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1. IllosicHUTEJIBLHAA 3aMUCKA

®onpa oneHounblx cpeAcTB (POC) mpegHasHadyeH Uil KOHTPOJISI U OICHKH
00pa30BaTEIbHBIX JOCTHKEHUN OOYYarONIMXCs, OCBOMBIIUX TPOTPAMMY TUCITUTUTHHBI
«JlokymeHTallMOHHOE 00ecTiedeHue YIIPABJIEHUS.

OOC BKIIOYAIOT KOHTPOJIBHO-OIIEHOYHBIE MaTepHabl JJIsl IPOBEACHUS TEKYIIIE-
0 U UTOTOBOT'O KOHTPOJISL.

®OC pa3zpaboTaHbl HA OCHOBAHHH:

[IporpaMMbl TOATOTOBKH CHEIUAIMCTOB CPETHETO 3BEHA IO CIEIUAIbHOCTH
38.02.01 «DkoHOMHKa M OyXrajTepckuil yder» , paboueid mporpamMmbl y4eOHOMN
TUCIHUILTUHBL «JlokyMeHTanoHHOoe o0ecrieueHue yIpaBJIeHHsD.

2. [TacnopT OLIEeHOYHBIX CPEACTB

OCHOBHOH TIENTbI0 OIICHKH OCBOCHWHSI TUCITUIUIMHBI SIBIISIETCSl OLIEHKA YMEHHHA U

3HAaHUH.

Tabmuma 1
OueHka pe3yJbTaToB 00yUeHMsI
Pe3yJII>TaTLI Oﬁyqem/m OcHOBHBIE MTOKA3ATEJIH OIICHKHA
(OCBOCHH])le YMEHUS, YCBOCHHLIC pe3yJabTaToB
3HAHUA)
OCYIIECTBJISTH TOUCK, aHAIHU3 U Ocsoenue 3axonos , ['oct P 7.0.97-2016;

UCIOJIb30BaHUE HOPMATHUBHO-TIPABOBBIX
JIOKYMEHTOB B IPUMEHEHUH K 3aj7jauaM
HOY; OcBoeHuUE MOHATUN YCTaB, OJIOKEHUE, HHCTPYKIIHS ,
COCTaBJIATh U 0QOPMIIATH
YIIpaBJIEHYECKYIO U MPO(ECCHOHATBHYIO
JIOKYMEHTAIUIO B COOTBETCTBUE C OcBoenue opopmiieHust TokymMmeHToB OdopmieHue
HOpPMAaTHUBHOM 06a30ii;

HCIO0JIb30BaTh YHU(DUIIMPOBaHHbBIE (OPMBI
JOKYMEHTOB; MPENPUATHIH.
OCYILIECTBIIATH JIETIOBYIO MEPENHUCKY U
MOJIIEP>)KUBATh 3JIEKTPOHHBIE
KOMMYHHKAIUH; KOH(HIeHIIMaTIbHbIE cBefleHns. OcBoeHne paboThl ¢
IPUMEHSTH CPeJICTBA HH(OPMAIIMOHHBIX
TEXHOJIOTUH JIJIs cO3/1aHus U 0hopMIIeHUs
JIOKYMEHTOB; XpaHeHue
pa3buparbcs B CUCTEME BHYTPEHHETO
JOKYMEHTO000pOTa OpraHHu3alluy;

T'oct P 7.08.2013

JJOKAJIBHBIX aKTOB

BXOZSIICH AOKYMCHTAIIUU B ACATCIIBHOCTHU

OcBoeHnue paboThI C TOKYMEHTAMHU COACPKAITUMU

JAOKYMCHTaMH II€p€AaBaC€MbIMU Ha APXHUBHOC

OcBoeHMe HOpMaTUBHOI 0a3bl 1E€JI0NPOU3BOJICTBA.

OCYIIECTBIIATh XPAHEHUE U TOUCK I'CAOY . Bnanenue MeTolaMu U TPaBOBbIMU
JIOKYMEHTOB;
OCHOBaMHU 3alIUTHl JOKYMEHTAIIHOHHOTO 00eCTIeYeHHS
KCIOJIb30BAaTh COBPEMEHHOE MPOrPAMMHOE
o0ecrniedeHre B AIEKTPOHHOM yYIpaBJICHUS
JIOKYMEHTOOOOPOTE;

OcBoeHne YMeHHEe apryMEeHTHPOBATh U IPAMOTHO
IIPOBEPSATH HAJIMYHUE B IPOU3BOJIBHBIX

NEPBUYHBIX OYXTaJITEPCKUX TOKYMEHTAaX | 0(OPMIIATH TOKYMEHTALMIO B MIPEIIPUATHIX
00s13aTebHBIX PEKBU3UTOB;

pa3buparbcsi B HOMEHKIIATYype JIed;
COCTAaBIISITh aKThl M CHPaBKH  TIO




pe3ysibTaTaM BHYTPEHHETO KOHTPOJIS;
(bopMHpPOBATH POEKTHI MPUKA3Z0B 110

MPOBEJICHUIO BHYTPEHHETO KOHTPOJIS

Orenka GopMupoBaHUS KOMITETEHIIUNA OCYIIECTBISETCS C UCIOJb30BAaHUEM ClIe-
ayromux (GopM U METOJOB KOHTPOJIS: YCTHBIM OMPOC, TECTUPOBAHUE, BBHITOTHCHHE
PAKTUYECKUX PabOT, BBIMIOJHEHUE KOHTPOJIbHBIX paboT, 3allluTa KypCcOBOTO MPOEKTa U

Ap.

Ta0muma 2
PacnpenesieHue THIIOB KOHTPOJIbHBIX 3aJJaHUH 110 KOMIIETEHUMAM
Kon
Ne Koutponupyemblie pa3aesbl (TEMBbI) KOHTPOIMPYCMOH HaumenoBanue
n/m JTUCIUTUTAHBI™ KOMIICTCHIH OLICHOYHOT'O CPEJCTBA
(v Tpynm
KOMITCTCHITHIN)
1 Paznen 1. HopmaTtuBHoO -
MeToI4ecKas 0a3a U OCHOBHBIE K 1.1
MOHSTHUS TMPaBOro U [IK 2.7 Jlekuuu, yCTHBIN OnIpoOC
JOKYMEHTAIMOHHOTO 00eCIeueHus
yIpaBIeHUS NPEAIPUITUIMU
2 | Paznmen 2.IlpaBoBoe oOecrieueHue K 1.1
Oopranuzaiuu paboTsl ¢ JOKYMEHTaMH K 2' 7
B COOTBETCTBHH C YyCTaBHBIMHU ' [TpopaboTka JEKIIMOHHOTO
JIOKYMEHTaMu MaTepuaia, YCTHBIN OIpoc
3 | Pazgen 3.0cymecTBiIsITh paboTy ¢ K 1.1
AOKYMEHTaMH 110 OArOTOBKE 1 K 2.7 [IpopaboTka TeKIIMOHHOTO
MIPOBEACHUIO COBEUIAHUH , IETTOBBIX MaTepuaia, mpakTuiecKas
BCTpeY , MPE3eHTAIU paboTta
4 Paznen 4.06ecnieuenrie BHIMOTHEHUS K 1.1
JIOTOBOPOB U MOATOTOBKH JIEJIOBBIX K 2.7 KoHTpombHas pabora Ne2 |
JTOKYMEHTOB .
YCTHBIA OITPOC
5
Paznen 5. Bectu yuer 1OKyMEHTOB K 1.1
NPEANPHATHS M OPraHU30BbIBATE K 2.7 TTpopaBoTia JeKIHOHHOT
paboTy mepcoHasna ¢ J0KyMeHTaIlueu
1o yuery MaTepuana, KOHTPOJIbHAas
pabotaNe3
6
Paznen 6. PazpabaTsiBaTh K 1.1
JOKYMEHTAIUI0 00eCeUrBAIOIIYIO K 2.7 [IpopaboTka TeKIIMOHHOTO
MPOIIECC JIETOMPOU3BOICTBA Marepuaia, TeCT, YCTHBIN
oIpoc




3. 3anannﬂ AJIA OICHKHU OCBOCHUA NUCIHUIIJINHBI

3aganme 1: OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemble pe3yabTaThbl 00y4eHus: Y1
Bpems BbinosiHeHus: 20 MuH

TekcT 3apanus:
Tema 1. /lokymenmuposanue ynpaeieH4ecKkoll 0esmeabHoCmu

1.3agukcuposannas Ha MmamepuanrbHOM HoOcumene UHGOpMAYUs ¢ PEeKBUUMAMU,

NO360IAOUWUMU ee

uoeHmupuyuposams — 3mo

a) JIOKYMEHT;

0) OnaHk;

B) JICJIO;

I') 3aMMcKa.
2.065a3amenvHble 3/1eMeHmbl, YCMAHOBIEeHHble 3aKOHOM (CIaHOapmoMm), COCmasisauue
Kaxcowlti OOKYMeHmM,

HA3bl8AIOMCS

a) UHJCKCHI;

0) hbopmynspsr;

B) opmsr;

T') PEKBU3HTHI.

