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1. Ileanb ocBOEHMST JUCUUILIHHBI

llenp AMCUMIIMHBL: JaTh 3HAHMS, HEOOXOAWMBbIE Uil TMPABUIBHOTO COCTaBJICHHUS U
OopOpMIICHHS JTOKYMEHTOB, CO3/IaBa€MbIX B MPOIECCE MPUHSATUS U pPeaTH3alUU YIIPABICHYCCKUX
pelieHuit, OCBOUTH OOIICTIPUHSATHIC JIGKCUKY U CTHJIb JeJI0OBOM KOPPECIOHICHIUH.

OcCHOBHBIMU 33JlayaMu Kypca sIBJISIOTCS:

- 03HAKOMUTH CTYJICHTOB C MPaBUJIAMH COCTaBICHUS U O(QOPMIICHUS OCHOBHBIX JOKYMEHTOB:
JIOTOBOPOB, KOHTPAKTOB, IPHUKA30B, CITYKEOHBIX 3aMTMCOK, TPOTOKOJIOB, aKTOB, CIIPABOK U JOKYMEHTOB
10 JINYHOMY COCTaBY;

- 1aTh MpeJICTaBlIeHHEe 00 OpraHu3alui JOKYMEHTO000POTa, CUCTEMATU3aluU JOKYMEHTOB U
UX XpaHEHUHU;

- copMHUpOBaTh y CTYJACHTOB HABBIKM CaMOCTOSITEILHOTO COCTAaBJICHHS YIPABICHYECKOU
JIOKYMEHTALUH, JEJIOBBIX HCEM.

2. Mecro aucuuniannsl B crpykrype OIIOII BO
bazoit ms u3ydeHus: Kypca SIBISIOTCS 3HAHUA, MOJIYYCHHBIE CTYJIEHTaMHU B XOJ€ H3YUYCHHS
TakuX AUCHUIUIMH Kak: "MHocTpaHHbid sA3bIK", "MIHGOpMaIIMOHHBIE TEXHOJIOTMH B MEHEKMEHTE".
3HaHUE OCHOBHBIX TMOJIOKEHUW JUCHMIUIMHBI «JlOKyMEHTAIlMOHHOE OOEeCleUeHUEe YIPaBICHUS
HEOOXO0UMO MPU U3YUYEHUH JUCIHUILTUH «J{eI0Bble KOMMYHHUKAIUNY, "YIpaBleHHEe YeTOBEUECKUMHU
pecypcamu", a TaK)Ke P HAIMMCAHUU BBITYCKHOW KBATH(DUKAIIMOHHOW PabOTHI.

3. IliannpyeMble pe3yabTaThbl 00y4eHHs M0 JMCUHUILINHE
[Tmanupyemble pe3ynbTaThl OOYYEHHS IO AUCHHUIUIAHE, COOTHECEHHBIC C IUIAHHPYEMBIMU
pesynbratamu ocBoeHust OIIOII (koMneTeHIUAMEI U HHANKATOPAMU JTOCTHXKEHUST KOMIIETSHIIUMN )

dopmupyeMble [TnannpyeMsle pe3yabpTaTbl 00yUIEeHUsS [0 AUCIUILIHHE, B
KOMIICTCHIINHU (KO}:[’ COOTBETCTBUU C MHAUKATOPOM HOCTHMIKCHUSA KOMIICTCHIINN HauMmenoBanue OLICHOYHOI'O
coJiepKaHue WHnukatop ToCTHXEHUS PesynbraTel 00yueHus 1o cpencTaa
KOMIIETEHIINH) KOMIETEHINH JHCIUIUINHE
TIK-2 Cmocoben | ITK-2.2 Pemaer | ymets ¢opmupoBats 0a3y | BOIPOCH K YCTHOMY OMPOCY,
TUIAaHWPOBATH, oTepaTHBHBIC JAHHBIX ¥ pa3pabaThIBaTh | TECT, MPAKTUYECKUE 3aTaHU
OpPTaHM30BBIBATh U | yIpaBIECHYECKHE 3a/1a91 OpTaHHU3aIIOHHO-
OLICHNBATh YIPaBIEHYECKYTO
3¢ (heKTHBHOCTD JIOKYMEHTAIIIIO c
JIeSITETIbHOCTH HCTIONB30BaHUEM
CTPYKTYPHBIX COBPEMEHHBIX  TEXHOJIOTHI
MOpa3IeIeHIH 3JIEKTPOHHOTO
OpraHu3aIu nokymenToo6opota (ITK-2.2)
BIIAJCTh HaBBIKAMU
MOJITOTOBKH
OpraHU3aI[HOHHBIX u
pacnopsauTeNbHbIX
nokymenTos (I1K-2.2)
YK-4 Crocoben | YK-4.1 Ocy1iecTBisieT | 3HaTh CHCTEMBI | BOIPOCHI K YCTHOMY OIIpOCY,
OCYILECTBIISATh JIEIIOBYI0O KOMMYHUKAIUIO B | JOKyMEHTAlHY, TECT, IPAKTUUECKUE 33 JaHUs
JIENIOBYIO YCTHOH ¥  INMCbMEHHOW | COBPEMEHHBIE CIIOCOOBI U
KOMMYHHUKalMiO B | JOpMax Ha PycCKOM SI3bIKE | TEXHHUKY CO3J1aHUs
YCTHOM u JIOKyMEHTOB, ~ OCOOEHHOCTH
MUCBMEHHOH (opmax OpraHu3aIu JIBUKEHUS
Ha TOCYAapCTBEHHOM JIOKYMEHTOB Ha
a3blke  Poccuiickoit NPEAIPUATHAX 51 B
Denepanun u opraunmsaiusx (YK-4.1)
MHOCTPaHHOM(BIX)
s3bIKe(ax)




4. CTpyKTYypAa U coAepKaHue TUCUUIINHBI
OO6m1ast TpyA0€MKOCTh TUCIUIUIMHBI COCTABIISIET 3 3aueTHbIe eAMHUITBI, 108 qacoB.

4.1. @opma o0yueHHsI: OUHASA
YpoeHs 6a30Bor0 00pazoBaHus: CpeiHee odIee.

Cpok 00yueHus 4r.

4.1.1. CTpykTypa QU CHUNINHBI
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1 HopmarusHo- 2 12| 4 12 Tectuposarie,
BBIIIOJTHCHHAC
METOANYECCKAasA 0aza MPAaKTHYECKUX padoT,
JIEJIOTIPON3BOICTRA. yeribiii onpoc
2 Cucremsl 2 162 21 Tectuposante,
BBITIOJTHCHUEC
AOKYMCHTaAlluu, COCTaB MPAaKTHYECKUX padoT,
MOPSIIOK pa3padOTKU U yeTHBiif onpoc
TpeOoBaHUs K
0(hOPMIIEHUIO.
3 XapakTepucTuka 216 1|8 20 TecTnpoBanye,
BBITIOJTHCHUEC
AOKYMCHTOB, MPAaKTHYECKUX padoT,
HCITOJTB3YIONTUXCS B yeTHbiit onpoc
YIIPaBJICHYECKOU
NeSATeTLHOCTH | IPaBHJIa
uX 0popMIICHHSL.
4 | CoBpemeHHBIE CTIOCOOBI | 2 | 2 | 2 21,15 Tectuposanie,
BBITIOJTHCHUEC
CO3JIaHUs JOKYMCHTA. NPAKTUYECKUX paboT,
JlokyMeHT0060pOT B yeTHBIi onpoc
OpraHu3aIyH.
Bcero 3a cemectp 108 | 16 | 16 16 | 0,25 | 74,15 3au.
HUroro 108 | 16 | 16 16 [ 0,25 | 74,15




4.1.2. CoageprkaHue TUCUMILIMHBI

4.1.2.1. IlepeyeHnb JeKUMi
Cemectp 2
Paszoen 1. Hopmamusno-memoouueckas 6aza 0e1onpou3e00cmaa.
Jlexnus 1.

3akoHonaTenbHbIe akThl PO B cepe nndopMaiiy u TOKyMEHTauU. YKa3bl H PacIOpsKEHUS
[Ipesunenta PO, nocranosnenus [IpaBurensctBa PO. HopmaTuBHBIE TpaBOBbIE akThl (PeaepaabHbIX
opranoB. ['ocynapcTBeHHBIE CTaHJAPTHI HA JJO-KaMeHbI. Y HU(PUIIMPOBAHHBIE CHCTEMBI IOKYMEHTAIUH.
Ob61epoccuiickue KiaccupuKaTopbl TEXHUKO-3KOHOMHYECKOH U colaibHOM nHpopmanuu (2 yaca).
Pa3zoen 2. Cucmemul dokymenmayuu, cocmas nopsi00K papabomxu u mpedosanust K 0ghopmieHur.
Jlexnus 2.

JIOKyMEHT W CHCTEMBbl JOKYMEHTAlUWH. YIpaBieHUECKass JOKyMeHTalus. TpeGoBaHus K
coctasienuto u opopmiienuto. Tpedoanust OCT P 6.30-2003 x opopmiaeHuIo TOKyMEHTOB (2 Jaca).
Jlexnus 3.

dopmynsip — obpaszell, COCTaB U PACIoNOKeHHe PEeKBU3UTOB. COCTaB U MOPSAOK pa3pabOTKu
JIOKYMEHTOB, MCIIOJIb3YIOIIUXCS B YIIPABIEHYECKOM JIeATENbHOCTH (2 yaca).

Jlexnus 4.

CocraBienne U 0pOpMIIEHHE OCHOBHBIX JOKYMEHTOB: JOTOBOPOB, KOHTPAKTOB, MPHUKA30B,
cityeOHBIX 3aMucoK (2 Jaca).

Pazoen 3. Xapakxmepucmuxa 0oKymMeHmos8, UCNONb3YIOWUXCA 8 YAPABIEHUEeCKOU 0esamelbHOCmU U
npasuia ux oghopmieHus.
Jleknus S.

CocraBnenue u 0¢GOpPMICHHE OCHOBHBIX JOKYMEHTOB: MPOTOKOJIOB, aKTOB, CIPaBOK H
JIOKYMEHTOB JINYHOTO ITPOUCXOXKACHHUS (2 yaca).

Jlexnus 6.

JlenoBble W KoMmMepueckue mucbMa. Knaccudukamus, cTpykTypa, CTaHZapTHbIE (Qpasbl U
BbIpaxxeHus (2 yaca).

Jleknus 7.

IIpaBuna u  ¢GopMbl KOMMEpYECKOW TMEpenucKkd ¢ 3apyOeXHbIMH  MapTHEPAMU;
KOPPECTIOHJICHIIUS, CBs3aHHAs C TMPOBEJACHWEM NEPUOTUYECKUX MEPONpPUATHIH, W Tpodas
KOPPECTIOHJICHIIMSI OpraHu3alus paboThl C JOKYMEHTaMH, COJAEp)KAIIMMU KOH(UIEHIHATIbHbIE
cBeneHus (2 yaca).

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

CoBpeMeHHbIe cIOCOOBI M TEXHUKA CO3/IaHMsI JOKyMeHTOB. OpraHuzaius J0KyMeHToo0opoTa

(2 gaca).

