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1 Hepeqem, pe3yjJabTaTOB OCBOCHUSA NUCHUIIJIMHBI, OITHCAHHUE HOKaSaTeHeﬁ, KPUTECPHUEB OLICHUBAHUS, OIIMCAHUE HIKAJ OHCHI/IBaHI/Iﬂl

MCIIONIB30BaTh 3HAHUS 110
(bMHAHCOBOIl TPaMOTHOCTH
B pa3IMYHBIX >KU3HEHHBIX

CUTYyaIUsIX
OK 04. DddexruBHO
B3aMO/ICIICTBOBATH y

paboTaTh B KOJUICKTHBE W

KOMaH/IE.

OpraHu3aIuu

nanee - JI0Y); 0coGeHHOCTSIX NeTOMPOU3BOICTBA
Mo 0OpaIIeHusM rpaXkaaH U KOHPUICHIIMATHLHOTO
TeJTOTIPON3BOICTBA;

- yMeem Ha OCHOBE THUIIOBBIX ITPUMEPOB
0(QOpPMIIATH OpraHU3aIMOHHO-PACTIOPSTUTENHHBIC
ITOKYMEHTBI B COOTBETCTBUU C JCHCTBYIOITUM

Ilepeyennb . . Hlkana
. Ioxa3aTe/u OLEHHBAHMS KOMIIETEHIHii KpuTepuu oneHMBaHUs KOMIIETEHIIHI
KOMIIeTeHIM i OLIEHHBAHMSI

OK 01. Beibupars - umeem 0azoevle 3HAHUA O TIOHIATHAX TIOKYMEHTA, | Y JOBJIETBOPUTEIHHO
CIOCOOBI pemeH s 3a1a4 €ro CBOICTBAx, crioco0ax JOKYMEHTUPOBAHUS;
poQeccHoHaBbHOM MpaBUjIaxX COCTaBIECHUS U 0OPMIICHUS
ACATEIBHOCTH, OpraHU3alMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB
[IPUMCHHUTCIIBHO K

p nanee - OPJ]); cucremMax M THUIOBBIX TEXHOJIOTHSIX

A3JIMYHBIM KOHTCKCTaM
R T e—" 5 IIOKYMEHTAIMOHHOTO 00ECTIEYEHHs YIIPABJIECHHUS

. - 3Haem TIOHATHUE JJOKYMEHTA, ET0 CBOMCTBA, nastee - JIOY); 0COBGEHHOCTSAX ASNONPOH3BOCTEA
COBPCMCHHDIC  CPEACTBA ¢110c00BI JOKYMEHTUPOBAHNUS; IIPABHIIA [0 OGPAIEHHSIM TPAKIIAH 1 KOH(UICHIHATHHOTO
foucKa,  aHammsa - W .ocrapennst 1 OQOPMIICHHUS
MHTEepIpeTAIIH p IEIOIPOU3BOJICTBA;
I | OPraHU3aIMOHHO-PACIIOPS IUTENLHBIX [ JMeem 110 MHCTPYKIIMH TIperoaBaTes:
HH(OPMALIHOHHBIE TIOKyMeHTOB (naree - OPJI); cuctemy u 0(OPMIIATH OPraHM3alMOHHO-PACIOPS JUTEILHBIE
TEeXHOJIOTHH | TATOBYIO TCXHOJIOTHIO TOKYMEHTAMOHHOTO |y yMeHTBI B COOTBETCTBHY C JACHCTBYIOLIUM
BBITIOJTHCHHSI saad O0eCTIeueHus ynpasienns (nanee - I0Y); [COCTom; OCyLIECTBIATH 00PabOTKY BXOISAIIMX,
MpodeccHOHANBHOM OCOOEHHOCTH NETOTPON3BO/ICTBA 1O BHYTPEHHUX U UCXOJANIMX JOKYMEHTOB, KOHTPOJIb
e TeTBHOCTH 0OpaWEHUAM FPaKIaH i KOHUACHIMATBHOTO by 1y yerommenmem; ohOpMIATS HOKYMEHTBI JUTs
OK 03. IInanupoBaTh u|IeIOIPONU3BOJICTBA; [epeaun B apXUB OPraHN3aLuH
peau30BEIBATH - ymeem 0()OPMIIATE OPraHU3aLMOHHO-
COOCTBEHHOE .
pactopsAAUTEIbHBIC NOKYMCHTBI B - 3Haem O TIOHATHAX JOKYMEHTA, €r0 CBOMCTBAX, XOpOIIO

poheccHoHaTbHOE H cootsercTBuu ¢ aeiictyrommm [OCTowm; TTOCOGAX OKYMCHTHPOBAHIS, TIPABHIAX
pramestrioe  PUSTHIS) ocymectsaTh 06paboTKy BXOAAMIX, cocTaBJIeHHs U 0(OPMIIEHHS] OPraHU3aIIMOHHO-
[peANPUHIMATEBCKYIO P P 1T
o — p BHYTPCHHI H MCXO/UIIITHX ZUGHEEE pacropsIUTENbHBIX TOKYMEHTOB (manee - OP/);
pobeccromanbHoi KOHTPOIIb 33 X HCHOIHEHHEM; 0(OPMIIATH  CTEMAX M THIIOBAIX TeXHOLOL T
e TENBHOCTH, AOKYMCHTBI LA ICPE/adi B apXHB IOKYMEHTAIHOHHOTO 00ECIeYeH s YIIPpaBIeHuUs

1 .
Jlannwiii pazoen ucnonvsyemcest 6 pabouux npocpammax 0oueo6paz08amenbHblx y4eOHbIX OUCYUNIUH




OK 05. OcymiecTBisTh
YCTHYIO U MTUCBMEHHYIO
KOMMYHHKAIIHIO Ha
TrOCYJJApPCTBCHHOM SI3bIKE

¢ y4eToM ocoOeHHOCTEH
COILMAJIBHOTO U
KYJILTYPHOTO KOHTEKCTA.
OK 08. Hcnoons3oBaTh
cpeacTBa ¢uznveckoi
KYJIBTYPBI JIJISl COXpaHEHUs]|
M YKpEIUICHWs 3JI0POBbS B
poriecce

podeccuoHaIbHON
NesITeNTbHOCTH 171
[0 IePIKAHUS
HE0OXO0TUMOTO YpOBHS
(br3naecKoi
[10/ITOTOBJICHHOCTH.

OK 09. Tlonb3oBaThes
podeccruoHaIbHON
TOKyMEHTaIeH HA
rOCy1apCTBEHHOM 17l

MHOCTPAHHBIX SA3bIKAX.

[IK 1.1. Onpenensare
LieJIM ¥ 3a/1a4H,
[JIaHUPOBATh YPOKH.

[1K 1.2. IIpoBoauTs
YPOKHU.

[1K 1.3. PaccmaTpuBaTh
[MaKeT TOKYMEHTOB JIsl
Ha3HAYCHHS IICHCHH,
[M0COOUIi, KOMIICHCAIIUIA,
IPYTUX BBITLIAT, @ TAKKE
Mep COLUAIBHOMN
[MOAICPKKH OTACITIbHBIM
KaTeropusiM Tpak/iaH,

["OCTom; ocymecTBIATE 00pabOTKy BXOISIINX,
BHYTPECHHUX U UCXOMAIINX JOKYMEHTOB, KOHTPOJIb
3a MX UCIIOJIHEHHEM; OPOPMIISTH JOKYMEHTHI JIIS
repeiadd B apXUB OpraHU3alnuu

- 3Haem O TIOHATHX JOKYMEHTA, €ro CBOMCTBAX,
crioco0ax JOKYMEHTHUPOBAHHMS; ITpaBHUIIax
COCTaBJIeHUs U 0()OPMIICHHSI OPTraHU3aOHHO-
paciopsIuTeIbHBIX JOKyMEHTOB (nanee - OPJI);
CHCTEMaX U TUIOBBIX TEXHOJIOTHUSIX
ITOKYMEHTAI[HOHHOTO 00ECTICYCHHUs YITPABICHUS
nanee - J10Y); 0coOeHHOCTSX JeT0NPOU3BOACTBA
10 OOpAIICHUSM TPAKAAH U KOH(OUACHIIUAIEHOTO
J1eJTIOTIPON3BOJICTBA;

- ymMeem CaMOCTOSTENIbHO O(OPMIIATh
OpraHU3aLIOHHO-PACIIOPSAUTEIbHBIE JOKYMEHTBI
B cooTBeTCTBUH C AeiicTByromuM 'OCTom;
OCYILIECTBIISATH 00PAaOOTKY BXOJAIINX, BHYTPEHHUX
M UCXOJSAIIUX JTOKYMEHTOB, KOHTPOJIb 32 UX
MCTIOJTHEHUEM; O(OPMIIATH TOKYMEHTHI JUIs
nepesavyy B apXyuB OpraHu3aluu

HY>KTalOIIIMCS B

OTJINYHO




COLIMAJILHOM 3aIllUTE.

[1K 1.4. OcyiiecTBisiTh
[yCTaHOBJICHUE
(Ha3HauYEeHUE,
repepacuer, NepeBo),
MHICKCAIUIO U
KOPPEKTUPOBKY IIEHCUH,
Ha3HaYeHHUE MOCOOuH,
KOMIICHCALIMHI U APYTUX
COLIMAJIbHBIX BBIILIAT,
MCIIONB3YS
MH(pOpPMaIMOHHO-
KOMITHIOTEPHBIC
TEXHOJIOTUU

I1K 1.6.
KoHCynbTHPOBATH
CpaXkJaH u
[peicTaBUTeNen
FOPUIUYECKUX JIUL] 1O
BOIIpOCaM MEHCUOHHOTO
oOecrieueHus 1
COLIMAILHOM 3aIlUTEI.




2 TunoBble KOHTPOJIbHBbIE 3a1aHN I, HEOOX0AMMBbIE IJIS OLEHKH Pe3yJIbTaTOB 00y4eHHus,
xapakrepusyommx ¢GopMUpoBaHHE KOMIIETEHIHH B Mpolecce OCBOEHHs 00pPa30BaTeJbHOI
NPOrpamMmbl

2.1 TunoBble KOHTPOJIbHbIE 3aJaHUsl, HMCHOJb3yeMble /IS TPOBeJAEHUS] BXOJHOIO
KOHTPOJIA

U3 npeonosncennbIX 6apuanmos omeemaos evlopams 00UH NPaAGUIbHLLIL

1. Perymupyroiue mnpaBuiia pe4yeBOro IMOBEJICHHS, CHUCTEMa HAIMOHAIBHO CHEIU(PUUYHBIX
CTEPEOTHITHBIX, YCTOWYMBBIX (HOpMYN OOIIEHUS, MPUHATHIX W MPEANHUCAHHBIX OOLIECTBOM IS
YCTaHOBJICHHUSI KOHTAaKTa COOECETHUKOB, MOJJEpKAHUS U NpPEphIBaHHUS KOHTAKTa B H30paHHOM
TOHAJILHOCTH — 3TO:

a. PEYEBOM ATUKET;

0. peyeBoe OOIIICHHUE;

B. pPa3rOBOpHAs peyb;

T. pa3sTOBOPHBIN CTHUJIb.

2. B KHM)KHOM SI3BIKE CYIIECTBYIOT OCHOBHBIE (DYHKIIMOHAJIBHBIC CTHIIN:
a. HAy4YHbIH,

0. odUIUATBHO-1ETIOBOM

B. IyOJUIIMCTUYCCKUH.

T. BCE BBIIICTICPEYHCIICHHBIE.

3. PedeBas KOMMYHUKANHsI - 3TO PEUYEMBICIUTENbHAS JCATCIBHOCTh, OCYIIECTBIIIEMas B
LIEJIAX B3aMMOJIENCTBHS:

a. Ja;

0. HeT.

4. 3aK0H, pE30IIOIIHSI, TOTOBOP, MHCTPYKIIUS, XKajlo0a 1 Ap. — HKaHPHI:
a. MMyOJIUIIUCTUIECKOTO CTHUIIS,

0. oduIMaNTBbHO-1ET0BOTO CTHIIS;

B. HAYYHOT'O CTHJIS,

T. pa3rOBOPHOTO CTHIISL.

5. OpunuanbHO-IEIOBOM CTHIIb OTIMYACTCS TOYHOCTHIO (DOPMYITHPOBOK, OC3IMYHOCTBIO U
CYXOCTBIO M3JIOKEHUS, BBICOKOH CTaHAaPTHOCTHIO, OOJIBIINM KOJIMYECTBOM YCTOHYHUBHIX 00OpPOTOB,
KIJIHIIIE:

a. 11a;

0. HeT.

6. Cnenuduueckas ¢popma B3aUMOACHCTBHSI JIFOJIeH B MPOIECCe UX MO3HABATEILHO-TPYAOBOI
JEeSITeTbHOCTH — JTO:
. KOMMYHHKA0€TbHOCTb;
. KOMMYHHKATHBHBIA TUT BBICKa3bIBAHHUS,
. KOMMYHHUKa0eTbHBIN (OOIIUTENHHBIN) YeTIOBEK;
. KOMMYyHHKAITHSI.

