MUHOBPHAYKHU POCCUA
¢unuan genepaabHOrO rocy1apCTBEHHOTO OIOKETHOTO 00pa30BaTEIbHOTO
YUpEKJACHUS BBICILIET0 00pa30BaHUs
«Cankrt-IlerepOyprckuii rocy1apCTBEHHBIN SKOHOMUYECKUN YHUBEPCUTET
B I. Kuzsipe

(punman CIIOI'DY B r. Kusnspe)

[{ukioBast MeToaMYECKass KOMUACCHS 00MIenpodeCcCHOHATBHBIX AUCITUIUIHH U
npodecCHOHATBHBIX MOy el 1o crienranbHOCTH 38.02.01 DxoHOMHUKA U
Oyxrantepckuid ydeT (110 OTpaciisiM)

YTBEPXIAIO
3aMecTUTeNh TUPEKTOpa
10 y4e0H0-METOANYECKON paboTe
Ll peer )] -
‘ C. P.I'amxubyTtaeBa
«4» centsiops 2017 r..

JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

MeTtoandeckue ykazaHusi 1o BBIMOJHEHUIO BHEAYAUTOPHOM CaAMOCTOSITETbHOU
paboThI

CneunanbHocTh - 38.02.01 «DxoHOMEKA U OyXTaNTepCKU ydeT (110 OTPACIISIM)»



Kuzmap
2017
MeToauueckue yKazaHusi TUCUMILIHHBI «[JOKyMeHTAIMOHHOE o0ecneuyeHne
yIpaBJIeHUD» COCTABJIEHBI:
¢ B cooTBeTcTBUU ¢ TpeboBanusamu ®I'OC CIIO;
e Ha OCHOBaHWU YyuyeOHoro 1aHa crenuanbHocTH 38.02.01 «OkoHOMHMKA U
OyXranTepcKuid y4eT (Mo OTpacisim)y.

CocrtaButens (n):

npenoaasarens C.1O.11labanoBa

MeToanyeckue yKazaHus paccCMOTPeHbI U 0400peHbl HA 3aceJaHMHU [IUKIOBOU
METOJMYECKOW  KOMHCCHMH  OOmenpo(ecCHOHaNbHBIX  TUCHUIUIMH U
npodecCUOHANIBHBIX Moaynell mo cnenuanbHocTd 38.02.01 DxoHOMHKA U

Oyxrantepckuit yuer (mo otpacisiM) oT «04» centsiops 2017 r., mpoTOKoO

Nel.
IIpencenarens [IMK:

e al s Muykamsumm T.T.

MeTtoanuyeckue yKazaHHusl COTJIACOBAHDI:
PenienseHr:

I'n. 6yx. I'bY P/ «Kusnsapckas paiionnas nonukiunukay Kapermna JI.C.

3aBenytomuii oudnuotekoi punuana CIIGI'DY B r.Kuznspe:

3anopoxen JLA.



1.  HEJb W 3AJAYM JUCTUTLINHBI

Henap OUCHUIUIMHBI: MPHOOpETEHUE CTyIEHTAaMH TEOPETUYECKHX 3HAHUN U

IIpaKTUYeCKUX yMeHuil B odnactu J10OY.

OcHoBHbIE 32Ja4H TUCIUTUINHBIL:
- 00y4UTh OCHOBHBIM KaTErOpUsIM, IPUHLIMIIOB U MOHATUH B 00J1aCTH AEIONPOU3BOCTBA;
- O3HAaKOMHUTH CTYICHTOB C COBPEMEHHOI CHCTEMOH [OKYMEHTAlMOHHOTO O00eCIeYeHHUs
YIpaBJICHUS IPEANpUiTUeM (OpraHu3aiuei);
- 00y4UTh OCHOBHBIM MPaBUJIAM COCTAaBJICHUS U OPOPMIICHHUS YIIPABICHUECKUX JOKYMEHTOB;
- 03HAaKOMUTh C OpraHu3aluel J0KyMeHTo000poTa Ha IPEAIIPUATHH;
- 00yuuTh MpaBmiIaM U hopMaM JETOBON MEPENHUCKH;
- OBJIJICHUE HABBIKAMH COCTABJICHHUS CIIY>KEOHBIX JOKYMEHTOB.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOI1

HucnummHa  «JlokyMeHTanmoOHHOEe O00eCnevYeHne YIpPaBJICHUS» MPEICTaBIsSeT Cco00i
muciuminHy npodeccuonansHoro mukia (I1.00) obmenpodeccnonansubix aucuumind (OI1.00)
no cneunanbHocTd 38.02.01 OxoHoMMKa U OyxraiaTepckuil yder (IO  OTpacisiM).

[Tocnenyromumu s 3ToM qucuuiuHel sisitores: OI1.05, OI1.06, OI1.07, OI1.08

3. INTAHUPYEMBIE PE3YJIBTATBI OBYUYEHMUS 110 JTUCHUIIJIMHE

[Iponiecc  M3ydyeHHs OUCUMIUIMHBI  HampaBieH Ha (OpPMUPOBAHUE  CIEAYIOIIMX
KOMITETECHIINN:

OK 1. [lonuMaTh CyIIHOCTP M COLMAIBbHYIO 3HAYMMOCTh CBOed Oynymieil mpocdeccuu,
IIPOSIBJIATH K HEH YCTOMYMBBIN MHTEPEC.

OK 2. OpraHu3oBbIBaTb COOCTBEHHYIO AESTEIbHOCTb, ONPEENATh METOJbl M CHOCOOBI
BBITNIOJHEHUS MPOPECCUOHANBHBIX 3a/1a4, OLEHUBATh UX 3(P(EKTUBHOCTH U KaueCTBO.

OK 3. Pemats mpo6iembl, OLIEHUBATh PUCKU M MPUHUMATh PELICHUS B HECTAHAAPTHBIX
CUTYaLUsX.

OK 4. OcymecTBisaTh IOHMCK, aHAJIW3 W OLEHKY HH(OpMAIMM, HEOOXOAUMOW JUIs
MIOCTAaHOBKM M pelIeHUs Npo(eCcCHOHATIBHBIX 3a/lay, MpOo(ecCHOHATBHOTO U JIMYHOCTHOIO
pa3BUTHS.

OK 5. Hcnonp3oBaTh  HMHPOPMAIMOHHO-KOMMYHUKALMOHHBIE  TEXHOJOTUH IS
COBEpPILEHCTBOBAHUS PO(ECCUOHAIBHON AEATEIbHOCTH.

OK 6. Paborare B KONJIEKTHBE M KOMaHje, oOecrieunBaTh €€ CIUIOYeHHE, 3(PPEKTUBHO
00IIaThCs ¢ KOJIJIEraMH, PYKOBOJICTBOM, TOTPEOUTENSAMHU.

OK 7. CraBuTh 1€M, MOTHUBUPOBATh JIE€ATEIbHOCTh MOAYMHEHHBIX, OPraHU30BBIBATH U
KOHTPOJIMPOBATh UX pabOTy ¢ MPUHITHEM Ha ce0sl OTBETCTBEHHOCTHU 3a PE3YJbTaT BHIMOIHEHUS
3a/1aHUN.

OK 8. CamocToATenbHO ONpEAeNaTh 3alaud MPOoPECCHOHATBHOIO M JHUYHOCTHOTO
pa3BUTHSA, 3aHUMATbCcd  camMooOpa30BaHUEM, OCO3HAHHO  IUIAHUPOBATh  IOBBIIICHHE
KB (DUKALIHH.

OK 9. BbITh TOTOBBIM K CMEHE TEXHOJIOTUI B MPOPECCUOHATBHON AESITETbHOCTH.

I1K 1.1. O6pabatsiBaTh NEPBUUHBIE OYXTAITEPCKUE TOKYMEHTHI.

IIK 1.2. Pa3paGaTbeiBaTh M COTJIACOBBIBATH C PYKOBOJACTBOM OpTaHM3AIlMU PaOOYMil IIaH
CYETOB OYXTaJTepPCKOro y4eTa OpraHu3aIiH.

I[IK 1.3. [IpoBoauTh y4YeT MAEHEXKHBIX CPEACTB, OPOPMIIATH JECHEKHBIE U KacCOBBIE
JIOKYMEHTHI.



[1IK 1.4. ®opmupoBaTh OyXraaTepckue MPOBOJIKU M0 y4YeTy UMYIIECTBA OpraHU3aLUU Ha
OCHOBE paboyero 1mjiaHa C4eToB OyXraaTepCKOTo yJerTa.

[IK 2.1. ®opmupoBaTh OyXrajarepckue NpPOBOAKM IO YYETy HCTOYHHUKOB HMMYILECTBA
OpraHu3allii Ha OCHOBE Pa0OYero IIaHa CUETOB OYXTaJITepCKOIo yyera.

[IK 2.2. BbInoaHATh NOPY4YEHUsI PYKOBOJACTBA B COCTaBE KOMHUCCUU [0 MHBEHTAPU3aLUU
MMYILECTBA B MECTAX €TI0 XPaHCHHUS.

I[IK 2.2. IlpoBoauTh MNOATOTOBKY K HWHBEHTapHU3alMM U MPOBEPKY JEHCTBUTEIBHOIO
COOTBETCTBUS (PAKTHMUECKUX AAHHBIX MHBEHTApU3al[MK JaHHBIM y4eTa.

