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HHACHOPT
P®OHJA OHEHOYHBIX CPEACTB

1o y‘lG6HOfI JUCHUITIINHE «I[OKYMCHTaHI/IOHHOC obecrieueHue YIIPpABJICHUSA»

Cornacno tpeboBanusmM @I'OC Kk OLIEHUBAHHMIO KauecTBa OCHOBHOW 00Opa30BaTeNbHOU
nporpaMMel  cpefHero mpodeccuonansHoro obpazoBanus (manee - OOIl CIIO): «Jlns
aTTecTaluyd OO0YYaIOIUXCsS HAa COOTBETCTBHE HX MEPCOHANBHBIX JOCTHKEHUH IO3TAIHBIM
tpeboBanusiM cootBeTcTBytomelr OOIl CIIO (Tekymas W TPOMEKYTOYHAs aTTeCTaIlusl)
UCIONB3YIOTCS (DOHABI OIICHOYHBIX CPEICTB, MO3BOJSIOLINE OLIEHUTh 3HAHUS, YMEHHS U
OCBOEHHBIE KOMITETECHII.

KommuiexkT ¢oHma oneHOYHBIX CPENCTB MpeAHa3HAueH Uil OpraHU3alld U MPOBEACHUS
TEKYIIEr0 KOHTPOJSl yCIIEBAEMOCTH M MPOMEXKYTOYHON aTTeCTallMd MO y4eOHOM TUCIUILINHE
«/lokyMeHTallMOHHOE U MPaBOBOE oOecIieueHue ynpapieHus» mo npodeccun 09.01.03
Omnepatop nH(GOPMAIIMOHHBIX CUCTEM M PECYPCOB.

@OC BKIIOYAET KOHTPOJIBHBIE MaTepHajbl JUIsi MPOBEICHUS TEKYIIErO KOHTPOIS WU
IPOMEXYTOYHOU aTTecTanuu B popme TudepeHIIMpOBaHHOTO 3a4eTa.

1.2 O0beKThI OLICHUBAHMS - Pe3yJabTAThI OCBOeHHUs Y /]
Kommiekt ®OC 103BONISIET OLIEHUTH CIEAYIOIINME PpPEe3yibTaTbl OCBOEHUS Y4eOHOU

JTUCHUIITUHBI «J[oOKyMeHTalmoHHOE obecrieuenue ymnpasiaeHus» 1o npodeccuu 09.01.03
Onepatop nH(pOPMALIMOHHBIX CUCTEM U PECYPCOB.

B pesynbrare ocBoeHHMs Y4eOHOW IUCHMIUIMHBI «JlOKyMEHTalMoOHHOe oOecredyeHue
ynpaBieHus» oOyuarouuiics nomkeH obnagate npenycmorpeHHbiMu PI'OC  CIIO 1o
cneuuanbHocTd 1o mpodeccun 09.01.03 - Oneparop MHOOPMAIMOHHBIX CHCTEM H PECYpCOB
CIIEYIOIMMU YMEHUSAMH, 3HAaHUSIMHU, KOTOpbIe (GOPMUPYIOTCS NPOPECCHOHATBHBIMUA U OOLIUMHU
KOMIETEHIUSIMH TUCHUIUINHBIL.

OcBoeHMe YMEHHM U yCBOEHHE 3HaHUI

OcBoeHHbIE YMEHUS, YCBOEHHBIE 3HAHUS

[Toxazarenu OLIEHKHU pe3ysbTaTa

YMeHus:

VY 1. - odpopMIIATE JOKYMEHTAIMIO B COOTBETCTBIM C HOPMATUBHOI 0a30ii, B TOM 4Hce ¢
UCITIOJIb30BaHUEM HH(POPMALMOHHBIX TEXHOJOTUH CO3JaHHUE JOKYMEHTOB B COOTBETCTBUHU C
®enepanbHbIM 3akoHOM «O0 nHGOpMaIum, HHOPMATU3ALKHI U 3aLIUTE U UH(OOPMAIHH»

V2. - OCBauBaTh TEXHOJIOTUH aBTOMATU3UPOBAaHHON 00pabOTKU JOKYMEHTAIIUMH
MIPOBEJICHNE CPaBHEHHUS PYYHOTO W aBTOMATHU3MPOBAHHOIO KOHTPOJISL, MX JOCTOMHCTBA U
HEJO0CTaTKH, IpUMEHsieMasi TEXHOJIOTHS

VY 3. - ucronb3oBaTh YHUGUIUPOBAHHBIE (HOPMBI JOKYMEHTOB OpraHu3alvs YHU(PUKAITUN
Y CTaHJIapTU3alMH, TOHUMAaHNUE CUCTEMBI IOKYMEHTALINH, €€ IIPU3HAKOB

Y 4. - ocCylecTBIATh XpaHEHHE M TIOUCK JIOKYMEHTOB (OpPMHUpOBaHHE Jefa B
COOTBETCTBUU C HOMEHKJIATYPOH JI€T;

COCTAaBJIEHUE aKTa O BBIJEIECHUHU J€Jl K YHUUTOKEHUIO;

odopmieHHE Aena K cjaue B BEIOMCTBEHHBIN apXUB

Vs. - UCTOJIb30BATh TEJIEKOMMYHHUKALIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM
JOKYMEHTOOOOpOTE  OpraHM3anus  JOKYMEHTOOOOpOTa C  HCIOJb30BAHMEM  CPENCTB
TEJIEKOMMYHUKAIUH

3HaHUA:



3 1. - moHdATHe, eIy, 3aJa4i, NPUHIMIEI JEJI0NPOU3BOICTBA TOHUMAHUE U OCO3HAHUE
pOJU JIOKYMEHTA B JKU3HH YeJIOBEKAa M OOIIECTBa, B cepe ympapie-HUS U MPOPECCHOHATHHON
JESTEIIbHOCTH, WX OCHOBHBIX (YHKIIMHA, CIIOCOOOB JOKYMEHTHUPOBAaHUS, YHH(PUKAIUU U
CTaHJapTH3aIUU KaKk 00 OCHOBHOM HAIIPaBJICHUH B COBEP-IIICHCTBOBAHUHU JOKYMEHTOB

3 2. - OCHOBHBIE MOHATHUS JTOKYMEHTAIIMOHHOTO OOECICUYCHUS YIPABICHUS MOHUMAaHHE
ONpeleCHU OCHOBHBIX TEPMHUHOB: JOKYMEHT, JOKYMEHTHPOBaHHE, aBTOp JOKYMEHTA,
opUIIMATBLHBIN TOKYMEHT, TUYHBIA JJOKYMEHT

3 3. - cucTeMbl JIOKYMEHTAIIMOHHOTO OOECIICUCHUs YIpaBJCHUS MPUMCHEHHE 3HAHUU
OCHOBHBIX BHJI0B U pazHoBuaHOCTeH OPJl, BXomsamux B YCOP/] pu ux odopmiieHnn

34, - KJIACCU(UKAIIUIO TOKYMEHTOB OOBSICHEHHE XapaKTEPUCTHK U COCTaBa
OpraHU-3allMOHHBIX JTOKYMEHTOB (YCTaBa, MOJIOXKEHUS, WHCTPYKIMH, JTOJDKHOCTHOM HHCTPYK-
MU, IPABUJI); PACHIOPSIAUTEIBHBIX JOKYMEHTOB (IIOCTAHOBIICHUS, IPUKA3a, PEIICHUs, YKa3aHUs,
COBMECTHOTO PaCIOPSAUTEIHLHOTO JOKYMEHTA); CIPAaBOYHO-MH(POPMAIIMOHHBIX JIOKYMCHTOB
(cmy>ke0-HbIX MHCeM, CIIPABOK, 3asBICHUI, TOKIAIHOM 3alMCKU, aKTa, IPOTOKOJIA); JOKYMEHTOB
0 JINYHOMY COCTaBYy

3 5. - TpeOoBaHUSI K COCTaBICHHIO U O(POPMIICHUIO JOKYMEHTOB JIEMOHCTPHUPOBAHUE
3HaHus ocHOBHBIX BUI0B OPJI, Bxomsamue B YCOP/I u npaBui ux ohopmieHus

3 6. - opraHu3anul JOKyMEHTO000pOTa: MpueM, 00pabOTKy, pEerHcTpaIiio, KOHTPOIb,
XpaHEeHHWE JOKYMEHTOB, HOMCHKJIATYPY JeJI OpraHu3amus JIOKyMEeHTOooOopoTra B (dupme u
MMOHMMAaHUEe OOIIMX MPHHIIUIIOB PA0OTHI C TOKYMEHTOTIOTOKAMHU

O0LIMX KOMIIETEeHIIN

Koo Haumenoeanue o6uwiux komnemeHyuii
OK 01 Bri6bupaTh crioco6sI perieHns 3agay npo@eccruoHaIbHON NesITeTbHOCTA
MIPYMEHUTEILHO K Pa3IMYHbIM KOHTEKCTaM
OK 02 Wcrnonb3o0BaTh COBpeMEHHbIE CPECTBA ITOMCKA, aHa/IM3a Y MHTepIIpeTaIum

uHbopMmalum, 1 *HGOPMaILMOHHbIE TEXHOJIOTUY JIJIsI BLITIOJTHEHMS 3a1a4
npodeCcCOHaIbHON AesITeTbHOCTU

OK 03 [TnanupoBaTh U peasn30oBbIBaTh COOCTBEHHOE MPOdeCcCHOoHaTbHOE U
JIMYHOCTHOE Pa3BUTHeE, IPEATIPUHUMATEIbCKYIO AesITeTbHOCTh B
npodeccroHaabHON cepe, UCIOIb30BaTh 3HAHMS 0 (PMHAHCOBOM
IPAMOTHOCTY B Pa3/IMYHBIX JKU3HEHHBIX CUTYAIMSIX.

OK 04 D¢ deKTMBHO B3aMMOIEMCTBOBATD U paboTaTh B KOJIJIEKTUBE M KOMAaHe

OK 05 Ocyl11ecTBJIATh YCTHYIO U MMCbMEHHYIO KOMMYHMKAIIMIO Ha TOCYIapCTBEHHOM
si3bIke Poccuiickon Demepatinm ¢ yueToM 0COOEHHOCTEN COLMATBHOTO U
KYJIbTYPHOT'O KOHTEKCTa

OK 06 [TposIBAATD IpakJaHCKO-TIATPMOTUUECKYIO TTO3ULINIO, TEMOHCTPUPOBATh
OCO3HaHHOe TOBeJleHNe Ha OCHOBE TPaJMULIMOHHBIX 0011leuesIoBeYecKmux
L[eHHOCTeIZ, B TOM 4lMCJie C YYeTOM rapMOHM3al Me>XHallMOHa/JIbHbIX 1
MEXPEeJIUTMO3HBIX OTHOIIIEHU, IPUMEHSITh CTaHAAPThI aHTUKOPPYIIIMOHHOTO
MTOBeAEeHMST

OK 07 CopencTBoBaTh COXpaHEHMIO OKPYKalollel Cpelibl, pecypcocOepeskeHnIo,
MIPUMEHSITb 3HaHMS 00 M3MEHEHUY KJIMMaTa, MIPUHINUIIBI OepesKINBOro
MPOM3BOACTBA, 3P HEKTUBHO Ne/ICTBOBATb B UYPE3BbIUAMHbBIX CUTYAIUSIX

OK 08 Wcnonb3oBath cpencTBa GuU3MUeCKOM KYJIbTYPbI IJIs1 COXPaHEHUs U
YKpeIieH!s 3[0pOBbsI B IIpoliecce MpodecCMoHaIbHOM NesTeTbHOCTYU U
oA iepykaHys HEO6XOAMMOr0o YPOBHS (M3MUYECKON TTIOATOTOBIEHHOCTH




OK 09 [Tonb3oBaThcs MpodeccuoHaIbHOM JOKYMEHTAIIMel Ha TOCyIapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX

IIpodeccnonaibHbIE KOMIIETEHIIUN

Koo HaumMeHoBaHMe BUIOB JIeSITeIbHOCTU ¥ IIPOoGheCcCHOHATbHBIX KOMITeTeHIA

B/l 1 OdopmieHne ¥ KOMIIOHOBKA TEXHUYECKOM JOKYMEHTAIN

IIK 1.1. BrimonHsATs BBOA, 1 06pabOTKY TEKCTOBBIX JAHHBIX.

IIK 1.2. BboInoHATh Tpeobpa3oBaHe JaHHBIX, CBSI3aHHBIX C M3MEHEHUSIMY CTPYKTYPbI
JIOKYMEHTOB.

JINYHOCTHBIE pe3yabTaTbl pea/in3alivu IMporpaMmMbl BOCIIMTAHUS




Kog
JIMYHOCTHBIX
pe3yJIbTaToOB

JIMYHOCTHBIE pe3y/JIbTaThbl
peanM3anyy MporpaMMbl BOCTIMTaHUS
(FeCKpUIITOPDI)

JIPO1

OcosHatommit cebst rpaskganHom Poccun u 3anmtHukoM OTedecTBa, BhIPasKAIOIINIA CBOIO
POCCUMCKYIO UIEHTUYHOCTh B MOJMKYJbTYPHOM UM MHOTOKOH(ECCMOHATbHOM POCCUIICKOM
00111eCTBEe ¥ COBPEMEHHOM MMPOBOM coobiiecTBe. CO3HAMOIIMII CBOE eIMHCTBO C HAPOJOM
Poccun, ¢ Poccuiickum rocymapcTBoM, TeMOHCTPUPYIOIINIA OTBETCTBEHHOCTh 32 Pa3sBUTHE
cTpanbl. [IposIBASIONIMI TOTOBHOCTh K 3amuTe PomuHbI, CIIOCOOHBIN apryMeHTHMPOBAHHO
OTCTaMBaTb CYBEPEHUTET ¥ JOCTOMHCTBO Hapoaa Poccum, COXpaHSTb ¥ 3allMILNATh
MCTOPMUECKYIO mpaBay o Poccuiickom rocymapcrse

JIPO2

[TposiB/sIIONIMIT  aKTMBHYIO TPasKIAHCKYIO IO3MIIMIO HAa OCHOBE YBaK€HMSI 3aKOHA U
MPaBOIOPSIIIKA, IIPaB ¥ CBOOO[, COrpakaaH, YBaXKEHMs K MCTOPUYECKOMY U KYJIbTYPHOMY
Hacieauio Poccun. OCO3HAHHO U [IEeSTEeIbHO BhIPasKAIOIIMIA HEIIPUITUE TUCKPUMMUHALIN B
o0111ecTBe IO COLMAJIbHBIM, HAIlMOHAJIbHBIM, PEJIUTMO3HBIM IpM3HAKaM; SKCTPEMM3Ma,
Teppopu3Ma, KOPPYILNY, aHTUTOCYAAPCTBEHHOM mesTeabHOCTM. O6JIafatomii OMbITOM
IPaKIAHCKOV COLMAJIbHO 3HAUYMMOM HEeSATEeJbHOCTU (B CTYIEeHUYEeCKOM CaMOYIIpaBJIEHUN,
JOOPOBOJIBYECTBE, SKOJOTMUYECKUX, MPUPOJOOXPAHHbBIX, BOEHHO-TIATPUOTUUECKUX U AP.
00beIVHEeHMSIX, aKLUMIX, IMporpaMmmMax). [IpMHUMAaIONMA posib M3bMUparTess ¥ y4acTHUKA
OOIIIECTBEHHBIX  OTHOILIEHMI, CBSI3aHHBIX C  B3aMMOJENMCTBMEM C  HapOIHbIMU
M30paHHMKAMMU

JIPO3

HeMOHCTpUpYIOMINI MIPUBEP;KEHHOCTD TPagUIVIOHHBIM ITyXOBHO-HPaBCTBEHHBIM
LIEHHOCTSIM, KyJbType HapomoB Poccuy, npMHOUIIAM YECTHOCTHM, IIOPSIOYHOCTMH,
OTKPBITOCTHU. JleMCTBYIOIINIA ¥ OLIEHUBAIOIIVI CBOE IMOBEIEeHNe U MOCTYIIKY, TIOBeIeHIEe U
TIOCTYTIKY APYTUX JIIOAEN C MO3ULIVIMA TPAAULIMOHHBIX POCCUIMCKUX TYXOBHO-HPaBCTBEHHbIX,
COIIMOKYJIbTYPHBIX II€HHOCTE M HOPM C yYETOM OCO3HAaHUSI TIOCJIE[ICTBUIA IOCTYIIKOB.
['oTOBBINM K I€/TOBOMY B3aMMOIEICTBUIO ¥ HEGOPMAIBHOMY OOIIEHUIO C IIPEACTaBUTEISIMA
Pa3sHbIX HApOJOB, HAIMOHAIbLHOCTEN, BEPOUCIIOBEIAHN, OTIMYAIOIINIA UX OT YUYaCTHUKOB
IPYIIl C JIECTPYKTUMBHBIM U JE€BUAHTHBIM ITOBeAeHMEM. 1eMOHCTpUPYIOIINI HEempuUsiTue
COIMAJIbHO OITaCHOTO IMOBEIEHMST OKPYKAIOIINX U MPemyTpeskaatonyin ero. [1posBiisronmii
yYBaKeHMe K JIIOOSIM CTapIlero ITIOKOJEHMSI, TOTOBHOCTb K Y4YacTMIO B COIMAIbHOM
MOAAEPIKKE HYKIAIOIINXCS B HE

JIPO4

[MposiBAsIONINIA ¥ JEMOHCTPUPYIOIIMIA YBaskeHMe K TPYAy UesloBeKa, OCO3HAIOIINIA
IIEHHOCTb COOCTBEHHOTO Tpyda ¥ TpyAa APYIMX Jio[eid. IKOHOMMYECKM aKTUBHBIA,
OPMEHTUPOBAHHBIN Ha OCO3HAHHLIM BbIOOpP cdepbl MpodecCUOHATbLHON OesITebHOCTU C
YUYETOM JIMYHBIX KM3HEHHbBIX IIJIAHOB, IOTPEOHOCTEN CBOEN CeMbM, POCCUIICKOTO OOIIeCTBa.
BrIpaskaroIimii 0CO3HaHHYIO TOTOBHOCTh K MOJTYUYEHUIO MTPOdeCccuoHaIbHOrO 06pa3oBaHusl,
K HempephIBHOMY OOpa3’OBaHMIO B TeueHMe >KU3HKU JIeMOHCTPUPYIOIIMIA ITO3UTUBHOE
OTHOIIIEHME K PpEryJMpoBaHUIO TPYAOBBIX OTHOIIeHU. OpueHTMPOBaHHBI Ha
camoo6pasoBaHue ¥ Npo(decCHOHAIbHYIO IepPeroArOTOBKY B  YCJIOBUSIX  CMEHbI
TEXHOJIOTMYECKOTO YKJIaa M COMYTCTBYIOIIMX COLUMAIbHBIX TepeMeH. CTpeMsImics K
(hopMUPOBaHUIO B CETEBONM Cpele JIMUHOCTHO M MPOQeCcCMOHATBHOIO KOHCTPYKTMBHOIO
«1MdpoBOro ciema»

JIPO5

JleMOHCTPUPYIOIINI TIPUBEPIKEHHOCTh K POIOHOM KYJIbType, MCTOPUUECKOM MaMsITu Ha
ocHOBe JI0OBM K PommHe, Hapomy, Majoil pOAMHE, 3HAaHWUSI €r0 MCTOPUM U KYJIbTYPBI,
MIpUHSITHE  TPAagULMOHHBIX  IIEHHOCTed  MHOTOHAIlMOHaJbHOrO  Hapoma  Poccum.
Boipaskaromnmit  CBOIO 3THOKYJIBTYPHYIO MIEHTUYHOCTb, CO3HAIOIIMI Cebsl MaTpuOTOM
Hapopa Poccun, IesITeIbHO BbIpaykaromin YyBCTBO MIPUYACTHOCTU K
MHOTOHaIMoHaibHOMY Hapony Poccum, k Poccuitckomy OteuvectBy. IIposBistorimin
IIEHHOCTHOE OTHOIIIEH)E K MCTOPUYECKOMY ¥ KYJIbTYpPHOMY Hacienuio HapoaoB Poccuu, K
HallMOHAJIbHBIM  CMMBOJIAM,  Mpa3gHMKAM, MaMATHMKaM, TPaguMUMSIM  HapOIOB,
MPOXKUBAOIIMX B Poccum, K COOTEYeCTBEHHMKAM 3a PYyOesKOM, MOMAAEPKUBAIOIIUI UX
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3aMHTEpPECOBaHHOCTb B COXpaHEHUM OOIIEPOCCUIICKOM KYJbTYPHOM WAEHTUYHOCTH,
yBasKalollMii UX ITpaBa

