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A WOWDN PR

Conep:xanue

OO1ue cBegeHus

CrtpykTypa U cofepkaHne y4eOHOU AUCIUIUTHHBI
yCHOBI/IH peaJII/I3aLII/II/I HpOI‘paMMBI JOUCIHHUIIIINHBI
KoHTpos1b pe3yapTaToB OCBOCHHUS YIEOHOM AMCIUTLIHHBI 13
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1. OBIIME CBEJEHMS IO YYEFHOU JUCHHUILJINHE
JOKYMEHTAIHMOHHOE OBECIIEHEHHUE YIIPABJIEHUSA

1.1. Mecto y4eoOHoii nucumniuabl B crpykrype IIIICC3

JlucuuiuimHa siBIsieTcst 001enpodecCHoHaIbHOM U OTHOCUTCS K TPO(ECCHOHATILHOMY
y4eOHOMY LIMKITY.

1.2. TpeGoBaHus K pe3yabTaTaM OCBOEHHUSI YUeOHOM TMCIMILTHHBI

bazoBas gacTh
B pe3ynbraTe 0CBOCHUS MUCIUTUTHHBI O0YYAIONIHIACS 10JIKEH YMETh:
- oopMIIITH  OpPraHU3alMOHHO-PACTIOPSAAUTEIBHBIC JOKYMEHTBI B COOTBETCTBHHM C
nerctBytomuM ['OCTowm;
- OCYIIECTBISATh 00PaOOTKY BXOJSAIINX, BHYTPEHHUX U MCXOIALINX JOKYMEHTOB, KOHTPOJb
3a UX HCIIOJIHCHUEM,
- 0hOpPMIIATH IOKYMEHTHI 7151 Iepeiaud B apXUB OpraHU3aI|H

B pe3ynbraTe 0CBOGHUS TUCHMILIMHBI 00YYaOLIHiics A0J7KeH 3HATh:
- IOHATHUE IOKYMEHTA, eT0 CBOMCTBA, CIIOCOOBI IOKyMEHTHPOBAHUS;
- IpaBUJIa COCTAaBJIEHUS U O(POPMIICHHSI OpraHU3aLMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
(OPJL);
- CUCTEMY U THIIOBYIO TEXHOJIOTHIO JOKYMEHTAllMOHHOTO obecnieuenus ynpasieHus (JJOY);
- OCOOEHHOCTH JIEJIONPOM3BOJCTBA MO OOpaIICHUSM TpaXTaH U KOH(HUICHIHAIHLHOTO
JIeJIONPOU3BO/ICTBA
BapuartuBHas yacTp
B pe3ynbraTe 0cBOSHUS NUCHUIUIMHBI O0yUYaIOUIUIICs J01AKeH YMeTh:
- o(opMIATH OpPraHU3aLMOHHO-PACHIOPSAUTENbHBIE JIOKYMEHTHl B COOTBETCTBUH C
neiicreyromuM 'OCTowm;
- OCYILECTBIIATh 00pabOTKY BXOASALINX, BHYTPEHHUX U UCXOJAIINX JOKYMEHTOB, KOHTPOJIb
32 UX UCTIOJTHEHUEM.
B pe3ynbraTe 0CBOGHUS TUCIUITIIMHBI 00YYarOLIHIiCs A0JIKeH 3HATh:
- IOHATHUE IOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI IOKyMEHTHPOBAHUS;
- TpaBUJIa COCTABJIEHUS U O(POPMIICHHSI OpPraHU3aLMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
(OPJL);
- CUCTEMY U THIIOBYIO TEXHOJIOTHIO TOKYMEHTAIlMOHHOTO obecrnieuenus ynpasienus (JJOY);
- OCOOEHHOCTH JIEJIOMPOM3BOJACTBA IO OOpaIICHHUSAM TpaXJAaH WU KOH(DHICHIIMAIBHOTO
JIeNTOTIPOU3BO/ICTBA.
ConepkaHue TUCIMIUIMHBI OPHEHTHUPYETCS Ha TIOJATOTOBKY CTYACHTOB K OCBOCHHIO

npodeccuoranbubix Moayiei [17ICC3 no cnenuanbHocTH 40.02.01 «IIpaBo m opraHmu3arus
COLIMATILHOTO 0OecTeueHs» U OBJIaJIeHHI0 podeccroHanbHbIMU KomneTeHuusmMu (I1K):

OlecneueHne peaju3alMu NPaB IpaxkiaH B cdepe NEHCMOHHOrO o0ecmevYeHHs H
COUMAJILHOM 3AIUTHI:

IIK 1.1. OcymecTBasaTh mpohecCHOHATFHOE TOJIKOBAHHE HOPMATHUBHBIX MPABOBBIX aKTOB
JUTSL peaTu3aliiy MpaB TpakJaaH B cepe MEHCHOHHOTO 00ECTICUCHHSI M COITMATbHOM 3aIUTHI.

I[IK 1.2. OcymecTBisTh HpUeM TpaxaaH IO BOMPOCAM IEHCHOHHOTO OOecredYeHus u
COLMAJIBHOM 3aIlUTHI.

IIK 1.3. PaccmarpuBaTh TMakeT [OKYMEHTOB [UIsi HAa3HAYCHUS TCHCUN, MOCOOHA,
KOMIIEHCALWM, APYTMX BBIIUIAT, a TAaK)K€ MEpP COLMAIBHON MOANEPKKH OTAEIBbHBIM KaTEropusiM
rpakJiaH, HY>KJAIOIKUMCS B COLIMAJIbHOM 3aIlUTE.

IIK 1.4. OcymiecTBasTh yCTaHOBIEHUE (Ha3HAUCHHUE, TIEpepacyeT, MepeBo/T), HHACKCAIUIO U
KOPPEKTUPOBKY IMEHCUW, HAa3HAYCHHE MOCOOWH, KOMICHCAIMA U JPYIHX COIMAIBHBIX BBITUIAT,

UCIOJIB3YS HHPOPMAIIMOHHO-KOMIIbIOTEPHBIE TEXHOJIOTHH.
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I1K 1.6. KoHCynbTHpOBaTh rpaKaaH U MPEACTABUTENEH IOPUANYECKUX JIMIL IO BOIIPOCAM
IEHCHOHHOT0 00€CIeUeHHs U COLMAIbHON 3alLUThI.

B nporecce ocBoeHUS! TUCHMIUIMHBI y CTYACHTOB JODKHBI (POPMHPOBATH O0IIME KOMIIE-
terun (OK):

OK 1. ITloHnmaTh CyIIHOCTh ¥ COIMAIBHYIO 3HAYMMOCTh CBOCH Oymyrieit mpodeccun,
IIPOSIBJIATH K HEW YCTOMYMBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€SITEIbHOCTh, BHIOMPATh TUIIOBBIE METOIbI U
CHOCOOBI BHITOJIHEHUS TPO(ECCHOHABHBIX 3a/1a4, OLIEHUBATh UX 3(P(EKTUBHOCTH M Ka4eCTBO.

OK 3. [Ipynumars pemieHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYAlUSIX U HECTU 33 HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBIATh MOXUCK M MCIIOIb30BaHNE HHPOPMAIIMH, HEOOXOUMOM JIJIst
3¢ (HEeKTHBHOTO BBHITIOTHEHHSI MPO(PECCHOHAIBHBIX 33]1a4, TPO()ECCHOHAILHOTO W TMYHOCTHOTO
pa3BUTHSL.

OK 5.Ucrnonp30oBath HHPOPMAITHOHHO-KOMMYHHKAITMOHHEBIE TEXHOJIOTUH B
npohecCuOHANBHOM NeSTENbHOCTH.

OK 8. CamocTOSITEILHO ONPEeneATh 3a1a9i TPO(HEeCCHOHATLHOTO M IMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS CaMO0Opa30BaHNEM, OCO3HAHHO MJIAHUPOBAThH MOBBIIICHUE KBATU(UKAIINH.

OK 9. OpueHTHpOBaTHCS B YCIOBUSAX MOCTOSIHHOIO U3MEHEHUS IIPaBOBOil 0a3bl.

1.3. O6beM yueOHOI TUCHUIVIMHBI U BUIbI Y4eOHOi padoThl

Buj yueOHoii padoThl O0bem yacoB

MakcumanbHas yyeOHas Harpys3ka (Bcero) 102
Oo6s13aTeJibHAs ayAUTOPHAs y4eOHAasi HATPY3Ka (Bcero) 12
B TOM YHCIIE:

na0opaTopHbIe pabOThI HE NPEAYCMOTPEHO

MIPaKTUYECKHE 3aHSITH 10

KOHTPOJIbHBIE pabOTHI HE MPelyCMOTPEHO
CamocrosiTeibHas padora o0y4yawouerocs (Bcero) 90
B TOM YHCIIE:

KypcoBas paboTa (IpoeKT) HE IPETYCMOTPEHO
Wrorosas arrecramms B hopme Juppepenyuposannozo 3auema




CTPYKTYPA Y COJEP)KAHUE YUYEBHOM JUCIHUILINHBI JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSI
2.1. TemaTuyeckuii MJIaH U cOeP:KAHNE

Conep:kanue y4yeOHOro MaTepuasia, Jadoparopabie padoThbl U

HanmeHnoBaHMe pa3ae/ioB U TeM NMPAKTU4YeCKHE 3aHATHS, CAMOCTOSITEeJIbHAsA padoTa O0beM yacoB Yposenr,
00y4aronuxcs, Kypcopasi padbora (IIpoeKT) ocBoeHuA
1 2 3 4
Pa3zpnen 1 lokymenTHpOBaHue
Tema 1.1 OcHOBHBIC IOHATHS, CopepxaHue yueOHOro Marepuasa 8
1eJId, 321a494 ¥ NPUHIIUIbI 1. OcCHOBHbBIE IOHATHUS, LIEJIU, 33]Ja4Y1 U TIPUHLIUTIBI 2

JAOKYMEHTAIIMOHHOT'0
olecreyeHust ynpaBJjieHHUsA

JOKYMEHTAIMOHHOTO obOecrieueHus ynpasienus. [lonstue
0e10npPouU3800CmMB0, OOKYMEHMUPOBAHUE,
OOKYMEeHmMOo0obopom, opeanusayus pabomsl ¢
O0okymenmamu, O0okymerm. DyHKIIMH JOKYMEHTOB

JlaGopaTopHbie pabOThI

He npenycmorpeno

HpaKTI/IquKI/Ie 3aHATUA

He npenycmorpeno

KoHTponbHbIE paboThI

He npenycmorpeno

CamocrosiTenbpHas pabota o0yJaromuxcs 6

1. Jloknao. CriocoObl TOKYMEHTUPOBaHUS

2. Hoxknao. OprrexHuka, ucnosib3yemas B padbote oduca

3. Hoxnao. Knaccupukanusi TOKyMEHTOB IO Pa3IUYHBIM

pHU3HAKaM

Tema 1.2 Yaupuxanus n Coneprkanue yueOHOro MaTepuasa 26
CTAHJAPTU3ALMSA JOKYMEHTOB. JlaboparopHblie pabOTHI He npexycmorpeno
BJiiaHkHM 10KYMEHTOB [TpakTHyeckue 3aHATHS 2

1. | Oopmnenne pexsusutos 1 -30

KonTtposbHble paboThl

He npenycmorpeno

CamocrosTenbHas paboTa 00yJaronmxcs

4, [lonsatne  yHuduxkamuum  u CTaHJapTU3AIUN B
nenornpousBozactBe. IloHsTHe cucmema Ookymenmayuu.
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HaumeHoBaHue pa3iesioB U TeM

Coaepixanue yueOHOro MaTepuaJa, JjabopaTopHbie padoThl U

NpaKTHYeCKHe 3aHATHSI, CAMOCTOsITeJIbHAas padoTa
o0yyaromuxcs, KypcoBasi padota (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

Buapl u hbopmbl yHHUDUKAITIT

Kparkas xapakTepucTika AEUCTBYIOLIUX B CTPAaHE
YHU(UIUPOBAHHBIX CUCTEM JIOKyMEHTAlMH, B T.4. YC
OPJ1

XapakTepuctuka, coctas u conepxkanue 'OCT P 7.0.97 —
2016 "Cucrema crangapToB 10 HH(POPMALIUH,
OMOIMOTEYHOMY U M3/IaTEIILCKOMY JICITY.
Opranu3anroHHO-pacTIOPAAUTEIbHAS JOKYMEHTAIHS.
TpeboBanwust K 0OPMIICHUIO TOKYMEHTOB"

W3yyenue Mertonuaeckux pEeKOMEHIanui o
ucnons3oanuto 'OCT P 7.0.97 — 2016 "Cucrema
CTaHJapTOB 1O HH(popMmanuu, OUOIMOTEYHOMY U
U3JIATEITLCKOMY Temy. OpraHu3annoHHO-
pacriopsiguTenbHas — JOKyMeHTanus.  Tpe0oBaHUs K
0()OPMIICHHIO TOKYMEHTOB'"

TpeboBanust K 0pOPMIICHHIO JOKYMEHTOB

Ompenenenue ¢opmara Oymaru, BbIOOp U yCTaHOBKA
pa3Mepa u HauepTaHusi mmpudra, ycTaHOBKA TOJEH,
MEXCTPOYHBIX HHTEPBAJIOB, HYMepays CTpaHUI]

10.

[Tonarue O1aHK qOKyMeHTa. Byl 6i1aHKOB

11.

TpeboBanust k OJ1aHKaM JOKYMEHTOB

12.

COBIIaHI/IC OJIaHKOB Ha NEpCOHAJILHOM KOMIIBKOTEPE C
YTJIOBBIM U IMPOJOJbHBIM PACIIOJIOKCHUEM PEKBHU3UTOB

13.

Hcnons3zoBanne Word B co3nannn yHHQUIIMPOBaHHBIX
bopm

14.

Hcnons3zoBanne Excel B co3zganuu yHHUDUIIMPOBAHHBIX
hopm

15.

