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IacnopT OLEeHOYHBIX MATEPHUAJIOB
no aucuuminae «IEJIONMMPOU3BOACTBO U JOKYMEHTOBEJIEHUE »

1. Mopnean KOHTPOJIMPYeMbIX KOMIIETEeH LM :

[Tponecc n3yyeHHs JUCUUIUIMHBI HAIPABJICH Ha (JOPMUPOBAHHE CIIETYIOLIIX
- YHMBEPCAJIbHbIX KOMIIETEHIIUIi:
YK-2. CriocobeH omnpenensaTh KPyr 3ajad B paMKaX IMOCTABJICHHOH IEJIM U BBIOMPATh ONMTHUMAJbHBIC
CIOCOOBl WX pELICHHs, HMCXOAS M3 JCHCTBYIOIIMX IPABOBBIX HOPM, HMMEIOLINXCS PECypcoB H
OTpaHUYCHUH.
- 001enpodeccuoOHATBLHBIX KOMIETeH Mii:
OIIK-1. CnocobeH mNpUMEHATh TMOJXy4YEHHbIE 3HAaHHWA B 00JacTH  KyJbTYpPOBEICHHUS U
COILIMOKYJIBTYPHOTO MIPOSKTUPOBAHUS B IPOPECCUOHATBHOM IEATETFHOCTH U COLUAIBHON PAKTUKE.

B pe3ynbrare ocBOEHUS NUCHUIUIMHBI 00YUYaIOUTHICS TOJIKEH:

3HATh: OCHOBBI KyJIbTYPOBEICHHUS;

- IPUHIIUIIBI, METOJAUKHU U TEXHOJOTHH COLMOKYIBTYPHOTO MPOSKTUPOBAHMUS;

- OCHOBHBIE KOHIEHIIMH PA3BUTHUS YUPEKICHUH COLUATBHO-KYIBTYPHOM chephl.

YMmeTnb: cobupats HHPOpPMALIHIO ¢ 0OpalIeHHEeM K Pa3IMYHbIM UCTOYHUKAM, CTPYKTYPUPOBATh
nH(OPMAIIHIO;

- aHAJIM3UPOBAThH COLIUATBLHO-KYJIBTYPHBIE TIPOCKTHI;

- BBICKA3bIBaTh CYXXJCHHE O IeIeCO00pPa3HOCTH NMPUMEHEHHUS KYJIbTYPOJIIOTHIECKUX 3HAHHUN B
npodeccuoHaNbHOM EeATEIbHOCTH U COIIMAIbHOM MPaKTUKE.

Biajners: HaBBIKAMH TPUMEHEHHS HCCIIEHAOBATENIbCKUX M TPOEKTHBIX METOJOB B
npodeccuoHabHOU chepe;

- HaBbIKaMU cOopa, 00paboTKH, aHanu3a U 00001eHus HMH(POPMALMIO O MPHUOPUTETHBIX
HAIMPAaBIICHUSAX PA3BUTUS COLIMATLHO-KYIBTYPHOMU chepbl U OTACIbHBIX OTpaciieil KyJIbTypBhI.



2. IlporpaMma oLleHMBAHMS KOHTPOJIHPYeMOii KOMIIETEeHIIUH:
Ounas, 3a04Hast popma 00ydeHus

Ne |  KouTtpoJsupyemblie pa3aesabl (TeMbl) TUCHHILTHHBI Kon HaumenoBanue
n/ KOHTPOJIMPYEeMO OLIEHOYHOI0
n i KOMIIETeH UM cpeacrsa

1 | Pazngen 1. Opranu3anus U TeXHOJOTHS pabOThI ¢

YcrHblii onpoc
YIPaBICHYECKUMU JOKYMEHTaMHU

4 | Pazaen 2. Opranuzanus J0KYMEHTAIIHOHHOTO
obecrnievueHus ynpapieHUs B OMOIHOTEYHO-
WH()OPMAITMOHHBIX YUPEKICHHUIX

YcrHblii onpoc

5 | 9x3amen (7 cemectp) TectupoBaHue




O0J1acTHOE rocy1apcTBeHHOE O107KeTHOEe 00pa3oBaTe/IbHOE YUpeKAeHUeBbICIIEero 00pa3oBaHus

«CMoO1eHCKHH TOCYAapCTBEeHHBI HHCTUTYT HCKYCCTBY»

Kadenpa bubauoreuno-uHGpopManuOHHOMN 1eSITeIbHOCTH

Bomnpocsl 111 yCTHOTO onpoca

no aucuumimae «JEJIONMMPOU3BOACTBO U JOKYMEHTOBEJIEHUE »

Onpoc — cpeacTBO pa3BUTHS MBIIUIICHHUS W peud, OH 00JajaeT OONBIIMMH BO3MOXKHOCTSIMU

BOCIIUTATCIIbHOI'O BOSHeﬁCTBHH npenoaaBaTeis.

Bce mempi.

