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HPUJIOKEHHUE Ne 3
K OOII 1O CIIEIIMAJIBHOCTHU CI1O

38.02.07/ BAHKOBCKOE JIEJIO

KOMILIEKT KOHTPOJIbHO-OLIEHOYHBIX CPEJCTB
JUISI OUEHKHU PE3YJBTATOB OCBOEHUS
YYEBHOM JJUCHUATIMHBI
OIL 11 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPABJIEHUSA

KoMIuiekT KOHTPOJIbHO-OIIEHOYHBIX CPEICTB pa3paboTaH Ha OCHOBE (peepaIbHOTO
rocyJapCTBEHHOTO 00pa30BaTENBHOTO CTaHJAApTa CpeAHero mnpodecCuoHaTbLHOTO
obpaszoBanus 1o crnernuansHoctd CITIO 38.02.07 BankoBckoe jaenmo (yTBepxkieH
npukazoM MuHHCTepcTBa npocBelleHus o Poccuiickoit denepanuu ot 14 HOSOps
2023 1. Ne 856) um paboueit mnporpammbl ydeOHo# muctuuimabl  OI1.06
JlokyMeHTaIlMOHHOE 00€eCcTIeYeHrE YIPABICHHUS.

Opranuzanusi-pazpadotunk: ®I'bOY BO Anraiickuit 'AY



|. IlacmopT KOMILIEKTAa KOHTPOJIbHO-OLIEHOYHBIX CPeICTB

1.1. O61acTh NPpUMEHEHUSI KOMILJIEKTA OLIEHOYHBIX CPEACTB
KoMIUIEKT KOHTPOJIBbHO-OIICHOYHBIX CPEACTB MPeHA3HAUYCH JJIsI OLICHKU Pe3yJIbTaTOB
oOpa3zoBaTeIbHBIX JOCTIKEHHN ydeOHoU mucuumuimabl OIL11 JlokymeHTanmoHHOE

oOecricueHue YIIPaBJICHU.

KOMIUIEKT KOHTPOJILHO-OLEHOYHBIX CPEICTB COICPXKUT 3alaHHs IS MPOBEIACHUS
TEKYIIETO KOHTPOJIS U TIPOMEXKYTOYHOU aTTeCTalnuy B GopMe dK3aMeHa.
1.2. Pe3yabTaThl 0CBOEHHUSI JMCIUILINHBI, MOJIEKALHE POBEPKe

B pesynprare ocBOeHHS Y4eOHOW JTUCIUILIHHEI
obecrieueHne ympaBleHHs OOYYalOUIMHCS JOJDKEH 00JagaTh MpeayCMOTPEHHBIMH
®I'OC no cnernumansHoctn 38.02.07 baHKOBCKOE AENO CIEAYIOUIMMU YMEHHSIMH,
3HAHUSIMH, OOIIUMU 1 TPO(HECCHOHATEHBIMUA KOMITETCHITHSIMU:

OIL11

JIoKyMEHTaIMOHHOE

Pe3yabTaTnl 00y4yeHus:
YMeHUs, 3HAHUS, 001IHE U
npogecCHOHAIbHBbIE
KOMIIeTEeHIIUH

IToxa3aTenu oleHKH
pe3yJbTara

®opmMa KOHTPOJIA U
OLlCHUBAHMS

¥Y1- ocymiecTBasTh NOUCK,
aHaJIM3 U UCIOJIb30BaHHE
HOPMAaTHBHO-TIPABOBBIX
JIOKYMEHTOB B IPUMEHEHUHU K
3agayam JJOY

JleMOHCTpanus yMEHUs
OCYIIECTBIISITH TIOUCK,
aHaJIM3 M UCII0JIb30BAHUE
HOPMAaTUBHO-IIPABOBBIX
JOKYMEHTOB B IPUMEHEHHUH
K 3amadam JJOY

TecTupoBaHue, yCTHBIH OMPOC,
IKCIIEPTHOE HAOIIOICHHE
BBITTOJTHEHUS 33 JaHUI Ha
MPAKTUYCCKUX 3aHATUAX,
9K3aMEH

¥Y2- cocraBiATh 1 0HOPMIIATH
YIPaBICHYECKYIO U
npo¢eCCHOHATBHYIO
JOKYMEHTAIIUIO B
COOTBETCTBUE C HOPMATUBHOMN
6azoii

JleMOHCTpauus yMeHUs
COCTaBJIATh U 0QOPMIIATh
yTIpaBJIEHYECKYIO U
po¢eCCHOHAITBHYIO
JOKYMEHTAIUIO B
COOTBETCTBHE C
HOpPMAaTHUBHOM O6a3oi

TectupoBaHue, yCTHBIN OIPOC,
IKCIIEPTHOE HAOII0IeHNE
BBHITIOJTHEHUS 33/IaHU Ha
MPAKTUYCCKUX 3aHATUAX,
HK3aMeH

¥Y3- ucnonb3oBath
yHU(DULIIPOBaHHBIE (POPMBI
JOKYMEHTOB

JleMOHCTpanus yMeHUs
IIPUMEHSTh CPECTBA
MH(OPMALIMOHHBIX
TEXHOJIOTHI UIsl CO3JaHuUs U
oopMIIEHUS TOKYMEHTOB

TectupoBanue, yCTHBIN OIpocC,
SKCIIEPTHOE HAOII0ICHHE
BBITIOJTHEHUS 33/1aHUN Ha
IIPAKTUYECKUX 3aHATUSAX,
HK3aMeH

Y4 - ocyniecTBIATh JEIOBYIO
NEPENNCKY U MOJIePKUBATh
AIIEKTPOHHBIE KOMMYHUKAIIUH

JleMoHCTpanus ymeHus
MPUMEHSTH CPEJICTBA
MH(OPMAITMOHHBIX
TEXHOJIOTUH I CO3JaHusI U
odopmIIeHUSs JOKYMEHTOB

TectupoBanue, yCTHBIN OIIpOC,
AKCIIEPTHOE HAOII0IeHNE
BBITIOJTHEHUS 3a/1aHUH Ha
MPAKTUYECKHUX 3aHATHUSAX,
9K3aMEH

YS - npumensATh cpencTa
MH(OPMaLMOHHBIX
TEXHOJIOTHH JUIsl CO3/IaHus U
oopmIIeHHs TOKYMEHTOB

JleMOHCTpanus yMeHHs
IIPUMEHSITh CPEICTBA
MH(OPMALIMOHHBIX
TEXHOJIOTHH sl CO3JaHus U
o opMIIEHUS TOKYMEHTOB

TectupoBanue, yCTHBIN OIpoc,
SKCIIEPTHOE HAOIOICHHE
BBITIOJTHEHUS 33/1aHUN Ha
IIPAKTUYECKUX 3aHATUSAX,
HK3aMeH

Y6 - pazbupatbcs B cHCTEME
BHYTPEHHET O
JIOKyMEHTO000poTa
OpraHu3aIH

JleMoHCTpanus yMeHUs
pazbupaTtbcs B CHCTEME
BHYTPEHHET O
JIOKYMEHTO000poTa
OpraHu3aluu

TectupoBanue, yCTHBIN OIIpOC,
IKCIIEPTHOE HAOII0ICHNE
BBITIOJTHEHUS 3a1aHUH Ha
MPAKTUYECKUX 3aHATHUSX,
HK3aMEH




Y7 - oCyliecTBIATh XpaHEHUE
" MTOHUCK JOKYMCHTOB

JleMoHCcTpanust ymeHust
OCYHICCTBJIATh XPAHCHUC U
MOMCK JTOKYMEHTOB

TectupoBanue, yCTHBIN OMpoc,
SKCIIEPTHOE HAOIOICHHE
BBITMIOJTHEHUS 33/IaHUN Ha
MPAKTUYCCKUX 3aHATUAX,
HK3aMeH

Y8 - ucnons3oBars
COBPEMEHHOE IPOTrPaMMHOE
o0ecrnieyeHre B JJIEKTPOHHOM
JOKyMEHTO000poTe

JleMoHCTpanys yMeHUs
UCTIOJIB30BATh COBPEMEHHOE
porpaMMHOe obecrieueHue
B DJICKTPOHHOM
JIOKYMEHT0000pOoTe

TectupoBanue, yCTHBIN OIpoC,
HKCIEPTHOE HAOIIOIeHHE
BBIIIOJIHCHM 3aJaHUH Ha
IIPAKTUYECKUX 3aHATUSAX,
JK3aMEH

Y9 - npoBepATh HATMYKE B
IPOM3BOJILHBIX MTEPBUYHBIX
OyXrajaTepckux JOKyMEeHTax
00s3aTeNbHBIX PEKBU3UTOB

JleMoOHCTpanus yMEeHuUs
MPOBEPATH HATUYKE B
MIPOM3BOJIbHBIX MTEPBUYHBIX
OyXralaTepCKuxX JOKYMEHTax
00s13aTeIbHBIX PEKBH3HTOB

TectupoBanue, yCTHBIN onpoc,
SKCIIEPTHOE HAOIIOICHHE
BBITMIOJTHEHUS 33/IaHU Ha
MPAKTUYECKHUX 3aHSATHUSAX,
HK3aMEeH

¥10- pa3buparbcs B
HOMEHKJIAType e

JleMoHCTpanys yMEeHUs
pazbupatbcs B
HOMEHKJIAType el

TecTupoBanue, yCTHBIN OIpoC,
HKCIEPTHOE HAOII0IeHHE
BBIIIOJIHEHMS 3aJaHUM Ha
IIPAKTUYECKUX 3aHATUSAX,
HK3aMEH

¥Y11- cocTaBisTh aKThl U
CIIPABKH TI0 Pe3yIbTaTaM
BHYTPEHHET0 KOHTPOJISI

JleMOHCTpauus yMeHUs
COCTaBJISITh aKThl U CIIPABKU
10 pe3ysbTaTam
BHYTPEHHET0 KOHTPOJIS

TecTupoBaHue, yCTHBIN OMPOC,
IKCIIEPTHOE HAOIIOICHHE
BBITTOJTHEHUS 33 JaHUI Ha
MPAKTUYCCKUX 3aHATUAX,
9K3aMEH

¥Y12- popmMupoBaTh MPOEKTHI
IPUKA30B M0 IPOBEICHUIO
BHYTPEHHETO KOHTPOJIS

JleMoHCTpanus yMEeHUs
(GbopMHPOBATH IPOESKTHI
MIPUKA30B IO [TPOBEJICHUIO
BHYTPEHHET0 KOHTPOJIS

TectupoBanue, yCTHBIN OIpoC,
HKCIEPTHOE HAOII0IeHE
BBIIIOJIHEHM S 3aJJaHUH Ha
MIPAKTUYECKUX 3aHATHUAX,
HK3aMEH

31 - conepxaHue akTyalbHOU
HOPMAaTUBHO-IIPABOBOU
JIOKYMEHTalluU

JleMoHCTpanys 3HaHUs
COJIepKaHUs aKTyaJIbHON
HOPMAaTUBHO-TIPABOBOU
JOKYMCHTAIIN

TectupoBaHue, yCTHBII
OIIPOC, HKCIIEPTHOE
HaOJroieHue, YK3aMeH

32 - OCHOBHBIE TIOHATHS
JIOKYMEHTAIMOHHOTO
oOecrnieueHus yrnpaBIeHUsS

JleMoHCTpanus 3HaHUA
OCHOBHBIX TTOHATHI
JOKYMEHTAIIMOHHOTO
oOecrnieuyeHus yrnpaBiIeHUs

TecTtupoBaHue, yCTHBIN
OIIPOC, HKCIIEPTHOE
HaOJr01eHUE BBITIOJIHEHUS
3a/IaHUN HA MPAKTHYECKUX
3aHATHAX, DK3aMEH

33 - knmaccudukanuio
YIIPaBJICHYECKUX JIOKYMEHTOB

JleMoHCTpaus 3HaHUS
KJIacCU(PUKAITIHT
YIPABICHYECKUX
JTIOKYMEHTOB

TectupoBaHue, yCTHBIN
OIpPOC, IKCIIEPTHOE
HaOJIr01eHNE BBHITIOJTHEHUS
3aJlaHUM HA MPAKTUYECKUX
3aHATHUSAX, DK3aMEH

34 - mpaBuia cocTaBlIeHUs U
0o(OpMIICHHUS YIIPABICHUYECKUX
JIOKYMEHTOB M BEIACHUS
JIETTIOBOM TMEPENUCKU

JleMoHCTpaus 3HaHUS
MIPaBWJI COCTABIICHUS U
odopmIteHUS
YIPaBICHYECKUX
JIOKYMEHTOB U BEICHUS
JIEJIOBOM MEPENUCKHU

TecTtupoBaHue, yCTHBIN
OIpOC, FKCIIEPTHOE
HaOJIFOJEeHNE BBITOJIHEHUS
3aJJaHUN Ha MIPAKTUYECKUX
3aHSATHSX, SK3aMEH

35- cocraB JOKYMEHTOB
CIICNUAJIbHBIX CUCTEM

JleMOHCTpalus 3HAHUSI
COCTaBa JOKYMEHTOB

TectupoBaHue, yCTHBIN
OIIPOC, HKCIIEPTHOE




JOKYMEHTAIIUU CTCIIUATBHBIX CHCTEM HaOJII0ICHUE BBITIOJTHEHUS
JOKYMEHTAIU! 3aJJaHUH Ha TPAKTUIECKUX
3aHSATHIX, SK3aMCH
36- npaBuiia opraHu3alUN JleMoHCTpanus 3HaHUS TectupoBanue, yCTHBIN
BCEX ATAIOB pabOTHI C MIPAaBUJI OPTraHU3aIUU BCEX OIIPOC, IKCIIEPTHOE
JIOKyMEHTaMHU 3TarnoB paboTHI C HAOITI0/ICHUE BBITOJTHCHUS
JTOKYMEHTaMHU 3aJJaHUI Ha TPAKTHYECKIX

3aHATHUAX, OK3aMCH

37- npuitoskeHus nporpammel | JleMoHcTpanus 3HaHUs
Windows, ucrionb3yemsbie st | TPHIOKCHHH TPOrPAMMBI

peanmsauu 3axay JOY Windows, ucroabszyembie
Ui peanu3auuu 3agaq JJOY

TectupoBanue, yCTHBIN
OIpOC, FKCIIEPTHOE
HaOJII0/IeHUE BBIOJIHEHUS
3a/laHUN HA IPAKTUYECKUX
3aHATUSAX, SK3aMEH

38 - coBpemeHHbIE JleMoHCcTpanus 3HaHUA
nH(pOpMaIMOHHBIE COBPEMEHHBIX
texxonornu 10V WH(POPMAIIMOHHBIX

texHojoruit JIOY

TectupoBaHue, yCTHBIN
OIIpOC, SKCIEPTHOE
Ha0JI10/IEHUE BBIIOJIHEHUS
3aJJaHUH Ha IPAKTUYECKUX
3aHATHX, SK3aMEH

39- hopMBI TIEPBUYHBIX JlemoHcTpanus 3HaHusS POpM
OyXTaaTepCKuX JOKYMEHTOB, MEPBUYHBIX OYXTaITEPCKUX
coJiepKanmx 00s3aTeIbHbIC JOKYMEHTOB, COZEPKALLIX

PCKBU3UTLI IICPBUYHOI'O

00s13aTeNbHbIE PEKBU3UTHI
YUYCTHOI'O JOKYMCHTA

NEPBUYHOI'0 YUCTHOI'O

TectupoBaHue, yCTHBIN
OIIPOC, HKCIIEPTHOE
HaOJr01eHUE BBIIOJIHEHUS
3aJIaHUM HA IPAKTHYECKUX
3aHATHAX, IK3aMEH

JIOKyMEHTA
310- mpouenypa coctaBienus | JleMoHcTpalus 3HaHust OcHOB | TecTpoBaHMe, yCTHBIM
daKTa I10 pE3ybTaTaM MPOLEAYPHI COCTABIIEHUS OIIPOC, IKCIIEPTHOE
WHBCHTApU3allnK, MPOCKTOB aKTa 1o pe3ysbraram HaOJTI0/ICHHE BBITOTHCHHUS

IMPUKA30B IO MPOBCACHUIO

HWHBCHTapHU3alu, MPOCKTOB
KOHTPOJIBHBIX ITPOLCAYP

IIPUKA30B I10 NIPOBEAECHUIO
KOHTPOJIBHBIX IPOLELYP

3a/IaHUM HA MPAKTHYECKUX
3aHATUAX, DK3aMEH

311- npaBuia u CpOKH JleMoHCTpanys 3HaHUs TectupoBaHue, yCTHBII
XPaHCHHA JOKYMCHTOB IIPaBUJI U CPOKOB XPaHEHUS OIIPOC, IKCIEPTHOE
JIOKYMEHTOB HaOJI01eHUE BBITIOJIHEHUS
3a/IaHUM HA MPAKTHYECKUX
3aHATHSX, K3aMEH
OK 09. ITonp3oBaThcs ['oToBHOCTB MOIB30BATHCS DKcnepTHOE Ha0JI0IEHUE U
npodeccuoHaIbHON npogeccuoHaIbHON OLIEHKa JEATeIbHOCTH
JOKYMEHTaIe Ha JIOKyMEHTAaIMel Ha oOyuaroIierocst B mpouecce
roCyJapCTBEHHOM U roCylapCTBEHHOM U OCBOCHMSI yUeOHOMH
HHOCTPaHHOM A3bIKax. HWHOCTPAaHHOM S3bIKaXx. JUCITUITIINHBI
[1IK 2.2. OcyiiecTBasiTh U ['OTOBHOCTH OCYIIECTBIISTh 1 | DKCMIEPTHOE HAOIIOICHUE U
oopMIIATH BbIIAYY oopMIIATH BbIIAYY OLIEHKA JEATeIbHOCTU
KPEIUTOB. KpEIUTOB. oOyuarorierocs B mpouecce
OCBOCHHMSI YUeOHOMH
JUCITUITIINHBI
1.3. MarepuaJbl AJ151 OLIEeHKHA KOMIIETEHIIM i
3aIlaHI/Iﬂ OTKPLITOI'O THIIA
OK 09 IHonb30BaTbest npo¢eccuoHAIbHOIMI TOKYMeHTAaIuei Ha

rocyiapCcrB€HHOM 1 HUHOCTPAHHOM A3bIKAX

1. I[BI/I}KGHI/IC JOKYMCHTOB B OpraHu3anuu ¢ MOMCHTA MX CO3JaHUA WUJIK ITOJIYUCHMU



JI0 3aBEPILIECHUS UCTIOTHEHUS WM OTIPABKHU — 3TO
OrtBeT:

2. ®opma BHYTpPEHHEHN JIE€OBOM MEPENUCKH MEXY MOAPA3ACICHUSIMU OPTraHU3aAINU
WIN JOJKHOCTHBIMU JIMLIAMHU, HE HAXOJAUIUMHUCA B MPSMOM MOJYMHEHUH - 3TO

OrtBeT:

3. CoOBOKYDHOCTb WIMPOKO NPHUMEHSEMBIX B YIPaBICHUU BHJIOB JOKYMEHTOB,
W3/1aBa€MbIX PYKOBOJCTBOM OpPTaHU3ALMH, COAECPKALIUX YIPABICHYECKUE PEIICHMUS,
HaIlpaBJICHHbIE HA peaIU3alUi0 CTOALIMX NEpel OpraHu3aluedl TEeKyIHX U
NEPCHEKTUBHBIX 3aJ1ad, U O00JIAJAIOIIUX IOPUIUYECKON CUIIOW - 3TO

OrtBeT:

4. JlokaJbHBIA OPTraHU3AIMOHHO-TIPABOBON JOKYMEHT, YCTAHABJIMBAIOIIUN JJIS
paboTHHMKa opraHu3anuu (MOApa3/ieNieHus1) KOHKPETHbIE TPYAOBbIC (JOJIKHOCTHHIC)
00S3aHHOCTH B COOTBETCTBHMU C 3aHUMAEMOH JIOJDKHOCTBIO - 3TO

OrtBeT:

5. @enepanbHblli 3aKOH O TOCYAApPCTBEHHOM SI3BIKE, KOTOPBIM PETYJIUPYET
UCIIOJIb30BAaHUE TOCYJApPCTBEHHOTO S3bIKa B pPa3aU4HbIX cdepax o0OIIEeCTBEHHOU
YKU3HU CTPAHBI.

OTBeT 3anucarh LEJIbIM YUCIIOM HOMEpP 3aKOHA.

Ortser:

6. @enepanbHblil 3aKOH, PErJaMEHTUPYIOMNM 00eCTIeUeHHEe 3aIlUThI TIPaB U CBOOOT
YeJIOBeKa W TpakJIaHWHA TpU 00pabOTKe €ro MmepCcoHaIbHBIX JAHHBIX, B TOM YHCIIE
3alIUTHl TPaB HAa HENPUKOCHOBEHHOCTh YACTHOW >XW3HHU, JIMYHYKD U CEMEUHYIO
TalHy.

OTBerT 3anucarh 1EIbIM YHCIOM HOMEpP 3aKOHA.

Ortger:

7. ®enepanbHbIA 3aKOH, PETYJIUPYIONIAA OTHOILICHUS, CBSI3AHHBIE C YCTAHOBJICHUEM,
M3MEHEHHEM M MPEKPAIICHUEM pEXKUMa KOMMEPYECKOMW TalHbl B OTHOIICHUU
uHpopManu,  KoTOopas  HUMEET  JICUCTBUTEIBHYIO  WJIM  TNOTCHIUAJIBHYIO
KOMMEPUYECKYIO [IEHHOCTh B CHJTY HEU3BECTHOCTH €€ TPEThUM JIUIIAM.

OTBeT 3anucaTh LEJIbIM YUCJIOM HOMEp 3aKOHa.

Ortger:

8. denepanbHbIl 3aKOH, PETYIUPYIONIMN OTHOIIECHUS B OOJACTH HMCIOJIb30BaHUS
AJIEKTPOHHBIX MOAIMUCEN MPU COBEPIICHUN I'PAXKIAHCKO-TIPABOBBIX CAEJIOK, OKa3aHUU
rOCYyIapCTBEHHBIX M MYHULMNAJIBHBIX YCIYT, MCHOJIb30BAHUHM TOCYHAPCTBEHHBIX U
MYHUITUTIATBHBIX (PYHKITUH, TPU COBEPIICHUH WHBIX IOPUIUYECKHA 3HAYMMBIX



JEUCTBHM.
OTBeT 3anucarh 1eIbIM YUCIOM HOMEP 3aKOHA.
OrtBeT:

IIK 2.2 OcymiecTBasiTh 1 0QOPMJIATH BbIAAYY KPEAUTOB

1. Kommiiekc B3aMMOCBSI3aHHBIX 3JIEMEHTOB, 00€CTeunBaONNX (PYHKIIMOHUPOBAHUE
npoliecca BbIJaY U 00CITYKUBaHUS KPEIUTOB — 3TO
Otger:

2. JlokyMeHTHpOBaHHass WH(OpMAIKs O B3aUMOOTHOIICHHUSIX (DU3UICCKOTO WIIN
IOpUIUYECKOTO auna c (buHAHCOBBIMU YUPEKICHUSIMU (6ankamw,
MUKPO(HUHAHCOBBIMU OPTaHMU3AIUSAMUA W T.JI.) OTHOCHTEIBHO B3SATHS M IOTAICHUS
KPEIUTOB - 3TO
Ortser:

3. IOpuanueckuii TOKYMEHT, PEryJMPYIOIIUN OTHOLICHUS MEXKAY 3a€MIIUKOM U
KpeIUTopoM (4amie Bcero OaHKOM) TIpH HpeaocTaBieHuu kpenuta. OH
yCTaHaBJIMBACT IIpaBa U 00S3aHHOCTH O00EHX CTOPOH, a TaKXKe yCJIOBHS, Ha KOTOPHIX
OCYIIIECTBIISIETCS] KPETUTOBAHUE - ITO
OrTBer:

4. ®opma olecrieyeHus: UCHOJHEHHS 0053aTENIbCTB, MPU KOTOPOM TPEThE JIMLO
(mopyuutens) Oeper Ha ce0s OTBETCTBEHHOCTH 3a BBIMOJHEHHUE JTOHKHUKOM CBOMX
0053aTeNBCTB TMepe] KPeTUTOPOM - ITO

Otger:

5. AHTOH pemnuia 0OOHOBUTh KOS-KaKyI0 OBITOBYIO TEXHUKY W B3SJI KPEIUT HA CyMMY
48,6 ThIC. pyDO. cpokoM Ha 2 roma W crtaBkoi 17,5% romoBbeix. IloracurenbHbie
IJIaTeXKW BHOCATCS depe3 KakIple 4YeThlpe Mecsamna. Paccuuraiite cymmy,
MOJIC)KAIITYIO MOTAIIEHHIO 32 BECh CPOK KPEIIUTA.