IIK 2.3. OTpaxkaTh B OyXrajJTepckux MpOBOJKaX 3a4eT M CIUCAHUE HEAOCTauM LIEHHOCTEH
(perynupoBaTh HHBEHTAPU3ALMOHHBIE PA3HUIIbI) 110 pe3yJbTaTaM HHBEHTapU3aLUU.

I[IK 2.4. TIlpoBoauTh mpoUEAypbl HWHBEHTApH3alMUd (UHAHCOBBIX  O0S3aTEIBHCTB
OpraHH3alyH.

IIK 3.1. ®opmupoBaTh OyXraiaTepcKue MPOBOAKH IO HAYUCICHUIO M TEPEYHCICHUIO
HAJIOTOB U COOPOB B OIOPKETHI PA3IMUHBIX YPOBHEH.

IIK 3.2. OdopmisaTh miIaTeKHbIE JOKYMEHTBI Uil MEPEYUCICHHsI HAJOroB M COOpOB B
OrO/1KEeT, KOHTPOJIMPOBAThH X MPOXOKIACHUE 110 PACUETHO-KACCOBBIM OAHKOBCKHUM OIIEPALIUSM.

[IK 3.3. ®opmupoBaTh OyXrajarepckue HPOBOAKU MO HAYMCICHUIO U MEPEUHCICHUIO
CTPaxOBBIX B3HOCOB BO BHEOIOPKETHBIE (POHIBI.

IIK 3.4. OdopmasaTh IUIaTEXKHbIE JOKYMEHTHl Ha IEPEUYHCIEHUE CTPAXOBBIX B3HOCOB BO
BHEOIOJUKETHbIE  (DOHIBI, KOHTPOJMPOBaTb HX IMPOXOXKAECHHE IO PACYETHO-KACCOBBIM
0aHKOBCKHUM OTEepalusiM.

I[IK 4.1. Ortpaxarb HapacTalOIUIMM UTOTOM Ha CcuUeTaXx OyXrajaTepckoro yuera
UMYILIECTBEHHOE U  (PUHAHCOBOE TMOJIOXKEHHE OpraHu3alUd, ONPEAENATh pPEe3yIbTaThl
XO35MCTBEHHOM ACSATEIBbHOCTU 32 OTUETHBIN NIEPUOA.

I[IK 4.2. CocraBnate (opMbl OyXraiarepckoid OTYETHOCTH B  YCTAHOBJIICHHBIC
3aKOHOJAATEIBCTBOM CPOKH.

1K 4.3. CocTaBiATs HAJIOTOBBIE JACKJIAPALIUH 110 HAJIOTAaM B cOopaM B OIO/KET, HAIOTOBBIE
nexmapauun mo ECH wu  ¢opmbl  cTaTUCTUYECKOH OTYETHOCTM B  YCTaHOBIJICHHBIE
3aKOHOJAaTEILCTBOM CPOKH.

IIK 4.4. IIpoBoauTh KOHTpOJIb M aHanu3 HH(opManuu o0 MMylIecTBe M (HPUHAHCOBOM
MOJIO’KEHUU OpPTaHMU3allMHY, €€ IIATeKECIIOCOOHOCTH U T0XOJHOCTH.

yMeTh:

- 0pOpMIISITH U MPOBEPATH MPABUIBHOCTh O(OPMIICHHS JOKYMEHTAllUU B COOTBETCTBHUH C
YCTAHOBJICHHBIMH TPeOOBAHUSAMH, B T.4. UCHOJB3Yysd HH(popManroHHble TexHonoruu (OK 1-OK
9);

- IPOBOJIUTH aBTOMATU3UPOBaHHYIO 00paboTKy nokymeHToB (OK 1-OK 9);

- OCYUIECTBJIATh XpaHeHue u nouck gokymeHTos (OK 1-OK 9);

- ACII0JIB30BATh TEJIEKOMMYHHUKALMOHHBIE TEXHOJIOTUU B 3JIEKTPOHHOM
nokymenToooopote (OK 1-OK 9);

3HATh!

- MOHSATHE, IENH, 337a4i U IpUHIHIG aenonpousBoacTsa (ITK 1.1 - 1.4)

- OCHOBHbIE MOHATHS JOKYMEHTalMOHHOro oOecrnieuenus ynpasuenus (IIK 1.1 -
1.4)

- CHCTEMbI JOKYMEHTAIMOHHOTO oOecnieueHus yrnpasienus (1K 2.1 - 2.4)

- wiaccudukauro nokymenTos (11K 2.1 - 2.4)

- TpeOOBaHUS K COCTABICHUIO U OPOPMIICHUIO TOKYMEHTOB;

- opranm3anuio gokymentoobopora (ITK 3.1 - 3.4)

- mpuema, 06paboTKy, perucTpaluio, KOHTpoJib, XpaneHue qokymentoB (11K 4.1 -
4.4)

- Homenkinarypy aen (I1IK 4.1 - 4.4.)



4. OBPBEM JUCHHUIIVINHBbI

OO6m1ast TpyI0EMKOCTh MO JUCIUTIIIMHE COCTABIISIET /2 YacoB.

O0BéM NUCLUATUIHHEI

Bcero uacos

ouHas popma

3ao4Has Gpopma

o0y4eHUs 0o0yJeHus
AynutopHas paboTa: 48 8
CamocrosTenpHast paboTa: 24 64
Bun npomexxyTouHOM aTTecTanuy 00y4aromerocs KontponbHas Kontponbnas
(3aueT™/ sK3aMEH) paborta paborta
CemecTp: 3 1

Pacripenencnue GoHaa BpeMeHU 1O ceMecTpaM M THITaM 3aHATHN
JUIsI pa3HbIX (opM 00ydeHHs

Ne ®dopma 00yueHust

1/ HaumeHoBaHue pasjeina U TEMbI OoYHas 3a04Has

I 3JT| 3CT CP 3JIT 3CT CP

1. | Pa3zmea 1.
JlokyMeHTHpOBaHUE 10 14 14 5 9 34
JeATeTbHOCTH OpraHu3anum,
npeInpusiTis, yYpe:KIeHus

1.1 | Tema 1.1. Ilonarue, nenu, 3agadd U 5 5 5 1 9 10
MIPUHITHIIBI IETIONTPOU3BOJICTBA

1.2 | Tema 1.2. OcHOBHBIE ITIOHATHS
JIOKYMEHTAITMOHHOTO 00eCTIeUeHUsT 2 2 4 1 10
yIpaBJICHUS

1.3 | Tema 1.3. Cucremsl
JIOKYMEHTAIMOHHOTO o0ecriedeHust | 6 10 8 14
yIpaBICHUS

2. | Pa3nen 2.
TexHog0rNM 18 6 10 5 5 30
JOKYMEHTAIHOHHOTO
olecreyeHust ypaBJIeHHSA

2.1 | Tema 2.1. Opranuzanust 12 4 8 1 2 14
JIOKYMEHT0000poTa

2.2 | Tema 2.2. UnpopManioHHbIe
TEXHOJIOTUHU B TOKYMEHTATUOHHOM 3] 2 2 1 16
o0ecreyeHnn ynpaBIeHHs

Bcero 3a cemectp: | 28 20 24 4 4 64

5. COAEPKAHUE PA3JIEJIOB U TEM JUCHUIIJINH

PA3JIEJI 1. JlokymeHTHpOBaHHUE IEATENBHOCTH OPraHU3aLnH, IPEAIPUATHS, YIPEKICHUS
Tema 1.1.

HOH}ITI/IC, e, 3aga49u U IMMPUHIUIIBI ACJIOMPONU3-BOACTBA




«JlokyMeHTaIMoHHOe obecreueHue NpoPecCHOHATBHON IEITEeNbHOCTH» Kak ydeOHas
mucruminHa.  Llenmn W 3agauM «JOKYMEHTAIlMOHHOTO —OOEeCTedeHHs] yIpaBICHUS» Kak
JTUCUUTUTMHBL. MICTOKHM 1enonpon3BoICTBa: HH(OpMAIIHS, YITpaBlIeHHE, JOKYMEHT
[ToHsITHE «IOKYMEHTAIIHOHHOE 00ECIICUCHHE YIPABICHHS.

OcHOBHBIC 1I€NM, 3aJaud, MPUHLUINB JOKYMEHTAIIMOHHOTO OO0ECIeYEeHUsI YIpPaBICHHUS.
HopmaTtuBHO-TIpaBOBOE 00ECTIEUEHHE «JOKYMEHTAIMOHHOTO 00ECIICYCHNUS! YIIPaBICHUSY.
3HavyeHue 10y B IEATEILHOCTH OyXranrepa.

