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1. OBIIHME ITOJIOKEHUSA

@®oH/ OLEHOYHBIX CPE/CTB MpeIHa3HAuEH Ui IPOBEPKHU PE3Y/IbTaTOB OCBOCHUS JUCIUILIIMHBI
OI1.04/lokyMeHTalIMOHHOE OOECIIEYCHHE YIPABICHHUS MPOrPaMMbl TOATOTOBKU CIIELUAINCTOB
cpennero 3BeHa ([IIICC3) mo cnenmanbHocTH 38.02.01 DKOHOMUKA M OyXTaaTEPCKUi yUer.

®OC BKIIOYAET KOHTPOJIbHBIE MaTepuaibl JUIsl MPOBEACHUS TEKYLIETO KOHTPOJIS
yCIIEBaEMOCTH, IMPOMEKYTOUYHOM aTrTectanuu B ¢opme IupGEpeHIMPOBAHHOIO 3a4yeTa, UTOrOM
KOTOpOIro SIBIISIETCA OLIEHKAa B Oauiax: 5 - OWIMYHO; 4 - XOpoIo; 3 -yIOBJIETBOPUTEIBHO; 2 -
HEYJIOBJIETBOPUTEIIBHO.

®OC n03BOJIET OLIEHUBATh YPOBEHb OCBOCHMSI 3HAHUM ¥ YMEHUM 110 TUCLUILIMHE.

2.Pe3yjbTaThl 0CBOEHHSI Y4eOHOH TMCHUIIMHBI, OAJIesKAIHe KOHTPOJII0

B pesynpraTte arrectanuu 1no yueOHOM JUCIHMILIMHE OCYLIECTBIISETCS KOMIUIEKCHAs MPOBEpKa
CHEAYIOUIUX YMEHUN:

- O(I)OpMJ'ISITL H IIPOBCPATb IHPABHIIBHOCTb O(bOpMHeHI/IH AOKYMCHTAallMUK B COOTBETCTBUH C
YCTaHOBJICHHBIMU Tp€6OBaHI/I$IMI/I, B TOM 4HCJIC UCIIOJIB3Yys I/IH(bOpMaIII/IOHHI)Ie TCXHOJIOTHUU MTPOBOANUTH
ABTOMATU3UPOBAHHYIO o6pa60TI<y JAOKYMCHTOB,;

- OCYHICCTBJIATH XPAHCHHUC MW IMOUCK IOOKYMCHTOB; HCIIOJB30BATH TCICKOMMYHHUKAIIMOHHBIC
TEXHOJIOTHH U 3HAHUI:

- OCHOBHBIC TIOHATHUA: NOCJIH, 3aJa4d W T[IPUHOUIIBI JOKYMCHTAIIMOHHOI'O obecreycHus
YIIpaBJICHUA

- CUCTEMBI JOKYMEHTAIlMOHHOI'0 00eCIIeYeH s YIIPaBICHUs, UX aBTOMaTU3aLIUIO;
- KJIJaCCU(PMKALIMIO JOKYMEHTOB;
- TpeOOBaHUs K COCTABJIECHUIO U O(DOPMIIEHUIO JOKYMEHTOB;

- OpPraHM3aII0 JIOKYMEHTOO00pOTa: MpHeM, 00padOTKy, pEerucTpaluio, KOHTPOIb, XpaHEHUE
JOKYMEHTOB, HOMEHKJIATypy JeJ.

OcHoBHOM OCJIBIO OLICHKKW OCBOCHUA NJUCLHUIIIIMHBI ABJISACTCSA OLICHKA y'MeHI/Iﬁ U 3HAHMUH.

Tabnuna 1
OueHka pe3yjabTaToB 00y4eHUsI
Pe3yabTaTsl 00yuyeHus OcHOBHBIE IOKA32aTEJIN OLEHKH
(ocBOCHHBIC YMEHHS1, YCBOCHHbIC pe3yJbTaToB
3HAHMSA)
Y 1 OdopMiATh TOKYMEHTAIHIO B OcBoenmne 3akoHoB , ['ocTP7.0.97-2016
COOTBETCTBUH C HOPMaTHUBHO-
METOAUYECKON 0a30ii;
Y 2 OpranusoBbIBaTh padoTy OcBoeHME OHATHH YCTaB, OJI0KEHUE, HHCTPYKLUS ,
OpraHu3al|y ¢ J0KyMEHTaMH B JIOKAJIbHBIX aKTOB
COOTBETCTBHH C YCTABHBIMU
JOKYMEHTaMHU




¥ n IlpaBunbHO 0OpMIIATH
JOKYMEHTALUIO 1EATEIbHOCTU
pEANPUATUI

OcBoenne opopmieHust TokyMeHToB OdopmiieHue
BXOJAIICH TOKYMEHTAIUU B ICSITEITbHOCTH MPEATIPUATHH.

3 1 3amuTa 1 06paboTKa KOH(MUIEHIT
JCHITMATBHBIX JOKYMEHTOB APXHBHOE
XpaHEHUE JIe] ¥ IOKYMEHTOB

OcBoeHue paboThI C JOKYMEHTaMH COJICPKAINMHU
KoH(HeHaTbHbIe cBeeHHs . OcBoeHue paboThI ¢
JOKYMEHTaMH IepeiaBaeMbIMU Ha apXMBHOE XPaHEHUE

3 2 HopmaTtuBHO-METOAMYECKHE
JOKYMEHTBI 110 JOKYMEHTALlMOHHOMY
00ecreyeHNI0 U apXUBHOMY
XPaHEHHIO JOKYMEHTOB;-
rpeOOBaHus U IpaBUiIa

I'CHAOY no opranuzanuu

paboThI ¢ JOKYMEHTaMH.

OcBoenne HopMaTUBHO# 0a3bl AenonpousBoactea. [ CAOY
. Bagenue metonamu 1 mpaBOBBIME OCHOBAMH 3aIL[UTHI
JOKYMEHTAIIMOHHOTO 00ECTIeYeHUS yIIPaBICHUS

3 n OcobeHHocTH AEI0NPOU3BOICTBA
AEATeNLHOCTH TPEANPUSTHS
.Crnieniprika paboThI ¢ TOKyMEHTaMHU

OcBoeHue YMeHue apryMeHTUPOBaTh U TPaMOTHO
0(hopMIIATH JOKYMEHTALUIO B IPEANIPUATHUAX

OI_IeHKa (1)OpMI/IpOBaHI/I${ KOMH@TCHHI/Iﬁ OCYHICCTBJIACTCA C UCIIOJIb30BAHUCM CIICAYIOIIUX (i)OpM

U MCTOJ0OB KOHTPOJIA: YCTHBIﬁ OIIpOC, TCCTUPOBAHKUC, BBIIIOJITHCHUC ITPAKTHUYCCKUX pa60T, BBIINNOJIHCHUEC

KOHTPOJIbHBIX pa60T, 3alrTa KypCOBOT'O IIPOCKTA U JP.

Tabnuna 2
PacnipenejieHue THIIOB KOHTPOJILHBIX 32JaHMI 10 KOMIIETEHIUAM
Kon
KOHTPOJUPYEMO
Ne Kontponupyemsie pa3ziensl (TEMbI) POIpY HaumenoBanue
- KOMIIETEHIH
n/m JUCIUTUTUHBI OIIEHOYHOTO CPEACTBA
(vnu Tpymn
KOMITETEHIHIA)
1 | Paznen 1.HopmaTtuBHO-MeTOIMYECKAs
0a3a U OCHOBHbIE TOHATUS TPABOTO U .
IK1.1 Jlekuuu, yCTHBIN Onpoc
JOKYMEHTAI[MOH HOTO 00ecTieueHust
yIpaBJie HUS MPEANPUATHIMU
2 | Pazgen
2.IIpaBoBoe obecrieueHue
K1.2 [IpopaboTka 1eKIIMOHHOTO
opraHu3anu paboThl ¢ JOKYMEHTaMH : .
MarepHaia, yCTHBIH orpoc
B COOTBET CTBHH C YCTaBHBIMHU
JOKYMEHTaMHU
3 | Pazgen 3.0OcymiecTBasTh paboTy ¢
JOKYMEHTaMHU 10 TIOJIFOTOBKE U MPOBE K2 3 [IpopaboTka 1eKIIMOHHOTO
JIEHUIO COBEILAHUH , IEIOBBIX BCTPEY , ' MaTepuana, mpaKTuaecKas
Ipe3eHTaIHi pabota
4
Pa3nen 4.06ecnieueHrie BHITOTHEHUS
OTOBOPOB U MOJATOTOBKH JEIOBBIX [1K2.4
A p a g KonrtponbHas pabora Ne2 ,
JIOKYMEHTOB .
YCTHBIN OIpocC
5
Pasgen 5. Bectn yder 1OKyMEHTOB
MPENNPUATHS © OPTaHU30BBIBATH
PEATIP p . I1K3.3 [IpopaboTka JIEeKIIHOHHOTO
paboTy nepcoHana ¢ J0KyMeHTaIleu
1o VieT MaTepuasna, KOHTPOJIbHas
yaery paboTtaNe3