JlonoytHUTENBHOE 000PYI0BAHUE: KATBKYJIISATOD

OTBeT 3amucarh IeIbIM YUCIIOM

Otger:

6. Kcroma kak KJIMEHT HUIIOTEYHOTO OaHKa K MOMEHTY TMOJIYYEHHUS HIIOTEYHOIO
KpeIuTa Hakomuja Ha cOeperatenbHoM cuere 834 Thic. py0. Paccumraiite, Kakyro
CyMMY KpeauTa IOJ| 3aJ0r MOoJydaeMoro >Xuibsi moidyuuT Kcromia, ecnm cymma
HAKOIJICHWM  cocTaBiigeT 25% OT CTOMMOCTM  MOJYy4aeMOTO  KUJbs, a
MPEIOIaraeMoe COOTHOIIIEHNE CYMMBI KpeUTa U CTOUMOCTH 3ayiora coctaBut 70%?
JlomomHuTEIPHOE 000PYI0BAHUE: KATBKYJIATOP

OTBeT 3anucarh 1eIbIM YUCIOM

Otger:

7. Kpemut Ha cymmy 10 Thic. pyO. B3SIT Ha 3 Mecslla ¢ €IMHOBPEMEHHBIM
MOTaIlIEHUEM C MPOIIEHTaMH B KOHIIE CPOKa. B KoHIle cpoka OaHKy ObUIO YIIJIA4eHO



10300 py6. KakoMy mpoleHTy TOIOBBIX C E€IMHOBPEMEHHBIM TOTAIICHUEM C
MPOIEHTaMH B KOHIIE CPOKA 3TO COOTBETCTBYET?

JlomotHUTEIPHOE 000PYTIOBAHHUE: KAIBKYJIISTOP

OTBeT 3anucarh 1EJIbIM YUCIOM

Otger:

8. Ilog kakoif MaKCHUMAaJIbHBIA NPOIIEHT B MECSI] BBITOJAHO OpaTh KpPEAuT NpHU
uHsn 24% ronoBbeIx?

JlononHuTenpbHOE 000pYyI0BAaHHUE: KAIBKYJISTOP

OTBeT 3anucarh LEJIBIM YHCIOM

Ortser:

3agaHus 3aKPHITOr0 THIA

OK 09 IToab30BaThcs NPOGeCCHOHAIBHOM JOKYMEHTallHell Ha ToCyAapCTBEHHOM
U MHOCTPAHHOM fI3bIKAX

1. YKAXKUTE COOTBETCTBUS Mexay MOHATUEM U €TO ONPEACICHUEM: K KaXKI0M
MO3UIMH, JAHHOW B MEPBOM CTOJIOIE, MOAOEPUTE COOTBETCTBYIOIIYIO MO3UIUIO W3
BTOPOTO CTOJIOIA.

(coBmecTuTe UG psl U3 1 cTonduka ¢ OykBaMu 2 CTOJIOMKA)

[TIOHATHUE OIIPEJAEJIEHUE

1. Opurnnan A) BBIIAIOTCS IPU YTEPE WM YHUUTOKEHUU

(MOIJTMHHMK) MOJIJIMHHUKA,;

2. Konus b) xoruu ¢ HeoOXOAMMBIMU PEKBU3UTAMU,
IPUAAIOIIKUMUY UM IOPUIAYECKYIO CUITY;

3. dy6nukar B) nepBble WM €IMHCTBEHHBIE DK3EMIUISIPBI
OoQHIMATIBHBIX TOKYMEHTOB, IOJIITMCAaHHBIE aBTOPOM,;

4. 3aBepeHHas KOs I') yacTu K1OKyMeHTa ¢ yKa3aHHeM, U3 KaKoro
JNOKYMEHTA CJIeJIaHa BBIIMCKA, 3aBEPECHHBIC
JOJKHOCTHBIM JIMIIOM W UMEIOIIME 11€YaTh;

5. Brimucka J1) TOKyMEHTBI, MOTHOCTHIO BOCIPOU3BOISALINE
UH(OPMAIUIO MOJJIMHHUKOB U BCE €r0 BHEITHUE
PU3HAKH, HE UMEIOIINE FOPUINYECKON CUJIBI.

OTBET 3aIMIIUTE B BUJAE ITOCIEI0BATEILHOCTH MDD U OVKB 0€3 MPOo0EI0B U 3aAThIX

OrtBer:

2. YKAXUTE COOTBETCTBUA wmexay BHAOM JOKYMEHTa U €ro
XapaKTePUCTUKON: K KaXJAOW TMO3UIIMM, JAaHHOM B TEPBOM CTOJOIE, MOAOEpUTE
COOTBETCTBYIOIIYIO MO3UIIUIO U3 BTOPOTO CTOJIOIIA.

(coBmectute udpel u3 1 cTondrka ¢ OykBamMu 2 CTOJIOMKA)

Bun nokymenrta XapaKTepUCTUKA JOKYMEHTA
1. UnnuBuayanbHbIe A) BXozsIIHe B KaKyH-JIH00 YHUDHITUPOBAHHYIO




CUCTCEMY JOKYMCHTAIIUH,

2. TpadapeTHsbie b) conepkaHue kaxa0ro J0KyMeHTa UMEET CBOU
0COOEHHOCTH;

3. Tunosele B) co3nanHble 1715 TPYIIIBI OAHOPOIHBIX
NPEIIPUATHN;

4. IlpumepHsble I') ucnone3yrorcst A1t cocTaBieHus: U 0HOpMICHUS

JIOKYMEHTOB 10 aHAJIOTUU
5. YaudunmupoBaHHbIE J1) 4acTh JOKyMEHTa OTIeYaTaHa, a YacTh 3aMOJHICTCS
IIPU COCTABJICHUHU.

OTBeT 3aNMIINUTE B BUJIE MOCIEI0BATEILHOCTH UG 1 OYKB 0€3 MPoOEsIoB U 3alsThIX

OtBeT:

3. YKAXKUTE COOTBETCTBUS mexy TOHATHEM U €T0 OTPEASICHIEM: K KaXKT0H
MO3ULIMH, JAHHOW B MEpPBOM CTOJIOLE, MOAOEPUTE COOTBETCTBYIOIIYIO MO3ULUIO W3
BTOPOTO CTONOLA.

(coBmecTtuTe U@psl U3 1 cTondOuKa ¢ OykBaMu 2 CTOJIOHKA)

IToustne Onpenenenue

1. CoBemntanue A) ®opma, Npu KOTOPOM OCYIIECTBIISETCS JEI0BOE
oO1eHue MEXITY MPEICTaBUTEIISAMU Pa3HbIX
IOPUINYECKUX JIUIT
2. IleperoBopsl b) OOmenue, mnpu  KOTOPOM  YUUTHIBAIOTCS
WHINBUIyaJIbHBIE OCOOCHHOCTH JIMYHOCTH, HO IS
MHTEpeca Jena
3. enoBoe oO1iieHue B) KynerypHoe pedeBoe JeWCTBUE JTHAIIOTOBOTO
XapakTepa, HaIpaBICHHOE Ha CYOBEKT WM OOBEKT KaK
Ha TIApTHEpa KOMMYHHMKAIIUA C TIEJIBI0 COOOIICHHUS
uHpopmaIuu o cede, 0 IPYyrom UM OIIEHKH KOT0-JIH00
WJIH 4ero-amoo

4. PeueBas I') ®opma, mpu KOTOPOH OCYLIECTBISIETCS JI€IOBOE

KOMMYHUKAIHS oOlieHre B IIpejiesiax OpraHu3aluu
OTBeT 3aNMINNUTE B BUJIC MOCIEI0BATEILHOCTH UG 1 OYKB 0e3 MpoOesIoB U 3alsaThIX

OTBeT:

4, YKAXUTE COOTBETCTBUA wmexay BuUIOM JTOKYMEHTa W €rO
XapaKTePUCTUKON: K KaXJIOW TMO3UIIMM, JAaHHOW B TEPBOM CTOJOIE, MOAOEpUTE
COOTBETCTBYIOIIYIO MO3UIIUIO U3 BTOPOTO CTOJIOIIA.

(coBmecTtute mudpsl U3 1 cTonduka ¢ OykBaMu 2 CTOJIOMKA)

Bun nokymenra XapakTepuCTUKa JOKYMEHTA
1. Yka3anue A) Jliia yBeJOMIIEHHSI OTIIPABUTENS O MOITYYEHUU
JIOKYMEHTOB, HEOOXOJMMO €r0 COCTABUTh




2.  CompoBoaurtensHoe | b) PacniopsinurensHas 4acTh TEKCTa HAUMHACTCS
MUCHbMO CJIOBaMH
«00SI3bIBAIOY
3. Pacniopsixenue B) PacniopsiauTenbHast 4acTh TEKCTa HAUMHACTCS
CJIOBaMH
«TpeJIarar YTBEpIUThY
4. [Tucemo- | I') ITucemo, mHpOpMUpYIOITIEE aapecaTta o
MOATBEPKIACHUE HaIpaBJICHUU K HEMY MPUCHIIAEMbIX JTOKYMEHTOB

OTBeT 3aMIIMTE B BHUAC ITIOCJICAO0OBATCIIBHOCTHU I_[I/Id)p u 6VKB 0e3 HDO6CJIOB U 3aIIAThIX

OtBeT:

5. Vkaxure B KakOW IIOCIEIOBAaTEIbHOCTH JIOJDKHBI OBITH  PaCHOJIOKEHBI
HaMEHOBaHUs B OJIaHKe NUMcbMa (uinana OpraHu3anun’?

a) OTKpBITOE aKIIMOHEPHOE OOIIECTBO.

0). (OAO «Cubuedtb»).

B). ®uiman B roposae XaHTbl-MaHCHICKe.

r). Hedrsanas komnanusa «CuOuetoy.

B otBer 3anummTe OyKBbI IPABUIBHOTO OTBETA 0€3 MPOOETOB U 3alAThIX

OTBeT:

6. VYKaxuTe NpaBWIbHYIO TIOCIEIOBAaTEIbHOCTh COCTaBIEHU H  O(QOpMICHUS
OpraHU3alUOHHO-PACTOPSIANTENBHBIX TOKYMEHTOB:

a). CTPYKTypa U IITaTHAas YACICHHOCTb

0). ycTaB opraHu3aiuu

B). HHCTPYKIIMSI 110 JEIOMPOU3BOICTBY

T). YYpEAUTENbHBIN T0TOBOP

1) perJaMeHThl pabOTHI allapara yrnpaBieHUs

B otBeT 3anummTe OyKBBI MPaBUILHOTO OTBETa 0€3 MPOOEIIOB U 3aIATHIX

OTBeT:

7. VYKaxuTe TPaBWIbHYI IMOCIEI0BATEILHOCTh IPOCTABJICHUS PEKBU3UTOB
OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX TOKYMEHTOB:

a). rpud yTBEp>KIEHUS JOKyMEHTA

0). MECTO COCTaBIICHUS WM U3JIaHUS TOKyMEHTA

B). HAMMEHOBAHUE BUIa IOKYMEHTA

T). PETUCTPALMOHHBI HOMEP JOKYMEHTA

7). OTMETKa 00 UCTIOJTHEHUH TIOKYMEHTA 1 HAIIPABJICHUH €T0 B JIEIIO

€). BU3bI COIVIACOBAHUS IOKYMEHTA

B otBeT 3anummTe OyKBBI IPaBUIILHOTO OTBETa 0€3 MPOOEIIOB U 3aIATHIX

OTBeT:




8. VYkaxuTe MNPaBUIBHYIO TIOCIEAOBATEIBHOCTh OUYEPEIHOCTH OCYIIECTBICHHUS
JIOKyMEHTO000poTa:

a) YHUUTOXKEeHUE (WU TIepeiaya B apXuB)

0) yTBEepXK/ICeHHE

B) CO37]aHUE IOKYMEHTa

I') HICTIOJITHCHUE

1) pACCMOTPEHHE U COTJIACOBAHUE

€) KOHTPOJIb UCTIOJTHECHUS

&) XpaHEHUE

3) perucrpauus J0KyMEHTa

B oTBeT 3anumuTe 6yKBBI IPaBUIBHOTO OTBETa 0€3 MPoOEeIOB U 3aMAThIX

OTBeT:

K 2.2 OcymecTBasTh 1 0QOPMJIATH BbIAAYY KPEAUTOB

1. YKAXKUTE COOTBETCTBUSA mexnay ocHOBHbIMU (OpMamMH KpeIuTa M HUX
XapaKTEPUCTUKON: K KaXJOW IO3MIIMM, JTAaHHOM B MEpBOM cTOjOIE, MmoadepuTe
COOTBETCTBYIOILYIO TO3UIMIO U3 BTOPOTO CTOJIONA.

(coBmecTuTe UG psl U3 1 cTonduka ¢ OykBaMu 2 CTOJIOMKA)

@opMBI KpeTuTa NX xapakTepucTrka

1. baHKOBCKMI KpeauT A) JloArocpouHBIl KpeauT, MPEJOCTABISEMBbIA MOJ
3aJI0T HEABMKUMOTO HMMYyIIECTBa (KHIIbA, 3€MJIA U
T.1L.).

2. [loTpeburenbckmii b) HeGonpiime 3aiimMbl, MpenocTaBlI€HHbIE YaCTHBIM

KpEauT JUMUAM WIM MaJbIM OPEANpUSATUSAM, KOTOpbIE HeE
UMEIOT JIOCTyNa K TPaJUIMOHHBIM OaHKOBCKUM
YCIIyTaM.

3. ImoteuHblii KpeauT B) Breigaercs ¢puznueckum auuaMm A NpuoOpeTeHus

NOTPEOUTENBCKUX TOBAPOB U yCiIyr. Bxitouaer Takue
BU/JIbI, KAK aBTOKPEAMUTHI, UTIOTEKA, KPEIUTHBIE KapThl

U T.J.
4. Kommepueckuit kpeaut | I)) D10 OTHOWIEHUS MEXAY TOCYAapCTBOM U
bU3NYEeCKUMU/IOPUTNYECKUMHU JIVLAMH, Koraa

roCyJapCTBO BBICTYMAeT JUOO B POJM 3aEMIIUKA,
a1u00 B KaU4eCTBE KpEIUTOpa.

5. Muxkpokpeaut J) Kpenutr mnpenocTtaBisieTcsi OAHONW KOMITaHUEH
JIpyrol B BUJE OTCPOUYKM IUIaTeX a 3a TOBApbl WIIU
ycayru.  Yacto  BcTpewaeTcs IpU  MOCTaBKax
MPOAYKITUU MEXKTY IPEATPUITUIMU.

6. ['ocynapcTBEHHBIN E) IlpenocraBnsiercs OaHKaMu IOPUIUYECKUM U
KpEJIUT (bU3MYeCcKUM JIMIlaM TOJI OMNPEIEJICHHBIA IPOIICHT.
OOblyHO  HCHONB3yeTCAs Uil (PUHAHCUPOBAHUS
Ou3Heca, MOKYIKH HEJIBM)XUMOCTH, aBTOMOOWJICH U
JPYTUX KPYIHBIX MMOKYTOK.




OTBET 3aIMIINUTE B BUJAE ITOCIEA0BATEILHOCTH 1IM(MD U OVKB 0€3 IP0o0EeIOB U 3aIIAThIX

OtBeT:

2. YKAXKUTE COOTBETCTBUS Mexy OCHOBHBIMHU NPHUHITUIIAMH, JICKAITUMUA B
OCHOBE CHCTEMBI KPEIUTOBAHUS U MX XaPAKTEPUCTUKOM: K KaXIOMW MO3HUIUH, TaHHOU
B [IEPBOM CTOJIOIE, TOJA0EPUTE COOTBETCTBYIOITYIO MTO3UIMIO U3 BTOPOTO CTOJIOIIA.
(coBmecTtute mudpsl U3 1 cTomduka ¢ OykBaMu 2 CTOJIOHKA)

[IprHIMIIBI CHCTEMBI Nx xapakrepuctuka
KpEAUTOBAHUS

1. Bo3BpatHOCTH A) Inara 3a mosib30BaHUE KPEAUTOM B BHJIE
IIPOLICHTOB

2. IlnatHoCTH b) YcraHoBieHHBIN CpOK BO3BpaTa KpeauTa

3. Cpo4HOCTB B) Hcnonp3oBaHue KpenuTa Ha ONPEIEICHHbIE LIETU

4. O0ecreueHHOCTh ') O6s13aTeNnbCTBO 3a€MILIMKA BEPHYTH MOTYUYEHHBIE
CpPEACTBA

5. LleneBoit xapakrtep J) Hanuuue rapanTuil win 3amaora Jjisi CHUKECHUS
PUCKOB KpeIuTOpa

OTBeET 3aUIINTE B BHUAC ITIOCJICAOBATCIIEHOCTH I_[I/Id)D n 6VKB 0e3 HDO6GHOB H 3aIIATBIX

OrtBeT:

3. YKAXKUTE COOTBETCTBUSA wmexnmy BumamMu Kpeautra U €ro CpOKaMH: K
KaX/J0M MO3MLUHU, JAHHOH B TMEPBOM CTOJOLE, MOAOEPUTE COOTBETCTBYIOLIYIO
TIO3UITUIO U3 BTOPOTO CTOJIONA.

(coBmecTuTe HU@psI U3 1 cToNOMKa ¢ OyKBaMu 2 CTOJIOMKA)

BUJIbI KPEJMTA CPOKU KPEJIUTA

1. cpeHEeCPOUHBIN a. 6omee 5 ner

2. TOJITOCPOYHBII 0. 1o 1 roga

3. KpaTKOCPOYHBIH B. 0€3 YCTAaHOBJICHHOI'O CPOKa BO3BpaTa
4. 6eccpoUHbIi r. ot 1 roga go 3-5 ner

OTBET 3aIMIINTE B BUAE ITOCIEI0BATEILHOCTHA MDD U OVKB 0€3 IPOOEI0B U 3aMThIX

OTBeT:

4. YKAXKUTE COOTBETCTBUS mexny OCHOBHBIMUA JJOKYMEHTAMU ISl IOTYYEHUS
KpeANTa U 1EJbI0 UX UCIOIb30BaHUS OaHKOM: K Ka)JI0H MO3UIUH, JAHHOH B IIEPBOM
CTOJIOIE, MOOEPUTE COOTBETCTBYIOIIYIO MO3UIMIO U3 BTOPOTO CTOJIOIIA.

(coBmecTtute mudpsl U3 1 cTonduka ¢ OykBaMu 2 CTOJIOMKA)

JlokymeHT [{ens ncnonb3oBaHust GAHKOM
1. Tlacnmopt rpaxpaanuHa | A) [Tomoraer npoBepuTh NEHCUOHHBIE OTYUCICHUS U




PO TPYJIOBOM CTa)X 3a€MIIMKa

2. UHH b) YnocroBepeHue TMUHOCTH 3aeMIITUKA
(UaauBuayaabHbIN
HOMEp
HaJIOTOIIJIATeIbIIHKA)
3. CHUJIC (CrpaxoBoii | B) Heo0xoaumo B ciydae COBMECTHOTO UMYIIIECTBA
HOMEP WHIAUBHUYAIBHOIO | WJIK KPYITHOU CYMMBI KpEeIUTa

JIMIIEBOTO CUETA)

4. CpaBka 0 10X0/11ax ') Tpebyetcst mpu 0pOPMICHUN UTTOTEYHOTO KpeauTa
(bopma 2-HJIDJT) WJIU KPEJIMTA TMOJ1 3aJI0T HEIBUKUMOCTHU

5. Boennsrit omtet (s ) Ucnionw3yercs i MPOBEPKH HAJOTOBON UCTOPUHU
MY>KUMH MIPU3BIBHOTO 3aeMIIMKa

BO3pacTa)

6. JIokyMEeHT Ha ITpaBo E) Hy>xeH a1t OLIeHKH PUCKOB, CBA3aHHBIX C
COOCTBEHHOCTH Ha BO3MOXHBIM MIPU3bIBOM HAa BOCHHYIO CITYKOY
UMYIIECTBO

7. Cornacue 2K) JokyMeHT JiJisi OLIEHKH TUIaTeKECIOCOOHOCTH
cynpyra/cynpyru Ha 3aeMIIuKa

ITOJTyYEHHE KpEaUTa
OTBeT 3a0UIIKTE B BUJE MOCIEI0BATEIbHOCTH UMD U OYKB 6€3 MpoOesIoB U 3anaThIX

OrtBeT:

5. YKaxkuTe MpaBUIIbHYIO NIOCIEA0BATENBHOCTD IEMCTBUH ITpoLIecca KPEAUTOBAHMUS:
a). Beinaua kpeaura

0). OdopmiieHrE 3asIBKM HA KPEIUT U 3aKIFOUCHUE KPETUTHOTO JJOTOBOPA;

B). AHaIM3 KPEAUTOCIMOCOOHOCTH 3aeMIiluka (OLIEHKAa IJIaTeKECIOCOOHOCTH,
penyTanyu, KpeIUTHON UCTOPHUH)

r). O1ieHKa ¥ perucTpanus 3ajora (eciu TpedyeTcs)

n). [Toramenne 3a10KEHHOCTH M HAYUCIICHHBIX TIPOIIEHTOB

e). KonTtponp 3a nucnonbp30BaHrEeM 1 BO3BPATOM KpEIaHTa

B otBet 3anummre OyKBbI IPABUILHOTO OTBETA 0€3 MPOOETOB U 3aIAThIX

OrtBer:

6. YKaxxuTe NpaBUIIbHYIO MOCIEAOBATEIBHOCTh IIArOB, CBSI3aHHBIX C COCTaBJICHHEM
KPEIUTHON UCTOPUU:

a). Beimuiatel mo kxpenuty

0). [lomydyeHue HOBBIX KPEIUTOB

B). 3aKpbITUE KpeAUTa

r). OTKpBITHE TIEPBOTO KPEeInTa

n). JocTyn K KpeIuTHON UCTOPUU

e). [Ipocpouku u 3a40JKEHHOCTH

k). UcnipaBnenue ommoboK

B oTBeT 3anumunTe OyKBbI IPAaBUIBHOTO OTBETa 0€3 MPoOEIOB U 3aMAThIX



OrtBer:

7. YKaXuTe MPaBWIBHYIO IMOCIIEIOBATEILHOCTh ACHCTBUN OaHKa MPU HEMOTAIlICHUU
KpeauTa GU3NIECKUM JIUIIOM

a). oOpaleHue B cyn

0). 3BOHKH, TUCbMa, DJIEKTPOHHBIE COOOIIICHUS

B). BBIC3/ K JOJDKHUKY, IIPUTIIAIICHAE B OHUC

B oTBet 3anmmmTe OyKBBI IPABUIILHOTO OTBETA 0€3 MPOOETIOB U 3aIATHIX

OrtBer:

8. YKakuTe mpaBUIbHYIO MTOCIEI0BATEILHOCTD IArOB MIPH COCTABJICHUH KPEIUTHOTO
JIOTOBOPA:

a). YcnoBus IpeIoCTaBIeHUs KpeauTa
0). [IpenmeT norosopa

B). ObGecnieueHue Kpeaura

r). OTBETCTBEHHOCTh CTOPOH

n). Onpejnenenne CTOpoH

e). 'paduxk nmoramenus kpeaura

k). [IpaBa u 00s13aHHOCTH CTOPOH

3). [lopsiiok 1 yCIIOBHS BBIIAYN KPEIUTA
n). [lognucanue noroBopa

K). I3MeHeHue u pacTop»KEHUE JI0roBopa

B otBeT 3anummTe OyKBBI MPaBUIILHOTO OTBETa 0€3 MPOOEIIOB U 3aIATHIX

OrtBeT:

2. 3aaHus 1J19 OLlEHKH 00pa30BaTeJbHbIX J0CTHKEHUN TN CIUTIIMHBI
2.1.Texkymas arrecramus.