TEMA 1.2.
OCHOBHBIE IOHATHS JOKYMEHTALMOHHOTO 00€CIIeUeHHsI yIIpaBIEeHUS
OcHOBHBIE ~ TOHATHS:  «UHPOpPMALUA»,  «IOKyMEHTHPOBAHHAs  HH(POpPMALIU»

«IJOKYMEHTHPOBAHUE, «IOKYMEHT», «PEKBU3UTY», «OJIAHK», «POPMYIIp».
Hopmet u mpaBuma odopmieHHs JOKYMEHTOB B COOTBETCTBHM ¢ TocT p.6-2003
«yHU(ULIMPOBAHHBIE CUCTEMbI JOKYMEHTAMH. YHU(DULIUPOBAHHAS CHCTEMa OpPraHU3allMOHHO-
pacropsAUTeNbHON JOKyMeHTaluu. TpeOoBanus K OGOPMIICHHIO JOKYMEHTOB)».COCTaB
PEKBU3UTOB JOKYMEHTOB.
[Tonstue o OnxaHke MOKyMeHTa, BUIbI OnaHKOB. [IpaBuna odopmieHust peKBU3UTOB ONlaHKa B
COOTBETCTBUA C TOCTOM p.6-2003  «yHUGUUUPOBAHHBIE CUCTEMBI JAOKYMEHTAIIUH.
YHuuIupoBaHHas cCUCTeMa OpraHU3allMOHHO-PACTIOPAIUTEILHON JOKyMeHTauu. TpeboBaHus
K 0(pOPMIICHUIO JOKYMEHTOB.
Tema 1.3.
CucTteMbl TOKYMEHTALMOHHOT0 00ecrieueH sl yIpaBIeHus

Knaccupukanuss nmoxymeHnToB. TpeOoBaHMS K  COCTaBICHHI0O U O(GOPMIICHUIO
JIOKYMEHTOB.
Ha3snauenue u cocrtaB OpraHU3alMOHHO-TIPABOBOM [JOKYMEHTAllUU: YCTaB OpraHU3allUH,
HOJIOKEHHUS, IUTATHOE paclyCcaHue, TO0JKHOCTHbIE HHCTPYKUMHU. TpeOoBaHUsl K COCTaBJICHUIO U
0 OpMIICHHUIO.
Ha3nauenne M cocTaB pacnopsIUTEIbHON JOKyMEHTaluuu (yka3, IMpHKa3, paclopsKeHHE,
MIOCTAaHOBJICHHE, TIOJOXKEHUE, HWHCTPYKIUSA). HopMaTHBHBIN XapakTep pacropsIuTEIbHBIX
JOKYMEHTOB. Tpe0oBaHUs K COCTABICHUIO U O(POPMIICHHUIO.
Ha3nauenue u coctaB cripaBo4HO-MHPOPMAIIMOHHON TOKYMEHTAMU (IIPOTOKOJI, aKT, TOKJIa Has
3aIucKa, Ipesio’keHue, Cry)kxeOHas 3amnucka, o0bsicHUTeNbHasA). TpeOoBaHUs K COCTaBJIEHUIO U
0 OpMIICHHUIO.
[Tepenucka. OOmias XapakTepUCTHKa CIyKeOHOW mepenucku. Pa3sHOBUAHOCTH CITyX eOHBIX
nuceM (CONMpOBOJUTENIBHOE MUCHhMO, MHCbMO-TIPOCHOa, MUCHMO- 3amnpoc, MUCbMO-OTBET,
NUCbMO-COO0IIIeHNe, HH(POPMAIMOHHOE MHCbMO, MUCHBMO-TIPUTJIAIIEHHE U T.1.). JlOKyMeHTHI
nepegaBaeMble 10 KaHajaM CBSI3M (TelerpaMma, Telekc, (akcorpamma, TenepoHorpamma,
3JIEKTPOHHOE MHUCHMO).
Haznauyenue 1 coctaB JOKyMEHTAllUU 110 JUYHOMY COCTaBY.
Paznen 2. TexHOIOTMM JOKYMEHTAIIMOHHOT'O OOECTIEYEeHHUs YIIPABICHHS
Tewma 2.1. Opranuzanus JOKyMEeHTO000pOTa

[Tonsatue «1okymMmeHTO0O00pOTY». [IpHMHIMITEI OpraHu3alMu J0KyMeHTooOopoTa. DopMbl
opraHuzanuu paboTel ¢ JokyMeHTamu. TalOenb (opM [TOKYyMEHTOB, HPUMEHSEMBIX B
opranu3zaiuu. PaboTa ¢ KoH(pUICHIIMATBHBIMU JOKYMEHTaMH.
ONEKTPOHHBIM JOKYyMEHTOOOO0POT.
OcobeHHocTH 00pabOTKH BXOASAIIMX TOKYMEHTOB. TpeOoBaHMS K pEerUCTpalvy JTOKYMEHTOB.
KoHTposb ncnonHenus: J0KyMEHTOB.
IIpaBuia cocraBieHuss HOMEHKIATYpHI Aeil. DopMUpOBaHUE AECII.
XpaHeHue JOKYMEHTOB. DKCIEPTU3a IEHHOCTH JOKYMEHTOB.
Tema 2.2.
WupopmalinoHHbIEe TEXHOJIOTUH B JOKYMEHTAIIMOHHOM O0€CTIeYeHUH YIIPaBIICHUS



Oomas XapaKkTepUCTUKa OpraHU3alMOHHBIX TEXHUYECKUX CpPEACTB B
«IOKYMEHTAllMOHHOM OOECIICUCHUY yIpaBlieHUs». KOMIBIOTEpHbIE CPEACTBA ITOATOTOBKH
JOKYMEHTOB.

WsroroBieHune, KONMUpOBaHME M THpaXUpoBaHHe JOKyMeHTOB. CpencrBa 00paboTKu
nokyMeHToB. [IpaBuia 6e30macHoi paboThI ¢ OPTTEXHUKOM.
[Topsimok opraHu3anyu JOKyMEHTO000POTa C HCIOIB30BAHMEM CPE/ICTB TEICKOMMYHHKALIHH.

6. OPTAHU3AIIAA CAMOCTOATEJBHOM PABOTHI CTYJIEHTOB

Cpoxu
. ITpumepnslie
Ne Bun BHeayauTopHOi BBIIIOJIHEHUSA
N HOPMBI MDOpMBI KOHTPOJIS
TEMBI CaMOCTOSITENBHOM PaboThI (vraszvieaemcs
BpeMeHH (Jac.)
HOMep Heoeu)

1.1  |Pedepar 2 2 OTYeT
1.2  |doxnan 3 2 JTOKJIa]
1.3  |I[ToaroroBka K TECTHPOBAHUIO 4 4 TectupoBanue
2.1  |Pedepar S) 4 OTYET
2.2 Joxman 6 2 JIOKJIa]1
7.2  |[logroroBka K TECTUPOBAHHIO 8 2 TecTtupoBanue

6.1 TecToBELI€E 321aHUA N0 TUCHHUILINHE

DTO BONPOCHI C BAapUAHTAMH OTBETOB J/JIA IMPOBEPKUM YPOBHS 3HAHUM CTYAEHTa IO
pa3IUMYHBIM TEMaM TEOPETHYECKOro MaTepuana, B IEpPBYIO OdYepelb, NPOBEPKH 3HAHUS
CTyICHTAMH OCHOBHBIX IOHSTUH, ONpPENEICHUH W TEPMUHOB OpraHu3aluu IPOJaXK
TOCTUHUYHOI'O IPOJYKTA.

Tector comepkat 70 BOMPOCOB 0O0S3aTENbHBIX ISl BCEX CTYACHTOB (HE3aBUCHUMO OT
HOoMepa 3a4€Tku). [ly1g oTBeTa Ha BOIIPOC CTYJEHTaM HEOOXOAMMO U3 MPEAJIOKEHHBIX BAPUAHTOB
BbIOpaTh TOJIBKO OJIMH €IWHCTBEHHO MPAaBWIbHBIM BapHaHT. Pe3ynbTaThl OTBETOB 3aHECTH B
TaOJIMILy, IPE/ICTABICHHYIO B KOHIIE METOJNYECKUX yKa3aHUM.

@dopma J1s1 OTBETOB HAa BOIIPOCHI TECTA

1 2 3 4 5 6 7 8 9 10
11 12 13 14 15 16 17 18 19 20
21

B Tabnuue no crpokaM ykaszansl HuGpbl, 0003HAYaIOIIME HOMEP BOIPOCaA, O] KaXKIbIM
HOMEpPOM OCTaBJIeHa ojHa KkieTrka. Jlig odQopmieHHs OTBETOB CTYyJIEHTaM HE00X0AUMO
HEepeuYepTUTh JaHHYIO0 TaOJMIly B TOM e IMOpsAIKe, NPUUEM pa3Mep Kaxaol sSuelKku TOJKeH
coctaBiaTh 1 X 1 cM. B cBOOOIHYIO KIIETKY MOJ KaKIbIM HOMEPOM BOIpOca HEOOXOIUMO
BIIMCATh OT PYKH (WM HareyaTarhb) oAHY OyKBY, 0003HAYaOIyt0, IPAaBUIbHbBII BApHAHT OTBETA.