JIPO6

OpreHTMPOBaHHbII Ha MpodeccMoHaTbHbIE TOCTUKEHUS, [eATeIbHO BbIpaskKaroIuii
MO3HaBaTe/IbHbIe MHTEPEChl C YUYEeTOM CBOMX CIOCOOHOCTel, 0Opa3oBaTeIbHOTO WU
mpodecCcMoHaTbHOTO MapIIpyTa, BIOpaHHOV KBasMduUKaym

JIPO7

Oco3Harommii ¥ JeATeJIbHO  BbIPAXKAIOMMI  MPUOPUTETHYIO  II€HHOCTb  KasKIOM
YeJIOBeUECKOM SKM3HM, YBasKalOIIUI HOOCTOMHCTBO JIMYHOCTM KaXIOTO 4YeJIOBeKa,
COOCTBEHHYIO M UYXKYI0 YHUKaJIbHOCTb, CBOOOJY MMPOBO33PEHUYECKOTO BbIOOPA,
camoornpezesienus. [IposiBasiommii 6epeskiMBoe M YYTKOe OTHOIIEHWe K DPeIUTMO3HOM
MIPUHAAJIESKHOCTY KaKAOTO YejioBeKa, IpemyIlpeauTe/bHbli B OTHOLIEHUM BbIpasKeHUS
MIPaB ¥ 3aKOHHBIX MHTEPECOB APYTUX JIOEN

JIPO8

[TposiBistIOLIMI ¥ IEMOHCTPUPYIOIINIA YBasKeHEe 3aKOHHBIX MHTEPECOB U IPaB
MpeCTaBUTE/IEN PA3/IMIHBIX STHOKYJIBTYPHBIX, COLMAIBHBIX, KOH(PECCHOHAIbHBIX TPYIIN B
POCCHUICKOM OOI1IeCTBE; HAIIMOHAILHOTO TOCTOMHCTBA, PEJIMTMO3HBIX YOEKIEHMI C YUETOM
CO6IOIEHNSI HeOOXOAMMOCTY 0becrieueHns KOHCTUTYIIMOHHBIX IIPaB ¥ cBOOO IrpaskKaaH.
IMonumarommii 1 JesSTe/IbHO BbIPasKaroILMil IIeHHOCTb MEKPEIUTMO3HOrO U
MESKHAI[MOHAJIbHOT'O COIJIacus JIFOJEe, TpaskaaH, HapoaoB B Poccun. Beipaskaromyi
COMPUYACTHOCTD K MTPEYMHOXKEHMIO Y TPAHC/ISIINUM KYJIbTYPHBIX TPAAUIINIA U LIEHHOCTEN
MHOT'OHALIMOHAJIbHOTO POCCUICKOI'O rOCYIapCTBa, BKIFOUEHHBIM B OOIIECTBEHHBIE
MHULMATUBBI, HAIIpaBJIeHHbIE HA X COXPaHEHNe

JIPO9

CosHaommii [EHHOCTb >KM3HM, 300POBbs U 0e30ITacHOCTH. Cobmomamoninmn  u
MpoNaraHAMpYyIOIIMiA 300POBbINi 00pa3 KU3HM (3MOPOBOE MUTaHME, COOIOEeHIe TUTMEHDI,
PEXXMM 3aHSITUI M OTHbIXa, (U3MUYecKass aKTUBHOCTD), TEMOHCTPUPYIOIIMI CTpeMJIeHIEe K
(busnueckoMy COBepIIEHCTBOBAHMIO. [IpOSIBNIIONIMI CO3HATEJIbHOE M OOOCHOBAaHHOE
HEIpusITUE BPENHBIX TPUBBIYEK M OIMACHBIX HAKJIOHHOCTEN (KypeHue, ymoTpebieHne
aJIKOTOJISI, HApKOTMKOB, IICMXOAaKTMBHBIX BEIIeCTB, a3apTHbIX Urp, JIOObIX (opm
3aBUCHUMOCTEN), IeCTPYKTMUBHOTO ITIOBEIeHNs B OOIIECTBE, B TOM 4KcIie B I POBOI cpeje

JIP 10

BepesknMBO OTHOCAIIMICS K TIPUPOJHOMY HACJIEOMIO CTPaHbl M MMPA, IPOSIBJISIOIINNA
chOpPMMPOBAHHOCTb  KOJIOTMUECKOV KYJbTYpPbl Ha OCHOBE TIIOHMMAaHMSI BJIUSTHUS
COLIMA/IbHBIX, HKOHOMMUYECKMX U TPOdeCcCrOHaTbHO-TTPOU3BOACTBEHHBIX IIPOIECCOB Ha
OKPY’KaIOIIYIO cpeny. Bripaskaroimii JesaTeibHOe HEeMpUsiTHE AEMCTBUIA, TPUHOCSIINX Bpes,
TIpUpPOJie, PACIIO3HAIOIII OMACHOCTM Cpelbl OOUTaHMS, TTPeayIPEXAAIOINIA PUCKOBAHHOE
NoBefleHNe APYTUX TpaskiaH, MOMYJSPU3UPYIOUIMI CHOCOObI COXPaHEHMS! MaMSITHUKOB
MPUPONbI CTPaHbl, PErvMOHAa, TEPPUTOPUM, TOCEJIEHUSI, BKIIOUEHHBI B OOIIECTBEHHbIE
MHULIMATHBBI, HAallpaBJIeHHbIe HA 3a060Ty O HUX

JIP 11

[MposiBasionInii  yBakeHue K OCTETMUYECKMM IeHHOCTSIM, OOJIafjaiolinii OCHOBaMM
9CTEeTUYECKOM KYJIbTYypbl. KpUTHUECKM OLEHMBAIOIIMIA U JeATeJbHO IPOSIBJISIOLLINIA
MMOHMMaHMe SMOIMOHAJIBHOIO BO3MAENCTBMS MCKYCCTBA, €ro BJIMSHUS Ha yIIeBHOE
COCTOSIHME U TIOBeleHue JioAei. bepeskiiMBO OTHOCSAILMICS K KYJIbTYpe KaK CpeICTBY
KOMMYHMKAIIMM M CAMOBBIpaKEHMSI B OOIIECTBE, BBIPAsKAIOIIMIA COMPUYACTHOCTb K
HpPaBCTBEHHbIM HOpMaM, TpaAuiusM B MckycctBe. OpHeHTMpPOBaHHBIM Ha COOCTBEHHOE
CaMOBBIpaske€HMe B pasHbIX BUIAX MCKYCCTBA, XYAOXKECTBEHHOM TBOPYECTBE C YUYETOM
POCCUMCKUX  TPAAMIMOHHBIX  ITYXOBHO-HPAaBCTBEHHBIX  IIEHHOCTEH, 3CTETUUYECKOM
00yCTpoVicTBE COOCTBEHHOTO ObITa. Pasmesnsronmit 1eHHOCTM OTE€YeCTBEHHOTO ¥ MUPOBOTO
XYIO’K€CTBEHHOI'O Hacjenyus, POJJM HApPOOHBIX TPaAMIMii M HapOZHOTO TBOPYECTBA B
MCKYCCTBe. BhIpaskarolimii 1[eHHOCTHOE OTHOIIIeHME K TeXHMYECKOM M IPOMBbIIIIEHHOM
3CTeTUKe

JIP 12

[TpuHMMAarOILIMIA POCCUIICKME TPAAUIIMOHHbIE ceMelHbIe IIeHHOCTU. OpueHTMPOBaHHbIN Ha
CO3[laHMe YCTOMYMBOM MHOT'OJIETHOM CEMbM, IOHMMaHMe Opaka Kak COl03a MYKUMHbI U
SKEHIIVHBI IS CO30AHMUST CEMbMU, POSKIEHMS M BOCITUTAHUS IeTel, HEPUSITUSI HACUJIIS B
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ceMbe, yXoaa OT pO,HI/ITe.HbCKOI‘/JI OTBETCTBEHHOCTU, OTKa3a OT OTHOILIEHNII CO CBOMMMU
OJEeTbMIN U UX d)I/IHaHCOBOI‘O COOep>KaHNs

JIP 13

HemoHCcTpUpyOImMit yMeHne 3G GheKTUBHO B3aMMOAENCTBOBATh B KOMaH/ie, BECTU AMAJIOT, B
TOM UMCJIe C VICIIOJIb30BAHMEM CPEICTB KOMMYHUKAIA

JIP 14

JleMOHCTPUPYIOIIVMI HAaBbIKM aHAIM3a M MHTePIIpeTalyy MHGOPMALY U3 Pas3INIHbIX
MCTOYHMKOB C YYETOM HOPMAaTVBHO-TIPABOBBIX HOPM

JIP 15

JleMOHCTPUPYIOIIMI TOTOBHOCTh ¥ CIIOCOGHOCTh K 06pa3s0BaHMIO, B TOM UYIMCJIe
caMOO0Opa30BaHNIO, Ha MPOTSKEHUIM BCeH JKU3HM, CO3HATEIbHOE OTHOIIIEHNE K
HeIpepbIBHOMY 06pa30BaHMIO KaK YCIOBMUIO YCIIEIIHOM MpodeCcCcMoHaIbHOM 1
OO11IeCTBeHHON 1eITe/IbHOCTU.

JIP 16

[TposiB/IsIIOIIMI COLMATBbHYIO aKTMBHOCTD M COLMAIbHYIO KOMIIETEHTHOCTh B BOIIPOCAX
COIMAIbHO-3KOHOMMUYECKOT'0, HAI[MOHAbHO-KYJIbTYPHOT'O ¥ MHHOBALIIOHHOTO Pa3BUTHS
CBOEro peruoHa (CBOey MaJjioi POJIHBbI)

JIP 17

[TogroraBnmBath K paboTe ¥ HaCTpaMBaTh alllapaTHoe obecrieueHne, nepudepuitHbie
YCTPOWCTBa, ONEPAIIOHHYIO CUCTEMY ITEPCOHAIbHOT'O KOMITbIOTEpA Y MYJIbTUMEIUITHOE
0060pyHIOBaHME;

JIP 18

BoimonHaTs BBog, MG POBOIM ¥ aHAJIOTOBOM MH(OPMAaINy B IEPCOHAJIbHBIN KOMITBIOTED C
Pa3IMYHbIX HOCUTEJIEN;

JIP 19

KonsepTtuposatsb ¢aitibl ¢ 1ydpoBoii nHGOpMaluein B pa3inuHble GopMarsl;

JIP 20

OO6pabaTbIBaTh ayAMO M BU3YaJIbHBIN KOHTEHT CPEICTBAMM 3BYKOBBIX, rpadnuecKux u
BUJIE0-PEIAKTOPOB;

JIP 21

CosmaBaTh ¥ BOCIIPOM3BOIUTD BUIEOPOJIMKIA, IPe3eHTaLNM, Cai-110y, Meanuadaiibl 1
OPYTYIO UTOTOBYIO MPOAYKIMIO U3 UCXOOHBIX ayJANO, BM3YyaJ/IbHbIX U MYIII::TI/IMe,IlI/II./JIHbIX
KOMITOHEHTOB CpeICTBaMy II€PCOHAIBHOIO KOMITbIOTEPA ¥ MYJIbTUMEIUITHOTO
060pyIOBaHMS

JIP 22

dopMMpoBaTh MeAMATEKM [JIS1 CTPYKTYPUPOBAHHOTO XPAHEHMS M KaTaJIOTU3alUA
G poBou MHOOPMAaLN.

JIP 23

VYrpaBasaTh pasMeleHeM unu@poBoi nHGOopMaIMy Ha AMCKAX IepPCOHaIbHOTO
KOMIIBIOTEPA, a TAKKe JMCKOBBIX XPaHMUINIIAX JIOKAJIbHOM U IJI06aJIbHOM KOMIIbIOTEPHOM
CeTu.

JIP 24

TI/Ipa)KI/IpOBaTb MYJIbTMMeEMa KOHTEHT Ha Pa3/JIMYHbIX Cb€MHbIX HOCUTEJIAX I/IHCI)OpMaL[I/II/I.

JIP 25

[Ty6/MKOBaTh MYyJIbTMMEMA KOHTEHT B MIHTEpHeTe.

JIP 26

ConencTBoBaTh COXpPaHEHMIO OKPYSKAIOIIEN Ccpenbl, pecypcocoepeskeHnio, 3PpHeKTUBHO
JeMCTBOBATh B UPE3BBIUAMHBIX CUTYAIIUSIX.

JIP 27

Hcnonb3oBaTh cpencTBa pU3MUECKOM KYIbTYPhI AJISI COXPAHEHUS Y YKPEIJIEHUS 3I0POBbS
B ITpoliecce MpodecCcMOHaTbHONM IeSITeTbHOCTY U TOAIepsKaHysT HEOOXOIMMOTO YPOBHS
(pusMuecko MoAroToBJIEHHOCTH.

JIP 28

HpOﬂBJ’IHTb IZLO6I)O)Ke."lElTe.TII)HOCTI) K OKPY>KalolluMm, OeJIMKaTHOCTb, YyBCTBO TaKTa U
TOTOBHOCTDb OKa3dTb YCJIYI'Y KaXKIOMY KTO B Hen HYXXIOAETCA.




1.3 ®opMBI KOHTPOJIA U OLCHKH Pe3yJIbTAaTOB 0CBOeHHs Y |

KOHTpOHB M OLCHKA PC3yJIbTaTOB OCBOCHHA - 3TO BBISABJICHUC, U3MCPCHHUC W OLCHHMBAHUC
3HaHWi, yMEHUHl W (GOPMHUPYIOMMXCA OOIMMUX U MPO(EeCCHOHAIBHBIX KOMIIETCHIIMH B paMKax
ocBoenuss YJI. B coorBerctBum ¢ y4yeOHbIM TwiaHoM 1o mpodeccun 09.01.03 - Omeparop
WH(POPMAIIMOHHBIX CUCTEM M PECYpPCOB, pabovell MporpaMMoi TUCHUILTUHBI «Jl0OKyMEHTallMOHHOE
U TPaBOBOE OOCCIICUCHUE YIPABICHHUS» MPEAyCMATPUBACTCS TEKYIIMA UM TPOMEKYTOUHBIH
KOHTPOJIb PE3yJIbTATOB OCBOCHHUSI.

1.3.1 ®opmbl TEKyLIEro KOHTPOJIA

Texkymmii KOHTpPOJIb YCIIEBAEMOCTH TIPEACTABIAET COOOW IMPOBEPKY YCBOEHHUS y4eOHOTO
MaTepuaia, perysipHO OCYLIECTBISIEMYIO Ha MPOTSKEHUU Kypca oOyueHus. Texkylmuil KOHTpOJIb
pe3yabTaToB 0cBOEHUs Y /| B COOTBETCTBUM ¢ paboyeil mporpaMMoii 1 KajleHJapHO -TeMaTHYECKUM
IUTAHOM TMPOUCXOAMUT IPHU HCIIOJIb30BAaHUM CIEAYIOIUX 00s3aTeNbHBIX (OPM KOHTPOJIS: YCTHBIN
OIIPOC, PELICHHE CUTYallMOHHBIX 3aJay, MpaKTHYecKass IOJArOTOBKa (TMPaKTUYECKUE 3aHATHUSA),
IIPOBEpPKA BBIMOJIHEHUS TBOPUYECKON pabOTHI.

Bce ¢opmbl Tekymiero KOHTPOJISE MTPOBOIATCS C IIENBI0 YCBOCHHS W 3aKPETUICHHS
MIPAaKTUYECKUX YMEHUM M 3HAHUH, OBJAAEHUA Npo(ecCHOHAIbHBIMU KOMIETeHLUsAMU. B xoxe
MPAKTUYECKON MOATOTOBKH B (pOpMe MPaKTHUYECKUX 3aHATUH 0Oydaromuecs: MpruoOpeTaoT YMEHHUS,
MIPEeIyCMOTPEeHHBIE paboueii mporpammoit Y], ydarcs 0OOCHOBaHHO BBIOMpPATh W aHAIM3HPOBATH
IIOJIyYEHHBIE PE3YJIbTaThl, J€1aTh BBIBOJIBI, ONIUPAsCh HA TEOPETUYECKUE 3HAHUS.

1.3.2 ®opma npoMeKyTOYHOM ATTECTAMHI

IIpomexxyrounas arrecrauuss no YJ[ «JloKyMeHTallMOHHOE M IpaBOBOE oOOecreueHue
yrpaBieHus» - TuepeHIupoBaHHbI 3a4eT, MpOBOIUTCS B (hopMe TeCcTHpOBaHUs, NEpEeUYeHb
BOIIPOCOB COAEPKUTCS B TaHHOM Komiuiekte POC.

OO6yuaromuecs, JOMycKarTCa K caade Tud@epeHInpOBaHHOTO 3a4eTa MPHU BBINOJTHEHUH
BCEX BHJIOB pabOT W MPAKTUYECKUX 3aHATUH, MPEAyCMOTPEHHBIX paldouell mporpamMmon Hu
KaJICHJIapHO-TEMATUYECKUM Tu1anoM Y /1.

Pacrmipenenenuie orieHMBaHMS pe3yIbTaTOB O0YyUYEHUS IO BUAM KOHTPOJIS

HanmeHnoBanue aneMenTa yMEHUN Ui 3HAHUU

Bunn arrectanmn

Texymmii KOHTPOIb

[IpoMexxyTouHas arrecTanus

VY 1. - opopmIIATE TOKYMEHTAIMIO B COOTBETCTBUHM C HOpPMATHUBHOW 0a30i, B TOM YHCIE C
WCIIOTH30BaHUEM MH(POPMAITMOHHBIX TEXHOJIOTHI

YcrHpld  oTBeT. HaOmiojeHwe W OLEHKA BBIMOTHEHHUS MPAKTUYECKOW TOJITOTOBKU
(IpaKTUYECKOTO 3AHSTHS).

3amyra NpakTHYECKOM MOATOTOBKY (MTpakTUyeckoro 3aHsaTHs ) NeS- Ne2(0.

JuddepeHunpoBaHHbIi 3a4eT

Y 2. -ocBanBaTh TEXHOJIOTHU aBTOMATHU3UPOBAHHON 00pabOTKH TOKYMEHTAIIUH

VYerupiii orBer. HaOmiomeHune W OIGHKA  BBITIOJIHEHHS TPAKTHYECKOW  MOATOTOBKH
(TIpaKTUYECKOTO 3aHSTHS).

3ammTa MpakTHIeCKOW MOATOTOBKH (MpakTHdeckoro 3ansaTusi) Ne20.

VY 3. - ucnonb3oBaTh YHUPHUIUPOBAHHBIE GOPMBI TOKYMEHTOB

YcrHpld  oTBeT. HaOmiojgeHwe W OLGHKA BBIMIOTHEHHUS MPAKTUYECKOW TOJITOTOBKU
(IpaKkTUUYECKOTO 3aHATHSA).



3amuTa NpakTUYECKOM MOATOTOBKY (MpaKkTudeckoro 3aHsaTHs) NeS- Nel7.

VY 4. - ocylecTBIATh XpaHEHHE U MIOUCK JTI0KYMEHTOB

VYcerubiii  orBer. HabOmrosmeHune M OLEHKA BBINOJIHEHUS HPAKTUYECKOH IMOJITOTOBKH
(TIpaKTUYECKOTO 3aHSTHS).

3ammTa MpakTHIeCKOW MOArOTOBKH (MpakTrdeckoro 3ausaTusi) Nel8- Ne20.

Y. - HCII0JIb30BaTh TEJICKOMMYHUKALIMOHHBIE TEXHOJIIOTMH B JJIEKTPOHHOM
JTOKYMEHT0000pOTe

VYcerublii  orBer. Habmromenune W OIEHKA BBINOJHEHUS MPAKTUYECKOH IMOJITOTOBKH
(IpaKTUYECKOTO 3aHATHSA).

3ammTa MpakTHYeCKOW MOATOTOBKH (MpakTrdeckoro 3ansaTusi) Ne20.

3 1. - nonsTHE, 1ENHN, 3aJa41, IPUHLUIIBLI JEIOIPOU3BOCTBA

Y CTHBIN OTBET, TECTUPOBAHMUE.

KoHTpoJIb BBIIOIHEHUSI TBOPUECKON PAOOTHI IO TEMAM.

3 2. - OCHOBHbI€ MTOHATHS TOKYMEHTALIMOHHOTO 00€CIICYeHHsI YIIPaBIICHUS

Y CTHBIN OTBET, TECTUPOBAHHUE.

KoHTpo:b BbINIOJIHEHUS! TBOPUYECKON pabOTHI IO TEMaM.

3 3. - cucTeMbl JOKYMEHTAI[MOHHOTO 00ECTIeUeHUs yIIpaBiIeHUS

Y CTHBIN OTBET, TECTUPOBAHHUE.

KoHTpoJIb BBIIOIHEHUSI TBOPUECKON PAOOTHI IO TEMAM.

