rpakaaH | — peleHue MPAKTUYECKHUX | MPEACTABICHUsI COOOIIECHUH,
B c(hepe MeHCHOHHOTO CUTyauuin C HOpPMATHUBHBIM | OI[CHHMBAaHWE MMUChMEHHBIX

IMpaBOBbLIM O6OCHOBaHI/IeM;

KOHTPOJIbHBIX PadoT.

16




oOecIrieueHns 1
COIIMAIbHOMN 3aIUTEI

— IEMOHCTpAIIUS HABBIKOB paOOTHI C
HOPMAaTHUBHBIMHU MPaBOBBIMU
aKTaMHu c HCITIOIb30BaHUEM
HH(pOPMaAITMOHHO-KOMITBIOTEPHBIX
TEXHOJIOTHH.

[IpomMexxyTouHas arrecrauus
B (hopme

¢ GepeHIIMPOBAHHOTO
3ayera.

[IK 1.2. OcyiiecTBasiTh
MIPUEM TPAXKIAH 110
BOITPOCAM IIEHCHOHHOTO
obecnieucHUs 1
COLIMAJILHOM 3aIlUThI

— ACEMOHCTpalusa IpueMa rpaxaaH

1o BOIIPOCAM IIEHCUOHHOT O
o0ecrieueHus u COLIMATIbHOU
3aIUATHI B IIepuoz
IIPOU3BOJCTBEHHON IIPAKTHKH;

—  pa3bsACHEHUE IIpU  IpUeMe
rpaXJaH  IOpsAdKa  IMOJIY4YEHUs

HCAOCTAOMHNX JOKYMCHTOB U CPOKHU
HX IIPEAOCTABIICHUSA,

—  pa3bsiICHEHHWE IIpu  IpueMe
HEO0XOIUMBIX Mep K
BOCCTAHOBJICHUIO HapyILIECHHBIX

MpaB rpakJaH;
— OKa3aHHWE COLMAJIBHOW IOMOIIU
HYXKJAIOIIMMCST B HEHl TpakaaHam,
CeMbE WM TpyMIe JMI IyTeM
MOAJEPKKHU, KOHCYJIHTHPOBAHHS B
00JacTl COLMAJILHO-NIPABOBOTO U
MIEHCUOHHOTO obecrniedeHus,
peadbMIUTAIMK UITH UCTIOJIb30BAHMS
JIPYTUX BUJOB aIpECHON MOMOIIH U
COLIMAJIBHBIX YCIIVT.

Tekyuuii KOHTPOJIb B hopme

YCTHOTO ompoca,
NPaKTHYECKUX 3aaHui,
OLCHUBAHHUC IIOAT'OTOBKHU U

MPEJICTAaBICHUS] COOOIICHHUIA,
OLICHUBAHHE MUCHbMEHHBIX
KOHTPOJIbHBIX paboT.
[IpomMexxyTouHas arrecrauus
B (hopme

TG GepeHITPOBAHHOTO
3ayeTa.

IIK 1.3. PaccmarpuBars
MaKeT JIOKYMEHTOB JIsI
Ha3HAYEHUS TIEHCUH,
mocoOuii, KOMIICH AL,
JPYTHUX BBIMJIAT, 8 TAKKE
Mep COLUAIBHOMN
MOAJEPKKH OTIETHHBIM
KaTerOpHsIM TpaxiaH,
HYKJIAIOLTUMCS B
COIMAJIbHOW 3alIUTe

- OIIpezie/IEHNE raKkera
JIOKYMEHTOB, HEOOXOJIUMBIX IS
YCTAHOBJIEHHUS] TEHCHH, IOCOOMIA,
KOMIIEHCAaIHii, €KEeMEeCIUHBIX
JIEHEX)KHBIX BBIIIJIAT, MATEPUHCKOTO
(ceMeliHOTO) KamuTajga W JpPYyTux
MEp COLMAIBHOM MOANEPKKHY;

—  BBIIGJIEHHE  HEJOCTAIOIIMUX
JIOKYMEHTOB U OIIPEJIEIIEHUE CPOKOB
ux MIPEIOCTABIICHUS c
HCII0JIb30BaHNEM

MH(OPMALIMOHHBIX
IIPABOBBIX CUCTEM;
— olpejeNeHUe MpaB, pa3Mmepa U
CPOKOB  HAa3HA4€HMsI  TPYIOBBIX
TICHCHI, TIeHCHUM no
rOCyJapCTBEHHOMY I€HCHOHHOMY

CIPaBOYHO-

00ecCIeYeHHIo, mocoouii,
KOMIIEHCAIH, €KEeMEeCSIHBIX
JICHES)KHBIX BBIILIAT U MATCPUHCKOTO
(cemeitHOrO) KanuTaia c
HCIIOJIb30BaHUEM

UH(OPMAITMOHHBIX CIPaBOYHO-

IMPAaBOBBIX CUCTEM;

Texyuuii KOHTPoJIb B opme
YCTHOTO orpoca,
IIPAKTUYECKUX 3a/laHuM,
OLICHUBAHHWE IIOJATOTOBKH H
NpeJCTaBIeHUs COOOIIECHUH,
OLICHUBAaHHE NMHCbMEHHBIX
KOHTPOJIbHBIX PaloT.
[TIpomexxyTouHas arrecranus
B (hopme

T depeHIpPOBaHHOTO
3auera.
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— npreM JIOKYMEHTOB,
HEOOXOJUMBIX [UIsl yCTaHOBJICHUS
MEHCHUH, MOCOOU, KOMIICHCALIMIA,
€)KEMECAYHBIX JIEHEKHBIX BBIILIAT,
MaTEepPUHCKOTO (cemenHOr0)
Kalnurajga U JPYruX COLHUAIbHBIX
BBITLIAT, HEO0OXOTUMBIX JUTSt
YCTaHOBJICHUSI TICHCUH, TIOCOOMH M
JPYTHX COIMATBHBIX BBIILJIAT

[IK 1.4. Ocy1iiecTBasiTh
YCTaHOBJICHHE
(Ha3HaueHue, mepepacyer,
MepeBO/), MHIACKCALNIO U
KOPPEKTUPOBKY IIEHCHUH,
Ha3HAYCHHE IIOCOOUHH,
KOMITEHCAIUI U IPYyTruX
COIIMAJIBHBIX BBHIILIAT,
UCIIOJNB3YS
MH(POPMAIIMOHHO-
KOMIThIOTEPHBIC
TEXHOJIOTHH

— HCMOJb30BAaHUE KOMITbIOTEPHBIX
nporpaMM — TIpd  Ha3HA4YeHUH,
nepepacuere, NepeBoje MEHCHH U
ocoOuii, KOMIEHCallMii U JApyrux
COLIMANIBHBIX  BBIILJIAT, Yy4YeTe W
paccMOTpeHHH NIEHCUOHHBIX
oOpateHuit rpax/aH,
PO eCCUOHAIIBHO paszbsICHSsSA
HOPMBI 3aKOHOJATEJIbCTBA,
UCTIONB3Ysl TEPMUHBI JOCTYITHBIC HE
TOJIbKO TpodeccuoHanam, HO H
OOBIYHBIM TpaK/IaHaAM;

— HCTOJb30BAaHUE KOMIIBIOTEPHBIX
nporpaMM TP HHIEKCAlMH U
KOPPEKTUPOBKE NIEHCHIA;

— 3anpoc  uHbOpMAaMH O
CoJIep>KaHuU WHIUBUIYaTbHBIX
JIMIEBBIX CYETOB 3aCTPaXOBAHHBIX
JUI] W aHajiu3  TOJYYEHHBIX
CBEIEHMM 0 craxke paboThl,
3apabOTHOM TUIaTe M CTPAXOBBIX
B3HOCAX;

— COCTaBIISITh MMPOEKTHI peleHu 00

OTKa3¢ B Ha3HAUCHUM IICHCHH,
OCOOuid, KOMIICHCAIIHH,
MaTE€pPUHCKOTO (cemeliHOr0)

KanuTaa, e;KeMeCIIHON NeHeKHOM
BBIILIATHI, B IIPEAOCTABIEHUH YCIIYT
W JPYIrMxX COIMAJIbHBIX BBIILIAT,
HCIIOJIb3YS nH(pOpPMaIMOHHbBIE
CIIPABOYHO-ITPABOBBIE CUCTEMBI.

Tekyuuii KOHTPOJIb B hopme
YCTHOT'O orpoca,
MPAKTHYECKUX 3aJjaHui,
OIICHUBAHHME TOJATOTOBKU H
MPEJICTAaBICHUS] COOOIICHHUIA,
OIICHUBAHUE NMUCbMEHHBIX
KOHTPOJIbHBIX paboT.
[IpomexxyTouHas arrecrauus
B (hopme
TudGepeHITPOBAHHOTO
3ayeTa.

IIK 1.6. KoncynsTupoBath
TpaKJaH U
MpeACTaBUTENEN
FOPUJIUYECKUX JIHI] 1O
BOIIPOCAM MIEHCHOHHOTO
obecrnieueHus u
COIMAILHON 3aIIUTEI

—  W3J0KEHHE TIpaBWJI  yueTa,
XpaHeHUs MUCbMEHHBIX 00paIeHHA
TPpaK/IaH;

— COCTaBJIEHUE IPOEKTOB OTBETOB

Ha  IHCbMEHHBIE oOpareHus
rpakJaH c HCIIOJIb30BAaHUEM
MH(OPMALMOHHBIX CIPaBOYHO-

MPABOBBIX CHCTEM, BEJCHHE yueTa
oOpareHui;

—  KOHCYJbTalMs TpaXxJaH U
MPEICTaBUTENEH IOPUTUYECKUX JIUI]
1o BOIIPOCaM IIEHCUOHHOT'O

Texymuil KOHTpOJIb B opme
YCTHOTO orpoca,
MPAKTUYECKUX 3aJlaHuN,
OLICHUBAHHE TOATOTOBKH U
MIPEACTABJICHUS] COOOIICHHUI,
OLIEHUBaHHE MUCbMEHHBIX
KOHTPOJIbHBIX padoT.
[TpomesxyTouHas arTecTanus
B (hopme

TG hepeHIIIPOBAHHOTO
3ayera.
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o0ecrieyeHUss ¥ COIMAJIBHOMN
3aIUTBI c HCIIOJIb30BAHNEM
UH(POPMALIMOHHBIX CIIPaBOYHO-
IIPABOBBIX CUCTEM;

—  OKasaHHe KOHCYJIbTaTUBHOH
IIOMOULIY TpakJaHaMm I10 BOIPOCAM
MEAMKO-COLIMAIBHOM 3KCIIEPTU3HI;
- o0bsICHEHUE CYILIHOCTHU
MNCUXUYCCKUX NPOHCCCOB HU HUX
W3MEHEHUN Yy WHBAJIHWJIOB M JIMII
ITO>KWJIOT0 BO3PACTA.
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5 JINCT U3MEHEHMIM 1 JIOIIOJTHEHMI, BHECEHHBIX B PABOUVYIO
YYEBHVIO ITPOIT'PAMMY TMCHUITJIMHBI

Ne JlaTa Ne J10 BHECEHUS U3MEHEHUS [Tocne BHeceHuUs
BHECCHUSI | CTPAHUILIbI W3MEHEHMUS
W3MEHCHHU I
1 15.12.2022 5 [InanupyeMbiMu
JIMYHOCTHBIMHA
pe3yibTaTaMu, B xXoae
peanu3aiu paboueit

y4eOHOM MPOrpaMMBl:

JIP 4 IlposBisromuii
U JEMOHCTPUPYIOIIHIA
YBOKEHHE K JIIOJSIM TPYAa,
OCO3HAIOIINH [IEHHOCTh
COOCTBEHHOTO TpyZa.
Crpemsmuiics K
(OpMHUPOBAHHUIO B CETEBOU
cpene JUYHOCTHO u
po(heCcCUOHATTLHOTO
KOHCTPYKTUBHOTO
«(POBOTO CIIeIaN;

JIP 11 IlposiBasironuii
YBOKCHHE K JCTCTHUYCCKHM

LIEHHOCTSIM, 00JaJaroIni
OCHOBaMH 3CTETHYCCKOMN
KYJIbTYpHI;

JIP 16
[IpuanMaronmi,
COXPAHSIOIIHI u
IIPUYMHOKAOILHUN
KYJIbTYpHOE Hacjeaue,
IyXOBHO  0OOrarcteo U
IIEHHOCTH HapOJ0B

3a0aiikaabCKOT0 Kpasl.
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OEJIEPAJIBHOE ATEHTCTBO JKEJIE3BHOAOPOXXHOI'O TPAHCIIOPTA
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1 TTacriopT poHAA OLIEHOUHBIX CPEJICTB

1.1 O6nacTb npuMEHEHHUS

®oH oueHOoUHbIX cpenctB (nanee — @OC) npeaHazHayeH ISl KOHTPOJIS U OLEHKH
00pa30BaTeNbHBIX JTOCTIKEHUN 00ydaroumxcs oyHOW (OpMbI 00y4YEeHHsI, OCBAMBAIOIINX
pabouyro yueOHyro mporpammy aucturuiiabl OI1.13. JlokyMeHTanmmoHHOE OOecTrieueHHe
YIpaBJICHHUS.

®OC pazpabotan sl TOATOTOBKM  CHCIHAIMCTOB CPEIHETO0 3BEHA  TIO0
cnequainbHocTH 40.02.01 IIpaBo M opraHu3anusi COLMAIBHOIO OOECIEYEHUsI, HA OCHOBE
paboueit yueOHoM nporpammbl guctuiuinabl OI1.13. JlokymMeHTallMoHHOE OoOecrieueHue
yIPaBJICHHUS.

OOC BKIIOYAET KOHTPOJIbHBIE MaTepuaibl JJi MPOBEACHUS TEKYILEro, pyOeKHOTO
KOHTPOJISI ¥ IPOMEXKYTOYHOM aTTeCTallUU.

B pesynbrare ocBoeHuss pabouedt yueOHOU mnporpammbl aucuuruinabl  OI1.13.
JIOKYMEHTAIlMOHHOE OOeCIieueHue yMpaBiIeHUs OOydaroluics JOJDKEH o001a1aTh
MIPEAYyCMOTPEHHBIMU YMEHUSMHU U 3HAHUSIMU.

Tabnuua 1

PesynbraTel 00yueHus (YCBOCHHBIE YMEHUSI, YCBOCHHBIC
3HAHMS)

®dopMa 1 METObI KOHTPOJIS U
OIICHKH pe3ysibTaTta 00ydeHus

YMEHHUS:
Y.l —odopMIATh OpraHU3aIMOHHO-PACTIOPSIUTEIbHbIC
JIOKYMEHTHI B cCOOTBeTCTBUH ¢ JeicTByromuM ['OCTom

— O1poc;
— TECTUPOBAHHUE;

— KOHTpOJIbHas paloTa;

— CaMOCTOSTEIbHBIE PaOOTHI;
— IpakThyeckas paboTa

V.2 — ocymecTBIsATh 00pabOTKY BXOAALIMX BHYTPEHHHUX U
UCXOJAIINX JTOKYMEHTOB, KOHTPOJIb 3a UX HUCIIOJHEHUEM

— OTIpoc;
— TECTUPOBAHHE;

— KOHTpOJIbHas paloTa;

— CaMOCTOSITEIbHbBIE pabOTBhI;
— IpaKkThyeckas paboTa

V.3 —odopmMiaTh TOKYMEHTHI I TEpelayd B apXHB
OpraHM3alMH.

— OIIpOC;
— TECTUPOBAHMUE;

— KOHTpOJIbHAs paboTa;

— CaMOCTOSITENIbHBIE Pa0OTHI;
— NpakTuyeckas paboTa

3HAHUS:
3.1 —nmoHATHE JOKYMEHTa, €ro CBOWCTBA, CIIOCOOBI | — OMpPOC;
JIOKyMEHTUPOBaHUS — TECTUPOBAHHUE;

— KOHTpOJIbHas paboTa;
3.2 — IpaBuia COCTaBIICHUS i odopmIleHus | — ONpoC;

OpraHnu3alluOHHO-PACIIOPAAUTCIBHBIX TOKYMCHTOB (glanee
-OPLl)

— KOHTpOJIbHas padoTa;
— CaMOCTOSITEIbHBIE PabOTHI;
— IpaKkTHueckas paboTa

33 — CHUCTEMY u TUIIOBYIO TEXHOJIOTHIO
JOKYMEHTAIMOHHOTO OOecTieueHrsl yIpaBieHus (manee
A0Y)

— OIIpoC;

— TECTUPOBAHHE;

— KOHTpOJIbHAs paboTa
— IpaKkTHyeckas paboTa

3.4 — 0COOEHHOCTH NETOTPOU3BOJCTBA MO OOpaIIECHUSIM
rpaxa1aH U KOHQUICHIIMATHLHOTO JIETOMPOU3BOICTBA

— OTIpOC;
— TECTUPOBAHHUE;

— KOHTpOJIbHas padoTa;

— CaMOCTOSITEIbHbIE paboThI;




— IIpaKkTUYecKas pabora

B npornecce uzydenus paboueit yueOHOM MporpaMMBbl AUCHUTUIMHBI OCYIIECTBISIETCS

dbopmupoanue npodeccuonanpubix (I1K) u 06mux (OK) komneTeHuumii:

Tabmauna 2

Pe3ynbTaThl (OCBOCHHBIC
00IIFe KOMITETEHITIH )

OCHOBHBIE IIOKA3aTeIH OLIEHKU
pe3yabTara

(DOpMBI M METOABI KOHTPOJIA U
OLCHKH

OK 1. IloHumaTh CyniHoOCTh
Y COIIMAIbHYIO 3HAYUMOCTh
cBoei Oynymei nmpodeccuu,
IIPOSIBIIATH K HEH
YCTOMYHMBBIA UHTEPEC

— CTIpeMJIecHHE ¥ TOTOBHOCTb
BHOCUTH JJICMCHTHI HOBH3HBI B
y4eOHBII TIpoIlecC W B MPOIECC
BBITIOJTHEHUST pa0OThl B paMKax
OCBOCHMS Oyy1ien mpodeccuu

— CTpEMJICHHE PACIIUPHUTH
npeJCcTaBIeHHE 0 Oyaymien
poeCCHOHAIBHON JESATEIHHOCTH
U npoecCHOHANBHOM cpefie

Texkymmuii  KOHTpob B ¢opme
YCTHOTO OIpOCa, MPAKTUYECKHUX
3aJJaHHl, OIICHUBAHKE ITOATOTOBKHU
U TIPEICTABIICHUS COOOIIEHUH,
OILICHUBAHKE MUCHbMEHHBIX
KOHTPOJIbHBIX padoT.
[TpomexyTouHas aTTecTanus B
dbopme nudpepeHInPOBAHHOTO
3ayera.

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO JICATEILHOCTbD,
BBIOMPATh THIIOBBIC METOIbI
U CII0COOBI BHIIOJTHEHUS
npodeCCHOHATBHBIX 3a/1ad,
OLICHUBATh UX

— oOocHoBaHME  BbIOOpa H
HEOOXOAMMOCTH PUMEHEHHS
OIITUMAJIbHBIX METOO0B n
Croco0oB penieHus

pohecCuoHANBHBIX 3aj1au
— apryMeHTalys U IMOoJIHOTa

Texymmii KOHTposb B (opme
YCTHOTO ONpOCa, IMPAaKTUYECKUX
3a1aHUi, OLICHMBAHUE MOJIOTOBKU
U [PEICTaBICHHUS  COOOIICHUIA,
OLICHMBAHUE MTUCbMEHHBIX
KOHTPOJIbHBIX paloT.

3G GEKTUBHOCTh M KAYECTBO | OICHKH 3((HEKTUBHOCTH U [IpomexyTouHass aTTecTalus B
Ka4eCTBa BBIIOJTHECHUS dopme  mudQepeHIUPOBAHHOTO
npodecCHOHANBHBIX 3a1a4 3ayera.

OK 3. Ilpunumars pemieHust | — (axktuueckass JaeMoHcTpauus | Tekymuit KoHTponb B (opme

B CTaHJAPTHBIX U AHATTUTHYECKUX M | YCTHOTO ONpOCa, TPaKTHUYECKUX

HECTAHAAPTHBIX CUTyalludX U
HECTH 3a HUX
OTBECTCTBCHHOCTD

OpPraHU3aTOPCKUX CIIOCOOHOCTEN

— obocHOBaHUE BbIOOpa Haubosee
ONTUMAJFHOTO BapUaHTa PElICHUs
B CTaHAAPTHBIX W HECTAHIAPTHBIX
CUTYaIUIX

— IIpaBOBas TPaMOTHOCTh U
BBIpaXE€HHAsI MPOQecCHOHANTbHAS
TOTOBHOCTH HECTHU
OTBETCTBEHHOCTb 32 Pe3yIbTaThl
cBOeH paboThI

3aJJaHU, OLIEHUBAHHE IOATOTOBKH
U TIPEACTABJICHHUS  COOOIICHUH,
OIICHUBAHHE MUChMEHHBIX
KOHTPOJIbHBIX padoT.
[TpoMexyTouHas aTTecTalus B
dbopme nuddepeHITupPOBaHHOTO
3ayera.

OK 4. OcyuiecTBasTh HOUCK
U HCIOJh30BaHNE
uHpopManuu, HEOOXOAUMOI
1 3¢ hexTUBHOTO
BBITIOJTHEHHUSI
npo¢eCCHOHATBHBIX 33]1a4,
pohecCHOHATBEHOTO U
JUIHOCTHOTO Pa3BUTHS

— CBOEBPEMEHHOE HaXOXXICHUE U
HCIIOJI30BaHUE HE00X0 MO
uHpopManun

— 000CHOBaHHOCTb ONPEEIICHUS U
BbIOOpa ONTHMAIBHOTO UCTOYHUKA
JUI TIOWCKA, CHCTEMAaTHU3alluu |
UCMOJIb30BaHUS HH(OpMAITIH

— TOTOBHOCTH K  OBJAJCHHIO
HOBBIMH MH(OPMALMOHHBIMU
TEXHOJIOTUSIMH C TEITBIO
npodeccHnoHaITbEHOTO "
JMYHOCTHOTO PAa3BUTHUS

— Ka4ecTBO U TOYHOCTh
CUCTeMaTH3aluu HHpopManuu,

Texyummii KoHTpoilb B ¢opme
YCTHOT'O OIpOCa, MPAKTHUECKUX
3aJJaHUH, OLIEHUBAHUE MOATOTOBKH
U TIPEACTABJICHHUS  COOOIICHUH,
OLICHMBAaHME NMMCbMEHHBIX
KOHTPOJIbHBIX padoT.
ITpoMexyTouHas aTTecTanys B
dbopme nuddepeHITupPOBaHHOTO
3ayeTa.
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BBIJICJIEHUS BaKHOU U
BTOPOCTENEHHOM nH(pOopManuu

OK 5. HUcnons3oBath
MH(POPMAIIMOHHO-
KOMMYHUKAaI[HOHHBIE
TEXHOJIOTUU B
npodeccHoHaIbHON
JeSATeIbHOCTH

— TeXHUYECKasi TPaMOTHOCTh H
Ka4eCcTBO NMPUMEHEHHUS B
npodeccHoHaIbHON AEATETBHOCTH
UH(POPMAIMOHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOT U

Texkymmuii  KOHTpob B ¢opme
YCTHOTO OIpOCa, TMPAaKTUYECKUX
3aJJaHHl, OIICHUBAHKE ITOJATOTOBKHU
U TIPEICTABIICHUS COOOIIEHUH,
OILICHUBAHKE MUCHbMEHHBIX
KOHTPOJIbHBIX padoT.
[IpomexxyTouHasi arrectanus B
dbopme  muddepeHIIPOBAHHOTO
3ayera.

OK&8. CamocrosiTensHO
OTIPENIeNIATh 3a7a9u
pohecCHOHATTLHOTO U
JMYHOCTHOTO PAa3BUTHSA,
3aHUMAaTbCA
caMo00pa3oBaHUEM,
OCO3HAHHO IJIAHUPOBATH
MOBBIIICHUE KBATU(DUKAIIH

— TOYHOCTH M OOOCHOBAaHHOCTH
OIpeIeIICHUS 3a1a4 TSt
pohecCHOHATLHOTO "
JMYHOCTHOTO PAa3BUTHUS

— (QakTudyeckas TOTOBHOCTh K
JMYHOCTHOMY u
npoecCHOHAILHOMY — Pa3BUTHIO
(MposiBICHHE  WMHUIMATUBBI K
MOBBIIIICHUIO YPOBHSI
KB (PUKAIIA MOCPEICTBOM
yYacTHsI B Hay4YHO-
UCCIIEIOBATEIbCKON pabore,
oOMeHa OTBITOM Ha CTYJICHUECKUX
KOH(EepEHIHIX " JIPYTUX
MEPOTIPHUATHSIX, HOJTyYCHUS
JIOTIOJTHUTEIILHOTO  00pa3oBaHus,
co3aHus MOPTHOIHO | T.1.)

— caMOaHaJIM3 H  KOPPEKIHs
pe3yIbTaTOB COOCTBEHHOU PabOTHI
— FOTOBHOCTH K IJTAHUPOBAHUIO
CBOEH JKU3HH, YIEObI, KAPbEPhI

Texymmii KOHTpolb B ¢opme
YCTHOTO OINpOca, MPAKTHUYECKUX
3aJaHlM, OICHUBAHHE IMOATOTOBKH
U TPEICTaBICHUS COOOIIEHUH,
OIICHUBAHHE NMMChMEHHBIX
KOHTPOJIbHBIX paboT.
[TpoMexyTodHast aTTeCTalus B
dbopme nuddepeHITMPOBAaHHOTO
3ayera.

OKO9. OpuentupoBatscs B
YCIIOBHSIX TIOCTOSTHHOTO
M3MEHEeHMs IPaBOBON 6a3bl

— YMEHHE CaMOCTOSITEIIbHO
OCYIIECTBIIATH aHAIH3
JICHCTBYIOIIETO 3aKOHOIaTEIIbCTBA
B 00/1aCTH MEHCHOHHOTO
obecnedyeHns U COLMaIbHON
3alIUThI

Texyummii KoHTpoilb B ¢opme
YCTHOI'O OIpOCa, MPAKTHUECKUX
3aJJaHu}, OLIEHUBAHUE MOATOTOBKH
U TIPEACTABJICHHUS  COOOIICHUH,
OLICHMBAHKE NMMCbMEHHBIX
KOHTPOJIbHBIX padoT.
IIpoMexyTouHass aTTecTanus B
dbopme nudepeHIITPOBaHHOTO
3ayeTa.

IIK 1.1. OcyuiecTBasTh
npodeccuoHanbHOe
TOJIKOBAaHHE HOPMATHUBHBIX
MPABOBBIX aKTOB JIJIS
pealn3alyy MpaB rpakaaH B
cdepe MeHCHOHHOTO
oOecrieueHnst U COMAIbHON
3aIHUTHI

- aHaJIN3 JIEUCTBYIOLLIETO
3aKOHOJATeJIbCTBA B 00JIaCTH
MIEHCUOHHOTO  OOCCIICUCHHS U
COIIMAILHOM 3aIlIUTHI;

- perieHne MPAKTUYECKUX
cUTyauuin v HOPMAaTHUBHBIM
MIPaBOBBIM 00OCHOBAHUEM;

— JIEMOHCTpAIIUsl HABBIKOB PAOOTHI
C HOPMATUBHBIMH TPABOBBIMH
aKTaMH ¢ HCIIOJIb30BaHHUEM
HH()OPMAITMOHHO-KOMITBIOTEPHBIX
TEXHOJIOTHH.

Texyumii KoHTpolb B ¢opme
YCTHOTO OIpOCa, TMPAKTHUYECKUX
3aJJaHUH, OLIEHUBAHUE MOATOTOBKH
U TpeJCTaBleHHUs  COOOIICHUH,
OIICHMBAaHHE MMCbMEHHBIX
KOHTPOJIbHBIX PadoT.
[IpoMexyTouHas aTTecTalus B
dbopme nuddepeHInpoBaHHOTO
3ayeTa.




[IK 1.2. OcyuiecTBasiTh
MIPUEM TPAXKIAH 110
BOITPOCAM IMIEHCHOHHOTO
obecrieueHus ¥ CONMaILHON
3aIUTHI

— JEMOHCTpaLus MpHeMa rpaxkiaaH
o BOIIPOCaM TIEHCHOHHOTO
obecrieueHus u COLMaIbHON
3aIUTHI B [epruos
IIPOU3BOJICTBEHHON MIPAKTHUKHY;

— pa3bsACHEHHE [pU  I[PUEME
rpaxaaH TOpsAIKa  IOJyuYeHUs
HEJOCTAIONINX  JOKYMEHTOB U
CPOKHM UX MPEOCTaBICHHUS,

— pa3bsACHEHHE [pU  I[PUEME
HEOOXOTUMBIX Mep K
BOCCTaHOBJIEHUIO HapYLIEHHBIX
MpaB rpakJIaH;

— OKa3aHHUE COLMAJIbHOM ITOMOLIU
HYKJAIOIIUMCS B HEW IpaxkJ1aHam,
CCMbC HUJIU I'pYIIIC JIUI] ITYTEM
MOAJEPKKH, KOHCYJIbTUPOBAHUS B
00JacTy COIMaIbHO-TIPAaBOBOTO U
MEHCUOHHOTO 00ecreueHus,
peadbmMTay Uin
UCIOJIb30BaHUs APYTUX BUIOB
aJIpeCHOM MOMOIIY U COUUATIBHBIX

YCIIYT.

Texkymmuii  KOHTpoinb B ¢opme
YCTHOTO OMpOCa, MPAKTHUYECKUX
3aJJaHHl, OIICHUBAHHE IMTOATOTOBKHU
U TPEICTABICHUS COOOIIEHUH,
OILICHUBAHKE MUCHMEHHBIX
KOHTPOJIbHBIX padoT.
[TpomexyTouHas aTTecTanus B
dbopme nuddepeHInPOBAHHOTO
3ayera.

IIK 1.3. PaccmaTpuBath
MaKeT TOKYMEHTOB JJIsl
Ha3HAYCHUS ICHCHUH,
mocoOuii, KOMIIEHCALHH,
JIPYTUX BBIILJIAT, @ TAKXKE MEP
COIMAJIbHOM MOJIJICPHKKHU
OTJIETTbHBIM KaTeTOPUSIM
IpaKJaH, HYKJIalOIHUMCS B
COILIMAITLHOM 3allUTe

— olpezesieHue nakera
JOKYMEHTOB, HEOOXOJUMBIX IS
YCTAHOBJICHUSI TIEHCUM, MMOCOOHH,
KOMIIEHCAIH, €XKEeMeCIYHBIX
JICHE)KHBIX BBIIUIAT, MATEPUHCKOTO
(ceMeliHOTO) KamuTana M JPYyrux
Mep COLMAIIBHON MOAJIEPHKKH;

—  BBIIEJICHHE  HEJOCTAIOIINX
JOKYMEHTOB M ONpEJCIICHUE
CPOKOB WX TMIPEIOCTaBICHUS C
HCIIOJIb30BaHUEM
UH(OPMALIMOHHBIX
MIPABOBBIX CHUCTEM;
— ompejeNeHue TpaB, pa3Mepa H

CIIPABOYHO-

CPOKOB  HA3HAYCHUS TPYJIOBBIX
MICHCHUH, MIEHCUH o
TOCY/apCTBEHHOMY TIEHCHOHHOMY
00eCIeUeHHIO, MOCOOuI,
KOMITICHCAIIHH, €KEMECTIHBIX
JICHE)KHBIX BBITLIIAT u
MaTEepPUHCKOTO (cemeitHOTO)
KalmuTalla ¢  HCIOJIb30BaHHEM
WH(OPMAITMOHHBIX CIIPaBOYHO-

MIPABOBBIX CHUCTEM;

— TIpUeM JOKYMEHTOB,
HEOOXOUMBIX JIJISl YCTAaHOBIICHUS
TIeHCHUH, TOCOOMiT, KOMITCHCAITHH,
€KEeMECSIYHBIX JIEHE)KHBIX BBITLIAT,
MaTEPUHCKOT0 (CEMEWHOTO)
Kanuraia U JPYyTUX COIUATbHBIX
BBITIAT, HEOOXOIUMBIX TSI

Tekymmii KOHTposb B (opme
YCTHOTO OINpOCa, IMPAKTUYECKUX
3aIaHUi, OLICHMBAHUE MOJIOTOBKU
U [PEACTaBICHUS  COOOIICHUIA,
OLICHMBAHUE MTUCbMEHHBIX
KOHTPOJIbHBIX paloT.
[TpoMexyToUuHas aTTeCTaNUs B
bopme nudhepeHIMPOBAHHOTO
3avera.
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YCTAaHOBJICHUS TICHCUH, TOCOOUH 1
APYrux COOUAJIbHBIX BBITIJIAT

[IK 1.4. OcyiiecTBasiTh
yCTaHOBJICHUE (Ha3HAYECHHUE,
nepepacuer, IepeBo),
WHJICKCAIINIO U
KOPPEKTUPOBKY TIEHCHUH,
Ha3HAYCHHE MOCOOHIH,
KOMITCHCAITUH U IPYyTHUX
COIIMAJIBHBIX BBIILIAT,
HCIIONB3Ys HH(OPMAITMOHHO-
KOMITBIOTEPHBIC TEXHOJIOTUU

— HCIIOJB30BAHUE KOMITBIOTEPHBIX
nporpaMM  NpH  Ha3HAYCHHH,
nepepacuere, MmepeBoae NEHCUH U
0coOMM, KOMIEHCAIMA U JPYrUX
COIIMANIBHBIX BBIIUIAT, Yy4Ye€Te U
paccMOTpEeHHUH ITEHCHOHHBIX
oOpareHui TpaKJIaH,
poecCHOHAITEHO pa3bscHssS
HOPMBI 3aKOHOJIaTeIbCTBA,
UCTIONIB3YSl TEPMHHBI JOCTYITHBIC
HE TOJIbKO mpodeccuoHaiam, HO U
OOBIYHBIM TpaK/IaHaAM;

— HCIIOJb30BAHUE KOMITBIOTEPHBIX
nporpaMM TIpH  HWHACKCAIIMH U
KOPPEKTUPOBKE MEHCHIA;

— 3ampoc  WHpOpMAIIUH O
COJIepXKaHUHU WHUBUIYAIbHBIX
JUIEBBIX CUETOB 3aCTPAaXOBAHHBIX
JUI] U aHAIKW3  [OJyYEHHBIX
CBEIEHUI O CcTaxe paboTHI,
3apa0OTHOM TUTAT€ W CTPAXOBBIX
B3HOCAX;

— COCTaBJISITh TIPOSKTHI PEIICHHUM
00 OTKa3e B HA3HAUCHMM IICHCHUH,
mocoOuii, KOMIIEHCALIHI,
MaTEPUHCKOI0 (CEMEWHOTO)
KaIuTaja, exXeMeCsIIHON
JICHEKHOM BBITIIATHI, B
MPEIOCTaBICHUU YCIYT U IPYTHX
COIMATILHBIX BBITLIAT, UCIIOJIB3YS
nH(OPMaLIMOHHBIE CIIPABOYHO-
ITPABOBHBIE CHCTEMBI.

Texkymmuii  KOHTpob B ¢opme
YCTHOTO OIpOCa, TMPAaKTUYECKUX
3aJJaHHl, OIICHUBAHKE ITOJATOTOBKHU
U TIPEICTABIICHUS COOOIIEHUH,
OILICHUBAHKE MUCHbMEHHBIX
KOHTPOJIbHBIX padoT.
[TpomexyTouHas aTTecTanus B
dbopme nudpepeHInPOBAHHOTO
3ayera.