Kpurepumn oneHku:

OLIEHKA

TPEBOBAHMUSA K 3BHAHUAM

OTJIMYHO

CTaBUTCS, e€clM OOydaroUMiics IOJIHO M3JIaraeT H3y4YeHHbIN
Marepuayn, JacT  IPaBHIBHOE  OIPEACIICHHOE  IOHSATH;
oOHapy’KMBaeT NMOHMMaHUE MaTepuaia, MOXKET 00OCHOBATh CBOU
CYy)KJICHHsl, IIPUMEHUTb 3HAaHWS Ha I[PAKTUKE, IPHUBECTH
HEOOXOIUMBbIE IPUMEPbl HE TONBKO 10 Y4YeOHUKY, HO U
CaMOCTOSITEIILHO COCTaBJICHHBIE; U3JIaraet MaTepuan
[IOCJICIOBATEIbHO M IPAaBUIBHO C TOYKU 3PEHHUS HOPM
JIUTEPATYPHOTO SI3bIKA.

XorPomio

CTaBUTCS, €CJIM OOYyYarOUIUHCs JaeT OTBET, YJIOBJIETBOPSIONINN
TEeM XK€ TPeOOBaHUSM, YTO U IS «OTIMYHO», HO JOMycKaer 1-2
omMOKH, KOTOpBIE caM »KE& HCIpaBiseT, U 1-2 Hemodera B
MOCJICAOBATEIIPHOCTH | SI3BIKOBOM O()OPMIICHUH U3JIaraeMoro.

YAOBJIETBOPUTEJIBHO

CTaBUTCs, €CInN 06}/‘{3}01]_[1/117105{ O6H8.py>KI/IBaeT 3HAaHUC H
IMOHMMAaHHE OCHOBHBIX ITOJIOKCHHI JTaHHOM TEMBI, HO H3JIaract
MaTepHrall HCIIOJIHO W AOIYCKACT HETOYHOCTH B OIPCACICHHUU
HOHSITI/II\/JI; HEC YMEET AOCTATOYHO FJ'I}’6OKO n J0Kas3aTcJIbHO
000CHOBAaTh CBOH CYKACHUSA U NMPUBCCTH CBOU IPUMCEPDBI; U3JIaract
MaTcpHrall HEMMOCICA0OBATCIIbHO U JOITYCKACT OIINOKHU B S3LIKOBOM
Oq)OpMJ'IeHI/II/I n3JjaracmMoro.

HEYJIOBJIETBOPUTEJIBHO

CTaBUTCSI, €CJIM 00yJaronuiics oOHapy>KUBAEeT HE3HAHUE OOJIbIIEH
YacTH COOTBETCTBYIONIETO pasjieia H3y4aeMoro marepuana,
JIOTTyCKaeT OIMUOKH B (POPMYITHUPOBKE OMPEICICHHH, HCKAXKAIOIINE
UX CMBICI, OECHOpSIOYHO M HEYBEPEHHO H3JlaraeT MaTepua.
OrieHKa «HEYIOBICTBOPUTEIIEHO» OTMEYACT TaKWe HEIOCTATKH B
MOJATOTOBKE, KOTOPBIE SIBISIOTCSI CEPHhE3HBIM MPEMSITCTBUEM K
YCIIEUTHOMY OBJIQ/ICHUIO TIOCJIEAYIOUINM MaTEPHATIOM.

Ilepeyenb npuMepHBIX BONPOCOB /IS YCTHOI'O OIIpoca
(Pazmen 1. Opranu3amnusi M TEXHOJIOTHSI PadOTHI ¢ YNIPaBJIeHYeCKUMH T0KYMEHTAMM):

ONoGa~WNE

XapaKTepUCTHKA.

YHupuuupoBaHHbIe CUCTEMBI JOKYMEHTAIUH.

YHuHUIMpOBaHHAs CUCTEMa OPraHU3AIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIUH.
VYHupuuupoBanHas cucTeMa JOKYMEHTAIUU 110 TPYAY.

['ocynapcTBeHHas cucTeMa JOKYMEHTAMOHHOTO 00eceueH s yIpaBIeHHUs.
HopmaTtuBHo-MeToinueckas 6a3a J0KyMEHTAllHOHHOTO 00€CTIeYeH s YITPaBICHUSI.
MogenupoBaHue yIpaBIeHUYECKUX JOKYMEHTOB.

CpaBHUTENIBHAS XapaKTEPUCTHUKA CUCTEM YIIPABICHYECKON JOKYMEHTALMH.

