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1. OBIIME CBEJEHMS IO YYEFHOU JUCHHUILJINHE
JOKYMEHTAIMOHHOE OBECIIEYHEHHME YIIPABJIEHUSA

1.1. Mecto y4eoOHoii nucumniuabl B crpykrype IIIICC3

JlucuuiuimHa siBIsieTCs 001enpodecCHOHAIbHOM U OTHOCUTCS K TPOGECCHOHATBHOMY
y4eOHOMY LIMKITY.

1.2. TpeGoBaHus K pe3yabTaTaM OCBOEHHUSI YUeOHOM TMCIMILTHHBI

bazoBas yacTh
B pe3ynbraTe 0CBOCHUS NUCHUTUTHHBI O0YYAIOIIHIACS 10JIKEH YMETh:
- oopMIIITE  OpPraHU3alMOHHO-PACTIOPSAAUTEIIBHBIC JOKYMEHTBI B COOTBETCTBUH C
neuctBytouM ['OCTowm;
- OCYIIECTBIATh 00paOOTKY BXOANINX, BHYTPEHHUX M UCXOMSIIUX JOKYMEHTOB, KOHTPOJIb
3a UX HCIIOJIHCHHUEM;
- 0hOpPMIIATH TIOKYMEHTHI AJISl TIepejaud B apXUB OpraHU3aluu

B pe3ynbraTe 0CBOGHUS TUCHUILIIMHBI 00YYaroLIUiics A0JIsKeH 3HATh:
- IOHATHUE IOKYMEHTA, €T0 CBOMCTBA, CITIOCOOBI TOKYMEHTHPOBAHUS;
- IpaBUJIa COCTAaBJIEHUS U O(POPMIICHHSI OpPraHU3aLMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
(OPJL);
- CUCTEMY U THIIOBYIO TEXHOJIOTHIO JOKYMEHTAllMOHHOTO obecnieuenus ynpasienus (JJ0OY);
- OCOOEHHOCTH JIEJIONPOM3BOJCTBA MO OOpAIICHUSM TPaXTaH U KOH(HUICHIHAIHLHOTO
JIeJIOTIPOU3BOICTBA
BapuartuBHas yacTp
B pe3ynbraTe 0CBOCHUS IUCHUIUIMHBI O0YYaOIUICS J0AKeH YMeTh:
- oopMIATH OpPraHU3alMOHHO-PACHIOPSAUTENIbHBIE JIOKYMEHTHI B COOTBETCTBUHM C
nerictytomuM ['OCTowm;
- OCYILECTBIIATh 00pabOTKY BXOASALINX, BHYTPEHHUX U UCXOIAIINX JOKYMEHTOB, KOHTPOJIb
32 UX UCTIOJTHEHUEM.
B pe3ynbraTe 0CBOGHUS TUCIUITIIMHBI 00YYarOUIHiics A0JsKeH 3HATh:
- IOHATHUE IOKYMEHTA, €T0 CBOMCTBA, CITIOCOOBI TOKYMEHTHPOBAHUS;
- TpaBUJIa COCTABJIEHUS U OPOPMIICHHSI OpPraHU3alMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
(OPJL);
- CUCTEMY U THIIOBYIO TEXHOJIOTHIO TOKYMEHTAIlMOHHOTO obecnieuenus ynpasienus (JJ0Y);
- O0COOEHHOCTH JEJIONPOM3BOJCTBA IO OOpalleHUsM TpaxJaH M KOH(QUICHIMAIBLHOTO
JIeNIOTIPOU3BO/ICTBA.
ConepxkaHue TUCHMIUIAHBI OPHEHTHUPYETCS Ha TIOJATOTOBKY CTYAEHTOB K OCBOCHHIO

npodeccuonanbubix Moayie [17ICC3 no cnenuanbHOocTH 40.02.01 «IIpaBo m opraHm3amus
COLIMATILHOTO 0OecTeueHMs» U OBJIaJIeHHI0 podeccroHanbHbIMU KomneTeHuusmMu (I1K):

OOecneyenne peanu3aluM NpaB TIPaxkIaH B cepe INEHCHOHHOIO olOecrnedyeHUs: M
COLMAJIbHOM 3AIUTHI:

IIK 1.1. OcymuiecTBisATh NpodecCHOHaIbHOE TOJIKOBAHME HOPMATHUBHBIX NPABOBBIX aKTOB
JUISI pealii3alvy MpaB rpakJaH B cepe NEHCUOHHOTO 00eCTeueHus U COLMAIbHOM 3aIUTHI.

IIK 1.2. OcymecTBisTh NpHEM TpaxJaH IO BOIPOCaM IEHCHOHHOIO OOeCleyYeHHus Hu
COIIMAIbHOW 3aIMTBHI.

IIK 1.3. PaccmaTpuBaThb MaKeT JOKYMEHTOB JJs Ha3HaueHHs TIEHCHH, MocoOui,
KOMIIEHCAIINM, JPYruX BBIILJIAT, a TAKXKE€ MEpP COLUUAIbHON MOIAEPKKH OTIEIbHBIM KaTeTrOpUsM
rpaXkaaH, Hy’KJAloIMMCs B COLIUAJIbHOM 3aIlUTE.

IIK 1.4. OcyuiecTBisATh ycTaHOBIIEHUE (Ha3HAUEHUE, ITepepacyeT, MePeBo), HHIACKCAIUIO U
KOPPEKTHPOBKY MEHCHUH, Ha3HaueHHE MOCOOMH, KOMIIEHCAlMH M JAPYrMX COLMAIBHBIX BBIILIAT,

I/ICHOHBSYH I/IH(i)OpMaHI/IOHHO'KOMHBIOTepHBIe TCXHOJIOTUH.
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I1K 1.6. KoHCynbTHpOBaTh rpakaaH U MPEACTABUTENEH IOPUANYECKUX JIMIL IO BOIIPOCAM
NIEHCHOHHOTO 00€CIeUeHNs U COLMAIbHON 3alUTHI.

B npornecce ocBoeHUS! TUCHMIUIMHBI y CTYACHTOB JODKHBI (POPMHUPOBATH O0IIME KOMIIE-
tennuu (OK):

OK 1. IlornmaTh CyIIHOCTh U COIMAIBHYIO 3HAYMMOCTh CBOCH Oymyrieit nmpodeccun,
IIPOSIBJIATH K HEW YCTOMYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€SITEIbHOCTh, BHIOUPATh TUIIOBbIE METO/IbI U
CHOCOOBI BHITTOJIHEHUS MTPO()ECCHOHANIBHBIX 33144, OLIEHUBATh UX 3P (HEKTUBHOCTH U KAYECTBO.

OK 3. [Ipynumars pemieHus B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYAlUSIX U HECTU 332 HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBIATh MOXCK M KCIIOIb30BaHNEe HHPOPMAIIMH, HEOOXOUMOM JIJIst
3¢ (EeKTHUBHOTO BBIMOJIHEHHS MPO(EeCCHOHANBHBIX 3371a4, TPO(EeCCUOHATFHOTO U THYHOCTHOTO
pa3BUTHSL.

OK 5.Ucnonb3oBath HHPOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
npodhecCuOHaNBHOM NeSTENbHOCTH.

OK 8. CamocCTOSTENILHO ONpeneaTh 3a0a9i TPO(HEeCCHOHATLHOTO M IHYHOCTHOTO Pa3BUTHSA,
3aHUMAThCS CaMO0Opa30BaHUEM, OCO3HAHHO TIAHUPOBATH MMOBBIIICHUE KBATH(PUKAIIUH.

OK 9. OpueHTHPOBATHCS B YCIOBHAX MOCTOSHHOTO H3MEHEHUS IIPAaBOBOM 0a3bl.

1.3. O6beM yueOHOI TUCHUIVIMHBI U BUIbI Y4eOHOi padoThl

Buj yueOHoii padoThl O0bem yacoB

MaxkcumanbHas y4eOHas Harpys3ka (Bcero) 102
Oo6s13aTesibHAsE ayAUTOPHAs yueOHAasi HATPY3Ka (Bcero) 12
B TOM YHCIIE:

na0opaTopHbIe pabOoThI HE NPEAYCMOTPEHO

MIPaKTUYECKHE 3aHITHSI 10

KOHTPOJIbHBIE pabOTHI HE MPelyCMOTPEHO
CamocrosiTeibHas padora o0y4yawmerocs (Bcero) 90
B TOM YHCIIE:

KypcoBas paboTa (IpoeKT) HE IPETYCMOTPEHO
Wrorosas arrectanusi B hopme Jugppepenyuposannozo 3auema




CTPYKTYPA U COJIEP)KAHUE YYEBHOM JUCHUILINHBI JOKYMEHTAIIMOHHOE OBECIIEYEHME YITPABJIEHUSA
2.1. TemaTuveckuii MJIAH U COJeP:KAHNE

Conep:kanue yue0OHOro MaTepuaJa, 1adopaTopHbie padoTbl U

HanmeHnoBaHMe pa3ae/ioB U TeM NMPAKTU4YeCKHE 3aHATHS, CAMOCTOSITE/IbHAsA padoTa O0beM yacoB Yposenr,
00y4aonuxcs, Kypcopasi padbora (IIpoeKr) ocBoeHu
1 2 3 4
Pa3zpnen 1 lokymenTHpOBaHue
Tema 1.1 OcHOBHBIC IOHATHS, CopepxaHue yaeOHOro Marepuana 8
1eJId, 321a494 ¥ NPUHIIUIbI 1. OcHOBHBIE IOHATHUS, LIEJIU, 33]]a4Y1 U TIPUHLIUTIBI 2

JAOKYMEHTAIIMOHHOT'0
olecreyeHust ynpapJjieHHUsA

JIOKYMEHTAIMOHHOTO o0ecriedeHus ynpasieHus. [lonsTue
0e10npPouU3800CmMB0, OOKYMEHMUPOBAHUE,
OOKYMEeHmMOo0obopom, opeanusayus pabomsl ¢
doxkymenmamu, O0okymerm. OYHKIIMH TOKYMEHTOB

JlabopaTopHbie pabOThI

He npenycmorpeno

HpaKTI/I‘-ICCKI/Ie 3aHATHA

He npenycmorpeno

KoHTponbHbIe paboThI

He npenycMmoTrpeno

CamocrosiTenbpHas pabora o0yJaromuxcs 6

1. Jloknao. CriocoObl TOKYMEHTUPOBaHUS

2. Hoxknao. OprrexHuka, ucnosib3yemas B padbote oduca

3. Hoxnao. Knaccupukanus TOKyMEHTOB MO Pa3JInYHbIM

pHU3HAKaM

Tema 1.2 Yaunpuxanus n ConeprkaHue yueOHOro MaTepuaia 26
CTAHJAPTU3ALMSA JOKYMEHTOB. JlaboparopHblie pabOThI He nmpexycmorpeno
BJiiaHkHM 10KYMEHTOB [TpakTHyeckue 3aHATHS 2