- Ao R

7. BepbOanbHasi KOMMYHUKALHSI— 3TO:

a. o0IIeHUe C TOMOIILI0 HECIIOBECHBIX CHMBOJIOB M 3HAKOB;
0. oO1IEeHME C TTOMOIIBLIO CIIOB;

B. CIIOCOOHOCTH K OOIIEHHIO;

T. Pa3HOBUIHOCTH KHUXKHOTO SI3BIKA.



8. IlyOnumucThuecKuid CTWIb XapaKTepeH, TPEeXAe BCEro, JUisi CPEACTB MacCOBOM
nHpopManuu:

a. 1a;

0. HeT.

9. Ctnibk TEKCTa — 3TO:

a. CTUJIb, KOTOPBIN COACPKUT TOJBKO MPU3HAKY MIPUPTA;

0. CTHJIb, KOTOPBIN CONEPKUT OIIEHKY aBTOPa MPOUCXOISIINX COOBITHI;

B. CTUJIb, KOTOPOMY IIPUCYILXA SMOIIUU U YYBCTBEHHOCTb;

T. CTHJIb, KOTOPBIH CBOMCTBEHEH B OINPEICICHHON chepe KU3HENeATSIbHOCTH.

10. 3ammdpoBka peueBbIX CUTHAIOB C MOMOIILI0 IPa@UUECKUX CHMBOJIOB — 3TO:
a. MPOTOKOJT,

0. IMHCBMO;

B. KT}

I. JIOKJIaJHAas 3aIKiCKa.

2.2 Tunossie KOHTPOJIbHbIEC 3aJJaHU#, HCI0Jb3YyE€MbIC I TEKYHIEro KOHTPOJIA II0
AUCHHUIIJINHE

2.2.1 TecThl IO JUCHUILIMHE

Bapuanr 1

1. Ha xakoMm dopmaTe Gymaru MCNOTHATCH CJIyKeOHbIe JOKYMEHTbI?

A2 A7 A5 A4

2. Kakue 13 10KyMeHTOB OTHOCATCS K pacOPSAAMTEIbHbIM?

[Ipotokon

HNHCTpYyKTUBHOE TMCBEMO

[Tpuka3 no Bonpocam o01el 1eATebHOCTH

[TonoxxeHne

3. JaToii npuka3a siBJsieTcs AaTAa...

COTJIaCOBaHUs

MO CaHUS

YTBEPKACHUS

perucTpanuu

4. Kakue 10KyMeHTBI OTHOCATCS K OPraHU3alHOHHBIM ?

IIpuka3s

[TonoxxeHune

Ykazanue

CnpaBka

5. PykoBoanTesns GupMBI € IOMOIILIO OPraHM3ANMOHHBIX JOKYMEHTOB...

OCYIIIECTBIISIET YBOJIbHEHHE PAOOTHUKOB

ofpenenseT npaBa U 003aHHOCTH COTPYIHUKOB

MOOUIPSET OTIUYMBILErocs paOOTHHUKA

oTpeieNsIeT MOCIe0BaTEIbHOCTh ASUCTBUM MPU BBIOJIHEHUH TOW WIJIM HHOM paboThI

6. IIpuka3 - 3710 NPaBOBOM AKT, U31aBAEMBIIi...

PYKOBOAMTENEM OpraHU3allMy Ha IpaBax €AMHOHAYaIMs C LEIbI0 pa3pelIeHHs OCHOBHBIX
BOIIPOCOB

BBICILIMMU OPraHAMHU HUCIIOJHUTENBHOM BIACTH

PYKOBOAMTENEM OpPTaHU3alMU [0 BOIIPOocaM HH(POPMAIIMOHHO-METOJUYECKOT0 XapaKTepa

COBEILATEJILHBIMU OPTaHaMU yUPEKICHUS

7. Kakoe onpenesienne orHocuTcs K cnipaBke? «/lokymeHT, copepxammi ...»



noapoOHOE ONMUCaHMe Kakoro-mubo ¢akTa WM COOBITHS C BBIBOAAMU M NPEATIOKCHUSIMU
aBTOpa

NOIPOOHBIN X0 KaKOT0-JINOO MEPOTIPHUSATHS

nepeyeHb MepONpUATUI

MOJITBEPIKICHUE WIIM OMHMCAHUE TeX WM UHBIX ()aKTOB M COOBITUI

8. Bo BBOHOM YacTH pacnopsiAMTEILHOIO JOKYMEHTA COAePKATCH...

LEJIU ¥ MPUYUHBI CO3IaHUS TOKYMEHTa

OCHOBHbIE HaIlPaBJICHUS JEATEIbHOCTH YUPEKICHUS

pacnopspKeHUs PYKOBOAUTENS

CPOKHU HCIIOJIHEHUS PACTIOPSKEHUS

9. K xakoii rpynmne 10KyMeHTOB OTHOCUTCS IIPOTOKOJ?

K pacrlopsiAuTeIbHbIM

K JINYHBIM

K CIIPaBOYHO-MH(OPMALMOHHBIM

K OpraHu3al1OHHBIM

10. Kakoro pexkBu3uta HeT B opmyJisipe ci1y:KeOHOr0o mucbma?

HaumenoBanus yupexaeHus-aBTopa

HaumeHoBaHus Buia JOKYMEHTa

3aroyioBKa K TEKCTY JIOKyMEHTa

Anpecara

11. Kak Ha3pIBaeTcsi JOKYMEHT, B KOTOPOM OIpeleJSAIOTCH J0JKHOCTHBIE
00513aHHOCTH Pa0OTHUKA yUpPe:KICHUs?

IIpaBuna

NucTpykius

VYcras

ITonoxxenue

12, JlokymeHT, (pUKCUPYIOLIUI X0/ 00CYKAeHUSI KAKOT0-1100 BONPOCA - ITO...

AkT IIporokon IIpukas JloknagHas 3anucka

13. K kakoii rpynmne 10KyMeHTOB OTHOCSITCSI CIIPABKA U JIOKJIA/IHAsI 3anucKa?

K crpaBouHO-nH(MDOpMALIMOHHBIM

K nuunpiM

K pacnopsinurensHbIM

K oprannzannoHHbIM

14. Kakas oprrexHuKa HCHOJIb3yeTcs /AJs ONEePATHBHOI INePeChbUIKU CIY:KeOHbIX
nucem?

Komnrerotep @akc Kcepokc Tenedon

15. OO0bsicHUTeIbHASA 3aIIUCKA MOANUCHIBACTCH...

PYKOBOJUTENEM MPEANPUITHS, OpPraHU3alNuN

COCTaBUTEJIEM

npejaceaTe’aeM U WieHaMH KOMUCCUHU

CEKpeTapeM pyKOBOJIUTENS

Bapmuanr 2
1. Tekcr aKkTa 10/17KeH 3aKAHYNBATHCS...
PACCBUIKOM IO IK3EMIUISIpaM
OTMETKOH O NMPHIOKEHUH K TOKYMEHTY
MOJMUCAMU
NI€YaTHIO
2. 3aBepuTenbHas HAANKUCH Ha 10KyMeHTe «BepHo» yaocToBepsieT, 4To...
IIPABWJIBHO YKa3aH aJpec
MacCHOPTHBIE JAHHBIE 3asBUTEINS COOTBETCTBYIOT 1€HCTBUTEIBHOCTH
JaTa JOKyMEHTa BEpHa



KOIUS JOKYMEHTA TOYHO COBIAJAET C NOJIMHHUKOM

3. JJoxkyMeHT0000pOT - 3TO IBU:KEHHE JOKYMEHTA ¢ MOMEHTA...

€ro CO3/1aHus 710 OTIPABKU

€ro MoJIy4yeHHs 10 MOIIUBKH B JI€JI0

€ro CO3/1aHus 710 OJIIUBKHU B JIEJI0

€ro MOoJIy4eHHs UM CO3AaHus J10 MOALIMBKY B JIEJIO UM OTIPaBKU

4. I'ne pacnosaraercs pexkBusut «Ha3panue Buga 10KymMeHTa»

B BEpXHEW 4aCTH CTPAHUIIbI ClIEBA

B BEPXHEM IIPABOM YTy I10J KOAOM IPEAIPUSITUS

CJIeBa WJIU MOCPENHE CTPAHHIIBI

S. Kakoii 1oxymMeHT umeeT pekBU3HT «I'pu¢ yrBep:kaenus»

CITy)eOHOE MUChMO

IIPOTOKOJI

IpUKa3

aKT

6. B cocTaB peKBU3MTA «HOANMCHY» BXOAAT

HaMMEHOBAHHUE JIOJDKHOCTH, JINYHASI IOJIHCh, e€ pacum(poBKa

HalMEHOBAHMUE JOJDKHOCTH JIOJDKHOCTHOTO JiMia (BKJIIOYas Ha3BaHUE YUYPEXKIEHUs), C
KOTOPBIM COTJIaCOBBIBAETCS IOKYMEHT

JMYHAas! OANUCH BU3UPYIOLLETo JIUIa

7. ITo MecTy cocTaB/IeHHsI JOKYMEHTbI OAPA3AeSI0TCS Ha:

BHYTPEHHUE U BHELIHHE IPOCTbIE U CJIOKHBIE TUIIOBbIE, TpadapeTHsbie,
WMHUBUAYaJIbHbIE

8. ITo ropuauyeckoii cujie JOKyMeHThI IOAPa31e/ISI0TCH HA:

OOBIUHBIE, CEKPETHBIE U JJIS CIIY>KEOHOTO MOJIb30BaHUs

HOJUIMHHBIE U MOJIJI0XKHbIE

HOJITMHHUKY (OpUTHUHAJIBI), KOITUU

9. ABTOPOM CJIyKe0HOI0 NMCbMA SIBJISAETCH...

opranusanus, pupma, OT UMEHH KOTOPOIl MOCHIIAETCS MUChMO

JOJKHOCTHOE JIMII0, KOTOPOE NOCHUIAET TUChbMO

UCIIOJIHUTEIb, KOTOPBIN TOTOBUT MUCHMO JIMIO, OTIPABUBIIEE MHUCHMO

10.  Kakoro pekBH3UTA HeT B (hopmyJisipe cJ1y:Ke0HOro mucbma?

HaumenoBanus yupexaeHus-aBTopa

HaumeHoBaHMs BUa JOKyMEHTA

3aroyioBKa K TEKCTY IOKYMEHTa

Anpecata

11.  PexkBM3HMT ci1y:Ke0HOr0 MUCbMa - 3TO...

4acTh TEKCTA UCbMa

¢bupmMeHHbIH OIaHK

€r0 OTJEJIbHBIN DJIEMEHT

LITaMIT OpraHU3aliy, HallMCaBUIeH MICbMO

12.  [laroii akTa siBjsieTCs AaTA...

YCTaHOBJIEHHOT'O COOBITHSI TOJNUCAHUS YTBEPXKACHUS M3TOTOBIICHUS aKTa

13.  Pe3o/onuio Ha cJIy;Ke0HOM NMMCbMe MOKHO MUCATb...

M0 TEKCTY NMHUChMa

Ha OT/IeJIbHOM JIUCTE OymMaru

B OTJIEJIbHOM CHEIMAIbHOM JKypHaJe

Ha CBOOOHOM OT TEKCTa MECTe

14.  TI'me nomemaercsi «OTMeTKA 0 MOCTYIUIEHHH IOKYMEHTAa B OPraHu3aIuio»?

Ha nesom noste

Ha BepxHem nose

Ha amxuem nosne



Ha nmro60oM cBOOOIHOM OT TEKCTa MecTe

15.  JlokymeHTHI GOPMHUPYIOTCS B /1eJia B COOTBETCTBHMU C:
MOJIOKEHUEM 00 YUPEeKICHUN

NEPEYHEM JIOKYMEHTAIbHBIX MATEPUAJIOB C YKa3aHHEM CPOKOB XpaHEHHS
I'OCTom Ha opraHU3alMOHHO-PACTIOPSAUTENBHYIO IOKYMEHTALIUIO
HOMEHKJIATYPOU JET YUPEKICHHS

WHCTPYKIIUEH 10 JeTOMPON3BOACTBY IaHHOTO YIPEKICHUS

Bapuanr 3

1. Ecan 1okymMeHT uMeeT NpuJio:keHne 00LeMmoM cBbimie 250 JncroB:

npUIokKeHne GOPMHUPYIOT B IOTOIHUTEIBHBIA TOM TOTO K€ JIeJIa, YTO U OCHOBHOM JTOKYMEHT

npuiiokeHue GopMUPYETCsl B CAMOCTOSITENILHOE JIEJI0

IPUJIOKEHNE MOKET MOIINBATHCS C OCHOBHBIM JOKYMEHTOM

MPUIOKEHUE 0053aTeIbHO MOAIINBAETCS BMECTE C OCHOBHBIM IOKYMEHTOM

2. Kakyio uaopmanuio coep:KuT HTOroBasi 3alUch K HOMEHKJaType aena?

006 o01IeM KOIMYECTBE 3aBECHHBIX JIEI.

O noBpeX/IeHHBIX IPU XpPaHEHUU JIeTax.

O cpaue e Ha ApXUBHOE XpaHEHHUE.

O He3aBeJEHHBIX JIeTax.

3. HUcnosiHuTe b 00paTHiicsi K CEKpeTap ¢ Mpoch00 O MepeHoce CpoKa
HCIIOJIHEHHS] JOKYMEHTAa, MOTHBHPYHl 3TO YBa:KMTeJbHOH NpU4YHHOi. UTO 10/17KeH OTBETUTH
HCIIOJIHUTEI0 CeKpeTaphb?

