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IacnopT OLEeHOYHBIX MATEPHAJIOB
no guctnummee «JJOKYMEHTAIIMOHHOE OBECIIEYUEHUE YIIPABJIEHUS »

1. Mopnean KOHTPOJIMPYeMbIX KOMIIETeHIMI:
[Tpornecc n3yueHHs JUCUUIUIMHBI HAIPaBJIeH Ha (JOpMUPOBAHHE CIEAYIOUIMX KOMIIETECHIINA:
IpodeccuonanbHble (OPraHU3aNMOHHO-YIIPABJIeHYECKHE):
IIK-7. ToroB Kk yd4acTuio B (OPMUPOBAHMHM M TOAJEPKKE pPAIMOHATIBHONH CHUCTEMBI
JOKYMEHTAIMOHHOTO o0ecTedeHns: NpohecCuOHATBHOMN e TeTbHOCTH.

B pesynbTare 0CBOCHUS IUCIUILTUHBI 00YYaIOIIUIACS JOIKEH:
3HaTh:  TOHATUIHBIA  anmapar  JOKyMEHTAllMOHHOTO  OOecrmeueHHs  YIpaBICHHS,
KJ1acCU()MKALMIO, OCHOBHBIE PEKBU3UTHI U OPTaHU3AINIO paOOTHI C YIPABICHYECKOH TOKyMEHTAIHEH.
YMeTh: MPUMEHATh Ha IPAKTUKE dPPEKTHBHBIC TEXHOJIOTUH JIEIOIPOU3BO/ICTBA.
Buagers: MeTogaMu POSKTHPOBAHUS JIOKATBHON BHYTPH OMOIMOTEYHON JOKYMEHTAIUH.



2. IIporpamMMa onleHUBAHUSI KOHTPOJIMPYEMOii KOMIIETEHIIUM:

3aouHas popma oOydeHUs

Ne |  KouTtposupyembie pa3aeibl (TeMbl) TUCHHILTAHBI

Kon HaumenoBanue
n/ KOHTPOJIMPYeMO OLIEHOYHOI'0
n M KOMIIeTEeHIINH cpeacTsa
1 | Pazngen 1. Opranu3anus u TEXHOJOTHS pabOThI ¢

YHOpaBJICHUCCKMMU JOKYMCHTaAMU

IK-7

YcrHblit onpoc

2 | 3auér (7 cemectp)

YceTHBIN onpoc

3 | Pa3nen 2. Opranusanus J0KyMEHTaIIHOHHOTO
obecrieueHus yrpaBjieHUsI B OMOJIMOTEYHO-
UH(OPMAIIMOHHBIX YUPEKICHUIX

4 | 3auér (8 cemectp)

IK-7

YeTHBIN onpoc

TectupoBanue




O0J1acTHOE TocyrapcTBeHHOE OK0I7KeTHOe 00pa3oBaTe/ibHOE yUpeKIeHHue BbICIIero 00pa3oBaHus

«CMos1eHCKH i TOCYAapCTBeHHBIH HHCTUTYT HCKYCCTBY

Kadenpa bubauoreuno-uHGpopManuOHHOMN 1eSITeIbHOCTH

Bonpocsl 1J1st yCTHOTrO onpoca (3adera)

no guctnummee «JJOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS »

Omnpoc — cpeacTBO pa3BUTHS MBIIUIICHUS W peud, OH 00JajaeT OONBIIMMH BO3MOXKHOCTSIMU

BOCIIUTATCIbHOI'O BOS,HCfICTBPIH npenoaaBaTeciiA.

Bce mempi.

Kpurepun oneHku:

OLIEHKA

TPEBOBAHMUSA K 3BHAHUSAM

OTJIMYHO

CTaBUTCS, e€clM OOydaroUMiics IOJIHO M3JIaraeT HU3y4YeHHbIN
Marepuayn, JacT  IPaBHIBHOE  OIpPEACIICHHOE  IOHSTH;
oOHapy’KMBaeT MOHMMaHHE MaTepuaia, MOXKET 00OCHOBATh CBOU
CYy)KJICHHs, IIPUMEHUTb 3HAaHHWS Ha IIPaKTUKE, IPUBECTU
HEOOXOIUMBbIE IPUMEPbl HE TOJNBKO 10 Y4YeOHUKY, HO U
CaMOCTOSITEIILHO COCTaBJICHHBIE; U3JIaraet MaTepuan
IIOCJICIOBATEIbHO M IPAaBUIBHO C TOYKU 3PEHHUS HOPM
JIUTEPATYPHOTO SI3bIKA.

