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1 TACIIOPT PABOYEN ITPOT'PAMMBI JUCIUILINHBI

I[OKyMeHTa]_[I/IOHHOC o0ecrneyeHue YIIpaBJICHHUSA

HA3eaHue ()ucuunﬂqul

1.1 Mecro y4eOHOIl  JMCUMIVIMHBI B  CTPYKTYpe  OCHOBHOM
npogeccHOHAIBHON 00pa30BaTe/IbHON MPOrPaMMBI:

Huciuminza «/{okyMeHTannoHHOE 00eCieueHHe YIIPaBIEHU» OTHOCUTCS K
ob1enpogeccuoHalbHOMY y4eOHOMY LUKIY M HM3y4aeTcs BO BTOPOM CEMECTpe
NEepBOro Kypca. JMCIMIUIMHA IIPENyCMaTPUBAET MEXIUCIUILUIMHAPHBIE CBSI3H, T1E
MO>XHO HCIIOJIb30BaTh 3HAHUS CTYJEHTOB, IIOJYYEHHBIE B IIPOLIECCE H3YUYECHUS
TaKUX MPEIMETOB Kak «OJKOHOMHUKA OpraHuzanun», «JloOKyMEHTHpOBaHHE
XO3SICTBEHHBIX ONEpaluii U BeACHUE OyXrainTepckoro yuera». B cBoro ouepenb
JUCLUIUIMHA IIPEAUIECTBYET TaKuUM ImpeaMmeraM Kak — «DHUHAHCBI, JIEHEXKHOE
oOparlieHue u KpeauT», « OCHOBBI aHaIN3a OyXralaTepcKOil OTYETHOCTH» Y.

1.2 eau 1 3axa4u y4yeOHON QUCHUILIMHBI — TPeOOBAaHMA K pe3y/ibTaraM
OCBOCHUSA Y4eOHOM IMCHUTIIUHBI:

Llenpr0 mpenomaBaHusl JaHHOW JHUCHMIUIMHBI  SIBISETCS  MOATOTOBKA
CHEIUAINCTA, BIJAJCIONIET0 OCHOBONOJATAIONIMMH 3HAaHUAMH B  00JacTH
JOKYMEHTUPOBAHUS M OpraHU3alMi padOThl ¢ JOKYMEHTAMU U YMEIOLIEro HX
MCIIOJIb30BaTh B PAKTUYECKOU IEATEIIBHOCTH.

TeopeTnyeckoe OCBOCHME Kypca IIpeAnoyiaraeT MU3YyYE€HHE OCHOBHBIX
MOJIO)KEHUH M0 JOKYMEHTAllMOHHOMY OO€CIEUEHHUIO YINpaBiIeHUs B 00JIacTH
HKOHOMHUKH U OYXTaJTepCKOro yyera.

[TpakTHueckoe OCBOEHHE Kypca MpeanoyiaraeT MNpUOOPETEeHHE HaBBIKOB
COCTaBJICHUs IIPOEKTOB OCHOBHBIX BUOB JJOKYMEHTOB.

TpeboBaHus K pe3ysibTaTaM OCBOEHHUS YU4EOHOUN AUCIUTLIINHBI:

Ko komnerenuun no ®rocC CII0. B pe3yabrare udyuyeHusi JUCHUNIUHBI
Conep:kanue KoMmneTeHUMu (WM ee o0yuarommecst 10JKHbI:
YacTH) 3HATH YMeTh
MOHATHE, LeNW, 3aJa4yd U oopmitsTh
MPUHIMUIIBI JeJIONPOU3BOJICTBA; | JIOKYMEHTALUIO B c
HOpPMATHBHOW 0a30M, B T.4.
OCHOBHbBIE MTOHATHSA | C COOTBETCTBHH
JIOKYMEHTAllMOHHOTO HCTIOJIb30BaHUEM

OK-3. IlnanupoBaTh M pearn3oBHIBATH

obecneueHus YIIpaBJICHUS, I/IH(l)OpMaIII/IOHHBIX
CBOC HpO(l)eCCI/IOHaJ'ILHOC n  JMYHOCTHOC

TEXHOJIOTUH

pa3BuUTHE
CHUCTEMBI JOKYMEHTAHOHHOIO
obecrieueHus yrpaBIICHHUS; OCBaNBaTh
OK-6. IIposBasATH IrPpaKJaHCKO- yrp ’
KJIaccH(UKAIUIO TOKYMEHTOB; | TEXHOJOTHH
MaTPHOTHYECKYIO HO3UIINIO, .
ABTOMAaTH3UPOBAHHOM

JAEMOHCTPUPOBATHE OCO3HAHHOEC MOBCJICHUE Ha

TpeOOBaHUSI K COCTABICHHIO M | 00pabOTKM JOKyMEHTAIINH;
OCHOBC TpaJUIIMOHHBIX O6H_IC‘{€J'IOBC‘{CCKI/IX

0hOPMIICHHIO IOKYMEHTOB;

LEHHOCTEN
HCIIONIb30BaTh
OpraHU3aLUI0 yHHPHUINPOBAaHHBIE (DOPMEI
JIOKyMeHTOO00O0poTa: IpueM, | JTOKYMEHTOB;
00paboTky, PErUCTPAIIHIO,

KOHTPOJIb, XpaHCHHUC OCYHICCTBJIATH




JAOKYMCHTOB,
iS¢

HOMCHKIJIATYpY | XpaHCHUC u IIOHUCK

JOKYMCHTOB,

HCIIOJIB30BAaTh
TENIEKOMMYHHKALIHOHHBIC
TEXHOJIOTUH B 3JICKTPOHHOM
JTOKYMEHTO000pOTE.

1.3 PexomeHayeMoe KOJMYECTBO YACOB HAa OCBOCHHME MPOrpaMMbl y4eOHOMU

JUCITUTUTAHBI

- 10 0YHOU hopMe oOyUueHUs

MaKCUMaJbHOW y4eOHON Harpy3ku oOydaromierocs 36 4YacoB, B TOM
qHCIIe:

00s13aTeIbHOM ayJAUTOPHONW y4eOHOM Harpy3ku OOydaroIierocs 32
Jaca,

CaMOCTOSTENIbHON paboThl 00yJaronierocs

3adeT BO 2 ceMecTpe.
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2 CTPYKTYPA Y COJAEP)KAHUE YYEFHOU JUCIUILINHBI

2.1 O0beM yueOHOM TMCHUIIMHBI M BUbI Y4e0HOUH padoThI
Ounas popma o0yueHnust

Bup yueOHoi padoThI Oo6bem
uacoe

MakcumaJibHasi ydeGHasi Harpy3ka (Bcero) 36
Oos3aTenbHast aylMTOPHAsA yuyeOHasi Harpy3Ka (Bcero) 32
B TOM YHCIIE:

JICKLIUH 16

MPAaKTUYECKUE 3aHITUS 16
CamocrosiTesibHasi padoTa o0y4yawuierocsi (Bcero) 4

2.2 TemaTuyeCcKMi IVIAH U COAEPKAHME YICOHOM TUCHUIINHBI

JIoOKYMEHTAIIMOHHOE o0ecrneyeHue YIIpaBJIeHHUs
HaumeHosanue y4eOHoU OUCYUNIUNb

Ounas popma o0yuenus

HaumenoBanue | Conep:kaHue y4eOHOro MaTepuaia™**, jaGoparopunie padoTsl U O0bem | Yposenn
Pa3feJIOB H TEM | ipaKkTHYeCKHe 3aAHATHS, CAMOCTOsITe/IbHasi padoTa 00y4aouuxcs 4acoB O0CBOCHHH
1 2 3
Copep:xanue yueOHOro MaTepuaja
Jexuusn 1 Cooepoicanue u 0CHOBHbBIE 3A0A4U COBPEMEHHO20 2 1
OOKyMeHmaquHHOZO obecneuenus ynpaejeru:l
[IpakTHueckue 3aHATHS: 1

-KOHTPOJIBHBIH OITpoc
CamocrostensHas paboTa 00yJaromuXxcs:
- HOATOTOBKA K KOHTPOJILHOMY OIPOCy

Coaep:xanue yueOHOro MaTepuaja

ercums 2,3 | Hopmamusno-memoouueckas 6aza JJOY 2 12

[IpakTrueckue 3aHATHS: 1
OdopmiieHIe OCHOBHBIX PEKBH3UTOB JIOKYMEHTOB
CamocrosiTenbHas paboTa 00yJaroIuXCs:
-IIOITOTOBKA K CEMHHAPCKOMY 3aHSTHIO

Jlexkuus 4,5 Coaep:xanue yue0HOro MaTepuaja
Ocnosuvie mpebosanusi K COCMAGICHUIO U 2 123
oopmieHUI0 OOKYMEeHmMA
[IpakTrueckue 3aHITUSL 1
Cocrapienne 1 opopmIIeHHE pacopsIUTEILHBIX JOKYMEHTOB
CamocrosiTenbHas paboTa 00yJaroImxcs: 1

N3ydyeHune KOHCHEKTa JIEKUUHA U JUTEPaTyphl MPeasioKEHHOW MO
JTaHHOH TEeMe.

Conep:xanue yueOHOro MaTepuaja

Jexuusn 6,7 Op2anuzayuonHo - pacnopsaoumenvHas 2 1
OOKYMeHmayus
[IpakTHueckue 3aHATHS: 1

CocraBiieHne ¥ oOpMIJIEHHE CHpPaBOYHO-MH(OpMAIMOHHBIX




JAOKYMCHTOB

CamocrostenbHas paboTa 00y4aromuxcs: 1
- IOJITOTOBKA K CEMHHAPCKOMY 3aHSTHIO
Jlexuus 8,9 Copep:xanue yueOHOI0 MaTepHaJia
Cnpasouno-un@opmayuoHnas OOKYMeHmMayus 2 123
[pakTHYeCKUE 3aHATHS:
CocrtaBneHue 1 0OPMIICHHE JIOTOBOPOB 1
KouTtposnpHas pabota
CamocrostensHas paboTa 00y4aromuxcs: 1

W3ydyeHne KOHCHEKTa JIEKUMHA U JIUTEPATyphbl MPEAJIOKEHHOH IO
JAHHOM TeMe.

Jlexkuus 10 Copep:xanue yueOHOI0 MaTepHaJia
ﬂOZOGOpHO-ﬂpd@OGa}Z OOKymeHmauwz 1 1
[TpakTHyeckue 3aHATHS 1
CocraBnenne 17 odopmieHHe MIPETEH3NOHHO-UCKOBOH
JOKyMEHTAIMN

CamocrostensHas paboTa 00yJaromuxcs:
-IIOJITOTOBKA K CEMHHAPCKOMY 3aHSTHIO

Jlexknms 11,12 Copep:xanue yueO0HOro MaTepuaja
HpemeHS’UOHHO - UCKOo6a:l OOKymeHmauuﬂ 2 12
[MpakTHdeckue 3aHATHSA: 1

Opranuzanus padoThl ¢ JOKYMEHTaMHA
CamocrostensHas paboTa 00yJaromuxcs:
-IIOJITOTOBKA K CEMHHAPCKOMY 3aHSTHIO

Jlexkuus 13,14 Copep:xanue yueO0HOro MaTepuaja
Opeanuzayust 00KyMenmoooopoma 2 123
[pakTHYEeCKHE 3aHATHS 1

OKcIepTr3a IEHHOCTH OKYMEHTOB, HMOATOTOBKA IOKYMEHTOB K
caade B apXuB

CamocrosiTenbHas padoTa 00yJaroIuXCs:

W3yueHne KkOHCIIEKTa JEKIHMHA ¥ JUTEPATYPHl MPEIIOKEHHOW II0
JIAaHHOU TEMeE.

