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1.1.

1. TIACIIOPT ®OHJA OOEHOYHBIX CPE/ICTB
«OI1.06 JokyMeHTaLlMOHHOe 0becrieueHue yrpaBIeHUs»

MecTo AUCHMNJIMHBI B CTPYKType OCHOBHOHW oOpa3oBaTe/ibHOM

NporpaMMabl:

Yuebnas gucturiimia OI1.06 [lokymeHTaloHHOe obecrieueHue yripaBieHUs
SB/IsIeTCs.  00si3aTe/lbHOM 4acTbi0  00IIenpodeCcCUOHANIBHOTO 1LMK/Ia OCHOBHOM
obpa3oBaresibHOM TIporpaMMmbl B cooTBeTcTBUM ¢ PI'OC 110 CrieldaabHOCTH
40.02.04 — «¥OpucripyaeHLyis».

YuebHas aucrpruiiHa OI1.06 [lokyMeHTaIruoHHOe obecrieueHre yrpaB/ieHus
obecrieunBaeT (opmMupoBaHHe TPO(eCcCUOHATBHBIX U OOIMX KOMIETEeHIMM TI0
BceM BuzaMm gearenbHoctd PI'OC  no cneguansHocT  40.02.04 -
«HOpucnpyaeHuus».

[TepeueHb OOIIUX KOMIIETEHLIMH:

Kop,

HaumeHoBaHue 00X KOMIIETeHLIUN

OK 01

Bri6upaTh Crioco0Obl perieHus 3aau MpodeccruoHaIbHOM AesTe/TbHOCTU
TIPUMEHUTETbHO K Pa3/IMUHBIM KOHTEKCTaM

OK 02

[InaHupoBaTh M peann30BbIBaTh COOCTBEHHOe MpodecCHoHaTbHOe U
JMUYHOCTHOE pa3BUTHe, TMpeNPUHUMAaTEeNbCKYI0 JesiTelbHOCTh B
rnpodeccUOHa/NbHON cdepe, UCIOb30BaTh 3HAHWSI T10 TIPaBOBOWM W
(h1MHAaHCOBOM TPaMOTHOCTHU B Pa3/IMUHBIX XKM3HEHHBIX CUTYaIUsIX

OK 03

[TnaHvpoBaTh M peayvM30BbIBaTh COOCTBeHHOe TpodecCcroHaNTbHOe U
JIMYHOCTHOE pa3BUTHe, TMpeATNPUHUMATE/bCKYI0 JesTebHOCTh B
rpodeccroHa/ibHONM cdepe, HMCIOMb30BaTh 3HAHUSI T10 TIPaBOBOM W
(b1HaHCOBOM TPaMOTHOCTU B Pa3/IMUHBIX XKU3HEHHBIX CUTYaLASIX

OK 04

OdPeKTUBHO B3aMOIEHCTBOBATh ¥ PAO0TaTh B KO/UIEKTHBE M KOMaH/[e

OK 05

OcCylllecTB/IATh  YCTHYHO U TUMChbMEHHYI0 KOMMYHMKAIMIO Ha
rocyZlapCTBeHHOM  s3blke Poccuiickoit ®epepaliud C  yuyeToM
0Cc0OeHHOCTel COLMAIbHOTO U KYJIbTYPHOT'O KOHTEKCTa

OK 06

[TposBAATH IPaKJaHCKO-MaTPUOTUYECKYIO TMO3HULIUIO,
JIeMOHCTPUPOBaTh OCO3HAHHOE TIOBeJIeHUME Ha OCHOBE TPAJULIMOHHBIX
POCCUMCKUX [1yXOBHO-HPAaBCTBEHHBbIX LIEHHOCTeH, B TOM 4YMC/Ie C
y4eTOM TapMOHM3allMid Me)KHAlMOHAMbHBIX U  MEeXPeJIUrh03HbIX
OTHOIIIEHUM, MPUMEHSTb CTaH/IapThl aHTUKOPPYIILIMOHHOTO MOBEeJeHUsT

OK 09

[Tosnb30BaTHCA ripodeccroHaILHOM JNOKyMeHTaLuen Ha
roCyJapCTBEHHOM W MHOCTPAHHOM $I3bIKax

[TepeueHb npodeCcCUOHA/IbHBIX KOMIETEHIUMN:

Kop,

HavMeHoBaHue npodecCMOHa/NIbHbIX KOMIETEHIUI

IIK 1.2.

Ob6ecrieurBaTh coO/MIOEHNE 3aKOHO/[aTe/IbCTBA CyObeKTaMU TIpaBa.