Xoromio

CTaBUTCS, €CJIM OOYyYarOUIUHCs JaeT OTBET, YJIOBJICTBOPSIIONTUI
TEM K€ TPeOOBaHUSAM, YTO U JUIS «OTIUYHO», HO JOMycKaer 1-2
OomMOKH, KOTOpBIE caM JKE& HCIpaBiseT, U 1-2 Hemodera B
MOCJICOBATEIHPHOCTH | SI3BIKOBOM O()OPMIICHUHU U3JIaraeMoro.

YAOBJIETBOPUTEJIBHO

CTaBHUTCA, CCIH O6yanMHﬁCH O6H3.py>KI/IBaCT 3HaHHUC U
IMOHMMAaHHE OCHOBHBIX ITOJIOKCHHUM I[aHHOﬁ TEMBI, HO H3JIaract
MaTepHrall HCIIOJIHO W AOIYCKACT HETOYHOCTH B OIPCACICHHUU
HOHSITI/II\/JI; HC YMEET AOCTAaTOYHO FJ'I}’6OKO n J0Kas3aTcJIbHO
000CHOBATh CBOH CYKACHUSA U NMPUBCCTH CBOU IPUMCEPDBI; U3JIaract
MaTcepHrall HEIMOCICA0OBATCIIbHO U JOITYCKACT OIINOKHU B S3BIKOBOM
Oq)OpMJ'IeHI/II/I n3J1aracmMoro.

HEYJIOBJIETBOPUTEJIBHO

CTaBUTCSI, €CJIM 00yJaronuiics oOHapYy>KUBAET HE3HAHUE OOJbIIEH
YacTH COOTBETCTBYIOLIETO pasjieia HW3y4aeMoro marepuana,
JIOTTyCKaeT OMUOKH B (POPMYITHUPOBKE ONPECICHHH, HCKAXKAIOIINE
UX CMBICI, OECTOpSIOYHO U HEYBEPEHHO H3JlaraeT MaTepual.
OrneHka «HEYIOBIETBOPUTEIHHO» OTMEYAET TaKHWEe HEIOCTATKH B
MOJATOTOBKE, KOTOPBIE SIBISIOTCSI CEPHhE3HBIM MPEMSITCTBUEM K
YCIIENTHOMY OBJIQJICHUIO TIOCIEAYIONIINM MaTEPHATIOM.

Ilepeyenb npuMepHBIX BONPOCOB /IJIS YCTHOI'O OIIpoca
(Pazmen 1. Opranu3amnusi M TEXHOJIOTHSI PadOTHI ¢ yNPaBJIeHYeCKHUMH JOKYMEHTAMU):

NogakrwnpE

YHuduuupoBaHHble CUCTEMBI JOKYMEHTAIUH.

YHuHUIMpOBaHHAs CUCTEMa OPraHU3AIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIUH.
VYHuduuupoBanHas cucTeMa JOKYMEHTAIlUU 110 TPYAY.

['ocynapcTBeHHas cucTeMa JOKYMEHTAMOHHOTO 00ecieueH sl yIpaBIeHHUs.
HopmaTtuBHo-MeTonnueckas 6a3a J0KyMEHTAllHOHHOTO 00eCTIeYeHUs! YITPaBICHUSI.
MogenupoBaHue yIpaBIeHYECKUX JOKYMEHTOB.

CpaBHUTENBHAS XapaKTEPUCTHUKA CUCTEM YIIPABICHYECKON JOKYMEHTALMH.
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HopmaruBHass 6a3a JOKyMEHTAIlMOHHOTO OOECIIEUYEHHUS YIpPAaBJICHUSA: COCTaB W oOImas
XapaKTEePUCTHKA.

Knaccugukarus cucteM JOKyMEHTAIUH.

Cucrema OpraHu3allMOHHO-TIPABOBOM JTOKYMEHTAllMU: Ha3HA4Y€HHE, COCTaB, OCOOCHHOCTH
CTPYKTYPBHI.

Cucrema I1aHOBOM JOKyMEHTAIMH: Ha3HAYEHUE, COCTAaB, 0COOCHHOCTH CTPYKTYPBHI.
Cucrema paclnopsAUTENbHON  JOKYMEHTAllMM: HA3HAYCHHE, COCTaB, OCOOEHHOCTH
CTPYKTYPBHI.

Cucrema CcrnpaBOYHO-MH(GOPMAIIMOHHOW M CIIPABOYHO-aHATUTHYECKOH JOKYMEHTALUH:
Ha3HAYEeHUE, COCTaB, OCOOCHHOCTH CTPYKTYPBHI.

Cucrema OTYETHOH TOKYMEHTAIMU: Ha3HAUYCHHE, COCTaB, OCOOCHHOCTH CTPYKTYPHI.