TecTbI

1. B kakod mnepuoj pa3BUTHS OTEUYECTBEHHOTO JEJIONPOM3BOJICTBA HAYaJIOCh €ro
3aKOHOJATEIHLHOE PerynpoBanue?

1.1. B nepuoa npuka3zHoro AeI0npOU3BOICTBA.

1.2. B nepuoa KOJJIEXCKOTO AeIONPOU3BOCTBA.

1.3. B nepuoa MUHHUCTEPCKOTO IETONPOU3BOJICTBA.



2. KakuMm  3aKOHOM  BIIEpPBBIE  HAuaJO  pEryJIMpPOBaTbCS  OTEUECTBEHHOE
JIETTOTTPOU3BOJICTBO?

2.1. YupexxaenueM 1j1sl ynpasieHus ryoepauii Becepoccuiickoii ummnepun.

2.2. O06muM yupexIeHHeM MHUHHCTEPCTB.

2.3. I'eHepanbHBIM PETIIAMEHTOM.

3. Kornma B Hameil cTpane ObUIM BBEICHBI B JIEHCTBUE IIEPBbIE T'OCYIAPCTBEHHbBIC
CTaHJapThl HA JOKYMEHTAIIUIO?

3.1. B 1960-e rongr.

3.2. B 1970-¢ rogst.

3.3. B 1980-e rongl.

4. KakuMm rocynapcTBEHHBIM CTaHJApTOM BIIEPBBIE ObLIAa YCTAHOBJICHA TEPMUHOJIOTHS
JEJIONPOU3BOICTBA?

4.1.TOCT 16487-70.

4.2.TOCT 6.10.2 -83.

43.TOCT P 51141-98.

5. Kakoli U3 BapuaHTOB OIpe/eeHHs] JOKYMEHTAllMOHHOTO OOecreueHus: yIpaBiIeHUs
ABJISIETCS] CTAHJAPTHHIM?

5.1. JlokyMeHTanMOHHOE OOEeCIeYeHHe YIpPaBIEHUs — CO3JaHHE M HCIIOJIb30BaHUE
JIOKYMEHTOB /1151 o0ecrieueHus: paboTbl OPraHOB yIPaBJICHHUS.

5.2. JlokyMeHTalMOHHOE oO0ecleyeHue YIpaBICHUs — OTpacib JAEATEbHOCTH,
oOecrieunBaroOmasl  JOKyMEHTUPOBAaHME W  OpraHW3amuio padoThl ¢ O(UIIHATBEHBIMU
JIOKYMEHTaMH.

5.3. lokyMeHTaIlmOHHOE 00€CTICUeHUE YIPABICHUS — TOKYMEHTUPOBAHUE JIEATETLHOCTH
opraHu3any (y4pekIeHUs) M YIOpaBICHHE JOKYMEHTAlMell M TEpPCOHAIOM, HECYIIHM
OTBETCTBEHHOCTH 32 pabOTy C IOKYMEHTaAMH.

6. Kakne u3 TmepeunclIeHHBIX 3aKOHOAATETBHBIX AaKTOB COJAEpKAT OIMpeAelieHUue
JIOKyMeHTa?

6.1. I'paxnanckuii kogekc Poccuiickoit denepanuu. Yactes neppasi.

6.2. ®enepanbHblil 3aK0H «O0 y4acTHM B MEXAYHAPOIHOM MH(OPMALIMOHHOM OOMEHE.

6.3. ®enepanbublii 3akoH «O0 nHGoOpMaIuu, HHPOPMATH3AIUH U 3aIUTE UHPOPMAITII.

6.4. ®enepanbHblil 3aK0H «O TEXHUUECKOM PETYTUPOBAHUNY.

7. Kakoe onpeneneHrue JOKYMEHTY JaeT JIEWCTBYIOIIMM TOCYIapCTBEHHBIN CTaHJIApT MO
TEPMHUHOJIOTHH JI€I0NPOU3BOJICTBA?

7.1. JlokymMeHT — o¢duIHanTsHO JOKYMEHTHpOBaHHas WHGOpMalus, CO3JAaHHas B
IpoLEecCe IeATENbHOCTH OPTaHU3aluy WK TOJKHOCTHOTO JIUIA.

7.2. JIoKyMEHT — CpeICTBO 3aKpeIUIeHHUsS Pa3IUYHBIMH CIOCO0aMH Ha CIHEIUAIbHO
W3TOTOBJICHHOM Marepuaie HHpopManuu o ¢akTax, COOBITHUSAX, SIBICHHSIX OOBEKTUBHOU
JIEHCTBUTEIILHOCTH.

7.3. JlokymeHT — 3aduKCUpOBaHHas Ha MaTepualbHOM HOcHUTeNne HHpopManus C
PEKBU3UTAMHU, TIO3BOJISIFOIIUMH C€ UIEHTH(PULUPOBATD.
7.4. Hoxyment — wuHbpopManms, 3apUKCUpOBaAHHAs Ha JIOOOM  HOCHUTEIE,

npeHa3HauYeHHas JJ1s1 OOMEHa, epeChUTKY, (YHKIIMOHUPOBAHUS HH()OPMAIIMOHHON CUCTEMBI.

8. Kak Ha3bIBaeTcsl 00513aT€IbHBIN 2JIEMEHT 0pOpMIIEHUS OPUIIMATIEHOTO TOKyMEHTa?

8.1. Texkcr.

8.2. Conepxanue.

8.3. PexBu3ur.

8.4. Dopmyiisp.

9. Kak onpenensiercst JOKyMEHTUPOBaHUE TEPMUHOJIOTMYECKUM CTaHIApTOM?

9.1. JlokymMeHTHpOBaHHE — CO3/IaHKE IOKYMEHTa Ha JIIDOOM MaTepruaIbHOM HOCHTEIIE.

9.2. JlokyMeHTHpOBaHHE — MOATOTOBKA M oopmieHne nHpOpMalMKd Ha MaTEepUATBHOM
HOCHTEJIE 110 YCTAaHOBJIEHHBIM MTPaBUIIAM.



9.3. JloKkyMeHTHpOBaHHE — 3alkCh HWHPOPMALMU Ha PaA3IUYHBIX HOCUTEISAX IIO
YCTaHOBJICHHBIM IIPAaBUJIAM.
10. Kakue Buabl GJIaHKOB B COOTBETCTBUHU C TpeOOBaHMSIMU THITIOBOW MHCTPYKLUHU TI0
JIETIOTIPOU3BOJICTBY B deaepalbHbIX opraHax ucnonHutenbHor Biactu u [[OCT P 6.30-2003
YCTaHABJIMBAIOTCS B FOCYAAPCTBEHHBIX OpraHax?
10.1. O6muii 6;1aHK, 6JIaHK JTOHKHOCTHOTO JIUIA, OJJaHK MprKa3a, OJIaHK MUChMa.
10.2. O0mmii 6:1aHK, OaHK MHChMa, OJTaHK KOHKPETHOTO BHA JOKYMEHTA.
10.3. O6muii 6;1aHK, 6JJaHK CTPYKTYPHOTO MOApa3Ae/ICHHs, OJaHK TOJDKHOCTHOTO JIUIIA.
11. Kakue BapraHThl OJaHKOB MPeTyCMOTpEHb! TUIIOBOM MHCTPYKLMEN IO IETONPOU3BOCTBY
B (enepasibHbIX opraHax ucnoiaauTeabHou Biacti U [[OCT P 6.30-20037
11.1. YrnoBo#i U IEHTPUPOBAHHBIM.
11.2. YrioBoii u mpoaOabHBIN.
11.3. ®naroBblii ¥ POIOJIbHBII.
11.4. ®naroBelil ¥ HEHTPUPOBAHHBIM.
12. Kakoe pa3MelieHME pPEKBU3UTOB B IIpeJelax IPaHULl OTBEACHHBIX JUIsI HUX 30H
npexycmoTrpero 'OCT P 6.30-2003?
12.1. YrioBoe Uiy mpoJ10JibHOE.
12.2. YrioBoe uim IeHTPUPOBAHHOE.
12.3. dnaroBoe iU IpoJ0JIbHOE.
12.4. ®naroBoe WK EHTPUPOBAHHOE.
13. Kakme w3 TPUYMCICHHBIX PCEKBU3WTOB YIIPABICHUYECKUX JIOKYMCHTOB HE
npenycmotpensl 'OCT P 6.30-2003?
13.1. I'pug cornacoBaHusi JOKyMEHTA.
13.2. I'pud orpanuyeHus 10cTyna K JOKYMEHTY.
13.3. Bu3a 03HaKOMJIEHUSI C JOKYMEHTOM.
13.4. Bu3bl cornacoBaHusi JOKyMEHTA.
14. Yro W3 mEpeurclIeHHOrO TIOJHOCTBIO OIpEAesieT pa3MeElleHUEe PpPEeKBU3UTA
«HanmMeHoBaHue BUIa JOKYMEHTa» Ha OJlaHKE BUJA TOKyMeHTa?
14.1. BapuanT OaHKa v BHJ JIOKYMEHTA.
14.2. Bug noxkymeHTa u criocod BHIpaBHUBAHMS PEKBU3UTOB Ha OJIaHKE.
14.3. BapuanT G1aHka 1 crioco0 BeIpaBHUBAHUS PEKBU3UTOB HAa HEM.
15. Kakoi#t Bapmant odopmiueHus pekBuzuta «['pud yTBEepKIEHUS JTOKYMEHTa
pekomennoBan ['OCT P 6.30-2003 st yTBep)kKACHHs IJlaHA PEHICHHUEM KOJUIETHATIBLHOTO
oprasa?
15.1. YTBEPXIAIO
Pemenne MeTonnueckoro copera
ot 12.07.2007 r. Ne 16

15.2. YTBEPXIEH
Pemennem Meroauueckoro cosera
ot 12.07.2007 r. Ne 16

15.3. YTBEPXJEH
pELIEHNEM METOJUYECKOIO COBETA
ot 12.07.2007 r. Ne 16

16. Kakoif BapuanT ohopMIIeHHS PEKBU3UTA «AJpecaT» COOTBETCTBYET TPEOOBaHUSIM
['OCT P 6.30-2003?

16.1. Iupexkropy mkomnst Ne 269

MargeeBoii Tamape [lerpoBHe

16.2. upexropy mikonst Ne 269 Marseesoit T.I1.