HopmaruBHas 6a3a JOKyMEHTAIlMOHHOTO OO€CleUYeHHUs YHpPAaBICHHs: COCTaB M oOImas




9. Knaccudukanus CUCTEM JOKYMEHTAIUH.

10. Cuctema opraHHU3aIMOHHO-TIPABOBON TOKYMEHTAIlMU: Ha3HAY€HWEe, COCTaB, OCOOCHHOCTH
CTPYKTYPBI.

11. Cucrema MIaHOBOM JOKYMEHTAIMH: Ha3HAYEHUE, COCTaB, OCOOCHHOCTH CTPYKTYPHI.

12. Cucrema pacnopsaMTeNbHON  JOKyMEHTAllMM: Ha3Hau€HHe, COCTaB, OCOOCHHOCTHU
CTPYKTYPBHI.

13. Cucrema crpaBo4HO-UH(DOPMAIIMOHHOW H  CHPABOYHO-aHATUTHUYECKOW JTOKYMEHTAIHH:
Ha3HAYEHUE, COCTaB, 0COOCHHOCTU CTPYKTYPHI.

14. Cucrema OTYETHOM JIOKyMEHTAIIMU: Ha3HAUEHHE, COCTaB, 0COOCHHOCTH CTPYKTYPHI.

15. Cucrema JOKyMEHTallMM N0 JIMYHOMY COCTaBy: Ha3HAu€HHE, COCTaB, OCOOCHHOCTHU
CTPYKTYPBHI.

16. Cucrembl yrpaBlieHYECKOM JOKYMEHTALMHU: COCTAB U 00Iasi XapaKTepPHCTHKA.

17. YupaBneHUeCKue TOKYMEHTBI: COCTaB PEKBH3UTOB, OCOOCHHOCTH TOCTPOCHHUSI TEKCTOB U
obmmue TpeboBaHUs K 0POPMIICHHIO.

18. Kimaccudukanust yauuimpoBaHHbIX (OpM TOKYMEHTOB.

19. ®opmynsap-obpaser: onpeneneHue, TpeOOBaHUS K TTOCTPOCHUIO.

20. JlenoBbie mUchMa.

21.Cramuu co3maHus yHU(QUIMPOBAHHBIX CHUCTEM JOKYMEHTALMW: COCTaB W  oOmias
XapaKTePUCTHKA.

22. bnaHKy JOKYMEHTOB: BHJIBI, 0OCOOCHHOCTH O(POPMIICHHSI.

23. OcHOBHBIE TPeOOBaHHS K COCTABICHUIO HOMEHKJIATYPBI JCII.

24. OcHOBHBIE Tanbl PadOTHI C YIPABICHYECKIMHU JOKYMEHTAMHU: XapaKTePUCTUKA, TEXHOJIOTHS
peau3aium.

25. Peructparusi JOKyMEHTOB H KOHTPOJIb 32 CPOKAMH HCIIOJTHEHHS.

26. DJIeKTpOHHAs CUCTEMa YIPaBIICHUS JIOKYMEHTOOOOPOTOM.

27. TexHonOTUM  DJEKTPOHHOTO  YMPABJICHUS  JOKyMEHTaMH: Kjaccupukamus, oouias
XapaKTePUCTHKA.

Ilepeyens NpuMepHBIX BONPOCOB /ISl YCTHOIO OIIpoca
(Pa3zmest 2. OpraHu3anusi JOKYyMeHTAIHOHHOTO o0eclevYeHusl ynpaBJieHusi B OUOJIHOTEYHO-
WH(POPMALMOHHBIX YUPEKIEHUSIX):

1. JlokymMeHTOOOOpOT: TOHATHE, OCOOCHHOCTH  OpraHuW3alid B  WH()OPMAIMOHHO-

OUOIMOTEUHBIX YUPEKACHUSAX.

Opranuzanus TOKyMeHT0000poTa B HH(POPMAITMOHHO-OUOIMOTEUHOM YUPEKICHHUH.

3. VYmpaBieHueckne JOKYMEHTbl B HMH(OPMAIMOHHO-OMOIMOTEYHOM YUPEXKAECHUHU: COCTaB,
CTPYKTYypa, 0COOEHHOCTH (DYyHKLIHOHUPOBAHUSI.

4. Cnyx0a DOKYMEHTAI[MOHHOIO OOecHeueHHsl YHpaBJIE€HUS B CTPYKType HH(OPMaIMOHHO-
OMOIMOTEYHOTO YUPEIKICHUSI.

5. TexHonorus co3gaHus JOKYMEHTOB, PETVIAMEHTHUPYIOLIMX JESATEIbHOCTH ciykObl JIOY B
MH(OPMALIMOHHO-OMOIMOTEYHOM YUPEKICHHUH.

N

CocTaBHuTeNnb: T. H. JIanoxnHa

«

» 20 T




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

3ajganus 1Jis NPOBedeHUsI TECTHPOBAaHHUS (IK3aMeHa)

no puctummie « IEJIOIMPOU3BOACTBO U JOKYMEHTOBEJIEHUE »
Tect — MeTo M3yUYeHUS TITYOHMHHBIX MPOLECCOB JEATEILHOCTH CUCTEMBI, TOCPEICTBOM MOMEIICHUS
CUCTEMBI B pa3HbIC CUTYAIlUU M OTCIICKUBAHUE TIOCTYITHBIX HAOIIOICHUIO N3MEHEHUH B HEH.
Bce mempui.