[TocoBeTOBaTh NCIIOTHUTEIIO YCTHO OOPATUTHCS K TUPEKTOPY M PEHIUTH 3TOT BOTIPOC.

Jonoxute 00 53TOH mpockOe AUPEKTOpPY, BHECTH WCHPABICHHE B PETUCTPALMOHHO-
KOHTPOJIbHYIO KapTOUKY W IOJYYUTh B HEH BU3Y AUPEKTOPA, MOJITBEPKIAIOLIYI0O €r0 COIJIacUe C
[IEPEHOCOM CPOKa UCIIOJIHEHHUS.

WcnpaBuTh CpoK UCIOIHEHUS CAMOCTOSITENIBHO.

4. Bbi0epuTe HOMeEp NPAaBUJIBHOTO YTBEPK/ICHUS:

[TocTynuBmivie B OpraHu3alvi0 JOKYMEHTBI PErHCTPUPYIOTCS CEKpeTapeM BbIOOPOYHO, B
COOTBETCTBUM C YTBEPKIEHHBIM «lIpuMEpHBIM NEpeYHEM AOKYMEHTOB, KOTOpBIE HE MOAJIEXKAT
perucTpamumn.

M3 Bcex MOCTYNUBUIMX B OPTaHU3ALMIO JOKYMEHTOB CEKpETapb PErMCTPUPYET TOJIBKO TE,
KOTOpBIE MEpPelatoTCs Ha pACCMOTPEHUE PYKOBOJUTEIIO.

Bce noctynusiiye B OpraHu3aliio JOKYMEHThl PpETUCTPUPYIOTCSI CEKPETApPEM.

[TocTynuBuIvie B OpraHu3aiuio JOKYMEHTbI CEKpeTapb PErUCTPUPYET BBIOOPOYHO 1O CBOEMY
YCMOTPEHHUIO.

S. Pe3osronust BKiIOYaeT:

(bamMHUINIO M MHUIMAIBI UCIIOJTHUTENS, COJIepKaHUe IOPYUEeHUs

(baMUINIO UCTIONHUTENS, CO/IEP KAHNE TOPYUEHUS U CPOK UCIIOJIHEHUS

(bamMUINIO ¥ MHULMAIB! UCTIOTHUTES, IPENICcaHue JeMCTBUM, MOAUCH, ATy

6. Kakoro crioco6a perucrpanum He CylecTByer:

KapTOYHbIN

KYpPHaJIbHBII

KOHTPOJIBHBIN

ABTOMAaTU3UPOBAHHBIN

7. @aKT NOCTYNJICHHS] JOKYMEHTA B OPraHU3aluI0 PUKCHPYETCs:

perucrpanuen JOKyMeHTa B peruCcTpalliOHHO-KOHTPOJIbHOM QopMme;

IIPOCTaBIEHUEM OTMETKH O KOHTPOJIE.

MIPOCTaBJICHUEM OTMETKH O MOCTYIIJIEHUH;

8. Kakne 10KyMeHTBI OTHOCATCS K BXOASIIIIUM ?

00BSACHUTENIbHBIE 3aTUCKU

JIOJIKHOCTHBIE HHCTPYKLIUN



ciryxeOHbIe MHChMa

9. JloKyMeHT0000pOT — JBHM:K€HHE JOKYMEHTOB B OPraHM3alMU ¢ MOMEHTa MX
CO31aHMA 10:

nepesavyy Ha UCTIOJTHEHHE

MOJIIITNBKYU B JIEIIO

3aBEpIICHUS UCIIOJIHEHUS WIIA OTIIPaBKU

10. Kakune MOryT ObITh HOMEHKJIATYPBI J1€J1?

KOHKpEeTHast

npuMepHas

TUTIOBAs

BCE BBIIICNIEPEUHCIICHHBIE

11. B HoMeHKJIaType J1eJ] JOKYMEHThI CHCTEMATU3UPYIOTCS:

0 BHJIaM JJOKYMEHTOB

0 CO/ICPKAHUIO

M0 CPOKAM XpaHEHUs

BCE BBILICIIEPEYNCIICHHBIC

12. IMonsaTHe «/le/I0NPOU3BOACTBO» — 3TO:

CUCTEMa XPaHEHUs JOKYMEHTOB

COCTaBJICHUE JIOKYMEHTOB

JTOKYMEHTHUPOBAHUE U OpraHu3anus paboTsl C TOKyMEHTaMU

13.  Kakoii HOpMATHUBHBIN TOKYMEHT B OPTraHU3AMHU ONPe/IeisieT MOPsiI0K padoThl ¢
AOKYMeHTamu?

WHCTPYKIIUS IO IETTOTPOU3BOJICTBY

peraamMeHt paboThl

14.  PerucrpanuoHHble HHAEKCHl KAKHX JIOKYMEHTOB MOIYT OBITH JOMOJHEHBI
nepsoii OykBoii pamuIum aBTopa 10KyMeHTa?

JIOKJIQHBIC U OOBSICHUTEIIbHBIC 3AMKICKY;

MPHUKA3HI 110 JIMYHOMY COCTaBY;

3asBJICHUS, KAITOOBI U TIPEAJIOKCHUSI.

Bapuanr 4
1. PerucrpaniuoHHbIA MHAEKC COCTOUT M3:
MOPSIKOBOTO PErMCTPALIMIOHHOTO HOMEpPA U MHAEKca JIeNa;
U3 MHJEKCA Jiea 110 HOMEHKJIaType U HOMEpPa CTPYKTYPHOTO MOJPa3IeICHMS;
U3 MOPAIKOBOTO PErHCTPAIIMIOHHOTO HOMEPA TOKYMEHTA.
2. Kakue TekcTOBbIC JOKYMEHTAJIbHbIC IOTOKH MOJJIEKAT PErHCTPALMH:
TOJIBKO BXO/ISILIIUE;
TOJIBKO UCXOZSAIINE;
TOJIbKO BHYTPEHHHUE.
BCE BBILLENIEPEYNCIICHHBIE
3. Kakue n1oxymMeHThI nojajie:xat GopMHUPOBAHUIO B jJeJia?
BXOJISLIUE U UCXOSIINE;
BXOJISLI[I€ U BHYTPEHHHUE;
TOJIBKO BHYTPEHHHUE.

4. Ilocne wcHOIB30BaHMA B ONEPATHBHON  JeATEJBHOCTH  NPEANPHUSATHSA
AOKYMEHTBI:

(GopMHpYIOTCS B JieNa B TEUEHHE JEeI0NPOU3BOACTBEHHOIO T0/1a;

YHHUUTOXKAIOTCA

NepealoTcsl Ha XpaHeHHE B apXUB.

5. Kakas HomeHK1aTypa paspadaTbiBaeTcs Ha IPeANPUSTHH:

THIIOBAs;

CUCTCMATU3UPOBAHHAsA;



pUMepHasi;

WHIUBHTyaJIbHAS.

6. Pa3paGoTka HOMEHKJIATYPHI /1]l HA NPeINPUSITHH POBOIUTCS:

C HayJaJia roJia ¥ BBOJUTCS B JICHCTBHE B CICIYIOIIEM TOY;

B IV xBaprane u BBOIUTCs B JielcTBUE C | sTHBaps CleayIOIEero roja;

B |l kBapTasie u BBOIUTCS B ICHCTBHE B IEKAOpE ATOTO KE roja.

7. @opMUPYIOT U XPAHST JeJia:

TOJIBKO B CTPYKTYPHBIX MOAPA3ICICHUSIX;

B KaHIICIISIPUH;

B CTPYKTYPHBIX IMOJPA3ACIICHUSIX U Y CEKpeTaps.

8. I'ne yka3biBaeTcsi CPOK XpaHEHUs IOKYMEHTOB:

BHH3Y OOJIOXKKH JIe1a;

MOCEePEAMHE HUKHETO TIOJIS JIUIIEBOM CTOPOHBI JOKYMEHTA;

MOCEPEIMHE BEPXHETO TOJIS JIUIIEBOW CTOPOHBI JIOKYMEHTA;

M0 YCMOTPEHHIO CEKpeTapsi.

9. 3a kakoil mepuoJ BpeMeHH I0OKYMEHThI (popMupYyIOT B J1esa?

30 xameHgapHBIX JHEH C MOMEHTA MCIIOJIHEHUS JOKYMEHTA;

3a 1 xaneHgapHbBIN TOI;

3a KBapTal.

10. C KaKkoro MOMeHTA JeJI0 CUNTAEeTCH 3aBeAEHHBIM ?

YTBEPKIACHHS HHIUBUyaTbHOW HOMEHKIIATYPHI 1T PYKOBOAUTEIIEM;

BKJIIOUEHUS B HETO MEPBOT0 HCIIOTHEHHOTO TOKYMEHTA,

3aBEpPIICHUS MCIIOTHCHUS JOKYMEHTA.

11. Eciu mnorpedoBajsioch BbLIATH B TeYeHHEe JIeJONPOU3BOACTBEHHOI0 Trojaa
AOKYMEHT, Yke BKIIOYEHHBIN B 1€J10:

HE UMEIOT MpaBa BbI1aBaTh JOKYMEHT;

BBIJIAIOT C pa3pellieHUus PYKOBOJIUTENST MPEANPHUATHS, a HAa €ro MECTO 3aKjaJbIBaeTCs
3aBepeHHast KOMHS:

BBIJIAIOT, @ HA €T0 MECTO 3aKJIABIBACTCS KapTa-3aMECTUTEIb;

BBIJIAIOT, @ HA €r0 MECTO 3aKJIaJbIBACTCS JINCT-3aMECTUTEb.

12.  Paspemaercs JiM Bbllaya e B JApPyrue OPraHu3alUM IOcJe 3aBeplIeHHs
AeJIONPOU3BOACTBEHHOIO Io/ia:
HET;

1a, ¢ pa3pelieHus] pyKOBOIUTENS,

Jla, C pa3pelieHus cekpeTapsi.

13. B 3aBuCMMOCTM OT LEHHOCTH JOKYMEHTOB U CPOKOB XPaHEHHS MPOBOIMTCS
odopmieHue e:

MTOJIHOE;

YIIPOIIEHHOE;

THIIOBOE;

WHIWBUAYAIBHOE;

BCE BBIIIENIEPEUHUCIICHHBIE.

14, Ilo 3aBepuIeHMH 1€JIONPOU3BOICTBEHHOI0 IoJa /iejia, HMeIHe CPOK XPaHEHUs
NMOCTOSIHHBIN UJIM 10JITOBPEMEHHBbIN:

NEePEKIIaIbIBAIOTCS B IpYyroi mkad;

MepealoTCsl B BEJOMCTBEHHBIN apXHB;

MepPEeTAr0TCs B TOCYAPCTBEHHBIN apXUB.

15.  JlokymeHTHpOBaHHe — 3TO:

a) NpUJAHUE IOPUAMYECKON CHIIBI NPUHATOMY YIPABIEHYECKOMY PEIICHHUI0 C TOMOIIbIO
JIOKYMEHTOB;

0) 3amKCh B COOTBETCTBUU C 3aKOHOIATEIHCTBOM;



B) CO3JaHHE JIOKYMEHTOB, T.C. 3allUCh IO YCTaHOBJCHHBIM (opMaM HEOOXOAMMOMN Jyis
yTpaBieHus: HHQOpManum.

Bapuanr 5

1. JlokymMeHTallHOHHOE o0ecrieYeHne yIpaBJaeHHus — 3TO:

a) OTpacip AesATeNbHOCTH, OOecreurBaronias JOKYMEHTHPOBAaHUE U OPTaHU3alHI0 PabOTHI C
o(unmaNbHBPIMUA JOKYMEHTAMH;

0) mpueM 1 00pabOTKa JOKYMEHTOB, HEOOXOUMBIX ISl IPUHSITHS YIIPABICHYECKUX PEIICHUM
Y peanu3aluu yIpaBICHYECKUX (YHKIIHIA;

B) 3alMCh IO YCTaHOBJCHHBIM (opmam wuHPOpMAIMK, HEOOXOAMMON IO peaTu3aluu
YIPABICHYECKUX PELIEHUN.

2. OnpenesieHue TEPMUHA «IOKYMEHT):

a) 3aQuKCUpOBaHHAs Ha MaTepHaJIbHOM HOcUTesne HHGOpMAIUs C PEKBU3UTAMH,
MO3BOJISIIOIIMMU €€ HACHTU(ULIHPOBATh; ©) CPEACTBO 3aKperUieHUs Ppa3IU4HbIM CIIOCOOOM Ha
CMELMATbHOM MaTepHallbHOM HOCHTEJNEe HHPOpManuu 00 yIpaBICHUYECKUX PEUICHUSAX; B)
MaTepuaIbHbIi 00BEKT C 3anevaTieHHON nHpopMaueii.

3. CoraacHo Tpe6oBanusiM, ycranojienuibiMm B ['OCT P7.0.97-2016, kaxnmoe
npeanpusiTue 00s13aH0 NPUMEHSATh:

a) oOmmwmii 6J1aHK, OJTaHK MpHKa3a, OJJAHKU KOHKPETHBIX BUIOB JIOKyMEHTOB;

0) GyaHk mpeAnpusATUsl, OJaHK MHChbMa, OJIAHKH KOHKPETHBIX JIOJKHOCTHBIX JIHIL;

B) OJIaHK MUCHhMa, 00K OIaHK, OJJAaHKM KOHKPETHBIX BU/IOB JIOKYMEHTOB.

