AHHOTANUA
OI1.05. Jlokymenmayuonnoe obecneueHue ynpasieHus

1. O6nacTy npumMeHennst padoyeii MpPOrpaMmsbI

Pabovas mporpamma TUCHMITIMHBI SIBJISETCSI YaCThIO OCHOBHOM 00pa3oBaTeNbHOI MporpaMmbl B
cootBercTBUU ¢ PI'OC pnsa cnenuanbHOCTH: (YKpynHeHHas rpymnmna cnenuansHocted 21.00.00
[Ipuknagnas reoyiorusi, TOpHOE naeno, HedTerazoBoe aeno u reoxaesust), 21.02.05 3emenbHO-

MMYIIECTBEHHBIC OTHOIICHHUS, I 00yJaromuXCcsi O4HOM (hOpMBI 00YUICHHUSI.

2. MecTo  y4eOHOIi  JAUCHUIVIMHBI B  CTPYKType OCHOBHOH  mpodecCHOHAIbHOM
o0pa3oBaTe/IbHOM MPOrpPaMMbl
Huctummuaa  OI1.05.  JlokyMeHTaIlmoHHOE  OOCCIIEUYCHHE  YIPaBICHUS OTHOCHTCS

npo¢eCCHOHATLHOMY LUKITY, 00IenpodecCHOHaIbHBIM AUCIUIITUHAM. J{UCIUIUINHA peannu3yeTcs

B paMKax 00s13aTeIbHOM YacTH.

3. I_Ie.]'lb U IVIAaHUPYEMBbI€ pe3yJabTaThbl OCBOCHUA TUCHUIIJIMHDBI:

Kon
YMeHus 3HaHuA
OK, IIK
- 0(OpMIISITH TOKYMEHTAIIHIO B - IOHATHE, LEJH, 33]Ja4l U MPUHLIUTIBI
COOTBETCTBUHU C HOPMATUBHOM JIEIOTIPON3BO/ICTBA;
OK 1 0a30ii, UCTIONB3YS - OCHOBHBIE TIOHATHUS JOKYMEHTAIIMOHHOTO

UH(OPMAIMOHHBIC TEXHOJIOTHH;
10 - OCYH.[CCTBJ'ISITB aBTOMAaTU3alnuo
00pabOTKH JOKYMEHTOB;

IIK 1.1 -
- YHU(UIIUPOBATH CUCTEMBI
L5, JOKYMCHTAIlUH;
2.1-2.4, | - OCYILIECTBIISATE XPAHCHHE U TIOUCK
JIOKYMEHTOB;
3.1-3.5, | - oCyIECTBIATH aBTOMATH3AIIUIO
A1-46 00pabOTKH JOKYMEHTOB;

- HCTIOJIh30BATh
TEJIEKOMMYHHUKAIIHOHHBIE
TCXHOJIOTHUHU B 3JICKTPOHHOM
JIOKYMEHTO000pOTE

o0ecrieYeHNs yIpaBICHIS;

- CUCTEeMbI JJOKYMEHTAIIMOHHOTO 00CCIICUCHHSI
yIIpaBJICHUS;

- KJIacCU(UKAIHIO IOKYMEHTOB;

- TpeOOBaHUS K COCTABJICHUIO B O()OPMIICHHUIO
JIOKYMEHTOB;

- OpraHU3AIHNIO JOKYMEHTO000POTa: TIPHEM,
00paboTKy, perucTpannio, KOHTPOJIb,
XpaHEeHHE JJOKYMEHTOB, HOMEHKJIATYPY AeI

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJIMHBI

4.1 O0beM TMCHUNIMHBI ¥ BBl YUeOHOH padoThl

Ounas dhopma oOydeHust

Buo yueonoii pabomul Oovem uacos
MaxkcumasbHasi yueOHasi Harpy3ka (Bcero) 75
Oos13aTennbHas ayaIuTOPHAs yueOHas Harpy3ka (Bcero) 50
B TOM YHCIIE:
JeKIUU (YpOKH) 24
MPAKTUYECKHUE 3aHITHS -
1ab0opaTOPHBIE 3aHATHS 26
KypcoBasi paboTa (IpoeKT) (eciu npedycmompeHa) -
CamocrosiTeJibHasi padoTa odyuyaroierocsi (Bcero) 25
[IpomexyTounas arrectamus B popMme oudpepenyuposantozo 3avema:
- Ha 0a3e OCHOBHOT'O 00IIIeT0 00pa30BaHUs - B mpembem CEMeCTpPe




4.2. ConepxxaHue TUCUUILTHHBI

Paznen 1. /Jenonpoussoocmeo, kax cgpepa ynpasienueckoui 0eamenbHOCU.

Tema 1.1. Jokymenmayus.

Tema 1.2. Kraccuguxayua u ogopmrenue  opeanu3ayuoOHHO-paAcnOPAOUMENbHBIX
ooxymernmos (OP/]).

Tewma 1.3. /lenosas koppecnonoenyus.

Tewma 1.4. Ungpopmayuonno-cnpagsounas 0oKkymeHmayusl.

Tema 1.5. Jokymenmayus no mpyoosvim omHoueHusM.

Paznen 2. Texnonocusn pabomwi ¢ 0oxymenmamu.

Tewma 2.1. Opeanuzayus denonpouzgoocmaa.

Tema 2.2. Konghuoenyuanvroe denonpousgsoocmao.
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1. IACIIOPT PABOYEW ITPOT'PAMMBI TUCIHUILIVHBI

1.1. Ob6aacTh npuMeHeHus padoyeil NporpaMMsl

PaGouyass mporpamMma JUCLMIUIMHBI SIBJISI€TCSI YacThIO OCHOBHOM 00pa3oBaTeNbHOI MporpaMmsl B
cootBercTBUU ¢ PI'OC pnsa cnenuanbHOCTH: (yKpynHeHHas rpymnmna cnenuansHocted 21.00.00
[Ipuxiagnas reonorus, ropHoe ieno, HedrerazoBoe neno u reonesus), 21.02.05 3emenbHo-

UMYIIECTBEHHBIC OTHOIICHHUS, IS 00YJarOIIUXCs OYHON (hOPMBI O0yUCHHSI.

1.2. MecTo y4yeOHOWH JUCHUILVIMHBI B  CTPYKTYpe OCHOBHOH mpodeccuoHaJbLHOM
o0pa3oBaTe/IbHOM MPOrpPamMMbl
Huctmmumaa  OI1.05.  JlokymeHTanmoHHOEe OOeCleYeHHe yIpaBICHUS OTHOCUTCA K

npoecCuOHANBFHOMY IUKITY, 001enpodeCcCHOHATBHBIM TUCHUIUIMHAM. J{MCIUIIIMHA peanu3yercs

B paMKax 00s3aTe’IbHOl YacTu.

1.3. Heap u niaHupyemblie pe3yJibTaThl 0CBOEHUS AUCHUILIMHBI:

Kon
VMmenus 3HaHMA
OK, IIK
- ohopMIIATH JOKYMEHTAITHIO B - TIOHATHE, 1IEJTH, 33]]a4l W TIPUHIIATIBI
COOTBETCTBUU C HOPMATUBHOM JIEJIONPOU3BO/JICTBA;
OK 1 0a30H, UCTIOJIB3YS - OCHOBHBIE TIOHATHS JOKYMEHTAIIHOHHOTO

UH(POPMAI[HOHHBIE TEXHOJIOTUH;
10 - OCYIIIECTBIISTH ABTOMATH3AINIO
00pabOTKH JOKYMEHTOB;

IIK 1.1 -
- yHU(HUIUPOBATH CUCTEMEI
L3, JOKYMEHTaINU,;
2.1-2.4, | - OCYWIECTBIATH XPAHEHUE H MIOUCK
JIOKYMEHTOB;
3.1-3.5, | - ocymIECTBIATH aBTOMATH3ALUIO
41-46 00pabOTKH JOKYMEHTOB;

- UCTIOJIb30BATh
TCIICKOMMYHHUKAIIMOHHBIC
TEXHOJIOTUH B AJIEKTPOHHOM
JIOKYMEHTO000pOTe

o0ecrieyeHus yrpaBiIeHHUs;

- CUCTEMBI JJOKYMEHTAIIMOHHOTO 00eCTICUSHHSI
yIIpaBJICHUS;

- KJTaccu(pUKaNnIO JOKYMEHTOB;

- TpeOOBaHUS K COCTABICHUIO U O(hOPMIICHUIO
JTOKYMEHTOB;

- OpraHM3aLHUI0 JOKYMEHTO000pOTa: IIPHEM,
00paboOTKy, pErHCTPaIIUI0, KOHTPOJb,
XpaHCHUE JIOKYMEHTOB, HOMEHKIIATYPY JCI




2. CTPYKTYPA U COAEP/KAHUE JUCHUIIJIMHBI

2.1 O0beM TMCHUNIMHBI ¥ BBl YUeOHOH padoThl

Ounas dhopma oOydeHust

Oobvem uacos

Buo yueonoit pabomul

MaxkcumanbHas y4eOHass Harpy3ka (Bcero) 75
Ob6s13aTenbHas ayIMTOPHAs yueOHAas Harpy3ka (Bcero) 50
B TOM YHCIIE:

JeKuu (ypoKu) 24
MPAKTUYECKHUE 3aHITUS -
1ab0opaTOPHBIE 3aHATHS 26
KypcoBasi paboTa (IpoeKT) (ecau npedycmompena) -
CamocrosiTesabHast padora o0y4yaromierocsi (Bcero) 25

[IpomexyTounas arrectamus B popMme oudpepenyuposantozo 3avema
- Ha 0a3e OCHOBHOT'O 00IIIeT0 00Pa30BaHUs - B mpembem CEMeCTpPe
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3. ®OHJI OHEHOYHBIX CPEACTB, JIs1 IPOBEAEHUSI TEKYIIEI'O KOHTPOJISI U
IMPOMEXYTOYHOU ATTECTAIIUNA OBYYAIOIIIUXCA ITO JTUCIHUITJIMHE
(MOAYJIIO)

@®oHa oueHouHbIX cpelacTB (nanee — POC) - KOMIIEKT METOAMYECKMX M KOHTPOJBHBIX
MaTEpUaIOB, HCIOIB3YEMBIX IPU IPOBEACHUU TEKYIIETO KOHTPOJSI OCBOEHHUS PpE3yNIbTAaTOB
oOyuyeHuss u npomexyToyHoi arrectarmu. @OC mnpeaHa3HAYeH ISl KOHTPOJIS M YIpPaBJICHHUS
IPOLIECCOM MTPUOOPETEHUs 00YJarOIMMUCS HEOOXOAUMBIX 3HAHUM, YMEHUH, IPAKTUYECKOTO OIbITa
u koMreteHuuit, onpeaeneHubix Bo ®I'OC (IIpunoxenue Ne 2).

TumnoBsle KOHTPOJBHBIE OIEHOYHBIE CPENICTBA, HEOOXOAMMBIC Ul OLICHKU 3HAHUM, YMEHHUH,
HaBBIKOB M OMbBITa JESATEIbHOCTH, XapaKTEPHU3YIOUIMX O3Tambl (OPMHUPOBAHUS KOMIIETECHIMHA B
npoliecce 0OCBOEHHsI 00pa30BaTeNbHON MPOrpaMMbl U METOJUYECKHE MaTepHallbl, ONpeAeSIone
IpOLEAYpbl OLICHUBAHMS 3HAHWM, YMEHUH, HaBBIKOB U OMNbITA JIEATEIBHOCTH, XapaKTEPU3YIOLIUX
sTansl HOpMUPOBaHM KOMIETEHIUI npencTaBieHs! B [Ipunoxenun Ne 2.

4. YCJIOBUSA PEATIM3ALIIMU JUCHUIIIMHBI
4.1. TpeboBaHusA K MUHUMAJILHOMY MaTePHAJIbLHO-TEXHUYECKOMY o0ecneyeHn 0

JlaGopaTopust uccienoBaHus MPOIECCOB B SKOHOMUKE U yrpasieHuu (Ne31la) — 82,9M” (r. Ya,
yi. K. Mapkca, a. 3, kopn. 4)

[Tepconanbubiii KoMIbiOTED lenovo thinkcentre — 16 miT.

Hocka — 1 .

Cron — 26 mi.

Cryn — 26 mr.

Tpubyna — 1 mr.

JlaGopaTopust nHOOPMAITMOHHBIX TEXHOJIOTHH B SKOHOMHKE M yrpaBieHun (Ne311B) — 82,2m” (r.
VYoa, yn. K. Mapkca, a. 3, xopr. 4)

[Tepconanbuplii KOMIbIOTEP B KoMIUIekTe Ne 1 iru corp 510 — 14

Hocka — 1 .

Crton — 26 mi.

Cryn — 26 mr.

Tpubyna — 1 mr.

KaGHHEeT JOKYMEHTALMOHHOro obecredeHus yupasierns (Ned405) — 161,8M° (r. Yoa, yi. K.
Mapkeca, 1. 3, kopm. 4)
Boxkanbasie pagpomukpodorst AKGWMS 40 — 2 mir.
WHuTepakTuBHAs cUCTEMa CO BCTPOGHHBIM KOPOTKO(OKYCHBIM ITpoekTopoM Promethean ActivBoard
387 RPO MOUNT EST
Komnsrotep BcrpanBaemsiii B kadeapy INTEL Core i3-4150/DDr3 4 Gb/HDD
Okpan HacTeHHbIH Draper Luma AV(1:1) 96/967244*244MV (XT1000E)
Hacronbnbiil uHTepakTUBHBIN Auciuiei ActivPanel 21S
Matpuunsiii kKommyTtaTop curnaioB uHTepdeiica HDMI CMPRO 4H4H
Mynstumeaua-npoekrop Panasonic PT-EW640E
JIByxmonocHbIl HacTeHHBINH rpoMkoroBopuTesib 20B1/100B 1iBet 6enpiii (MASK4TW) (6emnbrit) — 6
IIT.
[Ternmunsiii pagpomukpoporn AKG WMS45
Tepmunan Buaeo koudepenu-ceszu LifeSize Icon 600 Camera 10xPhone 2™ Generation
Okpan HacTeHHbIN Draper Luma AV (1:1) 96/967244%244MV (XT1000E)
Hocka — 1 .
Cron — 3 mr.
Cryn — 3 mwr.
VYuennyeckas nmapra TpexmMecTHasi — 35 miT.
Tpubyna — 1 mT.
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4.2. Y4eOHO-MeTOAHYeCKOe U MH(OPMALIMOHHOE o0ecriedeHne JUCHTUNIMHBI (MOTYJIs)

4.2.1. TlepeyeHb OCHOBHOH W JONMOJHHUTEJLHOH Yy4eOHOW JUTepaTypbl, HEOOXOAMMON IJIsi
OCBOEHHUS TUCUMILIUHBI (MOTYJIs1)

OcHoBHas1 yueOHas1 IuTepaTypa:

1. I'po3oBa, O.C. [lenompousBonactBo : yueb.mocodbue mis CIIO / O.C. I'pozoBa. — M.:
WzparensctBo KOpaiit, 2019. — 126 c. - [DnexTponnsiii pecypc]. - URL: http: biblio-online.ru.

2. Ky3znenos, W.H. JlokymeHTarmonHoe oOecnedeHue ymnpasieHus. JloKyMeHTOOOOpOT u
JIeonpou3BoICTBO : yueOHuK u mpaktukym s CIIO / U.H. Ky3nemnoB. — 3-e¢ uzn., nepepad. u
non. — M.: U3narensctBo FOpaiit, 2019. — 462 c. - [Dnextponnslii pecype]. - URL: http: biblio-
online.ru.

3. Ianosa, P. C. JlokyMeHTaIMOHHOE OOecTieueHue ynpapienus : yaeOuuk mis cro / P. C.
[TaBnoBa. — Cankr-Ilerepoypr : Jlans, 2021. — 416 c. — ISBN 978-5-8114-6959-8. — Tekcr :
BJIEKTPOHHBIN // Jlanpb : AJICKTPOHHO-OMOIMOTEUHAS cucrema. — URL:
https://e.Janbook.com/book/173087 — Pexxum nocryna: st aBTOPHU3. MOIb30BATENCH.
JlonoiHUTeNbHASI Y4eOHaA JIUTEepaTypa:

1. Hoponuna, JI.A. JIokyMeHTalIMOHHOE OOECMEYCHHUE YMPABICHHS : YICOHUK U MPAKTHKYM
nns CIIO / JILA. Hoponuna, B.C. UputukoBa. — M.: UzmarensctBo FOpaiit, 2019. — 233 c. -
[DnexTponnslit pecypc]. - URL: biblio-online.ru.

2. Ky3nenoB, M.H. JlokymeHTanimoHHOEe oOecTeueHre yrnpaBieHus. J[oKymMeHTOO0OpOoT u
JIEIONPON3BOJICTBO : yucOHMK M mpaktukym s CITO / M.H. Ky3HenoB. — 3-¢ u3n., nepepad. u
non. — M.: UznatensctBo FOpaiit, 2019. — 462 c. - [Dnektponnsiii pecypc]. - URL: biblio-
online.ru.

4.2.2. Ilepedyennb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHKAIMOHHOI ceTn «HTEepHeT»

(masee - ceTb «MAHTEpHET»), HEOOXOAUMBIX [JIs OCBOCHH S JUCHHUILJIMHBI (MOAYJIsA)

Ne HaumeHoBaHue 3/1IeKTPOHHOH OMOIMOTEYHOH CHCTEMBbI

1. | DnexkrponHas oubnuoreunas cucrema bamlyY www.bashlib.ru

2. | DnekTponHas oubnuoreunas cucrema «3b baml ¥V » https://elib.bashedu.ru/

3. | DnekTpoHHas OMOIMOTEeYHAs CHCTEMa «Y HUBEPCUTETCKAst OMOIMOTeKa OHJIAH»
https://biblioclub.ru/

4. | DnexTpoHHas OubaMoTeuHas cucreMa u3aarenberBa «HOpaiir» https://urait.ru/

5. | DnexTpoHHas 6ubnuoTeyHas cucreMa u3arenberBa «Jlanp» https://e.lanbook.com/

6. | DnexTponHbIii katanor bubmmoreku baml'y http://ecatalog.bashlib.ru/cgi-
bin/zgate.exe?init+bashlib.xml,simple.xsl+rus

7. | Bl nepuonnyeckux u3naanuii Ha matdopme EastView https://dlib.eastview.com/

8. | Hayunas snextponHast 6ubaunoreka — https://www.elibrary.ru/defaultx.asp (moctym
3JICKTPOHHBIM HAYYHBIM JKypHasiam) — https://elibrary.ru

Ne Anpec (URL)

1. www.economy.gov.ru — Odunuanbaslii caiitT MuHHCTEpCTBA SKOHOMHUYECKOTO DPa3BHUTHUS
Poccuiickoit @enepanunu [DnekTpoHHBIH pecype]. — Pexxum nocrymna: cBoOOIHBIN

2. | www.minecon.bashkortostan.ru — Odunmanbhapiii cait MuHHUCTEPCTBA YKOHOMHYECKOTO
pasButusa Pecnybnmuku bamkoproctan [DnekTpoHHBIM pecypc]. — Pexum mocryma:
CBOOOTHBII

3. | http://www.aup.ru — AIMUHUCTPAaTUBHO-YIPaBIEHYECKUI NIOpTaJl [ DIEKTPOHHBIN pecypc].
— Pesxxum octyma: cBOOOTHBIH
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4. |ecsocman.eduru — OxoHommka, Cormonorusi, MeHemKMEHT -  QeaepaabHbIit
00pasoBatenbHbIN OpTal [IIEKTPOHHBIN pecypc]. — Pexxum moctymna: cBoOO HBIH

5. | www.eg-online.ru — T'azeta «DKOHOMHKA W XKU3Hb» [DIEKTPOHHBIM pecypc]. — Pexum
JIOCTYTIa: CBOOOTHBIN

4.3.3. IlepeyeHb HH(POPMALMOHHBIX TEXHOJOIHIi, HCIIOJIb3yEeMBbIX IIPH OCYIIECTBJICHUH
o0pa30BaTe/IbHOIO MpoLecca Mo JHCUUILIMHE, BKJIYas epedyeHb POrpaMMHOIo
ol0ecrieyeHust 1 MHGOPMAIMOHHBIX CIIPABOYHBIX CHCTeM (IIPH HEOOXOAMMOCTH)

HanmeHoBaHWe MPOrpaMMHOT0 odecrieyeHust

Windows 8 Russian. Windows Professional 8 Russian Upgrade. JoroBop Ne 104 ot 17.06.2013 t.
Jlunensun — 6eccpoyHbIe

Microsoft Office Standard 2013 Russian. JloroBop Ne 114 ot 12.11.2014 r. JIuuen3uu —
OeccpoUHbIe

Cucrema niearpanusoBanHoro tectuposanus baml'V (Moodle). GNU General Public Li cense
Version 3, 29 June 2007

Koncynsrantllntoc. JforoBop Ne 28826 ot 09.01.2019r. JIunen3uu 6eccpounbie

5. AHBIE CBEJJEHUA U1 (MJIN) MATEPHUAJIBI

S5.1. IlepeyeHp 00pa3oBaTeJbHBIX TEXHOJOIHH, MCHOJAb3yeMbIX IPH OCYIIECTBJICHHHU
o0pa3oBaTeIbHOIO MpoLecca 1o JUCHUIINHE

AKTHBHbIE H HHTEPAKTUBHbIE ()OPMBI NIPOBEICHUS 3aHATHIH

AKTUBHBIC U MHTEPAKTHUBHBIE (OPMBI MPOBEICHUS 3aHATUN PEaTU3yIOTCS MPU MOITOTOBKE
[0 TPOrpaMMaM CpPEIHEro MNPOoQPecCHOHATBHOrO 00pa3oBaHUS M MPEAINONAraloT oOydeHHEe B
coTpyaHuvecTBe. Bce ywdacTHHKM 00pa3oBaTelbHOrO Tpoliecca (MpPEenoaaBaTelib M CTYICHTHI)
B3aMMOJICHCTBYIOT APYT C APYroM, OOMEHUBAIOTCS MHPOPMAINEH, COBMECTHO PEIIAIOT MPOOIEMBI,
MOJICIUPYIOT CUTyallud B arMoc(depe Iel0BOro COTPYAHUYECTBA, ONTHMAIBHON JJISl BHIPAOOTKH
HaBBIKOB M KadecTB Oyxaymero mnpodeccuonana. OCHOBHbIE NPEUMYIIECTBA AKTUBHBIX U
WHTEPAKTUBHBIX (HOPM TPOBECHUS 3aHATHIL:

- aKTUBU3ALUS TIO3HABATEILHON M MBICITUTEIBHOMN JIESTEbHOCTH CTYICHTOB;

- YCBOGHHE CTYJICHTaMHU Y4eOHOTO MaTepraja B KaueCTBE aKTUBHBIX YIaCTHHKOB;

- pa3BUTHE HaBBIKOB pe(JIeKCHH, aHATN3a U KPUTUYECKOTO MBIIIIJICHHUS;

- YCUJICHHE MOTHUBAIMH K U3YYCHUIO TUCIUILTUHBI B O0YUEHHIO B IIEJIOM;

- co3/1aHue OaronpusATHONW aTMOC(Eephl Ha 3aHITUH;

- pa3BUTHE KOMMYHHKATHBHBIX KOMIICTCHIIHIA y CTYJCHTOB;

- pa3BUTHME HaBBIKOB BIAJICHUS COBPEMEHHBIMH TEXHHUECKUMH CpEACTBaMH U
TEXHOJIOTHSAMHU 00pabOTKH MHPOPMAIIHH;

- (opmupoBaHue W pa3BUTHE CHOCOOHOCTH CaMOCTOSTEIHHO HAXOAWTh WH(MOPMAIUIO U
OTIPENeNATh YPOBEHB €€ JOCTOBEPHOCTH;

- WCHOJb30BAHUE 3JIEKTPOHHBIX (POPM, 00ECIIEUMBAIOIINX YETKOE YIpaBICHUE Y4EOHBIM
MIPOIIECCOM, TIOBBIIIEHHE O0BEKTUBHOCTH OIICHKH PE3YJIbTaTOB 00yUEHHSI CTYICHTOB;

- mnpuOmmwKkeHHe ydyeOHOro Tmpolecca K YCIOBUSAM Oyaymied mnpodeccnoHaabHOR
NEeSITETTHHOCTH.

