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Tunosble KOHTPOJIbHBIC 3aJaHUA

1. HopmatuBHO-MeTOqMuecKas 0aza AeI0MnpoOru3BO/ICTRA.

2. Cranpaptel MCO u ux ucnons3oBanue B cucreme JJOY PO.

3. Vcropus MOsBICHUS U COBEPILICHCTBOBAHNS OCHOBHBIX PEKBU3UTOB
JOKYMEHTA.

4. IlepBble peKBU3UTHI B TOKYMEHTAaX.

5. Ocobennoctu 0(hopMIIEHUS OTACTBHBIX PEKBU3UTOB B PD 1 3a pyOexom.
6. TekcT 1OKyMeHTa KaKk OCHOBHOM pekBU3UT. OCOOEHHOCTH O(PHIIUATBHO-
JIEJIOBOTO CTHJIS.

7. S13BIK OKyMEHTA.

8. TunmuHbIe OMMOKH B SI3bIKE U CTHJIE IOKYMEHTOB.

9. Buasl nucem. [TuceMo—Tipock6a; MuchMO-HaIOMUHAHUE;
COIIPOBOJIUTENFHOE (IOTOBOPHOE) MUCHMO; TaPaHTHIHOE MMHUCHMO;
IPETEH3UOHHOE MHChMO; TUIIOMATHYECKOE MHUCHMO.

10. OcoGeHHOCTH BeJIeHUS AETIOBOI Mepenucky B Poccun u Ipyrux crpanax
MUpa.

11. OTukeTHbIie POPMYIIBI 1 OCOOEHHOCTH UX 0QOPMIICHHUSL.

12. AKCHOMBI J1€JI0BOTO MTUChbMa: KyJIbTypa J1€JI0BOro OOIIeHUs 1 0UIIMATBHON
MEPENUCKU

13. JIokyMeHTOOO0OPOT B OpraHU3alui, yUpeKIeHUH, Ha IPEIPUATHH:
MIOHSITHE, OPTaHU3aIUs, aHAIIN3, YUeT.

14. Dranbl JOKyMEHTOOO0POTa, UX KpaTKasi XapaKTepucTHka. B3auMocBs3b
perucTpanyy ¥ KOHTPOJIS UCTIOTHEHHS TOKYMEHTOB.

15. HomeHknaTypa fien opraHu3alyy U €e poJib B AEJIONPOU3BO/ICTBE.

16. CoBpeMeHHBIE CIIOCOOBI JOKYMEHTUPOBAHMS U XPaHEHUS! HH(OPMAITUH.
17. 3amura u 06paboTKa KOH(DHUICHIIMATBHBIX IOKYMEHTOB.

18. ApxuBHOE XpaHEHHUE TOKYMEHTOB U AEI

JTan: npoBeJeHue MPOMEKYTOYHOH ATTECTAIUM MO IUCHUIIIUHE
IIpoBeneHue NpoMeKyTOUHOM aTTeCTAlIMH MPOUCXOIUT B BU/e 3a4eTa. 3alaHus CO/lePKAT
O/IMH TeopeTHYECKHUIl BONMpoc

3ananue A moka3aTens OleHUBaHUs TUCKpUITopa «3Haem» Bun 3aganus

Cohopmynupytime pazsepHymule omeemol HA Cledyowjue meopemudeckue
gonpocwl

VY CTHBIN BOIPOC I IOATOTOBKH K 3a4€Ty

1. JIOKyMEHTHpPOBAaHHUE YIPABICHUECKON NESITEIbHOCTU: OCHOBHBIC
MOHSITHSI, TUTIOJIOTHS TOKYMEHTOB, 001IHe TPeOOBaHUS K UX COCTABJICHUIO
1 0(OPMIICHHUIO.

2. HopmartuBHas 6a3a JIemomnpon3BOICTBA.

3. CoBpeMEHHOE roCyJapCTBEHHOE PETYJIMPOBAHUE JEIOMPOU3BOICTBA.

4. branku JOKYMEHTOB: TIOHATHE; BUBL; (DOPMATHI; H3TOTOBIICHUE.

5. OdopmieHnne W pa3MeEIIeHWE PEKBU3UTOB B 3arojIOBOYHON YacTH
JIOKYMEHTA.

6. TpebGoBaHMsSI K COCTAaBJICHHIO TEKCTOB YINPABICHUECKUX JIOKyMEHTOB:
0COOCHHOCTH O(UITHAILHOTO JIEJIOBOTO CTUJIS; YHU(DUITUPOBAHHBIC TEKCTHI,

-TEOPETUYECKHUH,
MIPAKTUYECKU I




TEKCTHI B BUJIC aHKET, TAOJUI] WJIM COeTUHEHUS 3TUX Gopm; odopmiieHne
MIPUIIOKEHUN.

