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1. MACIMOPT ®OHOA OLEEHOYHbIX CPEACTB (JANEE - ®OC)

1.1. MNnaHnpyeMbie pesynbTaThl 06y4eHNs No AUCUUMIMHE «[loKyMEeHTaLMOHHOe obecneyeHne
yrnpaeneHus»

Kon
HanmeHoBaHWe KoMneTeHuumn
KOMMEeTEHLMN
OK 2 lcnonb3oBaTb COBPEMEHHbIE CMOCOObLI MOMUCKA, aHaNns3a 1 MHTepnpeTaumm

MHPopMaLMM U MHPOPMALMOHHBIE  TEXHOMNOrMM  ANd  peleHns  3adad
npodeccrnoHanbHOM AesTeNbHOCTU,

OKog [Monb3oBaTbCs NPOPEeCCUOHaNbHOW JOKYMEHTaUMen Ha rocyJapCTBEHHOM U
MHOCTPAHHOM $i3blKax.

B pesynbTaTte nsyyeHus AMCUMnInHb 06y4aloLMNCs AOHKEH:
YMETb:

oPOpPM/IATb  OPraHM3aUMOHHO-PACNoPIANTENbHbBIE  LOKYMEHTb B COOTBETCTBUMMU  C
nencteytowmm FOCTom;

OCYLLECTBAATb 06PabOTKY BXOAALMX, BHYTPEHHUX U UCXOAAMX JOKYMEHTOB, KOHTPO/Ib 3a
UX UCTIONHEHUEM;

oPOPM/IATb LOKYMEHTbI A1 Nepesayn B apxXmB OpraHm3aLmu;
3HaTh:

MNOHATME OKYMEHTA, ero CBOMUCTBA, CNOCObbI JOKYMEHTUPOBAHNS;

npaBuMaa cocTaBneHuss U obopMIeHUs OpraHM3aLMOHHO-PACMOPSANTENbHBIX AOKYMEHTOB
(nanee - OP/);

CUCTEMY N TUMOBYIO TEXHOMOTUIO LOKYMEHTAUMOHHOro obecneyenus ynpasneHus (ganee -
Aoy,

OCOBEHHOCTU  [EeNONPOM3BOACTBA MO  OOPALLEHUAM TpagaH U  KOoHOUAEHLUMANbHOIO
0enonpon3BoACTBa.

1.2. CoaeprkaHue y4ebHOM ANCUUMINHDI

N Tema (pazgen gucumnamHsl) (B cootBeTcTBUM ¢ PI) Koa komneTeHum
1. | JOKYMEHT 1 cUCTeMbl AOKYMEeHTaL MM OK2, 0K g
2. | OpraH1saLMoHHO-pacnopsanTENbHbIE JOKYMEHTDI OK2,0Kg
3. | KagpoBas fokyMeHTaums OK 2, OK g
4. | [loroBopHo-npaBoBas LOKYMeHTaLUums OK 2, OK g
5. | MNoHaTHe HOKyMeHTOO60pOTa, PErMCTPaLMS LJOKYMEHTOB OK2,0Kg
0. OpraHusaums onepaTmBHOro 1 apxXmMBHOIro XpaHeHns JokymMeHToB | OK 2, OK 9
7. | OpraHusaums paboTbl ¢ KOHGUAEHLMANbHBIMU OKYMEHTaMM OK2,0Kg




1.3. CUCTeMa oueHUBaHUA Mo Y4ebHON AUCLUUMIMHE

Kpr M3y4aeTCd B TeveHne o4HOro ceMecTpa.
CDopMa npoBegeHns I'IpOMe)KyTOqHOVI artreCtaunm no aMCunn/inHe: 3a4eT.

LlIkana oueHKn ypoBHS CHOPMUPOBAHHOCTM
Z LLIkana oueHKM YPOBHS OCBOEHWS ANCUMMINHDI
KOMMNEeTEeH LM
YpPOoBHEBAs LWKana oLeHKu 100 6annbHas 100 6annbHas WKana, HeandpdepeHLMpPOBaHHas
KOMMNEeTEeHLMIN lwKana, % 7% OLEHKA
Honoporosbiit Huke 61 Hirke 61 He 3a4TeHo
- 61-69, 3a4TEHO
[Toporosbiv 61-85,9 9.9
70-85,9 3a4TEHO
[oBbILEHHbIN 86-100 86-100 3a4TEHO

2. MEPEYEHb OLEHOYHbIX MATEPUMANOB [J19 MPOBEAEHUA TMPOMEXYTOYHOM

ATTECTALNU

KOHTpOJ'Ib M OUEHKa pe3y/ibTaTOB OCBOEHNA MeXJNCUUMTIMHAPHOIoO KypCa B 4acCTu

CHOPMUPOBAHHOCTM  OBWMX KoMneTeHumMr u ux 4Yactem (OK 2, OK Q) ocyuwectBagercs

npenoaaesaTte/sieM B XoAe TeKylwero KOHTPOMA YCNeBaeMOCTU

(B npouecce nposeneHUs

NPaKTUYECKMX 3aHATUIN, TECTUPOBAHMS, OMNPOCOB W Ap.), B xo4e npoBefeHUs MPOMEXYTOYHOM
aTTecTauMmM OCyLWECTBNSETCH KOHTPO/b 1 OLEHKA Pe3y/IbTAaTOB OCBOEHMS KOMMETEHLMN.

Bonpochbl 4n1s NoAroToBKM K MPOMEXYTOYHOM aTTecTaumm (3a4eT)

TeMa 1. [IokyMeHT 1 cucTeMbl gokyMeHTaummn (OK 2,0K Q)
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11.

12.
13.

14.

15.
16.

17.

18.

10.
20.

21.

22,
23.

24.

25.

Javte onpepeneHne OKyMeHTa

[anTe onpegenenne dopmMynspa-obpasla

JaTta nokymeHTa — 370

[anTe onpegeneHne AOKYMEHTaUMOHHOIO obecneyenms ynpaBneHns

YT0 Takoe EFCA?

Javte onpefeneHue peksmsnTa

MNepeyncnmte OCHOBHbIE BUAbI 6/1TAHKOB

HasoBuTe BMAbl MUCbMEHHBIX AOKYMEHTOB, KOTOPble BXOAAT B COCTaB YHUOULIMPOBAHHOM
CUCTEMbI OPraHM3aLMOHHO-PACNOPAANTENBHOM AOKYMEHTALMM?

Y10 Takoe popMynap LOKYyMeHTa?

. OT Yero 3aBUCUT KOHKPETHbIN HABOP HEOBXOAMMBIX PEKBU3UTOB Ha LOKYMEHTE?

Kakne Buapl 61aHKOB YCTaHOB/IEHBI A1 OPraHn3aumun, ee CTPYKTYPHOro noapasaeneHus u

JO/MKHOCTHOro NMua?

Korga Ha 4oKyMeHTax NpYBOASAT COKPALLEHHOE HAaMEHOBaHWe OpraHm13aumm?

Kakor MOMEHT MOXET CYMTaTbC OCHOBHOW AATOW AOKYMEHTA?

YTo BKIOYAET B cebs pe3onioums, HanucaHHas Ha [OOKYMEHTE COOTBETCTBYIOWMM

[LOJIYKHOCTHBIM NINLOM?

CBA3HbIN TEKCT, KakK MpaBuio, COCTOUT U3 ABYX YacTeun. YTO yKa3biBaloT B NEPBOU 4aCTU?

YTO BK/lOYAET B Cebs BM3a COrNacoBaHus JOKYMeHTa?

MNepeyncnute anemMeHTbl peksmnTa «oanmce»

Kak odopmnseTcs [OMKHOCTb B pekBuanTe «loanucb» Npu NOAMUCAHUK [OKYMEHT],

COCTaB/IEHHOIO KOMUCCUEN?

MNepeyncnmte OCHOBHbIE GYHKLMU SOKYMEHTa

B cooTBeTCTBUM C KaKMMM LJOKYMEHTaMUM NMOMeLAIOT Ha 61aHKax opraHusaumm ee amMbnemy?

B 4yeM cocTouT CcyTb YHUDUKALMMN LOKYMEHTOB?

Y10 Takoe A3bIKoBble GOPMY/IbI?

OxapakTepusymnTe C TOYKM 3PEHUSI NMPUHALNEXHOCTU K PEKBU3UTAM CELYIOWNN dparMeHT:

06 nHdopMaLMOHHOM obecneyeHnm

OxapakTepusynTe C TOUKM 3PEHUS NMPUHALNEXHOCTU K PEKBU3UTAM CeayoWwnn GdparMeHT:

YTBEPXZAIO Oupextop n/n N.0.0. 13.02.98

OxapaKkTepusymTe C TOYKMU 3pEHUS MPUHALNEKHOCTU K PEKBU3UTAM Cneayowm ¢parMeHT.
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26.
27.
28.

29.
30.

31

32.
33
34.

35

tOpucT n/n N.K CMMOHOB 10.11.2004

OxapakTepusynTe C TOYKM 3peHUs PEKBU3UTOB Cnefyowmin ¢parMeHT: «Bx. N° 0000 [aTa
00.00.00»

OxapakTepusymnTe C TOYKM 3PEHNS PEKBU3NTOB CeYIOWmMN GparMeHT: “NMpuUIoXxKeHue: Ha 3 .
B 2 9K3."

Kak MOXHO OxapakTepm3oBaTb LOKYMEHT- MHCTPYKUMIO MO 4EN0NPON3BOACTBY?
OxapakTepusyunTe ynpaBieHYecKyo nHGopMaLmio

OxapakTepusynte C TOYKM 3peHUs MPUHALNEXHOCTU K PEKBU3MTAM AaHHbIM dparMeHT:
Pektopy HoBocubupckoro yHuBepcuteTa rocnogmHy CmonkuHy CA. 634635 T.
Hosocubupck yn. JleHuHa, 4. 15.

