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1. lleanb ocBOeHNSI AUCUUILIHHBI

llenp AMCUMIIIMHBL: [aTh 3HAHUSA, HEOOXOAWMMBbIE MJisi  MPABUJIBHOTO COCTAaBICHUS U
o(OpMIICHHUS TOKYMEHTOB, CO3[aBa€MBIX B MPOIECCE MPUHATUS U peaTu3aliyl YIPaBIECHYCCKUX
pelieHuit, OCBOUTH OOIICTIPUHSATHIEC JIGKCUKY U CTHIIb AeIOBOM KOPPECIIOHICHIUH.

OCHOBHBIMU 33J1ayaMu Kypca sIBJISIOTCS:

- 0O3HAKOMUTH CTYJEHTOB C MMPaBUJIAMU COCTaBJICHUS U O(OPMIICHUS OCHOBHBIX JOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, IPUKA30B, CIYKEOHBIX 3aMMCOK, IPOTOKOJIOB, AaKTOB, CIPAaBOK W
JIOKYMEHTOB 10 JIMYHOMY COCTaBY;

- JIaTh MpPEJCTaBICHUE 00 OpraHU3aluu JTOKYMEHTOO00pOTa, CUCTEeMATHU3AINH JOKYMEHTOB U
WX XpaHEHUU;

- copMHUpOBaTH y CTYACHTOB HABBIKM CaMOCTOSITEILHOTO COCTABJICHHS YIPABICHYECKOM
JIOKYMEHTAIUH, JIEJIOBBIX MTHUCEM.

2. Mecro mucuuninnbl B crpykrype OIIOITI BO
bazoit ansa u3yueHus: Kypca SIBISIIOTCS 3HAHMSI TOJIYYEHHBIE CTYIEHTAMH B XOJ€ W3YUYCHHS
TaKUX JUCHMIUIMH Kak: "MHocTpaHHbd s3bIK","MHPOpMAlIMOHHBIE TEXHOJOTUH B MEHEKMEHTE".
3HaHUE OCHOBHBIX TOJIOKEHUH JHUCHUIUIMHBI «J{OKyMEHTallMOHHOE OO0ecreYeHue YIpaBiICHUS
HEOOXOUMO MPU U3YyYEHUH AUCHUILINH «/lenoBbie KOMMyHUKAIMKUY, "YTIpaBleHUEe YeIOBEUECKIUMHU
pecypcamu', a TakKe IMPH HAIMCAHWHU BBITYCKHOM KBATU(UKAIIMOHHON pabOTHI.

3. Ilnanupyemblie pe3yabTaThbl 00y4eHHS 110 TUCHHUILTHHE
[Inanupyemble pe3yapTaTbl OOY4YEHMsI MO IUCLUIUIMHE, COOTHECEHHbIE C IUIAHUPYEMBIMHU
pesynbratamu ocBoeHust OIIOII (koMneTeHIMAMEI U HHANKATOPAMU JTOCTHXKEHUST KOMIIETSHIIUN )

dopMupyeMbie [Tnanupyemsie pe3yabpTaThl 00yUEHUsS 110 AUCIUIUINHE, B

KOMIICTCHIIMU (KO[[, COOTBCTCTBUM C MHIUKATOPOM AOCTHIKCHHSA KOMIICTCHIINN HauMmenoBanue OLICHOYHOI'O
coJiepxKaHue Wnpukatop noCTHXKEHUSA Pe3ynbraTel 00ydeHUs 110 cpencTaa
KOMITETEHIIMH) KOMIETEHIIUU JUCLUATUINHE

YK-4 Cnocoben YK-4.1 OcymecTBser 3HATb CUCTEMBI BOIPOCHI K YCTHOMY OIIPOCY,
OCYILECTBIIATh JEI0BYI0 KOMMYHHKALUIO B JOKyMEHTALUH, TECT, IPAKTUYECKUE 3aJaHHs

JIENIOBYIO YCTHOM U MMHCBMEHHOM COBPEMEHHBIE CIIOCOOBI U

KOMMYHUKAIIHIO B (opMax Ha pycCKOM SI3bIKE TEXHUKY CO3aHUS
YCTHOU 1 JIOKyMEHTOB, OCOOCHHOCTH

MUCBMEHHOU (hopmax
Ha TOCYJIapCTBEHHOM
s3p1ke Poccuiickoit
denepauuu u
HUHOCTPAaHHOM(BIX)

OopraHu3anuu IBUKCHUSA
JOKYMECHTOB Ha
NPEINPUATHAX U B
opranm3amsix (YK-4.1)

sI3bIKE(ax)
ITK-2 Cnocoben [TK-2.2 Pemaet yMeTh (hOPMHUPOBATH 0a3y BOIIPOCHI K YCTHOMY OIpOCY,
IUTAaHUPOBATH, onepaTuBHBIC JAHHBIX U pa3pabaTeIBaTh TECT, IPAKTUUECKUE 3aJaHH
OpTraHU30BBIBATH U yIpaBieHYeCKHe 3a0a4UH OpraHU3aI[IOHHO-
OIICHUBATh YIpaBICHYECKYIO
3¢ (HeKTHBHOCTH JIOKYMEHTAITHIO C
JIESTeTbHOCTH HCTIOB30BaHUEM
CTPYKTYPHBIX COBPEMEHHBIX TEXHOJIOTHI
HOJ(pa3eNIeHu 3EKTPOHHOIO
OpraHu3anuu nokymenroobopota (I1K-2.2)
BJIaJICTh HaBBIKAMU
MIOJITOTOBKH
OpTraHU3aIIOHHBIX U
pacmopsaIuTeIbHBIX

nokymenTtoB (I1K-2.2)




4. CTpyKTYypa H coepkaHne TUCHUILTHHbBI
OO6m1ast TpyI0€MKOCTh TUCIUIUIMHBI COCTABIISIET 3 3aUeTHbIe eAMHUIBI, 108 qacoB.

4.1. ®opma o0y4eHHsI: OUHAS
YpoBeHs 6a30B0or0 00pazoBaHms: CpeiHee odIee.

Cpoxk 00yueHust 4r.

4.1.1. CTpyKTypa IMCHUNINHBI
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1 HopmatusHo- 31214 12 Tectuposatie,
BBIIIOJTHCHHUEC
MeToaudeckas 6aza MPaKTHYECKHX paboT,
JIETIOTIPON3BO/ICTBA. YCTHEIH onpoc
2 | Cucrtemsbl TOKyMeHTanuu, | 3 6 2 21 Tectnposanme,
BBITIOJTHCHUEC
COCTaB MOPANOK MPaKTHYECKUX padoT,
pa3paboTKu 1 TpeOOBaHUS yeTHBil onpoc
K 0(OPMIICHHIO.
3 XapakTepucTHUKa 31618 20 TeCT‘LPOB:H":»
BBITIOJTHCHHU
JOKYMCHTOB, MPaKTHYECKnX pabor,
HCIIONB3YIOUIUXCS B YCTHEIH onpoc
YIIPaBICHYECKOM
NEesATEeIbHOCTH U IpaBHIIa
ux 0(OpMIICHHUSI.
4 CoBpeMeHHbIE CITOCOOBI 31212 21,15 TCCTIZPOB:HH:’
BBITIOJTHCHHU
CO3/71aHUs JOKYMEHTA. HpaKTEaCoKNX pabor,
JlokyMeHTO000pOT B YCTHBIH ompoc
OpraHu3aIu.
Bcero 3a cemectp 108 | 16 | 16 1,6 | 0,25 | 74,15 3auy.
Hroro 108 | 16 | 16 1,6 [ 0,25 | 74,15




4.1.2. Conepxkanue TUCHUILTHHBI

4.1.2.1. llepevyensb Jekuni
Cemectp 3
Pasoen 1. Hopmamusno-memoouueckas 6asa 0enonpousgoocmaa.
Jlexnus 1.

3akoHonatenbHbIe akThl PD B cdepe nndopmanum u 1oKyMeHTauu. YKas3sl U
pacniopsbkenus [Ipesuaenta PO, nocranosnenus [IpaBurenscra PO. HopmaTtuB-Hbie MpaBoBbIE
aKkThI (eiepabHBIX OpraHoB. ['ocyapCcTBEHHBIE CTAaHAAPTHI HA 10-KyMEHTHI. Y HU(MUIIMPOBAHHBIC
CUCTeMBbI JoKyMeHTaluu. O61epoccuiickue Kiac-Cu(PUKaTOPbl TEXHUKO-3KOHOMUYECKOH U
conuanpHOI nH(popManuu (2 Jaca).

Pazoen 2. Cucmemsl 0okymenmayuu, cocmas nopsiook paspabomku u mpebo8arus Kk 0¢hopmieHuUr.
Jlexknus 2.

JIOKYMEHT M CHUCTEMBI JOKyMEHTAlluU. YIIpaBieH4YecKkas JOKyMeHTauus. TpeboBaHus k
cocraBnenuto u opopmienuto. Tpedoanus [OCT P 6.30-2003 x oopmiteHHI0 TOKYMEHTOB (2
yaca).

Jlexknus 3.

Dopmysp — o0paselr, COCTaB U PacloNokKeHHe peKBU3UTOB.COCTaB U MOPSIA0K pa3paboTKu
JIOKYMEHTOB, UCIIOJIb3YIOIIKXCS B YIPABJIEHYECKOM JIeATENbHOCTH (2 yaca).

Jlexnus 4.

CocraBienue u 0popMIIEHIE OCHOBHBIX JOKYMEHTOB: IOTOBOPOB, KOHTPAKTOB, PHUKA30B,
CIIy»keOHBIX 3aMucoK (2 Jaca).

Paszoen 3. Xapaxmepucmuxa 00Kymenmos, ucnonv3youuxcs 8 YnpasieHueckou 0esimeabHoCcmu u
npasuia ux oghopmieHus.
Jleknus S.

Cocrapnenue u ohopmiIeHUE OCHOBHBIX IOKYMEHTOB: TPOTOKOJIOB, aKTOB, CIIPABOK U
JIOKYMEHTOB JINYHOT'O MTPOUCXOXKACHUS (2 yaca).

Jlexnus 6.

JlenoBble 1 KoMMepueckue nmucbMa. Knaccudukanus, crpykrypa, cTangapTHbie (pasbl 1
BBIpaKEHHS (2 Jaca).

Jleknus 7.

ITpaBuina u popmMbl KOMMEPUECKON MEPENUCKH C 3apyOEKHBIMU IMTAPTHEPAMU;

KOPPECTIOH ICHIIHS, CBSI3aHHAsI C TIPOBEICHUEM MIEPUOINIECKUX MEPOIIPUATHH, U TIPO-4ast
KOPPECIIOH/ICHIIMSI OpTaHu3alus paboThl C JOKYMEHTAaMH, COJIepKaIlMMU KOH(UIeHIIUAIbHbIE
cBeneHus (2 yaca).

Paszoen 4. Cospemennsvie cnocodwl cozoanus 0oKymenma. /JokymeHmoobopom 6 op2anuzayuu.
Jleknus 8.

CoBpeMmeHHbIe crTOcOObI ¥ TEXHUKA CO37aHNs JOKyMeHTOB. OpraHuzanus
JTIOKyMEHTO00O0poTa (2 Jaca).