3 4. - xnaccuPuKanuo JOKYMEHTOB

Y CTHBIN OTBET, TECTUPOBAHUE.

KoHTposb BBIIOIHEHUSI TBOPUECKON PAOOTHI IO TEMAM.

3 5. - TpeboBaHMs K COCTaBICHHUIO U 0(OPMIICHHIO IOKYMEHTOB

Habitoienue 1 onieHKa BBIMOJIHEHHS] TPAKTUYECKON MOATOTOBKY (TIPAKTUYECKOTO 3aHATHS).

Y CTHBIN OTBET, TECTUPOBAHHUE.

KoHTpo:b BbITIOIHEHUS! TBOPUYECKON pabOTHI IO TEMaM.

3 6. - opraHuzanMio JOKyMEHTO00OpoTa: mpueM, o0pabOTKy, perucTpanuio, KOHTPOJIb,
XpaHEHUE TOKYMEHTOB, HOMEHKJIATypy J€ell

HaGmtoneHue 1 olieHKa BBINOJIHEHUS TPAKTUYECKON MOATOTOBKHU (MIPAKTHYECKOTO 3aHATHS).

VY CTHBIN OTBET, TECTUPOBAHUE.

KoHTpo:b BbIMIONIHEHUS! TBOPUYECKON pabOTHI IO TEMaM.

1.4 Cucrema onennBanusi komiiekta ®OC Tekylmero KOHTPOJIsi U NMPOMEKYyTOYHOM
aTTrecTanuu

[Ipu oreHWBAaHUM NPAKTUYCCKOW IMOATOTOBKH (IIPAKTHYECKOTO 3aHSATHS) M TBOPUYECKOH
paboThl 0OYJAIOIIETOCS YIUTHIBACTCS CIEAYIOIICE:

% KadecTBO BBINMOJIHCHHS IPAKTUYCCKOW YacTH TBOPYECKOH pabOTHI W TPAKTHYECKOTO
3aJJaHHUS;

% KayecTBO OPOPMIICHHS OTUETA TIO BHITIOJHEHHON paboTe;

% Ka4ecTBO BHITIOJHEHUS T€CT-3aJJaHHs MPAKTUYECKOTO 3aHATHS.

Kaxapiii BU paboThI OIEHUBAETCSI 110 MATH OaTbHOU IIKaJIe.

«5» (OTIMYHO) - 3a MIyOOKOE U TOJIHOE OBIAJCHHE COACpKAHMEM Y4eOHOTro MaTepuana, B
KOTOpOM OOy4aroluiicss CBOOOAHO U YBEPEHHO OpPHUEHTUPYETCS; 3a YMEHHE MPAKTHYECKH
MPUMEHSTh TEOPETHUECKHE 3HAHUS, BBICKA3bIBaThb U OOOCHOBBIBATH CBOM CYKIeHHs. OueHka «5»
(OTMYHO) MpernoiaraeT rpaMOTHOE U JIOTHYHOE U3JI0KEHUE MaTepHraia.

«4» (XOpoI110) - eciii 00YYAIOIIUKCS TMOJTHO OCBOMJ yUeOHBIM MaTepua, BiIaeeT HAyIHO -
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MOHSATUMHBIM anmnaparoM, OPUEHTUPYETCS B HM3YYEHHOM Marepuaie, OCO3HAHHO MPUMEHSET
TEOpeTUYeCKHe 3HAHMS Ha MPAaKTHKE, IPaMOTHO HM3JaraeT marepuall, HO cojepkaHue u Gopma
OTBETa UMEIOT OT/JEJIbHbIE HETOUHOCTH.

«3» (YIOOBIETBOPUTENBHO) - €CiIM OOydaroluiics OOHApy)XKMBAaeT 3HAHWE U TIOHHMaHUE
OCHOBHBIX TOJIOKEHUI y4yeOHOro marepuana, HO H3JaraeT €ro HEeMoJHO, HEeNOCIeJ0BaTeIbHO,
JIOMYCKaeT HETOYHOCTH, B IPUMEHEHUHM TEOPETUYECKUX 3HAHUW MpU OTBETE HA MPAKTHKO-
OpPHEHTHUPOBAHHBIE BOIPOCHI; HE YMEET JJ0Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYXKICHUSI.

«2» (HEyIOBJICTBOPUTEIHLHO) - €CIIH OOYYarOIIMiiCs MMEET Pa3pO3HECHHBIE, OECCUCTEMHBIE
3HaHUS, JOMYyCKAeT OMIMOKM B ONpEJeNeHHH 0a30BbIX MOHSATHHA, MCKaKAET WX CMBICHT;, HE MOXET
MPAKTUYECKH MPUMEHATH TEOPETUUECKUE 3HAHUSI.

Tect ouenuBaercs Mo mATU OaNbHOM MLIKaje CIEAYIOIIMM O0pa3oM: CTOMMOCTb Ka)JI0TO
Bomnpoca 1 6amn. 3a nmpaBuiIbHBIN OTBET oOyuarouuiics moixy4aer 1 Gamn. 3a HEBEpHBIH OTBET WK
€ro OTCYTCTBHE OalIbl HE HAUUCIISIFOTCS.

Onenka «5» coorBercTByeT 90% - 100% NpaBUIBHBIX OTBETOB.

Onenka «4» coorBeTcTBYET 75% - 89% npaBUIIbHBIX OTBETOB.

Onenka «3» coorBeTcTBYET 55% - 74% NpaBUIIBHBIX OTBETOB.

Ouenka «2» coorBetcTBYET 0% - 54% npaBUIIbHBIX OTBETOB.

II TEKYIIIMHA KOHTPOJIb U OIIEHKA PE3YJbTATOB OBYUYEHUSA

Tema 1.1 IlonsiTue, nenu, 3axa4u ¥ MPUHLIUIIBL JEITOMTPOU3BOACTBA
Bormpocs! muist ppoHTambsHOTO onpoca:

1. Yro coboii mpeacTaBisieT JOKyMEHTOBeAeHNE?
2. Yro Takoe JOKYMEHT?
3. Yo mpexacrasisieT OO0 1ET0NPON3BOICTBO?
4. B3auMmocBs3aHBbl JM TOHATHS «YyNpaBICHHUE», «HMHGOPMALUA», «IEIOMPOU3BOJICTBOY,
«TOKYMEHT»?
5. Uro nokasbIBarOT MMChbMEHHBIE JOKYMEHTHI JOLIE/IINE 10 HAIETO BpeMEHNU?
HazoBute 0cHOBHBIE JOKYMEHTHI J[pEBHEPYCCKOIO TOCY1apCTBa.
Kakue 1Ba nepuo/ia BBIACISAIOTCS B HCTOPUHU AeT0Npou3BoacTBa Poccun?
UYro Takoe cronbder?

© o N

Yto npeacTaBisioT co00i rpaMoThI?

10 HazoBute onpenenenue 4eno00UTHON TPaMOTHI.

11. B xakom roay Iletp I BBoguT B oOparenue repooByro oOymary?

12. B xakom roay Ilerp I u3maer ykas3bl 00 oTMeHe CTOJIOIOBOI (OpMBI JOKYMEHTa U
BCeoOI1IeM Mepexo/ie K TeTpasHoi popme (JTMCTOBOM M KHUKHOM)?

13. B kakom rony 6bU1 yTBepk/ieH «I eHepalbHbIi periaMeHT»?

14. Yro coboii mpeacTaBisieT HOpMaTUBHO-TIpaBoBas 6aza?

15. Yro cocraBisieT HOpPMAaTUBHO-TIPABOBYIO 0a3y?

16. Kakwue ¢pyHKINM JOKyMEHTA BHI 3HaeTe?

Tema 1.2. Yaudukauus u cranzapTu3anus ynpaBieHUECKONW JOKYMEHTAIMH
Bomnpocs! 11 ppoHTaIBHOTO OTpoca:

.Kakue cnocoObl yHu(HKaLIMK TEKCTa BBl 3HaeTe?

.Uto Takoe yHUUKAIUSA JOKYMEHTOB?

Jaiite onpeneneHne crangapTU3aluu JOKYMEHTOB

Hazosure ocaoBnyto uens 'CIIOY

O wN e

Uro Takoe yHuuUIHpoBaHHAsA (popMa JOKYMEHTOB?



6. I'maBHas 1enp co3gaHus yHU(UIUPOBAHHON (POPMBI TOKYMEHTOB?
7. Ha kakue popmbl pa3aensroTcs yHUPUIIIPOBaHHBIE (POPMBI TOKYMEHTOB?
8. Uro ycranaBmmBaet 'OCT P 6.30-2003?

[IpakTrueckas noaroroBka (mpaktuyeckoe 3ansrue Ne 1)

Tema: «Knaccudukanum 00beKTOB CTaHAAPTU3ALIUNY

Henb: «HayuuThcs knaccupukanuu 00beKTOB CTaHAAPTU3ALIUN
[TopsoK BBINONTHEHHUS:

1. O3zHakoMbTeCh C OOBEKTaMH CTaHIAPTU3ALINU.

2. CocraBbTe cxeMy Ki1accu(uKauu 00beKTOB CTaHIapTU3AIIH.
3. PesynbTar mpeaocTaBbTe MpENoaBaTelio.

4. wma 1.3. Knaccuduxanus noKkymMeHToB. TpeGoBaHMS K COCTaBJICHUIO M O(OPMIIEHHUIO
JOKYMEHTOB

Bomnpocs! 11 ppoHTaNIBHOTO OMNpoca:

1.Ha kakue uetsipe rpynisl genutbes cuctema OPJ1?

2.Ha kakue /1Be rpynmnbl AeIUTHCS HTHPOPMALMOHHO-CIIPABOYHAs JJOKYMEHTALUs?

3.ITo kakoMy cTaHIAPTy OPOPMIISIOTCS TOKYMEHTHI?
4.Yto Takoe OaHK?

[TonsaTHs 06 OpraHU3allMOHHBIX JOKYMEHTaX

Bonpocs! 11t ppoHTansHOTO Oompoca:

1.Yto0 Takoe opraHM3alMOHHBIE JOKYMEHTHI U YTO OHH PEAIN3YIOT?
2.YTO OTHOCHUTBCS K OPraHU3alMOHHBIM JOKYMEHTam?

3.Yto Takoe ycTaB U KaKue pa3zieNbl B HEM CYIIECTBYIOT?
4.Yto Takoe nonoxenue?

5.YTo Takoe mojoxkeHue o0 opraHu3auu’?

6.Uto Takoe moroBop?

7.910 Takoe MHCTpyKLUA?

8.YTo Takoe JOKHOCTHAS. UHCTPYKLUA?

9.13 uero cocTOUT TEKCT AOKHOCTHON MHCTPYKLUU?

10.YTo Takoe npaBuiia BHYTPEHHETO TPYIOBOTO pacnopsiaka?
11.YTo0 Takoe periiamMeHT?

12.910 Takoe CTpyKTypa U IITATHASI YACIEHHOCTh?

13.YTo Takoe mraTHOE pacnucanue?

PacniopsiauTenbHble TOKYMEHTHI

Bonpocs! 11t ppoHTansHOrO orpoca:

1.Yto Takoe pacniopsAUTENbHBIA JOKYMEHT?

2 .Ha4ro nenuThes paciopsauTenbHas JOKYMEHTAIUS ?
3 .Yro Ttakoe mpukasz?

4.Ha kakue 4 3Tamna MOKHO pa3AeuTh puKa3?

5.Yto Takoe pacnopspkeHue?

6.UT0 Takoe BBITIMCKA M KaK OHA odopmiIsaeTcs?

7.4T0 Takoe nmocTtaHoBJICHUE?

8.Uto Takoe ykazaHnue?

CripaBo4HO-UH(OPMAITHOHHBIE TOKYMEHTHI
Bomnpocs! 11 ppoHTaIBHOTO Onpoca:
1. Yro Takoe nH(POPMAITMOHHO-CIIPABOYHBIE TOKYMEHTHI?



Ha uro nogpasnensiercst tHQOpMaIOHHO-CIIPaBOYHAs TOKYMEHTALIHS?
Yro Takoe ciayxe0HOe TUCHMO?

UTo BXOJUT B COCTAB CIy:KeOHOTO rnuchma?

Kaxkue nucbma oTHOCSTCS K IepBOM Tpynme?

Kakue nucbma oTHOCSTCA KO BTOpOM rpymime?

Uro Takoe odepra?

Pa3HoBUIHOCTH CITY)KEOHBIX TTHICEM?

UTto Takoe mpoToKo?

0. Yto Takoe axt?

Kakue MoryT ObITh aKThI?

12. Yro Takoe cripaBka?

13. Kakxumu MOTYT OBITH CITPaBKH?

[IpakTuueckast moAroToBka (mpaktuueckoe 3anarue Ne 2)

BOo~NoORWDND

[
=

Tewma: «IIpaBuna opopmiIeHUsS TOKYMEHTOBY
Lenb: «HayuuTscs nmpaBuiiam opopmiieHUs: JOKYMEHTOBY
[TopsIoK BBIMOTHEHNUS:

1. YcranoBute pazmepsl Oymaru, IpUMEHsIeMOi B IeIOMPOU3BOJICTBE U 0(hOpMHUTE
(dhopmaThl B BHJI€ TAOHIIBI.

2. O3HAKOMBTECH C pa3MephI MOJICH CITY)KEOHBIX JOKYMEHTOB U OTOOpA3HTE UX
CXEMaTHUYHO.

3. PesymnbTar nmpenocTaBpTe MpErno1aBaTeo.

[IpakTrdeckast moAroToBka (mpaktuieckoe 3anarue Ne 3)

Tema: «TpeboBanus K COCTABICHUIO U OPOPMIICHUIO TJOKYMEHTOBY

Henb: «Hayuutbest cocTaBieHUI0O M OQOPMIICHHIO JOKYMEHTOB B COOTBETCTBHM C
TpeOOBaHUSMU»

ITopsAIOK BBINIOIHEHNUS:

1.  OsHakoMbTeCh C TPEOOBAHUSIMH K COCTABIECHHUIO U 0(OPMIICHHUIO TOKYMEHTOB.

2. Odopmure JOKYMEHT, UCHOJb3Yys MPaBUWIbHBIA pa3Mmep MoJieil, BCTaBbTEe HyMEpaLUIo
CTpaHMII, IPUMEHHUTE pa3Hble CIOCOOBI HAIMCAHUS JIaT, YUCENT U COKpAILEHHH.

3. PesynbTar mpemocTaBbTe MPEIOIaBATEIIIO.

IIpakTnyeckast moAroToBka (IpakTudeckoe 3anarue Ne 4)

Tema: «CocTaB 1 CXeMBbI PaCIOJIOKEHUS PEKBU3UTOBY

Henb: «O3HAKOMUTBCS C COCTABOM U CXEMOW PaCIOJIOKEHHS PEKBU3UTOB B CIIy»KEOHBIX
JOKyMeHTax B cootBeTcTBUU ¢ TpeboBanusmu ['OCTa na OP/»

[Topsiiok BBIMOJIHEHUS:

1.  Osuakombtech co ctangaprom [OCT P 6.30 -2003

2. O3HaKOMBTECh CO CXEMOH pacloIOKeHUsI peKBU3UTOB Ha opmare A4 yriioBoro
OnaHKa.

3. Otobpasute ee cxeMaTUYHO, pAaCCTaBUB HOMEPA PEKBU3UTOB.

4.  PesynbTaT npenocTaBbTe MPENoaBaTellto.

IIpakTryeckast moAroToBkKa (IpakTuieckoe 3anarue Ne 5)

Tema: «IIpaBuna opopmieHus: 6J1aHKOB, UX BUABD

Lenb: «O3HaKOMUTHCS C TpaBWiIaMu O(opmieHHs OJIaHKOB, MX BUAAMU B CIYKEOHBIX
JOKYMEHTaxX»

[Topsimok BBIMOJIHEHUS:



1. Osznakombtech co ctanaaptom [OCT P 6.30-2003 Ha odopmieHne OI1aHKOB
KOHKPETHOTO BUa JOKYMCHTOB.

2. Odopmute B COOTBETCTBUU C 00pa31oM OOIINI TPOIOJIBHBIN OJTAaHK OpraHU3aIHH;
o0mIuiA yriaoBoi OJaHK OpraHU3aIuy.

3. Odopmute B COOTBETCTBUH ¢ 00pa3IoM OOIINIA MTPOIOIBHBIN OJaHK MHChMa
OpraHM3aIyy; OOIIKI YrII0BOH OJaHK MUChMa OpraHU3aIUH.

4. OdopmuTe B COOTBETCTBUH € 00pa31ioM OJIaHK KOHKPETHOTO BUAA JOKYMEHTA
OpTaHU3aIH.

5. Pesynbrat npenocraBbTe MPENoaaBaTeio.

[IpakTuueckasi moAroToBka (mpaktTuieckoe 3anarue Ne 6)

Tema: «OdopmiieHre peKBU3UTOB B cOOTBETCTBUHM ¢ TpeboBanusmu ['OCTa na OP]»

Henb: «O3HAKOMUTHCS € MpaBUIaMU O(GOpPMIIEHUSI PEKBU3UTOB CIIY>KEOHBIX JOKYMEHTaxX B
cootBeTcTBUM ¢ TpeboBanusimu 'OCTa na OPI»

[Topsiiok BBINOJIHEHUS:

1. Osznakombrech co cragaaprom 'OCT P 6.30-2003 na odopmiieHHe PEKBU3UTOB
JIOKYMEHTOB.

2.  3aKOHCHIEKTHPYHTE MpUMephl 0(HOPMIICHUSI PEKBH3HUTOB.

3. PesymbTar mpenocTaBbTe MPEIo1aBaTelio.

[IpakTuueckasi moAroToBka (mpaktTuueckoe 3anarue Ne 7)

Tema: «OdopmieHre opraHu3aliOHHO-IIPABOBBIX JOKYMEHTOB: YCTaB, MOJOKEHUE

Henb: «HayuuTbcst 0popMIIEHUIO OPraHU3AIMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB,
IOJIOKEHUEY.

ITopsAI0K BBIIONHEHNUS:

1. O3HaKoMbTECh C ycTaBaMH OpraHu3aluu (KOMMepUYecKoil 1 00pa3oBaTeIbHOI),
I0JIOKEHHEM.

2.  3aKOHCIEKTHPYHTE HAUMEHOBAHHE PA3JIEJIOB YCTaBa, OJIOKCHHUS.

3. PesynbTar nmpenocTaBbTe MPENo1aBaTeNio.

[IpakTrueckasi moAroToBka (mpaktTuieckoe 3anarue Ne 8)

Tema: «Odopmierue OpraHU3alMOHHO-TIPABOBBIX  JIOKYMEHTOB: JIOJ>KHOCTHAS
MHCTPYKLUS, IITaTHOE PACIICAHUE»

Henb: «HayunTtbes opopMiIeHHIO OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB: JIOJKHOCTHAs
MHCTPYKLHS, IITaTHOE PACIIHCAHUE.

ITopsAI0oK BBINOIHEHNUS:

1.  Os3HakoMbTeCh C IpUMEPAMH JOHKHOCTHBIX MHCTPYKIUH, IITaTHBIM PAaCIIUCAHUEM.

2.  3aKOHCHIEKTUPYHTEe HAaUMEHOBAHHE PA3/IeI0B JOJDKHOCTHBIX HHCTPYKIIUH.

3. Hcnons3ys popmy T-3, mo nmpuMepy caMoCTOSTETHHO pa3paboTaiTe U 3ar0ITHUTE
LITaTHOE pacIUCaHue OpraHU3aluy.

4.  Pe3ynpTaT npeaocTaBbTE MPENOAaBATEIO.

IIpakTrueckast moAroToBka (IpakTuieckoe 3anarue Ne 9)

Tema: «OdopmieHue pacnopsaAUTEIbHBIX JOKYMEHTOB: MPUKa3 MO0 OCHOBHOM
NEeSITeIbHOCTH U JIMYHOMY COCTaBY»

Hens: «Hayuntbcst 0OpMIICHHIO PaCHOPSIUTEIBHBIX JTOKYMEHTOB: MPUKA3 MO OCHOBHOMU
NEeSITeIbHOCTH U JIMYHOMY COCTaBY».



[Topsiiok BBIOJIHEHUSA:

1. O3HaKOMBTECH C MPUMEPAMHU MTPUKA30B IO OCHOBHOM JI€ATEIBHOCTU U JTUYHOMY
COCTaBy.

2. [To npumepy oopmuTe MpPUKaA3HI 10 OCHOBHOM NESATEIbHOCTH U TUYHOMY COCTaBY.

3. Ucnonb3ys popmy T-1, camocTosTenbHO pa3paboTaiiTe U 3aM0JIHUTE PUKA3HI,

BBIITMCKY U3 IIpUKa3sa.