IIK 1.6. KoncynsTHpoBaTh
IPaKJaH U IIPEICTaBUTENIEH
IOPUINYECKUX JIUI] 110
BOIIPOCaM MEHCUOHHOTO
o0ecreyeHns: ¥ COLMaTbHON
3aIIUTHI

— W3JIOKGHUE TpaBWI  ydYera,
XpaHCHHUSI [MACbMEHHBIX
oOpalleHui rpaxaaH;

— COCTaBJICHHE MPOCKTOB OTBETOB

Ha  TMHCBMEHHBIC  OOpaleHHs
rpaXxaaH ¢  HUCIOJb30BaHUEM
UH(POPMAIMOHHBIX CIIPaBOYHO-
HpaBOBBIX CHUCTEM, BCACHUC yqua
oOpalieHui;

— KOHCYJ'II)T&HI/ISI rpan(naH nu
NPEJCTaBUTENICH  HOPUIUYCCKUX

JMII TI0 BOIPOCaM TIEHCHOHHOTO
obecreyeHnst YW COLMAILHOH
3aIUTEI c UCIIOJIB30BaHUEM
UH(POPMAIIMOHHBIX CIIPaBOYHO-
MPaBOBBIX CHCTEM;

— OKa3aHWE KOHCYJIbTAaTHBHOM
MIOMOIIIM TPaXKJIaHaM 10 BOIPOCaM
MEINKO-COIMATbHON 3KCIIEPTU3HI;
-00BSICHEHHE CYIITHOCTH

Texyummii KoHTpoilb B ¢opme
YCTHOI'O OIpOCa, MPAKTHUECKUX
3aJJaHu}, OLIEHUBAaHUE MOATOTOBKH
U TIPEACTABJICHHUS  COOOIICHUH,
OLICHMBAHME NMMCbMEHHBIX
KOHTPOJIbHBIX padoT.
IIpoMexyTouHas aTTecTanys B
dbopme nuddepeHITUuPOBaHHOTO
3ayeTa.

8




MICUXUYECKHX MPOIIECCOB U UX
W3MEHEHUIN Y UHBAJIUJIOB U JIULI
TOKUJIOTO BO3pACTa.

dopmoint
TV CLUUTUIAHBI

MIPOMEKYTOUYHOU

aTTecTalnuu

I10

paboueil  ydeOHOU

nporpamme

OIl1.13. JJloxyMeHTanmoHHOE oOeclieueHue yrpaBiIeHUs
aBisieTcst AU hepeHIIIPOBAHHBIN 3a4eT.

1.2 CucteMa KOHTPOJIS U OLICHKH

CucremMa KOHTPOJSI M OLEGHKH OCBOCHHSI IPOTPAMMBI y4eOHOW JIHMCIMILIHHBI
npejcTaBieHa B Tabnuie 3.

®opmsbl

KOHTPOJIS

paboueit

yaeOHOU

JIOKYMEHTallMOHHOE 00eCIIeUeHUE YIIPABJICHUS

IPOTrpaMMBbI

TACIUTUIAHBI

Tabmaua 3
OIl.13.

@DopMBI U METOBI KOHTPOJIS
DIeMeHT y4eOHO Texyumii u pyOeXHbII KOHTPOIb [IpomexxyTouHas arrecranus
JIUCIUTLITUHBI DobMA KOHTDOILL IIpoBepsiemble ®dopma [IpoBepsiembie
p p OK, TIK, V, 3 koutpons | OK,TIK,V, 3
Baeaenue.
o e | O ok ocs, | e | 01 02
Oy H TectupoBanue OK 3,0K4,0K 5 ’ ’
ro o0ecreuYeHus 3a4eT OK 5
Poccun
Paszpgen 1. JlokymMeHTHpOBaHUE
Tema 1.1. Ilousitue Ormpoc OK1,0K 2, OK 3,
0 IOKYMEHTax, Kontponbnas padora | OK 4, OK 5, OK 8,
crocofax 0 pazaeny OK 9,
JOKYMEHTUPOBAHUSA CamocrosATenbHas IIK 1.1
OK 1,
A O HOCUTEIISIX paborta V.1,V.2, V.3,
OK 2,
uHdopManuu 3.1,3.2,3.3,3.4 OK 3
Tema 1.2. Omnpoc OK 1,0K 2, OK 3, OK 4’
TpeboBanus k KonTponpnas padota | OK 4, OK 5, OK 8§, OK 5’
odopmIIeHHIO 0 pasaerny OK 9, g
OK 8,
PEKBU3HUTOB IIpakTHueckoe 3aHsaTHE K 1.2, 11K 1.3
OK 9,
CITY)KEOHBIX Ne 1 V.1,V.2, V.3,
K 1.1,
JIOKYMEHTOB CamocrosTenspHas 3.1,3.2,3.3,34
paora nuddepeHImp K 1.2,
i K 1.3
Tema 1.3. CtpykTypa Omnpoc OK 1, OK 2, 0112;}111}:;11/1 K 1 4’
JIOKyMEHTA, Konrponenast pabora | OK 3, OK 4, OK 5, v 1' ’
MPOEKTHPOBAHHUE 0 paszeny OK 8, OK 9, Y.2’
OJT1aHKOB IMpaktnueckoe 3ausitue | T1K 1.2, TIK 1.3, y'3’
Ne 2 V.1,V.2, V.3, 3'1 ’
CaMocTrosaTenbHas 3.1,3.2,3.3,3.4, 3'2’
pabora 3'3’
Tema 1.4. Cuctembl Onpoc V.1,¥Y.2, V.3, 3' 4’
JIOKyMEHTAIlUU KonTponbHas pabota 3.1,3.2,3.3,34, '
10 pa3zeiny OK 1, 0K 2,
[Ipaktuueckoe 3anstue | OK 3, OK 4, OK 5,
Ne 3 OK 8, OK 9,
CaMocTrosTenbHas IIK1.4
paborta




Pazgen 2. Opranuzanusi paboThl C TOKYMEHTAMH

Tema 2.1. Onpoc OK 1, 0OK 2,
Opranuzanus Kontponsnas padora | OK 3, OK 4, OK 5,
JIOKyMEHTO000pOTA. 0 paszeny OK 8, OK 9,
Perucrpanus [IpakTrueckoe 3aHsTHE [IK 1.4, IIK 1.6,
JIOKYMEHTOB Ne 4 V.1,VY.2, V.3, OK 1
CamocrosiTenbHas 3.1,3.2,3.3,34 OK 2’
paborta OK 3’
Tema 2.2. Ormpoc OK 1,0K?2, OK 4’
Opranuzanus Kontponbnas padora | OK 3, OK 4, OK 5, OK 5’
TEKYILEro XpaHeHUs o pazaeny OK &, OK 9, OK 8’
JIOKYMEHTOB. [IpakTrueckoe 3aHsITHE I[IK 1.2, IIK 1.6, OK 9’
IloaroroBka u Ne 5 V.1,V.2, V.3, ’
K 1.2,
MOPSAZIOK MEpeaadn CamocrosTenbHas 3.1,3.2,3.3,34
JIe]l B apXUB paborta HH(bq)epeHHHp K 1.3,
T — OBaHHBII [IK 1.4,
Tema 2.3. Omnpoc OK 1,0K 2, sater Hg 1'6’
Opranuzanus KonTponbnas padora | OK 3, OK 4, OK 5, Y.2’
paboThI ¢ 10 pasjaeny OK 8, OK 9, y.3’
JIOKYMEHTUPOBAHHO CamMocTosTenpHas IIK 1.3, IIK 1.6, 3'1 ’
it uadopmarueit pabota V.1,V.2, V.3, 3' 2’
OTPaHUYCHHOTO 3.1,3.2,3.3,34 3.'3 ’
JOCTyTIa 3 4’
Tema 2.4. Onpoc OK 1,0K 2,
Opranuzanus Kontponbnas padora | OK 3, OK 4, OK 5,
JIeJIONPOU3BOJICTBA 10 paszueny OK 8, OK 9,
10 IpeaokeHusaM, | IIpakrtuueckoe 3aHsaTue [IK 1.3, IIK 1.6,
3asBIICHUSM U Ne 6 V.1,¥.2, V.3,
*Kano0aM rpakaaH CamocrosTenbHas 3.1,3.2,3.3,34
pabota

10




2 ®OH/ OLIEHOYHBIX CPEACTB JIJIsi KOHTPOJIS U OLIEHKH OCBOCHUSI YMEHUW U YCBOCHHS
3HaHUM 1o paboyelt yueOHOU MporpaMme AUCITUTIITHHBI

2.1 Marepuainsl 1 TEKYIIETO KOHTPOJIA

— Ilpunoxenus | Ilepedyens TeOpeTUUECKUX BOIIPOCOB IS MOATOTOBKH K OIPOCAM;

— Ilpunoxenue 2 Tumnossle 3a0aHus ISl IPAKTUUYECKUX 3aAHATUM;

3amaHust 1 MPAKTHYECKUX 3aHATUNA TPEJCTaBICHBI B IOJHOM 00beMe B
COOTBETCTBYIOIIEM METOANYECKOM O0ECIICUEHUH.

— Ilpunoxenne 3 Tunossle 3aAaHKs 111 KOHTPOJIBHBIX padoT;

— IIpunoxxenne 4 TunoBele TECTOBBIE 3aJaHUS IO pa3/ieiiaM JUCHUIUINHBL;

— Ilpunoxennie 5 Tunossie 00pa3ibl 3aAaHUI JIsI BBIIIOJHEHUSI CAMOCTOSITEIIbHBIX
paboT.

CamoctosTenpHass pabota oOydaromuxcs  ompezencHa paboued  ydueOHOM
IpPOrpaMMON JTUCHUIUIMHBI W TPEACTaBlIeHa B IOJHOM OOBEME B COOTBETCTBYIOIIEM
METOJINYECKOM 00€CTIeYCHUH.

Kpurepuu u mikanbl OLIEeHUBAaHUS PE3yJIbTATOB 00YUYEHUS IPU MPOBEACHUU
TEKYILETO KOHTPOJIS yCIIEBAEMOCTH

Kputepuu u mikanbl OlieHUBaHUS PE3yJIbTATOB 00YUYEHUS TIPU MPOBEICHUU
TEKYIIETO KOHTPOJISI yCEBAEMOCTH

[IIxana oueHUBaHUsA ‘ Kpurepuu onieHuBaHus

Ormpoc (yCTHBINM, MUCHbMEHHBIN )

OOyuarommMes JaH MOJIHBINA, pa3BepHYThIA OTBET Ha IMOCTABICHHBII BOIIPOC;
[I0OKa3aHa COBOKYIHOCTb OCO3HAHHBIX 3HAaHUN 00 OO0bEKTe U3YyYEHHs,
JIOKa3aTeIbHO PACKPBITBI OCHOBHBIE MOJOXEHHUS (CBOOOJHO ONepHpyeT
MOHATHUAMU, TCPMHUHAMHU U I[p), B OTBCTC OTCJIC)KUBACTCA YCTKAsA CTPYKTYpa,
BBICTPOCHHAss B  JIOTUYECKOW TIOCIENOBAaTEIBHOCTH; OTBET  M3JIOKEH
TEXHUYCCKHUM, I'PAMOTHBIM A3bIKOM; Ha BOSHHUKIIWEC BOIIPOCHI IMPCTIOAaBaATCIIA
CTYJEHT JaBaJl YETKHE, KOHKPETHBIE OTBETHI, [TOKA3bIBAsl YMEHHUE BBIIEIATh
CYHICCTBCHHBIC M HCCYHNICCTBCHHBIC MOMCHTEI MaTCpHrajia

KOTIIUYIHO»

OOyuaronmMes JJaH MOJIHBIH, pa3BepHYTHIM OTBET HA MOCTaBJIEHHBIN BOIPOC,
MOKa3aHO YMEHHUE BBIJIENSTh CYIIECTBEHHbIE U HECYIECTBEHHbIE MOMEHTHI
«XOpOILO» MaTepuana; OTBET YETKO CTPYKTYpUPOBaH, BBICTPOEH B JIOTMYECKOH
MOCJIEI0BATENbHOCTH, U3JI0KEH TEXHUYECKHUM I'PaMOTHBIM SI3bIKOM, OJIHAKO
ObUIN IOMYIIEHbl HETOYHOCTHU B OIIPEICJIEHUH MTOHATUH, TEPMUHOB U JIP.

OOyyarommmMcsl JaH HENOJHBIM OTBET Ha MOCTaBJIEHHBIA BOINPOC, JIOTUKA U
MOCJIEIOBATEIbHOCTh M3JIOKEHHMsI OTBETa Ha BOMPOCHI Ouiera HUMEIOT
HEKOTOpbIE€ HApyLICHMUs, TOMYLIEHbl HECYIIECTBEHHbIE OIINOKU B U3JI0)KEHUU
TEOPETUYECKOr0 MaTepuaja M YINOTpeOJeHUHM TEpMHUHOB, B OTBETE HeE
IPUCYTCTBYIOT JIOKa3aTeNbHbIE JIOBOJbI, C(HOPMHUPOBAHHOCTh YMEHUH
NoKa3aHa cyabo, peub HerpaMoTHas

«YOOBJICTBOPHUTCILHO»

OOyyarommmMcs JaH HEMOJHBIM OTBET HAa MOCTaBJIEHHBIA BOINPOC, JIOTHKA U
[IOCJIEAOBATENbHOCT  W3JIOKEHUS  UMEIOT  HApyLIEHMs,  JOIYLIECHbI
«HEYJOBJIETBOPUTENILHO» | CYLIECTBEHHBIE OIIMOKM B TEOPETHUECKOM MaTepuaie ((pakrax, TepMUHAX U
Ip.); B OTBET€  OTCYTCTBYIOT  BBIBOABI, p€Yb  HETPaMOTHAsi;
c(hOpMHUPOBAHHOCTh YMEHUH HE MMOKa3aHa

3a,Z[aHI/IH IMPAKTUYCCKUX 3aHATHI

«OTJIMYHO» ‘JICMOHCTppreT OYCHb BBICOKWI/BBICOKHN YpPOBEHb 3HAHWH, YMEHUH,
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HAaBBIKOB B COOTBCTCTBHHU C KPUTCPUAMH OLICHUBAHMA. Bce Tpe6OBaHI/I5[,
MPCABABIACMBIC K 3a1aHUT0, BBITTOJIHCHLL

«XOpOILIO»

JleMOHCTpHpYET J0CTaTOYHO BBICOKHI/BBIIIE CPEAHETO YPOBEHb 3HAHHIA,
YMCHMM, HaBBIKOB B COOTBETCTBHH C KpPHUTEpHsIMHM oOLeHuBaHuA. Bce
TpeOOBaHUS, IPEIBSIBISIEMbIC K 33JJAHHUIO, BBITIOJIHEHBI

«YIOBJIETBOPUTEIILHO

JleMOHCTpUpyeT CpeIHUH YpPOBEHb 3HAHWW, YMEHUW, HaBBIKOB B
COOTBETCTBUU C KPUTEPUSMHU OLIEHUBaHUA. BoapmIMHCTBO TpeOoBaHMIA,
MPEABSBISAEMBIX K 3aJaHUIO, BBIITOJIHEHBI.

JleMOHCTpHpYeT HU3KUI/HIKE CPEAHET0 YPOBEHb 3HAHUHM, YMEHUH, HABBIKOB
B COOTBETCTBUU C KPHUTEpUSMHU OlIeHHBaHUA. MHorue TpeOoBaHuUs,
IIPEIbsBISIEMbBIE K 33JIaHUIO, HE BBIIIOJIHEHBI

«HCYHOOBJICTBOPUTCIIBLHO»

JleMOHCTpHUpyeT OYEHb HU3KHM YpOBEHb 3HAHWUM, yMEHUW, HABBIKOB B
COOTBETCTBUU C KpHUTepHUsiMU olleHuBaHus. He orBera. He ObUIO MOMBITKH
pELIUTh 331a4y

KonrposnbHas pabora

«OTJIMYHO»

OOyyaronuiicss TOJTHOCTHIO M MPAaBUIBHO BBIMOJIHUI 3a/laHUE KOHTPOJIBHOMN
pabotel. Ilokasan OTIMYHBIE 3HAHWA M YMEHHS B paMKaX YCBOEHHOTO
yueOHOoro Marepuana. KontponpHas pabora odopmiieHa akKypaTHO U B
COOTBETCTBUHU C NPEABSABIIEMbIMU TPEOOBAHUSIMU

«Xopouio»

OOyyaromuiicst BBIOTHWI 3aJaHUE KOHTPOJIBHOW paboThl ¢ HEOOJBLIIUMU
HeTouHOCTsMH. [Tokazan xoporme 3HaHWSI B YMEHUS B pPaMKaX yCBOCHHOTO
yueOHOro Matepuana. EcTh HemoctaTKu B O(OPMIICHUH KOHTPOJIBHOM
paboThHI

«YIOBJIETBOPUTEIILHO

OOyuaromiuiics BBINOJHWII 3aJaHHEe KOHTPOJIbHON pabOThI C CYIIECTBEHHBIMU
HeToyHOCTAMHU. [lokaszan ynoBiIeTBOpPUTENbHBIE 3HAHUS U YMEHHUS B paMKax
yCBOEHHOro yweOHoro Matepuana. KauecTBo oQopmiieHHs KOHTPOJBHOMN
paboThl UMEET HETOCTATOUHBIN YPOBEHb

«HCYHOOBJICTBOPUTCIIBHO»

OOyuaromuiics He MOJHOCTHIO BBINOJIHMI 33JaHUSl KOHTPOJIBHOW paboThl,
IIPU 3TOM ITPOSIBUJI HEJOCTATOYHBINA YPOBEHb 3HAHUN U YMEHUI

TecTtupoBanue

COTIIAHON OOyuaromuiics BepHO oTBeTHN Ha 90 — 100 % TecTOBBIX 3amaHMil IpU
IPOXO0KJICHUU TECTUPOBAHMSI

«XOpOMIO» OOyuaromuiics BepHo orBetus Ha 80 — 89 % TecTOBBIX 3amaHuil mpu
IPOXO0’KJICHUU TECTUPOBAHMSI
OOyuarommiicss BepHo oTBeTHn Ha 70 — 79 % TecTOBBIX 3aJaHUN TpU

«YOOBJICTBOPHUTCIIBHO»

MPOXOKACHUHN TCCTUPOBAHUA

«HCYHOOBJICTBOPUTCIIBHO»

OOyuaromumiicss BepHO oTBeTWI Ha 69 % M MeHee TeCTOBBIX 3aJaHUM TPHU
MIPOXO0XKJICHUH TECTUPOBAHUS

CaMocTosTenbHas pa60Ta. Koncnekr

KOTIIUYIHO»

KoHcrnekT 1o Teme BBINOJIIHEH B 0003HaUE€HHBIN MpEenoaBaTeieM CpoK.
KoHcnekT BbINoIHEH 00y4aronumMcst 1o 3aJaHHOW TeMe B MOJIHOM 00beMe ¢
co0uro/IeHeM HeoOXoIuMol nocnenoBareabHocTH. OOyuaromumiics padoTan
[IOJIHOCTBIO CaMOCTOSITENIBHO; PACKPBUI TEMY IOJHOCTBIO U OTBETHJI Ha BCE
BOIIPOCHI IIPENoJaBaresis 0 KOHKPETHOW TeMe KOHcmeKkTa. KoHcIekT
opopmiieH akKypaTHO, B Hauboyiee ONTUMAIbHOW [uId  (PUKcaluM
pe3yapTaToB hopme

«XOopouo»

KoHcmekT o TeMe BBITTOTHEH B 0003HAYEHHBIH MPeroaBaTeIeM CpOK.
KoHcneKT BBINOIHEH 00yYaromuMcst o 331aHHON TeMe B TIOJIHOM 00beMe C
coOnroieHreM HeoOXouMoi nocienoBaTenbHocTH. O0yyatonuiics padoTan
MOJTHOCTBIO CaMOCTOSITEIbHO; PACKPbUI TEMy HE MOJHOCTHIO M OTBETHJI Ha
4acTh BOIIPOCOB MPETOaBaTeNst IO KOHKPETHOH TeMe KoHcmekTa. KoHcmekT
o opMIIeH aKKYpaTHO, C HE3HAYUTEIbHBIMH UCIIPABICHUSIMHI

KYOOBJICTBOPHUTCIBHO»

KoHCIeKT 1o TeMe BBITTOTHEH B 0003HAYEHHBIHN MPEroaBaTeIeM CPOK.
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KoHncnekT BoinonHeH 00y4aromuMces o 3a/1aHHOM TeMe B He TOJTHOM o0bemMe
C UYaCTHUYHBIM  COOJIIOJICHUEM  HEOOXOAMMOH  IMOCIENOBATEIHLHOCTH.
OOyyatomuiicss paboTan TMOJHOCTHIO CaMOCTOSTENIbHO; PACKpPbUT TEMYy HeE
MOJIHOCTBIO U OTBETHJI Ha YacThb BOIPOCOB IMPENOJAaBaTelNsl M0 KOHKPETHOU
TeMe KoHcnekTa. KoHcnekT oopmiieH He akKypaTHO

«HCYHOOBJICTBOPUTCIIBLHO»

KoHcIeKT o TeMe He BBITIOJIHEH B 0003HAYCHHBIN MPEoAaBaTEIeM CPOK.
KoHcrieKkT BBINIOJIHEH 00ydYarouMMcss HE MO 33JaHHOM TeMe B HE IOJIHOM
o0BeME oe3 coOIroIeHNs HEOOXOIUMON [I0CJIENOBATEIbHOCTH.
OOyu4aromumiicss paboTal He CaMOCTOSITENIHHO; HE PACKPBUT TEMY U HE OTBETHII
Ha BOMPOCHI MperojaBaTelis M0 KOHKPETHON Teme KoHcrekTa. KoHcmekT
0hOpMJICH HE aKKypPaTHO

CamocrositenbHas padora. Jlokman

«OTJIHUYHO»

Joknmax co3maH ¢ HCHONB30BAHMEM  KOMIBIOTEPHBIX — TEXHOJIOTUH
(npezentanus PowerPoint, Flash-tipesenranus, Bumeo-npe3eHTaus u J1p.)
Hcnonb30BaHbl JTOTIOTHUTENbHBIE WUCTOYHUKHA WHpopMaruu. ConepikaHue
3aJJaHHOM TeMbI PAaCKPBITO B MOJIHOM 00Bbeme. OTpakeHa CTPYKTypa IOKJIana
(BCTyIUICHHE, OCHOBHAsI 4YacTh, 3aKIIOUCHHUE, IMPUCYTCTBYIOT BBIBOIBI U
npumepsl). Odopmienue paboTsl. OpUTrHHAIBHOCTH BBINOJNHEHUs (paboTta
Cc/IeJlaHa CaMOCTOSITENIbHO, IPE/ICTABICHA BIIEPBHIC)

«Xopouo»

Jlokmag co3maH ¢ HMCIHOJIB30BAaHUEM  KOMITBIOTEPHBIX — TEXHOJIOTHI
(mpesentanusi PowerPoint, Flash-nipesenranus, Buneo-npe3eHTanus u Jp.)
ConepkaHue JIOKJIaga BKIOYaeT B ce0s uHOOpPMAIMI0O M3 OCHOBHBIX
HUCTOYHHKOB (METOAMYECKOE T0co0Oue), JOMOTHUTEIbHBIE HCTOYHUKH
nHpopManuyu He ucHob30BaUCh. CoJep)kKaHue 3aaHHOW TEMbI PACKPBITO
He B momHOM oObeme. CTpykTypa [OKiIana cCoxpaHeHa (BCTYIUICHHE,
OCHOBHAsl 4aCTh, 3aKJIFOUCHHE, TPUCYTCTBYIOT BBIBOJIBI M IIPHUMEDPHI)

«YIIOBJIETBOPUTEIILHO

Jloknan caenaH yCTHO, 0e3 HMCHOJIb30BAaHHMSA KOMITBIOTEPHBIX TEXHOJIOTHH.
Copneprkanue 10KJ1aga OrpaHUYeHO UH(OpMaIel TOJIbKO U3 METOIUYECKOrO
nocobusi. ConepkaHue 3aJaHHON TEMbl PACKpPBITO HE B IOJIHOM OOBEME.
OTCyTCTBYIOT BBIBOJIbI U IipuMepbl. OpUTHMHAIBHOCTD BBINOJIHEHHS HU3Kasl

«HCYHOOBJICTBOPUTCIIBHO»

Hoxnan crmenaH ycTHO, 06€3 MCIOJIb30BAaHUSI KOMITBIOTEPHBIX TEXHOJIOTHUH U
JIpYTHX HArsIAHBIX MatepuanoB. CojepikaHue OrpaHudeHo HHQopmarmen
TOJIBKO M3 METOJMYECKOT0 MOocoOus. 3a/laHHasi TemMa JIOKJIaJla He PacKphITa,
OCHOBHAsl MBICJIb TOKJIa/la HE MepeaaHa

CamocrositenpHas pabora. [loaroToBka u 3amura npe3eHTaluu

KOTIIUYIHO»

OOyuaromuiics MpoAEeMOHCTPUPOBAI: TIOJHOE PAaCKPhITHE BOIIPOCA; YKa3aHUeE
TOYHBIX Ha3BaHUU U OIpENEICHUI; TpaBUIbHbIE (OPMYIUPOBKH MOHATHI U
KAaTeroOpyii; CaMOCTOSTENbHOCTh OTBETA, YMEHHUE aHAJIU3UPOBAThb U JENaTh
CcOOCTBEHHBIE BBIBOABI [0 paccMaTpUBaeMOW TeMe; HCIOJIb30BaHUE
JIOTIOJIHUTEIbHOM JINTEPATYpPhl U MHBIX MATEPUAIIOB U JP.

«XOpOILIO»

OOyuaromuiics MpOAEMOHCTPUPOBAT: HEIOCTATOYHO IOJHOE, M0 MHEHUIO
npenojaBaTesnisi, pacKpbITUE TEeMbl;  HECYIeCTBEHHblE  OMIMOKM B
OTpe/ieNIeHNH MOHATHH, KaTeropuil ¥ T.I., KapJAWHAIbHO HE MEHSIOUINX CYTh
U3JI0KEHHUs; HMCIIOJIb30BAaHUE YyCTapeBIIeld y4eOHOW JUTepaTypbl U JIPYTHX
HMCTOYHUKOB

«YOOBJICTBOPHUTCIILHO»

OO0ydaromuiicss  TpOJAEMOHCTPUPOBAT:  OTPaXEHWE  JIMIIb  OOIIero
HANpaBIIEHUsI M3IIOKEHUs  JIEKIMOHHOTO  Marepwala W Marepuala
COBPEMEHHBIX  Y4YeOHHMKOB,  HaJWM4YMe  JOCTATOYHOIO  KOJHMYECTBA
HECYIIIECTBEHHBIX MU OJHOM-IBYX CYIIECTBEHHBIX OIIMOOK B OMpEeeHUN
MOHATUHA W KaTerOpuil W T. T.; HUCIOJIb30BAaHWE YCTApeBIICH Yy4eOHOU
JUTEpaTypel W JIPYTUX  UCTOYHUKOB;  HECIIOCOOHOCTH  OCBETUTH
PO0JIEMAaTHKY YIEOHOHN TUCITUTUIHHBI U JIP.

«KHCYOOBJICTBOPUTCIBHO»

OOyyaronuiicsi mpoJAeMOHCTPUPOBAT OOJBIIOE KOJIMYECTBO CYIIECTBEHHBIX
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ommOOK, HE BIAJCHHE MaTepUaIOM; HE BJIAJICHHEC IOHITUHHO-
TEPMHUHOJIOTHYECKAM allapaToM AHCIHUILTUHBL, HECIIOCOOHOCTh OCBETHTH
po0JIeMaTUKy y9eOHON TUCIUIUIMHBI U JIP.

2.2 Marepuainbl TPOMEKYTOUHON aTTECTALIMU

— Ilpunoxenue 5 @DoOHJ TECTOBBIX 3aJaHUM MJI1 OLEHKH CHOPMHUPOBAHHOCTH
KOMIIETEHIINH.

@oHA TECTOBBIX 33aJaHUM MO JUCLHUILUIMHE COJEPKUT TECTOBBIE 3aJlaHUs,
pacrpeeseHHbIE IO KOMIIETEHIIUSAM, C YKa3aHUEM 3TAJIOHOB OTBETA.

HUroroBoe TecroBoe 3amanue auddepeHIMpoBaHHOrO 3adeta (opmupyercs
MIpernoiaBaTesieM Ha OCHOBE TECTOBBIX 3aMaHuil (poHma (He MeHee 4 BapUaHTOB, B KaXIbIN
BKJIIOUaeTcst He MmeHee 30 BompocoB).

Kputepuu u mkasl OlleHUBaHUS pe3yIbTaTOB O0yUEHUS MPU IPOBEICHUH
MIPOMEKYTOYHOM aTTecTaluu B popme TudPpepeHnpoBaHHOTO 3a4eTa

IIxana oreHUBaHUS ‘ Kpurepuu ornieHuBaHus

TecTtupoBanue

OO6yuaromumiics BepHo otBetwsl Ha 90 — 100 % TecToBBIX 3agaHUil HpuU
MIPOXOXKJICHUH TECTUPOBAHUS

«OTJIHUYHO»

OO6yuaromumiics BepHo oTBeTHs Ha 80 — 89 % TecTOBBIX 3alaHUN TpU

«XOpOoUIo»
MMPOXOKACHUHN TCCTUPOBAHUA

OO6yuaromumiics BepHo oTBeTHs Ha 70 — 79 % TecTOBBIX 3alaHUN TpU

«YOOBJICTBOPHUTCIIBHO»
MMPOXOKACHUHN TCCTUPOBAHUA

OOyuaromuiicss BepHO oTBeTWJI Ha 69 % M MeHee TeCTOBBIX 3aJaHHM NPHU

«HCYOOBJICTBOPUTCIIBHO»
MPOXOKACHUHN TCCTUPOBAHUA
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Hpunoxenne 1

Hepequb TCOPETHYECCKHUX BOIIPOCOB AJId NOATOTOBKH K OIIpoCaM

VY1 — opopmiiaATh OpraHU3aIMOHHO-PACTIOPSAUTENbHBIE TOKYMEHTHI B COOTBETCTBUU
¢ aeucteyronmM ['OCTom

VY2 — ocymecTBasATh 00pab0TKy BXOSIIUX BHYTPEHHUX M MCXOJSAIINX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHHEM

VY3 — opopmiIsATe JOKYMEHTHI AJIs IEPEJaUM B apXUB OpraHU3aluu

31 — nmoHsiTHE JOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI TOKYMEHTHPOBAHUS

32 — mpaBuia COCTaBICHUS U O(POPMIIEHUS OpPraHU3ALMOHHO-PACTIOPSIUTENBHBIX
nokymeHToB (nanee OPJI)

33 — cucreMy U THUIOBYIO TEXHOJOTHIO JOKYMEHTAlMOHHOTO OOECIeueHus
ynpasienus (naiee JOY)
34 — 0COOEHHOCTM  JEJNONPOM3BOACTBA IO  OOpamieHUusIM TpaxJaH U

KOH(HICHIIMAIEHOTO AEJIONPOU3BOICTBA

OK 1. IloHuMarh CyHmIHOCTb M COLMAJIBHYIO 3HAYMMOCTh CBOEU Oymayiien
npodeccuu, MposIBIATh K HEW YCTOMUMBBINA HHTEPEC

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AESITEIbHOCTh, BBIOUPATh THUIIOBBIE METOJIBI U
CIOCOOBI  BBINOJHEHUsI MNPO(ECCUOHANBHBIX 3a/ad, OLUEHUBAThb UX 3(P(HEKTUBHOCTh U
Ka4eCTBO

OK 3. IIpuHuMaTh peuieHHs B CTaHIAPTHBIX M HECTAHAAPTHBIX CUTYallUSIX U HECTH
32 HUX OTBETCTBEHHOCTh

OK 4. OcyuiecTtBiaTh MOUCK U HCHOJIb30BaHUE WH(GOPMALMU, HEOOXOJUMOW st
3((}EKTUBHOTO  BBIIOJHEHUS MPO(PECCHOHAIBHBIX 3adad, MNPO(ECCHOHATBHOIO U
JUYHOCTHOTO Pa3BUTHUSA

OK 5. HUcnonws3zoBath HHPOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIIOTUA B
po¢heCCUOHATIBHON eI TEIIbHOCTH

OK 8. CaMocCTOsATENbHO ONpeneNaTh 3aJaud MPoPEeCCUOHATBHOTO W JIMYHOCTHOTO
pa3BUTHS, 3aHUMATbCAd CaMOOOpPA30BAHMEM, OCO3HAHHO IUIAHMPOBATH MOBBIIICHHUE
KBaJu(UKaAUU

OK 9. OpueHTHpOBaTHCA B YCIOBHSIX MOCTOSIHHOTO M3MEHEHHUS ITPABOBOM 0a3bl

IIK 1.1. OcymiecTBisATh podeCCUOHATIEHOE TOJKOBAaHME HOPMATHUBHBIX MPaBOBBIX
aKTOB JJIsl peaju3allii IpaB rpakJaH B chepe MeHCHOHHOTO 00eCneYeHus] U COLMATbHON
3aIIUTHI

[1IK 1.2. OcymiecTBiaTh MpUeM TpakJaH Mo BOIPOCAM MEHCUOHHOTO O0ECTieYeHUS U
COLMAIBHOM 3aIUThI

IIK 1.3. PaccmaTpuBaTh MakeT MOKYMEHTOB Il Ha3HA4YCHHS TEHCUM, TMOCOOUIA,
KOMIIEHCAlIUM, JPYTruX BBHIIJIAT, a TAKXKE MEp COLMAIbHON MNOIIEPKKH OTIAECIbHBIM
KaTEropusM IpaxiaaH, Hy>KIArOIUMCS B COLIMAIbHOM 3alllUTe

I[IK 1.4. OcymecTBisiTh yCTaHOBJCHHE (HA3HAYEHHUE, IEpepacyeT, MepeBon),
WHJICKCAIlUI0 U KOPPEKTUPOBKY IMEHCHI, Ha3HAUYCHHE MOCOOMM, KOMIEHCAIUA U JPYTUX
COLIMAJIBHBIX BBIILJIAT, UCIIOb3Ys HH(POPMAIIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHU

I[IK 1.6. KoHcynbTupoBaTh TpakgaH M MPEACTABUTENEH HOPUIUYECKUX JMI[ IO
BOIIPOCAM NMEHCHOHHOTO 00€CIIeUEHNs U COLIMAIbHON 3aIlUTHI
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1. [Ipenmer, cogepxkanue u 3agaun JOV.

2. MecTo 1 poJib JOKyMEHTOB B YIIPABIECHUU HA COBPEMEHHOM JTarle.

3. Knaccudukanus 10KyMeHTOB.

4. HenonpousBoactso B [IpeBHeit Pycu.

3. [Ipukasznoe nenonpounsBoactso XV- XVII BB.

6. Komnexckoe nenonpou3BoACTBO.

7. Munucrepckoe aenonpou3BoacTBo XIX-Havama XX BB.

8. Hctopus ynpaBiieHUs U I€JIONPOU3BOICTBA B XX BB.

0. CocrtaB HOpMaTUBHO-MeToauYeckon 0aszel [JOY.

10. Cranmaptuzanus u yHudukaius cucremsl JJOVY.

1. Ob6mepoccuiickue KiaccupuKaTopbl JTOKYMEHTALIUU.

12. ['ocynapcTBeHHas cuctemMa J0KyMEHTAllMOHHOTO 00eCIieueHus yIpaBICHHUS.

13. brnanku 10KyMEHTOB U TpeOOBaHUS K HUM.

14. Crpyktypa nokymenta. TpeboBanusi k opopmieHuto 1okymeHToB mo I'OCT
P6.30-2003.

15. CucremMa OpraHn3allMOHHON TOKYMEHTALUH.

16. Cucrema pacopsiAUTENBHON JOKYMEHTALIAH.

17. Cucrema HHPOPMAIMOHHO-CIIPABOYHON JOKYMEHTAIUH.

18. Cny:xeOHas nepenucka Ha NpeAnpUsITHH.

19. JlenoBasi peub U ee rpaMMaTUYeCKUE OCOOCHHOCTH.

20. Jlornueckoe NOCTpOEHHUE TOKYMEHTOB.

21. [ToHsiTHE W NPUHIIUITBI OPTaHU3AIMH TOKYMEHTOO0OpOTA.

22. [IpoxoxkaeHre U MOPSAI0K UCTIOTHEHHS BXOASIINX TOKYMEHTOB.

23. [TpoxoxkaeHrne NCXOAAIUX U BHYTPEHHUX JTOKYMEHTOB.

24. PaboTta ¢ kOHQUACHIIMAIBHBIMU JJOKYMEHTaAMHU.

25. PaboTa ¢ nucbmMamu 1 0OpaIIEHUSIMH TPAXK]IaH.

26. CocraBiieHUE HOMEHKJIATYPHI JIE]L.

27. dopmupoBanue U opopmiIeHHE JIeT.

