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1. IIACHOPT PABOYEH ITPOTPAMMBbI YYEEHOH JUCITHII/IHHBI
«IOKYMEHTAIIHOHHOE OBECHHIEYEHHUE YIIPAB/IEHHUA»

1.1. MecTo 1MCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl:

Hucummumaa  OIL06.  «/lokyMeHTanmoHHOe  OOeclieYeHHE  YIpaBICHHUS»  SBISCTCA
00s3aTeNIbHOM  4YacThl0  OOIIENPO(ECcCCHOHAIBHOTO  LMKJIA  OCHOBHOM  MpodecCHOHaIbHON
obpazoBarenbHOU nporpaMmMbl B cootBeTcTBUU ¢ OI'OC 1o cnerumanbaocT 38.02.01 «DKoHOMUKA U
OyXTalnTepCKUi y4eT (110 OTpacisim).

Huctummuaa  OI1.06.  «/lokymeHTanmoHHOE OOecleueHne YIpaBJIeHUs» 00ecrevYnBacT
dhopmupoBaHKe 00X U MPOPECCHOHAIBHBIX KOMITETEHIINIA 110 BceM BuaaMm aestenbHoctd GI'OC no
cnenmanbHocTH 38.02.01 «OxoHOMUKAa M Oyxranrepckuil yuer (mo orpacisim)y. Ocoboe 3HaueHUe
TUCHUILUIMHA UMEEeT Npu (POPMHUPOBAHUM U DPA3BUTHH CIEAYIOIIUX OOMIMX M MHpodecCHOHATbHBIX
kommnereniuii: OK 01-OK 05, OK 09, TIK 1.1-1.4, 11K 2.1-2.7, [1IK 3.1-3.4, [IK 4.1-4.7.

ITepedyeHn oOIUX KOMIIETEHITUN

Kon HanMmeHoBaHHeE 00X KOMIIETCHITHIA

OK 01. BriOupats cioco0s! perienus 3a1ad npopecCHOHANBHON NesITeTbHOCTH,
MPUMEHUTEIBHO K Pa3JIMYHbIM KOHTEKCTaM

OK 02. Hcnonb3oBaTh COBpEMEHHBIE CPEICTBA OMCKA, aHAIM3a U HHTEPIPETalluU

uHpopManuy 1 nHHOPMAIIMOHHBIE TEXHOJIOTUH JIUISI BHITIOJTHEHUS 3a/1a4
npodecCHOHATIBHOM AESTebHOCTH

OK 03. [TmanupoBaTh U peann30BbIBATH COOCTBEHHOE MPOPECCHOHATHFHOE 1 TMYHOCTHOE
pa3BHUTHE, IPEANPUHIMATEILCKYIO IESTEIBHOCTh B PO ecCHOHATBHO chepe,
HCII0JBb30BAaTh 3HAHUS I10 (1)HHaHCOBOI>’I IrpaMOTHOCTH B pa3IMYHBIX )KU3HCHHBIX

CUTYaIUsIX
OK 04. D dexTHBHO B3aNMOICHCTBOBATh U Pa0OTATh B KOJUIEKTHBE U KOMaH/IC
OK 05. OcyecTBIATh YCTHYIO U MUCbMEHHYIO KOMMYHHUKAIIMIO HA TOCY1apCTBEHHOM

s3pike Poccuiickoit denepanuu ¢ yuetom 0COOEHHOCTEH COIMAIbHOTO U
KYJIbTYPHOI'O KOHTEKCTa

OK 09. [Tonb3oBatbes mpodeccrnoHalbHOM TOKyMEHTaluel Ha TOCYAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

[Tepedens npodeccuoHamTbHBIX KOMIETEHITHI

Kon HanmenoBaHue BUAOB AeATEJILHOCTH H NPOGECCHOHATBHBIX KOMIIETEHIUI

IIK 1.1. OO6pabaTbIBaTh NEPBUUHBIE OYXTaNTEPCKUE TOKYMEHTHI

IK 1.2. Pa3zpa0aTbiBaTh M COTJIACOBBIBATH C PYKOBOJCTBOM OpraHU3alMM pabouuil miaH
CYETOB OYXTaJITEPCKOr0 y4eTa OpraHu3alu

I1K 1.3. [TpoBOIUTH yueT JEHEKHBIX CpEACTB, OGOPMIIATH JEHEXKHbIE U KacCOBbIE
JIOKYMEHTBI

I1K 1.4. ®opmupoBaTh OyXrajaTepckue IpOBOJKM IO Yy4YeTy AaKTHBOB OpraHu3alMMd Ha

OCHOBE pabouero MiaHa C4eToB OYXrajlTepcKoro ydyera

Kon HanmeHoBaHMe BUIOB 1eSITEJIbHOCTH U NPO(eCCHOHATBHBIX KOMITETEHIHI

IIK 2.1. ®opmupoBaTh OyXraiarepckue TMPOBOJKM [0 Y4YeTy MCTOYHHUKOB AKTHUBOB
OpraHu3alK Ha OCHOBE pab0Yero IIaHa CYETOB OyXTaJITEpCKOro ydera

IIK 2.2. BeInonHATE MOpy4YeHUsT PYKOBOJACTBA B COCTAaBE KOMHUCCUM I10 WHBEHTApU3AIUU




AKTHUBOB B MECTaxX UX XpPaHCHUA

I1K 2.3. IIpoBoauTh TIOATOTOBKY K HWHBEHTApHU3aUUMU M IIPOBEPKY JAECUCTBUTEIBHOTO
COOTBETCTBUS (PAKTMYECKHUX JaHHBIX MHBEHTApU3allMH JAaHHBIM yueTa
I1K 2.4. OTtpaxaTh B OyXraJTepCKHX MPOBOJKAX 3a4eT M CHUCAHWE HEIOCTaud LIEHHOCTEH
(perynupoBaTh HHBEHTApU3ALMOHHBIE PA3HUIIbI) 10 Pe3yIbTaTaM MHBEHTapU3aLuU
IIK 2.5. [TpoBOIUTH MpoLIEeAYpHl MHBEHTAPU3AMH (PUHAHCOBBIX 0053aTEIbCTB OPraHU3aluN
I1K 2.6. OcymiecTBiATh c60p MHPOPMALIUU O ACITEIBHOCTH 00BEKTa BHYTPEHHETO0 KOHTPOJIS
[0 BBINOJIHEHUIO TpeOOBaHMN MPAaBOBOM M HOPMATHBHOM 0a3bl U BHYTPEHHMX
pErIaMeHToB
IIK 2.7. BBINOMHATE KOHTPOJBHBIE MPOUEAYPbl MU HMX JOKYMEHTUPOBAHHWE, TOTOBUTH U
o(opMIIATH 3aBepIIAIOIME MAaTePHAIIbl IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS
Kon HaumeHoBaHue BUI0B 1eITeJIbHOCTH U NPO¢ecCHOHATBHBIX KOMIIEeTeHIIHIl
IIK 3.1. ®opmupoBaTh OyXralaTepcKkrue IPOBOAKY 110 HAUNCIEHHIO U IIEPEUNCIICHUIO
HAJIOTOB U COOPOB B OOJPKETHI PA3JIMYHBIX YPOBHEM
IIK 3.2. OdopMiATh MIIATEKHBIE TOKYMEHTBI AJIS [IEPEUUCIIEHUS HAJIOTOB U cOOpPOB B
OI0KET, KOHTPOJIUPOBATH UX MPOXOKIEHHUE 10 PACYETHO-KACCOBBIM OAHKOBCKUM
onepauusaM
IIK 3.3. dopMHUpOBaTH OYXTAITEPCKHUE MPOBOAKU MO HAYUCIICHUIO U TEPEUUCICHUIO
CTPaxOBBIX B3HOCOB BO BHEOIOPKETHBIE (DOHIbI M HAJIOTOBBIE OpPraHbl
[IK 3.4. OdopmisATh TUIaTEXKHbIE JOKYMEHTBI Ha MIEPEYUCIEHUE CTPAXOBbIX B3HOCOB BO
BHEOIO/KEeTHBIE (DOH/IbI M HAJIOIOBbIE OPTraHbl, KOHTPOJIMPOBATH X MPOXOXKACHUE
110 PACYETHO-KACCOBBIM OAHKOBCKUM OTEpAIHsIM
Kon HaumeHoBaHue BUIOB 1eITeJIbHOCTH U NPOo¢ecCHOHATbHBIX KOMIIeTeH it
[IK 4.1. OTtpaxaTh HapaCTAIOIIMM UTOTOM Ha cueTax OyXTaJTepCKOro ydera
UMYIIECTBEHHOE U (PHAHCOBOE MOJIOKEHUE OPTaHU3aLUH, OTIPENENATh PE3yJIbTaThl
XO3SIICTBEHHOM JESTEIbHOCTH 33 OTYETHBIN MEPHO]T
IIK 4.2. CocrtaBnath GopMbl Oyxranrepckoit (prHaHCOBOI) OTYETHOCTH B YCTaHOBIICHHBIE
3aKOHOJATEILCTBOM CPOKH
[1IK 4.3. CocTaBnsTh (0TUETHI) M HAJIOTOBBIE ACKJIapaliy 110 HaJIoraM U cOopaM B OIOJKET,
YUUTHIBasi OTMEHEHHBIN eMHbIN cotmanbHbli Hasor (ECH), oTueTsl 1o cTpaxoBbIM
B3HOCaM B TOCYJJapCTBEHHbIE BHEOIOIXKETHBIE (DOH/IBI, a TAKXKE (POPMBI
CTaTUCTUYECKOM OTYETHOCTH B YCTAaHOBJIEHHBIE 3aKOHOIATEILCTBOM CPOKHU
[IK 4.4. [TpoBOAMTH KOHTPOJIb U aHAIU3 UHPOPMAIIUK 00 akTHBaX U (UHAHCOBOM
MOJIOKEHUU OpPTraHU3alliH, ee IIaTeKecnoCOOHOCTH M JOXOJHOCTH
I1K 4.5. [TpyHMMaTh yyacTHe B COCTaBICHUH OM3HEC-TUIaHa
IIK 4.6. AHanu3upoBaTh PUHAHCOBO-XO3SHUCTBEHHYIO J€STEIbHOCTD, OCYILIECTBIIATH aHAIU3
uH(pOopMalnu, NOJYYEHHON B XOJI€ MPOBEIEHUS KOHTPOJIBHBIX MPOLIEYD,
BBISIBJICHHE U OLICHKY PUCKOB
[IK 4.7. IIpoBOINTE MOHUTOPHHT YCTPAHEHHSI MEHEI)KMEHTOM BBISIBIICHHBIX HApPYLICHUH,

HCOOCTATKOB U PUCKOB.




1.2. Ilnanupyemble pe3yabTaThbl 0CBOEHUS THUCIUIIMHBI:

B pe3ynbrate uzyueHus

JUCHUITIIMHBI O6y‘{aIOHIHI>'IC${ JOJIZKCH:

ymemp: -

0pOPMIISITh TOKyMEHTAIMIO B COOTBETCTBUHU C HOPMAaTUBHOM 0a30H,
B T.4. C UCIIOJIb30BaHHEM WH()OPMALIMOHHBIX TEXHOJIOTHIl;
OCBaMBaTh TEXHOJOTMU aBTOMaTU3UPOBAaHHON 00pabOTKU
JIOKYMEHTAUU;

UCTIOJIb30BaTh YHU(PHUIIMPOBAHHBIE (POPMBI IOKYMEHTAIIUH;
OCYLIECTBIISATh XPaHEHUE, IOUCK TOKYMEHTOB;

UCII0JIb30BaTh TEJIEKOMMYHHUKAIMOHHbIE TEXHOJIOTUU B
AIIEKTPOHHOM JOKYMEHTO000POTE;

3HAamb». -

OCHOBHBIE MOHATHS JOKYMEHTAI[HOHHOTO 00ECTIeYeHHUS
yIpaBICHUS;

CHCTEMBI JOKYMEHTAIIHOHHOTO 00ECTICUYeHHS yIIPaBIICHUS;
KJIacCU(UKALIUIO TOKYMEHTOB;

TpeOOBaHUS K COCTABICHUIO M OPOPMIICHHIO TOKYMEHTOB;
OpraHu3aIuio JOKYMEHTO000poTa: IpreMa, 00padoTKy,
pErucTpaltio, KOHTPOJIb, XPAHEHNE JOKYMEHTOB, HOMEHKIIATYPY
el

umemso -
npakmuyecKui
onvim: -

oopMIIeHHsT JOKYMEHTAIMH B COOTBETCTBUHM C HOPMAaTUBHOU
6a30H, B T.4. C HCIOJIb30BAHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;
OCBaMBaHUs TEXHOJIOTUI aBTOMAaTU3UPOBAHHOW 00pabOTKH
JOKYMEHTALUH;

WCTIOJIb30BAHUS YHUDHUIIMPOBAHHBIX (POPM JOKYMEHTAIUH;
OCYILIECTBIICHUS XPaHEHUs], IOUCK JOKYMEHTOB;

HCIIOJIb30BaHUs TEJIEKOMMYHUKAITMOHHBIX TEXHOJIOTUH B
3JIEKTPOHHOM JIOKYMEHTO00O0pOTE.

2. CTPYKTYPA ¥ COJAEP)KAHUE YUYEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOI TMCUUIIMHBI U BU/IbI Y4eOHOH padoThl
Buj yueOHoi1 padoThI O0bem yacoB
O0bem o0pa3oBaTeIbHON NPOrpaMMbl Y4eOHO 1M CHHMIIJIMHbI 32
B TOM YHCIIE:
TEOpEeTHUECKOe 00yUueHue 22
nabopaTopHbIe paboThI -
MPaKTUYECKHUE 3aHATUS 10
KypcoBasi paboTa (IpoeKT) -
KOHTpPOJIbHAs paboTa -
Camocmosmenvras paboma -
[Ipome:xyTOUHASI ATTECTALUSA I[Hq)q)epe:aliil:maﬂﬂbm




2.2. TemaTn4yeckni IUIAH U COJlePKAHUE Y4eOHOM M CIUNINHbBI

HaumenoBanue Conep:kanue yueOHOro MaTtepuasa u GopMbl OPraHU3anUM AeATeIbHOCTH Oo0bem
pa3iesioB U TeM o0yuarommxcst B Yyacax
1 2 3
Tema 1.BBenenue. Coaep:xanue yueOHOTo MaTepHaJia 2
JIOKyMeHT u cucrema 1.3nauenne u  copep)kaHuWe JAUCHUIUIMHBI  «/loKyMeHTanmoHHOEe  obOecreueHue
AOKYMEHTAIlUN yIpaBICHUS. [Tonsitue TEPMHHOB «TOKYMEHT, «IOKYMEHTHPOBAHUEY, 9
«JOKYMEHTALIMOHHOE OO0ECIeYCHNEe YIPABICHUA». YHU(DUKAIUS W CTaHAAPTU3ALUU
yIpaBICHYECKUX JOKYMEHTOB
Tema 2. Conep:xanue yueOHOTo MaTepHaJia 6
Opra}[n:;aup[o]{]{o- 1. OpFaHI/I3aHI/IOHHI>IC AOKYMCHTBI — YCTaB, YYPCAUTCIILHLIC OOTOBOP, IIOJOXKCHUC.
pacnopsiiuTeIbHbIe PacniopsiiutenbHble JOKYMEHTBl — IpPUKa3, PacloOpsyKEHUE, yKa3aHUE, OCTAaHOBJICHUE,
AOKYMEHTBI penenue, THCTPYKIMS, IIPOTOKOJI. 4
CripaBo4HO-HH(OPMAIIMOHHBIE  TOKYMEHTBI:  CIIy)KeOHast 3amucKka, OOBSICHUTEIbHAS
3aIncKa, akT, CIpaBKa, CIyKeOHbIe MIChMa
B Tom unciie, NPaKTHYECKUX 3aHATHH
IIpakTuyeckoe 3ansaTue. CocraBieHue u 0QpopMIICHUE PACTIOPIKEHUS
Tema 3.Kaaposas Copepxanue yueOHOro MmaTepmuasa 8
AOKyMeHTalusi -
1.JlokyMEeHTUpOBaHHE TPYJOBBIX MpaBOOTHOLIEHUH. COCTaB U OCOOEHHOCTH O(hOPMIIEHUS
JIOKYMEHTOB T10 JIMYHOMY COCTaBY. 4
2.KommiekroBanue JIUYHOTO Jnena. ABrooworpadus. Pesrome. 3asBneHue o npueMe Ha
paboty. [Ipuka3sl Mo TMYHOMY COCTaBY.
B Tom unciie, npakKTHYECKHUX 3aHATHH 4
IIpakTuyeckoe 3ansaTue. OdopmieHne NpUKa3oB Mo JUYHOMY cocTaBy. OdopmiieHue 2
CIIPABOK, JOKJIATHOW U CITY>KeOHOM 3alMiCKH, aKTa
IIpakTuyeckoe 3ansaTue. OdopmieHne TPyI0BOTO JOrOBOpa, MPUKa3a o MpueMe Ha 9
paboty, opopmiieHHE TPYIOBOIM KHUKKU
Tema 4. JloroBopHo- Conep:xanue yueOHOro MaTepuaJia 6




npaBoBasi 1.IlonsiTus norosopa. Busl 10roBopoB.
AOKYMCHTalMHd 2.IlpaBmia odopmieHUS TNPETEH3HMOHHBIX THceM. DOpMYyNsp HMCKOBOTO 3asBIICHUS, 4
TpeOOBaHUS K €ro 0hOpMIICHHUIO
B Tom unciie, npakTHYecKNX 3aHATHI 2
IIpakTyeckoe 3ausgTue. OdopmiieHre JOroBopa KyIIH-MPOAaKH 2
Tema 5. Coaep:xxanue yueOHOro MaTepuaJia 2
HousTue 1.CoctaB u yuder oObeMa JOKyMeHTOOoOOpoTa mpeanpustuii. Opranuzanus padoThl C
JOKYMEHT0000poTa, BXOJSILEH, UCXOJAILIEH U BHYTPEHHEN JOKYMEHTaUEH 2
perucrpanus 2. ba3pl JaHHBIX Ui XpaHeHus JoKymMeHToB. PabGora c 3ampocamu. Pabora ¢
AOKYyMEHTOB AJIEKTPOHHBIMU JIOKYMEHTAMH.
Tema 6. Coaep:xxanue yueOHOro MaTepHaJia 8
Opranusanus l.Homenknarypa gen. MHauBuiayallbHble, CBOJHBIE, IPUMEpPHBIE U  TUIIOBHIE
OIepPaTHBHOIO 1 HOMEHKJIATYpBhI JIE. 6
APXUBHOI'0 XPAHEHUS | 2 [oAroTOBKA U MOPSIOK NEpElayu el B apXUB. 3aKOHOJATEIIbHbIE AKThl 1 HOPMATUBHO-
AOKYMEHTOB METOUYECKUE NOKYMEHTHI I10 apXUBHOMY XPaHEHHUIO JTOKYMEHTOB.
B Tom unciie, NPAKTHYECKUX 3aHATHH 2
IIpakTnyeckoe 3ansTue. CoBpeMeHHbIE 0QHCHBIE HHPOPMAIIMOHHBIE TEXHOJIOTHH 2
Kypcosoii npoekT (pabora) (ne npedycmompena)
CamocTosiTe/ibHasA yueOHasi padoTa 00y4yaionierocs Haji KypcoBbIM NPoeKToM (padoToii) (1e npedycmompena)
Bcero: 32




