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1. OBJIACTh IPUMEHEHUSI PABOYE ITIPOTr'PAMMBI

1.1{IIporpamma MexIUCIUIIIMHAPHOTO Kypca sIBISIETCS YaCThI0 OCHOBHOM NPO(hecCHOHANbHON 00pa30BaTeIbHON IPOrpaMMBbl
IO CHENHATBHOCTH cpeHero npodeccruonansHoro oopasosanus 43.02.10 Typusm.

2. MECTO JUCHUILJIUHBI (MOJIY.JIST) B CTPYKTYPE OBPA30BATEJIbHOM ITPOTPAMMBI

Lukx (paszen) OIT: [MJIK.04

2.1|TpebdoBaHus K NpeaBAPUTEILHOI MOATOTOBKE 00y4a0IIErocs:

2.1.1|MapKeTHHTOBbIE TEXHOJIOTHH B TYpU3ME

2.1.2|TIpousBoacTBeHHAs MPaKTHKA (10 MPOGUITIO CIICIUATLHOCTH)

2.1.3|IIpon3BoacTBeHHAs IPAKTHUKA (10 MPOQUITIO CIEIHANIBEHOCTH)

2.1.4|TexHonorHs 1 OpraHU3aLUs CONPOBOXKCHUS TYPUCTOB

2.1.5|TexHONOTHS M OpraHU3anisl SKCKYPCHOHHBIX yCITyT

2.1.6|TexHONOTHMS MPOJIAXK U POABIKEHHS TYPIPOIYKTa

2.1.7|1HOCTpaHHBIH S3BIK

2.1.8|Opranuzanus Typu3Ma Ha MEX/IyHapOJAHOM pPBIHKE

2.1.9|TIpaBoBoe obecrieueHNe Typru3Ma H TOCTEIIPHIMCTBA

2.1.10 HpaBOBLIe OCHOBBI 3allITUThl UHBAJIMJOB U JIMI C OTPAaHNYCHHBIMH BO3MOXHOCTSAMHU 310POBbS

2.1.11|TpodeccuonanbHast STHKA U STHKET

2.1.12| TexHONOTHS ¥ OpraHU3aIMs TYPAreHTCKOM AESTEIbHOCTH

2.1.13| TexHONOTHS ¥ OpraHU3aIHs TYPOIEPATOPCKOH ACATEILHOCTH

2.1.14|Y4eOHas nmpakTHKa

2.1.15|YuebHas nmpakTHKa

2.1.16|Bbe30macHoCTE KU3HEAEATETLHOCTH

2.1.17|T'eorpadus Typusma

2.1.18|ndopManinoHHO-KOMMYHHKALMOHHbIE TEXHOIOTHH B TPO(YECCUOHAIBHON AeATEIbHOCTH

2.1.19|Ucropus

2.1.20|Opranu3anus TYpUCTCKOW HHIYCTPUU

2.1.21|OcHoBsl punocodun

2.1.22|TIcuxonorus 1ej10Boro oO0ImeHus

2.1.23|Pycckuii sI3bIK ¥ KyJIBTypa peun

2.2|AucuunauHbl (MOAYIN) H MPAKTUKH, IJISI KOTOPLIX OCBOEHNE TaHHOI JHCHUILUIMHBI (MOAYJ51) HEOOX0IUMO KAK
npe/liecTByloLee:

3. IEJIA Y 3AJJAUM JUCHUIJIMHBI (MO1Y.JIs) - TPEBOBAHMSI K PE3YJIbTATY OCBOEHHUSI JUCHUIIJIMHbBI
(MOJYJISN)

B pe3ysabTaTe ocBOEHHS TMCHUIIHHBI (MOIYJIs1) 00y4AIOIINIACS A0J2KEeH:

3.1 3narn

3HaYEHHE TUIAHUPOBAHUS KaK GYHKIMU YIPaBICHHS;

METOAMKY cOopa uHpopMaIMK 0 paboTe OpraHU3alry | OTACIBHBIX €€ TOApa3ACICHHN;
BUIbI IUTAHUPOBAHUS ¥ IPUEMBI 3P PEKTHBHOTO TIIAaHUPOBAHUS;

3¢ PEKTUBHBIE METO/IbI IPUHSTHS PEIICHHH;

OCHOBBI OpPTraHM3aAIMN TYPUCTCKON ESTEIbHOCTH;

CTAaHJaPTHI KAYECTBA B TYPU3ME;

TIpaBWJIa OPraHU3alUH IETOIPONU3BOJICTBA M PAOOTHI ¢ OUCHON TEXHUKOH;

IpuEMBI 3P EKTHBHOTO OOIIEHNS, MOTHBAIINH TIEPCOHAIA B PA0OTH ¢ KOH(DIMKTaMU;
MeTOANKH 3G HEKTUBHON OpraHU3alUK ACJIOBBIX BCTPEU U COBEIAHNU;

MpUHIUTH 3P PEKTUBHOTO KOHTPOIIS;

Tpynosoi konekc Poccuiickoit @enepanuu;

OpraHHU3alI0 OTYETHOCTH B TYPHU3ME;

OCHOBHbIE (DMHAHCOBBIE IOKA3ATENH JESITENLHOCTH OPraHMU3alMK U METOJJUKY HX pacuéra;
METOJUKY IIPOBEACHUS IIPE3CHTALINN;

OCHOBHBIE [T0Ka3aTelN Ka4eCTBa paO0Thl MOAPa3/ICICHHS;

METOJIBI 110 cOOpY UHPOPMAITUH O KaueCTBE PabOThI MOIPA3ICIICHUS;

METO/Ibl COBEPIIEHCTBOBAHHS PaOOThI MOApa3/ICIICHHS;

WHHOBALMK B cepe YIpaBIeH:s OpraHu3alisIMi TyPHUCTCKON HH/TyCTPUH.

3.2 Ymerhb




cobuparh HHPOPMAIHIO 0 paboTe OpraHu3aluy U OTACIBHBIX €€ oApa3AeICHu;

WCIIONIb30BATh PA3INYHbIE METOIBI IPUHSTUS PELICHHIA;

COCTaBJIATH IUIAH PaOOTHI OAPA3AETICHUS;

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

OCYIECTBIATH 3P PEKTUBHOE OOIIECHHE;

IIPOBOAUTH MHCTPYKTaXX PAOOTHUKOB;

KOHTPOJIMPOBATh KA4eCTBO pabOTHI MEepCoHAaNa;

KOHTPOJIMPOBATh TEXHUUECKUE U CAHUTapHbIE YCIOBUS B oduce;

YIPaBJIATh KOH(IUKTAMHU,

paboTaTh U OPraHU30BBIBATH Pa0OTy ¢ OPUCHON TEXHUKOH;

IOJIB30BaThCA CTaHAAPTHBIM IMTPOTPaAaMMHBIM O6CCHC‘{CHI/IGM JUIA OpraHu3aluu ACJIOTTPOU3BOACTBA,
0(OpMIIATE OTYETHO-IUTAHOBYIO JIOKYMEHTAIHIO TI0 paboTe MOoApa3IeICHUS;

IIPOBOJMTE IIPE3CHTALINH;

PacCUUTHIBATh OCHOBHBIE (PMHAHCOBBIE IOKA3aTeN PadOTHl OpraHu3alry (oApa3aeeHus) (ce6ecTOMMOCTh YCIIyT, 0a30BbIe HAJIOTH,
(MHAHCOBBII pe3yJIbTaT ASITENLHOCTHA OPraHU3aIl|H, TIOPOT PEHTA0ETLHOCTH),

cobupaTh HHOOPMAIIHIO O KauecTBe pabOThI HOAPA3JeIICHUS;

OIICHUBATh M AHAIU3UPOBATH KAYeCTBO PAOOTHI TIOAPA3ICTICHUS;

pa3pabaThsIBaTh MEpPHI MO TOBBILIEHUIO d(DPEKTUBHOCTH PadOTHI OAPa3IeNICHNS;

BHEAPATH HHHOBAIITMOHHBIC METOIbI pa6OTbI.

3.3 UMeTh MpaKTHYeCKHUIi ONBIT:

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

MIPOBE/ICHHSI HHCTPYKTaka paOOTHUKOB,

KOHTpOJISl KauecTBa pabOoTHI epcoHaa;

COCTaBJICHHS OTYETHO-TJIAHOBOW JJOKYMEHTALIUH O JIESITEIbHOCTH I0/Ipa3 /e ICHHUS;
TIPOBEICHUS IPE3EeHTAIIHH;

pacuéra OCHOBHBIX (DMHAHCOBBIX ITOKa3aTeNIel AeATeIbHOCTH OpraHu3aluu (M0Apa3IesICHHs).

OK 1: [IonnMaTh CyIIHOCTH M COUATBHYIO 3HAYMMOCTD CBOeii Oyayuneil npogeccun, NposiBJIATH K Hell ycTOHYMBBII MHTEpec.

