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IIacnoprt

(on/1a O1IeHOYHBIX CPeCTB
no gucuumiInae JIOKyMeHTAIIMOHHOE o0ecledyeHe YIpaBJIeHus

(HaMMEHOBaHHME AUCLMILIIMHBI)

JJISl CTY1eHTOB (hakyabTeTa cpeaHero npogeccMoOHaILHOr0 00pa3oBaHmus,
cnennajgbHocT 09.02.05 «I[lpukaagnas nupopmaruka (Mo oTpacasim)»

KoHnTponupyemsble paznensl (TEMBbI)

Kon xonTponupyemoit
KOMITETCHIINHI

HaunmenoBanue

n/m JUCIUILTAHBI (i ee wacty) OLICHOYHOT'O CPEJICTBA
Tema 1.1. Benenne. JlokyMeHT u YcTHBIN 0onpoc;
1 cUCTeMa JOKYMEHTaIUH. OK 1- OK-9 Pa3HoypoBHEBBIE 3a/1a4H ;
Pedepar;
Tecr.
Tema 1.2. Opranu3aiioHHO- OK 2- OK-7; YcTHBIN onpoc;
9 pacnopsAUTENbHbBIE JOKYMEHTHI. [K- 2.5., Pa3HoypoBHEBBIE 3a/1a4H ;
[IK -4.4, Pedepar;
IIK -4.5 Tecr.
Tema 1.3. KagpoBas OK 2- OK-T: VYcrHbIl onpoc;
JIOKYMEHTAIHSI. Pa3HoypoBHEBBIE 3a/1a4H ;
3 [IK -2.5., Pedepar:
MK -4.4, oo
[IK -4.5.
JlenoBas urpa
Tema 1.4. JlcHexxHbIC U OK 2- OK-7; YcTHBIN onpoc;
4 (uHAHCOBO-pacUYeTHBIC [1K-2.5., Pa3HoypoBHEBBIE 3a/1a4H ;
JOKYMEHTBI. [1K-4.4, Pedepar;
I1K- 4.5 Tecr.
Tema 1.5. JloroBopHO-TIpaBOBast OK 2- OK-7; YeTHBIN 0onpoc;
5 JOKYMEHTAIU [IK-2.5,, Pa3zHoypoBHEBBIE 337a4H ;
[1K- 4.4, Pedepar;
[IK- 4.5 Tecr.
Tema 2.1. [Tousrue OK- 3 YcTHBIN onpoc;
6 JOKYMEHTO000pOTa, pETUCTPAIIHS K- 2 5’ Pa3noypoBHeBbIE 3a1a4H ;
JTIOKYMEHTOB. K- 4'. 4'.’ Pedepar;
Tecr.
Tema 2.4. Iloagroroska OK- 3, YcTHBIN 0onpoc;
JIOKYMEHTOB K apXUBHOMY OK- 4, Pa3zHoypoBHEBBIE 337a4H ;
7 XPaHEHHUIO. I1K- 2.5, Pegepar;
IIK -4.4, Tecr.
I1K-4.5
Tema 2.5. Ucnoan3oBanue IIDBM OK- 5; YcTHBIN onpoc;
B JICJIOTIPOU3BOJICTBE. OK-8; Pa3noypoBHeBbIE 3a1a4H ;
8 OK -9; Pedepar;
[K- 2.5; Tecr.
TIK- 4.4;

I1K- 4.5.




Hep €YE€HDb OICHOYHBIX CPEACTB

N0 JMCUHUIINHE «[JOKyMeHTAallMOHHOe o0ecreyeHne ypaBJIeHus»
JJISl CTY1eHTOB (hakyabTeTa cpeaHero npogeccuoHaILHOr0 00pa3oBaHmus,
cnennajgbHocTu 09.02.05 «[Ipukaagnas napopmaruka (Mo oTpacasim)»

Ne HaumenoBanue [IpencraBnenue
W OLICHOYHOT'O KpaTkas xapaktepucTka OIIEHOYHOTO CpPEe/ICTBA OLICHOYHOT'O
CpeICcTBa cpencTra B GoHJIE
1 | 3apmaua 3amaun M 3aJaHus  PENpONyKTHUBHOro ypoBHs, | Kommiekt
(mpakTHueckoe [IO3BOJISIIOIIME  OLIEHMBAThb M JIMArHOCTUPOBATh | Pa3HOYPOBHEBBIX
3aJIaHKE) 3HaHWEe  (aKTU4YecKoro Marepuana  (0a3oBbIe | 3a7ad
MOHATHS, AITOPUTMBI, (DAKThI) U YMEHHUE MPABUIBHO
WCIIOJIb30BaTh CIEelUaIbHble TEPMHUHBI U TOHATHUA,
y3HaBaHWE OOBEKTOB  M3y4CHHS B  pPaMKax
OTIpEeICNICHHOTO pa3/ielia AUCIUILITUHBI

2 | YcrHbIi omipoc CpenctBo KOHTpPOJIA YCBOCHUS yuebHoro | Bompocsl 1o
Marepuaga  TEeMbl, pasliena WIM  MOAYyNs | TeMaMm
JUCHUIUIMHBL, OPraHW30BaHHOE B BUAE YCTHOTO | AUCLHUILIMHBI
(MMCbMEHHOT0) oOmpoca CTyIEHTa WM B BUIE
co0eceloBaHus IIpenoaaBaTess ¢ 00y4JaroUMMUCS.

Pexomenpayercs JUTSE OLICHKHU 3HAHUU
00yJaronmxcs.

3 | Tect CucremMa CTaHIApTU3HPOBAHHBIX MPOCThIX H | DOHA  TECTOBBIX
KOMIUIEKCHBIX 3a/laHui, MO3BOJIAIOIIAs | 3aJaHUI
aBTOMATHU3MPOBaTh MPOLELYPY U3MEPEHUS YPOBHS
3HAHWUW, YMEHUH U BIIaJIeHUI 00y4aromerocs.

PekoMenayercss a1 OLUEHKHM 3HAHWHW, YMEHMH H
BJIAJICHUI CTYJICHTOB.

4 | Pedepat [TponykT camocTosiTensHOW paboThl cTyneHTa, | Temsl pedepaToB
MPECTaBISAIONINI cO00M KpaTkoe W3JI0KEHHE B
IIICBMEHHOM  BHJE IIOJyYEHHBIX PpE3yJIbTaTOB
TEOPETHYECKOT0 aHaJIu3a ONPEIEICHHON Hay4YHOU
(yueOHO- HCCNEIOBaTENbCKOM) TEMBI, TAE aBTOP
packpblBaeT  CyThb  HCCIeIyeMOW  MpoOJIeMbl,

MPUBOAMUT pA3IUYHbIE TOYKM 3pEHHUS, a TaKxKe
coOCTBEHHBIE B3IJIsAbl HAa Hee. PexomeHayercs Juis
OLICHKH 3HAaHUU U YMEHUU CTYJCHTOB.

5 | Jenomas urpa CoBmecTHast ACSATENBHOCTh TpymIbl oOydaronuxcs | Tema (mpoGiema),
U IIpenojaBaTelis 0o/ YIPaBIECHUEM IPENOAaBaTeNsl | KOHLEMNIMS, POIU
C LENbI0 peleHus] y4eOHbIX M MPOPECCHOHATBHO- | M 0XKHIaeMBbIii
OPUEHTHUPOBAHHBIX  3a7ad  IyTEM  UIPOBOTO | pe3yNbTar IO
MOJICIIMPOBAHUS PEATHHOM MPOOJIEMHON CUTYallUH. | KaXJIOW UTPe
[lo3Bonsier oneHMBaTH YMEHHE aHAIM3UPOBAaTh U
pelarh THINYHbIE poQeccroHaAIbHbIE 3a1a4u.

6 | 3auer CpenctBo NpoBEpKHU 3HAHUN M YMEHUH INOJIy4eHHBIX | Bompocsl k 3aueTy

MOCJIC U3YUCHUS NUCHUIIIIMHBI




denepanabHOE TOCYJaPCTBEHHOE OI0IKETHOE 00pa30BaTEIbHOE YUPEKICHNE
BBICIIIETO 00pa30BaHuUs
«benropoackuii rocy1apCTBEHHBIN arpapHbli yHuBepcuTeT uMeHu B. . ['opuHa»
Kadenpa 6yxranrepckoro ydera, aHaiau3a U (UHAHCOB

KomiuiekT pa3HoOypOBHeBbIX 3a/1a4 (3a1aHUil)

JloKyMeHTAIMOHHOE o0eclieueHue YIIPABJIEeHUsS

(HaMEHOBaHKE JUCIUILIIHEL)

1 3agauu penpoAyKTHBHOIO YPOBHA

3apanme 1. PazpaGorarh OnaHK [OKYMEHTa, YCTAHOBUThH IIOJIsl, MHTEPBAJl CTPOK
(MOArOTOBUTH CIIPaBKYy C MecTa yueObl O TOM, 4TO Bl sfBIIsieTeCh CTY/I€HTOM Ha3BaHHOI'O BY3a;
HOJArOTOBUTH CHPaBKY C MecTa pabOThl, yKa3aTh 3aHHMAaeMyl0 JOJDKHOCTb, ¢ KaKOTO BPEMEHH
paboTaeT Ha NPeANPUATUN U KaKOBa MecsiuHast 3apaboTHas ruiaTta paboTHHUKA).

[Tpu opopmiennu cipaBok obpamaTh BHUMaHHE Ha paBuiia 0)OPMIICHHUST PEKBU3HUTOB.

3aganue 2. CocTaBuTh 000N TOKYMEHT, YTOOBI OH 00JIajan opuandeckoi cuiioil. B
JOKYMEHTE yKa3aTb 00s3aTeIbHbIE BOCEMb PEKBH3HUTOB.

Konwuro mokymMeHTa npeaoCTaBUTh ISl IIPOBEPKH MPETOABATEIIO.

3aganue 3. PaspaGotatb M o¢opMuUTh Ha BBIOOp [Ba JOKYMEHTa U3 TIPYMIbI
OpraHW3aIMOHHBIX JOKYMEeHTOB. OOpaTuTh BHMMaHHE Ha O(QOpMIICHHE THTYIBHOTO JIUCTa U
odopmieHHs HEOOXOIUMBIX PEKBU3UTOB.

3ananme 4. Pa3paboratb u 0hOpMHUTH MpHKa3 O NpuUeMe Ha paboTy COTPYAHUKA.
Pa3zpaGorate M oQopMUTH MNpHKa3 O MepeBoje pabOTHHKAa Ha Jpyryi paboTy B TOH ke
OpraHu3aIuy.

[Tpu opopmiennn npukazoB oOpaiiaTh BHUMaHNE Ha IpaBuiIa 0QPOpPMIICHHUS PEKBU3UTOB.

3ananme 5. PazpaGorath W ohopMUTh HHGPOPMALMOHHO-CIIPABOYHbBIE JOKYMEHTHI
(TenehoHOTpaMMYy, aKT, MPOTOKOJ, CIYKEOHYIO 3allUCKy W APYrue ITOKYMEHTHl 10 BEIOOpY
CTYJICHTA).

[Tpu odopmiiennn nHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB OoOpallaTh BHUMaHHE Ha
npasuiia opOPMIIEHUS PEKBU3HUTOB.

3aganue 6. Pa3paboraTe mocienoBaTelbHOCTh O(OPMIICHUS TOKYMEHTOB MpU IpHUEMe
Ha paborty. VYkazartb 0COOEHHOCTH odopmiieHus OCHOBHBIX u
JIOTIOJTHUTENBHBIX ~ JIOKYMEHTOB. B  kakux ciuyudasx odopmisercs asroduorpadus u
Jpyrue JIONIOJTHUTEITbHbIE JOKYMEHTBI? [TocnenoBarenbHOCTh

oopmIteHHsI JOKYMEHTOB I0Ka3aTh CXEMAaTUYECKH.

3apanme 7. Pa3pabortatb W odopMuTh OJaHK TPYAOBOro JoroBopa. B mokymeHTe
yKa3aTh 00s3aTeIbHbIC PEKBU3UTHI U MPABUIILHO UX OPOPMHUTH.

3aganme 8. Tpynosas mucuuiuiMHa. PaccMOTpeTh mpaBuiia BHYTPEHHETO TPYIOBOTO
pacropsiika KOHKPETHOIO TMPEANpPHUSATHSA, BBLAECAUTh BHUAbI MOOIIPEHUH M  B3bICKaHHUH,
IPUMEHSAEMBIX Ha MPEIIPUATHH.



3aganme 9. Pazpaboratb ¥ OQOPMHUTH JOKYMEHTHI NpPHU TOOLIPEHUH pPaOOTHHUKA
(pa3paboTaTh IPEICTABICHUE).

3apnanue 10. Pazpaborats W 0GOpMHTH MOKYMEHTHI TpPH B3BICKAHHMSIX paOOTHHKA
(pazpaboTtaTh OOBACHUTENBHYIO U JIOKJIQJHYIO 3alMCKH, COCTABUTh IPUKA3 O HaJOKEHUU
JUCIUIUIMHAPHOTO B3BICKAHUS).

3ananue 11. 3amoaHUTE ONaHK JUYHOW KapTouku paboTHuka. OOpaTUTh BHUMaHUE HA
0o OopMIICHHE PEKBU3HUTOB TI0 KAKIOMY ITYHKTY KapTOYKH.

[IpemocraButs WHPOpPMAIMIO O TpaBuUiaax O(GOPMIICHUS € BEICHHUS JUYHBIX el

PabOTHHKOB.
2. 3a1a4u pEKOHCTPYKTHBHOIO YPOBHS

3aganmue 12. Haiinute u ucripaBpTe omuOKy B 0hOpMIICHNH 3asBICHUS B JJOBEPEHHOCTH.
OTpenakTupynTe TEKCTHI.

Tekcer 1
Hexany paxynemema
om Ynvanoeou E. B.

3as6neHue.

Yeaoscaemwiii 0exan, k 6am obpawaemcs cmyoenmra 2-20 Kypca no Iu4HoOMy eonpocy. B
CBA3U ¢ meM, YUmo 51 amOyIamopHO 1e4yCob 8 NOJUKIUHUKE, MHe NPUXOOUMCS NPONYCKAMb
Hekomopule 3auamus. Cnpagky mo2y nokasams. OQueHs npouty 8ac 0c80000Umv MeHsi Om
3auamuil Ha 0OUH Mecsy

Vauvanosa E. B. 10 oxmsabps 2014 2o0a.

Texer 2
Pexmopy Poccuiickoti Axademuu
cmyoenma I kypca Conosvesa M. U.
3AABJIEHUE.
IIpowy npeocmasume mue akademuieckuil Omnyck cpokom Ha 1 200 no cemeunvim
06CcmosmenbCmeam.

3apanee bnazooapen. Conosves M. U.
15.12.2014 2.

Teker 3
JIOBEPEHHOCTD
A, @ponos JI. A., dosepsio moeti coxypcruye [llesuyky U. C. nonyuums Mow cmunenouro 3a

MeKYyWUll Mecsiy c.2., 66Uy MOe20 OMCYMCMEUS 8 MeYeHUe Mecsayd 6 KOMaAHOUPOBKe.
16.11.14. JI. Dponos

3aoanue 13. llpounraiite aBToOmorpadwuio, cocraBieHHyr A. Il. YexoBem. Jlokaxwure,
MCIIOJNIB3YS TEKCTOBBIA MaTepHall, 4To JaHHas Ouorpadus HamrcaHa He B O(UIIUATBHO-EIIOBOM,
a B XyJI0)KECTBEHHO-JIUTEPATyPHOM CTHIIE.

Aemobduocpaghus

A, A. I1. Yexos, poounca 17 ansaps 1860 2. 6 Tacanpoee.

B 1878 2. nocmynun ¢ Mockoeckuil yHusepcumem Ha MeOUyuHcKuil gaxyiomem. Yoice Ha
nepeoM Kypce Cmal NnedyamamuvCs 8 eHCeHeOeNbHbIX HCYPHANAX U 2a3emax, U 3mu 3aHAmus
aumepamypou  yyce 6  Hauaie — 8OCbMUOECAMbIX 20008  Npuobperu  NOCMOAHHUBL,
npogeccuonanvuslii xapakmep.

He cuumas peyensuil, ¢henvemonos, 3amemox, ce2o, 4mo nucaioch u3o OHsA 8 0eHb MHOIO 34
20 nem numepamypHou OessmenbHOCmuU, ObLl0 HaAnucamo u Hanewamawo Oonee 300 neuammvix
JUCmMoe nogecmetil u pacckazos. Ilucan 1 u meampanvhvie nvecwl.



He commnesatocw, 3anamus MeOUYUHCKUMU HAYKAMU UMENU Cepbe3sHOoe 6IUAHUE HA MO0
JUMEPAMYPHYIO OeSIMENbHOCMb', OHU 3HAYUMENbHO PA30BUHYIU 00ACMb MOUX HAOIOOeHUl,
0002amuny MeHs 3HAHUAMU, UCIMUHHYIO YeHY KOMOPbIX Ol MeHA KaK 015 Nucamens Moicem
NOHSIMb MOJILKO MOM, KNO CaM 8pay\ OHU UMeu MmaKice Hanpasisioujee GIusHUe U, 6ePOMHO,
Onaeooaps bauzocmu K mMeouyuHe MHe YOanoch UuzoecHyms MHO2UX OWUOOK. 3HAKOMCMEO ¢
€CMeCmBeHHbLIMU HAYKAMU, C HAYYHBIM MemOoOOM 6Ce20d 0epicalo MeHs HACmopodce, U s
cmapaincs, 20e OblI0 803MOINCHO, COOOPANCAMBCI C HAYYHLIMU OAHHBIMU, A 20€ HEBO3MONCHO —
npeonouuman He nucamso gosce. K bennempucmam, OmHOCAWUMCS K HAYKE OMPUYAMETLHO, 51 He
npUHAOnedxHCcy, U K mem, KOmopbule 00 8ce20 00X00Am C80UM YMOM, He Xomeil Obl NPUHAONEHCAMb.

Umo kacaemcsi NPaKmuyecKol MeOUyuHbl, mo ewje cmyoenmom s pabomain 8 Bockpecenckotl
3eMcKoll OobHUYe, NOMOM Hed0.120 DbLL 8PAYOM 8 36eHULOPOOCKOU DoTbHUYe.

B xonepnvie 20061 3a6e006an Menuxosckum yuacmxom Cepnyxo8ckozo ye3oad.

3aganue 14. CocraBbTe 10 ykazaHHo hopme 6norpaduro 6au3koro Bam yenoseka (oTia,
MatepH, OpaTa, CECTpBI) 10 CXEMeE:

. (haMuus, UMs, OTYECTBO;

. TPaKJaHCTBO;

. naTa (41ci0, MECSIl, TOJT) POXKICHUS;

. MECTO POXKIACHUS;

. COCTaB CEMbH;

. oOpa3oBanue (T/Ie ¥ KOTJa YIUJIICS, CTICIUATHHOCTS);

. TPYIOBasl IEeATENbHOCTS (Te, KOr/ia U KeM padoTal, 3aHuMaeMast TOJKHOCTb, CITY>KUJT JId
B apPMUU, HArPaJIbl U MOOIMIPEHUS — B XPOHOJIOTUUECKOM TMOPSIIKE);

. CEeMEHHOE MOJI0KCHHE.

3ananme 15. Haiinure u ucnpasbte omOKy B 0hopMiIeHUH aBToOnOrpaduu.

OTpenakTupynTe TEKCT.
Aemobuocpaghus

A, Anexcuna Hunma Tumodgheesna, pycckas, poounacev 16 auneaps 19952. 6 e. Kuee 6 cembe
ussecmmuvix gpauei. Mou omey, Anexcun T. b., 1953 2. poowcoenus, enasspay 6 6orvnuye. Mamo,
Anexcuna I'. I, yuumenvhuya 6 maaowux xkiaccax, ona pabomaem 6 Mockosckou wxone Ne
1512. Mos cecmpa, Tumogheesa [lawa, 3amyscem u scusem omoenvro. B 2000 200y moi
nepeexanu 6 Mocksy, u a nowna 6 wxony Ne 1512. Vuunace ma xopowo u omauuno, yua-
CmMeosana 6 20pOOCKUX ONUMNUAOAX NO MamemMamuke U aueautickomy sasviky. B 2012 .
3GKOHYUNA CPeOHIow WKONYy U nulmanace nocmynums 6 BY3, mno nposanunace u
nowinapabomams aabopanmiou Ha kageopy MI'TY.

B omom 200y nocmynuna 6 Poccuiickyio Axademuro Hapoonoeo Xossiicmea u
T'ocyoapcmeennotl cuystcobl, 20e u yuyco 8 HACMOoAUee BPEM.