Paznen 6. PazpabaTsiBaTh
JOKYMEHTAIMIO 00€CIIeUHBAOLIYIO
IPOIIECC JeTONPOU3BOACTBA

[1K3.4

[IpopaboTka JIeKIIHOHHOTO
MaTepHaa, TeCT, YCTHBIN
onpoc




3. gaIlaHI/lﬂ AJIA OH€HKH O0CBOCHUSA JHCHUIIINHBI

3ananme 1: OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemble pe3yJbTaThbl 00yueHus: Y1
Bpems BbinosineHus: 20 MuH

TexcT 3apanug.
Tema 1. /lokymenmuposanue ynpagieHu4eckoul 0esameabHOCmu

1.3apukcuposannas na mamepuarbHOM HOCUMeNe UHPOPMAYUA C PEKBUSUMAMU, NO3BONAIOWUMU ee

uoeHmuduyUposams — Mo
a) TOKYMEHT;
0) OnaHK;
B) JIEJIO;
T') 3aIUCKa.

2.006s3amenbHbie 21eMeHmbl, YCMAHOBIeHHble 3AKOHOM (CIMAHOAPMOM), COCMABNIAIUUE KAHCObLL OOKYMEHM,
HA3b18AIOMCA
a) UHJICKCHI,
0) hbopmynspsr,
B) GOpMBI;
') PEKBU3HTHI.

3. Unghopmayus - smo
a) CBEJIEHUS O JIMIIaX, MpeaAMeTax, pakTax, COObITUSX, SIBICHUAX U MPOIleccaXx HE3aBUCUMO OT (DOPMBI X
IIPE/ICTaBIICHMS;
0) cBeZieHMsI O JIMLIAx, IpeMeTax, (hakTax, COOBITUSX, SIBICHUSAX U MIpolieccax, 3apuKCHpoBaHHbIE HA Oymare;
B) CBEJICHMS O JIMIIAX, IpeaMeTax, (hakrax, COOBITUSAX, IBICHUAX U Mpolieccax, 3aQpUKCUPOBAHHBIE HA OYMaKHON
U DJIGKTPOHHOM HOCHUTEJSIX;

4.0Ompacne desmenvHocmu, obecneuusarowdas OOKYMeHmMupo8anue u oOpeanu3ayuo pabomsi ¢ 0QUYUATLHLIMU
OOKYMEHMAMU- MO

a) KaHIeIspus;

0) IenompON3BOACTBO;

B) yIIpaBJICHUE;

T') JOKyMEHTOOOOPOT.

S.Ilapannenvro ¢ mepmuHom «OOKYMEHMAYUOHHOE obecneyerue YnpasieHusy Ucnoib3yemcs mepmun
a) nHGOpPMAIIMOHHOE 00eCTIeueHNe yIPaBIICHHUSI;

0) TOKyMEHTHPOBAHHUE;

B) JIETIONIPOU3BOJICTBO;

I') IpOrpaMMHOE 00€eCTIeYeHHE YIPABICHHS.

6.K ynpasnenueckoii unghopmayuu npedvasnaomcs ciedyiouue mpebosanus:
a) MOJIHOTA, JOCTOBEPHOCTb;
0) onepaTuBHOCTh, TOUHOCTH;
B) aJpECHOCTbD, IOCTYITHOCTb AJIsl BOCIIPUATHS;
I') BCE IEPEYUCIIEHHOE.



7.Ceoticmgo oghuyuanbro2co 00KyMeHma, coobuwaemoe emy 0eticmgyiouum 3aKOH0OAMerbCMBEOM,
KOMnemeHyuell u30asuieco e20 Op2ana u YCmaHoGIeHHbIM NOPSOKOM 0popMIeHUs — 3O

a) o0s13aTeNnbHas CUIla IOKYMCHTA,

0) pacropsiAuTeNbHAs CHJIa JOKYMEHTA,;

B) IOpUIMYECKAs CUJIa JOKYMEHTA;

r) MOAJIMHHASL CHJIA TOKYMEHTA.

8.11o mecmy cocmagnenusi OOKymenmvl MoO2ym Oblmb:
a) BHYTPEHHUE U BHEIIHUE;

0) MPOCTHIC U CIIOKHBIC;

B) CPOYHBIE HECPOUHBIE;

I') UHAUBUAYaJIbHbIE U TUIIOBBIE.

9.11o npoucxodicoenuro OOKymeHmvl Mo2ym Oblmbp.
a) UHIUBUYyalbHbIE U TpadapeTHBIE,;

0) neliCTBUTEIbHBIC U HEIEHCTBUTEIbHBIE,

B) CIIy)KeOHBIE U JINYHEIC;

I') TOCYJapCTBEHHbIE U YAaCTHBIE.

10.11o codepotcanuio 0okymenmsi Mo2ym Oblms.
a) MICbMEHHBIC U rpadudIecKue;

0) MPOCTHIC U CIIOXKHBIE;

B) BHELIHHE U BHYTPEHHHE;

T') IOJIMHHBIC U TIOJIOXKHBIE.

11.B cyuae ymepu opucunania Kako2o-mubo 00KyMeHma, bl0aencst
a) nyonuKar;

0) Komus;

B) OpUTHHAJ;

T') BBITHCKA.

12. Kakoii cmanoapm ucnonv3yemcs 01 oghopmienus opeaHu3ayuoHHO-pacnopaoumenbublx OOKyMenmos?

a) OCT P 7.0.97-2016 «YHuduImpoBaHHbIe CUCTEMBI JOKYMEHTAIMH. TpeOoBaHU K OPOPMIICHHIO TOKYMEHT
6) 'OCT P NCO 15489-1-2007 «Cuctema cTanaapToB 1o HHGopMaiuu, 6u0IM0TeYHOMY U

U3/1aTebCKOMY JIETy Vnpasnenue fokymeHTamu. OO01irie TpeOoBaHUS»;

B) OCT P 7.0.8-2013 «/lenonpou3BoACTBO U apXuUBHOE €70. TepMUHBI U ONpeIeIICHUS»

13.Kakoe konuuecmeo peksuzumos ycmaHno8ieHo 2ocyoapCmeeHHbiM cmanoapmom Ha ogpopmaenue OPJ]?
a) 28;
0) 29;
B) 30;
r) 32.

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

0) MUHUCTEPCTBO- aBTOP JOKYMEHTA;

B) TUIOBAst UHCTPYKIIUS 10 I€JIOMPOU3BOJICTBY;

') COOTBETCTBYIOIINN TOCYAapPCTBEHHBIN CTaHIAPT.



15. Tunosas uncmpyxkyus no 0enonpou38o00cmsy 6 MuHucmepcmeax u gedomcmeax P®, ymeeporcoena:
a) ['ocynapcTBennoi Jlymoit;

0) [IpaButenscTBOM PD;

B) [Ipesunentom PD;

r) Pocapxusom.

1. Kiiou k Tecry:
Ne Bompoca [IpaBuiibHBIN 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 6)

Kpurtepun onenkmn:

- COOTBCTCTBUEC OTBCTOB 06yqa10mnxcsi KIIFO1Y TECTa,

OHGHKa «OTJIMYHO» - €CJIN o6y11a101um71cs[ IIpaBHUJIBHO OTBETUII HA BCC BOIIPOCHI TECTA B
OTBCACHHOC BpEMA

Or11eHKa «XOPOII0Y - €CITH 00yUYaIOIIHUIACS MPAaBIIIBHO OTBETHII Ha 6 BOIIPOCOB TECTA B
OTBEJIEHHOE BpeMsI



O1eHKa «y/A0BJIEeTBOPUTEIbHOY - €CIIM 00y4arOIUIACS MPaBUIILHO OTBETHII Ha 4 BOIIpoca
TeCTa B OTBEJEHHOE BPEMS

OL[GHKa «HEYAOBJECTBOPUTEJIBHO»» - CCIIN 06y‘-IﬁIOH.[PIfIC51 MIpaBHJIbHO OTBCTUII MCHECC YEM Ha 4
BOIIpOCa TC€CTa B OTBCACHHOC BPCMs

3ajanme 2: OTBETUTH HA BOIIPOCHI TECTA
IIpoBepsiemble pe3yJbTaThl 00y4eHHs : Y2
Bpems BoinosiHeHus: 20 MuH

TexcT 3apanus.
Tema 2. Cucmema opeanu3ayuoOHHO-pPACnNOPAOUMEIbHOU OOKYMEHMAUUU

1.Komnnexc 83aumoyssa3aHHbix 00KYMEeHMOo8, pe2lamMeHmupyoumux CmpyKmypy, 3a0a4u u yHKYuu opeaHu3ayul,
NPUHYUNDBL Opeanu3ayuu ee pabomsl, npasd, 00sA3aHHOCMU, chepy OMEemcmeenHOCmU ee PYKO8OOCEd
u cneyuaiucmoe- onmo
a) 3aKOHOJIaTeJIbHbIE JOKYMEHTHI;
0) pacriopsiuTeNbHbBIE JOKYMEHTEI;
B) OpraHU3aIlMOHHBIC JOKYMEHTHI;
T') CIIPaBOYHO-MH()OPMALIMOHHBIE TOKYMEHTBHI.