1. | Oopmenne pexuzuTos 1 -30

KonTtposbHble paboThl

He npenycmorpeno

CamocrosiTenbpHas paboTa 00yJaomuxcs

4. [lonsTne  yHudukamum  u CTaHJapTH3aLUU B
aenonpousBoactse. IlonsTue cucmema Ooxkymenmayuu.
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HaumeHoBaHue pa3iesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, JjaboparopHblie padoThl U

NpPaKTHYeCKHe 3aHATHSI, CAMOCTOsITe/IbHasi padoTa
o0yyaromuxcs, KypcoBasi padora (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

Buapl u hbopmbl yHHUDUKAITIT

Kparkas xapakTepucTiKa JEUCTBYIOIIUX B CTPaHE
YHU(UIUPOBAHHBIX CUCTEM JIOKyMEHTaluu, B T.4. YC
OPJ1

XapakTepuctuka, coctas u coaepxkanue 'OCT P 7.0.97 —
2016 "Cucrema crangapToB 10 HHPOPMALIUH,
OMOIMOTEYHOMY U M3/IaTEIILCKOMY JICITY.
OpraHu3anroHHO-PacTIOPAAUTEIbHAS JOKYMEHTAIHS.
TpeboBanwust K 0OPMIICHUIO JTOKYMEHTOB"

N3yuenue Metoanueckux pEKOMEHIaIu o
ucnons3oBannto ['OCT P 7.0.97 — 2016 "Cucrema
CTaHIapToB 1o uHpopManuu, OUOTUOTEYHOMY U
W3J1aTeIbCKOMY JeIy. Opranu3anuoHHO-
pacnopsaWTeNnbHAs  JIOKYMEHTanus.  TpeOoBaHHWsl K
0()OPMIICHHIO TOKYMEHTOB'"

TpeboBanust K 0pOPMIICHHIO JOKYMEHTOB

Ompenenenue ¢dopmara Oymaru, BBIOOP U yCTaHOBKA
pa3Mepa u HauepTaHusi mmpudra, ycTaHOBKA TOJEH,
MEXCTPOYHBIX HHTEPBAJIOB, HYMepanus CTpaHUI]

10.

ITonsatue O1aHK JoKyMeHTa. Bujbl 651aHKOB

11.

TpeboBanust k OJ1aHKaM JOKYMEHTOB

12.

COSI[E[HI/IC OJIaHKOB Ha NEPCOHAJIIBHOM KOMIIBIOTEPE C
YTJIOBBIM U IPOJOJIbHBIM PACIIOJIOKCHUEM PEKBHU3UTOB

13.

Hcnons3zoBanne Word B coznannu yHHQUIIMPOBaHHBIX
bopm

14.

Hcnons3zoBanne Excel B co3zganuu yHUDUIMPOBAHHBIX
hopm

15.

TpeboBaHMsI K U3TOTOBIIEHUIO, YUETY, UCIIOIb30BAaHUIO U




HaumeHoBaHue pa3iesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, JjaboparopHblie padoThl U
NpPaKTHYeCKHe 3aHATHSI, CAMOCTOsITe/IbHasi padoTa
o0yyaromuxcs, KypcoBasi padora (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

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

Tema 1.3 TpebGoBanus k
0(popMIICHUIO
OPraHu3alMOHHBIX JOKYMEHTOB

CopepxaHue yaueOHOro Marepuana

8

JlaboparopHbie pabOTHI

He npenycmorpeno

IIpakTueckue 3aHsATUA

He npenycMmorpeno

KonTponbHbie paboThl

He npenycMoTpeno

CamocTosTenbHas pabota 00yJaroumxcs 8
16. | XapakTepHCTHKA U COCTaB OPraHU3AIIMOHHBIX JOKYMEHTOB
17. | Ocobennocru oopmenus OpraHMU3allMOHHBIX
JOKYMEHTOB: yCTaB, JOJDKHOCTHAsi MHCTPYKIHMS, HpaBHiIa
BHYTPEHHETO TPYZOBOTO pacriopsxa, IITaTHOE
pacnucaHue
18. | Odopmienne TOKHOCTHON HHCTPYKITHH
19. | OdopmieHne MTaTHOrO pacUCaHUs
Tema 1.4 TpeboBanus kK ConeprkaHue yueOHOro MaTepuasa 14
oopmiieHuI0 JlabopaTopHblie paboTHI He npexycmoTpeHo
pacnopsiAuTeJbHbIX [IpakTHyecKkue 3aHATUS 2
AOKYMEHTOB 2. ‘ OdopmieHne npukasa 1o OCHOBHON J€SITEIbHOCTH

KonTtposbHble paboThl

He npenycmorpeno

CamocTosTenbHas pabota 00y4Jaronuxcs

20. XapakTepucTuka u COCTaB pacnopsIuTeNbHbIX
JOKYMEHTOB M TpeOOBaHUS K MX 0()OPMIICHHUIO

21. XapakTepucTuka U TpeOoBaHUA K OPOPMIICHHIO MPHUKa3a
110 OCHOBHOM JI€ATEIbHOCTH

22. XapakTepuctuka U TpeOoBaHUS K  O(OpPMIIEHHUIO
pacropsKEHUI

23. XapakTepucTuka u TpeboBaHMsI K 0QOPMIICHUIO YKa3aHUI

24. XapakTepucTuka M TpeOoBaHUS K  O(QOPMIICHHIO
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HaumeHoBaHue pa3iesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, JjaboparopHblie padoThl U

NpPaKTHYeCKHe 3aHATHSI, CAMOCTOsITe/IbHasi padoTa
o0yyaromuxcs, KypcoBasi padora (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

OCTAHOBJICHUH

Tema 1.5 TpedGoBanus k
0(p)OPMJICHHIO CIIPABOYHO-
HH(GOPMALMOHHBIX JOKYMEHTOB

25. XapakTepucTHKa 1 TpeOOBaHUS K 0()OPMIICHHUIO pelIeHUI

Copepxanne yaueOHOro Marepuana 22
KoHTposibHBIE pabOTHI He npegycmotpeno
[IpakTHyeckue 3aHATHS 6

3. OdopmiieHrE TOKIATHON 3aITUCKH
4. OdopmieHne cay)eOHOTo MUChMa
5 Odopmenne akTa 1 IpOTOKOJa

KoHTponbHbIe paboThI

He npenycMmorpeno

CamocTosTrenbHas pabota 00ydyarouuxcs 16
26. XapakTepuCTHKa M COCTaB CHPAaBOYHO-HH(OPMALTMOHHBIX
JOKYMEHTOB (CIIY)KEOHBIX IHCEM, CHpPaBOK, 3asBICHUH,
JIOKJI/IHOM 3aluCcKH, aKTa, IPOTOKOa), 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 OTJEIBHBIX Pa3HOBUIHOCTEN
CITYKEOHBIX TTUCEM
31. TpeboBanust K 0OPMIICHHUIO aKTa
32. TpeboBanust K 0OPMIICHHIO TPOTOKOIIA
33. Buner  cmpaBok,  TpeboBaHHMS K O(OPMIIEHUIO
IPOU3BOJICTBEHHOM CITPaBKH
Pa3nen 2 Opranusanusi pa6oThl 26
¢ JOKYMEHTaMH
Tema 2.1 TpeGoBanus k Copnepkanne y4eOHOro MaTeprana 4

OpraHu3anuu

JlaGopaTopHble paboThI

He npenycmorpeno




HaumeHoBaHue pa3iesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, JjaboparopHblie padoThl U

NpPaKTHYeCKHe 3aHATHSI, CAMOCTOsITe/IbHasi padoTa
o0yyaromuxcs, KypcoBasi padora (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

JAOKYMEHT0000poTa [IpakTHueckue 3aHATHS He npenycMmoTrpeno
KoHTponbHbIE paboThI He npenycMoTpeHo
CamocrosiTenbHas paboTa 00yJaronuxcs 4
34. | Opranu3anoOHHbIE hopmbI JIEIOTIPON3BO/ICTBA.
TpebGoBanwMsI K OpraHU3aAHUH JOKYMEHTO000pOTa
35. Komnerotepusaius 10KyMeHTO000poTa.
Tema 2.2. /IBu:kenne u Copepxkanue ydeOHOro Marepuana 8

00paldoTKa 10KYMEHTOB.
Perucrpanusi 10KyMeHTOB.
KoHTpoJb ncnosnenust

JlaGopaTopHbie pabOTHI

He npenycMoTpeno

IIpakTueckue 3aHATUA

He npenycMmorpeno

KonTponbHbie paboTh

He npenycMoTpeno

AOKYMCHTOB CamocTosaTenapHas paboTa 00yJaronmxcs 8
36. I[Ipuem wu o0OpaboTKa BXOJSIIUX, UCXOJISIIIINAX
BHYTPEHHUX JOKYMEHTOB
37. 3anojgHeHne PerucTpallMOHHBIX KapTOUYeK
38. Perucrpanus JOKyMEHTOB.
39. KoHTponbs HCIoTHeHNsT JOKYMEHTOB
Tema 2.3 Opranmnsanus padoTsl ConeprkaHue yueOHOro MaTepuasa 6

¢ o0palIeHUsIMH I'PAKAAH U

JlabopaTopHbie pabOThI

He npenycMmorpeno

KOH(UICHIHAIBHOI0 ITpakTueckue 3aHsATUS He npenycMoTrpeno
AEJIONMPOU3BOJACTBA KonTtposbHble paboThl He mpexycMoTrpeno
CamocTosaTenbHas pabota 00y4Jaronuxcs 6
40 | Opranuzanust paboOThl C JOKYMEHTaMH, MMEIOUIMMU Tpud
OTpaHUYEHUS JIOCTYIA
41 | Opranu3zanus paboTbl ¢ 00paleHUsIMHU TPaKIaH
42 | Opranu3zamnus paboThI KOH(UIEHIINAIbHOTO
JIeJIOTIPOU3BOICTBA
Tema 2.4 Opranuszanus ConeprkaHue yueOHOro MaTepuaa 6

OIMEPATUBHOI0 XpPaHCHUSA

JlabopaTopHbie pabOTHI

He npenycMmoTrpeno
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HaumeHoBaHue pa3iesioB U TeM

Coaeprxanue yueOHOro MaTepuaJa, JjaboparopHblie padoThl U
NpPaKTHYeCKHe 3aHATHSI, CAMOCTOsITe/IbHasi padoTa
o0yyaromuxcs, KypcoBasi padora (IIpoeKT)

O0BeM yacoB

YpoBeHb
OCBOEHUS

nokymeHToB. Homenkinarypa
aes

HpaKTI/I‘ICCKI/Ie 3aHATHUA

He npenycMmoTrpeno

KonTtposbHbIe paboThl

He npenycmorpeno

CamocTosaTenbHas pabota 00y4Jaronuxcs

43. | Opranuzauus  ONEPAaTUBHOTO  XpPaHEHUS  JOKYMEHTOB.

Howmenkiarypa nein.