3. OCOBEHHOCTHU PEAJIM3AIIMU JUCHUIIJIMHBI B OTHOIIEHUHA JIUI U3 YNCJIA
MHBAJIMJIOB U JIUL] C OTPAHUYEHHBIMU BO3MOKHOCTSAMMU 3]10POBbSI
O6yanOU.[I/IeC5I C OrpaHM4YCHHBIMHU BO3MOXHOCTAMH 3J0POBbs, B OTIUYHUC OT OCTAJIbHBIX
00y4aroIIUXCs, MMEIOT CBOU Criel(pruIeckue 0COOCHHOCTH BOCIIPHSITHS, IEpepabOTKU MaTepraia.
[TonGop u pa3paboTka yu4eOHBIX MATEPHUATIOB JOJDKHBI MPOU3BOJUTCS C YYETOM TOTO, YTOOBI
NPEOCTABNIATh 3TOT MAaTEpPUaANl B PA3IUUHBIX (OPMAxX TakK, 4TOObI MHBAIMIBI C HAPYIICHUSAMH CITyXa

nojyyanu WHGOpPMAIMIO BU3YaJbHO, C HApYUICHUSMH 3pEHUS — ayAualbHO (Hampumep, ¢
UCIOJIb30BAHUEM IPOTrPaMM-CHUHTE3aTOPOB peYM) MWJIM C MOMOILBI TU(IOMHPOPMALMOHHBIX
YCTPOMCTB.

Br160op cpeacTB U MeTO10B 00Y4E€HUS OCYLIECTBIISIETCA caMUM IpenoAaBatensM. [lpu stom B
00pa30BaTeNLHOM MPOIIECCe PEKOMEHIYETCSl UCIOIb30BaHUE COIUAIBHO-aKTUBHBIX U Pe(ICKCHBHBIX
METOJIOB 00YyYeHHMsI, TEXHOJIOTHI COLMOKYJIbTYPHOI peaduiauTaluu C LEeNbI0 OKa3aHWs MOMOUIM B
YCTAaHOBJICHUH TIOJHOLEHHBIX MEXIMYHOCTHBIX OTHOIICHHW C JPYTHUMU OOYYArOIIUMHUCS, CO3TAHHUH
KOM(OPTHOTO MICUXOJIOTUYECKOTO KJIIMMAaTa B CTYJCHUECKOH TpyIIIe.

CornacHo TpeOOBaHUSAM, YCTaHOBICHHBIM MUHOOpHayku Poccuu K TOpSAKY pean3aiuu
00pa30BaTeNbHON AEATEIbHOCTH B OTHOIICHWH WUHBAJIUAOB U JIUL C OTPAHUYEHHBIMUA BO3MOXXHOCTSMU
3JI0POBBSI, HEOOXOIMMO UMETh B BHJIY, UTO:

1) MHBANK/IBI U JIMIIA C OTPAHUYECHHBIMH BO3MOXHOCTSIMU 37J0OPOBBS 110 3PEHUIO UMEIOT MPABO
MIPUCYTCTBOBATh Ha 3aHATHUSAX BMECTE C aCCHCTECHTOM, OKA3bIBAIOIIMM OOYYaIOIIEMYyCsi HEOOXOIUMYFO
MTOMOIIIb.

2) MHBAUBI U JIUIA C OTPAHUYCHHBIMU BO3MOYKHOCTSIMU 3JIOPOBBS IO CIIyXY UMEIOT IIPAaBO Ha
MCIOJIb30BaHUE 3BYKOYCUIMBAIOIICH arnmaparypsbl.

[Ipn npoBefcHWHM TPOMEKYTOYHOW AaTTECTAIlMM TI0 JUCIUIUIMHE O00eCIeYrBacTCsl COOJIOICHUE
CJIEYIOIIUX OOIINUX TPeOOBaHUM:

- TIPOBEJICHUE ATTECTAIMH IS HMHBAIHIOB B OJJHOW ayJUTOPHH COBMECTHO C OOYJArOIIUMHUCH,
HE SBISIOUIMMUCS HWHBAIWIAMHU, €CIU 3TO HE CO3[aeT TPYIAHOCTEH Ui WHBAIUAOB U HHBIX
00yJaromuXcst P MPOXOKICHUU TOCYIAPCTBEHHON HTOTOBOM aTTECTAINH,

- TMPHUCYTCTBHUE B ayAUTOPUHU ACCHUCTEHTa (ACCHCTEHTOB), OKAa3bIBAIOIIETO OOYYArOIIMMCS
WHBAJIUJIaM HEOOXOJIMMYI TEXHHYECKYIO TIOMOINb C YY4€TOM WX HHIUBUAYAIBHBIX OCOOCHHOCTEU
(3aHsATH pabouee MecTO, TMepeABUIaThbCsa, NPoOUYUTaTh U O(QOPMHUTH 3aJaHue, oO0IaThci C
9K3aMEHaTOPOM);

- MOJb30BaHHE HEOOXOAUMBIMH OOYYAIOUIMMCS MHBAIHMAM TEXHUYECKUMHU CPEICTBAMHU IPH
MIPOXOKJCHUH aTTECTAIMU C YISTOM UX HHIUBUAYATBHBIX OCOOCHHOCTEH;

- obecre4yeHre BO3MOXKHOCTH OECIHpEemsITCTBEHHOTO JOCTyna OOy4aroluxcs WHBAJIHIOB B
ayJTUTOPUH, TYaJICTHBIC U JAPYTUe TIOMEIICHHSI, & TAKXKe X MPEObIBAaHMS B YKa3aHHBIX IOMEIICHUSX.

[Io mnucbMeHHOMY 3asBIEHUIO OOYyYalolIerocs WHBAIMIA TMPOJAOKUTENBHOCTh CIIA4H
o0yJaromuMcsl MHBATHJIOM 3K3aMeHa MOXET OBITh YBEJIMYEHA IO OTHOIICHUIO K YCTAaHOBJICHHOMN
MIPOJOIKUTENFHOCTHU €0 CIauyH:

- TIPOJIOJKUTEIILHOCTD CAaYd 3K3aMeHa, MPOBOJUMOr0 B MMUChMEHHOU (hopMme, - He Oosiee deMm
Ha 90 MUHYT;

- TPOJOJDKUATEIBHOCTh MOATOTOBKH OOYYAIOMIErocs K OTBETY HAa JK3aMEHEe, MPOBOJUMOM B
ycTHOM (opme, - He OGosiee ueM Ha 20 MUHYT;

B 3aBHcMMOCTH OT WHIWBHIyaJdbHBIX OCOOCHHOCTEH OOYYaIOMUXCS C OTrpaHHYCHHBIMH
BO3MOXXHOCTSIMU 3JIOPOBBSI OpraHHU3aIusi 00ecreunBaeT BBINOJIHEHHUE CIEAYIONINX TpeOOBaHUN TpH
MIPOBEJICHUU aTTECTAIUH:

a) JUIsl CJICTIBIX:

- 3aJjaHUsl M WHBIC MaTepHallbl JUIsl CIAadd 3K3aMeHa O(OPMIISIOTCS Pelbe(HO-TOUCUHBIM
mpudrom bpaiins win B BUIE 3IIEKTPOHHOTO TOKYMEHTA, JOCTYITHOTO C TIOMOIIBbIO KOMIBIOTEpA CO
CHCTIMATN3UPOBAHHBIM TIPOTPAMMHBIM 00€CIIEICHHUEM TSI CIICTIBIX, TUOO 3aUMTHIBAIOTCS aCCHCTCHTOM;

- TUChMEHHBIC 3a/IaHUS BBIMONHSIIOTCS OOydJaIIUMUCA Ha Oymare penbedHO-TOYSUHBIM
mprudTom Bpaiinsg wim Ha KOMITBIOTEpPE CO CICIHATU3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM IS
CJIETIBIX, JIMOO HATUKTOBBIBAIOTCS ACCUCTEHTY;



- [pu  HEOOXOAWMMOCTH  OOYyYAIOUIUMCS  TPEJOCTaBISETCS  KOMIUIEKT  MHUChMEHHBIX
MPUHAICKHOCTEH W Oymara Juisi mUchbMa pelibe()HO-TOYCUHBIM IpUGTOM bBpaiins, koMmbloTep CO
CHETHATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICYCHUEM JTS CIICTIBIX;

0) st c1aboBUIAIINX

- 3aJIaHUS U MHBIE MATEPUAIIBI JIJISl CIaYH dK3aMeHa 0(hOPMIISIOTCS YBEIMUYECHHBIM IPU(TOM;

- oOecrieyrBacTCsl MHIMBUyalbHOE PaBHOMEPHOE ocBemeHue He MeHee 300 Jrokc;

- TpU HEOOXOAUMOCTH OOYYAIOUIUMCS TPEIOCTABIISACTCS YBEIMYMBAIOIICE YCTPOMCTBO,
JIOITYCKAETCS MCIIOJIb30BAaHUE YBEIIMYMBAIONIUX YCTPOHCTB, HMCIOIIHUXCS Y 00yUJarOnuXcs;

B) JIJISl TIIYXUX U CIa0O0CIBIMIAIINX, C TSHKEIBIMU HAPYIICHUSIMU PEUH:

- obecrieynBaeTcsl HAIMYME 3BYKOYCHJIMBAIOIIEH ammaparypbl KOJUICKTHBHOTO IOJIb30BaHUSA,
Ipu  HEOOXOJMMOCTH  OOYYarOIIMMCS  MPEIOCTABISCTCS  3BYKOYCHJIMBAIONIAs  ammaparypa
WHWUBUIYAIBHOTO TI0JIb30BaAHUS;

- 110 MIX YKEJIAHUIO UCTIBITAaHUS TIPOBOJIATCS B MUCHMEHHON (hopMe;

r) JUIS JIMI C HapyHICHUSMH OIIOPHO-JABHIaTEIBHOIO ammapara (TSHKeIbIMA HapyIICHUSMHU
JIBUTATEIBHBIX QYHKIIMA BEPXHUX KOHEUHOCTEH WIIH OTCYTCTBUEM BEPXHUX KOHEYHOCTEH ):

- NHCBMCHHBIC  3aJaHHUS  BBIOJHSAIOTCS  OOYYAIOIIMMHCS Ha  KOMIIBIOTEPE  CO
CHCTIMATM3UPOBAHHBIM TIPOTPAMMHBIM 00€CIICYCHHEM MJTH HATMKTOBBIBAIOTCS ACCUCTEHTY;

- 110 UX YKEJIAHWIO UCIIBITAHMSI TPOBOJIATCS B YCTHOH (hopme.

O HeoOXOoaMMOCTH OOECTICUCHUsI CHCIHATBHBIX YCIOBHH JUISI TPOBEACHUS ATTECTAINH
00y4YaroIuics J0DKEH COOOUIMTh MUChMEHHO He To3/1Hee, yeM 3a 10 aHel no Havana atrecrarmu. K
3asBJICHUI0  TMPWIATAIOTCS  JOKYMEHTBI, TOJITBEPKIAIONIME  HAIWYHEe Yy  OOydJaromerocs
WH/IUBUYAIbHBIX 0COOCHHOCTEH (IIPH OTCYTCTBUU YKAa3aHHBIX JJOKYMEHTOB B OPTaHU3AIUH ).

4. 3ATAHMS JJISI CAMOCTOSITEJIBHOM PABOTBI OB YUAIOIINUXCS
CamocTosrenbHas paboTa 00y4aroumxcs 1o AUCHUIUIMHE HE PEAyCMOTpEHa.

5. 3SAJAHUS 1JISI TIPAKTUYECKHUX 3AHSITUI
[To nucuMIUIMHE MPEAYCMOTPEHBI MPAKTUYECKUE 3aHATUS C HCIOJIb30BaHHWEM AKTUBHBIX U
WHTEPAKTUBHBIX (OpPM TMpoBeNeHUs 3aHATUM (pa30opa KOHKPETHBIX CHUTYyallui, TPYIMIOBBIX
JIUCKyCCUW) B COYETAaHWU C BHEAYIUTOPHOH paboToil ans (GopmupoBaHUS U Pa3BUTHS OOLIMX U
PO ECCUOHATBHBIX KOMIETEHIIUNA 00yJaronuXxcsl.

HanmenoBaHme pa3jesioB U TeM dopmMupyemMble KOMIIETCHIMU
AUCUHMIUIMHBI/MPAKTHYECKHE 3aHATHS

1 2

Tema 2. OK 01-OK 05, OK 09, IIK 1.1-1.4, TIK 2.1-
OpraHu3zannoHHoO-pacnopsanTelbHbIe JokyMenThl | 2.7, 11K 3.1-3.4, IIK 4.1-4.7.

CocraBieHre u oopmiieHHE pacnopsKEHUs

Tema 3.KaapoBasi fokyMeHTa U OK 01-OK 05, 0K 09, IIK 1.1-1.4, TIK 2.1—

OdopmiieHre MPUKa30B 0 JIMYHOMY COCTABY 2.7,TIK 3.1-3.4, 11K 4.1-4.7.

Odopmrenue cripaBok, TOKIaIHON U CyxkeOHOM
3aUCKU, aKTa

OdopmiieHre Tpy10BOro J0roBopa, mpukasa o
npreMe Ha paboty, oopMIIeHHE TPYTOBONW KHUKKU

Tema 4. JloroBoOpHO-IpaBoBasi JOKYMeHTAIUsI OK 01-OK 05, 0K 09, IIK 1.1-1.4, TIIK 2.1—
Odopmiierre 10roBopa KyIuIi-IpoaaKu 2.7, 11K 3.1-3.4, 11K 4.1-4.7.
Tema 6. OK 01-OK 05, OK 09, TIK 1.1-1.4, TIK 2.1-
Opranunsanus onepaTuBHOIO M AapXUBHOI0 2.7,1IK 3.1-3.4,[IK 4.1-4.7.