Kpurepumn oneHku:

OIHEHKA TPEBOBAHUSA K 3SHAHUAM
OT/IMYHO CTaBUTCS 32 PabOTy, BBHITOJHEHHYIO MOJIHOCThIO 0€3 ONIMOOK U
HEJIOUETOB.
), €0) 4 0J11(0) CTaBHTCSA 3a paboOTy, BBINOJIHEHHYIO TIOJHOCTBIO, HO TIpH

HaJU4YMKM B HEW He OoJiee OJHOW HErpyO0oil OIMMOKH M OJHOTO
Hejo4eTa, He 0oJiee TpeX HEI0UETOB.

YAOBJIETBOPUTEJIBHO CTaBUTCS, €ClIM 00ydYarolIuiics MPaBUILHO BBIIIOJIHUI HE MEHeEe
2/3 Bceld paboOThl WM [OIMYyCTHJ HE Ooyiee OAHOW TpyOoii
OIIMOKY U JBYX HEJIOUETOB, HE OoJiee 0/1HOM Tpy0oil U 0/IHOM He
rpyOoii ommOku, He Ooyiee Tpex HErpyObIX OMIMOOK, OJIHOM
HerpyOoil ommOKu U TpeX HEI0YeTOB, MPH HAJTMYHUU YEThIpeX-
IISITU HEJIOUETOB.

HEYJAOBJIETBOPUTEJIBHO | craButcs, €ciid 4UCIO OMIMOOK U HEJOYETOB MPEBBICUIIO HOPMY
JUISL OLIEHKH «YyJIOBJIETBOPUTEIIBHO» WM MPABWIBHO BBIITOJIHEHO
He MeHee 2/3 Bceill paboThl.

Tect nmo qucuuninHe (7 ceMecTp - IK3aMeH)

Bce Bonpockl — YK-2. CriocobeH onpenensats Kpyr 3a/1ad B paMKax MOCTaBICHHOH 1eNTd U BRIOUPATh
OINTHUMAJIbHBIE CITIOCOOBI HX pelICHuA, NCXO U3 I[@P'ICTByIOHIPIX IMPaBOBbLIX HOPM, HMCIOIIUXCA
PECYPCOB U OTPAHUYECHUN.

3adanue 3aKpvimozo muna

1. BeiOepuTe npaBuiIbHOE ONpeAeIeHHE NeT0NPON3BOACTBA:

a) OTpacib JAEITEeIbHOCTH, oOecneuMBarolias JOKyYMEHTHUPOBaHME M OpraHu3aluio padoThl C
oumaNbHBEIMU JOKYMEHTAMH;

0) AesaTenbHOCTb, 00eceunBaroIlas OpraHu3anuio padboTsl ¢ 0(ULIKaIbHBIMU JOKYMEHTaMHU;

B) IOKYMEHTAIlMOHHOE obecnieueHne (pyHKIUI ynpaBieHus.

Orser: a

3aoanue 3aKkpoimozo muna

2. Kak onpepeasiercsi 1okymMeHnT B 'OCTe P 51141-98 «/lesionpou3BoaCTBO M apXHUBHOE 1€J10.
TepMuHBI U OnIpeeIeHUS»:

a) 3a(UKCHUpOBaHHAs HAa MaTepHaJIbHOM HOCHUTENe MH(pOpMAlMs ¢ PEKBU3UTAMHM, MO3BOJSIONIMMU €€
UICHTUQUIHPOBATH;

0) 3aduKCcUpoBaHHAsA HA MAaTEPUAIILHOM HOCHUTENE HHPOPMALUS;

B) MaTepHaJIbHBIM HOCUTENb C 3aUKCUPOBaHHON Ha HEM HMH(OpManMel B BUJE TEKCTa, 3BYKO3AMMCH,
n3o0pakeHUst W (WIM) MX COYETaHMSA, KOTOPBIH MMEET PEKBH3HUTHI, IO3BOJSIONIUE €ro



UICHTH(QUIUPOBATh, W TMPEIHA3HAUEH [UIsl TepeJayd BO BPEMEHU U TPOCTPAHCTBE B IIENAX
OOIIECTBEHHOTO UCTIOJIB30BAaHUS U XPAHCHHS.
OTtBeT: a

3aoanue 3aKpvimo2o muna

3. JlIokyMeHTHPOBaHMeE MPeACTABJsAET CO00Ii:

a) TPOIECC TOJrOTOBKA M CO3JIaHUsI JIOKYMEHTOB, COBOKYITHOCTh PabOT MO JOKYMEHTHPOBAHHUIO
NEeSITeIbHOCTH YUPEXKICHUSI U OPTaHU3allUU B HEM JIOKYMEHTO000pOTa;

0) COBOKYITHOCTH pabOT MO JOKYMEHTHPOBAHUIO JACSITEILHOCTH OpraHU3aIiH.

