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OBIIUE MOJIOXEHUS

1.1. TIlosicHuTe/NbHas 3anHCKA.

AKTyanbHOCTH M 3Ha4yeHHe Y4eGHOM JUCUMIUIMHBI «JlOKyMEHTALHOHHOE
COIPOBOXIEHUE IIPOLIECCOB YTPABJIEHMS NEPCOHANOM» OIPEAENSIOTCS TEM, YTO
OHa M3y4aeT MpaBriia ¥ HOPMBI OTEYECTBEHHOI'O JIEJIONPOM3BOJICTBA 110 HauboIee
pacrnpoCTpaHeHHOW H O0LIEeYNOTPeOUTENIBHON KaTErOpHH [eOBBIX J0KYMEHTOB
OPraHU3allMOHHO-PACHIOPSAUTENBHBIX, TMPAaBUNAa  COCTABICHUS  JIOKYMEHTOB,
OTPaXaloIMX TPYAOBBIC OTHOIIEHUS pabOTHUKA U paboronartelns, U JOKYMEHTOB
0 INYHOMY COCTaBy OpraHHU3allku.

Ieawb: nare 3HaHHA, HEOOXOAWMMBIE Ui IPABHJIBHONO COCTABICHUS H
oopmIIeHHs JOKYMEHTOB, BO3HHMKAIOLIUX B MpOIecce TPUHATHS M pealn3al[ii
YHOPaBJICHYECKUX PELICHUH, OCBOUTH A3bIK M CTUIIb CILy)KeOHOM JOKYMeHTaIWH,
O3HaKOMHUTb C NPUHLHMIIAMH PalMOHAIbHOM MOCTAHOBKHA IEIONPOU3BOACTBA C
LIeJIBI0 OIEPaTUBHOIO U 3()(peKTUBHOTO YIIpaBIeHUs (HPMOI.

3agaun yueOHOM THCHMILIMHBI:

— O3HAKOMHTH  OOydYaroIMxcs C  TPOLECCOM  JOKYMEHTHPOBAHMS
JACATCIIBHOCTH COBPEMEHHOTO MPEANPUATHS, C PasHOBUIHOCTBIO JIOKYMEHTOB
YIpaBIeHYeCKOM JIeATeTbHOCTH;

— HAyYWTh TIpaBUJIaM COCTaBJIEHUS M OQOPMIIEHUS OpraHU3aLMOHHO-
pacnopsiIUTEeNIbHBIX ~ JOKyMEHTOB B COOTBETCTBUM C  TpeOOBaHHSIMU
rOCYyIapCTBEHHBIX CTAHAAPTOB M HOPMAaTUBHBIX JIOKYMEHTOB Ha YIIPaBJIEHYECKYIO
JOKYMEHTALHUIO;

— TO3HAKOMHUTE C OpraHM3alueii T0KyMeHT0000pOTa B OpraHu3alHsX.

Komnerenuuu oby4awumuxcsi, ¢popmupyembie, a Takxe NOAJeKaNIHe
COBEPIICHCTBOBAHHKIO B pe3y/ibTaTe OCBOCHHS IHCHHILIHHBI / MOy 15,

B pesynbrare  OCBOGHMS — OUCUMIUIMHBI  OOy4alOmMHCS  JOIKeH
JEMOHCTPUPOBATH CIIEYIOLUe pe3yIbTaThl 00pa30BaHuUs:

Cnoco6HOCTh BeCTH A0KYMEHTALHIO N0 YYeTy U ABHKeHHI0 kanpos (ITK-
1)

3HaTB: MOPANOK O(OpPMIEHHS, BeAeHHUS W XpaHEHHS JIOKYMEHTOB IIO
nepcoHainy; TpeboBaHMs 3aKOHOAATelNbCTBa Poccuiickoit ®@exepanuu 110
OhGOPMIICHUIO TPYAOBBIX OTHOIIEHHH, BOHMHCKOMY YYETY, YBEIOMJIEHHIO W
NPEICTaBIIEHUIO OTYETHOCTH B TOCYJapCTBEHHBIE OpraHbl  CHEHaIbHBIX
KaTeropuii pabOTHHUKOB: HMHOCTPAHHBIX pPAaOOTHUKOB W JMIl 03 I'paXkIaHCTBA,
UHBAIMO0B, JIML, WMMEIOLIMUX TapaHTHH H®  JIBrOTBl, YyCTAHOBJIEHHBIE
3aKOHOIATENIbHO, U APYIUX CHEeLHalbHBIX KaTeropuid; HOPMATHBHBIE MPABOBHIE
aKThl, OIIPeZIeAIoIIe HOPMBI TPy 10BOro npasa Poccuiickoit @enepaiiuu; npasusia
BEJICHHS JICJIOBOM INEeperucKy; 3akoHomaTenbcTBO Poccuiickoit Penepanuu o
MEePCOHATILHBIX TaHHBIX.

