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MnK-4.2: OIIeHl/IBaeT npouecc 10KyMEeHTHPOBaHUSA ynpaBﬂqueCKoﬁ ACATEJIBbHOCTH M COBEPIICHCTBYET YIIPaBJICHUE

JOKYMEHT0000pOTOM

IIpoBepsiemasn
KOMIIEeTCHIUS

3ananue

BapI/IaHTbI OTBETOB

Tun ciaokHOCTH
BOIpOCa

I1K-4.2

1. Mo cdepe cBoOErO AENCTBUA
pacnopaauTenscHble
AOKYMEHTbI AeNnATca Ha:

a) pegepanbHOro
YPOBHSA, PermMoHanbHoro
YPOBHS, NPaBOBblE aKTbl
opraHusauui;

6) KONNEeKTUBHbIE U
NHAMBUAYANbHbIE;

B) NPaBOBbIE aKTbl
OpraHu3aunin, NnpaBoBble
aKTbl MX CTPYKTYPHbIX
nogpasgeneHuin

r) obLLEeCcTBEHHbIN,
€INHOJINYHbBIN

[) oTBeTa NpaBUAbHOTIO
HeT

HU3KUH

[1K-4.2

2. MpaBOBOI1 aKT, B KOTOPOM
oTobparkaeTca NopsaaoK
AeATeNbHOCTU PYKOBOACTBA
opraHusauumn, a paBHo
KONNErManbHOro uau
CoBeLLaTeIbHOro opraHa —
aTO:

a) pernamenr;

6) WTaTHOE pacnucaHue;
B) ycTaB

r) KONNEKTUBHbIM
Aorosop

A) nonoxeHune

HU3KUAH

[1K-4.2

3 KOpuaunyecKkasa cmna — 31o:

a. CBOWMCTBO [IOKYMEHTa,
He odOopMNEHHOro B
ocobom nopsajke;

6. CBOICTBO AOKYMEHTA,
npeaocTaBAeHHOEe emy
OEeNCTBYOLWMM
3aKOHOAATENbCTBOM,
KommneTeHumen
N34aBLUEro OpraHa,
YCTaQHOB/IEHHbIM
nopsakom odopmaeHus;

HU3KUH




B. HET NPaBU/IbHOrO
oTBeTa

r. AOKYMEHT, He
Tpebytowmin npoueaypbl
3aBepeHns HoTapuycom
[) HeT BepHOro oTeeTa

[1K-4.2

4 I0NKHOCTHAA MHCTPYKLUNA
— 370!

a. UHCTPYKUMA
ANpPEKTopa, KOTOPYHo
Heobxo4MMO BbIMOAHATb
B 06A3aTe/IbHOM
nopAagke;

6. JOKYMEHT, B KOTOPOM
OoTMeYeHbl HapyLIuTenm
pacnopaaKa aHA B opuce;
B. HET NPaBWU/IbHOrO
oTseTa

r. OpraHM3auMoHHO-
pacnopaauTenbHblii
AOKYMEHT ANUTENbHOTo
WA NOCTOAAHHOTO CPOKa
nencreus (0o sBeaeHuA
HOBOW), B KOTOPOM
onpeaeneHbl Hay4YHO-
TexHn4eckue,
TexHo/IornMyeckue,
dUHaHCcOoBbIE U Apyrue
CTOPOHbI AeATENbHOCTU
opraHusaumm, ee
nogpasaeneHuin un
OONKHOCTHbBIX INLL;

A1) HeT BepHOro oTBeTa

HU3KUU

I1K-4.2

5. Foe yKa3sbiBatoTcA
MHAMBUAYaNbHbIE CPOKMU
MCMNONHEHUA?

a. B TeKce MoHorpaduis;
6. B TEKCTE JOKYMEHTa
AN B PE3ONIOLMUMK;

B. B P€30/I1OLLMK;

r. B TEKCTEe 4e/10BOro
AOKYMeHTa

4) B obpaleHmm

HU3KUH

[1K-4.2

6. JoKymeHTO060pOT — 3T0:

a. ABUXKeHMe
[OKYMEHTOB B
OopraHusaunmM c MOMeHTa
MX CO34aHUA UIn
noayyeHus o
3aBepLUEHUs UCMONHEHUSA
WY OTNPABKY;