2.1.1.TeopeTnueckue 3aaHus AJIs1 YCTHOTO OIPoOCa.

Pazgea 1. JlokyMeHTHPOBaHME YIIPABJICHYECKOM AeITEJIbHOCTH

Tema 1.1 Benenne. JIokyMeHT U ccTeMa JOKYMEHTAIIUA

1. UTo MOHUMAIOT MO/ «JIOKYMEHTOM)», KAKOBO €TI0 3HAUYCHHE B YIPABJICHUHU.

2. CpoiicTBa U GyHKUIUU JOKYMEHTA.

3. JlaitTe onpeneneHne TEPMUHA «TOKYMEHTUPOBAHUE.

4. JlaiiTe onpeneneHne TOKYMEHTAIMOHHOIO 00eCIIeueHUsl YIIPaBICHUS .

5. Urto mnoOHUMAIOT TOJ «KJIacCUPUKAIIMEH JTOKYMEHTOB» M KaKW€ TPYIIIbI
JOKYMEHTOB BbI 3HA€TE?

6. HopmatuBHO-TIpaBoBasi 0aza OpraHu3alvyd JTOKYMEHTAIlMOHHOTO oOecreueHus
yIpaBJICHHUSL.

7. Kakue 3akonsl PO, pernamentupytromue Bonpocs! 10V, Bl 3Haere?

8. Uto Takoe yHU(HUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIMM U KaKUMH HOPMAaTHUBHO-
METOJUYECKUMU JOKYMEHTAMH PETrJIaMEHTHPYETCS UX UCTIOIb30BaHuE?

9. KakuMy HOPMATUBHBIMHU JOKYMEHTAMH PErIaMEHTUPYIOTCSI BOIMPOCHI apXUBHOIO



XpaHEHUs TOKYMEHTOB B CTpaHe?

10. Kakumu 'OCTamu cneayeT moiab30BaThCs Npu 0GOPMIICHUU OpraHU3aIllMOHHO-
pacnopsiIUTENbHBIX JOKYMEHTOB?

11. C kako#l 1enpio pa3paboTaHbl OOLIEPOCCUMCKUE KIACCU(DUKATOPHI U KaKUe M3
HUX UCNONb3YITCS B JJ0Y?

12. B yem cyrb MHCTpyKIIMHU MO JAETOMPOU3BOJCTBY M KAaKOBbI €€ OCHOBHBIC
pas3aensl?

13. B uem cytb @enepanbHoro 3akoHa «O MEPCOHATBHBIX JaHHBIX)?

14. YTo NOHUMAIOT MO NEPCOHATBLHBIMU TaHHBIMU ?

Tema 1.2. Oprann3auoHHO-pPacOPAAUTENbHbIE JOKYMEHTbI

1. Ilepeunicinre OpraHU3allMOHHBIE TOKYMEHTHI, PErNIAMEHTUPYIOUIUE IESITEIbHOCTD
CILy>KObI YIIPaBIIEHUS IEPCOHATIOM.

2. HazoBuTe 1OKyMEHTBI, OTHOCSIMECS K MHPOPMAIIMOHHO-CIIPABOYHbIM.

3. Kakue BHbI TOKYMEHTOB COCTABJISIFOT TPYIIy OPraHU3allMOHHON JOKYMEHTALIUU?
4. Tloyemy IOOKYMEHTHI IO JINYHOMY COCTaBY BBIIECIEHBI B OTAEIBHYIO TPYIILY
OpraHU3allMOHHO-PACIIOPSIIUTEIBHON JOKYMEHTALUN?

Tema 1.3. KagpoBasi toKyMeHTALMS

1. ITonsTue, 3Ha4eHHE U KIACCU(PUKALUSA KaJPOBOM JOKYMEHTALIUU.

2. IlopsAoK NOATOTOBKH M O(OPMIIEHHS IOKYMEHTOB, COMPOBOXKIAIOIINX TPYIOBBIE
OTHOUIEHUS.

3. KoMImiekToBaHue JIMYHOTO JIEjIa.

4. K xakou rpynne KaIpOBbIX ITOKYMEHTOB OTHOCATCS TNPHUKA3bl IO JIMYHOMY
COCTaBy?

5. C KakoW WLeNbl0 M KAaKUMH OpPraHaMu OCYILIECTBISIETCS T'OCYIAapPCTBEHHBIN
KOHTPOJIb BEJICHUS KaJpOBOM TOKyMEHTalUN?

6. Kakumum  3aKOHOAATEIBHBIMH M JPYTMMH  HOPMAaTUBHBIMU  aKTaMH
PYKOBOJCTBYIOTCSI ~ IIPM  OCYLIECTBJIEHUM  KOHTPOJII  BEACHUS  KaJpOBOM
JIOKYMEHTAIu?

7. Kakue BUIBI TOKYMEHTOB BKJIIOYAET B CeOsl TpyINa JOKYMEHTALUHU IO JIUYHOMY
COCTaBy?

8. Kakue BUIbI TOKYMEHTOB COCTaBIISIIOT IPYIITY JOKYMEHTOB I10 TPYAOYCTPOKCTBY,
y4ery u paboTe ¢ kaapamu?

9. HazoBuTe HOpMATHUBHBIA aKT, B KOTOPOM HpPEACTaBIIEHbl (POPMBI KaJpOBBIX
JIOKYMEHTOB M COJEPKATCS PEKOMEHIAlMKU 10 UX 3aIOJHEHUIO.

10. Kakoli mpaBoBOM aKT ONpeneIseT NOPAI0K BEACHUS TPYIOBBIX KHUXKEK?

Tema 1.4. /lene:xnbie 1 GUHAHCOBO-pPacyYeTHbIC JOKYMEHTbI

1. Buasl 1eHeXHbIX U (UHAHCOBO-PACYETHBIX TOKYMEHTOB.

2. OcobeHHOCTH cOocTaBleHUS U OQOPMIICHHS JEHEKHBIX W (DMHAHCOBO-PACUETHBIX
JIOKYMEHTOB.

3. Ilepeuncnute yd4eTHbIE JOKYMEHTHI, CO3[aBaéMble B CIyk0e€ yIpaBiieHUs
HEPCOHAJIOM.



Tema 1.5. loroBopHO-nIpaBoBasi JOKyMEHTALMS

1. JloroBop: MOHATHE, BUJIbl, TAIIOBAsI CTPYKTYPA.

2. JlokyMeHTBI, O(QOPMIISIOIINE TMOPSJAOK PACCMOTPEHUS  CIOPOB  MEXKAY
IOPUIMYECKUMU JIMLIAMHU.

3. UckoBoe 3asBieHue: TpeOoBaHUS K OPOPMIIEHUIO U OCOOEHHOCTH OT3bIBA.

Paznen 2. Opranusanus padoTbl ¢ JOKYMEHTAMU

Tema 2.1. IlonsiTHe JOKYMEHTO000pPOTAa, PErucTpanus J0KYMEHTOB.
HcnonHenne  TOKYMEHTOB. Konrtpoanb HCIOJTHEHUSI. Opranuzanus
ONEePATHBHOIO XPaHEHMs JOKYMEHTAa

1. [IpuHIMITBI OpraHU3auuu JOKYMEHTO0O0POTA.

2. TexHonorus paboThl C JOKYMEHTAMH.

3. ®opMUPOBAHUE U XPAaHECHUE AEN B JCTONPOU3BOACTBE.

4. CooTHecHUTE MEXy COOON MOHSTUS «AETONPOU3BOICTBO» U «JIOKYMEHTOOOOPOT».
5. Kak paccuutsiBaeTcst 00beM JOKYMEHTOOOOPOTa B OpraHu3auu?

6. Kakue ciocoObl perucrpanuu J0KyMEHTOB HUCIIOJIBb3YIOTCS B OPraHU3alMM U YEM
0OyCJIOBJIEH BBIOOP TOT'O WJIM UHOTO criocoba?

7. B 4eM cOCTOUT NPeIBAPUTEIBHOE PACCMOTPEHHUE BXOIAIUX TOKYMEHTOB U KAKOBA
€ro LeNb?

Tema 2.2. IloaAroTroBKa JOKYMEHTOB K aDXUBHOMY XPAaHEHUIO

1. OxcnepTr3a HEHHOCTH TOKYMEHTOB.

2. ITogroroBka en K c1adye B BEIOMCTBEHHBIN apXUB

3. KakoBbI OCHOBHBIE TPEOOBaHUS K PEXKUMY XpaHEHUS! JOKYMEHTOB?

Tema 2.3. Ucnoab3oBanue IIIBM B nesonpounsBoacrse

1. Uto Takoe 3JIEKTPOHHBIN TOKYMEHT?

2. Komnbrorepuszanus 1eI0MpOr3BOICTBA HA IPEANPHUSTHH.

3. Uro Takoe mabdiaon? Uto MOTyT BKIItOUATh B c€0s MT1aOJIOHBI?

4. Yto Takoe hopma?

5. [lTabnoHbI KaKUX TOKYMEHTOB BX0AT B makeT MicrosoftWord?
6. Kax M0>XHO UCIOJIb30BaTh TaOIUITY JJIsi CO3JJaHUs JOKYMEHTOB?

Kpurepuu ouenkmu:

- OLIEHKA 5 «OTIWYHO» BBICTABIISIECTCS CTYACHTY, €CIM: OTBET Ha BOIIPOC IOJIOH; B
OTBETE MPOJIEMOHCTPUPOBAHO YBEPEHHOE 3HAHUE SIBJICHUW U MPOLIECCOB, K KOTOPBIM
OTHOCHUTCSI TEPMHUHOJIOTHUS;, CTYAEHT MOXET IMPUBECTU NPUMEPHI, JOKA3BIBAIOIIME
MIPAaBWJIBHOCTh €70 OTBETA.

- OLICHKA 4 «XOpOUIO» BBICTABIIAECTCS CTYIEHTY, €CIU: B OTBETE HA BOIIPOC YIYIICHBI
OTJEJIbHBIC 3HAYMMbIE MOMEHTBI; B OTBETE MPOJAEMOHCTPUPOBAHO 00IIee TOHUMAaHNE
SABJIEHUM M IPOLECCOB, K KOTOPBIM OTHOCUTCS BOIIPOC; B OTBETE HCIIOJIb30BaHa
CIELUAJIbHAS TEPMUHOJOIHS; CTYAEHT HE MOXET CaMOCTOSTEIBHO IIPUBECTH
IIPUMEPBI, TOKA3bIBAIOIINE IPABUIBHOCTD €r0 OTBETA, HO MOXKET IIPOaHAIU3UPOBAThH
IIPUMEPBI, IPEIIIOKEHHBIE TPENOAABATEIIEM.

- OLEHKAa 3 «yJIOBJIETBOPHUTEIBHO» BBICTABISIETCA CTYJIEHTY, €CIU: B OTBETE Ha




BONPOC MUMEIOTCS CYLIECTBEHHBIC YIYIIEHUS; B OTBETE MPOJEMOHCTPUPOBAHO O0IIIEe
IIOHUMaHUE SBJICHUM W IPOLECCOB, K KOTOPBIM OTHOCHTCS BOIPOC; CTYIEHT HE
UCIIOJIB3YET CIELUAIbHOW TEPMHHOJIOTMM B OTBETE, HO IIOHMMAcT 3HAYCHHUE
OCHOBHBIX TEPMHHOB; CTYACHT HE MOXET CAMOCTOSTEIBHO IIPUBECTH IPUMEPBHI,
JOKa3bIBAIOIIME IPAaBUIBHOCTH €r0 OTBETAa, W HE MOXET IPOaHAJIU3UPOBATh
IIPUMEDPBI, IIPEIIOKEHHBIE TIPETIOJAaBATEIIEM.

- OLICHKAa 2 «HEYJIOBJICTBOPUTEIBHO» BBICTABIISIETCS CTYHAEHTY, €CIU: CTYJIEHT HE
MOKET (OTKa3bIBa€TCsA) OTBETUTh HA BONPOC; B OTBETE MPOAEMOHCTPUPOBAHO
HEITOHUMAHUE SIBJICHUA M MPOLECCOB, K KOTOPHIM OTHOCUTCS BOIIPOC; CTYAEHT HE
NOHUMAET CHEUUAJbHOM TEPMHHOJOTUHU; CTYJAEHT HE MOXET CaMOCTOSTEIbHO
IPUBECTU NPUMEPHI, JOKA3bIBAIOIINE IPABWIBHOCTh €ro OTBETa, M HE MOXET
MIPOAHATIM3UPOBATH TPUMEPHI, IPEIJIOKEHHBIE MIPETIOAAaBATEIIEM.

2.1.2. TecToBBIC 3a0aHUA

Pazgea 1. JlokyMeHTHPOBaHNE YIIPABJICHYECKOM AeATEJIbHOCTH

Tema 1.1. Benenne. JJokyMeHT ¥ cHCTEMA TOKYMEHTAIIUU

Br16parh npaBUIbHBIN BapUaHT OTBETA:

1. Ceéedenusn o nunax, hakmax, cOOLIMUAX U AGNEHUAX HE3ABUCUMO O hOPMBL UX
npeocmaenenus — ImMo:

A) TOKyMEHT;

b) undopmanus;

B) pexBu3ur;

') Gnank.

2. /lokymenmupoeannan ungopmayus — mo:

A) wuHdopmanusa, KoTopas MpeAHa3HAyaeTcsl Uil OLIEHKM [PaBUIBHOCTH
(YHKIIMOHUPOBAHUS MTOJICUCTEM B CUCTEME YIPABIICHUS;

b) undopmanus, kotopas He BbIpaXEHa WJIM HE MOXET ObITh BbIpaXK€Ha B
KOJIMYECTBEHHOM (hopme;

B) 3adukcupoBaHHas Ha MaTepHAJIbHOM HOCHUTENE IyTeM JOKYMEHTHUPOBAHUS
uHpOpMaIUs C pEKBU3UTAMU, TO3BOJISIFOIIMMHU ONPECIIUTh TaKyr0 HH(POPMALUIO WIH
B YCTAaHOBJICHHBIX 3aKOHOJATEIbCTBOM Poccuiickor @enepanuu ciaydasx ee
MaTepHUabHbIA HOCUTED;

I') cBenenust o nunax, pakrax, COOBITUSAX W SBJICHUSIX HE3aBUCHUMO OT (POPMBI MX
MPE/ICTABIICHHUS.

3. 3aghuxkcuposamnan Ha  Hocumene uHGopmauua ¢ - pPeKeUUMAMU,
HO36ONANUWUMU ee UOeHMUPDUUUPOBAmMb — IMO:

A) IOKYMEHT;

b) undopmarus;

B) pexkBu3ur;

') 6mank.

4. Jleamenvnocmsv, obecneuugarouiais 00KyMeHmuposanue, 00KyMeHmoooopom,
onepamueHoe XpaneHue u UCnonAb306anue 00OKyMeHn o8 — IMo:



A) nenonpousBOCTBO;
b) nokymeHTHupoBaHue;
B) c6op undopmanuu;

[') KOHTPOJUIHHT.

5. OcHnosnbim 00BeKmMOM 0e10nPOU3800CMBA ABACHICA:
A) O6naHk;

b) pexBU3UT;

B) nokymeHT;

') apxus.

6. /lokymenmol, 3ampazusaroujue uHmMePecsl ONPEOeIeHHO20 TUUA — IMO:
A) yHH(pUUIMPOBaHHbIE JOKYMEHTHI;

b) nu4HbIE JOKYMEHTHI;

B) BHyTpeHHUE TOKYMEHTHI;

I') cpouHbIE TOKYMEHTBHI.

7. [lokymenm, 6 Komopom uacmbv OOKyMeHma oOmneuamana, a 4Yacmo
3aNONHAEMCA RPU COCMABNEHUU — IMO:

A) opunmaibHBIN TOKYMEHT;

B) cpouHBbIil TOKYMEHT;

B) TpadapeTHblii JOKYMEHT;

[') AM4HBINA JOKYMEHT.

8. Ogpuyuanvnuwlii 0okymenm — 3mo:

A) TOKYMEHT, COCTaBJISIEMbIN PaOOTHUKAMU TAHHOTO TIPEATPUSITHUS;

b) 10KyMeHT, NOCTynaromuid U3 APYrux NpeanpusTAA, OPraHU3aluil U OT YaCTHBIX
JIHLL;

B) nokymeHT, co3maHHBIN OpraHu3aiuei, TOKHOCTHRIM JIUIOM WK TPaXKIaHUHOM,
O(OPMJICHHBIN B YCTAaHOBJIEHHOM TOPSIKE;

') noxkyMeHT, 3aTparuBarOIINi HHTEPECHI OMPEICIICHHOTO JIHIIA.

9. /lokymenmut ROCHOAHHO20 XPAHEHUA NOONEHCAM XPAHEHUIO:
A) 5 ner;

b) no 10 ner;

B) 15 ner;

I') cBbie 10 ner.

10. O6s13aTeIbHbBIE IS UCITOJTHEHUSI JOKYMEHTBI — 3TO:
A) undopmaImoHHbIe JOKYMEHTHI;

b) nmepBuuHBIC TOKYMEHTHI,

B) yaudunupoBaHHbIe TOKYMEHTHI,

') mupexTuBHBIE TOKYMEHTHI.

11. @yukyua OoKymenma, KOmopasa 3aKiwuaemcsa 6 ukcayuu, XpameHuu u



nepeoaue ungopmayuu:
A) KOMMyHUKaTHUBHAs

b) undopmarmonnas

B) npaBoBas

') conmanbHO — KyJIbTypHast
J1) OTYETHO-KOHTPOJIbHAS
E) opranuzanuonnas

X) yueOnas

3) y4eTHO-KaIpoBas

W) memopuanbHas

12.
OMHOWeHUU:

A) KOMMyHUKAaTHUBHAs

b) undopmarnmonnas

B) mpaBoBas

') cormanbHO — KyJIbTypHast
J1) 0T4ETHO-KOHTpPOJIbHAS
E) opranuzanmonnas

K) yuebnas

3) y4eTHO-KaIpoBas

W) memopuanbHas

13. @yukuyua O0oKymenma,
uHgopmayuei:

A) KOMMYHUKaTHUBHAas

b) undopmarnmonnas

B) mpaBoBas

') conmanbHO — KyJIbTypHast
/1) OTUETHO-KOHTPOJIbHAS
E) opranuzanuonsas

K) yuebnas

3) y4yeTHO-KaapoBas

W) memopuanbHas

Komopasn

3aKnuaemcsa 6 nepedalte,

d)yHKl{u}l OOKymenma, Komopasa 3aKjirouaemcia 6 YCmMAHOB6Ke npasoeéblx

oomene

14. @yukyusa Ookymenma, Komopasa 3aKaO4aemcs 6 nepeoaye UCHIOPUYUECKUX

Cc6e0eHUll:

A) KOMMyHUKAaTHUBHAs

b) undopmanmonnas

B) npaBoBas

I') conmanbHO — KyJIbTYpHast
J1) OTYETHO-KOHTPOJIbHAS
E) opranuzanuonsas

X) yueOnas

3) y4eTHO-KaIpoBas



W) memopuanbHas

15. Cosoxynnocmb 00OKyMeHmO08, codeprycaujux uH@opmauuio o paxmuyeckom
nON0MCEHUU Oenl, CAYHCAUUX OCHOGAHUEM ONA NPUHAMUA PeuleHUll, UI0AHUA
pacnopaoumenbHulX 00OKyMeHmoe - 3mo

A) pacniopsiuTeNbHbIE JOKYMEHTHI;

b) opranuzanoHHbIE TOKYMEHTHI;

B) oTueTHbIE JOKYMEHTHI;

') nuadopmarmoHHO-CIIPaBOYHBIC JJOKYMEHTHI

16. Cucmema 0oKymenmauuu — 3mo

A) COBOKYITHOCTBHIO B3aUMOYBS3aHHBIX JOKYMEHTOB, TPUMEHSIEMBIX B ONPEIEIEHHON
chepe neaTeIbHOCTH

b) COBOKYITHOCTh pEKBU3UTOB

B) noxymeHT, copepskaiuii nepBUYHY0 HHGOPMAITHIO

') cucrema JOKyMEHTAIMH, CO3/IaHHAsS 110 €MHBIM MPaBUIaM U TPeOOBaHUAM

17. B nacmoawee epema ¢ PO mpedosanun K ohpopmaenuio op2aHu3ayuoOHHO-
pacnopaoumenvHo 0OKYMEeHmMauuu co0epHcamcs 6:

A) DenepanpHom 3akoHe oT 27.07.2006 Ne 149-®3 (pen. ot 18.06.2017) «O6
uH(popmanuu, THPOPMALIMOHHBIX TEXHOJIOTHSX U O 3aIIUTE HHPOPMALIUN»;

B) 'OCT P 7.0.97-2016 «Cuctema cTaHIapToB 10 HHPOpMaLUu, OMOIUOTEUHOMY U
u3nareabCckoMy  Aeny.  OpraHu3alMOHHO-paclopsauTeNbHas — JOKyMEHTAIMs.
TpeOGoBanus K 0POPMIEHUIO JOKYMEHTOB)

B) I'OCT P 7.0.8-2013 «Cuctema ctannapToB 1no uHpopmainuu, OUOIMOTEYHOMY U
u3aTeabCckoMy fAeny. Jlenonpous3BOACTBO M apXUMBHOE Jeio. TepMHHBI U
OIIPEIEIICHUY;

I') TpynoBom koxaexce PO.

18. Ilo cpoxam ucnonnenus 0OKymMeHmol Kiaccuuuupyiomces Ha:
A) yHHUDUITUPOBAHHBIE,

b) cpounsie;

B) necpounsie;

') BpeMeHHOr0 XpaHeHus;

J1) MOCTOSTHHOTO XpaHEHUSI.

19. Ilo cpoxam xpanenus paziuuarom 0OKyMeHmbl:
A) BpEMEHHOTO XpaHEHHUS,

b) cpounsie;

B) HecpouHnsie

') nupeKTUBHEIE;

J1) TOCTOSIHHOTO XpaHEHUS.

20. Ilo :zpugpy ocpanuuenusn oocmyna (cmenenu 21ACHOCMU) pPaA3IUYAIOM
O00KyMeHmbl:



A) OTKpBITHIE;

b) ¢ rpudoM orpaHuueHUs JOCTYIIA;
B) cpounsie;

I') HecpouHbIe;

J) xoruu;

E) noanmuHHMKHA.

21. Ceoiicmea 00KymeHmog:
A) BpeMEHHBIE;

b) Tunossie;

B) undpopmarmonneie;

') skcIutyaTaliluoOHHbIE;

J1) ananuTHYEeCKUE.

