ABTOHOMHAS HEKOMMEPYECKA OPTTAHU3ALINA
[MPOPECCHUOHAJIbHAA OGPA30OBATEJIbHAA OPT AHU3ALINA
«JIEPBbIN AKAJJEMHWYECKHNU ITPO®ECCHUOHAJIbHBIM KOJUIEDK»

78& JOOKYMEHT MOAMUCAH
{:m} BNEKTPOHHOW MOAMUCHIO

CepTudukat: 02C3AA990024B35F9544B3A5586A56C418
Bnapeneu;: Casukoe MBaH PaccbixoBuny
HencteuteneH: ¢ 24.07.2025 go 24.10.2026

®OHJI OHEHOYHbBIX CPEACTB
y4eOHOU TUCIUIUIUHBI
OI1.06 JokymMmeHTAaLMOHHOEe O0ecniedeHne yIpaBJieHus

CHEIMAIBHOCTD
40.02.04 IOpucnpyneHuus

r. XKykoBckuit, 2025r.



®onp oneHOYHBIX cpeacTB yueOHou auciuriuibl OI1.06 JlokymeHTalmoHHOe
obOecrnieueHue ynpaBiaeHus pa3paboTaHa Ha OCHOBE (he1epalibHOTO TOCYAaPCTBEHHOTO
00pa3oBaTeILHOTO CTaHJapTa CcpeaHero MnpodecCHOHAIBHOTO O0pa30BaHUsS MO
cnenpanbHocT  40.02.04  IOpucnpyaenuns,  yrBepxaeHHoro  I[Ipukazom
MunucrepcrBa npocsemienus Poccuiickoint @eneparun ot «27» okta0ps 2023 r. Ne
798 (manee - ®I'OC CIIO).

Opranuszaunus ABTOHOMHas HEKOMMeEpUECKas OopraHu3anus
pa3padoTumK: npodeccuoHanbHas  00pa3oBaTeNbHAs — OpPTraHU3aIMs
«I1epBbIii aKaJeMHYECKUI npodeccuoHaNIbHbIN

xosek» (AHO T1OO TTATIK)

Pa3paborunk: AxmenoBa 3yxpa McaeBHa — mpernojaBaTeidb JOKYMEHTAIMOHHOTO
obecnieueHus ynpasieHus, rpaxaanckuit mpouecc B8 AHO T100 ITATIK.

«PaccmoTpeno» Ha 3acenanuu [TIIK CrnenpanbHOCTEM COIManbHO-?KOHOMUYECKOTO U
rymanutapHoro npoduneit AHO [1OO TTAIIK «24» despainsa 2025 r. npotokon No7

ITpencenarens ITIK / Epmakos C.A.

«Coryi1acoBano»
Meroauct / ®uarosa JI.C. /




I IlacnopT poHIa OLIEHOYHBIX CPEICTB

®onx onenounsix cpencts (GOC) pa3zpaboran Ha ocHOBe DeepanbHOrO rocyaapCTBEHHOTO
00pa30BaTeILHOTO CTaHIapTa cpenHero mnpodeccuonansHoro ooOpaszoBanus (OI'OC CIIO) mo

CIICHUAJIbHOCTHU

40.02.04  IOpucnpynenuus,

YTBEPKJIEHHOIO

pukasoM  MuHHUCTEpCTBA

npocsemieHus Poccuiickoit ®enepanuu ot 27.10.2023 1. N 798 u B COOTBETCTBUU C paboueit
nporpamMmoit yaeono# nuctumummabl OI1.06 JJokyMeHTaImoHHOE 00ecTieueHUe YIPaBIICHUS.

®OC BKIWOYAET KOHTPOJIbHBIE MaTepUuaJibl IJdA IMPOBECACHHUSA TEKYHIEro KOHTPOJA H
l'lpOMe)KyTO‘IHOﬁ aTTreCcTanmu.

B pamkax mporpamMbl yueOHOM TUCHUTUIMHBI 00YYaOIIMMUCS OCBAaUBAIOTCS CIIEAYIONINE YMEHUS U

3HAHMUSL.
Kon 3nanus YMenus
OK, IIK
OK 01, Tepmunonoruto B o6actu IIpuMeHATh HAa IpaKTHKE
OK 02, JOKYMEHTAI[MOHHOTO 00ecreueHust rOCyJapCTBEHHBIE CTAH/IAPTHI,
OK 03, YIPABIICHHUS; JIpyrue HOpMaTUBHO-METOINYECKHE
OK 04, HopmaTtuBHbBIE JOKYMEHTHI, JIOKYMEHTBI, pErJIaMeHTUPYIOIINE
OK 05, pErIaMEeHTUPYIOIINE COCTABICHUE U Opra”u3aIyio JOKyMEHTallMOHHOTO
OK 06, odopMIIeHHE TOKYMECHTAIIMHU U TIOPSJIOK €€ | 00eCTICUCHHsI YITPaBICHUS;
OK 07, 00paboTKy; CoCTaBJISITh M MPABHIIBHO O(OPMIIATH
OK 08, [IpaBuna coctaBiaeHuss U1 0POPMIICHUS OCHOBHBIE BUJIBI.
OK 09, OPraHu3alMOHHO-PACTIOPSI AU TETBHBIX OPraHu3alMOHHO-PACHOPSIANTETBHBIX
IIK 1.2, JTIOKYMEHTOB, BXOJSAIIUX B JIOKYMEHTOB;
K 1.3. YHUGDUIIUPOBAHHYIO CUCTEMY OdopmsaTe nHpOpMaITHOHHO-

OpraHU3aIMOHHO-PACTIOPATUTENbHBIX
JOKYMEHTOB, YHU(DHUIIUPOBAHHYIO CUCTEMY
MEPBUYHON YYETHOU JTOKYMEHTAIlUU B
4acTU JOKYMEHTAIMH 10 y4YeTy TPYyAa;
[Topsinox mpoBeaeHUS SKCIIEPTU3BI
[EHHOCTU JOKYMEHTOB U MOJATOTOBKHU JIEN K
apXUBHOMY XpaHEHHIO.

TexHoNOTHIO Opranu3aluu
JTOKYMEHTOO0OpOTa B OpraHU3aIUsIX
(ydpexaeHusx).

CIIPABOYHYIO TOKYMEHTAIHUIO;
OdopmIIATh KapOBYIO
JOKYMEHTAIUIO;

OdopmitATh TPETEH3UOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

2. YcaoBus

arTTreCcranum: IMPOMEIKYTOTHAA

mddepeHInpOBaHHOTO 3a4eTa.

3aganus nos (M pepeHIMPOBAHHOIO 324€Ta
Bri0epuTte BepHOe yTBep KAeHHE

1. TpeboBanus K 0(OPMIIEHUIO OPTraHU3ALMOHHO-PACHOPSAUTENBHBIX TOKYMEHTOB YCTaHABJIMBAET
I'OCT P 6.30 - 2003
2. B mpunoxenun k 'OCT P 6.30 - 2003 nanb! 06pa3isl 6J1aHKOB JOKYMEHTOB

3. B opranuszammu Mo YCMOTPEHHUIO PYKOBOJCTBA JIOJDKHA OBITh pa3paboTaHa HHIUBUAyaIbHAS
MHCTPYKLUS IO JIEIONPOU3BOJCTBY
4. Opranu3aliOHHO-TIPaBOBBIE JOKYMEHTHI, KaK MPaBUIIO, MOUIEKAT YTBEPKICHHUIO

aTTcCcTanuAa

npoBOAUTCA B (opme




5. B oprann3anmoHHO-IpaBOBbIE JOKYMEHThI MOKHO BHOCUTh U3MEHEHUS

Bri0epuTte npaBuJIbHBIH OTBET.

K kaxmomy 3a1aHuIo 1aHbl 3 BapuaHTa OTBETA, U3 KOTOPHIX TOJBKO OJIMH BepHBIN. B Gnanke oTBETOB
MIOCTaBbTE 1101 HOMEPOM 3a/1aHus OyKBY OTBETa, KOTOPBINA Ha Bl B3TJIS SBJSIETCS IPABUIIBHBIM.
1. B cocTaB oprann3aliiOHHO-IIPaBOBBIX JOKYMEHTOB HE BXOJMT...

a) yCTaB OpraHu3aluu

0) mTaTHOE pacHrcaHue

B) IIpUKa3

2. Kakue pacniopsauTenibHble JOKyMEHThI MOXKeET n3ziaBath IIpesunent Poccuiickoii deneparnun?
a) YKa3bl

0) pacropsuKeHUS

B) IIOCTAHOBJICHHUS

3. JIomKHOCTHAsI HHCTPYKIIHS COTPYIHUKA.

a) MOJICKUT YTBEPKACHUIO

0) He yTBepKaaeTcs

B) YTBEPK/Ia€TCs 110 YCMOTPEHHUIO PYKOBOIUTEIS

4. Kakoil HOpMaTUBHBII TOKYyMEHT ONpeesisieT 00A3aHHOCTH COTPYAHUKA?

a) llIratHoe pacniucanue

6) YcraB npennpuarus

B) JloJoKHOCTHASI HHCTPYKLUS

5. TunoBbie JOKYMEHTHI HOCHT ... XapaKTep

a) 00s3aTeNbHBIN

0) peKOMEH1aTeIbHBIN

B) 03HAKOMUTEIIHHBIN

6. B xakom maniexe GopMyIUpYETCs 3aroJ0BOK K TEKCTY AOJIKHOCTHOM MHCTPYKITUH ?
a) B UMEHUTEILHOM

0) B pOAUTEIIEHOM

B) B MPEJIOKHOM

7. Kako¥ JOKYMEHT HE SIBJIAECTCS Pa3HOBUIHOCTBIO KOTIUN?

a) YepHOBUK

0) oTIycK

B) IyOauKar

8. JIoKkyMeHT, BblJJaBaeMblii B3aMEH YTEPSIHHOTO U UMEIOIIHNM CUTY MOUTMHHHUKA, Ha3bIBAETCSl.
a) KOmust

0) oTIycK

B) AyOnmuKar

9. IoKyMeHT, OKOHYATeIbHO O(OPMIICHHBIH U MOANMCAHHBIN, HA3bIBACTCHL. .

a) TIOJJTMHHUK

0) oTImycK

B) AyOnmuKar

10. VI3meHeHus U OTIOTHEHUS B JOJHDKHOCTHYIO HHCTPYKIIUIO BHOCSTCSL.

a) JIOKJIATHOM 3aIMCKON

0) IpUKa30M pyKOBOAUTEIS

B) CIIPaBKOI1 coriacoBaHus

Teopernyeckne BONpochl

1. Yro npencrasnser coboit OnaHk noKymeHTa?

2. Kakue BUIbl pacnoioKeHus: peKBU3UTOB Bbl 3HaeTe?

3. Kakue pekBU3UTHI BXOIAT B cOcTaB oOriero Oi1aHka?

4. Kakue peKBU3UTHI BXOJSAT B COCTAB OJIaHKA TSI TUCeM?

5. Kak ¢opmynupyetcst 3aroyioBoK K TEKCTy JOKyMEHTa?

6. Kakue a1eMeHThI BKIIIOUAIOTCS B COCTAB PEKBU3HTA «aapecaT»?



7. CKOJBKO aApeCcOB MAKCUMAJILHO MOYKHO IOMECTUTh Ha OJHOM JIOKyMEHTE?
8. Kakue a1eMeHThI BXOAAT B COCTaB rpuda cornacoBanus?