[anTe xapakTepucTuKy TpadapeTHbIM JOKYMEHTaM

Y1o cobou npencrasngeT oy6amMkaT LJOKYMeHTa?

[anTe xapakTepuUCTuKy JOKYMEHTa

OxapakTepusynTe C TOUKM 3PEHUS MPUHALNEXHOCTU K pekBU3UTAM Clefyowmni GparMeHT:
BEPHO CekpeTapb-pedepeHT nnyHaa noanmcs MK, PennHa

OxapaKkTepusymTe C TOYKMU 3pEHUS MPUHALNEKHOCTU K PEKBU3UTAM Cnegyowmmn dparMeHT.
['eHepa/ibHbIM ANPEKTOP MYHas nognmcs B.A.benkmH

TeMa 2. OpraHusaumoHHo-pacnopaamTenbHble gokyMeHTbl (OK 2,0K Q)
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12,
13.
14.
15,
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17.
18.
10.
20.
21.
22.

23.

24.
25,

Y1o npeacrasnset cobon [OCT P 7.0.97-20167

Ha kakne gokymeHTbl pacnpocTtpaHsetca [OCT P 7.0.97-2016?

YTO NpeacTaBnsioT COOOM OPraHM3aLMOHHbIE JOKYMEHTbI?

YTO Takoe opraHn3aLMOHHO-pPacNopaanUTENbHAs JOKYMEHTaUmA?

Y70 Takoe WraTHoe pacnucaHme?

PackponTe cofep)aHne LOMKHOCTHOM MHCTPYKLUM

Kak MOYXHO OxapakTepm3oBaTb LOKYMEHT- yCTaB?

Kak MOYXHO OXapakTepm13oBaTb JOKYMEHT- MOIOXKEeHNe?

Kak MOXXHO OXapakTepm3oBaTb JOKYMEHT CTPYKTYypa M WTaTHas YUNCNEHHOCTb?

. Mepeuncnmnte BOMPOCH], KOTOPbIE OTPAXKATCA B MpaBWIax BHYTPEHHEro TPyLOBOro

pacrnopska

YTO COOEPXKUTCA B KOHCTATUPYIOLLEN 4aCTW PacrnopaanUTeNbHOro JOKyMeHTa?

Kak MOYXHO OxapakTepmn3oBaTb LOKYMEHT- Mpu1Kas?

YeM HauyMHaeTcs pacnopaguTenbHas YacTb TEKCTa Npukasa’?

Kak MOXHO OXapakTepu3oBaTh LJOKYMEHT- PACNOPsSHKEHNE?

YeM HaunHaeTCs pacnopsamnTenbHas YacTb TEKCTa PacrnopseHus?

Kak MOXHO OXapaKTepu3oBaTh JOKYMEHT- yKa3zaHue?

YeM HayMHaeTCcs pacnopaauTenbHas YacTb TEKCTA yKa3aHUa?

Y10 npeacTtaBnseT cobon pelueHne?

YeM HaunHaeTCs pacnopsamnTenbHas 4acTb TEKCTa peLeHus?

Kak MOXXHO OxapakTepm3oBaTb MHPOPMALMOHHO-CMPABOYHbIE JOKYMEHTbI?

Mepeuncnmte MHGOPMaLMOHHO-CNPAaBOYHbIE JOKYMEHTbI

Kak MOYXHO OxapakTepm13oBaTb LJOKYMEHT- MPOTOKON?

Kakoe OCHOBHOE MpaBWIO, KOTOPOro criefyeTr MNpUAEPXMBATLCH Npu  nofjadye
TenedoHorpammbl?

Y10 npeacrtaBnsetT cob6on NMMCbMO-HANOMUHAHWE?

K nncbMy NpukiagbiBaeTcs NoONOXEHWe O KpeanToBaHuUn. Kak obopMmnTb OTMETKY O HaIMYnm
NPWIOXKEHNS, €CNIM OHO HA3BaHO B TEKCTE NUCbMaA?

TeMa 3. Kagposas gokymeHTaums (OK 2,0K 9)

1

NOooAwN

Y10 npeacTtaBnsgeT cobomn KaapoBas 4OKYMEHTaUMa?
Mepeuncnmte obssaTe/bHble KaAPOBbIE JOKYMEHTDI

Y710 NpeacTaBnseT cobom KaapoBoe AENONPON3BOACTBO?
Kakne cBefeHMNs 3anmCbiBAOTCS B TRYAOBYIO KHUKKY?
Y10 PUKCHpyET TPYLOBOWN LOrOBOP?

. Y70 npeacTaBnseT cobom MYHaa KapTouka paboTHUKA?

[lanTe xapakTepUCTUKY LUTATHOMY PACMMUCAHMIO, KaK 06s3aTEIbHOMY KaapPOBOMY AOKYMEHTY
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8. ABngeTca M JOMKHOCTHAA MHCTPYKLMS 0693aTENbHbIM JOKYMEHTOM KaPOBOW CNYX6bI?
9. ABnseTcs 1 rpaduk OTNYCKOB 0693aTENbHBIM OKYMEHTOM KaAPOBOW CY»KObI?
10.Kakyto GyHKLMIO BEINOMHAET TPYA0Bast KHUXKKA B TPYAOBbIX MPABOOTHOLLEHUSAX?

11. CoCcTaBNeHMEM KaKMX AOKYMEHTOB COMPOBOXAAETCS NPUEM Ha MOCTOSHHYIO paboTy?
12. Kakue rpynmnbl LOKYMEHTOB BXOAAT B COCTaB /IMYHOrO Aena?

Tema 4. loroBopHo-npaBoBas aokyMeHTaums (OK 2,0K Q)

1. YTO NpencTaBngeT cobon 4oroBop?

2. YTO oTpaxatoT B JOroBope?

3. MNepeyncnnte pexkBm3nTbl LOroBopa

4. lNMepeynctute BUaAbI JOrOBOPOB

5. PackponTe CyLLHOCTb AOroBopa Kymnan-nNpoaarkm

6. PackponTe CcywHOCTb oroBopa noapsga

7. PackponTe CyLHOCTb JOroBopa MeHa

8. PackpounTe cywHOCTb JoroBopa AapeHus

9. PackpownTe CyLLHOCTb JOroBopa apeHbl (MMyLLECTBEHHOIO HaeMa)
10.MNepeyncnnTe B1abl 4OrOBOPOB KYMAN-NPOAAXKM

11. Kakme 4OKYMEHTbl OTHOCATCS K MPETEH3NOHHO-MCKOBOW AOKYMeHTauum?
12. Kakme nncbMa HasblBatoTCA NPeTEH3NOHHBIMIK?

13.B KkakoM cnyvyae cocTaBngeTcs MCKOBOE 3asBneHmne?

TeMa 5. MNoHsATUe AoKyMeHToo60poTa, perncTpaumsa gokymeHTos (OK 2,0K Q)

ON OO A WN P

YTO BXOAUT B MOHATNE AOKYMEHTOOHOPOT?

Y10 npeacTaBnsgeT cobon 4enonpomn3BOLCTBO?

Y10 Takoe 06beEM LOKYMEHTOO60POTA?

KakoBa OCHOBHas 3afiava JOKyMEHTOO60pOoTa?

[danTe onpegeneHne yHMBepcanbHOMY AOKYMEHTOOOOPOTY

Y7o Takoe onepaumoHHbIN JOKYMEHTOOOOPOT?

YTo fnaet pacyet o6beMa OKYyMEHTOObOpOTa?

Kakue 3agaum JOKYMEHTOOH60pOTa pewaeT permcTpaums JOKyMeHTOB?

TeMa 6. OpraHusaums onepaTMBHOIroO N apxmMBHOro XpaHeHns aokymeHTos (OK 2,0K Q)

© ONOThwNE

Y70 Takoe HOMeHKNaTypa aen?

MNepeuncnute NocnefoBaTeNbHOCTb 3TAMNOB Pa3pPaboTKM HOMEHKIATYPbI AeN
MNepeyncnute BUAbl HOMEHKNATYp Aen

YTo npeacTtaBnseT cobom TMNnoBas HOMEHKNaTypa gen?

Kakune opraHm3aLmMoHHble JOKYMEHTbI IeXaT B OCHOBE pacrnpefe/ieHNs JOKYMEHTOB?
Kakue gokyMeHTbl HE BKIOYaloTCH B HOMEHKNATYpy A/ Npeanpuatma?

BblaenuTe atanbl NOArOTOBKM AOKYMEHTOB K apPXMBHOMY XPaHEHUIO

MNepevyncnnTe nocnenoBaTeIbHOCTb MOMHOro OPOPMIEHUS el B OpraHn3aLmm
MNepevyncnnTe nocnenoBaTe/IbHOCTb MOMHOro OPOPMIEHUS el B OpraHn3aLmm

Tema 7. OpraHusaums paboTbl ¢ KOHUAeHUManbHbIMK gokyMeHTamm (OK 2,0K Q)

1.
2.

3.

N oo

YTo npeacTtaBnseT co60M KOHPUAEHUMANbHBIV JOKYMEHT?

YTO BK/IOYAIOT B Ce69 KOHPUAEHUMANbHBIE OKYMEHTHI B TOCYAAPCTBEHHBIX CTPYKTYpPax?
Y10 BKMOYAIOT B CE69 KOHOUAEHUMANBHBIE OKYMEHTbI B NPEeANPUHUMATENBCKMX
CTPYKTypax?

Kakoe 3Ha4yeHne nMeeT npaBu/ibHas opraHm3aumsa KOHGUAEHUMATBHOMO
0EenonponsBoaCcTBa?

Kaknm rpndomM MoryT 6biTb OTMEYEHbl KOHPUAEHLMANbHBIE JOKYMEHTbI?

YTo npenycMaTpmBaeT NOPSAOK OOPALLEHUS C KOHPUAEHUMANTBHBIMW JOKYMEHTAMUN?
Kak opraHunsyeTcs XpaHeHWe KOHPUAEHLMANTbHBIX LOKYMEHTOB?