YMerb: [10KyMEHTHPOBaTh TPYAOBblE OTHOLIEHUS Pa3IAYHBIX KaTErOpHii
pabOTHUKOB M CHELHATBHBIX CyOBEKTOB TpPYAOBOrO IpaBa B COOTBETCTBHH C
JIEHCTBYIOIAM 3aKOHOJaTeNnbcTBOM Poccuiickoli @enepanu, periiaMeHTaMu
(cranmapramMu) JOKyMEHTOOOOpOTa OpraHu3allii; BECTH YYET W PErMCTPaLdio



JNOKYMEHTOB B MH()OPMAlMOHHBIX CHCTEMax W Ha MATEPUAIBHBIX HOCHTEISX;
BeCTH  JICNIOBYIO  IIEPEIMCKY,  JOKyMEHTOO0OpOT,  periaMeHTHPOBaHHBIN
3aKOHOaTeabCTBOM Poccuiickoit Penepaiiuu B 001aCTH TPYIOBLIX OTHOIUEHHIH, C
pabOTHMKAaMM, BHELIHMMHM KOHTpareHTaMM W TpaXJaHaMH;, oOecrneyuBaTh
cobimozneHue TpeboBaHMN 3aKOHOJATENLCTBA PoccHiickoit Qenepauun  H
KOPIOPAaTUBHEIX IONMTHK B 001actd 00pabOTKM TMEepCOHANBHBIX JAHHBIX U
KOH(QUIAECHIIMATBHON HH()OPMAIIH

Hmerr HaBpikM H (WJIH) ONBIT AEATEJbLHOCTH: BJIAJETh HABBIKOM
ohopMIIeHUSI IOKYMEHTOB, perJiaMEHTHUPYIOIMX TPYJOBBIE OTHOLIEHHS C
KOHKPETHBIM pabOTHUKOM; BJIaJIeTh HAaBBIKOM IOJrOTOBKA WU O(GOPMIIECHHMS 10
3anpocy pabOTHUKOB M JOJDKHOCTHBIX JIMII KOIHH, BBIMHCOK H3 KaIpOBBIX
JIOKyMEHTOB, CIIPaBOK, UH(QOPMAIUH O CTaXe, JIbroTax, rapaHTHIX, KOMIIEHCALUAX
U MHBIX CBEJIeHUH 0 pabOTHHUKAX;

1.2. Copep:kanue yueOHOH qHCHMIIHHBI.
O0bem yuyeOHOH JHCUHILIMHBI H BHABI Y4eOHO#H padoThl

Buabl yue6Ho# paboTbi Yacos
TpymoeMKOCTb, BCEro 26
AynuTOpHBIE 3aHATHS, B TOM YHUCJIE: 8
Jlexmmm B
IIpakTuueckue 3aHATHS 4
CamocrosrensHas pabora 18

Tema 1. JlokyMeHTbI H CHCTEMA JOKYMEHTAHH.

IlonsaTre 0 NOKyMEeHTaX, HCTOPHsA BOSHHUKHOBEHHUS MUCBMEHHBIX JOKYMEHTOB,
HX3Ha4Y€HUE B XKU3HEeITelIbHOCTH itojiei. Kitaccudukanus 10KyMeHTOB.

ITonsiTHE HEIONPOM3BOACTBA, POJb [EIOMPOU3BOJCTBA B XO3sHCTBEHHOM
NEeATENIbHOCTH mpennpuatuid. Vctopusi pa3BUTHSL CHUCTEMbI T'OCYIApCTBEHHOTO
nenonpousBoicTBa B Poccun. O630p rocygapCTBEeHHBIX CTaHAAPTOB M APYTHUX
HOPpMaTHBHBIX ,ILOKYMGHTOB B obiacTH AeJIONPOHU3BOACTBA. TTousartue 00
YHUDUKAUUU M CTaHOAPTH3AIHMH JTOKYMEHTOB. I[loHsATHE YHUGMDHUIMPOBAHHBIX
CHUCTEM JIOKYMEHTalluM, 3HauyeHWe YHU(DUIUPOBAHHBIX (OPM JIOKYMEHTOB.
Metonsl 06paboTku MHPOpPMAHK C TMPUMEHEHHEM COBPEMEHHBIX TEeXHHYECKUX
CPEACTB, KOMMYHHUKALMI U CBA3U, BBIYUCITUTENLHON TEXHUKH.