3. Ungopmayus - smo

a) CBEICHUS O JINIAX, IpeaAMeTax, (paKTax, COOBITHSX, SIBICHHUIX U MPOIEccaX HE3aBUCHUMO OT
dhopmbI UX

NPEJICTaBIICHHUS;
0) cBeeHUs O JIMIAX, MpeaIMeTax, (pakrax, CoOBITUAX, ABJCHUAX U Mpolieccax,
3aUMKCHpPOBaHHbIE HAa OyMmare;
B) CBE/ICHHUS O JIUIaX, MpeaMeTax, hakTax, COOBITHIX, SBICHHUIX U MpPOIeccax,
3a)MKCUPOBAHHBIC HA OYMa)KHOM

U 3JIEKTPOHHOM HOCHTEJISIX;

4.0mpacnv 0esmenvbHOCMU, 00eCneuusarOwdas OOKYMEHMUPOBAHUE U OP2AHU3AYUIO PabOmbl C
ouyuanvHbiMU
OOKYMEHMAMU- MO
a) KaHIeIspHs;
0) Ienonpou3BOJICTBO;
B) YIIpaBJICHUE;
') TOKyMEHTOOOOPOT.

S.Ilapannenvno ¢ mepmMuHoM «OOKYMEHMAYUOHHOe obecneyeHue YNnpasieHusy UCHONIb3Yemcs
mepMmMuH

a) nHpOpMaIMOHHOE 0OecreueHe yIpaBIeHus;

0) TOKYMEHTUPOBAHUE;

B) J€JIONPOU3BOCTBO;

T') IPOrpaMMHOE OOecrieueHue YIpaBIeHUS.



6.K ynpasnenueckou unghopmayuu npedvasnaomcs ciedyrouue mpedosanus.
a) TIOJTHOTA, IOCTOBEPHOCTD;
0) orepaTUBHOCTh, TOUHOCTH;
B) aJIpECHOCTb, IOCTYITHOCTD JUISl BOCIIPUSITHS;
I') BCE IEPEUUCIIEHHOE.

7.Ceoticmeo  oguyuaibHozo 00KyMeHma, coobwaemoe  emy  OelcmBYIOUWUM
3aKOHOOAMENbCMBOM,
KoMnemeHyuell u30aeuLe2o e20 Opeand U YCmaHoGieHHbIM NOPSAOKOM OQOPMAEHUSL — MO
a) o0s13aTeNnbHas CHila IOKyMEHTa;
0) pacnopsiIUTeNbHAS CHJIa IOKYMEHTA;
B) IOpUIMYECKas CUJIa JOKYMEHTA;
I') IO/UIMHHAS CUJIa JOKYMCHTA.

8.11o mecmy cocmagnenusi OOKymMenmol Mo2ym Oblmb:
a) BHYTPEHHUE U BHEIIHUE;

0) MPOCTHIC U CIOKHBIE;

B) CPOUYHBIE HECPOUHBIE;

I') UHAMBUYaJIbHbIE U TUIIOBBIE.

9.110o npoucxodscoenuro OOKymMeHmvl MO2ym Oblmy.
a) MHAMBHyalIbHbIE U TpadapeTHbIE;

0) neiicTBUTENbHBIC M HEICHCTBUTEIIBHEIC;

B) CIIy’)K€OHBIE U JINUHBIE;

I') TOCYIapCTBEHHBIC U YaCTHBIE.

10.11o cooepoicanuro 0oKymeHmuvl Mo2ym Obims.
a) MICbMEHHBIC U TpadUIecKue;

0) MPOCTHIC U CIOKHBIE;

B) BHEIIIHUE U BHYTPEHHMUE;

T') OAJTMHHBIC U TIOIOXKHBIE.

11.B cryuae ymepu opucunana Kako2o-iubo 00KyMeHma, bl0aencs
a) nyosuKar;

0) Komusi;

B) OPUTHHAJ;

T') BBITIUCKA.

12 Kaxoti cmanoapm ucnonv3yemcs 0ns 0OQOpMIeHUss OpeaHUu3ayUuOHHO-PACHOPIOUMENbHBIX
00KyMeHmo8?

a) TOCT P 7.0.97-2016 «YHuduuupoBaHHbIE CUCTEMBI TOKyMeHTaluu. TpeboBaHus K 0(OPMIICHHIO
JIOKyMEHTOB;

6) TOCT P UCO 15489-1-2007 «CucteMa cTaHAapTOB 110 HHYOPMAIHH, OHOINOTEYHOMY U U3JATEIHCKOMY JEITy
VYupasiernue nokymeHTamu. O01mue TpeOOBaHUN Y,

B) OCT P 7.0.8-2013 «/lenonpon3BoICTBO U apXHUBHOE JIe)10. TepMUHBI U ONIPEICTICHUS

13.Kakoe Konuuecmeo peksuzumos YCmaHo8IeHO 20CYOapCMBEHHbIM CMAHOAPMOM Hd
ogopmnenue OPI]?

a) 28;

0) 29;

B) 30;

r) 32.



14.Cocmas pexeuzumos 00KymMeHmos8 YyCmaHasiueaem:
a) OpraHu3alus- aBTOp JOKYMEHTA,

0) MHHHCTEPCTBO- aBTOP IOKYMEHTA;

B) THIIOBAst MHCTPYKIIUS IO JIEIOMPOU3BOICTBY;

') COOTBETCTBYIOIIUI rOCy1apCTBEHHBIN CTaHAAPT.

15.Tunosas uncmpykyus no Oenronpouzeoocmey 6 MuHucmepcmeax u eeoomcmeax PD,
ymeepoicoena:
a) ['ocynapctBennoit Jlymoii;
0) IIpaBurensctBoM PD;
B) IIpe3unentom PdD;
r) Pocapxusom.

Kurou k Tecry:

Ne Bompoca [IpaBunbHBIN BapuaHT OTBETA
1 a)
2 r)
3 a)
4 0)
5 B)
6 r)
7 B)
8 a)
9 B)
10 6)
11 a)
12 a)
13 B)
14 r)
15 0)

Kpurepuu oueHku:




- COOTBCTCTBUEC OTBCTOB O6yT-IaIOIHI/IXC$I KIIIO41Yy TECTa,

OHCHKa «OTJIHYIHO» - €CJIN O6yanOIHHﬁCH ITPpaBUJIbHO OTBCTHII HA BCC
BOIIPOCKHI TCCTAa B OTBCACHHOC BPCMA

OrneHKa «XOpouIoy - eciii 00yJarouuiicsi IpaBUIbHO OTBETUII Ha 6
BOIIPOCOB TECTa B OTBEACHHOE BpEeMsI

OHCHKa «YAOBJIETBOPHUTECIBHO» - CCIIN 06yanOHleICH IMpaBHUJIBHO OTBCTHUJI
Ha 4 BOIIpOCa TCCTa B OTBCACHHOC BPCMSI

OrneHka «HeyA0BJIeTBOPUTEIbHO» - €CIU 00yUYaroIIUiiCs MpaBUIbLHO
OTBETHJI MEHEE YeM Ha 4 BOIIpOca TeCTa B OTBEJCHHOE BpeMsI

3aganme 2: OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemble pe3yabTaTbl 00y4YeHHs: Y2
Bpems BbinosiHeHus: 20 MuH

TekceT 3a1aHuA.
Tema 2. Cucmema opzanu3ayuoHHO-PaACROPAOUMEIbHOU OOKYMEHMaAUUU

1.Komnnexkc 63aumMoy8A3aHHbIX OOKYMEHMO8, pPelaMenmupylowux CcmpyKkmypy, 3a0adu u
@yHKYyuu opeanuzayuu,
NPUHYUNbLL Op2aHu3ayuu ee pabomovl, npaea, o06a3aHHOCMU, Cchepy OMBEeMCMEEHHOCMU ee
PYKOB0OOCMEA
U cCneyuanucmos- d9mo
a) 3aKOHOJATeNbHbIE JOKYMEHTHI,
0) pacropsiIUTENbHBIE JOKYMEHTHI;
B) OpraHM3allMOHHbIE JOKYMEHTHI,
T') CIIpaBOYHO-UH(OPMALIMOHHBIE JOKYMEHTBHI.