AKTUBHBIC U MHTEPAKTUBHBIC (POPMBI YUEOHBIX 3aHATHH MOTYT OBITH MCIOJBH30BAHBI MPU
NIPOBEICHUY JICKIIHA, TIPAKTUYCCKUX U JIAOOPATOPHBIX 3aHSATHH, BHIMOJHEHHH KYPCOBBIX MIPOCKTOB
(paboT), MpH MPOXOKAESHUH MPAKTUKH U APYTUX BUAX YUCOHBIX 3aHATHMA.

Hcnonp3oBaHWe aKTUBHBIX W HMHTEPAKTUBHBIX (OpM YYEOHBIX 3aHSATHHA TTO3BOJISET
OCYILIECTBIISITh OLIEHKY YCBOCHHBIX 3HAHUN, CHOPMHUPOBAHHOCTH YMEHHM U HAaBBIKOB, KOMITETCHIIUN
B paMKax MpOLEAYPHl TEKYIIEro KOHTPOJS MO IUCHUILTUHE (MEXIUCIHUILTHHAPHOMY KYypCY,
npo¢ecCHOHATLHOMY MOJIYJIIO), TPAKTHUKE.
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AKTHBHBIE W HMHTEPAKTUBHBIC (OPMBI y4EOHBIX 3aHATHH PEATM3YIOTCS IMpErnojaBaTeieM
cormacHO pabodeil mporpamMme Y4YeOHOW MUCHMIUIMHBI (MPOQPECCHOHATBHOTO MOIYJIS) WIH
IpOrpaMMe IPaKTHKU.

WuTepakTUBHAS JIEKIHS MOXKET IPOBOAUTHCS B Pa3IMUHbIX (hopMax.

[Ipu mpoBeneHUM TUCHUIUIMHBI  «/[OKyMEHTAallMOHHOE OOEcIeueHUuEe YIpaBICHUS»
MCIIOJIb3YIOTCS JIEKIIUH, TPOOIEMHBIE JIEKIIUH, JIEKIUI- 10T, pa300p KOHKPETHBIX CUTYalUuH.

JlexnonHast (hopMa MpOBEACHUS 3aHATHUS MPEATNOJIAraeT YCTHOE U3JI0KEHHE MaTepuaia 1o
ornpezeneHHON Teme. B xoxe mpoBefeHMs 3aHATHSA, JIEKTOP MOKET aKIIEHTUPOBAaTh BHUMaHUE Ha
OTIpe/ieIeHHbIe TMPUHLIUWIHAIBHBIC TOJOXKEHUSI TEMBI, KOTOpPbIE MOTYT OBITh 3alucaHbl O]
TUKTOBKY.

[IpobnemHas nekuusi MpearojaraeT HM3JI0KeHHEe y4eOHOro marepuaia ¢ yKa3aHMEM Ha
onpeziesieHHble MPOOJEeMBbl, CHUTyallMd, HECOBEPIIEHCTBO 3aKOHOAATENIbCTBA. TakuM oOpazom
IPOMCXOIUT MPHUBIICUEHUE CTYECHTOB K aHAJIN3Y MPOOJIEMBbl, MHOTOCTOPOHHEMY MTOHUMAHHIO TEMBI,
YMEHHMIO BHJIETh CHUTYallUIO C TO3UIUU pPa3HbIX TOUYEK 3peHHs. AHaATU3Upys MpoOJIEeMBI,
oOyyaromuecss MOTYT CaMOCTOSTEJIbHO MPUUTH K HEOOXOAMMBIM  BBIBOJAM, KOTOpBIE
IpenoaaBaTesib COOOIIUT UM B X0J1€ U3JI0KEHUSI MaTepHraa.

B xozxe npoOieMHOM JeKuMu MpenojaBarelb M3jaras HOBBIH MaTepual, MOXET 33/1aBaTh
BOIPOCHI, Ha KOTOpble oOydaromuecss Oy1yT oTBeuaTh B XOJ€ JEKIHH. Bompocsl MOTYT 3a/1aBaThCs
TakuM 00pa3oM, YTOOBI CTYJCHTHI NMOHUMAJHM JIOTUKY 3aKOHOJATElNs, HAyYHbIX HCCIIeOBaTeNeH,
MOTJIM 3aKpenuTh paHee M3YUYEHHBIM Marepual, BUIS ONpeAeNIeHHYIO CBSI3b MEXAYy Temamu. B
X0JIe TPOBEJICHHUsI MPOOIEMHON JIEKIIUM MOTYT HMPUBOAMUTHCS HPUMEPHI U3 CyIeOHOM NMpaKTHKH,
yueOHOM JTUTepaTyphl, KOTOPbIE JEMOHCTPUPYIOT T€ WM UHbIE TPOOIIEMBI.

B xone pa3bopa KOHKPETHBIX CUTYaIlil OCYIECTBIISCTCS aHAJIN3, U3yUeHHE, UCCIIeJOBAHNE
00CTOSITENLCTB, CUTYyallUd M MPOOJIeM, KOTOPhIE CYIIECTBYIOT B JE€HCTBUTEIBHOCTU UM KOTOpHIE
MOTYT BO3HHUKHYTH B OIpeleleHHBIX ciaydasx. C MoMompio pa3dopa KOHKPETHBIX CHTyalul
oOyJaromuiicss pa3BUBaeT HaBBIKU 10 aHAIM3Y U CKENITUYECKOMY MBIIUICHUIO, COEAMHEHUIO TEOPUN
U TPaKTUKH, BEIOOPY MPHUHUMAEMOIO PELICHUS, OLIEHKE MOCIEACTBUN MPUHATOrO PEIICHUS U T. 1.
Pa300p KOHKpPETHBIX CUTYyallHii MOXKET MIPOBOAUTHCS B (POpPME pEIICHUs CUTYallMOHHBIX 3a7ay.
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MNPUJIIOKEHME 1
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30BATEJIBHOE
YYPEXJEHHUE BBICIIIEI'O ObPA3OBAHNA
«YOUMCKUIN YHUBEPCUTET HAYKU U TEXHOJIOI Ui1»

Komnemx YYHuT
COT'JTACOBAHO

[Ipencenarenn
MK

@)

[Tazaesa JI.H.
KanennapHo-reMmaTuyecKuil nJjiaH
M0 IUCLUIUINHE OIL.05. /lokymenmayuonnoe obecneuenue ynpaeieHus
CHEIHALHOCTD
21.02.05 3emenvHo-umyuiecmeeHHbvle OMHOUEHUS
KO HAUMEHOBAHUE CIEIUAIbHOCTH

YPOBEHb MOJTOTOBKHU
oazoentit

Vipa 2023
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Ounas ¢popma 00yueHUs

Kon | Kanennap
Ne HanmenoBanue pa3nenos u -BO | HBIE CPOKH
Bun 3anatusa JlomalHee 3agaHue
n/n TeEM yac | U3y4YeHUs
OB (mmamH)
Pazpean 1.
Jenonpouns3Boacreo, Kak
cdepa ynpasiieHUYeCKOM
AeSITeJIbHOCTH
Tema 1.1. UreHue u
JoxymeHTanus 4 1-2 Texuus KOHCIIEKTHPOBAHHE
Heaenu yueOHOI TuTepaTyphbl
1 (6-11)
JlaboparopHas pabota Ne 1 2-3 JlaGopatoproe | PericHne
6 Henenu 3aHsITUC CUTYallMOHHBIX 3a1a4
Tewma 1.2. UreHue u
Knaccudukanus u KOHCIIEKTUPOBaHUE
oopmienue 4 4-5 Texus yueOHOI TUTepaTyphbl
OpraHU3alMOHHO- Henelu (39-44)
2 pacnopsaAuTeNbHBIX
nokymeHToB (OP/])
JlaboparopHas pabota Ne2 4 6 Henensa | JlabopaTtopHoe Pemienne
JlaGopaTopHas pabota Ne3 2 7 Henens 3aHATHE CUTYAIIMOHHBIX 33]1a4
Tema 1.3. UreHue u
JenoBas koppecrnoHaeHIus 4 8-9 Texuus KOHCIICKTHPOBAHHE
3 Heaenu yueOHOH TUuTepaTyphbl
(46-57)
JlaGopatophas pabota Ned 6 9-11 JlaGopatopnoe | Pemenue
Heaenu 3aHATHE CUTYAIlMOHHBIX 3a/1a4
Tewma 1.4. Pewmenne
NudopmannonHo-cripaBoyHast 4 | 12 nenens CUTYAIlMOHHBIX 3a/1a4
4 | AOKYMCHTaIls Jlaboparopnoe
JlaGopatopHas pabota Ne5 3aHsATHE
JlaGopaTtopHnas pabota Ne6 4 13-14
HEJeIN
Tema 1.5. Urenue "
5 | JokyMeHTauusi mo TpyaoBbIM | 4 15 nenens Jlekuus KOHCIIEKTUPOBAaHHE
OTHOUIICHUSIM yueOHOM TUTepaTyphl
Pa3nen 2. Texnonorus
padoThI C JTOKYMEHTAMM
Tewma 2.1. UreHue u
6 | Opranuzarus 4 16 Henens Jlexuus KOHCIIEKTUPOBAHHUE
JIEJIOTPOU3BOJICTBA y4eOHOM TUTepaTyphl
Tema 2.2. [ToBTOpEHME NEKIUH,
Koudunennmansaoe MOATOTOBKA K OMPOCY
7 | menmonpou3BOACTBO 4 17 uenensa Jlekusa [ToaroroBka K 3a4ety
Umoeosoe 3anamue. Hugh. [TpoBepka 3YH
3auem
Bcero 50
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MNPUJITOKEHMUE 2

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJIBHOE
YUYPEXJEHHUE BBICIIEI'O OBPASOBAHUA .
«YOUMCKUU YHUBEPCUTET HAYKU 1 TEXHOJIOI' M »

Komnemx YYHuT

OAOBPEHO

Ha 3acenanuu npeaMeTHO-IUKIOBOM KOMUCCUHU
[Tpotokom Ne 6 ot 19 suBaps 2023 r.
IIpencenarens ITLK

_@ ITazaesa JI.H.

DoH/I OLICHOYHBIX CPEACTB

M0 IUCLUILINHE OIL.05. /lokymenmayuonnoe obecneuenue ynpaeieHus

Ilpogheccuonanvuuiii yukn, oouienpogeccuonaibHas OUCYUNIURA, 00a3amelbHaAn YaACmb

OHUKJI AUCLHUMIITIMHBI U €TI0 4aCTb (065{3aTeana${, BapI/IaTI/IBHaH)

CHEIHALHOCTD
21.02.05 3emenvHo-umyuiecmeeHHbvle OMHOUICHUS
KO HAUMEHOBAHUE CIEIUAIBHOCTH

YPOBEHb MOATOTOBKHU
oazoentit

Vpa 2023
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I ITacnopT pOHIOB OLIEHOYHBIX CPEACTB
1. Od1acTh NnpuMeHeHust

®ona ounenounbix cpeacrs (POC) nmpeaHasHaueH Uil IPOBEPKU PE3YJIHTATOB OCBOCHHUS
mucuutuinnel OI1.05. JOKYMEHTAL[HOHHOE OBECIIEYEHUE VIIPABJIEHHUA, BXxondauiei B
COCTaB MpPOrpamMMbl MOJTOTOBKM CIHELUATUCTOB CPEIHEro 3BeHa Mo crneunanbHoctu 21.02.05
3emenvro-umywecmeennvie omuouienuss. O6beM 4acoB Ha ayJUTOPHYIO HAarpy3Ky IO JUCLUILIUHE
50 yacoB, Ha CaMOCTOATENbHYIO paboTy 25 4acos.

2. O0beKTHI OLIECHUBAHUS — Pe3yJIbTATHI OCBOCHHS 1N CHUIITIUHbBI

DOC no3BOISAET OLEHUTH CIAEAYIOIINE PE3YIbTaThl OCBOCHUS TUCUUILIUHBI B COOTBETCTBUU
¢ ®IroC cnemuansHoctun 21.02.05 3eMenbHO-UMYIIECTBEHHBIE OTHOIICHUS IPOTPAMMOM
mucrumuinael OI1.05. JOKYMEHTAIIMOHHOE OBECITEYEHUE YITPABJIEHUA:

YMEHHUsI:

- 0hOpMJISTH JOKYMEHTAIMI0O B COOTBETCTBMM C HOPMATHBHOW 0a30i, HUCHONB3Ys
WH(OPMAIIMOHHBIE TEXHOJIOTHH;

- OCYILIECTBJIATH aBTOMATH3AIMI0 00pabOTKH JOKYMEHTOB;

- YHUGUIIUPOBATH CUCTEMBI IOKYMEHTAIIHH;

- OCYIIECTBIIATh XPAHEHUE U MIOUCK JOKYMEHTOB;

- OCYIIECTBJISITh @BTOMATU3AIMIO 00PaOOTKH JOKYMEHTOB;

- HCIIOJIb30BaTh TE€IEKOMMYHUKALMOHHBIE TEXHOJIOTUU B JIEKTPOHHOM JOKYMEHTO000POTE;

3HAHUS:

- TIOHSATHUE, LIEJH, 3a/1a4l U MIPUHIIMIIBI AETIOTPOU3BOJICTBA;

- OCHOBHBIE TIOHATHS JOKYMEHTAIIMIOHHOTO O0EeCTieueHus yIpaBiIeHHUS;

- CHCTEMBI JOKYMEHTAIlMOHHOT'O 00eCreYeHNs yIpaBIeHUS;

- KJaccu(UKaIMo JOKYMEHTOB;

- TpeOOBaHUA K COCTABICHUIO M OPOPMIICHUIO TOKYMEHTOB;

- OpraHM3aiuio JOKyMEHTOOOOpoTa: mpueM, oO0paboTKy, perucTparuio, KOHTPOJb,
XpaHEeHHUE T0KYMEHTOB, HOMEHKJIATYpY Jell.

BrlmenepeuncieHHbIe YMEHHsSI, 3HAHHUSI HAMPABICHBI Ha (OPMUPOBAHUE y OOYJAFOIIMXCS
CJIEAYIOIIUX 00X U MPO(eCcCHOHATBHBIX KOMIIETEeHIHIA:

OK 1. [TorumaTs CyIIHOCTh U COIMAIIbHYIO 3HAYUMOCTh CBOCH Oymymien mpodeccuu, mposiBIsATh K
HEl yCTOWYUBBIN UHTEpEC.

OK 2. Anamm3upoBaTh COLUHMATBHO-DKOHOMHYECKHE M TOJUTHYECKHE TPOOJIEMBI W TPOIIECCHI,
UCIIONIb30BAaTh  METOJbI  T'YMAHUTAPHO-COIMOJOTHMYECKMX  HAyK B Pa3IMUHBIX  BHUJAX
po)eCCHOHAIBHON U COITMAIBHON JIEATETLHOCTH.

OK 3. OpraHu3oBbIBaTh CBOIO COOCTBEHHYIO NESTEIBHOCTH, OINPENENATh METOJIbl M CHOCOOBI
BBITMIOJIHEHUS MPOPECCUOHANBHBIX 3a/1a4, OLIEHUBATh UX 3PPEKTUBHOCTDh U KAYECTBO.

OK 4. PemaTs mpo0eMbl, OLICHUBATH PUCKU U PUHUMATH PEIICHHUS B HECTAHAAPTHBIX CUTYaIUsX.
OK 5. OcymiecTBisiTh MOUCK, aHAJIU3 W OIICHKY MH(POPMAIMH, HEOOXOIMMOM Il TIOCTAHOBKH M
pernieHus npodeccnoHabHbIX 3a/1a4, MTPO(heCcCHOHATLHOTO ¥ TUYHOCTHOTO Pa3BUTHSI.

OK 6. PaboTaTps B KOJJIEKTHBE U KOMaHJie, O0ECIeYrBaTh €€ CIioueHue, F3h(HEKTUBHO OOIIAThCS C
KOJUIEraMH, PYKOBOJICTBOM, IOTPEOUTEISIMHU.

OK 7. CaMOCTOSITENIBHO ONpEeAeNATh 3aJadyd MPOPECCHOHAIBHOTO M JIMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS CaMOOOPa30BaHUEM, OCO3HAHHO IIAHUPOBATH TOBBIIIICHHE KBATA(DUKAIIHH.

OK 8. BBITh TOTOBBIM K CMEHE TEXHOJIOTHI B MPO(heCCUOHATBHOM IS TeIIbHOCTH.

OK 9. VYBaxuTenbHO U OEpEKHO OTHOCUTHCS K HCTOPUYECKOMY HACIECOUI0 U KYJIbTYpHBIM
TpaaUuLUAM, TOJIEPAHTHO BOCHIPUHUMATDH COLIMATBHBIE U KYJIbTYPHbIE TPAJAULIUHU.

OK 10. Cobnromath mpaBuiIa TEXHUKHA O€30MACHOCTH, HECTH OTBETCTBEHHOCTh 33 OpraHU3aIUIO
MEPOTIPUATHIA 10 00eCTIeueHnI0 0€30MaCHOCTH TPY/Ia.

IIK 1.1. CocTaBnarh 3eMenbHBIN OanaHc paiioHa.
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I[IK 1.2. TloaroraBmuBarth JOKYMEHTAI[MIO, HEOOXOMUMYIO JJsi TPHHITHS YIPABICHYECKUX
pELLIeHHH 1O SKCIUTyaTalluk U Pa3BUTHUIO TEPPUTOPUI.

[NK 1.3. ToroBUTh MNpeAsoXKEHHUS IO ONPEACTCHUI0O HKOHOMHYECKOH 3((HEKTUBHOCTH
UCIIOJIb30BaHUS UIMEIOLIET0Cs HEIBUKMMOIO UMYILECTBA.

I[IK 1.4. VYuacTBOBaTh B MNPOEKTUPOBAHUU U AHAIU3E COLMAIBHO-3KOHOMHYECKOI'O pa3BUTHS
TEPPUTOPUH.

[IK 1.5. Ocy1iecTBasiTh MOHUTOPHUHT 3€MEIIb TEPPUTOPHUH.

[1K 2.1. BeINOJHATH KOMIUIEKC KaJaCTPOBBIX MPOLIEAYD.

[IK 2.2. Onpenenste KaiacTpOBYKO CTOUMOCTb 3€MEIIb.

[1IK 2.3. BINOJHATE KaAaCTPOBYIO CHEMKY.