IIK 1.3.

[TpuMeHsITh Mepbl aIMUHUCTPAaTUBHOTO MPUHYK/IEHUSI.

1.2. Ilenb 1 nyiIaHMpyeMble pe3y/1bTaTbl 0CBOEHUSA JUCIUIL/IMHBI:
B paMkax mporpaMMbl yueOHOM JUCIUITTMHBI 00YYarOL[UMUICS OCBaUBAKOTCS



MeHUA 1 3HAHUA

Kon YMeHust 3HaHUs

OK 01, [IpuMeHATH Ha rpaktvke | TepMuHoOIOrMIO B obsactu

OK 02, rocy/ilapCTBeHHbIe CTaHJapThl, | JOKYMEeHTallMOHHOI'O obecrieueHus

OK 03, JIpyrie HOPMAaTUBHO-MEeTOJWYeCKUe | yripaB/ieHUs;

OK 04, JOKYMeHTBI,  perjaMeHTupyromue | HopmatvsHble JIOKYMEHTHI,

OK 05, OpraHM3alvi0 [JOKYMEHTAalMOHHOI'O | perjaMeHTUpYHoIie COCTaB/leHue U

OK 06, obecrieueHust yTipaBJieHUs; odopmsieHre JOKYMeHTal[uu U TOPsiZioK

OK 09, CocraBssTh U TIpaBUILHO | ee 00paboTKY;

[IK 1.2, oopmIATh OCHOBHbBIE BU/bl | [IpaBuia cocrtaBiieHuss U 0hOpMIIeHUs

[IK 1.3. OpraHu3alMOHHO- OpraHu3alMOHHO-PACIIOPSAAUTEbHBIX
pacrnopsiUTeTbHbIX JJOKyMEHTOB; JIOKyMEHTOB, BXOZSIIUX B
OdopmiisTh MHGOPMAaLIMOHHO- | YHU(DULMPOBaHHYIO CUCTEMY
CMPaBOYHYO [JOKYMEHTAL1IO; OpraHU3aLMOHHO-PACIOPSAAUTEbHBIX
OdopmiisTh KaJIpOBYIO | JOKYMEHTOB, YHUDULMPOBaHHYIO
JIOKYMEeHTaL1I0; CUCTEMY MepBUYHOMI yUeTHOU
OdopmisATE TPeTeH3MOHHO-UCKOBYIO | JOKyMeHTallud B YacTH JOKyMeHTal[uu
JIOKyMEHTaLHIO. T0 YUeTy TpyAa;

[Topsiiok  mpoBefieHHWs  SKCIIEepPTU3bI

LIEHHOCTH JIOKYMEHTOB U TOJATOTOBKHU
JleJl K apXMBHOMY XpaHeHUIO.

TexHo/OTHIO OpraHu3alumn
JOKyMEeHTOO0OpOTa B OpraHM3alsIx

(YupexxJieHusIX).




2. IIKAJIA OEHNBAHNWSA

OreHka OT11n4yHO (3aUTeHo) Xopoio Y qoB/eTBOpUTEILHO HeypoBieTBopuTe/abHO (He
3a4YTeHO)
Tud. OOyuaroruiicst OOyuarouiics OOyuaroLiACs EMOHCTPUPYET OOyuaroimiicsi He

JIEMOHCTPUPYET rmy0oKoe 1
CHCTEMHOE 3HaHHe TeOpPeTUUeCKNX
OCHOB JJOKYMEHTal[MOHHOT'0
obecrieueHust yripaBIeHusl,
CcBOOO/THO OPHEHTUPYETCS

B HOPMaTHUBHO-MeTOJUUeCKOMN
6aze genornpou3eo/cTtea (TOCT P
7.0.97-2016, ®enepaibHbIN 3aKOH
Ne 149-®3, u zip.). YBepeHHO
TIPUMeHsIeT TpaBuia 0hOpPM/IeHHsT
OpraHu3al[MOHHO-
PacnopsiAUTeNbHBIX,
MH(POPMAaLIMOHHO-CITPABOYHBIX,
Ka/IpOBBIX U TIPETEH3MOHHO-
HICKOBBIX

JIOKyMeHTOB . BiiazieeT HaBbIKaMu
COCTaBJIeHUs JOKYMEHTOB,
COOTBETCTBYIOLIUX TPeOOBaHUIM
YHUDUIUPOBAHHBIX CUCTEM
JokyMmeHTalur. OBOCHOBBIBaeT CBOM
pellieHyst CChIZTKaMU Ha KOHKPeTHBbIe
HOPMAaTHBHbBIE aKThl.