2.Kakue u3 nepequcienHuix Huxice 6u008 0OKYMEHMO8 OMHOCAMCS K OP2AHUZAYUOHHBIM?
a) ycTaB, yupeIUTeJIbHbIE JOKYMEHTHI, aKThl, IPOTOKOJIbI, IITATHOE PACHUCAHUE, MHCTPYKLUH,
IpaBHiIa
BHYTPEHHETO TPYJIOBOT'O PACIOPAIKA,
0) ycraB, YyYpeauTENbHbIE JOKYMEHTBI, CTPYKTypa W IUTaTHas UWUCIEHHOCTb, IITaTHOE
pacnucaHue, IpoTOKOJIBL,
IIOJIO’KEHHUE O NIEPCOHAIE;
B) YCTaB, YYpEAWUTENIbHbIE JOKYMEHTbI, CTPYKTypa M IITaTHas YHMCJIEHHOCTb, IITATHOE
pacnucasue,
IIOJIOYKEHHUE O IIEPCOHAIIE;
I') yCTaB, yUpeAUTEIbHbIE JOKYMEHTBI, CTPYKTYpa U IITaTHAs YACICHHOCTh, IITATHOE paclucaHue,
IIOJIOXKEHUE O IMEPCOHAIIE; IIOCTAHOBIICHHUS], IPUKA3BI.

3. Vkaowcume, na ocnosanuu Kako2co OOKYMEHma Oelicmeylom 6ce 20Cy0apCmeeHHble,
MYHUYUNATbHbLE,
yacmuvle  npeonpusmus,  oOwWecmeeHHvle 00vbeOuHeHUus, He  3asucumo om  hopmul
cobcmeennocmi.

a) ycTras;



0) MoJIOKEHUE;
B) IOCTaHOBJICHHUE;
I') pacropsHKEHUS.

4.C600 npasun, pe2yrupyrouux 0esamenbHOCIb OP2AHU3AYUL, YUPeHCcOeHUs, 00uecms u epaircoat,
ux
83AUMOOMHOWEHU C OPYUMU OP2AHUZAYUAMU U 2PAXICOAHAMU, Npasa U  00A3AHHOCMU 6
onpeoeyieHHoU
cghepe 2ocyoapcmeenHOU U XO3AUCMBEHHOU 0esimelbHOCMU — MO
a) MpUKas3;
0) pacropspKeHue;
B) TIOJIOXKEHUE;
I') yCTaB.

5.Hopmamueno-npasoeoii akm, peciameHmupyiowuii  nopsaooKk o0pazoeanus, cmpyKmypy,
@dyHKxyuu,

KOMnemenyuro, O00A3AHHOCMU U OpP2AHU3AYUIO pabomvl Ccucmembl Op2aHO8 YNPAGleHUs
2ocyoapcmaea- 3mo

a) MPOTOKOJT,

0) MOJI0KEHHUE;

B) aKT;

T') JOJHKHOCTHAS! MHCTPYKITHS.

6.Vkasxcume OOKyMeHmM, 6 KOMOPOM 3AKPenjsiemcss OOJAHCHOCMHOU U YUCIEHHbIU COCMAg
opeanuzayuu

¢ ykazauuem ¢honoa 3apabommuoil naamoi:

a) IITaTHOE PaclUCaHUE;

0) CTpYKTypa ¥ MITaTHAS YUCIICHHOCTh OpPraHU3aIlNu;

B) IOJUKHOCTHASI MHCTPYKIIHS;

I') IOJIOXKEHUE O TIEPCOHAIE.

7.Kakum o06pazom moeym HOCUMbCS USMEHEHUsL 8 CMPYKMypy U WMAMHYK YUCIEHHOCHb
opeanusayuu?

a) 10 YCTHOMY PaclopsHKEHUIO PYKOBOAUTENS OPTaHU3alluug;

0) MpUKa30M PYKOBOJIUTENSI OPraHU3aIINH;

B) U3MEHEHUS HE BHOCATCS.

8. {okymenm, 6 KOMOPoOM ONpedensiomcs 3a0auu, QyHKYuU, npasa u 00A3aHHOCIU COMPYOHUKAX
npeonpusmus — 5mo:
a) UHCTPYKLIHUS;
0) JOHKHOCTHAs! HHCTPYKIIHS;
B) MpaBWJia BHYTPEHHETO paclopsIKa;
I') LITATHOE paclucaHue.

9.Coomeemcmeyrowuii cocmas pekeu3umos onpeoenen.:

a) TOJBKO ISl OPTaHU3alMOHHBIX TOKYMEHTOB;

0) TONBKO JJIs1 OPTaHU3AIMOHHBIX U PACMIOPSTUTENBHBIX JOKYMEHTOB;
B) JUIS KQKI0TO KOHKPETHOTO BHIA IOKYMEHTA;

T) JUTSL KQKI0W KOHKPETHOM OpraHU3aIiu.

10. Pexeusum «cnpagoumvie 0anHvle 00 OpeaHU3ayuuy 8KI04aAem.



a) MOYTOBBIH ajpec, HoMepa Tee(h)OHOB OPraHU3aAIUH;

0) MOYTOBBIN apec, HoMepa TelIePOHOB, CYETOB B OaHKE;

B) TIOYTOBBIA ajpec C yKa3zaHWEM HWHJEKca, HoMepa TeneoHOB, cUeTOB B OaHKe, (akca;
azpec
3JIEKTPOHHOM MOYTHI;

r) 'OCT P 7.0.97-2016 «YHudumupOBaHHBIE CHCTEMbI JTOKYMEHTAIlMH ...» HE
OTPaHUYUBAET COCTAB
CBEJICHUI1, BKIIFOYAEMBIX B JIaHHBIA PEKBH3HT.

11. Vkaowcume npasunvroe ogpopmienue pekeuzuma «0ama OOKyMeHmMay.
a) 1 centsiOpst 2016 1;

0) 1.09.2016;

B) 1.09.16;

r) 01.09.16.

12.Bce yupescoeHus, opeanuzayuu u npeonpusmust ompascaiom C6010
AOMUHUCTPAMUBHO-YNPABTICHYECK)IO
0essmenbHOCmb 8.
a) OpraHU3aIMOHHBIX TOKYMCHTaX;
0) pacrops,IUTEbHBIX TOKYMEHTAX;
B) CIIPAaBOYHBIX JOKYMEHTaX;
') UHOOPMAIIMOHHBIX IOKYMEHTaX.

13. Kaxue 6uovi 00Kymenmos OmHocsmces K pacnopsioumeibHulM OOKyMeHmam?

a) MOCTAHOBJICHUS, YKAa3aHUS, PACTIOPSDKEHIS,

0) ycTaBbl, IOCTAHOBJICHUS, YKa3aHUs, aKThI;

B) IIOCTAHOBIICHUS, PCLICHHUS, YKa3aHUs, IOKJIaHAS 3aITUCKA, PUKA3bI, IIUPKYJISPHI;
T') IOCTAHOBJICHHUS, PEIICHUS, YKa3aHUsl, PACTIOPSKCHHS, IPUKA3HI, IIUPKYIISIPHI.

14.Kaxkoii 0okymenm s61saemcsa camvim pacnpoCcCmpanenHblmM 6U0OM OOKYMeHmMA, NPUMEHIEMO20
6 npakmuxke
ynpaenenusa?
a) MpHKas;
0) MOCTaHOBJICHHE;
B) pacropsKeHUE;
I') yKa3aHue.

15.Kakue ookymenmol omHoCAmMCs K UHGOPMAYUOHHO-CNPABOYHBIM OOKYMEHMAM?
a) CIpaBKH, OKJIAIHBIE U OOBICHUTEIbHBIC 3aMUCKH, CBOAKH, OO30pPHI, aKThl, MPOTOKOIBI,
CITyKeOHBIE
MMChMa, TeJIErpaMMBbl, Telle(hOHOTPaMMBIL;
0) cmpaBKW, TPHUKAa3bl, PEIICHHS, CBOAKH, O030pbI, aKThI, MPOTOKOJBI, CIYXEOHBIC MHCHhMA,
TEJeTPaMMBl,
TerneOHOTPaMMBL;
B) CIPaBKH, TOKJIAIHbIE U O0BSICHUTEIBHBIEC 3aICKH, CBOIAKH, 0030pbI, IOCTAHOBJICHHSI,
CITy’)keOHBIC TMChMA, TeJIerPaMMBI, TeJIe(OHOTPAMMET;
T) CIOpaBKH, JOKJIATHBIE U OOBSACHUTENbHBIE 3alMCKH, CBOIKH, O030DPbBI, IUPKYISPHI, aKThI,
MTPOTOKOJTHI,
CITy>)keOHBIE TUCHMA.