Tema 2. IlpaBuaa coctaBjieHuss U opoOpMJIEHHS  OCHOBHbLIX
AJMHHHCTPATHBHBIX TOKYMEHTOB.

PexBu3uThEl ynpaBneHYeCKUX MAOKYMEHTOB M IIpaBUia UX OGOpMIIEHHUS.
Dopmysip-obpaser] kKak Mojelnb yHU(PUIMPOBAHHON (OpPMEBEI AOKyMeHTa. Buisl
cily>)keOHBIX OJIaHKOB M IIpaBHJIa UX NMPOeKTHpoBaHus. [IpaBuia MalIiHONKUCHOTO
odopmiieHHs TeKCTOB: (hOpMaThl, Mo, 0hOpMIICHHE 3ar0JOBKOB, TAOJIHUIl U T.II.
Bunst pacrnopsIUuTeIbHBIX JIOKYME@HTOB: NIPUKa3HL, pacIiopsKeHus,
IIOCTAHOBJIEHHUsI, peleHus. [lopsiok M30aHUS TNPUKA30B [0 OCHOBHOM
nearenbHocTH. OCHOBHBIE PEKBH3UTHI, TpeOOBaHHS K TEKCTY IIPUKA30B IO
OCHOBHOI [eSTeNbHOCTH MPeANpUusTHi. YcTaBel U IOJIOKEHUS: OCHOBHEIE




PEKBU3UTHI, CTPyKTypa Tekcra, mnpaBuira odopmiuenus. JloKHOCTHBIE
MHCTPYKIMH: OCHOBHBIE DPEKBHM3MTBI, IOCTpoeHHe QopMyisipa, TpeGoBaHUS K
TEKCTY [OJDKHOCTHOM MHCTpyKIHH. J[lpyrue opraHu3anoHHBIE OKYMEHTEHI:
1paBujia BHYTPEHHEro TPYJOBOTO paclopsfika, CTPyKTypa M  INTaTHas
YUCIIEHHOCTb, IITaTHOe pacnucanue u T.a1. CocraBnenue u  odopmieHHe
JIOrOBOPOB, NPOTOKOJIOB Pa3sHOTJIACHM, NPeTeH3Wi, aKTOB U Ap. PasHOBHUIHOCTH
JAHHBIX BHOB [IOKYMEHTOB, OCHOBHBIE PEKBU3UTHI, TpeOOBaHUsA, MPEIbsBIAEMbIE
K TEKCTy JOKyMeHTOB. (OCHOBHBIE BHIABI CIPABOYHO-UHGOPMALIHOHHBIX
JOKYMEHTOB: IIPOTOKOJBI, CIyXKeOHble 3alMCKH, CIpPaBKH, KOPPECMOHIEHIIHs,
CBS3aHHAs C IIPOBEJCHUEM IEpHOJMYEcKUX MeponpusitHid u T.1. [lopsmok
oopmiieHuss JAHHBIX JOKYMEHTOB, OCHOBHBIE pEKBH3UTBI, TpeOOBaHMs,
IpeabsBsieMble K TEeKCTY JOKyMeHTOB. Kiaccudukanus CiyKeOHBIX IHCEeM:
3aIpoChl, 3aKa3bl, FapaHTUWHbBIE TUCbMa, PeKIIaMHbIe ITUCbMa, TUCbMa-U3BEIeHNs,
HallOMUHAHUS, TIPETEH3UH U TpeOOBaHUs W T.I., OTBETHHIE MUChMa. [IpaBuia u
IIPUEMBI  COCTABIICHUS TEKCTOB: CTPYKTypa TeKCTa U JIOTHKA H3JI0KEeHHUS,
CTaHAapTHbE (pa3bl U BBIPAKEHHUS, TUINOBbIE TeKCThl. (OCOOEHHOCTH sI3bIKa
IIeJIOBOTO IOKYMEHTA: CTUIMCTUKA, JIEKCHKA, ITUKA, TEKCTOBbIE COKPAILEHUS U T.I1.