4. IIpenmyniecTBa yrjioBoro mraMmna o0ecrne4uBaT:

a) SKOHOMMIO IUIOIIAJU JIMCTa; O) COBPEMEHHBIN [M3aiiH; B) BBINOJHEHHE TPeOOBaHUI
I'OCTa.

5. ®opmyasip-o0pa3en; OpraHM3aMOHHO-PACTIOPSANTEIBHOI0 JOKYMEHTAa MpeaCTaBJIsieT
codoii:

a) MakeT OJIaHKa JOKYMEHTa, IIOATOTOBICHHOTO K U3AaHUIO THIIOTPAPCKUM CIIOCOO0M;

0) oOpazer; 6aHKa TOKYMEHTA;

B) CXEMY pacloJIOKEHUsI PEKBU3UTOB OPraHU3allMOHHO-PACIOPSAUTEIBLHOTO JOKYMEHTA;

r) oOpasel; KOHKPETHOT'O BU/1a OPTaHU3aIIOHHO-PACHOPSAUTENIBHOTO JOKYMEHTA.

6. CoBMecTHBII OPraHN3alMOHHO-PACIIOPSAUTEIbHBIN JOKYMEHT 0opmIisieTcs:

a) Ha OJlaHKe OJIHOM U3 OpTraHU3AlHiA;

0) Ha coBMeCTHOM OJIaHKe JIBYX OpraHu3alluii;

B) Ha YUCTOM JHcTe popmata A 4;

') Ha OJIaHKaX BBILIECTOAIUX OpraHU3alui.

7. B kakoM BapuaHTe 0TBeTa NPABUJIbHO HA3BaHbI PEKBU3UTHI 00111ero 0J1aHKAa:

a) HaMMEHOBAHME OpraHM3allK, IMOJIeMa OpraHu3aluy WK TOBapHBIN 3HAK, HAUMEHOBAaHUE
Buaa nokymenta, OI'PH, MHH/KIIII, 3aronoBok K TeKCTy, aapecart;

0) HauMeHOBaHUe OpPTraHu3alliy, MECTO Ul BUJIa JOKYMEHTA, 1aTa, peruCTPallMOHHbII HOMEp
JOKYMEHTa, MECTO COCTaBIICHUS;

B) HaMMeHOBaHue opranm3anuu, ko opranusamuu, OI'PH, MHH/KTIII, cipaBouHbie 1aHHbBIE
00 opraHM3aluu, JaTa, pEerucTPAllMOHHBIA HOMEp, CChUIKAa HA PETUCTPAI[MOHHBIA HOMEp M JaTy
JIOKYMEHTA.

8. B xakoM BapuaHTe 0TBeTa Ha3BaHbI PEKBU3HTHI KOHKPETHOI0 BI/IAa JOKYMEHTA:

a) ToCyAapCTBEHHBIH repO, kox ¢GopMbl JOKYMEHTa, HAMMEHOBAaHHWE BHIA JIOKYMEHTa,
pEerucTpaloHHbIN HOMEp, aTa JOKYMEHTa, MECTO COCTaBIICHUS;

0) HaMMEHOBaHUE OpraHu3aliy, 5MOJeMa WJIM TOBApHbI 3HAaK, HaWMEHOBaHHE BHUIA
JOKYMEHTA, KOJ] OpraHu3aluu, KoJ GopMbl TOKYMEHTA, J1aTa, pETUCTPAllMOHHBINH HOMED;

B) HaMEHOBaHHE OpraHU3ali, HAUMEHOBAHUE B/ TOKYMEHTA, PErHCTPAIl[MOHHBII HOMeED,
JaTa J0KyMEHTa, MECTO CO3JJaHMs JOKYMEHTA.

9. B kakoMm BapuaHTe 0TBeTAa NPABUJIBLHO HA3BAHbI PEKBU3UTHI 0JIaHKA NUCbMAa?



a) HaMMEHOBAaHWE OpPraHM3allMU, KOJA OpraHu3alMH, KoJ (HOpMBI JOKYMEHTa, CIpaBOYHBIC
JTaHHBIE 00 OpraHU3aINH;

0) HaMMEHOBAaHMWE OpraHM3allMM, HAUMEHOBAHUE BUJA JOKYMEHTA, AaTa, PErUCTPallMOHHBIN
HOMED;

B) HAMMCHOBAHUE OpPraHU3aIly, CIPABOYHbIC JaHHbIe 00 opranusanuu, OI'PH, MHH/KIIII,
JlaTa, PErUCTPALlMOHHBI HOMEP, CChUIKA Ha PETUCTPALMOHHBIN HOMEP U JaTy JOKYMEHTA.

10. B kakom BapuaHTe NPABWJIBHO HA3BaHbI PEKBU3UTHI 0JIaHKA Npukasa?

a) rocy/lapCTBEHHbIH rep0, HAMMEHOBAHUE OpraHU3allMM, HAUMEHOBaHHE BMJA JOKYMEHTa
«[TPMKA3», nata noxymMeHTa, perucTpallMOHHBIA HOMEP, MECTO COCTaBJICHMUS];

0) rocynapcTBeHHbIH rep0, HAUMEHOBaHME OpraHM3allid, HAUMEHOBAHUE BUAA JOKYMEHTa
«[TPUKA3», nara, perucTpauMOHHBI HOMEp, MECTO COCTABIICHHS, CIIPaBOYHBIC JJaHHBIE 00
OpraHu3aluy;

B) »MOiema, HauUMEHOBaHME opraHumszanuu, Bujx JokymeHta «IIPMKA3», nara, mecro
COCTaBJICHMSI.

11. Hymepanusi cTpaHul JOKYMEHTA NPON3BOANTCS:

a) 10 LEHTPY HUXKHEro oJisl; 0) B IPaBOM HMXKHEM YTy JOKYMEHTa; B) 110 LEHTPY BEPXHEro
I10JIs1; T') B IPaBOM BEPXHEM YTy JOKYMEHTA.

12. PeKBU3HT JOKyMeHTa — 3T0:

a) pupMeHHBII 0JIaHK;0) OCHOBHAS YaCTh JOKYMEHTA;B) €T0 OT/ACIbHAS YaCTh.

13. UneHTH(PUKALMOHHBIMH PeKBU3HTAMH IOKYMEHTA SABJIAIOTCS:

a) aBTOp, BUJ, J1aTa, UHJEKC, TEKCT, IOAIMNCH;

0) nara, MHAEKC, TeKCT, HOIHCh, IIeYaTh, aipecar;

B) aBTOp, aJpecar, BU3a, IOJIUCH, IeYaTh, TEKCT.

14. U3 mnepe4yuc/ieHHbIX HHKE PEKBH3MTOB OPraHM3aNMOHHO-PACIIOPSAUTEIbHBIX
JAOKYMEHTOB Bbl0epHTe peKBU3MThI, HEO0X0AMMbIe JIsl PUAAHUS JTOKYMEHTAM IOPUANYEeCKOMH
CHJIBI:

1. CnpaBounble JaHHble 00 oOpranuzauuud 2.MecTo coCTaBJeHHS JIOKyMEHTa 3.
HaumenoBanue Buaa nokymenra 4. Otmerka o6 ucnoigHeHuu 5. HammeHoBanue opranuzanuu 6.
Peructparmonnsiii Homep 7. Ilommuce 8. Anpecar 9. I'pud yrBepxkmenuss 10. Texcr 11. Jlata
nokymeHTa 12. Busa cormnacoBanus

15. Kakue cnioco0b1 ogopmiieHust 1aThbl B IOKYMEHTAX SIBJISAIOTCH NMPaBUIbHBIMH

a) 05.02.07. 1) 5 pespans 2007 r.

6) 05.02.2007 r. e) 07.02.05

B) 05 ¢eBpans 2007 r. x) 05 despans 2007

r) 2007.02.05

Bapuanr 6
1. I'pud yTBepxkIeHUsI CTABUTCH:
a) Ha JJOKYMEHTaX, yKa3aHHBIX pPyKOBOJUTENEM (PUPMBI;
0) Ha TOKYMEHTax, ONpe/IeICHHBIX 3aKOHOAATEIbCTBOM;
B) Ha BCEX BHYTPEHHHX JOKYMEHTAaX.
2. Kakum cnoco0oM nmpocTaBisieTcsi AaTa B rpuge yrBeps;KAeHHus JOKYMEHTA:
a) MaIIMHOIIUCHBIM CITOCOO0OM;
0) mpocTaBiIsIeTCsl OT PYKU CEKpETapeM IMocie YTBEpKIAECHHUS TOKYMEHTa PYKOBOIUTEIIEM;
B) MPOCTABIIETCS CAMUM PYKOBOJIUTEIIEM B MOMEHT YTBEPKACHUS TOKYMEHTA;
I') IPOCTAaBIISETCA JTIOOBIM CIIOCOOOM.
3. O0s13aTeJILHOMY YTBEPKACHUIO MOIJIEHKAT:
a) IPUKa3bl;
0) cimy>xeOHBIE 3aIUCKH;
B) KOHTPAKTBHI;
T') LITAaTHOE PacluCaHUE;
1) TapaHTUHHBIE THCHMA.



4. ABTOpPOM CJIyKe0HOT0 MHCbMA SIBJISETCS:

a) JOJPKHOCTHOE JIMLO, OJHMCABIIEE JOKYMEHT;

0) UCIIOJIHUTEIIb, COCTABUBILINHI JOKYMEHT;

B) OpraHM3anus, OT MMEHU KOTOPOH OTIPaBIIAETCsI MUCHMO.

5. IlouToBBIi aapec B peKBU3NTE «AIpecaT» Ha CJHYKeOHOM NMHCbMe YKa3bIBACTCs:

a) Bcerya,

0) B HEKOTOPBIX CIIydasix;

B) HE YKa3bIBACTCSL.

6. Ha noxymeHnTax pa3peimaercsi IpOCTaBJISITh He 0oJiee:

a) OJIHOTO ajpeca;

0) IByX aJIpecosB;

B) TPEX aJpECcoB;

T') YEThIPEX aJPECOB.

7. Ha kakoM ci1yke0HOM NMUCbMe MPOCTABJISIETCS CCHIJIKA HA HOMeEP U ATy JIOKYMEHTAa:

a) rapaHTUHHOM;

0) CONPOBOIUTEIBLHOM;

B) OTBETHOM;

I') HUPKYJIIPHOM;

1) Ha BCEX MUChMax.

8. Uto siBJIsIeTCA AaTOM MPOTOKOJIA:

a) J1aTa MOAIMUCAHUS;

0) mara 3acemaHus;

B) JlaTa pEruCTpaLuy.

9. 3ar0JI0BOK K TEKCTY JOKYMEHTAa MOKHO He COCTABJIATD:

a) Ha COBMECTHBIX JOKyMEHTax;

0) Ha TOKYMEHTaX, COCTaBJICHHBIX Ha OJIaHKaX JOJKHOCTHOTIO JIMIIA;

B) Ha JOKyMEHTaXx, HAaIIPaBJISIEMbIX B [10/1BEIOMCTBEHHBIE YUPEIKICHMS;

I') Ha JOKyMeHTax gopmara A 5.

10. OT™MeTKY 0 HAJIMYMH NPUJI0KEHUsI 00513aTeJIbHO MMeeT:

a) 3a1poc;

0) uH(opMaLOHHOE TUCHMO;

B) CONPOBOAMUTENBHOE MUCHMO;

T') BCE CIIyKEeOHbIE JOKYMEHTBHI.

11. IIpu cocTaBjieHHM OTMETKH O NPHJIO0KEHHM K TEKCTYy CJIy:Ke0HOro mnmcbmMa He
yYKa3bIBaeTcs KOJINYeCTBO JHCTOB, €CJIM NPUJIaraeMblii JOKYMEHT:

a) Ha OJIHOM JIUCTE;

0) cnuIIKoM 00bEMHBIN;

B) Ha OJTHOM JIUCTE C 000POTOM;

I') COpOIIIOPOBaH.

12. OT™MeTKa 0 KOHTPOJIE MPOCTABJISACTCH HA JOKYMEHTe:

a) Ha BEpXHEM I10Ji€ B IIPaBOM YIIIY;

0) Ha HUKHEM TI0JI€ B IIPAaBOM YIIIY;

B) Ha JIEBOM I10JI€;

T') IPOU3BOJIBHO.

13. PexBusut «Iloamuch» Ha JOKYMEHTaX, MOANMUCHIBAEMBIX ABYMS [10JKHOCTHBIMHU
JIMIAMH OJJHOT0 YPOBHs, 0(popMIIsieTCs:

a) B JIBa psAJia Ha OJTHOM YPOBHE;

0) o/1Ha IOJIMTUCH TIOJT APYTOIA;

B) TIO OJTHOM TIOJIMTMCH B IBOWHOM KOJIMYECTBE IK3EMIUIIPOB JOKYMEHTA.

14. lloanuch pyxkoBOAMTE/ISI HA IPUKA3e 3aBePSETCs MeYaThIo:

a) Bcermaa

;0) HUKOT1a;



B) 10 YKa3aHUIO PYKOBOAUTEIIS.

