[loKyMeHT noanucaH NpocToi 31eKTPOHHOM NOANUCHIO
NHdopmaumsa o Bnagenbue:

®WO: Mnewakos Bnagnmup AnekcaHaposuy
[lomxHocTb: Bpuo pektopa
[ata nognucanus: 13.05.2025 09:10:46
YHUKANbHBIA NPOTPAMMHbIA KITHOY:

MuHHcTepeTBo Ceabekoro Xossicrsa Poceniickoit Menepainm

CF3461e360a650647 $1D845€193e0RSD3LCAILT Y AAPC T BEHHOE DIOLKSTHOE 0DPAZ0BATEILHOE YUPEKICHHE

BLICHICTO (\l—).{‘;l'i(\ik”lli}l

CANTAHCKHI NOCYAApPCTBCHHAIN arpapHbiif VHUBCPCHTCT?

COIIACOBAHO

HupexropKonjeaxa AlTI
i/ .
Laf M.A. Casun

7~ ) g r
& 2042 1.

AR 78

7
¢’ N A

o S~
K /¢ »

YTBEPAIAIO
[TpopexTop 1o yuebHoil pabore
77 C.H. 3apanminn

- . —
7 T 20 A7

v 7

_ KOHTPOJIbHO-OLIEHOYHBIE CPEJCTBA
[10 YYEBHOU TMCIHUAIUIMHE OBIIEITPOPECCHUOHAJIBHOI'O LTUKIJTA
OI1.13 JOKYMEHTAIMUOHHOE OBECIIEYEHUE YIIPABJIEHUS

no criermanbHOCTH 38.02.01 DxoHOMUKA U OyXTanTepcKuil y4ueT (10 OTpacisim)
(1a 6a3e cpemHero odIero oopa3oBaHus)



HPUJIOKEHHUE Ne 3
K OOII 1O CIIEIIMAJIBHOCTHU CI1O

38.02.01 JKOHOMMKA U BYXTAJITEPCKHIA
YYET (IIO OTPACJISIM)

KOMILIEKT KOHTPOJIbHO-OLIEHOYHBIX CPEJACTB
JUISI OUEHKHU PE3YJBTATOB OCBOEHUS
YYEBHOM JUCHUATIIMHBI
OI1. 13 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPABJIEHUS

KoMIuiekT KOHTPOJIbHO-OIIEHOYHBIX CPEICTB pa3padoTaH Ha OCHOBE (peiepaIbHOTO
rocyJapCTBEHHOTO 00pa30BaTENBHOTO CTaHJAApTa CpPeAHEero mnpohecCuoHaTbLHOTO
oOpazoBanus no crnenraibHocTu CIIO 38.02.01 DxoHOMUKA U OYyXTAITEPCKUMA YUET
(mo otpacnsam) (mpuka3 Munnpocseienust Poccun ot 24 utons 2024 r. Ne 437) u

paboueit mporpammbl  yueOHoW  auciuiuHbl  OIL13  JlokymMeHTalMOHHOE
oOecreueHne ynpaBIICHUS.

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



|. IlacmopT KOMILIEKTAa KOHTPOJIbHO-OLIEHOYHBIX CPeICTB

1.1. O61acTh NpUMEHEHUS KOMILJIEKTA OLIEHOYHBIX CPeACTB

KoMIiekT KOHTPOJIbHO-0IIEHOYHBIX CPEACTB NMPEAHA3HAUEH I OLIEHKU PE3YyJIbTaTOB
00pa3oBaTeIbHBIX JTOCTHKEHUN o yueOHOU JTUCLUILINHE OIl.13
JIOKyMEHTaIlMOHHOE 00eCTIeUeHUE YIIPABIICHUS.

KoMIIekT KOHTPOJBHO-OLIEHOYHBIX CPEACTB COAECPKHUT 3aJaHus JUIsl MPOBEACHUS
TEKYLIEr0 KOHTPOJIA " MIPOMEKYTOUHON aTTECTALINH B dbopme
i GepeHIPOBaHHOTO 3a4YeTa.

1.2. Pe3yJibTaThl OCBOCHUS JUCHUIIMHBI, MOJIEKALME TPOBEPKe

B pesynbrare ocBoenust yuebnod guctumiuael OIL13  JlokymeHTanmoHHoe
o0ecrieyeHre ympaBlieHUs OOy4aroUuiicss JOJKeH o0JanaTh MpPeayCMOTPEHHBIMU
®I'OC no cneumanbHocTH 38.02.01 DOxoHOMHMKAa M OyXraiarepckuii yder (1o
OTpacysiM) CICHYIOIIUMU yYMEHUSMU, 3HAHUSAMHU, OOMIMMHU U TPOHECCHOHATLHBIMU
KOMIETEHIUSIMU:

Pe3yabTaTnl 00y4yeHus: IToka3aTenu oeHKH ®opmMa KOHTPOJIA U
yMeHHsl, 3HAHMS, 001IHe U pe3yJbTara OlLleHUBAHUS
npogecCHOHAIbHbIE
KOMIIEeTeHIIUH
¥Y1- ocylmecTBIATh MOUCK, JleMOHCTpanus yMmeHus TectupoBanue, yCTHBII onpoc,
aQHAJIU3 U UCII0JIb30BAHUE OCYILIECTBIISATH TIOUCK, AKCIEPTHOE HAOIIOIeHHE
HOPMaTUBHO-IIPaBOBBIX aHaJIN3 U UCII0JIb30BAHUE BBITIOJIHEHUS 3a1aHUN Ha
JIOKYMEHTOB B IPUMEHEHUU K | HOPMaTUBHO-IIPABOBBIX IIPAKTUYECKUX 3aHATUSX,
3agayam IOV JOKYMEHTOB B IPUMEHEHUH | AupdepeHInpoBaHHbII 3aueT
K 3amadam JJOY
¥2- coctaBnate 1 odpopMiATh | JleMoHCTpanus ymMmeHus TectupoBanue, yCTHBII onpoc,
yIPaBIEHYECKYIO U COCTaBJIATh U 0QOPMIIATh AKCIIEPTHOE HAOII0IeHHE
npo¢eCCHOHATBHYIO YIIPaBIEHYECKYIO U BBITIOJIHEHUS 3a/1aHUN Ha
JIOKYMEHTAIUIO B npodeccroHalbHYIO MPAKTUYECKUX 3aHATHUSX,
COOTBETCTBUE C HOPMAaTUBHON | JOKYMEHTALUIO B TG depeHIMPOBaHHBIN 3a4eT
Oasoi COOTBETCTBHE C
HOpPMAaTHUBHOM O6a3oi
¥Y3- ucnonb3oBarb JleMoHCTpanus yMeHUs TecTupoBanue, yCTHBIN OIpocC,
yHU(DULIIPOBaHHBIE (POPMBI IIPUMEHSTH CPECTBA HKCIEPTHOE HAOMI0IeHHE
JIOKYMEHTOB MH(OPMALIMOHHBIX BBITIOJTHEHUS 33/1aHUN Ha
TEXHOJIOTHH JUIsl CO3JaHUS U | IPAKTUYECKUX 3aHSITHSIX,
oopMIIeHHSs JOKYMEHTOB nuddepeHIMpoBaHHBIN 3a4eT
Y4 - ocymecTBIATh AETOBYIO JleMoHCTpanus yMeHHs TectupoBanue, yCTHBIN OIpoc,
NEPENNUCKY U MOIEPKUBATh IIPUMEHSTh CPEICTBA HKCIEPTHOE HAOMI0IeHHE
AIIEKTPOHHBIE KOMMYHUKALIUKA | HH(OPMALMOHHBIX BBITIOJTHEHUS 33/1aHUN Ha
TEXHOJIOTHH JUIsl CO3JaHUS U | IPAKTUYECKUX 3AHATHSX,
oQopMIIeHHs JOKYMEHTOB JudepeHIpoBaHHBIN 3a4eT
Y5 - npuUMeHsTh cpecTBa JleMoHcTpanust ymeHust TectupoBanue, yCTHBII onpoc,
HH@OpMaHIiIOHHBIX TPUMEHSTh CPEACTBA IKCIIEPTHOE HAOII0ICHNE
TCXHOJIOTHH TS CO3TTAHMS 1 UH()OPMAIIMOHHBIX BBITIOJIHCHUS 3a1aHHI Ha
opopmIteHHs JOKYMEHTOB TEXHOJIOTHH JUIsl CO3aHUS U | MPAKTUYECKUX 3aHSTHUSIX,
oopmIeHHs JOKYMEHTOB TG depeHIIMPOBAHHBIN 3a4eT
Y6 - pazbupathCs B cUCTEME JleMoHCTpanus yMeHHs TecTupoBanue, yCTHBIN OIpoc,
BHYTPECHHETO pa3buparbes B CUCTEME SKCIIePTHOE HAOIOICHHE
JIOKYMEHTO000pOTa




OpraHu3aluu

BHYTPECHHETO
JOKYMEHT0000poTa
OpraHu3aluu

BBITIOJIHEHUS 3a/IaHUH Ha
MPAKTUYECKHUX 3aHSATHUSAX,
nuddepeHITMPOBaHHBIN 3a4eT

Y7 - ocymieCTBIATh XpaHEHHE
U TIOUCK IOKyMEHTOB

JleMoHCTpanys yMeHUs
OCYILECTBIATh XPAHEHUE U
IIOMCK JIOKYMEHTOB

TectupoBanue, yCTHBIN OIpoC,
HKCIEPTHOE HAOIIOIEHHE
BBITIOJIHEHUS 3a/1aHUH Ha
IPAKTUYECKUX 3aHATUSAX,

TG epeHITMPOBAHHBINA 3a4eT

Y8 - nucronp3oBaTh
COBPEMEHHOE MTPOTrPAMMHOE
obecrieueHre B JIEKTPOHHOM
JIOKyMEHTO000pOTe

JleMoHCTpanust yMeHUs
HCII0JIb30BaTh COBPEMEHHOE
MIporpaMMHOE oOecrieueHue
B JIEKTPOHHOM
JIOKYMEHT0000poTe

TectupoBanue, yCTHBIN onpoc,
SKCIIEPTHOE HAOIOICHHE
BBITMIOJTHEHUS 33/1aHU Ha
MPAKTUYECKHUX 3aHSATHUSAX,
nudepeHITMPOBaHHBIN 3a4eT

Y9 - npoBepsATh HATMYKE B
MIPOM3BOJILHBIX MTEPBHYHBIX
OyXTaJITEPCKUX JOKYMEHTaX
00513aTEeIIbHBIX PEKBU3UTOB

JleMoHCTpanys yMeHUs
IIPOBEPATH HAJIMYKE B
MIPOU3BOJILHBIX TTEPBUYHBIX
OyXraJTepCKuX JOKYMEHTax
00s13aTeIbHBIX PEKBU3UTOB

TectupoBanue, yCTHBIN OIpoC,
HKCIEPTHOE HAOII0IeHHE
BBITIOJIHEHUS 3a/IaHUH Ha
IPAKTUYECKUX 3aHATHSAX,

¢ depeHITMPOBAHHBIN 3a4eT

¥Y10- pa3bupatbcs B
HOMEHKJIaType JIe

JleMOHCTpanus yMEHuUs
pa3buparbcs B
HOMEHKJIAType JelT

TectupoBaHue, yCTHBIN OMPOC,
IKCIIEPTHOE HAOIIOICHHE
BBITOJIHCHUS 3aJIaHUH Ha
MPAKTUICCKHUX 3aHATHUSAX,
nudepeHIMPOBaHHBIN 3a4eT

Y11- cocTaBasATh aKkTHI U
CIPaBKHU 10 Pe3yJibTaTam
BHYTPEHHETO KOHTPOJIS

JleMOoHCTpanus yMeHUs
COCTABJISATh aKThl M CIIPABKH
10 pe3ysbTaTam
BHYTPEHHEr0 KOHTPOJIS

TecTupoBanue, yCTHBIN OIpOC,
HKCIEPTHOE HAOII0IeHHE
BBITNIOJIHEHUS 33/1aHUN Ha
IIPAKTUYECKUX 3aHATUSAX,
JudepeHIIMpoBaHHBIN 3a4eT

¥Y12- popmMupoBaTh NPOEKTHI
MIPUKA30B TI0 IPOBEICHUIO
BHYTPEHHEIr0 KOHTPOJIS

JleMOoHCcTpanust ymeHus
(hopMUpOBaTh MPOEKTHI
IIPUKA30B IO TPOBEIEHUIO
BHYTPEHHET0 KOHTPOJIS

TectupoBanue, yCTHBIN OIIpoC,
AKCIIEPTHOE HAOII0IeHNE
BBITIOJIHEHUS 3a/1aHUN Ha
MPAKTUYECKUX 3aHATUSAX,

TG depeHIIMPOBAHHBIN 3a4eT

31 - conepxaHue akTyalbHOU
HOPMAaTUBHO-IIPABOBOU
JOKYMEHTAIIU!

JleMoHCTpanys 3HaHUs
COJIepKaHUs aKTyaJIbHON
HOPMaTUBHO-TIPABOBOU
JOKyMEHTaLUU

TectupoBaHue, yCTHBIN
OIIpOC, FKCIIEPTHOE
HaOII0ICHIE,
nuddepeHIpPOBaHHBIN
3a4yeT

32 - OCHOBHBIE TIOHATHS
JTOKYMEHTAIMOHHOTO
oOecrnieyeHus yrpaBiIeHuUs

JleMoHCTpanus 3HaHUA
OCHOBHBIX MTOHSITHH
JIOKYMEHTAIlMOHHOTO
o0ecrieueHus yrpaBIeHUS

TecTtupoBaHue, yCTHBIN
OIIpOC, SKCIIEPTHOE
HaOJIFOJEHNE BBITTOJIHEHUS
3aJJaHUI Ha TPAKTHYECKUX
3aHATHUSAX,
nuddepeHIpPOBaHHBIN
3a4er

33 - knmaccudukanuio
YIIPaBJICHYECKUX JIOKyMEHTOB

JleMoHCTpaus 3HaHUS
KJIacCU(PUKAITIHT
YIPABIEHYECKUX
JIOKYMEHTOB

TectupoBaHue, yCTHBIN
OIpOC, IKCIIEPTHOE
HaOJIr01eHNE BBHITIOJTHEHUS
3aJlaHU HA MPAKTUYECKUX
3aHATHUSAX,
nuddepeHITpoOBaHHBIN
3a4er




34 - mpaBuia COCTaBICHUS U
oopmIIeHHS yIIPaBIEHYECKUX
JIOKYMEHTOB U1 BEJICHUS
JIeJI0OBOM MEePENUCKU

JleMoHCTpanys 3HaHUs
MPaBUJI COCTABJICHUS U
oopmMIIeHUS
yIPaBICHUYECKUX
JIOKYMEHTOB U BEICHUS
JIETIOBOM TMEPENUCKH

TectupoBanue, yCTHBIN
OIIPOC, IKCIIEPTHOE
HaOJI01eHUE BBIIIOJIHEHUS
3a/IaHUM HA IPAKTUYECKUX
3aHATHUSAX,

G depeHIIMPOBAHHBIN
3a4eT

35- cocraB JOKYMEHTOB
CIeUATIbHBIX CHCTEM
AOKYMCHTAallU

JleMoHCTpanus 3HaHUA
cocTaBa JOKYMEHTOB
CHEIUATIbHBIX CUCTEM
JOKYMEHTaIlluu

TectupoBaHue, yCTHBIN
OTIPOC, FKCIIEPTHOE
HaOITI0/ICHUE BBITOJTHCHUS
3aJJaHU} Ha MIPAKTHYECKUX
3aHATHUSAX,
nuddepeHIMpoOBaHHBIN
3ayer

36- npaBua opraHu3alLuU
BCEX 3TaIOB pabOTHI €
JIOKyMEHTaMu

JleMoHCTpanys 3HaHUs
IIpaBUJI OPraHU3aLNH BCEX
3TanoB paboThI C
JOKyMEHTaMU

TectupoBaHue, yCTHBIN
OIIPOC, HKCIIEPTHOE
HaOJr01eHUE BBIIOJIHEHUS
3aJIaHUM HA IPAKTHYECKUX
3aHATHUSAX,

QG depeHIIMPOBAHHBIN
3a4eT

37- npunokeHus IporpaMMel
Windows, nucrosb3yemsbie st
peanuzanuu 3aga4 JJOY

JleMoHCTpaLus 3HaHUS
MIPUIIOKEHUN TPOTPaMMBI
Windows, ucronbs3zyemble
IS peanuzanuu 3agad JJOY

TecTtupoBaHue, yCTHBIN
OTIPOC, FKCIIEPTHOE
HaOJII0/ICHUE BBITIOJIHEHUS
3aJJaHU} Ha IPAKTHYECKUX
3aHATHUSAX,
nuddepeHIMpOBaHHBIN
3a4er

38 - coBpemeHHBIE
uH(pOpMaIlMOHHbBIE
texnonoruu JOY

JleMoHCTpanus 3HaHUS
COBPEMEHHBIX
MH(OPMAIIMOHHBIX
texHojoruit JIOY

TectupoBaHue, yCTHBII
OIIPOC, IKCIEPTHOE
HaOJr01IeHUE BBITIOJIHEHUS
3a/IaHUM HA MPAKTHYECKUX
3aHATHUSAX,
nudepeHIpoBaHHBIN
3a4er

39- GpopmbI TEpBUUHBIX
OyXTaJITEPCKUX JTOKYMEHTOB,
CoJIepXKalux 00s3aTeNbHbIE
PEKBU3UTHI IEPBUYHOTO
YYETHOT'O IOKyMEHTa

JlemoHcTpanus 3HaHusI Gopm
NEPBUYHBIX OYXTaJITePCKUX
JIOKYMEHTOB, CO/Iep KaIllnX
00s13aTeNIbHBIE PEKBU3UTHI
MEPBUYHOTO YYETHOTO
JOKYMEHTA

TecTtupoBaHue, yCTHBIN
OIIpOC, SKCIEPTHOE
HaOJIIOJEHNE BBITOJIHEHUS
3aJJaHUI Ha TPAKTHYECKUX
3aHATHUSAX,
nuddepeHIpOBaHHBIN
3a4er

310- npouenypa COCTaBICHUS
aKTa 1o pe3yJibTaTam
WHBEHTapU3aluu, IPOEKTOB
MIPUKA30B MO MPOBEACHUIO
KOHTPOJIbHBIX MPOLEAYP

JleMOHCTpanus 3HaHUsI OCHOB
MIPOLIEAYPBI COCTABICHUS
aKTa 0 pe3yJbTaraM
WHBEHTApU3AIlUH, IPOECKTOB
MPUKA30B O MPOBEAECHUIO
KOHTPOJIbHBIX TTPOLIEAYP

TectupoBaHue, yCTHBIN
OIpOC, IKCIIEPTHOE
HaOJr01IeHNE BBHITIOJIHEHUS
3aJlaHUM HA MPAKTUYECKUX
3aHATHUSAX,
nudepeHIpoOBaHHBIN
3a4er

311- npaBuna u Cpoku
XpaHEHUs JOKYMEHTOB

JleMoHCTpanus 3HaHUA
MpaBUJI U CPOKOB XpaHEHUs
JTOKYMEHTOB

TecTtupoBaHue, yCTHBIN
OIIPOC, DKCIIEPTHOE
HaOJII01€HUE BBIIOJIHEHUS




3aJlaHU HA MPAKTUYECKUX
3aHATHUSAX,
nuddepeHIMpoOBaHHBIN
3a4eT

OK.09 Ilonp3oBaThcs
npodecCHOHATBLHOM
JIOKYMEHTale Ha
roCyJapCTBEHHOM U
WHOCTPAHHBIX SI3BbIKAX

[Tonb3yercs
npodeccrnoHabHOM
JOKyMEHTAaI1el Ha
rOCy/IapCTBEHHOM U
WHOCTPAHHBIX SI3bIKaX

DKcnepTHOE HAOIIIOICHUE U
OLIEHKA JIeATeIbHOCTH
o0ydaromierocst B mporecce
OCBOCHHSI YUeOHOMH
JCHUTTHBI

[1K 2.3. OuenuBath
JIOCTOBEPHOCTh
dbopmupoBanus
OyxraJTepcKon
(unancoBOIT) 1 HATOTOBOM
OTUYETHOCTHU

JleMOoHCTpHUpYET TOTOBHOCTh
BBITIOJTHATH KOHTPOJIbHBIE
MPOIETYPHI U HX
JIOKYMEHTUPOBaHUE,
TOTOBUTH M OPOPMIISTH
3aBepuUIaroIINe MaTePUAIIbI
10 pe3yJibTaTaM
BHYTPEHHET0 KOHTPOJIS

DKcrepTHOE HAOII0IeHUE U
OIICHKA JCSTEIbHOCTH
oOyJaromerocst B mporecce
OCBOCHHS y4eOHOM

2. 3aganus 1J151 OlleHKH 00Pa30BaTeJIbHbIX TOCTHKEHUHN TN CIUILINHBI
1.3. Marepuajbl 151 OEHKHA KOMIIETEeHIIM I

3agaHus OTKPBITOr0 THIA

OK 09 IHonb30BaThest npo¢eccuoHANbHOIM
rocyJapcTBEHHOM ¥ HHOCTPAHHOM SI3bIKAX

1. JIBvkeHue JOKYMEHTOB B OPTaHU3AI[MU C MOMEHTA UX CO3JaHUs WIH MOTyYEHUs
JI0 3aBEPIICHUS UCTIOTHEHUS WU OTIIPABKHU — 3TO

Otger:

AOKYMEHTAIUeH HA

2. @opma BHYTPEHHEW I€JIOBOM NEPEMUCKHA MEXKTY TTOAPA3ICICHUSIMU OPraHU3alluN
WJIY JTIOJKHOCTHBIMM JIMIIAMH, HE HAXOAIIMUMUCS B MPSIMOM MMOTYMHEHUH - 3TO

OTtBeT:

3. COBOKYITHOCTh IIMPOKO MPUMEHAEMBIX B YIIPABICHUN BUAOB JOKYMEHTOB,
M3aBAEMBIX PYKOBOJICTBOM OpPTraHU3alllM, COICPKAIIUX YIIPABICHUECKUE PEUICHUS,
HaIMpaBJICHHbIE HA PEATM3ALUI0 CTOALIMX MEPE OPraHU3aMENd TEKYIIUX U
MEPCTIEKTUBHBIX 3a71a4, U 00JIaa0NUX IOPUINYECKON CUIION - ATO

OrtBeT:

4. JIokanbHBIN OpraHU3allMOHHO-TIPABOBOM JOKYMEHT, YCTaHABIUBAOIIHM J1JIs
paboTHHKa opraHuzaiuu (moapa3aeieHus1) KOHKPETHbIE TPYAOBBIE (I0KHOCTHBIEC)
00S13aHHOCTH B COOTBETCTBUH C 3aHUMAEMOM JTOKHOCTEIO - OTO

OTtBeT:

5. ®enepanbHbIi 3aKOH O TOCYAAPCTBEHHOM SI3bIKE, KOTOPBIN PETYIUPYET
UCIOJIb30BaHUE TOCYJaPCTBEHHOTO SI3bIKa B PA3IMYHBIX cepax 00IIeCTBEHHOM



YKU3HH CTPAHBI.
OTBeT 3anucarh MeJIbIM YUCIIOM HOMEpP 3aKOHA.
OrtBeT:

6. denepanbHbIi 3aKOH, PErJIaMEHTUPYIOIIUN 00ecTiedYeHUE 3aIUThI ITPaB U CBOOO/T
YeJIoBeKa M rpaXkaHuHa Mpu 00padoTKe ero MepcoHaIbHbIX TaHHBIX, B TOM YHUCJIE
3alUThI ITPaB HA HEMPUKOCHOBEHHOCTh YACTHOM JKU3HM, JIMYHYIO U CEMEMHYIO
TalHy.

