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1. OBJIACTh IPUMEHEHUSI PABOUYE ITIPOI'PAMMABI

1.1{IIporpamma MexIUCIUIIIMHAPHOTO Kypca sIBISIETCS YaCThI0 OCHOBHOM NPO(ecCHOHANbHON 00pa30BaTeIbHON IPOrpaMMBbl
IO CHENUATBHOCTH cpeHero npodeccruoHanbHoro oopasosanus 43.02.10 Typusm.

2. MECTO JUCHUILJIUMHBI (MOAY.JISI) B CTPYKTYPE OBPA30BATEJIbHOM ITPOTPAMMBI

Lk (paszern) OIT: [MJTK.04

2.1|TpebdoBaHus K NMpeaBapUTEILHOI MOATOTOBKE 00y4aI0IIErocs:

2.1.1|MapKeTHHTOBbIE TEXHOJIOTHH B TYpU3ME

2.1.2|TIponsBoacTBeHHAs MPaKTHKA (110 MPODUITIO CHIEIIUATBHOCTH)

2.1.3|IIpou3BoacTBeHHAs IPAKTHUKA (10 MPOGUITIO CIEIUATBEHOCTH)

2.1.4| TexHONOTHS U OPTaHU3aIUsI COMPOBOKICHUS TYPHCTOB

2.1.5|TexHONOTHUS U OpraHU3aLUs SKCKYPCHOHHBIX YCIIyT

2.1.6| TexHoMOTHsI MPOIAXK U MPOIBIIKEHHS TYPIPOAYKTA

2.1. 7|1 HOCTpaHHbIH S3BIK

2.1.8|Opranuzanus Typu3Ma Ha MEeX/IyHapOAHOM pPBIHKE

2.1.9|IIpaBoBoe obecrieueHNEe Typru3Ma 1 TOCTEIIPHIMCTBA

2.1.10 HpaBOBBIe OCHOBBI 3allIUTHI UHBAJIMNO0B U JIUI] C OrPaHNUYCHHBIMH BO3MOXHOCTAMU 310POBBS

2.1.11|TTpodeccroHanbHas ITUKA U STHKET

2.1.12|TexHoyOrus ¥ OpraHU3aLUs TYPAreHTCKON IeSATeIbHOCTH

2.1.13|TexHosorus 1 oOpraHu3anus TypOIepaTopcKon AesTeIbHOCTH

2.1.14|YuebHas mpaKkTHKa

2.1.15(VueOHas npakTrka

2.1.16|be3omacHOCTh KU3HEACATETLHOCTH

2.1.17|T'eorpadus Typuzma

2.1.18|HopMaiMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTMU B IPO(ECCUOHAIBHON eI TEeNbHOCTU

2.1.19|Ucropus

2.1.20|OpraHu3anys TypUCTCKON HHIYCTPUH

2.1.21{OcHoBbl punocoduu

2.1.22|IIcuxomorust 1eI0BOro OOIIEHUS

2.1.23|Pycckuii A3bIK M KyJIBTYpa pedut

2.2| {ucuumimHbl (MOIYJIM) U PAKTUKH, JUISI KOTOPBIX 0CBOEHHE JAHHOM THCHHILIHHBI (MO1YJI51) HEOOXOUMO KAK
npeanecTByomee:

3. IEJA U 3AJAYN JTUCTUIIJIMHBI (MO4YJISI) - TPEBOBAHUSA K PE3YJIBTATY OCBOEHUS JUCIUITJINHBI
MOAYJis)

B pe3yibTaTe 0cBOEHHS TMCHUILTHHEI (MOIYJIs1) 00y4YAaIOMIUIACS T0JKEH:

3.1 3narn

3Ha4YeHHE TUIAHUPOBAHUS KaK (DYHKIMU YIPaBICHHUS;

METO/IMKY cOopa nHdpopManuu o padoTe OpraHu3aly U OTAEIBHBIX €€ MoJpa3AeIeH H;
BUIBI IUTAHUPOBAHUS ¥ IPUEMBI 3P PEKTHBHOTO TIIAaHUPOBAHUS;

3¢ PEeKTUBHBIE METO/IBI IPUHATHS PEIICHHUH;

OCHOBBI OpPTraHM3aAIMN TYPUCTCKON ESATEIbHOCTH;

CTaH/IapThl KAUueCTBA B TYPHU3ME;

MIPaBWJIa OPTaHU3aLNH AETIOIPON3BOJICTBA B PAOOTHI ¢ O(UCHON TEXHUKOH;

puEMBI 3P HEKTHBHOTO OOIIEHNS, MOTHBAIINH TIEPCOHANIA B PA0OTH ¢ KOH(DIMKTaMU;
MeTOANKH 3G HEKTUBHON OpraHU3aliK AETIOBBIX BCTPEY M COBEIAHNI;

MPUHIUIBI 2P HEKTUBHOTO KOHTPOJIS,

Tpynosoi konekc Poccuiickoit @enepanuu;

OPTaHM3aIMIO0 OTYETHOCTH B TYPHU3ME;

OCHOBHBIC (bHHaHCOBI)Ie Iokasarejin ACATCIbHOCTU OpraHu3alii U METOJAUKY UX pvaéTa;
METOJUKY IIPOBEACHUS IIPE3CHTALINN;

OCHOBHBIE [T0Ka3aTeIN Ka4ecTBa paOboThl OApa3/IeIeHHS;

METO/IbI IO cOOpy MH(POPMAIMHU O KayecTBe padOTHI Opa3AeIeHs;

METO/Ibl COBEPIIEHCTBOBAHHS PAOOThI MOAPa3/ICIICHHS;

WHHOBALMH B chepe YIpaBIeHHUs OPraHU3aHsIMHU TyPHUCTCKON HHITYCTPUH.

3.2 Ymern




cobuparb HHPOPMAIHIO 0 paboTe OpPraHMU3aIlK U OTACIBHBIX €€ ToApa3/IeICHul;

WCIIONIb30BATh PA3INYHbIE METOIBI IPUHSTUS PELICHHIA;

COCTaBJIATH IUIAH PaOOTHI OAPA3AETICHUS;

OpraHu30BBIBAaTh U MPOBOAUTH JCIOBBIC COBELIAHUS, COOpPaHUs, KPYTJIbIE CTOJBI, PA00Yre TPYIIIbL;
paboTaTh B KOMaHJIE U OCYIECTBIIATD JIUACPCKUE HYHKINY;

OCYILECTBIATH 3P PEeKTUBHOE OOIIECHHE;

IIPOBOAUTH MHCTPYKTaXX PAOOTHUKOB;

KOHTPOJIMPOBATh KA4eCTBO pabOTHI MEepCoHAaNa;

KOHTPOJIMPOBATh TEXHUUECKUE U CAHUTapHbIE YCIOBUS B oduce;

YIPaBJIATh KOH(IUKTAMHU,

paboTaTh U OPraHU30BBIBATH PabOTY ¢ OQUCHON TEXHUKOMH;

IOJIb30BAaThCA CTaHAAPTHBIM MMPOTPaAMMHBIM O6€CHG‘ICHI/ICM JUIsL OpraHu3aluu JEJIONIPOU3BOACTBA,
0(OpMIIATE OTYETHO-IUTAHOBYIO JIOKYMEHTAIHIO TI0 paboTe MOoApa3IeICHUS;

IIPOBOJMTE IIPE3CHTALINH;

PacCUUTHIBATh OCHOBHBIE (PMHAHCOBBIE IOKA3aTeNN PadOTHl OpraHn3auy (IoapaszaeieHus) (Ce0ecTOMMOCTh YCIyT, 0a30Bble HAJIOTH,
(MHAHCOBBII pe3yJIbTaT ASITENLHOCTHA OPraHU3aIl|H, TIOPOT PEHTA0ETLHOCTH),

cobupaTh HHOOPMAIIHIO O KauecTBe pabOThI HOAPA3JeIICHUS;

OIICHUBATh M AHAIU3UPOBATH KAYeCTBO PAOOTHI TIOAPA3ICTICHUS;

pa3pabarbiBaTh MEpPHI MO MOBBIIEHUIO d(PPEKTUBHOCTH PabOThI MOAPA3IeIICHUS;

BHEAPATH HHHOBAIITMOHHBIC METOIbI pa6OTbI.

3.3 UMeTh NpaKTHYeCKHUIi ONBIT

cOopa uH(popMaLKH O AEATEILHOCTH OPraHU3alNU U OTACIbHBIX €€ Mopa3IelIeHUN;
COCTaBJICHHMS IIJTaHa PabOTHI OAPa3IeNeHuS;

MIPOBE/ICHHS HHCTPYKTaka paOOTHUKOB,

KOHTpOJISl KauecTBa pabOoTHI epcoHaa;

COCTaBJICHHSI OTYETHO-TJIAHOBOW JJOKYMEHTALIUH O JIESITEIbHOCTH M0/Ipa3 /e ICHUS;
TIPOBEICHUS IPE3EeHTAIIHH;

pacuéra OCHOBHBIX (DMHAHCOBBIX ITOKa3aTeNIel AeATeIbHOCTH OpraHu3aluu (M0Apa3IesICHHs).

OK 1: IToHMMATh CYHIIHOCTb U COIHAJIbHYI0 3HAYUMOCTL CBoeii Oyaymeii npodeccun, NposBJISTh K Heil ycToiiYMBLIi HHTepec.

OK 2: Opranu3oBbIBaTh COOCTBEHHYIO 1eITeIbHOCTh, BIOMPATH THUIIOBbIE METO/bI 1 CTIOCOOBI BHINMOJIHEHHS
npo¢ecCHOHATBHBIX 32124, OLIEHUBATH UX I(PPEKTUBHOCTb U KA4€CTBO.

| OK 3: IIpuauMAaTh penieHUs! B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYAIMAX U HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4: OcymecTBJIATh NOUCK U HCNO/Ib30BaHMe HHPOPMALMH, He00X0AMMOii 1151 3(peKTUBHOIO BHINOTHEHUS
npogeccuoHaIbHBIX 32124, NPO(ecCHOHATBLHOI0 U THYHOCTHOIO PA3BUTHS.

| OK 5: Ucnonb30BaTh HH(POPMALIMOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTHH B NPO¢)eCCHOHAJIBLHOM NeATeJJbHOCTH.

| OK 6: PadoTaTh B KOJLIEKTHBE H KOMaH/ie, 3(pPeKTHBHO 001aThCsl ¢ KOJLIEraMH, PYKOBOACTBOM, IOTPeOUTEeISAMH.

| OK 7: BpaTtsb Ha ce0sl OTBETCTBEHHOCTH 32 PadoTy 4JIEHOB KOMaH/IbI (MOTYHHEHHBIX), Pe3yJILTAT BHINOJHEHUS 3aaHMIi.

OK 8: CamocTosiTe1bHO ONpPeaessATh 3a1a41 NPoGecCHOHAIBHOIO U JUYHOCTHOIO PA3BUTHS, 3aHUMATbCS
€caM000pa3oBaHHEM, 0CO3HAHHO MJIAHUPOBATH MOBBIIIEHHE KBAJIN(PUKAHH.

OK 9: OpueHTHPOBATHCS B YCJIOBHAX YaCTOI CMeHbI TEXHOJI0THii B MpogecCHOHATBHOM 1esITeJIbHOCTH.

IIK 4.1: IInanupoBaThb AeATEIbHOCTH NOAPa3AeIeHN .

| IIK 4.2: Oprann3oBsIBaTh 1 KOHTPOJIHPOBATH /IEATEIbHOCTH NOTYHHEHHBIX.
| MK 4.3: OdopMIISITH 0THETHO-TUIAHUPYIOLLYI0 JOKYMEHTALHUIO.