4. Pe3ynbpTaT IpeocTaBbTe MPENOAABATEINIO.

[IpakTrueckas moaroroBka (mpaktudeckoe 3ansarue Ne 10)

Tema: «OdopmiieHne paciopsIUTeNbHBIX JOKYMEHTOB: PACIOPSDKEHHE, YKa3aHUE
Hemns: «Hayunutbes ohopMIIEHHIO PacIOPSAUTENBHBIX JOKYMEHTOB: PACIIOpsKEHHUE,

yKa3aHUe».

[TopsiioK BBINOJIHEHUS:

1.  O3HaKOMBTECH C IPUMEPAMU PACTIOPSKEHUS, YKa3aHUSI.

2. Ilo mpumepy odopmMute pacrnopsskeHue, yKa3aHue.

3.  CamoctosTenbHO pa3padoTtaiite U opopMHTe pacTopsKEHUE, YKa3aHHe.
4.  PesynbTar mpenocTaBbTe MPENOIaBaTENo.

[IpakTuueckas moAroToBka (mpaktudeckoe 3anarue Ne 11)
Tema: «OdopmieHre pacnoOpsSAUTEIBHBIX JOKYMEHTOB: TIOCTAHOBJICHHE, PELICHUE)
Henb: «Hayuntbecs odOpMIEHUIO pacHOPSAUTENbHBIX JOKYMEHTOB: MOCTAHOBJICHHE,

peLICHHE.

aKT».

[TopsitoK BBIMOJIHEHUS:

1.  O3HakoMbTECH C IPUMEPAMU IIOCTAHOBJICHHUS, PELLICHUS.

2.  Tlo mpumepy opopMuUTE TOCTAHOBIICHUE, PELICHNUE.

3. CamocrosTensHO pa3paboTaiiTe 1 0pOopMHUTE OCTAHOBJIEHUE, PEILICHHE.
4.  Pe3ynbTar npeaocTaBbTe MpenoaBaTesio.

[IpakTnueckast moAroToBka (mpaktudeckoe 3anarue Ne 12)
Tema: «Odopmienne HHGOPMAITHOHHO-CIIPABOYHBIX JOKYMEHTOB: IPOTOKOJI, aKT»
Lenb: «Hayuntbes odopmieHHi0o MHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB: HPOTOKOI,

[Tops10K BBINOIHEHNUS:

1.  O3HakoMbTECh C MPUMEPAMU JOKYMEHTOB: MPOTOKOJ, aKT.
2.  Tlo mpumepy opopMuTE MPOTOKOI, AKT.

3. CaMocCTosITeNnsHO COCTaBbTe U 0hOPMHUTE MTPOTOKOJ, aKT.
4.  Pe3ynbTar mpenocTtaBbTe NMPENo1aBaTeNo.

[IpakTrueckas moarotoBka (mpaktudeckoe 3ansarue Ne 13)
Tema: «OdopmieHre nHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB: JOKJIaTHAs |

OOBSICHUTEINIbHAS 3aMUCKU, CIIPABKA U IPYTHE»

Lenb: «Hayuntbes oopmiieHUIO HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB: JOKJIaIHas U

OOBSICHUTEINIbHAS 3aIIUCKHU, CTIPaBKa U JPYTUX).

[TopsitoK BBINOJIHEHUSA:
1. O3HaKOMBTECH C MPUMEPAMU JOKYMEHTOB: TOKJIaIHAsI, OOBSICHUTEIbHAS 1
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ciy>xeOHas 3aMKCKH, CITPaBKa.

2. ITo mpumepy opopMUTe TOKYMEHTHI.

3. CaMOCTOSTEIBHO COCTaBbTE U OOPMHUTE JOKIAIHBIC, OOBSICHUTEIBHBIC H
CITy’KE€OHBIE 3aIMCKU, HHOOPMAITHOHHYIO CIIPABKY.

4. PesynbTar nmpenocraBbTe MPEroaaBaTelto.

[IpakTuueckas noaroroBka (mpaktuyeckoe 3ansarue Ne 14)

Tema: «CoctaBnenue u OQOpMIICHHE IENOBBIX MUCEM: MUCHMO -3alpoC, MUCHMO-OTBET,
MIPETEH3MOHHOE MHUCHhMOY

Henp: «Hay4uuTbess cOCTaBICHMIO UM O(QOPMIICHHIO MAEJOBBIX IHCEM: IMUCHMO -3arpoc,
[IMCbMO-0TBET, IPETEH3UOHHOE MUCHMO, OepTa U APYTUX .

[TopsiioK BBINOJIHEHUS:

1. O3zHaKoOMbBTECH C IPUMEPAMH CITY’KEOHBIX TTHCEM.

2. Ilo mpumepy obopmute HHGOPMAITMOHHOE MMHCHMO.

3. CamocrosiTenbHO cocTaBbTe€ M O(GOpPMHTE MHUCHMO -3alpPOC, MHCHbMO-OTBET,
MIPETeH3MOHHOE NMUCHEMO, OdepTa.

4.  PesynbTar mpenocTaBbTe MPENoJaBaTelto.

Tect «OcHoBHbIe noHATUSA JJOY. JIOKYMEHT U €ro GyHKLIHN

BOIIPOC N 1. Jlenonpoun3BoaCcTBO-3TO

Tun Bompoca: 1. Bei6op equHCTBEHHO MPaBUIBLHOTO OTBETA

Ilena Bompoca (6ammoB): 1

BapuaHTOoB OTBETOB:

1. oTpacnp neaTenbHOCTH, 0OecreunBarolias JOKyMEHTUPOBAHUE M OPTaHU3aAIUI0 pabOThI C
opUIHATEHBIMHA JOKYMEHTAMHU

2. 3T0 olOecreueHNe BIKEHUS JOKYMEHTOB B allliapare yIpaBIeHUs, HX UCIOJIL30BaHUS B
CIIPABOYHBIX IIETISX U XPaHEHUS.

BOITPOC N 2. JTokymeHT - 3TO
Tun Borpoca: 1. Bei6op equHCTBEHHO MPaBUIIBHOTO OTBETA
[lena Bompoca (6amioB): 1

BapunaHToB 0TBETOB:

1. 3adukcupoBaHHasT Ha MaTepUaJbHOM HocuTene UHPOpMalUsi C pPEKBU3UTAMH,
MO3BOJISIFOIIMMU €€ UIEHTU(UIUPOBATH

2. 3aukcupoBaHHass MH(OpPMAIKs, CO3/JaHHAs IOPUINYECKUMU WK (PU3NMYECKUMU
IUIaMu

BOITPOC N 3. JIokyMeHTBI pa3IAyaroTCs MO CTAIUSM CO3aHUS:
Tumn Bompoca: 2. BeIOOp BO3MOKHBIX MPaBUIIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:

1. yepHOBHK

2.0e10BUK

3. MIPaBUITLHBII
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IIOJIMHHUK
KOITHS
nyOauKaT
BBIIMCKA
MMMChbMEHHBIN

BOITPOC N 4. Kax pacmmdpossiBaercss OPJ?

Tun Borpoca: 1. BeIOOp €1MHCTBEHHO MTPaBUIIBHOTO OTBETA
Ilena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:

1. OpraHnu3allMOHHO-PACIIOPAANUTCIBHBIC JTOKYMCHTDI

2. OpraHU3alMOHHO-PACIPOCTPAHUTEIHHBIC JOKYMEHTHI

3. opUIMATEHO-PACTIOPSAIUTEILHBIC TOKYMEHTHI
BOIIPOC N 5. Ilon yHudukamueit noHumMaercs
Tun Borpoca: 1. Be10Op eIuHCTBEHHO MPaBHUIIBHOTO OTBETA

Ilena Bompoca (6amios): 1
BapuaHTOB OTBETOB:

1. mpuBeeHHE Yero-1ud0 K eAMHON crucTeMe, GopMme, eTUHOOOPA3HI0

2. obpaselr, 3TaJOH, MOJICNb H T.JI.
BOITPOC N 6. Crangaptuzanusi-
Tun Bompoca: 1. Be160p equHCTBEHHO MPaBUIIBHOTO OTBETA

I{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:

1.

9TO pa3pa60TI<a ONITUMAJIBHBIX IIPAaBUIT U Tpe60BaHPII>i

IO0 IIOATOTOBKE,

oopmieHHI0, yUeTy, XpaHEHHUIO U IPUMEHEHHUs CTaHJapTOB, 0] KOTOPBIMU IIOHUMaeTcs "oOpaser,

9TaJ0H, MOJIEIIb".

2. 9TO COKpAIllEHHE HEOMpaBIaHHOTO MHOrooOpa3usi TOKYMEHTOB, MPHUBEACHHUE K
eanHo00pa3nto ux (HopM, CTPYKTYPHI, S3BIKOBBIX KOHCTPYKIIUN U omepanuid nmo o0padoTke, y4eTy,

XpaHEHUIO

BOIIPOC N 7. Ilo kakum npu3Hakam Ki1accu(GuUuupyroT JOKYMEHThI?

Tun Bompoca: 2. Be160p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
[lena Bompoca (6amtoB): 1
BapunaHTOB 0TBETOB:

9.
BOITPOC N 8. K opranu3aiiuoOHHbIM TIOKYMEHTaM OTHOCST:

N GaRWDdDRE

0 IICHHOCTH COZCPKaHMs
110 Ha3HAYCHUIO

0 CIIOCO0Y U3TOTOBICHUS

1o crnoco0y MpUMEHEHHS

M0 CTENCHHU CJIOXKHOCTH

10 MECTY COCTaBJICHUS

[0 CPOKaM XpaHEHHS

0 CTENICHHU TIACHOCTH

IO CTCIICHU BBIPA3UTCIIbBHOCTU

Tun Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB

[{ena Bompoca (6amioB): 1
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BapuaHTOB 0TBETOB:

1. ycraB

2. TIOJIO’KEHHE 00 OpraHu3aluH
3. IITaTHOE paclHuCaHue

4. NOMKHOCTHBIC HHCTPYKITUU
5. IpuKa3

BOITPOC N 9. K pacniopsiautenbHbIM JOKYMEHTaM OTHOCST:
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Ilena Bompoca (0amioB): 1

BapuanToB 0TBETOB:

1. mocraHoBneHue

2. yKa3zaHue

3. mpukas

4. nporpamma
BOITPOC N 10. K napOpMaInoHHO - CPaBOYHBIM JIOKYMEHTaM OTHOCSIT:
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Llena Bompoca (6awioB): 1

BapuaHTOB 0TBETOB:
IIpotokon
JIOKJIa/IHas 3amKcKa
CITy’keOHO€ MHUCHMO
aKT

gk~ owneE

3asiBICHUE

6. TpuKa3 Mo OCHOBHOM JEATEIILHOCTH
BOIIPOC N 11. IIpuka3ssl gensitcs
Tun Bomnpoca: 2. Be160p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
I{ena Bompoca (6amioB): 1

BapuaHTOB OTBETOB:

1. 1o OCHOBHOM J1eATENBEHOCTH

2. 1O JUYHOMY COCTaBy

3. TIO WTaTHOMY PacIUCAHUIO
BOIIPOC N 12. PexBusutsl Tpedyrouuecs sl 3asBICHUS?
Tun Bompoca: 2. BeI60p BO3MOKHBIX MPaBUIBHBIX OTBETOB
[lena Bompoca (6amwtoB): 1

BapuaHTOB 0TBETOB:

1. appecat

2. aBTOp

3. HauMEHOBAaHHE BHUJA IOKYMEHTa

4. TeKCT, MOAIUCH, 1aTa COCTABJICHUS
5. meuarth

BOITPOC N 13. T'C JOVY ycraHoBuia 00s3aTeIbHBIA COCTaB PEKBU3UTOB IS
perucTpaiyu J0KyMEeHTOB:
Tun Bompoca: 2. Bei60p BO3MOKHBIX TTPaBUIILHBIX OTBETOB
[{ena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
1. aBTOp mOKyMeHTa
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HaWMEHOBAHHE IOKYMEHTa
JaTta JOKyMEHTa

HOMED JIOKYMEHTa

JaTa TMOCTYIUICHHUS JOKYMEHTA

3aroJIOBOK JIOKYMEHTA M €ro KpaTKoe CoJepIKaHKe
pe3osonus
mTaMIl

© oo N RN

10. meuath
BOITPOC N 14. Knaccuduxarus OP/]
Tumn Borpoca: 2. BeIOOp BO3MOXKHBIX MPABUIIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
OpraHHU3aIMOHHO MTPaBOBAs
PacriopsimuTenbHast JOKyMEHTAITHS
NudopmannoHHO cripaBoYHAs TOKYMEHTAIUS
OnepatuBHO-HHPOPMAIOHHAS

ok wpneE

CIPaBOYHO-MH(POPMALIMOHHAS
6. ciyxeOHas
BOIIPOC N 15. Yro o3nauaet pekBu3ut 08-
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
I{ena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
1. HauMeHOBaHWE OpraHU3aAINN
2. HaWMEHOBaHUE JIOKYMCHTA
3. smOiemMa opraHu3aIuu
BOITPOC N 16. Yto o3HauaeT pekBU3UT 22
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
I{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. moamuce
2. anpecar
3. pesomonus
BOITPOC N 17. Pe3omtonusi COIEPIKHT:
Tun Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIbHBIX OTBETOB
[{ena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
bamuu
WHUIUIANBI HCTIOTHUTENEH
coJiep>KaHue MOpPYyUYEHUS
CPOK MCIIOJTHEHUS
MOAIKUCH U AaTy
6. meuatpb

o krwbdPE

BOITPOC N 18. Yto noHrMaeTcs o1 SKCIIepTU30i?
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
[{ena Bompoca (6amioB): 1

HOMeEp, MIPUCBOCHHBIN JOKYMEHTY IIPU €ro MOCTYIUIEHUH B OpraHU3aIHIo
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BapuaHTOB 0TBETOB:
1. 3T0 ompexeneHue 3HAYCHMsI JOKYMEHTOB B LEJAX HUX OTOOpa Ha XpaHEHHE U
YCTaHOBJICHUS CPOKOB XPaHCHHUS.
2. 3TO CUCTEMAaTU3UPOBAHHBIN [IEPEUEHD 3ar0JIOBKOB JIEII.
BOITPOC N 19. YVaudunuposannas cucrema nokymenrtanuu (Y CJI) - ato
Tumn Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
Ilena Bompoca (0amioB): 1
BapuaHTOB 0TBETOB:
1. pauMOHaJIbHO OpPraHU30BaHHBIM KOMIUIEKC B3aMMOCBS3aHHBIX JOKYMEHTOB,
CO3JIaHHBIM 110 €AMHBIM MpaBWiIaM U TpPeOOBaHMSM JAJs NPUMEHEHHs B KOHKPETHOH oOijactu
JESATEIIBHOCTH
2. palMOHAJIBHO OPraHW30BAHHBIM KOMIUIEKC JOKYMEHTOB, CO3JaHHBIA JJIs
IIPUMEHEHHs B KOHKPETHOM 00JIaCTH JesTeIbHOCTH
BOITPOC N 20. I[Ipuxka3s - ato
Tum Bonpoca: 1. BeiOop equHCTBEHHO MPAaBUIBHOTO OTBETA
Llena Bompoca (6awioB): 1
BapuaHTOB 0TBETOB:
1. nmpaBoBOI pacnOpsAAUTENbHBIN TOKYMEHT, U3/1aBacMbIi Ha MpaBax €IMHOHAYAIINS
PYKOBOJUTENIEM OPTaHU3ALMH B LIEISAX PEIICHUS BOZHUKAIOINX TEKYIIUX U MEPCIEKTUBHBIX 3a1a4.
2. pacnopsAUTENbHBIM JOKYMEHT, HOCSIIMN XapakTep 00s3aTeIbHOI0 MOpPYYSHHS
PYKOBOJUTENS CTPYKTYPHOTO (dbopmMupoBaHHUs T1I000T0 YPOBHS yIIPaBJIECHUS
3. pacnopsAUTENbHBIA JTOKYMEHT (hefepalibHbIX OPraHOB HMCHOJHUTENbHOM BIAaCTH
U yIpaBJICHHUS ...
BOIIPOC N 21. IlocTtaHoBiieHuUE - 3TO
Tun Bompoca: 1. Bei6op e1nHCTBEHHO NMPaBUIILHOIO OTBETA
[lena Bompoca (6awioB): 1
BapuaHTOB OTBETOB:
1. pacnopsiiuTenbHBIA TOKYMEHT (eepaabHbIX OPraHOB HCIOJHUTENBHOM BIIACTH
U yIIPaBJICHHUS ...
2. TpaBOBOM  aKkT, MNPUHMMAEMbIM BBICHIIMMHU  (pefepalbHBIMU  OpraHaMu
roCyJapCTBEHHOM BJIACTH...
3. pacmopsAMTENBHBIA JOKYMEHT, HOCSIIUN XapakTep 00s3aTeNbHOTO IMOpPYUYCHHS
PYKOBOJHTEIS CTPYKTYPHOTO (POPMUPOBAHUS JTFOOOTO YPOBHS yIIPABICHUS
BOITPOC N 22. TTuceMma kitaccuuiupyroTcst
Tun Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIbHBIX OTBETOB
[{ena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
10 (QYHKIIMOHAIEHOMY MTPU3HAKY
10 CTPYKTYPHOMY IIPU3HAKY
10 MECTY COCTaBJICHHUS
1o cnoco0y ukcanuu nHGopMauu
10 CPOKaM MCIIOTHECHHUS
II0 CTENEHU CIIOKHOCTH

ok wbdpeE

7. 1O CTENEeHU IIaCHOCTU
8. 1Mo cpokam XpaHEHHS
9. mo cnocoly odopmieHus
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BOITPOC N 23. JlokyagHas 3amucka - 310
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUILHOIO OTBETA
Ilena Bompoca (6amtoB): 1
BapuaHToB 0TBETOB:
1. OKYMEHT, aJpeCOBAaHHBI BBIIIECTOSALIEMY PYKOBOAUTENIO, C HW3JIOKEHUEM
KOHKPETHOW IpoOIeMbl MM TOCTAHOBKON BOIIPOCA U COACPIKALINI OTBETHI U IPEJIOKEHUS
2. ¢opma BHYTPEHHEH JI€TIOBOM MEPENUCKH MEXIy TOApa3IeIeHUsIMH OpraHu3aluu
WM TOJKHOCTHBIMU JIMIIAMU, HE HAXOASIIMMUCS B IPSIMOM IOJUMHEHUN
Tema 1.4. JloroBopHO-1IpaBoOBasi JOKYMEHTALIHS
Bonpocsr 11st ppoHTanbsHOTO orpoca:
Urto coboli mpeAcTaBiIseT 10roBop?
OcHoOBHas 11€J1b I0roBopa?
UT0 Takoe KOHKJIIOJEHTHBIEC JEHCTBUS?
Uro coboii peIcTaBiIseT KpeTuTHBINA J0roBop?
Kakue nBe ctaauu npoxoauT 3aKI0YEHHE JOTOBOPOB?
Yro co0oii mpeacTaBiIsieT JOrOBOp MOPYUIECHHUs?
Kakyto ¢pyHKIHIO BBITOIHSAET MPHIIOKEHHE?
B kaxoMm ciyuyae coCTaBIISIFOTCSI IPOTOKOJIbI Pa3HOIJIacus K JOroBopam?

©oN R WNRE

Kto cocrasmser IIPOCKT A0roBopa IIOCTaBKH?

-
©

OO0s13aHHOCTH TOCTABIIMKA, IOJYYMBILErO TOAMUCAHHBIA TMOKyHaTelieM IMPOEKT
JIOTOBOPA € MPOTOKOJIOM pa3HOTJIacuii?

Kommepueckue akTsl. /loBepeHHOCTH

Bomnpocs! 11 ppoHTaIBHOTO OTpoca:

Yro Takoe KOMMEpUYECKHUE aKThl?

KeM cocTaBnstoTCsI KOMMEPUYECKUE aKThI?

J1J1g 4ero coCTaBIISIFOTCSI KOMMEPYECKUE aKThI?
B kaxux ClIydadx U B KaKHMC CPOKH COCTABJIAIOTCA KOMMEPYCCKUC aKThI?
[IpaBuia cocTaBieHUsI KOMMEPUYECKOTO aKTa?
UTto Takoe TOBEPEHHOCTH?

Yo yKa3bIBalOT B JOBEPEHHOCTHU?

Cpok neiicTBust 10BEpEHHOCTH?

Bunel nosepennocrei?