I1K 2.4. OcyuiecTBisTh KaJaCTPOBBIM U TEXHUYECKUH y4eT 00bEKTOB HEJJBUKUMOCTH.

[IK 3.1. Bemonasats paboTel 1o KapTorpado-reofe3ndeckoMy OOECTICUCHHIO TEPPHUTOPHH,
co3zaBaTh rpaduyeckre MaTepHaIbl.

I1IK 3.2. Ucnonb30BaTh TOCYAAPCTBEHHBIE T€OAE3UUYECKUE CETH HWHBIE CETH JJIsl MPOU3BOACTBA
KapTorpago-reo1e3n4ecKux padborT.

[1K 3.3. Mcronp30BaTh B MPAKTUYECKOMN ACATEIHPHOCTH TCOMH(POPMAIIMOHHBIE CUCTEMBI.

[IK 3.4. Onpenenstb KOOpAMHATHI TPAHUL] 3€MENBHBIX YYaCTKOB U BBIUUCIIATH UX IUIOIIAIH.

[1K 3.5. BeImoaHsATh MOBEPKY M IOCTUPOBKY T'€0JIC3UUYECKUX MPUOOPOB U HHCTPYMEHTOB.

[IK 4.1. OcymecTBisATs c60p U 00pabOTKY HEOOXOIUMOMN U TOCTaTOYHON MHPOpPMALIUU 00 0OBEKTE
OLIEHKU M aHAJIOTUYHBIX O0BEKTAX.

[IK 4.2. I[Tpon3BoANUTH pacueTsl MO OLIEHKE OOBEKTa OLIEHKH Ha OCHOBE NMPHUMEHMMBIX MOJIXOA0B U
METO/I0B OLICHKHU.

[1K 4.3. O60061maTh pe3yabTaThl, IOJy4eHHbIE MOIX0JaMH1, U JaBaTh 000CHOBAaHHOE 3aKJII0UEHUE 00
UTOTOBOM BEJIMUYUHE CTOUMOCTH OOBEKTA OLIEHKH.

I[IK 4.4. PaccuuTblBaThb CMETHYIO CTOMMOCTb 3JaHUH U COOPYXKEHHH B COOTBETCTBUHM C
JeUCTBYIOIMMHI HOPMaTHUBAMU U IIPUMEHSIEMBIMUA METOAUKAMU.

[IK. 4.5. KnaccupunupoBath 31aHHUsI U COOPYKEHHSI B COOTBETCTBUU C IPUHITON TUITOJIOTHUEH.

[1IK 4.6. OpopMsTh OIICHOUYHYIO JOKYMEHTAITUIO B COOTBETCTBUU C TPEOOBAHUSIMH HOPMATHBHBIX
aKTOB, PETYJIMPYIOLINX IPABOOTHOLICHUS B 3TOI 00acTu.

3 (I)OprI KOHTPOJISA 1 OCHKH PE€3YJbTATOB OCBOCHUA TUCHUITIIMHBI

KoHTposb U OlLleHKa pe3ylbTaTOB OCBOEHHUS — 3TO BBISBICHHE, U3MEPEHHUE U OLICHUBAHUE
3HaHW, YMEHUUW W (GOPMHUPYIONIUXCS OOIMMX W MPO(PECCHOHATBHBIX KOMIETCHIIMH B paMKax
OCBOEHUS JUCLUIINHBL.

B cooTtBercTBUM ¢ yueOHBIM MuiaHOM criennaibHOCTH 21.02.05 3eMenbHO-UMYIIeCTBEeHHbBIS
OTHOINICHHUS, pabodeil mporpaMMol TUCIUTUIHHBI «/[OKyMeHTallMOHHOE 00eCTIeYeHUE YIIPABICHHUS»
pelycMaTpUBAETCs TEKYUIUI U MPOMEKYTOUHBINH KOHTPOJIb PE3yIbTATOB OCBOCHHUS.

3.1 ®opMbI TeKYHIET0 KOHTPOJIS

Tekymuit KOHTPOJIb YCIIEBAEMOCTH MPEICTABIsAECT COOOW MPOBEPKY YCBOCHHUS y4E€OHOTO
MaTepuana, peryJsipHO OCYIIECTBISIEMYIO Ha MPOTSHKEHUH Kypca 00y4IeHHUS.

Texymuid KOHTPOJb pPE3YyJIbTATOB OCBOCHMS AHUCLUHUIUIMHBI B COOTBETCTBUU C pabodyeit
HpOFpaMMOﬁ " KAJICHAAPpHO-TCMATHYCCKUM IUIAHOM IMPOUCXOJUT IMPU HUCIIOJIB30BaHUU CIICAYHOIINUX
00s13aTeIbHBIX (HOPM KOHTPOJIS:

- BbINOJIHEHUE U 3auUma 1a60pamopHuIX pabom;

- NPOBEPKA BbINOIHEHUS. CAMOCMOAMENbHOU padombl CHYO0EeHMO8,

- NPOBEPKA GbINOIHEHUSL KOHMPOTIbHBIX PAOOM.

Bo Bpemsi mpoBeneHus ydueOHBIX 3aHSATHI OMOJHUTENBHO HCIIOJB3YIOTCS CJEIyIOIIHNe
(GOpMBI TEKYILIET0 KOHTPOJS — YCMHBIN ONpoC, peuieHue 3a0ad, Mmecmuposanue no memam
OMOeNbHbIX 3AHAMULL

BoinosiHeHHe U 3amuTa JIadopaTopHbIX padot. [IporpamMmma nabopaTopHOTo MpaKTUKyMa
yueOHOM AUCHMIUTUHBI «JlOKyMEHTAallMOHHOE oOOecreyeHne yIpaBiIeHUs» MpelHa3HayeHa JUis
peanu3any rocylapcTBEHHBIX TpeOOBaHMNA K MUHUMYMY COJIEPXKAHHUS U YPOBHIO IOATOTOBKH
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BBIIYCKHUKOB MO crnenuanbHocTy 21.02.05 3emenbHO-UMYIIECTBEHHBIE OTHOILIEHUsA. B nanHOM
paboTe mpencTaBieHAa TeMaTHKa MW3YyYEHUsS HEKOTOpPBIX TPUEeMOB pPAa0OTBl C TEKCTOBBIMHU
JOKYMEHTaMH, ¢ KOTOPbIMH CTYACHTHI CTAJIKUBAIOTCS KaK B y4eOHOM, TaK U B I€JIOBOM MPAaKTHKE.

JlaGopaTopHbIii TPaKTUKYyM SBJSICTCS MPOJOJDKEHHWEM JICKIIMOHHBIX — 3aHSATHH  TI0
mucuuiuinHe  «JlokymeHTanmonHoe oOecriedyeHue ympasieHusi». OH  mpenctaBiser  coOoi
KOMIUIEKCHYIO CKBO3HYIO 3aaauy. JlokymeHTHpoBaHue HWHGOpMalMu U JIOKYMEHTAlMOHHOE
o0ecrieyeHne YNpaBJiICHUs paCCMaTPUBAIOTCS HA MPHMEPE JAEATEIHOCTU YCIOBHBIX OpraHU3alui
(mpeanpusituid, yupexzaeHuil). IlocinemoBaTenbHO MNPUBOAATCA NPAKTUUECKUE 3aJaHUSl  T10
oopmieHHIO OpraHU3alMOHHOM, pacopsIAUTEIBLHOMN, MH(POPMALIMOHHO-CIIPABOYHOM
JOKYMEHTAllui, a TaKkKe JOKYMEHTaluu 1Mo OGOpPMICHHIO TPYIOBBIX MPaBOOTHOILIEHUI.
3aBepmIaloT MPAaKTHKYM 33/IaHUS 110 COCTABJICHUIO M O(POPMIICHHIO UTOTOBBIX YYETHBIX 3aIlUCEH,
HEOOXOUMBIX MPHU MOJATOTOBKE A€ AJIs Iepejaul UX Ha apXUBHOE XpaHEHHUE.

[To xaxxaoMy 3aJaHHIO MPUBOIATCS MCXOIHbBIC NaHHBIE, HEOOXOAMMBIE I COCTABJICHUS U
obopmiieHHsT TOKYMEHTOB. M3noxeHue tem sabopartopHoro mpaktukyma ocHoBaHo Ha ['OCT P
7.0.97 — 2016 Haumonanbnbiii cranzapt Poccuiickoit ®enepanuu. CucremMa CTaHAAPTOB IO
uHpopMaluy, OHOTMOTEYHOMY M U3JaTeNbckoMy feny. OpraHu3almoHHO-PACOpsAIUTENIbHAS
nokyMmeHTanus. TpeboBaHus K 0pOpMIICHUIO JOKYMEHTOB.

JlaHHbIN Ta0OpPaTOPHBIA MPAKTUKYM TAK)KE€ MOKET OBITh MCIIOJIb30BaH MPU MOJATOTOBKE U
oopmieHnN KBaTH(PHUKAIIMOHHBIX Pa0OT pa3HOTO YPOBHSL.

Hauano paGotsr:

I-p1ii  aran. OpraHuzoBarh pabGouee HHGOPMAIMOHHOE TPOCTPAHCTBO CTYJICHTA, B
COOTBETCTBUHU C TPHUHATON (PaillIoBOM CTPYKTYpOM, KOTOpas MpeaycMaTpuBaeT KIacCHU(HUKAIIUIO
uHOpMAaLIUK TI0 KypcaM, Tpynnam, GaMIInusM CTyIeHTOB, BUaM y4eOHOM paboThI.

2-0M 3Tamn. 3HaTh TEOPETUYECKYIO YaCTh Kypca.

3-uit stan. OtkpbiTh Word, co31aTh HOBBI JOKYMEHT (YMCTBIN), IPUCBOUTH JOKYMEHTY
ycinoBHOE uMs (Hanpumep, 3ananus Kk ['OCTy win npukas 1mo OCHOBHOM JIEATEIIbHOCTH), COXPaHUB
B IIEPCOHAJIBHOM NAIIKE CTYACHTA.

4-p1ii 9Tamn. BeimonaHAT, HaOOp, (GopMaTHpoBaHHME W COXPAHEHHE TEKCTa JOKYMEHTOB B
COOTBETCTBUH C 3aJaHMSIMM, Ha3HA4asl JOKYMEHTY OIpEAEIECHHbIE TapaMeTPhl CTPAHMIIBI U pa3Mep
o6ymaru cornacHo tpedoBanusim I'OCT P 7.0.97 — 2016 u I'OCT - 9327.

Cnucok s1adopaTopHbIX padoT:

Jlabopamopnas paboma Nel. Odopmienne pekBu3uToB gokymentoB mo 'OCT P 7.0.97-
2016 mpu yriaoBoM U IPOI0JIEHOM PACIONIOKEHHH, OCHOBHBIE TPEOOBaHUSI.

Jlabopamopnas paboma Ne2, 3. ITlpuka3. CocraBienwe u odopMieHHUE TpHKaza IO
OCHOBHOHM JEATEIBHOCTH U MO JUYHOMY cocTaBy. CocraBieHue u o(opMieHHE BBIIHCKH W3
MpUKa3a Mo OCHOBHOM jaesTenbHOCTU. Pacriopspkerune. CocTaBuTh U 0pOPMUTH PACTIOPSKCHHE.

Jlabopamopnas paboma Ned. CocrtaBieHue #u oQopmiIeHHE NUCHMA-IPOCHOBI |
rapaHTUIHOTO MHUChMa.

Jlabopamopnas paboma Ne 5, 6. 3HadeHue M 0OOILAs XapaKTEPUCTHKA HWH(OPMAIIMOHHO-
CcpaBOYHBIX  JIOKyMeHTOB. CocraBieHne u  odopmieHue HHPOPMAIMOHHO-CIIPABOYHBIX
JOKYMEHTOB OpTaHU3alHH.

Jlabopamopnas paboma Nel. Oghopmnenue pexsuzumog dokymenmos no I'OCT P 7.0.97-
2016 npu y2noom u npoOOIbHOM PACHOLONCEHUU, OCHOBHbIE MPeDOBAHUS.
1. Yro Takoe 6mank gokymenTta? Kakue Buabl 01ankoB qokymenToB omnpenenser 'OCT P 6.30

-2016?

2.Cocmasumv u oghopmums pexeuzumvl ONAHKA ONsl NUCEM, ONAHKA KOHKPEMHO20 8U0d
O0OKYMeHma ¢ NPOOOJIbHbIM U Y2N08bIM PACHONONCCHUEM PEKSUIUMOE.

3.Kax ¢opmupyercs 3aroioBOoK K TEKCTy?

4.0¢hopmums npumepsl 3a20108K08 K MEKCMAM: NUCbMA, NPOMOKONA, NPUKA3A, OOKIAOHOU
3anucKu.

5.Kak odopmiisieTcss peKBU3UT «aapecar»?

6.0¢opmums ~ HeCKONLKO — NpuUMepo8  aopecamos:  YupexcoeHuro,  pyKo8OOUmMento
Npeonpusmus, KOHKPEemHoOMY OOIHCHOCIHOMY UL .

7.Kakue 31eMeHThI BXOIST B PEKBU3UT IIOAIUCH»?
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8.0¢opmums noonucu pykosooumens npeonpusimus, e20 3amecmumelis, PyKOBOOUmens
CMPYKMYPHO20 NOOpA30eieHusl, 00KYMEeHMd, COCMABIEHHO20 KOMUCCUELL.

9.Kaxkue 3neMeHThI BXOJAT B cocTaB rpuda yreepxkaeaus? [ ne oHu pacnosaraiorcs?

10. Cocmasumov u oghopmums epugh ymeepicoenuss pykogooumenem npeonpusimusi, opyeum
pacnopsoumenbHuiM 0OKYMEeHMOM.

11. I'me pacnonararoTcsi BCe BU3bI COTJIACOBAHUS JOKyMEHTa?

12. 13 Kakux 3J€MEHTOB COCTOUT TpH( coriacoBanus?

13. Cocmasume u ogopmums enympenne coznacosanue OOKYMEHMAa ¢ PYKOBOOUMENAMU
CMPYKMYPHBIX NOOPA30eIeHUll NPeOnPUsIMusl.

14. Kak oopmitsieTcst npuiIoKeHHE K JOKYMEHTY?

15. Ogopmumse npunosicenue k Kakomy-1ub6o OOKyMeHmy.

16. Ha3Bath BcioMoraTeabHbIe OTMETKH K JOKYMEHTaM.

17. Opopmums neckonbko 61u0068 ommemok: 06 ucnoanumene, 06 UCHOIHEHUU OOKYMEHMA U
Hanpaegienuu e2o 6 0eo, 0 NOCMYNIeHUU OOKYMeHmdA.

IlpoBepka BBINOJHEHHSI CAMOCTOSITEILHOI PpadoTbl. CamocTosiTenbHas padoTa
HAlpaBlieHA HAa CaMOCTOSTENLHOE OCBOCHHE M 3aKpEIUICHHE OOYYAIOIIMMHCS TMPAKTUYECKUX
YMEHHH U 3HAHUM, OBIIaZIeHHE MPOo(eccrnOHaATbHBIMU KOMITETEHIIUSMHU.

CaMocTtosiTenbHasi MOATOTOBKA 00YYaIONINXCS 0 TUCIUIUIHHE MPEAIoaraeT Ciaeayromme
BUJIBI U POPMBI PAOOTHI:

*  Cucmemamuueckass npopadbomxKa KOHCHEKMO8 3aHAMUU, YYeOHOU U CReyualbHOoU
IOPUOUYECKOLL TUMEPAMYpbl.

*  CamocmosamenvHoe uzyuenue Mamepuana u KOHCNeKmuposanue 1eKyuti no y4eoHou u
CcneyuanbHoU I0pUOUYecKoll Tumepamype.

*  Cocmasnenue enoccapusi, 3ay4usanue mepmMuHos.

*  Hanucanue scce no 3aoannou meme. Hanucanue 3cce npedcmaeénsiem coboiu
MBOPYECKYIO  0eAMeNbHOCIb  00yYawe2ocs, 6 pAaMKax KOMOPOU  NPOUCXOOum  aHAIu3
3aKOHOO0AMenbCmea U CLONCUBULENICSI CYOEOHOU NPAKMUKU ¢ NOCAeO0VIOWUM UZTIOHCEHUEM CBOUX
coobpadicenutl 8 c600600HOU opme 6 0bveme He menbute 1 cmpanuysl u He 6onvwe 3 cmpanuy. B
PAMKax acce npusemcmeyemcst UsnodceHue: KaKou-moo npobiemamuru, CLo#CUSUUXCS 8327158008,
3apyOencHo20 Onvima U NpPeoyloNCeHUll no NpeodoseHul0 YKazanHuovlx npoodiem. Cnucok 3adanutl,
Komopbwie cooepacam pabomsl N0 HANUCAHUIO ICce:

1. «Ilpogheccus ooxymenmogeoda ceco0us u 3a6mpa»

2. «Unghopmayuonnasn hynkyus 0okymenma»
3. «HopmamusHno-npasosas 6aza u cmanoapmusayusi 6 0eJ10npouU3800Cmee»
® Paboma co cnpasouHol 1umepamypou u HOpMAamueHbIMU MAMePUALaMU.
CIUCcOK caMOCTOSATENBHBIX padoT.

® Camocmosmenvnas paboma Nel. Buasl paboT: HOATOTOBKAa KOHCIEKTOB. Temaruka:
[IpaBuna pabotsl ¢ 6ymaroit popmara A mo 'OCT 9327. «bymara norpedurensckas. DopmaTsl».

e Camocmosamenvras paboma Ne2. Buasl paboT: BBIIOJHEHHE MPAKTHICCKOTO 3a/IaHMS.
TemaTtuka: coctaBiieHre U 0(hOPMIICHHE PACTIOPSHKCHUS (PEIIeHUs).

e Camocmosmenvuas paboma Ne3. Bunpl paboT: BBINOJIHEHUE MPAKTHUYECKOTO 3a/laHHS.
Tematuka: cocraBieHue U odoOpMJIEHHE  MUChbMa-TpUINIAIIEHUS,  3ampoca,  OTKasa,
COTPOBOIUTEIBHOTO TUChMA, HH()OPMAIIMOHHOTO.

e CamocmosmenvHas paboma Ne4d. Buasl paboT: BBIIOJHEHHE MPAKTHICCKOTO 3a/IaHHMS.
Temaruka: coctaBieHure U 0pOpPMIICHHE aKTa.

e Camocmosmenvras paboma Ne5. Buabl paboOT: MOATOTOBKA KOHCIIEKTOB. TemaTHka:
OCHOBBI CHUCTeMAaTH3aIMH JOKYMEHTOB U odopmieHue ux B aeno. CocraBienue u oopmiieHHe
OTIHCH JIeNa.

e Camocmosmenvuas paboma Ne6. Bunel paboT: MOATOTOBKa KOHCIEKTOB. TemaTHka:
[IpaBuia TupaxkupoBaHusi KOHPHUICHIUATHHBIX JOKYMEHTOB. [IpaBuiia cocTaBlieHUsI HOMEHKIATYP.
®opmupoBanue 1 opopmieHre KOHGUICHIMATBHBIX Jed. Pexum xpaHeHus KOHOQUIACHIMATbHBIX
JIOKYMEHTOB.
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IlpoBepka BBINOJHEHHST KOHTPOJbHBLIX pador. KoHTponbHas paboTa TPOBOIUTCS C
LEJIbI0 KOHTPOJISI YCBOCHHBIX YMEHUN U 3HAHWM U MOCIEIYIOIIEro aHadnu3a TUIUYHBIX OLIMOOK U
3aTpyAHEHUN O0O0ydJalomMxcs B KOHILE HM3y4eHHs TeMbl WMiM pazzaena. CorjacHO KaJieHIapHO-
TEMAaTU4YECKOMY IUIaHy JUCHUIUIMHBI IPEIyCMOTPEHO MPOBEACHHE KOHTPOJIBHBIX PadoT.

Bomnpock! k KOHTpOJIbHOMN paboTe:

1. KakoB npeameT JOKyMEHTAIIMOHHOTO 00ECIICYCHUS YyIIPABICHUS ?

2. Kak cBsi3aHO JOKYMEHTAI[MOHHOE OOEeCIeUYeHue YIpaBlIeHUs C JOKYMEHTOBEICHUEM,
JIEJIONPOU3BOJCTBOM, apXUBOBEACHUEM?

3. Kakyto ponp wWrpaer JAOKyMEHTAlMOHHOE OOecredyeHue B YIPABICHUU COBPEMEHHBIMH

OpraHu3aUsIMH?
4. Kakue HOpMaTHBHO-TIPABOBbIE AaKTBl PETYIUPYIOT JOKYMEHTAI[MOHHOE oOOecredeHne
yrpaBJieHus ?

5. KakoBa mpakTHueckass 3HAYMMOCTh YYEOHOH JAHUCHUIUIMHBI «JIOKyMEHTAIlMOHHOE
obecrieueHrne yrpaBiIeHUs»?

6. Kakoif 00beM U coaepxanue UMEIOT MOHATUS «HH(POPMALIU» U «TOKYMEHT»?

7. Kakyto ponb urpaer mHdopMmanus B oOecrieueHHH 3(PPEKTUBHOTO yIpaBiIeHUs?

8. KakoBbI HCTOUHUKY MOJIy4EHUS YIpaBiIeHYecKord HHPpopMauu?

9. KakoBbl Ha3zHaueHHe M (PYHKIMM CITyXKO TOKYMEHTAllMOHHOIO 0OECIeueHMsl YIPaBICHUs B
COBPEMEHHBIX OpraHHU3anusx?

10. Yto Takoe «cucTteMa AOKYMEHTAIlUU» U «YHH(PHUIIUPOBAHHAS CHUCTEMA JOKYMEHTAIMU»?

11. Kakue BuIbl yIpaBIE€HUYECKUX JOKYMEHTOB BKJIIO4YaeT B ceOs YHuUIIMpOBaHHAS
cucTeMa OpPraHU3alMOHHO-PACIIOPAAUTEIBHON TOKYMEHTaUu?