B) INpoIeCC MOATOTOBKM M CO3JaHMUS JOKYMEHTOB, a TakKe JOKyMEHTAIlMOHHOE OOecredeHue
(GyHKUMN yIIpaBIeHHs U BUIOB paboT.

OTBeTHL: 2, B

3aoanue 3aKpoblmozco muna
4. OnpeneauTe NPUHIMIBI JOKYMEHTHPOBAHMUS
a) 1enecoo0pa3HOCTh

0) TPaBOMOYHOCTH

B) JIOCTOBEPHOCTD

T') IOJTHOTa HUH(OPMAIHH
1) TEXHOJIOTHYHOCTb

€) OIepaTUBHOCTH

) CHCTEMHOCTb

3) KpaTKOCTh

n) royOuHa

OrtBeTHL a, 0, B, T, 1, €, K

3aoanue 3akpvimozo muna

5. Hem ompeaeiisieTcsi COCTAB YIIPaBJIEHYECKHX JOKYMEHTOB:

a) KOMIIETEeHIMeH U PyHKUUAMHI OpraHu3alny;

0) MOPSAKOM PEIICHUS BOTIPOCOB;

B) 00bEMOM U XapaKTepOM B3aUMOCBS3EH C IPYTHMHU OpraHU3alUsIMU;
I') CTPYKTYypOH OpraHu3ally;

1) PELIEHUEM PYKOBOJIUTEISL.

OrBert: a, 0, B

3adanue 3aKpoimozo muna

6. HopmaTuBHBIE JOKYMEHTBI, YCTAHABJIUBAKOIINE ¢UHbIEe TPeOOBAHUS K JOKYMEHTHPOBAHUIO
yIpaBJjieHYeCKOM 1eITeJIbHOCTH U OPraHUu3aluu padoThl ¢ JOKYMEHTAMU:

a) 'OCT P 7.0.97-2016 CUBU ]I «OpraHn3aiimoOHHO-PACTIOPAIUTENbHAS JOKYMEHTAIUSY,
0) O6epoccuiickuii Kiaccupukarop ynpasieHuecko nokymenrtamuu (OKY[I);

B) YHu¢unuponanHas cucrema fokymentanuu (YCJ);

r) [IpuMepHas HHCTPYKIIUS 10 JACIOMPOU3BOACTBY B TOCYIaPCTBEHHBINA OpraHu3aiusax (yTB.
ITpuxazom Pocapxua ot 11.04.2018 Ne 44);

1) ['ocyaapcTBeHHas cucTeMa JOKyMEHTaImoHHOro obecrneuenus ynpasienus (ICA0Y);
) JlomKHOCTHAs HHCTPYKITHSI.

OtBet: a, 0, T, I

3aoanue 3aKkpvimozo muna

7. Yauuxkauus — 310:

a) OJIMH W3 METOJIOB CTAaHJAPTU3AIMH, TO3BOJIIIONINN TMPUBECTH PA3TUYHBIC BApUAHTHI HAIMCAHUS
JIOKYMEHTOB K €IMHOH (opMe;

0) OIMH U3 METOJIOB HAIMCaHUs B €AMHOMN popMe;

B) IIPUBEJICHUE B €IMHOOOPA3HON CUCTEME UITH opMe.



OTtBeT: a

3aoanue 3akpvimozo muna

8. YHudukanus 10KyMeHTOB 3aK/JII04A€TCs B:

a) YCTaHOBJIGHHMHM eIWHOOOpasusi cocTaBa M (OPM YIPABICHYECKUX TOKYMEHTOB, (DUKCHUPYIOMIHUX
OCYIIECTBIICHHE OJHOTUITHBIX YIIPABICHYECCKUX (YHKIIHIA;

0) ycTaHOBJIEHUHU equHO00pa3ust popM yrpaBiieHIECKUX JOKYMEHTOB,;

B) OCYILECTBJICHUH OJHOTHUITHBIX YIIPABICHYECKUX (DYHKIHUI.

OrtserT: a

3aoanue 3aKpvLimo20 muna

9. B kakuX 1eJAX NpuMeHsieTcsl yHupUuKanus:

a) JUTsl COKpAIICHUs KOJTMYECTBA MPUMEHSIEMBIX JJOKYMEHTOB;

0) U1 TUMU3AKUH X (DOPMBI;

B) JUIsl CHIDKCHHUS 3aTpaT Ha MOJATOTOBKY M 00paboOTKY;

T) U JOCTHKEHUSI HHPOPMALIMOHHOM COBMECTUMOCTH aBTOMAaTU3UPOBAHHBIX 0a3 TaHHBIX;
1) 7151 yBEJIMYEHUSI 3aTpaT Ha MOJrOTOBKY U 00paboTKYy.