4. CTPYKTYPA U COJEPKAHUE JUCITUIIJIMHBI (MOAYJIS)

Kon HaumenoBanmue pa3nesioB u TeM /Buj | Cemectp / | HacoB | Komneren- |JIuteparypa u| Unre | Ilpumeuanue
3aHATHSA 3aHATHS/ Kypc M 3J1. pecypchl | pakT.

Paznen 1.

11 JlokymeHTanus QyHKIHOHAIBHOIO 4
nojpasaeneHus komnanuu  /Tema/

1.2 IToHsATHE O KOPPECIIOHICHITUH U 4 8 OK10K2 JI1.1J12.1
nenonpoussozactee. [CHOYVY. Ilonsitue o OK3 0K 4
JIOKyMEHTE, BUIbI TOKYMEHTOB, OK 50K 6
(PYHKIIMH TOKYMEHTOB, CUCTEMBI OK70K3&
JIOKYMEHTAIIMH, TIPaBHiia 0POpPMIICHHUS OK9TIIK 4.1
YIIPABIEHYECKUX JOKYMEHTOB. K 4.2 TIK
IOpuanyeckoe 3HaUSHHE JOKYMEHTOB. 4.3
Yuuduxkanus u crangapruzanus (IOCT,
OCT, PCT). PekBU3UTHI JOKYMEHTOB.
TpeboBanus K GJ1laHKaM TOKyMEHTOB Ha
OCHOBE I'OCYAapCTBEHHOTO CTaHIapTa
P® I'OCT P 6.30-2003. O6mue
TpeOOBaHUS K TEKCTaM U 0(OPMIICHHIO
JOKyMeHTOB. [Topsiiok cocTaBieHus
JIOKyMeHTOB. TpeboBaHuUs K
0 OpMIICHHIO.

1.3 IMpakTuyeckoe 3ansaTHe 1. 4 8 OK10K2 JI1.1J12.1
PaboTa 1o cocTaBICHHIO TEKCTA OK30K4
THUIIOBOr0 fokyMeHTa. OdopmieHue OK 50K 6
JIOKyMEHTa B COOTBETCTBHH C OOIIMMU OK70KS8
TpeOOBaHUSIMHU. OK91IIK 4.1
Mp/ MK 4.2 TIK

4.3

14 CucreMaTiueckast mpopadboTKa 4 7 OK10K2 JI.1J12.1
KOHCIIEKTOB 3aHATHH, yueOHOI 1 OK 3 OK 4
CIIEIUAIEHON TUTEPaTyPHI (110 BOIIpocam OK 50K 6
K naparpadam, riaaBaM yueOHbIX OK 7 OK 8
MOCOOMI, COCTaBIEHHBIM OK9IIK 4.1
npenogasareneM). Perynsipras padora c MK 4.2 TIK
HHPOPMAITMOHHBIMH MTOPTATIAMH TIO 4.3
Typusmy. [ToAroTOBKA K IPAaKTHYECKUM
3aHATHUSIM C UCIIOB30BAaHUEM
METOJUUYECKUX PEKOMEHAAINH
npenogasarens. /Cp/

15 CucTeMbl JOKyMEHTallUU 4

noapasaeneHus. /Tema/




1.6

OpraHu3aimoHHO-PaCIOPSANTEIbHAS
nokymeHranusa. OpraHu3aloOHHas
JIOKYMEHTAIH: YCTaB, MMOJIOKECHUE,
HWHCTPYKLHS.

PacniopsimuTensHpie JOKYMEHTHI: TPUKA3BL,
WHCTPYKLUH, YKa3aHUs, PEIICHHS,
TIOCTAaHOBJICHHUS, PACTIOPSIKEHHUSI.
CripaBouHast JOKyMEHTAIMs: JOKJIaIHAs
3aIucKa, CIry)keOHas 3armcka,
00BSICHUTENIbHAS 3aIIMCKa, TIPEIIOKEHHE,
TIpeICTaBICHNE, 3asBICHIE, TPOTOKOIM, aKT,
NpaBKa, 3aKJII0YCHUE, OT3bIB, IEPEUYCHB,
CIIUCOK, Tiepernucka. JlokyMeHTHpoBaHue
TPYAOBBIX [IPAaBOOTHOIIEHUH
3akoHOHaTeNbHAS M HOPMAaTHUBHAS
peFJ’IaMCHTaLII/IH }IOKyMeHTI/IpOBaHI/Iﬂ an/IeMa
Ha paboty. OCOOEHHOCTH MMOATOTOBKU U
oopMIIeHUS ITPUKA30B 10 TUYHOMY COCTaBY
(o mpueme Ha paboOTy), TMYHON KAPTOUKH,
JU4HOro jiena. [IpaBoBoe peryiupoBaHue
MepeBoJia COTPYAHUKOB Ha JIPyTyio paboTy u
yBOJIbHEHHE paboTHUKOB. ToBapoBerueckas
JMOKyMeHTaIus. [JJOKyMeHTBI CTpOToit
0T4eTHOCTH. J[OrOBOpa OPraHM3aTopoB U
HCIIOITHUTENEH TYPUCTCKUX YCIYT.
Typuctckas myteBka. TypHCTCKHiA Baydep.
JlokyMeHTamus o KOMMep4ecKon
JIeSITeNIbHOCTH TIOIpa3AeIeHIs 1
MIPENPHUATHS. Y UpEUTENBHBIE IOKYMEHTBI,
JIOKYMEHTBI TI0 YTBEPXKJICHHBIM (hopMam
CTaTUCTUYECKOH OTYETHOCTH; IOKYMEHTHI 00
yIUIaTe HAJIOTOB U PYTUX 00s3aTeIbHBIX
nnatexxeil. bankoBckas rapaHTusi.
JIOKyMEHTBI, yIOCTOBEPSIOIINE
IJIATEXKECIOCOOHOCTD.

Bnanku crporoii otuetHocTH. /JIek/

OK10K2

OK30K4

OK 50K 6

OK70K38

OK9IIK 4.1

IK 4.2 TIK
4.3

JI1.1J12.1

1.7

[pakTHdeckoe 3aHsATHE 2.
dopmupoBaHUE OpPraHU3AMOHHOMN
JNOKyMEHTAIIWH.

OdopmiieHne pacopsIUTENbHOM
JNOKyMEHTAIIWH.

Pabota co cnpaBouHOI JOKyMEHTaUEH.
IMopsinokx oopMITeHHS JOKYMEHTOB MPU
IPUHATUHU HAa IPCATIPUATUE HOBBIX
PabOTHUKOB. 3amoJHEHHE TOKYMEHTOB
CTpOroii oTueTHOCTH. PazpaboTka
JOKYMEHTAIUH M0 KOMMEPYECKOH
JesITeNbHOCTH nozpasaenenus. /Tp/

OK10K2

OK3 0K 4

OK 50K 6

OK70K8

OK9IIK 4.1

IK 4.2 TIK
4.3

JI1.1J12.1

1.8

Cucrematrdeckas mpopaboTKa KOHCIIEKTOB
3aHATHH, Y4eOHON U CHICHHATLHOMN
muTepatypsl (1o Bompocam K maparpacdam,
rJlaBaM y4eOHBIX TIOCOOUH, COCTaBICHHBIM
npenojasarenem). Perynsphas pabora ¢
MHOOPMAIMOHHBIMH [TOPTAJIAMU T10
TypusMy. [loAroToBKa K IpaKTHYECKUM
3aHATHSIM C UCTIONB30BAaHUEM METOHYECKUX
peKOMeHAANHiT IpernoiaBaTes.

/Cp/

OK10K2

OK30K4

OK 50K 6

OK70K38

OK 911K 4.1

MK 4.2 TIK
4.3

JI1.1J12.1

1.9

Opranu3arys Jeompou3BOICTBA
/Tema/




1.10

Opranuzanys paboThl C NOCTYNAIOIIMHI 1
HCXOJSIIIMMH JJOKYMEHTaAMHU
HOAPA3IeTICHUS.

Iopsinox 06paboTKU JOKYMEHTOB.
HHdopMamoHHO-IONCKOBAs CHCTEMA
(MAIIC) nnst paboThI ¢ JOKyMEHTaMU
opranuzanuu. CocTaBiaeHNe HOMEHKIATYPBI
Jien. Peructpanus v MHACKCAIUS
JoKyMeHTOB. [Topsiiok 00paboTku
MOCTYMAIOIINX U OTIPABIIEMBIX
JOKYMEHTOB, BHIBI PETHCTPAMOHHBIX
yUYeTHBIX (OpM, CIIpaBOYHAs KapTOTEKa.
OpraHu3anys KOHTPOJIS UCTIOTHEHHS
JIOKyMeHTOB. [ToHsATHE, 3HaUCHUE U
OpraHu3aIys KOHTPOJIS HCIIOTHEHUS
JOKyMeHTOB. DOPMBI U BUJIBI KOHTPOJIS 32
HCIIOTHEHUEM JIOKYMEHTOB.

CocrapneHne HOMEHKIATYPHI el
Pacnipernenienye MCIIOTHEHHBIX JOKYMEHTOB
B fesia. CucreMaTH3anys U 3aKpeIieHue
WHJIEKCOB JIeJI, yCTaHOBJIEHHE CPOKOB
xpaHeHus nen. @opmMupoBaHue u
odopmnenue nen. Hymepanus mucToB nena,
COCTaBJICHHE 3aBEPUTEIIbHOM HaIIHCH,
COCTaBJICHHE BHYTPEHHEH OIHCH
JIOKYMEHTOB JieJ1a, TieperieT (IO IINBKA)
Jel.

OdopmiieHre 00JI0KEK JIeJ TOCTOSHHOTO U
BpeMeHHOTo (cBbiIe 10 neT) XxpaHeHus.
Cocrasienue u 0hOpMIICHHE OMTUCEH Jei
CTPYKTYPHOI'O IOJpa3/ielIeHUs] TyPUCTCKOM
opranuzanuy. Tekyuiee XpaHeHHE el 1
HOATOTOBKA K IepeJaue B BEJOMCTBEHHBII
apXuB.

DopMupoBaHUE A€M IOCIE OKOHYAHUS U B
TEKYIIEM JETONPON3BOACTBE. DKCIEePTH3a
LEHHOCTHU JTIOKYMEHTOB 1 aei1. OdopmieHue
JIeTI B COOTBETCTBHH C YCTaHOBJICHHBIM
HOPSIKOM IIPU Ilepesiaue B
COOTBETCTBYIOIIMI apXUB; ONUCAHKE JIElI,
HepesaBaeMbIX B QPXUB OPraHU3alUH,
nepenada JOKyMEHTOB B apxuB.  /JIex/

OK10K?2

OK 3 OK 4

OK 50K 6

OK70K38

OK9IIK 4.1

IIK 4.2 TIK
4.3

JI1.1J12.1

111

IIpakTudeckoe 3aHsaTHE 3.

O06paboTKa MOCTYNAIONIMX U OTHPABIIEMBIX
JOKYMEHTOB HojpasjeneHus. Pabora c
THUIOBBIMHU JOKyMEHTAMHU IOAPA3ICTCHHSL:
IIPUMEPHBIN TPYIOBOU JOrOBOP, IpUMEpPHAst
JOJDKHOCTHASI MHCTPYKIMS, TPUMEPHBIH
MIPOTOKOJI, IPUMEPHOE MTUCHMO, IPUMEPHOE
MIOJIO’KEHUE O CTPYKTYPHOM
nogpasaenenuu, npumepusid AKT,
TIPUMEPHOE MITaTHOE PACIIUCAHUE,
npuMepHsli npukas. [Ipakrtuka
(dhopmuposanue u opopmierue aen. /Tp/

OK10K?2

OK3 0K 4

OK 50K 6

OK70K38&

OK9IIK 4.1

IK 4.2 TIK
4.3

J1.1J12.1




112 Cucrematiueckas mpopadoTKa KOHCIIEKTOB OK10K2 JI.1J12.1
3aHATUM, yueOHO! U CllelUalIbHOM OK30K4
JUTEpATyphl (110 BOIPOCaM K naparpadam, OK 50K 6
ry1aBaM y4eOHBbIX II0cOOuil, COCTaBICHHBIM OK70K38
npenojasareneM). PerynspHas padora ¢ OK9TIK 4.1
UH()OPMALOHHBIMY OPTaIaMU I10 IK 4.2 TIK
Typusmy. [ToAr0TOBKA K IPAKTHUECKUM 4.3
3aHATUAM C UCIIOJIb30BaHUEM
METOJMYECKUX PEKOMEHAAINH
IpenojaBarens.

