VUPEXJEHUE ITPOPECCHUOHAJIBHOI'O OFPA3OBAHNMA
«KOJUJIEIK « TUCBW»

CornacosaHo:
3aM. aupexTopa Io Yl/’%

B.K.Caduna L. D ’
«Z2%» V4 2023r. «.@b,ﬂfﬁj}f 2027 r.

®OH/I OHEHOYHBIX CPEACTB
y4eOHO#H JHCHHITHHBI
OIl. 04 ToxymeHTaHOHHOE OOecneyeHHe YIpaBJIeHHA
IIporpaMma MoAroTOBKH CHENHAJHCTOB CPEHEro 3BeHa

0 CHEHAJBLHOCTH
38.02.06 ®uHaHChI

Kazaus 2023



COJAEPXAHUE

1. OBIIME TTOJIOKEHUS ...t 4
2. PE3YJIbTATbl OCBOEHUS YUYEBHOM

JIMCLIUTIIMHGI, TTOJIEXKAILUE ITPOBEPKE............ccccieeiiin.
3. OLIEHKA OCBOEHMS YUYEBHOM JUCLUIUIMHEBL........................ 4
4. KOHTPOJIbHO-OIIEHOYHBIE MATEPUAJIBI J1J151

UTOT'OBOM ATTECTAIIMH I10 YUEBHOM

JIMCIIATIIIAHE. . ..., 5.



1.001mue nmosnoxeHust
@DOHJ OLICHOYHBIX CPEJCTB MpEAHA3HAUYEH JJIs IPOBEPKU PE3YJIbTATOB OCBOCHUS TUCIUILINHBI
OI1.04/loxymeHnTaninoHHOE OO€eCIeueHne YIpPaBJICHUS MPOTpaMMbl TIOJTOTOBKH CITEIIUATUCTOB
cpenuero 3BeHa (IITICC3) no cnenuansaocT 38.02.06 GuHAHCH.
OOC BkIIOYAET KOHTPOJIbHBIE MaTepuabl [UIsi MPOBEACHUS TEKYIIEro KOHTPOJIS
YCIIEBaEMOCTH, MPOMEKYTOUYHOW aTTecTaliii B ¢opme AudQepeHIIMPOBAHHOTO 3a4eTa, UTOTOM
KOTOpOTro SIBJISIETCA OIleHKa B Oaiuiax: 5 - OTIMYHO; 4 - XOpoIo; 3 -yIOBJIETBOPUTENBHO; 2 -

HCYHAOBJICTBOPUTCIIBHO.

®OC no3BOJISIET OLIECHUBATh YPOBEHb OCBOCHHUS 3HAHUN W YMEHUM MO TUCIUILIINHE

2.Pe3yJbTaThbl 0CBOEHHSI Y4eOHOH TUCUUIJIMHBI, OJJIeKAIHE KOHTPOJIIO

B pesynbrare arrectanuu no y4eOHON JMCLUIUIMHE OCYLIECTBISIETCS KOMIUIEKCHAS IPOBEpKa

CIEAYIOUIMX YMEHMA:

- oOpMIISTE U TPOBEPSITH MPABUIBHOCTH OPOPMIICHUS JOKYMEHTAI[MM B COOTBETCTBHH C
B TOM YHCJIE WHCIONb3yd HWH(GOPMAIMOHHBIE TEXHOJIOTUU

YCTAaHOBJICHHBIMHU Tpe6OBaHI/I$IMI/I,

IPOBOJUTH aBTOMAaTU3MPOBAHHYIO 00paObOTKY JOKYMEHTOB;

- OCYHICCTBIIITH XPAHCHUC W IIOUCK OOKYMCHTOB; HCIIOJIB30BATH TCICKOMMYHHUKAIITUOHHBIC

TEXHOJIOTUU U 3SHAHUM:
-OCHOBHBIE TIOHATUS:
YIIPaBJICHHUS;

LI,

3aa4uu W HNPUHOUIIBI JOKYMCHTAIIMOHHOI'O obecneyeHus

- CUCTEMbI JOKYMCHTAIUOHHOI'O obecnieueHus YIIpaBJICHHUA, UX aBTOMATU3allHIO,

- KJ1accu(UKAIUIO JOKYMEHTOB;

- Tpe6OBaHI/I$I K COCTaBJICHUIO U O(bOpMJ'IeHI/IIO JAOKYMCHTOB;,

- OpraHu3aIuio JOKyMEHTOO0OOpOoTa: mpueM, o0paboTKy, pEerucTpaluio, KOHTPOJIb, XPaHEHHE

AOKYMCHTOB, HOMCHKIIATYPY ACJI;

2. HacrlopT OLCHOYHBIX CPEACTB

OcHoBHOI OCJIBIO OLCHKKM OCBOCHUA JUCIHHUIIIIMHBI ABJISACTCS OLICHKA YMGHI/If/'I ¥ 3HAHWM.

Tabnura 1

OneHka pe3yJabTaToB 00y4eHHsI

PesyabTaTnl 00yyeHus
(ocBOEHHBIE YMEHHUS1, YCBOCHHbIE
3HAHMA)

OcHOBHbBIE TMOKA3aTeJIN OIEHKH
pe3yJIbTaToOB

Y 1 OpopmiaTh JOKYMEHTAIUIO B
COOTBETCTBUH C HOPMATHBHO-
METOIUUECKOI 0a30i;

OcBoenne 3akoHoB , ['oct P7.0.97-2016 ;
T'oct P 7.08.-2013

¥ 2 Opranu3oBbIBaTh padoTy
OpraHM3alyy ¢ JOKYMEHTaMH B
COOTBETCTBHUH C YCTaBHBIMU
JOKYMEHTaMHu

OcBocHHE MTOHATHMN YCTaB, MOJIOKCHUEC, MHCTPYKIHUA ,
JJOKAJIBbHBIX aKTOB

¥ n IIpaBuiibHO 0POPMIIATH
JOKYMEHTALUIO IEATEIbHOCTH
PEANPUITHI

OcBoenue opopmiieHus TokyMeHTOB OdopmiieHue
BXO}I?II]_[eﬁ AOKYMCHTAIUU B ACATCIIBHOCTHU Hpe}alHﬂTHﬁ.

3 1 3amuTa 1 00paboTka KOHGHUIEHIT
JEHIINATBHBIX JOKYMEHTOB APXHBHOE
XpaHCHUEC A€ 1 JOKYMCHTOB

OcBoeHnue paboThI C TOKYMEHTAMH COACPKAITUMU
KoH(UIeHIaNbHBIe cBefeHNs. OcBOoeHUE pabOTHI C
JIOKYMEHTaMU TIepeIaBaeMbIMU Ha apXHWBHOE XPAHCHHE




3 2 HopMaTUBHO-METOANYECKHUE
JAOKYMCHTEI 11O JOKYMCHTALIUOHHOMY
00€CTIeUeHUIO 1 ApXUBHOMY
XPaHEHUIO JOKYMEHTOB;-
rpeOOBaHus U MpaBUia

I'CAOY no opranuzauuu

paboThI C TOKYMEHTAMH.

OcBoeHre HOPMATHUBHOM 0a3bl IEJIOMPOU3BOJICTBA.
I'CHAOY . Bnanenue MeTogamMu U IpaBOBBIMU OCHOBaMU
3alUThl JOKYMEHTALMOHHOTO 00ecieueH sl ypaBiIeHus

3 n OcobeHHocTH AET0NPOU3BOICTBA
NEATeIbHOCTH TPEANPUSITHS
.Cnenimprixa pabOoTHI ¢ TOKyMEHTaMHU

OcBoeHne YMeHue apryMeHTUPOBATh U TPaMOTHO
0(pOPMIISITh TOKYMEHTAIUIO B MTPEIIPHUATHIIX

Onenka popMupoBaHUS KOMIETEHIIUNA OCYHIECTBIISIETCS C HCIIOJIb30BAHUEM CIEIYIOMUX (HopM
¥ METOJIOB KOHTPOJISI: YCTHBIN ONPOC, TECTUPOBAHNE, BHIMIOTHCHHUE MPAKTUIECKUX PaOOT, BHIMIOJHEHUE

KOHTPOJBHBIX PadOT, 3aIUTa KYpPCOBOTO MPOCKTA U JP.