22. IIo mecmy cocmaenenus 00KymeHmol Kiaccuuuyupyiomces Ha:

A) nepBUYHBIE;

b) cBoaHEbIC;

B) BHyTpeHHuUE;

') BHEIIHUE;

J1) yaudunmpoBaHHbIE;
E) tpadapetnsie.

23. Ilo muny nocumerneii 00KymeHmul K1acCu@uuupyromcsa Ha:

A) OyMaxxHbIE,

b) maruuTHbIE,

B) nepBuuHbI€;

') onTuueckue,

J1) xuHO(OTOTOKYMEHTHI,
E) tpadapernsie.

24. IIo cooepicanuro 00KymeHmul K1acCuuuupyromcs Ha:

A) nepBUYHBIE;

b) cBonHbIe;

B) cpounsie;

I') HecpouHble;

J1) yaudumpoBaHHsbIe;

E) tpadapetnsie.

Y CTaHOBUTH COOTBETCTBUE:

25. Ycmanoeums coomeemcmeue
Xapaxmepucmukou:

JIOKyMEHTHI:

1. Opurunan (MoAJIMHHUK)

2. Komms

3. dybOnukat

MedxHcoy

6UOOM  OOKymMeHma

u

ez2o



4.3aBepeHHas Konus

5. Brinucka

XapakTepuCTUKaA JTOKYMEHTA:

A) BBIJIAIOTCS TIPH yTEPE WIIM YHUUTOKEHUH MO JIMHHUKA,;

b) xonuu ¢ HEOOXOUMBIMU PEKBU3UTAMH, MPUIAIOIIMMH UM FOPUINYECKYIO CHITY;
B) nmepBble WM €IMHCTBEHHBIC OK3EMIUIIPHl  OQPHUIIMAIBHBIX  JIOKYMEHTOB,
MOJIITUCAHHBIC AaBTOPOM;

[') wactu JOOKyMEHTa C YyKa3aHMEM, U3 KaKoro JOKYMEHTa cjelaHa BBINKCKA,
3aBEPEHHBIE JOJKHOCTHBIM JIUIIOM U UMEIOIIUE TIeYaTh;

J1) AOKYyMEHTHI, OJIHOCTHIO BOCTIPOU3BOASAIINE MH(POPMAIMIO MOJJIUHHUKOB U BCE
€ro BHEIIHUE MPU3HAKU, HE UMEIOIINE FOPUANIYECKON CUIIBI.

26. Ycmanoeumv coomeemcmeue Mmexucoy 6UOOM  OOKYMEHmMaA U €20
XapaKmepucmuKou:

Jokymenmui:

1. UunuButyanbHbIe

2. TpadapeTHbie

3. TunoBsie

4. ITpumepHbIe

5. YuudunmpoBaHHbIe

Xapakmepucmuka 00Kymenma:

A) BxondIIKEe B KaKy0-1100 YHU(PUIUPOBAHHYIO CUCTEMY JOKYMEHTAIUU;

b) coneprkanue Kaxxa0ro 10KyMEHTa UMEET CBOM OCOOEHHOCTH;

B) co3mannbie a1 rpymnimbl OJHOPOIHBIX MPENPUITHIA;

') ncronb3yroTes Juist COCTaBIEHUS U 0OPMIIEHUSI TOKYMEHTOB MO aHAJIOTUU
J1) yacTh TOKyMEHTa OTIleyaTaHa, a YaCTh 3aMOJHAETCS IPU COCTABIICHUU.

Tema 1.2. Opranu3anMoHHO-PACTIOPAANTEIbHbIE JOKYMEHTHI

Bri6path npaBUIIbHBIN BapHaHT OTBETA:

1. Komnaexc 63aumoy6Aa3aHHbIX OOKYMEHM 08, PelamMeHmupyiouux cmpyKkmypy,
3a0auu u QYHKYuU OpaHuzayuu, NPUHUUNLL OPZAHU3AUUU ee padombl, npaea,
o0a3anHOCMU, Cchepy OmeEemcmeeHHOCmU ee PYKO8OOCmEa U CHEeUUuaiucmos —
Imo:

A) opraHu3alMOHHbIE TOKYMEHTHI;

b) pacniopsiauTenbHble TOKYMEHTHI;

B) nundopmanmonHo-cripaBo4Hble JOKYMEHTHI;

[') HopMaTHUBHO-TIPABOBHIE TOKYMEHTHI.

2. Jlokymenm, aopeco8anHblil 8blULECHOAUEMY PYKOBOOUMEII), C U3I0HCCHUEM
KOHKPEeMmHOU npoodjiempl Ui nOCHMAHOBKOU 60NPOCA U COOEPHCAWUIL OMEenbl U
npeooHceHUus - IMo

A) OObscHUTEIbHAS 3aIHCKa,;

b) JloknagHas 3anucka;

B) UndopmarimonHoe nucbmo;

') IIuceMo-u3BeNIEHNKE.



3. Jlokanvuolii op2anu3auuoOHHO-NPABOGOIl OOKYMEHmM, YCHAHAGIUBAIOWIUIL 0/
pabomuuka opzanuzayuu (noopa3oenenus) KOHKpemHble  mpyooevie
(OondcHoCmHbBLE) 00A3AHHOCMU 8 COOMEEMCMEUU C 3AHUMAECMOIL O0NHCHOCHDBIO -
IMo

A) JlomKHOCTHAsE UHCTPYKIIUS;

b) [Ipuka3 pykoBoauTens;

B) llltatHoe pacniucanue;

I') YcraB opranusanuu.

4. Ilucbmo, ceoespemenno ungopmupyrouiee 3auHmMePeco6annoe 00JHCHOCHMHOE
JIUYO UU OP2AHUZAUUIO O CEEPUIUBIIUMCA haKme - IMO

A) AxT;

b) JloknagHas 3anucka;

B) UndopmarimonHoe nucbmo;

I') Crpagka.

5.  Jloxymenm,  00vACHAIOWUIL  BbIUECMOAUEMY  HENOCPEOCHIEEHHOMY
PYK060OuUmen0 npuduHbl HEGbINOJIHEHUA KAK020-1Uu00 NOpy4YeHus, HApyuieHus
mpyoo6oil unu mexHoa02u4ecKoll OUCYUNIUHDL - IMO

A) JloknagHas 3amucka;

b) O0bsicHuTENnbHAS 3aMHUCKA;

B) AKT 0 HapylIeHUHU TPYAOBOU TUCUHUILIINHBI,

I') [lucbMo-u3BELICHHE.

6. Ilpaeoeoit akm, onpedenarouwiuilt cmamyc op2aHuzauuu, ee 3a0auu u QyHkKyuu,
npaea, OmMeemcnmeeHHOCH b, NOPAOOK 0esAmenbHOCHU - INO

A) lltatHOE pacnucaHue;

b) [IpaBuna BHyTpEHHETO TPYAOBOTO PAaCHOPSIKA;

B) UncTpykius opraHu3aiimioOHHO-METOIMYECKOTO Ha3HAYCHUS;

') [Tonoxenue 00 opraHu3aIy.

7. [Jokymenm, ompasxicarouiuii npou3600CMeEEeHHYI0 0eAmeIbHOCHb OP2AHU3AYUU
UIU NOOMBEPHCOAIOUWUIL C8EOCHUSA O ee PADOMHUKAX - INO

A) IIpuka3 no OCHOBHOM J€ATEIBHOCTH;

b) HenoBoe (city»)ebHO€) MUCHEMO;

B) Cny>xeOHast 3anucka;

I') CnpaBka.

8. Buo opzanuzauuonnozo O00Kymenma, KoOmopwlii onpeoeisnem nopaooK
odpaszosanus, cCmpyKmypy u opeanuzayuio padomasl NPpeonPUAMUA:

A) Ycras;

b) UncTpykusi;

B) Ilonoxenue.



9. Kaxyw ungopmayuro cooeprcum pazoen Ycmaesa «Qougue nonoxcenusy:
A) CTpyKTypa OpraHu3aluu;

b) mpaBa u 0043aHHOCTH JTOJPKHOCTHBIX JIMII;

B) uenu u 3a1aun opranuzaiuu.

10. Kaxue u3 nepeuucieHHbIX 00KYMEHMO08 OMHOCAMCA K OP2AHUZAUUOHHBIM:
A) n1CcbMO, MOJ0KEHUE;

b) ycraB, HHCTpyKLIHS;

B) ycras, ykas.

11. /lokymenm, ¢ KOmopom pukcupyemcsa nociedo08ameabHOCHb U COOEPHCAHUE
00cyHcoaempIX Ko1e2uaibHblM Op2anom (coseuianuem, Konghepenyueii, co06emom
u m. 0.) HOCMABIEHHBIX 6ONPOCOE U NPUHAMBIX PEULEHUTL - IO

A) luxrodon;

b) I[locranoBnenue;

B) Akr;

') [Ipotoko.

12.  Jlokymenm, cOCMAa6NEeHHBII  HECKONbKUMU  auyamu  (Komuccueit),
nOOmMEEPIHCOAOWUIL YCMAHOB/IEHHbIE PaAKmMbl, COOLIMUA UU OCUCM U, A MAKIHCE
dukcupyrowuil pesyromameol pesusuil, UHGEeHmMapu3ayuil, npuema-nepeoaiu uiu
CRUCAHUA MAMEPUATIbHBIX UEHHOCMEll, NpUEeM 3aKOHYEHHbIX padom u m. 0. - ImMo
A) IIporoxkoun;

b) Pemenue;

B) [enoBoe (cityxe0HO€) MUCHEMO;

I') AkT.

13. Ilpaeoeoit akm pyKkoeooumensn npeonpusmus - Imo
A) Peakius Ha 3a0aCTOBKY;

b) JIumenue npemuu;

B) [Ipukas;

') JItoObie mercTBUSI pyKOBOJAUTEIIA.

14. @opma enympeHnHell 0e10601 NEPEnUCKU MeHCOY NoOPA30eneHUAMU
Op2anu3auuu uiau O00JHCHOCHMHBIMU JUWAMU, HE HAXOOAUWUMUCA 6 NPAMOM
HOOYUHEHUU - IMO

A) CnyxeOHas 3anMCKa;

b) O0bsicHuTEnbHAS 3aMHUCKA;

B) doknanHas 3anucka;

[') DnexTpoHHOE TUCHEMO.

15. Co6okynnocms wiupoKo npumeHAEeMblX 6 YNPAGIeHUU U008 OOKYMEHN 08,
U30a6aemMplX PYKOBOOCHIBOM  OpP2AHU3AUUU, COOEPHCAWUX YRPAGIEHYECKUe
peutenus, HANPAGIEHHbIE HA Peanu3auyul0 CMOAWUX nepeo Oop2aHuzayuerl
mMeKyujux u nepcneKmusHblx 3a0ay, U 001a0aruux WPUOUYEecKoil CUI0u - IMo



A) PacniopsinutenbHble TOKYMEHTHI,

b) [enoBeie (cirykeOHbIE) MUCHMA;

B) OpranuszaiiuoHHbie TOKYMEHTHI;

') UudopmarnimoHHO-CIIpaBOYHBIE JOKYMEHTHI.

16. IMucomennwtiit O0OKyMeHm, COOEPHCAWUI ONEPAMUBHYI0) UHPOpmayuio,
nepeoagaemyro yCHHo no KaHaaiam meneroHHou céaA3U - IMo

A) Dakc;

b) Tenerpamma;

B) Tenekc;

I') Tenedonorpamma.

17. Ycmae opzanuzayuu ymeepocoaemcs:

A) I'enepaabHBIM JUPEKTOPOM;

b) PykoBoauTeneM HalIOroBol MHCIIEKIINH;

B) IIpoTokonom cobpaHust TpyJI0BOTO KOJIJICKTHBA;
I') Yupenurensimu (yuacTHUKaMH).

18. /lonscnocmuvie uncmpyKyuu papadoamovléaomcs:

A) TOJIBKO ISl aIMUHUCTPATUBHO-YIPABJICHYECKOTO MEPCOHAIA;
B) TonbKO 115 CIIeuaancTOB,;

B) ToabpKo 17151 coiyKalux;

') Ha Bce JOJKHOCTH, TPEAYCMOTPEHHBIE IITATHBIM PACIIUCAHUEM.

19. Ykazanue, Ilocmanoenenue, Peuwenue, Pacnopsasicenue omuocam K:
A) OpraHuzaioHHbIM JOKYMEHTAaM;

b) PacniopsianTenbHBIM JOKYMEHTaM;

B) OnepaTtuBHO-MHGOPMAIIMOHHBIM JTOKYMEHTAM;

I') UudopmarimoHHO-CIIPaBOYHBIM JOKYMEHTaM.

20. Ha Kaxom OOKymeHme He CHMAGUMCA PEKGU3UM HAUMEHOGAHUE 6Uoa
00Kymenma:

A) iucemMme;

B) 101KHOCTHON MHCTPYKIINY;

B) Ycrage.

21. Jlokymenm, onpedenawouwiuii Gono 3apadbomnoii naamuvl COmMpPYOHUKOS
op2anu3ayuu:

A) NOKHOCTHASE HHCTPYKITUS;

b) mratHoe pacniucanue;

B) VYcras.

22. Ha kakom 0oKymenme nem zpugha ymeepicoenus:
A) nipukase;
b) nonoxeunuu;



B) ycrasge.

23. K cpynne 6x00aujux 0OKyMeHmM 08 MOI}CHO OMHECHU:
A) nenoBble IMCHMa;

b) opranusanyioHHble JOKYMEHTHI;

B) npuka3zbl opranuzanuu.

24. C kako20 momenma pacnopaoumesibHvlili 00KYMEHMm 6CHYnaem 6 CUiy:
A) ¢ MOMEHTa CO3/1aHu;

b) ¢ MoMeHTa oanMCcaHus;

B) ¢ MomMeHTa yTBEpXKACHUS.

25. K enympennemy 00KymeHmoo00ponmy omHuocam:
A) odunmanbHbIe MUCHMA;

b) BHelHMe JOKIIaIHbIE 3aMMCKH, CTIPABKHU;

B) nmpukassbl, paciopsiKeHus: OpraHUu3aIuH.

26. Jlokymenm, aopeco8aHHblil O0JHCHOCHHOMY JUUY U COOEPHCAUUIL CYMb
00paweHus padoomuuKa — Imo:

A) aKT;

b) mporokou;

B) 3asBiienue;

') cripaBka.

Tema 1.3. KagpoBasi tokyMeHTALIMS

Bb1Opath npaBUIIbHBIN BapUaHT OTBETA:

1. Cosokynnocmo ¢hopm (00KymMeHmog), omparxcarouiux HaIu4due U OGUINCEHUE
nepconana — 3mo:

A) oTueTHas JOKyMEHTAIHS;

b) dbunancoBas nokyMeHTanus;

B) xagpoBast JOKyMeHTaIIHS;

') craTucTuyeckas JOKyMEHTAITHS.

2. U3meHeHue CRUCOYHOU YUCIAEHHOCMU PAOOMHUKOE OP2AHU3AUUU 6 CEA3U C
Y60IbHEHUEM U RPUEMOM HA PAdOmy — ImMo:

A) ABMXKEHUE TIEpCcOoHAaa;

b) cokpaiienne nepconana;

B) mon6op nepconana;

') mepenucey nepcoHana.

3. Ilpuka3wel 0 npueme na padbomy, nepegooe Ha Opyz2yto padbomty, npedocmasieHuu
OMNycKa, Y8ONbHEHUU, JUYHAA KAPMOYKA PpPAOOMHUKA OMHOCAMCA K
00KymMenmam:

A) JIOKyMEHTaM, CBSI3aHHBIM C OCYIIECTBIEHHEM (GYHKIHUA TIO YMPaBICHUIO
MEePCOHAJIOM U OpraHu3anuen Tpyaa;



b) nokymenTammu no ohopmIeHUIO OTITYCKOB;
B) nokymeHTam Mo y4eTy JIMYHOTO COCTaBa paOOTHUKOB;
') noxymeHTaruu no ohoOpMIICHUIO MOOIIPEHUN.

4. Ilpasuna enympennezo mpyooeozo pacnopaoka, Ilonoscenue o cmpykmypuom
noopaszoenenuu, 001HCHOCHMHble uHcmpykyuu, Cmpykmypa u wmamnan
yucnennocmo, Illmamnoe pacnucanue omuocamca K 00OKyMeHmam:

A) JOKyMeHTaM, CBSI3aHHBIM C OCYIIECTBICHHEM (YHKIHH TIO YIPaBICHUIO
IIEPCOHAJIOM M OpraHu3aluel Tpyaa;

b) nokymenTammu no ohopMIEHUIO OTITYCKOB;

B) noxkymeHTam Mo y4eTy JIMYHOI'O cOCTaBa paOOTHUKOB;

') nokymenTaruu 1no oGopMIECHUIO MOOIIPEHHIA.

5. OcHoéHbIM 3aKOHOOAMETbHBIM AKMOM, KOMOPLIM PYKOGOOCHIEYEem s 6 CEoell
pabome Kadpoeas cayxcoa — Imo:

A) YronoBHbIi Kojekc PD;

b) TpynoBoii konekc P®D;

B) I'paxxmanckuii kogekc PO;

') Kunmumnsiit kogexe PO.

6. Tpyooeoit 002060p 00.131ceH ObIMb 3AKTIOUEH 6:
A) yctHOU (hopme;

b) nucemennoi popme;

B) 3T0 HE IMeeT HUKAKOTO 3HAYCHUSI.

7. Ilpuem na pavomy ogpopmasemcs:
A) 3asBJICHHEM O MIpUEME Ha padoTy;
b) mpukaszom o npueme Ha paboTy;

B) nomxHOCTHON MHCTPYKITUEH;

') mpoTokoaoMm.

8. Coznawenue mexncdy pabomnukom u padomooamenem, Komopoe
ycmanaenueaem ux ¢3auMnvle npaga u 00A3AHHOCMU — IMO:

A) 3asBiIeHHE O IpHEME Ha padoTy;

b) mrratHOe pacniucanue;

B) aBro6uorpadusi;

') TpynoBoii norosop;

9. OCHOGHBIM OOKYMEHMOM RO YyUemy Nepconaia NPpeonPUAMUA A61Aemc:
A) TpynoBasi KHHXKa;

b) mpukas o mpueme Ha pabory;

B) nuuHas kapTouka;

') mpukas 06 yBOJbHEHUHU.

10. Cpok xpanenusa 1udHbIX KApmoyek:



A) 10 ner;

b) no 5 ner;

B) ot 30 1o 50 ner;
I') 75 ner.

11. Ilepeeoo compyonuka Ha Opyzy1o O0NHCHOCHLb OPOPMIAACHCA:
A) 3asBJICHHEM O MEPEBOJIC HA IPYTYI0 padoTy;

b) nmpuka3om o nepeBojie Ha APYTYIO JOJKHOCTH;

B) akTowm;

') cripaBKOW.

12. B meuenue, Kakoco nepuooa padbomHuK O0O0NXHCEH HAnUcamo 3asi6jieHue 00

Y60bHEHUU:

A) 3a 2 mecsna;

b) 3a 2 Henenu;

B) 3a 2 nns;

') cpok He ycTaHOBJIEH 3aKOHOAATEINBHO.

13.Komnnexkc  00KyMeHmO8, XapaKkmepuzylouwiux mpyooevie  OMHOUICHUA
pabomuuka ¢ padomooamenem, mpyooeoii npoyecc u opyzue no0oOHvle ACneKmol

—9mo:
A) TpyaoBasi KHUXKKa,

b) TpynoBoii norosop;

B) nuunoe aeno paboTHUKA;
') aBTroOHOrpadus;

J) pe3tome.

14. Yuem mpyoa u eco oniamut ohpopmasemcs:

A) IOKyMEHTaMH MPOU3BOJIBHOMN (POPMBI;

b) yaudunupoBaHHbIME (pOpMaMU MIEPBUYHON YIETHOM TIOKYMEHTAIINU;
B) 06a BapuaHTa OTBETOB BEPHBHI.

Tema 1.4. [lene:xnbie 1 UHAHCOBO-pPacuYeTHbIE JOKYMEHTbI

1. /loKkymenm, nokazvleaoujuii 08U ceHUue 0eHeNCHbIX CPeOCme — IMo:
A) IOKYMEHT 110 KaJIpOBOMY YUETY;

b) cBOHBIN TOKYMEHT;

B) nenexHbli TOKyMEHT;

') opranu3alOHHbIN TOKYMEHT.

2. Kaccoevie onepayuu ogpopmnaromca:

A) yauduImpoBaHHBIMEA (pOpMaMu MEPBUYHON YUETHOU JTOKYMEHTAIUY;
b) pa3paboTaHHBIMM  caMOCTOSITENBHO  (GOpMaMH  MEPBUYHOMN
JIOKyMEHTAITUH;

B) no ycMOTpeHut0 pyKOBOIUTEIIS.

Y4ETHOU



3. Kakue ob6azamenvuvie pexeusumol O001HCHBL COOEPHCAMBCA 6 NEPBUYHBIX
OOKYMEHmMax no yuemy (uHAHCOB0-PACUEMHBIX Oonepayuil (6b10pamov HECKOIbKO
6apuUanmoe omeema):

A) HaMMEHOBaHUE JJOKYMEHTA;

b) nata cocraBieHus JOKyMEHTa;

B) HanMeHOBaHME SKOHOMUYECKOTO CyOBbEKTa, COCTABUBILIETO IOKYMEHT;

I') conepkanue akTa X03MCTBEHHON KU3HMU;

J) norotun opraHuzaluu;

E) BenmnumHy HaTypaiapbHOTO W (MJIM) JEHEKHOTO M3MEpEHHS (DaKTa XO03IWCTBEHHOU
YKW3HU C YKa3aHUEM €IMHUI] U3MEPECHHUS;

2K) nHanMeHoOBaHUE JOJKHOCTH JIMIlA, COBEPIIUBILIETO CIIEJIKY U OTBETCTBEHHOTO 3a
MPaBUILHOCTH €€ 0(hOPMIICHHSI,;

3) Homep TenedoHa TupeKTopa;

W) moamuicu OTBETCTBEHHBIX JOJDKHOCTHBIX JIMII C yKa3aHWeM ux GdaMuiui u
WHUIIMAJIOB JINOO UHBIX PEKBU3UTOB, HEOOXOAUMBIX IS UICHTU(DUKAIIAN ATUX JUIL;
K) anpec snekTpoHHOMN MOYTHI.

4. Ilepsuunvie yuemnuvie 00OKyMeHmbl RO yueny YUHAHCOBO-PACUEMHBIX ONEPaAyUll
NPUHUMAIOMCA K yUenty, eciu OHU:

A) cocTaByieHbI B 3JIEKTPOHHOM (hopMme;

b) coctaBieHbl Ha OyMa)KHOM HOCHUTEJIE;

B) umerot Bce 00s3aTenbHbIC PEKBU3UTHI.

5. Jlokymenmol, Komopvimu O0@OpMIAAIOMCA XO03AUCMEEHHbIE ONEPaAUUU C
OCHENHCHBIMU CPeOCmEamu, NOONUCLIEAIOMCA (8blOPAMb HECKONbKO B03MOMNCHBIX
6apUAHM 068 OMEema):

A) cekperapewm;

b) nenonpousBoauTenem;

B) pykoBoauTeneM opraHu3amuu;

') rmaBHBIM OyXrajaTepoM M yIOJHOMOYSHHBIMIA MU HA TO JTUIIAMH.

6. Hcnpaenenus 6 kaccoevle u OaHKOBCKUE OOKYMEHMbL:
A) nomycKaroTcs;

b) He gonmyckaroTcs;

B) 3ak0HO1aTE€TECTBOM 3TOT BOIIPOC HE PETYIUPYETCS.

