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1. Ilesin ocBOEHMSI AN CIMIIJIMHBI.

Lenbt0 OCBOCHUSI TUCHMILUIMHBI «J/{OKyMEHTallMOHHOE 00ECIeYeHnEe COIMOKYIbTYPHOTO
cepBucay sBisercs GpopmupoBaHue y Oyaymiero OakanaBpa 3HAHUA U KOMIETCHIIMA B 00JIaCTH
JOKYMEHTAIMOHHOTO o0ecrieueHusi B cdepe cepBHca, BKIOYas TpeOOBaHUS HOPMATHBHO-
IPaBOBBIX aKTOB, a TAK)K€ HABBIKOB O(OPMIICHUS OCHOBHBIX YIPABICHYECKHX W TEXHOJOTHYE-
CKUX JJOKYMEHTOB CEPBHCHOTO MPENIPUATHS.

3amaun U3y4eHUs JUCLUIUINHBL:

1) Jlate npencraBiieHHe MECTE U POJIH JIEJIONPOU3BOJCTBA B 0OecreueHIH P PEeKTHBHON
YIPaBJIEHYECKON N1EATENIHOCTH, METOJIOJOTHUYECKUX U OPraHU3alMOHHO-IIPABOBBIX AacleKTax
JIeNIOTIPOU3BOICTBA, CIIOCO0axX (UKcanuu MH(YOPMAIMK HA PA3IMYHBIX HOCUTENAX, QYHKIUAX U
Ha3HAUYEHHUH YIPABIEHYECKOTO TOKYMEHTA.

2) OOBsicHUTH TPeOOBAHUS K CTAHIAPTU3ALUH YHHU(PHUKAIUH JTOKYMEHTOB, JCHCTBYIOIIUE
YHUDUIUPOBAHHBIE CUCTEMBbI YIIPABICHYECKON TOKYMEHTAIIUH.

3) OOBsACHUTD COCTaB U MpaBuiia 0GOPMIICHHS PEKBU3UTOB YIIPABICHUECKHX TOKYMEH-
TOB COOTBETCTBUM C J€HCTBYIOIIEH HOpPMAaTHUBHON 0a30i, CTPYKTypy OCHOBHBIX BHJIOB YIIpaB-
JIEHYECKHUX JOKYMEHTOB, 3a/1a4i U (PYHKIMU CITYKObl TOKYMEHTALMOHHOI0 00eCIeueHus yrpas-
JICHUS.

4) Hayuuts criocobam U METOJIaM BEACHUS U ONTUMH3ALUH JOKYMEHTOO00pOTa, OCHOB-
HBIM OIepalnusM 1Mo 00paboTKe TOKYMEHTOB, BBHIIIOJHEHHIO TPEOOBAHUHA K OpraHM3alUU TEKY-
IIETO ¥ apXHWBHOTO XPAaHEHUs JOKYMEHTOB, OCOOCHHOCTSIM OpraHH3alMy PadOThI C JTOKyMEHTa-
MU, COJIEPKAIUMH KOH(UACHIIUATLHBIC CBEICHUSI.

5) HayuuTp MCmonb30BaTh HOPMATHUBHBIC IOKYMEHTHI 10 Ka4yeCTBY B cdepe cepBuca,
YHU(DUIUIPOBATh TEKCTHl JOKYMEHTOB U paboTaTh C yHU(UIUPOBAHHBIMU (OpMaMU JTOKYMEH-
TOB, aJANITUPOBATh CYIIECTBYIOLIE MPaBUIIa U TEXHOJIOIMH COCTABJICHUS U 0(POpPMIICHHS yIIpaB-
JIEHYECKHX JOKYMEHTOB K YCIOBHSIM CEPBUCHOTO MPEIIPUATHSL.

6) OtpaboTaTh HaBBIKH COCTABIICHUS U O(OPMIICHHS JACTOBOI TOKYMEHTAIUH B COOTBET-
CTBHH C HOPMAaTUBHO-METOJAMYECKIMH aKTaMH.

7) OtpaboTaTh HABBHIKU NMPHUMEHEHUS METOJOB ONTUMH3ALUH JTOKYMEHTOO00OpOTa cep-
BUCHOTO TIPEATNIPHSTHS, TPAMOTHOTO BBITIOJIHEHUSI OCHOBHBIX OTepaIyii o 00paboTKe U XpaHe-
HUIO JIOKyMEHTOB C Y4€TOM HOPMATHUBHBIX TPEOOBaHHIA.

2. Mecto nucuuniaunsl B crpykrype OOII 6akanaBpuara.

Huctunnuaa b1.B.OJI.12 «JlokyMeHTaIlMOHHOE 00ECTI€YeHHE COLUOKYIBTYPHOTO Cep-
BHCa» OTHOCUTCS K BApUATUBHOW YacTH y4eOHOT O IJIaHa 10 HampasieHuto noarotoBku 43.03.01
«Cepsucy, npoduiib CornanbHO-KYJIbTYPHBIN cepBUC.

21.]'[5[ YCHIEIIHOT'O OCBOCHUSA KypCa CTYACHTBI JOJDKHBI BJIAJICTh KOMIICTCHIIUAMU, IOJYYCHHBI-
MU TIpH U3y4eHUH AucuuIuiinH: OCHOBBI COIMAIBLHOTO rocyaapcTBa, HHOBanmu B cepBuce, Uupop-
matuka, Madopmannonusie TexHonoruu B cepe ceppuca, Kondauxronorus, MapkeTuHr B cepBu-
Cce, MCHCIDKMGHT B CEpBUCC, Opl"aHI/I?)aIII/I?I 1 IUIaHUPOBAHUC JCATCIIBHOCTH Hpe)IHpI/IﬂTI/Iﬁ cepBucCa,
OCHOBBI TIPENITPUHUMATEIBCKON JIesTeNbHOCTH B cepBuce, Couuosiorusi, CTaHaapTu3anus U cep-
TUdUKaIMS TpeanpusITHii chepbl cepBuca, TEXHOIOTHMH U OpraHu3alus IKCKYPCUOHHBIX YCIIYT,
DUHAHCOBBIN MEHEHKMEHT MPEINPUATHN CEpBUCA, IKOHOMHUKA MPEIMPUATHI CHEphl YCIYT.

3. Komnerenuun odyuamomerocsi, popmupyemMbie B pe3yabTaTe OCBOEHUS] THCIIH-
TJIMHBI.
3.1 O6wexynomypnoie u npogheccuonaibHovle KOMHEMEHYUU



CIOCOOHOCTRIO K caMOOpraHu3aiuu U camooopazosanuto (OK-5);

oduenpogeccuonanbHLIMU KOMNEMEHYUAMU .

CIOCOOHOCTBIO pellaTh CTaHAAPTHHIE 33/1a4H NMPO(ECCHOHATBHON AEATEIFHOCTH Ha OCHOBE
uHPOpMAIIMOHHOM ¥ OuOnHorpauyeckoil KyJabTypbl C€ NpPUMEHEHHEM HH(OPMAaLMOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH U C YY€TOM OCHOBHBIX TpeOoBaHHMI MH(OpMAaIMOHHON Oe3omac-
HOCTH, UCIIOJIb30BaTh Pa3InYHbIC HCTOYHUKN HH(OopMaIwu 1Mo 00bekTy cepuca (OITK-1);

TOTOBHOCTBIO OPTraHU30BAaTh MIPOIIECC CEPBHUCA, IPOBOAUTH BEIOOP PECYpPCOB U CPEACTB C y4e-
ToM TpeboBanwuii morpeduress (OITK-3).

npogheccuonanvivie KOMREMEHYUU '

TOTOBHOCTBIO K IPUMEHEHUIO COBPEMEHHBIX CEPBHCHBIX TEXHOJIOTHI B IIpoLecce Mpeao-
CTaBIICHHS YCIYT, COOTBETCTBYIOIIKX TpeboBanusm norpedureeii (ITK-6).

B pezynomame oceoenusn oucyuniunvt 00yuarouwguiica 00a)icen:

3HaTh:

METO/bI KiacCu(PUKAWK, THMHU3aUWU, YHUPUKAMH ¥ CTaHJAPTH3AIMHA JTOKYMEHTOB, CO-
CTaB YHU(DULIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUH;

IpaBUiIa COCTaBICHUS M O(GOPMIIEHHS TOKYMEHTOB C HCHOJIb30BAHUEM KOMIIBIOTEPHBIX
TEXHOJIOTHH;

(dbopMHpOBaHUE TOKYMEHTOB B KOMILIEKCHI;

OpPraHM3alI0 ONEPATUBHOIO XPAaHEHUS IOKYMEHTOB B JEJIONPOU3BOACTBE U OCHOBBI ap-
XUBHOI'O XPAHEHUS JOKYMEHTOB;

Ymers:

IIPABWJIBHO COCTABJIATH JOKYMEHTBI U 0(OPMIISITh UX B COOTBETCTBUU C TOCY/IapCTBEHHBI-
MU CTaHJAPTAMU;

YHUDUIUPOBATH, IPOSKTHUPOBATH (POPMBI JTOKYMEHTOB, CUCTEMBI JJOKYMEHTAIH, BHEAPSTD
YHU(DUIMPOBAHHBIE CUCTEMBI IOKYMEHTALIUU B MPAKTHUKY;

UCIOJIb30BaTh B paboTe TpeOoBaHUs K MH(POPMAIIMOHHON 6€30MacHOCTH MPHU COCTAaBICHUH
U PacIpoCTpaHEHUE JOKYMEHTOB Ha MPEANPUATHN CEPBUCA,

MCIIOJIb30BaTh Pa3JINYHbIe ICTOYHUKU UH(POPMAIH B CBOEH padoTe;

Baanern:

HAaBBIKAMM MCIIOJIb30BaHUS CIIELUAIBHBIX JOKYMEHTOB IPEANPUATAN pPa3MELICHNUS;

CIPaBOYHO-UH(POPMALIMOHHOMN TOKYMEHTALUEW; TPaBOBON JOKYMEHTAIUEH;

3aKOHOJATEIIbHBIE U HOPMAaTUBHO — METOAMYECKUE MAaTEPUAJIbI, KACAIOIIMECS OpraHUu3aluu
paboThl ¢ nHpOpMaLMel U TOKyMEHTaluel, COBEPIICHCTBOBaHMS JIOKYMEHTAIllMOHHOTO obecre-
YeHUs yIpaBlIeHUs; MIPAKTUKY paOOThl yUpeKICHHUH, MPENPUATHH U OpraHu3anuil o JOKyMeH-
TUPOBAHUIO YIIPABICHUYECKOMN NEATEIBHOCTH;

CHUCTEMOM OpPraHU3aAMOHHO — PACIOPSIUTEIBHON JOKYMEHTAIIMH.



4. CTpyKTYpa U coepKaHue TUCHUILINHBI

OO6mas Tpy10eMKOCTh JUCITUIUIMHBI COCTABIISIET S 3aueTHble enquHuibl - 180 gacos, B ToM
quciIe JIEKIMOHHBIX — 34 yacoB, npakTuueckux — 34 gacos, CPC - 76 yacoB, ¢popma oT4eTHO-

cTH: 5 CEMECTD - OK3aMCH.

4.1.Conepxxanue TMCUUILIHHBI

/a

IPa3ien IUCIUIUINHEI.
Tema JIEKIIUK 1 BOIIPOCHI

Cemectp

Henens cemectpa

Bunel yueOHO paboThI,
BKJTFOYAsi CAMOCTOSI-
TENBHYIO PaboTy CTY-
IIEHTOB M TPYIOEMKOCTh
(B yacax)

DopmbI TEKyIero*
KOHTPOJISI  yCIIEBAaeMO-|
CTH (10 CpPOKaM TEeKY-|
[MX aTTecTaluil B ce-
mecTpe) dopma mpome-|

JK | II3 | JIP | CP

PKYTOYHOW  aTTeCTalllH
(o cemectpam)

Tema 1. Conep:kaHue M OCHOBHbIE
3aJ]a4l COBPEMEHHOI0 [0KYMEHTa-|
LHHMOHHOI0 o0ecneyeHHsl YIpaBJie-
HHUS.

1. Ilpenmer, comepkaHue W 3aJauu
JOYV.

2. Mecto U poib JOKYMEHTOB B
yYIpaBJICHUU HA COBPEMEHHOM dTarle.
3. Knaccudukanus J0KyMEeHTOB

4. Pa3BuTHE [I€JONPOU3BOJICTBA B
coBpeMeHHOU Poccum.

-

2 2 5

Bxo1HOM KOHTPOJIb

Tema 2. UcTopusi pa3sBUTHSI CHCTe-
MbI T'OCYJApPCTBEHHOI0 JAOKYMEHTH-
pOBaHMS.

1. Jlenonpoussonctso B [peBHeii Py-
CH.

2. ITlpukasHoe aenonpou3BoAcTBO X V-
XVII BB.

3. Komiexckoe 1enonpou3BoJICTBO.

4. MuHucTepcKkoe AeI0NpOU3BOACTBO
XIX- nagama XX BB.

5. Hcropus ympasiaeHUs U IEIONPO-
M3BOJCTBA B XX BB.

Tema 3. HopmaTuBHO-MeTOANYECKAS
0aza JIOY.

1. CoctaB HOpMaTHUBHO-METOIUYECKOM
0a3el [IOY.

2. Cranmaptu3anys ¥ yHU(UKAIUS CHU-
cremsl JIOY.

3. O6mepoccuiickue Kiaccu(uKaTopsl
TOKYMEHTAI1H.

4. TocynmapcTBeHHass cuUcCTeMa JOKY-
MEHTAIIMOHHOTO OO0ecreyeHus: yIpas-
IeHUSI.

Tema 4. Yaudukauusi 1 cTaHIapTH-
3anus JOKYMEHTOB.

1. TlonsTue yHMUKAIUU U CTaH-
NapTU3aLNN.

CUCTEMBI

2. YHudunmpoBaHHBIC




MOKYMCHTAIUH.

Tema 5. OcHOBHbIE TpPeOOBaHUA K
COCTABJIEHUI0O U 0(OPMIIEHUIO I0KY-
MEHTOB B cepe cepBuca.

1. bBiaHKu TOKYMEHTOB M TpeOOBaHHS
K HUM. CTpyKTypa TOKyMEHTA.

2. TpeboBanus k OQGOPMIICHHIO JI0-
kymentoB mno ['OCT P 6.30-2003
«YHUDUIIMPOBAHHBIC CHUCTEMBI JIOKY-
MEHTAIINH.

3.  YHudummupoBaHHas cucrtema opra-
HU3aI[IOHHO-PACTIOPSIUTEILHOW /10~
KymMeHTauu. TpeboBaHus Kk opopmiie-
HUIO JIOKYMEHTOBY.

IATTecTallMOHHAS KOH-
TpoJsibHas paboTa Nel

Tema 6. [loHsiTHE U COCTAB PEeKBU3M-
TOB B IOKYMEHTaXx cdepsbl cepBuca.
1. OpopmieHne peKBU3UTOB JOKYMEH-
TOB.

2. «['pud yTBEepKICHUS TOKYMEHTa» H
CrocoObI ero oopmIICHUS.

3. OT™MeTKa 00 MCTIOJIHEHHH.

Tema 7. CocraBjienue u ogopmJe-
HHe OPraHu3anuoOHHO-
PacHoOpPS/INTEbHBIX IOKYMEHTOB B
cepe cepBuca.

1. OpraHuzaiioOHHbIE JOKYMEHTHI U
MX 0COOCHHOCTH.

2. PacnopsautenbHble JOKYMEHTHI.

Tema 8. HNudpopmannoHHO-
CIIPaBOYHbIE JOKYMEHTBbI H UX POJIb
B cepe cepBuca.

1. PasnooOpazue uHPOPMAIIMOHHO-
CIPAaBOYHBIX TOKYMEHTOB.

2. Cnocobbl ux (OpMUPOBaHHUS MU
oopMITeHHUS.

Tema 9. KagpoBble JOKyMEHTBHI Ha
NpeANnpUsITUAX cepPBHCA.

1. Bwumasl KagpoBBIX JOKYMEHTOB U X
oopmIieHHE.

2. TpynoBas KHMXKKa.

3. Jluunas kapTouka paOOTHHKA,
criocoOb1 ohopmIteHus!.

10

Tema 10. O0umue OCHOBBI [1€JI0BOM
KOppecnoHaeHIMH B cepe cepBuca.
1. CnyxeOHasi mepenucKka Ha Mpeanpu-
SITHH.

2. JlenoBas peub U €€ rpaMMaTH4YECKNE
0COOEHHOCTH.

3. Jlormdueckoe NMOCTpOEHUE JTOKYMEH-
TOB.

10

IATTEeCTallMOHHAS KOH-
TposbHas pabora Ne2

11

Tema 11. Opranusanusi 10KyMeHTO-|

o0opora B cepe cepBuca.

11




1. IToHsiTHE W MPUHIUIIBI OPTaHU3ALNY
ITOKYMEHTO000pOTa.

2. [IpoxoxieHrEe U MOPSAIOK MCIIOTHE-,
HUSL BXOJSIINX JOKYMEHTOB.