/Cp/

1.13 Hcnonb30BaHne COBPEMEHHOM TEXHUKU
npu pabote ¢ fokymeHnTanued  /Tema/

1.14 OCHOBHBIE CPEJICTBA OPITEXHUKH, OK10K2 JI1.1J12.1
HCIIONIb3yEMbIE Ha MPEATIPUATHIX TypU3Ma. OK30K4
ABTOMaTH3UPOBAaHHbBIE TEXHOJIOTUU OK50K6
paboTsl ¢ tokymMeHTaMu. /JIex/ OK70K38

OK9TIK 4.1
IK 4.2 TIK
4.3

1.15 [IpakTnueckoe 3ansaTue 4. OK10K?2 JI1.1J12.1
[Ipaktuka paboThI Ha OK 3 0OK 4
aBTOMATH3MPOBAHHBIX Pab0UnX MecTax ¢ OK 50K 6
UCII0JIb30BAHUEM OPITEXHUKHU U OK70K8
MPOTPaMMHOTO 00ECIIEYCHHS U OK9TIK 4.1
00BETUHEHUEM UX B JIOKAJIbHBIE U [IK 4.2 TIK
otpaciesbie cetu. /TIp/ 4.3

1.16 Cucremaruyeckas mpopabOTKa KOHCIIEKTOB OK10K2 J1.1J12.1
3aHATHH, Y4eOHOH U CrieluaTbHOM OK30K4
JUTEpaTypsl (110 BOIpocaM K naparpadam, OK 50K 6
rJ1aBaM y4eOHBIX TTOCOOHH, COCTABICHHBIM OK70K8
npenogasareneM). Perynspnas pabora c OK9TIK 4.1
HHPOPMAIMOHHBIMH MTOPTATIAMH TIO [IK 4.2 TIK
Typu3My. IToAroToBKa K NPaKTUUECKUM 4.3
3aHATHUSIM C UCTIONb30BaHUEM
METOJUYECKUX PEKOMEHAAINH
nperoIaBaTens.

/Cp/
1.17 /3auéTCOL/ OK10K2 J1.1J12.1
OK30K4
OK 50K 6
OK70K38
OK9TIK 4.1
IIK 4.2 TIK
4.3
5. ®OHJ OIEHOYHBIX CPEJICTB
5.1. KoHTpoJibHbIE BONPOCHI U 3a1aHUS
TECT 1.

BriGepute BepHOE yTBEpkKACHNE

1. TpeGoBanus k 0()OPMIICHHIO OpraHU3alMOHHO-PACIOPSIUTEIBHBIX JoKyMeHToB ycranaBnuBaeT I OCT P 6.30 — 2003

2. B npunoxennn k TOCT P 6.30 — 2003 nanbr 00pa3iibl 0JIaHKOB JJOKYMEHTOB

3.B opranusanuy 1o yCMOTPEHHIO PyKOBOACTBA AOJDKHA ObITh pa3paboTaHa MHAMBULYalbHAs HHCTPYKLHS 10 JEIOIPOU3BOJICTBY
4. Oprann3alOHHO-TIPABOBbIE JOKYMEHTHI, KaK IIPAaBUIIO, II0JUIEKAT YTBEPIKICHHUIO

5. B opranuzaioHHO-IPaBOBbIE JOKYMEHTBI MOXHO BHOCUTh U3MEHEHUS

Bri0epute npaBUIILHBIN OTBET.

K xaxoMy 3aJjaHuIo 1aHbl 3 BapUaHTa OTBETA, U3 KOTOPBIX TONBKO OJIMH BEpHbINA. B Gi1aHKe OTBETOB IIOCTaBbTE MO HOMEPOM 3a1aHUs
OyKBY OTBETa, KOTOPBII Ha BAlll B3TJIAM ABISIETCS TPABHIBHBIM.

1. B coctaB opraHu3aliiOHHO-TIPABOBBIX JOKYMEHTOB HE BXOJMT. ..

a) yCTaB OpraHU3aLluH

0) mrTaTHOE pacnucaHue

B) MIPHKa3

2. Kakue pacnopsaurenbHble JOKYMEHThI MOXeT u3faBats IIpesunent Poccuiickoit @enepanun?




a) yKa3bl
0) pacnopsKeHus
B) MIOCTAHOBIICHHS
3. JloJoKHOCTHAs! HHCTPYKLUS COTPYTHHKA. . .
a) TIO/UIEXKUT YTBEPKICHUIO
0) He yTBepKIaeTCst
B) YTBEPXKIAETCSI [0 YCMOTPEHHIO PYKOBOJUTEINS
4. Kakoif HOpMaTUBHBIH TIOKYMEHT OIpeAessieT 0053aHHOCTH COTPYIHUKA?
a) llIratHoe pacncanue
0) YcraB npeanpusaTus
B) Jlo:KHOCTHAS HHCTPYKIIHS
5. TunoBble JOKYMEHTBI HOCST ... XapakTep
a) 00s13aTeNbHBIN
0) peKOMEHAATEeNbHBIN
B) 03HAKOMUTEJIbHBII
6. B xakoM mazgexe GopMynIupyeTcs 3ar0J0BOK K TEKCTY JODKHOCTHOM MHCTPYKIIUH?
a) B IMEHUTEITEHOM
0) B pOJTUTEIIHLHOM
B) B IIPEIOKHOM
7. Kakoli JOKyMEHT He sIBJII€TCS pa3HOBUHOCTBIO KOIUU?
a) YePHOBUK
0) oTIyck
B) JAyOJMKaT
8. JIokyMeHT, BblJaBaeMblii B3aMeH yTEePSHHOTO ¥ UMEIOIIUH CUITy TOUIMHHUKA, Ha3bIBACTCH. ..
a) KOIus
0) oTmyck
B) nyOaukar
9. JIOKyMeHT, OKOHYATEJIbHO O(OPMIICHHBIN U ITOIITHUCAHHbBIHN, HA3bIBACTCA. . .
a) MOTHHHUK
0) oTmyck
B) nyOaukar
10. I3MeHeHus 1 JOTIOIHEHUS B IOJDKHOCTHYIO HHCTPYKITHIO BHOCSTCSL. . .
a) TOKJIATHOW 3aIUCKOMN
0) pUKa30M PYKOBOAUTEIS
B) CIIPaBKOMW COTJIACOBaHMUS
BcTaBpTe IpomyIIeHHBIE B TEKCTE CIIOBA.
1. OKV]] — O6mepoccuiickuii kitaccupukaTop
2. YcraB oprann3anuy — PaBOBOH aKT, OMPEAEIISIOIINI
3. JIo!KHOCTHAsI MHCTPYKIIMS — IPaBOBOI! aKT, U3/laBaeMblil OpraHu3alyeil B LesiX peraaMeHTalul OpraHu3allOHHO-TIPaBOBOTO
MOJIOXKEHHUSI paOOTHHUKA, €T0

R R 1 o0ecreunBaroIni yCIoBus AJ1s ero 3PPEKTUBHON pabOThI.
4. TlpaBmita BHyTPEHHETO TPYIOBOIO PAcMopsKa — 3TO MPABOBOW aKT, perIaMEeHTUPYIOLIN I
5. JIOKyMeHTHI KnaccupHuIUpyIoT:
10 BUJIaM: OpPraHU3alMOHHO-PACTIOPSANTEIbHBIC,
, IO INYHOMY COCTaBY;
o popMe: UHIUBHUAYaIbHBIE, , TAOJIMYHBIE, TEKCTOBBIC, aHKETHBIE, TpadapeTHEIC;
M0 IPOUCXOXKICHUIO: O(pUITHATIBHBIE U ;
10 MECTY MPOHCXOKIACHHS: Y BHYTPEHHUE,
0 CPOKaM XPaHEHUS: TOCTOSIHHOTO CPOKA XPAHEHHUs!, BDEMEHHOTO
( ), BpeMeHHOTO ( );
IO TJIACHOCTH: CEKPETHBIE U ;
0 cpencTBaM (DUKCAIMH: PYKOIUCHEIE, , Tpaduyeckue, , GOTOKMHOTOKYMEHTHI,
10 CTaaAusAM CO3JaHUsA: OPUTHHAJIbI, YCPHOBUKH, 5

, , TyOIMKaTHI;

10 CPOYHOCTH: 1 HECPOYHBIE,;
110 HAUMEHOBAHUIO:

TECT 2.

BriGepute BepHOE yTBEpKACHNE

1.CnyxeOHoe 1oJie TOKyMeHTa IpeIHa3HaueHO JIIsi HAHECEH!sI CHIeMAIbHBIX N300paXKeHUH

2. I[MocTosiHHBII PEKBU3UT — PEKBU3UT, HAHECCHHBIN TIPH U3TOTOBIICHUHU OJaHKa

3. IlepeMeHHBII PEKBU3UT HAHOCHUTCS IPH COCTABJICHHH JOKYMEHTA

4. JIeBoe 1oJie MOXKET OBITh YBEIUUCHO

5. CtpaHu1bl JOKYMEHTa MOKHO HyMEpOBAaTh Ha HIXKHEM II0JI€ JINCTA

6. YCTaHOBIIEHO [Ba BapHaHTa PACIION0KEHHSI PEKBH3UTOB Ha OlaHKax

7. Ha 6nankax oopmiIsieTcs TOJIBKO IepBast CTpaHHULA JTIOKYMEHTOB

8.PexBn3uThI OnaHKa opraHu3anun cyonrekra PO MoxkHO 0hOPMUTH TONBKO Ha HAMOHAIBHOM SI3BIKE
9.Ha 61aHKe MOXHO IOMECTUThH COKpALIIEHHOE Ha3BaHUE OPraHu3alluy, AaXKe €CJIM OHO HE 3aKPEIUICHO B Y CTaBe 3TO OpraHu3aIuu




10. JTokyMEHT HE MOXKET COJIEp)KaTh O0Jiee YEThIPEX aIPecaToB

11. ToKyMEHT MOXKET ObITb YTBEPKAEH JOJKHOCTHBIM JIULIOM

12. B xoHIIE 3aroj0BKa K TEKCTY JOKYMEHTa TOUKa HE CTABUTCS

13. K noxymeHTaMm, oopMIeHHBIM Ha hopmaTe AS, 3ar0J0BOK K TEKCTY HE COCTaBIIAETCS
14. Tekct nokymeHTa Ha Gopmare A4 odopmitseTcs yepes MmoaTopa HHTEpBaia
15. TekcT JOKyMEHTa MOXET ObITh IIpEJICTaBlIeH B (hopME TaOIIULIbI

16. KonmdecTBO TUCTOB B MPIJIOKEHUH K TEKCTY HE YKa3bIBAETCSI

17. B pacui¢poBke NOANNCU UHULUAIBI BCETAA CTOAT 4O (haMUIHU

18. JlokyMeHTbI ()HAHCOBOTO XapaKTepa MOTYT UMETh J[BE MOIITHCH
19.0T™MeTKa 00 UCIIOTHEHUH JIOKYMEHTA IPOCTABIIACTCS B JIEBOM HUDKHEM YIUIy IIEPBOTO JIUCTA JJOKYMEHTA
20.0T™MeTKa 0 OCTYIUIEHHH IIPOCTABIISIETCS TOJIBKO HA MPUCHUIAEMBIX (BXOISIINX) TOKYMEHTaX
BriGepute paBUIbHBINA OTBET.