4.1.2.2. IlepeyeHb NPAKTHYCCKUX 3aHATHH

Cemectp 2
Paszoen 1. Hopmamusno-memoouueckas 6aza 0e1onpou3e00cmaa.
IIpakTnyeckoe 3ausitue 1

[TpaBuna opopmienus HHGOPMAIIMOHHBIX JOKYMEHTOB (2 yaca).
IIpakTuyeckoe 3ansiTue 2

[TpaBuia opopmiieHHs CIIPaBOYHBIX TOKYMEHTOB (2 4aca).
Pazoen 2. Cucmemol 0okymenmayuu, cocmas nopsioox papabomxu u mpebo8arusi K 0ghopmieHuro.
IIpakTnyeckoe 3ansiTue 3

[IpaBuiia opopmiieHHsI OCHOBHBIX OpraHU3allMOHHBIX JOKYMEHTOB (2 daca).
Pasoen 3. Xapakxmepucmuxa 00KyMeHmMo8, UCHOIb3VIOWUXCSL 8 YRPABTIEHYECKOU 0esimebHOCMU U
npasuia ux oghopmieHus.
IIpakTyeckoe 3ansaTue 4

[TpaBuna opopMieHNsT OCHOBHBIX PAaCTIOPSAIUTEIBHBIX JOKYMEHTOB (2 Jaca).
IIpakTH4yeckoe 3aHATHE S

[IpaBuiia BesieHUS 1€70BOM NEPENUCKU, BUBI CITYKEOHBIX TUCEM U U UX odopMiIeHHE» (2
yaca).



IIpakTuyeckoe 3ansiTue 6

Buns! ciry:xeOHbIX THceM U U uX opopmiieHue (2 Jaca).
IIpakTnyeckoe 3ansiTue 7

[IpaBuna opopmieHHS pa3IUYHBIX BUAOB JOKYMEHTOB I10 JUYHOMY COCTaBy (2 4aca).
Pazoen 4. Cospemennvie cnocobwi cozoanus 0oxymenma. J[okymeHmoobopom 6 opeanuzayuu.
IIpakTnyeckoe 3ansitue 8

JIOMKHOCTHBIE MHCTPYKIUU: TIOHATHE, COCTaBieHue (2 yaca).

4.1.2.3. IlepeueHnb 1a0OPATOPHBIX padboT
He mianupyercs.

4.1.2.4. IlepeyeHb TeM U y4eOHO-MeTOANUYECKOE O0ecIIedeHUe CAMOCTOATEIbHOM

padoTbI
[lepedeHpb TeM, BEIHECEHHBIX Ha CAMOCTOATEIBHOE N3YUYCHHE:
. HopmatuBHO-cipaBo4Hasi OCHOBa OpraHU3aIluK JOKYMEHTAIIMOHHOTO 00ECIICUCHHS yIIPABICHUSI.
. CocTaB peKBU3HUTOB, BUJIBI OJaHKOB U TpeboBanus k Oankam mo 'OCTy P 6.30 — 2003.
. TpeboBanus K 0hOPMIICHHIO OpTraHU3AIMOHHO-PACTIOPSIUTEILHBIX JOKYMEHTOB.
. TpeboBaHus K 0()OPMIICHUIO OCHOBHBIX BUI0B HH(DOPMAIMOHHO-CIIPABOYHBIX IOKYMEHTOB.
. OdbopmiieHue KaapoBbIX TOKYMEHTOB.
. OdbopmiieHnue ciykeOHBIX TTHCEM.
. ®OopMBI perucTpanuu J0KyMEHTOB.
. TpebGoBaHUsI 10 3aIOJHEHUIO JICI.
. XpaHeHHEe JOKYMEHTOB.
10. Opranusarus paboThI C JOKyMEHTaMH, COJCPKAIUMH KOH(PHUICHIIMATbHBIC CBESJICHHUSI.
11. Opraamu3amnus 3JeKTPOHHOTO JTOKYMEHTO000pOoTAa.
Jlis  caMOCTOSITENTbHOM pa0OThl UCIOJIB3YIOTCS METOJIUYECKUE YKa3aHUsS 10 OCBOCHHIO
JMCIUILTMHBI U U3[IAHUS U3 CIIMCKA TIPUBEICHHOW HIYKE OCHOBHOM M JIOTIOJHUTEIBHOM JIUTEPATYPHI.
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4.1.2.5. IlepeyeHb TeM KOHTPOJbHBIX padoT, pedeparos, TP, PI'P, PIIP

He nnanupyercs.

4.1.2.6. [IpumepHbIii NepeYeHb TEM KyPCOBbIX padoT (IIPOEKTOB)
He nnanupyercs.



4.2 @opMa o0y4eHHsI: OYHO-320YHAS

VYpoBeHs 6a30B0or0 00pazoBaHms: CpeiHee odIee.
Cpoxk 00yuenus 5.

Bcero ®opma
Tpynoem- Ipaxru- | JaGopa-
Jlek- KoncyJib- (KOHTaK- NPOMEKYTOYHOT0
KOCTb, qyecKue TOPHBIE Konr- CPC,
Cemectp umu, Tanus, THas KOHTPOJIs (3K3.,
yac./ 3a4. 3aHATHA, | padoThI, poJib,4ac. yac.
qac. gac. pabora), 3ad4., 3a4. C OII.)
(918 yac. qyac.
qac.
2 108/3 4 4 2 0,5 10,5 93,75 3au.(3,75)
Hroro | 108/3 4 4 2 0,5 10,5 93,75 3,75
4.2.1. CTpyKTypa IMCHUNINHBI
KoHnrtakTHas pabora
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1 HopmarugHo- 2 29 TectupoBanue,
MeTonuyeckas 6aza BBINIOJIHEHHE
JIEIOTIPOU3BO/ICTRA. MPaKTUYECKUX
paboT, yCTHBIN
onpoc
2 Cucremsl 2 | 4] 4 13 TectupoBanue,
JIOKYMEHTaIlUU, COCTaB BBHITIOJIHCHHE
MOPSIOK pa3pabOTKH U MPaKTUYECKHUX
TpeOoBaHUs K paboT, yCTHBIN
oopMIIeHHUIO. onpoc
3 XapakTepucTuka 2 25 TectupoBanue,
JIOKyMEHTOB, BBITIOJTHCHHE
HCIIOJIb3YIOLIUXCS B MPaKTUYECKHUX
YIIpaBJIEHYECKOMN paboT, yCTHBIN
JeATETbHOCTH U onpoc
MpaBujIa UX
oopmieHus.
4 CoBpeMeHHbIE 2 26,75 | TectupoBanue,
CIIOCOOBI CO3/TaHus BBITIOJTHCHHE
JIOKYMEHTA. MPAKTUYECKHUX




JIOKyMEeHTOOO0POT B paboT, ycTHBIN
OpraHu3aIiH. OIpocC
Bcero 3a cemectp 108 4 | 4 + 2 10519375 3au4.(3,75)
Hroro 108| 4 | 4 2 10,5(93,75 3,75

4.2.2. CogeprxkaHue QTUCHUILIHHBI
4.2.2.1. IlepeyeHnb JeKUMi

Cemectp 2
Pa3zoen 2. Cucmemul dokymenmayuu, cocmas nopsi00K papabomxu u mpedosanust K 0ghopmieHur.
Jlexnus 1.

Cocrasiienue u ohopMIIEHUE OCHOBHBIX JIOKYMEHTOB: JJOTOBOPOB, KOHTPAKTOB, IPUKA30B,
CITY’>KE€OHBIX 3aIHUCOK (2 yaca).
Jlexnus 2.

CocraBieHue u 0pOpMIICHHE OCHOBHBIX JJOKYMEHTOB: IIPOTOKOJIOB, aKTOB, CIIPABOK U
JIOKYMEHTOB JINYHOTO ITPOUCXO0XKACHHUS (2 yaca).

4.2.2.2. IlepeyeHb NPAKTUYECCKUX 3aHATHI
Cemectp 2
Paszoen 2. Cucmemvl 0okymenmayuu, cocmas nops0oK paspabomxu u mpedosanus K 0ghopmieHuUr.
IIpakTnyeckoe 3ausTue 1.
CocraBieHue 1 0(OpMIICHHE OPTaHU3alMOHHBIX JIOKYMEHTOB (2 Yaca).
IIpakTHyeckoe 3aHsTHE 2.
CocraBieHrue HHPOPMAITMOHHO-CIIPABOYHBIX IOKYMEHTOB (2 Yaca).

4.2.2.3. IlepeueHnb JJadbopaTOpPHbIX padboT
He mianupyercs.

4.2.2.4. llepeyeHb TeM U y4eOHO-MeTOAMUYECKOE O0ecIIedYeHHe CAMOCTOSATEIbHOM

padoThI

[lepedeHb TeM, BEIHECEHHBIX Ha CAMOCTOSATEIBHOE N3YUYCHHE:

1. HopmaTuBHO-CIIpaBOYHasi OCHOBA OPraHU3aMH JOKYMEHTALMOHHOTO 00eCIeyeHHs
yTpaBJICHUSI.

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

3. TpeboBanus Kk 0hOPMIICHUIO OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB.

4. TpeboBaHus K 0()OPMIIEHUIO OCHOBHBIX BU/10B MH(POPMAITMOHHO-CIIPABOUHBIX
JIOKYMEHTOB.

5. OpopmieHne KaapoBbIX JOKYMEHTOB.

6. OdopmeHue Ciry eOHBIX TTHCEM.

7. ®OpMBI peTUCTpalU JOKYMEHTOB.

8. TpeboBaHus MO 3aTIOJTHEHUIO JIETI.

9. XpaHeHHe JOKYMEHTOB.

10. Opranm3anus paboThI C TOKYMEHTaMH, COACPKaTUMU KOHPHUICHITNAIbHBIC CBEICHHUS.

11. Opranu3anus 3J1eKTPOHHOTO JOKYMEHTO000pOTa.

Jlnst  caMOCTOSITENTbHOH pabOTBhl  MCIIONB3YIOTCS METOIUYECKHE YKa3aHWsS 110 OCBOCHHIO
JUCLUIUIMHBL U U3/1aHUS U3 CIIMCKA MPUBEIEHHON HIYKE OCHOBHOM M JONOJHUTEIBHOM JTUTEPATYPHI.

4.2.2.5. IlepeueHb TeM KOHTPOJILHBIX padoT, pedeparos, TP, PI'P, PIIP
1. CocraBienue u opopmiIeHHE YIPABICHYECKUX IOKYMEHTOB.
2. OdopmiieHre U COCTABICHUE OCHOBHBIX BHIOB YIIPaBICHYECKUX JOKYMEHTOB.
3. JlokyMeHTalMoOHHOE oOecrieueHue yIpaBIeHUs AeIOPOU3BOICTBO.
4. CoctaBnenue u 0opopMIeHIE OCHOBHBIX JIOKYMEHTOB yIIPABJICHHUS.
5. OdopmieHne ciry>keOHBIX JOKYMEHTOB.



6. Cocrapiienre u 0(hOpMIICHHE HHCTPYKIIHMA, CIIPABOK, JOKYMEHTOB JIMYHOTO
IIPOUCXOXKICHUS.

7. TpeboBanust K 0pOPMIICHUIO OPraHU3AMOHHO-PACTIOPSAUTENbHBIX JOKYMEHTOB.

8. TpeGoBanus kK 0POPMIICHUIO OCHOBHBIX BUJOB HH(OPMALIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

9. IlpaBuiia u mocnea0BaTeNbHOCTh O()OPMIICHHUS KaIPOBBIX JOKYMEHTOB.

10. IIpaBuna opopMieHuUs CIyKEOHBIX ITUCEM.

11. ®opmsbl perucTpanuu 10KyMEHTOB.