TpeboBaHMsI K HU3rOTOBIIEHUIO, YYETY, UCIOJIB30BAHUIO U




HaumeHoBaHue pa3iesioB U TeM

Coaepixanue yueOHOro MaTepuaJa, JjabopaTopHbie padoThl U
NpaKTHYeCKHe 3aHATHSI, CAMOCTOsITeJIbHAas padoTa
o0yyaromuxcs, KypcoBasi padota (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

XPaHEHHIO OJIAHKOB C BOCIIPOU3BEICHHEM
I'ocynapcreernoro repoa P®, rep6oB cyobekToB PO

Tema 1.3 TpedoBanus k
o(opMIICHUIO
OPraHu3alMOHHBIX JOKYMEHTOB

CopepxaHue yaueOHOro Marepuaa

8

JlabopaTopHbie pabOThI

He npenycmorpeno

IIpakTyeckue 3aHsAThs

He npenycmorpeno

KonTponbHbie paboThl

He npenycmotpeno

CamocrosiTenpHas paboTa 00yJaromuxcs 8
16. | XapakTepHCTHKA U COCTAaB OPraHU3AIIMOHHBIX JOKYMEHTOB
17. | Ocobennoctu oopmienus OpraHMU3allMOHHBIX
JOKYMEHTOB: yCTaB, NODKHOCTHAsh MHCTPYKIHMS, HpaBHIIa
BHYTPEHHETO TPYZIOBOTO pacropska, MITaTHOE
pacriucanue
18. | Odopmienne TOHKHOCTHONH HHCTPYKITHH
19. | OdopmieHue WTaTHOrO pacUCaHUs
Tema 1.4 TpeboBanus kK Coneprkanue yueOHOro MaTepuaia 14
odopmiIeHNI0 JlaboparopHble pabOTHI He npenycmotpeno
pacnopsiAuTeJbHbIX [IpakTHyecKkue 3aHATUS 2
AOKYMEHTOB 2. ‘ OdopmieHne npukasa 1o OCHOBHON J€STEIbHOCTH

KonTtposbHble paboThl

He npenycmorpeno

CamocTosTenbHas pabota o0yyaronmxcs

20. XapakTepucTuka u COCTaB paciopsAUTEIbHBIX
JOKYMEHTOB M TpeOOBaHUS K MX 0()OPMIICHUIO

21. XapakTepucTuka U TpeboBaHUS K OPOPMIICHHUIO MPHKa3a
110 OCHOBHOM JI€ATEIbHOCTH

22. XapakTepuctuka U TpeboBaHUS K  O(OpMIIEHUIO
pacropsKEHUI

23. XapakTepucTrKa ¥ TpeboBaHUs K 0(hOPMIICHHIO YKa3aHHUHA

24, XapakTepucTuka ¥ TpeOoBaHHA K  O(QOPMIICHHIO
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HaumeHoBaHue pa3iesioB U TeM

Coaepixanue yueOHOro MaTepuaJa, JjabopaTopHbie padoThl U

NpaKTHYeCKHe 3aHATHSI, CAMOCTOsITeJIbHAas padoTa
o0yyaromuxcs, KypcoBasi padota (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

OCTAHOBJICHUH

Tema 1.5 TpedoBanus k
0(pOpMIICHHUIO CIIPABOYHO-
HH(OPMANIMOHHBIX TOKYMEHTOB

25. XapakTepucTuKa 1 TpeOoBaHUS K 0)OPMIICHHUIO peHIeHUI

CopepxaHue yaeOHOro Marepuaa 22
KoHTposbHBIE pabOTHI He npexycmoTpeno
[IpakTHyeckue 3aHATHS 6

3. OdopmiieHrE TOKIATHOM 3aITUCKI
4, OdopmieHne cay)eOHOTo TUChMa
5 Odopmnenne akTa 1 IpOTOKOJa

KoHTponbHbIE paboThI

He npenycmorpeno

CamocrosiTenpHas paboTa 00yJaromuxcs 16
26. XapakTepucTUKa U COCTaB CIPABOYHO-MH(POPMAITMOHHBIX
JIOKYMEHTOB (CIIy’KEOHBIX THCEM, CIPABOK, 3asBIICHUMH,
JIOKJIQIHOM 3aluCKH, aKTa, IPOTOKOJA), TpeOOBaHUS K UX
0(OpMIICHUIO
217. TpeboBanust K 0OPMIICHHIO TOKJIAAHOHN 3aUCKU
28. TpeboBanust kK OQOPMIIEHHIO OOBACHUTEIBHON U
CIIy>keOHOM 3amICKU
29. TpeboBanust K 0hOpPMIIEHHUIO CIIY>)KEOHOT0 MHChMa
30. TpeboBanust K OPOPMIICHUIO OTIEIBHBIX Pa3HOBUIHOCTEH
CITYKEOHBIX TTHCEM
31. TpeboBanust K 0pOPMIICHHUIO aKTa
32. TpeboBanust K 0OPMIICHHIO TPOTOKOIIA
33. Buner  cmpaBok,  TpeboBaHHMS K O(OPMIIEHUIO
IIPOU3BOJICTBEHHOH CITPABKH
Pa3nen 2 Opranusanusi pa6oThl 26
¢ JOKYMEHTaMH
Tema 2.1 TpeGoBanus k CopepxaHue yueOHOro Marepuaa 4

OpraHu3anuu

JlaGopaTopHble paboThI

He npenycmorpeno




HaumeHoBaHue pa3iesioB U TeM

Coaepixanue yueOHOro MaTepuaJa, JjabopaTopHbie padoThl U

NpaKTHYeCKHe 3aHATHSI, CAMOCTOsITeJIbHAas padoTa
o0yyaromuxcs, KypcoBasi padota (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

JAOKYMEHT0000poTa IIpakTuueckue 3aHATHS He npenycMmoTrpeno
Koutposibabie paboThI He npenycmorpeno
CamocTosaTenpHas pabota 00ydJaronuxcs 4
34. | Opranu3anuoHHbIE dbopMbI JIeTIOTPOU3BOJICTBA.
TpebGoBanwMsI K OpraHU3aAHUH JOKYMEHTO000pOTa
35. Komnerotepusaius 10KyMeHTO000pOTa.
Tema 2.2. /IBu:kenne u Copneprkanne yaeOHOro Matepuana 8

00paldoTKa 10KYMEHTOB.
Perucrpanusi 10KyMeHTOB.
KoHTpoJb ncnosnenust

JlaGopaTopHbie pabOThI

He npenycmotpeno

IIpakTyeckue 3aHsATUs

He npenycmorpeno

KonTponbHbie paboThl

He npenycmotpeno

AOKYMEHTOB CamocrosiTenbHas paboTa o0yJaromuxcs 8
36. I[Ipuem wu o00OpaboTKa BXOJSIIUX, HCXOJISTIIHX
BHYTPEHHUX JTOKYMEHTOB
37. 3anojgHeHHe PerucTPallMOHHBIX KapTOUYeK
38. Perucrpanus JOKyMEHTOB.
39. KoHTpoIs HCTIOTHEHHST TIOKYMEHTOB
Tema 2.3 Opranmnsanus padoTsl Coneprkanue yueOHOro MaTepuaa 6

¢ o0palIeHUsIMH I'PAKAAH U

JlaGopaTopHbie pabOThI

He npenycmorpeno

KOH(UICHIHAIBHOT0 ITpakTueckue 3aHsATHS He npenycMmoTrpeno
AEJIONPON3BOJACTBA KonTtposbHble paboThl He mpexgycMmorpeno
CamocTtosTenbHas pabota o0yyaronmxcs 6
40 | Opranuzanus paboOThl C JOKYMEHTaMH, MMEIOLUIMMH Tpud
OTpaHUYEHUS JIOCTYIA
41 | Opranu3anus paboTsl ¢ 00paleHUsIMHU TpaKIaH
42 | Opranuzamnus paboThI KOH(UIEHIINAIBHOTO
JIeJIOTIPOU3BOICTBA
Tema 2.4 Opranmnzanus Coneprkanne yueOHOro MaTepuaa 6

ONepPaTHBHOIO XpPaHEHUS

JlaGopaTopHbie pabOTHI

He npenycMmoTrpeno
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HaumeHoBaHue pa3iesioB U TeM

Coaepixanue yueOHOro MaTepuaJa, JjabopaTopHbie padoThl U
NpaKTHYeCKHe 3aHATHSI, CAMOCTOsITeJIbHAas padoTa
o0yyaromuxcs, KypcoBasi padota (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

nokymeHToB. Homenkiarypa
aes

HpaKTI/I‘IeCKI/Ie 3aHATHUA

He npenycMoTpeno

KoHTponbHbIE paboThI

He npenycmorpeno

CamocrosTensHas pa60Ta o6y11a10u1nxc;1

43. OpraHI/I3aI_II/I$I OIICPATUBHOI'O XPaHCHUA JAOKYMCHTOB.

Howmenkiarypa nein.

44. | PaboTa c HOMEHKIATYpOU Jel

45. | TlpaBuiia popmMupoBaHus el

6

ITpumepHasi TemMaTKa KypcoBbIX paboT (IPOEKTOB)

He npenycmotpeno

CamocrosTenbHas paboTa 00yJaronuxcsi HaJl KypcoBOil paboToil (IpoeKToM)

He npenycmorpeno

Bcero

102
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2. YCJIOBUS PEAJIM3AIIAY YUYEBHOM JUCIATLIIMHBI

2.1. TpeOoBaHusi K MUHUMAJILHOMY MATePHAILHO-TEXHHYECKOMY 00ecredeHnIo

Peammzarmst  yaeOHOM mporpamMmbl  TpeOyeT Hamudus JiabopaTtopuu  HWHGPOPMAIMOHHBIX
TEXHOJIOTUH B TPO(ECCHOHATIBHOMN JIESITETbHOCTH; MACTEPCKUX — HE MPEAYCMOTPEHO.

OOGopynoBanue 1a00paTOpUu: KOIMYECTBO TOCAJTOYHBIX MECT — 25 , CTON A1 nperiofaBarest |
IIT., CTYJI JUIsl TIperoiaBaresis 1 mr., KOMIbIoTepHbIN cTon 20 1mT., mepcoHambHbIi KomibioTep [1K 13
2120/500Gb/4Gb 20 .,

cepsep (mporeccop-i7-6700 (4 smpa, 3.4Ghz, L3 8 Mb), omeparuBHas mnamsaTh-32Gb;
Hakorutenb-HDD 5 Tb) 1 mir., MyIpTUMEIUIHBIN KOMIUIEKT: TIPOSKTOp, MHTepakTHBHas jocka Elite
Panaboard UBT-T880W 1 1uT., 3ByKOBbIC KOJOHKM | 1IIT., J0OCKa MapKepHas MeJoBas
KOMOMHHpOBaHHAs | 1IT., HHPOPMALIMOHHBIM CTEH] 2 IIT., TUTAKTUIECKHE TOCOOHSL.

ITO: 1. Windows 7(nipodeccnonanbras mutiensusi, OO0 "burponnkce BrnaguBocTok"

KontpaxtNe 0320100030814000018-45081 ot 09.09.14 Ne 48609744, Ne62096196, Neo
48958910, Ne 45829305, 6eccpodHo);

2. MS Office 2010 pro (nuuenzust Ne 48958910, Ne 47774898 , 6eccpouHo);

3. Google Chrome (cBoboamoe); 4. Internet Explorer (cBo6oHOe)

3.2. UndopmanmnonHoe odecneyenne o0yuenus (nepeuyeHb peKoMeHAyeMbIX y4eOHbIX
u3aanuil, UHTepHeT-pecypcos, 10NMOJTHUTEIbHOH JUTEPATYPHI)

OcCHOBHbBIE HCTOYHUKH:

1. Hoponwuna, JI. A. JlokyMeHTaIlMOHHOE 00ECTICYeHHE YIIPABICHUS | YUCOHUK M MPAKTHKYM
/ JI. A. Hoponuna, B. C. UputukoBa. — M.: Opaiit, 2019. [DnexkrpoHHbIil pecypc].- Pexum
noctyna: https://biblio-online.ru/bcode/438586

2.11lyBanoBa, H. H. JlokyMeHTaIimoHHoe o0ecrieueHue yrnpaBieHus : Y4eOHUK U MMPAKTUKYM
/ H. H. IllyBanoBa. — M. : IOpaiit, 2019.[Dnextponnsiii pecypc].- Pexxum goctyna: https://biblio-
online.ru/bcode/433679

3.Kopsees, U. K. [lokymeHTanmonHoe obecnieueHue yrnpasieHus + tectol B ObC : yaeOHHK
u npaktukyM / U. K. Kopruees, A. B. [lmenko, B. A. Mamypues. — 2-e u3a., nepepab. u gomn. —
M.: FOpaiit, 2019.[DnekTponHbIit pecypc].- Pexxum moctymna:https://biblio-online.ru/bcode/438491
JlonoJIHUTeIbHbIE HCTOYHUKH:

1. I'pozoBa, O. C. [enonpousBojacTBO : ydeOHOe TmOcOOMEe [JIsi  CpPETHEro
npodeccuonansHoro obpazoBanus / O. C. I'posoBa. — M.: HOpaiir, 2019.[DnekTpoHHbII
pecypce].- Pesxxum noctyna: https://biblio-online.ru/bcode/438791

2. Ulysanosa, H. H. OcHoBbl nenompousBoacTBa :y4eOHMK W mnpaktukym / H. H.
[lyeanosa, A. HO. UBanosa ; mox obmr. pex. H. H. [llyBamoBoii. — 2-¢ u3n., mepepad. u g0, —
M.: IOpaiit, 2019.[DnexTpoHHBIi pecypc].- Pexum nocryma:https://biblio-online.ru/bcode/439063

3. JlokyMeHTOBeIeHUE : yueOHUK U npakTukyM / JI. A. loporwna [u np.] ; mox pexa. JI. A.
Joponunoit. — 2-e u3a., nepepad. u gon. — M.: IOpaiit, 2019.[DnexTpoHHBIN pecypc].- Pexxum
nocryma: https://biblio-online.ru/bcode/433551

4. Jlenonpou3BOACTBO [D71eKTpOHHBIN pecypc]. - Pexum JIOCTyTIA:
https://www.elibrary.ru/title_about.asp?id=8645
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3. KOHTPOJIb M OIIEHKA PE3VJbTATOB OCBOEHUS YYEBHOM

JUCIHUIIVINHBI

Kontpose u oueHka pe3yabTaTOB OCBOEHUS Y4E€OHOM JUCUMILIMHBI OCYLLECTBIISIETCS
mpernojaBaTesieM B Ipoliecce MPOBENCHHUS NPAKTHUECKUX 3aHATUH U J1abopaTOpHBIX pPadoT,
TECTUPOBAHUS, a TAKXKE BBIOJHEHHUS OOYUYAIONIMMUCS WHAWBUAYAIbHBIX 33aJaHHUW, MPOCKTOB,

HUCCIIENOBAHUMN.