28. [ToaroroBka u nepegaya JOKyMEHTOB Ha apXUBHOE XpaHEHUE.
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IMpunoxenue 2
Tumnosble 3a1aHus I NPAKTHYCCKHUX 3AHATUI

Oo0pa3en npakTnyeckoro 3anaTus no rteme 1.2 TpeGoBanus k opopmiieHHIO
PEKBHM3UTOB CJ1YKEOHBIX JOKYMEHTOB

IIpakTuyeckoe 3amaTme Ne 1: HM3yyenme T'OCT P 6.30-2003
«YHU(PUUUPOBAHHBbIE CHCTEMbl [JOKYMEHTAUMH. YHUH(PUUUPOBAHHAA CHCTEMa
OPraHu3aIMOHHO-PACTIOPSAANTEIbHON JOKyMeHTauuu. TpeOGoBaHuss K 0(popMJIEHHIO
TOKYMEHTOB»

IIpoBepsiemble pe3yabTaThbl 00y4eHUs :

V.1 — opopMIIITh OpraHN3alMOHHO-PACIIOPAIUTENBHBIE JOKYMEHTBI B COOTBETCTBUU
¢ nerictByrommM ['OCTowm;

V.2 — ocymuiecTBiIATh 00pabOTKY BXOASIIMX BHYTPEHHUX M UCXOMAIIMX JTOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHUEM;

V¥.3 — opopMIATE JOKYMEHTHI ISl IEPEJAUYH B ApXUB OpTraHU3al|Y;

3.1 — noHsiTHE TOKYMEHTA, €T0 CBOMCTBA, CIIOCOOKI IOKYMEHTUPOBAHUSI;

3.2 — mpaBwiIa COCTaBi€HUS W OPOPMIICHUS OPraHU3alMOHHO-PACIOPAIUTEIbHBIX
nokyMeHToB (nanee OPJI);

3.3 — cucreMy U THUIOBYIO TEXHOJOTHIO JOKYMEHTAI[MOHHOTO OOECIEUCHHUS
ynpasienus (naiee JOY);
34 — 0COOCHHOCTH  JIEJONMPOM3BOJCTBA IO  OOpalleHHs M TpakIaH U

KOH(UIEHIIMAIBHOTO JIEJI0INPOU3BOICTBA;

OK 1 [lonumaTh CyIuIHOCTh U COIMATIBHYIO 3HAYMMOCTh CBOEH OyayIiel npodeccum,
MPOSIBJIATH K HEW YCTOMYUBBIA HHTEPEC;

OK 2 OpranuzoBbiBaTh COOCTBEHHYIO J€ATEILHOCTH, BRIOUPATh TUIIOBBIE METOJIBI U
CHOCOOBI BBIMOJHEHUSI MNPO(EeCCUOHATBHBIX 3a/ad, OLUEHUBATh HMX 3PPEKTUBHOCTb U
Ka4eCTBO;

OK 3 [IprHMMaTh peleHns B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYalUsIX U HECTH 32
HUX OTBETCTBEHHOCTb;

OK 4 OcymiecTBiaTh MOUCK W HCMNOJb30BaHHE MH(GOpMAIMK, HEOOXOIUMOM s
3¢ (PEeKTUBHOTO  BBIMOJHEHUS MNPO(ECCUOHANBHBIX 3a7ad, MNpo(ecCUOHATBHOTO U
JUYHOCTHOTO Pa3BUTHSL;

OK 5 Hcnonb3oBaTh WHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
poheCCHOHAIBHON JISATEIIbHOCTH;

OK 8 CamocToATensHO OmpenessTh 3a7adu NMpo(ecCHOHATBLHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMAThCA CaMOOOpa30BaHMEM, OCO3HAHHO IUIAHUPOBATH IIOBBHIIICHHUE
KBaJau(HUKaALINH;

OK 9 OpueHTHpOBaTHCS B YCIOBHUSIX MOCTOSTHHOTO M3MEHEHHUSI IPABOBOM 0a3bl;

ITIK 1.2. OcymiecTBaaTh NpUeM rpaxkaaH Mo BOIPOCAM MEHCUOHHOTO OOeCreYeHus U
COIIMAJIbHOM 3aIIUTHI,

IIK 1.3. PaccmarpuBaTh MakeT JAOKYMEHTOB ISl Ha3HAUYCHHS TEHCUN, MOCOOMI,
KOMIICHCALIMM, APYruX BBHIILUIAT, a TAaKXKE MEp COLMAIbHOM MOIIEPKKH OTACIbHBIM
KaTeropusiM IpakiaH, Hy>KIalOIUMCs B COLIMAJIbHOM 3allUTe.
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Hean 3anaTusi: [IpuBuTHEe NMpakKTUYECKUX HABBIKOB padoThl 1Mo m3ydenuto ['OCT P
6.30-2003 «YHuUIIUPOBAHHBIE CHUCTEMBI JOKYMEHTAIUU. YHUDUIIMPOBAHHAS CHUCTEMa
OpraHU3aAIMOHHO-PACTIOPSIUTEIILHON  JTOKyMeHTaruu. TpeboBanus K odopmiIeHHIO
JIOKYMEHTOBY

3anaHne: BHUMATCIIBHO IMPOYTHUTC MCTOJUYCCKHC PCKOMCHAAIIMKU 110 BBITOJIHCHHIO
IMPAKTHUYCCKUX 3aHATUM U BBITIOJTHUTE 3adaHusd.

3aganmne Ne 1: Mcnone3ys nepedeHb pekBU3UTOB 10KyMeHTOB B 'OCT P 6.30-2003,
OTIpe/IeNUTE, MPABUIIBHO JIM HA3BAHBITIEPEUUCICHHBIC PEKBU3UTHI:

PexBuzur [IpaBuiapHOE Ha3BaHUE
1) I'ep6 Poccuiickoit denepanuu

2) NOroTUI OpraHu3aluu

3) xox opraHu3anuu

4) Kox TOKyMeHTa

5) HaMMEHOBaHUE OpraHU3alUU

6) azmpec opraHuzaluu

7) perucTpalroOHHbIN HOMEp JOKyMEHTa

8) meyarp

9) BU3BI coriaacoBaHus JOKYMEHTa

10) uneHTHPUKATOP PJACKTPOHHON KOIMUH JTOKYMEHTA

3aganme Ne 2: OTCOpTUPYWTE MOKYMEHTHI Ha [BE TPYIIbl: OPraHU3ALUOHHO -
MIPABOBBIE JOKYMEHTHI U PACTIOPSAIUTEIbHBIC TOKYMEHTHI

OpFaHI/BaHI/IOHHO - MPaBOBbLIC TOKYMCHTEIL PacnopsAauTCIbHBIC JOKYMCHTBI

1) Ycras

2) llITaTHOC pacniucanue
3) ITonoxeHue

4) UncTpykuus

5) JoKHOCTHASI MHCTPYKIHUS
6) PernameHnTt

7) IlocTanoBiieHue

8) Pemenue

9) [Ipukas

10) Beimucka u3 npukasa
11) Ykazanue

3amanue Ne 3: Ompenenure, Kakue M3 IMEPEUUCICHHBIX PEKBU3UTOB SIBISIOTCSA
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00s13aTeTbHBIMU TTPU O(POPMIICHUU TOKYMEHTOB:

HanmenoBanue pekBusura [Ipu3Hak pekBU3UTa
1) ccbuika Ha PEeTUCTPALlMOHHBIA HOMEp U ATy JOKYMEHTa
2) MOJNHCh
3) orMeTKa 00 UCIIOJIHUTEIIS
4) Ko opraHuzauuu
5) OTMETKa O HAJIMYUU IPUIIOKEHUS
6) nara TOKyMEHTa
7) OTMETKa O KOHTPOJIE

3aganue Ne 4: [lepeuncieHHbIE HIKE TOKYMEHTBI PAacIpeAesIUTe IO YEThIPEM
rpynmnam (OyxranTepckue, KaapoBble, FOpU INIECKUE, OPraHu3allMOHHBIC):

MPUXOJHBIA KACCOBBIN OpJIED;

MpUKa3 o0 mpueMe Ha padoTy;

MOJIO’KEHUE O KaHIIETSIPUL;

KBapTaJIbHBIN OaJIaHC;

MPETECH3Hs OT PUPMBI-ITAPTHEPA IO KAYECTBY MPOTYKITUH;

aKT O HAPYIICHUH TPYJIOBOW JHCIHATLINHBI;

TOJHKHOCTHASI HHCTPYKIIHS CEKpETaps;

cuet-paxTypa;

MCKOBOE 3asIBJICHUE B apOUTPaKHBIN CY/I;

IpHUKa3 O IPEMUPOBAHUH PAOOTHHUKA;

TI0JIO’KEHUE O KOPIIOPATUBHOM KYJIBTYpE;

MPOTOKOJI 3aCEIaHus ATTECTALIMOHHON KOMHUCCHHU.

Opranu3aioHHbIe Bbyxranrepckue Kanpossie Opunnueckue
JIOKYMEHTBI JIOKYMEHTBI JIOKYMEHTBI JIOKYMEHTBI

KoHTpoJsbHBIE BONIPOCHI
1. Pacckaxwurte, uto Takoe I'OCT P 6.30-2003
2. OxapakTepusyiTe, OpraHu3aluOHHO-PACTIOPSIUTEIbHBIE TOKYMEHTHI
3. Onumute, TpeOoBaHUs K 0)OPMIICHHIO TOKYMEHTOB
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Oo0pa3zen npakTuyeckoro 3anaTus no teme 1.3 CTpykrypa 10KyMeHTa,
NMPOEKTUPOBaHNE 0JIAHKOB

IIpakTnueckoe 3ansitue Ne 2: KoHcTpyupoBaHue OJIaHKAa NUCbMa, 00LIEro
0/1aHKa, 0JIJAHKA KOHKPETHOI'0 JOKYMEHTA

IIpoBepsieMble pe3yabTaThl 00y4eHHS:

V.1 — opopMIISITE OpPraHU3aAIMOHHO-PACTIOPSIUTEIBHBIC TOKYMEHTHI B COOTBETCTBUU
¢ aeuctyrommm ['OCTowm;

V.2 — ocymiecTBiATh 00pabOTKY BXOASIIMX BHYTPEHHUX M UCXOMAIIUX JIOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

V¥.3 — opopMIsATH JOKYMEHTHI ISl IEpEJauy B apXUB OpTraHU3allIH;

3.1 — nmoHsATHE JOKYMEHTa, €r0 CBOMCTBA, CIOCOOBI JOKYMEHTUPOBAHUS,

3.2 — mpaBwiia cocTaBieHUS U O(POPMIICHUS OPraHU3AIMOHHO-PACTIOPSIUTEIBHBIX
nokyMeHToB (nanee OP/I);

3.3 — cucteMy M THUIOBYIO TEXHOJOTHIO JOKYMEHTAIIMOHHOTO OOecredYeHust
yrpasinenus (nanee J10Y);
34 — 0COOEHHOCTH  JIE€JONMPOM3BOJACTBA MO  OOpamieHUusIM TpaxgaH U

KOH(UJIECHIIUAIBHOTO JI€JIONPOU3BO/ICTBA;

OK 1 [loHuMaTh CyIIHOCTbh M COLMAIBHYIO 3HAUMMOCTh CBOEH Oyayliel npodeccuu,
MIPOSIBIIATH K HEW YCTONYUBBIN UHTEPEC;

OK 2 OpranuzoBbiBaTh COOCTBEHHYIO JEATEILHOCTH, BEIOUPATh TUIIOBBIE METOJIBI U
CIOCOOBI  BBITIOJIHEHUS MPO(EeCCUOHATBHBIX 3a/ad, OIEHUBATh HX 3PGEKTUBHOCTh U
Ka4eCTBO;

OK 3 I[IpuHHMaTh peuieHus B CTaHAAPTHBIX U HECTAH/IAPTHBIX CUTYallUsSIX U HECTH 32
HUX OTBETCTBEHHOCTB;

OK 4 OcymecTBisaTh MOUCK M HCIOJIb30BaHUE HHGOpPMAIUHU, HEOOXOAUMOM st
(¢ ()EKTUBHOTO  BBIMOJHEHUS MPOGECCUOHATBHBIX 3a7ad, MpodhecCUOHATBLHOTO U
JUYHOCTHOTO Pa3BUTHS;

OK 5 Hcnonb3oBaTh HMHGOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHMU B
npo¢heCCUOHATIBHON JIEATEIbHOCTH;

OK 8 CamocTosTeNbHO ONpenearTh 3ajadyd Mpo(ecCUOHATBbHOTO U JIMYHOCTHOTO
pa3BUTHUSI, 3aHUMAThCA CaMoOOOpa3OBaHUEM, OCO3HAHHO TUIAHUPOBATH IMOBBIIICHUE
KBaJu(UKaLINH;

OK 9 OpueHTHpOBaTHCS B YCIOBHUSIX MOCTOSTHHOTO M3MEHEHHUSI IPABOBOM 0a3bl;

[TIK 1.2. Ocy1ecTBasTh MpuUeM IpakJaH MO BOIPOCAM IMEHCHOHHOTO 00eCIieueHus 1
COIIMaJIbHOM 3aIIUTHI;

IIK 1.3. PaccmarpuBarth TakeT JOKYMEHTOB JUIsl HAa3HAUYCHHS TCHCHM, MOCOOHH,
KOMIIEHCAllUM, JPYTruX BBHIJIAT, 4 TAaKXKE MEp COLMAIbHON MOIIEPKKH OTIAECIbHBIM
KaTEropusaM IpaxaH, Hy>KIArOIUMCS B COITUATILHOM 3aIlIUTE.

Heap 3anstusi: Hayuntbes npaBuiibHO, KOHCTPYHPOBATh OJIAHKHM TMHCHhMa, OOIIETO
OJiaHKa, OJJaHKa KOHKPETHOTO JOKyMEHTa

3aganue: BHUMATEIbHO MPOUYTHUTE METOAUYECKHE PEKOMEHIAIMH IO BBITTOJIHEHUIO
MPAKTUYECKHUX 3aHATHUH U BBITIOJIHUATE 3aaHMS.
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3apanue Ne 1: Ha ocHoBanuu goroBopa Ne 15/30 ot 5 ceHTs0ps TeKyIiero roja o
ocTaBKe 00orpeBareiabHbIX MpudbopoB B oTaen cou.3ammrsl [II'T  Kapsimckoe
(IToctaBummk) o6s3ana Obi1a moctaBuTh 3A0 «Beimmen» (Iloxkymarens) B IV kBaprane
TEKylIero rojga ToBap Ha oOmryro cymmy 500 Teic. py6. ®aktuuecku B IV kBaprane
tekymero roga 3A0 «Bemmnem» ObuTo mocTaBiaeHO ToBapa Ha cymmy 300 Teic. py6. Ha
OCHOBaHMH 11.9.1. 10roBopa NOCTaBKM 3a HEAONOCTABKY TOBapa NOCTaBIIMK B 30-1HEBHBIN
CpOK 00s13aH BHITIATHTH ITpad B pazmepe 20% OT CTOMMOCTH HE TTOCTaBICHHOTO TOBapa.
B cBa3u ¢ stum Ilokynarens mnpenbsBun npereHsuro [loctaBumiuky, kotopas Obuia
OTKJIOHEHa MO NpUYMHE HempaBuibHOro odopmieHus. llokymarenb OTka3 cuuTaeT
HEOOOCHOBAaHHBIM, TaK KakK CJeJal MpPaBUIbHBIA pacyeT MPETEH3UH, NPUIIOKEHBI BCE
[OATBEPKAAIOLIUE IPETEH3UIO JOKYMEHTBHI.

CocTtaBbTe U 0OpMUTE IPETEH3UOHHOE MUCHEMO B aapec [Tocrapiuka.

3aganme Ne 2: Haiinmute ommOku B oQopMiieHUHM HH(POPMAIMOHHOTO MHCHhMA.
VYkaxkurte omuOKH, JOMYIICHHbIE B TJOKYMEHTE.

l'ocynapctBeHHOE€  OrOJIKETHOE HupekTopam mikon r. MockBaaun
o0Opa3oBaTeNnbHOE  YUPEXKICHUE MockBaoro paiioHa
Boponexckoii obnactu

«MockBanii  MHOTONPOGUIBHBII

TEXHUKYM
Jlaxunou B.U. /losecmu

397855, BopoHexcKoit 9MuU HOBOCMU

obnactuyn. KommyHapos, Lo ceedenus yuawuxcs wKovl

29, MockBa Kpacosckas 06.05.2016

Tein.: (4-7375) 4-27-87, daxc: (47375) 4-29-50
E-mail:ost_at@bk.ru

25.04.2016 Ne 54

Ha Ne oT

OO0 OTKPBITUU HOBBIX CHEIUATBHOCTEH

AJIMUHUCTpaIUs TEXHUKyMa coo0LIaeT 00 OTKPHITUM B HOBOM YUEOHOM IOy ABYX
cnenuanbHocTe: 1. 15.02.08 TexHomOruss MalmHOCTPOEHUSI.

2.19.02.10 TexHonorus NpoyKIMK 0OIIECTBEHHOTO MUTAHMS.

JIupekTop TeXHUKyMa B.1. Ucakos

Pamuenxo T..

4-26-58 Bx. Ne 135/4
04.05.2016
B neno 06-18
Hoesuxosa H.H. HoBukosa
Pemenue:

3aganue Ne 3: OdopMuTe MUCHMO-TIPUTIIAILIEHUE, UCTIOIB3Ys CIEAYIOIINE JaHHbIE:
Otnen com.3amutel [II'T KapsiMckoe, yn. CemenoBckas, 32 ten. (495) 769-82-19, daxkc
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(495) 769-37-14, OKIIO 12345966 OI'PH 1988544325666  MHH/KIIII
38884432399/1199992999 (mmpextop ILII. Banun). Anpecar: OAO «HOPMAY,
pykoBoguremo otaena kaapos M.U. KnoukoBy. M.M. KioukoBa npurnamaroT npuHATH
ydyacThe B ceMuHape «TeXHOJOrMYecKHe W MPaBOBBIE ACIEKTHI 3aIIMTHl NEPCOHAIBHBIX
JaHHBIX», KOTOPBIM cOCTOUTCA 15 ampenst 3TOro roja B LIEHTPAIBHOM OQHUCe KOMIAHUH
(cxema mpoesaa npuiaraercs). CrpaBku 1o Tenedony 769-27-44.

Henocraroniye peKkBU3HTHI 0OPMHUTE CAMOCTOSITENIBHO.

KonTpoabHbIE BONPOCHI
1. PacckaxuTte, 4TO Takoe OJaHK MUCbMa
2. OxapakTepusyiTe, pa3sHOBUAHOCTHU CIY>KEOHBIX MUCEM
3. Onumute, TpeOOBaHUS IPU COCTABIICHUU CITYKEOHBIX ITUCEM

Oo0pasen npakTu4eckoro 3ausatus no reme 1.4 CucremMbl JOKYMEHTALNH

IIpaktuueckoe 3anaTue Ne 3: CucreMbl JOKYMEHTALMU: OOO3HAYECHUE U
HAMMEHOBAHUE CTAHAAPTa, COAEpPKAHUE CTAHAAPTA, KeM pa3padoTaH CTaHAapT,
KaKMM INPABOBbIM aKTOM YTBEpP KI€H CTAHIAPT, 1aTa BBEJACHHUS CTAHAAPTA, KaKoe
KOJIMYECTBO PEKBU3UTOB YCTAHOBWI CTAHAAPT A 0pOpMIIeHUSI TOKYMEHTOB, KaKue
BHU/IbI 0JIAHKOB YCTAHOBUJI CTAHAAPT

IIpoBepsieMble pe3yabTaThl 00y4YeHHsI:

VY.1 — opopMIIATE OpPraHU3aIMOHHO-PACTIOPSAIUTEIbHBIC JOKYMEHTBI B COOTBETCTBUU
¢ nerictByromuM ['OCTowm;

VY.2 — ocymiecTBIATE 00pabOTKY BXOASAIIUX BHYTPEHHUX U MCXOJSAIINX JIOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

VY.3 — ohopMIISATh TOKYMEHTBI JIJIs TIepejaui B apXUB OpraHU3alliH;

3.1 — moHsATHE TOKYMEHTa, €r0 CBOMCTBA, CIIOCOOBI TIOKYMEHTHPOBAHUS;

3.2 — mpaBuja cocTaBieHUS U O(DOPMIICHHUS OPTaHU3ALMOHHO-PACTOPSIUTEIIBHBIX
nokyMeHToB (nanee OPJI);

3.3 — cucteMy W THUIOBYIO TEXHOJOTHIO JOKYMEHTAIlMOHHOTO OOeCIeueHus
yrpasinenus (nanee 10Y);
34 — 0COOCHHOCTM JEJIONPOM3BOJACTBA MO  OOpalleHHsIM TpaxaaH U

KOH(DHMIEHIIMAIBHOTO JAEIONPOU3BOICTBA;

OK 1 Ilonumath CyIIHOCTh U COLMANIBHYIO 3HAYMMOCTh CBOEH OyyIiei npodeccuu,
IIPOSIBIIATH K HEW YCTONYMBBIN UHTEPEC;

OK 2 Opranu3oBbiBaTh COOCTBEHHYIO I€ATEIbHOCTh, BEIOUPATh TUIIOBBIE METOJIBI U
CIOCOOBI  BBITIONHEHUS TPO(EeCCUOHATBHBIX 3a/1ad, OIEHWBATh MX JPGHEKTUBHOCTh U
Ka4eCTBO;

OK 3 IlpuHrMaTh pemieHus: B CTAHAAPTHBIX U HECTAHJIAPTHBIX CUTYyAIUsAX U HECTH 32
HUX OTBETCTBEHHOCTb;

OK 4 OcyuiecTBisiTh MOUCK M KCHOJb30BaHHE HHGPOPMALMH, HEOOXOIUMOMN s
(¢ ()EeKTUBHOTO  BBIMOJHEHUS MNPO(ECCUOHATBHBIX 337a4, MNPO(PECCHOHATBHOTO H
JUYHOCTHOT'O Pa3BUTHUS;

OK 5 MHcnons3zoBath MHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMH B
poheCCUOHATIBHON JIEATEIbHOCTH;
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OK 8 CamocrosTenbHO ONpenensaTh 3aJadu MpodecCHOHATBHOTO U JUMYHOCTHOTO
pa3BUTHS, 3aHUMAThCAd CaMOOOpa30BaHMEM, OCO3HAHHO IUIAHMPOBATH MOBBIIICHUE
KBATH(PUKAIIAH;

OK 9 OpueHTHpOBATHCS B YCIOBHUSIX MOCTOSSHHOTO M3MEHEHHUSI IPABOBOM 0a3bl;

IIK 1.4. OcymecTBisiTb YyCTaHOBJIEHHE (Ha3HAUEHHUE, IMEepepacyeT, IMepeBo),
MHJICKCAIIMI0 U KOPPEKTUPOBKY IMEHCUH, Ha3HaYEHUE MOCOOUI, KOMIICHCAIIMI U JAPYTUX
COLIMAJIbHBIX BBILJIAT, UCHOB3YSl HHPOPMAITMOHHO-KOMIBIOTEPHBIE TEXHOJIOTHH.

IIeJIL 3aHATHUA: Hay‘II/ITBCH IMpaBUJIbHO, CUCTCMATU3HUPOBATH ITOJTYUCHHBIC 3HAHUA U
O(bOpMJIiITI) B BHIC TEIGJ'II’IHI)IZ 0003HaYCHNEC M HAaMMCHOBAaHUE CTaHOapTa, COICPKAHNC
CTaHOdapTa, KEM pa3pa60TaH CTaHOapT, KaKuM IIPABOBBIM AKTOM YTBCPIKIACH CTaHAAPT,
daTa BBCACHHA CTaHAAapTad, KAaKOC KOJIHUYCCTBO PCKBU3UTOB YCTAHOBHJI CTAHOAPT JIA
O(bOpMJIeHI/IH JOKYMCHTOB, KaKHC BUJIbI OJ1aHKOB YCTAaHOBUII CTaAHOApPT

?.az:amle: BHHUMATCIIBHO IMPOYTHUTC MCTOAUYCCKHUC PCKOMCHIAIMU IIO0 BBIIOJIHCHHIO
IMPAaKTHYCCKHUX 3aHSATHUM U BBIIIOJHUTE 3aJaHud.

3amanue Ne 1: IlepeuncneHHbple HMKE PEKBU3HUTHI PACHPEACIHUTE IO TPEM YaCTIM
JIOKYMEHTa (3arojIoBOYHas1, CojiepKaresibHasi, 0(hOpMIISIIOIIAs):

HaunmeHnoBaHue pekBuU3nTa YacTh TOKyMEHTa
1) xox opranuzanuu
2) cripaBOYHbIC JaHHBIE 00 OpraHU3aANH
3) oTMeTKa O NOCTYIUIEHUU JOKYMEHTa
B OpraHU3alMIo
4) 3aroyioBOK K TEKCTY
5) HauMEHOBaHME BU/Ia JOKYMEHTA
6) naTta JOKyMeHTa
7) TEKCT JOKYMEHTa
8) oTMeTKa O 3aBEpPEeHUH KOIUU
9) nmoanuch

3apanmne Ne 2: M3 nepeyncieHHbIX pEKBU3UTOB BHIOEPUTE MOCTOSIHHBIE:

HanmenoBanue pekBuznura IIpu3Hak pexBu3uTa
1) xox hopmbl TOKyMEHTa
2) perucTpanoHHbII HOMEp JOKYMEHTa
3) cmpaBOuYHbIE JaHHBIE 00 OpPTaHHU3AIUN
4) HauMEeHOBaHUE BUA TIOKyMEHTa
5) aapecar
6) HaMMEHOBaHME OpPTraHU3alUU
7) pe3otorus
8) OTTHCK mevaTu

KoHTpoJbHBIE BONIPOCHI
1. Pacckaxxute, 4TO TaKo€ CTaHAAPT
2. OxapakTepusyire, keM pa3paboTaH CTaHIapT
3. Onumure, Kakoe KOJUYECTBO PEKBU3UTOB YCTAHOBUJI CTaHIAPT AJsi OPOpMIICHUS
JOKyMEHTOB
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Oo0pazen NpakTHYECKOTO 3aHATHSA M0 TeMe 2.1 Opranusanus
AOKyMeHT0000opoTa. Perucrtpauusi 10KyMeHTOB

IIpakTuyeckoe 3ansaTHe Ne 4: 3amojHeHHe PEKBU3UTOB OyXrajaTepcKHX
JOKYMEHTOB

IIpoBepsieMble pe3yabTaThl 00y4eHHS:

VY.1 — 0hopMIIATH OpraHU3aAIMOHHO-PACTIOPSAUTEIBHBIE TOKYMEHTHI B COOTBETCTBHUH
¢ aeuctyrommm ['OCTowm;

V.2 — ocyiecTBIsATh 00pabOTKY BXOJSAUIMX BHYTPEHHUX M UCXOIAIIUX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

VY.3 — opopMIsATH JOKYMEHTHI ISl IEpEJavuM B aApXUB OpTraHU3allNY;

3.1 — moHsATHE JOKYMEHTa, €r0 CBOMCTBA, CIOCOOBI JOKYMEHTUPOBAHUS,

3.2 — mpaBuia cocTaBlieHUs U OQOPMIICHHUS OpPraHU3alMOHHO-PACTIOPSAUTEIIbHBIX
nokyMeHToB (nanee OP/I);

3.3 — cucteMy W THUIOBYIO TEXHOJOTHIO JOKYMEHTAIlMOHHOTO OOeCIeUeHuUs
yrpasinenus (nanee J10Y);
34 — 0COOECHHOCTM JEJIONPOM3BOJACTBA IO  OOpalleHWsIM TpaxaaH u

KOH(UJIECHIIUAIBHOTO JI€JIONPOU3BO/ICTBA;

OK 1 IlonnmaTth CyIIHOCTh U COLMAIIBHYIO 3HAUMMOCTh CBOEH Oyay1ei npodeccuu,
MIPOSIBIIATH K HEW YCTONYUBBIN UHTEPEC;

OK 2 Opranu3zoBbiBaTh COOCTBEHHYIO JI€ITE€IbHOCTH, BEIOUPATh TUIIOBBIE METOJbI U
CIOCOOBI  BBITIOJIHEHUS MPO(EeCCUOHATBHBIX 3a/ad, OIEHUBATh HX 3PGEKTUBHOCTh U
Ka4eCTBO;

OK 3 IIpuHuMaTh pelieHus: B CTAaHJAPTHBIX U HECTAHJIAPTHBIX CUTyalUsIX U HECTH 3a
HUX OTBETCTBEHHOCTB;

OK 4 OcymiecTBiaTh MOUMCK W HCIOJb30BaHWE HHGOPMAIMH, HEOOXOIMMOM IS
(¢ ()EKTUBHOTO  BBIMOJHEHUS MPOGECCUOHATBHBIX 3a7ad, MpodhecCUOHATBLHOTO U
JUYHOCTHOTO Pa3BUTHS;

OK 5 MHcnons3zoBath MHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTMH B
npo¢heCCUOHATIBHON JIEATEIbHOCTH;

OK 8 CamMocTosiTeTbHO OMpeAesisiTh 3a7auyd MpodheCCUOHATIBHOTO W JIMYHOCTHOTO
pa3BUTHUSI, 3aHUMaThCi CcamMoOOpa3OBaHUEM, OCO3HAHHO [UIAHUPOBATh TMOBBIIICHUE
KBaJu(UKaLINH;

OK 9 OpueHTHpOBaTHCS B YCIOBHUSIX MOCTOSTHHOTO M3MEHEHHUSI IPABOBOM 0a3bl;

IIK 1.4. OcymecTBisiTb YCTaHOBJIEHUE (Ha3HAYEHHUE, IEepepacyuer, IMepeBo),
WHJIEKCAIINIO ¥ KOPPEKTUPOBKY TEHCHUH, Ha3HAYCHHUE MOCOOMA, KOMIICHCAIIMA U APYTHX
COIMAJIBHBIX BBITLIAT, UCTIONB3YS HHPOPMAITMOHHO-KOMIIBIOTEPHBIC TEXHOJIOTHH.

Heap 3ansiTusi: HayuuTbest mpaBHIIBHO, 3aIOJIHATH PEKBU3UTHI OyXralaTepcKux
JOKYMEHTOB

3ajaHue: BHUMATEIBHO MPOYTUTE METOAUYECKHE PEKOMEHIALWHU IO BBITOJIHEHUIO
MIPAKTUYECKUX 3aHATUN U BBIIIOJHUTE 3aaHUSI.

N3yunTte peKBU3UTHI JJIsl 3aMOJTHEHUS TUIATEKHBIX MOPYYEHUN B MEHCUOHHBIN (OH]
3anonussa peksusutel: MTHH/KIII, BUK, HoMep cuéra, HaumeHoBaHuEe OaHKa
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HaumenoBanue

PexBU3NTHI MoTy4aTess pacopsiKeHHsI O TIepEeBOIE NEHEKHBIX CPEJICTB B yILIATy

TEPPUTOPUATBHOT | TUIaTEXel B Or0/pKeTHYIO cucteMy Poccuiickoit denepannn
0 opraHa
deepanbHOro (14) BUK | (13) Haumenosaunu | (15) Homep cuera (17) Homep cuera
Ka3HauyeicTBa OaHka e OaHka OaHKa MmoTyJaTesis noJrydaress (Homep
IoJIydaren | MOoJydaTels CpeICTB (HOMEP Ka3HaueHCKOIo CUeTa)
sl CPENICTB | CPENCTB 0aHKOBCKOTO cueTa,
(PUK BXO/ISAILIETO B COCTAaB
TODK) €IIMHOIO
Ka3HaueHCKoro cuera
(EKQO))
VYnpasienue 010349101 | OXKHOEI'Y 401028109453700000 | 031006430000000118
denepanbHOTro BAHKA 10 00
Ka3Ha4encTBa 10 POCCUN//YDK
Kpacnonapckomy 1o
Kparo Kpacnonapckomy
Kparo T.
Kpacuonap
Ynpasienue 010702101 | OTAEJIEHUE 401028103453700000 | 031006430000000121
denepabHOTO CTABPOIIOJIb 13 00
Ka3HayencTBa 1o BAHKA
CTaBpoIIOIbCKOM POCCUN//Y DK
y Kparo o
CraBponoibCKomMy
Kparo T.
CraBporosb
KasnaueticTBo 017003983 | OTAEJIEHUE 401028104453700000 | 031006430000000185
Poccun TYJIA BAHKA 59 00
POCCUN//YDK
1o Tynbckoi
obnactu r. Tyna
0401060
01.02.2014 01.02.2014
[Toctyn. B GaHK Cnucaso co cu.
Tiar. Tiar.
INJIATEXKHOE NIOPYYEHUE Ne 39 01.02.2014 0 W
Jara Bun miarexa
Cymma
MNHH 0721064550 ‘KHH 072101001 Cymma 24000

OTkphITOE aKIMOHEpHOE 001IecTBO "3aps"

Cu. Ne

4060281035690000099
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IImaTenpmuk .
CEBEPO-KABKA3CKHWU BAHK CELEPEAHKA P® BUK 040702660

Cu. Ne 30101810600000000660

baHk maTenbiuka
I'PKI] Hb KABAPJI.-GAJIKAPCK. PECII. BAHKA
POCCUU BUK 048327001

Cu. Ne

bank nosyuarens
NHH 0711024344 ‘KHH 072501001 Cu. Ne 40101810100000010017
YOK no KbP (I'Y OII®P no KBP)

Bun om. 01 Cpok muar.

Has. Ouep. mar.

1.
[Tonyyarens Kog Pes. mone
39210202041061100160 83701000 TIT MC.01.2011 0 21.02.2011 \B3

JICB uepe3 pabotonatens (ynep:xkanue U3 3apaboTHOM MIaThl paOOTHUKOB COTJIACHO MX
3asiBiieHu10), ssuBapb 2014 r. He obmaraercs HIC Per. Ne 005-XXX-XXX

Haznauenwue niatexa

IMonmucu OtMmerku OaHKa

M.IIL.

[Ipu 3anonHeHnn KBUTAHIIMK HEOOXOAMMO 00S3aTeNbHO YKa3blBaTh CIEAYIONINE PEKBU3UTHI:
HauMeHoBaHue mnoxyvarens miarexa , HWHH , KIII, kon OKTMO, HoMep pacueTHOro cuera
IIaTebIImKa, ko OromkeTHol kinaccudukanuu (KbBK)

KoHTpoJsbHBIE BONIPOCHI

1. Pacckaxkute, 0 peKBU3UTaX OyXTrajlTEepCKUX JOKYMEHTOB

2. OxapakTtepusyiTe, KakMe CBEIEHUS O TPYAOBOW JEATEIBHOCTH IIOJAOTCS B
TICHCHUOHHBIA (POH]T

3. OnumTe, IATEKHOE MOPYYEHUE

Oo0pa3zen npakTuyeckoro 3auaTus no rteme 2.2 [loaroroska u nopsiiox
nepeaayu e B apXUB YUpPeKIeHUst

IIpaktuueckoe 3anaTue Ne S: IloaroroBka, cocraBjieHHe, yTBEp:KIACHUE U
COIJIACOBAHME HOMEHKJIATYPHI eI

IIpoBepsiemble pe3yabTaThl 00y4eHHS:
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V.1 — opopMIIsATE OpraHn3aliOHHO-PACTIOPSIUTENBHBIE JOKYMEHThHI B COOTBETCTBUU
¢ nerctByrommM ['OCTowm;

V.2 — ocymiecTBasATH 00pabOTKY BXOIALINX BHYTPEHHUX U UCXOMAIIUX JOKYMEHTOB,
KOHTPOJIb 32 UX HCIIOJTHEHUEM;

V.3 — odopMIATh TOKYMEHTHI 7S Iepejaur B apXUB OpraHU3aIliH;

3.1 — moHATHE JOKYMEHTA, €0 CBOICTBA, CITIOCOOBI JOKYMEHTUPOBAHUS;

3.2 — mpaBuja cOCTaBlIeHUS M OGOPMIICHHS OpPraHU3aAIMOHHO-PACTIOPSIUTENbHBIX
nokyMeHToB (nanee OPJI);

3.3 — cucteMy H THUIOBYIO TEXHOJOTHIO JIOKYMEHTAIIMOHHOTO OOeCIeueHus
ynpasienus (naiee JOY);
34 — 0COOGHHOCTM JEJIONPOM3BOJCTBA IO OOpalleHHsIM TpaxaaH U

KOH(UICHIIMATLHOTO JIEJIONPOU3BO/ICTBA;

OK 1 IlonumaTth CyIIHOCTh U COLUANIbHYIO 3HAUMMOCTh CBOEH Oyyiei npodeccuu,
MPOSABIIATH K HEW YCTOMYMBBI UHTEPEC;

OK 2 Opranu3oBbiBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BBIOUPATh TUIIOBBIE METOJIBI U
CIOCOOBI BBINIOJHEHUS MNPO(EeCCHOHATBHBIX 3a/ad, OUEHUBATh HMX 3P(PEKTUBHOCTh U
Ka4eCTBO;

OK 3 IIpuHrMars pemeHuss B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTyalUsIX U HECTH 3a
HUX OTBETCTBEHHOCTb;

OK 4 OcymiecTBiaTh MOUCK M HUCIOJb30BaHUE HH(POPMAIUU, HEOOXOIUMOU Jis
3((PEeKTUBHOTO  BBIMOJHEHUS NPO(ECCUOHANBHBIX 3a7ad, MNpo(ecCUOHATBHOTO U
JMYHOCTHOT'O Pa3BUTHS;

OK 5 MHcnonb3oBarh HMHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU B
npodheccuoHaNbHOMN NesATENbHOCTH;

OK 8 CamocTosTeNnpHO ONpEeneNsaTh 3aJaud MPOo(ecCHOHATBHOTO U JMYHOCTHOTO
pa3BUTHUSA, 3aHUMATbCS CaMOOOpAa30BaHMEM, OCO3HAHHO IIJIAHUPOBATh IOBBIIICHUE
KBaJu(UKaIINH;

OK 9 OpueHTHpoBaTHCS B YCIOBHUSIX MOCTOSTHHOTO M3MEHEHHUSI IPABOBOM 0a3bl;

ITIK 1.2. OcymuiecTBassTh IpUEM TPaKJiaH M0 BOMPOCAM IMEHCUOHHOTO 00eCTIeUeHUsT 1
COIIMATIbHOM 3aIlIUTHI.