Cucrema JOKyMEHTAllMd II0 JIMYHOMY COCTaBy: HAa3HAuUCHHE, COCTaB, OCOOEHHOCTH
CTPYKTYPBHI.

CucTembl ynpaBiIeHYECKON JOKYMEHTAIMH: COCTaB M 0011ast XapaKTepUCTHKA.
VYrpaBneHYecKne JOKYMEHTBI: COCTaB PEKBH3HTOB, OCOOCHHOCTH IOCTPOCHHS TEKCTOB H
obmmue TpeboBaHH K OPOPMIICHHIO.

Knaccudukarnus yaHnpunupoBaHbeIx GopM TOKYyMEHTOB.

Dopmysip-obpasel: onpeaeacHue, TpeOOBaHUS K TOCTPOCHUIO.

JlenoBble muchbMa.

Craguu co3gaHusi yHH(DUIUPOBAHHBIX CHUCTEM JIOKYMEHTAIIMM: COCTaB M 00Imas
XapaKTEePUCTHKA.

bnanku TOKYMEHTOB: BUIbI, 0COOEHHOCTH O0(OPMIICHUSI.

OcHoBHBIE TPEOOBAHUS K COCTABICHUIO HOMEHKJIIATYPHI JIEII.

OcHOBHBIE ATaIBl pabOTHI C YIPABICHUYECKUMH TOKYMEHTAMU: XapaKTePUCTHKA, TEXHOJIOTHUS
peanu3anum.

Perucrpanus J0KyMEHTOB U KOHTPOJIb 32 CPOKAMH HCIIOJTHEHUSI.

DJeKTpOHHAs CHCTEMA YIPaBICHHUS JOKYMEHTOOOOPOTOM.

TexHONOTMH  DIIEKTPOHHOTO  YHpPaBICHHS JOKyMEHTaMH: Kiaccuukanus, oOmas
XapaKTEePUCTHKA.

Ilepeyens NpuMepHBIX BONPOCOB ISl YCTHOI'O OIIpOca

(Pa3zmest 2. OpraHu3anusi JOKyMeHTAIHOHHOTO o0eclevYeHusl ypaBJieHUusl B OUOJIMOTEYHO-

WH(OPMALMOHHBIX YUPEKIEHUSIX):

1. JlokymMeHTOOOOpOT: TOHATHE, OCOOCHHOCTH  OpraHuW3alid B  WH(OpPMAIMOHHO-
OUOIMOTEUHBIX YUPEKACHUSAX.

2. Opranuzanusi TOKyMeHTO000poTa B MHPOPMAITMOHHO-ONOIMOTEUHOM YUPEKICHUH.

3. YmpaBieHuecKkne JOKYMEHTbl B HMH(OPMAIMOHHO-OMOIMOTEYHOM YUPEXKAECHUHU: COCTaB,
CTPYKTYpPa, 0OCOOEHHOCTH (DYHKIITHOHUPOBAHHUS.

4. Cnyx0a DOKYMEHTAI[MOHHOTO OOecHeueHHsl YHpaBJiE€HUs B CTPYKType HH(OPMAIMOHHO-
OMOIMOTEYHOTO YUPEKICHUS.

5. TexHonorus co3fgaHus JOKYMEHTOB, PETVIAMEHTUPYIOLIUX JESATEIbHOCTH ciykObl JIOY B
MH(OPMALIMOHHO-OMOINOTEYHOM YUPEKICHHUH.

CocTaBHuTeNnb: T. H. JlagoxxnHa

«

»

20 T




O0JacTHOE rocy1apcTBeHHOE OI0ZKeTHOe 00pa3oBaTe/IbHOE yUpek/JAeHue BbICIIero 00pa3oBaHusA
«CMoJ1eHCKHI TOCy1apCTBEeHHbII HHCTUTYT HCKYCCTBY»
Kadenpa bubauoreuno-uHGpopManuOHHOMN 1eSITeIbHOCTH

3aganus 1J19 NPOBeAeHUs TeCTUPOBaHus (3auéTa)

no auctummmie « JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJEHU S »
Tect — MeToA U3yUEeHHS TITyOMHHBIX MTPOLIECCOB JIEITEIIBHOCTH CUCTEMBI, TOCPEJICTBOM ITOMEIIECHHUS
CUCTEMBI B pa3HbIC CUTYAIlUU M OTCIICKUBAHUE TIOCTYITHBIX HAOIIOICHUIO N3MEHEHUH B HEH.
Bce memui.