12. TpeGoBaHuUsI 1O 3aMOTHEHUIO JIEI.

13. IlpaBuna xpaHeHHs JOKYMEHTOB.

14. Opranusanus paboThl ¢ JOKYMEHTaMH, COAEepKAIIUMU KOH(UICHIIMATbHBIE CBECHHUSI.

15. Opranuszanus 1 Mociea0BaTeIbHOCTD AIEKTPOHHOTO JOKYMEHTOO00pOTA.

4.2.2.6. IpumepHBbIii NepedeHb TeM KYPCOBBIX padoT (IIPOEeKTOB)
He mimanupyercs.

5. O0pa3oBare/ibHbIE TEXHOJIOTHHU
Ha JIeKIMOHHBIX, TMPAaKTHYECKUX 3aHATHSAX HCIOIB3YIOTCS TPATUIIMOHHBIE (DOPMBI X
MIPOBEJICHUS C AJIEMEHTaMU aKTUBHBIX (POPM 00ydeHHUsI, TAKUX, KaK:

[TpoGnemHuas yekmust — Gpopma yueOHON paboOThI, B paMKax KOTOPOW HOBOE 3HAHUE BBOJUTCS
yepe3 MpoOJIeMHOCTh BOMpOca, 3a7aud Wiu cutyarnuu. [lpu 3ToM mpoliecc Mo3HaHUsI CTYACHTOB B
COTPYAHUYECTBE U JUAJIOTE C MPEenoaBareiaeM MPUOIIKaeTCs K NCCIIEI0BATEIBCKON I TETbHOCTH.
Copepxanue MpoOiIeMbl pacKphIBaeTCs MyTeM OpraHU3alliy MOUCKa e€ pelIeH s UM CYMMHUPOBAHUS
Y aHAJIM3a TPAIUIIMOHHBIX U COBPEMEHHBIX TOUYCK 3PEHHUSI.

JlokIiag — 3TO pa3BEpPHYTOE YCTHOE COOOIIEHUE HA KaKyI0-TH00 TeMy, CAeTaHHOEe ITyOINYHO.
Paborast Hax mOKIAamOM, CTYIEHT 3aKpeIuIsieT TMOJMYYeHHBI Ha JIEKIUSX MaTepuai, MpuooOperaer
HAYYHO-HCCIIEeIOBATENIbCKIE YMEHUS, a TAK)KE MPUOOPETAET OMBIT MyOIMYHOTO BHICTYTICHUSI.

Jluckyccus — apryMeHTHPOBAHHOE 00CYKIEHNE KaKOT0-JIM00 CIIOPHOTO BOITPOCA, TPOOIIEMBI.

TectupoBaHue — KOHTPOIb 3HAHUH C TIOMOIIIBIO TECTOB.

6. OnleHOYHBIE CPEACTBA IJIA TEKYLIEro KOHTPOJIA yCIIeBAeMOCTH,
NMPOMeKYTOUYHOI aTTeCTAUMHU 10 UTOTAM OCBOEHUS TUCIHUIJIMHBI.

@DOH/IbI OIICHOYHBIX MATEPHAIOB (CPEICTB) MPUBEIEHBI B IPUIIOKEHUH.

7. YueOHO-MeTOAMYECKOE U MH(OPMAIIHOHHOE 00ecreYeHne JUCIUILIUHBI.

7.1. OcHOBHAas1 y4eOHO-MeTOAMYECKAS JIUTEPATypa M0 AUCHUILIIIMHE
1. JAmurpuena, JI. U. JlokymMeHTalmoHHOE OOEcleYeHUE YIPaBIE€HUYECKOW IeATENbHOCTU :

yueOnoe mocoome / JI. WU. [mutpueBa, U. B. Py3zaeBa. — HoBocubupck : HoBocuOGupckuii
rocyJIapCcTBEHHbIN TexHnueckuil yuusepcuret, 2019. — 100 ¢. — ISBN 978-5-7782-4029-2. — Texkct
ANEKTPOHHBIA // DnekTpoHHO-OMOmuoTeunass cucrema [PR BOOKS : [caiit]. — URL:

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

2. Adonromkuna, O. U. JlokymMeHTHpOBaHHME YIPaBJIEHYECKOW AEATEIbHOCTU @ y4deOHOe
nocobue / O. N. Adontomkuna ; nox penakuuein B. U. Ilycrosas. — benropon : benropoackuii
rocyapcTBEeHHbIN TexHonorndyeckuit ynusepcurer uM. B.I'. Illyxosa, 9bC ACB, 2017. — 111 ¢c. —
Texcr : osnextpoHsbiii // ILludposoit oOpasoBatensHbii pecypc IPR SMART : [caiit]. -
https://www.iprbookshop.ru/80510.html

3. Cucrembl 3JIEKTPOHHOIO JIOKYMEHTOoOOpoTa : ydeOHoe mnocolue (J1abopaTopHBIi
npakTukyM™) / coctaButenu M. I'. Pomanenko. — CraBpomnosns : CeBepo-KaBkasckuil ¢genepanbHblil
yauBepcureT, 2019. — 109 ¢. — Texkcr : anextponHsIi // L{udposoii obpazoBarenbHblil pecypc IPR
SMART : [caiit] - https://www.iprbookshop.ru/92745.html

4. lIubaes, /1. B. IIpaBoBoe perynupoBaHHuEe JIEKTPOHHOTO JOKYMEHTOOOOpOTa : y4yeOHOe
nocobue / JI. B. IllubGaeB. — CapatoB : ByzoBckoe oOpazoBanume, 2016. — 70 ¢. — Tekcr :



anexkTpoHHbed  //  IludpoBoit  oOpazomarenpHBIi  pecypc IPR SMART : [caiT] -
https://mwww.iprbookshop.ru/57260.html

7.2. JlonoJiHUTEIbHAS Y4eOHO-METOAUYECKAs] JIUTEPATYPA MO AUCIHUILINHE

1. Xyxk, A. T1. OCHOBBI yIIpaBJICHYECKOU JEATCILHOCTH : yueOHOe mocobue (Kypc jekiuit) / A.
IT. ’Kyk, A. I'. Banuna. — CraBpomnoiib : CeBepo-KaBkasckuii dhenepanbhbpiii yauepeuret, 2019, —
165 c. — ISBN 2227-8397. — TekcT : 31eKTpoHHBIN // DnekTpoHHO-O0nbmnoreunas cucrema IPR
BOOKS : [caiit]. — URL.: http://www.iprbookshop.ru/99443 -
http://www.iprbookshop.ru/99443.html

2. Karpimes, JI. B. MapkeTUHroBble TEXHOJIOTMM W CTpaTerud B YIIPaBICHUYECKOH
JESTEIIbHOCTH OpraHu3anuu. TeopeTHueckuid Kypc : y4eOHOe MOcoOue sl CTYISHTOB BBICIIMX
yueOnbIx 3aBenenuid / JI. B. Jlaremme, T. M. I'omatonoBa. — Bousrorpag : Bosrorpaackuii
rOCyJJapCTBEHHBIIN COIMaIbHO-TIEAarornyeckuii yausepceurert, «Ilepemena», 2019. — 135 ¢. — ISBN
978-5-9935-0392-9. — TekcT : 2eKTpOHHBIN // DieKTpoHHO-O0nbOMMoTeunas cuctema [IPR BOOKS :
[caiiT]. — URL: http://www.iprbookshop.ru/82663 - http://www.iprbookshop.ru/82663.html

3. OCHOBBI TPOEKTUPOBAHUSI CUCTEM DJIEKTPOHHOTO JOKYMEHTO000pOTa : yuebHoe mocodue /
M. H. Kpacusuackuii, C. B. Kapnymkun, A. JI. ObyxoB [u ap.]. — TamboB : TamOoBckuii
rocyapcTBeHHbIN Texunyeckuil yuusepcuret, 9bC ACB, 2018. — 80 ¢. — ISBN 978-5-8265-1935-
6. — Texcr : snextponnslii // Ludposoit obpasosarensublii pecypc IPR SMART : [caiiT]. -
https://www.iprbookshop.ru/94361.html

4. CwmupnoBa, E. II. JlenonpousBoactBo ansi cekperaps. Pa3paborka, yueT U XpaHeHUe
ciyxeOHOo# nokyMeHTanuu : npaktuaeckoe nocoodue / E. I1. CmupnoBa. — 2-e uzn. — Caparos : At
[Tu Op Menma, 2019. — 210 c. — ISBN 978-5-4486-0465-2. — Texkcr : anekTpoHHbIi // LludpoBoit
obpazoBarenbHbIil pecypc IPR SMART - https://www.iprbookshop.ru/79622.html

7.3. IlepeyeHb HHPOPMAITMOHHBIX TEXHOJIOTH, MCIIOJIb3yEeMbIX NPH
OCYIIeCTBJIEHMH 00Pa30BaTeJILHOI0 NMpoecca Mo JUCHUILUIUHE, BKIKYAs
nepevyeHb NPOrpaMMHOI0 odecredeHus 1 UHPOPMALMOHHBIX CIIPABOYHBIX

CUCTEM

B oOpa3zoBatenbHOM  MpoOIleCCe  UCMONB3YIOTCS ~ MH(POPMAIMOHHBIE  TEXHOJIOTHH,
peann3oBaHHbIE  HAa  OCHOBE  HMH(OPMAIMOHHO-0Opa30BaTENLHOTO  TOpTaja  MHCTUTYTA
(www.mivlgu.ru/iop), 1 ”HHOKOMMYHUKAIIUOHHOW CETH UHCTUTYTA:

- IpeI0CTaBIeHUE YUeOHO-METOINYECKHX MATEPHUAJIOB B JIEKTPOHHOM BH/IE;

- B3aMMOJICHCTBHE YYAaCTHHKOB 00pa30BaTENLHOTO IIpOIecca 4Yepe3 JIOKATBHYK CeTh
uHCTUTYTa U VIHTEpHET;

- TIPEZIOCTAaBIICHUE CBEICHUH O pe3ysbTaTax y4eOHO! NesSATeIFHOCTH B DJIEKTPOHHOM JTHYHOM
KaOuHEeTe 00yYaroIerocs.

WubopmanroHHbIe CITPaBOYHBIE CUCTEMBI:

CIIC "Koncynbrant [lmroc", URL: http://www.consultant.ru/

baza nanubix ®enepanpHoii ciayx0b1 ctatuctuku, URL: http://www.gks.ru/

[enTpanpHas 6a3a cratuctudeckux aanHbix, URL: http://www.cbsd.gks.ru/

OnektponHas oubnuoredynas cuctema iprBOOK.ru, URL: http://www.iprbookshop.ru/

Hayunas snexktponnas 6ubnuoreka eLibrary.ru, URL: http://www.eLibrary.ru

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

OnektponHas o6monuorexka Bnl'Y, URL: e.lib.vlsu.ru

[TakeTt Microsoft Office

Pecypcol nunopmanronHo-oo6pazoBatenbHOro nopraina Mu Bary
[IporpamMmmMHoe obecrieueHue:

Google Chrome (JIutiensnonnoe cornamenue Google)



7.4. Ilepeyennb pecypcoB HH(POPMALNOHHO-TEJIEKOMMYHUKAIIUOHHOM CeTH

«AHTEpHET», HEOOXOAUMBIX JIJI1 OCBOCHUS TUCIIUILIMHBI
iprbookshop.ru
consultant.ru
gks.ru
cbsd.gks.ru
eLibrary.ru
mivlgu.ru
mivlgu.ru/iop

8. MarepuajbHO-TEXHUYECKOE O0ecneYeHnue U CIUTITHHbI
Kabuner menemxMenTa
KomrmiekT  y4yeOHO-METOAMYECKHUX  MOCOOMi, HOyTOyK, TmpoekTop  (IEepPeHOCHOM),
IIPOEKLIMOHHBIN IKpaH (IIEPEHOCHOM)

KaOuner Ou3Hec-11aHUPOBAHUS
Kommiekt yueOHO-MeTomuueckux mocoduit; 12 xommbrorepoB E8400/2048Mb/VGA int
/320Gb/BenQ19; unrepaktuBnas gocka SMART BOARD 480 co BcTpoeHHBIM IpOeKTOpoM V25

9. MeToan4yecKkue yKazaHusl M0 OCBOEHUIO JUCHUIJINHbBI

JUisi  yCTIENTHOTO OCBOCHHSI TEOPETHYECKOTO Marepuana OOYyYaIoIIUiics: 3HAKOMHUTCS CO
CIIUCKOM PEKOMEH/1yEMON OCHOBHOW M JOIMOJHUTENIBHOW JIMTEPaTyphl; YTOUHSAET y IpernoaBaTes,
KAaKUM JIONOJHUTENIbHBIM IOCOOUSM CIEIyeT OTAaTh IpPEANOYTEHUE; BEAET KOHCIEKT JEKUUH U
npopabaThIBaeT JEKIIMOHHBIN MaTepHuall, OJIb3YsICh KaK KOHCIEKTOM, TaK U y4eOHBIMU MOCOOUSIMHU

Ha mnpaktuueckux 3aHATUAX IIPOWIECHHBIM TEOPETUYECKHM MaTepual IOAKPEIUIIeTCS
pELIEHUEM 33]1a4 110 OCHOBHBIM TE€MaM JUCHUIUIMHBL. 3aHATUS MPOBOASTCS B KOMIIBIOTEPHOM KJIacce.
[IpenonaBatens BBIJAET 3a/1ayy, CBSI3aHHYIO C COCTaBJIEHHMEM pa3pabOTKOW TOKYMEHTOB. B koHiie
3aHATUS OOyyarolye JeMOHCTPUPYIOT TOJIY4YEeHHBbIE pe3yJabTaThbl NpenojaBaTell0 U  IpH
HEO0OXOAMMOCTH JIeTatoT paboTy Ha/l ONIMOKaMHU.