44. | PaboTa c HOMEHKJIATYpOU Jel

45. | TlpaBuia popmMupoBaHus el

6

ITpumepHasi TeMaTKa KypcoBbIX paboT (IPOEKTOB)

He npenycMoTpeno

CamocrosTenbHas paboTa 00yJaronuuxcsi HaJl KypcoBoi paboToil (IpoeKToM)

He npenycMmorpeno

Bcero

102
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2. YCJIOBUS PEAJIM3AIIAY YUYEBHOM JUCIATLIIMHBI

2.1. TpeboBaHusi K MUHMMAJILHOMY MATePUAILHO-TEXHHYECKOMY 00ecredyeHn 0

Peammzarmst  yaeOHOM mporpamMmbl  TpeOyeT Hammdus J1abopaTtopuu  WHGPOPMAIMOHHBIX
TEXHOJIOTUH B TPO(ECCHOHATIBHOMN JIESITETbHOCTH; MACTEPCKUX — HE MPEAYCMOTPEHO.

OOGopynoBanue 1a00paTOpUM: KOIMYECTBO TOCATOYHBIX MECT — 25 , CTOJM A1 nperiofaBarest |
IIT., CTYJT JUIs TIperofaBaresst 1 ImiT., KOMIbIOTEpHbIH cToit 20 IIT., mepcoHanbHbIi KoMmbiotep TIK i3
2120/500Gb/4Gb 20 .,

cepeep (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 | IIT., JOCKa MapKepHas MeJoBas
KOMOMHHpOBaHHAs | 1IT., HHPOPMALIMOHHBIM CTEH] 2 IIT., TUTAKTUIECKHE TOCOOHSL.

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

KonrpaxtNe 0320100030814000018-45081 ot 09.09.14 Ne 48609744, No62096196, No
48958910, Ne 45829305, 6eccpouHo);

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

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

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

OcCHOBHbBIE HCTOYHUKH:

1. Joponuna, JI. A. JlIokyMeHTallMOHHOE OOECTIEUEHUE YIIPABICHUS ;| YUEOHUK U MPAKTUKYM
/ JI. A. Hoponuna, B. C. UputukoBa. — M.: Opaiit, 2019. [DnekrpoHHsbIil pecypc].- Pexum
noctyna: https://biblio-online.ru/bcode/438586

2.11lyBanoBa, H. H. JlokyMeHTanimoHHoe o0ecrieueHre yrnpaBieHus : y4eOHUK U MPAKTUKYM
/ H. H. IllyBanoBa. — M. : IOpaiit, 2019.[Dnexrponnsiii pecypc].- Pexxum noctyna: https://biblio-
online.ru/bcode/433679

3.Kopsees, U. K. JlokymeHTanmonnoe obecnieueHue yrnpasieHus + Tectel B ObC : yueOHUK
u npaktukymMm / U. K. Koprees, A. B. [lmenko, B. A. Mamypues. — 2-e u3a., nepepab. u fomn. —
M.: FOpaiit, 2019.[DnekTponHbIit pecypc].- Pesxum moctyna:https://biblio-online.ru/bcode/438491
JlonoTHUTeIbHbIC HCTOYHUKH:

1. I'pozoBa, O. C. [enonpou3BoJACTBO : YydeOHOE TMOCOOMEe [t  CPETHEro
npodeccuonansHoro obpazoBanus / O. C. I'posoBa. — M.: Opaiir, 2019.[DnekTpoHHbII
pecypce].- Pesxxum noctyma: https://biblio-online.ru/bcode/438791

2. Ulysanosa, H. H. OcHoBbl nenompousBoacTBa :yd4eOHMK W mnpaktukym / H. H.
[Iyeanosa, A. 0. UBanosa ; mox obm1. pen. H. H. [llyBamoBoii. — 2-¢ u3n., mepepad. u qom. —
M.: IOpaiit, 2019.[DnekTponHsIii pecype].- Pexxum nocrymna:https://biblio-online.ru/bcode/439063

3. JloxymenToBenieHne : yueOHUK u npakTukyM / JI. A. JloporuHa [u np.] ; mox pex. JI. A.
JoponuHoit. — 2-e u3a., nepepad. u gon. — M.: HOpaiir, 2019.[DnexTponHslil pecypc].- Pexum
noctyna: https://biblio-online.ru/bcode/433551

4. Jlenonpou3BOACTBO [D7eKTpOHHBIN pecypc]. - Pexum JIOCTyTIA:
https://www.elibrary.ru/title_about.asp?id=8645
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3. KOHTPOJIb M OIIEHKA PE3VJbTATOB OCBOEHUS YYEBHOM

JUCIHUIIVINHBI

Kontposne u oueHka pe3yabTaTOB OCBOEHUS Y4E€OHOM AUCHMILIMHBI OCYLIECTBIISIETCS
mpernojaBaTesieM B Ipollecce MPOBENSHUS NPAKTHUECKUX 3aHATUNH W J1abopaTOpHBIX padoT,
TECTUPOBAHUS, a TAKXKE BBINOJHEHHUS OOYUYAIOIIMMUCS WHAWBUAYAJIBHBIX 3aJaHUH, MPOEKTOB,

HUCCIIENOBAHUMN.

PesyabTaTsl 00yyeHus
(ocBOEHHbIE YMEHHUS, 3HAHMS)

®opmMbI U METOAbI KOHTPOJISI M OLIEHKHU
pe3yJbTaTOB 00yUYeHHUsI

B pe3ynbpTaTe 0CBOCHHS AUCIUILUTMHBI
00yyaromuiics 10JKeH YMeTh:

- ohopMIIATH OpraHU3aIMOHHO-
pacropsiiuTeIbHbIC JIOKYMEHTBI B
cootBeTcTBUM C AercTByromum 'OCTowm;

- OCYIIECTBIISATH 00pabOTKY BXOJAIIUX,
BHYTPEHHUX M UCXOAAIIUX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHCHUEM;

- 0(hOpMIISATH JOKYMEHTHI [Tl Tiepeaun
B apXUB OpraHU3ALNH

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

Omnenka Jok1a10B 110 TeMaM: «CriocoObl
JOKYMEHTUPOBAHU;

«OprrexHuka, ucnojib3yemas B padore
oucay; «Bo3moxHOCTH
aBTOMATH3MPOBAHHBIX CHCTEM
JIOKYMEHTAIMOHHOT'O 00eCIIeyeHUs
ynpaieHus»; «OcodeHHOCTH 0pOopMIIeHUS
OpraHU3alMOHHBIX TOKYMEHTOB: YCTaB,
JOJDKHOCTHAS! HHCTPYKITHS, TTPaBHIIa
BHYTPEHHET0 TPYJ0BOT'O paclopsIka, ITaTHOe
pacnucanue»; «OcoOeHHOCTH 0(OpMIICHUS
yKa3aHUsl, paCHOPSDKEHUS, IOCTAHOBIICHUST U
pemenus»; «KoMmbroTepu3arms
JTOKYMEHTO0000poTa»: «Opranuszaius paboTsl ¢
JTOKYMEHTaMH, UMEIOIIUMU TPH(Q OTpaHUYCHHS
JOCTyIay

B pe3ynbTare 0CBOCHUS JUCHUILIMHBI
OydJaromuiics J0JIKeH 3HATh:
- TOHSTHE JOKYMEHTAa, €ro CBOWCTBA,
CIOCOOBI TOKYMEHTHPOBAHUS;
- TpaBUjIa COCTaBJIEHUS U OPOpPMIIEHUS
OpraHU3alMOHHO-PACTIOPAIUTENBHBIX

JIOKYMEHTOB
(OPD);

- CHCTEMY W THUIIOBYIO TEXHOIIOTHIO
JIOKYMEHTAI[HOHHOTO obecrnieueHHs
ynpasnenus (JJ0VY);

- OCOOCHHOCTH JIEJIONPOU3BOJCTBA I10
oOpareHusM TpaxkJaadH U KOH(PHUIECHIIUATHEHOTO
JIETIONIPOU3BOJICTBA

Ormpocsl 1o BCEM TeEMaM;

KoHTposibpHOE TecTUpoBaHKE MO pasienam
«JlokymeHTHpOBaHUE» U «OpraHu3anus
paboThI C TOKYMEHTAMI;

3acirymmrBaHue JOKIIAZ0B M UX OI[CHKA
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MHNHOBPHAYKHN POCCHUU
BJIAJJMUBOCTOKCKHWI I'OCYJIAPCTBEHHBIN YHUBEPCUTET

KOMIUIEKT
KOHTPOJIbHO-OLIEHOYHbLIX CPE/ICTB

Oll.13 JIOKYMEHTAII[HOHHOE OBECIIEYEHUE
YIIPABJIEHUA

40.02.01 ITpaBo u opranu3aius CoOIMaIbHOI0 00eCTICUYEeHUS

bazoBas IIOATrOTOBKA

3aounas ¢hopma oOydeHuUs

Bmagusoctok 2023
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KOMITIEKT KOHTPOIBHO-OIICHOYHBIX CPEJICTB pa3paboTaH Ha OCHOBE pabodell MpOorpaMMbI
yueOHOM nucHuIuMHbl DenepalbHOT0 TOCYJAapCTBEHHOTO 00pa30oBaTENIbHOTO CTaHAapTa IO
CHEIHUAILHOCTH  CpelHero  mpodeCCHOHATbHOIO  00pa3oBaHHsS  MPOTPAMMBI  MOATOTOBKHU
cnenmanucroB cpeaHero 3BeHa 40.02.01 TIpaBo u opranw3amusi COIHMAIBLHOTO OOECIEYCHUS,
YTBEP)KJICHHOTO MprKa3oM MuHucrepcTBa oopazoBanus 1 Hayku PO Ne 508 ot 12 mas 2014 rona.

Pa3zpaborana:

ABxumoBuu JI.U., mpenogaBaresp BhICIIEH KATETOPUU KOJUIEKA CEpBHUCA U JU3aiiHa

Paccmotpena na 3acenanuu UMK FOpuanyeckux AUCHUIUIMH
[Tporoxon Ne 9 ot «12» mas 2023 r.

[Ipencenarens IIMK FO/]
,72’/" (0.H. CemeHIOK
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1 O0mue cBenenus

KontponbHo-orieHounble cpenctBa (naee — KOC) npenHa3sHavyeH sl KOHTPOJIS U OIICHKH
00pa3oBaTeNbHbIX JOCTHXKEHUM OOy4YaloIMXCs, OCBOMBIIUX MPOrpaMMy y4eOHON JUCHUTLIMHBI
OIl.13, JlokyMeHTallMOHHOE 00ECTIEUEHNE YIIPABJICHMUS.

KOC pa3paboranbl Ha OCHOBAHHH:

— OCHOBHOU oOpasoBarenbHol mporpammbl CIIO mo cnemumanpHOocTH 40.02.01 IIpaBo u
OpraHu3alHs CONUATLHOTO 00ECIICUCHUs

— paboueli mporpamMmbl y4eOHOW JIUCHMUIUIMHBI /[oKyyMeHmayuonHoe —obecneueriie
VApaeneHusl

dopMoi TPOMEKYTOUHON aTTECTAIIUU SABIACTCS OU)hepeHyuposantbiil 3a4en.

