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1. TACIHOPT ®OHJIA OIIEHOYHBIX CPEJACTB YYEFHOU! JUCHUILJIAHBI
«TOKYMEHTAIMOHHOE OBECHHIEYEHUE YIIPABJIEHUS»

1.1. O6uue moJI0KeHus

®onn  oueHounbix cpencts  (OOC) mnpenHasHayeH JUisi KOHTPOJISE W OLIGHKH
00pa30oBaTeNbHbIX JOCTHKEHUH 00Y4aroIIUXCsl, OCBOMBIIMX IPOrpaMMy y4eOHOM IHCIUIUIMHBI
JlokyMeHTalmoHHOE 00ecrieueHue yIpaBIeHHUSL.

OOC BIIOYAET MaTepUaNbl A MPOBEIACHHS TEKYIIEro KOHTPOJIA U MPOMEXYTOUHOMN
aTTectanuu B hopme A GepeHIINPOBAHHOTO 3a4ETa.

®OC pa3paboTaH Ha OCHOBAHUU:

-  @eznepaIbHOTO  TOCYJAapCTBEHHOTO  00pa30BaTENbHOIO  CTaHAApPTa  CPEIHETO
npodecCHoHAIbHOTO0 00pazoBaHus mo cneruaibHocTH 38.02.01 DxoHOMHUKA U OyXraaTepCcKui
yder (1o OTpacisiM), YTBEPXKIECHHOTO MpUKa3zoM MuHHUCTEpcTBa 00pa3oBaHusi U Hayku P®D ot
«05» despans 2018 1. Ne 69.

- TIPOTrpaMMBbl TIOATOTOBKU CIIEIHATUCTOB CpPEeIHEro 3BeHa 1o crnenuanbHoctn 38.02.01
DKOHOMUKA U OyXralTepcKuil yder (1o oTpacism);

- pabouell mporpaMMbl Y4eOHOW JUCHUILIMHBI «JlOKyMEHTAIlMOHHOE oOOecredeHue
yIIpaBICHUS.

Pe3ynbratroMm oOCBOEHMSI HpOrpaMMbl y4ye€OHOW JHMCLUIUIMHBI SBJISETCS OBJAJICHUE
oOyuaromumucs npodeccuonanbabiMu (I1K) 1 06mumu (OK) komnereHusmu:

OK 01. BeiOupats cmocoObl pemeHus 3anad4 MNpo(ecCHOHAIBHOW IesTeIbHOCTH
PUMEHUTEIBHO K Pa3IMUYHbIM KOHTEKCTaM;

OK 02. OcyuiecTBasTh NOUCK, aHAINW3 M UHTEPIPETALUI0 UH(OpMAIMH, HEOOXOAUMOM
JUIsl BBITTOJIHEHUS 3a]1a4 PO EeCCUOHATIBHOM 1€ TeIbHOCTH;

OK 03. [TnanupoBaTh M pean30BbIBATE COOCTBEHHOE MPOPECCHOHATBHOE U JINYHOCTHOE
pa3BUTHE;

OK 04. PaboTtath B KOJUIEKTMBE M KOMaHJE, 3(PQPEKTUBHO B3aUMOJCHUCTBOBATH C
KOJUJIETaMH, PYKOBOJICTBOM, KIIMEHTAMU;

OK 05. OcymiecTBisiTh YCTHYIO M NMHUCbMEHHYI0 KOMMYHHUKALMIO Ha TOCYJapCTBEHHOM
a3bike Poccuiickoit ®exepanuu ¢ y4eToM OCOOEHHOCTEH COLMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa;

OK 09. MHcnonb3oBaTb HMHPOPMAIMOHHBIE TEXHOJOTUU B MNPOPECCHOHANBHON
JeSITEIIbHOCTH;

OK 10. Tlonwp3oBaThCcsi MpoQeccHOHANbHON JOKyMEHTallUeld Ha TroCyAapCTBEHHOM H
WHOCTPaHHOM SI3bIKaX.

I1K 1.1. O6pabatbiBaTh NEpBUYHbIE OYXTAITEPCKUE JOKYMEHTHI.

1.2. Pe3yabTaThl 0CBOEHHS Y4e€OHOM JUCIUNJIMHBI, OAJeKalIue NPoBepKe
B pesynprare ocBoeHus y4yeOHOW IUCHMIUIMHBI J[OKyMEHTallMOHHOE oOecreyeHue
yIpaBJICHUST 00yJaromuics A0KeH o0sanate npeaycmorpeHHbiMu OI'OC no cnenuaabHOCTH
CI1038.02.01 Dxonomuka u OyxranTepckuid ydeT (Mo oTpacisM) 0a30BOM MOJITOTOBKH
CIEIYIOIIMMUA YMEHUSIMHU, 3HAaHUSMHU, a TaKXke JIWHAaMUYHO (opMupoBaTh O00IIKE U
npodeccuoHaIbHBIE KOMIETEHIIUH, TPOBEPKa KOTOPHIX OCYIIECTBIISAETCS KOMIUIEKCHO
Tabmuma 1

Konpr popmupyemsix
npodeccHoHaATBLHBIX U
00IMKX KOMIETSHIINH

PesynbTaTel 00yueHus (OCBOSHHbBIE
YMEHWUSI, YCBOCHHBIE 3HAHUS)

OCHOBHBIE NTOKA3aTENN OLIEHKHU PE3YJIbTATOB

Ymenus
MPOBEICHUS WHBEHTapHU3aI[uu OK 01-05 Co0umro1eHbI TpeboBaHuUs K
AKTHBOB u 0053aTeNbCTB; OK 09-10 JIOKYMEHTHPOBAHHUIO; HCCIIEIOBaHbl U
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IIOJIB30BaThCA HpO(i)eCCHOHaﬂI)HOI;II IIK 1.1 TIPUMCHCHBIL MCTOAbI n TMPUHIUIIBI

JNOKYMEHTaIHeH Ha JOKYMEHTHPOBAHHUS u HPOIIECCOB
TOCYIApCTBEHHOM H HHOCTPaHHOM JeJIONPOU3BOICTBA
A3BIKaX
XapaKTePUCTHKY 0OBEKTOB,
THOJUTEKAITHX WHBEHTapH3aLHH;
BBIIOJTHEHHH KOHTPOJIEHBIX
OpOLEIYP U HX JOKYMEHTHPOBAHUH
3uanus
OCYIIECTBIIATh YCTHYIO U
MACbMCHHYIO KOMMYHUKAIIUIO Ha
V3ydyena OCHOBHAs [JOKyMEHTaUus U
TOCYAAapCTBEHHOM SI3BIKE
S mpaBWia €€ COCTAaBICHHS C  Y4eTOM
Poccuiickoii @enepanuu ¢ yueTom
N OK 01-05 MIPOLIECCOB JIETIONPOU3BOJICTBA.
0COOEHHOCTEW COIMAILHOTO U
) OK 09-10 HccnenoBaHbl OCHOBHBIE TpeOOBaHHUS K
KYJIbTYPHOI'O KOHTEKCTA,
TIK 1.1 BEICHUIO JIEJI0IPOU3BOICTBEHHBIX

pazOHpaThCs B HOMEHKIIATYpE Je;
3aHOCHTb JIAaHHBIE 110
CTPYIIHAPOBaHHBIM JOKYMECHTaM B
PETHCTPEHI

TIPOLIECCOB u TEXHOJIOT Uil
JOKYMEHTHPOBAHHUSL.

1.3. Cucrema ouleHUBaHHUSA

Cucrema oneHMBaHUS BKJIIOYAE€T OCHOBHBIE TIOKA3aTENIM OLEHKHU Pe3yIbTaToB O0yueHus,
c(hOpMyIMpPOBaHHbIE KaK XapaKTEPUCTUKH JIE€ATEIbHOCTH OOYUYaIOIUXCS, U COOTBETCTBYIOT
3asiBJICHHBIM KOoMIeTeHUUsIM. OCHOBHBIE MTOKA3aTeNu OLIEHKH pe3yJIbTaTOB O0YUYEHHs B IMOJTHON
Mepe PpacKpbIBAIOT CHEUU(UKY COOTBETCTBYIOIIMX MPO(ECCHOHANBHBIX KOMIIETCHIMMI:
COOTBETCTBYIOT 3HAHUSM, YMEHUAM U NpakTudeckoMy onbiTy o @I'OC, oXxBaThIBalOT BECh LIUKJI
neiictBuil (paboT) oOyuyaemoro, MperycMaTpuBalOT BO3MOXHOCTh KOHTPOJISI M OIEHKUA B
nporiecce o0ydeHHs Ha 0Oaze 0O0pa30BaTENbHOW OpraHM3alMU M TPH  MPOXOXKICHUH
MIPOM3BOJICTBEHHON MPAKTHKHU Ha 0aze paboTomarers.

B mporpamme comepuTcsi TepedeHb THUIIOBBIX 3aJaHHi, OOCCTICUMBAIONMINNA TEKYIIHI
KOHTPOJIb W IPOMEKYTOUHYIO arTecranuio. OIEHKa pe3yslbTaToB OCBOEHMSI IPOTPAMMBI
MPOUCXOJUT C UCMOIb30BAHUEM TECTOBOM M AESITEIbHOCTHON TEXHOJIOTMH OLEHKH, HA E€IUHOMN
KpUTEepHaIbHON ocHOBe. IIpeabsBuTh oO0ydaromemMy pe3yibTaT 00ydeHHs MO3BOJSIOT YCTHAs U
MUCbMEHHasi METOAMKH, C HCIIOJIb30BAaHUEM TEKYIIEro, MPOMEXYTOUHOTO KOHTPOJIS, B BUJE
YCTHBIX OTBETOB, TECTOBBIX 33/IaHUM, MPAKTUUECKUX paboT U nudpepeHIIMpoOBaHHOTO 3a4eTa.

Kommexc popm 1 METOI0B KOHTPOJISI M OLIEHKH IIPEyCMaTPUBAET OLIEHKY Pe3yJIbTaToOB
oOydeHHsT TpHU BHINOJHEHUHM TMPAKTHUYECKUX 3aHATHUSX U CAMOCTOATEIbHOW paboThl, B
COOTBETCTBUU C TEMAaTUYECKUM IJIAHOM.

Texymuii KOHTPOJIb POBOAMUTCS NPENOJaBaTENEM B MIPOLIECCE MPOBEACHUS MPAKTHYECKUX
3aHITHIA, TECTHPOBAHUS, a TAK)KE BBIMOTHEHHUS OOYYAIOIIMMUCA WHIUBUAYAIbHBIX 33JaHUN H
MPAKTUYECKHX 3ajau.

IIpomerxyTouHas arTectanus ocymiecTBisercs B popme nuddepeHInpoBaHHOTO 3aueTa,
B OCHOBE KOTOPOI JIe)KaT BOMPOCHI, IPUMEPHbBIE 3aJa4H.



2.

THUIIOBBIE 3AJTAHUS JIJIS1 OHEHKA OCBOEHWS YYEFHOM TUCIUTIIAHBI
2.1. 3agaHus TEKyLIEero KOHTPOJIA

OunenouHoe CpeacTrBo: BOl'IpOCbI AJIA YCTHOI'O ommpoca

1. CoBpeMeHHOE COCTOSTHHE TOKYMEHTAIIMOHHOTO 00ECIIeYeHNs YIIPABICHUSL.
2. IIpaBuia cocTaBiIeHUS CITYKEOHBIX TTHCEM.

3. IlpeqnazHayeHNEe HHUIIMATUBHON U OTBETHOM KOPPECIIOHACHITHH.

4. TunoBsle U TpadapeTHbIE CyKeOHbIE MUChMA.

5. Knaccudukanus 7oroBopoB, MpaBmiia UX COCTABICHUS.

6. JIOKyMEHTBI 110 TPYZOBBIM OTHOLIEHHSM.

7. IlpaBuia cocTaBieHus JOr0BOPa KyIUIM-IIPOJAXKH.

8. IIpaBuia cocTaBiIeHHs JOTOBOPA HA BO3ME3AHOE OKA3aHUE YCIIYT.

9. IIpoToKOBI pa3HOTIACHN K IOTOBOPAM, MpaBUiia UX COCTABIICHHUS.

10. I1paBuna cocraBieHus U 0HOPMIICHHS BHEITHEIKOHOMUYECKON JIOKYMECHTAITUH.

11. Kitaccugukaiuss KOMMEPUYECKHUX IHCEM.

12. Knmaccudukaiius JOKyMEHTOB MPETEH3NOHHO-UCKOBOM TOKYMEHTAIIHH.

13. 'OCTsI Ha OpraHU3aIMOHHO-PACTIOPSAUTEIBHYIO JOKYMEHTAIIHIO;

14. 3nauenue (I'CJJOY) B 1OKyMEHTOO0OPOTE OpraHU3alni.

15. IlpuHIune! yHUGUKAIUY U CTaHAPTU3ALWH TOKYMEHTOB.

16. KoHnentyaapbHBIE OCHOBBI M POJIb IOKYMEHTOB, B JJOKYMEHTAIIHOHHOM OOECIIEYeHUH YITPaBICHUSI.

17. MarepuanbHble HOCHTENN HH()OPMAIIHH.

18. JIOKyMEHTBI IO JIUYHOMY COCTaBYy.

19. MeponpusTs 0 perucTpanuu J0KyMEHTOB.

20. YueT o0beMa TOKyMEHTO000pOTa.

21. ®opmupoBanue 1 0popMIICHHUE JIeTT B OpPTraHU3aI|H.

22. CocTaBiieHHE OIMMUCEH EIT.

23. Ilopsmok mepenayu JOKYMEHTOB Ha XpaHCHHE B apXUB.
Heckpunrop [xana Kpurepun oneHnBanus
KOMIICTCHIITUHN OLICHUBAaHUS

3HaHus OT1au4HO ITosIHO W apryMEHTHPOBAHO OTBEYACT IO COJCPIKAHUIO
BOMpOCca; OOHAPYXKHBACT MOHMMAHHWE MaTepHaia, H3JaracT
MaTepHal MoCIe0BATeIbHO U MPABUIILHO, MOKET 000CHOBATH
CBOM CYXJICHHSI, IPUBECTH HEOOXOAUMBIC IPUMEPHI HE TOJIBKO
10 Yy4eOHHKY, HO U CAMOCTOSITEIIbHO COCTABJICHHBIC; H3JIaracT
MaTepHall MOCIeJOBATENBHO U IPABUIIBHO.

Xopotio OOyuarommiicss JaeT OTBET, YAOBICTBOPSIOMIMNA TeM JKe
TpeOOBaHUAM, YTO M IS OLCHKH «S» Homomyckaer 1-2
HECYIIECTBCHHBIC OINMOKH, KOTOPBIE CaM € HCIPAaBJISIET,
3aTPYAHACTCS NPUBECTH CaMOCTOSTEIBHO COCTaBJICHHBIC
MIPUMEPEI; JIeaeT BBIBOJIBI, HO OHH TPEOYIOT TOMOHUTEIFHON
apryMCHTAIUH.