3. IIpoxoxaeHrne UCXOIAIIMX U BHYT-
[PCHHHUX JOKYMEHTOB.

4. Pabota ¢ KOHGUIECHITUATLHBIMHU J0-
KYMEHTaMH.

S. Pabora ¢ muceMamu U oOpalieHus-
MU TpakJlaH.

12

Tema 12. ®opMupoBaHne U XpaHe-
HHe J1eJ B cepe cepBuUca.

1. CocraBiieHuE HOMEHKJIATYpbl JE.

2. @opmupoBaHue U 0POPMIICHHE AET
3. [loaroroBka u mepemadya JOKYMEH-
TOB HA apXUBHOE XpaHECHHE.

4. YTunuzanus 10KyMEHTOB.

12

13

Tema 13. Jloka/ibHbIe HOPMATHBHbIE
AKTHI B CEPBHCHBIX OPraHU3aIHUsiIX.
1. OOmue noyIoKeHus.

2. Cnenuduyeckue 0CO0EHHOCTH|
JTHA.

3. XapakTepucTuka, TMpaBujia BHYT-
PEHHETrO TPYJIOBOTO pacropsika, KO-
IICKTUBHBIA TOTOBOD.

13

14

Tema 14. YmnpasiieHue J10KyMeHTa-
IHeH.

1. OCHOBBI JTOKYMEHTAIIMOHHOTO Me-|
HEeDKMEHTA.

2. [lnanupoBaHue JEATEIFHOCTH 10
YIIPaBJICHUIO TOKyMEHTalUEH.

3. Cyx0a JOKyMEHTAI[MOHHOTO 0obec-
Me4yeHus yIpaBJeHHUs.

14

15

Tema 15. JlokymMmeHTHpOBaHUE [1esl-|
TeJbHOCTH NPEANPUATHI COLMAJIb-
HO-KYJbTYPHOI'O CEPBHCA H

TypHu3Ma.

1. CnenmanpHbple  JOKYMEHTHI  TY-
PUCTCKUX (QUPM.

2. CienManpHbIe JOKYMEHTBI TPE-
MPUATHIA pa3MeIIeHHUS.

3. CrnenmanpHbIe JOKYMEHTBI TPE-
MPUATHIA 0OIIECTBEHHOTO MUTAHUSI.

4. CrnenuaibHble JOKYMEHTHI TPaHC-
MOPTHBIX MPEIIPUITUN.

15

IATTecTalinOHHas KOH-
TposbHas pabora Ne3

16

TEMA 16. ABroMaTtu3zanusi 0KY-
MeHTOo00opoTa

1. ABTomarm3anus CO3JaHUS JIOKY-
MCHTOB.

2. ABTOMaTH3amMs BBOJA W PACCHUIKH
ITOKYMEHTOB.

16

17

Tema 17. lokymeHTabHOEe 0(OpPM-

17

TeCTUPOBAaHUE




JieHHe JOTOBOPHBIX OTHOLIEHWH B
CEPBUCHOM 1eATeJIbHOCTH.

1. Cneunduka moArOTOBKU M 3aKJTIO-
YCHHsI JOTOBOPOB M COTJIAIIICHWHA B
CEpBHUCHOI JIeATEIbHOCTU: 00pa3Lbl
oopmIIeHHsST JOKYMEHTOB, CO3JaHHE
TpadapeTHbIX TEKCTOB.

2. JlokyMeHTaIms TYPHUCTCKOTO
MpeanpUsATHs KaK OpraHu3anuu cgepbl
CepBHCa: JIOKYMEHTAIWsI, CBSI3aHHAS C
TEXHOJIOTHUYECKUMU MpOLEeccaMu Jesi-
TEJHHOCTH TYPUCTCKOTO MPEATPHUSATHS.
3. JlokymeHTanus, CBsi3aHHasA C TypH-
CTaMH, TOCTSIMU CPEJICTB pa3MEIICHUSI.

UTOIro

34

34

76

Jx3ameH 1 3et - 36 4.




4.2. Coaep:kanue MPaKTHYECKHUX 3aHATHI

/o

Ne nexnuu
u3 paboueii
MpOTrpaMMBbI

HaumenoBanue nabopatopHoro (mpak-
TUYECKOT'0, CEMUHAPCKOI0) 3aHATHUS

KomnnuectBo
4acoB

Pexomennyemas
JuTepaTypa u
METOOUYECKHE
paspabotku (Ne
HCTOYHHUKA U3
CIIMCKa JIuTepa-

TYPBHI)

3

5

Tema 1. Conep:kaHue U OCHOBHbIE 3a-
Aa4¥ COBPEMEHHOI0 JOKYMEeHTALHOH-
HOTro o0ecrnieyeHHs1 ynpaBJIeHHs.

1. Ilpemmer, conmepxaHue | 3aJa4H
JOV.

2. Mecto u poib JOKYMEHTOB B yIIpaB-
JICHUY HA COBPEMEHHOM JTarle.

3. Knaccugukanus JOKyMEHTOB

4. Pa3BuTHE IETIONPOM3BOJCTBA B CO-
BpeMeHHOM Poccun.

N

OcHOBHaJ JIUT-
pa: Nel,7

Tema 2. UcTopusi pa3BUTHSI CHCTEMbI
roCy1apCTBEHHOI0 JIOKYMEHTHPOBa-
HHS.

1. Jenonpoussoncteo B JlpesHeii Py-
CH.

2. IlpuxazHoe nenonpou3BOACTBO XV-
XVII BB.

3. Komnexckoe Aenonpon3BoACTBO.

4. MuHucTepcKkoe AeTONpPOU3BOACTBO
XIX- navgama XX BB.

5. HUcropus ynpaBieHHs U AENONPOU3-
BoJicTBa B XX BB.

OcHOBHAas JINT-
pa: Ne2,3

Tema 3. HopmaTuBHO-MeTOAMYeCKAs
0aza JIOY.

1. CoctaB HOpPMaTHBHO-METOJIMYECKON
6a3er JIOY.

2. Cranpaptu3anus U yHU(UKALUS CH-
cremsl JIOY.

3. OOwmepoccuiickue KiaccupuKaTopbl
JOKYMEHTAIMH.

4. T'ocynapcTBeHHasl cuctemMa JIOKyMEH-
TAIIMOHHOTO 00eCIeYeHus YIPABICHHUS.

JloroaHUT. MUT-

pa: Ne 14

Tema 4. YHudukanusi M CTaHIaAPTH-
3anus JOKYMEHTOB.

1. [onsTne ynudukauuu U cTaHAApTHU-
3alMH.

2. YHu(UIUpOBaHHBIE CHUCTEMBI JIOKY-
MEHTAINH.

OcHOBHAas JIUT-

pa: Ne 12,13

Tema 5. OcHoBHbIE TPeOOBAHUSA K CO-
CTABJICHHIO U 0(OPMJICHHIO TOKYMeH-
TOB B cepe cepBuca.

1. brnaHku TOKYMEHTOB M TpeOOBaHUs

OcHOBHAas JIUT-

pa:
Ne 6,




K HUM. CTpyKTypa TOKyMEHTAa.

2. TpeGoBanusi kK 0OPMIICHUIO IOKY-
MeHtoB 1o I'OCT P 6.30-2003 «Yuu-
(GUIMpOBaHHBIE CUCTEMbI JIOKyMEHTa-
UYL,

3. YuudummpoBaHHas cucTeMa opra-
HU3aI[MOHHO-PACTIOPSIUTEIILHOW  TOKY-
MeHTanuu. TpeboBanus Kk 0hopMIICHUIO
JIOKYMEHTOBY.

6 6 Tema 6. IloHsiTHE U COCTAB pPeKBU3H- OcHoBHast TUT-
TOB B JIOKYMeHTax cepbl cepBuUca. pa:Ne 5,9
1. Odopmienne peKBU3UTOB IOKYMEH-

TOB.

2. «I'pud yrBepxkaeHUs NOKyMEHTa» H
crocoO0bI ero oopmiICHUSI.

3. OT™meTKka 00 MCTIOJIHEHHH.

7 7 Tema 7. CocraBiieHue u ogopmieHue OcHoBHas IuT-
OPraHM3aNMOHHO-PACIIOPAIUTENbHBIX pa:Ne 1,7
JAOKYMEHTOB B c(epe cepBuca.

1. OpraHu3alMoOHHbBIE JIOKyMEHTHl H
UX 0COOEGHHOCTH.
2. PacnopsuTenbHble JOKYMEHTHI.

8 8 Tema 8. HNudopmanuonHo- OcHoBHas TUT-
CIIPaBOYHbIE JOKYMEHTHI U X POJIb B pa: Ne 9, 11
chepe cepBuca.

1. Pa3znooOpasue nH(OPMAITMOHHO-
CIIPaBOYHBIX JOKYMEHTOB.

2. Cnocobsl ux (HOpMUPOBaHHS W
oopmieHus.

9 9 Tema 9. KaagpoBble JH0OKYMEHTHI Ha OcHoOBHast TUT-
npeanpuATHAX cepBUca. pa: Ne 4, 6
1. Bwuapl KaJpoBBIX JOKYMEHTOB U HMX
odopmiieHue.

2. TpynoBasi KHIKKA.
3. Jluunas kaprouka paOOTHHUKA, CIIO-
co0bI 0(OpMIICHHUSI.

10 10 Tema 10. O0mue O0OCHOBLI €J10BO OcHOBHas JINT-
KoppecnoHaeHuM B cepe cepBuca. pa: Ne2 4
1. Ciy>xeOHasi mepenucka Ha Ipeanpus-

THH.
2. JlenoBas peub U e€e rpaMMaTHUECKue
OCOOEHHOCTH.
3. Jloruyeckoe MOCTPOEHHE JOKYMEH-
TOB.
11 11 Tema 11. Opranu3anusi JOKYMEHTO- OcHOBHas JINT-

obopora B cepe cepBuca.

1. IloHATHE M MPUHLUIBI OPraHU3ALNH
JIOKYMEHTO000pOoTA.

2. IlpoxokaeHne U MOPAJOK HCIOJIHE-
HHUA BXOJAIIUX TOKYMCHTOB.

3. IIpoxoxaeHne HCXOMAIMUX U BHYT-
PEHHUX JOKYMCHTOB.

pa: Ne 3,6




4. Pabora ¢ KOHpUACHIUATHHBIMHA J0-
KYMEHTaMH.

5. Pabora ¢ mucekMaMu ¥ OOpaIieHUIMU
TpaXKIaH.

12

12

Tema 12. ®opmMupoBaHne U XpaHeHHe
neJ B cepe cepBuca.

1. CocTaBiieHHE HOMEHKIJIATYPHI JCII.

2. ®opmupoBaHue U OPOPMIICHHE AET

3. [loaroroBka u nepeaaya JOKYMEHTOB
Ha apXHBHOE XpaHEHUE.

4. YTunuzanus T0KyMEHTOB.

OcHOBHaAJ JIUT-
pa: Nel,7

13

13

Tema 13. JIoka/ibHbIe HOPMATHBHbIE
AKThI B CEPBUCHBIX OPraHU3alusX.

1. OOume momoKeHHs.

2. Cneuuduyeckue ocooennoctu JIHA.
3. XapakrepucTuka, MpaBUia BHYTPEH-
HEro TPYAOBOrO pacmopslika, KOJIEK-
TUBHBIN JOTOBOP.

OcHoOBHAasI IUT-
pa: No2,3

14

14

Tema 14. YnpasJ/ieHue J0KyMeHTaIU-
eil.

1. OcHOBBI JJOKYMEHTAllMOHHOTO Me-
HEPKMEHTA.

2. IlnanupoBaHue  J1€ATENBHOCTH IO
YIPABJICHUIO JOKYMEHTALUEH.

3. Cnyx)x06a JOKyMEHTAI[MOHHOTO o0ec-
NIEYEHUs] YIPaBICHUS.

OcHOBHAas JIUT-
pa: Ne4,5

15

15

Tema 15. JlokymeHTHpOBaHHe [esi-
TeJIbHOCTH NPeANPHUATHI COUMAIBHO-
KYJbTYPHOI'O CEPBHCA H

TypHu3Ma.

1. CneuunanbHble JOKYMEHTHI TYpUCT-
CKUX QUPM.

2. CpnenuanbHble JOKYMEHTHI Ipej-
NPUSATUN Pa3MEILECHHUS.

3. CnenuanbHble JTOKYMEHTHI Ipej-
MPUATHHN 00IIECTBEHHOTO MUTAHUS.

4. CrenuanbHble JIOKyMEHTBI TpaHC-
MOPTHBIX NPEIIPUITHH.

OcHOBHAas JIUT-
pa: Ne 2,4

16

16

TEMA 16. ABTomaTH3anusi J0KyMeH-
TOOOOpOTA

1. ABromaru3aisi CO3JaHUS JTOKYMEH-
TOB.

2. ABToMaTHu3allMs BBOJA U PACCHUIKH
JIOKYMEHTOB.

OcHOBHAas JINT-
pa:Ne 3,6

17

17

Tema 17. JlokyMeHTaJIbHOE 0()opM.JIe-
HHe JIOTOBOPHBLIX OTHOIIEHWI B cep-
BHCHOM /1eATeJIbHOCTH.

1. Crenuduka MOATOTOBKH M 3aKIIO-
YeHUs1 JOTOBOPOB U COTJIAIIEHUH B cep-
BHCHOM NeSATeTLHOCTH: o0pa3ipl
oopMIIeHHsS TOKYMEHTOB, CO3/JaHUE
TpadapeTHbIX TEKCTOB.

OcHOBHAas JINT-
pa: Nel,7




2. JIokyMeHTausi TypUCTCKOTO Tpe-
MPUATHST KaK OpraHu3aiuu chepsl cep-
BHCA: TOKYMEHTAIlUs, CBS3aHHAsI C TEX-
HOJIOTUYCCKUMHU TIpOoLECCaMU  ACATCIIb-
HOCTH TYPUCTCKOTO TIPEANPHUITHS. 3.
JlokyMeHTanus, cBsi3aHHasg C TypUCTa-
MU, TOCTSIMH CPEJICTB pa3MEIICHUsI.

34




4.3. TeMaTHKa J1J1 CAMOCTOSITeJIbHON PadoThI CTyIeHTa

TemaTuka 1Mo coepaHuko THUCIIH-
IUIMHBI, BBIJIEJIEHHAS IS CAMOCTO-
ATEILHOTO N3y4YCHUS

KommgectBo
YacoB U3 CO-
TSP KaHMS
JMCLIUILIMHBI

Pexomennyemas
JaUTepaTypa u uc-
TOYHHKHU UHDOP-
MaIuu

DopMbI KOH-
tpoist CPC

2

3

4

5

Conep:kaHue U OCHOBHBIE 3a/1a-
Y COBPEMEHHOI0 JOKYMEHTa-
HHOHHOT0 O0ecreYeHusl ynpas-
JIeHUsI.

1. Knaccuduxanus 10KyMEHTOB

1. Pa3Butue OeI0NPOU3BOACTBA B

coBpeMeHHoM Poccun.

5

OcHoBHAs JIUT-
pa: Nel,7

pedepar

HcTopusi pa3sBUTHA  CHCTEMBI
rOCy1apCTBEHHOI0 [OKYMEHTH-
poBaHMs.

1. Komnexckoe IeI0mpOU3BOJI-
CTBO.

2. MuHucTtepckoe AeIonpou3BOI-
ctBO XIX- Hauvama XX BB.

3. HWcropus ympaBieHus u Aemno-
Ipon3BOACTBA B XX BB.

OcCHOBHAs JIUT-

pa:
Ne 4,11

JIOKJIa

HopmaTtuBHO-MeTOAMYeCcKasT Oa-
3a J10Y.

1. Obwepoccuiickue Kiaccuduka-
TOPHI IOKyMEHTAIUH.

2. TocymapcTBeHHasi cuctema J0-
KYMEHTAIlUOHHOTO  OOecredYeHust
yIpaBIeHUsI.

OcCHOBHAs JIUT-
pa: Ne2,3

KOHTp. paboTa

Yuudukauus u cTaHaaApTH3ALUA
AOKYMEHTOB.
YHupUupoBaHHble CUCTEMBI [0-
KYMEHTALUH.

JIOTIOJTHUT. TUT-

pa: Ne 12

pedepar

OcHoBHbIE TpeOOBaHUS K CO-
CTaBJIeHHI0 U odopMiIeHHIO 10-
KYMEHTOB B c(pepe cepBuca.

1. TpebGoBanus k o¢popMICHUIO
nokymenToB o 'OCT P 6.30-2003
«YHUPUIHMPOBAHHBIE CUCTEMBI J10-
KyMEHTAI[IH.

2. YHuuuupoBaHHas
OpraHu3aIOHHO-
pacropsaUTeNbHON  JOKyMEHTa-
nuu. TpeboBaHus K 0(HOPMIICHHUIO
JIOKYMEHTOBY.

CHUCTEMA

JIOTIOJTHUT. TUT-

pa: Ne 12

JOKJIan

IlonsiTHe U COCTAB PEKBU3UTOB B
AOKYMeHTax c(epsl cepBuUca.