PesyabTaTsl 00yyeHus
(ocBOEHHbIE YMEHHUS, 3HAHMS)

®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJbTaTOB 00yUYeHHUsI

B pe3ynbTaTe 0CBOCHUS AUCIUIUTMHBI
00yyarouuiics 10JKeH YMeTh:

- opopMIIATH OpraHU3aIMOHHO-
pacropsiANTeNIbHbIC JIOKYMEHTBI B
cootBeTcTBUM C AercTByrommm 'OCTowm;

- OCYIIECTBIISITH 00pabOTKY BXOJAIIUX,
BHYTPEHHUX M UCXOASAIIUX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHCHUEM;

- 0(hOpMIISITH JOKYMEHTHI [ Tiepeaun
B apXUB OpraHU3ALNH

dopmann30BaHHOE HAOIIOAEHUE U OLIEHKA
PE3yabTATOB BBHIIOTHEHUS IPAKTUIECKUX
pabor ¢ 1 mo 11.

Onenka gokiazoB 1no remam: «CrnocoOsl
JOKYMEHTUPOBAHU;

«OprrexHuka, ucnojib3yemas B padore
oucay; «Bo3moxHOCTH
aBTOMATH3MPOBAHHBIX CHCTEM
JOKYMEHTAIMOHHOT'O 00eCIIeueHUs
ynpasieHus»; «OcodeHHOCTH 0pOpMIIEHUS
OpraHU3alMOHHBIX JOKYMEHTOB: YCTaB,
JIOJDKHOCTHAS! HHCTPYKITHS, TTPaBHiIa
BHYTPEHHET0 TPYJOBOTO PaclopsIka, ITaTHOe
pacnucanue»; «OcoOeHHOCTH 0(hOpMIICHUS
yKa3aHHsl, paCOpsHKEHUS, TOCTAHOBIICHUS U
pemienus»; «Komnerorepuszanus
JOKYMEHTO0000poTay: «Opranuszanus padboTsl ¢
JTOKYMEHTaMH, UMEIOIIUMH TP} OTpaHUYCHHUS
JOCTyIay

B pe3ynbpTare 0CBOCHUS JUCHHUILIMHBI
OydJaromuiics J0JIKeH 3HATh:
- TOHSTHE JOKYMEHTa, €ro CBOWCTBA,
CIOCOOBI TOKYMEHTHPOBAHUS;
- TpaBUjIa COCTaBJIEHUS U OPOPMIICHUS
OpraHU3aIlMOHHO-PACTIOPAIUTENbHBIX

JIOKYMEHTOB
(OPJD);

- CHCTEMY W THUIIOBYIO TEXHOJOTHIO
JIOKYMEHTAIUOHHOTO obecnieueHus
ynpasnenus (JJ0VY);

- OCOOCHHOCTH JIEJIONPOU3BOJCTBA I10
oOpareHusM TpaxkJaadH U KOH(PHUIECHIIUATHEHOTO
JIETIONPOU3BOJICTBA

Ormpocsl TI0 BCEM TeMaMm;

KoHTpoibpHOE TecTUpOBaHKE MO pasienam
«lokymeHnTupoBanue» u «Opranu3amnus
paboThI C TOKYMEHTaAMI;

3acirymmrBaHue JOKIIAZ0B M UX OI[CHKA

13



MUHOBPHAYKHM POCCHUU

denepanbHOE rocyJ1apCTBEHHOE OIOKETHOE 00pa30BaTeIbHOE YUPESIKICHUE
BBICIIIETO 00Pa30BaHMUs
«BnagrBOCTOKCKHI rOCY/1apCTBEHHBIH YHUBEPCUTET SKOHOMUKH U CEPBHUCA»

KOMIUIEKT
KOHTPOJIbHO-OLIEHOYHbLIX CPEICTB

Oll.13 JIOKYMEHTAIIHOHHOE OBECIIEYEHHUE
YIIPABJIEHUA

40.02.01 IIpaBo u opra"u3aIys COIUaJIbHOTr0 00eCIeUCHHUS

ba3oBast moaroroBka

3aounas popma oOydeHuUs

Bmagusoctox 2020
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KOMITIEKT KOHTPOIBHO-OIICHOYHBIX CPEICTB pa3paboTaH Ha OCHOBE paboduell MpOorpaMMbI
yueOHOM nucHuIuMHbl DenepalbHOT0 TOCYJAapCTBEHHOTO 00pa30oBaTENIbHOTO CTaHAapTa IO
CIEIHUAILHOCTH ~ CpPelHEro  MpodeCCHOHATBHOIO  00pa3oBaHHsS  MPOTPAMMEI  MOATOTOBKHU
cnenmanucroB cpenHero 3BeHa 40.02.01 TIpaBo u opraHu3anusi COIHAILHOTO OOECTEUCHUS,
YTBEP)KJICHHOTO MprKa3oM MuHuctepcTBa oopazoBanus 1 Hayku PD Ne 508 ot 12 mas 2014 rona.

Pa3zpaborana:

ABXUMOBHY .HI/I, npernogaBaTcliib BBICIIIEH KaTCeropun KOJUICI KA CCpBHUCA U ,I(PIBaﬁHa
BI'YyoC

PaccmoTpena Hpa 3acemganuu [ IMK IOpuaudeckux QUCIUILIHH
[TpoToxosn Ne s oT « -74 Y Lttex? N .

[Tpencenarens [IIMK % /
/)

O.H. Cemenrok
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1 O0mue cBenenus

KonTponbHo-ouenounsie cpeactpa (nanee — KOC) npeanasHaueH A KOHTPOJISA U OLIEHKH
00pa30BaTeNbHbIX JOCTHKEHUN OOy4aroluxcs, OCBOMBIIMX MpPOTrpamMMmy y4e€OHOM IHCLUIUIMHBI
OIl.13, JlIokyMeHTallMOHHOE 00ECTIEYEHNE YIIPABJICHMUS.

KOC pa3paboranbl Ha OCHOBaHUU:

— ocHOBHOU oOpazoBarenbHOM mporpammbl CIIO mo cnemumanpHocTH 40.02.01 TIlpaBo u
OpraHM3alHs COLMAIBHOTO 00SCIICUCHHS ;

— paboueli mporpamMmbl y4eOHOW JIUCHMUIUIMHBI /[oKyvenmayuonHoe —obecneuerie
VApaeneHusl

dopMoi TPOMEKYTOUHON aTTECTAIIUU SABIACTCS OU()hepeHyuposantbiil 3a4en.

Kog Kon
OK, IIK | pe3ynbpTaTa HanmenoBanmne
o0ydeHus
K 1.1- V1 oopmieHHe OpraHU3aluOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB B COOTBETCTBUU
1.4 ¢ aeiictByrommmM ['OCTom
I[IK 1.6 v ocyImiecTBIeHne 00pabOTKN BXOAAIINX, BHYTPEHHUX M MCXOJSAIINX JOKYMEHTOB,
OK 1-5, KOHTPOJIb 32 UX UCHIOJHEHUEM
OK 8§, 9 V3 o(opMIIEHHE JIOKYMEHTOB ISl TIEPEaYi B apXUB OPraHu3aiiu
31 MOHATHE JOKYMEHTA, €r0 CBOWCTBA, CIIOCO0BI JOKYMEHTUPOBAHHUS
39 3HAaHWE TIPAaBWJ COCTaBJICHHS W  OQOPMIICHHUS  OpraHHU3AI[MOHHO-
pacnopsauTenbHBIX JoKyMeHToB (OPJI)
33 3HAHWE CHCTEMBI M THUIIOBOM TEXHOJIOTHH JOKYMCHTAIMOHHOI'O obecrieyeHus
ynpasienus (JJ0Y)
34 3HaHUE OCOOCHHOCTH [EJIONPOM3BOJACTBA IO OOpalleHWsM TIpaxaaH U
KOH(HICHIMAIBHOIO AEJIONPOU3BOACTBA

2 Pacnipenesienrie TUIIOB KOHTPOJIbHBIX 3aJaHUI 110 3JIeMEHTaM 3HAHUH U
YMEHUI, KOHTPOJIUPYEMBbIX B Npouecce u3y4eHust

Kox TuI OLIEHOYHOTO CpeACTBa
pesyBTaTA Cozepxanue yueOHOrO MaTepHaa =
o0OyueHus (Tembr) Texyuuii KOHTPOJIb POMEIKYTOHHAR
aTTecranusa
31 Tema 1.1 OcHOBHBIC TOHATHS, LICTH, 3a1aU1 1 + +
MPUHITUITEI TOKYMEHTAIIMOHHOTO 00eCcTIeueHus
yIpaBIeHUS
32 Tema 1.2 YHudukauus u craniapTusanus + +
JIOKYMEHTOB. bllaHK# TOKyMEHTOB
33 Tewma 1.3 TpeboBanust kK 0popMIIEHHUIO + +
OpTraHU3aI[MOHHBIX JOKYMEHTOB
Tewma 1.4 TpeboBanust K 0pOpPMIIEHHUIO + +
pacTopsAUTENHHBIX TOKYMEHTOB
Tewma 1.5 TpeboBanust kK 0popMIIEHHUIO + +
CIIPaBOYHO-UH(OPMAIIMOHHBIX TOKYMEHTOB
34 Tema 2.3 Opranusaiust paboTsl ¢ + +
oOpaleHusIMU TPaKJIaH U KOH(DHUICHIIMATIBHOTO
JIEJIOTIPOU3BOJICTBA
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3 CTpyKTypa KOHTPOJbHBIX 32IaHUM
3.1 TecToBbIE 3aaHUs 110 TEMaM

Bapuant Ne 1

1. JIokyMeHT - 310

A. 3adukcupoBaHHas UH(OpPMALIUA HA MaTepUATHHOM HOCHUTENE
b. maTepuanbHbIil 00BEKT AJIs Iepeaaun nHGOpMaLUn

B. 3aduxcupoBanHas Ha MaTepralIbHOM HOCUTENE HH(OpMAIHS C
PEKBU3UTAMHU, TO3BOJIAIOIMMU €€ UJICHTU(PULUPOBATH

I'. 3apukcupoBaHHBIE PEKBU3UTHI HA MAaTEPUATILHOM HOCHUTENE IS
nepenadn

2. YyetHas QyHKUUS JTOKYMEHTA XapaKTepusyeT:

A. Ka4eCTBEHHYIO CTOPOHY MH(POPMAIIUU B TOKYMEHTE
b. uadopManimoHHyI0 CTOPOHY HH(POPMALIUHN TOKYMEHTA
B. KonuyecTBEHHYIO CTOPOHY MH(OpMaLMK JOKyMEHTa
I'. onepatuBHY0 CTOPOHY MH(OPMALIUU JOKYMEHTA

3. JIOKyMEHTUPOBAHUE — ITO:
A. IBUKEHUE JOKYMEHTOB b. cozmanne nokyMeHTOB
B. y4eT nokymeHTOB ['. XpaHeHne TOKYMEHTOB

4. Tlo cTeneHu CIOXKHOCTH IOKYMEHTHI ObIBAIOT:

A. mpocTbIe

b. TunosnIe

B. unauBuyanbHbIe
I'. nelicTBUTEILHEIE

5. IlpuBeaenue yero-mubo K eIuHOM cucteme, popme — 3TO:

A. Tunmzanus

b. yaudukanus

B. crannapruzamnus

I'. ycoBepuieHCTBOBaHUE

6. Heiue, B JIOY, nelictByer:

A.TOCT P 6.30 — 2003
b.T'OCT P 6.30 — 2007
B.T'OCT P 7.0.97 - 2014



['"TOCTP 7.0.97 — 2016
7. PEKBU3UTBI MOKHO Pa3JCiIUTh HA:

A. IOpuIMUYecKue

b. o0s3aTenpHbIE

B. ocHOBHEBIE

I'. opopmuTensckue

8. HaGop pexkBU3HUTOB, HAECHTUDUIIUPYIOLINI aBTOpa 0UIIHATBHOTO
MUCHBMEHHOTO JOKYMEHTA — 3TO:

A. bopmymsip noKymeHTa
b. ciucok nokyMeHTa

B. 6;1aHk 1okyMeHTa

['. mepevyeHb TOKyMeHTa

9. Ha kakux ¢opMarax Oymaru HM3roTaBJIMBaIOTCs OJaHKU?
A. Al b. A2 B. A3 I'. A4

10. B kakoii yacTu JUCTa pacloiokKeH yrioBoW mTamn OjiaHka?

A. B BEpXHEM IIPAaBOM yTIIy
b. B H)KHEM JIEBOM YTy
B. B HI>KHEM NPaBOM yTIITy
I'. B BepXHEM JIEBOM YTy

11. BeiOpath npaBuiIbHO HAMKMCAHHYIO AaTy IU(POBBIM CIIOCOOOM:

A. 9 suBaps 2011 r.
b. 09.01.2011
B.9.01.2011 r.
I'.09.01.2011 r.

12. FOpuanueckyro cuily JOKYMEHTY IPUIACT:

A. rpud coriracoBaHus

b. rpud yrBepxaeHus

B. pe3oironus pyKoOBOIUTENA
I'. Bu3a cornacoBanus
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13. Baytpennee corjiacoBanue opopmIIsieTCs:

A. pezomtonen

b. rpucdom cormmacopanus B. rpudom yTBepKIeHUS
I'. Bu30M coriacoBaHus

14. Opranu3aioHHbIE JOKYMEHTHI HEOOXOIUMBI:
A. 17151 CO3/TaHUs OpraHu3aIuu

b. mu1st opranu3anuu CBA3M MEXIy OpraHUu3alusIMu
B. nyist mHEGOpMaIMOHHOM TESITETEHOCTH