Tema 3. CocraBienue u opopmiieHHe KaJpPOBBIX JOKYMEHTOB.

CoBpemeHHBIE  KaJpoBble CIHyKOBI, HX Ha3HAaUeHHE MW MeCTO B
OpraHM3allMOHHON CTPYKType mnpeanpustus. JlOKyMEeHTHI, BO3HHKAIOLIHE B
IpoLecce MBHKEHHs KaapoB: OCHOBHBIE IPOILEAYPHI, BBIMOJHIAEMBIE IPH
Oo(OpMIIEHUU JIBHIKEHMS TIEPCOHAA U CO3/IaBaeMble B CBS3M C OTHM JIOKYMEHTHI.
CocraBnenuve #  odopmileHHE  XapaKTepUCTHK, pe3itoMe,  noprdonuo,
PEKOMEHJATEeNbHbIX WM JPYIMX IHCEM, BO3HUKAWOIIMX B  IIpolecce
TpynoyctpoiictBa. OdopmiieHHe U BeleHUE TPYAOBBIX KHHXKEK: MpPUMEHsEMbIe
(OpMYIHPOBKH, MOPSIOK BHECEHHUS 3allicell B TPYIOBYIO KHH)KKY U U3MEHEHHH B
3anucu. OdopmiieHHe W BeIeHHE JINIHBIX KApTOYeK M JIMYHBIX JIEe]l.

1.3. IlepeyeHb OCHOBHOM H JONOJHHTEILHOMN JINTEPATYPHI.
OcuoBHas qTuTEpaTypA.

1. A6ynmanze, JI.I. [lokymeHTanmuoHHOe  oOecrneyeHue  ympaBJIeHHU:A
NepCOoHANIOM: YYeOHHMK ¢ NPaKTUKyM Ui CpeaHero mnpo(eccHOHAIBHOIO
obpazosanus / JI.I'. Abynanze, U.b. Beimpsokkuna, B.M. Macnosa. — 3-e u3n.,
nepepa0. u nom. — Mocksa: U3narensctBo FOpaiit, 2023. — 374 c.

2. Abynamze . I. JloxymeHTanmoHHOe o0ecrieyeHue YIpaBlIeHUS.
JlokymeHTO000pOT M zenonpou3BoAcTBO. — M.: FOpaiit, 2020. — 300 c.

3. bacakoB M. W. JlokymeHTauuoHHoe obecriedeHue ympasieHus (c
ocHoBaMH apxuBoseaeHus). — M.: KuoPyc, 2020. - 216 c.

4. bant B. C. JoxymeHnTtanuonHoe obecriedenue ynpapnenus. KOpunuueckas
TexHuka. — M.: IOpaiit, 2020. — 104 c.

5. BemkypoBa A. b. JlokymeHTalnHoHHOe ofecnedeHue YIpaBiIeHus.
VYyebHoe nocodue. — M.: lupexr-Meaua, 2020. — 170 c.



JononnuTenbHas JuTEpPaTYypa.
1. Jloponuna JI. A. JlokymenTanuonHoe obecriedeHue yrnpaieHus. — M.:
IOpaiit, 2020. — 234 c.
2. Kysuwenos M. H. JlokymeHTauuoHHOe obecrieueHne yIpaBiIeHuUs.
HoxymenToobopot u aemonpousBoacTso. — M.: FOpaiit, 2020. — 463 c.
3. Illyeanosa H. H. JlokymMeHTanuoHHOe obecrieueHue ynpapieHus. — M.:
FOpatit, 2020. — 266 c.
Pecypcsi
Nudopmanuonnblie cipaBouHbie cuecreMbl, MHTEpHET-pecypebl
(3aexTpoHHBIEe 00pa3oBaTelbHbIE pecypchbl)
1. DnexTpoHHO-OubIHOTEYHAs cHcTeMa Y HUBEPCUTETA;
2. O6pazoBarensHblii caliT Kuposckoro 'MYV (http://student.kirovgma.ru);
3. Ilnardopma JuIst cO3aaHKs U IPOBEIEHHS OHJIANH BeOHHAPOB,
BH/ICOKYPCOB, TeCTOB U ornpocoB Pruffme. com