1. 10. 2014 200a
(noonucw)

3ananme 16. Haiinute u ucnipaBbre oMKy B ohopmiieHun pestoMe. OTpeakTHpynTe
TEKCT.

PE3IOME
Cyxanoeé Anmon
Poccus, Mocksa, Yn. Benvsamunogckas, 0. 6, k6. 135-
Ten. 8-495-369-64-20
Jluunvie oannvie: Cmpeney. 300posve xopouiee.
Lenv: Haiimu pabomy 6 kauecmee KOHCYIbMAHMA NO HALO2000N0HCEHUIO, 20e CMO2Y 8
HOJHOU Mepe nposeums cebsi(cocnacer Ha a00yio Opyayio pabomy).



Obpaszosanue: Cpeousa QObweobpaszosamenvHas WKOAA ¢ YenyOleHHbIM — U3YYeHUeM
npeomemos 3KkoHomuueckoz2o yuxia Ne 135. @unancosas Axademus npu Ilpasumenvcmee P.
@D.(2012 — no Hacmoswee 8pems,).

Onwvim pabomsi: K cooicanenuro, noka ne umero.

Hasvixu: Hemnozo 2060pio no-aneauiicku, HO 3amo onvlmublli noavsoeamens 11K.

Jluunvie kauecmsa: Cnocoben pabomams ¢ 1100bIMU THOObMU, XAPAKMED VIHCUBUUBHII,
OeCKOHMIUKMHBIIL.

Veneuenusa Ilymewecmsus, ucmopus, MawiuHvl, KVIUHAPUS, ACMPONO2U’,  MO2y
NPeoCcKasvi8amy HaA08USAIOWUECS COObIMUSL.

P. S. Ouenv Bac npowy ne omxazame 8 moeti npocvhe 8 cés3u ¢ mpyOHbIM MAMepUaIbHbIM

noaodiceHuem moeti cemvu. byoy ouens O1azooape.
01.09 2014 A. Cyxanos

3aoanue 17. Tlo KIOYEBBIM CJIOBaM OIpPEAETUTE XapakTep NaHHBIX NuceM. Pazmenute
TEKCTHI TICEM Ha CMBICIIOBBIC YacTH. VcnpaBbTe MOAUYEPKHYTHIE B TEKCTE OMIMOKH.

Teker 1

Ilo nonyuennoui Ha om3vie Hucmpykuyuu no pabome ¢ 00pawjeHUAMU 2SpaANHCOAH 8
Ipedhexmupax aomuHucmpamugHwvix okpyeos u Aomunucmpayusax pationos 2. Mockea umeemcs
cnedyruee samedanue:; oopaweHus 00H020 U Mo20 e auya (,epynnvl auy) no 0OHOMY U MOMY
JIce 6ONPOCy, HAX00AwUecs HA UCNOIHEeHUU {He cOaHHble 8 0ell0), CUUMAOMC GMOPUUHBIMU
obpawjenusmMu.B_ocmanoHom ¢ npoekmom UHCMPYKYuu coenacHvl. B ceasu c mem, umo
peoakmopuvl oKpyucHuIX U pationnvlx CMU nawezo okpyea 6 2014 2. 6viiu yuacmHukamu
cemunapa onsa pykogooumeneu CMU, ux nosmoproe yuacmue 8 NOOOOHOM ceMuHape cuumaem
HeyenecooOpasHbIM.

Texer 2

Ilocvinaem Bam  Ona  paccmMompeHus — u  3aKMOYeHUs.  NPOEKm — MemooudeckKux
pexomeHOayuii« Vuugurayuss  mekcmog — ynpasieHueckux — OOKYMEeHmOo8». 3ameyauus U
Npeoiodcenss N0 NPoeKmy NpocuM Omnpasums no Hauwemy aopecy 0o 28 geepana 2014 .
Ipunooicenue: na 38 1. 6 1 3k3.

Texer 3

06 yuacmuu 6 pabome cogeujanull.

10—15 oexabps 2014 2. ¢ Topeogo-IIpomsiunennon narame PP exceonesrno ¢ 10 ympa 0o
15 uac, ous 6y0ym npoooumbcsa co8ewanuss ¢ Mop2o8biMU U NPOMBIUULIEHHBIMU KOMAAHUAMU, 8
mom yucie 3apyOedCHbIMU, CHeyUuarusupyrowuMucs Ha nocmaske npoomosgapos. Ha
cogewanusax oyoem oocyncoamvcs 60NPOC UX 6x0xicoeHus 6 cocmas yuacmuuxog AQO «MTA».
Cosewanusa 6yoym npoeo—oumvscs 6 Ionyoom 3ane TIIII (Bupowcesas na., 0. 2). Cnpasku no
menegony. (495) 221-23-12

3adanue 18. 11o xmr04ueBBIM CIIOBaM OIPENENINTE XapakTep nuceMa. Haiinure m ncnpasbTe
JIOTMKO-CMBICIIOBBIE OIIMOKH. OOpaTHTe BHHMaHME Ha MOPSAOK CJIOB B IPEIOKECHUSX.
HcnipaBbTe MOTYEPKHYTHIE OITHOKH.

B cenmsbpe 2014 2. 6 muxpopaiione «Buvixuno-Kynebunoy» [lenapmamenm cmpoumenbcmea
Ilpasumenvcmea Mockebl u cosmecmHoe poccuticko-mypeyxkoe AkuuonepHoe obujecmso
«Cmpou-Mockea» npucmynuiu K peaiuzayuy npoekma cCmpoumenbCmea mopeo8o20 KOMNieKca.
Paspabomannvim mockosckumu u mypeykumu apxumexkmopamy. NpoeKmom npeoyCMOmpeHo
COOpYdHCceHUe 0mEedarueco MUpPosbiM CMAHOAPMAM 30aHUA C MPEXIMANCHBIM, NOO3IEMHBIM
2apasicom-cmosaHKOU, NOMeUeHUIMU MHO20YeNe8bIMU, CEPBUCHBIMU, OPDUCHBIMUU HCUTLIMU.

Ilpocum Bac, yuumwlgas, umo 6 Xo0e peanuzayuu 3moeo Hpoekma 6yoem u3zyuend
B03MONCHOCMb KPYNHO MACWMAOHLIX uHeecmuyuii 6 s3xoHomuxy Mockevl u Poccuu, a cama
peanuzayus  COBMEeCMHO20 NPOeKmda CMmamem BaAdCHbIM — Qakmom Oas  NpugiedeHus
MeAHCOYHAPOOHBIX 0eNl08bIX KPY208 K YUacmuio 8 passumuu 3KoHomuxu Mockebwl, paccmompems




npeocmasienue HeKOmopvlx Nb20m Oisi MYpPeykux U POCCUUCKUX OCYUeCMBIAIOUUX IMOom
npoeKm napmuepos.

3aoanue 19. 11o k1r0YEBBIM CIIOBaM ONPEENINUTE XapakTep nucbMa. [IpaBuibHO M caenaHa
pyOpukamus B Tekcte? BmecTto Touek BcTaBbTe HEOOXOAMMBbIE MMpuiaratenbHblie. VcmnpaBbre
MOJYEPKHYThIE OUTHOKH.

Yeaowcaemvie konneau!

Munucmepcmeo obpazosanus u nayku P®@ npuenawaem Bac npumams yuacmue 6 4-ou
Meowcounapoonou  evicmaexke «Mockosckas sapmapka 00pazosanusy, Komopas —0yoem
npoxooums 60 Bcepoccuiickom Bvicmasounom yenmpe ¢ 22 0o 25 mapma 2014 2o0a.

IIpoepamma evicmaexku 6y0em oxeamvl8ame... CHeKmMp cucmemsvl 00pa308aHuUs.

. cpeonee;

. cpeOHemexHu4ecKoe;

. gvicuiee obpazosanue;,

. nosvluleHue Keatugpurkayuu,

. nepeno02omosKa Kaopos.
Dkcnozuyus 6yoem cocmoame u3 cieoyiouux pazoenos:

. obpaszosamenvHvle YCLy2U,

. npouzeooument u QUCmMpudLIOMOPbL NPOOYKYUU O/ CUCTNEMbl 00PA308aHUL,

. newamuule uzoanus (Monozpaguu, HcypHaavl, Y4eOHUKU, MEMOOULECKUE PEKOMEHOAYUL).
Apmapra obpazosanus npedocmagum Y4aACMHUKAM ... WAHC NOAYYUMDb ... UHGOPMAYUIO O

cucmeme 00pa308aHusi 8 Hawlell cmpame U 3d pYyOe’COM, Y3HAMb O ... MEHOEHYUsX u

nepecnekmusax 6 3moti oonacmu.
Koem Bac na apmapke u scenaem 8am ... ecmpey u ... KOHMaxkmos!

3aoanue 20. 1lo xiI0UEBBIM CIIOBaM ONpENENNTE XapakTep nucbMa. Halimute u ucnpasbTe
¢dakTonmoruueckue M cMbiciaoBble ommOKku. OOpaTuTe BHMMaHUE Ha HENpPaBUIbHOE
yIoTpebIeHre TPON3BOIHBIX MPEAJIOToB. VcpaBbTe O YePKHYTHIE OMIMOKH.

B ceasu ¢ n. 10 Iocmanosnenusa Ilpasumenvcmea Poccuiickoti @edepayuu Ne 498 «O
HEeKOMOPbIX Mepax no peanu3ayuu 3aKOHo0amenbcmea o necocmosimenvhocmu (bankpomemee)
npeonpusmuil» npocum Bac coobwums o pazmepe 0onu 20cyoapcmea 6 YCmasHoM Kanumaie
OAO «Mockosckuti x1e603a600 Ne 18», pacnonoacennoeo na Hukumckotl yoic

Ilo cnyuaro, eciu nakem 0aHHO20 NPeOnpuUAmMuUs NPOOAH, NPOCUM COOOWUMb 0amy U cnocod
npooaicu.

3aoanue 21. 110 KI104EBBIM CIIOBaM OIPEAETUTE XapakTep nuceM. BMecTto Touek BCTaBbTE
HEOOXOIUMBIE TJIaroJibl B HYKHOM Gopme. Haiinute u 00bsiCHUTE OMIMOKH B TOCTAHOBKE 3HAKOB
MpenuHaHusA. 3aMEHUTE TIOTYEPKHYTYIO IEUCTBUTEIBHYIO KOHCTPYKIIHIO CTPaIaTeIIbHOM.
Texer 1
Yeaowcaemwiii 2cocnooun Cokonos!

Bac 3a ummepec, nposenenHvill K Hauiel KOMRAHUU, JiCENAHUE ... GbICHMABKY
«Aemocepsuc—2007» u ... ¢ npooykyuetl, npedcmaesieHHol Ha Hauem cmeHnde. OOHaxKo, Mol He
moxcem ... Bawy oenecayuro 29 aseycma u ... ee niodomeopHyro pabomy, mMaxk Kaxk 2mo
nOCIeOHUll pabouull 0eHb 8bICMABKYU, HA KOMOPOU OUPEeK-ulsl 3aniaHuposand 3aKuoyumenshsle
Meponpusmus MexHU4ecKko2o xapakmepa, 6 mom yucie, ¢ yiacmuem Haueu KOMIaHUuu.

..Bam ... 0amy nocewenus evicmasku na 11060t Opyeoi 0ens, Hauunas ¢ 20-20 aseycma. Mol
0yodem 2omosvl ... 1106y unmepecyrowyo Bac ungopmayuio.

C ysaoicenuem,
T'enepanvuwiii oupexmop A. I'. FOpckuii
Teker 2
... 20MOBHOCMb K COMPYOHUYECm8y Haue2o paxyivmema u 00veouneHus «MockomOanx», u
npusiedenuro npenooasamenetl, COMpPYOHUKO8, U CMYyOeHmos ¢akyibmema O0as pabomvi &
PA3IUUHBIX OMPACTAX PUHAHCOBO20 PBIHKAL.



T'omosvl na Oenosoli 6cmpeue ... KOHKpemHble HaNPAasieHus COMmpyOHUYeCmed U ... ¢ 8AUUUM
0OveduHenuem NPomoKo 0 COmpyoOHu4ecmae.

3aoanue 22. llpouwTtailiTe TEKCTBI MHCEM U CHOPMYITHPYHTE HamOOJee IMOIXOIAITNE
oOpaiueHus. Pa3nenure TeKCThl NO3APAaBUTEIbHBIX MIMCEM HA CIEAYIOLIUE YAaCTU: N103PABIICHUE,
KOMIUITMMEHT, MOKelaHue. 3aMEHUTE, €CIM 3TO BO3MOXHO, MOAYEPKHYTHIE CJIOBa JIPYTUMHU
CTOJIb K€ YCTOMYUBBIMU CIIOBOCOYETAHUSIMHU.

Teker 1

... (obpawenue)

B kanyn Jlna poccuiickoii neuamu npumume camvle UCKPEHHUE NO30PAGIEHUSL C
NPOheccCUOHANbHBIM  NPASOHUKOM U  NOJCENAHUSl CUACMIUBO20 MBOPYECKO20 00120emusl,
OWYWeHUsL BANHCHOCTIU COBMECMHOU 0OMEEMCMEEeHHOU padomyl 80 0120 Mo2yyell, MALAHMAUBOU
Poccuu. Ilycmo kasicooe cnoso eawiux nyoruxayuil poxcoaem y arooeli nompedHocmy coenamby
OKpYHcarowull Mup nyuue!

Teker 2

... (obpawenue)

Cepoeuno nozdpasisem sac c [uem 2opooa! Cmano 0obpoti mpaduyueii ommeuams OeHb
pooicoenusi Ilenzvl 6 nepeviii Oenwvb Jjema. Omom npazOHUK aOOUM U NOYUMAaeMm 6cemu
eopooicanamu.  On  A6IAeMCA  CUMBONOM  eOUHEHUSl  PA3HLIX — NOKOAEHUL,  PA3HBIX
HayuoHanvHocmet, Kyiomyp u peaueuu. Om 6ceti Oywiu ienaem 6am Kpenko2o 300p06bsl,
bnacononyuusi u cuacmovs. Ilycme Hawt 20pod 6ceeda ocmaemcsi MAKuM Jice KpACUBbIM,
CNOKOUHbBIM U VIOMHBLM.

Teker 3

... (obpawenue)

Om umeHu KOMRAHUU « ... » U om cebsi ITUYHO NO30PAGIs0 8acC ¢ Npa3oHuKom — J{nem
Benukoui [1obeowvl! mom npazonuk ececoa ocmanemcsi CuM8oI0M 00baecmu u Henobeoumocmu
PYCCKO20 OpYJiCUsl, MYAICecmed U _omedasu _condam u oQuuepos — 3aumuuKo8 omeuecmaed,
2epoudecko20 mpuda padodux, Koasuwiux nodedy Ha 3a600ax mulld, CUMBOIOM BeNUdUs
cmpaHvl, nepexecuiel ce mazomsl O0abUIOU BoUHbL. /leHb [lo6edvl — 3mo 0bwuil npazoHux,
8HE BPeMeHU, ePAHUY U NOAUMUYECKOU KOHBIOHKMYPbL. Mo Npa3OHUK HECKOIbKUX NOKOJIeHULl,
obveounsowull.  omyos, Oemell U GHYKos. Xouy noxceramsv eemepanam — Benukoi
OmeuecmeenHOl B0OUHbI, MPYHCEHUKAM MbLLA 300P08bsl, 60Opocmu 0yxa u eepsl. Baw nodsue ne
0ydem 3a0bim, NOMOMKU NO OOCMOUHCIEY OUEHAM 8aul 8K1A0 8 UCIOPUI), 8 NPUYMHOMCEHUEe
cnasvl Omeuecmea!

Texcr 4
... (06pawenue)
llozopasnsem Bac c¢ 3ameuamenvHuim iooureem — 710-1emuem! Bes Bawa mpydosas

0esAmeNbHOCIb C8A3AHA ¢ MEeMAIYP2UYECKUM NPOU3800Cmeom. Bul eneciu ocpommbiii 8k1ad 6
0€e10 pa3sumus. Memaiiypeuu 6 yeiom paoe pa3euearowuxcs Cmpam, pabomas Ha pyKOBOOAUUX
nocmax 6 I'ocyoapcmeenHom Komumeme no 6HEWHUM IKOHOMUYECKUM C8A3AM. B nacmoswee
epems Bvi akmueno pabomaemenao HOBbLIMU NPOEKMAMU CIMPOUMENbCMEA YHUKAIbHO20 34600d
no npouszeoocmey uyeyna. Muvi uckpenne ocenaem Bam 000poeo 300posbs U OanbHeUuux
MBOPUECKUX YCNexos.

Texkcr S...(aopecam)

Om_umenu Ilpasumenvcmea Poccuiickou @edepayuu u om ceds auyno no3opagnsio ¢ 50-
Jlemuem co OHA OCHOBAHUS 8auLe20 YueOH020 3asedenus. Baw ynusepcumem s6nsiemcsi 0OOHUM U3
sedyuux yuedbnvix sagedenuti Poccuu.

Buinycknuxoe MOCHU ecec0a omauuana xopowias nod2omoska 8 001acmu npumeHeHus.
MamemMamuyeckux mMemooos u UHGOPMAYUOHHBIX MEXHONO02UU 68 IKOHOMUKE, CMAMUCMUKe U
ynpaenenuu. Muocue uz Hux 3anumarom gedyuiue NO3UUUUE 20CYOAPCNEEHHBIX U KOMMEPUECKUX
CMPYKMYpax, 00OWecmeeHHbIX U MeHCOYHapoOHbix opeanuzayusax. Ce2o0Hs, koeda Hawa




9KOHOMUKA NPOYHO 6CMAem HA PLIHOYHbIE PeNbCbl, CHPOC HA CHeYualucmos, 61a0erouux
COBPEMEHHbIMU 3HAHUAMU, IKOHOMUYECKUMU UHCMPYMEHMAMU, HABbIKAMU MeHeONCMeHma,
0cobeHHO 6blcOK. YHusepcumem 3anumaem sedyujue NO3UUUU 8 pa3sumui OUCMAHYUOHHO2O
0bpazosanus, Hecem IKOHOMUUECKUe 3HAHUA 8 peluoHbl cmpaHnvl. Cmyoenmsl u compyoHUKu
MOCH uzeecmmubl ceoell UHUYUATMUBHOCBIO U NOCMOAHHOU 20MOBHOCMbIO 0KA3AMb NOCUTbHOE
codeticmeue 8 peueHUul 8aHCHbIX 00UeCNB8EHHbIX, COYUAILHBIX U 20CYOAPCMBEHHbIX 3A0aU, YmMOo
nokasana npogedennas Bcepoccuiickas nepenucv nacenenus. Kenaio OpyiCHOMU KOALEKMUBY
sauieco YHueepcumema meopueckux yCnexos u Hosblx 00CHUICeHUll 8 01a20pOOHOM mpyoe Ha
HUse 06pA308aHUs U HAVKU.

3aoanue 23. Ilo KiI0YEBBIM CJIOBAM OMpEACIIUTE XapakTep nucem. Halinure u ucnpaBbTe
pedeBbie OMIMOKY, HAPYIIAIOIINE STUKET O(PHUIINATEHO-ICIIOBOM MEPEITUCKH.

Texer 1
I'nybokoyeasicaemviii Ilemp Anopeesuy!

B cenmsabpe ceco coda 6 eauiem uHcmumyme npoxXoouin HAYYHO-NPAKMUYECKULl CeMUHAp
«Cospemennvie npobremvl NCUXONO2UU OemCmeay», 6 KOMOPOM HPUHALU yuacmue U
npenooasament Haule2o UHCMumyma.

Cemunap npowen Ha 6vlcouaiuieM HAYYHOM YPOGHE, NPUBLIEK OHeHb WUPOKULL KpYe
VUACMHUKO8 U3 HAVUHBIX YUpeHCOeHUutl U 6y308 CMpaHbl. Y4acmHUKU cemuHapa ¢
YOO0BONbCMBUEM O3HAKOMUNUCH C COBPEMEHHbIMU OOCMUNICEHUAMU 6 001acmu NCUxonocul,
paccmompenu, u Mo BAHCHO, He MOJLKO NpoOIeMbl NCUXOLOSUYECKO20 00pa308anus, HO U
akmyanvHeuuue npooiemvl N0020MOBKU KAOPo8 npenooasamelell.

Huoicatiwe 6aaeooapum konnekmus Hucmumyma 3a npeKpacHyo opeanu3ayuro u npogedeHue
HayuHo-npakmuyeckozo cemunapa. Ocobas 6nazooapnocme M. @. Kyxkypyze, 00Kmopy ncux,
HAYK, 34 COOEPHCAMENbHbIU U UHMEPEeCHbI OOKIA0, 0CBEMUBUUULL ¢ HOBOU CMOPOHbL 80NPOCHL
ncuxonocuu 0emcmea.