1. «I'pud yrBepxaeHus AOKyMEH-
Ta» U CocoObl ero ohopmIIeHuSI.

2. OtMeTKa 00 HCIOJHEHUH.

OcCHOBHAS IUT-
pa: Nel,8,9

pedepat

CocraBJjieHue u opopmieHune op-

OCHOBHAs IUT-

JOKJIa




raHU3alNOHHO-
pacnopsiiuTeJbHbIX JOKYMEHTOB
B cepe cepBuca.
PaCHOpHI[I/ITCJIBHLIe JOKYMCHTHEI.

pa: Ne 5,6

8 | NndopManHOHHO-CIPABOYHbIE OcHoBHast TUT- | KOHTp. paboTa
JAOKYMEHThI U HX poJb B cepe pa:
cepBuca. Ne 2,8
Crocobbl ux (opMUpOBaHHUA U
ohopMIICHHUS.
9 | KagpoBble TOKyMeHTHI Ha Npe/- OcHoBHas TUT- pedepar
NPUATHAX CepBHCA. pa:Ne 5,9
1. TpynoBas KHUXKKA.
2. Jlnunas xaprouka pabOTHHKA,
croco0bl 0popMIIeHHSI.
10 | O6mue OCHOBBI JI€JIOBOIi KOppe- OcHoBHast TUT- | KOHTp. paboTa
CIIOH/IEHIINHU B cepe cepBHca. pa:
[enoBasg peyr M ee rpammaruue- Ne 6,
CKHE€ OCOOEHHOCTH.
Jlormdeckoe MoCTpOeHUE TOKyMEH-
TOB.
11 | Opranu3amusi T10KyMeHT0060poO- OcHoOBHas TUT- pedepar
Ta B cepe cepBuca. pa: Ne 5,9
1. IIpoxoxxneHHe UCXOASIIUX U
BHYTPEHHUX JJOKYMEHTOB.
2. PaboTa ¢ xoH(UIECHIIMATLHBIMU
JOKYMEHTaMH.
3. Pabora ¢ nmucemamu u oOparie-
HUSIMH TPaXKJIaH.
12 | ®opmupoBanue U XpaHenue e OcHOBHas TUT- | KOHTp. paboTa
B cepe cepBuca. pa:
1. TlogroToBka U Tepenada AOKY- Ne 3,
MEHTOB Ha apXHUBHOE XpaHEHHE.
2. YTunusanuus JOKyMEHTOB.
13 | JlokajbHBIE HOPMATHBHBIE AKTHI OcHoBHast uT- pedepar
B CEPBHUCHBIX OPTraHU3aIUsIX. pa:Ne 1,7
1. Cneunduueckne 0coOEHHOCTH
JIHA.
2. XapaKkTepucTHKa, npaBuIia
BHYTPEHHEI0 TpPYAOBOIO pAaCHo-
psiiKa, KOJJICKTHBHBIN TOTOBOP.
14 | YnpaBienue 10KyMeHTaIHeEli. OcHOBHas MUT- | KOHTp. paboTa
1. IlnanupoBanue  JIEATEIBHOCTH pa:
I10 YIIPaBJIECHUIO TOKYMEHTALUEH. Ne 2,
2. Cnyx6a  JTOKyMEHTAIlHOHHOTO
o0ecreyeHus yrpaBJIeHusl.
15 | JlokymMeHTHpOBaHHE JesSITeIbHO- OcHoOBHas TUT- pedepar

CTH NPeANpPUATHI COLHUAIBHO-
KYJbTYPHOIO CepBHCa U TYypH3-
Mma.

1. CneumanbHble JIOKYMEHTBI
OPEeNNpPUSITHI OOIECTBEHHOTO MH-
TaHUSL.

pa: Ne 4,7




2. CrneuuanbHble JIOKYMEHTBI
TPAHCHOPTHBIX MPEITPUITHH.

16 | ABToMaTH3auHMsA JTOKYMEHT0000- 4 OcHoBHast TUT- | KOHTp. paboTa
pora pa:
1. ABromMaru3aius BBOJAa WU pac- Ne 3,
CBUIKH JIOKYMEHTOB.

17 | JoxkymenTaiabHOoe odopmIeHne 4 OcHoBHas UT- pedepar
JOTOBOPHBIX OTHOLUICHUH B cep- pa: Ne3, 5

BHCHOM J1eITeJILHOCTH.

1. JoxymeHTtanus TYPUCTCKOTO
OPEeNnpHUsITHs KaKk OpraHu3aluu
chepsl cepBHca: JOKyMEHTAIUs,
CBSA3aHHAsI C TEXHOJOTHMYECKUMU
poIecCaMH  JICATEIBHOCTH  TY-
PHUCTCKOTO MPEANPHUSATHSL.

2. JlokymeHTanus, CBs3aHHAs C
TypUCTaMH, TOCTSMU CPEICTB pas-
MEIICHUS.

Hroro 76

5. Ob6pa3zoBare/ibHbIe TEXHOJIOTHH.

B cootBerctBuu ¢ tpeboBanusmMu GI'OC BO no HanpaBieHUIO MOATNOTOBKU pealn3aluu
KOMIIETEHTHOCTHOI'O MOJXO0/a B MPOLIECCe U3YyUEHUS JUCIUILIMHBI UCIOIb3YIOTCS KaK TPaIuLH-
OHHbIE, TaK ¥ MHHOBALIMOHHbIE TE€XHOJIOTUM, aKTUBHbIE U MHTEPAKTUBHBIE METOABI M (OPMBI
oOyueHnus. [IpakTuyeckue 3aHATUS CTPOSITCS HA: TPEHUHraX pPEeYeBBIX YMEHHM, MO3TOBOM IITYp-
Me, pa30ope KOHKPETHBIX CUTyalHud, KOMMYHUKATUBHOM 3KCIEPUMEHTE, TBOPUYECKOM 3aJlaHHU
JUIE  CaMOCTOSITEIbHON paboThl, HMH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIX TeXHONorusx, |IT-
METO/bI, METO/IbI MPOOIEMHOr0 00yueHus, 00y4eHHe Ha OCHOBE OIbITa, MPOEKTHBIM MeTO, Mo-
MCKOBBIM METOJI, UCCIIE0BATEIBCKUN METO U T. 1.

B ocBoeHHHN aHHOH AMCUUIUIMHBI UCIIONB3YIOTCS ClIEAYyIOIINe 00pa3oBaTeIbHbIe TEXHO-
JIOTHH:

® YTEHUE JIEKIIMH C UCIIOJIB30BaHUEM JIOCKU U BUAEOMATEPUATIOB;
NPaKTUYECKHE 3aHATUS AMCKYCCHOHHOIO XapakTepa, OOMEHa MHEHMSIMH, IBPH-
cThueckas 6ecena, 1McIyT, paboTa B MUHU-TpYyMax,
KOHTPOJIBHBIE OIIPOCHI ¥ KOHCYJIbTAILINH;
HOJTrOTOBKA U 00CYXJE€HHE JOKJIAaI0B U pedepaToB, HAyUHBIX CTaTEH;
paboTa c UHTEpHET - pecypcaMu;
® TECTUPOBAHME IO OCHOBHBIM TEMaM JUCLUIUINHEI.

VY nenbHbIN Bec 3aHATHI, MPOBOAMMBIX B MHTEPAKTUBHBIX (JOPMAX, COCTABIISATH HE MEHEE
20 npoueHToB aynuTopHbix 3aHATUN 10 PI'OCy, uto coctaBnsger 12 yacoB (8 4acoB JIEKIIMOH-
HBIX 3aHATUH, 4 yaca MPaKTUYECKUX 3aHATUI) OT OOIIEro KOJINYeCcTBa 3aHATHH.

6. OmneHouyHble  cpeAcTBAa  JAJIA  TeKYIero  KOHTPOJS  yCIeBaeMOCTH,
NPOME:KYTOYHOM aTTeCTAllMH 110 UTOraM OCBOEHMS AUCHHUILUIMHBI M Y4eOHO-MeToAnYecKoe
olecreyeHne CaMOCTOSITEIbHON Pad0ThI CTYICHTOB

IlepedeHb 3aJaHUH TEKYIIEro KOHTPOJIA

BxoaHo# KOHTPOJIb.
1. OcHOBHBIE TIOHATHS O TOKYMEHTE, CUCTEMaX JTIOKYMEHTAIIUH.




2. Ponb JOKyMEHTAI[MOHHOIO 00€CIeYeHUsI B COBEPILIEHCTBOBAHUY MPENIPUATUSIMH CEPBUCHON
cdepbl Ha COBPEMEHHOM JTarle.

3. HopmaruBHO-MeToaMUecKas 0a3a JOKyMEHTAIIMOHHOTO 00eCIIeYeHUs YIPaBICHHUS.
4. TlonsTue cucTteMbl JOKYMEHTAUU U €€ PA3HOBUIHOCTH B JIEATEIBHOCTH CEPBUCHOTO
HPEIIPUITHSL.

5. 3agaun U GYHKUMU CITY>KObI 1€TONPOU3BOJICTBA B CEPBUCHBIX OpPraHU3aLUsAX.

6. IlonsaTtue «uHpopmanus». Csi3b HHPOPMALUU U JOKyMeHTa. Ponb nHpopmanuu B
COLMAJIBHBIX U SKOHOMHUYECKHUX IIpolieccax.

7. OyHKIMM JOKYMEHTOB. JIOKYMEHT — NOJU(PYHKINOHAIBHBIN OOBEKT.

8. TekcroBoe TOKyMEHTHPOBAHUE M JTAIBI €T0 Pa3BUTHI.

9. Texauueckoe JOKyMEHTHPOBAHHUE.

10. ®oronokymentupoBanue. llosBnenue, pa3Butue, NpuMeHEHHE.

11. Kunonoxymentuposanue. [losiBienue, pazBurue, BUIE03aMNCh.

12. ®ononoxymenrupoanue. [lossnenue, pazBurue, IpuMEHEHHE.

13. MarepuanbHble HOCUTENIN HH()OPMAITUH.

14. CgpoiicTBa u npu3HaKku JokyMeHTa. IHpOpMalmoHHbIe CBOWCTBA TOKYMEHTA.

15. OpurunanbsHOCTb JOKyMeHTa. [loanuHHOCTh fJoKyMeHTa. KonuitHOCTh JOKyMeHTa.

Bonpocs! k nepBoii aTTecTalliOHHONH KOHTPOJIbHOM padoTre.
. [Ipenmer, conepkanue u 3agaun JJOY.
. MecTo u posib JOKyMEHTOB B YIIPaBJICHUH HA COBPEMEHHOM JTarle.
. Knaccugukanus nokymeHTOB
. Pa3BuTHe nenonpousBojicTBa B coBpeMeHHoi Poccun.
. UcTopus pa3BUTHS CUCTEMBI TOCYAapCTBEHHOTO JOKYMEHTUPOBAHUS.
. CoctaB HOpMaTHBHO-MeTOAMuecKoi 6a3sl JJOVY.
. Cranmaptuzanuus 1 yaudukanus cucremsl J10Y.
. Obmepoccuiickue Ki1accupuKaTopbl TOKYMEHTALINH.
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. FocymapcTBeHHas cucTemMa JOKYMEHTAIMOHHOTO 00ECTICUeHHSI YIIPaBICHUSI.

10. TlonsTHe yHH(DUKAINN ¥ CTAHIAPTU3AIUH.

11. VHuduuupoBaHHbIE CHCTEMBI JOKYMEHTAIUH.

12. bnaHku JOKYMEHTOB M TpeOoBaHUS K HUM. CTpyKTypa JOKYMEHTA.

13. TpeboBanus k opopmieruo fokymeHToB 1o 'OCT P 6.30-2003 «YHupuuupoBaHHbIE CH-
CTEMbI JOKYMEHTALIUH.

14. VauduuupoBaHHas cucTeMa OpraHU3alMOHHO-PACHOPSAUTENIbHOW JTOKyMeHTanuu. Tpebo-
BaHUs K 0POPMIIEHHIO IOKYMEHTOBY.

15. OdopmiieHre peKBU3UTOB JOKYMEHTOB.

16. «'pud yTBepk)IeHUS TOKYMEHTa» U CIIOCOOBI €ro 0(hOpMIICHUSI.

17. Ormerka 00 UCIIOJIHEHUU.

18. Opranu3anroHHbIe JOKYMEHTHI U UX 0COOEHHOCTH.

19. PacnopsutenbHble TOKYMEHTHI.

Bonpochb! K0 BTOpPO#i aTTeCcTAllHOHHOH KOHTPOJILHOM padore.
1. Pa3znooOpa3ue nHPpOpMaIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
2. CnocoOsI ux (hopMupoBaHus U 0HOPMIICHUSI.
3. Buapl kKaIpoBBIX JOKYMEHTOB M UX 0(pOpMIICHHE.
4. TpynoBas KHHMKKA.



5. JlmyHas kapTouka pabOTHHKA, CTOCOOBI O(hOPMIICHHUS.

6. City>xeOHast epenucKa Ha IpeAInpUsSTHH.

7. JlenoBasi pedb U €€ TpaMMaTHIECKUe OCOOCHHOCTH.

8. Jlornueckoe mocTpoeHne JOKYMEHTOB.

9. IloHsITHE W MPUHITUIIBI OPTaHU3AIUHN JTOKYMEHTO000pOTA.

10. IIpoxosxaeHHe U MOPSAIOK UCTIOTHEHUS BXOISIINX JTOKYMEHTOB.
11. TlpoxokaeHHE UCXOSIINX U BHYTPEHHUX JOKYMECHTOB.

12. PaGora ¢ koH(pHACHIMAIBHBIMUA JOKYMEHTAMHU.

13. PaGora ¢ mucbMaMu 1 0OpAIIEHUSIMH TPAXKIaH.

14. CocraBieHue HOMEHKJIATYpPHI JIE1.

15. ®opmupoBanue u opopmiIeHue et

16. [ToaroroBka u nepenaya JOKyMEHTOB Ha apXUBHOE XpaHEHHE.
17. Yrunuzanusi JOKyMEHTOB.

Bomnpocskl K TpeThbeill aTTeCTAIMOHHON KOHTPOJLHOM padoTe.
OO61re no0KeHus JTOKATbHBIX HOPMATUBHBIX aKTOB B CEPBUCHBIX OPraHU3AIIMSIX.
Cnemuduueckue ocobennoctu JIHA.
XapakTepHucTrKa, IpaBuiia BHYTPEHHETO TPYIOBOTO PACTIOPSAKA, KOJUICKTUBHBINA JJOTOBOP.
OCHOBBI JOKYMEHTAIITMOHHOTO MCHEKMEHTA.
[TnarupoBaHue MEATSIBHOCTH 110 YIIPABJICHUIO JOKYMEHTAIUEH.
Cnyx0a TOKyMEHTAIIHOHHOTO 00ECIICYEeHHUs YIIPABICHHS.
CrneunanbHble JOKYMEHTBI TYPUCTCKUX (pupm.
CrneunanbHble JOKYMEHTBI IPEINPUITHIA pa3MeIeHHUS.
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CrieunanbHble JOKYMEHTBI IPEIIPUITHI 0OIIECTBEHHOTO MUTAHUSI.
10 CrenuanbHble JOKYMEHTBI TPAHCIIOPTHBIX HNPEITPUATHH.

11. ABTomaTH3anus Co3/1aHus JOKYMEHTOB.

12. ABTomaTu3ainus BBOAA U PACCHUIKH TOKYMEHTOB.

IlepeyeHb BONPOCOB K IK3aMEHY
. [Ipenmer, conepkanue u 3agaun JJOY.
. MecTo 1 poJib JOKYMEHTOB B yIIpaBJI€HUU Ha COBPEMEHHOM JTarle.
. Knaccuguxkanus nokymeHTOB
. Pa3BuTHe nenonpousBojicTBa B coBpeMeHHoi Poccun.
. Uctopus pa3BUTHS CUCTEMBI TOCYAapCTBEHHOTO JOKYMEHTUPOBAHUS.
. CoctaB HOpMaTUBHO-MeTOAMYEcKo 0a3zsl JIOY.
. Crannaptuzanus u yaupukanus cucremsl JJOVY.
. O6mepoccuiickue kiaccupuKaTopbl TOKYMEHTALIUH.
. FocymapcTBeHHas cucTeMa JOKYMEHTAIMOHHOTO 00ECTICUeHHS YIIPaBICHUSI.
10. TTonsiTue yHUGUKAIUNA U CTaHIAPTU3AIHH.
11. VauduuupoBaHHBIE CUCTEMbI JOKYMEHTALINH.
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12. bnaHku JOKYMEHTOB M TpeOoBaHUS K HUM. CTPyKTypa JOKYMEHTA.