16.3. 129128, MockBa, yi. Poctokunckas, 7

Hupekropy mkomnsl Ne 269 r-xe Marseesoii T.I1.

16.4. Inpextopy MockoBckoii mkoibl Ne 269

T.I1. MarBeeBou



17. Kakoii BapuanT oopmienus pekBuzuta «lloanucey Ha obiiem OJaHKe yupexaeHus
cootBercTByeT TpeboBanusim ['OCT P 6.30-2003?

17.1. Pextop akanemuu Jluunas noonuce B.A. IlerpoBa

17.2. Pexrop akanemun Jluunas noonuce B.A. IletpoBa

17.3. Jluunas noonuce B.A. IletpoBa

17.4. Pextop Cubupckoii akageMun

rOCyIapCTBEHHOU CITYKOBI Jluunas noonuco B.A. [lerpoBa

18. Kaxkoi#t BapmanT odopmieHuss pexBusuta «lloamuck» Ha OJaHKE PYKOBOIAUTEIS
yupexaenus: coorsercTByeT TpedoBanusm ['OCT P 6.30-2003?

18.1. PexTop akagemMuun Jluunas noonuco B.A. IlerpoBa

18.2. Jluunas noonuce  B.A. TletpoBa

18.3. Pextop Cubupckoii akageMun

rOCyIapCTBEHHOU CITYKOBI Jluunas noonuco B.A. [lerpoBa

18.4. Jluunas noonucoe  IlerpoBa B.A.

19. OrmerbTe BapHaHT NPABMWIBHOTO O(QOPMIICHHS MOMMUCH JOKYMEHTa Ha O0IeM
Onanke yupexaenus [.B. CumopoBblM, HCHOJIHSIIONIMM OOS3aHHOCTH PYKOBOJIUTEIS
yupexenus A.W. [lerposa B ero B orcyrcTBue?

19.1. U.0. nupektopa Jluunas noonuce Cuooposa I'.B. Cunopos

19.2. / Iupexrop Jluunas noonuce Cuooposa A.U. IlerpoB
19.3. 3a {upektop Jluunas noonuce Cuooposa A.N. IlerpoB
19.4. 3a qupexTopa Jluunas noonuce Cuooposa I'.B. Cunopos

20. Kakoii BapuanT opopmienus pexksusuta «['pud cormacoBanusi JOKyMeHTa» B Ciydae
COTJIACOBaHUs TUTAHA KOJUICTHAIBHBIM OpraHoM cootBercTByeT TpeboBanusm ['OCT P 6.30-
20037
20.1. COTJIACOBAHO
MIPOTOKOJIOM 3aceJaHusl METOJAMYECKOTO COBETA
ot 12.07.2007 r. Ne 16.

20.2. COI'JTACOBAH
[IpoTokosiom 3acenanns METOIMYECKOTO COBETA
ot 12.07.2007 r. Ne 16.

20.3. COTJIACOBAHO
IIpoTokoi 3acenaHust METOAUMYECKOTO COBETA
ot 12.07.2007 1. Ne 16.
21. Kakoii peKBU3UT JOJDKEH MCIIOJIb30BAThCS I OPOPMIICHHS BHEIIIHETO COITIACOBAaHUS
JOKyMeHTa?
21.1. I'puc cornacoBanusi JOKyMeHTa.
21.2. Bu3za coryiiacoBaHus JOKyMEHTA.
21.3. OT™MeTKa 0 BU3UPOBAaHUH.
22. Kakoif BapuaHT OQOpPMIJIEHMSI COIJIAaCOBAHMSI JIOKYMEHTa BU30M COOTBETCTBYET
tpeboBanusim 'OCT P 6.30-2003?
22.1. Jluunas noonuce  A.W. TletpoB
22.2. Ha4anpHUK IOpUIMYECKOTO OTIENA
Jluunas noonuce  A.W. Tletpos
12.02.2007.

22.3. Jluunas noonuce  A.U. TletpoB
12.02.2007.

23. I'me B cootrBercTBUU ¢ TpeboBanusmu ['OCT P 6.30-2003 mpocTaBisiOTCs BU3bI Ha
JIOKYMEHTE, MOUIMHHUK KOTOPOT'0 OCTAETCsl B OpraHu3anun’?

23.1. Huwxe noanucu pyKoOBOIUTEN S, MOAMACABIIETO TOKYMEHT.

23.2. Ha 000pOoTHOI CTOPOHE MEPBOTo JINCTA MOJUIMHHUKA JOKYMEHTA.

23.3. B HuxkHE#N yacTi 000pOTHOM CTOPOHBI MOCIEAHETO JUCTA MOATUHHUKA JOKYMEHTA.
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24. I'nme B cootBerctBun ¢ tpedoBanusiMu ['OCT P 6.30-2003 mpocTaBisitoTcss BU3BI Ha
JOKYMEHTE, MMOATUHHUK KOTOPOTO OTHPABIISIETCS U3 OpraHu3anuu?

24.1. B HuKHEH 4acTH JIMLIEBOW CTOPOHBI KOMUU OTIIPABIISIEMOTO TOKYMEHTA.

24.2. B HwKHeW YyacTh 00OPOTHOM CTOPOHBI MOCIIEIHEr0 JMCTa KOIMUH OTIIPABISIEMOTO
JIOKyMEHTa

24.3. Ha 000pOTHO# CTOPOHE MEPBOTO JIUCTA MOAJIUHHUKA JTOKYMEHTA.

25. I'ne B cOOTBETCTBUU C TpeOOBaHUAMHU THIIOBOW WHCTPYKIIMU MO JIETOTIPOU3BOJICTBY B
denepanbHBIX OpraHax HCIOJHUTENBHON BIACTH MPOCTABJISIIOTCS BHU3bI HA MPOEKTaX AaKTOB
[Ipesunenta Poccuiickoit @enepanuu u [IpaButenscra Poccuiickoit @eneparuun?

25.1. Ha o00poTHOH CTOpOHE MEPBOTO JIMCTA MOJIUHHUKA MPOEKTAa aKTa B HWIKHEH €ro
YaCTH.

25.2. Ha 060pOTHO# CTOpPOHE MEPBOTO JIUCTA MOJTMHHUKA IMPOCKTA aKTa.

25.3. Ha 000OpOTHO# CTOpPOHE MOCIEIHEro JUCTA TMOTMHHAKA MPOEKTa aKTa B HIDKHEH
€ro 4acTu.

26. C kakoli 1esblo Ha CIIy>KEOHOM MHCbME ITPOCTABISAETCSI OTMETKA 00 UCIIOTHUTENE?

26.1. [{ns npuganusi IOKyMEHTY IOPUIMYECKON CUJIBI.

26.2. [l obecriedeHus ONIEPATUBHOM CBSI3U C HCIIOJTHUTEIICM.

27. Ha kakom OymMaXHOM HocuTelae HH(GOpPMAlMU B COOTBETCTBUU C TpeOOBAHUSIMU
HOPMAaTUBHO-METOJMYECKUX JIOKYMEHTOB JIOJDKEH O(OPMIISITBCS TIEPBBIA JIICT COBMECTHOTO
MpUKa3a IBYX rOCyIapCTBEHHBIX OPraHOB?

27.1. Ha obmiem GiraHKe MepBOTO TOCYIapCTBEHHOTO OpPTaHa.

27.2. Ha o0uiem Gi1aHke BTOPOTO FOCYIapCTBEHHOTO OpraHa.

27.3. Ha G;aHKe COBMECTHOTO PacTOpIUTEIHHOTO TOKYMEHTA.

27.4. Ha crannaptHom nucte Oymaru opmara A4.

28. HMmeer 1M HOPMAaTUBHYIO OCHOBY H3TOTOBJICHHE OJAHKOB COBMECTHBIX
pacmopsAUTEIbHBIX TOKYMEHTOB M3pa MOCKBBI U MTpaBUTENbCTBA MOCKBBI?

28.1. la.

28.2. Her.

29. Yro 00ycnoBUIIO CO3JaHHE OJAHKOB COBMECTHBIX PACHOPSANUTENLHBIX JOKYMEHTOB
Mdpa MockBeI U ryoepHaTopa MockoBckoii obmactu?

29.1. TpeOoBaHus1 HOpMAaTHUBHBIX MPABOBBIX AKTOB K OJIaHKaM JIOKyMEHTOB.

29.2. [IpakTka  TpUHATHUSA rocyJ1apCTBEHHBIMU OpraHamu COBMECTHBIX
pacnopsAUTENbHbBIX JOKYMEHTOB.

30. OTMeTbTe HOPMATHUBHO-METOAWYECKHE JIOKYMEHTBI, peryiupyroume ohopmieHue
BCEX PEKBU3UTOB YIPABIEHYECKOIO JOKYMEHTa?

30.1. OcuoBurlie nmonoxenus I'CJOY.

30.2. TumoBas WHCTPYKUMSI IO JEJIONPOU3BOACTBY B (enepalibHbIX OpraHax
VCIIOJIHUTENIBHOM BJIACTH

30.3.TOCT P 1.5-2002.