9. Kakue >1eMeHTBI BXOJST B COCTaB TpHQa yTBEPKIACHUs?

10. Kakue 31eMeHThI B pEKBU3UTE «IIOJIUCHY JOJDKHA 3aTparuBarh 1evyarh?

Bri0epute BepHOe yTBepiKieHue

1. Cnyxe0HOE T0JIe JOKYMEHTA MPeIHA3HAYCHO JUI HAHECEHUS CIIeUATbHBIX N300paskeHHH

2. IlocTOSIHHBIN PEKBU3UT - PEKBU3UT, HAHECEHHBIN NPU U3rOTOBJICHUU OJlaHKa

3. [lepemMeHHBII pEKBU3UT HAHOCUTCSI IIPU COCTABJIEHUU JOKYMEHTA

4. JIeBoe 110Ji€ MOKET ObITh YBEIHUEHO

5. CtpaHu1pl JOKYMEHTa MOXHO HyMEpPOBAaTh Ha HUKHEM I10JIE JIMCTa

6. YCTaHOBIICHO /IBa BapHaHTa PacIioI0KEHUs PEKBU3UTOB Ha OJIaHKaxX

7. Ha 6mankax oopmiisieTcst TOJIbKO MepBasi CTpaHUIla TIOKYMEHTOB

8. PexBu3uthl OnaHka opraHuzauuu cyobekra P® MOXHO OQOPMHUTH TOJBKO HA HALMOHAJIBHOM
SI3BIKE

9. Ha OnaHke MOXXHO IOMECTUTh COKpAIllEHHOE Ha3BaHUE OpPraHU3alMH, JaXe €CIM OHO He
3aKpeIyIeHo B Y cTaBe 3TOM OpraHu3aluu

10. JIokyMEHT HE MOXKET COJIepkKaTh OOJIee YEThIPEX aApecaToB

11. JIokyMEeHT MOXKET OBITh YTBEPKJIEH JOKHOCTHBIM JIMLIOM

12. B KoHIIe 3ar0JI0BKa K TEKCTY JIOKYMEHTa TOYKa HE CTaBUTCS

13. K nokymenTam, oopMiIeHHBIM Ha popmaTe AS, 3aroJIoBOK K TEKCTY HE COCTaBIISETCS

14. Texct nokymenTa Ha ¢popmare A4 odopmiiseTcs yepe3 moJITopa MHTEpBasia

15. TekcT noKyMeHTa MOKET ObITh MPEACTaBIeH B popMe TabIUIIbI

16. Konmnm4ecTBO JTUCTOB B MPHJIOKEHUH K TEKCTY HE YKa3bIBACTCSA

17. B pacumudpoBKe MOANUCH HHUIIMATIBI BCETa CTOSIT 10 (haMUTTUU

18. JlokyMeHTHI (PMHAHCOBOTO XapakTepa MOTYT UMETh JBE MOIUCH

19.0T™MeTka 00 MCHOJHEHHWU JIOKYMEHTa IPOCTABISAETCA B JIEBOM HW)KHEM YIJy HEPBOIO JIMCTA
JOKYMEHTa

20.0TMeTKa 0 NOCTYIUIEHUH NMPOCTABIISETCS TONBKO HA MPUCHUIAEMBbIX (BXOAAIIMX) JOKYMEHTaX

BriGepuTe npaBuiIbHBIN OTBET.

1. JIucTel HyMepyroTCSl.

a) MmocepeHe HIKHEro MOJIs JINCTa

0) mocepeMHE BEPXHETO IMOJIS JINCTA

B) B [IPaBOM BE€pPXHEM YTy

2. Hymeparus ctpanuil opopMIISIFOT Tak.

a) 25

0) -25-

B) cTp.25

3. CKOJBKO CyIIECTBYET MOJI0XKEHUH Tadynsaropa
a) 6

0) 8

B) 4

4. OT HyJ€BOTO MOJIOKEHHs TabyIsATOpa 0(OPMIISIOT.
a) HAMMEHOBaHME BUA JOKYMEHTa

0) anpecat

B) rpu( yTBEpKICHUS

5. KakuMm MHTEpBaJIOM OTAEISAIOT IPYT OT JApyra peKBU3UTHI IPU OPOPMIICHUN JTOKYMEHTa Ha
¢dopmare A4?

a) OAMHAPHBIM

0) TBOMHBIM

B) TPOWHBIM



6. Kakoii pekBU3UT HE BXOAUT B COCTaB OJIaHKA MHUChMa?
a) CIIpaBOYHBIC JaHHBIE 00 OpraHU3aluu

0) MecTo U3aHus

B) CCBUIKAa HAa HOMEP M JaTy BXOJSIIETO JOKYMEHTa

7. JOMKHOCTHOM OJNaHK SIBISETCA Pa3HOBUIAHOCTHIO

a) ooOmero OyaHKa

0) OylaHka muchbMa

B) OJJaHK KOHKPETHOTO BHJAa JTOKYMEHTA

8. Mo>eT JIn MUHUCTP TIOIHUCATh TOKYMEHT, 0(pOPMIICHHBIH Ha TOJDKHOCTHOM OJIaHKE
3aMECTHUTENSI MUHUCTpA?

a) MOXET

0) HE MOXET

B) IO YKEJIAHUIO

9. PexBU3UT «CIpaBOYHBIC TaHHBIE 00 OpraHu3amy 0hOPMIIIIOT
a) TOJBKO Ha OJIaHKaX MUCchMa

0) Ha Bcex OyaHKax

B) TOJIbKO Ha OJIaHKEe KOHKPETHOTO BHJIa JOKYMEHTa

10. Ha 6nanke cyobekToB PD pexBU3UTHI 0(DOPMIISIOTCS:
a) TOJIBKO Ha PYCCKOM SI3bIKE

0) TOIHPKO HA HAITMOHATHHOM SI3BIKE

B) Ha JIBYX S3bIKaX: PYCCKOM M HAIIMOHAILHOM

11. ata nokymeHnTa oopmIIsieTcst:

a) 23.12.2010

6) 23.X11.2009

B) 23.12.10

12. IIpu agpecoBaHUU TOHKHOCTHOMY JIUIY MHUIIUAJIBI CTaBSIT. ..
a) 1o haMuIuu

0) mocie dhaMuuu

B) [0 YCMOTPEHHIO CeKpeTaps

13. MecTo u3nanus 10KyMeHTa 0(pOPMIISETCS TaKk

a) r.Kocrpoma

0) Koctpoma

B) rop. Koctpoma

14. City>xeOHOE THCBMO MOKET COZIEpKaTh He OoJiee

a) 4eThIpeX aipecaToB

0) IBYyX ajipecaTtoB

B) TPEX aJIpecaTtoB

15. 3aro0BOK K TEKCTY COCTaBISIETCS K IOKYMEHTaM, O(pOPMIICHHBIM.
a) Ha ¢popmare A4

0) Ha popmare AS

B) Ha J1r000M opmare

Kputepun onenkn nuppepeHupyeMoro 3adera

OneHka «5» - «OTJIMYHO» BBICTABISIETCA OOYYalOLIEMYCs, €CIU JIEMOHCTPUPYIOTCS
BCECTOPOHHEE, CHUCTEMAaTHYeCKOoe U TIyOOKOoe 3HaHMe Yy4eOHOro MpOrpaMMHOIO MaTepuana,
CaMOCTOSITEJILHO BBITIOJHUBILUI BCE MPEAYCMOTPEHHBIE ITPOrpaMMOil 3ajaHusl, TITyOOKO YCBOMBIINH
OCHOBHYIO U JIONOJHUTENIBHYIO JTUTEPATypy, PEKOMEHIOBaHHYIO MPOTPaMMOii, aKTUBHO pabOTaBIIMUiA
Ha MPAKTUYECKUX 3aHATHUSX, pa3OMpAIOIIMHCA B OCHOBHBIX HAYYHBIX KOHIEMUUAX MO0 H3ydaeMoil
JTMCUUIUIMHE, TPOSIBUBIIMN TBOPYECKHE CIOCOOHOCTH M HAayYHBIH MOJAXOJ B IOHUMaHUH MU
U3JI0KEHUH Y4eOHOro MNpOrpaMMHOTO MaTepuMa, OTBET OTJIMYaeTcss OOraTCTBOM M TOYHOCTHIO
HCIIOJIb30BAHHBIX TEPMHUHOB, MaTe€pUal U3J1araeTcs MociaeI0BaTeNIbHO U JIOTUYHO.



Onenka «4» - «XOpOILIO» BBICTABIAETCS OOYyYalOWIEMYCs, €CIHU JIEMOHCTPUPYIOTCS
JOCTaTOYHO TIOJIHOE€ 3HAHWE Y4eOHO-TIPOTPAaMMHOTO MaTepuana, He [OMYCKAIONUH B OTBETE
CYILLECTBEHHBIX HETOYHOCTEH, CAMOCTOSATEIBHO BBINOJHUBIINAN BCE NPELYCMOTPEHHBIE IIPOTPAMMOM
3a/laHKsl, YCBOMBIIMH OCHOBHYIO JIMTEPATYPY, PEKOMEHJIOBAHHYIO IIPOIPAMMOM, aKTHBHO
paboTaBmIMiI Ha TMPAKTUYECKUX 3AHATHUAX, TMOKA3aBIIUN CHCTEMAaTHMUYECKHH XapakTep 3HAHHWH 110
JTUCLMIUIMHE, T0CTATOYHbIN 15 JajbHelel yueObl, a TakKe CIOCOOHOCTh K MX CAMOCTOSITEIbHOMY
IIOIIOJIHEHMUIO.

Onenka «3» -  «yIOBJETBOPUTEIIBHO»  BBICTABISETCS  OOydaroleMmycsi,  €ciH
JEMOHCTPUPYIOTCSI 3HaHUSI OCHOBHOTO Y4€OHO-TIPOTPAMMHOTO MaTepuasia B 00béMe, HE0OX0MMOM
JUI JaJibHeNIe yaeObl 1 npeAcTosuieil padoTel 110 Npopeccuu, He OTINYABIINNCSA AKTUBHOCTBIO HA
IIPAKTUYECKUX  3aHATHSAX, CAMOCTOSATEIBHO  BBINIOJIHMBIIMHA  OCHOBHBIE  IIPEAYCMOTPECHHBIC
IIPOrpaMMOM 3a/IaHMsI, OJIHAKO JOINYCTHBIIMM MOTPEHIHOCTH IPH MX BBINOJHEHWM U B OTBETE Ha
9K3aMeHe, HO oOnajarouii HeoOXOJUMBIMU 3HAHUAMM JUISI YCTPaHEHUs IOJ PYKOBOJICTBOM
MpernoaBaTelis HanboJsee CylleCTBEHHbIX OTPEIIHOCTEN.

OneHka «2» -  «HEYNOBJIETBOPUTEIIBHO»  BBICTABJIAECTCS  OOYyYarOLIEMYCs,  €CIH
0OHapyXMBaIOTCS MPOOEIbl B 3HAHUAX WIM OTCYTCTBUE 3HAHMW MO 3HAYUTENILHOM YacTH OCHOBHOTO
y4e0HO-TIPOTPAMMHOI0 ~ MaTepuana, He BBIIOJHUBUIEMY CaMOCTOSITEIBHO MPEIyCMOTPEHHBIE
MPOrpaMMOil OCHOBHBIE 3aJaHUsl, AOMYCTHUBIIEMY NPUHLIMIUAIbHBIE OIMIMOKM B BBIINOJHEHUHU
MPEeIyCMOTPEHHBIX MpPOTpaMMON  3a/JaHuif, HEe OTpaboTaBIIEMYy OCHOBHbIE MPAaKTUYECKUE,
CEeMHUHApCKUe, JIabopaTopHbIE 3aHATHS, JIOMYCKAIOLIEMYy CYIIECTBEHHbIE OIIMOKHA TNpPU OTBETE, U
KOTOPBI HE MOXKET MPOJOJKUTh 00Y4YEeHHE WM MPUCTYIMUTh K MPOPECCUOHAIBHON NesITeNbHOCTH
0€3 TONOJHUTENIbHBIX 3aHITUN TI0 COOTBETCTBYIOIIEH TUCIUILINHE.