13. TpeboBanus k opopmieruio 1okymeHToB 1o 'OCT P 6.30-2003 «YHupHUuUpOBaHHBIE CH-
CTEMBbI TOKYMEHTAIINH.

14. VaudunupoBaHHas CUCTEMa OPTaHU3AMMOHHO-PACTIOPSIUTEIHFHON JOKyMEHTAIuu. Tpedo-
BaHUS K 0()OPMIICHUIO IOKyMEHTOB.

15. OdopmiieHre peKBU3UTOB JOKYMEHTOB.



16. «I'pud yrBepx)aeHUS JOKYMEHTa» U CIIOCOOBI €ro 0(OpMIICHHUS.
17. Ormerka 00 UCIIOTHEHUHU.

18. Opranu3annroHHbIE JOKYMEHTHI U UX 0COOCHHOCTH.

19. PacnopsimuTtenbHble TOKYMEHTHI.

20. Pa3znooOpasue nHPpOpPMaITMOHHO-CIIPABOYHBIX IOKYMEHTOB.

21. Cnoco0s! ux ¢hopMHupoBaHUS U OHOPMIICHHS.

22. Bunbl KaapoBbIX JOKYMEHTOB U UX OOpMIICHHE.

23. TpynoBasi KHIKKA.

24. JludHas KapTouka pabOTHHKA, CIOCOOBI 0O(hOPMIICHHUS.

25. CimyxeOHas rmepenucka Ha MpeIIpUusTHH.

26. [lenoBast peub U ee rpaMMaTUYECKUE OCOOCHHOCTH.

27. Jlornyeckoe MOCTPOCHUE TOKYMEHTOB.

28. [loHATHe M IPUHIUITBI OPraHU3ANU JTOKYMEHTO000pOTA.

29. TIpoxoskIeHuE U MOPAIOK UCTIOTHEHHSI BXOASIIUX JOKYMEHTOB.
30. IIpoxoxaeHne UCXOASIIUX U BHYTPEHHUX TOKYMEHTOB.

31. Pabota ¢ koH(UIEeHIINATBHBIMH IOKYMEHTaMHU.

32. PaboTa ¢ nmruchmMaMu U 0OpaIieHUSIMU TPaK/IaH.

33. CocraBrieHue HOMEHKJIATYPBI JCIT.

34. ®opmupoBaHue 1 0POPMIICHHE JETT

35. [oaroroBka u nepeaaya JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
36. YTmim3zanus T0KyMEHTOB.

37. OO1ue noa0KeHUs JIOKaIbHBIX HOPMATUBHBIX aKTOB B CEPBUCHBIX OpPraHU3alUsAX.
38. Cnemudpuueckue ocooennoctu JIHA.

39. XapaktepucTHKa, paBuiIa BHYTPEHHET0 TPYAOBOTO PaCIoOpsIKa, KOJICKTUBHBIN I0TOBOP.
40. OcCHOBBI IOKyMEHTAIlUOHHOTO MEHEIKMEHTA.

41. TInaHupoBaHUE NEATEIBLHOCTH IO YIPABJIECHUIO JOKyMEHTAlUEH.
42. Ciyx0a JOKYMEHTAIMOHHOTO 00ECTICUeHHS yIIPaBICHUSI.

43. CneuuanbHbIe JOKYMEHTHI TYPUCTCKHX (QHPM.

44. CrneuuanbHble TOKYMEHTHI IPEAIPUIATUN Pa3MEILIEHUS.

45. CreuuanbHble TOKYMEHTHI NPEANpUATUN OOIIIECTBEHHOTO ITUTAHHUS.
46. CrenuanbHble TOKYMEHTHI TPAHCHIOPTHBIX MPEANPUSTHI.

47. ABTOMaTu3aIus CO3/JaHUs JOKYMEHTOB.

48. ABTOMaTH3a1Ms BBOJA U PACCHUIKU JTOKYMEHTOB.

TeMmbl pedepaToB U 10KIAA0B N0 AUcHHILIHHE «IOY»:
1. JlenonpousBoICTBO», «TOKYMEHTALMOHHOE 00ecnedyeHrue yrpaBieHUs», «UH(POpMaIOHHO-
JOKYMEHTAIlMOHHOE 00ecreueHre YIpaBJIeHUs»: ONpeaelieHue MOHATUNH U B3aUMOCBSI3b B CEp-
BHCHOI JIEATEIILHOCTH.
2. 3aKOHOJATENIbHOE U HOPMAaTUBHO-METOIUYECKOE PETYIMPOBAHKE JEIONPOU3BOJCTBA B
CEPBUCHOM JEATEIBHOCTH.
3. YHu¢ukanus u cTanapTU3aus Kak OCHOBHBIE HAlpaBJIEHUS YIOPSIOUEHUS U
COBEPLIECHCTBOBAHUS JOKYMEHTAIMN B CEpBUCHON opranu3anuu. Opranusanus
JIEJI0NPOU3BOJICTBEHHOTO 00CTYKUBaHUS.
4. OyHKIUY U 33/1a4H CITYKObI AETONPOU3BOICTBA B cepBuce. Oprann3alioHHbIe (HOPMBbI
CITY>KOBI JIEJIOTIPOU3BOJICTBA.
5. Bupl 651aHKOB U cIOCOOBI MX M3TOTOBJICHHS B CEPBUCHON OpraHU3aIiy.



6. JIOKyMEeHT KaKk HOCUTETh HH(OPMAITUU B CEPBUCHOM ESITEILHOCTH U TIOHITHE
KJIaccu(pUKaIUN TOKYMEHTOB.

7. JIOKyMEHT KaK CpPEJICTBO YKPEIJIEHUSI 3aKOHHOCTU U KOHTPOJISL B CEPBUCHOM
JESTENIbHOCTH.

8. O0mue TpeboBaHMs, IPEABABISEMbIE K TEKCTAM CIYKEOHBIX IOKyMEHTOB B CEpBUCE.
[ToHsTHS «PEKBU3UTY, «POPMYIISPY, KTUIOBOU (HOPMYIIIP.

9. CocTaB peKBU3UTOB OpPTaHU3alMOHHO-pacnopsauTebHoN qokymeHTaruu (OPJl) B
CEPBHUCHOM J1€ATEIHHOCTH.

10. Knaccudukanusi TOKyMEHTOB B CEPBUCHOM JCSATEIIBHOCTH

11. Opranu3anuoHHbIE TOKYMEHTbI CEPBUCHOM OpraHU3allMu: KpaTKas XapaKTepUCTUKA.
[TpaBuiia cocTaBieHUs! OPraHU3allMOHHBIX JOKYMEHTOB.

12. Opranu3aiOHHO-TIPAaBOBbIE JOKYMEHTHI, PETYIHPYIONIUE IeATEIbHOCTh CIYXKObI
JIEJIONPOU3BOJICTBA B CEPBCUHOM N1eATENbHOCTH: «IHCTpYKIUS IO J€I0IPOU3BOJACTBY».
13. Opranu3aimoHHO-TIPAaBOBbIEC JOKYMEHTHI CEPBUCHON OpTaHU3aINH, PETyIUPYIOIIUe
JeSTENIbHOCTH CIY>KOBbI Aenonpon3BoacTBa: «llomoxenue o ciyxoe
JIEIIOIIPOU3BOICTBAY.

14. O6ume TpedoBanus K 0OPMIICHHIO PACIOPAIUTENbHBIX JOKYMEHTOB CEPBUCHON
opranuszanuu. Pa3HOBUIHOCTH pacTiOpsIIUTENbHON JOKYMEHTALUH.

15. MadopmanmoHHO-CIIpaBOYHAs JOKYMEHTAIIUS B CEPBUCHOM OpraHU3aluu: OCHOBHAS
XapaKTEPUCTHKA U TpaBuiIa ohopMIIeHHUS.

16. IlonsATHE TOKYMEHTOOOOPOTA U OCHOBHbIE IPUHIUIIBI €0 OPraHU3alMK Ha CEPBUCHBIX
PEINPUATHIX.

17. TlonsaTus: «xoH(puaeHnanbHas nHGOpMaLUsD», «CiIykeOHas TaiiHay, «<KOMMepUecKast
TaiiHay. PaboTa ¢ KoH(pUIeHIUANIbHBIMU TOKYMEHTAMU B CEPBUCHON OpraHU3aIiH.

18. JloroBop, KOHTPAKT: ONpEAEIEeHUS NOHATUI. Pa3HOBUAHOCTH U ITpaBUJla COCTABICHUS
JIOTOBOPOB B CEPBUCHOM JIEATENBHOCTH.

19. IllTaTHOE pacnucaHne CEpBUCHON OpraHU3aIMK: XapaKTEepPUCTUKA U OCHOBHbBIE
PEKBU3UTHIL.

20. OdopmieHre KOMaHAUPOBOUHBIX JOKYMEHTOB B CEPBUCHON OpraHU3alluu: PEKBU3UTHI
Y TIpaBUJIa 3aIIOJTHEHUS.

21. Ciy>xeOHble MTUCbMA U UX PA3HOBUIHOCTH.

22. OcHOBHbIE JOKYMEHTbI (PHAHCOBOTO aHAJIN3a B I€ATEIIbHOCTU CEPBUCHOTO
IPEIIPUATHS: OCHOBHBIE BUBI U 3HAUCHUE.

23. JlokyMeHTanbHOE 0(OPMIIEHUE PACUETOB C KIIMEHTOM B CEpPBUCE.

24. JIokyMEHTONOTOK BXOJSIIUX, UCXOASIINX U BHYTPEHHUX IOKYMEHTOB Ha CEPBUCHOM
MPEINPUSATHH: 3Tabl padOThl C HUMH.

25. Tepmun «rpadaper». Ero posb B 00CTyKUBaHUH MPOIECCa YIPABIECHUS CEPBUCHBIM
HPEINPUATHEM.

26. JlokymMeHTaLus 110 INYHOMY COCTaBy B CEPBUCHOM OpraHU3al1y.

27. IloHATHE ¥ 3HAYE€HNE JOJKHOCTHBIX HHCTPYKLIUN B JESITEILHOCTH CEPBUCHOM
OpraHM3aIiHy.

Bonpockl 0cTaTOYHBIX 3HAHUH CTYACHTOB
1. TpeGoBaHus k O1aHKaM TIOKYMEHTOB B cepe cepBuca.
2. OdopmieHe PEKBU3UTOB JOKYMEHTOB B c(hepe cepBHca.
3. OcobenHocTH 0GUIMATBHO-IEI0BOTO CTHIIS JOKYMEHTAIUH.



OpraHu3anroHHbIe JOKYMEHTbI OU3HECA.

NudopmannoHHO-CTIpaBOYHBIE TOKYMEHTHI HHIYCTPHH CEpPBHCA.

OO0mmue npaBuiia CIIy>)keOHOM MepenucKy B Ou3Hece.

Opranu3zanus J0KyMeHT0000pOTa B CEPBUCHBIX OpraHU3aIHsX.

[Topsiiok paboOThI ¢ BXOIAIIMMU JTIOKYMEHTaMH B OH3HECE.

[Topsiok paboTHI ¢ UCXOASIIMMHU TOKYMEHTaMH B chepe cepBHca.

10. ITopsimox paboOThI C BHYTPEHHHUMH JOKYMEHTAaMH B OM3HECe.

11. DnexTpOHHBIN TOKYMEHT U 3JICKTPOHHBIN JOKYMEHTOOOOPOT.

12. Onpenenenne nousaTus «Jlorosop». Pa3HOBUAHOCTH U MpaBHMIIa COCTABICHHS JOTOBOPOB
B CEPBHUCHOM JICSTEIBHOCTH.

13. JloxymeHTanus TypuCTCKOTO MPEANIPHUATHS KaK OpraHu3aiuu chepsl cepBHca.

©CoN A

TecToBbIC 321aHNA JJIs1 ATTECTAIMOHHBIX KOHTPOJILHBIX padoT

Tect Nel

CornacHslI ¥ BBI C yTBEPKICHUEM, YTO (OTBETHUTH J1a/HET, OYAbTE TOTOBBI MOSICHUTH ):
ITpoTokos1 — HHPOPMALIMOHHO-CITPABOYHBIN JOKYMEHT.
JlokitagHas 3anucKa MOIIUCHIBAETCS TOJBKO PYKOBOJUTEIEM OpraHU3aliy.
[Tpuka3s yrBepxknaercs.
Ha 3asBnenue craBuTcs reyars.
Pemenue, nocraHoBIEHNE, IPUKA3, PACIOPSHKEHUE N31Al0TCS HA IPUHLUIIAX €JUHOHAYAIIN.
. OTBETCTBEHHOCTh 32 W3JIaHUE PACIOPSAIUTENbHBIX JTOKYMEHTOB HECET JIMIO, MOJIUCABLIECE
JIOKYMEHT.
7. KoHcTraTtupyromias 4acTh TEKCTa MPUKa3a SBISETCS 0053aTEbHOM.
8. Bu3a ropucTa Ha IOKyMEHTE — 3TO IPUJIaHKE eMY IOPUINYECKOM CUIIbI.
9. BHemHee coriacoBaHue 0pOPMITSICTCS BU30M COTIIACOBaHUS.
10. Ilpu peructpanuu AOKyMEHTa B KypHaje perucTpaluyd BHOCUTCS (paMuius aBTOpa JOKY-
MEHTA.
11. TpynoByIO KHUXKKY paOOTHUKY BBIJIAIOT B JIEHb €I'0 YBOJIbHEHHUSL.
12. OOBscHUTENbHAS 3aMMCKA MTOIMHACHIBACTCS PYKOBOIUTENIEM CTPYKTYPHOTO MTOAPA3/ICIICHHUS.
13. AKT —3TO 1OKYMEHT, COJIepKAIINI CBEACHUS O X0/1€ KOJIJIETHAIIbHOTO MEPOIPUSATHSL.
14. 3anuce B TpyAOBYIO KHMXKKY BEJETCSI paOOTHUKOM IIPU MpUeMe Ha paboTy, MepeMEIIeHUN U
YBOJIbHEHUHU.
15. Ilpu yrepe TpynoBOil KHM)KKH paOOTHUK YBOJIBHSIETCS, TPY/AOBas KHU)KKA HE BOCCTaHaBIIU-
BaeTCsl.
16. Ilpu cmeHe paMHUITUN MEHSIETCS U TPYJOBast KHUKKA.
17. B TpynoBYyI0 KHMXKKY 3aHOCSATCSI CBEICHUS O MpUeMe Ha paldoTy, MepeMEeLIeHUH U YBOJIbHE-
HUU, HArPKACHUSIX, OOIIPEHUX, TOPUIIAHUSIX, a TAK)KE 00 OTKPBITHSIX.
18. daxcorpamma — 3TO JOKYMEHT.
19. CrpaHuIBI TEKCTA JOKYMEHTA HYMEPYIOTCS OTACITBHO, CTPAHHIIBI TPUIIOKEHHS — OTACIBHO.
20. TaOauupl TEKCTa JOKYMEHTA U MPUIIOKEHUS UMEIOT CKBO3HYIO HYMEpaIHIo.
21. IlltaTHOE pacmcaHKe YTBEPKIACTCS PYKOBOAUTEIEM OpPTaHU3AIIH.
22. CymiecTByeT yrioBoe, MpoJ0jJbHOe U KOMOMHUPOBAHHOE PACIIONIOKEHHE PEKBU3UTOB OJIaH-
Ka JJOKyMEHTAa.
23. Ilpuka3 no JMYHOMY COCTABY XPAHUTCS OT/EIBHO OT MPUKA30B 110 OCHOBHOW J€SITEIbHOCTH.
24. Ha npennpusiTiu XpaHATCS JIUYHBIC JeJla BCeX KOTa-Im00 paboTaBIINX COTPYAHHUKOB.
25. ABroOuorpagusi cocTaBiIIeTCs Ha COTPYIHHUKA C LEJNbIO MPEIOCTABICHUS JOKYMEHTa IO
TpeOOBaHUIO.
26. Tlonmuch pykOBOIUTENS HA IPUKA3€ 3aBEPsIETCS MeYaThio.
27. OpraHu3aiys CUUTaeTCs CO3JaHHON CO JTHS YTBEPIKJICHUS yCTaBa.
28. Hanuuue ycraBa siBisieTCs 00s13aTE€IbHBIM JUIsl pETUCTPALIMM OPTaHU3aIUi.
29. B mratHOM pacnricaHuu onpezensiercs GoH. 3apad0THON TUIATHl OPTaHU3AIHH.
30. Bce opranuzanmoHHbIe JOKYMEHTBI IIPOXOJIAT MPOLEAYPY YTBEPKICHUS.