K kaxxmoMy 3aJjaHUIO TaHEI 3 BapHaHTa OTBETa, N3 KOTOPHIX TOJIBKO OJMH BEpHEIA. B GllaHKe OTBETOB IIOCTAaBBHTE MO HOMEPOM 3aTaHHs
OyKBY OTBeTa, KOTOPBIH Ha Balll B3MJISA SBISETCS MIPABIIbHBIM.

1. JIucTsl HyMepyIOTCH. . .

a) MOCepeAMHE HUKHETO T10JIsl JINCTA

0) mocepeIHe BEPXHETO OIS JIHCTA

B) B IIPaBOM BEPXHEM YIIIy

2. Hymepanus cTpaHui o(pOpMIISIIOT TaK.. .

a) 25

0) -25-

B) CTp.25

3. CKOJIBKO CYIIECTBYET MOJIOKEHHH TabyJsITopa

a) 6

0) 8

B) 4

4. Ot HyNeBOro NOJNOXKEHUS Ta0yIATOpa OOPMIISIOT. . .

a) HAaMMEHOBAHKE BHUA TOKYMEHTa

0) anpecat

B) rpud yTBEp)KACHUS

5. Kakum uHTEpBanoM OTAEIAIOT APYT OT Apyra PEKBU3HUTHI IpH 0)OPMIIEHUH NOKYMEHTa Ha popmare A4?
a) OAMHAPHBIM

0) IBOWMHBIM

B) TPOHHBIM

6. Kakoii pekBU3UT HE BXOJUT B COCTaB OlaHKa muchbMa’?

a) CTIpaBOYHbIE JaHHBIE 00 OpraHu3anuu

0) MeCTO U3aHus

B) CCBUIKa Ha HOMEP M JaTy BXOISIIEr0 TOKyMEHTa

7. JIOMKHOCTHOM OJIaHK SIBIISETCS Pa3HOBUAHOCTHIO

a) oOriero OiaHka

0) OnaHka nrcbMa

B) GJIaHK KOHKPETHOI'O BUJa JOKyMEHTa

8. MoXeT 11 MUHHCTP MOJIHCATh JOKYMEHT, 0(OPMIICHHBIN HA JOJDKHOCTHOM OJIaHKE 3aMECTUTEINsI MUHHUCTpa?
a) MOXeT

0) HE MOXKeET

B) TI0 YKEJIAHUIO

9. PexkBU3UT «crpaBouHbIe JaHHbIE 00 OPraHu3alum» 0GOPMISIOT

a) TOJIbKO Ha OJIaHKaX MHChMa

0) Ha Bcex OnaHKax

B) TOJIBKO Ha OJIaHKEe KOHKPETHOTO B JOKYMEHTA

10. Ha 6nanke cy0bexToB PO pexBu3nThl opopmisiores:

a) TOJBKO Ha PYCCKOM SI3BIKE

0) TOJIBKO Ha HAIIMOHAIEHOM SI3bIKE

B) Ha JIBYX f3bIKaX: PyCCKOM M HAaI[HOHAIEHOM

11. Tara nokymeHTa 0hOpMIISETCS:

a)23.12.2018

0) 23.X11.2018

B) 23.12.10

12. TIpu anpecoBaHUH JOHKHOCTHOMY JIMILY WHHIIUAJIBI CTABSAT. . .

a) 1o hamunuu

0) nociie paMunun

B) 10 YCMOTPEHHIO CeKpeTaps

13. Mecto u3ganus JOKyMeHTa 0(hOpMIIIETCS Tak

a) r.Koctpoma

6) Koctpoma

B) rop. Koctpoma

14. Cny>xeOHOE THCbMO MOYXET COJICpPIKaTh He Ooliee

a) 4eThIpex afpecaToB




0) AByX a/ipecaToB

B) TpEX aJpecaToB

15. 3aroj0BOK K TEKCTY COCTABJISIETCS K IOKYMEHTaM, OOPMIICHHBIM. ..
a) Ha dpopmare A4

0) Ha popmare AS

B) Ha t000M opmare

16. Tekct nokymenTa Ha popmare A4 0oHhOpMIISIOT..
a) 4epe3 O/IMH MHTEepBal

0) 4epes MoaTopa MHTEpBaa

B) uepes3 JBa HHTEpBaia

17. Pesomronuio ohopmiiser. . .

a) PYKOBOJIUTEIb

0) cekpeTapb

B) MCIIOJTHUTEIIb

18. B peKBHU3HTE «ITOIINCH» HHUIUAIBI CTABSAT. . .

a) 1o hamunuu

0) nociie paMuuu

B) HE IMEET 3HAYCHUS

19. OT™MeTKa 0 OCTYIUIEHUH OPOPMIISIETCS. ..

a) Ha IOCTYMAIONMX JOKyMEHTaxX

0) Ha OTIIPAaBIIEMBIX TOKyMEHTaX

B) Ha BCEX JIOKYMEHTaX

20. Pe3ynprar paccMOTpeHHUs JOKyMEHTa PyKOBOIUTENIEM 0)OpMIISIETCS. . .
a) Tpu(OM yTBEPKIACHUS

0) pe3ouroren

B) rpudom coryiacoBaHHs

BcraBbTe npormyieHHbIe B TEKCTE CIIOBA.

1. ®opmymsip JOKyMeHTa — 3TO Habop ouIIanbEHOro MICEMEHHOTO JTOKYMEHTA, PACTION0KEHHBIX B
onpeaeIeHHON
2. bnank qokymeHTa — 310 Habop , WACHTUQUIUPYIOIIN O0pHUIIHATBEHOTO

MTMCHbMEHHOT'O JIOKYMEHTA.
3. Ecnu TexcT nokymeHTa Ha popMaTe A4 HaredyaraH yepes MoJITopa HHTepBalia, PeKBH3UThI OTICISIO IPYT OT Apyra

UHTEpBaJIaMH.
4. PeKBH3UT «CIIPAaBOYHBIE JaHHBIE 00 OpraHU3a) 0()OPMILIIOT TOJIBKO B OJIaHKe
5. JlaToll TOKyMeHTa SIBJISIETCA jaTa ero WIH
6. YTBepKaeHHE — 3TO 0COOBIH cr1ocod JIOKYMEHTa TI0CTIE €T0 , CAHKIIHOHUPY IO
pacnpocTpaHeHue eHCTBUS TIOKYMEHTa Ha ONPEeNICHHBIH KPYT JIML, IPa)JiaH, OpraHu3alui.
7. Pezomronmst — 310 Ha JOKyMEHTe, CAeTaHHas
U CoZieprKallas MpUHITOE
8. 3aroyoBoK K TEKCTY JOKYMEHTa 0hopMIiIsIeTcs B I masiexe.
9. PexBu3uT «OTMETKA 06 HCTIOJITHCHUU JOKYMCHTA U HAIIPAaBJICHUU €T0 B CJIO» O(l)OpMJ'IﬂCTCH B HYaCTHUu HMKHETO
TOJIS JCTa JOKYMEHTa
10. OTMCTKy O NOCTYINICHUH TOKYMEHTA IPOCTABJISAIOT B HIDKHEM YTITY JIMCTa JOKYMCHTA.

TECT 3.

BriGepute BepHOE YTBEpKICHNE

1. Pemenue u31aeTcst Ha OCHOBE KOJUIETHAIbHOTO PYKOBOJACTBA

2. Tekcr mprKasa 1Mo OCHOBHOM JEATEIBHOCTH ,KaK IIPAaBUIIO, COCTOUT U3 IBYX YacTeH
3.KoHncraTupyromas 4acTh TEKCTa B IPUKA3€ 10 OCHOBHOMN IESTEIbHOCTU MOXKET OTCYTCTBOBATh

4. TIyHKTBI TEKCTA IIPHKa3a B PaCHOPSAUTEILHON YaCTH HyMEPYIOTCs apaOCKUMU [udpaMu
5.ITpukasbl 10 OCHOBHOI JESITENBHOCTH U IO JITYHOMY COCTaBY UMEIOT OOIILYI0 HyMEpaluio
6.PeKBH3HUT «OTMETKA O HAJMYHU MTPUIIOKESHUSD MOCIIE TEKCTa MPHKa3a CaMOCTOATENBHO He 0(OpMIIIeTCs
7.3aro0BOK K TEKCTY MPHKa3a 10 OCHOBHOM AEATEIbHOCTH GOPMYIHUPYETCS B POJUTEIHLHOM Iaexe
8.IlpuKa3 1o OCHOBHOM J€ATENbHOCTH, KaK MPaBUJIO, IIOAIMCHIBAET PYKOBOAUTENb OPraHU3aLul

9. [locTaHOBNEHNUS U PEIIEHUS UMEIOT OJHY MOIIHUCH

10. PacnopsinuTenbHble JOKYMEHTHI BCTYIAlOT B CHIIy C MOMEHTA UX HOANUCAHUS

BriOepuTe npaBUIIbHBIN OTBET.

K xaxxnomy 3a1aHuio 1aHbl 3 BapuaHTa 0TBETa, U3 KOTOPBIX TOJIBKO OJIMH BEpHBIN. B Gi1aHKE OTBETOB IMOCTABBTE 1101 HOMEPOM 3aaHuUs
OyKBY OTBeTa, KOTOPBIH Ha Ball B3IVISA SIBISETCS MPAaBUIILHBIM.

1. PacniopsiiuTenbHBIN TOKYMEHT, KOTOPBIN M3/1a€TCS HAa OCHOBE €MHOHAYAIHS

a) pelieHue

6) nmpukas

B) MIOCTAHOBJICHHE

2. PacniopsiiuTenbHbIN TOKYMEHT, KOTOPBIN M3/1a€TCsl HAa OCHOBE KOJUIETHAJIbHOTO PYKOBOJICTBA

a) MpuKas3

0) perieHue

B) pacropsiKeHue




3. I3 cKOMBKUX COCTaBHBIX YacTeH, KaK IPaBHIIO, COCTOUT TEKCT PacIIOPSAUTEIIBHOTO JOKYMEHTA
a) U3 AByX

0) U3 oOHOM

B) U3 TpeX

4. @amMIINIO U AODKHOCTH HCHONHUTEINS B PACHOPSANTEIBHON YaCTH TEKCTa PUKa3a 110 OCHOBHOMN JESTEILHOCTH YKa3bIBAIOT
a) B UMECHUTEIILHOM IaJIexKe

0) B pOJTUTEIILHOM MaJIeKe

B) B IaTEJIHHOM Ia/IeKe

5. B coctaB pexkBHU3UTOB NprKa3a M0 OCHOBHOM JEATEIHHOCTH HE BXOJUT PEKBU3UT
a) rpu¢ yTBEpKACHUS

0) 3aroJIOBOK K TEKCTY

B) HOMEp JJOKYMEHTa

6. [Iprka3s 1o OCHOBHOH JIeITETLHOCTH MOAMUCHIBACT

a) PyKOBOJUTEIb

0) cekpeTapb

B) MCIIOJIHUTEIIb

7. IlocTaHOBIIEHUE TOAKCHIBAET

a) PYKOBOJIUTEIb

0) cekpeTapb

B) PYKOBOJUTEJb U CEKPETAPh KOJUIETHAIBHOTO OpraHa

8. [Ipuka3 mo OCHOBHOI IeATETBHOCTH O)OPMIISIOT

a) Ha OJlaHKe THUChbMa

0) Ha GJIaHKe KOHKPETHOTO BHIA JOKYMEHTA

B) Ha JIOJDKHOCTHOM OJIaHKE

9. CrioBo «IpUKa3bIBAiO» B TEKCTE PHKa3a 10 OCHOBHOM JIEITENBHOCTH 0(DOPMILIIOT B CIIEAYIONIEM HAITHCAHUHT
a) [IPUKA3BAIO

0) npuKa3bIBato

B) [Ipuka3ssiBaro

10. PacnopsinuTenbHas 4acTh B PACHOPSHKEHUH HAYMHAETCS CIIOBOM

a) [IPEJJJIATAIO

6) PELHIAET

B) [IOCTAHOBIJISIET

BcTaBbTe NpoIyIIeHHbIE B TEKCTE CIIOBA.