OTBeT JIOrM4YeCcKy BBICTPOEH,
I0pUAMYeCcKasi TEPMUHOIOTHST

MoKa3bIBaeT Xopoliee
3HaHHe OCHOBHOT'O
MPOrpaMMHOTO MaTepuaiia,
Ha3bIBaeT OCHOBHbIE BH/IbI
JIOKYMEeHTOB U TpeOoBaHus
K UX 0()OPMJIEHUIO.
[oryckaeT He3HAUUTeTbHbI
€ HeTOYHOCTH TIpU
XapaKTepUCTHUKe OT/e/IbHBIX
PEKBU3UTOB JJOKYMEHTOB
WY TIOpsi/IKa
JIOKyMeHTO000poTa,

HO UCTIpaBJIsieT UX
CaMOCTOSITe/ILHO WU C
TIOMOIL[bI0 HABOZSILUX
BOIIPOCOB. YMeeT
MPUMeHSITh HOpMaTUBHbIe
TpebOBaHuUs [IIs

pelLleHNsT TUTIOBBIX
MpaKTUYeCKUX 3a/ay 1o

0 opMJIeHHIO JOKYMEHTOB.
OTBeT AO0CTAaTOUHO TOJTHBIH,
HO COZIeP>KMT TTPOo0esbl B
apryMeHTaLMu MPU aHa/v3e

3HaHHWe TOJIbKO 6a30BbIX
TIOJ/IO>KeHHU IUCIATUTAHBI
(oCHOBHbBIE TIOHSITHS, BUZBI
JIOKYMEHTOB),

WCTIBITHIBAET 3aTPYHEHHs B
XapaKTePUCTHKe CTPYKTYPhI
JIOKYMEHTOB, DEKBHU3UTOB U
NpaBuUJI JOKyMeHT000b0opoTa.
JomnyckaeT cylecTBeHHbIe
OIMOKY 1py 0(hOpMIIeHUH
OpraHu3al[MOHHO-
PacnopsAUTeIbHBIX JOKYMEHTOB.
[pu pelieHNH MPaKTHUECKUX
3a/1a4y He MOJKeT

TIPUMEHUTb KOHKPETHYIO0 HOPMY,
HEeBEepHO OTpe/iesisieT COCTaB
PEeKBU3UTOB JIOKyMeHTa.

OrtBet (pparmeHTapeH, TpebyeT
0O0JIBIIIOro KOJTMUecTBa
YTOUHSIFOLIMX BOTIPOCOB .

BJIaZleeT Co/lep>KaHWeM JAUCLIUTLIUHBIL.
Iomyckaet rpyOble OIMOKY B
orpe/ie/ieHUM OCHOBHBIX MOHSATUN
JOKYMEHTALMOHHOTO obecrieueHust
yrpaBJ/ieHus], He 3HaeT HOPMaTUBHO-
MIPaBOBYIO Oa3y

JenonpousBojctea. He

yMeeT COCTaBJIsITb U 0(POPMJISITH
JIOKYMEHTbI B COOTBETCTBUU C
tpeboBanusimu ['OCT. [TpakTrueckue
3a/jaHus1 BbITIOJIHEHbI HEBEPHO WJ/U He
BBITIO/THeHbL. OOYYaroIUiCs He MOXKeT
OTBETUTb Ha OCHOBHbIE BOMPOCHI, UTO
CBU/JIETE/IbCTBYeT