ok wdpE



Tect Ne 2.
1. "'apanTHiiHOE TUCBMO — 3TO:
A) IOKyMEHT, COOOLIAIOMINI O MPUOIHIKEHHH, YCKOPEHHU, UCTCYCHHH CPOKA HMCIIOJHECHUS
KaKoro-nmoo eicTBus
B) mokyMmeHT, coleprkalluii IpUIIIAICHUEe HA MEPOTIPHSTHE
C) IOKYMEHT, B KOTOPOM T'apaHTHPYETCsl OIUIaTa BBHIMOJHEHHOW paOOThI WIM MPEAOCTaBIIe-
HUE 4ero-1100 (padoThl, TOMEIICHUS U T.]I.)
D) nokyMeHT, HOATBEPKAAIOIINI TOTyYeHUE [ICHHOCTEH
2. JlaiiTe onpenesieHUe JOKYMEHTA:
A) marepuanbHbIi 00BEKT ¢ HH(pOpMaIel, 3aQUKCHPOBAHHON CO3JaHHBIM YEJIOBEKOM
croco0oM, /171 €€ Iiepeiad BO BpPEMEHH U IIPOCTPAHCTBE
B) coBOKyNHOCTH PEKBU3UTOB O(QUIIMATEHOTO THChMa
C) cranmapTHOE pacrojoXeHHEe MaTepuaa
D) tekcr
3. Jlaiite onpenenenue Gpopmynspa-odpasua:
A) COBOKYITHOCTb PEKBHU3HTOB JICJIOBOTO MHUChMa
B) COBOKYIHOCTH pAaCIONOKEHHBIX B ONPECICHHON IOCIEI0BATEIbHOCTH PEKBU3UTOB,
MPUCYIINX BCEM JJOKYMEHTaM OIPEIEIIEHHON CHCTEMBI JIOKyMEHTAIUN
C) COBOKYIHOCTb PEKBU3UTOB IPHKa3a
D) COBOKYITHOCTh PEKBH3HTOB aKTa
4. Narta noxkymMeHTa opopMIIeTCs CIEYIOLIM 00pa3oM:
A) 1 ¢espansa 1997
B) 1 despans 97 r.
C) 01.02.97r.
D) 01.02.97
5. [lara mokymeHTa — 3TO:
A) nata ero noJnucaHusl, IPUHATUSL
B) nara ero cocraBiieHus
C) nara ero moANMUCaHUs, IPUHSITHUS, YTBEPHKICHHUS, COCTABICHHUS, 1aTa COOBITHUSI
D) nara coObITHs
6. Kakum cBOMCTBOM MOKHO OXapaKTe€pU30BaTh HAIWYKME y JOKYMEHTAa HEOThEMIIEMBIX Clarae-
MBIX, 0€3 KOTOPBIX OH CYIIIECTBOBATH HE MOKET:
A) BelIECTBEHHOCTD;
B) aTpuOyTuBHOCTS;
C) CTpYKTYpHOCTB;
D) BepHOro BapuaHTa OTBETA HET.
7. JlenoBsle mrcbMa OOBIYHO 3aKaHUYMBAIOT (pa3aMu:
A) B cootBetcTBHH ¢ Barieii mpocs00ii ...
B) c yBaxeHuem ...
C) namu paccMOTpeHbI Bamu mpeaioxeHus ...
D) BcBsi3M ...
8. lenonpon3BoICTBO — 3TO:
A) mpaBuibHOE 0(hOPMIICHHE TOKYMEHTOB.
B) opranuszaims 10KyMeHTOO00pOTa B YUPEKICHUH.
C) COBOKYIHOCTB JIOKYMEHTOB, OTPAXKAIOIINX YIIPABICHYECKYIO JICATEILHOCTD YUPEKICHNUS.
D) coBOKYMHOCTh pabOT MO OKYMEHTHPOBAHHIO JIESITEIbHOCTH YIPABJICHUS M 10 OpraHu-
3alliU JIOKYyMEHTOB B YUPEXKICHUHU.
9. JlesTenbHOCTH ammapara yrpaBleHHsI, OXBaTHIBAIOIIAs BOTIPOCHI TOKYMEHTHPOBAHUS U Opra-
HU3AIMU PabOTHI C TOKYMEHTaMH — 3TO:
A) IOKyMEHTAIlMOHHOE 00eCIieueHHEe YIpaBICHHS
B) cranmapruzanus



C) EIcjg
D) cucrema HJOKyMEHTAIHH
10. IoKyMeHT, 3aKpeTUIIOMUN JOKHOCTHON M YUCIIEHHBIM COCTAB MPEANPUATHS ¢ YKa3aHUEM
dbonaa 3apabOTHOM TIATHI — 3TO:
A) OKHOCTHAS HHCTPYKIUS
B) ycras
C) monoxenwue
D) mraTHOE pacmucaHue
11. lokyMeHT, GUKCUPYIOIUI X011 00CYKIEHHS BOIIPOCOB U MPUHATHS PELICHUN Ha COOpaHUsX,
3aceJaHusIX, COBEIIAHUAX U T.I1.:
A) 00bsCHUTEIbHAS 3aITUCKa
B) noknamHas 3amrcka
C) akr
D) mporokon
12. Kakas GpyHKIIMS OTHOCUTCS K OOIIMM (DYHKIIUSM JOKYMEHTA:
A) 00IeKyIbTypHas;
B) wundpopmarmonHas;
C) mnpaBosas;
D) ymopsjounBaromias.
13. Kak 101KHO IPOUCXOAUTH AEJIEHUE JOKYMEHTOB:
A) Ha pojibl, TOABU/IBI, TOJPOIbI, PA3HOBHIHOCTH;
B) Ha pobl, BUIbI, IOABH/IbI, PA3HOBUIHOCTH;
C) Ha BH/IBI, TIOJBH/IbI, PA3HOBUIHOCTH, POJIBI;
D) Ha moaBuIbI, TIOAPOIbI, PA3HOBHIHOCTH.
14. JlIokyMEeHTalIMOHHOE 00€CTIeUeHNE YIIPABICHHUS — 3TO:
A) mpoliecc yCTaHOBJICHUS U MPUMEHEHHUS MIPABUII C IETIbI0 YIOPSIOUYCHHUS ICSITEILHOCTH B
JeTOTIPOU3BO/ICTBE.
B) nesrensHOCTH ammapara yNpaBiCHHS, OXBAaTBIBAIOIIAS BOMPOCH JOKYMEHTHPOBAHUS U
opraHu3anyu padoThl ¢ JOKyMEHTaMH.
C) COBOKYMHOCTH JOKYMEHTOB, IPUMEHIEMbIX B ONPEICICHHOH cdepe NesiTeIbHOCTH.
D) COBOKYITHOCTh PEKBH3HMTOB, YCTAHOBJICHHBIX B COOTBETCTBUH C (POPMYIISIPOM JIOKYMEHTA.
15. EI'CJI — »aTo0:
A) COBOKYITHOCTb PEKBHU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBHHU C (HOPMYIIIPOM TOKYMEHTA.
B) KOMILJIEKC OCHOBHBIX MOJIOXKEHHUH, ONPEICISAIONINX U PErITAMEHTHPYIONIHX OPraHU3aIIuI0
JOKYMEHTAITMOHHBIX MTPOIIECCOB HA MIPEIITPUSATHH.
C) COBOKYIMHOCTH JOKYMEHTOB, IPUMEHIEMbIX B ONPEICICHHOH cdepe NesiTeIbHOCTH.
D) nesrensHOCTH ammapara yIpaBJCHHUS, OXBAThIBAIOIIAs BOMPOCH! JOKYMEHTUPOBAHUS U
OpraHu3aiuy paboThl ¢ JOKYMEHTaMH.
16. JlokymeHT, copepkamuii nHQOpMaIKIO, HEe MPeJHA3HAUYCHHYIO ISl ITUPOKOTO PacipocTpa-
HEHUS:
A) HeomyOIMKOBaHHBIM;
B) TaitHblIii;
C) HemyOIUKyeMbIi;
D) HemepHoIUYECKUiA.
17. Yro oTHOCUTCA K IPU3HAKAM JOKYMEHTA!
A) ¢byHKIMOHATBEHOCTD HHQOpMALIUH;
B) TtoxaecTBeHHOCTH cCaMoMy cele;
C) 3aKOHHOCTB;
D) 3aBepIileHHOCTH COOOIIEHUS.
18. Kakoii jornueckuii mpuem, UCHOIb3yeTCsl IPH CO3AaHUU IOKYMEHTOB:
A) ompeneseHue;
B) ycranoBnenue;



C) obocuoBanue;
D) pa3bsicHeHue.
19. Eciiu Bam HeoOx0aMMO J1aTh OMMCAaHUE PEKIaMUPYEMBIX YCIIyT, Bel coctaBute
A) 10roBOpHOE MUCHMO
B) peknamHOE ICEMO
C) compoBOaUTEIBHOE TUCHMO
D) mnuceMo-npuriameHue
20. Ecnmn Bam HeoO6xoaumMo MpebsIBUTH MPETEH3UH MapTHepY, Bbl cocTaBute
A) I0roBOpHOE MHCHMO
B) wundoOpMaImoHHOE THCHMO
C) compoBOAUTENILHOE THCHMO
D) mucbMO-IPETEH3HUI0

Tect Ne 3
1. YkaxuTe OTIMYUTENIbHOE CBOMCTBO IOKYMEHTA:
A) KOIHUIHOCTB;
B) ropugnueckas cuia;
C) MHOXXECTBEHHOCTb;
D) touHocCTb.
2. Ecnn Bam HeoO0X0IMMO NPUTIACUTh OPraHU3aAIMI0 MM JTOJDKHOCTHOE JIMIIO Ha COBEIa-
HUe, BcTpedy, Bl cocraBute
A) mucbMoO-TIpUTIIalIeHUe
B) compoBoauTensHOE MUCHMO
C) mUChMO-IOATBEPXKICHUE
D) noroBopHOE MUCEMO
3. Eciin Bam HE00x0aMMO COOOIIUTH O IPOBEACHUU MEPONIPpHTHS, BbI cocTaBuTe
A) COIpPOBOAMTEIILHOE MUCHMO
B) nwucemo-noaTBepkacHHE
C) nmoroBopHOE MUCHMO
D) uH(bOpMAIMOHHOE THCHMO
4. Ecin Bam HeoO0XoauMo cOCTaBUTh NMUCHMO, MH(GOPMHUpYIOILIEE ajpecara O HalpaBiICHUH K
HEMY MPHUCBUIAEMBIX IOKYMEHTOB, Bbl cocTaBute
A) COIpPOBOAMTEILHOE MUCHMO
B) nmcemo-yBenomiieHue
C) mnuchMO-TOATBEPKICHUE
D) moroBopHOE MHCHMO
5. Ecniu Bam He00X01MMO COCTaBUTh MMCbMO, CONTPOBOXKAAOIIEE JOTOBOP, TO OHO Oy/IeT HOCUTh
Ha3BaHUe (110 COEPIKAHUIO)
A) THCBEMO-TIOATBEPKICHHE
B) norosopnoe
C) compoBoaUTEIIBHOE
D) mnuceMo-yBenomiIeHHE
6. Eciu Bam HE00X01MMO yBEIOMUTH OTIIPaBUTENS O MOJIYyY€HUU JOKYMEHTOB, Bbl cocTaBuTe
A) uHPOPMAIIMOHHOE THCHMO
B) noroBopHoe MUCHMO
C) compoBoaUTETHHOE TUCEMO
D) muchMO-NOATBEPIKIACHUE
7. Ecnu pacriopsiauTenbHas 4acTh TEKCTAa HAYMHAETCS CJIOBaMU —OO0sI3bIBaI0, TO 3TO
A) npukas
B) 3asBienue
C) pacrnopsukeHue
D) yka3zanue



8. Ecnu pacnopsauTenbHas 4acTh TEKCTa HAUMHACTCS CII0BaMH —Iipeiaraol, To 3To
A) mpukas
B) pacnopspkenue
C) wuHCTpYyKIHS
D) yka3zanue
9. Unpexc nokymeHnta oopMisieTcst CaeayoumM o0pa3oM
A) 13.14
B) mx 11.
C) cnl6.
D) 13/14
10. Uunekc noKkymMeHTa — 3TO
A) TIOPSIKOBBI HOMEP PETUCTPALIUH
B) wuHAeKc CTPYKTYpHOTO HOApa3/ieieHus
C) mudposoe, OYKBEHHOE MM KOMOMHHPOBaHHOE 00O3HAYCHHE JOKYMEHTA, YKA3bIBAIOIICE
MECTO €T0 COCTABJICHUS M XPaHEHHS
D) Homep jena o HOMEHKJIATYpe e
11. MutepBan — 310
A) pabouee mose
B) cuyxeOHoe mose
C) mnosoxkenue TadbyasTOpa
D) paccrosiHre MeXIy OCHOBaHHUSIMUA CMEXKHBIX CTPOK
12. NudopmaninoHHO-CIIPAaBOYHBIA JTOKYMEHT, COCTABJISIOUIMIICS TPYNIOW JUI[ JJIsl MOATBEP-
KJICHUS] YCTAaHOBJICHHBIX (DAKTOB — 3TO
A) noKiTagHas 3ammucKa
B) akr
C) npotokoi
D) oObsicHUTEbHAS 3aMUCKa
13. McnonHuTENbHOE AEIONPOU3BOACTBO — 3TO
A) paboTa ¢ ToOKyMeHTaMu, npoBouBIIasics B COBETCKUX YUPEKICHUSIX
B) pabora ¢ mokymMeHTamMH, TPOBOAUBILASCS B KOJUIETHSIX
C) pabota ¢ JOKyMEHTaMH, IPOBOAMBIIASCS B MUHUCTEPCTBAX
D) pabora ¢ ToOKyMeHTaMH, TPOBOAUBILASICS B PUKA3axX
14. Komiexxckoe nenonpon3BOCTBO — ATO
A) pabora ¢ TOKyMEHTaMH, TPOBOJAUBILASCS B KOJUICTHSIX
B) pabora ¢ tokyMeHTaMH, IPOBOIUBILASICS B MPHKa3ax
C) pabota ¢ foKyMeHTaMH, poBoMBIIasics B COBETCKHX YUPESIKACHHUAX
D) pabota ¢ TOKyMEHTaMH, POBOIUBILASICS B MUHUCTEPCTBAX
15. Kommuiekc B3aMMOYBS3aHHBIX JOKYMEHTOB, PETJIaMEHTHPYIOLUIUX CTPYKTYpPY, 3a/1aud,
GYHKIMM TPEANpUATUS, OPraHU3allMI0 €ro padoThl; MpaBa, 00S3aHHOCTH U OTBETCTBEHHOCTH
PYKOBO/JICTBA U CIIELUAIUCTOB MPEAIPUATHI — ITO
A) pacropsauTeNbHbIE JOKYMEHThI
B) ycras
C) cmpaBouHO-MHDOPMAIIMOHHBIE
D) opranu3annoHHBIE JOKYMEHTHI
16. Kommuiekc OCHOBHBIX MOJIOKEHHM, OMPENCIAIONIMX W PErIAMEHTHUPYIOIIUX OPTraHU3alHI0
JIOKYMEHTAITMOHHBIX MPOLIECCOB HA MPEANPUATHH — ITO
A) cuctema TOKyMEHTAIMH
B) EI'CA
C) noKyMEHTAaIlMOHHOE 00eCICUeHHE YIPaBICHHS
D) cranmaptuzanus
17. Ha3zoBuTe BUIBI JOKIAIHBIX 3aITHCOK
A) uHpOpMaIMOHHBIE, OTYETHBIC



B) BHyTpeHHHE, BHEIIHUE
C) oryerHbIE, BHYTPEHHHE
D) wundopmMaimoHHbie, OTUYCTHBIC, BHYTPCHHUE, BHCIITHHE
18. HazoBuTe 1Ba OCHOBHBIX popMara, Ha KOTOPIX ohopmisitoTest JokyMeHThl OP /]
A) A5 (148x210 mm); A 3 (297x420 mm)
B) A4 (210x297 mm); A 5 (148x210 mm)
C) A5(148x210 mm); A 6 (105x148 mm)
D) A 3(297x420 mm); A 4 (210x297 mm)
19. Ha3oBuTE MOKYMEHT, HE BKJIIFOUCHHBIN B TPYIITY BXOASIIUX U UCXOISIINX JIOKYMCHTOB
B IIPHUKa3ax
A) namsitu
B) ormucku
C) akr
D) rpamortsI
20. Ha3oBuUTE TOKYMEHT, HE BXOSIIUN B TPYIITY PACIOPSIUTEIBHBIX JOKYMEHTOB
A) CTpyKTypa U mITaTHas YUCICHHOCTh
B) ykazanue
C) npukas
D) nocraHoBicHHE

