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1. O61acTh NpUMEHEHHS, IIeJIM ¥ 320291 (GOHAA OIIEHOYHBIX CPEACTB

®onp oneHouHsx cpenctB (POC) apngercs HEOTHEMIEMON YacThIO paboyell MpOrpaMME! ..
JUCIHAILIMHEL «J[OKyMEHTalMOHHOEe 00ecIeueHre COMOKYIBTYPHOI'O CEpBHCA» W MpERHA3HadeH
JUIi KOHTpOJS M OLEHKH o06pa3oBaTeNbHBIX JOCTIDKEHMM ofydarommxcs (B T.4. IO
caMOCTOATENFHOH paboTe crymentoB, nanee — CPC), ocBomBumX IpOrpaMMy naHHQifI oo

HCJIBIO (l)orma OOCHOYHBLIX CPCACTB SBIIICTCA YCTAHOBJICHHEC COOTBECTCTBHA ypOBH}I HO,III‘OTOBKH

obyvaromuxcst TpeboanmaM PI'OC BO mo HanpaBiieHHIO OATOTOBKH 43.03.01 «Cepmcp .'_nl

npodumo roAroToBKH «COIUOKYIBTYPHBIN CEPBHCH

Paboueii nporpammoit mucrmmmBEbl  «OCHOBEI  (U3MOTHOMHMKH . H mecm(n» i

peaTyCMOTPEHO GOPMHUPOBAHHE CAEAYIONINX KOMIICTCHIIHMA:

I) YK-4. CnocoGHOCTE OCYIIECTBIIATh ACJIOBYI0O KOMMYHHUKAIHIO B ycmon H IIPICBMBHHOH '

dbopMax Ha rocyapcTBEHHOM s3nike Poccuiickoit denepanuy ¥ HHOCTpaHHOM(BIX) A3bIKe(axX)
2) OIIK-6. Cnoco6HOCTH IPUMEHSTE B IIPOGECCHOHANIBHON ACATENHHOCTH HOpMaTPIBHBIe ,

IPaBOBBIE aKTHI B cepe ceppuca - ST

,i

2 Onucanne moKasareieii u KPHTEpHEB OLIeHNBAHNS KOMIETEHIIHH, c])opmnpyeMle B

npouecce 0CBOECHHUN JUCHUILIHHLI (MOXYJIs) T

Ompicanpe IIOKa3arejiell W KpUTEpHEB OIEHHBAHHA KOMIETeHUHM, (OpMHpPYEMBIX B

IIPOIIECCe OCBOCHMS AMCIUILIAHLI (MOIYJIS), X UCIOIB3YEMBIE OIIEHOYHbIE CPEICTBA NIPUBEACHEI B
tabmune 1. |
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2.2.2. Onucanpe mKaJj oeHNBaHHA

B ®I'bOY BO «I'TY» BHenpeHa MOZYNBHO-pEHTHHrOBas CHCTEMa OLEHKH YydeGHOM
ACATEIIBHOCTH CTYACHTOB. B COOTBETCTBUM € 3TOH CHCTEMOH NPHMEHSIOTCA mm6a.rmnaz
ABaquaTHOanbHas U CTo0aNbHAS MIKATH 3HAHUM, YMEHHI, HABBIKOB. e

IIIxaJjb! OHEHUBAHUS

R

Kpnrepud oneHHBaHHA

SITHOAIRLHAS

I[Toka3biBaeT BEICOKHH YpOBEHb C()OPMHPOBAHHOCTH KOMIIETEHLHH, T.€..
— TIPOAEMOHCTPHPYET NIyOOKO€E ¥ MMPOYHOE YCBOCHHE MaTepHala,
— HCYEpMBIBAIOINE, YEeTKO, ITOCNEAOBAaTeNbHO, T'PaMOTHO H JIOTHYECKH
CTPOHHO H3J/1araeT TEOpeTHIESCKHI MaTepHall; - -" |
—  NpaBWILHO JOPMHPYET OMpPENEeNMEH sA; & » ' « ' 7 N Thed
—  JIEMOHCTPHPYET YMEHHs CaMOCTOATEJIBHOH paboTHI C. HOpMaTPIBHO-
IIPaBOBOH JIMTEPATYPOH;
— eeT JIeJIaTh BHIBOABI IO U3/1aracMOMY MaTepHaiy.
[Toxa3bIBaeT JOCTATOYHBIN YPOBEHb CHOPMHUPOBAHHOCTH KOMIIETEHIHH, T.€..
—  JEMOHCTPHPYET HOCTaTOYHO IIOJIHOe 3HaHMe MaTepHala, OCHOBHBIX
TEOPETHUYCCKUX MOJIOKECHHH; .
— JOCTaTO4YHO IOCIEAOBaTeNbHO, TI'PaMOTHO JIOTMMECKH . CTPOHHO
M3J1araeT MaTepua; |
| —~  IEeMOHCTPHPYET YMEHHS OPUEHTHUPOBATHCA B HOPMAIBHOM erepa'[ype
yMeeT JeNlaTh JOCTaTo4YHO OOOCHOBaHHBIE BBIBOABI IO H3JIaracMoMy
MaTepHaTy.
IToKa3bIBaeT HOPOToBEI ypOBeHb CHOPMUPOBAHHOCTH KOMIIETEHLIUH, T.€..-
— JIEMOHCTpHpYyeT oflee 3HaHue H3y4aeMoro Marepuana; |
— MWCIBITHIBAET  CEPhe3HbIE  3aTPpyAHEHHd  TpH | OTBETaX .. Ha
ITOTIONHUTEIILHEIE BONIPOCH];
— 3HAET OCHOBHYIO PEKOMEHIYEMYIO JIMTEPaTypy;
— yMeeT CTPOUTH OTBET B COOTBETCTBHH CO CTPYKTYpOH H3/1ara€Moro
MaTepyaia.
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AOBJICTBOPHUTCIILHO»

«Y OOBJICTBOPHUTEIIHHON
- 12 - 14 6annos
«Y HOBJIICTBOPUTEIIHEHO
- 56 — 69 6amos

CraBuTcs B Cirydae: f
— HE3HaHHA 3HaYHUTE/IPHON YaCcTH NMPOrpaMMHOro MarepHaa,

— He BJIaJlcHUS MOHATHIHBIM anmapaToM JUCLIUTUTHHEL,
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«HeynoBieTBOpUTEIE

- 2 bauioB
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— OONYINEHMSI CYIECTBEHHBIX OLIHOOK npu H3NOKEHHH yqe6Horo
MaTepuaa; RN

| — HeyMEHHE CTPOUTH OTBET B COOTBETCTBHH CO CprKTYPOH H371araeMOoro
BOIIPOCA;

— HeyMEHMe AeJIaTh BEIBOIBI [10 U3JIaraeMoMy MaTepuaimy. = |

«HeyoBIEeTBOPUTEIIHLHOY

«HeynorneTBopUTENHEHOY
- 1-55 GannoB

- 1-11 Ganmnos

oy N HEeTY
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3. THnoBble KOHTPOJbHbIE 3anaHus, HHbIEe MATEpHAJIbI U Me'ronnqecmle
PEKOMEHIAlHH, HE00X0AUMBIe JIsl OCHKH chopMHPOBAHHOCTH KOMIIETCHIIHH
B npounecce ocsoenns OIIOII o

IepeyeHb 3aIaHMI TEeKYIero KOHTPOJIA

BxoaHoll KOHTPOJIb.
1. OCHOBHEIEC OHITHA O NOKYMEHTE, CHCTEMaX JOKYMCHTAIUH. ' B ¥
2. Poiib JOKYMEHTAIIMOHHOrO OOECHedeHHsI B COBEPIICHCTBOBAHMH NPEANPUITHAMH CEepBHCHOM .  .:
- c(peprl HA COBPEMEHHOM JTare. ' - e g EIT
3. HopmaTBHO-MeTOIIIECKas 6233 IOKYMEHTALIOHHOTO 0GecriedeH s yIPaBICHHS. ' AR iy
4. TTonsTHe cucTeMBl ZOKYMEHTAIIMH 1 €€ pa3HOBHIHOCTH B ACATCIIPHOCTH CEPBHCHOTO B PR
IIPEATPHUATHS.
5. 3amaud ¥ QYHKIHUY CIIy>KOBI I€IOIPOU3BOJICTBA B CCPBHCHBIX oprannsaunﬂx .
6. ITonsatue «uaopManus». CBa3p HHPOPMAIH H OKYMCHTA. Ponp uapopMallHA B
COIUAIIFHBIX ¥ SKOHOMHYECKHUX TIponeccax. |
2. OYHKIUH JOKYMEHTOB. JIOKYMEHT — monupyHKIMOHATBHEIN OOBEKT.
3. TexcTOoBOE JOKYMEHTUPOBAHHE M 3TAIBI €TI0 PA3BUTHI.

4. TexHHUECKOE JOKYMEHTHPOBAaHHC.

5. dotomoxymernTHposanue. IlossieHne, pasBUTHS, IPHMCHCHIUC.
6. Knaonoxymentupopanue. [Tossnenne, pasBuTHE, BUICO3AIHCD.
7. ®OHOAOKYMCHTHPOBAHHC. [TosiBNIEHHE, Pa3BUTHE, IPUMCHEHHE.
8. MaTepHaJIBI-IBIe HOCHUTEH HH(OPMAIITH.

9. CpoiicTBa H MpH3HAKH AOKyMeHTa. MH(OpMAIHOHHEIC CBOMCTBA JOKYMEHTa.

10. OpurHHATEHOCTH HOKyMeHTa. 10AMMHHOCTE A0KyMCHITE. KonuiHOCTE ,uoxcyM6H'ra

-h

3 ‘ T ? ‘ : - Py \h
AR LA R (aobroah o o -ug

(!

Bonpochl K IepBOH aTTecTalMOHHOM KOHTPOJIbHOI padore.

1. HpemueT comeprxaaue u 3anaw JJOY.

2. MecTo U poJib JOKYMEHTOB B YIIPAaBICHHH Hd COBPEMEHHOM 3Tamne.

3. Knaccudukaus ROKYMCHTOB e
4. Pa3BHTHE JIONPOU3BOIACTBA B coBpeMeHHOH Poccuu. b S
5. Vcropust pa3BUTHA CHCTCMBI roCyAapCTBEHHOr0 JOKYMEHTHPOBAHIIL.