6. JOKYMEHT, He
Tpebytowmii ocoboro
BHUMAHUS;

B. IBMKEHME
[OKYMEHTOB B
OpraHu3aunm C MOMeHTa
UX NOSIyYeHNA 40
3aBepLUeHUs UCNONHEHUA
WM OTNPABKKN B KOMUTET

HU3KUH




no genam
HecoBepLUEHHONETHMX;
r. ABUMKeHue
OOKYMEHTOB B
OpraHM3aunm ¢ MOMeHTa
nx nonyvyeHumA Ao
OTNpPaBKN B KOMUTET

4) He 3Hato

[1K-4.2

7 YHUOMKaLuma JOKYMEHTOB —
aTo:

a. yCTaHOB/IEHME He
e4MHOro Komnaekca
BM/OB M Pa3HOBUAHOCTEMN
[OKYMEHTOB ANA
AHaANOMMYHbIX
ynpaBaeH4YeCcKmx
cUTYyaumi, paspaboTka
eauHbIX GOpM U Npasun
MX COCTaB/IEHUS,
odopmieHne 1 co3gaHne
TpadapeTHbIX TEKCTOB;

6. ycTaHOBNEHME
eAMHOro KomnieKkca
BMAOB 1 Pa3HOBUAHOCTEN
oTYyeToB ANA
aHaNIorMYHBbIX
yrnpaBaeHYeCcKmx
cuTyaumin, paspaboTKa
eamnHbIX GopM M Npasmn
MX COCTaB/IEHUS,
odopmneHune n cosgaHue
TpadapeTHbIX TEKCTOB.

B. YCTAHOB/IEHWE EANHOTO
KOMMeKca BUAO0B U
pa3sHoBMAHOCTEM
[OKYMEHTOB AN1s
AHaNIOMMYHbIX
ynpaBaeH4YeCcKmx
cUTYyaumi, paspaboTka
eauHbIX GopM U Npasun
MX COCTaB/EHMA,
odopmieHne 1 co3gaHune
TpadapeTHbIX TEKCTOB;

r) BCe OTBETbI HE BEPHbI

CpeaHuii

[1K-4.2

8. 0bmeH nHpopmaLmei
Mexay NoabMu
XapaKTepusyeT OgHy 13
npea/oXKeHHbIX CTOPOH
obueHus

a) KOMMYHUWKaTUBHanA
CTOPOHa 06 eHuns

6) MHTepaKTUBHanA
CTOPOHa 06LeHNnn

B) NnepuenTuBHas
CTOPOHa 06 eHuns

HU3KUU

[1K-4.2

9. Y10 BKNOYaeT B cebs
TEeXHUYeCcKoe UCMONHEeHne
OOKyMeHTa:

a) NoAroToBKYy NpoekTa
OokymeHTa, Habop 1
pacnevaTky TekcTa
npoekTa,
KOpPPEKTUPOBKY
cofepXaHunsa OOoKyMeHTa
nocne cornacoBaHus,

BBICOKUN




otopmneHne
hMHanbLHOro BapmaHTa
OOKYMEHTa;

0) npepocTaBneHne
pacnevaTaHHOro
npoekTa AOKyMeHTa
PYKOBOOMUTENO Ha
cornacoBaHue,
ycTpaHeHune
HeTo4YHoCTeln, Habop
OKOHYaTeNbHOro
OOKYMEHTa;

—B) COCTaBIlieHMe
OOKyMeHTa cpasy B
OKOHYaTeNbHOM
BapuaHTe, ero
nognucaHue y
pykoBoauTEnNS,
oTnpaeka AoKyMeHTa
agpecaTty

r) BCe OTBETbI BEPHb
) BCe OTBEThI HE

BEPHbI
[1K-4.2 10. YcraHosute a) obpatyeHne BBICOKHH
nocnenoBaTelbHOCTb 3TanoB | 6) pacwndposka
TPaAULMOHHOM B) obpaTHas cBA3b
KOMMYHUKaLMOHHON MOZEeNn | r) oTnpasuTenb
BbibpaTb 0aHY U3 A) nonyvatenb
npeaoKeHHbIX nepapxui e) KoampoBsaHue
a) r-e-n-6-8
6) a-B-6
B) B-r-a-6-a
r) a-6-g-8-r
n) a-6--r-4
[1K-4.2 11. Bxoasawmin AOKYMEHT a) conposoXxaeHue 1 BBICOKHM