JKenaem 6cem Bam Oanvhetiuux meopuecKux Ycnexoe u HaoeeMcs HA NPOOOHCEHUe
compyoHuyecmaa!

Teker 2
Veaoicaemvie 2ocnooa!

Hoocanyicma, npumume MoOu UCKPEHHUE U3BUHEHUS 30 HEeMAaKMuyHvle 6blCKA3blBAHUs 8
aopec eauietl komnanuu, coenantvie 28.10.2005 60 epems svicmynienus Ha KOHpepeHyuu.

H3sunsitocy ewge paz u npusHaro ceou 0O8UHeHUs 8 8aul aopec He CO8CeM CHpageodIuebiMU U
000CHOBAHHBIMU, A MAKJCE 3AABIAI0, YMO He UMer) HUKAKUX NpemeH3Ull K pabome cepeucHoll
CyoHcObl sauteli KOMNAHUU.

Haoetocw, umo 6vt mens npocmume.

3aoanue 24. OtpegakTUpylTe TEKCT CIy))XeOHOro muchbMa. OmpenenuTe xapakTep
JIOTYIIEHHBIX OLITHOOK.

Yeaowcaemwiii Anopeti [lemposuu,

Hacmoswum yeedomnsio Bac, umo Ynpaenenue raopamu Ilpezudenma Poccuiickoi
@edepayuu, Kanaockoe acencmeo no peanuzayuu poccutickO-KaHaockou Npocpammvl HOO
Hazeanuem Jlemokpamsi-cmenenouamvl u Poccutickaa Axademus napooHozo Xxo3aicmea u
2ocyoapcmeennotu cayacovl npu Ilpezudoenme PD 18 gpespansa 2014 2o0a nposooum cemunap Ha
memy «lIpobnemvl nosviuenus s¢hgpexmusHocmu cmaxcupogox zoccayxcawux 6 Kanaoey. B
NPOCPAMMY CeMUHAPA 8KIIOYUNU: OCHOBHblE (haKmMopbl, KOmopbie GIUAI0M HA IPpeKkmusHocms
CMaxdcupoBoK, a makx dHce 0OMeH HYHCHOU UHGopmayuel o npakmuxe Ucnoav3osanus 6 Poccuu
KAHAOCKo2o onvima 2ocydapcmeenno2o ynpaenenus. Cemunap cocmoumcs 6 3ane Yuenozo
Cosema PAI'Ca u I'C (np.Bepnaockoeo, 84), nauano ¢ 10.00. Onnamy npoe3oa, npoxcuéanus 6
eocmunuye PAI'Ca u numanue uno2opoouux yuacmuukog bepem Ha cebsi KAHAOCKAs CMOPOHA.
Yéeoumenvno npowty 6ac nocname na cemunap evinycknuxa Ilpoepammer Becenosa Anexcanopa
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Ilepesuviii 3amecmumens

HayanbHuKa Ynpaenenus . ©amunus
01.12.14.

3. 3aga4u TBOPYECKOI0 YPOBHS

3ananume 25. Jlate ompeneneHue JOKyMeHTOOOOpoTa mpeanpustus. Crenarh aHaIn3
OpraHM3aly JOKYMEHTOO0OpoTa (Ha IpHUMEpe KOHKpPETHOro mnpennpustus benropoackoii
obmactu). IlpeacraButh MHGOpPMALMIO O MOJAPA3/IEICHUU, KOTOPOE BBINOJHIECT (YHKIUU IO
JIeTIOTIPOU3BOJICTBY; €r0 YHCICHHBIA COCTaB;, 0Opa3oBaHME, CTaX pabOTHI COTPYIHHUKOB,
BBINOJIHSIEMbIC UMH ()YHKIIHH.

3ananue NpeACcTaBUTh B BUJIE pedepaTa U 3aciIyliaTh Ha IPAKTHIECKOM 3aHSTHH.

3ananue 26. Ha ocHOBaHMM KOHKPETHBIX NpeAnpusaTuii bearopoackoit obmactu caenaTsh
aHaJu3 KaJpoBoil paboThl (00s3aTEIbHO yKa3aTh HAUMEHOBAHHUE CTPYKTYPHOI'O MOJIpa3/ieeHus,
OCYILECTBIIIOLIET0  KaJpoBOE JEJIONPOU3BOJCTBO, YMCIECHHBIH COCTaB IOJpa3JesIeHus,
HalMEHOBaHUE JI0JDKHOCTEH, 00pa3oBaHue, CTax padOThI U BHINOJIHAEMbIE (QYHKLIUN).

3anaHue NpeAcTaBUTh B BUJIE pedepaTa U 3acilylllaTh Ha IPAKTUYECKOM 3aHATHH.

3aganme 27. Ha ocHOBaHMM IPOBEACHHOrO aHaiau3a paboThl CIyXObl IepcoHana
(xampoBoii cmyxk0bl) paspadorare [lonoxenune o ciyxOe mepcoHana, BKIOYHUB OCHOBHBIC
pazzenbl JaHHOTO TIOKYMEHTA.

[Ipu odopmneHur [JaHHOTO JOKYMEHTa OOpaTUTh BHUMaHUE Ha OQOpMIIEHHE
TUTYJIBHOTO JIUCTAa JOKYMEHTa, 00s3aTelIbHO OQOpMUTH PEKBU3UT «I'pud yTBEpKICHUSI» U
Ipyrue o0si3aTeNbHbIe PEKBU3UTHI.

3aganue 28. IloAroToBUTH JOKYMEHTOOOOPOT MO O(OPMIIEHHUIO OTIIYCKOB (pa3paboTarh
1 0OpMUTH IpadUK OTITYCKOB, 3asiBIIEHUE O MPEAOCTaBIECHNUN OTIycKa (y4eOHOro, o yXo1y 3a
peOeHKOM U JIp.).

Pa3zpaGoranHble M O(OpMIECHHBIE JOKYMEHTHl TNPEAOCTaBUTH MPEMNOAABATENO IS
HPOBEPKH.

3ananmne 29. JlokyMeHTOO00POT MO0 0POPMIIEHHIO CITY)KEOHBIX KOMaHIUPOBOK. Ha
OCHOBAHHH TPEAOCTABICHHBIX KOHIA OJJAHKOB O()OPMHUTH JOKYMEHTHI U1l KOMaHIHPOBKH.

3aganme 30. Ha ocHOBaHMM NMPOBEIEHHOIO aHAIU3a JEATEIHLHOCTH KaJPOBBIX CIYXO
npeanpusthii  benropojckoit o6macTv, NpenoCcTaBUTh HMH(MOPMAIMIO O BEACHUHU, Yy4YeTe U
XPaHEHUIO TPYAOBBIX KHIDKEK. BBISBUTH MOJOXHUTEIbHBIE M OTPHUIATENbHBIE CTOPOHBI B
BEJICHUH, YU€Te U XPAaHCHUHU TPYJOBBIX KHMKEK Ha TIPEATPUSITHH.

3aganue 31. Ha ocHOBaHMU NPOBENEHHOTO aHAJIM3a ACSITEIbHOCTU KaJPOBBIX CITYXkKO
NPEINPUSATHIA pa3padboTaTh HOMEHKIATYPY A€, C yKa3aHHEeM CPOKOB XpaHEHHS JOKYMEHTOB.

Pazpaborannyio u oQOpMIIEHHYIO HOMEHKJIATypy IMpPEeJIOCTaBUTh Ha TMPOBEPKY
IPEToIaBaTEeNIo.

3ananue 32. JIokyMeHTOOOOPOT TO OQOPMIIECHHIO TIEPEBOJIa PAOOTHHKA HA JAPYTYIO
pabory. [IpenocTaBuTh HHPOPMALIUIO O MOATOTOBKE M O()OPMIICHHUIO JOKYMEHTOB P IIEpEBOJIe
paboTHHKA Ha APYryio paboTy, Ha OCHOBAHUH aHAIN3a KOHKPETHOTO MPEAIPUATHSL.

3ananme 33. Ha ocHOBaHMM JaHHBIX KOHKPETHOIO NPEANPHUATUS IPEIOCTABUTH
uHpopMaLrio o GOPMUPOBAHUU U XPAHEHHUIO KaIPOBBIX JTOKYMEHTOB.



Wudopmanivio npeaocTaBuTh B BUIE JOKIAAA, 3aCTylIaTh HA MPAKTHUYECKOM 3aHATUU U
BBISIBUTH TMOJIOKUTEIIbHBIE U OTPULIATENIbHBIE CTOPOHBI B (DOPMUPOBAHUHU M XPAaHEHUH KaJIpOBOM
JOKYMEHTAIlUU Ha MPEATNPUSTHH.

3ananme 34. Ha oOCHOBaHMM TIPOBEICHHOTO aHaM3a pPabOThI KaapOBBIX CIYXKO
KOHKPETHBIX MpeanpusaTuii benropojnckoit obmactu pa3paboraTh (10 BBIOOPY CTYICHTA)
JOJIKHOCTHYIO HHCTPYKIIUIO OTHOTO U3 COTPYIHUKOB CIyXObl. [Ipu odopMiIeHNH TOIKHOCTHOM
WHCTPYKIIMU BKJIIOYHTH 00s3aTeNbHBIC 4YeThIpe pasnuena (oOIIHe MOJIOKEHUS; O0S3aHHOCTH,
IIpaBa; OTBETCTBEHHOCTB).

Kputepun onenkmn:
-OLICHKA «3a4TEHO» BBICTABJISIETCS CTYAEHTY, €CIM 3aJada pelleHa 0e3 omMOOK WM ¢
MUHHMaJIbHBIM KOJIMUYECTBOM OIINOOK;

- OLICHKA «HE 3a4TEHO» BBICTABJISIETCS CTYIEHTY, €CJIM 3a/laya HE pPellieHa WK pelleHa He
BEPHO.

denepanbHOE TOCYAAPCTBEHHOE OI0/PKETHOE 00pa30BaTEIbHOE YUPEIKICHUE
BBICIIIETO OOpa30BaHUS

«benropoackuit rocyapCTBEHHbIN arpapHblii yHUBEpcUTET UMeHM B. . ['opuna»

Kadenpa Gyxranrepckoro ydera, aHaau3a u (GUHAHCOB



Bonpocsl mo TeMamM JUCUMILTHHBI
«/lokymeHTAlITHOHHOE O0ecTiedeHre yIpaBJaeHus»

Pasznen 1. I[OKyMeHTI/IPOBaHI/Ie praBHqueCKOﬁ JACATCJIBHOCTH

Tema 1.1 Benenue. JIokyMeHT U cucTeMa JOKYMEHTALMHU
qTO IIOHUMAKOT 1101 <<IIOKYMGHTOM», KAaKOBO €10 3HAYCHUC B ynpaBJIeHI/II/I.
CBoiicTBa U PYHKIIUHM TOKYMEHTA

1
3. JlaiiTe ompeeneHre TEPMUHA «TOKYMEHTHPOBAHUEY.
4 Jaiite onpeneneHne JOKYMEHTAIHOHHOTO 00ECTIeYeHHS YITPABIICHHUS

UYro MOHMMAIOT MOJ «KJaccu(UKanuend TOKYMEHTOB» M KaKHe TPYIIbl JOKYMEHTOB BbI

3HaeTe?

6 . HOpMaTI/IBHO'HpaBOBaH 0aza OpraHr3anmuu AOKYMCHTAIIMOHHOT'O obecreyeHus

YIPaBJICHUS.
7.  Kaxkue 3akonbl PO, pernamentupyromue sonpock! 10V, Bl 3HaeTe?

8. Yro Takoe YHI/I(I)I/II_II/IpOBaHHBIe CUCTCMblI JOKYMCHTAILIUKX MW KAKHUMHU HOPMATHUBHO-

METOANYCCKUMHU JOKYMCHTAMU PCTIIAMCHTUPYCTCA UX HCITIOJIb30BaHuEe?

9 . Kaxumn HOPMAaTUBHBIMH  JOKYMCHTAMH  PCTIIAMCHTHPYIOTCA  BOIIPOCHI  ApXUBHOI'O

XpaHEHUsl JOKYMEHTOB B cTpaHe?
10. Kakumm T'OCTamu cleayeT MONb30BaThesl TpU  O(GOPMIEHHH OPraHU3AMOHHO-
pacnopsIUTENbHBIX TOKYMEHTOB?
11. C xakoil menblo pa3pabGoTaHbl OOIIEPOCCHiiCKHE KiIacCU(DUKATOPhl M KaKUe U3 HHX

ucnoias3ytorcs B JI0Y?
12. B uem cyrh UHCTPYKIMH 110 1€IONPOU3BOJCTBY M KAKOBBI €€ OCHOBHBIE Pa3/Ieibl?
13. B uem cyrs ®esepanbHoro 3akoHa «O IEpCOHATBHBIX JAHHBIX»?

14 YTo moOHMMAIOT IO nepCOHAILHBIMU IlaHHBIMI/I?

Tema 1.2. Opranu3anMOHHO-PACNIOPSAAUTEIbHbIE JOKYMEHTbI

1. HCpC‘II/ICJ'II/ITC OpTraHHU3allMOHHBIC  TOKYMCHTBI, PCrIIaMCHTUPYIOHNIUC JOCATCIBbHOCTD

CITy’KObI YIIpaBJIEHUSI IEPCOHAIIOM.

2. HazoBute 10KyMeHTBI, OTHOCSIIKECS K HH()OPMALIMOHHO-CITPABOYHBIM.
3. Kaxue BubI TOKYMEHTOB COCTaBIISIOT IPYIITY OPraHU3AIMOHHON TOKyMEHTAUN?
4. [loyemy JOKYMEHTBI MO JMYHOMY COCTAaBY BBIJEJIEHbl B OTIEIBHYK TIpYIILY

OpPraHU3aAIMOHHO-PACTIOPAIUTENBHON JOKYMEHTALIMU ?

Tema 1.3. KagpoBasi tokyMeHTAIMA



1. [TonsTre, 3HaueHUe U KiIaccuuKanus KaapoBOH JOKYMEHTAIIHH.

2. ITopsiiok TOATOTOBKM ¥ O(GOPMIICHHS JOKYMEHTOB, COMPOBOYKIAIOIINX TPYIOBBIE
OTHOIIICHMUS.

3. KoMIUIeKToBaHUe JTUYHOTO AeIa.

4, K kakoii rpyrime KapoBbIX JOKYMEHTOB OTHOCSITCS TPUKA3BI 110 TUIHOMY COCTaBy?

S. C Kaxkoil HeNbl0 M KaKUMHU OPraHaMH OCYIIECTBISIETCS TOCYIApCTBEHHBIA KOHTPOJIb

BEJICHUS KaJpOBOU JOKyMEHTAUu?

6. Kaxnvm 3aKOHOAATCIbHBIMU U APYTUMHW HOPMATUBHBIMU aKTaMHU PYKOBOJCTBYIOTCA IIPU

OCYHICCTBJICHUH KOHTPOJIA BEACHU A KaﬂpOBOﬁ ,I[OKYMCHTaI_II/II/I?
7. Kakwne BUJIbI JOKYMCHTOB BKJIFOYACT B ce0bs rpy1mima JOKyMEHTaluu 110 JINYHOMY COCTaBY?

8.  Kaxue BU/IBI JOKYMEHTOB COCTABIISIIOT TPYIITY JOKYMEHTOB IO TPYAOYCTPOHCTBY, YUETY H

pabote ¢ kagpamu?

9.  Ha3oBuTe HOPMATHBHBIH aKT, B KOTOPOM MPEICTaBICHb! (GOPMBI KaJPOBHIX JOKYMEHTOB H

COACPIKATCA pCKOMCHAAIHHU 110 UX 3allIOJIHCHHUIO.

10. Kakoii mpaBoBoii akT onpeaenseT NOopAI0K BEJECHUS TPYHLOBbIX KHUKEK?

Tema 1.4. /leHe:kHbie H (UHAHCOBO-PACYETHBIC JOKYMEHTbI

1. Bunel neHexXHbIX U (PMHAHCOBO-PACYETHBIX IOKYMEHTOB.

2. OcoOenHocTr cocTaBieHMsT W O(OPMIICHUS JEHEXHBIX U (PUHAHCOBO-PACUYETHHIX
JIOKYMEHTOB.

3.  Tlepeuncnute yueTHbIE JOKYMEHTHI, CO3aBaeMble B CIIyXKO€ YIIPaBICHHUS IEPCOHATIOM.

Tema 1.5. /loroBopHO-TIpaBOBasi JOKYMEHTALHSA

1. JloroBop: noHsATHE, BUIBI, TUTIOBAsI CTPYKTYPA.
2. JlokyMeHTbI, O(OPMIISIONIME MOPSAOK PACCMOTPEHHS CIIOPOB MEXIY OPUITUYECKUMHU
JUIAMH.

3. UckoBoe 3asBieHme: TpeOOBaHUSI K OOPMIICHHUIO U OCOOCHHOCTH OT3HIBA.
Paznen 2. Opranu3anus padboThl ¢ JOKYMEHTAMU

Tema 2.1. IlonsitHe AOKYMEHT0000pOTa, perucrpanusi 10KyMeHTOB. McmoJiHeHue

A0KyMeHTOB. KoOHTpoJb ucnosiHeHusi. Opranu3zanus onepaTUBHOIO XpaHEHHUS T0KYMEHTAa

1. TlpuHIMIBEI OpraHU3aKK JOKYMEHTO0O0POTA.
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TexHonorust paboThl ¢ JOKYMEHTaMH.

®opMupoBaHuE U XpaHEHUE JI€JT B AEIONPOU3BOICTBE.

CooTtHecute MEeXAy cOO0H MOHATHS «IEIIONPOU3BOJCTBO» U «IOKYMEHTOO00POTY.

Kak paccunteiBaercsi 00beM JOKYMEHTOOOOPOTa B OpraHu3aiuu?

Kakue crocoObl perucrpanui JOKYMEHTOB HCIHOJB3YIOTCS B OpPraHW3allid U 4YeM

00YyCIIOBJICH BEIOOP TOTO WJIM UHOTO criocoda?

ein?

B uem cocrout npeaABapUTCIIbHOC PAaCCMOTPCHUC BXOAAIINX OOKYMCHTOB M KaKOBa €ro

Tema 2.2. IToaroroBka AOKYMCHTOB K apXHBHOMY XPpaHCHUIO

DKcnepTu3a HEHHOCTH TI0KYMEHTOB.
IToaroToBka fien K caade B BEIOMCTBEHHBIN apXHUB

KakoBbl OCHOBHBIE TPeOOBaHUS K PEKUMY XPAHEHUS JOKYMEHTOB?

Tema 2.3. UcnnoaibzoBanne [I9BM B nesionpoun3Boacrae

UYro Takoe 31EeKTPOHHBINA JOKYMEHT?

Komnbrorepuszanus 1e10npon3BoACTBA HA TPEIPUITHN.

UYro Takoe mabdiaon? YTo MOTyT BKIIOYaTh B ce€0sl 111a0I0HBI?
Uro Ttakoe popma?

[11a6s10HBI KaKMX JOKYMEHTOB BXOAAT B nakeT MicrosoftWord?

Kak M0OkHO HCITOJIB30BaTh Ta6n1/1uy I CO3JaHuA I[OKyMeHTOB?

denepaibHOE TOCYAAPCTBEHHOE OI0/KETHOE 00pa30BaTEIbHOE YUPEKIACHUE

BBICIIIETO 00Opa30BaHuUs

«benropoackuil rocy1apCTBEHHBIN arpapHbiil yausepcureT um.B.S.I'opuna»

Kadenpa 6yxranrepckoro ydera, aHaiau3a U (UHAHCOB

@doHa TECTOBBIX 3aJaHUH

10 JTUCHUITIIMHE JIOKYMEHTAIHOHHOE o0ecreyeHue VYIIPpABJCHUSA
(HaMMEHOBaHUE JUCLUTITUHBI)




Paszneua 1. JlokyMeHTHPOBaHHE YIIPABJICHYECKOM JeATeJIbHOCTH
Tema 1.1. Benenne. JlokyMeHT U cucTeMa JOKYMEHTALUH
Buiopamw npasunvrwiii sapuanm omeema:
1. Ceenmenust o nuuax, (pakrax, COOBITHSIX W SBICHHSIX HE3aBUCUMO OT (DOPMBI HX
HpeICTaBIeHUs — ITO:
A) 1OKYMEHT;
b) undopmarnus;
B) pexBu3ur;
I') 6nank.