Tabmuma 2
PacnipenejieHue THIIOB KOHTPOJILHBIX 32/IaHMII 10 KOMIIETEHIUSM
Kon
Ne KonTponupyemsble pazaensbl (TEMBbI) KOHTPOIMPYCMOH HaumenoBanue
/11 IUCIHAIINHBI® KOMITCTCHIMH OIICHOYHOTO CPEJICTBA
(umu Tpymm
KOMITCTECHITHIN)
1 | Paznen 1. HopmarusHo -
MeTou4eckas 6a3a U OCHOBHBIE
IOHATHSL TPABOro U [IK1.5 Jlekuuu, yCTHBIN Onpoc
JOKYMEHTAIMOHHOTO 00ecrieueHus
yIpaBJiIeHUS TPEANPUITHIMHU
2 | Paznen 2.IIpaBoBoe obecrieueHue
opraHu3aiu padoThl ¢ JOKYMEHTaMHU K34
B COOTBETCTBUHU C YCTaBHBIMU ’ [IpopaboTka TeKIIMOHHOTO
JIOKYMEHTaMU MaTepuasa, yCTHbIN OIpoc
3 | Pazgen 3.0OcymiecTBasITh paboTy
JOKYMEHTaMH 110 NOArOTOBKE 1 K2 3 [IpopaboTka 1eKIIMOHHOTO
MPOBEACHUIO COBEUIAHUH , IETTOBBIX MaTepuania, MpaKTUIecKas
BCTpEY , MPe3eHTalu pabora
4 Pa3nen 4.06ecnieueHrie BHITOIHEHUS
JIOTOBOPOB U MOJATOTOBKH JEIOBBIX 11IK3.4 KonrpostbHas pabora Ne2 |
JTOKYMEHTOB .
YCTHBIN OITPOC
5
Pazmen 5. Bectu yuer 1OKyMEHTOB
VDEAUIPHATHA 1 OPrafusoBRIBaTL IIK1.5 [IpopaboTKa JIEKIIHOHHOTO
paboTy mepcoHana ¢ JOKyMeHTaIen
1o yuery MaTepuasa, KOHTPOJIbHas
pabotalNe3
6
Paznen 6. PazpabarbiBaTh
JOKYMEHTAIMI0 00eCeunBatOIIYIO [1K3.4,4.1 [IpopaboTka 1eKIIMOHHOTO
IIPOLIECC JIETONIPOU3BOICTBA Marepuaia, TeCT, YCTHBIN
orpoc







3. CucreMa KOHTPOJIA M OLICHKH OCBOCHH S MPOrPaMMbI 1M CHUILTHHbI
3.1. ®opmsl npome:xxyTouHoil arrecTanuu no INIICC3 npu ocBoeHnu nporpaMmbl JMCIHUIITTHHBI
[IpoMexyTOUHBIN KOHTPOJIb IO JUCLMILIMHE [T03BOJISIET OLIEHUTh CTENEHb BBIPAKEHHOCTH
(copmupoBanHOCTH) OOIIMX ¥ MPOPECCHOHATHHBIX KOMITETEHITHIA.
®DopMoi TPOMEKYTOUHON aTTECTAIIUU SABIIIETCS MU PEpeHIIMPOBAHHBIN 3a4€T, KOTOPBII
BBICTABJISIETCS TIPU YCIIOBUH BBITIOJHEHUS IPAKTHUECKUX PaOOT, BHIOIHEHUS ayAUTOPHON U
BHEAYJIMTOPHOM CaMOCTOATEIbHOU PabOTHI.
3.2. Opranu3anysi KOHTPOJIsi U OLIEHKH OCBOCHMS IIPOrpaMMBbl AU CHHMILIMHBI
Texymuii KOHTPOJIb 3HAHUW MpENCTaBIsieT COOOM KOHTPOJIb OCBOEHHUS MMPOrPaMMHOTO
MarepHuaia y4eOHOW AMCUUIUIMHBI, C LIEJbI0 CBOEBPEMEHHON KOpPPEeKIHMHU OOyUYeHHs, aKTUBU3ALUH
CaMOCTOSITENIbHOM ~ paboThl M TPOBEPKHM YypPOBHS 3HAHUW U yMEHMH  oOywarommxcs,
c(hOpPMUPOBAHHOCTH KOMITCTEHITUH.
Pe3ynbTarhl TEKYyLIEro KOHTPOJIS 3aHOCSATCS B )KYpHaJIbl yUeOHBIX 3aHSATHI.
@OpMBI TEKYILETO KOHTPOJIS 3HAHUM:
-YCTHBIN OMpoc;
-TECTUPOBAHUE;
-BBIINIOJIHEHUE MTPAKTUYECKUX 3a/IaHUH,
[IpopaboTka KOHCHEKTa JEKIHA M y4eOHOW IHUTEepaTyphl OCYIIECTBISETCS CTYACHTAMH B
TEYEHUE BCEr0 CEMECTPA, NTOCIIEC U3yUEHUsI HOBOM TEMBI.
[IpenogaBaTens MpoBEpsSeT NPAaBUIBLHOCTb BBIIOJHEHUS PadOT CTYIEHTOM, KOHTPOJIMPYET
3HAaHUE CTYJEHTOM [POMJEHHOr0 MaTepuaja ¢ I[OMOUIbI0 KOHTPOJBHBIX BOIPOCOB WM
TECTUPOBAHUS.

3. 3aganus 1J9 OLleHKH OCBOCHUS JUCIUININHBI

3aganume 1: 0OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemblie pe3yabTaThl 00y4eHust: Y1
Bpems BoinosiHenusi: 20 MuH

TexcT 3apanug.
Tema 1. /lokymenmuposanue ynpagienyeckoii 0eameabHoCmu

1.3aghuxcuposannas na mamepuanbHom Hocumesne UHGHOPMAYUs ¢ PeKSUSUMAMU, NO3BONAIOUUMU ee

uoeHmuduUYUposamsb — Mo
a) TOKYMEHT;
0) OmaHk;
B) JICJIO;
I') 3aMucKa.

2.06s3amenbHble d1eMeHmbl, YCMAHOGIEHHbIE 3AKOHOM (CMAHOApmoMm), COCMABAIuUe Kaxcovlil OOKYMeHM,
Ha3b18aI0MCs
a) UHJIEKCHI,
0) hbopmyspsl;
B) GOpMBI;
') PEKBU3HTHI.

3. Unghopmayus - smo
a) CBEJIEHUS O JIMIIaxX, MpeaMeTax, pakTax, COOBITUSX, IBJICHUIX U MPOIIEcCaX HE3aBUCUMO OT (POpPMBI X
MIPEJICTABIICHHS,;



0) cBeneHus O JIUIaX, MpeaMeTax, hakTax, COOBITUSX, BICHUAX U Ipolieccax, 3apuKcHpoBaHHbIC Ha Oymare;
B) CBEJICHMSI O JIUIAX, IpeaMeTax, (hakrax, COOBITHSIX, IBICHUIX U MPOLIECCaX, 3apUKCUPOBaHHBIE HA OYMa>kKHON
Y DJICKTPOHHOM HOCHTEJISX;

4.0Ompacno oesmenvHOCmuU, 0becneuusarwas OOKYMeHMUpoBarue 1 OpeaHu3ayuio pabomol ¢ 0YuYUAIbHLIMU
OOKYMEHMAMU- MO

a) KaHIEJSAPHSI;

0) IemTOMPON3BOACTBO;

B) YIIpaBJICHHE;

') JOKyMEHTOOOOPOT.

S.Ilapannenvro ¢ mepmuHom «OOKYMEHMAYUOHHOE 0becneyerue YNpasieHusy Ucnoib3yemcs mepmut
a) “HGOPMAIIMOHHOE 00eCcIIeueHNE YIPaBIICHHUS;

0) TOKyMEHTHPOBAHHUE;

B) JIETIOTIPOU3BO/ICTBO;

T') IporpaMMHOE 00€eCIeueHre YIPaBICHHUS.

6.K ynpaenenueckoti unghopmayuu npeowvasnsaiomces ciedyowue mpebo8anus.
a) TOJTHOTA, JOCTOBEPHOCTb;
0) OomepaTUBHOCTH, TOYHOCTH;
B) aJIpeCHOCTb, IOCTYITHOCTD JJIsi BOCIIPHUSTHS;
I') BCE IEPEYUCIIEHHOE.

7.Ceoticmeo oghuyuanvbro2o 00Kymenma, coobwaemoe emy 0etcmsyroumum 3aKoOH00amenbCmeoM,
KoMnemeHyuel u30asuie2o e20 0peand i YyCmaHo81eHHbIM NOPAOKOM OQOPMIeHUs — IO

a) o0s13aTenbHas Cuila IOKYMEHTAa,

0) pacniopsiiuTeNbHas Cruiia JOKYMEHTA;

B) IOpHIUYECKas CHJIa JOKYMEHTA;

T') MOJUTMHHAS CHJIa IOKYMEHTA.

8.11o mecmy cocmasnenus 0OKyMeHmbl MO2ym Oblmb:
a) BHYTPEHHUE U BHEIIHUE;

0) IPOCTHIE U CIIOKHBIE;

B) CPOYHBIE HECPOUHBIE;

T') UHIUBUIYAIbHBIC H TUTIOBBIC.

9.11o npoucxoacoenuro OOKymeHmvl Mo2ym Oblmsy.
a) UHIUBUYyalbHbIE U TpadapeTHEIE,

0) nelCTBUTENbHBIE U HEIEUCTBUTEIIHHBIC;

B) CIIy’)kKeOHBIE U JINYHBIE;

T') TOCY/IapCTBEHHBIC U YaCTHBIC.

10.11o codepoicanuio Ookymenmsi MO2ym Oblms.
a) MMCbMEHHBIE U TpaduUecKue;

0) POCTHIE U CIOXKHBIE;

B) BHEIIIHHE U BHYTPECHHHUE;

T') IOJUTMHHBIC U MOJIJIOXKHBIC.

11.B cnyuae ymepu opucunana Kako2o-iubo 00KyMeHma, ebloaemcs
a) nyosuKar;
0) Komusi;



B) OPUTHHAI;
T') BBIIIKACKA.