I'. st permeHust NOCTaBICHHBIX 33124

15. JIokyMeHT, yCTaHABJIMBAIOIIHNKI TOKHOCTHOM COCTaB paOOTHUKOB 1
€ro YMCJIEHHOCTb, Ha3bIBACTCS:

A. permamentoM  b. mocranoBieHuem B. mrratHsIM pacnucaHuem
I'. uHCTpYKIIMEH

16. K pacriopsaiuTebHbIM IOKyMEHTaM HE OTHOCHUTCS:
A. pelieHue b. mpuxa3s B. yxazanue I'. monmoxenue

17. B TekcTe pacnopsKEeHUsI HPUMEHSETCS CIIOBO:

A. IpyKa3bIBato
b. 00s13b1Bat0
B. npennarato
I'. Bo3nararo

18. JloroBOp cUMTaETCs 3aKJIFOUEHHBIM, €CIIU:

A. MeXay CTOpOHAMHU JOCTUTHYTO COTJIAIIEHUE TI0 OCHOBHBIM YCJIOBHUSIM
JI0TOBOpa

b. Mex 1y cTopoHaM# TOCTUTHYTO COTJIAIIEHUE TIO CYIIIECTBEHHBIM
YCIIOBHUSIM JIOTOBOPA

B. Mex a1y cTopoHaM# JOCTUTHYTO COTJIAIIEHUE TI0 BCEM  YCIOBHUSIM
JI0TOBOpa

['. MeXIy CTOpOHAMH JOCTHTHYTO COTJIANNICHUE TIO OOJILITUHCTBY YCIOBUN
JI0TOBOpA

19. OCHOBHBIM TIOKYMEHTOM, PETJIaMEHTUPYIOIIUM paboTy C
JTIOKYMEHTaMHU, SIBJISIETCSI:

A. monoxenue o ciayxoe JIOY

b. monoxenue o6 opraHuzanuu

B. nunctpykuus o JJOY

I'. moMmKHOCTHAS MHCTPYKIIHS paOOTHHUKA
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20.Peructpanus — 3T0:

A. IPUCBOCHHUE OTMPABIIEMOMY JOKYMEHTY HOMEpa
b. 3anuch y4eTHBIX TaHHBIX 1O YCTAHOBJICHHOM hopme
B. dukcarus naTel co3gaHus 10KyMeHTa

I'. pukcarus qaThl NOCTYIICHUS JOKYMEHTA

21. JIOKyMEHT CYMTAETCS UCIIOJIHEHHBIM, €CIIH:

A. TOKYMEHT MOJIIIUT B JIEJI0

b. TOKyMEHT noanucal pyKOBOAUTEIEM

B. mocraBneHHbIE B JOKYMEHTE BOIPOCHI PELIEHBI 110 CYIIECTBY
I'. IOKyMEHT OoTHIpaBJieH aapecaTry

22. KeM yCTaHaBIMBAIOTCS UHAMBHUIYAJIbHBIE CPOKU UCIIOJIHEHUS

JIOKYMEHTOB?
A. UCTIOJTHUTEJIEM JOKYMEHTA b. pykoBoautenem opranuzanuu
B. xanuensipuen B. nmunom, noanuceIBarOIUM JOKYMEHT

23. Kakoii HOMEHKJIATyphl J€1 HE CYIIECTBYET?
A. TUIIOBOM b. npumepHoi B. unauBuayanpsHOM I.
CIIEHHAIBHOU

24. ]lena mOCTOSIHHOTO CPOKa XpaHEHUS CAIOTCS B APXUB:

A. 1o onucu

b. mo nepeunto

B. no HomeHknarype
I'. mo BemomoctH

25. KoHKpeTHBIE CPOKU XpaHEHUS JOKYMEHTOB YCTAHABIUBAKOTCA:
A. TOCYIapCTBEHHOM CUCTEMOM JTOKYMEHTAIIMOHHOTO 00eCTICUeHUS
YIIPABJICHUS,

b. nepeyHeM TUIIOBBIX JOKYMEHTAJIbHBIX MAaTEPUAIIOB;

B. uHCTpYyKIIMEN IO AEITIONPOU3BOACTBY;

I'. TOCTom.

Bapuant Ne 2

1. AOY pacumdpoBbIBaeTcs Kak:

A. JIOKyMEHTBI, OpraHu3alusl, yIpaBiIeHUs

b. lokymeHTanmonsoe obecreueHre ynpaBIeHUsI
B. JlokymeHTanpbHOE 00€CTIeueHUEe YIPABICHHUS
I'. Jlerckoe oOpa3oBaTenbHOE yUpEKICHUE

2. JIoKyMEHTUPOBAaHHUE — ITO:
A. JIBuKeHue TOKYMEHTOB b. Co3nanue 1OKyMEHTOB
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B. Yuer nokymeHTOB I'. OTnpaBka JOKYMEHTOB

3. PexBU3HT TOKyMEHTa — 3TO:
A. Ero oTnenbHBIN DJIIEMEHT

b. YacTe ciayxeOHOro mucbMa
B. ®upmenHsIit 651aHK

I'. Hacth nokyMeHTa

4. Cuctema JOKYMEHTALMH — 3TO COBOKYITHOCTb JIOKYMEHTOB,
PUMEHSEMBIE:

A. B chepe ynpaBiieHUs
b. B kakoil-nmubo chepe neaTebHOCTH
B. B nanHOM yupexaeHun
I'. B KOHKPETHOM CTPYKTYPHOM IOJpa3eICHUU
5. Ilo creneHu CIOKHOCTH JOKYMEHTHI ObIBAIOT:
A. mpocTbie
b. tunossie
B. mHauBHayanbHbIE
I'. nercTBUTENbHBIE

6. B rpynmy opraHu3aliMOHHBIX JOKYMEHTOB HE BXOUT:
A. 1I010KEeHUE

b. mrratHOE pacncanue

B. Tpyn0BOI1 KOHTpaKT

I'. ycras

7. Ha xonnernajibHON OCHOBE U34AOTCS:
A. TIOCTaHOBJICHHS

b. mpukasbl 10 OCHOBHOM AEATEIbHOCTH
B. mpukasbl 10 JIMYHOMY COCTaBY

I'. cnpaBku

8. Ciy>xe0OHble MMChMa HE UMEIOT PEKBU3UTA!
A. 1ata JOKyMeHTa

b. HauMeHoBaHue BHJIa JOKyMEHTa

B. 3aronoBok K TeKCTy

I'. moanuce

9. I'ocynapctennsiii repd PD u rep6 cyobekra PD nzobpaxkaercs:
A. Ha TOKyMEHTax JItOObIX OpraHU3aIlHii

b. Ha MOKyMeHTax rocy1apCTBEHHbBIX OpPraHU3aAUuN

B. Ha 1OKyMeHTax KOMMEPUYECKUX OpraHu3anun

I'. Ha TOKyMEHTax M0 YCMOTPEHUIO OPTraHU3ALNH

10. JlaTy u perucTpaiimoHHbII HOMEP yKa3bIBalOT Ha OJaHKE:
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A. Ha pa3HBIX YPOBHSX b. Ha onHOM ypoBHE
B.. 3aBucuT oT Buja OjaHKa I'. 3aBUCHT OT TOKyMEHTa

11. Yemy paBen a63a1; B OPJ] B cooTBeTCTBUM C TPEOOBAHUSIMU?

A. 1lcm. Bb.1,25cm B.1,5cm I''1,75 cm

12.0OCHOBHBIM JIOKYMEHTOM, PETIaMEHTUPYIOIIUM PaObOTy C TOKYMEHTAMH,
SABJISICTCS:

A. [Tonoxenue o ciyx6e IOV B opranuzamuu

b. ITonoxeHue o nepcoHalie B OpraHu3anuu

B. JlojoKHOCTHAs! MHCTPYKLHS paOOTHHKA

I'. UacTpyKuus no AeIONpoOru3BOICTBY B OpraHU3aNU

13. PacniopsiiuTenbHble TOKYMEHTHI HEOOXOJUMBI:

A. Jlia peryaupOoBaHus IEATEIBHOCTHU C IPYTUMH OpTraHU3alUusIMU

b. T onpenesieHns Mopsiaka Co3qaHusl OpraHu3auu

B. Iyt perynupoBaHus AESITEIBHOCTH IO PEUIEHUIO TOCTABICHHBIX 3aa4
. dns nepenaun uHGpopManuu

14. KTo HeCET OTBETCTBEHHOCTD 3a M3aHUE MPUKa3a B OpraHu3aiuu?
A. JIOJBKHOCTHOE JIUI0, TOATOTOBUBILIEE IPOEKT MPHUKA3a

b. JlomxHOCTHOE JINI0, TOANMCABIIEE MPUKA3a

B. lomxHOCTHOE JMII0, HaneyaTaBluiee 1 0o(hOpMUBLIEE PUKA3

I'. PykoBoauTenp opraHu3alnnuu

15. Opranu3aimoHHble JOKYMEHTbI HEOOXOTUMBI:
A. 11 peryaupoBaHus AESITEIIbHOCTH OpraHUu3aluH
b. U1t co3nanus opraHu3anuu

B. 11t co3nanus cBsi3e MKy OpraHU3alUsIMU

I'. st uHpOPMALIMOHHOM NESITETEHOCTH

16. OpranuzaimoHHbIE JOKYMEHTHI IEHCTBYIOT:

A. TIOCTOSIHHO CO BPEMEHH CO3AaHUs b. 10 oTMEHBI MM 3aMEHBI
HOBBIMU
B.. mo ycMoTpeHuto opranuszanuu I'. 10 BHECEHU U3BMEHEHU I

17. Ha ocHOBe eMHOHAYANIMS IPUHUMAKOTCS PELIEHUS B!
A. IOCTaHOBJICHUAX b. ykazanusax B. nporokonax
I'. pemrenmsx

18. B npukase 1o OCHOBHOM JIESITEIIbHOCTH OTPAKAKOTCH:

A. Bce BayKHBIE BOIPOCHI b. pemenne OCHOBHBIX U
ONEPATUBHBIX 33724
B. rimaBHbIE BOIIPOCHI OpraHu3anuu I'. dyakum, crosmmue

repel OpraHu3anuen
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19. YacTu TekcTa nmpukasa no OCHOBHOM JEATEIbHOCTH Ha3bIBAIOTCS:
A. KOHCTaTUpYIOIasi U BBOJIHAS

b. pacnopsauTenbHas 1 OCHOBHAs

B. KoHcTaTupymomas 1 pacinopsiAuTeNIbHas

I'. BBOJIHaA U TJIaBHAs

20. KoHTpOap UCIIOTHEHNS TOKYMEHTOB:

A. penieHre Bompoca 0 CBOEBPEMEHHOM M Ka4€CTBEHHOM UCIIOTHEHUHU
JIOKYMEHTA

b. ananu3 cymiecTBa v MOJHOTHI UCTIOJHEHUS PEIICHUN

B. cOBOKYIHOCTH A€HCTBHI, 00ECIIEUNBAIOIIUX CBOEBPEMEHHOE
WCIOJIHEHUE IOKYMEHTOB

I'. mpoBepKa UCTIOJIHEHUS IOKYMEHTA

21. Homenknatypa zieq — 3T0:

A. COBOKYITHOCTb JI€JI C YKa3aHUEM CPOKOB XPaHCHUS

b. cucremaTu3MpoOBaHHBIX MIEPEYECHb HAMMEHOBAHUH JIE€] C YKa3aHUEM
CPOKOB XpaHCHUSA

B. cucteMatu3upoBaHHbIE JEJI0 C 3alIMChI0 HEOOXOUMBIX JaHHBIX B
CITHCOK

I'. Bce nena opranu3anuu

22. CymecTBYIOT CPOKH XPAaHEHHUS:

A. IOCTOSIHHOE, JOJTOBPEMEHHOE U BPEMEHHOE

b. nocTosinHOE 1 BpeMeHHoe (710 10 JeT BKIIOYUTENBHO)

B. moctostrHOE 1 BpeMeHHoe (110 10 yieT BKIIOYUTENBHO U cBbite 10 yer)
I'. mocTostnHOE U BpeMeHHoe (cBbiiel 0 ner)

23. TonmuHa KakA0T0 TOMA HE JOJDKHA MPEBBINIATH KOJIUYECTBO JIUCTOB:

A. 250;
b. 300;
B. 350;
I'. 6osee 350.

24. ]Jlena B apXuB NepPeAatOTCS I0:
A. onucu

b. nepeuento

B. akty

I'. norosopy

25. DKcnepTHasi KOMUCCHS ACHCTBYET:
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A. TIOCTOSIHHO (B T€UEHHE roja)

b. B KOHIIE ro/1a TIPY IPOBECHUH SKCIIEPTH3BI
B. nepuoanuecku (pa3 B KBapTani)

I'. mo HeoOXoaMMOCTH

Bapuant Ne 3
1. JIenmonpon3BoacTBO — 3TO:

A. Cucrema XpaHEeHUs! OpraHU3ALMOHHO-PACTIOPSAUTENBHBIX JTOKYMEHTOB

b. Cucrema coctaBieHUs OPraHU3alMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB

B. lokyMeHTuUpOBaHUE U OpraHu3aius padoThl C TOKYMEHTaMU
I'. Cucrema opraHu3anuu JBHXKEHUSI OPTraHU3aAIMOHHO-
pacnopsiANTENbHBIX TOKYMEHTOB

2. 1OV pacmudpoBbIBaeTCs Kak:

A. IOKYMEHTBI, OpraHU3allusl, YIPABICHHUE

b. noxymeHnTanbHOe oOecreueHre ynpaBeHUs

B. noxymeHTanmonHoe obecrneueHne yupaBieHUs
. nerckoe oOpa3oBaTeNbHOE YUpEXKICHUE

3. CrangapTtuzaiusi 0003HaAYaeT:

A. mpouecc yCTaHOBIIEHHS U IPUMEHEHUs 00pa3oB, 3TaJOHOB;

b. npouecc npumenenus u odpopmiieHrs YHUUIHUPOBAHHBIX (hopM
JIOKYMEHTOB;

B. npornecc yctaHoBIIeHHsI IPpaBU 00paOOTKU IOKYMEHTOB;

I'. mpouecc perucrtpanu JOKyMEHTOB.