2.Kakue u3 nepeuucienHuix Huxice U008 00KYMEHMO8 OMHOCAMCA K OPSAHUZAYUOHHBIM?

a) yCTaB, YUpEAUTEIbHbIE JOKYMEHTBI, aKThl, IPOTOKOJIbI, IITATHOE paclUCaHie, MHCTPYKLUH, paBuia
BHYTPEHHETO TPYAOBOI'0 PACIIOPAIKA;
0) ycraB, yupeauTeIbHbIE JOKYMEHTBI, CTPYKTYpa M IITaTHAsl YUCIEHHOCTbD, IITATHOE PaclUCaHUE, IPOTOKOJIBI,
II0JIO’KEHUE O NIEPCOHAIE;
B) YCTaB, yUpEIUTENIbHbBIE IOKYMEHTHI, CTPYKTYpa U IITaTHAs YUCIEHHOCTD, IITATHOE PacliCaHue,
II0JIO’KEHUE O NIEPCOHAIE;
I) yCTaB, yUpeAUTEIbHbIE JOKYMEHTHI, CTPYKTYpa U ILITAaTHAsl YUCIEHHOCTb, ITATHOE pacIUCaHUeE,

IIOJIOXKEHUE O IIEPCOHAIIE; [IOCTAHOBIIECHUS, IPUKA3bI.

3. Vkaoicume, Ha ochosanuu Kkakoz2o 0OKymeHma 0eticmayiom 6ce 20cy0apCcmeeHHbie, MyHUYUnaibHble,
yacmuvle npeonpusamus, 00wecmsaernHvle 00beOUHEHUs, He 3A8UCUMO OM PopMblL COOCMBEHHOCMU.!
a) ycTas;
0) MOJI0KEHNUE;
B) ITIOCTaHOBJICHHUE;
T') pacTopsKEHUSI.

4.C600 npasun, pecyrupyouux 0esmensHOCmb OP2aHU3AYUL, YUPeHCOeHUs, 0OUWeCmE U 2padcoaH, ux
83AUMOOMHOWEHUSL C OPY2UMU OP2AHUIAYUAMU U 2PANCOAHAMU, NPABA U  0OA3AHHOCMU 8 ONPEOENeHHO

cpepe 2ocyoapcmeeHHOU U X03AUCMEEHHOU 0esimeNbHOCIU — MO

a) MpUKas;

0) pacnopspkeHue;

B) MOJIO’KEHUE;

T) yCTaB.

5.Hopmamueno-npasoeoii akm, pe2iamenmupyiowuii.  nopsa0ok oo6pazoeanus, Cmpykmypy, QyHKyuu,
KOMNnemenyuro, 00sA3aHHOCMU U OP2AHU3AYUIO PAOOMbL CUCTEMbL OP2AHO8 YNPABIIeHUs. 20CY0apcmed- I3mo



a) IPOTOKOJI;

0) MOJI0KEHHUE;

B) aKT;

I') JOJPKHOCTHAsI UHCTPYKIIMSL.

6. Vkaosxcume 0OKymeHm, 8 KOMOPOM 3aKPENnIsaemcs 00NN CHOCMHOU U YUCTEHHbIU COCMAB OP2aHU3aAYUU
¢ ykazanuem ¢honoa 3apabommuoi niamol:

a) IITaTHOE PacCIMCaHUE;

0) CTpyKTypa U TaTHasi YUCICHHOCTh OpraHu3alliy;

B) JIOJKHOCTHAS MHCTPYKLIUS;

I') [I0JIOXKEHUE O ITEPCOHAJIE.

7.Kakum 0bpazom mozym 6HOCUMbCA USMEHEHUs. 8 CIMPYKMYPY U WMAMHYIO YUCTEHHOCMb OP2aHU3ayuu?
a) 10 YCTHOMY PaCIOPSDKEHUIO PYKOBOJUTEIISI OPTaHU3aIHH;

0) nMpuUKa3oM PYKOBOIUTEISI OPTaHU3ALINY;

B) U3MCHEHUS HE BHOCSTCS.

8.[okymenm, 6 komopom onpeodenaromces 3a0a4u, QyHKyuu, npasa u 00A3aHHOCMU COMPYOHUKAX
npeonpusimus — 3mo:
a) UHCTPYKILIUS;
0) JOJKHOCTHAS! MHCTPYKIUS;
B) MpaBHJIa BHYTPEHHETO PACIIOPSIKA;
I') LITATHOE pacIUCaHUeE.

9.Coomeemcmeyrowuii cocmaes pekgu3umos onpeoeen:

a) TOJIBKO ISl OPTaHU3AIMOHHBIX JOKYMEHTOB;

0) TONBKO AJIs OPTAaHU3AIMOHHBIX U PACMOPSTUTENBHBIX JOKYMEHTOB;
B) JUTSI KQXJ0T0 KOHKPETHOTO BUA TIOKYMEHTA;

T) JUIS K&KJI0W KOHKPETHOW OpraHHU3aIliH.

10. Pexsuzum «cnpasounvie 0anuvie 06 0peaHu3ayuuy» 6KI0Uaem.:

a) IOYTOBBIN aJIpec, HoMepa TeIePOHOB OPTaHU3aAINH;

0) mOYTOBBIN azipec, HOMepa TeaePOHOB, CUETOB B OaHKE;

B) IOYTOBBIN a/Ipec ¢ yKa3aHUEeM MHACKca, Homepa TeiaedOoHOB, CUeTOB B 0aHke, (pakca; aapec
JIIEKTPOHHOM TTOYTHI;

r) TOCT P 7.0.97-2016 «YHuumpoBaHHbIE CUCTEMBI JOKYMEHTAIIUH ...)» HE OTPaHUYNBACT COCTAB
CBEJICHUH, BKITIOYAEMbIX B JIAHHBIH PEKBU3UT.

11. Vkaosicume npasunvroe opopmnenue pexguzuma «0ama OOKYMEeHmMAa»:
a) 1 cenrs6ps 20XX r;

0) 1.09.20XX;

B) 1.09.XX;

r) 01.09.XX.

12. Bce yupesrcoenus, opeanuzayuu u npeonpusimus Ompaxcaiom c8or AOMUHUCMPAMUBHO-YRPABIEHYECKYIO
0esimenbHOCIb 8.

a) OpraHU3alMOHHBIX IOKYMEHTAX;

0) pactiopsSIIUTENbHBIX IOKYMEHTAX;

B) CIIPABOYHBIX JOKYMEHTaX;

r) “"HOPMAIIMOHHBIX IOKYMEHTaX.



13.Kakue 6u0dbt 00KyMeHmos omHoCAMcs K pacnopsaoumeibHolM 0OKyMeHmam?

a) MMOCTAHOBJICHUS, YKa3aHHUsI, PACTIOPSHKCHHUS,

0) ycTaBbl, IOCTAHOBJICHUS, YKA3aHUS, aKThI,

B) TIOCTAHOBJICHUSI, PEUICHHUS, YKAa3aHUs, JOKIIAIHAS 3aIICKa, PUKA3bl, IUPKYIISPHI,
I') IOCTAHOBJICHUS, PEIICHUS, YKa3aHUsI, PACTIOPSHKCHUS, IIPUKA3bI, TUPKYIISPHI.

14. Kakoii 0okymenm s61aemcs camvlm pacnpocmpaneHHbIM 8UOOM OOKYMeHmMd, NPUMEHAEMO20
ynpaeneHus?
a) MpuKas;
0) MOCTaHOBJICHUE;
B) pacHOpsIKEHHUE;
T') YKa3aHHe.

15.Kaxue 0okymenmvi OmHOCAMCA K UHPOPMAYUOHHO-CRPABOYHBIM OOKYMEHMAM?