Y I0BIETBOPUTETHHO OOyuvaromuiicss 0oOHapyXXHBaeT 3HaHHE W IIOHHMaHHE
OCHOBHBIX IIOJIO)KEHHII NaHHOTO MarepHayla, HO: H3Jaraer
MaTepHall HEMOJIHO U JIONYCKAaeT HETOYHOCTH B OIPEAEICHUN
MOHATHH WK (HOPMYJIHPOBKE NMPABHJI; HE YMEET J0CTaTOYHO
rIyOOKO ¥ JOKa3aTelbHO OOOCHOBATH CBOM CYXKIEHHS U
NIPUBECTH CBOH NIPUMEPHI; u3JaraeT MatepHual
HEIoCJe0BaTeNbHO W JIeJaeT OWIMOKH, KOTOpPBIE MOXET
HCIIPABHUTh TOJILKO IIPH KOPPEKIHH MIPEIIoJaBaTeIeM.

Hey}IOBHeTBopI/ITeHBHO He COOTBETCTBYCT «yHAOBJICTBOPUTCIILHO»




OuenouHoe cpencto: TectupoBaHue

JIOKYMEHT, COCTaBJIEHHBIH HECKOJIBKUMH JHUIAMHU U MOATBEPKIAOIINA YCTaHOBIECHHBIE
(haKThI U COOBITHSA:

a) aKT;

0) cripaBKa;

B) CBOJIKA;

T') OT3BIB.

JIOKYyMEHT, KOTOPBIH (DPUKCUpPYET X0 OOCYKICHHS BOIPOCOB M MPUHATHS PEUICHUH Ha
COOpaHMsX, COBEIIAHUAX, KOH(QEepeHUMAX, Apyrux (opM pabOThl KOJJIETHAIBHBIX
OpraHoB:

a) aKT;

0) IPOTOKOIT;

B) MOBECTKA JHS;

I') pamnopr.

[IpaBoBOM akT, M34aBa€MbI OpPraHM3aLMEl B LEIAX periaMeHTaluyd OpraHU3alMOHHO-
IIPAaBOBOTO TIOJIOKEHUS] pPabOTHHKA, €ro o00s3aHHOCTEH, NpaB, OTBETCTBEHHOCTH U
00eCTIeUNBAOIINAN YCIOBUS IS €T0 3P PEeKTUBHOM pabOThI — 3TO:

a) IITaTHOE PacIKCaHue;

0) TOIDKHOCTHASI MHCTPYKIIHS;

B) TIOJIO’KEHHUE;

T') IOTOBOP.

[Tocne yBonbHEHUSsI paOOTHUKA TPYAOBask KHIKKA:

a) BeIIAaeTCs PaOOTHUKY Ha PYKH;

0) MOUICKHUT TIepeade B apXuB;

B) YHUUTOXAETCS 110 aKTY;

I') ocTaeTcs B KaJApOBOH CIIyk0e opraHu3aium.

Onpenenure mnoHAtue «CHUcTeMaTU3UPOBAHHBIM MEpeueHb HAWUMEHOBAaHUHN e,
3aBOIMMBIX B OpraHM3allMM, C YKa3aHUEM CPOKOB HUX XpaHeHHs, O(pOpPMIIEHHBIH B
YCTaHOBJIEHHOM MOPSIKE»:

a) MHCTPYKIHUS IO JEJIONPOU3BOCTBY;

0) HOMEHKJIaTypa Je;

B) CPOKOBAsi KapTOTEKa;

I') OIUCH JIE.

OnHoit 13 rnaBHBIX (PYHKIMH SKCIEPTHON KOMUCCHM OPTaHU3ALUH SIBIISETCS:

a) opraHu3alus eXXeroHoro 000poTa JOKYMEHTOB JUIsl XpaHEHUsI U K YHUUTOKEHUIO;

0) perucrpanus 10KyMEHTOB;

B) KOHTPOJIb UCTIOJTHEHUSI TOKYMEHTOB;

I') OpraHu3amus J0KyMeHTo000poTa.

[Tpukassl O IMYHOMY COCTaBY HyMEPYIOTCSI:

a) B Ipeziesiax KaJleHJapHoro To/a;

0) B mpenenax OykB andaBuTa;

B) B IIpeJieNIax CTPYKTYPHBIX MOJIpa3/IeiIeHUH;

I') HE HyMEpYIOTCH.

O0s13aTenbHBIN AIEMEHT, IPUCYIIUNA ONTPEICICHHOMY BUIY TOKYMEHTA!

a) OJaHK;

0) pEeKBU3HT;

B) popmyJsip;

r) hopmysip-oOpaser.



10.

11.

12.

JIOKyMEHTBI, HOCAIINE aIMUHUCTPATUBHBIN XapakTep U OOpalleHHbIE K HUKECTOSIINM
WY TIOJYMHEHHBIM OpraHU3alMAM, TPYIIaM WIA OTACIBbHBIM JOJDKHOCTHBIM JIUIIAM —
9TO:

a) CIPaBOYHBIC IOKYMEHTHI;

0) MPETeH3MOHHO-UCKOBAasI JOKYMEHTAIIHS;

B) OpraHU3aIlMOHHBIC JOKYMEHTHI;

T') pacropsiANTENbHbIEC JOKYMEHTHI.

Kakoii pexBusutr coctout u3 cioa COI'JTACOBAHO, pomxkHocTH nHIa, ¢ KOTOPBIM
COTJIACOBBIBAETCS JOKYMEHT, JHMYHOW TMOJMUCH, PACIHIM(PPOBKU TMOAMUCH U JaThI
corjacoBaHus?

a) pe30JIIOLIHS;

0) rpud yTBEp)KICHUS JOKYMEHTA;

B) Tpu( COrTacoBaHUs JOKYMEHTA;

') pErUCTPAIIMOHHBI HOMEP JJOKYMEHTA.

[TucebmeHHOE 0OpaleHre TPpaKIaH MOJICKUT 00s3aTEIILHON PETUCTPALIUU B TEUCHUE:

a) MePBBIX CYTOK;

0) 5 mHel;

B) HEJIEIH;

r) 3 gHei.

Bce Bumbl mpoTokoJIO0B 0GOPMISIOTCS Ha o0O0IeM OlaHKe, KOTOPBIM BKIIFOYACT
CJIEYIONME PEKBHU3UTHI: HAMMEHOBAHUE YUYPEKJACHHS, BHUJA JTOKYMEHTa, MECTO IS
COCTaBJICHHS [laThl, MHJAEKCA IOKYMEHTa, MECTO [UIisi 3arojioBka u Tekcra. Kakoi
PEKBU3UT MPOIYILIEH?

a) CIpaBOYHBIC JIAHHBIE 00 OpraHU3aIlNy;

0) rocynapcTBeHHbIi repo PO;

B) MECTO COCTaBJICHHUSI;

') OTMETKa O HAIMYUH MPUITOKECHHUSI.

13. XypHanbHas, KapTouyHasi ¥ aBTOMAaTH3UPOBaHHAsST ()OPMBI IPUMEHSIFOTCS IS

14.

a) perucTpanun J0KyMEHTOB;

0) SKCTIEPTU3BI ICHHOCTH JOKYMEHTOB;

B) 0(hOpMIIEHUS TOKYMEHTOB;

I') IEPBUYHON 00pabOTKH TOKYMEHTOB.

Kommieke B3aMMOCBSI3aHHBIX JOKYMEHTOB, PErJaMEHTUPYIOIIUX CTPYKTYpPY, 3a/lauH,
GYHKIMM — [pEeAnpHUsATHs, OpraHu3alMio ero paboThl, mpaBa, OO0S3aHHOCTH U
OTBETCTBEHHOCTh PYKOBOJICTBA NPEANPHUATHS — 3TO:

a) CIPaBOYHBIEC IOKYMEHTHI;

0) IpeTeH3MOHHO-UCKOBasl JOKYMEHTAIHS;

B) OpraHU3aIMOHHBIE JOKYMEHTHI,

I') pPacHOpPsAUTENbHBIE JOKYMEHTHI.

15. Kakoil peKBU3HUT COJIEPKUT YKa3aHHE OTHOCUTEIBHO PEIICHUS BOMPOCA, U3JI0KEHHOTO B

JTOKyMEHTe?

a) rpud yTBEPKICHHUS;
0) OTMETKa 0 KOHTPOJIE;
B) PE30JIIOLHS;

I') TEKCT JOKYMEHTAa.

16. IIpeTeH3MOHHOE TUCBMO — 3TO:

a) MUCbMO, coZleprKalliee MPEeATIOKEHUE 3aKI0YUTh I0T0BOD;

0) mnHCbMO, OTIpaBIsEMOE BHHOBHOW CTOpPOHE B ClIydae HEBBIIOJIHEHUS €10
3aKJIIOYEHHBIX paHee JOrOBOPOB U PA3HOI0 poJia 00s3aTEIbCTB;

B) MMCHMO, CTUMYJIUPYIOIIee HHTEpEeC MOTEHIUAIBHBIX MOTpeOUTENeH TOBAPOB U YCIYT K
MPOYKIIMH OpraHU3aluy;

I') IUCbMO, BBIPAXKAIOLIEE COTIIACHE 3aKIOYUTh JOTOBOP.
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17. doroBop — 3t0:

a) MUCHbMO, CTUMYJIMPYIOIIEe HHTEPEC MOTEHIIMATBLHBIX TOTpeOUTEese TOBApOB U YCIYT K
MPOAYKIIMH OPTaHU3AIUY;

0) TOKYMEHT, aJipeCOBaHHBIA PYKOBOAUTEIIO CBOCH WIIM BBIMIECTOSIIECH OpraHU3aluu U
COJZIep KALINI N3TI0KEHHE KaKOT0-TH00 BoIpoca Win (hakra;

B) COIJIAIIEHHE JBYX WM HECKOJbKUX JHIl 00 YCTAHOBJIEHWH, W3MEHEHUU WU
MIPEKPAIEHUH TPAKIAHCKUX MPaAB U 005S3aHHOCTEH;

r) WHGOPMAIMOHHO-CIPABOYHBIN JOKYMEHT, COCTABISIOMIMNCA TPYMION JUI JUIs
MOATBEPIKICHUST YCTAHOBJICHHBIX (DAKTOB, COOBITHIA;

18. ITocne moHOro UCIIOTHEHUS JAOKYMCHTA OCYIICCTBIIACTCA:

1. a) perucrpauus;

2. 0) ’KcIepTH3a IEHHOCTH;
3. B) 00paboTKa;

4. T) cHATHE C KOHTPOJIS.

19. Kakum BUJOM JOKYMCHTA SABJIACTCA JOJDKHOCTHAA MHCTPYKIUA:

a) OpraHU3alOHHbIM;
0) ClIpaBOYHBIM;

B) pactopsIIUTEIbHBIM;
') ”HPOPMALIMOHHBIM.

20. 3aerHHﬂeT JOJKHOCTHOM COCTaB pa6OTHI/IKOB opraHu3anuu ¢ YKa3aHUCM JOJIZKHOCTHBIX

21.

OKJIAJIOB:
a) IITaTHOE PacIKCaHuE;

0) JOHKHOCTHAsI HHCTPYKIIHS;

B) MpaBWJia BHYTPEHHETO TPYAOBOTO Paclops/IKa;

I') yCTaB.

JIOKyMEHT, M3/aBaeMblii  OpraHu3aiuel, MPEeUMYIIEeCTBEHHO TII0  BONpOcam
MH(POPMAIIMOHHO-METOIMYECKOTO XapaKkTepa, a TaKKe IO BOMPOCaM, CBS3aHHBIM C
OpraHu3anyel UCIOJIHEHUs IPUKA30B, MHCTPYKLUUN U JPYTUX aKTOB — 3TO:

a) yKa3aHuUe,
0) peleHue;
B) paclopsKEHUE;
I') HIOCTaHOBJICHUE.

22. Ilpu opopmieHnu Ha paboTy TPYIOBOW JOTOBOP SIBISIETCA JOKYMEHTOM:

a) HeoOs3aTeNbHBIM;

0) 10 yCMOTpEHUI0 pabOTOATENS;
B) 00s13aTEIbHBIM;

I') 10 YCMOTPEHUIO pabOTHHUKA.

23. B cocTaB I[OKYMCHT0060pOTa HC BXOJAT CIICAYIOIHNE JOKYMCHTOIIOTOKHU:

a) BHELIHUE;

0) BHYTpEHHHUE;
B) UCXOJISIINE;
T') BXOJSIIHE.

24. Tlo kakoMy TOKYMEHTY MEPEAA0TCs JIeJia B apXUB OPraHU3aLUU:

a) HOMEHKJIaTypa Jel;

0) onuch e,

B) IIEpEYEHb JIET;

T') ’KypHaJl pETUCTPALIUU JOKYMEHTOB.

25. ®yHKIMA JOKYMEHTA, COCTOSIIAs B (PUKCALMU B TOKYMEHTaX (PakTOB, COOBITHIA, SIBICHUI

a) KyJbTypHasi;

0) ympaBieHuecKas;
B) MH(GOpPMAIIMOHHAS,
T) coluaIbHasl.



26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

JIOKyMEHT, KOTOPBIN MUILIETCS € IeNbI0 NOTYYEeHUs KaKUX-TO O(UIHATIBHBIX CBEICHUI:
a) NMCbMO-3a11poc;

0) akT;

B) CIIpaBKa,

') OOBSICHUTEIbHAS 3aMKCKA.

KakuMm BuioM 1okyMeHTa siBisiercs: Pemenue:

a) OPraHU3allUOHHBIMU;

0) UH(POPMAITMOHHBIM;

B) paclopsIUTENIbHbIM;

T') CIIPaBOYHBIM.

Onpeznenute BU JOKyMEHTA:

IIpaBoBy0, TPYIOBYIO U CIIYKEOHYIO I€SATEIbHOCTh PAOOTHUKOB OTPAXKAKOT JOKYMEHTBI:
a) "H(POPMALMOHHO-CIIPABOYHEIE;

0) opraHu3aIMOHHO-PACIOPSIAUTEIbHBIC;

B) 110 JIMYHOMY COCTaBY;

I') CIPaBOYHO-aHAIUTUYECKUE.

[TpaBuna, cornacHO KOTOPBIM ITPOUCXOAUT JIBUKEHUE IOKYMEHTOB B YUPEXKJICHUH:
a) 9KCIEePTH3a IEHHOCTH JIOKYMEHTOB;

0) popmupoBanue aei;

B) OpraHu3anus JOKyMeHTO000pOTa;

I') yHU(UKALUSA TOKYMEHTOB.
VYkaxwure, B KAKOW U3 CTPOK BCE JIOKYMEHTBI OTHOCSATCSI K OPTaHU3AI[HOHHBIM:

a) NOJI0KEeHHEe 00 OpraHu3ally, IOCTAHOBJICHUE;

0) mTaTHOE paclrcaHue, MaMITKH;

B) JIOJKHOCTHBIE HHCTPYKIIMH, TOKJIaJJHAs 3aIIMCKa;

T') YIpEAUTENbHBII JOTOBOP, IPUKA3.