OTBeT 3anucarh 1eIbIM YUCIOM HOMEpP 3aKOHA.

OtBerT:

7. ®enepanbHbli 3aKOH, PETYIUPYIONIUNA OTHOIICHUS, CBSI3aHHBIEC C YCTAHOBJICHHUEM,
M3MEHEHUEM U TIPEKPAIICHUEM PEKMUMA KOMMEPUYECKON TalHbI B OTHOIIIEHUH
uH(pOpMAaIUH, KOTOpasi UMEET ACHUCTBUTEIBHYIO HIIA MOTEHIIUATBHYIO
KOMMEPUYECKYIO [IEHHOCTh B CUJIy HEU3BECTHOCTH €€ TPEThbUM JIULIAM.

OTBeT 3anucaTh LEIbIM YHCIOM HOMEpP 3aKOHA.

Ortser:

8. ®enepanbHbIi 3aKOH, PETYIUPYIONTUNA OTHOIIIEHUS B 00JIaCTH UCIIOJIb30BAHUS
AJIEKTPOHHBIX MOAIUCEN IIPU COBEPLICHUU I'PAXKIAHCKO-IIPABOBBIX CAECIOK, OKa3aHUHU
rOCYIapCTBEHHBIX U MYHULIMIIAJIBHBIX YCIIYT, UCIIOJIB30BAaHUHU TOCYIAPCTBEHHBIX U
MYHULIMNAIBHBIX (PYHKIIUNA, IPYU COBEPIICHUU UHBIX IOPUINUECKU 3HAUUMBIX
JICUCTBU.

OTBeT 3anucaTh UEJIBIM YHCIOM HOMED 3aKOHA.

Otser:

MK 2.3. OueHuBatb J0CTOBEPHOCTh (POPMHPOBaHUSI OyXrajaTepcKoi
(puHaHCOBOI) M HAJIOTOBOM OTYETHOCTH

1. lokyMeHT, PUKCUPYIOIIHI X0 00CY>KIEHUS BOIIPOCOB U MIPUHATHS PEIICHUN HA
coOpaHnH, 3aCeIaHUH — 3TO

Otger:

2. IoKyMeHT, MOATBEPKAAIOIIHNHA PaKThl, COOBITUS, JEHCTBUSA. - ITO
Ortger:

3. JIleBoe mose JOKyMEHTa JIOJDKHO OBITh HE MEHEe MM.
OTBeT 3amnucarh LEIbIM YUCIOM
OtBerT:

4. HazoBuTe OCHOBHOM (hopMaT JIMCTa, HAa KOTOPOM O(POPMIISIOTCS TOKYMEHTBI — A. ..
OTBeT 3anucarh 1eIbIM YUCIOM
Otger: 4

3amaHus 3aKPbITOr0 TUIIA
OK 09 IMoab3oBaTbesi NPOodecCHOHAIBHON JOKYMEHTALMEeH HA roCy1apCTBEeHHOM
U MHOCTPAHHOM fI3BIKAX



1. YKAXKUTE COOTBETCTBUS mexy NOHATHEM U €r0 ONPEAEICHUEM: K KaKIOU
NO3UIMK, JAHHOW B TEPBOM CTOJOIE, MOAOEpUTE COOTBETCTBYIOUIYIO MO3UIHUIO W3
BTOPOT'O CTOJIONA.

(coBMectute nudpel u3 1 cTondrka ¢ OykBaMH 2 CTOJIOMKA)

ITOHATHUE OIIPEJIEJIEHUE

1. Opurunan A) BBLAAIOTCS TP YTEPE WIIM YHUUTOKEHUU

(MOIJTMHHMK) MOJIJIMHHUKA;

2. Konus b) konuu ¢ He0OOXOAMMBIMU PEKBU3UTAMH,
NPUAAIONIMMHA UM IOPUIHYECKYIO CHITY;

3. dybOnukar B) nepBble Wi €AMHCTBEHHBIE 3K3EMILISIPBI
o(pULIMATBHBIX TOKYMEHTOB, IOJIIMCAHHBIE ABTOPOM;

4. 3aBepeHHas KOIUs ') vacTu JOKyMEHTa ¢ yKa3aHHUEM, U3 KaKoro JOKYMEHTa

CieJlaHa BBINKMCKA, 3aBEPEHHBIC JTOJXKHOCTHBIM JIUIIOM U
MMEIOIIME T1eYaTh;

5. Beimucka J1) TOKyMEHTBI, MOJTHOCTHIO BOCIIPOU3BOISILINE
MH(pOpMAIINIO MOJITMHHUKOB U BCE €r0 BHEIIIHUE
MPU3HAKH, HE UMEIOIINUE IOPUANYECKON CHUJIBI.

OTBET 3aIMIINTE B BHJIC ITOCIEIOBATSIbHOCTY UG p 1 OYKB 0€3 NpoOeIOB M 3aIISITHIX

OrtBeT:

2. YKAXKUTE COOTBETCTBUS mexty BUIOM JOKYMEHTA U €T0 XapaKTePUCTUKOM:
K KaXJ0H MO3UIUH, JAHHOH B TMEpPBOM CTOJIOIE, MOJ0EpUTE COOTBETCTBYIOIIYIO
MO3UIIMIO U3 BTOPOTO CTOJIOIA.

(coBmecTtuTe HU@psl U3 1 cTonduka ¢ OykBamu 2 cToI0MKA)

Bug nokymenTa XapakTepuCcTUKa JOKYMEHTA

1. MunguBuayanbHbIe A) BXogsiue B KaKyr-J11u00 YHUDUITUPOBAHHYIO
CUCTEMY JOKYMEHTALUH;

2. TpadapeTHbie b) conepxanue Kaxaoro 10KyMeHTa UMEET CBOU
OCOOCHHOCTH;

3. TunoBsbie B) coznannbie nis rpynmnbl OAHOPOJHBIX MPEITPUSITHI;

4. ITpumepHbIe ') ucnionb3yroTest uist cocTaBiieHUs U 0hOpMIIEHUS
JOKYMEHTOB 110 aHAJIOTUH

5. YauduuupoBaHHbIe J1) 4acTh JOKyMEHTa OTIleYaTaHa, a YaCTh 3alOJIHIETCS
IIPU COCTABJICHUH.

OTBET 3aIMIIUTE B BUJE MTOCIEA0BATEILHOCTH IIM(MD U OVKB 0€3 IIP0o0EIOB U 3aIIIThIX

OrtBer:

3. YKAXKUTE COOTBETCTBUS Mexny NOHATHEM U €r0 ONpeAeeHUEM: K KaX0i
MO3UIMHN, JAHHOW B IMEPBOM CTOJIONE, MOAOEPUTE COOTBETCTBYIOIIYIO IMO3ULIMIO U3
BTOPOT'O CTOJIONA.



(coBmectute mudpsl U3 1 cTonduka ¢ OykBamu 2 CTOIOMKA)

ITonsiTne OnpeneneHue
1. CoBenranue A) ®opma, mpu KOTOPOH OCYLIECTBIAETCA JEJI0BOE
oOIIeHNE MEXAY NPEICTaBUTENSIMUA Pa3HbIX IOPUANYECKUX
JINI
2. IleperoBopsl b) OO1uenue, npu KOTOPOM YUYUTBIBAIOTCS

WHJUBUAYAJIbHbIE OCOOCHHOCTH JIMYHOCTH, HO IS
MHTEpeca Jiena

3. JlenoBoe obmenue B) KynpTypHoe peueBoe  JIEMCTBHE  JUAJIOTOBOTO
XapakTepa, HalpaBJIeHHOE HAa CYOBEKT WJIM OOBEKT KaK Ha
nmapTHepa  KOMMYHHUKAIlMM  C  IEJbI0  COOOIIEHHUS
uHdopmaiuu o cede, 0 IPYroM WU OLEHKH KOro-imoo,
WJIA Y€T0-JIN00

4. PeueBas [') dopma, npu KOTOPOW OCYHIECTBIACTCS JEJIOBOEC
KOMMYHUKAIUS oOl1leHHE B TIpe/iesiaX OpraHu3aiu

OTBeT 3aIMIIUTE B BUJIE MOCIIEA0BATEILHOCTH IUbp U OYKB 0€3 Ip0o0esIOB U 3aIsIThIX

OTBeT:

4. YKAXKUTE COOTBETCTBUSA mexay BUAOM JOKYMEHTA M €r0 XapaKTePUCTUKOM:
K KaXJIO0M TMO3WIIUU, JaHHOW B TMEPBOM CTOJIOIE, MOAOEPUTE COOTBETCTBYIOULYIO
MO3UIIMIO U3 BTOPOTO CTOJIONA.

(coBMectuTe mudpsl 3 1 cTondrka ¢ OykBaMu 2 CTOJIOMKA)

Bun nokymenta XapakTepUCTUKA TOKYMEHTA

1. Yka3anue A) I yBeJOMIIEHHSI OTIIPABUTENS O MOJTYyYEHUU
JIOKYMEHTOB, HEOOXOJJUMO €TI0 COCTaBUTh

2. ConpoBoautensHoe | b) PacniopsiautenbHas 4acTh TEKCTa HAUUHAETCA

IIMCBMO CJIOBAMH
«00sI3pIBAIO»

3. PacniopsixkeHue B) PacniopsiauTenbHast 4yacTh TEKCTa HAUMHACTCSA
CJIOBAMH
«TPEUIarar yTBEPAUTHY

4. [Tucemo- | I') [Tucemo, nHbopMupyIOLIEe aapecaTa O HaNpaBJICHUN

NOJTBEPKICHUE K HEMY IPUCHIJIAEMBIX JOKYMEHTOB

OTBET 3aMIIUTE B BUAE MTOCIEA0BATEILHOCTH TP U OVKB 0€3 IPOoOEI0B U 3aIIThIX

OTBeT:

5. VYkaxure B KakoW TIOCIICOBATEIPHOCTA JOJDKHBI  OBITh  PACIOJIOKEHBI
HaMMEHOBaHUS B OJaHKE MUChMa (Prirana opraHu3aun?

a) OTKpBITOE aKIIMOHEPHOE OOIIECTBO.
0). (OAO «Cubuedtb»).



B). @wiman B roposae XaHTbl-MaHCHICKe.
r). Hedranas kommanus «CudbHepThY.
B otBer 3anuimte OyKBbI IPABUILHOTO OTBETA O€3 MPOOETOB U 3aIAThIX

OtBeT:

6. VYKaxuTe NPaBUWIBHYIO IIOCIEA0BATEIbHOCTh COCTABIEHUS U  O(OpMIICHUS
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX IOKYMEHTOB:

a). CTPyKTypa U IITaTHAs YUCICHHOCTh

0). ycTaB opranu3aiuu

B). UHCTPYKILIHS 1O JEIONPOU3BOACTBY

T). yYpeIUTEIbHBIN T0TOBOP

1) peraaMeHThl paboThI anmapara yupaBlIeHUs

B otBeT 3anumunTe OyKBbI IPaBUIBHOTO OTBETa 0€3 MPoOEIOB U 3aIAThIX

OrtBeT:

7. VYKaxuTe TNPaBWIbHYIO TOCJIEIOBATEIbHOCTh MPOCTABICHUS  PEKBU3UTOB
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB:

a). rpud yTBEp>KIEHUS JOKyMEHTa

0). MECTO COCTaBJICHUS UJIM U3IaHUS JOKYMEHTA

B). HAUMEHOBAHUE BUJA JOKYMEHTA

I). pETUCTPALMOHHBIA HOMEP JOKYMEHTA

7). OTMETKa 00 UCTIOJIHEHUU JOKYMEHTA 1 HAIMPaBJICHUH €T0 B JIEJIO0

€). BU3bI COIVIACOBAHMS IOKYMEHTA

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

OrtBeT:

8. VkaxuTe MNpaBWIbHYIO IOCJIEIOBATEILHOCTh OYEPEIHOCTH OCYIIECTBICHUS
JOKYMEHTO000pOTA:

a) YHUYTOXXEeHUE (WM Tepeadya B apXuB)

0) yTBepKIIeHUE

B) CO3JIaHHE IOKYMEHTA

I') UCTIOJTHEHUE

1) PACCMOTPEHHE U COTJIACOBAHUE

€) KOHTPOJIb UCTIOJTHECHUS

) XpaHEeHUE

3) perucrpauus J0KyMeHTa

B oTBet 3anummre OyKBHI IPABUILHOTO OTBETA 0€3 MPOOETIOB U 3aIATHIX

OrtBer:

IHK 2.3. OuneHunBaTtb [0CTOBEPHOCTHL (OPMHPOBAHMS  OyXraJrepckoi
(prHAHCOBOM) M HAJIOTOBOH OTYETHOCTH



1. YKAXUTE COOTBETCTBUSA Mmexy OCHOBHBIMU BUJAMH WHBEHTApU3ALUNA U
PEKOMEHyeMbIMH CPOKAaMU HUX MPOBEICHHUS: K KaXKJIO0W MO3MUIMH, TaHHOW B MEPBOM
CTOJIOINE, MOJ0EPUTE COOTBETCTBYIONIYIO MO3UIIUIO U3 BTOPOTO CTOJIOIIA.

(coBMectute nudpel u3 1 cTondrka ¢ OykBaMH 2 CTOJIOMKA)

Bua nnBeHTapuszanuu Cpoku npoBeeHUs
1. IlnanoBas (perymnsipHas) A) Moxer mHpoBOAUTHCA B JII0OOE BpeMs IO
PELICHUIO PYKOBOJACTBA KOMIIAHUU
2. BHennaHoBast b) Pexomennmyercs mnpoBOAUTH NpHU Ieperaye
MAaTEPUAIIBHBIX IEHHOCTEW HOBOMY COTPYAHUKY
3. MuBeHTapu3anus nepes B) [IlpoBomutcs mepen mepedadedl  ckiana
CMEHOW MaTepUAIBHO IpPYroMy apeHAaTopy WM HOKYIaTEto

OTBETCTBEHHOTO JINIA
4. Exxemecsunas (kBaptanbHas) | ') [IpoBoautcs e€XerogHo mepes; COCTaBICHUEM

WHBEHTAPU3ALMS OTAEIbHBIX roJIOBOI OyXrajaTepcKoil OTYETHOCTH

KATErOpui TOBAPOB

5. Ilepen 3akmoueHuEM ) IIpoBoauTcst 1Uisi HEKOTOPBIX BUIOB TOBApOB,
JIOTOBOPOB apEH/IbI WIN OCOOEHHO CKOPOIMOPTSIIUXCA WM HMEIOIIHNX
MPOJAXKHU CKIAJCKUX BBICOKYIO CTOUMOCTD

ITOMEIEHAN

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

OrtBeT:

2. YKAXKUTE COOTBETCTBUSA mexny NOHITHEM M €T0 ONMpPENeNieHueM: K KaKI0h
MO3ULIMH, JAHHOW B TEPBOM CTOJOIE, MOAOEPUTE COOTBETCTBYIOUIYIO MO3ULHUIO W3
BTOPOTO CcTONOIIA.

(coBmecTuTe U@l U3 1 cToNOMKa ¢ OyKBaMHU 2 CTOJIOMKA)

IToustue Onpenenenue
1. T'ocynapcTBeHHBII A) OcylecTBISIOT TOCYIapCTBEHHBIE U
KOHTPOJIb aIMUHUCTPATUBHBIC OPTaHbl, 00ECIICYMBAET HHTEPECHI

rocyJIapcTBa M 0OIIECTBa, MPOBEPSICT BLITIOJIHCHUE
00s13aTeNIbCTB (PU3NYCCKUX U FOPUIUICCKUX JTUI] TIEPe]
roCcyZIapCTBOM, COOJIIOICHHE 3aKOHHOCTH

2. b) 3ammiaer uHTEpECH MPEANPUATHS U €TO KOJIJIEKTUBA
BHYTpUBEIOMCTBEHHBIN | OT 3710yNOTpeOIeHN U 00€CIIeYnBAET MOBBIIICHHUE
KOHTPOJIb 7((PEKTUBHOCTHU €ro X035IMCTBEHHON AEsITEIbHOCTU

3. B) OcymiecTBisitoT MUHHUCTEPCTBA, BEOMCTBA,
BHYTpUXO03MCTBEHHBIN | AENIAPTAMEHTHI, KOMUTETHI B OTHOLLIEHUA

KOHTPOJIb IIOABEIOMCTBEHHOM OpraHu3anuuu

OTBET 3aIMIIUTE B BUJAE ITOCIEI0BATEILHOCTH ITM(MD U OVKB 0€3 IIP0o0EIOB U 3aIIIThIX

OrtBer:



3. VYkaxure NpaBWIbHYIO TOCIEAOBATEIHHOCTh JTOKYMEHTHPOBAHHSI KOHTPOJIBHBIX
IPOIEAYD:

a). apXuBaIus JOKYMEHTOB

0). 3anuch HAOJIOICHU I

B). oopmiieHHE PabOUYNX JOKYMEHTOB

B otBeT 3anummTe OyKBBI IPaBUILHOIO OTBETa 0€3 MPOOEIIOB U 3aMAThIX
Ortger:

4. YxaxuTe MPaBWIBLHYIO MOCIEAOBATEIILHOCTh IIAroB MPH COCTABJICHUH OTYETa II0
pe3ynbTaTaM BHYTPEHHETO KOHTPOJIS:
a). pe3ynbTaThl KOHTPOJIS

0). BBeJICHHE

B). PCKOMECHIaIINH

T). coJepKaHue

7). ONUCAaHUE KOHTPOJIBHBIX MPOLIETYP
€). MMOJAIKICH U YTBEPKICHHUE

). BBIBOJIBI

3). TATYJbHBIN JIUCT

1). 3aKJIFOYCHUE

B otBeT 3anummTe OyKBBI MPaBUIILHOTO OTBETa O€3 MPOOEIIOB U 3aIATHIX
Otser:

2.1.Texkymas arrecramus.

2.1.1.TeopeTnueckue 3a1aHusl AJ51 YCTHOTO ONPOCA.

Paznea 1. JlokyMeHTHPOBaHME YIIPABJICHYECKOM AeITEJIbHOCTH

Tema 1.1 Benenne. JIokyMeHT U cicTeMa JOKYMEHTAIIUA

1. UTo MOHUMAIOT MOJ «IOKYMEHTOM», KAKOBO €r0 3HAYECHHE B YIPABJICHUHU.

2. CpoiicTBa U GyHKIIUU JOKYMEHTA.

3. JlaitTe onpeneneHre TEPMUHA «TOKYMEHTUPOBAHUE.

4. JlaitTe onpeneneHne TOKYMEHTAIMOHHOTO 00eCIeueHUsl YIIPaBICHUS .

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

6. HopmaTtuBHO-TipaBoBasi 0aza OpraHu3alli JOKYMEHTAIIMOHHOTO OO0eCIeueHUs
yIpaBJiCHHUS.

7. Kakue 3akonsl PO, pernamentupyromue Bonpocs! J10Y, Bl 3Haere?

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

9. KaknuMy HOPMATUBHBIMHU JOKYMEHTAMHU PETIAMEHTHPYIOTCS BOMPOCHI APXUBHOTO
XpaHEHUs IOKYMEHTOB B CTpaHe?

10. Kakumu 'OCTamu cnemyet moiab30BaThesi Ipu 0OPMIICHUN OPTaHU3AIMOHHO-



pacropsAUTEIbHBIX JIOKYMEHTOB?

11. C kako#l uenpio pazpaboTaHbl OOLIEPOCCUMCKUE KIACCU(DUKATOPHI U KaKUE M3
HUX ucnonb3yrorcs B JJ0Y?

12. B yem cyrb UHCTpyKIMHM MO JAETONPOM3BOJICTBY M KAaKOBBI €€ OCHOBHbBIC
pas3aensl?

13. B uem cytp @enepanbHoro 3akoHa «O MEpCOHANBHBIX JAHHBIX)»?

14. YTo moHMMAIOT MO/ MEPCOHATBLHBIMU JaHHBIMU?

Tema 1.2. OprannzauoHHO-pPacOPsAAUTENbHbIE JOKYMEHTbI

1. Ilepeuncinre OpraHU3alMOHHBIE TOKYMEHTBI, PEIVIAMEHTUPYIOIIUE AEATEIBHOCTD
CJIy>KOBI YIIPaBIJICHUS IEPCOHAIIOM.

2. HazoBuTe 1OKyMEHTBI, OTHOCSIIMECS K THPOPMAITMOHHO-CIIPABOYHBIM.

3. Kakue BuIbl JOKYMEHTOB COCTABIIAIOT IPYIIITY OPTaHU3alHOHHON JOKYMEHTAIUK ?
4. TloyemMy IOOKYMEHTHI IO JINYHOMY COCTaBY BBIJIEIEHBI B OTACIBHYIO TPYIILY
OpraHU3alMOHHO-PACIIOPSIIUTEIBHON JOKYMEHTAUN?