1. Opranu3aiOHHO-PaCOPSIUTENBHBINA JOKYMEHT — 3TO BUJ IIHCBMEHHOTO JJOKYMEHTa, B KOTOPOM (DUKCHPYIOTCS
AIMUHHUCTPATUBHBIX U OPraHU3allMOHHBIX BOIIPOCOB, @ TAKKE BOIIPOCOB N
B3aMMO/JIEHCTBUS, 0OECIIeYeHNs ¥ PETYIMPOBAHUS JIEITEIbHOCTH OPTaHOB BJIACTH, YUPEXKICHUH, IPEANPUATHH U OpraHnu3aIfii, ux
MI0JIpa3ieNieHNH U TODKHOCTHBIX JIUIL.

2. IlocraHOBIIEHUE — 3TO NIPABOBOM aKT, IPUHUMAEMBII BBICIIUMU WM HEKOTOPBIMU LIEHTPAIbHBIMU OPraHaMH

BJIACTH, JCHCTBYIOLIMMHU Ha OCHOBE yIpaBJIEHUs], B LIETISX pa3peLIeHus
Haubosiee BaXKHBIX ¥ NPUHIUNUAIBHBIX 33/1a4, CTOAIIUX Iepel JaHHBIMU OpraHaMU, U yCTAHOBIIEHUs CTAOUIBHBIX HOPM, IIPaBUII
3. Pemenne — 3T0 pacnopsANTENbHBINA JOKYMEHT, KOTOPBIN SBISIETCS MTPABOBBIM aKTOM, IPUHUMAEMBIM
BIACTH.

4. PacriopspxkeHne — 3TO YIIpaBIIEHUS TOCYJApPCTBEHHOTO OpraHa, MMEIOIINIA BIACTHBIN XapakTep,
U3/IaHHBIH B paMKaX IPUCBOESHHOTO JA0LKHOCTHOMY JIUILY, TOCYJAPCTBEHHOMY OpraHy KOMIIETEHIUH, UMEIOMUi

CHJTY ULl TPaXK/1aH U OpTraHU3alui, KOTOPbIM PACHOPSKEHUE aipecOBAHO.

5. Ilpuka3 — 3TO IpaBOBOM aKT, U3JaBAEMBbIi OpraHu3alluy, JEHCTBYIOEH HA OCHOBE

6. Tekct pacriopsiANTCIBHOTO JOKYMEHTA Yalll€e BCETrO COCTOUT U3 IBYX B3aMMO3aBUCHUMbIX yacTew - u

7. B 3aBUCHMOCTH OT BHJA JOKyMEHTA PacHOPsANTENbHAsA YaCTh HAUNHAETCS CIOBAMMU:

— B IIOCTaHOBJICHHH; — B PEUICHNUY;

— B PacCIOPSKEHUH; — B IIPHKa3e.

8. PexkBU3MUT «OTMETKA O HAIMYMU NIPUIOKEHUSD) T10CIIE TEKCTA PACIIOPSIUTEILHOTO JOKYMEHTA CAMOCTOSTENBHO

9. TekcT paciopsAUTENBHOTO JOKYMEHTA JOJDKEH UMETh 3ar0JIOBOK, KOTOPBIA (GOpMyIIupyeTcs B nasiexe.
10. TIpukassl 1 pacnOpsHKEHUS TOAIUCHIBAET I
11. TTocTaHOBJIEHUS U PELICHUS UMEIOT JIBE MOIMUCH — u

KOJUIETHaJIbHOTO OpTraHa.

12. PacnopsinuTenbHble JOKYMEHTHI BCTYIAlOT B CHIIY C MOMEHTA UX WM JOBEICHHS IO CBEJICHHUS.

TECT 4.

BriGepute BepHOE yTBEpkKACHUE

1. Pemenue u3naercst Ha OCHOBE KOJUIETHAIbHOTO PYKOBOJACTBA

2. Tekcr mprKasa 1o OCHOBHOM AEATEIBHOCTH ,KaK MPaBUIIO, COCTOUT U3 ABYX YacTei
3.KoHcraTupyromas 4acTh TEKCTa B IPUKA3€ 110 OCHOBHOMU J€STEIIbHOCTU MOXKET OTCYTCTBOBATh
4. I1yHKTHI TEKCTA IIPHKA3a B PACHOPSAUTEILHON YaCTH HyMEPYIOTCs apaOCKuMU LudpaMu
5.IIpukasbl IO OCHOBHOM AESTENbHOCTU U 10 TMYHOMY COCTaBY UMEIOT OOILYI0 HyMEpalHIo




6.PeKBU3HUT «OTMETKA O HATWYNH IIPUIIOKEHHUSD MTOCIIE TEKCTa MIPUKa3a CaMOCTOATENBHO He o(opmIIsieTcs
7.3aro0BOK K TEKCTY IIPHKa3a [10 OCHOBHOM A€ATEIbHOCTH (GOPMYIUPYETCS B POJUTEILHOM IaJiexke
8.IIpuka3 o OCHOBHOH NIESITEIBHOCTH, KaK MPAaBUIIO, MTOJIHCHIBAET PYKOBOIUTENb OPraHU3alluH

9. ITocTaHOBIEHUS U PELIEHUS UMEIOT OJHY HOANUCH

10. PacnopsiauTenbHbIe JOKYMEHTHI BCTYTIAIOT B CHITy C MOMEHTA UX ITOIIHMCaHUS

BeiGepure npaBUIbHBINA OTBET.

K xaxxmoMy 3aaHuro 1aHbl 3 BapHaHTa OTBETA, U3 KOTOPBIX TOJIBKO OJIMH BEpHEIH. B Gi1aHKe 0TBETOB OCTABBLTE OJ HOMEPOM 3aIaHHS
OyKBY OTBETa, KOTOPbIH Ha Balll B3IJIA] SIBJISICTCS PAaBUIILHBIM.

1. PacnopsiauTensHBIN JOKYMEHT, KOTOPBINA U3aeTCs HA OCHOBE €MHOHAYAIHS

a) peleHue

0) npukas

B) MIOCTAHOBJICHUE

2. PacniopsiuTebHBIN JOKYMEHT, KOTOPBIH N3aeTCsl Ha OCHOBE KOJUIETHAIEHOTO

PYKOBOACTBA

a) MpuKa3

0) perieHue

B) pacnopspKeHHe

3. 13 cKONBKMX COCTAaBHBIX 4aCTEH, KaK MPaBUIIO, COCTOUT TEKCT PACIOPSIIUTEIBHOIO JOKyMEHTa

a) U3 IByX

0) 13 oiHOM

B) U3 Tpex

4. amunuio u JOJIXKHOCTH HCIIOJIHUTEIISA B paCHOpﬂ}IHTC]’lLHOﬁ YacTH TEKCTa IIpUKa3a I1o OCHOBHOI1 JACATCIIBHOCTH yKa3bIBalOT
a) B IMEHUTEIEHOM IMaJIeKe

0) B pOJTUTEIIBLHOM MaJIe)kKe

B) B AaTEIHHOM IaaexKe

5. B coctaB pexkBHU3UTOB NprKa3a M0 OCHOBHOM JIEATEIHHOCTH HE BXOJUT PEKBU3HUT

a) rpu¢ yTBEpKACHUS

0) 3aroJIOBOK K TEKCTY

B) HOMEp JIOKYMEHTa

6. IIpuka3 mo OCHOBHOM JAeSTENTFHOCTH TOJIICHIBAET

a) PYKOBOJIUTEIb

0) cekpeTapb

B) MCITOJTHUTEIIb

7. IlocTaHoBNICHNE TTOAITUCHIBACT

a) PYKOBOJIUTEIb

0) cekpeTapb

B) PYKOBOJUTEJIb U CEKPETaph KOJUIETUAIbHOTO OpraHa

8. [Ipuka3 1Mo OCHOBHO#M JIEATETBHOCTH OGOPMIISIOT

a) Ha OJIaHKe THChMa

0) Ha OJlaHKe KOHKPETHOTO BH/IA JOKYMEHTA

B) Ha JOJUKHOCTHOM OJIaHKe

9. CrioBo «IpUKa3bIBAIO» B TEKCTE NPHKa3a M0 OCHOBHOM JIEITENLHOCTH 0(DOPMILSIIOT B CIIEAYIONIEM HAITHCAHUHT
a) [IPKA3BAIO

0) npuKa3bIBato

B) [IpukasbiBaro

10. PacnopsinuTenbHas 4acTh B PACHOPSHKEHUH HAYMHAETCS CIIOBOM

a) [IPEJJIATAIO

6) PEIIAET

B) [IOCTAHOBJISET

BcTaBbTe npomyIieHHbIE B TEKCTE CIIOBA.

1. Opranu3anOHHO-PaCOPSIUTENBHBINA JOKYMEHT — 3TO BUJ IIHCBMEHHOTO JJOKYMEHTa, B KOTOPOM (DHUKCHPYIOTCS
AIMUHHUCTPATUBHBIX U OPraHU3allMOHHBIX BOIIPOCOB, a TAKXKE BOIIPOCOB N
B3aMMO/JICHCTBUS, 00ECIIEYeHUs U PETYIMPOBAHUS JEATEIbHOCTH OPTaHOB BIIACTH, YUPEKICHUN, IPEIIPUATHHA U OpraHnu3alii, uxX
HoJpa3ieeHuit U JOIKHOCTHBIX JIHLI.

2. IlocraHoBieHrEe — 3TO MPAaBOBOM KT, IPUHUMAEMBbIi BBICHINMH MM HEKOTOPHIMH LIEHTPAILHBIMH OpraHaMU

BJIACTH, JEHCTBYIOLIIMMH Ha OCHOBE YIpaBJICHUsL, B LENAX pa3peIeHunst
HauboJiee BaXKHbBIX U MPUHIUITHAIBHBIX 33]1a4, CTOSALIMNX Mepe]] JaHHBIMUA OpraHaMH, U yCTAaHOBJICHHS CTaOMIIBHBIX HOPM, PaBUII—
9TO PaCHOPSAUTEIBHBIN TOKYMEHT, KOTOPBIH SBISIETCS IPABOBBIM aKTOM, IPHHUMAEMbIM BJIACTH.

4. PacnopsixeHue — 3TO yIpaBJIeHHs TOCYJapPCTBEHHOT'0 OpraHa, MMEIOIINI BIACTHBIA XapakTep,
M3JaHHBIA B paMKaX MPHCBOSHHOTO A0JDKHOCTHOMY JIMIY, TOCYJapCTBEHHOMY OpraHy KOMIIETEHIIH, HMEIOIIN

CHJTY JUISl TPaXK/1aH U OpraHu3alui, KOTOPbIM PacHOpsDKEHHE alpeCOBAHO.