Jlexkuus 15,16 Coaep:xanue yueOHOro MaTepuaja
Dopmuposanue u xparnenue 0e 2 123
CamocrosiTenpHas paboTa 00yJaroIuXCs: 1

-IMIOATOTOBKA K KOMIUICKCHOMY 3a4CTy

Bcero: 36

na xapakmepucmuku ypoeHs 0c80eHUs YuebHO020 Mamepuana UCnob3yomcsl
cnedyrowue 0003HAUeHU.

1 — o3nakomumenvuulll (Y3HABaHUE paHee U3YUEHHBIX 00BEKMOS8, CEOUCMB);
2 — penpoO0yKmueHblil (8bINOJIHEHUE 0esmelbHOCMU HO 00pasyy, UHCMPYKYUU UTU
noo pyKo8oOcmeom), 3 — NPOOYKMUBHBIU (NIAHUPOBAHUE U CAMOCMOSMENbHOE
BbINOJIHEHUE 0esIMENbHOCMU, pelleHle NPODJIEMHbIX 3A0aY,).

[IpoBenenue 3aHATHII B aKTUBHOW M MHTEPAKTUBHOW (hopMe MO AUCIUIUIMHE
«JlokyMeHTaImoHHOE 00ecTieueHre YIPaBICHUS» TIPEINOoaraer:

1) tnanoroBast ¢opma TPOBEACHUS 3aHATHH: BBINOJHEHHE W OOCYKICHHE
TBOpYECKHX 3aaaHuil (TemMbl 1-16) — Bcero 16 4acoB MpakTHUECKUX 3aHATHII.




3 YCJOBUS PEAJIM3AIIMA YUEBHOM JJUCHUTLIAHBI

3.1 TpeOoBanusi K MHUHHMAJBHOMY MATEPHAJbHO-TEXHUYECKOMY
o0ecrneyeHUuIo

Peanu3anus yueOHOM NUCHUIUIMHBI TpeOyeT Hamn4us yueOHOro kabuHera:

- KOMIIBIOTEPHOTO KJIacca.

O6opynoBanne y4ueOHOro KaOWHeTa © PabOYMX MECT: KOMITBIOTEPHI,
KOMITBIOTEPHBIE CTOJIBI, CTaHAapTHBIA makeT mporpamm MS Office, Opaysep mis
BbIXOJ1a B IHTEpHET.

3.2 UndopmannoHHoe odecriedeHue 00yueHmst

Ilepeyenb pexkomeHayeMbIX Y4yeOHbIX uW3AaHuil, HHTepHeT-pecypcos,
JAOMOJTHUTEIbHOM JINTEPATYpPbl

OcHoBHas nuTeparypa

1. HenonpousBoactBo B Poccuiickoit denepanuun: cOOpHUK HOPMATUBHBIX
nokyMeHTOB — M.: ['pocc- Menua, 2013.

2. Jlemompou3BOACTBO : OOpa3ibl JTOKYMEHTOB ¢ KomMmeHTapusimu/ E. A.
JlonataukoBa.- M.: Omera-JI, 2015.

3. Henonpouzsoacto: OOpa3ipl, JOKyMeHThl. OpraHu3anus U TEXHOJIOTHs
pabotel/ mox pea. B.A.Kynpsiea — M.: [Ipocnekr, 2016.

JlonoHUTENbHAS TUTEpaTypa:
4. Xypnan «JlenonpousBoacTBO»
5. XKypnan «Cekperapckoe A€o

NHCcTpyKTHBHO-MeTOAUYECKHE TOKYMEHThI

6. T'ocymapcTBeHHas  cucTeMa  JOKYMEHTAI[MOHHOTO oOecrieueHus
ynpasienus. O6mme TpeOoBaHus K TOKYMEHTaM M CIIyK0aM JOKYMEHTAI[MOHHOTO
obecneuenus ynpasienus (I'CHOY), onodbpena komierueit ['ocapxusa CCCP 27
anpens 1988 r. (mpuka3 ['naBapxusa CCCP ot 25 mast 1988 1. Ne 33).

7. TOCT 9327-60. bymara u uznenus u3 Oymaru.

8. 'OCT 17.914-72 O6noxKa Aen JUIMTEIbHOTO XpaHeHus. TUIbl, pa3aensl,
TEXHUYECKUE TPEOOBAHUS.

9. TOCT P 51511-2001: Ilewatu ¢ Bocmpou3BeaeHHEeM I 0CcynapCTBEHHOTO
repba Poccuiickoii deneparuu. @opma, pasMepbl U TEXHUYECKUE TpeOOBaHUS (C
m3M. Ne 1 o1 25.22.2002 1. Ne 505-cT).

10.TOCT P 6.30-2003 VYuudunupoBaHHas CHUCTEMa OpPTaHU3ANMOHHO-
pacnopsiiuTeNnbHOM TokyMeHTauuu. TpeboBaHus K 0pOpMIEHUIO JOKYMEHTOB

11.TOCT P 51141-98 Jlenonpou3BOJICTBO U apXUBHOE Je0. TepMHUHBI U
OTpeeIeHHUS.

12.0K-011-93. OO6mepoccuiickuii  kjaccupukaTop  ynpaBiIEeHUYECKOM
nokymenrtaruu (OKVY II). — M.: 'occrannapt Poccun, 1995.

13.KBanupuKaMOHHBI ~ CHOPaBOYHHUK  JOJDKHOCTEM  PYKOBOJUTENEH,
CHELUAIKNCTOB U ApYrux ciyxamux. — M.: Muntpyn P®, 1998.

14.T'ocynapcTBeHHas cucreMa JOKYMEHTAILIMOHHOTO oOecrieueHus
6



ynpaBineHusi. OcHOBHble mnonoxeHus. OOmme TpeOoBaHUS K JOKYMEHTaM U
ciyk0aM TokyMeHTarmoHHoro ooecreuenus. — M.: BHUMJIAL, 1991.

15.1lepedyeHb THUIMOBBIX YIPABICHYECKUX JOKYMEHTOB, OOpa3yIOIIUXCS B
JIEATEIIBHOCTH OPTaHM3aliil C yKa3aHHEM CPOKOB XpaHeHusi. — M., Pocapxus,
BHUNJIA/, 2000

16.[IpumepHOE TOJIOKEHHE O TIOCTOSHHO JICUCTBYIOMIEH AKCIEPTHOM
KOMHCCUM oprann3auuu. Y tBepxkaeHo [Ipukazom Pocapxua ot 19.01.1995 Ne2.

17.ITpumepnoe nonoxxenue o LleHTpanbHO#l 3kcnepTHON Komuccuu (ILIDK)
MHHUCTEPCTBA, BeaoMmcTBa Poccuiickor @enepanuu. YTBEPXKACHO MNPUKAZOM
PocapxuBa ot 17.03.1998 No 19.



4 KOHTPOJIb Y OIIEHKA PE3YJIBTATOB OCBOEHUSI YYEEHOM

JUCLMITJIMHBI

KonTposnb # oOlLiEHKa pPE3yabTaTOB OCBOCHUS Y4YEOHOU AUCHUILIMHBI
OCYLIECTBISIETCA MPENOJaBaTeieM B IMPOLECCE MNPOBEACHUS MPAKTUYECKUX
3aHSITUNA, TECTUPOBAHMS, A TAKKE BBHITOJHEHUS O0yUYarOIIUMUCS UHIUBUYAIbHBIX

3aJJaHu M, IIPOEKTOB, UCCIICIOBAHUM.

Pe3ysabTarsl 00yyeHus TexHosoruu CpencrBa
¢popmupoBanus U TEeXHOJIOTHH
KOMIIEeTeHIM i OLICHKH
3Haer: [IpakTrueckue KoHTtposbHbIi
MOHSITHE, LeH, 3aa4u u MNPUHLIUIBI | 3aHATHUS orpoc
JIeJIONPOU3BO/ICTBA; CamocTosTenbHas
paboTta TectupoBanue,
OCHOBHBIC IIOHATUA JOKYMCHTAlIUOHHOTI'O KOHTpOJII)HI)If/'I
oOecrieueHus yrpaBIeHUS; orpoc

CUCTEMBI JIOKYMEHTAIUOHHOTO o0ecrieueHus
yIpaBJICHUS;
KJIacCU(UKALUIO IOKYyMEHTOB;

TpeOOBaHUS K COCTAaBICHUIO U  O(POPMIICHHIO
JIOKYMEHTOB;

OpPraHM3alMI0  JOKYMEHTOOOOpOTa:  TIpHEM,
00paboTKy, pErucTpaiuio, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYPY JIe

ymMmeerT:

opopMIATH JOKYMEHTAllMI0O B C HOPMAaTHBHOM
06a30if, B T.4. C COOTBETCTBUM HCIOJIb30BAHUEM
UH(POPMALIMOHHBIX TEXHOIOTUH

OCBaMBaTh TEXHOJIOTHH aBTOMATU3UPOBAHHOMN
00pabOTKH JOKYMEHTAIIUH;

UCMOJb30BaTh  YHU(PHUIMPOBAHHBIE  (OPMBI
JIOKYMEHTOB;

OCYIICCTBIIATH XPAHCHUC U IMTOMCK JOKYMCHTOB;

HCIIOJIB30BaTh TCJIICKOMMYHHUKAIIUOHHBIC
TCXHOJIOTHUH B 3JICKTPOHHOM I[OKYMCHT0060pOTC;




Jluer akryaauszauuu padoyeil nporpaMMbl JMCUMIIMHBI

Kadenpa- [Ipennoxenus IMonamuce
Haunmenosanue pa3paboTauk 00 U3MEHEHNH 3aBEAYIOIIETO
IIUCUUAIUINHBL PII, PIII Kadeapoi/IpoTOKOI
3acenanus Kapeapsl
1 2 3 4




HHPUJIOKEHHUE A

MuHHMCTEepPCTBO HAYKH M BbICIIEro oopazoBanus Poccuiickoii @enepauun
PyOuoBckuil uHAyCTpUAJbHBIA HHCTUTYT (puinuan) PI'bBOY BO
«AJTaliCKU TOCYIaPCTBEHHBIA TEXHUYECKUA YHUBEPCUTET
uMm. U.U. IloszynoBa»

®OH/
OLIEHOYHBLIX CPEJCTB
MO YYEBHOW JUCHUATUIMHE

OI111.04 Jlokymenmauuonnoe obecneyenue VupasieHusl

cneyuanvrocmu 38.02.01 Dxonomurka u Oyxearmepckuu yuem (no ompaciim)
(X0 ¥ HAMMEHOBAaHHUE HANPABICHUS TIOATOTOBKH)

PyouoBck
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Pazpaborunk ®OM no nucnuminae: JJoKyMeHTaIlHOHHOE 00ecIieYeHne YIpaBIeHUs
Copoxun A.B., K.3.H., IOIIEHT Kadeapbl K IKOHOMUKA U YIPABICHUE)

DUO, yuénoe 36anue, yuenas cmenetv HaumeHogaHue Kageopul
-
iL =
11.06.2020 a. -
dama Nnoonuce
Okcnepr
Yyrysosa 1.B., crapmmii npenogasarenb Kabeapbl « JKOHOMHUKA ¥ YIPABICHUEY
DUO, yuénoe 36anue, yuenas cmenetv HaumeHosanue kageopvl
A
12.06.2020 2
oama noonuce
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ITACIIOPT
P®OHIA OHEHOYHbBIX CPEACTB 1O JUCHUIIIMHE

OI11].04 «loxymenmayuonnoe obecneuenue YynpasieHusy

HAaMMCHOBAHUEC JUCHUIIIIMHBI

Konx
KOHTPOJI
KonTposmpyembie TeMbI " 61\[/)[0171 Cnoco0 Onenounoe
(pa3neJibl) TMCHUIIIHHBI KEZ’IHCTC OLleHUBaAHUA CpeacTBO
HIIUH

Paznen 1 [Tepeuenn

Jexmusa 1. Conepkanue u 5 KOHTPOJIbHBIX
OCHOBHBIC 3a[a4d COBPEMEHHOIO KonTposbHeIi ompoc BOIIPOCOB
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrpaBIeHUS

- BrinmonHenne 3agaHuii o

Jlekumst 2,3. HopmaruHO o nfaM KOMIUICKT 3aiaHmii
MeToauudeckas 6aza JJOY y4 110 TEMAM.