Tect Ne 4
1. Ha3oBuTE TOKYMEHT, HE BXOMSIIHIA B COCTaB MH()OPMAIIHOHHO-CIPABOYHBIX
A) TpoTOKOII
B) cmpaska
C) pacnopsukeHue
D) akr
2. Ha3oBuTE TOKYMEHT, HE M3/1aBa€MbIi IIAPEM B MIEPHUO/I IPUKA3HOTO JICIOTPOU3BOJICTBA
A) ’xamoBaHHas rpamMoTa
B) yka3
C) mpuroBop
D) akr
3. HazoBuTe HOpMAaTUBHBII JOKYMEHT, HA OCHOBaHMH KOTOPOT0 0hopMIstoTest ToKkyMeHTsl OPJ]
A) UHCTPYKIHS IO JICIONPOU3BOJICTBY
B) monoxenue 06 apxusHOM horae PD
C) T'OCT 6.30.-2003
D) I'OCT 16.48.7-70
4. Ha3zoBure paszen, He BXOAIIUI B TEKCT ycTaBa
A) periameHT AesTeNbHOCTH
B) oO6muue mosoxxeHus
C) opraHM3alMOHHOE €IUHCTBO
D) n0/mKHOCTHBIE 00SI3aHHOCTH
5. HazoBuTe peKBU3UT, HE BXOIAIIUI B (hOPMYIISIp aKTa
A) MOAMUCH
B) tekcr
C) anmpecar
D) 3aromoBok
6. HazoBuTe pekBU3UT, HE BXOJAUINI B QOpMYJIsIp pelieHus
A) Tekct
B) 3aromoBok
C) cchUIKa Ha MHAEKC U ATy BXOASALIETO JTOKYMEHTa
D) moamuce
7. HazoBuTe peKBU3UT, HE BXOIAIMINI B (HGOpMYIIsip ycTaBa



A) Ha3BaHHE OpraHU3aIlu
B) HamMeHOBaHHME MHUHUCTEPCTBA WJIK BEOMCTBA
C) HamMeHOBaHUWE BUJA JIOKYMEHTA
D) ampecar
8. HazoBuTe nenu nokinana
A) aprymMmeHTanus
B) wmHpOpMupoBaHue u yoexIeHue
C) nmoka3aresibCTBO
D) ybexnenue
9. Ha3oBuTe yactu Tekcra rnpukasa
A) KOHCTaTHUPYIOIIasi, BBOIHAS
B) koHcraTHpyrolas, pacnopsIuTeIbHas
C) ocHOBHas, pacropsAUTEIIbHAS
D) BBomHast, OCHOBHAsI
10. O0sA3aTenpHbIN IPU3HAK HA TOKYMEHTE, YCTAHOBJIEHHBIN 3aKOHOM — 3TO
A) wuHTEpBaI
B) pekBusur
C) mnonoxkenue TadbyasTOpa
D) smbOnema
11. Opranu3anmoHHO-PaCHOPSAUTENbHAS JOKYMEHTAIHS — 3TO
A) yHUDHUIMPOBAHHBIN JTOKYMEHT
B) COBOKYITHOCTH PEKBU3HUTOB
C) COBOKYIHOCTh B3aUMOYBSI3aHHBIX JIOKYMEHTOB, (DYHKIIMOHUPYIOLIMX B cepe ympasiie-
HUS
D) yuuduuupoannas gpopma
12. Opranu3aiiiOHHBIN JOKYMEHT JJIUTENBHOTO WK MOCTOSHHOTO CPOKa JIEHCTBUS, B KOTOPOM
OTIpeieNIeHbl HAyYHO-TEXHHUECKUE, ((MHAHCOBBIE CTOPOHBI ICATEIILHOCTHU JTOJKHOCTHBIX JIAI] —
3TO
A) 1mrTaTHOE pacnucaHue
B) momxHOCTHast HUHCTPYKIIHS
C) ycraB
D) monoxenue
13. Opranu3aoHHbII TOKYMEHT, B KOTOPOM YKa3bIBAIOTCS BCE CTPYKTYPHBIE TTOAPA3ICTICHHS
NpPEANpUSATHS, BBOJAUMBIE Ha MPEIIPUATHH JOKHOCTH M KOJIMYECTBO ITATHBIX €IUHMIL IO KaXK-
JIO¥ M3 JOJDKHOCTEH — 3TO
A) mnpaBuia BHyTPEHHETO U TPYJOBOIO pacnopsiaka
B) ycras
C) wmraTtHOe pacnucaHue
D) crpykTypa M mTatHas YUCICHHOCTb
14. Opranusanus paGoThl ¢ JOKYMEHTaMH B KOJIJIETUSIX HOCUT Ha3BaHUE
A) KOJUIKCKOE JETOMPOU3BOICTBO
B) coBerckoe nenonpon3BoACTBO
C) npukasHOE JEIOMPOU3BOICTBO
D) ucnomHUTENbHOE AETOIPOU3BOICTBO
15. Opranusanus paboThl ¢ JOKYMEHTaMU B MUHUCTEPCTBAX HOCUT Ha3BaHHE
A) COBETCKOE JeNOPON3BOICTBO
B) koexckoe emonpon3BOICTBO
C) mnpukasHOE JEeTONPOU3BOACTBO
D) uCHoNHUTEIBHOE JAETOMPOU3BOICTBO
16. OcHOBHOE ITPaBUIIO, KOTOPOTO CJIEIyeT MPUAEPKUBATHCS MPH Mo1a4e Tesle(hOHOTpaMMBI
A) mepeaaBath TOJIBKO KPATKYIO, CPOUHYIO HHPOPMAIIHIO



B) mnpwu perucrpanuu tene)OHOrpaMMbI UCTIONB30BATh KYPHAT PETHCTPALUU BXOAIINX J10-

KYMEHTOB

C) tekct — 60osee 100 cioB

D) ucrnosnp30BaTh MAKCUMYM CIICIHATBHBIX TSPMHHOB
17. OcHOBHBIE YAaCTH TEKCTA MPOTOKOJIA

A) KOHCTaTUpyoIlas, BBOIHAS

B) ocHoBHas, pacriopsauTeIbHas

C) KOHCTaTHpYyIOIIasi, pacopsAuTeIbHAS

D) BBomHast, OCHOBHAs
18. OxapakTepusyiTe ¢ TOYKH 3pEHUS MPUHAIICKHOCTH K PEKBU3UTAM JaHHBIN (parMeHT: Pek-
topy HoBocubupckoro ynusepcurera rocrioguny Cmonkuny C.A. 634635 r. HoBocubupcek yi.
Jlennna, 1. 15.

A) pesomrorus

B) ampecar

C) Bwm3a coriacoBaHus

D) Bu3a 3aBepeHuUs
19. OxapakTepu3yiTe ¢ TOUYKH 3PSHUS TPUHA]ICKHOCTH K PEKBU3UTAM CJICAYIONINI parMeHT:
Plan 1. doc Cumkuna 13.01.98

A) oTMeTKa 0 3aBEepEHHHU KOIUH

B) orMmerka o mocTyruieHHH

C) wucnonHUTENH

D) orMeTKa 0 mepeHoce JaHHBIX Ha MAITUHHBIA HOCHTEITh
20. OxapakTepu3yiTe C TOYKH 3PCHUS TPUHAICKHOCTH K PEKBH3UTAM CIICAYIONINI (parMeHT:
BEPHO Cexkperaps-pedepent 1/n 1.K. Konropkuna

A) rpud yrBepKaeHUs

B) oTMeTka 0 3aBepeHUH KOUH

C) moamuch

D) pesomonus

Tect Ne 5
1. OxapakTepu3yiTe ¢ TOYKU 3pEHUS IPUHAAIEKHOCTH K PEKBU3UTAM CIIEAYIOUN (GparMeHT:
I'enepansbubiil qupexrop j1/n M.K.Comos

A) Buza

B) Tekcr

C) moanwuch

D) 3aromoBok
2. OxapakTepu3yiTe ¢ TOUKU 3pE€HUS MPUHAIIEKHOCTH K PEKBU3UTAM CIIEAYIOMNNA (PparMeHT:
3am. nmupekropa [lmoxuny M.K. ObecnieunTs ycnoBHsl BHIIOIHEHUS TOCTABOK 10
16.01.2003. n/m 18.11.2003

A) moanuck

B) 3aromoBok

C) Buza

D) pesomomus
3. OxapakTepu3yiTe ¢ TOUKH 3peHHs IPUHAICKHOCTH K PEKBU3UTAM CIICAYIOIINNA (PparMeHT:
HUMUJAJ 13.01.98 Ne 36/17

A) HCHOTHHUTEb

B) ormerka o mocTyruieHUH

C) rpud yrBepxaeHus

D) ormeTka 0 3aBepeHHH KON
4. OxapakTepu3yiTe ¢ TOUKU 3pEHUs MPUHAJIEKHOCTH K PEKBU3UTAM CIEIYIOLHNI pparmenT:
006 nH(bOpMAITMOHHOM 00€CTICUCHUH

A) Bu3a



B) 3aromoBok

C) pesosrorus

D) Ttekcr
5. Oxapaktepu3yHTe ¢ TOUKH 3pEHHS MPUHAUICKHOCTH K PEKBU3UTAM CIICIYIONIHIA (parMeHT:
Cumonos 989-78-35

A) rpud yTBepKIeHUSI

B) wucnomnutens

C) pesosmrorus

D) ormerka 0 3aBepeHHH KOIUU
6. OxapakTepu3yHTe ¢ TOUKH 3pEHHsI IPHHAICKHOCTH K PEKBU3UTAM CIICAYIOIIHNNA ()ParMeHT:
YTBEPXIAI upexrop 1/n 1.0.0. 13.02.98

A) rpud yrBepiKICHHS

B) 3aromoBox

C) pesosrorus

D) moamuck
7. OxapakTepu3yHTe ¢ TOUYKH 3pEHHS IPUHAIC)KHOCTHA K PEKBU3UTAM CIICAYIOIINNA ()PAarMeHT:
FOpuct /m U.K. Cumonos 10.11.2004

A) anpec

B) pesomomus

C) Buza

D) rpud yrBepxkaeHus
8. OxapakTepu3ylTe C TOUKH 3pEHUs PEKBU3UTOB cienyromuii pparment: «Bx. Ne 0000 [lata
00.00.00»

A) pesomrorus

B) orMmerka o0 mOCTYIUICHHH TOKYMEHTA

C) ormeTka O HATMYHUU MPHIOKECHUH

D) moamuce
9. OxapakTepu3yiTe ¢ TOUKH 3peHHs peKBU3UTOB cieayrommii ¢pparment: —02.03.98.

A) MoANMUCH

B) nmara

C) pesomrorust

D) oTMeTKa 0 HATMYUHU MPHUIOKEHUH
10. OxapakTepusyiiTe ¢ TOUKH 3pEHUS] PEKBU3UTOB clieayromuid ¢pparmeHt: —13/14

A) uHIEKC

B) ormeTka 0 HaTMYUH MPUIOKCHHM

C) pesomronus

D) moamuce

11. OxapakTepusyiiTe ¢ TOUKH 3pEHUS] PEKBU3UTOB CIIEIYIOIUI (PparMeHT: —IpUIIOKEHUE: Ha 3

7. B 2 9K3.
A) OTMETKa O HAJTHYUH MPUIOKCHUI
B) moamuce
C) nata
D) pesomomus

12. Hepe‘-II/ICJ'II/ITC BOIIPOCHI, KOTOPLIC OTPAKAOTCA B IIpaBUJIaX BHYTPCHHETO TPYAOBOTO pacCIio-

psaaka

A) opraHuzanysi paObOTHl MPEANPHATHUS, B3aUMHBIE 00sS3aHHOCTH PAaOOTHUKOB M aJMHHH-
CTpalliy, MpPeIOCTaBIEHUE OTIYCKOB, KOMaHIHPOBAaHUE COTPYIHUKOB, BHYTPHOOBEKTHBIN

pEXUM

B) M0MKHOCTHOM M YHCIICHHBIH COCTAB TPEAPUATHS

C) Hay4HO-TeXHHYECKHE, (UHAHCOBBIE CTOPOHBI JEATEIILHOCTH JOJKHOCTHBIX JIUI]
D) mnopsaok oOpa3oBaHus, 3a/1au, 00S3aHHOCTH, TpaBa, OTBETCTBEHHOCTh U OPraHU3AIUIO
paloThI MPEePUATHUS B LI€TIOM HIIM €0 CTPYKTYPHBIX HOJpa3iesieH i



13. TlepeuncnuTe OCHOBHBIC BUIBI OJIAHKOB
A) oOmmii OiaHk, OJaHK IS MHUCEM, OJIAHK C MPOJOJBHBIM W YIJIOBBIM PACIOI0KEHUEM
PEKBU3UTOB
B) cymiecTByeT TOJIBKO OJaHK C MPOIOJILHBIM U YITIOBBIM PACIIOIOKCHUEM PEKBH3UTOB
C) cymiecTByeT TOJIBKO OOIIHIA OJIaHK
D) cymiecTByeT TOJIBKO OJaHK JJIsl TUCEM
14. Ilepeuncaute OCHOBHBIE 3JIEMEHTHI JOKJIaa
A) OCHOBHasl YaCTh; BBIBOBI (PEKOMEHIAIIIH )
B) BcrymuieHue; BHIBOIBI (PEKOMEH ALY )
C) BcryIUleHHE; OCHOBHAS YacTh
D) BcrymieHue; OCHOBHAS YacTh; BBIBObI (PEKOMEHIAIINH )
15. Tlepeuncnure 11U U3YICHUS ACIONPOU3BOACTBA A)
OTIpeAeIUTh PoiIb cayx0 JJOVY.
B) moka3ars 3HaYeHHE PabOTHI C JOKYMEHTAMH B )KU3HU OOIIECTRA.
C) oBiageHue OCHOBaMHU NPABUIBHOTO 0()OPMIICHHUS JOKYMEHTOB M HA/IJIC)KAIICH OpraHu3a-
1uel T0KyMeHToo00poTa.
D) npuBuTh HEOOXOAMMBIC HABBIKM B PabOTe C JelaMH, 3aKOHUYCHHBIMHU JIEJIOTNPOU3BO/I-
CTBOM.
16. [Tucemo nocie oOpaleHns Yamie BCero Mpo10JHKaeTcs CIOBaMU
A) MBI paccunThIBacM Ha Baiiie coTpyIHHYECTRO. ..
B) BcBmuc ...
C) wnamu paccMOTpeHbI Bamu npeanoxeHus ...
D) c yBaxeHwueM ...
17. Tlucbmo mocie oOpalieHus yalie BCero MpooiikaeTcs CJI0BaMU
A) B coorBercTBHH ¢ Bamieii mpocs00ii ...
B) ™Mbl HageeMmcs Ha Baiiy 3aMHTEpECOBaHHOCT ...
C) c yBaxkeHueM ...
D) wmbI paccunThiBacM Ha Baiie coTpynHHYECTBO. . .
18. IIucpMo yalie Bcero HaYUMHAaeTCs CJIOBAMHU
A) BcB3uC ...
B) c yBaxeHuem ...
C) B COOTBETCTBHH C ...
D) yBaxaemsle rocroja ...
19. [uceMo-HaTIOMUHAHHE — ITO
A) IOKyMEHT, MOATBEPKIAFOIINI MOJTyUYeHHE IIEHHOCTEH
B) mokymeHT, cooOmarmnmii 0 NPUOIIKEHUH, YCKOPSHUH, UCTCUYCHUH CPOKA HCIIOTHEHHUS
KaKoro-auoo aencTBus
C) IOKyMEHT, CoepKallnii MPUTJIaIIeHHEe HA MEPOIPUSITHE
D) nokymeHT, copepiKaiui HHPOPMAIHIO O IPOBOAUMOM MEPOTIPUSITUN
20. IToxq —COBOKYNHOCTBIO B3aUMOYBSI3aHHBIX JOKYMEHTOB, NMPHUMEHSEMBIX B OMNpEAEICHHOM
cdepe nestenbHOCTHI MOApa3zymMeBaroT
A) cucremMy TOKYMEHTHPOBaHHUSI
B) yHudunuposauuyio hpopmy
C) yuudumpoBaHHBII JOKyMEHT
D) cucremy nOKyMEHTAIMU

Tect Ne 6
1. IIpaBoBOil akT yrpaBieHHs] TOCYIapCTBEHHOI'O OpraHa, UMEIOIUN 005S3aTeNbHYI0 CHIY JUIs
IpaKJaH U OpraHU3alyii, KOTOPBIM OH aJpPECOBAaH — JTO

A) ykazanue

B) mpukas



C) pacnopsokeHue

D) pemrenue
2. IlpaBOBOM aKT, M3/1aBAE€MbIil PYKOBOJAUTENIEM MNPEANPUATHUS, ACUCTBYIOLIETO HA OCHOBaHHUM
eIMHOHAYaJus, Ul pa3pelleHUs] OCHOBHBIX M ONEPATUBHBIX 3a/1a4 MPEIIPUATUS — 3TO

A) npukas

B) ykasanue

C) permienue

D) pacnopspkeHue
3. IIpaBoBOi#1 aKT, ONPEIEISIFONIMIA MOPSIOK 00pa30BaHUs, 3a/1a4u, 00S3aHHOCTH, IPaBa, OTBET-
CTBEHHOCTb U OpraHU3alyio paboThl MPEIIPUATHS B LIEJIOM UJIM €r0 CTPYKTYPHBIX IOJpaselie-
HUW — 3TO

