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11K-4.3: OunenuBaer npouecc 10KyMEeHTHPOBaHUA ynpaBJIqueclcoﬁ ACATECIBHOCTH U COBEPIICHCTBYET yIIPABJICHUE

JOKYMEHT0000pPOTOM

ITposepsiemast
KOMIIeTeHLMS

3aganmue

BapuanTsl 0TBETOB

Tun ciao:xHocTu
BOIIpOCa

[1K-4.3

1. Mo cdepe cBOErO AENCTBUSA
pacnopsauTenbHble
[OKYMEHTbI Aensatcs Ha:

a) pepepanbHOro
YPOBHS, pErMOHAaNbHOIO
YPOBHS, NPaBOBbIE aKTbl
opraHusauum;

6) KOJIIEKTUBHbIE U
UHAUBUIYaNbHbIE;

B) NPaBOBbIE aKThbl
opraHu3aLui1, NpaBoBbie
aKTbl UX CTPYKTYPHbIX
noapasaeneHuin

r) obuecTBeHHbIN,
€IMHOINYHbIN

J1) oTBETa NpaBUJIbHOro
HeT

HU3KUUI

[1K-4.3

2. MNpaBoBOW aKT, B KOTOPOM
oTobpaXkaeTcs NopsaAoK
OesATeNbHOCTM PYKOBOACTBA
opraHmMsaumu, a paBHoO
KO1IernasibHoOro Uau
coBelLaTe/IbHOro opraHa -
aTo:

a) pernaMeHT;

6) LWTaTHOE pacnucaHue;
B) ycTas

r) KONNEKTUBHbIN
JoroBop

[) nonoxkeHune

HU3KUUI

[1K-4.3

3 KOpnanyeckas cmna - a10:

a. CBOMCTBO JOKYMEHTA,
He 0pOPMJIEHHOIO B
0cob0oM nopsake;

6. CBOICTBO JOKYMEHTA,
npegocTaB/ieHHOE eMy
OENCTBYHOLLNM
3aKOHOAATENbCTBOM,
KOMMeTeHuMeN
M3aBLUEr0 OpraHa,
YCTaHOBJIEHHbIM
nops,aAKkom obopMaeHUs;

HU3KUUI




B. HET NPaBUILHOIO
oTBeTa

I. JOKYMEHT, He
TpebyoLni npoueaypsbl
3aBEPEHUSI HOTapUYyCOM
[1) HET BEpHOro oTBeTa

I1K-4.3

4 [IoMKHOCTHAs MHCTPYKLUMS
- 370!

a. MHCTPYKLUMA
ANpPEKTOpPa, KOTOPYHO
HEO6X0MMO BbINOJHATbL
B 06s13aT€/IbHOM
nopsakKe;

6. IOKYMEHT, B KOTOPOM
OTMEeYeHbI HapyLUUTENU
pacriopsgKa gHs B oduce;
B. HET NPaBUIbHOIO
oTBETa

r. OpraHM3auMoHHO-
pacrnopaanTenbHbIN
OOKYMEHT AJIUTENIbHOTO
WMNIM NOCTOSIHHOIO CpoKa
JeincTeus (0o BBegeHus
HOBOI), B KOTOPOM
onpeaeneHbl Hay4Ho-
TEXHUYECKME,
TEXHOJIOTUYECKNE,
dUHaHCcoBbIE N Apyrue
CTOPOHbI AesATENbHOCTH
opraHusaumm, ee
noapasaeneHnn n
JO/MKHOCTHbIX /UL,

[1) HET BEepHOro oTeeTa

HU3KUN

I1K-4.3

5. T ge ykasbiBaroTCs
MHOMBUAYANbHbIE CPOKMU
MUCNOJIHEHUSA?

a. B Tekce MoHorpapuit;
0. B TEKCTE JIOKYMEHTA
WK B PE30JIOLMUK;

B. B PE€30/1I0LMY;

r. B TEKCTE [1E/I0BOMO
JIOKYMEHTa

[) B o6paLeHum

HU3KHAH

I1K-4.3

6. 10KyMeHTOO6OpPOT - 3TO:

a. BUXKEHUe
[OKYMEHTOB B
OpraHmMsauum ¢ MOMeHTa
MX CO3AaHUNS UK
noay4yeHms Ao
3aBepLUEHUS UCMOHEHUS
WU OTMPaBKK;