0 Hec(hOpMUPOBAHHOCTH KOMITeTEeHLIUM
(OK 01, OK 09, 1K 1.1, [1K 1.2, TIK
1.3)




HCIO0JIb3yeTCd ' PAMOTHO

CJI0)KHBIX
JleNI0TIpOM3BO/CTBEHHBIX
CUTyaL1i




KOHTPOJIb 1 OITIEHKA PE3YJ/IbTATOB OCBOEHNS YYEBHOM

TUCIUATUIVHBI

3.1. Kputepuu 1 MeTO/bI OLleHUBAHUS

PesynbTaThl Kpurepum oneHKH Metojbl oLleHKHU
00yueHHs

[lepeyeHb 3HaHWI, OCBaMBaeMbIX B PAMKAaX [TUCLIUTIIMHEI
TepMUHOIOTUS B | - opopmsIeHHe JOKYMEHTOB U PeIlleHre | - 3KCIIePTHOe HabJIo/ieHre
obmactu MPAKTUYECKUX cUTyaruim C | BBITIOJTHEHUS
JTIOKYMEHTaI[UOHHOT'O HOPMAaTUBHBIM TPABOBBIM | MPAKTUUYECKUX 3a/IaHUH,
obecrieuenus 000CHOBaHKEM; - OIfHKA TII0 WTOram
yTpaBJ/IeHus; - HCII0/Ib30BaHKe pa3/IMUHBIX | YCTHOTO orpoca
HopmaruBHbie WMCTOYHUKOB, BKJ/IIOUasi 3/€KTPOHHbBIE | CTYZAEHTOB,
JIOKYMEHTHI, pecypchl, Meua pecypchl, VIHTepHeT- | - HaO/MOjeHre TI0 UTOram
perjaMeHTUPYIoLHe pecypchbl, TiepyuojuuecKre U3IaHusl 10 | TeCTUPOBaHMS,
CoCTaBJieHUe U | CrieluajbHOCTU hib pellieHusi | - OLleHKa B TIpoliecce
odopmiieHre rpodeccroHanbHbBIX 3a/]a4 TIpOBe/IeHUsT
JIOKYMEHTaL! U | - ZIeMOHCTpAlLUsi OTBETCTBEHHOCTU 3a | TIPOMEXKYTOUHOM
TOPsAJIOK ee 00pabOTKM; | TIPUHSTHIE pelleHrs, 000CHOBAaHHOCTD | aTTeCTALUH.

[IpaBuna cocraBieHus
u odopmieHust
OpraHU3aLMOHHO-
pacropsiiuTenbHbIX
JIOKYMEHTOB,
BXOJSALINX B
YHUDULMPOBaHHYIO
CUCTEMY
OpraHHU3aLMOHHO-
pacropsiiuTenbHbIX
JIOKyMEHTOB,
YHU(PULIMPOBaHHYIO
CUCTEMY  [€PBUYHOM
y4eTHOM
JIOKyMeHTally B 4acTU
JIOKyMeHTaL[u1 1o
y4dety Tpy/a;
ITopsimoxk  mpoBefeHUst
5KCIIepTH3bl L|eHHOCTH
JIOKyMEHTOB u
MOArOTOBKU  Jle1 K
apXUBHOMY XpaHEHUIO.
TexHonorus
OpraHu3aluu
IOKyMeHTooOOpoTa B
OpraHMU3aLusx

(YupexxzeHusix).

camoaHasm3a u KOPPEeKLst
pe3ynbTaToB COOCTBEHHOM paboThi;

- UCII0/Ib30BaHUe 3aKOHO/aTe/IbHbIX U
HOPDMAaTHBHO-TIPaBOBbIX ~aKTOB IIpU
TJIaHUPOBaHUU
TMpeANpPUHUMATE/ECKON JlesTeTbHOCTH
B npodeccroHabHOM cdepe;

- [JeMOHCTpalys 3HaHM{ B 00JacTu
(bMHaHCOBOI TPAMOTHOCTH;

- KOHCTPYKTHBHOCTb

B3aUMO/IEHCTBUSI C OOYYarOL[UMMUCS,
TiperofiaBaTe/isiMH B Xojle 00yueHus,

PYKOBOJUTE/ISIMU yuebHOi u
MIPOU3BO/CTBEHHOU TIPAKTHK.
-cobsroieHre HOpM

npodecCUOHa/IbHOW 3THKY;
MoCTpOeHWe TPodeCcCHoHaTEHOTO
o0IleHusi C y4eTOM COL[Ma/IbHO-
npodheCcCUOHATBHOTO cTaryca,
cutyalud  oOueHus, ocobeHHOCTel
TPYTIIBI U VH/IMBU/YaTbHbIX
ocobeHHOCTeM yUaCTHHUKOB
KOMMYHUKAIIH;

- TPaMOTHOCTb YCTHOUW U MUCHMEHHOMN
peuw;

- odopmsieHHe  [IOKYMEHTOB B
cootBeTcTBUU C I'OCToMm;

- SCHOCTb  (OPMY/IMPOBaHUSI U

HU3/10KeHUST MBICTICH;




- TIposiB/ieHHWe  TOJIepaHTHOCTU B
Tnipotiecce ob1eHNs;

- cobmofeHre HOPM TIOBeJIEHHUS BO
BpeMsi yueOHBIX 3aHSTUH;

- cobsroieHue CTaH/apTOB
AHTUKOPPYIILMOHHOTO TIOBE/IeHNST;