[IpakTrueckast pabota Nel

HaumenoBanue pa6otsi: «CocraBiieHue 1 ohopMIIeHHE pa3IMuHbIX BUOB OJTaHKOB)

Ilenn paboThl COBEPLUICHCTBOBAHME HABBIKOB COCTAaBJICHHUS U OQOPMIICHHS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSMU

3amanne 1. Havuepture Ha muioTHOM Oymare (Batman) dopmarta A4, B macmrabde 1:1, dopmymnspsl
YIJI0BOTO M MPOJOJBHOTO OJaHKOB C yKa3aHHEM HOMEpPOB DPEKBU3UTOB Ha JIUIEBOM CTOpPOHE, a
HAaMMEHOBaHUI PEKBU3UTOB - HA 00OPOTHOI.

3ananue 2. Odopmure makeT OynaHka mnuchbMa (YrJIOBOE pacCIOJIOKEHHWE PEKBU3UTOB IIITaMIla
omanka):0AO «MocTtopry.

CrnpaBounsie naHHble 00 opranu3anuu: Mocksa, 131564, KpacHonpecHeHnckas Hao0. , 15;

tenerpad: Mocropr; trenedon: 265-45-51 .

P 1 ¢ N2 53780 B KpacHonpecuenckom dunraie MoCKoOBCKOTo kKomMepueckoro 6anka, MO
26894, xon OKIIO 985623, OI'PH 345123789023, MTHH/KIIII

4500583453/02387560.

3amanue 3. Odopmure mMaker OnaHka mucbMa (MPOJOJIBHOE PACHOJOKEHUE PEKBU3UTOB IITaMIIa
OJaHKa), COCTaBUB CAMOCTOSITEIbHO HEOOXOIUMbIE PEKBU3UTHI.

3amanne 4. Odopmute MakeT OllaHKa KOHKPETHOTO BHJA JOKyMeHTa (IpHUKa3a) C YIrJIOBBIM
pacroNIO’)KEHUEM PEKBU3UTOB: TOBAapHBIK 3HAaK WM 3MOjema mpeAnpusatus (Mo Bamiemy
yemotpennio) AO «bepeskay, mpukas, Jata mpukasa u ero Homep, r. KoHcTaHTHHOBCK.

3ananue 5. OdopmuTe MakeT OllaHKa KOHKPETHOTO BHJAA JAOKYMEHTa (IPOTOKOJA) C MPOJO0JIHHBIM
pacnionoxkenneM pekBu3uToB: OAO «I'A3», mpoTokos, AaTa 3acedaHusi, HOMEpP NPOTOKOJa, T.
HoBomockoBck.

3amanue 6. Odopmure MakeT OnaHkKa JODKHOCTHOTO JiMla (MdIp Ballero Tropoja), COCTaBUB
HEO0OXO0IMMbIE PEKBU3HUTHI.

IIpaktuyeckas padora Ne2
HaumenoBanue pabotsl: «OdopmieHne ocHOBHBIX pekBU3UTOB B cooTBeTcTBUU ¢ [[OCT P 6.30-
2003»



Ilenn pa®oThI: COBEPIIEHCTBOBAHME HABBIKOB COCTAaBJICHUS © OQGOPMIICHHS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSMHU

3amanue 1. OdopMuTE PEKBU3UT «aJpecary:

a) ¢maroBeIM criocoboMm:

1. MunucrepceTBo no Hajioram u coopam HaganeHuk otnena niaanupoBanus Kpacuos B. .

2. Nupextop OO0 «Opbura-cepBucy Cokonos B. ®@. 125789, r. CmoneHck, y i1. Llenrpanshas, 28.
3. YUyrynosa T.[l. , 123456, Mocksa, yi. ABTo3aBojckas, 1. 23, kB. 12;

0) IIEHTPUPOBAHHBIM CIIOCOOOM:

4. BOpOHEXKCKHI TrocylapCTBEHHBbIH yHHBepcuTeT DakyabTeT >XYpHATUCTHKH 3aB.Kadeapoii
npoeccop Bszemckuii B. B.

5. JoxymeHT HanpasisieTcs B 1Ba afpeca: 1) AO «bensiii Berep» I'enepanbhbiil tupexrop XKykos M.
W.; 2) npubopoctpoutenbHbiii 3aBon «Onektpon» Otaen mapkerunra Crt. menemxep JI. DO.
Coxkornoga.

3ananue 2. Odopmure rpud yrBepKIeHUS:

a) ¢1aroBbIM CIIOCOOOM:

1. YtBepxknato Hupexrop 000 «Jlakmun» B. A. Tumodees «15 » mapra 2010 rozga.

2. VrBepxaeno [Iporokon 3aceqanust CoBera qupextopoB N212 ot 23 maprta 2010 rona.

0) LIEHTPUPOBAHHBIM CIIOCOOOM:

3. Y1Bepxkaeno Pemenne obmiero cobpanus akuponepoB N207 ot 12 mast 2010 rona.

4. JIokyMeHT yTBEp:KJIeH ABYMS JOJKHOCTHBIMU JIUIIAMU:

1) YrBepxknato Hupexkrop AO «IIpoton» I'. U. bopucos « 12» anpens 2010 rona.

2) YrBepxknato upekrop AO «Ksant» B.U.[onros «13» anpens 2010 roza.

3amanne 3. Odopmure Ha3zBaHHWE BHUJA JOKYMEHTAa M 3arojOBOK K TEKCTY O3TOTO JOKYMEHTa
IIEHTPUPOBAHHBIM U (PJIATOBBIM CTIOCO0AMH, YIIOTPEOUB HY)KHBIH IMaIeXK:

a) MpUKa3 0 BBEACHUH UHCTPYKIUHU MO MIPOTUBOIOXKAPHOI 0€30MacHOCTH;

0) MPOTOKOJI O 3aCeaHNH COBETA MO MPOPUIAKTHKE MPABOHAPYIIICHUH;

B) CIIpaBKa O COCTOSIHMM YCIIEBAEMOCTH B YU€OHOM TpyTIIIE;

I') aKT 00 MHBEHTapHU3aI[MK HAJTUYUS JCHEKHBIX CPEJICTB.

3amanne 4. OpopmMuTe OTMETKY O HATUIUH MPUTIOKCHHUS:

1. ITpunoxenue. Ha 2 1. B 4 5K3.

2. Ilpunoxenue. ['ocynapcTBeHHas cucTeMa J0KyMEHTAlIMOHHOTO 00eCIIeYeHHsl yIpaBiIeHus, 3 IK3.
3. [Tpunoxenue

1. Iliman pacnpeneneHuss 00yJaronuxcs mo oobexTam Ha 3 J1. B 2 9K3.

2. OT4er o pacnpeaesieHnH o 00beKTaM Ha BpeMs IPOU3BOJICTBEHHOM MPAKTHKH, B 2 3K3. Ha 3 JI.
3amanue 5. OpopmMuTe PEKBU3UT «ITOAMUCHY. JJOKyMEHT MOMHUCHIBACT:

1. Iupextop Jlemapramenra BHenmHux cBsizeit P.A.Epoxuna.

2. HavansHUK clIeICTBEHHOI'O OT/Iela, ITOJIKOBHUK rocTuinu B.B.WmbpuH.

3. Qupekrop B. E. CemenoB u HauansHuk (huHancosoro ymnpasneHus f. O. Kopones 3A0 «Daken».
4. Komuccus B coctase : mpeacenarens komuccuu [lonomapesa B .J1., unensr komuccuu

[Toranos P. T. , CBupuznos P. B.

5. JIBa pyKOBOIUTEIS PaBHO3HAUHBIX AOJDKHOCTEH: HauanbHuK AenapTamenTa nHbopManuu

u neyatn MUJla Poccun P. H. CrenanoB u Jlupekrop genapraMeHTa Mo CBsI35iM ¢ 00IIECTBEHHOCTHIO
Muno6pazoBanus Poccun JI. E. HoBuukos.

3apanue 6. Odopmure rpud coriacoBaHUs:

a) (h1aroBbIM CrIOCOOOM:

1. CornacoBano upexrop BO «IIpoguntopr» K. A IlepsizeB «10» anpenst 2010 rona.

2. CornacoBaHo [Ipotokon N!! O6 ot 23 mapra 2010 roga 3acenaHusi IMKJIOBOH METOIMYECKOM
KOMHCCHU;

0) LIEHTPUPOBAHHBIM CTIOCOOOM:

3. CornacoBano J{upekrop bankosckoro komiemxa N2 45 M. A Moxos « 12» anpens 2010 rona.

4. CornacoBaHo Pemiennie coOpanust TpyJaoBoro kojuiektua ot 14 ampens 2010 roza.



[Ipaktuyeckas padora Ne3

HaunmenoBanue pabotel: «CocraBienue u opopMIIeHHE OPTaHU3AIHOHHBIX JOKYMEHTOBY

Ilenn pa®oThI: COBEPIIEHCTBOBAHHE HABBHIKOB COCTABJICHUS U OQOPMIICHHS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMHU

3amanue 1. CocrtaBUTh ycTaB oOpraHu3auuu (MPeAnpUsATHs) JTH000H OpraHU3alMOHHO-IIPABOBOM
(dbopMBI TIO Bamiemy BBIOODY.

3amanue 2. OGopMHUTh HA ycTaBe HEOOXOIUMBIE TIOANUCH U OTMETKH.

3ananue 3. CocTaBUTh IOJKHOCTHYIO MHCTPYKLIMIO IOPUCTA MIPEANIPUSATHS.

3amanue 4. OGopMHUTH HA TOJHDKHOCTHOM MHCTPYKIIMK HEOOXOIUMBIE TIOANMCH U OTMETKH

KpuTtepun ouneHkH 1Jis1 BHINOJHEHUS MPAKTHYECKOH PadoThl (MPAKTHYECKUX 3aaHUil):
OneHka y4duTHIBa€T 3HAHHUS Y4eOHOro MaTepuaia, YCBOCHHE B3aMMOCBSI3M OCHOBHBIX TTOHSATHIA,
yMEHHE OTBETUTb Ha JIOTIOJHUTEIHHBIC BOIMPOCH], TOHUMAHUE B3aUMOCBS3U MEXKAY MOKa3aTelIsIMHU
3a/1a4v, yMEHHE HAUTHU MPABUIBHBIN aJITOPUTM PELICHHUS.

Onenka «5» - «OTJIMYHOY» BBICTABIISIETCS, €CIM OOYYaIOUMKCS MMEET TIyOOKHE 3HAHUs y4eOHOTO
Marepuaia o TeMe MPakKTUUeCKOW paboThl, TOKA3hIBAET YCBOECHNE B3aUMOCBS3M OCHOBHBIX TTOHSTHH,
WCIIOJb3YeMBIX B pabOTe, CMOT OTBETHTh Ha BCE YTOUYHSAIOIIME M JOIMOJHHUTEIbHBIE BOIPOCHI.
OOyuaromuiicsi JEMOHCTPUPYET 3HAHUS TEOPETHYECKOTO W MPAKTHMUYECKOTO Marepuaja IMo0 TeMe
MPAKTUYECKOUW pabOTHI, OMPESISIET B3aUMOCBSI3H MEXIy MOKa3aTesIMU 3a/1aui, Ja€T MPaBUIIbHBIN
QITOPUTM PEIICHUS, OTIPEIEISET MEXAUCITUTUTMHAPHBIE CBS3H TI0 YCIOBUIO 33 aHUS.

OreHka «4» - «XOpOIIOY» BBICTABIISIETCS, €CIIM OOYJArONIUICS TOKa3aa 3HaHKWEe y9eOHOTo MaTepuaa,
YCBOMJI OCHOBHYIO JIUTEPATYPY, CMOT OTBETUTH MOYTH IMOJHO HA BCE 3aJaHHBIC JIOTIOJIHUTEILHBIE U
YTOUHSIOITHE BOMPOCH. OOyUarOMIMIICS TEMOHCTPUPYET 3HAHUS TEOPETHUYECKOTO U MPAKTHIECKOTO
Marepuaia Mo TeMe MPaKTUUeCKOW padoThl, JOMyCKass HE3HAUYUTEIbHbIE HETOYHOCTH TPHU PEIICHUH
3a/1a4, WMeEs HEIMOJIHOC TOHWMAaHWE MEKIUCIUIUIMHAPHBIX CBS3€id TpU TPABHJIBHOM BBIOOpPE
ITOpUTMa PEIICHUS 3aaHUS.