Kurou k Tecty:

Ne Bompoca [IpaBunbHBIN BapuaHT OTBETA
1 a)
2 B)
3 a)
4 r)
5 6)
6 6)
7 0)
8 0)
9 B)
10 B)
11 0)
12 6)
13 r)
14 a)
15 a)

Kpurepuu ouenkmu:
- COOTBETCTBUE OTBETOB O0YUaIOLIUXCSI KIIIOUY TECTa;

OH@HKa «OTJIMYHO» - €CJIN 06}7‘121}011[1/1171051 IMpaBUJIbHO OTBCTUII HA BCC
BOITPOCKHI TECTA B OTBCACHHOC BPCM

O11eHKa «XOPOIIO0» - €CITU 00YUaIOIIUIICs TPAaBUJIBHO OTBETHII HA 6
BOIIPOCOB TECTA B OTBEICHHOE BpEMS

O1neHKa «y10BJIETBOPUTEIBHO)» - €CJIM 00yYaroUUiCs MPaBUIIbHO OTBETUI
Ha 4 Bompoca TecTa B OTBEICHHOE BpEMsI

OreHKa «HEeYA0BJIEeTBOPUTEIbHOY» - €CITH 00yUJarOIIHIACs MPaBHIIBLHO
OTBETUJI MEHEE YeM Ha 4 BOIpOCa TECTa B OTBEICHHOE BpeMs



3aganue 3: OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemble pe3yabTaThbl 00y4eHHs: Y1I
Bpems BbinosiHenus: 20 MuH

TekcT 3a1aHuA.

Tema 3./]02060pno-npaeosasn 00KymeHmayus

1. Coenawenue 08yx unu HecKOIbKUX IUY 00 YCMAHOBLEHUU, USMEHEHUU UIU NPEKPAujeHUl
2PaMNCOAHCKUX
npaes, HA3vLIBAEMCA:

a) aKT;

0) noroBop;

B) JIOBEPEHHOCTb,

I') IPOTOKOJL.

2.Jloco60p 6cmynaem 6 cuny ¢ Momenma e2o...:
a) MOJIITMCaHNS,

0) cocraBleHUS;

B) 00’KaJIOBaHUS;

I') YTBEPKACHHUS.

3.IIpomokonvl paznoznacuti kK 002080pam HOCMABKU COCMABIAIOMCI 8 MeX CIYUAsX, Ko20d:

a) 0OHApy>KEHO HECOOTBETCTBHE MEX/y HANMCHOBAHUEM, MaCCOW U KOJIMYECTBOM MECT Ipy3a
3asBJICHHBIX

paHee B TOKyMEHTax;

0) 10 MPeT0’)KEHHOMY TTOCTABITUKOM TPOCKTY JOTOBOPA Y TIOKYIATENSI HMEIOTCS
BO3paXEHHUS, OJIHAKO OH

00s13aH TTOAMKCATh I0TOBOD;

B) ’KeJie3Has Jopora 3ajiepala OTIpaBIeHHbIN rpy3 Oomnbiie yeM Ha 30 qHEl.

4.Kaxou u3 nepeuucieHnblx HUdce peKeU3Umos, e 6Xo00um 6 cocmas 002080pa?
a) HaMEHOBaHME BU/1a JOKYMEHTA;

0) TEKCT TOKYMEHTA;

B) rpu( yTBEP)KICHUS JOKYMEHTA;

I') OJNUCU CTOPOH.

5. [ozo60p cocmasnaemcs ne menee uem
a) B IBYX 9K3EeMIUIIpax;

0) B TpeX PK3EMIULIPAX;

B) B YETHIPEX IK3EMILISAPax;

T') B [ITU SK3EMIUISIPAX.

6. Kommepueckuii akm cocmaénsiemcsi
a) B OJTHOM DK3eMILISPE;

0) B IBYX DK3eMILISIPaXx;

B) B TPEX K3EeMIUIIPaX;

I') B YEThIPEX IK3EMILISpaXx.



7.B 3asucumocmu om mozo, Kkem 0QopMAAIOMC NOTHOMOYUS, O0BEPEHHOCIU
noopasz0esiomcs Ha.:

a) oUIMATBHBIC U JTUYHBIC,

0) ToCy1apCTBEHHBIC U KOMMEPYECKHE;

B) opuIManbHbIC U KaHIEISIPCKUE;

') HOTapUAIbHO 3aBEPEHHBIC U JIMYHBIC.

8., doxymenm, oarowuti NOIHOMOUUSL €20 NPEObABUMENIO HA BLINOIHEHUE KAKUX- TUOO
oeticmauti om umMeHu

dosepumersi, 5mo-

a) JIeJI0OBOE MHUCHMO;

0) 1OTOBOPHOE MHUCHMO;

B) JOBEPEHHOCTb;

') TyOJuKaT TOKYMEHTA.

9.Cpok Oeticmaus TUYHOU 008EPEHHOCMU He MONCEM NPesblUAmb:
a) LIECTU MECALIEB CO JIHS €€ COBEPIICHNUS;

0) OIHOTO ro/1a CO THS €€ COBEPIICHUS;

B) IBYX JIET CO JHSI €€ COBEPILICHMUS;

T') TPEX JIET CO JHS €€ COBEPIICHUSI.

10.Ecnu cpox Oeticmaus 8 IUYHOU 008EPEHHOCMU He YKA3aH, OHA COXPAHsem CULy 6 meyeHue:
a) 15 nueit c MoMeHTa €€ OANMCAHMS;

0) Tpex MecsIIIeB ¢ MOMEHTA €€ MOIMUCAHHUS;

B) OZHOTO I'0Jla C MOMEHTA €€ TIOANHUCAHMS,;

T') TpeX JIeT C MOMEHTA €€ MOJIIMTUCAHUS.

11.Cpox Oeticmsus 008epeHHOCIU YKA3bIBAECAL...
) unpan;

0) IpoNUCHIO;

B) UG paMH U IPOIUCHIO;

I') WK IUQpamMu UK MPOIKCHIO;

Kuarou k Tecry:

Ne Bompoca [IpaBubHBIN BapuaHT OTBETA

1 6)

2
3
4 B)
5
6




7 a)
8 B)
9 0)
10 B)
11 B)

Kpurepuu oneHku:
- COOTBETCTBHE OTBETOB O0YUaAIOIINXCSI KIIIOUY TECTa;

OHGHKa «OTJIHYIHO» - €CJIN 06yanOHIHﬁCH IIPpaBHUJIBHO OTBCTUII Ha BCC
BOIIPOCKHI TCCTAa B OTBCACHHOC BPCMA

OHGHKa «XOPpPOoILIo» - CCIIH O6yanOHleICH IIPpaBHUJIbBHO OTBCTUJI HA 6
BOIIPOCOB TCCTA B OTBCACHHOC BPCM:A

OHGHKa «YAOBJIETBOPHUTECIILHO» - CCIIN O6yanOHleICH IIpaBHUJIBHO OTBCTHUII
Ha 4 BOIIpOCa TCCTAa B OTBCACHHOC BPCM:I

OHGHKa «HEYAOBJECTBOPUTEJIbHO» - CCIIU O6Y“I&IOHIHI>1C$I IIpaBHUJIBHO
OTBETHJI MEHEE YeM Ha 4 BOITIpOCa T€CTa B OTBCACHHOC BPCM:I

3amanue 4: OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemble pe3yabTaThl 00y4enus: 3.1
Bpems BoinosiHenusi: 20 MuH

Texcr 3apanus:
Tema 5. Ilpemen3uonno-ucKko6an 0OKyMeHmayus

1.Ilpemensus- smo:

a) TpeboBaHuE 0 TOOPOBOIHLHOM YCTPAaHEHUHU HAPYIICHUS 3aKOHOIATEIhCTBA;

0) TpeOoBaHMe K KOMIIETEHTHOMY OpPTaHy O 3allliTe HapyIIeHHOTO IpaBa OpraHu3allli,
TIPETPUATHSI,

YUPEXIECHUS;

B) TpeOOBaHME C MPOCKOOH O B3BICKAHUN C OTBETYMKOB B IPUHYTUTEIHHOM TTOPSIIIKE
MPETEH3UOHHBIX CYMM;

') 00’KaJIOBaHHE PEIICHUS Cy/1a TT0 UICKOBOMY 3asIBIICHHUIO.