NpoOXo4uT cneaytowme sTansl
06paboTKu:

[0CTaBKa C NoyThl,
nepeBuYHasa 06paboTka,
perucTpauma, NoAroToBKa
Ha goknag,
paccmMoTpeHue u
odpopmneHune
pesonounii,
perucrpaums
pe3onouumn, NOCTaHOBKA
Ha KOHTPO/b
NCMNONIHEHMA, OTNPaBKa
Ha UCMONHEHWE,
NCMNOJIHEHWNE U KOHTPO/b
33 HUM, NpUem
NCMONHEHHOro
[OKYMEHTa, CHATHE C
KOHTPO/A, NOMeLLeHMe
NCMOJIHEHHOTO
AOKYMeHTa B Ziefno,
paboTa C HUM, TeKyLLee U
APXMBHOE XpaHeHWe,
YHUUTOXEHME U
cnucaHue;




6) yctaHOBNEHME
KOHKpPEeTHOro agpecaTta
OOKYMEHTa B
opraHusaumm,
perucTpaumnn 4oKyMeHTa
MO BXOAALLMM KypHaiam,
nepegaya AOKYMeEHTa
agpecarty, yKkasaHHOMY
€ro B TEKCTe,
YyCTaHOB/IEHNE CPOKOB
NCNONHEHNA AOKYMEHTA,
NCNONHEHWNE JOKYMEHT],
NpoBepKa pe3ynbTaToB
NCMNONHEHWUA,
nomeLeHne JOKYMEHTa B
HOMEHKNaTypHOe AeNno u
nocneayroulas caada B
apxus;

B) permucrpaumsn
OOKYMEHTa No BXxogAalen
KoppecnoHaeHunm,
nepezaya ero
pyKoBOAUTENIO AN1A
onpeaeneHus
NCMONHUTENA, Nepeaada
OOKyMeHTa
HenocpeacTBEHHOMY
MCMOJIHUTENIO, KOHTPOJIb
33 UCNOJIHEHUEM
AOKYMEHTa, UCNOoNHEeHMe
OOKYMeHTa, npuem
pe3ynbTaToOB UCMOJIHEHUA
pyKoBOAUTENEM, OTMETKA
06 NCNOoNHEHUN B
cneumanbHOM XKypHane,
cAaya JOKYMeHTa B
apxus

r) perucrpaumsn
AOKYMEHTa No BXogsLLel
KOoppecnoHaeHunm,
nepegaya AOKYMEHTa
HenocpeaCcTBEHHOMY
NCNONHUTENIO, KOHTPO/b
33 UCMNOJIHEHUEM
[OKYMeHTa, UCNOHEeHMe
[OKYMeHTa, npuem
pe3ynbTaToOB UCNOJIHEHUA
pykoBoauTenem, caava
[OKYMeHTa B apxuB

[) BCe OTBETbI BEPHbI

I1K-4.2

12. Mpouecchbl, meToabl
noucka, cbopa, XxpaHeHus,
06paboTKy,
npeaocTaB/eHuns,
pacnpocTpaHeHus

a) nHdbopmaTtusaumnm

6) nHpopmaTmsaumm

B) MHGOPMALMOHHbIX
TEXHONOTUN

r) BCe OTBETbI HE BEPHbI

CpenHuii




MHpopmaumm n cnocobol Ux
OCYLLLECTB/IEHUNS 3TO
anemeHTbl Npouecca

[) BCe OTBETbI BEPHb!