Tema 1.3. KagpoBasi toKyMeHTALMS

1. ITonsTue, 3Ha4eHHE U KJIAaCCU(PUKALUSA KaJPOBOM JTOKYMEHTALlUU.

2. Ilopsanok NOArOTOBKU U 0(GOPMIIEHHS TOKYMEHTOB, COITPOBOXK/IAIOIIUX TPYJOBBIE
OTHOULIEHUS.

3. KoMImiekToBaHue JIMYHOTO JIEjIa.

4. K xakou rpynmne KaJIpOBbIX IJOKYMEHTOB OTHOCATCS TNPHUKA3bl II0 JIMYHOMY
COCTaBy?

5. C KakoW WLeNbl0 M KAaKUMH OpPraHaMu OCYILIECTBISIETCS T'OCYIapPCTBEHHBIN
KOHTPOJIb BEJICHUSI KaIPOBOM TOKYMEHTALIUN?

6. Kakumu  3aKOHOAATENbHBIMU M JPYTUMH  HOPMAaTUBHBIMU  aKTaMHU
PYKOBOJCTBYIOTCSI ~ IIPM  OCYLIECTBJIEHUM  KOHTPOJII  BEACHUS  KaJpOBOM
JOKyMEHTAIu?

7. Kakue BUIBI TOKYMEHTOB BKJIIOYAET B CeOsl TpyINa JOKYMEHTALUU IO JUYHOMY
COCTaBy?

8. Kakue BUIbI TOKYMEHTOB COCTaBIIAIOT IPYIITY JOKYMEHTOB IO TPYJAOYCTPOMCTBY,
y4eTy u paboTe ¢ Kaapamu?

9. Ha3zoBute HOpMAaTHBHBIH AaKT, B KOTOPOM IpeACTaBICHBbl (POPMBI KaAPOBBIX
JIOKYMEHTOB M COAEPKATCS PEKOMEH ALK IO UX 3aIOJHEHUIO.

10. Kakoli mpaBoBOM aKT ONpeneseT NOPAI0K BEACHUS TPYIOBBIX KHUKEK?

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

1. Buzabl feHeXHBIX U UHAHCOBO-PACUYETHBIX TOKYMEHTOB.

2. OcobeHHOCTH cocTaBlieHUd U O(QOPMIICHHS JE€HEXKHBIX M (DMHAHCOBO-PACUETHBIX
JIOKYMEHTOB.

3. Ilepeuncnute yd4eTHbIE JOKYMEHTHI, CO3[aBaéMble B CIykO0e€ YyIpaBiIeHUs
IIEPCOHAJIOM.

Tema 1.5. loroBopHO-npaBoBasi JOKyMEHTALMS
1. loroBop: nmousATHe, BUABL, TUIIOBAs CTPYKTYypA.



2. JlokyMmMeHTbI, O(QOPMISIOIINE TOPSIAOK PACCMOTPEHHUS  CIOPOB  MEXKAY
IOPUIMYECKUMU JIMLIAMHU.
3. UckoBoe 3asBieHue: TpeOoBaHUS K OPOPMIIEHUIO U OCOOEHHOCTH OT3bIBA.

Pasznen 2. Opranusanus padoTsl ¢ JOKYMEHTAMU

Tema 2.1. IloHsiTHE [JXOKYMEHTOO00pPOTAa, Pperucrpaumsi J0KYMEHTOB.
HUcnonHeHnne  IOKYMEHTOB. KonTpous HCIIOJIHEHHUS. Oprannzanus
ONEePATHBHOIO XPaHEHMS JOKYMEHTAa

1. [IpuHIMITBI OpraHU3auuy JOKYMEHTO000POTA.

2. TexHosorust paboThI C TOKYMEHTAMH.

3. ®opMUPOBAHUE U XPAHECHUE AEN B JCTONPOU3BOACTBE.

4. CooTHEecHUTE MEXKTy COOON OHATUS «IETOTPOU3BOICTBO» U «TOKYMEHTOOOOPOTY.
5. Kak paccuntbiBaercs 00beM TOKYMEHTOOOOPOTA B OpraHU3alun?

6. Kakue cniocoObl perucrpanuu JOKyMEHTOB HUCIIOJIBb3YIOTCS B OpraHU3alUd U YeM
00yCJIOBJIEH BBIOOP TOT'O WJIM UHOTO criocoba?

7. B 4eM cOCTOUT NpeIBAPUTEIBHOE PACCMOTPEHHUE BXOIAIIUX TOKYMEHTOB U KAKOBA
€ro LeNb?

Tema 2.2. IloaroroBka J0KYyMEHTOB K AapXMBHOMY XPAHEHHIO

1. DxcnepTr3a HEHHOCTH IOKYMEHTOB.

2. ITogroroBka en K c/ladye B BEIOMCTBEHHBIN apXUB

3. KakoBbI OCHOBHBIE TPEOOBaHUS K PEXKUMY XpaHEHUSI JOKYMEHTOB?

Tema 2.3. Ucnoab3oBanue IIIBM B nesionpounsBoacrse

1. YUTo Takoe 3JIEKTPOHHBIN TOKYMEHT?

2. KoMnprorepusanus Ae100pon3BOACTBA HA NPEANPUATHH.

3. Yro Takoe mabdiaon? Uto MOTyT BKIItOUATh B c€0s M1aOJIOHBI?

4. Yto Takoe hopma?

5. [lTaGnoHbI KaKUX TOKYMEHTOB BX0AT B rmakeT MicrosoftWord?
6. Kak MOHO UCTIOTIB30BaTh TAOIMILY AJIsl CO3aHUS JOKYMEHTOB?

Kpurepuu oueHku:

- OLICHKA 5 «OTJIWYHOY» BBICTABIIETCA CTYJIEHTY, €CIM: OTBET Ha BONPOC IOJIOH; B
OTBETE MPOJIEMOHCTPUPOBAHO YBEPEHHOE 3HAHME SIBJICHUH U MPOIECCOB, K KOTOPHIM
OTHOCUTCSI TEPMHUHOJIOTHUSA;, CTYJIEHT MOXET IMPUBECTU MPUMEPHI, TOKA3BIBAIOIINE
MPaBUJILHOCTh €r0 OTBETA.

- OLIEHKA 4 «XOpOIIO» BBICTABIISIETCS CTYIEHTY, €CIIU: B OTBETE HA BONPOC YITYLICHBI
OT/IeJIbHBIC 3HAUYUMbIC MOMEHTHI; B OTBETE ITPOJIECMOHCTPUPOBAHO OO0IIee TOHUMAHUE
ABJICHUM M TMPOLECCOB, K KOTOPHIM OTHOCUTCS BOIPOC; B OTBETE HCIOJIb30BaHA
CIICLIMAJIbHASl TEPMHUHOJOTHS; CTYJIEHT HE MOXET CAaMOCTOSTEIIbHO ITPUBECTU
MIPUMEDPBI, TOKA3BIBAIOIINE MTPABUIBHOCTh €0 OTBETA, HO MOXET MPOAHATU3UPOBATH
IIPUMEDPBI, MPEIJIOKECHHBIE ITPENOJABATEIIEM.

- OLIEHKa 3 «yJOBJIETBOPUTEIbHO» BBICTABISETCA CTYAEHTY, €CJIH: B OTBETE Ha
BOIIPOC UMEIOTCS CYIIECTBEHHBIC YIYIIEHUS; B OTBETE MPOJEMOHCTPUPOBAHO 00IIIEe
MMOHMMAHHE SIBJICHUM W MPOLECCOB, K KOTOPBIM OTHOCHUTCS BOIIPOC; CTYICHT HE




UCIIOJIB3YET CHEUUAIbHOW TEPMHHOJIOTMM B OTBETE, HO NOHMMAET 3HAYEHUE
OCHOBHBIX TEPMHUHOB; CTYAECHT HE MOXET CaMOCTOSATEIbHO IPHUBECTU HPHUMEPHI,
JOKa3bIBAlONIME MPAaBUIBHOCTh €r0 OTBETa, M HE MOXET IPOAHAIU3UPOBATH
IPUMEPBI, IPEJIOKEHHBIE TIPEIIOIABATEIIEM.

- OLICHKA 2 «HEYJOBJIETBOPUTEIbHO» BBICTABISAETCS CTYAECHTY, €CIU: CTYIACHT HE
MOKET (OTKa3bIBAa€TCs) OTBETUTh Ha BOIPOC; B OTBETE MPOJEMOHCTPHUPOBAHO
HENIOHMMaHUE SIBJICHUI M MPOLIECCOB, K KOTOPHIM OTHOCHUTCSI BOIIPOC; CTYACHT HE
NOHUMAET CHEUUAIbHOM TEPMHUHOJIOTUHU; CTYJAEHT HE MOMKET CaMOCTOSTEIBHO
IPUBECTU NPHUMEPHI, JOKA3bIBAIOIINE IPABWIBHOCTh €ro OTBETa, M HE MOXET
IIPOAHATIM3UPOBATH TPUMEPHI, IPEIJIOKEHHBIE MPETIOAABATEIEM.

2.1.2.TecroBble 3a1aHKs

Paznen 1. JlokyMeHTHPOBaHUE YIIPABJICHYECKON 1eATeJIbHOCTH

Tema 1.1. Benenne. JJokyMeHT ¥ cHCTEMA TOKYMEHTAIIUU

Br16path npaBUIbHBIN BapUaHT OTBETA:

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

A) TOKyMEHT;

b) undopmarnus;

B) pexBu3ur;

') Gnank.

2. /lokymenmuposannan ungopmayus — 3mo:

A) wunbopmanus, KOTOpas MpelHa3HayaeTcsl JUIsi OLEHKH MPaBUIBLHOCTH
(YHKITMOHUPOBAHUS MMOJICUCTEM B CUCTEME YIIPABJICHUS;

b) undpopmaums, KOTOpas HE BbIpakKeHa WM HE MOXET OBbITh BbIpaXKeHa B
KOJIMYECTBEHHOM (hopme;

B) 3adukcupoBanHas Ha MaTepuUaTbHOM HOCUTENE TWYTEM JOKYMEHTHUPOBAHMSI
uHdOpMaIUs C PEKBU3UTAMU, TIO3BOJISIONINME ONPEACIUTh TaKyI0 HHGOPMAIIHIO UK
B YCTAaHOBJICHHBIX 3aKOHOJATEIbCTBOM Poccuiickor @enepanuu cCiaydasix ee
MaTepHaTbHBIA HOCUTED;,

[') cBenenust o numax, axrax, COOBITUSX W SBJICHUSX HE3aBUCUMO OT (POPMBI UX
MpEACTaBICHUS.

3. 3agpuxkcuposamnan Ha  Hocumene uHGopmauua ¢ - PeKEUIUMAMU,
NO360JIAIOUWUMU €€ UOCHMUPUUUPOBAMb — IMO:

A) IOKYMEHT;

b) undopmanus;

B) pexBu3ur;

') 6mank.

4. Jleamenvnocmsv, obecneuugarouiais O00KyMeHmuposanue, 00KyMeHmoooopom,
onepamueHoe XpaneHue u UCnoab306aHue 0OKYMEHM 08 — IMOo:

A) nenonpou3BOACTBO;

b) nokymeHTHUpOBaHuUE;



B) c6op undopmaruy;
') KOHTPOJUTHHT.

5. OcHnosnbim 00BeKmMOM 0€10nPOU3800CMBA ABIACHICA:
A) O6naHK;

b) pexBu3ur;

B) noxymeHT;

I') apxus.

6. /lokymenmol, 3ampazusaroujue uHmepecvl ONPeOeIeHH0O20 TUUa — IMo:
A) yHu(uIMpoBaHHbIE TOKYMEHTHI;

b) nu4HbIE JOKYMEHTHI;

B) BHyTpeHHHE TOKYMEHTHI;

') cpouHbIE TOKYMEHTBHI.

7. [dokymenm, 6 Komopom uacmbv OOKyMeHma omneuyamana, a 4Yacmo
3aN0JIHAEMCA RPU COCMABNEHUN — IMO:

A) opunmaibHBIN TOKYMEHT;

b) cpouHbIil TOKYMEHT;

B) TpadapeTHblii JOKyMEHT;

[') TUYHBIIA JOKYMEHT.

8. Ogpuyuanvnuwviii 0okymenm — 3mo:

A) IOKYMEHT, COCTaBJIsI€EMbIil paOOTHUKAMU JAHHOTO MPEINPUSATHUS;

b) moxymeHT, mocTynaromui U3 Apyrux NpeanpusTuid, OpraHu3alrii 1 OT YaCTHBIX
nun;

B) nokymeHT, co3maHHBIN OpraHu3aiuei, T0KHOCTHRIM JIMIOM WIW TPaXXIaHUHOM,
O(OpPMJICHHBIN B YCTAHOBJIEHHOM TOPSIIKE;

') 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. O6s13aTesibHBbIEC AJI UCTIOJTHEHUS] JIOKYMEHTBI — 3TO:
A) undopmaIMoHHbIE JOKYMEHTHI;

b) nepBuYHBIE TOKYMEHTHI;

B) yaudunupoBaHHbie T0KyMEHTHI;

') tupeKTUBHBIE JOKYMEHTHI.

11. @yukyua OoKymenma, KOmopasa 3aKiwuaemcsa 6 (ukcayuu, XpaHeHuu u
nepeoaue ungopmayuu:
A) KOMMyHUKaTHBHAs



b) nnpopmarnmonnas

B) npaBoBas

') counanbHO — KyabTypHas
J1) 0T4ETHO-KOHTpPOJIbHAS
E) opranuzanuonsas

K) yueonas

3) yueTHo-KaipoBast

W) memopuanbHas

12.
OMHOWEHUL:

A) KOMMyHUKAaTHBHAs

b) nndopmanmonnas

B) mpaBoBas

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

K) yuebnas

3) y4eTHO-KaipoBas

W) memopuansHas

13. @yukuyua OoKymenma,
uHgopmayuei:

A) KOMMYHUKaTHBHAs

b) undopmanumonnas

B) mpaBoBas

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

K) yuebnas

3) y4eTHO-KaapoBas

W) memopuansHas

Komopasn

3aKnuaemca 6 nepe@aue,

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

oomene

14. @yukuyusa O0oKymenma, Komopasa 3aKa4aemcsa 6 nepeoave UCMOPUUECKUX

Cc6e0eHUll:

A) KOMMyHUKaTHUBHAs

b) undopmanmonnas

B) mpaBoBas

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

X) yueOnas

3) y4eTHO-KaipoBas

W) memopuanbHast



15. Coeoxynnocmv O00OKymenmos, cooeprycauwiux ungopmayuro o axmuveckom
nON0MCEHUU 0€/l, CAYHCAUUX OCHOGAHUEM 011 NPUHAMUA PeUeHUull, U30AHUA
pacnopaoumenbHulX 00OKyMeHmog - 3mo

A) pacniopsiuTeNbHbIE JOKYMEHTHI;

b) opranuzanioHHbIE TOKYMEHTHI;

B) oT4eTHbBIE JOKYMEHTHI;

') undopmamoHHO-CIIpaBOYHbBIC JJOKYMEHTHI

16. Cucmema 0oKymenmauuu — 3mo

A) COBOKYITHOCTBHIO B3aUMOYBSI3aHHBIX JOKYMEHTOB, TPUMEHSIEMBIX B ONpPEICIEHHON
cdepe NeITeTbHOCTH

b) COBOKYNTHOCTh pEKBU3UTOB

B) noxymeHT, coaepxaniuii nepBUUHY0 HHHOPMAIIUIO

') cucreMa JOKyMEHTAIMH, CO3/IaHHAsS 110 €MHBIM MPaBUIIaM U TPeOOBaAHUAM

17. B nacmoawee epema ¢ P® mpedosanusn K opopmiaenuio op2aHu3ayuoHHO-
pacnopaoumenvHo 0OKyMEeHmMauuu co0epHcamcs 6:

A) DenepanbHoM 3akoHe oT 27.07.2006 Ne 149-®3 (pen. ot 18.06.2017) «O6
uHdopmaiuu, THGOPMAIIMOHHBIX TEXHOJIOTHUIX U O 3alIUTe HHPOPMALIUNY;

B) TOCT P 7.0.97-2016 «Cuctema ctannapToB 1o UH(pOpMaluu, OUOIUOTEUHOMY U
u3nareabCckoMy  Aeny.  OpraHu3alMOHHO-paclopsauTeNbHas  JOKyMEHTAIMs.
TpeboBanus K 0POPMIICHUIO TJOKYMEHTOBY

B) I'OCT P 7.0.8-2013 «Cucrema cTaHnapToB 10 MH(POpMaLUU, OMOIHMOTEYHOMY U
u3aTeabCcKoMy fAeny. Jlenonpous3BOACTBO M apXUMBHOE Jeio. TepMHHBI U
OTIPEEIICHUS;

I') TpynoBom xoxaekce PO.

18. Ilo cpoxam ucnonnenus 0OKymeHmol Kiaccu@uuupyromcsa Ha:
A) yHHUDUITUPOBAHHBIE,

b) cpounsie;

B) necpounsie;

[') BpeMeHHOTO XpaHeHus;

/1) TOCTOSIHHOTO XpaHEHUS.

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

b) cpounsie;

B) Hecpounsbie

I') tupeKTUBHBIE;

J1) TOCTOSIHHOTO XpaHEHUS.

20. Ilo :zpughy ocpanuuenus oocmyna (cmenenu 21ACHOCMU) pAaA3IUYAIOM
O00KyMeHmbl:

A) OTKpBITHIE;

b) ¢ rpudom orpannyeHus gocryna;



B) cpounsie;

') HecpouHble;
J) xoruu;

E) noanmuHHMKH.

21. Ceoiicmea 00KymeHmos:
A) BpeMeHHBIE;

b) Tunossie;

B) undopmarinonseie;

') skcrutyaTaliuoHHbIE;

J1) ananuTU4YecKue.

22. IIo mecmy cocmaenenus 00KymeHmol Kiaccupuuupyomces Ha:

A) nepBUYHBIE;

b) cBonHbIE;

B) BHyTpeHHUE;

') BHEIIHUE;

J1) yaudunmpoBaHHbIE;
E) tpadapernsie.

23. Ilo muny nocumerneii 00KymeHmul K1acCuGuuupyromcsa Ha:

A) OyMaxkHbIE,

b) maruuTHbIE,

B) nepBuuHbI€;

I') onTuueckue,

J1) KuHO(POTOOKYMEHTHI,
E) tpadapernsie.

24. IIo cooepicanuro 00KymeHmuvl K1accuuuupyromcsa Ha:

A) nepBUYHBIE;

b) cBonnbie;

B) cpounsie;

') HecpouHsle;

J1) yauunpoBaHHbIE;

E) tpadapetnsie.

Y CTaHOBUTH COOTBETCTBHUE:

25. Ycmanosumv coomeemcmeue
Xapakmepucmukoii:

JIOKyMEHTHI:

1. Opurunan (MOAJIMHHUK)

2. Komms

3. dyOGnukar

4.3aBepeHHas KOIUs

5. Beimucka

MexHcoy

6UOOM  OOKyMeHma

u

eco



XapaxkTepucTrKa JOKyMEHTA:

A) BBIJAIOTCS NIPU yTEPE WIN YHUUYTOKEHUM MOJIMHHUKA;

b) xonuu ¢ He0OXOUMBIMU PEKBU3UTAMHU, TPUJAIOLIIUMHI UM IOPUANYECKYIO CUILY;
B) nmepBele WiIM €QUHCTBEHHBIE HK3EMIUIAPHl O(ULHUANBHBIX JIOKYMEHTOB,
IOANMCAHHBIE ABTOPOM;

[') bacTu nOKyMEeHTa C YyKa3aHMEM, M3 KaKOro JOKyMEHTa CJejlaHa BBIIUCKA,
3aBEPEHHBIC JOJDKHOCTHBIM JIMIIOM U UMEIOIINE [1€4aTh;

J1) TOKYMEHTBI, MOJHOCTHIO BOCHPOHU3BOASIINE MHPOPMAIUIO TOIJIMHHUKOB U BCE
€ro BHEIIHUE ITPU3HAKH, HE UMEIOIINE FOPUANYECKON CUJIBI.

26. Ycmanoeumsv coomeemcmeue mexicoy 6UOOM OOKyMeHma U €20
XapaKmepucmuKou:

Hokymenmur:

1. UapuBuyanbHbIE

2. TpadapeTHbie

3. TunoBsie

4. ITpumepHbIe

5. YuudunmpoBaHHbIe

Xapaxkmepucmuka 00OKymenma:

A) BXoJdIIMe B KaKyI0-1100 YHU(PUIIUPOBAHHYIO CUCTEMY JOKYMEHTAIUY;

b) coneprkanue Kaxxa0ro 10KyMEHTa UMEET CBOM OCOOEHHOCTH;

B) cozmannbie aiig rpynibl OJHOPOIHBIX NPEINPUITHIA;

') ncrionb3yroTcs Uil cOCTaBlIeHUs U 0OPMIIEHUS JOKYMEHTOB 110 aHAJIOTUU
J1) yacTh TOKyMEHTa OTIleyaTaHa, a YaCTh 3aMOJHSAETCS IPU COCTABIICHUU.

Tema 1.2. Opranu3anMoOHHO-PACIIOPAAUTEIbHbIE JOKYMEHTHI

Bri6path npaBUIIbHBIN BapHaHT OTBETA:

1. Komnnekc 63aumoy6a3aHHbIX OOKYMEHM 06, Pe2laMeHMUpPYIOwux CmpyKmypy,
3a0auu u QYHKYUU Op2aHu3aUUU, NPUHUUNDBL OP2AHU3AUUU ee padombl, npaea,
o0a3anHoCmu, cghepy omeemcmeeHHOCmMU ee PYKO6OOCMEaA U CHEeYUAIUCHOE —
Imo:

A) opraHu3anyoHHbIE JOKYMEHTHI;

b) pacniopsauTenbHble TOKYMEHTHI,

B) nundopmanmonHo-cripaBo4HbIE€ JOKYMEHTHI;

[') HopMaTHUBHO-TIPABOBBIE TOKYMEHTHI.