4.1.2.2. IlepeyeHb NPAKTHYCCKUX 3aHATHIT

Cemectp 3
Paszoen 1. Hopmamusno-memoouueckas 6aza 0e1onpou3eo0cmaa.
IIpakTnyeckoe 3ausitue 1

[TpaBuna opopmieHuss HHPOPMALMOHHO TOKYMEHTOB (2 yaca).
IIpakTnyeckoe 3ansiTue 2

IIpaBuna opopmiieHHsT CHPAaBOYHBIX TOKYMEHTOB (2 yaca).
Pazoen 2. Cucmemsl 0okymenmayuu, cocmas nopsiook paspabomxu u mpebo8arus K 0ghopmieHuro.
IIpakTHyeckoe 3ansaTHe 3

[IpaBuiia opopmIiIeHHsS OCHOBHBIX OpraHU3allMOHHBIX JOKYMEHTOB (2 yaca).
Paszoen 3. Xapakmepucmuxa 00OKyMeHmMOo8, UCHONb3VIOWUXCS 8 YNPAGIEHYeCKOU 0esmenbHOCmU U
npasua ux oQpopmieHus.
IIpakTnyeckoe 3ansaTHe 4

[IpaBuia opopmiIeHNsS OCHOBHBIX PaclopsAUTEIbHBIX TIOKYMEHTOB (2 Jaca).



IIpakTnyeckoe 3ansiTue 5

[TpaBuiia BeZieHNUS 1E€TI0BOM NEPENMCKU, BUBI CITY)KEOHBIX TUCEM U U UX OpopMIIeHHEY (2
qaca).
IIpakTUyeckoe 3aHATHE 6

Buapl cmyxeOHbIX THceM U U uX oopmiieHue (2 gaca).
IIpakTHyeckoe 3anaTHE 7

[TpaBuia opopmiieHHsI pa3InYHBIX BUAOB JOKYMEHTOB I10 JHYHOMY COCTaBy (2 4aca).
Pazoen 4. Cospemennvie cnocobwi cozoanus 0oxymenma. [[okymeHmoobopom 6 opeanu3ayuu.
IIpakTnyeckoe 3ansiTue 8

JIoMKHOCTHBIE MHCTPYKIIUU: TTOHSATHE, COCTABJICHHE (2 Yaca).

4.1.2.3. IlepeueHnb 1a0OPATOPHBIX padboT
He mmanupyercs.

4.1.2.4. IlepeyeHb TeM U y4eOHO-MeTOANYECKOE O0ecIIedeHUe CAMOCTOATEIbHOM

padéoTbI
[lepedyeHb TeM, BEBIHECEHHBIX HAa CAMOCTOATEIBHOE U3YUYCHHUE!
. HopMaTuBHO-cripaBouHasi OCHOBa OpraHU3aIMK JOKYMEHTAIMOHHOTO 00ECIeUeHus yIpaBICHHS.
. CocTaB peKBU3HUTOB, BUJIbI OJaHKOB U TpeboBanus k Omankam mo 'OCTy P 6.30 — 2003.
. TpeGoBanus kK 0popMIIEHUIO OPTraHU3AUOHHO-PACTOPAIUTENBHBIX JOKYMEHTOB.
. TpeboBanus K 0hOPMIICHHIO OCHOBHBIX BHJIOB HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
. OdbopmieHne KaaApoBBIX TOKYMEHTOB.
. Odopmienue ciry eOHBIX MTHUCEM.
. @OpMBI perucTpaluu JOKYMEHTOB.
. TpeboBaHMs 10 3aIOTHEHUIO JIEI.
. XpaHeHue JOKYMEHTOB.
10. Opraam3anus paboThl ¢ JOKYMEHTaMH, COACPKAIMUMU KOH(DUICHIIMATHHBIC CBEICHHUS.
11. Opranuzanus 31eKTPOHHOTO T0KYMEHTOO000pOoTa.
st caMOCTOSITENTbHONH pabOThl MCIIONB3YIOTCS METOJUYECKHE YKa3aHHs II0 OCBOCHHIO
JTUCIUIUIMHBI U U3JIaHUS U3 CIHCKA MPUBEICHHON HI)KE OCHOBHOM M TOTIOJIHUTEIBHON JIUTEPATYPHI.

O 00 1 N DN K W —

4.1.2.5. IlepeyeHb TeM KOHTPOJbHBIX padoT, pedeparos, TP, PI'P, PIIP

He nianupyercs.

4.1.2.6. IlIpuMepHbIi IepeYeHb TeM KypPcOBbIX padoT (IIPOEeKTOB)
He nianupyercs.



4.2 ®opma 00yueHHA: OUHO-3204YHAS

VYpoeHs 6a30B0or0 00pazoBaHms: CpeiHee odee.

Cpoxk 00yueHus 5.
Tpynoem- IpakTu- | Jlabopa- Beero Popma
Jlex- Koncynsb- (KOHTaK- NPOMEKYTOYHOI 0
KOCTb, qyecKue TOPHBIE KonTt- CPC,
Cemectp MU, Talus, THasi KOHTPOJIs (3K3.,
gac./ 3a4. 3aHATUs, | padoThl, poJib,4ac. gac.
gac. qac. padora), 3ad4., 3a4. C 01I.)
ea. gac. qac.
qac.
3 108/3 4 6 0,5 11,5 92,75 3au.(3,75)
Hroro 108/3 4 6 0,5 11,5 92,75 3,75
4.2.1. CTpyKTypa IMCHUNINHBI
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1 HopmaTusHo- 3 20 TectupoBanue,
MeToauvecKas Oa3a BBITTOJIHEHUE
JIEIOTIPOU3BO/ICTRA. MPaKTUYECKHUX
paboT, yCTHBIN
onpoc
2 Cucremsl 3 2|2 24 Tectuposanue,
JIOKYMEHTAIIUU, COCTaB BBITIOJTHCHHUE
MOPSAIOK pa3pabOTKH U MPaKTUYECKHUX
TpeOoBaHUs K paboT, yCTHBIN
0 OpMIICHHUIO. onpoc
3 XapakTepucTHuKa 3 2 24 TectupoBanue,
JIOKYMEHTOB, BBITIOJTHCHHUE
HCIIONB3YIOUIUXCS B MPaKTUYECKHUX
YIpaBJIEHYECKOMN paboT, yCTHBIN
NEeSTeIbHOCTH U MpaBUIIa onpoc
1x 0hopMIIEHUSI.

4 | CoBpeMeHHBIE CTIOCOOBI | 3 212 24,75 | TectupoBanue,
CO371aHUs JOKYMEHTA. BBITIOJTHCHHUE
JlokyMeHTO000pOT B MPaKTUYECKUX

OpraHu3aIuu. paboT, yCTHBIN
onpoc




Bcero 3a cemectp 108 4 | 6 + 1 10,5]92,75 3au.(3,75)

Hroro 1081 4 | 6 1 10,5]92,75 3,75

4.2.2. Conepxkanue JTUCHUILTHHBI
4.2.2.1. llepevyeHnb JeKuni

Cemectp 3
Pa3zoen 2. Cucmemuvl dokymenmayuu, cocmas nopsi00K papabomxu u mpedosanust K 0QopMieHUr.
Jlexnus 1.

CocraBienue u 0popMIIeHHE OCHOBHBIX JJOKYMEHTOB: IIPOTOKOJIOB, aKTOB, CIIPABOK U
JOKYMEHTOB JINYHOTO MTPOUCXOXKICHHUS (2 Yaca).
Pazoen 4. Cospemennvie cnocobwi cozoanus 0oxymenma. [[okymeHmoobopom 6 opeanu3ayuu.
Jlexnus 2.

CoBpeMeHHbIE CITOCOOBI U TEXHUKA CO3/JaHUs JOKyMEeHTOB. Opranusanus
JIOKyMEHTO00O0poTa (2 Jaca).

4.2.2.2. IlepeyeHb NPAKTUYCCKUX 3aHATHI
Cemectp 3
Pa3zoen 2. Cucmemsl 0okymenmayuu, cocmas nopsi0ok paspabomku u mpebo8arus K 0gh)opmieHuro.
IpakTnyeckoe 3ansiTue 1.

[TpaBuna opopmiIeHHsI OCHOBHBIX OpPraHU3allMOHHBIX JOKyMeHTOB. [IpaBuia opopmieHwus
OCHOBHBIX PaCIIOPSIUTEIBHBIX JOKYMEHTOB (2 4aca).

Pasoen 3. Xapaxmepucmuxa 00KyMeHmMos, UCNOIb3VIOWUXCSL 8 YNPABTIEHYECKOU 0esimelbHOCMU U
npasuia ux oopmieHusl.
IIpakTHyeckoe 3aHsTHE 2.

[TpaBuia opopmiieHHs pa3IMYHbIX BUIOB JOKYMEHTOB IO JMYHOMY COCTaBy (2 yaca).
Pazoen 4. Cospemennvie cnocobwi cozoanus 0okymenma. [[okymeHmoobopom 6 opeanu3ayuu.
IIpakTnyeckoe 3ansiTue 3.

JIOMKHOCTHBIE MHCTPYKIIMU: TIOHSATHE, COCTAaBJICHHE (2 Yaca).

4.2.2.3. IlepeueHnb J1adopaTOPHbIX padboT
He mmanupyercs.

4.2.2.4. IlepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecliedeHue CAMOCTOSATEIbHOM

padoThI

[lepeueHb TeM, BHIHECEHHBIX Ha CAMOCTOSITEIbHOE U3yUEHUE:

1. HopmaTuBHO-CIIpaBOYHasi OCHOBA OPraHU3aIMH JOKYMEHTAI[HOHHOTO 00eCTIeYeH s
yIpaBiIeHUS.

2. CocTaB peKBU3UTOB, BHIbI 0J1aHKOB U TpeboBaHus k Onankam o 'OCTy P 6.30 —2003.

3. TpeboBanus Kk 0OPMIIEHUIO OPTaHU3AIUOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

4. TpeboBaHus K 0()OPMIIEHUIO OCHOBHBIX BH/I0B MH(POPMAITMOHHO-CIIPABOUHBIX
JIOKYMEHTOB.

5. OdopmieHue KaapoBbIX JOKYMEHTOB.

6. OdopmeHue CiryKeOHBIX TTHCEM.

7. @OpMBI PETUCTPALIUN JOKYMEHTOB.

8. TpeboBaHus MO 3aNIOTHEHUIO JIETI.

9. XpaHeHne JOKYMEHTOB.

10. Opranm3anus paboThI C TOKYMEHTaMH, COACPKaTUMU KOH(PHUICHIINAIbHBIC CBEICHUS.

11. Opranu3anus 3J1eKTPOHHOTO JOKYMEHTO000pOTa.

Jlis caMoCTOSITENbHOM pPAa0OTHl HMCHOJIB3YIOTCS METOAMYECKHE YKa3aHHUsS [0 OCBOEHUIO
JUCLMTUIMHBI U U31aHUS U3 CIIMCKA MPUBEACHHON HIKE OCHOBHOM U JIOMOJIHUTENBHOM JIUTEPATYPHI.



4.2.2.5. IlepeyeHb TeM KOHTPOJIbHBIX padoTt, pedepartos, TP, PI'P, PIIP

He mianupyercs.

4.2.2.6. [IpumepHbIii NepedeHb TeM KYPCOBbIX PadoT (IIPOEKTOB)
He mianupyercs.

5. O0pa3oBaTe/ibHbIE€ TEXHOJIOTUHU
Ha 7nexnuoHHBIX, MPAaKTUYECKUX  3aHATHSAX HCIOJB3YIOTCS TPAaJUIHMOHHBIE (HOPMBI HX
IPOBE/ICHUS C MIEMEHTaMHU aKTUBHBIX (POpM 00y4EHUs!, TAKUX, KaK:

[TpoGnemHuas neknust — popma yueOHON pabOThI, B paMKax KOTOPO HOBOE 3HAHUE BBOJIUTCS
yepe3 NMpoOJIEMHOCTh BONpOCa, 33Jauu WM cutyauuu. IIpu 3ToM mpolecc NO3HAHUS CTYIEHTOB B
COTPYAHUYECTBE U JHAJIOTE C MpenoaBareiaeM MpUOIIKaeTCs K UCCIEI0BATEIbCKON eI TEIbHOCTH.
Copepxanue 1poOJeMbl pPACKPBIBAETCS IyTeM OpraHu3alMd IOMCKa €€ pelleHus WIH
CYMMMpPOBAHMS M aHaIM3a TPAAULIMOHHBIX U COBPEMEHHBIX TOUEK 3PEHUS.