]_Ie.]Ib 3aHATHA: Haqu/ITBCSI IIpaBUJIbHO, ITIOATOTABJINBATL, COCTABJIATL, YTBCPKAATh U
COIrJIaCOBLIBATb HOMCHKJIATYPbI ACJI

33I[21HI/ICZ BHUMATCIIbHO IMPOYTHUTEC MCTOJUYCCKHC PCKOMCHAALIMKU 110 BBIITOJIHCHHIO
IIPAKTHYCCKHUX 3aHSATUM U BBITIOJHUTE 3adaHud.

3ananue Ne 1:

B oprammzaunonnoii ctpyktype IIAO «KBOopyM» BBIIEIEHBI CTPYKTYpHBIE
MO/Ipa3/ieNIeHus: CeKpeTapuar, Oyxranrepus, otaen kaapos. 3a 2016 roa B CTPyKTYPHBIX
nojpasaeneHusx Gupmel ObuH chopmupoBansbl 16 nen. M3 vux 4 — Bpemennoro 1o 10 jet
BKJIIOUNTENIbHO, 4 — BpemeHHoro cBeime 10 mer, 8 — mocrosHHOro. BhI pabGoraere
ceKkperapeM-peepeHTOM JTUPEKTOpa, 3aHUMAETeCh CHUCTEMAaTH3allued JOKYMEHTOB U
dhopmupoBaHue aer.

[Tonp3ysice IlpuMepHbIM TiepeyHEM YIpPaBICHYECKUX JTOKYMEHTOB C YKazaHUEM
CpPOKOB XpaHeHus (mpui. 9), pazpaboTaiiTe colepkKaTeabHYI0 YacTh HOMEHKIIATYPhI JIed,
3aroJIOBKH, COCTaBbTE (PparMeHT HOMeHKnaTypel aen 1TAO
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«KBOpYym».
Pemenne:

[Ty6mmunoe akimonepHoe oomiectBo «kKBOPYM»

I'enepanbHbII AUPEKTOP

HOMEHKIJIATYPA JEJI I[TAO «KBOPYM»
AponoB 1.B. ApoHoB
25.12.2015 Ne 7 25.12.2016
Ha 2016 rox
Cpok xpaHeHus
Hapexc 3arooBOK siesa (ToMa) Komrsectsozen nena (toma) u [Tpumeyanus
nena (TomMOB) Ne craTpu 1o
MIEPEYHIO
1 2 3 4 5
1. Cexperapuar
1-1 VYcras
1-2 [IpoTokobI
1-3
1-4
1-5
2. byxranrepus
2-1 ['onoBoit 6ananc
2-2 JluuieBblie cuera 1o 3apaboTHOU
njiaTe
COTPYAHHUKOB
2-3
2-4
2-5
2-6
3. Otaen kagpoB
3-1 IIpukasel 110 JINYHOMY COCTaBY
Ha COTPYTHHUKOB
3-2 JInunsble kapTouku ¢. T-2 Ha
COTPYAHUKOB
3-3
3-4
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3-6

CekpeTtapb-pedepeHT3aB. apXUBOM

OIOBPEHO

[Ipotokon 3aceganus
DKCIEePTHON KOMUCCUU

3A0 «KBopym»ot Ne

Ntorosas 3anuch 0 KaTEropusx U KOJIMYECTBE e, 3aBeieHHbIX B 3A0 « KBOPYM)»
2016 .

Ilo cpoxam xpaHeHus Bcero

B Tom uncie
nepexoasamux | ¢ orMetkor IIIK

[TocrosaHOTO

Bpemennoro cBbie 10 et
Bpemennoro 1o 10 et BKIIOUUTEIBHO
Hroro

CexpeTtapb-pedepeHT

3aB. ApXuBOM

KoHTpoJsbHBIE BONIPOCHI
1. Pacckaxkure, 0 HOMEHKIIAType el
2. OxapakTepu3ynre, Kak MOAroTaBIMBATh U COCTABIATH HOMEHKIATYpPy A€
3. OnummTe, Kak yTBEPKAATh U COTJIACOBBIBATH HOMEHKIIATYPY JET

Oo0pa3zen NpakTHYECKOTO 3aHATHSA 10 TeMe 2.4 Opranu3anus
1eJIONMPOU3BOACTBA MO MPeII0KEHUSAM, 3aABJIEHUSIM U KaJ100aM rpaxiaaH

IpakTnuyeckoe 3ansitue Ne 6: CocraBieHue H opopmiieHHe O00paleHMH, HX
perucrpauus. CocraBjieHue u opopMiieHue Kaa00bl

IIpoBepsieMble pe3yabTaThl 00y4YeHMS:

VY.1 — opopMIIATh OpPraHU3aIIMOHHO-PACTIOPSIUTEIbHBIEC TOKYMEHTBI B COOTBETCTBUU
¢ nerctByrommM ['OCTowm;

V¥.2 — ocymecTBIsATh 00pabOTKY BXOISANIMX BHYTPEHHUX M UCXOJAIIUX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

V.3 — opopMISATH JOKYMEHTHI JUIsI IEpEIavyy B ApXUB OpTraHU3AINH;

3.1 — moHsATHE JOKYMEHTa, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTHUPOBAHUS,

3.2 — mpaBuia cocTaBieHUs U O(POPMIICHHUS OPTaHU3AIMOHHO-PACIIOPSIAUTEIHEHBIX
nokyMeHToB (nanee OPJI);
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3.3 — cucrteMy U THUIOBYI TEXHOJOIMIO JOKYMEHTAllMOHHOIO OO0ECreueHus
ynpasienus (nainee 10Y);

34 — o0coOeHHOCTH JENONMPOM3BOJACTBA MO  OOpalleHUsIM TpaxgaH U
KOH(UICHIIMATBEHOTO JIETOMPOU3BO/ICTBA;

OK 1 [Tonnmath CyIuIHoOCTh U COIMANBHYIO 3HAUMMOCTh CBOEH OyayIiei nmpodeccun,
IIPOSIBIIATH K HEW YCTONYUBBIN UHTEPEC;

OK 2 Opranun3oBbiBaTh COOCTBEHHYIO JEATEIHHOCTh, BEIOUPATh TUIIOBBIE METOJIBI U
CHOCOOBI BBITIOTHEHHS] TPO(ECCHOHANBHBIX 3a7a4, OLEHUBaTh UX 3PPEKTUBHOCTH U
Ka4eCTBO;

OK 3 IIpuHMMaTh penieHus B CTAHAAPTHBIX U HECTAHIAPTHBIX CUTYyalUsAX U HECTH 32
HUX OTBETCTBEHHOCTB;

OK 4 OcyuecTBisATh NMOUCK W HUCIOJB30BaHUE HH(POpPMALUM, HEOOXOIUMOHN ISt
3¢ (EKTUBHOTO  BBIOJHEHUS MpOo(ecCHOHANBHBIX 3a4ay, NpOo(EeCCUOHATBHOTO U
JIMYHOCTHOT'O Pa3BUTHSI;

OK 5 MHcnonb3oBarb HMHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU B
po¢heCCUOHATIBHON JIEATEIIbHOCTH;

OK 8 CamMocTosiTeIbHO ONpeAesiTh 3a1auyd MpodheCCUOHATIBHOTO W JIMYHOCTHOTO
pa3BUTHS, 3aHUMATbCAd CaMOOOpPa30BAHMEM, OCO3HAHHO IUIAHMPOBATH MOBBIIICHHUE
KBaJu(UKalnu;

OK 9 OpueHTrpoBaThcs B YCIOBHUSAX MOCTOSTHHOTO U3MEHEHHUSI IPABOBOM 0a3bl;

IIK 1.3. PaccMarpuBaTh makeT JOKYMEHTOB JJIsl HAa3HAYCHUsI TMEHCHUH, MOCOOUH,
KOMIICHCAIIMM, APYIMX BBIUIAT, @ TAKXE MEpP COLMAIBHOM NOMJIEPKKU OTIACIbHBIM
KAaTErOpHsIM I'Pak1aH, HYKIAFOIIUMCS B COLIMAJIBHOM 3aIlUTe.

Hean 3ansTus: Hayuutbesi npaBUIbHO, COCTABIATh U OPOPMIISTH OOpaIlleHUs, UX
peructpanusa. CocTaBisiTh U 0GOPMIIATD KATOOBI

3ajaHue: BHUMATEIHHO MPOUYTUTE METOJAMYECKHE PEKOMEHJIAIUU IO BBHIMOJHEHUIO
MPAKTUYECKUX 3aHSITHI U BBHITIOJTHUTE 3aaHUS.

3ananue Ne 1:

B Anvmunuctpanuio Ilpesuaenta P® mnoctynuino oOpaiieHue OcCyXICHHOU
MaramenoBoii B.A. Ona He cormacHa ¢ pENIEHWEM POCCUMCKUX CYZOB, CUHTAET HX
HE3aKOHHBIMM M HEOOOCHOBAaHHbIMU. OCYXKJEHHAas TMPOCHUT TIJaBy POCCHICKOTO
rocyJ1apcTBa OKa3aTh COJECUCTBUE B MIEPECMOTPE MMPUTOBOPA IO YTOJIOBHOMY AENY C LEIBIO
TOPKECTBA 3aKOHHOCTU M BOCCTAHOBJICHUS CIIPaBEJINBOCTH.

Kax Bwr nymaete, paccmatpuBaeT iu nmogoOHbie obparenus [Ipesuaent PO? Kakoii

otBeT HamnpaBuT Anmunuctpauus [Ipesunenta PO B anpec ocyxieHHoit MaramenoBoii
B.A.?

3apanme Ne 2:

Ha Ge3neticTBre yrpaBisitomieli KOMIAaHUN B MECTHYIO aMUHUCTPAIUIO TMOCTYTIHIIA
xajno06a. OTBETCTBEHHBIN COTPYIHUK OTBETUJI HA JJaHHOE oOpaiiieHue B TeueHue 40 qHel ¢
MOMEHTA TMOJy4YeHHsI BCEX HEOOXOAMMBIX IOKYMEHTOB. KakoB CpOK OTBEeTa Ha *ajloObl U
MHbIe OOpalleHus] Tpa)<JIaH YCTaHOBJIEH B 3aKoHojarelbcTBe Poccuiickoit ®enepanun?
Moryt M npuBi€Yb AOJDKHOCTHBIX JIMI[ MECTHOW AJIMUHUCTPAUUU K IOPHINYECKON
OTBETCTBEHHOCTH 33 HAPYLIEHUE YKA3aHHBIX CPOKOB?
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KoHTpoJibHBbIE BOIPOCHI
1. PacckaxxuTe, Kak MPaBUIILHO COCTABIISITH Kalo0y
2. OxapakTepu3syire, Kak IpaBUIbHO, COCTABIATH U 0POPMIISATH OOpaIeHHsI
3. Onummre, Kak MpaBMWIbHO O0dopmIiIseTcs xanoda
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Hpuiaoxenue 3
TunoBble 3a1aHUs 1J151 KOHTPOJIbHBIX PadoT

OOpa3en nMcbMeHHO KOHTPOJIbHOM padoTsl Ne 1 mo Pa3neay 1: /lokymenTupoBanmne

IIpoBepsiemble pe3yJbTaThbl 00y4eHUS:

V.1 — opopmiIsATh OpraHn3aliOHHO-PACTIOPSIUTENbHBIE JOKYMEHTHI B COOTBETCTBUU
¢ aeuctByrommm ['OCTowm;

V.2 — ocymiecTBIsATH 00pabOTKY BXOIALINX BHYTPEHHUX U UCXOMAIIUX JOKYMEHTOB,
KOHTPOJIb 33 UX UCIIOJIHEHUEM;

V.3 — odopMIATE TOKYMEHTHI AJIs IEPEJAUU B ApXUB OpraHU3aluH;

3.1 — noHATHE JOKYMEHTA, €0 CBOICTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;

3.2 — mpaBuia COCTaBJIEHUS M O(QOPMIIEHMSI OpraHU3aLMOHHO-PACIIOPAIUTEIBHBIX
nokymeHToB (nanee OPJI);

3.3 — cucrteMy U THUIOBYIO TEXHOJOTMIO JOKYMEHTAllMOHHOIO OOeCcreueHus
yrpasinenus (nanee J10Y);
34 — 0COOECHHOCTM JEJONPOM3BOJACTBA IO  OOpalleHWsIM TpaxaaH U

KOH()HIEHIIMAIBHOTO JEJIONPOU3BOCTBA;

OK 3 IIpuHrMars pemeHuss B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTyalUsX U HECTH 3a
HUX OTBETCTBEHHOCTB;

OK 4 OcyuiecTBisiTh MOUCK U HCIOJIb30BAHHE HH(POPMALUHA, HEOOXOAUMOW NJist
3(¢(}EKTUBHOTO  BBIOJHEHUS MPO(ECCHOHAIBHBIX 3aJad, MNpO(ECCHOHATBHOIO U
JIMYHOCTHOTO Pa3BUTHS;

OK 5 MHcnonb3oBarb HMHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTUU B
npodheccuoHaNbHOM e TENbHOCTH;

OK 8 CamocrosiTenbHO OMpenensaTh 3a7adu MpodhecCHOHATBHOTO U JUYHOCTHOTO
pa3BUTHUS, 3aHUMATbCS CaMOOOpa30BaHMEM, OCO3HAHHO IIJIAHUPOBATh IOBBIIICHUE
KBaJu(HUKaILINH;

OK 9 OpueHTupoBaThCs B YCIOBUSIX OCTOSSHHOTO U3MEHEHUS TPABOBOM 0a3bl;

IIK 1.1 OcyuiectBasth npodeccuoHaIbHOE TOJKOBAaHUE HOPMATUBHBIX IPABOBBIX
aKTOB JJIsl peaju3allii IpaB rpakJaH B chepe MEeHCHOHHOTO 00eCneYeHus] U COLUATbHON
3aIIUTHI

IIK 1.2 OcyuiecTBasTh MpUEM TpaxkaaH MO BOIPOCAM MEHCHOHHOIO 00ecTeueHus u
COIIMAIbHOM 3aIUThI

IIK 1.3 PaccmarpuBaTh makeT MOKYMEHTOB JUIS Ha3HAueHUS TICHCUM, IOCOOMIA,
KOMIIEHCALlUM, IPYTHMX BBILIAT, 4 TAKXKE MEp COLMAIbHOM NOIIEPKKH OTAECIbHBIM
KaTErOpusM IpaxkJaH, Hy KIAIOLIUMCs B COLIMAIIbHOM 3aIlNATe

I[IK 1.4 OcymecTBisiTh yCTaHOBJIEHHE (Ha3HAUEHUE, INIEpepacyer, IMepeBo),
WHJICKCAIIMIO ¥ KOPPEKTUPOBKY TEHCHH, Ha3HAYCHHUE MOCOOMA, KOMIICHCAIIMA U JAPYTHX
COLIMAJIbHBIX BBIILJIAT, UCIOJB3YSl HH(POPMAIIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTUU

Bapuant 1

1. Yro nomkeH crenaTh paOOTHUK OpTraHU3AlMK, BU3UPYIOIINI TOKYMEHT, €CJIH OH
HE COTJIACEH C €T0 COJEPKaHUEM?

A) OTkazaTbCsl OT BU3UPOBAHUS JOKYMEHTA

b) 3aBu3upoBaTh JOKyMEHT, BBIPA3UB CBOE MHEHHE
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B) 3aBu3upoBath 1oKyMeHT 0€3 BhICKA3bIBAHUSI CBOETO MHEHUS

2. ConocTaBbTE TEPMUHBI U ONPEICICHUS:

1. JIOKyMeHT A) IlepBblil MM €AMHCTBEHHBIN SK3EMIUIP JOKYMEHTA

2. [TogIMHHUK JOKyMEHTa b) Cnoco6HOCTh TOKyMEHTa MOPOKIATh
OnpeJIeJICHHbIC MMPABOBBIE MOCIIEICTBHS

3. FOpuanueckas cuia JOKyMeHTa B) 3adukcupoBanHas Ha MaTeprUaIbHOM HOCUTEIE
nH(OpMALIHS ¢ PEKBU3UTAMHU, IO3BOJISIONIUMHE €€
UICHTUPUIHPOBATH

4. 1oKyMEeHTO000pOT I') Otpacnb nesarenbHOCTH, 00ECTICUnBAOIIAS

JOKYMCHTHPOBAHUEC U OPraHuU3auro pa6OTBI C
O(bI/ILII/IaJIBHBIMI/I JOKYMCHTaMU

5. Jlenonpon3BoACTBO J1) JIBmxeHrne TOKyMEHTOB B OpraHu3aIlii ¢ MOMEHTa

HX CO3JaHHA WK MOJTYYCHU 10 3aBCPIICHUS
HCIIOJIHCHUA WJIK OTIIPABKH

3. Kakoro Bu/ia ne4yaTu HE CYIIECTBYET?
A) YHuBepcaibHOU

b) I'epGogoii

B) Ilpocroii

I') l'ocynapcTBenHas

4. ConoCcTaBbTE YTBEPKIACHUS U BEPHBIEC OTBETHI:

1. Kakue u3 MNEPCUUCIICHHBIX JOKYMCHTOB HEC

A) YcraB 1 mITaTHOE pacICaHKe
OTHOCSITCS] K OPTraHU3allMOHHBIM

2. Kakue n3 NEPCUNCIICHHBIX JOKYMCHTOB HEC
OTHOCATCA K paCliopsAauTCIIbHBIM

b) TpynoBoil 1oroBop u JIMYHas KapTO4Ka

5. JIOKyMeHT, perIaMeHTHPYIOIINN AesITeIbHOCTh COTPYIHUKOB OpTaHU3aI[IH
A) ycras

b) nomxHOCTHAsI HHCTPYKIHS
B) npuxkas

I') mpotokon

J1) cipaBka

6. ConocTaBbTE PEKBU3UTHI U UX XaPAKTEPUCTUKH:

1. PexBU3UT, HE BXOASLIMHI B hopMyJIsip aKkTa A) agpecat

2. PexBu3uT, HEe BXOAALINI B GOpMYJISip pelIeHUs b) cchka Ha MHIIEKC U AAaTy BXOASILETO
JIOKYMEHTa

3. PexBu3uT, HEe BXOJAUIMM B popMyJisip ycTaBa B) agpecar

7. ComnocTaBbTe BOIIPOCHI U BEPHBIE OTBETHI:

COTPYAHUKOB, BHYTPU OOBEKTHBIA PEXKUM

1. Ilepeuncnaure  BOmpoChl, KOTOpble | A) opraHu3anus paOOThl MPEANPUATHS, B3aUMHBIE
OTpaXalOTCsI B TMpPaBWJIaX BHYTPEHHErO | 00A3aHHOCTH pPAaOOTHUKOB M aIMHUHHMCTPALUH,
TPYAOBOTIO pacropsiaka MIPEeIOCTaBJIEHUE  OTIYCKOB,  KOMAaHJIUPOBaHUE
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2. Ilepeuncnute OCHOBHBIC BUIBI OJAHKOB b) BCTymieHWe; OCHOBHAs  4acTh,  BBIBOJIBI
(pexoMeHaa1vm)

3. [lepeunciute OCHOBHBIE 3JIEMEHTHI B) oOmmii Onank, OnaHK sl TUCEM, OJIaHK C

JIOKJIa/1a NPOAONBHBIM WM YIJIOBBIM  PaCIIOJIOKEHUEM
PEKBH3UTOB

8. 3a Hapy1ieHus paBuil pabOThI C TOKYMEHTAMHU YCTAHOBIICHBI CIIETYIOUIUE BUIbI
OTBETCTBEHHOCTH (BBIOEPHUTE HECKOJIBKO MPABIIIBHBIX OTBETOB):

A) puHAHCOBO-TIpaBOBasi OTBETCTBEHHOCTh

b) matepuansHas

B) anmuHHMCTpaTHBHAS OTBETCTBEHHOCTD

I" yrosoBHast OTBETCTBEHHOCTh

9. Kakue pa3Mepsl AOIMYCKaIOTCS ISl JIEBOTO TMOJISl JOKYMEHTA (BHIOEPUTE HECKOJIBKO
MIPaBUJILHBIX OTBETOB)

A) He MeHee 25 MM (Tipu cpoke xpaHeHus He Oonee 10 jer)

b) ne menee 20 Mmm (ipu cpoke xpanenus He Oosee 10 ner)

B) ne menee 40 mm (ripu cpoke xpaneHus 6osee 10 yer)

I') ue menee 30 MM (Tipu cpoke xpanenus 6ozee 10 ner)

) ne menee 50 mm (ripu cpoke xpaHeHus 6omuee 10 yer)

10. BeiOepuTe mnpaBWiIbHbIE BapHaHTBl YKa3aHUA JaThl (BBIOEPUTE HECKOJIBKO
MIPaBUJILHBIX OTBETOB)

A) 5 urons 2018 rona

b) 05.06.2018

B) 05.06.18

I') 05 urons 2018 roma

11. Kakue u3 mpudroB pexkomeHaoanbl 'OCToMm K HCHonb30BaHUIO (BbBIOEpUTE
HECKOJIBKO MTPaBUIIBHBIX OTBETOB)

A) Georgia

b) Verdana

B) Courier New

I') Arial

1) Tahoma

E) Times New Roman

12. JIokyMeHT, aJpecOBaHHBIM BBILIECTOSIIEMY JIMIYy, B KOTOPOM OIMUCHIBAIOTCS
MPUYUHBI COOBITHS, (aKTa, MPOUCIIECTBUS — ITO:

A) oObsicHUTENBHAS 3aMKCKa

b) nucemo

B) cnpaBka

I') mpotokon

J1) peuienune

13. ConocTaBbT€ TEPMHUHBI U UX ONPENEIICHUS

\ 1. OpuruHan JOKyMeHTa \ A) 3aBepeHHas MoJIHAsL KOMUs UCXOMASIEro TOKYMEHTa, OCTaIoIascs
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y OTIIPABHUTEIIS

2. Oco0ble OTMETKH b) Dx3emruisip 1oKyMeHTa, SIBISIOMUNACS UCXOHBIM MaTEPHATIOM JIJIs
KOIIMPOBAHUS

3. OTnyck B) Ctenenb OTKPBITOCTH, CPOYHOCTH UCTIOTHEHUS JOKYMEHTOB

14. OcHOBHBIC BUABI JOKYMEHTOIIOTOKOB B OpPTraHU3AIMH — 3TO (BBIOEPUTE HECKOJIBKO
MIPaBUJIBHBIX OTBETOB):

A) JIEKTPOHHBIE TOKYMEHTHI

b) Bxoasiiue 10KyMeHTbI

B) apxuBHBIE TOKYMEHTBI

I') BHyTpeHHUE TOKYMEHTHI

J1) ucxonsiue JOKyMEHTHI

15. OTBer Ha oOpaleHue rpakJaHWHA B MEHCUOHHBIN (OHM OJDKEH OBITh JIaH B
CPOK

A) 20 nueit

b) 10 nueit

B) 30 nueit

I') 5 nueit

) 7 nueit

16. Ykaxute OCHOBHbIE TpeOOBaHMS K DIEKTPOHHOMY JIOKYMEHTY (BblOepuTe
HECKOJILKO MPaBUIBHBIX OTBETOB)

A) 10CTOBEPHOCTH

b) cexpeTHocTh

B) npurognocTh

I') o6opaunBaeMoCTh

J1) Hanmmyme OyMa)KHOUM KOTTHH

E) ayrenTHYHOCTH

) nuenoctHOCTh

17. IIncbMO-HAaTIOMUHAHUE — 3TO

A) IOKYMEHT, MOATBEPKAAIOIINI MOJIy4eHHE LICHHOCTEN

b) noxymeHT, cooO1maromuii 0 npuOIMKEHUH, YCKOPEHUH, HICTEYEHUH CPOKa
MCIIOJTHEHUS KaKOTr0-JIM00 JIeHCTBUS

B) nokymenT, conepxauiuii MpuriialieHue Ha MeponpusiTue

I') nokymeHT, coaepxamiuii ”HGOPMAIUIO O MPOBOJIUMOM MEPOIIPUSATHH

18. Ha kakoM JIOKyMEHTE HE CTaBUTCSl PEKBU3UT HAMMEHOBAHUE BUJIa JOKYMEHTA?
A) ITucemo

b) JJomKHOCTHOM HHCTPYKIIUU

B) YcraB

I') [Ipotokon

J1) Horosop
E) Ilpukas

19. OtrcopTupyiite TOKYMEHTHI Ha IBE TPYIIIBI — BXOASIIHNE U UCXOISAIINE:
35



Bxopsmiye 10KyMeHThI Hcxonsimuye TOKyMEHTBI

JlenoBble MHChMa, OpPraHU3allMOHHBIC JOKYMEHTBI, MPHUKa3bl OPraHU3alNM, YKa3bl,
MIOCTAHOBJICHHUS, JOBEPEHHOCTb, JOTOBOPHI, aKThl, *ajlo0bl, 0OpailleHus OT (PU3MUYECKHUX
JIU1, pacTIOPsHKEHHUS, TOPYUYEHUS

20. ITocneanauii aTam paboThI ¢ JOKYMEHTaMH — 3TO. ..
A) cnaya B My3eit

b) cnaua B apxuB

B) omy6iimkoBaHre BO BCEX POCCHICKUX ra3eTax

I') cnaua cexperapio

Bapuanr 2
1. Kakoii BapuaHT opOpMJIEHHS CIIPABOYHBIX JaHHBIX 00 OpraHM3aluyd U KOJOB B
0JIaHKE OpPTaHU3AIMH SIBJIIETCS] TPABUIIbHBIM

l. OO0111eCcTBO ¢ OrpaHUYEHHOM 2. OO111ecTBO € OTpaHUYEHHOM
OTBETCTBEHHOCTHIO OTBETCTBEHHOCTHIO
«ABTOKAP» «ABTOKAP»
117312, Mockga, yi. @epcmana, 1. 5/1 V. @epcmana, 1. 5/1, Mocksa, 117312
Ten. 721-33-33; daxc 721-19-00; Ten. (495) 721-33-33; dakc (495) 721-19-00;
e-mail: avto@avto.ru e-mail: avto@avto.ru
OI'PH 1127776500001, OKIIO 2356447; OI'PH 1127776500001;
MHH/KTIIT 0112220000/011777000 WMHH/KTIIT 0112220000/011777000
No No
Ha Ne Ha Ne oT
oT

2. Kakoii BapuaHT oopMIICHUSI PE3OJTIOIIUU PYKOBOJIUTEIS SIBJISICTCS] TPABUIIHHBIM?

1. Kpasuosy M.II.

2. Kpasuiosy M.I1.
[Tporry moArOTOBUTH 3aKJIFOYEHHE K PaBLOBY

ITpoury paccMOTpeTs.

18.04.2007.
[Toanuces pykoBoauTENS
[Toanuce pykoBoauTens 10.04.2007
10.04.2007 o

3. KTo yTBEpKIaeT HOMEHKIIATYPY JI€JI OPTAHU3ALMH, ONMCH JOKYMEHTOB M aKTHI O
BBIJICJICHUU JJOKYMEHTOB K YHUUTOKECHUIO?

A) DKcniepTHast KOMUCCHSI OpraHU3alUu.

b) PykoBoauTens opraHu3aiuu.

B) ApxuB, npyHUMAaIOIINI TOKYMEHTHI TAHHOW OpraHu3alluy Ha XpaHEHHE.

I') HauanbHUK OTAEHa KaJpOB
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4. Kak pomxHa ObITh OdoOpmIIEHA MNOAMHUCH, €CIM 3aMECTUTENh PYKOBOIUTEIS
OpraHu3allyd UMEET MPABO MOMUCHIBATH JOKYMEHTHI BMECTO PYKOBOIUTEINS B CIy4yae €ro
BPEMEHHOTO OTCYTCTBUSI?

A) I'enepanbHbIil TUPEKTOP ITonmuce JLN. CanukoB
b) 3am. renepanbHOro JUpeKTopa [Toamuce O.I1. Pemu3oB
B) U.o. renepanbHOrO qUpeKTOpa [Tonmuce O.I1. Pemu3zos

I') npaBuIBHBIN BapuaHT MOJANUCHA OTCYTCTBYET B YKa3aHHBIX BapUaHTaX

5. Ucxopsamme nOKyMEHTBI PETUCTPUPYIOTCS B:
A) B IeHb TIOJIMTUCAHUS

b) uepes nenp

B) nens ornpaBku

I') nenb mocTymeHus

6. IlepeuncneHHble HUXKE PEKBU3UTHI PACHPENECIUTE MO TPEM YACTAM JOKYMEHTA
(3arosioBouHasi, coqiepkaTeabHasi, oopmIsitonias):
HanmeHoBaHue pekBU3HTa YacTp TOKyMEHTa
1) kox opranuzanuu
2) cripaBOYHbBIC JaHHBIE 00 OpraHU3aAlNH
3) OoTMeTKa O MOCTYIJICHUH JOKYMEHTa
B OpraHu3aIHio
4) 3aroJoBOK K TEKCTY
5) HauMEHOBaHME BU/a JOKYMEHTA
6) nmara TOKyMeHTa
7) TEKCT JOKYMEHTa
8) oTMeTKa O 3aBEpEHUH KOIUU
9) moanuch

7. Ucnionb3ys nepeyeHb pekBu3uToB 1o0KkyMeHTOB B ['OCT P 6.30-2003, onpenenure,

IPaBUJIBHO JIM Ha3BaHbI IIEPEUYUCICHHBIE PEKBU3UTHI:
PexBuzur [IpaBunbHOE Ha3BaHKE

1) I'ep6 Poccuiickoit ®denepannn
2) JOTOTHII OpPTraHU3aNH
3) Koj opraHu3anuu
4) xoJl JOKyMEHTa
5) HaMMeHOBaHUE OpraHU3aluU

6) aapec opraHuzauu
7) perucTpalMoOHHBII HOMEp TOKyMEHTa

8) meuatb
9) BU3BI COTJIACOBAHUS JOKYMEHTA

10) uneHTHPUKATOP SIEKTPOHHON KOIMUH JOKYMEHTA

8. Ompenenure, Kakue U3 TMEPEUUCICHHBIX PEKBU3UTOB SIBJISIIOTCS 00s3aTEIbHBIMU
pu 0(OPMIICHUH TOKY MEHTOB:

HanmMeHoBaHMe peKBH3HTA [TpusHak pexBu3UTAa
1) ccpuika Ha peruCTPallMOHHBIA HOMEp U JaTy JOKyMEHTa
2) noAnuch
3) orMmeTKa 00 UCITOTHUTEIIS
4) Koz opraHuzanuu

37



5) OoTMETKa O HaJIM4YUU IPUIIOKEHUS

6) nmara TOKyMeHTa

7) oTMETKa O KOHTPOJIE

9. V3 mepeyncieHHbIX PEKBU3HTOB BBIOEPUTE MTOCTOSIHHBIE:

HaumenoBanue peksusura

IIpu3Hak pexBu3uTa

1) xox GpopMbI TOKyMEHTa

2) perucTpanoHHbII HOMEp JOKyMEHTa

3) cmpaBoYHbIEe JaHHBIE 00 OpraHU3AIUH

4) HaMMEHOBaHHE BUJA JIOKYMEHTA

5) aapecar

6) HaMMEHOBaHUE OpPraHU3alUU

7) pe3oorus

8) OTTHCK me4yaTu

10. Ucnionb3yst popMyisip-oOpasel; 1oKyMeHTa (IpuiiokeHue 1), Hanummure, Kakue

PCKBU3UTHI JOJIZKHBI PACIIOJIAraTbCA:

B npaBoli BepxHeil 4acTu JOKyMEHTa

B npaBoii HUKHEN 4acTh JTOKyMEHTa

[Ipunoxenue 1

PacnosnokeHrne 0CHOBHBIX pEKBU3HUTOB ((hopmyJisip-oOpasel] JOKYMEHTA)

01 I'ocynapctBennsiii repd PO

03 DmOema opraHu3auu

08 HanMeHOBaHKE OpraHu3anuu
09 CripaBouHbI€ JaHHbBIE 00
OpraHu3alMu:yJI.; IOM; TOPOI;

3arosoBoYH HHIEKC:
at Ten.; dakc;
4acThb pacueTHBIN cUeT B OaHKe
JIOKYMEHTA |

: 10 Bun noxymenra
1 04 OKIIO 05 OI'PH 06 MHH/KIIIT 07 OKY 1

11 [lara 12 Ne
13 Ha Ne OoT
14 MecTo cocTaBJIEHUS
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19 OT™meTka 0 KOHTpoOJIe

16 I'pud yTBepxaeHus

15 Anpecar

16 Pe3omronus




[ Ocmanma 1
OcnoBna | 18 3aronoBoOK K TEKCTY

A49aCTh :
TOKYMEHT | Hauaio a63ara texcra
1
a 1
1
I 20TEKC
1 T
21 Ilpunoxenune
pactudpoBKa MOATUCH
22 JI0JDKHOCTb JIUIIA,
OdopmIsio MOJIMCABIIETO JOKYMEHT MOJTITHCh
25 Ileuatsn
mas
4acTh
JIOKyMEHTA

23 I'pud cornacoBaHus TOKyMEHTa
24 Bu3a coryiacoBaHus TIOKyMEHTa
26 OT™MeTKa O 3aBEpEHUH KOIUU JTOKYMEHTa
27 ®aMuIus UCTIOJIHUTENS U TeNeOoH

29 OTmeTKa 0 NOCTYIIIEHUU

28 OrMmerKa 00 UCIOJIHEHUN
JOKYMEHTaH HaIPaBICHUU
€ro B JeJ0

30 UnenTuduxatop 371eKTPOHHON KOMUU
JIOKyMEHTa

11. B xkakom ciydae mpaBuiIbHO 0(hOpPMIIEH PEKBHU3UT «AipecaT»?

A) Hupexrtopy I'BIIOY BO «MockoBckuii b) lupexropy

MHOTOIPO(MUIBHBIA TEXHUKYM» TexHukymallcakoBy

HcakoBy Baneputro lIBanoBuuy B.A.

B) 397 855, Boponexckas I') Jupexropy I'BIIOY BO «Mockga
00:1.T. MockBa MHOTONPOGUIBHBINA TEXHUKYM)»
yi. KommyHnapos, 29 B.1. UcakoBy
Hupexropy I'BIIOY BO «OMT»

12. B kakom ciydae npaBuiibHO oopmiieH pekBu3uT «lloamucky Ha OJaHKe JOKyMEHTa?
A) dupexrop I'BITIOY BO «MockoBckwii Hcakos B.N.Hcakos
MHOTONPOGUIBHBINA TEXHUKYM)

b) lupexrop TeXHUKyMa Hcaxkos Hcaxkos B.H.