OrtBeT: @, 0, B, T

3aoanue OMKpbIMo20 muna

10. Ykaxkute, B KaKOM roAy M3/aHbl OCHOBHbIe TPe0OBaHHS K O(OPMIICHHI0O JOKYMEHTOB B
I'OCTE P® 6.30-? «YHupuuupoBaHHbIe CHCTEeMbl [JOKYMEHTAUMH. YHH(PUUHMPOBAHHAA
CHCTEMAa OPraHH3alMOHHO-pACHOpPAAUTE]bHON AokyMeHTanuu «TpeGoBanusi Kk odopmieHHI0
TOKYMEHTOB»?

Ortger: 2003

3aoanue 3aKpsimozo muna

11. CrangapTusanusi J0KyMeHTOB - 3TO:

a) opma ropuaNYecKOoro 3aKperieHus: nHpopMaIuu;

0) popma IOPUIUIECKOTO 3aKPETUICHHSI POBECHHON YHU(PUKAIIUY U YPOBHSI €€ 0053aTeIbHOCTH;
B) pa3paboTKa OTpacieBbIX KJIACCU(PUKATOPOB TEXHUKO-?KOHOMUYECKON HH(OpMAIUH.

OtserT: a

3aoanue omkpoimozo muna

12. Ykaxxure TpeOOBaHHUs, KOTOpPbI¢ COACHCTBYIOT YCTAHOBJICHHMIO €IHMHOO0Opa3usi COCTaBa M
¢opm  ynpaBiieHYeCKHMX [OKYMEHTOB, (HKCHPYIOIIMX  OCYLIeCTBJIeHHEe  OJHOTHIHBIX
ynpabjeH4YecKHX QYHKUMA U 32124 :

OTBeThl: cTaHAapTH3aLMUS, YHUDUKAIHS

3adanue omKpvlmozo muna
13. PexBu3ut (0T Jat. reguisitum) osnauaer
OtBeT: TpebyeMoe, HeoOX0IUMOe

3adanue omKpvImozo muna
14. JlessiTesibHOCTH PA60THUKOB ¢J1yk0bl JIOY pernamenTupyercs:
Bepuo: 'OCTom

3aoanue 3aKpvbIMo20 muna

15. JlokyMeHTBI KJacCH(UIUPYIOTCS CJIeAyI0UUM 00pa3om:

a) cIry>keOHbIEe TMChMa, TIPUKAa3bl, POTOKOJIBI, aKThI, JOKJIAIHBIE 3aIMMCKH, IOTOBOPA U T.JI.
0) peuieHus

B) CIpaBKHU

OtsBer: a



3adanue omKpvImozo muna
16. Ha kakue BUBI KJIACCH(PUIIUPYIOTCHA TOKYMEHTHI M0 MECTY COCTaBJIeHHs?
OTBeT: BHEIIHHE U BHYTPEHHUE

3adanue omKpvInmozo muna

17. Kakoii BHJA JA0OKYMEHTOB MOJATOTABJIMBAETCA Ha YPOBHE OTAEJIbHOIO YYpeKIeHusl,
OpPraHM3aluM:

OTBeT: OpraHN3alMOHHO-PACTIOPAIUTEIIBHBIE TOKYMEHTHI

3a0auue OMKpbIMO20 muna
18. Ilepeuncanre pacnopsiiuTe/IbHbIe JOKYMEHTHI. , ,

OTBeTHI: IMOCTaHOBJICHUEC, PCIICHHUE, pACIIOPAXKCHUEC, YKAa3aHUE, ITPUKa3

3aoanue 3aKpvlmo2co muna

19. BoiaeJisIlOT CTAAMU MOATOTOBKH PACHOPAIUTEIHLHOI0 TOKYMEHTA:

a) CorjacoBaHUe JOKYMEHTA U €ro MOANUCAHUE;

0) MOArOTOBKA MTPOEKTA JOKYMEHTA M €r0 MOANCAHUE;

B) U3y4Y€HHUE CYIIECTBA BOIIPOCA U MOJATOTOBKA MPOEKTa TOKYMEHTA,

') 00CY>KJIeHHE U IPUHATHE JOKYMEHTA Ha 3aCeAaHUAX KOJUIETHAIbHOTO OPTraHa;
OTBeTHIL: B, T

3aoanue OMKpbIMo20 muna
20. K kakoii rpymnmne 10KyMEeHTOB OTHOCATCH JOKYMCHTLI I10 JINYHOMY COCTaBy?
OTBeT: OpraHu3alMOHHO-PACIIOPAAUTCIbHBIC

3aoanue OMKpbIMo20 muna

21. K kakoii rpynme J0OKyMEHTOB OTHOCSTCS PeKJIaMHbIe 00bsABJICHUS, 0030PbI, IPA(UKH,
cnuckmn?

OTBeT: cipaBOYHO-UHPOPMAIIMOHHBIE TOKYMEHTHI

3adanue omKpvlmozo muna
22. K kakoii rpynmne J0KyMeHTOB OTHOCSITCS NPUKAa3bl, YKA3aHUS, PACTOPSIKEH U1, pelieHus ?
OTBeT: pacnopsIAUTENbHBIE TOKYMEHTBI