2. Jlokymenm, aopeco8anHblil 8blULECHOAULEMY PYKOBOOUMEII), C U3I0MHCCHUEM
KOHKPEMmHOU npodiemovl uiu nOCMAHOBKOU 8ONPOCA U COOEPHCAUUIL OMEenmbl U
nPeoNodHceHUA - INO

A) OObsIcHUTEIbHAS 3aITHCKA;

b) JloknagHas 3anucka;

B) UndopmarimonHoe nucbmo;

') IIuceMo-u3BenIeHUE.

3. Jlokanouwlii op2anu3ayuOHHO-RPABOBON OOKYMEHM, YCHAHABAUBAIOWUIL O/



pabomnuka opzanuzayuu (noopa3oenenus) KOHKpemHble  mpyooevle
(OondcHoCcmHble) 00A3AHHOCMU 8 COOMEEMCMEUN C 3AHUMAEMOU 00NIHCHOCMbBIO -
Imo

A) JlomKHOCTHAsE MHCTPYKIIUS;

b) [Ipuka3 pykoBoauTens;

B) lliTaTHoe pacniucanue;

I') YcraB opranusaiiuu.

4. ITucomo, ceoeepemenno uHpopmupylouee 3aunmepeco8anHoe 00aAHCHOCHHOE
JUYO UTIU OP2AHU3AYUIO O CEEPUIUGUIUMCA haKme - IMO

A) AxT;

b) Jokannas 3anucka;

B) UudopmanimonHoe nucopmo;

I') Crpagka.

5.  Jloxymenm,  00vACHAIOWUIL  BbIUECMOAUEMY  HENOCPEOCHI8EHHOMY
PYK060OUmen0 npuduHbsl HEGbINOJIHEHUA KAK020-1Uu00 NOpy4eHus, HApyuieHus
mpyoo6oil uiu mexHoa02u4ecKoll OUCYUNIUHDL - IMO

A) JlokiaiHas 3ammcKa;

b) O0bscHuTEI HAS 3aIIUCKA;

B) AKT 0 HapylIe€HUHU TPYAOBOU TUCUHUILIINHBL,

') IluceMo-u3BeIeHuUE.

6. Ilpaeoeoit akm, onpedenarouwiuilt cmamyc op2aHuzauui, ee 3a0auu u QyHkKyuu,
npaea, 0meemcmeeHHOCH b, NOPAOOK 0eAMeabHOCHU - IO

A) llltatHOE pacnucaHue;

b) [IpaBuna BHyTpEHHErO TPYAOBOTO PAaCHIOPSIIKA;

B) UncTpykius opraHu3aiimiOHHO-METOIMYECKOTO Ha3HAUCHUS;

') [Tonoxenue 00 opraHu3ay.

1. [lokymenm, ompascaroujuit npOu3600CHEEHHYI0 0eAMEIbHOCHb OPZAHU3AUUU
UJIU NOOMBEPHCOAIOWUIL C8EOCHUA O ee PADOMHUKAX - IO

A) Ipukas mo oCHOBHOM JeATEILHOCTH;

b) HenoBoe (city»)e0HO€) MUCHEMO;

B) Cny>xeOnas 3anucka;

I') CnpaBka.

8. Buo opzanuzayuonnozo O0oKymenma, Komopwlii onpeoensiem nopAOOK
00paszoseanusn, cCmpyKmypy u op2aHu3auuio padomasl NPeOnPUAMuUA:

A) Ycras;

b) UncTpykius;

B) Ilonoxenue.

9. Kaxyw ungopmayuro cooeprcum pazoen Ycmaesa «Qougue nonoxnceHus»:
A) cTpyKTypa OpraHu3auuu;



b) mpaBa u 00s3aHHOCTH JTOJKHOCTHBIX JIHIT,
B) tienm v 3a1aum opraHu3anuy.

10. Kakue u3 nepeuucinennvix 00KYMEHNO08 OMHOCAMCA K OP2AHUZAUUOHHBIM:
A) HCHMO, TIOJI0KEHHE,

b) ycraB, HHCTpYyKITHS;

B) ycraB, ykas.

11. /lokymenm, ¢ Komopom pukcupyemcsa nociedo08ameabHOCHb U COOEPHCAHUE
00CyrHcoaempix KonnezuaabHblM 0Op2anom (coseuwanuem, Kongepenyueil, cogemom
u m. 0.) HOCMABIEHHBIX 6ONPOCOE U NPUHAMBIX PEULEHUTL - IMO

A) luktodon;

b) [loctanoBnenue;

B) Akr;

') [Ipotoko.

12.  Jlokymenm, cOCMAaGNEeHHBI  HECKONbKUMU  auyamu  (Komuccueit),
nOOmMEEPIHCOAOWUIL YCMAHOB/IeHHbIE PaAKmMbl, COOLIMUA UU OCUCM U, A MAKIHCE
duxcupyrowuii pezyiomamol peeusuii, UHGEHMAPU3AUUIL, NpUeMa-nepeoauu uiu
CRUCAHUA MAMEPUATIbHBIX YEHHOCM ell, NpUeM 3aKOHYEHHBIX padom u m. 0. - ImMo
A) IIporoxkoun;

b) Pemenue;

B) [enoBoe (cityxe0HO€) MUCHEMO;

I') AkT.

13. Ilpasoeoit akm pyKkoeooumens npeonpusamus - Ino
A) Peakius Ha 3a0aCTOBKY;

b) JIumenue npemuu;

B) [Ipukas;

') JItoObie mericTBUSI pyKOBOAUTEIS.

14. @opma enympeHnHell 0e10601 NEPENUCKU MeHcOy NOoOPA30eNeHUAMU
Op2anu3auuu Uau OO0JHCHOCHIHBIMU JUUAMU, HE HAXOOAUWUMUCA 6 NPAMOM
HOOYUHEHUU - IMO

A) CnyxeOHas 3an1CKa;

b) O0bsicHuTEnBbHAS 3aMUCKA;

B) doknanHas 3anucka;

') DnekTpoHHOE MUCHMO.

15. Cosokynnocmov wupoko npumMeHAEMbIX 6 YHNPAGIEHUU 6UO008 OOKYMEHMO8,
U30a6aemMplX PYKOBOOCHIBOM  OpP2AHU3AUUU, COOEPHCAUWUX YRDPAGIEHYECKUE
peutenus, HANPAGIEHHbIEe HA Peanu3auyul0 CMOAWUX nepeo OopaHuzayuerl
mMeKyujux u nepcneKmusHvlx 3a0ay, U 001a0aruux WPUOUYEeCcKoil CUI0u - ImMo
A) PacniopsinutenbHble TOKYMEHTHI,

b) lenoBeie (ciry>xeOHBIC) TUCHMA;



B) Opranu3zauroHHbIE TOKYMEHTHI;
I') UHpopMalimoHHO-CIPaBOYHBIE TOKYMEHTBHI.

16. IMucomennwiiit O00OKyMeHm, COOEPHCAWUIL ONEPAMUBHYI) UHPOpMayuio,
nepeoagaemyro yCHHo no KaHaaiam meneqroOHHol CéA3U - IMO

A) dakc;

b) Tenerpamma;

B) Tenekc;

I') Tenedonorpamma.

17. Yemae opeanuzayuu ymeeporcoaemcesn:

A) I'eHepanbHBIM THUPEKTOPOM;

b) PykoBoauTenemM HajI0roBOM MHCHIEKIINH;

B) [IpoTtokonom co6panus TpyA0BOTO KOJIJIEKTHBA,
I') Yupenurensimu (yuacTHUKaMM).

18. /lonscnocmusvie uncmpyKyuu papadoamovléaomcs:

A) TOJIBKO ISl aIMUHUCTPATUBHO-YIIPABJICHYECKOTO MEPCOHAIA;
b) TonpKO 1S CIenUanrcTOoB;

B) Tonbko s ity xKammx;

') Ha Bce JOKHOCTH, TPEAYCMOTPEHHBIC IITATHBIM PACIIHUCAHUEM.

19. Ykazanue, Ilocmanoenenue, Peuienue, Pacnopsasicenue omuocam K:
A) OpraHuzaloHHbIM JOKYMEHTAaM;

b) PacniopsauTenbHbIM JOKYMEHTaM;

B) OnepaTtuBHO-MHGOPMALIMOHHBIM JTOKYMEHTAM,;

I') UudopmarimoHHO-CIIPaBOYHBIM JOKYMEHTaM.

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

A) iucemMme;

b) 101KHOCTHOM HHCTPYKIIUU;

B) Ycrage.

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

A) NOKHOCTHASI HHCTPYKITUS;

b) mrratHOe pacniucanue;

B) Vcras.

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

b) nonoxeunuu;

B) ycrasge.



23. K 2pynne 6x00auux 00OKyMeHm 08 MOMCHO OMHECHU:
A) nenoBble MUCHMA,

b) opranuzanrioHHbIE TOKYMEHTHI;

B) nmpukassl opranuzanum.

24. C kako20 momenma pacnopaoumeibHulili 00KYMEHN 6CHIYnaAem 6 CUJIy:
A) ¢ MOMEHTa CO3/1aHu;

b) ¢ MoMeHTa oAnMCcaHus;

B) ¢ MOMeHTa yTBEpKACHUS.

25. K enympennemy 00KymMeHmoo00pony OmHoCAm:
A) odurnanbHbIC MMCHMA,

b) BHenIHue qOKIaHbIE 3aUCKHU, CIIPABKY;

B) nmpukassbl, paciopsiKeHus: OpraHUu3aIuH.

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

A) aKT;

b) npoToxoun;

B) 3asBnenue;

') cripaBka.

Tema 1.3. KagpoBasi fokyMeHTALMSA

Bb1Oparh npaBUIIbHBIN BapUaHT OTBETA:

1. Cosokynnocmo ¢hopm (00KymeHmoe), omparcarouwiux HaaIu4Yue U OBUNCEHUE
nepconana — Imo:

A) oT4yeTHAs JOKYMCHTAITHS;

b) punaHcoBas qOKyMeHTaIIHS;

B) xagpoBast JOKyMeHTaIIHS;

') craTucTuyeckas JOKyMEHTAITHS.

2. U3meHnenue CRUCOYHOU YUCIEHHOCMU PAOOMHUKOE OP2AHU3AUUU 6 CEA3U C
Y60IbHEHUEM U RPUEMOM HA PADOmY — IMO:

A) ABMXEHUE TIEpCcOHAaa;

b) cokpaiienne nepconana;

B) mon6op nepconana;

') mepenucey nepcoHana.

3. Ilpuxa3zel 0 npueme na pabomy, nepeeooe Ha Opy2yro padonty, npedocmasieHuu
OMNycKa, YBONbHEHUU, JUUYHASA KAPMOUKA PAOOMHUKA OMHOCAMCA K
00KymMenmam:

A) IOKyMEHTaM, CBSI3aHHBIM C OCYIIECTBIEHHEM (GYHKIHUA TIO YMPaBICHUIO
MIEPCOHAJIOM M OpTaHM3aIued TPya;

b) noxymenTaruu no ohopMICHUIO OTITYCKOB;

B) noxymeHTam 1o y4eTy JIMYHOTO COCTaBa paOOTHUKOB;



') nokymenTaruu no oGopMIECHUIO MOOIIPEHHIA.

4. Ilpasuna enympennezo mpyooeozo pacnopaoka, Ilonoscenue o cmpykmypruom
noopazoenenuu, OO0AHCHOCMHbIEe UHCmpYyKuyuu, Cmpykmypa u wmamHas
yucnennocms, Illmamnoe pacnucanue omuocamcesa K 0OKyMeHmam:

A) JIOKyMEHTaM, CBSI3aHHBIM C OCYIIECTBIEHHEM (GYHKIUA TI0 YNpPaBICHUIO
MIEPCOHAJIOM M OpTraHu3aluen Tpyaa,

b) noxymenTaruu no ohopMICHUIO OTITYCKOB;

B) nokyMeHTam 1o y4dery JIMYHOTO COCTaBa paOOTHUKOB;

I') noxkymeHTaruu mo ohOpPMIICHUIO TTOOIIPEHUHN.

5. Ocnoenbim 3aKOHOO0AMENBHBIM AKMOM, KOMOPBIM PYKOGOOCHIBYEMICA 6 C8oell
pabome Kaopoeas cayxcoa — Imo:

A) YronoBHbIi KojieKC PD;

b) TpynoBoii konekc P®D;

B) I'paxxmanckuii kogekc PO;

I') Kunmumnsiit kogexe PO.

6. Tpyooeoit 002060p 0011ceH ObIMb 3AKTIOUEH 8:
A) yctHOl dhopme;

b) nucemennoi popme;

B) 5T0 HEe UMeeT HUKAKOTO 3HAYCHUSI.

7. Ilpuem na pavomy opopmasemcs:
A) 3asBJIEHHEM O MIpUEME Ha padoTy;
b) nmpuka3om o npueme Ha paboTy;

B) nomxHOCTHON MHCTPYKITUEH;

') mpoTokoaoMm.

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

A) 3asgBJIeHHE O IpHEME Ha padoTy;

b) mratHoe pacnicanue;

B) aBrobmnorpadusi;

') TpynoBoii norosop;

9. OcHO8HBIM 0OKYMEHMOM RO YyUenty NepCoOHaANa NPEOnPUAMUS AGNACHICA:
A) TpyaoBasi KHUXKKA,

b) npukas o npueme Ha paboTy;

B) nuuHnas kapTouka;

') mpuka3 00 yBOJbHEHUHU.

10. Cpok xpanenusn 1uyHbIX KAPMOYeK:
A) 10 ner;
b) no 5 ner;



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

11. Ilepesoo compyonuka Ha Opyzyo 00aAHCHOCHb OPOPMIACHCA:
A) 3asBJICHHEM O MEPEBOJIC HA IPYTYIO padoTy;

b) mpukaszom o niepeBojie Ha APYTYIO JTOJKHOCTH;

B) akTowm;

') cripaBKOW.

12. B meuenue, Kakoco nepuooa pabomHUK O00JIHCEH HANUCAMDb 3AA671€HUE 00
Y60bHEeHUU:

A) 3a 2 Mecsa,;

b) 3a 2 nenenu;

B) 3a 2 nHs;

') cpok He ycTaHOBJIEH 3aKOHOAATEINBHO.

13.Komnnexkc  00KyMeHmO8, XapaKkmepuzylouwiux mpyooevie  OMHOUICHUA
pabomuuka ¢ pabomooamenem, mpyooeoii npoyecc u opyzue no0ooOHvle ACneKmol
—amo:

A) TpyaoBasi KHHXKKA,

b) TpynoBoii norosop;

B) nuunoe aeno paboTHUKA;

I') aBTroOMOrpadus;

J) pe3tome.

14. Yuem mpyoa u eco onniamut opopmasemcs:

A) IOKyMEHTaMH MPOU3BOJIBHON (POPMBI;

b) yaudunupoBaHHbIME (OpMaMK IEPBUYHON YIETHOUM TIOKYMEHTAINU;
B) 06a BapuaHTa OTBETOB BEPHBHI.

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

1. /lokymenm, nokazvleéarouwjuii 08UIHCEHUE OCHEHCHBIX CPEOCHE — IMO:
A) TOKyMEHT 10 KaApOBOMY YUETY;

bB) cBOIHBII TOKYMEHT;

B) nenexHbli TOKyMEHT;

') opranu3alOHHbIN TOKYMEHT.

2. Kaccoevie onepayuu opopmnsaromca:

A) yHHpUUIMPOBaHHBIMU (POPMaMU NMEPBUYHON YUETHOU TOKYMEHTAIUU;

b) pa3pabotaHHbBIMM  caMOCTOSITEIPHO () OpMaMU  TMEPBHUYHON  YUETHOU
JIOKyMEHTAITUH;

B) no ycMOTpeHut0 pyKOBOJIUTEIIS.

3. Kakue ob6azamenvuvie pexeusumol O001HCHBL COOEPHCAMBCA 6 NEPEUYHBIX
O0OKyMeHmax no yuemy (puHaHcogo-pacuemHulx onepauuil (6slopamv HecKO1bKO



6apUAHMmMO6 omeema):

A) HaMMEHOBaHUE JJOKYMEHTA;

b) nata cocraBieHus JOKyMEHTA;

B) HanMeHOBaHME SKOHOMUYECKOTO CyOBEKTa, COCTABUBILIETO IOKYMEHT;

I') conepkanue akTa X031MCTBEHHON KU3HMU;

J1) moroTun opraHu3aluy;

E) BenmuunHy HaTypaibHOrO M (MJIM) JEHEKHOTO M3MEpeHHs (DakTa X03iCTBEHHOU
YKW3HU C YKa3aHUEM €IMHUI] U3MEPECHHUS;

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

3) HoMep TenedoHa AUPEKTOPa;

W) moamucu OTBETCTBEHHBIX JOJDKHOCTHBIX JIMI[ C yKa3aHUEM HUX (paMuUiuid U
WHUIIMAJIOB JINOO MHBIX PEKBU3UTOB, HEOOXOIUMBIX JI UICHTU(UKAIIUN STUX JIMII;
K) anpec snekTpoHHOMN MOYTHI.

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

A) cocTaBiieHbI B 3JIEKTPOHHOM (hopMme;

b) cocTaBieHsl Ha OyMa>KHOM HOCHUTEIIE;

B) uMeroT Bce o0s3aTeNbHbIE PEKBU3UTHI.

5. Jlokymenmol, Komopvimu o0@OpMIAAIOMCA XO03AUCMEEHHbIE ONEPaAUUU C
OCHENHCHBIMU CPeOCmEamu, NOONUCHIEAIOMCA (8blOPAMb HECKONbKO B03MOMCHBIX
6APUAHM 06 OMEema):

A) cekpeTapem;

b) nenonpousBoauTenem;

B) pykoBoauTeneM opraHu3amuu;

') rmaBHBIM OyXrajaTepoM M yIOJHOMOYEHHBIMUA UMM Ha TO JIUIIAMH.

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

b) He nomyckarorcs;

B) 3ak0HOaTE€ILCTBOM 3TOT BOIIPOC HE PETYIUPYETCS.

7.  /dokymenmul, Komopvlie AGNAIOMCA NUCOMEHHBIM  OOKA3AMENbCHIEOM
0elicmeumenbHo20 0CyuiecmeieHus YUHAHCOBO-PACUENHOIL Onepayuu Uiy npasa
Ha ee coeepuienue — IMo:

A) y4eTHO-KaJpOBbI€ JOKYMEHTHI;

b) oT4ueTHO-CTaTHCTHYECKUE TOKYMEHTHI;

B) opranusaniioHHO-pacOPSAUTENBHBIE JOKYMEHTHL

') dbunaHCOBO-pacyEeTHBIE TOKYMEHTHI.

8. Onepauuu no nocmynienuro u 6v10aue HAIUYHBLIX OeHeEZ OPOoOPMAAIOMCA:
A) NPUXOJAHBIMHU U PACXOJHBIMU KACCOBBIMU OpJIE€PAMH;
b) nnarexHpIMU IOPYUYECHUSIMU,



B) nHKaccoBbIMU TOPYUCHUSMU;
') mnarexHpIMU TPEOOBAHUSIMU.

9. /lenestcnulii uek — amo:

A) pacnopsbkeHHE TIUIaTeNbIIMKa O TMEPEYUCICHUH C €ro pacyeTHOro cyera
ONPEICICHHOW CYMMBI Ha CUET MOJTy4YaTelis;

b) pacnopsbkenue npeanpuatus 0aHKy O BblJaue C €ro pacyeTHOro CueTa CyMMBbI
HAJIMYHBIX JICHE)KHBIX CPE/ICTB;

B) pacyeTHbIl TOKYMEHT, BBINHCHIBAEMBIA MOCTABIIMKOM, COJEpKAIIUN YyKa3aHUE
0aHKy NOJYYUTh NPUUYUTAIONIYIOCS €My JICHEXKHYI0 CYMMY OT IUIaTelbIIMKa Ha
OCHOBAHUU COOTBETCTBYIOIIMX JOKYMEHTOB, CBUAETEIBCTBYIOIIMX O COBEPIIECHHBIX
onepanusx;

[') pacueTHblii JOKYMEHT, Ha OCHOBaHHU KOTOPOTIO TIPOU3BOJUTCA CIIUCAHUE
JICHEKHBIX CPEJICTB CO CUETa IJIATEIbIINKA B OECCIIOPHOM MOPSIIKE

10. Pacuemmuwtii OOKyMeHMl, GbINUCHIGAEMBLI HOCMABUIUKOM, COOEPHCAUUIL
YKazanue OAHKYy ROJYYUMD RNPULUMAIOUWLYIOCA €M) O€HENCHYI0 CYMMYy Om
naamenvuiuKa Ha OCHOB8AHUU COOMEEemMCmayIouiux O0OKYMEHM 08,
CeUOEMeNbCMBYIOUUX O COBEPUIEHHBIX ONEPAUUAX — IMO:

A) pacueTHBbIN YeK;

b) nnarexxHoe nopyydeHue;

B) unkaccoBoe nopydeHue;

') mnarexxHoe TpeboBaHuUE.