6 npakmuke

a) CIIpaBKH, JOKJIAAHBIC U 00BSACHUTENILHEIE 3aIIMCKH, CBOJKH, O630pbl, AKThbI, IIPOTOKOJILI, CJ'Iy>K€6HBI€

NUCHhMa, TeJIETPAMMBI, TeNIE(POHOTPAMMBI;

0) cripaBKH, MPUKA3bl, PELUICHUS, CBOIAKH, 0030pbI, aKThI, IPOTOKOJbI, CITy>KEOHBIE MIChbMa, TEIETPAMMBI,

Tese()OHOTpaMMBI;
B) CIIPAaBKH, JIOKJIA/IHbIC U OOBSICHUTEIILHBIC 3AITUCKH, CBOJIKH, 0030PbI, TOCTAHOBJICHHUS,
ClTyeOHbIE TUChbMa, TEJIErPAMMBbI, TEJIC(OHOTPAMMBI,

1") CIIpaBKH, JOKJIAAHBLIC 1 00BIACHUTENBHBIE 3aIlIMCKu, CBOAKH, O630pI>I, HUPKYJAPBI, aKThI, IIPOTOKOJIBI,

CITy’)keOHBIC MUCHMA.

2. Kurou k Tecry:
Ne Bonpoca [IpaBUIBHBII BapuaHT OTBETA
1 a)
2 B)
3 a)
4 r)
5 0)
6 6)
7 0)
8 0)
9 B)




10 B)
11 6)
12 6)
13 r)
14 a)
15 a)

Kpurepun oneHku:

- COOTBCTCTBUC OTBCTOB 06yqa101uﬂxc>1 KIJIFOYY TECTaA;

OIIeHKa COTJIHYHO» - €CJIN O6y‘-I£110HIHﬁC?I IMPpaBUJIbHO OTBCTHUJII HA BCC BOIIPOCHI TCCTA B
OTBCACHHOC BpEMA

O1eHKa «XOPOII0» - €CIIM 00yUaOIIHIICs TPABHUILHO OTBETUII HA 6 BOIIPOCOB TECTA B
OTBEJICHHOE BpeMs

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

OI_IGHKa «HEYAOBJIETBOPUTECJIABHO» - €CJIIN 06yanOIHHﬁCH IMPAaBUJIBHO OTBCTUII MCHCC YE€M Ha 4
BOIIpOCa TE€CTa B OTBCACHHOC BPEM:I

3aganue 3: OTBETUTH Ha BOIIPOCHI TECTA
IIpoBepsiemble pe3yabTaThl 00y4eHusi: Y1
Bpems Bbinosinenusi: 20 MuH

Tekcer 3apanus:

Tema 3./]oz060pno-npaeosas 00Kymenmayus

1. Coenawenue 08yx unu HecKONbKUX TUY 00 YCMAHOBNEHUY, USMEHEHUU UTU NPEKPAUEeHUU CPAHCOAHCKUX
npaes, Ha3vl8aemcs:

a) aKT;

0) moroBop;

B) JIOBEPEHHOCTb;

I') IPOTOKOJL.

2./[ocoeop ecmynaem 6 cuny ¢ MOMEeHmMa ezo...:
a) IOATIMCaHMUS;
0) cocTaBleHUS;



B) 00KaJI0BaHUS;
T') YTBEPXKICHHUS.

3.IIpomokonwl pazunoznacuii K 002080pam NOCMABKY COCMABIAIOMCSA 8 MeX CIYYasaX, Ko20d:

a) 00HApYKEHO HECOOTBETCTBUE MKy HAUMEHOBAHUEM, MACCOM U KOJTMYECTBOM MECT Tpy3a 3asSBICHHBIX
paHee B JOKyMEHTax;

0) 1Mo mpeI0KEHHOMY MTOCTaBIIMKOM MTPOCKTY JOTOBOPA Y MOKYHATEs] UMEIOTCS BO3PAKEHUSI, OJJTHAKO OH

00s13aH MOANKCaTh JOTOBOP;

B) JKeJIe3Has Jopora 3ajepikalia OTIPABJICHHBIN rpy3 Oombine yem Ha 30 qHEH.

4.Kaxkoii u3z nepeyucieHHvlX Hudice PeKeU3Umos, He 6X00Um 6 CoCcmas 002080pa?
a) HANMCHOBAHHE BUIA JJOKYMCHTA;

0) TEKCT JOKYMEHTAa;

B) rpu( yTBEepKICHHUS JOKYMEHTA;

I') IOANUCH CTOPOH.

5./loco60p cocmasnsemcs ne menee yem
a) B IBYX JK3EeMILISApax;

0) B TpexX IK3EMIUTIPAX;

B) B UETHIPEX IK3EMILISIpax;

T) B [IATH IK3EMILISpax.

6. Kommepueckuii akm cocmasisiemcs
a) B OJJHOM DK3EeMILISIPE;

0) B IBYX 2K3EMILISIPAX;

B) B TPEX JK3EMILIIpax;

T) B YETBIPEX IK3EMILISApax.

7.B 3asucumocmu om moeo, Kem 0QOpMAAIOMCIL NOTHOMOYUS, 008EPEHHOCIU NOOPA30ENAIOMC HA:
a) opuLMaNbHbIE U JTUYHBIE,;

0) rocyaapCTBEHHbIE U KOMMEPUYECKHUE;

B) o(unIManbHbIE U KaHUEISIPCKUE;

I') HOTapUaJIbHO 3aBEPEHHbIE U JIUYHBIE.

8. [lokymenm, Oarowuti NOIHOMOUUS €20 NPEObABUMENI0 HA BbINOIHEHUE KAKUX- TUOO0 Oelticmeutll om umenu
dogepumers, 3mo-

a) JIeI0BOE MHUCHMO;

0) TOTOBOPHOE MHCHMO;

B) JIOBEPEHHOCTb;

r) 1y0nIMKaT TOKyMEHTA.

9.Cpox deticmsusi TUYHOU 00BEPEHHOCIU HE MOICEM NPEeBbLULAMD.
a) IIECTH MECALIEB CO JIHA €€ COBEPIICHHUS;

0) 0JTHOTO TO/1a CO JAHA €€ COBEPIICHHUS;

B) JIBYX JIET CO JIHS €€ COBEpUICHHUS;

T') TpeX JIET €O JHs €€ COBEPIICHHUS.

10.Ecnu cpox Oeticmeus 8 TU4HOU 008EPEHHOCIU He YKA3AH, OHA COXPAHsem CUNY 8 MeyeHuUe:
a) 15 nHel ¢ MOMeHTa e€ OoANMCaHuS;

0) Tpex MecsIeB C MOMEHTA €€ TOIITUCAHUS;

B) OJIHOTO T'0J1a C MOMEHTA €€ TIOIMUCAHMS;



I') TPEX JIET C MOMEHTA €€ MOANNCAHUS.

11.Cpok Oeticmsus 006epeHHOCMU YKA3bI8AECAL ...
a) mudpamu;

0) IPOIHUCEHIO;

B) iu(paMu 1 TIPOIHCHIO;

T') Wi u@paMu WK MPOIHUCKIO;

3. Kurou k Tecry:
Ne Bompoca [IpaBuibHBIN BapUAHT OTBETA
1 6)
2 a)
3 a)
4 B)
5 a)
6 B)
7 a)
8 B)
9 6)
10 B)
11 B)

Kputepun onenkn:

- COOTBCTCTBUEC OTBCTOB 06yqa10mnxcsi KIIFO1Y TECTa,

OHGHKa «OTJIMYHO» - €CJIN o6y11a101um71cs[ IIpaBHUJIBHO OTBETUII HA BCC BOIIPOCHI TECTA B
OTBCIACHHOC BpEMA

OrneHka «Xopouo - eciiv 00y4arImuics TpaBUJIbHO OTBETUI Ha 6 BOIIPOCOB TeCTa B
OTBEJICHHOE BpeMs

Or1eHKa «y/10BJIE€TBOPUTEIbHOY» - €CITM 00YyJaIOIINIICS TPaBUIILHO OTBETUI Ha 4 BOIIpoca
TeCcTa B OTBEICHHOE BPEMS

O1eHKa «HeYAOBJIETBOPUTEIBHO» - €CIH 00yUJalONIMiics MPaBUIbHO OTBETUII MEHee YeM Ha 4
BOIIPOCA TECTA B OTBEJIEHHOE BpEMS



3ananue 4: OTBETUTH Ha BOIIPOCHI TECTA
IIpoBepsiemble pe3yabTarbl 00y4enus: 3.1
Bpems BoinosiHenusi: 20 MuH

TexkcT 3aaaHuA.
Tema 5. Ilpemen3uonno-uckoeas 00KymeHmayus

1.Ilpemensus- smo:

a) TpeboBaHuE 0 10OPOBOJIILHOM YCTPAaHEHUH HAPYILIEHUS 3aKOHO/IATEIIbCTBA,

0) TpeOoBaHNE K KOMIIETEHTHOMY OpPTaHy O 3al[UTe HAPYLIEHHOTO MpaBa OpraHu3aluu, IPEIIPUsITUS,
YUPEXKIECHUS;

B) TpeOOBaHUE C MPOCHOOH O B3BICKAHUU C OTBETYMKOB B MPUHYIUTEIBHOM MOPSAAKE MIPETEH3UOHHBIX CYMM;
) 00KaJlOBaHUE PEIICHUS Cy/1a TI0 UCKOBOMY 3asIBJICHHIO.