5. Ilpuka3 — 3T0 MpaBOBOM aKT, M3AABAEMBIil OpraHu3aIHy, JeHCTBYIONIEH Ha OCHOBE

6. Texcr paciopsAUTENBHOIO JOKYMEHTA Yallle BCEro COCTOUT U3 JBYX B3aMMO3aBUCHUMBbIX 4aCTEH - u

7. B 3aBUCUMOCTHU OT BHJa JOKYMECHTA pacClopAAUuTCIIbHAsd 4aCTb HAYUHACTCA CJIOBAMU:
— B IIOCTAHOBJICHHH, — B PCUICHUH;




— B PaCIOPSDKCHUH; — B IIpHKase.
8. PeKBU3NT «OTMETKA O HATMYHUH TPHIIOKEHHUS» TTOCIIE TEKCTa PACIIOPSAUTEIEHOTO JOKYMEHTa CAMOCTOSTEIIBHO

9. TekcT paciopsAUTENbHOTO JOKYMEHTA JOJDKEH UMETh 3aroJIOBOK, KOTOPBIH opMyupyercs B nasiexe.
10. TIpukassl 1 pacoOpsHKEHUS TOINCHIBAET I
11. TTocTaHOBJIEHUS U PELICHUS UMEIOT JIBE MOIMUCH — u

KOJUIETHaJIbHOTO OpraHa.

12. PacnopsinuTenbHble JOKYMEHTHI BCTYIIAlOT B CHIIY C MOMEHTA UX WM JOBEJICHHS IO CBEJICHHUS.

TECT 5.

BriGepute BepHOE yTBEpKICHNE

1. B xpaTkoM MpOTOKOJIE MPUBOAATCS TEKCTHI BBICTYIUICHHH

2. JlaToit mpOTOKOIIA SIBIISIETCS 1aTa MPOBEICHUS 3aCeTaHus

3. B nporokose 00s13aTeabHO YKa3bIBAETCS KOJIMYECTBO PUCYTCTBYIOIINX

4. B tekcte mpoTokoia MoxkeT orcyTcTBoBaTh MyHKT BBICTYITNIIN

5. B npoTrokose yKa3bIBatOTCs Pe3yJIbTaThl FOJIOCOBAHHS

6. [IpoToKOI cOCTaBIIETCS B OJTHOM SK3EMILISIpe

7. IIpoTOKOII MOJMKUCHIBAIOT MPEICEAaTENb U CEKpPeTaph KOUIETHAIBHOIO OpraHa

8. Ha pacmmpeHHBIX 3aCeTaHHUAX COCTaB MPHCYTCTBYIOMINX YKa3bIBAETCS KOJIMUECTBEHHO
9.Brinucka U3 MpoToOKoJIa YAOCTOBEpseTCs: O(POPMIIEHHEM PEKBU3HTA OTMETKA O
3aBEPEHUH KOIIUI»

10./1aToli BEIIMCKK U3 IPOTOKOJIA SBJISETCS JaTa, yKa3Has Kak Jara MOoANUCaHUs
IIPOTOKOJIA

BriGepute paBUIbHBINA OTBET.

K kaxxoMy 3aJJaHUIO TaHEI 3 BapHaHTa OTBETa, N3 KOTOPHIX TOJIBKO OJIMH BEpHEIA. B GllaHKe OTBETOB OCTABBTE MO HOMEPOM 3aIaHHs
6yKBy OTBC€TAa, KOTOprﬁ Ha Ball B3IV ABJISICTCSA IIPaBUIIBHBIM.

1. [laToit mpoTOoKOIIa SIBISETCS

a) JaTa 3acemaHus

0) nata opopMIICHHUS

B) JaTa MOIHUCAHUS

2. 13 cKONBKHX Y9acTeil COCTOMT TEKCT MPOTOKOJIA

a) OZHOM

0) nByX

B) TpeX

3. Bonpochl MOBECTKH JHS B IPOTOKOJIE (POPMYIHPYIOTCS

a) B UIMEHUTEILHOM MaJIeKe

0) B IIpeIIOKHOM Ta/iexe

B) B BUHUTEJIHHOM Ia/IKe

4. TIpoTOKOJ MOAMUCHIBAET

a) pyKOBOJHUTETH

0) cexpeTapb

B) MpeAceiaTeNb M CeKpeTaph KOIIETHAIFHOTO OpraHa

5. Kakas yactp B cXxemMe NOCTPOEHHUSI OCHOBHOHM YaCTH MPOTOKOJIA MOXET OTCYTCTBOBATh
a) CJIVIOAJIN

6) BBICTYIINJIN

B) [IOCTAHOBUWJIN

6. ITpoTtoxon opopmiIsoT

a) B OHOM JK3eMIUTSIpe

0) B IBYX 3K3eMILIIpax

B) B TPEX K3EMILIIPax

7. J1aTo} BBIUCKU U3 MIPOTOKOJIA SBIISETCS

a) nata o(hOopMIICHHS IPOTOKOJIA

0) nata, yka3aHHas B OTMETKE O 3aBEPCHHUU KOITUHU

B) J1aTa MOJIKMCaHMs IIPOTOKOJIA

8. Beimucky u3 mpoToKoIa MOANKCHIBAET

a) pyKOBOJHUTEIb

0) 3aBe/IyOIUIT KaHIEIsApUei

B) CE€KpeTapb, O(POPMHUBIINI BBINUCKY

9. Kak o(hopMIISIFOTCS B TEKCTE POTOKOJIA, IPUCYTCTBYIOIIUE, €CITH UX 22 YeJIOBeKa
a) [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK MpUIIAraeTcs)

0) [IpucyTcTBOBANIN: MIEPEUUCISIFOTCS (hPaMUIIMU TIPUCYTCTBYIOIIUX B ali)aBUTHOM TIOPSIJIKE
B) [IpucyrcrBoBanu: 22 yenoBeka

10. TIpoTOKOIIBI YTBEPKAAIOTCS

a) Bceraa

0) YyTBEPIKICHHUIO MOUICKAT HEKOTOPBIE BUABI IPOTOKOJIOB

B) 10 YKa3aHHUIO PYKOBOIUTEIIS

BcTaBbTe IpOIyIIEHHEIE B TEKCTE CIIOBA.

1. B 3aBUCHMOCTH OT ITOJTHOTBI OCBEILEHHS X0/1a 3aCEIaHNsl IPOTOKOJIBI MOTYT OBITh u




2. Teker IMIPOTOKOJIa COCTOUT U3 ABYX yacrTei: BBO,Z[HOﬁ u

3. KomuuectBo yKa3bIBaeTCs 00s3aTENBHO, TaK KaK OT 3TOTO 3aBUCUT KBOPYM IPH NPUHATHH PEILCHUS
rOJIOCOBaHUEM

4. Ha pacmmpeHHbIX 3acCelaHnsAX C OOJIBIIMM YHCIIOM MPUCYTCTBYIOMINX MX COCTAaB YKa3bIBACTCS

5. Kaxplit BOIIpOC MOBECTKH JHS apabckumu nudpamu, oGopmIsIeTCst ¢ KPaCHO# CTPOKHU U GopMyITUpyeTcs
B Tajiexe.

6. Kaxx1plit MyHKT MOBECTKHU JTHSI CTPOUTCS MO CXEME! , ,

7. Ecnu Bompoc He 00CyXKaaucs, MyHKT MOJKET OTCYTCTBOBATb.

8. [Tporokon odopmisercs B SK3EeMILISIPE

9. BhlIkcka U3 MPOTOKOJIA yI0CTOBepsieTcs: 0(hOpMIICHHEM PEKBU3HTA
10. {aToif BEIMMCKHU U3 MPOTOKOJIA SIBJISIETCS aTa, yKa3aHHas

TECT 6.

BriGepute BepHOE yTBEpKICHNE

1. BHyTpeHHss ToKIagHas 3anucka opopmiisieTcs Ha OJlaHKe OpraHu3aliu

2. TeKkcT AOKITAaHOI 3alUCKU COEPIKHUT TOJIBKO 0OCTOSITENBHOE U3JI0KEHHE BOTIpOCca
3. BHYTpeHHIOIO JIOKJIaIHYIO 3aIIUCKY HOANUCHIBAET COCTABUTEINb

4. AnpecaHT B IOKJIaIHOM 3alMCKe YKa3bIBAETCS B IMEHUTEIBHOM Mmajiexe

5. B anmpecare noKiaHOI 3aIIMCKH YKa3bIBAIOT TOJIBKO (haMUIIUIO

BriOepuTe npaBUIIbHBIN OTBET.

K xaxxnomy 3a1aHuio 1aHbl 3 BapuaHTa OTBETa, M3 KOTOPBIX TOJIBKO OJIMH BEpHBIN. B Gi1aHKEe 0TBETOB OCTABBTE 1101 HOMEPOM 33JaHUS
OyKBY OTBeTa, KOTOPBIN Ha Ball B3IJIS SIBISIETCS IPABIIIBHBIM.

1. BHYTpEHHIOIO I0KJIaJHYIO 3alUCKY OJIUChIBAET

a) COCTaBUTEINb

0) pyKOBOJIUTEIb MOIPA3ICIICHHS

B) CEKpeTaph

2. B cKonbKUX 9K3eMIUIIpax 0(opMIIsIeTcst BHELIHSS TOKIaJHas 3aIlicKa

a) B OJHOM

0) B IBYX

B) B TpeX

3. PekBU3UTHI OOBACHUTEILHOHN 3aIIUCKHU 110 TOBOLY OOBSICHEHHUS MOCTYIIKA AHATOTUYHbI
a) BHYTpPEHHEH JJOKJIa{HOM 3aluCKu

0) BHYTpEHHEH CIIPaBKH

B) ciyKeOHOMY IHCbMY

4. TekcT AOKIagHOM 3aMUCKH, KaK PaBUJI COCTOUT

a) U3 OHOM YacTh

0) U3 IByX yacTen

B) U3 TpeX yacTel

5. B coctaB peKkBH3UTOB BHEIIHEH JTOKIAIHON 3aMCKH HE BXOIUT

a) 3ar0JI0BOK K TEKCTY

0) neyatpb

B) MOAIHUCH

BcTaBpTe IpoOmyIIeHHBIE B TEKCTE CIIOBA.

1. JloknagHast 3alucKa — JOKYMEHT, aJpECOBaHHbIH 0 KOHKPETHOH TeMe ¢ u

TIPEITIOKEHUSIMHE 110 HEH.
2. BHeIHI0I0 TOKJIaJHY 0 3aMUCKY, aIpECOBAHHYIO B BBILIECTOSIIYIO OPraHU3aIHIO ITOIITHCHIBAET
3. BHYTpEHHIOIO TOKJIAJHYIO 3aITUCKY COCTABISAET U MOAMUCHIBACT

4. PexBU3NTHI BHYTPEHHEH TOKIaTHON 3aMTUCKHU:

- azipecar (B AaTEIbHOM MaJIeXe)

- (B pOOUTENIHHOM MasieXke)
- HAaUMEHOBAHHE BHJa JOKYMEHTa

- TEKCT

- OTMETKA O HAIMYUH IPHIOKEHH (B Cllydae HEOOXOIUMOCTH)
- nara

5. PexBH3HUTHI BHEUIHEH JTOKJIAJHOM 3aIIMCKH:
- HAUMEHOBaHHE OPTaHU3aINH — aBTOPA JOKYMEHTa
- HAUMEHOBAaHME BHUJA TOKyMEHTA

- UHJIEKC
- MECTO COCTaBJICHUS JOKYMEHTA

- 3aroJIOBOK K TE€KCTY
- TCKCT
- OTMETKAa O HAJIMINHU IIPUITIOKECHUA




- OTMETKa 00 MCITOJIHEHUH H HarpaBJICHUU JOKYMCHTA B €10

TECT 7.