Kon Kon
OK, IIK | pe3ynbpTaTa HanmenoBanwne
o0ydeHms
K 1.1- V1 oopmieHHe OpraHU3alMOHHO-PACTIOPSAUTENFHBIX TOKYMEHTOB B COOTBETCTBUHU
1.4 ¢ aeiictByrommmM ['OCTom
I[IK 1.6 v ocyImiecTBIeHne 00pabOTKN BXOAAIINX, BHYTPEHHUX M MCXOJSAIINX JOKYMEHTOB,
OK 1-5, KOHTPOJIb 32 UX UCIIOJHEHUEM
OK 8§, 9 V3 o(opMIIEHHE JIOKYMEHTOB ISl TIEPEIaYi B aPXUB OPraHu3aiiu
31 MOHATHE JOKYMEHTA, €r0 CBOWCTBA, CIIOCO0BI JOKYMEHTUPOBAHHUS
39 3HAaHWE TIPAaBWJ COCTaBJICHHS W  OQOPMIICHHUS  OpraHHU3AI[MOHHO-
pacnopsauTensHbIX JokyMeHToB (OPJI)
33 3HAHWE CHCTEMBI M THUIIOBOM TEXHOJIOTHU JOKYMCHTAITUOHHOT'O O6€CHC‘IGHI/IH
ynpasienus (JOY)
34 3HAHUE OCOOEHHOCTH JIETIONPOM3BOJCTBA IO OOpaIleHWsM TpaXIaH H
KOH(HMICHIMAIBHOIO AEJIONPOU3BOACTBA

2 Pacnipenesienrie TUIIOB KOHTPOJIbHBIX 3aJaHUI 110 3JIeMEHTaM 3HAHUH U
YMEHUI, KOHTPOJIUPYEMBbIX B pouecce u3yueHus

Kox TuI OLIEHOYHOTO CpeACTBa
pesyBTaTA Coneprkanue yueOHOr0 MaTepuaa =
o0OyueHus (Tembr) Tekyuuii KOHTPOJIb POMOKYTOUHAA
aTrrecraiuia
31 Tema 1.1 OcHOBHBIE TOHATHS, LN, 3a1aU1 1 + +
MPUHIUIIBI IOKYMEHTAIIMOHHOTO 00ecreueHus
yIpaBIeHUS
32 Tema 1.2 Yauduxanus u crangapTH3aUs + +
JIOKYMEHTOB. bl1aHKH TOKYMEHTOB
33 Tewma 1.3 TpeboBanust kK 0popMIIEHHUIO + +
OpraHU3alMOHHBIX JIOKYMEHTOB
Tewma 1.4 TpeboBanust K 0pOpPMIIEHHUIO + +
pacnopsIUTENbHBIX IOKYMEHTOB
Tewma 1.5 TpeboBanust kK 0popMIIEHHUIO + +
CIPaBOYHO-UH(OPMAIIMOHHBIX TOKYMEHTOB
34 Tema 2.3 Opranusaiust paboTsl ¢ + +
oOpaleHus MU TPpaK/IaH U KOH(DHUICHIIMATBHOTO
JIEJIOTIPOU3BOJICTBA

16



3 CTpyKTypa KOHTPOJbHBIX 32IaHUM
3.1 TecToBbIE 3aaHUs 110 TEMaM

Bapuant Ne 1

1. JIokyMeHT - 310

A. 3adukcupoBaHHas HH(OPMALIUA HA MaTEPUATBHOM HOCUTEIE
b. maTepuanbHbIil 00BEKT AJIs Iepeaaun uHHOpPMAaLUU

B. 3aduxcupoBanHas Ha MaTepralIbHOM HOCUTENE HH(OpMAIHS C
PEKBU3UTAMH, TTO3BOJISIONIMMU €€ HACHTU(PUIIPOBATD

I'. 3aduKcupoBaHHBIC PEKBU3UTHI HA MaTEPUATIHLHOM HOCHTENE IS
nepeaadu

2. YyerHas QyHKIUS JTOKYMEHTa XapaKTepU3YeT:

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 1OKyMEHTOB
B. y4eT noKkymeHTOB I'. XpaHeHne TOKyMEHTOB

4. Tlo cTeneHu CIOXKHOCTH IOKYMEHTHI ObIBAIOT:

A. mpocTbIe

b. TunosnIe

B. unauBuyanbHbIe
I'. nelicTBUTEILHEIE

5. IlpuBeaenue yero-nubo 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
MUCBMEHHOTO JOKYMEHTA — 3TO:

A. popmyIsap TOKyMEHTa
b. ciucok nokyMeHTa

B. 6mank nokymeHTa

I'. nepeueHb 1OKyMeHTa

9. Ha kakux ¢opmarax Oymaru HM3roTaBJIUBAIOTCS OJIAHKU?
A. Al b. A2 B. A3 I'. A4

10. B kakoii yacTu JUCTa pacloyOkKeH yriIoBOW mTamn OjiaHKa?

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

11. BeiOpath npaBuiIbHO HAMMCAHHYIO ATy ITUGPOBBIM 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. pe3osronus pykoBoaUTENS
I'. Bu3a cornacoBanus
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13. BayTtpennee coriacoBaHue oQpopMIIsIeTCs:

A. pezomtonen

b. rpucdom cormmacoBanus B. rpudom yTBepKICHUS
I'. Bu30M coriacoBaHus

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

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

. 11t pemieHust NOCTABJICHHBIX 3a7a4

15. JIokyMeHT, yCTaHABJIMBAIOIIHNKI TOTKHOCTHOM COCTaB paOOTHUKOB U
€ro YMCJIEHHOCTb, Ha3bIBACTCS:

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

16. K pacriopsaiuTeIbHbIM JIOKyMEHTaM HE OTHOCHUTCS:
A. pelieHue b. mpuxkas B. yka3zanue I'. monoxenue

17. B TekcTe pacnopsKEeHUsI HPUMEHSETCS CIIOBO:

A. IpuKa3bIBaIo
b. 00s13b61BaI0
B. npennarato
I'. Bo3nararo

18. JloroBOp cUMTaETCs 3aKJIFOUEHHBIM, €CIIU:

A. MeXay CTOpOHAMHU JOCTUTHYTO COTJIAIIIEHUE TI0O OCHOBHBIM YCJIOBUSIM
JI0TOBOpa

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

B. Mex 1y cTopoHaM# TOCTUTHYTO COTJIAINIEHUE TI0 BCEM  YCIIOBHUSIM
JI0TOBOpa

['. MeX 1y CTOpOHAMH JOCTUTHYTO COTJIAIIEHUE TI0 OOJIBITUHCTBY YCIOBUI
JI0TOBOpA

19. OCHOBHBIM TOKYMEHTOM, PETIAMEHTUPYIOIIHUM paboTy C
JIOKyMEHTaMHU, SIBJISIETCSI:

A. monoxenue o ciayxoe JIOY

b. monoxenue o6 opranuzamnuu

B. nnctpykuus o JJOY

['. nomKHOCTHAS HHCTPYKIIHS paOOTHHUKA
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20.Peructpanus — 3T0:

A. IPUCBOCHUE OTMPABIIEMOMY JOKYMEHTY HOMEpa
b. 3anuch y4eTHBIX TaHHBIX IO YCTAHOBJICHHOM opme
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 BOIIPOCHI PELIECHBI 110 CYIIECTBY
I'. IOKyMEHT OoTHIpaBJieH aapecaTry

22. KeM yCTaHaBIMBAIOTCS UHAUBHUYAJIbHBIE CPOKU UCIIOJIHEHNUS

JIOKYMEHTOB?
A. UCTIOJTHUTEJIEM JOKYMEHTA b. pykoBoautenem opranuzanuu
B. xanuensipuen B. nmuniom, moanuceiBarOuM JOKYMEHT

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

24. ]lena mOCTOSIHHOTO CPOKa XpPAHEHUS CAIOTCS B APXUB:

A. 1o onucu

b. mo nepeunto

B. no HomeHknarype
I'. mo BemoMocTu

25. KoHKpeTHbIE CPOKU XpaHEHHUS IOKYMEHTOB yCTaHABIIMBAIOTCS:
A. TOCYIapCTBEHHOM CUCTEMOM JTOKYMEHTAIIMOHHOTO 00eCTICUeHUS
YIIPABJICHUS,

b. mepedyHeM THUIIOBBIX JOKYMEHTAJIbHBIX MAaTEPUAJIOB;

B. HHCTpyKIMEN IO AEIONPOU3BOJICTBY;

[. TOCTom.

Bapuant Ne 2

1. AOY pacumdpoBbIBaeTcs Kak:

A. JIOKyMEHTBI, OpraHu3alusl, yIpaBiIeHUsS

b. lokymeHTanmonsoe obecreueHre ynpaBIeHUsI
B. JlokymeHTanpbHOE 00€CTIeueHUEe YIPABICHHUS
I'. lerckoe oOpa3oBaTenbHOE yUpexKICHNE

2. [IoKyMEHTUPOBAaHHUE — ITO:
A. JIBuKeHue TOKYMEHTOB b. Co3nanne TOKyMEHTOB
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B. Yuer nokymeHTOB I'. OTnipaBka JOKYMEHTOB

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

b. YacTe ciayxeOHOro mucbMa
B. ®upmenHsIit 651aHK

I'. Hacth nokyMeHTa

4. CucreMa JOKYMEHTAIIMU — 3TO COBOKYITHOCTh JOKYMEHTOB,
PUMEHSEMBIE:

A. B cdepe ynpaBieHUs
b. B xakoii-mbo chepe nearearHOCTH
B. B nanHOM yupexaeHun
I'. B KOHKPETHOM CTPYKTYPHOM IOJpa3eICHUU
5. Ilo creneHu CIOKHOCTH JOKYMEHTHI ObIBAIOT:
A. mpocTbie
b. Tumnossle
B. mHauBHayanbHbIE
I'. nelicTBUTEIBHBIE

6. B rpyny opraHu3alluOHHBIX JOKYMEHTOB HE BXOJUT:
A. 1Ion0XeHue

b. mratHoe pacnncanue

B. TpynoBO#1 KOHTpaKT

I'. ycras

7. Ha xonnernajibHON OCHOBE U34AOTCS:
A. TIOCTaHOBJICHHS

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

I'. cnpaBku

8. Ciyxe0OHble MMChMa HE UMEIOT PEKBU3UTA!
A. 1ata JOKyMeHTa

b. HauMeHOBaHue BHUJIa JOKyMEHTa

B. 3aronoBok K TeKCTy

I'. moanuce

9. I'ocynapctennsiii repd PD u rep6 cyobekra PD nzobpaxkaercs:
A. Ha TOKYMEHTaX JFOOBIX OpraHu3aun

b. Ha MOKyMeHTax rocy1apCTBEHHbBIX OpPraHU3aAUuN

B. Ha TOKyMEHTaxX KOMMEPUYECKUX OpraHU3alHi

I'. Ha OKyMeHTax M0 YCMOTPEHUIO OpTraHU3aALNH

10. Jlaty 1 perucTpaiiiOHHbI HOMED YKa3bIBAIOT Ha OJIaHKE:
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A. Ha pa3HBIX YPOBHSX b. Ha onHOM ypoBHE
B.. 3aBucuT oT Buja OjaHKa I'. 3aBUCHUT 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 opranuzanuu

b. ITonoxeHue o nepcoHase B OpraHu3alnuu

B. JlojoKHOCTHAs! MHCTPYKLHS paOOTHHKA

I'. UacTpyKuus no AeIONpoOru3BOICTBY B OpraHU3aNU

13. PacniopsiiuTenbHble TOKYMEHTBI HEOOXOUMBI:

A. Jlia peryaupOoBaHus IEATEIBHOCTHU C IPYTUMH OpTraHU3alUusIMU

b. T onpenenieHns Mopsiika Co3AaHus OpraHu3aluy

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. JJomxHOCTHOE JINI0, MOANMCABIIEE MPUKA3a