30.4.TOCT 6.10.5-87.

30.5.TOCT P 6.30-2003.

31. OTMeTbTE PEKBU3UTHI U COCTABHBIE YAaCTH PEKBU3UTOB YIIPABIECHYECKUX TOKYMEHTOB,
PEKOMEHI0BaHHBIE Ul pa3MelleHus 0e3 OTCTyna OT JIEBOM IpaHUIIbl TEKCTOBOIO MOJIS.

31.1. HaumeHoBaHue BUJa JOKYMEHTA.

31.2. 3arogoBOK K TEKCTY.

31.3. OT™MeTKa O HANMYUU TPUITIOKEHUS.

31.4. OTmeTka 00 UCTIOTHUTENE

31.5. 3aBeputenbHas Haanuch «BepHO» UM HauMEHOBaHUE JOKHOCTH JIMIIA,
3aBEpSIOLIETO TOKYMEHT.

32. CKOJNBKO MEKCTPOUYHBIX HWHTEPBAJIOB PEKOMEHJIOBAHO YCTaHABIMBATh MEXIY
PEKBU3UTAMHU YIPABICHUYECKUX JOKYMEHTOB?

32.1. 1 MeXCTpPOUHBII HHTEPBAJL.
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32.2. 1,5 MEXCTPOYHBIX UHTEPBAJIA.

32.3. 1-2 MeXCTPOUHBIX HHTEpPBAJIA.

32.4. 2-3 MEeKCTPOUYHBIX UHTEPBAIA.

33. CKOJBKO MEXCTPOYHBIX HHTEPBAJIOB PEKOMEHJO0BAHO YCTAHABIMBATH MEXKIY
COCTaBHBIMH YaCTSIMHU PEKBH3UTOB «Axapecary», «I'pud yrBepxaeHus gokymeHnrtay, «OTMeTKa o
HaJIMYUU IpuiioxeHus» u «'pud cornacoBaHus»?

33.1. 1 MeXCTpOUHBII HHTEPBAJL.

33.2. 1, 5-2 MeXCTPOYHBIX UHTEPBAJIA.

33.3. 2-3 MEeKCTPOUYHBIX UHTEpPBAIA.

34. CkoJBKO MEXCTPOYHBIX MHTEpPBAJIOB PEKOMEHJ0BAHO YCTAHABIMBATH MEXKIY
CTPOKaMHM HEACIMMBIX PEKBH3UTOB M 4YacTell COCTaBHBIX PEKBU3MTOB, COCTOSIIIUX U3
HECKOJIBKUX CTPOK?

34.1. 1 MeXCTpPOUHBII HHTEPBAJL.

34.2. 1,5 MEXCTpOUYHBIX UHTEpBAJIA.

34.3. 1,5-2 MEeXCTpOUHBIX HHTEPBAJIA.

35. Kakoii BapuaHT odopMIIEHHS HAaUMEHOBAaHUS BHJA JOKYMEHTa COOTBETCTBYET
TpeOOBaHUSM HOPMATHBHO-METOANIECKHIX JJOKyMEHTOB?

35.1. Ileuataercs mNpONUCHBIMM OyKBaMH C BBIPABHHBAaHHUEM IO LIEHTPY IOJ,
OTBEJIEHHOTO JIJIsl pa3MELEHUS] PEKBU3UTA.

35.2. Ileuaraercs ¢ MPONUCHON OYKBBI OT JIEBOM I'PaHUILIBI TEKCTOBOT'O TOJIS.

35.3. Ilewaraercst MpOMMCHBIME OYKBaMH OT JICBOH TPAHUITBI TEKCTOBOTO TTOJIS.

36. Kakoil BapuaHT 0o(OpPMJIEHUS 3arojioBKa K TEKCTY COOTBETCTBYET TpPeOOBaHUIM
['OCT P 6.30-2003?

36.1. [leuataercs OT JI€BOW TpaHULBI TEKCTOBOTO MOJS, C OTJCIEHUEM OT MPEIblIyLIero
pekBu3nuTa 2-3  MEXKCTPOYHBIMH  HWHTEpBAIAMH, U TI'PaMMATHYECKH COTJIACYeTCs ¢
HalMEHOBAHMEM BHJIA IOKYMEHTA.

36.2. Ileyaraercsi ¢ MPONUCHON OYKBBI MONYKUPHBIM IIPH(PTOM 1O HEHTPY TEKCTOBOTO
nojas yepe3 1 MEXCTpOUHBIH MHTEpBal W OTHENAETCS OT MPEIbIAYIIEro PpeKBU3UTa 2
MEKCTPOUYHBIMU MHTEPBAJIAMH.

36.3. IleyaraeTcst MPONUCHBIMU OyKBaMM IO LIEHTPY TEKCTOBOT'O IOJI U OTAENSAETCS OT
NPEBIAYIIEr0 PEKBU3UTA 2 MEKCTPOUHBIMUA HHTEPBAJIAMH.

37. Kak JomKeH BBIpaBHMBATbCA TEKCT B JOKYMEHTaX, pa3pabaThiBaeMbIX
rOCyJapCTBEHHBIMH OpraHaMu?

37.1. Ilo neBoil rpaHuLle TEKCTOBOIO MOJIS.

37.2. Tlo ipaBoii rpaHuIle TEKCTOBOTO MOJIS.

37.3. Ilo neBoii 1 mpaBoi rpaHULIAM TEKCTOBOTO TOJIS.

37.4. Tlo cepenuHe TEKCTOBOTO MOJIS.

38. Ha kakoM paccTOSHUU OT JE€BOH TpaHMIBl TEKCTOBOTO MOJS JOJKHA HAUMHATHCS
nepBasi CTpoka ab3ara TeKCTa yIpaBJIeHUYECKOTo TOKyMeHTa?

38.1. 1,5 cm.

38.2. 1,25 cm.

38.3.1cm.

38.4. 0 cm.

39. CKONBKO MEXKCTPOYHBIX HHTEPBAJIOB PEKOMEHJ0BAHO YCTAHABIMBATH MEXKIY
CTPOKaMH TEKCTa YIPaBJICHYECKOTO TIOKyMeHTa?

39.1. 1 MeXCTpOUHBII HHTEPBAJL.

39.2. 1,5 MEXCTPOUYHBIX MHTEPBAJIA.

39.3. 1,5-2 MEeXCTpOUHBIX HHTEPBAJIA.

39.4. 2 MeXCTpOYHBIX UHTEPBAJIA.

40. Kakue u3 MepevyrcIeHHbIX CTaHIApPTOB DPErJaMEeHTUPYIOT O(OpMIIEHHE TEKCTa B
TabnumaHon hopme?

40.1. TOCT P 1.5-2002.
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40.2. TOCT 2.105-95

40.3.TOCT 6.10.5-87.

40.4.TOCT P 6.30-2003.

41. Kakoii BapuaHT pa3MelleHus TaOIullbl B KOMOMHUPOBAHHOM TEKCTE€ COOTBETCTBYET
TpeOOBaHUAM I'OCYJJapCTBEHHOI'O CTaH1apTa’?

41.1. Pa3memiaercs cpasy MoJi CBSA3HBIM TEKCTOM, T'/Ie OHA BIIEPBbIE YIIOMUHAETCS, WM HA
CIEAYIOLIEH CTPAHULIE.

41.2. Pa3memiaeTcs Ha CleAylOUIEH IMOCIE MEPBOTO YINOMHUHAHUS CTPAaHMIE, WU B
IPUIIOKEHUU.

41.3. Pa3meniaeTcst B MPUIIOKEHUH K OCHOBHOMY JJOKYMEHTY.

42. Kakoii BapuaHT O(OpMIICHHS 3aroJioBKa K TaOJHUIE COOTBETCTBYET TPEOOBaHUSIM
roCy/IapCTBEHHOIO CTaHAapTa?

42.1. Pa3mentaercs nepes Tabnuiei, neyaTaeTcsi MIPONUCHBIME OYKBaMH, TOYKa B KOHIIE
HE CTaBUThHCS.

42.2. Pa3memiaercs Haja TaOnuied, meyataeTcs C HPOMHCHOW OYKBBI IOIYKHPHBIM
npudToM, TOUKa B KOHIIE HE CTaBUTCS.

42.3. Pa3memiaercs 10 TaOauUIbl, I€YATAETCS C MPONMCHON OYKBBI U BBIPABHUBAETCS 10
HEHTPY.

43. TocynapCTBeHHBIH CTaHAAPT JOMYCKAET BKIIFOUYCHHE B TAOJIHIY CaMOCTOSTEIHHON
rpadsr «Homep no mopsnky»?

43.1. Na.

43.2. Her.

44, Tnme creayeT CTaBUTh TIOPSAKOBBIE HOMEpa TIOKazaTelled B Tabmuie mpu
BO3HUKHOBEHUH HEOOXOIMMOCTH X HyMeparuu?

44.1. B rpae «Homep no nopsaaxy».

44.2. B OokoBuKe TaOMUIBI HEMOCPEACTBEHHO IMpe] HAaUMEHOBAHUSAMHU TOKa3aTeseil
(cTpok).

44.3. Ilocne HaMMEHOBaHMS IOKa3aTelNen.

45. Kakoil rocyIapCTBEHHBIN CTaHAApT NpeaHa3HaueH sl peryiaMeHTanuu OhOpMIICHUS
OTYETOB MO HAYYHO-UCCIEOBATENIbCKMM pabdoTaM, B TOM uHcie pedepaToB, KypCOBBIX,
KBIHM()MKAIIMOHHBIX U APYTHX pabOT HayyHOro xapakrepa?