OTTHCK NTeYaTH MPOCTABIISAETCS TAKUM 00pa3oM, YTOOBI:

a) 3aXBaThIBAJ YACTh JMYHOW MOJIIHCH JIUIIA, TOMTUCABIIETO TOKYMEHT;

0) 3axBaThIBaJ YacTh HAMMEHOBAHUS JOJDKHOCTH JIMIIA, TTOANKUCABIIETO JOKYMEHT;
B) 3aXBaThIBAJI YaCTh JMYHOU TOAIHUCH M PACITU(PPOBKH TTOAINCH;

I') OH 3aXBaTbhIBaJl YaCTh JOJHKHOCTU U JIMYHOW MOJIHCH.

KoncraTupyromas yacTb akTa 3aBepliaeTcs:

a) MOJIKCHIO JIMII, y4aCTBOBABILIUX B COCTABJICHUH;

0) NpeAsoKEeHUSIMU IO YCTPAHEHHUIO HEJJOCTATKOB;

B) CBEJICHUSIMU O KOJIMYECTBE 3K3EMIUIIPOB U MECTE UX HAXOXKJICHUS;

I') OTMETKOW O HAJIMYMU ITPUIIOKEHUH.

VYkaxuTe JTOKyMEHT, KOTOPOMY COOTBETCTBYET OTIpe/IeICHHUE:

IIPaBOBOM aKT, ONpEIENSAIOMNA MHOPsSA0K 0O0pa3oBaHMs, KOMIETEHIHIO, CTPYKTYpY,
GbyHKINH, 3312491, IpaBa MPEANPHUATHS, PEryIUPYIONIHA JeSITeTbHOCTh OpraHU3aIfii.
a) ycTas;

0) yupenuTenbHbIN J0r0BOD;

B) MMaMSITKa;

T) cIy’)keOHOE TTUCHMO.

[IpaBoBoOi aKT, U3/1aBaeMblii PYKOBOJHUTEIEM MPEIIPUSATHS, U Pa3peIIeHUs] OCHOBHBIX U
OTIEPATUBHBIX 33/1a4 CTOAIINX Tepel NPEANPUITHEM — ITO:

a) CIpaBKa;

0) MoJI0KEeHue;

B) IIpUKa3;

I') IOCTAaHOBJICHHE.

Ha Oymare xakux ¢popMaToB MOXKHO COCTABIISAThH JJOKYMEHTHI?

a) A4 u A3;
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36.

37.

38.

39

40.

41

42

43.

44

0) Tonbko A4;
B)A4 u AS;
r) ASu A3.
Kakas u3 mepedncieHHBIX CHCTEM HE HCIONB3YETCS AJSl PEerucTpalii JTOKyMEHTOB Ha
HIpeANPUATHH?
a) UHIUBUIYyallbHAs,
0) cMelIaHHas;
B) IICHTpaIN30BaHHAS;
I') JCLEHTpaIN30BaHHasl.
Kakue cragum npoxoauT 3akiitoueHue 10ropopa’?
a) odepTa u MoAMMUCaHUE JOTOBOPA;
0) 0OCyXXJeHHEe U TIOIMMMCAHKE JIOTOBOPAa;
B) 00CYXJICHUE U aKIIeTIT;
) oepTa U aKIenT;
Onpenenure NoHITHE «/[BMKEHNE TOKYMEHTOB B OPTaHHU3AIlMM ¢ MOMEHTA UX CO3JaHUS
WJIH TTOJIY4EHHUS IO 3aBEPIICHUS UCTIOTHEHUS WIH OTIPABICHUS.
a) KOHTPOJIb UCTIOJIHECHUS,
0) JOKYMEHTO0OOPOT;
B) IOKYMEHTHPOBAHHUE;
T') JeJIOIPOU3BOICTBO.
. Jlaroii mpoTokona sBIsIeTCs:
a) JaTa MOANUCAHUS;
0) maTa yTBEp>KICHUS;
B) JIaTa MPOBEJCHMUS;
T) JaTa NPUHATHS PEIICHHUS.

ComepXUT TpaMMaTHYeCKH M JIEKCUYECKH COTJaCOBaHHYI uHpopMaiuioo 00
YIPaBIEHYCCKUX JEHCTBUSAX — ITO:
a) aHKeTa;
0) CBSI3HBIN TEKCT;
B) TaOJIHIIA;
r) Tpadaper.

. Tekct mpoTokoJa u3naraercs:
a) OT TIEPBOTO JIUIA MHOYKECTBEHHOTO YHCJIA;
0) OT TPETHETO JIMIIa MHO)KECTBEHHOTO JIUIIA;
B) OT TPETHETO JINIA €AUHCTBEHHOTO YHCIIA;
I') OT IIEPBOTO JIMIIAa €IMHCTBEHHOT'O YHCIA.
. Kakum Buiom noxymenta sisisirorcst [IpaBuiia BHyTpEHHETO TPYAIOBOTO PacIoOpsiaKa:
a) OpraHu3aIMOHHBIM;
0) CIIpaBOYHBIM;
B) pacropsIUTEeIbHBIM;
') UHQOPMALIOHHBIM.
PexBU3UTHI HaWMEHOBaHUE BHUAA JOKYMEHTa, Jara, ajapecar (KOMY HampaBisercs),
COCTAaBUTENb (OT KOTO HAmpaBiseTcs), TEKCT, IMOJIHMCH, PE3OJIONHS PYKOBOAWUTEIS
OpraHu3aIlH, OTMETKA 00 MCTIOJTHEHUH CO/IEPIKATCSL:
a) B 3asBJICHUH,
0) B XapaKTEepPHCTUKE;
B) B aHKETE;
r) B aBToOUOTpaduu.
. Onpenenenne «HoMeHKkmarypa nem»:
a) mpoliecc co3aHus U opopMIIeHHS JOKYMEHTA;
0) crcTeMaTH3MPOBAHHBINA NIEpeYeHb HAMMEHOBAHUH JIeN, 3aBOJIMMBIX B OpPTaHU3AINH, C
yKa3aHHEM CPOKOB UX XpaHEHHs, O(pOPMIICHHBIH B yCTAHOBJICHHOM IOPSIKE;
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B) CHCTeMa JOKYMEHTAIlMH, CO3JaHHas 10 EIUHBIM TMpaBWIaM H TPEOOBAHUSM,
coJieprkariasi ”HQpOpMaIiio, HEOOXOAUMYIO B ONpeieTIeHHOU cdepe NesTeIbHOCTH;
I') COBOKYIHOCTb JIOKYMEHTOB, B3aWMOCBSI3aHHBIX TI0 TpU3HAKaM MPOUCXOKICHUS,
Ha3HAa4YeHUs, BUIa, CPEPhI 1eATEIHHOCTH, €IUHBIX TPeOOBaHMI K UX 0()OPMIICHUIO.

45. BO3BG[[€HI/IQ B HOpMY, HAJINMYHNC 00s13aTEIbHBIX AJI1 MIPUMCHCHU S, OITUMAJIBHBIX IIPaBUJI U

46.

TpeOOBaHUH 1O pa3padoTKe U OPOPMIICHHUIO TOKYMEHTOB, MPUHATHIX B YCTAHOBJICHHOM
MOPSIIKE JUIS BCEOOIEro ¥ MHOTOKPAaTHOTO X IPUMEHEHUS B JIETIONPOU3BOJICTBE — 3TO:
a) CTaHJapTH3AIIHS,

0) MHIeKcaIus;

B) JOKyMEHTOOOOPOT;

r) yHU(UKAIHUS.

COBOKYITHOCTh TPUHIIMIIOB W TPAaBWI, YCTAHABIMBAKOIIUX €IUHbIC TPeOOBaHUS K
JOKYMEHTUPOBAHHUIO YIPABICHYECKOH JESITeTbHOCTH M OpraHuM3aluu  paboThl ¢
JOKYMEHTaMH B OpraHax TOCYJIapCTBEHHOTO YIPAaBJICHHS, Ha TMPEANPHUATUAX U
OOIIECTBEHHBIX OPTaHU3AIMIX — ITO:

a) HOMEHKJIaTypa Jiel;

6) 'CHOY;

B) yHU(DUKAIHS;

I') CTaHAapTU3aLU.

47. CnpaBka — 3TO:

a) UH(POPMAIMOHHO-CIPABOYHBIN JOKYMEHT, COCTABISIOMIMICS TPYIIONW JIMIl JUIst
MOATBEPK/ICHUSI YCTAHOBJICHHBIX (DaKTOB, COOBITUI;

0) IOKYMEHT, aJpeCOBAaHHBIN PYKOBOIUTEIO CBOEH WMJIM BBIIIECTOSIIECH OpraHU3alud U
COJIep>KaIINii U3JI0)KEeHHEe KaKoro-1u0o0 Bompoca win (akTa;

B) JOKYMEHT, MOJITBEPKAAOIINI Kakue-In00 (haKThl UIH COOBITHS;

T) JIOKYyMEHT, (PUKCHPYIOMIMA XOJa OOCYXIEHHUs BOIMPOCOB W TPHUHATUSA PEIICHUN Ha
COOpaHMsIX, 3aCETAHUSIX, COBEIIIAHMSIX.

48. Kakas (bopMa peructpan DOKYMCHTOB HC UCIIOJIB3YCTCA Ha HpeI[HpI/IHTI/I}IX?

49.

a) CrpaBoOYHasl;
0) KOMIIbIOTEpU3ALIUS;
B) )KypHAaJIbHAas;
I') KapTOTeYHasl.
Kakoli 3akoHOJATeNbHBIA JIOKYMEHT pEryJupyeT TpyAOBbleé OTHOLICHUS MEXIY
pabOTHHUKOM U paboToaTeNeM:
a) TUIOBas MHCTPYKLUUS MO JEJIONpou3BOJACTBY B DenepanbHbIX  OpraHax
UCTIOJHUTENIbHON BIaCTH;
0) HaJIOrOBBII KOJIEKC;
B) TPY/OBOIl KOJIEKC;
I) MepeyeHb THUIOBBIX YIPABIEHYECKUX JOKYMEHTOB, OOpPa3yIOIIMX B JIEATEILHOCTH
OpTaHU3aIii ¢ YKa3aHUSIMHU CPOKOB XpaHECHUSI.

50. Kakoe u3 onpeneneHuii COOTBETCTBYET UCTUHE?

51.

a) JIOKyYMEHT — (UKCHpOBaHHAs MH(POPMAIIHS,;

0) moxkymMeHT — wHOpMaIus, 3aKpelyieHHas Ha MaTepuaibHOM HOCHUTENE, MMEoIIas

IOPUANYECKYIO CHILY;

B) JOKYMEHT — CTaHJIapTHBIM JucT Oymarn A4, A3 ¢ BOCHPOM3BEICHHON Ha HEM

nHpopMaIuei;

') JOKYMEHT — (HOpMYyJIsip, XapaKTEPHbIH JJIs ONPeIeJICHHOTO BU/Ia IOKYMEHTAILIUH.
[IpaBoBoii aKT, ompeaensIOmUN TOPSAIOK 0Opa3oBaHMs, IpaBa, OO0S3aHHOCTH,

OpraHM3aIuio paboThl CTPYKTYPHOIO MOIpa3iesIeHUs — 3TO:

a) IITaTHOE PacIHCaHue;

0) JOHKHOCTHASI HHCTPYKIIHS;
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52.

53.

54.

55.

56.

57.

58

59.

60

B) MOJIOKEHUE;

T') yCTaB.
HcknrounTe JI0)KHOE CYKAEHUE:

a) MPOTOKOJ — TIOKYMEHT, COJIepKalliil 3aluch X0a 00CY>KIEHHUS BOIPOCOB U MPUHSATHUS
peleHui Ha coOpaHusX, KOH(EPEHIUAX U T.11.;

0) MOKyMeHT — HWH(OpMAaIus, 3aKpeIuieHHas Ha MaTepUAIbHOM HOCHUTENE, MMEIOIIast
IOPUANYECKYIO CHILY;

B) IOpUMYECKAs CUJla JOKYMEHTa — HAJIM4YKE Tprda CorIacoBaHuE;

I') TEKCT JOKYMEHTa JOJIKEH ObITh KPaTKUM U TOYHBIM.

OTHOCHTCS K paclopsiIUTENbHBIM JOKYMEHTAM:

a) HHCTPYKIIHS;

0) mamsTKa;

B) JIOJDKHOCTHASI UHCTPYKIIMS,

I') IOCTaHOBJICHUE.

K crpaBouHO-nH(OPMALIMOHHBIM JOKYMEHTaM OTHOCAT (YKa)KUTE JIUIITHEE):

a) MOCTaHOBJICHHUE;

0) JOoKIIagHAas 3aIUCKa;

B) 3asIBJICHUE;

T') 3JIEKTPOHHOE COOOIICHHE.

CucremMa 10KyMEHTALMK B TOM WJIM THOM 00BbEME MPUCYIAsi BCEM OPTaHU3aLMsIM:

a) pyHKIMOHANbHAS;

0) oTpacineBas;

B) BHEIIHETOPIroBasi;

') aBTOMAaTU3UPOBAHHBIX CHCTEM.

PexBusut, coctosmmii U3 HaANUCH, CAETAHHOW JTOJHXKHOCTHBIM JIMIOM, M COAEpPKAILMI
MIPUHSATOE UM pPEIICHHE:

a) OTMETKa 0 KOHTPOJIE;

0) pe3omtonus;

B) BUJbI COTJIACOBAHUS JIOKYMEHTA;

') OTMETKa 00 UCIIOJIHEHUH JIOKYMEHTA.

VYKaxuTe npaBUIIbHOE ONPEEICHUE TEPMUHA «IEIOMPOU3BOIACTBON:

a) JBM)KEHUE JOKYMEHTOB B OpPraHM3allMd C MOMEHTA HX MOJIy4YEHUS WM CO3JaHUS J10
3aBEepUICHMS UCTIOIIHEHUS WM OTIPaBKH;

0) eATenbHOCTh, OXBATHIBAIOIIASl COCTABIICHUE JOKYMEHTOB M OpPraHU3aluio0 paboThl €
HUMU;

B) IpoIECC MPOU3BOJICTBA, Niepeaun U nepepaboTKu JOKYMEHTHPOBAHHON NH(OpMALINN;
r) nH(popMalys, 3aKpeIIeHHas Ha MaTepUualbHOM HOCUTENE.
. [loctynatoniyie B opraHu3aino JOKyMEHThI pErUCTPUPYIOTCS:

a) MOCJe UX UCTIOTHEHUS;

0) B JIeHb MOCTYIUICHNUS,
B) TIOCJI€ MPOBEIECHUS HKCIIEPTU3BI LIEHHOCTH;
T) IIpH Nepeaaye UCTIOTHUTEIIO.