«Knioun» NpaBu/IbHbIX OTBETOB K BOMPOCAM /151 IPOMEXYTOYHOWN aTTecTaumm

Ne | CopepaHue Bonpoca | [MpaBW/IbHbIV OTBET
TeMa 1. JokyMeHT 1 cucteMbl gokyMeHTaumm (OK 2,0K Q)

1. | JanTe onpeneneHne gOKyMeHTa [JOKyMEHT  3TO  MaTepuanbHbii  O6bEKT  C
nHdopmaumen,  3adMKCUPOBAHHOM  CO3[AHHBLIM
4YenoBeKOM CnocoboM, and e€ nepegadm BO
BPEMEHN N NPOCTPAHCTBE

2. | Jante onpegeneHne dopmynapa- | COBOKYMHOCTb PaCMoONOXEHHbIX B onpeaeneHHom

obpasua nocnenoBaTebHOCTU PEKBU3MTOB, MPUCYLLMX BCEM
[OKYMeHTaM onpeaeneHHoM CUCTEMB
LOKYyMeHTaluumn

3. | HdaTta gokymeHta — 310 [ata p[okymMeHTa 2TO pfaTta ero noAnvcaHus,
NPUHATUS,  YTBEPXKAEHMSA,  COCTaBNEHWMs, gaTa
CobbITUA

4. | Jante onpegeneHue | JokyMeHTauMoOHHOe obecneyeHne ynpasneHns 3To

[OKYMEHTaUMOHHOIrO  obecneyeHus | 4edaTelbHOCTb annapaTta ynpaBneHns,
ynpaBieHns OxBaTblBaOWAs BOMPOCH  AOKYMEHTUPOBAHUS U
opraHmsaumm paboTbl C JOKYMEeHTaMu

5. | Yto Takoe EICl1? EFCO - 3TO KOMMIEKC OCHOBHbLIX MOMIOXEHUN,
onpeaensoLwmx n PErnaMeHTUPYIOLLMX
opraHM3aumio AOKYMEHTALMOHHBIX MPOLECCOB Ha
npeanpusaTum

6. | Jante onpefenerHne pekemsnTa PekBM3nT  2TO  obg3aTeslbHblM  MpM3HaK  Ha
LOKYMEHTE, YCTAHOB/IEHHbIN 3aKOHOM

7. | MNepeuncnnte  OCHOBHble  BMAbl | K OCHOBHbIM BMAaM 6/1aHKOB OTHOCHT, OOLWMIA

61aHKOB 6naHkK, 6naHK ansg nMceMm, 6naHK C NPOAO/bHBIM U
YI/TOBbIM PACNONOXEHMEM PEKBU3UTOB
8. | HasoBute BUbI MUCbMEHHbBIX | BUabl MMCbMEHHBIX LOKYMEHTOB, KOTOPbIE BXOOAT B
[OKYMEHTOB, KOTOpble BXOAAT B | COCTaB YHUOULMPOBAHHOMN CUCTEMB
COCTaB YHUOULMPOBAHHOM CUCTEMDI | OPraHn3aLMOHHO-PACNoPIANTENbHOM
OpraHM3aumoHHO- [OKyMEHTaLmm 37O - OpraHM3auUMoHHbIE,
pacnopsanTenbHOM AOKYMEHTaAUMN? | pacnopsiauTenbHble, MHGOPMALMOHHO-CNPAaBOYHbIE
LOKYMEHTbl M [OKYMEHTbl MO  TPYAOBbIM
OTHOLIEHVAM
9. | Y10 Takoe dopmynap fokyMeHTa? DopMynsp AoKyMeHTa - 3TO $opMa KOHKPETHOro
[OKYMeHTa, TMOAroTOB/IEHHas B BuAEe TeKcTa
TpadapeTta
10. | OT Yero 3aBUCUT KOHKPETHbIM HAbOp | KOHKPETHLIM Habop HEOBXOAMMbBIX PEKBM3UTOB Ha
Heob6X0AMMbIX PEKBM3NTOB Ha | JOKYMEHTe 3aBUCUT OT BMAA AOKYMEHTa, aTana ero
LOKyMeHTEe? NOArOTOBKM M PabOoTbl C HMM

11. | Kakne Buabl 61aHKOB yCTaHOBMEHDI | [ns opraHusaumu, ee CTPYKTYPHOrO
AN OpraHu3aumm, ee CTPYKTYPHOro | nogpasgeneHus n [OMKHOCTHOIO aua
noApasgeneHns 1 OO/MKHOCTHOrO | YCTAHOBNEHbl TpU Buaa 6M1aHKOB: 0OWMK  6MaHK,
aua’? 61aHK NMCbMA, 61aHK KOHKPETHOMO BMAA AOKYMEHTA

12. | Korda Ha [JokyMeHTax npuBoadaT | Ha LOKYMEHTax npuBoaAT CoKpalleHHoe

COKpaleHHoe HaMMeHOBaHVE | HaMMeHOBaHMe opraHusaumm, Korga OHO
opraHmsaummn? 3aKpenneHo B yuYpeauTesibHbIX  JOKYMEHTax
opraHmsaumm

13. | Kakon MOMeHT MoxeT cumtatbes | OCHOBHOM AaTOM AOKYMEHTA BCerja apnseTcsa gata

OCHOBHOW JaTOV AOKYMeHTa? NOANUCAHNS OKYMEHTA
14. | YTO BKMOYaeT B cebs pesonoums, | Pesonoums, HanmMcaHHas Ha LOKyMeHTe
HanMcaHHas Ha [OKYMEeHTE | COOTBETCTBYIOWMM AO/HKHOCTHBLIM JINLLOM, BK/IOYAET
COOTBETCTBYIOWMM  JO/MHKHOCTHLIM | B Cebs:  daMUAnio,  UHULMAMBI  UCNONHUTENEN,
NINLLOM? cofepxkaHue nopyverHus (Mpu  HeobXxoAMMOCTU),
CPOK MCMNONHEHUS, NOANUCH U AaTy
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15. | CBA3HbIM ~ TEKCT, Kak npaBuno, | B nepBon 4YacTn CBA3AHHOrO TEKCTa YKasbiBalOT
COCTOUT M3  [OBYX 4acTen. YTO | NPUYUHDI, OCHOBaHU4, uenu CoCTaBfEHUs
YKas3blBalOT B NEPBOW YaCTN? LOKYMEHTa

16. | YTO BK/IKOYaeT B cebs  BM3a | Busa cornacoBaHms [OKyMeHTa BK/IOYAET B cebs:
COrnacoBaHusa JOKyMeHTa? Moanucb M AOMKHOCTb BU3MPYIOWETO OOKYMEHT,

pacwrdpoBKY NOAMUCK M AATY NOAMUCAHNS

17. | [Nepeyncnmte aneMeHTbl PEeKBU3UTA | DIEMEHTDI PekBM3nTa «lloannchb»:

«[lognunce» ob03Ha4YeHne [O/MKHOCTM  Nuua, NoANMCaBLEero
LOKYMEHT, PYKOMUCHas MOAMUCH, paclindpoBKa
noanucu (MHMUpMansl, pamMmavs)

18. | Kak odopMnseTcs [OMKHOCTb B | [py  noanmMcaHumM  OOKYMEHTa, COCTaB/IEHHOIO
pPeKBU3NTE «[Toanuco» NpWv | KOMUCCHEN  YKasblBAlOT He  AO/MKHOCTM L,
noAnMcaHnm LOKYMEHTa, | MOAMVCHIBAOWMX AOKYMEHT, @ UX 0643aHHOCTU B
COCTAaB/IEHHOIO KOMUCCUEN? COCTaBE KOMUCCUU

19. | Mepeuncnmte OCHOBHble GYHKUMKM | K OCHOBHBIM  QYHKLMAM  OOKYMEHTa  OTHOCHT:
LLOKyMeHTa MHPOPMALMOHHY!IO, KOMMYHUKATUBHYIO,

OPraHM3aLUMOHHYI0 M BOCNINTATE/IbHYIO

20.| B COOTBETCTBUM C KakMu | Ha 6naHkax opraHu1saumm ee amMo61eMy noMeLLatoT B
LOKyMEHTaMu nomeLatoT Ha | COOTBETCTBUM C ycTaBoM (nonoxeHnem o6
61aHKax opraHmsaumm ee aMbnemy? | opraHmsaumm)

21. | B yeM cocTtouT cyTb yHudmkaumm | CyTb  yHUMKALUMM  OOKYMEHTOB  COCTOUT B
[OKYMEHTOB? eAnHoobpasnn GopM AOKYMEHTOB, UX CTPYKTYPbI,

nopsagka o6paboTKK, yyeTa 1 XpaHeHUs

22. | Y1O Takoe A3blkoBble GOPMYIbI? A3blkoBble GOPMY/bl 3TO CTaHAAPTHbIE H3bIKOBbIE

060pOThI, UCMOMb3yeMble B Hen3MeHHOM Buae. OHu
MCMNONb3YITCS AN ObecneyeHns TOYHOCTU W
O[HO3HAYHOCTU MOHUMAHUA TeKCTa afpecaTtoM u
COKpALLEHWS BPEMEHN Ha NOATOTOBKY TEKCTA U ero
BOCNpUATHE.

23. | OxapakTepusynte C TOYKM 3peHUd | C TOYKM 3PEHUS MPUHALIEXHOCTU K PEKBU3UTAM
NPUHALNEXXHOCTU K PEKBU3UTAM | AaHHbIV dparMeHT: 06 MHbOPMaLVOHHOM
cnepyowmm dparmMeHT: O6 | obecnevyeHnn ABNSETCS 3aroI0OBKOM.
MHPOPMALMOHHOM ObBeCneYeHnM

24. | OxapakTepusynTe C TOYKM 3peHus | C TOYKM 3peHUs MPUHALNEKHOCTU K PEKBU3UTAM
NPUHALNEXXHOCTU K pPeKBM3UTaM | cnegyowmn dparmeHT: YTBEPXXAAKD [Adunpektop
cnegyowmmn dparmeHT: | n/n N.0.Q. 13.02.98 aBngeTcs rpudom yTBEPIKAEHMS
YTBEPXIAI Oupektop n/n N.0.0.