OK 2: Oprann3oBbIBaTh COOCTBEHHYIO 1€ATEJIbHOCTh, BLIOUPATH THIIOBbIE METO/bI H CIOCO0BI BHINOJTHEHUS
npogeccCHOHATBHBIX 32/1a4, OLHEHUBATDH UX 3(PPEeKTUBHOCTH H KA4eCTBO.

| OK 3: “pl/IHI/lMaTL peuieHus B CTAHAAPTHBIX H HECTAHAAPTHBIX CUTYallUsAIX U HECTHU 32 HUX OTBETCTBEHHOCTD.

OK 4: OcymecTBJIATh NOUCK U HCNOJIb30BaHNe HHPOPMAIMH, He00X0UMOii 1151 3(pheKTUBHOTO BHINOTHEHUS
npogecCHOHANBHBIX 32124, NPO(ECCHOHATBHOI0 H JIUYHOCTHOIO PA3BUTHSI.

| OK 5: Ucnoab3oBaTh HH(POPMANMOHHO-KOMMYHHKAIHOHHBIE TEXHOJIOTHH B MPodecCHOHAIBLHOI 1esTeJILHOCTH.

| OK 6: Pa6oTaTh B KOJLUIEKTHBE H KOMaH/e, 3¢ (PeKTHBHO 001IATHCSI ¢ KOJIJ1eraMu, pyKOBOJICTBOM, MOTPeOUTEISIMH.

| OK 7: BpaTthb Ha ce®sl OTBETCTBEHHOCTD 32 PadoTy WIEHOB KOMaH/IbI (IOTYHHEHHBIX), Pe3yJbTAT BHINOJIHEHNS 3a1aHMIA.

OK 8: CamocTosiTeIbHO ONpeesiTh 3aa4M NPo(ecCHOHATHHOI0 U JIMYHOCTHOI0 PA3BUTHS, 3aHUMAThCS
caM000pa3oBaHHeM, 0CO3HAHHO VIAHUPOBATDH MOBbIIIEHHE KBAJIM(PUKALMH.

OK 9: OpueHTHPOBATBHCS B YCJIOBHAX YaCTO# CMEHbI TEXHOJIOTHii B NPOo()ecCHOHATBLHOI /1eSITeJIbHOCTH.

IIK 4.1: IlnanupoBaTh esITeTbHOCTb MOAPa3/ieIeHusl.

| IIK 4.2: Oprann3oBpIBaTh U KOHTPOJMPOBATH AeSITEIbHOCTh MOTYMHEHHBIX.

1K 4.3: O¢popMIATH 0TYETHO-IJIAHUPYIOUIYIO TOKYMEHTAIHIO.




4. CTPYKTYPA U COJEPKAHUE JUCITUIIJIMHBI (MOAYJIS)

Kon HaumenoBanmue pa3nesioB u TeM /Buj | Cemectp / | HacoB | Komneren- |JIuteparypa u| Unre | Ilpumeuanue
3aHATHSA 3aHATHA/ Kype IHH 3J1. pecypchl | PakT.

Pazgean 1.

11 JlokymeHTanus QyHKIHOHATEHOTO 7
nojpasaeneHus komnanuu  /Tema/

1.2 [TonsiTHE O KOPPECTIOHIEHITUH H 7 4 OK10OK2 JI1.1J12.1
nenonpoussozactee. 'CHOYVY. Ilonsitue o OK3 0K 4
JIOKyMEHTE, BUIbI TOKYMEHTOB, OK 50K 6
(DYHKIIMH TOKYyMEHTOB, CUCTEMBI OK70K38
JIOKYMEHTAIIWH, TpaBuiia 0hOpMIICHUS OK9TIIK 4.1
YIPaBIEHYECKUX JOKYMEHTOB. K 4.2 TIK
IOpunuueckoe 3HaueHHE JOKYMEHTOB. 4.3
VYuudukanus u crangapruzanus (IOCT,
OCT, PCT). PexBU3UTHI TOKYMEHTOB.
TpeboBanus k OJaHKaM JIOKYMEHTOB Ha
OCHOBE I'OCYJJapCTBEHHOI'0 CTaH/AapTa
P® I'OCT P 6.30-2003. O6mmue
TpeGOBaHUs K TEKCTaM U 0(OPMIICHHIO
JOKyMeHTOB. [Topsiiok cocTaBneHus
JIOKyMeHTOB. TpeboBaHuUs K
odopmenuro.

1.3 IIpaktuueckoe 3ansTue 1. 7 2 OK10K2 JI1.1J12.1
Pabora mo coctaBlIeHHUIO TEKCTa OK30K4
THUIIOBOTO JoKyMeHTa. Odopmienue OK 50K 6
JIOKyMEHTa B COOTBETCTBHH C OOIIMMU OK70KS8
TpeOOBaHUSIMHU. OK9T1IK 4.1
Mp/ MK 4.2 TIK

4.3

14 CucreMaTiueckast mpopadboTKa 7 24 OK10K2 JI.1J12.1
KOHCIIEKTOB 3aHATHH, yueOHOIH 1 OK 3 OK 4
CIIEIUAIEHON TUTEPaTypPHI (110 BOIIpocam OK 50K 6
K naparpadam, riaaBaM yueOHbIX OK 70K 38
MOCOOMI, COCTaBIEHHBIM OK9ITIK 4.1
npenojasareneM). PerynspHas padora ¢ K 4.2 TIK
MH()OPMAITHOHHBIMH IOPTAJIAMH IO 4.3
Typusmy. [ToAr0TOBKA K IPAKTHUECKUM
3aHATHUSIM C UCIIOJB30BAHUEM
METOANYECKUX PEKOMEHIAIUN
npenonasarens. /Cp/

15 CucteMbl JOKYMEHTALUH 7

noapasaeneHus. /Tema/




1.6

OpraHu3aioHHO-paclopsAUTEIbHAs
nokymeHranusa. OpraHu3aloOHHas
JOKYMEHTAllUU: YCTaB, NOJ0XKEHHE,
uHCTpYKuus. PacniopsaurenbHble
JOKYMEHTBI: IPUKa3bl, THCTPYKIHUH,
YKa3aHHs, PEIICHHs, HOCTAHOBIICHHS,
pacnopsuxenus. CripaBoyHast
JOKYMEHTAIMs: JOKJIaJHas 3aIHCKa,
CiTy)xeOHas 3aImucKa, 00bICHUTEIbHAS
3aIMcKa, NpeyIoKeHNe, peCTaBICHuE,
3asBJICHUE, IPOTOKOJI, aKT, IPaBKa,
3aKJII0YEHUE, OT3bIB, IEPEUCHb, CITHCOK,
nepenucka. JJokyMeHTHUpOBaHHE TPYIOBBIX
MIPaBOOTHOIICHUH

3aKoHOJaTeNbHAs U HOPMAaTUBHAS
periiaMeHTal sl JOKYMCHTUPOBAaHUS ITpUeMa
Ha paboTy. OCOOCHHOCTH TTOATOTOBKH U
oopMIIeHUS ITPUKA30B 10 TUYHOMY COCTaBY
(o mpueme Ha pabOTy), TNIHON KAPTOUKH,
JU4HOro jiena. [IpaBoBoe peryiupoBaHue
MIepeBo/ia COTPYTHUKOB Ha APYTYIO paboTy U
yBOJIbHEHHE paboTHUKOB. ToBapoBerueckas
JOKyMeHTalus. JJoKkyMeHThI CTporoi
0T4eTHOCTH. J[OrOBOpa OPraHM3aTopoB U
HCIIOJHUTENeH TYPUCTCKUX YCIIYT.
Typuctckas myteBka. TypHCTCKHiA Baydep.
JlokyMeHTamus o KOMMep4ecKon
JeSITeNIbHOCTH M0/Ipa3/IesIeHUs U
MIPENPHUATHS. Y UpEUTENBHBIE IOKYMEHTBI,
JOKYMEHTHI 110 yTBEPKICHHBIM (hopMam
CTaTUCTUYECKOH OTYETHOCTH; IOKYMEHTHI 00
yIIIaTe HaJIOTOB U IPYTHX 00sA3aTeNbHBIX
nnatexxeil. bankoBckas rapaHTusi.
JlOKyMEHTBI, yA0CTOBEPSIOIINE
I1aTEXECIIOCOOHOCTb.

Bnanku crporoii otuetHocTH. /JIek/

OK10K?2

OK 3 OK 4

OK 50K 6

OK70K38

OK9IIK 4.1

IIK 4.2 TIK
4.3

JI1.1J12.1

1.7

IpakTHdeckoe 3aHsATHE 2.
dopmupoBaHUE OpPraHU3AMOHHOI
JNOKyMEHTAIIWH.