2.Ilucomo-3anpoc — osmo:

a) TOKYMEHT, IPeCTaBIAIOMNN co00il oOpaleHne moKymnaresns K mpoJaBIily ¢ Ipock0oi AaTh
MOAPOOHYIO

nH(OpPMAIIHIO O TOBApE U HAMIPABUTH MPEATIOKEHUE HA TOCTABKY TOBApA;



0) TOKyMEHT, ITOATBEPKAAIONINI HaMEpEeHHs OpraHU3allii B OTHOIICHUH paHee
COTJIaCOBAHHBIX TUIAHOB
COTPYIHUYECTBA;
B) JIOKYMEHT, CIyXallHi JUIi OIEPaTUBHOTO COOOIIEHMS IPOJAABIy KaKOH-TMOO BaKHOMU
uHpopManuy,
YITYIIEHHOW 110 KaKUM- JT0O0 MPUYHMHAM B TIPEIBIIYIIEM ITUCHME;
I') JOKYMEHT, NpeIHa3HAaYeHHBIN JJI51 CONPOBOXKICHUS MPHIIAaTraeMbIX K HEMY JJOKYMEHTOB.

3.0meem Ha npemeH3ur0 npedycmampugaem cieoyouue apuanmoi.

a) O IPUHSATHH MMPETEH3UU K PACCMOTPEHHIO JINOO 00 yIOBIECTBOPCHUHU MPETEH3UH ITOJTHOCTHIO
WJIM YaCTUYHO;

0) O IPUHATHH MPETEH3UHN K PACCMOTPEHHIO OO0 00 OTKIIOHEHUH MTPETECH3UH;

B) 00 yJIOBJIETBOpPEHUH OO0 00 OTKIIOHCHUU TIPETECH3HH;

T') O IPUHSATUH MIPETEH3UU K PACCMOTPEHHIO; 00 YIOBJIIECTBOPEHHUH MTPETEH3UU MTOJIHOCTHIO WIIN
YaCTUYHO;

00 OTKJIOHEHHH TIPETEH3UH MTOTHOCTHIO HITH YaCTUYHO.

4. Jlokymenm, 8 KOMOPOM U3iazaemcsi 000CHOBAHHAS NPOCLOA 8 CYO UL APOUMPANC O
peuleHuu cnopHo2o oena,
KOMopoe He MO0 Oblmb Pa3peuleHo Ha 000POBOIbHBIX HAUAIAX, HAZLIBACTCA:
a) IPETEeH3MOHHOE MMHCHhMO;
0) UCKOBOE 3asBJICHUE;
B) KaccallMOHHas kajio0a;

r) sanpoc.
Kurou k Tecry:
Ne Bompoca [IpaBunbHBIN BapuaHT OTBETA
1 0)
2 a)
3 r)
4 0)

Kpurepuu oueHku:
- COOTBETCTBUE OTBETOB O0YUaIOIIMXCS KIIIOUY TECTA;

OHeHKa «OTJIHYHO» - €CJIN O6yanOHIHI>’IC}I IIPpaBHUJIbBHO OTBCTHUII HA BCC
BOIIPOCKHI TCCTAa B OTBCACHHOC BPCMA

O11eHKa «XOPOIIO» - €cJid 00yUYaloIUHCs MPaBUILHO OTBETHII Ha 6
BOIIPOCOB TECTA B OTBEAEHHOE BPEMSI

OreHKa «y10BJIETBOPUTEIBLHOY - €CJIM 00YJaIONTUICS TPaBUIILHO OTBETUI
Ha 4 Bompoca TecTa B OTBEJICHHOE BpeMsi



OneHka «HeyA0BJIeTBOPUTEIbHO» - €CIU 00yUYaroIIUiics NpaBUIIbLHO
OTBETHJI MEHEE YeM Ha 4 BOIIpOCca TeCTa B OTBEIECHHOE BpeMsI

3amanue 5: OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemble pe3ybTaThbl 00yyeHus: 3.2

Bpems BbinosiHenus: 20 MuH
Tema 6./[lokymenmuposanue mpyooevlx npasoomHuouieHuil

1.Tpyoosvie npasoomuouieruss NPeONPUAMUSL ¢ PADOMHUKOM PecyaIUpYIOmcsL:
a) Koncrutynueii PO;

0) TpynoBbm kKogekcoM PD;

B) Hasoroseim koiexkcom PO;

r) TpyaoBbiM 1 YronoBHBIM KogekcoM PD.

2.Coenacro cm.58 TK P®, mpyoosoti Konmpakm MOHCem 3aKI0YAMbC L.
a) Ha HEOIPECIICHHBIN CPOK;

0) Ha onpeeNIeHHbIN CPOK HEe 00JIee MATH JIET;

B) Ha BpeMs1 BBIIIOJHEHUS OIpeeIeHHON paboThI;

T') BCE OTBETHI BEPHEIE.

3.OCHOBHBIM OOKYMEHMOM NO YYeny NepcoHald Ha NPeOnpusmuu S6s1emcs:
a) TpynoBoii gorosop (popma T-1);

0) nmuunas kaprouka (popma T-2);

B) JIMYHOE JIeNI0 pabOTHHKA;

T') JIMYHBIN JTUCTOK TI0 YYETy KaJpOB.

4.Tpyoosvie KOHMpaAKmMvl XpaHAmMcs @ medenue:

a) 3 JeT mocje yBOJbHEHUS paOOTHHKA;

0) 5 et mocne yBoIbHEHUS! paOOTHHUKA;

B) 75 ner;

r) 5 eT mocie yBoJIbHEHUsI pa0OTHHKA, HO B CITy4ae OTCYTCTBUS IPUKA30B 10 TNYHOMY
cocTaBy — 75 Jer.

5. Vkaowcume, no kaxou cxeme ogpopmusiemcs ygonibHeHue pabomHuKa:

a) 3asBJIeHUE PaOOTHUKA 00 YBOJIBHEHUH, IPHKA3 00 YBOJbHEHUH, 3alIMCh B TPYI0BOM
KHHMXKKEC, 3aIlliUCh B

JMYHOW KapTOUKe, 3aKpBITHE JIUILIEBOTO cUYeTa 10 3apab0THOM IIaTe;

0) 3asBiieHUE pabOTHHKA 00 YBOJIbHEHUH, 3aIIUCh B TPYI0OBOW KHHIKKE;

B) 3asBJIeHUE paOOTHHKA 00 YBOJIbHEHHUH, IPUKa3 00 YBOJILHEHHUH, 3aIIUCh B TPY10BOH
KHIDKKE;

I') IpYKa3 00 yBOJIbHEHUH, 3aMUCh B TPYAOBOM KHUXKKE, 3alIUCh B IMYHOM KapTOUKe.

6. Vkaoicume, no kaxoii cxeme oQopmasemcs npukas o nepesooe coOmpyoOHuUKa Ha opyeyio
pabomy:

a) 3asBJIICHHE PabOTHHKA O TIEPEBOJIE, MIPUKA3 O MEPEBOJIC, 3aMUCh B TPYIOBOM KHIDKKE, 3aIHCh
B JIMYHOM KapTOYKE, 3aIHCh B JIUIICBOM CUETE IO 3apa0OTHOH IIIaTe;

0) mpuKa3 o MepeBo/ie, 3aUCh B TPYI0BOM KHIKKE, 3alUCh B TUYHON KapTOUKE, 3aMKCh B
JIMIIEBOM CUETe



1o 3apaboTHOII r1are;
B) 3asBJICHNE PabOTHHKA O EPEBOJE, MPHUKA3 O NEPEBO/IE, 3aHCh B TPYIOBOM KHIXKKE;
T') IPUKa3 O MEePEeBO/IE, 3aIUCh B TPYIOBON KHU)KKE, 3asBJICHNE paOOTHHKA O TIEPEBOE, 3aIICh
B JINYHOW KapTOYKE.

7 Ilpuxa3zvl no auuHomy cocmagy:

a) JOBOJISATCS 10 CBEJICHUS COTPYAHUKA YCTHO (B YCTHOHM (opme);

0) TOBOASTCS 10 CBEJICHUS PAaOOTHHUKA TI0]T PACITUCKY;

B) JIOBOJSITCS IO CBEJICHUSI paOOTHHKA MO/ PACTIMCKY TOJLKO B CIIy4ae YBOJbHEHUS;
T') HE I0BOJASTCS JIO CBEJICHUS COTPYAHHKA.

8.1lepesoo na opyayio pabomy 0onyckaemcsi:

a) B cily4yae MPOU3BOJICTBEHHON HEOOXOIUMOCTH;

0) TOJIBKO C MMCbMEHHOTO COTJIacusi pabOTHHKA, 32 UCKIIIOYEHHUEM BPEMEHHOTO IepeBo/ia B
cilydae

MIPOU3BOJICTBEHHON HEOOXOIUMOCTH;

B) TOJIbKO MPUKA30M PYKOBOAMTEIIS.