Jexknus  4,5. OcHOBHBIE
TpeOOBaHUS K COCTaBJICHUIO U
0hOpPMIICHUIO TOKYMEHTA Komriekt 3amanuii

JIs1
3auer a1
MPOMEKYTOUHOTO
KOHTPOJISI 3HAHUH

Paznen 2

Jlexnusa 6,7. OK-3
Oprauu3anyoHHO -| OK®6 Ilepedens
pacropsuTenbHas 5 KOHTPOJBHBIX
JIOKYMeHTAIIs! KonTponbHblit oripoc BOITPOCOB

Jlekuuss  8,9. CmpaBouHO-
nH(pOpMaIMOHHAs JOKYMEHTAIUS

Jlekuust  10.  loroBopHO-
HpaB%BaH P 11,12 Bemmommenue - saaruk KomMmmuiekT 3amanuii

CKnA i 0 U3yYCHHBIM TEMaM

[Iperen3noHHO - HACKOBas 110 TEMaM.
JIOKyMEHTaIus

Jlexuusl3,14. Opranuzanus -
JOKyMEHT00G0pOTa Kommnekr 3amanuit

JIs1
Jlexuust 15,16. 3auer A

®opMupoOBaHUE U XPAaHEHUE A€

MIPOMEXYTOUHOTO
KOHTPOJIS 3HAaHUH
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1. IlepeyeHbr KOMIETEHIMII C yKa3aHHeM J3TanoB HX (GopMHpPOBaHMA B IpoLecce
0CBOeHHsI 00pa30BaTeJIbHOI MPOrpaMMbl

Cnoco0
Kon 9tan OlICHUBAaHUA B
. OneHouHoe
KOHTPOJIMpPYeMOii ¢popmupoBanus xojae CDEICTEO
KOMIIETCHIINHU KOMIIETCHIIUHN HpOMC)KyTO'—IHOﬁ p
aTreCralumn
OK-3. I[InanupoBath u Kommiekr
pcanmm30BLIBATH CBOE Havanpuerit 3ayer KOHTPOJHUPYIOHIUX
npodeccruoHaIbHOE u MaTepuanloB AJId
JMYHOCTHOE Pa3BUTHUE 3quera
OK-6. IIposBisaTh Tpa’kgaHCKO-
MaTPUOTHUECKYIO MTO3HIIMIO, Kommiexr
JIEMOHCTPHPOBATh  OCO3HAHHOE Havanbupeii 3auer KOHTPOJIMPYIOIIUX
IIOBEJICHUE Ha OCHOBE MaTepuaaoB O
TPaIUIMOHHBIX 3a4eTa
00IIIeYEIOBEYSCKUX IIEHHOCTEMH

2. Onucanne mokasarejieil 1 KpUTepHeB OLCHMBAHUS KOMIETEHI M HA Pa3IMYHbIX
Tanax ux (popMHPOBaHUS, ONIMCAHUE KA OLleHMBAHMSA

2.1 Kpurepum oueHuBaHusi c(POPMHPOBAHHOCTH KOMIIETEHUWH NPHU BBHINOJHEHUHU
TEeKYIero KOHTPOJisi H KOHTPOJIbHBIX padoT:

OneHkH 3a OTBETHl Ha KOHTPOJIbHBIE BOIPOCHI, BBIOJHEHUH 3aJaHUN ONpEAesstoTcs ¢
Y4€TOM KOJIMYECTBA IIPABWIIbHBIX OTBETOB

OLEHKY «OTIMYHO» 3aciyXHBAaeT CTYAEHT, KOTOPBI BEpHO HMPUMEHSET TEPMHUHOJIOIHIO,
BEPHO JIEJIAeT BHIBOBI.

OneHky «XOpomio» 3acily’>KMBAaeT CTYIEHT, BEPHO NPUMEHSAEMBIH TEPMHHOJIOTHIO, BEPHO
JIeJIaeT BBIBOJIbI, HO MOTYT OBbITh JIOMYIIEHBI HEKOTOPbIE HETOYHOCTH.

OueHky  yIOBJIETBOPUTEIBHO  3aCIYKMBAeT  CTYAEHT, BEPHO  INPUMEHSAEMBIN
TEPMHHOJIOTHIO, BEPHO JENAET BBIBOJbI, HO MOT'YT OBITh JOIYIIEHb HEKOTOPbIE HETOYHOCTH, HO
HE COIIPOBOXKIAIOTCS MOSICHEHUSAMM.

OneHka «HEIOBIETBOPUTEIBHO» BBICTABISETCS B CIIydae, €CIM CTYAEHT HEBEPHO
IIPUMEHSIET TEPMUHOJIOTHIO, HEBEPHO JIEIAET BBIBOJIBI.

2.3. Kpurepuu onennBanusi ¢c(pOpMHPOBAHHOCTH KOMIIETCHIIMI HA 3a4eTe
IIpn onenuBanuM CGHOPMUPOBAHHOCTH KOMIETEHUMH mo aucuuiuinae «JIO0Y»
WCIIOJIb3YETCS TPAAMIIMOHHAs 1IKaJa.

Kpurepuii Ouenka no 3auer
TPAAULMOHHOM
KaJe
CryneHT TBEpAO 3HAET MPOrpaMMHBI  MaTepual, Omauuno 3aumeno
CUCTEMHO U TpPaMOTHO H3JIaraeT €ro, JAeMOHCTPHUPYET
HE0O0XOMMBIN YPOBEHb KOMIETEHLUH, YETKHE, C)KAThIe OTBETHI
Ha  JIOTIOJIHUTEIbHBIE  BONPOCBHL,  CBOOOJHO  BIAJEET
MTOHATUMHBIM aNIapaToM.
CryneHT mposiBUI TOJHOE 3HaHHE MPOrpaMMHOTO Xopouwo
Marepuanga,  JEMOHCTPUPYET chopMHpOBaHHBIE  Ha
JIOCTaTOYHOM YPOBHE YMEHMsSI M HaBBIKM, YyKa3aHHbIE B
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mnmporpaMme KOMIICTCHIOWH, OOIMYCKAacT HCTIPUHIHUIINAJIBHBIC
HCTOYHOCTH IPH U3JIOKCHUU OTBCTA HA BOIIPOCHI.

CryneHT oOHapyXKuBaeT  3HAHMS TOJBKO OCHOBHOTO | Yoosremeopum
MaTepuaiga, HO HE YCBOWJ J€TalM, JOINYyCKaeT OLIMOKH, e/1bHO
JEMOHCTPUPYET HE 710 KOHIa c(hOPMUPOBAHHBIE KOMIIETECHIIUH,
YMEHUSI CHCTEMATU3UPOBATh MaTepUall U JCJIaTh BHIBOJIBI.
CtTyneHT He YCBOWJI OCHOBHOE COJiep)KaHUe MaTepuaia, He | Heyodoeremesopu Heszaumeno
ymeeT CUCTEMAaTU3UPOBATH nH(pOpMaIHIO, JIeNaTh MenbHO

HEOOXOAMMBIE BBIBOJBI, YETKO W TIPaMOTHO OTBEYaTh Ha
3aJlaHHBlE  BONPOCHL, JEMOHCTPUPYET HU3KUIL  YpPOBEHb
OBJIa/IEHUS] HEOOXOIMMBIMH KOMIETEHIUSIMH.

3.TunoBble KOHTPOJIbHbIE 32JaHUS WJIM HHbIE MATEPHAJIbI, HE00X0IUMbIe VI OLleHKH
3HAHM, YMEHUil, HABBIKOB M (MJIH) ONBITA [EeATEJbHOCTH, XapPAKTEPU3YIOIIUX 3TANbI
(popMupoBaHus KOMIIeTeHIM B MIpolecce 0CBOCHUS 00pa30BaTEeILHON MPOrPaMMBbl

3.1. 3aganus Ui IPOMEXYTOYHOM aTTeCTalluu

3.2. 3auer no gucruIuMHEe «Jl0OKyMEHTAIMOHHOE 00ECIICUCHHE YIIPABICHUS) PEaU3yeTCs
B TecToBOU (opme (mpmiiokeHne A «DOHA OLIEHOYHBIX CPEICTB MO TUCIUILIMHE» paboueit

nporpamMmbl «/{0OKyMEHTaIMOHHOE 00ECIICUCHUE YIIPABICHHSI)

bank TecTOBBIX 3agaHuUM H IIPUHIUIIBI Q)OpMHpOBaHI/IH HHAUBUAYAJIBHBIX TECTOB B

H€06XOIII/IMOM KOJMYCCTBEC NPUBCACH HUKC.
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BAHK TECTOBBIX 3AIAHUM

Yueonas nucuummmaa  OINL.04 «/lokyMeHTalmoOHHOE 00ecniedeHHe YIIPaBJIeHUsD)

HanpasJienue 38.02.01. « DxoHoMHKa U Oyxraiarepckuit yyer (IO

OTPACTISIM)»
YpoBeHb NOATOTOBKH

Kadgenpa «OKOHOMUKA U yIIPaBICHUEN

PyOmoBckuit  mHAaycTpuanbHbli  MHCTHTYT, G(mman @OI'BOY  BO
roCyJapCTBEHHbIN TeXHUYeCKU yHuBepcureT uM .M. ITonsyHoBay»

OBIIME CBEJEHHSI O BAHKE TECTOBBIX 3ATAHMIA

OO111ee 4ncI0 TECTOBBIX 3a/laHui 90
B TOM 4ncne no ypoBHsAM CII0KHOCTH:
IIPOCTBIE
CpEIHEro YPOBHS 90
CJI0’KHBIE
@opMBI IPEICTABIICHNS] TECTOBBIX 3aJaHUM:
OTKpHbITas popma 90
3aKkpeITas popma
YCTaHOBJIEHHE TOCIIEJ0BATEILHOCTU -

YCTAaHOBJICHHUEC COOTBCTCTBHUA -

npyrue Gopmbl -

«Anranickuit

[TpubnnxeHHOe 3HAu€HHE IPOLIEHTa NPABUIIBHBIX OTBETOB MpHU
yrajaplBaHuM (B cpeHeM 1o BceM T3, uckitodast OTKPBITYIO popmy)

CTpykKTypa TecToBOii Ha3bl

Pasnen brnoxu IUIAKTHYECKUX KOJIMY
EJIMHHIL ectBo T3
Paznen 1 BJIE 1
Tema 1. Jlexmms 1.
Conepxanue Hu OCHOBHEIE
3aJa4n COBPEMEHHOTO 3HATh 9
JTOKYMEHTAIMOHHOTO
o0ecrieueHus ynpaBIeHusl.
Tema 2. Jlexkmus 2,3.
HopmaTtuBHO-MeTOmMUEeCKast 3HATh 10
6aza JIOV.
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Tema 3. Jlexuus 4,5.
OcHoBHBIE  TpeOoBaHUA K
COCTaBJICHUIO U O(OPMIICHUIO
JOKYMECHTA.

3HaTb

26

Pasnen 2

BJE 1

Pasznen 2

Tema 4. Jlexmusa 6,7.
Opranu3zanroHHO -
pacropsiiuTeNbHAs
JIOKYMEHTAIHSI.

3HaTb

Jleknusa 8,9. CnpaBouyHO-
nH(pOpMAaIMOHHAS
JIOKYMEHTAIHSI.

3HAaTb

Jlexuus 10. [loroBopHo-
IIPaBOBasi IOKYMEHTAIIHS.