[1K-4.2 13. Pesonouma opopmasetca | a) damunmnsa BBICOKHH
COrNnacCHoO anropnTtma ncnonHuTens,
coaepKaHue
nopyyeHusn, CPoK
McnoaHeHnA, noanucCb
pyKkoBoauTens
6) bamnnuns
ncnonHuTenA,
cogeprKaHue nopydyeHwumsa,
CPOK UcnosHeHunA
B) damunns
MCNONHUTENA,
coaepraHue nopyvyeHuA,
CPOK UcCnoaHeHuA,
noanncb pykosoauTena,
AaTty noanncaHuA
r) HET BepHOro oTBeTa
I1K-4.2 14. loOKyMeHTHI, a) mMcxogsawmmm CpeIHMIA
KOTOpble n3aaHsbl AOKYyMeHTamu;
BHYTPU yupexaeHna n | 6) Bxoaawmmm
OTnpaBfieHbl 3a ero AOKYyMeHTamu;
npegensl Ans B) nepenunckom
pykoBoACTBa ) goknagHble
HUXECTOSALLUM 3anuncku
opraHam ynpasreHus A) npeanoxeHus
nnodo B uenax
NCMONHEHUS
NMUCbMEHHbIX YKa3aHui
BbICLLEN MHCTaHUUMN,
Ha3bIBAlOTCA:
[1K-4.2 15. B cocTaB a) ykasaHue, cpenHui
nHopmMaLNOHHO- 0©) poknagHas
cnpaBOYHbIX 3anucka;
AOKYMEHTOB He B) cBOAKa
BXOAUT: r) npukas
4) NUCbMO.
I1K-4.2 16. NonoxkeHue o a) nNpaBoBOM aKT, CpemHui

CTPYKTYpPHOM
noApasaeneHnn — 3To:

KOTOpbI yCTaHaBAMBaEeT
cTaTyc, GyHKUMM, NpaBa,
06s13aHHOCTU U
OTBETCTBEHHOCTb
CTPYKTYPHBbIX
nogpasgeneHun nnm
WHbIX OPraHoB;

6) npaBoBOl aKT,
KOTOpbI onpeaensiet
CTaTyC opraHusaummu, ee
3a4a4m 1 pyHKUMN,
npaBa, OTBETCTBEHHOCTD,
NnopsaAoK AeaTeIbHOCTY;




B) 40roBop, CTOPOHbI
KoToporo 06asytoTcA
€034aTb topugmyeckoe
MU0 M yCTaHaBMBaAlOT
NopsaA0K COBMECTHOM
OEeATENbHOCTU MO
OaHHoMy daKTy

r) NpaBoBOM aKT,
KOTOpbI yCTaHaBAMBaET
cTaTyc, 0683aHHOCTb
CTPYKTYPHBbIX
noapasgeneHunin unm
MHbIX OPraHoB,

[1K-4.2 17. Y10 He oTHOCKTCA K a) npoTokon cobpaHus BBICOKHIA
yypeguTenbHbIM 6) yupeguteneis;
[OKYMeHTaM IopUAMYECKOTO | B) ycTas;
nua? r) yupeantenbHbii
Aorosop.
4) aKTbl
[1K-4.2 18. Kakune pasmepsl wpugtos | a) Ne 12, 13, 14; CpeaHMIA
pekomeHayeTca S))— H:—)’ 112 13 }2
MCMO/1b30BaTb Mpu r) NeNo 1’1, 14',15
0pOPMNEHUN LOKYMEHTOB 1) BCE OTBETbI HE
cornacHo OCT P 7.0.97- BEpHbI
20167
[1K-4.2 19 UHpopMaLMOHHO- a) B BOCNPUATUM U HHU3KUH
KOMMYHWKaTMBHAA QYHKLUMA | MOHMMaHWKU ApYroro
o6LeHMA 3aKoYaeTCa ... yesnoBeKa
6) B ntobom BUAe obmeHa
nHpopmauuen mexay
y4YacTHUKaMu obLeHms
B) B perynauum
noseAeHua un
HenocpeaCcTBEHHOM
opraH1saumm
COBMECTHOW
AeATeNIbHOCTU NtoAel B
npouecce ux
B3aMMoZLencTeus
[1K-4.2 20 UmndpoBsoli unun bykBeHHO- | a) perncTpauyoHHbIM CpeaHuii

umdposoit naeHTUbUKaTop
[OKYMEHTa, BKAOYAOLWNIA
nopaaKoBbIA HOMED,
[ONOHAEMbIV NO XKeNaHuto
WMHAEKCaMM cornacHo
NCMNOJIb3yeMbIM
KnaccudumkatTopam,
Ha3blBaeTcA:

HOMEepoOM
6) LOKYMEHTa;

B) rpudom;

r) AaToM AOKYMeHTa
A1) BCe OTBETbI BEPHbI