45.1.TOCT 1.5-2002.

45.2. TOCT 2.105-95.

45.3.TOCT P 6.30-2003.

45.4. TOCT 7.32-2001.

46. B xakoM 4mclie YKa3bIBAIOTCS 3ar0JOBKH U MOA3ar0JI0OBKH rpad) Ta0iuibI?

46.1. B eIMHCTBEHHOM.

46.2. Bo MHOKE€CTBEHHOM.

47. B KakoM BapuaHTe MPaBUIbHO OQOpPMIIEH pPEKBU3UT «OTMETKa O HaJIUYuu
IIPUJIOKEHUS», €CIIM B TEKCTE CONPOBOJUTEIILHOTO MMCbMa HET YIIOMUHAHMSI O TIPUIIOKEHUU?

47.1. llpunoxxenue: 1. CupaBka 0 COrIaCOBaHUM MPOEKTa Ha 4 J1. B 1 3K3.

2. OT3bIB IO IPOEKTY Ha 2 JI. B | 3K3.

47.2. llpunoxxenue: Ha 6 1. B 1 7K3.

48. Ha kakoM »3K3eMIULIpE paclOpsAUTEIbHOIO JOKYMEHTa IPOCTaBISAIOTCS BU3bI
COTJIaCOBaHUSA:

48.1. Ha nepBomM, ocTaroiiemMcs B JIee.

48.2. Ha BTOpOM, C KOTOPBIM pabOTaJl UCTIOTHUTEIb.

49. Ha xakoM 3K3eMIUISIpe NUChbMa MPOCTABIISAIOTCS BU3BI COTIACOBAHUA?

49.1. Ha nepBom, oTIpaBisieMOM ajpecary.

49.2. Ha BTOpOM, OCTaromemcs B Jelie.

50. Kakoil w13 BapuaHTOB 3aBepeHUs KOMHH COOTBETCTBYET TpPeOOBaHUIM
roCy/IapCTBEHHOIO CTaHAapTa?
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50.1. Bepno
Cexkperapb Jluunas noonuco A.U. NBaHoB
12.02.2007

50.2. BepHo
Jluunas noonucoe AWM. VIBaHOB

50.3. C noajIuHHBIM BEPHO

Cekperapb Jluunas noonuco A.N. NBanos
12.02.2007
50.4. Konus BepHa
Jluunas noonuco A.W. ViBanoB
12.02.2007

51. Kakoit BapuanT oopmiieHHsT HAUMEHOBAHUS BHJIa YIPABICHUECKOTO JOKYMEHTa Ha
OnaHKe C TPOJOJIBHBIM pa3MENICHHEM PEKBU3UTOB COOTBETCTBYET TpeOoBaHMAM THUIOBOM
WHCTPYKIMEHN MO JeNONPON3BOACTBY B (efiepaibHbIX OpraHax UCIOIHUTENbHOMN BiIacTu?

51.1. Tlewaraercs UPONUCHBIMH OYKBaMH, BBIACHSETCS MOMYXHUPHBIM IIPUPTOM H
BBIPABHUBAETCS 110 LEHTPY.

51.2. leyaraercs ¢ MPONMUCHON OYKBBI U BBIPABHUBACTCSI 10 LICHTPY.

51.3. Ileuataercss MPONMUCHBIMH OyKBamMH OT JI€BOW TpPAHUIBI TEKCTOBOIO TMONSA U
BBIJIETISIETCS TOTYKUPHBIM LIPUPTOM.

52. Kak Ha3bIBaeTcsi HAOOpP PEKBU3UTOB MHCHMEHHOT'O JOKYMEHTA, PacIlOIOKEHHBIX B
OTIpeIeNIEHHOM MOCIIE0BATEIbHOCTH?

52.1. biiaHK KOHKpPETHOTO BUJa JOKYMEHTA.

52.2. ®opmynsip-oOpaszel JOKyMEHTa.

52.3. ®opmynsp TOKyMEHTA.

53. Kakue OpraHu3alMOHHbIE JIOKYMEHTHl B TOCYJAapCTBEHHOM  YUPEXKICHUU
YTBEP>KIAFOTCS TOJIBKO PyKOBOAUTENEM?

53.1. ITonoxxeHue 00 yupeKICHHUH.

53.2. [lonoxeHus 0 CTPYKTYPHBIX MOAPA3ACTICHUSIX.

53.3. JIOIKHOCTHBIE MHCTPYKIIMH.

53.4. llltatHO€ pacnucaHue.

53.5. IlpaBuiia BHYTpEHHETO paciopsiika.

54. KT0 HeceT OTBETCTBEHHOCTD 3a Ka4€CTBO ITOATOTOBKH ITPOEKTA IIPUKa3a?

54.1. PykoBomuTenu moapa3feieHUl WIM JOJDKHOCTHBIC JIHIA, KOTOPHIE TOTOBIT H
BHOCST IPOEKT IPUKa3a.

54.2. PykoBOIUTENH OpraHU3aIIH.

54.3. Cnyx6a 1I0Y.

55. KT0 KOHTpOAMpYyeT NPpaBUIbHOCTh O(hOPMIIEHHS POEKTA MpuKasza?

55.1. PykoBoauTenp opraHu3aluy.

55.2. Cnyx6a J10Y.

55.3. JIOIKHOCTHOE JINLO, TOANKCHIBAIOLIEE ITPUKA3.

56. 3aBepsieTCs JIM MMEeYaThIO MOMUCh PYKOBOIUTENS HA TIPUKa3e?

56.1. Jla.

56.2. Her.

57. Yto 03Ha4aeT BU3a IOPUCTA HA MIpUKa3e?

57.1. BHyTpeHHee coryiacoBaHHWeE, IMOATBEPXKIAIOIIEE, YTO IPUKA3 HE IMPOTHBOPEUUT
3aKOHY.

57.2. O0s3aTeNbHBIA PEKBU3UT MIPUKA3a, MPUIAIOMINNA MY IOPUANIECKYIO CHITY.

58. YUro sBasieTcs 1aToi MpoToKosia?

58.1. Jlara noanucanusi NpOTOKOJIA.

58.2. Jlara 3acenanus.

58.3. JlaTa peructpanuu npoToKoa.

59. 3aBepsr0TCS JIM MOANUCH B IPOTOKOJIE MEYaThIO?
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59.1. Jla.

59.2. Her.

60. OtmerbTe mpaBWIBHBIA CHOCO0 OGOpPMIIEHHS BBINHCKHM W3  IPOTOKOJIA,
npeIHa3HauYeHHON AJI UCTIOJB30BaHUsl BHYTPH OpPTaHU3allN:

60.1. CkomupoBaTh 3arojOBOYHYIO YacTh IMPOTOKOJIA M COOTBETCTBYIOIIUN BOIPOC,
KOIHUIO 3aBEPUTH MOJIHICHIO CEKpeTapsl.

60.2. CxonupoBaTh 3aroJIOBOYHYIO 4acTb, MYHKT MOBECTKH JHS, 110 KOTOPOMY JAeTCs
BBIMKCKA, TEKCT MPOTOKOJIA, OTHOCSIINNCA K JTaHHOMY BOIPOCY; KOIHIO 3aBEPUTH IMOAMHCHIO
CeKpeTaps, C yKa3aHHEeM JJOJDKHOCTH, HHUITAJIOB U (haMHJTUH.

60.3. CHATh KOMHIO ¢ TIOJIMHHUKA (OPUTHHAIIA), KOTIHIO 3aBEPUThH MIEYATHIO.

61. Ha xakom cnyxeOHOM THUChbME MpPOCTaBIseTCS peKBU3UT «CchUika Ha
PETUCTPALIMOHHBIN HOMEpP U J1aTy JOKyMEHTa»?

61.1. ITuceme-poceoe.

61.2. UadopManimOHHOM TTHCHME.

61.3. ConpoBOIUTENTLHOM MHCHME.

61.4. OTBeTHOM NKCHME.

62. Kakoe onpeneneHue JOKyMEHTOO00pOTa SIBJISETCS CTAHJAPTHHIM?

62.1. JIBuxeHne JOKYMEHTOB B OpPraHU3allid ¢ MOMEHTAa WX CO3JAaHMS JO 3aBEPLICHUS
VCIIOJTHEHUSI.

62.2. JIBm>KeHHe JOKYMEHTOB B OPTaHU3AlUK C MOMEHTA X CO3/IaHUS WM MOTy4eHUs 10
OTIIPABJICHHUS.

62.3. JIBmkeHue JOKYMEHTOB B OPTaHU3allMKd C MOMEHTA UX CO3JaHHs WU TOTyYeHUS 10
3aBEpPLICHUS UCTIOJIHEHUS WM OTIPABICHHUSL.