B) upexrop Hcakos B.M.HcakoB

13. B xakom ciydae npaBuiibHO 0(OpMIIeH PeKBU3UT «OTMETKA O 3aBEPEHUH KOTIHM ?
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A) Bepso:

Hauvaneauk otaena kaapos H.B. Manbiesa

Manviuesa

b) Bepuo

Hauvaneauk otaena kaapos H.B. Mankmmesa
Manviuesa

B) Bepno
Manviuesa H.B. Mansiesa

HauanbHuk oTzena kaapos
16.09.2016

- -
]

15. IlepeunciieHHbIE HWXXE JOKYMEHTHI pACIPEEIUTEe IO YEThIPEM TIpyIIaM
(Oyxrantepckue, KaJpoBble, IOPU IUYECKHUE, OPraHU3aIl[MOHHbIE):

MPUXOJHBIA KACCOBBIN OpJIEp;

IpUKa3 o prueMe Ha padoTy;

NOJIO)KEHUE O KAHLIEISIPUU;

KBapTaJbHBIN OaaHc;

OpeTeH3Us OT PUPMBI-ITapTHEPA MO KAYECTBY MPOIYKIHIH;

aKT O HAPYLICHUH TPYJAOBON AUCIUIUIMHBI;

JOJDKHOCTHASI HHCTPYKLUS CEKpETaps;

cueT-(pakTypa;

MCKOBOE 3asBJICHUE B apOUTPAXKHBIN CY/I;

IpHUKa3 0 IPEMUPOBAHUN PAOOTHHKA,;

M0JIOKEHHE O KOPIOPATUBHOM KYJIbTYPE;

ITPOTOKOJI 3aCCAaHNA aTTGCTaHHOHHOﬁ KOMHCCHHU.
OpranuzanvoHHble byxranrepckue Kanpossie IOpununueckue
JIOKYMEHTBI JIOKYMEHTBI JIOKYMEHTBI JOKYMEHTBI
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16. VYkaxuTe NpaBWIbHBIA BapHaHT aAPECOBAHMS JOKYMEHTA, HAIPaBISIEMOIO

(U3UYECKOMY JIHITY.

A)

H.JI. lermoBoit
[lonsipuas yi., n. 32, xopr. 1,
kB. 10, Mocksa, 127312

B) Asgonuny 10.0.
114056, Mockaa,
yi. Obpyuesa, a.15, kB. 7

b)

Makaposoii I'.E.
3apeunas yi., A. 25, kB. 36,
r. Mypom, Bragumupckas

I') TIlponerapckuii mp., a. 128,
kB. 89, r. Pg3anb, 336450
A.B. BononuHoi

0011.,213711

17. I[OHOJIHI/ITG HpI/IBCI[éHHOe HHWIKC IIPCIIJIOKCHUC IMPOITYIICHHBIMU CIIOBAMMU:
HpI/IKa3I>I 10 JIMYHOMY COCTaBy CBA3aHblI C BOIIpOCAaMM, KaCarOIUMUCA

OpraHU3allxu.

18. JloronHKUTE NPUBEAEHHOE HUXKE MTPEMJIOKEHUE MPOIYIIIEHHBIMU CIIOBAMMU:
[Ipukaz o BO3JIOKEHMHM Ha paOOTHUKA JOMOJHUTENbHBIX  OO0S3aHHOCTEU
OTHOCUTCA K MpHUKa3am

19. JTonoysHNuTE NPUBEAEHHOE HUKE NIPEMIOKEHNAE NTPOITYILIECHHBIMU CJIOBAMH:
[Tpukassl Mo IMYHOMY COCTaBY OpopMIIseT ciryx0a
OpraHU3aLHH.

20. JononauTe NpUBEAEHHOE HUKE MTPEIOKEHUE POITYIIEHHBIMU CIIOBAMM:
IIpykassl 110 JTUYHOMY COCTaBy BEAYTCS OTHEIBHO OT IIPUKA30B

Kinroun:
Ne 3ananus Otsets! Bapuanr 1 OtBetnl Bapuant 2
1. b b
2. 1-B,2-A,3-b4-1.5-' | A
3. A b
4. 1-b,2-A b
3. b A
6. 1-B,2-B,3-A 3ar-a,0,1,¢e
Copep-1.€. Odop-B,x
7. 1-A,2-B,3-b B,JL.E.3
8. B,I' b,E
9. b,I' B,I.E
10. Ab B npasoii-
02,03,04,0,07,08,09,10,11,13,
14,19,15,16,17,18
11. b,I.E A
12. A A
13. 1-5,2-B,3-A B

41



14. b,IJ] b

15. B byx-J1,)K,3.
Kan-b,U. Opua-A,I',E

16. AB.EE B

17. b O npuéme, yBOIIbHEHUH,
OTIYCK

18. A Pacniopsixenue o
BO3JI0’KCHUU JOI. AL

19. Bx-a,r,n,é,e,x,3,1 KaJpoBas

Hc-6,B,1,K
20. b [To 0CHOBHOM JI€SITEILHOCTH

OO0pa3en nucbMeHHO KOHTPOJIbHOM padoThl Ne 2 mo Pa3neny 2: Opranuszanus
padoThHI C JOKYMEHTAMHU

IIpoBepsiemble pe3y/ibTaThbl 00y4eHHS:

V.1 — odopmasTe OpraHU3alMOHHO-PACHOPSIUTEIbHBIE  JTOKYMEHTHl B
cootBeTcTBUHU C AecTByomuM 'OCTom;
V.2 — ocymecTBiasATh ~ 00pa0OTKYy BXOASIIMX BHYTPEHHUX M HCXOISIINX

JOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHEHUEM;
V¥.3 — opopMIIsATH JOKYMEHTBI JUIsI IEpEIavuy B ApXUB OpraHU3aIINH;
3.1 — moHATHE JOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI JOKYMEHTHPOBAHNS;
3.2 — npaBuiia COCTaBJICHUS U OPOPMIICHUSI OPTaHU3AIMOHHO-PACTIOPSTUTEIHHBIX
nokyMeHToB (nanee OPJI);

3.3 — cucteMy U THUIOBYIO TEXHOJOTUIO JOKYMEHTAI[MOHHOTO OOeCIeUYeHuUs
yrpasienus (nanee J10Y);
3.4 — 0coOEHHOCTM JEJNONPOM3BOACTBA IO OOpalIeHUsIM TpaxaaH W

KOH(PUIEHIIMAIBHOTO JEIONPOU3BOICTBA;

OK 1 IloHumaTh CyIIHOCTh U COLMAIbHYIO 3HAYMMOCTh CBOEH Oyayiiei
npodeccuu, NposiBIATh K HEW yCTOMUMBBIA UHTEPEC;

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JESTEIBHOCTD, BEIOMPATH TUIIOBBIE METOJIbI
U CrocoObl BBHIMOJTHEHHS MPOQPECCUOHANIBHBIX 3aJ1ay, OIEHUBATh UX 3(P(HEKTUBHOCTh U
KAau€eCTBO;

OK 3 I[IpuHuMaTh peleHns B CTAaHAAPTHBIX U HECTAHIAPTHBIX CUTYalUsIX U HECTH
3a HUX OTBETCTBEHHOCTb;

OK 4 OcymiecTBiIsITh TOUCK W HCIIOJIB30BaHUE MH(pOpMAIMU, HEOOXOIUMOMN IS
(¢ (PEKTUBHOTO BBINOJHEHUSI MPO(ECCHOHATBHBIX 3a7ad, Npo(ecCUOHATBLHOIO U
JUYHOCTHOTO Pa3BUTHS;

OK 5 Ucnonb3oBaTh HWH(POPMAMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU B
npodeCCUOHATILHON JIeATEIbHOCTH;

OK 8 CamocTosiTensHO OnpeAeisaTh 3a7auu NpodheCCUOHAIBHOTO U JIMYHOCTHOTO
pa3BUTHUSI, 3aHUMAThCA CamMoOOpa3oBaHUEM, OCO3HAHHO TUIAHUPOBATH IOBBLIIIICHUE
KBaTM(UKAIUH;

OK 9 OpueHTHpOBaTLCA B YCIOBHSIX MOCTOSTHHOTO M3MEHEHUS PABOBOM 0a3bl;

[1K 1.2. OcymiecTBasTh MpUeM Tpaxkaad Mo BOMPOCaM MEHCHOHHOTO 00eCTIeueHUS
U COI[UAJIbHOM 3aIlUThI;
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[IK 1.3. PaccmarpuBaTh NMakeT JTOKYMEHTOB sl Ha3HAYCHUs MEHCUH, MOCOOUH,
KOMIIEHCAllUi, APYTUX BBIIUIAT, a TAKXKE MEP COUUAIBHOW MOANEPKKH OTIAEIbHBIM
KaTEropusM I'paXkJaH, Hy KIAKOMUMCS B COLIUATIbHOM 3aINTE.

[1K 1.4. OcyuiecTBIATh YCTAaHOBJICHUE (HA3HAUCHUE, MIEPEPACUET, IEPEBOI),
HMHJIEKCALUIO U KOPPEKTUPOBKY MEHCH, HA3HAYEHHE MOCOOMI, KOMIIEHC AUl 1
APYTUX COLMATBHBIX BHIIUIAT, UCTIOJIB3YSI HHPOPMAIIMOHHO-KOMITBIOTEPHBIE
TEXHOJIOTUH.

[1K 1.6 KoHcynpTupoBaTh rpak1aH v MpeACTABUTENEH FOPUINYECKUX JIHILL T10
BOITPOCAM IMEHCHOHHOTO 00ECIIEYEHUS U COLIMAIBHON 3AIUTHI

Bapuanr 1

1. JlomoyiHUTE MPUBEAEHHOE HIDKE TIPE/TIOKCHIE MPOITYIIIEHHBIMI CIIOBAMH:
[Tocne 3akiroueHus] TPYIOBOTO JOTOBOpa HEOOXOAMMO OQOpPMIICHHE IpHKa3za o

2. llepeuyucieHHblE HIKE PA3HOBUIHOCTH TIPUKA30B pACIPENEIUTEe MO ABYM
rpynmnaM (MpUKa3sl MO JXYHOMYCOCTABY U IIPUKA3bI IO OCHOBHOM JIESITEIIBHOCTH):

OO0 00BABICHUU BBIXOJHOTO JIHS pabOYUM.

O pacnpeneneHuU  OOS3aHHOCTEH  MEXKAY  3aMECTHUTEIAMH  PYKOBOIUTEIS

OpraHu3aIMH.

O HarpaxjaeHu pabOTHHUKA IIEHHBIM MOJAPKOM B CBSI3U C IOOUJIEEM.

006 okazanuu pabOTHUKY MaTEPUATBHON TTOMOIIIH.

O npenoctaBiaeHUU paOOTHUKY OTIyCKa 0€3 coXpaHeHHUs 3apabOTHOM IJIATHI.

OO0 ycraHoBIeHUU PaOOTHUKY HaJ0aBKH K 3apIuiate.

06 yTBepxaeHNN MHCTPYKIIMH 110 KaJpOBOMY JEJIONPOU3BOJICTBY.

O BHEIpPEHUH HOBOM TEXHOJIOTUU MPOJAK.

O nanpaBiieHHH paOOTHUKA B KOMaHIUPOBKY.

O06 yBoIbHEHUHN PAaOOTHHUKA 32 MPOTYII.

O noxroroBke rpaduka oTiyckoB Ha 2017 T.

O06 u3meHeHnu (HaMuIMK B CBSI3U CO BCTYIUICHHWEM B Opak.

HpI/IKa3H 110 INYHOMY COCTaBYy HpI/IKaSLI 110 OCHOBHOH JI€ITEILHOCTH

3. Boummre B npuBen€HHBIC HIDKE MPEIIOKECHHUSI, IPOMYIIEHHBIC BUIBI OOpaIICHHIMA
rpakIaH:

Korma rpaxmanuHy HEOOXOAMMO COJEHCTBHE B pealu3allid €ro TMpaB W
CcBOOOJ, OH NHUIIET .

4. BnumuTe B NPUBEIEHHBIE HIKE MPEAJIOKEHHUS, MPOMYILEHHbIE BUABI OOpaIeHH
rpakIaH:
JIns BOCCTAaHOBJIEHUS WM 3aIWATHl CBOMX HAPYILICHHBIX MPAaB T'PAXKIAHUH JOJDKEH
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O6paTI/ITBC5{ B COOTBCTCTBYIOIIME OPraHbl C

5. Brimmure B npuBenEHHBIE HUXKE MPENIOKEHUS, MIPOIYIICHHbIE BUIbI 0OpaIeHnii
IpaKkIaH:

Ecnm  rpaxpgaHMH XO4YeT BBICKA3aThb CBOM PEKOMEHIALMMU 110  YJIyYIICHUIO
NEATEIBHOCTH TOCYIapCTBA, TO OH JOJKEH COCTABUTH JOKYMEHT, Ha3bIBAEMbIA .

6. Hwxe mnepeuncinensl pekBU3UTHI JuIeBol croponsl PKK miga perucrpanuun
obOpaienui rpaxkaan. Onpenenure, Kakod PEKBU3HUT 3/1eCh OTCYTCTBYET:

Pezonromus.

JlaTta, UHAEKC NOCTYIUJICHHUS.

Bun nokymenra.

Kona dopmsr mo OKVY /1.

HaunmenoBanme peructpaiiioHHON (HOPMBEIL.

CpOK UCTIOJIHEHUS.

KoppecnionaeHr.

ABTOD, 1aTa, MHIEKC COMPOBOIUTENBHOTIO MUChMa

Kpatkoe conepxanue.

OTBETCTBEHHBIN UCHOJTHUTENb.

[Ipeapiaymue oOpamieHus.

OTtBeT:

7. Hwxke mepeunciieHbl PeKBU3UTHI 000poTHOM cTopoHbl PKK mms perucrpanum
obpamenuii rTpaxaaH. Omnpenenure, KaKoW U3 TEPEUYHCICHHBIX PEKBU3UTOB HE
npeaycMoTpeH TUMOBBIM MOJIOKEHUEM O BEJICHUHU JACIOMPOU3BOJICTBA T10 MPEIJIOKECHUSIM,
3asABJICHUSIM U jKasio0aM rpakaaH:

JlaTa, MTHIEKC UCIIOJIHCHMUS.

®oHJ1, ONHCH, JIEIO.

XOJ UCIIOJTHEHUS.

Anpecar.

JlaTa cHATHS TOKYMEHTa C KOHTPOJIS.

Jleno, ToM, JTUCTHI.

C KOHTpOJISI CHAL.

Conepxanue.

[Toxmuce koHTpOJIEpPA.

OTtBeT:

8. Hmwke mnepeuncieHbl TNPUYMHBI HEUCIIOJHCHHUS OOpalieHud TrpaxkaaH B
YCTaHOBJICHHBIN CpoK. OTnpeieuTe, KaKyo MPUIHHY HETb3s MPU3HATh YBAKUTEIHLHOM:

HecBoeBpeMeHHas nepegava paOOTHHUKY ITOCTaBJICHHOTO Ha KOHTPOJIb JOKYMEHTA.

Hanpasnenue paboTHrKa Ha 00s13aTEIbHBIA METUIIMHCKUI OCMOTP.

OtcTpanenune pabOTHUKA OT PAOOTHI 10 MEAUITMHCKUM MTOKAa3aHUSIM.

HemnpenocraBinenue paObOTHUKY HEOOXOMWMBIX CBEIEHWN M3 JAPYTUX CTPYKTYPHBIX
MOJIPA3ICJIICHAN OpraHU3alH.

HamnpaBnenue paboTHHKA B CTYKEOHYI0 KOMaHIUPOBKY.

Nwmerommasicss y pabOTHHKA, MO €r0 MHEHHIO, «IEPErpyKeHHOCTH» CIY>KEOHBIMU
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3aJJaHUSIMU.

[IpenocTaBnenrne pabOTHUKY €XKETOJHOTO OIJIAYUBAEMOT0 OTIYCKa B COOTBETCTBHUH
C Tpa)KOM OTITyCKOB.

Hetpynocmnoco6HOCTh pabOTHHKA.

HampaBnenue paboTHWKAa Ha KypChl TOBBINIEHUS KBATH(PUKAIUA C OTPHIBOM OT
paboTHI.

OrtBerT:

9. U3 npuBeACHHBIX HWXKE YTBEPXKACHUI BhIOCPUTE MpaBWIbHBIEC. YKaXKHUTE OYKBBI
BEPHBIX YTBEPKICHUI.

A) Bce nmocTymnaroniye B OpraHu3aiuio JOKyMEHThI perucTpupyroTes ciyxoon 10Y.

b) [locTtynuBiime B OpraHu3alyio JOKYMEHTHI perucTpupyrorcs ciyxooit JIOY
BBIOOPOYHO MO yKa3aHUIOEE PYKOBOIAUTEIIS.

B) Ciyx6a 1OV He peructpupyet OyXrairepckue T0KyMEHTHI.

I') U3 moctynuBmIMX B OpraHu3anuio JokKyMeHTOB ciyxx0a JIOY peructpupyer
TOJIBKO T€, KOTOPBIE MEPENAIOTCA HA pACCMOTPEHHUE PYKOBOIUTEIIIO.

) B cayx6e OV peructpupyroTcsi Bce IMOCTyHAOIMME B OPraHU3ALMIO
JOKYMEHTBI, 3a HCKIIOYEHHEM TiepedunuciieHHbIXx B «llepeune [OOKyMEHTOB, He
MOIeXKAIINX perucrpanuu B ciyxoe JJOY».

10. Hwmxke yxa3aHbl PEKBU3UTBHI, KOTOPbIE BHOCITCA OJHOW W3 OpPraHU3alHi B
PETUCTPALIMOHHYIO (GopMy (KypHaia) TMpU PETUCTPALUU MOCTYHNAIOUIMX IHCEM.
Onpenenure, Kakue 0Os3aTeNIbHbIE JJII  PETUCTPAlUM  JOKYMEHTOB  PEKBHU3UTHI
IIPOITYLIEHBI B IPUBEIEHHOM niepedHe. OTBET 3alMIINTE:

A) JlaTa nocTymieHus T0KyMEHTa B OpraHU3aluIo.

b Kpartkoe conep:xaHne JOKyMEHTA.

B) Pezomronus.

I') HaumeHnoBaHue TOKyMEHTA.

J1) Homep nokymeHTa.

E) Pacniicka ucnojiHUTENS B IOJIyYEHUU JJOKYMEHTA.

K) KonruecTBO MCTOB U 3K3EMIUISIPOB JOKYMEHTA.

Otser:

11. Kakoli n3 noaxoa0B K COKPAILIEHHUIO CJIOB U CJIOBOCOYETAHUIO HEJB3S1 TPUMEHSTH:
A) T.e. (TO ecTb)

b) puc. (pucyHok)

B) T1.r. (Texyuiero roaa)

I') 1.3. (Hawei 3ps1)

12. Kakoif u3 mnepedyucieHHBbIX JOKYMEHTOB OTHOCUTCS K HH(OpMAIMOHHO-
CIIPAaBOYHOM JOKYMEHTALINU:
A) mpoTokon
b) mrraTtHOE pacniucanue
B) ycraB
I') pemienue
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13. Kakoii u3 peKBU3UTOB COJACP)KUT YKA3aHUE OTHOCUTEIBHO pelieHus (TOAr0TOBKH
pEIIeHMS ) BOMPOCa, U3JI0KEHHOTO B JOKYMEHTE:

A) pezomronus

b) Bu3BI coritacoBaHus TOKyMEHTA

B) rpud yTBepx)ACHUS TOKYMEHTA

I') noanuce

14. ®opma BHYTpPEHHEM 1€JI0BOM MEPENUCKUA MEXKAY MOpa3IeICHUSIMU OpraHU3allU
WIH JTIOJKHOCTHBIMM JIMIIAMU, HE HAXOIAIIUMUCS B MIPSMOM MOTYUHEHUU:

A) nokiiagHas 3anucka

b) cnyxebnas 3anucka

B) oObsicHuTeNnbHAS 3amMCKa

I') BHyTpeHHSIs1 3amucKa

15. Kak Ha3bIBaeTCsi COBOKYMHOCThH JIOKYMEHTOB, COJEpXKaIIMX HauOoJyiee IMOIHBIC
CBEJICHUS 0 pa0OTHUKE U €r0 TPYAOBOU JIEITEIHHOCTH:

A) nTu4HOE /€710

b) TpynoBas kHuxkKa

B) tpynoBoii norosop

I') nuunas kapTouka pabOTHHKA

16. Onun U3 crnocoOOB pacmnoiOKEHUsI PEKBU3UTOB Ha OJIAHKE:
A) BepTUKaJIbHBIM

b) ropusoHTanbHbIM

B) TaGnuunbrit

I') npononbHbIA

17. B xakoil mociie10BaTeIbHOCTH CTPOUTCSI OCHOBHAsI YaCTh MPOTOKOJIA!
A) BBICTVYIIWJIA — PEILIMJIN — TIOCTAHOBWUJIN

b) CJIVIIAJIA — BBICTYIINJIA — TIOCTAHOBUWJIN

B) IIOCTAHOBWJIN — CJIYIHAJIN — BBICTYIINJIN

I') CJOIYIIAJIA - TIOCTAHOBWJIN — BBICTYIINJIN

18. Cxatast kpaTkas uHpopmaius o cede, COCTaBICHHAs JIMYHO MPETEHIACHTOM Ha
BAKaHTHOE MECTO:

A) pestome

b) 3asBnenue

B) ankera

I') Tabnuia

19. JlokyMeHT, aapecOBaHHBIM JOJKHOCTHOMY JIMILY, COJEpKalluil TPoChOy
paboTHUKA:

A) TOBEpPEHHOCTH

b) 3asBienue

B) oObsicHuTENBHAS 3aTCKA
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I') cnpaBka

20. DOnemeHThl pEKBU3UTA HauMeHOoBaHuE «HanmeHOBaHUME aBTOpa JOKYMEHTa»
CJIelyeT pacroiaratb Ipyr HoJ APYroOM B CIEAYIOIIEH MOCIEI0BATEIbHOCTH:

1) HaumeHOBaHME PEATPUITHUS

2) HaMMEHOBAaHUE CTPYKTYPHOTO MOJIpa3AeICHUS

3) HAaMMEHOBAHME BBIIECTOSIICH OpraHu3auu

A)3—-1-2

b)2-3-1

B)2-1-3

Nnir-2-3

Bapuanr 2

1. Pacchuikoit 1 mpueMoM KOPPECTIOHICHITUN 3aHUMACTCsI
A) apxuB

b) npoTokonsHas rpynmna
B) skcnienunmst
I') otnen nucem

2. IIpoTokoa coOpaHus MOAIMUCHIBAIOT
A) nipeacenaTenn U CEKpeTaph

b) npencenarens

B) cexperapp

I') mpeacenarens U 4WieHbl KOMUCCUU

3. PykoBoauTeNnb TOJKEH PaCCMOTPETh JOKYMEHT M HAJIO)KUTh HA HETO PE30JIIOLHUIO
A) B IeHb OCTYIUJICHUS

b) B Teuenue 5 nHel nocie NocTyIIeHUs

B) B TeueHue Hegenu nocie nocTyIIeHUs

I') B Teuenue 3-x aHEH nocie NoCTyIUICHUS

4. TOCTom, KOTOpBI YCTaHAaBIMBAET MOPSAIOK OQMOPMIIEHUS M PACHOJIOKECHUS
pexBu3nuToB st OPJ1, siBiisieTcs

A)TOCT P-1,5-92

B) 'OCT 16487 — 83

B)T'OCT P 6.10.4 —-97

I') TOCT P 6.30 — 2003

5. IlpaBunbHBIM MOPSAOK HAMUCAHUS aaApeca, COOTBETCTBYIONIIMKA TpeOOBaHUSM
«IIpaBui oka3aHus yciIyT MOYTOBOM CBSI3M»

1) Ha3BaHME HACEIEHHOIO MyHKTa (TOpo/a, MmoceKa  T.1.)

2) Ha3BaHUE yJIUILIbI, HOMEp A0Ma, HOMEP KBAPTUPHI

3) Ha3BaHue 00JacTH, Kpasi, BBTOHOMHOT'O OKpyTa, pecnyOIuKku

4) ctpana

5) MOYTOBBIN UHIEKC
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6) HaMMEHOBaHUE aJipecara
A) 652—1-53—-4->5
b) 2—3—>1—-4—-5—-6
B) 1-52—53—-4—-5—-6
I 5-6—54—-3—-1-52

6. K mnpotokony B KaudecTBEe IPUIIOKEHHS JOJDKEH OBITh O(OPMIIEH CIHCOK
MIPUCYTCTBYFOIIMX

A) ecnm ux 6onee S gen.

b) ecnu ux 6osee 10 ygen.

B) npu mro60M KoJiMuecTBE MPUCYTCTBYIOMINUX

I') eciiu Ha coBelIaHUU IPUCYTCTBOBAIIM MPUTJIAIIICHHBIE U3 IPYTUX YUPEIKICHUM

7. I3 nepeuncieHHbIX HUKe pekBU3UTOB OPJl BhIOEpUTE PEKBU3UTHI, 00sS3aTEIbHBIC
JUTSL BCEX U HEOOXOAUMBIE ISl PUIAHUS JOKYMEHTaM IOPUINYECKON CHUITBI

1) cmpaBouHBIE JaHHBIE 00 OpraHU3aIuU

2) HAaNMEHOBAHKE BUIA IOKyMEHTA

3) HaMMEHOBAaHUE OpPTaHU3AINU

4) moAmuCh

5) rpud yTBepKIACHUS

6) nata TOKyMEHTa

7) BU3BI COTJIACOBAHUS

8) oTMeTKa 00 UCTIOJIHUTETIE

9) peructpanoHHbII HOMEP

10) anpecar

11) Texcr

12) MecTo coryiacoBanusl IOKyMEHTa

A) 1-2-6-10-11

b) 3-4-6-9-11

B) 7-8-9-10-11

I) 1-3-5-7-9

8. TexcT mOKIIATHON 3aIIMCKH TOJDKEH COCTOSTE
A) u3 n1ByX yactei

b) u3 ogHoit yacTu

B) u3 Tpex uacreit

I') u3 yeThipex yactei

9. EnuHCTBEHHBIN JK3eMIULIp JTOKyMEHTa, O(GOPMIICHHBIM U TOAMUCAHHBIA C
YEPHOBHUKA B COOTBETCTBUU C YCTAaHOBJICHHBIMH TPEOOBAHUSIMU:

A) konus

b) nyOnukar

B) nonnunank

I') ankera

10. Ccpuika Ha PETUCTPALIMOHHBIN HOMED U ATy JOKYMEHTA 3aliChIBACTCS:
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A) Ha Ne oT

b) ot No
B) Neo
I No

11. OTmeTKa 0 3aBEpEHUU KON BKJIIOYAET

A) 3aBepUTENBHYIO HAANUCH «BepHOY»; TMUHYIO OAMNUCH; ATy 3aBEPEHUS

b) 3aBeputenpHyto Haanuch «BepHO»; MOMXKHOCTH JIMIIA, 3aBEPUBIIETO KOIUIO;
JUYHYIO TIOJUCH; pacIIU(POBKY MMOIIUCH; JaTy 3aBEPCHUS

B) 3aBeputenbHyo Haanuch «BepHO»; JOMKHOCTH JIMIA, 3aBEPHUBIIETO KOIHUIO;
JIMYHYIO MOIUCH

') 3aBepuTenbHyI0 HaMUCh «BepHOY»; TOIKHOCTS JIMIIA, 3aBEPUBIIETO KOMHUIO

12. O6pa3er; 3Toro mramiia Ha JOKYMEHTE 0003HAYaeT:
A) xoH(bUIEHIIUATIEHO

b) xagpoBas ciyx0a

B) xonust

I') xoHTpOIH

13. Kakne 10KyMEHTbI MUHYIOT CTaIUIO ITPOEKTA
A) TOKJIaHBIE 3aMUCKU

b) mpukassi

B) cnpaBku

I') Pemenue

J1) IloctanoBneHue

14. Kak Ha3bIBaeTCsl COBOKYIHOCTb JOKYMEHTOB, COAEpXalluX Haubosee MOJIHbIE
CBEICHUSI O paOOTHUKE U €TI0 TPYIOBOU JEATEIBHOCTH:

A) nuuHoe n1emno

b) TpynoBas kKHIKKa

B) TpynoBoii norosop

I') nuunas kapTouka pabOTHHKA

15. Bnmmure B MpuBEIEHHBIE HUXKE MPEIJIOKEHUS TPOIMYILIEHHBIE CIIOBA:
Nunexkc oreBeTra Ha 3asBJICHUE I'PAXKIAHUHA COCTOUT U3 1 HOMeEpa Jiena
10 HOMEHKJIAType 1€, B KOTOPOE MOAIINBAETCS JaHHAs IIEPEINUCKA.

16. Kak cienyer nokasaTbe B HOMEHKJIATYpe €I, YTO IPELyCMOTPEHHOE B HEM JIEIIO
HE 3aBe/IeHO? YKa)KUTEHOMEP MPaBUIBHOIO OTBETA:

A) 3adepkHyTh 3aroJIOBOK HE3aBEJEHHOTO Jella W pacmucarbcsi B Tpade
«ITpumeuanue».

b) He BHOCUTh HUKAaKuMX H3MEHEHUH, T. K. 3Ta MHPOpPMALMS HE OTpaxkaeTrcs B
HOMEHKJIAType JIell.

B) [loctaButs B rpade «IIpumeuanue» otmerky «He 3aBeneHo» u pacnucarsesl.

I') IlepeneuaraTh CTpaHUIy HOMEHKJIATYpPHI €, HCKIOYMB M3 HEE 3arojoBOK
HE3aBEJCHHOIO Jea.
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17.

JTIOKYMEHTBI

OTtcopTupyiiTe JOKYMEHTHl Ha JIB€ TPYIIbl: OPraHU3alMOHHO-IPABOBHIC

U paclnopsauTeNbHble JOKYMEHTbl — YcraB, IlltatHoe pacnucanue,
[Tonoxenne, Wuctpykums, JlomxkHoctHas uWHCTpykuus, Pernamenrt, IloctaHoBieHwue,
Pemenue, [Ipuka3s, Beinucka u3 nmpukasa, Yka3zanue

Oprann3aliOHHO-TIPABOBHIE JOKYMEHTHI

PACTIOPAANUTCIIbHBIC TOKYMCHTLL

18. PexBusut «HanmeHoBaHUE BU/Ia JOKYMEHTA) HE YKa3bIBACTCS:
A) Ha mucpMax

b) Ha uHCTpYKIHMAX
B) Ha pacniopsixeHusx
I') Ha cnpaBkax

19. Pacchuikoii ¥ MpUeMOM KOPPECTIOHICHIIMH 3aHUMACTCS
A) apxuB

b) nporokonpHas rpyrra
B) skcnienquuus

I') otnen mucem

20. YTBEpKACHUIO TTOIJIEKUT
A) mpoTokon

b) nmpuka3s no OCHOBHOM J€ATE€IbHOCTH
B) mrtaTtHOE pacniucanue
I') rapanTHiiHOE MUCHMO

Kawun:
Ne 3aytanns OtBets! Bapuanr 1 OtBetsl Bapuant 2
1. [Tpuéme Ha paboty C
2. JInuHOMY cocTaBy- A
1,2,3,10,5,4
3. 3as1BJICHUE A
4. MesxrocyaapcTBeH.opras | /|
T10 3aIIUTe IPaB U
cB00O/IbI YETIOBEKA
5. NpEJI0KEHUE B
6. l'ocyn.rep6 PO C
7. i B
8. E A.b,B
9. B,I' C
10. Al A
11. C B
12. A A
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13. A B,I

14, B A

15. A [TocTynuBuiero
oOparneHus

16. )i B

17. B Pacnopsin-
IIOCTaHOBIICHUE,
pelieHue, MpUKas,
yKa3aHue

18. A A

19. B C

20. A A
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DoHJ TECTOBBIX 32JaHUM ISl OLEHKH C()OPMHUPOBAHHOCTH KOMIIECTECHIIUI

IIpunoxenue 4

[Iposepsiemebie Tema B COOTBETCTBUU TecToBoe 3ananue Kirou
KOMITETCHIINH ¢ paboyeit yueOHOM
IIpOrpamMmoin
[IK 1.1. | Tema 1.1. ITonsitue o 1.  VYxaxwure, 4TO TaKO€ «BUJ MHUCHbMEHHOTO JOKYMEHTa»? A
Ocy1iecTBiTh JOKYMEHTax, A) IIpuHaIeHOCTh MUCBMEHHOTO IOKYMEHTa K CUCTEME JOKYMEHTALMH 110
npodeccnoHaTbHOE crocobax MpU3HAKaM COJICP)KaHUS U IIEJIEBOTO Ha3HAYCHUS
TOJIKOBaHHE JOKYMEHTHPOBAHUS U b) BHemnuii BUJ NUCbMEHHOTO JIOKYMEHTa, 0OYCIIOBJIEHHBIH €0 LeJIeBbIM
HOPMAaTHUBHBIX 0 HOCHUTEIISAX Ha3zHaueHUeM U (pOpMOit 0TOOpaKeHUsT HHPOPMALTUU
IIPaBOBBIX AKTOB JJIS | HH(POPMALUU B) ®opma nucbMeHHOro 10KyMeHTa
peanu3anum npaB I') HaGop pexBHU3UTOB JOKYMEHTa, COCTaBISIOIIUX €ro COJEp)KaHue MU
rpaxgad B cdepe o0ecreunBaroIUX LeJIeBOe Ha3HaYCHHUE.
MIEHCHOHHOTO
obecrieyeHus U 2. YKaxwure, 4TO MPEJCTABISAET COOON JOKYMEHTHPOBAHHE: r
COLIMAJIBHOM 3aIUTHI A) nporiecc HaKOIUIEHHsI JOKYMEHTOB B JI€JiE€ B TEUEHUE rojia
b) mnpouecc oroOpaxkenus wunHpopmanuu Ha Oymare I oOecredeHus
JIOCTUKEHHS OTIPEICIICHHON 1EIN
B) oOecneuenne mporeccoB JOCTMXKEHUS OpPraHM3AaLMOHHBIX  Lielel
nHpopmaluel B JOKyMEHTapHOH Gopme
I') 3anuce umHpoOpManIMKM Ha Pa3IUYHBIX HOCHUTENAX IO YCTaHOBJIEHHBIM
MpaBHIIAM
3. ConocTaBbTe TEPMHUHBI U ONIPEICIICHUS: 1-B
TEPMUWHBI OITPEJIEJIEHUA 2-A
1. lokyMeHT A) IlepBblil WM €AMHCTBEHHBIHN 3K3EMILISP 3-b
JIOKyMEHTa 4-J1
2. IlopnuHHUK b) CnocoGHOCTh TOKyMEHTa MOPOKAaTh 5-I

JOKYMCHTA OMMPECACIICHHBIC ITPABOBLIC IMTOCICACTBUA

3. IOpuanueckas cuia | B) 3adukcupoBanHas Ha MaTepHaIbHOM HOCUTEIIES
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JIOKyMEHTa nH(OpMaLHS ¢ PEKBU3UTAMHU, ITO3BOJISIONTUMH €€
UJICHTHPUIIPOBATH

4. loxymentoobopor | I') OTpacip nesareasHOCTH, 00eCeYrnBaloIast
JIOKYMEHTHUPOBAHUE U OPraHU3aIUI0 PadOTHI C
oQUIMATBEHBIMHA JOKYMEHTaMU

5. HenonpousBoacteo | 1) JIBukeHHE JOKYMEHTOB B OPraHU3ALUU C
MOMEHTA UX CO3JAaHUs WIN MOJXY4YEeHUs J10
3aBEpUICHMSI UCIIOJIHEHUS WIIM OTIIPABKU

4.  ComocTaBbTe YTBEPKICHHS U BEPHBIE OTBETHI:

1. Kakuie 3 nepeunciaeHHbIX JOKYMEHTOB | A) YcraB " TaTHOE
HE oTHOCATCS K OpraHu3aimOHHbIM pacnicanue

2. Kakue u3 nepeuncieHHbIX JokyMeHTOB | b)  TpynoBoit  nmoroBop u
HE oTtHOCATCS K pacniopsaUuTeIbHBIM JIM4YHAs KapTOUYKa

1-A
2-b

5. Pacnpenenute mnepeyucleHHbIE JOKYMEHTHl 10 JBYM TIpyImam
(BXOAsIIIIME U UCXOISIIHE):

JOKYMEHTDI I'PVIIIIbI
1. Bxoasiue 10KyMeHTbI A) nenoBble nMCbMa
2. Ucxopsamuye JOKYMEHTBI b) opranuszanoHHble TOKYMEHTHI
B) nmpuxkasbl opranuzanuu
I') ykass

J1) moctaHoOBIEHUS

E) noBepeHHoCTH

K) norosopsl

3) aKTbl

N) xano06sl

K) obpamenus ot pusnveckux Jmil

1-A,B,I,JLE,X,3,1.K
2'A7F:IL

6. K KakKOMYy JOKYMCHTY OTHOCHUTCA CIICAYIOIIAs XapaKTCPUCTHUKA

HNuctpykuus no
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«SIBIISIETCA OCHOBHBIM HOPMAaTHUBHO-METOIUYECKUM JOKYMEHTOM,
OMPENEIAIONIMM W YCTAHABIMBAIONIMM €IUHBIA MOPSAOK COCTaBJICHUS,
opopmileHHs JOKYMEHTOB M pabOThl € HHMH B  OpraHu3anumn»?