Jloknazx — 3TO pa3BepHYTOE YCTHOE COOOIIEHNE Ha KaKylo-T100 TeMy, CIEIaHHOE MYOJINYHO.
Paboras Hax AOKIAamOM, CTYASHT 3aKperuisieT MOJYYCHHBIM Ha JIGKIUSAX Marepuaj, npuolOperaer
HAYYHO-HCCIIEIOBATEIILCKUE YMEHHSI, 8 TAK)KE MPHOOPETAET OIBIT MTyOJIMIHOTO BBICTYIUICHUSI.

Jluckyccus — apryMEeHTUPOBaHHOE 00CYKIEHUE KaKOTr0-IM00 CIIOPHOTO BONPOCa, MPOOIIEMBI.

TecTupoBaHue — KOHTPOJIb 3HAHUM C IIOMOLIBIO TECTOB.

6. OIIeHO‘-IHbIe CpeacTBa AJidl TEKYIIEIro KOHTPOJIA yCII€BA€MOCTH,

l'[pOMe)KyTO‘-IHOﬁ aTreCTaluu 1o uToraMm OCBOCHudA AMCIHUIIJIMHBI.
@DOH/IBI OIICHOYHBIX MAaTEPHAIIOB (CPEICTB) MPUBEIEHBI B IPUIIOKEHUU.

7. YueOHO-MeTOANYecKOe U HH(POpMAIMOHHOE o0ecnieyeHre JUCHMILIMHBI.

7.1. OcHOBHAasl y4eOHO-MeTOAMYECKAS JIUTEPATypa M0 AMCHUILIINHE

1. Ky3nenosa, 1. B. JlokymeHTHpOBaHUE YIIPABICHUECKON EATEIHHOCTH ;| yaeOHOE mocodne
st 6akanaBpoB / WM. B. Ky3nenosa, I'. A. XauarpsH. — 2-e uzn. — Mocksa : [lamkos u K, At [1u
Op Menua, 2021. — 240 c. — ISBN 978-5-394-03274-5. — TekcT : 31eKTPOHHBIN // DIEKTPOHHO-
6ubmuoreunas cucrema IPR BOOKS : [caiit]. — URL: http://www.iprbookshop.ru/99364 -
http://www.iprbookshop.ru/99364.html

2. Bypmuctpos, A. H. KagpoBoe nenonpons3BoACTBO M CTaHAAapTH3alMa TpyAa : ydeOHoe
nocobue / A. H. bBypmucrtpos, M. II. Cunssuna, O. B. Kanununa. — Cankrt-IlerepOypr : CaHkT-
[TerepOyprekuii nonurexundeckuit yausepcuret [lerpa Bemukoro, 2020. — 104 ¢. — ISBN 978-5-
7422-7046-1. - https://www.iprbookshop.ru/116130.html

3. Omutpuena, JI. W. JlokymMeHTallmOHHOE OOecleYeHue YIpaBIeHUYECKON AEATeNbHOCTH :

yueObnoe mocooue / JI. WU. dmutpumeBa, U. B. PyzaeBa. — Hoocubupck : HoBocuOupckwii
rOCyapCTBEHHBIN TexHUYecKui yHuBepcureT, 2019. — 100 c¢. — ISBN 978-5-7782-4029-2. —
TekcT : anekTpoHHBIN // DnekTpoHHO-OmOmmoteuHas cuctema IPR BOOKS : [caiit]. — URL:

http://www.iprbookshop.ru/98703 - http://www.iprbookshop.ru/98703.html

7.2. JlonoJIHUTEJIbHAS Y4eOHO-MeTOAuYecKasi JJUTEPATypPa M0 AUCHUILINHE

1. Cnuuak, A. B. KoHduaeHuuanbHoe IEIONPOU3BOJACTBO : yueOHOe mocodme / A. B.
Cnunuak. — HwxneBapToBCK : HukHEBapTOBCKMI rocynapcTBeHHbIM yHUBepceuTeT, 2020. — 120 c.
— ISBN 978-5-00047-558-4. — Tekcr : anextpoHHbli // Llndposoit oOpasoBarensHblii pecype IPR
SMART : - https://www.iprbookshop.ru/118982.html

2. Xyxk, A. I1. OcHOBBI ynpaBiIeHYECKON IEATENHOCTH : yueOHoe mocobue (Kype JeKuui) /
A. TI. Xyxk, A. I'. Baunna. — CraBpomnons : CeBepo-KaBkasckuii ¢peaepanbHbiii yauBepcuteT, 2019.
— 165 c. — ISBN 2227-8397. — TeKcT : 3JeKTpOHHBIH // DneKTpoHHO-Onbnuoreunas cucrema IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/99443 -
http://www.iprbookshop.ru/99443.html



3. Karpimes, J[. B. MapkeTHUHTOBbl€ TEXHOJOTMU U CTPATETHMH B YIPABICHYECKOU
NESTEIIbHOCTH OpraHu3anuu. TeopeTnyeckuil Kypc : ydeOHoe mocoOue JUIsi CTYACHTOB BBICIIUX
yaeOnbix 3aBenenuit / JI. B. Jlaremmes, T. M. TI'omatoHoBa. — Bousrorpag : Bonrorpaackuii
rOCy/IapCTBEHHBIN COLMAIbHO-TIEaroruueckuii yausepcurer, «llepemena», 2019. — 135 c. —
ISBN 978-5-9935-0392-9. — TekcT : 37eKTPOHHBIA // DIeKTpoHHO-OMOMMoTeuHnas cucrema IPR
BOOKS : [caliT]. — URL: http://www.iprbookshop.ru/82663 -
http://www.iprbookshop.ru/82663.html

7.3. Ilepeyenb nHGPOPMALMOHHBIX TEXHOJIOT Ui, HCIIOJIb3YyeMbIX IIPH
OCYLLIECTBJICHHH 00pa30BaTeJIbHOI0 MpoLecca 1o AUCHUIINHE, BKJIYast
nepevYeHb NPOrpaMMHOro odecnevyeHusi 1 MHPOPMALIMOHHBIX CIIPABOYHBIX

CHUCTEM

B  oOpa3oBarenbHOM  Tpolecce  HCIOJNB3YIOTCS ~ MH()OPMAIMOHHBIE  TEXHOJIOTHH,
peann3oBaHHBIE HAa  OCHOBE  HMH(OPMALMOHHO-00pa30BaTENBHOTO  IMOpTajla  MHCTHTYTa
(www.mivlgu.ru/iop), 1 ”HGOKOMMYHUKAITMOHHOW CETH UHCTUTYTA:

- Ipe0CTaBIeHNE y4eOHO-METOJMYECKUX MAaTEPHAIOB B SJIEKTPOHHOM BUJIC;

- B3aMMOJICHCTBHE YYAaCTHHKOB 0Opa30BaTENLHOTO IIpoIecca depe3 JIOKAIbHYI0 CeTh
uHcTuTyTa M HTEpHET;

- IPEJOCTAaBIICHUE CBEICHUI O pe3yibTaTax y4eOHOU NEeSTENbHOCTH B 3JCKTPOHHOM JIMYHOM
KaOuHeTe 00yJaroIerocs.

WudopmanroHHbIe CITPAaBOYHBIE CHCTEMBI:

CIIC "KoncyastanT Ilmroc", URL: http://www.consultant.ru/

basa nannpix ®enepanphoii ciryx0s1 cratuctuku, URL: http://www.gks.ru/

LenTtpanpHas 6a3a cratuctuueckux Aanubix, URL: http://www.cbsd.gks.ru/

OnekrponHas oubnmoreunas cuctema iprBOOK.ru, URL: http://www.iprbookshop.ru/

Hayunas snexkrponHas 6ubnanoreka eLibrary.ru, URL: http://www.eLibrary.ru

OnekrponHas Oubmmoteka "DBPUKA", URL: http://www.mivlgu.ru/content/elektronnaya-
biblioteka-evrika

OnexrponHas oubnmorexka Bal'Y, URL: e.lib.vlsu.ru

ITaket Microsoft Office

Pecypcbl nHopmarmonHo-o0pa3oBaTensHoro nopraina Mu Bury

[IporpamMmmMHoe obecrieueHue:

Koncynprantllimtoc (I'paxxnancko-npaBoBoil 10roBop 00 MH(GOPMALMOHHON NOJAEPKKE OT

01.01.2021r.)

7.4. IlepeyeHnb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIUOHHOM CeTH

«AHTEpHET», HEOOXOAUMBIX JJIS OCBOCHUSA TUCIUIIMHBI
iprbookshop.ru
consultant.ru
gks.ru
cbsd.gks.ru
eLibrary.ru
mivlgu.ru
mivlgu.ru/iop

8. MarepuajbHO-TEXHUYECKOE O0eceyeHue U CIUTITHHbI
JlexuMoOHHas ayAuTOpUs
HpOGKTOp, HpOCKHHOHHHﬁ 9KpaH, HepCOHaHBHLIﬁ KOMIIBIOTCP.

Kabuner Oyxrantepckoro yuera, HaIOrOOOJIOKEHHS U ayAUTa
KommiexT yuebHO-MeToauueckux mocoduit; 12 kommnbrorepoB: [lepcoHanbHbI KOMITBIOTED;
npoektop NEC V302X; skpan HacteHHblii Lumien Master Picture



Kabuner 6u3Hec-mIaHUPOBAHUS
12 xommerotepoB: CPU Core 13-6100; maTepaktuBHass aocka SMART BOARD 480 co
BCTPOEHHBIM ITPOEKTOpPOM V25

9. MeToan4yecKkue yKa3zaHus M0 OCBOEHUIO JUCHUIINHbBI

Jlisi  yCTIEIIHOTO OCBOCHHSI TEOPETHYECKOr0 Marepuana OOYYaloUIUiics: 3HAKOMHUTCS CO
CIIUCKOM PEKOMEHIYEMON OCHOBHOM M JOIOJHUTENIBHOW JIMTEPATYyphl; YTOUHAET Yy MPEnoiaBaTes,
KAaKUM JIONOJHUTEJIbHBIM I1OCOOMSAM CIEIyeT OTAaTh IPEANOYTEHHUE; BEAET KOHCIEKT JEKIUH U
npopabaThIBaeT JEKIMOHHBIN MaTepuall, OJIb3YsICh KaKk KOHCIIEKTOM, TaK U y4eOHBIMU TOCOOUSIMU

Ha mnpaktuueckux 3aHATUAX IIPOWICHHBIM TEOPETUYECKUM MaTepuanl IOAKPEILIAETCS
pELIeHUEM 33]1a4 TI0 OCHOBHBIM T€MaM JUCLUIUIMHBL. 3aHATUS IPOBOAATCS B KOMIIBIOTEPHOM KJIacce.
[IpenogaBaTens BhIIACT 337a4y, CBI3aHHYIO C COCTAaBJICHHEM Pa3pabOTKOW JOKYMEHTOB. B koHIe
3aHATHA OOy4arolue JEeMOHCTPUPYIOT IMOJIyY€HHbIE pe3yldbTaThl MPENojaBaTeill0 U MpH
HEO0XOIMMOCTH JIeNal0T paboTy Ha/l OIIMOKAMHU.