9.Jluunblil 1UCMOK No yuemy Kaopos 3anoIHAemcs npu NOCMYNIeHUU Ha pabomy:
a) paOOTHUKOM KaJIpOBOM CITYKOBI;

0) HAYAJILHUKOM OT/IeJIa KaIPOB;

B) CEKpeTapeMm;

I') CAMUM paOOTHUKOM.

10.0cnoHbIM 0OKYMEHMOM 0 MPYO08OL esimelbHOCMU PAOOMHUKA (CILydicaue20) A6IAemcs.
a) TPY/IOBOW KOHTPAKT;

0) TpyIOBasi KHUXKKA;

B) JIMYHOE JeJI0 PaOOTHHUKA,

I') JM4Hasl KapTouka paOOTHHKA.

11.71Ipu nepesode compyonuxa na opyeyio pabomy e2o 1udHoe 0eo.
a) mepeaeTcs Ha Apyryro padoTy;
0) nepenaeTcst KOMUS JIMYHOTO JIENa;

B) HE IIEpeAAETCs Ha APYTYIO paldoTy;
I') He NepeaeTcs Ha Jpyryro paboTy, 3a UCKIIIOUEHUEM YUPEKICHUH OJTHONW CHCTEMBI.

12.B cnyaicbe kaopos npeonpusmusi Xpauamcs iuyHvle 0end:

a) BCEX COTPYJHHUKOB padOTaIOLIMX B HACTOsIIEE BpeMsl U pabOTaBIINX KOTJa-To;

0) TOJIBKO COTPYAHUKOB, 3aHUMAIOLINX JOJDKHOCTH PYKOBOJSIINX PaOOTHUKOB,;
B) TOJIBKO YBOJIUBIIUXCSI COTPYTHHKOB;

I') TOJIBKO PabOTAIOIIMX COTPYTHUKOB.

13.JIuunvie oena:

a) MOTYT BBIJABAThCS BCEM JKEJIAOIINM C HUIMHA O3HAKOMHUTHCS;

0) MOT'YT BBIZIaBaThCSl BO BPEMEHHOE T0JIb30BAHUE OMPEICIICHHBIM JTOJHKHOCTHBIM JTHIIAM;
B) MOT'YT BBIIaBaThCS TOJILKO KOMIIETCHTHBIM OpraHaM B cydae HEOOXOIUMOCTH;

') HE MOTYT BBIJIaBaThCsl HUKOMY, T.K. OTHOCSATCS] K KOH(DUICHIIMAIBHBIM CBEICHUSIM.

14 Jloxymenm, 6 Komopom 6 XpoHon02U4eCcKOU NOCIe008aAMENbHOCIU ONUCAHBL INANbL HCUSHU
u mpyooeoti
oeamenbHOCmuU pabomHUKd, Ha3b18AEMCA:



a) aBToOHorpadus;
0) oTueT;

B) PE3IOME;

T') XapaKTepUCTHKA.

15.Céedenus 0 OucyuniuHapHvIx 83blCKAHUAX, HATONCEHHBIX HA PAOOMHUKA, 8 MPYOOBYIO
KHUMICKY:

a) BHOCATCS B 00sI3aTEIILHOM TIOPSIJIKE;

0) BHOCSITCSI 110 PEUICHHUIO aIMUHUCTPAIINY;

B) HE BHOCSATCS,

T') HE BHOCSTCS, 32 UCKITIOYCHUEM CITy4aeB, KOTa TUCIUTUTMHAPHBIM B3bICKAHUEM SIBIISICTCS
YBOJIbHEHHE.

Kurou k Tecrty:

Ne Bompoca [IpaBuibHBIN BapuaHT OTBETA
1 0)
2 r)
3 r)
4 B)
5 a)
6 a)
7 0)
8 6)
9 a)
10 a)
11 r)
12 r)
13 r)
14 r)
15 6)




Kpurepuu ouenku:
- COOTBETCTBUE OTBETOB 00YUaIOIIUXCSI KIIIOUY TECTa;

OHCHKa «OTJIHYIHO» - €CIIN O6yanOIHHﬁCH IMPpaBHUJIBHO OTBCTUII Ha BCC
BOIIPOCKHI TCCTAa B OTBCACHHOC BPCMA

OrneHKa «XopouIoy - eciii 00yJarouuiicst IpaBUiIbHO OTBETUII Ha 6
BOIIPOCOB TECTa B OTBEACHHOE BpeMsI

OHCHKa «YAOBJIETBOPHUTECIBbHO» - CCJIN 06yqa}01111/1171051 IMpaBUJIBHO OTBCTUII
Ha 4 BOIIpOCa TECTa B OTBCACHHOC BPCM:I

OrneHka «HeyA0BJIeTBOPUTEIbHO» - €CIU 00yUYaroIIHUiCs MPaBUIbLHO
OTBETHJI MEHEE YeM Ha 4 BOIIpOca TeCTa B OTBEJCHHOE BpeMsI

3agaHne 6: oTBETUTH HA BOIIPOCHI TCCTA

IIpoBepsieMbie pe3yJibTaThbl 00yUeHHs : 311
Tema 7. Opzanuzayus padbomot ¢ 00KymeHmamu

1./Joxymenmoobopomom Ha3vleaemcs:

a) CO3J]aHKe U YyTUIIU3alus  JIOKYMEHTOB B OpraHH3allHH;

0) BCE KOJIMYECTBO BXOIANINX U UCXOMISIINX IOKYMECHTOB;

B) pallMOHalIbHAs OpTaHHU3aIis ABM)KEHUSI JOKYMEHTOB B OpraHU3alluu, Ha IPEIPUITHH;

') IBIKEHHUE JOKYMEHTOB C MOMEHTA MX CO3JAHHS WM MOJTYYCHUS JO 3aBEPIICHUS UCTIOTHEHUS
WM OTIPABKH.

2.Bca 0okymenmayus yupesxcoenus 0eumcs Ha cedyroujue 00KYMeHmMONnomoKu:
a) BXOJISIINE, UCXOMSIINE U BHYTPEHHUE TOKYMEHTHI

0) npuxoAsIye, OTIPABICHHbIE U BHYTPEHHUE TOKYMEHTHI

B) BHYTPEHHHE U BHEITHHE JOKYMEHTBI

I') JOKYMEHTAIHsI He IeIUTCS Ha JJOKYMEHTOOTOKH

3.K ocnosHvim ¢hopmam opeanusayuu pabomoel ¢ OOKYMEHMAMU HA NPeONPUAIMUU OMHOCAMCA.!
a) LIEHTpaJIM30BaHHas, IeLEHTPATN30BaHHAas!, CTPYKTYpHasi;

0) LIeHTpaIN30BaHHas, EIeHTPAIN30BaHHAas, IPOCTas;

B) LIEHTpaJIM30BaHHasl, JCIICHTPAIIN30BaHHAs, CMEILIEHHAs;

I') IpocTasi, CJI0XKHasl, CMEIICHHAs.

4. Quxcayus haxma coz0anusi b0 NOIYHeHUss OOKYMEHMO8 Nymem NPUcEOeHUs: UM NOPsiOKOBbIX
HOMEPO8 U 3aNUCU YCIMAHOBTIEHHbIX C8e0eHUll O HUX, HA3bl8AEMCAL:

a) MOJIy4eHHUEe JOKYMEHTOB;

0) perucTpanusi T0KyMEHTOB;

B) B3SITHE JJOKYMEHTOB Ha KOHTPOJIb;

T') OTIIPaBIICHHE JOKYMEHTOB aapecary.

5.Bvibepume cywecmsyroujue popmvl KOHMPOIs 3a UCNOTHEHUEM OOKYMEHMO8.
a) KOHTPOJIb OOIINK U KOHTPOJIIb TIO CYIIIECTBY;

0) KOHTPOJIb 10 CYIIECTBY U KOHTPOJIb MO UCTIOTHUTESIM;

B) KOHTPOJIb IO CYIIIECTBY U KOHTPOJIb 32 CPOKAMU HCIIOTHEHHUS,



F) KOHTPOJIb IO UCITOJIHUTCIIAM U KOHTPOJIb 11O CPOKAM UCITIOJITHCHHA.

6.B 3asucumocmu om pasmepa opeaHusayuu 0opabomrKa u OMnpPasKa UCXO0AUUX OOKYMEHMO8
npoBOOUMCHL:

a) KypbepoM HJIN ceKpeTapeM-pedepeHTom;

0) cekperapeM- pedepeHToM uiu cayxooi JJ0Y;

B) cIIy00#1 TOKYMEHTAllMOHHOTO 00eCreueH sl YIPaBICHUS WIN SKCIIEIUIHUEH (IKCIIEAUTOPOM);
T') cekperapeM- pedepeHToM, ciayx0o0ii JJOY unu skcrnenummei.