XPAHEHUSA JOKYMECHTOB

CoBpemeHHbIe 0pHCHbIE HH(OPMAIIMOHHBIE
TEXHOJIOTUU




6. YCJIOBUS PEAJIM3ALIMU ITIPOTPAMMBI YYEBHOM JTACIUILIAHBI

6.1. Jna  peaaM3almuu  NpPOorpaMMbl  JAUCHMIUIMHBI  TPEIyCMOTPEH  KaOWHET
JOKYMEHTAI[HOHHOTO O0ECIeUeHHUs] yIpaBieHUs, ydyeOHas ayAuTOpHs Ui TPOBEIACHUS 3aHITUN
JEKIIMOHHOTO THIA, 3aHATHH CEMHUHAPCKOTO THIIA, TPYNIOBBIX W WHAWBUIYAIbHBIX KOHCYJIbTAIUH,
TEKYIIET0 KOHTPOJS M TMPOMEXKYTOYHOH aTTeCTallud, OCHAIIeHHAas HaOOpOM JIEMOHCTPAIMOHHOTO
000pyJ0BaHUS U Yy4eOHO-HAIJISIIHBIMU NTOCOOMSMU; ydueOHask ayqUTOpus JUIsl TEKYLIEro KOHTPOJIS U
IIPOMEKYTOUHON aTTeCTallK, OCHAILLEHHAss Ha0OpOM JE€MOHCTPALMOHHOIO 00OpYJOBaHUS U y4eOHO-
HarsiIHBIMA 1TOCOOUsIMU; OMOJIMOTEKa, YNTAIBHBINA 3al C BBIXOJIOM B HHTEPHET; MOMEUICHUE s
XpaHEeHUs U IPOPHIAKTUUECKOro 00CIyKUBaHUs yueOHOro 000pYA0BaHUs; aKTOBBIN 3all; HOMEIIEHUE
IUI CaMOCTOATENbHON paboThl, ocHaleHHble B coorBeTcTBUM ¢ OIIOII no cnenumansuoctn 38.02.01
«OKOHOMUKA U OyXTalNTepCKUil yueT (110 OTpacisiM)»

6.2. MudopMmauuoHHOe 0fecnievyeHne peaTn3alui NporpaMmsl
Jnst peanu3ani MporpamMmbl  OMOIHOTEYHBIH (OHI YHHBEpCHUTETa HMEET JJIEKTPOHHBIC
oOpa3zoBaTenbHble W HMH(OPMAIMOHHBIE PECYpPCHl, PEKOMEHAYEeMbIe [UIS HCIIOJIB30BAaHHS B
00pa3oBaTeNLHOM IIPOIIECCe

OcHoBHas JInTeparypa
6.2.1. DjeKTpOHHBIE U3TAHUS
[lyBanoBa, H. H. JlokyMeHTaMOHHOE OOECIieUeHNE yIPaBICHUS | YIeOHHK U HPAKTUKYM IS
cpenHero npodeccuonansHoro oopazosanust / H. H. IllyBamoBa. — 3-¢ m3x., mepepad. u mom. —
Mocksa : MznmatenbcrBo Opaiit, 2023. — 247 ¢. — (IIpodeccuonansuoe obpazoranue). — ISBN
978-5-534-16538-8. — Tekcr : anekTponHbi / OOpa3zoBarenpHast wiargopma FOpaiit [caidt]. —
URL.: https://urait.ru/bcode/531240
6.2.2. DlIeKTPOHHbBIE pecypchl
1. Hayunas snexkrponnas oubnnoreka eLIBRARY.RU https://elibrary.ru/
2. DnexTpoHHas oubnmoreunas cucrema FOpaiit M3narensctBo IOpaiit https://biblio-online.ru/
3. IMnarpopma «budbmroxomiexraTopy» http://www.bibliocomplectator.ru/
4. CnpaBouHas npaBoBas cucrtema «KoHcynpTaHT mirocy: http:// www.consultant.ru

6.2.3 lonoJHUTEIbHbIE HCTOYHUKH
Kopuees, 1. K. JlokymeHTannoHHOe oOecrieyeHue yNpaBieHUs : yYEOHUK M MPAKTUKYM JJIs
cpenHero npodeccuonansHoro oopazosanus / U. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-
e u3[., nepepad. u non. — Mocksa : U3narensctBo HOpaiit, 2023. — 438 ¢. — (IIpodeccnonanbHoe
obpazoBanme). — ISBN 978-5-534-16002-4. — Tekct : onextpoHHBI // OOpa3oBaTenbHas
mwiatopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/523611

6.3. Obs13aTe/IbHOE IPOrpaMMHOe o0ecreyeHne
1. Microsoft Windows 10 Education / Microsoft Windows 7 / Windows Vista Business
2.  Office 365 ProPlus, Microsoft Office 2019, Microsoft Office 2016 Professional Plus (Word,
Excel, Access, PowerPoint, Outlook, OneNote, Publisher) / Microsoft Office 2007 (Word, Excel,
Access, PowerPoint)
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7. ®OHJI OHEHOYHBIX CPEJACTB AJIs1 NIPOBEJEHUSA TEKYIEI'O KOHTPOJIA N
MMPOMEKYTOYHOM ATTECTAIIUM IO TUCIUTIJIMHE
OI1.06 «/lokyMeHTALIMOHHOE OOecriedeHrue YIPABJIEHH D)

7.1. HACITIOPT ®OHJA OHEHOYHBIX CPEACTB 11O JUCHUIIJINHE
@OoH OLEHOYHBIX CPEICTB NpPEAHA3HAYCH JUIsI KOHTPOIS M OLEHKH O0O0pa3oBaTEIbHBIX
JTOCTHDKCHHH  OOydYaroIMXCsl, OCBOMBIIMX  mporpammy  ydeOHoW  gucrumumael  OI1.06
«JlokymMeHTanmonHoe obecrnieueHue ynpasieHus» no creruansHoctd CITO 38.02.01 «OxoHOMEUKA U
OyXTalTepCKUi y4eT (110 OTPacisiM)».
@oH OLEHOYHBIX CPEACTB pa3paboTaH B coorBeTcTBUH C TpeboBanmsimu PIOC CIIO
38.02.01 «DxoHOMHKA M OyXTaldTepCKUi ydeT (1Mo OTpacisM)» U pabouyel mporpaMMoOu THUCIHUILTAHBI
OI1.06 «JloKkyMeHTaIMOHHOE 00ECTIEUEHUE YIIPABICHUS.
B pe3ynbraTe 0CBOCHMS TUCHUIUIMHBI 00y4YaIONIHIICs TOJIKEH:

ymemb: - ohopMIIATH JOKYMEHTAIIMIO B COOTBETCTBHH C HOPMATHUBHOM 0a30ii,
B T.4. C UCIIOJIb30BaHHEM WH()OPMALIMOHHBIX TEXHOJIOTHil;

- OCBauBaTh TEXHOJIOTMH aBTOMATU3UPOBAHHOW 00pabOTKU
JIOKYMEHTAIUH;

- UCHOJb30BaTh YHU(PHUIIMPOBAHHBIC (POPMBI JTOKYMEHTAIINH;

- OCYIIECTBIJISITh XpaHEHUE, TOUCK TOKYMEHTOB;

- HCIIOJIB30BaTh TCIICKOMMYHUKAIIMOHHBIC TCXHOJIOTNH B
QJICKTPOHHOM ,I[OKYMGHTOO60p0Te;
3HAamy. - OCHOBHBIC ITOHATHUA JOKYMCHTAIHOHHOT'O oOecIeueHus
YIpaBJICHU,

- CHCTEMBbI JOKYMEHTAllMOHHOI'O 00eCreYeH s YIIPaBICHMUS;

- KJIaccu(UKaIuio J0KyMEHTOB;

- TpeOOBaHUS K COCTABICHHUIO U OPOPMIICHHIO TOKYMEHTOB;

- OpraHu3alurio JOKyMEHTOO00OopoTa: mpuema, 00paboTKy,
pErucTpalnio, KOHTPOJIb, XPAHEHNE JOKYMEHTOB, HOMEHKIATYPY

e,

umemsp - odopmIIeHHs TOKYMEHTAIlUU B COOTBETCTBUU C HOPMATHUBHOM

npaKmuuecKkuil 6a30H, B T.4. C HCIOJIb30BAHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;

onvim: - OCBaMBaHHUS TEXHOJOIMM aBTOMaTHU3UPOBAHHON 00pabOTKU
JOKYMEHTAI1H;

- HCIOJIb30BaHMs YHU(PUIUPOBAHHBIX (OPM JOKYMEHTAIIHH;

- OCYULIECTBJICHUS XPAHEHUS, [IOUCK JOKYMEHTOB;
HCITOJIb30BaHUS TEJIEKOMMYHUKAITUOHHBIX TEXHOJIOTUH B
3JIEKTPOHHOM JIOKYMEHTO00O0pOTE.

OCBOUTH O6H.II/IC )4 HpO(i)eCCI/IOHaHBHBIC KOMIICTCHIIMH.

Kon HaumeHnoBaHue 001MxX KoMInieTeHUM

OK 01. BeiOupats cioco0s! perieHus 3aaa4y npodecCHoHaIbHOM NesITeIbHOCTH,
MPUMEHUTEIHHO K Pa3IMYHBIM KOHTEKCTAM

OK 02. Vcnonb30BaTh COBpEMEHHBIE CPEICTBA MOMCKA, aHAIN3a U MHTEPIPETALUU

nHpopMannY, ¥ HHPOPMAIIMOHHBIE TEXHOJIOTUH JUTS BBITIOJTHEHUS 3a/1a4
poeCCHOHATILHOM J1eATeIbHOCTH

OK 03. [1nanupoBaTh U peain30BbIBaTh COOCTBEHHOE PO(ECCHOHATBLHOE U JIMYHOCTHOE
pa3BUTHE, NPEANPUHUMATENBCKYIO JEITEILHOCTh B PO ecCHOHATBLHOU cdepe,
WCTIOJIh30BATh 3HAHMS 10 (PUHAHCOBOW TPAMOTHOCTH B PAa3JIMYHBIX )KU3HEHHBIX
CUTYyalUsX

OK 04. DddekTHBHO B3aUMOICHCTBOBATh U PA0OTATh B KOJIJIEKTHBE M KOMaH/IE
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OK 05.

OcCy1ecTBIIATh YCTHYIO U MIUCBMEHHYIO KOMMYHHUKALIMIO HA TOCY1apCTBEHHOM
s3pike Poccuiickoit denepanuu ¢ y4eToM 0COOCHHOCTEH COIMAILHOTO U
KYJIbTYPHOI'O KOHTEKCTA

OK 09. [Tonp30BaTbes MpodecCOHATBHOM TOKyMEHTAleH Ha TOCYAapCTBEHHOM H
MHOCTPAaHHOM $I3BIKAX

Kon HaumeHoBaHue BHI0B 1€ATEJILHOCTH U NMPO(eCCHOHATBbHBIX KOMIIETeH NI

IK 1.1. OO6pabaTpIBaTh NMEPBUYHBIE OYXTaITEPCKUE JOKYMEHTBI

IK 1.2. PazpabarbiBaTh M COIIACOBBIBATH C PYKOBOJICTBOM OpraHU3alMU padouMil TUIaH
CYETOB OYXTaJITEpPCKOr0 y4eTa OpraHu3aliu

IIK 1.3. [IpoBomUTh yYeT MACHEXKHBIX CPEACTB, OQGOPMIISATH JICHE)KHBIE W KacCOBBIC
JIOKYMEHTBI

IIK 1.4. dopMupoBaTh OyXTAITEPCKHE TPOBOJIKH I10 Yy4YeTy AaKTHBOB OpTraHM3allid Ha
OCHOBe pabouero mjiaHa C4eToB OyXTalITepCcKOro y4yera

Kon HaumeHoBaHue BUIOB 1eITEJIbHOCTH U MPO¢ecCHOHATbHBIX KOMIIeTeH il

IIK 2.1. ®opmupoBaTh OyXraiaTepckrue IpOBOAKH 110 YUETY UCTOUYHUKOB aKTUBOB
OpraHu3allMi Ha OCHOBE pab0oyYero IIaHa CYETOB OYXTaJITEpCKOro yuera

[IK 2.2. BbInonHATE NOpY4eHUS pYKOBOJCTBA B COCTaBE KOMHUCCHM 110 NMHBEHTApHU3AL[ MU
AKTHUBOB B MECTAX UX XPAaHEHUs

IIK 2.3. IIpoBOANTH MOArOTOBKY K MHBEHTAPHU3aLMU U IIPOBEPKY AEHCTBUTEIBHOIO
COOTBETCTBUS (PAKTHMUYECKUX JAHHBIX MHBEHTApU3aIlMH JaHHBIM yueTa

IIK 2 .4. OTtpaxkaTh B OyXraiaTepcKux MPOBOJIKAX 3a4eT U CHHCAHUE HEJOCTaul IEHHOCTEH
(perynupoBaTh MHBEHTAPU3ALMOHHbBIE PA3HUIIBI) 110 PE3yIbTaTaM WHBEHTapU3alUH

IIK 2.5. ITpoBOIUTH MpoLIEIYpbl HHBEHTAPU3ALMH (PMHAHCOBBIX 00513aTEIbCTB OPraHU3alUuU

IIK 2.6. OcymiecTBisATh c60p MHPOPMALINHY O ACATEITBHOCTA 00BEKTa BHYTPEHHET'O KOHTPOJIS
0 BBINOJIHEHHUIO TPeOOBaHUN MPAaBOBOM M HOPMATUBHOM 0a3bl U BHYTPEHHHUX
perJaMeHToB

IIK 2.7. BBINOTHATE KOHTPOJIBHBIE TPOLEAYPBI U UX JOKYMEHTUPOBAHUE, TOTOBUTD U
0 OpMIISITH 3aBEpLIAIOIINE MAaTEPUAIIBI IO PE3yJIbTaTaM BHYTPEHHET0 KOHTPOJIS

Kon HanmenoBaHue BUAOB AeATEJILHOCTH H NPO(PECCHOHANBHBIX KOMITETEHIUI

IIK 3.1. ®opmupoBaTh OyXraaTepcKue MPOBOAKH 10 HAYHUCICHUIO U MTEPEUNCICHHIO
HAJIOrOB U COOPOB B OI0KETHI pa3IMYHbBIX YPOBHEN

IIK 3.2. OdopmasaTh TIIaTeKHbIE JOKYMEHTHI JJIs1 IEPEUNCIIEHUS HAJIOrOB U COOPOB B
Or0/1KeT, KOHTPOJIMPOBATH UX MPOXO’KJIEHUE 0 PaCU€THO-KACCOBBIM OaHKOBCKUM
ornepanusmM

IIK 3.3. ®opmupoBaTh OyXraaTepcKue MPOBOAKH [0 HAYHUCICHUIO U TEPEUUCICHHIO
CTPaxoBBIX B3HOCOB BO BHEOIOIPKETHBIE (DOH/IBI M HAJIOTOBBIE OPTaHbI

IIK 3.4. OdopMIIATh MIIATeKHBIE TOKYMEHTHI Ha MEPEYHCICHUE CTPAXOBBIX B3HOCOB BO
BHEOIO/PKETHBIE (DOHIBI M HAJIOTOBBIE OpraHbl, KOHTPOJIUPOBATH UX MPOXOKICHHE
10 PACYETHO-KACCOBBIM OAHKOBCKUM ONEpaIHsIM

Kon HanmeHoBaHMe BUAOB JeATEJILHOCTH H NPO(QECCHOHATBHBIX KOMIIETEHIUI

IIK 4.1. OTpaxaTh HapacTAIOUIMM UTOTOM Ha cYeTax OyXrajaTepcKoro ydyera
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MMYIIECTBEHHOE ¥ (PMHAHCOBOE MMOJI0KEHUE OPTaHU3aIUH, OTIPEICISITh PE3yIbTaThI
XO3SIMCTBEHHOM JESATEIBbHOCTH 3 OTYETHBIN NEPUOJT

IIK 4.2.
3aKOHOJATEIbCTBOM

CocraBnath GpopMbl OyxranTepckoit (PruHAHCOBOW) OTYETHOCTH B YCTAHOBJICHHBIC

CPOKH

IIK 4.3.

CocTaBiAaTh (OTYETHI) M HAJIOTOBBIC JCKJIapaliy 10 HaJloTaM U cOopaM B OFO/IKET,
YUUTHIBAsE OTMEHEHHBIN eAMHBIN cotnanbHblil Hastor (ECH), oT4eTsl o cTpaxoBbiM
B3HOCAM B TOCY/IapCTBEHHBIC BHEOIODKETHBIE (DOH/IBI, @ TAKKE (HOPMBI
CTaTUCTUYECKOW OTYETHOCTH B YCTAHOBJIEHHBIE 3aKOHOAATEIBLCTBOM CPOKHU

IIK 4.4.

[TpoBOAUTH KOHTPOJIb U aHAIHU3 UHPOPMAIIUHN 00 aKTHBaX U (UHAHCOBOM
MOJIOKEHUN OPTaHU3aIHH, €€ IIaTeKeCn0COOHOCTH M TOXOJHOCTH

IIK 4.5. IIpuHuMaTe yyactue

B COCTAaBJIEHUM OM3HEC-IIaHa

[IK 4.6.

AHanM3upoBaTh PUHAHCOBO-XO3SHUCTBEHHYIO JESITEIHHOCTD, OCYILIECTBIISATh AaHATH3
uH(pOopMalnH, MOJYYSCHHON B XOJie MPOBEICHUS KOHTPOJIBHBIX MPOLEYD,
BBISIBJICHHE U OLICHKY PUCKOB

[IK 4.7.

