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1. MacnopT $oHaa oLeHOUHbIX cpeacTs (panee — POC)

1.1. MnaHupyeMble pe3ynbTaTbl 06y4eHUs Mo AUCUUMIUHE

Koa HavMeHoBaHWe KoMneTeHuumn Kof, 1 HaMeHOoBaHWe HAMKATOPOB AOCTUMKEHNS KOMNETEeHUMUM
KOMNeTeHLMn
OllK-4 CnocobeH npepfnaratb akoHomuyeckn U | MOMK-41.  [JeMOHCTpupyeT 3HaHus B 06nacTv  ynpaBneHus
dUHAHCOBO OOOCHOBAHHbBIE OPraHM3aLMOHHO- | NPeanpUATUEM 1 3GGEKTUBHOIO MCMOMb30BAHNS €ro PecypcoB
ynpaBieH4yeckune peleHus B
NPOPeCCHOHaNbHON AeATENbHOCTH
3Haer:

TpeboBaHMs K COCTaBNEHMIO OOKYMEHTOB MO BWAAM B pa3spese GYyHKUMW YynpaBneHus m
OCHOBbI OpraHu13aLMm LJOKYMeHTO060pOoTa;

nopagoK  BedeHUs  OeNONPOM3BOACTBA;,  CTaHAAPTbl  YHUPUUMPOBAHHOWM  CUCTEMDI
OpraHM3auMoHHO-PACMNOPSANTENIbHOW  OOKYMEHTaUMK,  eOMHYI0  CUCTEMY  TEXHOJIOrMYECKOM
OOKyMeHTaLumu,

NOCTAHOBMEHUS, PACTMOPSHIKEHUS, NPUKAa3sbl, METOANYECKME U HOPMATUBHbIE MaTepuanbl Mo
opraHuvsauym, HOPMKWPOBAHWIO W onnaTte TPyAa, HOPMATMBHbIE NPABOBble aKkThl, MeToAUYeCKMe
MaTepuanbl Mo BOMPOCaM OpraHu3auMmM yrpaeaeHus MpPou3BOACTBOM, MPOU3BOACTBEHHOIO
NJIQHUPOBAHUS U yrNpaBieHUs NPOU3BOACTBOM, yYeTa U aHaM3a pesy/bTaToB NPOM3BOACTBEHHO-
XO39MCTBEHHOW AeATENbHOCTH

NPOrpaMMHble CPefCcTBa M BO3MOXXHOCTU WX MPUMEHEHUS 019 PelleHUs MNOCTaBIEHHbIX
SKOHOMUYECKMX 3a0a4

YMeerT:

NPUMEHUTb  MONYYEHHbIE  3HAHWA 419  NPAaBWIbHOTO  COCTaBneHus U1 odOpPMIEHUS
ynpaBneHYeCKNX JOKYMEHTOB

®PopmupoBatb  6asy  AaHHbIX M paspabdaTbiBaTb  OPraHM3aLMOHHO-YMPABNEHYECKYIO
[OKYMEHTAUMIO C UCMONb30BAHMEM COBPEMEHHbIX TEXHONOM MM SNEKTPOHHOIO JOKYMEHTOOBOPOTA

Bnageer:

HaBblKaMV COCTaBNEHWA OCHOBHbIX YNPaBNEHYECKMUX [LJOKYMEHTOB;

HaBblkaMK  Pa3pPaboTKM  MNPELNOXEeHUN MO  pauMoHaNM3aumMmM  CTPYKTYpPbl  yNpaBieHus
NPOU3BOACTBOM B COOTBETCTBUM C LENSIMU U CTPATErMen opraHmsaumm, OEeNCTBYIOWMX CUCTEM,
dopM 1 MeTOLOB YyNpaBieHUs MPOU3BOACTBOM, MO COBEPLEHCTBOBAHMIO OPraHM3aLMOHHO-
pPacrnopsiauTeNbHON  OOKYMEHTaUMM W opraHusaumMmM  LOKYMeHTOOO60opOoTa, MO  BHEAPEHUIO
TEXHUYECKUX CPEefCTB 06paboTkmM  MHIOPMaALMKM, MNEePCOHA/bHBIX KOMMBIOTEPOB U CETEN,
ABTOMATU3MPOBAHHbBIX PAbOYMX MECT;