2.Ilucvmo-3anpoc — smo:

a) TOKyMEHT, IPeCTaBISIONINNA co00il oOpalleHre MoKymnaresis K IpoAaBIly ¢ MPOochO0i 1aTh MOAPOOHYIO

WH(OpMaIKIO O TOBapE U HAMPABUTH MPEJUIOKEHNE HA TTIOCTABKY TOBApa;

0) TOKYMEHT, MOATBEPKAAIOIINNI HAMEPEHUS OpraHU3allii B OTHOILICHUH pPaHEe COrNIACOBAHHBIX IJIAHOB
COTPYAHUYECTBA;

B) JIOKYMEHT, CIIyXalllUii /U1 OIIEPaTUBHOTO COOOIIEHHS MPOAaBIy KaKOH-In00 BaxkHOUM nuH(popmanuu,

YIYIIEHHON M0 KaKUM- JIN0O MPUYUHAM B MIPEABIIYIIEM MHUChME;

') TOKYMEHT, MpeJHa3HAYCHHBIH JIJI1 CONPOBOXICHUS MTPUIIAaraeMbIX K HEMY IOKYMEHTOB.

3.0meem Ha npemen3uio npedycmampugaem cieoyioujue apuaHmol.

a) O TIPUHATUHU MIPETEH3UH K PACCMOTPEHUIO JTUO0 00 YOBJIETBOPEHUN MPETEH3UH IMOTHOCTHIO MIIH YACTUYHO;
0) 0 MPUHATHH MPETEH3UU K PACCMOTPEHUIO OO0 00 OTKIIOHEHUU IPETEH3HH;

B) 00 y/I0BIIETBOPEHUH OO 00 OTKIIOHEHUH MPETEH3UH;

T') O IPUHSATUU MPETEH3UU K PACCMOTPEHHIO; 00 YIOBIETBOPEHUH MPETEH3UU MOTHOCTHIO WM YaCTHYHO;

00 OTKJIOHEHUH IPETCH3WU MMOJHOCTHIO UJIM YaCTHYHO.

4. Jlokymenm, 6 KOMOPOM u3nazaemcs 060CHOBAHHAS NPOCLOA 8 CYO UNU ApOUMPAIC O peueHUU CHOPHO20 O€;
KOMopoe He M0N0 Oblmb pa3peuleHo Ha 00OPOBONILHBIX HAUAAX, HAZLIBACTNC:

a) MIPETEeH3MOHHOE MMHCHMO;

0) UCKOBOE 3asBJICHHE;

B) KaccallloHHas *kano0a;

T) 3a1poc.
4, Kiirou k Tecry:
Ne Bonpoca [TpaBuIBbHBIN BapHaHT OTBETa
1 0)
2 a)
3 r)
4 0)




Kpurepun oneHku:

- COOTBCTCTBUEC OTBECTOB 06y‘IaIOH_[I/IXC$I KIIFO4Y TECTA,

O1eHKa «OTJIMYHOY - €CJIM 00yJYaroIUNCs MPaBUIIBHO OTBETUI HA BCE BOIPOCHI TECTA B
OTBEJIEHHOE BpEMS

OrneHka «Xopouo» - eciii 00y4aroIuiics IPaBUJIbHO OTBETUII Ha 6 BOIIPOCOB TECTA B
OTBEJIEHHOE BpEMS

OneHka «y/10BJIeTBOPUTEIBHO» - €CJIM 00y4aroIniics IpaBUJIbHO OTBETUII Ha 4 BoIlpoca
TECTa B OTBEJCHHOE BpEMsI

OneHka «Hey10BJIeTBOPUTEIbHO) - €CIIU 00yJaroLUiics MpaBUIbHO OTBETUII MEHEE YeM Ha 4
BOIIPOCA TECTa B OTBEIEHHOE BpeMs

3aganue 5: 0OTBETUTH Ha BOIIPOCHI TECTA
IIpoBepsiemble pe3yabTaThl 00y4eHusi: 3.2

Bpems BoinosiHenus: 20 MuH
Tema 6./Jokymenmuposanue mpyoo6vlx npasooOmHOUeHUIL

1.Tpyooswvie npasoomuouienus npeonpusmus ¢ pabomuuKom pe2yiupyiomcsi:
a) Koncruryuueii PO;

0) TpynoBbiM KosiekcoM PO;

B) Hanoroseim xogexcom PD;

r) Tpy10BBIM U YTOJIOBHBIM KoJIeKcOM PD.

2.Coenacno cm.58 TK P®D, mpy0oeoti KOHMpakm Moxicem 3aKnouamsCsi:
a) Ha HEOIPEICIICHHBIN CPOK;

0) Ha ompeeTIeHHbIN CPOK He OoJiee MATH JIET;

B) Ha BpeMsl BBINIOJHEHUS ONPEIeICHHON paboThI;

I') BCE OTBETHI BEpHbIE.

3.0OcHOBHBIM OOKYMEHMOM NO yYemy NepcoHala Ha npeonpusamuu A6aemcs.
a) TpynoBoii gorosop (popma T-1);

0) nmuunas kaprouka (¢popma T-2);

B) JIMYHOE JEJI0 paOOTHHUKA;

T') JINYHBIN JIUCTOK IO y4YETy KaapOB.

4.Tpyooesvle KOHMPAKmMbl XPAHAMCS 8 MeYeHue.

a) 3 JeT mocye yBOJbHEHUS paOOTHHKA;

0) 5 ner mocie yBOJIbHEHUS paOOTHHKA,

B) 75 ner;

r) 5 JIeT mocie yBoJIbHEHUs! pa0OTHUKA, HO B CIy4ae OTCYTCTBHSI IPUKA30B 0 JIMYHOMY COCTaBy — 75 Jer.



5. Vkaoscume, no xakoii cxeme oghopmnsiemcsa ygonvHenue pabomuuka:

a) 3asBJICHHE paOOTHHKA 00 YBOJIBHCHHUH, MPUKa3 00 YBOJIBHEHUH, 3aIUCh B TPYIOBOM KHIDKKE, 3aITHUCh B
JMYHOU KapTOUKe, 3aKPBITHE JIMLIEBOTO CYETa 10 3apab0THOH TIaTe;

0) 3asBIeHrEe pabOTHHKA 00 YBOJBLHEHHUH, 3aIIMCh B TPYAOBOM KHUXKKE;

B) 3asiBJieHUE pabOTHHKA 00 YBOJILHEHHH, TIPUKa3 00 YBOJIILHEHHH, 3aIIUCh B TPYIOBOW KHUKKE;

T') IpUKa3 00 YBOJIBHEHUH, 3aIUCh B TPYAOBOM KHUXKKE, 3aIUCh B INYHON KAPTOUKE.

6. Yrxaosicume, no kakou cxeme oghopmisiemcs npukas o nepesooe COmpyoOHuKa Ha opyeyro pabomy:
a) 3asBJIcHHE PaOOTHHKA O MIEPEBOJIE, IPUKA3 O TIEPEBOJIC, 3aMMCh B TPYAOBON KHUKKE, 3aITUCh B INYHON Kap’
JIMIIEBOM cYeTe 10 3apabOTHOM TUIaTe;
0) mpuKa3 o MepeBoie, 3aUCh B TPYIOBOM KHIIKKE, 3alMUCh B TMYHON KapTOUYKE, 3aIMUCh B JTUIICBOM CUETE
1o 3apabOTHOM TU1aTe;
B) 3asiBJICHUE paOOTHUKA O MEPEBO/IE, MPUKA3 O TIEPEBOJIEC, 3aMMKUCh B TPYAOBON KHUKKE;
T') IPUKa3 O MEePEeBOJIe, 3alTUCh B TPYIOBOW KHUXKKE, 3asiBIICHHE PAOOTHUKA O TIEPEBO/IE, 3aIUCh B INYHOU Kap1

7 Ilpuxasvl no auuHomy cocmagy:

a) TOBOJISATCS JIO CBEACHUS COTPYIHUKA YCTHO (B YCTHOM (hopme);

0) TOBOAATCS 10 cBe/leHUs paOOTHHKA MO PACITHCKY;

B) JIOBOJSTCS JIO0 CBEJCHUS paOOTHHKA MO/ PACIIHCKY TOJIBKO B CIIy4ae YBOJbHCHUS;
T') HE JOBOJSTCS IO CBEJICHUS COTPYAHHKA.