13.02.98

25. | OxapakTepusynTe C TOYKM 3peHusd | C TOUKM 3peHUs MPUHALNEKHOCTU K PEKBU3UTAM
NPUHAANEXXHOCTU K PeKBM3UTaM | cnegyowmn ¢parmeHT: KOpuct n/n MK CrumMoHoB
cnegywowmn dparmeHT. FOpUcT n/n | 10.11.2004 9BASETCS BU3OW
MN.K. CUMOHOB 10.11.2004

26. | OxapakTepusynTe C TOYKM 3peHus | C TOUKM 3pEeHUst PEKBU3UTOB CEaYOWNN GparMeHT:
PEKBU3NTOB cnefyowmn ¢parMeHT: | «Bx. N° 0000 [JaTa 00.00.00» ABASETCH OTMETKOW O
«Bx. N° 0000 [laTta 00.00.00» NOCTYMIEHNUM LJOKYMEHTA

27. | OxapakTepusynte C TOYKM 3peHus | C TOUKM 3pEeHUst PEKBU3UTOB CeayoWnin GparMeHT:
PEKBU3NTOB CrefyloWwmn GparMeHT: | ‘NpuIoXKeHne: Ha 3 /1. B 2 9K3." ABISETCA OTMETKOWN O
‘NPUNOXKEHME: Ha 3 /1. B 2 9K3." HaIMYN NPUITOXKEHNI,

28. | Kak  MOXHO  oxapakTepusoBaTb | K 3TOMy [LOKYMEHTY OTHOCUTCH  Cheytowas
LOKYMEHT- NHCTPYKLMIO Nno | XxapakTepmucTmnka «sBNAETCS OCHOBHbIM
LEeNonpon3BOACTBY? HOPMATUBHO-METOANYECKNM LLOKYMEHTOM,

onpefensiowmMm 1 yCTaHaBIMBAOWMM  e4nHbIN
NOPSLOK COCTaBNeHUs, 0bOPMIEHUS JOKYMEHTOB U
pPaboTbl C HUMKM B OpraHm3aLmmn>»

29. | OxapakTepusynTe ynpaBieHYeckylo | YnpasneHyeckas MHbopMaums  — COBOKYMHOCTb

MHbOpMaUMio

CBEEHMN O COCTOSHUW CybbekTa YynpaBieHus,




Ne Copep)aHue Borpoca [NpaBunbHbLIM OTBET
obbekTa yYNpaBneHUs W  BHEWHEW PbIHOYHOMU
cpefbl. CBOMCTBaMM yrpaBieHYeckon nHbopmaLlmm
ABNFETCH a4PECHOCTb U OPULMASIBHBIN XapaKTep.

30. | OxapakTtepusymTe C TOYKM 3peHus | C TOUKM 3peHUst MPUHALNEXHOCTU K PEKBU3MTAM
NPUHAANEXXHOCTU K PEKBU3UTaM | cnegyowmn ¢parMeHT: PekTopy HOBOCMOBUPCKOrO
JaHHbIN bparMeHT: PekTopy | yHuBepcuteta rocnogmHy CmonkuHy C.A. 634635 T.
HoBocubunpckoro yHuBepcuTeTa | HoBocnbupek — yn.  JleHnHa, 4. 159BAseTcs
rocnoanHy CmonkmnHy C.A. 634635 . | afpecaTom.

HoBocmbunpck yn. JleHnHa, 4. 15.

31 | JavTe XapakTepuUcTuky | K 3TUM  OOKYMEeHTaM OTHOCUTCH  crefyowas

TpadapeTHbIM OKYMEHTaM XapaKTepUCTUKa:  «JJOKyMeHTbl, 4aCTb KOTOPbIX
3aMnoNHAeTCA  MalWWHHBIM -~ CMOCOBbOoM, a  4acTb
3aNOHAETCS BPYYHYIO MPW COCTaBNEHNN>»

32. | YTo cobown npenctaBnseT aybnukat | Jybnmkat OOKyMeHTa - JOKYMEHT, BblaBaeMbii B
LOKYyMEHTA? Clyvae yTepu Bnafenbvlem no/IMHHOMO AOKYMEHTa

N UMEIOLLMI C HUM OIMHAKOBYIO IOPUANYECKYIO CUNY

33. | JanTe xapakTepuUcTuky gokymMeHTa | JJokyMeHT  3TO  MaTepuanbHbii  OO6BeKT  C
nHbopmMaumen,  3adbUMKCUPOBAHHOM  CO34AHHbBIM
4YEeNOBEKOM CMocoboM, AN eé nepefayn BO
BPEMEHW W MNPOCTPAHCTBE,  OT/IMYUTE/NbHOE
CBOMCTBO [OKYMeHTa - topuamyeckas cuna. K
NpW3HaKam [OKYMEHTa OTHOCUTCS 3aBEepPLUEHHOCTb
coobuweHua. K obwmM  PYyHKUMSM  OOKYMEHTa
OTHOCUTCS MHPOPMALMOHHAS.

34. | OxapakTepusynTe C TOYKM 3peHusd | C TOYKM 3peHUs MPUHALNEKHOCTU K PEKBUUTAM
NPUHAANEXHOCTU K pekBu3uTam | cnegyowmn  ¢parmMeHtT:  BEPHO  CekpeTtapb-
cnegyrowmn  ¢parmMeHtT:  BEPHO | pedepeHT snmyHas nognuck WM. WK PenuHa
CekpeTapb-pedepeHT NINYHAA | ABIFETCH OTMETKOM O 3aBEPEHUN KOMUK
noanucb N.K. PennHa

35. | OxapakTepmsynte C TOYKM 3peHUd | C TOYKM 3PEHUS MPUHALIEXHOCTM K PEKBM3UTAM
NPUHALIEXHOCTN K PeKkBU3UTaM | Crefyowmn  eparMeHT: [eHepanbHbi  AUPEKTOP
cnegyowmm dparMeHT: | nnyHas nognuck B.A. BenkunH aBnseTca noanuchbio
[eHepasbHbIt  OUPEKTOP  INYHas
nognucb B.A. BenkuH

TeMa 2. OpraHusaumoHHo-pacnopsanTensHole gokyMeHTsl (OK 2,0K Q)
36.| Y10 npepactasngetr cobon MOCT P | TOCT P 7.0.97-2016 3TO HOPMATUBHbIN JOKYMEHT,
7.0.97-20167 Ha OCHOBaHWUK KOTOPOro opopMAsoTCH
OpraH13aUMOHHO-PaCcnopaanTEIbHbIE JOKYMEHTDI
37.| Ha Kakune pokymeHTbl | TOCT P 7.0.97-2016 pacnpocTpaHsaeTcs Ha
pacnpocTpaHsetcs TOCT P 7.0.97- | opraH13aLMOHHO-PacnopsanTeNbHbIe AOKYMEHTbI
20167 (OP/1), oTHOCALMECH K YHUDULMPOBAHHOW CUCTEME
OPL

38. | YTo npencTaBnaoT cobon OpraHu3auMoHHble  [OKYMEHTbl  3TO  KOMMIEKC

OpraHM3auMOHHbIE JOKYMEHTbI? B3aMMOYBSA3aHHbIX [LOKYMEHTOB,
pernamMeHTUPYWNX CTPYKTYPY, 3agadu, GyHKUMK
npeanpuaTmsa, OpraHmMsaumio ero paboTbl; Npasa,
0643aHHOCTU M OTBETCTBEHHOCTb PYKOBOACTBA U
cneunanmcToB NPeanpPUaTUS

39. | YTO Takoe opraHn3aUMOHHO- OpraHu3aLroOHHO-pacnopsaMTeNbHas
pacrnopsguTenbHas JOKYMeHTauusa? | JOKYMEHTaLuMs 3TO COBOKYMHOCTb

B3aMMOYBSA3aHHbIX OKYMEHTOB, QYHKLMOHUPYIOLLMX
B chepe ynpaBneHus
40. | Y70 Takoe WraTHoe pacnucaHne? lWraTHOE pacnucaHme 3TO [OKYMEHT,

3aKpPEenNAIoLWMA OONMKHOCTHOM U YUNCSIEHHDBIM COCTaB
npeanpusaTna C  ykasaHueMm ¢oHga 3apaboTHOMU
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naaTbl

41. | Packpounte cofepxaHve | Jo/mKHOCTHas MHCTPYKLUMA 3TO OPraHm3aLyOHHbIN
LONMKHOCTHOW MHCTPYKLMM LOKYMEHT [/INTENIbHOTO WM MOCTOSIHHOIO CPOKa

LEUCTBUA, B KOTOPOM  oOnpefesieHbl  Hay4HO-
TEXHNYeckmne, PUHAHCOBbIE CTOPOHbI AEeATENbHOCTU
LOJIYKHOCTHBIX /UL,

42. | Kak  MOXXHO  OXxapakTepus3oBaTb | K 3TOMy [OKYMEHTYy OTHOCUTCA  Cneaylolas

LLOKYMEHT- yCcTaB? xapakTepucTuka: «CBog npaBui, PeEryImpyowmx
LEeATENIbHOCTb OpraHM3aLmii, MxX B3aUMOOTHOLLIEHWS
C APYTMMK OpraHu3aumsaMm 1 rpaxgaHamm, npasa u
0653aHHOCTM B Ccdepe TrocyaapCTBEHHOM WM
XO39MCTBEHHOW OEATENbHOCTU>»

43. | Kak  MOXXHO  OXapakTepus3oBaTb | K 3TOMy [OOKYMEHTY OTHOCUTCS  CleayloLas

LLOKYMEHT- MONOXeHne? XapakTepucTunka: «lpaBoBOM aKT, onpenensiowmm
NOPSAOK  06pasoBaHus,  3afayn, OO6SA3aHHOCTK,
npaBa, OTBETCTBEHHOCTb WU OpraHu3auuio paboTbl
npeanpuaTMa B LENOM WU €ro  CTPYKTYPHbIX
nogpasgeneHumn>.