HaBblkaMK  opraHM3aumm  paboTbl MO  COCTABNEHUIO  MOMIOXKEHUN O  CTPYKTYPHbIX
nofpasfeneHunsax (otgenax, uexax) npou3BOACTBEHHOW OpraHu3aummn, LOMKHOCTHBIX WMHCTPYKLUUN
pPaboTHNKaM,06ecrneyeHne BHECEHNS B HUX HEOOXOAUMbIX U3MEHEHWNI 1 LOMNONHEHWI

1.2. Coaep»aHue QUCLMUMNVHDI

Ne Tema (pa3gen AMCLUNANHBI) Kog
(B cooTBeTCcTBMM C PI1) KOMMNEeTEeHUMn

1 JOKYMEHT 1 CUCTEMBI JOKYMEHTALUU OrllK-4
2 YnpaBneH4yeckas JOKyMeHTaums OlNMK-4
3 CocTaBneHve n opopMIEHNE OCHOBHbBIX OKYMEHTOB OlnK-4
4 OpraHu3aums 4OKyMeHToobopoTa OlK-4
5 CucrtemMaTmsaumsa JOKYMEHTOB OrlK-4
6 CoBpeMEHHbIE CMOCOBbI M TEXHWKA CO34aHNS JOKYMEHTOB OlK-4
7 [lenosble 1 KOMMepYecKkme nnMcbMa OlK-4
8 MpaBurna 1 PopMbl KOMMEPYECKOW NEPENUCKM C 3apyOEXHBIMU NapTHEPaMM OlK-4
9 KoppecnoHaeHLms, CBS3aHHasi C NPOBEAEHNEM NEPUOANYECKMX MEPOMPUSTUI, U NpoYas KOPPECNOHAEHLMS OlnK-4
10 OpraHu3aums paboThbl C AOKYMEHTAMU, COAEPXKALUMMN KOHOUAEHLIMAIbHbIE CBEAEHS OlnK-4

1.3. CucTeMa oLeHUBaHNS Mo AUCLUUNIHE
[vcumnamHa nsydyaeTca B TeYeHue 1 ceMecTpa.
dopMa NPOMeEXKyTOYHON aTTecTaLmm— 3a4eT.




LLIkanbl OLeHKU YPOBHS
C¢OpMMpOBaHHOCTVI pe3ynbTaTtoB o6yqum| Lllkana oueHkn YPOBHSI OCBOEHUS ANCLUTVINHDI
YpoBHeBas LKana OLEHKM | 100 6HanbHas Wwkana, | 100 6anbHasa | 5-6annbHas Wkana, HeanddepeHUMpoBaHHas
KOMMNEeTeHL MM % wkana, % anddepeHLmMpoBaHHas oLeHka
oLeHKa/6ann

[0MOPOroBbIv HMKe 61 HMKe 61 «<HEYOOBNETBOPUTENBHO>» / 2 He 3a4TeHO
NoOPOroBbIv 61-85,9 61-69,9 <Y[OBNETBOPUTENBbHO>» / 3 3a4TEHO

70-85,9 «xopolwo» / 4 3a4TEHO
MOBbILEHHbIN 86-100 86-100 «OT/INYHO>» / § 3a4TEHO

2. MNepeyeHb OLEeHOYHbIX MaTEPUAIOB 4/11 MPOBEAEHMS MPOMEXYTOYHOM aTTeCTalumum

KOHTpOMlb M OUEHKa  pPe3ynbTaTOB  OCBOEHWUS  AMCUMMAMHBI  OCYLLECTBASETCS
npenogaBaTenemM B XofAe TEKyLEero KOHTPOMs YycneBaeMocTu (B npolecce npoBeaeHns
NPaKTUYECKUX 3aHATUIA, TECTUPOBAHWS, ONMPOCOB).

B xofe npoBefeHUs MPOMEXYTOYHOM aTTecTalMM OCYLIECTBASETCS KOHTPO/b M OLeHKa
pPe3yNbTaTOB OCBOEHUS KOMMETEHLMN.

[MNepeyeHb BOMPOCOB U 3a4aHuM Ana nogrotoBku K 3adety (OMMK-4: MOMK-4.1):