Orenka «3» - «yIOBJIETBOPUTEITHLHOY BBICTABIISIETCS, €CITM OOYJAIOIIHMIICS B IIEJIOM OCBOMJI MaTepHal
MPAaKTUYECKOU pabOThI, OTBETHJI HE HA BCE YTOUYHSIONINE U JIOTIOJHUTEIHHBIE BOITPOCHI.
OOyuaromuiicst 3aTpyAaHSICTCS C TMPAaBUIBHOW OIEHKOW MPEUIOKEHHON 3amaud, Aa€T HEMOJTHBIN
OTBET, TPEOYIONMUK HABOAIIMX BOIPOCOB MperojaBaTeis, BHIOOP alropuTMa peIIeHHS 3aJadu
BO3MOYKEH MPU HABOASAIIMX BOIIPOCAX MPEIo1aBaTesl.

OmneHnka «2» - «HEYIOBIECTBOPUTEIIBHO» BBICTABISIETCS OOYyYarolmieMycsi, €CIIM OH HMeeT
CYIIIECTBEHHBIC TPOOENbl B 3HAHUAX OCHOBHOTO YYEOHOro Marepuaja MPaKTHYECKOW pPaboThI,
KOTOPBIN TMOJHOCTbIO HE PACKPBLI COJEpKaHHWE BOMPOCOB, HE CMOI OTBETUTh HA YTOUHSIOIIME U
JOTIOJIHUTEIbHBIE BOMpochl. OOydarommuiicss Aa€T HEBEPHYIO OIEHKY CHUTYallMHM, HENPaBUIHHO
BBIOMpACT aJITOPUTM JCHCTBUH.

Bonpocsl 11 yeTHOro onpoca

. M3 xakux yacteil COCTOMT TEKCT npuKaza’?

. Kak hopmynupyercs 3aronoBok k npukaszy?

. Kak popmynupyrorcss myHKTHI IprKa3za?

. Kakoit popmynnpoBKkoil 3akaHuMBaeTCs TEKCT MpuKaza?

. Korna nznaerca pacnopsokenue?

. Kak hopmynupyercst 3arosioBok K pacropsKeHuto?

. Kakumu cnoBamu HaunMHaeTCs pacOpsAUTENIbHAS YaCTh PACIIOPSKEHUA?
. Ha xaxom Onanke oopmiisercst pacnopspkeHue?

. B kakux ciydasx uzgaercs ykaaHue?

10. Kak ¢popmynupyercs 3arojoBOK K YKa3aHUIO?

11. Kakumu c10BaMM MOKET HAUMHATBHCS PACTIOPSIUTENIbHAS YacTh YKa3aHus?
12. Kaxoii (opMynupOBKON 3aKaHYMBAETCS TEKCT yKa3aHUs?

O 01N DN B~ W —

Kpurtepun popmMupoBaHusi OLEHKH 32 YCTHBIH OTBET:



[TomHOTa W3JIOKEHUS MaTepuana, MPaBHJIBHOE OIPEIeICHUE OCHOBHBIX IOHSATHUN, MOHMMAaHUE
MaTepuana, 00OCHOBAHHOCTh CYKICHHUH, TOYHOCTH (DOPMYITUPOBOK, aJCKBATHOCTH NPHUMEHEHHS
TEPMHMHOJIOTHH, [TOCIEA0BATEIBHOE U3JI0KEHUE MaTepHaa.

Onenka «5 (OTIMYHO)» CTABUTCS, €CIM OOYHYAIOUIMICA: MOJIHO M apryMEHTHPOBAHO OTBEYAET IO
COJIEp’KaHHUIO BOIIPOCa; OOHApYKMBAET NIOHUMaHUE MaTepuaa

Onenka «4 (XOpOIIO)» CTAaBUTCA, €CIU OOYyJarolmMICs JAaeT OTBET, YIOBIETBOPSIOIIUNA TEM K€
TpeOOBaHMSAM, YTO U JUIS OIICHKH «5», HO JIOIycKaeT 1-2 ommnOKu, KOTOPhIE CaM JKe€ UCIPABIISET.
Onenka «3 (yZOBIETBOPUTENBHO)» CTABUTCA, €CJIM OOydyarouiuiicss OOHApyXUBaeT 3HAHHE WU
MMOHMMaHHUE OCHOBHBIX ITOJIOKEHHI TEMBI, HO: M3JIaraeT MaTeprall HeTIOJIHO U JOMYCKAeT HETOYHOCTH
B OIIPENEICHUN MOHATUI; HE yMEeT JOCTaTOYHO INyOOKO U JI0Ka3aTeJbHO OOOCHOBATH CBOU
CYKJIIEHHsI W TPUBECTH CBOM TPUMEPHI; HM3JIaraeT MaTrephall HEMOCJIEAOBATEIbHO W JIOIyCKaeT
OIIIHOKH.

Onenka «2 (HEYIOBJIETBOPUTENHHO)» CTABUTCS, €CIU OOydJaromuiics OOHApy>KMBaeT HE3HAHUE
OTBETa Ha COOTBETCTBYIOILEE 3a/laHUE, JOIMYyCKaeT OMIMOKM B (HOPMYIUPOBKE ONpEICIECHUN U
MIpaBUJI, UCKAXKAIOIINE UX CMBICII, OECIIOPSIIOUHO U HEYBEPEHHO M3J1aracT MaTepual

BcraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. Opranu3zaiMOHHO-PacOPSAUTENbHBIN JOKYMEHT — 3TO BUJ MUCbMEHHOTO JOKYMEHTa, B KOTOPOM
(buKcHpYIOTCS aIMUHUCTPATUBHBIX W OPraHMU3allMOHHBIX BOIPOCOB, a TakXe BOIPOCOB,
B3aUMO/JICHCTBUS, OOECIeUeHUsT U PEeryJupoBaHUs AESITEIbHOCTH OpPraHOB BIACTH, YYPEXKICHUH,
MPEANPUATHI U OPraHU3aLNN, UX MOAPA3ACIICHUN U TOJDKHOCTHBIX JIMII.

2. TlocraHoBmeHHe — 3TO TIPAaBOBOM aKT, NPUHUMAEMBIH BBICIIUMH WA HEKOTOPBIMH
LEHTPAJbHBIMU OpraHaMH BIJIACTH, JIEHCTBYIOIIMMU Ha OCHOBE YIIPABJICHUS, B LEISIX Pa3pelieHus
HanboJee BaXKHBIX U MPUHIUITHATBHBIX 3a/1a4, CTOSIIIUX

nepes AaHHBIMU OpraHaMu, U YCTaHOBJICHUS CTa0MIIbBHBIX HOPM, TPaBUII

3. Pemenune — 3TO pacnopsiAMTENbHBIA JTOKYMEHT, KOTOPBIA SIBJISIETCS MPABOBBIM aKTOM,
MIPUHAMAEMBIM BJIACTH.

4. PacnopsbkeHHE — 3TO YIPABICHUSI TOCYJAPCTBEHHOTO OpraHa, UMEIOIIMI BJIACTHBIA XapakTep,
W3/IaHHBIA B paMKaX IPUCBOEHHOTO JOHDKHOCTHOMY JIMILY,

roCyJapCTBEHHOMY OPraHy KOMIIETEHLIUH, UMEIOIIUNA CUITY JUIsl TPaXJIaH U OpraHu3anuii,

KOTOPBIM PacHoOpsHKEHUE aIPECOBAHO.

5. Ilpuka3 — 3T0 MPaBOBOM aKT, M3AaBAEMbIil OpraHU3aly, ICUCTBYIOLIECH HAa OCHOBE.

6. TekcT pacnopsAIUTEIBHOTO JOKYMEHTA Yalle BCEro COCTOUT U3 JBYX B3aMMO3aBHCHUMBIX 4acTell -
.

7. B 3aBUCUMOCTH OT BHJa JOKYMEHTA PacloOpPsAUTENIbHASI YaCTh HAUMHAETCS CJIOBAMU:

B IIOCTAHOBJICHUU;

— B PEILECHUH;

— B PacHoOpsHKEHUU;

— B IIPHUKa3e.

8. PEeKBU3UT «OTMETKAa O HAJIMYUM MPUIOKEHHUS» IOCIE TEKCTa PacloOpsSOUTENbHOIO JOKYMEHTa
CaMOCTOSITENIBHO.

9. TekcT pacnoOpsSAMTENHHOTO TOKYMEHTa JOJKEH MMETh 3arojioBOK, KOTOPBIM QopmymnHupyercs B
MaJekKe.

10. [Ipukasel 1 pacnoOpsKEHUS! IOAMUCHIBAET UIH

11. [locTaHOBIEHUS U PELIEHUS] UMEIOT JIBE MOJIUCH — U KOJUIETHAJIBHOTO OpraHa.

12. PacniopsiauTenbHble JOKYMEHTHI BCTYIAIOT B CUITY C MOMEHTA UX WJIA TOBEJACHUS 1O CBEJICHUS.

TecTrupoBanue 1o Kypcy

Tema: «cxoonvle nonamus 0e10npou3600cmea)
1./lenonpouzsoocmeo — 3mo...
a) CHCTeMa COCTaBIICHUS M XpaHEHUS JOKYMEHTOB;



0) 3anucek HH(pOPMAIMK HA PA3THMYHBIX HOCUTEIISX MO YCTAaHOBIICHHBIM IIPaBHIIAM;

B) OTpacib JEATEIbHOCTH, 00ECIICUHBAIOIAs JOKYMEHTHPOBAHUE M OPraHU3aLUI0 PA0OTHI C
OpUITMATEHBIMHA JOKyMEHTAMHU.

2. Ilonamue «0OKymMenmuposanuey - 3mo...

a) 3anuch HHGOpMauu U opopmIIeHHE JOKYMEHTA;

0) 3anuchk nH(pOPMAIMH HA PA3THYHBIX HOCUTEISIX MO0 YCTAaHOBIICHHBIM MIPaBHIIAM;

B) XpaHEHHue JIOKyMEHTA.

3. doxymenmoobopom — smo...

a) yCIOBHOE 0003Ha4YeHHUE, MPHCBAEMOE JOKYMEHTY B IPOIECCe yUeTa M UCIOTHECHHUS;

0) IBWKEHHE JOKYMEHTOB B OpPraHM3ally C MOMEHTA MX CO3JaHUs WU TIOTYYSHHsI 10 3aBEePIICHUS
WCIIOJIHEHUS WK OTIIPABJICHUS apecary;

B) OTpacib JESATENIbHOCTH, 0OecreunBaromiasi JOKyMEHTUPOBaHUE U OPraHU3aIMI0 pabOTHI €
OpUITMATEHBIMEA JOKyMEHTAMHU.

4. Opueunan 0oKkymeHma — 3mo ...

a) TEepBOHAYAIBHBIA FK3EMILISAP TOKYMEHTA;

0) DK3EeMIUISIP TOKYMEHTA, SIBJISIOIMIUIAC UCXOHBIM MAaTEPHUAJIOM ;

B) BCE OTBETHI BEPHBI.

5.3axonvr P® denamces Ha:

a) Ykasbl npe3ueHTa u nocranosiaeHus [IpasurenscTBa PD;

6) HopmatuBHbIe aKThl (peepaabHBIX OPraHOB UCTIOJTHUTEIHLHON BIACTH

B) BCE OTBETHI BEPHBI.

6. Konus —smo ...

a) WACHTUYHOE, BOCIIPOU3BEACHUE MOITMHHUKA, OCTAIOIIASICS B JIeNax MPeANpusiTUs, Kak paBuUiio, HE
3aBepseTCs MOMUCHIO JOHKHOCTHOTO JIHIIA;

0) HIEHTUYHOE, 3aBEPEHHOE JIOJKHOCTHBIM JIMIIOM BOCIIPOM3BE/ICHUE MTOUIMHHUKA;

B) HET BEPHOTO OTBETA.