12. KakoBo Haznauenue 'OCT P6. 30-2003?

13. IlonsiTue: "pekBU3UT" TOKYMEHTA.

14. Yro Takoe MOCTOSIHHBIE U NEPEMEHHBbIE PEKBU3UTHl OPraHU3alMOHHO-PACHOPAIUTEIBHON
JTIOKYMEHTaIUM ?

15. KakoB cocTaB TIOCTOSSHHBIX UM  TEPEMEHHBIX PEKBU3UTOB  OpraHU3allMOHHO-
pacnopaIuTENbHON JOKYMEHTAIUN?

16. Kakue peKBU3UTHI HCIOJB3YIOTCS B  3aroJIOBOYHOM YacTM  OpraHM3allMOHHO-
pacnopsaIuTeIbHbIX JOKYMEHTOB?

17. Kakue pekBU3UTBl MCHOJNB3YIOTCS B COJEP)KATEJIbHOM YacTH OpraHU3alMOHHO-
pacnopsIUTeIbHbIX JOKYMEHTOB?

18. Kakue peKBU3UTHI HCIOJNB3YIOTCS B  OGOPMIIIONIEH YacTH OpraHU3aIMOHHO-
pacnopsaIuTeIbHbIX JOKYMEHTOB?

19. KakoBbl TpeOoBaHus K OPOPMIICHHIO TPUKA30B IO OCHOBHOM JIEATEIbHOCTH?

20. Kak oopMHUTP BBITUCKY W3 TIpUKa3a?

21. Kak opopmuts pemierue?

22. Kak opopMUTh mocTaHOBICHUE?

23. Uro coboii mpexacraBiser YcraB opraHuzanuu’? KakoBbl OCHOBHBIE TpeOOBaHHS K €ro
COCTaBJICHUIO U 0(OPMIICHUIO ?

24. Kak opopmuts [Tonoxenue o0 oTaene uin ciayx0e opraHu3anun’?

25. Kak opopMuth mraTHOE pacnucanue?

26. Kakue TpeboBaHuUS NMPEABABISIOTCA K OPOPMIICHHIO IOTOBOPA, KOHTPAKTa?

27. Yto Takoe MHCTPYKIIHS, KaKOBO €€ cojepxkaHue u opopmieHue?

28. Kakue TpeboBaHuUs MPEABABISIOTCA K OOPMIICHHIO TPOTOKOIa?

29. Kak opopMuUTh T0KIAIHYIO, CIYKEOHYIO U O0BSICHUTEIBHYIO 3aITUCKH ?

30. KakoBbl cCOBpeMEHHbIE TpeOOBaHMS K S3bIKY M CTHIIO YIPABICHYECKHX JOKYMEHTOB?

31. VI3 kakux 9acTeu CKJIaabIBaeTCsS TOKYMEHTOOOOPOT OpraHu3aIiu?

32. KakoBblI 3Tans! paboTsl ¢ BXOAAIMIUMU JTOKyMEHTaMu?

33. Kak cTpoutcs paboTa ¢ UCXOIAIUMU JOKYMEHTaMu ?

34. KakoBa TeXHOJOTHsI pabOThI ¢ BHYTPEHHUMH JOKYMEHTaMH ?

35. Kakue 3a1aun JOKyMEHTO000pOTa periaeT perucTpamus JOKyMeHTOB?

36. Kakue ympaBineHUeCKHME JOKYMEHTHl HE TMOJUIekKAT PErucTpalud B CIIyK0ax
JOKYMEHTAIMOHHOT0 00ecieueH sl ypaBieHus?
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37. KakoB nOpsI0K perucTpaniy yupaBjaeH4ecKoro JT0KyMeHrTa?

38. Kakue cymecTByIOT BU/Ibl KOHTPOJISI UCTIOJHEHUS JJOKYMEHTOB?

39. Kakue omepanuu 1O KOHTPOJIO MCIOJHEHHUS JOKYMEHTOB OCYIIECTBISIOT CIIY>KOBI
JOKYMEHTAIlMOHHOT'0 00ecrieueHus yrpaBieHus ?

40. Kak ocymiecTBise€TCs CHUCTEMAaTU3allis U XpaHEHHE JOKYMEHTOB B OpraHU3aluu’?

41. Yto Takoe nenmo, C TOYKU 3peHHUsT JOKyMeHToBeaeHus? IlpuBenure mnpumepsl nael,
XpaHAIMUXCSA B OPraHU3aAIIH.

42. PackpoiiTe coaepkaHUE MOHATUA «HOMEHKJIarypa nein». Kakoe TOJKHOCTHOE JHUI0 B
OpraHM3ali OTBEYaeT 3a COCTABJIECHHUE M BBEJIECHUE B JICHCTBUE HOMEHKJIATYpBI 1ei?

43. KakoBbI peKBU3UTHIl HOMEHKJIATYPHI €17

44. KakoBa cojiepkaTebHasi 4aCTb HOMEHKJIATYphl 1ei?

45. Kakue npu3HaKy 3aBe/ICHHs JIeia UCTIOJIb3YIOTCS TTPH ()OPMHUPOBAHUHU JIEN?

46. KakxoB 0CHOBHOW TpUHIHI (HOPMUPOBAHUS JOKYMEHTOB B Jienia’?

47. Kakue HopMaTHUBHBIE TpeOOBaHUS HEOOXOAMMO cOoOItoAaTh pu GopMupoBaHuU Aei?

48. Yro Taxkoe IKCIepTH3a LIEHHOCTH JOKYMEHTOB, U KaKUE JIOJKHOCTHBIE JINLA B OpraHu3alul
3aHUMAIOTCS €€ MPOBEACHUEM !

49. Kakrie HOpMAaTUBHbBIE AKTBl PETYIUPYIOT MPOBEACHHUE SKCIIEPTU3bl LIEHHOCTH JOKYMEHTOB
B OpraHuzanuu’?

50. Yro sBasieTCs pe3ynbTaToM NPOBEACHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB OpraHu3anun?

51. Kak ocymecTBiaseTcss MOArOTOBKAa el K apXWBHOMY XPaHEHHI0 B COBPEMEHHBIX
opraHu3anusx?

52. Kakue 1oKyMEeHTBI BXOIAT B COCTAaB IOKYMEHTAIIMH T10 Kajipam?

53. Yto Takoe Tpya0BOH KOHTPAKT?

54. KakoBbI OCHOBHBIE U JIOMIOJTHUTEIIbHBIE YCIOBUS TPYIOBOTO KOHTpaKTa?

55. Ha xakoif cpok MOXeT OBITh 3aKJII0UEH TPYAOBOM KOHTPAKT?

56. Urto Takoe mmuHas kaptouka popmer T-2? Kakas uadopmarus GUKCUPyETCs B HEW?

57. KakoBbl ITpaBuIIa 3all0JIHEHNS U XPAHEHUS JINYHBIX KapTOYEK?

58. Kakue aeiicTBus GUKCUPYIOTCS B IpUKa3ax 1Mo Kajapam?

59. KakoBbI CpOKM XpaHEHUsI IPUKA30B7

60. Uro Takoe muuHoe neno? Kakue TOKyMEHTHI BXOJAT B €T0 COCTaB?

61. KakoB nopsi1ok GopMHpPOBAHUS M XpaHEHHS TUYHBIX 1€

62. KakoBsI npaBuiia 3aMoJHEHUS TUTYJIBHOTO JIUCTA TPYAOBOM KHUKKH?

63. Kakue cBeieHust 0 pabOTHUKE (PUKCUPYIOTCS B €T0 TPYIOBOM KHUKKeE?

64. Kak XpaHATCS TPY/IOBbIE KHIKKH, M BEICTCS X y4eT?

65. Kakasg oOprrexHMKa HCHOJB3YeTCs IJs COCTaBIEHMSI JOKYMEHTOB B COBPEMEHHOM
JIETTONPOU3BOICTBE?

66. Kakas oprrexHuka HCHOJb3yeTCd U1 IOMCKA, DPAHEHHWS U Iepefadyd JOKYMEHTOB B
COBPEMEHHOM JIEJI0MPOU3BOJICTBE?

67. KakoBbl  BO3MOXHOCTM  KOMIIBIOTEPHBIX  TEXHOJOTMH B  JOKYMEHTAl[MOHHOM
obecrieueHnn yIpaBiIeHUs !

68. KakoBbl  BO3MOXHOCTH  CpPEACTB  TEIEKOMMYHUKAIlMM B  JOKYMEHTAI[MOHHOM
obecrieueHnn yrpaBIeHUs !

69. B kakux ciydasx OPUMEHSIOTCS CTaHAapTHBIE O(HCHBIE MPOrpaMMbl B OpPraHU3ALUHU
JIeTTONPON3BOICTBA?

IIpumepHoe TecTUPOBaHUE
1. [lenonpouseoocmeo — smo...
a) cucrema COCTaBJICHUS u XpaHCHHS JTOKYMEHTOB;
0) 3amuch wWHPOpPMAIIMK HA  Pa3NWYHBIX  HOCUTEISIX IO  YCTAHOBJICHHBIM  IIPaBHIIAM;
B) OTpaciib JACATENBHOCTH, OOECIeYHBAIOMAs OKYMEHTHPOBAHWE M OpPTaHM3AIUI0 PadOTHI C

opHUIIMaTLHBIMU JOKYMEHTAMH.

2. Ilonsimue «00OKyMeHmuposarue» - 9mo...
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a) 3aMuch uHpOpMaLIUU u oopmienue JIOKYMEHTA;
0) 3anuch HHGOPMAITIH Ha PA3TMYHBIX HOCUTEISAX 110 YCTAaHOBJICHHBIM IPAaBUIIAM;

B) XpaHEHHE TOKYMEHTA.

3. Hoxymenmoobopom — smo...

a) yciioBHOe 0003HauYeHHE, MpHCBaeMOEe JIOKYMEHTY B TpoOIlecce YyueTa M HCIOJIHEHUS;
0) ABIKEHHE TOKYMEHTOB B OpTaHU3aLlMU C MOMEHTA UX CO3/JaHUS WM MOyYSHHs 10 3aBEpPIICHUS
VICITOJIHEHMS WIIM OTIPABJICHUS aJpecary;

B) OTpaciib JAEATENbHOCTH, OO0eCleYnBaomas JTOKyMEHTHPOBAHWE M OpPraHMU3alrio padoThl ¢

opHUIIMaTLHBIMU JOKYMEHTAMH.

4. Opueunan 0okymenma — 3mo ...
a) IepBOHAYAJIbHBINA IK3EMIUISIP JOKYMEHTA;
0) PK3EMILISAP TOKYMEHTA, SBISIONIUIICS HCXOIHBIM MaTepPHAaIOM;

B) BCE OTBETHI BEPHBI.

5. 3axonwr P® densamcs Ha:
a) Ykassel Ipe3ujieHTa u nocraHonnenus [IpaButenscrea PO;
6) HopmaTuBHBIE akThI eiepaIbHBIX OPTaHOB MCIIOJHUTEIHLHOM BJIACTH

B) BCE OTBETHI BEPHBI.

6. Konusi — oamo ...

a) UJEHTUYHOE, BOCIIPOU3BEICHIE TIOUTMHHUKA, OCTAIOIAsCS B JIeNlaX MPEIIPUSITHS, KaK TPaBUIIO,
HE 3aBepsETCS MOMUCHIO TOIHKHOCTHOTO JIUIIA;

0) UICHTHYHOE, 3aBEPEHHOE JOKHOCTHBIM JIMIIOM BOCIIPOW3BEICHHE MMOTUHHUKA;

B) HET BEPHOTO OTBETA.

7. PayuonanvHo opeaHu3068anHbll KOMNIEKC B3AUMOCBA3AHHLIX OOKYMEHMO8, CO30AHHbIU NO
€OUHBIM NPABULAM U MPEOOBAHUAM U NPUMEHAEMBIL 8 ONPeOeseHHOU 001acmu 0esmelbHOCMU,
HA3b18AIOM. ..

a) CTaHJapTU3alUEeH;

0) YHH(PUITUPOBAHHOM CUCTEMON JOKYMEHTAITUH;

B) KJIaCCU(PHKATOPOM YIPABJICHUESCKOU IOKYMEHTAIIH.

8. Pexeuszum 0oxymenma — 3mo...

a) 00s3aTeNbHBIN 3JIEMEHT oopmIIeHUS opUIINaTHEHOTO JIOKYMEHTA;
0) momeTka, YKa3bIBaroas Ha 0COOBIi XapakTep;
B) yCIIOBHOE OOO3HAau€HWE, MPUCBAeMOE€ JOKYMEHTY B TIporecce yueTa (perucTpamuu) Hu

HUCIIOJIHCHUA.

9. Cmanoapmul opeanuzayuii 6 Poccuu mozym paspabamvléamscs u NpUMEHAMbCA OP2AHUZAYUAMU

8 CIe0yIoWUX CIYYaAsX:
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a) Ui obecrieueHus] UCIOJIb30BaHUS Ha MPEANPHUATUAX TexHuueckux periameHtoB P®, 'OCT P,
['OCT, mexayHapoJHBIX, HAIMOHAJIBHBIX CTAHAAPTOB 3apyOEKHBIX CTpPaH, CTAHIAPTOB HAYYHO
TEXHUYECKUX, HHXKEHEPHBIX OO0IIeCTB W Apyrux ooOmiecTBeHHBbIX o0benuHeHuii, CTII mpyrux
OpraHu3ali, a TaKXe€ Ha CO3JaBacMble Ha [aHHOM MPEANPUATHH TPOAYKIHUIO, YCIYId U
MIPOU3BOJICTBEHHBIC TIPOIECCHI (PabOTHI);

0) peructpanuu (HOpM JTOKYMEHTOB, YIOPSIOYECHHS HH(POPMAIMOHHBIX TOTOKOB B HAPOIHOM
XO03SIUCTBE, COKpAIICHHS KOJTHMYECTBA MPUMEHIEMBIX (DOPM, palliOHAIEHOW OpraHU3aIi KOHTPOJIS
3a MPUMEHEHHEM YHUDHUITUPOBAHHBIX (hOPM JIOKYMEHTOB;

B) HET BEPHOI'O OTBETA.

10. Hayuonanvnvie cmanoapmol u Obuepoccutickue Kiaccu@ukamopsbl mexHuKo-3K0HOMUeCKoU U
COYUATLHOU UHGOpMAYUU, 8 MOM YUCLe NPABULA UX PA3PAOOMKU U NPUMEHEHUS, NPeoCmasiaiom
coboli ...

a) MEXXHAIIMOHAJIBHYIO CUCTEMY CTaHIapTU3aLUU;

0) HAIMOHAJILHYIO CUCTEMY CTaHJapTU3AlHNH;

B) CUCTEMY CTaHJapTU3ALHH.

CBoanast Ta0/1Mna 110 NPpUMeEHsieMbIM (popMaM U MeTO0aM TeKylIero KOHTPOJIs 1
OLICHKHU Pe3y/1bTaTOB 00y4eHHs

Pe3yabTarsl 00yyeHus @®opMbI U METOAbI KOHTPOJISI M OLlEHKH
(ocBOCHHBIC YMEHHS1, YCBOCHHbIC 3HAHMA) pe3yJIbTATOB 00y4YeHH s
OcCBOCHHbIE YMEHUSA:
OdopMIsATh TOKYMEHTAIIMIO B COOTBETCTBUH BreimonHenue u 3amura JiabopaTopHO-
C HOPMATUBHOM 0a30M, UCTIOJIB3YsI MPaKTUYECKUX padoT
I/IHq)OpMaI_II/IOHHBIG TEXHOJIOI'MH OI.[GHKa MMPpaBUJILHOCTHU BBIIIOJIHCHUSA

CaMOCTOSITEIbHON PabOThI
Pemtenue 3aa4 BO BPCMs 3aHATUSA

OcymiecTBISITh aBTOMATH3AIUIO 00PaOOTKH BrimonHenue u 3amura 1adopaTopHo-
JIOKYMEHTOB MPAKTUYECKHUX padoT
O1eHKa MTPABUIBHOCTH BHITIOJTHEHUS
CaMOCTOSITENIbHOM PabOThI
Penrenue 3a1a4 Bo Bpemst 3aHATHS

YHaudummpoBaTh CUCTEMBI TOKYMEHTAIUU BrimonHenue u 3amura 1abopaTopHO-
NPaKTUYECKUX paboT

OueHka MpaBUIBHOCTH BBHITOJIHEHHUS
CaMOCTOSITENIbHOM PabOThI

Pemenne 3a1a4 BO BpeMsi 3aHATHUS

Ocy1ecTBISITh XpaHEHUE U TIOUCK BrimonHenue u 3ammra 1abopaTopHo-
JOKYMEHTOB NPaKTUIECKUX padboT
OI.[GHKa MMPpaBUJILHOCTHU BBIIIOJIHCHUSA
CaMOCTOSITEIbHOU PabOThI
Pemienue 3aa4 BO BPCMS 3aHATUSA

Ocy1miecTBIATh aBTOMATH3AIMIO 00pabOTKH Brinonnenue u 3anmra 1abopaTopHo-
JIOKYMEHTOB HPaKTHYECKUX padoT
OreHKa MPaBUIBLHOCTH BBITTOJIHEHUS
CaMOCTOSITEIbHONU PabOThI
Pemienue 3a1a4 Bo BpeMsl 3aHATHS

Vcnonp30BaTh TEIEKOMMYHHKAIIMOHHBIE Brinonnenue u 3amura JiabopaTopHO-
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TEXHOJIOTUH B 3JIEKTPOHHOM JIOKYMEHTO000pOTE | MPAaKTUYECKUX paboT
OueHka nMpaBUIBHOCTH BBHITTOJHEHHUS
CaMOCTOSITENIbHOM PabOTHI

Pemenne 3a1a4 BO BPEM 3aHATUA

YcBoeHHDbIE 3HAHNA:

HOHHTI/IG, ey, 3agauu u HpI/IHI_[I/IHBI
JIEJIONPOU3BOJICTBA

Bomnpock! k KOHTpOJIbHOM paboTe
Y CTHBINM OMpOC BO BpeMsl 3aHATHS
Pemenue 3agau

OcCHOBHBIE TOHATHS JJOKYMEHTA, €T0
CBOCTBa, CIOCOOBI JOKYMEHTUPOBAHUS

Bormpocs! k KOHTpOIBHOM paboTe
VY CTHBIN ONIPOC BO BPEMS 3aHATHUS
Pemrenue 3agau

[IpaBuna cocraBieHus U 0OpMIICHUS
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX
JIOKYMEHTOB

Bomnpockl k KOHTpOJIbHOM paboTe
VY CTHBINM OMpoc BO BpeMsi 3aHATHS
Pemenue 3agau

CucreMy U TUIIOBYIO TEXHOJIOTHIO
JIOKYMEHTAIMOHHOTO 00ECTICUeHHUs YIIPaBICHUS

Bormnpocs! k KOHTpOIBHOM paboTe
VY CTHBIN ONIPOC BO BPEMS 3aHATUS
Pemrenue 3agau

Oco0eHHOCTH JeTOTPOU3BOICTBA 110
oOpalieHus M rpak/iaH U KOH(PHUICHIIMAIBHOTO
JIEJIONPOU3BOJICTBA

Bomnpockl k KOHTpOJIbHOM paboTe
Y CTHBINM ONMpOC BO BpeMsl 3aHATHS
Pemenue 3agau

OpraHu3zaIyio JOKyMEeHTO000pOTa: TIpHeEM,
00paboTKy, perUCTPaINIO, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATYpY JAeJ

Bormpocs! k KOHTpOIBHOM paboTe
VY CTHBIN ONIPOC BO BPEMS 3aHATHUS
Pemrenue 3agau

3.2 ®opMa NpPoOMEKYTOUHOM aTTecTAIlUN

[Tpomexxyrounast arrecranus no guctumanHe OI1.05. JlokymeHTanmoHHOe oOecrieueHune
yIIpaBJICHUS — Ouppepenyuposanmwiil 3auem.

Obyuarowuecs oonyckaromes K coave oughghepeHyuposanno2o 3avema npu GblNOJIHEHUU
6cex  BUO08  CAMOCMOAMENbHOU  pabomvl,  NPAKMUYECKUX U  KOHMPOIbHbIX — pabom,
nPeodyCMOmMpPeHHbIX paboueti npoepamMmon U KaieHOApPHO-MeMaAmuyeckum nianoM OUCYUNTUHDL.

Huppepenyuposannviii 3auem npoBoOUMCA 3a cuem 8pemMeHU OMEe0eHHO20 HA U3YYeHUe
OUCYUNTUHBL, NPU VCILOBUU CBOEBPEMEHHO20 U KAYECBEHHO20 BbINOJIHEHUs 00YUAIWUMC 8CeX
81008 pabom, npedyCMOMPEeHHbIX padoyell NPOSPaAMMOU OUCYUNTUHBL.