HpOBO[[I/ITB MOHHUTOPHHT YCTpaHCHUA MCHCIPKMCHTOM BBISIBJICHHBIX HapymeHHﬁ,
HEAOCTAaTKOB U PHUCKOB.

7.2. IEPEYEHb KOHTPOJIUPYIOIIUX MEPOITPUATHUI 1151 IPOBEJIEHUS
TEKYIIEIO KOHTPOJISI U TIPOMEXKYTOUYHOM ATTECTAIIAN
[lepeyeHb KOHTPONMPYIOIIMX MEPONPUSATHNA JJIsI TPOBEAEHHS TEKYLIErOo KOHTPOJS TI0
muctumuHe OI1.06 «JlokymeHTanmoHHOE 0becriedeHre yIpaBIeHUs»:

Texkyumas arrecranus
Homep o @
aKTH4YeCKue OpMHpOBaHHE
cemMecTpa | TecTrupoBaHue Omnpoc P Hoxman pMHP
3alaHus nopr¢ono
3 + + +

[TepedyeHb KOHTPOIUPYIOLUIMX MEPOIPUATUH Ul IPOBEICHHS IPOMEKYTOUHON aTTECTallUU 110
mucuumuHe OI1.06 «JlokymeHTanMoHHOE 0OecriedeHrEe YIPaBICHUS»:

IIpomexxyTouHAst aTTeCTALMSA
Homep .
OMeKYyTOYHOE
ceMecTpa KypcoBas pa6ora P Y Aud. 3auer IK3aMeH
TeCTHPOBaHUE
3

7.3. PE3YJIBTATBI OCBOEHUSA JUCIIUIIJIMHBI

Pes3ynvmamul 00yuenus

Kpumepuu oyenku

Memoowt ouenku

Ymerb

- 0pOpMIIATH TOKYMEHTALIHIO B
COOTBETCTBUH C HOPMaTUBHOU
0a30ii, B T.4. C
HCIOJIb30BAHUEM
MH(POPMALMOHHBIX
TEXHOJIOTHIA,

- OCBamBaTh TEXHOJIOTHH
aBTOMAaTU3MPOBAHHON
00paboTKH JOKYMEHTAIINH;

- HCIOJNb30BaTh
YHUPUIUPOBAHHBIE (HOPMBI

Ilepeunciienne cocrasa
HOPMAaTHBHO-METOMUECKON Oa3bl
JOKYMEHTAIMOHHOTO 00ecTIedeH s
yIpaBieHus; XapaKkTepuCTHKa
CTaHIAPTU3AINH U YHUPUKAIIH
CHCTEMBI JJOKYMEHTAI[HOHHOTO
oOecrnieyeHust yrpaBiIeHus;
O603HauyeHne PEKBU3UTOB
JIOKYMEHTOB U 0011IMe TpaBUiIa UxX
odopmieHus;

XapakTepucruka
YHADUIIMPOBAHHON CHCTEMBI

Ornenka
MCITIOJIb30BAHUSA
oOyJaronMmces
METOJ0B U MPUEMOB
JUYHOW OpraHnu3aluu
B ITPOLIECCE OCBOEHUS
o0OpazoBarenbHON
MporpaMMBbl Ha
MPaKTHYECKUX
3aHATUSX, IPU
BBITIOJTHCHUHT
CaMOCTOATEIbHON
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JOKYMEHTAIIH;
OCYIIECTBIISTh XpaHeHue,
MIOKMCK JIOKYMEHTOB;
HCII0JIb30BaTh
TEJIEeKOMMYHUKAIIMOHHBIE
TEXHOJIOTUM B 3JIEKTPOHHOM
JOKYMEHTO000pOTE;

JIOKYMEHTAIlMOHHOTO 00ecrieueHus
yIpaBICHUS;
XapakTepucTruka o0IIepOCCHHCKIX

KIIACCU(UKATOPOB JIOKYMECHTAIIHUH;
[Tepeuncnenne oOmmx TpeOOBaHUIA
K OJIaHKaM JIOKyMEHTOB.
[IpoBeneHune OLEHKH 3HAYUMOCTH
JIOKYMEHTOB ¥ CPOKOB HX
XpaHEHUS;

XapakTepru30BaTh MPUHIIMITHI 1
3aJ1a4M ONEPATUBHOTO XPAHEHUS
JIOKYMEHTOB;

O0o3HaueHue 3a1a4 00eCIIeYeHUS
COXPAHHOCTH JIOKYMCHTOB;
Opranu3zanus apXxuBHOTO QoHa
OpraHu3aIuy;

[TpuHIMIIBI ApXUBHOTO XPaHEHUS
JIOKYMEHTAITUH.

XapakTepruCcTHKa COBPEMEHHBIX
ouCHBIX HHPOPMAITMOHHBIX
TEXHOJIOTHIi;

XapakTepucTuKa CUCTEMHBIX

MIPOTPaMMHBIX CPEJICTB;
XapakTepu30BaTh MPUHIIMI PAOOTHI
MIPHUKJIATHBIX TIPOTPAMMHBIX
CPEICTB;

[ToaroroBka TEKCTOBBIX
JIOKYMEHTOB C IIOMOIIIBIO
MIPOTPaMMHBIX CPEJICTB;

Br160p nmuvHBIX MTHGOPMAIIMOHHBIX
CHUCTEM;

Hcnonk30BaHue U yIpaBlieHUE
0azaMu TaHHBIX;

XapakTepHucTuKa CUCTEM
00paboTKH (PMHAHCOBO-

HKOHOMUYECKOH MH(pOopManuu,
[TpuHIIMTT TOATOTOBKH
Mpe3eHTAIINI; TPOEKTOB;
XapakTeprucTUKa IKCIIEPTHBIX
CUCTEM U CUCTEM TMOAJICPKKHU
MIPUHSITHS YIIPABICHICCKIX
pellIeHuH, a Tak)Ke CHCTEM
WHTEIUICKTYaTbHOTO
MPOEKTUPOBAHUS U
COBEPIIICHCTBOBAHHUS YIIPABJICHHUS;
AHann3 KOMIUIEKCHBIX CUCTEM
ABTOMATH3AIHH
JIOKYMEHTAI[MOHHOTO 00ecTieueH st
YIIpaBJICHUS;

-XapakTepucTuKa COBPEMEHHOTO
pPBIHKA MPOTPAMMHBIX CUCTEM B
o0nacTu aBTOMaTH3aIUN

paboThl
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JICTIONIPOM3BOICTBA U
JIOKYMEHT0000pOoTA.

3HaThL

e, 3aaa4u U MPpUHIUIIBL
JIeTIONPOU3BO/ICTRA;
OCHOBHBIC ITOHATUSA
JOKYMEHTAI[HOHHOTO
o0ecrieyeHus yrpaBiIeHHUs;
CHCTEMBI
AOKYMCHTAIIMOHHOT' O
obecrieueHus yIpaBJICHUs,
KJIACCU(UKALIUIO
JIOKYMEHTOB;

TpeOOBaHUS K COCTABJICHHIO U
0(hOpMIICHHIO TOKYMEHTOB;
OpraHH3aLuio
JOKyMEHTO000pOTa: IpHeMa,
00paboTKy, PEeTUCTPALIHIO,
KOHTPOJIb, XpaHCHUE
JIOKYMEHTOB, HOMEHKIIATypy
ze;

XapakTepHucTUKa NpeaMeTa,
CoJIepKaHus U 3a7a4
JOKYMEHTALMOHHOT'O 00eCIeueHHMsI
yIpaBJICHUS;

XapakTepucTUKa MOHITHI
«ITOKYMEHTO000pOT»,
«JOKYMEHTHPOBAHUEY,
«TOKYMEHT», «IOpUANYECKas cuila
JOKYMEHTa»,

Knaccudukanus u GyHxmmm
JIOKYMEHTOB;

3aKOHOJATENbHbIE AKThI
Poccutickoii ®eneparnuu B chepe
uHpOpMAaLIUU U JOKYMEHTAIUH;
[TocTaHOBIEHUS U PACTIOPSKEHUS
[TpaButensctBa PO, penepanbHbix
OpraHOB UCIOJHUTEIBHOMN BIIACTH
(MMHHCTEPCTB, KOMUTETOB, CIIYXO,
arcHTCTB U JIp.),
pErIaMeHTUPYIOIIHUX BOIPOCHI
JIOKYMEHTAIlMOHHOT'0 00eCIeueHM s
yhpaBiieHus Ha (erepalbHOM
YPOBHE;

I'ocynapcrBenHnas cucrema
JIOKYMEHTAIMOHHOT'0 00eCIeueHHMsI
yIpaBJCHUS;

[TpaBoBBIE aKThl OPraHOB
MPAaBUTEIBCTBEHHON U
UCTIOJTHUTEJIbHON BJIacTU CyOBEKTOB
P® n nx reppuTOopranbHbIX
00pa30BaHuil, periiaMeHTUPYIOLINX
Borpockl JIOY;

ITpaBoBbIE aKTBI HOPMAaTUBHOTIO U
MHCTPYKTUBHOTO XapaKkTepa,
MeToau4eckue ToKyMeHThl no JI0Y
pa3IMYHBIX OpraHU3aluii;
['ocynmapcTBeHHBIE CTAaHIAPTHI U
JIOKYMEHTALUIO;
YHuduumupoBaHHbIE CHCTEMBI
JIOKyMEHTaI1H;

Ob61epoccuiickue KiacCu(pUKaTOphI
TEXHUKO-IKOHOMHUYECKOH U
COLIMATILHON MH(OpPMALINK;
HopMaTuBHBIE TOKYMEHTHI 110
OpraHHu3aluy U OXpaHe
YIPaBIEHYECKOIO TPyAA CIyXKaIIUX
cyx6os1 10V

HopMaTuBHBIE TOKYMEHTHI 110
OpraHu3aIi ApXUBHOTO XPaHEHUS
JIOKYMEHTOB.

OneHka
WCIIOJIb30BAHUS
oOydJarouMmces
METOJIOB ¥ IPUEMOB
JUYHOM OpraHu3anuu
B IIPOLIECCE OCBOCHUS
o0Opa3oBaTeNbHOI
MpOrpaMMEbI Ha
MPAKTHYECKHUX
3aHSTHSIX, TIPU
BBIMIOJTHEHUH
CaMOCTOATEIIbHOMN
paboThl
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XapakTeprucThKa CUCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeueHHS
yIpaBiIeHUsS

XapakTepucTUKa rocylapCTBEHHON
CUCTEMBbI JJOKYMEHTALIHOHHOTO
obecrieueHus ynpaBlieHUs,
Copnepxanue yHUPHUIIMPOBAHHBIX
(hopM JIOKYMEHTOB, CO371aBaEMbIX
IIPU OpraHU3aluu ONEePaTUBHOIO
XpaHEeHHUs1 UCTIOTHEHHBIX
BXOJIALINX, UCXOASIIUX U
BHYTPEHHUX JJOKYMEHTOB;
XapakTepucTuKa CUCTEMbI
OpraHU3alMOHHO-IIPaBOMI
JIOKYMEHTAIUH;

Oco0eHHOCTH COCTaBIIEHUS U

o opMIIEHUS OTAEIBHBIX BHI0B
OpraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB;

XapakTepucTuKa CUCTEMBI
CIPaBOYHO-UH(GOPMALIMOHHON
JIOKYMEHTAIUH;
XapaKkTepuCcTHUKa CUCTEMBbI
pacmnopsiANTEeILHON JOKYMEHTAINH;
XapakTepucTuka JOKyMEHTalus 1o
JUYHOMY COCTaBY.
XapakTeprucTHKa BXOIALIECH 1
UCXOJAIICH TOKYMEHTAIINH, 00111e
MPUHIUITBI KITaCCU(PHUKALINY,
BU3HPOBAHUS U XPAHEHUS
MTOCTYIIAXOIIEN ¥ UCXOAAIIEH
JTIOKYMEHTAIIH;

Bus! nHQOPMAIIOHHBIX PECYPCOB
JUIS CO3JJaHMsI IOKYyMEHTOB U
aBTOMaTHU3aIuu
JIOKYMEHTO000pOTa;
XapaKkTepUCTUKY U TIPUHIIHIIBI
paboThl COBPEMEHHBIX
MPOTPAMMHBIX TIPOJYKTOB,
00eCreYrBaONUX aBTOMATH3aIHIO
JIOKyMEHTO00OpOTA.

Oco0eHHOCTH BHEIPEHUS
ANIEKTPOHHOTO IOKYMEHTO000POTA;
TpeOoBaHus K cucreMam
ANIEKTPOHHOTO IOKYMEHTO000POTa;
Crioco0bI opranu3aiuu padoThI ¢
AIIEKTPOHHBIMU IOKYMEHTAMHU
Bunel, Ha3HaueHUe, MPUHITUT
(GYHKIIMOHUPOBAHHS OPTTEXHUKH,
3HaueHue OTJENIbHBIX BUJIOB
OPI'TEXHUKE TIPH TTOJITOTOBKE
JIOKYMEHTOB Pa3JIM4HOIO
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Ha3Ha4YCHUsI.

HNMeThb NpaKTH4YeCKUil ONbIT

- odopMIIeHUS TOKYMEHTALUU
B COOTBETCTBUHU C
HOPMAaTHBHOM 0a30ii, B T.4. C
HCII0JIb30BaHUEM
MH(}OPMaLIMOHHBIX
TEXHOJIOTHI;

- OCBaMBaHUs TEXHOJIOTH
aBTOMAaTU3UPOBAHHON
00pabOTKH JOKYMEHTAIINH;

- HCIIOJIb30BAHMUS
YHUGUIUPOBAHHBIX (hopM
JIOKYMEHTAIUU;

- OCYILIECTBJICHHUS
MOMCK JOKYMEHTOB;

- HCIIOJIb30BAHUS
TEJICKOMMYHUKAIIMOHHBIX
TEXHOJIOTUII B AJIEKTPOHHOM
JIOKYMEHTO000pOTE

XPaHCHUSI,

CocraBiieHHE pacnopsIAUTEIbHON
JOKyMEHTaluu (MPUKa30B,
pacnopsDKeHUH, yKa3aHHil);
CocraBnenue nH(HOpMalMOHHO-
CIIPaBOYHOU JOKYMEHTALUU
(cimyxeOHBIC TTHChMa, 3aITUCKH,
aKTBbl, CIIPaBKHU U JIp.);
Cocrasnenue u opopmiieHue
3asiBJICHUS, aHKETHI, TPYJ0BOTO
JoroBopa (KOHTpaKTa), MPUKa30B IO
JIMYHOMY COCTaBY, JINYHOU
KapTOYKH, JIMYHOT'O JEIa;
CocraBiieHrue JOrOBOPHO-TIPaBOBOM
JIOKYMEHTAlu1, KOMMEPYECKUX
aKTOB, HICKOBBIX 3asBICHUM.
Bnanenue KoMIJIEKCHBIMU
CHUCTEMaMU aBTOMAaTU3AIUU
JIOKYMEHTAIMOHHOTO 00ecrieueHus
YIPaBJICHHUS;

Bnanenue HaBbIKaMM COCTaBIICHUS,
00paboTKH, XpaHEHUSI U
CHUCTEMaTH3aluH AJIEKTPOHHON
JIOKYMEHTAIUH;

Bnanenue nporpaMMHbIMHU
CpPEACTBAMMU IO COCTABIICHHIO U
B3aUMOJICHCTBUIO 3JIEKTPOHHBIX
JIOKYMEHTOB

Bnanenue cucreMoi noArOTOBKA
TEKCTOBBIX JOKYMEHTOB;
Brnanenue nnpopmainoHHo-
MPaBOBBIMH CIIPABOYHBIMU
CHUCTEMaMH,

Bnanenue naBbikamu paboThI €
OPI'TEXHUKOM.

Bnanenue npuHumunamu u
MpaBUIaMU, IPETYCMOTPEHHBIMU
YHU(PHUITIPOBAHHOM CUCTEMOU
JIOKYMEHTAIUU

OLIeHKU 3HAYUMOCTH JOKYMEHTOB U
CPOKOB MX XpaHEHUS;
Opranuzanuy apxuBHOTO QoHIA
OpraHu3aIuy;

Bnanenue nporpaMMHBIMU
CpEICTBAMU IO TOATOTOBKE
MpE3EHTALNM,

Bnanenue muaHbsIMU
WH(OPMAIIMOHHBIMU CUCTEMAaMHU,
Bnanenue cuctemamu 00paboTKu
(UHAHCOBO-2KOHOMUYECKOM
nH(pOpMaLINH.

Ouenka
UCIIOJIb30BaHUS
oOydaromumcst
METOJIOB ¥ IPHEMOB
JUYHOU OpraHu3aluu
B TIPOIIECCE OCBOCHUS
o0pa3oBaTeNbHOI
IpOrpaMMBbI Ha
MPAKTUIECKIX
3aHATUSX, TIPU
BBITIOJTHEHUH
CaMOCTOSITEIILHOU
paboThI
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7.4.0IIUCAHUE MMOKA3ATEJIEA U KPUTEPUEB OLIEHUBAHWSA KOMIIETEHIIUIA
HA PA3J/IMYHBIX 9TAITAX UX POPMHUPOBAHUA, OIIMCAHUE HIKAJI

OINEHUBAHMSI.