15. Cmnocod yaocroBepeHUusi [OKYMEHTa, MPOM3BOAMMBIH I0CJe MOANUCAHUSA,
CAHKIMOHUPYIOIIMIA pacnpocTpaHeHue [JeHCTBUS [OKYMEHTAa Ha OmNpeleJeHHbId Kpyr

yupesKIeHUil, 10TKHOCTHBIX JHUIl — ITO:
a) CoTJIacOBaHUE;
0) BUBMPOBAHUC;
B) YTBEP)KJICHUE;
T') IPOCTaBJICHHE MeYaTH;
1) 3aBEpeHUE.

Bapuanr 7
1. Ha kakux 10kymMeHTax TpedyeTcs 00si3aTeibHOE MPOCTABJIEHHE MeYATH:
a) Ha MPHUKa3e M0 JIMYHOMY COCTaBY;
0) Ha TpUKa3e 0 OCHOBHOM JeSTEIbHOCTH;
B) HA KOMMEPYECKOM IPEJI0KECHHH;
') Ha TapaHTHUIHOM HHUCHME.
2. [TeyaTh HA OPraHU3ANMOHHO-PACTIOPAIUTEIbHBIX TOKYMEHTAX MPOCTABJISIETCS:
a) Ha JIToOOM CBOOOJTHOM MECTE;
0) ke pexkBusuta «lloanucey;
B) JI0JDKHA OBITh 3aXBav€Ha JIMYHAS TIOIUCH;

F) JOJIKHa OBITH 3aXBaucHa 4YacTh HAMMEHOBAHUS JOJDKHOCTH JIMIa, IIOAIIMCABIICTO

HAOKYMCHT;

3. B pe3yabraTe paccMOTpeHHsI PYKOBOAMTeJeM BXOASIIEr0 JOKYMeHTa Ha HeM

NOSIBJISIETCSI:
a) MOJIIHKCH;0) PE30JIOIHS;B) BU3A.

4. Bu3bl Ha pacniopsiAIUTEeIbHBIX JOKYMEHTAX MPOCTABISIOTCS:

a) Ha IEPBOM JIMCTE NOJIMHHHUKA IOKYMEHTA;

0) Ha MocJeIHeM JIUCTE OUIMHHUKA IOKYMEHTA;

B) Ha MIEPBOM JIMCTE BTOPOI0 IK3EMILISIpa TOKYMEHTa;

I') Ha MOCJIE/IHEM JIUCTE BTOPOTO IK3EMILIIpA TOKYMEHTA.

5. Pe3oJironiusi NpoCcTaBIsieTCs:

a) B IPaBOM BEPXHEM YTIIy;

0) Ha TOJIAX TOKYMEHTA;

B) Ha J1I000M CBOOOJIHOM MeCTe JOKYMEHTa, KpoMe MOJIei;

r) noa pekBuzuToM «lloanucey.

6. K mnporokony B KadecTBe NPHJIOKCHHS [JO0JAKeH OBITH O(QOPMJIEH CIHCOK

NPUCYTCTBYIOIIUX:
a) ecJIM MPUCYTCTBYIOMINX OoJiee 5 4eIoBeK;
0) ecnu mpucyTcTBYIOmuUX O6osee 10 yenoek;
B) €CITU TIPUCYTCTBYIOLUX Oolee 15 uenosek;
T') IpU JTI000M KOJIMYECTBE MPHUTIIANICHHBIX;
1) €CJIM Ha COBEIIaHWW MPUCYTCTBYIOT MPUTJIAMIEHHBIC U3 IPYTUX YIPEKICHHIA.
7. Kakoil peKBU3MT He BXOAUT B (popMyJisip NPUKA3a 110 OCHOBHOM /1eATeJIbHOCTH:
a) Ha3BaHHUE OpPraHU3allNu;
0) BUJ TOKYMEHTA,
B) MECTO U3JaHUS;
T) ajipecar;
1) 3ar0JIOBOK K TEKCTY.
8. OTMeTKy 00 HCIIOJIHUTEJIE PACIIOJIATAIOT:
a) Ha 000POTHOI CTOPOHE MEPBOTO JTUCTA JOKYMEHTA;
0) Ha TUIIEBOM CTOPOHE TIEPBOTO JINCTA TOKYMEHTA HAa HUKHEM TI0JIC;



B) Ha JIMIEBOM WUIIM OOOPOTHOM CTOPOHE MOCIEAHEro JUCTa JOKYMEHTa B JIEBOM HIKHEM
yriy;

') Ha JIEBOM I10JI€ IOKYMEHTA.

9. JIoKyMeHT0000pOT yupe:KIeHHsI peaju3yeTcss B BHje JOKYMEHTONOTOKOB:

a) BHEILLIHUE, BHYTPEHHUE;

0) odunraibHBIC, JIMYHBIC,

B) MH(POPMAITMOHHEIE, PACTIOPSAUTEIbHBIC;

T') 10 OCHOBHOM J€SITeIbHOCTHU, IO JUYHOMY COCTaBY;

1) BXOJIAIIME, UCXOISAINE, BHYTPEHHHE.

10. IlepeyunciieHHbIEe PA3HOBMIHOCTH JOKYMEHTOB pacipeaejnTe HA TPHU FPYIIIbI:

a) OpraHu3allOHHBIE;

0) pactopsiIUTEIbHbIC;

B) HH(POPMAITMOHHO-CIIPABOYHEIC;

1. 3asBnenue 06 yBonpHeHUH 7. JlokmagHas 3amucka

2. HomxnoctHas wHCTpyKmmsi 8. Pacmopsikenme mupekropa 3. CmpaBka o moxomax 9.
[Tpotokon cosemanus4. IlocranoBnenne kosmeruu 10. IlltatHoe pacmucanueS. IlomoxkeHue o0
arrecrauuu 11. [lpuka3 o mpueme Ha paboTy6. WHCTpykuus mo aenonpou3BoAcTBY 12. AKT o
HapYUIEHUH JUCIUILIAHBI

11. Kakoe yTBep:K1eHNe SIBJSETCS MPABUWIbHBIM:

a) Bce OP/] opopmuisitoTest Ha opUIMATBHBIX OJIaHKAX;

0) Bce OPJI MoxHO 0popMIISITh HE Ha OJIaHKaX, KPOME MIPUKA30B U THCEM;

B) otaenbHble BUAbl OPJ[ nomyckaetcst ohopMisiTh He HA OIaHKax;

r) OPJI opopmisitoTcst Ha 6iaHKax WK 0€3 HUX 10 YCMOTPEHHIO OPraHU3alnH.

12. Kakue 10KYMEHTHI SIBJISIIOTCS PACHOPSAAUTEIbHBIMH:

a) JOJDKHOCTHAsi MHCTPYKIMS, IpUKa3, pELIEHUE, YyKa3aHUE, YUYPEIUTENbHbII JOroBOp
(KOHTPAKT);

0) nmpuKasz, IpOTOKOJI, peIIeHNE, YKa3aHUE, TIOCTAHOBJIEHHE, PACIIOPSKEHUE;

B) peleHue, J0roBop (KOHTPAKT), yKa3zaHue, MPUKa3, MPOTOKOJI, PaCIOpsKEHHUE.

13. Kakue 10KyMeHTBI SIBJISIIOTCSI OPraHU3AIUOHHBIMM:

a) ycTaB, TIONOKEHWE, WHCTPYKIHS, CTPYKTypa W IITaTHAs YHWCICHHOCTb, HITaTHOE
pacnucaHue, IpaBuia;

0) ycTaB, MOJOKEHUE, MPOTOKOJ, MOCTAaHOBIIEHUE, MPaBUjia, MITATHOE paclucaHue, JOTOBOP
(KOHTpaKT);

B) YCTaB, IOJIOKEHHE, HHCTPYKIIUS, IMITaTHOE paclucaHue, MpaBuja, MpHUKa3, TOTOBOP
(KOHTpAaKT).

14. CnipaBo4YHO-HH(OPMALMOHHBIMH JOKYMEHTAMH SIBJISIOTCSH:

a) TUCbMO, Tejlerpamma, TeneoHOorpamMma, 3asBIICHHE, akKT, JIOKJaJHas 3aIucKa,
OO0BSICHUTENbHAS 3alMCKa, CIIPaBKa;

0) muceMmo, (pakc, Tenedakc, 3asiBICHUE, aKT, MPEICTaBIeHNEe, aHKETa, JOKIaHAasl 3aIlMCKa;

B) MHCHMO, (pakc, 3asBJICHHE, aKT, MpEACTAaBIECHUE, MOKJIagHAs 3aMucKa, OObSICHUTEIbHAs
3anMcKa, aHKeTa.

15. Kakue pacnopsiinute/bHble JOKYMEHTHI H31aI0TCS HA OCHOBE eIMHOHAYAJINS:

a) yKa3aHHe; I') IOCTaHOBJICHHUE;

0) npuKas; 1) pacropsiKeHue

B) pelIeHue

Bapuanr 8
1. Kakue pacnopsiinTebHble JOKYMEHTbI IPMHUMAIOTCH KOJUIETHAIbHBIMU OPTraHAMM:
a) MPUKAa3bL;
I') IOCTaHOBJICHHUS;
0) ykazaHus;
B) BCE NIEPEUHCIICHHBIE JOKYMEHTBI



I') peLIEHUs;

2. Bxoassimmii JOKyMEHT MPOXOAMT CJeAYyIolHe ITanbl 00padoTKM:

a) COCTaBJICHUE NPOEKTa — COTJIACOBAHME — O(POPMIICHHE — IMOANUCAHUE — PETHCTpalus —
WCIIOJTHEHUE — HAIIPABIICHUE B JIEN0;

0) mpueM — mepBuUYHas 00pabOoTKa — MpeIBapHUTEIbHOE PACCMOTPEHHE — PAcCMOTPEHHE
PYKOBOJAMTEIIEM — UCIIOJIHEHHE — HAIIPaBJICHUE B JIEJIO;

B) COCTaBJICHHE MPOEKTa — COTJIACOBAaHHE — O(POpPMIIEHHE — IMOANUCAHUE — PETHUCTPAIUS —
WCIIOJTHEHUE — OTIPABJICHUE;

I) IpueM — NepBUYHAsA 00pabOTKa — MpenBapUTEIbHOE PACCMOTPEHHE — PETUCTpAIMsS —
pPaccCMOTpEHHNE PYKOBOAUTEIIEM — UCIIOJIHEHUE — HAIIPaBJICHUE B JIEII0;

1) opopmIIeHHE JOKYMEHTOB — MOAMMCAHUE — PETUCTPALIHS — COTIIACOBAHHE — YTBEP)KICHHE —
OTIIPABKa.

3. Ilpu npoBeeHNH NEPBOHAYATbHON 00pa00TKHN BXOAsA e KOPPEeCIIOHICHIIUM:

a) KOHBEPTHI BCEr/la YHUUTOXKAIOT, B JEJI0 MOANIMBAIOT TOJIBKO JOKYMEHTHI;

0) KOHBEPTHI HE YHUUTOXKAIOT, OHU BCETa MOIINBAIOTCS BMECTE C IOKYMEHTAMU;

B) KOHBEPTHI YHUUTOXKAIOT, KpOME KoppecnonaeHuu ¢ rpudom «KondpuaeHunaibHoy;

I') KOHBEPThI YHUUYTOXKAIOT, KPOME KOPPECHIOHICHIIMHU C OTMETKON «JInuHO»;

1) KOHBEPTHl HE YHMYTOXKAIOT, €CIU HA CaMOM JOKYMEHTE HEJOCTATOYHO HH(pOpMaIUH 00
aBTOpE WJIM XapaKTepe JOKYMEHTa.

4. Kakas yacTh nNpuKa3a siBjsieTcsi 00513aTe/IbHOM:

a) KOHCTaTUpYyIoLias;

0) pactopsIIUTEIbHAS,

B) 00e.

5. OcHoBaHMe U3JaHUS NIPUKA3A I10 OCHOBHOM AeSITeJIbHOCTH COAEPKUTCS:

a) B 3ar0JIOBKE;

0) B KOHCTaTHPYIOIIEH YacTH TEKCTa;

B) B MO3UIIMH TeKCTa «OCHOBAHHEY;

T) B IPUJIaraeéMbIX TOKyMEHTaXx;

1) B paclopsiAMTEIbHON YacTH TEKCTa MprKasa.

6. OcHoBaHMe N31aHHA NPHUKa3a 00 YBOJbHEHUH COTPYAHUKA (UPMBbI COACPKUTCH:

a) B 3ar0JIOBKE;

0) B KOHCTaTHPYIOIIEH YacTH MPUKa3a;

B) B MO3UIINH TeKCTa «OCHOBAHUE;

T) B IPHJIaraeMbIX JOKYMEHTaX;

1) B pacnops,AMTEIbHON YacTH TEKCTa MpUKasa.

7. IIporokon [oJskeH OBITH HM3rOTOBJICH II0CJe INPOBEJCHHOIO 3aceJaHHsA
KOJIJIETHAJILHOTO OPIraHA Ha M03/IHee, YeM Yepe3:

a) 1 nenn;

0) 4 nus;

B) 3 nHS;

r) 5 nuei

8. B kpaTkoM NpoTOKOJIe MOTYT OTCYTCTBOBATH MO3MIIUM TEKCTA:

a) BBICTYITWJIN, TIOCTAHOBWJIN; B) IOCTAaHOBWIIH;

0) ciymranu, BBICTYIHIIN; T) IOBECTKA JTHS;

1) BBICTYITUJIH.