Ilepeuens 3ananuii Kk ougppepenyuposannomy 3auemy
TectupoBanue. 5 BapuaHTOB paOOTHI, PA3IMYHBIX IO COACP)KAHUIO M BKiIOYaronmx 20
3aJaHUii B TECTOBOHM (opme, a TakkKe KII0Y C BapuaHTAMU IMPABUIBHBIX OTBETOB B TAaOIMYHOM
dbopwme.

@DOopMBbI TECTOBBIX 33JaHUI MPEACTABIAIOT CO00M (COTIACHO MPHUHSTOMN Kilaccuukanun):

703agaHuii ¢ BBIOOPOM, B KOTOPBIX OOYyYarOImIMECs BHIOMPAIOT TPABWIBHBIA OTBET U3
JAaHHOTO Habopa OTBETOB;

10 3amaHuii Ha YCTAaHOBJICHHE TMPABWIBHOM TMOCIEAOBATEIBHOCTH, B KOTOPBIX OT
oOyuyaromierocsi TpeOyeTcs yKazaTh MOPSAOK  DJIEMEHTOB, JEHCTBHUM HMIM  IPOLIECCOB,
MIEPEYHCIICHHBIX B YCIOBUU;

10 3amaHuii Ha YCTaHOBJIEHUE COOTBETCTBHS, BBIIIOJIHEHUE KOTOPHIX CBSI3aHO C BBISIBICHUEM
COOTBETCTBUS MEXIY FJIEMEHTAMU JIBYX MHOXECTB;

10 3aganuii ¢ KOHCTPYHUPYEMBIM OTBETOM, TPEOYIOIIHE MTPU BHIIIOJIHEHUH OT 00yYaroIerocs
CaMOCTOSTENIBHOIO MOJTYYEHUs OTBETOB (KPAaTKMX PErJIaMEHTUPOBAHHBIX WU PA3BEPHYTHIX).

Kaxxnoe TecroBoe 3ajaHue MMEET OINPEAEICHHBIN MOPSAKOBBIA HOMEP, MHCTPYKLHUIO IO
BBIIIOJIHEHHIO U CTaHAAPTU30BaHHBIE MTPABUJIA IO OLIEHKE PE3yJIbTaTOB €r0 BHIIIOJIHEHHUS.

IHopTdosmo cMEmaHHOIO THIIA, WCIOJIB3YIOIIEECS Ul IPOBEPKU YCBOCHHs 3HAHUM U
MPAKTUYECKUX HaBBIKOB IO JAHUCLUUIUIMHE W NpeAcTaBisiomiee co0oil manky «/lemo Ne _ »,
UMHUTHPYIOUIYIO TOJOOHYIO MANKy ¢ JOKYMEHTAaMH OpraHu3anuu (MpearnpusaTus) B peKOMEHIYEMOM
MOpsKE MpelaraéMoro cocTanBa MmopTQouno.
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1.

BapuaHTbl KOHTPOJILHO-U3MEPHUTEIBHBIX MATEPHAJIOB
HucTpykuus:
Ha Beimonnenue tectoBoro 3aganust oreoaurcsa 20 MUHYT.
TecT coctouT U3 4 yacrei, odimee koaudecTBO Bompocor 100.
3amaHue COAepKUT TeCThl 4-X TUIOB: 1) TECTHI ¢ BEIOOPOM OJHOTO MPABUILHOIO OTBETA; 2)
TECTBl C  MHOXECTBEHHBIM  BBIOOpOM  OTBETOB; 3) TecTbl Ha  BOCCTAHOBJICHHE
COOTBETCTBUS/TIOCIIEAOBATENILHOCTH; 4) TECTHl OTKPBITOTO THUIIA.
BBITTONHATE 3a1aHKUsT HY’)KHO CaMOCTOSITENIBHO, HE OTBJIEKASCh, B MOPSAKE UX CIEJOBaHUS.
1t DKOHOMHH BpEMEHHU IPOIYCKaWTe 3aJaHue, KOTOPOE€ HEe YHAETCs BBIINOJIHUTH Cpasy, M
nepexouTe K ciueayiouiemy. Ecnu mocie BbioiHeHUs: Bcel paboThl Yy BaC OCTAHETCS BpEMsi, TO BbI
MOJKETE BEPHYTHCS K IPONYLICHHBIM 3alaHusaM. baibl, OJydyeHHbIE BaMH 32 BCE BBIIIOJHEHHBIE
3amanusi, cymMMupyroTcs. IlocrapaliTech BBITTOJIHUTH KaK MOXHO OOJIbIlIe 3aJaHWid W HAOpaTh
HauOoJIbIIIee KOJIUYECTBO OAILIOB.
Bapuanr 1
BbiOepuTe oAMH BapMaHT oOTBeTa M3 MpelJOKeHHBbIX. JlaliTe ompeneneHHe NOHSTHIO
"moxkymeHT''. JIOKyMeHT 3TO...

a) HaOOp PEeKBU3UTOB, HICHTU(DUIIUPYIOIIUX aBTOpa OHUIIHMATBHOTO MUCbMEHHOTO IOKYMEHTA;
0) 3aduKcUpoBaHHAsI HA MaTepHAIbHOM HocuTesae MHPOpMaIus ¢ PEKBU3UTAMHU, MMO3BOJISIIOIINMHU €€

UICHTU(PUIMPOBATE;

B) 3aIluCh I/IH(bOpMaI_[I/II/I Ha pa3jIMYHBIX HOCUTCIIAX IO YCTAHOBJICHHBIM IIpaBUjlaM U B COOTBETCTBHUH C

TpeOOBaHUSMMU;

r) 3aduKCUpPOBaHHAsI HA MaTEepUAIbHOM HOCUTeNe WHpopMalus, MpeaHa3HauYeHHas AJis [epeadyn ee

2.

a)
0)
B)
r)
3.

a)
0)
B)
r)
4.

a)
0)
B)
r)
5.

a)
0)

B)
r)
6.

a)
0)

B)
r)

BO BPEMEHU U IPOCTPAHCTBE.
BriOepuTe 01MH BapuaHT O0TBeTa U3 Npelio:KeHHbIX. Kak KiIaccnpuuupyoT J10KYMEHTHI 110
NPOUCXOKICHUIO?

city)keOHbIe U JIMYHBIE;

WHIWBUIYAJIbHBIC U TUIIOBBIC,

BXOJISIINE U UCXOJSIINE;

IMPOCTHIC U CIIOXKHBIC.

BriOepuTe o1MH BapuaHT oTBeTa U3 NpemioxkeHHbIX. Kakue gopmarsl Oymaru yaie Bcero
HCIOJIB3YIOT B /1€JIONPOU3BOACTBE?

Alu A2

A3 u A4

A4 u AS

A6u A7

BoiOepuTe mnpaBWiIbLHBIIE OTBeT M 3akoHunTe npemaoxenue: "I'OCT P 6.30-2003
yCTaHaBJIMBAeET CJeAylolie pa3Mephl noJjei (He MeHee, MM) ...""

neBoe-20; mpaBoe-10; BepxHee-20; HuxkHee-20;

neBoe-20; mpasoe-20; BepxHee-20; HkHee-20;

neBoe-20; mpaBoe-20; BepxHee-15; HmkHee-20;

neBoe-30; mpasoe-10; BepxHee-15; HkHee-15;

BbiOepuTe 0AMH BapMaHT OTBeTa M3 MpelIOKeHHbIX. K OpraHm3anMmoHHBIM [JOKYMEHTaM
OTHOCHATCS:

MPUKA3bI 10 OCHOBHOM JESTEIbHOCTH, YCTaB, IITATHOE pacUCaHue, JOKHOCTHBIE HHCTPYKLINU;
yCTaB, CTPYKTypa M INTaTHas 4YHUCIEHHOCTH, IITATHOE pacIUCaHUE, IIpaBUlIa BHYTPEHHErO
pacnopsaka, 10JKHOCTHbIE HHCTPYKIIUH ;

yCTaB, MPUKA3LI 110 INYHOMY COCTABY, IIPUKA3LI 110 OCHOBHOI ACATCIIBHOCTH, aKThI, IPOTOKOJIBI;
MPUKA3bI 10 OCHOBHOM JESTENbHOCTH, aKThI, IPOTOKOJIbI, TOJKHOCTHBIE HHCTPYKIIUH.

BbiOepuTe 0OMH BapHMaHT OTBeTa W3 INpelIoKeHHbIX. IIpuka3 - 3T0 mnpaBoBoil akT,
H3JABAE€MbIH...

PYKOBOIMTEIEM OpraHu3alid Ha IIpaBaX e€IWHOHAYaldusg C LENbI0 pPa3pelIeHHs OCHOBHBIX
BOIIPOCOB;

BBICHIUMHU OpraHaMn HUCIOJIHUTEIHLHOM BJIACTH C HCJIBIO pa3pCHICHUA OCHOBHLIX BOIIPOCOB;
PYKOBOJUTENIEM OpraHU3aIMH 110 BOPOcaM MH(OPMAaLMOHHO-METOIUYECKOTO XapaKTepa;
COBCHIATCIIBHBIMU  OpraHaMM  YUPCKIACHHA II0 BOIIPOCaM I/IHq)OpMaHI/IOHHO—MeTOI[I/I‘ICCKOI‘O
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a)
0)
B)
r)
9,

11.

12.

Xapakxrepa.
BriOepuTe O0aMH BapHaHT OTBeTa U3 MNpeNJIOKEeHHbIX. B Kakux HOKyMeHTax psaoM ¢
perucTpauMoOHHBIM HOMEPOM YKa3bIBAKOTCH OYKBBI «JI» mian «K»?
a) B JOKJIQJIHBIX 3aMHCKAaX;
0) B IIpHKa3ax Mo OCHOBHOM JIeATEIHHOCTH;
B) B IpUKa3ax IO JUYHOMY COCTaBY;
') B ”HPOPMALIMOHHBIX CIIPaBKaX.
BriOepuTe 0aMH BapHaHT OTBeTa W3 NpelJOKeHHbIX. JJOKYyMEHT0000pOT - 3TO JABUKEHHE
JOKYMEHTA C MOMEHTA...
CO3/1aHMSI TOKYMEHTA /10 OTIIPaBKU JOKYMEHTA
MOJIYYCHHA JOKYMCHTA JO MOJUIMBKHA B ACJI0 JOKYMCHTA
CO3/aHMsI TOKYMEHTA /10 OJIUIMBKY B JI€JI0 IOKYMEHTA WIH OTHPaBKU
€TO MOJIY4YCHH UJIN CO3AaHus 10 MOAIINBKHU B ACIIO0 WX OTIIPABKU
BouiOGepure oaMH BapuaHT oOTBeTa W3 NpelIokKeHHbIX. CmemanHas  ¢opma

perucTpauMuaI0KyMEeHTOB — 3TO ...
a) perucTpauus JOKYMEHTOB B MECTax HX CO3JaHMs WM MCHOJIHEHHS (B CTPYKTYpPHBIX
MoApa3ieNICHUsIX )

0) perucTpanus JOKyMEHTOB B OJJHOM CTPYKTYPHOM MOJpPa3AeICHUN WIH OAHUM PaOOTHUKOM

B) YacTb JOKYMEHTOB pETHUCTPUPYETCSl LIEHTPAIM30BAHHO, a JApyras PpEerucTpupyercs: B
CTPYKTYPHBIX MOJIPa3eICHUAX

I') PErHCTpaLUs OCYLIECTBISCTCS B (PMiIMaIax OpraHu3aluy 0 MECTY CO3aHus JOKYMEHTOB

10. BpiOepuTe OoAMH BapMaHT OTBeTa M3 NpelIOKeHHbIX. Onpegeaure BepHbIii BapHAHT
opopMiieHus pekBU3NTa «OTMeTKA 0 3aBepeHnH konumn» corjacuo 'OCT.
a) Bepno:
HNucnekTop oTaena Kaapos [Togmucs  U. U. IletpoBa
0) Bepno
NucnekTop oTaena Kaapos [Togmuces  U. U. IletpoBa
B) Bepno
HNucnekTop oTaena Kaapos [Togmuces  U. U. IletpoBa
16.10.2012
r) UHcnekTop otaena KaapoB [Tonmucey  U. U. IleTposa
BbiOepuTe 0OMH BapHAaHT OTBeTa W3 NpelJoKeHHBbIX. JlaiiTe ompexaejeHHe NOHATHIO
""0s1aHK JokyMeHTa''. BiiaHk 10KyMeHTA - 3TO...
a) HaOOp PEKBU3HUTOB, UACHTU(UIMPYIONIUX aBTOPa OPHUIIMATIHLHOIO MUCbMEHHOTO IOKYMEHTA;
0) 3aduKcupoBaHHAs Ha MaTEpPHAIBHOM HOcuTelde WHPOpMAKUs C PEKBU3UTAMH,
MO3BOJIIOIINMU €€ HICHTU(DHUITUPOBATS;
B) 3amuch MH(OpPMAMM HA PA3IUYHBIX HOCHUTEISIX IO YCTAHOBJIEHHBIM IIpaBWJIaM U B
COOTBETCTBUH C TPEOOBAHUSIMH;
r) 3aduKCUpOBaHHasT Ha MaTepualbHOM HOcUTele HWH(opMmauus, NpeAHa3HAUYEeHHAs IS
nepeaun ee BO BpEMEHU U IIPOCTPaHCTBE.
BriOepuTe 0MH BApHAHT OTBeTa M3 MpeAJiokeHHbIX. Kak KiIaccH(PUMUUPYIOT TOKYMEHTbI
10 CPOKAM HCHOJTHEHUs1?
a) ciIykeOHbIe U JMYHBIE;
0) UHIVMBUAYAIbHBIE U TUIIOBBIC;
B) MPOCTBIC U CIOKHBIE;
I') CpOYHBIE U OECCPOUHBIE.
13. BbiOepuTe nNpaBUIbHBLIH OTBEeT M 3aKOHUYMTE mnpeasoxenue. '''epOGoBble OJaHKHU
HU3roTaBJINBAKOTCA...""
a) TOJIbKO PYKOIUCHBIM CIIOCOOOM;
0) ¢ TOMOIIBIO KOMITBIOTEPHON TEXHUKU;
B) C MOMOIIbIO KOMUPOBAJIbHON TEXHUKHU;
r) noMurpaQuuecKuMH MPeAnPUSTHIME.
14. BbiOepuTe 0OMH BApPUAHT OTBETAa U3 NMPeNJI0KeHHBbIX. /laTa 1okyMeHTa oopmiisieTcs:
a) CJIOBECHO-IIU(PPOBBIM CITOCOOOM;
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17.

0) UCKIIIOUYUTETHHO LIU(PPOBBIM CIIOCOOOM;

B) IU(PPOBBIM WIIH CIIOBECHO-ITU(POBBIM CIIOCOOOM;

T') UCKITIOYUTENILHO CIIOBECHBIM CIIOCOO0OM.
15. BbiOepuTe 0UH BAPMAHT OTBETAa M3 NMpeNJI0:KeHHBIX. DOPMYJISIP KAKOro JOKYMEHTa
COCTOMT H3 CJeIYWIIHX pa3lieoB: o0liee MNOJ0XKEHHE, OPraHU3aALMOHHASI CTPYKTYpa,
perjiaMeHT OpraHu3anuu, (UHAHCOBO-MaTepuajbHasi 0a3a, OTYEéTHaAsE pPeBU3HOHHAA
AeSITeJIbHOCTh, MOPSIA0K JUKBUIAIUN OPraHU3aAnMU?
a) MHCTPYKLMS
0) ycraB
B) CTPYKTypa
I') IOJIOKCHUE
16. BbiOepuTe OIMH BapMAHT OTBeTAa M3 NMPeAI0KeHHBbIX. JlaToii BCTymleHHsl NMpHKa3a B
CHITY SIBJISIETCS:
a) Jata ero opOpMIICHUS CEKpeTapeM;
0) mara ero NOANMCAHUS PYKOBOAUTEIIEM;
B) JaTa JOKYMEHTa, Ha OCHOBAHUU KOTOPOTO 0(hOpMIIsSieTCs MpUKa3;
I) Jara BBEJCHUS €ro B JEHCTBUE, YKa3aHHAsl B TEKCTE.

BriOepuTe 01MH BapMaHT OTBETA U3 NMPEAJI0KeHHbIX. TeKCcT npukasa no JU4HOMY COCTABY
00513aTeJIbHO 3aKAHYHUBAIOT:
a) Ha3HAUYE€HUEM OTBETCTBEHHOTO 32 HCIIOJIHEHHUE TPUKA3a;
0) yKazaHHUEM CPOKOB JACHCTBHsI MPUKA3Q;
B) CCBUIKOW Ha IOKYMEHT, MOCTYKUBIINA OCHOBAaHUEM JIJI U3JaHUS;
') BUBMPOBAHUEM IPUKa3a JIKIA, HA KOTOPOTO COCTABJICH MTPUKA3.
18. BbiOepuTe oO0aMH BapHaHT oOTBeTa U3 mnpexaoxkeHHbIX. Homenkaarypa ngen
npeIHa3HA4YeHa JJIs:
a) CUCTeMaTHU3aly JTOKYMEHTOB Ha MPeIIpUITUH;
0) TPYNIUPOBKYU HCIIOJHEHHBIX JOKYMEHTOB B Jlefla M UX y4eTa;
B) Ul IPaBUJIBHOTO XpaHEHUS TOKYMEHTOB Ha MPEIIPUSITUH;
') COONIONIEHHS peKUMa CEKPETHOCTH Ha MPEIIPUITHH.
19. BbiOepuTe 0UH BAPHAHT OTBETA U3 NMPeIT0KeHHbIX. JJOKyMEHTO000pOT OpraHu3auuu
—3T0 ...
a) IBM)KCHHE JOKYMEHTOB B OpraHu3allMd C MOMEHTAa HUX CO3[aHUsl WM TOJy4eHUs 10
3aBCPUICHUA NUCIIOJITHCHUS WJIN OTIIPABJICHUA

0) OOmiee KOJMYECTBO BXOMAIIETO, HCXOISIICTO U BHYTPEHHETO JOKYMEHTOIIOTOKOB
OpraHu3alu

B) OTpacib ACATEIBHOCTH, OOECIIeunBaroias JOKYMCHTHPOBAHUE U OPTaHU3AII0 PaOOTHI C
oUIHaTEHBEIMHA TOKYMEHTAMHU

I') OpraHu3anus JTOKyMEHTO00OpOTa, XpaHEHUs] U UCIIOJIb30BAaHUS JIOKYMEHTOB B TEKYIIEH
NEeATEIbHOCTH MPEAITPUATUS

20. BbiOepuTe O0aMH BapHAHT OTBeTa W3 MNperjoxkeHHbIX. Omnpenenute BepHbIH BapHaHT
oopmiieHust pekBusntTa «['pud corsiacopanusi»:

a) COI'JTACOBAHO

[IpoTokonom 3acenanus

IIpaBJICHUSA CTPAXOBOM KoMIaHuu «llmanera»

ot 21.06.2012 Ne 10

0) H. U. Opnos
(TTomucs)

B) HavyanbHuUK 10puInueckoro oTaesna

Ioamuce

I'. . Cunopos

21.12.2006

r) [IpoTokoun 3acemanwns ot 21.06.2006 Ne 10
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HauanpHuk ropuanueckoro otaena
[Toanucs I'. . CugopoB
Bapmuanr 2

1. BoiOepuTe OMH BapUAaHT OTBeTa M3 NMpeasioxkeHHbIX. Kak Ha3bIBaercs 3adukcupoBanHast
Ha MaTepuajJbHOM HocHTesle HUHpopManus ¢ PpeKBU3UTAMH, MNO3BOJSKOIMMHU €€
uaeHTupuIUpoBaTh?
a) JIOKYMEHT;
0) OnaHK;
B) JIaHHBIC;
I') 3alKuch.
2. BbiOepuTe 0IMH BapHaHT OTBeTa M3 Npeaio:keHHbIX. Kak kiIaccupuuupyor 10KyMeHTbI
no cpeacream puxkcanumn?

a) MUChbMEHHBIC, Tpadudeckue, HOTO- U KHHOJIOKYMEHTHI, SJIEKTPOHHBIE;

0) MHAMBHIYyaJIbHbIE, TUTIOBBIC U TpadapeTHbIE, CTaHapTHBHIC;

B) BXOJSILNE, UCXOJAIINE, BHYTPEHHHUE, BHEIIHUE;

T') IPOCTHIE U CIIOKHBIE, TUTIOBbIE U TpadapeTHbIE.

3. BrpliOepuTe OaMH BapHaHT oOTBeTa M3 MpelIokeHHbIX. Kakoit Bua 0/1aHKOB
HCIOJIb3yeTcs JIsl COCTaBJIeHUs BHYTPEHHUX TOKYMEHTOB:
a) oOmuii OJIaHK;
6) muct 6ymaru opmara A4;
B) OJIaHK NMHCHhMA;
r) OJaHK KOHKPETHOTO BUJA JOKYMEHTA.

4. BbiOepure OIMH BapHAHT OTBeTAa M3 MNPENJOKEHHbIX. YKAaKUTe NPaBHJIbHOE
oopMiIeHUE ATHI:
a) 1.09.18
6) 01.9.2018
B) 01.09. 18
r) 01.09.2018

S. BbiGepuTe oMH BApHAHT OTBeTa W3 MNPeEII0KEHHBIX M 3aKOHYHUTEe Npensoxenue. ' as
odopmiIeHHUs yCTaBa HCMOJb3YIOT ... "'

a) o0 OJIaHK;

6) nuct Oymaru popmata A4;

B) OJIaHK MUCHhMa;

r) OJIaHK KOHKPETHOTO BHJIa JOKYMEHTA.