© N R WNRE

IIpakTnueckast moAroToBka (mpakrudeckoe 3anarue Ne 15)

Tema: «CoctaBnenue u oopmieHHe JAOrOBOPOB, MPUIOKEHUH K JOroBOpaM, MPOTOKOJbI
pa3HOIIAacHil K 10roBOpam»

Henb: «Hayuntbes cocTaBieHHIO U O(OPMIICHHIO JJOTOBOPOB, MPUIIOKEHUH K JOrOBOpam,
MIPOTOKOJIbI PA3HOTJIACHH K IOTOBOpaM».

[Topsimok BBIMOJIHEHUS:

1. OsHakombTECh C IpUMEpaMH JOTOBOPOB, MPHUIIOKEHUH K JIOrOBOPaM, MPOTOKOJIAMHU
pPa3HOTJIACHI K TOTOBOPAM.

2. Ilo mpumepy ohopMuTe 10rOBOD.

3. CamocToATeNnbHO COCTaBbTE M OOPMHTE IPOTOKOJ PA3HOTIIACHUS K IOTOBOPY.

4. Pe3ynbTaTr npenocTaBbTe MIPENOAaBaTEIO.
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IIpakTnueckast moAroToBka (mpakrtuieckoe 3anarue Ne 16)

Tema: «CocraBnenue u opopMiIeHHE 3asBJICHHS, TPYIOBOT0O JOrOBOpa, MpUKa3a O IpueMe
Ha paboTy».

Henb: «HayunTthcs coctaBieHuto U 0OpMIICHHIO 3asBJICHHS, TPYIOBOIO TOTOBOpa, IMpHKa3a
0 IpreMe Ha padoTy».

[Topsitok BBINOJIHEHUS:

1. OsHakombTeCh C IpUMEpaMH 3asBIICHUS, TPYAOBOIO JIOTOBOpA, IIPUKa3a O MpUEME Ha
pabory.

2. CaMOCTOSITETBHO COCTaBbT€ M O(GOPMHUTE 3asBICHUE, TPYAOBOW IOrOBOp, NMPHKA3 O
npreMe Ha padoTy».

3. PGSYHLTaT MMpCaOCTaBbTC IIPCIIOAaABATCIIIO.

[IpakTuueckast moaroToska (mpakrudeckoe 3anarue Ne 17)

Tema: «CoctaBnenue u opopMIeHHE KOMMEPUYECKUX aKTOB, JOBEPEHHOCTEI.

Henb: «HayauThest cocTaBieHHIO M 0(OPMIICHUIO KOMMEPYECKUX aKTOB, JTOBEPEHHOCTEH».

[TopsitoK BHITOTHEHUS:

1.  O3HakoOMBTECH C MPUMEPaAMU KOMMEPYECKUX aKTOB, JOBEPEHHOCTEH.

2. Ilo nmpumepy oopmuTe KOMMEPYECKHUIT aKT.

3. CaMocToATelbHO COCTaBbTe U O(OPMHUTE JOBEPEHHOCTHU: Pa30BhIE, CIICIIHAJIbHEIE,
reHepallbHbIE.

4.  PesynbTaT mpeaoCcTaBbTE MPENOABATEIIO.

Tect «JloroBopHO-TIpaBOBast JOKYMEHTALUSD)
BOITPOC N 1. JoroBop npeacTaBisieT co0oit
Tun Bompoca: 1. Bei6op e1nHCTBEHHO MPaBUIIBLHOIO OTBETA
[lena Bompoca (6amwioB): 1
BapunaHTOB 0TBETOB:
1. cormamenue ABYX WM HECKOJBKUX JHI OO YCTAaHOBJICHHH, U3MEHEHUH WU
MPEeKpaIeHUH TPAKIAHCKUX MPaB U 00s13aHHOCTEN
2. JOKYMEHT, BBIIaBa€MbIN 3a€MIIIKOM KPEIUTOPY B MOATBEPKACHHUE €ro MpaBa B
cllyyae HEUCIOJHEHHUs OOECIIEYEeHHOro 3ajloroM 00s3aTeNbCcTBA MOJIYYHUTh NPEUMYIIECTBEHHOE
YIIOBJIETBOPEHHE NIPETEH3UN U3 CTOUMOCTH 3aJI0’KEHHOT0 UMYILIECTBA
BOITPOC N 2. 3akmtoueHne 10TroBOPOB MPOXOIUT JABE CTAIUH:
Tun Bompoca: 3. YCTaHOBUTH MOCIE0BATEIBHOCTh OTBETOB
[lena Bompoca (6amtoB): 1
BapunaHToB 0TBETOB:
1. odpepta
2. aKLEenT
BOIIPOC N 3. Odepra - 310
Tun Bonpoca: 1. BeiOop eqMHCTBEHHO MPABUIBHOTO OTBETA
Ilena Bompoca (6amtoB): 1
BapuanToB 0TBETOB:
1. mpeuiokeHne 3aKIYUTh JOTOBOP
2. corjlacue 3aKJIYUTh I0rOBOP
BOITPOC N 4. Akuent - 310
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPAaBUIBHOTO OTBETA
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[{ena Bompoca (6amioB): 1

BapuanToB 0TBETOB:

1. coryacue 3aKkJI0YUTh JOIOBOP

2. IpeUI0KEHHNE 3aKIIFOYUTh JOIOBOP

BOITPOC N 5. Kommepueckuii akT - 3TO
Tumn Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
Ilena Bompoca (0amioB): 1

BapuaHTOB 0TBETOB:

1. TOKyMEHT, COCTaBJICHHBIM MEPEBO3YMKOM, B IMOJATBEpXkACHUE (pakTa HexocTauw,
IIOPYY WM TIOBPEKICHUS TPy3a IPU Iiepeade ero rpy30no0aydareio B IyHKTe Ha3HAYeHUs

2. JOKyMEHT, BbIIaBa€Mbli JoBepuUTeNeM (NPEACTaBIAEMBbIM), B KOTOPOM
3a(huKCUPOBaHbI TOTHOMOYHS

IPEJCTaBUTEIN IO COBEPUICHUIO CHEJIOK M HHBIX NPAaBOMEPHBIX JEHCTBUH, HX
coJiepKaHue U Mpeebl

BOITPOC N 6. PaznuuaroT ciienyromiue BUabl T0BEPEHHOCTEH:
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Llena Bompoca (6awioB): 1

BapuaHTOB 0TBETOB:

1. renepasibHas

2. cnenuaibHas

3. pasoBas
4. peruoHanbHas
5. TeppuTOpHaIbHas
6. moroBopHas

BOITPOC N 7. I'enepanbHasi 1OBEpEHHOCTH BbIIAETCS
Tun Bompoca: 1. Bei6op e1nHCTBEHHO NMPaBUIILHOIO OTBETA
I{ena Bompoca (6amioB): 1

BapuaHTOB OTBETOB:

1. co BceMu MOJHOMOYMSAMH (KYIUTU-TIPOJAXKH, OpOpMIIEHHs, oOpalleHue B CyI,
cOOp TOKYMEHTOB U T.[.), C IPAaBOM I€peIoBEPHUs U CPOKOM OT 1 110 3 -X Jer

2. TONBKO Ha OTpeE/CICHHBIC BUABI NEHCTBHS (HAIIpUMEp: YIPaBICHUE aBTOM-M,
cOOp JOKYMEHTOB IIPH MOJTOTOBKE K MPOJaXKe HEAB-TH, MPEACTaBUTEILCTBO B Cy/I€ U T.J.) CPOKOM
Ha | rog

3. TONBKO Ha BBIOJHEHWE PA30BOTO JCHCTBHS (HAmpUMep: B3SATh TOKYMEHTHI B
XKIIX, BTU u T.1.) MOXKET ObITh PYKOITUCHON U JEHCTBYET TOJIBKO B T€UEHUE CPOKA BBIMOIHEHUS
JIeWCTBUS MM CpoKa yka3zaHHOro JloBeputenem, HO He Oonee 3 -X MecsIeB

BOITPOC N 8. CnenuanbHas JOBEPEHHOCTh BBIAETCS
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
[{ena Bompoca (6amioB): 1

BapuanToB 0TBETOB:

1. TonbkO Ha ompeneneHHbIE BHIbI JEUCTBUS (HAampuUMeEp: YIpPaBICHHE aBTOM-M,
cOOp TOKYMEHTOB IIPH IOJATOTOBKE K MPOAAXe HEB-TH, IPEACTaBUTEILCTBO B CYZAE U T.[.) CPOKOM
Ha |l ron

2. TONBKO HAa BBINOJHEHHWE PA30BOr0 JACUCTBHS (HampuMep: B3ATh JOKYMEHTHI B
XKKX, BTU u T.1.) MOXET OBbITh PYKOITUCHON U JIEHCTBYET TOJIKO B TE€UEHHE CPOKA BBITIOJIHEHUS
JIeCTBUS MM CpOKa ykazaHHOTo JloBeputenem, HO He Ooiiee 3-X MecsILeB.
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3. CO BCEMHU IOJHOMOYMAMHU (KYIUTU-TIPOJAXH, O(hOpMIICHUS,

oOparieHue.

Paznen II. Opranu3zamus paboTsl ¢ JOKYMEHTaMHU

Tema 2.1. Opranuzanus ciry>x0bl JOKYMEHTAIIHOHHOTO 0OecrieueHus ynpasjieHus Borpocsl

st GPOHTAIBHOTO OIpoca:

NGO~ wWdE

HOV?
9.

10.
11.
12.
13.
14.

[Tepeunciure ocHOBHBIC 3aaun ciyx0b1 JJIOY

[Tepeunciure ocHOBHBIC 3aaun ciyk0b1 JJIOY

Kakue ¢pynkuuu ciayxObl genonponsBoacTaa’?

UTO MOXHO OTHECTH K TEXHOJIOTHYECKUM (QYHKIHAM cl1yk0b1 JIOY?

UTO MOXKHO OTHECTH K OpTraHU3aIMOHHBIM QYHKIHIM cy)0b1 JJOY?

UTO MOYKHO OTHECTH K KOHTPOJIbHBIM (PYHKIUAM ci1y:k0b1 JIOY?

UTO MOKHO OTHECTH K METOJMYECKUM (HDYHKIUSAM CITyk0b1 JJOY?

Kakumu cTpyKTypHBIMU TTOIpA3ICTICHUSIMH MOKET OBITh MPEJCTaBIEHA CIIyK0a

JaiiTe onpenenenre 4To Takoe rnevyarb?

Kakune Bunp! neuareii Bel 3Haere?

Ha xakux goKyMeHTax mpocCTaBisieTcs repOoBast meyaTh?

J1st yero ucnonb3yercs MpocTas nevarsb?

['ne xpansTcst repOOBbIE MEYaTH, IITAMIIBI U OJaHKH?

KoMy noknanpeiBatotest 00 yTpaTe Wi XUIEHUH TepOoBoil meuatu?

Tewma 2.2. Opranuzaiusi JOKyMEHTO000poTa

Bonpocs! 11t ppoHTanbsHOTO Oompoca:

© 0 krwNE

Yro Takoe JOKYMEHTOOO0pOT?

Ha3zoBuTe OCHOBHBIE MPUHIIUIIBI OPraHU3aAMK JOKYMEHTO000pOTa
HazoBuTe aTansl 00pabOTKY U ABMKEHUS TOKYMEHTOB

Urto BKITIOUAET B c€0s1 KOHTPOJb JOKYMEHTOOOO0pOTa?

HazoBure o0s3aTenpHbIi COCTaB PEKBU3UTOB IS PETUCTPALIUN JJOKYMEHTOB

Yro nmoapazymeBaer coboil: mepBuyHas o0OpabOTKa, MpeBapUTEIbHOE PACCMOTPEHUE,

perucrpanus J0KyMeHTOB?

7.
8.
9.

10.
11.
12.

HazoBuTe rnaBHyto 1€l pEruCTpaLlii.
KakoBa rimaBnas 3agada cuctemsl JJOY?
HazoBuTte onpenenenre HOMEHKIATYPHI J1E.
Jaiite onpenenenre GopMUPOBAHUS JENA.
HazoBure TpeGoBanust popMupoBaHUs aema.
[lepeuncnure 3a1aun apxuBa.

[IpakTuueckast moAroToBka (mpakrudeckoe 3anarue Ne 18)

Tema: «Peructpanust BXOIAIINX, UCXOASIINX U BHYTPEHHUX JOKYMEHTOBY.

HGHBZ ((Hay‘-II/ITI:CSI perucTpanmu BXOAAIUX, UCXOAAINX U BHYTPCHHUX TOKYMCHTOB).

[TopsitoK BBINOJIHEHUSA:

1. CxeMaTU4HO 0TOOpA3UTE MAPLIPYT BXOISAIINX, UCXOAALINX U BHYTPEHHUX
JOKYMEHTOB.
2. B cooTBercTBUM C NpUMEpPaMHM CaMOCTOSTEIbHO O(GOPMHUTE KypHAJIbl PErHCTPaLlUU

BXOJSAIINX, UCXOISAIINX U BHYTPEHHUX JOKYMEHTOBY.
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3. Pesynbrar mpeaocraBbTe MpernogaBaTeio.

[IpakTnueckast moaroToska (mpakrudeckoe 3anarue Ne 19)

Tema: «IloaroroBka mokymeHTa s XpaHeHus. CocTaBleHHE HOMEHKIATYpPbl Jell
OpraHu3aIN».

Lenb: «HayuuTbcsi MOArOTOBKE JOKYMEHTA JJIsl XPAaHEHHUS, COCTABJIICHUIO HOMEHKJIATYPHI
7€ OpraHu3aIuny.

[TopsitoK BEITOTHEHUS:

1. O3zHakoMbTECh C IIPEACTaBICHHBIMU IPUMEPAMHU OPOPMIICHUSL.

2. B cootBercTBHHU C mpUMEpaMu CaMOCTOSTENILHO COCTaBbTE M OPOPMUTE
HOMEHKJIATYpy AEIl.

3. Pe3ynbraT npeocraBbTe NpENoaaBaTeto.

[IpakTuueckast moaroToska (mpakrudeckoe 3anarue Ne 20)

Tema: «OcBOCHNE TEXHOIOTUN aBTOMATH3HPOBAHHONW 00Pa0OTKU JOKYMEHTOBY.

Lenb: «OcBouth nepenady MHPOPMALUU C HCIOIB30BAHUEM CPEJICTB TEIEKOMMYHUKALIUU.
CoBepI11€eHCTBOBaHUE HABBIKOB I10JIb30BaHUs IHTEpHETOMY.

[Topsii0K BBINOJIHEHUS:

Co3nate B HTEepHETE DNIeKTPOHHBIH ajpec.

[lepenats nucbMa yepe3 3JIEKTPOHHBIN apec CIEeTYIOMEro ColepKaHus:

a) [Tucemo-oTka3 HoBocuOupckomy npon3BOACTBEHHOMY KoonepaTtuBy «BekTop» 1o
BOIIpOCy o0OecIiedeHtsl 3alacCHBIMU YacTsIMU MapKa aBTOO0YCOB (C yKa3aHUEM IPUYMHBI OTKa3a).

0) [Tucemo-u3Bemenne 3A0 «I9kocaH» 0 MPUUMHAX 3aJEPHKKU TOCTABOK MAaIIUH U
000opyI0BaHUA.

CocrtaBuTh, 0GOPMHUTH JOKYMEHTHI C UCIIOJIB30BAaHUEM CPEACTB OPITEXHUKH:

B) OIMH M3 COCTaBJIEHHBIX paHee JTOKYMEHTOB IepelaTb MOCPEeICTBOM (hakca B JPYryro

OpraHM3aLMIo.
r) CraenaTh KOIHUIO JIFOOOTO JOKYMEHTA MPH IOMOIIH KCEPOKCa.
1) OTCcKaHUpPOBATH OJIMH U3 PaHEE CO3AAHHBIX TOKYMEHTOB.
4. PesynbpTar npegocraBbTe MPENoiaBaTelto.

Tect «Opranuzaius JOKyMEeHTO000pOTa»
BOITPOC N 1. JokymeHTOO0OpOT
Tun Bompoca: 1. Bei6op e1nHCTBEHHO MPaBUILHOIO OTBETA
[lena Bompoca (6amwtoB): 1
BapunaHToB 0TBETOB:
1. 5To nBMWXKEHHE JOKYMEHTOB C MOMEHTa HMX TONy4YeHHUS WM CO3JaHUS JO
3aBEPILECHUS UCTIOJHEHHUS, OTIPABKU WUJIU CAAYU B JIEI0
2. 9TO CMelIaHHas pabota c JOKYyMEHTaMU (ueHTpanu3oBaHHas,
JELEHTpaIM30BaHHAs )
BOITPOC N 2. Ha npeanpusTuu pa3indaroT OCHOBHBIE TOTOKH JIOKYMEHTAIIUHN:
Tun Bompoca: 2. Bei60p BO3MOKHBIX TTPABUIILHBIX OTBETOB
Ilena Bompoca (6amioB): 1
BapuanToB 0TBETOB:
1. Bxopmsmue
2. BHEIIHUE
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3. BHYTpEHHHUE
4, wucxopdame
BOITPOC N 3. KOHTpOJIb UCTIOTHEHUS BKJIFOYAECT:
Tun Bompoca: 2. Bei60p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
1. mocrtaBKy JOKyMEHTa Ha KOHTPOJb
2. Ppe30NIoNus
3. TIpOBEpKa U PeryIMpOBaHUE X012 UCTIOTHEHUS
4. yuer u o00001eHHE pe3ylIbTaTOB KOHTPOJSL HCIOJIHEHUS JOKYMEHTOB,
nH(OPMHUPOBAHHUE PYKOBOIUTEIIS.
5. TPOBEPKY CBOEBPEMEHHOI'O JOBEICHUS 10 UCTIOTHEHHUS
BOIIPOC N 4. Bce 1okyMeHTbI, IOCTYIAIOIINE HA TPEANPUITAE TPOXOIIT:
Tun Borpoca: 3. YCTaHOBUTH MTOCIEA0BATEIBHOCTh OTBETOB
Llena Bompoca (6awioB): 1
BapuaHTOoB 0TBETOB:
MEPBUYHYIO 00pabOTKY
MIpEeABAPUTEIILHOE PACCMOTPEHUE
perucTparmo
paccMOTpeHHe PYKOBOJACTBOM
nepeaady Ha UCIIOJIHEHUE

ok wdE

BOITPOC N 5. Cny»x6a 10KyMEHTallMOHHOTO 00ecrieueH sl yIpaBIeHUs
Tun Bompoca: 1. Bei6op e1nHCTBEHHO MPaBUIIBLHOIO OTBETA
[lena Bompoca (6amwioB): 1
BapunaHTOB 0TBETOB:
1. nomxHa NpUHUMATH K 00pabOTKe TOJIBKO MPaBUIBHO O(OPMIICHHBIE JOKYMEHTHI,
MMEIOIIUE FOPUINYECKYIO CUITY U IIPUCIIAHHbBIE B TIOJTHOM KOMIUIEKTE
2. OJDKHA MPUHUMATh K 00pabOTKe JTOKYMEHTHI, MMEIOILINE OPUIMUECKYI0 CUITY U
IIPUCIIAHHBIE I10 1104TE
BOITPOC N 6. Perucrpanus 10KyMEHTOB - 3TO
Tun Bompoca: 1. Bei6op ennHCTBEHHO NMPaBUILHOIO OTBETA
[lena Bompoca (6amtoB): 1
BapunaHTOB 0TBETOB:
1. uxcanus ¢dakra co3gaHus WM MOCTYIUIEHUS JOKYMEHTA IyTeM MPOCTaBICHHAs
Ha HEM MHJIEKCa U J1aThl C MocyeyIoei 3anuchio He0OXO0IMMBIX CBEJICHUI O JTOKYMEHTE
B PETHCTPALMOHHBIX (OpMax
2. mepeava JOKYMEHTOB M3 OJHOTO MO/Ipa3eiieHus B Ipyroe
BOIIPOC N 7. I'me XxpaHsT JOKYMEHTHI JO UCTEYEHHS CPOKOB MX XpaHEHHs?
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
Ilena Bompoca (6amtoB): 1
BapuanToB 0TBETOB:
1. B OyxranTepun
2. B Ciyx0e IeTonpon3BOICTBA
3. BapxmuBe
4. y nupekropa
BOITPOC N 8. YUto noHuMaeTcst o1 SKCHepTU30ii?
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Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPAaBUIBHOTO OTBETA
Ilena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. 370 ompexeneHue 3HAYCHMsI JOKYMEHTOB B LEJAX UX OTOOpa Ha XpaHEHHE U
YCTaHOBJICHUS CPOKOB XPaHCHHS.
2. 3TO CUCTEMAaTU3UPOBAHHBIN [TEpEUEHb 3ar0JI0BKOB JIE.
BOITPOC N 9. Homenkunarypa zien - 310
Tumn Bonpoca: 1. BeiGop eqMHCTBEHHO MPABUIBHOTO OTBETA
Ilena Bompoca (0amioB): 1
BapuaHTOB OTBETOB:

1. ciuCcoK 3aroJ0BOK JI€J1, 3aBOAMMBIX Ha IPEAIPUITHH, C YKa3aHUEM CPOKOB MX
XpaHEHUS
2. TpyIIUpPOBKA JOKYMEHTOB B JieJla B COOTBETCTBUU C HOMEHKJIATYpOil

BOITPOC N 10. ®opmMupoBanue 1ei - 3T0
Tun Bompoca: 1. BeiOop ennHCTBEHHO MPaBUIBLHOIO OTBETA
Llena Bompoca (6awioB): 1
BapuaHTOB 0TBETOB:
1. cIMCOK 3aroJIOBOK JIeJ, 3aBOJUMBIX Ha MPEANPHUATUH, C YKa3aHUEM CPOKOB UX
XpaHeHUs
2. rpynnupoBKa JOKYMEHTOB B JieJla B COOTBETCTBUU C HOMEHKJIATYPOM

Tewma 2.3 DaeKTPOHHBIN TOKYMEHTOOOOPOT

Bonpocs! 11t ppoHTansHOTO Oompoca:

Yro Takoe NEKTPOHHBINA JOKYMEHT?