B. JlommxHOCTHOE JMII0, HanleyaTaBuiee 1 0(hOpMUBLIEE NPUKA3

I'. PykoBoguTens opraHu3annuu

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

B. st co3nanus cBsizei MEKy OpraHu3alusIMy

I'. st uHpOPMAIIMOHHOM JESITEIIbHOCTH

16. OpranuzaimoHHbIE JOKYMEHTHI IEHCTBYIOT:

A. TIOCTOSIHHO CO BPEMEHH CO3AaHUs b. 10 oT™MeHBI UK 3aMEHbI
HOBBIMU
B.. no ycmoTpeHuo opranuzanuu I'. 10 BHECEHUSI U3MEHEHUI

17. Ha ocHOBe eMHOHAYANIS IPUHUMAIOTCS PELICHUS B!
A. IOCTaHOBJICHUAX b. ykazanusax B. nporokonax
I'. pemrenmsx

18. B npukase 1o OCHOBHOM JIESITEIIbHOCTH OTPAKAKOTCH:

A. BCe BaXKHbBIE€ BOTIPOCHI b. pemrenre OCHOBHBIX U
OIEPATUBHBIX 3a7a4
B. rmaBHBIE BOIPOCHI OpraHU3aun I'. dynkmum, crosmue

repe OpraHu3anuein
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19. YacTu TekcTa nmpukasa no OCHOBHOM JEATEIbHOCTH Ha3bIBAIOTCS:
A. KOHCTaTUpYIOIasi U BBOJIHAS

b. pacnopsauTenbHas 1 OCHOBHAs

B. koHcTaTupyromas 1 pacnopsiAuTeNIbHas

I'. BBOJIHaS U TJ1aBHAs

20. KoHTpOap UCIIOTHEHNS TOKYMEHTOB:

A. pelieHne BOIpoca 0 CBOEBPEMEHHOM M KaUECTBEHHOM HCIIOJTHEHUU
JTIOKyMEHTa

b. aHanm3 cy1ecTBa v MOJIHOTHI UCTIOJHEHUS PEIICHUN

B. COBOKYIHOCTB JI€CTBHI, 00ECTIEUHBAIOLIUX CBOEBPEMEHHOE
VICTIOJTHEHNE TOKYMEHTOB

I'. mpoBepka UCIIOMHEHU JOKYMEHTA

21. HomenknaTtypa 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 XPaHEHHUS:

A. IOCTOSIHHOE, JOJTOBPEMEHHOE U BPEMEHHOE

b. nocTosinHOE 1 BpeMeHHoe (710 10 JeT BKIIOYUTENBHO)

B. moctostrHOE 1 BpeMeHHoe (110 10 yieT BKIFOUUTENBHO U cBbIIIe 10 ner)
I'. mocTostnHOE U BpeMeHHoe (cBbiiel 0 ner)

23. TonmuHa KakA0T0 TOMA HE JOJDKHA MPEBBINIATH KOJIUYECTBO JIUCTOB:

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

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

b. nepeuento

B. akty

I'. norosopy

25. DKcnepTHasi KOMUCCHS AEHCTBYET:

23



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! OpPraHU3ALMOHHO-PACTIOPAIUTENBHBIX JTOKYMEHTOB

b. Cucrtema cocTaBlieHHsT OpraHU3allMOHHO-PACTIOPSAIUTEIBHBIX
JIOKYMEHTOB

B. JlIokyMEHTUpOBAaHHUE U OpraHu3alus padoThl ¢ JOKYMEHTAMU
I'. Cuctema opranu3aluy JBUKEHUS OpPraHU3aLMOHHO-
pPacCIopsAAUTENbHBIX TOKYMEHTOB

2. 1OV pacmudpoBbIBaeTCs Kak:

A. IOKYMEHTBI, OpraHu3alusl, yIpaBIeHUe

b. noxymeHnTanbHOe oOecreueHre ynpaBeHUs

B. noxymeHTanmoHHoe obecreueHne ynpaBieHUs
. nerckoe oOpa3oBaTeNbHOE YUpEXKICHUE

3. CrangapTtuzaiusi 0003HaAYaeT:

A. mpoluecc yCTaHOBIIEHHS U IPUMEHEHUs 00pa30B, 3TaJOHOB;

b. mpouecc npumeHeHus nu opopmiieHUss YHU(PULIHUPOBAHHBIX (hopM
JIOKYMEHTOB;

B. nporuecc yctaHoBeHus IpaBuil 00pabOTKH 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-oOpaszent:

A. COBOKYITHOCTh PEKBHU3UTOB PACTIONIOKEHHBIX B ONPEACTICHHON
MOCJICTIOBATEILHOCTH

B. peKkBU3NTHI, pacIoIOKEHHBIC B ONPEICIICHHON TOCIEIOBATEIIBHOCTH B
JIOKYMEHTE

B. COBOKYITHOCTh pEKBU3HUTOB, PACTIOIOKEHHBIX B ONPEACIICHHON
MIOCJICIOBATEILHOCTH JUISl TAHHON CUCTEMBI JIOKYMEHTAIIUN

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

6. /lata He BXOJUT COCTAaBHOW YacCThIO B PEKBU3UT:

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

7. blIaHK JOKYMEHTa COJEPIKUT:

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. oOmwmii 6;1aHK b. 6mank mucema
B. bnank npukasa I'. 61aHK KOHKPETHOIO BH/1a
JIOKyMEHTa

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

10. Bu3bl Ha TOKyMEHTE pacIoararTCs:

A. OT JIEBOTO TOJISl TOCJIE PEKBU3UTA «ITOATHUCHY
b. 110 pekBu3uTa «IOATUCH

B. B JieBOM BepxHEM yTIIy JOKYMEHTa

I'. B npaBOM BEepXHEM YTJIy JOKYMEHTa

11. B opranu3aiiioHHbIX TOKYMEHTAX COJEPKUTCS MHPOPMAIIUS:
A. 0 co31aHUM OpraHU3aIun

b. 00 uadopManMOHHON IEATEIBHOCTH

B. 0 cocTosiHuuU en B OpraHu3aiuu

I'. 0 pemiennu 3a7a4, CTOSAIIUX MEPE OpraHU3aLueH

12. PacniopsiiuTenbHble TOKYMEHTHI HEOOXOIUMBI:

A. nns onpeneneHus NopsaKa oOpasoBaHMs OpraHu3aluu

b. 1ns perynupoBaHus A€ TENBHOCTH OPTaHU3aLUNA U PELICHUS
ITOCTABJICHHBIX 33124

B. nyist perynupoBaHus A€STENbHOCTHA OPTraHU3ALMK 110 padoTe ¢ IPYyruMu
OpraHu3alusIMHU

I'. 1 ¢Bsi3M € IPyTMMU OpTraHU3aALUSIMU

13. Peuienrie nppHUMaETCsl HA OCHOBE:

A. equHOHAYAIUA
b. komternajaprHOCTH
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B. ycTtHOro pacnopspkeHust aIMUHUCTpALUU
['. nokymeHTa BBILIECTOSIIEH OpraHu3aluu

14. O6ocHOBaHUE ueﬂeﬁ, IMPUYNH U3JaHUS IIPpUKa3a U3J1aracTcsa:

A. B KOHCTaTHUPYIOLIEH YaCcTh
b. B OCHOBHOI "acTu

B. B pacniopsauTenbHON YacTh
I'. He yka3piBaeTcs

15. Jomyckaercs He yKa3bIBaTh 3aroJ0BOK:

A. KO BCEM JOKyMEHTaM

b. x moxymenTtam dopmara A5

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

16. JlIokyMeHT, ajpeCOBaHHbBIN PYKOBOJUTEIIO U MHGOPMHUPYIOLIUN €ro 0
CJIOKUBIIEHCS CUTYaALIMM, COJIEP KAl BBIBOJIBI M MPEIJIOKEHUS aBTOpPa,
Ha3bIBACTCA:

CITy€OHOM CIpaBKOi
CITy>KeOHOM 3aIuCKOM
JTOKJIQJTHOM 3aIIMCKOU
OOBSICHUTEIHLHON 3aITMCKOMN

am e

17. JJokyMeHT, COCTaBICHHBIN HECKOJILKUMHU JIMIIAMHU JIJISI TOATBEPIKICHUS
(bakTOB UM COOBITHI, HA3BIBACTCSI:

CIIPaBKOU
MPOTOKOJIOM
CITy>kKeOHOM 3aIUCKOM
aKTOM

oW

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. yka3bIBaeTcsi JOKHOCTD MpEACcCEaaTeNs] KOMUCCUU

I'. yka3pIBaeTcsi JOIKHOCTD MPUCYTCTBYIOIINX YJIEHOB KOMUCCUU
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20. Pa3paboTka HOMEHKJIATYPhI I0JKHA TPOBOJIUTHCS:

A. B TeUEHHE BCEro rojia

b. B yeTBepTOM 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'. nst coorBercTBUst ['OCTy

22. HoMmeHkaTypa el yTBEPKIACTCS:

A. PYKOBOIUTEJIEM yUPEKICHUS
b. skcnepTHON KOMHUCCHEN
BBILIECTOSILIEH OPraHU3alu

B. T'ocapxusom

I'. BHUMJOAL

23. HomeHkJaTypa MOXKET ObITh:

. CPOKOBOM
VMHJIUBUIYaJIbHOMN
CTaHJIAapPTU3UPOBAHHOMN
YHUPUIIUPOBAHHOM

=W

24. 3anpemaercs NOAIINBATH B €10 JOKYMEHTHI:

. KOJUIETUAJIbHBIX OPTaHOB;
IOJIJIEXKAIIME BO3BPATY;

. BBIIIECTOSIINX OpraHU3alnl;

OpPraHOB BJIACTH U YTIPABJICHUS

W

25. OT™MeTKA O MOCTYIUICHUU JJOKYMEHTA B OPTAaHU3AIMIO PACIIOIAraeTCs:
A. Ha TMLEBOU CTOPOHE MEPBOIO JIMCTA BHU3Y CIIpaBa

b. Ha 060pOTHO¥ CTOPOHE MEPBOTO JTUCTA BHU3Y CITpaBa
B. Ha nuueBO CTOPOHE MEPBOTO JIMCTA BHU3Y CJIEBA
I'. Ha 060POTHOM CTOPOHE MEPBOTO JTUCTA BHU3Y CITpaBa

3.2 UToroselii TECT

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 YUPEKJICHUU;

') B KOHKPETHOM CTPYKTYPHOM MOJpa3/IeICHHH.