6. IOKYMEHT, He
TpebytoLwnin ocoboro
BHMMaHUS;

B. ABMXKEHUE
JOKYMEHTOB B
OpraHu3aumm ¢ MOMeHTa
MX NOJIy4eHMSa A0
3aBepLIeHUS NCNOIHEHUS
WU OTMPaBKN B KOMUTET

HU3KHAH




rno Aenam
HEeCOoBEPLUEHHONETHMX;
r. ABUXKeHue
JLOKYMEHTOB B
opraHusaLmmM ¢ MOMeHTa
WX MOlyYeHns o
OTMNPaBKN B KOMUTET

[) He 3Halo

I1K-4.3

7 YHUOUKaLMa LOKYMEHTOB -

3TO:

a. YCTaHOBJ/IEHWE HE
€[MHOro KoMriekca
BW/0B U pa3HOBUAHOCTEN
JOKYMEHTOB /11
AHaJIOrNYHbIX
ynpaB/eHYeCKNX
cuUTyauumi, pa3paboTka
enHbIX OpPM 1 NpaBun
MX COCTaBNEHMUS,
odopMaeHme n cosgaHue
TpadapeTHbIX TEKCTOB;

6. ycTaHOB/NEHME
€MHOro KoMriekca
BM/0B U pa3HOBUAHOCTEN
OTYETOB A5
aHaNOrMYHbIX
yrnpaB/IEHYECKNX
cuTyaumin, pa3paboTka
eauHbIX GOPM 1 NpaBuUN
MX COCTaBNEHMUS,
odopMieHUe 1 co3gaHune
TpadapeTHbIX TEKCTOB.

B. YCTQHOBJIEHNE €4MHOrr0
KOMIMJIeKca BUA0B U
pa3HOBMAHOCTEMN
JOKYMEHTOB /11
aHaIOrNYHbIX
ynpaBaeH4YeCcKux
cuUTyaumin, pa3paboTka
eINHbIX GOpM U NpaBu
MX COCTaBNEHMUS,
odopmMaeHme n cosgaHue
TpadapeTHbIX TEKCTOB;

r) BCe OTBETbI HE BEPHbI

CpeaHM

[1K-4.3

8. ObMeH uHpopmauuen
MeXK Iy oAbMU
XapaKTepusyeT OfiHy U3
npeaaoXeHHbIX CTOPOH
obuieHus

a) KOMMYHUKaTUBHas
CTOpOHa 06LEeHNS

6) MHTepaKTUBHas
CTOpOHa 06LEeHNS

B) NepuenTMBHas
CTOPOHA 06LEeHNS

HU3KUN

[1K-4.3

9. YTo BKNHOYaET B cebs
TEXHNYECKOEe UCMNoJiHeHune
[OOKyMeHTa:

a) NoaroToBKy NpoekTa
OOKyMeHTa, Habop 1
pacnevaTky TekcTa
npoekTa,

KOPPEKTUPOBKY
coaepaHusa JoKyMeHTa
nocrne corfacoBaHus,

BBICOKUH




odhopmreHve
duHanbLHOro BapnaHTa
LOKYMEHTa;

0) npepocraBneHve
pacne4aTaHHOro
npoekTa JOKyMeHTa
PYKOBOAUTESIO Ha
cornacoBaHue,
yCTpaHeHue
HeTo4HOCTEN, Habop
OKOHYaTEeNbHOro
OOKYMEHTa;

—B) COCTaBneHne
[OOKyMeHTa cpasy B
OKOHYaTENbHOM
BapuaHTe, ero
noanucaHue y
pykoBOOMTENS,
OTNpaBKa JOKYMeHTa
agpecaty

r) BCe OTBEThI BEPHDI
[) BCe OTBEThI HE

BEPHbI
I1IK-4.3 10. YcTaHoBUTe a) obpaleHue BBICOKHH
nociefoBaTeNbHOCTL 3TanoB | 6) paclmdpoBKa
TpPaaULUMOHHOM B) o6paTHasi CBsi3b
KOMMYHUKALIMOHHOM Mofenn | ) oTnpaBuTesb
BbIGpaTh OAHY U3 [) nonyyatenb
npeaiioXKeHHbIX nepapxmii e) KogupoBaHue
a) r-e-n-6-B
6) a-B-6
B) B-r-4-6-a
r) a-6-g-B-r
n) a-6-B-r-7,
I1IK-4.3 11. Bxofawmii 4OKYMEHT a) CoONpoBOXAEHME U BBICOKHUH