Kpurepumn oneHku:

OLEHKA TPEBOBAHUSA K 3HAHUSAM
TECTA
3AYTEHO CTaBUTCS, €CIIM OOYYArOIIMKCS MPABIJILHO BBHIOJHWI He MeHee 2/3 Bcel paboThl

WU JOMYCTU He OoJiee OaHOW TpyOoH OMMOKKM M JIBYX HEAOUYETOB, HE Ooiiee
OJTHOM TpyOO#t M omHOM He TPyOoil omuOKH, HE Oojee TpeX HErpyObIX OMIMOOK,
OJIHOM HerpyooW OImMOKM M TpeX HEJOYETOB, NPH HATUYHH YETHIPEX-TISATH
HEJI0YCTOB.

HE 3AUYTEHO | cTaBuTCcs, €Clid YUCIO OMMOOK M HEIOYETOB IPEBBICKIIO HOPMY JJIS OIEHKH
«YJOBJICTBOPUTEIIHHOY» HMJIU MPABUIIBLHO BHITIOJHEHO HE MeHee 2/3 Bcel padoTEHI.

Hrorosblii TecT mo Aucuuniiune (8 ceMmecTp - 32a4€T)

Bce Bonmpocsl — IIK-7. ['otoB k yudacTuio B (hOpMHUpPOBaHMM U MOAJEPKKE pallMOHAIBHOM
CHCTEMbI JJOKYMEHTAI[HIOHHOIO o0ecreyeHns NpopecCuoHaIbHOM 1eATeIbHOCTH.

3adanue 3aKpvimozo muna

1. BoiOepuTe npaBuJibHOE ONpe/iesieHne 1eJ10NPOou3BOACTBA:

a) OTpacib MAESITeTbHOCTH, OOecmeuMBarolias JOKYMEHTUPOBAHME W OpraHU3aluio paboThl C
ouIMaIbLHBIMHU JTOKYMEHTAMH,

0) AesITenbpHOCTh, 00eCIeUnBAOIIast OpraHU3alnio paboThl ¢ OQUIIHATBFHBIMU JOKYMEHTAMU;

B) JOKyMEHTAIIMOHHOE OOecTieueHre (PYHKIIUN YIIPABICHHUS.

Otser: a

3adanue 3aKpvimozo muna

2. Kak onpenensiercsi 1okymMenT B 'OCTe P 51141-98 «/lesionpou3BoaCcTBO M apXHUBHOE J€J10.
TepMuHBI U onIpeeSIeHUsI»:

a) 3aUKCHUpPOBaHHAs HAa MaTepUaJIbHOM HOCUTENe MHPOPMALUs ¢ PEKBU3UTAMHU, MO3BOJISIOIINMU €€
UICHTUQUIPOBATH;

0) 3a¢uKcupoBaHHAsA HA MaTePUAIILHOM HOCHUTENIE MHPOPMALUS;

B) MaTepHaJIbHBIM HOCUTENDb C 3aQUKCUPOBaHHON Ha HEM MH(OpManMel B BUJE TEKCTa, 3BYKO3AMKCH,
n3o0paxkeHuss W (WIKM) UX COYETaHMs, KOTOPBIA MMEeT pPEKBU3UTHI, MO3BOJSIOIINE €ro
UIACHTUQUIMPOBATh, W TMpEeJHa3HaueH [UIsl MepeJayd BO BpPEMEHUM U TMPOCTPAHCTBE B IENAX
OO0IIIECTBEHHOTO MCIIOJIB30BaHUS U XPAHEHHUS.

Orser: a

3aoanue 3aKkpvimozo muna

3. IoOKyMeHTHPOBaHHUeE NPeACTABJIsSICT COO0N:

a) TIpoIecC TMOATOTOBKM M CO3/IaHUS JOKYMEHTOB, COBOKYIHOCTh PabOT MO JOKYMEHTHPOBAHHUIO
NEeSTeIbHOCTH YUPEXKICHUS U OPTaHU3AlUY B HEM JIOKYMEHTO000pOTa;



0) COBOKYIHOCTb Pa0OT IO TOKYMEHTHPOBAHHUIO ACATEIHHOCTH OPTaHU3AIIH.

B) MpoOLECC MOJArOTOBKM M CO3JAaHUSA JIOKYMEHTOB, a TakXe JOKyMEHTAlMOHHOE o0ecredyeHne
(GyHKUMH yripaBIeHHs U BUIOB paboT.