OdopmiieHne pacopsIUTENbHOM
JNOKYMEHTAIIWH.

Pa6oTa co cripaBOYHO# TOKYMEHTAIHEH.
IMopsnok obopmiieHHs JOKYMEHTOB IIpU
MIPUHATUH Ha TPEIIPHATHE HOBBIX
pabOTHUKOB. 3aMoIHEHHE JOKYMEHTOB
cTporoii otaeTHocTH. PazpaboTka
JOKYMEHTallUy 0 KOMMEPUYECKOH
JesITeNbHOCTH mopasaenenus. /Tp/

OK10K?2

OK 3 OK 4

OK 50K 6

OK70K38&

OK9IIK 4.1

IIK 4.2 TIK
4.3

JI1.1J12.1

1.8

CucremaTtrdeckas mpopaboTKa KOHCTIEKTOB
3aHATHH, Y4eOHOH U CHICHHATLHON
JUTepaTypsl (10 BOMpocaM K maparpadam,
rJlaBaM y4eOHBIX TTOCOOUIA, COCTaBICHHBIM
npernoaBareneM). Perynspras pabora ¢
MHGOPMAMOHHBIME MOPTAJIAMU IO
Typu3My. [1oAroToBKa K MpakTHYECKUM
3aHITHSIM C UCTIOJIb30BAaHUEM METOHYCSCKUX
pEeKOMEeHAAIMH TpenoaaBaTes.

/Cp/

24

OK10K?2

OK 3 OK 4

OK 50K 6

OK70K38

OK9IIK 4.1

IIK 4.2 TIK
4.3

JI1.1J12.1

1.9

Opranu3arys JIeIopor3BOICTBA
/Tema/




1.10

Opranuzanus paboThl ¢ MOCTYMAIOIUMHU 1
HCXOJSIIIMMH JJOKYMEHTaAMHU
HOAPA3IeTICHUS.

Iopsinox 06paboTKU JOKYMEHTOB.
HHdopMamoHHO-IONCKOBAs CHCTEMA
(MAIIC) nnst paboThI ¢ JOKyMEHTaMU
opranuzanuu. CocTaBiaeHNe HOMEHKIATYPBI
Jien. Peructpanus v MHACKCAIUS
JoKyMeHTOB. [Topsiiok 00paboTku
MOCTYMAIOIIUX U OTIPABISIEMBIX
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.

CocraBneHre HOMEHKIATYPBI Jel.
Pacnipernenienye MCIIOTHEHHBIX JOKYMEHTOB
B fesia. CucreMaTH3alys U 3aKperuieHue
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 |
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,
HepeJaBaeMbIX B QPXUB OpPraHU3aLUH,
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 TOKyMEHTAMH HOAPA3IETICHUSL:
IIPUMEPHBIN TPYIOBOU JOrOBOP, IpUMEpPHAst
JOJDKHOCTHASI MHCTPYKIMS, TPUMEPHBIH
MIPOTOKOJI, IPUMEPHOE MTUCHMO, IPUMEPHOE
MIOJIO’KEHUE O CTPYKTYPHOM
nopapasnenenuu, npumepHsiii AKT,
TIPUMEPHOE MITaTHOE PACIIUCAHUE,
npuMepHsli npukas. [Ipakrtuka
(dhopmuposanue u opopmiienue aei. /Ilp/

OK10K?2

OK3 0K 4

OK 50K 6

OK70K38&

OK9IIK 4.1

IK 4.2 TIK
4.3

J1.1J12.1




112 CucreMaTrueckast mpopaboTKa KOHCIIEKTOB 8 12 OK10K2 JI.1J12.1
3aHATUil, yd4eOHOH U crenuanbHOR OK 3 OK 4
JTUTEPATyphl (110 BOIPOCaM K maparpadam, OK 50K 6
rJ1aBaM y4eOHbIX II0COOUil, COCTaBICHHBIM OK70K38
npenojasareneM). PerynspHas pabora ¢ OK9TIK 4.1
“H(OOPMALMOHHBIMY [IOPTaJIaMHU 110 IIK 4.2 TIK
Typusmy. [ToAr0TOBKA K PAKTHYECKHUM 4.3
3aHATHSM C UCIIONB30BaHUEM
METOUMYECKUX PEKOMEHAAINH
HperofaBaTels.

/Cp/

1.13  |Hcmonp3oBaHHE COBPEMEHHON TEXHUKH 8
npu paboTe ¢ fokyMeHTanuei  /Tema/

1.14 OcCHOBHBIE CPEJICTBA OPTTEXHUKH, 8 2 OK10K2 JI1.1J12.1
HCIIONIb3yeMBbIe Ha TPEANPUATHSIX TypHU3Ma. OK3 0K 4
ABTOMaTH3MPOBAHHBIE TEXHOJIOTUU OK50K6
paboThl ¢ TokyMeHTamu. /JIex/ OK70K38

OK9TIK 4.1
IIK 4.2 TIK
4.3

1.15 TIpakTuueckoe 3ausaTHe 4. 8 2 OK10K2 JI1.1J12.1
IIpakTuka paboTsl Ha OK3 0K 4
aBTOMATHU3MPOBAHHBIX Pab0OUnX MecTax ¢ OK 50K 6
UCIIOJI30BaHUEM OPITEXHUKH U OK70K38&
TPOTPAMMHOTO OOECTICUSHISI H OK9TIK 4.1
00bETMHEHUEM UX B JIOKAJIBHBIE U TIK 4.2 TIK
otpacinesle cetu. /I1p/ 4.3

1.16 Cucrematuyeckas IpopaboTKa KOHCIIEKTOB 8 12 OK10K2 J1.1J12.1
3aHATHH, Y4eOHON M CHICIUATBLHON OK3 0K 4
JUTEPATypHl (110 BOIIpOCaM K maparpadam, OK50K 6
rJiaBaM y4eOHBIX MOCOOUH, COCTABICHHBIM OK 70K 8
npenojasareneM). Perynsphas pabora ¢ OK9TIK 4.1
“H(POPMALMOHHBIMU TTOPTAJIAMH 1O TIK 4.2 TIK
TypusMmy. IToIroToBKa K NPakTHUECKUM 4.3
3aHATHUSM C UCTIONb30BaHUEM
METOUYECKUX PEKOMEHAAIMH
MperoaBaTes.

/Cp/
1.17  |/3auérCOn/ 8 OK10K?2 J1.1J12.1
OK 3 OK 4
OK 50K 6
OK70K38
OK9TIK 4.1
IIK 4.2 TIK
4.3

5. ®OHJI OLIEHOYHBIX CPEJICTB

5.1. KouTpoabHbie BONPOCHI U 3aIaHUS

TECT 1.

BriGepute BepHOE yTBEpkKACHNE

1. TpeGoBanus k 0()OPMIICHHIO OpPraHU3aIMOHHO-PACIOPSIUTEIBHBIX JoKyMeHToB ycranaBinusaetT 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 MHAUBUYalbHAs MHCTPYKIHSA 10 JEIOIPOU3BOJCTBY
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 OIMH BEpHbINA. B Gi1aHKE OTBETOB IIOCTAaBbTE [0 HOMEPOM 3aJaHUSI
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 JOKyYMEHThI MOxeT u3fasats IIpesunent Poccuiickoit denepanun?




a) yKa3bl
0) pacnopsKeHus
B) MIOCTAHOBIICHHS
3. JIOJKHOCTHAsL MHCTPYKIMS COTPYAHUKA. . .
a) TIO/UIEXKUT YTBEPKICHUIO
0) He yTBepKIaeTCst
B) YTBEPXKIAETCSI [0 YCMOTPEHHIO PYKOBOJUTEINS
4. Kakoif HOpMaTUBHBIN TOKYMEHT OIpe/eNsieT 0053aHHOCTH COTpYyIHUKA?
a) llIratHoe pacncanue
0) YcraB npeanpusaTus
B) Jlo:KHOCTHAS HHCTPYKIIHS
5. TunoBble JOKYMEHTBI HOCST ... XapakTep
a) 00s13aTeNbHBIN
0) peKOMEeHATEeIbHBIN
B) 03HAKOMUTEJIbHBII
6. B xakoM mazgexe GpopMynupyeTcs 3ar0J0BOK K TEKCTY JODKHOCTHOH MHCTPYKIUH?
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, BbI1aBaeMblil B3aMEH YTEPSHHOTO U MMEIOLIMI CUITy TIOAJMHHUKA, HAa3bIBAETCH. . .
a) KOIus
0) oTmyck
B) AyOauKar
9. JIOKyMeHT, OKOHYATEJIbHO O(OPMIICHHBIN U ITOIITHUCAHHbBIHN, HA3bIBACTCA. . .
a) MOTHHHUK
0) oTmyck
B) nyOaukar
10. I3MeHeHus 1 JOTIOTHEHUS B IOJDKHOCTHYIO HHCTPYKIIMIO BHOCSITCSL. ..
a) TOKJIATHOW 3aIUCKOMN
0) pUKa30M PYKOBOAUTEIS
B) CIIPaBKOMW COTJIACOBaHMUS
BcTaBpTe IpoOmyIIeHHEIE B TEKCTE CIIOBA.
1. OKV]] — O6mepoccuiickuii kitaccupukaTop
2. YcraB oprann3anuy — MPaBOBOH aKT, ONPEIEIISTIOIINI
3. JIo/KHOCTHAsI MHCTPYKIIMS — IPABOBOI aKT, U3/laBaeMblil OpraHu3alyeil B LesiX peraaMeHTalul OpraHu3alMOHHO-TIPAaBOBOTO
MOJIOXKEHHUSI paOOTHHUKA, €T0