2. JlIokyMEeHTUpOBaHHass HHPOpPMALU — 3TO:

A) wunbopmanusa, KoTOpas IIpeHa3HAyaeTcsl JUIsl  OLEHKU IMPaBUIBHOCTU
(GYHKLIMOHUPOBAHUS MOACUCTEM B CCTEME YIPABJICHHUS;

b) wundopmamus, koTropas HE BBIpaXEHAa WJIM HE MOXET OBITh BBIpaXKEHA B
KOJINYECTBEHHOH (opMme;

B) 3adukcupoBaHHas Ha MarepHaIbHOM HOCUTENIE IIyTeM JIOKYMEHTHPOBAHUS
uHpoOpMaLUs C PEKBU3UTAMH, IO3BOJIAIOLIMMH ONPEAEIUTh TaKkyl HH(OpMalnuo Wik B
YCTaHOBJICHHBIX 3aKOHOJATENbCTBOM Poccuiickon ®enepanuy ciaydasx €€ MaTepualbHBINA
HOCHTEIIb;

I') cBenenus o nunax, ¢akrax, COOBITUAX W SBJICHUAX HE3aBUCHMO OT (OPMBI HX
IIPEJICTaBICHMUS.

3. 3adukcupoBaHHas Ha HocuTene HMH(POpPMAlMs C PEKBU3UTAMHM, MO3BOJSIOIUMHU €€
UACHTU(PUIIUPOBATH — 3TO:

A) TOKyMEHT;

b) undpopmarnusi;

B) pexBu3sur;

I') 6nank.

4.  JlesarenbHOCTb, oOecneduBamomias JOKYMEHTUPOBAaHUE,  JIOKYMEHTOOOOpOT,
OIEepaTUBHOE XpPAaHEHHE U UCIIOIb30BAHUE IOKYMEHTOB — 3TO:

A) 1en0npon3Bo/ICTBO;

b) noxymeHnTHpoBaHue;

B) c6op nundopmanuu;

I') KOHTPOJTHHT.

5. OCHOBHBIM 00BEKTOM JEJIONPOU3BOJICTBA ABISAETCS:

A) OnaHk;

b) pexBusur;

B) nokymeHT;

I') apxus.

6. JIoKyMeHTbI,3aTparuBaroine HHTEPECHI ONMPEICTICHHOTO JIUIA — 3TO:
A) yHU(PHUIIMPOBAHHBIE TOKYMEHTHI;

b) nuuHbIe TOKYMEHTHI;

B) BHyTpeHHHNE TOKYMEHTHI,

I') cpouHbIe TOKYMEHTHI.

7. JIokyMeHT, B KOTOPOM 4YacTh JOKYMEHTa OTIeuyaTaHa, a 4YacTh 3alojHSAETCS MpH
COCTaBJIEHUH — 3TO:

A) odurmaabHbIN TOKYMEHT;

b) cpouHblil TOKYMEHT;



B) tpadapetHblii 1oOKyMeEHT;
I') Tu4HBIA TOKYMEHT.

8. OdunmanbHBIA JOKYMEHT — 3TO:

A) TOKYMEHT, COCTaBJIIEMbIi paOOTHUKAMU TAHHOTO MPEATIPHUSITHUS;

b) noxyMeHT, mocTynaroomuil u3 Jpyrux npeanpusTHii, OpraHu3auii ¥ OT YaCTHBIX JIULL;

B) noxymeHT, co3maHHBIM OpraHu3anuel, JOKHOCTHBIM JIMIIOM WM TPa)KAaHUHOM,
0(OPMJIICHHBIN B yCTAaHOBJIEHHOM IOPSIKE;

I') nokyMeHT, 3aTparuBaroLIfil HHTEPECHI ONPEAEICHHOIO JIHLIA.

9. JlIoKkyMeHTBI IOCTOSIHHOTO XpaHEHHUs TIOJIeKAT XPAHEHHUIO:
A) 5 ner;

b) no 10 ner;

B) 15 ner;

I') cBpiie 10 ser.

10. O6s3aTenbHbIC A1 UCTIOTHEHUS JOKYMEHTBI — 3TO:
A) uHpOpPMAIMOHHBIE TOKYMEHTHI;

B) nepBuYHbIC TOKYMEHTHI;

B) ynudunupoBaHHbie JOKYMEHTHI;

I') nupekTuBHBIC TOKYMEHTHI.

11. ®yHKIMSA AOKYMEHTa, KOTOpas 3aKitoyaeTcss B (PUKCAIMK, XPAaHCHWU W Teperade
uHpopMmanuu:

A) KOMMYHUKaTHUBHas

b) undopmarmonnas

B) npaBoBas

I') conmanbHo — Ky/nbTypHas

J1) OTUETHO-KOHTpPOJIbHAS

E) opranuzanmonnas

X) yueOnas

3) y4eTHO-KaipoBast

W) memopuanpHas

12. ®yHK1MA JOKYMEHTa, KOTOPast 3aKII0YAETCsl B yCTAHOBKE IIPABOBBIX OTHOILLIEHUI:
A) KOMMYHUKaTUBHas

b) undopmanmonnas

B) npaBoBas

I') counansHO — KynbTypHas

J1) OTUETHO-KOHTPOJIbHAS

E) opranuzanuonnas

X) yuebnas

3) y4eTHO-KaapoBas

W) memopuanpHas

13. ®dyHKuMA JOKYMEHTa, KOTOpasl 3aK/IIouaeTcs B epeaade, oOMeHe nH(popMalmei:
A) KOMMYHUKaTHUBHas

b) undopmarmonnas

B) nmpaBoBas

I') counanpHO — KyJIbTypHas

J1) OT4ETHO-KOHTPOJIbHAS

E) opranuzannonnas



K) yuebnast
3) y4eTHO-KapoBast
W) memopuanpHas

14. ®ynKkuusa JOKyMEHTa, KOTOpas 3aKJII04aeTCs B IIEpeaue HCTOPUUECKUX CBEICHUI:
A) KOMMYHUKaTUBHasI

b) undopmarmonnas

B) npaBoBas

I') counanpHO — KyJIbTypHas

J1) OTYETHO-KOHTPOJIbHAS

E) opranuzannonnas

K) yuebnas

3) yueTHO-KaipoBas

W) memopuanbHas

15. CoBOKYITHOCTb JOKYMEHTOB, coAiepKaiuX HHPopMaluio o (aKTUIeCKOM
MOJIOKEHUU JICJI, CIYXKAITUX OCHOBAHUEM JIJISl IPUHSATHS PEIICHUN, N3IaHUSI PACTIOPSIAUTEIIbHBIX
JIOKYMEHTOB - 3TO

A) pacriopsiguTeIbHbIE TOKYMEHTHI;

b) opranuzaionsblie JOKyMEHTHI,

B) oTuerHble JOKYMEHTHI;

I') undopMainoOHHO-CIIPAaBOYHbBIE TOKYMEHTBI

16. Cucrema qOKyMEHTAIIUU — 3TO

A) COBOKYITHOCTHIO B3aMMOYBSI3aHHBIX JOKYMEHTOB, MPUMEHSIEMbIX B ONpEAeIEHHOM
cdepe nesTeNbHOCTH

b) coBOKyTHOCTH pEKBU3UTOB

B) nokymenT, copepxarinii mepBUYHYI0 HHPOPMAIUIO

I') cucrema qoKyMeHTaIMH, CO3/TaHHAs TI0 €AMHBIM TPaBHIIaM B TPEOOBAHUSIM

17. B mnactosimee Bpemsi B P®D TpeGoBanus K 0GOPMICHHUIO OpraHU3AIMOHHO-
pacropsaUTENbHON TOKYMEHTALMU CO/IEPIKATCS B:

A) ®enepanbHom 3akoHe oT 27.07.2006 Neo 149-®3 (pen. ot 18.06.2017) «O6
uHpopMannu, UHHOPMAIIMOHHBIX TEXHOJOTHIX U O 3aluTe HHPOpMALUN»;

b) TOCT P 7.0.97-2016 «Cuctema craHmaapToB 1o uHpoOpMaiuu, OHOIHOTCUHOMY HU
u3garenabckoMy Jeny. OpraHu3allMOHHO-paclopsauTeNnbHas JOKyMeHTanus. TpeGoBaHus K
0hOPMIICHUIO TOKYMEHTOBY

B) T'OCT P 7.0.8-2013 «Cucrema craHaapToB Mo HH(popManuu, OUOIMOTEUYHOMY WU
U3JIaTeIbCKOMY Jieny. Jeonpous3BoACTBO U apXUBHOE /1€710. TepMUHBI U ONpeieNIeHUs»;

I') TpynoBom konexce PO.

Bvibpams npasunvHble sapuanmsl 0meemos.

18. ITo cpokaM UCTIONHEHUS TOKYMEHTHI KJIaCCU(PHUIMPYIOTCS HA:

A) yHu(UIUPOBAHHEIE,

b) cpounsle;

B) necpounsle;

I') BpeMeHHOr0 XpaHeHus;

J1) TOCTOSIHHOTO XpaHEHUS.

19. Tlo cpokam XpaHeHUs Pa3IMYAOT JOKYMEHTHI:
A) BpEMEHHOI'O XpaHEHMUS;

b) cpounsie;

B) necpounslie


http://protect.gost.ru/v.aspx?control=8&baseC=6&page=0&month=2&year=2017&search=&RegNum=1&DocOnPageCount=15&id=197990
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I') nupexTuBHbBIE;
J1) MOCTOSTHHOTO XpaHECHHS.

20. I'lo rpudy orpanuyenus noctyna (CTeNeH rJIaCHOCTH) Pa3inyaloT JOKYMEHTHI:
A) OTKpBITHIE;

b) ¢ rpudom orpannydeHust 10CTyma;

B) cpounsle;

I') HecpouHkIe;

J1) xonuuy;

E) nopmmaauKkH.

21. CBoiicTBa TOKYMEHTOB:
A) BpeMEHHBIE;

b) Tumnossie;

B) undopmarmonnsie;

I') skcruTyaTaliioHHEIE,

J1) ananuTuyeckue.

23. 1o mecTy cocTaBieHUs TOKYMEHThI KJIaCCU(UIIUPYIOTCS Ha:
A) nepBUYHBIC;

b) cBonHBIE;

B) BHyTpeHHue;

I') BHemHuME;

J1) yHUPUITPOBAHHBIE;

E) tpadapernsie.

24. I1o Tumy HOCUTENEH TOKYMEHTHI KJIaCCU(UIIMPYIOTCS Ha:
A) 6ymaxHsble,

b) maruutHsle,

B) nepBuunsIe;

I') ontuueckue,

J1) KuHO(OTOOKYMEHTHI,

E) tpadapernsie.

25. 1o conmepkaHuto JOKYMEHTHI KIIACCU(PUIIUPYIOTCS Ha:
A) nepBUYHBIE;
b) cBonHbIE;
B) cpounsie;
I') Hecpounsle;
1) yHHPUITMPOBAHHBIE;
E) tpadapernsie.
Yemanosums coomeemcemeue:
26. YCTaHOBUTH COOTBETCTBUE MEXIY BUJIOM JOKYMEHTA U €r0 XapaKTePUCTUKOM:
Jloxymenmuwi:
1. Opurunan (MoAJUHHUK)
2. Konust
3. QyOmukar
4.3aBepeHHast KOMUS
5. Beimucka
Xapakmepucmuka 0OKyMeHma.:
A) BBIIAIOTCS TIPU yTEpE WM YHUUYTOKEHUU MOUIMHHUKA;
b) xonuu ¢ He0OXOAUMBIMU PEKBU3UTAMU, PUAAIOLUIIMH UM IOPUANYECKYIO CHITY;



B) nepBbie niM €MHCTBEHHBIE 3K3EMIUIAPHI O(QUITHATBHBIX TOKYMEHTOB, TOAMUCAHHBIE
aBTOPOM;

I') yacTu nOKyMeHTa ¢ yKa3aHUEM, U3 KaKOTO JOKYMEHTA C/iejlaHa BbINKMCKA, 3aBEPEHHbIE
JIOJDKHOCTHBIM JIMLIOM U UMEIOLIKE [1€YaTh;

JI) TOKyMEHTBI, MMOJHOCTHIO0 BOCIPOU3BOAAILINE MH(POPMAIIUIO MOJIMHHUKOB U BCE €T0
BHEIIHNE NTPU3HAKH, HE UMEIOIINE IOPUIUYECKOMN CUJIBL.

27. YCTaHOBUTH COOTBETCTBHE MEXAY BUAOM JOKYMEHTA U €r0 XapaKTepPUCTHKOI:
Jloxymenmuwi:

1. UnpuBuayanbHbie

2. TpadaperHbie

3. TunoBbie

4. IlpumepHsbie

5. YaudunupoBaHHbIe

Xapaxmepucmuka 0okymenma:

A) BXogsimue B Kakyro-1100 yHU(DUIUPOBAHHYIO CUCTEMY JOKYMEHTAIIHH,

b) copepxanue kaxx10ro JOKyMEHTa UMEET CBOM OCOOCHHOCTH;

B) co3manHble 11 TPyl OAHOPOIHBIX TPEAIPUITHI;

I') ucnone3yrorcs ans cocraBiaeHus U 0QOpMIIEHHS TOKYMEHTOB 110 aHAJIOTUU
J1) yacTh TOKyMEHTa OTIIeYaTaHa, a YaCTh 3aMOJIHSAETCS MPU COCTABICHHH.

Tema 1.2. Opranu3anMOHHO-PACNIOPSAANTEIbHbIE JOKYMEHTbI
Buibpamw npasunvuwiii gapuanm omeema:

1. KoMmIiekc B3aMOYBSI3aHHBIX IOKYMEHTOB, PETJIIAMEHTUPYIOLIUX CTPYKTYPY, 3a7aud U
(GYHKIMM OpTaHM3allid, TPUHIUIIBI OpraHu3alud ee padoThl, MpaBa, OOA3aHHOCTH, cepy
OTBETCTBEHHOCTH €€ PYKOBOJICTBA U CHELUATUCTOB — 3TO:

A) opraHu3alMOHHbBIE JOKYMEHTHI;

b) pacniopsinuTenbHbIE TOKYMEHTHI;

B) undopmaiinoHHO-ClIpaBOYHbIE IOKYMEHTHI;

I') HopMaTUBHO-TIPAaBOBBIEC JOKYMEHTHI.

2. JIOKyMEHT, aJpecOBaHHBIA BBILIECTOSIIEMY pYKOBOJUTENIO, C H3JI0KEHHEM
KOHKpPETHON MpoOJeMbl WM IMOCTAHOBKOW BOMPOCA M COJAEPXKALIUN OTBETHI M MPEIJIOKEHUS -
3TO

A) OObsicHUTENbHAS 3aMHUCKa,

b) loknagHas3anucka;

B) UndopmarimonHoe N1ucbMo;

I') [TuceMmo-u3BeNICHNUE.

3. JloxanpHBIM  OpPraHU3alMOHHO-TIPABOBOM  JOKYMEHT, YCTaHABJIMBAIOIIMNA  JIs
paboTHMKAa  oOpraHu3anuu  (MOApa3JeNeHUs) KOHKpPETHbIE TPYAOBbIE  (JIOJKHOCTHBIE)
00513aHHOCTH B COOTBETCTBUU C 3aHUMAEMOH JTOJKHOCTBIO - 3TO

A) J101KHOCTHASUHCTPYKLIUS;

b) Ilpuka3 pykoBoaurens;

B) llltaTHOE pacnucanue;

I') YcraB opranuszanum.

4. TlucpbmMoO, CBOEBpPEMEHHO HH(OPMHPYIOIIEEe 3aMHTEPECOBAHHOE TODKHOCTHOE JIUIO
WM OpPTraHU3alHIo O CBEpIIMBIIUMCA (DaKTe - 3TO

A) Axr;

b) Joxnamnas 3amucka;

B) MndopmarnmonHoenucpMo;



I') Cnpaska.

5. JIOKyMEHT, OOBSCHSAIOUIMI BBIIIECTOALIEMY HEMOCPEICTBEHHOMY PYKOBOJIUTEIIO
OPUYMHBL  HEBBIIOJIHEHUS  KAaKOro-InOo  MOpYy4YeHHs, HapylleHus  TPYJOBOM WU
TE€XHOJOTMYECKON AUCLHUIUIMHBI - 3TO

A) JlokitagHas 3ammcka;

b) O0GbsicHuTenbHas 3anuckKa;

B) AKT 0 HapylIeHUH TPYIOBON AUCITUTLIHHBL,

I') [luceMo-u3BelIEHNE.

6. IIpaBoBoOIi aKT, OMpeAesIOINN CTaTyC OpraHu3alyy, ee 3aaaud U (YHKIHUH, [PaBa,
OTBETCTBEHHOCTb, IIOPSIIOK JIE€ATEIBHOCTH - 3TO

A) lTaTHOE pacnucaHue;

b) IlpaBuiia BHyTpEeHHEr0 TPYJOBOTO PaCIOpPsIKa;

B) UHCcTpyK1Ms OpraHu3aliMOHHO-METOAMYECKOTO Ha3HAUEHNUS;

I') [TonoxxeHneoOopraHu3aIvy.

7. JIOKyMEHT, OTpa)<aroUIWii IMPOM3BOJCTBEHHYIO JESTECIBHOCTh OpPraHU3alMH WIN
MOJTBEPKIAIOIINIA CBEICHUS O €€ paOOTHUKAX - 3TO

A) Ipuka3 1o OCHOBHOI1 I€ATEILHOCTH;

b) [enoBoe (cimyx’ebHOE) MUCHMO;

B) Cnyxebnast 3amnucka;

I') Copagka.

8. Bun opraHM3alMOHHOTO JOKYMEHTa, KOTOPBIA OIMpENeNseT MOpsAIoK 00pa3oBaHUS,
CTPYKTYPY U OpraHU3aLUI0 pabOThl IPEATPUITHS:

A) Ycras;

b) Uncrpykius;

B) Ionoxenue.

9. Kakyro nnpopmaruo coaepxut paszen Ycrapa «OO01Ie Moa0KeHUs»:

A) CTpyKTypa OpraHu3aliuy;

b) npaBa 1 00513aHHOCTH TOJKHOCTHBIX JIUL;

B) nenu u 3anaun opranu3zanuu.

10. Kakue 13 nepedncieHHbIX TOKyMEHTOB OTHOCSATCS K OpTraHH3aIllMOHHBIM:
A) MHCHMO, TTOJIOKEHUE;

b) ycraB, unCTpyKIIUS;

B) ycras, ykas.

11. JlokyMeHT, B KOTOpPOM (UKCUPYETCs TIOCIEAOBAaTeNIbHOCTh U  COJAEp)KaHue
00CYyXTaeMbIX KOJIJIETHAIIbHBIM OpPTaHOM (COBeIIaHWeM, KOH(EpEeHIUEeH, COBETOM U T. I.)
MOCTaBJIEHHBIX BOIIPOCOB U MPUHSATHIX PEIICHUH - 3TO

A) Juktodon;

b) [locTanoBnenue;

B) AxT;

I') IIporoxkou.

12. JIoKyMEeHT, COCTaBJICHHBII HECKOJIHKHMH JIULIAMU (KOMHCCHEH), TOATBEP KIAI0IIUI
YCTaHOBJICHHBIC (haKThl, COOBITHS WU JIEUCTBHS, a TaKkKe GUKCUPYIONTUN pe3yIbTaThl PEBU3HM,
WHBEHTapU3alui, MpueMa-nepeayd WIM CIUCAHUS MaTepUajbHbIX LEHHOCTEH, MpueM
3aKOHYCHHBIX padOT | T. 1. - 3TO

A) IlpoToko;
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b) Peienue;
B) HdenoBoe (cimyxebHOE) MUCHMO;
I') Akr.

13. IIpaBoBOi1 aKT pyKOBOJUTEIS IPEAIPUITHS - ITO
A) Peakius Ha 3a0aCTOBKY;

b) JIuenue npemuu;

B) IIpukas;

I') JIroOble nelicTBUS PYKOBOAMUTEIS.

14. ®opma BHYTPEHHEHM IEIOBOM MEPENMUCKUA MEXKAY MOJpa3/eleHUsIMHU OpraHu3aluu

HJIN JOJIKHOCTHBIMH JIMIAMH, HE HAXOJAIIMMHACA B IIPAMOM IIOJYUHEHHUH - O3TO

A) CiyxebHas 3aImncka;

b) O6bsacHuTenbHas 3aMKCKa;
B) loxnannas 3anucka;

') DnexTpoHHOE MUCHMO.

15. COBOKYHHOCTB MUPOKO IPUMCHSACMBIX B YHPABJICHUHW BHUIAOB JTOKYMCHTOB,

n3gaBacMbIX PYKOBOJACTBOM opranu3anunu, coacpIiKammx YIIPABJICHYCCKUC peuicHud,
HAIpaBIIEHHBIE HA PEaTU3allMI0 CTOSILIUX IMepe] OpraHu3aluell TeKYIIUX M IMepPCIEeKTUBHBIX
3a/1a4, ¥ 00JaJar0NIUX IPUIUIYECKONU CHUIION - 3TO

A) PacniopsiuTenbHbIEIOKYMEHTHI,
b) JlenoBsie (cnyxeOHbIC) MHCHMA;
B) OpranunzanuoHHble JOKYMEHTHI;
I') UudopmainoHHO-CIIpaBOYHbIE TOKYMEHTBHI.