6. CocTas HOpMATHBHO-METOMMIECKOH 0a3bl NOY. - .

7. CTaHmgapTH3auds ¥ YHUQUKAIH CHCTEMBI noY.

8. O6mepoCCHUCKAC xaccu(GUKaTOpsl JOKYMEHTAIIH.
9. l'ocyaapcTBEHHAA CHCTEMR JIOKYMEHTAIMOHHOT0 00eCTICICHHS YIPABJICHH. TN
10. Ilonsarue yHmbHKauHHHCTaH,uapmsaunn. L T
11. YHH(bHunpOBaHHLIe CHCTEMBI JOKYMEHTAIHH. ' |

12. BIaHKM JOKYMEHTOB H TpeOOBaHHA K HIM. CTpyKTypa JOKYMEHTA.
13. TpeboBanud K o(OpPMJICHHIO IOKYMEHTOB IIO I'OCT P 6.30-2003 «YHmbnquOBaHHbIe

s‘J.(

CHCTEMEI TOKYMEHTAIIMH.
14, VEupuuupoBaHHas  CHCTEMA  OPTaHM3AUHOHHO-ACTIOPSMTEIBHON ndxymémauﬁn; .
TpeGosarust K 0DOPMICHHIO JOKyMEHTOB). S

15. OdopMieHHe PEKBU3UTOB JIOKYMEHTOB. | I
16. «'pud yTBEpKIEHHS JOKYMEHTa) H CIIOCOOE! ero 0hOPMIICHHS. -



17. OtMeTKa 00 MCIIOJTHEHUH. . BEIPRRI Fu
18. OprasuzanuoOHHBIC JOKYMEHTHI H KX OCOOCHHOCTH. L |
19. PacnopsauTeNbHble JOKYMEHTEL. - bR

Bonpockl ko BTOpoii aTTecTallHOHHOI KOHTPO/ILHOM padoTe. ‘
1. PaznooOpasue HHGPOPpMaOHHO-CIIPaBOIHBIX JOKYMEHTOB. PR p
2. Cnioco6s!I X GopMHUpOBaHUS B 0hOPMIECHHS. T
3. Buzap! KaApOBBIX JOKYMEHTOB U UX 0QOPMIICHHUE. - PR e
4, Tpymopas KHMXKKA. | - ;'_T S )
5. JIlugnas xaprouxka paboTHHKA, CIIOCOOBI 0)OPMIICHUS. ' . :
6. Ciry>xeOHast mepenucKa Ha MpeaIpHITHH. SRR

‘ DL
7. JlenoBas pedb U €€ rpaMMaTHIECKUE 0COOSHHOCTH. - B A -
8. Jlormaeckoe noCTpOSCHME JOKYMECHTOB. S R
9. IToHATHE ¥ NPHHIUIILI OPTAHM3AINH JOKYMEHTOO00POTA. - L EEELT

10. ITpoxoxaeHue U MOPATOK HCIIOJIHEHUS BXOIIITHX JOKYMECHTOB. - T - ’i T
11. TIpoxoxaeHNE NCXOAAMKX H BHYTPEHHUX JOKYMEHTOB. o

12. PaboTa ¢ koHDUACHHATbHEIME JOKYMCHTaMH. | U W
13. Pabota ¢ muceMaMu ¥ OOpameHusIMH IPpakKaaH.
14. CocTaBneHne HOMEHKIATYPHI eI,

15. ®opmupoBanue u opOpMICHUE ACIT | o S
16. TToaroToBka u nepeaada JOKyMEHTOB Ha apXMBHOE XpaHCHHE. ' T
17. VTrom3anus JOKYMEHTOB.

Bonpoch! K TpeTheil aTTecTaMOHHOI KOHTPOJIbHOH paoTe.
1. O6mme MONoKEeHH s JOKATPHEIX HOPMATHBHEIX aKTOB B CEPBHCHBIX OPraHM3alisiX.
2. ;Cnenmbmecme ocobennoctu JIHA. -
3. XapakTepHUCTHKa, IPaBija BHYTPEHHETO TPYAOBOTO PacHOpAaKa, KOJUTCKTHBHBLA JIOl"OBOp .
4. OCHOBBI JOKYMEHTALHOHHOIO MEHEIKMEHTA. | e .
5. TInaEupoBaHHe JEATETGHOCTH 110 YIPABICHUIO JOKYMCHTAIMEH. | '
6. Ciyx6a JOKyMEHTAL[AOHHOTO 00ECIIeYCH)s YIIPABIICHH.
7. CoenualibHBIE JOKYMEHTEI TYPHCTCKHMX (QHPM.
8. CrenuaabHBIC TOKYMEHTHI IPEAIPUATHI pasMEIICHHA.
0. ChendaIbHbIE JOKYMEHTHI IPEIIpUATAN 06IMECTBEHHOTO INTAHMUS.
10. CremuaisHsle JOKYMEHTH TPAHCIIOPTHBIX NPEIIIPUATHH.

11. ApToMaTH3aIua co3aaHusI NOKyMEHTOB.
12. ABTOMAaTH3alKs BBOJIa ¥ paCCHUIKA TOKYMECHTOB.

| | IlepedeHs BOIIPOCOB K 3K3aMEHY - - |

i. Ipemer, comepxanue u 3axaqu JJOV. N TR
2. Mecro'ii POJNEH JOKYMEHTOB B YIIPABICHUH Ha COBPEMCHHOM STalIC. S |
3. Knaccmbnkaum TOKYMEHTOB
4. PassuTHE NEIONPOH3BOICTBA B COBPEMEHHON POCCHHL.
5. Victoprst pasBUTHSL CHCTEMEI FOCYIAPCTBEHHOTO JOKYMEHTHPOBAHHA.
6. CocTaB HOpMaTHBHO-MeToauueckoi 6a3sr IOV,
7. CTaHnapmsamm u yHudukanus cucteMsl JIOY.
8. O6mepoccuiickue KI1acCH(QUKAaTOPEI JOKYMEHTaHH.



9. ['ocylapcTBEHHAs CHCTEMA JOKYMEHTALOHHOIO 06eCIeueH s YIPaBICHIS.

10. IloHATHE YHHUQUKAIIMM ¥ CTaHAAPTH3ALMH. o

11. YHUQUIHMPOBAHHEIE CHCTEMBI JOKYMEHTALIMH. BEERREEN e
12. Branku 1OXyMEHTOB M TpeGoBaHusa K HUM. CTpyKTypa ZOKYMCHTA. SN R SR L

i 1.4 AN S

13. Tpebosanms x odopmieHuto nokymerrop mo ['OCT P 6.30-2003 «Vnmlmnnponannme P
CHCTEMEI JJOKYMEHTAINH. | A A S

14. YHHQHUUIMPOBaHHAA CHCTEMa  OPTaHH3alHOHHO-PACTIOPATUTEIEHON .nOKymeHTaHHH.
TpeboBanmsa Kk 0QOPMIICHHIO JOKYMEHTOBY.
15. OdopMmnenue peKBU3UTOB JOKYMEHTOB.

16. «I'pud yTBEpISHUSI JOKYMEHTa» U CIIOCOOR! €ro 0QOpMIICHHS. Sl g T
17. Ot™eTKa 00 HCIIOHEHHH. BEEOAY: iy
18. OpraHu3anuOHHEIE JOKYMEHTHI X HX 0COOEHHOCTH. ' R SRS
19. PacnopsouTenbHble JOKYMEHTEHL. o e R
20. PasnooOpasue nH(GOPMAHOHHO-CIIPABOYHEIX JOKYMEHTOB. : |
21. CnoocoObr ux hopMupoBaHHI B 0GOPMIICHHS.

22. Bupsl KanpoBBIX JOKYMEHTOB ¥ KX 0(QOPMIICHHE. o ,, .
23. TpymoBas KHIKKA. IR A
24, JIuunas kapTrouka paboTHHKA, CIOCOOEI 0(OPMIIEHHUS. ' o
25. CiryxeOHast epenucKa Ha IIPEaIIPUSTHH.

26. JlenoBas pedsb ¥ €€ rpaMMaTH4ecKue OCOOEHHOCTH.

27. Jlormdeckoe HOCTPOECHUE NOKYMEHTOB.

28. IToHsATHE ¥ NPUHIMIIL] OpraHU3aliy JOKYMEHTO000pOoTa.

29. TIpoxoxKAcHAE U NIOPSIOK HCIIOIHEHHS BXOAAMHUX JOKYMCHTOB.
30. IIpoxoXXaeHne HCXOAAIINX U BHYTPEHHIX AOKYMEHTOB.

31. PaGoTa ¢ KOHOHICHIMAIBHEIMHA JOKYMCHTAMH.

32. Pa6oTa ¢ nuchMaMe B 00pameHUsIMH rpaXIaH.

33, CocTaBieHHEe HOMEHKIIATYPHI Je]L. .
34, GopMupoBanue ¥ 0QOPMICHHE EIT e >
35. TIoArOTOBKA 1 Hepenada JOKyMEHTOB Ha apXHBHOE XpaHEHHe. - :
36. YTrmm3anus JOKYMEHTOB.

37. O6mue HOoJI0KeHHs JOKAIHHBIX HOPMATHBHBIX aKTOB B CEPBACHBIX OPraHU3ANMAX.

38. Cnenuduueckue ocobernocta JIHA.

39. 'XapaKTepHcha, paBHjIa BHYTPEHHETO TPYAOBOI'0 paclopsaxKa, KOJUISKTUBHBINA JOTOBOP.
40. OcHOBBI JOKYMEHTAIMOHHOI'O MEHEUKMCHTA.

41. TInagupOBaHHE JESTEIHHOCTH N0 YIPABICHHIO TOKYMCHTALUEH. .
42. Ciyx6a JOKyMEHTAIMOHHOTO 00SCHeYCHH YIPaB/ICHHUS. .
43. ChenuaibHbIE JOKYMEHTBI TYPHCTCKUX bupm. .
44. CrenuaabHBle JOKYMEHTHI NpeANpUATHH pa3MemeHHs. . | .
45. ChenuaabHEIe TOKYMEHTH MPeAIpHATHH 06IMEeCTBEHHOTO MUTAHMA. - >
46. CrenuaubHEIC JOKYMCHTEI TpchnopTHch IpeIIIPUSATHIA. I '
47. ABTOMaTH3aIIH$I CO3aHusA JOKYMEHTOB. ~ i

48. ABTOMaTHSaHHﬂ BBOAA M PACCHUIKM JIOKYMEHTOB. o e

Tembl pedpepaToB H AOKAaA0B Mo AucuumauHe «A0Y»: Y



1. JleNOMPOU3BOACTBOY, «TOKYMEHTAMOHHOE OGecIeueHre YIPaBICHHD), «m.-lcbopmaunonno-

TOKYMEHTALMOHHOE OOECIICUeH)E YIIPABICHAN). ONpENEeNeHHE IOHATHH M B3aUMOCBS3b B

- CEpBHCHOI1 AEATEILHOCTH. S

-

. 3aKOHONATEIHHOS H HOPMATHBHO-METOUECKOe PEry IMPOBAHYE IETONPOH3BOACTEA B
CEPBUCHOMN JESITCIBHOCTH. |

3. VHuUKAIHUS ¥ CTAHJAPTHU3aINA KaK OCHOBHBIE HAIPABJICHHUS yIOPAN0ICHUA H ERRE A

COBEPIICHCTBOBAHUS JOKyMEHTAIMH B CEpBHCHON OpraHH3allkH. Opranus3anus

JIeJIONPON3BOACTBEHHOT'O O0CITy XKMBaHH. L

4, OYHKIMHY ¥ 3a7a49M CITyKObI JeJI0NPOM3BOACTBA B cepBrce. OpraHu3aliOHHEIC (boprI
CITyk0B1 IETIONIPOU3BOACTBA.