Yro npencTasiseT coOoil anekTpoHHas nudpoBas NoaIUCh?

JlaiiTe onpezieneHre 3IeKTPOHHOT0 TOKYMEHTO000poTa.

Yto npencTaBisoT OO0 CHUCTEMBI IOKyMEHTO000poTa?

Yro co0oif mpeacTaBiaseT MEKTPOHHAs popMa JOKyMEHTa?

Hazosure MpeMynieCTBa UCIOJb30BaHUA SJICKTPOHHBIX JOKYMCHTOB.
Hazosure HEAOCTATKHU HUCIIOJIBb30BaHUA SJICKTPOHHBIX JOKYMCHTOB.

21.]'[5{ 4ero mnpeaHa3sHaduCHbl CUCTEMbI ITOJATOTOBKH TCKCTOBBIX )IOKYMeHTOB?

©ooN R WNRE

UTO MOXHO OTHECTH K TEKCTOBBIM IpoIieccopam?

-
©

YTO MOXKHO OTHECTH K CHCTEMaM HpO(I)CCCI/IOHaHBHOFO ypOBHSI?

-
=

I[J'ISI qero npeaHa3Ha4CHbl CUCTEMbI YIIPABJICHU A Oazamu ,Z[aHHBIX?

-
no

Yro npencTaBisioT co0oi orucHbIE CUCTEMBI?

-
w

I[J'ISI qero npeaHasHa4YCHbl CUCTEMbI YIIPABJICHU HpOCKTaMH?

[EY
>

UTto Takoe IeKTPOHHBIA OOMEH TaHHBIMU ?

TeMbl JJI BBIIIOJIHCHUS TBOPYCCKUX pa60T, pe(pepaTOB, J0KJIaa0B
HOZ[FOTOBKa JOKJIaaa 1mo TeMe: «JTansl Pa3BUTHA ACTIOIPOU3BOACTBAY.

CocTaBiieHHE OTIOPHBIX CXEM I10 BOIIPOCAM: «[ToHsiTHE U COCTAB yIpaBIEHYECKUX
JIOKYMEHTOB.
Pa6ota no n3y4eHuo TepMUHOJIOTUH TI0 TEME: «YHudunupoBaHHas cuctema

OpraHHU3aIOHHO-PACTIOPSAUTEILHOM JOKYMEHTAIUI.
Cocrasnenue Tabmuiel mo teme: «Kmaccuduxammst OPJ]».
CocraBiieHne opranu3aIioHHoro nokymenTta «llltatHoe pacnucanue».

PaboTta mo W3y4eHHMIO W aHAJIW3y OPTraHU3AIMOHHBIX U PACIOPAIUTEIBHBIX JOKYMEHTOB:
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MpUKa3, pacrnopsokeHue (BUAbI PEKBU3HTOB, YHU(DHUIMpPOBaHHAs (opMma, MOPSAOK PErUCTpalHH,
OTpa’K€HHE B HOMEHKJIAType JIell, IOJrOTOBKA K XpaHEHHUIO U Iiepe/iada B apXuB).

IToaroToBka CTpyKTYpPHO-JIOTUYECKOM CXEMBI 110 TEME: «Bupl cipaBouHO
MH(GOPMALIMOHHBIX JOKYMEHTOBY.

Nzyuenue tpedoBanuii 'OCTa na OP/I.

CocrasiieHne opranu3alMoHHOro fokymenra «llltatHoe pacnucanue».

CocraBieHue TeKCTa JOKyMeHTa s ohopmieHusT HHPOPMALMOHHO-CIIPABOYHOTO
JIOKYMEHTA - AKT».

[ToxroroBka k TecTupoBanuto 1o reme «Knaccupukanus T0KyMEHTOBY.

ITonroroBka skcnpecc - cooOuIeHus o Teme: «Bubl J0roBopoB».

Co3naHue TeMaTHYECKOro cIoBaps 0 NpopecCuOHaIbHON TEPMUHOIOTHH.

CocraBieHue TeKcTa J0KyMeHTa Ui 0pOpMIICHHs JOKYMEHTa - «J{oroBopy.

CocraBieHue TeKcTa JOKyMeHTa Ul OpOpMIICHHsI TOKYMEHTA - «J{0BEpEeHHOCTh Y.

[ToaroroBka K TeCTUPOBAHUIO 11O TeMeE «/]0oroBopHO-IIpaBOBas JOKYMEHTALIUS.

CocraBienue mpe3eHTanuu 1o teme: «OpraHm3anus padOYMX MECT M YCIOBHS Tpyna
paboTHUKOB CITy:KOBI IOV ».

[TonroToBka TeKCTa JOKyMEHTa sl 0QOPMIICHUS TOKyMEeHTa - « TpymoBoi JOrOBOp».

[ToaroroBka k TectupoBanuio o Teme «Opranuzanus ciayxosr JJOY»

ITonroroBka 6510k-cxemsl o TeMe: «IIoHATHE 0 JOKYMEHTOOO0POTE U €ro Tanax».

IToxroToBka fokiaaa no Teme: «IKCHepTH3a JOKYMEHTOBY.

CocraBieHue Tabnuibl 1711 0hOpMICHNS HOMEHKIATYpPHI e Ha IPEANPUSITHH.

CocraBienue 010k-cxeMsl 1o Teme: «OdopmiieHre Aem JUIst epejaud B apXuB».

Coznanue cxemMbl 10 TeMme: «ABTOMAaTU3MpOBaHHAs oOpaOOTKa JIOKYMEHTOB 10
JIEJIONPOU3BOJICTBY».

111 IPOMEXYTOYHAA ATTECTALUSA

[IpenmMeTroM oOnEHKH SBISIOTCA yMEHHUS U 3HaHUA. OIEHKa OCBOEHUS JAMCLUILIMHBI
MpelycCMaTpuBaeT HCIOJIb30BAHUE HAKOMUTEIbHOW CHCTEMbI OLIEHKH U U depeHIpoBaHHOTO
3ayera.

Bompocs! k nuddepeHnrpoBaHHOMY 3a4eTy MO AUCHMILINHE «/|OKyMEHTallMOHHOE U
MIPaBOBOE 0OECTIEUCHHE YIIPABICHUS»
Bribepure o1H WM HECKOJIBKO BAPHAHTOB OTBETA HA BOMPOC.
BOIIPOC N 1. JIokymeHT -
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPAaBUIBHOTO OTBETA
[lena Bompoca (6amtoB): 1
BapunaHTOB 0TBETOB:
1. o10 3adukcupoBaHHas Ha MaTepUaIbHOM HOcHUTele UH(pOpMaLHs ¢
PEKBU3UTAMHU, TO3BOJISIOIIMMU €€ UIEHTU(DUIIUPOBATh
2. 910 3adukcupoBaHHas HMHQPOPMALUs, CO3TaHHAS IOPUITUECKUMH WIH
(U3HYECKUMU JTHIIAMU
BOITPOC N 2. lokymeHTanmonHnoe ooecrneuenue ynpasiuenus (JJOY) -
Tumn Bonpoca: 1. BeIGop eMMHCTBEHHO MPABUIBHOTO OTBETA
[{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. 310 oOOecnedyeHue [BUKEHHUS JOKYMEHTOB B ammapaTe yIOpaBJICHUs, WX
HCIOJIb30BAHUS B CIIPABOYHBIX LIEIIAX U XPaHEHUS
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2.0Tpacip JesITEeIbHOCTH, 00ecleunBaionias JOKyMEHTHPOBAaHUE U OPraHU3allHIo
paboThl ¢ OpUIHATEHBIMA JOKYMEHTAMU
BOITPOC N 3. ITox ynudukanuei moHuMaercs
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIBLHOIO OTBETA
Ilena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
1. mpuBeeHHe Yero-mudo K eAMHON crucTeMe, GopMme, eTUHOOOPaA3HIO
2. obpaselr, 3TaOH, MOJICb | T.1.
BOITPOC N 4. Crangaptu3zanus-
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIBLHOIO OTBETA
Ilena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. 3TO cokpalleHre HeonpaBIaHHOTO MHOT000pa3usi JOKYMEHTOB, IIPUBEICHUE K
ennHo00pa3uio ux Gopm,
CTPYKTYPBI, SI36IKOBBIX KOHCTPYKIIUN U omiepaluii mo o0paboTke, y4eTy, XpaHSHHIO
2. (hopma IOpUANYECKOT0 3aKPEIUICHUS IPOBEICHHON YHU(DHUKALMU U YPOBHS €€
00513aTeIbHOCTH
BOITPOC N 5. Kak pacmmdpossiBaercs OP1?
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIBLHOTO OTBETA
Ilena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
1. opraHu3alMOHHO-PACIPOCTPAHUTENBHBIE JOKYMEHTHI
2. o(unmaNbHO-pacTIOPSAAUTENBHBIE JOKYMEHTHI
3. OpraHu3aIMOHHO-PACTIOPSIIUTENLHBIC JTOKYMEHTHI
BOIIPOC N 6. K oprani3aiiuoOHHbIM IOKYMEHTaM OTHOCST:
Tumn Borpoca: 2. BeIOOp BO3MOXKHBIX MPAaBHIIBHBIX OTBETOB
[{ena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
ycTaB
NOJIOXKEeHHE 00 OpraHu3alnuu
HITaTHOE pacIHCaHue
JOJDKHOCTHBIE MHCTPYKIIUU
NpUKa3
Y4pEIUTENBHBIN I0TOBOP
CTPYKTYypa U IITaTHAs YUCICHHOCTh
periaMeHT

LCo~NooprwnE

. pacnopsbKeHHe

10. mpotokon

11. mocraHoBIEHUE

12. mpaBuia BHYTPEHHETO TPYIOBOTO paclopsika
BOITPOC N 7. K pacniopsiauTeIbHbIM JOKYMEHTaM OTHOCST:
Tun Bompoca: 2. Bei60p BO3MOKHBIX TPABUIBLHBIX OTBETOB
Ilena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:

1. mocraHoBieHUs

2. yKa3aHus
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MIPUKA3bI
pacnopspKeHUs
UHCTPYKIIUU
yCcTaB

© N W

LITATHOE PAaCIIUCAHKE
9. mportokon
BOITPOC N 8. K uapopManimoHHo - CIpaBOYHBIM JOKYMEHTaM OTHOCHT:
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Ilena Bompoca (0amioB): 1
BapuaHTOB OTBETOB:
IIPUKa3 10 OCHOBHOM AEATEIbHOCTU
JOKJIaJ{Hasl 3aIlMCKa
CIIy’KeOHO€E MHUCHMO
aKT
3asBIICHUE

ok wbdE

MIPOTOKOJT
7. TOCTaHOBJICHUE
BOITPOC N 9. Ilpuka3sl nensres
Tun Bompoca: 2. BeIO0p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. mo mTaTHOMY paclUCaHUIO
2. IO JIMYHOMY COCTaBY
3. 110 OCHOBHOM JE€ATEINHHOCTH
BOIIPOC N 10. PexBu3utsl Tpedyromuecs s 3asBIeHUS?
Tum Borpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
I{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
azpecar
aBTOP
HAaMMEHOBAaHHE BU/Ia JOKyMEHTA
TEKCT, MTOJIMUChH, ]aTa COCTABIICHUS

o krwdPE

neyartb

BOIIPOC N 11. I'C IOY ycraHoBuiIa 00s13aTENbHbBIN COCTaB PEKBU3UTOB JIJIS
perucTpanyy JOKyMEHTOB:

Tun Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIbHBIX OTBETOB

[{ena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:

aBTOp NOKYMEHTA
HalMEHOBAaHUE JTOKyMEHTa
JaTa J10KyMeHTa
HOMEp JOKYMEHTa
JlaTa MOCTYIUIEHUS IOKyMEHTa
HOMEp, IPUCBOEHHBIN JOKYMEHTY IIPU €r0 NOCTYIUIEHUU B OpraHU3alfio
3aroJIOBOK JIOKYMEHTA U €r0 KpaTKoe COJIep KaHne

NGO~ wWdPE

Ie4yaThb



9. mrram
10. pesosrorus
BOITPOC N 12. Knaccudumupyror OPJ] yciioBHO Ha 4 rpyImiib:
Tun Bompoca: 2. Bei60p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
OpraHU3alMOHHO-TIPaBOBAas JOKYMEHTAIIUS
pacnopsiiuTeNbHas TOKYMEHTALIHs
MH()OPMAIIMOHHO-CITPABOYHAS JOKYMEHTAITUS
ciy>xeOHasi JOKyMEHTAIUs
JOKYMEHTAIUS 110 JUYHOMY COCTaBY
JOKYMEHTAIHS 10 TPOU3BOJICTBY
9. xoncynpranmonnas nokymenrtanus BOITPOC N 13. Uro o3naugaet pekBusut 08 -
Tumn Bonpoca: 1. Beibop enuHCTBEHHO MTpaBUiIbHOTO O0TBeTa LleHa Bompoca (6ammos): 1
BapuaHTOoB 0TBETOB:

O N wN R

1. HauMeHOBaHHE TOKYMEHTa
2. HauMEHOBAaHWE OpraHU3aIuU
3. smOileMa opraHU3aIH
BOITPOC N 14. Yro o3HauaeT pekBU3UT 22
Tun Bompoca: 1. BeiOop ennHCTBEHHO MPaBUIBLHOIO OTBETA
[{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. moamnuck
2. anpecar
3. pesomonus
BOITPOC N 15. Yaudunuposannas cucrema nokymenrtanuu (Y CJI) - ato
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIHLHOTO OTBETA
I{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. panioHaTbHO OPraHU30BAHHBIN KOMILIEKC JOKYMEHTOB, CO3JJaHHBIN IS
MIPUMEHECHHS B KOHKPETHOW 00JIaCTH JIeATEIIBHOCTH
2. KOMIUIEKC B3aUMOYBSI3aHHBIX JOKYMEHTOB, CO3JIJaHHBIX IO €IWHBIM TpaBUIaM U
TpeOOBaHUM, COoAepKaNUX HHHOPMAITHIO, HEOOXOIUMYIO JUTs YIIPABIICHUS B ONIpeIesieHHOM chepe
JeSTeTbHOCTH
BOIIPOC N 16. ®yHK1uu 10KyMeHTa
Tun Bompoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIBHBIX OTBETOB
[{ena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
nH(pOpMaIMOHHAS
OpraHHu3aloOHHas
KOMMYHHKATHUBHAs
CTaTUCTUYeCKas
BOCIHUTATEIbHAs

I

IOpUINYECKas
7. couuonoruyeckas
BOITPOC N 17. JIokyMEeHTOBEICHHE - 3TO
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Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPAaBUIBHOTO OTBETA
Ilena Bompoca (6amioB): 1
BapuanToB 0TBETOB:
1. Hayka, 3aHMMarolIascs Kiaccudukanueil JOKyMeHTOB, ClI0cO0aMu OpraHu3aluu
JOKYMEHTO000pOTa, HOCTPOCHUEM CHCTEM JIOKYMEHTHPOBAHUS
2. oTpacib IesSTeNbHOCTH, 00ecCieynBaroIas JOKYMEHTUPOBAHHE U OPTaHU3AIHIO
paboThl ¢ opULIMATBHBIMU JOKYMEHTAMH
BOIIPOC N 18. I'ocynapcTBeHHasi cucTeMa JOKYMEHTAlMOHHOTO 00eCIIeYeHus yIpaBICHHS
('CH0Y) - sto
Tun Bonpoca: 1. BeIGop €qMHCTBEHHO MPABUIBHOTO OTBETA
Ilena Bompoca (6amioB): 1
BapuanToB 0TBETOB:
1. oTpacinp nesTenbHOCTH, obecleurBarolias JOKYMEHTUPOBAHHE M OPraHU3aLHIo
paboThI ¢ opHUIIMATEHBIMUA JOKYMEHTAMH
2. COBOKYIMHOCTh IPUHIMIIOB W MPaBUJI, YCTAaHABIMBAIOIINX €IUHBIC TPEOOBAHHS K
JOKYMEHTUPOBAHHUIO YIPABICHYECKON IEATEIHHOCTH M OpPTaHU3aIllMH PabOTHl C JOKyMEHTaMH B
opraHax roCyJIapCTBEHHOTO YIPABJICHUS, HA PEANPHUATHIX, B YIPEIKIACHUIX
BOITPOC N 19. TlonsTHs «ynpaBieHHE», «UHGOPMAIHID», «IEIOTPOU3BOJICTBOY,
«IOKYMEHT»
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
[{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. B3anMOCBSI3aHbI
2. HE B3aMMOCBSI3aHbI
BOITPOC N 20. 'CHAOY BxitogaeT B ceOs

Tun Bompoca: 1. Bei6op enHCTBEHHO NMPaBUIBLHOIO OTBETA
[lena Bompoca (6amwioB): 1
BapuaHTOB 0TBETOB:
1. HanmoHaNBHBIE, COIO3HBIE HOPMATHBHBIE U METOJMYECKUE MTPABOBBIC aKTHI 110 BOIPOCAM
o0ecrieyeHus yrpaBlieHUs
2. O0OIIecOIO3HbIe, OTpacieBble M peclnyOlIMKaHCKHE HOPMAaTHBHbIE W METOAWYECKHE
JOKYMEHTBI [0 BOIPOCAaM JOKYMEHTAI[HOHHOTO 00ECTIeYeHH s yIIpaBIeHUs
BOITPOC N 21. Ocuosnas neas ['CJIOY -
Tun Bompoca: 2. Be160p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
[lena Bompoca (6amwtoB): 1
BapunaHToB 0TBETOB:
1. ymopsiiodyeHue JOKyMEHTOOO0opoTa
2. COKpallleHHe KOJIMYEeCTBa JOKYMEHTOB
3. TIOBBINICHHE KaYeCTBA JIOKYMEHTOB
4. yBenu4eHUe KOJMYECTBA JOKYMEHTOB
5. co3nmanue ycioBHM s 3(QQPEKTHMBHOTO TPUMEHEHHUS POTPECCUBHBIX
TEXHUYECKHUX CPEJICTB M TEXHOJIOTHI cOopa, 00paboTKH U aHaIu3a HHPOpMaIUuu
6. coBepIIeHCTBOBaHUE PaOOTHI armapara yrnpaBieHUs
7. opraHm3anus paOdOoTHI anmapara yrnpaBieHUs
BOITPOC N 22. K nepBbIM 1 OCHOBHBIM OpTraHU3AIIMOHHBIM JOKYMEHTaM OTHOCSITCS
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yUpeIUTEIbHBIE TOKYMEHTHI:
Tun Bonpoca: 2. BeIOOp BO3MOXKHBIX IPaBUIIBHBIX OTBETOB
Ilena Bompoca (6amtoB): 1
BapuanToB 0TBETOB:
IIpaBUJIa BHYTPEHHETO TPYIOBOI'O pacHopsiika
MOJIOKEHHE 00 OpraHu3aIuu
Y4pEOUTENbHBIA TOTOBOP

1

2

3.