A) 10J0KCHHE

B) ycras

C) IOmKHOCTHAS HHCTPYKLUS

D) mratHOE pacmucanue
4. ITpuka3Hoe 1e10npOU3BOJICTBO — 3TO

A) pabota ¢ TOKyMeHTaMu, npoBouBIIascs B COBETCKUX YUPEKICHUIX

B) pabora ¢ nokymeHTamMH, TPOBOAUBILASCS B MHHUCTEPCTBAX

C) pabora ¢ JOKyMEHTaMH, IPOBOIUBIIASCS B KOJUICTHIX

D) pabora ¢ 1OKyMeHTaMH, TPOBOAMBILASCS B IPUKA3aX
5. IlpnuuHel H31aHUA yKa3aHUs PACKPBIBAIOTCS B

A) BBOJHOH YacTH TEKCTA

B) pacnopsimuTenbHON 4acTu TeKCTa

C) KOHCTAaTHPYIOIICH YaCTH TEKCTa

D) ocHOBHOIf 4acTH TeKCTa
6. IIpouecc yctaHOBIEHHMS M NPUMEHEHHs IPaBUII C LENbIO YIMOPAAOUYECHUS JIEATEIBHOCTH B
JIeJTOTIPOU3BO/ICTBE — 3TO

A) cuctema JOKyMEHTaIH

B) cranmaprusanus

C) Erca

D) nokyMeHTaIMoOHHOE 00eCTieYeHUe YIPaBICHUS
7. Pabota ¢ ToKyMeHTaMu, MPOBOAMBILIASCS B ITPUKa3aX, HOCUT Ha3BaHHUE

A) TnpuKa3zHOE eNIONPOU3BOICTBO

B) wucnonHUTENBHOE AETONPOM3BOACTBO

C) KOJUIEKCKOE JICIOMPOU3BOICTBO

D) coBerckoe JeT0MpOU3BOACTBO
8. PacmiopsauTenbHBIN JOKYMEHT KOJUIETHAILHOTO OpraHa YIpaBJICHUs, N3aBaeMblii MUHUCTEP-
CTBaMH, BE€IOMCTBaMH, HAyYHBIMU COBETAMU — 3TO

A) pemienue

B) ykazanue

C) pacnopsukenue

D) mpukas
9. PacnopsiauTenbHbId JOKYMEHT, U3JaBAEMbIl OpraHaMH roCyAapCTBEHHOrO YMpPAaBJIEHUS, Op-
raHW3alusIMHU, MO BOMPOCAM OPTraHM3ALMOHHO-METOJUYECKOro XapakTepa (OpraHuzanusi Hc-
MOJTHEHU S TIPUKA30B, HHCTPYKIIHIA) — 3TO

A) npukas

B) pemienue

C) ykazanwue

D) pacnopspkenue
10. PaccTosiHue MeXly OCHOBAaHUSIMH CMEXKHBIX CTPOK 3TO

A) canyxeOHOe mose

B) mnonoxxenue tabynsTopa



C) pabouce mosne

D) wunTepBan
11. PexBu3uT — 310

A) o0si3aTeNnbHbIN MPU3HAK HA JOKYMEHTE, YCTAHOBJICHHBIN 3aKOHOM

B) cucrema goxymeHTanuu

C) cuyxkebHOE mmoie

D) pa6ouee moie
12. PekBU3UT —BH3a 03HAKOMJICHU| BBITIIUT CIIEAYIONIMM 00pa3oM:

A) cexkperaps /1 ©.1.0. 00.00.00

B) ropuct a/m 00.00.00

C) cexperapp ©.1.0. 1/ 00.00.00

D) ¢ npukazom o3uakomten: s/ 00.00.00
13. CBoa mpaBuil, peryaupyrolux AesTeIbHOCTh OPraHU3aliii, UX B3aMMOOTHOIIEHUS C JIPY-
UMM OpPTaHU3AIMsIMHA M TPaKJaHaMH, IpaBa M O00S3aHHOCTU B cdepe rocynapCTBEHHON HITH
XO3SIMCTBEHHOM AEATEIbHOCTH — 3TO

A) 1TaTHOE pacnHuCcaHue

B) mnonoxenue

C) IMOMKHOCTHAS HHCTPYKIIUS

D) ycras
14. Cucrema TOKyMEHTalUU — 3TO

A) COBOKYITHOCTBIO B3aMMOYBSI3aHHBIX JOKYMEHTOB, IPUMEHSEMBIX B ONpPEICICHHON chepe

TS TEeITbHOCTH

B) COBOKYIHOCTH PEKBH3HUTOB

C) IOKYMEHT, CoepKaIlnii IEPBUYHYIO HH(POPMAIHIO

D) cucrema goKyMeHTaIMH, CO3aHHAs IO SIUHBIM MPAaBUJIAaM U TPEOOBaHHSIM
15. CoBOKYITHOCTh B3aUMOYBSI3aHHBIX JOKYMEHTOB, ()YHKIIMOHUPYIOIIHUX B chepe yrnpaBicHHS
— 3TO

A) KaapoBast TOKYMEHTAIIHs

B) Oyxraiarepckasi JOKyMEHTAIUs

C) TtexHMYeCKast JOKYMEHTAIUS

D) OPJ]
16. COBOKYITHOCTB IOKYMEHTOB, OTPAKAIOIIUX PacIoOpIUTEIbHYIO AEATEIbHOCTh — 3TO

A) oTYeTHBIC TOKYMEHTHI

B) wuHpOpPMAIIMOHHO-CIIPABOYHBIE JOKYMEHTBI

C) pacnopsauTenbHbIe JOKYMEHTBI

D) opraHu3anuoHHBIE JOKYMEHTHI
17. CoBOKYITHOCTh JOKYMEHTOB, COAEpKAIIUX HHPOPMAIUIO O (PAKTHUECKOM MOJIOKEHUH JIET,
CITy’KallliX OCHOBAHHEM JIsl IPUHATHUS PEIICHU, U3JaHUs PACTIOPATUTENBHBIX JOKYMEHTOB —
3TO

A) pacriopsuTeNnbHbIEe TOKYMEHTBI

B) opranu3annoHHbIE JOKYMEHTHI

C) oTueTHBIEC TOKYMEHTBI

D) uHpOpMAIOHHO-CIIPABOYHBIC TOKYMEHTHI
18. CoBOKyNMHOCTH paboT MO TOKYMEHTHPOBAHUIO JESITEIBHOCTH YIIPABJICHUS U 10 OpraHU3aIlH
JOKYMEHTOB B YUPEKICHUHA — 3TO

A) cucrema JOKyMEHTHPOBaHHUS

B) cucrema goxymeHTaIum

C) 1OoKyMEHTO000O0POT

D) nenonpou3BoaCTBO
19. CoBOKYITHOCTh PacIOIOKEHHBIX B ONPENEICHHON MOCIE0BaTEIbHOCTH PEKBU3UTOB, MPHU-
CYIIMX BCEM JOKYMEHTaM OIpPEIeIEHHON CHCTEMBI JIOKYMEHTAIIHA — 3TO

A) BbITIHICKA



B) dopmymsip-obpazen
C) Omank
D) nmoxymeHT
20. CranmapTuzanus — 3TO
A) cTaHmapTHOE pacloyIOKCHUE MaTepHaa.
B) cormacoBaHue ¢ TEKCTOM 3aHHTEPECOBAHHBIX JIUII.
C) ymnotpebieHue ycTOWYUBBIX 00OPOTOB.
D) mpoiiecc yCTaHOBIICHHS M TIPUMEHCHHUS MTPABUII C IIEIbI0 YIOPSIOYCHHUS ICITEIILHOCTH B
JeTIOTIPOU3BO/ICTBE.

Hrorosoe recroBoe 3ajanue
1. B kakoM BapuaHTe 0TBeTa MPaBUJILHO HA3BaAHbI PEKBU3UTHI 001Iero 0J1aHKa?
A) HaumeHnoBanue opraHuzanuu, SMOJieMa OpTaHU3AlMKA WIA TOBAPHBIA 3HAK, HAMMEHOBAHUE
Buna nokymenta, OI'PH, MHH/KIIII, 3arosoBok kK TeKCTy, aapecar.
b) HaumenoBanue opranuzanuu, kon opranuzanuu, OI'PH, MHH/KIIII, nara, perucrpariuos-
HbIIl HOMEp JOKYMEHTA, CCbUIKA HA PETUCTPALMOHHBIM HOMEp U AaTy JOKYMEHTA.
B) HaumenoBanue opranuzanuu, MECTO JJI BUIa TOKYMEHTA, KO OPTaHU3aIud, KO
OpraHu3aliy, 1aTa, perucTpauoOHHbIM HOMEP, MECTO COCTaBJICHUSI.
2. B kakoM BapuaHTe 0TBeTa MPABWJIbHO HA3BAHBI PEKBU3UTHI KOHKPETHOI0 BU/IA
AOKYMeHTa?
A) T'ocynapctBeHHBIN TepO, Kox (GopMbl JOKYMEHTa, HAMMCHOBAaHWE BHJA JIOKYMEHTA, PETH-
CTpallMOHHBIA HOMEP, 1aTa JOKYMEHTA, MECTO COCTABJICHHUS.
b) HanmeHnoBanue opranusanuu, 3MO0JIeMa WIH TOBAPHBIA 3HAK, HAMMEHOBAHHUE BUA JOKYMCH-
Ta, KOJI OpraHu3aIiu, Koa GopmMbl JOKYMEHTA, faTa, PETUCTPALIMOHHBIH HOMED.
B) HaumenoBanue opranusaiiui, HAUMEHOBaHUE BHIa JOKYMEHTA, KO (OpPMbI JOKyMEHTa, Me-
CTO U3JaHUs JOKYMEHTA.
3. B kakux J10KyMeHTaxX NMPOCTaBJisieTcsl peKBU3UT «OTMeTKa 00 ucnojHurtese»? Kakoii
BapuaHT ee opopMiieHusi Bbl cuuTaere npaBuJILHbIM?
A) Cemenona Upwuna [lerposna 23-34-45
b) N.I1. CemenoBa 23-34-45
B) Cemenona 23-34-45
I') Cemenona I.I1. 23-34-45
4. B kakoM BapuaHTe 0TBeTa NPABWJIbHO HA3BAHbI PEKBU3UTHI 0J1aHKA NMUCbMa?
A) HaumeHoBaHue opraHu3aivu, KoJl OpraHu3anuu, Ko GopMbl JOKYMEHTa, CIIPaBOYHbBIE J1aH-
Hble 00 OpraHU3aluy.
b) HaumenoBanue opranu3anui, HAMMEHOBaHUE BUIA JTOKYMEHTA, J1aTa, PETUCTPALIMOHHBIA HO-
Mep.
B) HaumenoBanue opranusanuu, crpaBo4yHble JaHHbIe 00 opranuzanuu, OI'PH, MHH/KIIII,
JlaTa, peTUCTPAIIMOHHBIA HOMED, CChUTKA HA PETUCTPAIMOHHBIM HOMEp U J1aTy TOKYMEHTA.
5 B kakoM BapHaHTe 0TBeTa NPABUJIbHO HA3BaHbI PeKBU3UTHI OJIaHKA nNpuka3a?
A) T'ocynapcTBeHHBIN Tep0, Koa GOpMbI JOKYMEHTa, HAMMEHOBaHHE OpraHU3al[ii, HAUMEHOBA-
HUE BUJIa JOKYMEHTA, J1aTa JOKYMEHTAa, PErUCTPAallMOHHBIA HOMEP, MECTO COCTABIICHHUS.
b) N'ocynapcTBeHHbIM repd, HANMEHOBAHUE OPTaHU3allMY, HAMMEHOBAHHUE BHU/Ia JOKYMEHTA, KOJI
(dbopMBI TOKYMEHTA, J1aTa, PETUCTPAIIMOHHBI HOMEp, MECTO COCTABJICHHUS, CIIPABOYHbIE JIAHHBIC
00 opraHu3aIuu.
B) Ombnema, HaumeHoBaHue opranuszanuu, Bua gokymenta «[IPUKA3», koa hopmbl qokyMeH-
Ta, J1aTa, MECTO COCTABIICHHUS.
6. Kakue cioco0n1 opopmiieHnst 1aThbl B JOKYMEHTAX SBJSAIOTCS NPaBUJIbLHbIMH?
A) 05.02.08.
b) 05.02.2008 r.
B) 05 ¢espains 2008 roga.
I') 2008.02.05



) 5 pespans 2008 .

E) 05 despamns 2008.

7. Kakoii criocod odopmiieHns agpecara siBjsieTcsi IPABUJIbHbIM?

A) dupexTtopy mxosbl Ne3 1

MargseeBoii Tamape IlerpoBHe.

b) Bo3znecenckoii E.K.

yi. baxkosa, 1.1, kB. 5

Mocksa 123046.

B) 3AO «Asikey.

Hupexropy B.C. Jlapuonony.

I') Hupexropy 3A0 «Opa»

P.O. CmupHOBY

8. Korna 3akanumnBaercs ¢gopmupoBanme geja?

A) [leno hopmupyercs B npezenax KaJeHJapHOro roja (3a UCKIIIOYEHHEM MepeXOIsAIuX J1e1)
b) [eno popmupyercs 10 AOCTHKEHHSI MAKCUMAIILHOTO 00beMa B JINCTAX, T.€. 0 250 11ucToB.
B) [leno ¢popmupyercs o ycMOTPEHUIO OpraHU3alHH.

9. Kem ¢opmupyrorcsi Aes1a B CTPYKTYPHBIX IOAPa3/ie/IeHUSIX CePBUCHBIX OPraHu3anuii?
A) PykoBoauTeneM CTpyKTYpHOT'O OApa3AeIeHUs

b) Ucnonnurensamu

B) 3amectuTensMu pykoBoauTeNNEH CTPYKTYPHBIX MOApa3AeIeHUN

I') lenonpou3BoACTBEHHBIMH paOOTHUKAMU

10. Kakoii npuniun ¢gopMHUpoOBaHNs JeJ1 SABJIAETCS 0CHOBHbIM?

A) Ilo cTrenenu Ba)KHOCTH JOKYMEHTOB

b) Ilo Bumam 10KyMEHTOB

B) Ilo conepxanuto

I') [To HOMepam

11. Kakoe onpeesienne J0KyMeHTa sAABJIsieTcsl HauboJ1ee TOUHbIM?

A) MatepualibHbli 00BEKT € HOAMHUCHIO

b) Hocurens nudopmanuu

B) YnoctoBepenue nuaHoCTH

12. Yto Takoe peKBU3MT JO0KYMeHTa?

A) ®upmMeHHBIH OJ1aHK

b) OcHoBHas yacTh TOKyMEHTa

B) Ero oTnenbHbIN 21eMEHT

13. Ha kakoM J0KyMeHTe 00513aTeJIbHO CTABUTCH OTMETKA 0 HAJIMYMH NPHUJI0KeHUs ?
A) 3anpoc

b) UndpopmanmonHoe nucbMo

b) ComnpoBoauTesnbHOE MTUCHMO

14. KTo npucBauBaeT ucxXoAsiuii Homep nucbmy?

A) Anpecar

b) ABTop

15. Ha xakoMm ci1y:ke0HOM NMUCbMe NMPOCTABJIsIeTCS CChLJIKA HA HOMEP M ATy J0OKyMeHTa?
A) I'apanTuiitHom

b) ConpoBoautenbHoM

B) OtBeTHOM

I') Ha Bcex mucbmax

16. C xakoii neJbI0 HA JOKYMEHTe YKa3bIBAT (aMHIUIO0 U TeJieOH UCTIOTHUTEeIsA?
A) Jlns npugaHus TOKyMEHTY IOPUANYECKON CHIIBI

b) Jlns onepatuBHOM CBSA3H

B) [l mpaBuibHOTO 0hopMiIeHus

17. I'ne craBsiTCcsl MHUUMAJIBI IPH apecOBAHUN?

A) J1o1KHOCTHOMY JIMILY



b) YactHomy suiry

18. Ha kakux 10KyMeHTaxX cTaBuTCS rpud yrBep:kaeHus?

A) Ha noxymeHTax, yka3aHHbIX pyKOBOJUTEIEM OpraHU3alUH

b) Ha noxymeHTax, onpeieieHHbIX 3aKOHOJaTeILCTBOM

B) Ha Bcex BHYTpEeHHUX IOKyMEHTax

19. Kakoii Bapuant pekBu3urta «llognuces» Ha gpupMeHHOM OJIaHKE CEPBUCHOI OpraHu3a-
MU 0(popMIIeH PABUIBHO?

A) Hupextop 3A0 «Mapusi»

b) ®unancoBbIl AUPEKTOP

B) I'maBnbIii Oyxrantep, JupexTop

I') Aupexrop

20. Kak cTaBAT OTMETKY O NOCTYILIeHUM ?

A) OT pykH ¢ yKa3aHHEM BXOJALIETO HOMEpa

b) ABTOMaTHYECKUM HyMEpaTOPOM C yKa3aHUEM Ha3BaHUs OpraHHU3alllH, BXOJAIIEr0 HOMepa U
JIaThl

B) LltamnoMm ¢ ykazaHUEM IOPUIMYECKOTO apeca OpraHu3aIii, BXOAAIIET0 HOMEpa U JaThl
21. Yro npocraBisieT pyKOBOAUTEIb OPraHU3ALMH c(hepbl cepBHCAa HA BXOASIIIEM J0KY-
MeHTe NP ero pacCMOTPeHUuu?