9. 1015kHOCTHYI0 HHCTPYKIHMIO BBOJAMT B JIelicTBHE:

a) pyKOBOJUTEIb OpraHU3allH;

0) pyKOBOAMTENb CTPYKTYPHOT'O MOApa3/IeICHHS;

B) HauaJIbHUK OTJIENa KaJIpOB;

T') HUKTO HE BBOJUT, €CJIM OHA THITOBas.

10. Kak BHOCSATCSI ©3BMEHEHUS B I0J)KHOCTHYI0O HHCTPYKIHMIO:



a) W3MEHEeHHs OQOpPMIIAIOTCA Ha OTAEIBHOM JIMCTE W NpWiIararoTcs K JeHcTBYrommen
JOJPKHOCTHOW MHCTPYKLIUY;

0) W3MEHEHMs BIIMCBHIBAIOTCS HAJ 3a4EPKHYTBIM CTApbIM TEKCTOM C COOTBETCTBYIOLIMMU
nosicHeHusMH («VcipaBiaeHHOMY BEpUTHY, IOANUCH, 1aTa, IIeYaTh);

B) U3MEHEHUS BBOASTCS IIyTEM U3/1aHUsl COOTBETCTBYIOILEIO IPUKA3a;

I) JOJDKHOCTHAsi HWHCTPYKLHMS IOJHOCTBIO IepereyaThiBacTcsd C Y4E€TOM BHOCHMBIX
W3MEHEHUH U 3aHOBO YTBEPKAACTCA.

11. Kakue 1oxymMmeHTbI 0)OPMJISIIOTCH NPHU NpHeMe Ha padoTy 0 KOHTPAKTY:

a) TpyJOBasi KHUKKA;

0) nmpukas;

B) TPYZIOBOM KOHTPAKT;

') YKa3aHue;

1) aKT.

12. Ilpu mnepenade TeKCTa JAOKYMEHTAa MO KaHajJaM (PaKCMMWIbHON CBSI3U 00beM
nepeaaBaeMoro J0KyMeHTa He J0JIKeH NPeBbIATh:

a) 10 nmucroB;

0) 3 1UCTOB;

B) 5 JIUCTOB;

I) 2 JIUCTOB.

13. Texnosiorus IOY cocTouT U3 CIeAyIONUX ONEPALMIMA:

a) MpUEM — PE3OJIOLUS — PErucTpalnus — NPUHATHE PEIIEHUN — HMCIIOJHEHWE — KOHTPOJIb
VCIIOJIHEHUS — IOJIIIMBKA B JI€JI0 — XPaHEHUE;

0) mpueM — perucTpauus — HalpaBJI€HHE Ha HCIOJHEHHE — HCIOJHEHHE — KOHTPOJIb
UCIIOJIHEHUS — OTIpaBKa — (popMUpOBaHUE Je]l — XPaHEHHUE;

B) IIPUEM — PETUCTpPALUsi — IPUHATUE PEUICHUS] — MCIIOJIHEHUE — KOHTPOJIb MCIOJHEHUS —
OTIIpaBKa — Iepejladya B apXUB — XpaHEHHE.

14. Boi0op onpeaesieHHO# (pOPMBbI PerHCTPALMH 3ABUCHUT OT:

a) o0bemMa JOKyMEHTO000pOTa;

0) KOJIM4YEeCTBa COTPYIHUKOB;

B) BHJIA JIeATEILHOCTH OpraHU3allu;

') CTPYKTYpPbI OpraHU3aliH.

15. JIna kakoH rpynnbl JOKYMEHTOB (upMbl perucrpanusi sBJseTcssi HambOoJiee
HEeo0X0AUMOii:

a) /Ui BXOASIIUX JOKYMEHTOB;

0) U1 UCXOAIINX JOKYMEHTOB;

B) JUISI BHYTPEHHUX JIOKYMEHTOB;

T) JUIsl KOHTPAKTOB.

Bapuant 9

1. Ucxoasmmii JOKYMEHT MPOXOAUT cJjlelylouue 3Tanbl 00padoTkm:

a) COCTaBJICHUE MPOEKTa — COIIacoBaHWE — OQOPMIICHHE — MOANMUCAHUE — PETHCTpalus —
WCIIOJIHEHUE — HAMpaBJIeHUE B JIENO;

0) nmpueM — nepBoHayaibHas 00paboTKa — MpeABAPUTEIHLHOE PACCMOTPEHHUE — PACCMOTPEHHE
PYKOBOJUTENEM — UCIIOJIHEHUE — HAIIPABIIEHUE B JIEJI0;

B) COCTaBJICHHE NMPOEKTa — COracoBaHHE — O(QOPMIIEHHE — IMOJANUCAHHE — PETHUCTpalus —
UCIIOJIHEHUE — OTIIPAaBKa;

r) ohopMiIeHHE JOKYMEHTa — MOJAMUCAHNE — PETUCTPALUs — COTJIaCOBAaHHE — YTBEPXKIECHUE —
OTIIpaBKa.

2. JlIokyMeHTBI ¢ Tpu()OM OrPaHUYCHHSI 10CTYNIA PerHCTPUPYIOTCS B JKypHaJie:

a) B Cilydae KpaitHel HeoOXOAMMOCTH;

0) Bcerna;

B) HE PETUCTPUPYIOTCS;

I') IO YCMOTPEHHUIO PYKOBOJIUTEIIS.



3. IIpuxa3bl 10 OCHOBHOII 1eATEIbHOCTH PErHCTPUPYIOTCSH:

a) B 00s13aTEIHHOM TOPSIIKE;

0) Hanbosnee BaXXHBIC,

B) M0 yKa3aHUIO PYKOBOAUTEIIS.

4. JIOKyMeHTBI periCTPUPYIOTCH:

a) B IHb MOCTYILJICHUS;

0) B 1eHb 0(hOpMIICHUSI, COTJIACOBAHMS;

B) B JICHb II€pe/layl Ha UCIIOJHEHUE;

T') MOCJIE UCTIOJIHEHHUS;

1) Ha dTare HallpaBJICHUs B JEJ0.

5. Ilpu nocTynJjieHU B yUpe:kaeHHue He PerncTPUPYIOTCS:

a) 3aIpochl;

0) cupaBKu;

B) LIUPKYJISIPHBIE [THCHMA;

I') peKJIaMHbIE TUCbMa;

1) TOCTaHOBJICHHUSI.

6. Cpoxu nucnoJTHeHUs TOKYMEHTOB HCYHUC/ISIOTCA:

a) B KQJICHJAPHBIX JTHSX;

0) B pabo4Mx IHSX;

B) 110 YCMOTPEHUIO PYKOBOIUTEISI OpraHU3aIIH.

7. Ecau mocieqHuil /leHb CPOKA HCIOJHEHUS] NMPHUXOJMTCS Ha Hepa0o4uil JeHb, TO
AOKYMEHT MOJJIEKUT HCIOJIHEHUIO:

a) He MO3/Hee MEePBOro paboyero JIHs, CISAYIONIETo 3a Hepadounm;

0) He mo3/aHee padouero AHs, MPEALIECTBYIONIEr0 HepaboueMy JIHIO.

8. Pemienyie 0 npoJJieHHH CPOKA MCIOJHEHUS JOKYMeHTa MPUHUMAETCs:

a) B ICHb UCTEUEHUS CPOKA UCTIOTHEHHUS;

0) 3a IeHb /10 UCTEUEHUS CPOKA UCIIOIHEHMS;

B) 3a 2 JIHS /10 UCTEUEHUs CPOKA UCTIOTHEHUS;

I)3a 3 1HS O UCTEUYEHHUS CPOKA UCIIOTHEHUS.

9. JIOKyMeHT CYMTAeTCsl HCTIOJTHEHHBIM, eCJIu:

a) KOpPPECMOHACHTY JJaH OTBET;

0) JOKYMEHT HMCIIOJIHEH B HA3HAYEHHBIN CPOK;

B) IOKYMEHT ITOJIMCAH PYKOBOJUTEIIEM OpTraHN3allnH;

I') HOCTaBJIEHHBIE B IOKYMEHTE BOIPOCHI PEIIEHBI IO CYIIECTBY, KOPPECIIOHAEHTY J1aH OTBET.

10. CusiTHe JOKYMeHTa ¢ KOHTPOJISI HCIIOJTHeHus oopmiisieTcs:

a) OTMETKOM 00 UCTIOIHEHUH U HaNpaBJIEHUH B JIEII0;

0) OTMETKOW 0 KOHTPOJIE UCIIOIHEHUS;

B) OTMETKOI 00 HCIIOTHUTENE;

I') OTMETKOW JIJIsl aBTOMAaTHYECKOTO MOWCKa JOKyMEHTa (KOI-MACHTHU(PHUKATOP IEKTPOHHOMN
KOIIMM JJOKYMEHTA).

11. Onpeneanrte, Kakoe TpedOBaHUe, NPEABABIASIEMOe K PErdiCTPALMOHHBIM KHHUIam
(KypHa/1aM) ¢ JJHMTeIbHbIM HJIH NOCTOSIHHBIM CPOKAMHU XPaHEeHMSs, 31eCh MPONYIIEeHO:

a) 00JI0’KKa KHUTH JJOJKHA OBITh U3 IJIOTHOTO KapToHa (TBEpIoil);

0) KHHTa JOKHA OBITH TPOIINTA;

B) KHHTa JOJDKHA OBITH MPOIIHYPOBAHA,

I') KHUTA JIOJKHA UMETh 3aBepUTEIbHYIO HA/IUCh.

12. loxkymeHTBbI (p)OPMHUPYIOTCH B [1eJ1a B COOTBETCTBHH C:

a) MepeYHeM JIOKYMEHTAJIbHBIX MaTE€PUAJIOB C YKa3aHHUEM CPOKOB XPaHEHMUS,

6) 'OCTowMm Ha opranu3armOHHO-PACTIOPSTUTEIBbHYIO JJOKYMEHTAITHIO;,

B) MHCTPYKIIMEN MO JAEJIONPOU3BOACTBY JaHHOM OpraHu3aluu;

') HOMEHKJIATYPO JIeNT OpraHu3allHiH;

1) TIOJIOKEHHEM 00 OpraHU3aIuH.



13. ®opmupoBaHme e B CTPYKTYPHBIX  MOApPa3JieJIeHUsIX  OpraHu3anui
OCYIIECTBJISIETCS

a) pyKOBOJUTEIIEM CTPYKTYpPHOTO MOAPA3ICICHHUS,

0) UCTIOTHUTEISIMU;

B) 3aMECTHUTEISIMU PYKOBOJUTEICH CTPYKTYPHBIX MOAPA3ICICHUN;

T') ACTONPOU3BOACTBEHHBIMU PAOOTHUKAMH.

14. Kakoii npuHnun ¢gopMupoBaHHS eI SIBJISIETCS OCHOBHBIM:

a) M0 CTETICHN BAXKHOCTHU JIOKYMEHTOB;

0) 110 BU1aM JJOKYMEHTOB;

B) 10 COJICPKAHMUIO;

T') 10 HOMEPAM.

15. B nesia He pa3peluaercs MOAIIUBATD:

a) TOKyMEHTHI IPYTUX OpraHu3aIuii;

0) TOKyMEHThI, 0(DOPMIICHHBIEC C HAPYIICHUEM YCTAHOBIICHHBIX ITPABHIT;

B) JIOKYMEHTBI JIMYHOTO MTPOUCXOKICHHUSI;

') JOKYMEHTBI JPYTUX CTPYKTYPHBIX TOAPA3ICICHUI.

Bapuant 10

1. BHyTpeHHMIi JOKYMEHT MPOXOAUT CJeyIoliue 3Tanbl 00padoTKm:

a) COCTaBJICHUE IPOEKTa — COIVIaCOBaHUE — OPOPMIICHHE — IOJAMNUCAHUE — PErHCTpalus —
UCIIOJIHEHUE — HAIPaBJIEHUE B JIENIO;

0) npueM — nepBoHayaibHas 00paboTKa — NpeABAPUTEIBLHOE PACCMOTPEHNUE — PACCMOTPEHUE
PYKOBOJUTENEM — UCIIOJIHEHUE — HAIIPABJIEHUE B JIEJI0;

B) COCTaBJICHHME IPOEKTa — COIJIacOBaHHE — OQOpMIIEHHE — IMOANUCAHUE — PErUcTpalus —
OTIIPaBKa;

I') IpUeM — [epBOHayYaibHas 00paboTKa — MpeBapUTEIbHOE PACCMOTPEHUE — PETUCTPALIUS —
paccMOTpEHHE PYKOBOAUTEIEM — HCIIOJHEHUE — HAIPaBJIEHUE B JIENI0;

1) ohopMiIeHHE JOKYMEHTa — MOJIMCAHUE — PETUCTPALUs — COIVIACOBAHUE — YTBEPKACHUE —
OTIIpaBKa.

2. Korna 3akanunBaercs ¢gopMupOBaHue JeJia:

a) neno popMUpYyETCs B TIpeiesiax KaJeHAapHOro rojia (3a UCKIIFOUEHHEM MEePEeXOsIuX Je);

0) neno popmHpyeTcs 10 TOCTHXKEHUSI MAKCUMaIbHOTO 00beMa B JIMCTax, T.€. 10 250 J1CTOoB;

B) 7e510 (OPMHUPYETCS IO YCMOTPEHHUIO OpraHu3aIlig;

r) neno (opMupyercs 10 OKOHYAHHs pEIIeHHs BOMPOCA, HE3aBUCHUMO OT KaJeHAApPHBIX
CPOKOB.