16. [lucbMeHHBIN JOKYMEHT, COACp KAl ONEepaTUBHYIO MH(POPMAIIHIO, MEPeIaBaeMYyI0

YCTHO 11O KaHAJIaM TeHC(I)OHHOﬁ CBA3HU - 9TO

A) dakc;

b) Tenerpamma;

B) Tenexc;

I') Tenedonorpamma.

17. YcraB opranusaiium yTBepxKIaaeTcs:

A) I'eHepanbHBIM JUPEKTOPOM;

b) PykoBoauTeneM HalIOroBoi MHCTIEKIINH;

B) IIpoTokonom cobpaHus Tpy10BOrO KOJUIEKTHBA;
I') Yupeaurensmu (y4acTHUKAMH).

18. JlomkHOCTHBIE MHCTPYKLIMHU pa3padaThIBAIOTCS:

A) TONBKO JUIs1 aIMUHUCTPATUBHO-YIIPABIEHYECKOTO MEPCOHAA;
b) Tonpko s cienuanucToB;

B) Tonpko ans ciyxanmx;

I') Ha Bce NOMKHOCTH, IPEAYCMOTPEHHBIE IITATHBIM PaCIIUCAaHHEM.

19. Vkazanue, [locranosnenue, Pemienue, PacniopspkeHne oTHOCAT K:
A) Opranu3aniOHHBIM IOKYMEHTaM;

b) PacniopsiqutenbHBIM TOKYMEHTaM;

B) OneparnBHO-UHPOPMAITUOHHBIM TOKYMEHTAM;

I') UadopmMaimoHHO-CIIPaBOYHBIM JTOKYMEHTaM.

20. Ha kakoM TOKyMEHTE HE CTaBUTCSI pEKBU3UT HAMMEHOBAHHUE BH/1a JOKYMEHTA!
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A) niuceme;
b) 10/KHOCTHOM MHCTPYKIINH;
B) Vcrage.

21. JlokyMmeHT, omnpeaensonmii pona 3apaboTHON TUIAThl COTPYAHUKOB OPTaHU3AIIH:
A) 10IKHOCTHASI HHCTPYKIIHS;

b) mratHoe pacnucanue;

B) Ycras.

22. Ha kakoM JOKyMEHTE HET rpuda yTBepKIACHUS:
A) npukase;

b) nmonoxenuwu;

B) ycrase.

23. K rpynne BXoag1ux JOKyMEHTOB MOXHO OTHECTH:

A) I1efoBbIe MHCHhMA;

b) opranusanonHble TOKyMEHTHI;

B) npuka3sbl opranuzanuu.

24. C Kakoro MOMEHTa PactopsIUTEIbHbBIN JOKYMEHT BCTYIIAET B CUITY:
A) c MOMEHTa CO3/IaHMS;

b) ¢ MomenTa noanucanus;

B) ¢ MoMeHTa yTBepKIeHUSI.

25. K BHyTpeHHEMY JOKYMEHTOOOOpOTY OTHOCST:
A) ounnanbHbIe TUCHMA;

b) BHewIHMe JOKIIaiHbIE 3aITUCKH, CIIPABKH;

B) npukasbl, pacnopspkeHHs OpraHu3aim.

26. JIoKyMeHT, aJpecOBaHHBIM JOKHOCTHOMY JIMIY M COAEpXKallluii CyTh OOpalieHus
paboTHHUKA — 3TO:

A) akr;

b) nporoxon;

B) 3asaBnenue;

I') cipaBka.

Tema 1.3. KagpoBasi nokyMeHTaLMs
Bvibpams npasunvublii eapuanm omeema:
1. CoBOKymHOCTH (hOpM (JIOKyMEHTOB), OTPAKAIOLINX HAJTMYME U JBH)KEHUE ITePCOHAIA — 3TO:
A) oT4eTHas JOKYMEHTaIus;
b) dunancoBas noxymeHTanus;
B) xagpoBast joKkyMeHTaIus;
') cratucTuyeckas JOKyMEHTaIUS.

2. 3MeHeHne CIUCOYHON YHCIEHHOCTH PAaOOTHUKOB OPTaHU3AlUU B CBS3H C YBOJbHEHUEM H
MIPUEMOM Ha paboTy — 3TO:

A) IBUXKEHUE NIEpCOHANIA;

b) cokparmienue nepconana;

B) nmoab6op nepconana;

I') mepenuck nepconarna.

3. Ilpukasbl o mpueme Ha paboTy, epeBoie Ha IPYTYIO paboTy, MPEAOCTABICHHH OTITYCKa,
YBOJIbHEHUH, TMYHAS KApTOUYKa paOOTHUKA OTHOCITCS K JOKYMEHTaM:



A) TOKyMEHTaM, CBS3aHHBIM C OCYIIECTBICHHEM (DYHKIIMI IO YIIPABICHHUIO TIEPCOHATIOM U
opraHusanueil Tpyaa;

b) noxymeHnTauu no opopMIICHHIO OTITYCKOB;

B) nokymeHTam 1o y4ety JMYHOTO COCTaBa paOOTHUKOB;

I') nokymeHTamu 1mo opopMICHUIO TOOIIPEHUH.

4. IlpaBuiia BHYTpEHHETO TPYIOBOTO pacnopsiaka, [lorgoxkeHrue o CTpyKTypHOM MOJAPA3ACICHHH,
JIOJDKHOCTHBIE MHCTPYKLMK, CTPYKTYypa U IITaTHAs YUCICHHOCTh, llTaTHOE pacnrcanue
OTHOCSATCS K JOKYMEHTaM:

A) TOKyMeHTaM, CBSI3aHHBIM C OCYIIECTBIICHHEM (DYHKITUH IO YIIPABJICHHUIO TEPCOHATIOM U
opraHusainuen Tpynaa;

b) noxymenTaruu o opopmMICHHIO OTITYCKOB;

B) moxymeHTaM 110 y4eTy JUYHOrO COCTaBa paOOTHUKOB;

I') nokymenTamuu no opopmMIECHUIO MOOUIPEHUH.

5. OCHOBHBIM 3aKOHO/IaTEIbHBIM aKTOM, KOTOPBIM PYKOBOJCTBYETCSI B CBOEH paboTe KaapoBas
ciry»x0a — 3To:

A) YronoBHbI# KoeKe PD;

b) Tpynosoii konekc P®;

B) I'paxxnanckuit koaexe PD;

I') Kunuaeiii kogexc PO.

6. TpymoBoii TOTOBOP AOKEH OBITH 3aKIIIOYCH B!
A) yctHoii popwme;

b) nmucemenHoii Gopme;

B) 3T0 HE MMeeT HUKAKOro 3HaUeHHUS.

7. Ilpuem Ha paboty odopmisercs:

A) 3asBIIeHHEM O IpHeMe Ha paloTy;

b) npukazom o npueme Ha paboTy;

B) 10mKHOCTHOM HHCTPYKIMEH;

I') npoTokosoMm.

8. Corunaiienue Mexay paOOTHHKOM M pabOTOIaTeIeM, KOTOPOE YCTaHABIMBAET UX B3aUMHBIE
mpaBa U 00S13aHHOCTH — 3TO:

A) 3asiBieHHE O TIpueMe Ha padoTy;

b) mratHOE pacnucanue;

B) aBToOuorpadus;

I') TpyioBoii norosop;

9. OCHOBHBIM JIOKyMEHTOM IO y4ETy IepCcoHalla MPEANPHUATUS SABISAETCS:
A) TpynoBasi KHUXKKa;

b) npukas o npueme Ha pabory;

B) nuunas xaprouka;

') npukas 00 yBOJIbHEHHH.

10. Cpok XpaHEHHUs IUYHBIX KapTOYEK:
A) 10 ner;

b) no 5 ner;

B) ot 30 no 50 ner;

I') 75 ner.

11. [lepeBoa coTpyAHMKA HA IPYTYIO TOJKHOCTH OPOPMIISETCS:



A) 3asiBIIEHHEM O MEPEBOJIEC Ha IPYTyIo paboTy;

b) npuka3om o nepeBojie Ha APYTYIO TOJKHOCTD;

B) akTom;

I') cripaBKoiA.

12. B Tedenue, Kakoro nepuoja pabOTHUK JODKEH HAUCATh 3asBJICHUE 00 YBOJIHHEHUU:
A) 3a 2 mecsna;

b) 3a 2 nenenu;

B) 3a 2 nns;

') cpok HE yCTaHOBJIEH 3aKOHOJATEIIHHO.

13.KoMIu1eKC JOKYMEHTOB, XapaKTEPU3YIOIINUX TPYAOBbIE OTHOIICHUS paOOTHHKA C
paboTonaTeneM, TPyI0BOI Mpoliece U APYrue noJo0HbIe ACHEKTHI — 3TO:

A) TpynoBasi KHUXKKA;

b) TpynoBoii norosop;

B) nuunoe nmeno paboTHHKA;

I') aBTroOMOTpadus;

J1) pestome.

14. Yuer Tpyzna u ero omiaTsl oopmIisieTcs:

A) TOKyMeHTaMu IpOU3BOJILHON (OPMBI;

b) yaudunupoBanHeIMU GOpMaMU IEPBUYHON YI€THON JOKYMEHTAIINH;
B) 06a BapuaHTa OTBETOB BEPHBI.

Tema 1.4. /leHexxHbIe H (PMHAHCOBO-PACYETHBIE JOKYMEHTBI
1. JIOKyMEHT, MOKA3bIBAKOIINI JIBH)KEHUE IEHEKHBIX CPEICTB — ATO:
A) TOKYMEHT 10 KaApOBOMY yYETY;
b) cBOHBIN TOKYMEHT;
B) neHexHblIif TOKyMEHT;
I') opranu3aniMOHHBIN TOKYMEHT.

2. Kaccogsie omnepariuu 0opMIISIOTCS:

A) yauuuupoBaHHBIMU (OpMaMH IEPBUYHON YUETHOM TOKYMEHTAIUH;

b) pa3paboTraHHbIMH caMOCTOATENBHO (POPMaMU MEPBUYHOMN YUETHOHN TOKYMEHTAINH;
B) mo ycMoTpeHHo pyKOBOIUTENS.

3. Kakue o0s3arenbHble peKBU3UTHI JOIDKHBI CO/IEPKAThCs B MIEPBUUHBIX JOKYMEHTAX IO
yueTy (pMHaHCOBO-pacUeTHBIX onepaiuil (BbIOpaTh HECKOJIBKO BApHAHTOB OTBETA):

A) HaIMEHOBaHUE TIOKYMEHTA,

b) nata cocraBiieHHs TOKYMEHTa;

B) HanMeHOBaHUE SKOHOMUYECKOTO CYOBEKTa, COCTABUBIIETO JOKYMEHT;

I') conepxanue akTa X035HCTBEHHON KU3HU;

J1) norotun opraHusanuy;

E) BenmuuHy HarypaibHOro W (WJIM) ACHEKHOTO H3MEpeHHUs (akTa XO03sSHCTBEHHOM
YKU3HU C YKa3aHUEM €JUHUL] U3MEPEHUS;

X) HamMeHOBaHHE IOJKHOCTH JIMIA, COBEPUIMBIIETO CIEIKY M OTBETCTBEHHOIO 3a
NPaBUIBHOCTD €€ 0(OPMIICHUS;

3) HOMep TenepoHa TUPEKTOPA;

W) moanucu 0TBETCTBEHHBIX JOJDKHOCTHBIX JIUII C YKa3aHUEM UX (GaMHIUN 1 HHUITUATIOB
71100 MHBIX PEKBU3UTOB, HEOOXOAUMBIX JUI UACHTUPHUKALIMY YTUX JIULI;

K) aagpec 3nekTpOHHOI MOYTHI.



4. TlepBuuHble y4YeTHBIC JIOKYMEHTHI IO YYeTy (HHAHCOBO-PACUETHBIX OIEpaIuii
NPUHUMAIOTCS K YUETY, €CITH OHH:

A) cocTaBieHBI B JJIEKTPOHHOU opMe;

b) cocTaBnensr Ha OymMa)KHOM HOCHUTEIIE;

B) umerot Bce 00s13aTebHBIC PEKBU3HTHI.

5. JIOKyMeHTBI, KOTOPBIMH O(QOPMIISIOTCS XO3SICTBEHHBIE ONEpalMyd C JACHEKHBIMH
CpeACTBaMU, MOANUCHIBAIOTCS (BBIOPATh HECKOJIBKO BO3MOKHBIX BAPUAHTOB OTBETA):

A) cekperapem;

b) nenonpousBonutenem;

B) pykoBoauTenem opraHuzanuu;

I') rmaBHBIM OyXraiaTepoM M YIOJIHOMOYEHHBIMU UMM Ha TO JIUL[AMH.

6. McnpaBnenus B KacCoBble U OAHKOBCKHUE IOKYMEHTHI:
A) nomyckarTcs;

b) ne nonyckarorcs;

B) 3akoHOaTENBCTBOM 3TOT BOIPOC HE PETYIUPYETCS.

7. JIOKyMEHTBI, KOTOPBIE SIBJIAIOTCS MUCBMEHHBIM JIOKA3aTEIbCTBOM JIEHCTBUTEIBHOTO
ocyliecTBIeHUs] PUHAHCOBO-PACYETHOMN OINEpaIiyl WU MpaBa Ha €€ COBEPILIEHUE — ITO:

A) y4eTHO-KaJpOBbIE€ JOKYMEHTHI;

b) otueTHO-CTaTHCTHYECKUE TOKYMEHTHI;

B) opranusanmoHHO-pacnopsUTENbHbIE JOKYMEHTHI;

I') dbunancoBo-pacueTHbIC JOKYMEHTHI.

8. Omnepanuu Mo NOCTYIUIEHUIO U Bbl1aye HAIMYHBIX J€HET 0OPMIISIOTCS:
A) IPUXOTHBIMHU M PACXOJHBIMH KAaCCOBBIMU OPJIEPAMHU;

b) nnaTexHBIMU OPYYEHUSIMU;

B) nHKaCcCOBBIMU MOPYUCHUSIMH;

I') nnaTe>xHpIMU TPEOOBAHUSIMU.

9. JIeHeXHBIH YeK — ITO:

A) pacnopspkeHHe TIaTeNbLIMKAa O TEePEYUCIeHMM C €ero pacueTHOro cyera
OIIPEIETICHHON CYMMBI Ha CYET IOIy4YaTes;

b) pacnopsbxkenue mnpeanpustés OaHKy O BbIJJa4e€ C €r0 pPacyeTHOTO CyYeTa CyMMBbI
HaJINYHBIX JICHEKHBIX CPEICTB;

B) pacueTrHbIil JOKYMEHT, BBIUCHIBAEMBIN ITOCTABIIMKOM, COAEPKAIUN yKa3aHue OaHKY
MOJIYYUTh MPUYUTAIOLIYIOCS €MY JEHEXKHYH CyMMYy OT IUIATEIbIIMKA Ha OCHOBAaHUHU
COOTBETCTBYIOIIMX JOKYMEHTOB, CBUAETEIBCTBYIOIINX O COBEPIICHHBIX ONEpaLUsiX;

I') pacyeTHbIl TOKYMEHT, HA OCHOBAHUU KOTOPOTO MPOU3BOAMTCS CIHCAHUE JIEHEKHBIX
CPEJICTB CO CYeTa IUIaTebIINKa B 0ECCIOPHOM MOPSIKE

10. PacyeTHbIi JOKYMEHT, BBIHCBHIBAEMBIA IMOCTABIIMKOM, COJEPKAIIMI YyKa3aHUE
0aHKy MOJIYYUTh MPHUUYUTAIONIYIOCS €My JCHEXKHYI0 CyMMy OT IUIaTEeNbIIUKAa Ha OCHOBAaHUU
COOTBETCTBYIOIINX JTOKYMEHTOB, CBUCTEIBCTBYIOIINX O COBEPIICHHBIX OMEPAIUIX — ITO:

A) pacueTHbIH YEK;

b) nnarexxHoe mopyuenue;

B) unkaccoBoe nopyueHnue;

I') mnaTexxHOE TpeOoBaHUE.

11. PacueTHEIN UeK — 3TO:



A) pacnopspKeHHME IUIATENbIIMKA O [EPEYMCICHHMM C €ro pacdyeTHOro cueTa
OINPEACICHHON CyMMBI Ha CUET MOJIy4aTels;

bB) pacnopsokenue npeanpusThs OaHKYy O BBIJa4€ C €r0 PacyeTHOTO CYETa CYMMBI
HAJIMYHBIX JICHEXKHBIX CPEACTB;

B) pacuerHbIif TOKyMEHT, BHIIMCHIBAEMBIi TTOCTABIIMKOM, CO/ICPKAIINN yKa3aHHe OaHKY
IOJIyYUTh MPUYUTAIOUIYIOCA €My JCHEKHYI0 CyMMY OT IUIATEJIBIIMKA Ha OCHOBAHUHU
COOTBETCTBYIOIIMX JOKYMEHTOB, CBUACTEILCTBYIOIIMX O COBEPIICHHBIX ONlEepaLusix;

I') pacyeTHblii JOKYMEHT, HA OCHOBAHUU KOTOPOT'O MPOU3BOAMTCS CIHMCAHUE JIEHEKHBIX
CPEJICTB €O CYeTa IUIATEbIUKA B OECCIIOPHOM HOPSIKE.

12. [InaTexxHO€ MOpYyUYEHUE — 3TO:

A) 3TO pacnopspKkeHHe NPeANpUSITHs YUPexKIeHUI0 0aHKa O CIIMCAHUU C €r0 PacyeTHOro
cyeTa OIPEICIICHHOM CyMMBbl (COIVIACHO NPUJIAraéMbIM JIOKYMEHTaM) B IIOTALIEHUE CBOUX
00513aTEIBCTB;

b) pacnopspkenune npeanpustThs OaHKYy O BBIJa4e€ C €r0 PacyeTHOTO CYETa CYMMBI
HaJIMYHBIX JICHEXKHBIX CPEACTB;

B) pacyerHbIif TOKyMEHT, BHITMCHIBAEMBII TTOCTABIIMKOM, COJICPKAIINN yKa3aHHe OaHKY
IOJIyYUTh IPUYUTAIOUIYIOCA €MY JCHEKHYI0 CYMMY OT IIIaTelblMKa Ha OCHOBAaHUHU
COOTBETCTBYIOIIMX JOKYMEHTOB, CBUACTEIBCTBYIOIIMX O COBEPIICHHBIX ONEpaLUsiX;

I') pacyeTHbIi TOKYMEHT, HA OCHOBAHUU KOTOPOT'O MPOU3BOIMUTCS CIHCAHUE JIEHEKHBIX
CPEJICTB CO CYETA IJIaTEIbIINKA B OECCIIOPHOM IMOPSIIIKE.

13. Kakoif TOKyMEHT CIy)KHUT OCHOBAaHHEM JIJIsl CIIMCAHMS JCHEKHBIX CPEACTB CO cueTa
IUIaTeNIbIIMKA B O€CCIIOPHOM HOPSIIKE:

A) pacyeTHbIil uek;

b) nnarexHoe nopyueHue;

B) unkaccoBoe nopyuenue;

I') nnaTexxHOE TpeOoBaHUeE.

14. Kakoit JOKyMEHT BBITTUCHIBACTCS TP B3HOCE HATMYHBIX JCHET Ha PACUETHBIN CUeT:
A) pacyeTHbIil uek;

b) nnarexHoe nopyueHue;

B) nenexwHsrii uek;

I') nnarexxnoe TpeboBaHUE;

J1) oObsiBNIEHNE HA B3HOC HATMYHBIMH.

Tema 1.5. J/loroBopHO-nipaBoOBasi JOKYMEHTALMS
l.Cornamenye JBYX WM HECKOJBKHX JHMII 00 YCTaHOBJIEHHUHM, W3MEHEHUH WU
NpeKpaIleHNH TPk IaHCKUX TIPaB U 00s13aHHOCTEH — ATO:
A) akT;
b) cnpaBka;
B) norosop;
I') cnyxeOHO€e mucbMo.

2. [Topsiaok 3aKIIFOUEHUsT JOTOBOPOB PETYIUPYETCS:
A) I'paxxnanckum koaekcom P@;

b) Yronosuem kogexcom PD;

B) KongexcoM 00 aiMUHUCTPATUBHBIX HAPYIICHUSX;
I') Hanmoroseim konexkcom POD.