6. BoiOepute oauMH BapuaHT oTBeTa u3 mnpenaoxkeHHbIX.'Texker IIPUKA3A cocrout u3
gacrei:..."

a) BBOJIHOM M KOHCTaTUPYIOLICH;

0) BBOJHOM M OCHOBHOI;

B) KOHCTaTUPYIOIIEH U PACTIOPSIAUTEIBHOM’;

I') OCHOBHOM U JIOIIOJHHUTEIIEHOM.

Boi0epuTe 04MH BapMaHT OTBeTa M3 NpelokeHHbIX. KanpoBasi JokyMeHTanusi BeleTrcsi B
COOTBETCTBHM:

a) ¢ TpynoBbiM kogexkcoM P®D;

6) ¢ Komekcom 3akoHoB o Tpyne PdD;

B) C KOJUIEKTUBHBIM JOTOBOPOM;

I') C yCTaBOM OpTraHU3alliu.

8. BoiGepuTe 0JMH BAapMAHT OTBeTAa U3 MpeaaoKeHHbIX. CHCTeMAaTH3MPOBAHHBIN TepevyeHb
3aroJiI0OBKOB /1eJ1, 3aBOIUMbIX B OPTaHN3AIlUM C YKAa3aHHEM CPOKOB UX XPAHEHHS — ITO-

a) HOMEHKJIaTypa Jesl OpraHu3allui;

0) CITUCOK JieJT OpraHu3aluy;

B) MEpeyeHb /1€ OpraHu3allly;

I) CTPYKTypa JIEJIONpPOU3BOJICTBA.
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9. BrpiGepuTe 0JUH BAPHAHT OTBETA U3 NMPeAJI0KeHHbIX. O0beM T0KYyMEHT0000poTa — 3TO ...
a) opraHu3anus JOKYMEHTOO0OpOTa, XpaHEHHUs U MCIOJIb30BAHUS JOKYMEHTOB B TEKYILEH
JeSITeIbHOCTH MPEATIPUATHS
0) ofmiee KOTUYECTBO BXOJSINEr0, MCXOSIIETO W BHYTPEHHEIO JIOKYMEHTOIIOTOKOB
OpraHu3aIu
B) ABWIKCHUC JOKYMCHTOB B OpTraHHU3allMi C MOMCHTA UX CO3JaHUA UK TTOJIYUYCHUA 10
3aBepUICHHS] UCTIONHEHUS WM OTIPaBICHUS
T') 3aUCh UH(OPMAIMK Ha Pa3IMYHBIX HOCUTEIISX 110 YCTaHOBJIEHHBIM MpaBUIIaM
10. BobiOepuTe OAMH BApPUAHT OTBeTAa M3 MNpPeAI0KeHHbIX.ONpeaeauTe BepHbIH BapHAaHT
opopmiienus: peksusnta«llonnuces» Ha O.1aHKe opranu3anuu?

a) nupexktop OO0 «Jlapec» B. A. IletpoBa
0) TUpeKTOop Mara3uHa [TerpoBa B. A.
B) aupekrop OO0 «Jlapec» B. A. IlerpoBa
r) nupexktop OO0 «Jlapecs» IlerpoBa B. A.

11. BbiOepure 0JMH BapHAHT OTBeTa W3 NpeNJoKeHHBIX. JlaiiTe onpeaejieHHe NOHATHIO
""0s1aHK JokyMeHTa''. BiiaHK 10KyMeHTA - 3TO...
a) 3a(UKCHpOBaHHAs Ha MaTEpUAIBHOM HOCHTEJEe MH(OpMAIMs, MpeIHa3HaueHHast Ul Iepeaadn
€€ BO BPEMEHM U MPOCTPAHCTBE;
0) 3aduxcupoBaHHas Ha MaTepUAIbLHOM HOCUTENe MHPOpPMALUs ¢ PEKBU3UTAMH, MMO3BOJISIONIMMU
ee UACHTU(UIIUPOBATS;
B) 3aKCh HHPOPMALIMU HA PA3JIMYHBIX HOCUTEISX M0 YCTAaHOBJICHHBIM IPaBUJIaM M B COOTBETCTBUU
¢ TpeOOBaHUSIMU;
) Ha0Op PEKBU3UTOB, HICHTU(DUIIUPYIOIUX aBTOpa OHUIHMATFHOIO THCbMEHHOTO JOKYMEHTA.
12. BbiOepuTe O0IMH BapHAaHT OTBeTa M3 MNpeNIokKeHHbIX. Kakoil BHA J0KYMEHTOB
NMOAJIESKUT 00513aTeIbHOM Mpoueaype yrBepaxiaeHus?
a) OpraHU3alUOHHBIC;
0) pacnopsIUTEIbHBIC;
B) MH(POPMAIIMOHHEIE;
I') KaJpoBbIE.

13. BrpiOepuTe OOMH BapHMaHT OTBeTa M3 MNpelIOKeHHbIX. Kakoil pekBM3MT He BXOIMT B
cocTaB (popmyJisipa-oopasna cnpaBku?

a) HAaMMEHOBaHUE OpPraHU3aluu;

0) HaMMEHOBaHKE BU/1A JOKYMEHTA;

B) JaTa IOKYMEHTA;

I) Tpud yTBEPXKIAECHUS TOKYMEHTAa;

14. BopiOepuTe 0MH BapUAHT OTBeTAa M3 NpeHo:KeHHbIX. Kakue peKBU3UTBI OTHOCATCS K
HOPUIANYECKH 3HAYUMBbIM ?

a) JaTa, perucCTPAlMOHHBIA HOMEp JOKYMEHTA;

0) 3aroJI0BOK K TEKCTY, OTMETKA 00 UCIIOJIHUTEIE;

B) PE30JIIOIMS, OTMETKA O HAJTUYUU NPUITOKEHUI;

I') OTMETKAa O MOCTYIJIEHUH, 3ar0JIOBOK K TEKCTY.

15. BbiOepuTe 0OQMH BapHMaHT OTBeTa W3 NpelIOKeHHbIX. /laliTe ompeneneHue INOHSATHIO
OPraHM3allMOHHAs JOKYMEHTALHs:
a) KOMILJICKC B3aUMOYBSI3aHHBIX JJOKYMEHTOB, PETJIAMEHTUPYIOIIHUX CTPYKTYPY, 3aJa4i U GyHKIUN
NPEANpUATHSI, OpraHU3alKIo0 ero paboThl, IpaBa, 00A3aHHOCTU U OTBETCTBEHHOCTh PYKOBOAMUTENEH
U CIICHUATIUCTOB MPCANIPUATUSA;
0) IOKYMEHTBI, B KOTOPBIX (UKCHUPYIOTCA PEIICHUS aAMUHUCTPATHUBHBIX M OPraHU3allMOHHBIX
BOIIPOCOB ACATCIIbHOCTH OpraHu3alvu.oTu AOKYMCHTBIL PEryjIupyroT n KOOPAUHHPYIOT
JeSITeIbHOCTD, MO3BOJIAIOT OpraHy yIpaBleHHs oOecleyrBaTh peaqnu3aliio MOCTABIECHHBIX Iepes
HHUM 3a7a4;
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a)

0)
B)

a)
0)
B)
r)

0)
B)

B) HAOKYMCHTEI, coo6ma10ume CBCICHUA, n06y>1<;[a10ume NpUHUMAThL ONPCACICHHBIC PCIICHU, T.C.
UHUIMUPYIOT YIpaBICHYECKHE pEIHICHUs, TO03BOJSIOT BbIOpaTh TOT WM HWHOW  CIOco0
YIPaBJIEHYECKOTO BO3ICHUCTBUSA.OHM HE COJEpXKAT IOPYYEHHH, HE OOS3BIBAIOT BBHINOIHATH
MOPYYEHUSI.
I') COBOKYMHOCTb (OpPM (IOKYMEHTOB), OTPaKAIOIIMX HAlWYME U JBWKCHHE IMEPCOHAJa.BEICHHE
3TOr0 BUJA JOKYMEHTAIlMu HeoTbemiemas 00s3aHHOCTh JII000ro paboTonaTesiss HE3aBUCUMO OT
MacCIITa0OB €ro JeATEIILHOCTH H OPTraHN3allMOHHO-TIPABOBOM (POPMBL.

16. BriGepuTe 01MH BAPUAHT OTBETAa M3 MPeENIOKEHHBIX. B TekcTe MPoOTOKO0JIa KPaTKOM
¢opmbl yka3pIBaKTCSH:
UHUIMAIBl U (aMuiInM TpeAcenaTesis, CeKperapss M IPUCYTCTBYIOIIUX, a TaKKe HWHHUIIHAIBI,
q)aMI/I.HI/II/I " JOJDKHOCTHU JIWIL, IPUTJIAICHHBIX HAa COBCIIAHUC,
CIIMCOK MPUCYTCTBYIOIINX, PACCMATPUBAEMBbIE BOIIPOCHI M IPUHSATHIE PELICHHUS;
CIIUCOK MPUCYTCTBYIOUIUX, MOPSAKOBBI HOMEP BOIpOCa MO MOBECTKE JHS, 3aroJIOBOK K JOKIIANY,
bamMuIMy JOKJIaJUUKOB U BBICTYNAIOUINX B MOPSAIKE UX BBICTYIUIICHHUS;
HOMEpP MPOTOKOJIA, MECTO COCTABJICHMS, 3ar0JIOBOK K TEKCTY, TEKCT (MOBECTKa JHs, CIYIIaJH,
ITOCTAHOBMIIN ), TIOAITHCH.

17. BbiGepuTe OAMH BapMAHT OTBeTAa W3 NpeNJ0:KeHHBIX. BHocATCA JM B TPYIOBYIO
KHHKKY CBe/IeHHS O JUCHUNJIMHAPHBIX B3bICKAHUSAX:

a) B TPYJOBYIO KHIKKY HE BHOCATCS HUKAKHE B3bICKaHUS

6) HC BHOCATCS, UICKIIFOYCHUEC, KOT'ZIa B3bICKAHUC YBOJIbHCHUC

B) BHOCSITCS BCE JUCIUIUIMHAPHBIC B3bICKAHUS

F) BHOCATCA B COOTBETCTBHUU C JIOKAJIbHBIMU aKTaMH.

18. BeiOepuTe 0o1MH BAapHAHT OTBETA W3 NpelaokeHHbIX. Kak Ha3bIBalOTCS JOKYMEHTHI,
KOTOPBbIE COCTABJISAIOTCS, HCIIOJIHAIOTCS U XPAHATCH B PAMKaX CaMOro NpeAnpusiTus?
BHYTPEHHHUE;

BXOJIAILHE;
HCXOSIIME,
BHEIIIHUE.

19. BbiOepuTe O0OMH BapHMaHT oOTBeTa M3 MNpelIOKeHHBbIX. Omnpeneanre BpeMs
perucrpauuu Ilpukasa ...

a) pETUCTPUPYIOTCS B IEHD MTOCTYIUICHHUS
0) perucTpUpyIOTCs B IEHb MOANHUCAHUS
B) PETUCTPUPYIOTCS B I€Hb 0(OPMIICHUS

T') HE PETUCTPUPYIOTCS BOOOIIIE
20. BpiOepuTe 0OMH BapHAHT OTBeTa M3 MNpelokeHHbIX. Omnpenenure BepHBIH BapHaHT
opopmieHus pexkBusuta. B orcyrcreue pykosoaurenasi A. U. IlerpoBa 1okyMeHT moanucali
ero 3amecturejb CHI0pOB, HCIIOJHAIOMMHA 00513aHHOCTH PYKOBOIHUTEJIS.

a) 3am. Jlupextop A. U. TletpoB
(monmucek Cuaopona)

6) dupexrop A. . Tlerpos
(monmucek Cuaoposa)

B) U. 0. nupekropa I'. B. Cunopos

(monmuchk Cuaoposa)
r) U. o. nupektopa I'. B. Cunopos

Bapuanr 3

1. BoiGepuTe onMH BapHAHT OTBeTa W3 MPELIOKEHHBIX W 3aKOHYHTe mpenio:kenue:' s
ONTHMM3ALMH TOKYMEHTAIIMOHHBIX NPOIECCOB B 0Te4eCTBEHHOI IKOHOMHKe ObLT pa3padoTaH
AOKYMEHT, KoTopblii B 1991 roay npeodpa3osaH B..."

a) T'OCT

YCOPA

rcaoy
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a)
0)
B)
r)

OKVY /[
BriOepuTe 01MH BapuHaHT O0TBeTa U3 Npelio:KeHHbIX. Kak KiIaccnuuupyoT T0KYMEHTHI 110
COIePKAHUIO?
city>keOHbIe U JIHYHBIE;
WHIWBUIYAJIbHBIC U TUIIOBBIC,
BXOJISIINE U UCXOJSIINE;
IMPOCTHIC U CIIOKHBIC.
2. BpiOGepuTte 0AMH BapHAHT OTBeTa W3 Npelo:KeHHbIX. Kakoil peKBU3UT COCTOMUT H3
CJICAYIOIIUX 3JJIEeMEHTOB: HAaNMEHOBAHHME [0JKHOCTH, JHYHAsA NOANNCH, pacmm@poBKa
nmoanucH, gara?
rpu¢ yTBEpKACHUS
rpud corjaacoBaHUs
BH3a COTJIAaCOBAHMUS
MOJIUCH aBTOpa
3. BblOepuTe O0AMH BAapHAHT OTBeTa M3 NpelJokeHHbIX. Kakoro pexkBusura Her B
dopmyJsipe ciayxedHOro nucbma?
a) HAaUMEHOBAHMsI YUpEXKIACHUA-aBTOpPA
0) HaMMEHOBaHHUA BHUJIA TOKYMEHTa
B) 3aroJIoBKa K TEKCTY JOKYMEHTa
r) aapecara JOKyMEHT
S. BbiOepuTe OJMH BAPHAHT OTBeTa M3 NpeI0KeHHbIX. Kakoil JOKyMeHT coCTOMT W3
CJeYIOIUX Pa3iesoB: o0IIUe IMO0JI0KeHUNA, QYHKIUN, TOJKHOCTHbIe 00SI3AHHOCTH, NMPaBa,
OTBETCTBEHHOCTh, B3AUMOOTHOIICHHS, KBAJM(PHKANMOHHbIE TPeOOBAHHUS, OLICHKA PadoThI?

a) MHCTPYKILMS

0) ycraB

B) IIOJIOKCHHE

I) JOMKHOCTHAs UHCTPYKIUS

a)
0)
B)
r)

6. BoiOGepuTe 0JUH BApPHAHT OTBeTA M3 MpPeAI0KEHHBIX. JlJOKyMeHT, (PUKCHPYIOIMHA X0
00CyK/IeHNs KaKoro-aubo BOmpoca - 37o...
MIPOTOKOJI
aKT
JOKJIaiHas 3aMucKa
cripaBKa

7. BoiOepuTe 0JMH BAPHAHT OTBeTa M3 NMpPeNJI0KeHHbIX. YeTkasi opranusanus padoTsl ¢
KaJpPOBbIMH JIOKYMEHTAMH He00X0AuMA JIJIsA:

a) yIOpsA0YESHHS pEruCcTpallMUBCEX BUJIOB JOKYMEHTAIIMM OpraHU3aluu

6) IMMPAaBUJIBHOT'O XPaHCHUSABCCX BUJOB NOKYMCHTAIIUU OpTraHU3allun

B) CO3/IaHUS ONTUMAJIBHBIX YCIOBUM JUIsl BCEX BUAOB pabOT ¢ JOKYMEHTaMU

F) AJI1 CBOCBPCMCHHOT'O UCITOJIb30BAHUABCCX BUIOB JOKYMCHTAIIUU.

8. BbiGepute o0AMH BapuUaHT oTBeTa U3 TNpelto:keHHbIX. HomeHkgaTypa naena
NnpeIHa3HA4YeHa JJIs:

a) cUCTeMaTH3aluH IOKYMEHTOB Ha MPEIIpUITUN

0) TpPyNIHUPOBKY UCTIOTHEHHBIX JIOKYMEHTOB B JIefla M X y4eTa

B) JIJIsl IPABUJILHOTO XPaHEHUS TOKYMEHTOB Ha MPEANPUATUI

T) COOJIOZICHHS peXKIMa CEKPETHOCTH Ha MPEAIPUITAN

9. Bei0epuTe 0AMH BAPDHAHT O0TBeTa U3 NpeajaoxkeHHbIX. Homenknarypa gexa —37o ...
a) OpraHu3anus TOKyMEHTOO000pOTa, XPAaHEHUS U MCIOJIb30BaHUS JOKYMEHTOB B TEKyILEH
JESITEIbHOCTH NPEANIPUATHS

0) ofmiee KONMMYECTBO BXOJSIIETO, MCXOIANIETO W BHYTPEHHETO JIOKYMEHTOIIOTOKOB
OpraHu3aluu
B) JIBMIKEHHE JOKYMEHTOB B OPTaHU3AIMKA C MOMEHTA WX CO3JaHUS WM MOTYYEHHUS 10
3aBEPILECHUS UCTIOJHEHHUS WU OTIIPABIICHUS
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0)
B)

r)

a)
B)
r)
a)

B)
r)

a)

B)
r)

') CUCTEMAaTU3UPOBAHHBIN [IEPEUEHB 3ar0JI0BKOB /1€ C YKa3aHUEM CPOKOB UX XPaHEHHUS,
0(hopMIIEHHBIN B yCTaHOBJIEHHOM MOPSIKE

10. BpiOepute 0OMH BAapHAHT OTBeTa M3 NpeIOKeHHbIX. OnpexeauTe BepHbI BapHAHT
opopmiieHus1 pekBH3NTa «OTMeTKa 0 HAJIMYMH TPHIOKEHHUSI», €cJIH B TeKCTe
CONPOBOAUTENBHOIO MMCHMA He YIIOMHUHAJIOCH O NPHJIOKEeHUH ?

a) [Ipunoxxenue:

1. CnpaBka o coryiacoBaHuM NpoeKkTa Ha 4 J1. B 1 7K3.;

2. OT3bIB IO MPOEKTY Ha 2 JI. B 1 3K3.

0) Ilpunoxenue: Ha 6 1. B 1 9K3.

B) [Ipunoxenue:

1. CnpaBka 0 cOIIacOBaHUU MPOEKTA;

2. OT3bIB MO MPOEKTY.

r) npwioxeHue: CripaBka 0 cOrjlacOBaHUM NMpoekTa U OT3bIB IO IPOEKTY.

11. BpiGepuTe oIMH BapHaHT OTBeTa U3 NMpeaaokeHHbIX. Kakas QyHKuMs J0KyMeHTa
o0ecrneynBaeT BHEILIHNE CBSI3U MPEANPUSTUS U OPraHUu3anumn?
a) KOMMYHHMKAaTHUBHAs
UCTOpUYECKast
nHpopmaIrmoHHas
KyMYJISITUBHAs

12. BbiOepuTe OIMH BapHAaHT oOTBeTa M3 mNpetoxkeHHbIX. Kak kiaccupuuupyror
JOKYMEHTBI 10 CPOKAM XPAHEHUA?

MOCTOSIHHOTO CPOKa XpaHeHus; JoJroBpeMeHHoro (ceoiiie 10 ner); Bpemennoro (1o 10 mer);
nosroBpeMeHHoro (cBaiiie 20 jet); BpemeHHoro (j10 10 set), BpeMeHHoro (10 5 JieT);
MTOCTOSIHHOTO CPOKa XpaHEHUs; JOJITOBpEMEHHOr0 (CBbImIe 20 JeT); BpeMEHHOTo (110 S JIeT);
IIOCTOSIHHOT'O CPOKa XpaHEHHUs; BPEMEHHOTO (CBBILLE S JIET); BpEMEHHOTO (10 3 JIeT).

13. BriGepuTe 0MH BapUAHT OTBeTa U3 NMpeAJI0KeHHbIX. Kakoii peKBH3UT OTHOCHTCH K

MOCTOSTHHBIM ?

JaTa JOKyMEHTa

HAaMMEHOBAHHME OpPraHU3alUU

MOJIHUCH aBTOpa

HOMEp JTI0KYMEHTa

14. BoiOepuTe 01MH BAPUAHT OTBETA U3 NMPeNJI0KeHHbIX. PeKBU3UT «3arojioBOK K TEKCTY»:
a) OTpakaeT KPaTKOe COJEP:KaHHUE IOKYMEHTA;

0) MO3BOJIAET CyUTh O HA3HAYCHUH JOKYMEHTA,

B) HEOOXOAMM JJISi ONEPATUBHOM CBSI3U C TEM, KTO COCTABUJI JJOKYMEHT

I) OmpefesseT COCTaB PEKBU3UTOB U CTPYKTYPY TEKCTa;

15. BriOepuTe OJMH BapMaHT OTBeTa W3 NpeAtoKeHHbIX. Kakoil MOKyMeHT COCTOMT W3
CJeNYIOIHUX pa3ieoB: o0mIUe IMO0JI0KeHUNA, QYHKIUN, JTOJKHOCTHbIe 00SI3AaHHOCTH, NMPaBa,
OTBETCTBEHHOCTb, B3AUMOOTHOIIEHHS, KBATU(PUKAIMOHHbIE TPeOOBAHMS, OLIEHKA PadoThI?

a) UHCTPYKLIUS OpraHu3alun

0) TOJDKHOCTHAS MHCTPYKIIHS

B) MMOJIOKEHHUE O TIEpCOHale

I') yCTaB OpraHu3aluu

16. BbiOGepuTe oOAMH BapHAHT OTBeTa U3 MNpelJo:KeHHBbIX. Bo BBOJAHOI 4acTH
PACNOPSAAUTENBHOI0 IOKYMEHTA COAEPKATCS...

CPOKHU HCIIOJIHEHUS PACTIOPSIKEHUS;

OCHOBHBIE HAINPABIICHUS IEATEIbHOCTH YUPEKICHHUS;

pacrnopsiKeHHs] pyKOBOIUTES;

€U ¥ MPUYUHBI CO3aHUs JOKYMEHTA.