R R u obecrieunBaroIuil ycioBus s ero 3gpQekTuBHON paboThI.
4. IlpaBuia BHYTPEHHETO TPYIOBOTO PacIopsiiKa — 3TO IPaBOBOM aKT, perIaMeHTU YOI
5. JIOKyMeHTHI KnaccupHuIUpyIoT:
10 BUJIaM: OPTaHU3alMOHHO-PACTIOPSINTEbHBIE,
, IO INYHOMY COCTaBY;
o popMe: UHIUBHUAYaJIbHBIE, , TAOJINYHBIE, TEKCTOBBIC, aHKETHBIE, TpadapeTHEIC;
I10 MPOUCXOKIACHUIO: O(l)I/IL[I/IaJ'lBHbIC n X
10 MECTY MPOHCXOKIACHHS: Y BHYTPEHHUE,
0 CPOKaM XPaHEHUS: TOCTOSIHHOTO CPOKa XPAHEHHUs, BpEMEHHOTO
( ), BpeMeHHOTO ( );
IO TJIACHOCTH: CEKPETHBIE U ;
0 cpencTBaM (HUKCAIMH: PYKOIIUCHEIE, , rpaduueckue, , GOTOKMHOIOKYMEHTHI;
10 CTaaAusAM CO3JaHUsA: OPUTHHAJIbI, YCPHOBUKH, 5

, , TyOIMKaTHI;

10 CPOYHOCTH: 1 HECPOYHBIE;
110 HAUMEHOBAHUIO:

TECT 2.

BriGepute BepHOE yTBEpKACHNE

1.Cnyxe0Hoe 1oJie T0KyMeHTa IpeAHa3HaueHO JJIsl HAHECEHUSI CIIeIIMAIbHBIX U300paskeHUH

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

3. IlepeMeHHBII PEKBU3UT HAHOCUTCS TPH COCTABJICHUH JOKYMEHTa

4. JIeBoe 1oJie MOXKET OBITh YBEIUUCHO

5. CtpaHuLbl JOKYMEHTa MOKHO HyMEpOBAaTh Ha HIXKHEM II0JIE JINCTA

6. YCTaHOBIIEHO [Ba BapHaHTa PACIION0KEHHSI PEKBH3UTOB Ha OlaHKax

7. Ha 6nankax oopmiIsieTcs TOJIBKO IepBast CTpaHHULA JTIOKYMEHTOB

8.PexBu3nTHI OJ1aHKa OpraHu3anuy cyorekra PO MoxxHO 0pOpMHTE TOIBKO Ha HAIMOHABHOM SI3BIKE
9.Ha 61aHKe MOXHO IOMECTUTH COKpALIEHHOE Ha3BaHUE OpPraHU3alluy, AaXe €CJIM OHO HE 3aKPEIUICHO B Y CTaBe 3TOH OpraHu3aIiu




10. JTokyMEHT HE MOXET CO/Iep)KaTh 0oJiee YEThIPEX apecaToB

11. ToKyMEHT MOXKET ObITb YTBEPKAEH JOJKHOCTHBIM JIULIOM

12. B xoHIIE 3arojI0BKa K TEKCTY JOKYMEHTa TOUKa HE CTABUTCS

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

16. KonudecTBO TUCTOB B MPHUIIOKEHUH K TEKCTY HE YKA3bIBACTCS

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

18. JIokyMeHTbI ()MHAHCOBOTO XapaKTepa MOTYT HMETh JIBE ITOIITHCH
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 BapUaHTa OTBETA, N3 KOTOPHIX TOJIBKO OJIMH BEpHEIA. B GllaHKe OTBETOB IOCTABBTE MOJ HOMEPOM 3aIaHHs
OyKBY OTBeTa, KOTOPBIH Ha Ball B3IVISAA SIBISETCS MPaBUIbHBIM.

1. JIucTsl HyMepyIOTCH. . .

a) MOCepeAMHE HUKHETO T10JIsl JINCTA

0) mocepeIHe BEPXHETO OIS JIHCTA

B) B IIPAaBOM BEpPXHEM YTy

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 Jpyra PeKBU3UTHI IIpH 0pOopMIIEHUH JOKYMEHTa Ha opmare A4?
a) OAMHAPHBIM

0) IBOWMHBIM

B) TPOHHBIM

6. Kakoii pekBU3UT HE BXOJUT B COCTaB OJIaHKa MHChMa?

a) CTIpaBOYHbIE JaHHBIE 00 OpraHu3anuu

0) MeCTO U3aHus

B) CCBUIKa Ha HOMEP M JaTy BXOISIIETO 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) TOJBKO Ha OJIaHKE KOHKPETHOTO BHJA JOKYMEHTA

10. Ha 6nanke cy0bexToB PO pexBu3nThl opopmisiores:

a) TOJBKO Ha PYCCKOM SI3BIKE

0) TOJIBKO Ha HAIIMOHAILHOM 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. Ipu agpecoBaHUU TOJDKHOCTHOMY JIMILY MHUIIHAIIBI CTABSIT. ..

a) 1o hamunuu

0) nociie paMunun

B) 10 YCMOTPEHHIO CeKpeTaps

13. Mecto n3ganus 1oKyMeHTa 0hopMIIsIeTCs Tak

a) r.Koctpoma

6) Koctpoma

B) rop. Koctpoma

14. Cny>xeOHOE THCbMO MOYXET COJICpPIKaTh He Ooliee

a) 4eThIPeX aapecaToB




0) AByX a/ipecaToB

B) TpEX aJpecaToB

15. 3aros0BOK K TEKCTY COCTABJISIETCS K JIOKYMEHTaM, O)OPMIICHHBIM. . .
a) Ha dpopmare A4

0) Ha popmare AS

B) Ha t000M opmare

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

0) 4epes MoaTopa MHTEpBaa

B) uepes3 JBa HHTEpBaia

17. Pesomronuio ohopmiiser. . .

a) PYKOBOJIUTEIb

0) cekpeTapb

B) UCIIOJHUTEND

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

a) 1o hamunuu

0) nociie paMuuu

B) HE IMEET 3HAYCHUS

19. OtmeTKa 0 oCTyIUIeHHH 0opMITseTcs. . .

a) Ha IOCTYMAIONMX JOKyMEHTaxX

0) Ha OTIIPAaBIIEMBIX TOKyMEHTaX

B) Ha BCEX JIOKYMEHTaX

20. Pe3ynprar paccMOTpeHHUs TOKyMEHTa pyKOBOIUTENEM o(opMIIseTcs. . .
a) Tpu(OM yTBEPKIACHUS

0) pe3ouroren

B) rpudom coryiacoBaHHs

BcraBbTe npormyieHHbIe B TEKCTE CIIOBA.

1. ®opmymsip JOKyMeHTa — 9TO Habop ouIIanbEHOro MICEMEHHOTO JTOKYMEHTA, PACTION0KEHHBIX B
onpeaeIeHHON
2. bnank qokymeHTa — 310 Habop , WACHTUQUIUPYIOIIN O0pHUIIHATBEHOTO

MTMCHbMEHHOT'O JIOKYMEHTA.
3. Ecnu TekcT 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 JjaTa ero it
6. YTBepKaeHHE — 3TO 0COOBIH cr1ocod JIOKyMEHTa TIOCTIE €T0 , CAHKIIHOHUP Y IOTITHA
pacnpocTpaHeHue ISHCTBUS IOKYMEHTa Ha OIPEeNICHHBIH KPYT JIML, FPpaxJaH, OpraHu3amui.
7. Pezomronmst — 310 Ha JOKyMEHTe, CAeTaHHas
U cozieprKallasi IpuHsTOe
8. 3aroyoBoK K TEKCTY JOKYMEHTa 0hopMIiIsIeTcs B I masiexe.
9. PeKBU3UT «OTMETKA 00 MCIIOJIHEHHH JOKYMEHTA U HAIIPABJICHUH €r0 B JIEJI0» 0OpMIISeTCs B YaCTH HUKHETO
oJIst JIUCTa IOKYMEHTa
10. OTMCTKy O NOCTYINICHUH TOKYMEHTA IPOCTABJISAIOT B HIDKHEM YTITY JIMCTa JOKYMEHTA.