3HaTh

Jlexims 11,12.
[IpeTen3nonHO - HCKOBAas
JIOKYMEHTAITHSI.

3HaTh

Jlexumsl3,14.
Opranuzanus
JIOKYMEHTO000pOoTA.

3HAaTb

12

Jlexiust 15.16.
dopmMupoBaHUE U XpaHEHUE el
(1 gac).

3HaTh
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KommnuiekT 3aganuii 1J1s1 NpoBeAeHUs NPOMEKYTOYHOM aTTecTanuu B (popme 3auera

TECTNe 1 (3auer)

MPOMEKYTOYHOT0 KOHTPOJISI 3HAHUI 10 AU CHUTLTHHAM
OI11].04. lokymenmayuonroe obecnevyenue ynpaeieHus.
(KOO U HAUMeHOBaHUe OUCYUNTIUH)

38.02.01 Dxonomuxa u byxeanmepckuil yuem (no ompacisim)
(KOO U HauMeHOB8aHue CneyuUaIbHOCML)

DaKynbTeT MEeXHUYecKull

Kadenpa «DKOHOMUKA U YNpasieHue)

1. ToxymeHT — 370!

A) 3adukcupoBaHHass Ha MaTepHAILHOM HOCHTeNne HH(OpMalnus ¢ PEKBU3UTAMH,
MIO3BOJISIOIIMMU €€ HJICHTU(DUITUPOBATE;

b) Hocutens uHdpopmanuu, UCHOIB3yeMOHW B LESIX PEryIHpPOBaHUS COIHAIBHBIX
OTHOIICHU;

B) Undopmanusi, 3adukcupoBaHHas JIFOOBIM CITOCOOOM Ha JIFOOOM HOCHUTEIIE.

2. TlopnMHHMK JOKYMEHTA — 3TO:
A) IlepBblil UM €IMHCTBEHHBIN SK3EMILIAP TOKYMEHTA;
b) Dk3eMIuIsip 10KyMeHTa, C KOTOPOro CHATA KOIHUSL.

3. IOpuanueckas cuia JOKyMEHTa — 3TO:

A) OcoOGeHHOCTH BHEIIHETro 0(hOpMIICHUS TOKYMEHTA,

b) CBuzaerenbcTBO HANUYKS B JOKYMEHTE TOJI0KEHUI HOPMAaTUBHOT'O XapaKTepa;
B) Cnioco6HOCTh TOKYMEHTa MOPOKIATh OMPE/IEICHHBIEC TPABOBLIE MOCIEACTBHUSA.

4. VmeeT nu 10pUIUYECKYIO CHITY TOKYMEHT, IOJy4YeHHBIN 10 (PaKCUMMIIbHOM CBSI3U?
A) Na;

b) [a, o cornamieHuto cTOpoH HHPOPMAITMOHHOTO OOMEHA;

B) Her.

5. Kaxoii u3 nepeuncieHHbIX peKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM yJI0CTOBEpEHHs?
A) I'pud yrBepxxaeHus;

b) Ieuarts;

B) OTmeTka o 3aBepeHuu KOMUH;

I') Bu3a cornacoBanus;

J1) [loamnuce.

TECTNe 2 (3auer)

NMPOMEKYTOYHOT0 KOHTPOJISI 3HAHMIA 10 JUCIHUATLIHHAM
OI11].04. lloxymenmayuonnoe obecneyenue ynpasieHus
(KOO U HAUMeHOB8aHUe OUCYUNTUH)

38.02.01 Dxonomuxa u byxeanmepckuil yyem (no ompacisim)
(K00 U HAUMeHO8aHUe CneyuUaIbHOCMU)

dakynbTeT MexHuyecKuu

17



Kadenpa «IKOHOMUKA U YNpasieHue)

1. B kakoiil nmocienoBaTeabHOCTU AOKHBI OBITh PACIIONOXKEHBl HAMMEHOBAHUS B OJIaHKE
nuchbMa (puimana opraHnuzanum?

A) OTKpBITOE aKITMOHEPHOE 00IIECTBO;

B) (OAO «Cubnedtb»);

B) ®unman B ropoae Xantel-MaHCHIICKE;

I') Hedrsnas xomnaaust «CHOHEPTH.

2. Kakue peKkBU3UTHI BKIIOYAIOTCS B OJIaHK MTUChMa?
A) Mecto cocTaBieHHs WU U3AAHUS IOKYMEHTA;

b) 3aronoBok k TeKCTy;

B) HaumenoBanue opranu3anuu;

I') ToBapHbIii 3HaK (3HAK OOCIYKUBAHUS);

/1) HaumenoBanue Bu1a JOKYMEHTA,

E) Anpecar;

K) CnipaBouHble 1TaHHBIE 00 OpraHU3aLUH.

3. Ha kakom 3K3eMIuIsipe AeJI0BOT0 NUChMa, OJATOTOBICHHOM JUIsl OTIIPABKH ajipecary Io
IMO4YTEC, IMMPOCTABJIAIOTCSA BU3EI?

A) Ha noanuHHMKe, OTIIPABISIEMOM aJipecarty;

b) Ha xonuu, nomenaemMoii B J1eJ10 OpraHu3aliuu.

4. Kakoii peKBU3UT OPOPMIIEH HENIPABUIILHO?
A) HaumeHoBaHME OpraHu3aluU-aBTOPA,;

b) CnpaBounbie nanHble 00 OpraHu3aIuu;

B) Jlata nokymeHTa;

I') PeructpaiinoHHbIil HOMEpP JOKYMEHTA;

J1) 3aroioBoK K TEKCTY;

5. Uto nomkeH cnenars pabOTHUK OpPraHM3allMy, BU3HUPYIOIIMNA JOKYMEHT, €ClId OH He
COIJIACEH C €ro cojJiepKaHueM?

1. OTka3arbcs OT BU3UPOBAaHUS JOKYMEHTA;

2. 3aBU3MpPOBATH JOKYMEHT, BbIPa3UB CBOE MHEHUE.
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TECTNe 3 (3auer)

NMPOMEeKYTOUYHOT0 KOHTPOJISI 3HAHUIA 10 U CHUTIIHHAM
OI11].04. lokymenmayuonroe obecnevyenue ynpaeieHus.
(KOO U HauUMeHOBaHUe OUCYUNTUH)

38.02.01 Dxonomuxa u byxeanmepckuil yuem (no ompacisim)
(K00 U HauUMeHOB8aHue CneyuUaIbHOCMU)

®DaKynbTeT MEeXHUYecKull

Kadenpa «IKOHOMUKA U YNpasieHue)

1. Kakoii BapuaHT 3arojoBKa K MUCbMY BBl CUUTAETE MPABUIbHBIM?
A) O goroBope MOCTaBKH;

b) O neBbmonnennn qoroopa moctaBku oT 12.08.2005 Ne 45/67;
B) O HeBbINoONHEHUH AOrOBOpA.

2. Kak JOJI2KHa OBITH O(I)OpMJICHa noAmnucChb, ¢€CJIn 3aMCECTUTCIIb PYKOBOAUTECIIA
opranmu3anvii MMCECT MpPaBO MOANHMCHIBATL AOKYMCHTBI BMECTO PYKOBOAUWTCIIA B Cliydac C€ro
BpPpECMCHHOI'O OTCYTCTBI/IH?

A) I'eHepanbHbIil JUPEKTOP IToanuce JL.U. Canukos;
b) 3am. reHepalibHOTO AUPEKTOPA [Monnuce O.I1. Pemu3os;
B) U.o. renepanbHOro aAupexkropa IToanuce O.I1. Pemu3os.

3. HyXHO 11 3aBepsTh MeYaThi0 OPraHU3alUH IPUKA3EI PYKOBOIUTEIS?

A) a.
b) Her.

4. Kakoe nucpMo 3aBepsercs ne4aTbio?
A) Tl'apanTHiiHO€ MUCHMO;

b) Kommepueckoe npeanoxxeHue;

B) ITucemo-nipockoa.

5. Kakoii BapuaHT 0pOpMIIEHUS OTMETKH O HAIMYHUU TMPUIOKEHUS B CONPOBOIUTETLHOM
MUCbME SIBJISIETCSI TPABUIbHBIM?

A) Ilpunosxxenue: ynomsiHyroe Ha 3 1. B 1 9K3.;

b) Ilpunoxenue: no Tekcry Ha 3 1. B 1 3K3.;

B) IIpunoxxenue: Ha 3 1. B 1 5K3.

TECTNe 4 (3auer)

MPOMEKYTOYHOT0 KOHTPOJISI 3HAHMI MO THCHUTIHHAM
OI11].04. [lokymenmayuonroe obecneuyenue ynpaeieHus.
(KOO u HauMeHOBaHUe OUCYUNTUH)

38.02.01 Dxonomuxa u byxeanmepckuil yuem (no ompacisim)
(K00 U HaUMeHOB8aHue CneyuaIbHOCmU)

PakynbTeT MexHu4ecKull

Kadenpa «IDKOHOMUKA U YNPABIEeHUE)
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1. I[OJDKCH JIX UCIIOJITHUTCIIb, HOIIFOTOBI/IBH_II/Iﬁ TCKCT IMKUCbMA, BUSUPOBATH I[OKYMGHT?

A) Ha;
b) Her.

2. JIokyMeHTOO0OpOT — 3TO:

A) Ilepenada TOKyMEHTa U3 OJHON WHCTAHIIUY B JJPYTYIO B MIPOIECCE €r0 PACCMOTPEHHS,

b) /IBmxeHue NJOKYMEHTOB B OpraHU3allMd ¢ MOMEHTAa WX CO3JIaHUs WU MOJy4eHUs 0
3aBEpILCHUS UCTIOTHEHUS W OTIPABKH.

I') JIBmkeHue KOMILIEKCa TOKYMEHTOB B TIPOIECCE BBIPAOOTKH, IPUHSITHS U MCIIOTHCHHUS
peLICHUH.

3. SIBnsercs UM 3a/laya COBEPIICHCTBOBAHUSA (OPM U METOAOB PalOTHI C TOKYMEHTaMU
3amaueit cinyxowt JJOY?

A) [a;

b) Her.

4. Kako¥ JOKyMEHT OTHOCHUTCSI K HEPETrUCTPUPYEMBbIM?
A) IMucbmo-3amnpoc;

b) XKanoba rpaxnanuna;

B) ConpoBoautenbHOE TUCHMO;

I') PexnamHoe nuceMo.

5. Homxen mu pabotHuK ciyxO0b1 [JOY, ocylmecTBIsitonuii KOHTPOJIb 32 UCIIOJHEHHEM
JOKYMEHTOB, HATIOMUHATh MCIIOJHUTEIISIM O IPUOJIMKEHUU CPOKOB MCIIOJTHEHHUS HAXOISIIUXCS
Yy HUX JOKYMEHTOB?

A) [a;
b) Her.
TECTNe 5 (3auer)
NMPOMEKYTOYHOT0 KOHTPOJIsSI 3HAHMIA M0 JUCIHUATLITHHAM
OI11].04. lokymenmayuonnoe obecneyerue ynpasieHus
(KOO U HAUMeHOB8aHUe OUCYUNTUH)
38.02.01 Dxonomuxa u byxearmepckuii yuem (no ompacisam)
(K00 U HAUMeHOB8aHue CneyuaIbHOCmU)

dakynbTeT mexHu4ecKuu
Kadenpa «DKOHOMUKA U YNpagieHue)

1. KTo MOXeT nepeHecTu CpoK MCIOTHEHUS MOPYUYEHUs, TOJIyYEeHHOTO U3 BBIIIECTOSIIEH
OpraHu3anuu?

A) PykoBoauTens opranu3aliiu, HCIOJHSIONIEH TOpyYeHUE;

b) PykoBonuTenp BhIIECTOSIIEH OpraHu3aluy;

B) Cnyx6a JIOY opranuzaiuu, UCTIOJHSIONICH MMOpyUYeHHUe.