12.Kaxoti cmanoapm ucnonvszyemcs 0/is 0popmieHusi Opeanu3ayuoHHO-pacnopioumenbHulx 00KyMeHmog?

a) 'OCT P 7.0.97-2016 «YHubUIHpOBaHHBIE CUCTEMBI TOKyMEHTaIIMU. TpeOoBaHus K OPOPMIICHUIO TOKYMEHT
6) 'OCT P NCO 15489-1-2007 «Cucrema cTanaapToB 1o uHGopMaiuu, OuOIMoTeYHOMY U

U3JIATEIILCKOMY JIeITy Ynpasienue nokymeHTamu. O0mre TpedoBaHus»;

B) OCT P 7.0.8-2013 «/lenonpoun3BoACTBO M apXUBHOE €70. TepMUHBI U ONIpeIeIICHUS

13.Kakoe konuuecmeo peksuzumos yCcmaHo8ieHo 20Ccy0apCmeeHHbiM cmanoapmom Ha ogpopmienue OP/]?
a) 28;
0) 29;
B) 30;
r) 32.

14.Cocmas pexeuzumos 00KymMeHmos8 yCmaHasiueaem:
a) opraHu3aiusi- aBTop JTOKYMEHTa;

0) MHHHCTEPCTBO- aBTOP JOKYMEHTA;

B) TUIOBAs UHCTPYKIIUSA 10 JI€JIONPOU3BOJICTBY;

I') COOTBETCTBYIOIIMH rOCY1apCTBEHHBIN CTaHAAPT.

15.Tunosas uncmpyxkyus no deronpoussoocmay 6 MuHucmepcmeax u eedomcmeax P®, ymeepowcoena:
a) ['ocynapctBennoit Jlymoit;

0) [IpaBurenscTBoM PD;

B) IIpe3unenrom POD;

r) Pocapxusom.

1. Kurou k Tecry:
Ne Bompoca [TpaBUIIbHBIN BapuaHT OTBETa
1 a)
2 r)
3 a)
4 0)
5 B)
6 r)
7 B)
8 a)




9 B)
10 0)
11 a)
12 a)
13 B)
14 r)
15 0)

Kpurepun oneHku:

- COOTBCTCTBUEC OTBCTOB O6yanOHIHXC$I KJIFO1Y TECTA,

O1eHKa «OTJIMYHO» - €CJIH 00yJaroIIUKCS PAaBIIIBHO OTBETHI HA BCE BOIPOCHI TECTA B
OTBEJIEHHOE BpeMs

Or1eHKa «X0POII0» - €CIIH 00yUYaIOIIUIACS MPAaBUJIBHO OTBETUII Ha 6 BOIIPOCOB TECTa B
OTBEJCHHOE BpeMs

OHeHKa «YAOBJIETBOPUTEJIBbHO» - €CJIN 06yqa101u1/1171c;1 IIpaBUJIbHO OTBCTUJI HA 4 BOIIpOCa
TECTa B OTBCACHHOC BpCMA

OHeHKa «HEYIAOBJIETBOPUTECJIABHO» - €CJIN 06yanOIHHﬁCH IMpaBUJIbHO OTBCTUJI MCHCC YCM Ha 4
BOIIpOCa TE€CTa B OTBCACHHOC BPEMsI

3aganue 2: OTBETUTH Ha BOIIPOCHI TECTA
IIpoBepsiembie pe3yabTaThl 00y4eHus:: Y2
Bpems Boinostnennsi: 20 MuH

Texkcr 3axanus.
Tema 2. Cucmema opeanu3ayuoHHO-pPACROPAOUMEIbHOU 0OKYMEHMAyUU

1.Komnnexc 83aumoysa3antblx OOKYMEHMO8, PelamMeHMupyowux CmpyKmypy, 3a0a4u u QQYHKYUU opeanu3ayuu,
NPUHYUNLL Op2aHU3ayuU ee pabomol, npasd, 0OA3AHHOCMU, Cihepy OMEemcmeeHHOCmU ee PYKOBOOCHEd
U Cneyuanucmos- 3mo
a) 3aKOHOJIaTEJIbHBIE IOKYMEHTHI;
0) pactiopsiIUTENbHBIE JOKYMEHTHI;
B) OpraHM3allMOHHbIE JOKYMEHTHI,
T') CIIPaBOYHO-MH(OPMALIMOHHBIE TOKYMEHTHI.

2. Kaxue uz nepevuUcileHHblx HUuodice 6U008 001<y/vzeHm06 OmHocAmMcA K opzaHuaaquHHsz?
a) YCTaB, YUYpCAUTCIBbHBIC NOKYMCHTEI, dKThI, IIPOTOKOJIbI, IITATHOC PACIIUCAHNUEC, MHCTPYKIUU, ITpaBHJIa



BHYTPEHHETO TPYAOBOT'0 PACIIOPAAKA;
0) ycTaB, yupenIuTenbHbIe TOKYMEHTHI, CTPYKTypa M HITaTHasi YUCICHHOCTb, INTATHOE paclyuCaHue, IPOTOKOIIBI,
IIOJIOXKEHUE O IIEPCOHAIE;
B) YCTaB, YUPEIUTEIIbHbBIE IOKYMEHTHI, CTPYKTYpa U IITaTHAs YUCIEHHOCTD, IIITATHOE PaClUCAHUE,
IIOJIOXKEHUE O IIEPCOHAIIE;
I') yCTaB, yYpEAUTEIbHBIE JOKYMEHTBI, CTPYKTYpa U IITATHAs YUCIEHHOCTD, IUITATHOE PaClUCaHUE,
IIOJIOXKEHUE O IIEPCOHAIIE; [I0OCTAHOBIIECHUS, IIPUKA3bI.

3. Vkaoscume, na ocnosanuu Kaxkoeo 00KyMeHma 0eticmsyom 6ce 20Cy0apCcmeenHble, MyHUYUNaibHble,
yacmuule npeonpuamusl, oouecmeernbvle 00beOUHeHUs, He 3A8UCUMO OM YOPMbL COOCMBEEHHOCTNU.
a) yCcTaB;
0) IMOJI0)KEHHUE;
B) IIOCTaHOBJICHHC;
I') pacropsKEHUsI.

4.C600 npasun, pecyrupyrouwux 0essmeabHOCMb 0P2AHU3AYUL, YUPEHCOeHUsl, 0OWecme U epaicoan, ux
83AUMOOMHOUEHUS C OPY2UMU OPLAHUZAYUAMU U 2PANCOAHAMU, NPABA U  00A3AHHOCMU 8 ONPEOeleHHOU

cghepe cocyoapcmeeHHOU Ul XO3AUCMEEHHOU 0esIMeNbHOCU — IMO

a) MpHUKas;

0) pacnopspKeHHUE;

B) TIOJIOKCHHUE;

I) yCTaB.

5.Hopmamueno-npasoeoii akm, pe2iamenmupyiowuii.  nopsaoox oo6pazoeanus, Cmpykmypy, QyHKyuu,
KOMNnemenyuro, 00s3aHHOCMU U OP2AHUAYUIO PAOOMbL CUCTEMbL OP2AHO8 YNPABIIeHUs 20CY0apCmad- 3mo
a) MPOTOKOJT;

0) MMOJI0’KEHHUE;

B) aKT;

T') JOJKHOCTHAS MHCTPYKITHSL.

6. Vkasxxcume 0oOKyMeHm, 8 KOMOPOM 3aKPENIsemcs O0NHCHOCMHOU U YUCTEHHbIU COCMAB OP2aHU3AYUU
C yKazanuem ¢)oHoa 3apabomHoul niamol.:

a) MTaTHOE PaCIMCaHUE;

0) CTpyKTypa U ITaTHAas! YUCICHHOCTh OpraHU3aIlHH;

B) IOJDKHOCTHASI MHCTPYKIIUS,

T') [IOJIOXKEHUE O TEPCOHAJIE.

7.Kakum 0bpazom mozym 6HOCUMbCSA USMEHEHUs. 8 CIMPYKMYPY U WMAMHYI0 YUCTeHHOCMb Op2aHU3ayuu?
a) 10 YCTHOMY PAacCIOpsHKEHUIO PYKOBOAUTENS OPTaHU3aINH;

0) MpuUKa30M PYKOBOIUTEISI OPTaHU3AIINN;

B) U3MEHEHUS HE BHOCSTCS.

8./loxymenm, 6 KOmopom onpedensaromcs 3a0adu, QyHKyuu, npasa u 00A3aHHOCMU COMPYOHUKAX
npeonpusmus — 3mo:
a) UHCTPYKLIHUS;
0) MOJDKHOCTHASI UHCTPYKIIMS;
B) MpaBujia BHYTPEHHETO PaclopsIKa;
I') IITaTHOE paclucaHue.

9.Coomseemcmesyrowuil cocmag pexeu3umos Onpeoeiet:
a) TOJIBKO JUISI OpTaHU3AIMOHHBIX TOKYMEHTOB;



0) TONBKO AJI OPTaHU3AIMOHHBIX U PACIOPSAIUTENbHBIX JOKYMEHTOB;
B) JUISl KQXJ0r0 KOHKPETHOTO BUA TOKYMEHTA;
T) IS K&KI0W KOHKPETHOW OpraHU3alluH.

10. Pexsusum «cnpagoutsie OanHble 00 Opeanu3ayuuy 6Kidaem:

a) MOYTOBBIN aJpec, HoMepa TeJIePOHOB OpraHU3AIIHH;

0) MOYTOBBIN aapec, HoMepa Tesie(OHOB, CYECTOB B OAHKE;

B) TIOYTOBBIH aJIpec ¢ yKa3aHWeM UHACKCa, HoMepa Tesie()OHOB, CYETOB B OaHKe, akca; aapec
AJIEKTPOHHOU TIOYTHI;

r) OCT P 7.0.97-2016 «YHupummupoBaHHbIe CUCTEMBI JJOKYMEHTALUH ...» HE OTPaHUYNBACT COCTAB
CBEJICHUH, BKIIFOYACMBIX B JIaHHBIA PEKBH3HT.