CaMmocrosiTenbHasi paboTa OKa3bplBa€T Ba)XXHOE BIUSHUE HAa (HOPMHUPOBAHHE JMYHOCTH
OyIylIero CrenuaiiucTa, OHa IIaHupyeTcs: 00yJaromuMes caMmocTosTeNbHo. Kax bt o0yyaromuiics
CaMOCTOSITENILHO OTpEeIsieT PeKUM CBOEH padoThl U Mepy Tpyla, 3aTpayuBaeMOro Ha OBIAJCHHE
y4eOHBIM COAEpKAHUEM AUCUMIUIMHBL. OH BBIIOJHSET BHEAYIUTOPHYIO pPA0OTy U H3Yy4YEHHE
pa3zenioB, BHIHOCUMBIX Ha CaMOCTOSTENbHYIO PaldOoTy, MO JTUYHOMY WHAMBUAYAILHOMY IUIaHY, B
3aBUCHUMOCTH OT €0 IOJArOTOBKH, BPEMEHU U JIPYTUX YCIOBUI

dopMa 3aKIOUUTENIBHOIO KOHTPOJS MpU MPOMEXKYTOYHOM arrectauuu — 3auer. [{ns
MPOBEICHUS MPOMEKYTOYHOM aTTeCTAIlK MO JAUCIHUILINHE pa3paboTaHbl (HOHI OLEHOYHBIX CPEACTB
U OalbHO-PEHUTHHIOBas CHUCTEMa OICHKM Y4eOHOM JesTenbHOCTH CTyAeHTOB. OlleHKa TI0
JTUCHUTUTMHE BBICTABISETCS B MH()OPMAIIMOHHOW CHCTEME M HOCHT HMHTETPHUPOBAHHBIA XapakTep,
YUHUTHIBAKOIINI PE3yNbTaThl OLICHUBAHUS YYAaCTHUs CTYICHTOB B ayJAMTOPHBIX 3aHATUSX, KauecTBa U
CBOEBPEMEHHOCTH BBIIIOJIHEHUS 3a/laHUi B XOJI€ HW3YYEHUs] AMCLUUIUIMHBI U MPOMEKYTOUHOMN
aTTeCTalUU.



[Iporpamma coctaBieHa B cooTBeTcTBHM ¢ TpeboBanmsimu PI'OC BO mo HampaBieHHIo
38.03.02 Meneoscmenm v poHITIO TOATOTOBKU Meredrcmenm opeanuzayuu
PaGouyto nporpammy cocraBun beccapabosa Hamanusa Braoumupoena

[Tporpamma paccMoTpeHa 1 0100peHa Ha 3aceanuu Kadeapsl Menedscmenma

npotokoi Ne 19 ot 18.05.2024 rona.
3aBeayromuii kadenpoit Meneoscmenma Poouonosa E.B.
(ITonmuce)

Pabouass mporpamma paccMOTpeHa W OAOOpeHa Ha 3aceJaHuu Y4eOHO-METOAMYECKON
KOMHUCCHU (paKyJIbTeTa

npoTokoa Ne 6 ot 21.05.2024 ropa.
IIpencenarens komuccnu 'O Maxapos M.B.
(IToxmuce) (®.1N.0.)




Ilpunoscenue
DoH/1 OLIECHOYHBIX MATEPHAJIOB (CPEeACTB) MO AUCHHUILINHE
JIoKyMEHTHpOBaHHE YIPABICHYECKOU IEITEIHbHOCTH

1. OHeHO‘IHbIe MaTepuaJbl AJ NPOBCACHUS TEKYIICI0 KOHTPOJISA yCII€EBAEMOCTH

o JMCIUIIJIMHE

3amaHus AJ1 BBIIOJIHEHUS HAa MPAKTUYECKUX 3aHATHAX pa3MelleHbl Ha MH(POPMALMOHHO-
00pa30BaTeIbHOM MOPTAJIE MO aAPECY

https://www.mivlgu.ru/iop/course/view.php?id=891

TecTsl U1 TEKYILIEro KOHTPOJIS 3HAHUU

Peittunr-kontpois 1

1. Llenpio knaccu(uKaul JOKYMEHTOB SIBIISIETCS:

1) MakcuMasbHas HarsIIHOCTh JOKYMEHTALUU

2) mpecTaBiIeHUE B IOKYMEHTAX CIIPaBOYHO-MH(POPMAITMOHHOTO MaTepraa

3) MOBBIIICHUE ONEPATUBHOCTH 00PAOOTKU JOKYMEHTOB

4) Bce BEpHO

2. JlenoM Ha3bIBACTCS:

1) COBOKYITHOCTb JOKYMEHTOB WJIM JOKYMEHT I10 OJJHOMY BOIIPOCY

2) COBOKYHHOCTb JOKYMEHTOB C Pa3JIM4HbIM COAEp)KaHUEM, MOANUCAHHBIX OJHUM
JTOJIKHOCTHBIM JIMLIOM

3) COBOKYITHOCTb JIOKYMEHTOB, IOJIIMCAaHHBIX OJHON JaToil

4) COBOKYITHOCTb JOKYMEHTOB, [IOCTYNUBILIUX B OPraHU3aLUIO0 OHOMY JOJKHOCTHOMY JIUILY

3. IlpaBuna oopmieHns NEPBUYHBIX YYETHBIX JOKYMEHTOB PETrIaMEHTHUPYIOTCS:

1) ®enepanbubiM 3akoHOM «O06 HHDOPMAaIK, HHPOPMATHU3ALUH U 3aIIUTE HHYOPMAITUI

2) ®enepanbHbIM 3aKOHOM «O OyXrajlTepcKoM ydere»

3) I'paxxnanckum kogexcom PO

4) 'OCT P 6.30-2003

4. Tlopsanok MOATOTOBKM U O(QOPMIIEHHS IOKYMEHTOB, OCHOBHBIE 3Tamlbl padOThl C HUMU
OTIpeNIeNAI0TCA:

1) rocynapcTBEHHON CUCTEMOM JTOKYMEHTALIMOHHOTO 00€CTIEUeHHs YIIPaBIICHUS

2) B€IOMCTBEHHBIMU THIIOBBIMU MHCTPYKIUSAMH I10 JEJIOTPOU3BOJICTBY

3) 'OCT P 6.30-2003

4) Bce BEpHO

5. OTedecTBEHHOE JIENONPOU3BOJICTBO MPOILIO CIEAYIOIINE TAIbI Pa3BUTHSL:

1) npuka3Hoe 1eonpoU3BOCTBO

2) KOJUIEKCKOE JIEIONPOU3BOJICTBO

3) MMHHCTEPCKOE Je0NPOU3BOACTBO

4) Bce BEpPHO

6. VYkaxuTe, KakMe M3 NEPEUYHCICHHBIX PEKBU3UTOB JIOJDKEH cOJepKaTh ONaHK JJis
BHYTPEHHUX JOKYMEHTOB:

1) sMGneMy npenpusaTus

2) HauMEHOBaHME MPEANPUATHS

3) mo4ToBsI# azpec

4) 6aHKOBCKHE PEKBU3UTHI

7. YToBo€ pacnonokeHe peEKBU3UTOB MIPEAIIONAracT UX pa3MELEHUE:

1) B BepxHel JIeBOM YacTH JIHCTa

2) B HUKHEH JI€BOM 4acTH JTUCTA

3) B BepHeil ITpaBoii YacTH JUCTa

4) B HIDKHEH MpaBOi YacTH JHCTa

8. K ToKxymMeHTaM 110 JINYHOMY COCTaBY OTHOCSTCS:

1) Tpy10BBIE KOHTPAKTHI

2) mpHKasbl M0 JIMYHOMY COCTaBY

3) NOJKHOCTHBIE HHCTPYKIUH

4) BCe BEPHO



9. Kakue u3 ciuenyronux JaHHBIX PEKOMEHAYETCsl YKa3bIBaTh MPHU COCTABIEHUU TPYIOBOIO
KOHTPAKTAa:

1) KOHKpPETHYI0 paboOTy B COOTBETCTBHHU C KBaJTM(PHUKAIUEH MO OMPENEICHHOW TOJDKHOCTH,
KOTOPYIO JIOJI’KEH BBIMOJIHATH PAOOTHHUK

2) omaTy Tpyna

3) 00s13aHHOCTH IPEIIPUATHS 110 00ECIICUSHUIO OXPaHbI TPyIa

4) Bce BEPHO

10. 3asgBieHue — 3TO TOKYMEHT:
1) nmoaTBepKJAOIIMI OTy4YeHUE KaKUX-TH00 MaTepHaIbHBIX IEHHOCTEH
2) cozmeprKaliuii MpocsOy WK NMPeAIokKEHNE TN, aAPECOBAHHBIN JODKHOCTHOMY JIMILY WIN
OpraHu3aluu
3) copeprkamMii KpaTkue cBeleHUs] Ouorpauyeckoro xapakrepa, npeaocTaBIseMblil JTUIIOM
IIPU TPYAOYCTPOICTBE HA IPENIIPUITHE
4) Quxcupyrommii xox 0OCYXIEHUS BONPOCOB U NPUHATHA pPELIEHUH Ha COOpaHMsIX H
COBEILIAHUAX
11. IIpu cocraBieHuu pe3toMe B KAKOH IOCIIEAOBATENBbHOCTH JOJDKHA OBITh H3JI0XKEHA
uH(pOopMaLrs O MPETEHIEHTE Ha JOJKHOCTB!
1) uens, oOpa3oBaHue, ONbIT pabOTHI, JONOJHUTEIbHbBIE CBEACHUS
2) oOpa3oBaHue, OMbBIT PAOOTHI, 11€Jb, JOTOTHUTEIIbHBIC CBEICHUS
3) uenb, onbIT paboThl, 00pa3oBaHuE, JOMOJHUTEIbHBIC CBEICHUS
4) NOTIOTHUTEIBHBIC CBEICHHUS, 11€)1b, 00pa30BaHKE, OTBIT PA0OTHI
12. IokyMEHTOOO0POTOM Ha3bIBACTCA:
1) nBuXKEHHE JTOKYMEHTOB B OpraHM3alldd C MOMEHTa HX CO3/aHus WIM IOJY4YEHUS [0
3aBEpILIEHMSI HCIIOJTHEHUS WM OTHpPaBICHUS
2) opopmiieHHas IO €IMHBIM TpaBUIIaM 0()OPMIICHHUSI COBOKYITHOCTh JJOKYMEHTOB
3) 3anuch HHGOPMALIMU HA PA3IMYHBIX HOCUTENSX 10 YCTAHOBJIEHHBIM IpaBUJIaM
4) 3anuch y4ETHBIX JAHHBIX O JIOKYMEHTE
13. K kauecTBEeHHBIM XapaKTEPUCTUKAM JOKYMEHTO000POTa OTHOCSTCA:
1) MapuIpyThl JBUKEHUS IOKYMEHTOB
2) NepuoIU4HOCTh
3) HanpaBIEHHOCTH JABUKCHUS
4) Bce BEpHO
14. Kommepueckoil TaliHOM Ha3bIBaeTCs:
a) OpraHU3alMOHHO YIOPSAJAOYEHHAs COBOKYIMHOCTh JOKYMEHTOB M HWH(pOPMALMOHHBIX
TEXHOJIOTHI
0) TpeOGoBaHMsI U HOPMBI, YCTAaHABJIMBAIOLINE MOPSAAOK JOKYMEHTUPOBAHHUS
B) MPOU3BOJICTBEHHAs, yIpaBlieHUYecKas, (UHAHCOBAas U HHasg MHPOpMAIUs, UCHIOIb3yeMas
JUIL JOCTHXKEHHSI KOMMEPYECKHUX 11eJIel, KOTopasi OTHOCUTCS K KOH(UASHINATbHON
) CBOWCTBO  O(HUIIMATBLHOTO  JOKYMEHTa, COOOIIaeMoe €My  JICUCTBYIOIINM
3aKOHOATEIBCTBOM
15. Obecnevyenue 3amuThl KOH(UICHIMATBEHON HH()OPMALIUK BKIIOYAET:
a) pa3pabOTKy MHCTPYKLUHUH MO COONIIOJCHHMIO peXuMa KOH(DUACHIMATbHOCTH IS JIMLL,
JIOTTYIIIEHHBIX K JAHHOW JOKYMEHTAIIH
0) orpaHuueHNe JOCTyIa K HOCUTEISIM UH(OpPMAINH, COJiepKaliell KOMMEepUYeCKyIo TaliHy
B) MCIIOJIb30BaHHE OpPraHU3aI[MOHHBIX, TEXHUYECKHUX, UHBIX CPEICTB 3alllUThl MH(pOpMaluHy,
coJieprKalleil KOMMEpPUECKYIO TallHy
I') Bc€ BEPHO
16. JIokyMeHT U JOKYMEHTHO-KOMMYHHMKAIIMOHHAS JAESTEIBHOCTD 3TO ...
1) mpenMeT 10KyMEHTOBEICHUS
2) 00BEKT JOKYMEHTOBEIEHUS
3) TOKyMEHTOBEICHUE

17. K rpynme HCTOYHUKOB, NPEACTABISIOMUX COOOH 3aKOHOJATEIbHO 3aKpeIuieHHbIE
IpaBUJia ¥ HOPMBI PabOTHI C TOKYMEHTaMU OTHOCHUTCH ...