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

0) HEOOXOIMMBIX JJIs1 JAHHOTO BH/Ia JIOKYMEHTOB;

B) PaCIIOJIOKEHHBIX B OINPEACICHHOM MOCIIeI0BATEIIHHOCTH;

I') IOCTOSIHHBIX.

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

0) TUMOBKIE;

B) UHAUBUYAJIbHBIE;

T)ICHUCTBUTEIIbHBIE.

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

0) SKCIIETUIINH;

B) apXHUBa;

T') TPYIIIIBI IO CYETY U PETUCTPAIIUU KOPPECIIOHACHITUH.

6. [TouTOBBIN agpeC B PEKBUBHUTE «AIPEcaT» yKa3bIBACTCA:
a) BO BCEX JOKYMEHTaX;

0) pa3oBOMY KOPPECIIOH/ICHTY;

B) BBIIIECTOSALIMM OpraHU3ALMIM;

') OpraHaM BJIACTH U YIIPaBJICHUS.

7. B cimyyae OTCYyTCTBHUSI JOTKHOCTHOTO JIMIA TPU MOANMUCAHUU JOKYMEHTA
a) IpOCTABJISIETCA Kocasi YepTa nepei yKka3aHhueM JOJIKHOCTH;

0) mpocTaBIISIETCS MPEJIOT «3ay;

B) IIPOCTABIISAIOTCS cl0Ba «3am.», «1.0.»;

T') HUYETO HE MPOCTABISAETCS.
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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 M0 JIMYHOMY COCTaBY;

T) CIIPaBKH.

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

0) Ha4YaJIbHUKOM OT/IeJIa KaJpPOB;

B) IOPUCKOHCYJIBTOM;

I') CEeKpeTapeM.

11. Cnyxe0OHble MUChMa HE UMEIOT PEKBU3UTA!
a) pe30JIIoIHS;

0) Ha3BaHHE BHUJIA;

B) CChUIKA HA UHJICKC U JIaTy;

T') OTMETKA 00 UCITOJTHUTETE.

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) OJTHOBPEMEHHO;

0) MOTYT UMETb CBOM CPOKH;

B) BBIMOJTHSIOTCS MTOATAITHO;

T') BBITIOJIHSIFOTCSI TIO CTETIEHU BaKHOCTH.

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

0)10 ner;

B) 75 1er;

r) 100 ner.

15. TTuceMmo, coaepikaiiee cooOIIeHre 0 KakoM-I00 GhakTe uiu
MEpPOTIPUATHHU, TTPOTIATAHIUPYIOIIEEe AEATETLHOCTh KAKOW-THO00
OpraHu3alliy, Ha3bIBACTCS:



a) pa3bsICHCHHEM;

0) nHbOpPMaIMOHHBIM;
B) HAIIOMHUHAHUEM;

I') rapaHTUMHBIM.

16. JlIokyMeHT, MOIy4YeHHbIN 110 (hakcy,

a) 00y1aiaeT TakoM Ke IOPUINISCKON CHJION;

0) He oONaaeT IPUANIECKON CHUTION;

B) 00J1a/1aeT IOPUANIECKON CUJION, €CITM UMEETCSI Me4aTh;
T) €CIIi UMeeTCs dIMOIeMa.

17. Ilpuem Ha pabOTy MPOU3BOAUTCS HAa OCHOBAHUH:
a) pacropspKeHHS HadaJbHUKA OT/ACNIa KaIpOB,;

0) TMYHOTO XKeTaHUsl paOOTHUKA;

B) JIMYHOTO 3asIBJICHUS pa0OTHUKA;

r) aBToOHnorpaduu.

18. IIncbMeHHOE corlalieHre MeX 1y OpraHu3aluei U YaCTHBIM JIULIOM 00
YCTaHOBJIEHUH TPYJOBBIX OTHOLIECHUI Ha3bIBAETCA:

a) TPYZOBBIM KOHTPAKTOM;

0) KOMMEpPYECKUM KOHTPAKTOM;

B) TPYAOBBIM JOTOBOPOM;

I') KOMMEPYECKUM JOTOBOPOM.

19. I1pu yBOIBHEHUM aIMUHUCTpAIMs 00s13aHa BbIJATh TPYIOBYIO KHUXKKY:
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 padboTYy;

B) YCTaHOBJICHUS TUIHOCTH;

T') 3aBECTH TPYJIOBYIO KHIKKY.

21. Ilpu onpeaenieHnn 0obeMa TOKYMEHTOO00pOTa MOICYUTHIBAIOT:
a) TOJIBKO KOJIMYECTBO OCHOBHBIX JIOKYMCHTOB;

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

T') TOJIBKO KOJIMYECTBO KOMUHN U TyOJIMKATOB.

22. Peructpanusi JOKyMEHTOB:
a) IPUCBOEHUE JOKYMEHTY UHJIEKCA U JIaThI;
0) 3amucCh CBEJCHUI O JOKYMEHTE C MPOCTaBICHUEM UHCKCA U JAaThl;
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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 JIEBOT'O MOJIA MOCTIE PEKBU3UTA «IIOJIUCHY,
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 aueit;

B) 15 nHeit;

r) 30 nHel.

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

0) coOIr0/IeHre CPOKOB UCIIOJTHCHUS,

B) 00a MyHKTA;

') HET IPaBUJIILHOTO OTBETA.

26. OTBeyaeT 3a Ka4eCTBO UCIIOJIHEHUS IOKYMEHTOB:
a) pyKOBOJUTEIIb;

0) nHagansHuK OK;

B) CEKpETaph;

') apXUBapHyc.

27. Kaxnas opranu3anus o0s3aHa UMETh HOMEHKIJIATypy:
a) TUTIOBYIO;

0) UHIUBUYAIIbHYIO;

B) IIPUMEPHYIO;

r) TpadapeTHyIo.

28. HomeHknatypa aen yTBEepKIaeTCs:

a) PYKOBOJIUTEJIEM YUPEKICHUS;

0) SKCIIepTHON KOMHUCCHUEHN BBIIIECTOSIIEH OpraHu3allly;
B) ["'ocapxuBom;

r) BHUNIA.

29. TommmHa Ka)KI0ro ToMa He J0JKHA HMPEBBIIIATh KOJIUYECTBO JTUCTOB:
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) pa3pCIacTCsa UX Bblaadad, ITPHU 3TOM CTaBHUTCA JINCT-3aMCCTHTCIIb,

0) BBIJIaCTCS JICNIO IIETUKOM (CTaBUTCS KapTa-3aMECTUTENh);
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;

T) B YEThIpE dTala.

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

0) repeyeHb;

B) aKT;

I') JIOTOBOP.

BAPHUAHT 2

1. TepMUH «TOKyMEHT» JIJIsl JOKYMEHTOBEIOB 0003HAYAET:
a) CIoco0 J0Ka3aTeNbCTBA;

0) UICTOYHHUK CBEJICHUI;

B) pe3yibTaT oToOpakeHus (akToB, COOBITHIA;

T') HICTOPUYECKUN UCTOYHUK.

2. CrangapTuzanusi:

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

I') TPOIIECC PETUCTPAIUN JOKYMEHTOB.

3. ®opmyiisip-oopasent:

a) COBOKYITHOCTh PEKBU3UTOB PACIIONIOKEHHBIX B ONPEACICHHON
MOCIIEIOBATEIHLHOCTH JIJISl JAHHOTO JIOKYMEHTA,

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

B) COBOKYITHOCTh PEKBHU3UTOB, PACIIOJIOKCHHBIX B ONPEICIICHHON
MOCJIEIOBATEIHLHOCTH ISl TAHHOW CUCTEMBI IOKYMEHTAIINN;

') COBOKYITHOCTh 00SI3aTEIbHBIX PEKBU3UTOB.

4. ITo mecTy COCTaBJIECHUSA:
a) BHyTPEHHUE;
0) TUYHbBIE;
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B) o(UIIHAIbHBIE;
I') CEKpETHEIE.

5. Ha Gnankax opraHuzaiuii ¢ BOCIIpOU3BeACHHBIM ['0Ccy1apCTBEHHBIM
repOboM smOJeMa:

a) MOYKET TIOMEIATbCS B HEKOTOPBIX CIIyYasix;

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) k JokyMeHTaMm ¢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') 3aBEPSAIOT MOAMNKUCHIO TJIABHOTO OyXraiarepa.

8. YcTaB I0pUANYECKOTO JIMIA YTBEPKIAETCS:
a) OpraHaMu rocyJJapCTBEHHOU BIaCTH;

0) yupeauTessiMu;

B) BBIIIECTOSAIIECH OpraHu3aIuei;

I') aKIIMOHEPAMHU.

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

0) MPUBOAATCS KOHKPETHBIE MEPHI TI0 €r0 peaTn3alluu;

B) MOSICHSIETCS COZIEPIKAHUE OT/ACJIHbHBIX MOJIOKEHUI OCHOBHOTO
JIOKYMEHTA;

T') COAEPKUTCA U3JI0KEHUE KaKOro-JIMOO BOIIpOca C BIBOJAMU U
MPEIOKESHUSIMU.

10. JIokyMeHT, aJpeCOBaHHbBIA PYKOBOIUTEIIO0 U UHPOPMUPYIOIIUHN €ro 0
CJIOKUBIIIEHCS CUTYaALUH, COJEP KA BBIBOJIBI U MPEIJIOKEHUS aBTOPa,
Ha3bIBACTCA:

a) CIIy’)KeOHOM CTIIPaBKOiA;

0) ciry>keOHOM 3am1CKOM;

B) JIOKJIQJIHOM 3aIUCKO;

') OOBSICHUTEIHLHOMN 3aIMCKOM;
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11. IIpaBOBO#i aKT, U3jaBa€MbIid WJIM YTBEPKIAEMBIN B LIEIISIX
YCTAHOBJICHUSI TIPABWJI, PETYJIMPYIOIINX OPraHUu3allMOHHBIC, (PUHAHCOBBIC
WJIY CTIEHUAJIBHBIE CTOPOHBI ICSTEIBHOCTH YUPEXKIACHUM, HA3bIBACTCS:

a) [lonoxenuewm;

0) MHCcTpyKITHEH;

B) YKazaHuewm;

r) YcTaBoM.

12. BuzupoBanue npukaza opopmisercs
a) 10 MOJMUCAHMUS;

0) moce moANrMCaHus;

B) BO BpeMsl IOJANHUCAHUS;

I') HET NPaBUIILHOTO OTBETA.

13. Ilpuem Ha paboTy ri1aBHOTO Oyxranrepa 0003Ha4YaeTCss TEPMUHOM:
a) Ha3HAYUTD;

0) MPUHSITH;

B) IIEPEBECTH;

I') KOMaHJIUPOBATbh.

14. JIoKyMEHT, MOSICHAIOIINAN MOJIOKEHUS TJIaHa, OTYETa, HA3bIBACTCS:
a) ciry’)keOHOM CIPaBKOIA;

0) OOBSICHUTENBHOMN 3aIIMCKOM;

B) CTy>K€OHOM 3aIMCKOM;

T) CiIye0HOe MTHUCHhMO.

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

0) MuCcbMa-TIPUTIIAIICHNUS;

B) rapaHTUHHbIE TMCHhMa;

T') MUChbMa-TIPETEH3HH.