OTBeTHL: 2, B

3aoanue 3aKpblmo2co muna
4. Onpeneaure NPUHIMUIBI JOKYMEHTHPOBAHMUS:
a) 1enecoo0pa3HOCTh

0) TPaBOMOYHOCTH

B) JIOCTOBEPHOCTD

I') HOJHOTa UH(pOPMALIUN
1) TEXHOJIOTHYHOCTb

€) OlepaTUBHOCTH

) CHCTEMHOCTb

3) KpaTKOCTh

1) TIIyOnHa

OrtBeTHL a, 0, B, T, 1, €, K

3aoanue 3aKpuimozo muna

S. YUeMm onpenensiercsi COCTaB YIPABJICHYECKUX JOKYMEHTOB:

a) KOMITeTEHIEH 1 (QYHKIUSIMU OpraHHU3aIlNH,

0) MOPAAKOM PEIICHUS BOIIPOCOB;

B) 00BEMOM U XapaKTEpPOM B3aUMOCBS3EH € APYTHMHU OpraHU3aLUsIMU;
T') CTPYKTYpOH OpraHU3allNy;

1) pelIEeHUEM PyKOBOIUTESL.

OtBeT: a, 0, B

3aoanue 3aKpsimozo muna

6. HopMaTHBHBIE 10KYMEHTBI, YCTAHABJIMBAKOLINE eJHMHbIe TPeOOBAHUS K JOKYMEHTHPOBAHMIO
yIpPaBJIeHYEeCKOH JesiTeJIbHOCTH U OPraHU3alluu padoThl ¢ JOKYMEHTAMM:

a) 'OCT P 7.0.97-2016 CUBU ]I «Opranu3aiinoOHHO-PACTIOPAIUTENbHAS JOKYMEHTAIUS;
0) O6epoccuiickuii Kiaccupukarop ynpasieHuecko nokymenrtamuu (OKY [I);

B) YHu¢unuponanHas cucrema fokymentanuu (YC/);

r) [IpuMepHas HHCTPYKIUS 110 IETONPON3BOJICTBY B TOCYAAPCTBEHHBIN OpraHu3anusx (yTB.
[Tpuxazom Pocapxua ot 11.04.2018 Ne 44);

1) 'ocynapcTBeHHas cucteMa TOKyMeHTallMOHHOro obecneyenus ympasienus (I'CAOY);
e) JlomKHOCTHAs HHCTPYKIUSI.

OtBeT: a, 0, T, 1

3aoanue 3aKpbIMo20 muna

7. Yaupuxanus — 310:

a) OJJUH U3 METOJOB CTaHJapTU3allU{, MO3BOJISIIOIIMM MPUBECTH pa3IMYHbIE BapUaHThl HANHUCAHUS
JOKYMEHTOB K €TUHOHN (opme;

0) OJIMH U3 METOJIOB HANMCaHUs B €AMHON popMe;

B) MPUBE/ICHUE B €MHOOOPA3HOI cucteme min Gpopme.

Otser: a

3aoanue 3akpvimozo muna

8. YHuuKauus 10KYMEHTOB 3aK/JII04aeTcs B:

a) YCTaHOBJICHUH €IWHOOOpa3usi coctaBa W (OPM YIPABICHUECKUX TOKYMEHTOB, (DHKCHPYIOIIHX
OCYILECTBIICHHE OJTHOTUIIHBIX YIPABIEHYECKUX (PYHKIIHIL;

0) ycTaHOBJIEHUH eMHO00pa3us (GopM yIpaBIeHUYECKUX JOKYMEHTOB;

B) OCYLIECTBJICHUN OJJTHOTUIHBIX yIPaBIEHYECKUX (PYHKIIUI.



OTtBeT: a

3aoanue 3aKpvbimo20 muna

9. B kakuX 1eJIAX NpuMeHsieTcsl yHupUuKanus:

a) ISl COKpAIICHHs KOJIMUECTBA IPUMEHSEMbIX JIOKYMEHTOB;

0) U1 TUMU3AKMK X (DOPMBI;

B) JUISl CHIDKCHHUS 3aTpaT Ha MOJATOTOBKY M 00paboTKY;

T) U JOCTHKEHUSI HHPOPMAIIMOHHON COBMECTUMOCTH aBTOMATHU3UPOBAHHBIX 0a3 TaHHBIX;
1) JUIsl yBEIMUEHUS 3aTpaT Ha IIOJrOTOBKY U 00paboTKYy.

OtBer: a, 0, B, T

3aoanue OMKpbIMO20 muna

10. YkaxkuTe, B KaKOM T0Jy H3/IaHbI OCHOBHbIEe TPeOGOBaHUS K O(POPMJIEHHI0 TOKYMEHTOB B
I'OCTE P® 6.30-? «YuunduuupoBaHHbIe CHCTEMbl [OKYMEHTAUMH. YHU(PUIUPOBAHHAS
CHCTeMa OPraHU3aLHMOHHO-PACIIOPAINTENbHONH NOKyMeHTauuu «TpeboBanusi k odopmieHUI0
AOKYMEHTOB)»?