1. JJOKYMEHT 1 CUCTEMbI JOKYMEHTaLMN.
. Buabl fokyMeHTOB 1 1x kKnaccudmkaums.

3. CocTaB HOpPMaTMBHO-MEeTOAMYECKOW Ba3bl LOKYMEHTUPOBAHUS YNPaB/IEHYECKOM
LEeATeNIbHOCTW.
['oCyfapCTBEHHbIe CTaHA4APThl HA JOKYMEHTALMIO.
YHUOUUMPOBAHHbBIE CUCTEMbI OKYMeHTaLMK. OBLWepOCCUNCKNN KNACcCUGUKATOP TEXHUKO-
3KOHOMUMYECKOW 1 COLMANTbHON MHPOPMaLMN.
YnpaBneHyeckas JoKyMeHTaumsa. TpeboBaHUA K COCTaBEHUIO N OPOPMIEHUIO
[OKYMEeHTOB, popMyiap-obpaseL, COCTaB 1 PACMONOXEHNE PEKBU3NTOB.
OCHOBHble MONOXKEHUS NO AOKYMEHTUPOBAHMIO YNPaBieHYeCKOW AedTebHOCTU.
BnaHku n popmMatbl LOKYMEHTOB.
TpeboBaHMA K TEKCTaM AOKYMEHTOB. A3blK U CTU/b AOKYMEHTA.

. MoproToBka TEKCTOB C NCMOMb30BaHMEM KOMMbIOTEPHOIO NakeTa nporpamMm Microsoft
Office.

11. CocTaBneHue 1 opopMIeHNEe OCHOBHbIX OKYMEHTOB.

12. lNpaBunna cocTtaBneHms n opopPMIEHUS OCHOBHbBIX OPraH13aLLMOHHO-NMPaBOBbIX
[OKYMEHTOB: YCTaBa, NMOJIOXEHUS, UHCTPYKLMK, LOTOBOPA, KOHTPAKTA.

13. [NpaBunna cocTaBneHns n 0OPOPMIEHNS OCHOBHbIX PACNOPAANTENbHbBIX LOKYMEHTOB:
npviKasa 1 pacnopsx’eHus.

14. MNpaBwnna cocTaBneHns n 0PopPMAEHUSI OCHOBHbIX CMPABOYHO-UHPOPMALUMOHHbBIX
[OKYMEHTOB: aKTa, CNPaBKK, MPOTOKONA, CNYXXEOHOW, LOKNAAHOM U OOBACHUTENbHOM
3armcok.

15. MNpaBunna cocTaBneHns u 0PopPMAEHNS JOKYMEHTOB JIMYHOIO NPOUCXOXAEHMS: ObpalleHme
No HaMMy Ha pPaboTy; HanMcaHne pestoMe 415 NOCTYNIEHUS Ha PaboTy MO KOHKYPCY;
3a9B/IEHNE O NMpUeEMe Ha paboTy; aBTObBMOrpadus; XapakTepUCTHKa; 3aaB/IEHNE O
nepeBoje, O NPefoCTaBNeHUN OTNyCKa 1 T. M.

16. OpraHusauma JOKyMeHTOO60poTa.

17. BxoOsawmm OKYMEHTONOTOK. BHYTPEHHUIN JOKYMEHTOMOTOK. YYeT obbema
OOKYMEHTOO60pOTA.

18. OpraHun3aunoHHOE NOCTPOEeHMe CNYXbbl 4EONPOU3BOACTBA.

19. CucteMaTnsaums 4OKyMeHToB. ObLime TpeboBaHWs K CUCTeEMaTU3aLUN LOKYMEHTOB U
dOPMUPOBaHMIO AEN.

20. CocTaBneHue 3arofoBKOB e/ U YCTaHOB/IEHME CPOKOB XpaHeHUs aern.

21. HoMeHknatypa gen. ApXmMBHOE XpaHeHne JOKYMEHTOB U AeN.

22. CoBpPEeMEHHbIe CNOCObbI U TEXHWKA CO34aHUSA LOKYMEHTOB.

23. CpeacTBa OPrTexXHUKM, MCMNO/b3yeMble Ha aBTOMATM3MPOBAHHOM paboyeM MecTe
cneumanucTa n pyKoBOAUTENS.
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24. Knaccnoukauma cpefcTB OpraHm3aumoOHHON TEXHUKIN 19 COBPEMEHHBIX OPUCHbIX
TEXHOMNOTNN.

25. KoHuenuma anekTpoHHOro opuca. KoMnbloTEPHbIE TEXHOOTMK ObecrneyeHns
yMPaBAEeHYECKON AEATENbHOCTU: MHTEMPUPOBAHHLIN NakeT nporpamm Microsoft Office.

26. [lenoBble 1 KOMMEpPYECKMe NMMCbMa.