OyHKIMA AOKYMEHTa, oOecleurBaroas BO3JCHCTBHE Ha KOJUICKTHUBBI JIFOACH IS
OpraHH3aIfK U KOOPJMHAIIMU UX JIeATEIHHOCTH:

a) colMasabHasli;

0) nHpOpMaIMOHHA;
B) KOMMYHUKaTHBHAS,
I') KyJIbTYPHO-UCTOPHYECKASL.
. B 10KyMeHTbI 10 TMYHOMY COCTaBY HE BXOJIUT:

a) TMYHbIE KApTOUKH;
0) mTaTHOE pacIUCaHHE;
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61

62

63

64

65

66.

67

68

69

70.

B) 3asIBJICHUE;
I') IOCTAaHOBJICHHE.

. BI/I,Z[OM BHEITHEAIKOHOMHYECKOM JACATCIIBHOCTH HE ABJISACTCA:

a) BAJIFOTHBIC U (PMTHAHCOBO-OOMEHHBIC OTIEpaInu;

0) 3aKiroueHue 10roBopoB mo BOJL;

B) MEXYHAPOHOE pa3/elieHUE TPYa;

T') MEKIYHApOJIHOEC HHBECTUIIMOHHOE COTPYAHUYECTBO.

. PacniopsianTenbHas 9acTh MpHKa3a 3aBepIIacTcs:

a) CBEJICHUSIMU O KOJIMUYECTBE 3K3EMIUISIPOB U MECTE UX HAX0XKJICHUS;
0) NpeAoKEHUSIMU IO YCTPAHEHHUIO HEJJOCTATKOB;

B) IOJNIUCHIO PYKOBOJUTENS;

I') OTMETKOW O HAJIMYMU MPHIIOKEHUH.

. CpOKI/I XpaHCHUA JOKYMCHTOB OIIPCACIIACT:

a) TOCT P 51141-98 «/lenonpon3BoACTBO U apXUBHOE J1€10. TEPMHUHBI U OTIPEICTICHUSY;
0) «OcHOBHBIE TTpaBUiIa pabOTHI BEJOMCTBEHHBIX aPXUBOBY;

B) «llepedeHb TUIOBBIX YIPABICHYECKUX JTOKYMEHTOB, 00Pa3yIOIIUXCS B AEITEIbHOCTU
OpraHu3alyii ¢ yka3aHueM CPOKOB XpaHEHUS,;

r) 'ocynapcTBeHHas cuctema JOKyMEHTAllMOHHOIO 00€CIIEYeHUsI YIIPaBICHUS.

. Kakue u3 MNEPCUUCIICHHBIX JOKYMCHTOB HC ITOAJICIKAT PETUCTPALIMN B OpTaHHU3alNAX !

a) peKJIaMHbIC [THChMa;

0) ciry)keOHbIe TUChMa;

B) pacropsIUTeIbHbIC JOKYMECHTBI,
I') OpraHU3alHOHHBIC JOKYMCHTHI.

. IlloammuBka gen u HyMEpanusd JIMCTOB — COCTaABHAA 4aCTh:

a) oopMIICHHSI JIena;

0) PKCIIepTU3bl IEHHOCTHU IOKYMEHTOB;

B) PETUCTpAIUU TOKYMEHTOB;

r) hopMupoBaHUs Jena.

[Tpon3BomuTCST B HEISIX COKPANICHHS KOJIUYECTBA B YIPABICHUYECKOW EATEIHHOCTH
JOKYMEHTOB, TUMU3alMA WX (OpM, YCTaHOBIEHHS €IWHOOOPa3HBIX TpeOOBaHUN K
0o(pOpMIIEHHUIO:

a) yHUpUKaus;

0) TOKYMEHTUPOBAHUE;

B) UACHTU(DUKAIIHS;

T) y4er.

. Kakum BUJOM JOKYMCHTA SBJISICTCA CJ'Iy>I(e6HOC IIUCBbMO:

a) OpraHu3aIMOHHBIM;

0) UH(POPMALIMOHHBIM;

B) pacropsIUTENIbHbIM;
I') CIPaBOYHBIM.

. UckimrounTe J10KHOE CYXKACHUC:

a) yHu(ukanus — npuBeeHUE Yer0-HUOYIh K pa3HOOOpa3HOU CUCTEME;

0) PEeKBU3HT — 00S3aTENbHBIN dNIEMEHT 0(OPMIICHHSI IOKYMEHTA;

B) aKT — JOKYMEHT, COCTaBJICHHBIN JIJIsl IOATBEPKACHHS YCTAHOBICHHBIX (DAKTOB;
r) oMOJIeMa OpraHU3aIii — CAMBOJIMYECKOE rpaduueckoe n300pakeHue.

. YKaxxuTe, B KaKoi U3 CTPOK BCE JOKYMEHThI OTHOCATCSA K CIIPAaBOYHO-UH(POPMALIMOHHBIM:

a) ciy)eOHOe MIChMO, PELICHHE;

0) moKIagHAas 3aMKuCKa, perIaMeHT padoTHI;

B) IPOTOKOJI, T€JIErpamMmma;

T') yUpeAUTEIbHBINA JOTOBOP, IPHUKA3.

TumnoBoit akT, ONpeNeNsIUuli CTPYKTYPY, YHCIEHHOCTh H JIOJDKHOCTHOHW COCTaB
pabOTHUKOB OpTaHU3AIMH C YKa3aHUEM JTOJDKHOCTHBIX OKJIAJIOB — 3TO:

a) TOJKHOCTHASI MHCTPYKITHS;
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0) IWTaTHOE paclucaHue;
B) TIOJIOXKEHUE;
I') yCTaB.
71. B nM4HOM 3asiBJICHUU yKa3bIBaeTCs (yOepuTe JUIIHEE):
a) MECTO COCTaBJICHUS JIOKYMEHTA;
0) HauMEHOBaHHE BUJIA IOKYMEHTA;
B) pacmm$poBKa MOIHCH;
T) ajpecar.
72. Onpenenute BUJA TEKCTA!
ComepKHUT XapaKTEpPUCTUKY KaKOr0-TO OJHOrO OOBEKTa MO CTPOro OIpeAeTIeHHBIM
npu3HakaM. [Ipu 3TOM HaMMEHOBaHWE MPHU3HAKOB 3TO MOCTOSIHHAs MH(OpMAIus, a UX
XapaKTePUCTUKHU — NIEPEeMEHHas:
a) aHKeTa;
0) CBSI3HBIN TEKCT;
B) TaOauIa;
r) Tpadaper.
73. He siBnsieTcst peKBU3UTOM:
a) OTMETKa O KOHTPOJIE;
0) KOJ OpraHu3aIlny;
B) 3a1poc;
I') PE30JIIOLIUSL.
74. Kakas ¢hopma peructpauuu JOKYMEHTOB HE UCHIONB3YETCS Ha MPEIIPHUITHIIX ?
a) CrpaBoOYHasl;
0) KOMITBIOTEPU3ALIHS;
B) )KypHaJIbHAs;
') KapTOTEYHasl.

OueHuBaeMblii KonnuecTBo 6annoB, 06ecrieunBaroInX MOJyYeHUE OLIEHOK
1oKa3aTelb
KomnuectBo OTan4HO Xoponio VY nosnersopurenbHo | HeynoBineTBopuUTEIbHO
TECTOBBIX 3a/1aHUIl
10 10-9 7-8 6 Ot 0 1o 5

OuneHo4Hoe CpeacTrBo: Pemenue 3agau

Pazgea 1. [lokymMeHTHPOBaHME YIIPABJIEHYECKOH 1eATEJIbHOCTH
Tema 1.2. UcTopusi pa3BUTHS CHCTEMbI FOCYIAPCTBEHHOI0 JOKYMEHTHPOBAHUS
1. Curyauus:

[To Bune Oyxranrepuu cotpynnukam 3A0 «Cenena» B TeKyIleM MecsIe Obula 3aepxKaHa
BbIIJIaTa 3apaboOTHOM muiatThl. I MaBHbIM Oyxrantep uHpopmupyet aupexkropa 3AO o ToM, 4TO
3aJepKKa HAJMYHOCTU ObUIa CBs3aHa C omo3aaHueM Ha cdeT 3AO JEHEeXHBIX CpPEeACTB OT
IPEANPUATHI-IIAPTHEPOB.

3amanme: B pomu Oyxrantepa cocTaBbTe CayKeOHYIO 3amucKy. Bup ciykeOHOUM 3amucku
BBIOEPUTE, UCXOS U3 TPEUIOKEHHON CUTYaIH, CAMOCTOSITENIBHO.

2. Cutyanus:

01.01.04 nomxuo cocrosatbest coopanue 3A0 «Cenenay. OAO «Mepkypuid» HalpaBsieT
CBOETO IPEACTABUTEIIS JAJIS YHaCTUS B COOpaHUU.
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3ananue: CocTaBpTe TelerpamMmy 0 npuOBITUH MIpeICTaBUTEIS bupmbl
«MepKypHii», BKIIOYUB NPOCb0y O OpOHMPOBAHMHM B OAHON M3 TOCTHHUI] ropAa l-MecTHOTro
HOMeEpa «JII0KC» Ha uMs npeacraButens Ha nepuog ¢ 09.01.04 o 11.01.04

3. Curyanus:

Hupexrop 3A0 «CerneHay NpuUHsUT pellieHre O pueMe Ha paboTy OMBITHOIO MEHEIKepa ¢
COJIUIHBIM CTa)KeM padOThl MO CHENHAIBFHOCTU Ha I0JDKHOCTh «MEHEIDKEpPa MO peKIame».

3ananue: B posu CIIelannucTa KaJpOBOM ciyxOsb1.IToaroroBsre MPOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

4. Curyauus:

[IpousBoacTBEHHAs HEOOXOIUMOCTh TpeOyeT npomonkeHue padorel 3A0 «Cenena» B
BBIXOJHBIE JIHU C YYE€TOM [JEHEKHON IepepadOTKU WM IPEJOCTaBICHUS APYruX THEN
OTJIbIXA.

3amanue: B pomu cekperaps — pedepenta aupektopa 3AO MOATOTOBBTE TMPOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

5. Curyanus:

B 3A0 «Cenena» cocrosioch 3acefanuie mpapieHus. [loBectka AHs Oblia MOCBSIIEHA
paclIMpeHHIo OTAeNla MapKeTHHra GUpMbl. B cBs3u ¢ 3TUM BO3HMKIIA

HEOOXOJUMOCTh BHECTH H3MEHEHHs B IITATHOE pACIUCAHUE COTPYAHUKOB (UPMBL, a
TaK)K€ pa3o0paTh HOBBIE JOJKHOCTHBIE HWHCTPYKIIMM Ha BBEJIEHUE B OTAEN MapKeTHHra
JOJKHOCTU MEHEJKEpa M0 PeKIaMe U PEKJIIaMHOI'0 areHTa.

3ananue: B ponu cekperapst 3acelaHusl COCTaBbTE IPOEKT IIPOTOKOJIA.

Pasnen 2. Cucrembl JOKyMEHTALIMH
Tema 2.1.Cucrema opraHu3alMOHHO-PACTIOPSAANTEIBLHOM JOKYMEHTALIUH
1. Curyanus:

B 3A0 «Cenena» mnpoBefeHa MpOBEpKa padOTHl OTAENa MapKETHHTa IO OKa3aHHUIo
IUTATHBIX yCryr. KoMmuccHst B cocTaBe 3aMECTUTEINS TUPEKTOpa, M. OyxXrajiTepa W HadalbHUKa
OTJIela MapKETHHTAa B XOJI¢ MPOBEPKH OOHAPYXKWJIA HApYIICHUs B OQPOPMIICHUU JAHHOU
JOKYMEHTAIlUu OyayT TPEICTABICHBI

CaHKIIUH.

3ananue: [loaroToBsTe MPOEKT COOTBETCTBYIOIIErO JAHHOW CUTyallMu OKyMEHTa. Bun
JIOKYMEHTa OTMPEAECTUTE CAMOCTOATEIHHO.

2. Curyanus:

Ha ocHOBaHWM WCCIEOBAaHUS OTIEIOM MAapKETHHTa KOHBIOHKTYPHI PpBIHKA COBITa
mponykuun 3A0 «CeneHa» TpeACTaBIWIIa BO3MOXKHOCTh  3aKJIIOUUTh  PSAJI BBITOJIHBIX
KOHTPAKTOB.

HawampHuk  oTAena  MapKeTHHTa  PeIidi  TOOMIPUTh  BEAYINUX  COTPYAHHKOB
MPEeMHUATBHBIMU BBITUIATAMU K ONMKaiIei 3apare.

3amanue: B ponm  HayanbHMKAa ~— OTAeNa  MapKeTHHTa  MOATOTOBBTE  MPOEKT
COOTBETCTBYIOIIETO  JaHHOM  CHUTyallul JOKyYMEHTa. Bua  JOKyMeHTa  OINpeaenuTe
CaMOCTOSITEIILHO.

Tema 2.4.IIpeTeH3MOHHO-UCKOBAsl TOKYMEHTALMS
1. Curyanus:

Hupexkrop 3A0 «CeneHa» NpUHAT PELIEHUE O NMPUEME HOBOI'O COTPYAHHMKA B OTIEIN
MapKeTHMHIa Ha JIOJDKHOCTh «peKiaMHoro are"ra». Mexny 3AO0 wu cnenuanucrom
3aKJIFOYEH TPYIOBOW IOTOBOP.
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3amanue: B ponmum  coTpyAaHMKa — KaApoBOW  CIOYKObl  HOJATOTOBBTE  MPOEKT
JIOKYMEHTa COOTBETCTBYIOILIEIO CUTYaLIUU.

2. Curyanus:

3A0 «Cenena» momydaer ot OAO «Mepkypuil» peKIaMHYIO  OpOIIOpY,
NPECTaBISIONIYI0  000TpeBaTeNIbHbIE MPHOOPBI, KOTOPBIE MOTJIM OBl HAWTH MPHUMEHEHHE
B TEIUIMYHOM XO3SIICTBeE.

Ha coBemanuu 10 UCHOJIB30BAHUIO OTUX MPUOOPOB  BBIICHHIOCH, YTO IS
INPUHATHS OKOHYATEIBHOIO PEIIeHHs HEeoOXOoIUMBbI OoJiee MOJIHbIE JaHHBIE [0 BCEM TOBapam
JTAHHOMW TPYIIIbI, TAK)KE MPEUCKYPAHT LIEH C YKa3aHHEM YCIOBUM MOCTaBKH.

3ananue: CocTaBbTe MPOEKT CiaykeOHOro mucbma B cekperapuatr OAO «Mepkypuit» c
3ampocoM Oosee moapoOHOHN nHpOpMAIHK O TaHHOM TOBape.

3. Curyanus:

Cormacuao norosopa Ne33 ot 05.11.03 Ha mocTtaBKy 0OOrpeBaTeNnbHBIX MPUOOPOB PUpMa «
Mepkypuii» o0sa3ana Obuia nmoctaButh pupme «Cenenay» B 1 kBaptane 2004r ToBap Ha 0O0IIyIO
cymmy 500 miH. pyo.

®axtuyecku B 1 kBaprane 2004r. pupme «CeneHay» ObLIO MOCTABICHO TOBAapa Ha CyMMY
300 miH. pyo.