44. | Kak  MOXHO  oxapakTepusoBaTb | CTpyKTypa M WTaTHas  YUCNEHHOCTb  3TO
LOKYMEHT CTPYKTypa W WTaTHas | OpraHn3aLOoHHbIN LOKYMEHT, B KOTOPOM
YMCNEHHOCTb? yKa3blBalOTCS BCEe CTPYKTypHble noapasfeneHus

npeanpuaTna,  BBOAMMbIE  Ha  NPEANnPUAITAN
JOMKHOCTM N KOMIMYECTBO LWTATHLIX E€4WHUL, MO
KaXKOOW 13 OMKHOCTEN

45. | Mepeuncnmte BOMPOCH, KOTOpble | B npaBunax BHYTPEHHEro TPyAOBOrO pacnopsaka
oTpaKalTcs B npaBuax | OTPaAXKaTCs: opraHM3aums paboTbl NpeanpuaTms,
BHYTPEHHErO TPYLOBOIO | B3auMHble 0653aHHOCTU PabOTHNKOB n
pacrnopska agMUHUCTPaUMK,  NPEefoCTaBneHue  OTMYCKOB,

KOMaHAMPOBaHME COTPYLHUKOB, BHYTPUOOBEKTHbIN
PEXUM

46. | Y10 COAEePXNTCH B | KOHCTaTMpylolwasa 4acTb—3TO BBEEHME B CYLWECTBO
KOHCTaTUPYIOLLEN paccMaTpuBaeMoro sonpoca. B Hert MoryT 6biTb
4aCTU PACNOPSAUTENBHOTO OKYMEH | NepeyncineHbl GakTbl, COObITUS, JaHa OLEHKa.

Ta? MoykeT 6bITb AaH Nepeckas akTa BblWEeCTOSWEro
opraHa, BO UCMOJ/IHEHWE KOTOPOro MU3JaeTcs
[JaHHbIN PACNOPSAUTENbHbBIV OOKYMEHT.
KoHcTaTupytowas 4acTb Heobs3aTelbHa, OHa
MOXET M OTCYTCTBOBATb, €C/IN HET HEOHXOANMOCTH
[laBaTb PA3bACHEHMS.

47 | Kak  MOXXHO  OXapakTepmus3oBaTb | K 3TOMy  [OOKYMEHTY OTHOCUTCS  Chefylolias
LOKYMEHT- NpuKas? XapaKTEPUCTUKA «3TO MPABOBOW aKT, M34aBaEMbI

PYKOBOAUTENEM MpPeanpusaTus, OEeNCTBYIOLLEro Ha
OCHOBaHUWM  efuHOHAaYanus, ONs  paspeleHus
OCHOBHbIX 1 ONepaTUBHbIX 3a4a4 NPEANPUATUS»

48. | YeM HavmHaeTca pacnopsamTenbHasa | PacnopsamMtenbHas 4acTb TeKCTa pPacrnopsiXeHUs
4aCTb TEKCTA NpMKasa HaYMHAETCs CIOBAMU “MpPUKa3bliBalo”

49.| Kak  MOXHO  oxapakTepusoBaTtb | K 3TOMy [LOKYMEHTY OTHOCUTCS  cregytouias
LOKYMEHT- PACNOPSHIKEHNE? XapPakTEPUCTMKA «3TO MPABOBOM aKT YMpaBieHUs

rocyfapCTBEHHOro opraHa, NMeIoLLMI
ob43aTeNbHYIO CUY AN9 TPAXKAAH M OpraHu3aumn,
KOTOPbIM OH aipeCcOoBaH>»

50. | YeM HavmHaeTca pacnopsamTenbHasa | PacnopsautenbHas 4acTb TEKCTa PaCropsXeHus
4aCTb TEKCTA PACNOPSIKEHNN? Ha4YMHaeTCs CnoBaMu “0bs3biBalo”

51 | Kak  MOXHO  oxapakTtepwusoBaTb | K 3TOMy [LOKYMEHTY OTHOCUTCH  Cneaytowas
LOKYMEHT- yKa3aHune? XapaKTEPUCTMKA «3TO pPacnopPSANTENbHbIN

LOKYMEHT, n3gaBaeMmbli opraHamu
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rOCy[apCTBEHHOrO yrpaB/ieHWs, OpraHu3aumaMu,
No BOMPOCAM  OPraHM3aLMOHHO-METOANYECKOrO
xapaktepa (opraHu3aums WCMNOHEHUS MPUKA30B,
NHCTPYKLMIN)>»>

52. | YeM HaumHaeTca pacnopsauTenbHasa | PacnopsamMtenbHas — 4acTb  TeKCTa  YKasaHus
4aCTb TEKCTA YKa3aHUS? HaYMHaeTCs CIoBaMK ‘npegnarat”

53. | YTo npepnctasngeT cobon peweHne? | PeweHne - 3TO pacnopsamTenibHbii  LOKYMEHT

KONNernanbHOro opraHa ynpasieHus, 13LaBaeMblin
MWUHUCTEPCTBaMMU, BELOMCTBaMMU, Hay4YHbIMU
coBETaMU

54. | YeM HaumHaeTca pacnopsaauTenbHasa | PacnopsgautenbHas  4acTb  TeKcTa  pelleHus
4acCTb TEKCTA peLIeHns? Ha4YMHaeTCs CIoBaMU «peLaeT (pewnn)»

55 | Kak  MOXXHO  oxapakTepus3osaTb | K 3Tum [OKYMEHTaM OTHOCUTCH  CriefyloLas
MHPOPMALMOHHO-CMPABOYHbIE xapaktepuctnka:  «COBOKYMHOCTb  [OOKYMEHTOB,
LLOKYMEHTbI? cogepawmx  nHdopMaumio O daKTUYECKOM

MNONMIOXEHUMN  [ieN, CAY)KalMX OCHOBaHMEM AN14
NPUHATUS PEeWeHnn, M3LaHUsS PacnopsaanTeNbHbIX
[OKYMEHTOB». K HWM OTHOCAT. aKT; MPOTOKOJI,
[OKNagHas 3anncka; OObBACHUTENbHAs  3aMnncKa;
CMNpaBka; MMCbMa; Tenerpamma, TenedoHorpamma.,

56. | Mepeyncnute NHPOPMALNOHHO- | MIHPOPMALMOHHO-CNPABOYHbIE  [JOKYMEHTbI:  aKTbl,
CNPaBOYHbIE AOKYMEHTHI TenedoHOrpamMmsbl, MUCbMa, MPOTOKObI

57. | Kak  MOXXHO  oxapakTepus3oBaTb | K 3TOMy [OKYMEHTYy OTHOCUTCA  Cnejylolas
LOKYMEHT- NPpOTOKON? XapakTepucTunka: «JOKyMeHT, GUKCUPYIOWMIA XOL

O6CYXOEHMA BOMPOCOB W MPUHATUS PEWEeHnn Ha
cobpaHusx, 3acefaHusx, COBEWaHUaxX U T.i».
OCHOBHble 4acTW TekcTa NPOTOoKONa - BBOAHAS MU
OCHOBHa4.

58. | Kakoe ocHOBHOE npaBuno, kotoporo | Mpn  nepepave  TenedoHorpammbl  crefyet
cnefyer  NpuaepKueBatbCs  Npu | NepenasaTtb TONbKO KpaTKYIo, CPOYHYIO
nogave TenedoHorpammbl? nHbopMaLumio

59. | YTO npeacTaBnsetT cobon MMUCbMO- | NMUCbMO-HaNOMUHaHKe - 37O LOKYMEHT,
HanoOMMHaHue? cooblwawmn 0 NPUBAMKEHUN,  YCKOPEHUU,

MCTEYEHUN  CPOKa  WUCMOMHEHUS  KaKoro-nnmbo
nencTems

6o. | K nMcbMy npuknagbiBaeTcs | [NpunoxeHue: 1. lonoxeHne o KpeguToBaHum
nonoxeHwe o kpeautoBaHuu. Kak | Ha 5 n1. B 2 3K3,
odOpPMUTL  OTMETKY O  Halnymu
NPUNOXEHNS, €CNIM OHO Ha3BaHO B
TEeKCTe nmcbma?

Tema 3. Kagposas gokyMeHTauus (OK 2,0K )

61. | YTo npepcTaBnseT cobon kagposas | Kagposas OKyMeHTaums - 37O 60/1bLLOW

LOKyMeHTaumns? nepeyveHb JOKYMEHTOB, coAepaLlmx nHbopmMaLmio
O COTPYAHUKAX, OEeATEeNbHOCTU NPeanpustus U
ero KafpoBou ciyx6e.