1) MUCHbMOBHUK

2) hopMyISIpHUK

3) reHepanbHBIN perJaMeHT

18. IlonsiTHE MOKyMEHTa KaKk MaTepHaIbHOTO O00BEKTa, CoepiKaliero HH(popMauio s ee
pacrpoCcTpaHeHHss B TPOCTPAHCTBE M BPEMEHU (BKJIIOYAas M TaK Ha3blBaeMble TPEXMEpPHBIC
IIPOU3BENICHUS UCKYCCTBA - QPXUTEKTYPY U CKYJIBITYPY) - 3TO ...

1) y3Koe NOoHATHE JOKYMEHTa

2) LIMPOKOE MOHATUE TOKYMEHTa

3) camoe HIMPOKOE MOHATHE JOKYMEHTa

19. B pa3nen o01mue noysoKeHus JOKYMEHTa BXOIAT

1) uenu u 3ama4n

2) ¢hopMBI M METO/IBI YIIPABIICHUS

3) KOHKpETHBIC 00SI3aHHOCTH

20. Ha kakoM I0OKyMEHTE HE CTaBUTCSI pEKBU3UT HAUMEHOBAaHUE BU/1a JOKYMEHTA

1) ycraBe

2) NOKHOCTHOW MHCTPYKLIUU

3) nucbme

21. JlenonpousBoiCTBO — 3TO

1) cucrema XxpaHeHUs JOKYMEHTOB

2) cocTaBiieHUE IOKYMEHTOB

3) oTpacib eATeNbHOCTH, 00ecneunBaoIias JOKYMEHTUPOBAaHUE U OPraHU3alUuI0 paboOThl €
o(pHUIMaNTEHBIMUA JOKYMEHTAMH

22. YKaXXuTe TepMUH, UMEIOILMI TaKOH K€ CMBICI, KaK U TEPMHUH «J1€JI0IPOU3BOJICTBOY.

1) noKkyMeHTHpOBaHuE

2) cucremMa JOKYMEHTaLuu

3) AOKYMEHTAIIMOHHOE 00ecTeyeHNE YIpaBJICHUs

4) nOKyMeHTUpOBaHHas1 HHPOpMALIUs

23. TeopeTnueckue, UCTOPUUECKHE U OPraHU3aLMOHHO-METOINYECKUE MPOOJIEMbl HAyKU O
JOKYMEHTE U JOKyMEHTHO-KOMMYHUKALIMOHHOM JIESITeIbHOCTH U3Y4aerT ...

1) oOuiee TOKyMEHTOBEACHHE

2) cienuanbHOE JOKYMEHTOBEIEHUE

3) 4acTHOE TOKYMEHTOBECHHE

24. JlocTikeHUs! KaKOW HayKH, CBSI3aHHOM C JJOKYMEHTOBE/IEHUEM, oOecrieunBaeT npuIaHue
IOPUAMYECKOM CUITBI JOKYMEHTam?

1) Teopun ynpaBieHUs

2) nmpaBOBeIeHUS

3) MEHEKMEHTa

25. HopmaTuBHBI [IOKYMEHT, oOIpeaenstomui (QoHJ 3apaboTHON MaThl COTPYIHUKOB
OpraHu3aIu

1) 1omKHOCTHAS! MHCTPYKIIUS

2) mTaTHOE paclnucaHue

3) yctaB

26. Kakne TOKyMEHTbl MUHYIOT CTaJIUIO ITPOEKTA

1) moxnmagHbIEC 3aITUCKU

2) npuKasbl

3) cipaBku

27. Texymui KOHTPOJIb OCYIIECTBISAETCS

1) B Hauase UCIOTHEHUS TOKYMEHTOB

2) B KOHIIE UCITIOJIHEHHS TOKYMEHTOB

3) B TeueHue BCEro Nepro/ia UCIIOTHEHUS TOKYMEHTOB

28. Ha xakoMm JOKyMEHTE HE CTaBUTCSI PEKBU3UT HAMMEHOBAaHHUE BUJa TOKYMEHTA

1) nuceme

2) NOIKHOCTHON MHCTPYKLIUU

3) ycraBe



29. COBOKYITHOCTh JOKYMEHTOB, CBSI3aHHBIX MEXIY COOON Ha3bIBACTCS

1) nokymeHTO0060pOT

2) nemno

3) AOKYMEHTHUpPOBaHUE

30. Kakue Bonpochl pacCMaTpUBAIOTCS B PaCOPSKEHUN

1) HanGomnee BaxXKHBIE BOIPOCHI IEATEILHOCTH OpPraHU3aluu

2) BOIIPOCHI, CBSI3aHHBIE C BBHIIIOJHEHUEM ITPUKA30B

3) onepaTUBHBIE BOMPOCHI JEATEIbHOCTH

31. K kareropusm crieriuanuctoB ciryx0s1 JIOY oTtHOCAT

1) nenonpousBoauTens

2) KoppeKTopa

3) crenorpaductky

32. KTo MOXET NMEepEeHeCTH CPOK UCIOJIHEHHs MOPYYEHHUS, MOJYYEHHOTO U3 BBILIECTOSIICH
opraHu3aiuun?

1) pykoBoaMTEIh OPraHU3AlMH, UCTIOTHSIONICH TOpydYeHHe

2) pyKOBOAMTEND BBILLIECTOALIEH OpraHu3aluu

3) cayx6a JIOY opranuzanuu, UCIOJIHSIONIEH OPYyUYCHHE

33. Kakoil u3 KiacCU(pUKATOPOB MOXKET HCIOIb30BAThCS MPU PETUCTPALUU OCTYNAIOIIUX
JIOKYMEHTOB?

1) kmaccupukaTop JOHKHOCTHBIX JIUI]

2) knaccupuKaTop BUIOB MPOTYKIIUU

3) xnaccuuKaTop €AUHULL AAMUHUCTPATUBHO-TEPPUTOPUAIIBHOTO AETIECHUS

34. Kakoli JOKYMEHT COCTaBIISE€TCS MPH HEOOXOJUMOCTH 3a(pUKCHUPOBATH CIOKUBLIYIOCS
CUTYaLMIO UM OOHApyKEeHHbIE (PaKThI?

1) mpoTokoa

2) cupaBka

3) akT

35. Kakoil 1oKkyMeHT TpeOyeT yTBEP>KIACHUS PYKOBOJAUTEIIEM OpraHu3aIuu’?

1) nono>xenue o Oyxraiarepuu

2) cupaBKa O 3aJI0JKEHHOCTH IPEAIPUSTUS

3) nMcbMO-3a1poc O NPeAOCTaBIEHUH HH(OpMaLUN

4) mpOTOKOJI 3ace/JaHus COBETa IUPEKTOPOB

36. KakuM 00pa3oM B OpraHM3aliu pacrlpeaessitoTcs 00s3aHHOCTH MEX/y PYKOBOJICTBOM, B
TOM YHCJIE ITPaBO MOJANUCKHIBATh JOKYMEHTHI?

1) ycTaHaBIUBAIOTCS B COOTBETCTBUU C YCTHBIMU PACHOPSKEHUSAMH PYKOBOIUTENS

2) yCTaHaBIMBAIOTCS MIPUKA30M PYKOBOIUTEIS

3) ycTaHaBIMBAIOTCS B MHCTPYKIIMHU TIO AETIONPOU3BOICTBY

37. CKOIbKO 3K3EMIUIIPOB MPUKa3a MOANUCHIBAET PYyKOBOIUTEND?

1) HECKONIBKO

2) nBa

3) onuH

38. MoxHO 1M moMemarb B OJHO J€JI0 JOKYMEHThl BPEMEHHOIO U MOCTOSIHHOI'O CPOKOB
XpaHeHus?

1) na

2) Het

39. lokyMeHT — 3T0:

1) 3aduxcupoBaHHas Ha MaTepUaJbHOM HoOcUTele HWHPoOpMalUid C PEKBU3UTAMH,
MO3BOJIAIOIIMMU €€ UJIEHTU(UIIUPOBATH

2) Hocutens nH(OpMAINK, UCTIONB3YEMON B IESAX PETYIMPOBAHUS COLUAIBHBIX OTHOIICHUH

3) Undopmarnus, 3adukcupoBaHHast TIOOBIM CIIOCOOOM Ha JIF0OOM HOCHUTEIE

40. [TogmMHHUK JOKYMEHTa — 3TO:

1) [lepBblit KM €IUHCTBEHHBIN K3EMIUISP JOKYMEHTA

2) DK3eMIUIsIp JOKYMEHTA, C KOTOPOTO CHSATA KOS

41. FOpunnueckas cuiia JOKyMEHTa — 3TO:



1) OcobeHHOCTH BHENTHETO OPOPMIICHUS TOKYMEHTA

2) CBUAETENBCTBO HAIMYUS B JOKYMEHTE MOJI0XKEHUI HOPMATUBHOI'O XapakTepa

3) CnnocoOHOCTh TOKYMEHTA OPOKIATh ONpPEIEIeHHbIE IIPABOBBIE TOCIEACTBUS

42. VImeeT 11 IOpUANYECKYIO CHITY JOKYMEHT, TIOJTYYEHHBINH 0 (paKCUMUIIbHOM CBS3U?

1) da

2) Ha, 1o corNanieHuio CTOpOH HHPOPMAITHOHHOTO OOMEHA

3) Her

PeliTuHr-KOHTpOIH 2

1. Kakas 4acTh JOKyMEHTa COJIEPKUT TEKCT:

1) opopmisiroras

2) OCHOBHas

3) 3arosoBoyHas

4) BBOIHAS

2. Kakue U3 nepeurcaeHHbIX 3JIEMEHTOB J0JHKEH COAEPKaTh PEKBU3UT '"pe30torus':

1) ®.1.0. ucnonuurens

2) cozepkaHue NOpyYEHUs

3) CpOK UCIIOJTHEHUS

4) BCe BEpPHO

3. Ilpu u3noxenuu uudpoBoil uaK caoBecHON MHGOPMAILIUN O HECKOJIBKUX 00bEKTax IO psAy
IPU3HAKOB TEKCT JIOKYMEHTa y/100HEee 0pOpMIIATH B BUJIE:

1) aHkeThI

2) TabIUIIBI

3) CBSI3HOI'O TEKCTa

4) koMOuHarmu 3TuX hopm

4. B xpaTKOM IPOTOKOJIE YKa3bIBAIOTCS:

1) ®UO BbIcTynaOIUX, KPAaTKOE U3JI0)KEHUE BBICTYIJICHUS, 3aJaHHbIE BOIPOCHI U IOJHbBIN
TEKCT IMOCTaHOBJICHUS

2) ®HO BbICTYnaOUIMX, KPaTKOE U3JI0KEHUE BBICTYIJICHUS, 3aJaHHbIE BOIIPOCHI U KpaTKUil
TEKCT IOCTaHOBJICHUS

3) paccmotpennbie Bompockl, PUO Tex, KTO y4acTBOBaJd B OOCYKIIEHHH, TOJHBIA TEKCT
IIOCTaHOBJICHHUS

4) ®UO BpICTyNaOMNX, KPATKOE U3JI0KEHUE BBICTYIIJICHUS U MOJIHBINA TEKCT MOCTAHOBICHUS

5. Yro siByIIeTCS OCHOBAaHUEM COCTABJICHMS aKTa:

1) ccplKa HA TOKYMEHT

2) NMCbMEHHOE WJIM YCTHOE paclopsKeHHe PyKOBOJICTBA

3) cchuika Ha Kakue-Iu00 (akThl, COOBITHS, TEUCTBUS

4) Bce BEpHO

6. HaszoBute omnepanuu, KOTOpblE HE BBIIOJIHSAIOTCA Ha JTalne MPeJBAPUTEIHLHOTO
pPaccMOTPEHHUSI BXOASIIUX JOKYMEHTOB:

1) peructpanus BXOIAIMX JOKYMEHTOB

2) cCOpTUPOBKAa JOKYMEHTOB

3) pa3MeTKa JJOKyMEHTOB

4) KOHTPOJIb 32 UCTIOJHEHUEM JOKYMEHTOB

7. Kakue U3 nepedncieHHbIX JOKYMEHTOB MOJIJIEKAT PErUCTPALlUu:

1) Bxonsmue

2) ucxomasme

3) BHyTpeHHHE

4) BCe BEPHO

8. IlonsiTHE cTaHIApPTU3ALNH, KaK AEATEIbHOCTH M0 YCTAaHOBIICHUIO PABUII U XapaKTEPUCTHK
B IeJIIX HX JIOOPOBOJHHOTO MHOTOKPATHOTO MCIIOJIb30BAHMS, HANpaBIE€HHOW Ha JOCTHKEHUE
YIOPSIOYEHHOCTH B chepax MPOU3BOACTBA U OOpALICHHUs, 3aKPETIIISETCS B ...

1) ®enepanbaom 3akoHe PO «O crangaptuzauumn»

2) ®enepanbHoM 3akoHe PO «TexHUYEeCKOM peryinnpoBaHUI

3) ®enepanbHoM 3akoHe PO «O06 nnpopmanyu, HHPOpMATU3ALUHU U 3aIUTE HHPOPMAIII



9. PexkBU3UT «3aroioBoK K TEKCTY»

1) oTpaxkaer KkpaTKoe cofiepKaHHE JOKYMEHTa

2) HeoOX0IUM JJIsl OTIEPATHUBHOMN CBSA3H C T€M, KTO COCTaBUJI TOKYMEHT

3) nO3BOJIET CyIUTh O HA3HAYEHUH IOKYMEHTA, ONIPEAEIISAET COCTAB PEKBU3UTOB U CTPYKTYPY
TeKcTa

10. 'apanTuiiHo€ NUCHMO:

1) nonrBepknaeT (akT OTHpaBKU ajapecaTy KakKux-1u00 [IOKYMEHTOB WIH APYTrux
MaTepHaIbHBIX HEHHOCTEN

2) COIEP’KUT OTBET Ha MUCHbMO-IIPOCKOY

3) moATBepKaAET OINpeeIeHHbIe 0053aTeNIbCTBA, O0CIIAaHUs OpraHU3auu

11. KonnuectBo pexkBu3nToB HOBOro I'OCTa 1o cpaBHEHUIO C MPEAbIIYyIUM

1) Gosnblie Ha 1Ba PEKBU3UTA

2) OoJbIlIe HA OAWH PEKBU3UT

3) MeHbllIE Ha 1Ba pEKBU3UTA

12. K OCHOBHBIM periaMeHTUPYIOIMHUM padoTy ciyx0bl [IOY nqokymeHTaM OTHOCAT

1) MHCTPYKIIUIO MO JAEIOMPOU3BOJICTBY

2) OCHOBHBIE NpaBuiIa pabOThl APXHUBOB OpraHU3AIIHIA

3) 'OCT P 51141-98 JlenonpousBoAcTBO U apXHUBHOE JIE€I0

13. K BHyTpeHHEMY JOKYMEHTOOOOPOTY OTHOCST

1) opunmansHbie THCEMa

2) BHEUIHHE JTOKJIaIHbIE 3aHCKH, CIIPAaBKU

3) npuKasbl, pacopsLKEHUSI OpTaHU3allud

14. Cnyx06a ZIOY MoxeT ObITh IpeICTaBICHA

1) skcnienuiueit

2) oOIIMM OTIEIOM

3) MalIMHOIUCHBIM OIOPO

15. Ecnu B pe3oionuu yKazaHO HECKOJIBKO MCTIOIHHUTENEH, TO KTO OTBEUaeT 3a BBHIMOJIHEHHE
MOpPYYEHUSI PYKOBOAUTENS?

1) U110, yka3aHHOE B CIIHCKE UCIIOJTHUTENICH MEePBhIM

2) Au10, ONpeAEICHHOE COOTBETCTBYIOIIUM JOIOJIHUTEIbHBIM YKa3aHUEM PYKOBOIUTEIS

3) U1, KOTOpPOMY NEepBOMY OyJIET MepeaH JOKYMEHT Ha HCIIOJTHEHHUE

16. Korga Ha 1oKyMeHTe IpocTaBiisieTcs peKBU3UT «OTMETKa O KOHTPOJIE»?

1) ecnu TOKYMEHT BaXKeH, U HEOOXOJUMO MPEAOTBPATUTh €r0 MOTEPIO

2) ecnu JOKYMEHT TpeOyeT UCTIOTHEHUS U OepeTcst Ha KOHTPOJIb

3) xorzaa cekperapb OGOUTCS 3a0BITh CPOK MCIIOJIHEHHSI JOKYMEHTa

17. Kakum 006pa3om JieiatoT OTMETKY O KOHTPOJIE 32 UCTIOJTHEHHUEM JJOKyMEeHTa?

1) o6o3nayaroT 6ykBOit «K», cnoBoM minu mramnom «KoHTpoIIb»

2) o6o3HayaroT OykBo# «M», cnoBoM miu mrammnoM «lcrnonHeHo»

3) o6o3HavaroT 6ykBO# «B», ci1oBOM MM mramMnoM «BbITOTHEHO»

18. Kto moamuceiBaer M aatupyeT pekBU3UT «OTMeTKka 00 HCIOJIHEHMM JOKYMEHTa MU
HalpaBJIEHUH €ro B AeTI0»?

1) pykoBoAMTENH OpraHU3alMH

2) pyxoBoauTenb ciayx0sl IOY

3) ucnonHuTenb, pabOTaBIIMA C JOKYMEHTOM, WM PYKOBOJIUTENb €ro CTPYKTYpHOTO
NoJipa3iesIeHus

Peittunr-xkonTpons 3

1. Ilnan Ha rOj YTBEpXKIEH pelleHHeM coBeTa. B kakoMm ciydae mpaBWIIbBHO O(hOpMIIeH
PEeKBU3UT «I'pUQ yTBEpKIEHUS JOKYMEHTa»?

1) YTBEPXJIEH (noBas ctpoka) Pemennem coBeta (HoBast ctpoka) ot 12.08.2022 Ne 14

2) YTBEPXEH (soBas ctpoka) Pemennem coBera (HoBast ctpoka) ot 12.08.2022 Ne 14

3) YTBEPXIAIO (HoBas ctpoka) Pemenue coera (HoBast ctpoka) ot 12.08.2022 Ne 14

2. Kakoit I'OCT pernameHTHpyeT mpaBWia pa3MelleHUuss U OoQOpMIICHHUS PEKBU3UTOB
OpraHU3alMOHHO-PACIOPSAAUTEIBHBIX JOKYMEHTOB?

1) 'OCT 6.37-98



2) I'OCT P 6.30-2003
3) I'OCT P 6.30-97
4) EI'C 10Y
3. BoccraHoBute mnpomylieHHOE CIOBO: «PEKBU3UT - 3TO O0s3aTENbHBIA DIEMEHT
O(OPMIICHHUS ... TOKYMEHTa».
1) opunmansHoOTO
2) cimyxeOHOTO
3) moboro
4. CKOJIBKO PEKBU3UTOB UCHOJIB3YIOTCS MPU 0POPMIIEHUN JOKYMEHTOB?
1)29
2) 30
3)31
5. Ha xakue noxkymentsl pacnpoctpansercs [OCT P 6.30-2003?
1) Ha opraHuzalMOHHO-pacnopsauTenbHble  nokymMeHThl (OPJI), oTHocsmuecs K
yHuunupoBanHoi cucteme OP/]
2) Ha BCe IOKYMEHTBHI, COMPOBOXKAAIONINE JIEATEILHOCTD JII000W OpraHu3aluy, YIpeKICHUS
WM TIPEATIPUATHS
3) Ha ynpaBJICHUYECKUE U SIKOHOMHYECKUE TOKYMEHTHI
6. Korna opopmisiercs pekBU3HUT «MecTo COCTaBICHUS WU U3AaHUS TOKYMEHTa»?
1) Bcerna, Ha KaXXJIOM TOKyMEHTE
2) B Tex clyyasx, €CIM 3aTPyJHEHO OIpeAelieHUe MeCTa COCTABJICHHUS WIM U3JaHUS
JNOKyMeHTa 10 pekBuzutaM «HanMeHoBanue opranumzanun» wid «CrpaBodHbIe JaHHBIE 00
OpTraHHU3aIII»
3) BO Bcex Cilydasix, KOrJa JJOKyMEHTbI OTIIPABIIAIOTCS U3 OpraHu3aluu
7. Boibepute mpaBUIBHO YKa3aHHbIE MHUHHMAIBHO JOMYCTHMbBIE pa3Mepbl MOJEi, KOTOpbIe
yCTaHaBIUBAET Jyisl yripaBieH4deckux JokymeHToB ['OCT.
1) Jleroe =20 MM, BepxHee =15 MM, npaBoe =10 MM, HIkHEEe =20 MM
2) Jlesoe =20 mm, Bepxuee =10 mm, npaBoe =15 MM, HUKHEE =20 MM
3) Jleoe =25 MM, BepxHee =10 mm, npaBoe =10 MM, HIkHEEe =10 MM
4) Jlesoe =30 mm, Bepxuee =20 mm, npaBoe =10 MM, HUKHEE =20 MM
8. Jlnst wero mpoBouTCs yHU(UKALUSA TOKYMEHTOB?
1) 119 TOKYMEHTUPOBAHUS yIIPaBICHUYECKON AESITEIbHOCTU
2) ans opraHu3auy paboThl ¢ JOKyMEHTaMU
3) Wi CHUXKEHHSI KOJIMYECTBA NMPUMEHSEMBIX JOKYMEHTOB, CHUXEHMSI TPYIOEMKOCTH HX
00paboTku
9. PacnionosxeHue peKBU3UTOB Ha OJIaHKE TOKYMEHTa ONpeesIeTcs:
1) cocTaBuTENEM JOKYMEHTA
2) nmpaBWJIaMy YHU(PHUKALUU TOKYMEHTOB
3) rocyaapcTBEHHBIM CTaHIApPTOM
10. PexBU3UT JOKyMEHTa — 3TO:
1) cranpapTHbIi JUCT Oymaru, Ha KOTOpPOM OTOOpa)ke€Ha TIOCTOSHHAs HH(OpMaius u
OTBEJIEHO ONPEJIETICHHOE MECTO JIJIsl IIEPEMEHHOM
2) COBOKYIHOCTb pAacIOJIO)KEHHBIX B OINpPENEICHHOW IOC/IEA0BaTEeIbHOCTH 3aIucei,
MPUCYIIMX OINpPEAEICHHBIM BUaM IOKYMEHTOB
3) o0s13aTenbHBIN 3JIEMEHT O(UIIMATEHOTO JOKYMEHTA
11. PexBusut «HamMeHoBaHue BUAA TOKYMEHTa:
1) mo3BoJsieT CyauTh O Ha3HAYCHHUE JOKYMEHTA, ONPEENseT COCTaB PEKBU3UTOB U CTPYKTYPY
TeKcTa
2) NO3BOJISIET CYJUTh O HA3BaHUU OPraHU3allii — aBTOpa JIOKyMEHTa
3) mpuaeT cofepKaHUIO JOKYMEHTa HOPMATHUBHBIN HIIM IPABOBOM XapakTep
12. PeructpanimoHHBIA HOMEP TOKYMEHTA — 3TO:
1) nara ero moJAnucaHus WK yTBEPKICHUS
2) ycinoBHOe 0003Hau€HUE JOKYMEHTa, IOJ KOTOPHIM OH BBEAE€H B HH(POPMALMOHHO-
MOMCKOBYIO CUCTEMY OpraHU3aL[I