- Cco0/I0ZlaeT HOPMBI 3KOJIOTHYECKOH
0e30macHOCTH;

- orpeziensieT HarpaB/IeHuUs
pecypcocbeperkeHust B paMKax
rpoecCroHaNBbHOM /leATeTbHOCTH TI0
CTeLIabHOCTY;

- 93(pdeKTUBHOCTh  UCMOJb30BaHUS
cpeActB (U3UUYECKOW KYJbTYPbI JIst
COXpaHeHUs U YKPeTUIeHUs 3/I0POBbhSI B
ripoiiecce rpodeccroHanbHOM
JesiTeIbHOCTU u MO/Iep>KaHuUs
HeoOX0AUMOro ypOBHS  (hU3MUeCKOM
MO/ITOTOB/IEHHOCTY;

- 9(QdeKTUBHOCTb MCMOJIb30BaHUSI B
rpoeccroHaNIbHOM JlesiTeIbHOCTH
HeoOX0IUMOW JOKyMeHTallui, B TOM
YKC/ie HA THOCTPAHHOM SI3bIKe

[TepeueHb YMeHHI, OCBaMBaeMbIX B PAMKaX [IMCLIUIIMHEI

[TpumeHSTH Ha
TpaKTHKe
rocy/lapCTBeHHbIe
CTaH/IapThl, Ipyrue
HOPMaTUBHO-
MeTOo/IhuYecKre
JIOKYMEHTHI,
perjamMeHTUPYIOIIye
OpraHU3alL1io
JIOKyMeHTallMOHHOT'0
obecrieueHUst
yTpaB/ieHus;
CocraBisTh v
MPaBWIbHO 0(OPMIIATH
OCHOBHBbIE BU/[IbI
OpraHU3alMoHHO-
pacropsiiuTenbHbIX
JIOKYMEHTOB,;
OdopmnaTs
MH(OpMaLMOHHO-
CTMPaBOYHYO
JIOKYMeHTaL[1IO;
OdopMnsTh KaZipoBYIO
JIOKYMeHTaL[1IO;
OdopmnaTs
TpeTeH3UOHHO-
HCKOBYHO

- opopMIIeHHe TOKYyMEHTOB U pellieHre

MPaKTUUECKUX CHUTYaL[|H C
HOPMAaTHBHBLIM [IPaBOBLIM
000CHOBaHKEM;

- WCII0/Ib30BaHuUe Pas/IMUHbBIX

WCTOYHMKOB, BKJIIOYasi 3/1eKTPOHHbIE
pecypchl, Meaua pecypchl, VIHTepHeT-
pecypchbl, Tiepyuo/ijuueckre U3iaHusi 1o
CTeLIaIbHOCTH Jist pelLeHus
nipodeccoHaMbHBIX 3aJau

- IeMOHCTpALMsi OTBETCTBEHHOCTH 3a
MIPUHSTBIE pellleHrsi, 000CHOBaHHOCTh
camoaHasm3a u KOpPPEeKILHsi
pe3y/bTaToB COOCTBEHHOM pabOTHI;

- WCII0/Ib30BaHWe 3aKOHO/ATe/IbHBIX U
HOPMAaTHBHO-TIDABOBBIX ~ aKTOB TIpU
TJIAHUPOBaHUM
TpeJNpHUHUMAaTeNbCKOM /1eATeIbHOCTH
B npocdeccroHanbHOU cdepe;

- JeMOHCTpalys 3HaHWKA B 00/acTh
(bviHaHCOBOM IPaMOTHOCTH;

- KOHCTPYKTHUBHOCThb

B3aMMOZEHCTBUSA C OOYYarOIUMUCS,
TIperiofiaBaTe/isiMi B Xo/le 00yueHws,
PYKOBOZJMTEJISIMU yuebHO v
MIPOM3BO/CTBEHHOW MTPAKTHK.

- JKCIIepTHOE Ha6]’II-0,Z[8HI/Ie

BBIIOJ/IHEHUS
NPaKTUYeCKUX 3a/laHui,

- OLeHKa 10 HWTOoram
YCTHOTO oripoca
CTY/IeHTOB,

- Hab/roZieHre 0 UTOram
TeCTHPOBaHUS,

- OLeHKa B mpoliecce
NIpOBe/IeHUs]
NIPOMEeXXYTOYHOMN
aTTecTallUu.