2. YHEBHO-METO/JUMYECKOE OBECIHHEYHEHHUE JUCIIUIIVINHBI
2.1. MeTroanyecKkne peKOMeHIaMH JIsl IPenoiaBaTeis

Ilpu noAaroroBke M INPOBEJNEHUM 3aHATHI IpernojaBaTeNio HeoOXOIUMO
COOIOaTh cleyIoNue peKOMeH Al uu:

— K KaXJOMy ayJIMTOPHOMY 3aHSATHIO IIpernojaBaTellb TI'OTOBUT IIaKeT
QUIaKTHYECKUX MATEPUaJIOB B 3JIEKTPOHHOM /WM TEKCTOBOM BapHaHTE;

— ayJIUTOpHBIE 3aHATHA COIIPOBOXKIaeT MYJIbTUMEIUAHBIMUA
IPE3eHTaLUAMH;

— QYJUTOpHBIE 3aHATHA TIPOBOAMT B MHTEPAKTHBHOM pEXUME, C
KCIIOIb30BaHHEM IIPHEMOB COBPEMEHHBIX 00pa30BaTeIbHBIX TEXHOIOTHIA;

— B Ipouecce o0ydeHHs mpegiaraeT oOydaromUMcs 3aJaHus s
CaMOCTOATENbHOM paboTel IO YIIyONeHWI0 M pacIIMpPeHHIO 3HaHUHK, Ui
GopMupoBaHHS M COBEpIICHCTBOBAHHMS YMEHHH U IPAKTHYECKUX HABBIKOB,
o0ecrieunBaroIMX KauecCTBEHHOe YCBOGHUe yueOHOro MaTepuaa.

IIpu moaroroBke K MpakTUYECKOMY 3aHATHIO IPEMOIaBATENNI0 HEOOXOIUMO
YTOYHHUTH MJaH €ro TMPOBEJEHHMA, NPOoAyMaTh (OPMYIHPOBKH H COJAEpKaHHE
YYEOHBIX BOIPOCOB, BBIHOCHMBLIX Ha OOCYXIEHHE, O3HAKOMUTBLCS C HOBBIMH
nyOnuKanuMsMyd 10 TeMe 3aHATHS W COCTAaBUTh CIIMCOK 00f3aTelnbHOM U
ZIOTIOJIHUTENIBHOM  JIUTepaTypbl IO BoIpocaM IuiaHa 3aHATusA. (Oka3siBaTh
METOJMYECKYIO IIOMOIIb OOydaroluMcsi B IOATOTOBKE [OKJIaJ0B, IUIAHOB H
IIpe3eHTalui.

B Xxoze mNpakTHYeCKOro 3aHATHA BO BCTYIHTEIBHOM CJIOBE PacKpBITh
TEOPETHYECKYI0 M IIPaKTHYeCKyI0 3HAuUMOCTh TeMbl 3aHATHS, OIIPEIEeIHUTh
MOPSIJIOK €ro INpoBe/IeHMs], BpeMs Ha oOCyXXIeHHe KaXIoro y4eGHOro BOIIpOCaA.
JlaTb BO3MOXHOCTH BBICTYNHTH BceM »kejatommm. llenecoobpasHo B Xxone
obcyxeHus: y4deOHBIX BOINPOCOB 3ajaBaTh BBICTYNAIOLUIMM M  ayJIWTOPHH
ZIOTIOJIHUTENIbHBIE U YTOYHSIOIME BOMPOCH! C LIEJIbI0 BBIACHEHHS MX MO3HMLMH MO
CyliecTBy obcyxkzaaeMbiX mpobnem. IloompATe BBICTYIJIEHHS ¢ MecTa B BHJIE
KpPaTKUX JOIMOJIHEHUH U MOCTAHOBKHU BOIPOCOB BBICTYHAFOIIMM U IIPENoaBaTellto.



Jis HarmAgHOCTM M 3aKpeIIeHws U3y4aeMOoro MaTepHhaia MpernojaBaTellb MOKET
MCII0JIB30BaTh MOJIENH, TaDIULIbl, CXEMBI, KApThl, MYJIbTHMEIUIHbIE TTPe3eHTaIlIH,
BUICO(UITBMEL.

B 3akmounTenbHON 4acTH MPAaKTHYECKOTO 3aHSATHS CJIEAYeT MOJBECTH €ro
WTOIM: J]aTh OOBEKTUBHYIO OLIEHKY BBICTYIUIEHMH Ka)XKIOTO OOYyYaloIierocs u
y4eOHOW rpynnel B LenoM. PacKpbITh MOJOXUTEIBHBIE CTOPOHBI M HEIOCTATKH
MPOBEIEHHOIO MNPAaKTHUYECKOro 3aHATHs. OTBETHUTH HAa BOIPOCH O0YYarOIIMXCH.
HasBatb TeMy ouepenHOro 3aHATHSL.