7.Payuonanvno opeanuzo8anbvlii KOMNIEKC 83AUMOCBA3AHHBIX OOKYMEHMO8, CO30aHHbIU N0 eOUHbIM
npaguiam u mpebo8aHusM u npuUMeHsemblli 8 ONPeoleHHOU 001acmu 0esamenrbHOCmU, HA3bl8aAIOM...
a) CTaHIapTH3alUCH;

0) yHUPUITUPOBAHHOW CHCTEMOW JOKYMECHTAIIUY;

B) KiIaccu(UKaTOPOM YIPaBIECHYECKOUN TOKyMEHTAIUH.

8. Pexeuszum 0oxymenma — smo...

a) 00s3aTeNbHBIN 2JIeMEeHT 0(OpMIICHHSI O(DUITHATIBHOTO IOKYMEHTA;

0) TmOMeTKa, yKa3bIBaOIast Ha 0COOBIN XapaKTep;

B) yCIOBHOE 0003HaYEHHE, IPUCBAEMOE JOKYMEHTY B IIpOLIecCe yueTa (perucTpauuu) U UCTIOJTHEHHUS.
9. Cmanoapmul opeanusayuii 8 Poccuu mocym paspabamueieamocs u npuMeHsAmsCcs OpeaHu3ayusamu 6
CeOVIOUUX CTLYYASX:

a) ans obecrievyeHus UCIOIB30BaHUs Ha MPEANPUATUIX TexHuueckux pernamentoB PO, 'OCT P,
I'OCT, mexayHapoJHBIX, HALIMOHAIBHBIX CTAHIAPTOB 3apyOESKHBIX CTPaH, CTAaHAAPTOB HAYYHO
TEXHUYECKUX, MH)KEHEPHBIX OOIIECTB U IPYTrux odmecTBeHHbIX 00beannenuit, CTII apyrux
OpraHM3alyii, a TAaKXKe Ha CO3/1aBaeMble Ha JAHHOM MPEINPHUITHU IPOIYKIIUIO, YCIYTU U
MIPOU3BOJICTBEHHBIE MPOIECCHI (PadOThI);

0) peructpanuu GopM I0OKyMEHTOB, YIOPAI0UYEHUS HHHOPMAIMOHHBIX TOTOKOB B HAPOJHOM
XO03SICTBE, COKpAIEHs] KOJIMYECTBA MPUMEHSAEMBIX (JOPM, PAIlMOHATEHOMN OpraHu3aluyd KOHTPOJIS 3a
MpUMEHEHHEeM YHU(DUIIUPOBAHHBIX (POPM TIOKYMEHTOB;

B) HET BEPHOTO OTBETA.

10. Hayuonanvuwvie cmanoapmol u Odbuepoccutickue KiacCu@ukamopsvl mexHuKo-3K0HOMUYECKol U
COYUANbHOU UHpOpMayuU, 8 MOM Yucle NPABULA UX pazpadomKu U NpUMeHeHUs, NPedCcmasiaom cobotl

a) MCKHAIUOHAJIbHYIO CUCTEMY CTaHAApTU3AlIUU;
6) HallUOHAJIBHYIO CUCTCMY CTaHAAPTU3ALNH,
B) CUCTCMY CTaHdapTU3allUU.



Tema: «O6ugue nopmel u npasuna ogpopmienus 0OKyMeHm086»
1.I'ocm 9327-60* ycmanasnusaem mpu psioa nompeoumenbCkux oopmamos:
a) A2, A3,A4;
0) A, B, C;
B) D,F,A.
2. Ucxoouvim hopmamos sensemcs.
a) opmar A0, Tomaas KOToporo paBHa 1 M? ¢ rabaputHbIME pasMepamu 842X 1189 M. ;
6) dopmar A0, mIomanas KOTOporo papHa 2M? ¢ rabapuTHeIME pasmepamu 842X1189 mm.;
B) dopmar A4, miomaas KoToporo pasHa 1,5M? ¢ raGaputaeiME pazmepamu 842X1189 mm.
3. Kaowcowtii iucm 0okymenma, oghopmienHulil Kak Ha oaanke, max u 6es nezo, coenacho I OCT P 6.30
00J1CeH UMemyb Nosl He MHee. MM
a) 10 — nmeBoe, 10-mpaBoe, 20 — BepxHee, 20 - HUKHEE;
0) 25— neBoe, 10-npaBoe, 20 — BepxHee, 20 - HIKHEE;
B) 20 — neBoe, 10-mpaBoe, 20 — Bepxuee, 20 - HIDKHEE.
4. Ilpu cocmasnenuu MHO20CMPAHUYHBIX OOKYMEHMO8 8MOpAsl U NOCLEOVIouUe CMpPaAHUYbL ...
a) JIOJDKHBI OBITH IPOHYMUPOBAHBI;
0) HyMepoBKa He 00s13aTeNbHa;
B) IPOHYMHPOBBIBACTCS BCE CTPAHMIIBI, KDOME THTYJIHHOTO JIUCTA.
5. Homep cmpanuybl Hanocumces Ha...
a) BEPXHEM IMOJIe JIUCTa TIOCEPEANHE;
0) HWKHEM I0JIe JMCTa OCEPEANHE;
B) BEPXHEM HIIM HIDKHEM TI0JI€ JIUCTA B TIPABOM YTITY.
6. Cronvko cnoco608 Hanucanus 0am NPUMEHIIOmMcs?
a) aBa: MUGPOBOM U CIOBECHO-TIM(PPOBOIA;
0) Tpu: udppoBoi, CIIOBECHO-TTU(POBON M aBTOMATU3UPOBAHHBIN;
B) JIBa: PyYHBIM CITIOCOOOM M MAIIMHHBIM.
7. B 0okymenmax oonyckaromcs cokpaujeHus.
a) TOJBKO OOIIEMPUHATHIC COKPAIEHHUS CJIOB;
0) oOuienpuHsATHIE COKpAILIEHHUS, a TAKXKE COKpAIleHUs OTOBOPEHHBIE HOPMAaTUBHBIMH JOKYM €HTAMU;
B) HET BEPHOT'O OTBETA.
8. Ilpu Hanucanuu MHO203HAYHBIX YUCET NPOUZBOOUMCS UX 2DYINUPOBKA CNPABA HANLEEO NO ...
a) naBe mudpsl;
0) Tpu udpsI;
B) UEThIpe IUDPHI.
9. Tabnuya — smo...
a) mepedeHb KaKUX-JIMOo MoKas3areseil, COCTaBICHHBINH B OMPEeIEHHOM MOPSIIKE;
0) oduIMATBHBIN JOKYMEHT, HCIIOIb3yEeMbIil B TEKYIIEH NeATEIIbHOCTH OPraHu3alliu;
B) ¢dopMa JOKyMEHTa, B KOTOPOM TEKCTOBbIE UM LIU(PPOBBIE CBEICHUS pa3MeIeHbI IO Ipadam.
10.Kombunayuro uz 3Haxoe mupe u Kagvliuex (-<-) 0 3ameHbl NOBMOPAIOUUXCSL CTI08 NPUMEHAMD ...
a) JOIMyCKaeTcs;
0) He JoImycKaeTcs;
B) JIOMyCKaeTcs MPH 3aroJHEHUH Ta0JIHII.

Tema: «Opzanuzayuonno-pacnopaoumenvHas 00OKyMeHmMauua: NOHAMuUE, K1accupukayus, cocmas
u opopmnenue pekeusumoe, 0J1aHKU OOKYMEHN 06»

1. Kax pacwugposvieaemca abopesuamypa OP]?

a) OOmacTHOM pacHoOpsIUTENbHBIN 1eapTaMEHT;

6) Opranu3anMOHHO-PACTIOPSIUTEIbHBIE JOKYMEHTHI;

B) OpraHu3alMOHHO-PACTIOPSIUTEIbHBIN JemapTaMeHT.

2.0OP]] knaccugpuyupyiomcs na mpu cpynnbi:

a) OpraHu3alOHHO-TIPAaBOBAas JOKYMEHTAIHs, pacliopsauTeIbHas APKyMEHTalMs U HHPOPMAITMOHHO-



CIpaBOYHAs TOKYMEHTAIHS;
0) orepaTtuBHO — HH(MOPMAIIMOHHAS JOKYMEHTAIHS, CIPaBOYHO-UH(OPMAIIMOHHAS JOKYMEHTAIIHS,
pacropsIueTabHas JOKYMEHTAIHS,

B) HET BEPHOI'O OTBETA.

3.06wepoccuiickui kraccugpuxamop (OKY]]) 6 uucno OP/], exntouaem 00KymeHmbl NO TUUHOMY
cocmasy:

a) 3asBJICHHUS, JINYHBIC KAPTOUKH;

0) mpuKassl (pacopsuKEHUs ) O IpueMe Ha padoTy;

B) BCE OTBETHI BEPHBI.

4.Cocmae pexsuzumos OP/[ oenumcsana:

a) 00IIMe U CPEIHHUE ;

0) MOCTOSIHHBIE U IPEMEHHBIE;

B) pacnopsiiuTeNbHbIE U HH(POPMALIMOHHbIE.

5. bnank ookymenma - ...

a) 3aduKCHpOBaHHAS HA MAaTEPHUATHHOM HOCHTENIE MHPOPMALIUS C PEKBU3UTAMH, TIO3BOJISIONIIMHE €€
UIEHTUQUIIMPOBATH;

0) oQuIMaTbHBIN JOKYMEHT, OTIPABJISEMbII U3 YUpPEKICHUS;

B) CTaHJApTHBIN JIUCT OyMaru ¢ HAHECEHHBIMHU Ha HEM MOCTOSTHHBIMU PEKBH3UTAMHU, COJICPIKAIIUMHU
HE00X0IMMYI0 HHPOpMAIHIO 00 OpraHu3aly — aBTOpe JT0KYMEHTA.

6. /{nsa opeanusayuu, ee CmpyKmypHoix noopaszoeieHull, 00IHCHOCIMHO20 TUYd YCMAHOBIeHbl Cledyioujue
8UObI ONIAHKO8:

a) oOuuii, OaHK nMrcbMa, OJIaHK KOHKPETHOTO BUJA TOKYMEHTA;

0) ctanAapTHBIN, OJaHK TaOIUIBI, OJTAHK KOHKPETHOTO BUJIA IOKYMEHTA;

B) HET BEPHOTO OTBETA.

7. OepanuyumenbHvie OMMemKUu npeodCcmasisitom cooou.:

a) OTPE3KHU MPSAMOM JINHUY, YTOJIKH, KPECTUKH;

0) OTpe3KH MPSIMOM JTMHUH, YTOJIKH,

B) HET BEpPHOTO OTBETA.

8. I'epbosvie baanku 00KymMeHmos, m.e. O1anKu ¢ socnoussedenuem I ocyoapcmeennoco eepoa P® u
eepbom cyovekmoes PD, aensemcs...

a) rpaUueCcKOM MPOAYKIIUEH, MO JIeKAIIEH YIeTY;

0) mourpaduuecKoi MpoayKIIUeH, Mo IeKaIIeH YIeTy,

B) TOCYAapCTBEHHOM MPOAYKIIMEH, MOICKAIICH YUETY.

9.Cocmasnenue 00KyMenma CKiaobl8aemcs u3.:

a) MOATOTOBKH COOTBETCTBYIOIIErO OJaHKa,

0) HaHeceHHs Ha OJaHK HEOOXOIUMBIX PEKBHU3HUTOB;

B) BCE OTBETHI BEPHBI.

10. Ocnognvie mpeboganus K uipugmam c800UmMcs K momy, ymoosvli OHU ObLIU:

a) cootBerctByomue 'OCT P 6.30, 'OCT u npaBuiam cTaHIapTU3AlINY |

6) cootBerctBytomue 'OCT;

B) XOPOIIO YHUTAEMBIMH.