JACJIOIIPOU3BOJACTBY

7.  BcraBbTe B YTBEp)KIEHUE IPOIYLIECHHBIE CIOBa: «B COOTBETCTBUHU C
I'occrangaprom P® 3aduxcupoBanHas Ha HocuTele uHbopManus c
PEKBU3UTAMH, TIO3BOJISIOIIMME €€ UACHTU(PHUIIUPOBATH — 3TO »

JOKYMEHT

8.  BcraBpTe B yTBepiKIeHHUE MPOMYIIEHHBIE ClIoBa: «B COOTBETCTBUU C

l'occranpaprom P® 1OKyMEHT, CO3MaHHBIN OpraHu3aiuei, 10 KHOCTHBIM

JUIIOM WJIM TPaKJIAHUHOM, OOPMIICHHBIM B YCTAHOBJICHHOM TIOPSAKE — 3TO
»

OUIHATTEHBIH
JIOKYMEHT

9. BcraBbTe B YTBEp)KIEHHUE MPOMYIIECHHbIE ClOBa: «B COOTBETCTBUU C
loccranmaprom P® pokymeHT, mHOpMamus KOTOPOTO TPEICTABJIICHA B
ANEKTPOHHOU (hopMe — 3TO »

3JICKTPOHHBIN
JIOKYMEHT

10. BcraBbTe B yTBEp)KIAEHHE INPOIYIIEHHBIE ClI0Ba: «B COOTBETCTBUM C
l'occrannaprom P® pexBusut, conepkauivii cOOCTBEHHOPYUYHYIO POCIHCH

(1) moanuch
(2) onexTpoHHas

JOJDKHOCTHOTO  Wiu  ¢usmdeckoro Jjuma — 310 (1) ; | monmuce
nHpopmManvsg B DBJIEKTPOHHOW (opme, NMPUCOEAUHEHHAs K JJIEKTPOHHOMY
JOKYMEHTY WJIH HUHBIM 0O0pa3oM CBf3aHHas C HUM U MO3BOJIAIOIIAs
UACHTUQUIHMPOBATh JIMLO, MOJNUCABIIEE 3JIEKTPOHHBIM JTOKYMEHT — 3TO
(2) »

[IK 1.2. | Tema 1.2. 11.  VYcranoBuTe mociaeaoBaTebHOCTh PACIOIOXKEHUs Ipyr nox apyroM | BAb

OcyiecTBiATh TpeboBanus k AJIEMEHTOB PEKBU3UTa HaUMeHOBaHue «HanMeHoBaHME aBTOpA JOKYMEHTa»:

IpUeM TpaxJIaH 10 | OPOPMIIEHHUIO A) HaMEeHOBaHUE NPEIIPUITHS (OpTraHU3ALIH )

BOIIpOCaM PEKBU3UTOB b) HauMeHOBaHNE CTPYKTYPHOTO OAPA3AETICHUS

MIEHCUOHHOTO CITyKeOHBIX B) HaumeHoBaHuUeE BbIIIECTOSIIIIEN OpraHU3aAINH

obecnieueHus u
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COLIMAJILHOM 3all[ATHI

JOKYMEHTOB

12. BpiOepuTe TpaBWIbHBIC BapUaHThl YyKa3aHUS JaThl (BbIOEGpHUTE
HECKOJIBKO MPaBUJIbHBIX OTBETOB)

A) 5 nrons 2020 roga

b) 05.06.2020

B) 05.06.20

I') 05 urons 2020 roma

AT

13.  CooTHecuTe HAUMEHOBAHUS PEKBU3UTOB JIOKYMEHTA U UX ToJIKOBaHUEe | 1-B
HAMMEHOBAHUE TOJIKOBAHHME 2-A
PEKBU3UTA 3-b
1. Pesomrorus A)  PekBusur, o6o3Havarommii  Bpems || 4-I°
nojnucanus (yTBep>KJIeHusl) JOKyMEHTa WIn
3a)MKCHPOBAHHOTO B HEM COOBITHS
2. Jlata nokymeHTa b) PekBusur, comepkammii uHGOPMAIUIO O
noJiyyarelsie JOKyMeHTa
3. Anpecar B) PekBusut, coxaepxammii = ykazaHUs
JTOJDKHOCTHOTO ~ JIMIIA 10  WCIOJHEHHIO
JIOKYMEHTa
4. TexcT nOKyMeHTa I') OcHoBHass coxepkaTenbHas  4acTh
JIOKYMEHTa
14. BcraBeTe B yTBEpXKIEHHE TMPOMYIIEHHOE CJ0BO: «PaboTHUK | 3aBU3MpPOBATH
OpraHu3ally, BU3UPYIOIIUNA JIOKYMEHT, €CJIM OH HE€ COIJIaCeH C €ro
cojepxkaHueM, 00s3aH JIOKYMEHT, BBIpa3UB CBOE MHEHHE)
15. Ompenenute O KakOM TOHSITHUH HJIET peub: «DIeMEHT O(OpMIICHUS | pEKBU3UT

0(1)I/IIII/IaJ'[BHOF0 AOKYMCEHTA — 3TO....»

16. VYxkaxwute, kakoii ['ocygapcTBeHHBIM CTaHIAPT PACIPOCTPAHIETCS Ha

OpraHU3alOHHO-PACTIOPSAIUTENbHBIE JIOKYMEHTHI, OTHOCSIITHECS K
YHudummpoBaHHou cHucTeMe OpraHU3aIMOHHO-PACTIOPSITUTEITLHON
nokymentaiuu (YCOPJI), — mnocTaHOBIEHHUS, pPaCHOPSIKEHUS, MPHUKA3bI,

PEIICHUA, IMPOTOKOJbI, AKThI, MHUCbMAa W JpP. JOKYMCHTHI; YCTAHABJIMBACT:

I'OCT P 6.30-2003

55




COCTaB PEKBU3UTOB TOKYMEHTOB; TpeOOBaHUS K O(GOPMIICHHIO PEKBU3UTOB
JOKYMEHTOB; TpeOoBaHMs K OJaHKaM JOKYMEHTOB, BKIIOUasi OJIaHKH
JIOKYMEHTOB C BOCIpOU3BeaeHHeM [ ocymapcTBeHHOro repba Poccuiickoi
Oenepaunn?

Tema 2.2. 17.  Ha xakoM 3Tame yTBEp)KIAIOTCS aKThl O BBIIEJIEHUU JOKYMEHTOB ¢ | b
Opranuzanus UCTEKUIMMH CPOKaMH XPAHEHUS K YHUUTOKEHHIO?
TEKYILEro XpaHeHUs A) Jlo yTBepk1eHuUs onucen Aei
JIOKYMEHTOB. b) ITocne yTBep)acHUS OMKUCEH el
[TogroroBka u B) OnHOBpeMEHHO C yTBEpKIEHUEM OIUCEH J1e
HIOPAJIOK IIEpeadn I') B kaxxoM cityyae periaeTcst HHAUBUYaIbHO
JIe]l B apXUB
YUPEXKIECHUSA 18. Kakume Tpu Buaa omnmcedl aea COCTABISAIOTCS B opranuzauuu npu | bI'J|
MOJAFOTOBKE JIEJI JJIs [IepeJaul Ha apXUBHOE XpaHeHue?
A) Onuch NpUIOKEHHUH K TOKyMEHTaM
b) Onucek nen nocToSIHHOrO XpaHeHUs!
B) Onuce nen Bpemennoro fo 10 neT xpaHeHUs
I') Onucey nen mo TMYHOMY COCTaBY
1) Onmcs nen BpeMeHHOro cBbiie 10 neT XxpaHeHus
19. BcraBpTe B yTBepkJeHHE MpoOIyIleHHbIE cioBa (3amuck nuppamu): | (1) 100
«B cootBercTBUM C 3akoHOAAaTenbCTBOM CpoK XpaHeHHs 3amuced akToB | (2) 75
IPaXJaHCKOTO CcoCTOsHUs cocTaBiusgeT (1) net; Cpok XpaHEHHs
3anucell HOTapUaJbHBIX JIEHCTBUM cocTaBisieT (2) net; JIoKyMeHTBI
ApxusHoro @onja PO noanexar XxpaHEHUIO TOCTOSHHOY
20. BcraBpTe B yYTBEpKACHHE NPOIYIIEHHOE CJIOBO: «JIOKYMEHTHI | MyHULIMIIAIBHON
HentpansHoro Oanka P® oTHocaTca K (enepaabHO COOCTBEHHOCTH;
nokymeHTel OOO «BocTtok» oOTHOCATCS K YacTHOH COOCTBEHHOCTH;
nokymeHTsl MVYII «Bonokanam» OTHOCATCS K COOCTBEHHOCTH
IIK 1.3. | Tema 1.3. 21.  Kakue pa3mepsl J0MYyCKalOTCs I JIEBOTO MOJs JoKyMeHTa (BbiOepute | bI'
PaccmarpuBarth maket | CTpykTypa HECKOJIKO MPABWIIbHBIX OTBETOB)
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JIOKYMEHTOB TS
Ha3HAUYCHUSA TICHCHUH,
ocoOui,

KOMIICHCAITUH,
Jpyrux BBHIILJIAT, a
TaKxKe Mep
COLIMAIbHOM
MOAJIEPKKU
OTJIEILHBIM
KaTeropusiM TpaXKiaH,
HYXJIAI0IIIMCS B

COLIMAJILHOM 3aIUTE

JTIOKYMEHTA,
MIPOCKTHPOBAHKE
OJIAaHKOB

A) He meHee 25 MM (TIpu cpoke xpaHeHus He Oosee 10 jer)
b) ne menee 20 MM (ipu cpoke xpanenus He 6onee 10 ser)
B) He menee 40 mm (ripu cpoke xpanenus 6osee 10 ner)
I') e menee 30 MM (pu cpoke xpaneHus 6onee 10 ier)
J1) ve menee 50 mm (pu cpoke Xpanenust 6onee 10 ser)

22.  VYkaxuTe, Kakoro Buja OmaHkd JgokymMeHTOB opranu3anuu HE | b
ycranasinuatoresd ['OCT P.0.97-2016?
A) O6mmuit 6;aHk
b) YactHsrii 6;1aHK
B) biiank nuceMma
I') bnank KOHKPETHOTO BUJa IOKyMEHTA
23. Pacnpenenute peKBU3UTHI JOKYMEHTA PACIPEIEIUTE IO TPEM YACTIM 1-A,B,I'
JIOKYMEHTA: 3aroJIoBOYHasi, coiepkarenabHasi, ohopMIIsoas: 2-11
YACTb HANUMEHOBAHUWE PEKBU3UTA 3-b,E, X
JOKYMEHTA
1. 3aroioBouHas A) crnpaBouHBbIE JaHHBIE 00 OpraHu3aIuu
2. COI[Gp)KaTeJIBHaH B) OTMETKA O MOCTYIIIICHUN JOKYMEHTA B
3. Odopmistomas OpraHU3aI1IOo
B) naumeHoBaHue BUa TOKyMEHTa
I') nmara noxymeHnta
J1) Tekct JOKyMeHTa
E) ormerka o 3aBepeHUHU KOMHUU
K) moamnuce
24. BcraBbTe B yTBepKIeHue mpomyiieHHoe cioB: «lludpoBoit wumm | HOMep

OyKBEHHO-TIU(GPOBOW  UACHTUPUKATOP  JOKYMEHTA, COCTOSIIUA W3
MOPSIKOBOTO HOMEpa TOKyMEHTA, KOTOPBIH, 10 YCMOTPEHUIO OpraHU3aluy,
MOJKET JOMOJHATHCSA UPPOBBIMU UM OYKBEHHBIMHM KOJaMU (MHIEKCaMH) B
COOTBETCTBUH C HUCHOJIb3YEeMbIMU Kiaccu(ukaropamu (MHIEKCOM Jena Mo
HOMEHKJIAType eI, KOJJOM KOPPECIIOHAEHTa, KOJAOM JOHKHOCTHOTO JIMIA U
Jp.) — 3TO PETUCTPALUOHHBIN JIOKYMEHTa»
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Tema 2.4.
Opranuzanus
JIEIIOTIPOU3BOICTBA 110
MIPEIJIOKECHUSM,
3a4BJICHUSIM U
)Kajo0aM rpaKaaH

25. OrtBet Ha o0palleHne rpakIaHuHa B IEHCHOHHBIN (oHa, nocTynusiiero | B
B (hopMe 3JIEKTPOHHOTO JJOKYMEHTA, KaK M Ha 0OpallleHue B TMCbMEHHOU

dbopMme, 1oJDKEH OBITh 1aH B CPOK

A) 20 nueit

b) 10 nueit

B) 30 nueii

I') 5 nueit

26. Hcxonsume TOKyMEHTbI pErUCTPUPYIOTCS B: A
A) B IeHb MTOJAINMCAHUS WIN YTBEPKICHUS

b) uepes nenp

B) nenn otnpaBku

I') nenp nocTymniaeHus

27. Kakas para ompeaenseT Hayalo oOTCYeTa CpOKa MCHOJHEHUs | b
oOpartenus?

A) Jlata moctymieHus

b) [lata perucrpauun

B) [ata na xonBepTe

I') lata paccMOTpeHHs UCTIOJTHUTENIEM

28. BcraBpTe B yTBepikIeHHE TpomylleHHoe cioB: «OOpaieHue | xanoda
rpakJaHMHA, HANpaBJIEHHOE B TOCYJAapCTBEHHBIH OpraH, OpraH MECTHOTO
CaMOyYTIpaBJIEHUs] WIN JODKHOCTHOMY JIMILy B IHMCBbMEHHOM (opme WU B
dbopmMe DIIEeKTPOHHOTO JIOKYMEHTa, ¢ MPOCKOOW O BOCCTAHOBIICHUM TIPAB U
3alIMTe 3aKOHHBIX MHTEPECOB, HAPYIIEHHBIX JACHCTBUSMH IOCYIapCTBEHHBIX
OpraHOB BJIACTH — ATO ...»

29.  BcrabTe B yTBepKIeHUE pomylieHHoe cioB: «IIpockba rpaxianuHa | 3asBieHHE

O COJICHCTBUU B peaM3alliid €ro KOHCTUTYLHOHHBIX MpaB M CBOOOJ WIH
KOHCTUTYLIMOHHBIX MpaB M CBOOOA JpYrux JMi, JHOO COOOIIEHHE O
HapYIIEHUH 3aKOHOB U MHBIX HOPMATHBHBIX MPAaBOBbIX aKTOB, HEJIOCTATKAX B
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pa60Te TOCYJapCTBECHHBIX OPraHOB, OpraHOB MCCTHOI'O CaMOYIIPAaBJICHUA U
JOJDKHOCTHBIX JIMII, 1mbo KpUTHKa ACATCIIBHOCTU YKA3aHHBIX OPraHOB H
JOJDKHOCTHBIX JIMIL — 3TO ...»

30. BcraBpTe B YTBEpXKACHHE IIPOIYIIEHHOE CJOB: «PekoMenganus | npeayiokeHue
rpaXXJAaHWHA [0 COBEPIIEHCTBOBAHMIO 3aKOHOB W MHBIX HOPMAaTHBHBIX
IIPABOBBIX AKTOB, JEATEIBHOCTU T'OCYJAapCTBEHHBIX OpPraHOB U OPraHOB
MECTHOTO  CaMOYTPABJICHUS, pa3BUTHIO OOLIECTBEHHBIX OTHOIICHU,
YIYUIIEHUIO COLIMAJIbHO-3KOHOMUYECKOH UM UHBIX cdep IesITeIbHOCTH
roCyJapcTBa U 00IIECTBA — 3TO ...»

IIK 1.4. | Tema 1.4. 31. BmriGepure mnpaBwibHbI BapuaHT: «Kak Ha3bIBaeTCsl COBOKYIHOCTH | A

OcymecTBiATh Cucremsl JIOKYMEHTOB, COJiepKallluX HauOoJiee MOJHbIE CBEICHHs O PabOTHUKE M €ro

YCTaHOBJICHHE JOKYMEHTalluu TPYZOBOH AESITEIbHOCTU?»

(Ha3HaueHwUeE, A) JInanoe aeno

repepacyer, b) TpynoBas kHmkKa

MepeBo.), B) TpynoBoii 1orosop

WHJICKCALINIO 51 I') Jlnynas kapTouka pabOTHUKA

KOPPEKTHUPOBKY

IIEHCHM, Ha3HAYCHUE 32. Brolbepute npaBuibHbIN BapuaHT: «Ecnu Hapsany ¢ pycckum si3eikoM B | B

nocooui, cyobekre Poccuiickoii ®enepanuu B KauecTBE  I'OCYJapCTBEHHOI'O

KOMIIEHC AU u HCIOJIb3YETCS] HALIMOHAJIBHBIH SI3BIK, TO ...»:

IPYTUX COLMAJIBHBIX A) IOKyMEHT I1e4aTaeTcsl TOJbKO Ha HALIUOHAJIIBHOM SI3bIKE

BBIIUIAT, HUCHOJB3YS b) s3pIk, Ha KOTOpOM Ie4yaTraercssi JOKyMEHT, OpraHu3alus BBIOMpPAET IO

MH(pOPMaIMOHHO- CBOEMY YCMOTPEHHIO

KOMITbIOTEpPHbBIE B) nokyMeHT nedaraeTcsi Ha pycCKOM U HallMOHAJIbHOM SI3bIKAaX

TEXHOJIOTUU I') noKyMeHT meuaTaeTcsi TOJIbKO Ha PYCCKOM SI3bIKE

33. CooTHecuTe HAMMEHOBAaHUE THUIA JOKYMEHTA U €0 TOJIKOBAHUE 1-B
TUIT JOKYMEHTA TOJIKOBAHHNE 2-A
1. OdunnanbHBIA JOKYMEHT A) JTokyMeHT, TOCTy>KUBIINH Havanom | | 3-b
paccMOTpeHUs OIIPENEIEHHOTO
BOIIpOCa
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2. IHunmaTuBHBIA IOKYMEHT b) JlokymeHT, coepIKaIIMI
o0s3aTeNbHBIE K HCIIOJTHEHUTO
yKa3aHHUs BBIIIECTOSIIINX OPTaHOB

3. JIMpeKTUBHBIN TOKYMEHT B) Jlokymenr, cBeneHust o0 aBTOpe,
BPEMEHU U MECTe CO3JaHUs KOTOpOro,
coJepxKalecs B CaMOM JIOKYMEHTE
WIA  BbUIBJIEHHBIE HUHBIM  IIyTEM,
HNOJATBEPKAAIOT  JOCTOBEPHOCTb €TI0

IIPOUCXOKICHU S

34. BcraBbTe B yTBEp)KICHHE MPOIYIIEHHOE CJIOBO: «PabOTHUK WIIM JHUIO,
nmocrymaroniee Ha paboTy, BIOpaBe WCIOIB30BATh paHEE MOJYYCHHYIO
CaMOCTOSITENIbHO YCUJICHHYIO KBAJIM(UIHMPOBAHHYIO 3JEKTPOHHYIO IMOJIKUCH.
Pacxonpl Ha momydeHue pabOTHHUKOM SJIEKTPOHHOW MOAMHCH (B Cilydae ee
OTCYTCTBHS) U €€ HCIIOIb30BAHUE HECET ».

paboroaaTelnb

Tema 2.1.
Opranuzanus

JOKYMEHTO000pOoTA.

Peructpanus
JIOKYMEHTOB.

35.  VYkaxwure, rlie perucTpupyrorcs oOpaiieHus 3asBUTEIeH, MOCTYUBIIHE
B IOCY/IapCTBEHHBIE OPTaHbl, HHbIE TOCYJapCTBEHHbIE OpraHu3auuu?

A) B rocymapcTBeHHOW enWHON (MHTETPUPOBAHHOW) pPECIyOIMKAHCKOM
nH(OPMALIMOHHON CcHCTEME Yy4yeTa U 00paboTKM oOpalleHui TpaxaaH U
IOPUINYECKUX JIUI] (CUCTEME yueTa U 00paboTKU 0OpaleHHi), a TAKKe MOXKET
OCYIIECTBIISITECA B CHUCTEME DJIEKTPOHHOTO JTOKYMEHTOOOOpOTa JMOO C
UCIOJb30BAHUEM  PETUCTPALIMOHHO-KOHTPOJIBHBIX (QOpM Ha OyMaxKHOM
HOCHTETIE

b) B aBTOMaTH3MpOBaHHOM (3NIEKTPOHHOI), KapTOYHOU (B pErucTparioHHO-
KOHTPOJIBbHBIX KapTOUKax) JINOO *KypHaAIbHON opme

B) B xxypHane BHyTpeHHUX JJOKYMEHTOB

I') UcknrounTenbHO B CHCTEME DJIEKTPOHHOTO TOKYMEHTO000pOoTa

36. CooTHecUTe OCHOBHBIE MOHSATHUS OPraHU3alMU PabOTHl C TOKYMEHTaMU U
UX TOJIKOBaHHUE!

[NOHATHUA TOJIKOBAHUE

1. okymMeHTOOO0pOT A) JlokyMeHTOOOOpPOT C  HCHOJIB30BAaHUEM

aBTOMAaTH3UPOBAHHOMN WH(GOPMAITMOHHON

1-B
2-A
3T
4-B
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CUCTEMBI (cucreMbl ANEKTPOHHOTO
JIOKYMEHT0000pOTa)
2. DIEKTPOHHBII b) CoBOkymHOCTP JOKYMEHTOB OJHOTO BHJIA
JOKYMEHTO000POT WJIM Ha3HAYEHU s, UMEIOIINUX €AMHBIN MapuIpyT.
3. O0reM B) JIBmxeHue MOKYMEHTOB B OpraHU3AIMH C
JOKYMEHTO0000pOTa MOMEHTa WX CO3JaHUs WU TMOJYYEHUs [0
3aBepIICHHSI UCIIOJIHEHUS WM OTIIPaBKU
4. IoOKyMEHTOTOTOK I') KonnuecTBO MOKYMEHTOB, MOCTYHNUBIIMX B
OpraHM3alMl0 U  CO3JaHHBIX €  3a
OTpeIeNICHHBIH MEePHO/T

37. 3a HapymieHus IPaBWI PAOOTHI C JOKYMEHTaMHU yCTaHOBJICHBI
CJIEYIOIINE BUbI OTBETCTBEHHOCTH (BBIOEPUTE HECKOJIBKO MPABUIBHBIX
OTBETOB):

A) rpaxkJaHCKO-TIPaBOBasi OTBETCTBEHHOCTh

b) marepuanbHas

B) anmuHMCcTpaTHBHAs OTBETCTBEHHOCTH

') yronoBHasi OTBETCTBEHHOCTh

ABT

38. BcraBbTe B yTBep:KI€HUE MPOIyIIeHHbIE cioBa (uudpoii): «IIluceMenHoe
oOpalleHue, cojJepxaliee BONPOCHl, peIIeHHe KOTOPbIX HE BXOAWUT B
KOMIIETEHIIMIO JIaHHBIX TOCYJapCTBEHHOI'O OpraHa, OpraHa MECTHOIO
CaMOYIPAaBJIEHUS WIHM JOJDKHOCTHOTO JIMIA, HANPABIISIETCS B TEUEHUE

AHeH CO  JHS  pErucTpanM B COOTBETCTBYIOIIMM  OpraH WM
COOTBETCTBYIOILIEMY JIOJDKHOCTHOMY JIMIY, B KOMIIETEHIIMIO KOTOPBIX BXOAUT
pelleHre TMIOCTABJIIEHHBIX B OOpalIeHUH BOMPOCOB, C YBEAOMJICHHEM
rpakJaHHHA, HAIIPaBHUBILET0 OOpalleHue, 0 epeaapecanui o0paIeHus

Tema 2.4.
Opranuzanus
JIEJIONPOU3BO/ICTBA 10
MIPEIOKEHUSIM,
3as1BJICHUSIM U

39.  Vkaxwure, B Kakoil (opme MoOKeT OBbITh HaIpaBICHO OOpalleHue
rpaxaaHuHa (MpeayoKeHue, 3asBlIEHWE WIM jkajo0a) B TocydapCTBEHHBIH
Opras, OpraH MECTHOI'O CaMOYIIPaBJICHUSI UJIU I0JDKHOCTHOMY JIMILY:

A) B mucbMeHHOU (hopme

b) B ¢opme >1eKTPOHHOTO JTOKYMEHTa, B TOM 4YHCJE C HCIOJIb30BAHUEM
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)ajo0aM rpaKaaH

(dbenepaibHOW TOCYIapCTBEHHOW HWHGOPMAIIMOHHOW CHCTeMbl «EIUHBIN
MOPTaT rOCYAAPCTBEHHBIX M MYHUITUIAIBHBIX YCIYyT ((YHKIIHIA)»
B) ycTHOe oOpamenue

I') Bce yka3zaHHbIE BapUaHThl OTBETOB SBJISIOTCS IPABUIIbHBIMU

40. noprase
BcraBpTe B yTBepakIeHUE MpoITylIeHHOe clioBO: «OO0palieHue, nocTynuBIlee
B TOCYJApCTBEHHBIH OpraH, OpraH MECTHOI'O CaMOYIpPAaBJIECHUS WIH
JOJDKHOCTHOMY JIMIy B (OpMe 3JIEKTPOHHOIO JOKYMEHTa, MOJUIEKHT
pacCMOTPEHUIO B MOPSAKE, YCTaHOBJIEHHOM DenepaibHbIM 3aKOHOM. B
oOpallleHnu IrpaXIaHUH B 0053aTEJIbHOM MOPSJIKE YKa3bIBa€T CBOM (aMUIIHIO,
HUMsI, OTYECTBO (TOCTEAHEE — TMPU HAJIWYUHU), a TAKKE YKa3bIBaeT aJipec
JIEKTPOHHON HOYTHI JIMOO HCIOJIB3YeT ajpec (YHUKAJIbHBIA UAEHTH(PUKATOD)
auyHOro KabuwHera Ha EnumHom , TI0O KOTOpPBIM JIOJDKHBI OBIThH
HanpaBJIeHbl OTBET, YBEAOMIIEHUE O Mepeaapecaluy oOpaieHus. I'paxkianus
BIIpaBe MPWIOKUTh K TaKOMYy OOpalleHUI0 HEOOXOAWMBIE TOKYMEHTHI M
MaTepHalibl B 3JIEKTPOHHOU opme»

IIK 1.6. | Tema 2.1. 41. Ccplika Ha perucTpalMOHHBIN HOMED U JaTy MTOCTYNUBLIETO TOKYMEHTa, | A

KoncyneTupoBath Opranu3zanus COCTOSIIIasl U3 PETUCTPALIMOHHOTO HOMEpA U JIaThl BXOSIIETO JOKYMEHTa, Ha

rpaxiaH U | JOKyMEHT0000pOTa. KOTOPBIH J1aeTcs OTBET, MPOCTABIISAETCS B OJIaHKE MHCbMa B BUJI€ OTMETKH:

IpeACTaBUTENEN Perucrpanus A) Ha Ne oT

IOPUANYECKHX JIMIL 110 | JOKYMEHTOB. b) or Ne

BOIIpOCaM B) Ne

TMEHCUOHHOTO I No

o0ecrnieueHus "

COLIMAJIbHOMN 3aIUThI 42. BcraBbTe B yTBEPKIEHHUE MPOITYLIEHHOE CJIOBO: JIEBOM
«OTMETKY 0 MOCTYIJIEHUH JTOKYMEHTa MPOCTABIISIOT B
HIDKHEM YTy IIEPBOTO JIMCTA TOKYMEHTa»

Tema 2.2. 43. Tlocnennuit 3Tan paboThl ¢ JOKYMEHTaMH Ha3bIBACTCS b
Opranu3zanus A) nepenaua B My3eit

TCKYIICTO XpaHCHUA

b) nepenaua B apxus
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JIOKYMEHTOB.
ITonroroBka n
MOPSAZIOK Mepeaadn
JIeJ] B apXUB
YUPEXKIACHUS

B) omy0nukoBaHue BO BCEX POCCUICKUX ra3erax
I') nepenaua cexperapro

44. VKaxXuTe NpaBUIIbHBIM BApUAHT, ¢ KAKOM IEPUOAUYHOCTBIO JOJKHA
IIPOBOJIUTHCS IKCIEPTU3a LIEHHOCTH JIOKYMEHTOB IIOCTOSSHHOI'O U BPEMEHHOI'0
XpaHEeHUs:

A) 1 pa3 B kBapTan

b) 1 pa3 B 5 ner

B) 1 paz BTOR

I') kaxxayro Henento

Tema 2.3.
Opranuzanus padoTsl
C
JTOKYyMEHTHPOBaHHOU
uHpopmanuen
OrPaHUYEHHOTO
J0CTyTa

45. BolOepuTe npaBUIBHBIA OTBET: Kakas MH(GOpMaLUs NOJIEKUT 3aluTe?
A) nHpopmanys, IUPKYJIUPYIOLIas B CUCTEMaX U CETAX CBA3U

b) 3ajukcupoBaHHas Ha MaTepHaJbHOM HOCHUTENE MHpOpMALUs C
PEKBU3UTAMHU, TIO3BOJISIOIMMY €€ UIEHTU(PULUPOBATH

B) TonBpKO MHpOpPMaLKS, COCTABISIONIASA TOCYIaPCTBEHHBIE HH(POPMAITHOHHBIE
pecypeel

I') mobas nokyMeHTHpOBaHHAas MH(pOpMAIHs, HEMIPABOMEPHOE OOpalleHue ¢
KOTOPOM MOXET HaHEeCTH yIepO ee COOCTBEHHUKY, BJaJIeIbIly, T0JIb30BATEIIO
1 UHOMY JIULLY

46. BcraBbTe B yTBEpKJIEHHUE MPOIYyIIEHHBIE cioBa: «JIrobas uHbopmarus,
OTHOCSIIAACA K OINPEAEIEHHOMY WIH ONPEIENIIEMOMY Ha OCHOBAHHWU TaKON
nHpopmanuu pusndeckoMy Jniy (CyObEKTYy MEepCOHANbHBIX JaHHBIX), B TOM
quciae ero ¢pamMuiaus, UMs, OTYECTBO, TOJl, MECALl, JlaTa U MECTO POKICHU,
ajzpec, ceMeiHoe, COLMaIbHOE, UMYIECTBEHHOE MOJIOKEHHE, 00pa3oBaHUE,
npodeccus, 10X0/1bl, Apyras UHHOpMAIHS — 3TO »

TIePCOHAIbHBIC
JTAaHHBIC

47. VYxkaxwure, kakoe yrBepxacHue HE cooTBeTcTBYyeT N€lCTBUTENBHOCTH:

A) CreneHb KOHPUIECHIUATBHOCTH MOXET OBITh PUCBOEHA TOKYMEHTY
HCIIOJIHUTEJIEM Ha CTaJ MU MIOJrOTOBKH JOKYMEHTA;

b) Crenenp KOHPUACHLIMATBLHOCTH MOXET OBITH NPUCBOEHA JOKYMEHTY
PYKOBOJIUTENIEM  CTPYKTYPHOI'O  TOAPA3AEICHHUS WM PYKOBOJWUTEIEM
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OpraHHU3alliK Ha CTaJUH COTJIACOBAHMUS WJIH MOMMCAHUS TOKYMEHTA
B) Crenenp KOHOHUIECHIMAIBHOCTH MOXET OBITH MPHCBOCHA IOKYMEHTY
azmpecaroM (ToyydaTeseM) TOKYMEHTa Ha CTaJuH ero MepBUYHO 00pabOTKH B
Cmy>x0e enonpou3Bo/ICTBa

I') CreneHb KOH(PHICHIUAIBLHOCTH MOXET OBbITh IPUCBOCHA JTOKYMEHTY
UCKJIFOYMTEINILHO TI0 PEIICHUIO Cya

48. BcTaBbTe B yTBEpXKACHHE MPOMYIIEHHOE CI0BO: «JIr0obas opranuzanus
(yupexnaeHue) He 3aBUCUMO OT (hOpPMBI COOCTBEHHOCTH M OpPraHU3aIlMOHHO-
paBOBOM (POPMBI SIBIIIETCS BIIAACIIBIIEM JOKYMEHTHUPOBAHHON MH(POPMALIUU U
JNOJKHA  TPUHMMATh MeEpbl 1O €€ OXpaHe B  COOTBETCTBUHU C
3akoHoAarenscTBOM Poccuiickoit ®epepanuu. OrpaHudeHue Joctyna K
JOKYMEHTUPOBAHHON uHMOpMaUu — 3TO CiykeOHOM  WiH
KOMMEpYECKOH JOKYMEHTUPOBAaHHONH WH(POpPMAMU OT HENpPaBOMEPHOTO
oOparlieHusi, KOTOPOe MOXET HaHEeCTH yIiepO opraHuzanuu (YUpexaeHUI0) —
COOCTBEHHUKAM, BJ1aJIeNbllaM, [T0JIb30BATEISIMY

3amuTa

Tema 2.4.
Opranuzanus
JICIIOTIPOU3BOICTBA 10
MIPEITIOKEHUSIM,
3a4BJICHUSIM U
xKarnobaM rpaxaan

49.  Vkaxure, kakoe neiictsue HE mpenycMoTpeHO Ui rocy1apcTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIpAaBJIEHUS WM JOJDKHOCTHOIO JIMLA TPH
pPaccCMOTpPEHUH OOpaleHHs TPaXkKIaH:

A)  ofOecnieunBaeT  OOBEKTHBHOE,  BCECTOPOHHEE U CBOEBPEMEHHOE
paccMOTpeHHe OoOpalieHusi, B Clly4a€ HEOOXOJUMOCTH —  C y4yacTHEeM
rpakJaH1Ha, HalIPaBUBILIEToO oOpaleHne

b) 3ampammBaer, B TOM 4Hcle B 3JEKTPOHHON (opme, HEOOXOAUMBIE IS
paccMOTpeHHs oOpamieHuss  JOKYMEHTBI U MaTepHabl B IPYTHUX
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPAaBICHHS W Y MHBIX
JOJDKHOCTHBIX JIMII, 32 MCKJIIOYEHHEM CY/I0B, OPraHOB JIO3HAHMS M OPraHOB
MIPEIBAPUTEILHOTO CIIE/ICTBHS,

B) npunumaer Mepbl, HampaBlICHHbIE Ha BOCCTAHOBJICHME WM 3allUTy
HapyIIEHHBIX MTPaB, CBOOO] M 3aKOHHBIX HHTEPECOB TPaKJaHNHA

I') maer nMCbMEHHBI OTBET IO CYNIECTBY ITOCTABJICHHBIX B OOpalIeHUN
BOTIPOCOB

J)  yBeomuisieT  TpaKaHMHA O HampaBJIeHMHM  ero  oOpalieHus
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Ha paCCMOTPEHHUE B JAPYrOM TOCYJapCTBEHHBIM OpraH, OpraH MECTHOTO
CaMOYTIPABJICHUS WM HHOMY JOJDKHOCTHOMY JIMIY B COOTBETCTBUH C HUX
KOMIIETEHIINEN

E) obecrieunBaeT omyOJIMKOBaHHE PE3YyIbTATOB PACCMOTPEHUsS OOpAIlCHUS B
oHUIIMaTBLHBIX CPEACTBAM MACCOBON MHGOPMAITIT

50. VYkaxuTe Bce NpaBWIbHBbIE BapUaHThl OTBETa Ha Bompoc: «B kakom
Clly4ae JOJDKHOCTHBIC JIMLA OPraHU3aluid, INPOBOAAIIMAE JIMYHBIM IIPUEM
IpakJaH, MOTYT OTKa3aTh B TAKOM MpueMe?»