A) IMoanuck

b) Pe3zomroruio

B) Busy

22. Koraa Ha 1OKyMeHTe IPOCTABJISACTCH BH3a COIIACOBAHUSNA?

A) noce noanyucanus pykoBOAUTEIEM

b) lo noanucanusi pyKoBOUTENEM

23. Yrto npexacrapiisieT co00i 1y, 1UKAT JOKyMeHTa?

A) Konuro yactu 10KyMeHTa, HEO0XOJUMYIO JUIsl O(UIIMATBHOTO IPECTABICHUS B TOCyAap-
CTBEHHBIE OpraHbl

b) Komnuto yrepssHHOro JOKyMEHTa, UMEIOLIYIO I0PUINYECKYIO CUITY MOJIMHHHKA.

24. Kakoii peKBU3UT He BXOAMT B (pOpMYJIsip IPUKa3a 110 OCHOBHOM JeATeJIbHOCTH?

A) Hazpanue opranuszanuu

b) Bug noxymenra

B) Mecro uznanus

I') Anpecar

J1) 3arojoBoK K TEKCTY

25. Kakasi oTMeTKa 0 3aBepeHMH KONMHU HA BHINUCKe U3 NPUKa3a ogopmiieHa NPaBHIbHO?
A) Bepno: HaumenoBanue nomkHoctH [loanucs Pacimdposka

b) Bepno: Haumenosanue nomxHoctu Pacmmdposka Jlara

I') Bepno: HaumenoBanue nomkxHoctu [loanuce Pacmmdposka Jlata

26. YUto siBsieTCHA 1ATOMH MPOTOKOIA?

A) Jlata noanucaHus

b) ara 3acenanus

B) ara perucrpaunu

27. CkobKO 3K3eMILISIPOB TPYAOBOr0 KOHTPaKTa ogopmisiercs?

A) 1 sx3emmiisip

b) 2 sx3emmuispa

28. YUto Takoe HOMEHKJIATYpa Jaea?

A) Criicok ien opraHu3aiiy ¢ yKazaHueM CPOKOB XPaHECHUSI

b) Crincox aen opranusanui, NepeJaBacMbIX B apXUB

B) Cricok cTpyKTYpHBIX MOApa3AeIeHU OpraHu3aiu
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7. VYYEBHO-METOJUYECKOE U HH®OPMAIIMOHHOE OBECIIEYEHHUE
YYEBHOW JUCUUILIMHBI (MOYJIS)

7.1. Pexomenayemasi JIUTepaTypa H HCTOYHHKH HHpOpMaLHH
(ocHOBHAsl H 10NO/IHHTE/IbHAS)

Ne
n/n

Buaer
3aHATHI

Heo6xoanmas yueOHas,
yueOHO-MeToInYecKas
(OCHOBHAs ¥ JOIOJIHH-
TeNbHAs) TUTEpaTypa,

nporpaMMHoe obecrneye-

Hue ¥ VInTepHeT pecypcesl

ABTOpP(BI)

Uz narenscT-
BO H I'OJI H3-
JIaHHUA

KonuuyectBo u3-
JaHUH

B 6u6-
nMoTe-
Ke

Ha
Kaden-
pe

3

4

5

OcHoBHasi JIHTepaTy

a

JIK, 13,
cpe

JIOKYMEHTaUHOHHOE
obecnieyeHHe yrpaBIeHHs
[9nexTponnslii pecype]:
yueOHHK /15 CTYIEHTOB
BY30B, 00yJarommxcs no
HaIpas/IeHUAM « DKOHO-
MHKa» 1 « MeHeKMEHT»,
cneuuanbHocTaM «MH-
bopmarukar», «Jlokymen-
TOBEJIEHHE U JIOKyMEHTa-
LHOHHOE o0ecreyeHne
yIpaBJIeHus», «ABTOMa-
TH3aLUs U yrpasJie-
HHE».— DIIeKTPOH. TEK-
cToBbIe JaHHbIe.391 c.
Pexxum poctyna:
http://www.iprbookshop.r
w/71213.html.— 5bC
«IPRbooks»

A.C. I'punGepr

(1 1p.]

Mocksa:
IOHUTU-
JTAHA, 2017.

JIK, 113,
cpe

OCHOBBI IOKYMEHTALU-
OHHOTO o0ecrevyeHus
yIpaBieHus [DNeKTpoH-
HBIH pecypc]: yyeGHOe
nocoGue/ Measenesa
0.B.— DnekTpoH. Tek-
croBbie JaHHble. 181 c.—
Pexum poctyna:
http://www.iprbookshop.r
1u/9565.html.— DbC
«IPRbooks»

MenseneBa
O.B.

Kpacnonap:
KOHBIH HH-
CTUTYT Me-
HEKMEHTA,
2011

JIK, 13,
cpc

JIOKyMEHTalHOHHOE
obecrieyeHue yrnpasJieHus
([leonpou3BoaACTBO)

Bacakos M.H.

PocrtoB-Ha-
Jlony: ®e-
HHKC, 2013




JK, 113, | JloKymMeHTaunoHHOE ApacnaHoBa Cypryrt: Cyp-
cpe oOecrieuenue ynpasienus | B.A. T'YTCKHI roc-
[DnexkTpoHHBI  pecypc]: yAapCTBEH-
y4eOHO-TIPAKTHUECKOE HBII TIearo-
rmocobre B cxemax, Tao- THYECKUI
JHIAX, obpasmax/ YHUBEPCHTET,
ApaciaHoBa B.A— 2017.
DJIEKTPOH. TEKCTOBBIC
naHHele. — 225 c.— Pe-
KUM JI0CTyTIA:
http://www.iprbookshop.r
u/87009.html.— 3bC
«IPRbooks»
1K, m3, | IlpaBoBoe obecrieuenne Wsnes C.B. Hosocu-
cpe COLIMATIbHO-KYJIBTYPHOTO oupck: HoBo-
CepBHcCa U TypHU3Ma CUOUPCKUU
[D51eKTpOHHBIN pecypc]: rocyzaap-
Kypc nekuuii/ Fpnes CTBEHHBIN
C.B.— DneKTpoH. Tek- TEXHUYECKUU
CTOBBIC JaHHBIE. 56 C.— YHHBEPCHUTET,
Pexum nocryna: 2009.
http://www.iprbookshop.r
u/44825.html.— DBC
«IPRbooks»
1k, 3, | [IpaBoBoe obecnieuenue JaBbii0Ba OpenOypr:
cpe CepBHCA U TypU3Ma H.1O. OpenOypr-
[D51eKTpOHHBIN pecypc]: CKHI1 rocy-
npakTukym/ JlaBbioBa JTapCTBEHHBIN
H.FO.— DnektpoH. Tek- YHUBEPCUTET,
croBble ganueie. 102 c.— 9BC ACB,
Pexxum nocryna: 2014.
http://www.iprbookshop.r
u/33651.html.— DBC
«IPRbooks»
7K, 13, | OCHOBBI IOKYMEHTAIIH- MenBeneBa Kpacuonap:
cpe OHHOTO O0ecreYeHus O.B. FOsxHbBIIT UH-
yIpaBlIeHUs. 2-€ U3, CTUTYT Me-
[DnexkTpoHHBIH pecypc]: HE/PKMEHTA,
yuebHoe mocobue/ Me- 2012.
BeneBa O.B.— DnektpoH.
TEKCTOBBIC JaHHbBIE. 175
C.— Pexwum nocryna:
http://www.iprbookshop.r
u/9566.html.— 3bC
«IPRbooks»
JK, 113, | JloKymMeHTaurnoHHOE I'myxoBa O.B. | Boarorpanu:
cpe o0ecrieyeHue yrpaBieHHUs Bonrorpan-
[DnexTpoHHBIH pecypc]: CKUU UHCTH-
Kypc nekuuit/ I'imyxoBa TyT Ou3Heca,
O.B.— DnexTpoH. Tek- ByzoBckoe
CTOBBIE JaHHbIE.— 72 oOpa3oBaHue,
¢c.— Pexxum nmocryma: 2013.




http://www.iprbookshop.r
u/19177.html.— 5BC
«IPRbooksy»

9 1k, 3, | [Ipaktuueckoe mocodue [Ty3pmas T.A. Benukue Jly-
cpe M0 TOKyMEHTAIlMOHHOMY ku: Benuko-
o0ecne4eHunIo ynpasie- JyKCKas roc-
HUSl [ DJIEKTPOHHBIN pe- yAapCTBEH-
cypc]/ Ily3pras T.A.— Hasl aKaJIeMHUS
DJIEKTPOH. TEKCTOBBIE bu3nIecKou
nanabie.— 94 ¢.— Pe- KYJIBTYPBI U
JKUM JI0CTyIa: criopta, 2012.
http://www.iprbookshop.r
u/45240.html.— 3bC
«IPRbooks»
10 | nx, 3, | OCHOBBI JOKYMEHTAIIH- [IeBuenko benropon:
cpe OHHOTO O0ecreYeHus M.B. benropon-
yIpaBiieHUs [ DNEeKTPOH- CKHMH rocy-
HBIN pecypc]: yuebHOe JTApCTBEHHBIM
noco6ue/ IlleBuenko TEXHOJIOTH-
M.B.— DnekTpoH. Tek- YEeCKUH yHU-
CTOBBIE naHHbIE.— 186 BEPCUTET UM.
C.— Pexunm nocryna: B.I'. lllyxosa,
http://www.iprbookshop.r 3bC ACB,
u/57289.html.— BBC 2013.
«IPRbooks»
JlonoJiHUTe/ILHAA JIUTEpaTypa
11 | 5k, m3, | JokymeHTannoOHHOE Ky3sHnerona Mockaa:
cpe obecnieuenue ynpasienus | 1.B. JamkoB u K,
NIEPCOHAJIOM [ DJIEKTPOH- At ITn Op
HBIN pecypc]: yuebHOe Menua, 2019
nocodue s GakanaBpos/
Ky3nenosa 1.B., Xa-
qarpsH ['.A.— DnexTpoH.
TeKCTOBLIE HaHHbIe. 220
C.— Pexum nocryna:
http://www.iprbookshop.r
u/83142.html.— BBC
«IPRbooks»
12 | 0k, m3, | HenompousBoactso [[o- | bacakos M.U. | PocTtoB-Ha-
cpc KYMEHTaIlMOHHOE 00ec- Hony: ®e-
NIEYEHHE YTIPABJICHMUS | HUKc, 2014.
[DnexTpoHHBIH pecypc]:
yuebnuk/ bacako M.U.,
3amsbinkosa O.1.—
DIIEKTPOH. TEKCTOBBIE
naHHbIe. 376 C.— Pexxum
JI0CTyTa:
http://www.iprbookshop.r
u/59345.html.— 3bC
«IPRbooks»
13 | 0k, m3, | OCHOBBI JOKyMEHTAIIH- Mengenesa Kpacnonap,
cpe OHHOT'0 o0ecreveHus O.B. Caparos:




yIpaBJieHHs [ DJIEKTPOH-
HBII pecypc]: paboyas
TeTpajp A o0ydaro-
HIMXCSI TIO HAITPABJICHUIO
MOJrOTOBKU OakanaBpua-
Ta «MeHemxkMenT»/ Men-
BeneBa O.B.— DnekTpoH.

TEKCTOBBIE TaHHEIE. 94
C.— Pexwum nocryna:
http://www.iprbookshop.r
u/78038.html.— DBC
«IPRbooksy»

FOxHEbIH HMH-
CTUTYT Me-
HEIKMEHTA,
Aii ITu Op
Menma, 2018

7.2. IlporpammHoe obecneueHue 1 UHTepHET-pecypchl 0 HANPABJIEHUIO OaKajaBpuaTa

43.03.01 «CepBuc»:
Ne Ha3nauenue Hassanune nmporpammsl Pa3paborunk Bun yuebnoit
/11 MIPOTrpaMMBbI paboThI
1 2 3 4 5)

1 [Iporpamma juist MenuannanupoBaHUE CBOMMHU 00O «Ilutep — | [IpakTuueckoe
COCTaBJICHUS Me- | CUJIaMHU Hpeccy, UCCIeN0- 3aHATUE
JMariaHa BaTebCKas pupma

«Gortisy», 2007r

2 [Iporpamma quist [Ipecc-penus cBonMu CHIIaMH 00O «Ilutep — | [IpakTuueckoe
COCTaBJICHUS peccy, UCCIIeno- 3aHATHE
Ipecc-penusa BaTesbcKas pupma

«Gortisy», 2007r

3 | IIporpamma, uc- Photo - shop ®upma «Maiikpo- | [IpakTuyeckoe
nosib3yeMasi Juist cot», 2004r 3aHATHE
BEPCTKU T'a3€THHIX
cTaTei

4 | IIporpamm ass Jlenonpon3BoACTBO 00O «AKB «Acc- | [IpakTuueckoe
HAIMCaHUs J1eJI0- 6ropo», 2006r 3aHATHE
BBbIX TEKCTOB B 00-

JIACTH CBA3EH C
0O0IIIECTBEHHOCTHIO

5 | IIporpamma no Cuna MbICIH WM MarHETU3M AynnokHura «Ap- | IIpakTrueckoe
BO3JICUCTBUIO Ha JINYHOCTHU. 15 ypOKOB BO3/IEH- TUACH 3aHATHE
cobeceHUKa CTBHsI Ha cOOeCeTHUKa

6 [Tporpamma no CkpbITOE yIIpaBieHUE YeJ0- Aynnoxnura «Ap- | [Ipaktuueckoe
YIIPaBIECHUIO CO- Bexom HIIII B nelictBun IUC» 3aHATHE
3HAHHEM YeJIOBEeKa

7 | IIporpamma 1o «MImux m camonpeseHTanus: | Pycckas mkona [IpakTnueckoe
CO3JIaHUI0 UMHU- MoOIeIUpyeM o0paz» ynpasienus, 2008 3aHATHE

JoKa




8 | Ilporpamma no «SI3plk  yOexxnenus»  Jlein | Ayanoxknura. M.:- | [IpakTuyeckoe
BO3JICHCTBHIO Ha Kapueru Crymus APJIUC, 3aHATHE
cobeceHHKa 2007

8. MaTepnaibHO-TeXHHYecKoe o0ecrniedeHHe THCIHILIHHBI
* KOMIbIOTEPHBIE KJ1acchl OOLIEro Nojib30BaHus ¢ noaKmoueHueM K Mureprer, us pacyera
12 xomneroTepoB Ha 100 oOyuaromuxcs;

® CheNHAIN3HPOBAaHHbIE KOMIBIOTEPHBIE KJIACChl Ul OpraHU3aluu y4eOHBIX 3aHATHH 110
npoecCHOHAILHBIM KypcaM M MpakTHKyMaM, cocrosimue u3 10-15 koMmbroTepoB, ¢
NOAKIIOYEHHBIM K HHUM mnepudepuiiHbiM ycTpoiicTBOM H 00OpynOBaHMEM (MyJIbTHME-
JTHUHBIA POEKTOp, rOJI0BHBIE TenedoHbl, BUAeoKameps! U poroannaparsl) Ha 100 oby-
YaFOLIHXCS;

e yyeOHBIE KJIACChI, OCHALICHHBIE COBPEMEHHOH ay/1HO- U BHACOTEXHHUKOH (My3bIKAIbHBIH
uentp, DVD-npourpeiBarens, Buaeokamepa) Aisi KypcoB C IPOBEJCHHEM TPEHHMHIOB,
pELIEHUs CUTYallMOHHbIX 3a/1a4, 3aHATHI 110 OPraHU3alHOHHOMY KOHCYIbTHPOBAHHIO.

[Tporpamma coctaBiena B coorBeTcTBUH ¢ TpeGoBanusmu ®I'OC BO c¢ yuetom peko-
menzauuit OOIT BO no nanpasnenuto 43.03.01 — «Cepsuc» u npopumo «CoHOKYIBTYPHBIH
CEePBHCY.

Penens, T BhIIycKatowen kadeaps! (paboTomaTens) o HarpaBJIeHHIO

2 ©)
/ Pazausls 4 C
OJIMHCH DHUO




JonotHeHNs ¥ H3MEeHEHHUs1 B padoyeil mporpaMmme
Ha20 / Y4eOHbIii roj

B pabouyto mporpaMmy BHOCSTCS CEIYIOIINE U3MEHEHHUS:

Pabouast mporpamma nepecMoTpeHa 1 0JJOOpeHa Ha 3acelaHuN
Kaeapsl 20

3aBenyrouuii kadeapoit

BreceHnHbIe H3MEHEHHSI YTBEPKIAAIO0
[TpopekTop no yuebHoli pabote (1eKaH)
20