[TpoBOIUTH IPYIINIOBBIE U WHAMBUAYAlIbHBIE KOHCYIbTALMUA OOYYaIOIIMXCS,
PEKOMEHI0BAaTh B IIOMOINb y4yeOHbIe W ApyrHe MaTepUallbl, a TaKkKe CIPaBOUYHYIO
JTUTEpaTypy.

2.2. Meroanueckue yKazaHus AJs 00y4yaioumuxcs

B npouecce 06y4ueHus o0ydarorumMcs: Heo6X0IUMO BBISCHHTH:

— LeJNH U KOHEYHBIHN pe3ysbTaT 00ydeHus 110 IIporpaMmme;

— OCHOBHBIE TpeOOBaHUs K YPOBHIO YCBOEHUS COZEPIKaHUs IIPOrPaMMBEL;

—  BHUJBI yueOHOH paboThl.

OOyuenue ocylecTBIAETCS B COOTBETCTBUU C METOJAUYECKUMU YKa3aHUSIMHU,
JNEUCTBYIOILEH IporpaMMoi, HOPMaTHBHO-IIPABOBEIMH TOKYMEHTaAMHU U y4eGHOi
JUTEpaTypOH.

B nporiecce peanusaiuy nporpaMmmsl HeOOX0IUMO TOCEIIATh MPAKTHYECKHE
3aHATUS C LEJNbI0 YriayONeHWs M paclIMpeHus] 3HaHUH, s GOpMHUpPOBAHUS U
COBEPILEHCTBOBAHMS YMEHHUH M TIPAKTUYECKHUX HABBIKOB, 00eCreYrBarOIIMX
Ka4yeCTBEHHOE yCBOCHHE yueOHOro Marepuala.

IIpu moaroroBke K NMpakTUYeCKUM, CEMHHAPCKUM 3aHATHAM, 00y4daroIuMCs
PEKOMEHyeTCsl UCIIOIB30BaTh YIeOHY0 ¥ CIIPaBOUHYIO JIUTEPATYPY.

B mpomecce oOydeHHs OCBaMBaTh PEKOMEHIIOBAHHYIO JIUTEpaTypy,
CaMOCTOATENIBHO HAaXOAWTh KHUTH, MyONUKalMu U WHPOpPMAIIMOHHBIE MaTepHab]
[0 HU3y4yaeMblM TeMaM, HCMoJb30BaTh KMHTepHeT-caiitel. Bo Bpemst yueOHBIX
3aHATHMN 3a/1aBaTh NpernoaaBaTessaM JOMOJHUTEIbHbIE BOIIPOCHI.

Kaxnomy obyuaromemycs HeoOXOOUMO OBITE TOTOBBIM K KOHTPOIIO
TeKyIlen ycrnepaemMocTu. @opMy TEKyIIero KOHTPOJIs ONpeaeseT IpenoaaBareb.

2.3. Meroanueckne peKOMEH/JAIHH 110 OPTaHH3ALHH CAMOCTOATEIbHOMH

paboTel 00y4aKIHXCH

CamocrosTensHasi pabora BK/IIOYAeT U3ydeHHEe Marepuana JeKLUH,
BeOMHAPOB, JIUTEpaTyphl, NPEAOCTABIAEMBIX IPENoAaBaTeileM, BbIHECEHHBIX Ha
CaMOCTOATENBbHOE U3yYeHHE, IOATOTOBKY K 3a4eTy.

2.4.KOHTpPOJ/Ib H OLleHKA Pe3y.JibTATOB 00yUYeHHs

dopma KOHTPOJIS — 3a4€eT 10 Y4eOHOM JTUCIUIUINHE.

OuenouHoe cpecTBO — TECT.