JIOKYMEHTaLHIO. -cobmoenre HOpM
rpoeCcCUOHA/ILHON 3THKY;

— TIOCTpOoeHHe TMpo¢ecCUOHaTBHOrO
o0IleHus1 C y4eTOM COL[Ma/IbHO-

rpodeCCHOHATBHOTO craryca,
CUTyaluyd OoOIleHusi, O0coOeHHOCTeH
TPYIIIbI U VH/IUBU/TYaTbHbIX
ocobeHHOCTeH yUaCTHUKOB
KOMMYHUKAIIW;

- TPaMOTHOCTb YCTHOW U MUCHMEHHOMN
peuw;

- odopmsieHWe  JOKYMEHTOB B
cootBetcTBUU € ['OCToMm;

- sICHOCTb  (hopMy/nUpOBaHUS U
W3JI0KEeHMST MBIC/IEH;

- TIpOSIBJIEHHWE  TOJIepaHTHOCTU B
riporiecce oOIIeHNs;

- coOstofieHe HOpPM TIOBe/IeHHsI BO
BpeMsl yueOHbIX 3aHSTHIA;

- cobsroieHne CTaHJapTOB
AQHTUKOPPYIIL[MOHHOTO TIOBE/IeHUST;

- cob/oZiaeT HOPMBI 3KOJIOTHYECKOH
0e30macHOCTH;

- oripejiensieT HarpaB/IeHuUs
pecypcocOepeskeHust B paMKax
npodecCUOHAMLHOMN [1esTeIbHOCTH T10
CTelarbHOCTY;

- 3(h}eKTUBHOCTb  HCII0/Ib30BAHUS
cpefcTB (DU3UUECKOM KYJ/bTYphI [I/st
COXpaHeHUsl U YKperuleHUsl 3/10pPOBbsI B
rporjecce ripoeccroHaNbHOM
JiesiTeTbHOCTU U TIO/ilep>KaHust
HeoOX0IUMOro ypOBHs  (hH3UUeCKOH
IO OTOB/IEHHOCTH;

- 3(h}eKTUBHOCTb UCMOIb30BaHUS B
npodecCHOHaMBHOM JesITeTbHOCTU
He0OXO/IUMOU JIOKYMEHTaI[i, B TOM
YKC/ie HA MHOCTPAHHOM SI3bIKe

3.2 TunoBblie OLleHOUHBbIE CPeACTBA TeKYyL[ero KOHTPOJIs

2.1 KomniiekT MdaTepUua/I0OB Vi IIPOBEJ€HUA TECTUPOBAHUA

Tect

Bormpoc 1: [lesiTenbHOCTB, LiesieHArpaBaeHHO obecrieurBaromjasi QyHKIMM YIIpaBIeHUs
JIOKyMeHTaMH, - 3TO:

a. /lesonpousBoACTBO

b. lokymeHTal[MIOHHOe obecrieyeHure yIpaB/ieHus

c. lokymeHToo60poT

d. [JokymeHTOBeZieH1e

Boripoc 2: 3a HapyieHusi paBu1 paboThl C JOKYMEHTaMU YCTaHOBJIEHBI C/IeAYIOIUe
BU/IbI OTBETCTBEHHOCTH (BbIOEPUTE HECKOJIBKO TIPAaBU/IbHBIX OTBETOB):



a. (hriHaHCOBO-TIPaBOBAasi OTBETCTBEHHOCTh

b. maTepuasnbHas

C. a[MUHUCTPaTUBHAs! OTBETCTBEHHOCTh

d. yrosioBHasi OTBETCTBEHHOCTb

Borpoc 3: Kakue pa3mepsbl AOMyCKarOTCs [Jis JIEBOTO TIONsL JJOKyMeHTa (BbiOepuTe
HECKOJIbKO NTPaBU/IbHBIX OTBETOB)

a. He MeHee 25 MM (TIpu CpoKe xpaHeHusi He 6osiee 10 s1eT)

b. He MeHee 20 MM (TIpu cpoke xpaHeHus He 6osiee 10 siet)

c. He MeHee 40 MM (TIpu cpoke xpaHeHusi 6osee 10 seT)

d. He meHee 30 MM (TIpu cpoKe xpaHeHusi 6omee 10 jet)

e. He MeHee 50 MM (TIpu cpoke xpaHeHusi 6osee 10 7eT)