16. [Ipuka3bl M0 OCHOBHOM J€ATEILHOCTH O0QOPMIISIOTCS Ha OJIaHKaX:
a) o0uIuX;

0) TpadapeTHbIX;

B) JIOJDKHOCTHBIX;

T) JUIsl TTUCEM.

17. JImanoe nemo paOOTHHUKA 3aBOJAUTCS Ha OCHOBAHUH HaJTHJMS:
a) MpUKa3a Mo JUIYHOMY COCTaBY;

0) TPYIOBOM KHUKKU;

B) B OyXTaJITEpUU JIMIIEBOTO CUETa MO 3apaboTHOM miate;

) pe3loMe.
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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 TEYCHHE TTOJTYTO/1a.

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

0) BPEMEHHYIO;

B) IOCTOSIHHYIO U BPDEMEHHYIO;

') B OpraHax.

20. CBou moxenanus 0 JOJKHOCTH U cpepe AeITeTbHOCTH pabOTHUK
yKa3bIBaeT:

a) B aBToOuorpaduu;

0) B pe3tome;

B) B 3a5IBJICHUM;

I') B IpUKa3e 10 JUYHOMY COCTaBY.

21. Yuer o6bemMa JOKyMEHTOOOOPOTa BEJETCSA C LIEJIBIO:

a) KOPPEKTUPOBKH 3arpy3KH MOJIpa3IeICeHUN U paOOTHUKOB,;

0) JI1s1 IPEIOCTaBIICHUS OTYETA B BBIIIECTOAIILYIO OpraHU3aIuio;
B) JUIsl IPEIOCTABJICHUSI OTYETa B OyXTaJITEPHIO;

T) [JI PEIOCTABIICHHS OTUETA B aJIMUHUCTPALIUIO.

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

a) BU3UPOBAHUE;

0) cornmacoBaHue;

B) 00€ IpoLIeTyPHI;

I') YTBEPKJICHHE.

23. OTBETCTBEHHBIMH 32 UCIIOJHEHHUE TOKYMEHTA B LIEJIOM CUUTAIOTCS:
a) BCE YKa3aHHBIE B PE30JIIOLINH JINLA;

0) yenoBek, ubs pamMuIns yKazaHa IEepBO;

B) YEJIOBEK, Ubs (pamMmiins ykazaHa BTOPOK;

I') YEJIOBEK, Ubsl paMUIIMSI CTOUT MOCIIETHEN.

24. JloroBop Ha MOCTaBKY TOBAPOB JOJIKEH OBITh MOAMKUCAH U BO3BpAIlCH
HE NO3/HEE:

a) 5 nHei;

0) 10 nuei;

B) 15 nHeii;

r) 20 qHEw.
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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 WJIM YYAaCTKY JESTEIbHOCTH;

0) OZTHOTO CTPYKTYPHOTO MOAPA3ACICHUS;

B) C OJITMHAKOBBIM CPOKOM XpaHEHUSI, TOMEIIICHHBIE B OJTHY O0JIOKKY;
T) O JIMYHOMY COCTaBYy.

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

0) B UeTBEPTOM KBapTaJe roja;

B) B IEPBOM KBapTaJie Tofa;

I') B TPETbEM KBapTaje roja.

28. prrIHI/IPOBKa JOKYMCHTOB B JICJIa B COOTBCTCTBUU C HOMGHKH&TYPOﬁ

JIe]1 Ha3bIBACTCSI:

a) yHu(UKanuen;

0) cuctemMaTH3alnueii;
B) (hopMUpOBaHKEM;

) CTaHAapTU3aLKCH.

29. llena yueOHbIX 3aBeficHUN (POPMUPYIOT:
a) 3a KaJeHIapHbIN TOJI;

0) 3a mepuoa O0y4eHHUS;

B) 3a y4eOHBIH TOJ;

T) 3a TpH TOJa.

30. ITo TpeboBaHMsIM OPraHOB CyJia U MPOKYPATYPHI:

a) pa3pemiaeTcs U3bSITHE CAMOTO TIOKYMEHTA;

0) CHUMaeTcs U BbIJAETCS 3aBEpEHHAs KOS,

B) HE pa3peliaeTcsi U3bsITHE CAMOTO JOKYMEHTA,

T') HE pa3peniaeTcs CHUMaTh U BbIJaBaTh 3aBEPEHHYIO KOTIHIO.

31. DkcniepTHast KOMUACCHS AEHCTBYET:

a) IOCTOSIHHO (B TEUCHHE T0J1a);

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

I') BBIOMpaETCs B Hauajie YeTBEPTOTrO KBapTasa.

32. Jlena NOCTOSIHHOTO CPOKa XPAHEHUS CIIAIOTCSI B APXUB:
a) Mo OIUCH;
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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 OPJ] He BxoAAT:

a) OpraHu3aIMOHHbIC JOKYMEHTHI;
0) puHaHCOBBIC TOKYMEHTHI;

B) HOPMaTHUBHBIC IOKYMCHTHI,

I') IOKYMEHTHI 110 KaJIpam;

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

0) TUMOBKIE;

B) CJIO’KHBIE;

T) cITy’KeOHBIE.

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

0) opraHu3aIMOHHO-PACTIOPAIUTEIHHON JOKYMEHTAINY;

B) OAHKOBCKOMW JTJOKyMEHTAITUH;

I') OTYETHO-CTATUCTUYECKOM TOKyMEHTALIUH.

5. DMmbneMa opraHu3aliu:

a) 3aMeHseT HAMMEHOBAaHUE OpTaHU3aIlNH;

0) 3aMeHsIeT n300pakeHue repoa;

B) 00JIeTYaeT MOUCK JTIOKYMEHTA;

T') MPEJCTaBISET HAa MEKITYHAPOIHBIX BHICTABKaX.

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

0) TMCTOB YKa3bIBACTCS;

B) JINCTOB YKa3bIBAETCS B UCKIIOYUTEIBHBIX CITydasix;

T') JUCTOB YKa3bIBAETCS 10 UHUIIMATUBE OTIPABUTEISL.

7. KOpunuyeckyto cuiny TOKyMEHTY MPUIACT:
a) rpud COrIacoBaHUS;
0) rpud yTBEpKIACHUS;
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B) PE30JIIOLMS PYKOBOIUTES;
I') BU3a COrJacoBaHUsI.

8. HopmaTHBHBIE aKThl, OIPEAEIIAIOIINE TOPSA0K 00pa3oBaHus,
CTPYKTYpPY, QYHKINHU, KOMIETEHLINIO, 00A3aHHOCTH U OpPTraHU3aLUI0
paboThl, HA3bIBAOTCS:

a) TTOJI0KEHUEM;

0) ycTaBoM;

B) UHCTPYKIIUEH;

T') IITATHBIM PAaCIIUCAHUEM.

9. B pacniopsimuTeNbHBIX TOKYMEHTaX HE PEKOMEHIYETCs YITOTPEOIATh:
a) 00eCIeUnTh;

0) yJIy4IlIUT;

B) BO3JIOXKUTB;

r) pa3paboTarts.

10. JloxymeHT, cOCTaBIEHHBIA HECKOJIBKUMHU JTULAMU JIJIsl TOATBEPKACHUS
(akTOB UM COOBITHI, HA3BIBAETCS:

a) CIIPaBKoOW;

0) MOKJIaaHOM 3aIUCKOM;

B) CTy>K€OHOM 3aIMCKO;

T') aKTOM.

11. Pemienne npuHUMAaeTcst Ha OCHOBE:

a) eIMHOHAYAITHS;

0) KOJIJIETHaTbHOCTH;

B) YCTHOTO PaCIOPSKEHUS aJIMUHUCTPAIINH;
I') IOKYMEHTA BBIIIIECTOSIIEH OpraHU3aIliH.

12. Tloompenne pabOTHUKOB MO pe3yabTaTaM AesTEIbHOCTH OTMEYAETCA:
a) MMPUKA30M MO0 OCHOBHOM JI€ATEIBbHOCTH;

0) MPUKa30M I10 JUYHOMY COCTaBY;

B) pacCIOPSKEHUEM;

I') aKTOM.

13. IIpu npekpallleHny KOHTPaKTa ¢ HAYaJIbHUKOM OT/iejia BHYTPEHHEHN
OXpaHbl UCTIOJIB3YETCSI CIIOBO:

a) YBOJIUTb;

0) 0CBOOOIUTH;

B) [IEPEBECTH;

') 3aMECHUTb.

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

0) TUYHOM TOBEPEHHOCTHIO;
B) BEJIOMOCTHIO;

T') OIUCHIO.

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

0) TaHHOM TeJerpaMMBbl;

B) IPEANPUSATHUS CBSI3U;

T') OTBETHOTO JJOKYMEHTA.

16. HCTpYKIMS TIO J€I0NPOU3BOJACTBY YTBEPKAACTCS:
a) BBIIIECTOSIICH OpraHu3aIuei;

0) cnenuagbHbIM PaclopsAUTEIbHBIM aKTOM;

B) PYKOBOJUTEJIEM CTPYKTYPHOIO ITOAPA3ACIICHHUS;

I') QpXUBHBIM YUPEKICHUEM.

17. 3asBinenue pekoMeHryeTcsi opopMIIsiTh Ha JIKCcTe Oymaru gopmara:
a) A4;
0) AS;
B) A3;
r) A6.

18. B Tpya0BYy10 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 COTPYIHUKOB,;
0) B OT/ACIBHON KapTOTEKE;

B) Y CaMHX COTPYAHHUKOB;

r') B KaOMHETE AUPEKTOPA.

20. IokyMEeHTOOOOpOT-ITO IBUKEHUE JJOKYMEHTA:

a) C MOMEHTA CO3JIaHUsI 10 UCTIOJHEHUS WJIU OTIIPABKU;

0) ¢ MOMEHTA TIOJIYYEHHUS WJIA CO3/IaHUS JO UCTIOJIHEHUS U TTOAIINBKY B
Neo;

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

21. OT™MeTKa 0 OCTYIJIEHUH TOKYMEHTA HE TPOCTABIIAETCS:
a) Ha MPUJIOKEHUAX K JOKYMEHTY;
0) Ha U3BEIIICHUX;
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B) Ha IOKyMEHTAaX C MOMETKOW «KOH(MUACHIINATHEHOY;
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 'CHHOY;

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) TOKHOCTB, (PaMUIIHIO U TelleOH;

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

25. Haubonee panmoHanbsHOM (hOpMOI opraHu3aiiu KOHTPOJIsS
VCTIOJTHEHHUSI SIBIISIFOTCSI:

a) KapTOYKU Ha OyMa)KHOM OCHOBE;

0) KapTOYKH B AJIEKTPOHHOH (hopMme;

B) YMEJIO€ COUETaHue ATUX JIBYX (opM;

I') TUYHBIA KOHTPOJIb.

26. KnaccudukaimoHHbINH CIIPABOYHUK, OTPEEIISIIONTUN TTOPSII0K
pacrpenesieHus JOKyMEHTOB B JI€J1a, HA3bIBACTCA:

a) HOMEHKJIaTypa;

0) OMNuCH;

B) CTaHAAPT;

T) aKT.