Otsert: 2003

3aoanue 3aKpvimozo muna

11. CrangapTusanusi J0KyMeHTOB - 3TO:

a) opma ropuaNUecKoro 3aKperieHus: nHpopmaluu;

0) hopMa IOPUAMYECKOTO 3aKPEIUICHHS TPOBEICHHOW YHU(PUKAIIMU M YPOBHS €€ 0053aTeTbHOCTH;
B) pa3paboTKa OTpacieBbIX KiIaccu(PUKaTOPOB TEXHUKO-IKOHOMHUECKON HHPOPMAIIHIH.

OtserT: a

3aoanue omKpvimozo muna

12. Ykaxure TpeOOBaHHMs, KOTOpPbIe COACHCTBYIT YCTAHOBJIECHMI) €IMHO00pPa3Hs COCTABA W
¢Gopm  ynpaBieHYecKMX JOKYMEHTOB, (UKCHPYIOIIUX  OCYLIECTBJIEHHE  OJHOTHITHBIX
ynpasjeH4eckuX QyHKIMA U 32124 ,

OTBeThI: cTaHAApTU3AIMS, YHUDUKAITIS

3aoanue omkpvimozo muna
13. PexBu3uT (0T JIaT. reguisitum) osHauaer
OtBet: TpebyeMoe, HeoOXoIuMoe

3aoanue omkpvimozo muna
14. lessTesibHOCTH PA6OTHUKOB ¢J1yk0bl JIOY pernamenTupyercs:
Otser: 'OCTom

3adanue 3aKpvimozo muna

15. IokymMeHThI KJIacCH(PUIUPYIOTCH CJIeTYIOIIUM 00pa3oM:

a) cIyKeOHbIe MIChbMa, TPUKA3bI, MPOTOKOJBI, aKThI, IOKJIaIHbIE 3aICKH, TOTOBOPA U T.1.
0) pemeHus

B) CIIpaBKHU

OtBerT: a

3aoanue omkpvimozo muna
16. Ha kakue BUABI KIACCH(PUIHMPYIOTCS IOKYMEHTHI 110 MECTY COCTaABJIEHUs1?
OTBeT: BHEIIHUE U BHYTPEHHUE

3aoanue omkpvIinmozo muna

17. Kakoii BHA JAOKYMEHTOB MOJATOTABJIUBAETCH HAa YPOBHE OT/AEJIbHOIO YYpeKIeHUs,
OpPraHM3aluM:

OTBeT: OpraHu3aImOHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI



3aoanue omkpvimozo muna
18. epeuncanre pacnopsiauTe/bHbIE JOKYMEHTHI , ,

OTBeThI: TOCTAHOBJICHHE, PEIICHUE, PACTIOPSHKEHUE, YKa3aHHe, TPUKa3

3adanue 3aKpvimozo muna

19. Boi1eJIsII0T CTAaAUU MOATOTOBKHU PACIOPAIUTETbHOI0 TOKYMEHTA:

a) COIIACOBAHME JIOKYMEHTA U €ro MOIUCAHUE;

0) MOATrOTOBKA MPOEKTA JOKYMEHTA M €T0 TOIIMUCAHHNE,

B) M3Yy4YE€HHUE CYIIECTBA BOIPOCA U MOJTOTOBKA IIPOEKTA IOKYMEHTA;

') 00CY>XKJIeHHEe U IPUHATHE JOKYMEHTA Ha 3aCeAaHUAX KOJUIETHAIIbHOTO OPTaHa;
OTBeTHL B, T

3adanue omKpvInmozo muna
20. K kakoii rpynmne JOKYMeHTOB OTHOCATCS JOKYMEHTBI 110 TUYHOMY COCTABY?
OTBeT: OpraHn3alMOHHO-PACTIOPAIUTEIIbHBIE

3aoanue OMKpbIMo20 muna

21. K kakoii rpynme J0KYMEHTOB OTHOCSTCS peKJIaMHbIe 00bsABJIEHNS, 0030pPbl, TPaUKH,
CIHUCKHU?

OTBeT: cripaBOYHO-UH(POPMALIMOHHBIE TOKYMEHTHI

3aoanue omKpbvimozo muna
22. K kakoii rpynime J0KyMEHTOB OTHOCSTCS NPUKAa3bl, YKA3aHUS, PACHIOPSIKEHUSI, pelieHus ?
OTBeT: pacnopsiAUTENbHBIE TOKYMEHTBI

3aoanue 3akpuimozo muna

23. Kakue 10KyMeHTHI Ha3bIBaIOTC HHGOPMANIMOHHO-CIPABOYHBIMH ?

a) JOKYMEHTBI, PETJIAaMEHTUPYIOILIHE CTPYKTYPY, 3a/1aui, GYHKLINHU NPEANPUITHS, OPraHU3aLHIO €ro
paboThl, mpaBa, 00A3aHHOCTU ¥ OTBETCTBEHHOCTh PYKOBOAMUTENEH U CIIEUANINCTOB,;