4.Briobpate npaBuwibHbE HOMep ['OCTa YC OPJl, neficTBytoiero B
HACTOSIIEE BPEMSI:

A.TOCT 8.417-2002 b.TOCT P 7.0.97 — 2016

B.T'OCT P 34.10-2001 I'.TOCT P 6.30.2003

5. ®opmyiisip-oopasent:

A. COBOKYITHOCTh PEKBHU3UTOB PACIIOJIOKCHHBIX B ONPECICHHON
MOCJICTIOBATEILHOCTH

B. peKkBU3NTHI, pacIoIOKEHHBIC B ONPEICIICHHON TOCIEIOBATEIIBHOCTH B
JIOKYMEHTE

B. COBOKYITHOCTBH pEKBHU3HTOB, PACIIOJIOKCHHBIX B OMPEICICHHON
MOCJICTIOBATEILHOCTH ISl TAHHOW CUCTEMBI JIOKYMCHTAIIUN

I'. Habop PeKBU3UTOB OPUITUATHHOTO MUCHbMEHHOTO JJOKYMEHTA,
PaCIoJIOKEHHBIX B OMPEETICHHON MOCIEI0BATEILHOCTH

6. JlaTa He BXOJUT COCTaBHOM YaCThIO B PEKBU3HUT:

A. rpud yTBEpKICHUA
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b. rpud cormacopanus
B. Bu3a corinacosanus
I'. agpecar

7. blIaHK JOKYMEHTa COIACPIKUT:

A. nadopmarmio 00 aBTope JOKyMEHTa

b. nadopmaruio o ToM, KOMy JOKYMEHT HaIlpaBIIsETCS
B. paznuunyto nHpOpManuu 0 JOKYMEHTE

I'. naOopMaIHIo M0 YCMOTPEHUIO OpTraHu3aIuN

&.Kakoro Buga Oianka HeT?

A. oOmuii 6aHk b. 6nank nmucema
B. bnank npukasa I'. 61aHK KOHKPETHOTO BH/1a
JIOKyMEHTa

9. B xaKko# 4acTH JIKCTa PACHOJIOKEH MTPOJAOIbHBIN ITAMIT?
A. BIOJb BEpXHEW YaCTH JIUCTA b. B10/1b HIDKHEW YacTH JIMCTa
B. o cepenune I'. 3aBUCHUT OT TOKyMEHTA

10. Bu3bl Ha TOKyMEHTE pacIoararTCs:

A. OT JIEBOTO MOJIS TOCJIE PEKBU3NUTA «ITOATIUCH)
b. 1o pexBHU3WTA «ITOATIUCHY»

B. B 1€BOM BepxXHEM Yyrily JOKYMEHTA

['. B mpaBOM BEpXHEM YTy JOKYMEHTA

11. B opranu3aiioHHbIX IOKYMEHTaX COJAEPKUTCS MHPOPMAIIUS:
A. 0 co31aHUM OpraHU3aIun

b. 00 uadopManMOHHON IEATEIBHOCTH

B. 0 cocTosiHuuU en B OpraHu3aiuu

I'. 0 pemiennu 3a7a4, CTOSAIIUX MEPE] OPraHU3aLUEN

12. PacniopsiguTenbHble JOKYMEHTBI HEOOXOIUMBI:

A. 115 ompeieNICHHs TIopsiika 00pa30BaHUs OpraHUu3aIuu

b. nns perynupoBaHust A€STEILHOCTH OPTraHU3allUNA U PEIICHUS
IMOCTAaBJICHHBIX 3a/1a4

B. nns perynupoBaHust 1€STEILHOCTH OpraHU3allud 1o paboTe ¢ IPyruMu
OpraHu3aIusIMHU

['. 1nst cBsSI3M C IPYTUMU OpraHU3alUSIMHU

13. Penmienne npruHUMAETCSI HA OCHOBE:

A. equHOHAYAIUSA
b. xomternajapbHOCTH
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B. ycTtHOro pacnopspkeHust aIMUHUCTpALUU
['. nokymeHTa BBILIECTOSIIEH OpraHu3aluu

14. O6ocHOBaHUE ueﬂeﬁ, IMPUYNH U3JaHUS IIPpUKa3a U3J1aracTcsa:

A. B KOHCTaTUPYIOILIEH YacTH
b. B OCHOBHOI "acTu

B. B pacniopsauTenbHON YacTh
I'. He yka3piBaercs

15. Jomyckaercs He yKa3bIBaTh 3aroJ0BOK:

A. KO BCEM JTOKYMEHTaM

b. x moxymenTtam dopmara A5

B. K I1OKyMeHTaM OINpeaeIeHHOTO BUaa
I'. x nokymenTam ¢opmara A4

16. JlIokyMeHT, ajpeCOBaHHbBI PYKOBOJIUTENIO U HHHOOPMHUPYIOIIUNA €ro O
CJIOKUBIIEHCS CUTYallUH, COJEP KA BEIBOBI U MPEIITIOKEHUS aBTOPa,
Ha3bIBACTCA:

CITy€OHOM CcrpaBKO
CITy>K€OHOM 3amuCKOM
JTOKJIQJTHOM 3aIIMCKOU
OOBSICHUTEIHLHON 3aITMCKOMN

am e

17. JJlokyMeHT, COCTaBICHHBIN HECKOJILKUMH JIMIIAMHU JIJISI TOATBEPIKICHUS
(bakTOB UM COOBITHI, HA3BIBACTCSI:

CIIPaBKOU
MPOTOKOJIOM
CITy>kKeOHOM 3aIUCKOM
aKTOM

Hw e

18. 3asBrieHne pexomeHyeTcs ohopMIIsITh Ha JucTe Oymaru dpopmara:
A. A3 b. A4 B. A5 I'. A6

19. Tlpu noanycaHuy akTa JOIKHOCTH JIUII;

A. yKa3bIBalOTCs

b. He ykaspIBaroTCs

B. yka3bIBaeTcst JOJKHOCTD MpeEAceaaTeNs] KOMUCCUU

I'. yka3bIBaeTcsi JOIKHOCTD MPUCYTCTBYIOIINX YJIEHOB KOMUCCUU
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20. Pa3paboTka HOMEHKJIATYPhI I0JKHA TPOBOJIUTHCS:

A. B TeUeHHE BCEro rojia

b. B yerBepTOM KBapTasie roga B. B mepBoM KBapTaie roja
I'. mo HeoOXoaUMOCTH

21. Llenp perucrpanuu:

A. mpuiaHue TOKyMEHTY FOPHIHYECKON CUIIbI
b. oOyieruenre noucka U XpaHeHUs! JOKYMEHTOB
B. 3anuch y4eTHBIX JaHHBIX O JOKYMEHTE

I'. nnst coorBercTBHst 'OCTy

22. HoMmeHkaTypa el yTBEPKIACTCS:

A. PYKOBOIOUTEIEM YUPEIKICHUS
b. skcnepTHON KOMHUCCHEN
BBILIECTOSILIEH OPraHU3alu

B. T'ocapxusom

I'. BHUMJOAL

23. HomeHkaTypa MOXKeET ObITh:

. CPOKOBOM
VMHJIUBUIYaJIbHOMN
CTaHJIAapPTU3UPOBAHHOMN
YHUPUIIUPOBAHHOM

=W

24. 3anpemaercs NOAIINBATH B €10 JOKYMEHTHI:

. KOJUIETUAJIbHBIX OPTaHOB;
MOJIJIEXKAIIKE BO3BPATY;

. BBILIECTOSIMX OpraHU3alni;

OpPraHOB BJIACTH U YIIPABJICHUS

W E

25. OT™MeTKA O MOCTYIUICHUU JJOKYMEHTA B OPTAaHU3AIMIO PACIIOIAraeTCs:
A. Ha TMLIEBOU CTOPOHE MEPBOIO JINCTA BHU3Y CIIPaBa

b. Ha 060pOTHO# CTOPOHE MEPBOTO JTUCTA BHU3Y CIIpaBa
B. Ha nuueBO CTOPOHE MEPBOTO JIMCTA BHU3Y CJIEBA
I'. Ha 000POTHOI CTOPOHE MEPBOTO JIMCTA BHU3Y CIIpaBa

3.2 Utoroselii TeCcT

BAPUAHT 1



1. Uadopmarus 10mKkHa OBITh:
a) I0OCTOBEPHOM;

0) COBpEMEHHOI;

B) BCEOOBEMITIONICH;

T') JIOCTYITHOM.

2. CucreMa JOKyMEHTAIIMH — 3TO COBOKYITHOCTh JOKYMEHTOB,
TIPUMEHSIEMBIX

a) B chepe ynpaBIICHHUS;

0) B kakoH-1M00 cdepe NeaTeTbHOCTH;

B) B JaHHOM YUPEKJIEHUU;

') B KOHKPETHOM CTPYKTYPHOM MOpa3/ICICHHH.

3. TunoBoit GpopMyJisip JOKYMEHTa — 3TO COBOKYITHOCTb PEKBHU3UTOB:
a) 00s13aTeIbHBIX;

0) HEOOXOIMMBIX JJISl JAHHOTO BHJIA JIOKYMEHTOB,;

B) PaCIIOJIOKEHHBIX B OINPEACICHHOM MOCIIeI0BATEIIHHOCTH;

I') IOCTOSIHHBIX.

4. Tlo cTreneHu CIOKHOCTH TIOKYMEHTHI ObIBAIOT:
a) MPOCTHIE;

0) TUIIOBBIE;

B) UHAUBUYAJIbHbIE;

T)ACHUCTBUTEIIHHBIE.

5. KoHTposib 3a npaBUiIbHOCTHIO (DOPMUPOBAHMS, XPAaHEHUS U
WCIIOJIb30BAHUS JIEJT B CTPYKTYPHBIX MOJAPA3IACICHUSIX - 9TO (PYHKITUU:
a) TPYIIIBI KOHTPOJIS;

0) SKCIIETUIINH;

B) apXHUBa;

') TPYHIBI IO CYETY U PETUCTPALIMN KOPPECTIOHICHIUU.

6. [TouTOBBIN agpec B PEKBU3HUTE «aIpecar» yKa3bIBaCTCA:
a) BO BCEX JOKYMEHTaX;

0) pa3oBOMY KOPPECIIOH/ICHTY;

B) BBIIIECTOSALIMM OpraHU3ALMIM;

') OpraHaM BJIACTH U YIIPaBJICHUS.

7. B cirydae OTCYTCTBHS JOHKHOCTHOTO JIMIIA PY NOANMCAHUH JOKYMEHTA
a) MPOCTABJISIETCS KOCasl YepTa Mnepes yKkazaHueM JOJDKHOCTH;

0) mpocTaBIIsIETCS MPEIOT «3ay;

B) IIPOCTABIISAIOTCS cloBa «3am.», «1.0.»;

I') HUYEro HE MIPOCTABIIAETCS.
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8. B rpymiy opraHu3aiMOHHBIX TOKYMEHTOB HE BXOIAT:
a) TOJIOKEHUS,

0) IITaTHOE pacIUCaHHUE;

B) TPYIOBOU KOHTPAKT;

I') yCTaB.

9. Ha koJuternaibHOM OCHOBE U3IAI0OTCS:
a) TOCTaHOBJICHUS;

0) MpUKa3bl 10 OCHOBHOU AESATEILHOCTH;
B) MIPUKAa3bl 10 JINUHOMY COCTaBY;

T) CIIPaBKH.

10. IIpoekT npukasa no JMYHOMY COCTaBY TOTOBUTCS:
a) Ha4YaJbHUKOM KaHIICIISIPUU;

0) Ha4YaJIbHUKOM OT/IeJIa KaJpPOB;

B) IOPUCKOHCYJIBTOM;

I') CEeKpeTapeM.

11. CnyxeOHble MIChMa HE UMEIOT PEKBU3UTA!
a) pe30JIIoIHS;

0) Ha3BaHHE BHUJIA;

B) CChUJIKA Ha UHJIEKC U JaTy;

I') OTMETKA 00 UCTIOJHUTENE.

12. O6ocHOBaHUE LIEEH, MPUYUH U3IaHUS MTPUKA3a U3JIaraeTcs:
a) B KOHCTaTUPYIOIICH 4acTH;

0) B OCHOBHOM YacTH;

B) B PacHopsAUTEIbHON YacTH;

T') B BBOJIHOM.

13. Bce myHKTHI TpUKa3a BCTYIAIOT B CUITY:
a) OJITHOBPEMEHHO;

0) MOTYT UMETb CBOM CPOKH;

B) BBINIOJTHSIOTCS TTOATAITHO;

I') BBITIOJIHSIOTCS 110 CTETICHU BaYKHOCTH.

14. IIpoTOKONBI XpaHATCA HE MEHEE:
a) 5 ner;

0)10 ner;

B) 75 1er;

r) 100 ner.

15. TIucemo, comeprxaiiee cooOIIeHnEe 0 KaKOM-TH00 (dakTe Win
MEPOMPUITHH, IPONAraHIUPYIOIIee NeATEIbHOCTh KaKO-I100
OpraHu3aliy, Ha3bIBaCTCS:



a) pa3bsICHCHHEM;

0) nHbOpPMaIMOHHBIM;
B) HAIIOMHUHAHUEM;

I') rapaHTUMHBIM.

16. JlIokyMeHT, MOIy4YeHHbIN 110 (hakcy,

a) 00y1aiaeT TakoM Ke IOPUINISCKON CHJION;

0) He oOnaaeT IPUANIESCKON CHUIION;

B) 00J1a/1aeT IOPUANIYECKON CUJION, €CII UMEETCS e4aTh;
T) €CIIi UMeeTCs dIMOIeMa.

17. IIpuem Ha pabOTy MPOU3BOAUTCS Ha OCHOBAHUH:
a) pacropspKeHHS HadaJbHUKA OT/ACNa KaIpOB,;

0) TMYHOTO XKeTaHUsl paOOTHUKA;

B) JIMYHOTO 3asIBJICHUS paOOTHUKA;

r) aBToOHnorpaduu.