Ha ocnoBanuu n.9.1. goroBopa moctaBku 3a IPOCPOYKY MOcTaBkH ToBapa IlocTaBiiuk B
30—nmHeBHBIN cpoK 00s3aH BHITLUIATUTE MTpad B pazmepe 20% OT CTOMMOCTH HE TIOCTABICHHOTO

TOBapa.
3aganue: [loaroToBbTe NPOEKT MPETEH3MOHHOTO NMUChMa B ajipec [locraBmmk
Heckpunrop [kana Kpurepun ouenupanus
KOMIIETEHLIUU OILICHUBaHUs
YMeHue OtimaaO Obyuaromuiics CaMOCTOSITEIIBHO, MPaBUIBHO u

MOCJIeI0BAaTEIEHO permn 3azady, JIOTHYHO,
MOCJCI0BAaTeIFHO M apryMEHTHPOBAaHO H3JIarajl CBOE
pelieHre, HUCHONB3ysl MOHATHA NpodecCHOHaTBHOM
coeprl. [IpaBuiabHO CcHOpPMYTUpOBaT OTBETHl Ha BCE
[TOCTaBJICHHBIE B 33/1a4€ BOIPOCHI.

Xoporo OOydJaromuiicss CcaMOCTOATENIBHO M B OCHOBHOM
MPaBWIBHO PEIINI 33/ady, JIOTHYHO M HOCIIEAOBATEIbHO
u3jgaral  CBOE  PELIeHWE,  HCHOJb3YsSd  MOHATHA

npodeccuonansHod  cdepp, HO  momycTtmn  1-2
HECYIIECTBEHHbIE OLIMOKM, KOTOpbIE HE MOBIMIN Ha

MPaBUWIBHOCTh  OTBETA. OTBeTsl JmaHBl Ha BCe
IIOCTaBJICHHBIE B 3aJjay€ BONPOCH], HO HEIOCTATOYHO
apryMEHTUPOBaHHBIC.

Y 10BIETBOPUTENHEHO 3amaya penieHa 00y4YaromIMMCs ¢ OITHOKaMH, KOTOPhIC HE
[O3BOJIAIOT MPAaBUIBHO PACKPBITH COACPIKAHUE 3aadyH,
00yJaroIuiics c1iabo apryMEeHTHPOBAJ CBOE PEIICHIE.

Hey)lOBJ'IeTBOI)I/ITeJ'ILHO He COOTBCTCTBYCT «yYAOBJICTBOPUTCIBHO»
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2.2. 3aiaHns NPOMEKYTOYHOT0 KOHTPOJISI
INEPEYEHbB BOITPOCOB JIAA JU®PEPEHIIUPOBAHHOI'O 3AYETA

Omnpenenenre TOKyMEHTAMOHHOTO obOecrieuenus ympasienus (JOVY). OOwbexkT u
npeamet JJOY. OcnoBubie 3agaun JJOY.

JokymenT. @yHKkuu 1oKyMeHToB. Knaccuukarus 10KyMeHTOB.

HcTopust pa3BUTHS CUCTEMBI TOCYAAPCTBEHHOTO TOKYMEHTHPOBAHUS.

XapakTepucTuKa JIeJONpPOU3BOICTBA B yupexkaeHusx Pycckoro rocygapcrBa XV-XVII
BB.

OcHoBHble uepThl Aenonpou3BoacTBa XVIII B. B IeHTpalbHBIX U MECTHBIX YUPEKACHUSIX
Poccun.

XapakTepuCTHKa JIEJIONPOU3BOACTBA BBICIINX M LEHTPAJIbHBIX TIOCYAAPCTBEHHBIX
yupexaenuii Poccuun B mepBoit momosune XI1X B.

OnpIT panuoHaIM3alMu JEJONPOU3BOACTBA B OTHAEIbHBIX BEJOMCTBAX BO BTOPOH
nosioBuHe XIX - nHauane XX B.

Oco0eHHOCTH yIIpaBJICHHSI U JEIONPOU3BOCTBAa B XX BEKe.

[IpoGneMbl  cOBepIICHCTBOBAaHMs  JejompousBojgctBa B 1950-1980 rr. MUx
3aKOHOJATEIbHAsl U HOPMaTUBHAs periaMeHTalusl.

Cranosiieane HOVT u ee BnusHue Ha nenonpou3Boactso B 1920-1930-¢ rr.

PaGora  opranoB = pabo4e-KpeCThSIHCKOM  HMHCHEKIMM 1O  paldOHAIM3aIUU
JIeNIONPOU3BOACTBA. MHCTUTYT TEXHHKH YIPaBICHHS, €0 Hay4dHO-METOJIUYecKas H
MpaKTU4ecKast 1eATeIbHOCTb.

Oco0eHHOCTH JOKYMEHTO000pOTa COBPEMEHHBIX YupekJeHUH. OCHOBHBIEC HaNpaBJICHUS
COBEPIICHCTBOBAHMS JOKYMEHTOO00POTA.

HopmartuHo-mpaBoBas 6a3za JIOY.

Yuaudukanus u crangaptuzanus cucrems JJ0Y.

OO61re HOpMBI U TpaBUIIa OPOPMIICHHSI TOKYMEHTOB (OCOOCHHOCTH S13bIKA JOKYMEHTOB,
pa3Mepsl Oymaru, mosiei, criocoObl HalMCaHUs AAThl U T.J.).

[TonsTie u KIaccHUUKaAUs OPraHU3alMOHHO-PACIIOPSIUTENBHON JOKYMEHTAIUH.
CocTaB 1 cxeMbl PacIONOKEHHS] PEKBU3UTOB.

bnanku JOKYMEHTOB U UX BUJBIL.

Odopmienne opraHu3allMOHHO-TIPABOBBIX TOKYMEHTOB (YCTaB OpPTraHU3allMM, HITATHOE
pacnucanue, J0KHOCTHASI MHCTPYKIINSA).

Odopmnenne pacnopsaUTENbHBIX JOKYMEHTOB (IIPHKa3, paclopsbKeHUe, yKa3aHHe,
IIOCTAaHOBJICHUE, PELLIEHUE).

[TonsiTue «cnyxedHOE MUCHEMOY». Buabl mucem.

SI3BIK U CTHITB CITYyXKEeOHOTO MUChMA.

OdopmiieHre NTOKYMEHTOB, TEpEAaBaeMbIX IO KaHAJaM JJIEKTPOCBS3HM (TeJIerpaMmma,
tenedoHorpamma, paxc).

Odopmierne mpoToKoIIa, akTa.

OdopmiieHne JOKIaHOM, CITy>K€OHOM U 0OBSICHUTEEHON 3aITUCKH.

CucreMa I0roBOpHO-IPABOBOM JOKYMEHTAIIMU. BUabl 10roBOpoOB.
Buemneskonomuueckas aestenbHocTs (BO/). Buast BOJ]

JIOKyMEHTBl 10 BHEIIHE3KOHOMHYECKOW JEsTeNIbHOCTH (KOMMEpUecKoe MHChbMO,
BHEIIHETOPTOBbII KOHTPAKT).

[IpereH3noHHO-UCKOBas TOKyMeHTalus. [IpeTeH3noHHOe MUCHMO.
[Iperen3noHHo-uCcKOBast nokymeHTauus. JckoBoe 3asgBieHne. OT3bIB Ha HCKOBOE
3asiBJICHUE.

JlokymeHT0060poT. OnpeneneHue, XapakTepUCTHKA OCHOBHBIX JIOKYMEHTOIOTOKOB.
[IpaBuiia opranu3zany JT0KyMEHTOO00pOTa YUPEKIECHUS.

3aza4yu perucTpanuu J0KyMEHTOB, ee opranu3anusa. @opMsl perucrpanuy 10KyMEHTOB.
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32. Opranuzaius crpaBoYHO-UH(POPMAIMOHHON pabOThI YUpPEKICHHUS.

33. XapakTepucTHKa TEXHOJIOTHH pabOThI ¢ OOpaIICHUSIMHU TPaK/IaH.

34. HomeHknaTypa e, ee 3HaueHUe U NPUMEHEHUE B JICIIONPOU3BOJICTBE.

35. DkcrepTH3a IEHHOCTH JOKYMEHTOB B JICJIONPOW3BOJACTBE. 3aJaud H  TOPSJIOK
MIPOBE/ICHUSI.

36. Omucanue Jel MOCTOSTHHOTO M BPEMEHHOTO XpaHeHusl. Buibl onuceil, co3qaBaeMbIx Mpu
nepezaye J1en B apXuB

37. 3anmaum perucrpamnuu JOKyMEHTOB, e¢ opranu3anus. DopMbl perucTpainuu J0KyMEHTOB.

38. B3anMoCBs3b IPOIECCOB PETUCTPAIIMH U KOHTPOJIS 32 UCTIOJIHEHUEM JJOKYMEHTOB.

39. CpaBHuUTEnbHBIE  XapakTepUCTUKH  (GopM  peructpanuu  jJokymeHToB. CocraB
uHpOpMaILUH.

40. TexHOJOTHS KOHTPOJISI 32 UCTIOJIHEHHEM JIOKYMEHTOB.

41. Tlpobmema oOecreyeHHs COXPAaHHOCTH JIOKYMEHTOB B  JEJONPOW3BOACTBE U
BEJIOMCTBCHHOM apXHBE.

42. ®opmupoBaHUE e KaK TEXHOJOTHYECKas omepamnus Ielonpou3BoicTBa. IIpaBuia
(dbopMHUpOBaHUS B Jiea JOKYMEHTOB OT/ICIbHBIX KaTErOpUH.

43. 3HadycHHE HOPMAaTHBHO-METOINYECKON periaamMeHTaluu JIeJIONPOU3BO/ICTBA.
XapakTepucTuka  JCHCTBYIOIIUX  TOCYAApCTBEHHBIX  HOPMATHUBHO-METOJIUYECKUX
JIOKYMEHTOB.

44. DkcriepTHbIE KOMUCCHH YUPEXKISHUH, X 3a7a4d U MOPSI0K paboThI.

45. J1omKHOCTHBIE 00513aHHOCTH PabOTHUKOB ciyxk0b1 JIOY.

46. 3HayeHHWe NeEpeyHS JIOKYMEHTOB CO CpPOKaMU XpaHEHHUS KaK KJiIacCHU(PHKAIMOHHOTO
cnpaBovHHKA. Ero mpruMeHeHne B IeTONPON3BOJICTBE.

47. llpaBuna mpuema U OOpaOOTKH TMOCTYMAIOIIEH KOPPECTIOHACHIIMU, WX BIHSHHE Ha
Ooprann3anuvio ABMKCHUS JOKYMCHTOB. HaHpaBJIGHI/Ie JOKYMCHTOB Ha UCIIOJIHCHUC.

48. TloaroroBka Aen YUpex ACHUS K JajdbHEHIIeMy XpaHEeHUIO U UCTIOIb30BaHUIO.

HEPEYEHB TECTOB Ui JU®PEPEHIIUPOBAHHOI'O 3AYETA

1. JIOKYyMEHT, COCTaBJIEHHBI HECKOJIBKUMH JIMI[AMU U MOJTBEPKAAIOUINM yCTaHOBIEHHBIE
(baKThl U COOBITHS:

a) aKT;

0) cripaBka;

B) CBOJIKA;

T') OT3bIB.

2. JIOKyMeHT, KOTOpbI (UKCHpYeT X0/ 00CYKICHHUS BOIPOCOB U NPUHATHS pEIIeHUI Ha
coOpaHMsIX, COBELIAHUIX, KOH(DEPEHLIUSX, IpYruX (opM paboThl KOJIErHaJbHBIX OPIaHOB:

a) aKT;

0) MPOTOKOIT;

B) MMOBECTKA JHS;

T') pamopr.

3. IIpaBoBoO#i aKT, M3AaBaeMblii OpraHu3alMell B IENAX periaMeHTalud OpraHU3aluOHHO-
NPaBOBOTO  TIOJIOKEHHS Pa0OTHUKA, €ro OO0SM3aHHOCTEH, TIpaB, OTBETCTBEHHOCTH U
o0ecreunBaroIuil yCIoBus U1 €ro 3pPeKTUBHOM paboThl — 3TO:

a) IITaTHOE PaCIMCaHUE;

0) DOJDKHOCTHASI UHCTPYKIIMS;

B) MOJIOKEHUE;

) I0TOBOD.

4, [Tocne yBonbHEHUs paOOTHHUKA TPYAOBas KHIKKA!

a) BbIaeTcst pabOTHUKY Ha PYKHU;

0) MOANIEKUT Nepesiadye B apXUB;
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B) YHUUTOXAETCA 10 AKTY;

I') ocTaeTcs B KaJpoBOH Clly>KOe OpraHu3aLuy.

S. Onpenenure mnoHAtue «CHUCTEMaTU3UPOBAHHBIM IE€peuyeHb HAUMEHOBAaHUM  Jell,
3aBOJIMMBIX B OpraHM3alluM, C YKa3aHUEM CPOKOB MX XpaHEHHs, O(OpMIEHHBbIH B
YCTAHOBJICHHOM ITOPSIKE:

a) HHCTPYKLHUS IO JIeJIONPOU3BOICTBY;

0) HOMEHKJIaTypa Je;

B) CPOKOBAs KapTOTEKa;

T') OIHCH JIE.

6. OpnHoi 13 rnaBHBIX (PYHKIMHM SKCIIEPTHON KOMUCCHM OPTaHU3aLUH SIBIISETCSL:

a) OpraHU3aIus eKEroAHOro 000pOTa JOKYMEHTOB IS XpPAaHEHUS M K YHHUTOXCHHUIO;

0) perucTpamnms J0KyMEHTOB;

B) KOHTPOJIb UCTIOJIHEHHSI TOKYMEHTOB;

I') OpraHu3aius JJ0KyMeHToo00poTa.

7. [Tpukassl IO TUYHOMY COCTaBY HyMEPYIOTCSI:

a) B IIpejienax KaJeHJapHoro roja;

0) B ipenenax OykB angaBUTa;

B) B IIpeJiesiaX CTPYKTYPHBIX MOJIpa3/ieieHuH;

') HE HyMEpYIOTCSL.

8. O0s3arenbHbIH 371€MEHT, IPUCYLIUNA ONpeIeIEeHHOMY BHlY JJOKYMEHTA!

a) OnaHk;

0) PEKBU3HT;

B) hopmyIsp;

r) hopmyisip-oOpaser.

9. JIOKYyMEHTBI, HOCSIIUE aJMHUHUCTPATUBHBINA XapakTep M OOpalleHHbIE K HIDKECTOSIIUM
WIY TIOJJYMHEHHBIM OpraHU3alusiM, IPyIIaM WIK OTAEIbHBIM J0JKHOCTHBIM JIUIAM — 3TO:

a) CIpaBOYHBIC IOKYMEHTHI;

0) NpeTeH3NOHHO-UCKOBAas JJOKYMEHTAIHS;

B) OpraHU3aIMOHHbBIE TOKYMEHTHI,

I') paclopsAUTENbHbIE JOKYMEHTHI.