11. Pacuemmnplit uek — 3mo:

A) pacrnopsokeHHe IJIaTeNbllMKa O TEePEUUCIeHUH C €ro pacueTHOro cyeTa
ONPEAEICHHOW CYMMBI HA CUET MOJIy4YaTelis;

b) pacnopsbkenue npeanpusitisi 6aHKY O BbIJJad4€ C €r0 PacyeTHOTO CUETa CYyMMBI
HAJINYHBIX JCHEXKHBIX CPEACTB;

B) pacuerHbIii TOKyMEHT, BBIITMCHIBAEMBIN MMOCTABITUKOM, COJEPKAIMN YyKa3aHUe
0aHKy TMOJY4YUTh MPUYUTAIONIYIOCS €My JEHEKHYI0 CYMMY OT IUIaTeNbIIMKa Ha
OCHOBAHUHU COOTBETCTBYIOLIMX JOKYMEHTOB, CBUACTEJIBCTBYIOIIUX O COBEPIICHHBIX
onepaumsx;

[') pacueTHblii JAOKYMEHT, Ha OCHOBaHUU KOTOPOTO TIPOU3BOJUTCA CIIUCAHUE
JIEHEKHBIX CPEJICTB CO CUETa IUIATEIIbIIUKA B O€CCIIOPHOM TOPSIIKE.

12. Ilhamesrcnoe nopyuenue — 3mo:

A) 9TO pachnopspKeHUE NPEANPUITHS YUPESKICHUI0 OaHKa O CIHCAaHUU C €ro
pPacUeTHOI0 cyeTa OMPE/ICICHHOW CyMMBI (COrJIaCHO MpUJlaraeMbIM JOKYMEHTaM) B
MOTaIlIeHue CBOMX 00513aTEILCTB;

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

B) pacyeTHbIil IOKYMEHT, BBINHCHIBAEMbINA MOCTABIIMKOM, COJEpKAIIUN yKa3aHUE
0aHKy TMOJY4YUTh MPUUYUTAIONIYIOCS €My JEHEKHYI0 CYMMY OT IUIaTeNbIIMKa Ha
OCHOBAaHUU COOTBETCTBYIOIIMX JIOKYMEHTOB, CBUIETEILCTBYIOIIUX O COBEPIIECHHBIX



onepaumsx;
[') pacueTHBlii JOKYMEHT, Ha OCHOBaHHUW KOTOPOTO TIPOU3BOJUTCA CIIMCAHUE
JIEHE)KHBIX CPEJICTB CO CUETa IUIATEIIbIINKA B 0€CCTIOPHOM TTOPSIKE.

13. Kakoit 00Kymenm cayycum 0CHOBAHUEM O0J11 CRUCAHUA OCHENHCHBIX CPEeOCHE CO
cuema naamenbujuKa 6 6ecCnopHom nopaoke:

A) pacueTHbIH YeK;

b) nnarexxHoe nopyydeHue;

B) nnkaccoBoe nopydeHue;

I') mnaTexxHoe TpeboBaHME.

14. Kakoit 00Kymenm 6bInUCHIBAE CA NPU 63HOCE HATUYHBIX 0€HeZ HA PACYEemHbLl
cuem:

A) pacueTHBbIN YeK;

b) mnaTtexxHoe nopy4eHue;

B) neHexxHbIi yek;

') mnaTexxnoe TpeboBaHue;

J1) oOBsiBNIEHUE HA B3HOC HAJTUYHBIMHU.

Tema 1.5. /loroBopHO-nIpaBoBasi JOKyMEeHTALMS

1.Coznamenue 08yx uiu HeCKOJAbKUX UY 00 YCMAHOGIEHUU, UMEHEHUU UJIU
NPeKPAueHUU 2PaANCOAHCKUX NPAé u 00A3aHHOCmeEll — IMO:

A) aKT;

b) ciipaBka;

B) norogop;

I') cny>xe6HOE MHCHMO.

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

b) YronoBabiM Kos1IeKCOM PD;

B) Kongexkcom 06 amMUHUCTPAaTUBHBIX HAPYIICHUSX;
I') HanmoroBeim koaexcom PO.

3. Ycmanoeumv  coomeemcmeue  mexncoy - 6UOOM  002080pa U €20
XapaKkmepucmuKou:

Buowt 00z2060pos:

1. JloroBOp 0AHOCTOPOHHUIA

2. JloroBop A1BYCTOPOHHUI

3. JloroBop MHOTrOCTOpOHHHI

Xapaxkmepucmuka:

A) colepKUT B3UMOCOTACOBAHHbBIC MTpaBa U 003aHHOCTH KOHTPAreHTOB;

b) comepxuT 0053aHHOCTH TOJIBKO OJTHOM CTOPOHBI U TIpaBa TPEOOBaHUS, IPYTOMH;

B) moroBop ¢ ywactmeM Tpex wuiaM OoJjiee CTOPOH; 3aKJIIOYAeTCsl OOBIYHO TIpHU
OCYIIECTBJICHUH TOBAaPOOOMEHHBIX OMEpAIHIX, COOPYKEHUS OOBEKTOB, CO3JaHUS
COBMECTHBIX TIPEANPHUATHI.



4. /lozoeop, no Komopomy umyuiecmeenHnHoe npeodoCmaesieHue 00HOU CHOPOHb
odycnaenueaem ecmpeunoe uMywiecmeennoe npedocmasienue ¢ Opy20i CmopoHsl
—9mo:

A) peanbHBIN JOTOBOD;

b) Bo3Me3aHBINM 10T0BOD;

B) 6e3B03Me3IHBIN JOTOBOD;

') koHCecyanbHBIN JOTOBOD.

5. /lokymenm, 3axknioueHue KOmopo20 HAUYUHAEMCA C Mo20 8PeMeHU, K020a Oblio
6bINOJIHEHO OnpedesleHHoe Oelicmeue no nepeoaue UMyu,ecmea — IMo:

A) peaJibHBII JOTOBOP;

b) Bo3Me3aHbII 10T0BOD;

B) 6e3B03Me3IHBIN JOTOBOD;

') KoHCecyanbHBINM TOTOBOP.

6. Ipasicoancko-npaeoeoii 002060p, KOMOpPLLL NPUHAEMCA 3AKTIOYEHHBIM C
MOMEHMA CO2NNACOBAHUSA CYULECHI8EHHBIX YC/I08UIL CHLODOHAMU — IMO:

A) peaJibHbIN JOTOBOP;

b) Bo3me3aHbII JOTOBOD;

B) 6e3B03Me3IHBIN JOTOBOD;

') koHCecyabHBIN 10TOBOP.

7. /ozoeop, ¢ Komopom umyuiecmeenHoe npeodoCmasieHue npou3eo0Uncsa
MObKO O0O0HOU U3 CMOPOH 0e3 NOJAYUEeHUs 6CMPEUHO20 UMYU{ECHIEEHHO20
npeoocmaegieHus om Opy20il CHopoOHsl — IMO:

A) peasibHbIN JOTOBOP;

b) Bo3Me3aHbIi 10r0BOD;

B) 6e3B03Me3IHbII JOTOBOD;

') KoHCecyanbHBINI TOTOBOD.

8. lozoeop, no komopomy oona cmopona (npooaseu) oda3yemcsa nepeoams euip
(moeap) 6 codcmeenHHoCmb OpY20ll CcMOpPOHe (nOKynamenio), a NOKynameJib
00A3yemca npuHAmMy IMOM Moeap u Yniamums 3a He20 ONPeOeneHHyI0 CyMMY —
IMo:

A) AOTOBOp KYIUTU-TIPOJAXH;

b) noroBop MeHbI;

B) noroBop napenus;

') moroBop apeH/IbI;

J1) noroBop 6€3B03ME3IHOTO MOJIb30BAHMUS.

9. /ozoeop, no komopomy oona cmopona (ccyoooamesb) 00a3yemcsa nepeoamsn
unu nepeoaem eeuib 6 0€3603Me30HO0E 6PEMEHHOE NOIb308AHUE OPY20il CHIOPOHE
(ccyoononyuamenio), a NoOCaeOHAA 00A3yemMca GEPHYymb MYy JXHce 6euib 6 oM
COCMOAHUU, 8 KAKOM OHA €20 NOJYUUNd, C YYemOM HOPMANbHO20 U3HOCA UJIU
coCmoanuu, 00yci061eHHOM 002080POM — IMO:



A) AOTOBOp KYIIU-TIPOJAXH;

b) noroBop MeH#bI;

B) noroBop napenus;

') noroBop apeHbl;

J1) noroBop 0€3BO3ME3AHOTO MOIH30BAHUS.

10. Jlozosop, no kKomopomy apenoooamenb 00A3yemcsa NPeooCmaAsUmb
apenHoamopy 3a naamy UMyuwiecmeo 60 6peMeHHOoe 61a0eHUe U NO1b306anHue U0
MOJIbKO 80 6peMEHHOE NOJIb30BAHUE — IMO:

A) A0TOBOp KYILUIU-TIPOJAXH;

b) noroBop MeHbI;

B) noroBop napenusi;

') noroBop apeHabl;

J1) noroBop 6€3B03ME3THOTO TOJIb30BaAHMUS.

11. Ilo 00z060py nodpsaoa — smo:

A) noroBop, 1Mo KOTOPOMY OJIHAa CTOpPOHa (CCymojareib) o0s3yeTcs mepeaarh Wiu
nepenaeT Bellb B 0O€3BO3ME3THOEC BPEMEHHOE TIOJb30BaHHE JPYrod CTOPOHE
(ccynmomnomyyaTeo), a MOCIeIHsAsI 00s3yeTcs BEPHYTh Ty e BEIllb B TOM COCTOSIHUU,
B KakOM OHa €ro IMojJy4yuia, C YY4EeTOM HOPMAaJbHOTO HW3HOCA WJIM COCTOSHHH,
00yCIIOBJIEHHOM JIOTOBOPOM;

b) nmoromop, mo kotopomy ojHa CTOpoHa (IpojaaBel) 00si3yeTcsl nepeaaTh Belllb
(TOBap) B COOCTBEHHOCTh JIPYroM CTOpOHE (MOKYIATEINI0), a MOKYyMaTelb 00s3yeTcs
MPUHATH 3TOT TOBAP M YIUIATHTH 3a HETO OMPEICICHHYIO CYMMY;

B) nmoroBop, 1mo KOTOpOMYy OJHa CTOpOHa (MOAPSIAYMK) OOSA3YeTCS BBINOJHUTH IO
3aJIAaHUIO IPYTOM CTOPOHBI (3aKa34yrKa) ONpeeeHHYI0 paboTy U cIaTh €e pe3ybTar
3aKa3uuKYy, a 3aKa34uK 00s13yeTCsl MPUHSATH pe3yJbTaT pabOThl U OTUIATUTH €TO;

[') moroBop, MO KOTOPOMY HCIIOJHHUTENb 00S3yeTCs M0 3aJlaHUI0 3aKa3urKa OKa3aTb
YCIIYTH, a 3aKa34UK 0053yeTcs OIIATUTh 3TU YCIIYTH.

12. ITucomo, omnpagnsaemoe 6UHOEHOU CHMOPOHE 6 CJlyuae HEeEbINOJIHEHUS €10
3aKNI0YEHHBIX panee 002060p08 U PA3HO20 pooa 00a3amenvcme, NOnbvIMKe
U3MEHUMDb UX YCI06US 6 00HOCHOPOHHEM NOPAOKE — IMO:

A) NTMYHOE TUCHMO;

b) npeTeH3noHHOE MHCHMO;

B) uckoBoe nuceMo.

13. /lokymenm, noodarouwuiicsa 6 cyo 8 RUCbMEHHOU hopme, codeprcaniuil npocyoy
00 yooeiemeopeHuu mpedosanuii CmopoHsvl-3aa6umeJia 6 ciyyae HapyuieHus uiu
Y2po3bl HapyuwieHus ee npaes, c60000 Uiu UHBLIX 3AKOHHBLIX UHMEPECco8 — IMO:

A) TMYHOE MUCHMO;

b) npereH3noHHOE TUCHMO;

B) uckoBoe 3asiBneHue.

14. Jlna npuodpemenus moeapoeé cHIOPOHbL GCHIYNAIONM 6 OMHOWIEHUA NO



nocmaeke  NPOOYKUUU  Op2AHU3AUUENl —  HOCHMABU{UKOM  OP2AHU3AWUU-
nompeoumeo. Imu OmHOUIEHUSA OPOPMAAIOMCAL. ..

A) 10TOBOpPOM COBITA;

b) moroBopom mocraBkw;

B) moroBopoM KyIumi-TIpoJaKH.

15. /lozo6op cuumaemcs 3aKn1104eHHBIM, KO20A MEMHCOY CHLOPDOHAMU. ..
A) HeT npeTeH3uil;

b) mocTurnyTo cornaiieHue mo BCEM IMyHKTaM;

B) He cyiiecTByeT pa3HOTIacHid.

Pasznea 2. Opranusanus padoTsl ¢ JOKYMEHTAMU

Tema 2.1. IlonsitTHe JOKYMEHTO000POTAa, Pperucrpauus JIOKYMEHTOB.
HcnonHenne  XOKYMEHTOB. Konrpoan HUCIIOJTHEHMS. Opranusanus
OIEPAaTUBHOI'0 XPAHEHUA JOKYMEHTAa

1. lokymenmooobopom — smo...

A) ycnoBHoe 0003Ha4YeHHE, TPUCBAEMOE JIOKYMEHTY B IIpoLecce YyuyeTa H
VCIIOJIHEH NS,

b) nBrkeHne NOKYMEHTOB B OpraHU3allMd C MOMEHTA HUX CO3JAaHUS WIM IOJy4YEHUs
J10 3aBEPILIECHNS UCIIOJIHEHUS W OTIIPABIICHUs apecary;

B) orpacnp aesTenbHOCTH, oOecrieunBaromiasi JOKYMEHTUPOBAHUE W OPraHU3aIUIo
paboThl ¢ OQUIHATIEHBIMU JOKYMEHTAMH.

2. OcHOoBHBIMU XapaKmepucmukamu O00KyMeHmoobopoma aenawomca (8vlopamo
HeCKOJIbKO 6apUAHNO8 Oneema):

A) CKOpOCTb IBUKEHUS,

b) mapuipyT nBuxeHus;

B) Bpems nBumkeHus;

[') mepnoIMYHOCTh IBUKECHHUS.

3. Bce uncmanyuu na nymu 0eusxcenus 00KyMeHma om co30aHus 4epHosurka (uiu
noJyueHus) 00 NHOOWUBKU 8 0e110 — IMO:

A) CKOPOCTh IBMKEHUS TOKYMEHTA;

b) nepuoauyHOCTh ABMKEHUS TOKYMEHTA;

B) mapuipyT nBuXeHuUs T0KYMEHTA,;

') Bpemsi IBUKEHUS TOKYMEHTA.

4. Bpemsa, 3ampauueaemoe Ha NpoOxXodxcOeHUe OOKYMEHMO8 N0 Mapuipymy oOm
CO30aHUA YePpHOBGUKA (UIU ROJIYYUEeHUs) 00 NOOUWUBKU 6 0e10 — IMO:

A) CKOpOCTb JBHXKEHUSI TOKYMEHTA,

b) nepuoauyHOCTh ABUKEHUS TOKYMEHTA;

B) mapuipyT nBuXEHUS TOKYMEHTA;

') Bpemst ABUKEHHS JOKYMEHTA.

5. Cnoscusweeca unu op2anu3zo6antoe 6 npeoenax UHGOPMayUuOHHOU CUCHIEMbL



OoguiICeHUe OAHHBIX 8 ONPEOeIeHHOM HANPAGIeHUU — IMO:
A) IOKyMEHTOaHaJu3;

b) 10KyMeHTOIOTOK;

B) nenornpou3BoAcTBO;

[') nokymeHTUpOBaHHUE.

6. QOobwee Konuuecmeo OOKYMEHmMO8, NOCMYRUBUWIUX UAU  CO30AHHBIX
opeanuzayueil 3a onpeoeseHHbLIL NePuoo 8PemMeru — IMo:

A) 00BeM JOKyMEHTOO00pOTa;

b) ckopocTh TOKyMEHTOO00pOTa;

B) ob6opaunBaeMOCTh TOKYMEHTOOOOPOTA;

[') nepuouyHOCTh JOKYMEHTOO0O0POTA;

7. Ilo mnanpaenenuto paziuuaiom OOKYMEHMONOMOKU (6blOpamb HeECKOIAbKO
6APUAHM 08 OMEEM08):

A) TOpU3OHTAJILHBIE;

b) Bxopasiue;

B) ucxonsmue;

') BepTUKaNbHBIE.

8. /JloKkymenmul, Hanpasnaemvle GblUIECMOAUWUMU OP2AHAMU  6]1ACHMU U
YRPAaeieHus NOOYUHEHHBIM OPZAHUAUUAM — INO:

A) TOpU30HTANBHBIA JOKYMEHTONOTOK;

b) Bocxoasmuii JOKyMEHTOIOTOK;

B) Hucxongmumii JOKyMEHTOIOTOK;

') BHyTpeHHMI1 TOKYMEHTONOTOK.

9. Ilo omnowenuto K ynpasnenuecKkomy 00bekny pa3iuiarom 00KyMeHmonomoxu
(6b10pame HECKOIbKO 803MOMCHBIX 6APUAHIOE OMEema):

A) BHYTpECHHHUI;

b) ropr3oHTaIbHBIH;

B) Bxoasmuit;

') ucxonsuuii.

10. Texnonozua padomel ¢ 00OKymMeHmMamu, KOMopas 3aK104aemcsa 6 npoeepKe
npasuibHOCMU 00CMAGKU, UEAOCMHOCHU YHAKO6KU, COXPAHHOCHMU heuyamell,
6CKPbIMUU KOHBEPM OB U NPOGEPKE KOMNIEKMHOCIU U Ye0CIMHOCHIU 8/10MCEHUIL,
6 00pabomke conposoOuUmMenbHoll O0OKyMEeHmMayuu, cOpmuposKe O00KYMEeHMOo8 —
Imo:

A) peructpanusi;

b) ucnonuenue;

B) nepBuunas o0paboTka;

[') KOHTPOJIb 32 UCTIOJTHEHUEM.

11. 3anuce yuyemHvlX OAHHBIX O OOKYMEHmME N0 YCMAHOGIEHHOU dopme,



guxcupyroweii paxm ezo cozoanus, OMnpasIeHus Uiy ROJIY4eHUs — IMOo:
A) peructparusi;

b) ucnonuenue;

B) neppuunas 06padoTka;

') KOHTPOJIb 332 UCTIOTHEHUEM.

12. Pecucmpayuonnvie (popmvl 00KymeHmos mo2ym 0bims ciedyouux 6uoos:
A) )KypHaibHasi;

b) kaprouHnas;

B) aBroMatu3upoBaHHas;

') Bce BapraHTBI OTBETOB BEPHBI.

13. Iloocomoeka npoekma o0meemHO20 OOKYMEHmMA, €20 CO21ACO8AHUE C
COUCROJIHUM ENAMU — IMO:

A) peructparusi;

b) ucnonuenue;

B) nepBuunas o0pabotka;

") KOHTPOJIb 32 UCTIOJITHCHUEM.

14. /leamenvnocmsy, HanpaeileHHas Ha o0bOechedyeHUue C60EBPEMEHHO20 U
KauecmeeHHo20 UCNOSIHEHUS NOPYYeHUIl U PeUleHUsl 6ONPOCO8 — IMO:

A) peructparnus;

b) ucnonuenue;

B) nepBuunas 00paboTKa;

') KOHTPOJIb 32 UCTIOTHEHUEM.

15. /lokymenm wunu co60KynHOCMb OOKYMEHMO8, OMHOCAUWUXCA K OOHOMY
60NPOCY UNU YUACHMKY OeAMETbHOCMU, NOMEU|CHHBIX 6 OMOEIbHYI0 00J10)CKY —
IMmo:

A) apxus;

b) neno;

B) moxbopxka;

') onuce.

16. Ymeepowcoennwlit cucmemamusupoGanHvlii nepeueHb HAUMEHOBAHUIL Oel,
3A800UMbBIX 6 OP2AHU3AUUU, C YKA3AHUEM CPOKOG UX XPAHEHUA, OPOPpMIEHHbBLIL 8
YCMAaHO081eHHOM NOPAOKE — IMO:

A) cTpyKTYypa e,

b) HomeHKIaTypa ae;

B) non6opxka naeu;

') apxuBHpoOBaHUE JEII.

17. I'pynnupoeanue ucnonHeHHbIX OOKYMEHMO8 6 0e/l10 6 COOMEEemCHmEUU ¢
HOMEHKAmypoul 0el U CUCMeMAMuU3ayus 00OKyMeHmoe 6Hympu 0ena — Imo:

A) KOHTPOJIb 32 UCTIOJIHEHHUEM;

b) peructpanus aena;



B) dopmupoBanue gena.

18. Yuemmnwtit 0okymenm, cooepircanjuii nepeuensb 00KyMEeHmMOog8 0eld ¢ yKa3anuem
NOPAOKOBHIX HOMEPO8 OOKYMEHMO8, UX UHOEKCO8, HA36AHUIl, O0am, HOMEPOs
JAUCMO8 — IMO:

A) 00510KKa Jena;

b) BHyTpeHHSIs1 OMUCh TOKYMEHTOB JIeNa;

B) akT Ha criucaHue /efia B apXuB.

20. /Jokymenmonomok, KOomopwlii cOCmMOoum u3 OOKYMEHMO08, C030a6aemMblX 6
OAHHOIU OP2AHUZAUUN U OMAPABIAEMBIX 30 €€ npedebl — IMo:

A) TOpU30HTaNBHBIA JOKYMEHTONOTOK;

b) BHyTpeHHMI1 TOKYMEHTONOTOK;

B) ucxoasmmii TOKyMEHTOIIOTOK;

') Bce BapuaHTBI OTBETOB BEPHBI.

Tema 2.2. IloaroroBka J0KYMEHTOB K AapXMBHOMY XPAHEHHIO

Tecr

1. H3yuenue O00OKymeHmoe HA OCHOBAHUU KPUMEPUEE UX UEHHOCMU 6 Uensax
onpeoenenus CpOKo8 XpAHeHUs OOKYMEHMOE u Omoopa ux Ha NOCHOAHHOE
Xpanenue — IMo:.

A) peructpaius J0KyMEHTOB;

bB) KOHTPOJIb UCTTOTHEHUS] TOKYMEHTOB

B) skcnepTu3a IeHHOCTH JOKYMEHTOB;

I') dopmupoBanue nena.