TECT 3.

BriGepute BepHOE YTBEpKICHNE

1. Pemenue u31aeTcst Ha OCHOBE KOJUIETHAIbHOTO PYKOBOJACTBA

2. Tekcr mprKasa 1Mo OCHOBHOMN AEATEIHHOCTH ,KaK MPaBUIIO, COCTOUT U3 ABYX YacTeH
3.KoHncraTupyromas 4acTh TEKCTa B IPUKA3€ 10 OCHOBHOMN JIESITEIbHOCTU MOXKET OTCYTCTBOBATh

4. TIyHKTBI TEKCTA IIPHKa3a B PaCHOPSAUTEILHON YaCTH HyMEPYIOTCs apaOCKUMU [udpaMu
5.ITpukasbl 10 OCHOBHOI! IESATENBHOCTH U MO JINYHOMY COCTaBY UMEIOT OOIIYI0 HyMEpaluio
6.PeKBH3UT «OTMETKA O HAJWYMH MIPUIIOKESHUS» MOCIIE TEKCTa MPHKa3a CaMOCTOATENHLHO He oopmisieTcst
7.3aro0BOK K TEKCTY MPHKa3a 10 OCHOBHOM AEATEIbHOCTH GOPMYIHUPYETCS B POJUTEIHLHOM Iaexe
8.IlpuKa3 1o OCHOBHOM A€ATENbHOCTH, KaK MPaBHJIO, TIOANUCHIBAET PYKOBOAUTENb OPraHU3alluu

9. [locTaHOBNEHNUS U PEIIEHUS UMEIOT OJHY MOIIHUCH

10. PacnopsinuTenbHble JOKYMEHTHI BCTYIAIOT B CHJIY C MOMEHTA X TOANUCAHUS

BriOepuTe npaBUIIbHBIN OTBET.

K xaxxnomy 3a1aHuio 1aHbl 3 BapuaHTa 0TBETa, U3 KOTOPBIX TOJIBKO OJIMH BEpHBIN. B G1aHKe 0TBETOB OCTaBBTE 1101 HOMEPOM 3aJaHUs
OyKBY OTBeTa, KOTOPBIH Ha Ball B3IVISA SIBISETCS MPAaBUIILHBIM.

1. PaciopsiiuTenbHBIN TOKYMEHT, KOTOPBIN M3/1a€TCs HAa OCHOBE €AMHOHAYAIHS

a) pelieHue

6) nmpukas

B) MIOCTAHOBJICHHE

2. PacniopsiiuTenbHbINA JOKYMEHT, KOTOPBIN M3/1a€TCs HAa OCHOBE KOJIJIETHAJIBHOTO PYKOBO/ICTBA

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 I1a/IeXKe

0) B pOJTUTEIILHOM MaJIeKe

B) B IaTEJIHHOM Ia/IeKe

5. B coctaB pekBHU3UTOB NprKa3a M0 OCHOBHOM JI€ATEIHHOCTH HE BXOJIUT 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 KOJJICTHAILHOTO 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 npomyIIeHHbIE B TEKCTE CIIOBA.

1. OpraHu3aniOHHO-PaCTIOPAAUTENbHBINA TOKYMEHT — 3TO BUJ MUCHBMEHHOT'O IOKYMEHTA, B KOTOPOM (DUKCUPYIOTCS
AIMUHHUCTPATUBHBIX U OPraHU3allMOHHBIX BOIIPOCOB, @ TAKKE BOIIPOCOB N
B3aMMO/JICHCTBUS, 00ECIIEYeHUs U PETYIMPOBAHUS JEATEIIbHOCTH OPTaHOB BIIACTH, YUPEKICHUN, IPEIIPUATHHA U OpraHnu3alii, UX
MIOJ{pa3IeNIeHUH U TOIDKHOCTHBIX JIMLL.

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

BJIACTH, ICHCTBYIOLINMHU Ha OCHOBE YHPaBJIEHUs, B IIESX pa3peLIeHus
HauboJiee BaXKHBIX ¥ NPUHIUNUAIBHBIX 3371a4, CTOAIIMX Iepe]] JaHHBIMU OpPraHaMU, U YCTaHOBJICHUS CTAOMIIBHBIX HOPM, IPaBHII
3. Pemenne — 3T0 pacnopsANTENbHBINA JOKYMEHT, KOTOPBIN SBISIETCS MTPABOBBIM aKTOM, IPUHUMAEMBIM
BIACTH.

4. PacriopspxkeHne — 3TO YIIpaBIIEHUS TOCYJAPCTBEHHOTO OpraHa, MEIOIINI 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 OpraHu3alyH, JeHCTBYIOIIEH HA OCHOBE

6. Tekct pacriopsiANTCIBbHOTO JOKYMEHTA Yallle BCETO COCTOUT U3 ABYX B3aMMO3aBUCHUMbIX yacrei - u

7. B 3aBUCHMOCTH OT BUJa JOKyMEHTA PaclopsiAUTENbHAs YaCTh HAUMHAETCS CIOBAMHU:

— B IIOCTaHOBJICHHH; — B PEUICHNUY;

— B PacCIOPSKEHUH; — B IIPHKa3e.

8. PexkBU3MUT «OTMETKA O HAMYMU NIPUIO0KEHUSD) T10CIIE TEKCTA PACIIOPSAUTENBHOIO JOKYMEHTa CaMOCTOSATEIbHO

9. TekcT pacopsAUTENBHOTO JOKYMEHTA JOJDKEH UMETh 3aroJIOBOK, KOTOPBIH GopMyupyercs B nasiexe.
10. TIpukassl 1 pacnOpsHKEHUS TOAIUCHIBAET I
11. TTocTaHOBJIEHUS U PELICHUS UMEIOT JIBE MOIMUCH — u

KOJUIETHaJIbHOTO OpraHa.

12. PacnopsinuTenbHble JOKYMEHTHI BCTYIAlOT B CHIIY C MOMEHTA UX WM JOBEICHUS 1O CBEJICHUSI.

TECT 4.

BriGepute BepHOE yTBEpkKACHUE

1. Pemenue u3naercst Ha OCHOBE KOJUIETHAIbHOTO PYKOBOJACTBA

2. Tekcr mprKasa 1Mo OCHOBHOM JAEATEIBHOCTH ,KaK MPABUIIO, COCTOUT U3 IBYX YacTeu
3.KoHcraTupyromas 4acTh TEKCTa B IPUKA3€ 10 OCHOBHOMN IESTEIbHOCTU MOXKET OTCYTCTBOBATh
4. I1yHKTHI TEKCTA IIPHKA3a B PACHOPSAUTEILHON YaCTH HyMEPYIOTCs apaOCKuMU LudpaMu
5.IIpukasbl 1O OCHOBHOM AESATENbHOCTU U 10 JMYHOMY COCTaBY UMEIOT OOILYI0 HyMEpaIuio




6.PeKBU3HUT «OTMETKA O HAJTWYHH MIPUIIOKEHHUSD MTOCIIE TEKCTa IPHKa3a CaMOCTOSITENIEHO He 0popMIIIeTCst
7.3aro0BOK K TEKCTY IIPHKa3a [10 OCHOBHOM A€ATEIbHOCTH (GOPMYIUPYETCS B POJUTEILHOM IaJiexke
8.IIpuka3 o OCHOBHOH NIESITENBHOCTH, KaK MIPAaBUIIO, TOANHCHIBAET PYKOBOIUTENb OPTaHU3aLlUH

9. ITocTaHOBIEHUS U PELIEHUS UMEIOT OJHY HOANUCH

10. PacnopsiauTenbHbIe JOKYMEHTHI BCTYTIAIOT B CHITy C MOMEHTA UX ITOIIHMCaHUS

BeiGepure npaBUIbHBINA OTBET.

K xaxxoMy 3aaHuro 1aHbl 3 BapHaHTa OTBETA, N3 KOTOPBIX TOIBKO OIMH BEepHBIH. B GllaHKe 0TBETOB IIOCTAaBbHTE MOA HOMEPOM 33TaHHS
OyKBY OTBETa, KOTOPbIH Ha Balll B3IJIA] SBJISETCS MPAaBUIBHBIM.