5. BUIel OJIaHKOB ¥ CIIOCOOBI HX H3TOTOBJIEHUS B CEpBUCHOH OpraHH3allii. - EERETL RS

6. JIOKyMEHT KaK HOCHTEJIb HHPOPMALMH B CEpBHCHOM IEATENBHOCTH H IIOHSTHE
xi1acCHPHUKAIINA JOKYMEHTOB. C ]
7. IIOKYMEHT Kak CpEJICTBO YKPEILICHHs 3aKOHROCTH i KOHTPOIS B CEPBUCHOR [ .. L
NeITENBHOCTH. S
- 8. O6mue Tpe6OBaHmI IPEABABISIEMEIE K TEKCTaM CIIY)KEOHBIX ,D;OI(yMCHTOB B cepBHce. f
TTOHATHS «PEKBU3HTY, «HOPMYIIPY, KTUIIOBOH HOPMYILIPY. . |
9. CocTaB peKBH3HTOBR OpraHK3aMOHHO-PACIIOPSIUTEIEHOU norcymem‘amm (OPI[) B

! ) LI ‘ S I

CepBFICHOPI NeSITETFHOCTH. SR

10. Knaccmbmcaum IOKYMEHTOB B CEpBHUCHOH ACATEILHOCTH

11. OpraHu3anyOHHBIE JOKYMEHTBI CEPBUCHOM OPraHM3allii: KpaTKasl xapaKTepHcha. |
IIpaBua COCTaBICHUSA OPraHU3alHOHHBIX JOKYMCHTOB. |

12. Oprauu3alOHHO-TIPaBOBEIC JOKYMEHTHI, PEryJIHPYIOIIHC NEATEBHOCTD CITYKOEI
ETIONPOU3BOACTEA B cepBCHHOM AeaTenbHoCTH: «IHCTpYKIHS 1O NENOIPOH3BOACTBY .
13. Opraﬂnzaunonno-npasosue TOKYMEHTHI CEpBHCHOM OpraHU3alHH, perynnpylomne --
OEATEINbHOCTD cny>K6m genonpon3BogcTa: «Ilonoxxenue o ciyx6e

~ IeTI0IIPON3BOICTBAY.

14. OGmne Tpe6oBaHusA K 0OPMIICHUIO PACHIOPSTUTENLHBIX NOKyMEHTOB cepBHCHoﬁ
opraHnsaunH Pa3HOBHHOCTH pacIopsIUTEIPHON JTOKYMCHTALHH.

15. I/Imbopmaunormo-cnpasmmaa IOKYMEHTAIUs B CEPBHCHON OpraHH3AHUH: OCHOBHAS

xapaxrepncman npaBuiia OQOPMIICHHUS. R Do

16. IToHSITHE JOKYMEHTOO00POTA H OCHOBHBIC IIPHHITHIIELI €T0 oprannsamm Ha CepBHCHBIX

rrpezmpmmm(
17. HOHHTHSI «KOHbUIEHIMATbHA HHQOpMAIHA, «cimyxeOHas TaifHa», KKOMMEpPIECKasl
taiinay. PaboTa ¢ KoH(pHUACHIHAIBHEIMA JOKYMCHTAMH B CEepPBHCHOM OpraHu3aluH.

18. JloroBop, KOHTPaKT: ONPEACICHUA moHsTHH. Pa3HOBUAHOCTH ¥ NIPaBHJIA COCTABICHNS
TOrOBOPOB B CEPBHCHO} IEATEIIEHOCTH. | B
19. IIITaTHOE pacimucaHuie CEPBUCHON OpraHKM3allii: XapaKTCPHCTHKA 1 OCHOBHbIC

r
1 ]
-

PEKBH3HTEL.

20. OdhopMieHHe KOMAHAXPOBOYHBIX ZOKYMEHTOB B CEPBUCHON OpraHH3alliy: PCKBU3UTEL
¥ IpaBHIa 3aNOTHEHHA.

21. CryxebHbIC mECHMa U HX Pa3sHOBHTHOCTH.

22. OCHOBHBIC IOKYMEHTBL (hHHAHCOBOTO AHAIN3a B AEATELHOCTH CEPBHCHOIO
| IpeAUpHATHS: OCHOBHBIE BU/IBI H 3HAYCHHUE.

23. JlokyMeHTanbHOe 0QOPMIIEHHE pacdeToB C KIIACHTOM B CEPBHCE. _
24 JIOKyMEHTONOTOK BXOJIAIIAX, ACKOIAIIMX A BHYTPEHHAX NIOKYMEHTOB Ha CepBHCHOM

v
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NpeANPHIATHN: 3TAlNbl pabOTEHI ¢ HHMH. N
25. Tepmun «Tpadaper». Ero poss B 06CIyKHBaHHH MPOLECCa YIPABICHUS CCPBUCHEM ... - s i i-
26. IIOKyMEHTAIHS 110 JIMIHOMY COCTaBy B CEPBHCHOH OpraHn3aliH. ' ColmR s
27. TToHATHE ¥ 3HaAYeHUE JOJDKHOCTHEIX HHCTPYKIHUH B JEATECIBHOCTH CEpBUCHOM T R >,
OpraHU3aIHH. | | S _

Bonpockl 0cTATOYHBIX 3HAHMH CTYACHTOB ST
1. TpeGoBanus K 61aHKaM JOKYMEHTOB B C(epe CepBHCa. ” B 3%
. OdopmiieHre pEKBU3HUTOB JOKYMEHTOB B chepe CepBHCa. e
OcobeHHoCTH 0GUIHATLHO-AEI0BOTO CTHIA JOKYMEHTALMH. e
OpraHu3anyOHHbIE JOKYMEHTH! OU3HECA. ' - |
HbopMaIlMOBHO-CIIPABOYHEBIC JOKYMEHTEI MHIYCTPHH CEpBHUCA. . L
O61mue mpasmiia ciryxeGHOM mepenucky B OU3HeECe. e T
Oprannsanys JOKyMEHTO000pOTa B CEPBHCHBIX OpraHu3aliiiX. L RO S
. TTopsmok paGoTEI ¢ BXOAAIMMY JOKYMEHTaMH B ou3Hece. R NPT S
0. 'Hopﬂ,uox paGoTEI ¢ HCXOIAIMUMH JOKYMEHTaMH B Cepe cepBHCca. S ey,
10: TTopsinok paGoTEI ¢ BHYTPEHHUMH AOKyMEHTaMH B OM3HECE. U
11. DiIeXTPOHHBIH JOKYMEHT U SJIEKTPOHHBIH JOKYMEHTO00OPOT.
12. Onpexnenenve MOHATAA «loroBopy». Pa3sHOBHIHOCTH M IPaBHIIA COCTABICHHA IOTOBOPOE -
B CEPBHCHO# JEATEIHHOCTH.
13. JlokyMeHTAIUA TyPUCTCKOTO IMPEIIPUATHA KaK OpraHA3aIiuy cdepsl cepBHCa.

N OV AW

TecTOBBIE 3aMAHA IS ATTECTAIHOHHBIX KOHTPOJBHBIX padoT ™
Tect Nel
CoryIacHBI JIH BEI C YTBEPXKIACHHEM, UTO (OTBETHTH 1a/HET, OyAbTE TOTOBBL HOSICHHUTB):
1. ITpoToxoi — HH(POPMAIMOHHO-CIIPABOTHBIN JTOKYMEHT.
2. JloxnagHasl 3aMiCKa MOIHUCHIBAETCSA TONBKO PYKOBOJUTENICM OPraHU3aAIHH.
3. Ilpuka3s yTBEpKIACTCA.

4. Ha 3asBiIcHUE CTaBATCS I€9aTh. |
5. PemeHHe [IOCTAHOBJICHHE, IPUKA3, PACIOPSKCHHE U3JAI0TCA Ha IIPUHIUAIIAX enuHOHaanmx

6. OTBETCTBEHHOCTh 3a H3/IaHME PaCTOPATHTCIBHBIX OOKYMEHTOB HECET JIMIIO, nozmuca.amee
JTOKYMCHT. , S L

7. Konc*ra'rnpylomaz 4acTh TEKCTa anKasa SIBIISETCA 00A3aTeNbHOM.

8. Busa yopucra Ha JOKYMEHTE — 5TO NPHAAHUE EMY IOPUAUYECCKON CHIIHI. L

0. BHemHee corjiacoBaHue opopMIIAeTCs BU30H COTTIaCOBAHMI. . \ SN
10. TIpu permcTpalmi JOKYMEHTa B XyPHAJC peTHCTPAil BHOCHTCS (l)aMHJmsx aBTOpa noxymema
11. TpymoBYIO KHIKKY paOOTHHKY BBIIAIOT B IEHB €TI0 YBOJIBHCHHUA. *‘

12. O6BacHUTENbHAS 3aIUCKa IOJNACHBACTCSA PYKOBOAUTEIEM CTPYKTYPHOTO no,upas,ueJIeHwI

13. AxT—93TO JTOKYMEHT, COAepKaIui CBENCHHS O XOI€ KOJUICTHaNbHOTO MEPOTIPHATH.

14. 3ammch B TPYHAOBYIO KHIDKKY BENETCA PaOOTHHKOM IIpH NMPHEME Ha paborty, nepemememm n
YBOJIbHCHUH. .,
15. Tlpu  yTepe TpPYAOBOH KHEDKKM PabOTHHMK YBOJIBHACTCH, TPYAOBad KHHXKA HE
BOCCTAHABJIABACTCA. , L

16. IIpu cMeHe haMUIIH MEHIETCA ¥ TPYAOBas KHIDKKA. T A

17. B Tpy[OBYyIO KHEDKKY 3aHOCATCS CBEACHAS O IPUEME Ha paboTy, IEpEMEIEHUH X beJibnquIm; L
HATP@XICHUSX, TTOOMPEHHSX, OPUIAHASIX, & TAKKE 06 OTKPBITHAX. | T
18. ®akcorpamMma — 3TO JOKYMEHT.

19. Crpasuis! TeKcTa JOKyMEHTa HyMEPYIOTCS OTAEIBHO, CTPAHHIIBI IPHUTIOKSHIS — OTHENEHO.

20. Tabmuue! TEKCTA NOKYMEHTA U IMIPUIIOXKECHUS HMEIOT CKBO3HYIO HYMEPALHIO. |

21. IllTatHOE pacnHCaHUE YTBEPKIACTCA PYKOBOAUTEIEM OPraHu3aluy. N

J .
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22. CymmecTBYET YTJIOBOE, IPOMOIBLHOE ¥ KOMOHHHPOBAHHOE PACIONIOKEHUE PEKBH3UTOB ~631a1e11<a |
NOKYMEHTA. e

23. Ilpuka3s o IMYHOMY COCTaBY XPaHHUTCS OTAEIHHO OT IPHKA30B 10 OCHOBHOH ,I[C}ITCJII:HOOTH |
24. Ha npeanpHsTHY XpaHSTCS IMIHEIE [e)ia BceX KOraa-mu6o paGoTaBImuX COTPYAHMKOB., E

25. ABTOGHOrpadHA COCTABIAETCS HA COTPYNHHKA C HENBIO IPENIOCTABICHAS noxymema no}-,. o

TpeOOBAHUIO. - R
26. Iloamuck pyKOBOAUTENA HA IPHKa3e 3aBepsAeTCA Me9aThIO. B R
27. OpraEmsauus CUMTAEeTCs CO3JaHHOMN CO MHS YTBEPIKICHH YCTaBa. - R 2
28. Hammune ycraBa sBisteTcs 06A3aTeIbHEIM /Ui pETHCTPALMH Oprafu3amit. ~ ~ =
29. B mraTHOM pacmucaHum onpenensercsa Gonp 3apadOoTHOH IIATEI OpraHu3alkH. o
30. Bce opranu3aiuOHHEIE TOKYMEHTEI IIPOXOAAT IPOLEAYPY YTBEPXKACHHA.