8.11lepesoo na opyeyro pabomy donyckaemcsi:

a) B CJIydae MPOU3BOJICTBEHHOW HEOOXOIUMOCTH;

0) TOJIBKO C MMCbMEHHOTO COTJIachsi PaOOTHUKA, 32 UCKIIFOYEHUEM BPEMEHHOTO MIEPEBO/Ia B Cliydyac
MIPOU3BOJICTBEHHON HEOOXOJMMOCTH;

B) TOJIBKO MPUKA30M PYKOBOJUTEIIS.

9.Jluunblil 1UCMOK NO yuemy Kaopos 3anoaHAemcst npu NOCMYNIeHUU Ha pabomy:
a) pabOTHUKOM KaJpOBOU CITykOBbI;

0) HAaYaTbHUKOM OTJIeNIa KaJpOoB;

B) CEKpeTapem;

') caMMM PaOOTHUKOM.

10.OcHo6HbIM OOKYMEHMOM 0 MPYO08Ol 0eamenbHOCIU PAOOMHUKA (CLyHCcauje2o) A61Aemcsl:
a) TPY/I0BOM KOHTPAKT;

0) TpynoBasi KHUXKKA;

B) JINYHOE JeJI0 pabOTHUKA;

I') IMYHAast KapToUyKa pabOTHHKA.

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

a) mepeaaeTcs Ha Jpyryro paboTy;

0) mepenaeTcst KOMUsI IUYHOTO JIeNa;

B) HE TIEpPeIaeTCs Ha PYTYI0 padoTy;

I') HE MepeaeTcs Ha ApYTyro paboTy, 3a UCKIIOYEHUEM YUPEKICHUH OTHONW CUCTEMBI.

12.B cnyorcbe kadpos npednpusmusi Xpauamcs JudHvle 0end:

a) BCEX COTPYAHHMKOB PabOTAIOIIMX B HACTOSAIIEE BPpeMs M pabOTaBIINX KOTIa-To;

0) TOJIBKO COTPYAHUKOB, 3aHMMAIOIIHMX JOJDKHOCTH PYKOBOISIINX PAOOTHUKOB,;
B) TOJIBKO YBOJHMBIIUXCS COTPYIHUKOB;

I') TOJIBKO PabOTAIOIIMX COTPYTHUKOB.



13./Iuunsie oena:

a) MOTYT BBIJIaBaThCSI BCEM JKEJIAIONINM C HUIMH O3HAKOMHUTHCS,

0) MOT'YT BBIZIaBaThCS BO BPEMEHHOE T0JIb30BAHUE OIPEICIICHHBIM JIOJXKHOCTHBIM JIHIIAM;
B) MOT'YT BBIIaBaThCS TOJBKO KOMIIETCHTHBIM OpraHaM B CiIy4ae HEOOXOIUMOCTH;

') HE MOTYT BbIJIaBaThCSl HUKOMY, T.K. OTHOCSATCS K KOH(DUICHIIUATBHBIM CBEICHUSM.

14./Joxymenm, 6 Komopom 6 XpOHOLO0SUYECKOU NOCIE008AMENbHOCIU ONUCAHBL IMANbL HCUZHU U MPYO0BOU
oessmenbHOCMuU pabomHUKd, HaA3b18AEMCL:

a) aBTobuorpadus;

0) oTyer;

B) PE3IOME;

T') XapaKTePUCTHKA.

15.Céedenus o oucyuniunapHvlx 83b1CKAHUSX, HANONCEHHBIX HA PAOOMHUKA, 8 MPYOO0BYI0 KHUMICK) .

a) BHOCATCS B 00s513aTEIIbHOM MOPSI/IKE;

0) BHOCSITCS 110 PELICHUIO aIMUHUCTPALINH;

B) HE BHOCATCS;

T') HE BHOCSTCSI, 32 UCKIIFOUEHUEM CITy4aeB, KOTJa IUCIUTUIMHAPHBIM B3bICKAHUEM SIBIISICTCS] YBOJIbHEHHUE.

5. Kiiou K Tecry:
Ne Bompoca [IpaBuibHBIN BapUaHT OTBETA
1 0)
2 r)
3 r)
4 B)
5 a)
6 a)
7 0)
8 6)
9 a)
10 a)
11 r)
12 r)
13 r)
14 r)




15 0)

Kpurepun oneHku:

- COOTBCTCTBUEC OTBCTOB 06yqafomnxc;1 KIJIFO4Y TECTA,

OL[GHKa CKOTJIHYHO» - €CJIN OGy‘-IElIOH.[HﬁCSI IMPpaBUJIBHO OTBCTHUJII HA BCC BOIIPOCHI TCCTA B
OTBCACHHOC BpCMA

OneHka «Xopouo» - eciii 00y4aroIuiics IPaBUJIbHO OTBETUII Ha 6 BOIIPOCOB TECTA B
OTBEJIEHHOE BpeMs

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

OHeHKa «HEYAOBJIETBOPUTECJIBHO» - €CJIIN 06yanOIHHﬁCH IMpaBUJIbHO OTBCTUJI MCHEC YCM Ha 4
BOIIpOCa T€CTa B OTBECACHHOC BpCMA

3aganue 6: OTBETUTH Ha BOIIPOCHI TECTA

IIpoBepsiemble pe3yabTaThl 00y4eHHs . 311
Tema 7. Opzanuzayusn pabomot ¢ 00KymeHmamu

1.J]oxymenmoobopomom Hazvieaemcs:

a) CO3/IaHME U YTUIM3alUsl  JOKYMEHTOB B OpraHU3alllH;

0) BCEe KOJIMYECTBO BXOSIINX U UCXOSAIIUX TOKYMEHTOB;

B) pallMOHANIbHAS OpTaHU3AIIMS IBHXKEHUS JOKYMEHTOB B OpraHU3alluu, Ha IPEPUITHH;

T') IBI>KEHHE IOKYMEHTOB C MOMEHTA MX CO3/IaHUS WITH TIOJIYYCHHS 10 3aBEPILICHUS UCTIOTHEHUS WU OTIIPABKH.

2.Bcs ookymenmayus yupescoeHus 0eaumcs Ha ciedyroujue 00KyMeHmMONnOmoKU:
a) BXOJAIINE, UCXOAIINE U BHYTPEHHUE TOKYMEHTHI

0) MpUXOoSIINe, OTIPABICHHBIC U BHYTPCHHHUE TOKYMEHTBI

B) BHYTPEHHHE U BHEIITHUE JOKYMEHTBI

') TOKyMEHTAIUs He JISTUTCS Ha JJOKYMEHTOIIOTOKH

3.K ocnosHvim ¢hopmam opeanusayuu pabomol ¢ OOKYMEHMAMU HA NPEeONPUAMUU OMHOCAMCA!
a) LIEHTpaJIM30BaHHas, ICLEHTPATN30BaHHAs, CTPYKTypHas;

0) LeHTpaTu30BaHHas, JIeLIeHTpaIu30BaHHas, IPOCTas;

B) LIEHTPAJIIM30BaHHAs, JCIICHTPAIN30BAHHAs, CMEIIIEHHAs;

I') IpOCTasi, CIOXKHAs!, CMEIIEHHAs.

4. Quxcayus paxma cozoanus 1ubo noxyueHus OOKYMEeHMO8 nymem NPUuceoeHUs UM nopsaoKoebix
HOMEPOB U 3aNUCU YCIMAHOBIEHHbIX C8E0EHUll O HUX, HA3bl8AEMCAL:

a) MOJIy4eHHUEe JOKYMEHTOB;

0) perucTpanus T0KyMEHTOB;

B) B34THE JOKYMEHTOB Ha KOHTPOJIb;

T') OTIIPABJICHHE JOKYMEHTOB aJjpecary.



5.Bvibepume cywecmsyrowue popmvl KOHMPOAs 3a UCNOTHEHUEM OOKYMEHMOB:
a) KOHTPOJb OOIIUI U KOHTPOJIb IO CYIIECTBY;

0) KOHTPOJIb 110 CYIIECTBY U KOHTPOJIb IO UCIIOJIHUTEISIM;

B) KOHTPOJIb 10 CYILIECTBY U KOHTPOJIb 32 CPOKAMU HCIIOJIHEHHUS;

') KOHTPOJIb 110 UCTIOTHUTENSM U KOHTPOJIb IO CPOKAM HCIIOJTHEHUSI.