7. Jlokymenmul, Komopwvle AGNAWMCA NUCOMEHHLIM  O00KA3AMENbCHIEOM
0eliCmeUmMenbH020 OCYWeCme1eHUs (PUHAHCOBO-PACYCMHOU Onepayuu uiu npasa
Ha ee coeepuieHue — IMo:

A) y4ETHO-KaJIpOBBIE€ IOKYMEHTHI;

b) oTyeTHO-CTaTUCTUYECKUE NJOKYMEHTHI;

B) opranuzanmoHHo-pacnopsauTeNbHble JOKYMEHTHI;

I') durancoBoO-pacueTHBIE TOKYMEHTHI.

8. Onepayuu no nocmynienuro u evloaue HAIUYHBIX OeHe2 OPOPMIAAIOMCA:



A) IpUXOAHBIMH U PACXOJHBIMHU KACCOBBIMH OPAECPaMHU;
b) muiarexHbsIMU IOPYUYEHUSIMUY;

B) nHkaccoBsIMU IOpYUYEHUSIMU;

') mnarexHpIMU TPeOOBAHUSIMU.

9. /lenestcnulii uek — amo:

A) pacnopsbkeHHe TIUIaTeNbIIMKa O TMEPEYUCICHUH C €ro pacyeTHOro cyera
ONPEIEIICHHOW CYMMBI HA CUET I10JIy4YaTeis;

b) pacnopsikeHue npennpusiTusi 0aHKY O BblJJay€ C €ro pacue€THOr0 CYEeTa CYMMBI
HAJIMYHBIX JCHE)KHBIX CPE/ICTB;

B) pacyeTHBIl TOKYMEHT, BBINHCBHIBAEMBIN MOCTABIUIUKOM, COACPKAIIMN yKa3zaHHE
0aHKy MOJyYUTh MPUUYUTAIONIYIOCS €My JICHEXKHYI0 CyMMYy OT IUIaTelblMKa Ha
OCHOBAHUM COOTBETCTBYIOIIMX JOKYMEHTOB, CBUAETEIBCTBYIOIIUX O COBEPIICHHBIX
onepauusx;

[') pacyeTHblii JTOKYMEHT, Ha OCHOBaHUM KOTOPOTO MPOU3BOIUTCS CIIMCAHUE
JICHEKHBIX CPEJICTB CO CUETA IJIATENbIINKA B OECCIIOPHOM MOPSIKE

10. Pacuemmuwtii OOKyMeHml, GbINUCHIBAECMBLI NOCHMABCUUKOM, COOEPIHCAuiuil
YKa3zanue OAHKYy ROJYYUMD RNPULUMAIOULYIOCA €M) O€HENCHYI0 CYMMYy Om
naamenvuiuKa Ha OCHOB8AHUU COOMEEemMCcmayIouux O0OKYMEHM 08,
CEUOEeMeNbCMEYIOUUX O COBEPULIEHHBIX ONEPAUUAX — IMO:

A) pacueTHbIN YeK;

b) nnarexxHoe nopyydeHue;

B) unkaccoBoe nopydeHue;

I') mnaTexxHoe TpebOBaHME.

11. Pacuemmnbwtii uek — 3mo:

A) pacnopsokeHHME TUIaTENbIIMKAa O TEPEYUCICHUH C €ro pacyeTHOro cyera
ONPEAEICHHOW CYMMBI HA CUET MOJIy4YaTelis;

b) pacnopsbkenue npeanpuatus 0aHKy O BblJaue C €ro pacyeTHOro CueTa CyMMBbI
HAJIMYHBIX JCHEXKHBIX CPEICTB;

B) pacuerHbIil TOKyMEHT, BBIITMCHIBAEMbIN MMOCTABITUKOM, COJEPKAIMN YyKa3aHUE
0aHKy TMOJYYUTh MPUUYUTAIONIYIOCS €My JEHEXKHYI0 CYMMY OT IUIaTeNbIIMKa Ha
OCHOBAHUM COOTBETCTBYIOIIMX JOKYMEHTOB, CBUICTEIILCTBYIOIIMX O COBEPIICHHBIX
onepanusx;

I') pacuerHblif JOKYMEHT, Ha OCHOBAaHUM KOTOPOTO TIPOU3BOJUTCS CIIUCAHUE
JIEHEKHBIX CPEJICTB CO CUETa IJIATEIIbIIUKA B O€CCIIOPHOM TOPSIIKE.

12. Ilhamesrcnoe nopyuenue — 3mo:

A) 3TO pacmopspDKeHHE TMPEANPHUATHS YUPSKIACHHI0 OaHKa O CIUCAHUU C €ro
PACUYETHOTO CYETa OINPEIEIECHHON CyMMBbI (COTJIACHO MPHUJIAraéMbIM JTOKYMEHTaM) B
MOTaIlIeHue CBOMX 00513aTEILCTB;

b) pacnopsbkenue npeanpustus 0aHKy O BbIJade C €ro pacyeTHOro CueTa CyMMBbI
HaJIMYHBIX JICHEKHBIX CPEJCTB;

B) pacyeTHbIl TOKYMEHT, BBINHCBHIBAEMBIN MOCTABUIMKOM, COAEPKAIIMN yKa3zaHHE



O0aHKy MOJY4YUTh NPUYUTAIOLIYIOCS €My JEHEXHYI0 CYMMY OT IUIaTeNbIIMKa Ha
OCHOBAaHUU COOTBETCTBYIOIIUX JTOKYMEHTOB, CBUIAETEIBCTBYIOIUX O COBEPLICHHBIX
onepanusix;

I') pacueTHbIi JOKYMEHT, Ha OCHOBaHMM KOTOPOIO IPOU3BOJUTCS CIHCAHUE
JICHE)KHBIX CPEJICTB CO CUETA IUIATENbIINKa B 0ECCIOPHOM MOPSIKE.

13. Kakoit 00Kymenm cayyicum 0CHOBAHUEM 014 CRUCAHUA OEHEHCHBIX CPEOCHE CO
cuema naameabujuKa 6 6ecCnoOpHoOM nopaoke:

A) pacUeTHbIN YeK;

b) nnarexxHoe nopyydeHue;

B) nunkaccoBoe nopydeHue;

I') mnaTexxHoe TpeboBaHME.

14. Kakoit 00Kymenm bIRUCHIBAEHCA NPU 63HOCE HATUYHBIX 0€HeZ HA PACYemHblIl
cuem:

A) pacueTHBbIN Y€K;

b) maTtexxHoe nopy4eHue;

B) neHexxHbIi yek;

') mnaTexxnoe TpeboBaHue;

J1) oOBsiBNIEHUE HA B3HOC HAJTUYHBIMHU.

Tema 1.5. JloroBopHO-TIpaBOBasi JOKYMEHTALIUA

1.Coznamenue 06yx unu HeCKOIbKUX JUY 00 YCMAHOGIEHUU, UMEHEHUU UJIU
NPEeKpauieHuU 2paxcOaHcKux npag u 00A3aHHocmell — IMo:

A) axr;

b) cripagka;

B) norosop;

') cny>xe6HOE MHCHMO.

2. Ilopsaook 3aknrouenus 002080pP08 pezyaupyemcs:
A) I'paxxnanckum kojaexkcoM PD;

b) YronoBHbiM KOsIeKCOM PD;

B) Kongexkcom 006 amMUHHUCTpAaTUBHBIX HAPYIICHUSX;
I') HanmoroBeim koaexcom PO.

3.  Ycmanoseumv coomeemcmeue mexncoy - 6uU0OM  002080pa U €20
XapaKkmepucmuKou:

Buowt 002060pos:

1. JloroBOp 0AHOCTOPOHHUIA

2. JloroBop A1BYCTOPOHHUI

3. JloroBop MHOTOCTOPOHHHUI

Xapakmepucmuka:

A) colepUT B3UMOCOTACOBaHHbBIE MTPaBa U 00A3aHHOCTH KOHTPAreHTOB,

b) comepxut 00s3aHHOCTH TOJIBKO OJTHOM CTOPOHBI U TIpaBa TpeOOBaHUS, APYTOK;

B) moroBop ¢ ywactueM Tpex wiaM 0OoJjiee CTOPOH; 3aKJII0YaeTcsi OOBIYHO TIpHU
OCYIIECTBICHUN TOBAPOOOMEHHBIX OMEPAIHIX, COOPYKEHUS OOBEKTOB, CO3JaHUS



COBMECTHBIX IIPEANIPUATHN.

4. /locoeop, no KOmopomy umyuiecmeeHHoe npedocmasieHue 00OHOU CHOpPOHbL
odycnaenueaem ecmpeuHoe UMywiecmeeHHoe npedocmasieHue ¢ Opy2oi CmopoHbl
—mo:

A) peaJibHBIN JOTOBOP;

b) Bo3Me3HbIM 10T0BOD;

B) 6e3B03Me3IHBIN JOTOBOD;

') koHCecyalbHBIN 1O0TOBOP.

5. lokymenm, 3aknrouenue KOmopo20 HAYUHAEMCA C MO20 8PEMEHU, KO20a Obll0
6bINOJIHEHO OnpeodesieHHoe Oelicmaue no nepeoaue UMyuiecmea — 3mo:

A) peaJibHBII JOTOBOP;

b) Bo3me3aHbIi JOTOBOD;

B) 6e3B03Me3IHBIN JOTOBOD;

') KoHCecyanbHBIN| TOTOBOD.

6. I'pasccoancko-npagoeoii 002080p, KOMOpHLI RNPUIHAEMCA 3AKTIOYEHHBIM C
MOMEHMA CO2NNACOBAHUA CYUWECMBEHHBIX YCI06UTL CHLOPOHAMU — IMO:

A) peaJibHbIN JOTOBOP;

b) Bo3Me3aHbINM 10Tr0BOD;

B) 6e3B03Me3IHBIN JOTOBOD;

') koHCecyabHBIN 1O0TOBOP.

7. Mozoeop, 6 Komopom umyuiecmeeHHoe npedoCmasieHue npou3eo0Umcs
MObKO O0OHOU U3 CHOPOH 0€3 NOJIYYEeHUsA 6CMPEYHO20 UMYULECHBEHHO20
npeoocmasieHus om Opy2oil CHOpPOHbL — IMO:

A) pealibHBIN JOTOBOP;

b) Bo3me3aHbIi J0TOBOD;

B) 6e3B03Me3IHbIN JOTOBOD;

') KoHCecyanbHBINI TOTOBOD.

8. lozoeop, no komopomy oona cmopona (npooageuy) 00a3yemcsa nepeoams 6eulb
(moeap) 6 cobcmeennocmsv Opy20il cmopoHne (nokynameini), a nOKynamesp
00a3yemca npuHAmMs IMOmM moeap u Yniamums 3a He20 ONPeOeneHHyI0 CyMmy —
IMo:

A) AOTOBOp KYIUTU-TIPOJAXH;

b) noroBop MeHbI;

B) noroBop napenus;

[') moroBop apeHbI;

J1) moroBop 6€3B0O3ME3THOTO MMOJIb30BAHMS.

9. /lozoeop, no komopomy oona cmopona (ccyoooamens) o0a3yemcsa nepeoambs
unu nepeoaem eeuib 6 0€3603Me30HOE 6PEMEHHOE NOIb308AHUE OPY20il CHLOPOHE
(ccyoononyuamenio), a NoOCi1eOHAA 00A3YemMCa GEPHYmMb MY JXHce 6euib 6 HOM



COCMOAHUU, 6 KAKOM OHA €20 NOJYUUNd, C YYemOM HOPMATbHO20 U3ZHOCA WU
COCMOAHUU, 00YC1067IEHHOM 002080POM — IMO:

A) IOTOBOp KYIUTU-TIPOJAXH;

b) noroBop MeHsI;

B) noroBop napenus;

') noroBop apeHabl;

J1) noroBop 0€3BO3ME3AHOTO MOIH30BAHUS.

10. /[ozoeop, no komopomy apenoooamenb 0043yemca NPEOOCMABUNLD
apenHoamopy 3a naamy UMyuwiecmeo 60 6peMeHHoe 61a0eHue u noab3o08anue auoo
MOJIbKO 80 6peMEeHHOE NOJIb30BAHUE — IMO:

A) A0TOBOp KYIUIU-TIPOJAXH;

b) noroBop MeHsI;

B) noroBop napenus;

') noroBop apeHbl;

J1) noroBop 6€3B03ME3THOTO TOJIb30BaAHMS.

11. Ilo 00z060py nodpaoa — smo:

A) norosop, Mo KOTOpOMY OJIHa CTOpOHa (ccymoaaresb) 00si3yercs Nnepeaarb WM
nepefaeT Bellb B 0€3BO3ME3IHOE BPEMEHHOE II0JIb30BAaHUE JpPYrod CTOpPOHE
(ccynomnomyyaTento), a MocueIHsAs 00sA3yeTcs BEPHYTh Ty € BEIllb B TOM COCTOSIHUH,
B KAaKOM OHAa €ro MOJy4YWia, C y4€TOM HOPMAJIbHOTO HW3HOCA WU COCTOSHHH,
00yCIIOBJIEHHOM JI0TOBOPOM;

b) nmoromop, mo kotopomy ojHa cTOopoHa (IpojaaBel) 00s3yeTcs mepeaaTh Belllb
(TOBap) B COOCTBEHHOCTh JIPYrod CTOpOHE (MOKYIATEIN0), a MOKYyMaTeib 00s3yeTcs
IPUHATH STOT TOBAP U YIUIATUTH 33 HETO OMPEACIICHHYIO CYMMY;

B) moroBop, mo KOTOpOMy OjHa CTOpOHA (MOAPSIAYMK) OOS3YETCS BBHIMOJHUTH IO
3aJJaHUIO JPYrod CTOPOHBI (3aKa34yMKa) ONpeNeIeHHYI0 padOTy U CAATh €€ pe3ysbTar
3aKa34uuKYy, a 3aKa34uK 00s13yeTCsl MPUHSATH pe3yJbTaT pabOThl U OTUIATUTH €TO0;

I') noroBop, MO KOTOPOMY HCIIOJHUTENb 00SI3yeTCs M0 3aJaHUI0 3aKa3yhKa OKa3aTb
YCIIYTH, a 3aKa34UK 0053yeTCs OIIATUTh 3TU YCIIYTH.

12. ITucvmo, omnpagnaemoe 6UHOEHOU CMOPOHE 6 CJlyuae HEeEbINOJIHEHUSA €10
3aKNI0UEHHBIX paHnee 002060p06 U PA3HO20 pooa 00a3amenbcme, HNONbINKE
U3MEHUMDb UX YCI06UA 6 00HOCHIOPOHHEM NOPAOKE — IMO:

A) NTMYHOE TUCHMO;

b) npeTeH3noHHOE MHCHMO;

B) uckoBoe nuceMo.

13. /lokymenm, nooarowuiicsa ¢ cyo 6 RUCbMEHHOU hopme, codeprcauwsuii npocyLOy
00 yooenemeopenuu mpedosanuil CmopoHsl-3a16umeisa 6 ciyyae HapyuieHus uin
Y2pO3bl HAPYWIEHUA ee nPaes, C60000 UlU UHBIX 3AKOHHBIX UHMEPECO8 — IMO:

A) TMYHOE TUCHMO;

b) npereH3noHHOE MUCHMO;

B) uckoBoe 3asBneHue.



14. JIna npuobpemenus moeapoé CHIOPOHBI GCHIYNAIOM 6 OMHOUWIEHUA HO
nocmaexke  NpPoOOyKUuUu  Op2aHuU3AUUell —  HOCMABUAUKOM  OP2AHU3AUUU-
nompeoumeio. Imu OMmHOUWIEHUA OPoOpMAAIOMCAL. ..

A) 10TOBOpPOM COBITA;

b) moroBopom nocraBkw;

B) moroBopoM KyIumi-TipoaKH.

15. Jlozoeop cuumaemcsa 3aKni04eHHbIM, KO20A MeMHcOy CHOPOHAMU. ..
A) HeT npeTeH3uii;

b) nocTUrHyTO cornameHue no BCeM IyHKTaM;

B) He cyiecTByeT pa3HOTIacHil.

Paznen 2. Opranusanus padoTbl ¢ JOKYMEHTAMU

Tema 2.1. IloHsiTHE [JOKYMEHTO000OPOTAa, Perucrpauus JAOKYMEHTOB.
HcnosHeHne  JOKYMEHTOB. KonTpoasb UCIIOJIHCHUSI. Opranuszanus
ONEePaTHUBHOIO XPAHEHUSA TOKYMEHTA

1. lokymenmooobopom — smo...

A) ycnoBHoe o00O3Ha4YeHHE, MPUCBAEMOE JOKYMEHTY B IIpolLecce Ydera u
WCIIOJTHEHNS,

b) nBukeHne JOKYMEHTOB B OpraHU3AlMM C MOMEHTA UX CO3JAaHUS WIM MOJYyYEHUs
710 3aBEPIICHMS UCTIOJHEHUS WU OTIIPABJIEHUS aJpecary;

B) orpacnb aestenbHOCTH, oOecrieunBaroniasi JOKYMEHTUPOBAHUE W OPraHU3aIUI0
paboThl ¢ OQUIHATIEHBIMU TOKYMEHTAMH.

2. OcHOBHBIMU XapaKmepucmukamu OOKyMeHmoodopoma aeaawmca (evlopamo
HeCKOIbKO 6apUAHMO8 OMmeema):

A) CKOpOCTH IBUKEHUS,

b) mapuipyT 1BuxkeHus;

B) Bpems nBmkeHus;

[') meprnoIMYHOCTh IBUKECHHUS.

3. Bce uncmanyuu na nymu 0eusxcenHuss 00KyMeHma om cO30aHus 4epHosuka (uiu
nOJIyueHus) 00 NOOWIUBKU 8 0€/10 — IMO:

A) CKOpPOCTb JIBIXKEHUS TOKYMEHTA,

b) nepuoauyHOCTh ABMYKEHUS TOKYMEHTA;

B) mapuipyT nBuXeHuUs TOKYMEHTA,;

') Bpemsi IBUKEHUS TOKYMEHTA.

4. Bpemsa, 3ampauuseaemoe HaA NPOX0xcOeHUE OOKYMEHHIO08 RO MAapuipymy Om
CO30aHUA YEePHOBUKA (UIU NOSYUEHU) 00 ROOWUBKU 8 0€10 — IMO:

A) CKOpPOCTb JIBXKEHUSI TOKYMEHTA,

b) nepuoauyHOCTh ABUKEHUS TOKYMEHTA;

B) mapuipyT nBUXKEHUS TOKYMEHTA;

') Bpemst ABUKEHUS TOKYMEHTA.



5. Croosrcugweeca unu op2anu308anHoe 8 npedenax UHPOPMAUUOHHOU CUCHEMbL
osucenue OaHHbIX 8 ONPedeneHHOM HAnPAGIeHUU — IMO:

A) IOKyMEHTOAHaJu3;

b) 10KyMeHTOIOTOK;

B) nenornpou3BoacTBO;

[') nokymeHTUpOBaHHUE.

6. Qowee Konuyecmeo OOKYMEHmMO8, HNOCHMYRUGUWIUX UAU  CO30AHHBIX
op2anuzayueil 3a Onpeoe1eHHblil Nepuood 6PemMeHu — IMo:

A) 00beM JOKYyMEHTOO00POTA;

B) ckopocTh TOKyMEHTOO0O0pOTA;

B) o6opaunBaeMocTh TOKYMEHTOO0OPOTA;

[') mepnoIMyHOCTH TOKYMEHTOO00POTA;

7. Ilo manpagnenuto paziuyarom OOKYMEHHMONOMOKU (8b10pams HECKOIbKO
6APUAHM 08 OMEEM 08):

A) ropu30HTaNIbHBIE;

b) Bxopasiue;

B) ucxonsmue;

') BepTUKaJIbHEBIE.

8. /dokymenmpwl, Hanpaensemvle GbIUIECHOAWUMU OP2AHAMU  61ACHMU U
YRPAGIEHUA NOOUUHEHHBIM OP2AHUZAUUAM — IMO:

A) TOpU30HTANBHBIA JOKYMEHTOMOTOK;

b) Bocxoasmuii JOKyMEHTOIOTOK;

B) HuCXOas1IMI TOKYMEHTOIIOTOK;

[') BHyTpeHHUI TOKYMEHTOIOTOK.

9. Ilo omuowenuI0 K ynpasienuyecKkomy 00veKmy paziudarom 00KyMeHmonomoxku
(6b10pame HECKOJIbKO 803MOMCHBIX 6APUAHIOE OMEEma):

A) BHYTpEHHHUI;

b) ropr3oHTaIbHBIN;

B) Bxoasinuit;

') ucxonsuui.

10. Texnonozua padomel ¢ 00OKymMeHmMamu, KOmopas 3aK1i04aemcsa 6 npoeepKe
npaAsUIbLHOCMU O0O0CHMABKU, WEIOCHIHOCHMU YNAKO6KU, COXPAHHOCMU neuamell,
6CKpbIMUU KOHEEPMO8 U NPOBEPKe KOMNIEKMHOCIMU U UEI0CHHOCHU 810 HCEHUI,
6 00pabomke conpoeoouUmMenbHOl OOKYMEHmMauuu, cCOpmupoeKe OOKYMEHMmMO8 —
IMo:

A) peructpanusi;

b) ucnonuenue;

B) nepBuunas o0paboTka;

') KOHTPOJIb 32 UCTIOTHEHUEM.



11. 3anuce yuemmnvlx OAHHBIX O OOKyMEHME HO YCHAHOBIEHHOU popme,
guxcupyroweii paxm e2o cozoanus, OMnpasIeHus Uiy ROJAYYeHUs — IMo:

A) peructparusi;

b) ucnonuenue;

B) nepsuunas 06padoTka;

') KOHTPOJIb 332 UCTIOTHEHUEM.

12. Pecucmpayuonnsie (popmvt 00KymMeHm o8 Mo2ym Oblmb C1e0YIOuUX 6U008:
A) )KypHaibHasi;

b) kaprouHnas;

B) aBTroMatu3upoBaHHasi;

') Bce BapuaHTBI OTBETOB BEPHBI.

13. Iloozomoeka npoexkma o0meemHo20 OOKYMEHmMA, €20 CO21ACO8aAHUE C
COUCNOTHUMENAMU — IMO:

A) perucrparusi;

b) ucnonuenue;

B) nepBuunas o0pabotka;

[') KOHTPOJIb 32 UCTIOTHEHUEM.

14. Jleamenvnocms, HanpaeneHHas HA o00ecneueHUe CE0EBPEMEHHO20 U
KauecmeeHHO020 UCNOIHeHUs NOPYYEeHUNl U PeUleHUs 60NPOCO8 — IMO:

A) peructparnus;

b) ucnonuenue;

B) nepBuuHnas o0paboTKa;

') KOHTPOJIb 32 UCTIOTHEHUEM.

15. Jlokymenm wuau CO60KYRHOCHIb OOKYMEHMO8, OMHOCAWUXCA K OOHOMY
60NPOCY UU YHACMKY OeAmeabHOCIU, NOMEUIEHHBIX 6 OMOCIbHYI0 0010MCKY —
Imo:

A) apxus;

b) neno;

B) moxbopxka;

') onucs.

16. Ymeepowcoennnlit cucmemamusupoBanHvlii nepeueHb HAUMEHOBAHUIL Oel,
3A800UMbBIX 6 OP2AHU3AUUU, C YKA3AHUEM CPOKOG UX XPAHEHUA, 0POpPpMIEHHbBLIL 8
YCMAaHO081eHHOM NOPAOKE — IMO:

A) cTpyKTYypa e,

b) HoMeHKkIaTypa nei;

B) monbopka ner;

') apxuBHpoOBaHUE JEII.