27. Knaccudukaums n CTpykTypa AeN0BbIX MUCEM. PEKBU3UTbHI MMCbMa U UX PACMONOXEHME.

28. CTaHaapTHble dpasbl 1 BbIPaXKEHMS.

29. O6pasLbl BApPUAHTOB AE/T0BbIX MUMCEM: MMCbMA-MPOCbObI, MMCbMa-0TBETHI (OTKA3bl),
COMPOBOAMTENbHbIE NMNCbMA, MMCbMA-NOATBEPKAEHWS, FApPaHTUMHbBIE MUCbMA.

30. [MpaBunna 1 $opMbl KOMMEPYECKOW NEPENNCKM C 3apyHEXXHbIMM NAPTHEPAMU.

31. Jlekcuka 1 CTUIb KOPPECNOHAEHUMM, OBLWENPUHATLIE B MEXAYHAPOAHOM U AENTOBOM MUPE.

32. TunoBble dpasbl 1 NONE3HbIE BblpaXKeHUs, HeOOXOA4MMbIE MPW COCTABIEHUN NNCEM
3apybexxHOMY NapTHEPY.

33. CNMCOK COKPALLEHNI, YAaCTO BCTPEYAIOLWMXCSH B KOMMEPYECKMX MUCbMAX.

34. PopMbl KOMMEPYECKMX MUCEM: C60P MHPOPMALMM O AENOBOM aKTUBHOCTM!,
pecnekTabenbHOCTU GUPM; MPENOXKEHMA N OTKIOHEHWE MPEeIOXEHNA 1 AP.

35. OCO6EHHOCTU KOMMEPYECKOW KOPPECMOHAEHLMM Ha aHTIMUCKOM, GPaHLLy3CKOM r
HEMELLKOM f13blKaX (3blK BbIOMPAETCs MO XeNaHUIo CTyaeHTa).

36. CocTaBneHue 1 oTnpaska NMcbMa Yepes NEKTPOHHYIO MOUTY 3apybexHOMY NapTHEPY.

37. KoppecnoHgeHums, CBA3aHHaa C NPoBEAEHMEM NEPUOONYECKMX MEPOMPUATUI, N NpoYas
KoppecnoHaeHums.

38. O6pa3sLibl BApMAHTOB AEOBbLIX MMCEM, CBA3aHHbIX C MPOBEeAEHMEM NEPUOANYECKIMX
MepOonpUaTU: MHGOPMALIMOHHO-PEKIAMHBIE MUCbMA, MMCbMa-HANOMUHAHWS.

39. CocTaBneHue Tenerpamm, Tenekcos 1 ¢akcoB. OCHOBHbIE COKpaLLEHWS, MCMO/b3yEMbIe MpU
COCTaB/IEHUN TEeNEerpamMm 1 TENEKCOB.

40.CocTaBneHMe 1 OTNpaBKa MUCEM Yepes NEKTPOHHYIO MOYTY B TOKA/IbHOM BblIYUCIUTENBHON
cetu.

41. OpraHunsaums paboTbl C LOKYMEHTAMU, COAEPKALLMMU KOHPUAEHLMANbHbIE CBELAEHMUS.

42. OpraHmsaums KOHPUAEHLMANbHOIO AeN0NPON3BOACTBA.

43. CocTaB HOPMATMBHO-METOANYECKOM 6a3bl KOHPUAEHLMANBHOIO AE10NPON3BOACTBA.

44. Ponb 1 MECTO KOHPUAEHLMANBHOrO 4ENONPON3BOACTBA B O6ecnevyeHnn 3awmThl
KoH®MAeHUManbHoU MHGOPMaLMK.

45. Co3gaHve 1 yyeT KoHOUOEHUMANbHbIX JOKYMEHTOB, NOPSAOK O6paLLEHNS C
KOH®UAEHUMANbHBIMW OKYMEHTaMMU,

46. CxeMa NpOoXOXKAeHWs JOKYMEHTA MpW CO3L4aHuK, perncTpaumm 1 BU3MpoBaHUK, nepegada
KOHOUAEHLMANBHBIX JOKYMEHTOB BHYTPUW OpraHm3aLmm,

47. CxeMa NpoxXoXAeHWs BXOAALMX N MCXOAAWMX KOHOUAEHLMANBbHBIX JOKYMEHTOB.

I'IpMMepruZ TECT ANna UToOroBoro TeCtpoBaHUA.