11. Vkaoicume npasunvroe oghopmnenue pexeuzuma «0ama OOKYMeHMA».
a) 1 cenrs6ps 2016 r;

0) 1.09.2016;

B) 1.09.16;

r) 01.09.16.

12.Bce yupescoenus, opeanuzayuu u npeonpusimus Ompaxcaiom c8or dOMUHUCIPAMUBHO-YRPABILEHYECKYIO
0esimenbHOCb 8.

a) OpraHu3alMOHHBIX IOKYMEHTAX;

0) pacnopsIIUTEIIbHBIX TOKYMEHTAX;

B) CIIPABOYHBIX JOKYMEHTAX;

') UHQOPMALIMOHHBIX IOKYMEHTaX.

13.Kaxue 6uobi 00KymMeHmos OmHOCAMCA K pacnopsioumenbHulM OOKYMeHmam?

a) MOCTAHOBJICHUS, YKa3aHHUsI, PACTIOPSHKCHHUS,

0) ycTaBbl, IOCTAHOBJICHUS, YKA3aHUS, aKThI,

B) TIOCTAHOBJICHUSI, PEIICHUS, YKa3aHUS, JOKIIAIHASI 3aITHCKa, PUKA3bI, IIUPKYIISPHI,
T') TOCTAHOBJICHHUSI, PEIICHUs, YKa3aHUsl, PACTIOPSKESHHUS, TPUKA3bI, IUPKYIISPHL.

14. Kakoii ookymenm sensemcs camvim pacnpocmpaneHHbiM 6UOOM OOKYMEHmMA, NPUMEHAEMO20 6 NPAKMUKE
ynpaenenus?
a) TpUKas;
0) MOCTaHOBJICHHE;
B) pacHopsiKEHHUE;
I') yKa3aHue.

15. Kakue 0okymenmvl omHoCAmMcs K UHPOPMAYUOHHO-CNPABOUHBIM OOKYMEHMAM?
a) CTIPaBKH, JOKJIAIHbIE U O0BSICHUTEIBHBIE 3aIMCKH, CBOJIKH, 0030PbI, aKThI, IPOTOKOJIBI, CITY>KEOHBIS
MUChMa, TeJIeTpaMMBbl, Telle()OHOTPAMMEI;
0) cripaBKH, MPHUKA3bl, PEIICHUS, CBOJKH, 0030PbI, aKThI, MPOTOKOJIBI, CITY’)KEOHBIE TUChMA, TEIeTPaMMBI,
Tese()OHOTpaMMBI,
B) CIIPaBKH, TOKJIAAHBIC U OOBSICHUTEIIbHBIC 3aIMMCKHU, CBOJIKH, 0030PBI, TOCTAHOBJICHHS,
ciyxeOHbIe MUChMa, TeNerpaMMBI, Tele(OHOTPaMMBIL;
T') CTIPaBKH, JOKJIATHBIE M OOBSICHUTEIBHBIC 3aMTUCKH, CBOJIKH, 0030PbI, IUPKYJISIPHI, AKThI, MPOTOKOJIHI,
ciy)xeOHbIe MHUChMa.



2. Kurou k Tecry:

Ne Bompoca [IpaBuiIbHBIN BapUAHT OTBETA
1 a)
2 B)
3 a)
4 r)
5 0)
6 0)
7 0)
8 0)
9 B)
10 B)
11 0)
12 6)
13 T)
14 a)
15 a)

Kputepun onenkn:

- COOTBCTCTBUE OTBCTOB 06y‘~IaIOHII/IXC${ KJIFOYY TECTA,

OHGHKa «OTJIMYHO» - €CJIN o6y11a101um71cs[ IpaBHIJIIBHO OTBETHUJI Ha BCE BOIIPOCHI TECTA B
OTBCACHHOC BpEM

OrneHka «Xopouoy - €ciii 00y4aromuiics IPaBUJIbHO OTBETHII HAa 6 BOIIPOCOB TECTa B
OTBEJICHHOE BpeMs

Or1eHKa «y/10BJIE€TBOPUTEIbHOY» - €CITM 00 YJaIOIINIICS TPaBUIIFHO OTBETUI Ha 4 BOTIpoca
TecTa B OTBEICHHOE BPEMS

OneHka «Hey10BJIeTBOPUTEIbHOY - €ClIU 00yJaroUuiics MpaBUIbHO OTBETUII MEHee YeM Ha 4



BOIIpOCa TCCTa B OTBCACHHOC BPCMsL

3ajnanme 3: OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemble pe3yJbTaThl 00y4YeHHsI: YT
Bpems BbinosineHus: 20 MuH

TexkcT 3apanug.

Tema 3./lo2o060pno-npasosas 0oKymenmauus

1. Coenawenue 08yx unu HecCKOIbKUX 1UY 00 YCMAHOBNEHUU, USMEHEHUU WU NPEeKPAUeHUU 2PANCOAHCKUX
npaes, Ha3vleaemcsi:

a) aKT;

0) 1oroBop;

B) JIOBEPEHHOCTb;

I') IPOTOKOJL.

2.J[oco60p 6cmynaem 6 cuny ¢ Momenma e2o...:
a) TIOJIITUCAHMSI;

0) cocTaBieHus;

B) 00KaJI0BaHUS;

T) YTBEPKICHHUSL.

3.Ilpomokonwvl paznoznacuil K 002080pam NOCMABKY COCMABISIOMCSL 8 MeX CAYYASX, KO20d:

a) 0OHapy>KEHO HECOOTBETCTBUE MEX/ly HAUMEHOBAaHUEM, MACCOM U KOJTMYECTBOM MECT Tpy3a 3asBICHHBIX
paHee B IOKYMEHTAX;

0) Mo MpeAIoKEeHHOMY TOCTABIIUKOM MPOEKTY JOTOBOPA Y MOKYIATENs] UMEIOTCSI BO3PAXKEHHsI, OJTHAKO OH

00s13aH MoAMKICaTh JT0TOBOP;

B) JKeJie3Hasl JJopora 3ajepkalia OTIPaBICHHBIN rpy3 Oomnbiie yem Ha 30 gHE.

4.Kaxkoii uz nepeyucienHvlx Hudice peKeUsUmos, He 6X00um 6 cocmas 002080pa?
a) HANMEHOBaHME BU/A JOKYMEHTA;

0) TEKCT JOKYMEHTa;

B) rpud yTBEPKJEHUS JOKYMEHTA;

I') HOJIHCH CTOPOH.

5., ocoop cocmasnsemcs He meHee yem
a) B IBYX DK3EMIUISIpax;

0) B TpeX HK3eMIUIIpax;

B) B UEThIpEX K3EMIUIIpax;

T') B ISITH SK3EMIUIIpax.

6. Kommepueckuii akm cocmaeisiemcs
a) B OJTHOM DK3EMILISIPE;

0) B IBYX DK3EMILIpax;

B) B TpeX dK3eMIUIIpax;

I') B 4ETBIPEX IK3EMIUIAPAX.



7.B 3aucumocmu om mozo, kem 0QoOpMIAIOMCs NOTHOMOYUS, O0BEPEHHOCINU NOOPA3OEAIOMCA HA:
a) oUIMATbHBIC U TUYHEIC,

0) rocyiapcTBEHHbIE U KOMMEPYECKHUE;

B) opunManbHbIC U KaHIEISIPCKUE;

') HOTapualIbHO 3aBEPEHHBIC U JINYHBIC.

8./[oxymenm, oarouguti NOTHOMOUUSL €20 NPedbABUMENIO HA BbINOJIHEHUE KAKUX- TUO0 0elucmaull om uUmeHu
doeepumers, 3mo-

a) JIeTI0BOE MHCHhMO;

0) 10rOBOPHOE MHUCHMO;

B) JJOBEPECHHOCTb;

') AyOJIUKaT TOKYMEHTA.

9.Cpox Odeticmsusi TUYHOU 00B8EPEHHOCIU HE MOHCEM NPEGbLLUUAND
a) IIECTH MECSAIEB CO JIHS € COBEPIICHUS;

0) 01HOTO TO/1a CO JIHS €€ COBEpPILEHUS;

B) JIBYX JIET CO JIHS €€ COBEPILICHUS;

T') TpeX JIET CO JHs €€ COBEPIICHHUS.

10.Ecnu cpok oeticmsus 8 TUUHOU 008ePEHHOCMU He YKA3AH, OHA COXPAHSEem CULY 8 medeHue:
a) 15 nHe# ¢ MOMeHTa e€ MoANCaHus;

0) Tpex MecsIeB ¢ MOMEHTA e€ TOANUCAHMUS;

B) OJIHOTO I'0JIa C MOMEHTA €& TOIMUCAHHS;

') TpeX JIET C MOMEHTA €€ MOJIIUCAHUS.