10. Kaxkoit pexBusut coctoutr u3 cioa COI'JTACOBAHO, pomxHOCTH JIHIA, ¢ KOTOPHIM
COIJIACOBBIBAETCS JOKYMEHT, IMYHOM MOJIMUCH, paciin(POBKU MOJMUCH U IaThl COrJIacOBAaHU?
a) pe3OJTIOTIHS;

0) rpud yTBEepKJIEHH JOKYMEHTA;

B) Ipu( COINIacoBaHUS JOKYMEHTA;

I') PErUCTPALlMOHHBII HOMEP JOKYMEHTA.

11.  IlucbMeHHOe oOpalieHHe IrpaXxaaH MOAJIEKUT 0043aTeIbHON PErnCTpaluy B TEUEHUE:

a) MEPBbIX CYTOK;

0) 5 nuei;

B) HEJIEIH,

r) 3 gHEei.

12. Bee Buapl IpOTOKOJIOB OGOPMIISIFOTCS Ha 00IIeM OJlaHKe, KOTOPBIA BKIIIOYAET CIIETYIOLIHe
PEKBU3UTHI: HAaHMMEHOBAHUE YUYPEXKIEHHs, BHJ JOKYMEHTa, MECTO U1 COCTaBJIEHUS JaThl,
MHJIeKCa JIOKYMEHTa, MECTO JIJIsl 3arojioBKa U Tekcta. Kakoil pekBu3uT npomyuien?

a) CIIpaBOYHBIC JaHHBIE 00 OpTaHU3AINH;

0) rocynapcTBeHHbIi rep6 PD;

B) MECTO COCTaBIICHHSI;

I') OTMETKA O HAJTMYUU TPUIIOKEHUSI.

13. XKypHanpHasi, KapTo4Hasi 1 aBTOMAaTU3UPOBaHHAS (POPMBI IPUMEHSFOTCS JIJIS:

a) perucTpamnuu J0KyMEHTOB;

0) SKCIIepTHU3bI ICHHOCTU JJOKYMEHTOB;

B) 0(OpMIIEHUS IOKYMEHTOB;
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T') IEPBUYHON 00pabOTKH TOKYMEHTOB.

14. Kommiekc B3aMMOCBA3aHHBIX JIOKYMEHTOB, PErJIAMEHTUPYIOLIMX CTPYKTypy, 3anayd,
(GYHKIMM TPEeInpUsITHs, OPraHU3alUI0 €ro padoThl, IpaBa, 00S3aHHOCTH U OTBETCTBEHHOCTH
PYKOBOZCTBA MPEANIPUATHUS — ITO:

a) CIIpaBOYHbIE JOKYMEHTHI;

0) NpeTeH3NOHHO-UCKOBAas JJOKYMEHTALHS;

B) OpraHU3allMOHHBIE JJOKYMEHTHI;

I') pacoOpsAUTENbHbIE JOKYMEHTHI.

15. Kakoil peKBU3UT COIEPKUT YKa3aHHE OTHOCHUTEIBHO DPELICHHs] BONpPOCa, M3JIO0KEHHOTO B
JIOKYMEHTE?

a) rpud yTBEpKICHUS;

0) oTMEeTKa 0 KOHTPOJIE;

B) PE30JIIOIUS;

I') TEKCT JOKYMEHTA.

16. IIpeTeH3MOHHOE TUCHMO — 3TO:

a) MUCbMO, COZIepIKalllee MPEASIOKEHUE 3aKII0YUTh J0T0BOP;

0) MUCcbMO, OTIPABIIIEMOE BUHOBHOW CTOPOHE B CJIy4ae HEBBINOJIHEHUS €10 3aKJIIOUEHHBIX paHee
JIOTOBOPOB U PA3HOI'0 pojia 00s3aTEbCTB;

B) MUCHMO, CTHUMYJIHPYIOIIEe HHTEPEC MOTCHIUAIBHBIX IMOTPEOUTENeH TOBAapOB M YCIYr K
IIPOAYKIIMH OpraHu3aluy;

T') IHCbMO, BBIPAYKAIOLIEE COTTIACUE 3aKIOYUTh JIOTOBOP.

17. JoroBop — 3T0:

a) MHUCbMO, CTUMYJHUPYIOIEE HMHTEpPEC MOTEHLMAIbHBIX IMOTpeOUTENed TOBApOB U YCIYr K
IPOAYKIIMH OpraHu3aluy;

0) JOKYMEHT, aJpeCOBAaHHBIA PYKOBOJMUTEIIO CBOCH WM BBIIIECTOSIICH OpraHU3aluu |
coJiep KAl N3NI0KEeHHE KaKOTo-TM00 Bompoca Win (akra;

B) COIJIAIICHHUE JABYX WJIM HECKOJBKUX JIUI[ 00 yCTaHOBJIEHUM, U3MEHEHUM WJIM MPEKpalleHUuu
IpaXXIaHCKUX MPaB U 00s13aHHOCTEH;

r) HHQOPMAIMOHHO-CIIPABOYHBIA  JOKYMEHT, COCTaBJSIOLIMIICS  Tpymmol Juu  Juid
HOJTBEPXK/IEHUS YCTAaHOBJIEHHBIX (DaKTOB, COOBITHH;

18. Tloce moIHOTrO UCIOTHEHUSI TOKYMEHTA OCYILECTBISETCS:

S. a) perucTpanms;

6. 0) sKcIiepTH3a IICHHOCTH,
7. B) 00paboTKa;

8. T') CHATUE C KOHTPOJIS.

19. KakuM BU10M TOKYMEHTA SIBJISIETCS JOJDKHOCTHASI HHCTPYKIIMSL:

a) OpraHU3aluOHHBIM;

0) CripaBOYHBIM;

B) pacnopsiIUTEIIbHbIM;

') UHOPMALIMOHHBIM.

20. 3akperusieT JOJKHOCTHOM cocTaB paOOTHHKOB OPraHMU3AalMM C YKAa3aHHUEM JOJIKHOCTHBIX
OKJIaJI0B:

a) MTaTHOE PACIHCAHHE;

0) HOJDKHOCTHASI UHCTPYKIIMS;

B) MpaBujia BHYTPEHHETO TPYJOBOIO PACIOPSIKa;

I') yCTaB.

21. JIokyMeHT, u3/laBaeMblii OpraHu3alueil, NpeuMyIIeCTBEHHO 110 BOIpocaM HH(OpMalHOHHO-
METOJUYECKOI0 XapaKTepa, a TAKXKe [0 BOIPOCaM, CBSI3aHHBIM C OpPraHu3aluedl HCIOJHEHUS
MPUKA30B, MHCTPYKIMH U JPYTUX aKTOB — 3TO:

a) yKa3aHue;

0) pereHue;

B) pacHoOpsKEHHUE;
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T') IOCTaHOBJICHUE.

22. Ilpu oopmaeHun Ha pabOTy TPYIOBOH JOTOBOP SBIACTCS TOKYMEHTOM:

a) HeoOs3aTeIIbHBIM;

0) 1Mo yCMOTPEHHUI0 pabOTOIaTENS;

B) 00s13aTEIbHBIM;

T') 0 YCMOTPEHHUIO paOOTHHKA.

23. B cocTaB JOKYMEHTO00OPOTa HE BXOISAT CIEAYIOIINE JOKYMEHTOIOTOKU:

a) BHEIITHHE;

0) BHYTpEHHHUE;

B) UCXO/IAIINE;

I') BXOJSIIHE.

24. Tlo kakoMy TOKYMEHTY IIepeJatoTcs IeJia B apXUB OPraHU3aluu:

a) HOMEHKJIaTypa JIel;

0) omuch e,

B) IIEpeUEHb JIE;

T) )KypHaJI pETUCTPALMH JOKYMEHTOB.

25. OyHKIUSA JOKYMEHTa, COCTOAIIas B (PUKCAIIMH B JOKYMEHTaX (pakToB, COOBITHH, SIBICHHIA
a) KyJIbTypHas;

0) ympaBieHUecKas;

B) nuH(OpMaImoHHasl,

T) collMaIbHAasl.

26. JIokyMeHT, KOTOPBI MUIIETCS C LENbIO MOTYYSHHS KaKUX-TO O(pUIIHATIHHBIX CBEICHUH:
a) MMChMO-3aIpoc;

0) akT;

B) CIIPaBKa;

') 00BACHUTENIbHAS 3aMHCKA.

27. KakuM BUJIOM JIOKyMEHTa siBJsieTcs Pemienue:

a) OpraHNU3alMOHHBIMU;

0) UH(pOPMAIIMOHHBIM;

B) pacropsIUTeIbHbIM;

T') CIIPaBOYHBIM.

28. Onpenenure BUA TOKyMEHTA!

[TpaBoBYyO, TPYIOBYIO U CITYKEOHYIO NESITETHHOCTh PAOOTHUKOB OTPAYKAIOT JJOKYMEHTHI:
a) nH(pOPMaIMOHHO-CIIPAaBOYHBIE;

0) opraH13alMOHHO-PACTIOPSATUTENLHBIE;

B) 110 INYHOMY COCTaBY;

T') CIIpaBOYHO-aHAIUTUYECKHUE.

29. IIpaBuna, COrIaCHO KOTOPBIM MPOUCXOAUT JABHKEHHUE JOKYMEHTOB B YUPEKICHUU:
a) DKCIepTH3a IEHHOCTH JOKYMEHTOB;

0) bopmupoBaHue €7,

B) OpraHu3alus T0KyMeHTO000poTa;

I') yHU(UKALUs TOKYMEHTOB.

30. Ykaxute, B KaKOM U3 CTPOK BCE JOKYMEHTBI OTHOCATCS] K OPTaHU3ALMOHHBIM:
a) MOJIoKeHHe 00 OpraHu3aliy, TOCTAHOBJICHUE;

0) mTaTHOE pacluCaHue, MaMSITKH;

B) JIOJUKHOCTHBIE MHCTPYKIIMH, TOKJIaJHAs 3aIMCKa;

T') yYpEIUTEIbHBIN TIOTOBOD, TIPUKA3.

31. OTTHCK Me4aTu MPOCTaBIAETCS TAKUM 00pa30M, YTOOBI:

a) 3aXBaTbIBAJ YaCTh JIUYHOW MOJIIMCH JIUIIA, IOAMUCABIIETO IOKYMEHT;

0) 3axBaThIBaJ YacTh HAMMEHOBAHUS JOJDKHOCTH JIMIIA, TIOMHUCABIIETO JOKYMEHT;
B) 3aXBaThIBAJ YacTh JIMYHON TOANHCH M PACIIU(PPOBKH TTOAINCH;

I') OH 3aXBaThIBAJI YaCTh JTOJUKHOCTU U TUYHOM MOJITHCH.
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32. KoHcraTupyroniasi 4acTh aKkTa 3aBEpILAETCs:

a) MOAMMKCHIO JIUI, Y4aCTBOBABIIUX B COCTABJICHUU;

0) MpeUI0KEHUSIMHU 110 YCTPAHEHUIO HEJ0CTATKOB;

B) CBEICHUSMHU O KOJIMYECTBE HK3EMILIIPOB U MECTE UX HAXOXKIACHHUS;

I') OTMETKON O HAJIMYMH MTPHIIOKEHUH.

33. Ykaxure JOKYMEHT, KOTOPOMY COOTBETCTBYET ONpeiesieHuE:
NPaBOBOW aKT, OINPENENSIONINI MOPII0K 00pa3oBaHMs, KOMIETEHIUIO, CTPYKTYPY, (QYHKIIHH,
3aJ1auu, IpaBa MPEANPUATHS, PETYITHPYIOMINNA JesITeIbHOCTh OPraHu3alui.
a) yCTaB;

0) yupeauTeabHbIN 10r0BOD;

B) MaMsITKa;

T') cIIy’)keOHOE TTHCHMO.

34. TlpaBOBO#l aKT, W3JaBaCMbIl PYKOBOAMTEIEM MPEANPHUITHS, I pa3pelieHnss OCHOBHBIX U
OTIepaTUBHBIX 3aJ1a4 CTOAILIUX Mepel MPEeANPUITHEM — 3TO:

a) CIpaBKa;

0) MOJI0’KEHHUE;

B) NpUKa3;

T') IOCTaHOBJICHHE.

35. Ha Gymare kakux ¢opMaTOB MOKHO COCTaBJISTh JJOKYMEHTHI?

a) Ad u A3;

0) Tonbko A4;

B)A4 u A5,

r) AS u A3.

36. Kakas M3 mepeyuclIeHHbIX CHUCTEM HE MHCIOJBb3YeTCs AJsl PerucTpalud JTOKyMEHTOB Ha
npeanpusITUun?

a) UHIUBUyalbHas;

0) cMmemianHas;

B) LIEHTpAIM30BaHHas;

I) JeLEeHTPaIN30BaHHAs.

37. Kakune craauy npoXoQuT 3aKIO4YEHHE J0roBopa?

a) opepra u moAMMCaHUE TOTOBOPA;

0) oOcyXkieHre U NOJNHMCaHUEe JOTOBOPA,;

B) 0OCYXICHHUE U aKIIEIIT;

r) oepTa u aKIent;

38. Omnpenenure noHaTue «JIBrxkeHrne TOKYMEHTOB B OPraHU3allMi C MOMEHTA UX CO3/IaHUs WU
HOJIyYEHHUs 0 3aBEPLICHUS UCTIOIHEHUS UIH OTIIPABIICHUS.

a) KOHTPOJIb UCIIOJIHCHHUS,;

0) JOKyMEHTO000pOT;

B) IOKYMEHTHPOBAHHUE;

I') AEJIONPOU3BOICTBO.

39. JaToi mpoTOKOJIa SABISAETCS:

a) JaTa MOoMUCaHus;

0) maTa yTBEpKICHNUS,

B) JaTa MPOBECHUS;

T') AaTa MPUHATHS PEIICHHS.

40. CopepXuT TIpaMMaTU4eCKM M JIGKCHYECKH COIJIaCOBaHHYIO  HMH(oOpManuio 00
YIPaBJICHYECKHUX IEHCTBHAX — ITO:

a) aHKeTa;

0) CBSI3HBIN TEKCT;

B) Ta0JINIIA;

r) Tpadaper.

41. TexcT NMpOTOKOJIA N3IAraeTCs:
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a) OT MEPBOTO JINLA MHOKECTBEHHOTO YHUCIIA;

0) OT TpeThero JMila MHOXKECTBEHHOTI'O JINLIA;

B) OT TPETHETO JIMIA EUHCTBEHHOTO YHCJIa;

I') OT IEPBOTO JIHUIA €AUHCTBEHHOTO YUCIIA.

42. KakuM BUJIOM JIOKYMEHTA sABJIsAt0TCA [IpaBuiia BHYTpEHHETr0 TpYA0BOIO pacopsIKa:

a) OpraHU3alMOHHBIM;

0) crIpaBOYHBIM;

B) pacropsIuTeIbHbIM;

') ”HOPMAIIMOHHBIM.