NPOXOAUT C/ieAytoLLMe 3Tarbl
0b6paboTKuU:

[0CTaBKa C NoYThl,
nepBuyHasi 06paboTKa,
perncrpaums, noaroToBka
Ha floknag,
paccMoTpeHue U
odpopMneHne
pe3onoumn,
perucTpaums
pe3oouum, NOCTaHOBKA
Ha KOHTPOJib
WCNOJIHEHUS, OTNPaBKa
Ha MUCMOJIHEHME,
WUCNOJHEHNE U KOHTPOb
3a HMM, NpUeMm
WUCMNOSIHEHHOTO
[OKYMEHTa, CHATHE C
KOHTPOSi, MOMeLLleHNe
WUCMOMIHEHHOTO
JOKYMeHTa B Aeno,
paboTa C HUM, TeKyllee n
apXMBHOE XpaHEHMe,
YHUYTOXKEHME U
CnucaHue;




6) ycTaHOBAEHUE
KOHKpEeTHOro aapecara
JIOKYM€eHTa B
opraHusaLmm,
perucTpaums NoKyMeHTa
Mo BXOAALLMM XypHaiam,
nepepaya AOKyMeHTa
ajpecarty, yKasaHHOMY
€ro B TeKcTe,
YCTaHOBJIEHWNE CPOKOB
UCMOJIHEHUA JOKYMEHTA,
UCMOJIHEHNE OKYMEHTA,
NpoBepKa pe3y/bTaToB
UCMOJIHEHMS,
NnoMelleHNE JOKYMEHTA B
HOMEHKIaTypHOE J1eN0 U
nocsieaytolias caaya B
apXuB;

B) pernctpaums
[IOKYMEeHTa No BXoAslien
KOppecrnoHAeHUUN,
nepenava ero
pYKOBOAUTENIO A5
onpeaeneHns
UCMOAHUTENSA, Nepeaaya
[OKYMEHTa
HenocpeacTBEHHOMY
UCMOJIHUTENIO, KOHTPOJ1b
33 UCMOJIHEHNEM
[OKYMEHTa, UCMONHEHUE
JIOKYMEeHTa, Npuem
pe3ynbTaToB UCMOJIHEHUS
pyKoBOAUTENEM, OTMETKA
06 MCNosHeHUn B
cneumanbHOM XypHane,
cAavya AOKYMEHTa B
apxuB

r) perucrpaums
JIOKYMEHTa Mo BXoAslLel
KoppecnoHaeHLUuun,
nepepaya AoOKyMeHTa
HenocpeAcTBEHHOMY
UCMOJIHUTENIO, KOHTPOJIb
3a UCNOJIHEHWEM
[IOKYMeHTa, UCMO/IHEHUNE
[IOKYMeHTa, NnpuemM
pe3y/ibTaToB UCNOJIHEHUS
pyKoBoAUTENEM, cAaYa
[IOKYMEHTa B apXuB