Tect Ne 2 BRI
1. I"apaHTHHHoe IIHCEMO — 3TO: . R _;;H‘- -

A) IOOXKyMEHT, cooOmaromuifi 0 IpUONMKEHUH, YCKODEHHH, HCTEUCHHH CPOKa ncnonnemm
KaKoro-bo eicTBHs '
B) nmoxymeHT, conepXalliii NPUTIIaMEeHHe Ha MEPONPUATHE
C) IOKYMEHT, B KOTOPOM TapaHTHpPYETCs OIUIaTa BHIIOJHEHHOH paboTHl W npenoc"raBneHHe
4ero-mGo (paboTel, MOMEINESHNS | T.11.) - |
D) IOKyMEHT, IOATBEPXKAAIOMHI MOTydeHHE EHHOCTEH
2. JlaiiTe onpeaciicHUE JOKYMEHTA: A
A) MarepuanpHbli O00BEKT € HHQpOpMAaLHeH, 3a)MKCHPOBAHHOW CO3JIaHHBIM .
geJIOBEKOM CIIOCOO0M, I €€ Iepefadyd BO BpEMEHH H IIPOCTPAaHCTBE
~ B) COBOKYNHOCTH PEKBH3UTOB OQHIIHAIBHOTO MUCHMA
C) cTaHIapTHOE PacIONOKEHNE MATEPHANIA
D) TekcT |
3. Jlaiite onpenenenue popMypa-odpasma: DR
A) COBOKYIIHOCTH PEKBH3HTOB NETIOBOI0 MACHMA I |
B) COBOKYIIHOCTh PacCHOJIOXCHHBIX B OIIpEIeNeHHON IOCIEN0BATEIEHOCTH peKBHBHTOB
OPHCYIIMX BCEM HOKYMEHTAM OIpPE/IeICHHON CHCTEMbI IOKYMEHTAIIN

C) COBOKYITHOCTH PEKBHU3UTOB IIPHKa3a
D) COBOKYIHOCTH PEKBHU3HTOB aKTa
4. ITata JOKyMeHTa 0QOpMIIIETCA CIeAYIOIHM 06pa30M.

’
: ﬂ 1 : [ 4]
LA . l.!)'&\“,;l-

t'l . 4 I\"\ “‘ 1“.?11‘

A) 1 ¢pespansa 1997 - R a
B) 1 despana 97T. | LA
C) 01.0297r. - R
D) 01.02.97 T

5. ITata JOKyMEHTa — 3TO:
A) nara ero NOAMHCAHUS, IPHHATHA
B) 7Iara ero cOCTaBJICHH
C) maTa ero IONHCAHUA, IPUHATHS, VTBEPKECHHSI, COCTABJICHUA, IaTa COOBITHS

D) nara cOOBITHA I
6. KaxmM cBOMCTBOM MOXXHO OXapaKTCpU30BATh HaJIM49HEe Y JOKYMEHTa HEOThEMIIEMBIX cnaraebex
6e3 KOTOPBHIX OH CYIECTBOBATh HE MOXKCT.

A) BemecTBEHHOCTD;

B) aTrpuOyTHBHOCTb,

C) CTPYKTYpPHOCTE;

D) BepHOro BapHaHTa OTBETA HET.
7. JlenoBsie TACbMa OOBIYHO 3aKAHYHBAIOT dpazamu: S

A) B cooTBeTCTBHM ¢ Bameii mpocr00ii ... -- .

B) ¢ yBaXXCHHUEM ...

C) HaMu paccMOTpeHSI Bamy IpeIIOKEHHA ..

R TV IR 1S IR
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D) BcBa3M ... e

8. JIenonpon3BOJACTBO — 3TO: | SR

A) npaswiIbHOE 0POpMIIEHHE JOKYMEHTOB. e
B) opraEu3anusa JOKyMEHTOOGOpOTa B YIPEKICHHH. o
C) COBOKYMHOCTH JOKYMEHTOB, OTPAXKAIOIIUX YIPABICHICCKYIO NEATENBHOCTD YIPEAICHILL.

D) COBOKYIIHOCTB paGoT MO JOKYMEHTHPOBAHMIO AEATEIEHOCTH YIPABICHHS H [0 OpraHu3aiiy

JOKYMCHTOB B YUPCIKIACHHH. .

9. JleATeNbHOCTHh anmapara YIpaBlICHHs, OXBaTHBAKOM@i BOIPOCHI HOKYMEHTHPOBAHHUA : U ;. L
Ty s

e . .
- .

A

oprasu3aiuu paboThl ¢ JOKYMEHTAMH — 3TO: T Lare

A) NOKyMEHTallHOHHOE 0DeCIIeUYeHHEe YIIPaBICHI
B) cranpapruzanus

C) EI'CA

D) cmcreMa JOKyMEHTAlMU

10. JJoKyMeHT, 3aKpeIlIomuii JO/DKHOCTHOH H qUCJIEHHBOI COCTaB MpeANpHATHA C J)’K&aHIfIﬁM o

dorna 3apaboTHOH IIATHl — 3TO: SR I

o

p—
h'l' ‘;‘ . e

A) IOJDKHOCTHASI MHCTPYKIIHA
B) ycrtaB
C) mnonoxeHue
D) mrarHO€ pacnucasue
11. JoxymeHT, puKcHpyromuii X0 0OCYKACHUS BOIIPOCOB H NPHHATHA peIneHAH Ha~°.°§P§EM’ ‘
3acelaHMIX, COBCIAHUAX H T.IL.: | . s
A) 0O0BICHUTENbHAS 3aIIHCKa | AR
B) nmoxmnannas 3ammcka
C) akrt '
D) mnpoToxoi
12. Kaxas GpyHKIHA OTHOCHTCS K OOIMM QYHKIIHAM AOKYMEHTA:
A) o0meKyJIbTypHas,
B) umapOpMaAIlHOHHAA;
C) mnpasoBad; e
D) ymnopsaovmBaromas. AR
13. Kax TOJDKHO IPOHCXOIUTH JCTICHUE JOKYMCHTOB. .
A) Ha pojsl, TOIBHIbI, IOJPOJIEI, Pa3HOBHIHOCTH;
B) Ha pojsl, BUABL, TOABUAbI, Pa3HOBUHOCTH,
C) Ha BUIEBL, NOABHU/BI, PA3HOBUIXHOCTH, POMBL; .
D) Ha mOABHIELI, MOAPOJBI, PASHOBHAHOCTH. P AT
14. JToxyMeHTAIMOHHOE 00ECTIEUCHHE YIIPaBICHHAA — 3TO- S

A) mpolecc yCTAHOBJICHHSA H IPAMEHCHHA IIPaBHil ¢ LENbI0 YIOPSNOYECHUS ACITEILHOCTH B -

NENOMPON3BOACTBE.

B) [eATenbHOCTH anmnapara yHpaBIeHHA, OXBATHIBAIOIAS BOIPOCHI JHOKYMEHTUPOBAHHUA H -

opranu3anuy paboTh ¢ IOKyMCHTaMH.
C) CcOBOKYIHOCTE JOKYMEHTOB, IPAMCHACMEIX B OIIpe/ICTIeHHON cepe AEATECITLHOCTH.

D) COBOKYIHOCTb PEKBH3HTOB, YCTAHOB/ICHHEIX B COOTBETCTBHH C hopMyIIpOM TOKyMEHTA.

15. EI'CH — ato: :
A) COBOKYHNHOCTH PEKBH3HTOB, YCTAaHOBJICHHBIX B COOTBCTCTBHH C GopMyIApOM JOKYMEHTA.

B) KOMIUIEKC OCHOBHBIX MOJOXKCHHH, ONPENEILIONMX M PETIaMEHTHPYIOIHUX Opre ——

TOKYMEHTAIAOHHBIX IIPOLIECCOB Ha IPEIPAATH.
C) COBOKYIHOCTBH JJOKYMEHTOB, IPHMCHACMEIX B oIpeleNieHHOM cdepe IesATeIFHOCTH.

D) meATeNbHOCTh amapara YIpaBieHHs, OXBAaTHIBAIOINAs BOIPOCEL JTOKYMEHTHPOBAHHSA H
opraHg3anyu paboTEI C JOKYMEHTaMH.

16. JIOKyMeHT, coAepXamui HH(QOpMauwio, HE INpPeIHA3HAUCHHYI0 UL  IIHPOKOTO

PacIpOCTPAHECHHS:
A) HeomyOJIMKOBaHHBIH;

N KR
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B) TaiiHBIHA;
C) HenyOJIMKYyEMBIi, | |
D) HenepuoauIEeCKHH. | EERERR I
~17. UTo OTHOCHTCSA K IIPU3HAKAM JOKYMEHTA: i
A) GYHKIHOHATHHOCTH HHGOPMAIIUH; o T T
B) TOXIECTBEHHOCTH CaMoMy cebe; .
C) 3aKOHHOCTB; - i .
D) 3aBepIIEHHOCTH COOOIICHHS. I S S Y
18. Kaxoii TOrH4IeCKuii IpHeM, HCTIONB3YeTCs IPU CO3NAHWH JOKYMEHTOB: L L ATEes T
A) ompeneneHmue; L e e e
B) ycraHOBIEHHE; T ey e
C) obocHoBauwe; .
D) pazpsacHEHuE. | | et , =
19. Ecyiz Bam Heo6X01MMO [aTh OIACAHKE PEKIaMUPYEeMBIX YCIIyT, BbI cocramn*e P e
A) IOTOBOPHOE ITHCEMO e AT
B) pexiaMHOE DUCEMO SRR
C) conpoBONUTETLHOE THCEMO T )
D) ImHCEMO-IIPHTIIANICHAE ' ol
20. Eciiz Bam HeoO6X0IMMO NpeAbIBATE IPETEH3HN NapTHEPY, BBI COCTaBHTE
A) OroBOPHOE MHUCEMO S
B) urdOpMan¥OHHOE ITHCEMO o
C) COIPOBOAMTEIHLHOE IIHCHMO
D) HmHCHEMO-IIPETEH3HIO _ L

Tect Ne 3 -

1. VKa)XHTe OTIHIATENHLHOE CBOMCTBO JOKYMEHTA: * S
A) KONMIHOCTH; B R R
B) ropuauueckas CHia; - - -
C) MHOXECTBEHHOCTE; . ‘

D) TO9HOCTE.