2. Kaxo#i u3 K1acCu(pUKaTOpOB MOXKET HCITOIL30BATHCS NP PETHCTPALMHU TTOCTYMAOIIAX
JIOKYMEHTOB?
A) KnaccuduxaTop 10KHOCTHBIX JIMII,
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b) Knnaccudukatop BUIOB MPOAYKIIH;
B) KnaccudukaTtop eauHuI aIMUHUCTPATUBHO-TEPPUTOPUATIBHOTO JEIICHHUS.

3. Kakoil moKyMeHT cocTaBisieTcsl MPU HEOOXOIUMOCTH 3a(hpUKCHUPOBATH CIIOKUBIIYIOCS
CUTYalHIO WK OOHApy>KEHHBIE (PaKTHI?

A) Ilporoko;

b) Cnpaska,;

B) AxkT.

4. Kakoil TOKyMeHT TpeOyeT yTBepKICHHUS PyKOBOIUTEIEM OpraHn3aIin?
A) Ionoxxenue o OyxraiaTepuu;

b) CrpaBka 0 3a0JKEHHOCTH MIPEATIPUATHS;

B) IIucemo-3amnpoc o npeaocTaBieHIH HH(POPMAIINH;

I') [IpoTokon 3acemaHus COBETa JUPEKTOPOB.

5. Kakum 00pazom B opraHu3alvy pacupenestoTcss 0053aHHOCTH MEX/1y PYKOBOJICTBOM,
B TOM YHCJIE IIPABO MOJAINUCKHIBATH JOKYMEHTHI?

A) YcTaHaBIMBaOTCS B COOTBETCTBUU C YCTHBIMU PACHOPSKEHUSIMU PYKOBOIUTEIIS;

b) YcranaBnuBaroTcs NpHKa3oM pyKOBOJIUTES;

B) VYcranaBnuBaroTcs B MHCTPYKLMU IO AETIONPOU3BOJICTBY.
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Pyb6uoBckuii nHaycrpuaabHbiil HHCTUTYT (puiman) PT'BOY BO «Aaraiickuid
rocynapcreennblii yauepcurtet um. U.HU. IloasyHosay

Kadenpa «xoHoMIKa U yIIpaBlIeHUE)»

TECTbI KOHTPOJISI OCTATOYHBIX 3HAHUMN
Pa3zpea 1.

1. 'apanTHiiHOE MUCHMO — 3TO:

A) JIOKyMeHT, COOOIamui O MNPUOIMKEHWH, YCKOPEHHH, WCTCUECHUH CpOKa
UCIIOJTHEHUS KaKOro-110o IeicTBUsS

B) nokymeHT, copepxaliuii IpurialieHue Ha MEpPOIPUSITHE

C) D0KyMEeHT, B KOTOPOM TapaHTHPYeTCs OIJIATA BbINOJHEHHOW PadoThI WM
NnpeaocTaBjieHne 4ero-auoo (padorpl, MOMeleHus 1 T.1.)

D) noxymeHT, moATBEPKIAIOIIUH MOTYYSHHE IEHHOCTE!

2. JlajiTe onpenejieHue JOKYMeHTA:

A) MarepuayibHBIH 00beKT ¢ uHHpopManmeid, 3a(PUKCHUPOBAHHOH CO3JXAHHBIM
YyeJIOBEKOM crocodom, UIf e€ nepegadyu BO BpeMeHH U POCTPAHCTBeE

B) coBokymmHOCTb pEKBU3UTOB OUIIHAIBHOTO THChMa

C) crangapTHOE pacnoioKeHUE MaTepuasa

D) Tekcr

3. Jaiite onpenesienue ¢gopmyJisipa-odpasua:

A) COBOKYMHOCTbH PEKBU3UTOB JIETIOBOI'O MUChMA

B) cCOBOKynmHOCTHL PpacHOJIOKEHHBIX B ONpeAeJeHHOH IOC/Ie0BATEJbHOCTH
PEKBHU3HUTOB, NPUCYILIUX BCEM JIOKYMEHTAM ONpeAeIeHHOH CHCTeMbl IOKYMEHTANMHU

C) COBOKYIIHOCTb PEKBU3HUTOB IIPHUKa3a

D) coBOKYMHOCTh PEKBU3UTOB aKTa

4. lata noKymeHTa opopMIIsieTcsl cIeAyI0IUM 00pa3om:

A) 1 depans 1997

B) 1 ¢eBpans 97 r.

C) 01.02.97 r.

D) 01.02.97

S. laTra 10KyMeHTa — 3TO:

A) nara ero moJNuCaHusl, MPUHATUS

B) nara ero cocraBnenus

C) nara ero noanucaHusi, IPUHATHS, YTBePKIEHHUSs, COCTABJIEHNS, 1aTa COOBITHS

D) nara coObiTHst

6. KakuMm CBOHCTBOM MOKHO OXapaKTepU30BATh HAJM4YUe Yy [OKYMEHTa
HEOThEeMJIEMbIX CJIaraeMbIX, 0€3 KOTOPbIX OH CYLIIECTBOBATH HE MOMKET:

A) BeIIeCTBEHHOCTb;

B) arpu0yTHBHOCTB;

C) CTpyKTYpHOCTB;

D) BepHOro BapraHTa OTBETa HET.

7. lejioBble MUCbMA 00BIYHO 3AKAHYUBAKOT QpazaMu:

A) B cootBeTcTBHH ¢ Baieit mpocs00ii ...

B) ¢ yBa:xxenuem ...

C) Hamu paccMoTpeHbl Baiu npeayioxeHus . ..

D) BcBszu ...

8. lesionpon3BoaCTBO — 3TO:

A) npaBuiIbHOE 0POPMIIEHHE JOKYMEHTOB.
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B) opranuzanus JoKyMeHTOO00pOTa B YUPEKACHUH.

C) COBOKYHMHOCTh JOKYMEHTOB, OTPAXAIOIIHUX YIPABIEHYECKYIO JIEATEIbHOCTh
YUPEXKICHUS.

D) coBokynmHOCTH padoT MO JOKYMEHTHPOBAHHMIO J€ATEJIbLHOCTH YNPABJIEHUS] U 110
OpPraHu3anyu J0KYMEHTOB B y4Ype/KIeHHH.

9. leATeIbHOCTH  anmapara  yNpaBJeHUsl, OXBAaThIBAKOIIasi  BOIPOCHI
JOKYMEHTHPOBAHUS U OPraHU3aluM padoThI ¢ JOKYMEHTAMH — 3TO:

A) 1OKYMeHTAIlHOHHOE o0ecreyeHue ynpaBIeHUus

B) crannapruzanus

C) Ercqa

D) cucrema nokymeHTanuu

10. lokyMeHT, 3aKpenJsiioNuil J0JKHOCTHON M YUCJIEeHHbIH COCTAB NPeANPUATHS C
ykaszaHueM (poHaa 3apadoTHOM IJIATBI — 3TO:

A) N0JKHOCTHAS HHCTPYKLIUS

B) ycras

C) monoxenue

D) mraTtHoe pacniucanue

11. JlokymeHT, pUKCHPYHOLIHI X0 00CYKIeHNS BONPOCOB U IPUHATHS PeLICHUI HA
co0paHuX, 3aceJaHHUAX, COBCIIAHUAX U T.IL.:

A) 0OBsCHHUTENIbHAS 3aITUCKa

B) noknagnas 3anucka

C) akr

D) nporoko.

12. Kakasi pyHKUHMSI OTHOCHTCH K 00IIMM (DYHKIUSIM IOKYMEHTA:

A) o0IIeKyIbTYpHAS;

B) undopmaunonnas;

C) npaBoBasi;

D) ynopsounBarormasi.

13. Kak 10/I2KHO IPOMCXOMTH /leJIeHHe IOKYMEHTOB:

A) Ha poJibl, TOJBU/IBI, OPO/IbI, PA3HOBUIHOCTH;

B) Ha poabl, BUbI, NOABH/bI, PA3HOBH/IHOCTH;

C) Ha BUBI, IOABHU/IBI, PA3HOBUAHOCTH, POJIBI;

D) na noaBubl, OAPOIbI, pA3HOBUAHOCTH.

14. lokymMeHTallHOHHOE O0ecnedeHne yIPaBJIeHUsA — JITO:

A) nporiecc yCTaHOBJIEHHS U IPUMEHEHMSI IPABUIT C LENbIO YIOPSI0UEHUS AE€ITEIbHOCTU
B JICJIONPOU3BOJICTBE.

B) gedATenbHOCTH  anmapara  ynpaBjeHHMs, OXBATbIBalIIasi  BONPOCHI
JOKYMEHTHPOBAHHUS U OPTraHU3alH PadOTHI ¢ JOKYMEHTAMH.

C) COBOKYITHOCTH IOKYMEHTOB, TPUMEHSIEMBIX B ONIPECIICHHON chepe AesITEeNHHOCTH.

D) COBOKYHNHOCTh PEKBHU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBHH C (HOPMYISIPOM
JIOKYMEHTA.

15. EI'CJ — aT1o0:

A) COBOKYINHOCTb PEKBHU3UTOB, YCTAHOBJIIEHHBIX B COOTBETCTBHUH C (HOpMYIsIpoM
JIOKYMEHTA.

B) koMILIeKC OCHOBHBIX MOJIOKEHHMH, ONpPeAeJSIOMUX M PerjJaMeHTHPYLIMNX
OPraHu3anyio JOKYMEHTAIHOHHBIX IPOLECCOB HA NPeNPUSTHH.

C) COBOKYIHOCTbH JJOKYMEHTOB, IPUMEHSIEMBIX B OIpe/IeTICHHON cdepe NesITeNbHOCTH.

D) nestenbHOCTH anmapara ynpaBieHUs, 0XBaThIBatoOIasi BOMPOCH! JOKYMEHTUPOBAHUS 1
OpraHu3auy paboThl ¢ JOKYMEHTAMH.

16. JlokymeHT, cogepskamuii mHGOPMANMIO, HEe NMPEAHA3HAYCHHYIO VISl IIMPOKOI0
pacnpocTpaHeHus :
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A) HEOmyOIMKOBAHHBIH;

B) Taiinbrii;

C) HenyOJMKyeMblii;

D) nenepuoauueckuii.

17. YTo OTHOCHUTCH K NPU3HAKAM JOKYMEHTA:

A) GyHKIMOHATBHOCTH HH(OPMAITUH;

B) ToxxnectBeHHOCTH camoMy cebe;

C) 3aKOHHOCTB;

D) 3aBepuieHHOCTDH COOOIICHUS.

18. Kakoii jiormyeckuii npuem, UCIOJIb3YyeTCsl IPU CO3AHUM TOKYMEHTOB:

A) onpeneJieHue;

B) ycranosnenue;

C) obocHOBaHuE;

D) pa3bsicHenue.

19. Eciin Bam Heo0Xx0auMo J1aTh ONIMCAHHE PeKJIAMHPYeMBbIX yCJIyr, Bbl cocTtaBurte

A) 1OTOBOpHOE MUCHMO

B) pekiiamHoe nucEMO

C) comnpoBOaUTENBEHOE MUCHMO

D) nucbmo-nipuriameHue

20. Eciu Bam Heo0XxoauMo npeabsBUTH MPETEeH3MU NApPTHEPY, Bbl cocraBuTe

A) 10TrOBOpHOE MHUCHMO

B) nadopmanronnoe nucrsmMo

C) conpoBOaUTEIHHOE MTUCHMO

D) nucbMo-npeTeH3nio

21. YkaxKkuTe OTJMYNTEIbHOE CBOICTBO JOKYMEHTA:

A) KOIIUHHOCTB;

B) ropuanueckas cuia;

C) MHO>XECTBEHHOCTb;

D) TouHOCTB.