3. B i4HoOe /1eJ10 COTPYIHMKA He MOAIMBAIOTCH:

a) KONUHU JOKYMEHTOB 00 00pa30BaHUH;

0) TUYHBII JTUCTOK MO YYETy KaJpOB;

B) BBINKCKA U3 MPUKa3a 00 YBOJIbHEHUU;

I') BBINKMCKA U3 IIPUKa3a 0 MPEJOCTaBIEHUH OTITYCKa;

1) BBITUCKA U3 MIPHKa3a o IprueMe Ha padoTy.

4. Yka:xxuTe HoMep NPaBUJIBLHOTO YTBeP KIeHUA:

a) Bce Jena, o0pa3yrolrecs B OpraHu3aliy, MOXKHO MPOHYMEPOBATh CIUIOUTHON MOPSIIKOBOM
HyMepaLuei;

0) Bce aena, oOpa3ylolyuecs B OpraHU3alllH, CICAYET HyMEpPOBaTh CIUIONIHOW MOPSIKOBOM
HyMepaluel B rpejienax KakJaoro CTpyKTypHOTO MOJIpa3ieIeHus;

B) MHJEKC KaXIOro Jefa JOJDKEH BKIYaTh HOMEpP CTPYKTYpHOTO MOApa3JeNieHus |
MOPSAKOBBIM HOMEp Jieia B Ipeieax JaHHOTO CTPYKTYPHOTO MO/Ipa3ieieHUs;

) KaXK/1as opraHu3alus NpUMEHSIET CBOIO CUCTEMY MHAEKCAIMH JIeJl, TaK KaK 3TOT BOIPOC HE
periaMeHTHPYEeTCs CliealbHBIMU HOPMaTHBAMHU.

5. Kak nmpaBHJIBHO NOJIKHBI ObITh NPOHYMEPOBAHbI JIMCThI /Ie/1a, NPeEACTABJISAIOLINE
c000#i WILTIOCTPATUBHBIE M TeXHHYECKHUe T0KYMeHThI (poTorpaduu, yepTe:ku, CXeMbl H T.I1.):



a) B IPaBOM BEPXHEM YTITy JIUCTA,

0) B MpaBOM BEpXHEM yTJIy JIUCTA, HO HA 00OPOTHOM €Tr0 CTOPOHE;

B) TakWe JUCTBHI BOOOIIEC HE HYMEPYIOTCS, TaK KaKk WHQpOpPMAIUs O HUX BHOCHTCS B JIHCT-
3aBepUTEIIb JIEIa;

r') Ha 00OPOTHOM CTOPOHE JIUCTA B JIEBOM BEPXHEM YTIIy.

6. Cpoxku XxpaHeHHs1 JOKYMEHTOB MOI'YT YCTAHABJIHUBATD:

a) PYKOBOJUTENb OPTaHU3aI1H;

0) 3aBenyIOIIHI BEIOMCTBEHHBIM apXUBOM;

B) HaYaJbHUK ciyx0b1 JIOY;

T') 9KCIIEPTHO-IIPOBEPOYHBIE KOMUCCHH aPXUBHBIX YUPEKICHUH.

7. J0JZKHOCTHBIE€ HHCTPYKIMU COTPYIHUKOB (pPMBbI XPAHSATCS:

a) 5 ner;

0) 3 roxa mociie 3aMEeHbI HOBBIMH;

B) 10 jeT; 1) 10 MUHOBaHHS HAAOOHOCTH

r) 75 ner;

8. IIpoToxo.1b1 00IIMX COOPaHMII COTPYAHMKOB (PpUPMBI XPAHATCSH:

a) 5 ner;

0) 3 rona;

B) IIOCTOSIHHO;

I') 10 MUHOBaHUS HaJIOOHOCTH.

n) 75 ner;

9. C kKaKOro MOMeHTAa HAYMHAETCS OTCYET CPOKA XPAHEHHS I0TOBOPHBIX TOKYMEHTOB:

a) C MOMEHTA 3aKJIFOYEHUs JOr0BOPA;

0) ¢ MOMEHTa OKOHYaHHS CPOKa JICUCTBUS JOTOBOPA;

B) C HOBOT'O KaJICHJapHOI'0 TOfia MOCJIE 3aKJII0UEHUs JOI0BOPa;

') C HOBOT'O KaJIeHAApHOTO0 rojia OCe OKOHYAHUSI CPOKa JIEHCTBUS 10rOBOPA.

10. [Jesia ¢ ucnoTHEHHBIMHU JOKYMEHTAMHU MOCTOSIHHOTO U BpeMeHHOro (cbime 10 Jier)
CPOKa XpaHeHUs] MOJIeKAT Nepegayde U3 CTPYKTYPHOIo MoApa3/iejieHisl B apXUB OPraHu3anuu
(IpH ero HaJIU4UM):

a) 10 UCTEUEHUH 5 JIET UX XpaHEHUs B CTPYKTYPHOM MOApa3IeJICHNH;

0) 1Mo ucTe4eHuu 3 JeT;

B) 10 UCTEUEHUU 2 JIET;

T) Mo ucreyeHuu | roaa;

1) 0 OKOHYaHHUH KaJleHIapHOTO rojia;

€) cpasy mociie 3aBepiieHust (GOPMUPOBAHHS;

) 110 YCMOTPEHUIO PYKOBOAUTENS CTPYKTYPHOTO MOAPA3ICICHHUS.

11. Ha 00J10:kKy 1esia BpeMeHHOTro xpanenus (10 10 jieT) He BbIHOCUTCS UHGopManus:

a) CPOK XpaHEeHHS;

0) UHJIEKC JIena;

B) KOJIMYECTBO JIUCTOB, COJCPKAIIUXCS B JICTIE;

T') 3ar0JIOBOK JIefa;

1) laTa 3aBECHUS Jela.

12. JlokyMeHTBI ¢ HCTEeKIIMMHU CPOKAMH XPAHEHUS pPa3peuniaercsi yHMUYTOXKaTh, €CJIU:

a) eCTh IPHUKa3 PYKOBOJAUTENS OPTaHU3AIINH;

0) ecTh pa3pelieHue 3aBeIyIOIIEro BEIOMCTBEHHBIM apXHUBOM;

B) €CTh YTBEP)KACHHBIN aKT O BBIICJICHHUH JINI K YHUYTOXKCHHUIO;

T') €CTh pa3pelnieHne dKCIEePTHON KOMUCCHUH.

13. Homenkanarypa aena — 310:

a) CITMCOK CTPYKTYPHBIX TOJIpa3AeiieHU (PUPMEI;

0) criucok e7 GUPMBI C YKa3aHUEM CPOKOB XpaHEHUS;

B) CITUCOK JIeJ, TIepeaBaeMbIX B apXUB.

14. HomeHk1aTypa /ieJ1 OpraHu3alnuy MOJIeKUT NMepeyTBePKIeHHI0:



a) KaKJIpIi ro;

0) pa3 B J1Ba roja;

B) pa3 B TpH roja;

r') pa3 B IATh JIET (B clly4ae, €Ciu CTPYKTypa U (YHKIIMH OpPTaHHU3aIllid KOPEHHBIM 00pa3oM
HE U3MEHSJTUCH).

15. Kakum 3akoHogaTeILHBIM JOKYMEHTOM PeryJupyrrTcs TPY/AOBbIE
NPaBOOTHOLIEHNSI padoToaaTesisi U pa0OTHUKA?

a) YToloBHBIM KoJiekcoM PO

0) TpynoBbiM kogekcom PD

B) XKununiaeiM kojexkcom PO.

2.2.2 TunoBbie KOHTPOJIbHbIE 32JaHU5, HCII0JIb3yeMble /IJIsl TEKYIEero KOHTPOJIA 1Mo
AUCUHMIIUHE

3aganue 1.

CrpoextupoBath 0OOmMi OJaHK OPraHM3alMU C MPOJOJIBHBIM PACIIOIIOKEHUEM PEKBHU3UTOB
(ucmonb3yst SMOJIeMy OpraHu3alim)

3amanmue 2.
CrpoeKTHpoBaTh OOMIHK OJaHK OPTaHHW3AIMK C YIJIOBBIM PACIOIIOKEHUEM PEKBU3HUTOB (0€3
AMOJIEMBI OpraHU3aIuH)

3aganme 3
CHpoeKkTupoBaTh OJIAaHK IMMHCbMa C YIJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB (HCIIOIB3YSI
sMOIIeMy OpraHU3alin)

3aganue 4
CrnpoexTrpoBaTh OJaHK MHCbMA C MPOJIOJIBHBIM PACOI0KEHUEM PEKBU3UTOB (0€3 aMOIeMbl
OpraHM3aIIiH )

3amanme 5
CrpoekTupoBaTh OJaHK MPHUKa3a C MPOIOJIHHBIM PACIIONIOKEHNEM PEKBU3UTOB (06€3 SMOIeMBbI
OpTraHHU3aIIH)

3amanmne 6
CnpoektupoBaTh OJaHK pACMOPSDKEHHS C YIJIOBBIM PAaCIOJIOKEHHUEM pPEKBU3UTOB (0e3
SMOIIEMBI OpraHU3allnN ).

3ananme 7.
OTBeThTE MUCHBMEHHO Ha KOHTPOJIBHBIC BOTIPOCHI:

1. Coecnacro kakomy HOPpMAMUEHOMY OOKYMEHMY NPOEKMUPYIOMCsL OIAHKU OOKYMEHMOos?
Omeem

2. Mocym nu nonst 0oKymeHmos 6vims menvuie yem ycmanogneno I OCT P 7.0.97-20167?
Omeem

3. Mocym nu nons doxymenmos 6vimsv 601vuie yem ycmarnosaeno ' OCT P 7.0.97-20167
Omeem

4. Jlonyckaemcs nu Ha 6aankax ysemuoe ogpopmaenue pexeusumos? Ha xaxux doxymenmax?
Omeem

5. Kakoii eapuanm pacnonodcenusi peKkeu3umos 8 CHpoeKmuposanHvix Bamu o6nanxax Bam
noHpasuics bonvuie u novemy?
Omeem



2.3 Metoauyeckue MaTepHalibl, HCHOJb3yeMble I TeKyllero KOHTPOJISI 3HAHUN MO

JUCIHUILINHE

HauMenoBanue
OLICHOYHOI'0
cpeacTBa

Kparkas xapakTepucTHKa
OLICHOYHOI0 CPe/ICTBA

IIpeacraBiieHne OLIEHOYHOTO CPeACTBA
B oHae

KonTponbHbIi
onpoc

KOHTpOJIBHBIN OIIPOC — 3TO METOZ,
OIICHKHU YpOBHS OCBOCHUS
KOMIICTCHIIMM, OCHOBAHHBLIA Ha
HEIOCPEICTBEHHOM (6becena,
WHTEPBbIO) WJU OIOCPEIOBAHHOM
(ankera) B3aUMOJICHCTBUH
Mpeno/iaBaTelis i CTYJICHTA.
NcTouyHUKOM KOHTpOJSi 3HAHUU B
JTAHHOM CJIy4ae CIYXKUT CJIOBECHOE
WJIn MMHUCHbMEHHOE CYXKICHHE
CTyJICHTa

IIpumepHBIii  1IEpEYEHD
3a4eTy

BOIIPOCOB K

ColOecenoBanue

CobecenoBanre — O5TO OOWH H3
METOJIOB KOHTPOJBHOTO OIpoca,
IIPEICTaBIISFOIIHIA coboit
OTHOCHUTEILHO CBOOONHBIN IHAJIOT
MEXTY peroaaBaTeeMm u
CTYJCHTOM Ha 3aJaHHYIO TEMY

IIpumepHBI  TIEpEUEHB
3a4eTy

BOIIPOCOB K

TectoBbIE
3aJlaHUs

TecTupoBanue - ya0BIECTBOPSIOIIAS
KpUTEpUAM UCCIIEI0BAHUS
SMITMPUKO-aHATUTHYECKas
npouenypa OLICHKH YpOBHS
OCBOEHUS KOMIIETEHIIUI
CTYJEHTaMH

TecThl MO AUCIUIIINHE

CaMOCTOSTEeIIbHOE
PEIICHUE 3a1a4

Meron, KOTOpOM
oOyudaromuecs pHOOpEeTaroT
HaBBIKM TBOPYECKOI'O MBIIUICHUS,
CaMOCTOSATEIILHOTO pereHus
po0JIeM TEOPUH U PAKTUKU.

npu

TumnoBsle 3agaHus

Jlexnus-0Oecena

Jlnanorndeckuii METO M3JI0KECHUS
U YCBOCGHHsI yueOHOro MmaTepuana.
Jleknus-Oecema  TO3BOJISIET c
MOMOILIbI0  CHUCTEMBI  BOIIPOCOB,
YyMEJIOH WX  TIOCTAHOBKM |
MCKYCHOTO MOJJEpKaHus JHaJIora
BO3/ICKICTBOBAaTh KaK Ha CO3HAHHE,
TaK u Ha MOJICO3HAHUE
obOyyJarouxcs, Hay4YHUTh ux
CaMOKOPPEKIIUHU

Meroanka npoBeACHUS JIEKITUU-0eCeTbl

PaGora B MajbIx
rpymmax

Meron, HalpaBIEHHBIN HA y4acTHE
oOyyaromuxcst B paboTe, pa3BUTHE
HAaBBIKOB COTpYAHUYECTBA,
MEKIMYHOCTHOT'O OOIIEHUS

Meroanka opraHm3anud  paboThl B

MaJIbIX I'pyIiax

2.3.1 3agaHus A5 caMOCTOSITEIbHON PaGoThI

1. CoctaBuTh U 0GOPMUTH MPHUKA3 1O OCHOBHOM JESATENLHOCTH 00 HUTOrax paboThl ¢
rony ITAO «Mwup». B koHcTatupyromell 4acTH YyKaXKHT€ Ha HHU3KYIO
TpeOOBaTENIbHOCTh PYKOBOAMUTENECH TMOJApa3AeNeH’il K KadecTBY IOJATOTOBKH JIOKYMEHTOB H

AOKYMCHTaMH B




KOHTPOJISI UX MCIIOJIHEHHA. B pacnopsauTenbHOM YacTH oOpaTHUTEe BHMMaHHE PYKOBOAMTENIEH Ha
MOBBILIEHHE TPeOOBATEIBPHOCTH K paOOTHHKAM B 4acTU paboThl ¢ JAoKyMeHTamu. JlaiiTe 3amaHue
pabOTHHKY, OTBEYAIOIIEMY 3a JAEJIONPOU3BOACTBO Ha pa3pabOTKy Mep MO YIyUIICHHIO 3TOW PabOTHI.