11.Cpox deticmeusi 006epeHHOCMU YKA3bl8AEMCAL...
a) wudpamu;

0) MpOIKUCHIO;

B) upamMu U MPOIHUCHIO;

T) WM IUQpaMu WIN MPOIHUCHIO;

3. Kurou k Tecry:
Ne Bompoca [TpaBUIIBbHBII BapuaHT OTBETA
1 6)
2 a)
3 a)
4 B)
5 a)
6 B)
7 a)




9 0)
10 B)
11 B)

Kpurepun oneHku:

- COOTBCTCTBUEC OTBCTOB 06yqafoumx051 KJIFO1Y TECTaA,

O1eHKa «OTJIMYHO» - €CJIM 00yYaroIUiACs MPaBIUIILHO OTBETUII HA BCE BOIIPOCHI TECTA B
OTBEJIEHHOE BpEMS

Or1eHKa «X0pOII0» - €CJIM 00yUYaIOIIUIACs MPAaBUIIBHO OTBETUII Ha 6 BOIIPOCOB TECTa B
OTBEJICHHOE BpEeMS

Or1eHKa «y/10BJIE€TBOPUTEIbHO» - €CIIM O0YYaIOIINIICS TPaBUILHO OTBETUI Ha 4 BOIIpoca
TecTa B OTBEJICHHOE BpeMs

OneHka «Hey10BJIeTBOPUTEIbHO» - €ClIU 00yJaloLUiics MpaBUIbHO OTBETUII MEHEE YeM Ha 4
BOIIPOCA TECTA B OTBEIEHHOE BPEMs

3aganue 4: OTBETUTH Ha BOIIPOCHI TECTA
IIpoBepsiemblie pe3yabTaTsl 00y4enus: 3.1
Bpems BoinosiHenusi: 20 MuH

Tekcer 3aqanus:
Tema 5. Ilpemen3uonno-ucko6an 0OKyMeHmayus

1.Ilpemensus- smo:

a) TpeboBaHuE O JOOPOBOJIBHOM YCTPAaHEHUH HapYLICHUS 3aKOHOaTeNIbCTBA;

0) TpeboBaHNE K KOMIETEHTHOMY OpPTaHy O 3allliTe HapyIIEHHOI0 paBa OpraHu3alyy, NpeaAnpHusITas,
yUpeXKICHNUS;

B) TpeOOBaHUE C MPOCHOOI1 O B3BICKAHUU C OTBETYMKOB B IPUHYIUTEIHHOM MOPSIKE NPETEH3UOHHBIX CYMM;
') 00’kajoBaHUE PELIEHUS Cya 110 UICKOBOMY 3asiBJICHUIO.

2.Ilucomo-3anpoc — osmo:

a) TOKyMEHT, IPECTABIISIONINI co00i oOpalleHre MoKymnaress K IpoAaBIly ¢ MPOCchO0i 1aTh MOAPOOHYIO

nH(OpMaIHIO 0 TOBapE U HAMPABUTH MPEIOKEHNE HA TTIOCTABKY TOBApa;

0) TOKYMEHT, MOATBEPKAAOIINI HAMEPEHUS OpPTaHU3aI[MU B OTHOIIIEHUH paHEee COTJIACOBAaHHBIX IJIAHOB
COTPYAHUYECTBA;

B) JIOKYMEHT, CITYXaIllUi /I OTIEPaTUBHOTO COOOIIEHUS MPOAaBIy KaKOH-IN00 BayKHOUW MH(pOopManuu,

YIYIIEHHON 0 KaKUM- JIN0O MpUYHUHAM B MIPEABIYIIEM IMHUChME;

') TOKYMEHT, MpeHa3HAYCHHBIH NI COMIPOBOXKICHUS MTPUJIAaraeéMbIX K HEMY IOKYMEHTOB.



3.0meem Ha npemen3uio npedycmampugaem ciedyiouue apuaHmol.

a) O IPUHATUHU IPETEH3UU K PACCMOTPEHUIO JINOO0 00 yIOBIETBOPEHUH NMPETEH3UU MOTHOCTHIO WM YaCTUYHO;

0) O MPUHATUY MPETSH3UU K PACCMOTPEHHUIO TMO0 00 OTKIIOHCHUH MTPETCH3HH;
B) 00 y/JI0BJIETBOPEHUH JTMOO0 00 OTKIIOHEHUH IIPETCH3UH;

I') O IPUHATUH MIPETEH3UU K PACCMOTPEHHIO; 00 YIOBJIETBOPECHUH MPETEH3UH MMOJTHOCTHIO HIIM YaCTUYHO;

00 OTKJIOHEHNH MMPETCH3UHU IMOJTHOCTHIO UJIKM YaCTUYHO.

4.Jlokymenm, 8 Komopom usiazaemcs 000CHOBAHHASA NPOCLOA 6 CYO UNU APOUMPANC O peuleHUU CHOPHO20 Oe)
KOmMopoe He M02l10 Oblmb pazpeuteHo Ha 000POBOTILHBIX HAYANAX, HA3bIBACTCA.!

a) MPETCH3NOHHOE MTHUCHMO;
0) UCKOBOE 3asBJIICHMUE;
B) KaccallMOHHasl 5kajioba;

I') 3a1poc.
4. Kurou k Tecry:
Ne Bompoca [IpaBuibHBIN BapUaHT OTBETA
1 6)
2 a)
3 r)
4 0)

Kpurepuu onenkmn:

- COOTBCTCTBUC OTBCTOB 06yqafonmxca KIJIFOYY TECTaA,

OHGHKa «OTJIMYHO» - €CIIN o6yqa101u1/117lc;1 IMPaBUJIBHO OTBCTHUJI HA BCC BOIIPOCHI TECTA B

OTBCIACHHOC BpEM

OI_ICHKa «Xopomo» - €Ciin 06yqa}0m1/1171c51 MMpaBHUJIbLHO OTBCTUJI HA 6 BOIIPOCOB TECTA B

OTBCIACHHOC BpEMA

OI_ICHKa «YAOBJIETBOPUTEJIBbHO» - €CJIN 06y‘IaIOIHHI>'IC${ MMpaBHUJILHO OTBCTHUII HA 4 BOIIpOCa

TECTa B OTBECACHHOC BpEM

OI_ICHKa «HEYIAOBJETBOPUTECJIABHO» - €CIIN 06yan01u1/1171c;1 IpaBHIILHO OTBETHUII MCHEC YEM Ha 4

BOIIpOCa TECTa B OTBECACHHOC BPEMA

3aganue S: OTBETUTH Ha BOIIPOCHI TECTA
IIpoBepsiemble pe3yabTaThl 00y4yeHus: 3.2

Bpems BbinosiHenus: 20 MuH




Tema 6./lokymenmuposanue mpyooswvix npagoomHouieHuil

1.Tpyoosvie npasoomuouienuss npeonpusamusi ¢ paboOmHUKOM pe2yiupyromcs.
a) Koncruryuueii PO;

6) TpynoBeiM koaekcoM PD;

B) Hanoroseim kosexcom PD;

r) TpynoBbIM U YTOJOBHBIM KOJIEKCOM PD.

2.Coenacno cm.58 TK P®, mpy0ooeoti KOHMpaxm Moxcem 3aKnio4amosCsl.
a) Ha HEOIIpe/IEIICHHBIN CPOK;

0) Ha ompe/IeNICHHBIN CPOK HE 00JIee ISITH JIET;

B) Ha BPEMs1 BBIIIOJIHEHHSI OTIPE/ICTICHHON PaboTHI;

') BCE OTBETHI BEPHBIE.

3.OcHOBHBIM OOKYMEHMOM NO YYemy NepcoHald Ha NPeOnpusmuu A6Jsemcs:
a) TpyaoBoii gorosop (popma T-1);

0) nuunas kaprouka (dpopma T-2);

B) JINYHOE /€710 paOOTHUKA;

T') JIMYHBIN JIUCTOK TIO YUYETY KaJIPOB.

4.Tpyoogble KOHMPAKMblL XPAHAMCSL 8 MeUeHUe:

a) 3 JeT mociue yBOJbHEHUS paOOTHHUKA;

0) 5 neT mocne yBoJbHEHUSI paOOTHHKA,

B) 75 ner;

r) 5 JIeT nocie yBOJIbHEHUS! pa0OTHHKA, HO B CIIy4ae OTCYTCTBHS IIPUKA30B IO JIMYHOMY COCTaBy — 75 JIeT.

5. Vkaoicume, no xaxou cxeme opopmasiemcs y8onivHeHue pabomuuKa:

a) 3asBJIeHUE paOOTHHKA 00 YBOJIbHEHHUHU, ITPUKA3 00 YBOJIbHEHHUH, 3alIUCh B TPYAOBON KHUXKKE, 3aIIUCh B
JMYHOM KapTOUYKe, 3aKPBITHE JIUIIEBOTO CYETa MO 3apab0THOM IIaTe;

0) 3asiBiieHHE pabOTHHUKA 00 YBOJILHEHUH, 3aIIUCh B TPYI0BON KHUKKE;

B) 3asiBJIeHUE paOOTHHKA 00 YBOJBHEHHUH, IPUKA3 00 YBOJIbHEHHUH, 3aMIUCh B TPYAOBON KHUXKKE;

T') IprKa3 00 YBOJIBHEHUH, 3aIUCh B TPYAOBOH KHIKKE, 3aITUCh B JINYHOHN KapTOUKE.