2. Ecr Bam He06X0uUMO TIPHIIACHTH OPTraHN3aldio MM JOJDKHOCTHOC JIMHO Ha COBeIJIaHHe
BCTpedy, BBl COCTaBUTE , R
A) IHCHMO-TIPATTIAIIECHUE | PR A
B) conpoBOAHTEIBFHOE UCHMO o | SRR
C) NHCEMO-IIOATBEPXKICHHE o

D) IoroBopHOE IMHCHMO a "

3. Ecimn Bam HEOOXOIIMO COOOIIUTD O IIPOBEACHIH MEPONIPUATHSA, BBl COCTaBUTE o .
A) CONpPOBOJUTEIBHOE MHCEMO o
B) nHCEMO-IIOATBEPXKACHHE | R |
C) IOroBOpHOE MHUCHEMO T N
D) unGOpMALMOHHOE ITHCHEMO SRS

4. Eeau Bam Heo6X0MAMO COCTaBHTH MHCHMO, HHQOpMHpYIOIEe aapecaTa o HaHpaBJIeHHPI K HeMy .

IPUCHUIAEMBIX JOKYMEHTOB, BEI COCTaBHTE |
A) COIPOBOAUTEIHLHOE ITHCEMO
B) mmchMO-yBeIOMIICHHE
C) muCBEMO-MOATBEPKACHHUE
- D) ImoroBOpHOE HMCHEMO

5 Feau BaM HeO6XOIMMO COCTABHTH IHMCHEMO, COMPOBOXKIAIOIIEE JOrOBODP, TO OHO OyZeT HOCHTB

HasBaHue (XI0 COACPKAHHIO) - SR
A) IHCHMO-TIOATBEPKIICHUE |
B) aorosopHOE
C) cOmpOBOIHUTEIBHOS

N
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D) muceEMO-yBEIOMIICHHE S
6. Ectin BaM HE06XOIMMO YBEZOMUTE OTIIPABATENA O ONYICHAHN IOKYMEHTOB, Bel coCcTaBHTe .- . . )

A) uHGOPMAIMOHHOE IMHCEMO SR

B) [IOroBOPHOE IMHCHMO A S

C) COmpoOBOAWTENBHOE MIUCHMO - - |

D) nuchMO-IIOATBEPXKACHUE - St N
7. Ecru pacriopsAUTeIbHAA 9aCTh TEKCTa HATHHACTCS CIIOBAMH —OOS3BIBAIO, TO ITO . . 7 sl
Fympees T Gl
B) sagBieHue - S BRI A
C) pacnopsxeHHe ,. =
D) yka3aHue L
8. Eciu pacniopsaauTeIbHas 9acTh TEKCTa HAYMHACTCS CIOBAMHU —npegnaraiol, To3T0
A) mpukas T R A LT
B) pacnopspKeHHe SR A C e T
9. MHneke HoKyMeHTa oGOpMILeTCs CIEAYIOIUM 00pa3oM o T N 2
A) 13.14 '
B) mk 11. PR
C) cxlé. | VLY ’ o
D) 13/14 | o T e T e
10. Uanekc JOKyMEHTa — 3TO
- - A ¥

A) TOpsAOKOBBIA HOMEDP PErHCTpaliH

B) uHIEKC CTPYKTYPHOIrO MOAPa3sAeICHUA - T

C) mubppoBoe, OyKBEHHOE HIIH KOMOMHHPOBaHHOE 0003HA4YCHHE ROKYMCHTA, yKa3bIBAIOINEe

MECTO €r0 COCTABJICHHA M XpaHCHHS A
- D) HoMep nena 1o HOMEHKIATYpe ACII
11. MaTepBan — 3TO

A) pabouee mone T

B) ciyxebHOe moje C

C) mnonoxeHHe TadyIsITOpA

D) pacCTOSHHE MEXIY OCHOBAHHSIMH CMCKHBIX CTPOK
12. HH(bopMaI.IHOI-II-IO-CIIpaBOtIHBIfI TOKYMEHT,  COCTaBJLIIOMIMACA  IPYNIIOH o I
IIOATBEP)KIOCHUS YCTaHOBJICHHBIX ¢daxkToOB — 9TO B

A) IoxiamgHad 3amMCcKa | ;‘ v '

B) axrt ' e T

C) OpOTOKOI

D) o0BsACHUTEIbHAS] 3aIMCKa ”
13. CHONHUTEIBHOE ASIONPON3BOACTBO — 3TO . T

A) pabora ¢ JOKyMCHTaMH, IPOBOIUBIIASCAH B CoBETCKHX YIPEIKIACHUAX N o . P

B) paboTa ¢ AOKyMEHTaMH, IPOBOAMBINAICA B KOJUIETUAX .- i G

C) pabora ¢ JOKyMEHTaMH, IPOBOHBINAICSH B MUHHCTEPCTBAX o

D) pa6oTa ¢ ZOKyMEHTaMH, IPOBOUBIIAICS B IPHKa3ax |
14. KoJuiexckoe AeIonpon3BOACTBO — 3TO o B

A) pa6oTa ¢ JOKYMEHTaMH, IPOBOAUBINASCS B KOJLICTHSAX B Rt

B) paoTa ¢ ZOKyMEHTaMH, IPOBOAMBINAACS B IIPAKA3AX -

C) paboTa ¢ IOKyMEHTaMH, IPOBOJUBIIAICA B CoOBEeTCKHX YIPEKIACHUAX

D) pa6oTa ¢ ZOKYMEHTaMH, IPOBOAUBINASCS B MUHHCTEPCTBAX R e
15 KoMIIEKC B3aMMOYBA3AHHBIX JOKYMEHTOB, pPErIaMCHTHPYIOIIHX CTPYKTYDY, 3amaun,.
bYHKIME NpeATpHUATHS, OPTaHW3aIMIO ero paGoThl; MpaBa, OOA3BHHOCTH M OTBETCTBEHHOCTb
PYKOBOJCTBA M CHEIUAIHUCTOB NPEANPHATHSL — 3TO e

A) pacropsIUTEIbHEIE JOKYMEHTE] I

»
- -

N
3

. -

' ’ [] ]



B) ycras

C) cnpaBogyHO-HHPOPMAIIUOHHBIE |

D) opraHM3alOHHEIE JOKYMEHTH] 0
16. KoMIUIEKC OCHOBHBIX MOJIOXKEHHH, ONPEACIIOMNX H PErinaMCHTAPYFOMHX opralmsaumo
IOKYMEHTAIIMOHHBIX MPOLIECCOB Ha IIPEANPHATHA — 3TO

A) cucTeMa NOKyMEHTAlUH e

B) EICHA B

C) [OKYMEHTamMOHHOE 00ecreueHUe YIIpaBICHHA o C TmelgiEes

D) crarmapTH3anud

17. HazoBuTe BUIBI AOKJIATHBIX 3aIIACOK R % 15 (i -
A) wmHPOpManmUOHHBIC, OTUETHEIC ST
B) BHYTpeHHHE, BHEITHHE R
C) OTUYeTHEIC, BHYTPCHHHE A A

18. Ha3opuTe 1Ba OCHOBHBIX (pOpMAaTa, Ha KOTOPBIX OQOPMILIIOTCA noxymem:m OPJ]

A) A5 (148x210 Mm); A 3 (297x420 Mm) - o Flral T3

B) A 4(210x297 mm); A 5 (148x210 Mm)
C) A5 (148x210 mm); A 6 (105x148 Mm)

D) A 3(297x420 Mm); A 4 (210x297 mm) e

19. Ha3zoBHUTE HOKYMEHT, HE BKJIIOYEHHEIH B IPYIITY BXOAAIINX H HCXOIAIIUX JOKYMEHTOB B
puKasax |

A) namsaTu

B) oTmucku

C) axrt L

D) rpaMoOTEHI - S
20. HazoBHTe JOKYMEHT, HE BXOJALIUH B IPYIITy PACIIOPAAUTEIBHBIX IIOKYMEHTOB BRI

A) CTpyKTypa M IDTaTHAsA IMCICHHOCTD

B) yka3zaHHE

C) npukas

D) moctaHOBJIICHHE e

Tect Ne 4 .
1. HazoBHTE NOKYMEHT, HE BXOIIMIUU B COCTaB HH(}OPMANHOHHO-CIIPABOYHBIX
A) TPOTOKOII
B) crpaska
C) pacrnopsKeHHE
D) akr

2. Ha3oBHTe JOKYMEHT, HE H3JaBaCMbIH 1[apeM B ICPHO/ IIPHKA3HOTO nenonponsBoz[cma IS

A) >xajoBaHHAas IrpaMoTa
B) yxkas

. C) mpuroBop . o
D) axr B

3. HasoBHTe HOPMATHBHEIH JOKYMEHT, Ha OCHOBAHHH KOTOPOTO OQOPMILTIOTCS IOKYMEHTEL OP/]

A) HMHCTPYKUHA IO AETONPOU3BOACTBY | - e

B) monoxenne o6 apXuBHOM QOHTE Pd
C) I'OCT 6.30.-2003
D) I'OCT 16.48.7-70
4, HazoBuTe pasfell, HE BXOAAMMUH B TEKCT yCTaBa
A) periaMeHT AEATEIBHOCTH
B) o0mme nonoXxenusd
C) opraHu3allMOHHOE €IHHCTBO
D) mODKHOCTHBIE 00sA3aHHOCTH

D) uHbOpPMAIHOHHEIE, OTICTHEIE, BHYTPEHHYE, BHEIIHHE SRR R



5. HazoBHTe pEKBH3UT, HE BXOASIIUM B YOpMYIIIp aKTa
A) TOAIHUCE
B) Ttekct
C) ampecar
D) 3arojioBoK

6. HazoBHATE pEKBH3UT, HE BXOIAIOUI B (POopMyJIIp peIICHHA

' v 4 : “
A "reI(CT . - - K
1 5 - T : ol I T
) -p" ) . . - .- .
) " \‘: k- . ‘
ASY |
¢ [N

B) 3aroioBoK

C) cchpUIKa Ha UHAEKC U JaTy BXOAAIIEro JOKYMEHTA .
D) nmoamuce |

7. Ha3zoBHTE PEKBU3UT, HE BXOAAIHUH B GOpMYJIIp yCTaBa
A) HasBaHHE OpraHu3anuyu

B) HauMeHOBaHNE MHHHCTEPCTBA HJIH BEAOMCTBA o R e i I
C) nauMmeHOBaHHE BHJA JOKYMEHTA - SRR S

D) appecar

8. Hazosute meym qJokiaaa |

A) apryMeHTaIus

B) mHboOpMUpOBaHKE U yOeXKACHHE
C) ImoKa3aTeabCTBO

D) ybexneHue

9. HazoBHTe YaCTH TEKCTa IIPHKas3a

A) XOHCTaTHpYIOImas, BBOAHA]

B) xoHcTaTHpyOIIas, pacIopAXUTEIbHA]

C) ocHOBHasd, paCIOPSTUTENbHAT

D) BBOAHAsA, OCHOBHAA .