18. TIncbMeHHOE cornalieHue MeX /1y OpraHru3alyueld ¥ YaCTHBIM JIMIIOM 00
YCTaHOBJIEHUH TPYJOBBIX OTHOLIECHUI Ha3bIBAETCA:

a) TPYZOBBIM KOHTPAKTOM;

0) KOMMEpPYECKUM KOHTPAKTOM;

B) TPYAOBBIM IOTOBOPOM;

I') KOMMEPYECKHUM JIOTOBOPOM.

19. I1pu yBONIBHEHUM aIMUHUCTpAIIUS 00s13aHa BbIJIATh TPYAOBYIO KHIXKKY:
a) B JICHb YBOJIbHEHMUS;

0) B CeMUIHEBHBIN CPOK;

B) B TCUCHHE JIBYX HEJETIb;

') B TCUEHUE JBYX MECAIICB.

20. ABToOuOrpadusi COCTaBISIETCS C IEIbIO:
a) MoucKa padoTHI;

0) nmpu yCTpOMCTBE Ha PaboTYy;

B) YCTaHOBJICHUS TUYHOCTH;

I') 3aBECTH TPYAOBYIO KHUXKKY.

21. IIpu onpeaenennn oobemMa T0KyMEHTOO00pOTa MOICYUTHIBAIOT:
a) TOJIBKO KOJIMYECTBO OCHOBHBIX JIOKYMCHTOB;

0) KOJIMYECTBO OCHOBHBIX JJOKYMEHTOB IUTIOC KOJUYECTBO KOIHA;
B) pa3/eIbHO OCHOBHBIC JJOKYMEHTHI U KOIIUU;

T') TOJIBKO KOJIMYECTBO KOMUU U JyOJIMKATOB.

22. Peructpauus 10KyMEHTOB:
a) MPUCBOCHUE JOKYMEHTY MHJCKCA U JaThl;
0) 3anKCh CBEAEHUI O JOKYMEHTE C MPOCTABICHUEM UHAEKCA U AAThl;
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B) 3alMCh CBEJICHUI O JOKYMEHTE B JKypHAaJIe WM Ha KapTOUKE;
I') 3alUCh CBEJEHUHN O JOKYMEHTE B AJIEKTPOHHOU (opMme.

23. Buza Ha TOKYMEHTE pacrojiaraeTcs:

a) OT JIEBOTO MOJIS MOCJIE PEKBU3UTA KIIOIIHCHY;
0) 10 PEKBU3UTA KIIOIHUCHY;

B) B JICBOM BEPXHEM YTIy TOKYMCHTA;

T') B IPaBOM BEPXHEM YIIy JTOKYMEHTA.

24. [IucpMa NpeAnpUsITHI TOJKHBI OBITH UCITOJIHEHBI B TEUEHHE:
a) 5 mHewn;

0) 10 aueii;

B) 15 nHeit;

r) 30 nHel.

25. llenbto KOHTPOJIS HCTIOTHEHHUS SIBIISICTCSI:
a) UCIIOJIHEHUE BOIIPOCA IO CYIIECTBY;

0) coOIr0/IeHre CPOKOB UCIIOJTHCHUS,

B) 00a MyHKTA;

') HET IPaBUJIILHOTO OTBETA.

26. OTBeyaeT 3a Ka4YeCTBO UCIIOJHEHUS TOKYMEHTOB:
a) pyKOBOJIUTEIb;

0) HauanbauK OK;

B) CEKpETaph;

') apXUBapHyc.

27. Kaxnas opranu3aiiys o0s3aHa UIMETh HOMEHKIIATYPY:
a) TUTIOBYIO;

0) UHIUBUYAIIbHYIO;

B) IIPUMEPHYIO;

r) TpadapeTHyro.

28. HomMeHknatypa Jaen yTBep>KIaeTCs:

a) PYKOBOJIUTEJIEM YUPEKICHUS;

0) SKCIIEpTHON KOMUCCHUEHN BBIIIIECTOSIIEH OpraHu3alinii;
B) ["'ocapxuBom;

r) BHUNIA.

29. TomuHa Ka)KA0ro ToMa He 0 KHA IMPEBBIIIATh KOJIHUYECTBO JIMCTOB:
a) 250;

0) 300;

B) 350;

r) 60mee 350.
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30. ITocne 3aBepieHus AeI0MPOrU3BOACTBEHHOTO TO/Ia IPU
HEO0OXOJIMMOCTH BbIJIaUU COTPYIHUKAM OTIEIbHBIX JIOKYMEHTOB:

a) pa3pCIacTCia UX BblAada, ITPHU 3TOM CTABHUTCA JIMCT-3aMCCTHTCIIb,

0) BBIJIaCTCS JICNIO IIETUKOM (CTaBUTCA KapTa-3aMECTUTEh);
B) BBIJIa4ya HE pa3pelacTcs;
T') BBIIa€TCS JICTIO HA OJIUH JICHb.

31. DkcnepTr3a HEHHOCTH JOKYMEHTOB MPOBOAUTCS:
a) B OJIMH 3Tarl;

0) B Ba 3Tamna;

B) B TPH 3TaIla;

') B UEThIPE ATala.

32. Ha nena ¢ MCTEKIIMMU CPOKAMH XPaHEHUSI COCTABJISIOT:
a) OIUCH;

0) repeyeHb;

B) aKT;

I') JIOTOBOP.

BAPHUAHT 2

1. TepMUH «JTOKYMEHT» JIJIsl JOKYMEHTOBEIOB 0003HAYAET:
a) croco0 J0Ka3aTeahCTBRa;

0) UICTOUYHUK CBEJICHMUIA;

B) pe3yibTaT oToOpakeHus (hakToB, COOBITHI;

T') HICTOPUYECKUN UCTOYHUK.

2. CrangapTuzanusi:

a) MPOIIECC YCTAHOBJICHUS U TPUMEHEHUST 00pa3IloB, STAJTOHOB;
0) mpoiiecc MpUMEHeHUsI YHU(DUIIMPOBAHHBIX (POPM JOKYMEHTOB;
B) IIPOLIECC YCTAHOBJICHUSI MPABHII 00PaOOTKHU JTOKYMEHTOB;

T') MPOIECC PErUCTPAlUU JOKYMEHTOB.

3. ®opmyiisip-oopaszent:

a) COBOKYITHOCTh PEKBHU3UTOB PACITOJIOKEHHBIX B OIIPEICIICHHOM
MOCIIEIOBATEIHLHOCTH JIJISl JAHHOTO JIOKYMEHTA,

0) COBOKYITHOCTh PEKBHU3HUTOB, PACTIONIOKCHHBIX B ONPEICIICHHON
MOCJICIOBATEILHOCTH JUISl TAHHOTO BHJIa TOKYMECHTOB;

B) COBOKYITHOCTh PEKBU3UTOB, PACTIONIOKECHHBIX B ONPEACIICHHON
MOCJICIOBATEILHOCTH JJIsl JAHHOW CUCTEMBI IOKYMEHTAIIUN;

') COBOKYITHOCTh 00SI3aTEIbHBIX PEKBU3UTOB.

4. ITo MecTy cOCTaBIEHUSA:
a) BHYTPEHHUE;
0) TMYHBIE;
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B) o(UIIHAIbHBIE;
I') CEKpETHEIE.

5. Ha G6nankax opranuzaiuii ¢ BOCIIpOu3BeAeHHBIM [ 0Cy1apCTBEHHBIM
repOboM smOJeMa:

a) MOYKET TIOMEIIAThCSI B HEKOTOPBIX CIyYasix;

0) HE MOXKET MOMEIIAThCH;

B) MOXET MTOMEIIATHCS B 00513aTEIIbHOM MOPSJIKE;

') MOXKET MOMEMIAThCS [0 YCMOTPEHUIO OpraHU3AINH.

6. JlomyckaeTcst He yKa3bIBaTh 3ar0JIOBOK:
a) KO BCEM JIOKYMEHTaM;

0) Kk tokyMeHTaM (popmata AS;

B) K JOKyMEHTaM OIPE/ICIICHHOTO BU/IA;
r) K TokyMeHTa popmara A4.

7. 3aBEepUTENIbHYIO OTMETKY IIPU CHATUU KOTTUU C HanboJsee BaKHBIX
JIOKYMEHTOB:

a) 3aBEPSIOT ME€YaThIO;

0) HE 3aBEpSIOT NEYaAThIO;

B) 3aBEPSAIOT MOAMUCKHIO TUPEKTOPA;

T') 3aBEPSIOT MOAMNKUCHIO TJIABHOTO OyXraiarepa.

8. YcTaB I0pUAMYECKOTO JIMIA YTBEPKIAETCS:
a) OpraHaMu rocyJJapCTBEHHOU BJIaCTH;

0) yupeauTessiMu;

B) BBIIIECTOSAIIECH OpraHu3aIuei;

I') aKIIMOHEPAMHU.

9. B KOHCTAaTHPYIOIIEH YaCTH pacOPSAAUTEILHOTO TOKYMEHTA!
a) MPUBOJISITCS MOTUBBI €T0 U3aHUS;

0) MIPUBOAATCS KOHKPETHBIE MEPHI TI0 €T0 peaTn3alliu;

B) MOSICHSIETCS COZIEPIKaHUE OTACIIBHBIX MOJIOKEHU OCHOBHOTO
JIOKYMEHTA;

I') COACPIKUTCS U3JI0KEHUE KaKOro-Im00 BOIIpOca ¢ BHIBOJAMU U
MPEITIOKEHUSIMH.

10. JIokyMeHT, aJpeCOBaHHbBIA PYKOBOIUTEIIO0 U UHPOPMUPYIOIIUHN €ro 0
CJIOKUBIIIEHCS CUTYaAlUH, COJIEP KAl BBIBOJIBI M MPEIIJIOKEHUS aBTOpa,
Ha3bIBACTCA:

a) CIIy>kKeOHOM CIIPaBKO;

0) cy>keOHO 3aIUCKOM;

B) JIOKJIQJIHOM 3aIUCKOiA;

') OOBSICHUTEIHLHOMN 3aIMCKOM;
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11. IIpaBOBO#i aKT, U3jaBa€MbIid WJIM YTBEPKIAEMBIN B LIEIISIX
YCTAHOBJICHUSI TIPABUJI, PETYIUPYIOIINX OpraHu3alliOHHbIe, ((MHAHCOBBIC
WJIY CTIEHUAJIBHBIE CTOPOHBI 1€ TEIBHOCTH YUPEXKACHUM, HA3bIBACTCSI:

a) [lonoxenuewm;

0) MHCcTpyKITHEH;

B) YKazaHuewm;

r) YcTaBoM.

12. BuzupoBanue npukaza opopmisercs
a) 10 MOJMUCAHMUS;

0) moce moANMCaHus;

B) BO BpeMsl IIOJNHUCAHUS;

I') HET NPaBUIBLHOTO OTBETA.

13. Ilpuem Ha paboTy ri1aBHOrO Oyxraiarepa 0003Ha4aeTCs TEPMUHOM:
a) Ha3HAYUTD;

0) MPUHSITH;

B) IIEPEBECTH;

I') KOMaHJIUPOBATbh.

14. JIoKyMeHT, MOSICHAIOLINAN MOJIOKEHUS TJIaHa, OTYETa, HA3bIBACTCS:
a) CJIyKeOHOH CITPaBKOii;

0) 00BSICHUTEIILHOM 3aIHUCKO;

B) CITy>K€OHOM 3aIMCKO;

T) CiIye0HOe MTHUCHhMO.

15. IleuaTbto yA0CTOBEPSIIOTCS:
a) MTMChMa-TIOJITBEPIK/ICHHUS;

0) MuCcbMa-TIPUTIIAIICHNUS;

B) rapaHTUHHbIE TMCHhMa;

') TUCbMAa-NIPETEH3UH.

16. [Ipukasbl 10 OCHOBHOM J€ATEILHOCTH O0OPMIISIOTCS Ha OJIaHKaX:
a) o01uX;

0) TpadapeTHbIX;

B) JIOJDKHOCTHBIX;

T) JUIsl TTUCEM.

17. JImanoe nemno paOOTHHUKA 3aBOJAUTCS HA OCHOBAHWH HATMYHMS:
a) MpUKa3a Mo JUIYHOMY COCTaBY;

0) TPyAOBOM KHUKKHU;

B) B OyXrantepuu JUIEBOTO cueTa 1o 3apab0THOH TuIaTe;

T) pe3roMe.
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18.TpymoBasi KHUKKa BIIEPBBIC 3aBOIUTCS:
a) B TCUYCHHE CEMU JTHEH;

0) B IcHb Ha4asa padoThI;

B) B TCUCHHUE MECHIIa,;

T) B TEUCHHE TTOJTyTO/Ia.

19. JInunas kapTOYKa 3aBOJIUTCSA HA PAaOOTHUKOB, IPUHATHIX HA PAOOTY:
a) MOCTOSTHHYIO;

0) BPEMEHHYIO;

B) IOCTOSIHHYIO U BPDEMEHHYIO;

') B OpraHax.

20. CBou noxenanus 0 JOJHKHOCTU U chepe AesITENbHOCTH PAaOOTHUK
yKa3bIBaeT:

a) B aBToOuorpaduu;

0) B pe3tome;

B) B 3asIBJICHUH;

I') B IpUKa3e 10 JUYHOMY COCTaBY.

21. Yuer o6bemMa JOKyMEHTOOOOPOTa BEJETCSA C LIEJIBIO:

a) KOPPEKTUPOBKH 3arpy3KH MOJIpa3IeICeHUN U paOOTHUKOB,;

0) JU1sl MPEeOCTaBICHHS OTYETA B BBIIIECTOSUIYIO OpraHU3alINIo;
B) JUISl IPEIOCTABJICHUSI OTYETa B OyXTaITEPHIO;

T) U1l IPEeIOCTaBICHUS OTYETa B IMUHUCTPALIHIO.

22. ]Ins mony4yeHus OLEHKH COAEpKaHUs JOKYMEHTA OpraHaMu
HKOJIOTUYECKOTO HaJ30pa TpeOyeTcs:

a) BU3UPOBAHUE;

0) cornmacoBaHue;

B) 00€ IpoLIeTyPHI;

I') YTBEPKICHHE.