17. I'pynnupoeanue ucnoiHeHHbIX OOKYMEHMO8 6 0e/10 6 COOMEEmCmEUU ¢
HOMEHKAmypoul 0e U CUCIeMAmu3ayus 00OKyMeHmoe 6Hympu oenda — Imo:



A) KOHTpPOJIb 32 UCIIOJIHEHHUEM;
b) peructpanus aena;
B) popmupoBanue aena.

18. Yuemmnotit 0okymenm, cooepircaniuil nepeuenb 00KyMeHmMog 0ela ¢ yKa3aHuem
NOPAOKOBLIX HOMEPO8 OOKYMEHMO8, UX UHOEKCO8, HA36AHUIl, O0am, HOMEPOs
JAUCMO8 — IMO:

A) obOnoxka nmena;

b) BHYyTpeHHSIs1 ONUCh IOKYMEHTOB JIEJa;

B) akT Ha crivcaHue /efia B apXuB.

20. /Jokymenmonomok, Komopwlii cOCMOUm u3 OOKYMEHMO08, C030A6AeMblX 6
OAHHOU OP2AHU3AUUL U OMNPABIAEMBIX 34 ee npeoevl — IMo:

A) TOPU3OHTAIBHBIA JOKYMEHTOIOTOK;

b) BHyTpeHHUI JOKYMEHTOIOTOK;

B) ucxonsmmii TOKyMEHTOIIOTOK;

') Bce BapuaHTBI OTBETOB BEPHBI.

Tema 2.2. IloaroroBka 10KYyMEHTOB K AapXMBHOMY XPAHEHHIO

Tecr

1. H3yuenue OOKymeHmO6 HA OCHOBAHUU KPUMEPUEE UX UEHHOCMU 6 Uenix
onpeodenenus CpOKO8 XpPAHEHUsA OOKYMEHmMOE U 0moopa ux Ha NOCHOAHHOE
Xpanenue — IMo:.

A) peructpalus J0KyMEHTOB;

b) KOHTPOJIb UCTIOTHEHUS TOKYMEHTOB

B) skcniepTu3a 11eHHOCTH JOKYMEHTOB;

I') dopmupoBanue nena.

2. /lna opzanuzauuu u npoeedenus padbomvl no IKChepmuze UEeHHOCMU
O0OKYMEHMmMOo8, OmMoOoOpy u Nno020moeKe K nepeoaue HA NOCHMOAHHOE XPAaHeHue
0oKymenmoe Apxuenozo gponoa Poccuiickoit @edepayuu cozoaemca:

A) sKcriepTHaAs KOMUCCHS,

b) coBeT nMpeKTOpOB;

B) peBu3HOHHAs KOMHCCHS;

I') 3acenanue cyna.

3. /lena nocmoanno20 Xpanenus noonexcam:

A) XpaHEHHUIO B OpraHU3alUu;

b) yHuuroxeHnuto;

B) nepenaue I'ocapxuy Poccuiickoii denepanuu.

4. Iloozomoeka ucnoiHeHHbIX OOKYMEHMOE K XPAHEeHUl 6Katouaem (8vlopamb
603MOJICHbBIE 6APUAHMBL OMEEMOB):

A) BKCIEpPTU3Y UEHHOCTH IOKYMEHTOB;

b) BHeceHHe UCTIpaBiIeHU B JOKYMEHTHI;



B) obopmiienre 1OKyMEHTOB, C/IaBa€MbIX B apXUB;

') cocraBneHne OMUCH TOKyMEHTOB TIOCTOSTHHOTO U JIOJTOBPEMEHHOTO XpaHCHHS,
J1) obecrieueHne COXpaHHOCTH JIETT;

E)nepenauy nen B apxus.

5. Yupescoenue  unu  cmpykmypnoe - noopazoenenue - opzanu3ayuu,
ocywiecmenauiee XpameHue, KOMNIEKMOGAHUe, Y4ém U UCHOIb306AHUE
APXUGHBIX OOKYMEHM 08 — IMO:

A) cknan;

b) 6yxranrepus;

B) apxus;

I') otnen xkagpos.

6. ApxugHuwlit 00OKymMeHm —

A) MarepuadbHBI HOCHUTENIb C 3aUKCUpPOBAHHOM HA HEM MCTOPUYECKOM
uH(dopMaIue, KOTOPBIN MOJJICKUT BEUHOMY XPaHEHUIO;

b) TOKyMEHT 10COBETCKOTO MEPUOAA;

B) martepuanbHbiii HOCUTENb ¢ 3apUKCHPOBAaHHOW HAa HEM WH(MOpMaIuen, KOTOPbIN
UMeeT PEKBU3UTHI, TO3BOJISIONIUE €0 UACHTU(PUIIUPOBATD, U TIOJIJICKUT XPAHEHHUIO B
CIWJIy 3HAUMMOCTU YKa3aHHBIX HOCHUTENS U MHGOpMAIMK JJI TpaxaaH, oOIIecTBa U
roCyJ1apCcTBa.

7. /lokymenm Apxuenozo ¢ponoa Poccuiickon Dedepayuu —

A) MarepuanbHbIil HOCUTENb C 3a)MKCUPOBAHHON HA HEM HH(pOpMAaLMEN, KOTOPHIH
UMEET PEKBU3UTHI, MO3BOJISIOIINE €0 UIECHTU(UIIMPOBATS;

b) apXuBHBIN JOKYMEHT TOCOBETCKOIO MEPUOJIA;

B) apxuBHBIII JOKYMEHT, MPOIICAIINN OKCIEPTU3Y LEHHOCTH JOKYMEHTOB,
MOCTABJICHHBI HA TOCYIAPCTBEHHBIN YUET U MOJIEKAUIUN TOCTOSHHOMY XPaHEHUIO.

8. Apxuenwiit pono —

A) KOJUIEKITUSI apXUBHBIX JIOKYMEHTOB TIO OIPEICIICHHON TEME;

B) cOBOKYIMHOCTH apXMBHBIX JOKYMEHTOB, UCTOPUYECKH WM JIOTHUYECKH CBSI3aHHBIX
MEXTy COOOiI;

B) COBOKYMHOCTH apXWBHBIX JTOKYMCHTOB, XpaHSIIASACAd B OTIACIHPHOM apXHBHOM
YAPEKACHUH.

9. Bpemennoe xpanenue apxueHvlx 0OKyMEeHmM0O8 —

A) XpaHeHHEe apXUBHBIX JOKYMEHTOB B apXHBE OpraHU3alluu;

b) XxpaHeHue apXuBHBIX JTOKYMEHTOB 10 HMX YHUYTOXKCHHS B TEUYEHHUE CPOKOB,
YCTaHOBJICHHBIX HOPMATUBHBIMH MPABOBBIMU aKTaMU;

B) xpanenme nokymenTtoB ApxuBHoro ¢onma Poccuiickoii ®Depepanuu 6e3
ONPENEIEHUS CPOKA.

10 .Onuce den, 00Kymenmos, Kaxk yuemuslii OOKyMeHm apxuea, UcCnoib3yemcs 0Jis



A) cymMMapHOro yuera apXUBHBIX JOKYMEHTOB W 3aKpEIUICHHs NOpsAlKa HX
CUCTEMATU3ALINH;

b) noncka TOKyMEHTOB /JIsl UX JaJIbHEHUIIETO UCIIOIb30BaHMUS;

B) nmoeauHMYHOr0 M CyMMapHOro Y4eTa apXUBHBIX JOKYMEHTOB, 3aKpEIUICHUs
NopsiiIKa MX CUCTEMATH3alluM, yyeTa U3MEHEHHMH B COCTaBe M O0BbEME apXUBHBIX
JIOKYMEHTOB.

Tema 2.3. Ucnoab3oBanue IIIBM B nesionpoun3BoacTse

1.  Ycmanoeumv  nocnedoseamenvHocmv — KOMHLIOMEPHOU  NOO20MOBKU
00KYMEHM08:
IlocnenoBaTenbHOCTD Dtar NoAroTOBKU JOKYMEHTA

PenaktupoBaHue BBEJEHHOIO TEKCTa

CoxpaHeHHe TOATOTOBIEHHOTO JOKYMEHTa B BHJE
daiina B namsitu 9BM

HaGop Tekcra

dopmartupoBaHue (0hopmIIeHHE) KOMIIOHEHTOB TEKCTA
[legaTh MOATOTOBICHHOTO JOKYMEHTA

2. Coontooenue ycmaHo6/1eHHBIX 6 3AKOHOOAMENbHbIX AKMAX U HOPMAMUBHO -
memoouueckux  O0okymenmax  Poccuiickoii  @edepayuu  mpebdosanuilt K
OOKYMEHMAam 6 Xo0e ux coOCmagnaeHus, n0020moeKu, nepenevamiu, co2i1aco8anus,
yoocmoeepenus — Imo:

A) penakTUpOBaHKUE TOKYMEHTOB;

b) obopmiienne 10KyMEHTOB;

B) neuaTth 1OKYMEHTOB.

3. Hazoeume 06a ocHoeéHblX hopmama, HaA KOMOPLIX OPOPMAAIOMCA OOKYMEHNbL
OoP/]

A) A5 (148x210 mm); A 3 (297x420 mMm)

b) A 4 (210x297 mm); A 5 (148x210 mm)

B) A 5 (148x210 mm); A 6 (105x148 Mm)

) A3 (297x420 mm); A 4 (210x297 mm)

4. Ooa3amenvublii NPUHAK HA OOKYMEHM e, YCIAHOB8IEHHbLI 3AKOHOM — IMO
A) uHTEpBaN

b) pekBu3uT

B) nonoxxenue tadynstopa

') smGnema

5. Pexeuzum - 3mo

A) o0s13aTeTbHBIN MMPU3HAK HA IOKYMEHTE, YCTAHOBJICHHBIN 3aKOHOM
b) cuctema nqoxkymeHTanuu

B) ciyxebHoe nose

I') paGouee moJie



6. Pexeuzum «8uU3a 03HAKOMICHUS) 8bI2TAOUM C/1eOYIOUUM 00PA30OM:
A) cexperaps i/ ©.1.0. 00.00.00

b) ropuct i1/m 00.00.00

B) cexperaps ©.1.0. 1/ 00.00.00

I') ¢ mpukaszom o3HaxkomJieH: i/t 00.00.00

7. C0BOKyRHOCMb DPACHONONCEHHBIX 6 ONPEOeIeHHOU NOC1e008amebHOCHU
PEKeU3UmMos, NPUCYWUX  6CeM  OOKYMEHMAaM  ONPEOeieHHOU  CUCHEeMbl
OOKyMeHmauuu - 3mo

A) BbINIKCKA

b) dopmynsap-obpazen

B) Gnank

') noxymeHT

8. Yemanoeumov coomeemcmeue mexncoy popmamamu oymazu:
dopmar 6ymaru:

1. A3

2. A4

3. A5

Pazmep:

A) 210x297 mm

b) 297x420 Mmm

B) 148x210 mm

9. Cmanoapmmbwle pazmepul noei:

A) Bepxnee - He meHee 30 MM; jeBoe -He MeHee 10 MM; mpaBoe - He MeHee 15 MwM;
HIMKHEE - He MeHee 20 MM;

b) Bepxnee - He menee 30 mmMm; neBoe -He MeHee 30 mM; npaBoe - He MeHee 10 mwm;
HMKHEe - He MeHee 40 MM,

B) Bepxnee - He menee 20 mMMm; nieBoe -He MeHee 20 MM; mipaBoe - He MeHee 10 Mwm;
HIKHEE - He MeHee 20 MM;

I') Bepxnee - ne menee 40 mm; neBoe -He MeHee 20 MM; TIpaBoe - He MeHee 15 Mm;
HI)KHEE - HE MEHee 25 MM;

10. Cumeonvl u unoekcel, 6Hocumble 6 OOKYMEHN 6 npouecce €20 n0020Mmo6Ku u
oghopmnenus — amo:

A) mepeMeHHBIC PEKBU3UTHI,

b) mpo1oTbHBIC PEKBU3UTHI,

B) mocTosiHHBIE PEKBU3UTHI,

') yriioBble pEKBU3UTHI.

11. Pexeuzumot oensamces na:
A) yIJIOBbI€ U POAOJIBHBIE;
b) nocrosiHHbIE U TIEPEMEHHBIE;



B) HopMaTHBHBIE U BEIOMCTBEHHBIE;
[') onHOKpaTHBIE 1 MHOTOKpaTHBIE.

12. Cumeonwvt u uﬂoeKC‘bl, HAHOCUMDBIE HA munoesvie 3a20moe6Ku OOKyMBHmOG

(6ranku u popmul) munozpaghckum uau Opy2um cnocoboom — Imo:
A) yTri0BbI€ PEKBU3UTHI,

b) npoionbHbIE PEKBU3UTHI,

B) nocrosiHHbIE PEKBU3UTHI;

') nepeMeHHbIE PEKBU3UTHI.

13. Tpeboseanus k cocmasy peKeusumos OOKYMEHMO8, UX
YCMaHasauearwomca:

A) A) UHCTpYKLHEN 1O AEIONPOU3BOICTBY;

b) nonoxenue o6 apxusHoMm oune PD;

B) I'OCT P 7.0.97-2016;

[ TOCT 16.48.7-70;

J1) HEeT MpaBUIILHOTO BapuaHTa OTBETA.

oghopmnenuto

14. Hazeanue opzanuzayuu, cocmagueuieii. O0OKyMeHm, HA38aHUe O0O0KyMeHma
(ucKII0YeHUe cocmasnaom nUCLMa), 3a2071060K mexkcma, 0ama, UHOEKC, MeKcm,
nOORUCH, OMMEMKA 00 UCNOJIHEHUU OOKYMEHRMA U HANPAGIEHUU €20 6 0€10 — IMO:

A) yrioBble pEKBU3UTHI;

b) npoionbHbIE PEKBU3UTHI;
B) moctositHHBIE PEKBU3UTHI,
') nepeMeHHbIE PEKBU3HUTHI.

15. Bapuanmul pacnonosxcenus peKeu3sumos:
A) yri0BO€ U TIPOJIOJIBHOE;

b) noctrosiHHOE U IEpEMEHHOE;

B) HopmaTHBHOE U BEIOMCTBEHHOE;

') ropu3oHTaIbHOE W BEPTUKAIBHHOE.

Kpurepuu oueHku:

Kpurepun onenkn

KadecTtBeHHas olleHKa MHANBUIYATbHBIX
Pe3ynpTatuBHOCTH .
00pa30BaTEIbHBIX TOCTHKCHUI
(MpaBUIIbHBIX OTBETOB) »
OTMETKA BepOAIbHBIN aHAJIOT
Beimonnaeno 86-100% 3ananunii 3) OTJINYHO
Boeinonneno 70-85% 3amanuit 4 XOPOIIIO
Boeinonneno 51-69% 3ananuit 3 YAOBJIETBOPUTEIBHO
Beimonnaeno menee 50% 3ananuit 2 HEYAOBJIETBOPUTEIHHO

2.1.3. PeimieHne YdKOHOMHUYECKHX 32124



3a1a4u penpoAYKTUBHOIO YPOBHA

3ananme 1. PazpabGortath OnaHK TOKYMEHTa, YCTAaHOBUTH IMOJs,, MHTEPBAl CTPOK
(MOATOTOBUTH CHpPaBKy € MecTa ydeObl O TOM, 4TO BBl sBisieTeCh CTyAEHTOM
HA3BaHHOTO BY3a; MOJTOTOBUTH CIIPaBKYy C MecTa paboThl, yKa3aTh 3aHUMAaEMYIO
JOJDKHOCTh, C KaKoro BpEeMEHHM paboTaeT Ha MNPEANpUITHM W KakoBa MecsSYHas
3apa0oTHas 11aTa pabOTHUKA).

[Ipu odopmnenun cropaBok oOpamiath BHUMaHUE Ha TMpaBwia OQOPMIICHUS
PEKBU3HUTOB.

3aganue 2. CocTaBuTh JI000M TOKYMEHT, UTOOBI OH 00J1a/1al IOPUANUYECKON CHIIONM.
B nokyMeHnTe ykazaTh 00si3aTeIbHbIE BOCEMb PEKBU3HUTOB.

Konuio gokymMeHTa npeaocTaBuTh AJIsi IPOBEPKH MPEIo1aBaTelIio.

3aganue 3. Pazpaborate u odopmMuTh Ha BBIOOp JBa TOKYMEHTAa W3 TPYMIIbI
OpPTraHMU3AIMOHHBIX TOKyMEHTOB. OOpaTuTh BHUMaHHE Ha OGOPMIICHHE THUTYIHHOTO
aucTa U opOpMIIEHUSI HEOOXOUMBIX PEKBU3UTOB.

3aganue 4. Pa3paborats u 0OpMUTH NMPHUKA3 O MpUEME Ha pabOTy COTpPYyIHHUKA.
Pa3zpaborate 1 opopmuTh NpuKa3 0 nepeBoje pabOTHHKA Ha JIPYryro paboTy B TOU
K€ OpraHu3aluu.

ITpu odopmieHun mnpuka3oB oOpamarb BHUMAaHHWE Ha NpaBwia OQOPMIICHUS
PEKBU3UTOB.

3aganue 5. Paspaborate u odpopmutrh HHOPMALIMOHHO-CIIPABOYHBIE JOKYMEHTHI
(TenedoHOTpaMMy, aKkT, MPOTOKOJI, CIY>KEOHYIO 3alHUCKYy W JPYrue JTOKYMEHTHI MO
BBIOOPY CTYAECHTA).

[Ipu odpopmiennn nHGOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB oOpaniaTh BHUMaHHE
Ha mpaBuiia 0hOpMIICHUS PEKBU3UTOB.

3apganme 6. Pa3paboraTh mOCIENOBATENbHOCTh OQOPMIIEHUS JOKYMEHTOB MIpH
npueMe Ha paboTy. VYkazaTb OCOOCHHOCTH O(QOPMIICHHSI OCHOBHBIX W
JOTIOTHUTENBHBIX JOKYMEHTOB. B Kakux cimydasx odopmisercs aBTroouorpadus u
Ipyrue  JOIOJIHUTENbHbIE  JTOoKyMeHThI?  IlocienoBaTenbHOCTh — OQOpMIICHUS
JIOKYMEHTOB TOKa3aTh CXEMaTHYECKH.

3ananme 7. Pazpaborarh U odopMuTh OJaHK TpyAOBOro jaoroBopa. B mokymente
yKa3aTh 00s3aTeNIbHbIE PEKBU3UTHI U MPABUIBHO UX OOPMUTH.

3aganue 8. Tpynosas aucuumiuHa. PaccMoTpeTs npaBuia BHYTPEHHETO TPYAOBOIO
pacnopsiika KOHKpPETHOTO IPeINpUATHS, BbIICIUTb BUIbI MOOIIPEHUA U B3bICKaHUH,
IPUMEHSEMBIX Ha TPEINPUATHH.

3apnanme 9. Paszpaboratb U 0QOpPMUTH OKYMEHTHI MpHU MOOMIPEHUU PAOOTHUKA
(pa3paboTtath npeCcTaBICHUE).

3apnanme 10. Pa3zpaboratb U oQOpMUTH JOKYMEHTHI MPH B3bICKAHMUSIX PaOOTHUKA
(pa3pabotath OOBACHUTEIBHYIO W JOKJIAIHYIO 3allMCKH, COCTAaBUTh TPHUKa3 O
HAJIOKCHUH JUCIUILUTHHAPHOTO B3BICKAHU).

3ananme 11. 3anomHUTH OJIAHK JTMYHON KapTOUKH paboTHUKA. OOpaTUTh BHUMAHUE
Ha o(hopMIIEHUE PEKBU3UTOB 10 KAXKIOMY ITyHKTY KapTOUKH.

[IpenocraButh uHGOpMaANUIO O MpaBuiax O(MOPMIICHUS U BEACHUSA JIMYHBIX JEIl

pabOTHHUKOB.

3ajaun peKOHCTPYKTHBHOIO YPOBHS




3aganue 1. Haiigute u ucnpasbTe OMMUOKHU B OPOPMIICHUN 3asIBICHUS U
JTOBEpeHHOCTU. OTpenakTUPYHUTE TEKCTHI.
Teker 1
Jlexany gpaxynemema om Meanosoti A. B.
3as6eHue.

Yeaowcaemwiti Oexan, k eam obpawaemcsi cmyoewmka 2-20 Kypca HO JTUYHOMY
gonpocy. B ceasu ¢ mem, umo s amOyIaMOPHO 1€Yycb 6 NOIUKIUHUKE, MHE
npuxooumcesi nponyckams nexomopwle 3ausmus. Cnpasky mozy nokazams. Ouenb

APOULY 8ac 0C80000UMb MEHsL OM 3AHAMUL HA 0OUH MecsY
Usanosa A. B. 10 okmsabps 2022 200a.

Tekcr 2
Pexmopy @®I'6OY BO Anmaiickuii [ AY
cmyoeuma I kypca Conosvesa M. U.
3AABJIEHUE.
IIpowy npeocmasums MHe akademuyeckutl OmmnycKk cpokom Ha I 200 no cemeuinvim
00CcmoamenbCcmeam.

3apanee 61azooapen. Conogves M. U.
15.12.2022 ..

Texkcr 3

JIOBEPEHHOCTH
A, ©ponos JI. A., dosepsiio moeii coxypcrhuye Illesuyxy HU. C. noayuums Mmoo
CMUNEHOUIo 3a MeKyWUll Mecay c.2., 68UV MOe20 OMCYMCMBUs 8 MeyeHUue Mecayd 8

KOMAHOUpOBKe.
16.11.22. JI. @ponos

3apanme 2. Ilpoumtaiite aBToOmorpaduro, cocraBieHHyio A. [I. YexoBbiM.
JlokaxuTe, UCTIONIB3YsT TEKCTOBBIM MaTepHall, UTO JaHHas Ouorpadus HamucaHa HE B
oQUITMATBHO-IIEIIOBOM, a B XY0’KECTBEHHO-TUTEPATYPHOM CTHUJIE.

Asmoobuoepaghus

A, A. 1. Yexos, poouncs 17 ausaps 1860 2. 6 Tacampoee.

B 1878 e nocmynun 6 Mockosckuii yHnugepcumem HA MeEOUYUHCKUL
Gaxynemem. Yoice Ha nep8om Kypce cmasl neyamambsCsi 8 eHCeHeOebHbIX

JHCYDHANAX U 2azemax, U OMu 3AHAMUSL JTUMepPamypou yxce 6 Hauane
80CbMUOECAMBIX 20008 NPUOOPENU NOCMOSAHHBLU, NPODECCUOHATbHBIU XapaKmep.

He cuumas peyensuii, penvemonos, 3amemox, 6ce2o, Umo nucaiocb U3o OHsl 8
O0eHb MHOW 3a 20 nem JaumepamypHou OesamelbHOCmU, Obll0 HANUCAHO U
HaneuamaHno 6onee 300 neuammuvix aucmos nosecmeil u pacckazos. llucan a u
meampanbHble Nbecwl.

He comnesarocw, 3auamus MeOUYUHCKUMU HAYKAMU UMENU CePbe3HOe GIUSHUE
Ha MO TUMepamypHyro 0esimenbHOCmb', OHU 3HAYUMENbHO PAa308UHYIU 001ACb
Moux HabarooeHutl, 0602amuiu MeHs 3HAHUAMU, UCMUHHYIO YEeHY KOMOPbIX Ol MeHs



Kak OJisl NUCAMessi MOMCen NOHAMb MOJbKO MO, KIMO CaM 8pay\ OHU UMeIU MaAKIce
Hanpassawee GlusHue U, 6eposamHo, 61azo0aps o6au3ocmu K meouyune mMHe yoauiocs
uzbecHymos MHO2UX OWUOOK. 3HAKOMCMBO C eCMeCmMBeHHbIMU HAYKAMU, C HAYYHbIM
MemoooM 8ce20a 0epIHCcalo MeHs HACMOopodice, U si CMApancs, 20e ObL10 803MONCHO,
co0OpadNCcamvbcsi ¢ HAYYHbIMU OAHHLIMU, A 20€ HEBO3MONCHO — NPeoOnoyYuUmdanl He
nucamo 6o6ce. K bennempucmam, OMHOCA-WUMCA K HAYKe OMPUUAMenbHo, s He
NPUHAOIedCY, U K meM, KOmopble 00 8Ce20 00X00SM CEOUM YMOM, He Xxomenl Obl
NpUHAOIedHcamo.