Tema: « f3vik u cmuns cayynceonoii dokymenmayuu. Tunuunvle ouwuoKu»

1.B ogpuyuanvro-oenosom cmuie peyu 8b10ena0mcs NOOCTUNU:

a) 3aKOHOJIaTeJIbHbBIN, HHCTPYKTUBHO-METOIMUYECKUH, OpraHU3allMOHHO-PACTIOPS U TEIbHBIH;

0) CTaTUCTUYECKHH, TEXHUUECKHUH, TUIMIIOMAaTHUYECKUI U Jp;

B) BCE OTBETHI BEPHHI.

2. IIpu noAroTOBKE TEKCTa CIIY>KEOHOTO TOKYMEHTA JIOJKHBI COOMIOIAThCA CIIEYIOIINE OCHOBHBIE
MPUHLHUIBL: TOCTOBEPHOCTh U 0OBEKTUBHOCTH COJIEPKaHMsI, MOTHOTA HH(OPMAIIMH, KPATKOCTh
U3JI0KEHHS, OTCYTCTBHE PACCYXICHUI U MOBECTBOBAHM S, HEUTPAIBHOCTh TOHA U3JIOKEHHS,
UCIOJIb30BAHUE CPEJICTB JIOTHYECKOH, 8 HE YMOIIMOHAIBHO-3KCIIPECCUBHON OLIEHKU CUTYalluu U (PaKkToB.
Takol CTUJIb U3JI05KEHUSI HA3bIBAOT



a) GopMaIbHO-JIOTUYECKUM

0) ouIMAIEHO-/IETIOBBIM;

B) HET BEPHOI'O OTBETA.

3.Cnocob popmanuzayuu cocmasa uHpopmayuu, cooeprucawiericss 8 el — dmo...

a) pacropsiKeHue;

0) KOMITO3UIINS TOKYMEHTA;

B) PEKBU3HT MOCTOSHHBIM.

4. Bvlbop mo2o unu uHo20 A3bIK08020 000POMA U3 YUCLA BOZMONCHBIX ONPeOeisemcs.

a) 3aKOHOJATeILHBIMA U HOPMATHBHBIMH aKTaMU;

0) JIOKaIbHBIMU aKTAMH U YCTaBOM OpTaHU3aIlNH;

B) HET BEpPHOT'O OTBETA.

5. Cocmasumenu 0en060u 0OKyMeHMayuu 3a4acmyio 0OnyCcKarom maccy omuook. Mx moxcHo
noopazoenums Ha UObL:

a) CTPYKTYpHBIE, CHHTAaKCUYECKUE, IEKCHIECKUE, CTUIINCTHYECKUE, MOP(POJIOTHIECKUE, TEXHUIECKNE;
0) CTpyKTypHBIE, CHHTAaKCUYECKHE, CTUIIMCTHIECKHE, MOP(OIOTHIECKHE, TEXHUIECKHE TEXHHUECKHH,
JMTIIIOMAaTHYECKHE;

B) CHHTaKCHYECKHE, JEKCHUECKHE, TEXHHUECKHE.

6. BHO8b cO30aHHblil OOKYMEHM ...

a) He JIOJDKEH JyOnupoBaTh Ipyroi, yHUGUIUPOBAHHBIN TOKYMEHT;

0) noJKeH TyOonupoBaTh IPYroi, yHU(GUIUPOBAaHHBIN JOKYMEHT;

B) JIOJDKEH TYOJIMPOBATh IPYroi, yHU(PHUIIMPOBAHHBINA JOKYMEHT, 3aBEPEHHBIH ITOAMMCHIO TOJKHOCTHOTO
JIVTIA.

7. Hatioume owubku, césaszanuvie ¢ HenpasuibHbIM HOPSOKOM CILO8 8 NPeOdloNHCeHUU, 8blbepume
NPABUNILHO COCMABTIEHHOE NPEOTONCEHUE.

a) «/lns onpenenenus GoHIa OTUTATH B KOHIIE TO/Ia YTOYHSIOTCS PACIIEHKH 32 MPOTYKIIUION;

0) «lnst ompenenenust GOHIA OTUIATHI PACIICHKH 32 MPOYKIIUIO YTOYHSIOTCS B KOHIIE TOJIA;

B) HET BEPHOTO OTBETA.

8. Hatioume owubku Hapywienus cneyuguxu ynompeobieHus 0eenpuiacmuvix 06opomos. Bvibepume
NPABUNILHO COCMABTIEHHOE NPEOTONCEHUE.

a) «[Ipu u3ydeHuu mpoOIeM TOpoICKOTO TPAHCIIOPTA YUSHBIE TTOJTYUHIIH HHTEPECHBIE PE3YIbTaThI»;
0) «M3y4ast mpoOIeMBbI TOPOJICKOTO TPAHCIIOPTA, YICHBIMH OBUIM TIOTYYEHBI HHTEPECHBIE PE3YIbTaTh»,
B) HET BEPHOTO OTBETA.

9. Hatioume nenpaguivbHoe ucnoivb3osanue npedio2os. Buibepume npasuibHo cocmagnentoe
npeonodicenue.

a) «llex Hy)KIaeTcsi B peMOHTE, O IPOU3BOJICTBE KOTOPOTO MBI HACTOSATEIILHO TPEOYyeM»;

0) «llex HyX/maeTcsi B pEMOHTE, IPOU3BOJICTBA KOTOPOT'O MBI HACTOSITEIIBHO TPEOyemM»;

B) BCE OTBETHI BEPHHI.

10.Yacmuunoe coenadenue 3nauerus 08, 00pa3ylOuWux ci080codemanue (Hanpumep, Namsimuslil
cygenup (Cy8eHup-nooapoK Ha NAMsmMy), HA3bl8AEMCs ...

a) TaBTOJIOTHEH;

0) IICOHA3MOM;

B) MapOHUMOM.

Tema: «Buovt u oghopmnenue opzanu3zauuonno-pacnopaoumenbHol OOKyMeHmauuu)

1. OpeanuzayuonHo-npasosvle 0OKyMeHmvl ONpeodensitom.

a) YYETHYIO MOJUTUKY MPEIIPUATHS, TOPAIOK paboOTHI;

0) craryc npeanpusaTHs, NOPSAAOK UX PabOTHI;

B) OPraHM3alMOHHYIO U YIPABICHUECKYIO IESATEIbHOCTb.

2. O0Ha u3 OCHOBHBIX YNPABNEHUECKUX YHKYUL, Peanu3yemblx 8 OessmenlbHOCMU Op2aHu3ayul,
npeonpusmutl, pupm - ...

a) GyHKIMA HGOPMUPOBAHUS CUCTEMBI U MPOLIECCOB YIIPABIICHUS;



0) GyHKIMS OpraHU3aIKi CUCTEMBI U TIPOLIECCOB YIIPABIICHHUS;

B) QYHKIMS CUCTEMATHU3aLUU CUCTEMBI M ITPOIIECCOB YIPABICHUS.

3. Yemas — omo...

a) IOPUINYECKU O(POPMIICHHBIH MepeYeHb JOKYMEHTOB;

0) IpaBOBOH aKT, OTPEACIAIONIUIN CTPYKTYPY, PYHKLIMHU U ITpaBa OpraHu3anuu, Gupmsl;

B) IPaBOBOI aKT, U3/1aBa€MbIil pyKOBOJUTENIEM AJIsl PELICHHUSI OCHOBHBIX U OTIEpPAaTUBHBIX 3ajad,
CTOSIIMX II€pPE] OPraHU3alueH.

4. llImamnoe pacnucanue — 3mo...

a) MPaBOBOM aKT, yCTAaHABJIMBAIOIINH IITATHBIA COCTaB U YUCICHHOCTh OPraHU3alliy B COOTBETCTBUM C
ee YcrasoM (Ilonoxenuem);

0) MpaBOBOM aKT, M3aBACMbIii PYKOBOJIUTEIEM, YCTAHABIUBAIONINH I TATHBIA COCTAB U YHCICHHOCTh
OpraHu3aliy B cOOTBETCTBUU ¢ ee YcTaBoM ([lonoxenunem);

B) IOpUIMYECKU O(OPMIICHHBIN MTPABOBOM aKT, U3/IaBa€MbIi PYKOBOJIUTEINIEM, YCTAaHABIUBAIOIITUN
HITaTHBII COCTaB M YMCIEHHOCTh OPraHU3alluu B COOTBETCTBUHU ¢ ee YcraBoM (Ilonoxenuem).
5.llImamnoe pacnucanue no02omasiusaemcs no YHUGUUUpo8anHou gopme...

a) T-2,

0) T-3;

B) T-4.

6. Ilpasosoui akm, onpedensowuti NOpsiOOK 00paA306aHuUs, NPABOBOTI CMAmM)c, npasd, 0053aHHOCHU,
opeaHuzayuio pabomoel OP2AHU3AYUU, CIMPYKIMYPHO20 NOOPA30eleHUs — IMO...

a) CTaH/aapT;

0) MOJIOKEHHE;

B) UHCTPYKIIHSI.

7. Ilpasosoti akm, ycmanasiuearowuil npaguia, pe2yiupyloujue op2aHu3ayuoHHble, Hay4yHOo-
mexHu4eckue, mexnono2udeckue, QUHAHCoO8vle U UHble CIOPOHbLL 0eamenlbHOCMU YUPeHCOeHUl,
opeanuzayutl, NPeOnPUAMULL, Ux NOOPA30eleHUl, CAYHCO U OMOETbHBIX OOIHNCHOCHHBIX AUY — IMO...
a) MHCTPYKIIUSA;

0) MOJIOKEHHE;

B) perjlaMeHT.

8. Jlondcnocmuasn unempykyus — smo...

a) HOPMATHUBHBIN TOKYMEHT, N3/1aBa€Mblil OpraHu3aueil B esx perjiaMeHTaly e TeIbHOCTH
OpraHU3aI[MOHHO-TIPABOBOTO MOJI0KEHHs paOOTHHUKA, €r0 00s13aHHOCTEH, PaB, OTBETCTBEHHOCTH U
obecrieueHus ycJioBuil ero 3¢pGeKTUBHOM pabOTHI;

0) [IpaBoBoii aKT, yCTaHABJIMBAIOIINIA [TPaBUIIa, PETYIUPYIOIINE OpraHU3allMOHHbIE, HAY4YHO-
TEXHUYECKUE, TEXHOJIOTUYECKUE, (PMHAHCOBBIE U MHBIE CTOPOHBI ACITEIbHOCTH YUPEKIACHUIH,
OpraHu3aIui, MPeANPHUATHH, UX MOAPA3ICICHUN, CTY>KO U OTIAENbHBIX JOKHOCTHBIX JIUIL;

B) IPUHSATBHIN B YUPEKICHUH TMOPSIOK CO3AaHUsA, OPOPMIICHUS U UCTIOTHEHUS TOKYMEHTOB.

9. Ilpasoeoti akm, npUHUMAEMblll KOJLIE2UAIbHBIMU U COBEUYAMENbHBIMU OP2AHAMU YUPeHCOeHU,
opeaHuzayuti, npeoOnpusmull 8 Yesax paspeuieHus Hauboaee BaMCHbIX 60NPOCO8 UX OeamelbHOCMU,
HA3b18AEMCAL...

a) peIICHUEM;

0) npuKazom;

B) MTOCTAHOBJICHUEM.

10. /lokymenm, codepaicawuii 3anucy Xxo0a 00CyHcOeHUs 60NPOCO8 U NPUHAMUSL PeUuleHUll Ha COOPAHUsX,
3ace0anusx, co8ewanuusx, KOHhepeHyusx, 0el08bix cmpedax — dmo...

a) yKa3aHue;

0) IpOTOKOJ;

B) pacmopsbKeHUe.