10. O6s13aTebHBIN IPA3HAK HA IOKYMCHTC, yCTAHOBJICHHEIH 3aKOHOM — 3TO
A) mHTepBal o
B) pexBH3HT
C) . moyoXeHHe TadyATOpa
D) sMmbnema

11. Oprarn3anHOHHO-PaCIIOPAUTEIIPHAA HOKYMEHTAIMI — 3TO

 A) yEu(UOIAPOBAHHBIH NOKYMCHT
B) COBOKYIHOCTE PEKBH3HTOB

C) COBOKYMHOCTH B3aHMOYBS3AHHBIX JIOKYMEHTOS, YHKIFOHAPYIONIAX B Chepe yIpaBleH

D) ymupHnHpoBaHHAL dopma _
12. Opradu3alHOHHBIH JOKYMCHT JIMTETBHOTO WY IIOCTOSHHOTO CpOKa NeHCTBHA, B KOTOPOM

OnpeneEICHbL Hay4YHO-TEXHHICCKHUE, (hMHAHCOBBIC CTOPOHBI IEATCIILHOCTH NOJDKHOCTHBIX JIHI] —

3TO
A) 1mTaTHOE paclyuCcaHue
B) HODKHOCTHAS HHCTPYKIMA
C) yctaB ,-
D) moioXeHue . o
13. Opraen3anuoOHHBIH JOKYMEHT, B KOTOPOM yKa3BIBAIOTCS BCE CTPYKTYPHBIE [IO/Pa3sACICHI

IpeANpHATHs, BBOAUMBIC HA [IpeATpPHATHH TODKHOCTH B KOIMYECTBO [ITATHBIX COUHMIL IO KaXKIOH -

U3 HOJDKHOCTEH — 3TO
A) mnpaBmwia BHYTPEHHEIO H TPYIOBOI'O pacropsaka

B) ycras B

C) mTaTHOE paclHUCaHUC .
D) cTpyKTypa ¥ ITaTHAaA YNCJIICHHOCTD -

14. Oprarusanys padoThl ¢ JOKYMEHTAMHI B KOJUIETHIX HOCAT Ha3BaHHUC | A

A) KOJUIEXCKOE NIeTIONpPOU3BOACTEO
B) coBeTcKoe AeI0NpPOU3BOACTEO



C) mnpuka3HOe ACTONPOU3BOACTBO
D) HCIONMHHUTEIBLHOE ACIONPOR3BOACTBO |
15. Opraau3anus paboTsl ¢ JOKYMEHTaMH B MEHUCTEPCTBAX HOCHT HA3BaHHC . I
A) COBETCKOE IEIONPOR3BOACTBO -
B) KoOJIEXCKOE AEIONMPON3BOACTBO
C) npuxasHoe AeNIONMPOH3BOJCTBO I
D) HCHOJHUTEILHOE AEIOMPON3BOICTBO S S
16. OCHOBHOE TIPaBHIIO, KOTOPOTO CIIEAYET IPHACPKUBATECA IPH ITOJIATC TenedOHOrpaMMBL
A) mepeaaBaTh TOJNBKO KPaTKyio, CPOUHYIO HHPOPMAIIHIO , S T
B) npu perucTpanuy TenedOHOrpaMMBI HCIONB30BAaTh JKypHAI PErdCTpaliid BXOJAIMX ~
IOKYMCHTOB Y ‘
C) Texct — Gonee 100 cioB . T
D) HCIONB30BaTh MAKCHMYM CIIEIHATIBHEIX TEPMUHOB o L T
~17. OCHOBHBIE YaCTH TEKCTa IPOTOKONIA B Ry
A) KOHCTaTHpYIOIas, BBOJHAS S T
B) ocHOBHas, pacnopsaUTEIbHASA | e ST
C) KoHCTaTHpyolas, pacIopsaIuTeIbHAaL
D) BBOIHAas1, OCHOBHAA | L
18. OxapaxTepusyiiTe ¢ TOYKH 3PEHHA NPUHAVIEKHOCTH K PCKBU3MTAM NaHHBIM (PparMeHT.
Pextopy HOBOCHOHPCKOTO YHHBEPCHTETa FOCIONUHY CMONKHHY C.A. 634635 r. HoBocuOHpCK Y.
JleuwHa, 0. 15. - | |
A) pe3omonus s

B) ampecat
C) Bu3a cOrIacoBaHUS

D) Bu3a 3aBEpeHUA | ' R
19. OxapakTepu3yiTe ¢ TOUKH 3pCHHS IPAHAICKHOCTH K PEKBH3HTAM CJIEXYIOIIHH ¢parMeHT:
Plan 1. doc CuMkunra 13.01.98

A) OTMeTKa O 3aBEPCHHU KOIHH
. B) otMeTka 0 IOCTYIUICHHH

C) HCIONHUTEND | S

D) oTMerka O IEPEHOCE NaHHBIX Ha MAIIUHHEIH HOCHTCb N
20. OxapakTepu3yuTe ¢ TOUKH 3pCHHA IPHHAUIEKHOCTH K PeKBH3HTAM clemyomui QparMeHT:

BEPHO Cexperapb-pedepeHt /I N.K. KorTOpKIHA
A) Tpud yTBCPIICHHA R Y
B) ormeTKa 0O 3aBEpCHHH KOIHH - T .
C) mOMIHCEH |
D) pesomonus

-
. o» P
.

Tect Ne S
1. OxapakTepu3yiiTe ¢ TOTIKH 3DEHHS IPHHAIIIEHKHOCTH K PEKBH3HTAM ClIeAyIomui ¢parMent:

[eHepaibHBINA AUPEKTOP JU/IT 1N.K.ComOB
A) BHU3a
B) ‘TCI'(CT | o ' ‘:.-‘,‘f, o
C) HOAIUCH I

D) 3aroiioBOK |
2. OxapaxTepH3yiTe ¢ TOUKH 3PCHHS [PHHAIUICHHOCTH K peKBU3NTaM CIEAyIOmuii GpparMeHT:

3aM. mupekTopa I IoXuHy N.K. O6ecrneunTsh YCIOBHUSA BEIIOTHCHNS IIOCTABOK 1O 16.01 '200?‘. .‘ .,

n/m 18.11.2003
A) IOOIHACH
B) 3aronoBoOK Lo
C) Bu3a | BEEEER
D) pesomonua



3. Oxapax'repnsyn're C TOYKH 3peHUS IPHHAICKHOCTH K PEKBU3HUTAM CJICAYIOIHH @pamem*.

HUMIOAJ 13.01.98 Ne 36/17 | R
A) HCIONHMTEND S T
B) oTMeTKa O MOCTYIUICHHH - PRI
C) rpud yreepxaeHuA | N IR
D) oTMeTKa 0 3aBepEeHHU KOUH - |

4. Oxapakrepu3yiiTe ¢ TOUKH 3PEHHS IPUHALIEKHOCTH K PEKBU3UTaM CICHYIOIHI QparMenT:

O6 uadopMalMOHHOM 00€CIIeYEHUH L
A) Bm3a | AT
B) 3aroioBok I
C) pesomomnus -
D) Texkcr . e T ’i’;' o

- 5. OxapaxrepusyiiTe ¢ TOUKH 3pEHHUS IPHHANICKHOCTHA K PEKBU3HTAM CIIEAYIOIIHH (bpa.mem |

CumoHOB 989-78-35 o ”;
A) rpud yTBEpKICHUA R A A

- B) ucnomHuTENH T P T A

C) pesomomust ' S ey

D) oTMeTKa 0 3aBEepEHHHU KOIHH L TR
6. OxapaKTepu3yiiTe ¢ TOUKH 3PSHHS NPHHALIEXKHOCTH K PEKBU3UTaM CJIeAyIONIHH (bpamem" o
YTBEPXIAIO Jdupekrop /1 U.0.®. 13.02.98 |

A) rpud yTBEpKIOCHUS

B) 3aronoBok

C) pesomonmus

D) nonmuck | Co g

7. OXapakTepu3yiTe ¢ TOUKH 3PEHHs IPUHAIIEKHOCTH K PEKBU3HTAM CJIS/y OMIHAN (l)pamieHT R

IOpuct /o 11K, Cumonos 10.11.2004
A) agpec
B) pesoixonus
C) Bu3a
D) rpud yTBEepKICHUA ) | -
- 8. Oxapam*epnsym*e C TOYKH 3PECHMA PEKBU3UTOB CIICAYIOMHH dparmeHT: «Bx. Ne QOOO ,TT[a"ra -
-00.00.00» . | ‘
A) pe3osroLus
B) oTMerka O IOCTYIUICHHH JOKyMCHTA
C) orMeTKa O HaJIH4HH IPIJIOKECHHN
D) moxamuck . |
9. OxapaKTepHu3yiTe ¢ TOUKY 3PCHHS PEKBU3HTOB CIICAYIOIIIH dparment: —02.03.938. o
A) TomIHChH . e
B) znara S
C) pesomonms
D) oTMETKa O HATMYUH IIPAJIOXKEHUH )
10. OxapaKkTepu3yiTe C TOUKH 3pEHHS PEKBH3UTOB CICAYIOMIHI dparmenT: —13/14
A) THIEKC
B) orMeTka o HAJTMIUH MPUIOKEeHHUH

C) pesomou;wl _ - R
- D) moammchk ' et e
11. Oxapamepnsyme ¢ TOYKH 3PEHMS PEKBH3UTOB CJICAYIOIIH bparMeHr: —-npmloxcenue. Ha II. .
B 2 9K3, )

A) OTMeTKa O HAJHIHUH IPHI0XKCHAN

B) mommuce

C) nata

D) pe3omonu



x

12. Ilepeumcnamre BONPOCH, KOTOpHIE OTPAXAIOTCA B IpPaBUIaX BHYTPCHHCTO TPYZOBOTO

pacmopsiaxa . “
A) oprammsamus paGOTEI  OpPENUPUSTHSA, B3aMMHBIE  OOA32HHOCTH paGOTHHKOB H
aAMHUHHCTPAIINH, IIpEIOCTABIICHUE OTIIYCKOB, KOMaHIHNPOBAHHE COTPYIHHKOB,
BHYTPHOOBEKTHBIM pEXKUM I
B) HOIDKHOCTHOM M GHCIEHHBLA COCTAB IPeIIPHUITHS ERTEE A
C) Hay4YHO-TEXHHYECKHE, (UHAHCOBbIE CTOPOHBI AEITENHHOCTH NOJDKHOCTHDIX 1281 L
D) mopsmox o6pa3oBaHus, 3aqaud, o0f3aHHOCTH, IIpaBa, OTBETCTBCHHOCTD X OpraHU3alHIo - w,
paGOoTHI MPEATIPHUSTHS B LEJIOM HITH €70 CTPYKTYPHBIX IOAPasIeIeHuHI T |

13. IlepegncnuTe OCHOBHEIC BUIBI OJTaHKOB
A) obmuif Onamk, ONaHK [Uid nHceM, ONaHK ¢ IPOXOJIBHBIM H YTJIOBBIM PACIIOJIOKCHHEM

-~

PEKBH3HTOB ,
B) cymecTBYET TOIBKO GJIaHK C IPOAONLHBIM H YTIIOBBIM PACIIONIOKEHHCM pPeKBH3HTOB 'z = [ .
C) CymecTBYeT TOIBKO 0Ot G1aHK LT T

D) cymecTByeT TOJIBKO OIaHK I ITHCEM
14. IlepeancanTe OCHOBHEIE SJIEMEHTHI OKIIANA | SR

A) OCHOBHAA 4aCTh; BEHIBOABI (PEKOMEH IAIIIH) . o

B) BcTymieHHE; BEIBOABI (PCKOMEHIAINH) T S

C) BCTymIeHHE; OCHOBHAS 9acCTh | - . 1 n--'i.% ”

D) BCTyIUICHHE; OCHOBHAS YaCTh; BHIBOIBI (DCKOMEHIALNMH) | T
15. IlepeuncinTe IeTH M3y49eHHUS AENONPOM3BOACTBA A) | B
OIIpeEINTE poiib cyx0 JIOY.