3. YCTaHOBUTH COOTBETCTBUE MEX/Y BUJIOM JOTOBOPA U €0 XapaKTEPUCTUKOM:
Buer 1orosopos:



1. loroBop 0AHOCTOPOHHUI

2. JloroBop ABYCTOpOHHUI

3. JIoroBOp MHOTOCTOPOHHMI

XapakTepucTHKa:

A) coiepKuT B3UMOCOTAaCOBAaHHBIE MpaBa U 0053aHHOCTH KOHTPAreHTOB;

b) copepxuT 00513aHHOCTH TOJIBKO O/IHOM CTOPOHBI U NpaBa TpeOOBaHUs, IPYroii;

B) nmoroBop ¢ ydactmeMm Tpex WM OoJjiee CTOPOH; 3aKIIOYAaeTcss OOBIYHO TIPU
OCYILECTBJIEHUH TOBaPOOOMEHHBIX OIEpalHsIX, COOPYKEHUsI 00BEKTOB, CO3AaHUS COBMECTHBIX
IPEANPUATHI.

4. JloroBop, IO KOTOPOMY HMYILECTBEHHOE IPENOCTABIECHUE OJHOM CTOPOHBI
00ycliaBIuBaeT BCTPEYHOE UMYIIECTBEHHOE IPEIOCTABIEHUE C IPYTOi CTOPOHBI — JTO:

A) peanbHblil JOIOBOD;

b) Bo3Me3HBII 1OTOBOP;

B) Ge3Bo3me3nHbIi JOTOBOD;

I') koHCecyanbHBIN JOTOBOP.

5. JIOKyMeHT, 3aKJIoYeHHE KOTOPOr0 HayMHAeTcs C TOro BpEeMEHH, Korja ObuIo
BBITIOJIHEHO OTPEJIETICHHOE JIEUCTBHE 10 TIepeaue NMYIIECTBA — 3TO:

A) peasbHBIN JOTOBOD;

b) Bo3me3iHEbII 10TOBOD;

B) 6e3Bo3Me3iHbBIN JOTOBOD;

I') koHCecyanbHBIN JOrOBOP.

6. I'paxxmaHCKO-TIPaBOBOM JOTOBOP, KOTOPBIA MPU3HAETCS 3aKIIOUYEHHBIM C MOMEHTa
COTJIaCOBAHUS CYIIECTBEHHBIX YCIOBUM CTOPOHAMH — 3TO:

A) peanbHbIN 10TOBOD;

b) Bo3Me3THBII 1OTOBOP;

B) Ge3Bo3me3nHbIN JOTOBOD;

I') koHCecyanbHBIN AOTOBOD.

7. JloroBop, B KOTOPOM HUMYIIECTBEHHOE NPEAOCTABICHUE POU3BOIUTCS TOJBKO OJHOU
13 CTOPOH 0€3 MOJIy4eHHs] BCTPEUHOT'0 UMYIIIECTBEHHOTO MPEIOCTABICHUS OT APYTOi CTOPOHBI —
3TO:

A) peanbHbIN 10TOBOD;

b) Bo3Me3HBII 1OTOBOP;

B) 6e3Bo3me3nHbIN JOTOBOD;

I') koHCecyanbHBIN JOTOBOP.

8. JloroBop, 1o KOTOpOMy OJIHa CTOpOHA (IIpoaBel]) 00s3yeTcs mepeaaTh Belh (ToBap) B
COOCTBEHHOCTD JIPYroi cTOpoHe (MOKYIATEN0), a MOKYyHaTelb 00s13yeTcs MPUHATh 3TOT TOBap U
YIJIATUTB 32 HETO ONPENIEICHHYI0 CyMMY — 3TO:

A) 10TOBOp KYIUTH-TIPOJAXKH;

b) noroBop MeHbI;

B) norosop napenus;

I') noroBop apeHbl;

J1) moroBop 6€3BO3ME3THOTO TOJIE30BAHUSI.

9. JloroBop, mo KOTOpOMY OJHa CTOpPOHA (CCyaoJaTenahb) OOsA3yeTcs Tepeaarh WIH
nepeaeT  Bemb B 0€3BO3ME3HOE  BpPEMEHHOE  IOJb30BaHHWE  JAPYrod  CTOpPOHE
(ccymororyyaTeno), a mocieHsst 00s3yeTcss BEPHYTh TY JK€ BEIIb B TOM COCTOSHHH, B KAKOM



OHa €ro NoJy4usa, C y4eTOM HOPMAIbHOTO U3HOCA WM COCTOSIHUU, O0YCIIOBJICHHOM JIOTOBOPOM
— 3TO:

A) 10roBOp KyIUIM-IIPOJIAXKH;

b) noroBop meH®bI;

B) norosop napenus;

I') noroBop apeH[bl;

J1) noroBop 0€3BO3ME3THOTO MOIH30BAHUS.

10. loroBop, MO KOTOPOMY apeHA0AaTeNb O0s3yeTcsi MPeJOCTaBUTh apeHaaTopy 3a
IUIaTy MMYLIECTBO BO BPEMEHHOE BIIAJICHHE W IIOJIb30BaHUE JHOO TOJIBKO BO BPEMEHHOE
MOJIb30BAHUE — 3TO:

A) I0TOBOD KYILIH-IIPOAXH;

b) norosop mensb;

B) noroBop napenus;

I') noroBop apenpbI;

J1) ntoroBop 0€3B03ME3THOTO MOJIB30BAHUSL.

11. ITo noroBopy noxapsiia — 3TO:

A) 1oroBop, MO KOTOPOMY OJIHa CTOpOHa (CCymoiaTelb) 00s3yeTcs Mepenarh Wiu
nepegaeT  Belmlb B OE3BO3ME3THOE  BPEMEHHOE  IOJIb30BaHHWE  JIPYIrOM  CTOpOHE
(ccymoroiryuaTento), a mocienHss 00s3yeTcss BEpHYTh Ty JK€ BEIllb B TOM COCTOSIHHH, B KaKOM
OHa €ro TMOJy4YWsia, C YYEeTOM HOPMAJIbHOIO H3HOCA WJIM COCTOSIHUM, OOYCIIOBICHHOM
JIOTOBOPOM;

b) norosop, no koTopoMy oJHa CTOpoHa (TpoaaBelr) 00sa3yeTcs nepeaaTh Bellb (ToBap) B
COOCTBEHHOCTH JAPYTroi CTOpOHE (MOKYMATEI0), a MOKyHaTesib 003yeTCsl MPUHATH 3TOT TOBAp U
VIIaTUTh 32 HETO OIPEIEICHHYIO CYMMY;

B) noroBop, mo kKoTopoMy OAHAa CTOpOHa (IOAPSAYMK) OOSI3yeTcs BBINOJHUTH IO
3a/IaHUI0 IPYrOi CTOPOHBI (3aKa3urKa) OMpPEeICHHYIO padOTy U CaTh €€ pe3yNbTaT 3aKa3uuKy,
a 3aKa34MK 005M3yeTcs MPUHATH PE3yJIbTaT Pa0OTHI M OIUIATHTH €T0;

I') moroBop, MO KOTOPOMY HCIOIHUTENb OO0S3yeTcs MO 3aJaHUI0 3aKa3yhKa OKa3aTh
YCIIYTH, a 3aKa3YHK 00s3yeTCsl OTUIATUTh 3TH YCIYTH.

12. Tlucemo, oOTHmpaBisieMO€ BHHOBHOW CTOpPOHE B ClIydae HEBBITIOJIHCHUS €10
3aKJTFOUYEHHBIX paHee JOTOBOPOB M PAa3HOTO poja 005S3aTeNbCTB, MOMBITKE U3MEHUTh UX YCIOBUS
B OJIHOCTOPOHHEM HOPSIKE — ITO:

A) MTUYHOE TUCHMO;

b) nperen3nonHOE MUCHMO;

B) uckoBoe nucemo.

13. JlokymeHT, moparoImuiics B CyA B MUCbMEHHOW (opme, conepkaiiuii mpoch0y o0
YIOBJIETBOPEHUN TpeOOBaHUI CTOPOHBI-3asBUTENSI B Clydyae HapylIEHUs WU Yrpo3bl
HapyILIEHHs ee MpaB, CBOOOI WIM UHBIX 3aKOHHBIX HHTEPECOB — 3TO:

A) TMYHOE TUCHMO;

b) npereH3noHHOE MUCHMO;

B) uckoBoe 3asBieHue.

14. Jlns nproOpeTeHust TOBapOB CTOPOHBI BCTYNAIOT B OTHOIIEHHMSI 110 ITOCTaBKE
NPOAYKIMH OpraHU3alueil — MOCTABIIUKOM OPraHU3alUU-TIOTPEOUTEN0. DTH OTHOIICHUS
ohopMIIAIOTCS. . .

A) noroBopoM cObITa;

b) noroBopom mocTaBku;

B) noroBopoM KyIim-npoaaxH.



15. JloroBop cunTaercs 3aKJI0YEHHBIM, KOTAa MEX/y CTOPOHAMH. . .
A) HeT npeTeH3ui;

b) nocturuyro cornaiieHue 1o BCeM IMyHKTaM;

B) He cymiecTByeT pa3Horiacui.

Paznea 2. Opranusanus padoThl ¢ JOKYyMeHTaAMH

Tema 2.1. IloHsiTHE TOKYMEHTO000POTA, perucrpanus JokymMmenToB. UcnosiHeHue

A0KyMeHTOB. KoHTpoJIb ncnosineHusi. OpraHu3anusi ONepaTuBHOTO XpaHeHUs JOKYMEHTa

1.JIokyMeHTO000pOT — 3TO. ..

A) yciioBHOe 0003HaYECHUE, IPUCBAEMOE IOKYMEHTY B MPOIECCE YUETa U UCIIOTHEHHUS,

B) ABMIKCHUC NOKYMCHTOB B OpraHH3allMd ¢ MOMCHTA UX CO3AaHHA WK IMOJYYCHUSA OO0
3aBepIIICHHsI NCTIOJIHCHUS HJIH OTIIPABJICHUS aJpecaTy;

B) otpacns nmesTenbHOCTH, OOECHEUYHMBAIONIAs JIOKYMEHTHPOBAHUE M OPraHU3aIHIO
paboThl ¢ OPUITHATIBHBIMU JJOKYMCHTAMH.

2. OCHOBHBIMH XapaKTEPUCTUKAMHU JOKYMEHTO0O0pOTa SIBIAIOTCS (BBIOPATh HECKOJIBKO
BapHaHTOB OTBETA):

A) CKOpOCTb JBH)KEHUS;

b) mapupyT nBuxeHus;

B) Bpems nBuxkeHus;

I') nepuoMYHOCTh IBHIKCHHUS.

3. Bce umHCTaHIMM Ha TMYTH JABM)KEHHS JOKYMEHTa OT CO3JaHUsS YEpPHOBUKA (MU
MOJIYy4YEHHs1) 10 MOJIIMBKH B JIENIO — 3TO:

A) CKOpOCTb JBUKEHUS TOKYMEHTA;

b) neproauuHOCTh IBUKEHUS JOKYMEHTA,;

B) mapuipyT ABM>KEHUS JOKYMEHTA;

I') BpeMs IBMXKEHMS TOKYMEHTA.

4. Bpewms, 3aTpaunBaeMo€ Ha IMPOXOKJIEHHE JOKYMEHTOB IO MapLIpyTy OT CO3JIaHus
YEepHOBUKA (MJIH MOJIYYEHHS) 10 MOALIMBKY B JIEJIO — 3TO:

A) CKOpOCTb JBUKEHUS TOKYMEHTA;

b) neproauuHOCT IBUKEHUS JOKYMEHTA,;

B) mapuipyT 1BM>KEHUS JOKYMEHTA;

I') BpeMs 1BUXKEHMS JOKYMEHTA.

5. CrnoxuBuieecs WIM OpPraHM30BaHHOE B IpefesiaXx HH(GOPMAIMOHHON CHCTEMBI
JBUKEHHE TAaHHBIX B OINPE/IEJICHHOM HalpaBlIeHUH — ITO:

A) TOKyMEHTOAHAIIN3;

b) nokymeHTOnoTok;

B) nenonpousBoacTBO;

I') nokymeHnTupoBaHue.

6. OOmee KOTUYECTBO JTOKYMEHTOB, MOCTYIMUBIIMX WM CO3JAaHHBIX OpTaHM3alWel 3a
OTIpeIeIeHHBIN IepUOJI BPEMEHH — 3TO:

A) 00BeM JOKyMEHTOO0O0pOTa;

B) ckopocTh 10KyMeHTO000pOTAa;

B) o6opaunBaeMoCTh JOKYyMEHTOOOOPOTA;

I') nepuoAM4HOCTh TOKYMEHTO000POTA;

7. O6vem nokymenrooboporta (V) paccuntbiBaercs o popmyse:



KOJIHYECTEOBD KOMMH

AV =

HOAHYMEeCTED MO ITHHHHAKOE

KOJHYMECTEOED MOOIHHHHKOE

BV =

HEOJHAMEeCTEOQ Kl:ll'.[[r{l.::{
B) V= konm4uecTBO MOJIMHHUKOB + KOJUYECTBO KOIIHIA;

F) V= KOJIHNYeCTBO IIOATHMHHHUKOB - KOJIMYCCTBO KOHHﬁ;

8. Ilo manpaeénenuro pa3auvarOT JTOKYMEHTONOTOKH (BBIOpAaTh HECKOJIBKO BapHaHTOB
OTBETOB):

A) TOpU30HTAIBHBIC,

b) Bxopsmiue;

B) ucxomsmue;

I') BepTHKaNbHBIE.

9. JloKyMeHThI, HalpaBisieMble BBIIIECTOSIIIMMUA OpraHaMu BJIacTU U YIPaBIICHUSA
IIOJYMHEHHBIM OPTaHU3ALMIM — 3TO:

A) ropr30HTaNbHBIN JOKYMEHTOIIOTOK;

b) Bocxoasmuil 10KyMEHTOIOTOK;

B) Hucxoasmuii 10KyMEHTOIMOTOK;

I') BHyTpeHHU# TOKYMEHTOIOTOK.

10. Ilo OTHOWIEHMIO K YIPAaBIEHYECKOMY OOBEKTY pa3jIn4yaioT JOKYMEHTOINOTOKHU
(BBIOpATh HECKOJIBKO BO3MOXKHBIX BAPUAHTOB OTBETA):

A) BHYTpeHHHUH;

bB) ropuzoHTanbHbIi;

B) Bxoasmmii;

I') ucxonsmuii.

11. Texuonoruss paboTel C JOKYMEHTaMH, KOTOpas 3akJIouaeTcs B TPOBEPKE
MIPAaBUWJIBHOCTHU JTIOCTABKH, LIETTOCTHOCTU YIIAKOBKH, COXPAHHOCTH I1€4aTei, BCKPBITUA KOHBEPTOB
U TPOBEPKE KOMIUJIEKTHOCTH M LEJIOCTHOCTU BJIOXKEHUH, B 00pabOTKe COMpPOBOAUTEIHHON
JOKYMEHTAIUU, COPTUPOBKE JOKYMEHTOB — 3TO:

A) perucrtpanus;

b) ucnonnenue;

B) nepsuunas o6paboTka;

I') KOHTPOJIb 32 UCTIOJTHEHUEM.

12. 3anuch y4eTHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOU (opme, pukcupyromei
(bakT ero co3aHus, OTIPABICHUS WIH MOJIYYEHUS — 3TO:

A) peructpanus;

b) ucnonunenue;

B) nepBuunas 06paboTKa;

I') KOHTpOJIb 32 UCTIONHEHNEM.

13. PerucrpannionHbie (POpMbI TOKYMEHTOB MOTYT OBITh CIEAYIOUINX BUIOB:
A) xKypHanbHasi;

b) kaprounas;

B) aBTOMaTu3upoBaHHas;

I') Bce BapraHThI OTBETOB BEPHBI.



— OTO.

14, HOI[FOTOBKa IMPOCKTAa OTBCTHOI'O NOKYMCHTA, €TO COrIaCOBAHUC C COUCIIOJITHUTCIISIMU

A) peructpanus;

b) ucrionnenwue;

B) nepBuunas o6paboTka;

') KOHTPOJIb 32 UCTIOTHEHUEM.

15. ]_ICSITeJ'IBHOCTL, HaIlipaBJICHHAs Ha obOecrieueHue CBOCBPCMCHHOI'O U KAa4YC€CTBCHHOI'O

VCIIOJIHEHUS TIOPYYECHUI U PELICHUS BOIIPOCOB — 3TO:

A) perucrparusi;

b) ucnonnenue;

B) nepBuunas o6paboTka;

I') KOHTPOIH 32 HUCTIOTHEHUEM.

16. JIokyMeHT WM COBOKYIHOCTh JIOKYMEHTOB, OTHOCSILIHXCS K OJHOMY BOIPOCY HWJIU

YUHaCTKy ACATCIIbHOCTHU, TIOMCIICHHBIX B OTACIIbHYIO 06J'IO)KKy — 9TO!

A) apxus;

b) neno;

B) nog6opka;
I') onuce.

17. yTBep)KI[eHHBIﬁ CI/ICTeMaTI/ISI/IpOBaHHHﬁ ICPCUCHDb HanMMEHOBaHU U A€, 3aBOOJUMBIX B

OpraHu3aIiy, ¢ YKa3aHHEM CPOKOB UX XpaHEHHs, O(OPMIICHHBIH B YCTAHOBJICHHOM IOPSIKE —

9TO:

A) cTpyKkTypa 1emn;

b) Homenknarypa nen;
B) non6opxka nei;

I') apxuBHpoOBaHue JIel.

18. prnHI/IpOBaHI/Ie HUCIIOJIHCHHBIX TOKYMCHTOB B J€JIO B COOTBETCTBUH C

HOMEHKJIATYpOH JIe]l U CUCTEMaTH3aIus JOKYMEHTOB BHYTPH Jielia — 3TO:

A) KOHTPOJIb 32 UCIIOJTHEHUEM;
b) peructpanus nena;
B) popmupoBanue nena.

19. Vuernsrit JAOKYMCHT, coz[epxcamnﬁ MEpeUCHb INOKYMCHTOB J[J€JIa € YKa3aHUCM

MOPAAKOBBIX HOMEPOB JOKYMCHTOB, UX HHACKCOB, HaSBaHI/II\/'I, JaaT, HOMEpPOB JIMCTOB — 3TO:

A) obnoxxka nena;
B) BHYTpeHHSS ONKMCH TOKYMEHTOB JIeIa;
B) akT Ha cniucaHue iena B apXuB.

20. I[OKYMCHTOHOTOK, KOTOpBIfI COCTOUT H3 JOKYMCHTOB, CO3J1daBACMBIX B JTaHHOM

OpraHu3alri U OTIIPABIIAEMBIX 34 €€ MPEACIIbI — 3TO:

A) TOpU3OHTANBHBIN TOKYMEHTONOTOK;
b) BHyTpeHHUI1 TOKYMEHTONOTOK;
B) ucxonsmuii JTOKyMEHTOMOTOK;
I') Bce BapuaHTHI OTBETOB BEPHHI.

Tema 2.2. IloaroroBka 10KyMeHTOB K apXHBHOMY XPaHEHUIO
Tecr

1. U3yueHne NOKyMEHTOB Ha OCHOBAHUM KPUTEPUEB X LIEHHOCTHU B LEJSX ONPEIECICHHS CPOKOB
XpaHEHHs JOKYMEHTOB U 0TOOpa UX Ha MOCTOSHHOE XpaHEHUE — 3TO:



A) peructpanus 10KyMEHTOB;

b) KOHTpOJIb NCTIOTHEHUS IOKYMEHTOB
B) skcniepTH3a eHHOCTH JOKYMEHTOB;
I') dopmupoBanue nena.

2. 151 opraHu3aiuy 1 MpoBeIeHUsI padOThI 10 IKCIEPTU3€E LIEHHOCTU JOKYMEHTOB, OTOOPY U
MOJITOTOBKE K Iepe/iade Ha MOCTOSHHOE XpaHEeHUE IOKYMEHTOB ApxuBHOTO (hoHma Poccuiickoii
®denepannu co3AaeTCs:

A) 3KcriepTHasi KOMHUCCHS;

b) coBet nupekTopos;

B) peBusnonnast komuccus;

I') 3acenanme cyna.

3. Jlena nOCTOSHHOTO XpaHEHUs MOJIeXkKaT:

A) XpaHEHHIO B OpraHU3AlINY;

b) yHuuTOX)EHUIO;

B) nepenaue ['ocapxuBy Poccuiickoii @enepanuu.

4. ITonroToBKa MCIOJIHEHHBIX TOKYMEHTOB K XPAaHEHUIO BKJIIOYAET (BHIOPATh BO3MOXKHBIE
BapHaHTHI OTBETOB):

A) 3KCepTU3Y LICHHOCTH JIOKYMEHTOB;

b) BHeceHue ucnpaBieHuid B JOKYMEHTHI;

B) opopmienne 10KyMeHTOB, CITaBa€MBIX B apXUB;

') cocraBneHne ONUcH TOKYMEHTOB TOCTOSIHHOTO U JIOJTOBPEMEHHOT'O XPaHEHUS;

J1) oGecriedeHue COXpaHHOCTH JIETT;

E)nepenauy nen B apxus.