Ymo xacaemcs npakmuueckou MeOuyursvl, mo ewje cmyoeHmom si paboman 8
Bockpecencroii 3emckoil 6onbHuye, nomom Hedo2o Obil 8paA4oM 8 36eHU2OPOO-CKOU
bonvHUYe.

B xonepuwie 200v1 3a6edosan Menuxosckum yuacmkom Cepnyxo8ckoeo ye3od.

3amanue 3. CoctaBbTe 110 yKazaHHoU opme ouorpaduro 6auszkoro Bam yenopeka
(ota, maTepu, OpaTta, CeCTphI) 1O CXeMe:

« (hamumusi, UMsI, OTYECTBO;

* TPKIAHCTBO;

» 1ata (4Yucio, MecsIl, TOJ1) POXKICHUS;

* MECTO POXKICHHUS;

* COCTaB CEMbHU;

- 00pa3zoBanue (IAe U Korja YYuics, CIeHalIbHOCTD);

* TPYJI0Basi AESATEIBHOCTD (T/I€, KOT/Ia U KeM padoTall, 3aHMMaeMasi J0HKHOCTD,
CIIY’KWJI JTU B apPMUU, HArpaJbl U OOLIPEHHS] — B XPOHOJIOTMYECKOM MOPSAKE);
« CEMEHUHOE TOJIOKEHUE.

3ananme 4. Haiinure u ucnpaspTe olIMOKH B 0(hopMIIeHHH aBTOOHOTpaduu.
OTpenakTupyiTe TEKCT.
Asmobuoecpaghus

A, Anexcuna Hunma Tumogpeesna, pycckas, poounace 16 sneaps 2003 2. 6 e.
bapnayn 6 cemve uzsecmuvix epaueii. Mou omey, Anexcun T. b., 1967 2. poscoenus,
enasepay 6 bonvHuye. Mamo, Anexcuna I'. I'., yuumenbrhuya 6 MAaOwux Kiaccax, oHa
pabomaem 6 bapuaynvckou wxone Ne 114. Mos cecmpa, Tumogeesa Jawa,
3amyaicem u dxcugem omoenvro. B 2010 200y mvt nepeexanu 6 bapnayn, u s nowna 6
wkony MNe [114. Yuunace ma Xxopowio u OmMIUYHO, YYACMBOBANA 6 20POOCKUX
ONUMNUAOAX NO Mamemamuke u anenutickomy a3viky. B 2020 e. 3axoHuuna cpeororn
WKomy u nelmanace nocmynums 6 BY3, mo mposanunace u nownapabomams
naboparnmrou Ha kagheopy AI'AY.

B smom 200y nocmynuna 6 Poccutickyto Axademutro Hapoonozo Xossiicmea u
T'ocyoapcmeennoii ciyscobl, 20e u yuyco 8 Hacmosujee 6peMs.

1. 10. 2022 200a
(noonucy)

3apanme 5. Halinure u ucnpasbTe OMIMOKH B 0(DOPMIIEHUH PE3IOME.
OTpenakTUpyHTE TEKCT.



PE3IOME
Cyxanoe Aumon
Poccus, bapuayn, Y. Buwunesas, 0. 6, ka. 135- Ten. §-906-369-64-20

Jluunsie oanusie: Cmperney. 300poswe xopouiee.

Lenv: Haiimu pabomy 6 kauecmee KOHCYIbMAHMA NO HANO2000I0MHCEHUIO, 20€
CMO2)Y 8 NOJIHOU Mepe Npos8Ums cebsi(coanacen Ha a0y Opyeyo pabomy).

Obpazosanue: Cpeouss Obueobpazosamenbras WKoIA C YenyOleHHbIM U3)-
yenuem npeomemos SIKOHOMU4ecko2o yuxia Ne 74.

Onvim pabomwi: K coorcanenuro, noxa ne umero.

Hasviku: Hemnoeo 2060pio no-aneauticku, HO 3amo ONbIMHbIU NOJIb308AMENb
1IK.

Jluunvie xavecmea: Cnocoben pabomame ¢ OOLIMU THOObMU, XAPAKMED
VIHCUBUUBHLU, DECKOHPDIUKMHDBLIL.

Veneuenusa: Ilymewecmeus, ucmopus, Mawlunsl, KYJIUHAPUS, ACMPOIOSUL',
MO2Y NPedCcKa3vléamsb HA08U2aAWUecs CoObIMUAL.

P. S. Ouenv Bac npowy ne omxaszams 6 moeu npocvbe 6 c8i3u ¢ mpyoHuIM
MamepuaibHuIM noaodcenuem moei cemvu. byoy ouenv 61azooapen.

01.09 2022 A. Cyxanos

3az{aHne 6. Ilo kIrOUEBBIM CIIOBaM OIIPCACIIUTC XapPAKTCP AAHHBIX ITMCCM. PaSIIGJII/ITe
TCKCTHI ITNCEM Ha CMBICJIOBBIC YaCTH. HCHpaBBTe IMOJYCPKHYTBIC B TCKCTC OIITNOKH.

Tekcer 1

Ilo nonyuennoti na omswie HUHcmpykyuu no pabome c obpawjeHUsMU 2paxicoax 8
llpegpexmupax aomunucmpamuenvix o0Kpy2o8 u AOMUHUCMPAYUAX PAUOHO8 2.
Mocksa umeemcs cnedyiowee 3amedanue: 0Opawjenuss 00HO20 U MO20 dJice IUYd
(;epynnol 1uy) nO OOHOMY U MOMY JHCe BONPOCY, HAXOOAWUECs HA UCNOIAHEHUU {He
COaHHble 8 0e10), CUUMAOMCS BMOPUYHBIMU oOpauwjeHusmu. B ocmanvnom c¢
NPOEKMOM UHCMPYKYUU CO2NACHbL. B c6A3u ¢ mem, 4umo peoakmopwvl OKPYI*CHBIX U
pationnvix CMHU naweeo oxpyea 6 2020 e. Ovliu yyacmuuxamu cemuHapa Ons
pykogooumeneu CMHU, ux nosmopnoe yuacmue 8 NOOOOHOM ceMuHape cuumaem
HeyenecooOpasHuIM.

Texcr 2

Ilocvinaem Bam o0na paccmompenus u 3aKnOYeHUsi HPOEKM MemooudecKux
pexomeHoayuli« Yuuguxayus mexcmos ynpasienieckux 00KyMenmosy». 3ameuanus u
npeosiodcenUss N0 NPOeKmy NpocuUM OmMnpasums no Hauwemy aopecy 0o 24 geepans
2022 2. Ilpunooicenue: na 38 1. 6 1 9K3.

Teker 3

06 yuacmuu 6 pabome cogeuwjanui.

10-15 oexabpsa 2022 2. ¢ Topeoso-Ilpomviuinennoti narame P®D esceonesno ¢ 10
ympa 0o 15 wuac, OHA O6YOym NpPOBOOUMbBCS COBEWAHUSL C MOP2OBLIMU U
NPOMBIULIEHHBIMU KOMHAHUAMU, 8 mom yucne 3apyoerHcHbIMU,



CReyuanu3upyrowumMucs Ha nocmaske npoomosapos. Ha cosewanuax 6yodem
obcyscoamvcss  80NPoCc  Ux 6xodcoenus 6 cocmae yuacmuukoe AQO  «MTA».
Cogewanus 6yoym npogooumscsi 6 lonyoom 3ane TIIII (Bupocesas nu., 0. 2).
Cnpasku no menegony. (495) 221-23-12

3aganme 7. [lo KiIIOYEBBIM CJIOBAM OMNPEACIUTE XapakTep nuchbMma. Haiigute u
HCIIPaBbTE JIOTUKO-CMBICJIOBBIC OIMMOKH. OOpaTuTe BHHMaHHE Ha TMOPSIOK CIOB B
npeioxkenusix. MicnpaBbTe MOJYEPKHYTHIE OIIUOKH.

B cemmabpe 2021 2. 6 muxpopaiione «Bvixuno-Kyneouno» Jlenapmamenm
cmpoumenscmea IlIpasumenvcmea Mockevl u coemecmuoe pOoCCUUCKO-MYPeyKoe
Axuuonepnoe obwecmeo «Cmpou-Mockeay npucmynunu K peanuzayuu npoexma
cmpoumenscmea  mop2o8o2o  Komniexkca. Paspabomannvim - mockosckumu - u
MypeykumMu  apXumekmopamu  NPOeKmMoM  NPeOyCMOMPEHO  COOPYIHCeHUe
omeeuanuieco MUpo8bIM CMAHOAPMAM 30AHUSL C MPEXIMANCHbIM, NOO3EMHBIM
2apaxicoM-CmMosIHKOU, NOMEUeHUIMU MHO20YENe8bIMU, CEPEUCHbIMU, OP@UCHbIMU U
HCUTLIMU.

Ilpocum Bac, yuumuieas, umo 8 xooe peanuzayuu 3moz2o npoekma 6yoem uzyieHd
B03MOINCHOCb KPYNHO MACUMAOHBIX UHEecmuyuii 6 3koHoMuky Mockevl u Poccuu, a
cama peanuzayus CoOBMEeCmHO020 NPOeKma CMAaHem BAadXdCHbIM (aKkmom O0ii
npusneyeHuss MedcOyHapoOHbIX 0el08blX KPY208 K YUACmUI0 8 pa3eUumui IKOHOMUKU
Mocksbl, paccmompems npedcmasgienue HeKOMOpuIX Jb20Mm Ol MypeyKux u
POCCULICKUX OCYWECMBAAIOWUX SMOM NPOEKN NAPMHEPOS.

3aganue 8. [Io KIrOUEBBIM CIIOBaM ONpENENUTE XapakTep nucbma. lIpaBuibHO 1M
ciaenaHa pyoOpukanusi B TekcTte? BMecTo Todek BCTaBbTE HEOOXOAUMBIC
npuiarareiabHbie. McnpaBbTe Noq4epKHYThIE OIINOKY.

Veaoicaemvie konnezu!
Munucmepcmeo oopazosanus u nayku AK npuenawaem Bac npunsime yuacmue 6 1-
oii_Medcoy Hapoomnoii evicmaske «Anmatickas Apmapka o00pazosamusiy, Komopas
byoem npoxooums 6 30anuu DPIBOY  Anmaiickuii azpapusiii yHesupcumem, 6
Axmosom 3ane ¢ 22 0o 25 mapma 2022 2o0a.
IIpoepamma evicmasxku 6yoem oxeamvléamo... CReKmMp CUCMeEMbl 00PA308aHUSL.
- cpeoHee;

- cpedHemexHutteCKoe;
- eblcuiee 06pa30661H1/l€;

- nosvluleHUe KBATUPUKayuu,
- nepeno0020mosKa Kaopoa.

Ixcnozuyus 6yoem cocmosams U3 ciedyrouux pazoenos:
- 0bpazosamenvhbvie yciyeu,

- npouzsooumenu u QUCMpudLIOMOPbL NPOOYKYUU OJIsl CUCmeMbl 00PA308AHU;

- newammuvie uzoanust (Monocpaguu, HcypHanvl, y4eOHUKU, MemoouiecKue



peKomeHoayuu).

Apmapka 0bpazosanus npedocmasum yYYaCmMHUKAM ... WAHC NOTYYUMD ...
ungopmayuio o cucmeme obpa306aHUs 8 Haulell Cmpane u 3a pyoexscom, y3Ham o ...
MEeHOEeHYUSX U HEPCNUKIMUBAX 8 IMOU 001ACMIU.

Koem Bac na apmapke u dxcenaem am ... 6Cmpey u ... KOHmMaxkmoa!

3aganme 9. Ilo KiIOYEBBIM CcJOBaM OIpEAENUTE XapakTep nucbMa. Haiaurte u
ucnpaBbTe (HAKTOIOTMUECKHE U CMBICIOBbIe oOmuOKku. OOpaTuTe BHUMaHUE Ha
HEMPaBUWILHOE YMOTpeOJIeHne MPOU3BOIHBIX Mpeaioros. McmnpaBeTe MOI4epKHYThIC
OILIUOKHU.

B csazu ¢ n. 10 locmanosnenus Ilpasumenscmea Poccuiickoit @edepayuu Ne 498
«O HekoOmopbvIX Mepax no peanu3ayuu 3aKOHOO0AmelbCmed 0 HecoOCMOsMenNbHOCMU
(bankpomcmee) npeonpusmuily npocum Bac coobwums o pasmepe Oonu
eocyoapcmea 6 ycmagnom xanumaine OAO «bapuaynvckuu xneb6ozaeoo Ne 18y,
pacnonodicenrozo Ha Hukxumuna.

Ilo cnyuaio, eciu nakem 0anHo020 npeoOnpusmusi NPOOAaH, NPOCUM COOOUWUMb 0amy U
Ccnocob npooasxcu.

3aganue 10. [lo xKiIrO4eBBIM CIIOBaM OIpENEIUTE XapakTep NmucemM. BMecTo Touek
BCTaBbTE HEOOXOMMBIE IJ1arojbl B Hy:kHOU popme. HaliauTe u 0ObsICHUTE OLIMOKHY B
MOCTAHOBKE 3HAKOB MPENHUHAHMS. 3aMEHUTE NOMYEPKHYTYIO JIEWCTBUTEIIbHYIO
KOHCTPYKIIMIO CTPaJaTEIbHOM.

Tekcer 1
Yeaowcaemuviii 2cocnooun Cokonog!

Bac 3a ummepec, nposisnennviii K Hauiel KOMNAHUU, JHCENAHUE ... BbLCMABK)
«Aemocepeuc—2022» u ... ¢ npoodykyueil, npedCmasieHHOU HA HAueMm CcmeHoe.

Oounaxo, mvl He modicem ... Bawy oenecayuro 29 ageycma u ... ee nio0omeopHyo

pabomy, maxk Kaxk 3mo NocieOHull pabouuil 0eHb 8bICMABKU, HA KOMOPOU OUpeKyus

3aNIAHUPOBANA 3AKIIOYUMENbHbIE MEPONPUSMUS MEXHUYEeCK020 Xapakmepa, 8 mom

yucie, ¢ yuacmuem Hauiel KOMNAHUU.

.Bam ... oamy nocewenus evicmaexku na 1060t Opyeoiu OeHv, Hauunas ¢ 20-20
aszycma. Mvi 6yoem comoeul ... 100yi0 unmepecyrowyio Bac ungopmayuro.

C yeaoiwcenuem,

T'enepanvruiii oupexmop A. I'. FOpckuii

Teker 2

20MOBHOCMb K COMPYOHUYeCm8y Haule2o ¢axyiomema U 00beOUHeHUs.
«Poccenvxozbanky, u npusievenuro npenooasameeti, COmpyoOHUuKos, u CmyO0eHmos
Gaxynemema 0151 pabomul 8 pa3IUUHbIX OMPACIAX PUHAHCOBO20 PBIHKA.
T'omoswl Ha 0enosoll scmpeue ... KOHKpemHble HANPAGLeHuss COMPYOHUYECMEa U ... C
sauUM 00beOUHEeHUEeM NPOMOKOJL 0 COMPYOHUYECHEe.



3aganue 11. [IpounTaiiTe TeKCcTh uceM u cHopMynupyiTe Hanboiee MOIXOAIINE
oOpanienusi. PazenuTe TEKCThl MO3JPABUTENbHBIX MUCEM Ha CIEAYIOIIUE YacTH:
MO3JpaBJICHHE, KOMIUIMMEHT, TOXKelaHue. 3aMEHUTe, €eClIM OTO BO3MOXKHO,
MOJIYEPKHYTHIE CIIOBA APYTUMH CTOJb K€ YCTOMUHUBBIMU CIOBOCOYETAHUSIMHU.

Teker 1

... (0bpawenue)

B kamyn /[Ins poccuiickoii neuamu npumume camvle UCKPEHHUE NO30pPABNeHUsl C
NpoGeccCUOHANbHbIM ~ NPASOHUKOM U HOMCENAHUS  CUACTIUBO20 — MBOPYECKO20
Qdoseonemus, OWYWeHUs: GANCHOCMU COBMECMHOU OMBemCmEeHHoU pabomsl 60
onaco mozyueu, maranmausou Poccuu. Ilycmv kadxcooe cnoso sawiux nyonuxayuil
podxcoaem y 100el NOmMpeoHOCHb COelamb OKPYHCAOWUU Mup 1yduie!

Teker 2

... (obpawenue)

Cepoeuno nosopasnsem eac ¢ /{nem copooa! Cmano 0obpoii mpaouyuei ommedams
O0eHb pooicoeHus [lensvl 6 nepgwiti Oensb jema. Imom npazoHuK JToOUM U noyumaem
scemu eopocanamu. OH A61eMcsi CUMBOLOM eOUHEHUST PASHBIX NOKOJEHUL, PA3HbIX
HayuoHanvHocmeu, Kyiomyp u peaueuti. Om @ceil Oywiu dceraem 8am KpPenkozo
300p06bsl, Oaazononyuus u cuacmos. Ilycms naw 2opoo 8cezoa ocmaemcsi maKum
JHce KpAcusbiM, CHOKOUHBIM U YIOMHbIM.

Texkcr 3

... (obpawenue)

Om umenu KOMNAHUU « ... » U oM ceOs TUYHO NO30PABIAI 8AC C NPA3OHUKOM —
Inem Benuxou Ilobedvi! Imom npazoHuk 6cec0a 0Cmanemcs cumseoiom 00oiecmu u
HeNnobeQUMOCmU_PYCCKO20 OPYICUSL, MYACECMB8d U _omeau cordam u opuyepos —
3AUWUMHUKO8 Ome4ecmaed, 2epouiecKko20 mpuod padodux, KO8aswiux nobeody Ha
3a800axX Mblid, CUMBOJOM BelUdUs CMPAHbl, NepeHeculell 8ce ma2omvl 00bUol
sotinvl. Jlenv I[lobeovt — omo 00wl Npa3oOHUK, 6HE BPEMEHU, PAHUuY U
NOJUMUYECKOU _ KOHBIOHKMYPbL. Dm0  NPA30HUK — HECKONbKUX — NOKOJeHUL,
00veduHalowWUll omyos, demell U GHYK0o8. Xouy nodcerams Gemepanam Benukot
OmeuecmeenHoU BOUHbL, MPYHCEHUKAM MblId 300p08bs, O00pocmu _0yxa U 8epbi.
Bawi_nodsue ne 6ydem 3abvim, nomomku no 00CMOUHCMGY OUEHAM 8Aul 8KIAOD 8
ucmopuio, 8 NpuymHodicenue caasovl Omeuecmesa!

Texcr 4

... (0bpawenue)

llozopasnsem Bac c 3amewamenvhviv wouneem - (0-rtemuem! Besa Bawa mpydosas
0esIMeNbHOCIb — C8S3AHA € MeMALypeUdeckKum npoussoocmeom. Bui  eneciu
02POMHBIL _BKAAO 6 0e/l0 PA36Umust Memauiypeuu 6 Yeiom psioe pa3suaroujuxcs
cmpan, pabomas Ha pyKoeooawux nocmax 6 locyoapcmeeHHOM Komumeme no
BHEUHUM IKOHOMUYECKUM C8A3AM. B Hacmosawee epems Bvi akmusno pabomaeme
HAO HOBLIMU NPOEKMAMU CMPOUMENbCMEA VHUKAIbHO20 3a800d NO NPOU3BOOCME)
yyeyna. Mul uckpenue scenaem Bam 006poeo 300posbs u OanbHeuwux meopuecKux

yCcnexoe.




Texkcr S...(aopecam)

Om umenu Ilpasumenvcmea Poccutickou @edepayuu u om cebs Mu4HO nO30PABASIO C
50-remuem co Omsa ocumosanus eauwieco yuebHo20 3asedenus. Baw ynueepcumem
A8/151eMcsl OOHUM U3 8edVux y4eonvlx 3asedenuti Poccuu.

Buinycknukoe MOCHU  e6cec0a omauuana xopowias nod2omoska 6 obiracmu
NPUMEHEeHUsT MAMeMamudeckux Memooo8 U UHOOPMAYUOHHBIX MEXHON02Ull 8
9KOHOMUKe, cmamucmuke u ynpaeieHuu. MHocue u3z Hux 3anumarom eedywjue
nO3UYUU 8 20CYOAPCMBEHHbIX U KOMMEPUEeCKUX CmMpPYKmypax, 0OWecmeeHHbIX U
MeAHcOyHapoonvlx opeanuzayusix. Ce2o0Hs, Ko20a HAUA IKOHOMUKA NPOYHO 6CMaem
HA DbIHOYHbIE PenbCbl, CHPOC HA CHEYUAaUCmos, GLa0eiowux Cco8pemMeHHbIMU
SHAHUAMU, IKOHOMUYECKUMU UHCIPYMEHMAMU, HABLIKAMU MEHEOHCMEHMA, 0COOEHHO
8bICOK. YHusepcumem 3aHumaem Gedyujue NO3UYUU 8 PA3BUMUU OUCAHYUOHHOSO
00pa3zo8anusl, Hecem 3IKOHOMUYECKUe 3HAHUA 8 pecuoHbvl cmparvl. Cmyoenmovl u
compyonuku MOCH useecmmubl  coeli  UHUYUAMUBHOCMBbIO U NOCMOSHHOLL
20MOBHOCMbIO  0KA3amb  NOCUIbHOE  coOelicmeue 8  PeuleHUuU  BAJICHbIX
00UWeCMBEeHHbIX,  COYUANbHBIX U  20CYOAPCMBEHHBbIX  3a0ay, 4mo NOKA3a1d
nposedennas Bcepoccuiickas nepenucy nacenenus. JKenaio OpyiCHOMY KOJLIEKMUBY
sauleco Ynusepcumema meopyecKux YCnexos U HO8blX 00CMUdICeHull 8 061a20p0OHOM
mpyode Ha Huse 00pa308anus U HAyKu.

3amanue 12. [lo xiIro4yeBBIM ClOBaM OmNpenesnnTe xapakrep nucem. Hanpure u
UCIIPaBbTE€ pPEUYEBbIC OIIMOKHM, HApYIIAKOIIUE JOTUKET O(PUUHUATBHO-IEI0BOM
MIEPETIUCKH.
Texkcr 1

I nybokoysascaemviii [lemp Anopeesuu!

B cenmsabpe ceeco 200a 6 sauiem uncmumyme npoxoousl HAYYHO-NPAKMUYeCKUull
cemunap «CospemenHvlie npobrembl NCUXONIO2UU O0emCMEa», 8 KOMOPOM HPUHSAIU
yuacmue u npenooagamenu Haue2o UHCmumyma.

Cemunap npowen na evicoyauuieM HAYYHOM YPOBHE, NPUBTEK OYeHb WUPOKULL
Kpy2 YUACMHUKO8 U3 HAYUHBIX YYPEHCOeHUN U 83068 CMPAHbl. YUacCmHUKU cemMunapa
C Y008016CMBUEM O3HAKOMUNUCHL C COBPEMEHHBIMU OOCMUNCEHUAMU & o00aacmu
ACUXONI02UU, PACCMOMPENU, U IMO BANHCHO, HE MOIbKO NPOOIeMbl NCUXONOSUUECKO20
obpazosanus, HO U  aKmyaibHeuwiue — NpoobiemMbl  NOO2OMOBKU  KAOPO8
npenoodagamerell.