BriGepute BepHOE yTBEpKICHNE

1. TexcT ciyx’eOGHOro MUChbMa MOXKET OBITh IPOCTHIM

2. ToH cnmy»)e0HOT0 MMChMa 3aBUCHT OT €r0 COJICPIKaHHS

3.B tpadapeTHOM TEKCTe HE ciIeAyeT HaUWHATh TEKCT CO CBOOOIHOTO MecTa, OTBEICHHOTO UL TepeMeHHOH HHdopMarn
4. B cimy»xeOHOM MUCBEMe TEKCT ITUIIETCs OT 1-To JIMIa MHOXKECTBEHHOTO YHCIIa
5. BoiiensaT npuckuiaeMble U OTIIPaBIIsieMble IHChMa

6. CiyxebHO€e UCbMO MOXKHO 0()OpMUTh Ha popmare AS

7. MakcumalpHOE KOJIMYECTBO aJpecaToB B MUChME - 4

8. MakcumanbHbIil 00beM IHCbMa — 2 JIUCTa

9. Cnyxe0HOE MUCHMO MOXKET UMETh JIBE MOIITHCH

10. Cny>xe0HOE IUCbMO MOTYT YIOCTOBEPSTh 1€4aThIO

BriOepuTe npaBUIIbHBII OTBET.

K kax1oMy 3aJJaHUIO IaHbI 3 BapUaHTa OTBETA, U3 KOTOPHIX TOIBKO OJIMH BEepHbIHA. B GllaHKe OTBETOB MIOCTAaBBHTE MO HOMEPOM 33 IaHHs
OyKBY OTBeTa, KOTOPBIM Ha Ball B3IJIS SIBISETCS MTPABUIBHBIM.

1. TekcT ciyxeOGHOro MUChbMa COCTABISIETCS OT

a) 1-ro muIa MHOXKECTBEHHOTO YHCIa

0) 2-ro nuIa eJMHCTBEHHOTO YNCITa

B) 3-T0 JHIIa MHO>KECTBEHHOT'O YHCIIa

2. PEeKBH3UT «CCBHUIKA Ha HOMEP H JIaTy BXOJSIIET0 JOKYMEHTa» 0(OpMIIIETCS
a) BO BCEX MHChMax

0) B OTBETHBIX MHUCbMAX

B) B MHUIMATHBHBIX IIHChMaX

3. PykoBoaurens 1 riaBHbIH OyXranTep MOANUCHIBAIOT

a) IHCHMO-U3BEIICHUE

0) pexJIaMHOE THCEMO

B) rapaHTHHHOE MICEMO

4. B cocTaB peKBU3HUTOB CIYKEOHOTO MUChMA HE BXOIMT

a) axgpecar

0) Ha3BaHUE BUAA JOKyMEHTA

B) MOJIITUCH

5. Tekcr cimy)eOHOTro nrchkMa MOKHO 0hopMHTh Ha hopmare AS, ecnu
a) Het Onanka opmara A4

0) TEeKCT MMChbMa HE MPEBBILIAET 6 CTPOK

B) €CTh COOTBETCTBYIOLIHE YKa3aHUS PYKOBOIUTEIS

6. CkoJibKO 0JIAHKOB MOTPEOYETCsI, €CIN CITy)KeOHOE MUCHMO HANPABIISICTCS B JiBa ajpecara
a) OJIMH

0) nBa

B) TpU

7. MakcumainbHbIi 00beM CITy’KeOHOTO MUChMa

a) OJTHa CTpaHHLIA

0) JBe CTpaHHMIIBI

B) TPU CTPAHUIIBI

8. IlegaTsio ymocToBepsieTcs

a) NIMChbMO-HAIIOMUHAHHE

0) mHChMO-TIPUTTIALIICHHE

B) rapaHTHHHOE MHUCHMO

9. OTMeTKa 0 MOCTYIICHUH JOKYMEHTA B OPTaHH3ALHIO IPOCTABIISIETCS
a) Ha BCEX JJOKyMEHTax

0) TOJIbKO Ha MPUCHUIAEMbIX

B) 10 YCMOTPEHHIO CeKpeTapst

10. B nuchMe OTMETKA O TIOCTYIUIEHHU TOKYMEHTA ITPOCTaBIISETCS

a) B IPaBOM HIDKHEM YTIIy II€PBOTO JIMCTa JOKYMEHTa

0) B JIGBOM HI)KHEM YTJIY ITOCJIEHET0 JINCTA TOKYMEHTa

B) Ha JIFOOOM CBOOOZHOM MecCTe

BcTaBbTe NPOIyIIEHHEIE B TEKCTE CIIOBA.

1. TexcT mucbMa JOIKEH OBITH IPOCTHIM, T.€. KACAThCs BOIIpOCA.

2. TekcT nrcbMa, Kak MPaBUIIo, COCTOUT U3 JBYX 4YacTeil. B mepBoii uactu naercs , BO BTOPOii 4acTu

3. Tekcr mucbMa MOXET COCTOSATh U3 OJTHON 4acTu.

4. ITuceMo MokHO 0hopMUTH Ha hopmare A5, ecir TEKCT COACPIKUT HE CTpOK.

5. Cny>xe6HOE MUCHMO — 3TO €ANHCTBEHHBIH JIOKYMEHT, KOTOPBIil HE UMEeT JOKYMEHTA.

6. MakcumalnpHO€ KOJIMYECTBO aJJpecaToB B MUCbMeE- .

7. Kak npaBuiio, MakCUMaJIbHBII 00bEM NUChMA - JIUCTa, BTOpasi cTpaHulia opopmMisieTcs Ha JIHCTE.
8. [ucema (pMHAHCOBOTO XapaKkTepa JOJDKHBI IMETh IO JIITHCH.

9. PekBu3uUTEHI CityeOHOr0 MHUChMA!




- PEKBHU3UTHI OJTaHKA MUCHMa;
- ajipecar;
- pe3oonus;

- TEKCT;
- OTMETKa O HAJMYUH [IPHIIOKEHHS;

- OTTHUCK TI€YaTu;

-OTMETKA 00 HCITOIHUTEIIE;

-OTMETKa 00 MCIOJIHEHUH JJOKYMEHTA U HAIIPaBJICHUH €T0 B JIeJ0;

- ( TOJBKO JUTS BXOJISIIIVIX TIFICEM. )

5.2. Tembl NUCbMEHHBIX PadoT

IIpumepHas TeMaTHKa pedepaTHBHBIX padoT

. OBOJIIOLMS PAa3IMYHBIX BUIOB JOKYMEHTOB.

. JlocTOMHCTBA ¥ HEOCTATKU BbIOOpa pasnuuHbix Gopm CHO.

. XapaKTepHCTHKa U CTPYKTypa CIyKOBI « Y IIpaBICHNE AETaMU».

. XapakTepucTHKa U CTPYKTypa cIy>kO0bl «O0Luil oTaem».

. XapakTepuctuka paboTbl cekperaps-pedepeHTa.

. OcoOEHHOCTH U periaaMeHTanus JOKyMEHT0000pOTa B Pa3IMUHbIX YUPEXKICHUSIX.
. JlocTonHCTBA M HEIOCTATKU PA3IUIHBIX (OPM PETUCTPAINH JOKYMEHTOB.

. ©OpMBI KOHTPOJISI UCTIOIHEHHS JOKYMEHTOB.

. 3HaUEHUE KOHTPOJISI UCTIOJHEHHMs IOKYMEHTOB.

0. OcoGeHHOCTH OTEUECTBEHHOI'O AEIONPOU3BOICTBA.

11. Homenxkmarypa gei.

12. IIpaBoBast periaaMeHTanust opopMICHUS YIPAaBICHUYECKUX JOKYMEHTOB.

13. XapaxkTepucTUKa U 3HaU€HUE OTJEIbHBIX BUIOB PEKBU3UTOB: ... (HAUMEHOBAHUE PEKBU3UTA).
14. Bunsl 1 opopmiieHHE OpraHu3aluOHHbBIX JOKYMEHTOB.

15. Bunst 1 oopMIIeHHE PaCTIOPSIUTETEHBIX JOKYMEHTOB.

16. Bunsl u odopmienne HHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

17. Bunsl 1 0opMIIEHHUE JINUHBIX JOKYMEHTOB.

18. 3HaueHue ciykeOHbIX MUCEM B yIIPABICHUECKOH AESTEILHOCTH.

19. OcoGeHHOCTH COCTaBJIEHUS TEKCTOB CIIYKEOHBIX ITHCEM.

20. DxcnepTu3a [EHHOCTH JOKYMEHTOB.

21. HopMaTuBHO-METOIUYECKUE JOKYMEHTBI, pETJIAMEHTUPYOLIHE paboTy ¢ 0OpallieHUsIMU TPaXkKaaH.
22. 3HaueHHEe KOMITBIOTEPHU3AINU TIOKYMEHTO000poTa A1t paboThl ciryx0b1 JJOY.

— O 00 1N L AW~

5.3. ®oH/1 O1IEHOYHBIX CPEICTB

Tema 1

JoxyMmeHTanus GyHKIHOHATEHOTO MOApa3IeNieHNs] KOMITAaHUU
3aganus Al IPaKTUIeCKOTrO 3aHATHUS.

1. [ToHsITHE O KOPPECTIOHICHITNH U JEIIOTIPOU3BOJICTBE.

2. IlonsATye 0 IOKyMEHTE, BUAbI JOKYMEHTOB, (DYHKIMU JOKYMEHTOB, CUCTEMBI JOKyMEHTALUU, IpaBuiIa 0hOopMICHHS
YIIPaBJIEHYECKUX JOKYMEHTOB.

3. IOpuauueckoe 3Ha4eHUE JOKYMEHTOB.

4. Yaudukanus v cTanaapTu3anus PeKBU3UTHI JOKYMEHTOB.

5. O6ume TpeboBaHus K TeKCTaM M 0QOPMIICHUIO JOKYMEHTOB.
3agaHust IJIsl CAaMOCTOSTEIBHON paboTHI.

1. ITopsiiok cocTaBieHUs! JOKYMEHTOB.

2. TpeboBanus K 0QOPMIICHUIO JOKYMEHTOB.

3. PaGoTa no cocTaBiIeHHIO TEKCTa TUIIOBOTO JOKYMEHTA.

4. OdopmieHre T0KyMEHTa B COOTBETCTBUH € OOIIUMH TPEOOBaHUAMHU.

Tema 2

CucreMbl JOKYMEHTALUK NOAPa3IeICHUS

3aganus AJsl NPaKTUYEeCKOTrO 3aHATHUS.

1. Opranu3aliOHHO-PacHOPAAUTENbHAS JOKYMEHTaIUS.

2. OpraHu3alMOHHas JOKYMEHTALUN: YCTaB, I0JI0XKEHNE, HHCTPYKLUSL.

3. PacnopsiauTenbHble JOKYMEHTBI: IPUKAa3bl, MHCTPYKIMH, YKa3aHUsl, PELICHHs, I0CTAHOBJICHUS, PACIIOPSKEHUS.

4. CnpaBouHas JOKYMEHTalLUs: JOKJIa[HAas 3allUCKa, CIIyKeOHasl 3a11CcKa, 00bsCHUTENbHAS 3a1CKa, IPEIOKEHUE, IIPECTaBICHUE,
3asBJIEHHE, IPOTOKOJI, aKT, IPaBKa, 3aKJII0YEHHE, OT3bIB, IEPEUEHB, CIIMCOK, IIEPEIHCKA.

5. JIOKyMEHTHPOBaHHE TPYIOBBIX IPaBOOTHOLIEHUI

6. 3akoHOzaTeNbHAS U HOPMATHBHAS PETIAMEHTAIMS JOKYMEHTHPOBAHHUS IIpreMa Ha paboTy.