A) B cinydae oOparieHus mo BOIMpOCaM, HE OTHOCSIIMMCS K KOMIETEHIIUU
ATUX OpTraHU3aIul

b) B ciyuae oOparienust B HEyCTaHOBJIEHHBIE JHU U 4achl

B) Korza 3asBuTento B Xxo/1e JMYHOTO MpHEMa ykKe ObUT IaH MCUYEPIBIBAIOIIHIA
OTBET Ha MHTEPECYIOIINUE €TI0 BOIPOCHI

I') Korma c 3asBuTENneM mpeKpaileHa TMepenucka IO M3J0KCHHBIM B
oOpallileHuu Bonpocam

1) Ecniu mocetuTtenb 0TKa3bIBA€TCS MPEIbIBUTH JOKYMEHT, YIOCTOBEPSIIOLIUN
JINYHOCTH

ABBI'

51. VYcraHoBHTE COOTBETCTBUE HOPUINYECKUX TEPMUHOB U MX TOJIKOBAaHUI

TEPMMWH TOJIKOBAHMNE

1. OGpatenue A) mpochba rpakJIaHrHA O COACHCTBUU B peau3ariiu
rpa)xJIaHuHa €ro  KOHCTUTYLMOHHBIX TpaB  H CBOOOJ  WJH
KOHCTUTYLIMOHHBIX MpPaB U CBOOOJ APYTUX JHIL, JHOO
cooOrieHne 0 HapyIlIEHUU 3aKOHOB U MHBIX
HOPMATUBHBIX IMPAaBOBBIX dKTOB, HCAOCTATKAX B pa60Te
TrOCy/IapCTBEHHBIX ~ OpPraHoB, OPraHOB  MECTHOTO
CaMOyIpaBJICHUA W OOJKHOCTHBIX JIUIL, 00 KPHUTHKA
NESTENIbHOCTH YKa3aHHBIX OPTaHOB H JOJKHOCTHBIX
JINILL

2. XKanoba b) nanpaBneHHBIE B rOCyJIapCTBEHHBIH OpraH, OpraH
MECTHOTO CaMOYTPABJICHUS WIN JOJKHOCTHOMY JIUILY

B NUChbMEHHOM (dopMe HId B (HOpME BIESKTPOHHOTO
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JOKYMCHTA IIPCATIOKCEHUC, 3asdBJIICHHUC WU >I<ano6a,

a TaKkxKe yCTHOE oOparenue rpaxIaHHHA
B TOCYJJApPCTBEHHBIN  Opras, OpraH  MECTHOTO
CaMOYIIPABICHHS

3. Ilpennoxenue | B) mnpocbba rpaxaaHuHa O BOCCTAHOBJIEHUM WM
3alIUTe ero0 HApYIICHHBIX MPaB, CBOOO MM 3aKOHHBIX
UHTEpecOB JIMOO T1paB, CBOOOA WJIM 3aKOHHBIX
HMHTEPECOB APYTUX JIUL]

4. 3asBneHue I pEeKOMeH1alus rpaX<1aHUHA
10 COBEPIIECHCTBOBAHUIO 3aKOHOB U WHBIX
HOPMAaTUBHBIX  IIPaBOBBIX  AKTOB,  JAEATEIbHOCTU
rOCYJapCTBEHHBIX OPraHOB M OPraHOB  MECTHOTO
caMOyIpaBJICHUS, Pa3BUTHIO 00I11eCTBEHHBIX
OTHOILLIEHUH, YIYYUIEHUIO COLHAJIBbHO-DKOHOMHYECKOU
U MHBIX cep AeATeIbHOCTU TOCYAapCTBA U 00IECTBa

52. BcraBbTe B yTBepkIeHHE MpoOMylleHHbIe cloBa: «DenepanbHblii 3aKOH
«O mopsimke paccMoTpeHust oopaieHuid rpaxkaan Poccuiickoit deneparnun» B
cTatbe 6 ['apaHTun 0€30MacHOCTH TpakJaHWHA B CBA3H C €ro OOpalieHHeM
MpeIyCMaTPpUBAET, YTO NPH PACCMOTPEHUHM OOpAIMICHUS HE JOMyCKaeTCs
pasrianieHne CBEICHUM, CONEepKaluxcs B OOpallleHUH, a TaKKe CBEIEHUH,
kacarormuxcs (1) rpaxkjaaHuHa, 0e3 ero coryacusa. He sBisiercs
pasriamieHueM CBEACHHM, COJAEp)KAIlIMXCS B OOpallleHHH, HampaBlIeHHE
MMCBMEHHOT0 O0paleHus] B rOCYJapCTBEHHBIM OpraH, OpraH MeCTHOTO
CaMOYMIpaBlEHUS WIH JOJKHOCTHOMY JIMILy, B KOMIIETEHIIUIO KOTOPBIX
BXOJIUT PEIICHHUE IMOCTABJICHHBIX B 00OpAIIeHUH BOTIPOCOBY

YacTHOH KU3HU

53.

BcraBeTe B yTBepikIeHME MpomylleHHble cioBa (uugpoit): «IlucemenHoe
oOpallleHue, TMOCTYNUBIIEE BBICHIEMY JOJDKHOCTHOMY JIMIy CyObeKTa
Poccuiickoit @eneparnuu (pyKOBOAUTENIO BBICIIET0 UCIIOIHUTEILHOTO OpraHa
rocyaapcTBeHHOU BiacTu cyobekTa Poccuiickoit denepanun) u comepxaiiee
uHpopManmio o  ¢akTax BO3MOXHBIX HapyIIEHHWH 3aKOHOAATENIbCTBA

20
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Poccuiickoit ®enepanuu B chepe MUTpPALMH, PACCMATPUBACTCS B TEUCHHUE
JTHEW CO JIHSI PErUCTPallMK MUCbMEHHOTO OOpaIICHHS

54. BcraBpTe B yTBEpXKAEHHE MpOMylIeHHbIe cioBa (uudpoit): «3akoH
IIpeyCMaTpUBaeT, 4TO CPOK, OTBEACHHBIM Ha paccMOTpeHHE OOpalleHHs,
MOCTYNUBIIETO B (hOpME IINEKTPOHHOTO JOKYMEHTAa, KaK W Ha oOpaiieHue B
IIUCBMEHHOW  (opMe,  COCTaBIseT JHeH ¢  MOMEHTa
perucTpanyy JaHHOTO 00paleHus»

30

OK 1 [Ilonumars
CYILIHOCTh u
COLIMAJIbHYIO

3HAUUMOCTh  CBOEH
Oynymieit mpodeccun,
NpOsIBJISIT K HEH
YCTOMYMBBIA HHTEPEC

Tema 1.1. ITouarue o
JOKYMEHTaX,
criocodax
JOKYMEHTUPOBaHUS U
0 HOCHUTEJIAX
nHpopmauu

55. VkaxuTe npaBUIbHBIA BapHUaHT, YTO TAKOE JOKYMEHT?

A) CBenenus o uuax, npeaMerax, Gpakrax, COObITUAX, SBICHUIX U ITPoLeccax
HE3aBUCUMO OT (POPMBI HX TIPOUCXOKICHUS

b) 3aduxcupoBanHas Ha MarepuarbHOM HOCHUTENE
PEKBU3UTAMH, TIO3BOJISIFOIIMME €€ UICHTH(PHINPOBATH

B) HaGop pekBU3UTOB, pACHOJOXKEHHBIX B  CTPOro
IIOCJIE0BATEIBHOCTH

I') lenoBas Oymara ¢ TEKCTOM, MOAMUCHIO U MI€YAThIO

uHdopmarnus ¢

onpeaeIeHHON

56. BcraBpTe B YTBEpXKIEHHUE IPOIYLICHHBIE CJIOBA: «YIIpaBlIEHYECKas
NEeSATeNIbHOCTh ~ JII0OOW  opraHu3anmuu  Oazupyercs Ha  MHQOpPMAIMH.
Wudopmanus MoXeT mepenaBaTbcs YCTHO, MpPHU TOMOLIM  OyMa)kKHBIX
HOCHUTENIEH WM 3JIEKTPOHHBIX cpeAcTB. bonbmas yacte umHpopManuu (A0
98%), ucnonb3yeTcs B yHpaBiIeHUU, OQOpMIIseTcs B BUJE JOKYMEHTOB, YTO
HEO0OXOIUMO ISl OCYIIECTBICHUSI KOHTPOJIS MCIIOJIHEHUS, PELIEHHS CTIOPHBIX
BOIIPOCOB, aHAJIM3a U MCCIEAOBAHUS YIPABIEHUS C LIEJIBIO INOBBIIIEHUS €TI0
s¢dexTrBHOCTU. JIOKYMEHT B yNpaBiI€HUH BBICTYNAET OJHOBPEMEHHO U Kak
MpeaMeT Tpy/Aa YIpaBleHYeCKOro pabOTHUKA, U KaK €ro »

pe3yabTaT

Tema 1.2.
TpebGoBanus k
oopmienuro
PEKBH3UTOB
CITyKeOHBIX

57. CooTHecuTe MOHATHS YHU(PUUIMPOBAHHOM CHUCTEMbl OpraHU3al[OHHO-
aCTIOPSAMTENIbHON JTOKYMEHTAIIMU M UX TOJIKOBAHMUSI:
[TOHATUA TOJIKOBAHUA
1. PekBU3UTHI A) 3TO COBOKYIHOCTbH PacIOJIOKEHHBIX B
OIPEJIEIIEHHON MOCIIEe10BATENBHOCTH

1-b
2-B
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JOKYMEHTOB

PEKBU3UTOB, IPUCYLINX BCEM JOKYMEHTaM
JTAHHOU CUCTEMBI

b) 3T0 371€MeHTBHI, COCTABISIOIINE TOKYMEHT
B) 3TO COBOKYITHOCTH PEKBU3UTOB
KOHKPETHOI'O JJOKYMEHTa

2. DopmyJisap
3. ®opmymsip-obpazen

58. BcraBpTe B yTBEpXKIEHHME MpOMNYIIEHHbIE cioBa: «OpraHuzanuu
HCIOJIb3YIOT OJIaHKH JOKYMEHTOB, M3TOTOBJICHHBbIE HAa OyMa)KHOM HOCHUTEJE
(bnmaHKM TOKYMEHTOB (helepalbHBIX OPraHOB TOCYAAPCTBEHHOW BIIACTH C
Bocripou3BeneHueM ['ocymapctBeHHoro repba Poccuiickoii  ®deneparnuu
W3TOTABIIMBAIOTCS  MONUTPAPUUCCKHUMH  MPEANPUATUHIMH,  UMCIOIIHMH
cepTu(UKATHl 0 HAIMYUH TEXHUYECKHMX U TEXHOJOTHYECKHX BO3MOXKHOCTEH
JUIST KA4eCTBEHHOT'O W3TOTOBJICHHUS YKa3aHHOTO BHJA TPOMYKIWH), W/WIH
ANEeKTpOHHbIE MIabMoHbl ONaHkoB. braHku Ha OyMaKHOM HOCUTENE H
3JICKTPOHHBIC IIA0JOHBI OJIAHKOB JOJKHBI OBITh HJEHTUYHBI 1O COCTaBY
PEKBHU3UTOB, MOPSAJIKY HX PACIOJIOKEHUS, TAPHUTYPaAM LIpUPTa.

B 3aBucuMocTH OT pacnonoKeHust peKBU3UTOB YCTAHABIMBAETCS J1BA

(1) yrnosoit
(2) mpotonbHBIMA

BapuaHTa 6;aHkoB — (1) u(2) »

Tema 1.3. 59. Vxkaxure, kakoro Buaa 6mankos HE cymectByer: r

Crtpyxkrypa A) oOuruit 6;1aHK

JIOKYMEHTA, b) 6nank ju1st mucem

IIPOEKTUPOBAHUE B) 6y1aHK KOHKpPETHOTO BH/1a JOKYMEHTA

OIlaHKOB I') gactHebIi1 OnaHK
60. BcraBpTe B yTBEp)KIEHME MNPONYILIEHHOE CcI0BO: «B mpaBunax | TpyaoBoro
BHYTPEHHETO pacrnopsiika OTpa)kalOTCS OCHOBHBIE BOIIPOCHI:
opraHuzanys paboThl MPEANpPUATHs, B3aMMHbIE OOS3aHHOCTH PAOOTHUKOB H
aJIMMHHCTpPAINH, IPEJOCTaBICHHE OTITYCKOB, KOMaHIMUPOBAaHUE COTPYIHUKOB,
BHYTPH OOBEKTHBIN PEXKUM)»

Tema 1.4. 61. Ykaxure BHI OPraHM3alMOHHOTO JOKYMEHTa, KOTOPBIA ompenenser | A

Cucremsl NOpsiA0K 00pa30BaHMsl, CTPYKTYPY M OpPraHM3aluio paboThl MPEIPUITHS
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JIOKyMEHTaIUH A) ycraB
b) uncrpykuus
B) nmonoxxenue
I') ucropuueckas cripaBka
62. BcraBbTe B yTBEpXKACHHE MPOIMYILIEHHOE CJIOBO: «OpraHu3alMOHHO- | JOJKHOCTHAS
IIPaBOBBIC JIOKYMEHTBI COAEPIXKAT MOJIOKEHHSI 00513aTeIbHBIC JUIsS UCIIOJIHECHHUS | HHCTPYKIHS
U SBIAIOTCS IPABOBOM OCHOBOW JE€ATENbHOCTH mpennpustus. OnHuM u3
BUJIOB OPraHU3allMOHHBIX JIOKYMEHTOB SBJIETCS JOKYMEHT, B KOTOPOM
OTIPENeNIAIOTCSA  33a]aud, (YHKIWH, TpaBa M OOSI3aHHOCTH COTPYJHHKA
OPEeIIpUATHS — 3TO .Ha ocHoBaHum 53TOro nOKyMeHTa
pa3pabarbIBacTCsl TPYIOBOM KOHTPAKT ¢ paboTHUKOM. OCHOBHBIMH pa3JieiaMu
TEKCTa 3TOr0 JIOKyMEHTa SBIIAIOTCA: OOLIME IOJIOKEHUS; JOJKHOCTHBIE
00513aHHOCTH; IIPaBa; OTBETCTBEHHOCTH)
Tema 2.1. 63. BpiOepure  Bce  mpaBuibHble  BapuaHThl:  «OcHoBHble  Buibl | BI'JI
Opranuzanus JOKYMEHTOIIOTOKOB B OPTaHU3ALAN»:
JIOKYMEHTO000pOoTa. A) 311€KTPOHHBIE TOKYMEHTHI
Perucrpanus b) Bxoasdmye JOKyMEHTBI
JIOKYMEHTOB B) apxuBHBIE TOKYMEHTbI
I') BHyTpeHHUE TOKYMEHTbI
J1) nucxonsmue JOKYMEHTBI
64. BcraBpTe B yTBepXKIeHHE MpomylieHHoe ciioBo: «lIpucBoeHue | peructpanus
JOKYMEHTY MHJeKca (HOMepa) M TMpOCTaBIEHHME €ro Ha JOKyMEHTE C
MOCNEAYIONIEN 3aliChl0 KPAaTKUX JAHHBIX O HEM B JKypHajie (Ha KapTOuKe)
WM Ha KOMIIBIOTEPE — 3TO . Ona HeoOxoauma i obecrieueHus
COXPAHHOCTH JIOKyMEHTOB, ONEPaTUBHOIO MTOMCKA, YUe€Ta U KOHTPOJIS»
OK Tewma 1.1. IlonsTue o 65. ComnocTtaBbTe yTBEPKICHHS U BEPHBIEC OTBETHI: 1-b
Opranu3oBbIBaTh JNOKYMEHTaX, 2-A
COOCTBEHHYIO crocofax
JESITENIBHOCTb, JOKYMEHTUPOBAHUS U

69




BbIOMpATh  THUITOBBIC
METOJIbI U CIOCOOBI
BBITTOJHEHUS
npodecCHoHATBEHBIX
3aj1a4, OIICHUBATh HX
3¢ (HEeKTUBHOCTH u
Ka4eCTBO

0 HOCHTEIIAX
uHpOopMau

1. Kakue n3 nepedyrcieHHbIX
JIOKYMEHTOB OTHOCSITCS K
OpraHU3aIMOHHBIM

A) YcraB 1 ITaTHOE pacIiMCaHue

2. Kakue U3 nepeyuciaeHHbIX
JIOKYMEHTOB OTHOCSITCS K
pactops,AUTEIIbHBIM

b) TpynoBoii 1oroBop u Jn4yHas
KapToyka

66. Bribepute Bce mnpaBwiIbHBIE BapuaHThl: «B  cocraB
JOKYMEHTOB BXOJIAT. ..»

A) nonyyeHHble TUCbMaA

b) ornpaBneHHble nUCbMa

B) nmpuxa3bl 1o OCHOBHOM €S TEIILHOCTH

I') HanmoroBble neknapanuu

J1) cimy>xeOHbIe 3aM1CKU

BHYTPEHHUX

B

67. BblOepute Bce  IpaBWIbHblE  BapuaHTbl:  «OCHOBHBIE  BHJIbI
JOKYMEHTOIIOTOKOB B OpraHU3alMu — 3TO ...»

A) 3IEKTPOHHBIEC JOKYMEHTHI

b) Bxoasdmye JOKyMEHTBI

B) apxuBHBIE TOKYMEHTHI

I') BHyTpeHHUE TOKYMEHTbI

J1) nucxonsmue JOKYMEHTBI

BT

68. BcraBpTe B YTBEpXKIEHHUE MPOIYIIEHHOE CIOBO: «Bce mMOKyMeHTHI,
oOpa3yromuecs Ha MPeANpPUSTHH, OpraHU3aIiH, KIacCUPHUIMPYIOTCS MO Py
npu3HakoB.  [IOJUIMHHWK —  €IMHCTBEHHBIM  JK3eMIUIAP  JOKYMEHTAa,
OoQOpPMIICHHBII W TIOANMUCAHHBIA C YEPHOBHKA B COOTBETCTBHHM C
YCTaHOBJICHHBIMU TpeOoBaHUAMU. C TOUIMHHUKA MOTYT OBITH H3TOTOBJICHBI:
KOIUs, OTTHUCK, BBIMCKA M3 JOKYMEHTa, AyOnukar mojnuHHuka. Komus —
WICHTHYHOE, 3aBEPEHHOEC  JODKHOCTHBIM  JIUIIOM  BOCIPOM3BEICHHE
noanuHHUKa. Komusi TOKyMeHTa, ocTalomiascs B Jelax NpeAnpusatus (Kak
MIPAaBHJIO, HE 3aBEPSIETCS TIOANMCHIO JODKHOCTHOTO JIUIA) — ATO. .. ).

OTTUCK
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Tema 1.4. 69. VYkaxure, B KakoOW TMOCIEIOBATEIbHOCTH CTPOUTCA OCHOBHas 4acth | I’
Cucrembl TEKCTa MpoToKoJ1a?
JOKYMEHTalluu A) MOCTaHOBUJIM- CIIYILAIN- BBICTYHIN
b) BeICTYNIMIM- TOCTAHOBWIIM — CITyILIAIH
B) pemmnu — ciaymany — BBICTYIHIN
I') cnymanu - BBICTYNIHUIIN — IOCTAHOBUIIN
70. BcraBpTe B yTBEpKJA€HUE  IponylieHHoe cioBo:  «CoriacHo | pacnopsiiuTenbHas
OObmepoccuiickoMy — Kiaaccu(UKaTOpy  yHOpPaBICHYECKOH  JOKYMEHTaLUU
(OKVY/l) opranuzaiimoHHO-paciopsIuTeIbHbIE JOKYMEHThI KIaCCUPUIUPYIOT
Ha TPU TPYIIBL: OpP2aHU3AYUOHHAS JOKYMEHTALUsl — YCTaBbl, IOJOXKCHMS,
IpaBWa, UHCTPYKIMH, IITATHBIE PACHHCAHMUS, JIOKyMEHTalus —
IIPUKa3bl,  PACIHOPSDKEHUS,  IIOCTAHOBJICHMS,  pPELICHUs,  yKa3aHusd;
UHGOPpMAYUOHHO-CNPABOYHASL ~ TOKYMEHTAllUsl — THUCbMa, TEJIEeTPaMMBbl,
TesiepOHOTpaMMbl, (aKChl, aKThl, MPOTOKOJbI, JOKJIAJHbIE M CIIy)KeOHbIE
3alMCKH, U T.J1.»
Tema 2.1. 71. Ykaxure NpaBUIbHBIA BapuUaHT: K BHYTPEHHEMY JOKyMeHTooOopoTty | B
Opranuzanus OTHOCST
JOKYMEHTO000pOoTa. A) odunnanbHbIe THCHMA
Perucrpanus b) BHelIHMe JOKIIaIHbIE 3aITUCKH, CIIPABKH
JIOKYMEHTOB B) nmpukasbl, pacnopsiKeHHs OpraHUu3aluu
I') Bce yka3zaHHBIE BApUAHTHI OTBETOB SBJISIOTCS BEPHBIMU
72. Pacnionoxurte sTamnbl OpraHU3alMM JOKYMEHTOB B Jeiornpoussojctse B | ABBT

MIpaBUJIbHOM MOCJIeI0BATEbHOCTH (ykaxxure MIPaBUJIbHYIO
MOCJIeI0BaTeNbHOCTh OYKB OTBETA):

A) nepBruyHasi 00paboTKa MOCTYMUBIIUX JOKYMEHTOB

b) paccMoTpeHne 10KyMEHTOB pyKOBOJACTBOM

B) perucrpanus

I') KOHTPOJIb NCTIOTHEHUS

J1) HanpaBJieHUE Ha UCTIOJIHEHUE
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73. BcraBbTe B yTBEpKIECHHE MPOIYIIEHHOE CJIOBO: «B Hacrosiee BpeMms
HaxoJIT MPUMEHEHHUE TPU CUCTEMBI PErUCTPALIMH IOKYMEHTOB:
YeHmpanu3o08aHHas — TPU  KOTOPOM  pEerucTpauus BcCeX JIOKYMEHTOB
OpraHu3aly MPOU3BOAUTCS B OJTHOM MECTE, HApPUMEP, B KaHUCISIPUH, WIH
OJTHUM paboTHUKOM, HaInpumep, cekpeTapeM-pedepeHToM;
NeyeHmpanu306aunas —  TpU  KOTOPOM  perucrpanuss  JOKYMEHTOB
OCYIIECTBIISIETCSI B CTPYKTYPHBIX  TOJAPA3JICNICHUSIX  CEKpeTapsMu
[I0/Ipa3IeJICHU; — MpU KOTOpPOM OJHA YacThb JOKYMEHTOB
pETUCTPUpPYETCST [EHTPAIU30BAHHO, Jpyras dYacTb — B CTPYKTYPHBIX
[IO/IPa3ACIICHUAX»

CMCIIaHHas

74. BcraBbTe B YTBEpXKACHHME MPOMyLIEHHOE cioBo: «Perucrpanus
JOKYMEHTOB — 3TO 3allUCh HEOOXOJMMBIX CBEIEHHM O JOKyMEHTax C
MOCJIEAYIOIUM IIPOCTABJICHUEM HAa HUX JEIOIPOU3BOJACTBEHHOIO MHACKCA U
natel peructpanuu. Llenplo perucrtpauuu sBisercs obecrieyeHue ydera,
KOHTPOJSI M TIOUCKAa JOKyMEHTOB. (OCHOBHBIM IPUHIMIIOM pErucTpanuu
JOKYMEHTOB  SIBJISIETCS (kaXIplii  JOKYMEHT JOJDKEH
PEruCTPUPOBATLCS B JAaHHOM YUYPEXKIEHMM TOJBKO OAMH pa3). Bxonsmue
JOKYMEHTBI PETUCTPUPYIOTCA B IEHb MOCTYIUICHUS, UCXOAAIIUE U BHYTPCHHUE
- B JICHb IOJIIUCAHUS.

OOHOKPATHOCTb

OK 3 [Ilpunumars
peleHus B
CTaHJApTHBIX u
HECTaHJapTHBIX

CUTyallusIX W HECTH
3a HUX
OTBETCTBEHHOCTh

Tema 1.4.
CucreMnl
JOKYMEHTAITU!

75. CooTHecuTe HAaMMEHOBaHUS Pa3eNioB JOJKHOCTHOM MHCTPYKIUHU M MX
COJIEpKaHue:
PA3JIEJL
1. Obu1re mosoKeHus

COJIEP2)KAHUE

A) B pazznene nepeuucisitoTcsi KOHKPETHbIE BHUJIbI
paboT, BBITIOJIHSIEMBIE CITCIIHAIICTOM

b) B  pasgmene  ykaspBaloTcs ~ 00JacTh
NESTENIbHOCTH  CICLUANNCTA;  TOPSJIOK  €ro
HAa3HAYCHUI Ha OOJIDKHOCTh U OCBO60)K)ICHI/I$I oT
JOJKHOCTH; KBaJM(UKAIIMOHHBIE TpeOOBaHUS;
IIOAYNHECHHOCTDb CIIeIyaJIiucra, HOPMAaTHUBHBIC
JTIOKYMEHTBI

B) B pa3sgene ykaswpIBaercs, 3a 4TO KOHKPETHO

2. JIO>KHOCTHBIE
00s13aHHOCTH

3. IlpaBa
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HEeCeT OTBETCTBEHHOCTh CHELIMATIHUCT
4. OTBETCTBEHHOCTD I'’) B pasgene ycraHaBiuMBalOTCs — Ipasa,
HEOOXO/AMMBIE CIEUUAIUCTY JJs BbBIIOJIHEHUS
BO3JIOKEHHBIX Ha HEro 00s3aHHOCTEH

76. BcraBbTe B YTBEpXKIEHUE MPOMYIIEHHOE CJIOBO: «OpraHu3allOHHbIE
JIOKYMEHTBI — KOMIUIEKC B3aUMOYBS3aHHbBIX IOKYMEHTOB, PEriIaMEeHTHPYIOLINX
CTPYKTYpY, 3adaud, (QYHKIUU TPEINPUSTHS, OPraHU3alUI0 ero paboThl,
mpaBa, OOS3aHHOCTM M OTBETCTBEHHOCTh PYKOBOJCTBA MPEINPHUSITHUS.
Opranu3anroHHO-TIPABOBEIC IOKYMEHTHI COJICPIKAT TIOJI0KEHUS 00s13aTeIhbHBIC
JUISL ICTIOJIHEHUS U SIBJISIFOTCSI IPABOBOM OCHOBOM J1€ATEIHHOCTH TMPEIIPUITHUS.
OnauM W3 BUJOB OPraHU3AIMOHHBIX JIOKYMEHTOB SBJISIETCS JOKYMEHT, B
KOTOPOM OIPEAETSIOTCS 3a/1a4k, PYHKIHMHU, ITpaBa U 00A3aHHOCTH COTPYIHUKA
NPEANPUITHS — 3TO . Ha ocHoBaHuu 3TOro JOKyMEHTa
paspabarbiBaeTcsi TPYI0BOM KOHTPAKT ¢ paOOTHUKOM»

JOJDKHOCTHAs
UHCTPYKIUS

Tema 2.3.
Opranu3zanus paOoTsl
c
JOKYMEHTUPOBaHHOU
uHpopmanuein
OTPaHUYEHHOTO
J0CTyTa

77. VYKaxuTe NpaBUIIbHBIA BapuUaHT, O KakOM IIOHATHUM HIET peUb:
«Madopmanust He sBistomascs OOLIENOCTYIHOM, KOTOpash CTaBUT JIWIL,
ob0jamaromux €0 B CHIy  CBOETO  CIyKeOHOTrO  TOJIOKEHUS B
MPEUMYIIECTBEHHOE TOJIOKEHHUE TI0 CPABHEHUIO C APYTUMU OOBEKTaMU —
3TO...»

A) ciyxebHas HHpopManus

b) xommepueckas TaiiHa

B) 6anxoBckas TaitHa

I') kondunennuansuas uHbopManus

78.  BcraBbTe B yTBEpXKICHHE MPOMYIIEHHOE CII0BO: «JIt00ast opranuszanus
(ydupexnaeHue) He 3aBUCHMO OT (pOpMBbI COOCTBEHHOCTH U OpraHHU3aIlMOHHO-
IpaBoOBOW (POPMBI SIBIII€TCS BIIAAEIbIIEM JOKYMEHTUPOBAHHON MH(pOPMALIUU U
JNOJDKHA  TPUHHMMATh Mepbl 1O €€ OXpaHe B  COOTBETCTBUHU C
3aKkoHoAarenscTBOM Poccuiickoit ®enepanuu. OrpaHudeHue JocTtyna K
JIOKYMEHTHPOBAaHHOW HMH(OpPMAIIUA — ITO CITy)K€OHOW WITH
KOMMEpYECKON JOKYMEHTUPOBAaHHONH HMH(OpPMAIMU OT HENpPaBOMEPHOIO

3aluTa
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oOpareHusi, KOTOpoe MOXKET HaHECTH yIepO opraHu3anuu (yU4pekKICHHUIO) —
COOCTBEHHUKAM, BIIa/Ie/bIIaM, ITOJIb30BATEISIMY

Tema 2.4.
Opranuzanus
JIEIIOTIPOU3BOICTBA 10
MIPEIIOKEHUSM,
3a4BJICHUSAM U
)ajobaM rpakaaH

79. VYkaxute, kakuM npaBoM HE obOnamaer rpaxaaHuH npu paccCMOTPEHUU
oOpallleHusl rOCyAapCTBEHHBIM OPraHOM, OPraHOM MECTHOT'O CaMOYIIPaBJICHUS
WIH JOJKHOCTHBIM JINIIOM

A) TpeacTaBIATh JOMOJHUTENbHBIE JOKYMEHThI M Marepualibl Ju0o
oOparatecsi ¢ MPocb0oil 00 WX UCTPeOOBAHHMH, B TOM YHUCIIE B AJICKTPOHHON
dhopme

b) 3HakomMuTBCS C JOKyMEHTAMH W MaTepHallaMH, KacCalOIIMMHUCS
paccMOTpeHHsl OOpallleHHs, eClIM 3TO He 3aTparuBaeT IMpaBa, CBOOOIBI H
3aKOHHBIE MHTEPECHl JPYTHMX JUIl W €CIM B YKa3aHHBIX JOKYMEHTaX |
MaTepuagax He COAepKATCs CBEACHUS, COCTABIIAIONINE TOCYAAPCTBEHHYIO WM
MHYIO OXpaHAeMyI0 (peiepanbHbIM 3aKOHOM TaifHy

B) cocraBnATh mnHCbMEHHBIE OOpalleHHs, B KOTOPBIX cofepxkKarcs
HEICH3YPHBIE THOO OCKOPOHUTEIbHBIE BHIPAXKECHUS, YTPO3bI KU3HHU, 310POBBIO
U UMYIIECTBY JOJDKHOCTHOTO JIMIIA, a TAK)KE YJICHOB €r0 CEMbU

I') momyyaTh MUCEMEHHBIN OTBET MO CYMIECTBY IOCTABICHHBIX B OOpAICHUU
BOIIPOCOB

J1) oOpamarbest ¢ kajo0o Ha MPUHATOE MO OOpAIIEHUIO pElIeHUE WU Ha
neiictBue (6e31eicTBIE) B CBSI3U C PACCMOTPEHHUEM OOpaIleHus

E) oOpamarbcs ¢ 3asiBIGHHEM O TIPEKPAMICHUN PACCMOTPEHUS 0OpaIieHus

80. VYkaxuTe TpaBWIBHBIM BapHaHT, YTO JEJIaTb B ClIy4ae, €CIU TEKCT
MUCBMEHHOT0 00palleHNs He MOAaeTCsl IPOUTEHUIO?

A) OOpaieHue rpaxaaHlMHa PETUCTPUPYETCS, HO OTBET Ha OOpalleHue He
JlaeTcs, a 3asBUTENb yBeJlomisieTcs (ecau ero (amMuiIus M MOYTOBBIN ajpec
MOJAI0TCS IPOYTEHHUIO) O MPUUKHE 0TKa3a B paCCMOTPEHUU

b) Takue oOparieHus rpakJjaH yHUYTOXKAIOTCS MOCIIE PEruCcTpalun

B) B Teuenue cemu mHEH CO JHS pPEruCTpaliil OOpaIlleHHWE TEpeaaeTcsl B
PaliOHHBIN OTAEN BHYTPEHHUX JIE]

I') Bce BapnaHThl 0OTBETA BEPHBI

74




81. Kakme u3 HapymeHHMd 3aKOHOJATEILCTBA 00 oOpameHusx rpaxiaaH u | ABJ]
IOpUANYECKUX  JIML[  SIBJSIIOTCS.  OCHOBAaHMEM  JUIsl  NPUBJIEYEHUS K
aIMUHUCTPATUBHON OTBETCTBEHHOCTH JIOJ>KHOCTHBIX JIUL?

A) Otka3 B mpreMe o0palieHus Ipa)TaHHA WIH IOPIIHIIA.

b) Hapymienue ycTaHOBIEHHBIX CPOKOB PACCMOTPEHUSI OOpaIeHHUS.

B) HeundopmupoBanue 3asBUTENS O PEUICHUH, HPUHSATOM IO pe3yjbTaTaM
paccMOTpeHHs 0OpaleHHs.

I') HempaBomepHbIli OTKa3 3asBUTENI0 B O3HAKOMIIEHHH C MaTepualami,
HEMOCPEACTBEHHO OTHOCSIIIMMUCS K PACCMOTPEHHUIO 0OpaIIeHHUS.

1) Henpunsitue B mpenenax CBOCW KOMIETEHIIMH MEp MO BOCCTAaHOBJICHHUIO
HapyUICHHBIX MPaB, CBOOO U (UJIM) 3aKOHHBIX HHTEPECOB 3asSBUTENS

82. BcraBbTe B yTBEpXKACHHE MPOIYUIEHHOE CJIOBO: «B COOTBETCTBUU C | JIOXKHBIE

nyHktamu ®@eznepanbHoro 3akoHa «O MOpsJIKE paccMOTPEHUs OOpalleHHi
rpaxnaad Poccuiickoit denepanum» rpakIaHuH UMEET IPaBO Ha BO3MEIIEHUE
Y6I)ITKOB N KOMIICHCAIUIO MOpaJbHOIrO BpCaa, NPUYMHCHHLIX HCE3aKOHHBIM
neiictBuem (Oe3neiicTBUEM) TOCYAApCTBEHHOTO OpraHa, OpraHa MeECTHOI'O
CaMOYNpPaBJIE€HUS WIH JOJKHOCTHOTO JIMIA MPU PACCMOTPEHUU OOpalleHus,
[0 peleHnuto cyda. B cimyuae, ecnmu rpaxaaHuH yKaszal B OOpalleHuu
3aBEJJIOMO CBEICHMSI, pacXo/bl, TOHECEHHbIE B CBA3H C
paccMOTpeHHeM OOpalleHHs TOCy1apCTBEHHBIM OPIaHOM, OPIraHOM MECTHOIO
cCaMOyInpaBJICHUA WX JOJDKHOCTHBIM JIMIIOM, MOTYT OBITh B3BICKAHBI C
JAHHOTO I'PaXXIaHWHA 10 PEIICHUIO Cy1a»

83. HasoBuTe mepBblil ATall B TEXHOJOTMUECKON IETIOUKE J1ETONPOU3BOJICTBA
1o pabore ¢ obpanieHusiMu rpaxkaat. (OTBET BOUcaTh
CJIOBaMM)

IIpuem obparenuit

84. BcraBbTe B yTBEp)KJIEHHE NPOMYIIEHHOE CIOBO (3amuch LUPPOI):
«B ciydae, ecnM TEKCT NUCBbMEHHOIO OOpAIEHUsI HE MO3BOJSET ONPENEINUTh
CYTh IPEeAJIOKEHHMSI, 3asBICHUS WM 5KaJo0bl, OTBET Ha OOpalleHue He AaeTCs
Y OHO He MOJJICKUT HANpPAaBIEHUIO HAa PaCCMOTPEHHE B rocyAapCTBEHHBIH
OpraH, OpraH MECTHOTO CaMOYIPAaBJIEHUS WM JIOJDKHOCTHOMY JIMILY
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B COOTBCTCTBHH C UX KOMHeTeHHHeﬁ, O 4Y€M B TCUYCHHC HHCﬁ CO OHA

peructpanuu  OOpamieHus  COOOImaeTcss TpakJaHWHY, HANPABUBIIEMY
oOparnieHue
OK 4 Ocymectasath | Tema 1.1. ITonsitue o 85. CootHecure HaNMEHOBAHUS JIOKYMEHTaIlUH o HUCTOYHUKY | 1-b
IIOMCK U | TIOKYMEHTax, MIPOUCXOKACHUS M X ONUCAHUS: -A
HCITOJIb30BaHNE crocobax HAVMMEHOBAHUWE OIIMCAHUE
uH(popManuu, JAOKYMEHTUPOBAHUA U 1. JlokymeHT nau4yHOro | A) IOKYMEHT, CO3JaHHbI IOPUIAWYECKUM WIH
HEOOXOAUMON ISl | O HOCHUTEIISAX IIPOUCXOXKICHHS dbuznyeckuM  JIUIOM,  OQOPMIICHHBIH U
3¢ (HeKTHBHOTO nH(popMaUN YJAOCTOBEPEHHBIN B YCTAHOBJIEHHOM TOPSIIKE
BBITTOJTHEHUA 2. Odunmaneubeiii | b) ToKyMeHT, CO3JaHHBIN JIMIIOM BHE CPEPHI €To
HPO(beCCI/IOHaHBHHX JOKYMEHT CIY)KEOHON JCATENHPHOCTH WJIM BBIMOJHEHUS
3ajad, 00II1eCTBEHHBIX 00sI3aHHOCTEN
npoeCCHOHATHLHOTO
u JIMYHOCTHOT'O 86. BcraBbTe B yTBEpKII€HUE MPOMYIIEHHBIE CIIOBA: «/[OKyMEeHTUpOBaHHAS | AIIEKTPOHHBII
pa3BUTHS; nH(poOpMaNKs, TMPEACTAaBICHHAs B JJICKTPOHHOW (opMe, TO €CcTh B BHUJC, | TOKYMCHT
MPUTOTHOM JUIsl BOCHPHSATHS YEJIOBEKOM C MCIOJIb30BAaHUEM 3JIEKTPOHHBIX
BBIYMCIIMTENIBHBIX MAIllMH, a TaKkXkKe I TMepenayd 1o WHOOpPMaImOHHO-
TEJIEKOMMYHUKALIMOHHBIM CETAM HIM 00paboTku B UHGOPMAIMOHHBIX
cucrtemax (m. 11.1 cr. 2 @eaepansuoro 3akona ot 27.07.2006 Ne 149-03 "O06
nHpopmanuy, THGOPMAITMOHHBIX TEXHOJOTHIX U O 3amuTe uHpopMarun'") —
9TO »
Tema 1.4. 87. YkaxuTe NpaBUIbHBIA BapHaHT, B KOTOPOM IEPEYUCIIEHbI BCE OCHOBHBIE | A
Cucremsbl BUJIBl  NHCBbMEHHBIX  JOKYMEHTOB,  KOTOpbl€  BXOIAT B  COCTaB
JIOKyMEHTAIUU YHUDHUITMPOBAHHON CHCTEMBI OpraHU3aIMOHHO-PACTIOPSAIUTETHLHON
JIOKyMEHTAIUHU:

A) npukasbl, yKa3aHusi, IOCTAHOBJIEHUS, PACIIOPSKEHHS

b) npoTokou, akT, ycTaB, IpuKa3, yu4peAUTEIbCKUN JOTOBOP

B) ycraB, yupeaurenbckuil JoroBop, 00bsICHUTENbHAS 3aMKcKa, (pakcorpaMma,
TeJerpaMma

I') ykazaHusi, MOCTaHOBJIEHWS,
CITy>KeOHbIE 3aMUCKU

JCJIOBBIC IIHMCbMa, MOOKJIaAHBIC 3aIlMCKH,
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88. CooTHecute rpymi JOKYMEHTOB M MX OIMCAHUE:!