CamocrosaTenbHass paboTa OKa3blBa€T Ba)KHOE BIMSHHE Ha (OPMHPOBAHUE JMUYHOCTH
OyIIylIero CreruaiiucTa, OHa IIaHUPYeTCs 00yJaromuMes caMoCcTosTeNbHO. Kaxkipiit oOyJarornuiics
CaMOCTOSITENIEHO ONpeAeNsieT pexXUM CBOEH pabOThl M Mepy TpyAad, 3aTpayMBacMOro Ha OBJIa/IEHUE
y4eOHBIM COJIepKaHUEM JUCHUILIMHBL. OH BBINOIHIET BHEAY JTUTOPHYIO padOTy U M3yUEHHUE pa3/IelioB,
BBIHOCHMBIX Ha CAMOCTOSITENIbHYIO paboTy, M0 INYHOMY HUHIUBUAYATbHOMY IUIaHY, B 3aBUCUMOCTH OT
€ro MOJArOTOBKH, BPEMEHHU U APYTUX YCIOBUN

@opMa 3aKIIFOUUTEIIBHOIO KOHTPOJS NPH IPOMEXKYTOYHOM arrecraumu — 3ader. [{ns
IPOBEIEHUS TPOMEXYTOYHOM aTTecTallK 10 AUCLUILINHE pa3paboTaHbl (JOH] OLIEHOUYHBIX CPEJICTB U
OaJIbHO-PEUTUHIOBAsI CUCTEMA OLICHKU y4eOHOU e TeIbHOCTH CTYAeHTOB. OlleHKa 10 AUCHIUIIIINHE
BBICTABIIIETCS B MH()OPMAIIMOHHON CHUCTEME M HOCUT MHTETPUPOBAHHBIN XapaKTep, YUUTHIBAIOLIHIA
pe3yNbTaThl OLICHUBAHMSI yUaCTHUs CTYJCHTOB B Ay IMTOPHBIX 3aHATHUSAX, KAUYECTBA U CBOEBPEMEHHOCTH
BBITIOJIHEHUS 3a/1aHUH B XOJI€ U3yUEHUS IUCLHUIUIMHBI U IPOMEKYTOYHON aTTECTaLUH.



[Iporpamma cocrtaBieHa B cooTBeTcTBUH ¢ TpeboBanusmMu PI'OC BO mo HampaBieHUIO
38.03.02 Meneoscmenm v poHITIO TOATOTOBKU MeredrcmeHm opeanuzayuu
Pabouyto mporpaMMmy cocTaBui K.3.H.,00yenm Pedura B.B.

[Tporpamma paccMoTpeHa 1 0100peHa Ha 3acejanuu Kadeapsl Menedscmenma

npotokoi Ne 19 ot 20.05.2021 rona.
3aBeayromuii kadenpoit Meneodscmenma Yaiikoeckasn H.B.
(ITonmuce)

PabGouass mporpamma paccMOTpeHa W OAOOpeHa Ha 3aceJaHuu Yy4eOHO-METOAMYECKON
KOMHUCCHU (paKyJIbTeTa

npoTokoia Ne 8 ot 24.05.2021 ropa.
[Tpencenarens komuccun OOM Tepenmvesa H.B.
(ITonmuce) (®.1.0.)




Ilpunoscenue
DoH/1 OLIECHOYHBIX MATEPHUAJIOB (CPEeACTB) M0 AUCHMILINHE
JloKyMeHTHUpOBaHUE yIIPaBICHUECKOM 1eATeIbHOCTH

1. OueHo4HbIe MATEPUAJIBI 1JIs1 IPOBEEHNS TEKYILEr0 KOHTPOJIA YCIeBAeMOCTH

10 AUCIHHUIIJIUHE

3amaHus A BBIIOJIHEHUS Ha NPAKTUYECKUX 3aHATHSIX pa3MelleHbl Ha MH()OPMaIMOHHO-
00pa30BaTeIbHOM MOPTAJIE 110 aAPECY

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

TecTsl U1t TEKYIIEr0 KOHTPOJIS 3HAHUM

Peittunr-kontposs 1

1. Llenpio knaccu(uKaul JOKYMEHTOB SIBIISETCS:

1) MakcuMasbHas HarISAHOCTh JOKYMEHTAIMH

2) mpeAcTaBiIeHUE B IOKYMEHTaX CIPaBOYHO-MH(POPMAITMOHHOTO MaTepraa

3) NOBBILLICHUE ONIEPATUBHOCTU 00PAOOTKHU IOKYMEHTOB

4) BCe BEpPHO

2. [leniom Ha3pIBaeTCA:

1) COBOKYITHOCTb IOKYMEHTOB WJIM JJOKYMEHT 10 OIHOMY BOIIPOCY

2) COBOKYHHOCTh JOKYMEHTOB C DAa3JIMYHBIM COAEP)KaHUEM, [OANUCAHHBIX OIHUM
JOJIKHOCTHBIM JIMLIOM

3) COBOKYITHOCTb JOKYMEHTOB, OJIMCAHHBIX OJHOM 1aToil

4) COBOKYITHOCTb IOKYMEHTOB, [IOCTYIMBILIKX B OPraHU3ALNUI0 OJHOMY JIOJDKHOCTHOMY JIMILY

3. IlpaBuna oopmieHrs: NEPBUYHBIX YUETHBIX JOKYMEHTOB PETIaMEHTUPYIOTCS:

1) ®enepanbubiM 3akoHOM «O06 HH(pOpMaIK, HHPOPMATU3AUH U 3aIIUTE HH()OPMAITUID

2) ®enepanbHbIM 3aKOHOM «O OyXranarepckoM ydere

3) I'paxxnanckum Koaexcom PO

4) 'OCT P 6.30-2003

4. Tlopsanok MOATOTOBKM U OQOPMIIEHHS JOKYMEHTOB, OCHOBHBIE 3Tambl padOThl ¢ HUMHU
OIPEACIISAIOTCSA:

1) rocynapcTBEHHON CUCTEMOM JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs! YIIpaBIeHUs