6. Yrxaosicume, no kakou cxeme oghopmisiemcs npukas 0 nepesooe COMpYOHUKa Ha Opy2yro pabomy:
a) 3asBJIeHHe pabOTHHKA O MIEPEBO/IE, MPUKA3 O TIEPEBO/IE, 3alUCh B TPYAOBON KHUXKKE, 3aMTUCh B JIMYHOU KapT
JIMIIEBOM CYeTe TI0 3apabOTHOM TUIaTe;
0) mpuKa3 o MepeBojie, 3aUCh B TPYIOBOM KHIIKKE, 3alUCh B JMYHOM KapTOUKe, 3alKUCh B JTUIIEBOM CUETE
10 3apaboTHOI 1are;
B) 3asiBJIcHHE paOOTHUKA O MEePeBO/Ie, MPUKA3 O TIEPEBO/IC, 3aMHUCh B TPYAOBON KHUKKE;
T') IPUKa3 O MePeBOJIe, 3alUCh B TPYAOBOW KHUXKKE, 3asBIICHHE PAOOTHUKA O TIEPEBO/IE, 3aITUCh B IMYHON Kap1T

7.IIpuxa3zvl no auunomy cocmagy.

a) IOBOJSTCS JI0 CBEICHHS COTPYIHUKA YCTHO (B yCTHOU (hopme);

0) TOBOJATCS JI0 CBe/leHUs paOOTHHKA TOJ] PACITUCKY;

B) JOBOJIATCS IO CBEACHUS paOOTHHUKA O] PACTIHCKY TOJIBKO B CTy4ae YBOJIbLHCHHS;
T') HE JOBOMSTCS IO CBEJICHUS COTPYAHHKA.

8.11lepesoo na opyeyio pabomy 0onyckaemcsi:

a) B CIyYae MPOU3BOJICTBEHHON HEOOXOIMMOCTH;

0) TOJIBKO C MUCbMEHHOTO COTJIachsi paOOTHUKA, 3a UCKIFOYEHHUEM BPEMEHHOTO ITEPEBO/Ia B ClIyuae
MIPOM3BOJICTBEHHON HEOOXOIMMOCTH;

B) TOJILKO MIPUKA30M PYKOBOIUTEIIS.



9.Jluunblil 1UCmoK no yuemy Kaopos 3anoaHAemcs npu ROCMynieHuy Ha pabomy:
a) paOOTHUKOM KaJIPOBOM CITY>KOBI;

0) HaYaJIbHUKOM OTJIEJ1a KaJpOB;

B) CEKpeTapem;

') caMUM PaOOTHUKOM.

10.0cno6Hbim 00KyMeHmoM 0 mpy0o8ou OesimelbHOCmU pAbOMHUKA (CTydHcaujeco) a6usiemcs.
a) TPyIOBOW KOHTPAKT;

0) TpyAoOBas KHUKKA,

B) JIMYHOE JICJIO paOOTHHUKA;

I') TMYHast KapTO4yKa pabOTHHKA.

11.7lpu nepesooe compyonuka Ha Opyeyro pabomy e2o 1udHoe 0eno.

a) mepeaaeTcs Ha Jpyryro padoTy;

0) nepenaeTcsi KOMusl JIMYHOTO JIeNIa;

B) HE [lepelaeTCs Ha IpYyryto padboTy;

I') HE MepeacTCs Ha IPYTYI0 paboTy, 3a HCKITIOYCHUEM YUPEKICHHH OTHOW CHCTEMBI.

12.B cryoiche kaopoe npeonpusmusi Xpausamcs JuyHvle 0end.

a) BCEX COTPYJHUKOB pabOTAIOIIMX B HACTOSIIEE BpEMsI U pabOTaBIIMX KOTJa-TO;

0) TOJIBKO COTPYJHUKOB, 3aHMMAIOIIHUX JOJDKHOCTH PYKOBOISIINX PAOOTHUKOB,;
B) TOJIBKO YBOJIUBIIMXCSI COTPYTHHKOB;

T') TOJIBKO PabOTAIONIMX COTPYTHUKOB.

13.Jluunvie oena:

a) MOT'YT BBIJIaBAaTHCS BCEM JKEIAIOIIIM C HUMU O3HAKOMUTHCS;

0) MOT'YT BBIZIaBaThCsl BO BPEMEHHOE TI0JIb30BAHUE OIPEICIICHHBIM JIOJKHOCTHBIM JIHIIAM;
B) MOT'YT BBIJIaBaThCS TOJILKO KOMIIETEHTHBIM OpPTaHaM B ClIydae He0OXOIUMOCTH;

') He MOTYT BBIIaBaThCsI HUKOMY, T.K. OTHOCSITCS] K KOH(HUACHIIUATHHBIM CBEACHUSIM.

14 Jloxymenm, 8 Komopom 6 XpoHOon02U4eCKol NOCIe008aAMENbHOCIU ONUCAHBL DMANbL HCUSHU U MPYOOBOL
oesamenbHOCmu pabomHuKa, Ha3bl8Aemcsl:

a) aBTobuorpadus;

0) oTuer;

B) pE3IOME;

T') XapaKTepUCTHKA.

15.Céedenus o oucyuniuHapHvlx 83b1CKAHUAX, HANONCEHHBIX HA PAOOMHUKA, 8 MPYOOBYI0 KHUNCKY:

a) BHOCATCS B 00s513aT€IbHOM MOPSJIKE;

0) BHOCSITCS 110 PELICHUIO aIMUHUCTPALNH;

B) HE BHOCATCS;

T') HE BHOCSTCSI, 32 UCKIIFOUEHUEM CITy4aeB, KOTJa IUCIUTUTMHAPHBIM B3bICKAHUEM SIBIISIETCS] YBOJIBHEHHUE.

5. Kirou k Tecry:

Ne Bompoca [TpaBUIBbHBII BapHaHT OTBETa

1 0)




2 r)
3 r)
4 B)
5 a)
6 a)
7 6)
8 0)
9 a)
10 a)
11 r)
12 r)
13 r)
14 r)
15 0)

Kputepun onenkmn:

- COOTBCTCTBUE OTBCTOB 06y‘~IaIOHII/IXC${ KJIFOYY TECTA,

O1eHKa «OTJIMYHO» - €CJIM 00y4aroIIMICs MPaBUIBHO OTBETUI HA BCE BOIPOCHI TECTA B
OTBEJIEHHOE BpeMsI

OneHka «Xopouo» - €ciii 00y4aromuiics IPaBUJIbHO OTBETUII HAa 6 BOIIPOCOB TECTa B
OTBEJICHHOE BpeMs

OI_IGHKa «YAOBJIETBOPUTEJIBbHO» - €CJIN 06yt1a101u1/1171051 MMpaBHUJILHO OTBCTHUII HA 4 BOIIpOCa
TECTa B OTBCACHHOC BPEMsL

OI_ICHKa «HEYIAOBJETBOPUTECJIABHO» - €CIIN 06yanOIHHﬁCﬂ IMPpaBUJIBHO OTBCTUII MCHEC YEM Ha 4
BOIIpOCa TCCTa B OTBCACHHOC BPEMsI

33&3]—[“6 6: OTBETUTH HA BOIIPOCHI TECTA

IIpoBepsiemble pe3yJabTaThl 00y4eHHs . 311
Tema 7. Opzanuzayusn padomot ¢ 00OKymeHmamu



1.JJoxymenmoobopomom Hazvleaemcs:

a) CO3JJaHNe W YTHIIN3AlKs JIOKYMCHTOB B OpTaHH3aIUH;

0) BCEe KOJIMUECTBO BXOSIINX U UCXOJSAIUX IOKYMEHTOB;

B) pallMOHAJIbHAS OPTaHM3ALMS IBIKCHUS JJOKYMCHTOB B OpraHU3aIliH, Ha TIPS IPHUITHH;

T') IBMKCHHE TOKYMEHTOB C MOMEHTA MX CO3JIaHUs WM MOJIYICHHUS 0 3aBEPIIICHUS UCIIOJIHCHUS WIH OTIIPABKH.

2.Bcs 0okymenmayus yupescoenus 0eumcst Ha ciedyioujue 00KYMeHmonomoKu.
a) BXOJIAIINE, UCXOSIINE U BHYTPEHHUE TOKYMEHTHI

0) mpuxoAsIIre, OTIPABICHHBIC U BHYTPCHHUE TOKYMEHTBI

B) BHYTPEHHHE U BHEITHHE JOKYMCHTBI

') TOKyMEHTAIUs HE ICTUTCS Ha JJOKYMEHTOIIOTOKHU

3.K ocnosHbiM (hopmam opeanuzayuu pabomul ¢ OOKYMEHMAMU HA NPEONPUAMUY OMHOCAMCA:
a) LIEHTpaJIM30BaHHAas, ICLEHTPATN30BaHHAas, CTPYKTYpHas;

0) LIeHTpaJIM30BaHHAs, ICLIEHTPAIIM30BaHHAs, TTPOCTas;

B) IICHTPAIM30BaHHAs, JCIICHTPAIN30BAHHAS, CMEIIICHHAS;

I') IpocTas, CI0KHAsA, CMEIIEHHAs.

4. Quxcayus paxma cozoanus b0 NOLyUeHUss OOKYMEHMO8 Nymem NPUC80eHUss UM NOps0KOBbIX
HOMEPOB U 3aNUCU YCIMAHOBIEHHBIX C8EOCHUIl O HUX, HA3bIBAENICAL:

a) MOJy4YEeHUE TOKYMEHTOB;

0) peructpanus JOKyMEHTOB;

B) B3ATHE JOKYMEHTOB Ha KOHTPOJIb;

I') OTIIPABJICHHE JOKYMECHTOB ajjpecary.

5.Bvibepume cywecmsyrowue ¢popmvl KOHMPOJs 3a UCNOIHEHUEM OOKYMEHMO8:
a) KOHTPOJIb OOIINI U KOHTPOJIb IO CYIIECTBY;

0) KOHTPOJIb 10 CYLIECTBY U KOHTPOJIb 110 UCIIOJIHUTEISM;

B) KOHTPOJIb IO CYILIECTBY U KOHTPOJIb 332 CPOKAMU HCIIOJIHEHUS;

I') KOHTPOJIb 110 UCTIOJHUTENSIM U KOHTPOJIb [0 CPOKAM MCIIOTHEHHMSL.