5. YupexneHue Win CTpyKTYPHOE MoIpa3/ielieHne OpraHu3alliy, OCYIIECTRISIONIee XpaHeHHE,
KOMILJIEKTOBAaHUE, YUET U UCTIOIb30BAHUE APXUBHBIX TOKYMEHTOB — 3TO:

A) ckan;

b) 6yxranrepus;

B) apxus;

I') ornen kampos.

6. ApXUBHBII TOKYyMEHT —

A) mMaTepuanbHbII HOCUTEIND ¢ 3a()UKCUPOBAHHOW HA HEM HCTOpUYECKOM HH(pOopMaIei,
KOTOPBIN MOAJIEKUT BEUHOMY XPaHEHHUIO;

b) n1oKyMeHT 10COBETCKOIo NepUoaa;

B) marepuanbHbIil HOCUTENb ¢ 3aUKCUPOBAHHOI Ha HEM HH(pOpMaIMel, KOTOPBI UMEeT
PEKBU3UTHI, MTO3BOJISIOLINE €T0 WACHTU(PHUIMPOBATH, U MOIJIEKUT XPAaHEHHUIO B CHITY 3HAUYMMOCTH
yKa3aHHBIX HOCUTENS M MH(OpMAIMH IS TpakaaH, 00IIecTBa U TOCyAapCcTBa.

7. Joxyment ApxuHoro ¢ponna Poccuiickoit denepannn —

A) MaTepualbHbBII HOCUTEIND ¢ 3a(pUKCUPOBAHHON HA HEM UH(OpMalLel, KOTOPBI UMEET
PEKBU3UTHI, O3BOJISIOLINE €r0 UICHTU(UIIUPOBAT;

b) apxuBHBII TOKyMEHT JOCOBETCKOTO MEPHO/IA;

B) apxuBHBIIl TOKyMEHT, IPOLIEIIINI dKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB, TIOCTaBJICHHbIN HA
TOCYJApCTBEHHBIN YUET U MOIEKAIIUN IIOCTOSHHOMY XPaHEHUIO.

8. ApxuBHBIA QoHT —

A) KOJIIEKIIUSI apXUBHBIX JOKYMEHTOB I10 OIIPE/IEIICHHON TEME;

b) cOBOKYITHOCTh apXMBHBIX TOKYMEHTOB, HICTOPUYECKH WIIN JIOTHYECKH CBA3aHHBIX MEXAY
co00ii;



B) coBOKYIHOCTH apXUBHBIX JOKYMEHTOB, XPAHSIIIASICS B OT/IEIbHOM apXHUBHOM YUPEKICHUU.
9. BpemenHoe xpaHeHHE apXUBHBIX TOKYMEHTOB —

A) XpaHeHHe apXUBHBIX JOKYMEHTOB B apXUBE OPraHU3aLIUN;

b) xpaneHune apXxuBHBIX JOKYMEHTOB /10 X YHUUYTOXKEHUS B TEUEHUE CPOKOB, YCTAHOBIIEHHBIX
HOPMAaTHUBHBIMH MPABOBBIMU AKTaMU;

B) xpanenue nokymeHToB ApxuBHOTO (hoHaa Poccuiickoit denepanun 6€3 onpeaeeHus cpoka.

10 .Onuck nen, AOKYMEHTOB, KaK YYETHBIA TOKYMEHT apXHBa, UCIOIb3YeTCs IS —
A) cyMMapHOTo y4yeTa apXHUBHBIX JIOKYMEHTOB U 3aKPEIUICHHS MOPSIKA UX CUCTEMAaTU3aIUK;
b) noucka TOKyMEHTOB AJIsl UX JAIbHEUIIETO UCIOIb30BaHUS;
B) noequHMYHOr0 1 CyMMapHOTO yueTa apXUBHBIX JJOKYMEHTOB, 3aKpPEIJICHUS TTOPSIJIKa UX
CUCTeMAaTH3alllH, yueTa U3MEHEHHI B COCTaBe U 00beMe apXUBHBIX JOKYMEHTOB.
Tema 2.3. Ucnnonib3oBanue IIIBM B nesionpoun3BoacTree
Tect
1. YcTaHOBUTH NMOCIIEA0BATEIBHOCTh KOMITBIOTEPHOU MOJATOTOBKH JIOKYMEHTOB:

IlocnenoBare | Oranm MOATOTOBKU JOKYMEHTA
JBHOCTb

PCIIaKTI/IPOBaHI/IG BBCACHHOI'O TCKCTA

CoxpaHeHHe MNOATOTOBJICHHOTO IOOKYMCEHTAa B BHJC (1)3171.]'[3 B IIaMATH
OBM

Ha6op Tekcra

dopmatrpoBanne (oopmiIeHNE) KOMIIOHEHTOB TEKCTa

IleyaThs MOATOTOBIEHHOI'O JOKYMCHTa

2. CobmiofieHHe YCTaHOBJEHHBIX B 3aKOHOAATENbHBIX aKTaX W HOPMATUBHO -
METOIMYECKUX JoKyMeHTax Poccuiickoii ®@enepanuu TpeOOBaHMM K JTOKYMEHTaM B XOJI€ UX
COCTAaBJIEHUS, IOATOTOBKH, ITEPETIEUATKH, COINIACOBaHMS, YAOCTOBEPEHUS — ITO:

A) penakTupoBaHue JOKYMEHTOB;

b) ohopmienne 10KyMeHTOB;

B) nedatp JOKyMEHTOB.

3. HazoBuTe 1Ba OCHOBHBIX (popmara, Ha KOTOPbIX 0popMIIsitoTCs ToKyMeHThl OPJ]
A) A5 (148x210 mm); A 3 (297x420 mm)

b) A 4 (210x297 mm); A 5 (148x210 mm)

B) A 5 (148x210 mMm); A 6 (105x148 mm)

') A3 (297x420 mm); A 4 (210x297 mm)

4. Ob6s3aTenbHbIN MPU3HAK HA TOKYMEHTE, YCTAaHOBJICHHBIN 3aKOHOM — 3TO

A) uHTepBan

b) pexBuzur

B) monoxxenune tadynsaropa

I') smGnema

5. PexBu3ur - oT0

A) o0s3aTenbHBINA IPU3HAK HA TOKYMEHTE, YCTaHOBJIEHHBIN 3aKOHOM
b) cucrema noxymeHranuu

B) cnyxeOHoe mosne

I') pabouee noze

6. PeKBU3UT «BU3a O3HAKOMIICHUS» BHITJIAIUT CIEIYIOIIUM 00pa3oM:
A) cexperaps i/m ©.1.0. 00.00.00

b) ropuct 1/m 00.00.00

B) cexperapp @.1.0. ii/m 00.00.00




I') ¢ mpuxazom o3nakomsieH: ji/m 00.00.00

7. COBOKYITHOCTh PACIIOJIOKEHHBIX B OINPENIEICHHON MOCIIeA0BATEIbHOCTH PEKBU3UTOB,
MPUCYIIHUX BCEM JIOKYMEHTaM ONPEEICHHON CUCTEMBI JOKYMEHTALIUHU - 3TO

A) BbITIUCKA

b) dopmynsap-obpazen

B) 61ank

I') moxymeHT

8. YCcTaHOBUTH COOTBETCTBHE MEXAY opMaTaMu Oymaru:

®opmar Oymaru:

1. A3

2. A4

3. A5

Pazmep:

A) 210x297 mm

b) 297x420 mm

B) 148x210 mm

9. CranaapTHbie pa3Mephl MOJICH:

A) BepxHee - He MeHee 30 mm; yneBoe -He MeHee 10 MMm; mpaBoe - He MeHee 15 MwMm;
HIDKHEE - He MeHee 20 MM;

b) Bepxuee - He menee 30 mm; neBoe -He MeHee 30 MM; mpaBoe
HIDKHEe - He MeHee 40 MM;

B) Bepxnee - He meHee 20 MM; neBoe -He MeHee 20 MM; mpaBoe - He MeHee 10 Mw;
HIDKHEE - He MeHee 20 MM;

I') Bepxuee - He menee 40 mMm; neBoe -He meHee 20 MM; MpaBoe - HE MeHee 15 MM;
HIDKHEE - HE MEHee 25 MM;

He MeHee 10 mmM;

10. CumBoabsl HWHJACKCBI, BHOCHUMBIC B JOKYMCHT B IIPOLCCCEC €ro IOATOTOBKU H
o(OpMIIEHHUS — 3TO:

A) nepeMeHHbIE PEKBU3UTHI;

b) npoonsHbIe pEKBU3HTHI,

B) nocrosiHHBIE PEKBU3UTHI;

I') yrioBbie pEKBU3HUTHI.

11. PekBU3HUTHI HensATCA Ha:

A) yTJI0BBI€ U TIPOJIOJTHHBIE;

b) nocTostHHBIE U TIEpEMEHHBIE;

B) HOpMmaTHBHBIE M BEIOMCTBEHHBIC,
I') onHOKpaTHBIE 1 MHOTOKpATHBIE.

12. CuMBOJIBI ¥ UHJIEKCHI, HAHOCHMbIE HA THUIIOBBIE 3arOTOBKH JOKYMEHTOB (OJaHKH U
(dbopMbI) THIOTPAPCKUM HIIA APYTUM CIIOCOOOM — 3TO:

A) yrioBbI€ pEKBU3UTHI;

b) npononbHbIE pEKBU3UTHI;

B) nocTosiHHBIE pEKBU3HTHI;

I') nepemMeHHbIE PEKBU3UTHI.

13. TpeboBaHusi K COCTaBy PEKBH3UTOB JOKYMEHTOB, UX O(GOPMIICHHUIO
YCTaHABIUBAIOTCS:

A) A) UHCTPYKIIHEH O JETONPOU3BOICTBY;

b) nonoxxenue 06 apxuHoM ¢ponae PD;



B) I'OCT P 7.0.97-2016;
I T'OCT 16.48.7-70;
J1) HeT npaBUJILHOT'O BapuaHTa OTBETA.

14. Ha3aHue oOpraHu3aluy, COCTaBMBIIEH JOKYMEHT, Ha3BaHHWE JOKyMEHTa
(MCKIIIOYEHHE COCTaBJISIIOT ITUChbMA), 3ar0JOBOK TEKCTA, AaTa, HHAEKC, TEKCT, MOJMHUCh, OTMETKA
00 HMCIIOJIHEHNH JOKYMEHTA U HAIIPaBJICHUU €TI0 B JEI0 — 3TO:

A) yriaoBble peKBU3UTHI;

b) npononbHbIE PEKBU3UTHI;

B) nocTosiHHBIE PEKBU3UTHI,

I') nepeMeHHbIE PEKBU3UTHI.

15. BapuaHTbI pacnoioKeHus! peKBU3UTOB:
A) yriioBoe u mpoJ0JbHOE;
b) nocrosiHHOE M IEpEMEHHOE;

B) HOpMaTuBHOE M BEJOMCTBEHHOE;
I') ropu3oHTanbHOE U BEPTUKAIBHOE.

denepanibHOE TOCYAAPCTBEHHOE OI0PKETHOE 00pa30BaTEIbHOE YUPEIKICHUE
BBICIIIETO 00Opa30BaHuUs

«benropoackuil rocy1apCTBEHHBIN arpapHbiil yHuBepcuteT uMenu B. S1. ['opuna»
Kadenpa 6yxranrepckoro ydera, aHaau3a U (PUHAHCOB

Temsbl pepepaToB

1o gUucHUIUIMHEe JIOKYMEHTALIMOHHOE o0ecrieueHHe ynpaBjaeHUus

(HaMMEHOBaHUE TUCIUTUINHBI)




1. TepMuHOIOTHS, UCTIONb3YyeMast B 00JIaCTH TOKYMEHTAIIMOHHOTO 00ecrieueHus
yIpaBICHUS.
. HopmaruBHo-MeToqMueckas 6aza 1ea0npon3BOICTBA.
. Ilpukasznoe genonpounsBoactso XV-XVII Ba.
. CucremMa MuHUCTEpPCKOrO Aenonpoun3poacTBa XIX-nauana XX
. Oco0eHHOCTH yrpaBIEHUS U JIEIOMPOU3BOJICTBA B COBETCKUE T'OJIBI.
. Yuer Konu4ecTBa JJ0KyMEHTOB.
. Uudpopmanmonno-nonckonas cucrema (HUIIC).
. [IpaBuna perucTpanuy ¥ MHACKCUPOBAHUS JOKYMEHTOB.
9.0pranuzanusi KOHTPOJIS 38 UCTIOTHEHUEM JOKYMEHTOB. BUIbI KOHTpOJISI.
10. XpaHeHue 10KyMEHTOB.
11. CocTaBieHre HOMEHKJIATYPHI JICII.
12. O6umne nmpaBuia GopMUpoOBaHUS AT
13. DkcnepTr3a HEHHOCTH JOKYMEHTaIbHBIX MaTepPHAIIOB.
14. Buapl KOHQUACHIMATHLHOW JOKYMEHTAIUH.
15. dyHKIMK JOKYMEHTOB: 001I1e U crienuduyecKue.
16. PekBU3UTHI TOKYMEHTOB: TIOHSATHE PEKBU3UTA, €TO POJIb B JOKYMEHTHPOBAHHH.
[TpaBuiia opopmiieHHs PEKBU3UTOB.
17. TpeboBanus xk ohopMIIeHUIO HHPOPMAITHOHHO-CIIPABOYHBIX IOKYMEHTOB.
18. OdopmieHue opraHu3aMOHHO-TIPABOBBIX JOKYMEHTOB.
19. IlpaBuna oopmieHUS pacoOpsSIUTENBHBIX JOKYMEHTOB.
20. TpeboBaHuUs K S3BIKY U CTHIIIO JOKYMEHTOB.

01N DN W

Kpurepum ouenku:

- OYeHKa «OMAUYHOY» BBICTABISETCS CTYIEHTY, TIIyOOKO M MPOYHO YCBOMBIIEMY
TeMy pedepara, YETKO U CaMOCTOSTENbHO (06€3 HaBOSIIUX BOIIPOCOB) OTBEYAIOILIEMY Ha
JIOTIOJTHUTEIIBFHBIE BOTIPOCHI TpH ero 3ammre. Eciin TeMa pedepaTa ©MeeT MpakTHIecKoe
3Ha4YeHUE, CTYJICHT JJOJDKEH OTBETHUTD €0 ¢ TOUKH CIIECIUATINCTA.

- OYeHKa «XOpouio» BBICTABISETCS CTYACHTY, TBEPAO YCBOMBIIEMY MaTepuhal,
IPaMOTHO U T10 CYIIECTBY OTBEYAOLIEMY Ha JOMOJHHUTEIbHbBIE BOIIPOCHI IIPH €T0 3alluTe
U HE JIOMYCKAIOIIEMY TP 3TOM CYIIECTBEHHBIX HETOUHOCTEH (HETOYHOCTEH, KOTOPHIE HE
MOTYT OBITh HCHPABJIECHbl HABOASIIMMH BOIPOCAMM MM HE MMEIOT BaKHOTO
MPAKTUYECKOTrO 3HAYECHMUS).

- oyenKa «y0oe81emeopumenbHoy BbICTABISIETCS CTYJIEHTY, KOTOPBIHA MOKa3bIBaeT
3HaHHWE OCHOBHOTO MaTepHaja, HO He 3HaeT ero Jeraieil, JOomycKaeT HETOYHOCTH,
HE/IOCTaTOYHO TMpaBWIbHBIE (QOPMYJIUPOBKM, H3JIaraeT MaTepuall C HapyleHHEeM
MIOCJIEIOBATEIHOCTH, OTBEYAE€T HAa JOIMOJHHUTEIbHBIE BOMPOCHI TMPH €ro 3alluTe C
MOMOIIBIO MJIM TIONIPABKaMHU.

- OYeHKa «HeyOOBIIemEopUmenbHO» BBICTABISIETCS CTYIEHTY, KOTOPHI HE 3HaeT
3HAYUTEIbHOM YacTH n3jaaraeMoro Matepuana. He orBeuaer (MM OTBE4aeT HEBEPHO) HA
JIOTIOJTHUTEIILHBIE BOIIPOCHI.

denepanabHOE rOCYJaPCTBEHHOE OIOIKETHOE 00pa30BaTEIbHOE YUPEKICHUE

BBICIIET0 00pa30BaHus
«benropoackui rocy1apCTBEHHBIN arpapHbI YHUBEPCUTET
nmenu B. . I'opuna»



Kadenpa 6yxranrepckoro ydera, aHajau3a U (UHAHCOB

HenoBas (poJieBasi) urpa
«Odhopmnenue Kaoposwvix 0OKyMeHmoe»

MeTtoanueckoe 000CHOBAHUE 3aHATUSA

Jus audHOro M HpOoQECCHOHATIBHOIO CaMOONPEAETICHHUS CTYAEHTOB MCIOJNb3YIOT
pasHooOpa3Hble CIOCOOBI U METOABI, U OAHUM W3 HanOosee 3((EKTUBHBIM, SBISETCS JeI0Bas
urpa.

JlenoBast urpa 3TO LEJNCHANpPABICHHO CKOHCTPYUPOBAHHAs MOJENIb KaKOro-Jnbo
peasgbHOro mpolecca, MMUTUpPYIOIIas Mpo(ecCUOHAIBHYIO JeSTeIbHOCTh U HalpaBlIeHHas Ha
dopMupoBaHHE W 3aKperuieHHe Mpo(ecCHOHATBHBIX YMEHHWH WM HaBBIKOB. B 1enoBoil wurpe
BOCIIPOU3BOAMTCS IpodeccuoHalbHas OOCTaHOBKA, CXOAHAs I0 OCHOBHBIM CYLIHOCTHBIM
XapaKTEPUCTUKAM C PEAIIbHOM.

OnHOBpEMEHHO Hapsay ¢ HpOoPecCHOHATIbHBIMM 3HAHUSAMHU CTYAEHTHl HPUOOpEeTaroT
CHEHAJIbHYI0 KOMIIETEHIIMIO — HABBIKU CIEIIMAJIbHOTO B3aUMOAECUCTBUS U YIIPABJICHMUS JIIOJIbMU,
KOJUIETMAJIbHOCTh, YMEHHE PYKOBOAWUTb M IIOAYUHATHCSA, CIEIOBATEIIBHO, JEJI0Bas HIpa
BOCIHTHIBAET JINYHOCTHBIE KAYECTBA, YCKOPSAET IIPOLIECC COLUATU3AIIIH.

JllenoBass wurpa TpeOyeT OT CBOMX YYacTHHUKOB (OCOOEHHO JUIsl IpernojaBaTelis)
MHTEJUIEKTYaJIbHON BBICOTHI M aKTEPCKOTO MacTEpCTBA, pa3BUBAET CIOCOOHOCTH T€HEPHUPOBATH
HOBBIE UJIEH, TBOPUECKU MBICIUTh U IPAaMOTHO paboTaTh ¢ HHpOpMaLUEH.

B ocHOBe nenoBoi HIphl JIEKUT COBMECTHAsl JESATENbHOCTh MEAAroroB M y4alluxcs,
Omarojapst KOTOpPOH B TpyIlle YCTaHAaBIMBAIOTCS Ooyiee TeIUlble M KOHCTPYKTHUBHBIE
B3aMMOOTHOIIECHHUS.

CIIEHAPHUI JEJIOBOM UTPHI «O®OPMJEHUE KAJIPOBBIX TOKYMEHTOB».

ILnan «/len1oBast urpa»

Memoouueckaa uyenp — «VIcnonab30BaHME [ENOBBIX WUIp IPU 3aKpeIUIEHUM Marepuana Ha
3aHATHUSAX y4eOHOU MPAKTUKI
Tema: OdopmieHre JOKyMEHTAIUK IO TUYHOMY COCTaBYy
Tema 3anamusn: OTpaboTKa HaBBIKOB 0(OPMIICHUS KaJPOBBIX JOKYMEHTOB
Llenu 3anamusn:
Oépazoeamenvnana — CTyJJ€HTBl CMOTYT ONpPENEIUTh BUJ JOKYMEHTA, MOCIEeI0BaTEIIbHOCTh €ro
COCTaBJICHUS, OOBSICHATH PACIOJIOXKECHUE PEKBH3UTOB, OICHUTH MPABWIILHOCTH COCTABIICHHS U
oopmieHus.
Pazeuearowjan — criocoOCTBOBATh PA3BUTHIO HATJISIHO-IEHCTBEHHOTO MBILUICHUS, aHAIW3a U
CHCTEMaTH3allu1 JOKYMEHTOB.
Bocnumamenwvnaa — cioco0cTBOBaTh BOCIIUTAHUIO [T03HABATENBHON MOTPEOHOCTH K O0YUEHHIO.
Heooxo0umoie yueonvie mamepuanvi: 00paslpl pe3toMe, KapTOUKH-3a/JaHHsI, KOMITBIOTED.
Ilocneoosamenvnocms 6u008 yueoOHOIl OeameabHOCmU:

1. JenoBas urpa.

2. AHanu3 BBHIIOJTHEHHBIX 33JaHHM.
Ilpooonscumenvnocms 3anamun: 40 MuH.

IMPOLHECC OBYYEHUA:

1. CoctraButh M 0OPMHUTHL JOKYMEHTHI IO JUYHOMY COCTABY B BHJE /1eJ10BOM
UTPBI.



Kaxnplii CTyAeHT ©ojydyaeT KapTOuKy-3aJaHue C IPOM3BOJACTBEHHOW curyanueil. Ilo
KapTo4KaM-3aJJaHUAM HEOOXOIMMO OINpPENEIUTh IEpPEeYeHb JIOKYMEHTOB, COOTBETCTBYIOIIMX
IIPOU3BOJCTBEHHOMN CUTYallMH.