7.Homenxnamypoii oen nazvieaemcs:
a) CUCTeMaTU3UPOBAHHBIN NIEpeueHb HAUMEHOBAHUH JIeJl, 3aBOJIUMBIX B OPraHU3AlMK C YKa3aHUEM
CPOKOB
WX XpaHEeHUs, 0POPMIICHHBIN B YCTAHOBJICHHOM MOPSIIKE;
0) nepeueHb HAMMEHOBAHUH JIeTI, IepeAaBaeMbIX OpraHu3alyell B apxuB, o(pOpMIICHHBIH
B YCTAHOBJICHHOM MOPSIIKE
B) MepeyeHb HaMMEHOBAHHM [, MepeaBacMbIX KaHIENIpUEH B CTPYKTYpHbIE MOpa3ieiIeHUs
OpraHu3alluy;
T') pacrpeaeneHue 1 MOAIIMBKa TOKYMEHTOB B JIeNa.

8.Ommnecenue 00KymMeHmMo8 K onpeoeieHHoMy 0ery U Cucmemamu3ayus OOKyMeHmo8 6Hympu oeid
- 5Mo:

a) HOMEHKJIaTypa JIel;

0) omuch e,

B) KapTOTEKa /e,

r) hopmMupoBaHUE JE.

9.3asepwaiowum smanom pabomsi ¢ OOKYMeHmMamu 8 mexkyuem 0eionpou3so0Cmee s6isemcsi:
a) 00paboTKa Jem JUIsl MOCISAYIOIIEro NX XPAHSHUS M UCTIOJIb30BaHUS;

0) oOpaboTKa J1en Ui Iepeaay uxX B apXuB;

B) 00a OTBETa BEPHHI.

10 B cTpyKTypHBIX MMOApa3ACICHUSX OPraHU3aIUU JOKYMEHTHI JOJDKHBI XPAaHUTBCS:
a) eIle To/1 Mocje OKOHYaHHS TEKYIIETo roja

0) emre 2 roja mocae OKOHYaHHS TEKYIIETo rojia

B) erie 3rojia Mocjie OKOHYaHUs TeKYIIEro roja

T') ellle 5J1eT mocie OKOHYaHUs TEKYIIEero rojia

11. IlocnenoBaTeabHOCTH PacCIoJIOKCHHUA ACJI Ha MMOJIKAX IMPU XPAHCHUHN JOJIZKHA COOTBETCTBOBATH

a) aipaBUTHOMY MOPSAAKY

0) XpOHOJIOTHYECKOMY MOPSIIKY

B) HyMEpalMOHHOMY HOPSAKY

T') IOCIIEI0BATEIFHOCTH PACIIOJIOKEHHS 1€ B HOMEHKJIAType 1l

12.Onpedenenue nonumuuecko2o, 3KOHOMUYECKO20, COYUATbHO-KYIbIMYPHO20, NPAKMUYECKO20 U
UHO20

3HAYEHUsT OOKYMEHMO8 C Yelblo 0mOopa ux Ha 20Cy0apcmeeHHoe XpaHenue Uiy YCmaHo8IeHUs.
CPOKO8 UX

XpaueHusi, Ha3bl8AEMC L.
a) SKCIEePTU30i BAXKHOCTH JOKYMEHTOB;
0) PKCTIEPTU30M CEKPETHOCTH JJOKYMEHTOB;
B) DKCIIEPTU30M IIEHHOCTH IOKYMEHTOB;



T') SKCHEPTU30M SKCKIIFO3UBHOCTU JOKYMEHTOB.

13.Onpeodenseman ycmanosnennvimu npaguiamu no020moeKa 0end K XpaHeHuro Ha3bl8aemcsi:
a) MHJCKCAIUS JIe;

0) opopmiieHHE NI

B) pETHCTpaLys Jed;

r) yHU(UKALUS JIe.

14 Jlena ¢ nocmosHHbIM CPOKOM XPAHEHUS NPUHUMAIOMCS APXUBOM:
a) 1Mo aKTy;

0) o onucw;

B) IO MPOTOKOJTY;

I') 10 NIPUKa3y.

14.Ha 0oxkymenmul nOCMOAHHO20 U 001208PEMEHHO20 XPAHEHUs COCMABIAEMCSL:
a) apXMBHas 3aIlKCh;
0) axT;
B) OIIUCB;
r) hopmyssp.

Kurou k Tecry:

Ne Bonpoca [IpaBuiIbHBIN BapUaHT OTBETA
1 r)
2 r)
3 B)
4 0)
5 r)
6 r)
7 a)
8 a)
9 B)
10 r)
11 a)
12 B)
13 0)
14 0)




15 B)

Kpurtepum ouenku:
- COOTBETCTBHE OTBETOB O0YUaAIOLIUXCSI KIIIOUY TECTa;

OHGHKa «OTJIMYHO)» - €CJIN 06yqa10111m710;1 IIpaBUJIbHO OTBCTUJI HAa BCC
BOITPOCHI TECTA B OTBCACHHOC BPCM

O1ieHKa «XOPOIIO0» - €ClIM 00YYaIOIIUICS MPABUIIBHO OTBETHII Ha 6
BOIIPOCOB TECTa B OTBEJICHHOE BpEMS

OHCHKa «YAOBJIETBOPHUTECIBHO» - CCIIN 06yqa}0m1/1171051 I[MpaBHUJIBHO OTBCTHUJI
Ha 4 BOIIpOCa TCCTAa B OTBCACHHOC BPCMSI

OHGHKa «HEYAOBJECTBOPUTEJIbHO» - CCIIU O6yanOHlHﬁCH IIpaBHUIJIBHO
OTBETHJI MEHEe ueM Ha 4 BOIIPpOCa TCCTAa B OTBCACHHOC BpCM:1

3aganue 7. MOATOTOBUTH BBICTYIUICHWE, IOKJIAIbI, TPE3CHTALUU WU
pedepat o TemMam:

IIpoBepsieMble pe3yJibTaThbl 00yueHHus . Y?2

TexcT 3agaHusl: TOATOTOBUTHh BBICTYIUICHHE, MOKJIAAbI, TPE3CHTAIIUN WA
pedepar no remam:

HNucrpyknusi: oToOpaTh HEOOXOAUMYIO 110 33JJaHHOM TEME,
MIPOAHAIM3UPOBATH MTOATOTOBICHHYIO HH()OPMALIKIO, TOATOTOBUTH U MPEICTABUTH
BBICTYIUICHUE, JOKJIAJl, IPE3CHTALMIO WU pedepar.

Tempbr:

[IpumepHas TemaTuka pedepaToB, CAMOCTOSTENBHBIX padOT

Crapeiiiue GopMbl JeI0NPOU3BOACTBA, MPUKA3HOE JIEJIONPOU3BOJICTBO
Orarbl pa3BUTUS JEIONPOU3BOICTBA

Komiexckoe 1 MUHACTEPCKOE AEIONPOU3BOICTBO

[TpuHLMIIBI U LU KJTacCU(UKALUK JOKYMEHTOB

OcoOeHHOCTH BEACHHUS IENONPOU3BOJCTBOM I10 JINYHOMY COCTaBYy
pPEeANPUATHS

Opranuzaiusi JOKyMEHTO000pOTa B TOCTUHUYHOM MPEANPUSTUN
OpraHuzaius perucTpaluyy 1 yuera JOKYMEHTOB B MPEIIPUATHSIX

8 Buapl 1 NOpAIOK MPOXOXKICHUS BHYTPEHHUX IOKYMEHTOB MPEANPUATHS

O b~ owpN -

~N o

Kpurepuu oueHox

OneHka «OTJIUYHO0» - O0YYAIOIIUIICS MPaBUIILHO 0TOOpan WH(POpMALKIO 110



3aIaHHON TeMe, MPOaHAIU3UPOBAT €€, MPEACTaBUI BBICTYIUIEHUE, TOKJIA/,
MPE3EHTALMIO WK pedepar, OTBETUI Ha BCE BOIPOCHI.

O11eHKa «XOPOII0» - 00YyJaIOIIUIACS TTOATOTOBUI MH(POPMAITHIO 110 3aaHHOM
TeMe, TpoaHAIM3UpOBall €€, TPEACTaBUI  BBICTYIICHHUE, JIOKJIAJ,
MpEe3CHTAIMI0 WK pedepaT HEYyBEPEHHO, HE CMOT OTBETUTh Ha HEKOTOPHIE
BOITPOCHI.

O1leHKa «yTO0BJIETBOPUTEIBLHO» - O0YYAIOIHIACS MTOITOTOBUI HH()OPMAITHIO
10 33JJaHHOM TeMe, MPEICTABHI BBICTYIUICHHUE, JOKJIA[, MPE3CHTAUI0 WU
pedepar HeyBepeHHO, HE CMOT OTBETUTh Ha BOIIPOCHI.