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

0) HE BKJIFOYAIOTCS,;

B) [10 YCMOTPEHUIO aIMUHUCTPAIUU;

T') 0 PEKOMEHAAINN paOOTHUKA apXUBa.

28. Ilopsmok popMupoBaHUS AT H3T0KEH:
a) B 'OCTe;
0) B [lepeuHe nOKyMeHTaIbLHBIX MaTEPHATIOB;
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B) UHCTPYKIIMH MO JEIONPOU3BOICTBRY;
I') aKTe nprueMa-fepeaayu.

29. PaciopsauTenbHbIe JOKYMEHTHI (DOPMHUPYIOTCS:
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) ISl YTEHUSI;

0) JI71s1 TOJTHOTO I0CTYIIA;

B) JJI1 YACTUYHOTO JIOCTYTIA;

I') HE BBOJIUTCA.

31. DkcnepTHYI0 KOMUCCHIO BO3IJIABIISET:
a) PYKOBOJUTEIb WIN €r0 3aMECTUTED;

0) npeacTaBUTENIb BEJOMCTBEHHOTO apX1Ba;
B) CEKpETaph;

T') MEHEKED.

32. CyneOHble U CIEICTBEHHBIE JIeJIa U JeJIa M0 JINYHOMY COCTaBy
CHAIOTCA:

a) 0 OJTHOM OMUCH;

0) MO pa3HBIM OIHUCSM;

B) [0 CBOJTHOM OMMHCH;

T') 110 HaKJIaTHOM.

BAPUAHT 4

1. Yauduxkanus o603Ha4aeT:

a) MPOLIECC COTJIaCOBaHUSI IOKYMEHTOB;

0) BBIOOp ONTUMAJIBHOTO Yucaa GOpM U pa3HOBUIHOCTEH TOKYMEHTOB;
B) IPOLIECC YCTAHOBJICHUS U IPUMEHEHHUS CUCTEM JOKYMEHTAIUH;

I') IPOLIECC BU3UPOBAHUS JOKYMEHTOB.

2. PeKBU3UTOM Ha3bIBAETCS:

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

B) HH(OPMAIIMOHHASI OCHOBA JOKYMEHTA,
I') 3JIEMEHT ONPEIEICHHOIO TOKYMEHTA.

3. [lo HauMeHOBaHUIO JOKYMEHTHI OBIBAIOT:
a) MUCbMEHHBIE;
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0) muceMa;
B) aKyCTHYECKUE;
T') UHAUBHUIYJIbHBIC.

4. Tlo hopme opranuzanuu JeI0MPOU3BOACTBA PA3THYAIOT CUCTEMBI:
a) opuIMaIbHyIO;

0) 00s13aTENBHYIO;

B) CMELIaHHYIO;

T') pacopsIUTEIbHYIO.

5. /laTta He BXOIUT COCTaBHOW YaCThIO B PEKBU3UT:
a) rpud yTBep>KICHHUS;

0) rpud cormacoBanus;

B) BU33;

T) ajgpecar;

1) PE30JTFOITHS;

6. Ha noxymeHTax, COCTaBJIEHHBIX KOMUCCHUEH, YKa3bIBAIOTCS:
a) IOJDKHOCTH KOHKPETHBIX JIMII;

0) pacnpeneneHue 00s13aHHOCTEMH;

B) POJIb B COCTABJICHUU JOKYMEHTA;

r) pamMuiInu y4aCTHUKOB.

7. bnank — aTo0:

a) CTaHJAPTHBINA JTUCT OyMarv, Ha KOTOPOM BOCIIPOU3BOAUTCS HH(POPMALIHS
00 OpraHu3aluu-aBTope;

0) cTaHIapTHBIN JTUCT OyMaru ¢ MOCTOSIHHBIMU U TIEPEMEHHBIMU
PEKBU3UTAMHY,

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

I') CTaHAAPTHBIN JIUCT OyMaru, Ha KOTOPOM BOCIPOU3BOASITCS IOCTOSIHHBIE
PEKBU3UTHI OPraHU3aIMU-aBTOPA.

8. Iloa3aKkoHHBIE aKThI, KACAIOIINECS KOHKPETHOTO BOIIPOCA WIH
OTJIEJILHOTO CIIy4asi, HA3bIBAIOTCA:

a) peuIeHus;

0) pacnopsKEHUs;

B) ITIOCTAHOBJICHHUS;

I) IPUKa3.

9. KoHcTatupyronias 4acTh pacopsIuTeIbHOTO TOKYMEHTA:

a) SIBJISIETCST 00S3aTEIBHOM;

0) He sIBIseTCS 00s3aTEIBLHOM;

B) SIBJISIETCS 00513aT€ILHON B MCKITIOUUTEIBHBIX CIIyJasix;

T) SIBJISIETCS 00s3aTEIbHON HA YCMOTPEHUE PYKOBOJUTENS OPTaHU3AIUH.
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10. Tlpu noanucannu akTa JOHKHOCTH JIUIL:

a) YKa3bIBAIOTCS;

0) HEe yKa3bIBaIOTCS,

B) YKa3bIBa€TCS JOJHKHOCTH MPEJICeIaTeNsl KOMUACCHHU;

T') YKa3bIBACTCS IOJDKHOCTD MPUCYTCTBYIOIINUX YJICHOB KOMUCCHH.

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

0) 00s13bIBalO;

B) IpeJiarao;

') BO3JIararo.

12. IIpyka3bl 0 KOMaHIMPOBKAX 3a IPAHMILY, CBSI3AHHBIE C PACXOJOBAHUEM
BaJIIOTHBIX CPEZCTB, 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 CTEHOTpa()UyECKOM OTUETE;

T') BBIIIACKA U3 TPOTOKOJIA.

14. Ccplnka HAa MHIEKC U 1Ty 3aIMO0JHIETCA B TUChbMAaXx:
a) MTHUIIMATUBHOM;

0) rapaHTUITHOM;

B) OTBETHOM;

T') PEKJIAMHOM.

15. Tekcr cimy’eOHOM TenerpaMMbl:

a) 3aBepsIeTCs MeUYaThio;

0) He 3aBepsieTCs MeYaThbio;

B) IOCTAaTOYHO TIOJMTUCH COCTaBUTEIIS;

I') JOCTATOYHO MOATMUCH TJIABHOTO OyXranrepa.

16. TIpu HapyIlIeHUU TIPABHUJI BEACHHS, XPaHECHUS M HCITOJIb30BAHHS
KaJIpOBOI JIOKYMEHTAIIMHA PYKOBOIAMTEIb MOXKET OBITh orTpad)oBaH Ha
CYMMY MHHHMAJTbHBIX OKJIQJIOB:

a) no 10;

0) mo 70;

B) 110 100;

r) no 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. JIn4yHpIN JIUCTOK MO YYETY KaIPOB 3aAMOJIHACT:
a) COTPYAHUK OTJEeJa 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, IPOXOASIINX YEPE3 YUPEKICHUE 32
ONIPENIEIICHHBIN [TIEPUOJ BPEMEHH;

T') KOJIMYECTBO TOKYMEHTOB, IPOXOIAIIMX Yepe3 YUPEKICHUE 3a KBapTall.

21. Ilepenaya TOKYMEHTOB Ha PACCMOTPEHUE PYKOBOACTBY JOKHA
OCYIIECTBIISITHCS:

a) 10 peTUCTPAIINH;

0) rmocie perucTparu;

B) IIOCJIE UCIIOJTHEHUS IOKYMEHTA;

') HE pacCCMaTPUBAECTCS PYKOBOJIUTEIIEM.

22. BHyTpeHHee coracoBanue opopmisieTcs:
a) BUBUPOBAHUEM;

0) rpucdoM coriacoBaHus;

B) Tpu(OM yTBEpKIICHHUS;

T') pe30JIIOIUEH.

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

a) 5 nHei;

0) 10 nueit;

B) 15 nHeii;

r) 30 nHe;
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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 JIMIIEBON U 00OpaTHOWM CTOpOHAX JOKYMEHTA,;

T') TOJIBKO TIOCTIE PEKBU3UTA «ITOJIITHUCHY.

25. JIOKyMEHT CUMTAETCs UCTIOJIHEHHBIM, KOT/Ia:

a) Ha KapTOYKE JIETAeTCA 3aMuCh 00 UCIIOTHEHUH;

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

B) IIOCJIaH OTBET;

T) MOJY4YEH OTBET.

26. HomenkiaTypa MOXKET ObITh:
a) CPOKOBOII;

0) MHANBUYaTHHOM;

B) CTaHAApTU3UPOBAHHOM;

) YHUUIUPOBAHHOM.

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

0) CTPYKTYpHBIX MOJIpa3/IeICHUH;

B) KOPPECIIOHJEHTOB;

) aipecaToB.

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

0) mojsiexaIIre Bo3Bpary;

B) BBIIIECTOSAIIUX OPTaHU3AIU;

') OPraHOB BJIACTHU U YIIPaBJICHUSI.

29. BHYTpeHHSq ONUCH COCTABISAETCS ISl AT
a) CIIOXKHBIX MO COJAEPKAHUIO;

0) 15t BCeX Je;

B) 110 BBIOOPY SKCMEPTHOU KOMHCCHH;

I') 110 BEIOOPY PYKOBOJICTBA MPEAIPUSITHS.

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

a) OJIH TO/I;

0) nBa roja;

B) TPU T'OJ1a;

T) 4eTbIpe rojia.
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31. KoHkpeTHBIE CPOKH XpaHEHUS JOKYMEHTOB YCTaHABIUBAIOTCS:
a) ['ocynapcTBeHHON CHCTEMOM TOKYMEHTAIIMOHHOTO 00eCTIeueHUs
yIpaBJICHHUS;

0) [lepeunem THITOBBIX JOKYMEHTAIBHBIX MAaTEPHUAJIOB;

B) MHCTpyKIMEH MO 1eTONPOU3BOICTRY;

r) F[OCTowm.

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

0) ONUCH CTPYKTYPHBIX MOAPA3AECICHHIA;

B) CBOJHAS OIKCH;

T) TpadapeTu3upOBaHHAS OMHCh.
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KJIIOY K UTOI'OBOMY TECTY

N 1i/m BAPUAHTEI

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

Kpurepuu ouenku:

- OIICHKA «OTJIMYHO» BBICTABIISACTCS O0yJaroleMycs, €ClIu MPaBUIIbHBIX
OTBETOB - 29-32

- OIICHKA «XOPOIILI0» BBICTABJISIETCS O0yYaIOIIEMYCSl, €CJIM TTPaBUIIbHBIX
OTBETOB - 24-28

- OIICHKA «YJOBJICTBOPUTEIHHOY» BBICTABIISETCS OOydYaIOIIEMYCs, €CIU
MPaBWIbHBIX OTBETOB - 19-27

- OIICHKA «HEYJOBJICTBOPUTEIHLHO» » BBICTABISETCS OOydJaromemMycs,
€CJIY MPABUJIbHBIX OTBETOB - MeHee 19

[Ipenonasaresnb JL.U. ABXxumoBU4
(moaruce)
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