43. PexBu3uThl HAMMEHOBAHWE BHJA JOKyMEHTa, Jara, ajapecar (KOMY HalpaBisercs),
COCTaBUTENb (OT KOT'O HAIIPaBIISIETCA ), TEKCT, NOANNUCH, PE3OIIOLUS PYKOBOIUTENSI OPraHU3alnY,
OTMETKa 00 UCIOJHEHNUHU COAEPIKATC:

a) B 3asBJICHUH;

0) B XapaKTepUCTHUKE;

B) B aHKETE;

r) B aBToOMOrpaduu.

44. Onpenenenne «HomenknaTypa nen»:

a) Impolecc co3laHus U 0pOpMIICHUS JOKYMEHTA,;

0) cucTeMaTU3UPOBAHHBIM IEepeYeHb HAWMEHOBAHWM i€, 3aBOJAMMBIX B OpraHu3alluu, C
yKa3aHHEM CPOKOB UX XpaHEHHsI, 0pOPMIICHHBIH B yCTAaHOBICHHOM IMOPSJIKE;

B) cUCTeMa JOKYMEHTAlluu, CO3/laHHAas MO €IUHBIM MpaBuUjaM U TpeOOBaHUSAM, COJEprKalias
UHpOpMaLKIO, HEOOXOIUMYIO B OIIPEeNIEHHOM cepe NesITeIbHOCTH;

I') COBOKYITHOCTb JIOKYMEHTOB, B3aUMOCBSI3aHHBIX 10 MPU3HAKaM MPOUCXOXKIECHUS, Ha3HAUEHUS,
BU/A, CQephl ACATEIbHOCTH, €IMHBIX TPEOOBaHUH K UX 0()OPMIIEHHIO.

45. Bo3BeneHue B HOpMY, HAIUYUE O0S3aTENbHBIX IJIS PUMEHEHMSI, ONTUMANIbHBIX IPaBUI U
TpeGoBaHuUl MO pa3paboTKe U 0OHOPMIICHUIO JOKYMEHTOB, IPUHSATHIX B YCTAHOBICHHOM MOPSIJIKE
JUTSL BCEOOIIEro 1 MHOTOKPATHOTO MX IIPUMEHEHUS B JICJIOTIPOU3BOJICTBE — ITO:

a) CTaHJapTU3aLMS;

0) UHIEKCAIus;

B) IOKYMEHTOOOOPOT;

') YHUpHUKALUS.

46. COBOKYNHOCTh TNPUHIMIIOB W TIPaBWJ, YCTAHABIMBAIOIIMX €AWHBIE TpeOOBaHUS K
JOKYMEHTHUPOBAHUIO YIPABICHUECKOHN EATEIbHOCTH U OpraHU3aly paboThl C JOKYMEHTaMHU B
OopraHax rocyJapCTBEHHOI'O YIPABICHMs, HA MPEANPUATHIX U OOLIECTBEHHBIX OpPraHU3alMIX —
3TO:

a) HOMEHKJIaTypa JieJ;

6) 'CHOY;

B) yHU(DUKAIIHS;

) CTaHAAapTU3ALUA.

47. CnipaBka — 3710:

a) uH)OPMAIMOHHO-CTIPABOYHBIA  JIOKYMEHT, COCTABJSIOMMUNUCS  TPYNNOW  JIMI  JJIA
MOJTBEPXK/IEHUS YCTAaHOBIIEHHBIX (DaKTOB, COOBITHI;

0) JOKYMEHT, aJpECOBAaHHBIH PYKOBOJMTEIIO CBOCH WM BBIIIECTOSIICH OpraHU3aluu |
COJIepKALNI N3TI0KEHHE KaKOT0-TM00 BOIpoca min (akra;

B) IOKYMEHT, MTOATBEPKAAI0OIININ Kakue-T1100 (aKThl UIN COOBITHS;

I') TOKyMEHT, (PMKCUPYIOIIUN X0J1 00CYKIEHHs BOIIPOCOB U MPHHATHUS PEIICHUI Ha COOpaHUsX,
3aceJJaHMsIX, COBEILIAHUSX.

48. Kakas ¢opma perucrpanuu JOKyMEHTOB HE HCIIOJIB3YETCsl Ha MPEAIPUITUIX ?

a) CipaBOYHas,

0) KOMIIbIOTEPH3ALINS;

B) JKypHaJIbHas;

I') KapTOTeUyHasl.
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49. Kakoii 3akOHOAATEeIbHBIM TOKYMEHT PEryJIupyeT TPYAOBbIC OTHOIICHHUS MEXAY paOOTHUKOM
u paboToaarenem:

a) TUTOBAas HMHCTPYKIHS TIO JeNONpPOU3BOACTBY B DelepanbHBIX OpraHax HCIOJIHUTEIHHON
BJIACTH;

0) HaJIOIrOBbIN KOJIEKC;

B) TPYZIOBOM KOJEKC;

I) TMEepeYeHb THUIOBBIX YIPABIEHYECKUX JIOKYMEHTOB, OOpa3ylOIIMX B JESTEIbHOCTH
OpraHu3aIyil ¢ yKa3aHUSIMHU CPOKOB XpaHEHHUSI.

50. Kakoe u3 omnpeneneHuii COOTBETCTBYET UCTHHE?

a) IOKYMEHT — (UKCHpOBaHHAs MHPOPMAIIHS;

0) MJOKyMEeHT — wuH(pOpMaLus, 3aKpeIUICHHAs Ha MaTepHajJbHOM HOCHUTEJE, HMEIOIas
IOPUAMYECKYIO CHUITY;

B) IOKYMEHT — CTaHIapTHBIN JHcT Oymarun A4, A3 ¢ BOCIIpOM3BEICHHOI Ha HEM HH(pOpMaIneH;
') JOKyMEHT — (hOpMYJIsIp, XapaKTEePHBIHN ISl ONPeIeTICHHOTO BUIA TOKYMEHTAIIUH.

51. IlpaBoBoii aKkT, onpeaesAoluUil NOpsA0K 00pa3oBaHusl, MpaBa, 00s13aHHOCTH, OPTaHU3ALIHIO
paboThl CTPYKTYPHOTO MOJPA3ACTICHUS — ITO:

a) IUTaTHOE PaCIUCaHUE;

0) TOMKHOCTHAS MHCTPYKITUS;

B) MOJIOKEHUE;

T) yCTaB.

52. WckitounTe J0KHOE CYXKECHHUE:

a) TPOTOKON — JOKYMEHT, COAEpKallui 3amuch XoJa OOCYKIEHHUS BOIPOCOB U TMPUHATHUS
pelieHnii Ha cOOpaHusaxX, KOH(pEepeHIUIX U T.I1.;

0) MOKyMEHT — wuH(OpMaLus, 3aKpelUIeHHas Ha MaTepuajJbHOM HOCHUTEJE, HMEoIas
IOPUAMYECKYIO CHILY;

B) IOpUAMYECKas CUiIa JOKYMEHTa — HaJIM4Ke Tprda coriacoBaHuE;

I') TEKCT JOKYMEHTA JIOJKECH OBITh KPAaTKUM M TOYHBIM.

53. OTHOCHUTCA K pacOpSAUTEIbHBIM JJOKYMEHTAM:

a) UHCTPYKILIUS;

0) mamsTKa;

B) JIOJKHOCTHASI MHCTPYKLIUS;

T') IOCTaHOBJICHHE.

54. K cipaBo4HO-MH(POPMAIIMOHHBIM JOKYMEHTAaM OTHOCST (YKa)XHUTE JIHILIHEE):

a) MOCTAaHOBJICHUE;

0) MoKJagHAas 3aMKCKa;

B) 3asBJICHHE;

T') JIEKTPOHHOE COOOILIEHNE.

55. Cucrema JOKyMEHTAllUU B TOM WJIM HHOM 00beMe MPHUCYINas BCEM OpraHU3alUsiIM:

a) GyHKIIMOHAIBHAS;

0) oTpacneBas;

B) BHEIIIHETOPIOBas;

I') aBTOMaTHU3UPOBAHHBIX CHCTEM.

56. PeKBHU3UT, COCTOSIIMI W3 HAAMNMUCH, CACJIAHHOW ITOJLKHOCTHBIM JIMIIOM, M COJEpKallui
NPUHATOE UM PELICHHE:

a) OTMETKa O KOHTPOJIE;

0) pe3omntonus;

B) BHJIBI COTJIACOBAHUS JIOKYMEHTA;

I') OTMETKA 00 UCIOJIHEHUH JIOKYMEHTA.

57. YKaxuTe NpaBUIbLHOE OMPEACIICHUE TEPMUHA «IETOMPOU3BOJICTBOY:

a) JIBUKEHHE JOKYMEHTOB B OpraHM3alliM C MOMEHTa HUX IOJYyYeHHUS WIM CO3/aHus J0
3aBEPIICHHS UCTIOJTHEHUS WITH OTIPABKH;

0) 1eATeNbHOCTb, OXBATHIBAIOILASl COCTABIEHHE JJOKYMEHTOB M OPraHU3aLUI0 paOOThl C HUMHU;
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B) MPOLIECC MTPOU3BOICTBA, Nepeaun U nepepaboTKu TOKyMEHTUPOBAHHOW HH(POPMALINY;
) uHpOpMaLs, 3aKpeIIeHHas Ha MaTepHaIbHOM HOCHUTEIIE.

58. IlocTynaroiue B OpraHu3aluio J0KyMEHTbI perUCTPUPYIOTCS:

a) MocJie UX UCIOJHEHNUS;

0) B JE€Hb NIOCTYIUICHHUS,

B) I10CJI€ MPOBEACHMSI SKCIIEPTU3bI LIEHHOCTH;

T) [IpH Nepeaayde UCTIOTHUTEIIIO.

59. ®OyHKUMS AOKYMEHTa, OOecredyuBaromias BO3JECHCTBHE Ha KOJUIGKTUBBI JIFOJEH IS
OpraHM3ali U KOOPAUHALIMY UX JI€ATEIbHOCTH:

a) colualbHasli;,

0) nadopmanroHHas;

B) KOMMYHUKaTUBHas;

T') KyJIbTYPHO-UCTOPHYECKASL.

60. B 10OKyMEHTHI 110 JIMYHOMY COCTaBY HE BXOUT:

a) JTMYHbIE KapTOUKHU;

0) mTaTHOE PaCIHCAHHNE;

B) 3a5BJICHMUE;

I') HOCTaHOBJICHHUE.

61. BuioMm BHEIIHEIKOHOMHYECKOH 1€ATEIbHOCTH HE ABJISETCS:

a) BAIFOTHBIC ¥ PMHAHCOBO-OOMEHHBIE OTIepalIliu;

0) 3akitoueHue 10roBopos mo BOJI;

B) MEXJ1YHAPOJHOE pa3JesieHue TpyAa;

') MEXAYHapOAHOE UHBECTUIIMOHHOE COTPYIHUYECTBO.

62. PacniopsinuTenbHas yacTh IPUKa3a 3aBepIlaeTCs:

a) CBEJICHUSIMU O KOJMYECTBE IK3EMILISIPOB U MECTE UX HAXOXKJICHUS;

0) IpeasIoKEHUSIMU IO YCTPAHEHUIO HEJJOCTATKOB;

B) MOJIUCHIO0 PYKOBOJIUTEIS;

') OTMETKOM O HATMYUH MPUIIOKEHUH.

63. Cpoku XpaHEHUs! JOKYMEHTOB OIPEEIIsET:

a) OCT P 51141-98 «/lenonpon3BoACTBO U apXUBHOE JIeN10. TepMUHBI U ONIpe/ieeHus»;
0) «OcHOBHbIE NpaBuiIa padOThl BEIOMCTBEHHBIX apXUBOBY;

B) «llepeueHb THUMOBBIX YNPABIEHYECKHX JOKYMEHTOB, OOpPa3yIOIIMXCS B JEATEIbHOCTH
OpraHMu3aIyil C yKa3aHHEeM CPOKOB XpaHEHUs»;

r) I'ocynapcTBeHHas cuctemMa JOKYMEHTAI[HOHHOTO O0ECTIeYeHUs YITPaBICHHUS.

64. Kakue u3 nepeynciieHHbIX JOKYMEHTOB HE TOJIIeKaT PErUCTPallii B OPraHU3alMsIX:
a) peKJIaMHbI€ MHChMa;

0) cityxeOHble MUChMa;

B) pacropsIuTeIbHbIE TOKYMEHTHI;

T') OpraHnu3alMOHHBIC JOKYMEHTHI.

65. IlonmmuBka e 1 Hymepauus JMCTOB — COCTaBHAs 4acTh:

a) opopmieHus aena;

0) PKCIepTHU3BI IICHHOCTH IOKYMEHTOB;

B) PErUCTpPALH JOKYMEHTOB;

r) hopMUpPOBaHUS JeTa.

66. Ilpow3BoaWTCA B MENSAX COKpAIICHUS KOJIWYECTBA B YIPABICHUYECKOW AEATEIBHOCTH
JIOKYMEHTOB, TUITM3AIMU UX ()OPM, YCTAaHOBIECHHS €JMHOOOPA3HBIX TPEOOBAaHHH K OPOPMIICHHIO:
a) yHUpUKaLKS;

0) JOKYyMEHTHUPOBAHHE;

B) UJCHTU(DUKAIUS;

T) y4er.

67. KakuMm BuioM nokyMeHTa siBisiercs Ciry:keOHOe TUChMO:

a) OpraHU3alMOHHBIM;
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0) MHPOPMALIMOHHBIM;

B) paclopsIUTEIbHbIM;

T') CIIPaBOYHBIM.

68. MckimounTe JIOKHOE CYKACHUE:

a) yHuUKaUs — MPUBEJCHIE YerO-HHOYIb K pa3HOOOPa3HOM CUCTEME;

0) pEKBUBHT — 00SI3aTEIBHBIN 2JIEMEHT O(POPMIICHHUS TOKYMEHTA,;

B) aKT — JOKYMEHT, COCTAaBIICHHBIH JIJIsl TOATBEPKACHUS YCTAHOBJIEHHBIX (DAKTOB;
r) sM0JieMa OpraHu3alii — CHMBOJIMYECKOe Trpaduyeckoe n300pakeHue.

69. Ykaxure, B KAKOW M3 CTPOK BCE TOKYMEHTHI OTHOCATCS K CIIPABOYHO-MH(POPMAITHOHHBIM:
a) ClIy’)keOHOE MTUCHhMO, PEIIICHHUE;

0) nokItagHas 3aIUCKa, periaMeHT padoThI,

B) MPOTOKOJI, TeJIerpamMma;

T') yYpEIUTEIbHBIN TOTOBOP, PUKA3.

70. TumoBoW akT, ONPEACNAIONIMNN CTPYKTYpPY, UHMCICHHOCTh M JOJDKHOCTHOM COCTaB
pabOTHHUKOB OpPTaHU3AIMH C YKa3aHUEM JTOJDKHOCTHBIX OKJIAJI0B — ATO:

a) TOJDKHOCTHAsI MHCTPYKIIUS;

0) mTaTHOE pacIUCaHUE;

B) TIOJIOKCHHUE;

I) yCTaB.