22. Eciim Bam Heo0X0auMO NMPHUIVIACUTH OPraHU3alMI0 WM J0JKHOCTHOE JIMIO Ha
coBelanune, Bcrpeuy, Bol coctaBurte

A) NHCBMO-TIPUTJIALICHH e

B) conpoBoauTensHOE MHUCHMO

C) nuceMo-noATBEPKICHUE

D) noroBopHoe MUCHMO

23. Ecau Bam Heo0xoqumo co00IIMTH 0 POBEACHUN MeponpusaTHs, Bel coctaBuTe

A) conpoBOAUTETHHOE TUCHMO

B) nuceMo-nonTBepxKAeHNE

C) noroBopHOE MHUCHMO

D) nndgopmannonHoe nucbLMo

24. Ecam Bam Heo0XoaumMo cOCTaBHTH NHUCbMO, MH(MOPMHUpYIOIEe ajgpecaTra o
HAINPaBJICHUH K HeMY NPHCBLIAEMBIX JOKYMEHTOB, BbI coctaBuTe

A) conpoBoOaAMTEIbHOE NMCHMO

B) nucemo-yBenomienue

C) nuchbMO-TIOATBEPKIEHUE

D) noroBopHoe nuceMo

25. Eciiu Bam Heo0X01UMO COCTABUTH NMHCHMO, COMPOBOXKAIOIEE JOTOBOP, TO OHO
OyaeT HOCUTH Ha3BaHMe (110 COAEPKAHNIO)

A) THCEMO-TIOATBEPIKICHUE

B) norosopHoe

C) conpoBoaUTENHHOE
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D) nucemo-yBeomiieHue

26. Ecaiu Bam Heo0X0auMO0 yBeIOMUTH OTIIPABUTEJISA O NMOJYYeHUH TOKYMEHTOB, Bl
coCTaBHTe

A) na(opMaIMOHHOE MUCHMO

B) norosopnoe nucemo

C) cornpoBOUTENBbHOE MUCHMO

D) nucsmo-noaTBepiKIeHHE

27. Ecain pacnopsiiuTe/IbHAsE YaCTh TEKCTA HAYUHAETCS CJI0BAMM “00M13bIBaI0”, TO
3TO

A) mpukas

B) zasBnenue

C) pacnopsizkenue

D) yka3anue

28. Ecau pacnopsiiuTe/ibHAsI YaCTh TEKCTA HAUYMHAETCH CJIOBAMM “Ipeasiaraiw’, To
3TO

A) mpukas

B) pacnopsixenue

C) uHCTpYyKIUS

D) yka3anue

29. Ungexkc 10KyMeHTa — 3TO

A) OpsAAKOBBI HOMEP pEruCcTpaluu

B) unzgexc cTpyKTypHOTO Moapa3ieieHus

C) uudponoe, OykBeHHOe HJIHM KOMOMHHUPOBAHHOe O0O03HAYeHHE [IOKYMEHTA,
yKa3bIBalolliee MeCTO ero COCTaBJIeHHsI U XPaHEHUsI

D) Homep nena o HOMEHKJIAType Je

30. UaTepBag — 310

A) pabouee moine

B) ciyxebnoe mosne

C) monoxenue TadymnsTOpa

D) paccrosinne MesKay OCHOBAHMSIMH CMEKHBIX CTPOK

31. UndopMauMOHHO-CIIPABOYHBII JOKYMEHT, COCTABJIAIOIIMICH IPYNNON JUIl A/
MOATBEPKACHUS YCTAHOBJICHHBIX (PAKTOB — ITO

A) nokiaiHas 3amucKa

B) akT

C) mpoTtokon

D) oObsicHUTENbHAS 3amTUCKa

32. UcnoJiHUTeIbHOE 1eJI0NPOU3BOACTBO — 3TO

A) pabota ¢ TokyMeHTaMu, mpoBoAuBIIasics B COBETCKUX yUpPExKIECHHUIX

B) pabota ¢ jokymMeHTamu, MPOBOJUBIIASICS B KOJUIETHSIX

C) pabora ¢ 10OKyMeHTaMH, IPOBOAMBIIASICA B MUHUCTEPCTBAX

D) pabora ¢ tokymMmeHTaMH, TPOBOAMBINASACA B IPUKA3aX

33. KoJsexckoe 1e10npou3BoACTBO — 3TO

A) paGoTa ¢ JOKyMEeHTaMH, IPOBOAUBIIASICH B KOJJIETHAX

B) paboTta ¢ joxymMeHTamMH, IPOBOIMBIIASACS B TIPUKA3ax

C) pabora ¢ JoKyMeHTaMH, MPOBOAUBINAsACS B COBETCKUX yUPEKICHHUIX

D) pabGota c 1oKkyMeHTaMH, MPOBOAMBILASCS B MUHHCTEPCTBAX

34. Komiuiekc B3aHMOYBSI3AHHBIX [O0KYMEHTOB, PErJaMEHTHPYKOIIMX CTPYKTYPY,
3aia4, (PyHKOMH NpeINpHATHS, OPraHM3alUI0 ero padoTbl; NpaBa, 00A3aHHOCTH H
OTBETCTBEHHOCTh PYKOBOACTBA U CHIENHATUCTOB NPeANPUATHS — 3TO

A) pacniopsiIUTENbHBIE TOKYMEHTHI

B) ycras
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C) cripaBoyHO-MH(DOPMAITIOHHBIE

D) opranusanuoHHbie JOKYMEHTbI

35. HazoBuTe BHIBI IOKJIAHBIX 3aIIMCOK

A) nadopmaImoHHbIe, OTYETHHIE

B) BHyTpeHHuE, BHELIHUE

C) ortuyerHble, BHYTPEHHUE

D) urdopmaimoHHble, OTYETHBIC, BHYTPEHHHUE, BHEIITHUE

36. HazoBuTe MOKYMEHT, He BKJIIOYEHHbI B TPyNIy BXOAAIMX W HMCXOASIIHX

AOKYMEHTOB B IIpUKa3ax

A) mamstu

B) orrucku

C) akT

D) rpamotsl

37. HazoBuTe 1OKYMEHT, He BXOASAIIMIA B IPYIIY PacnoOpPsiAUTEIbHbIX JOKYMEHTOB
A) CTPYKTYpa U ITATHAS YUCIEHHOCTh

B) ykazanue

C) npuka3

D) nocranoBnenue

38. HazoBuTe 10KYMEHT, He BXOAAIIUI B COCTAaB HH(POPMALMOHHO-CIIPABOYHBIX
A) IpOTOKOJI

B) cnpaBka

C) pacnopsizkenue

D) akt

39. HazoBute pa3aeJi, He BXOAAIIMI B TEKCT yCTaBa

A) periaamMeHT AesTeIbHOCTH

B) o0mue nonoxenus

C) opranu3aiioHHOE €MHCTBO

D) noszkHOCTHBIE 00SI3AHHOCTH

40. HazoBuTe peKBU3UT, He BXOAsIIMI B (hopmyJIsAp aKkTa
A) moanuck

B) Tekcr

C) agpecar

D) 3aronoBok

41. HazoBuTe PEKBU3UT, He BXOAAIIMI B (POPMYJISIP pelIeHHs
A) TekcT

B) 3arosioBok

C) cchuIKka HA UHAEKC U ATy BXOASIIIEr0 JOKYMEHTA

D) noanuce

42. HazoBuTe PEKBU3UT, He BXOASIIIUI B (popMy.asip ycTaBa
A) Ha3BaHUE OpraHU3alNUU

B) HanmeHOBaHNE MUHUCTEPCTBA WIJIH BEOMCTBA

C) HanMeHOBaHME BUA TIOKYMEHTa

D) agpecar

43. Ha3oBHTE LIEJIH JOKJIATA

A) aprymeHTanus

B) undopmupoBanue u yoexxaenue

C) noxazarenbCcTBO

D) y6exnenue

44. HazoBUTe 4aCcTH TEKCTa NPUKa3a

A) KOHCTaTUPYIOIIasi, BBOAHAS

B) koHcTaTHpyOIIAs, pACIOPAAUTEIbHAS
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C) ocHOBHas, pacopsAAUTENbHAS

D) BBOHAs, OCHOBHAs

45. O6s13aTeJIbHBIN MPU3HAK HA JOKYMEHTe, YCTAHOBJIEHHBIH 3aKOHOM — 3TO
A) uHTEpBaNI

B) pexBusuT

C) mosoxenue TadyasaTopa

D) smbnema

Paznmen 2

1. OpraHnu3anMoOHHO-pacNOPSAUTEIbHAA JOKYMEHTAlUsI — 3TO

A) yHHPUIIUPOBAHHBIN TOKYMEHT

B) cOBOKYITHOCTH PEKBU3UTOB

C) COBOKYNHOCTH B3aUMOYBSI3AHHBIX JTOKYMEHTOB, (J)YHKHHMOHUPYIOUIUX B cdepe
ylpaBJieHUS

D) ynudunuposannas popma

2. OpraHM3alMOHHBIN JOKYMEHT JAJIUTEeIbHOr0 MU IMOCTOSIHHOTO CPOKA el CTBHUS,
B KOTOpPOM ompe/eeHbl HAyYHO-TeXHHYecKHe, (UHAHCOBbIE CTOPOHBI JAeATEJHLHOCTH
JAOJIKHOCTHBIX JINL — 3TO

A) mTaTHOE pacnucaHue

B) 10/I2KHOCTHAS HHCTPYKUMS

C) ycras

D) nonoxenue

3. OpraHM3anMOHHBIN JOKYMEHT, B KOTOPOM YKAa3bIBAalOTCl BCe CTPYKTYpPHbIe
Nojipa3jieJiecHusi NpeANpUsATHS, BBOAMMbIe HA NPeANPHUATHH JOJLKHOCTH M KOJHYECTBO
INTATHBIX €UHUIL 10 KAKI0H U3 NOJKHOCTEH — DTO

A) npaBuia BHYTPEHHETO U TPYAOBOTO paclopsika

B) ycras

C) mraTHOE pacnycaHue

D) cTpykTypa H IITATHAA YUCIECHHOCTH

4. Opranusanusi padoTbl ¢ JOKYMEHTAMH B KOJIJIETHSIX HOCUT Ha3BaHUe

A) KOJUIEKCKOE 1eT10NPOU3BOACTBO

B) coBerckoe 1enonpon3BoACTBO

C) npuka3Hoe AeI0NpPOU3BOICTBO

D) ucnonHutensHOE AeNTONPOU3BOACTBO

5. Opranu3anus padoTbl ¢ JOKYMEHTAMH B MUHHCTEPCTBAX HOCUT Ha3BaHHeE

A) coBeTcKkoe J1eT0NPOU3BOICTBO

B) xomnexckoe 1e710mpoOnu3BOICTBO

C) mpukazHoe JIeTOMPOU3BOJICTBO

D) ucnosiauTe1bHOE 1€710NPOU3BOACTBO

6. OcHoBHOEe mNpPaBUJIO, KOTOPOro CJeayeT IMPHUAEPKMBATLCH IMPH MoJaye
TeJ1epOHOrpaMMbl

A) nepeaaBaTh TOJbKO KPATKYI0, CPOUHYI0 HH(pOpMALIMIO

B) npu peructpanuu tenegoHOrpaMMBbl UCIOIB30BATh KYPHAIl PETUCTPALIUU BXOISIIHX
JIOKYMEHTOB

C) Tekct — Gonee 100 cmoB

D) ucnonb3oBaTh MAKCUMYM CHEIHAIbHBIX TEPMUHOB

7. OCHOBHBIE YaCTH TEKCTa MPOTOKOJIA

A) KOHCTaTupYyIoLIasi, BBOIHAS

B) ocHOBHas1, pacmopsIuTenbHAS

C) xoHCTaTHpYIOLIAs, pacCIOpsIUTENbHAS
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D) BBoaHAas1, OCHOBHAsI

8. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHS] MPUHANJIEKHOCTH K PEKBUZUTAM JTaHHBIN
¢pparmenT: PexTopy HoBocuoupckoro ynusepcurera rocnoauny Cmoinkuny C.A. 634635 r.
HoBocubupck yJ. Jlennna, a. 15.