6.B 3asucumocmu om pasmepa opeanuzayuy 00pabomKka u OMNPAKA UCXOOAUWUX OOKYMEHMO8 NPOBOOUMCSL:
a) KypbepoM HJIU ceKpeTapeM-pedepeHTom;

0) cekperapeM- pedepeHToM i ciayxooi JJOY;

B) C1y00i1 TOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YIIPABJICHUS WU SKCIIEANLINEH (IKCIETUTOPOM);

') cekperapeM- pedepeHTom, ciyxooit JIOY um skcnenumnuei.

7.Homenxknamypoii oen nazvleaemcs:
a) CUCTEMaTH3UPOBAHHBIN MTepeYeHb HANMEHOBAHUH /1], 3aBOIMMBIX B OPraHU3aliU C YKa3aHHEM CPOKOB
UX XpaHeHus1, 0(pOPMIIEHHBIN B YCTAaHOBJIEHHOM TOPSIJIKE;
0) mepedyeHs HAMMEHOBAHUH JIeJI, TIEpEIaBaeMBbIX OpraHU3alrel B apXuB, 0(hOpMIICHHBIN
B YCTaHOBJICHHOM IOpSIKE
B) MepeUCHbh HAMMEHOBAHHA e, TepPeJaBaeMbIX KaHIeNIpHel B CTPYKTYpPHBIE TOAPa3/IeNICHHs OpTraHN3alliH;
I') pacupe/iesieHle U NOILUBKA JOKYMEHTOB B JeJa.

8.Omuecenue 00KyMeHmMOo8 K 0npedesieHHOMY 0ely U CUCeMamu3ayus OOKYMeHmo8 6Hympu oeia - 9mo.
a) HOMEHKJIaTypa Jell;

0) omuchk e,

B) KapTOTEKa JCII;

r) opMUpOBaHUE €.

9.3asepwiarowum 3manom pabomul ¢ OOKYMEHMAMU 8 MeKyuem 0elonpou38o0Ccmee ANAemcs.
a) oOpaboTKa J1es s MOCIEeNYIOEro UX XPaHEeHUS U UCTIOIb30BaHMUS;

6) oOpaboTKa e Ui epeaayu UxX B apXuB;

B) 00a OTBETa BEPHBI.

10 B cTpyKTypHBIX TOJIpa3eieHUSIX OPTaHU3alUN JOKYMEHTHI TOJDKHBI XPAHUTHCS
a) elle roJi mociie OKOHYaHMs TeKYIIEero rojaa

0) eme 2 roja rmocjie OKOHYaHUS TEKYIIEro roja

B) ellle 3ro/ia mociie OKOHYaHHs TeKYIIEero rojia

T') ele SJeT mociae OKOHYaHHUs TEKYIIero roja

11. ITocnenoBaTeIbHOCTh PACIIOIOKEHUS A€ HA TOJIKAaX MPU XPAHEHUH JTOJKHA COOTBETCTBOBATD :
a) andaBUTHOMY TOPSAKY

0) XpOHOJIOTUYECKOMY MOPSAKY

B) HyMEPAaIMOHHOMY TOPSAKY

T') MOCTIEA0BATEILHOCTH PACTIONIOKEHHS €] B HOMEHKIIATYPE J1eT

12. Onpeoenenue nonumuyecko2o, IKOHOMULECKO20, COYUANLHO-KYTbIMYPHOSO, NPAKMUYUECKO20 U UHO20
3HAYeHUss 0OKYMEHMOB C Yelblo OMOopa ux Ha 20Cy0apCmeeHHoe Xpanerue uiy YCmaHoseileHUus CPOKO8 UX
XpaueHus, Ha3vl8aemcs:

a) DKCMEePTU30M BaKHOCTH JIOKYMEHTOB;

0) PKCIIEePTHU30i CEKPETHOCTH TIOKYMEHTOB;

B) 9KCIIEPTU30H [IEHHOCTH IOKYMEHTOB;

T') DKCHEPTHU30M IKCKIFO3UBHOCTH IOKYMEHTOB.



13.Onpeoenseman ycmanosnennviMu npasuiamu n0020mMosKa 0end K XxpaHeHuro Ha3vl8aemcsi.
a) MHACKCAIUS J1e;

0) opopmiieHHE ACT;

B) PETUCTpAIHS JIEIT;

) yHU(UKaIUs €.

14 Jlena ¢ nocmosauHbiM CPOKOM XPAHEHU NPUHUMAIOMCI APXUBOM:
a) 1o aKTy;

0) 1o onucwy;

B) 10 MMPOTOKOJTY;

T) [10 NPUKa3y.

14. Ha ookymenmuvl noCmosHno20 u 001208PEMEHHO20 XPAHEHUs COCMABAAEeMC .
a) apXMBHasl 3aIKCh;

0) aKT;

B) OIIHCB;

r) popmymsip.

6. Kurou k Tecry:
Ne Bompoca [IpaBUIBHBII BapuaHT OTBETA

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




Kpurepun onenkmn:

- COOTBCTCTBUEC OTBCTOB 06yqafoumx051 KJIFO1Y TECTa,

OHGHKa «OTJIHUYHO» - €CJIN 06yqa101u1/1171c;1 IIPaBUJIBHO OTBETHUII HA BCC BOIIPOCKHI TECTA B
OTBCACHHOC BpEMA

OHGHKa «Xopommo» - €ClIn O6yanOHleICH IMpaBUJIbHO OTBCTHJI HA 6 BOIIPOCOB TC€CTA B
OTBCACHHOC BpEMA

OrneHka «y/10BJIeTBOPUTEIBLHO» - €CJIM 00y4aroIuiics MpaBIUJIbHO OTBETUII Ha 4 Bompoca
TecTa B OTBEJCHHOE BpeMsl

OHeHKa «HEYAOBJIETBOPUTECJIABHO» - €CJIIN 06yanOIHHﬁCH IIpaBUJIbHO OTBCTUJI MCHCC YCM Ha 4
BOIIpOCa T€CTa B OTBCACHHOC BPEMs

3aganue 7: MOATOTOBUTH BHICTYILICHHE, TOKIA IbI, IPE3EHTALMN WU pedepaT 1o TeMam:

IIpoBepsiemble pe3yJibTATHI 00yuYeHUus: Y2
TekcT 3a1aHus: TOJTOTOBUTDH BBICTYIUICHHE, JOKJIAbI, IPE3CHTALUN WK pedepar Mo TeMam:

MucTpykuusi: oTo6paTh HEOOXOAUMYIO MO 33aJaHHOM TeMe, TPOAHATN3UPOBATh
MOJIrOTOBJICHHYIO HH(OPMAIIHIO, TOJITOTOBUTh U MIPEJCTaBUTh BBICTYIUIEHUE, JOKJIA/, IPE3EHTAIHIO
i pedepar.

Tembi:

[IpumepHas Tematuka peepaToB, CaMOCTOSTENBbHBIX PadOT

Crapeiimme GopMbI AETOIPOU3BOACTBA, TPUKA3HOE JETOMPOU3BOACTBO
Otansl pa3BUTHUS 1€TONPOU3BOJICTBA
Kounnexckoe 1 MUHHCTEPCKOE JEI0NPOU3BOACTBO
[TpuHIUIBI ¥ LIeNH KIacCu(UKAUN JOKYMEHTOB
OCoOEHHOCTH BE/ICHUS IEIOTPOU3BOICTBOM TI0 JIMYHOMY COCTaBY MPEIIPUSTHS
Opranuzanus J0KyMEHT0000pOTa B TOCTHHUYHOM TNPENPUATHI
OpraHu3anys perucTpanyy 1 yueTa JOKYMEHTOB B IPEATIPHSTHSIX
Busl 1 ops 0K MPOX0XKICHUSI BHYTPEHHUX JIOKYMEHTOB HPEATPUATHS
VYkaxkute GopMbl JOTOBOPOB U CIydau UX MPUMEHEHUS

0 PackpoiiTe OCHOBHbIE IPUHLIUIIBI 3aKIFOUYEHUS I0T0BOPa

1 TlepeuncnuTe MpU3HAKK KOMMEPYECKOTO JIOTOBOPA

12 JlaiiTe cpaBHEHHE KOMMEPUYECKOTO U CBOOOHOTO I0rOBOpa

PP OOO~NO UL WDNPE

Kpurepun ouenoxk

O1neHka «OTJIMYHOY» - 00y4aromUNCs MpaBMILHO 0TOOpal MH(OpMAIMIO 10 3aJaHHOU TeMe,
MIpOaHATM3UPOBAII €€, PEACTaBIII BHICTYIUICHHE, JOKIIAA, IPE3ECHTALUIO WIH pedepaT, OTBETHI
Ha BCE BOTIPOCHI.