2. /lna opzanuzauuu u npoeedenus padbomvl no IKChepmuze UEeHHOCMU
O0OKYMEHMmMOo8, OmMoOopy u Nno020moeKe K nepeoaue HA NOCHMOAHHOE XPAaHeHue
00Kymenmoe Apxuenozo gponoa Poccuiickoit @edepayuu cozoaemca:

A) sKcriepTHaAs KOMUCCHS,

b) coBeT nMpeKTOpOB;

B) peBusnoHnHass KoMHCCHS;

') 3acenanue cyna.

3. [ena nocmoanno2o xpanenusa noonexcam:

A) XpaHEHHUIO B OpraHU3allUY;

b) yHuuroxeHnuto;

B) nepenaue ['ocapxuBy Poccuiickoit denepanuu.

4. Iloozomoeka ucnoiIHeHHbIX OOKYMEHMOE K XPAHEeHUw 6Katouaem (8vlopamb
603MOJICHbBIE 6APUAHNBL OMEEMOB):

A) BKCIEepTU3Y UEHHOCTH IOKYMEHTOB;

b) BHeceHue ncnpaBiIeHU B IOKYMEHTHI;

B) obopmiienre TOKyMEHTOB, C/IaBa€MbIX B apXUB;

') cocraBieHue onucu JOKYMEHTOB IMOCTOSIHHOTO U IOJTOBPEMEHHOTO XPaHEHHUS;



J1) obecnieyeHre COXpaHHOCTH JE;
E)nepenauy nen B apxuB.

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

A) ckian;

b) 6yxranrepus;

B) apxus;

I') otnen xkagpos.

6. Apxuenwlit 0oKymenm —

A) MarepuanbHbBIi HOCHTENIb C 3a(UKCUPOBAHHOM HA HEM HMCTOPUYECKOU
uH(dOopMaIue, KOTOPBIN MOJJICKUT BEUHOMY XPaHEHUIO;

b) NOKyMEHT 10COBETCKOIO MEPUOIA;

B) martepuanbHbiii HOCUTENb ¢ 3apUKCHPOBAHHONW HAa HEM WH(MOpMAaIUe, KOTOPHIH
UMeEeT PEKBU3UTHI, TO3BOJISIONIUE €0 UACHTU(PUITUPOBATD, U TIOJIJICKUT XPAHEHHUIO B
CIWJIy 3HAUMMOCTU YKa3aHHBIX HOCHUTENS U MHGOpMAIMK JJI TpaxaaH, oOIIecTBa U
roCyJapCcTBa.

7. /lokymenm Apxuenozo ¢ponoa Poccuiickoii @edepayuu —

A) MarepuanbHbIil HOCUTENb C 3a()MKCUPOBAHHOW Ha HEM HH(POpPMALIMEH, KOTOPHIM
UMEET PEKBU3UTHI, TO3BOJISIOIINE €0 UAECHTU(DUIIMPOBATS;

b) apXuBHBIN JOKYMEHT TOCOBETCKOIO MEPUOJIA;

B) apxuBHBI JOKYMEHT, MpOIIEAIINNA HKCIEPTU3Y LEHHOCTU JOKYMEHTOB,
MOCTABJICHHBIN HA TOCYAPCTBEHHBIN yUET U MOMJIEKAIINI TOCTOSHHOMY XpaHEHHUIO.

8. Apxuenwiit pono —

A) KOJUIEKITUSI apXUBHBIX JIOKYMEHTOB TIO OIPE/ICIICHHON TEME;

B) cOBOKYIMHOCTh apXMBHBIX JOKYMEHTOB, UCTOPUYECKH WM JIOTHUYECKH CBSI3aHHBIX
MEXTy COOOi;

B) COBOKYMHOCTH apXWBHBIX JTOKYMEHTOB, XPaHSIIAsCSd B OTACIBHOM apXHWBHOM
YUPEKIACHUH.

9. Bpemennoe xpanenue apxueHvix 00KymMeHmoes —

A) XpaHeHHE apXUBHBIX JOKYMEHTOB B ApXUBE OpraHU3alINH;

b) xpaHeHue apXuMBHBIX JOKYMEHTOB J0 HMX YHUYTOXEHUS B TEYEHHE CPOKOB,
YCTaHOBJICHHBIX HOPMATUBHBIMHU MTPABOBBIMH aKTaMU;

B) xpanenne nokymeHTtoB ApxuBHoro @onga Poccuiickoit ®enepauuu 0e3
OIIPENEIIEHUS CPOKaA.

10 .Onuce oen, 00Kymenmoes, KaKk yuemHuulii 0OKyMeHm apxued, UCnO1b3yemcs 01

A) CyMMapHOTO YyyeTa apXMBHBIX JIOKYMEHTOB M 3aKpEIUICHUs MOpsAJiKa HUX
CHUCTEMAaTH3ALINY;



b) norcka JOKyMEHTOB JJIsl UX JAJIbHEHIIETO UCIIOIb30BaHuUS,

B) noenMHMYHOTO M CyMMapHOro ydeTa apXHBHBIX JOKYMEHTOB, 3aKpeIUICHUs
NopsiJika MX CUCTEMATU3AllMM, y4eTa HW3MEHEHUH B COCTaBE M 00bEME ApXUBHBIX
JIOKYMEHTOB.

Tema 2.3. Ucnoan3oBanue IIIBM B ges1onpousBoacTBe

1. Yemanoeumo nocneooeamelbHOCmb KOMNbIOMEpHOil nO0020mMo6éKu
00KYMEHmM08:
IlocnenoBaTenbHOCTD Dtan NoAroTOBKU JOKYMEHTA

PenaktupoBanue BBEJCHHOTO TEKCTa

CoxpaHeHHe NOArOTOBIEHHOTO JOKYMEHTa B BHJE
daiina B namsitu 9BM

HaGop Tekcra

dopmartupoBanue (0hopmIIeHHE) KOMIIOHEHTOB TEKCTA
[legaTh MOATOTOBICHHOTO JOKYMEHTA

2. Coonrooenue yCmaHoB/I1eHHBIX 6 3AKOHOOAMENbHBIX AKMAX U HOPMAMUBHO -
Mmemoouveckux  O0okymenmax Poccuiickoii  @edepayuu  mpebdosanuilt K
O0OKYMEHmMam 6 Xo00e ux coOCmaeieHus, N0020Mmo6Ku, nepeneyanmKu, co2naco8anus,
yoocmoesepenus — Imo:

A) penakTupoBaHue JOKYMEHTOB;

b) obopmiienne 10KyMEHTOB;

B) meuyaTth 1OKyMEHTOB.

3. Hazoeume 06a ocHoeHbix hopmama, Ha KOMOPLIX OPOPMAAIOMCA 0OKYMEHMbL
oP/]

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)

') A 3(297x420 mm); A 4 (210297 Mm)

4. Ooa3amenvHblii NPUHAK HA 0OKYMEHM e, yCIAHOB81EeHHbLI 3AKOHOM — IMO
A) uHTEepBan

b) pekBu3uT

B) nonoxxenue tadynstopa

I') sombema

5. Pexeuzum - smo

A) o0Os13aTeNbHBIN MMPU3HAK Ha IOKYMEHTE, YCTAHOBJICHHBIN 3aKOHOM
b) cuctema nqoxkymeHTanuu

B) ciyxebHoe nose

I') pabouee nomne

6. Pexeuzum «8uU3a 03HAKOMICHUS) 8bI2TAOUM C/1eOYIOUUM 00PA30OM:



A) cexperaps i/ ©.11.0. 00.00.00

b) ropuct i1/m 00.00.00

B) cexperaps ©.1.0. 1/t 00.00.00

I') ¢ mpukazom o3HaxkomJieH: i/ 00.00.00

7. COBOKYRHOCHIb DPACHONOMNCEHHBIX 6 ONPeOeleHHON NOCAe008ameabHOCHU
PEKeU3uUmos, NPUCYWUX  6CeM  OOKYMEHMAam  ONPeOeeHHON  CUCHeMmbl
OOKyMeHmauyuu - Imo

A) BbINIKCKA

b) dopmynsp-obpazen

B) 6nank

') nokymMeHT

8. Yemanoeumov coomeemcmeue mexncoy popmamamu oymazu:
dopmar Oymaru:

1. A3

2. A4

3. A5

Pazmep:

A) 210x297 mm

b) 297x420 Mmm

B) 148x210 mm

9. Cmanoapmmbwle pazmepul no.ei:

A) BepxHee - He MeHee 30 MM; JieBoe -He MeHee 10 MM; mpaBoe - He MeHee 15 Mwm;
HIKHEe - He MeHee 20 MM;

b) Bepxnee - He menee 30 mmMm; neBoe -He MeHee 30 mm; mpaBoe - He MeHee 10 mwm;
HIKHEE - He MeHee 40 MM;

B) Bepxnee - He menee 20 mMMm; neBoe -He MeHee 20 MM; mpaBoe - He MeHee 10 mwm;
HMKHEE - He MeHee 20 MM;

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

10. Cumeonvl u unoexkcol, 6HOCUMbBIE 8 OOKYMEHNL 8 npouecce €20 NOO20MO6KU U
oghopmnenus — amo:

A) mepeMeHHBIC PEKBU3UTHI,

b) mpoioibHBIC PEKBU3UTHI,

B) mocTosiHHBIC PEKBU3UTHI,

') yrnoBbie pEeKBU3HTEHI.

11. Pexkeu3zumul oeramcs Ha:

A) yIJIOBbBI€ U POAOJIBHBIE;

b) nocTosiHHBIE M IEPEMEHHBIE;

B) HOpMaTHUBHBIE U BEJOMCTBEHHBIC;
') omHOKpaTHBIE U MHOTOKPATHBIE.



12. Cumeonvt u uﬂoeKCbl, HAaHoOcUuMble HA MUNO6bIE 3A20MOBKU OOKymeumoe

(6ranku u popmul) munozpaghckum uau Opy2um cnocoboom — Imo:
A) yri0BbI€ PEKBU3UTHI,

b) nponionbHbIE PEKBU3UTHI,

B) nocTosiHHBIE PEKBU3UTHI;

') mepeMeHHbIE PEKBUBUTHI.

13. Tpeboseanus k cocmasy peKeusumos OOKYMEHMO8, UX
YCManasauearwomca:

A) A) MHCTpYKLHEN 11O AEIONPOU3BOICTBY;

b) nonoxxenue 06 apxuBHoM (pouae PD;

B) I'OCT P 7.0.97-2016;

[') TOCT 16.48.7-70;

J1) HeT NpaBUIILHOTO BapuaHTa OTBETA.

oghopmnenuto

14. Hazeanue opzanuzauyuu, cocmagueuieii. O0OKyMeHm, HA36aHUe O0O0KyMeHma
(ucKI0YeHUe cocmasnaom nucLmMa), 3a2071060K mexkcma, oama, UHOEKC, MeKcm,
nOORUCH, OMMEMKA 00 UCNOJIHEHUU 0OKYMEHMA U HANPABIAEHUU €20 8 0€10 — IMO:

A) yriioBbl€ PEKBU3UTHI;

b) npoionbHbIE PEKBU3UTHI,
B) nmocTosiHHBIE PEKBU3UTHI;
') nepeMeHHbIE PEKBUBHTHI.

15. Bapuanmbut pacnonosicenus pekeusumaos:
A) yrioBoe U MpoJI0JIbHOE;

b) noctrosiHHOE U IEpEMEHHOE;

B) HopmaTHBHOE U BEIOMCTBEHHOE;

') ropu3oHTaIbHOE U BEPTUKAJIBHOE.

Kpurepuu oueHku:

Kpurepun ouenku

KadecTtBeHHas olleHKa MHANBUIYATbHBIX
Pe3ynpTatuBHOCTH .
00pa30BaTENbHBIX TOCTIKCHHM
(IpaBUIBHBIX OTBETOB) »
OTMETKA BepOAIbHBIN aHAJIOT
Beimonaeno 86-100% 3ananunii d) OTJINYHO
Boeinonneno 70-85% 3amanuit 4 XOPOIIIO
Boeinonneno 51-69% 3amanuit 3 YAOBJIETBOPUTEIBHO
Beinonnaeno Menee 50% 3anaHuit 2 HEYJOBJIETBOPUTEIHHO

2.1.3. PemieHue JKOHOMHYECKHX 32124
3a1auyu penpoaIyKTHBHOI'O YPOBHS

3ananme 1. PazpabGortath OnaHK [OKYMEHTa, YCTAaHOBUTH IMOJsl, MHTEPBAI CTPOK



(MOATOTOBUTH CIIPaBKy C MecTa y4eObl O TOM, 4YTO Bl sBIsieTECh CTYIEHTOM
HA3BaHHOT'O BY3a; NOJAIOTOBUThH CIPAaBKy C MecTa padOThl, yKa3aTb 3aHMMAEMYIO
JOJDKHOCTh, C KaKOro BpPEMEHM paboTaeT Ha MNpEANpUATHM U KaKOBa MECSYHas
3apa0oTHas 1aTa pabOTHUKA).

IIpu odopmieHun copaBoK oOpaliarh BHHMaHUE Ha MpaBwiIa OQOpPMIICHHUS
PEKBU3UTOB.

3aganue 2. CocTaBuTh 1000 JOKYMEHT, UTOOBI OH 00J1aJ1a IOPUINUECKON CHIIOMN.
B nmoxymeHTe yka3zaTb 0053aTeJIbHbIE BOCEMb PEKBU3UTOB.

Konuto gokymMeHTa npeaocTaBuTh AJIsl IPOBEPKH MPEIo1aBaTelIio.

3aganue 3. Pazpaborate u odopmuth Ha BBIOOp JBa JOKyMEHTa M3 TPYIIIBI
OpPraHMU3aIMOHHBIX JTOKYMEHTOB. OOpaTuTh BHUMaHHE Ha OGOPMIICHHE THUTYIHHOTO
aucTa U opOpMIIEHUSI HEOOXOUMBIX PEKBU3UTOB.

3ananme 4. Pa3pabotath n 0)OpMUTH MpPHUKA3 O MpUEME Ha pabdOTy COTPYIHHUKA.
Pa3zpaborate 1 opopmuTh npuKa3 0 nepeBoje pabOTHHKA Ha JIPYryro paboTy B TOU
K€ OpraHu3aluu.

ITpu odopmieHun mnpuka3oB oOpaiarh BHUMAaHHWE Ha NpaBuia OQOpPMIICHUS
PEKBU3UTOB.

3aganue 5. Paspaborate u odpopmuth HHOPMALMOHHO-CIIPABOYHBIE JOKYMEHTHI
(TenedoHOrpaMMy, aKkT, MPOTOKOJI, CIYy:KEOHYIO 3aIIUCKy U JIPYrHe JOKYMEHTHI 1O
BBIOOPY CTYCHTA).

[Ipu odpopmiennn nHGOPMALIMOHHO-CITPABOYHBIX JTOKYMEHTOB oOpaniaTh BHUMaHHE
Ha mpaBuia 0QOpMIICHUS PEKBU3UTOB.

3aganme 6. Pa3paboraTh mOCIEIOBATENBHOCTh OQPOPMIIEHUS JIOKYMEHTOB MpHU
npueMe Ha paboTy. VYkazaTb OCOOCHHOCTH O(OPMIICHHSI OCHOBHBIX W
JIOTIOJTHUTEIBHBIX JIOKYMEHTOB. B Kakux ciydasx odopmisieTcss aBToouorpadus u
JIpyrue  JAOMOJIHUTENbHbIE  MoKyMeHThI?  [locnemoBatenbsHOCTh — OGOpPMIICHUS
JIOKYMEHTOB TOKa3aTh CXEMaTHYECKH.

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

3aganue 8. Tpynosas gucuumiuHa. PaccMoTpeTs npaBuia BHYTPEHHETO TPYAOBOIO
pacnopsiika KOHKpPETHOTO HPeaNpUATHs, BbIICIUTb BUIbI MOOIIPEHUA U B3bICKaHHIH,
IPUMEHSEMbIX Ha MPEIIPUATUH.

3apnanme 9. Paszpaboratb U 0QOpPMUTH OKYMEHTHI MPHU TMOOIIPEHUU PAOOTHUKA
(pa3paboTtath NpeaCcTaBICHUE).

3apanme 10. Pa3zpabotatb U oQOpMUTH JOKYMEHTHI MPH B3bICKAHMUSIX PaOOTHUKA
(pa3pabotath OOBACHUTEIBHYIO W JOKJIAIHYIO 3allMCKH, COCTAaBUTh TPHUKa3 O
HAJIOKCHUH JUCIUILUTHHAPHOTO B3BICKAHU).

3apanme 11. 3anoaHUTH OJNAHK JUYHOM KapTOUKH paOOoTHUKA. OOpaTUTh BHUMAaHHE
Ha 0(hopMIIEHUE PEKBU3UTOB 0 KAXKIOMY ITyHKTY KapTOUKH.

[IpenocraButh uMHGOpMaANUIO O MpaBuiax O(GOPMIICHUS U BEACHUSA JIMYHBIX JEIl

pabOTHHUKOB.

3a1auM PEKOHCTPYKTHBHOIO YPOBHS
3ananme 1. Halimute u ucnpasbTe ommOKU B 0(hOPMIICHUN 3asIBJICHUS U
noBepeHHOCTH. OTpenaKTUPYHTE TEKCTHI.




Tekcer 1
Jlexany gpaxynemema om Meanosoti A. B.
3as6eHue.

Yeaowcaemwiti Oexan, k eam obpawaemcsi cmyoewmka 2-20 Kypca HO JTUYHOMY
gonpocy. B ceazu ¢ mem, umo s amOyIamMopHO Jedycvb 8 NOIUKIUHUKE, MHe
npUxXooumcs nponyckams Hexomopwle 3auamus. Cnpasky mozy nokazams. OueHs
APOULY 8ac 0C80000UMb MEHsL OM 3AHAMUL HA 0OUH MecsY

Usanosa A. B. 10 okmsabps 2022 200a.

Teker 2
Pexmopy ®I'6OY BO Anmartickuu I'AY
cmyoeuma I kypca Conosvesa M. U.
3AABJIEHUE.
IIpowy npeocmasums MHe akademuyeckull OmnycKk cpokom Ha 1 200 no cemeuinvim
00Ccmosamenbcmeam.

3apanee b6nacooapen. Conosves M. U.
15.12.2022 a.

Teker 3

JIOBEPEHHOCTD
A, ©ponos JI. A., oosepsio moeii coxypcrhuye Illesuyxy HU. C. noayuums Mmoo
CMUNEeHOUIo 3a MeKyWull Mecay c.2., 68Uy MOe20 OMCYMCMBUs 8 MeyeHue Mecayd 8

KOMAHOUpOBKe.
16.11.22. JI. @ponos

3amanue 2. Ilpouwuraiite aBroOMorpaduio, cocrtaBieHnyro A. II. UexoBwim.
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 Taeanpoee.

B 1878 o nocmynun 6 Mockosckuii yuusepcumem HA MEOUYUHCKUU
Gaxynemem. Yoice Ha nepsom Kypce Cmajl neuamamspCs 8 eHCeHeOeIbHbIX

JCYPHANAX U 2d3emax, U OMmu 3aHAMUSL JTUMepamypou yxce 6 Haudie
80CLMUECAMBIX 20008 NPUOOPenU NOCMOSAHHBLU, NPOPECCUOHATbHBLUI XapaKmep.

He cuumas peyensuii, henvemonos, samemox, 6ce2o, Umo nucaiocb u3o OHs 8
OdeHb MmHOlO 3a 20 Jj1em JaumepamypHou OesmenbHOCmU, Obll0 HANUCAHO U
Haneuamarno 6onee 300 neuammuvix aucmos nosecmeil u pacckazos. Ilucan s u
meampanbhble Nbecwl.

He comnesaroco, 3anamusi MeOUYyuHCKUMU HAYKAMU UMENU CEPbe3HOe GNIUSHUE
Ha MO0 IUMepamypHyo 0esimeibHOCmb', OHU 3HAYUMENbHO DPA308UHYIU 00]1acmb
MOUX HabI0OeHUll, 0002amuay MeHs SHAHUAMU, UCTMUHHYIO YeHY KOMOPbIX OJisl MeHs
KaK OJisl NUCAMensi MOJNCem NOHSMb MOJbKO MOM, KMO Cam 8pay\ OHu uMenu maxice
Hanpasaawee GIUsHUe U, 6ePOSMHO, 01a200aps O1U30Ccmu K MeOuyuHe MHe y0aloCh



uzbecHymos MHO2UX OUUOOK. 3HAKOMCMBO C eCMeCmBeHHbIMU HAYKAMU, C HAYYHBIM
MemoooM 8ce20a 0epIHCcalo MeHs. HACMOopodice, U 51 CMApancs, 20e ObLIO0 803MOICHO,
Cco00padcamvpCcsi ¢ HAYYHbIMU OAHHBIMU, A 20€ HEeBO3MONCHO — NPeOnoYUman He
nucams 6o6ce. K bennempucmam, ommoca-wyumcsa K Hayke OmMpuyamenvHo, s He
NPUHAOIedCY, U K meM, KOmopble 00 8Ce20 00X00SM CEOUM YMOM, He Xxomenl Obl
NpUHAaoIedHcamo.

Ymo Kacaemcsi npakmuyeckoi MeOuyunsl, mo euje CmyoeHmom s paboma 8
Bockpecencroii 3emckoil 6onbHUye, nomom Hedo2o Obil 8paA4oM 8 36eHU20POO-CKOU
bonvHUYe.

B xonepuwie 200v1 3a6edosan Menuxosckum yuacmkom Cepnyxoeckoeo ye3oa.

3ananme 3. CoctaBbTe 10 yKazaHHOU (popme dmorpaduto 6mskoro Bam dyenoseka
(ota, maTepu, OpaTta, CeCTphI) 1O CXEMe:

« (hamumusi, UMsI, OTYECTBO;

* TPKIAHCTBO;

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

* MECTO POXKICHHUS;

* COCTaB CEMbU;

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

* TPYJI0Bas AESATEIBHOCTD (T/I€, KOT/Ia U KEM padoTall, 3aHMMaeMasi J0HKHOCTD,
CITy’KWJI JIA B APMHH, HATPabl ¥ MOOIIPEHHUSI — B XPOHOJIOTUYECKOM ITOPSIIKE);
* CEMEWMHOE TIOJIOKECHHE.