17. BoiOepuTe 01MH BAPUAHT OTBETA U3 NMpelJI0KeHHBIX. Y HuGuIupoBanuasi ¢popma
yTBepaKaeHa 1JIsl:

a) MpaBUJI BHYTPEHHETO TPYJOBOIO PACIIOPSIKa;

0) TPyZIOBOTO JIOTOBOpa € pabOTHUKOM;
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0)
B)
r)

B) MOJIOKEHUS O paboTe Moipa3ieIeHuUs;
T') TIOJIOKEHHS O TIEPCOHAJIE.
18. BoiOepuTe 0JMH BapHAHT OTBeTa M3 NpeMoKeHHbIX. Korna B HOMeHKJaType aeJ
yKa3bIBaeTcs KOJIN4YeCTBO 3aBeIeHHbIX TOMOB?
a) B TEYEHUE KaJIEHIapHOTro roja
M0 Mepe 3aHECEHUsI CBEJICHUI B HOMEHKIIATypy
B KOHIIE KaJIEHIapHOI'0 Trofa
TOJIBKO TOCJIE 3aBEPILICHNUS Jera
19. BeiOepute oaMH BapHMaHT OTBeTa W3 MNpelokeHHbIX. CpOK XpaHeHHMs NOKYMEHTa
JA0JITOBPEMEHHOT0 XpaAHEHHUSI:
a) 10 et
0) 75 nmer
B) cBbie 10 et
r) cBeime 15 ner
20. Bpi0epuTe 01MH BAPpHAHT OTBETAa M3 NPeAJI0KeHHbIX.B kakoMm ciy4yae npaBuiIbHO 0OpM-
JieH pekBu3uT «I'pud yrBep:kaenusi nokymenta»? Iliaan padorsl opranuzamuu Ha 2012 roa
yYTBep:KIeH pelleHueM COBeTa JMPEeKTOPOB.
a) YTBEPXJIAIO
Pemenne CoBeta 1MpeKTOpOB
ot 12.08.2012 . Ne 14
6) YTBEPXXJEH
Pemienuem CoBeta TUpEeKTOPOB
ot 12.08.2012 Ne 14
B) YTBEPXJIEH
Pemenuem CoBeTa 1UpeKTOpPOB
ot 12.08.2012 1.
r) YTBEPXKJAEH
Pemienuem CoBeta TUpEeKTOPOB
Bapuanr 4
1. BoiOepuTe 01MH BAPHAHT OTBETAa U3 NMPeI10KeHHbIX. J[e10npou3BoaCcTBO — 3TO:
a) IBJKEHUE JOKYMEHTOB B OpraHU3alliy ¢ MOMEHTA UX CO3JAaHMsI WU MOJy4YEHUs 10 3aBEPILCHUs
UCIIOJTHEHHUS;
0) oTpacnp JeATENbHOCTH, OOECHeuMBalOias TOKYMEHTHPOBAHHWE U OpTraHU3alUI0 pPaboThl ¢
OQUIMATBHBIMU IOKYMEHTaMU;
B) 3aMCh UHPOPMALUHU HA PA3TUYHBIX HOCUTEISX M0 YCTAaHOBJICHHBIM IIPaBHUIIaM;
I) OpraHu3alus JOKyMEHTOOOOpOTa, XpPaHEHUS U HCIIOJIb30BaHMS JOKYMEHTOB B TEKyIIEH
JEATENBHOCTH NPEATIPUATHS.
2. BbiOepuTe O0AMH BapuaHT oOTBeTa U3 mnpelaokeHHbIX. Kak kiaaccupuumpyror
AOKYMEHTBI 110 IIPOMCXO0KICHUIO?
a) BXOJAIIUE U UCXOJIALINE;
0) MHIMBUAYaJIbHBIC 1 TUIIOBLIC;
B) CIIy>)keOHBIE U JINYHBIE;
I') IPOCTBIE U CIIOXKHBIE.
3. BoiOepuTe 01MH BAapMAHT OTBeTAa U3 NMPeNI0KeHHbIX. JIJisl Yero mpoBoauTcsi YHHPUKAIHA
JOKYMEHTOB?
a) JUTIsl TOKYMEHTUPOBAHUS YIIPABIEHYECKON NeSTEIbHOCTH OPraHu3aliy WK MPeapUsITHS;
0) ans opraHu3anyy padoThl C TOKYMEHTaAMU B OPTaHU3ALUH WIH IPEIIPUATHH;
B) JUI1 CHIJKEHUS KOJMYECTBAa IPUMEHSEMBIX JOKYMEHTOB, CHIDKCHHSI TPYIOEMKOCTH HX
00paboTKu.
T) Juist 00pabOTKH TOKYMEHTOBOPTaHU3AIMH UITU MPEAIPUATHUS;
4.Bbi0epuTe 0MH BAPMAHT OTBETA U3 NPeAI0:KeHHbIX. PeKBU3HT ''3ar0/10BOK K TeKcTy'':
a) opopmisieTcs Ha TOKyMEHTaxX BCETr/a, He3aBUCUMO OT (hopMara, Ha KOTOPOM COCTABJICH JTaHHBIN
JOKYMEHT;
0) opopmitsieTcs Ha BCeX JTOKYMEHTaX, MOKHO HE COCTaBIISITh Ha JIOKYMEHTax, OOPMIIEHHBIX Ha
6nmankax ¢opmara AS;
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11.

B) opopmisieTcss Ha JOKYMEHTax IO YCMOTPEHHIO COCTaBUTENS JOKYMEHTA, HE3aBUCUMO OT
dbopmara;

r) oopmisieTcs TOIBKO Ha IOKyMEHTaX COCTAaBICHHBIX Ha opmare A4.

S. BoiOepuTe 0lMH BApUAHT OTBETA U3 Npeaio:keHHbIX. [Ipuka3 co3naercs nis:

a) MOATBEPKICHUS YCTAHOBJICHHBIX (PAKTOB, COOBITHIA, EHCTBHIA,

0) pelIeHnss OCHOBHBIX ONEPATUBHBIX 3a/1a4, CTOSAIIMX Mepe]l OpraHu3aIei;

B) OTPa)KE€HUs yCIOBHUI TPYJOBBIX B3aUMOOTHOILIEHUN COTPYJHUKA C aIMUHUCTPALIUEH;

I') 3aKpeIUIeHUs! TOJPKHOCTHBIX 00513aHHOCTEW COTPYAHUKOB OPraHU3aLIH.

6. BbiOepuTe OIMH BapUAHT OTBeTa W3 MNpeNIokKeHHbIX. IIpoTokosbl HyMmMepyroTCcH
NMOPSAAKOBBIMH HOMEPAMH:

a) B IIpejiesiaX BCEro BpEMEHU CYIIECTBOBAHHUS OpraHU3aIiy;

0) B mipenenax AecsTH JIeT,

B) B MpeJernax MITH JIeT;

I) B IIpefienax KaJleHAapHoro roja.

7. BpiOepuTe OIMH BAPHAHT OTBeTAa W3 NpenaokeHHbIX. IIpukasbsl 0 mpueme Ha padory m
YBOJIbHEHHH XPAHATCSH:

a) 75 ner;

6) 10 ner;

B) 50 ner;

r) 5 ner.

8. BoiOepuTe oiMH BapHAHT OTBeTAa U3 MpPeAJI0KeHHbIX. OnpenennTe B KaKOH CPOK A0JKHA
NPOU3BOIUTCS 00padoTKa JOKYMEHTOB U Nepeaadya uX HCHOJHUTEIsIM?

a) B JIeHb TIOCTYIJICHUSI JOKYMEHTOB B OpraHU3alHIO;

0) B TpEXTHEBHBII CPOK IMOCTIE MOCTYIJICHHUS JOKYMEHTOB B OpraHU3aIIHIO;

B) B HeJIeJIbHBINA CPOK IOCIIE TOCTYIUIEHUSI JOKYMEHTOB B OpraHU3alInIo;

I‘) B TCYCHHUU MCCAIa CO AHA NMOCTYIJICHUA NOKYMCHTA B OpraHU3aluIo.

9. YcTaHoBHTE COOTBETCTBHE MEK1Y NOHATHAMH U HeJsIMUA. YHH(PHUKAIHMA JOKYMEHTOB — 3TO
a) OpraHu3anusl JOKyMEHTOOOOpOTa, XpaHEHUS U UCIOJIb30BAaHUS JIOKYMEHTOB B TEKYIIEH
NEeATEIbHOCTH MPEAITPUATUS

0) obecrieueHre CBOEBPEMEHHOTO 1 KAU€CTBEHHOTO MCIIOIHEHUSI TIOPYUYECHUN U PELICHUS
BOIIPOCOB.
B) COKpallleHHE KOJIMYeCTBa JOKYMEHTOB, IPUBEACHNUE K €UHBIM HOpMaM

F) CucTeMaTus3anusga J0KyMCHTOB

10. BpiOepuTe O0AMH BapUAHT OTBeTa W3 MNpelJo:KeHHBbIX. Omnpeaenure NpaBUJIbHOE
opopMiIeHHe pPeKBH3MTAa «Anpecar»?
a) lupexropy OOO «IIpogontropr»

HBanosoii Tamape IlerpoBHe
0) dupekropy «I[Ipomonrropr»

HBanosoiu T. I1.
B) 450009, Y da, yn. Hexxunckas, 7

Hupexropy OOO «IIponontropr» r-xe MiBanosoii T. I1.
r) dupexropy OOO «IIpogonTropr»

T. I1. UBanoBo#
yi. Hexunckas, 7
r. Yoa, 450009

BriOepuTe OAMH BapHaHT oOTBeTa W3 MNPENJIOKEHHbIX. 3aKOHUYHMTE TpPeAJioKeHue:
3aMKCMPOBAHHAsI HAa MAaTepHAJILHOM HOCUTeJe HHPOpMAaUMs ¢ PEeKBH3UTAMHU,
MO3BOJISIOIIHUMH €€ HAeHTH(PUUHPOBATH — ITO...?

a) IOKYMEHT
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a)
0)
B)
r)

a)
0)
B)
r)

a)
0)
B)
r)

a)
0)
B)
r)

0) OmaHK
B) JaHHEBIC
T') 3aMK1Ch

12. BbiOepuTe O0aMH BapHMaHT OTBeTa M3 MPeIJOKEHHBIX. YKaKHTe KJIaccHPUKALHUIO
AOKYMEHTOB 110 I0OPHAUYECKOIi cue:

IIPOCTBIE U CIIOKHBIE

HOJUIMHHBIE U MTOJJIOAKHbIE

CITy)keOHBIC U JTUYHBIC

OTKPBITBIE U IOKYMEHTBI C OTPAaHUYEHHBIM JJOCTYIIOM

13. BbiOepuTe OAMH BapUAHT OTBeTAa W3 NPENJOKEHHBIX W 3aKOHYHTE TMpeasioKeHue:
"T'OCT P 6.30-2003 yctanaB/IMBaeT cjeayloliue pa3Mepbl moJieil (He MeHee, MM) ...""

a) neBoe-20; nmpasoe-10; BepxHee-20; HxHee-20);

0) neBoe-20; mpaBoe-20; BepxHee-20; HkHEee-20;

B) neBoe-20; mpaBoe-20; BepxHee-15; HmkHee-20;

r) neBoe-30; nmpaBoe-10; BepxHee-15; HuxHee-15.

14. BrpiOepuTe 0OMH BapHAHT OTBeTa W3 NpeIOKeHHBbIX. PacmoJioskeHMe peKBM3MTOB Ha
0JIaHKe JOKYMEHTAa onpee/sieTcs:
a) COCTaBUTENIEM JOKYMEHTA;
0) nmpaBuiIaMu YHU(DUKAITUN JOKYMEHTOB;
B) TOCYJapCTBEHHBIM CTaHJApTOM;
I') JIOKAJIbHBIMH aKTaMH OpTaHU3aLUH.
15. BpiOepute oAMH BapHMaHT oOTBeTa H3 InpemIokeHHbIX. Kem paspadatbiBaercs
AOJKHOCTHASI HHCTPYKIMA?
JUPEKTOPOM OpraHU3aLuu
OyXTaJITepOM OpraHU3aIUH
PYKOBOJIUTENIEM NOJIpa3AelICHUs
3aMECTUTEJIEM IUPEKTOPA
16. BbiOepuTe npaBWJIbHBII OTBET U 3aKOHYHTe NpemioxkeHue. ''PacnopsigutenbHbIi
JOKYMEHT KOJIJIErHajibHOI0 OpraHa ynpapJjieHus - 3To..."
IIpUKa3
pacropsikeHue
yKa3zaHue
IIOCTaHOBJIEHHE
17. BpiOepuTe OIMH BAapHAHT OTBeTAa W3 NpeAJIOKeHHbIX. B kakoil cpok odopmasiercs
TPYA0Basi KHMKKA HA pAa0OTHUKA, IPUHATOr0 HA padoTy BIepBbIe:
a) HE II03/1HEE HEAEIBHOIO CPOKa CO AHS IIpuemMa
0) He TO3/IHEE TIATH THEH CO JTHS MprueMa
B) B JIEHb [TOJANNCAHUS TPYIOBOTO 10T0OBOPa
I') 10 OKOHYAHUIO UCIIBITATEILHOTO CPOKA.

18. BpbiOepure OIMH BapUMAHT OTBeTa W3 TMpPeNIOKeHHBIX. Buabl perucrpanuu
JOKYMEHTOB, CYIIECTBYIOIIIHE B JOKYMEHTAIIMOHHOM O0ecrie4eHUH yIpaBJIeHHs:
KypHaJIbHAsA, KApTOYHAs, SJICKTPOHHAs
JKypHaJlbHasl, KApTOYHAas!, KHIKHAS
JKypHaJIbHas, KapTOYHas, rpauueckast
JKypHaJibHas, KApTOYHAasi, CMEIIaHHAas

19. BbiGepuTe 0JMH BAPUAHT O0TBETA U3 NMpelJIOKeHHbIX. BbiOepuTe U3 NpeaioskeHHOT o
Ha0opa npuMepoB NPABUIbHOE PACIIOJIOKEHNE HOMEPa CTPAHUIBI HA IOKYMEHTAX,
o(opMIIEHHBIX HA IBYX M 00Jiee JUCTaX:

a) -10-
6) ctp. 10
B) "10"
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r) 10
20. BpiOepuTe OIMH BapMAHT OTBeTa W3 MNpeAJoKeHHbIX. Onpenenure nNpaBUIbHOE
opopmiieHue pekBu3NTa «OTMeTKA 0 MOCTYIUIEHUH JOKYMEHTA B OPraHU3aIUI0»?
a) dupexropy 3A0 «Kanuna»
CemenoBoii Onbre @egopoBHe
0) Qupexropy «Kammna»
CemenoBoii O.D.
B) 450009, Ya, yn. Kanununa, 7
Hupekropy 3A0 «Kamnra» Cemenooii O.D.
r) dupexropy 3A0 «Kanuna»
0.0. CemenoBoit
yi. Kanuuuna, 7

r. Yia, 450009

Bapuamnr S.
1. BoiOepuTe OAMH BApPUAHT OTBETa M3 MNPeNI0KeHHbIX. OIHUM H3 OCHOBOINOJATAIOIIMX
NPUHIUIOB TPOEKTHPOBAHHUA CHCTEM [OKYMEHTALMOHHOIO o0ecrneyeHUs YNpPaBJIeHUs
SIBJISIETCH:
a) MPUHIIMII YHU(PUKALUHT;
0) MPUHIUIT WHTETpalui;
B) mpuHIUT auddepeHnanuu;
T') IPUHIIMI COOTBETCTBHUSI.

2. BoiOepuTe 0JUH BAapHAHT OTBETa U3 NMpeioxkeHHbIX. Kiaccudukanus 10KyMeHTOB 10
CO/IEP KAHHIO CIIeTYHOIIAN:
a) CIIy>KEOHBIE U TUYHEBIE;
0) MPOCTHIC U CIIOXKHBIE;
B) BXOJSIIME U UCXOISIIHUC,
T') HHIUBUIYAIbHBIC H TUITOBBIC.
3. BoiOepuTe 0JUH BAPUAHT OTBETA U3 NMpPe/JI0OKeHHbIX. Kakne peKBU3UTHI OTHOCATCH K
MOCTOSTHHBIM?
a) laTa, pETUCTPAIIMOHHBIN HOMEP JOKYMEHTA,;
0) 3aroJ0BOK K TEKCTY, OTMETKa 00 MCIIOTHUTEIIE;
B) PE30JIOIHS, OTMETKA O HAJTHMYUU TIPUIIOKEHUH;
T') sM0OJIeMa OpTraHu3aIliK, e¢ HAMMEHOBAHUE.

4. BbiOepuTe OIMH BAapHMAHT OTBeTa W3 MNpPeNI0KeHHbIX. JlJIsi N0KyMeHTa, MONJIMHHUK
KOTOPOTI0 0OCTAETCH B OPraHU3aluM, BU3bI NPOCTABJIAKTCS:

a) HIDKE MOMMUCH PYKOBOIUTEIIS, TIOAMMCABIIETO TOKYMEHT;

0) B HIDKHEH yacTH 00OPOTHON CTOPOHBI MOCJIECAHETO JINCTA;

B) Ha K0 CTpaHUIlE MHOTOCTPAHUYHOTO JOKYMEHTA;

r') Ha 00OPOTHON CTOPOHE MEPBOTO JIUCTA JOKYMEHTA.

S.Bbi0epuTe OMH BApMAHT OTBETA U3 NPeIJI0KEHHBIX. Y CTAHOBUTE COOTBETCTBHE MEKIY
rPYNIOH JOKYMEHTOB H €€ BUJAMHU: OPTraHNU3ALMOHHAS TOKYMEHTAI U~
a) MpHKAa3, paclopsKEHUE, pEICHNE
0) aKT, IPOTOKOJI, CIIpaBKa, MUCHMO
B) yCTaB, MOJIOKEHUE, HHCTPYKIIUS
I') pacrnopsbKeHHe, IPOTOKOJ, pelIeHne

6. BpiOGepuTe 0JUH BAPUAHT OTBETAa U3 MNpelJo:KeHHbIX. TeKCcT aKTa JAeJUTCs Ha cJieaylolue
YacTH:

a) BBOJHYIO, OCHOBHYIO U COJICPIKAIyIO BBIBOJIBI;

0) BBOJIHYIO U KOHCTATHPYIOIIYIO, COJEPIKAILYIO BHIBOJIBI;
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12.

B) HAUAJIbHYIO U 3aKJIIOUUTENbHYIO, COAEPIKAIIYIO BHIBOJIBI;
T') BBOJHYIO, OCHOBHYIO U 3aKJIFOUUTENBHYIO 4aCTh.

7. BbiOepuTe OAMH BAPMAHT OTBETA W3 NPeNI0KEHHbIX. PerucTpauMoHHbI HOMEP KAaKHUX
JAOKYMEHTOB 10moHsieTcs: OykBaMu «JI/C» miau «K»?

a) CTPYKTypa M IITaTHAs YUCICHHOCTD;

0) moxitagHas, OOBSICHUTENbHAS 3aIINCKa;

B) MPUKA3MI0 OCHOBHOM JESATEIbHOCTH;

') B IPUKA3 110 JUYHOMY COCTaBY;

1) TIOJIO’KEHHE 0 paboTe mepcoHara.

8. BbiOepuTe oaMH BapHaHT oOTBeTa W3 MNpelJOKeHHbIX. B Kkakoii cpok g0/EKHA
NMPON3BOAUTHLCS 00PA00OTKA JOKYMEHTOB M Mepeaaya uX UCHOJHUTEaAM?

a) B JIeHb TIOCTYIJICHUSI JOKYMEHTOB B OpraHU3alHIO;

0) B 3-XTHEBHBII CPOK IOCTE MOCTYIJICHUS JOKYMEHTOB;

B) B HeJIeJIbHBIN CPOK IOCIIE TOCTYIUICHUS JOKYMEHTOB;

I') B TEUEHUH MECSIIa CO JHS MOCTYIICHUS TOKYMEHTA B OpraHu3aIuio.