3) oTMeTka A aBTOMAaTHYECKOro MOMCKa JOKYMEHTa (MOXKET BKJIIOYaThb WM JMCKa,
TUPEKTOpHUH U (haiiia, COAepIKAIETro JaHHbIN TOKYMEHT)

13. PexBu3ut «BH3bl COrIACOBAHUS»:

1) cmyx)ut s opopMIICHHST BHEITHETO COTJIACOBAHUS C KOHKPETHBIM JOJDKHOCTHBIM JTUIIOM
WJIU KOJUIETHAIbHBIM OPTaHOM

2) npuaaer coAep KaHuio O(pUIMATBHOTO JOKYMEHTAa HOPMAaTUBHBIN HITU IIPABOBOM XapakTep

3) wucnonp3yeTcst Il BHYTPEHHETO COIJIACOBAaHUS IPOEKTOB JOKYMEHTOB U IMpH
03HAKOMJICHHUH C KAKMM-THOO0 JOKYMEHTOM KaK IMMChbMEHHOE MOITBEPKACHUE (PaKTa 03HAKOMIICHHUS

14. PexBusut «OT™MeTKa 00 UCIIOIHUTENEY:

1) HeOoOX0IMM TSI OTIEPATUBHOM CBS3H C TEM, KTO COCTABHII IOKYMEHT

2) SIBNISIETCS] OJJHUM M3 OCHOBHBIX CIIOCOOOB yJIOCTOBEPEHHUSI IOKYMEHTA

3) pukcupyer yka3aHus pyKOBOJHUTEJS 110 MIOBOY UCTIOIHEHUS TOKyMEHTa

15. HazoBuTe BUIbI MUCHbMEHHBIX IOKYMEHTOB, KOTOPBIE BXOJISAT B COCTaB YHU(DUIIMPOBAHHOM
CUCTEMBI OPraHU3allMIOHHO-PACIOPSAUTEILHON JOKYMEHTAUU?

1) opranu3anMOHHbIE U PACTIOPSIAUTEIbHBIE JOKYMEHTHI

2) opraHu3anoOHHbIE, PACTIOPAIUTEIbHBIE U HMHPOPMALMOHHO-CIIPABOYHbIE JOKYMEHTHI

3) opraHu3alMOHHBIC, PACIOPAIUTENbHBIE, HWH(OPMALMOHHO-CIIPABOYHBIE JOKYMEHTBHl U
JIOKYMEHTBI 110 TPYIOBBIM OTHOLIEHUSIM

16. 3aueM JOKYMEHT HY>KHO MPaBUIBHO 0POPMIIATH?

1) 9TOOBI IPUIATH IOPHIUIECKYIO CHITY

2) 94TOOBI MOATOTOBUTH K Pa3MHOKCHHIO

3) 9TOOBI OJATOTOBUTH K COTJIACOBAHUIO

17. K kakomMy JOKYMEHTY OTHOCHUTCS CIIEAyIOUIasi XapaKTEPUCTHUKA <SIBIISIETCS OCHOBHBIM
HOPMAaTHUBHO-METOIUYECKUM JOKYMEHTOM, OIPEAEISIONIMM U YCTAHABIMBAIOIUM €AUHbBIN MOPSIA0K
cocTaBleHus, 0hOpMIICHUS TOKYMEHTOB U pa0OThI C HUMU B OpTaHU3AIUN»?

1) uHCTPYKLUS 1O 1€IOIPOU3BOJCTBY

2) HOMEHKJIaTypa Jel

3) permameHT paboTHI

18. OOs3aTennbHO M JOJDKHA OBITh WHCTPYKLHUS IO JENONPOU3BOJACTBY B KAKIOM
YUPEXKJIEHUH, OpraHu3auun’?

1) na

2) Het

19. TloueMy WUHCTpyKLHUS IO JEJIONPOU3BOACTBY KOHKPETHOM OpraHu3alliyd Bceraa
WHIUBUTyaJIbHA?

1) moToMy 4YTO OHa Y4YMUTBHIBa€T BCE€ OCOOEHHOCTH, KaK COCTaBa JOKYMEHTOB, TaK U
TEXHOJIOTUH UX 00pabOTKH

2) Tak KaK OHa B Ka)XJI0W OpraHu3aiuu pa3padbaTeiBaeTCs pa3HbIMU JIOIbMHU.

3) moTomMy 4TO B pa3HbIX OPraHU3ALMAX O-pa3HOMY Ha3bIBaeTCs CIyx0a JelI0onponu3BOCTBA

20. Yto 00bIYHO JaeTcs B MPUIIOKEHUSAX K MHCTPYKLIUH 110 1€T0IPOU3BOJICTBY?

1) 06pa3iel TOKYMEHTOB, (POPMBI JOKYMEHTOB, PA3JINYHbIE CIIUCKU WJIH TIEPEUHU

2) oOpa3upbl moamuceil pykoBoauTened, (GpopMyssipbl JOKYMEHTOB, CHHCKH JIOJKHOCTHBIX
JIUL, UMEIOLIUX MPaBO MOANUCH JOKYMEHTOB

21. Yro takoe Gpopmyiisip 1oKyMmeHTa?

1) Ha®op pEeKBHU3UTOB O(PUIMAIBLHOTO MUCBMEHHOTO JOKYMEHTA, paclOJOKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEILHOCTH

2) onucaHue nopsAaKka oPOPMIIEHUS PEKBU3UTOB JJIi KOHKPETHOI'O BUJIA IOKyMEHTa

3) popma KOHKPETHOTO JJOKYMEHTA, [TOATOTOBJICHHAs B BUJIE TEKCTa Tpadapera

22. SBmsieTcst v 3a/ada COBEPIIIEHCTBOBAHUS (OPM M METOJOB pabOTHl C JTOKYMEHTaMH
3anadeit cimyxos JIOY?

1) na

2) HeT

23. Kakoii JOKYMEHT OTHOCUTCSI K HEPETUCTPUPYEMBIM?

1) muceMo-3ampoc

2) xanoba rpaxaaHuHa



3) conpoBOIUTENHHOE MUCHMO

4) pexinaMHOE TMCbMO

24. NomxeH ym paboTHUK ciyxO0bl JIOY, ocymecTBISIONMI KOHTPOJIh 3a HCIOJHEHHEM
JIOKYMEHTOB, HATIOMUHATH UCTIOJTHUTEIISIM O MMPUOIMKCHHHA CPOKOB UCITOJIHCHUST HAXOJSIIUXCS Y HUX
JIOKYMEHTOB?

1) na

2) HEeT

25. KakoB MakcUMaJIbHBIA CPOK UCIIOJIHEHUST OOpaIlieHui rpakaan?

1) 15 nuei

2) 30 nuei

3) 45 nuent

4) 60 nueii

26. B kakuXx JHSX YCTaHaBIIMBAKOTCA CPOKU UCIIOJIHEHUS JOKYMEHTOB?

1) B KaJIeHAAPHBIX THAX

2) B pabouux JHAX

27. B xakoe 7eJ10 TOMEeNIaeTcsi BHYTPEHHSISI OMKChH?

1) muyHOE 1170

2) mpuKa3bl OPraHU3alKU 10 JUYHOMY COCTaBY

3) mepemnucka ¢ OpraHaMy BIACTH U YIIPABICHUS

28. PexBU3UT «3arojioBOK K TEKCTY»:

1) oTpaxkaeT KpaTkoe cojiepKaHue JOKYMEHTa

2) MO3BOJISIET CYAUTh O HA3HAYCHUU JOKYMEHTA, OMPEACIIEeT COCTAaB PEKBU3UTOB U CTPYKTYPY
TeKcTa

3) HeoOXoUM U1 OTIEPATUBHOM CBSI3HM C TEM, KTO COCTaBUJI JOKYMEHT

29. B kakoM MecTe JOKyMEHTa IPOCTaBIsieTcs PeKBU3UT «OTMETKA O KOHTPOJIEe»?

1) Ha 1eBOM T0JIe JOKYMEHTA, HAMPOTUB pekBu3nuTa «CIpaBOYHbBIC JaHHBIE 00 OpraHU3aAINI

2) B BEpXHEM IIPaBOM YTy MEPBOTO JTUCTA JOKYMEHTa

3) B HU)KHEM IIpaBOM YTJIy [IEPBOTO JUCTA JOKYMEHTa

30. Jlns1 nokymMeHTa, NOJUIMHHUK KOTOPOI'0 OCTAETCsl B OPraHU3allMM, BU3bI IPOCTABIISIOTCS:

1) HIKE MOANNCH PYKOBOAUTEIS, MOANKCABIIErO TOKYMEHT

2) B HUXKHEH yacTH 000POTHOM CTOPOHBI MOCIEAHETO JUCTA MOATUHHUKA JOKYMEHTA

3) Ha 00OPOTHOI CTOPOHE MEPBOTO JINCTA JOKYMEHTa

31. B xakoM ciy4ae npaBuiIbHO 0QOpMIIEH PEKBU3UT «OTMETKA O HAJUYUU MPHIIOKEHUSD,
€CJIA B TEKCTE COITPOBOAUTEIBHOTO MMMCbMA HE YITOMUHAJIOCH O TIPUIIOKEHUU?

1) [Ipunosxenue:

1. CripaBka 0 corilacoBaHuM IPOeKTa Ha 4 1. B 1 3K3.;
2. OT3bIB 1O MIPOEKTY Ha 2 JI. B 1 7K3.

2) Ilpunoxenue: Ha 6 1. B 1 9K3.