2) B€ZIOMCTBEHHBIMU THUIIOBBIMU MHCTPYKLUSAMHU T10 JEJIONPOU3BOJICTBY

3) 'OCT P 6.30-2003

4) Bce BEpHO

5. OTedecTBEHHOE JIENOMPOU3BOJICTBO MPOILIO CIEAYIOIINE ATAMbl Pa3BUTHSL:

1) npuka3Hoe 1eonpoU3BOCTBO

2) KOJUIEKCKOE JIEIONPOU3BOJICTBO

3) MMHHCTEPCKOE JeI0NPOU3BOACTBO

4) BCe BEpHO

6. YkaxuTe, Kakhe M3 NEPEUYMCICHHBIX PEKBU3UTOB JIOJDKEH COJAep)KaTh ONaHK JUis
BHYTPEHHUX JIOKYMEHTOB:

1) sMGneMy npennpusTus

2) HauMEHOBaHME MPEANPUATHS

3) mo4TOBBIN azpec

4) 6aHKOBCKHE PEKBU3UTHI

7. YToBoe pacnonokeHe peEKBU3UTOB MIPEATIONAracT UX pa3MEIEHUE:

1) B BepxHel JIeBOM 4acTu JIMCTa

2) B HUKHEH JIeBOM YacTH IMCTa

3) B BepHeil TpaBoii YacTH JUCTA

4) B HIDKHEH MpaBOi YacTH JHCTa

8. K ToKkyMeHTaM 110 JINYHOMY COCTaBY OTHOCATCS:

1) TpyaOBbIE KOHTPAKTHI

2) npuKassl 0 JIUYHOMY COCTABY

3) AOKHOCTHBIE HHCTPYKIIUU

4) Bce BEpPHO



9. Kakue u3 ciueayroumx JaHHBIX PEKOMEHAYETCSl YKa3blBaTh MPU COCTABIEHUU TPYJIOBOTO
KOHTPAKTAa:

1) KOHKpeTHyI0 paboTy B COOTBETCTBHHU C KBAIM(HUKAIKEH MO ONpeAeIeHHON JODKHOCTH,
KOTOPYIO JIOJDKEH BBIIOIHATH PAOOTHHUK

2) oruiaTy Tpy/na

3) 00s13aHHOCTH IPEIIPHUATHS 110 00ECIICUSHUIO OXPaHbI TPyaa

4) Bce BEPHO

10. 3asBieHuE — 3TO TOKYMEHT:
1) noaTBep K JAOIMIKI MOTy4YeHUE KAaKUX-TH00 MaTepHaIbHBIX IEHHOCTEH
2) comepraliuii IpochOy UM MPeaIoKEHUE JHIIA, aJPEeCOBAHHBIN JOKHOCTHOMY JIHILY WU
OpraHu3aluu
3) conepkanuii KpaTkue CBeAeHHs] OMorpapuueckoro xapakrepa, Mpe1oCTaBlIseMblil TUIOM
IIPU TPYJOYCTPOICTBE HA IPEANIPUATHE
4) ¢ukcupyromuid xoa oOCYXIEHHUS BOIPOCOB M MPHUHATHS pEIICHUH Ha cOOpaHHsIX U
COBEILAHUAX
11. TIpu cocraBieHuu pe3oMe B KaKOW MOCIEAOBATEIbHOCTH JOJDKHA OBITh H3JI0XKEHA
uH(popMaLs O MPETEHIEHTE Ha JOJKHOCTB!
1) nenb, oOpa3oBaHue, OMBIT PaOOTHI, JOTIOJTHUTEIbHBIC CBEACHUS
2) oOpa3oBaHue, OMbBIT PAOOTHI, 11€Jb, JOTOTHUTEIILHBIC CBEICHUS
3) uenb, onbIT paboThl, 00pa30BaHUE, JOTMOTHUTEIbHBIC CBEACHHUS
4) NOTIOTHUTEBHBIC CBEICHHUS, 11€)1b, 00pa30BaHUE, OTBIT PA0OTHI
12. JIokyMeHTOO00pOTOM Ha3bIBACTCS:
1) nBuXKEHHE JTOKYMEHTOB B OpraHM3alldd C MOMEHTa UX CO3[aHUS WIH IOJy4EeHHUS [0
3aBEpIIICHUS] UCIIOJIHEHUS WIH OTIPABICHUS
2) opopmiieHHAs IO €IMHBIM TpaBUIIaM 0()OPMIICHUSI COBOKYITHOCTD JOKYMEHTOB
3) 3anuchk nHGOPMAIIMU Ha PA3IMYHBIX HOCUTENSX M0 YCTAHOBIECHHBIM MTPaBHUIIaM
4) 3anuch y4ETHBIX JAHHBIX O TOKYMEHTE
13. K kauecTBeHHBIM XapaKTepUCTUKAM JOKYMEHTOOOOPOTa OTHOCSTCS:
1) MapmpyThl JBUKCHUS JIOKYMEHTOB
2) NepuoIU4HOCTh
3) HanpaBIEHHOCTH ABUKCHUS
4) Bce BEpHO
14. Kommepueckoil TaliHOM Ha3bIBaeTCs:
a) OpraHU3alMOHHO YIOPSAAOYEHHAs COBOKYIHOCTh JIOKYMEHTOB M HWH(OPMAlMOHHBIX
TEXHOJIOTHI
0) TpeboBaHMsI 1 HOPMBI, YCTAHABJIMBAIOLINE MOPSAAOK JOKYMEHTUPOBAHHUS
B) IPOU3BOJICTBEHHAS, yIIpaBiIeHUEcKasl, GUHAHCOBas U MHAs UH(OpMaLMsl, UCTIONb3yeMast s
JOCTHXKEHUS] KOMMEPUYECKUX Iieieil, KOTopast OTHOCUTCS K KOH(PUICHIIUATBbHOM
T') CBOMCTBO O(UIIMAIBHOTO JIOKYMEHTA, COO0IIaeMoe €My JEHCTBYIONUM 3aKOHOIATEIIHCTBOM
15. OGecnieueHne 3amnThl KOHPHUISHIMATBHON HH(OPMAIH BKIIIOYAET:
a) pa3paboOTKy HHCTPYKIHH MO COOJIONEHUIO PEeXKUMa KOH(DHICHIMATILHOCTH IS JIHII,
JOTIYIICHHBIX K TaHHOW JOKYMEHTAIUH
0) orpaHMueHuUE IOCTyIa K HOCUTENSIM HH(POPMAIIH, COIepKallell KOMMEPUYECKYI0 TaliHy
B) HCIIOJIb30BaHUE OPTaHU3AIMOHHBIX, TEXHUYECKUX, UHBIX CPEACTB 3allUThl WHGOPMAIINH,
coJiepKalieil KOMMEpPUYECKYIO TalHy
T') BCE BEPHO
16. JIOKyMEHT M TOKYMEHTHO-KOMMYHUKAIIMOHHAS IEATEIBHOCTD 3TO ...
1) npeaMeT TOKyMEHTOBEICHUS
2) 00BEKT JOKYMEHTOBEICHHS
3) AOKyMEHTOBeIeHUE
17. K rpyr1ire nCTOYHUKOB, MPECTABISIOMINX COO0M 3aKOHOATEIHHO 3aKPETUICHHBIC TTpaBujia
¥ HOPMBI pabOoThI ¢ JOKYMEHTaMH, OTHOCHTCH ...
1) MUCHbMOBHUK



2) popmynsipHUK

3) reHepaIbHBII peraaMeHT

18. IlonsaTre MOKyMEHTa Kak MaTepUalbHOIO 00BEKTa, coepiKalilero HHQOpMaIUio Ui ee
pacnpocTpaHEHUs] B INPOCTPAHCTBE M BpeMEHM (BKJIKOYAass M TaK HA3bIBAEMbIE TPEXMEPHBIE
MIPOU3BEICHUS UCKYCCTBA - APXUTEKTYPY U CKYJBOTYPY) — 3TO ...

1) y3Koe noHsATHE TOKyMEHTA

2) HIMPOKOE MOHSATHE TOKyMEHTa

3) caMoe MHUPOKOE MOHATHE JOKYMEHTA

19. B paznen oOuue moyioXeHus: JOKYMEHTa BXOIAT

1) uenu u 3aga4mn

2) GopMBI 1 METOTBI YIIPABICHUS

3) KOHKpETHBIE 00S3aHHOCTH

20. Ha kakoM 1OKyMEHTE HE CTaBUTCSI PEKBU3UT HAMMEHOBAaHUE BU/IA JOKYMEHTA

1) ycrase

2) TOMKHOCTHOM MHCTPYKLIUU

3) nuceme

21. Jlenonpou3BoACTBO — 3TO

1) cuctema xpaHeHUs JOKYMEHTOB

2) cocTaBieHue TOKYMEHTOB

3) oTpacib eATeNbHOCTH, OOECIeunBaroas JOKYMEHTUPOBAHNUE U OpraHU3alMi0 paboThI C
OpUIMATEHBIMY TOKYMEHTAMHU

22. YKaXuTe TEPMHUH, UMEIOIINNA TaKOU K€ CMBICII, KaK U TEPMHH «JIEJIOMPOU3BOJICTBOY.

1) nOKyMeHTHpOBaHUE

2) cuctema JOKyMEHTalluu

3) AOKyMEHTAIlMOHHOE O0ecTeueHUE YIpaBIeHUs

4) noKyMeHTUpOBaHHasl UH(pOpMaLUs

23. Teopernueckue, UCTOPUUECKHE U OPraHU3alMOHHO-METOJINYECKUE MPOOJIEeMbl HayKU O
JIOKYMEHTE U IOKYMEHTHO-KOMMYHUKAIIUOHHON JIESITEIbHOCTU U3YyYaerT ...

1) oOmiee TOKyMEHTOBEACHHE

2) cnenualibHOE IOKyMEHTOBEICHHUE

3) yacTHOe TOKYMEHTOBEICHUE

24. JlocTKeHUsI KaKOW HayKH, CBSI3aHHOW C JOKYMEHTOBEJICHHEM, 00CCIICUMBAET MPUIaHNE
IOPUANYECKON CHIIBI JOKYMEHTaM?

1) Teopuu yrpaBieHus

2) mpaBOBeIeHUs

3) MEHEeKMEHTa

25. HopmaTuBHBIM JOKYMEHT, omnpeaeistomuil (GoHa 3apabOTHON MiaThl COTPYAHHUKOB
OpraHu3aluu

1) JOmKHOCTHAS MHCTPYKITUS

2) mTaTHOE paciucaHue

3) yctaB

26. Kakne nOKyMEHThl MUHYIOT CTAJIUIO IIPOEKTA

1) noknagHbIE 3aIHCKH

2) mpuKa3bl

3) cipaBku

27. Texymuii KOHTPOJIb OCYIIECTBISAETCS

1) B Hayase UCIOTHEHHS JOKYMEHTOB

2) B KOHIIE UCTIOJHEHUSI JOKYMEHTOB

3) B Te4EeHHUE BCEro NMepro/ia UCIIOJHEHHS JOKYMEHTOB

28. Ha xakoM JOKYMEHTE HE CTAaBUTCSl PEKBU3UT HAMMEHOBAHHE BU/Ia TOKYMEHTA

1) muceme

2) TOJDKHOCTHOM MHCTPYKITUH

3) ycrase

29. COBOKYMHOCTbH IOKYMEHTOB, CBSI3aHHBIX MEKy COOOM, Ha3bIBACTCS



1) TOKyMeHTOO0OPOT

2) neno

3) 1OKyMEHTHpOBaHUE

30. Kakue Bonpocsl paccMaTpUBaIOTCS B paCOPSKEHUN

1) HauGosee BaxKHbIE BOIIPOCHI 1€ATEILHOCTH OpraHu3aluu

2) BOIIPOCHI, CBSI3AHHBIE C BBIIIOJHEHUEM IIPUKA30B

3) onepaTUBHBIE BOIIPOCHI AEATEIBHOCTU

31. K xareropusim crienuanuctoB ciyx0b1 JJOY otHOCST

1) nenonpounsBoanTENs

2) KOppeKTopa

3) creHorpaducTKy

32. KT0 MOXET NEepEeHECTH CPOK UCIOJIHEHMS MOPYYEHHUs, MOJYUYEHHOTO U3 BBILIECTOSALIEH
opranuzamuu’?

1) pykoBoaMTENL OPraHU3alUY, UCTIOTHSIOUIEH TOpyUEHUE

2) pyKOBOJMTENb BHIIECTOSAIIEH OpraHUu3aliu

3) cayx6a JIOY opranuzanuu, UCIONHSIONMIEH TOPYUCHUE

33. Kakoii u3 ki1accupuKaTopoB MOXKET HCIOJIb30BATHCS NMPH PETUCTPALMM MOCTYMAIOLINX
JIOKYMEHTOB?

1) knaccupuKaTop JOHKHOCTHBIX JIUIL

2) kiaccupuKaTop BUJIOB MPOTYKIIUU

3) xknaccupuKaToOp €UHULL aIMUHUCTPATUBHO-TEPPUTOPUATBHOTO JICIEHUS

34. Kakoii JOKYMEHT COCTaBJSIeTCS IMpPH HEOOXOIMMOCTH 3a(HKCHPOBATH CIOKHUBIIYIOCS
CUTYAIMIO WX OOHApyKEHHbIE PaKThI?

1) mporoxoin

2) cripaBKa

3) akT

35. Kakoit 1oKkyMeHT TpeOyeT yTBEpKACHUS PyKOBOAUTEIEM OpraHu3aum?

1) nonoxxeHue o Oyxrantepun

2) cripaBKa O 33JI0JPKEHHOCTH MPeIpPUsATHS

3) mUCHMO-3ampoc O MPEAOCTABICHUH HHPOPMAILIUU

4) IpOTOKOJI 3ace/laHus COBETa AUPEKTOPOB

36. Kakum o0pa3om B OpraHu3aiiuu pacrupeesitoTcs 00s13aHHOCTH MEXTy PYKOBOICTBOM, B
TOM YHCJI€ MTPABO MOANUCHIBATH TOKYMEHTHI?

1) ycTaHaBIUBaIOTCS B COOTBETCTBUU C YCTHBIMU PACIIOPSIKEHUSIMU PYKOBOJIUTENS

2) ycTaHaBIMBAOTCS IPUKA30M PYKOBOIUTENS

3) ycTaHaBIMBAIOTCS B MHCTPYKLUU TIO JEJIONPOU3BOICTBY

37. CKOJBKO 9K3EMIUISIPOB MTPHKa3a MOANUCHIBAET PYKOBOAUTEINb?

1) HECKOJIBKO

2) nBa

3) onuH

38. MoHO M moMemarbh B OJHO JEJI0 JOKYMEHThl BPEMEHHOI'O U IOCTOSIHHOTO CPOKOB
XpaHeHus1?

1) na

2) Het

39. JIOKyMEHT — 3TO:

1) 3adukcupoBaHHass Ha MaTepHAIBHOM HOCHUTeNe UWHQOpMaIUsg C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTU(PHUIIUPOBATH

2) Hocurens nHpopMauu, UCIOJIb3yEMOIl B LIETSAX PETYIMPOBAHUS COLUANBHBIX OTHOLICHHM

3) Undopmarus, 3apuxcupoBanHas JT0OBIM CIIOCOOOM Ha JTI000M HOCHUTEIE

40. ITonTMHHUK TOKYMEHTA — 3TO:

1) IlepBbIii WM €IMHCTBEHHBIN HK3EMIUIAP TOKYMEHTA

2) DK3eMIUISp TOKYMEHTa, C KOTOPOTO CHSATA KOTHS

41. FOpuanueckas cuiia JOKYMEHTa — 3TO:

1) OcobeHHOCTH BHENTHETO O(OPMIICHUS TOKYMEHTA



2) CBUIIETEIHCTBO HAIMYHUS B IOKYMEHTE MOJIOKEHU HOPMAaTUBHOTO XapaKTepa

3) CrnocoOHOCTH TOKyMEHTA MOPOKIATh ONpeIelIeHHbIE TIPABOBBIE ITOCIIEACTBUS

42. meeT 1 I0pUIUIECKYIO CHITY IOKYMEHT, TIOJyYeHHBIN 10 (PaKCUMIJIBHOW CBSI3U?