1. PacnopsiauTensHBIN JOKYMEHT, KOTOPBINA U3aeTCs HA OCHOBE €MHOHAYAIHS

a) peleHue

0) npukas

B) MIOCTAHOBJICHUE

2. PacnopsauTenbHBINA TOKYMEHT, KOTOPBIN H3JjaeTcs Ha OCHOBE KOJUIETHATIBHOTO

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 JOJIKHOCTH UCITIOJITHUTEIISA B pacnopsmnTeanoﬁ YaCcTHU TCKCTa IIpUKa3a 110 OCHOBHOI1 JACATCIBHOCTH 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 Mo OCHOBHO#M JIeATEIBHOCTH OQOPMIISIOT

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) [TpukasbiBaro

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 TAKKE BOIIPOCOB N
B3aMMOJICHCTBUS, 00ECTIeYeHNs ¥ PETYIMPOBAHUS JIEITEIbHOCTH OPTaHOB BJIACTH, YUPEXKICHUH, IPEANPUATHHA U OpraHn3alfi, nx
HoJpa3ieeHuit U JOIKHOCTHBIX JIHLI.

2. IlocraHoBiieHNE — 3TO MPAaBOBOM AKT, IPUHUMAEMBbIi BBICHINMH MM HEKOTOPHIMH LIEHTPAILHBIMH OpraHaMU

BJIACTH, JEHCTBYIOIMMH Ha OCHOBE YIpaBJIeHUs, B LESIX pa3pereHust
HauboJiee BaXKHbBIX M MPUHIUITHAIBHBIX 33]1a4, CTOSALIMNX Iepe]] JaHHBIMU OpraHaMu, U YCTaHOBJICHHUS CTaOMIBHBIX HOPM, IpaBHI—
9TO PACHOPSAUTEIBHBIN TOKYMEHT, KOTOPHBIH SBIISETCS IPABOBBIM aKTOM, IPUHIMAEMbIM BJIACTH.

4. PacnopsixeHue — 3TO yIpaBJIeHHUs TOCYapCTBEHHOI0 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 OpraHu3aIlyy, JeHCTBYIONIEH Ha OCHOBE

6. Texcr pacniopsAUTENBHOIO JOKYMEHTA Yallle BCEro COCTOUT U3 JBYX B3aMMO3aBHCHUMBIX YacTeil - u

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




— B PaCIOPSDKCHUH; — B IIpHKase.
8. PEKBU3HUT «OTMETKA O HAJTMYHMH NPHIIOKEHHUS MOCITIE TEKCTa PACTIOPSITUTEILHOTO JOKYMEHTA CAMOCTOSTEIEHO

9. TekcT paciopsAUTENBHOTO JOKYMEHTA JOJDKEH UMETh 3ar0JIOBOK, KOTOPBIH (OpMyJIUpyeTcs B nasiexe.
10. TIpukassl 1 pacoOpsHKEHUS TOINCHIBAET I
11. TTocTaHOBJIEHUS U PELICHUS UMEIOT JIBE MOIMUCH — u

KOJUIETHaJIbHOTO OpTraHa.

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 MPOBEICHHUS 3aCeIaHUs

3. B nporokose 00s13aTeabHO YKa3bIBAETCS KOJIMYECTBO PUCYTCTBYIOIINX

4. B Tekcte mpoToKoiIa MOXKeT oTcyTcTBoBaTh IMyHKT BBICTYITNUIIN

5. B npoTrokose yKa3bIBatOTCs Pe3yJIbTaThl FOJIOCOBAHHS

6. [IpoToKOI cOCTaBIIETCS B OJTHOM SK3EMILISIpe

7. IIpoTOKOII MOJMKUCHIBAIOT IPEACEAATENh H CEKpeTaph KOJUIETHaIbHOTO OpraHa

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

10./]aToii BEIIMCKY M3 MPOTOKOJIA SIBJIIETCA JaTa, YKa3Has KaK JaTa MOAMUCaHUS
IIPOTOKOJIA

BriGepute paBUIbHBINA OTBET.

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

1. [laToit mpoToKOIIa SIBISETCS

a) JaTa 3acemaHus

0) nata opopMIICHHUS

B) JaTa MOIHUCAHUS

2. 13 cKONBKHX Y9acTeil COCTOMT TEKCT MPOTOKOJIA

a) OJTHOM

0) nByX

B) TpeX

3. Bonpochl MOBECTKH JHS B IPOTOKOJIE (POPMYIHPYIOTCS

a) B UIMEHUTEILHOM MaJIeKe

0) B IIpeIIOKHOM Ta/iexe

B) B BUHUTEIHHOM Ia/IKe

4. TIpoTOKOJ MOAMUCHIBAET

a) pyKOBOJHUTETH

0) cexpeTapb

B) MpeAceiaTeNb M CeKpeTaph KOIIETHAIFHOTO OpraHa

5. Kakas yactp B cxemMe NOCTPOEHHUSI OCHOBHOM YaCTH MPOTOKOJIA MOXKET OTCYTCTBOBATh
a) CJIVIOAJIN

6) BBICTYIINJIN

B) [IOCTAHOBUWJIN

6. ITpotoxon opopMiIsIoT

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 ohopMIISIFOTCS B TEKCTE POTOKOJIA, TPUCYTCTBYIOIIUE, €CITH UX 22 YeloBeKa
a) [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK MpUIIAraeTcs)

0) [IpucyTcTBOBAN: MEPEUUCISIOTCS (PAMUIIMN TIPUCYTCTBYIOIIMX B alih)aBUTHOM TIOPSIJIKE
B) [IpucyrcrBoBanu: 22 yenoBeka

10. TIpoTOKOIIBI YTBEPKAAIOTCS

a) Bceraa

0) YyTBEPKICHHUIO MOUIEKAT HEKOTOPBIE BUABI IPOTOKOJIOB

B) 10 YKa3aHHUIO PYKOBOIUTEIIS

BcTaBbTe IpOIyIIEHHEIE B TEKCTE CIIOBA.

1. B 3aBUCHMOCTH OT ITOJTHOTBI OCBEILIEHHS X012 3aCe/IaHHs TPOTOKOJIBI MOTYT OBITh u




2. Teker IIPOTOKOJIa COCTOUT U3 ABYX yacTew: BBOHHOﬁ u

3. KomuuectBo YKa3bIBaeTCs 00513aTENIbHO, TAaK KaK OT 9TOTO 3aBUCUT KBOPYM IPH MIPUHITUH PEIICHUS
rOJIOCOBaHUEM

4. Ha pacmmpeHHbIX 3aCelaHnsAX C OOJIBIINM YHCIIOM IIPUCYTCTBYIOIIUX MX COCTAaB YKA3bIBACTCS

5. Kaxplit BOIIpOC MOBECTKH JHS apaOckumu nudppamu, oGopMIISIETCsI ¢ KpacHO CTPOKHU U popMyIupyeTcs
B Tajiexe.

6. Kaxx1plil MyHKT MOBECTKHU JTHSI CTPOUTCS IO CXEMe: , ,

7. Ecnu Bompoc He 00CyXKaaucs, MyHKT MO>KET OTCYTCTBOBATb.

8. [Tporokon odopmisercs B SK3EeMILISIPE

9. BhlInucka U3 NpOTOKOJIa yI0CcTOBepsieTcs: 0(OpMIICHHEM PEKBU3UTA
10. {aToif BEIMMCKHU U3 MPOTOKOJIA SIBJISIETCS aTa, yKa3aHHas

TECT 6.

BriGepute BepHOE yTBEpKICHNE

1. BHyTpeHHss ToKIagHas 3anucka opopmiisieTcs Ha OJlaHKe OpraHu3aliu

2. TeKkcT AOKITAHOM 3alUCKU COJIEPKHUT TOIBKO 00CTOATEIEHOE U3JI0KEHHE BOIIPOCca
3. BHYTpeHHIOIO JIOKJIaIHYIO 3aIIUCKY HOANUCHIBAET COCTABUTEINb

4. AnpecaHT B TOKJIaTHOM 3aliCKe YKa3bIBAETCsl B IMEHUTEILHOM Mmajexe

5. B anmpecare noKiaHOI 3aIIMCKH YKa3bIBAIOT TOJIBKO (haMUIIUIO

BriOepuTe npaBUIIbHBIN OTBET.

K xaxxnomy 3a1aHuio 1aHbl 3 BapuaHTa 0TBETa, U3 KOTOPBIX TOJIBKO OJIMH BEpHBIN. B Gi1aHKE OTBETOB I1OCTABBTE 1101 HOMEPOM 3aIaHUS
OyKBY OTBeTa, KOTOPBIH Ha Ball B3IIIS SBISETCS MPABIIBHBIM.

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 OOBACHUTENBHON 3aMIUCKH TI0 TOBOJLY OOBSICHEHMS ITOCTYIIKA 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 pekBH3UTOB BHEIIHEH JOKIATHON 3aMCKH HE BXOJUT

a) 3ar0JI0BOK K TEKCTY

0) neyatpb

B) MOAIHUCH

BcTaBpTe IpoOmyIIeHHBIE B TEKCTE CIIOBA.