Bomnpoc 4: Knaccudukanys ynpasaeHUeCKUX JOKYMEHTOB Mpe/iCTaB/ieHa B

a. EI'PIOJI

b. UHH

c. OBK3/]

d. OKY[

Bormpoc 5: Konmmuectso peksusutos 1o I'OCT P 7.0.97-2016 cocrasiisier

a. 30

b. 25

c. 35

Borpoc 6: JlokanbHble TpeOOBaHMSI K OpPraHM3alii [JOKYMEHTALMOHHOTO 00ecrieueHus
yTpaB/ieHHUs] B KOHKPeTHOU OpraHu3aliy yCTaHOBJ/IEH

a. ®esepasibHBIM 3aKOHOM

b. 'OCT

c. ykasoM IIpesuseHra

d. IHCTpyKLMel 10 [e/I0NpOrU3BOAICTBY

Borpoc 7: Tpe6oBanusi 'OCToB B yacT opraHu3aLiuyl JOKyMeHTO000poTa

a. HocsiT pekoMeH/iaTenbHBIN XapakTep

b. Obsi3aTenbHBI A7151 BCEX OpraHU3aLyil

c. OTMeHeHbI

d. ITprMeHsI0TCS TOJIBKO OpraHaMM UCIIOJTHUTETbHOM B/IaCTU

Bomnpoc 8: BribepuTte npaBu/ibHbIN BapUaHT paciiidpOBKU TOATUCH

a. lBan AHfipeeBruy MaTBeeB

b. N.A. MarBeeB

c. MatBees I1.A.

d. MaTBeeB VIBaH AH/ipeeBUY

a. OTMeTKa O KOHTpoJIe

b. oTMeTKa 0 mepeHOCe [JaHHBIX Ha MallIMHHbINA HOCHUTE/b

C. OTMeTKa O NOCTYIUIEHU!

d. otMeTKa 06 ucronHuTE e

Bonpoc 9: OxapakrtepusyiTe C TOYKM 3peHMs] IIPUHAJJIEKHOCTH K PEeKBU3UTaM
cnenytouuii pparmeHT: CrimoHoB 989-78-35