Huorcatiwe 61a2o0apum xonnekmus Mucmumyma 3a npekpacHyro opeaHu3ayuro
U npogedeHue HayuHoO-npakmuiecko2o cemunapa. Ocobas 6aazooaprocmv M. .
Kyxypyse, ooxkmopy ncux, Hayk, 3a cooepicamenvHvlii U UHMEPECHbIl O00KIAO,
0Cc8emuBUILLL ¢ HOBOLL CIOPOHBL BONPOCHI NCUXOJI02UL OemMCMEA.

JKenaem 6cem Bam OanvHerwux meopuecKuUx YCnexos u Haoeemcs Ha
npoooJIceHue compyoHuiecmea!

Texcr 2
Veaoicaemvie cocnooa!
Toocanyiicma, npumume MoOuU UCKPEHHUE U3BUHEHUS 34 HEMAKMUYHbvle
8bICKA3bIBAHUsL 8 aodpec eauiei kKomnauwuu, coerannvie 28.10.2021 60 6pems



8bICMYNJICHUS HA KOHpepeHyuu.

Hszsunsiocoy ewe pasz u npuznaro ceou 008UHEHU 6 8aul aopec He CO8CeM
CNpaseousbiMU U 0OOCHOBAHHBLIMU, A MAKMHCE 3AABIAN, UMO He UMEH HUKAKUX
npemen3uti K pabome cepeUCHOU CIYHcObL eauiell KOMNAHUU.

Haoerocw, umo w1 mensi npocmume.

3apanme 13. OTpenakTupyiTe TEKCT CIy)eOHOoro nuchMma. OnpeieuTe Xapakrep
JOMYIIEHHBIX OIHOOK.
Yeaowcaemwiti Anopeti [lemposuu,

Hacmoswum ysedomnsro Bac, umo Vnpasnenue raopamu Ilpe3udenma
Poccuiickoti  @edepayuu, Kanaockoe acencmeo no peanuzayuu poccuucKo-
KaHAOCKOU npozpammul noo Haseaunuem /lemokpamvi-cmenenouamsl u Poccutickas
Axademusi HapOOHO20 X03AUCMEA U 20CYOapcmeeHHoU cyaicovl npu llpezudenme PO
18 espana 2020 2o0a npoeooum cemunap Ha memy «lIlpobremvr nosviueHus
aghghexmusnocmu cmadxxcupogok eoccayxcawux 6 Kanaoey. B npoepammy cemunapa
BKIIOUUNU. OCHOBHble (DaKmMopwvl, KOmMopvle GIUAIOM HA  3pdhekmusHocmy
CMAad0CUpo8oK, a Mak dtce 0OMeH HYHCHOU UHpopmayuell 0 NpaKmuKe UCHOIb308aAHUS
6 Poccuu xanaockoco onvima 2ocyoapcmeennoco ynpaeienus. CeMunap cocmoumcs
6 3ane Yuenoco Cosema PAI'Ca u I'C (np. Bepnaockoeco, 84), nauano ¢ 10.00.
Onnamy npoesda, npoxcusanus 6 cocmunuye PAI'Ca u numanue uno2opoOoHux
VUACMHUKO8 bepem Ha cebsi KAaHAOCKAsi CMOpOHA. YbeoumenvbHo npouty 8ac nociams
Ha cemunap evinyckHuka IIpoepammer Becenosa Anexcamopa Heanosuua -
Jlupexmopa denapmamenma HCUrUWHO KOMMYHATbHO20 X03AUCMEa AoMunucmpayuu
Apocnasckou obracmu u 00 nepsozo espans noomeepoume e2o yiacmue 8 pabome
0aHHO20 ceMuHapa.

{konmaxmmuuwiti menegpon 436-35-12, gpaxc 436-55-80).
Ilepeoviui 3amecmuments

HayanvHuka Ynpaenenus H. Cemenos
01.12.20.

3a1a4uu TBOPYECKOI0 YPOBHA

3ananme 1. [lath onpenenenue ToKymMeHTOOOOpoTa npeanpustus. CrenaTh aHamu3
OpraHW3alid  JOKYMEHTOOOOpoTa (Ha mpuUMepe KOHKPETHOTO TMPEINPUSATHS
benropoackoit ob6nactu). IlpeactaButh uHGOpPMALMIO O MOAPA3AEICHUU, KOTOPOE
BBITIOJTHSCT (DYHKITUHU TIO JISJIONPON3BOJICTBY; €r0 YHCIICHHBIN COCTaB; 00pa3oBaHUE,
CTak pabOTHI COTPYTHUKOB, BBIMOJHAEMbIC UMHU (DYHKITHH.

3amanne MpeACTaBUThL B BUJIEC pedepaTa v 3aciIyliaTh Ha MPAKTHICCKOM 3aHSATHH.

3ananme 2. Ha ocHOBaHMM KOHKPETHBIX Mpeanpusatuid benropoackoi obGmnactu
cienaTh aHaIW3 KaJgpoBoMl paboTbl (00s3aTenbHO yKa3aTh HAMMEHOBAHME
CTPYKTYPHOI'O IOAPA3AEICHUS, OCYLIECTBIIAIOIEIO KaIpOBOE AEIOIPOU3BOIACTBO,
YHUCIIEHHBIM COCTaB TMOJApa3JeieHNs, HAaUMEHOBaHHUE JOJDKHOCTEH, oOpa3zoBaHUeE,
CTaX paObOTHI M BBIMOJIHSIEMbIE (DYHKITUN).

3ananue NpeACcTaBUTh B BUJIE pedepaTa U 3acayliaTh Ha MPAKTUYECKOM 3aHITHH.



3apnanmne 3. Ha ocHOBaHMM TPOBENEHHOTO aHalu3a PabOThI CIIYXOBI TMepcoHaa
(kampoBoil ciyxk0bl) paszpabortaTh I[lonokeHne o ciyk0e nepcoHana, BKJIIOYUB
OCHOBHBIE pa3eiibl JaHHOTO JJOKYMEHTA.

[Ipu odopmiieHnn MaHHOTO JOKyMEHTa OOpaTHTh BHUMAaHHUE Ha OQOpPMIICHHE
TUTYJABHOTO JINCTAa JOKYMEHTa, o0s3arenbHOo odopMuth pekBm3uT «I'pud
YTBEPKACHUS» U IPYTUE 0053aTEIbHBIC PEKBU3UTHI.

3ananne 4. IloaroroBuTh JAOKYMEHTOOOOPOT MO O(GOPMIICHHIO OTITYCKOB
(pa3zpabotaTth 1 0POpMHUTH TpadUK OTIYCKOB, 3asIBJICHHUE O MIPEIOCTABICHUH OTITyCKa
(yuebHOTO, 110 YXO1y 32 PpEOCHKOM H ZIp.).

PazpabGoTannbsie 1 0GOpPMIICHHBIE JOKYMEHTHI MPEIOCTABUTH MPEMOMAABATENIO IS
TIPOBEPKH.

3ananme 5. JlokyMeHTOOOOPOT 1O OGOPMIICHUIO CIY>KEOHBIX KOMaHIupoBOok. Ha
OCHOBAHHMM TIPEIOCTABICHHBIX KOMUN OJaHKOB OMOPMUTH JOKYMEHTHI JJIs
KOMaHITUPOBKHU.

3aganue 6. Ha ocHOBaHMHU NPOBEJEHHOIO aHAIN3a JEATEIbHOCTH KaJAPOBBIX CIIYXO
npennpustuii  benroponckoit o0nacTv, NpenocTaBUTh HUHGPOPMAIUIO O BEICHHH,
yueTe U XpaHEHUIO TPYAOBBIX KHUKEK. BBIIBUTH MONOKUTENIbHBIE U OTPULATENIbHBIE
CTOPOHBI B BEICHWH, YUE€TE U XpPaHEHUH TPYJOBBIX KHMKEK Ha MPEATPUITHH.
3aganme 7. Ha ocHOBaHMU MTPOBEIEHHOIO aHANM3a JIEATEIbHOCTH KaJIpOBBIX CIIYKO
npeanpusiThii pa3paboTaTh HOMEHKIATYpy €N, C yKa3aHHeM CPOKOB XpaHEHUs
JTIOKYMEHTOB.

Pa3paboTanHyro ¥ 0O(OpPMIIEHHYIO HOMEHKIATypy NpPEIOCTaBUTh Ha MPOBEPKY
IIPETOAABATEIIIO.

3ananue 8. JlokyMeHTOOOOpPOT 1O OQOPMIICHHIO TIepeBojia paOOTHUKA HA JIPYTYIO
paboty. IIpenocraButh mH(pOpMaALHIO O MOATOTOBKE M OMOPMIICHUIO JTOKYMEHTOB
IIpU TIepeBoJie pabOTHUKA HAa JAPYryr padoTy, HA OCHOBAaHHMH aHaJIu3a KOHKPETHOTO
PEATPUSATHS.

3ananme 9. Ha ocHOBaHMM [aHHBIX KOHKPETHOI'O NPEANPUSATHS IPEIOCTABUTH
uH(popMaIuUo 0 POPMUPOBAHUHU U XPAHEHHUIO KAJAPOBBIX TOKYMEHTOB.

HNudopmanuio npenocTaBuTh B BUAE JA0KIAa, 3aCIyIIaTh HA MPAKTUUYECKOM 3aHATUU
U BBISIBUTH TIOJIO)KUTENIbHBIE W OTpPULIATEIIbHBIE CTOPOHBI B (OPMHPOBAHUU U
XpaHEHNH KaJApOBOW TOKYMEHTAMU Ha MPEAITPUATHH.

3ananme 10. Ha ocHoBaHMM TpOBEEHHOTO aHajaM3a padOThl KaJpOBBIX CIIYXKO
KOHKPETHBIX Tpennpusituii benropoackoit obOmactu paspadotath (10 BEIOOPY
CTYJIEHTa) MOJDKHOCTHYIO HWHCTPYKIIMIO OJIHOTO W3 COTPYIHUKOB CIyx)Obl. [lpu
oOpMIICHUU JOKHOCTHOW MHCTPYKIIUU BKJIIIOYUTH 00s3aTEIbHBIC YETHIPE paszelia
(oO1mue MmoJI0KeHus; 0053aHHOCTH; IIpaBa; OTBETCTBEHHOCTH ).

Kpurepuu ouenku:



- OIIGHKa 5 «OTIWYHO»: paboTa BHITIOJIHEHA B TOJHOM 00BEME C COOJIOeHUEM
HEOOXOMMON TOCJIEN0BAaTENbHOCTH JCHCTBUM; paboTa IpoBeleHAa B YCIOBUSX,
00eCreunBaOIIMX [OJIyY€HUE NPABUIBHBIX PE3YJIbTaTOB W BBIBOJOB; B OTBETE
IPAaBWJIBHO U AKKYpaTHO BBINOJHIET BCE 3alKCH; MPABWIBHO BBINOJHACT aHAIU3
OILLINOOK.

- ouneHka 4 «xopomoy»: paboTa BBIIOJIHEHAa IPABWIBHO C Y4eToM [-2 Menkux
HOTPEIIHOCTEN WM 2-3 HEJOUETOB, UCIIPABJICHHBIX CAMOCTOSATENIBHO IO TPEOOBAHUIO
IPENoIaBaTEeIs.

- OLICHKA 3 «YJOBJIETBOPUTEIBHO»: pabOTa BBINOJHEHA MPABUIBHO HE MEHEE 4YeM
HATOJIOBHHY, TOMYLIEHBI 1-2 MOrpenrHoCTH WK O/iHA TpyOas omuoKa.

- OLIEHKA 2 «HEYJOBJIECTBOPUTEILHO»: MOMYIICHHI ABe (M Oojee) rpyObie OIIMOKH B

x0J/ie pabOThI, KOTOPhIE O0YUYAIOIINIICA HE MOXET MCIPABUTH JaXXe MO TPEOOBAHUIO
Mperno/iaBaTesis Wik padoTa He BBITIOJIHEHA MTOJTHOCTHIO.

2.1.4. Ilepeuenb TeM pedepaToB U JOKJIAAOB:

1. TepmuHosIOrYs, HCIOAB3yEMas B 00JIACTH JOKYMEHTAIMOHHOTO 00eCIeYeHUs
yIpaBJICHHUS.

2. HopmatuBHO-MeTOAMuEeCKas Oa3a AeI0NpOU3BOICTBA.

3. IIpukasnoe nemonpon3BoactBo XV-XVII BB.

4. Cuctema MUHHCTEPCKOTO Jenonpon3BoacTa XIX-nagana XX

5. OcobGeHHOCTH ynpaBieHUs U JEJIONPOU3BOACTBA B COBETCKUE TOMBI.

6. Y4eT koimuecTBa JOKyMEHTOB.

7. Nudopmanmonno-nouckosas cucrema (UI1C).

8. IIpaBuiia peructpanuu U UHASKCUPOBAHUS IOKYMEHTOB.

9.0prann3anysi KOHTPOJIA 3a UCITOTHEHUEM TOKYMEHTOB. BHUIbI KOHTPOJISL.
10. XpaHeHne TOKyMEHTOB.

11. CocraBineHre HOMEHKIATYPbI JEII.

12. O6uue mpaBuiia GopMUpPOBAHUS AE.

13. DkcnepTr3a HEHHOCTH JOKYMEHTAIBHBIX MATEPUAIIOB.

14. Bunpsl KoHQUACHITMATHHONW JOKYMEHTAITUH.

15. ®yHKIIMU JOKYMEHTOB: 00IIIME U crienu(uiecKue.

16. PeKBU3UTHI TOKYMEHTOB: MOHSATHE PEKBU3UTA, €r0 POJb B JOKYMEHTHPOBAHUH.
[TpaBuna oopmieHUs peKBU3UTOB.

17. TpeGoBanus k ohopmiieHn0 HHHOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB.
18. OdopmiieHre OpraHu3aIMOHHO-TIPABOBBIX JOKYMEHTOB.

19. TlpaBuna oopmiIeHHS pacTIOPSIAUTEIBHBIX TOKYMEHTOB.

20. TpeOoBaHUS K SI3bIKY U CTHIIIO JIOKYMEHTOB.

Kpurepuu onenkmu:

- OYeHka 5 «omaAuYHO» BBICTABISETCS CTYIACHTY, TTTyOOKO M MPOYHO YCBOUBIIEMY
Temy pedepara, 4eTKO U CAMOCTOSTENIbHO (0€3 HABOAAIIMX BOIIPOCOB) OTBEUAIOIIEMY
Ha JIOTIOJHHUTEIbHBIC BOMPOCH MpH ero 3amuTe. Ecim Tema pedepara nmeer
MPaKTUYECKOE 3HAYEHNE, CTY/ICHT JOJHKEH OTBETHTh €0 C TOYKHU CIICIUATUCTA.

- oyeHka 4 «xopouio» BBICTABISIETCS CTYIEHTY, TBEPAO YCBOMBILEMY MaTepual,
IPaMOTHO M TIO CYUIECTBY OTBEYAIOIIEMY Ha JOMOJHUTENIbHbIE BOMPOCHI MPU €ro



3allUTE U HE JIOMYCKAIOIIEMY MPU 3TOM CYIIECTBEHHBIX HETOUHOCTEH (HETOUHOCTEM,
KOTOpbIE HE MOTYT OBITh HCIpPABIEHbl HABOASIIMMH BONPOCAMU WA HE HMEIOT
Ba)KHOTO MIPAKTUYECKOTO 3HAUCHUS).

- OYEHKa 3 «ydoeﬂemeopumeﬂbHo» BBICTABJISICTCA CTYACHTY, KOTOpBIfI IIOKAa3bIBacT
3HAaHUC OCHOBHOT'O Marcpualia, HO HC 3HACT €ro I[CT&JIGIZ, AOITYCKAaCT HCTOYHOCTH,
HCA0CTAaTOYHO IIPaBUJILHBIC CI)OpMy.HI/IPOBKI/I, Hu3jiaract Marcpuajl ¢ HAPYHIICHUCM
MMoCJICA0BATCIIbHOCTH, OTBCYACT HA AOIIOJIHHUTCIIBHBIC BOIIPOCHI IIPKW €TI0 3alIUTC C
IIOMOIIBIO UJIN ITOIIPpABKAMMU.

- oyenka 2 «Hey008/emeOPUMENIbHO» BBICTABISETCS CTYACHTY, KOTOPBIA HE 3HAET
3HAYUTEJILHOM YacTH M3iaraeMoro Marepuaia. He oTBeuaer (MM OTBEHYAaeT HEBEPHO)
Ha JIOTIOJIHUTEJIbHBIE BOTIPOCHI.

3. IlpomeskyTOUHAS aTTecTALMS (IK3aMEH)
Bonpoce! 1J1s1 NOATOTOBKH K 3K3aMeHY:
. Mcropust pa3BuTuUs AI0NPOU3BOACTBA B Poccun
. Oco0eHHOCTH OpraHU3ali COBPEMEHHOT'O AEIONPOU3BOIcTBAa B PO
. 'ocynapcTBeHHOE peryMpoBaHue AeN0Npou3BoACTBa B PO
. PEeKBU3UTBI JOKYMEHTOB, ITpaBuiia 0(OPMIICHHUS
. banku 10KyMeHTOB, BU/IbI OJIAHKOB
. @opmynsp-oOpaser; opraHu3alMOHHO-PACIOPAIUTENBHOTO IOKYMEHTA
. FOpunnueckas cuna 10KyMeHTa
. Tumnosorust TOKyMeHTOB
. O6ue TpeboBaHUS K COCTABICHUIO U OPOPMIICHUIO TOKYMEHTOB
10. TpeboBaHuUs K COCTaBIECHUIO U O(POPMIICHUIO OPTaHU3AIIMOHHBIX JOKYMEHTOB
11. PacnopsnurenbHble TOKYMEHTBI
12. Ponp 1 3HaueHue HHPOPMALMOHHO-CIPABOYHBIX IOKYMEHTOB B YIPABICHYECKOU
NEeATEIBbHOCTH.
13. TlonsiTHe, 3HAaYCHHE U KJIaCCU(PUKAIINS KAJAPOBON JOKYMEHTAIINH
14. Tlopsiiok MOATOTOBKU U OPOPMIIEHHUSI JOKYMEHTOB 110 IpUEMY Ha padboTy.
15. Tlopsimok moAroTOBKU U 0pOPMIIEHUS JOKYMEHTOB IIPH MepeBoie pabOTHHKA.
16. Tlopsiiok MOAroTOBKU M 0OPOPMIIEHHUSI JOKYMEHTOB MPU YBOJIbHEHUH PaOOTHHKA.
17. OdbopmiieHre TOKyMEHTOB MPU B3bICKAHUAX U TTOOIIPEHUSIX.
18. JInunas kapTouka paboTHHUKA.
19. TpyaoBo#i JOroBOp: MOHSATHE BUbI U TUIIOBAs CTPYKTYpa.
20. TpynoBasi KHMXKKA: OHATHS U TPEOOBaHUS K 0OPMIICHUIO.
21. KoMIuiekToBaHueE JIUYHOTO J€Aa.
22. Bunpl 1eHEKHBIX U (PUHAHCOBO-PACUYETHBIX IOKYMEHTOB.
23. OcoOeHHOCTH COCTaBIICHUS U OPOPMIICHUS ACHEXKHBIX U (DMHAHCOBO-PACUETHBIX
JIOKYMEHTOB.
24. JloroBop: MOHATHUE, BUABI, TANIOBAsI CTPYKTYpa.
25. JlokyMeHTbI, OGOPMIISIONIME TOPSJAOK PACCMOTPEHUSI CIIOPOB  MEKIY
IOPUIUYECKUMU JTULAMHU.
26. UckoBoe 3asiBieHue: TpeOoBaHus K 0hOPMIICHUIO 1 OCOOCHHOCTH OT3hIBA.
27.  JlokymeHTOOOOpOT:  TOHSTHE, OCHOBHBIE  Xxapakrepuctuku. OO0beMm
JIOKyMEHTO000pOTA.

O 01NNk W=



28. JIoKkyMEHTOINOTOK: MOHSITUE U BUIBI.

29. TexHnosnorusi pabOThI ¢ BXOASAIIMMH TOKYMEHTaAMHU.

30. TexHonorust pabOTHI C TOKyMEHTaMHU.

31. UcnoyiHeHHEe U KOHTPOJIb 32 UCTIOJTHEHUEM JJOKYMEHTOB.

32. IloHsiTE HOMEHKIATYPBI 1. Buabsl HOMEHKIATYpHhI €.

33. ®opMupoBaHHUe U XpaHEHHUE /1€ B AEJIOMPOU3BOJICTBE.

34. DkcnepTr3a EHHOCTH TOKYMEHTOB

35. IlogroroBka fen K cadye B BEIOMCTBEHHBIN apXUB

36. Komnerotepusanus AeJI0NPOU3BOICTBA HA MPEANIPUATUI

37. Bumel oOpamieHus TpaXJaH: NPEIJIOKCHUS, 3asBICHUS, JKaloObl, WX
onpeiesieHus: U TpeOOBaHUS K COCTABJICHUIO.

38. JIOKyMEHTHI JIMYHOTO XapaKTepa.

39. YHudukaius u craHapTyu3aius B 1eI0IPOU3BOJICTBE.

40. Copepxxkanne u ob6nacte npumenenus ['OCT P 7.0.97-2016 «Cucrema
CTaHJAApTOB 10 HHPOpMalKU, OUOIMOTEUHOMY M  M3AATEIIbCKOMY  JIEIy.
OpraHu3alimoHHO-paclopsIuTeNbHas TOKyMeHTalusa. TpeboBaHus K OQpOpMIICHUIO
JIOKYMEHTOBY.

Kpurepuu onenkmu:

- OIICHKa 5 «OTIWYHO» - CTYACHT, IIyOOKO W MPOYHO YCBOWJI NPOrpPaMMHBIN
MaTepHall, UCUEPIIBIBAOIIE, [TOCIEI0BATEIbHO, TPAMOTHO U JIOTHYECKH CTPOIHO €ro
W3JIaraeT, B OTBETE YBSI3bIBACTCS TEOPHUS C MPAKTUKON, OH MOKA3bIBA€T 3HAKOMCTBO C
MOHOTrpapuYECKOH IUTEpaTypOH, NPaBUILHO OOOCHOBBIBAET PELICHUE 3aJaUH.

- OLICHKA 4 «XOpPOIIIO» - CTYJICHT, TBEP/IO 3HACT MPOTPAMMHBIN MaTepHall, PaMOTHO U
[0 CYIIECTBY M3JIaraeT €ro, He JOIMYCKaeT CYIIECTBEHHbIX HETOYHOCTEW B OTBETE HA
BOIIPOC, TMPaBWIHHO TMPUMEHSIET TEOPETUUECKUE TOJIOKEHUS TIPU  PEIICHUU
MPAKTUYECKUX BOIIPOCOB U 33/1a4.

- OLICHKA 3 «yJOBJIETBOPUTEIBHO» - CTYJICHT 3HAET TOJIbKO OCHOBHOW MaTepuall, HO
HE YCBOWJI €r0 JeTajeil, JOMyCKaeT B OTBETE HETOUHOCTH, HEAOCTATOUHO MPABUIBHO
dbopMyIMpyeT OCHOBHBIC 3aKOHBI W TIpaBWiIA, 3aTPYAHSETCS B BBINOJHEHUU
MPAKTUYECKUX 3a/1a4.

- OLIEHKa 3 «HEYJIOBJIETBOPUTEIBHO» - CTYAEHT HE 3HAET 3HAUYUTEIIbHOW YacTH

MPOTPaMMHOT0 MaTepualia, JOIMYyCKAeT CYIIECTBEHHBIC OIIMOKHU, C 3aTpyAHEHUSMHU
BBITIOJIHSET MPAKTUUECKUE 3a]IaHUS.