6.B 3asucumocmu om pasmepa opeanuzayuu 0opabomka u Omnpaska UCXoo0AUWUX OOKYMEHMOo8 NPo8OOUMCA.
a) KypbepoM WIIH CeKpeTapeM-pedepeHToM;

0) cexpetapeM- pedepeHTOM MiH ciayx6oit JJOY;

B) CIIY’K0O0# TOKYMEHTAIIMOHHOT'O 00ECTICYCHHUS YIIPABJICHHS WK SKCIICTUIMEH (DKCIIEAUTOPOM);

I') cekperapeM- pedepeHToM, ciayx00it IOY win skcneuimen.

7.Homenxnamypoti oen Hazvigaemcs.:
a) CUCTEMaTU3UPOBAHHBIN NepeueHb HAUMEHOBAHUM JIeJl, 3aBOAMMBIX B OpraHU3alluyu C YKa3aHUEM CPOKOB
UX XpaHeHus, 0(OPMIIEHHBIN B YCTaHOBJIEHHOM TOPSIJIKE;
0) nepeueHb> HAMMEHOBAHUH JIeJ1, IepejaBaeMbIX OpraHu3alyel B apXxuB, 0(pOPMIICHHBIH
B YCTaHOBJICHHOM IOPSAKE
B) NepeyeHb HAUMEHOBAHUI e, TepeJaBaeMbIX KaHIeIsIpuel B CTPYKTypHbIE MOApa3/ieNieH s OpraHn3aluy;
T') pacupeeneHe U NOAINBKa JOKYMEHTOB B JIefa.

8.0Ommnecenue 0okymenmog Kk onpeoeneHHoMy 0eny u CUcCmemamu3ayus OOKYMeHmos8 6Hympu 0ena - 3mo:
a) HOMEHKJIaTypa Jie;

0) omuchk e,

B) KapTOTEKa JIeIT;

r) hopmupoBaHue nen.



9.3asepuwarowum 3manom pabomuvl ¢ OOKYMEHMAMU 8 MeKyuWem 0eloNpoUu3B00Cmee AGIAemcs.
a) 00paboTKa Aem JUIsl MOCIESAYIOIIEro NX XpaHEeHUs U UCIIOJIb30BAHUS;

0) 00paboTKa Jen s Iepeiavu uX B apXuB;

B) 00a 0TBETa BEpPHBHI.

10 B cTpyKTypHBIX HOJIpa3eieHUSIX OPraHU3alui JOKYMEHTHI JOJKHBI XPAHUTHCS:
a) eIIe ToJ1 Mocje OKOHYaHHS TEKYIIETro roja

0) eme 2 roja rnocjie OKOHYaHUS TEKYIIEro roja

B) emie 3roJia Mociie OKOHYaHUs TEKYIIEro ro/ia

T') ele SJeT nociae OKOHYaHUs TEKYIIero roja

11. [NocnenoBaTeIbHOCTH PACTIOIOKEHUS JIE)T Ha MOJIKAX MPH XpPaHEHUH JOJKHA COOTBETCTBOBATD :
a) anipaBUTHOMY TTOPSIAKY

0) XpOHOJIOTUYECKOMY MOPSAKY

B) HyMEpaIIMOHHOMY TIOPSIIKY

I') IOCJIEIOBATEIBHOCTH PACIIONOXKEHHS JIe]l B HOMEHKIIAType Jell

12. Onpeoenenue nonumuyecko2o, IKOHOMULECKO20, COYUANLHO-KYTbIMYPHOSO, NPAKMUYLECKO20 U UHO20
SHAYEHUA aOKyMeHWZOS C yeunviro 0m6opa ux Ha eocydapcmeeHHoe XPAaHeRue uiu yCmaHoe6l1eHUs CpOKO8 Ux
XpaueHusl, Ha3vl8aemcs:

a) DKCIEPTU30H BAXHOCTH JJOKYMCHTOB;

0) SKCIEPTU30M CEKPETHOCTU JJOKYMEHTOB;

B) 9KCIIEPTU30H IEHHOCTH JIOKYMEHTOB;

T') 9KCIIEPTH30M IKCKIIFO3UBHOCTH JJOKYMEHTOB.

13.Onpeoensemasn ycmanosnenHviMu npasuiamu n0020MosKa 0end K XpaHeHuro Ha3vl8aemcsi.
a) MHJCKCaIus JIeT,

0) opopmiieHHE OCT;

B) PETUCTpAIHS JIEIT;

) YHUpUKaLUS Jell.

14, Jlena ¢ nocmosinnubiM CpoKOM Xpanenus RPUHUMAIOMCSL APXUBOM.
a) Mo aKTy;

0) o omucw;

B) 110 MPOTOKOJTY;

T) [10 MPUKa3y.

14. Ha OOKyMeHmbl NOCMOAHHO20 U OOJZZOBpeMeHHOZO XPAHEHUA COCMABNAEMCs.’
a) ApXUBHAaA 3aIl1Chb,

0) akT;
B) OITUCH;
r) hopmyssp.
6. Kirou k Tecry:
Ne Bonpoca [TpaBUIbHBII BapHaHT OTBETa

1 r)

2 T)




3 B)
4 6)
5 r)
6 r)
7 a)
8 a)
9 B)
10 r)
11 a)
12 B)
13 0)
14 6)
15 B)

Kputepun onenkmn:

- COOTBCTCTBUC OTBCTOB 06yqafonmxca KIJIFOYY TECTaA,

OI_ICHKa «OTJIMYHO» - €CIIN o6yqa101u1/1171c;1 IMPaBUJIBHO OTBETHUII HA BCC BOIIPOCHI TECTA B
OTBCIACHHOC BpEMA

OI_IGHKa «Xopomo» - €Ciin 06yqa}0m1/1171c51 MMpaBHUJIbLHO OTBCTUJI HaA 6 BOIIPOCOB TE€CTAa B
OTBCIACHHOC BpEMA

OHGHKa «YAOBJIETBOPUTEJIBbHO» - €CJIN 06yqa}01u1/1171051 MMpaBHUJILHO OTBCTHUII HA 4 BOIIpOCa
TECTa B OTBCACHHOC BPEMA

OneHka «Hey10BJIeTBOPUTEIbHO) - €CIIU 00yJaIOUIUiics MpaBUIbHO OTBETUII MEHEe YeM Ha 4
BOIIPOCA TECTA B OTBEIEHHOE BPEMs

3aganue 7: MOArOTOBUTH BHICTYIUIEHHE, JOKJIAIbI, IPE3EHTALMN WIK pedepaT Mo TeMam:
IIpoBepsiemble pe3yabTaThl 00y4eHusi: Y2
TexeT 3aaHMA: TOATOTOBUTH BBICTYIUIEHHUE, JOKIIAbI, TPE3EHTALIMH WK pedepar mo Temam:

I/IHCprKI[I/IHZ OTO6paTB HCO6XO,[[I/IMyIO 110 3aJaHHOM TEMC, IPOAHAJIN3UPOBATH



MOATOTOBJICHHYIO I/IH(i)OpMaI_II/IIO, NOATOTOBUTH U NPCACTABUTH BBICTYIIJICHHUC, JOKJIAA, NPC3CHTALIUIO

i pedepar.

Tembl:

[IpumepHas Tematuka pedepaToB, CaMOCTOSTENbHBIX PabOT

O~NOOT R WN PR

Crapeiimume GopMbl 1ETONPOU3BOJICTBA, TPUKA3HOE JEIONPOU3BOICTBO

Dransl pa3BUTHSA JEJIONPOU3BOACTBA

Komnexckoe 1 MUHUCTEPCKOE AETIONPOU3BOACTBO

[TpuHIMIBI ¥ L€ Ki1accuUKau JOKyMEHTOB

OcoOeHHOCTH BEICHUS IEIONPOU3BOICTBOM 10 JINYHOMY COCTaBY HPEAIPUATHS
Opranu3zanys J0KyMEHTO000pOTa B TOCTUHHYHOM MPEATNPUSTUN

Opranuzanys perucTpaluu U y4eTa JOKYMEHTOB B MIPEANPUSITHSIIX

Bunbl v mopsA0oK NpoXoXkIeHUSI BHYTPEHHUX JOKYMEHTOB MPEANPUSATHUS

Kpurepun ouenox

OneHka «OTJIMYHO» - O0yYarOMMKCS MpaBWILHO 0TOOpan MH(OPMAIHIO MO 3a/JaHHOU TeMe,
IIPOAHAIN3UPOBAT €€, IPEICTaBUI BBICTYIJICHUE, TOKJIA, IIPE3CHTAIMIO WK pedepaT, OTBETHII
Ha BCE BOIIPOCHI.

OneHka «XOpomo» - OOYYaloIUiics MOArOTOBWI HH(GOpPMAIMIO 10 3aJaHHOH TeMe,
NPOAHAIN3UPOBAT €€, TPENCTaBWI BBICTYIUIEHHE, IOKJIAJ, IPE3CHTALUI0 MIN pedepar
HEYBEPEHHO, HE CMOT OTBETUTh HAa HEKOTOPBIE BOIIPOCHI.