OrnecHKa «HEYTOBJIETBOPUTEIbHO» - OOYyYalOIIHMiiCS HE IOJTOTOBHUII
UHPOPMAIIAIO TIO0 33JaHHOW TeMe, He MPEICTaBHII BBICTYIUICHUE, TOKIAJ,
MIPE3EHTAINIO WK pedepar.



3aganme 8: Bopock uisl yCTHOTO onpoca
IIpoBepsiemble pe3yJbTaThl 00yueHus: Y1
Bpemst BbINOJTHEHHMS: KOKIBIA BOIIPOC S MUH
Texker 3aganus:

I/IHCprKIII/Iﬂi OTBETUTH HA ITOCTABIICHHBIMN BOIIPOC

1 VYkaxure ocHOBHBIE (DOPMBI TOTOBOPOB U CITy4ad UX MPUMEHEHUS

2 PackpoiiTe OCHOBHbIE MPUHITUIIBI 3aKJII0OUEHUS T0TOBOPa

3 Ilepeuncnure mpu3HaAKU KOMMEPUYECKOTO I0TOBOPa

4 ]JlaiiTe cpaBHEHHE KOMMEPYECKOTO U CBOOOHOTO JIOTOBOpA
Kpurepumu ouenoxk
OneHKa «0TJIMYHO0Y - O0OYYAIOIINIICS TPABUIBHO OTBETUI HA BOIIPOC
OlLieHKa «XOpoII0» - 00yUYarOIIUHCS MPU OTBETE JIOMYCTUI HEOOJIBIIINE OIUOKH.
OlieHKa «y10BJIETBOPUTEIBHO» - OTBET O0yJarOMIErocs: ObLI ¢ OIIMOKAMH.
OueHka «HeyA0BJIEeTBOPUTEIbHO» - 00yJaIOIUKCA HE CMOT OTBETUThH Ha BOIIPOC.

Bomnpocs! k nuddepeHuupoBaHHOMY 3a4eTy

1. TocymapcTBeHHbBIE OpraHbl U COCTaB HOpMaTuBHOU 0a3bl B chepe LOV.

2. OnpeodeneHue noHamudu (8 coomseemcmeuu c rOCT  P7.08-2013):
0OKYMEHMUPOBAHHAA UHGPOPMAUUS, meKcmoasol O0OKyMeHmM, NUCbMeHHbIl O0OKyMeHmM, agmop
0oKymMmeHma, oguyuanbHblli O0OKYMeHmM, Mnoo0aAUHHUK OOoKymeHma, Oybaukam OOKymeHma,
Konus 00KymeHma, 3a8epeHHas Konus 00KymeHma, 0ybaemHoili O0OKymeHm.

3. OyHKIMU U KiIaccUUKAMS JOKYMEHTOB. BHIBI JOKYMEHTOB IO CIOCOOY
JOKYMEHTUPOBAHUS.

4. CBoiicTBa U CTPYKTypa JOKYMEHTA.

5. VYuudukamus noxkymeHtoB. [lonarus oOmepoccuiickoro kiaccuduxaropa u
BeJIeHUs Kiaccudukaropa. YHU(GUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIUH.

6. Iloustue (B coorBerctBuu ¢ IOCT P 7.097-2016) odopMicHHS PEKBU3UTOB
JOKYMEHTOB ¥ HOPMAaTHMBHBIM aKT, YCTAHABIMBAIOIIMN MpaBuia HX OG(OPMIICHUS.
[TpaBwia opopmieHrs CIpaBOYHBIX TAHHBIX 00 OpraHU3aIuy U JaThl JOKYMEHTA.

7. TlpaBuna odopMieHUST PEKBU3UTOB JOKYMEHTOB: «aapecar», «rpud

YTBEPKACHUA JOKYMCHTaA», «PC30JIIOIUAY, «3ar0JIOBOK K TCKCTY», KIIOAIIUCH).



8. IlpaBuna odopmiieHHS PEKBU3UTOB JAOKYMEHTOB: «TEKCT» W «OTMETKa O
HAJTUYUU PUITOKEHUS.

9. ®opmarsl OyMakHBIX JOKYMEHTOB. TpeOoBaHUS K U3TOTOBICHUIO IOKYMEHTOB.

10. Ha3znauenne opraHu3aIiiuoOHHBIX TOKyMeHTOB. [IpaBuiia oopMieHus ycragsa.

11. TlpaBuia odopMIIeHUS TTOJIOKEHUS, UHCTPYKIIUHU U IIITATHOTO PACIIMCAHMUSL.

12. IIpaBuna odopMiIeHHs perliaMeHTa U MPOTOKOIA.

13. O6mume mnpaBuia TOATOTOBKU PACHOPSAIUTEIBHBIX JOKYMEHTOB. OTarlbl
pa3pabOTKN MPOEKTa PACHOPSIAUTEIIBHOTO JIOKYMEHTa U COCTAaBJISIONIME YacTU €ro
TEKCTa.

14. CocTtaB MyHKTOB pAacHOPSIUTENbHOW dYacTH JokymMeHTa. OcobeHHocTH
MOJNUCAHUS PACTIOPATUTENBHOTO JOKyMeHTa. Ha3HadeHnme ©u CcOoCTaB pPEKBHU3UTOB
IIPUKA30B, PACTIOPSKEHUM U PELLIEHUM.

15. Bujsl u paBuiia opopmIIeHHsI CIPABOK U CIYKEOHBIX MTHCEM.

16. Bunp! u mpaBuiia o(pOpMIICHHUST aKTOB M JOBEPEHHOCTEH.

17. CocTaB peKBU3UTOB, MpaBuia OPOPMIICHHUS 3asBICHUN U OOBSCHUTEIHHBIX
3aIUCOK.

18. HopmaTuBHBIC JIOKyMECHTHI, permamMeHTHPYIONTHE MIOJITOTOBKY
OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX TJOKYMEHTOB B FTOCY/IJaPCTBEHHBIX OpraHax.

19. KonmpoBanue noxkymeHToB. Buasl xomwmii. FOpumudeckas cuina u 3aBepeHHE
KOIIHIA.

20. Tpu dhopmbl opranuzanuu aejaonpon3BoacTea. Oynkuuu ciyxost [JOY.

21. O6beM TOKyMEHTOO00OpOTA.

22. OcOOEHHOCTH | JICJIONPOU3BOJCTBEHHAs 00pa00TKa BXOSAIINX, UCXOMSAIINX H
BHYTPEHHUX JIOKYMEHTOB.

23. Bunbl cucteMaTu3amnuy MpaBOBBIX JTOKYMEHTOB . VICTIOnb30BaHNE CIIPaBOYHBIX
MIPaBbIX CUCTEM.

24. TexHOMOTHS ~ KOHTPOJISI  HMCIIOMHEHHS JOKyMEHTOB. CpOK  HCIIOTHCHHS
JOKYMEHTOB.

25. TloToku ucxonamux J0KyMeHTOB. OCOOEHHOCTH COCTaBJICHHUSI, COIIACOBaHMUS,
TTOJIIMTACAHMS M TIepeaadr UCXOIAINX JOKYMEHTOB.

26. ®opmupoBanue u opopmieHue aeia. CocraB mHpopManum, pa3MeniaeMon Ha

00JIOKKE fena.



27. Opranuzanusi  ONEPaTUBHOTO  XpaHeHHs  JOKyMeHTOB.  OdopmieHue
HOMEHKJIATypBbI J1E1.

28. DxcnepTr3a LEHHOCTH JOKYMEHTOB U €€ MPAaBOBOE PETYIUPOBAHUE.

29. Kputepun ompeaeneHuss IEHHOCTH  JOKyMeHTOB. CpokH  XpaHEHHs
JOKYMEHTOB.

30. Cuctema skcriepTHBIX opraHoB. [lopsgok oTOopa JOKYMEHTOB Ha XpaHEHUE U
YHUUTO)XXECHHE.

31. MeponpusiTis 0 NOATOTOBKE A€M K nepenaye B apxuB. OpopmiieHrne 00I0KKH
nena.

32. IlpaBa rpaxkiaHuHa MPU PacCCMOTPEHUH €ro OoOpallleHus B rOCyJapCTBEHHBIE
opranbl. TpeOoBaHUS K MUCbMEHHOMY OOpAIICHUIO IpaXKJaHUHA.

33. Ilpuem, peructpaius ¥ OTHpaBKa KOHPUICHIIMATBEHBIX JOKYMEHTOB.

34. HGHOHpOHSBOHCTBO 10 AOKYMCHTAaM, COACPKAIINM KOMMCPUICCKYIO TaﬁHy.