2. CoctaButh U 0QOPMHUTH paCHOpPSDKEHUE. YKAKUTE, YTO B CBSI3U C IPEICTOALIUMU
CTPYKTYPHBIMH HM3MEHEHUSMHU JUPEKTOp OOSA3bIBACT IPOBECTH IMPOBEPKY MITATHO-(DHHAHCOBOM
JTUCHUIUIMHBL. YKaXUTE OTBETCTBEHHOINO U CPOK BBIMOJHEHUS, KOHTPOJb 3a BBHIIOJHEHHEM
pacnopspKeHHsT BO3JIOKUTE Ha 3aM.JaupekTopa. Jpyrue gaHHbIE B TEKCT€ M PEKBU3UTHI YKaXKUTE
CaMOCTOSITENILHO.

3. Odopmuts yHupuIEpOBaHHBIE (POPMBI MPUKA30B 10 JIUYHOMY COCTaBy O HpUEME,
IepeBoJie, OTIYCKE, YBOJbHEHUU. OPOPMUTE JINYHYIO KAPTOUKY.

4. CocTaBuTh 1 OOPMHUTH JINYHYIO CIIPABKY.

5. CoctaBuTh U 0()OPMUTH KT O PEBU3UM KaCChl. B TEKCTe yKa)KuTe, UTO B pe3yJbTaTe

peBHU3UM OBLJIO YCTAHOBJIEHO, YTO OCTAaTOK JCHET B KAacCEe COTJIACHO JIAaHHBIM OyXTaJTepCKOro ydera
coctaBmi 3 521 000 py06., HeqOCTauM HATUYHBIX JCHET 110 BUHE Kaccupa He 0OHAPYKEHO.

6. CoctaButh M O(GOPMUTH pEKIAMHOE MNHUCHBMO O TPOJAKE YACTHBIM JUIAM U
rOCYJapCTBEHHbIM NPEANPUATHIM MEPCOHAIBHBIX KOMIIBIOTEPOB IO JOTOBOPHOM CTOMMOCTH M O
BO3MO>XHOCTHU IPUHUMATh 3aKa3bl HA COCTaBJICHUE ITPOIPAMM.

7. CoctaBuTh U OQOPMUTH MHCBMO — MPOCHOY HayalbHUKA IUIAHOBO-’KOHOMUYECKOI'O
ynpasienusi [IAO «Penykrop» B azapec nupekropa HHcTUTyTa SKOHOMHKHM C MPOCHOOI
PEKOMEHI0BaTh CHEIMAIMCTOB U3 YMCIa BBIIIYCKHUKOB 3a04UHOI0 OT/JC/ICHHUSI HHCTUTYTA MOCIEIHUX
JIeT, UMEIOIIUX OMBIT Pa0OTHI B 0071aCTH SKOHOMHUKH MPOMBIIUICHHBIX MPEANPUATHH, HA JOJDKHOCTH
HSKOHOMHCTOB YIpaBieHUs. B muceMe ObIJIO BBICKA3aHO IMOXKEIAaHUE NMPETEHJCHTAM Ha BaKaHTHBIE
JOJDKHOCTH TMOJATOTOBHUTH PE3IOME W MpHCIaTh MX MO (hakcy B agpec YIpaBJICHHUs, a TaKxke, IO
BO3MOJKHOCTH, MPEACTaBUTh PEKOMEHJATEIbHbIE MHChMA C MOCIETHUX MecT paboTbl. OcTanbHble
JTaHHbIE YKAKUTE CAaMOCTOSITENIBHO.

8. Odopmuth cregyrouye IOKYMEHTBI: pPAacXOAHBIM KacCOBBIA oOpaep, NPHUXOTHBIN
KAacCOBBIM OpJiep, CYET Ha OIUIaTy TOBapa, cyeT-(pakTypa, IJIATEKHOE IOpyYEeHUE, TOBApHO-
TPAaHCIIOPTHAs HaKJIaJHas, JOBEPEHHOCTH ¢ Hcnonb3oBanueM KoncynpranT [Lmtoc.

9. CocTaBuTh 1 0OPMUTH JTI0TOBOP MOCTABKH.

10.  CocraButh M 0OpPMUTH HMPOTOKOJIBI PAa3HOTJIACHN W COTJAcOBaHMS pazHOIIacuil ¢
HCIOJIb30BAaHUEM CIPaBOYHO-TIPaBoBOi cucteMbl KoHcynbTanT Ilmioc m TekcTroBoro mporieccopa
Word u3 nakera nporpamm MS Office.

11. Odopmutrh akT MO MNpUEMKE MNPOAYKIMHU (TOBApOB) MO KOJIMYECTBY M KAuyecTBY C
HCIIOJIb30BaHNEM CIIPaBOYHO-TIPaBoBOM cucteMbl KoncynbranTlInroc.

12. OpopMuTh ¥ COCTaBUTH MPETEH3UIO U UCKOBOE 3asIBIIEHUE C UCIIOIb30BaHUEM CIIPABOYHO-

npaBoBoii cucrtembl Koncynprantllmoc u TtekcroBoro mpoueccopa Word M3 makera

nporpamMm MS Office .

13. CocraButh U 0OopMUTH O(EpPTy U 3aMPOC C UCHOIB30BAHWEM TEKCTOBOTO Ipoleccopa
Word u3 nakera nporpamm MS Office.

14. Perucrpanust 1TOKyMEHTOB.

15. CoctaButh U 0GOPMHUTH HOMEHKJIATYPYy J€J C HCIOJIB30BAHHEM CIIPABOYHO-TIPABOBOM
cucrembl Koncynsrant Ilroc.

2.3.2 llpumepHoe 3a1aHue Ha AU depeHIMPOBAHHBIN 3a4eT MO AMCHHUIINHE
Brimonnute TecT (BbiOepUTE MPaBUIIbHBINA BapUAHT OTBETA):

1. Ha kakue BBl JOKyMEHTOB paclpoCTpaHseTcs AecTBUE

'OCT P 7.0.97-2016?

a) ycTaB, MOJIOKEHUE, aKThl, THUCbMa, CIIPaBKH;

0) ycTaB, 3aUeTHbIC KHWKKH, aKThI, TUCbMa, CITPaBKH;

B) YCTaB, IIOJIOKEHHUE, AKTHI, YIOCTOBEPEHUS, CIIPABKH.

2. Pazpemaer mu 'OCT P 7.0.97-2016 co3gaBaTh JOKYMEHTHI B AJIEKTPOHHOU popme?



a) 1a;

0) HeT;

B) J1a, HO TIPH YCJIOBUH, YTO IOKYMEHT CO3/aH elle U Ha OYMa)KHOM HOCHTEJIE.
3. Hymeparus ctpaHul] npocTaBisieTcs:

a) mocepeuHe BEPXHEro Kpasi MoJist IOKYMEHTa;

0) mocepeANHE HUYKHETO Kpast MOJIsl JOKYMEHTa;

B) B JICBOI YaCTU BEPXHETO IMOJs JOKYMEHTA,

T) B JIEBOM YaCTH HUYKHETO MOJIS TIOKYMEHTa;

4. Pazmep mpudra TekcTa TOKYMEHTA JOJIKCH OBITh:

a) ToabKo 14;

22

0) Tonbko 12;

B) 12 wnm 14;

r) 12,13, 14.

5. MO>XHO 7T HCIIOJIL30BATh B O(POPMIICHUHN JTOKYMEHTOB MOJYXHUPHBIN
mpudT?

a) na;

0) HeT;

B) TOJIBKO TIPU 0()OPMIICHUH HEKOTOPBIX PEKBU3UTOB;

T') TOJIBKO B OT/IEJIBHBIX (PparMeHTax TEKCTa TOKYMEHTA.

6. Kakoif Me&XXCTpOYHBII HHTEPBAII AOJDKEH OBITh B PEKBU3HTE «Aipecary»?
a) OJIMHAPHBIH;

0) MOJIyTOPHBIN;

B) B OTJEJIbHBIX CIy4asiX JOIMYCTUM JBOHNHOM.

7. JomycKaeTcs Jin CO3/IaHue JOKYMEHTOB Ha 000OPOTHOM CTOpOHE JinucTa?
a) na,

0) Her;

B) J1a, HO MIPH YCJIOBHHU, YTO JJOKYMEHT COJCPKHUT TaOIHIIbI.

8. BelpaBHHBaHNE TEKCTa TOKYMEHTA 10 IIUPHUHE JUCTA:

a) 00s13aTeINbHO;

0) HeoOsA3aTeNnbHO;

B) JIOIYCTHMO, €CJIU TEKCT HE COAEPIKUT TabJIUI]

2.3.3 Bonpocs! s aug¢epeHIMPOBAHHOIO 3a4eTa M0 JUCHHUILINHE
1. [TonsiTe 0 MOKYMEHTax, cmoco0ax JTOKYMEHTHPOBAHHUS, HOCUTEISIX MH(POPMAIUA U
(GYHKIHAX TOKYMEHTA.
OCHOBHBIE TEPMHUHBI U TIOHSTHS JIEIONPOU3BO/ICTBA.
SI3BIK U CTUIIb OUIHMATIBHBIX JOKYMEHTOB.
TekcTbl JOKYMEHTOB
O6paboTka JOKYMEHTOB.
YHuUpUKAINS U CTaHAapTU3ANHUS TOKYMEHTOB.
YHUPHUIHPOBAaHHBIE CUCTEMBI IOKYMEHTAIIUH.
[Mopsimox mOArOTOBKH M 0(OPMIICHHE TOKYMEHTOB.
Cocrasienue u opopmiieHHE OJIAHKOB JOKYMEHTOB OpraHU3aIHH.
0.  ®opmynsp-oOpasell, peKBU3UTHI U OJIAHKH.
11.  Bwujasl opraHu3anrnoOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB.
12. OpraHuzanuoHHBIE JOKYMEHTHI.
13.  CocraBienue u 0pOpMIICHHE yCTaBa OPraHU3AIIHH.
14.  PacnopsautenbHbIE TOKYMEHTHI.
15.  CocraBnenue u 0popMICHHUE JETOBBIX IHCEM.

HBOoo~NoOkwD



16.
17.
18.
19.
20.

Cocrasnenue u ohopMIIEHUE COMTPOBOAUTEIHLHOTO MTUCHMA.

CocraBieHue u 0popMIICHHE PEKIAMHOTO TIHCHMa.

OOu1re TpeOoBaHUS MOATOTOBKH MPETSH3UH.

CocraBieHue 1 0popMIICHHE TAPAaHTUIHHOTO MHCHMA.

[TonATHE «IOKYMEHTOOOOPOT»: O0IIKE MPUHIHIIBI OPraHU3aluyd JOKYMEHTO000pOTa,

€ro CTpyKTypa.

21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

[Mopnuunauk, Konus, 1yOaUKaT JOKYMEHTA.

[IpaBuiia opopmiieHHs 1 BblIa4l KOMH TOKYMEHTOB.

dopmupoBanue u 0popMIICHHE JIE.

TpeboBanus kK GOPMUPOBAHUIO A€ B ACTONPOU3BOJICTBE.

CocraBienue 1 opopMIIeHHE HOMEHKIIATYPHI Jell.

KoHTpo:b ucrnonHenus JOKYMEHTOB.

Opranuzanys OTIPABKUA UCXOASIIUX JOKYMEHTOB.

[ToaroroBka Jen K apXUBHOMY XPaHEHHUIO.

ApXUBHOE XpaHEHUE JOKYMEHTOB.

CocTaB HOPMATHBHBIX JIOKYMEHTOB, PETJIAMEHTUPYIOIUX COCTaBlIeHUE, oopmiieHne

AOKYMCHTOB U OpraHuU3aIuro pa6OTI>I C JOKYMCHTAaMHU B YUPCIKICHHUU.

31.
32.

lNocynapcrennsiit crangapt P 7.0.97-2016. Ctpyktypa u conepxkaHue.
CornacoBaHue M yTBEp)KJIEHHE JOKYMEHTOB.
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