[1) BCe OTBETbI BEPHbI

I1K-4.3

12. MNMpouecchbl, MeToabl
noucka, cbopa, xpaHeHus,
06paboTKH,
npenocTaBieHns,
pacnpocTpaHeHus

a) unHdopmMaTMsaumum
6) nHdpopmaTtMsauum
B) MHPOPMALMOHHbBIX
TEXHOJIOTUI

r) BCce OTBETbI HE BEPHbI

CpeaHMI




MHPOpMaLMKN U CNOCobbI NX
OCYLIECTBJIEHUS 3TO
aleMeHTbI npouecca

[1) BCe OTBEThbI BEPHbI

T11IK-4.3 13. Pesositoums obopmaserca | a) pamuaus BBICOKHH
COrniaCcHoO airopnTt™Ma NncnonHnTens,
cofepkaHue
rnopy4veHms, CpoK
ncnoJiHeHunAa, noanucb
pykoBoauTens
6) dammnnus
NCNnonHnTenNs,
cofiepkaHue rnopy4vyeHums,
CPOK UCNOJIHEHUA
B) dammninsa
NncnonHnTens,
coaieprkaHue nopy4deHus,
CPOK UCNOJIHEHUA,
noAanucb pykosoautens,
AaTy nognucaHus
F) HET BEPHOIro OTBETa
11K-4.3 14. JokyMeHTHlI, a) ncxogawmmm CpeaHMI
KOTOpbIE€ N34aHbl OOKyMEHTamu;
BHYTPU yUYpexaeHus un 6) Bxoaswmmm
OTnpaBneHbl 3a ero OOKyMEHTaMu;
npegens! ans B) Nepenuckomn
pykoBOACTBa r) AoKnagHble
HUXXECTOALMM 3anuncku
opraHam ynpaBreHusi ) NpeanoxeHuns
nnbo B Lensax
NCMNOJTHEHUS
MMCbMEHHbIX YKa3aHuin
BbICLLUEN MHCTaHLUUN,
Ha3bIBAKOTCA:
I1K-4.3 15. B cocTaB a) ykasaHue; CpeIHHI
NHOPMaLNOHHO- 6) goknagHas
CMpaBOYHbIX 3anuncka;
AOKYMEHTOB He B) cBOAKA
BXOAWT: r) npukas
) NCbMO.
1IK-4.3 16. NonoxeHwue o a) NpaBoOBOM aKT, cpenHui

CTPYKTYPHOM
nofpasaeneHnn - 3To:

KOTOPbIN YCTaHaB/IMBaAET
cTaTyc, GYHKUUK, NpaBa,
0653aHHOCTU U
OTBETCTBEHHOCTb
CTPYKTYPHbIX
noapasaeneHnin nam
MHbIX OPraHoB;

6) NpaBOBOI1 aKT,
KOTOpbIl onpeaenser
CTaTyC opraHusaumm, ee
3371241 U PYHKLUK,
npaea, OTBETCTBEHHOCTb,
NnopsA0K AeATENbHOCTH;

B) J0OroBOp, CTOPOHbI
KOTOpPOro 06s3ytoTcs




co3aaTb topuamyeckoe
JIMLLO 1 YCTaHaBAUBalOT
Nnopsi 0K COBMECTHOM
[eaTe/IbHOCTU MO
AaHHOMY daKTy

r) NpaBOBOW aKT,
KOTOPbIN YCTaHaB/MBaET
cTaTyc, 0653aHHOCTb
CTPYKTYPHbIX
noapasaeneHnin nam
MHbIX OPraHoB;

IIK-4.3 17. Y10 He oTHOCUTCA K a) npoToKo cobpaHus BBICOKHI
yuypeanTesibHbIM 6) yupeautenei;
[IOKYMEHTaM pUANYECKOro | B) ycTaBg;
mua? r) ydapeautenbHblIi
Jl0roBop.
[1) aKTbl
[IK-4.3 18. Kakue pasmepsl wpudtos | @) Ne 12, 13, 14; CpeaHuit
peKoMeHayeTcs 6)- Ne 12, 14, 16;
MCNoJib30BaTh Npu B)- Ne 11, 12, 14
r) NeNe 11, 14,15
0pOpMAEHNN OKYMEHTOB [1) BCE OTBETHI He
cornacHo 'OCT P 7.0.97- BEpHbl
20167
I1IK-4.3 19 NHpopMauMOHHO- a) B BOCMPUSATAN U HHU3KHM
KOMMYHMKATUBHAA QYHKUMS | MOHUMaHUK ApYroro
06LLEHMS 3aK/04aeTcs ... yesioBeKa
6) B Nt060M BMe ob6MeHa
nHbopMaumen Mexay
y4yacTHUKaMu o6LieHus
B) B perynisaumm
noseaeHns u
HenocpeacTBEHHOMN
opraHusaumm
COBMECTHOM
[eATeNlbHOCTU N AeN B
npouecce nx
B3aMMOJeNcTBnA
IIK-4.3 20 Undposoit nnm 6yKBeEHHO- | a) perucTpaLmoHHbIM CpeIHMI

umdpoBoi naeHTUPUKaTop
[OKYMEHTa, BKAHOYaOLLNIA
NnopsiAKOBbIA HOMep,
[JOMOJIHAEMbIN MO YKEJTAaHUI0
WHAEKCaMM COrNacHo
UCMOAb3yeEMbIM
KnaccudukaTopam,
Ha3blBaeTcs .

HOMEpOM

6) LOKYMEHTa;

B) rpudom;

r) JaToi JOKyMeHTa
[l) BCe OTBETbI BEPHbI