3ananme 4. Haiinure u ucnpassTe ommOku B ohopmiieHHH aBToOrnorpadum.
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 Jlawa,
3amyaxcem u xcueem omoenvro. B 2010 200y mul nepeexanu ¢ bapuayn, u s nowna 6
wkony MNe [114. Yuunace ma Xxopowio u OmMIUYHO, YYACMBOBANA 6 20POOCKUX
ONIUMNUAOAX NO MameMamure U aueautickomy sa3viky. B 2020 2. 3akonuuna cpeouioin
WKomy u nelmanace nocmynums 6 BY3, mo mpoeanunace u nownapabomams
nabopanmrou Ha kagheopy AI'AY.

B smom 200y nocmynuna 6 Poccuiickyio Akademuto Hapoonoeo Xossaiicmea u
T'ocyoapcmeennoii cnyacouvl, 20e u yuyco 8 Hacmosuee pems.

1. 10. 2022 200a
(noonucy)

3ananme 5. Halimute u ucnpaspTe OMIMOKH B 0(DOPMIICHUH PE3IOME.
OTpenakTupyiTe TEKCT.
PE3IOME
Cyxanoeé Anmon



Poccus, bapuayn, Y. Buwunesas, 0. 6, kg. 135- Ten. 8-906-369-64-20

Jluunsie oanusie: Cmperney. 300posve xopouiee.

Lenv: Havmu pabomy 6 kauecmse KOHCYIbMAHMA NO HALO2000JI0MCEHUIO, 20€
CMO2)Y 8 NOJIHOU Mepe Npos8Uums cebsi(coanacen Ha a0y Opyeyo pabomy).

Obpasosanue: Cpeonsas ObweobpazosamenvHas wKoia ¢ yenyOieHHbIM U3y -
yenuem npeomemos IKOHoMU4ecko2o yuxia Ne 74.

Onvim pabomwi: K coorcanenuro, noxa ne umero.

Hasviku: Hemnoeo 2060pio no-aneauticku, HO 3amo ONbIMHbIU NOJb308AMENb
1IK.

Jluunvie xavecmea: Cnocoben pabomame ¢ MOOLIMU THOObMU, XAPAKMED
VAHCUBUUBYLU, ODECKOHDIUKMHBLI.

Veneuenus: I[lymewecmeus, ucmopus, MAawuusl, KVIUHAPUA, ACMPONOUS',
MO2y npedCcKa3bleams HAO8U2AOUUECss COObIMUSL.

P. S. Ouenv Bac npowy ne omrxaszams 6 moeu npocvbe 6 c8iA3u ¢ mpyoHbIM

MamepuanbHuIM noaoxdcenuem moei cemvu. byoy ouenv 61azooapen.
01.09 2022 A. Cyxanos

3az{aHne 6. Ilo KIrOUEBBIM CIIOBAM OIIPCACIUTC XapPAKTCP AAHHBIX ITMCCM. PaSIIGJII/ITe
TCKCTHI ITNCEM Ha CMBICJIOBBIC YaCTH. HCHpaBBTe IMOJYCPKHYTBIC B TCKCTC OIITNOKH.

Teker 1

Ilo nonyuennoti na om3svie MHcmpykyuu no pabome c oOpawyeHUAMU 2paricoan 8
Ilpedhexmupax aomunucmpamusHolx O0Kpy208 U AOMUHUCMPAYUAX PALIOHO8 2.
Mocksa umeemcs cnedyiowee 3amedanue: 0Opawjenuss 00HO20 U MO20 Jice IUYa
(;epynnel 1uy) nO OOHOMY U MOMY JHCe BONPOCY, HAXOOAWUeCs HA UCNOIHEHUU {He
COaHHble 8 0e10), CUUMANMCS BMOPUYHBIMU oOpawjeHusmu. B ocmanvnom c¢
NPOEKMOM UHCMPYKYUU CO2NACHbL. B c8A3u ¢ mem, 4umo peoakmopwvl OKPYI*CHBIX U
pationnvix CMHU naweeo oxpyea 6 2020 e. Ovliu yyacmuuxamu cemuHapa Ons
pykogsooumeneti CMHU, ux nosmopnoe yuacmue 8 NOOOOHOM ceMuHape cuumaem
HeyenecooOpasHuIM.

Texcr 2

Ilocvinaem Bam 0na paccmompenuss u 3aKmOYeHUsT NPOEKM  MemoOUdecKux
peKomeHOayuli« Yuuguxayus mexcmos ynpasienieckux 00OKyMeHmosy. 3ameuanus u
npeoodcenss N0 NPOeKmy NpPoCUM OMNPAsUms no Hauwemy aopecy 00 24 gespans
2022 2. Ilpunooicenue: na 38 1. 6 1 3x3.

Teker 3

06 yuacmuu 6 pabome cogeuwjanuii.

10-15 oexabpsa 2022 2. ¢ Topeoso-Ilpomviuinennoti narame P®D eaceonesno ¢ 10
ympa 0o 15 wuac, OHA OYOym NpOBOOUMbBCS COBEWAHUSL C MOP2SOBLIMU U
NPOMBIULIEHHBIMU KOMNAHUAMU, 8 mom yucne 3apyoerCHbIMU,
CReyuanu3upyrwWuMucs Ha nocmaske npoomosapos. Ha cosewanusx 6yoem
obcyscoamvcss 860NpPoC  UX 6xoxcoenus 6 cocmae yuyacmuukoe AQO  «MTA».



Cogewanus 6yoym npogooumscsi 6 lonyoom 3ane TIIII (Buposcesas ni., 0. 2).
Cnpasxu no meneghony. (495) 221-23-12

3aganme 7. [lo KIIOYEBBIM CJIOBaM OMNPEACIUTE XapakTep nuchbMma. Haiigute u
HCIIPaBbTE JOTUKO-CMBICJIOBBIC OIMMOKH. OOpaTuTe BHHMaHHE Ha IMOPSIOK CIOB B
npeiokeHusx. MicnpaBbTe MO 4epPKHYTHIE OIIHOKH.

B cemmabpe 2021 2. 6 muxpopaiione «Bvixuno-Kyneouno» Jlenapmamenm
cmpoumenscmea IIpasumenvcmea Mockevl u coemecmuoe pOoCCUUCKO-MYPeyKoe
Axuuonepnoe obwecmseo «Cmpou-Mockseay npucmynunu K peanuzayuu npoexma
cmpoumenscmea  mop208020  Komniexkca. Paspabomannvim  mockosckumu - u
Mypeykumu  apXumekmopamu  NPOeKMOM  NPeOyCMOMPEHO  COOPYIHCEeHUe
omeeyaruieco MUpo8blM CMAaHOApPMam 30aHUsl C MPEXIMANCHbIM, NOO3EMHBIM
2apaxicomM-CmMosIHKOU, NOMEUeHUSIMU MHO20YENe8bIMU, CEPEUCHbIMU, OP@UCHbIMU U
HCUTILIMU.

Ilpocum Bac, yuumuieas, umo 8 xooe peanuzayuu 3moz2o npoekma 06yoem u3ydeHda
B03MONCHOCMb KPYNHO MACUMAOHBIX UHEecmuyuli 8 3koHoMuKky Mockevl u Poccuu, a
cama peanuzayus CoO8MEeCmH020 NPOEeKma CHAaHem BAadXdCHbIM (aKkmom O0ii
npusieueHUss MeXCOYHapoOHbIX 0el08bIX KPY208 K YUACMUIO 8 PA3GUMUU IKOHOMUKU
Mockebl, paccmompemsv npedcmagienue HeKOMOpulX Jb2Om Ol MYpeyKux u
POCCULICKUX OCYWECMBAAIOWUX SMOM NPOEKMm NApMHEPOs.

3aganue 8. [1o KIIrOUEBBIM CIIOBaM ONPENENUTE XapakTep nucbma. lIpaBuibHO 1M
ciaenaHa pyoOpukanusi B TekcTte? BMecTo Todek BCTaBbTE HEOOXOAUMBIC
npuiiaratenbHbie. McripaBbTe MOAUYEPKHYTHIE OITMOKY.

Veaoicaemvie konnezu!
Munucmepcmeo oopazosanus u nayku AK npuenawaem Bac npunsme yuacmue 6 1-
oul_Medwcdy HapoOHOU eblcmaske «Anmatickas sapmapka o0pazosanusy, KOmMopas
byoem npoxooums 6 30anuu DPIBOY  Anmaiickuii azpapubiii yHesupcumem, 6
Axmosom 3ane ¢ 22 0o 25 mapma 2022 2o0a.
IIpoepamma evicmasku 6yoem oxeamvléamo... CHEKMpP CUCHeEeMbl 00PA308AHUSL.
- cpedHee;
- CpeOHemexHUuYecKoe,
- gblCULee 0Opazosanue;

- nosvluleHUe K8aTupuKayuu,
- nepeno0020mosKa Kaopoa.

Ixcnozuyus 6yoem cocmosms U3 cledyiouux pazoenos:
- 06pazoeamenvHvle YCIy2lU,

- npouzsooumenu u QUCMpudLIOMOPsbL NPOOYKYUU OJisl CUCeEMbl 00PA308AHU;

- neuammuvie uzoanusi (MoHozpaguu, HcypHabl, YUeOHUKU, MeMmOoOUYecKue
pexomeHoayuu).




Apmapka obpazosanus npedocmagum Y4acmHUKaMm ... WAHC NOAYYUMD ...
ungopmayuio o cucmeme obpazo06aHUs 8 Haulell cCmpane u 3a pyoexscom, y3Hamo o ...
MEeHOEeHYUSX U HEPCNUKMUBAX 8 IMOU 001aCMU.

Koem Bac na apmapke u dxcenaem 6am ... 6Cmped u ... KOHmMaxkmoea!

3apanue 9. [lo kIIOYEBBIM CIIOBaM OIpeaeauTe XapakTep nucbma. Haitaure wu
ucrpaBbTe (HAKTOJOTHYECKHE M CMBICIOBBIE OmMOKkH. OOparhTe BHUMAaHHE Ha
HEIMpaBUJIBLHOE YIOTpeOIeHNEe MPOU3BOAHBIX MPEAIOTOB. VcpaBhTe MOMUEPKHYTHIC
OIIIUOKH.

B cea3u ¢ n. 10 [locmanosnenus Ilpasumenscmea Poccuiickou ©@edepayuu Ne 498
«O Hekomopwvlx mepax no peanu3ayuu 3aKOHOOAmeabCmea O HecoOCMOosAMmenbHoOCmuU
(6ankpomcmee) npeonpusmuity npocum Bac coobwums o pasmepe Oonu
eocyoapcmea 6 ycmagnom xanumane OAO «bapuaynvckuii xneb6ozaeoo Ne 18y,
pacnonodicenHoz2o Ha Hukxumuna.

Ilo cnyuaio, eciu nakem O0anH020 npeOnpusmusi NPOOAH, NPOCUM COOOUWUMb 0amy U
Ccnocob npooasicu.

3aganme 10. [Io kIrOYeBBIM CIOBaM OIPEACIIUTE XapakTep mucemM. Bmecro Touek
BCTaBbTE HEOOXOAMMBIE TTIaroibl B HykHOU popme. Haliaure u o0ObsicHUTE OMIMOKU B
MOCTAHOBKE 3HAKOB MPENHUHAHMS. 3aMEHUTE NOMYEPKHYTYIO JIEWCTBUTEIIbHYIO
KOHCTPYKIIMIO CTPaJaTEIbHOM.

Tekcer 1
Veaorcaemviii 2cocnooun Cokonos!

Bac 3a umwmepec, nposenenuvlii K Hauiel KOMNAHUU, JHCelAHUE ... BbICMABK)
«Aemocepeuc—2022» u ... ¢ npoodykyueil, npedCmasieHHOU HA HAueM CmeHoe.

Oonako, mbl He modxcem ... Bawy oenecayuio 29 aseycma u ... ee nio0omeopHyro

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

3ANIAHUPOBANA 3AKTIOYUMENbHbIE MEPONPULMUSL MEXHUYECKO20 Xapakmepd, 8 mom

yucie, ¢ yyacmuem Hawel KOMIAHUU.

.Bam ... oamy nocewenus evicmaexu na n06oti Opyeoi Oenv, Hauunas ¢ 20-20
aszycma. Mot 6yoem 2comoeul ... 100yio unmepecyiowyio Bac ungopmayuio.

C yeaoiwcenuenm,

T'enepanvruiii oupexmop A. I'. FOpckuii

Texcr 2

20MOBHOCMb K COmMPYOHUYeCm8)y Hawie2o @axkyiomema U 00bEOUHEHUs.
«Poccenvxozbanky, u npusieveHuro npenooasameeti, COmpyoOHUKO8, U CmyO0eHmos
Gaxyrbmema 011 pabomul 8 paziuUUHbIX OMPACIAX UHAHCOB020 PBIHKA.
I'omoewi Ha Oenosoil 6cmpeue ... KOHKpemHble HanpagieHus COmpyOHU4ecmea U ... C
8awuUM 00beOUHEeHUeM NPOMOKO O COMpPYOHU4ecmae.

3ananme 11. [IpounTaiite TeKCTH MHCEM U cPOpMyIUpYyTe HanboOJIee TTOAXOSIINE
oOpamienus. PasmenuTe TEKCTHI MO3JPABUTEIBHBIX MUCEM Ha CIEAYIONINE YaCTH:



MO3/IPAaBJICHHE, KOMIUIMMEHT, TMOKEJaHue. 3aMEHUTe, €CIM 5TO BO3MOXKHO,
MOJYEPKHYTHIE CIIOBA APYTUMH CTOJb K€ YCTOMUHUBBIMU CIOBOCOYETAHUSIMHU.

Teker 1

... (obpawenue)

B kamyn /[Ins poccuiickoii neuamu npumume camvle UCKPEHHUE HO30pPAGNeHUsl C
npOheccUoOHAIbHBIM ~ NPA3OHUKOM U NOJNCENAHUS  CYACMIUBO20  MBOPYECKO20
0oseonemus, OWYWeHUs BANCHOCMU COBMECMHOU OmMBemCmEeHHOU pabomsl 80
onaco mozyueu, maranmausou Poccuu. Ilycmv xadxcooe cnoeo sawiux nyonuxayuil
podxcoaem y 100el NOmMpeoHOCHb COeNamb OKPYHCAroWUll Mup ryduie!

Texcr 2

... (obpawenue)

Cepoeuno nozopasusiem eac ¢ [uem eopooa! Cmano 0oopou mpaouyuer ommedanms
O0eHb pooicoeHus [lensvl 6 nepguiti Oenb jema. Imom npazoHuK JoouUM U noyumaem
scemu eopoxcanamu. 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 KpAacusbiM, CHOKOUHBIM U YIOMHbIM.

Teker 3

... (obpawenue)

Om umeHu KOMNAHUU « ... » U OM ceOs TUYHO NO30PABIAI 8AC C NPA3OHUKOM —
Inem Benuxou Ilobedv! Imom npazoHuk 6cec0a 0cCmanemcs cumeoiom 000iecmu u
HeNnobeQUMOCmU_PYCCKO20 OPYICUSL, MYACECMB8d U _omeau cordam u opuyepos —
3AUWUMHUKO8 OMeYecmsd, 2epoutecKko2o mpuoda paboyux, Koeasuiux nobedy Ha
3a600aX Mylid, CUMBOJOM GeIUYUs CMPAHblL, NepeHeculell 6ce mA2ombl O0IbUOl
sotinvl. Jlenv I[lobeovt — omo 00wl Npa3oOHUK, 6HE BPEMEHU, PAHUuY U
NOJUMUYECKOU _ KOHBIOHKMYPbL. Dm0 NPA30HUK — HECKONbKUX  NOKOJeHUL,
00veduHaowWUll omyos, demell U GHYK0o8. Xouy nodcerams Gemepanam Benukot
OmeuecmeeHHOl BOUHbL, MPYHCEHUKAM MbLIAd 300p08bs, O00pocmu _0yxa U 8epbi.
Bawi_nodsue ne 6ydem 3abvim, nomomku no 00CMOUHCMGY OUEHAM 8Aul 8KIAOD 8
ucmopuio, 8 npuymHodcenue ciagvl Omeuecmaa!

Tekcr 4

... (0bpawenue)

llozopasnsem Bac c 3amewamenvhviv wouneem - (0-ntemuem! Besa Bawa mpydosas
0esIMeNbHOCIb — C8S3AHA € MeMALypeUdeckKum npoussoocmeom. Bui  eneciu
02DOMHDIL_BKIAD 6 0el0 PAa38Umus Memaiiypeul 6 yeiom psaoe pa3sUusarouuxcs
cmpan, pabomas Ha PyKosooswux nocmax 6 locyoapcmeeHnom komumeme no
BHEUWHUM DKOHOMUYECKUM C8:3IM. B Hacmoswee epems Bvl akmusno pabomaeme
HAO HOBLIMU NPOEKMAMU CMPOUMENbCMEA VHUKAIbHO20 3a800d NO NPOU3BOOCMEB)
yyeyna. Mol uckpenue scenaem Bam 006poeo 300posbs u OanbHeUwux meopuecKux

yCnexoe.

Texker 5...(adpecam)
Om umenu Ilpasumenvcmea Poccutickoii @edepayuu u om ceds 1uuno no3opasisio ¢




50-nemuem co Oua ocHosamus eauieco yuebHo2o 3asedenus. Baw ynueepcumem
A8/151emcsl OOHUM U3 8edVux y4eonvlx 3asedenuti Poccuu.

Buvinycknukose MOCH  6cecoa omauuana xopowias nod2omoska 6 obaacmu
NPUMEHEHUS. MAamemMamuideckux Memooo8 U UHQOPMAYUOHHBIX MEXHON02UU 8
9KOHOMUKe, cmamucmuke u ynpaeieHuu. Muocue u3z Hux 3anumarom gedyujue
nO3UYUU 8 20CYOAPCMEEHHBIX U KOMMEPUEeCKUX CMpPYKmypax, 0OWecmeeHHbIX U
MeHCOYHapoOoHwlix opeanuzayusx. Ce2o0Hs, K020a HAUWA IKOHOMUKA NPOYHO 6Cmaem
H4 DbIHOYHbIE pEeNbCbl, CHPOC HA CHEYUATUCMO8, 61a0eIOWUX COBPEMEHHbIMU
SHAHUAMU, IKOHOMUYECKUMU UHCIMPYMEHMAMY, HABLIKAMU MEHEOHCMEHMA, 0COOEHHO
8bICOK. YHusepcumem sanumaem eedywjue NOUYUU 8 PA38UmMuu OUCMAHYUOHHO2O
0bpazosanus, Hecem SKOHOMUYECKUE 3HAHUA 8 pecuoHbl cmpaHvl. Cmyoenmovl u
compyoHuku MOICH uzeecmHvl coeli  UHUYUAMUBHOCMbBIO U NOCHOSHHOU
20MOBHOCMbIO  0KA3aMb  NOCUTbHOE  codeucmeue 68  peuleHuu  BaAdiCHbIX
00WeCMBEHHbIX,  COYUANbHBIX U  20CYOAPCMBEHHBbIX  3A0a4i, 4Ymo HOKA3aid
nposeodennas Bcepoccuiickas nepenucy Hacenenus. JKenaro OpyscHOMY KONIEKMUBY
sauie2o Yrueepcumema meopueckux yCnexos u HO8blX 00CHuicenull 8 61a20pooOHOM
mpyoe Ha Huge 00pa308anus U HAYKU.

3aganue 12. [lo wIOUEBBIM CIOBaM OMpEICIUTE XapakTep mwceMm. Haiinure u
UCIIPaBbTEC pEUEBbIC OIMMOKM, HAPYMIAIONIME OSTUKET O(UIINATHHO-ICIOBOM
HIEPETIHCKH.
Texkcr 1

I nybokoysascaemviti [lemp Anopeesuu!

B cenmsabpe ceeco 200a 6 sauiem uncmumyme npoxoousl HAYYHO-NPAKMUYeCcKull
cemunap «Cospemennvie npoobiemMbl NCUXONIO2UU O0emCMEa», 8 KOMOPOM NPUHSAIU
yuacmue u npenooagamenu Haue2o UHCMumyma.

Cemunap npowen Ha vicouauueM HAYYHOM YPOBHe, NPUBTEK OYeHb WUPOKULL
Kpye Y4acmHUKO8 U3 HAYUHBIX YUperCOeHUll U 8Y308 CIMPAHbl. YuacmHuKu cemuHapa
C Y008016CMBUEM O3HAKOMUNUCL C COBPEMEHHBIMU OOCMUNCEHUAMU & o00aacmu
ACUXO02UU, PACCMOMPENU, U IMO BANCHO, He MOJIbKO NPOOAeMbl NCUXOJIOSULECKO2O
obpazosanus, HO U  aKmyaibHeuwiue — NpooOremMbl  NOO2OMOBKU  KAOPO8
npenoodasameiell.

Huocatiwe 61a2o0apum xonnexkmue Hncmumyma 3a npekpacHyio op2aHu3ayuio
U npogedeHue HayuHo-npakmuieckozo cemunapa. Ocobas 6aazooapnocms M. .
Kyxypyse, ooxkmopy ncux, Hayk, 3a cooepicamenvHvlii U UHMEPECHbIl 00KIAO,
0Cc8emuBUILLL ¢ HOBOLL CIOPOHBL BONPOCHI NCUXOTI02UL OemMCMEA.

JKenaem e6cem Bam OanvHerwux meEopuecKUx YCnexos u Haoeemcs Ha
npoooJicerue compyoHuvecmea!

Teker 2
Veaowcaemvie cocnooa!

Hooxcanyiicma, npumume MOU UCKpEHHUE U3BUHEHUS 30 HeMmAaKmuuHbvle
8bICKA3bIBAHUSL 8 aopec eautell komnawuu, coerannvle 28.10.2021 6o e6pems
8bICMYNIeHUS HA KOHGDepeHYUU.