1. JloknagHas 3amucka — JOKyMEHT, aJpeCOBaHHbIH 0 KOHKPETHOH TeMe ¢ u

TIPEITIOKEHUSIMHE 110 HEH.
2. BHemHI010 I0KJIaHY 10 3aMUCKY, aIpECOBAHHYIO B BBILIECTOSIIYIO OPraHU3aIHIO TOIITHCHIBAET
3. BHYTpEHHIOIO TOKJIAJHYIO 3aITUCKY COCTABISET U MOAMUCHIBACT

4. PexBU3NTHI BHYTPEHHEH TOKIaTHON 3aMTUCKHU:

- azipecar (B AaTEIbHOM MaJIeXe)

- (B pOOUTENIHHOM MasieXke)
- HAaUMEHOBAHHE BHJa JOKYMEHTa

- TEKCT

- OTMETKa O HAIMYUH IPHIOKEHH (B ClIydae HEOOXOAUMOCTH)
- nara

5. PexBH3HUTHI BHEUIHEH JTOKJIAJHOM 3aIIMCKH:
- HAUMEHOBaHNE 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 cimy»)eOHOT0 MMCbMa 3aBUCHT OT €T0 COAEPIKAHMS

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

6. CiyxebHO€e UChbMO MOXKHO 0(hopMuUTh Ha opmare AS

7. MakcumalpHOE KOJIMYECTBO aJpecaToB B MUChME - 4

8. MakcumanbHbIil 00beM IHCbMa — 2 JIUCTa

9. Cnyxe0HOE MTUCHMO MOXKET UMETh JBE MOITHCH

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

BriOepuTe npaBUIIbHBII OTBET.

K kax1oMy 3aJJaHuI0 IaHbl 3 BapUaHTa OTBETA, U3 KOTOPHIX TOJIBKO OJIMH BEepHbIHA. B GllaHKe OTBETOB OCTABHTE MO HOMEPOM 33 IaHHs
OyKBY OTBeTa, KOTOPBIH Ha Ball B3IVIS SBISETCS MPABHIIBHBIM.

1. TekcT ciyxeOGHOro MUChbMa COCTABISIETCS OT

a) 1-ro muIa MHOXKECTBEHHOTO YHCIa

0) 2-ro nuIa eTUHCTBEHHOTO YMCITa

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

2. PeKBHU3HT «CCHIIKA HA HOMEP H ATy BXOJSIICTO JJOKYMEHTa» 0(pOpMIIeTCS
a) BO BCEX MHChMax

0) B OTBETHBIX MMUCHMAX

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. Tekct cimy»xebHOro nucbMa MoXHO 0(hOpMHUTH Ha opmate AS, ecn
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. [euatsto ymocToBepsieTcs

a) NIMChbMO-HAIIOMUHAHHE

0) mHChMO-TIPUTTIALIICHHE

B) FapaHTHIHHOE MUCEMO

9. OTMeTKa 0 MOCTYIICHUH JOKYMEHTa B OPraHH3aIHIO IPOCTABIIIETCS
a) Ha BCEX JJOKyMEHTax

0) TOJIbKO Ha MPUCHUIAEMbIX

B) 10 YCMOTPEHHIO CeKpeTapst

10. B nuchMe OTMETKA O TIOCTYIUICHHN TOKYMEHTa IPOCTaBIISETCS

a) B IPaBOM HIDKHEM YTIIy II€PBOTO JIMCTa JOKYMEHTa

0) B JICBOM HIDKHEM YTIIy IOCIIEJHETO JIICTA JOKYMEHTa

B) Ha JIFOOOM CBOOOZHOM MeCTe

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 opopMUTh Ha Popmare A5, eciu TEKCT COACPIKUT HE CTpOK.

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

6. MakcumalnpHO€ KOJIMYECTBO aJJpecaToB B MUCbMeE- .

7. Kak npaBuiio, MakCUMaJIbHBIH 00bEM MHUChMA - JIUCTa, BTOpasi cTpaHulia opopmMisieTcs Ha JIHCTE.
8. [ucema (pMHAHCOBOTO XapaKkTepa JOJDKHBI IMETh TTOJIITHCH.

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 PA3IMYHBIX BUIOB JOKYMEHTOB.

. JlocTOMHCTBA ¥ HEOCTATKU BbIOOpa pasnuuHbix Gopm CHO.

. XapaKTepHCTHKa U CTPYKTypa CIyKOBI « Y IpaBIeHHE IeIaMm».

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

. XapakTepuctuka paboTbl cekperaps-pedepeHTa.

. OcoOEHHOCTH U peraaMeHTanus JOKyMeHT0000poTa B Pa3IUYHbIX YUPEKICHHUAX.
. JlocTOMHCTBA M HEIOCTATKU PA3NUIHBIX (JOPM PETUCTPANH JOKYMEHTOB.

. ©OpMBI KOHTPOJISI UCTIOIHEHHS JOKYMEHTOB.

. 3HaUEHUE KOHTPOJISI UCTIOJHEHHMs IOKYMEHTOB.

10. OcoOEHHOCTH OTEUECTBEHHOI'O JEI0IPOU3BOICTBA.

11. HomeHnkmnaTypa niemn.

12. IIpaBoBast periaaMeHTanust opopMICHUS YIPAaBICHUYECKUX JOKYMEHTOB.

13. XapaxkTepucTUKa U 3HaY€HUE OTJEIbHBIX BUIOB PEKBU3UTOB: ... (HAUMEHOBAaHUE 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. DkcnepTu3a [EHHOCTH JOKYMEHTOB.

21. HopMaTuBHO-METOIUYECKUE JOKYMEHTBI, pETJIAMEHTUPYOLIHE paboTy ¢ 0OpallieHUsIMU TPaXkKaaH.
22. 3HaueHHEe KOMITBIOTEPU3AIINU JTIOKYMEHTOO00poTa A1t paboThl ciryx0b1 JJOVY.

O 001N LN Wi~

5.3. ®oH/1 O1IEHOYHBIX CPEICTB

Tema 1

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

1. [ToHsITHE O KOPPECTIOHICHITNH U JEIIOTIPOU3BOJICTBE.

2. IlonsaTtye 0 HOKyMEHTE, BUAbI JOKYMEHTOB, (DYHKIHH JOKYMEHTOB, CUCTEMBI JIOKyMEHTAIUH, IpaBHia 0)OpMIICHUS
YIIPaBJIEHYECKUX JOKYMEHTOB.

3. IOpuauueckoe 3Ha4eHUE JOKYMEHTOB.

4. Yaudukaius u cranaapTusaius PeKBU3UTHI JOKYMEHTOB.

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

1. ITopsiiok cocTaBieHUs! JOKYMEHTOB.

2. TpeboBanus K 0QOPMIICHUIO JOKYMEHTOB.

3. PaGoTa no cocTaBieHHIO TEKCTa TUIIOBOTO JOKYMEHTA.

4. OdopmieHre T0KyMEHTa B COOTBETCTBUH € OOIIUMH TPEOOBaHUAMHU.

Tema 2

CucreMbl JOKYMEHTALUK NOAPa3IeICHUS

3aganus AJsl NPaKTUYEeCKOTrO 3aHATHUS.

1. Opranu3aliOHHO-PacHOPAAUTENbHAS JOKYMEHTaIUS.

2. OpraHu3allMOHHAas JOKYMEHTALUN: YCTaB, IOJI0XKEHUE, HHCTPYKIIUSL.

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

4. CnpaBouHas JOKyMEHTAlMs: JOKIIaHAas 3allUCKa, CIy KeOHasl 3a1cKa, OObACHUTENbHAS 3aIIUCKa, IPEIUIOKEHUE, IPEJICTABICHUE,
3asBJIEHHE, IPOTOKOJI, aKT, IIPABKA, 3aKJIIOUECHHUE, OT3bIB, IEPEUECHB, CIIUCOK, NIEPENNCKA.

5. JIOKyMEHTHPOBaHHE TPYIOBBIX IPaBOOTHOLIEHUI

6. 3akoHOzaTeNbHAS U HOPMATHBHASA PETJIAMEHTAIHS JOKyMEHTUPOBAHHUS IIpreMa Ha padoTy.

7. OcCoOeHHOCTH OATOTOBKH M 0(OPMIIEHHS IPUKA30B 110 JIMYHOMY COCTaBy (0 pueMe Ha paboTy), IMUHON KapTOUKHU, JIMYHOIO Jeia.
8. [IpaBoBOE peryIHpoBaHHe MePeBOaa COTPYAHNKOB Ha APYTYIO paboTy M yBOIbHEHNHE PAOOTHUKOB.