C y4yeToM TEOpeTHYECKUX 3HAHUH M IMPAKTHUYECKUX HaBBIKOB, NPUOOPETEHHBIX B TEUYEHHUE
y4eOHOro roja, a TakkKe C y4eTOM HHIMBUAYAJIBHBIX OCOOCHHOCTEH KaXKAOro CTYJIEHTa Ha
KapTouke JaHo auddepeHnpoBaHHoe 3afgaHue. OObACHEHHE XOAa UIPbl M IPaBUI
BBIITOJIHCHMS 3aJaHUS.

HpOHZ}BOI[CTBeHHaH cuTryanus

CmupHoBa Mapuna AnekcanapoBHa 15.03.95 rona poxxnaeHus Oblia IpUHSATA HA padoOTy
nenonpousBoauTeneM B kaHuemsapuio OAO «Xumnpom», yepe3 Tpu Mecsla Mocjie OKOHYaHUs
[Tpodeccuonansroro yurmmumia Ne 50 mo cnenuanbHOCTH «/[enonpon3BOIUTENbY.

[Tpu noctyruienuu Ha paboTy MapuHa npeAcTaBuiia XapaKTepUCTUKY U3 YUUITUIIA.

[Ipopaborana roma, a 3arem Obla MEepeBeCHA CeKpeTapeM HadaibHuKa 1exa NeS5. Yepes
noiaroga OblIa KOMaHAWpOBaHAa B T. VIpKYTCK Ha OJUH MecCsl] Ha KypChl MOBBIIICHUS
KBaJII/I(l)I/IKaIII/II/I AJI1 U3YYCHH A HOBBIX KOMIIBIOTCPHBIX TEXHOJIOTHH.

3a 100pOCOBECTHBIN TpyA ObLIa MPEMUPOBAaHA €AMHOBPEMEHHBIM IMOOILIPEHUEM B CyMME
10 000 (mecsTh THICSIY) pyOIIeH.

[TpopaboTaB 5 et Ha NpeANpPUATHN, YBOJIUIACH B CBSI3U C TIEPEMEHOM MECTa KUTEIbCTRA.

1.1uddepeHunpoBaHHoe 3a]aHKNe:
JUTSI IEPBOTO BapuaHTa — OPOPMUTH XaPAKTEPUCTUKY
JUIsl BTOPOI'O BapHaHTa — 3asBJIEHHUE U IIPUKa3 O IpHUeMe Ha paboTy
IUTSL TPETHETO BapuaHTa — 3asBIICHUE U MPUKA3 O MIEPEBOJIC
AJI1 Y€TBCPTOr'o BapruaHTa — INPHUKa3 O MOOIIPCHUN
JUTSI TIATOTO BapUaHTa — MPHUKa3 O KOMAaHIUPOBAHUU JJIsl IOBBIIIICHHS KBATU(DUKAITUT
JUTSI IIIECTOTO BapyaHTa — 3asBJICHUE U MPUKa3 00 yBOJILHECHUHT
JUTSL TIOJTYYEHHUSI OLIEHKH «3%» - 3asiBJICHUE O IPUEME U NIEPEBOJIE

Nogo~wDdPRE

2. KoncyabTHpoBaHue ¥ Ha0/110/1eHHe 32 X0/10M BbINIOJIHEHUS 3aJaHUSsl
- [IpoBepka mpaBHIIBHOCTH COCTaBJIEHUS U OPOPMIIEHUSI JOKYMEHTOB.
- AHamu3 CcaMOCTOSTENbHOW pPabOThl CTYACHTOB; AaKIIEHTUPOBaHME BHHMAHUS Ha
0COOEHHOCTH O(hOpMIIEHUS JOKYMEHTALMH 10 INYHOMY COCTAaBY.
- AHanu3 paboThl CTYAECHTOB 10 TIOCTHKEHHUIO TIOCTABICHHOM 1IETIH.
- OHGHK& IMMOJIOKUTECJIBHBIX U OTPULATCIIBHBIX MOMCHTOB.
2. Peduexcus
- HpOBepKa MMPAaBUJIBHOCTU BBINIOJHCHHA 3adaHUsA OCYHICCTBIIACTCA NYTEM KOJUICKTHBHOI'O
00CYX/IeHUSI M IIyTeM IPOBEPKH MPaBHIBHOCTH OTBETOB C IOMOIIBIO 3TaJOHOB-00pa3IOB
JOKYMEHTOB.
O0pa3ubI-3TAIOHBI IOKYMEHTOB [IJISl CAMOCTONITEJIbHOI MPOBEPKH CTY/IEHTOB:

Oopazey-amanon 014 nepeozo eapuanma

MMHUCTEPCTBO OEPA3OBAHMS UPKYTCKOIM OBJIACTU
I'oOCYJAPCTBEHHOE ABTOHOMHOE I[TPO®ECCHUOHAJIBHOE
OBPA30BATEJIbHOE YUPEX/JEHUEUPKYTCKOM OBJIACTU
BAJAPUHCKHI ATPOITPOMBIIIJIEHHBIV TEXHUKYM>»
T'AIIOY UO «3AIIT»

666321 Upkytckas 061., 1. 3anapw, yi. Marpocosa, 3,
tei. (839552) 2-30-20, daxc (839552) 2-30-20

XAPAKTEPUCTUKA



25.06.2012 Ne 135

CmupHoBa Mapuna AnekcanaposHa 15.03.95 rona poxxaenus, o00pa3oBaHue HayaJIbHOE
npodeccuonasibHoe: B 2012 romy oxonumna IlpodeccmonanmpHoe yummme Ne 50
0 CIIEUAIBHOCTH «JleTOnpOn3BOAUTEID.

B yunnume Mapuna oOydanace ¢ 2011 mo 2012 Ha AHEBHOM OTAEJICHUU B TPYIIIIEC
Ne 23. 3a Bpemsi oOyueHHMs] HEOJHOKpPATHO Harpaxxaaiach IpaMOTaMH 3a YCIEXH B ydyeOe H
AKTUBHOE Y4acTHe B )KU3HU YUHIIUIIA.

3a mepwony  oOydenmss B yuwimme ~— MapuHa — mposiBWiia  ceba  Kak
rpaMOTHas,BHUMATEIbHAsl, OYEeHb JOOPOCOBECTHO OTHOCsmIascia K yuyebe geBymka. Ilo
pe3yJibTaTaM MPOMEKYTOUHBIX aTTEeCTAl[Mil IOKa3blBajla TOJBKO XOpPOIIME M OTJIMYHBIE
pe3ynbrathl. s Hee XapakTepHO MIBITIIUBOE U3y4eHUE BCEX PEeIMETOB,
MCII0JIb30BAaHUE JIONIOJHUTENIBHON JIMTEpPaTypbl, CaMOCTOSITENIbHA IIOJrOTOBKA HMHTEPECHOTO
U TIO3HABaTeNbHOTO  MaTepuasa K  HaumbOoiee  TpyaueiM  Temam. OnHa  Bcerga
JOOPOCOBECTHOBBITIONHSIIA  JIOMAIIHEe 3aJaHue, NpOSBISUIA AaKTHBHOCTh Ha  3aHATHUSX,
aKKypaTHO oopMIIsiiia KOHCIEKTHI 0 BceM npeameraM. Hukorna He omasipiBalia Ha 3aHSTHS,
HE MMeJla MPOIMYCKOB 0€3 yBaKUTENbHBIX PUUMH. BHelHull Bua - Beeraa onpsteH. Bexiusa ¢
MpenoaaBaTeNsiMu, IPYKECKUe OTHOIICHUS CO CBEPCTHUKAMHU.

Ha ocHOBaHMM BBILIEU3I0KEHHOIO, CUATAEM, YTO MapuHa MOXET yCIEHIHOpPaboTaTh
JIEIONPOU3BOIUTENIEM, TaK Kak o0inagaer HeOoOXOIUMBIMM JUYHBIMH KayeCTBaMHU U
npodeccuoHaNIbHBIMU HaBbIKaMHU.

HupekTop MOJITUCH A.B. Ko3pmuH
Macrep rpynmsl MMOJITUCH M.M. Cmomnsik
ML.IL

Obpazey-I3manon 0na emopozo eapuanma
Hupexropy OAO «Xumnpom»
[TerpoByA.M.
CmupHoBo Mapunbl AlleKCaHIpOBHBI

IIPOXKUBAIOLIEH 110 anpecy: 666321
1. 3anmap, yi1. 3aBojckasi, 1. 8 kB. 12

3ASBJIEHUE
[Tpoury npuHATH MeHS Ha paboTy AenonpousBoauTeneM Bkanueasiputo ¢ 01.10.2012.

25.09.2012noammce

Oépazey-smanon 011 6mopozo eapuanma
OAO «Xumnpom»

ITPUKA3



30.09.2012Ne1280k
r. CastHCK

O npueme Ha paboTy

[TPUHAT:

CmupHOBY Mapuny AJieKCaHJIpOBHY JeionpousBoauTenaeM B kanuensputo ¢ 01.10.2012 na
MOCTOSTHHYIO paboTy. Oriara TpyAa corjiacCHO MTaTHOMY PaCIUCAHHMIO.

OcHoBanue: nuuHoe 3asBiaeHue CMupHOBOMM.A. oT 25.09.2012 ¢ Bu30i HavallbHUKa OTEINA
kanpos 1.B.MBanoBa.

Hupexrop noanucsy A.M.Ilerpos

C npukazom o3HakomiieHa nognuck M.A.CmupHoBa
01.10.2012

Ooépaszey-I3manon 013 mpemnezo 6apuanma
HavaneHuky xanuensipuu
MuxaiinoBoitA.Il.
3ASABJIIEHUE

[Tpomy Bac mepeBecTH MeHs NETONPOM3BOAMUTENS KaHIEISIPUUCEKPETapeM HayalbHHUKA
mexa Ne 5¢ 10.10.2013 B cBsI3U ¢ BaKaHCHEH.

JHenonpoussoaurens nognuch M.A.CMupHOBa
05.10.2013

Obpasey-smanon onampemoezo eapuanma
OAO «Xumrpom»
[TPUKA3
06.10.2013Ne 1380k

r. Cagack

O nepeBojne

I[TEPEBECTHU:



CmupHoBy MapuHy ANEeKCaHAPOBHY AEJIOMPOU3BOIUTENS KAHIICISIPUU CEKPETapeM HadalbHUKA
mexa Ne 5 ¢ 10.10.2013 nHa mnocrosHHyr0 padory. Ormata Tpyda COTJIacCHO INTaTHOMY
pacrucaHuio.

OcHoBanue: auyHoe 3aspieHue CmupHoBoiiM.A. ot 05.10.2012 ¢ BH30i1 HavanbHUKaA 1exa Ne 5
ITpoxoposaC.C.

Hupexrop noanucsy A.M.Ilerpos

C npukazom o3HakomiieHa nognucs M.A.CmupHoBa
07.10.2013

Ooépazey-smanon onavemeepmozo eapuanma
OAO «Xumipom»

ITPUKA3
05.03.2014Ne 550k
r. CastHCK

O noompenun

3a 100pOCOBECTHOE OTHOIIEHKE K padoTe U B peIBEpUH MTpa3JHUKa 8 MapTa

[TOOLIPUTD:

CmupHoBy Mapuny AJeKCaHAPOBHY CEeKpeTapsi HadaidbHUKa 1exa No 5 ennHOBpEeMEHHBIM
Bo3HarpaxaeHuem B cymme 10 000 (necsatsb Thicsd) pyOsiei.

Hupexrop nognucs A.M.Ilerpos
['n. 6yxrantep moanuck 3.1. Bacuna

Obpazey-Ismanon 0na namoz2o eapuanma
OAO «Xumnpom»

[MTPUKA3
10.04.2013Ne 1120k
r. CastHCK



O xomMaHIMpPOBaHUM COTPYIHUKA

Jyist ToBBINIEHUST KBaTU(UKAIIUN

KOMAH/IMPOBATD:

CmupHOBY Mapuny AunekcaHIpoBHY, cekpeTaps HadainpHuka nexa Ne 5 B Hpkyrckuit
MOJIMTEXHUYECKUM YHUBEPCUTET HAa KypChbl M3YUYEHUS HOBBIX KOMIIBIOTEPHBIX TEXHOJOTHH C
15.04.2013r. o 15.05.2013.

Ormiara Tpyzia 1 KOMaHAUPOBOYHBIX pacxoa0B corjacHo cT. 168 K30T.

HupexTop noanucs A.M.Ilerpos
['n. 6yxranrep noamnuck 3.1. Bacuna

C npukazom
o3HaKoMJieHa nojanuck M.A. CmMupHoOBa
10.04.2013

Obpazey-3manon 0na wiecmoz2o eapuanma

Hauvaneauky nexa Ne 5
[IpoxoposyC.C.

3ASBJIEHUE

[Tpomry yBoMUTH MeHs 10 coOCTBEHHOMY XkenaHuto ¢ 25.11.2016 B cBs3u ¢ nmepemeHol Mecra
KUTEIbCTBA.

Cexkperapp nognuce M.A. CMupHOBa
11.11.2016

Obpaszey-3manon 014 wecmozo 6apuanma
OAO «Xumnpom»
[TPUKA3
24.11.2016 Ne 1430k

r. CagHack

OO0 yBOJIbHEHUU

YBOJIUT:

CmupHOBY Mapuny AnlekcaHApOBHY ceKpeTapst HadainpHuKa 11exa Ne 5 ¢ 25.11.2016.
OcHoBanue: nuuHoe 3asBienrne CmupHoBoit MLA. ot 11.11.2016 ¢ Bu3oii HauanbHuKa 1exa Ne 5
ITpoxoposaC.C.

HupekTop noanucs A.M.Ilerpos



C nmpuxkazom o
3HaKomJIeHa noanuck M.A. CMupHOBa
25.11.2016

CamocTtosTenpHas padoTa CTYJEHTOB [0 COCTaBJICHHUIO U O()OPMIICHUIO KaIpPOBBIX JTOKYMEHTOB
OLICHUBAETCS:

3a MPaBUJIHHBINA KOMILIEKC UCIIOJIb3YEMBIX PEKBU3UTOB — 5 0aJIOB;

2 om0k — 4 6amna; 3-4 ommbku — 3 Oaia.

- AHanu3 pabOoTHI YJaIIUXCs MO JOCTHKCHUIO IMOCTABIICHHOU 1IETIH.

- OLeHKa MOJIOKHUTEIbHBIX ¥ OTPUIIATEIIBHBIX MOMECHTOB.

- OOBsIBICHHE OIICHOK U KOMMEHTApUHU K HUM.

- Y6opka pabodero mecra.
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BOl'lpOCLI K 3a49€Ty
110 JUCHUIIIIMHEC «Z[OKyMeHTaI[I/IOHHOG obecreueHue YupaBJieHus»

AJISl CTY/IEHTOB (paKyJbTeTa cpeaHero npogeccHOHAILHOr0 00pa3oBaHu,
crnennaabHocTu 09.02.05 «IIpukaagHas uHpopmaTuka (110 0TPACISIM)»

HcTopus pa3BuTHs IeionpousBocTBa B Poccun
Oco0eHHOCTH OpraHU3aIlii COBPEMEHHOTO JIeTIONPOU3B0IcTBAa B PO
['ocynapcTBeHHOE peryaupoBaHue AeI0npon3BoAcTBa B PO
PexkBHU3UTHI TOKYMEHTOB, MpaBuiia 0HOPMIICHUS
bnanku 1OKyMEHTOB, BU/IbI OJIAHKOB
Dopmysip-odpaser] opraHu3aInOHHO-PACTIOPSITUTEIHFHOTO TOKYMEHTA
IOpunuyeckas cuna J0KyMeHTa
Tunonorust JOKYMEHTOB
OO611me TpeGOBaHUS K COCTABICHUIO U OPOPMIICHHUIO TOKYMEHTOB

. TpeboBaHUs K COCTaBICHHUIO U OPOPMIIEHUIO OPTaHNU3ALMOHHBIX JTOKYMEHTOB

PacniopsauTensHble JOKYMEHTBI

Ponp wu 3HaueHne MHQPOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB B  YIIPaBIEHUYECKOU
JEATEIBHOCTH.

[TonsaTue, 3HaYeHNE U Ki1acCU(PUKALINA KaJpOBOH JOKyMEHTAIUH

[Topsinok moAroToBKH U 0(OPMIIEHHUS TOKYMEHTOB IO IIPHEMY Ha paloTy.

[Topsimok moAroToBKU U 0OpMIIEHUS TOKYMEHTOB IIPU NIepeBojie pabOTHHKA.

[Topsimok moAroToBKH U 0OPMIIEHHUS TOKYMEHTOB IIPU YBOJIbHEHHH PaOOTHHKA.
Odopmiienne TOKyMEHTOB IIPU B3bICKAHUSIX U MOOIIPEHUSX.
JInyHas kKapToUKa pabOTHHKA.

TpyaoBo# 10roBop: MOHATHE BUJIbI K TUIIOBAsI CTPYKTYpA.

TpynoBas KHMXKKa: OHATHS U TpeOOBaHUA K 0()OPMIICHHUIO.

KoMmiekroBaHue JUYHOrO Aeia.
Bugp!l neHexHbIX 1 (PUHAHCOBO-PACUYETHBIX JTOKYMEHTOB.

OcobeHHOCTH cocTaBIeHUS! U OPOPMIIEHHSI ICHEXKHBIX U (PMHAHCOBO-PACUETHBIX IOKYMEHTOB.
JloroBop: NOHATHE, BU/IBI, TUTIOBAs CTPYKTYpA.
JlokyMeHTbI, 0pOPMIISIOLIHE TOPSI0K PACCMOTPEHUS CIIOPOB MEXAY FOPUIMUECKUMHU JTUIIAMHU.
HckoBoe 3asBiieHHe: TpeOOBaHUs K 0(pOPMIIEHHIO U OCOOCHHOCTH OT3bIBA.
JIoKyMEeHTOO0OpOT: MOHATHE, OCHOBHBIE XapaKTepUCTUKH. OOBEM TOKYMEHTOO00pOTA.
JIOKYMEHTONOTOK: MOHATHE U BUIBIL.

TexHonorus paboTs! ¢ BXOAALIMMHU JOKYMEHTaMH.

TexHonorust paboThl C JOKYMEHTAMHU.



31. VcnionHeHre U KOHTPOJIb 32 UCTIOJIHEHUEM JOKYMEHTOB.

32. TloHsATHE HOMEHKIIATYPHI Jie/1. BUIbI HOMEHKIIATYPHI JICI.

33. ®opMupoBaHUE U XPAaHEHUE JIEN B JICTIOMPOU3BOJICTBE.

34. DkcnepTu3a IIEeHHOCTH JJOKYMEHTOB

35. IloaroroBka /e K caue B BEIOMCTBEHHBIN apXHB

36. Kommbrorepu3zaliys AeI0NpOU3BOICTBA HA IPEATIPHATHH

37. Bugbl oOpaieHust TpaKiIaH: TMPEIIOKCHUS, 3asABJICHUS, XKAIOObI, WX OIPEICICHUS U
TpeOOBaHHUS K COCTABJICHHIO.

38. JIoKkyMeHTBI JITYHOTO XapaKTepa.

39. YHudukanus v craHIapTH3anus B JeTIONPOU3BOICTBE.

40. Conepxanne u obmacte npumeHeHus I'OCT P 7.0.97-2016 «Cucrema cTaHAapTOB I10
uHpopManuu, OMOIMOTEYHOMY M HM3JATeIbCKOMy Aeny. OpraHu3almoHHO-paCIIOPSIUTEIbHAS
JnoKyMeHTarus. TpeboBaHus K 0hOPMIICHHUIO JOKYMEHTOBY.
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