9. K kakoii rpynne 1okymeHToB oTHOcUTCcA LIITATHOE PACIITMCAHHUE?
a) K pacrnopsiAUTEIbHbIM;
0) K JIMYHBIM;
B) K MH(GOPMAIMOHHO-CIIPABOYHBIM;
I') K OpraHU3alMOHHBIM.
10. BpiOGepuTe O0AMH BapUAHT OTBeTa W3 MNpelJo:KeHHBbIX. Omnpeaenure NpaBUJIbHOE
opopmiieHHEe peKBH3UTA «OTMeTKa 0 MOCTYIUIEHHMH JOKYMEHTA B OPraHU3aAlUI0»?
a) OO0 «IIponmontropr»
Ne 236 o1 26.10.2012
6) ot 26.10. 12 Ne 236
B) [IpomonTropr
ot 26.10.2012
r) OOO «IIpomonTTOpr»
Ne 236 o1 26.10.12

11. BoiOepuTe 0JMH BAPUAHT OTBETA U3 NMPENJI0KeHHbIX. PEKBU3UT J0OKyMeHTa — 3TO:
a) CTaHJAPTHBIN JUCT OyMary, Ha KOTOPOM NOCTOSIHHAS MH(OpMAIHs IepeMeHHas;

0) COBOKYITHOCTB PACIOJIOKEHHBIX B OMPEICICHHON IMOCIEA0BATEILHOCTH 3aIHCEH;

B) 00s13aTeIbHBIN 3JeMEHT O(UIIMATFHOTO JOKYMEHTA HE3aBUCUMO OT HOCUTEIIS;

T') 3anMCh HH(OPMAITUY TT0 YCTAaHOBJICHHBIM MPAaBUIaM Ha PA3IMYHBIX HOCUTEISIX.

BriOepuTe 01MH BApHAHT OTBeTa M3 MpeaJiokeHHbIX. Kak kiaccu(PMUUPYIOT TOKYMEHTbI
10 CPOKAM UCHOJTHEHUs1?
a) C1yKeOHbIE U JTUYHBIE;
0) UHAVBHUIYAIbHBIC U TUTIOBBIC;
B) NPOCTHIE U CIOKHBIE;
I') CpOUHBIE U OECCPOYHBIE.

13. BpiOepure OAMH BapMaHT oOTBeTa M3 IpelJoKeHHbIX. PexBusnt «Busbl
COTJIACOBAHMSA»:

a) CIYXHUT A7 OQPOPMIICHHUS BHEUIHETO COTJIACOBAHHS C KOHKPETHBIM JOJDKHOCTHBIM JIMIIOM WIIN
KOJIJIETHAJIBHBIM OPTaHOM;

0) mpuaaer coaepKaHuio o(pUIMATBHOTO JOKYMEHTa HOPMATUBHBINA WM TIPAaBOBOM XapakTep;

B) UCIIOJIb3YeTCs JUIsl BHYTPEHHETO COIJIACOBAHUS MPOEKTOB JTOKYMEHTOB U IPHU O3HAKOMIICHHH C
KaKUM-TTH00 JOKYMEHTOM;

I') UCTIOJIb3YEeTCsl IPU 03HAKOMIIEHUHU C KaKUM-THO00 JOKYMEHTOM JOKHOCTHBIM JIULIOM.
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14. Kakoii 0.1aHK HcnoJIb3yeTcs 1JIs1 0(pOPMIIeHHS BHEIIHNUX JOKYMEHTOB?
a) oOmui OJIaHK
0) O1aHK MHCHMa
B) OJJaHK KOHKPETHOI'O BHJIa IOKYMEHTa
I) BCe BHOBI OJIAHKOB

15. BeiOepuTe 0o1MH BapHaHT OTBeTAa M3 NpelJoKeHHBbIX. UTo siBjIsieTcs 1aTOM J0JKHOCTHOM
HHCTPYKIUH:

a) JaTa ee COCTaBJIEHUS aBTOPOM JOKYMEHTA;

0) mara ee NOJMKMCAHUS PyKOBOAUTENIEM MOJPA3ICIICHUS;

B) JlaTa €€ yTBEPXKAECHUS PYKOBOAUTEIEM OpPraHU3allH;

I) JaTa BU3UPOBaHUs paOOTHUKOM MO/pa3AeICHHUS.

16. BoiOepuTe 0JMH BapMAHT OTBETA U3 NMPeNI0KeHHbIX. ENMHCTBEHHBIH BU/I IOKYMEHTA,
B KOTOPOM OTCYTCTBYeT PEKBH3UT «<HAUMEHOBAHUE BU/Ia IOKYMEHTa»?

a) MMChbMO

0) npukas

B) CIIpaBKa
I) peleHue

17.Bpi0epuTe OAUH BAPHAHT OTBETA U3 NMPeJI0KeHHBIX. J[aToi MpoToKoJIa ABIsETC:
a) JaTa MOoAMNKUCaHus IPOTOKOJIA;

0) nata mpoBeeHUs 3aceaHus;

B) JlaTa perucTpalyy IpoTOKOIIa;

r) Aata ohOpMIICHHUS TIPOTOKOJIA.

18. BbiOepuTe OAMH BapMaHT OTBeTa M3 MNpPeAJIOKeHHbIX. PermcrpanmoHHbIii HOMep
AOKYMEHTa — 3TO:

a) J1aTa ero MOANUCAHUS U YTBEPKICHUS;

0) ycimoBHOE 0003HAYCHHE TOKYMEHTA, 1O KOTOPhIM OH BBeneH B UIIC;

B) OTMETKA JJI1 aBTOMaTHYECKOI0 IIOUCKA IOKYMEHTA;

I') OTMETKA O MOCTYIUIEHUH IOKyMEHTa B OPraHU3aIHIo.

19. BpbiGepuTe oO0IMH BapHAaHT OTBeTa M3 NpemIokKeHHbIX. K  cnpaBouHo-
HHGpOPMANMOHHBIM JOKYMEHTAM OTHOCHTCS:

a) yKazaHue, peuieHue
0) IPOTOKOJI, IEJIOBOE MIUCHbMO, OOBSICHUTENbHAS 3aMTUCKa
B) KOJIJIEKTUBHEBIN IOTOBOP, aHKETA, aTTeCTallMOHHAs opma

I') yUpeIUTEIbHBINA JOTOBOP, MOJIOKEHUE O MePCOHANE, HMHCTPYKIUS MO JEIONPOU3BOJCTBY

20. BoiOepuTe 0JMH BAPUAHT OTBETA U3 NMPeAI0KeHHbIX. OnpeneanTe NPaBUJIbLHbINA BaApUAHT
odopMIIeHUS] PEKBU3UT «ApecaT» IJIs1 MCXOASIIEro J0KyMEHTa, ec/ii B KauecTBe aJpecara
BBICTYNA€T PYKOBOANTEIb OPraHU3ALNU?
a) lupexropy OOO «TopruHBeHTapb»

HBanosoii Tamape IlerpoBHe
450009, r. Ya, yn. BnanuBocrokckas, 7
6) dupextopy OOO «TopruHBeHTapb»

Wganosoii T. I1.
450009, r. Ya, yn. Bmaguoctokckas, 7
B) 450009, r. Yda, yn. BmaguBocTokckas, 7
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00O «TopruHseHTapb»
Wpanosou T. I1.
r) Jupexkropy OOO «TopruHBeHTapb»

T. I1. IBanoBO#1
yi. BnaguBoctokckas, 7

450009, r. Ya

IHopTdoimo.
HucTpykuus:
BrimonHnenue 3a1anus npeaycMaTpuBaeT padoTy B TEUEHHUE BCETO BPEMEHU, OTBEICHHOTO Ha
U3Y4YE€HUE JUCIUILTNHBL.
optdonmo coctout u3 10 3aganuid:

['OCT P 6.30 — 2003;
HopmartuBHO-MeTOAMYECKAS TOKYMEHTAIUS 10 JIeJIOMPOU3BOJICTBY (METOIUYECKHE PEKOMEHIAITNH,
WHCTPYKIIUHU U T.J1.);
MaxeTsl GOopM TOKYMEHTOB;
OO6pa3iibl OpraHu3aluOHHO-TIPABOBBIX (HOPM TIOKYMEHTOB (00pa3Ibl JOIKHOCTHBIX MHCTPYKIIHH);
OO0pa3ipl OpraHU3aIMOHHO-PACTIOPSIAUTEIHHBIX (POPM TOKYMEHTOB (TIPUKA3bl U PACTIOPSHKEHUS TI0
OCHOBHOI1 1€ATEIbHOCTH U TUYHOMY COCTaBY, BBIMUCKH U3 IOKYMEHTOB);
OO6pa3ipl hopM AETOBOI MEPEIHCKY;
O6pa3iibl GopM TOKYMEHTOB IO OOPAIIEHUSIM TPAXKIaH U KOHPHUICHITMATHHOTO JIeIONPOU3BOJICTBA;
dopma HOMEHKJIATYPbI JIEIT;
Onuch TOKYMEHTOB ziesia U 0(OPMIICHHE OOJIOKKH J1e1a;

. okmael 1 pedepaThl IO UHAWBUIYAIBHBIM 33aHUSM.

BbInonHATE 3aaHusl HY’)KHO KaK BO BpeMs ayJUTOPHBIX 3aHSITHUM, TaK U CAMOCTOSITENIbHO, B
NOpsIIKE HUX clefoBaHusA. [[s S5KOHOMUM BpPEMEHHU IPOIyCKauTe 3aJaHue, KOTOpPOe HE ymaércs
BBITMIOJIHUTH Ccpa3y, U NepexoauTe K cienyoomeMy. Eciu nepen 3amuToil mocie BhIMOIHEHUS BCEH
paboThl y Bac OCTAHETCS BPEMsi, TO BBl MOXKETE BEPHYTHCS K IMPOITYIICHHBIM 3aJaHusM. baisl,
MOJIyYE€HHBIE BaMH 32 BCE BBIMIOJIHEHHBIE 3aJaHus, cyMMUpYyloTcs. [loctapaiiTech BBINMOIHUTH Kak
MO>KHO OoJibIlie 3aaHuii U HabpaTh HAUOOJIbIIIEe KOJIMYECTBO OAIOB.

JTaJIOH PAaBUJIbHOIO OTBETA:
MAKETBI ®OPM JJOKYMEHTOB

Jnst BBIMOSTHEHWsI 3a7aHUsl TaKOTO THUIA HEOOXOoauMo CGhOPMHPOBATH MakKeThl (opM
JIOKYMEHTOB B OTJEJBbHYIO MANKy Ha 3JCKTPOHHOM HOCHUTENIe W/WIHM pacredyaTarh Ha OyMa)KHOM
HOCUTEJIC U MOAIIUTH B Manky «/lemo Ne _ ».

IIpumep: makeT GOPMBI KOTTUU TTPHKA3A.

Otser:
OEJEPAJIBHOE I'OCYJAPCTBEHHOE BIOJDKETHOE OBPA30BATEJIBHOE
YUYPEXIEHUE BbICIIET'O OBPA3OBAHUVSI
«BAIIKUPCKUU T'OCYAAPCTBEHHbIM YHUBEPCUTET»
HanmenoBanue dpunmana
[MTPUKA3
<« » 20 T. Ne _
Yoa
0 yem?
TEKCT

Ipunoxenne: 1. [Tonoxxenne o MeTroauyeckoM yIpaBieHHH Y4eOHOTO 3aBeleHHs Ha 5 1. B 1
9K3.;
2. [IpaBuna moAroTOBKHM M OGOpPMIIEHHS JTOKYMEHTOB MeToan4YecKoro yrpasieHust Ha 7 1. B 2
9K3.
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Hupexrop T.T.Turos

I'maBHBII OyxranTep C.C.Cunoposa

.. NsanoBa

4. Cucrema onenuBanus komiiekta ®OC Tekyuiero KOHTpPoJIs U
MPOMEKYTOYHOM aTTeCTAMHU

Kpurepun ouneHuBanus pe3yJbTaToB Au(depeHIMPOBAHHOIO 3a4€eTa
Kputepun onenku (B 6annax):

- 25-30 6a/mI0B BBICTABISACTCS CTYACHTY, €CIIM CTYJICHT JaJl ITOJIHBIC, Pa3BePHYTHIC OTBETHI Ha
BCE TEOPETHYECKHE BOMPOCHI OuWieTa, MPOJEMOHCTPUPOBAT 3HAaHHWE (PYHKIIMOHAIBHBIX
BOBMO)KHOCTGI‘;I, TepMI/IHOJIOFI/II/I, OCHOBHBIX 3JICMCHTOB, yMeHI/Ie HpI/IMeH}ITB TeOpeTI/I‘-IGCKI/Ie 3HAHUA
Opy BBIIOJHEHUM TpaKkTUUecKux 3agaHuil. CTyaeHT 0e3 3aTpyAHEHUH OTBETWI Ha BcCe
JIOTIOJTHUTEIbHBIE  BOMPOCHL.  [IpakTHueckas yacTb pabOTHl BBIIOJHEHA IOJHOCTBIO  0e3
HETOYHOCTEHN U OIIHNOOK;

- 17-24 GannoB BBHICTABISETCS CTYACHTY, €CJIA CTYJCHT PACKPBUI B OCHOBHOM TE€OPETUYECCKHE
BOIIPOCHI, OJHAKO JIOMYIIEHbI HETOYHOCTH B OIPEICIICHUH OCHOBHBIX MOHsATHH. [Ipm oTBeTe Ha
JIOTIOJTHUTEIILHBIE BOIPOCHI JIOMYIIEHBI HEOOJbIINE HETOYHOCTH. [IpH BBIMOTHEHUN TPAKTHYECKOM
gacT paboThI JOMYIIEHBI HECYIIECTBEHHBIE OIIMOKH;

- 10-16 6amioB BBICTABIISIETCS CTYACHTY, €CIIM HpPHU OTBETE HA TEOPETHUYECKUE BOIPOCHI
CTYACHTOM JOMYIICHO HECKOJBKO CYIIECTBEHHBIX OIIMOOK B TOJIKOBAHWU OCHOBHBIX MOHSTHH.
Jlornka ¥ TOJHOTa OTBETa CTPAJAIOT 3aMETHBIMH HU3bSHAMU. 3aMETHBI MpOoOensl B 3HAHUH
OCHOBHBIX METOJI0B. TeopeTuuecKkre BOIPOCHl B LIEIOM H3JI0KEHBI JOCTATOYHO, HO C MPOIYCKAMHU
marepuana. VIMeIoTCs NPUHIUMNHAIbHBIE OMIMOKM B JIOTUKE MOCTPOCHHMS OTBETa Ha BOIPOC.
CryneHT He pemni 3a/1a4y Ui P pelieHHH JOMYLIEHbI IPyOble OINOKY;

- & 0aJ/UIOB  BBICTABIISICTCS CTYACHTY, CCJIM OTBCT Ha TCOPCTUYCCKUC BOIIPOCHI
CBUACTCIILCTBYECT O HCIIOHUMAaHHUH U KpaﬁHe HEIIOJJHOM 3HAHHH OCHOBHBIX MOHITHHM U METOJ0B.
O6Hapy>1<HBaeTc;1 OTCYTCTBHUC HABBIKOB MNPHUMCHCHUS TCOPCTUYUCCKUX 3HAHUM IMpU BBIITOJIHCHUN
IMPAKTUICCKUX sa/:[aHnﬁ. CTy,HeHT HE CMOI' OTBE€TUTH HU Ha OJJUH ,I[OHOJ'IHI/ITCJ'IBHHﬁ BOIIpPOC.

VYcranaBnuBaeTcs  CAeAyOIIas — Tpajganys —TNEepeBoJa  OLEHKM W3 MHOToOaUTbHOM B
YeThIpex0aUTbHYIO:

=  orin4HO — oT 80 10 110 GamoB (Bkirouast 10 moonpuTenbHbIX 0aJIoB),

= xopoiio — ot 60 g0 79 6amnos,

®  yJOBJICTBOPUTEIBHO — OT 45 10 59 6aios,

"  HEYJOBJIECTBOPHUTEIHHO — MeHEE 45 OaioB.
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Kpurtepun oneHuBaHus BBINOJIHEHHS J1a00paTOPHBIX padoT

ITokazarens OLIEHKH Pacnipenenenne 6annos

ToyHocTh BOCHpoOM3BeNEHUS Y4eOHOro marepuaiga (TEpMHUHOB, | 1
npaBui, (PaKTOB, ONMCAHHUM U T.11.)

TouyHOCTP pa3nuueHus U BbIJCICHUS N3YUEHHBIX MaTEPHUAJIOB 1

MakcuManbHBIA Ot 2

Kpurtepun oneHuBanus y4acTus JJIsl YCTHOTO ONPoOCca

TTokasarenp OLEHKH Pacnpenencuue
OayIoB

3HaHHe U NOHUMAaHNE COBPCMCHHBIX TGH,Z[GHI_[I/Iﬁ Pa3BUTUA 1O TEMC

I'myOuHa 1 OPpUTHHAIBHOCTH CY)KICHHM

ApPryMEHTHPOBAHHOCTb U B3BEIIEHHOCTD MIPH U3JI0)KEHUH CBOEH MO3ULINN

YMeHue BeCTH Hay4HYIO JUCKYCCHIO

AKTUBHOCTB B 00CYXICHUHU

CoOuroieHne 1eI0BON STUKY U DTHKETA

AN === =] =] =

UTOIro

KpnTepnn OIlCHMBAHHA BbINOJHEHUS TECTOBBIX 3aJaHUH

CtpykTypa paboTsl Kpurepuu onenku Pacnipenenenue 6anios

Omun Bompoc Ttecta (30 | HempaBunbnbiii otBer / IlpaBunsnsni | 0/0,5
BOIIPOCOB B BapUAHTE) OTBET
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PACCMOTPEHO
[IpenMeTHO-IUKIIOBOM KOMHUCCUEH
[Tpotokoa Ne 6 ot «19» suBapst 2023 1.

@ / JI.H. ITa3aeBa
«19» auBaps 2023 1.

JUCT UBSMEHEHHWI, BHOCUMBIX B PABOYYIO IIPOTPAMMY

OI1.05 JoxyMeHTaLMOHHOE 00eceueHUEe YIPABICHUS

(HaMMEHOBaHHE TUCIUTUIHHEI)

o crenuaibHocTh 21.02.05 3eMenbHO-UMYIIECTBEHHEIE OTHOIICHUS

(HaMMEHOBAHHE CICIIMATBHOCTH)

yTBepxkaeHHyto 24.02.2022 r. Ha 2022-2023 y4eOHbIN 101

Ne Paznen Conepxanue OcHoBaHuUe 1J1sl BHECEHUS
n/n JOIOJTHEeHNiT/M3MeHeHn i JONOJTHEeHUs1/M3MeHeH U sl
bbL10 CraJjio
1. THTyﬂbHHI‘/’I CDGI[Gp&JIBHOG (I)e;[epaﬂbHoe B cootBercTBuM ¢ 4. 4 ct. 57, 4. 1 CT.
JIUCT: FOCYHAPCTBEHHOE | TOCYNApCTBEHHOE | o5 1 PaxiaHCKoro Kozexea
PaGoueii 010/ DKETHOE 0X0/DKETHOE Poccuiickoll ~ Qexcpaipn - (4acts
nepBasi) ot 30.11.1994 r. Ne 51-®3, B
MpOrpaMMbI o0pa3oBaTenbHOE 00pa30BaATENbHOE | ¢oorBercTRIM c MPUKA30M
JVCOUIIINHBI, YUpeKICHUE y4peKaeHue Munobprayku Poccun ot 08.07.2022
KanennapHo- BBICILIETO BBICILIETO r. Ne 644 «O peopranusauuu
TEMaTHYECKOro | 00pa3oBaHuUs o0Opa3oBaHus ¢enepansroro rOCYyapCTBCHHOTO
. . OO KETHOTO 00pa3oBaTeILHOTO
TUTaHa,; «bamkupckuii «Y pumckuit
. YUPEXKIACHUS BBICIIETO O00pa30BaHHS
®onna FOCYyNapCTBCHHbIM | YHUBCPCUTET «BalIKuPCKUit rOCYIapCTBEHHBIH
OLICHOYHBIX YHUBEPCUTET» HayKu U | yHuBEpCHTET» M (pelepaibHOTO
CpeaCTB TEXHOJIOTUI» rocyaapCTBEHHOI'O OFOIXKETHOTO
00pazoBaTenbHOTO YUpeXKIACHUS
BEICIICTO O0pa3zoBaHusA «Y QUMCKHIHA
FOCYHapCTBCHHI:IfI aBHaIIPIOHHLIﬁ
TEXHHUYECKUH YHHUBEPCHTET» B (opme
2. | TurynpHBII Komnemxk Komnemx YVYHUT | cimsnus nyTem Cco31anust
JUCT: (benepaabHOTO TOCYAapCTBEHHOTO
PaGoueii OTOIKETHOTO 00pa3oBaTeILHOTO
YUPEXKICHUS BBICIIETO O0O0pa30BaHHS
MIPOTrPAMMBI .
«YpuMckuii yHUBEpPCHTET HAYKH U
AUCHHUITAHBI; TEXHOJIOTAI», OI'bOY BO
Kanennapno- «YQUMCKUI YHHBEPCUTET HAyKH H
TEeMATHIECKOrO TexHonoruit» (OFPH 1220200037474 /
IaHa; NHH 0274975591) SIBIISIETCS
(DOH a MMPpaBOIIPEEMHUKOM pCOPraHU30BaHHBIX
A By30B — OI'BOY BO «bamkupckuii
OLCHO"HBIX TOCYJapCTBEHHBIH  YHHBEPCUTET» W
CcpeacTB OI'BOY BO «Y pumcKuit
roCyJapCTBEHHBIN aBUAIMOHHBIN
TEXHUYECKUN YHUBEPCUTET.
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