71. B nuyHOM 3asBlIeHUU yKa3biBaeTcs (yOepuTe JIHIHee):

a) MECTO COCTaBJIEHUS JOKYMEHTAa;

0) HauMEHOBaHKE BUJIA TOKYMEHTA,

B) pacuIM(ppoBKa MOANKCH;

T) agpecar.

72. Onpenenute BUJA TEKCTA!

ConepXuT XapakTepUCTUKY KaKOro-TO OJJHOTO OOBEKTa MO CTPOro OMpEAETICHHBIM MPH3HAKaM.
[Ipu >TOM HaMMEHOBaHHME NPU3HAKOB 3TO MOCTOSHHAS MH(OpMAIUs, a X XapaKTEPUCTHUKU —
HepeMeHHasl:

a) aHKeTa;

0) CBSI3HBIN TEKCT;

B) Ta0M1Ia;

r) Tpagaper.

73. He siBnsieTCs pEKBU3UTOM:

a) OTMETKa O KOHTPOJIE;

0) KOJI OpraHu3aIuy;

B) 3aI1poc;

T') PE30JIIOLIHSL.

74. Kakas (hopma perucTpanuy JOKyMEHTOB HE UCIIOJIb3YyeTCsl Ha MPEANPUITUAK?
a) CrpaBoOYHas;

0) KOMIIbIOTEPH3ALINS;

B) JKypHaJbHas;

I') KapTOTeyHasl.
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INEPEYEHD 3AJJAY JJIA JUOPEPEHIIUPOBAHHOI'O 3AYETA

Paszgea 1. [lokymeHTHpPOBaHME YIIPABJIEHYECKOM 1€ATEIbHOCTH

Tema 1.2. UcTopusi pa3sBUTHA CHCTEMBbI IOCY1apCTBEHHOI0 IOKYMEHTHPOBAHUS

1. Curyanus:

[To Bune Oyxranrepun cotpynuukam 3A0 «Cenenay B TeKylIeM Mecsile Obuia 3ajepKana
BBITIJIaTa 3apaOoTHOM TmaTel. ['aBHBINM Oyxrantep uHbopMupyeT aupekropa 3A0O 0 TOM, 4TO
3ajep>KKa HAJTMYHOCTH ObUla cBsi3aHa ¢ omo3aaHueM Ha cueT 3A0 JeHEeXHBIX CPEeACTB OT
MpeInpUITHI-TAPTHEPOB.

3ananue: B ponu OyxranTtepa cocTaBbTe CIyKeOHYIO 3amucKy. Bun cimyxeOHOH 3amucku
BBIOEPUTE, UCXOAS U3 MPEJIOKEHHON CUTYalluH, CAMOCTOSATEIBHO.

2. Curyanus:

01.01.04 nomxHo cocroatbest codpanue 3A0 «Cenena». OAO «Mepkypuii» HarpasisieT
CBOETO MPEACTABUTENS JJIsl y4aCTHUs B COOpaHuU.

3aganue: CocTaBbTe TelerpamMmy 0 npUOBITUH MIpeICTaBUTENS bupmbl
«Mepkypuii», BKIIOYHB MPOCKOYy O OpOHHPOBAHUU B OJHON M3 TOCTUHUI[ TOpaa |-MEecTHOro
HOMeEpa «IKKC» Ha M npeactaBurelis Ha nepuoa ¢ 09.01.04 mo 11.01.04

3. Curyanus:

Hupexrop 3A0 «CerneHay NpUHsIT pellieHre O MpueMe Ha paboTy OMBITHOTO MEHEIKepa ¢
COJIMIHBIM CTa)KeM pabOTHI MO CHENHAIbHOCTH Ha OJHDKHOCTD «MEHEKEPa 0 PEeKIIame.

3aganme: B pomm  cmemmanmcra  KanmpoBoid  cimyxOblIloaroroBpre  MpOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

4. Curyanus:

[TpousBoacTBeHHAas HEOOXOAUMOCTh TpeOyeT npoaoikenue padotel 3A0 «Cenena» B
BBIXOJIHbIE JHM C YYETOM JIEHE)KHOW TepepaOdOTKU WJIM MPEeIOCTaBICHUs APYrUX AHEH
OT/IbIXA.

3aganue: B pomu cekperaps — pedepenta aupekropa 3AO MOArOTOBBTE MPOEKT
COOTBETCTBYIOILIETO JOKYMEHTA.

5. Curyanus:

B 3A0 «Cenena» cocrosuioch 3acenanue mpabiieHus. [loBecTka mHs ObUia MOCBSIIIEHA
pacIuMpeHuio OTAea MapKeTuHTa (GUPMEL. B CBSI3M € 9TUM BO3HUKIIA

HEOOXO/MMOCTh BHECTH H3MEHEHMsS B IITATHOE PACHHMCAHUE COTPYIAHHUKOB (HUPMBI, a
TaKXke pa300paTh HOBBIE JIOJDKHOCTHbIE HHCTPYKIIMHM Ha BBEJEHHE B OTJAEN MapKETHUHIa
JOJDKHOCTU MEHEIDKEpa MO peKJiaMe U PEKJIaMHOI'0 areHTa.

3aganue: B ponu cekperaps 3aceaHusi COCTaBbTE MPOEKT MPOTOKOJIA.

Paspnen 2. Cucrembl JOKyMEHTALIMH

Tema 2.1.Cucrema OpraHu3alMOHHO-PACTIOPSAANTEIBbHOM JOKYMEHTALIUH

1. Curyanus:

B 3AO0 «Cenena» mpoBeleHa NpoBepKa pabOTHI OTAeNa MapKETHHra I0 OKa3aHMIO
IaTHBIX yciyr. Komuccns B cocTaBe 3aMeCTUTENs JUPEKTopa, 1. Oyxraiarepa M HadalbHUKA
oTJeNla MapKEeTUHTa B XOJI€ TIPOBEpKH OOHApyKWiIa HapylleHuss B OQOPMIICHHHM JaHHOM
JOKYMEHTaluu OyAyT NpeICcTaBIeHbI

CaHKIUU.

3ananue: [loaroroBbTe MPOEKT COOTBETCTBYIOLIEIO JaHHOM CUTyalluu JTOKyMeHTa. Bua
JIOKYMEHTA OIPEJCIIUTE CAMOCTOSATENBHO.
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2. Curyanus:

Ha ocHoBaHum wuccienoBaHUsl OTIEIOM MAapKETHUHIa KOHBIOHKTYPbl pbIHKA CObITa
nponykuun 3A0 «CeneHa» TpeACTaBWIIa BO3MOXHOCTh — 3aKJIIOUUTh  PSAJI BBITOJIHBIX
KOHTPAKTOB.

HagyanpHuk  orhena  MapkeTMHIa  peliMi  MOOUIPUTh  BEAYLIIUMX  COTPYIHUKOB
IPEeMHUATBLHBIMU BBITUIATAMU K OJvKaiiiiei 3apriare.

3amanue: B ponum  HayanmpHMKa ~— OTAeNa  MapKeTHMHTa  MOATOTOBBTE  MPOEKT
COOTBETCTBYIOILIETO  JIaHHOM  CHUTyalluu JOKyMeHTa. Buj  JOKyMeHTa  OIpeaenuTe
CaMOCTOSITENIbHO.

Tema 2.4.IlpeTeH3MOHHO-UCKOBAsI JOKYMEHTAIUS

1. Curyauus:

Hupexrop 3A0 «CeneHa» NPUHSI pelIEHUWE O IMPHEME HOBOIO COTPYIHHUKA B OTAEI
MapKeTHHIra Ha JOJDKHOCTh «peKiaMHoro areHta». Mexny 3AO0 wu cnenuamucToM
3aKJIIOYEH TPYAOBOIl 1I0TOBOP.

3amanue: B ponm  coTpynHHMKa — KaapoBOM  CIOYKObI  MOJATOTOBBTE  MPOEKT
JIOKYMEHTa COOTBETCTBYIOILIETO CUTYaLIUH.

2. Curyanus:

3A0 «Cenena» monydaer oT OAO «Mepkypuil» pekiIaMHyI  OpoIUIopy,
MPEJICTABISIIONIYI0  00OrpeBaTeNbHble MPUOOPHI, KOTOpPbIe MOTJIM Obl HAWTH MPUMEHEHUE
B TETUIMYHOM XO3SIICTBeE.

Ha coBemanuu 10 UCHONB30BAaHUIO 3TUX MOPUOOPOB  BBIICHHIOCH, UYTO NS
IOPUHITUS OKOHYATEIBHOIO PEIIeHUs HeoOXOoIWMbI OoJiee MOJIHbIE JAaHHBIE IO BCEM TOBapam
JTAHHOM TPYMIIbI, TAK)KE MIPEHUCKYPAHT LIEH C YKa3aHUEM YCIIOBUU ITOCTaBKH.

3ananue: CoctaBbTe MPOEKT cily:keOHOro mucbMa B cekperapuar OAO «Mepkypuii» ¢
3anpocomM Oosee moapoOHoN nH(OpMAIUK O TaHHOM TOBape.

3. Curyanus:

Cormacuao noroopa Ne33 ot 05.11.03 Ha mocTaBKy 00OTrpeBaTeNbHBIX MPUOOPOB PUpMa «
Mepkypuit» o0s13aHa 6buta noctaButh pupme «Cenena» B 1 kBaprane 2004r ToBap Ha oOuIyIO
cymmy 500 MutH. pyo.

@axtuuecku B 1 kBaprane 2004r. pupme «CeneHa» ObUIO NMOCTABICHO TOBapa Ha CyMMY
300 muH. pyo.

Ha ocHoBanum 11.9.1. gorosopa mocraBku 3a mpocpouKy mocraBku ToBapa [locraBmuk B
30—mHEeBHBIN cpoK 00s3aH BHITUIATUTE MTpad B pasmepe 20% OT CTOMMOCTH HE ITOCTABJICHHOTO
TOBapa.

3ananue: [loaroroBpTe NPOEKT NPETEH3MOHHOTO NHchbMa B ajpec [locraBuiuka.
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3. YCJOBUS PEAJIM3AIIAY OIIEHKHA OCBOEHUSI YYEBHOM JUCIIUILINHBI

3.1. TpeGoBanus K MUHUMAJIBLHOMY MATEPUAJILHO-TEXHUYECKOMY 00ecne4yeHuIo

Peanuzamus mporpaMMbl AUCHUIUIMHBI MIPEAINoNaraeT HaaIu4us y4eOHOTro KaOuHeTa JUis
MPOBEAICHUS 3aHATHI JIGKIIMOHHOTO M CEMHUHAPCKOTO THUIIA, TPYNIOBBIX U WHJWBHUAYaIbHBIX
KOHCYJIbTAIlMM, TEKYIIEero KOHTPOJs U NpOMEXyTouyHOM arrecrauuu. [lomemienus ans
CaMOCTOSITEIbHOW  paOOThl  OOYyYaroOIIMXCSl ~ OCHAIIEHbl  KOMITBIOTEPHOW  TEXHHKOM ¢
BO3MOXXHOCTBIO TIOJIKITIOUEHHS K MTH(POPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTH «IHTepHEeT».

ObopynoBanue y4eOHOT0O KaOUHETa:

- I0CA/I0YHbIE MECTa M0 KOJUYECTBY 00yUarOIINXCS;

- pabodee MeCTO MPErnoaBaTels;

- KOMITJIEKT y4eOHO-METONYECKUX MaTepUaoB.

TexHuueckue cpecTsa 00yueHus:

- KOMITbIOTEp (HOYTOYK) C JUIIEH3UOHHBIM MPOTPaMMHBIM 00€CTICUEHHUEM;

- MYJBTUMEIUNHBIN IPOEKTOP;

- HHTEPAKTUBHAsS J0CKa \ JTI0CKa.

3.2. UndopmanuonHoe odecnieyeHne o0ydeHust

Ilepeyennb pexoMeHyeMbIX y4eOHBIX U31aHUI, JONOJIHUTEIbHOMN JUTEPATYPhI

OcCHOBHbBIE HICTOYHUKH:

1. EnanmeBa O.Il. [loxymeHTanmoHHOE oOO€cleueHHWE YIPABJICHUS B COIUAIBHO-
KYJBTYPHOM CEpBHUCE U Typu3Mme yueOHoe nmocooue / Emanmesa O.I1. — M: ®JIMHTA, 2018. -
312 c¢. DOBC. Pexum pocryma: https:/globalf5.com/Knigi/Nauka-Obrazovanie/Servis-i-
turizm/Turizm/Dokumentacionnoe-obespechenie-upravleniya 231243

2. Xapycs O.A. Meronuka palMOHAIU3aUM JOKYMEHTAIlMOHHOTO OOecreueHHs
yIpaBIeHUS

| Xapycp O.A. — M.: Undpa-M, 2015. - 58 c. - CIIO.OBC. Pexum pnocryma:
https://globalf5.com/Knigi/Nauka-Obrazovanie/Ekonomika-i-menedzhment/Deloproizvodstvo-
Sekretar-delo/Metodika-racionalizacii-dokumentacionnogo_ 262937

JlonoiHUTeIbHbIE HCTOYHUKH:

1. Eroposa JLb. JlokymeHTanmoHHOe obecrieueHue ympanieHus (JokymMeHTOBeneHHe.
OCHOBBI I€TTONPOU3BOJICTBA): DIEKTPOHHOE YUeOHOE mocoome

yuebnuk / JLM. benoa, O.P. Konmpamona, P.C. HukangpoBa - M.:
UznarensctBo: CIIOYTVYuD (Cankr-lIlerepOyprckuii yHUBEpPCUTET TEXHOJIOTHI yNpaBieHUS U
skoHomuku) 2008. 410 c. - CIIO.DBC. Pexxum nocryma: https://globalf5.com/Knigi/Nauka-
Obrazovanie/Ekonomika-i-menedzhment/Deloproizvodstvo-Sekretar-delo/Dokumentacionnoe-
obespechenie-upravleniya

Kypuansl 1 UHTepHeT pecypcebl:

1. https://globalf5.com/ - DnekTponHast 6MGIMOTEUHAsT CHCTEMA

2. https://znanium.com/ - DnekTpoHHas OMOIMOTEYHAS CUCTEMA

3. https://rusneb.ru/ - DnexTpoHHast OMOIMOTEUHAs CHCTEMA

Iporpammuoe odecieuenne - MSWORD, MSECXEL, MSPowerPoint
3.3. KagpoBoe o6ecnieuenne 06pa3oBaTejibHOIO MpoIecca
[IpenoaBaTeny JOKHBI UIMETh BhICIIEE PpodeccroHaIbHOe 00pa3oBaHue Mo Mpoduiro
CHENHATBHOCTH, IPOXOIUTH 0053aTEIFHYI0 CTAXKHPOBKY B MPOMUIBHBIX OPTaHU3ALUAX HE PEKe
1-ro pa3a B 3 roxa.
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