1) da

2) Jla, mo cornameHuo CTOpoH HHPOPMAIIMOHHOTO 0OMEeHa

3) Her

PeittuHr-xoHTpOIIH 2

1. Kakast yacTh JOKyMEHTa COJIEPKHUT TEKCT:

1) odbopmitsironias

2) ocHOBHas

3) 3aronoBoYHas

4) BBOAHAS

2. Kakue 13 nepeyucaeHHbIX 2JIEMEHTOB JIOJHKEH COACPKATh PEKBU3UT "pe3oronus’:

1) ®.1.0. ucnonnurens

2) conepkaHue NOopydeHUs

3) CpOK UCTIOJIHEHUSI

4) Bce BEPHO

3. Ilpu u3noxxennu nudpoBoil UK cI0BECHON MH(POPMAIIUN O HECKOJIBKHX 00BEKTax Mo Py
MPU3HAKOB TEKCT IOKyMEHTa y100Hee 0OpMIISIThH B BUJIE:

1) aHKeTBI

2) TaOIHIBI

3) CBSI3HOTO TEKCTa

4) komOuHaIMK THX Hopm

4. B KpaTKOM IPOTOKOJIE YKa3bIBAIOTCSL:

1) ®UO BeICTynaOUMX, KPaTKOe U3I0KEHUE BBICTYIUICHUS, 3a/IaHHbIE BOIPOCHI U MOJHBIH
TEKCT MOCTaHOBJICHUS

2) ®UO BrICTyNaOUMX, KPATKOE M3JI0KEHUE BBICTYIICHUS, 3aJJaHHBIC BOPOCHI U KPaTKUU
TEKCT MOCTaHOBJICHUS

3) paccmotpennsie Bompockl, @O Tex, KTO y4acTBOBal B OOCYXACHHUU, TOTHBIA TEKCT
MIOCTAHOBJICHUS

4) ®HNO BBICTyNAIOMIMX, KPATKOE U3NI0KEHUE BBICTYTIICHUS U TIOJHBINA TEKCT MOCTAHOBICHUS

5. Uto sBIIETCS OCHOBAHUEM COCTABJICHUS aKTa:

1) ccpinka HA TOKYMEHT

2) NUCbMEHHOE UJIM YCTHOE PACIOpsKEHUE PyKOBOJICTBA

3) ccplika Ha Kakue-nu0o (pakThl, COOBITHS, 1EUCTBUS

4) Bce BEpPHO

6. HazoBuTe omepanuy, KOTOphIE HE BBHIMOTHSAIOTCA HA JTamne MPeaBAPUTEIHLHOTO
PaCcCMOTPEHHUS BXOISIINX TOKYMEHTOB:

1) peructpaniys BXOIAIIUX JOKYMEHTOB

2) COPTHPOBKA JIOKYMEHTOB

3) pa3mMeTKa JOKyMEHTOB

4) KOHTpPOJIb 32 UCTIOJTHEHUEM JOKYMEHTOB

7. Kakue U3 nmepedncieHHbIX TOKyMEHTOB MOIJIEKAT PerUCTPAIUU:

1) Bxomsme

2) UCXOJIIHE

3) BHyTpeHHUE

4) Bce BEpHO

8. [lonsaTHe cTaHmapTU3aNK, KaK JACSITEIHHOCTH 10 YCTAHOBJICHHUIO MPABUI U XapaKTEPUCTHK
B IIeNIIX HX JOOPOBOJHLHOTO MHOTOKPATHOTO HCIIOJIb30BAHUS, HANPABICHHOW Ha JOCTHKCHHE
YHOPSAA0OYEHHOCTH B cpepax MPOU3BOACTBA U OOpallleHus, 3aKPEIUIIETCA B ...

1) ®enepanbaom 3akoHe PO «O cranmapTuzamnmm»

2) ®enepanbHOM 3aKoHE PO «TexHUueckoM peryanpoBaHUN

3) ®enepanbHom 3akoHe PD «O6 nndopmarmu, nHGOpMATU3AUK U 3aIIUTE UHOOPMAITHI

9. PekBU3UT «3arojoBOK K TEKCTY»



1) oTpaxkaet KpaTKoe cofiepKaHHe JOKyMEHTa

2) HeoOXOIUM JIJIsl OTIEPATHUBHOMN CBSI3H C TEM, KTO COCTABHII JOKYMEHT

3) no3BOJISET CYIUTh O HA3HAYEHUH JIOKYMEHTA, OMPEeIIsieT COCTaB PEKBU3UTOB U CTPYKTYPY
TEKCTa

10. I'apanTHiiHOE MUCHMO:

1) monarBepkmaeT QakT OTHpaBKUA aapecaTy KaKuX-THUOO JIOKyYMEHTOB WJIH JPYTHX
MaTepuaIbHBIX [ICHHOCTEH

2) COIEp’KUT OTBET HA TUCbMO-IIPOCHOY

3) noaTBepKIAET ONpeIeTICHHbIE 0053aTeNbCTBa, O0CIaHHs OpraHu3alun

11. KonnuectBo pekBuzutoB HoBoro I'OCTa 1o cpaBHEHUIO ¢ IPEIbITyIUM

1) Gosibiie HA ABA PEKBU3UTA

2) 6osblie HAa OJJUH PEKBU3UT

3) MeHbIIIe Ha IBa PEKBU3UTA

12. K ocHOBHBIM periiaMeHTUpYIoImM padoty ciayx0b1 IOY nokymMeHTaM OTHOCST

1) MTHCTPYKIIUIO TIO JEIONPOU3BOCTBY

2) OCHOBHbIE IpaBuiIa pabOThl ApXMBOB OPraHU3aLMM

3)TTOCT P 51141-98 Jlenonpou3BOACTBO U apXUBHOE JEJI0

13. K BHyTpeHHEMY JTOKYMEHTOOOOPOTY OTHOCST

1) opunpanpHbIC MEUCHMa

2) BHEIIHHE JTOKJIAHBIC 3aITUCKH, CIIPABKH

3) mpuKasbl, pacopsKEHUs. OpraHU3aI|H

14. Cayx6a IOY mMoxeTt ObITh Ipe/IcTaBIcHA

1) sxcrienumuei

2) o0ImMM OTIEIOM

3) MalIMHONIMCHBIM OFOPO

15. Ecnii B pe30oJionuM yKa3aHO HECKOJIBKO UCIOJIHUTENEH, TO KTO OTBEYACT 3a BBHIITOJIHCHUE
MOpYYEHUs] PYKOBOAUTES?

1) nuuo, ykazaHHOE B CIUCKE UCIIOJTHUTEINEH TIEPBbIM

2) U110, ONPEAETICHHOE COOTBETCTBYIOIIUM JOMOIHUTEIBHBIM YKa3aHUEM PYyKOBOIUTEINS

3) au1o, KOTOpOMYy TIepBOMY Oy/I€T nepeaH JOKYMEHT Ha UCTIOTHEHUE

16. Koraa Ha TOKyMEHTE POCTABIISIETCS pEKBU3UT « OTMETKA O KOHTPOJIE»?

1) ecniu JOKYMEHT BaXKe€H, U HEOOXOUMO MPEIOTBPATUTE €TI0 MOTEPIO

2) ecnu JOKYMEHT TpeOyeT UCTIONHEHUS 1 OepeTcs Ha KOHTPOJIb

3) korga cexpeTapb OOUTCS 3a0bITh CPOK MUCTIOTHEHHUS JOKyMEHTA

17. Kakum 06pa3zom e7aroT OTMETKY O KOHTPOJIE 32 UCIIOTHEHUEM IOKyMeHTa?

1) o6o3navaroT 6ykBoit «K», cioBom uinu mramnom « KoHTposiby

2) o6o3HayaroT OykBoi «M», cmoBoM min mramrnoM «crmoaHeHo

3) o0o3HavaroT OykBOH «B», cioBOM My mtaMnoM «BhIMOTHEHOY

18. Kto moamuchiBaeT W AatupyeT pekBU3UT «OTMeTka 00 HCIOJIHEHHH JOKYMEHTa H
HAIpPaBJIEHUU €T0 B J1E€T0»?

1) pykoBoAHUTENs OPraHU3AINH

2) pykoBoauTens ciyx0sl JJOY

3) ucnomHuTeNnb, pabOTaBImIMKA C JOKYMEHTOM, WU PYKOBOAWUTEIh €ro CTPYKTYPHOTO
noJipa3ziesieHus

Peiitunr-kouTpons 3

1. [Inan Ha rojx yTBEpXkJEH pelleHHeM coBeTa. B kakoMm ciyyae mpaBuUibHO OGOpMIIEH
pekBU3UT «I'pud yTBepKIeHUS JOKYMEHTa»?

1) YTBEPXEH (aoBas ctpoka) Pemenuem coBera (HoBast ctpoka) ot 12.08.2022 Ne 14

2) YTBEPXEH (noBas ctpoka) Pemenuem coBera (HoBas cTpoka) ot 12.08.2022 Ne 14

3) YTBEPXAIO (HoBas ctpoka) Pemenue coBeta (HoBas ctpoka) ot 12.08.2022 Ne 14

2. Kakoit I'OCT permameHTHUpYyeT MpaBWia pa3MenieHuss U OQOpPMIICHHS PEKBU3UTOB
OpraHU3aIMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB?