4. pacnopsiKeHHUs
5. MHCTPYKLUHU

6

. ycTaB
BOITPOC N 23. Cranmapt I'OCT P 6.30-2003 ycTaHaBiuBaeT:
Tun Bonpoca: 2. BeIOop BO3MOXKHBIX MPaBUIIbHBIX OTBETOB
Ilena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:

1. cocrtaB u cXeMbI pacoIOKEHUS PEKBU3UTOB

2. TpeOOoBaHUS K YIPABICHUIO JJOKYMEHTOB

3. TpeboBaHMs K OJIaHKaM JJOKyMEHTOB

4. TtpeboBaHUs K 0)OPMIICHUIO PEKBH3UTOB

BOIIPOC N 24. Opranu3aiiioHHO-IPAaBOBbIE JOKYMEHTBI — 3TO
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
I{ena Bompoca (6amioB): 1

BapuaHTOB OTBETOB:

1. 1OKyMEeHTBI, KOTOpbIE CoJepKaT UHPOpMALHIO O (PaKTUYECKOM COCTOSHUU JIEN
JUIS IPUHSITHS OPraHU3allMOHHO-TIPABOBBIX U PACIIOPSAIUTENIbHBIX JOKYMEHTOB

2. KOMIUIEKC JIOKyMEHTOB, COJEpIKAIllMX MpaBUiIa CO3JaHHs OpPTaHU3AIMH, B TOM
qyclie: BBIOOpP €€ OpraHu3allMOHHO-TIPaBOBOM ()OPMbI; KOMIETEHIMIO, CTPYKTYpy, LITaTHYIO
YHUCJIEHHOCTb, COCTaB JOJDKHOCTEN

3. JOKYMEHThl, B KOTOpPBIX (DUKCUPYIOT peIIeHHEe aJMUHUCTPATUBHBIX U
OpraHU3aIlMOHHBIX BOIIPOCOB, a TAaK)K€ BOIPOCOB YMNPABJICHHUS, B3aUMOJECHCTBUSA, OoOecreueHus: U
PETyJIMPOBaHMsI IEATENBHOCTH OPTaHOB BIIACTH, YUPEKACHUS

BOIIPOC N 25. UndopmanoHHO-CIIpaBOYHBIE JOKYMEHTHI - 3TO
Tun Bompoca: 1. Bei6op ennHCTBEHHO NMPaBUIIBLHOIO OTBETA
[lena Bompoca (6amtoB): 1

BapunaHToB 0TBETOB:

1. MOKyMeHTBHl, B KOTOPHIX (UKCHUPYIOTCS peIIeHHEe aJIMUHUCTPATHUBHBIX H
OpraHU3aIMOHHBIX BOIIPOCOB, a TAaK)K€ BOIPOCOB YIPABJICHHUS, B3aUMOJCHCTBUS, OoOecrieyeHus: u
pEryJIMpOBaHMsl IEATENBHOCTH OPTaHOB BJIACTH,

YUPEXKACHUH, IPEANPUATUN U OpraHU3aLNM, UX NIOApa3IeIeHUN

2. KOMIUIEKC JOKYMEHTOB, COJEp)KalIMX IpaBHia CO3JaHHs OpPraHU3alliH, B TOM
YuCIIe: BBIOOD ee

OpPraHU3alIOHHO-TIPAaBOBOM  ()OPMBI;  KOMIIETEHLUIO,  CTPYKTYpYy, IUTaTHYIO
YHUCIEHHOCTb, COCTAB JIOJKHOCTEH

3. JTOKYMEHTHI, KOTOpBIE cojepkaT uHpopMaIuioo 0 (PaKTUUYECKOM COCTOSTHHH e
JUTSL IPUHSATHS

OpraHMU3alMOHHO-TIPABOBBIX U PACIOPSAAUTEIbHBIX TOKYMEHTOB

BOITPOC N 26. PaciopsiautenbHble JOKYMEHTBI -3TO
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Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPAaBUIBHOTO OTBETA
Ilena Bompoca (6amioB): 1

BapuaHTOB OTBETOB:

1. nOKyMeHTBI, B KOTOPbIX (HUKCHUPYIOTCA peIIeHHuEe aJAMUHUCTPATHBHBIX MU
OpraHU3alIOHHBIX BOIIPOCOB, a TAaK)K€ BOIPOCOB YIPABJIECHHUS, B3aUMOJCHCTBUA, oOecredeHus U
peryaupoBaHus ACSITEIbHOCTH OPTaHOB BIIACTH,

YUPEKACHUH, IPEAIPUATUN U OpraHU3aLMM, UX NIOApa3IeIeHUN

2. JIOKYMEHTBI, KOTOpBIE cojlepxaT MHpopManuio o (pakTuuecKkoM

COCTOSAHHH JICJI
AT IPUHATUSA

OpPraHMU3alMOHHO-TIPABOBBIX U PACIOPSAUTEIbHBIX TOKYMEHTOB
3. KOMIUJIEKC JOKYMEHTOB, COJEpXallUX IpaBUjia CO3JaHMs OpraHHU3alud, B TOM
qucie: BEIOOp ee
OpPraHU3alMIOHHO-IIPaBOBOM  ()OPMBI;  KOMIIETEHLUIO,  CTPYKTYpYy, IUTaTHYIO
YHCIEHHOCTb, COCTaB JOJLKHOCTEN
BOIIPOC N 27. YcraB — 310
Tumn Bonpoca: 1. BeIOop eqMHCTBEHHO MPAaBUIBHOTO OTBETA
[lena Bompoca (6amioB): 1
BapuaHTOoB 0TBETOB:
1. mpaBOBOW aKT, OMpEAENSIONIMNA CTPYKTYPY, QYHKIMH W TpaBa TNPEANPHSITHS,
OpraHM3alMH, YUPEKICHUSI
2. NpaBOBOM aKT, COAEpXKAIIMKW IIpaBWa, PEryJIUpPYIOLINE OpraHU3allOHHBIE,
HayYHO-TEXHUUYECKHE, TEXHOJOrMYeckrue, (UHAHCOBBIE W HMHbIE CHENMaJIbHbIE CTOPOHBI
NeSITeNbHOCTH  YUPSKICHWH, OpraHu3aluil, MNpeanpusaTud, HX MNOJpa3/ieleHul, Cciayxo,
JOJKHOCTHBIX JIUI U TPakJIaH
BOIIPOC N 28. CtpykTypa u mTaTHasi YUCIEHHOCTh — 3TO
Tun Bompoca: 1. Bei6op e1nHCTBEHHO NMPaBUIBLHOIO OTBETA
[lena Bompoca (6amwioB): 1
BapuaHTOB OTBETOB:
1. mpaBOBOH aKT, 3aKPEIUIAIOIINNA CTPYKTYPY, YUCIEHHOCTh U JOJDKHOCTHOW COCTaB
pabOTHHUKOB OpraHU3aIMU C YKa3aHHEM JOJKHOCTHBIX OKJIAZIOB
2. TOKYMEHT, B KOTOPOM 3aKpeIIsieTCss COCTaB MoJpas/iesieHuil (0TaenoB, ciayx0) u
HITaTHas YUCIEHHOCTh KaXK0ro CTPYKTYPHOTO MOApa3esieHusl U BCeil opraHu3aluu B 1eJIOM
BOITPOC N 29. ITpuka3z — 3t0
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIILHOIO OTBETA
[lena Bompoca (6amtoB): 1
BapuaHTOB 0TBETOB:
1. mpaBOBOM akT, W3AaBa€MbI PYKOBOJAUTENIEM OpraHU3alldd, MPEeANpUATHS,
YUPEXKIEHUS, ACUCTBYIOLIETO HA OCHOBE €IMHOHAUYalIMs, B LEISIX pa3pelIeHUs ONEPATHBHBIX
BOIIPOCOB
2. MpaBOBOM aKT, W3/1aBAEMbIIl PyKOBOJIUTENIEM YUPEXKICHUS B LIEIAX pa3pellieHus
OCHOBHBIX 3a/a4, CTOAIIUX Mepell JAaHHBIM YUPEKICHUEM
BOITPOC N 30. Pacniopspkerue — 3T0
Tun Bompoca: 1. Beibop enTMHCTBEHHO MPABUIIBHOTO OTBETA
Ilena Bompoca (6amtoB): 1
BapuaHTOB 0TBETOB:

1. mpaBoBOM aKT, W3AaBacMbI PYKOBOJAUTENEM OpraHU3alldd, MPEANpUATHS,
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YUPEXKIEHUS, ACUCTBYIOLIETO HAa OCHOBE €IMHOHAUYalIMs, B LEISIX pa3pelIeHUs OINEpaTHBHBIX
BOIIPOCOB
2. IpaBOBOM aKT, IPUHMMAEMbIN KOJUIETHAIIBHBIMA OPraHaMU B LEJSIX pa3pelleHus
HauOoJiee BaXXKHBIX 3aJjay, CTOSIIMX Iepe/l JaHHBIMU OpraHaMHy, yCTaHOBJIEHUs CTaOUIIbHBIX HOPM U
IIpaBUII
BOITPOC N 31. K opranu3aniioHHO-IIpaBOBBIM JJOKYMEHTaM OTHOCST
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB

Ilena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:
yKa3aHue
MOJIOKEHHE 00 OpraHu3aIuu
YUpEIUTEIbHBIN 10rOBOP
periJameHT
CTPYKTYpa U IITaTHAs YUCIEHHOCTh
pacnopsibKeHue
puKa3

8. mITaTHOE pacmnHcaHue

9. mocraHoBieHUE

10. pemenue

11. yctaB opranuzanuu
BOITPOC N 32. K pacniopsiuTeNIbHbIM IOKyMEHTaM OTHOCST:
Tun Bonpoca: 2. BeIOop BO3MOXKHBIX MPaBUIIbHBIX OTBETOB
[lena Bompoca (6awioB): 1

BapuaHTOB OTBETOB:

1. JOMKHOCTHBIE MHCTPYKIIUU paOOTHUKOB

pacropsiKeHus
MIOCTaHOBJICHHUS

2
3
4. peueHus
5.
6.
7.

Noook~whE

YKa3aHUs
yCTaB OpraHu3aluu
TIPUKA3bI

8. mpaBmiia BHYTPEHHETO TPYAOBOTO pacropsiiaka

9. TOJOXKEHHUsS O CTPYKTYPHBIX OIPA3ICICHUSIX

BOITPOC N 33. NHdpopManinoHHO-CIIPAaBOYHBIM JOKYMEHTaM OTHOCST:
Tun Bompoca: 2. Be160p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
[{ena Bompoca (6amioB): 1

BapnaHTOB OTBETOB:
peleHus
aKTBbI
IIPOTOKOJIBI
JIOKJIaJTHBIE U CITY>)KEOHBIE 3aIHCKU
IIPUKA3bI
pacrnopsKeHUs
IIOCTaHOBJICHHUS
CbMa

9. ykazaHus
BOITPOC N 34. Ilpocroe ciy)kebHOe TUCHMO - 3TO
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPAaBUIBHOTO OTBETA
Ilena Bompoca (6amtoB): 1

BapuaHTOB 0TBETOB:

1. muceEMO OZTHOACIIEKTHOE

2. IACBMO COZIepKalllee HECKOJIBKO aCIIEKTOB

ONoGaRwWdE
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BOITPOC N 35. IIpoTrokon — 310
Tumn Bonpoca: 1. BeIOOp €MMHCTBEHHO MPABUIBHOTO OTBETA

Ilena Bompoca (0amioB): 1

BapuaHTOB 0TBETOB:

l. JOKyMEHT, COCTaBJI€HHBIi HECKOJIBKMMHU JIMLIAMHM JUISI TOATBEPKICHUS
YCTaHOBJICHHOTO (haKTa, COOBITHS, TCUCTBUS

2. TOKYMEHT, GUKCUPYIOIUN X0 00CYKACHHS BOIIPOCOB W MPUHSITUS PEIICHUN Ha
coOpaHUsIX, COBELIAHUIX, KOHPEPEHLIUAX U 3aCeJaHUSIX KOJUIETHAIBHBIX OPraHOB

BOITPOC N 36. AKT — 1OKyMEHT
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIBLHOIO OTBETA
Ilena Bompoca (0amioB): 1

BapuaHTOB 0TBETOB:

1. cocraBieHHBIH HECKOJIBKUMHU JIMLAMHU JUISl TOATBEPXKACHUS YCTAHOBIEHHOTO
(bakra, COOBITHS, TCUCTBUS

2. JOKyMEeHT UH(OpPMAlMOHHOTO  XapakTepa, COAEpXalluid  OINHCaHue
MIPOU3BOJICTBEHHON JIEATENbHOCTH OpTaHU3allMM U MOJATBEPXKIECHUE KaKUX-THO0 (HaKTOB, COOBITHIA
BOIIPOC N 37. CnpaBka — TOKyMEHT

Tun Bompoca: 1. Bei6op ennHCTBEHHO NMPaBUIHLHOTO OTBETA
Ilena Bompoca (6amioB): 1

BapuaHTOoB 0TBETOB:

1. cocraBneHHBI HECKOJBKMMM JMIIAMU JJI TOATBEPKICHHUS YCTaHOBJIEHHOTO
(hakTa, cCOOBITUSI, TEHCTBUS

2. ¢ukcupyromui Xoa 00CyX/IeHUS BOIPOCOB M MPHHSTHS PEUICHUN Ha COOpaHUSIX,
COBEIIAHUAX, KOHPEPEHIMAX U 3aCEAAHUAX KOJJIETHAIBHBIX OPraHOB

3. MHPOPMALMOHHOTO XapakTepa, COAEP)KalMi ONMUCAaHHWE MPOU3BOICTBEHHON
JesITeIbHOCTH OPraHU3alliK U TOATBEP)KICHUE KaKUX-TM00 (aKkToB, COOBITUI

BOITPOC N 38 JloroBop npezcrasisieT coooi
Tun Bompoca: 1. Bei6op e1uHCTBEHHO MPaBUIIBHOTO OTBETA
[lena Bompoca (6amwioB): 1

BapuaHTOB 0TBETOB:

1. cormameHue ABYX WM HECKOJBKUX JHIl 00 YCTaHOBJICHUHM, U3MEHEHUU WIII
MPEKpaIeHUH TPAXKTAHCKUX MPaB U 00s13aHHOCTEN

2. IOKYMEHT, BBIJABAE€MBbI 3aEMIIUKOM KPEIUTOPY B MOATBEPXKIECHUE €rO IpaBa B
cllyyae HEUCIOJIHEHHUs OOECIIEYEeHHOTo 3aJloroM 00s3aTeNbCcTBA MOJIYYHUTh MPEUMYIIECTBEHHOE
YIIOBJIETBOPEHHE NIPETEH3UN U3 CTOUMOCTH 3aJI0KEHHOI0 UMYILIECTBA

BOIIPOC N 39. KpeauTHslii JOTOBOp — 3TO
Tun Bompoca: 1. Bei6op e1nHCTBEHHO MPaBUIBLHOIO OTBETA
[lena Bompoca (6amtoB): 1

BapunaHToB 0TBETOB:

1. moroBop, COTJacHO KOTOPOMY OJIHA CTOpOHa (TIOBEpEHHBIN) Oepér Ha celds
00513aTeNLCTBO Mepe1 APYroil CTOPOHOU (JOBEpUTENIEM) COBEPIIUTh OT UMEHHU U 3a CUET TOBEPHUTEIS
oIpeAeNEHHbIE OPUANUECKUE AEUCTBUS

2. IOTOBOP MEXAY KPEAUTOPOM M 3aEMIIUKOM, B COOTBETCTBHH C KOTOPBIM OaHK
WIM WHas KpeIuTHas opraHu3anus (KpeIuTop) OOA3YIOTCS NMPEAOCTaBUTH JCHEXKHBIE CpPEACTBA
(kpenuT) 3aéMIIMKY B pa3Mepe M Ha YCIOBHSX, MPEIyCMOTPEHHBIX JIOTOBOPOM, a 3a&MIIUK
00s13yeTCst BO3BPATUTH IO
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BOITPOC N 40. 3aknroueHue 10roBOpoB NPOXOAUT JBE CTAIUU:
Tun Bompoca: 3. YCTaHOBUTH MOCIIEA0BATEIHLHOCTH OTBETOB
Ilena Bompoca (6amtoB): 1
BapuaHToB 0TBETOB:
1. odepra
2. aKLEenT
BOITPOC N 41. Odepra - 310
Tumn Bonpoca: 1. BeiGop eqMHCTBEHHO MPABUIBHOTO OTBETA
Ilena Bompoca (0amioB): 1
BapuaHToB 0TBETOB:
1. cornacue 3aKJIIOUUTH JOTOBOP
2. peAoKeHue 3aKI0YUTh I0TOBOP
BOITPOC N 42. Akuenr - 3T0
Tumn Bonpoca: 1. BeIOop eqMHCTBEHHO MPAaBUIBHOTO OTBETA
Llena Bompoca (6awioB): 1
BapuaHTOoB 0TBETOB:
1. cornacue 3aKIIOYUTH JOTOBOP
2. TPEeUIOKEHHUE 3aKIIOYUTH JJOTOBOP
BOITPOC N 43. [IpoToKoJibl pa3HOTIacuil K JOrOBOPAM COCTaBIISIOTCA B Cydae
Tun Bompoca: 2. BeIO0p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
[{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. BOBHUKHOBEHHUS CIIOPOB I10 TEKCTY AOTOBOpa
3. paccrieioBaHUSl IPUYHMH W BBISBJICHUS BHHOBHHKOB IOPYM, YTpaThl Oaraxa WU
rpysa
BOIIPOC N 44. Kommepueckuit akT - 3TO
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
I{ena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. JOKyMEHT, BblAaBaeMbIi JoBepuUTeNeM (MPEACTaBIAEMbIM), B KOTOPOM
3a()UKCUPOBAHBI TTOJTHOMOYHSI
MPEJICTaBUTENSI 10 COBEPIIEHUIO CHEIOK M HMHBIX IMPABOMEPHBIX JEHCTBUM, HX
coJiep>KaHue U Mpeebl
2. TOKyMEHT, COCTaBJICHHBINH MEePEeBO3YUKOM, B MOATBEpXKAEHUE (DaKTa HEJOCTauH,
IIOPYM WM TIOBPEXKIEHNUS Ipy3a PU NIEpeade ero rpy3onoiayqyaresio B IyHKTE Ha3HauYeHUs
BOITPOC N 45. JToBepeHHOCTS -
Tun Bonpoca: 1. BeiGop eqMHCTBEHHO MPABUIBHOTO OTBETA
[{ena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:
1. [OKyMEHT, BbIaBaeMblii JoBepuTeneM (MpeACTaBiIsieMbIM), B KOTOPOM
3a(UKCUPOBAHBI TOJTHOMOYUS
MIPEJICTAaBUTENSI 10 COBEPIICHHUIO CIENOK WU HHBIX IMPAaBOMEPHBIX IEHCTBHM, HX
coJiep>KaHue U Mpeebl
2. MTOKYMEHT, KOTOpbIi ohopMIIsieT mpUeM U OTHPAaBKY Ipy3a, MEepeMelleHue MU
OTITYCK MaTepUaJIbHBIX LIEHHOCTEH.
BOITPOC N 46. PaznuuaroT cieayromnue Buabl JOBEPEHHOCTEMH:
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Tun Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1

BapuaHnToB 0TBETOB:

1. renepanpHas

2. TeppuTOpUaATbHAS

3. paszoBas

4. peruoHanbHas

5. crnenuanbHas

6. moroBopHas

BOITPOC N 47. I'enepanbHasi JOBEPEHHOCTb BBIACTCS
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIBLHOIO OTBETA
Ilena Bompoca (6amioB): 1

BapuaHnTtoB 0TBETOB:

1. Tonpko Ha ompeneNeHHbIE BHJIbI JIEHCTBUS (HAIpUMEP: YIPABICHUE aBTOM-M,
cOOp TOKYMEHTOB IPH MOJATOTOBKE K MPOIaXe HEJIB-TH, MPEJACTAaBUTEIBCTBO B CY/E H T.1.) CPOKOM
Ha | rog

2. CO BCEMHU NOJHOMOYHMSAMH (KYIUTU-TIPOJAXH, OQOpMIICHHs, OOpamieHHe B CYI,
cOOp TOKYMEHTOB | T.11.), C IIPABOM IIEPEIOBEPHS M CPOKOM OT 1 10 3 -X JeT

3. TOJBKO Ha BBIMOJIHEHUE PA30BOr0 JACUCTBUS (HAMpUMEp: B3STh JOKYMEHTHI B
KKX, BTU u 1.1.) MOXKeT ObITh PYKOMHMCHON U JACWCTBYET TOJBKO B TEUEHHUE CPOKA BBINOJIHEHUS
JeWCTBUS WM CpoKa yka3zaHHOro JloBeputenem, HO He Oojiee 3 -X MecsleB

BOIIPOC N 48. CnennansHasi JOBEpEHHOCTh BbIIAETCS
Tun Bompoca: 1. Bei6op e1nHCTBEHHO MPaBUIIBLHOIO OTBETA
[lena Bompoca (6amwioB): 1

BapunaHTOB 0TBETOB:

1. TonpkO Ha ompeneNeHHblE BHJIbI JEHCTBUS (HAalpUMeEp: YNpaBi€HHE aBTOM-M,
cOOp TOKYMEHTOB IIPH MOJTrOTOBKE K MPOJAaXe He/lB-TH, IPEACTaBUTENbCTBO B CYJE U T.1.) CPOKOM
Ha | rog

2. TONBKO Ha BBHIMOJIHEHHE PA30BOTO ACHCTBHs (HAPHUMEP: B3ATh JOKYMEHTHI B
XKKX, BTU u T.1.) MOXKET ObITh PYKOITUCHON U JIEHCTBYET TOJILKO B T€UEHHE CPOKA BBITIOJIHEHUS
JeWCTBUS WM CpOKa yKazaHHOTO JloBepuTenem, HO He Ooliee 3 -X MecsIeB

3. CO BCEMH IOJHOMOYHMSAMHU (KYIUTH-TIpOoJiaxku, odopmiieHus, oOpaimieHne B CyI,
cOOp JOKYMEHTOB H T.J.), C TPABOM MEPEIOBEPHS U CPOKOM OT 1 710 3 -X JeT

BOITPOC N 49. DnexkTpoHHBIN TOKYMEHT - 3TO
Tun Bompoca: 2. BeIOOp BO3MOXKHBIX MPaBUIBHBIX OTBETOB
Ilena Bompoca (6amnoB): 1
BapuaHTOB 0TBETOB:
1. cTpaHuLa ¢ MyCTHIMU MOJISIMU, OCTABJICHHBIMU TSI 3aIIOJIHEHUSI TIOJIb30BATEIIEM.
2. TaKOHM JTOKYMEHT, KOTOPBIM CO3J1aH C UCII0JIb30BAHUEM KOMIIBIOTEPHBIX CPE/ICTB
00paboTKu nHGOPMAITUH U MOXKET TOAMKUCHIBATHCS IIUGPOBOM MOITUCHIO.
BOITPOC N 50. JTokymMmeHTOO00pOT

Tun Bompoca: 1. Beibop enMHCTBEHHO MPaBHIIBHOTO OTBETA

Ilena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:

1. »TO nBMXKEHHME IOKYMEHTOB C MOMEHTAa HUX IIOJYYEHHUS WM CO3JaHHs 10
3aBEPILCHUS UCTIOHEHHUS, OTIPABKU WUJIU CAAYU B JIEI0
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2.