Hszsunsioco ewe pasz u npuznaro ceou 008UHEHUS 6 8aul aodpec He CO8CeM



CHpageonusbiMu U 0OOCHOBAHHLIMU, A MAKJCE 3AAGIAN, YMO He UME0 HUKAKUX
npemen3uti K pabome cepeUCHOU CIYHcObL gauieil KOMNAHUU.
Haoerocw, umo v mensi npocmume.

3apanme 13. OTpenakTUpyiTe TEKCT CIy)eOHOro nuchMa. OnpeieuTe Xapakrep
JOMYIIEHHBIX OIIHOOK.
Yeaowcaemwiti Anopeii [lemposuu,

Hacmoswum ysedomnsro Bac, umo Vnpasnenue raopamu Ilpe3udenma
Poccuiickoti  @edepayuu, Kanaockoe acencmeo no peanuzayuu poccuuicKo-
KaHAOCKOU Npocpammul noo Haseaunuem /lemokpamvi-cmenenouamsl u Poccutickas
Axademus HApOOHO20 XO3AUCMBA U 20CYOAPCMEEHHOU CyHcobl npu [Ipezudenme PD
18 espana 2020 2o0a nposooum cemunap Ha memy «lIlpobremvr nosviuerus
aghgpexmusnocmu cmadxxcupogok eoccayxcawux ¢ Kanaoey. B npoepammy cemunapa
BKIIOUUNU.  OCHOBHble (DaKMopwvl, KOmMopvle GIUAIOM HA  3hdhekmusHocmy
CIMAad0CUpo8oK, a Mak dtce 0OMeH HYHCHOU UHpopmayuell 0 npaKmuKe UCHOIb308aAHUS
6 Poccuu xanaocrkozo onvima 2ocyoapcmeennoco ynpasnenus. 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 uno2o0poOHux
Yuacmuuxog bepem Ha cebs KAHAOCKAs CMOPOHA. YbeoumenbHo npouty 8ac nociamo
Ha cemunap evinyckHuka Ilpoepammel Becenosa Anexcamopa Heanosuua -
Jlupexmopa oenapmamenma HCUrUWHO KOMMYHATbHO20 X03AUCMEa AoMunucmpayuu
Apocnasckou obracmu u 0o nepgo2o espans noomeepoume e2o yiacmue 8 pabome
0aHHO20 ceMuHapa.

{konmaxmmuuwiti menegpon 436-35-12, gpaxc 436-55-80).
Ilepsviu 3amecmumens

HauanvHuka Ynpaenenus H. Cemenos
01.12.20.

3a1auM TBOPYECKOIr0 YPOBHSH

3ananme 1. [lath onpenenenue ToKymMeHTOOOOpoTa npeanpustus. CrenaTh aHamu3
OpraHu3alud JOKYMEHTOOOOpoTa (Ha TmpuUMepe KOHKPETHOTO MPEINPUSTHS
benroponackoit o6mactu). IlpencraButh uHPOpMaIUIO O TOJpa3EICHUH, KOTOPOE
BBITNIOJIHAET (DYHKIIMU IO JEJIONPOU3BOJCTBY; €r0 YUCICHHBIM COCTaB; 00pa3oBaHUE,
CTax pabOTHl COTPYIHUKOB, BBITTOJIHSIEMbIE UMU (DYHKIIUH.

3ajanue npeAcTaBUTh B BUJIe pedepaTa U 3aciayliaTh Ha MPAKTUYECKOM 3aHATHUH.

3aganme 2. Ha ocHOBaHMM KOHKPETHBIX Mpeanpusatuid benropoackoi obmnactu
cAenaTh aHaIM3 KaJapoBOW palboThl (00s3aTeNbHO yKa3aTh HaWMMEHOBAaHHE
CTPYKTYPHOTO MOJPA3AEICHUS], OCYIIECTBIAIONIETO KaJpOBOE ACIONPOU3BOICTBO,
YHUCJIEHHBIM COCTaB TMOJApa3JeieHNs, HAaUMEHOBaHHUE JOJDKHOCTEH, oOpa3zoBaHUeE,
CTaX paObOTHI U BBIMOJTHSIEMbIE (DYHKITUN).

3aanue NpeACcTaBUTh B BUJIE pedpepaTa v 3acayliaTh Ha MPAKTUIECKOM 3aHITHH.

3aganue 3. Ha ocHOBaHMM TNPOBENCHHOTO aHAIM3a PaOOTHI CIIYXOBI TEepcoHaa
(kagpoBoi ciyx0b1) paspaborars [lomoxenue o ciyxbe mepcoHana, BKIIOYWB



OCHOBHBIE pa3fieibl JAHHOTO IOKYMEHTA.
[Ipu odopmiieHnn AaHHOTO JOKYMEHTa OOpaTUTh BHUMaHHE Ha OGOpMIICHHE
TUTYJIBHOTO JIUCTa JIOKYMEHTa, 00s3arebHO  0hOpMHUTH peKkBU3UT  «['pud
YTBEPKIICHUS U APYTHUE 00513aTebHbIE PEKBU3UTHI.

3aganue 4. I[loAroToBUTH TOKYMEHTOOOOPOT TIO OMOPMIICHUIO OTIYCKOB
(pa3pabotath 1 0HOPMUTH TpaPHK OTIYCKOB, 3asBJICHHE O MPEAOCTABICHUH OTITYCKa
(yuebHOTO, 110 YXO1y 32 PpEOCHKOM | ZIp.).

PaspaGorannbsie W o(pOpMIICHHBIC JOKYMEHTHI MPEAOCTABUTH MPEIOAaBaTeIIO IS
IIPOBEPKH.

3aganue S. JokyMeHTOOOOPOT MO OGOPMIICHHIO CIYKEOHBIX KOMaHAMPOBOK. Ha
OCHOBAaHUHM TPEJOCTABICHHBIX KOMUN ONaHKOB OQOPMUTH JOKYMEHTBHI st
KOMaH/IUPOBKHU.

3aganue 6. Ha ocHOBaHMU NPOBEJECHHOIO aHAIN3a JEATEIbHOCTH KaJAPOBBIX CIIYXO
npennpustuii benroponckoit o0nacTv, NpenocTaBUTh HHGPOPMAIUIO O BEICHHH,
yueTe U XpaHEHUIO TPYAOBBIX KHUKEK. BBIIBUTH MONOKUTENIbHBIE U OTPULATEIIbHBIE
CTOPOHBI B BE/ICHUH, YUETE U XPAaHEHUH TPYJOBBIX KHM)KEK Ha MPEATIPUATHH.
3aganue 7. Ha ocHOBaHMHU NPOBEJEHHOIO aHAIN3a JEATEIbHOCTH KaJAPOBBIX CIIYXO
npeanpusiThii pa3paboTaTh HOMEHKIATYpy €N, C yKa3aHHeM CPOKOB XpaHEHUs
JTIOKYMEHTOB.

Pa3pabotanHyio ¥ O(OpPMIICHHYIO HOMEHKIATypy NpPEIOCTaBUTh Ha IPOBEPKY
IpernoaBaTelio.

3apanme 8. JlokyMeHTOOOOPOT MO OPOPMIIEHUIO MEepeBoAa pabOTHHKA Ha APYTYIO
paboty. IIpenocraButh mH(pOpMALHIO O MOATOTOBKE M OMOPMIICHUIO JTOKYMECHTOB
pu TMepeBojie pabOTHHKA Ha APYTYI0 paboTy, Ha OCHOBAaHWHU aHaJIM3a KOHKPETHOTO
MPEANPUATHS.

3amanue 9. Ha ocCHOBaHMM JaHHBIX KOHKPETHOI'O MPEANPUSATHS MPEIOCTABUTH
uHdopmMaIuo 0 GOPMUPOBAHUHU U XPAHEHUIO KAJPOBBIX TOKYMEHTOB.

HNudopmaruio npeaocTaBuTh B BUAC A0KIAa, 3aCTyIIaTh HA MPAKTHUYECKOM 3aHATUU
U BBISIBUTH TIOJIOKUTEIbHBIE W OTPUIIATENIBHBIE CTOPOHBI B (OPMUPOBAHUU H
XpPaHEHUU KaJpOBOM JOKYMEHTAIIMU HA MPEATIPUSTUM.

3apnanme 10. Ha ocHoBaHMM TpOBEEHHOTIO aHajaM3a padOThl KaJpOBBIX CIIYXKO
KOHKPETHBIX TpeAanpustuii benropojackoit obnactu paspaboTtaTh (MO BBIOOPY
CTYACHTA) MOJKHOCTHYIO HWHCTPYKIHIO OJHOTO W3 COTPYAHHUKOB CIIyKObI. [lpm
oopmileHUN JAOHKHOCTHONW MHCTPYKLMU BKJIIOUUTH 00sI3aTelIbHbIE YEThIpe paszzelia
(oOmIue mooKeHUs; 00s3aHHOCTH; TTPaBa; OTBETCTBEHHOCTH ).

Kpurepuu oueHku:
- OILIEHKa 5 «OTIMYHO»: paboTa BHITIOJIHEHA B TIOJIHOM 00BEeMe C COOJI0JeHUEM
HEOOXOMMON TIOCIIeIOBATEIPHOCTH JEHCTBUN; paboTa mpoBeleHA B YCIOBUSX,




00eCreunBaOIIUX MOJIyYeHUE NPABUIBHBIX PE3yJIbTaTOB W BBIBOJOB, B OTBETE
IPAaBWJIBHO U AKKYpaTHO BBIMOJHSET BCE 3alMCH; NPABWIBHO BBINOJHAET aHAIU3
OLINOOK.

- oneHka 4 «xopomoy»: pa®oTa BBIIOJHEHAa NPABWIBHO C Y4eToM [-2 Menkux
NOTPEIIHOCTEN WM 2-3 HEOUETOB, UCIIPABJICHHBIX CAMOCTOSATENIBHO IO TPEOOBAHUIO
IpernoaaBaTeds.

- OlLIEHKa 3 «YJOBJETBOPUTEIbHOY»: PabOTa BBIIIOJIHEHA NMPABWIBHO HE MEHEE UYeM
HaITOJIOBHUHY, JIOMYIIEHBI -2 MOrpenIHoCTy Wiu OJIHa Ipy0Oas omuokKa.

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

x0J/ie pabOThI, KOTOPhIE OOYUYAIOIINIICA HE MOXET HCIPABUTH JaXXEe MO TPEOOBAHUIO
IPENoIaBaTess Wik padoTa HE BBIITOJHEHA MTOJHOCTHIO.

2.1.4. Ilepeuenb Tem pedepaToB U JOKJIAAO0B:

1. TepmuHoOJIOTHS, UCTIOIB3YEMas B 00JIACTH TOKYMEHTAIIMOHHOTO 00ECIICUeHHS
YIPABJICHHUS.

2. HopmaTtuBHO-MeTOAMYECKas Oa3a JeI0MpOU3BOICTBRA.

3. IIpukasnoe nemonpon3BoactBo XV-XVII BB.

4. Cuctema MUHHCTEPCKOTO Jenonpon3BoacTa XIX-nagana XX

5. OcobGeHHOCTH YIIPABJICHUS U JIETIOMPOU3BO/ICTBA B COBETCKHUE TOIBI.

6. Yuer KoJInuecTBa JOKYMEHTOB.

7. Nudopmanmonno-nouckosas cucrema (UI1C).

8. [IpaBuia peructpauyu U UHIEKCUPOBAHUS JOKYMEHTOB.

9.0pranu3anysi KOHTPOJIA 33 UCIIOTHEHUEM JIOKYMEHTOB. BHUIbI KOHTPOJISL.
10. XpaHeHne TOKyMEHTOB.

11. CocraBineHre HOMEHKIATYPbI JEII.

12. O6uue npaBuiia GopMUpPOBAHUS JEI.

13. DkcnepTr3a HEHHOCTH JOKYMEHTAIBHBIX MATEPUAIIOB.

14. Buapl KOHQUIEHIIMAIBHOU TOKYMEHTAIUH.

15. ®yHKIMU AOKYMEHTOB: 00IIME U Cclienu(PUIEcKue.

16. PeKBU3UTHI TOKYMEHTOB: MOHSATHUE PEKBU3UTA, €r0 POJb B JOKYMEHTHPOBAHUM.
[TpaBuna oopmieHUs peKBU3UTOB.

17. TpeGoBanus k ohopmiieHHI0 HHHOPMAITMOHHO-CITPABOYHBIX IOKYMEHTOB.
18. OopmiieHre opraHu3almOHHO-TIPABOBBIX JIOKYMEHTOB.

19. IlpaBuna oopmiIeHHS pacTIOPSIAUTEIBHBIX TOKYMEHTOB.

20. TpeboBaHuUs K A3BIKY U CTUJIIO JOKYMEHTOB.

Kpurepuu ouenkmu:

- OYeHka 5 «omaAuyHO» BBICTABISETCS CTYIACHTY, TTTyOOKO M MPOYHO YCBOUBIIEMY
Temy pedepara, 4eTKO U CAaMOCTOSTENIbHO (0€3 HABOASIIMX BOIIPOCOB) OTBEUAIOIIEMY
Ha JIOTIOJHHUTENbHBIC BOMPOCH MpH ero 3amuTe. Ecim Tema pedepara nmeer
MPAaKTHYECKOE 3HAYCHHE, CTYJCHT JOKEH OTBETUTH €TO C TOUKU CIEIHAIINCTA.

- oyeHka 4 «xopouwio» BBICTABISETCS CTYICHTY, TBEPAO YCBOMBIIEMY MaTepual,
IPaMOTHO W TIO CYIIECTBY OTBEUAIOIIEMY Ha JOMOJHUTEIbHBIC BOMPOCHI MPH €ro
3alUTe U HE JIOMYCKAIOIIEMy IIPU 3TOM CYIIECTBEHHBIX HETOUHOCTEH (HETOUHOCTEM,
KOTOpPbIE HE MOTYT OBITh HCIPABIEHH HABOASIIMMH BONMPOCAMH WJIA HE HMEIOT



Ba’XHOTI'O IIPAKTUYICCKOTI' O 3Ha‘IeHI/I$I).

- oyenKka 3 «y008/1emeopumebHO» BBICTABISETCA CTYJIEHTY, KOTOPBIM MOKa3bIBAET
3HaHUE OCHOBHOI'O MaTepuana, HO HE 3HaeT €ro JAeTajieil, JOMyCKaeT HETOYHOCTH,
HEJIOCTaTOYHO TMpPaBUJIbHBIC (POPMYIMPOBKH, H3JIaraeT MaTepHal C HapylieHUEM
MOCJIEI0BATEIbHOCTH, OTBEUAET Ha JIOMOJHUTEIbHBIE BOMPOCHI MPU €r0 3alUTEe C
MTOMOIIBIO WJIU MOMPABKAMH.

- OoyeHKa 2 «Hey0081emeOpUmenbHO» BBICTABIAETCS CTYJEHTY, KOTOPBIM HE 3HAeT
3HAYUTEJILHOM YacTu M3iaraeMoro Marepuaia. He oTBeuaer (MM OTBEHYAaeT HEBEPHO)
Ha JIOTIOJIHUTEJIbHBIE BOTIPOCHI.

3. [IpomeskyTounas arrectanus (¢ depeHIHPOBAHHBII 3a4eT)

Bomnpocs! Ajist HoAroToBKY K 1M PepeHuMpoBaHHbIN 3a4eTy:

. UcTopus pasButus aenonpousBoactsa B Poccun

. Oco0eHHOCTH OpraHU3ali COBPEMEHHOT'O AEJIONPOU3BOIcTBAa B PO

. 'ocynapcTBeHHOE peryMpoBaHue AeN0Npou3BoACTBa B PO

. PEKBU3UTBI TOKYMEHTOB, ITpaBuiia 0pOPMIICHHUS

. banku 10KyMeHTOB, BU/Ibl OJIAHKOB

. @opmynsp-oOpaser; opraHu3alMOHHO-PACIOPAIUTENBHOTO IOKYMEHTA

. FOpunnueckas cuna JOKyMeHTa

. Tumosiorus TOKyMeHTOB

9. O6ume TpeboBaHUS K COCTABICHUIO U O(OPMIICHUIO IOKYMEHTOB

10. TpeboBaHuUs K COCTaBICHUIO U OPOPMIICHUIO OPTaHU3AIIMOHHBIX JJOKYMEHTOB

11. PacnopsnurenbHble TOKYMEHTBI

12. Ponp 1 3HaueHue MHPOPMALMOHHO-CIPABOYHBIX IOKYMEHTOB B YIPABICHYECKON
NEeSATEITbHOCTH.

13. IlonsiThe, 3HaUeHKHE U KIacCU(PUKALMS KaAPOBOH JOKYMEHTALIMH

14. Tlopsiiok MOAroTOBKU U 0POPMIIEHHUSI JOKYMEHTOB 110 IpUEMy Ha paboTy.

15. Tlopsimok moAroTOBKU U 0pOPMIIEHUS JOKYMEHTOB IIPH MepeBoie pabOTHHKA.

16. Tlopsiiok MOArOTOBKU U OPOPMIIEHHUSI JOKYMEHTOB IPU YBOJIbHEHUH PaOOTHHKA.
17. OdopmiieHre TOKyMEHTOB MPU B3BICKAHUAX U TIOOIIPEHUSIX.

18. JInunas kapTouka paboTHHUKA.

19. TpynoBoii 1OTOBOpP: MOHATHE BUIBI U TUIIOBAsI CTPYKTYpA.

20. TpynoBasi KHMXKKA: TIOHATHS ¥ TPEOOBaHUS K 0(OPMIICHUIO.

21. KoMIuiekToBaHueE JIUYHOTO J€Aa.

22. Bunpl 1€HEKHBIX U (PUHAHCOBO-PACUYETHBIX IOKYMEHTOB.

23. OcoOEeHHOCTH COCTaBIICHUS U O(POPMIICHUS ACHEXKHBIX U (DMHAHCOBO-PACUETHBIX
JIOKYMEHTOB.

24. JIoroBop: MOHATHE, BUIBL, TUIIOBASI CTPYKTYpA.

25. JlokyMeHTbl, O(QOPMIFIONIME TMOPSAOK PACCMOTPEHUS] CIOPOB  MEXKIY
IOPUIUYECKUMU JTULAMHU.

26. UckoBoe 3asiBieHuEe: TpeOOBaHUS K 0DOPMIICHHIO M1 OCOOEHHOCTH OT3hIBA.

27.  JlokymeHTOOOOpOT:  TOHSTHE, OCHOBHBIE  XxapakTepuctuku. OO0beMm
JIOKyMEHTO000pOTA.

28. JIoKyMEHTOIOTOK: MOHSITUE U BUIBI.

29. TexHonorusi pabOTHI C BXOASIIUMU JOKYMEHTaMH.
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30. TexHomnorust paboThl ¢ JOKYMEHTaMHU.

31. McnonHeHWe U KOHTPOJIb 32 UCTIOJTHEHUEM JOKYMEHTOB.

32. IloHsiTie HOMEHKJIATYPHI €. Buabl HOMEHKIATypbl JIE]T.

33. ®opMHUpOBaHKE U XpPAaHEHHE /1€ B JEJIOIPOU3BOICTBE.

34. DkcnepTr3a EeHHOCTH TOKYMEHTOB

35. IloaroroBka Jiei1 K cjaye B BEIOMCTBEHHBIN apXuB

36. KoMnbrorepusaius AeJI0NPOU3BOJICTBA HA IPEATPUATHI

37. Bumel oOpamieHus TpaXIaH: TNPEIJIOKCHUS, 3asBICHUS, JKaloObl, WX
onpeiesieHus U TpeOOBaHUs K COCTABJICHUIO.

38. JIOKyMEHTBI JINUHOTO XapaKTepa.

39. Vaudukamnus 1 CTaHIapTU3ANNS B 1STOTPOU3BOICTBE.

40. Copepxanne u ob6nacte npumenenus ['OCT P 7.0.97-2016 «Cucrtema
CTaHAApPTOB 1O HHPOpMauuu, OUOIMOTEUHOMY M  H3AATEIIbCKOMY  JEIy.
Opranu3aimoHHO-pACIIOPSAIUTEIbHAS TOKyMeHTaIus. TpeboBaHus K 0(QOPMIICHHUIO
JIOKYMEHTOBY.

Kpurepuu onenkmu:

- OIICHKa 5 «OTIWYHO» - CTYACHT, IIyOOKO M MPOYHO YCBOWJI NPOrPaMMHBIN
MaTepuall, UCUEPIBIBAIOIIE, MOCIEA0BATEILHO, TPAMOTHO U JIOTUYECKU CTPOMHO €ro
M3JIaraeT, B OTBETE YBSI3bIBACTCS TEOPHUS C MPAKTUKOW, OH MOKA3bIBAET 3HAKOMCTBO C
MOHOTrpaUYECKOH IUTEpaTypOH, NPaBUILHO OOOCHOBBIBAET PELICHUE 3aJaUH.

- OLICHKA 4 «XOpOIIIO» - CTYJICHT, TBEP/IO 3HAET MPOTPAMMHBIN MaTepHall, rPaMOTHO U
[0 CYIIECTBY M3JIaraeT €ro, He JOIMYCKaeT CYIIECTBEHHbIX HETOYHOCTEW B OTBETE HA
BOIIPOC, TMPAaBWIHHO TMPUMEHSIET TEOPETUUECKUE TOJIOKEHUS TIPU  PEIICHUU
MPAKTUYECKUX BOIIPOCOB U 33]1au.

- OLIEHKA 3 «yJIOBJIETBOPUTEIBHO» - CTYJEHT 3HAET TOJILKO OCHOBHOM MaTepHall, HO
HE YCBOWJI €r0 AeTajeil, JOMyCKaeT B OTBETE HETOUHOCTU, HEAOCTATOUHO MPABUIBHO
dbopMyIMpyeT OCHOBHBIC 3aKOHBI W TIpaBWiIA, 3aTPYAHSIETCS B BBINOJHEHUU
MPAKTUYECKUX 3a/1a4.

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

MPOrpaMMHOT0 MaTepHuaia, JOMyCKaeT CYIIeCTBEHHBIE OIIMOKH, C 3aTPYIHEHUSIMU
BBITOJIHSIET MPAKTUYECKUE 33/ TaHUS.