23. OTBETCTBEHHBIMH 32 UCTIOJTHEHHUE JOKYMEHTA B LI€JIOM CUUTAIOTCS:
a) BCE YKa3aHHBIE B PE30JIIOLINH JIULIA;

0) yenoBek, ubs pamMuiIns yKazaHa IEepBO;

B) YEJIOBEK, Ubs (pamMmiins ykazaHa BTOPOK;

I') YEJIOBEK, Ubsl paMUIIMSI CTOUT MOCIIETHEN.

24. JloroBop Ha MOCTaBKY TOBapOB JOJKEH OBbITh MOAMKUCAH U BO3BpaIleH
HE NO3/HEE:

a) 5 nHei;

0) 10 nueit;

B) 15 nHeii;

r) 20 qHEu.
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25. ®opmbl OpraHU3aIKd KOHTPOJIS HCTIOTHECHUS:
a) )KypHaJbHasl;

0) KapToUHas;

B) CMEIIIaHHAs;

T') HHAWBHUIyaJIbHAS.

26. [leno — 3T0 JOKYMEHTHI:

a) 1Mo OAHOMY BOIIPOCY HJIM YYACTKY JI€ATEIbHOCTH;

0) OZTHOTO CTPYKTYPHOTO MOAPA3ACICHUS;

B) C OJIMHAKOBBIM CPOKOM XpaHEHUsI, TOMEIIICHHBIE B OJTHY O0JI0KKY;
T) O JIMYHOMY COCTaBYy.

27. Pa3paboTka HOMEHKJIATYPhI I0JKHA TPOBOIUTHCS:
a) B TEYEHHE BCETO roJa;

0) B UeTBEPTOM KBapTaJe roja;

B) B IEPBOM KBapTaJle Tofa;

I') B TPETbEM KBapTaje roja.

28. prrIHI/IPOBKa JOKYMCHTOB B ZICJIa B COOTBCTCTBHMU C HOMGHKH&TYpOﬁ

JIeJ1 Ha3bIBAETCS:
a) yHu(UKanuen;

0) cuctemaTuzaiuen;
B) (hopMUpOBaHUEM;

') CTaHAapTU3ALKECH.

29. llena yueOHbIX 3aBeficHUN (POPMUPYIOT:
a) 3a KaJeHIapHbIN TO/I;

0) 3a mepuoa O0y4eHHUS;

B) 3a y4eOHBIH TOJ;

T) 3a TpH TOJa.

30. ITo TpebGoBaHMsM OPTaHOB CyJa U MPOKYPATYPHI:

a) paspemniaeTcs U3bATHE CaMOTO JOKYMCHTA,

0) CHUMaeTCs U BBIIACTCS 3aBEPEHHAs KOTIHS;

B) HE pa3peIIacTcs U3bITHE CAMOTO JIOKYMEHTA,;

T') HE pa3periacTcsl CHUMaTh U BbIIaBaTh 3aBEPEHHYIO KOITHIO.

31. DkcnepTHAst KOMUCCHS AEHUCTBYET:

a) IOCTOSIHHO (B TEUCHHE T0J1a);

0) B KOHIIE ro/ia IPU MPOBEIECHUH IKCIIEPTU3BI;
B) MIEpUOANYECKH (pa3 B KBapTal);

') BEIOMpAETCsl B Hauajie YeTBEPTOro KBapTaa.

32. Jlena NOCTOSSHHOTO CPOKa XPAaHEHUs CAAIOTCS B APXUB!
a) 1O OTIUCH;
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0) 1Mo nepeyHto;
B) II0 HOMEHKJIATypE;
I') 10 BEJIOMOCTH.

BAPUAHT 3

1. JIokyMeHT BBICTYIIAET:

a) KaK mpeaMET TPY/a;

0) KaK pe3yJbTar Tpyja;

B) Kak 00a MOHSTHUS,

') HET IPaBUJIILHOT'O OTBETA.

2. B cucremy OP/] He BXOAAT:

a) OpraHu3aIMOHHbIC JJOKYMEHTHI;
0) puHaHCOBBIC TOKYMEHTHI;

B) HOPMaTHUBHbBIC JIOKYMEHTHI,

I') IOKYMEHTHI 110 KaJIpam;

3. 1o cnocoby ¢ukcanuu JOKyMEHTHI OBIBAIOT:
a) rpauyeckue;

0) TUMOBKIE;

B) CJIOJKHBIE;

T) cITy’KeOHBIE.

4. Jlenonpon3BOJCTBO pacCMaTpUBAET YHU(DUIIMPOBAHHYIO CUCTEMY:
a) (PMHAHCOBOU M OTYETHON JOKYMEHTAIINH;

0) opraHn3aIOHHO-PACTIOPSAUTEIILHON JOKYMEHTAIIHH;

B) OAHKOBCKOMW JTJOKyMEHTAITUH;

I') OTYETHO-CTATUCTUYECKOM TOKyMEHTALIUH.

5. DMmbneMa opraHu3aliu:

a) 3aMEeHsIeT HAMMEHOBAaHNUE OPTaHU3aIlNH;

0) 3aMeHsIeT n300pakeHue repoa;

B) 00JIeTYaeT MOMCK JIOKYMEHTA;

T') MPEACTABIISICT HA MEXKTyHAPOIHBIX BHICTABKAX.

6. Ecniu mpumnokeHue K JOKyMEHTY COpPOIIIIOPOBAHO, TO KOJTHUECTBO:
a) TMCTOB HE YKa3bIBACTCS;

0) TMCTOB YKa3bIBACTCS;

B) JINCTOB YKa3bIBAETCS B UCKIIOYUTEIBHBIX CITydasix;

T') JUCTOB YKa3bIBACTCS 110 MHUIIMATHUBE OTIPABUTEISL.

7. FOpuanueckyro cuily TOKyMEHTY MpPUIAeT:
a) rpud corjaacoBaHUS;
0) rpu¢ yTBEpKACHUS;
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B) PE30JIIOLMS PYKOBOIUTES;
I') BU3a COrJacoBaHUsI.

8. HopmaTHBHBIE aKThl, OIPEAEIIAIOIINE TOPSA0K 00pa3oBaHus,
CTPYKTYpPY, QYHKIMHU, KOMIIETEHLIMIO, 00S3aHHOCTH U OpraHU3aLuIo
paboThl, HA3bIBAOTCS:

a) TTOJI0KEHUEM;

0) ycTaBoM;

B) UHCTPYKIIUE;

T') IITATHBIM PAaCIIUCAHUEM.

9. B pacmopsiiuTeNTbHBIX JOKYMEHTaX HE PEKOMEHIYETCS YITOTPEOIATh:
a) 00eCIeUnTh;

0) yJIy4IlIUT;

B) BO3JIOXKUTB;

r) pa3paboTarts.

10. JloxymMeHT, cOCTaBJIEHHBI HECKOJIBKUMHU JIMLAMU JIJIsl TOATBEPKACHUS
(akTOB UM COOBITHI, HA3BIBAETCS:

a) CIIPaBKoOWi;

0) TIOKJIaTHOM 3aIUCKOMT;

B) CTy>K€OHOM 3aIMCKOM;

') aKTOM.

11. Pemienne npuHUMAaeTcst Ha OCHOBE:

a) eIMHOHAYAITHS;

0) KOJIJIETHaTbHOCTH;

B) YCTHOTO PaCIOPSKEHUS aJIMUHUCTPAIINH;
I') IOKYMEHTA BBIIIIECTOSIIEH OpraHN3alliH.

12. Tloomipenre pabOTHUKOB MO pe3yIbTaTaM JesATEIbHOCTH OTMEYAeTCs:
a) MMPUKAa30M MO0 OCHOBHOM JI€ATEIbHOCTH;

0) MpUKa30M 110 JUYHOMY COCTaBY;

B) pacMOpsKEHUEM;

I') aKTOM.

13. IIpu npekpaiieHuu KOHTPaKTa ¢ HAYaJIbHUKOM OTJeJIa BHYTpEHHEH
OXpaHbl UCIIOJB3YETCS CIIOBO:

a) YBOJIUTb;

0) 0CBOOOIUTH;

B) IEPEBECTH;

') 3aMECHUTD.

14. JlokymeHT 0 1oxoaax (pU3NYECKOro JUIla 3a ro/l Ha3bIBAETCs:
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a) CIIPaBKOM;

0) TUYHOM TOBEPEHHOCTHIO;
B) BEJIOMOCTHIO;

T') OIUCHIO.

15. B Hauazne TekcTa TeslerpaMMbl YKa3bIBatOTCs LU(PPOIl HHIEKCHI:
a) MTHULIMATUBHOI'O IOKYMEHTA;

0) TaHHOM TeJerpaMMBbl;

B) IPEANPUSATHUS CBSI3U;

T') OTBETHOTO JJOKYMEHTA.

16. MHCTpYKIIUSA IO AEIIONPOU3BOICTBY YTBEPKIAETCS:
a) BBIIIECTOSIIICH OpraHu3aluen;

0) cnenuagbHbIM PaclopsAUTEIbHBIM aKTOM;

B) PYKOBOJUTEJIEM CTPYKTYPHOTO MOAPA3IACIICHUS;

I') QpXUBHBIM YUPEKICHUEM.

17. 3asBienue pekoMeHryeTcs: opopMIiIsiTh Ha Jiucte Oymaru popmara:
a) A4;
0) AS;
B) A3;
r) A6.

18. B Tpy0BY10 KHMKKY 3alIMCh O ITOBBILIEHUH pa3psAaa:
a) BHOCHUTCS,

0) HE BHOCUTCS;

B) BHOCUTCS B UCKIIIOUUTEIBHBIX CITydasix;

T') BHOCATCS 110 TPOCh0e pabOTHUKOB.

19. JInuHble KAPTOUKU XPAHATCS:
a) B JINYHOM JIeJIe COTPYTHUKOB,;
0) B OTACIBHON KapTOTEKE;

B) Y CaMHX COTPYAHHUKOB;

') B KaOWHETE TUPEKTOopa.

20. IokyMEeHTOOOOpOT-ITO IBUKEHUE JJOKYMEHTA:

a) C MOMEHTA CO3JIaHUsI 10 UCTIOJHEHUS WJIU OTIIPABKU;

0) ¢ MOMEHTA TOJIYYEHHUS WJIU CO3/IaHUS JO UCTIOJIHEHUS U TTOAIIMBKY B
Neo;

B) C MOMEHTA CO3JaHus WY MOJTYUYEHHUS 0 UCTIOTHEHHUS I OTIPABKY;
I') C MOMEHTA MOJIYYEHHUS 10 UCTIOTHEHUSI, OTIIPABKU WJIU CaYU B apXUB.

21. OT™MeTKa 0 IOCTYIJIEHUH TOKYMEHTA HE TPOCTABIIAETCS:
a) Ha MPUJIOKEHUAX K JOKYMEHTY;
0) Ha U3BEIICHUAX;

39



B) Ha IOKyMEHTAaX C MOMETKOW «KOH(HUICHIINATHHOY;
I') Ha CIIyKEOHBIX MHUChMaX.

22. PacniopsikeHHe pyKOBOAUTEIIS MO BBIMOJHEHUIO 3a/1a4, U3JI0’KEHHBIX B
JIOKyMEHTE, Ha3bIBACTCSI:

a) MTHCTPYKIIUECH;

0) 3aBepeHUEM;

B) PE3OJIOIUEH;

T') YKa3aHUEM.

23. TunoBble CPOKU UCTIOJHEHUSA IOKYMEHTOB ONPEAECICHBI:
a) B 'CHOY;

0) B I'OCTe;

B) B [lepeuHe 1OKyMEHTaIbHBIX MAaTEPUATIOB;

r) B [lepeuHe TUMOBBIX YIIPaBIEHYECKUX JTOKYMEHTOB.

24. OT™MeTKa 00 UCTIOJTHUTENE COACPKUT:
a) TIOJDKHOCTH U (haMUJIHIO;

0) TOMKHOCTD, (pamMmInio U TenedoH;

B) (hamuiImnio, UMsi, OTYECTBO U Tele(]oH;
T') TOJKHOCTH U TeeoH.

25. Haubonee panmonanbHOM (hOpMOI opraHu3aliiu KOHTPOJIsS
VCTIOJTHEHHUS SIBIISIFOTCSI:

a) KapTOYKU Ha OyMa)KHOM OCHOBE;

0) KapTOYKH B AJIEKTPOHHOH (hopMme;

B) YMEJIO€ COUETaHue ATUX JIBYX (opM;

I') TUYHBIA KOHTPOJIb.

26. KnaccudukanimoHHBIN CIIPABOYHUK, OMPEICIISIONTNN TTOPSITOK
pacnpeaeneHus JOKYMEHTOB B JieJia, Ha3bIBACTCSI:

a) HOMEHKJIaTypa;

0) onucCh;

B) CTaHAApPT;

T') aKT.

27. JIOKyMEHTBI BpEMEHHO ACHCTBYIOIINX KOMUCCUN B HOMEHKJIATYPY:
a) BKJIFOYAIOTCS;

0) HE BKJIFOYAIOTCS,;

B) [10 YCMOTPEHUIO aIMUHUCTPAIUU;

T') 0 PEKOMEHIAINHN paOOTHHUKA apX1Ba.

28. Tlopsimox popmMupoBaHUs A€ U3IOKEH:
a) B 'OCTe;
0) B [lepeuHe 1OKyMEHTaJbHBIX MaTEPUAJIOB;
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B) UHCTPYKIIMH MO JEIONPOU3BOICTBRY;
I') aKTe nprueMa-fepeaayu.

29. PacniopsautenbHbIe JOKYMEHTBI (DOPMHPYIOTCSI:
a) 0 BUJAM;

0) 1Mo XpPOHOJIOTHH;

B) TI0 BUJIaM W XPOHOJIOTHH;

T) 10 pacCMaTPUBAEMBIM BOIIPOCAM.

30. Ecin Bce COTPYAHUKH JTOJKHBI UMETh BO3MOKHOCTh O3HAKOMIIEHUS C
JIOKyMEHTaMH B JICKTPOHHOU (hopMe, BBOJIUTCS MAPOJIb:

a) IJI YTCHUS;

0) JI71s1 IOJTHOTO JI0CTYIIA;

B) JJI1 YACTUYHOTO JIOCTYIIA;

I') HE BBOJIUTCA.