Tema: «/[lokymenmayus no mpyoossim omHoOuIeHUAMY
1. B pe3ynemame npoxodicoenust npoyedypvl omoopa npuHamus Ha pabomy 2pasxcoane nooarom ...
a) pe3rome;



0) mMCbMEHHOE 3asBJICHNE;

B) QHKETY.

2. 3asaenenue o npueme Ha pabomy COCMABIAEMC ...

a) aBTOMAaTHU3UPOBAHHBIM CIIOCOOOM;

0) py4HBIM CIIOCOOOM;

B) BCE OTBETHI BEPHBI.

3. B 3aa6nenue o npueme na pabomy yKaswl8aomcs ciedyoujue OaHHble:

a) agpecar, aBTop, MECTO MPOKUBAHUS, HAMMEHOBAaHHUE BH/IA IOKYMEHTA, TEKCT C YKa3aHHEM JOJKHOCTH;
0) ampecat, aBTOp, MECTO IIPO’KUBAHUS, HAMMEHOBAaHHE BUA JOKYMEHTA, TEKCT C YKa3aHUEM
JOJKHOCTH, MTOUCH 3asiBUTEIIS, J]aTa COCTABIICHUS,

B) HET BEpPHOT'O OTBETA.

4.Ocnosnoti popmoti peanuzayuu npasa Ha mpyo AGNAEmcsl 3aKI0YeHUe....

a) JIOTOBOPa;

0) TPyZIOBOTO JIOTOBODA;

B) KOHTpPAKTA.

5. OcHosHble mpebosanus K COOEPHCAHUIO 002080pd - ...

a) €ro COOTBETCTBHE CYIIECTBYIOMIEMY TPYIOBOMY 3aKOHOIATEIBCTBY;

0) ero COOTBETCTBHE CYIIECTBYIOUIEMY TPYJOBOMY 3aKOHOIATEIBCTBY M JIOKAJTHHBIM aKTaM
OpraHu3aIm;

B) ero cootBercTtBUe TK PD.

6. Ilpuxas o npueme pabomuuxa Ha pabomy umeem YHUGUYUPOBAHHYIO hopmy - ...

a) T-1,

0) T-2;

B) T-3.

7. Jluunas xapmouxa s611emcs 0CHOBHbIM YUeMHbIM 0OKYMEHMOM paOOmMHUKA U umeem
VHUGUYUposanuy popmy - ...

a) T-1;

0) T-2;

B) T-3.

8. Xapakmepucmuxa — smo...

a) o(uIMaTbHBIN JOKYMEHT, KOTOPBIHA BBIAAET aAMUHUCTPALIMS IPEANPUSATUS CBOEMY COTPYAHUKY IpU
PELICHUH LEJOTo Psiia BOIPOCOB;

0) ounmanbHBIC aHKETHBIC JAHHBIC,

B) OIICHKAa MOPAJIbHBIX U JIEJOBBIX KAYECTB.

9./[okymeHm, KOMOpblil A8MOP COCMABIAEM CAMOCHOAMENbHO — MO ...

a) aBToouorpadus;

0) pesrome;

B) aHKETAa.

10.0cHo8viHM 00KyMeHmOM, NOOMBEPAHCOAIOUUM MPYOOSYI0 0esAmMeNbHOCHb U MPYOO8OU CIAIC
pabomHuKa, Ha3vl8aAemcs ...

a) Tpy/l0Bask KHIKKA;

0) TMYHAas KapTOUKa;

B) TPYJOBOH JIOTOBOD.

Tema: «byxrajarepckasi 1 MHAHCOBO-PAacYeTHASA JOKYMEHTALMA»
1.Ocnognvimu 3a0auamu, Cmoswyumuy neped 6yxearmepcKotl CayHcooll 11000 op2anu3ayuul, A6IAI0MCA:
a) (hopMupoBaHHUEe NOJIHOHN U JOCTOBEPHOI HH(pOpMaLINH;
0) oOecrieyeHre KOHTPOJISI U CBOEBPEMEHHOE NPEAYNPEXICHIE HEraTUBHBIX SABJICHHUI B (PMHAHCOBO-
XO3SMCTBEHHOM JESATEIBbHOCTH;
B) BCE OTBETHI BEPHBHI.
2.0cHosanuem 015 ompaddceHusi UHOpMayuu 0 cOBEPUEHHBIX XO3AUCMEEHHbIX ONEPAYUAX 8 PESUCTPAX



Oyxeanmepckozo yuema sA6a0mcs. ..

a) MepBUYHBIC JJOKYMCHTHI;

0) aBaHCOBBIC OTUYETHI;

B) yCTaB OpraHU3aluy.

3. Ilpu cocmagnenuu OOKyMeHmMos ...

a) JIOIYCKAIOTCS TOMAapKH;

0) He JOMYCKAIOTCS IOMAapPKH;

B) JIOTYCKAIOTCS TOMApKH, 32 UCKITIOUEHNEM OaHKOBCKHX JIOKYMEHTOB.

4. Jlokymenmul, cocmasnennvle ¢ HapyueHuem YCmaHo81eHHbIX NPAGUIL...

a) HEe IPUHUMAIOTCSA K YUETY;

0) HE UMCIOT FOPUIUICCKON CHITHI;

B) OTIIPABJISIOTCS Ha TOPabOTKY.

5. Hokymenmul, npeonaznayennvie 05t 0OOpMAeHUS Onepayull ¢ HATUYHLIMU U Oe3HATUYHBIMU
OEHEeNCHLIMU CPeOCmE8amu OP2aHU3AYUL, HA3bIGAIOMCAL...

a) JICHS)KHBIMU;

0) MaTepUaIbHBIMU;

B) pacyeTHBIMHU.

6. [oxkymenmol, ucnonvsyemvle 0Jisi 0opmieHUss 0OHOKPAMHOU XO3AUCMEEHHOU Onepayul,
HA3bI8AIOMCAL....

a) pa3oBbIC;

0) HaKOIUTEIbHBIE;

B) €JMHO Pa30BBHIE.

7. Ilo obvemy cooepoicanus yyemuule pe2ucmpuvl OeIAMmcs Ha ...

a) JIB€ TPYIIIbI — CHHTETHYECKHUE U aHATUTUYECKHUE;

0) TpH TPYMIBI — CHHTETUYECKUE, aHATUTHICCKHUE 1 KOMOMHUPOBAHHBIC,

B) YEThIPE IPYIIbI - CHHTETHYECKHE, aHATUTUYECKUE, KOMOMHUPOBAHHBIEC U CBOJIHBIE.
8.11o ¢popme epaghnenus pecucmpol bvisarom.

a) TMHEHHbIE U IIaXMaTHBIE;

0) MPOCTHIC U TIEPEMEHHEIE;

B) TOPU30HTAJIbHbIE U BEPTUKAIILHBIE.

9. Paznuuatom cneoyrowue cnocodwvl Ucnpasienus OuUOOK 8 YUemHbIX pecucmpax:

a) KOPPEKTYPHBIHN, KKPACHOE CTOPHOY, AOMOJHUTEIIbHBIX 3alUCeH;
0)XpOHOJIOTUYECKHH, CHCTEMAaTHUYEeCKUI U KOMOMHHUPOBAHHBII;

B) BCE OTBETHI BEPHBI.

10. Pacnopsoicenue opeanusayuu OaHKy o gvloaue ¢ e20 pacuemHo2o cuema CyMmbl HATUYHbIX
OEHEICHBIX CPedCm8, YKA3aHHbIX 8 UeKe, Ha3bl8aAemcs. ..

a) ICHEXKHBIN YeK;

0) pacUeTHBIN YEK;

B) KaCCOBBIH YeK.

Tema: «/[0oKyMeHTBI 10 CHA0KEHUIO U COBITY»
1.Coenawenue 08yX unu HECKOIbKUX IUY 00 YCMAHOBIEHUU, USMEHEHUU UTU NPEKPAUWEHUU SPANCOAHCKUX
npas u 00sA3aHHOCMell, HA3bIBAEMC. ..
a) I0TOBOP;
0) aKT npueMa nepeiaun;
B) MHCTPYKIIHSL.
2. Jlocoop cuumaemcsi 3aKn04EHHbIM, KO20A MeHCOY CHOPOHAMU...
a) HEeT MpeTeH3uH;
0) JOCTUTHYTO COTJIAllIEHHE 110 BCEM MyHKTaM;
B) HE CYIIECTBYET Pa3HOTJIACHH.
3.dnsa npuobpemenus moeapos cmopousbi 6CMynarom 6 OMHoOuleHUs N0 NOCMAgKe NPoOyKYUU
opzanuzayuerl — nOCMAaguWUKOM op2aHu3ayuu-nompeoumento. Imu OMHOUEHU OPOPMAAIOMCA...



a) IOTOBOPOM COBITa;

0) TOTOBOPOM TOCTABKH;

B) JOTOBOPOM KYILIU-IIPOJAXH.

4.Ilpomokon paznoznacuii kK 002080py COCMABIAENC 6 ...

a) OJTHOM PK3EMIUISPE;

0) IBYX 3K3EMIUISIPAX;

B) TPEX 3K3EMIUISPAX.

5./{osepennocms — omo...

a) TOKYMEHT, KOTOPBII YIOJTHOMOYMBAET MPEICTABISATH HHTEPECHI JIUIA, BEIABIIETO JOBEPEHHOCTH,
JIMILY, €€ TIOJIYYUBLIEMY, ITepe]] TPETbHUMH JINIIAMH;

0) TOKyMEHT, OTPEACISIOINI CTAaTyC IMOIb30BATEIIS;

B) IIPABOBOM aKT, KOTOPBIN YIIOJTHOMOYHMBAET MPEICTABIATH HHTEPECHI JIUIA, BBIIABIIECTO JIOBEPEHHOCTD,
JIILY, €€ TIOJTYYUBIIeMY, ITepe]l TPEThHUMH JINLIAMH ;

6. Pexeuzumul ogpuyuanoroli 0086epeHHOCmU:

a) Ha3BaHUE BHJA IOKYMEHTA, II0JJHOE HAMMEHOBAHHUE OPTaHU3aINH, BBIIABIICH JTOBEPEHHOCTD, U €TO
azipec, HOMep, JaTa BblJauu JOBEPEHHOCTH, CPOK JAEHCTBUS, H0KkHOCTh, DU O nuia, koTopomy
JOBEPSIETCS IOJTYIUTh IICHHOCTH, JICHE)KHBIE CPE/ICTBA;

0) Ha3BaHME BU/A JOKYMEHTA, ITOJJHOC HANMEHOBAHNE OPTraHU3alliH, BBIJIABIIEH TOBEPEHHOCTh, HOMED,
JaTa BIIAud JIOBEPEHHOCTH, NOKHOCTE, WO nmiia, KoTopoMy TOBEpSETCS MOTyIHTh IEHHOCTH,
JICHE)KHBIE CPEJICTBA;

B) HET BEPHOT'O OTBETA.

7. [lokymenm, komopvim oghopmasaom npuem u Omnpasky epy3a, nepemeujerue Uiy OmnycKk
MamepuanrbHulX YeHHOCmel, Ha3bl8aemcs. ..

a) HaKJIa/IHas;

0) cueT-dakrypa;

B) HapsI.

8. Jloxymenm, codeparcawuii ceederus 0 pacnpeodeieHuu pabom mexncoy padbouumu-coerviyuxamu, 0o
yueme 8blpabOmMKU U pacyeme NPUYUMAIOWELIC 3aPRAAMDbL ...

a) HaKJIaIHas,;

0) cueT-dakrypa;

B) HapsI.

9.Tpebosanue 0 006pPOBOILHOM YCMPAHEHUU HAPYULEHUS 3AKOHOOAMENbCMBA — MO ...

a) TIPUKa3;

0) UCKOBOE 3asIBJICHHUE;

B) MPETEH3HSL.

10. Tpebosanue Kk KOMnemMeHMHOMY Op2aHy O 3aujume HapyUeHHO20 NPaAa OP2aHU3AYUU ...

a) IPETCH3M;

0) HCKOBOE 3asIBJICHUC;

B) COMPOBOUTENHLHOE MMHUCHMO.