62. | Mepeuncnute obsa3aTenbHble | EAMHBIM NepeyYeHb KagpoBbIX JOKYMEHTOB, KOTOPbIE
Ka4pOBble JOKYMEHTb LOJIKHBbI obopMnIATb BCe opraHmsaumm,

3aKOHOATEeNbCTBOM He YyCTaHoBNeH. Ho ecTb
obd3aTenbHble  KaapoBble  [AOKYMEHTbl, KOTOpble

MOryT 3anpocCuTb MNpPOBepsiolmMe U3  TPYAOBOM
WMHCMeKUMM, MPOKYypPaTypbl, HANOrOBOWM U  APYruX
KOHTPOMMPYIOLMX BEIOMCTB 3TO:

MpaBKna BHYTPEHHEro TPpyA0BOro pacnopsaka;
[LOKyMeHTHI, yCTaHaBAMBatoLLME nopsAoK
06pabOoOTKM NEPCOHANbHbIX AAaHHbIX PABOTHMKOB;

10



NO

Copaep)aHue Bonpoca

[MpaBUbHbBIV OTBET

Mpadurk cMeHHOCTY;

paduK OTMYCKOB;

MpaBunna 1 MHCTPYKLMM NO OXpaHe Tpyaa;
TpynoBon 4OrOBOP;

[Mpukas (pacnops»keHue) o npruemMe Ha paboTy,
Mpukas (pacrnopskeHne) o  AUCUUMIMHAPHOM
B3bICKaHUU;

TpyAOBblE KHUXKKM

JIn4Hble KapPTOUKM COTPYLAHUKOB;

LLTaTtHoe pacnuncaHue;

[MonoxeHne o6 onnate TpyLaa;

Tabenb yyeTta paboyero BpeMeHu 1 ap.

63.

YTOo npeacTaBnseT cobon KagpoBoe
0enonpounsBoaCcTBO?

KagpoBoe  [Oenonpoun3BOACTBO - oTpac/b
[eATeNbHOCTU,  OOKYMEeHTUpylolWas  TPyOdoBble
OTHOlWeHMs, KagpoBas AOKyMeHTaums ¢ukcupyeT
MHGOPMALIMIO O HANIMYMM U ABUMKEHUN NEepcoHana, B
pesy/nbTate BCe KaapoBble npoleaypbl
npuobpeTaldT  AOKYMEHTanbHoe  opopMieHme
(NpureMm, NnepeBof, YBOMbHEHWE, OTMNYCK, NOOLPEHNe
nTn)

64.

Kakne cBefeHVs 3anucbiBaloTCS B
TPYLOBYIO KHUXKKY?

KHVKKY 3annCbIBAIOTCS:
6narofapHoOCTb 3a ycnexm B paboTte,
BO3HArpaXkaAeHs 3a n3obpeTeHns n
PaLMOHANIM3aTOPCKME NPELNOXEHNS, HArPaxx4eHUs
MOYETHbIMU  FPaMOTaMK,  HarpyAHbIMU  3HAKaMMU,
3HaYKaMK, AMNIOMaMm

B TPYLOBYIO

65.

Y10 PuKCHpyeT TPpyLOBOW LOTrOBOP?

TpygooBon  OOrOBOP  COCTaBAsSETCa B 2-X
aK3eMnafapax, M OAMH U3 HUX OTAAETCH Ha PYyKU
paboTHKKY. B OoroBope NpOMnMCHIBAIOTCA MeCTO
paboTbl, [OO/MKHOCTb, OMNJaTa, CPOK [OroBopa,
NPOLAOMKNTENBHOCTb UCMbITATENBHOrO CPOKa U T.4.
Bce wu3MeHeHMq, Kacawowmecs YycnoBuM Tpyaa
(HanpuMep, yBennyeHune 3apniaTtol), PUKCUPYIOTCH B
[OMONHUTENbHOM  COrMMaleHnn K TPYAOBOMY
LlOroBopy.

66.

Yto npeacTaBnser cobon NuyHas
KapToyka paboTHMKA?

JlnyHas  kKapTouyka  3anofHgeTCd  Ha  BCeX
COTPYAHMKOB.  KapToOuyky  MOXXHO  BeCTWM Mo
yHUdMnupmposaHHon ¢opme N° T-2, TMb6o NpUMEHSTb
CaMOCTOATE/IbHO paspaboTaHHyo dopmy,
YTBEPXKAEHHYIO PyKOBOAMTENEM (MPWU YCNOBUM, YTO
B HEW COEPXATCs BCE HEOHXOAMMbBIE PEKBU3UTHI).

67.

NaiTe XapakTepucTuKy LUTATHOMY
pacnmMcaHuio, Kak obs3aTenbHOMy
KafpOBOMY AOKYMEHTY

C TOYKM 3peHUs KaApOBOro Ae/onpou3BOACTBA
WTATHOE pacnucaHne BXOOUT B 0Ob6dA3aTeNbHble
KafpoBble AOKYMEHTbI (CT. 15, 57 TK PD).

B wWTaTHOM pacnmMcCaHWM YKasbiBalOT CTPYKTYPY,
COCTaB W YUCNEHHOCTb MEPCOHaNa: nepeyeHb
CTPYKTYPHbIX  NOAPA3AENEeHUN,  HAaUMEeHOBaHUS
LOMKHOCTEN, npodeccumn C yKasaHem
KBasMduKaLmm (KNaccoB, paspsaaos U T. 4.

68.

fAsnsgetca LO/MKHOCTHAS
NHCTPYKUMA obs3aTeNbHLIM
LLOKYMEHTOM KaZ[pOBOW CyXbbl?

U

[lomKHOCTHas ~ WMHCTPyKUMS  He  BXOAUT B
0o6s3aTENbHbIE [OKYMEHTbI KaAPOBOW CMYXKObl  TK.
KOMMNaHWs caMa pelaeT, pa3pabaTtbiBaTb ee unu
HeT. C pApyro CTOPOHbI, MPU BO3HUKHOBEHMUM
CMOPHBIX CUTyaUUH C COTPYLAHWKOM OHa MOXET
OYeHb MPUroANTHCS.

69.

dgBnseTcs M rpaduK  OTMYCKOB

padunK  OTNYCKOB  sBNgeTCs  06s3aTe/IbHbIM
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Ne Copep)aHue Borpoca [NpaBunbHbLIM OTBET
obsa3aTe/IbHbIM LOKYMEHTOM | KapOBbIM JOKYMEHTOM B Ccuiy cTatbk 123 TK PO.
KaLpPOBOW C/yObl? paduvK cocTaBnseT pykoBoAUTEb OTAENa KaLpOB

(ecnu  TakoBOM  MMeeTCs) U MOANUCHIBAETCS
reHepanbHbiM AMPEKTOPOM. C LOKYMEHTOM [O/KHbI
ObITb O3HAKOM/IEHBI BCE PABOTHUKM,

70. | Kakyto byHKLMIO BbINONHAET | TPYLOBas KHMXKKA SBNSETCS OCHOBHbIM KaApOBbIM
TPygoBas KHMXKKA B TPYLOBbIX | LOKYMEHTOM, MOATBEPXKAAIOWMM CTaXK PabOTHUKA,
NPaBOOTHOLWEHMSAX? M unx obsizaHbl BECTM Bce paboTodatenn 6e3

NCKTIIOYEeHNS

71. | CocTaBNEHNEM KaKMX [OKYMEHTOB | [PMEM Ha MOCTOSIHHYI PaboTy COMPOBOXAAETCS
COMpOoBOXAaeTcs npuem Ha | cCoCTaBNeHMEM OOKYMEHTOB MO CAefylowen Cxeme:
NOCTOSHHYIO paboTy? - pesioMe; - 3adBfleHUe; - aHKeTa, - TPyLoBOU

KOHTPaKT (LOrosop)

72. | Kakue rpynnbl JOKYMEHTOB BXOAAT B | [IOKYMEHTbl, KOTOpble OObIMHO NpuHagnexar K

COCTaB /INYHOro Aena’? NMYHOMY L€y, YC/IOBHO MOXHO pasfenntb Ha
HeCKONbKO rpynm:
[MepBrYHas JOKYMEHTALMA NpY NpMeMe Ha paboTy;
BymMaru, KoTopble MosBUAUCH B npoLuecce paboThl
Ha AAHHOW AO/MKHOCTW;
[lOKyMeHTbI, 3aKpblBatoLLME TPYLOBble OTHOLWEHUS C
[JaHHbIM paboTodartenem.

TeMa 4. loroBopHo-npaBoBas gokymeHTauma (OK 2,0K Q)

73. | YTo npencTasnseT cobon gorosop? | [JoroBop - AOKYMEHT, MPeACTaBnsiowmn cobom
corfaweHme  CTOpoOH 06  YCTaHOBAEHUW U
perynmpoBaHUn KakMx-1Mb0 OTHOLWEHUI

74. | YTO OTpaxatoT B JOroBope? B noroBope oTpaxaeTcs:

XapakTep OTHOLWEHNM

YcnoBusa foroeopa

CpOKM UCMONTHEHNS 0B6A3aTENbCTB
TpeboBaHMs K Ka4yeCTBY TOBapa Un yCayrm
XapakTep 1 yCcnoBus onnathl

O653aHHOCTN CTOPOH

MopsfoK paspelueHms CrnopoB

75. | MepeuncnnTe pekBm3nTbl foroBopa | PekBM3nTamMmn OroBopa SABASIOTCS:
HanMeHoBaHWe B1aa LOKYMeHTa
HoMep 1 faTa LOKyMeHTa
MecTo cocTaBneHUs JOKyMEHTA
3aroioBoK
TekcT
Mognnucn obenx CTOPOH C OaToOW NoANMCaHUS
MeyaTn obenx CTOPOH

76. | MepeyncTnte BUAL LOroBOPOB OCHOBHbIMK BMAAMK JOrOBOPOB ABNAIOTCS:
[LOroBOP KYMAN-MPOAAXKM
[OroBop nogpsaaa
[OrOBOP MeHa
[OroBOp AapeHus
[OroBop apeHabl (MMyLEeCTBEHHbIN HAEM)

77. | PackponTte cyuwHoCTb goroBopa | o forosopy Kynamv-npofaxu MoryT 6biTb nobble

KYMAN-NpOaaXKM BEWM, B TOM  4YMCNEe  UEHHble  bBymaru,
MMYLWECTBEHHbIE  MpaBa, pPaboTbl U YyCAyruy,
nHbopMauus,  pesynbrTatbl  UHTENNEKTYa/lbHOM
LEeATENbHOCTN, HeMaTepuanbHble Hnara. Bce 3Tu
OOBEKTbl  FPaAXAAHCKMX MpaB  MOryt CBOOOAHO
OTYYXKAATbCA, €C/IN OHU He M3bATbl U3 0HbopOoTa UK
He orpaHnYeHbl B 060poTe.