63. KakuM HOpPMAaTHBHO-METOAMYECKUM JTOKYMEHTOM YCTAaHOBIJICHBI OOIIME MPUHIIUITBI
OpraHu3alu J0KyMeHToobopoTa?

63.1. OcnoBHbIMU TIOT0)keHUsIMHU ['CI[OY.

63.2. TumoBoil WHCTPYKIMEW IO MAEJONPOU3BOACTBY B (edepaibHBIX OpraHax
WCTIOJTHUTENbHOM BJIACTH.

63.3. OCHOBHBIMU NpaBUIaAMHU pabOTHI APXUBOB OpraHU3aLUI.

64. Kakoe 13 ornpeaeneHuil perucTpaiuu JOKyMEHTOB SIBIISIETCS CTaHAAPTHBIM?

64.1. BHecenue cBeIeHU O JOKYMEHTE B PETrHCTPAIMOHHBIE (JOPMBI.

64.2. 3anucek y4eTHBIX JaHHBIX O JOKYMEHTE 110 YCTaHOBIIEHHON (opme, pukcupyromas
(akT ero co3aHus, OTIPABICHUS WIH MTOJY4YEHUS.

64.3. IlpocraBieHne Ha TOKYMEHTE OTMETKH O €0 MOCTYIUIEHUH B OPraHN3alHIo.

65. Kakue NOKYMEHTHI B COOTBETCTBHHM C TPEOOBAHHMSIMU HOPMATUBHO-METOIUYECKUX
JIOKYMEHTOB TOJUIEKaT pErucTpanuu?

65.1. Bce JOKyMeHTBI, TOCTYTAOIIIE B OPraHM3aIMIo U CO3/1aBacMbIC B HEH.

65.2. Bce 10KyMeHThI, TpeOyIOIIHMe yueTa, UCIIOJHEHHs M HCIIOJIb30BaHUs B CIIPAaBOYHbBIX
LEJISIX.

65.3. Bce mocrynarmomue M cO3laBaéMble B OpraHU3alMd JOKYMEHTBI, IMOAJIEXKAINE
KOHTPOJIIO.

66. CKOIIBKO pa3 MOTYT PETUCTPUPOBATHLCS YIIPABICHUECKUE JOKYMEHTBI B COOTBETCTBUU
¢ TpeOOBAHUSIMH HOPMATUBHO-METOANUECKUX JTOKYMEHTOB?

66.1. OnuH pas.

66.2. He Gonee nByx pas.

66.3. Ctonbko pa3, CKOJBKO JOKYMEHT B XOJ€ JBIJKEHHUS IOCTYHaeT B HOBYIO
OpraHHU3aIuIo.

67. B Kakux JOKYMEHTaX psAOM C PErHCTPAllMOHHBIM HOMEPOM YKa3bIBaeTcs OykBa «JI»
i «K»?

67.1. B noKJIaIHBIX 3aITUCKAX.

67.2. B npukaszax no OCHOBHOM A€STEIbHOCTH.

67.3. B npukazax 1o JMYHOMY COCTaBY.
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68. KakuMu HOpMAaTMBHO-METOJWYECKUMHU JAOKYMEHTaMH PErIaMEHTHPYETCSI KOHTPOJIIb
UCIIOJTHEHUS IOKYMEHTOB?

68.1. OcaoBabIMU TTOOKeHUsIMH ['CIOY,

68.2. TumoBod WHCTPYKIHMEH 110 JAEJIONPOM3BOACTBY B (demepalibHBIX OpraHax
WCIIOJIHUTEJIBHOM BJIACTH.

68.3. MexoTpacieBbIMH YKPYITHCHHBIMH HOpPMaTHBaMH BpeMeHH Ha PabGoTel 10
JOKYMEHTAITHOHHOMY 00€CIICUEeHHUIO YIPABICHHS

69. Kakme HOKyMEHTBHI B COOTBETCTBHHM C TPeOOBAHHUSIMH HOPMATHBHO-METOANYECKUX
JIOKYMEHTOB MOJIJIEKAT KOHTPOIIO?

69.1. Bce 3apeructpupoBaHHbIC IOKYMEHTHI.

69.2. Bce 3aperucTpupoBaHHbIE JOKYMEHTBI, TPEOYIOIIHE NCTIOTHEHUSI.

69.3. JIoKyMeHTBI, O TIIOCTaHOBKE KOTOPBIX Ha KOHTPOJIb IIOJIYYEHBI YKa3aHHS
PYKOBOJUTEIIS.

70. Kem ycTaHaBIMBaIOTCS MHIMBUTYaTbHBIE CPOKU UCTIOTHEHUSI JOKYMEHTORB?

70.1. Cnyxo6oii IOY?

70.2. PykoBoUTENEM CTPYKTYPHOTO MOAPA3ICIICHUS, TI€ UCTIOIHAETCS JOKYMEHT.

70.3. PykoBoauTesieM opraHu3aiu.

6.2 Jlokaansl u pedepatsl

Pedepar nomxen ObITh HAOpaH Ha KOMITBIOTEPE U paclieyaTaH.

Pedepar npeacrapnsercs Ha nuctax popmara A4.

OcHoBHbIe TpeOoBaHUA K 0popMIIeHHIO TeKCTa pedepara:

- TIOJISL - TIO 2 CM C KaXJI0i CTOPOHBI,

- mpudt «Times New Romany, 14 kerins;

- MEXCTpPOUHBII uHTEepBal — 1,5;

- ab3amHebIil oTeTym — 1,25 cm.

Crpanuibl paboThI TOJKHBI OBITH TPOHYMEPOBAHBI (IEPBOIl CTpaHUIICH CUUTAETCS
TUTYJBHBIN JIMCT, HA KOTOPOM HOMEP CTPAHUIIBI HE CTABUTCS).

Tabnuiel, hopMynsl, rpaduueckre MaTepuanbl, CHOCKH K IPUMEHEHHBIM B paboTe
[IUTaTaM, TEKCTaM 3aKOHOB, APYTHUX HAYYHO-JIUTEPATYPHBIX HICTOYHUKOB, TPHIIOKCHHS
odopmisitores B coorBerctBuu ¢ 'OCT 7.32-2001

O6pa3zer opopmiteHUs TUTYJIBHOTO JIMCTa PabOTHI MPUBENIEH B npuioxkenun 1. Ha
TUTYJIBHOM JIMCTE 0053aTeNbHO JOKHBI ObITh YKa3aHbI 1aTa BBHIIIOJIHEHHUS, CPOK MTPEICTABICHUS
paboTHI B YHUBEPCHUTET, CTOSITH JIMYHASI ITOJITUCH CTY/CHTA.

B kon1ie paboThl HEOOXOAUMO MPEACTABUTH CIIUCOK MCIIOJIb3YEMOI JIUTEpaTypsl 10
npasmiaM, 3akperieaasiM [OCT 7.1-2003 .

IIpuMepHBIi nepedyeHb TeM pedepaToB M 10KIA10B

1. CyIIHOCTB, CTPYKTYpPa U BOJIIOLIMS OTEUECTBEHHOTO JIEIOIPOU3BOJICTBA

2. I'ocynapctBenHnoe perynupoBaHue JOKYMEHTAllMOHHOT O obecrieyeHus
yIpaBJICHUS

3. OCHOBHBbIE OHATHS U TEPMUHOJIOTHS TOKYMEHTUPOBAHUS

4. TpebGoBaHus K TOKYMEHTHUPOBAHUIO YIIPABJICHYECKOH 1€ATEIbHOCTH

5. [IpaBuna mnoaroToBKkM M OGOPMIIEHUS OTACIBHBIX BHJOB YIPABICHYECKHX
JIOKYMEHTOB

6. Opranuzanus ciry>k0bl TOKyMEHTaIlMOHHOTO 00ecTiedeHus yIpaBIeHHs

1. Opranu3anus J0KyMeHT0000poTa
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7. CHUCOK JINTEPATYPbI
OcHoBHasl 1uTEpPaTypa
1. Tmamuit E.B. JIoKyMeHTaIlMOHHOE obecrieueHue VIIPaBJICHUS: Y4eOHoe
nocooue/I'maguitE.B. - M.: U1 PUOP, HUL] NUH®PA-M, 2016. - 249 c. DneKkTpoHHBIN
pecypc
2. T'ymuna M.A. JIoKyMEHTAIlMOHHOE OOCCIICUCHHUE YIPABJICHHUS B COIUAIBHO-KYJIBTYPHOM
cepBuce u TypusMme: YueOHoe mocobue / ['ymuna U. A., 3aiinesa H. A. - M.: Anbsda-M,
HUIL UHDPA-M, 2015. - 240 c. D1eKTpOHHBIN pecypc

JlonoJIHUTeIbHAS JIUTepaTypa

1. bepesunaH.M., BoponnosaE.I'., JlsicenkoJI.M. CoBpemeHHOE AeT0npOU3BOACTBO:
Yyeobnoe mocodue.-CI16.:ITutep,2004.-256¢.
2. bacakoB M.U. J[lenompousBonactBo: YueOHoe mocobue mis CIIO.- M.:JlamkoB u

K.,2005.-336c.

3. HemonpousBoacto: Yuebnoe mocobue/ Ilox pen. T.B.Ky3unenosoii.- M.:@opym.2011.-
256¢.

4. KupcanosaM.B.,AkcenoBlO.M.Kypc JIeJIONPOU3BOACTBA: JIoKyMeHTallMOHHOE

oOecrieyeHue ympasieHus: YueoHoe nocodue.- M.:MHOPA-M.,2008.-367c.
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