7. OcoOeHHOCTH OATOTOBKH M 0(OPMIIEHHS IPUKA30B 110 JIMYHOMY COCTaBy (0 IpueMe Ha paboTy), TMYHON KapTOUKHU, TUIHOIO Jea.
8. [IpaBoBOE peryIupoBaHHe MepeBOaa COTPYIHIKOB Ha APYTYIO paboTy M yBOIbHEHHE PAOOTHUKOB.

9. ToBapoBeaueckas JOKyMEHTaIHs.

10. JIokyMeHTHI CTPOTO OTYETHOCTH.




11. JloroBopa opraHu3aTOPOB U UCHIOTHUTENEH TYPUCTCKUX YCIIYT.

12. Typucrckas myTeBka. TypucTckuii Bayuep.

13. JloxymeHTamus 1o KOMMEpPUYECKON AEATEIHHOCTH MOAPA3IEICHUS U IPEATIPUSITHSL.

14. YupenutenbHble JOKYMEHTHI, JOKYMEHTBI [0 YTBEPKAECHHBIM (popMaM CTaTHUCTHYECKOH OTUYETHOCTH; JIOKYMEHTHI 00 yriare
HaJIOTOB U IPYTUX 00s3aTENbHBIX IIaTEKEH.

15. bankoBcKas rapaHTus. JJOKyMEHTbl, YA0CTOBEPSIOLIIE IIIAaTEKECIOCOOHOCTb.

16. branku cTpOroi OTYETHOCTH.

3amaHus 7151 CaMOCTOATEILHON pabOTHI.

1. ®opmupoBaHIe OpraHU3aIOHHON JOKYMEHTAIIHH.

2. OdopmieHne pacopsIUTeIbHON JOKYMEHTALIUH.

3. Pabora co cipaBo4HO# TOKyMeHTaIUEH.

4. Iopsnox odopmiIeHUS JOKyMEHTOB IIPH MPUHATHH Ha NPEANPUATHE HOBBIX paOOTHHUKOB.
5. 3anojHEeHUE JOKYMEHTOB CTPOrOif OTYETHOCTH.

6. PazpaboTka OKyMEHTAILMH 10 KOMMEPYECKOH NeATeIbHOCTH [10Ipa3IesICHUs

Tema 3

Opranu3zanys Je0pou3BOICTBA

3aaHust A7l IPAKTHIECKOTO 3aHATHSI.

1. Opranu3zanus padoTHI ¢ MOCTYNAIOIIMMH U HCXOISIIMMH JOKYMEHTaMH MOApa3/IesIeHHUsI.

2. opsinox 06pabOTKK JOKYMEHTOB

3. Uudopmanmonno-nouckoBas cucrema (UI1C) aiist paboThI ¢ JOKYMEHTAMH OpTraHU3aIUH.

4. CocTaBieHHe HOMEHKIIATYPBI JIEL.

5. Peructpanust u mHAEKCAUs JOKYMEHTOB.

6. ITopsiiok 06pabOTKH MOCTYMAIOIIUX U OTIPABISIEMBIX JOKYMEHTOB, BUBI PETUCTPALIMOHHBIX YUETHBIX (hOPM, CIIPAaBOYHAs
KapToTeKa.

7. Opranu3zanusi KOHTPOJISI UCIIOTHEHUS JOKYMEHTOB.

8. moHsATHe, 3HAYCHUE U OpTaHU3aIs KOHTPOJIS UCIIOTHEHHS TOKYMEHTOB.

9. q’OprI W BUABI KOHTPOJIA 3a UCTIOJTHCHUEM JOKYMCHTOB.

10. CocTaBneHne HOMEHKIATYPHI JIEI.

11. PacnpesneneHue UCIOIHEHHBIX JOKYMEHTOB B JieJa.

12. CucremaTH3amys ¥ 3aKperuieHAe HHISKCOB JeJl, YCTaHOBJICHHE CPOKOB XPaHEHUS Jedl.

13. ®opmupoBanue U opopMIeHUE OET.

14. Hymepanyst JTUCTOB Jiej1a, COCTaBJICHIE 3aBEPUTENLHOM HAJINMCH, COCTABJICHUE BHYTPEHHEH OMICH JOKYMEHTOB JIela, eperuieT
(ToamMBKa) aei.

15. Oopmitenne 0010KeK A€ TOCTOSHHOTO ¥ BpeMeHHOoro (cBbiie 10 sieT) XxpaHeHusl.

16. CocraBnenue 1 opopmiIeHHE OMUCEH e CTPYKTYPHOTO MOPA3AENeHNs TyPUCTCKON OpraHu3aIyy.

17. Tekymiee XpaHeHHUe A€ ¥ MOATOTOBKA K Mepeqade B BEJOMCTBESHHBIN apXHB.

18. ®opmupoBanme 1en nociae OKOHUYAHUS M B TEKYIIEM JeIOPOU3BOJICTRE.

19. DkcnepTu3a LEHHOCTH JOKYMEHTOB U JIENI.

20. OdopmiieHHE €T B COOTBETCTBUH € YCTAHOBJICHHBIM MTOPSIIKOM IIPH TIepeaade B COOTBETCTBYIOIINI apXUB; OIMCAHUE AE,
HepelaBaeMbIX B apXUB OpraHu3aluy, Iepeaada JOKyMEHTOB B apXUB.

3amaHus 7151 CAMOCTOSATEILHON pabOTHI.

1. O6paboTKa NOCTYNAIOMINX U OTIIPABIISAEMBIX JTOKYMEHTOB ITOIPA3IEIICHHS.

2. PaboTa ¢ THIIOBBIMHU TOKyMEHTAaMH TIOIpa3/IeTIeHIs: IPUMEPHBII TPYIOBOH TOTOBOP, IPUMEPHAs TOJDKHOCTHAS HHCTPYKIIHS,
IIPUMEPHBIN IPOTOKOJ, IPUMEPHOE MUCHMO, IPUMEPHOE MOJI0XKEHUE O CTPYKTYPHOM NoxpasaeneHuH, npumepusiiit AKT, npumeproe
IITaTHOE paclicaHne, MPUMEPHBIHN MPpUKa3.

3. IIpaktuxa ¢hopmupoBanue u ohopMIEHHE el

Tema 4

Hcnonb3oBaHre COBPEMEHHOM TEXHUKH MPH paboTe ¢ JOKyMEHTanuei 3aianus AJsl IPaKTHIECKOTO 3aHSATHSL.

1. OCHOBHBIE CPEJICTBA OPTTEXHUKH, UCIIOJIb3YEMbIE Ha MPEINPUATHIX TypU3Ma

2. ABTOMaTH3MPOBaHHEIE TEXHOJIOTUH PAOOTHI C JOKyMEHTaMU

3amaHus AJ1s1 CaMOCTOATEILHON pabOThI.

1. IlpakTuka paboOTHl Ha ABTOMaTH3UPOBAHHBIX pab0YHNX MECTax ¢ HCIOJIb30BaHHEM OPTTEXHUKHU M IIPOTPAMMHOT0 00eCTIeUeHH s 1
00bEJMHEHNEM UX B JIOKAJIBHBIE U OTPACIIEBbIE CETH.

5.4. IlepeyeHb BUIOB OLICHOYHBIX CPEACTB

ompoc,

OLICHKA PEIICHHS TECTOBBIX 3aIaHHH,

Pe3yNbTATHI BBHITIOTHEHUSI IPAKTUIECKUX 33aHUIi U CAMOCTOSTEIBHON paboThI,
nuddepeHIIUPOBAHHBIN 3a4eT.

6. YYHEBHO-METOIMYECKOE U TH®OPMAIIMOHHOE OBECHHEYEHUE JTUCIUIIJIMHBI (MO JISI)

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHas1 J1UTEpPaTypa

ABTOpBI, COCTaBUTEIH | 3arnaBue | WznarensctBo, rox




ABTOpBI, COCTaBUTEIHN 3arnaBue

W3parenbCcTBO, TONI

JI1.1 [FOmamesa U. A. MapkeTHHT Typu3Ma: y4eOHO-METOAMYECKOe ocodue

Mocksa, bepnun: Jlupekrt-

Menua, 2020
6.1.2. JlonoTHUTEILHAS JTATEPATypa
ABTOpBI, COCTaBUTEIHN 3arnaBue W3narenbCeTBO, TOI
JI2.1 |dyposuu A. I1. MapkeTHHT Typu3ma: yueOHoe nocooue

Munck: PUIIO, 2020

6.3.1 JIunieH3MOHHOE U CBOOOJHO pacnpocTpaHsieMoe NPOrpaMMHoe odecrieyeHne, B TOM YHCJIe 0Te4eCTBEHHOT0 MPON3BO/ICTBA

6.3.2

IlepeyeHb npodeccHOHANBHBIX 023 JAHHBIX H HH(POPMAIMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|CnpaBounas IIpaBoBas Cucrema Koncynsrantllmoc

6.3.2.2|udpopmanmonHas cripaBouHas cucrema «['apant»

7. MTO (o0opyaoBaHue H TeXHHYECKHE CPecTBa 00y4eHUs)

KOHCYJIbTAIlU{, TEKYIETO
KOHTPOJIS ¥ IPOMEXKYTOUHOU

Ne Ha3znauenne O6opynoBanue o Anpec Bun
28 y4aeOHas ayquTOpHs JUIS JleMoHCTpanoHHOE 344029, PocroBckas
IPOBEACHUS 3aHATHH obopynoBanue, yueOHoO- obnacts, I. PocTos-Ha-
JIEKIIMOHHOTO THIIA, 3aHATUI HarIsITHBIE TOCOOUs Hony, [leppomalickuit
CEeMHMHapCKOro TUIa, Crienuanu3upoBaHHast paiion, yi. CepkaHTOBa,
KypCOBOTO IPOEKTHUPOBaHUs |mebenb: cton — 11 mr., cTym — 2/104
(BBINOJIHEHHS KYPCOBBIX 21 ., nocka — 1 mr.
paboT), TPYIITOBBIX 1
WHJIUBUy aJIbHBIX

KOHCYJIbTAIIUH, TEKYIETO
KOHTPOJISI ¥ TIPOMEXKYTOUHON Byxranrepus 1C 8.3
arrecrauuu, Jlaboparopus Jokymenroobopor 1C
MH(POPMALTMOHHBIX 8.3
TEXHOJIOTHH, TOMEIICHHUE JJIsI
CaMOCTOSITEIIbHOM paboThI

IIpeanpustue 1C 8.3

Kowmmekr mjist
00y4YeHHUs B BBICIIUX U
CpelHUX yueOHbIX
3aBegenuii. 1C 8.3

aTTecTallu
4 MOMEIIEHHE IS JlemoHCcTpanroHHoe Ornepaunonnas cuctrema| 344029, PoctoBckas
CaMOCTOSITEIbHON pabOTHI. obopynoBaHue, yueOHO- Microsoft Windows 10 | o6umacts, r. PoctoB-Ha-
yueOHas ayAUTOPHS ISt HarJISIIHBIE TIOCOOUs home Hony, IlepBomaiickuii
MIPOBEICHUS 3aHATHH ydeOHas Crnenuani3upoBaHHast Ipunoxenue paiioH, yi. Cep>xaHTOBa,
ayUTOpUs ISl IpoBeeHust | Mebenb: cton — 19 wr., cTyn — Oduc2016 2/104
3aHATHUH JICKIIMOHHOTO THIIA, 36 mrT., focka — 1 mrT., Anrusupyc Nod 5
3aHATHI CEMHHAPCKOTO THIIA, KoMIbroTeps! — 10 T, academic
KypCOBOT'O MMPOSKTUPOBAHKS | MpoeKTop — | WIT., TOCTyN B WutepHeT Gribtp
(BBIMOJTHEHHS KYPCOBBIX WurepHer UserGade
pabort), rpynIoBbIX U Cutema TeCTUpOBAHUS
HH/IMBUAYaJIbHBIX MyTestx.1c