Texkymmii KOHTPOJb 3HAHUI TpEACTaBIseT COOOW KOHTPOJIb OCBOCHHSI IMPOTrPAMMHOIO
MaTtepuana y4eOHOH IUCIUIUIMHBI, C IENbI0 CBOCBPEMEHHOW KOPpPEKIHU OOydYeHUs, aKTUBU3AIUU
CaMOCTOSITENIbHOM pabOThl M IPOBEPKU YPOBHS 3HAHUN U YMEHHI o0ydaromuxcs, copMUpOBaHHOCTU

KOMIIETCHIIUH.
IIpomexyTOUYHBIH KOHTPOJIb IO JUCIUIUIMHE TO3BOJSET OLEHUTh CHOPMHPOBAHHOCTH
KOMITETCHIIMN:
HaumeHoBaHue pa3ieioB
Tun KOHTPOJIBLHOTO 3a1aHUS
AUCHUILINHBI
1 2
Tema 1.BBenenne. JlokymeHT u Bormpocs! k Bomnpocs k TectupoBanue
CHCTEeMa JOKYMEHTallu1 T pepeHIUPOBAHHOMY | YCTHOMY OIPOCY
3a4eTy [IpakTueckue
3a/1aHUS
Tema 2. Opranu3zauuoHHoO- Bonpocsr k Bomnpocsl k TectupoBanue
pacnopsiiuTebHbIe JOKYMEHTBI muGepeHIPOBAHHOMY | YCTHOMY OIIPOCY
3a4eTy [IpakTueckue
3a/1aHUS
Tema 3.KaapoBasi 1oKyMeHTALUA Bompocs! k Bomnpocsr k TectupoBanue
b hepeHIIMPOBAHHOMY | YCTHOMY OIIPOCY
3a4eTy [IpakTueckue
3a/1aHUS
Tema 4. JloroBopHO-nIpaBoBas Bompocs! k Bompocs k TectupoBanue
AOKYMEHTAIUs I pepeHIIMPOBAHHOMY | YCTHOMY ONIPOCY
3a4eTy [IpakTueckue
3a/1aHUS
Tema 5. IlonsiTue Bonpocs! k Bomnpocsl k TectupoBanue
AOKYMEHT0000p0Ta, perucrpanus mu(GepeHIPOBAHHOMY | YCTHOMY OIPOCY
JI0KYMEHTOB 3a4eTy [IpakTnueckue
3a/laHus
Tema 6. Opranuzauus onepatuBHoro | Bonpoce! k Bompocsl k TectupoBanue
U APXMBHOI0 XpPAHEHUS JOKYMEHTOB nu((HEepeHINPOBAHHOMY | YCTHOMY ONPOCY
3a4ery [IpakTnueckue
3a1aHUS

7.4.1. KOMIUVIEKT OHEHOYHBIX CPEACTB JJIAA TEKYIIEI'O KOHTPOJIA

Texymuii KOHTpOJIb 3HAHWM TMpeACTaBiIsieT COO0OW KOHTPOJIb OCBOEHHUS MPOrPaMMHOTO

MaTepuaga y4eOHON NUCLMIUIMHBI, C IIeJbI0 CBOEBPEMEHHONW KOPPEKIHMU OOYYEHHUs, aKTHBM3ALUU
CaMOCTOSITENIbHOM pabOThl M IPOBEPKHU YPOBHS 3HAHUN U YMEHHH oOydaromuxcs, copMHUpOBaHHOCTU
KOMIETEHIMH. Pe3yabTaThl TEKyIEro KOHTPOJIS 3aHOCATCS B KypHaJIbl YUEOHBIX 3aHATHH.

DOpMBI TEKYIIETO KOHTPOJIS 3HAHUMN:

- YCTHBIH OIIpOC;

- BBIIIOJTHEHUE NMPAKTUYECKUX 3a/laHUM;

- TECTUPOBAHUE.

[IpopaGoTka KOHCHEKTa JEKUUH M y4eOHOM JIUTepaTypbl OCYIIECTBISETCS CTYACHTaMU B
TEYEHHE BCETO CEMECTPA, IIOCIIE U3yUEHUSI HOBON TEMBI.

[IpenoaBaTens KOHTPOJIMPYET 3HAHME CTYIEHTOM IPOWJIEHHOIO Marepuana ¢ IOMOUIbIO
KOHTPOJIbHBIX BOIIPOCOB WJIM TECTUPOBAHMSI.
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Bonpocs! 1Jist TEKYIIEro KOHTPOJIsS 3HAHMIA (YCTHBII onpoc)
Dopmupyemvie komnemenyuu — OK 01-05, OK 09; IIK 1.1-1.4; IIK 2.1-2.7; IIK 3.1-3.4;
IIK 4.1-4.7.
1. Kakwue ocHOBHBIE 3aKOHBI peryiupytor JJOY?
2. Kaxoii crangapt UCHONB3YIOT 7151 OpOpPMIIEHUST OpraHU3aAIMOHHO-PACTIOPSTUTEIILHBIX
JIOKYMEHTOB?

3. Uro nmoHumMaeTcs 1ol yHupUKaIen u cTanaapTu3anueii?
4. Yro npencrapiser coboit YHuuUImpoBanHas cuctema 1okymeHToB (JJ0Y)?
5. C kakoii nenbto pazpadoran u BBeaeH B aeiicteue 'OCT P 6.30-2003 «YHuduurupoBaHHbIe

CUCTEMBbI TIOKyMEHTAINH?
6. Yro mpencrapiuser co0oii OaHK TOKyMeHTa?
7. Kakue BUIbI pacioyioXeHus peKBU3UTOB Brl 3HaeTe?
8. Kakue pekBH3UTHI BXOJAT B COCTaB 00IIero OJanka?
9. Kakue pekBU3UTHI BXOJAAT B COCTaB OJIaHKa JIsl muceM?
10. Kak (hopmynupyercst 3ar0JI0BOK K TEKCTY JOKyMEHTa?
11. Kakue 31eMeHThI BKIIIOYAIOTCSL B COCTAB PEKBU3HTA «apecar»?
12. CkONBKO aipecoB MAaKCUMAaIbHO MOKHO TIOMECTUTH Ha OJJTHOM JIOKyMeHTe?
13. Kakue 3neMeHThI BXOJAT B COCTaB rpuda coriiacoBaHus?
14. Kakue 351eMeHTHI BXOJIAT B COCTaB Ipuda yTBepxKIACHUs?
15. Kakue >neMeHThl B PEKBU3UTE «IIOAMKCHY JI0JKHA 3aTParuBarh rnevyarb?
16. U3 kakuX 9acTeil COCTOUT TEKCT MpuKaza?
17. Kak ¢opmynupyeTcs 3arojoBOK K MpuKazy?
18. Kak (hopMynupyroTcs MyHKTHI pHKa3a?
19. Kakoii popmynupoBKoii 3akaHYMBAETCS TEKCT MpHKasa?
20. Korma uzmaercs pacriopsokeHue?
21. Kak dhopmynupyercs 3arojIoBOK K pacropsKeHUIo?
22. KakuMu clioBaMH HAUWHAETCSl PaCHOPSAUTENbHAS YaCTh PACIIOPSKECHNUS?
23. Ha xakom OsaHke 0hopMIIIeTCs pacriopspKeHHUe?
24. B kakux ciy4asix U37aercs ykazanue?
25. Kak popmynupyercs 3aroioBoK K yKa3aHUIo?
26. Kakumu clioBaMH MOYKET HAaUMHATHCS PACTIOPSAIUTEIbHAS YaCTh YKa3aHUs ?
27. Kakoit popMyInpOoBKOI 3aKaHUMBAETCS TEKCT YKa3aHUS?
28. KeM coCTaBISIOTCS aKTHI?
29. Kakue pyOpHKH BBIAEISIOTCS BO BBOJIHOW 4acTH aKkTa?
30. Yro yKka3bIBarOT B KOHCTATUPYIOIIEH YacTh aKTa?
31. HazoBute pyOpuKM BBOJHOW 4acTH MPOTOKOIA?
32. U3 KaKuxX pa3zieioB COCTOMT OCHOBHAS YacTh MPOTOKOJIA?
33. Kak popmynupyercs nocTaHOBIAIOMIAsA YacTh NPOTOKOoa?
34. B xakux CJIydasx CO3/Ial0TCS JOKJIATHBIC 3aIHCKH?
35. Ha xakue BBl JeNATCS JOKJIAAHbIE 3aIIUCKU?
36. 13 KkaKkux 4acTeil COCTOUT TEKCT JOKIIAJHOM 3aITUCKU?
37. Yro Takoe crpaBka?
38. Kakue ObIBaIOT cripaBKu?
39. Kakue pekBU3UTHI COACPIKUT JINYHAS CIIpaBKa?
40. Kakue mpuka3bl Ha3bIBAIOTCS TIPUKA3aMU 110 JITYHOMY COCTaBY?
41. Kak ¢popmynupyercs 3arojJoBOK K CBOJHOMY MpHUKa3y?
42. Kak odopMiIsieTcs BH3a O3HAKOMIICHUS B TIPHUKa3aX IO JIHWIHOMY COCTaBY?
43. U3 KaKuX CTPYKTYpPHBIX 3JIEMEHTOB COCTOUT XapaKTepUCTUKa?
44. KTo moANMCHIBACT XapaKTePUCTUKY?
45. Kak numiercs 3asiBieHue?
46. Kak opopmisercs pacriucka?



47.
48.
49.
50.
51.
52.

53.
54.

55.
56.
57.
58.
59.
60.
61.
62.
63.
64.

Yro mpencrasiusieT co00i JOBEPEHHOCTH?

Kaxkue ObIBatoT BUJIBI TOBEPEHHOCTEH?

Kakune pekBH3HUTHI BXOJAT B cOCTaB OJaHKa JyIs muceM?

Kakue BapuanThsl opopmireHHst OJ1aHKOB CITY)K€OHBIX HCEM BbI 3HaeTe?

B kakux cimyyasix ciry>keOHOe MUChMO cocTaBisgeTcs Ha 6manke gpopmara AS?

Haiite ~ oOmyro  XapakTepUCTUKYy  OpPTraHM3alMOHHBIX  TEXHHYECKHX  CPEICTB B
«Jl0KyMEeHTallMOHHOM 00ECTICUCHUH YIIPABIICHUS.

Kakune koMmbloTepHBIE CpPECTBA IPUMEHSIOTCS U HOJATOTOBKH JOKYMEHTOB?

Kakue 3akoHOAaTeNbHbIC aKThI IPEINUCHIBAIOT 0043aTEIbHOCTD JJOKYMEHTUPOBAHHS
uHpopmanuu?

Kakue TpeboBaHMs K TOKYMEHTaM H3JI0KEHBI B 3aKOHOJATEIbHBIX aKTax?

Ha koro B03J10’)keHO METOANYECKOE PYKOBOJICTBO IIOCTAHOBKOM JAETIONPON3BOICTBA B CTpaHe?
KakoBo 3nauenue ['CHOY u 4ro oHa perinamMeHTupyer?

YTo pernaMeHTHpYeT THIIOBAsE HHCTPYKIHS 110 JIEJIONPOU3BOJICTBY?

B gem 3nauenune EI'C/1?

Uto Takoe JOKYMEHT?

Uto Takoe TOKyMEHTOO0OpOT?

Kakue GnaHky opraHu3anuy BaM U3BECTHBI?

Uro Takoe oOmuii OJIaHK OpraHU3aIuN?

Kakue TpeboBaHMs IPENBSBISIOTCSA K XPAaHSHHIO OJTaHKOB MUceM?

IIpumepHBbIii MepeyeHb NPAKTHYECKUX 32JaHMI 110 TUCIUNIUHE

@opmupyemoie komnemenyuu — OK 01-05, OK 09; IIK 1.1-1.4; IIK 2.1-2.7; IIK 3.1-3.4;
ITIK 4.1-4.7.

1.

CocTaBuUTh  NUCHMO-TIPUIJIALIEHHE  OPraHU3alMOHHOIO  KOMHTETa  «ODKCIOLEHTP» C
IIPEIIOKEHUEM TTOCETUTh MEXKIYHAPOJIHYIO CIIELIMAIU3UPOBAHHYIO BBICTABKY «OJKOHOMMS
MaTepUaJIbHbIX U TOIUIMBHO-DHEPI€TUYECKUX  PECYpCOB B CTPOMTEIBCTBE U
IIPOMBIIIJIEHHOCTUY». BBICTaBKa NPOXOOUT B IABUIBOHE BBICTABOYHOIO KOMILIEKCAa B T.
Camapa.

CocTtaBbTe JOKJIAJHYIO 3alUCKY CeKpeTaps-pedepeHTa pyKOBOJIUTEINIO MPEANPUIATUS 00 yTepe
pabotHukom CrenanoBbiM [.M. mucbma-3anpoca, NOCTYNMBIIETO B agpec MPEeaNpHUsATHs J1Ba
Mecs1a Ha3ag.

Hanummure 3asiBnenue o npueme Bac Ha paboTy 3KOHOMUCTOM B FOCY1apCTBEHHOE
NpeanpusTHe MO CBA3U U UH(popMaTHKe «PoccBA3bUHPOPMY.

CocraBbte rapantuitHoe nucbMo AO «9Qxocan» ITAO «IIporpecc» 06 okazaHUU TEXHUYECKON
oMol B pa3paboTke pabouux ueprexeid HacocHOM craHuuu. AO «DKOCaH» HPOCHUT
MIPOU3BECTH ATy PabOTy HEMOCPEACTBEHHO Ha IIJIOLIAJIKE.

CocrtaBbre u odopmure tenerpammy OOO «tHOnucu6» KemepoBckomy mnpennpusituro AO
«Kpucrann» o moiHoM oTKa3ze OT OIJIaThl 3a MOCTYMUBIIYIO MPOAYKIHIO B CBA3H C TEM, YTO
3Ta NPOAYKIMS He Obula 3akazaHa. OcTallbHbIe PEKBU3HUThI YKOKUTE CAaMOCTOSITEIBHO.
Hanumure 3asBieHue o npefocTaBieHMM BaM oTmycka IO CEMEMHBIM OOCTOSITEIbCTBAM.
OcTanbHble pEKBU3UTHI YKa)KUTE CAMOCTOSITENIBHO.

CocraBbTe NMHUCbMO-OTBET TUHoOrpaduu msnarenbcTBa «Hayka» oOmiecTBy ¢ orpaHu4eHHOMN
OTBETCTBEHHOCThIO «TpHHMKa» O BO3MOXKHOCTH BBIIIOJHHUTDH 3aKa3 HAa M3TOTOBJICHHE OJIaHKOB
y4era ¥ OTYETHOCTH.

Hanummre npukas reHepanbHoro aupekropa AO «MMmynsc» o mpueMe Bac Ha paboTy
OyXxrajiarepom.

Hanwumure 3asBneHue Ha uMsi IUpeKTopa o0 u3mMeHeHun Bamei pamunuu B cBsi3M ¢
perucTpanueit Opaka.
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10. CocraBbTe  XapaKTEepPHCTUKY-PEKOMEHIAIMIO pa0oTHHMKa Bamero mnpeanpustus s
nocrymienuss ero B acnupantypy PIAOY BO «Camapckuii  rocyaapCTBEHHBIM
SKOHOMUYECKUM YHUBEPCUTET.

11. HanmummuTe 3asBiieHHE 00 YBOJIBHEHUHU C PAOOTHI 0 COOCTBEHHOMY KEJIAHHUIO.

12. CocraBbTe OOBSCHUTEIBLHYIO 3allUCKy C YKa3aHUEM TMPUYHHBI HApPYyIIEHUS TPYAOBOM
JUCHUILTUHBI paOOTHHUKA

13. CocraBbTe MpOTOKOI 3acenanus mpodcor3noro komurera AO «Xaed» 0 BBIACICHUU TyTEBOK
B caHaropuil «Yaiika» paboTHUKAM MPEITPHUATHSI.

14. CoctaBbTe akT O IMpueMe-liepeaade Jell B apXHWB 3aBEAYIOIIUM OTEJIOM KalUTaJIbHOTO
crpoutenbctBa AO «CTpoMHBECTY.

15. CocraBbTe WHGPOPMALMOHHOE THCHMO O 3aBEpPIICHUH CpOKa MpUeMa 3asBICHUN s
perucTpaluy y4aCTHUKOB Hay4YHO-TIpakTHuecKoi koHpepeHuuu. HasBanme koHdepeHUuu u
CPOKH MPOBEICHHUS KOH(PEepeHIIMH 0003HAYBTE CAMOCTOSATEIBHO.

16. CocraBbTe CONPOBOAUTENILHOE MUCHMO O HampabiieHuu B aapec AO «Pamon» nuieH3uHu Ha
BBIBO3 OBITOBBIX OTXOJIOB.

17. CocraBbTe TenedoHOrpaMMy O MPOBEICHUU COBEIIaHUS B MUHHUCTEPCTBE 3/IPaBOOXPAHEHUS C
yKa3zaHueM 00CyXK1aeMOoro BOIIPOC.