1. [IoOKyMeHT - 370!
a) MaTepuanbHbii O6BEKT, UCNOb3yEMbIN A1 3aKPENNEHNS N XPAaHEHWS HA HEM PeYeBOU,
3BYKOBOW U M306pasnTesnibHon nHbopmMaumm
b) 3adukcrpoBaHHas Ha MaTepPUaIbHOM HOCUTENE MHPOPMALIMUS C PEKBU3UTAMU,
NO3BO/MAOWMMU ee NAEHTUPULMPOBATD
c) bBnank dopmaTa A4
d) CraHgapTHbIM INCT ByMaru, cogepallmin kaky-1m60o MHopMaLmio

2. lenonponsBoACTBO — 3TO:
a) Cuctema xpaHeHUsi JOKYMEeHTOB
b) CocTaBneHune LOKYMEHTOB
c) [JokyMeHTMpoBaHVe 1 opraHu3auma paboTbl C LOKYMEHTaMM

3. YKayKmTe, Kakne CUCTEMbl OKYMEHTaLMM BblAENSIOT:
a) QyHKUMOHasbHbIE U OTpPacneBble



b) Otpacnesblie n MeoTpacnesble

c) QyHKUMOHAMbHbIE U MEXOTpac/eBble
4. HopMaTMBHO-TEXHUYECKNIN SOKYMEHT, YCTaHaBIMBAIOLLMI KOMIMIEKC HOPM, NpaBu/l, TpeboBaHui
K OObEKTY U YTBEPXKAAEMbIV KOMMETEHTHBIMW OpraHamMmn — 3TO:

a) CepTudumkar
b) CraHgapTt
c) JlnueHsng
d) MHCTPYKUmS

5. YeM onpefenseTcs COCTaB YNPaBIEHYECKMX JOKYMEHTOB B OpraHu3aumu:
a) OyHKUMAMM opraHM3aumm
b) [NopagkoM pelueHus ynpaBieHYeCcKxX BONpOCcoB
C) HopMaTMBHbIMUK aKTaMm
d) O6beMOM 1 XxapaKTepoM B3aMMOCBS3eN C APYrMMK OpraHmnsaumsMm

6. HasoBuTe popmaThl byMaru, paspelleHHble ans obopMieHms 0eN0BbIX JOKYMEHTOB:
a) Al
b) A3
c) A4
d) As
7. B Kaknx cnyyasx npMBoaaT COKpaLLEHHOE HaMMEHOBAHME OpraHmn3aLmm:
a) Ecnum oHa aBnseTcs aBTOPOM JOKYMEHTaA
b) Ecnm oHO 3aKpenneHo B yYpeamnTenbHbiX JOKYMEHTax
c) Ecnny opranmsaumm nmetoTca dunmansl, TEPPUTOPUAIbHbIE OTAENEHNS,
npeacTaBnTeNbCTBA

8. AABnseTcs 1M HOMep cyeTa opraHmsaumm B baHke oba3aTeslbHbIM 971eMEHTOM PeEKBM3UTA 0O8:
a) [a
b) Het

9. ABNAOTCS NN YHUBEPCA/bHbIE CTOBA MHOTO3HAYHbBIMM:
a) [Ja
b) Het

10. YKaXKuTe CBOMCTBA YNpaB/ieHYeCcKon nHopMaLmm:
a) ALPECHOCTb
b) KpaTkocTb TekcTa
c) OduumanbHbIN XapakTep
d) TOYHOCTb U3NOKEHUS

11. YYpeauTeNbHbI OTOBOP COAEPKMNT:
a) XapakTepucTuky NpeaMeTa, Lenen n NpUHLUMNOB AeATeNbHOCTM OpraHmM3aLmm
b) [OMKHOCTHOWM M YMCNEHHbIN COCTaB OpraHM3aLmm
c) [paBa 1 0643aHHOCTU yYpeamTenen
d) CocTaB 1 KOMMNETEHLMIO OPraHoOB yrnpaB/ieHus
e) Cpok 4encTBumsa 1 NoOpsSLoK NpeKpaLleHms 4orosopa

12. fABNgeTcs N1 npurkas oba3aTesbHbIM K UICMONHEHMIO A1 BCEX PABOTHUKOB AAHHOW OpraHm3aLmm:
a) [Ja
b) Het

13. Kak n3naraeTcs TekCT pacnopagnTenbHOM YacTu PacnopsanTENbHbBIX JOKYMEHTOB:
a) B npocutensHon ¢popme
b) B nosenutenbHon popme
c) B ykasatenbHon ¢opme

14. Ha kakoM 61aHke opopMAsOTCS pacnopsanTenbHble JOKYMEHTbI:
a) Ha obweM bnaHke



15.