MaTtepHayibl OLIEHOYHOI'0 CpeACTBA:

IIpumepHbIii nepeYeHb BONPOCOB A/ NPOBeAeHHsA 3a4eTa.
1. Ilocneonuii sman pabomul ¢ 0OKYMeHmMaMu Ha3vl8aemesi
a) ciave B My3eu



b) cnaueii B apxus

) ony0JMKOBaHME BO BCEX POCCHMMCKUX razeTax

d) yauaToxkxeHue

2. K nuunvim OOKymeHmam omHocumes.

a) mpuKas

b) pacniopspxenns

C) IOIKHOCTHAS HHCTPYKIIHSA

d) TpynoBast KHWKKa

3. Hopmamuenwiii 0okymenm, onpeodenswowjuii ¢oHO 3apabomHoll niamel
COmpyOHUKO8 Op2aHU3ayuu

a) I0JKHOCTHAs MHCTPYKIUs

b) mrratHoe pacnucaHue

c) Ycras

d) ITonoxxenue o KaapPOBOM MOJUTUKE

4. Ilpuxazer (pacnopasicenus) o npueme Ha pabomy, nepegooe HA OpPy2yio
OOJIIICHOCMY, NOOWPEHUL, ONUMENbHBIX KOMAHOUPOBKAX, U3MEHEHUU Qamunuu
2pYynNnupyIomcs

a) B Tipe/ieNiax KaJleHAapHOoTO rojia

b) B COOTBETCTBHM CO CPOKAMH MX XPAHEHUS

C) B OJIHO JIEJI0

d) B pazHble aena

5. [loozomoexa ucnonHenHvix OOKYMEHMO8 K XPAHEHUIO 6KIOYAEH.

a) 9KCIepTU3y LIEHHOCTU JOKYMEHTOB;

b) opopmnenne JOKyMEHTOB, CIaBaeMbIX B aPXHUB;

C) COCTaBJIEHHE ONUCH [IOKYMEHTOB IIOCTOSIHHOIO M JOJITOBPEMEHHOIO
XpaHEHUS,

d) obecnieyenure COXpaHHOCTHU HEIl;

e) mepenavy Jell B apXUB

f) Bce BepHO

6. Jlokymenm, uxcupyrowuil coanauieHue cmopoH 00 YCmaHo8leHUU
mMpyO08bIX OMHOUEHUL U PESYTUPYIOUWULL UX, HA3bIEACMNCHL ...

a) TPYAOBOM KHUIKKOM

b) TpynOBBIM KOJIEKCOM

C) MPUKAa30M I10 JUYHOMY COCTaBY

d) TpynOoBBIM 10rOBOPOM

e) IOJKHOCTHOM UHCTPpYKLMEeH

7. Jluunas kapmouka ogpopmusiemcs ...

a) Ha PyYKOBOJMUTEJIEH M OTBETCTBEHHBIX UCTIOJIHUTEIICH

b) Ha kaxjgoro paboTHUKa

C) HapylIuTeNneld TPy 10BOH JACLHUILIMHEI

d) kEHeHTOB GUPMBI

8. HenvimamenwvHulii cCpok npu npueme Ha pabonty He YCmaHasenuéaemcs.

a) GepeMeHHBIM XEeHIITUHAM

b) mHBamMOamM



C) PYKOBOIUTENSM

d) muiiam mosoxe 16 et

9. OcHosHas QyHKYUs KAOPOBOU OOKYMEHMAaAYyUu

a) opopMIIeHHEe U 3aKperyieHe TPYAOBbIX OTHOIICHUH

b) nepenaua pacnopsiauTensHON HHPOpPMALUH

c) (opMEI CBSA3M MeX Iy PyKOBOAUTENEM U OJIMHEHHBIMH

10. loxymernm — samo

a) CBeJIeHHs O JuLaX, (akraxX, COOBITUAX M SABIEHHSX, BHE 3aBUCUMOCTH OT
¢opm™ u mpeacTaBIeHU

b) undopmanus, 3anucanHas JOOBIM croco0oM Ha M0O0OM Marepuaie,
W3TaHHAs WIA TOJlydeHHas JOObIM (HU3MYECKUM HIU IOPUIUYECKUM JIHIIOM, B
000U OpraHU3aI|iy JIsl UCIIOJIB30BAHUS B CBOCH e TeTbHOCTH

c) mpouecc 3anMcH  MHGOPMAlMM Ha  pa3iM4YHbIX HOCUTENSX  I10
yCTaHOBJIEHHBIM IpaBHIIaM

d) IOKyMeHT, CO3JaHHBIH OPHUIMYECKMM WIH (QHU3HUECKHM  JIHIIOM,
0(hOpMIIEHHBIH U yIOCTOBEPEHHBIN B YCTAHOBIEHHOM IOPSIJIKe
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