A) pe3zosrorus

B) agpecar

C) Bu3a corjaacoBaHus

D) Bu3a 3aBepeHus

9. OxapakTepu3yiiTe ¢ TOYKH 3peHUs] NPUHALICKHOCTH K PEKBH3UTAM CJIe1YIOUIUH
¢pparment: Plan 1. doc Cumkuna 13.01.98

A) oTMETKa 0 3aBEpEHUU KOIHUH

B) ormetka o nmoctymineHuun

C) ucnoJIHUTENb

D) ormeTKa 0 nmepeHoce JAHHBIX HA MAIIMHHBIIA HOCUTEJIb

10. OxapaxkrepudyiiTe ¢ TOYKHM 3peHHS] NPHHALJIEKHOCTH K PEeKBH3UTAM
caenyroumuii pparment: BEPHO Cekperapb-pedepent i/n UK. KonTopkuna

A) rpud yTBEpKIEHUSA

B) ormMeTKa 0 3aBepeHNH KOIUH

C) noanuce

D) pe3osrorus

11. OxapaxrepudyiiTe ¢ TOYKHM 3peHHSl NPHHALIEKHOCTH K PEKBUIUTaAM
ciaenywoumuii pparment: I'enepanbubliii Aupexrop Ja/n U.K.Comos

A) Bu3a

B) tekct

C) noanuch

D) 3arosnoBok

12. OxapaxrepudyiiTe ¢ TOYKHM 3peHHS] NPHHALJIEKHOCTH K PEeKBH3HTAM
cienyromuii  ¢pparmenr: 3am. aupekropa Ilmoxuny MH.K. O6ecneyuntrs yciaoBHA
BbINOJIHEHHS OcTaBoK 10 16.01.2003. a/m 18.11.2003

A) moanuce

B) 3arosioBok

C) Bu3a

D) pesomnrorust

13. OxapaxrepusyiiTe ¢ TOYKHM 3peHHS] NPHHALICKHOCTH K PEKBH3HUTAM
caenyromuii pparment: HUM A 13.01.98 Ne 36/17

A) HUCTIONTHUTETh

B) ormMeTKa 0 mocTyIieHUM

C) rpu¢ yrBepxaeHus

D) oTrmeTKa 0 3aBepeHuN KOMHH

14. OxapaxrepusyiiTe ¢ TOYKHM 3peHHs] NPHHALICKHOCTH K PEKBH3HTAM
ciaenywomuii gparment: O0 HHPOPMALMOHHOM OOecriedeHUu

A) Bu3a

B) 3arosioBoK

C) pe3omtonus

D) tekct

15. OxapakrepusyiiTe ¢ TOYKHM 3peHHs] NPHHALICKHOCTH K PEKBH3HTAM
ciaenywomuii pparment: Cumonon 989-78-35

A) rpu¢ yTBepKaAeHuUsA

B) ucnosnureab

C) pe3omtonus

D) oTrmeTKa 0 3aBepeHuN KOMHH
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16. OxapaxrepusyiiTe ¢ TOYKHM 3pPeHHS] NPHHALICKHOCTH K PEKBU3HUTAM
caenywomuii pparment: YTBEPK/IAIO Aupexrop a/n 1.0.®D. 13.02.98

A) rpu¢ yrBepKIeHus

B) 3aronoBok

C) pezomonus

D) noanuce

17. OxapaxkrepusyiiTe ¢ TOYKHM 3peHHSl NPHHAIEKHOCTH K PEeKBU3HUTAM
ciaenyromuii pparment: FOpucr a/n U.K. Cumonon 10.11.2004

A) aapec

B) pesonronus

C) Bu3a

D) rpud yrBepxaeHus

18. OxapakTepu3yiiTe ¢ TOYKH 3peHHs] PEKBU3UTOB cjeayomuii pparmenT: «Bx. Ne
0000 Tarta 00.00.00»

A) pesororus

B) orMeTKa 0 MOCTYIVICHUH JOKYMEHTA

C) oTMeTKa 0 HaJTM4YUU IPUIIOKEHU I

D) noanuce

19. Oxapaxkrepu3yiiTe ¢ TOYKH 3peHHS] PEKBHM3MTOB CJeAylOIMii (parmMeHt:
“02.03.98.”

A) noanuce

B) nara

C) pezomonus

D) ormeTKa 0 HATMYUHW TTPHITOKEHUHN

20. Oxapaxkrepu3yiiTe ¢ TOUYKH 3peHUs] PEKBU3UTOB ciaenywoummii pparment: “13/14”

A) uHjgekc

B) ormeTka 0 HaMUUMK MPUIIOKEHUN

C) pe3omrorust

D) noanuce

21. Oxapaxrepu3yiiTe ¢ TOYKHM 3PCHHMS PEKBH3UTOB CJCAYIOIIHI (pParMeHT:
“npuioskeHue: Ha 3 J1. B 2 3K3.”

A) 0TMETKA 0 HATUYHMHU NPHJIO0KEHHI

B) noanuce

C) nara

D) pe3omnrorust

22. IlepeumnciauTe BONPOCHI, KOTOPBIE OTPAKAIOTCH B IPABWJIAX BHYTPEHHErO
TPYAOBOIO pacnopsiika

A) opranmsanus pa0doOThI NpeINpPHUATHS, B3aUMHbIC¢ 00A3aHHOCTH Pa0OTHMKOB H
aAMMHMCTPALMH, TNpeAOCTABJIeHHEe  OTIYCKOB, KOMAHAUPOBaHUHE  COTPYIHHUKOB,
BHYTPHOOBEKTHBIN pPeXUM

B) 101KHOCTHOM M YHMCIEHHBIN COCTaB MPEIIPUSITUS

C) HayuHO-TeXHUYECKUE, (UHAHCOBBIE CTOPOHBI ACATEIBHOCTH JOJKHOCTHBIX JIMIL

D) mnopsmox oOpa3oBaHus, 3ama4yd, OOS3aHHOCTH, TIpaBa, OTBETCTBEHHOCTh U
OpraHu3aIuio paboThl MPEANPHUATHS B IIEIOM WIIH €r0 CTPYKTYPHBIX MOJIpa3/ieleHuit

23. Ilepeunciaure OCHOBHBIE BU/AbI 0JIAHKOB

A) oO0mmii 0naHk, OMaHK s NHceM, OJAaHK € NPOAOJBHBIM H YIJIOBBIM
pacnosio:keHneM PeKBU3UTOB

B) cymecTByeT TOJBKO OJaHK C IPOAOIBHBIM U YTJIOBBIM PacIioIOKEHHEM PEKBU3UTOB

C) cymiecTByeT TOJIBKO 00U OTaHK

D) cymiecTByeT TOJIBKO ONaHK Il THCEM

24. IlepeuncnTe OCHOBHBIE 3JIEMEHTHI I0KJIa1a
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A) OCHOBHas! 4aCTh; BBIBOJIbI (PEKOMEH IALINH )

B) BcTymnnenue; BEIBOABI (PEKOMEHIAITNHT )

C) BcTyIuieHUE; OCHOBHAS 4acTh

D) BcTynuieHue; 0CHOBHASI 4YACTh; BbIBO/IbI (PEKOMEH 1Al UH)

25. IlepeunciuTe HeJu H3yYeHHs JeJIONPOU3BOACTBA

A) onpenenuTs poib ciryx6 JJOVY.

B) noka3zate 3HaueHHE pabOTHI C JOKYMEHTAMH B KU3HU OOIIECTBA.

C) oBJiajeHue O0CHOBAMHM NMPABHJILHOT0 O0GopMJIEHHSI JOKYMEHTOB M HAajJiexKaluei
opraHu3anuei J0KyMeHTo000poTa.

D) npuButrh HeoOXoauMble HaBbIKM B paboTe ¢  JelaMH, 3aKOHYEHHBIMU
JIEJI0IIPOU3BOJICTBOM.

26. IIncbMo mocJie oOpaleHus Yaiie BCero mpoaokKaeTcs CJIOBaMu

A) MBI paccuuThiBacM Ha Baiie coTpyaHHYECTBO. ..

B)BcBasuc ...

C) Hamu paccmoTrpensl Bamm npeasoxenus ...

D) c yBaxkeHnuem ...

27. Ilncpmo mocJie oOpaleHus Yaiie Bcero MpoJaoJKaeTcs CJIOBaMHu

A) B cooTBeTcTBUU ¢ Bamei mpocb00ii ...

B) mb1 Hageemcs Ha Bairy 3aMHTEpeCOBaHHOCTS ...

C) c yBaxeHHEM ...

D) mbl paccunTsiBaeM Ha Baiie coTpyiHUYECTBO. . .

28. IIncpMo 4yale Bcero HAYMHAETCH CJA0BAMHU

A)BcBs3uc ...

B) c yBaxxenuew ...

C) B COOTBETCTBHH C ...

D) yBa:kaemble rocnoaa ...

29. [lucbMO-HATIOMUHAHUE — 3TO

A) TOKYMEHT, TOATBEPKIA0IINN OTy4eHUE LIEHHOCTEH

B) noxkymenT, coo0mawummii 0 NPUOJMKEHUH, YCKOPEHUHM, MCTEYEeHUH CPOKa
HCIIOJIHEHHUS KAKOro-1u00 neicTBus

C) noKyMeHT, coziepKallluii IpUTIIallieHue Ha MEPOIIPUITHE

D) nokymeHT, cofep:kauiuii nHpopMaIHio 0 MPOBOAUMOM MEPONIPUATHH

30. IMoa “cOBOKYNHOCTBIO B3aUMOYBSI3AHHBIX JOKYMEHTOB, NpPHMeHSIeMbIX B
onpeneJéHHOi cepe HeATEJIbHOCTH” OAPa3yMeBaKOT

A) cucreMy TOKyMEHTUPOBAHUS

B) yaudunuposannyto popmy

C) yHudunupoBaHHbIN TOKYMEHT

D) cucremy noxymeHTanuu

31. IIpaBoBoii axKT YyHpaBJeHHSsl TOCYJIapCTBEHHOr0 OpPraHa, MMeIOLHil
00s13aTeIbHYI0 CHJTY VISl TPAsKAaH M OPraHU3alMil, KOTOPBIM OH a/iPeCOBaH — 3TO

A) ykazaHue

B) npukas

C) pacnopsizkenue

D) pemenne

32. IIpaBoBoOii aKT, H31aBaeMbIii PYKOBOAUTEIEM NPEANPUATHS, ACHCTBYIOLIEr0 HA
OCHOBAHMH €AWHOHAYAIHSA, /IJsI pa3pelieHHss OCHOBHBIX H OINEPATHBHBIX 3ajady
npeAnpusTH — 3TO

A) npuka3s

B) yka3anue

C) peuienue

D) pacnopsixenue
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33. IIpaBoBoOii aKT, onpeAeAOINNA MOPSAAOK 00pa3oBaHus, 3a1a4i, 00SI3aHHOCTH,
NpaBa, OTBETCTBEHHOCTh M OPraHHU3alUI0 PaldOThbl NpeINpPUATHS B LeEJOM HJIH €ro
CTPYKTYPHBIX IOApPa3/ieJeHuil — 3TO0