78.| Packponte cywHOCTb foroBopa | [lo  goroBopy noapsga CTOpPOHa — MNOAPSAYMK
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NO

Copaep)aHue Bonpoca

[MpaBUbHbBIV OTBET

noapsaa

0643yeTCs BbIMONHUTL MO 3a4aHUIO APYTrOM CTOPOHbI
— 3aKasumka onpegeneHHylo paboTy W caaTb ee
pe3y/ibTaT 3aKa3ukKy, a 3aKasumK 06a3yeTcs NpuHATb
pesynbtar paboTbl U onnatuTb ero. OKoHYaHue
paboTbl 0POPMNSETCSH LBYXCTOPOHHUM MPUEMO-
COATOYHBIM aKTOM.

79.

Packpounte
MeHa

CYLIHOCTb  [OroBopa

[loroBop MeHa - JOroBop , Mo KOTOPOMY KaxKaas 13
CTOPOH 0ba3yeTcd nepefatb B COOGCTBEHHOCTb
APYron CTOPOHbLI OA4MH TOBap B OOMEH Ha apyron. K
[OroOBOPY  MeHbl  MNPUMeHsEeTCH  6O0/bLUMHCTBO
npaBu/, NPEYCMOTPEHHbIX 15 KYNIM-NPOAaXKK, 3a
NUCK/IOYEHNEM  Tex,  KOTOopble  MpoTMBOpevaT
CYLLECTBY [OroBopa MeHbl (Hanpumep, O LeHe).
Kakgas 13 CTOPOH Npu3HaeTCsd NpoLAaBLOM TOBapa,
KOTOpPbIN OHa 0bs3yeTCca nepenatb, U NOKynaTenem
TOBApPa, KOTOPbIM OHA 0643yeTCs NPUHATL B OOMEH.

80.

PackpounTe
faperHus

CYLWHOCTb  [OroBopa

[loroBop fapeHun 9— [OroBop, Mo KOTOPOMY
OfHa CTopoHa (oapuTenb) 6€3B03ME3HO nepesaeT
nnm obszyeTcs nepenatb NPM CBOEM XMU3HW APYTron
CTOpoHe (ofgapseMoMy) Bellb B COOBCTBEHHOCTb
6O UMYLLECTBEHHOE MNPaBo IMH6O OCBOBOXKAAET
NN 065a3yeTcs 0CBO6OANTL €€ MNP CBOEW XMU3HU OT
NMYLLECTBEHHOW 0643aHHOCTK nepes cobon unu
nepen TpeTbuM nnuom. [Npu 3TOM obellaHHoe
JapeHne JOMKHO 6biTb 0GOPMIEHO MUCbMEHHO

81

Packpoute CyLWHOCTb [OrosBopa
apeHabl (MMyLLEeCcTBEHHOro HanMa)

ApeHga (MMyLLEeCTBEHHBIM HaeM) -3TO JOroBop, No
KOTOpOMY apeHgopaTenb (Hanmmopatenb)
obssyeTcs NpefoCTaBnTb apeHaaTopy
(HaHMMaTENIo ) UMYLLECTBO 3a MATy BO BPEMEHHOE
MONb30BAHME WAM BO BPEMEHHOE BAAEHME U
nonb3oBaHuWe.  [lnodbl,  AOXOAbl,  MOMYyYEHHblEe
apeHAaTopoOM B pe3y/bTaTe MCMO/Mb30OBAHMUS 3TOrO
MMYLLECTBA, CTAHOBATCS €ro COHCTBEHHOCTHIO.

82.

[Nepeuncnute  BUAb

Kynan-nponax<u

JIOrOBOPOB

Buabl 4OrOBOPOB KYMIU-NPOAANKM:

PO3HUYHOW KYMNN-NPOLANKM;

NOCTaBKM TOBAPOB ;

NOCTaBKW TOBAPOB /1 FOCYAPCTBEHHbIX HY[;
NPOLAKU HEABUMKMMOCTMU,

NPOLAKM NPEANPUATUS .

83.

Kakrne [OOKYMEeHTbl OTHOCHATCH K
NPETEH3MOHHO-MCKOBOW
LOKyMeHTauum?

K NPETEH3MOHHO-MCKOBOW
OTHOCATCS:

[MpeTeH3NOHHbIEe NUCbMA;
MckoBble 3as1B1eHUs

[IOKYMeHTaLmmn

84.

Kakve nmcbma
NPETEH3MOHHBIMA?

Ha3blBatoTCA

[MncbMa, odopmnsiowe o6oCHOBaHWe TPeboBaHMN
O[HOW OpraHMsauMnm K [pYyron, CBssaHHble C
HapyLweHneM [OrOBOPHbIX 0653aTeNbCTB,
Ha3bIBAOTCA NPETEH3MOHHBIMU

85.

B kakoM cnyyae CcoOCTaBnseTcs
MCKOBOE 3asaBneHmne?

MckoBoe 3aaBeHne - OOKYMEHT,
NpefoCTaBNseMbli ero COCTaBuUTENEM B CyaebHble
OpraHbl C MPOCbOOM O B3bICKAHWW C OTBETYMKA B
NPUHYANTENIBHOM NOPSAKE CYMM WM Kakoro-nnmbo
nMyLecTBa. VICKoBble 3adBNeHUs NPeabsaBasioTCa B
TOM C/lyvyae, €Cn MNPETEH3NS He MOXeT OblTb
YPErynMpoBaHa CTOPOHAMW Ha  LOOPOBO/bHbIX
Havyanax.

TeMa 5. MNoHsATHe foKyMeHToob0poTa, pernctpauua gokymeHTos (OK 2,0K Q)
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Ne Copep)aHue Borpoca [NpaBunbHbLIM OTBET

86.| Yt0 BXOAUT B noHsTMe | JOKyMeHTOO60POT — 3TO ABMKEHME LOKYMEHTOB B
LLOKyMEHTOO60pOT? opraHusaumm C MOMeHTa UX COo34aHus  Uan

NONy4YeHUss OO 3aBEPWEHUs UCNOMHEHUS  Uau
OTMNPaBKU.

87. | Yto npeacrasngaet cobon | [lenonponssoacTtso npeacraBnaet cobon

0eNonpon3BoACTBO? 0esaATeNbHOCTb MO paspaboTke, oPopMAEHMUIO,
opraHusaumm  OBMXKEHUS, yvyeTa U XPaHEeHUs
[LOKYMEHTOB. Llenb AEenonpomn3BoACTBa -
NHbOPMaLMOHHOE obecnevyeHne npouecca
ynpaBieHns

88. | Yto Takoe obbeM | O6beM  JOKYMeHToObopOoTa  3TO  KOJIMYECTBO
LOKYyMeHTOObopOoTa? BXOALLMX, UCXOAAWMX, BHYTPEHHUX LOKYMEHTOB 3a

rog,

89. | KakoBa OCHOBHas 3afava | OcHoBHas 3agava LLOKyMeHTOOb60opOoTa -
LLOKyMeHTOO60pOoTa? NPSMOTOYHOCTb B [ABWMKEHUN [JOKYMEHTOB, - 4YTOObI

LOKYMEHTDI nepemeLanmcb no Hanbonee
KOPOTKOMY MyTW. [ng 3TOro Hy»XHO CO3faTb
LenecoobpasHyio TEXHOOTMIO 06paboTKn
[OKYMEHTOB, MOCNEA0BATENbHOCTb — BbINOHEHUS
onepauum.

90. | JanTte onpepgenerHne | YH1MBepcasbHbIn aTo [OKYMEeHTO060pO0T,
YHMBEPCaNIbHOMY oTpaxawwmn onepaumm  06pPaboTKM  MOTOKOB
LOKYMEeHTOO60pOoTY CNaboCTPYKTYPUPOBAHHOM NHPOPMaLMK,

BbINOMHAEMbBIE MPU  UCMOIHEHUM  YNPABIEHYECKMX
peLeHn M 4ENOBbIX NPOLLECCOB

91 | Yto Takoe onepaumoHHbIi | OnepaunOHHbIN aTo [OKYMEeHTO0b60pOoT,
[OKYMEeHTOO60pOoT? OPUEHTUPOBAHHLIM Ha 06PABOTKY MNEePBUYHBIX W

Nony4YeHne CBOAHbLIX M aHANIMTUYECKMX JOKYMEHTOB,
cofepXallmx onepaLroOHHY aTPUBYTUKY

92. | YTo faet pacyeT obbeMa O6beEM JOKYMEHTOO60POTA NO3BONSET ONPenenTb
LOKyMeHTOO60pOTa? 4YMCNEHHOCTb PaAbOTHNKOB, 3aHSATBIX

[EeNnonpon3BOACTBOM B OpraHu3aummM 1 3arpysky
PabOTHUKOB COOTBETCTBYIOLLErO NOAPA3AEIEHNS
93. | Kakne 3agaun [OOKYMeHTOOb6OpOTa | 3afjadamMu  perncrpauum aBnsetcs obecnevyeHune

pelaeT perncTpaums 4OKyMEHTOB?

COXPaHHOCTU LLOKYMEHTOB, opraHusaums
MHOPMALMOHHO-MONCKOBOW CUCTEMbI U, CaMoe
rnaBHoe, NpuiaHve OOKYMEHTY I0PUANYECKOW CUITbI.

TeMa 6. OpraHmsaums onepaTMBHOro 1 apxmeHoro xpaHeHns aokymeHtos (OK 2,0K 9)

94.

Y710 Takoe HOMeHKnaTypa gen?