16.

b) Ha 6naHKe n1McbMa
c) Ha 6naHKe KOHKPETHOro B1aa AOKyMeEHTa

PacnopsguTtenbHble OKYMEHTbI BCTYNaloT B CUAY:
a) Tlocne nx yTBepKaeHus

b) C MOMeHTa Ux NoAnMcaHms

c) Tlocne nx cornacoBaHus

d) Tllocne nx onybnvkoBaHus

Pesiome - 310!

a) Kpatkas nHdopmMaumsa o cebe, cocTaBneHHast NPETEHAEHTOM Ha BAaKaHTHOE MECTO.

b) OnucaHne OCHOBHbLIX 3TANOB TPYAOBOW AEATENIbHOCTW, COCTaBNEHHOE MPETEHLEHTOM Ha
BakaHTHOE MeCTO.

c) MHdopMaums B XPOHONOrMYECKOM MopsiaKe NpeacTaBNeHnn NpeTeHAeHTa Ha BakaHTHOE
MECTO O CBOEM XM3HEHHOM NYTU U NPOGECCHMOHANNIME,

17. YTO siBNSieTCA OCHOBaHMEM A1s U3AaHMs MpKUKasa O NpuemMe Ha paboTy:

18.

10.

20.

21.

22.

23.

24.

a) YCTHOe pacnops)KeHne pyKOBOAUTENS OpraHu3aLmm
b) TMncbMeHHoe pacrnopsXeHne pyKoBOAUTENS OpraHn3aLmnm
c) [llognucaHHoe pyKoBOAUTENEM OpPraHM3aLmn 3asBieHne O NpueMe Ha paboTy

MpeabaBnseTcs N1 TpyaoBas KHKKa Npy obopMIeHUn Ha PaboTy MO COBMECTUTENLCTBY:
a) [a
b) Het

3anucbiBalOTCS M B3bICKAHWS C PAabOTHMKA B €ro TPYAOBYIO KHUKKY:
a) Ha
b) HeTt

[IOKyMEeHTOO60pOT — 3TO:

a) [lBmxeHne OOKYMEHTOB B OpraHmM3aLmm C MOMeHTa Nony4YeHms Uamn cosaaHms 4o
3aBepLEeHNs UCTMONHEHMS, OTNPAaBKK agpecaTty Uan HanpasieHUU Ha XPaHeHWe B AeN10

b) [Bm>KeHWe LOKYMEHTOB MEXAY OpraHu3aLmsaMm

C) [IBmxeHne OOKYMEHTOB Mexay OpraHusaLmen n opraHaMm rocyaapcTBEHHOW BNaCTU

KakoBa OCHOBHas 3aflava JOKyMEHTOOb60opoTa:
a) ObICTPOTa B ABMXEHNN JOKYMEHTOB

b) MakcuMmsaums JOKYMEHTOMOTOKA

C) NPSMOTOYHOCTb B ABUMXXEHUN JOKYMEHTOB

B HOMeHKNaTypy Aen BKIOYAOTCS:

a) BCe [ena opraHusaLmu, XypHasbl perncTpaumm, CnpaBoyHble KApPTOTEKM

b) Bce Bxoaswme, UCXoAaLMe U BHYTPEHHNE AOKYMEHTbI OpraHmn3aumm

C) Aenau AoKyMEeHTbl OpraHuM3aLmm, KOTopble OTHOCSATCA K paboTe C KadpaMu B OpraHm13aLmm

Kakoe 13 HKe NpmBefeHHbIX YTBEPXAEHWIN ABNSETCS BEPHbBIM:

a) HomeHknatypa gen paspabatbiBaeTCs NOCNE CO34aHNsA OpraHmn3aLmm n 4encTeyeT
6eCcCcpoYHO

b) HoMeHknaTypa fen paspabaTbiBaeTCs NocAe CO3LaHUSA OpraHM3aLmm N eXXerogHo
nepeyTBepxaaeTcs

c) HomeHknatypa gen paspabaTbiBaeTcsa NOCne CO34aHNs OpraHmM3aLmm 1 nepeyTBEPAAETCs
OfMH pPa3 B NATb NeT

YTO OTHOCUTCS K CPEACTBAM 3/1EKTPOHHOIO KOMMPOBAHNS [OKYMEHTOB:
a) Pusorpad
b) Wpenep
c) Kcepokce
d) CkaHep



e) ®paHKMpOoBasbHas MalWHA

25. Kakon wpndT SBAS€TCS OCHOBHBIM Mpy 0GOPMAEHNN JOKYMEHTA C MoMoLLbio [K:
a) Times New Roman 12

b) Times New Roman 14
c) Arial12
d) Arial14