18. CocraBuTh ¥ 0OPMUTH PEKIAMHOE MUCHMO O MPOJAAXKE YACTHBIM JIMLAM M TOCYIapPCTBEHHBIM
MPEANPUITHSIM TEPCOHATBHBIX KOMITBIOTEPOB IO JOTOBOPHOM CTOMMOCTH M O BO3MOKHOCTH
MIPUHUMATD 3aKa3bl HA COCTABIICHUE MPOTPaMM

19. CocraButh ®u OG(GOPMHUTH TPOTOKOJBI PA3HOTIACHH U COTJACOBAHUS PA3HOTJIACHH C
UCIIOJIb30BaHUEM  CIIpaBOYHO-MpaBoBoi cucteMbl Koncymbrant [lmioc U TEKCTOBOTO
nporeccopa Word u3 nakera nmporpamm MS Office.

IIpuMepHbIe TeCTOBBbIE BONPOCHI MO THCHHIIJIHHE
@opmupyemote komnemenyuu — OK 01-05, OK 09; IIK 1.1-1.4; IIK 2.1-2.7; IIK 3.1-3.4;

IIK 4.1-4.7.

1.Jlemonpou3BoACTBO:
a) cucreMa COCTaBJICHUS U XpaHEeHUs JIOKYMEHTOB;
0) 3anuch UMHGOpPMAIMM HA  Pa3jIMYHbIX HOCUTENAX [0 YCTAHOBJIICHHBIM  IIpaBUJIaM;
B) OTpacib JEATEIbHOCTH, OOecneunBaronias JOKYMEHTHPOBAaHHE M OPraHU3aLUI0 PabOThHI C
opUIMATBEHBIMA JOKYMEHTaMHU.
2. TloHsTHE «TOKYMEHTHPOBAHUE!
a) 3anuch MHPOpMAIMK U 0POPMIIEHHE JOKYMEHTA;
0) 3amuch MH(pOPMAIMK Ha Pa3IMYHBIX HOCUTEISAX 10 YCTaHOBJICHHBIM IpaBUIIaM;
B) XpaHEHHUE JIOKyMEHTa.
3.JI0KyMEeHTO000pOT:
a) yclIoBHOE 0003HaYEHHE, IPUCEBAEMOE JOKYMEHTY B IIPOLIECCE YUETa U UCTIOJTHEHUS;
0) JABIXEHHE JOKYMEHTOB B OpraHM3allii C MOMEHTA UX CO3JJaHMs WU MOJTY4YEHUS 10 3aBepIIeHUs
WCIIOJIHEHUS WK OTIIPABJICHUS aJjpecary;
B) OTpacib AEATeNbHOCTH, O0ecleurnBarolas JOKyMEHTUPOBAHUE U OPIaHU3aIUI0 PaOOTHI C
opUIHMATBEHBIMA JOKYMEHTaMHU.
4. OpurrHan 10KyMeHTa:
a) TepBOHAYAJIBHBIN HK3EMILISP TOKYMEHTA;
0) DIK3EeMIUIAp TOKYMEHTA, SIBISIOIIUIICS NCXOAHBIM MaTEPHAJIOM ;
B) BCE OTBETHI BEPHBI.
5.3axonsl PO nensarcs Ha:
a) Yka3sl npe3uieHTa u nocrtanonieHus [IpasutenscTBa PO;
6) HopmartuBHbIe aKThl (heiepaTbHBIX OPraHOB UCTIOJIHUTEILHON BIACTH
B) BCE OTBETHI BEPHBI.
6. Konus:
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a) WICHTUYHOE, BOCIIPOU3BEACHHE MOUIMHHUKA, OCTAIOIAsICA B IeJaxX MPeANPHUATHS, KaK IPABUJIO,
HE 3aBepseTCs MOIMUCHIO TOJPKHOCTHOTO JIMIIA;

0) WAEHTHUYHOE, 3aBEPEHHOE JOJDKHOCTHBIM JIUIIOM BOCIIPOM3BEACHUE MTOATMHHNKA;

B) HET BEPHOI'O OTBETA.

7.PanmoHanbHO OpraHM30BaHHBIA KOMILJIEKC B3aMMOCBSI3aHHBIX JIOKYMEHTOB, CO3JaHHBIN IO
€IMHBIM IpaBUJIaM M TPeOOBaHUSAM M INPUMEHSAEMBIH B OINPENEICHHOW 00JacTu AEATeNbHOCTH,
Ha3bIBAIOT. ..

a) CTaHJapTU3aLuei;
0) yHUPUIIUPOBAHHOW CUCTEMOW JOKYMEHTAIUH;
B) KJIacCU(PUKATOPOM YIIPABICHUECKONW JOKYMEHTALMH.
8. PekBU3UT TOKyMEHTa:
a) 00s3aTeabHBIN 3J1IeMEeHT 0OpMIICHUS OPHUIIMATIBHOTO IOKYMEHTA;
0) moMeTKa, yKa3bIBaroIas Ha 0COObII XapakTep;
B) YCIOBHOE 00O3HAYCHME, IPUCEBAEMOE JJOKYMEHTY B IIpoLecce yueTa (perucTpauuu) 1
WCTIOJTHEHHUSI.

9. Crannaptel opranuzauuii B Poccun Moryt pazpa0aTbIBaThCsl U IPUMEHATHCA
OpTaHU3aIMsIMH B CIICAYIOIINX CIyJasX:

a) Juid o0ecreyeHHs UCIOIb30BAHUS Ha MPEANPUATHIX TeXxHHuUeckuX periameHToB PO, 'OCT P,
I'OCT, mexayHapOoTHBIX, HAIIMOHABHBIX CTAH/IAPTOB 3apyOeKHBIX CTPaH, CTAHJAPTOB HAYYHO
TEXHUYECKUX, NHKEHEPHBIX OOILECTB U APYrux odmecTBeHHbIX o0benunenuit, CTII ppyrux
OpraHu3alMii, a TAK)KE Ha CO37[aBaeMble Ha JAHHOM MPEANPHUITAN MPOIYKIHIO, YCIYTH U
MIPOM3BOICTBEHHBIE TIPOIIECCHI (PaOOTHI);

0) peructpanuu GopM JOKYMEHTOB, YHOPSIOUEHUS HH)OPMAITMOHHBIX TOTOKOB B HAPOJIHOM
XO03ICTBE, COKpAIIEHUs KOJIMYECTBA IPUMEHAEMbIX (POPM, pallMOHAIBHOM OpraHu3alui KOHTPOJIS 32
MpUMEHEHHEM YHU(DHUIIMPOBAHHBIX (JOPM JTOKYMEHTOB;

B) HET BEPHOr'O OTBETA.

10. HaunonansHble ctangaptel 1 O61epoccuiickue Ki1acCu(puKaTopbl TEXHUKO-
HKOHOMHMYECKON U COLMaIbHON MH(OPMAIMK, B TOM YUCIIE IPAaBUIIa UX Pa3pabOTKU U PUMEHEHUS,
MPEJCTABISIOT COOOI:

a) MEXHaIMOHAIbHYIO CUCTEMY CTaHAAPTH3ALMH;
0) HalUMOHAJIBbHYIO CUCTEMY CTaHJapTU3AIINH;
B) CHUCTEMY CTaHJapTH3alHH.
11.I'oct 9327-60* ycTanaBnuBaeT TpH psijia MOTPEOUTETHCKUX (POPMATOB:
a) A2, A3,A4;
0) A, B, C;
B) D,F,A.

12. VicxoaHbIM pOpMaTOB ABIISETCS:

a) dopmar A0, mIomamb KOTOPoro pasHa 1 M? ¢ TaGapuTHEIMU pazMepamu 842X 1189 mm.;
6) dopmar A0, momans KOTOporo paBHa 2m? ¢ rabapuTHeIME pasmepamu 842X 1189 M. ;
B) (opmar A4, miomaas KoToporo papHa 1,5M% ¢ raGaputHeIME pasmMepamu 842X1189 mw.

13. Kaxplil 1ucT 1oKyMeHTa, opOpMIIEHHBIH Kak Ha OiaHke, Tak U 6e3 Hero, cornacHo ['OCT

P 6.30 nomxeH UMETh NOJIs HE MEHEE. MM:

a) 10 — neBoe, 10-nipaBoe, 20 — BepxHee, 20 - HIDKHEE;

0) 25— neBoe, 10-mpaBoe, 20 — BepxHee, 20 - HIDKHEE;

B) 20 — neBoe, 10-nipaBoe, 20 — BepxHee, 20 - HIDKHEE.
14. TIpu cocTaBiIeHUH MHOTOCTPAaHUYHBIX JOKYMEHTOB BTOPask U MOCIEAYIOIINE CTPAHHIIbI:

a) OJKHBI OBITH IPOHYMEPOBAHBI;

0) HyMepoBKa He 00s3aTeNbHA;

B) POHYMEPOBHIBACTCS BCE CTPAHUIIBI, KPOME TUTYIIHHOTO JIUCTA.
15. Homep cTpaHuIIbl HAHOCUTCS Ha:

a) BEpXHEM IOJIe JIMCTa TOCEPEANHE;

0) HIKHEM IOJIe JTUCTA TIOCEPENHE;
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B) BEpXHEM HJIM HMKHEM I10JI€ JIUCTA B TIPAaBOM YTIIy.
16. CkoJIbKO CIIOCOOOB HAMMMCAHUS AaT PUMEHSIOTCS?
a) aBa: MUQPOBOI U CIOBECHO-IIU(PPOBOIA;
0) Tpu: MdpoBOi, CIIOBECHO-ITU(POBON U aBTOMATH3UPOBAHHBIN;
B) JIBa: pyYHBIM CIIOCOOOM M MALITHHBIM.
17. B noKyMeHTax IONMYCKAKOTCSI COKpaICHUS:
a) TOJBKO OOIICTIPUHATHIE COKPAILICHHS CIIOB;
0) oOuIenpUHATHIE COKPALIEHHS, a TaKXKe COKpAIlleHUs OTOBOPEHHbBIE HOPMATUBHBIMU JJOKYMEHTaMU;
B) HET BEPHOI'O OTBETA.
18. Ilpu HanucaHUKM MHOTO3HAYHBIX YMCEJ TPOU3BOJUTCS UX IPYNIUPOBKA CIpaBa HAJIEBO IO
a) 1Be IUQpHI;
0) Tpu UbPHI;
B) YETHIPE UPPHI.
20. Tabmuna — 310...
a) TepedeHb KaKuxX-110o Mmokas3aresei, COCTaBICHHBIN B ONPEACICHHOM MOPSIKE;
0) oduLMaTBHBINA JOKYMEHT, UCIIOIb3yEeMbIil B TEKYIIEH NeATEIbHOCTH OPraHu3alllu;
B) (opma moxymMeHTa, B KOTOPOM TEKCTOBBIE MITH HU(POBBIE CBEICHUS pa3MeEIICHBI 10 Tpadam.
21.KoMOuHanM0 U3 3HaKOB THPE U KaBbIUEK (-«-) JIJIs 3aMEHBI TOBTOPSIOIINXCS CIOB
MIPUMCHSITH
a) JOIyCKaeTcs;
0) He IomycKaeTcs;
B) JIOITyCKAeTCsl MPU 3aMOTHEHUM TAOJIHII.
22. Kak pacmmgpoBsiBaercs: abopeBuarypa OPJ1?
a) OOnacTHOH pacnopsAIUTENbHBIN IeTIaPTAMEHT;
0) OpraHu3aoOHHO-PACTIOPSAUTEILHBIC JOKYMEHTHI,
B) Opranu3annoOHHO-PACTIOPSIIUTENbHBIN JIeTTapTaAMEHT.
23. OPJl xiraccuuuupyroTcs Ha TPU TPYIIIHL:
a) OpraHU3aI[MOHHO-TPABOBAs TOKYMEHTAIIMS, PACTIOPSIAUTEIbHAS] TOKYMEHTALUS U
MH(POPMAIIMOHHO-CIIPABOYHAS JOKYMEHTAIIHS;
0) omepaTUBHO — HH(POPMAIIMOHHAS JOKYMEHTAIIHS, CIIPAaBOYHO-UH(POPMAIIMOHHAS TOKYMEHTAIIHS,
pacropsiIuTeIbHAs JOKYMEHTAIHS,
B) HET BEPHOT'O OTBETA.
24.06mepoccuiickuit knaccupurarop (OKY ) B uncino OP/l, BkiItodaeT JOKyMEHTHI 11O
JMYHOMY COCTaBY:
a) 3asBJICHUS, IMIHBIC KAPTOUKH,
0) mpuka3sbl (pacopsLKEHUs ) O IpUeMe Ha paboTy;
B) BCE OTBETHI BEPHBHI.
25. bnaHk TOKyMeHTa:
a) 3aUKCUPOBaHHAS HA MAaTEPUAITBHOM HOCHUTENE MHPOPMAIIUS C PEKBU3UTAMH, TIO3BOJISTFOIIUMHE €€
UICHTUPHUIIPOBATH;
0) oduIMaTBHBIA JOKYMEHT, OTIPABIIEMBbIN U3 YUPEKICHNUS;
B) CTaHJAPTHBIN TUCT OymMaru ¢ HAHECEHHBIMH Ha HEM MOCTOSITHHBIMU PEKBU3UTAMHU, COACPKAIIUMU
Heo0xoIuMyI0 HH(OpMaIo 00 OpraHu3aluy — aBTOpPe TOKYMEHTA.
26. lns opraHM3allid, €€ CTPYKTYPHBIX MOJpPa3/eleHul, JOJDKHOCTHOTO JIMIIa YCTaHOBIICHBI
CJIEIYIOIIHE BUIbI OJTAHKOB:
a) oOmruii, O;1aHK mMrchbMa, OJTAHK KOHKPETHOTO BUJIA IOKYMEHTA,
0) cTanmapTHBIN, OJaHK TaOIUIBI, OJJAHK KOHKPETHOTO BUJA IOKYMEHTA;
B) HET BEPHOT'O OTBETA.
27. I'epOoBbIe OIaHKH TOKYMEHTOB, T.€. OJaHKH ¢ BOcrpon3BeneHueM [ ocymapcTBeHHOTO Tepoa
P® u repbom cyonekToB PO, sBisercs
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a) rpaduUecKoi MpoAyKLHUeH, o uIexanieil yaery;
0) monurpaduuecKoi MPOAYKIIMEH, MOJIeKAIIEH yIeTY;
B) TOCYJIapCTBEHHOM IPOAYKLKEH, OUIEKAIIEH YUETY.

28.B o¢uiuaibHO-1EeI0BOM CTUIIE PEUYH BBIIEISIFOTCS MOJICTHIIN:

a) 3aKOHOJATEbHbIM, UHCTPYKTUBHO-METOANYECKUN, OPraHN3allMOHHO-PACIOPSAUTEIbHBIN;
0) CTaTUCTUYECKHH, TEXHUIECKUM, TUTITIOMATHYCCKUH U JIp.;
B) BCE OTBETHI BEPHBHI.

29. IIpu noAroToBKe TEKCTa CIyKeOHOro JOKYMEHTa JOJKHBI COOII0AThCs CIEAYIOLINE
OCHOBHBIE ITPUHLIUIIBL: JOCTOBEPHOCTh M OOBEKTUBHOCTH CO/ICPIKAHUS, TOTHOTA MH()OPMAIIHH,
KpaTKOCTh U3JI0’KEHHI, OTCYTCTBUE PAcCyKICHUH U MIOBECTBOBAHUS, HEUTPAIILHOCTh TOHA U3JI0KEHMUS,
HCII0JIb30BaHUE CPEJCTB JIOTUYECKOM, @ HE SIMOLIMOHAIbHO-IKCIIPECCUBHON OLIEHKH CUTYallUH U
(akToB. Takol CTUIIb U3JI0KEHUSI HA3bIBAIOT
a) hopmManbHO-TOTHIECKUM
0) oUIHAIEHO-ICIIOBBIM;

B) HET BEPHOI'O OTBETA.
30.Crioco6 dopmanuzaru coctaBa HHGOPMAIINH, COACPKaIIEHCs B HEH — 3TO:
a) pacropsHKeHHE;
0) KOMIO3UIUS TOKYMEHTA;
B) PEKBU3UT IIOCTOSTHHBIM.

31. Bb1bop TOro i MHOT'O SI3bIKOBOT0 000pOTa U3 YMCIIa BO3SMOXHBIX ONpeeNsIeTcs:

a) 3aKOHOJATEIbHBIMU U HOPMATUBHBIMU aKTaMU;
0) JIOKQJIbHBIMU aKTaMH U YCTaBOM OpraHU3aliH;
B) HET BEPHOTI'O OTBETA.