0) TOKyMEHTBI, XapaKTepPHU3YIOIHE TPYAOBbI€ OTHOLICHUS MEXY NPEANPUATHEM U paOOTHUKOM,

B) JIOKYMEHTBI, COJeprKaIire HHHOpMaLKIO 0 (aKTUIECKOM MOJIOXKEHUH JIell, CITy’Kalllie OCHOBaHUEM
JUI IPUHATHS PELICHNN, U3JaHKs] paCIIOPSAUTEIbHBIX JOKYMEHTOB;

I') JOKYMEHTBbI, 00pal€HHbIe K HU)KECTOSIIUM OpraHUu3alUsIM, TpyIaM Uil OTAEbHbBIM JIULaM,;

1) IOKYMEHTBI, OTpa)karol1e JOTOBOPHBIE OTHOIIEHUS MEXAY IPEAIPUITHIMH.

OTserT: B

3aoanue omkpvinmozo muna
24. B kaKkuX JOKYMEHTAaX YKa3bIBAIOT CIIPABOYHbIE JaHHbIE 0 MPeINPUITUH?
OTBET: BO BHEIIHNX

3aoanue omkpvIinmozo muna

25. Bce rocyaapcTBeHHble, MYHHIMNAJIbHbIE, YACTHbIe NPEANPHUATHS, OOIIECTBEHHbIE
00beIMHEeHUs 1eCTBYIOT HA OCHOBE
OrtBert: YcraBa

3aoanue omkpoimozo muna

26. Kak Ha3pIBaeTcsi NpPaBOBOW AaKT, oONpeAe/sOlIMIi NOPAIOK o0pa3oBaHus, Ipasa,
00513aHHOCTH W OPraHM3aUMI0 paldoThl NMpeaANnpPUATHSA (OPraHuU3alMM) HAa JJIMTEJbHBIH CPOK
BpeMeHu?

OtBer: Ycras

3adanue omKpvinmozo muna



27. HazoBuTe BUBI IPUKA30B: , ,
a) MPUKa3bl IO OPraHU3AI[MOHHBIM BOIIPOCAM

0) pHUKa3bl 10 OCHOBHOM JESATEIILHOCTH

B) IPUKa3bl 10 INYHOMY COCTABY;

T') IPUKA3HI 110 JOMOJHUTEIILHOMN eATeIHbHOCTH;

1) IPUKA3bl 10 KaJPOBOMY COCTaBY.

OtBeTHI: a, 0, B

3adanue omKpvImozo muna
28. Ilpuka3 u3naércsi Mo Bompocam: : :

OtBethl: 1) co3manus, TUKBUIALMY, PEOPraHU3AUN YUPEKICHUN, OpraHU3aluy NPEANPUITUN U UX
CTPYKTYPHBIX MOApa3ACIICHUI;

2) yTBEepXACHUS MOJIOKEHUN, MHCTPYKIHUM, MpaBWJI U TOMY MOAOOHBIX JTOKYMEHTOB, TPEOYIOIIUX
YTBEPKICHHUS;

3) o KaJIpoBBIM BOMpPOCaM MPpUEMa, YBOJIbHEHUSI paOOTHUKOB U T.1I.

3aoanue 3aKpsimozo muna

29. B TekcTe npuKa3a BblIeJISIeTCS:
a) KOHCTATUPYIOIIasi 4YaCTh

0) pacropsiiuTeNbHAs YaCTh

B) HH(OpMaIIMOHHAS YacTh

r) 0030pHas 4acThb

OtBeTHI: a, 0

3(10(1””8 OMKpblm020 muna
30. ITosokenne ObIBaeT .
OTBET: TUIIOBOE

3aoanue omkpvimozo muna

31. B kakoM [0KYMeHTe 3aKpeIlieHbl [TOJKHOCTHM M YHCJIEGHHBbIN COCTaB MpeInpusTHS
(opranuszauuu) ¢ ykazanueMm ¢onaa 3apadoTHol MaaThI?

OTBeT: B LITaTHOM PACIMCAHUH

3adanue omKpvlmozo muna

32. Kakoii HAOKYMeHT coAep:KUT HH(poOpMAuHMI0 0 NpaBaxX, OOS3aHHOCTAX U (PYHKUIHAX
COTPY/AHUKA NPeNPHUATHS (OpraHu3auuu)?