B) moxa3arh 3HauYeHHE paObOThHI ¢ ZJOKYMEHTAaMH B XKU3HH obmecTBa. | R

C) oBNajeHHE OCHOBAMH IIPAaBHISHOTO OQOPMICHHA IOKYMEHTOB M HaIeKalIeH

opraHu3anmeii JOKyMeHTO000pOTa.

D) mpHBHTH HEOOXOAUMBbIE HaBBIKHK B paboTe ¢ eIaMu, 3aKOHICHHBIMH IEJIONPOU3BOACTBOM.
16. TTuchbMO TTOCTIe OGPAIIEHHS Jaie BCero MpoJIojDKAeTCs CII0BaMHU T

A) MBI paccUUTHIBaEM Ha Bame COTPYAHUHCCTEO. . . o - )

B) BCBA3H C ... “

C) HaMH paccMOTpeHBI Bamu NpeUIoKCHUA ...

D) ¢ yBaXXEHHEM ...

17. TTucsMoO mocie oOpalneHns Jalne BCeTo MPOI0JDKACTCs CI0BaMH

A) B cOOTBETCTBHH C Barme mpockOox ... - - .

B) MHI HaZieeMcs Ha Banry 3aHHTEpeCOBaHHOCTD ... R

C) ¢ yBaOXEHHEM ... '

- D) MmI paccunTEBaeM Ha Baine cOTpyAHATCCTRO. ..
18. [IncsMoO dale BCEro Ha9MHACTCA CJI0BaMU

A) BCBA3HC ...

B) c yBaKCHHEM ...

C) B COOTBETCTBHH C ...

D) yBaxkacMBI€ TOCIIOAA ...
19. ITucsMO-HalIOMHHAHHUE — 3TO
A) [OKYMEHT, HOATBEPKIAIOLINH IOTYICHUC IeHHOCTEN T

B) NOKYMEHT, COOOLIAIOIMMH O NpUOIHKEHAN, YCKOPEHUH, MCTEUCHUH CPOKa HCIONHCHHUA |

KaKkoro-ymobo JefiCTBUA .

C) IOKYMEHT, COAEPXKaIlHii NPUTIAICHAC Ha MCPOIIPUATHC N | *

D) IOKyMeHT, COTEpKaIyii HEQOPMAIHIO O IPOBOSHMOM MEPOTIPHITHA o
20. ITox —COBOKYIHOCTHIO B3aWMOYBSA3aHHEIX IOKYMECHTOB, IIPUMCHACMBIX B onpeneieHHOR chepe |
nestenpHOCTH] MOoApasyMeEBalOT SN

A) crcTeMy JOKYMCHTHPOBaHHUA o

B) ymudpumupoBaHHYIO GopMy

C) yHu(HIMPOBAHHEIA HOKYMCHT D .



D) crmcTreMy HJOKYMEHTAINH T R e TR

Tect Ne 6 | . ERURER

1. HpaBOBOH aKT YIpaBJeHHsA rOCyNapCTBEHHOTO OpraHa, HMEIOIIHH 005A3aTEeNILHYIO cnny mm
rpaxaad H OpraHu3alvii, KOTOPEIM OH aJpecoBaH — 3TO
A) yKaszanue

-'. R
. ol e .
B) npukas . R IO

C) pacnopsbxkeHHe

D) pemenue

2. IIpaBoBOil aKT, M34aBacMbIi PYKOBOIHUTENEM IPEANpPHATHSA, ACHCTBYIOLICTO Ha ocnonannn
eIWHOHAYAINS, M1 pa3pemICHUs OCHOBHBIX M ONEPATUBHBIX 33124 NpeAIpHATAI — ITO ‘
A) nppnxas
B) ykaszanme -
C) pemenue e
D) pacnopsbxeHue

3. TIpaBoBOii aKT, ONpeNesIOMMIA MOPSI0K 00pa3oBaHus, 3a1a4H, 0053aHHOCTH, npaBa, .

OTBETCTBEHHOCTH M OpraHH3anuio paboTh! IPEANPHUATHA B LEIOM HIH €TI0 crpyKIyprD{
IOJAPa3AEICHUN — 3TO

A) TmonoXeHHEe

B) ycras

C) IOmKHOCTHAA HHCTPYKIUA |

D) mraTHOE PaclHCaHue L
4. TIpukasHoe JeIOIPON3BOACTBO — 9TO o

A) paboTa ¢ IOKYMEHTaMH, IIPOBOAUBINASACH B COBETCKHX YIPEIKICHHAX

B) pa6oTta ¢ JOKYyMECHTaMH, NPOBOJAMBINAsACS B MUHUCTCPCTBAX

C) paboTa ¢ JOKyMECHTaMH, IIPOBOJUBINAACS B KOJUICTHAX

D) pa6ora ¢ JOKyMEHTaMH, IIPOBOUBIIAACA B IpHKa3aX

5. TIpyauHEBI N30aHKAS YKa3aHUs paCKpIBAIOTCA B | L
A) BBOAHOI 9acCTH TCKCTA | LT e

B) pacnopsauTEIbHOM JaCTH TEKCTA

C) KOHCTaTHPYIOIOEH 9aCTH TEKCTa

D) oCHOBHOM 9acTH TEKCTa .
6. TIpomecc YCTaHOBICHHS M NPUMEHCHUS IPABUI C LCIBIO YHOPHI.IO‘ICHHH I[GSI’I‘eJIBHOCTH B
IEJIONPOU3BOACTBE — 3TO .

A) cucreMa JOKYMECHTAllHH R

B) craHnapTH3aLA] | | SR

C) EI'C/

D) IOKyMEHTAallHOHHOE obecrieueHue YIIpaBICHHUA
7. Pa60Ta ¢ JOKYMEHTaMH, IPOBOUBINA’CA B IPHKa3aX, HOCHT HA3BaHHC

A) npHKa3zHOE JENOIPOH3BOJACTBO

B) HCHOJHUTENBHOE ACTIONMPOU3BOACTBO

C) KOJUIEXCKOE ACIOMPON3BOMCTBO

D) coBeTcKO€ IEJIOIMPOU3BOACTBO
8. PacopsuTeNbHBIM JOKYMEHT KOJUICTHAJIBHOrO  OprdHa
MHHHACTEPCTBAMH, BEAOMCTBaMHU, HAyJHBIMU COBETAMH — 3TO

A) pemeHue

B) ykazaHue

C) pacnopsoKCHHE

D) mpuxa3

I N
1 -

. R 1.
e Tl

YIIpaBIICHHU,
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M3/1aBaeMBIH






18. COBOKYIHOCTb paboT IO AOKYMEHTHPOBAHHMIO JEATENBHOCTH YHPABICHIA H 1O OpraHH3alyH . .

HOKYMEHTOB B YUpPEKICHHH — 3TO S
A) cucreMa JOKYMEHTHPOBAHHA RS
B) cHcrema AOKyMEHTallud S
C) HoKyMeHTO000pOT | | Cowh e

D) zmenompoH3BOACTBO

19. CoBOKYIHOCTh pAaCIIOJIOKCHHBIX B OIpeeeHHON  IOCIe0BATEBHOCTH

IPHUCYIIUX BCEM JAOKYMEHTaM ONpEeNEIeHHOM CHCTEMBI JOKYMEHTAIHI — 3TO s o
A) BEBIIHCKA | | |
B) dopmynsap-obpasen o TR
C) Omauk
D) HOKyMEHT |

20. CtanmapTusanus — 3TO | RS
A) craHZapTHOE pacloNIOXKEeHHE MaTepHala. SRR
B) cornacoBaHHE C TEKCTOM 3aMHTEPECOBAHHBIX JIHIL.
C) ynorpebieHne yCTORIHMBEIX 000POTOB. o L ean e
D) nporecc yCTaHOBJICHHSA M NPHMCHCHHA IPaBAI C eNIBIO YIIOPSAJOUCHHS EATENHHOCTH B
JIETIOTIPOU3BOJICTBE. -

i
’ 1 .

R | N Torosoe TeCTOBOE 3aJaHHE N
1. B xaKoM BapHaHT€ OTBETa NPaBAJILHO HA3BAHbI PEKBHIHUTDI o6mero 6anKa? S
A) HauMmeHOBaHHe OpraHu3alyuy, SMO1emMa OpraHA3aliy Wik TOBApHEIA 3HAK, HAMMECHOBAHHKE BUIA . "
nokymenta, OI'PH, MHH/KIIII, 3arosioBoK K TEKCTY, aApecaT. A et R
B) HanMeHOBaHHME OpraHu3amyy, KO OpraHu3allyy, OI'PH, MTHH/KIIII, mara, perucTpaliOHHBIN
HOMeD ZIOKYMEHTa, CChUIKA Ha PETHCTPALMOHHEI HOMED 1 JaTy IOKyMCHTA. .

B) HamMeHOBaHHE OpraHA3alMA, MECTO VIS BUJA IOKYMEHTa, KO/ OpraHi3aiy, Koz

OpraHy3alliiH, 1aTa, PErUCTPAHORHbIA HOMEP, MECTO COCTABIICHHL.