32. Haiinure omunOKy, CBsI3aHHbIE C HENPABUIIBHBIM MOPSAAKOM CJIOB B MPEAJIOKEHUH, BbIOEpUTE
IIPaBHWJIBHO COCTaBJIEHHOE MPEJI0KEHHUE.

a) «/lns onpenenenus GpoHa OMIATH B KOHIIE I0J1a YTOUHSIOTCS PACLEHKH 32 MPOJYKLIUION;
0) «lnst onpeneneHus poHAA OIIIATHI PACIIEHKH 32 MPOIYKIIMIO YTOYHSIOTCS B KOHIIE TO/1a»;
B) HET BEpHOI'O OTBETA.

33.Haiigute ommOku HapymeHus crnenuuku yrnoTpeOlIeHus AeenpuyacTHBIX OOOPOTOB.
Bri0epure npaBMIIbHO COCTABICHHOE MIPEUIOKEHHE.

a) «IIpu n3yyenun nmpoGieM ropoJCKOro TPaHCIOPTA YUEHbIE MOTYYHIIN HUHTEPECHBIE PE3YIbTaTh»;
0) «M3y4as mpoOaeMbl TOPOJICKOTO TPAHCHIOPTA, YUEHBIMH OBUIM MOJTyYEeHbl HHTEPECHBIE
pe3yJIbTaTh»;

B) HET BEpHOI'O OTBETA.

34. Haiigute HempaBWJIBHOE MCIIOJNBb30BaHME MpPEIoroB. BeiOepuTe MpaBMIIBHO COCTaBJIEHHOE
IIPETIOKEHUE.
a) «Llex Hy)xaeTcst B peMOHTE, O IPOU3BOJICTBE KOTOPOT'O MbI HACTOSITENILHO TpeOyeM»;
0) «llex HyX/maeTcst B peMOHTE, IPOU3BOJICTBA KOTOPOTI'O Mbl HACTOATENBHO TpeOyeM»;
B) BCE OTBETHI BEPHBHI.

35. Opranu3anMOHHO-TIPAaBOBBIE JOKYMEHTBI OIIPEEIISIOT:
a) YYETHYIO MOJIUTHUKY MIPEANPUATHS, TOPSIIOK PabOTHI;
0) craTyc npeAnpusTHs, HOPSI0K UX PabOTHI;
B) OpraHU3allMOHHYIO U YIPABICHUECKYIO JESATENbHOCTD.

36. OgHa W3 OCHOBHBIX YIpPaBICHUECKUX (YHKIMH, pealu3yeMblX B JIE€ATEIbHOCTH

OpraHu3aluii, npeanpusaTuii, Gupm:
a) GpyHKIMS (GOPMUPOBAHHSI CUCTEMBI U TPOLIECCOB YIPABICHUS;
0) QyHKIHST OpraHU3aIKi CHCTEMBI U ITPOIIECCOB YIIPABICHUS;
B) QYHKIMS CHCTEMATHU3aLUU CUCTEMBI M ITPOLIECCOB YIIPABICHHUS.
37. Ycras :
a) IOpUIMYecKU 0(pOpPMIICHHBIH NepedeHb JOKYMEHTOB;
0) mpaBOBOM aKT, ONPENESIONINN CTPYKTYPY, PYHKIMH U IIpaBa OpraHu3aluu, QUPMBI;
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B) IPaBOBOM aKT, N3/1aBA€MbIH PYKOBOJUTEIIEM /JIsI PEIICHUSI OCHOBHBIX U ONEPATUBHBIX 3a]1a4,
CTOSIIIMX TIepE]] OpraHU3alnei.

38. llltatHoe pacnucaHue:

a) MPaBOBOM aKT, yCTAaHABIMBAIOUIMI IITATHBINA COCTAB M YUCICHHOCTh OPTaHU3alluU B COOTBETCTBUU C

ee YcraBoM (Ilonoxenuem);

0) mpaBOBOM aKT, U3JaBaEMbIil PYKOBOJIUTEJIEM, YCTAaHABIUBAIOLINI IITATHBIA COCTAB U YUCIICHHOCTh

opraHu3aiuu B cOoTBeTCTBHM C e Y craBoM ([lonoxenuem);

B) IOpUAUYECKU O(POPMIICHHBIH MTPAaBOBOM aKT, U3[aBaeMblil PyKOBOJAUTEIEM, YCTAHABIUBAIOIIUI

LITaTHBII COCTaB ¥ YUCJIEHHOCTh OPTaHU3allUU B COOTBETCTBUH C €€ YcTraBoM (Ilonoxkenuem).
39.1lIraTHOE pacnrcaHue MOATOTABIMBACTCS 10 YHUDHUIIMPOBaHHOU (hopme

a) T-2;

6) T-3;

B) T-4.

40. IlpaBoBOil akKT, oONpeneNSAONIMNA TOPSIIOK 00pa3oBaHMs, IMPABOBOM CTaTyc, IIpaBa,
0053aHHOCTH, OPraHU3AINI0 paOOTHl OPraHU3AIMH, CTPYKTYPHOTO MOIPa3/IeICHU:
a) CTaHIapT;

0) MOJI0)KEHHUE;
B) MHCTPYKIIHSI.

41. [IpaBoBO# aKT, yCTaHABIMBAIOLIMNA TpaBUJIa, PEryIUPYIOIIME OPraHU3aIMOHHBIC, HAYYHO-
TEXHUYECKHE, TEXHOJOTMYecKrue, (UHAHCOBBIE U HHBIE CTOPOHBI JIEATEIHHOCTH YUPEKICHHI,
OpraHM3alui, IpeNpUATHH, UX MOAPA3IEICHNUMN, CIIY>KO U OTAEIbHBIX JOLKHOCTHBIX JIUI] — 3TO. ..

a) UHCTPYKIIUS;
0) MOJI0KEHHUE;
B) pETJIaMEHT.

42. JIomKHOCTHAs HHCTPYKLIUS:

a) HOPMAaTUBHBIIN IOKYMEHT, U3/IJaBa€Mblii OpraHu3aIueil B eNsX periaMeHTaluH JesTEIbHOCTH
OpTaHU3aIOHHO-TIPAaBOBOTO TIOJI0KEHUS PaOOTHUKA, €ro 00s3aHHOCTEH, TIPaB, OTBETCTBEHHOCTH U
obecnieueHus ycnoBuii ero 3pexTuBHON pabOTHI;

0) IIpaBoBOIi aKkT, ycTaHABIMBAIOUIMIA MTPAaBUJIA, PETYIUPYIOLINE OPraHN3alMOHHBIE, HAYYHO-
TEXHUYECKHE, TEXHOJIOTUYECKUE, (PMHAHCOBBIE U MHBIE CTOPOHBI ACSITETLHOCTH YUPEKICHUH,
OpraHM3alMi, IpeaNpUsITHH, UX OAPA3ACICHNN, CITYKO U OTAEIbHBIX JOKHOCTHBIX JIUII;

B) IPUHATBHIN B YUPEKIECHUH MOPSIOK CO3/AaHUsA, OPOPMIIEHHUS U UCTIOTHEHUS TOKYMEHTOB.

43. IlpaBoBOoi aKT, MNpPUHUMAaEMbld KOJUIETHAJIBHBIMM M COBELIATEIbHBIMH OpraHaMu
YUpEeKIEHUHN, OpraHu3alui, MpeAnpUATUN B LENAX pa3pelieHus Hanboyiee BaKHBIX BOIPOCOB HX
NeSITEIbHOCTH, HAa3bIBACTCS
a) pelIeHueM;

0) mpuKa3om;
B) MIOCTaHOBJICHUEM.

44. JIoKyMEeHT, cojepKalllui 3amuch XoAa OOCYKIEHHsS BOIPOCOB U IMPHUHITHS PELIECHUI Ha
cOoOpaHUsIX, 3aCEIaHUAX, COBEIIAHUSX, KOHPEPEHIIUAX, IETOBbIX BCTpeUax:
a) yKa3aHue,

0) IpOTOKOJT;
B) pacropsi’KeHue.

45. B pe3ynbTare IpOXOKICHUS IPOLETypbl 0TOOpA MPUHATHS Ha paboTy IpakJaHe MOJAl0T
a) pe3rome;

0) mrCbMEHHOE 3asBJICHUE;
B) aHKETY.
46. 3asBieHue o npueMe Ha paboTy COCTaBIsAETCS
a) aBTOMaTHU3UPOBAHHBIM CTIOCOOOM;
0) py4HBIM CIIOCOOOM;
B) BCE€ OTBETHI BEPHHBI.
47. B 3asBrieHue 0 preMe Ha paboTy YKa3bIBAIOTCS CEIyIOLUe JaHHbIE:
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a) agpecart, aBTOp, MECTO NPOKUBAHNS, HANMEHOBAaHUE BUAa TOKYMEHTA, TEKCT C YKa3aHUEM
JOJHKHOCTH;
0) anpecart, aBTOp, MECTO IIPO’KUBAHUS, HANMEHOBaHHE BUA JOKYMEHTA, TEKCT C yKa3aHHEM
JOJKHOCTH, TOAMKCH 3asiBUTEIS, 1aTa COCTABIICHHUS;
B) HET BEPHOT'O OTBETA.
48.0cHoBHOM (hopMOIi peanu3anuy mpaBa Ha TPY SABJISICTCS 3aKJIIOUYCHHE
a) JIOroBOpa;
0) TPyZIOBOTO JOTOBOPA;
B) KOHTPAKTA.
49. OcHOBHBIE TPEOOBAaHMS K COJICPKAHUIO JIOTOBOpA:
a) ero COOTBETCTBUE CYIIECTBYIOLIEMY TPYJOBOMY 3aKOHOIATEIIbCTBY;
0) ero COOTBETCTBHE CYIIECTBYIOLIEMY TPYAOBOMY 3aKOHOJATENILCTBY U JIOKAJIbHBIM aKTaM
OpraHM3aLuy;
B) ero coorBeTcTBUE TK POD.
50. IIpuka3 o npueme paboTHHKA Ha pabOTy UMeeT YHU(PULIUPOBAHHYIO GOpMY
a) T-1;
0) T-2;
B) T-3.
51. JInynast kapTouKa SIBJII€TCS OCHOBHBIM YYETHBIM JJOKYMEHTOM pa0OTHHUKA U UMEET
yHUPUIHPOBAHHYIO popmy:
a) T-1;
0) T-2;
B) T-3.
52. XapakTepucruka — 3T0. ..
a) opHUIHATBHBIA JOKYMEHT, KOTOPBIA BBIIACT aJMUHUCTPAIHS TIPEATIPUATHS CBOEMY COTPYAHUKY TIPU
PEIICHUH LEJIOT0 Psijia BOMPOCOB;
0) oumansHbBIC aHKETHBIEC JAHHBIC;
B) OLIEHKAa MOPAJbHBIX U JIETOBBIX KaUeCTB.
53.J10KyMEHT, KOTOPBI aBTOP COCTABJISIET CAMOCTOSATEIBHO:
a) aBToOuorpadus;
0) pestome;
B) aHKeTa.
54. OCHOBHBIM JOKYMEHTOM, MOJATBEP)KIAIOLIUM TPYAOBYIO NEATEIbHOCTh U TPYJOBOW CTax
paOOTHHUKa, Ha3bIBAeTCA ...
a) TpyJOBasi KHIKKa;
0) TMuHas KapTO4Ka;
B) TPY/0BOI1 10TOBOP.
55. OCHOBHBIMHU 3ajlauyaMM, CTOSIIMMHU Tepes OyXraaTepckoil ciayxO0o0il 11000l opranuzanumy,
SIBJISIFOTCSL:
a) opMUpOBaHME TIOJTHOM U JOCTOBEPHOM MH(OpMAIIHH;
0) oOecnieueHre KOHTPOJISI U CBOEBPEMEHHOE MPEAYIPEKICHINE HETATUBHBIX SIBJICHUN B (PUHAHCOBO-
XO3SIICTBEHHOU JIESITEIBbHOCTH;
B) BCE€ OTBETHI BEPHHBI.
56.0OcHoBaHuEM JUIs OTpaskeHUs] MH(GOpPMAIMKU O COBEPIICHHBIX XO3AHCTBEHHBIX OINEpalUsIX B
perucrpax OyXxraiaTepckoro y4yera sBIsSIOTCS
a) NepBUYHBIE TOKYMEHTHI;
0) aBaHCOBBIC OTUETHI;
B) yCTaB OpraHU3aliy.
57. JIOKyMEHTBI, COCTAaBJICHHBIE C HAPYLIEHUEM YCTAHOBIICHHBIX IPABUII
a) He IPUHUMAIOTCS K YYETY;
0) HE UMEIOT FOPUANYECCKON CHIIBI;
B) OTHPABJISIOTCS Ha TOPAOOTKY.

26



58. JIokyMeHThI, IpeHa3HauYeHHbIE U1 0POPMIICHHS OTlepaliii C HATUYHBIMH U O€3HATMYHBIMU
JICHEe)KHBIMH CPEICTBAMU OpraHU3alliy, Ha3bIBAIOTCS
a) JICHEeKHBIMU;
0) MaTepuaIbHBIMH;
B) paCYETHBIMH.
59.CornamieHue ABYX WM HECKOJIBKUX JIMI[ 00 YCTAaHOBJICEHWHU, U3MEHEHUU WJIHM IpPEKpalleHUH
IpaX/IaHCKUX IIPaB U 003aHHOCTEN, Ha3bIBAETCH. . .
a) I0TOBOD;
0) aKkT nmpreMa nepeiavm;
B) HHCTPYKITHSI.
60.JloroBop cuMTaercs 3aKJIFOUEHHBIM, KOI'1a MEX]ly CTOPOHAMU
a) HEeT MPETEH3H;
0) IOCTUTHYTO COTJIAIIEHHUE 110 BCEM IIYHKTaM;
B) HE CYIIECTBYET pa3HOIIACUH.
61. JIns npuoOpeTeHus TOBAPOB CTOPOHBI BCTYMAIOT B OTHOIICHHUS IO MOCTaBKE MPOAYKLIUH
OpraHuzalyei — NoCTaBIIMKOM OpraHu3aluu-IoTpeOruTeNt0. DTH OTHOLIEHHS 0QOPMIISIOTCS
a) IOTOBOPOM COBITA;
0) 10TOBOPOM ITOCTaBKH;
B) JIOTOBOPOM KYIUIU-ITPOJAXKH.
62.ITpoToKON pa3HOTIacUil K JOTOBOPY COCTaBIISIETCS B
a) OJTHOM 2K3EeMILISIPE;
0) ABYX K3eMIUISIpax;
B) TPEX 3K3EMILISAPAX.
63./loBepeHHOCTH — 3TO
a) JOKYMEHT, KOTOPBII yITOJIHOMOYMBAET MPEICTABIISATH HHTEPECHI JINIIA, BHIAABIIETO JOBEPECHHOCTb,
JUILY, €€ MOTYYHUBILIEMY, IEpEe] TPETbUMHU JIHIAMH;
0) TOKyMEHT, OTIPE/ICISIOIINI CTAaTyC TTOIb30BATEIIS;
B) IIPaBOBOI1 aKT, KOTOPBI YIOJTHOMOYHBAET MPEACTABISATH HHTEPECHI JIUIA, BBIIABILIETO
JIOBEPEHHOCTb, JIUILY, €€ OJIYYHBIIEMY, IIEPE]l TPETHIMHU JIHIIAMHU;
64.PexBU3UTHI OPUIHATBEHON TOBEPEHHOCTH:
a) Ha3BaHHWE BHJAa JOKYMEHTA, TIOJTHOE HANMEHOBAaHNE OPTaHN3alliH, BBIIABIIeH JOBEPEHHOCTD, U €T0
azipec, HOMep, J1aTa BbIAaYH JOBEPEHHOCTH, CPOK JieiicTBUS, AoinkHOCTh, PO nuna, koropomy
TOBEPSIETCS TIOTYIUTh IIEHHOCTH, JIEHEKHBIE CPEJICTBA;
0) Ha3BaHME BUJA JOKYMEHTA, I0JIHOE HAUMEHOBaHHE OPraHU3aI|H, BbIIaBIIEH T0BEPEHHOCTD,
HOMED, JaTa BBIJAuU JTOBEPEHHOCTH, ODKHOCTE, DN O nuia, KOTopoMy TOBEPSETCS MOTYIUTh
LIEHHOCTH, JIEHE)KHbIE CPEJICTBA;
B) HET BEpPHOT'O OTBETA.
65. JIoKyMeHT, KOTOpbIM O(OPMIISIIOT MPUEM U OTIPABKY Ipy3a, MEpEeMEIleHUEe WIH OTIIYCK
MaTepHATbHBIX IEHHOCTEH, HAa3bIBACTCSI
a) HaKJIa/IHas,;
0) cueT-dakrypa;
B) HapsI.
66.TpeboBanne 0 JOOPOBOJILHOM YCTPAHEHUU HAPYIIEHUS 3aKOHOAATEIbCTBA:
a) IpuUKas;
0) UCKOBOE 3asIBIICHUE;
B) IIPETEH3HSL.
67. TpeboBaHUE K KOMIIETEHTHOMY OPTaHy O 3alllMTe HAPYIICHHOTO MpaBa OpraHu3aIlnHu. . .
a) IpeTeH3Us;
0) UCKOBOE 3asIBJIICHUE;
B) COMPOBOUTEIBHOE MUCHMO.
68. llenTpanmm3oBanHas (hopma opraHU3aIKMKA padOTHI C JOKYMEHTaMH MMPUMEHSIETCS Ha
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a) MPEANPUATUSIX C MATBIM JIOKYMEHTOO00POTOM;
0) MpeanpHUATHSIX C KPYITHBIM JOKYMEHTOOOOPOTOM;
B) BCE€ OTBETHI BEPHBI.