I'PYIIIIbI OITMCAHUME 2-A
JOKYMEHTOB 3-b
1. NudopmaninoHHo- | A) ITOKyMEHTBHI, HOCSIIUE aJIMHHHUCTPATHBHBIN
CIPaBOYHBIC IOKYMEHTBI | XapakTep U OOpalleHHbIE K HIDKECTOALIMM WU
IIOAYMHEHHBIM OPraHHU3aLUsIM
2. PacnopsautensHble | B)  OOKyMeHTBI,  moOMoOrampmue  co3JaTh
JIOKYMEHTBI OpraHu3alyi0, YCTAaHOBUTb €€ CTPYKTYypYy,
ONpPEACIUTh LITATHYI0 YHUCIEHHOCTb M COCTaB
pabOTHUKOB IO JOJDKHOCTSIM, OIpPENEIUTh
(YHKIMU CTPYKTYPHBIX MOApa3eIeHUH
3. Opranusaunonssie | B)  710KkyMeHTBI, cooOLiaromue  CBeIeHUs,
(opranuzanroHHO- noOy>XKJalolMe MNpPUHUMATh  OIpeAeICHHbIE
IIPAaBOBBIE IOKYMEHTHI) peleHus, T.C. MHULMUPYIOLINE
YIPABJICHYECKUE PEIICHHUS
89. BcraBbTe B yTBEP)KICHHE NPOITYLIEHHOE CII0BO: «KOIns 0OCHOBHOM 4acTy | BBINKCKA
TEKCTa JIOKYMEHTa, BOCIPOM3BOJAINAS €ro 4YacTb M 3aBEpEHHas B
YCTaHOBJICHHOM IOPSAKE — OTO U3 IpUKa3a»
Tema 2.2. 90. Vkaxure NpaBUIbHBIA BapuaHT oTBeTa: «Bce paboThl, cBsA3aHHBIE C | B
Opranu3zanus 0TOOpOM, MOATOTOBKOM U Nepesjadyeil JOKYMEHTOB Ha IMOCTOSIHHOE XPAaHEHHUE, B
TEKYILEro XpaHeHUs TOM YHUCJIE C UX YNOPSAAOYEHHEM M TPAHCIOPTUPOBKOM, BBIIOJIHAKOTCA 3a
JOKYMEHTOB. CUET...»

IToaroroBka u
MOPSIIOK Tepeaadn
JIeN1 B apXUB
YUIPEKICHUS

A) cpeACTB MECTHOTO OrO/IKETa

b) cpeacts denepanbHOrO OrOIKETA

B) opranusanuu, nepenaromiei JOKyMEeHTbI
I') rocynapcTBeHHOTO apXuBa
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91. CooTHecuTe HAaMMEHOBAHMS ITAIIOB opranu3alyui TCKYLIETro XpaHCHUA

JIOKYMEHTOB U UX OIIMCAHUE 2-A
OTAII OIIMCAHMUE OTAIIA
1. ®opmuposanue | A) [ToaroroBka en K XpaHSHHIO (BKJIIOYAET B CeOs
bi () KOMIUIEKC paloT: OmucaHue Jiela Ha OO0JIOXKKE;
OpOLIIOPOBKA; COCTAaBJICHHE BHYTPEHHEH OIKCH;
HyMepallusi JMCTOB U MPoY.)
2. Odopmiienne nen | b) I'pynnupoBka MCIIOTHEHHBIX JTOKYMEHTOB B Jeja
B COOTBETCTBMM C HOMEHKIATYypol Jen U
CUCTEMAaTH3alMsl JOKYMEHTOB BHYTpH Jieja
92. Vxkaxure npaBWwiIbHbI BapuaHT: CBOJHAas HOMEHKJIATypa Jen | A
OpraHM3aly BBOJUTCS B JIEHCTBUE!
A) ¢ 1 sHBaps cieayIouIero KajleHIapHoro rojaa
b) kaxxpie mosroia TEKyIero nepuoaa
B) ¢ nekaOps Texyiero roga
I') mo mepe HamoOHOCTH
Tema 2.3. 93. Vkaxwnre npaBwiIbHbIM BapuaHT otBera: «llopsamox ortHecenus | I

Opranu3zanus paOoTsl
c
JOKyMEHTUPOBAaHHOU
uHpopmanuein
OTPaHUYEHHOTO
J0CTyTa

JIOKYMEHTOB K TOCYJapCTBEHHOH TailHE OCYyIIECTBISETCS B COOTBETCTBUU C
3akoHoM Poccuiickoit @enepauuu ot 21 umroms 1993 r. Ne 5485-1 "O
rocy/1lapCTBEHHOW TaiiHe", B KOTOPOM YCTaHOBJEHbl TPH CTENEHU
cekperHocTH. Kakas crenensb cexkperHoctu HE ycranaBnuBaercss TaHHBIM
3aKoHOM?»

A) 0co00i1 BaXKHOCTH

b) coBepiieHHO ceKpeTHO

B) cexperno

I') ocoboii cexpeTHOCTH

94. BcraBbTe B yTBEpKIEHUE MpOIyIIeHHbIe cioBa: «KoHduaeHmampHbIH
JOKYMEHT COAEPKUT CBEACHUS, HE OTHOCSALIMECS K TOCYJAapCTBEHHOM TalHe, a
COCTABJSIFONIUN HMHTEJUICKTYAIbHYI0 COOCTBEHHOCTh IOPHUAMYECKOTO WIIH
¢dusnueckoro nuna. K Hell oTHOCHTCS KOMMepUecKasi U clly>keOHasl TaifHa.

(1) Kommepueckas
(2) Cnyxebnas
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€)) TailHA — A3TO BHUJ TalHBI, BKIIOYAIIHMA HHGOPMAIIHIO,
yCTaHABIIMBAaEMYyI0 W 3ammmiaemMyr e€ obmagarenem B Jr000i chepe ero
KOMMEPUECKON JIeATENbHOCTH, JOCTYyl K KOTOPOW OrpaHUYMBAacTCs B
uHTepecax obnanmatens wuHpopmamuu. K 3T0oil MHpOpManuu OTHOCATCH,
MIPEK/IE BCEro, UAeU, N300peTeHUs, OTKPBITHS, TEXHOJIOTUH, UHIUBUyaJIbHbIE

JeTald ~ KOMMEPUYECKOM  JAESTEIbHOCTH,  MNO3BOJIAIOIIME  YCIIELIHO
KOHKYpHUPOBATh U T. II.
2) TaliHa BKJIIOYaeT B ce0sA: TMOCTYNUBIIYI0O B OpraHbl

roCy/IapCTBEHHOW M MYHHIIMIIAIBLHOM BIACTH MH(POPMAIUIO, COCTABIISIONIYIO
KOMMEPYECKYI0 TaWHy JAPYrUX HOPUAMYECKUX JIMI, KOTOpas IOJydYeHa B
pe3yNbTare OCYIIECTBICHUS CIIyKeOHOU 1eATeTbHOCTH ITUX OPTaHOB, a TAKXKE
nHpOpMAIHIO, CO371aBaEMYI0 caMUMU OpraHamu BJIACTH u
MOABEJOMCTBEHHBIMU UM  MNPEAUPUATHSAMH,  JOCTYIl K  KOTOpPOH
OTPAHUYUBACTCS CITy’)KEOHOU HEOOXOIUMOCTHIO»

OK 5 Hcnonb3oBathb
MH(pOPMaIMOHHO-
KOMMYHUKAI[HOHHBIE
TEXHOJIOTUU B
npo¢eCcCuOHAIBHON
NesTeNbHOCTH;

Tewma 1.2.
TpeboBanus k
0(OpMIICHUIO
PEKBHU3UTOB
CITY)KEOHBIX
JIOKYMEHTOB

95. BriGepure Bce MpaBWIbHbIE BapuaHThl OTBeTa Ha Bompoc: kakue u3 | BI'E
mpudToB pekomenaoBaHbl 'OCToM K HCHOIb30BaHUIO (BBIOEPUTE HECKOIBKO
MIPaBWJIbHBIX OTBETOB)

A) Georgia

b) Verdana

B) Courier New

I') Arial

) Tahoma

E) Times New Roman

96. BcraBpTe B YTBEpXKICHHE NPOIYIIEHHOE CIOBO (3amuch Iudpoi): | 5

«OdopmieHre nHChbMa MOMHMO CTaHJApPTHOTO OnaHka A4 MOXeT ObITh
MpOM3BENICHO Ha opMare A »
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Tema 2.1.
Opranuzanus

JOKYMEHTO000pOoTa.

Perucrpanus
JOKYMEHTOB.

97. Bnlbepute Bce MpaBUIIbHBIE BAPUAHTHI: K JOKYMEHTaM, HE [0JUIeXkKaluM
perucTpanuu, Kak paBuio, OTHOCSTCA. .. :

A) mnucbMa MHPOPMALMOHHO-CIIPABOYHOIO  XapakTepa, IPUChUIAeMble s
CBEJICHUs, BCE PEKIIAMHBIE IIMCbMA

b) nozapaBuTesbHBIE TUCHMA U TEIErPaMMBbl

B) npurnamenus, nporpaMMbl CEMHHAPOB, COBELIAHUN M KOH(EPEHIHIA

I') xomuum HOPMATHBHBIX JOKYMEHTOB, ITOCTAHOBJICHMH M DPaCHOPSLDKEHUN
rOCyJJapCTBEHHBIX OPraHOB

J1) toroBopsI

ABBI'

98. BriOepute Bce mMpaBWIIbHBIE BapUaHThl: OCHOBHbIMHM TpeboBaHusiMu Kk | ABJIE

EKTPOHHOMY JIOKYMEHTY SIBJISIFOTCSL. . .

A) 10CTOBEPHOCTb

b) cekpernocTh

B) npuroaHocTs 11 UCIIOJIB30BAaHUS

I') Hannuue OymMakxHON KOMU

J1) ayTeHTUYHOCTH

E) nenoctuocts

99.  YcraHOBHUTE COOTBETCTBHE MEXIY CIIOCOOOM KOHTPOJISI OTMETKH U 1-b
€TUCTPALIMOHHON 6a301 2-A
CIIOCOBb KOHTPOJIAA OTMETKHM BA3A
1. ABTOMaTu3upOBaHHBIN A) perucTpanoHHO-KOHTPOJIbHAS

KapTOuKa

2. Pyunoit b) kommbrOTEpHAs TpOorpamMma

100. VYcraHoBuTE  COOTBETCTBHE  MEXAYy  OCHOBHBIMM  cBoMcTBamu | 1-I'

3JIEKTPOHHOI'O JJOKYMEHTA U X TOJIKOBAHUEM: 2-A

CBOWCTBO TOJIKOBAHME 3-b

1. AyTeHTH4YHOCTh A) CBOWCTBO DJIEKTPOHHOTO JOKyMeHTa, mpH || 4-B

KOTOPOM COJACPIKAHUE DBJIICKTPOHHOI'O JOKYMCHTA
ABJICTCA TMOJIHBIM MW TOYHBIM HPCACTABJICHUCM

TTOATBEPKIACMBIX onepaum‘/i, JCATCIIbHOCTH WJIN
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(hakToB M  KOTOPOMY MOXHO JIOBEpSTh B
MOCJIEAYIOIMX ONepaluusix WIM B MOCIENyIOLIeH
JeSITeNIbHOCTH

2. 10CTOBEPHOCTD Bb) cocrosiHMe 3JEKTPOHHOrO JOKYMEHTa, B
KOTOPBI TIOCJIE €ro CO3IaHUS HE BHOCHIIHCH
HHUKAKMC N3MCHCHUA

3. llenoctHOCTH B) CBOICTBO 3JIEKTPOHHOTO JIOKYMEHTA,
IIO3BOJISIIOIIEE €70 JIOKAJIU30BaTh U BOCIIPOU3BECTH
B J11000Y MOMEHT BpEMEHHU

4. Ipurognocts ania | I) CBOIICTBO AIIEKTPOHHOTO JIOKYMEHTA,
MCIIOJIb30BaHUs TrapaHTUPYIOIIEe, YTO DJIEKTPOHHBIM JOKYMEHT

HACHTHUYCH 3a4BJICHHOMY

101. BcraBbTe B  yTBEpXkJAE€HHE HponylieHHoe clioBo: «CoCTOsSHUE | LE€I0CTHOCTD
JIEKTPOHHOTO JIOKyMEHTa, B KOTOPBIA IOCIE €ro CO3/1aHusl HE BHOCHIIUCH
HUKAKHE U3MEHEHUSI — 3TO AEKTPOHHOTO JOKYMEHTa
102. BcraBbTe B  yTBEpXKACHHUE TMPOMYIIEHHOE CJI0BO: «CBOMCTBO | ayTEHTUYHOCTD
NMEKTPOHHOTO JTOKYMEHTa, TapaHTHUPYIOLIEE, YTO DJIEKTPOHHBIM JTOKYMEHT
UJICHTUYEH 3asBJIEHHOMY — 3TO AIIEKTPOHHOTO JJOKYMEHTa
Tema 2.4. 103. BriGepure Bce npaBuiIbHbIE BApUAHTBI OTBETOB Ha Borpoc: «Kakue Buast | BBJL
Opranuzanus AJEKTPOHHON MOJIUCH NPEAYCMOTPEHBI 3aKOHOAATENLCTBOM PD 7%
nenonpousBojcTa 1o | A) Ilpocras HekBanudurpoBaHHAS
IIPETIOKEHUSM, b) Ycunennas kBanuduuupoBaHHas
3asBJICHUSAM U B) IIpocras
Kanmobam rpaxiaH I') Ilpocras kBanuduuupoBaHHAS
J1) Ycunennas HekBan(ULMPOBaHHAS
104. BcraBpTe B yTBEpKACHHE TPOIMYIIEHHOE CJIOBO (3amuch | 7
udpoi):

«B cydyae mocTyruieHMsT B TOCYJApCTBEHHBIN OpraH, oOpraH MECTHOIO
CaMOYIIpaBJICHHUs] WJIM JIOJDKHOCTHOMY JIMIy THCbMEHHOIO oOpalleHus,
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COZIEpIKAIEr0 BOMPOC, OTBET HAa KOTOPBIA pa3MelleH Ha OQHUIMATbHOM CalTe
JAHHBIX TOCYJApCTBCHHOIO OpraHa WJIM OpraHa MECTHOI'O CaMOYIPaBJICHHUS
B MH()OPMAIMOHHO-TEJICKOMMYHHUKAIMOHHOM ceTn «IHTepHEeT», rpaXkIaHuHY,
HalpaBUBIIEMY OOpallleHUE, B TCUCHUE JTHEW CO JHS PETUCTpaluu
oOpailieHuss  cOOOIIAeTCsl  SJICKTPOHHBIA  aapec  OPUIMATBLHOrO  caiTa
B HH(POPMAIIMOHHO-TEIICKOMMYHHUKAIMOHHOW ceTH « HTepHEeT», Ha KOTOPOM
pa3MellieH OTBET Ha BONPOC, IIOCTABJICHHBIA B OOpAlICHUH, MpPH ITOM
oOpaienue, coJieprKaniee o0xaoBaHue CylIeOHOTO pelIeHus,
HE BO3BPAIIIACTCA»

OK 8
CaMocTosATENbHO
ONPEAETSATh  3aJa4yu
poheCCHOHATHLHOTO
u JMYHOCTHOTO
pa3BuTHS,
3aHUMATBCSI
caM000pa30BaHUEM,
OCO3HaHHO
IUIaHUPOBATh
MIOBBIIIICHUE
KBaJIM(pUKaIIH;

Tema 1.3. 105. VYkaxure npaBWIbHBIA BapUAHT: IIEPEUMCINUTE OCHOBHBIE BHUJBI | A
Crpyxkrypa 0JIaHKOB
JTIOKYMEHTA, A) o6muii 6;1aHK, GaHK ISt TUceM, OJIaHK € TMPOJIOJIbHBIM U YTJIOBBIM
MIPOCKTHPOBAHKE PacToIOKEHUEM PEKBH3UTOB
OJIaHKOB b) cymecTByet ToNbKO OJIaHK ¢ TPOAOIBHBIM U YTJIOBBIM PACIIOI0KEHUEM
PEKBH3UTOB
B) cymectByeT Tonbko oOmImii G1aHK
I') cymecTByeT TOIbKO OJIAaHK JJIs THCEM
106. BcraBpTe B YTBEpXKIEHHE TMPOMYIIEHHOE CJIOBO: «YCTAaHOBJICHHUE | yHUDUKAIUS
€IMHOTO KOMIUJIEKCa BUOB M Pa3HOBUIHOCTEH JOKYMEHTOB JJIsl aHATOTHYHBIX
YIPaBICHYCCKUX CHUTyalluid, pa3paboTka eauHbBIX (OpM U MpaBWI HX
cocTaBleHHs, OQOpPMIICHHE U CcO3JaHue TpadapeTHbIX TEKCTOB — JTO
JIOKYMEHTOB
Tema 1.4. 107. YkaxuTe, Kakue JIOKyMEHTBHl OTHOCATCS K HMHQOpMaMoHHO- | [’
Cucremsl CIIPaBOYHBIM?
JTOKYMEHTAITU! A) TOKyMEHTBI, CO3JIaHHBIC OT/ICITBHBIMU TPaKIaHaAMHU

b) nokymeHThI, HOcAlIME aAMMHUCTPATHUBHBIN XapakTep M oOpallleHHbIE K
HUKECTOSIINM WU TOJJYMHEHHBIM OpraHU3alusiM

B) nokymeHTB, mNOMOraroIIMe CO3/aTh OpraHu3alli0, YCTaHOBHUTb €€
CTPYKTYpY, OIpPENEIUTh IITATHYI0 YHMCIEHHOCTh U COCTaB PaOOTHUKOB IO
JOJDKHOCTSIM, ONPEAETUTh (DYHKIMH CTPYKTYPHBIX HOJpa3IesIeHIH
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I') nmoxyMeHTBHI, coOOOIIAIIKME CBEACHUS, MOOYXAAroNMe IPUHUMATh
onpeJIeJICHHbIE PEUICHUS, T.€. MHULIIMUPYIOLIUE YIPABICHYECKUE PEIICHUS

108. YcTaHOBUTE COOTBETCTBHE MEXIY HaMMEHOBaHHWEM HH(OpManMoOHHO- | 1-b
CIIPAaBOYHOI'0 JJOKYMEHTA U €r0 OIPEeICHUEM: 2-B
HAVMMEHOBAHUME OIIPEAEJIEHUE 3-A
1. CnpaBka A) wuHOOPMAIIMOHHO-CIIPABOYHBIA  JIOKYMEHT,
COCTaBISIIOLIMICS HAa  UMS  PYKOBOJUTEIS
KOMIIAHUM WM BBILIECTOSALIEH HHCTAHIUM C
Henpl0  MHPOPMHUPOBATH  PYKOBOJICTBO O
CIIOKUBLICWCA  CUTyalluh M HOOYIUTh K
IPUHSIITHIO OIPEJICTICHHOTO PELICHMUSI
2. [Ipecc-penus b) nokymeHT omepaTuBHOM — HMH(pOpMaIuH,
COCTAaBJIAIOLIMICS C  LENbl0  ONUCAaHUA W
MOATBEPKICHHS KAaKUX-JIM00 (HaKTOB U COOBITHI
3. loknangnas 3anucka | B) kpaTkoe uHGpOpMAaLMOHHOE COOOLICHHE,
COCTaBJICHHOE Tpecc-Ciry»00i min otaenom PR
KOMIIaHUM U NPEAHA3HAYEHHOE JUIsl )KyPHAJIUCTOB
u pegakropos CMU
Tema 2.2. 109. BeiOepure Bce mpaBUIbHBIE BapHaHThl: OCHOBHBIMU (yHKIUsMHU | ABB
Opranu3zanus apxuBa SBJISIOTCS:
TEKYLIET0 XPaHEHUs A) cocTtaBieHHe onMCcen Ael
JIOKYMEHTOB. b) xpanenue 10KyMEeHTOB
IlonroroBka n B) dopmupoBanue cripaBoYHOro anmapara, 00Jer4aronero y4er 1
MOPSAZIOK Tepeaaun HCIIOJIb30BaHNE apXUBHBIX JTOKYMEHTOB
JIE]l B apXUB I') cocraBnenue cmet
yUpeXKICHUS J1) BeneHue 1enonpon3BoICTBA
110. BcraBbTe B yTBEpXKACHUE NPONYIIEHHOE CIOBO: HOMEHKJIaTypa

«I[J'ISI CUCTCMATU3allul JOKYMCHTOB, o0JIeryeHHs WX IIOMCKa U yueTa
COCTaBJIACTCA Jacn  — CI/ICTeMaTI/ISI/IpOBaHHHﬁ
NEpCUCHL 3aroJIOBKOB ICJI, HCIIOJB3YCMbBIX B OpraHu3alMv, C YKa3dHHCM
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CPOKOB UX XpaHEHUs, O(OPMIICHHBIH B YCTAHOBJICHHOM MOPSIKE»

Tema 2.3. 111. Bribepute Bce mpaBUIIbHBIC BAPUAHTHI OTBETOB: Kakue CBeACHUS Heab3s | ABI'/]
Opranuszanus paboTel | CYUTATh KOHOUACHIUATHLHBIMUA?
c A) JlanHbIe, KOTOpBIE BKIIFOUEHBI B CBUJIETENIHCTBO O PETUCTPALIMK KOMIIAHHH,
JOKYMEHTUPOBAHHON | JIMILIEH3UIO WU JIFOOBIE YUPEAUTEIbHbIE JOKYMEHTHI.
nHpopmaruen b) [lepconanbHbIC TaHHBIE
OTrPaHUUYEHHOTO B) JlanHble 0 BpeIHBIX TPOU3BOICTBEHHBIX (PaKTOpax, CAHUTAPHBIX HOpMaxX
J0CTyma I') Uudopmaniuio o npoBeICHUN TEHAEPOB, KOHKYPCOB C II€JIbI0 IPUBJICUCHUS
HOBOT'O I€PCOHAA WU TAPTHEPOB.
J1) ®uHaHCOBYIO IESATENIbHOCTh HEKOMMEPUECKUX OpraHU3aIHii
112. BcraBbTe B yTBepxkAeHHE TpomyiieHHoe cioBo: «HecekperHas | ciyxeOHas
uHpOpMaNKs, Kacalomascs NEsITeIbHOCTH OpraHW3alMid, OTPaHWYCHUS Ha
pacnpocTpaHEeHHE KOTOPOH IUKTYIOTCS CIy>KeOHOW HEOOXOIUMOCThIO, a
TaK)Ke TMOCTYNUBIIAsS B OpPraHU3allid HEeceKpeTHas HH(OpManus, JOCTYI K
KOTOPOM OTrpaHUYEH B COOTBETCTBUU C (eiepalbHBIMU 3aKOHAMMU, Ha3bIBAETCS
nH(OpMaIKsl OTPAaHUYEHHOTO PacpOCTPAHEHUSI»
Tema 2.4. 113. YkaxxuTe mnpaBWIbHBI BapuaHT oTBeTa Ha Bompoc: «Krto pomkeH | B
Opranu3zanus OpraHHU30BaTh MMPUEM U PaCCMOTPEHUE O0pallleHui IpaxiaH?»
JIeTIOTIPOU3BOICTBA IO | A) oprassl (pefiepanbHOM 3aKOHOIATENFHON M HCIIOJIHUTENBHOM BlIacTh
MIPEITIOKEHUSM, b) opranbsl MecTHOro camoynpaBlieHUs
3asIBJICHUSM U B) pykoBoacTBO,  JTOMKHOCTHBIE JIMLA BO  BCEX  OpraHU3alUsiX,
xKayobaM rpaxaaH OCYIIECTBIISIONIUX MyOJNYHO 3HaYMMble QYHKIIUN
I') uHMBUAYalIbHBIE TIPEATIPUHUMATENN
114. BctaBbpTe B yTBEpKI€HUE MPOMYLIEHHOE CII0BO: «PeaepanbHblil 3aKOH OT | KOJUIEKTUBHbBIE

02.05.2006 Ne 59-®3 «O mnopsake paccMOTpeHHs] OOpalleHHid TpaxkaaH
Poccuiickoit ®enepaunn» yCTaHABIMBAET, YTO TpakJaHE HMEIOT IPaBoO
06paHIaTBC${ JIUYHO, a TaKXE HaIpaBJIATH HHIAWBUAYAJIbHBIC u
oOpaleHus, BKJIIOYasi oOpalieHus oObeAMHEHUH IpaxaH, B
TOM YHUCJIC OPUANYCCKUX JIUI], B TOCYAaPCTBCHHLIC OPraHbl, OpraHbl MCCTHOI'O
CaMOYNpaBJIEHUS M HUX JOHKHOCTHBIM JIMIIAM, B TOCYAAPCTBEHHBIE U
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MYHHIUIIAJIBHBIC YUPCKACHUA U MHBIC OpraHu3alii, Ha KOTOPBIC BO3JIOXKEHO
OCYHICCTBJICHHUC Hy6JII/I‘-IHO 3HAYUMBIX (bYHKHHfI, 1 X JOJIXKHOCTHBIM JIMLIaAM»»

OK 9
OpueHTupoBaThcsi B
YCIIOBUSX
MIOCTOSIHHOTO

U3MEHEHUs IIPaBOBOM
6a3bl

Tewma 1.1. IlonsiTue o 115. Vkaxwure, kakoro crocoba nokymentupoBanust HE cymiectyer: Jil|
JOKYMEHTaX, A) TekcToBOE IOKYMEHTHPOBAHHE
crocobax b) TexHn4yeckoe JOKYMEHTUPOBAHUE
JOKYMEHTUPOBAHUA U B) xuno(hoTodOoHOI0KYyMEHTHPOBAHNE
O HOCHUTEJIAX I') a51eKTpOHHOE JOKYMEHTUPOBAaHUE
uHpopMauu J1) ycTHOE TOKyMEHTUPOBaHHE
116. BcraBpTe B yTBEpXKACHHME INPONYLIEHHOE ci0BO:  «KOMIIIEKC | OpraHu3alOHHBIE
B3alMOYBS3aHHBIX JIOKYMEHTOB, PEIVIAMEHTUPYIOLUX CTPYKTYpY, 3aJauH,
GyHKIMH NpEeAnpuaTUs, OPraHu3alUil0 ero paboThl; MpaBa, OOS3aHHOCTH M
OTBETCTBEHHOCTb PYKOBOJCTBA M CIELUUAIMCTOB NPEANPUITUS — 3TO
JIOKYMEHTBD)
Tema 1.3. 117. Yxkaxute npaBuibHbIi Bapuant: TpeOoBaHus Kk opopmiieHHI0 O61aHKOB | b
Crpykrypa JIOKYMEHTOB M3J1araroTcs B CJIE€IYIOIIEM HOPMAaTUBHOM JIOKYMEHTE:
JIOKYMEHTA, A) IonoxxeHue o ciyx0e 1e10IpON3BOICTBA
MIPOEKTUPOBAHUE B) 'OCT P 6.30-2003
OJ1aHKOB B) UHcTpyKLus MO A€710IPOU3BOJICTBY
ITOCT P 51141-98
118. BecraBbTe B yrBepkaeHue nponyuieHHble cioBa: «['OCT ycranaBnuBaer | AS
nBa (popmata GnankoB: A4 u »
Tema 1.4. 119. VYcraHoBUTE COOTBETCTBHME MEKIYy HAaMMEHOBAHHMEM JOKyMeHTa u ero | 1-B
Cucremsl ONPEACIICHUEM: 2-A
JIOKyMEHTAlNN JOKYMEHT OIIPEJAEJIEHUE 3-b
1. Pacniopsixenue A) IlpaBoBoil akT, H3AaBaeMbI PYKOBOJUTEIEM
OpeNnpusITHsi,  JeHCTBYIOLIEro Ha  OCHOBAaHUU

CAMHOHAYaJIUA, IJId pa3pClIiCeHrMd OCHOBHBIX U

OINCPAaTUBHBIX 3aaa4 NPCAIIPUATHIL
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2. [Tpuka3s b) [IIpaBoBoii akT, ONPEACHAIONIMA  MOPSIOK
oOpa3oBanus,  3agauu,  OOs3aHHOCTH,  IIpaBa,
OTBETCTBEHHOCTh u OpraHH3aIIIo paboThI
OpeANpUsITHS B 1EJIOM WM €ro CTPYKTYPHBIX
NoJIpa3/IeICHUI

3. Ilonoxxenue B) IlpaBoBoii akT ymnpaBieHUS TIOCYIApPCTBEHHOI'O
opraHa, UMEIOUINI 0053aTENbHYIO CUITY AJISl TpaXkaaH
Y OpraHu3alMi, KOTOPHIM OH aJJpECOBaH

120. Onpenenute, 0 KAKOM HOHATUHU UAET peub: «COBOKYITHOCTb
B3aUMOYBSI3aHHBIX JJOKyMEHTOB, IPHMEHSIEMBIX B OIpPEICIEHHON cdepe
NeSITeTbHOCTH, — 3TO »

cucTeéMa
AOKYMCHTallun

Tema 2.1.
Opranuzanus

JIOKyMEHTO000pOTa.

Perucrpanus
JIOKYMEHTOB.

121. Pacrnonoxute 3Tanbl 0OpaOOTKH BXOMSIIECH TOKYMEHTAllMU B TOPSIIKE
UX cnefoBaHus (ykasxcume nopsaook ciiedoganus ecex 6 apuanmos omeema,):
A) mpenBapUTeIbHOE PACCMOTPEHNE

b) ucnonnenne JOKyMEHTOB

B) ornpaBnenue B neno

I') perucrpanus

J1) paccMOTpeHue TOKYyMEHTOB PYKOBOIUTEIIEM

E) mpuem

EAT/IGB

122. Pacnonoxkute 3Tanbl KOHTPOJIS UCIIOJHEHHS IOKYMEHTOB B MOPSIKE UX
cieoBaHusl (YKKUTE MOPSIIOK CIIEIOBAHUS BCEX 5 BApUAHTOB OTBETA):

A) mocTaHOBKa Ha KOHTPOJIb

b) mpoBepka u perynmpoBaHue X0/1a UCTIOTHEHUS JOKYMEHTOB

B) cHsTHE OKYMEHTa ¢ KOHTPOJIA

I') HanpaBneHre UCTIOTHEHHOTO IOKYMEHTA B JI€TI0

J1) aHanu3 pe3yJbTaToOB UCIIOJIHEHHS JOKYMEHTOB

ABJIBT

123. BcraBbTe B  yTBEp)KIAEHHE MPOMYLIECHHBIE ClIOBa:  «JOKyMeHT,
MOCTYNUBLIMM B  yupexiaeHue, HazbBaeTcs (1) JTIOKYMEHT.
JIOKyMEHT, OTHpaBisieMblil M3 yupexjaeHusi, HaszbiBaercs (2)

(1) Bxoastimmia
(2) ucxopsmmit
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JOKYMCHT»

124. BcraBbTe B yTBEpIKICHHE MPONYIIEHHOE CJI0BO: « TeKyluii KOHTPOJIb 3a | PyKOBOJUTEIIb
WCIIOTHEHUEM JIOKYMEHTOB U TMOPYYEHUH B CTPYKTYPHOM TNOJpa3/IeICHUU
OpraHM3allK OCYIIECTBISET CIEUATIUCT AEIONPOU3BOICTBA MOAPA3IEICHHUS,
Ha KOTOPOTO PACIOPSKEHUEM PYKOBOAMUTEINSI BO3J0KEHA Takasi 00s13aHHOCTb,
a 001U KOHTPOJIb OCYIIECTBIISET ATOTO MOAPA3ACICHUS
Tema 2.2. 125. Pacnionoxure 3Tanbl KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB B MOPSIIKE ABBI'J]
Opranuzanus WX ClIeIoBaHus (YKaXXKUTE OPSAJIOK CIEAOBAaHUS BCEX 5 BAPUAHTOB OTBETA):
TEKYIIETro XpaHeHUs A) sKcriepTU3a HayYHO-TIPAKTUYECKON [IEHHOCTH JIOKYMEHTOB
JIOKyMEHTOB. b) odopmiienue nen
[Toaroroska u B) dopmupoBanue nen
MOPSAOK Nepeayn I') cocraBnenue onucet nen
JIe]l B apXUB J1) nepenaya 06paboOTaHHBIX JOKYMEHTOB Ha XpaHEHHUE
YUPEKICHUS
126.  BcraBbTe B YTBEPKJICHHE MPOIYLIEHHOE CJIOBO: | HOMEHKJIATypa

«CucteMaTu3MpoOBaHHBI  NEpEeYeHb  3aroJIOBKOB  JI€N, 3aBOJMMBIX B
JEJIONPOU3BOJCTBE CTPYKTYPHOTO IIOAPA3LACIICHMs, C YKa3aHUEM CPOKOB HX
XpaHeHus, OQOPMIICHHBII B  yCTaHOBJIEHHOM  IMOpPAJKE —  3TO

nen. OHa coctaBisgercss Uil oOecredeHus
nopsaaka (GpopMHUpoOBaHUS U yuyeTa /el B JAENONPOU3BOJICTBE CTPYKTYpPHOTO
MOAPA3ACIICHNs; HaMeUaeT TPYNIIUPOBKY HCIIOIHEHHBIX JTOKYMEHTOB B JI€la,
CUCTEMATU3alMI0 J€JI, WHJCKCAIIMI0 W CPOKM XpaHEHUs Jel, SBIETCA
OCHOBOH JUIsl COCTaBJIEHHs ONMCEN €)1 MOCTOSSHHOTO M BPEMEHHOIO (CBBILIE
10 1ner) cpoka XpaHEHHMS M OCHOBHBIM YYETHBIM JIOKYMEHTOM B
JEJIONIPOU3BOJICTBE»
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