3adanue 3aKpvimozo muna

23. Kakue 10KyMeHTbI Ha3bIBAIOTCSH HH(POPMAIMOHHO-CIIPABOYHBIMH ?

a) JIOKYMEHTBHI, PerIaMEHTUPYIOIINUE CTPYKTYPY, 3a7a4u, PYHKIIUU TIPEATPUATHSI, OPTaHU3AIUIO €T0
paboThl, TpaBa, 003aHHOCTU ¥ OTBETCTBEHHOCTh PYKOBOAMUTENEH U CIIEIUANINCTOB,

0) TOKYMEHTBI, XapaKTEPU3YIOIIHE TPYIOBbIE OTHOIICHHS MEXIY MPEANPUATUEM U paOOTHUKOM,

B) JIOKYMEHTHI, CoAepKaIire nHHopManuoo o GakTHIECKOM MOJI0KEHUH Jell, CITy’Kallie OCHOBAaHUEM
JUISL IPUHATHUS PENICHUN, U3JaHUS PACIIOPAIUTEIIbHBIX JOKYMEHTOB;

T') JOKYMEHTHI, 00paliéHHbIe K HIKECTOSIIUM OPTaHU3aIHSIM, TPYIaM UIH OTACIbHBIM JTUIaM,

1) TOKYMEHTBbI, OTpakarol[ue JOrOBOPHBIE OTHOUICHUS MEXAY MPEANPUSITHIMHU.

OTBeT: B

3aoanue omkpvIimozo muna
24. B kaKHX JOKYMEHTAX YKa3bIBaIOT CIPABOYHbIE JAHHbIE O MPeXNPUITHH?
OTBeT: BO BHEIIHUX

3adanue omKpvImozo muna

25. Bce rocyaapcTBeHHbIe, MYHUIIUNAJIbHbIE, YACTHbIe NPEANPHUATHS, OOIIECTBEHHbIE
00beIMHEeHUs 1eiiCTBYIOT HA OCHOBE
OrtBert: YcraBa




3aoanue omkpvimozo muna

26. Kak Ha3pIBaeTcsi MNPaBOBOW AaKT, oONpelesiiONIUil TMOPSA0K o00pa3oBaHusl, NpaBa,
00S1I3aHHOCTH M OPraHM3AlMI0 PadOThl NpeaNpuATHS (OPraHU3aAUMHM) HA UIMTEJbHBIH CPOK
BpeMeHu?

OtBet: YcraB

3aoanue OMKpbIMO20 muna

27. HazoBuTe BH/BI IPUKA30B: , ,
a) MPUKa3bl IO OPTaHU3AIMOHHBIM BOIIPOCAM

0) mpHKa3bl 0 OCHOBHOM JEATEIILHOCTH

B) IIPUKA3bI I10 TUIHOMY COCTaBY;

T') IPUKAa3bl M0 JOTOJHUTEIBHOMN 1ESITeIbHOCTH;

1) IPUKA3bl IO KaAPOBOMY COCTaBY.

OrtBeTHL a, 0, B

3adanue omKpvIMo20 muna
28. Ilpuka3 u3naércsi Mo BOMpoOcam: , ,

OtBethl: 1) co3ganus, TUKBUIALUHU, PEOPTaHU3ALUN YUPEXKICHUHN, OpraHu3aluy IpeJIpUsITUil U UX
CTPYKTYPHBIX IIOAPA3ACIICHUN;

2) yTBEpXACHUS TOJIOKEHUH, WHCTPYKUUH, MPAaBUI U TOMY HOJOOHBIX JOKYMEHTOB, TPEOYIOMIMX
YTBEPKICHHUS;

3) Mo KaAPOBEIM BOIpOCaM puéma, yBOJIbHEHUSI pAOOTHUKOB U T.1I.

3aoanue 3aKpuimozo muna

29. B TekcTe nmpuka3a BbleJIsieTcs:
a) KOHCTaTUPYIOIas YacTh

0) pactiopsIUTENIbHAS YacCTh

B) MHPOpPMAIIMOHHAS YacTb

r) 0030pHas 4acTh

OTBeTHL: a, 0

3aoanue omKpvinmozo muna
30. [Tos10:keHue OLIBAET .
OTBeET: THIIOBOE

3aoanue omkpeimozo muna

31. B KkakoM JOKYMEHTe 3aKpeIuieHbl [0JKHOCTH M YHCJIeHHbIii COCTaB NpeInpusiTHA
(opranmsanum) ¢ ykazanueMm (poHga 3apadoTHO# miIaTel?

OTBeT: B IITaTHOM paclyuCaHuu

3aoanue omkpvIimozo muna

32. Kakme JA0OKYMeHTBHI COAep:KUT HHPOpMANHI0O O mNpaBax, OOSA3aHHOCTAX U (PYHKIMAX
COTPYAHMKA NpeanpuAaTHs (Opranu3anumn)?