69. IlepedyeHb NTOKYMEHTOB, HEOOXOAMMBIX ISl YIPaBICHYECKON JESITEIBHOCTH KOHKPETHOM
OpraHM3allM, COAEPIKALIUN XapaKTEPUCTUKY KaXJAOro JOKYMEHTa, €ro FOPHUIMYECKOro craTyca u
3TarnoB JOKYMEHTUPOBAHHUS, HA3bIBACTCS
a) BEJIOMOCTb;

0) Tabenb GopM TOKYMEHTOB;
B) TabelIb.

70.ITox opraHu3anliOHHOHM, (PUHAHCOBO-PKOHOMUYECKOW, HAYYHO-TEXHHUYECKOM H HMHOH
UCIIONIb3YEMO B OpraHu3anuu uH(OpManuu, OoONaJarIield pealbHOH WM MOTCHIUAThHON
LEHHOCTBIO ISl CTOPOHHMX JIMII, 3aMHTEPECOBAHHBIX B €€ MOJYyYEeHUH, HO HE UMEIOUINX 3aKOHHBIX
OCHOBAHHUH /7151 CBOOOHOTO 03HAKOMJICHHSI C HEI0, TOHUMAETCH. . .

a) KOMMepuecKasl TaliHa;
0) JTOKaJIbHBIHN aKT;
B) JIOTOBOP KYIUTH-TIPOJIAXKH.

71. TlucbMeHHOE OOpAIEHUE TTOUICKUT 00S3aTEIIPHON PErUCTPAIIUN B TCUCHUH. ..

a) HeJIeTu;
0) mHs;
B) TpPEX THEH.

72.®@ukcanus QakTa CO3MaHUS WM TOCTYIUICHHS JOKYMEHTa IyTEM IPOCTABJICHUS HAa HEM
MHIEKCA W JaThl C TOCIHEAYIOUIEH 3amuchi0 HEOOXOJUMBIX CBEICHHH O JOKYMEHTe B
pErucTpallMOHHBIX (OpMax, Ha3bIBAETCS
a) HOMEHKJIaTypoH J1ed;

0) KOHTPOJIEM UCTIOIHEHHS TOKYMEHTOB;
B) peructpamnueil cny>ke0HbIX JOKYMEHTOB.

73.B cOOTBETCTBHM C Ha3HAUEHUEM BCE TEXHUYECKUE CPEICTBA MOYKHO Pa30OUTh Ha CIEAYIOLINE
TPYIIIbL:

a) cpelicTBa JJis COCTABJIEHUS JOKYMEHTOB; KOIMPOBaJIbHAs U MHOXKUTENIbHAsA TEXHUKA; CPEACTBA
00paboTKu nHMOPMAITNH;

0) cpeacTBa XpaHEHU s, TOMCKA U Nepeiayil IOKYMEHTOB; TEXHUKA YIPaBIE€HYECKON CBA3H;

B) BCE OTBETHI BEPHBI.

74.0prrexHuka — 3To
a) TEXHUYECKHE CPE/ICTBA, UCIOIb3YyEMBbIE B YIIPABICHUH U JEJIONPOU3BOICTBE;

0) TEeXHUYECKUE CPECTBA, UCIIOJIb3yEMBIE B YIIPABICHUMY;
B) TEXHMUYECKHUE CPEJICTBA, UCIIOIb3yEMbIE B JIETIONPOU3BOJICTBE.

75.TexHuueckue cpeacTBa, UCIOIb3YEMbIE JJIsl COCTABIECHUS JOKYMEHTOB, KIACCUPUIUPYIOT O
a) croco0y CO3/1aHusl IOKyMEHTOB;

0) 1o CyOBeKTY;
B) 110 OOBEKTY.

76. OcHOBOI COBPEMEHHOM OpPraHU3aIliy PAIIMOHATLHON M ONEpAaTUBHON PabOTHI 1O CO3/IaHUIO
1 00paboTKe OTPOMHOTO MOTOKA TOKYMEHTOB B OPTaHU3AIMSIX CTaN
a) [1K;

0) mUIIyIIKre MalIuHKY;
B) IMKTO(OHHAS TEXHUKA.

77. Ha mpakTuke HMCHOJIB3YETCS MHOXECTBO IMpOrpaMM Il PEAaKTUPOBAHUS TEKCTOB. JTHU
MIPOTrpaMMbl Ha3bIBAIOT
a) TEKCTOBBIMH PEIaKTOPaMH,

0) TEKCTOBBIMHU MTPOLIECCOPAMU;
B) BCE€ OTBETHI BEPHBI.
78.ITox TeNeKOMMYHHKAIMSIMA TTOHUMAIOT
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a) CETH KOMITBIOTEPOB, OOBEAMHEHHBIX IUHUSAMHU WIM KaHAJIAMU CBSI3M, Olarogaps KOTOPHIM
TEPPUTOPUATBHO yJATICHHbIE KOMITBIOTEPHI MOT'YT OOMEHUBATHCS TaHHBIMU JPYT C APYTOM;
0) ceTd KOMITBIOTEPOB, HE OOBEAMHEHHBIX JHHHSIMH WJIA KaHAJIaMU CBS3HM, Ojarogaps KOTOPHIM
TEPPUTOPHUATBHO yATICHHbIE KOMITIBIOTEPHI MOI'YT OOMEHUBATHCS JAHHBIMH JIPYT C JPYTOM;

B) HET BEPHOI'O OTBETA.

Kpurepun u mkana oueHuBanus (YCTHbIA 0IIPoOC)

Ouenka

«OTIHYIHO»

«XOpouIo»

«YAOBJICTBOPUTECJIBHO»

«HEYIAOBJECTBOPUTECIBHO»

Tewma packpsiTa B
IMOJIHOM 00BEME,
BBICKA3bIBAHUS
CBSI3aHHBIE U
JIOTUYHBIE,
HCIIO/Ib30BaHa
Hay4yHasl JICKCHKA,
MIPUBE/ICHBI IPUMEPHI.
OTBeTHI 1aHbI B
IMOJIHOM 00BEME.

Tema packpsiTa HE B
IOJIHOM 00BEME,
BBICKA3bIBAaHUS B
OCHOBHOM
CBSI3aHHBIE U
JIOTUYHBIE,
HCIIOJIb30BaHa
HayyHas JIEKCHKa,
MIPUBE/ICHBI
npuMepbl. OTBETHI
Ha BOIPOCHI JIaHEI HE
B IIOJITHOM OOBEME.

Tema packpsiTa
HEJ0CTaTOYHO,
BBICKa3bIBaHUs
HECBSI3aHHBIE U
HenornyHele. Hayuynas
JIEKCHKA HE
UCIIOJIb30BAHA, HE
IIPUBEIECHBI IPUMEPBI.
OTBeThI Ha BOIIPOCHI
3aBUCST OT IIOMOILU CO
CTOPOHBI
IIpenojaBaTes.

Tema He packpsITa.
Jloruka nznoxxenus,
MMpUMCEPHI, BLIBOABI 1
OTBETHI Ha BOIIPOCHI
OTCYTCTBYIOT.

KpnTepnu H IIKaJa OCHUBAHUA (BBIHOJIHeHI/Ie NMPAKTHYCCKUX 33]13]—[1/]171)

Onenka
COTJIUIHO» «XOpOoIo» «yJI0BJIETBOPUTEJIBLHO» | «HEYJAOBJIETBOPUTEIbHO»
ITo pemenuto 3amaum | [1o pemienuto | [lo pemenuro 3agaum nad | 3agaya HE peleHa
OaH HpaBI/IJ'II)HI:Jﬁ 3a1a4u OaH ‘IaCTI/I‘-IHblf/'I OTBCET, HEC | ITIOJJHOCTBIO
OTBET U PA3BEPHYTHIN | MIPaBUIIbHBII caellaH BBIBO
BBIBO/JI OTBET, HO HE
caellad BBIBOJT

KpnTepml H IIKAJa OHCHUBAHUA (TeCTHPOBaHI/Ie)

Yuciao NpaBUJIbHBIX OTBETOB

Onenka

90-100% mpaBHIILHBIX OTBETOB

O1leHKa «OTIIMYHO)

70-89% mpaBUIBHBIX OTBETOB

OI_IeHKa «Xopouo»

51-69% npaBUIIBHBIX OTBETOB

OneHka «y10BIETBOPUTEIHHO

Menee 50% npaBUIbHBIX OTBETOB

OHGHKa «HCYOOBJICTBOPUTCIIBHO»
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7.4.2. KOMILIEKT OIIEHOYHBIX CPEJICTB JJIsI MIPOMEXKYTOYHOM ATTECTAIIUA

IIpumepHbIe Bonpock! K A depeHIHPOBAHHOMY 3a4eTy

Koumponupyemoie komnemenyuu — OK 01-05, OK 09; IIK 1.1-1.4; IIK 2.1-2.7; IIK 3.1-3.4;

IIK 4.1-4.7.

1. TloHATHE «IOKyMEHT», €ro (PyHKIMH U 3HAUEHUE B KU3HH YEJIOBEKa.

2. Ilpenmer JOKyMEHTAIMOHHOTO OOECTICUCHHS YIIPaBJICHUS, 3SHAYCHUE AUCIUTITHHBI.

3. HopmatuBHo-npaBoBas 6a3a JOKYMEHTALMOHHOIO 00ECIIeUeHMsI yIIpaBJIeHus,
rOCyJapCTBEHHAs CHCTEMa IOKYMEHTAIIMOHHOTO 00eCIIeueHus YIIPaBICHHUS.

4. Crangaptuzanys 1 yHUGUKALKUSA CUCTEMbI JOKYMEHTALMOHHOTO 00eCceYeHus YIPaBICHHUS.

5. HopmaruBHO-IpaBoBasi 6a3a JOKYMEHTAIITMOHHOTO 00ECTICUCHHS YIIPaBICHUSI.

6. OO1ue NpUHLMITBI OpraHU3aLMU JOKYMEHTO000poTa. OCHOBHBIE 3TaIlbl pAOOTHI C JOKYMEHTAMH.

7. JlokymeHT, TpeOOBaHHS, IPEAbABISEMbIE K HEMY, (DYHKIIMU JOKYMEHTA.

8. Perucrpauus noxymMeHTOB. Bujpl peructpalnoHHbIX GOpM.

9. Kraccudukanus 10KyMEHTOB

10. TpeGoBanus Kk 0pOPMIICHUIO TOKYMEHTOB

11. Buzasl opraHu3aOHHO-PACTIOPSIINTENLHBIX JOKYMEHTOB, ITPABUIIA MX O(OPMIICHUSI.

12. Odopmiienne nprkasa, IpoOTOKOIIA, MUChMa.

13. Tlopsimox cocraBieHuss ¥ O(OPMIICHHUS, COCTaB W HA3HAYEHHUE PaCIOPIIUTECIHHON
JOKYMEHTAIUH

14. Cucrema  cnpaBOYHO-MH()OPMAIIMOHHOM  JOKyMEHTalMu  npennpustus.  llopsmox
COCTaBJIEHUs], 0POPMIICHHSI U pabOThI C STUMH JJOKYMEHTaMH.

15. KanpoBast mokymeHTanus npeaAnpusaTus. Ee posb B yripaBieHUH.

16. IIpaBuna odopmieHuss  (HUHAHCOBO-OYXTaldTepCKONM  JAOKYMEHTAlMH  MPEATNPUSATHUS.
Haznauenue u nopsgox ohopMIIeHHUS TIIAHOBOM U OTYETHOM JOKYMEHTAIMH MTPEIIPUSTHSL.

17. JlokyMEeHTbl 1O TOPrOBOW JEATENbHOCTH NPEANPUATHS: HX COCTaB, Ha3HAYCHHUE,
0COOEHHOCTH COCTaBJIECHUS U O()OPMIICHUS.

18. J1okyMeHTO0OOPOT, OCHOBHBIE MPUHIIMITEI PA0OTHI C JOKYMEHTaMH.

19. Tlopspok paboThI ¢ BXOAALUIMMHU U UCXOSIUMH JOKYMEHTaMHU

20. Topsimok pabOThI ¢ BHYTPEHHUMH U KOH(PHICHIIMATHHBIMH JJOKYMEHTAMHU

21. XapakTepHCTHKa M COCTaB CIIPAaBOYHO-UH(OPMAIIMOHHBIX JOKYMEHTOB.

22. Craauu MOATOTOBKH PacTIOPSIUTENHHBIX JJOKYMEHTOB.

23. XO03s1CTBEHHBII I0OTOBOP: MOHATHE, CYIHOCTb.

24. J1oroBOp KYIUTA-TIPOJAXKH.

25. JloroBop MOCTaBKH.

26. Kommepueckue aKkThbl: TOHATHE U CYITHOCTb.

27. KoHTpoIb 3a UCHIOTHEHUEM JIOKYMEHTOB.

28. OcHoBHbIE TPEOOBAHMS K OpraHU3alNH XPaHEHHS UCTIOHEHHBIX JOKYMEHTOB.

29. DkcnepTr3a IIEHHOCTH JOKYMEHTOB. DKCIIEPTHBIE KOMHUCCHH.

30. ApxuBHOE XpaHEHHE TOKYMEHTOB. BHIbI apX1BOB.

31. Homenknatypa nedn.

32. ®opmupoBaHue 1 0OPMIICHHE JCIT.

33. OnepaTUBHOE XpaHEHUE JIEII.
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KpuTtepuu u mKajibl olleHUBAHUS MPOMEKYTOYHOM aTTecTAlluU

Hlkana u kpurepun oneHkn (MuddepeHUMPOBAHHDBIN 3a4€T)

OT1ian4yno

Xopouo

YaoBi1€TBOPUTEIBHO

HeynoBierBopuTteibHO

1. Marepuan u3jioxeH
IPaMOTHO, B OIIPEJEICHHON
JIOTUYECKOU
[10CJIEI0BATEIBHOCTH,
MPaBWJIbHO HCTIONb3YETCs
TEPMUHOJIOT U,

2. [Tokazano ymeHue
WJUTIOCTPUPOBATh
TEOPETUYECKUE TIOJIOKECHUS
KOHKPETHBIMU IIPUMEPaMH,
IIPUMEHSATH UX B HOBOH
CUTyaluH;

3. IlpoieMOHCTpUPOBAHO
YCBOEHUE paHee
M3y4YEHHBIX
COITYTCTBYIOIIUX
BOIIPOCOB,
c(OPMHUPOBAHHOCTh
YMEHUI U 3HAHW;

4. OtBeT npo3Byyal
CaMOCTOSITENIbHO, 0e3
HABOJSIIUX BOIIPOCOB.

1. OTBeT yI0BIETBOPSAET
B OCHOBHOM TPE0OBAaHUSAM
Ha OLICHKY «5», HO MPHU
3TOM MOXKET UMETh
CJIEyIOIINEe HEAOCTATKU:

2. B u3noxxeHuu
JOTYIIEHBI HEOOBIIIHE
po0Oeibl, He UCKA3UBIIIKE
coJiepKaHuE OTBETA;

3. JomyuieHsl OJUH - 1Ba
HEJ0YeTa MPU OCBEIICHUH
OCHOBHOT'O COJICP)KaHUS
OTBETa, UCTIPABIICHHBIC
10 3aMEYaHUI0
Mpero1aBaTeds.

1. Henonno nnu
HEIOoCJIe0BaTENbHO
PACKpBITO COZIEpIKaHHE
MaTepuaia, HO 0Ka3aHo
o0111ee MOHUMaHKE BOIIpOca
U TIPOAEMOHCTPUPOBAaHbI
YMEHUS, 10CTaTOYHbIE JIs
JaJIbHENIIEr0 YCBOCHUS
Mmarepuaa.

2. Nmenuce 3aTpynHeHus
WM JIOTTYIIICHBI OITMOKY B
OTIpeICTICHUH TTOHATHH,
HCIIOJIb30BaHHH
TEPMHUHOJIOTHH,
WCIIPaBJICHHBIC MTOCTIE
HECKOJIbKMX HABOIAIIUX
BOIIPOCOB;

3. [Ipu HenmosHOM 3HAaHUHU
TEOPETHYECKOr0o MaTepuasa
BBISIBJICHA HEAOCTAaTOYHAs
c(hopMUPOBAaHHOCTh YMEHUIM
Y 3HAHUU.

1. Conepxanue
MaTepHuayia He PacKphITO.

2. OmuoKu B
OIpeIeICHUU TIOHSATHH,
HE HCIO0JIb30BaJIaCh
TEPMHUHOJIOTHS B OTBETE.
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