Tema: «/[okymenmoodopom u ghopmut eco opzanusayuu»
1.JJoxymenmoobopom — smo...
a) ycIOBHOE 0003HadyeHue, MPUCBaeMOe JOKYMEHTY B IIpOIecce yueTa U UCIOJTHEHHUS;
0) JIBWXKEHHE JOKYMEHTOB B OpraHM3alliy C MOMEHTA UX CO3JJaHUs WU MOIyYeHHsI 10 3aBepIlIeHUs
VICIIOJIHEHUS WK OTIIPABJICHMS apecarTy;
B) OTpacib JeATelIbHOCTH, 0OecleunBaroias JOKYMEHTHPOBAHNE U OPraHU3aLI0 pabOTHI C
ouIHaNTbHBIMU JOKYMEHTAMH.
2. [Jenmpanuzosannas ghopma opeanuzayuu pabomsi ¢ OOKYMeHmMamu npUMeHAemcs Ha...
a) MPEeINPUATHIX C MaJbIM JOKYMEHTOOOOpOTOM;
0) IpeANpUATHSIX C KPYITHBIM JOKYMEHTO000POTOM;
B) BCE OTBETHI BEPHBHI.
3. @opma pabomvi ¢ OOKYMeHmMAaMU, NPU KOMOPOU 8ce Onepayuu GbINOIHAIOMCA 8 CIPYKIMYPHbIX



noopasoenenusi NPeonpusimusl, Ha3vlaemcs...

a) IIEHTPAJIM30BAHHOMT;

0) IeeHTPpaTM30BAHHOM;

B) HELIEHTPAJIM30BAHHOM.

4. [lepeuenb 00KyMeHM08, HeOOXO0OUMBIX OJis YAPABLEHYECKOU 0esimelbHOCMU KOHKPEeMHOLL
Op2aHU3aAYUYU, COOEPAHCAUULL XAPAKMEPUCTNUKY KAHCO020 OOKYMEHMA, €20 I0PUOUYECKO20 cmamyca u
9MAaAno8 OOKyMeHMuUpo8aHusl, HaA3bl8AeMCs. ..

a) BEJIOMOCTb;

0) Tabens (GOpM JOKYMEHTOB;

B) Ta0elb.

5. Kax nazvieaemcs popmul 00KyMeHmMO8, 8KII0UEeHHble 8 madeb, U 3aKpenisouue pe3yibmanmol
npoeedeHHOU YHUpUKayuu cocmasa u hopm 00KyMeHmos opeanusayuu?

a) BEIOMOCTb JJOKYMEHTOB;

0) anbOoM GopM JOKYMEHTOB;

B) KHHTa y4eTa JJOKYMEHTOB.

6.1100 opeanuzayuouHol, UHAHCOBO-IKOHOMUYECKOU, HAYYHO-MEXHUYECKOU U UHOU UCHOIb3YEMOU 8
opeaHuzayuu uHgopmayuu, 0o1aoarowell pearbHol Ul NOMEHYUAIbHOU YEeHHOCMbIO O CHOPOHHUX
JIUY, 3AUHMEPECOBAHHBIX 8 ee NONYUEeHUU, HO He UMEIOWUX 3AKOHHbIX OCHOBAHULL 018 C80000H020
O3HAKOMJIEHUSL C Helo, NOHUMAEmCH....

a) KOMMepyecKasl TaliHa;

0) TOKaJTBHBIN aAKT;

B) JIOTOBOP KYIUIU-TIPOJIAXKH.

7.Paboma no obecneuenuro coxpannocmu KOHQUOEHYUANbHBIX OOKYMEHMO8, KaK NPABUNo, Ha MAIbIX
NPeoOnpUsmMuUsX OpeanHu3yemcs...

a) cekpeTapeM-pedepeHToMm;

0) pyKOBOAMTEIIEM KaHIIEISPHH;

B) JIEJIOTIPON3BOIUTEIIEM.

8. Unoexc — smo...

a) ycJIOBHOE 0003HaYeHHE, MPUCBAEMOE JOKYMEHTY B IIPOLIECCE YUeTa U UCTIOTHEHUS;

0) mudpoBoe Wi OyKBeHHO-IIMGPOBOE 0003HAUCHHE JIe]Ia B HOMEHKJIATYpe Je]l OpraHu3aIliy,
HAaHOCHMOE Ha ero 00JIOKKY;

B) HET BEPHOT'O OTBETA.

9. Ilucvmennoe obpaujernue noonexscum 00s3amenbHOU pecucmpayuu 8 meyeHuu ...

a) HeJleTu;

0) mus;

B) TpeX JTHEH.

10. Qukcayus pakma coz0anus uiyu nOCMynieHus OOKyMeHma nymem npocmasieHus Ha Hem uHoexKca u
oamwl ¢ nociedyoujeli 3anUcbio He0OX0OUMbIX C8e0eHUll 0 OOKYMEHmMe 8 Pe2UCmMpPayUOHHbIX opmax,
Hazvl8aemcs ...

a) HOMEHKJIATYpOU Jelt;

0) KOHTPOJIEM HCIIOJHEHUS JOKYMEHTOB;

B) perUCTpalueit CIyKeOHbIX TOKYMEHTOB.

Tema: «Komnvromepuzayun oenonpouszeoocmear
1.B coomeemcmeuu ¢ HasHayeHuem 6ce mexHuiecKue cpeocmaa MONCHO pazoums Ha cledyroujue
epynnul:
a) Cpe/ICTBa JUISl COCTABJICHHSI JOKYMEHTOB; KOMMMPOBAJIbHAS M MHOKUTEIbHAS TEXHUKA; CPEACTBA
00paboTKK MHPOPMALIUH;
0) cpencTBa XpaHEeHUs, OMCKA M MIEPeIadn IOKYMEHTOB;TEXHHKA yIIPABICHYECKOH CBSI3H;
B) BCE OTBETHI BEPHBIL.
2.0pemexnuxa — 2mo
a) TEXHWYECKUE CPECTBA, UCTIOJIb3YEeMbIE B YIIPABICHUHU U JIETONPOU3BOICTBE;



0) TeXHMYECKHE CPEJCTBA, UCTIOIb3YEMbIE B YIIPABJICHUU;

B) TEXHUYECKUE CPEACTBA, UCIIOJIb3YEMBIE B IEIIONIPOU3BOICTBE.

3. Texnuueckue cpeocmaa, ucnonvbsyemvle 0isi COCMABIeHUss OOKYMEHMO8, KiacCu@uyupyiom no ...
a) croco0y Co3JaHusI IOKyMEHTOB;

0) 1o cyOBeKTy;

B) TI0 OOBEKTY.

4. PykonucHvsim cnocobom 3a4acmyro Habpaculeaiom ...

a) MepBblif BapuaHT OyayLIero JOKyMEHTa;

0) 3asiBIIeHH, aBTOOMOTpaduu, paCIMCKH, HEKOTOPBIE (PMHAHCOBBIE IOKYMEHTHI,

B) BCE OTBETHI BEPHBI.

5. PykonucHvim cnocobom 3anonnsaiom mpagpapemtuvle 0OKYMeHMblL:

a) aHKEeTBHI, INYHbIE JINCTKU I10 YUETy KaJpoB, Ta0eln yyeTa paboyero BpeMeHH U T.11.

0) aHKeThl, Tabenu yuera pabodyero BpeMeHH, TPYJOBbIE JJOTOBOPA, YEKH;

B) HET BEPHOT'O OTBETA.

6. [JlocmynHulil u SJKOHOMUYHBIU CROCOO CO30AHUS PASTUYHO20 8UOA OOKYMEHMO8 IMO...

a) MULIYIIasi MAIIUHKA;

0) I1K;

B) IUKTO(OHHAs TEXHUKA.

7. OCcHOB01 COBPEMEHHOU OpeanU3ayUL PaAYUOHAIbHOU U ONEPAMUBHOU pabOmbl O CO30AHUIO U
0bpabomke 02POMHO20 NOMOKA OOKYMEHMO8 8 OP2AHUIAYUAX CIMATU

a) I1K;

0) muIIyIlmyue MaluIuHKy;

B) IUKTO(OHHAs TEXHUKA.

8. Haubonvweti nonynsipnocmoito 8 Hacmosujee epems noavzyiomes 1K ¢upmor ...

a) IBM u DEC,;

6) Apple;

B) BCE OTBETHI BEPHHBI.

9. Ha npakmuke ucnonn3yemcs MHOMCECMBO NPOSPAMM OJis peOaKmMupo8aHus mekcmos. Imu
NnpocPamMMbl HA3bIBAIOM ...

a) TEKCTOBBIMH PEIAKTOPaMH,

0) TEKCTOBBIMH MPOIECCOPAMH,

B) BCE OTBETHI BEPHBI.

10.7100 menexommyHuKayusamu NOHUMArOm ...

a)CeTH KOMITbIOTEPOB, 00BEAMHEHHBIX JIMHUSAMHU WIH KaHaJlaMU CBSI3H, OJ1arogaps KOTOPhIM
TEPPUTOPUATHHO yJAIIEHHbIE KOMIIBIOTEPHI MOI'YT OOMEHUBATHCS JAHHBIMH JIPYT C IPYTOM;
0) ceTH KOMIMbIOTEPOB, HE 0OBEAMHEHHBIX JTUHUSIMH WU KaHAJIaMU CBsI3H, OJaroaapsi KOTOPbIM
TEPPUTOPUATHHO yJAIIEHHbIE KOMIIBIOTEPHI MOI'YT OOMEHUBATHCS JAHHBIMH JIPYT C IPYTOM;
B) HET BEPHOT'O OTBETA.

OTBeTHI K TecTaM

Tema: McxoHble MOHATHS IEIONPOU3BOJICTBA

l.B

2.6

3.6

4.8

5.B

6.6

7.6

8.a

9.a

10.6

Tema: O6uiue HOpMBI U IIpaBUiIa 0(OPMIIEHHS TIOKYMEHTOB

1.6



2.a
3.B
4.a
S.a
6.a
7.6
8.0
9.B
10.6
Tema: Opranu3alMOHHO-PACIOPSAIUTENbHAS JOKYMEHTALMS: IOHATHUE, KiIacCU(UKaLUs, COCTaB U
odopmIIeHHE PEKBU3UTOB, OJIAHKN JOKYMEHTOB
1.0
2.a
3.B
4.0
5.B
6.a
7.a
8.0
9.8
10.B
Tema: SI3bIk U CTUIB CiTy’KeOHOM TOKyMeHTaluu. TUNUYHbIE OIINOKY.
1.8
2.a
3.6
4.8
5.a
6.a
7.6
8.a
9.B
10.6
Tema: Bunpsl 1 odopmiieHre OpraHu3alMOHHO-PACIOPAAUTEIBHON JOKYMEHTAlluK
1.6
2.a
3.6
4.a
5.6
6.6
7.a
8.a
9.a
10.6
Tema: JlokyMeHTaus 0 TPYAOBBIM OTHOIICHHSIM
1.6
2.6
3.6
4.6
S.a
6.a
7.6
8.a



9.a
10.a

Tema: Byxrantepckas u prHaHCOBO-pacyeTHast JOKYMCHTAIIHS
1.8
2.a
3.6
4.6
S.a
6.a
7.6
8.a
9.a
10.a
Tema: JIokyMeHTBI 110 CHAOXEHUIO U COBITY
l.a
2.6
3.6
4.8
S5.a
6.a
7.a
8.B
9.8
10.6
Tewma: JIokyMeHTOOOOPOT ¥ OPMBI €T0 OpraHU3AINUN
1.0
2.0
3.6
4.0
5.6
6.a
7.a
8.a
9.8
10.B
Tema: KomnbroTepuzanus 1ei10npou3BOACTBa
1.B
2.a
3.a
4.8
S.a
6.a
7.a
8.B
9.B
10.a
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