9. ToBapoBeaueckas JOKyMEHTaIHs.

10. JIokyMeHTHI CTPOTO OTYETHOCTH.




11. JloroBopa opraHu3aTOpPOB U UCTIOTHUTENECH TYPUCTCKUX YCIIYT.

12. Typucrckas myTeBka. TypucTckuii Bayuep.

13. JloxymeHTaIus 1o KOMMepPUIEeCKON AeSITeTbHOCTH MOAPA3IEICHNS U TPEAIPUSITHSI.

14. YupenutenbHble JOKYMEHTBI, IOKYMEHTBI IO YTBEPKAEHHBIM (popMaM CTaTUCTHYECKOH OTUYETHOCTH; TIOKYMEHTHI 00 yruiare
HaJIOTOB U IPYTUX 00s3aTENbHBIX IIaTEKEH.

15. bankoBckas rapaHTus. JJOKyMeHTBI, y0CTOBEPSIOIINE IIATEXECIIOCOOHOCTb.

16. branku cTpOroi OTYETHOCTH.

3amaHus 7151 CaMOCTOATEILHON pabOTHI.

1. ®opmupoBaHIe OpraHU3aIOHHON JOKYMEHTAIIHH.

2. OdopmieHne pacopsIUTeNbHON JOKYMEHTALINH.

3. Pabora co cipaBo4HO# TOKyMeHTaIUEH.

4. Iopsinox oopmiIeHUs] JOKYMEHTOB NP IPUHATHH Ha IPENPUATHE HOBBIX pAOOTHHUKOB.
5. 3anojHEeHUE JOKYMEHTOB CTPOrOif OTYETHOCTH.

6. Pa3zpaboTka JOKyMEHTAIMU 110 KOMMEPYECKOH JeITeIbHOCTH MOIpa3 Ie/ICHHS

Tema 3

Opranu3zanys Je0pou3BOICTBA

3aaHust A7l IPAKTHIECKOTO 3aHATHSI.

1. Opranu3zanus padoTHI ¢ OCTYMAIONIMMH U HCXOSIIMMH JOKYMEHTaMH TT0IPa3AeIeHHsI.

2. opsinox 06pabOTKK JOKYMEHTOB

3. Uudopmanmonno-nouckoBas cucrema (UIIC) st paboThI ¢ JOKYMEHTAMHU OpTaHU3aI[HH.

4. CocTaBieHHe HOMEHKIIATYPBI JIEL.

5. Peructpanust u mHAEKCAUs JOKYMEHTOB.

6. ITopsiiok 06pabOTKH MOCTYMAIOIIUX U OTIPABISIEMBIX JOKYMEHTOB, BU/BI PETUCTPAILIMOHHBIX YIETHBIX (JOPM, CIIpaBOYHAS
KapToTeKa.

7. Opranu3zanusi KOHTPOJISI UCIIOTHEHUS JOKYMEHTOB.

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

9. q’OprI W BUIBI KOHTPOJIA 3a UCIIOJJTHCHUEM JOKYMCHTOB.

10. CocTaBneHne HOMEHKIATYPHI JIEI.

11. PacnpesneneHue UCIOIHEHHBIX JOKYMEHTOB B JieJa.

12. CucremaTH3anys ¥ 3aKperuieHAe HHISKCOB JeTl, YCTAHOBJIEHHE CPOKOB XPaHEHUS JeIL.

13. ®opmupoBanue U opopMIeHUE OET.

14. Hymepanyst TUCTOB Jiej1a, COCTAaBJICHIE 3aBEPUTENLHON HAaIIIMCH, COCTaBJICHUE BHYTPEHHEH OIMICH TOKYMEHTOB JeNa, MeperieT
(ToamMBKa) aei.

15. Odopmitenre 0610KeK €1 MOCTOSHHOTO ¥ BpeMeHHOro (cBbiie 10 neT) XpaHeHus.

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. Dkcnepru3a HEHHOCTH IOKYMEHTOB U JIEN.

20. OdopmiieHHE 1eT B COOTBETCTBUH € YCTAHOBJICHHBIM MTOPSIIKOM IIPH TIepeaade B COOTBETCTBYIOLINI apXHB; ONMCAHUE JeT,
HepelaBaeMbIX B apXUB OpraHu3aluy, Iepeaada JOKyMEHTOB B apXUB.

3amaHus 7151 CAMOCTOSATEILHON pabOTHI.

1. O6paboTKa NOCTYNAIOUINX U OTIPABIISAEMBIX IOKYMEHTOB ITOJIPA3IEIICHHS.

2. PaboTa ¢ THIIOBBIMU TOKyMEHTAaMH TOApa3ieleH s NPUMEPHBII TPyJOBOI TOTOBOP, IPUMEPHAs TOJDKHOCTHASI HHCTPYKIHS,
IIPUMEPHBIN IPOTOKOJ, IPUMEPHOE MUCHMO, IPUMEPHOE MOJI0KEHHE O CTPYKTYPHOM MoApasaeneHuH, npumepusliit AKT, npumepHoe
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 MPEANPUATHAX TypHU3Ma

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 JUCHUIIJIMHBI (MOY JIA)

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: yueOHO-METOANYECKOE Tocodue Mocksa, bepnun: {upext-
Menua, 2020
6.1.2. JlonoTHUTEILHAS JTATEPATypa
ABTOpBI, COCTaBUTEIHN 3arnaBue W3narenbCeTBO, TOI
JI2.1 |dyposuu A. I1. MapkeTHHT Typu3Mma: yueOHoe nocodue Musck: PUTIO, 2020

6.3.1 JIunieH3MOHHOE U CBOOOJHO pacnpocTpaHsieMoe NPOrpaMMHoe o0ecrieyeHne, B TOM YHCJIe 0TeYeCTBEHHOT0 MPON3BO/ICTBA

6.3.2 IlepedyeHb npoecCHOHANBHBIX 023 TAHHBIX U HH(POPMALHMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|CnpaBoyunas IIpaBoBas Cucrema Koncynsrantlloroc

6.3.2.2|adopmaronHas crpaBoyHas cucreMa «I apanrt

7. MTO (o0opyaoBaHue H TeXHHYECKHE CPeICTBA 00y4YeHHS)

Ne Ha3nayenune OoopynoBanue 1o Anpec Bun
28 yueOHas ay AUTOpUs JJIst JleMoHCTpanuoHHOE 344029, PocToBckas
MIPOBE/ICHUSI 3aHSATHIA obopynoBaHue, y4eOHO- obnacTs, T. PocToB-Ha-
JIEKIIMOHHOTO THUIIA, 3aHATUI HalIsAHbIE TOCOOUS JHony, Ileppomaiickuii
CEMUHApPCKOTo THIIA, Crennanu3upoBaHHAas paiioH, yn. CepxaHTOBa,
KypCOBOI'O IIPOEKTUPOBaHUs |MeOenb: cTos — 11 mT., cTyn — 2/104
(BBITIOJTHEHUS] KYPCOBBIX 21 mwr., nocka — 1 mT.
paboT), rpyNIOBBIX U
UHJMBUIYalIbHBIX

KOHCYJIbTallui, TEKYIEro
KOHTPOJISI U IIPOMEKYTOUHON

aTTecTalluu
4 MIOMEIIeHHE TS JeMoHCTpalnoHHOE Onepaunonnas cuctema| 344029, PoctoBckas
CaMOCTOATENBHON paboTHI. obopymoBanue, yaeGHO- Microsoft Windows 10 | o6macts, r. PocToB-Ha-
yueOHasi ayAUTOPHS IS HarJIsAHbIe T0COOus home Hony, IlepBomaiickuii
MPOBEICHUS 3aHATHI ydaeOHas Crnenuanu3upoBaHHast IIpunoxenue paiioH, yi. CepxaHTOBa,
ayIuTopus JUTsl IpoBeneHus | Mebenb: ctoi — 19 wr., cTyn — Oduc2016 2/104
3aHATUH JEKIMOHHOTO THUIIA, 36 wrT., focka — 1 mr., Awnrusupyc Nod 5
3aHATHI CEMHHAPCKOTO THTIA, KOMITbIOTEpHI — 10 T, academic
KypCOBOTO MPOCKTUPOBAHUS | MPOEKTOp — | WIT., TOCTYH B WurtepHeT GUibtp
(BBITIOJTHEHHUS KYPCOBBIX Wurepuer UserGade
paboT), rpynIoBbIX U Curema TeCTUpOBaHUS
WH/IMBUAYAITbHBIX MyTestx.1c
KOHCYJIbTallUi, TEKYLIETO Ipennpusitue 1C 8.3
KOHTPOJISL ¥ IPOMEXKYTOIHON Byxranrepus 1C 8.3
arrecrauuu, Jlaboparopus Jokymenroobopor 1C
UHPOPMAITUOHHBIX 8.3
TEXHOJIOTHH, TOMEIICHHE JIJIsI KomruiekT st
CaMOCTOSITEIIbHOM PabOoThI 00y4YeHHUs B BBICIIUX U

CpeIHUX yueOHbIX
3aBenenuit. 1C 8.3