OneHka «Xopomo» - OOydYaroluiics MNOArOTOBUI HH(GOpPMAIMIO [0 3aJaHHOH TeMe,
MpOaHAIU3UpPOBaNl €€, TPEACTAaBMII BBICTYIUIEHHE, [OKJIAJ, TPE3EHTAUUI0 WiIh pedepar
HEYBEPEHHO, HE CMOI' OTBETUTh Ha HEKOTOPBIE BOIIPOCHI.

OrneHka «yI0BJIE€TBOPUTEIbHO» - OOYYAIONIUICS MOATOTOBMII HH(POPMAIMIO IO 33aJaHHOU
TeMe, NPEeICTaBWJ BBICTYIUICHHE, TOKIJAJ, MPE3eHTaluI0 Wik pedepar HEyBEpEeHHO, HE CMOT
OTBETUTH Ha BOIIPOCHI.

OneHka «Hey/I0BJIETBOPUTEIBHO» - OOyYarolMiics HE NOATOTOBWI HH(YOPMAIUIO 10
3aJlaHHOM TeMe, He MPeICTaBUII BHICTYIIJICHHUE, OKIA, IPE3EHTAUI0 WK pedepar.



3aganme 8: BOonpocCkl 17151 yCTHOTO OIIpoca
IIpoBepsiemble pe3yabTaThl 00y4eHusi: Y1
BpeMs BBINOJTHEHMA: KX bl BOIIPOC 5 MUH
Texkcr 3aganus:

I/IHCprKHI/IHI OTBETUTH HA MOCTABJICHHBIN BOIIPOC

VYkaxure OCHOBHbIE (DOPMBI IOTOBOPOB U CIIy4au X MPUMEHEHUS
PackpoiiTe OCHOBHBIE IPUHIMIIBI 3aKJIIOUEHUS JOTOBOPA
[Iepeuncinre npu3HaAKU KOMMEPYECKOTO JOTOBOPA

JlaiiTe cpaBHEHHE KOMMEPUYECKOro U CBOOOHOIO 10roBOpa

A OwWOWDN -

Kpurepun ouenox
OneHka «0TJIMYHO» - 00y4aroIUics IPABUIBHO OTBETUII Ha BOIIPOC

OreHKa «XOpoIIo» - 00yJaIOIIUIACS IPU OTBETE JOITYCTHII HEOOIBIIINE OMUOKY.

OneHKa «y/I0BJIETBOPUTEIBHO» - OTBET 00YJYAOIIETOCS OBLI C OIIHOKAMH.
OrneHka «HeyT10BJIeTBOPUTEIbHO» - 00y4YaIOUINIiCs HE CMOT OTBETUTH Ha BOIPOC.

Bonpocel k 1uddepeHIMPOBAHHOMY 3a4€Ty

1. TocynapcTBeHHBIE OpraHbl U cCOCTaB HOpMaTUBHOMU Oa3bl B chepe JJOVY.

2. OnpedeneHue noHamul (8 coomeemcmesuu ¢ MOCT P7.08-2013): 0oKymeHMUPOBAHHASA
UHGopmayus, mekcmosol O0OKyMeHm, MUcbMeHHbIl O0OKymeHm, asmop G0KymMeHma, ouyuaabHsili
O0KyMeHm, rnodauUHHUK 00KymeHma, 0ybaukam 0oKymeHmMa, Konus 00KyMeHma, 308epeHHAs Kornus
dokymeHma, 0ybsemHsbili O0KymeHm.

3. @ynkuuu ©W  KIaccUpUKAUS  JTOKyMEHTOB. BHIBI  JOKYMEHTOB 1O  crocoly
JOKYMEHTHPOBAHUS.

4. CBoiicTBa U CTPYKTypa IOKYMEHTA.

5. VYHuduxamms noxymeHToB. [loHATHS o0OIIEepoccUiickoro kiaccupukaTtopa U BeACHUS
KinaccudukaTopa. YHUDUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIHH.

6. Ilonsarue (B coorBercTBuu ¢ [OCT P 7.097-2016) odhopmiteHUs] peKBU3UTOB JJOKYMEHTOB H
HOPMaTHBHBIN aKT, yCTaHABIMBAIONIMKA MpaBuia ux opopmireHus. [Ipapuia opopmIteHUs CIIPaBOYHBIX
JTAHHBIX 00 OpraHU3alliy U aThl JOKYMEHTA.

7. TlpaBuna odopmieHHsT PEKBU3UTOB JOKYMEHTOB: «aapecar», «Tpud yTBEpKICHUS
JIOKYMEHTAy, «PE30JTIOIH», «3ar0JI0BOK K TEKCTY», «IIOIITUCHY.

8. IlpaBuna odopMiIeHUS PEKBU3UTOB JOKYMEHTOB: «TEKCT» M «OTMETKa O HaJIHIUH
TIPHIIOKEHUS).

9. ®opmarbl OyMaKHBIX TOKYMEHTOB. TpeOoBaHMS K U3TOTOBJICHUIO IOKYMEHTOB.

10. Haznavyenue opraHu3aliMOHHBIX TOKyMEeHTOB. [IpaBuia odopmieHus ycrasa.



11. TIpaBumma oopmIiIeHHs TOJIOKEHUS, MHCTPYKIIMHU U IITATHOTO PACTIMCAHUSI.

12. TlpaBuia opopmieHHs peraMeHTa 1 MpOTOKOIIA.

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

14. CoctaB TyHKTOB pacHnopsAauTEeNbHONM YacTh JAoKyMeHTa. OCOOEHHOCTH MOAMUCAHUS
pacropsaUTeIbHOr0 JTOKyMeHTa. Ha3HadeHne W CcoCTaB PEKBU3UTOB MPUKA30B, PACHOPSHKEHUH |
peLieHui.

15. Bunasl u npaBuiia oOpMIICHUS CITPABOK U CITYKEOHBIX TTHUCEM.

16. Bunel u npaBuiia oopMIICHUS aKTOB U JJOBEPEHHOCTEH.

17. CocrtaB peKBU3UTOB, IpaBUiIa 0HOPMIICHUS 3asBICHUIN U OOBSICHUTEILHBIX 3aITHCOK.

18. HopmaruBHbIe JIOKYMEHTHI, periaMeHTUPYIOIIHE HOATOTOBKY
OpraHHU3alOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB B TOCYIaPCTBEHHBIX OpraHax.

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

20. Tpu dhopmbl opranuzanuu aenonpoun3BoacTsa. Oynkiuu ciyxost JJOVY.

21. OO6BeM TOKYMEHTOOOOpOTA.

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

23. Buasl cucreMaruszalnuu IMpaBOBBIX JOKYMEHTOB . lcnosib3oBaHME CHPaBOYHBIX IPaBbIX
CHCTEM.

24. TexHOIOTHUSI KOHTPOJISI HCTIOTHEHUST JOKYMEHTOB. CPOK UCTIOHEHHSI JOKYMEHTOB.

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

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

27. OpraHu3anus ornepaTUBHOIO XpaHEHUs TOKyMEeHTOB. OdopmiieHHe HOMEHKIATyphl €.

28. DkcrepTu3a IEHHOCTH JOKYMEHTOB U €€ IIPAaBOBOE PEryIHpOBaHUE.

29. Kpurtepun onpeneneHus IEHHOCTH JOKyMEHTOB. CpOKH XpaHEHUs IOKYMEHTOB.

30. Cucrema »SKcHepTHBIX oOpraHoB. [lopsmok oTOopa JOKYMEHTOB Ha XpaHEHHE W
YHUYTOXXEHHE.

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

32. IlpaBa TpakJaHWHA TIPU PACCMOTPEHUHM €ro OOpalleHUs B TOCYINapCTBEHHBIC OpPTaHbI.
TpeboBaHus K MHCbMEHHOMY OOpaIeHHUIO TPakIaHUHA.

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

34. Jlenonpou3BOACTBO MO JOKYMEHTAM, COACPKALIIM KOMMEPUYECKYIO TaiHY.



JOTIOJIHEHUA U UIBSMEHEHMA K KOMIUIEKTY KOHTPOJIBHO-
OLEHOYHLIX CPEACTB 110 IUCHUIIMHE

Hcnonnurens:
[IpenonaBaresns K.A.I'apusarosa
« » 20 T.

JlononHeHus: 1 I3MEHEHUS PACCMOTPEHBI U PEKOMEHIOBaHbI OT/ICJICHUEM SIKOHMUYECKUX
JIUCIHATIINH

[TpoTokom Ne « » 20 T

3aB.0TACTICHUEM MTPABOBBIX JUCIIUILIIMH JLb.ChruenkoBa