a. rpu¢ yTBepKJeHus

b. pe3oJttoriust

C. OTMETKa O 3aBepeHuy KOHUH

d. ucrosHUTENH

Borpoc 10: YKa3aHusi pyKOBOAUTE/IS [[O/DKHBI OBITH 0()OPMJIEHBI B BH/E

a. pe3osoLUU

b. rpuda yTBepxxzaeHus

c. rpuda coryiacoBaHusl

d. BU3bI



4.3 IIpoMe)XyTOYHasi aTTeCTalUs M0 AUCHUIIUHE

[TpuMepbI BOTIPOCOB TI0 AUCLUTUINHE «/JOKyMeHTaIllMOHHOe 00ecrieueHue yrpaB/ieH s st
nvddepeHIIMPOBAaHHOIO 3aUeTa
1. IloHsATHE JOKYMeHTa.
2. ndopMaiys v JOKyMeHT.
3. Knaccudukaiiysi JOKyMeHTOB.
4. Martepua/ibHble HOCUTe/M UH(hOpMaLUK.
5. [loHsiTHE JOKYMEHTUPOBaHUS.
6. OCHOBHBIE CTIOCOOBI IOKYMEHTHUPOBaHHUS.
7. OCHOBHBIE COBpeMeHHbIe TEXHOIOTHH, TIPUMeHsieMble TIPH OpraHu3aruy paboThl ¢
JIOKyMeHTaMH B OpraHu3alysix (yupekeHusIX).
8. HopmaTHBHO-TIpaBOBBIE AKThI, PETy/IUPYIOLIHe JOKYMeHTal[MOHHOe 00ecrieueHre
yIIpaB/ieHUsI.
9. YHuduKaLus 1 cTaH/apTy3aLus Kak OCHOBHbIEe HallpaB/ieHHsl COBEPLLIEeHCTBOBaHUS
JOKYMEHTOB U JJOKYMeHTal[HOHHOT0 00ecrieueHus yTipaBieHUs..
10. ITepeueHb OCHOBHBIX F'OCY/IapCTBEHHBIX CTaH/apPTOB Ha YHU(ULIMPOBAHHbIE CUCTEMBI
JIOKyMeHTaL[\H.
11. OcHOBHBIE NIOI0KEHUS TOCYaPCTBEHHOM CUCTeMBbI JOKYMEHTal[MIOHHOTO
obecrieueHust yrpaB/eHUsI.
12. CocTaB yHHU(ULIMPOBAHHBIX CUCTEM [JOKyMeHTaLIUH.
13. XapakrepucTuka, coctaB u cogepxanue ['OCTa Ha cucTemy OopraHv3alOHHO-
pacropsuTebHON JOKYMeHTalUH.
14. YHuduimpoBaHHasi CUCTeMa OpraHM3allMOHHO-PACIIOPSAAUTEIbHON JOKyMeHTal[|H.
15. TpeboBanus K 0(OPMJIEHHIO JOKYMEHTOB.
16. XapaKkTepucTHKa U COCTaB CITPAaBOYHO-WH(GOPMALIMOHHBIX JOKYMEHTOB, TpeOOBaHUs
K UX 0()OPMJIEHHIO.
17. JoKymeHTUPOBaHUe [eaTeTbHOCTH KOJUIerHaaibHbIX OPraHoB.
18. OcHOBHBIe TPYIIILI OPraHy3alOHHO-PACIIOPAAUTENBHBIX JOKYMEHTOB.
19. XapakTepucTHKa U COCTaB OPraHU3aLMOHHBIX I0KYMEHTOB, TpeOOBaHUS K
odopmiieHHIO.
20. XapakTepucTHKa U COCTaB PACIOPSAUTE/bHBIX JOKYMEHTOB, TpeOOBaHUS K UX
odopmiieHHIO.
21. TToHsATHe MOAJMHHMKA, KOTIUH, BBITTUCKH, AyO/IMKaTa.
22. Bu/ipl KOTIWH JJOKYMEHTOB, 0COOEHHOCTH 3aBepeHUsI KOITUH 1 BBITUCOK
HOTapua/JbHBIMU KOHTOPaMH U JI0/KHOCTHBIMU JIML[AMU OpraHu3aLyu.
23. 3asBiieHus U MPUKa3sbl [10 TUYHOMY COCTaBY.
24. Tlonsitue goroBopa. OCHOBHBIE pa3/esibl JOrOBOPOB.
25. Tlopsimok odopMieHUs TPYOBOTO JOTOBOPA, JOTOBOpa MOCTaBKU, 0roBOpa KyTLTU-
MIPOJaXKU.
26. OCHOBHbIe PeKBU3UTHI U MOPSZI0K 0POpM/IeHHs TIPeTeH3Mii, 0TBETOB Ha MPEeTEeH3UI0.
27. FOpuanueckast cmy>»k0a, BBITIOHSIOLAst TPeTeH3MOHHO-UCKOBYIO pPaboTy Ha
NpeANPUSTUMN.
28. Tlopsimok ocdopMIeHHsI UCKOBLIX 3asiBJIEHHI U Mpe/iCTaB/ieHre UX B ApOUTPayKHBIM
Cy[.
29. YnpaBrieHue U [Je10nporu3BO/CTBO.
30. OpraHu3aioHHbIe (hOPMBI /1e/I0TPOU3BO/ICTBA.
31. Cny»xba JOKyMeHTallMOHHOTO obecrieueHus yIipaB/ieH!sl, OCHOBHas 3a/ijaua,
(GYHKLIMH, TUTIOBbIE CTPYKTYPhI, JO/DKHOCTHOM COCTaB.
32. Pernamenraiiysi pabotsl ci1y>k0e1 IOY.
33. [ToHATHS Mpe//IoXKeHNs1, 3asIBJIEHUS U )Ka/T00bI.
34. KoHbuieH1IMaIbHOE /1e/I0TPOM3BO/ICTBO.



35. I'pud orpaHrueHus J0OCTyma K J0KYMEeHTY.

36. ABTOMaTU3MPOBaHHbIe CUCTEMBI PAOOTHI C JOKyMEeHTaMH.

37. CpencTBa U3rOTOBJIEHUS, KOIIMPOBAHUS U Pa3MHOKEHUS JOKYMEHTOB.
38. OpraHu3auysi pabounx MecT.

39. IlonHsTHE JOKYyMEHTOOOOPOTA.

40. O611ve MPUHLIUIIBI OpraHM3aLuK JOKYMeHT0000pOoTa, ero OCHOBHbIE 3Tarlbl.
41.HomeHkiarypa feJl.

42. ObpaboTka Jes AJis TI0C/IeYIOIero XpaHeH!sI.

43. DKcIiepTu3sa LIeHHOCTH JJOKYMEHTOB.

44. OdopmeHue zesl, COCTaBlIeHUe OTHCEeN.

45. Cpava fjen B apxuB.



JINCT BHECEHHMS U3BMEHEHUM

Howmep TekcT U3sMeHeHUs IIpoToKoJ1 3aceaHus
HW3MeHeHUsI Ne J1ata
1.
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