2. B KaKoM BApHAHTE 0TBETA NPABHJILHO HA3BAHBI PEKBH3HTHI KOHKPETHOTO BH/IA

HOKYMEHTa? T
A) TocynapcTBeHHbI Trepo, KOZX bopMBI JIOKYMEHTa, HAMMCHOBaHHE BHIA JOKYMCHTA, .
peruCTPalliOHHBIN HOMEp, /1aTa IOKyMEHTa, MECTO COCTaBJICHH. |

B) HanmeHoBaHHe OpraHH3alluy, yMGJIeMa MM TOBapHBI 3HAK, HAUMEHOBaHME BHIA TOKYMCEHTA,
KOl OpraHM3anuH, KoJ hopMBI XOKYMEHTa, AaTa, PerHCTpAalliOHHBIA HOMEpP. oo

B) HauMeHOBaHME OpraHH3allyy, HAUMECHOBAHHC BH/I JIOKYMCHTY, Kol $hOopMBI TOKyMEHTa, MECTO
N30aHUs JOKYMCHTA. - SRR S
3. B KkaKAX JOKYMEHTAX MPOCTABJIACTCH PEKBHIUT «Ot™MeTKa 06 ncnogaATee» ? Kakoit e

papHanT ee opopmiIeHHs BbI cunTaeTe NPABWILHBIM SR

A) Cemenona Hpuna IleTpoBHa 23-34-45

B) I.I1. CemenoBa 23-34-45

B) CemenoBa 23-34-45 \

I") Cemenosa V.IT. 23-34-45 . S
4. B xaKkoM BapHaHTe 0TBETa NPABIUJIbHO HA3BAHBI PEKBU3NTDI 6aanka macbma? 0
A) HauMeHOBaHYe OpTaHH3AIMH, KO/ OPTaHH3aIH, KO/ bOpMEI JOKYMEHTA, CIIPABOYHEIE JAHHEIE
o0 opranm3amya. - o

B) HaumenoBaHue OpraHu3aliii, HAMMEHOBaH!E BI/Ja IOKYMCHTA, JaTa, PETHCTPAIJHOHHEIA HOMED.
B) HauMeHOBaHMe OPraHM3allyd, CIIPABOTHEIE JaHHEE 06 oprarmsanuy, OI'PH, MHH/KIIII, nara,

pErHCTPanMOHHbI HOMEp, CCBUIKA Ha PErMCTPAIHOHHBIA HOMED U JaTy JOKYMEHTA. S

' -'s - " I. iz« t..‘. - -_I‘

5 B xaKoM BapHaHTe 0TBETa PABHJIbLHO HA3BAHBI PEKBH3UTHI 0/1aHKA npukaza?

' A) TocynapcTseHnbIi Tep6, KoX POPMEI IOKYMEHTa, HAUMEHOBAHUE OPraHU3aliy, HAUMCHOBAHHE
BHJIA TOKYMEHTA, [iaTa JOKyMEHTA, PETHCTPAlMOHHBIA HOMED, MECTO COCTAaBIEHAS. e
b) Foqynapcmennbm repd, HAMMEHOBAHHE OPraHU3aliy, HAHMCHOBAHHE BHIA TOKYMEHTA, KOX

. R B N t .
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bOPMEI IOKYMEHTA, aTa, PETHCTPallMORHBIM HOMEP, MECTO COCTaBJICHAS, CIIPaBOYHEBIE JAHHBIE 00
OpraHHA3aIHH. e

B) DM6neMa, HAUMEHOBaHNE OPTaHU3alUH, BHA JOKyMCHIA «JIPUKA3», kox GopMBI TOKyMEHTa, ”

[aTa, MeCTO COCTaBIICHHS. S TR

6. Kaxue crocodb! oopMIeHHs AaThI B JOKYMEHTAX SIBJIAIOTCH gpawipHBIME? o

A) 05.02.08. LT

B) 05.02.2008 . Crni T
B) 05 despana 2008 roxa. L
I') 2008.02.05 - et
D) 5 deppans 2008 r. e RN e
E) 05 despana 2008. ' N S
7. Kaxoii cmoco6 odpopMiaeHud anpecaTa ABJAACTCH NpaBHILHBIM? T

A) upexropy mxons Ne31 - S S P
Margeepoii Tamape 1leTpoBHe.

B) Bosuecenckoii E.K. . o O

yi. Baxosa, 1.1, kB. 5 | YIS A T
Mocksa 123046. e
B) 3A0 «AsKc, L L
Tlupextopy B.C. JlapsoHOBY. T
I') Tupektopy 3AO «Dpax»

P.O. CMupHOBY

8. Korna 3axkanguBaercs pOpMHPOBABHUC peya? | R A
A) Jleno ¢popMupyeTcs B IPEACIaX KaJISHAapHOro rojia (3a HCKII0ICHACM mepexomAmpX Aem) . . T '

B) Jleno ¢opMupyeTcs A0 NOCTIKCHIA MaKCHUMAaJIbHOTO 00beMa B JIHCTAX, T.€. A0 250 micToB.: -
B) Jleno hopMEpYETCs O YCMOTPEHHIO OpTaHU3alliH. |
9. Kem dopMHpYIOTCS AeIa B CTPYKTYPHBIX noapasejieHUAX CCPBHCHBIX O
A) PyxoBoauTeeM CTpYKTYPHOTO nozpasacieHuI

b) AcnomauTesiMA
B) 3amMeCcTHTCILIMHA pyKoBoauTeel CTPYKTYPHBIX noApa3aC/ICHUH

") Jenonpou3BOACTBCHHBIMU paboTHHKaMU

10. Kakoit npuHIAN ¢OpMHPOBAHHS A¢I sIBJSIETCH OCHOBHBIM? | -
A) ITo cTeneHEH BAXXHOCTH JHOKYMCHTOB | SR o
B) Ilo BugaM HOKYMCHTOB

B) Ilo coxep>XaHHIO

I") ITo HOMEPAM
11. Kakoe onpeneaeHne T0KyMEHTa sipJIsieTcd HanboJee TOSHBIM ?

A) MarepHanbHbII 00BEKT ¢ NOJMUCEIO - o
B) Hocute b HHPOpMAHH e e e RPN >,
B) ViocToBepeHAE JIATHOCTH B

' 12. Yo TaKoe PEKBH3HT AOKyMeHTa? | .

A) OupmeHHEBIH 6J1aHK . e L

B) OcHOBHAs] 9acTh JOKYMCHT2 | ot T
B) Ero oTaenbHEIH 37I€MEHT
13. Ha KaxoM AOKyMEHTe O
A) 3ampoc |

B) HadopMaloEHOE ITHCHMO |
B) CompOoBOAUTEILHOC IIHCEMO | S
14. KTo npucBanuBaCT pCXoASNIuii HoMep MUCbMY?

- A) Axpecar

b) ABTOp - .
15. Ha KaKoM CIyke0HOM NHCEME IPOCTABICTCH ceBLTKA HAa HOMEP H ATy JOKyMeHTa?

A) I'apaHTHHHOM

praHa3anmi?

6s13aTeIbHO CTABHTCH OTMETKA 0 HAJIHIHH NpHJIoCKeHuA? . . .



b) ConmpoBoguTensHOM

B) OtBeTHOM R

I") Ha Bcex mncpMax

16. C kaKoii IeJIbI0 HA JOKYMEHTE YKA3bIBAI0T (aMHIIHIO M Tejle]oH ueooaHdaTensa? - . Y ¢

A) JIiia npraasusa JOKYMEHTY IOPHIUYECKOH CHIIBI

B) J{ng onepaTHBHOM CBA3U T IT

B) JInsg npaBHIBEHOTO OPOPMIICHHUS

17. I'ne cTaBATCH HHHIMAIBI IPH AAPECOBAHNH ? g
A) TOMKHOCTHOMY JIHILY ' _ S

b) YactHOMY JTMITy

18. Ha xaKuX AOKYMEHTAaX CTaBUTCSA rpud yrBepxaenus? B e

A) Ha moxymMeHTaX, yKa3aHHBIX PYKOBOLUTEJIEM OpraHU3alHH
b) Ha noxymMeHTax, Onpeie/ICHHEIX 3aKOHOATeIECTBOM
B) Ha Bcex BHYTpEeHHUX OJOKYMEHTaX

v v o
19. Kakoii BapuanT pexuzuTa «Iloanuce» Ha ¢pupMeHHOM G1aHKe CEpBHCHOH OPraHM3aIHLL - -

opopMJjIeH IPABUIABHO?

A) Mupextop 3A0 «Mapusa»

b) ®uHaHCOBBI TUPEKTOP

B) I'nasusIi Oyxranrep, Jupekrop

I") Aupexrop

20. Kak cTaBAT OTMETKY O MOCTYIJICHHHN? | T

“A) OT pyk# ¢ yKa3aHHEM BXOJAMICTO HOMEpa | |
B) ABTOMaTHYECKHM HYMEPATOPOM C yKa3aHHEM Ha3BaHHA OPraHM3alliy, BXOJAMETo HOMEpa X
maTtel | |

B) IlITaMIIOM C yKa3aHHEM IOPHIMYECKOro anpeca OpraHu3aliy, BXOJAINEro HoMepa M Aaihl

21. YTo mpocTaBIseT PyKOBOIHTEIb OPraHU3aliH cepbl cepBACA HA BXOAAIEM HOKYMEHTE
IpPH €ro PACCMOTPEHHH? e

- “* |, W\

A) Ilogmuce o
B) Pe3ororuto

B) Buzy

22. Koraa Ha NoOKyMeHTe NIPOCTABJIAETCA BU3A COrJIacCOBaHHUA?

A) nocJie NOAMUCAHASL PyKOBOAUTEINIEM

B) JTo mopnucasds pyKOBOAUTECIEM

23. Uro npeacraBisieT co0oi xy0aHKaT JOKyMeHTa?

A) Koruio gacTi JOKYMEHTa, HEOOXOMUMYIO UL o(hHIMATEHOTO IPEICTaBICHUS B
roCyJapCTBEHHBIEC OPIaHbI

B) Kommo yTepsHHOTO HOKYMEHTa, HMEIOIIYIO IOPAANICCKYIO CAITY IIO/UINHHIKA.

24. Kaxoif peKBH3UT He BXOJUT B (pOPMYJISIp MIPUKA32 IO OCHOBHOH JeATEIbHOCTH?
. A) Hazpanue opraHu3aluu o

b) Bug noxymeHnrta - e 1

B) MecTo u3naHus

') Anpecar

IT) 3arosoBOK K TEKCTY .‘
25. Kaxasi OTMETKa 0 3aBEPEHHH KOIHMH HA BHIIHCKE U3 MPHKA32a 0PopMIIeHa IPABHIbHO?
A) Bepno: HaumernoBaane 10/DKHOCTH [1oAmACE PacomdpoBKa

B) Bepro: HanMenoBanue nomkaocTH Pacimdporka JlaTa

I') Bepro: HanMernopanue gosmkHocTH ITommucs Pacimdposka ara

26. UTo aBJIsIETCSA NaTOM MPOTOKOIA? SRS

A) Jlata moanMcaHust
b) JIlaTa 3aceqaHus

B) ata peructpanuu
27. CKOBLKO 9K3eMILIAPOB TPY/I0BOI'0 KOHTPAKTA opopmiinierca?

SETUTEE b TR S



A) 1 sx3eMIUIIp

b) 2 sx3eMIuIapa

28. UTo TaKoe HOMEHKJIATYpa Aea?

A) Cucox fieN opranu3aliy ¢ yKa3aHueM CpOKOB XpaHCHHA
B) Cniucok men opraHu3alii, epeaBacMbIX B apXHB

B) CIIECOK CTPYKTYPHBIX IIOAPa3/CICHUH OpraHn3aliy
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