1) 'OCT 6.37-98

2) 'OCT P 6.30-2003



3) TOCT P 6.30-97
4) EI'C 10Y
3. BoccranoBute mnpomnyieHHOE CcI0BO: «PeKBU3UT — 93TO 00s3aTENbHBII 3JIEMEHT
O(OPMIICHHUS ... TOKYMEHTa.
1) odunmanbHOTO
2) cimyxeOHOro
3) moboro
4. CKOJBKO PEKBU3UTOB HCIIOJIB3YIOTCS MPH OPOPMIICHHH JOKYMEHTOB?
1) 29
2) 30
3)31
5. Ha xakue nokymenTsl pactipoctpansiercs [OCT P 6.30-2003?
1) Ha opraHuzalMOHHO-pacnopsauTensHbie  noKyMeHThl (OPJI), oTHocsmuecs K
yauduuupoBanHoi cucreme OPJ]
2) Ha Bce JOKYMEHTHI, COMPOBOXK/IAIONINE ACSITENLHOCTD JII000M OpraHu3aluu, yUpesKIeHHUs
WM TIPS ATIPUSATHS
3) Ha yIpaBJIeHYECKUE U SKOHOMHYECKHE TOKYMEHTHI
6. Korma opopmisiercss peKBU3UT «MeCTO COCTaBICHUS WU M3/IaHUS IOKYMEHTay?
1) Bcerna, Ha KaXJ0M JOKYMEHTE
2) B TeX Clly4asiX, €CJIM 3aTPYIHEHO OIPEAEICHUE MECTA COCTABICHUS NN U3JaHUS JOKYMEHTa
no pexkBu3uTaMm «HanmeHoBanue opranuzarum» wid «CrpaBoyHble JaHHBIE 00 OPTaHU3AIHI
3) BO Bcex cilydasix, KOrja JJOKyMEHTbI OTIIPABIIIOTCS U3 OpraHu3aluu
7. BpibepuTe MpaBUIBHO yKa3aHHbIE MHUHMMAIBHO JOMYCTHMbIE pa3Mepbl MOJeil, KOTOpbIe
yCTaHABIIMBAET AJIs yrpaBieHueckux gokymeHToB ['OCT.
1) Jleroe =20 MM, BepxHee =15 MM, nipaBoe =10 MM, HIKHEE =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, HIKHEE =20 MM
8. Jlnst uero mpoBoAuTCsS YHUGDUKALNS JOKYMEHTOB?
1) 1151 JOKYMEHTHPOBAHUS YIIPABICHYECKOM NI TEIbHOCTH
2) uis opraHu3anuu padoThl ¢ JOKYMEHTaMHU
3) WIA CHUXCHHS KOJMYESCTBA MPUMEHSIEMBIX JIOKYMEHTOB, CHUXCHHS TPYIOSCMKOCTH WX
00paboTku
9. PacnionoxeHne peKBU3UTOB Ha OJIaHKE TOKYMEHTa ONPEeIIIeTCs:
1) cocraBuTenem 10KyMeHTa
2) nmpaBWIaMy YHU(PHUKAIUU TOKYMEHTOB
3) rocy1apcTBEHHBIM CTaHIAPTOM
10. PexBU3UT JOKYMEHTa — 3TO:
1) crangapTHBIN TUCT OymMaru, Ha KOTOPOM 0TOOpakeHa MOCTOsTHHAsI MH(OpPMAaIUs U OTBEICHO
OTpeieIeHHOE MECTO ISl IEPEMEHHOMN
2) COBOKYMTHOCTh PACIIONIOKEHHBIX B OTIPEICIICHHOM OCTIEI0BATEILHOCTH 3aMUCEH, TPUCYIIIUX
OTIpeIeTICHHBIM BUaM JIOKYMEHTOB
3) o0s13aTeNbHBIN ATEMEHT OPHUIIMATEHOTO JOKYMEHTa
11. PexBusut «HauMeHoBaHue BUAa JOKYMEHTA»:
1) mo3BoJISIET CYAUTH O Ha3HAYEHUE JJOKYMEHTA, ONPE/IEIISIeT COCTaB PEKBUZUTOB U CTPYKTYPY
TeKcTa
2) MO3BOJISIET CYIUTh O HA3BAHUH OpTaHU3aIlUU — aBTOpa JOKyMEHTa
3) mpugaeT coaepKaHuio JOKyMEHTa HOPMaTHBHBIN WJIM MIPABOBOU XapaKkTep
12. PeructpanioHHBINH HOMEP TOKYyMEHTa — 3TO:
1) mata ero moAMMCaHUS WIH YTBEPKIACHUS
2) ycinoBHOe O0O3HAuUeHHE [OKYMEHTa, IOJ KOTOPHIM OH BBEIEH B HWH(OPMAIMOHHO-
MOMCKOBYIO CUCTEMY OpraHU3aluu
3) oTMmeTKa i aBTOMATUYECKOrO IIOMCKAa JOKyMEHTa (MOXET BKJIIOYaThb HMs JMCKa,
TUPEKTOPHH | (paiiia, copeprKaIiero JaHHbIA TOKYMEHT)



13. PexBu3ut «Bu3sbl cornacoBaHus»:

1) cmy)ut i opopMIICHHS BHEIIHETO COTIACOBAHMS ¢ KOHKPETHBIM JIOJPKHOCTHBIM JIUIIOM
WM KOJUIETHAIIbHBIM OPraHOM

2) nmpuaaet coAep KaHuio O(pUIMAIBHOTO JOKYMEHTAa HOPMAaTUBHBIN HITH IIPABOBOM XapakTep

3) ucrosb3yercs ISl BHYyTPEHHET O COTJIacOBaHUS MPOEKTOB JOKYMEHTOB U ITPHU O3HAKOMJIICHUH
C KaKUM-JTM00 TOKYMEHTOM KaK MHUCbMEHHOE TOATBEPKICHNUE (haKTa 03HAKOMIICHHS

14. PexBu3ut «OT™MeTKa 00 MCTIOIHUTETEN:!

1) He0OX0IUM TSI OTIEPATUBHOM CBS3H C TEM, KTO COCTABHJI JIOKYMEHT

2) SBNSIETCS. OJJHUM M3 OCHOBHBIX CIIOCOOOB yJIOCTOBEPEHHUSI IOKYMEHTA

3) ¢pukcupyer ykazaHus pyKOBOJHUTES 110 MIOBOY UCTIOHEHUS TIOKyMEHTa

15. Ha3zoBuTe BUIbI MUCHbMEHHBIX IOKYMEHTOB, KOTOPbIE BXOJIST B COCTaB YHU(DUIIMPOBAHHOM
CUCTEMBI OPraHU3aLIMIOHHO-PACIOPSAAUTENBHON TOKYMEHTauu ?

1) opranu3anMOHHbIE U PACTIOPSIAUTEIbHBIE JOKYMEHTHI

2) opraHu3alMOHHbBIC, PACTIOPAIUTEIbHBIC U HHPOPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI

3) opraHu3alMOHHBIC, PACIOPAIUTENbHbIE, WH(OPMALMOHHO-CIIPABOYHBIE JOKYMEHTBl U
JIOKYMEHTBI 110 TPYA0BbIM OTHOLIEHUSIM

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

1) 9TOoOBI IPUATH IOPUANIECKYIO CHITY

2) 94TOOBI MOATOTOBUTH K Pa3MHOKCHHIO

3) 9TOOBI TOJTOTOBUTH K COTJIACOBAHHIO

17. K xakoMy AOKYMEHTY OTHOCHUTCS CJEAyIoIlas XapaKTePUCTHKA «SBISETCS OCHOBHBIM
HOPMAaTHUBHO-METOIUYECKUM JOKYMEHTOM, OINPEAEISIONMM U YCTaHABJIMBAIOIUM €AUHBIN MOPSA0K
cocTaBieHUs, 0(hOPMIICHHS TOKYMEHTOB U Pa0OThI C HUMHU B OpraHU3AIHID) 7

1) MHCTPYKLIKSA 11O 1EIOIPOU3BOJICTBY

2) HOMEHKJIaTypa Ael

3) permameHT paboTHI

18. O6s13aTeNBbHO JTH 10JKHA OBITH MHCTPYKIIUS 110 JEIOMPOU3BOICTBY B KaXKI0M yUPEKICHUH,
opraHu3arumn?

1) na

2) Het

19. TloueMy WUHCTpyKUHUs 1O JEJIONPOU3BOACTBY KOHKPETHOM OpraHu3alliyd Bceraa
WHIUBUTyaTbHA?

1) HOTOMY YTO OHa YYUTBIBAET BCE OCOOCHHOCTH, KaK COCTaBa JOKYMEHTOB, TaK U TEXHOJOTHH
ux 00paboTKH

2) Tak KaK OHa B Ka)KJI0M OpraHu3aluy pa3padbaTelBaeTCs pa3HbIMU JIIOJIbMH.

3) moToMy YTO B Pa3HBIX OPTaHU3ALMAX O-Pa3HOMY Ha3bIBaeTcs CIy»k0a JeI0nponu3BOICTBA

20. Yto 00bIYHO JJaeTcs B MPUIIOKEHUAX K HHCTPYKIIMU O JAETIONPOU3BOICTBY?

1) 06pa3iel TOKYMEHTOB, (OPMBI JOKYMEHTOB, Pa3JIMYHbIE CIIUCKU WUJIH TIEPEUHU

2) o6pa3ibl moAnucel pyKoBoaUTeNeH, GopMyIspbl JOKYMEHTOB, CIUCKH JODKHOCTHBIX JIUII,
MMEIOUINX MTPaBO MOJAMUCH TOKYMEHTOB

21. Yro takoe Gpopmysp 10KyMeHTa?

1) Habop pEeKBU3UTOB O(PHUIMATBLHOTO MMUCHBMEHHOTO JOKYMEHTA, pPAaclOJOXKEHHBIX B
OIPEEIIEHHON MTOCIIEN0BATEILHOCTH

2) onucaHue nopsAaKka opOpPMIICHUS PEKBU3UTOB JJI1 KOHKPETHOI'O BUJIA IOKyMEHTa

3) popma KOHKPETHOTO JOKYMEHTA, TOArOTOBIICHHAs B BUIE TEKCTa Tpadapera

22. SIBnsercs nuM 3amaya COBEPLIEHCTBOBaHMS (OPM M METOAOB PAOOTHI C JOKYMEHTaMHU
3anaveit cimyxon JIOY?

1) na

2) Het

23. Kako# JOKYMEHT OTHOCUTCS] K HEPETUCTPUPYEMBIM?

1) muceMmo-3ampoc

2) xano0a rpaKJaHuHa

3) conpoBOIUTENBHOE MUCHMO

4) pekslaMHOE TTUCEMO



24. NomxeH ym paboTHUK ciyxk0b1 JIOY, oCymecTBISIONINI KOHTPOJIh 3a HCIOJHEHHEM
JIOKYMEHTOB, HAIIOMUHATH UCTIOJTHUTEIISIM O IPUOIMKCHUH CPOKOB UCIIOJIHEHUSI HAXOSIIUXCS Y HUX
JIOKYMEHTOB?

1) na

2) HEeT

25. KakoB MakCHMaJbHBINA CPOK UCIIOJIHEHUsT 0OpaIieHui rpaxaan?

1) 15 nuei

2) 30 nuei

3) 45 nuent

4) 60 nuei

26. B kakux JHSAX yCTaHaBIMBAKOTCSA CPOKU UCIOJIHEHUS TOKYMEHTOB?

1) B KaJIeHAAPHBIX JTHAX

2) B pabouux AHSIX

27. B kakoe Je10 OMEIIAETCsl BHYTPEHHSS ONKChH?

1) nuaHOE AeI0

2) mpuKa3bl OPraHU3aluy 10 JUYHOMY COCTaBY

3) mepemnucka ¢ OpraHaMy BIACTH U yIPABICHUS

28. PexBU3UT «3arojioBOK K TEKCTY»:

1) oTpaxkaeT KpaTkoe cojepkaHue JOKYMEHTa

2) MO3BOJISIET CYIUTh O HA3HAYCHUU JOKYMEHTA, ONPEIEIIAEeT COCTaB PEKBU3UTOB U CTPYKTYPY
TeKCcTa

3) HEOOXOIUM TSI OTIEPATUBHOM CBSA3H C TEM, KTO COCTaBHJI JIOKYMEHT

29. B xakoM MecTe JOKyMEHTa MPOCTaBIsIeTCA PEKBU3UT «OTMETKA O KOHTPOJIE»?

1) Ha JIeBOM TIOJIE IOKyMEHTA, HAIPOTUB pekBU3nTa « CTIIpaBOYHBIE TaHHBIC 00 OpraHU3aIlun

2) B BEpXHEM IIPaBOM YTy MEPBOrO JUCTA JOKYMEHTA

3) B HU)KHEM IIpaBOM YTJIy [IEPBOTrO JIUCTA JOKYMEHTa

30. Jlns noxymMeHTa, NOJUTMHHUK KOTOPOTI'O OCTAETCsl B OPraHU3alluM, BU3bI IPOCTABIISIOTCS:

1) HIDKE MOANUCH PYKOBOAUTES, TTOAMUCABIIETO JOKYMEHT

2) B HUXKHEH yacTH 000POTHOM CTOPOHBI MOCEAHETO JIUCTA MOATUHHUKA TOKYMEHTa

3) Ha 00OPOTHOM CTOPOHE MEPBOTO JIUCTA JOKYMEHTa

31. B xakoM ciy4yae npaBuiIbHO O0QOpPMIIEH PEKBU3UT «OTMETKA O HAJIUYUU MPHIIOKEHUY,
€CJIA B TEKCTE CONTPOBOJUTENIBHOTO MUChbMA HE YIIOMUHAJIOCH O NMIPHIIOKEHUN?