A) noJjioxxeHue

B) ycras

C) 1OKHOCTHASI UHCTPYKIIHS

D) mirarnoe pacniucanue

34. Ilpuka3Hoe 1eJ0NPOU3BOJACTBO — 3TO

A) pabota ¢ TokyMeHTaMu, MPoBOAMBIIASACSH B COBETCKUX YUPEKIACHUSIX

B) pabota ¢ jokymeHTamu, NpOBOAUBIIASICS B MUHHCTEPCTBAX

C) pabora ¢ JOKyMEHTaMH, POBOAUBIIASCS B KOJUIETHUSAX

D) padora ¢ nokymeHTaMH, NIPOBOAMBIIASICS B IPUKAa3axX

3S. IlpnunMHBI M31aHUS YKA3aHUS PACKPBIBAIOTCS B

A) BBOJTHO# YacTH TEKCTa

B) pacniopsinurenbHON YacTu TEKCTa

C) koHCcTAaTHpPYIOLIEH YaCTH TEKCTA

D) ocHoBHO yacTu TeKcTa

36. Ilpoumecc ycTaHOBJIeHHMS M NPHUMEHEHUS] MPABHJI C HeJIbI0 YHOPSI0YEHHS
NAeATeJIbHOCTH B J1eJIONPOU3BOACTBE — ITO

A) cucreMa JOKyMEHTAINH

B) cranmapruzauus

C) Ercqg

D) nokymeHTalimoHHoe 00ecreueHue ynpaBieHus

37. PaGoTa ¢ JoOKyMeHTaMH, IPOBOIMBIIASICA B MPUKA3aX, HOCUT HA3BaHHe

A) nmpuKa3Hoe 1eJ10NPOn3BOIACTBO

B) ucnonuutensHoe 1€710MPOU3BOJICTBO

C) KOJUIeKCKOE JIETOMPOU3BOJICTBO

D) coBetckoe 1e10mponU3BOICTBO

38. PacnopsauTeNbHbIN JOKYMEHT KOJUIETMAJIBLHOIO OpraHa ynpaBJ/ieHMS,
H31aBaeMblii MUHHCTEPCTBAMHU, BEIOMCTBAMHU, HAYYHbIMH COBETAMH — 3TO

A) pelienue

B) yka3zanue

C) pacnopsbxkeHue

D) mpuka3s

39. PacnopsiguTe/ibHBIH [JOKYMEHT, H3JaBaeMblii OpPraHamMH rocyJ1apCTBEHHOI0
yIpaBJICHHS], OPTAaHU3ALUSAMH, 110 BOIPOCAM OPraHU3alMOHHO-METOIUYECKOr0 XapaKrepa
(opranmM3anusi MCIIOJTHEHHMSI IPUKA30B, MHCTPYKIUI) — 3TO

A) mpukas

B) pemenue

C) ykazanue

D) pacnopsixenue

40. PaccTosiHMe MKy OCHOBAHMSIMH CMEKHBIX CTPOK 3TO

A) ciy)xebHOe ToJie

B) nonoxxenue tabynaropa

C) pabouee momne

D) nnrepBan

41. PexBu3uT — 310

A) 00s13aTeJILHBII NPU3HAK HA IOKYMEHTE, yCTAHOBJICHHbIN 3aKOHOM

B) cucrema noxymenTaruu

C) cnyxxebHOE TI0ITe

D) pabouee noze
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42. PexkBU3UT “BH3a 03HAKOMJICHHS” BBITVISAUT CJIeIYIOIIMM 00pa3oM:

A) cexperaps i/m ©.1.0. 00.00.00

B) ropuct 1/ 00.00.00

C) cexperaps ©.1.0. 1/ 00.00.00

D) ¢ npuxa3zom o3naxkomJien: Jji/m 00.00.00

43. CBoa mnpaBuWJI, PeryJupylommx JAesiTeJIbHOCTh  OpPraHu3amuii, HX
B3aMMOOTHOILIEHUS] ¢ APYTMMHU OPraHU3aUMsAMHU U TPaXIaHAMM, PaBa U 00S13aHHOCTH B
cdepe rocyrapcTBeHHON MJIM X0351iICTBEHHOH 1€ATEJILHOCTH — 3TO

A) mITaTHOE pacnucaHue

B) nmonoxenue

C) 1OKHOCTHASI UHCTPYKLIMS

D) ycras

44. Cucrema JOKYMEHTAIIUU — 3TO

A)  COBOKYNIHOCTHK)  B3aHMOYBSI3AHHBIX  JIOKYMEHTOB, MNpPHMeHsieMbIX B
onpeaeJéHHom cdepe 1eATeJIbHOCTH

B) coBOKYITHOCTH PEKBU3UTOB

C) moxyMeHT, coaepKamuii MepBUIHY0 HH(POPMAIIHIO

D) cucrema qOKyMEHTAIIMH, CO3JaHHAs 10 €ANHBIM MTPABUJIaM U TPEOOBAHUSIM

45. CoBOKYNIHOCTH JOKYMEHTOB, OTPAKAIOIIMX PACTIOPSAUTEIbHYIO 1esiTeIbHOCTh
—3TO0

A) OTU€THBIE TOKYMEHTHI

B) undopmaiinoHHO-CIpaBOYHbIE IOKYMEHTHI

C) pacnopsiauTebHbIe JOKYMEHTBI

D) opranuzannoHHble JOKYMEHTHI

Kontpoaupyemsbie komnerenuuu: OK-3, OK-6.

4. Mertoanueckne MaTepuabl, ONpelesilOlHe NPOUeAYPbl OLEHHWBAHUS 3HAHMIA,
YMEHHH, HaBBIKOB M (WJIH) ONBITA [eSTEIbHOCTH, XAPAKTEPU3YIOINHUX JTAIbI
(opMHUpPOBAHUA KOMNETEHUUH, OIpPEACIICHbl JIOKAIbHBIMA HOpMaTHUBHbIMH akTamu CTO
AntI'TY 12100-2015 ®onj OLEHOYHBIX CpPEACTB o0Opa3oBareNbHOM mporpammsl. OOmue
ceeaeams, CK OIT 09-04-2014 Tlonoxenne 00 oOpraHU3alMd W TMPOBEACHUU TEKYIIETO
KOHTPOJISI yCIIEBAEMOCTH U NPOMEKYTOYHOM aTTECTallMM CTYIEHTOB, OCBAaWBAIOIINX OCHOBHOM
pohecCuOHANBHOM MPOrpaMMBbl CPEAHETO MPOPECCUOHAIBHOIO 00pa3oBaHUsl.
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IIPH/IO/KEHHUE b

MeTo/b1 00y4eHHsI U 00pa3oBaTe/JbHbIe TEXHOJOTHH IJIS HHBAJIMI0B
U JIMI[ ¢ OTPAHNYEHHBIMHU BO3MOKHOCTSIMHU 3/10POBbSI

Texnosorun ean AjanTupoBaHHbIe METOABI
PazButne no3HaBaTeabHON | [lomckoBBIE METOJIBI, IIOCTAHOBKA
CII0COOHOCTH, aKTUBHOCTH, | ITO3HABaTEIbHBIX 3a1a4 (¢ yaeToM
TBOPUYECKOH CaMOCTOSITEIBHOCTH | MHAWBHUIYAJILHOTO COLMAJILHOIO OMNbITA U
IIpobnemHOE 00yUeHUE .
00yJaroImuxcs ¢ OTrPaHMYCHHBIMH | OCOOCHHOCTEH o0yJaromumxcs C

BO3MOXKHOCTSMH 3/I0POBBSI U | OrpaHMYEHHBIMH BO3MOKHOCTSIMH 37J0POBbBSI 1
WHBAJIHIOB. WHBAJIMJIOB.
Co3nanue  OJIOYHOH  CTPYKTYpBI
yueOHOrO  mpomecca, Haubosiee | MeToxbl, yYWTHIBAIOIIME  JUHAMHKY W
KonuenrpupoBanHoe OTBEYaloIIEeH 0COOCHHOCTSIM | YPOBEHb PabOTOCHOCOOHOCTH O00YYarOLIUXCS
o0ydeHue 300pOBbS 00yJaronuxcs C | C OrpaHMYEHHBIMH BO3MOXKHOCTSIMH 310POBBS
OTpaHUYCHHBIMH  BO3MOXKHOCTSIMH | M MHBAJIHJIOB.
3JI0pOBBSI U HHBAIUJIOB.
I'mbxocTh oOyueHwms, ero
WHauBunyansHeie METOZBI 00yUYCHUSL:
npucrocobeHre K .
WHIUBUIYAIBHBIA TeMIT ¥ rpaduk o0y4eHus ¢
UHIMBUIYAIbHBIM  IOTPEOHOCTAM .
MopnysbHoe o0ydeHune y4eToM  ypoBHA  0a30BOH  IOOTOTOBKH
o0yyaromuxcs ¢ OrpaHMYCHHBIMU
00y4aroImuxcs c OrpaHUYCHHBIMH

BO3MOXHOCTAMU
WHBAJIUJI0B.

3JI0pPOBbSI u

BO3MOXHOCTAMHU 300POBbS U HHBAJIUIOB.

Co3faHue ONTUMANbHBIX YCIOBHH

JAJIA  BBIABJICHHUA WHIAWBUAYAJIbHBIX MCTO]II)I HHAWBUAYAJIbHOTO JIMYHOCTHO
HWHTEPECOB u CIIOCOOHOCTEH | OPUEHTUPOBAHHOTO OOYUEHHS C Y4YETOM
JuddepenunpoBanHoe N
oBVUeHYe 06yt1a101111/1xc;1 C OIrpaHMYCHHBIMU OrpaHUYCHHBIX BO3MOHOCTEU 310POBbLA U
y BO3MOKHOCTSIMH 3II0POBBS W | IMYHOCTHBIX  TICHXOJIOTO-(PH3HOIIOTHIECKAX
HMHBAJIHIOB. 0COOEHHOCTEH.
OpueHTanus y1eOHOTo mporecca Ha
p y P Bosrneuenne 00yJarommxcst c
MOTCHIIHATBHEIC BO3MOKHOCTH
OTPaHUYCHHBIMU BO3MOYKHOCTSMH 37I0POBbS U
PasBuBaromee oOyueHme o0yJaromuxcs ¢
WHBAIAAOB B pa3IMYHBIC BUABI EATCIHHOCTH,
OTPaHWYCHHBIMH  BO3MOXXHOCTSIMH .
Pa3BUTHUEC COXPAHHBIX BO3MOKHOCTEU.
3J0POBbA U UHBAJIMIOB.
MopnenupoBaHue IPEIMETHOIO U

Co1uaabHO-aKTUBHOE,
MHTEPaKTUBHOE 00yueHHe

COLIMAIBHOTO COJIEpXKaHUs y4ueOHOH
JEATENIbHOCTH ~ OOy4aroIuxcst ¢
OrpaHNUYCHHBIMU BO3MOXHOCTAMU
340POBbA M UHBAJIMIOB.

MeTompl  COLMATBHO-aKTUBHOTO  O0y4YeHHS,
UTPOBBIE METOJbl C YYETOM COLMAIBHOIO
OMbITa OOYYAIOUUXCA C OTPAaHUYECHHBIMHU
BO3MOXHOCTSIMU 3710POBbsI U HHBAJIUJIOB.

PednexcuBHoe 00yueHwe,
pa3BUTHE  KPUTHUYECKOTO
MBIILTICHUS

HurepakTuBHOE BOBJICUCHHE
00ydJaromuxcsi C OTrpaHUYCHHBIMHU
BO3MOXKHOCTAMH 3/I0POBBSI "
WHBAJIHIIOB B rpynnoBoi
o0pazoBaTenbHBIN Ipolecc.

HNHTrepakTuBHBIE METO/BI o0yueHus,
BOBJICYEHUE o0yUarommxcs c
OrpaHNYEHHBIMU BO3MOKHOCTSIMH 3I0POBbS H
WHBAIUJIOB B PA3JIMIHBIE BUJIBI IEATEILHOCTH,
co3maHue  pedIEeKCUBHBIX  CHUTyalldil 110
pa3BUTHIO aJIeKBaTHOTO BOCIIPHUSITUS
COOCTBEHHBLIX OCOOEHHOCTEHMH.
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