3TO  cMemanHas  pabora ¢ JOKyMeHTaMu  (UEHTpaJM30BaHHAs,

JEIEHTPAITM30BaHHAS )

BOITPOC N 51. Ha npeanpusatun pa3inyaloT OCHOBHBIEC IOTOKH JOKYMEHTAIUU:
Tun Bompoca: 2. Bei60p BO3MOXKHBIX MPaBUIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:

1.
2.
3.
4.

BXOJISIIUE
BHCIIHUE
BHYTPEHHUE
HCXOISIINIE

BOITPOC N 52. KoHTpOJIb UCITOJIHEHHS BKITIOYALT:

Tumn Bompoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1

BapuaHTOB 0TBETOB:

1.

2.
3.
4

IMOCTaBKy NOKYMCHTA Ha KOHTPOJIb

pe30IIoIus

IMPOBEpPKa U PECryjinpoBaHUC X04a UCIIOJTHCHU A

yder W 0000IIeHHEe PE3yJbTaTOB KOHTPOJIS HCIOJHEHUS JIOKYMEHTOB,

UH(OPMHUPOBAHHUE PYKOBOIUTEIIS.

5.

IMPOBEPKY CBOCBPCMECHHOT'O TOBCACHUA 10 UCIIOJIHCHUA

BOIIPOC N 53. Pe3omntoniust COAEPIKHUT:

Tun Bompoca: 2. BeIO0Op BO3MOXKHBIX MPaBUIBHBIX OTBETOB
[lena Bompoca (6amwioB): 1

BapuaHTOB 0TBETOB:

6.

ok 0w E

bamunuu

WHUIIMAIIBI UCIIOJTHATEIIEH
coJiepKaHue TOPYUECHHS
CPOK MCIOJIHEHHUS
MOAMNKCH U 1aTy

1eyaTh

BOITPOC N 54. Bce 10KyMEHTBI, TOCTYIAIOINTNE HA TPEINPUATHAE TTPOXO/IST:

Tun Bonpoca: 3. YCTaHOBUTH MOCIE0BATEIBHOCTh OTBETOB
[lena Bompoca (6amtoB): 1

BapunaHToB 0TBETOB:

Mobdhde

5.

NEPBUYHYIO 00pabOTKy
MIpeBapUTEIILHOE PACCMOTPEHNE
perucTparmio

paccMOTpeHHe PYKOBOACTBOM
nepeaayy Ha UCIIOJTHEHHE

BOITPOC N 55. Cnyx0a TOKyMEHTAITMOHHOTO 00ECTIeYeHUs YIIPaBICHUS
Tun Bompoca: 1. Beibop emMHCTBEHHO MPaBMIIBHOTO OTBETA
Ilena Bompoca (6amioB): 1

BapuanToB 0TBETOB:

1. nomxHa npUHUMATh K 00pabOTKE TOIBKO MPAaBMIBHO O(GOPMIICHHBIE TOKYMEHTHI,
UMEIOIIYe IOPUIMUECKYIO CHITY U IPUCITAHHBIEC B TIOJTHOM KOMILICKTE
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2. NOJKHA IPUHUMATh K 00paboTKe JOKYMEHTHI, UMEIOIINE IOPUANYECKYIO CUITY U IIPUCIAHHBIC 110
1o4Te

BOITPOC N 56. Peructpatiusi JOKyMEHTOB - 3TO
Tun Borpoca: 1. Bei6op equHCTBEHHO MPaBUIIBHOTO OTBETA
Ilena Bompoca (6ammoB): 1
BapuaHTOB OTBETOB:
1. dukcanus pakTa co3qaHMS WU TOCTYILICHUS TOKYMEHTA ITyTeM MPOCTaBICHHAS

Ha HEM MHJIEKCa U J1aThl C MOCJIEAYIOLIEHN 3aIIMChI0 HEOOXOUMBIX CBEAEHUN O TIOKYMEHTE
B PETUCTPALIMOHHBIX opMax
2. meperavya JOKYMEHTOB U3 OJIHOT'O MOJPAa3/IEICHUs B Ipyroe
BOITPOC N 57. I'ne XpaHAT TOKYMEHTHI 10 HCTCUCHHSI CPOKOB UX XpaHEHUS?
Tun Bompoca: 1. Be160p eqMHCTBEHHO MPaBUIIBHOTO OTBETA
Ilena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. B Oyxrantepuu
2. B Ciry’x0e JIeIonpon3BO/ICTBA
3. B apxuBe
4.y nupekropa
BOITPOC N 58. Uto noHrMaeTcs 101 IKCIIEPTHU30i?
Tun Borpoca: 1. BeI60p eqMHCTBEHHO MPaBUIIBHOTO OTBETA
Ilena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. 3T0 onpezeneHre 3HaYEHUS TOKYyMEHTOB B IIeJIIX X 0TOOpa Ha XpaHEHue U

YCTaHOBJICHUS CPOKOB XPAHCHHS.
2. 3TO CUCTEMATU3UPOBAHHBIN MepeueHb 3ar0JI0BKOB JIe]l.
BOITPOC N 59. Homenknatypa aem - 3To
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIHLHOTO OTBETA
[lena Bompoca (6amwioB): 1
BapuaHTOB OTBETOB:
1. CITUCOK 3aroJI0BOK JIeJT, 3aBOJAMMBIX HA MIPEIMPHUSITHH, C YKa3aHUEM CPOKOB HX

XpaHEHUs
2. TpYyIIIUPOBKA JOKYMEHTOB B JieJla B COOTBETCTBUU C HOMEHKJIATYpOil
BOITPOC N 60. ®opmupoBaHue A€l - 3TO
Tun Bonpoca: 1. BeIGop eqMHCTBEHHO MPABUIBHOTO OTBETA
[lena Bompoca (6amwtoB): 1
BapuaHTOB 0TBETOB:
1. CIMCOK 3ar0JIOBOK JIeJT, 3aBOJIUMBIX Ha TMPEANIPHUITHH, C YKa3aHHEM CPOKOB HX
XpaHEHUs
2. TpyINIIUpPOBKA JJOKYMEHTOB B JleJla B COOTBETCTBUU ¢ HOMeHKIaTypoit BOITPOC N
61. K ocHoBHBIM 3aauam ciyx0b1 JJIOY MoxkHO otHecT: Tum Bonpoca: 2. Beibop
BO3MOJKHBIX MPaBWIbHBIX 0TBEeTOB llena Bompoca (0amioB): 1
BapuanToB 0TBETOB:
1. COBEPIICHCTBOBAHME ()OPM M METOJIOB PAOOTHI C IOKYMEHTAMU;
2. o0ecrieyeHre eIMHOro MopsiiKa JOKYMEHTUPOBAaHUS, OpraHU3aluu paboTHI C
JOKYMEHTaMU;
3. OCYILIECTBIICHHE MTEPBOHAYAIBHOM (IKCIETUIIMOHHOMN) 00pabOTKH BXOIAIINX
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JOKYMEHTOB;
4. pEerucTpanus BXOASIIUX, UCXOASAIINX U BHYTPEHHUX JIOKYMEHTOB;
5. MOCTPOCHUS UH(OPMALIMOHHO-TTIOUCKOBBIX CUCTEM, KOHTPOJISI UCIIOTHEHUS U
MOATOTOBKH JJOKYMEHTOB K IIepe/jaue B apXUB B COOTBETCTBUU C JIEHCTBYIOIIMMHA HOPMAaTUBAMU;
6.  COKpalleHHe TOKYMEHTO000pOTa;
7. BeneHue UH(OPMAIIMOHHO-CIIPABOYHON  pabOTHI O TOKyMEHTaM OpraHu3aluy;
8.  ynumdukanus GopMm JOKYMEHTOB.
BOITPOC N 62. K texnonornueckuM GpyHKuusm ciayx0sr IOY crenyer otHecTu:
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Ilena Bompoca (6amioB): 1
BapuaHToB 0TBETOB:
1. coBepmercTBoBaHUE (HOPM U METOJOB PAOOTHI C JOKYMEHTaMHU;
2. OCYILIECTBIICHHE  [EPBOHAYAIBHON  (OKCIEAUIIMOHHOW) OOpabOTKM  BXOMSIIUX
JTOKYMEHTOB;
3. perucTpanus BXOISIINX, HCXOASIINX U BHYTPEHHUX JOKYMEHTOB;
yaIUKaIUs GOpM JOKYMEHTOB;

5. BeaeHue MH(HOPMANMOHHO-CIIPABOYHON PaOOTHI MO JOKYMEHTAM OpPTaHU3aIlHH;
6. MaIIMHONMCHOE W3TOTOBJICHHUE JOKYMEHTOB (HA0Op TEKCTa Ha KOMIIBIOTEPE);
7. KONHMPOBaHUE, TUPAKUPOBAHUE U ONEPATUBHOE PA3MHOKEHUE IOKYMEHTOB.
BOITPOC N 63. Opranuzanuonnsie GpyHkuuu ciyx0sl JJOY BrIt04aroT:
Tun Bompoca: 2. BeIO0Op BO3MOXHBIX MPaBUIBHBIX OTBETOB
[lena Bompoca (6amnoB): 1 BapuanToB 0TBETOB:
1. MamMHONMMCHOE M3TOTOBJICHHE IOKYMEHTOB (HAOOp TEKCTa Ha KOMITBIOTEPE);
2.  TOATOTOBKA K JIOKJIQy PyKOBOJICTBY ITOCTYIAONIUX JOKYMEHTOB;
3. opraHu3aius CBOCBPEMEHHOTO PACCMOTPEHUS JIOKYMEHTOB PYKOBOJACTBOM
OpraHH3aIIH;

4. PEryjinpoBaHUC X04a UCITOJIHCHHUA NOKYMCHTOB, ITPOXOXKACHHUA U UCITIOJIHCHUA
AOKYMCHTOB B yCTaHOBHeHHBIﬁ CPOK;

5. BeneHue HHPOPMAIMOHHO-CIIPABOYHOM pabOTHI 10 TOKYMEHTaM OpraHU3aIuy;

6.  opraHu3zaius XpaHEHHUS TOKYMEHTOB B CTPYKTYPHBIX MOJIpa3eieHuUsX;

7. opraHusanusa pa60T51 apxXuBa B COOTBETCTBUH C IIpaBUJIaMU, MHCTPYKIIUAMHA U
METOJIMYECKUMH pekoMeH1anussMu PocapxuBa;

8.  ocymiecTBIIeHHE IEPBOHAYAILHOM (IKCITSAUIIMOHHOM) 00pabOTKH BXOISAIIIHX
JIOKYMEHTOB;

9.  mnoBblmIeHUE KBATU(PUKAIMN PAOOTHUKOB JEIOMPON3BOICTBEHHOMN CITY:KOBI U
apxuBa;

BOITPOC N 64. K koHTpoabHBIM QYyHKIUAM cayxk0b1 JIOY oTHOCHT:
Tun Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
[{ena Bompoca (6amioB): 1
BapuanToB 0TBETOB:
1. KOHTPOJTh 32 MPABIIFHOCTHIO O()OPMIICHUS IOKYyMEHTOB, TPE/ICTABISIEMBIX HA
MOJITHCh PYKOBOJCTBY (TO €CTh HCXOJISIINE U BHYTPCHHUE JIOKYMEHTHI);
2.  pa3pabOTKy HOMEHKJIATYPHI Je]l OpraHu3aIiH,
3. KOHTPOJb 32 CPOKAMH UCIOJIHEHHUS JOKYMEHTOB;
4. OCYILECTBIICHHE KOHTPOJIS 32 MPaBUIbHOCTHIO ohopMiIeHns: U POPMUPOBaHUS B
CTPYKTYPHBIX MOAPA3CNCHHUSIX OpraHU3ally A€, MOIeKAIIUX CAaue B apXUB;
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5. 0000111eHNE CBEJICHUI O XOJI€ U pe3yJbTaTax HCIOJHEHHS JOKYMEHTOB,
cHCTeMaTHYeckoe HH)OPMUPOBAaHHE PYKOBOJICTBA 10 ATUM BOIIPOCAM;

6. NPOBE/ICHUE IKCIIEPTU3bI HAYYHON M MPAKTHYECKON IIECHHOCTH JIOKYMEHTOB;
7. o0ecrieyeHre XpaHEeHUs I U ONIEPATUBHOTO UCIIOJIb30BaHUS IOKYMEHTHOM
nHpopMaIuu.

BOITPOC N 65. Meroaunueckue (GyHKIHH, BeITONHsEMbIE cayx00it IOV, BKIO4atoT:
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Ilena Bompoca (0amioB): 1
BapuaHTOB 0TBETOB:
1. pa3pabOTKy HOMEHKJIATYPbI JIeJl OpraHnu3alui, UHCTPYKLIUHU 110 AEJIOIPOU3BOJICTBY,
Tabenst (GopM MOKYMEHTOB U JPYIHMX JIOKAJbHBIX HOPMATHUBHBIX JIOKYMEHTOB, 3aKPEIUISIOIIUX
CUCTEMY JIEJIONPOU3BOICTBA OpraHU3aluy;

2. NPOBEJCHUE SKCIIEPTH3bI HAYYHOU U MPAKTUYECKON IIEHHOCTH JJOKYMEHTOB;

3. 00001IIeHIE CBEIEHUH O XOJIe B Pe3yJbTaTaX UCIOJHEHUS JJOKYMCHTOB,
crcTeMaTnyeckoe HHPOPMHUPOBaHUE PYKOBOJICTBA 110 3TUM BOIIPOCAM;

4. OCYIIECTBIICHHE NIEPBOHAYAIBHOM (IKCIIETUIIMOHHOM ) 00pabOTKH BXOISIIINX
JOKYMEHTOB,

5. MIPOBE/ICHUE COBEIAHNH U KOHCYJIBTHPOBAHKE TI0 BOIIPOCAM, OTHOCSIIIUMCSI K

KOMITETEHITUH JIETIONPOU3BOJCTBEHHON CITYKOBI.
BOIIPOC N 66. [Teuats - 310
Tun Bonpoca: 1. BeIGop eTMHCTBEHHO MPABUIBHOTO OTBETA
I{ena Bompoca (6amioB): 1
BapuaHTOB 0TBETOB:

1. nmnewarp, wucnonb3dyeMas Uil 3aCBUAETEIbCTBOBAHMUS  JIOKYMEHTOB, HMCXOJSIIUX
HETIOCPEICTBEHHO OT UMEHHU CTPYKTYPHOTO To/ipa3ienieHus (KaapoBasi, Oyxraarepckas u T.1.).

2. CpencTBO, KOTOPOE  HCIONB3YeTcs ISl JIOTIOJIHUTENFHOTO  O(HUIHAIBEHOTO
MIOATBEPKICHUS YIIOJIHOMOUYEHHBIM JIMIIOM JEHCTBUTEIBHOCTH U3bBABISIEMON UM BOJIM WM JIPYron
uHboOpMallMK, Ha KOTOPOE YCTAHOBJIEH OCOOBIH MOpPAJOK HW3TOTOBIEHMS, XpaHEHUS U
HCIOJIb30BaHUS.

3. Tmeyarb MNpaBWIBHOW Kpyrjod ¢opmbl, B IEHTpE KIUIIE HMEIONas 3epKalbHOe
otoOpakenue ['ocynapcTBenHoro repoa PO.

BOITPOC N 67. IIpocrast medats - 3TO

Tun Bompoca: 1. Bei6op e1nHCTBEHHO MPaBUIBLHOIO OTBETA
[lena Bompoca (6amwtoB): 1

BapuaHTOB 0TBETOB:

1. cpeactBo, KOTOpo€  MCIONB3YeTCs  JUIsL  JOMOJHUTEIBHOTO  O(UIMAIBEHOTO
MIOATBEPK/ICHUS YIIOJIHOMOUYEHHBIM JIMIIOM JEMCTBUTEIBHOCTH U3bBABIAEMON UM BOJIM WM JIPYron
uHpOpMallMK, HA KOTOPOE YCTAHOBJIEH OCOOBIH TOPAJOK HW3TOTOBIEHMS, XpaHEHUS U
HCIIOJIb30BaHUS.

2. TmeyaThb TNPaBUIBHOM Kpyriaod ¢GOpMbl, B LEHTPE KIUIIE HMEIoLas 3epKalbHOE
otoOpakenue ['ocymapcTBenHoro repoa PO.

3. meuaTh, WHCHOJb3yeMas [UIsl 3aCBUICTEIBCTBOBAHHUS JOKYMEHTOB, HCXOISIINX
HEMOCPEACTBEHHO OT UMEHH CTPYKTYPHOIO Moipa3esieHus (KaapoBas, Oyxraiarepckas u T.1.).

BOIIPOC N 68. Ilepeuncnute 3a1auu apxuBa:
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX PAaBUIIBHBIX OTBETOB
[{ena Bompoca (6amioB): 1
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BapuaHTOB 0TBETOB:
1. nmpuewm, yuer u XxpaHeHue JOKYMEHTOB, 3aKOHYEHHBIX JI€JI0IPOU3BOJICTBOM;
2. 0000meHue CBeIEeHHMM O Xoje M pe3ynbTaTaXx MCIOJHEHHsS JIOKYMEHTOB,
cucreMaTuyeckoe HH(GpOPMHUPOBaHUE PYKOBOJICTBA 110 3TUM BOIIPOCAM;
3. MH(OPMALMOHHO-CIIPAaBOYHAas pab0Ta 0 apXUBHBIM JOKYMEHTAM IPEANPUATHS;
4. opraHu3alMOHHO-METOJUYECKAas [IOMOILb 110 BEIEHUIO JIEJIONPOU3BOACTBA.
BOITPOC N 69. DnekrponHas mudpoBasi HOIIUCH - ITO
Tumn Bonpoca: 2. BeIOOp BO3MOXKHBIX MPAaBUIIBHBIX OTBETOB
Ilena Bompoca (6amnoB): 1
BapuaHTOB OTBETOB:
1.  crpaHuna ¢ myCTbIMH MOJIIMHU, OCTaBJICHHBIMHU IS 3alI0JHEHUS I10JIb30BATEIIEM.
2.  JIOKyMEHT, KOTOPBIA CO3/]aH C UCIOJIb30BAaHUEM KOMIIBIOTEPHBIX CPEICTB 00pabOTKU
uHGOpMAaLUU U MOXKET MOANUCHIBATHCS LIM(PPOBOI MOAMUCHIO.
3. aHaNor py4HO! MOAMUCH, KOTOpas MpeJHa3HaYeHa ISl 3aIlUThl MHPOPMALIUH,
rapaHTHPYET KOHTPOJIb UEJIOCTHOCTH U IOATBEPKAACT IMOJUIMHHOCTD 3JIEKTPOHHOT'O JIOKYMEHTA.
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