OneHka «ya0BJI€TBOPUTENbHO» - OOYYAIOUIUIICS MOATOTOBMII HH(POpPMAIMIO IO 3aJaHHOU
TeMe, MPEeICTaBII BBICTYIUICHHE, TOKIAaJ, MPE3eHTAluI0 Wik pedepaT HEYBEpEeHHO, HE CMOT
OTBETUTH Ha BOIIPOCHI.

OneHka «HeY/IO0BJIETBOPUTEIBHO» - OOyYaroIMiics HE MOATOTOBWII HH(OPMAIUIO 0
3aJJaHHOM TeMe, He TIPEJICTAaBUII BBICTYIUJICHHE, JOKIIA, IPE3eHTAIUI0 WK pedepar.



3ananme 8: BONPOCHI 1JI YCTHOTO OINpoca
IIpoBepsiemble pe3yJbTaThl 00yueHus: Y 1
Bpemsi BbINOJIHEHUSA: KaXK/bIi BOIIPOC 5 MUH
Texkcr 3aganus:

HNHCTpYKIUA: OTBETUTH HA IIOCTABIEHHBIN BOIIPOC

VYkaxure oCHOBHbIE (DOPMBI JJOTOBOPOB U CIIy4au UX IMPUMEHEHUS
Packpolite 0CHOBHBIE IPUHILIMIIBI 3aKJIFOYEHUS JOrOBOPa
[lepeuncnure npu3HAKU KOMMEPYECKOTO 10TOBOPA

JlaiiTe cpaBHEHHE KOMMEPUYECKOTO U CBOOOHOTO I0TOBOpa

A OwWDN PR

Kpurepun ouneHok
OrneHka «0TJIMYHO» - 00yJarOIIUNCs TPABUIBHO OTBETUII Ha BOIPOC

OrneHka «xopomo» - 00yJarouuicss IpU OTBETE JOMYCTHI HEOOIbIINE OITNOKY.

OHGHKa «YAOBJIETBOPUTEJIBbHO» - OTBET o6yqa}01ueroc;1 OBLI C OIIMOKaMH.
OHGHKa «HEYAOBJETBOPUTECJIABHO» - Oﬁy‘lﬂIOH.[PIﬁCH HC CMOI' OTBCTHUTH Ha BOIIPOC.

Bonpocs! k 1u¢pepeHIMPOBAHHOMY 3a4eTy

1. TocymapcTBeHHBIE OpraHbl U COCTaB HOPMaTHBHOM 0a3bl B chepe HOY.

2. OnpedeneHue noHamul (8 coomeemcmeuu ¢ FOCT P7.08-2013): 0oKymeHMUPOBAHHASA
UHGopmayus, mekcmosol OOKyMmeHm, MUCbMeHHbIl O0KyMmeHm, asmop G0KymMeHmd, ouyuasabHsili
O0KyMeHm, nodaUHHUK 0oKymeHma, 0ybaukam G0KymeHmMa, Konus 00KyMeHma, 308epeHHAs Kornus
dokymeHma, 0ybaemHsili O0KymeHm.

3. @ynkuuu u  kinaccupuKanus — JOKYMEHTOB. BHIBI  JOKYMEHTOB 1O  CIOCOOY
JOKYMEHTHPOBAHUSI.

4. CBoiicTBa U CTPYKTypa IOKyMEHTA.

5. Vuuduxanus noxkymeHntoB. [loHsTHS oOmepoccuiickoro kinaccupukatopa U BeICHHS
kinaccudukaropa. YHUDUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH.

6. Ilonsarue (B coorBercTBUM ¢ [OCT P 7.097-2016) odhopmiteHUs] peKBU3UTOB JJOKYMEHTOB H
HOPMAaTHBHBIN aKT, yCTaHABIMBAIONIMKA MpaBuia ux ogopmireHus. [IpaBuia opopmIIeHUs CIIPaBOYHBIX
JTAHHBIX 00 OpraHu3alliy U 1aThl JOKYMEHTA.

7. [TlpaBunma odopmileHHs PEKBU3UTOB JOKYMEHTOB: «aipecar», <«Tpud yTBEpKIACHUSI
JIOKYMEHTAy, «PE30JTIOIH», «3aTr0JI0BOK K TEKCTY», «IIOIIUCHY.

8. [IlpaBmima odopmieHHS PEKBU3UTOB JOKYMEHTOB: «TEKCT» W «OTMETKAa O HAJTUYHH
TIPUIIOKEHUS.

9. ®opmarbl OyMa)KHBIX JOKYMEHTOB. TpeOoBaHMS K H3TOTOBICHHIO IOKyMEHTOB.

10. HaznavyeHue opraHu3aliMOHHBIX TOKyMEHTOB. [IpaBuiia odopmieHus ycTasa.



11. TIpaBumma oopmIiIeHHs TOJIOKEHUS, MHCTPYKIIMHU U IITATHOTO PACTIMCAHUSI.

12. TlpaBuia opopmieHHs peraMeHTa U MpOTOKOIA.

13. OOume mpaBuia MOArOTOBKY PACHIOPSIIUTENBHBIX TOKYMEHTOB. DTaIlbl pa3padOTKU MPOEKTa
pacnopsAUTEILHOTO JOKYMEHTA U COCTABIIAIOIINE YaCTH €ro TeKCTa.

14. CoctaB TyHKTOB pacnopsauTeNbHONM YacTu JAoKyMeHTa. OCOOEHHOCTH MOAMUCAHUS
pacropsauTeIbHOr0 JOKyMeHTa. Ha3HadeHune W CcOoCTaB PEKBH3UTOB MPUKA30B, PACHOPSHKEHUH |
peLieHui.

15. Bunasl u npaBuiia opopMIICHUS CITPABOK U CITY)KEOHBIX TTHUCEM.

16. Bunel u npaBuiia oopMIICHUS aKTOB U JJOBEPEHHOCTEH.

17. CocrtaB pekBU3UTOB, IpaBuia 0(hOpMIICHUS 3asBICHUIN U OOBSICHUTEIBHBIX 3aIHCOK.

18. HopmaruHusble JIOKYMEHTHI, peraMeHTUPYIOIIHe HOATOTOBKY
OpraHHU3alMOHHO-PACTIOPSAUTEIbHBIX TOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax.

19. Konwuposanue noxkymeHToB. Bunsl konuii. KOpuandeckast cuia u 3aBepeHue KOMUi.

20. Tpu dbopmbl opranuzanuu Aenonpoun3Bojactsa. OyHkuuu ciyxost JJOV.

21. OO6BeM TOKYMEHTOOOOpOTA.

22. OCcoOCHHOCTH | JISIONPOU3BOICTBEHHAs 00pab0oTKa BXOISMIINX, HCXOASIIUX U BHYTPEHHUX
JIOKYMEHTOB.

23. Buabl cucremarusanuy MPaBOBBIX JTOKYMEHTOB . VICmonb30BaHUE CIPABOYHBIX MPAaBBIX
CHCTEM.

24. TexHOIOTHUSI KOHTPOJISI HCTIOTHEHUS TOKyMEHTOB. CpOK MCIIOTHEHHS JJOKYMEHTOB.

25. Tloroku ucxoasumx A0KyMeHTOB. OCOOEHHOCTH COCTaBIIE€HHS, COITIACOBAHMS, TIOANIMCAHMS
U Tepeslauydl UCXOSIIUX JOKYMEHTOB.

26. @opmupoBanne u odopmienue nen. CocraB mHpOpMANWHU, pa3MelmaeMold Ha OOJOXKKe
nena.

27. OpraHu3anus ornepaTUBHOIO XpaHeHHs TOKyMeHTOB. OdopMiieHre HOMEHKIATYpPBI €.

28. DkcrepTu3a IIEHHOCTHU JTOKYMEHTOB U €€ MPaBOBOE PEryIMpPOBaHUE.

29. Kpurepuu onpeneneHus IEHHOCTH JOKyMEHTOB. CpOKH XpaHEHUs TOKYMEHTOB.

30. Cucrema »SKcHepTHBIX oOpraHoB. Ilopsmok oTOopa JOKYMEHTOB Ha XpaHEHHE U
YHUYTOXXEHHE.

31. MeponpusTtus 1o noAroToBKe Aei K nepenaye B apxuB. OpopmieHne 00J0XKKH Jera.

32. IlpaBa TpakgaHWHA TPU PACCMOTPEHUH €r0 OOpaIleHUs] B TOCYIapCTBEHHBIC OPTaHBI
TpeGoBaHus K TUCbMEHHOMY OOpaIICHUIO TPaKIaHIHA.

33. IIpuewm, peructpanus 1 oTIpaBKa KOH(PUICHINATBHBIX JOKYMEHTOB.

34. I[CJ'IOHpOI/BBOI[CTBO Mo JOKyMCHTaM, COACPpKalllUM KOMMEPUYCCKYIO TaﬁHy.



JOIOJIHEHMA 1 UISMEHEHMA K KOMIUIEKTY KOHTPOJIBHO-
OLEHOYHLBIX CPEACTB 110 AMCLHUIIIMHE

Ucnonuurens:
[Ipenonasatens K.A.I'apusitoBa
« » 20 I.

I[OHOJIHCHI/ISI 1 U3MCHCHUA paCCMOTPCHBI U pCKOMCHAOBAHBI OTACICHUCM SKOHMHWYCCKUX AUCIHUIIIINH

IIporokom Ne « » 20 T

3aB.0TAeIEHUEM S3KOHOMUYECKUX JUCLIMUITIINH P.III.AxmupoBa