OTBeT: NOJKHOCTHAS UHCTPYKLUS

3adanue 3aKpvimozo muna

33. B cTpYKTYpY I0J:KHOCTHOI MHCTPYKIMHU BXOAAT CJIeAYIONIHE Pa3iesibl:
a) OOIIKE MOJTOKECHHS

0) TOJDKHOCTHBIE 00s3aHHOCTH

B) KBAIU(UKALMOHHBIE TPeOOBAHUS

I') B3aUMOJIEHCTBUS

1) IpaBa

€) 3apruiara

) OTBETCTBEHHOCTh

OtBeTHI: a, 0, T, 1, X

3aoanue 3akpvimozo muna

34. B ¢popmy.isip-o0pasen 10 1:KHOCTHOM HHCTPYKIMH BXOAAT cieyI0LIHe PeKBU3HTHI:
a) HAaMMEHOBaHHE MUHUCTEPCTBA, BEOMCTBA

0) HaMMEHOBaHUE OpraHu3aluu



B) HAMEHOBAHUE CTPYKTYPHOTO MOPa3ICICHHUS
T) nara

1) HANMEHOBAaHME BHJIa JOKYMEHTA

€) MECTO HU3AaHUs

K) TpUQ YTBEPKIACHUS

3) 3ar0JI0BOK K TEKCTY

1) TEKCT

K) MOJITUCH

J1) pEeKBU3HUTHI

OrtBeTHI: @, 0, B, T, 1, €, XK, 3, U, K

3adanue omKpvInmozo muna
35. AKT, perjiaMeHTHPYIOIIHii OTHOLIIEHHS C MAPTHEPaAMH, HA3bIBAIOT:
OTBET: «JI0rOBOPOM O COTPYAHUUYECTBEY WIIH «JIOTOBOPOM O B3aUMOJICUCTBUI

3aoanue 3aKpoblmo2co muna

36. B 10KyMeHT0000pOTE OPraHU3alH NPUHATO BbIIEIATH:
a) NUCbMa, IIOCTYIAIOIINE B OPraHU3aLMIO (BXOISIIHE)

0) mrcbMa, OTIpaBIISIEMbIE U3 OPTaHU3AINH (MCXOSIINE TTHCHMA)
B) apXUB MHCEM

I') BHYTPEHHIOIO MIEPENTUCKY

1) MIChMa-cIiamM

OrtBeTHL: 2, 0, T

3aoanue 3akpvimozo muna

37. Ha3oBuTe BUABI HCEM, HCIIOJIb3YeMbIX B YIIPABJIEHHU:
a) MIChbMa-TIPOCHOBI

0) muChMa-OTBETHI (OTKA3bI)

B) COIIPOBOJUTENbHBIEC MMCHEMA
I') JOTOBOPHBIE TUChbMaA

1) IICbMO-HAIIOMUHAaHNE

€) MUChMa-TIPUTJIALICHUS

) MACBMa-TIPEUI0KECHHUS

3) NUChbMa-pa3perIeHUs

1) MHCbMAa-TIOATBEPKICHUS

K) IHMCbMa-00bSICHEHUS

J1) MUChMa-00BABIICHUS

M) IMCbMa-TIO3APaBICHUS

H) UH(QOPMAIOHHBIE TUChMA
OtBertsl: a, 0, B, T, 1, €, X, 3, U, H

3adanue omKpvImo2o muna

38. Obs13aTEILHOIO OTBETa TPEOYIOT CJlIeAyIolIie HHUIUATHBHbIE MUCbMA:

OTBeThl: MUCHMO-TIPOCKOA, MUCHMO-3aMPOC, MHUCHMO-TPEUIOKEHNE, MHCbMO-peKiaMalus, MUCbMO-
IIpUTJIalleHue

3aoanue 3aKkpvimozo muna

39. Kakum ciocodom ciieayer opopmuthb aaty «20 okrsiopsi 2000 r.» B 1eJIOBBIX MHCbMAaX?
a) 20/10/00

0) 20.10.00

B) 20 okTsi6pst 2000 1.

r) 2000. 10.20

m) 20.10. 2000



OTBETHL B,

3aoanue 3aKpvbimo20 muna

40. Kakue BHJBI 0J1AHKOB PEKOMEHIYIOTCH HA NMpeInpUATHN?
a) OJIaHK /17151 BHYTPEHHHX JIOKyMEHTOB (0OIIHNiA)

0) GaHK Ci1y’)KeOHOTO TUChMa

B) JUIsl BHEIIHUX JOKYMEHTOB (TIUCEM)

r) OJIaHK KOHKPETHOTO BHJIa JOKYMEHTOB

OrtBeTHI: @, O, T

CocTaBUTENb: T. H. Jlanoxxuna

« » 20 .