HoMeHknatypa fen 2T0 CUCTEMATU3UPOBAHHbIN
nepeYyeHb 3arofIoBKOB e/l CO  CPOKaMu  UX
XpaHeHns. HomeHknatypa [Aen  CTPYKTYPHOro
nogpasfeneHns CoCTaBNAETCS B 4-X aK3eMnagpax,
YTOYHAETCS B KOHLE KaXKAOro KaneH4apHoro roga u
BBOAMUTCS C 1 SiHBAPS CIEAYIOWEro roga

95.

Mepeuncnmte nocnefoBaTeNbHOCTb
3TAnNoOB Pa3pPaboTKM HOMEHKIATYPbI
nen

MocnenoBaTeNbHOCTb 3TanoB pa3paboTku
HOMEHKNaTypbl  Aen:  onpefeneHue  Kpyra
[OKYMEHTOB, BK/IOYAEMbIX B HOMEHKNaTypy [Aen;
COCTaBfeHME  3arofloBKOB  Aen;  paspaboTka
KnaccuouKaumoHHOM CXeMbl HOMEHKNATYpbI;
onpeaeneHne CPOKOB XPaHEHWs Aen; onpeaenerme
CUCTEMBI WMHAEKCAUMW N YCTAHOBNEHUE WHAEKCOB
fen;, opopMneHne 1 yTBePIKAEHNE HOMEHKNATYPbI
nen.

Q6.

[NepeyncnnTte BUAbI
aen

HOMEHKNAaTyp

PasnuyaloTcs Tpy BUAA HOMEHKIATYP AeN: TUNoBas,
npUMepHas 1 MHOVMBUAYANbHAsS HOMEHKNATYpPbl Aef
KOHKPETHOW OpraHmsaumm.
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Ne Copep)aHue Borpoca [NpaBunbHbLIM OTBET
97. | YTo npeacTasngeT cobow TuUnosasd | TMnoBas HOMEHKNaTypa [Aen COCTaBAgeTcs Afs
HOMeHKnaTypa aen? OpraHusaumn,  OAHOPOAHLIX MO XapaKTepy
LEATENIbHOCTU N CTPYKTYpPe
98. | Kakune OpraHmM3aumoHHble | B ocHOBe pacnpefeneHms [OOKYMEHTOB fiexaT
[OKYMEHTbl ~ IekaT B OCHOBE | MOJIOXKEHNE O  CTPYKTYPHbIX MNOAPA3LeNeHusX,
pacnpeaeneHus 4OKyMeHTOB? LO/MKHOCTHBIE  MHCTPYKUMKW,  CXEMbl  ABMKEHUS
[LOKYMEHTOB
99. | Kakne pokyMeHTbl HE BktovatoTesa B | HE BkoYaloTCs B HOMEHKNATYPY AeN NPeanpusTus:
HOMeHKNaTypy Aen NpeanpuaTmna? TEXHUYeCKas JOKYMeHTaLus
neyaTtHble n3gaHms
100| Bbloenute aTanb NOArOTOBKM | DTanbl MOATOTOBKM  [JOKYMEHTOB K apXVMBHOMY
[LOKYMEHTOB K APXMBHOMY | XPAHEHMUIO: MPOBELEHNEe 3SKCMepTU3bl Hay4YHOW U
XPaHEHWIO: NPaKTUYEeCKOM LLEHHOCTH LLOKYMEHTOB,
odOopMIeHNe [LOKYMEHTOB B [efla, COCTaBneHue
OMUCKU Ha Aena C NOCTOSAHHLIM U [O/ITOBPEMEHHbBIM
(cBbiWe 10 N1€T) CPOKOM XpPaHeHs
101| MNepeuncnnte nocnefoBaTeNbHOCTL | [onHoe odopMieHVe aen B opraHM3aumm BkaoyaeT
NoNHOro  opopmeHnss gen B | B Cebs:
opraHusaumm rPYyNnNMPOBKY  JOKYMEHTOB Jena B NPsSMOmn
XPOHONOMMYECKOM NOCNEA0BATENbHOCTY;
HyMepaumIio IMCTOB AeNg;
COCTaB/NEHME  BHYTPEHHEW onucu  Havbonee
LLEHHBIX [JOKYMEHTOB;
COCTaB/IEHME  3aBEPLWMUTENbHOM  HAANUCKU  [ena;
NOAWMBKY Aena B TBEPAYIO KAPTOHHYIO OBMOXKKY C
BEPEBOYHbIMU 3aBSI3KaMU;
BHECEHME HEOOXOOMMbBIX YTOYHEHUW B PEKBU3UT
0ONOXKM Aena
102| MepeyncnnTe nocnefoBaTeNnbHOCTh | [locnenoBaTenbHOCTb NPOLEAYP KOHTPOS
npoueayp KOHTPOS NCNOHEHWS NCNONMHEHUS OKYMEHTOB:
[LOKYMEHTOB MOCTAHOBKA AOKYMEHTa Ha KOHTPO/b;
NPOBEpPKa CBOEBPEMEHHOIO AOBEAEHNS JOKYMEHTA
[0 UICMONHUTENS;
npeaBapuUTenbHas NPOBEPKA U PErYINMPOBaHNE
X04a UCNOMHEHUS LOKYMEHTA;
CHSITWE OOKYMEHTA C KOHTPONS;
yyeT 1 0606LeHne pe3ynbTaToB KOHTPOS
MCMONHEHVSE JOKYMEHTOB.
TeMa 7. OpraHusaums paboTbl ¢ KoHbUaeHUmanbHbIMK gokymMeHTammn (OK 2,0K Q)
103| Y10 NpepncTasngeT cobom KoHpunaeHLUManbHbli JOKYMEHT — 3TO HEO6XO4MMbIM
KOHOUOEHUMANbHbBIN JOKYMEHT? 06pa3oM OPOPMNEHHbBIN HOCUTEb
[OKYMEHTMPOBaHHOW MHGOPMALMK, COAEPIKALLNN
CBEAEeHNS OrPaAHUYEHHOrO AOCTYNa UK
MCMONb30BaHWS, KOTOPbIE COCTaBNAIOT
MHTENNEKTYaNbHY0 CO6CTBEHHOCTb IOPUANYECKOIO
M GU3NYECKOro nnua.
104| YTO BK/IOYAIOT B ceba KoHduaeHumanbHble AOKYMEHTbI  BK/IOYAIOT B
KOHOUAEHUMANbHbIE JOKYMEHTHI B cebs: B rocyLapCTBEHHbIX CTPYKTYpPax —
rOCYAApPCTBEHHbIX CTPYKTYypax? LLOKYMEHTbI, MPOEKTbl JOKYMEHTOB U
COMyTCTBYIOLWWME MaTEPUasbl, OTHOCUMbIE K
CNy»XebHou MHbOoPMaLMK OrPAHNYEHHOTO
PACNpPOCTPAHEHNS, coAepXKallne CBeaeHNs,
OTHECEHHbIE K CNYXXebHOM TalHe, MetoLLme
paboymi XapakTep 1 He nognexallme
ony6IMKOBAHMIO B OTKPLITOW NeYaTy;
105] YTO BK/IOYAIOT B cebe KoHdunaeHLManbHble JOKYMEHTbI  BK/IIOYAIOT B
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Ne Copep)aHue Borpoca [NpaBunbHbLIM OTBET
KOHOUOEHUMANbHbIE LOKYMEHTbI B cebs B NpeAnPUHUMATENBCKUX CTPYKTYpPax —
npeanpUHUMaTENbCKMX [OKYMEHTbI, CoOAEPXKaluMe CBEAEHNS, KOTOPbIE UX
CTPYKTypax? CO6CTBEHHVK UK BNagenel, B COOTBETCTBUM C

3aKOHOAATENbCTBOM MMEET NPaBO OTHECTU K
KOMMEpPYECKOM TamHe, TalHe GUpMbl, TanHE
MacTepcTBa

106| Kakoe 3HavyeHune nMeeT npasuibHas | [NpaBuibHas opraHmsaums KoHOUAeHUMaNbHOro
opraHmsaums KoHGMaeHUMaNbHOro [enonpon3BOACTBA SBISETCAS COCTABHOM HYaCTbtO
[enonponsBoacTBa? KOMMNEKCHOro obecneyeHns 6e3o0nacHoOCTm

nHGopPMaLMM N UMEET BO/IbLLIOE 3HAYEHME B
LOCTVXKEHUU eV ee 3alUmThbI

107| KaknM rpndom MoryT 6biTb KoHduaeHumanbHble LOKYMEHTbl OTMEYEHbI
OTMeuYeHbl KoHOUAEHUMANbHbIE rpudom:

LOKYMEHTbI? — "KoMMepyeckas TanHa'",
— "baHKkoBCcKasa TamHa" 1 T.A4.

108| Y10 NpefycMaTpmMBaET NOPSLAOK KoHduaeHumanbHble JOKYMEHTbI SO/MKHbI
obpalleHus ¢ KoHPUaeHUManbHbIMKM | 06bpabaTbiBaTbCs B KOHOUMAEHLUMATIBHOM
LOKYMeHTamMun? [enonpon3BoACTBE OpraHusaumm, oo B obLem

[enonpon3BoACTBE, CNELManbHO HAa3HAYEHHbBIM
[OMKHOCTHBIM NIMLLOM, OTBETCTBEHHBIM 3a
KOH®UAEHUMANbHbBIE JOKYMEHTHI.

109| Kak opraHmsyeTcs xpaHeHue KoHduaeHumanbHble JOKYMEHTbI SO/MKHbI

KOHOUAESHUMANbHBIX [OKYMEHTOB?

XPaHUTbCS B OTAE/IbHOM NMOMELEHNN B 3anmMpaeMblx
M onevyaTtbiBaeMblx Wkadax. JonyckaeTcs xpaHeHme
KOHPUAEHUMANbHbBIX JOKYMEHTOB B 06LIEM
[1eN0MNPON3BOACTBE, HO 0643aTEIbHO OHU AOMKHbI
HaxoAMTbCs OTAEMbHO OT APYrnX Aen
[eNnonpon3BoACTBa.

16