31. DKCnepTHYI0 KOMUCCHUIO BO3IJIABIISCT:
a) PyKOBOJMTEIb UM €T0 3aMECTUTEIIb;

0) mpeACTaBUTENb BEJIOMCTBEHHOTO apXUBa;
B) CEKpETaph;

T') MEHEKED.

32. CyneOHble U CIAeACTBEHHBIE JIeia U Jea M0 JUYHOMY COCTaBy
CIIAIOTCS:

a) M0 OJTHOM OMHCH;

0) MO pa3HBIM OIHUCSM;

B) [0 CBOJTHOM OMMHCH;

T') 110 HaKJIaHOM.

BAPUAHT 4

1. Yauduxarnus o603HaqaeT:

a) MPOLIECC COTJIaCOBaHUSI TOKYMEHTOB;

0) BBIOOp ONTUMAJIBHOTO Yucaa GOpM U Pa3HOBUIHOCTEH TOKYMEHTOB;
B) IIPOLIECC YCTAHOBJICHUS U IPUMEHEHHUS CUCTEM JJOKYMEHTAlUK;

I') IPOLIECC BU3UPOBAHUS JOKYMEHTOB.

2. PeKBU3UTOM Ha3bIBACTCS:

a) 2JIEMEHT OPUIINATILHOTO IOKYMEHTA;
0) pJIeMEeHT J1I000T0 TOKYMEHTA;

B) HH(OPMAIIMOHHASI OCHOBA JOKYMEHTA,
T') 3JIEMEHT ONPEIEICHHOIO TOKYMEHTA.

3. Ilo HaMMEHOBaHUIO JOKYMEHTHI OBIBAIOT:
a) MUCbMEHHBIE;
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0) muceMa;
B) aKyCTHYECKUE;
T') UHAUBHUIYJIbHBIC.

4. Tlo opme opranu3zanuu JeJ0MPOU3BOACTBA PA3THUYAIOT CUCTEMBI:
a) opuIMaIbHyIO;

0) 00s13aTENBHYIO;

B) CMELIaHHYIO;

T') pacopsIUTEIbHYIO.

5. /laTta He BXOIUT COCTaBHOW YaCThIO B PEKBU3UT:
a) rpu¢ yTBEPKICHUS;

0) rpud cornacoBaHus;

B) BU33;

T) ajgpecar;

1) PE30JTFOITHS;

6. Ha noxymeHTax, COCTaBJICHHBIX KOMUCCHUEH, YKa3bIBAIOTCA:
a) IOJDKHOCTH KOHKPETHBIX JIMII;

0) pacnpeneneHue 00s13aHHOCTEMH;

B) POJIb B COCTABJICHUU JOKYMEHTA;

r) pamMuiInu y4aCTHUKOB.

7. bnank — aT0:

a) CTaHJIAPTHBINA JTUCT OyMaru, Ha KOTOPOM BOCIPOU3BOAUTCS MH(GOpMALIHS
00 Opra"Hu3alnunmn-aBTope;

0) cTaHIapTHBIN JTUCT OyMaru ¢ MOCTOSIHHBIMU U TIEPEMEHHBIMU
PEKBU3UTAMHY,

B) JOKYMEHT, COJIEp KAIINil MOCTOSHHYIO HH(OPMAIIIO 00 aBTOPE;

I') CTaHJAapPTHBIN JIUCT OyMaru, Ha KOTOPOM BOCIIPOU3BOJAATCS MOCTOSIHHBIE
PEKBU3UTHI OPraHU3aIMH-aBTOPA.

8. Ilog3akoHHBIE aKThI, KACAIOIIMECs KOHKPETHOTO BOMPOCa HITH
OTJIEJILHOTO CIIy4asi, HA3bIBAIOTCA:

a) peuIeHus;

0) pacnopsKEHUs;

B) ITIOCTAHOBJICHHUS;

I) IPUKa3.

9. KoHcTatupyronias 4acTh pacopsIuTeIbHOTO TOKYMEHTA:

a) SIBJISIETCS 00s3aTEIBHOM;

0) He sBIsETCS 00s3aTEIBLHOM;

B) SIBJIIETCS 0053aTETLHON B UCKITIOUYNTEIBHBIX CITyJasx;

T) SIBJSIETCS 00s3aTEIBHON HA YCMOTPEHUE PYKOBOJIUTENSI OPTaHU3AIUH.
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10. Tlpu noanucannu akTa JOHKHOCTH JIUIL:

a) YKa3bIBAIOTCS;

0) HEe yKa3bIBaIOTCS,

B) YKa3bIBa€TCS JOJHKHOCTH TPEJICeIaTeNs] KOMUCCHUU;

T') YKa3bIBACTCS TOJDKHOCTD MTPUCYTCTBYIOIINX YJICHOB KOMUCCHH.

11. B Tekcte pacniopsKeHHsI IPUMEHSIETCSI CIIOBO:
a) MPUKA3bIBAIO;

0) 00s13bIBalO;

B) IpeJiarao;

') BO3JIararo.

12. IIpuka3bl 0 KOMaHIMPOBKAX 3a IPAHUILY, CB3AHHBIE C PACXOJOBAHUEM
BaJIIOTHBIX CPEJCTB, TOJKHBI XPAHUTHCS:

a) 3 rona;

0) 10 net4

B) 25 JeT;

r) 75 ner.

13. Xon o0cyxaeHusl BONPOca MOBECTKU JTHS YKa3bIBACTCS:
a) B TIOJITHOM MPOTOKOJIE;

0) B KpaTKOM MPOTOKOJIE;

B) B CTEHOTpaUyECKOM OTUETE;

T') BBIIIACKA U3 TPOTOKOJIA.

14. Ccplnka Ha UHIEKC U ATy 3aMOJHIETCS B TUChMAX:
a) MTHUIIMATUBHOM;

0) rapaHTUITHOM;

B) OTBETHOM;

T') PEKJIAMHOM.

15. Teket cimy)eOHOM TenerpaMMmBbl:

a) 3aBepsIeTCs MeUYaThIO;

0) He 3aBepsieTCs MeYaThbio;

B) IOCTaTOYHO TIOJIMTUCH COCTaBUTEIIS;

I') JOCTATOYHO MOATMUCH TJIABHOTO OyXranrepa.

16. Ilpu HapylIeHUH MTPaBUJT BEJCHUS, XpaHEHUS U UCITOJIH30BaAHUS
KaJIPOBOM JTOKYMEHTAITUH PYKOBOIUTEIH MOXKET OBITH OITpadoBaH Ha
CyMMY MUHUMAJIBHBIX OKJIAJIOB:

a) no 10;

0) no 70;

B) 1o 100;

r) 1o 250.
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17. JloMmanrHuit aapec, NacOpTHHIE JAHHBIEC YKA3bIBAIOT B 3aBJICHUU:
a) 00 yBOJIbHEHUH;

0) o mepeBojie Ha APYTYIO PadboTy;

B) O IpHeMe Ha padoTy;

') 0 KOMaHJIUPOBAHUH.

18. B ciyuae 3anoiaHeHus: Tpy0BOM KHIXKKHU BbIIACTCS:

a) JOTIOJIHUTEIbHAS KHUXKKA,;

0) nyOnukar;

B) BKJIAJIBIIII,

I) CIIpaBKa.

19. JIn4HpIM JIUCTOK MO YYETY KaIPOB 3aAMOJIHSCT:
a) COTPYAHUK OTJeNa KaJIpoB;

0) mocTymnarnuii Ha padoTy;

B) IOPHUCT;

T') [JIaBHBINA OyXranrep.

20. O6bemM 10KyMEeHTO000pOoTA:

a) KOJIMYECTBO IOKYMEHTOB, IPOXOASIINX Yepe3 YUPEKACHHUE 3a TO;

0) KOJTMYECTBO BXOASIINX, UCXOJAIIMX U BHYTPEHHUX JOKYMEHTOB;

B) KOJIMYECTBO JOKYMEHTOB, MPOXOAAIINX YEPE3 YUPEKICHHE 3a
ONPENIEIICHHBIN [TIEPUOJ BPEMEHH;

T') KOJIMYECTBO JTOKYMEHTOB, IPOXOIAILIMX Yepe3 YUPEkKACHUE 3a KBapTall.

21. Ilepenaya TOKYMEHTOB Ha PACCMOTPEHUE PYKOBOACTBY JOKHA
OCYIIECTBIISITHCS:

a) 10 peTUCTPAIINH;

0) rmocie perucTparu;

B) IMIOCJIE UCIIOJTHEHUS TIOKYMEHTA;

') HE pacCCMaTPUBAECTCS PYKOBOJIUTEIIEM.

22. BHyTpeHHee coriacoBanue ohopmIsieTcs:
a) BUBUPOBAHUEM;

0) rpucdoM coracoBaHus;

B) Tpu(oM yTBEpKIICHUS;

T') pe30JIIOIUEH.

23. XKanoObl Ha HETIPaBUIIbHBIE IEUCTBUS U PACIIOPSHKEHUS] (PUHOPTaHOB
JOJKHBI OBITh pACCMOTPEHBI B T€UEHUE (CO JHS TOTyUEHHUS ):

a) 5 nHei;

0) 10 nueit;

B) 15 nHeit;

r) 30 gHei;
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24. Ha moxyMeHTe, ToJIe)KaIleM pa3MHOKEHHI0, OTMETKA 00 MCITOJIHUTEIE
pacmomnaraercs:

a) TOJIKO Ha JIUI[EBON CTOPOHE IOKYMEHTA;

0) TOJIBLKO Ha 0OPaTHOM CTOPOHE JOKYMEHTA,

B) MOKET OBITh Ha JIMIIEBOW U OOPATHOM CTOpOHAX JOKYMEHTA,;

T') TOJIBKO TIOCTIE PEKBU3UTA «ITOJIITUCH.

25. JIOKyMEHT CUMTAETCs UCTIOJIHEHHBIM, KOT/Ia:

a) Ha KapTOYKE JIETAeTCA 3aMuCh 00 UCIIOTHEHUH;

0) MOJTHOCTHIO BBIMIOJIHEHBI 3a/1aHUs, YKa3aHHbBIC B IOKYMEHTE WIH
PE30JIIOLINH;

B) MIOCJIaH OTBET;

T) MOJY4Y€H OTBET.

26. HomenkiaTypa MOXKET ObITh:
a) CPOKOBOII;

0) MHANBUYaTHHOM;

B) CTaHAApTU3UPOBAHHOM;

) YHUUIUPOBAHHOM.

27. PaznenaMu CBOJTHOM HOMEHKJIATYPHI A€ SIBISIOTCS Ha3BaHMUS:
a) Y4aCTKOB J€STEIbHOCTH;

0) CTPYKTYpHBIX MOJIpa3/ieICHUH;

B) KOPPECTIOHJEHTOB;

') aIpecaToB.

28. 3ampemaercs NOAIIMBATH B €10 JOKYMEHTHI:
a) KOJIJIETUAJIbHBIX OPTraHOB;

0) mojsiexaIIre Bo3Bpary;

B) BBIIIECTOSAIIUX OPTaHU3AIU;

') OPraHOB BJIACTHU U YIIPaBJICHUSI.

29. BHYTpeHHS ONUCH COCTABISAETCS ISl JET:
a) CJIOXKHBIX M0 COJIEPIKaHUIO;

0) 151 BCeX Je;

B) 110 BBIOOPY IKCIEPTHOU KOMHCCHH;

I') 110 BEIOOPY PYKOBOJICTBA MPEAIPUSITHS.

30. [ena, 3aBepIlICHHBIE B ICJIONPOU3BOJICTBE, JOJKHBI XPAHUTHCS B
CTPYKTYPHBIX MOAPA3IACTCHUSX:

a) OJIH TO/I;

0) n1Ba roaa;

B) TPU T'OJ1a;

T') YEThIpE roJa.
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31. KoHKpeTHBIE CPOKH XPaHEHUS JOKYMEHTOB YCTaHABIMBAIOTCS:
a) ['ocynapcTBeHHON CUCTEMOM TOKYMEHTAIIMOHHOTO 00ECTICYeHMSI
yIpaBJICHHUS;

0) [lepeunem THITOBBIX JOKYMEHTAIBHBIX MAaTEPHUAJIOB;

B) MHCTpyKIMEH MO 1eTONPOU3BOICTRY;

r) F[OCTowm.

32. B KpyHIHBIX YUPEKICHHUIX COCTABIISETCS:
a) o0Ias OIHCh;

0) ONUCH CTPYKTYPHBIX NOJIpa3ICICHUM;

B) CBOJHAS OIKCH;

r) TpadapeTu3upoOBaHHAS OIHCH.
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KJIIIOY K UTOI'OBOMY TECTY

N 1/m BAPUAHTGI

1 2 3 4
1 A B B b
2 b A b A
3 b B A b
4 A A b B
5 B b B r
6 b b A b
7 B A b r
8 B b A b
9 A A b b
10 b B r b
11 b b b b
12 A A b B
13 b A b A
14 b b A B
15 b B A A
16 b A b b
17 B A A B
18 AuB A A B
19 A B b b
20 b b B B
21 B A A b
22 b b B A
23 A b A A
24 b b B B
25 B b b b
26 A A A b
27 b b A b
28 A B B b
29 A B B A
30 b A A B
31 B A A b
32 B A b b

Kpurepuun ouenku:

- OIICHKA «OTJIMYHO» BBICTABIISACTCS O0ydaroleMycs, €Clu MPaBUIbHBIX
OTBETOB - 29-32

- OIICHKA «XOPOIIIO» BBICTABIISIETCS O0yYarOIIEMYCsl, €CJIM TTPaBUIIbHBIX
OTBETOB - 24-28

- OIICHKA «YJOBJICTBOPUTEIHHOY» BBICTABISETCS OOyYarOIIEMYCs, €CITU
MPaBWIbHBIX OTBETOB - 19-27

- OIICHKA «HEYJOBJICTBOPUTEIHLHO» » BBICTABISAETCS OOydJaromemycs,
€CJIY MPABUJIbHBIX OTBETOB - MeHee 19

[Ipenonasaresnb JL.U. ABXxumoBU4
(moamuce)
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