1) [Ipunoxenue:

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

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

32. JlaTo¥ IpOTOKOJIA SIBIISETCS:

1) nara moanucaHus MPOTOKOJIA

2) mata mpoBEICHHUS 3aCeIaHus

3) nata perucTpaiuu npoToKoa

33. [Ipuka3 co3zmaercs aJd:

1) noaTBepKIeHHs yCTaHOBIEHHBIX (DAaKTOB, COOBITHH, eicTBUI

2) pelieHusi OCHOBHBIX OTEPaTUBHBIX 33/1a4, CTOSIIMX HEepe]] TaHHBIM OpraHOM

3) oTpaxxeHHs yCIOBUN TPYIOBBIX B3aUMOOTHOIIEHUH COTPYIHUKA C aAMUHUCTpAIen

34. Bu3za ropucrta Ha IpUKase:

1) o3HauaeT BHYTpEHHEE COTJIACOBAaHHUE, MOJATBEPXKAAIOIIEe, YTO MPUKA3 HE MPOTUBOPEUUT
3aKOHY

2) 3T0 00s13aTEeNbHBIN PEKBU3UT MPUKA3a, PUAAIOLINNA eMy I0PHINYECKYIO CUITY

35. Korga yrnpaBlieHU€CKOE I€MCTBHUE MPEAINOIaraeT KOHKPETHOTO UCTIOJHUTEIS], TO MYHKThI
pacropsaUTeNbHOM YacTu NMpUKasa JOJKHBI HAUMHATHCS:

1) ¢ ykazanust paMHJIMKA ¥ MHULIUAIIOB UCTIOJTHUTEIS

2) ¢ yKa3aHus IOpy4YEHUs

3) ¢ yka3zaHus JOKHOCTU U (paMUIIMK ¢ MHUIMAJIaMH UCTIOJTHUTEIS



36. JlokyMeHTBI, COCTaBIsIEMbIE KOMUCCHEH, TOAMUCHIBAOTCS:
1) pykoBoauTENnEM OpraHu3alnuu

2) npezacenareneM U YieHaMUd KOMUCCHH

3) npencenareneM KOMUCCUU U CEKPETApEM

4) npeacenareneM KOMUCCUU

37. Tekct aKkTa JEIUTCS HA JIBE YacTHU:

1) HayaJIbHYIO U 3aKJIOYUTENBHYIO, COJIEPKAILYIO BHIBOIbI

2) BBOJHYIO U KOHCTaTHPYIOILYIO, COJEPKAIILYIO BHIBOJIbI

3) BBOJHYIO U OCHOBHYIO

Oo01ee pacnpenesieHue 0aJ1JI0B TEKYIIero KOHTPOJIA 10 BUAAM Y4eOHbIX PadoT /1Jisl CTY/IeHTOB

PeliTuHr-xouTpOss 1 TecTupoBanue 10
PelTuHr-KOoHTpOIH 2 TectupoBanue 10
PeiiTuHr-KOHTpOJIB 3 TecTupoBanue 10
ITocemenune 3aHsaTHI Ilocemenne TEKIUOHHEIX, 40
CTYJEHTOM MIPAKTUYECKUX 3aHATUN
JononuurenbHbie OBl AKTHBHOCTb Ha MPAKTUYECKHUX 10
(6oHycCBI) 3aHATHUSAX

BrinonHenne ceMecTpoBoro Brinonnenue minana

IJIaHa CaMOCTOSITENIbHOM CaMOCTOSITENIHOW PabOTHI 20
paboThl CTYJEHTOB

2. I[IpomeskyTOUHASI aTTECTALMS 110 IMCHUIIHHE
ITepeyenb BONpoCoB K 3k3aMeHYy / 3a4eTy / 3a4eTy € OLleHKOM.
Ilepeyenn npakTHYeCKUX 32124 / 3aJaHUH K IK3aMeHY / 3a4eTy / 3a4eTy ¢ OLeHKOMH (nmpu
HAJIUYHH)

Bompocsl k 3aueTy o AUCHHUIIIIMHE

1.Kakue noKyMeHTBI BXOJAT B CHCTEMY OPraHU3allMOHHON JOKYMEHTAINH?

2.KakoBa oOcCHOBHas (yHKIHS OpraHU3alMOHHBIX JIOKYMEHTOB B  YIPaBICHUYECKON
JeATEeTbHOCTH?

3.KakxoBo 0CHOBHOE Ha3HauU€HUE PACOPATUTENBHBIX JOKYMEHTOB?

4.HazoBuTe BUJIBI pacriopsAAUTENbHBIX JOKYMEHTOB M YKaXKUTE€ OCOOEHHOCTH UX COCTaBJICHUS
u opopmiieHus?

5.Kakue pacnopsauTenbHble JOKYMEHTBHl H3/al0TCSd HAa OCHOBE €IMHOHAYAIMS, a KaKkHUe -
KOJUIETHAJIbHO?

6.KaxoBa npoueypa noAroToBKU pacropsiAUTENbHBIX JOKYMEHTOB?

7.KakoBo Ha3HaueHHe CIy>KeOHON Nepenucku?

8.Ha kakux O1aHKaX COCTABISAIOTCS CIy»eOHble TchbMa?

9.Kakue pekBU3UTHI ABISAIOTCSA 0043aTEIbHBIMU JUIS CTYKEOHOro muchma?

10.Kakue TpeOoBaHUs NPEABABISIOTCS K COCTABICHHUIO CIYXKEeOHBIX ucem?

11.Kakue pa3HOBHIHOCTH CITYKEOHBIX TTUCEM UCITOJIB3YIOTCS B MPAKTHKE YIPABIICHUS ?

12.KakoBbl 0COOEHHOCTH KOMMEPUECKOH MepenucKu ¢ HHOCTPaHHBIMU TapTHEpamMu?

13.IlpuBearTe BO3MOKHBIE BAPUAHTHI KOMITO3UIUHU JIETOBOTO MUChMA.

14.Yto BXOAUT B COCTAaB JOKYMEHTALMH 110 JUMYHOMY COCTaBy?

15.Kakas moxyMeHTaIus UCTOIb3yeTCsl TPH IpueMe Ha padboTy?

16.Kakumu nokymeHnTamu oopmiisiercsi mepeBo]] paboTHUKa?

17.Kak noxymMeHTHUpYeTCs MPOIIECC YBOIbLHEHUS paOOTHHUKA?

18.B kakoii hopMme numiercs JINYHOE 3asiBiieHHE?

19.0mumuTe ocoOeHHOCTH 0pOpMIIEHHUS MTPUKa3a M0 JUIYHOMY COCTaBY.



20.Kak odopmisiercst TpyaoBoii qoroBop? KakoBo Ha3HaueHHWe KOHTpakTa?
21.IonsiTHE TOKYMEHTOO0O0POTA.
22.0OCHOBHBIE PEKBU3UTHI YIIPABIECHYECKUX JOKYMEHTOB.

MeTtoauyeckue MaTepuasbl, XapaKTepu3yolue Npoueaypbl OlleHUBAHUS

3a4yeT MMPOBOAUTCS B Bujae colOecenoBaHMs 1o BompocaM. OTBEThl CTYJI€HTAa OLICHUBAIOTCS B
Oayax, KOTOpbIE 3aTEM CYMMHUPYIOTCSI ¢ MHAUBUAYAJIbHBIM CEMECTPOBBIM PEUTHHIOM.

MaxkcumanbsHast cymMmMma 6ayuioB, Habupaemasi CTYACHTOM Mo JucuuiuiiHe pasHa 100.

Onenka | Onenka oo mKaie Oo0ocHOBaHue Ypoesenw

B chopmuposannocmu
Oaiax KOMNemeHuuil
bonee | «Orauuno» Coneprkanue Kypca OCBOCHO Buicokuii yposens
80 MOJIHOCTBIO, 0€3 MpoOeIIoB,

HEOOXOIUMBIC TTPAKTHICCKUC
HaBBIKH PaOOTHI C OCBOCHHBIM
MaTepHuaioM c(OPMHPOBAHEI, BCE
IPEyCMOTPEHHBIC TIPOTPAMMOI
00yueHus1 yueOHbIE 3aaHus
BBINOJIHEHBI, KAYECTBO UX
BBITIOJTHCHHUSI OIIEHEHO YHCIIOM
0am10B, OJIU3KUM K

MAaKCUMaJIbHOMY
66-80 | «Xopormro» ConepxaHue Kypca OCBOCHO IIpoosunymotii
MOJIHOCTHIO, 03 MPOOEIoB, YpoeeHb

HEKOTOPbIE MPAKTUIECKHE HABBIKA
paboThI ¢ OCBOCHHBIM MaTepUAIOM
c(hOopMHPOBaHBI HEJOCTATOYHO, BCE
IPeyCMOTPEHHBIE IPOrPaMMOi
o0yudeHus yueOHbIe 3aJaHus
BBINOJIHEHBI, KAYECTBO BBINOJIHEHUS
HY OJIHOTO M3 HUX HE OI[EHEHO
MUHHMAaJIbHBIM YUCIIOM 0aJlioB,
HEKOTOPBIEC BUBI 33/TaHUI
BBINOJIHEHBI C OIIHOKaMH




50-65

«Y IOBIIETBOPUTEIILHO»

Copneprkanme Kypca OCBOCHO
YaCTUYHO, HO MPOOEITBI HE HOCST
CYILIECTBEHHOI'O XapaKkTepa,
HEOOXOIMMBIC TIPAKTUYCCKUE
HaBBIKA PabOTHI C OCBOCHHBIM
MaTepHajioM B OCHOBHOM
c(hopMHUPOBaHBI, OOJILITUHCTBO
IPEYyCMOTPEHHBIX MPOTrPaMMONn
00yueHus1 yueOHbIX 3aJaHUI
BBINOJIHEHO, HEKOTOPBIE U3
BBIMOJIHCHHBIX 33JJaHH, BO3MOYKHO,
COJIepXKAaT OIMNOKH

Ilopozoewiit yposens

Memnee
50

«HeynoBneTBOpUTEILHO»

ConepxaHue Kypca HE OCBOEHO,
HE00X0IMMbIE IPAKTUYECKUE
HaBBbIKU pabOThI HE
c(OpMHPOBAHBI, BHIOJIHEHHbIE
yueOHBbI€ 3aJIJaHUs COJepKaT
rpyObI€ OMIMOKHU

Komnemenuuu ne
chopmuposansvi

B) yUeTa U XpaHEHUs JTOKyMEHTa

3. 3agaHus B TeCTOBOI (popMe MO TUCHHUIINHE
[Ipumeps! 3ananuii:
1.B ocHOBY yHU(UKAIIUK JOKYMEHTOB TIOJI0KEH TPUHIHIL:
a) o0mieit MoJIeu JOKYMEHTa
0) ohopmiteHHS M cO3/1aHMs TpadapeTHBIX TEKCTOB-

2.JIoKyMEeHTO000pOT — 3TO:
a) mepBUYHAasg 00paboOTKa U MpeBAPUTEIHLHOE PACCMOTPEHNE
0) KOHTPOJIb 32 UCTIOJIHEHUEM
B) JIBIDKEHUE JOKYMEHTOB C MOMEHTA UX CO3JaHHs JI0 3aBEPIICHUS] UCTIOTHEHUSI+
I') CIIMCaHUE UCTIOTHEHHOTO JJOKYMEHTA B JIEJI0

Ilonupii MEPCUCHb TECTOBBIX 3a,I[aHPII>i C YKa3aHUCM IIPABUJIBHBIX OTBETOB, PA3MCILCH B OaHke
Ha  MHPOPMAIMOHHO-00pAa30BAaTE€IbHOM  MOpTaj€  HHCTUTYTa IO  CCBUIKE
https://www.mivlgu.ru/iop/question/bank/managecategories/category.php?courseid=891

OIIGHKa PACCUUTBIBACTCA KaK IMPOLCHT IMPABUJIBHO BBIITOJHCHHBIX TCCTOBBIX 3a)IaHI/II\/'I U3 ux
oOrero yucia.

BOIIPOCOB