32. JlaTo¥ MpOTOKOJIA SBIISIETCS:

1) nara moanucaHus MPOTOKOJIA

2) nata mpoBEICHHUS 3aceIaHus

3) nata perucTpaiuu npoToKosa

33. Ilpukas co3mpaercs ajs:

1) noaTBepkKIeHHs YCTaHOBIEHHBIX (DaKTOB, COOBITHH, JeicTBUI

2) pelieHusi OCHOBHBIX ONEPaTUBHBIX 33/1a4, CTOSIIUX Hepe]] TaHHBIM OpraHOM

3) oTpaxxeHus yCIOBUHM TPYJOBBIX B3aHMOOTHOIIEHUH COTPYIHUKA C aIMUHUCTpAIen

34. Bu3za ropucrta Ha NpHUKase:

1) o3HauaeT BHYTpEHHEE COIJIACOBAHUWE, MOATBEPKIAOIIEE, YTO MPUKA3 HE MPOTHBOPEUHT
3aKOHY

2) 3T0 00s13aTEeIbHBIN PEKBU3UT MPUKA3a, MPUIAIOIINNA €MY IOPUIHUECKYIO CUITY

35. Korga ynpaBiieHUe€CKOE ICMCTBHE MPEAINOIaraeT KOHKPETHOTO UCTIOJIHUTENS, TO MyHKTHI
pacrnopsiANTENbHON YacTH NIPHUKa3a JOJKHBI HAUMHATHCS:

1) ¢ ykazanust paMHJINK ¥ MHUALIUAIIOB UCTIOJTHUTEIIS



2) ¢ yKa3aHus MOPYICHUS
3) ¢ yka3aHus TOJDKHOCTU U ()aMWINU C MHUIIMATIAMH HCTIOJTHUTEIS
36. JlokyMeHTBI, COCTaBIsIEMbIE KOMUCCHUEH, OAMMCHIBAOTCS:

1) pykoBoauTEIEM OpraHu3aLuu

2) mpenceaareneM U YieHaMU KOMUCCUU

3) npeacenareneM KOMUCCHUU U CEKPETAPEM

4) npencenareneM KOMUCCHH

37. Tekct aKkTa JEJIUTCS HA JIBE YacTHU:

1) HaYaNBHYIO U 3aKIIOYUTEIBHYIO, COIEPIKAIIYIO BBIBOIbI
2) BBOJIHYIO U KOHCTAaTHPYIOILIYIO, COJIEPKAILYIO BBIBOJIbI
3) BBOAHYIO U OCHOBHYIO

O0mee pacnpenenenue 0a/110B TeKyILero KOHTPOJIS 10 BUAaM y4eOHBIX padoT 1Jisl CTY/IeHTOB

PeliTunr-koutpois 1 TectupoBanue 10
PeiiTuHr-KOHTpPOIIH 2 TectupoBanue 10
PeliTunr-kouTpOis 3 TectupoBanue 10
Ilocemenue 3auaTuit ITocenienne NEKIMOHHBIX, 40
CTYJICHTOM MPAKTUYECKHUX 3aHITUI

JlonmotHUTE IbHBIE OaJUTBI AKTHUBHOCTB Ha ITPAKTUYECKUX 10
(6onych) 3aHATHUSAX

BrinosiHeHue ceMecTpoBOro Brimmonnenue niiana

JIaHa CaMOCTOSITEILHON CaMOCTOSITEIIBHOW paObOThI 20
paboThI CTYACHTOB

2. I[IpomeskyTOUYHASI aTTECTAIMS 110 JMCHUIIHHE
IlepeyeHb BONPOCOB K 3K3aMeHY / 3a4eTy / 3a4eTy ¢ OLeHKOM.
Ilepeuenn npakTHYecKuX 3a1a4 / 3aJaHUii K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OlleHKOH (mpu

HAJTHYMH)

Bormpocs! k 3a4eTy 110 JUCLIUIUIMHE
1.Kakue 10KkyMeHTBI BXOJAT B CHCTEMY OPraHU3allMOHHONW JOKYMEHTAIH?

2.KakoBa ocHOBHasg (yHKIMS OpraHU3allMOHHBIX JOKYMEHTOB B  YIpaBJIEHUYECKOH

EeSITENLHOCTH?

3.KakxoBO OCHOBHOE Ha3HAUYCHHUE pacnnopAaUTECIbHBIX I[OKYMCHTOB?
4 Ha3zoBure BUJbBI paCiopsAaUTCIbHBIX JTOKYMCHTOB U YKAKUTC 0COOCHHOCTH HX COCTaBJICHUS

u opopmiteHus?

5 Kakne pacrnopsAguTCIbHBIC JOKYMCHTBI HM3JAalOTCAd Ha OCHOBE CJMHOHAYAJIMA, a KAaKHC -

KOJUIETHAIBHO?

6.KakoBa npoueaypa noAroToBKM pacopsiAUTEIbHBIX JOKYMEHTOB?

7.KakoBo Ha3HaueHHNE CIyKeOHOH TepenucKku?

8.Ha kakux GiaHKax COCTaBISIOTCS CIIy)KEOHBIC TTHChMa?

9.Kakue pekBU3UTHI ABISIOTCSA 003aTEIbHBIMHE ISl CITY>KEOHOTO MUChMa?

10.Kakue TpeOGoBaHuUs IPEIBIBISIIOTCS K COCTABICHHUIO CIIYKEOHBIX THCEM?

11.Kakue pa3HOBUAHOCTH CITY>KEOHBIX MHCEM UCTIONIB3YIOTCS B IPAKTHKE YIIPABICHUS?
12.KakoBbl 0COOEHHOCTH KOMMEPUYECKOM MEPENUCKN ¢ MHOCTPAaHHBIMH MapTHEpaMu?
13.IIpuBenrTe BO3MOKHBIE BaApHaHThl KOMIIO3UIMH JE€JIOBOTO MUCHMA.

14.Yt0 BXOJUT B COCTaB JJOKYMEHTAIIUH 110 JIMYHOMY COCTaBY?



15.Kakas moxyMeHTaIus UCTIOIb3YETCs IPH IpreMe Ha padoTy?
16.Kakumu nokymeHTamu oopmiisiercst mepeBoj paboTHuka?
17.Kak noxyMeHTHpPYETCs TPOIIeCcC YBOIbHEHUSI pabOTHHUKA?
18.B kaxoii (hopme numercs IMYHOE 3asiBIeHUE?

19.0numumre ocobeHHOCTH 0(hOpMIIEHUS MPUKa3a 110 JIUYHOMY COCTaBY.

20.Kaxk oopmisiercs: TpyaoBoit goroBop? KakoBo Ha3HaueHHe KOHTpaKTa?
21.ITonaTHe TOKyMEHTOOOOpOTA.
22.0CHOBHBIE PEKBU3UTHI YIPABIEHYECKUX JOKYMEHTOB.

MeToauuyecKue MaTepHuaJbl, XapaKTCPU3YOIIUE NMPOUECAYPbl OHCHUBAHUS

3a4CT MPOBOAUTCA B BHUJC COGGCGHOB&HI/IH 10 BOIIpOCaMm. OtBeThl CTyJACHTAa OLICHUBAKOTCA B
6am1ax, KOTOPBIC 3aTEM CYMMUPYIOTCA C HHAWBUAYAJIbHBIM CEMCCTPOBBIM peﬁTI/IHFOM.

MaxkcumanbHasi cymma 0asuioB, HaOupaemast CTyIeHTOM 1o aucuuiinHe pasHa 100.

HEKOTOPbIE MPAKTUYECKIE HABBIKA
paboThI ¢ OCBOEHHBIM MaTEpUAIOM
c(OpMHPOBAHBI HEAOCTATOYHO, BCE
IIPEeyCMOTPEHHBIE IPOTPaMMOi
oOyueHus: yueOHbIe 3aJaHUs
BBINOJIHEHBI, KAYECTBO BBIMOJIHEHUS
HU OZJHOTO M3 HUX HE OIEHEHO
MUHUMAaJIbHBIM YHCIIOM 0aJlioB,
HEKOTOpbIe BUJIBI 33JaHUI
BBITTOJIHEHBI C OMIMOKaMH

Orenka | OneHka 1o mkase O6ocHoBaHmNe Yposeno
B chopmuposannocmu
Oautax KOMRnemeHnuyuii
bonee | «OtnuaHO» ConeprkaHue Kypca OCBOCHO Buicokuit yposens
80 MTOJIHOCTBIO, 0€3 Mpo0eoB,

HEO0XOIMMBbIC TIPAKTUYCCKUE HABBIKU

paboThl C OCBOEHHBIM MaTEPUAIIOM

c(OpMHPOBAHBI, BCE

MPEyCMOTPEHHBIE IPOTPAMMOMA

oOyueHus: yueOHbIE 3aJaHUs

BBIMOJIHEHBI, KAYECTBO UX

BBIIOJIHEHUS OI[CHEHO YHCIIOM

0aJ10B, OJIM3KUM K MAaKCUMaJIbHOMY
66-80 | «Xoporo» Coneprxkanue Kypca OCBOECHO IIpoosunymutii

MOJIHOCTBIO, 0€3 MPoOesoB, ypoeens




50-65 | «Y 1OBIETBOPUTEIBHOY

CopneprxaHue Kypca OCBOCHO
YaCTUYHO, HO TTPOOEIIBI HE HOCAT
CYIIECTBEHHOT'O XapakTepa,
HEO0XOIMMBbIC TIPAKTUIECKHE HABBIKU
paboThI ¢ OCBOCHHBIM MaTEPUAJIOM B
OCHOBHOM C(hOPMHUPOBAHBI,
OOJIBIITMHCTBO MPETyCMOTPEHHBIX
porpaMMoi 00ydeHHs yU4eOHBIX
3aJJaHUii BBITIOJIHEHO, HEKOTOPBIE U3
BBINTOJIHEHHBIX 33JJaHUI, BO3MOXKHO,
COJIEPIKaT OITMOKHU

Ilopozoeviit yposens

Memnee
50

«Hey,I[OBJ'IeTBopI/ITeJ'IBHO»

ConeprkaHue Kypca HE OCBOCHO,
HEO0OXO0IMMBIC TPAKTUICCKHIE HABBIKU
paboThl HE CHOPMHUPOBAHBI,
BBITIOJTHEHHBIC yUeOHBIE 3aJaHMs
coJiepkaT rpyoObie OmuOKu

Komnemenyuu ne
chopmuposanui

3. 3agaHus B TeCTOBOM (popMe 1O TUCHUILINHE

[Ipumeps! 3ananuii:

1.B OCHOBY YHI/I(I)I/IKaLII/II/I JAOKYMCHTOB ITIOJIOKCH IMPUHIIUIIL:

a) o0mieit MoJIeu JOKyMEHTa

0) ohopmiteHHS M cO3/1aHMs TpadapeTHBIX TEKCTOB-
B) y4eTa U XpaHEHUs JOKYMEHTA

2.J10KyMeHTO000pOT — 3TO:

a) mepBUYHAsE 00pabOTKa U MPEIBAPUTEIHLHOE PACCMOTPEHUE

0) KOHTPOJIb 32 HCIIOJTHCHUEM

B) ABWIKCHUC JOKYMCHTOB C MOMCHTA UX CO3JJaHUA N0 3aBCPUICHUA HUCIIOJIHEHUA T
F) CIIMCAaHUEC UCIIOJIHCHHOI'0 JOKYMEHTA B ACIIO

ITonHbIit IMEPCUCHb TECTOBBIX 3aJIaHui ¢ YKa3aHUEM IIPABUJIBHBIX OTBCTOB, Pa3MCILICH B OaHke

BOIIPOCOB  Ha

MH(}OPMaIllMOHHO-00pa30BaTEIbLHOM

nopraie

MHCTUTYTA

IO CCBIJIIKE

https://www.mivlgu.ru/iop/question/bank/managecategories/category.php?courseid=891&cat=29902

%2C24304

OL[GHKa PaCCUUTBIBACTCA KaK MPOUCHT MPABUJIIBHO BBIITOJHEHHBIX TECTOBBIX 3aJaHui U3 UX

oO1rero gucia.