7. OdopmiieHne © pa3MelIeHHUE PEKBU3UTOB Ha CIY)KEOHOM I0JIe
JOKYMEHTA.

8. VYcraB opranmzamuu u llomoxkeHue 00 oOpraHu3alUM: TOHSTHUE;
coJiep>kaHue; mpaBuiia opopMIIeHUST YTBEPKACHUS; CPOKH XPAHEHUS.

9. TonoxeHnue O CTPYKTYPHOM TMOAPA3ACIICHUN: TOHSITHUE; COJEP KaHHE;
MOPSAIOK COCTaBIEHUS W O(POPMIICHUS, CPOKH XpaHCHHUS, BHECCHHE
W3MEHEHUH U JOTIOJIHEHU .

10. JlomKHOCTHAs MHCTPYKIHMS: TOHSATHE; TpaBoBas (opma; coaepKaHue;
MOPSITIOK  COCTaBIICHUS W O(OPMIICHHUS;, CPOKH XpaHCHHS; BHECCHHE
W3MEHEHUN U JIOMIOJIHEHNH.

11. PacnopsimuTenbHbIe JOKYMEHTHI B CUCTEME YIPABJICHHUS: TIOHSATUE, BUJTBI
Y Ha3Ha4YeHHE; MOPSAIOK pa3pabOTKH B YCIOBUSIX €IUHOIUYHOTO MPUHATHS
pelieHuit U B yCIOBUSIX KOJUIETUATBHOCTH.

12. TlocranoBineHue: mpaBoBas (opmMa M Ha3HAYEHUE; OPTaHbl €ro
MIPUHUMAIOIINE; TIPABHUIIA €0 COCTABIEHUS U 0(OPMIICHHUS.

13. Pemenue: Ha3HAUYE€HHE, OCHOBAHME MJI1 NPUHATHS PEIICHUII;
TpeOOBaHUS K TEKCTY W O(OPMIICHHIO; KOHTPOJIb UCTIOTHCHHS.

14. Tlpuka3: Bua AOKYMEHTA; LEIb U3/IaHUs; PETYIUPYEMbIE BOIIPOCHI MO
OpraHu3allMOHHOM M OCHOBHOW JIEATEIBHOCTH; COCTAB PEKBU3UTOB U
mpaBmiIa ux oOpMIICHHS; TOArOTOBKA M 0(hOpMIIEHUE BBITUCKH; KOHTPOJIb
WCTIOJTHCHHSI.

15. PacniopsikeHue: MOHITHE; MOPSIOK COCTABICHUS 1 0(OPMIICHHS.

16. Yka3zanue: nMoHATHE JOKYMEHTA; LIE€Jb U3JaHUs; TIOPSIOK COCTABICHUS
u opopmiieHus; TpeOOBaHUS K TEKCTY.

17. JlokyMeHTHpOBaHHE PabOTHI C MEPCOHAIIOM: TIEPCOHANILHBIE JIaHHBIE U
UX JOKYMEHTHPOBAaHME, XapaKTepUCTUKA KOMIUIEKCOB  KaJpOBOH
JIOKyMEHTAITUH.

18. Cucrema OTYETHOM TOKYMEHTALIHMH.

19. HHpOopMaMOHHO-CIIPAaBOYHBIC  JTOKYMEHTHI:  IOHSTHE,  BHJIBI,
XapaKTEePUCTHKA KaXKJI0TO BUJIA.

20. TIIporokoii: TOHSATHE; BHILI TPOTOKONA, NpaBmiIa OQPOPMIICHHS,
MOATOTOBKA U 0)OpPMIICHHE BBIMMUCKH U3 MPOTOKOJIA.

21. CiuyxeOHas 3amucKa: BHJABI CIY)KEOHBIX 3allUCOK, WX TOHSTHS,
XapaKTepUCTHKA KaXI0TO BUA; IPaBUIa COCTABIEHUS U 0OpMIIECHUSI.

22. JlenmoBoe MHCHMO: TOHITHE W (DYHKIMH, PA3HOBUIHOCTH ICIIOBOTO
MUChMa; O0IIast CTPYKTYPa;

23. Opranuzanus paboTel ¢ OOpalICHUSIMH TpaKIaH: KiaccH(pHUKAIUSI
oOpallleHu#; IeIONpOU3BOCTBO MO OOpaleHHUSIM TpaXkIaH; OpraHu3alus
preMa; OpraHu3aIus padoThl ¢ OOpAIICHUSIMH SISy TATOB.

24. Opranuzainusi JOKyMEHTO0OOpOTa B amnmapaTre YIpaBJICHUS: MOHSITHE
«TIOKyMEHTOOOOpOT» W Pa3BUTHE €ro0 HOPMATHBHO-METOIUYCCKOM
peraaMeHTalK; XapakKTepUCTUKA TOKyMEHTO000pOTa; ITambl JBUKCHUS U
MOPA0K 00pabOTKU JOKYMEHTOB.

25. CuctemaTuzanus ¥ 00eCredeHue COXpaHHOCTH IOKYMEHTOB.