OTBeThI: TPYZOBOM 10rOBOP, TOJKHOCTHASL MHCTPYKIUSA

3adanue 3aKpvimozo muna

33. B CTPpYKTYpY J0J:KHOCTHOI MHCTPYKIMHU BXOAAT CJAeYIONIUE Pa3aesibl:
a) OOIIIKE MOJOKCHHS

0) TOJDKHOCTHBIE 00s3aHHOCTH

B) KBAIM()UKALMOHHBIE TPEOOBAHUS

T') B3aUMOJICHCTBUS

1) paBa



€) 3apIuiara
) OTBETCTBEHHOCTh
OtBeTHI: a, O, T, 1, XK

3aoanue 3aKpvimo2o muna

34. B popmysisip-oopa3en 101KHOCTHOM HHCTPYKIIMU BXO/ISIT CJeAyIOlIie PEKBU3UTHI:
a) HAMMEHOBAHME MUHUCTEPCTBA, BEAOMCTBA

0) HAaMMEHOBAHUE OPraHU3AINH

B) HAMEHOBAHUE CTPYKTYPHOTO MMOPa3ICICHHUS
T) nara

1) HAMMEHOBAHKE BHJIa JOKYMEHTA

€) MECTO U3AaHUs

K) TpUQ yTBEPKIACHUS

3) 3aroJIOBOK K TEKCTY

1) TEKCT

K) MOJITUCH

J1) pEeKBU3HUTHI

OtBeThl: a, 0, B, T, 1, €, X, 3, U, K

3aoanue OMKpbIMo20 muna
35. AKT, peFJIaMeHTI/IpleHII/Iﬁ OTHOIICHHUA C MAPTHEPaAMH, HA3LIBAIOT:
OTBeT: «AOTOBOPOM O COTPYAHHUYECCTBE) NI «JOIOBOPOM O B3aUMOJCHCTBUL

3aoanue 3aKpsimozo muna

36. B 10kyMeHT0000pOoTe OPraHu3alui NPUHATO BbIAEJISATh:
a) MUChMa, MOCTYMAIOIINE B OPTaHU3AIMIO (BXO/ISIINE)

0) nMuchMa, OTIPaABJISIEMbIC U3 OpTraHU3aINH (UCXO/ISIIHNE THChMA)
B) apXUB IHCEM

') BHYTPEHHIOIO MIEPEITUCKY

1) MIChMa-criamM

OtBeTHI: @, 0, T

3aoanue 3aKpbIMo20 muna

37. Ha3oBuTe BHABI MHCEM, HCIIOJIb3YeMbIX B YIIPABJIEHUH:
a) MUCbMa-TIPOCHOBI

0) mucpMa-oTBETHI (OTKa3bl)

B) COIIPOBOJUTEIBHBIE TUCHMA
I') JOTOBOPHBIE TUChbMaA

1) TUCbMO-HAIIOMUHAHHE

€) MUChMa-TIPUTJIALICHUS

) MACBMa-TIPEUI0KECHHUS

3) NUChbMa-pa3perIeHUs

1) MUChMA-TIOITBEPKACHUS

K) MUCbMa-00bSICHEHUS

1) MUCbMa-00BSBICHUS

M) MHCbMAa-TIO3PaBICHUS

H) UH(OpPMAIMOHHBIE THChMa
OtBeTHI: @, 0, B, T, 1, €, XX, 3, I, H

3aoanue omkpvimozo muna

38. Obs13aTEILHOIO OTBETa TPEOYIOT CJlIeAyIolIie HHUIUATHBHbIE MUCbMA:

OTBeThl: MUCHMO-TIPOCKOA, MUCHMO-3aMpPOC, MUCHMO-TPEUIOKEHNE, MHUCbMO-peKiaMalus, MUCbMO-
IIpUTJIalieHue



3aoanue 3aKpbimo20 muna

39. Kakum cniocodom ciieayet opopmuts aAaty «20 okradpst 2000 r.» B 1eJ10BbIX NHcbMax?
a) 20/10/00

6) 20.10.00

B) 20 oxTs6ps 2000 r.

r) 2000. 10.20

1) 20.10. 2000

OTBETHI: B, I

3aoanue 3aKpblmo2co muna

40. Kakue BUJbI 0J1AHKOB PEKOMEHAYIOTCHA HA NMpeInpUuATHN?
a) OJIaHK /17151 BHYTPEHHHX JIOKyMEHTOB (0OIIHNiA)

0) GaHK Ci1y)KeOHOTO TUChMa

B) JUIsl BHEIIIHUX JOKYMEHTOB (TICEM)

r) 6JIaHK KOHKPETHOTO BHJ1a JOKYMEHTOB

OtBeTHL: 2, 0, T

CocraBuUTEND: T. H. Jlagoxuna

« » 20 .




