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JIner perncTpanuyn H3MeHEHHIH 1 I0N0JIH eHHi

Pasnen
[IpOrpaMMBbl

Kpatkoe coznepxanue
HU3MEHEHHUS/ IOTIOTHEHUS

Jara.
Ne mporokona
3acelaHusa

Kadenpst

IToamuch
3aB.

kadepoit

.8,

m.9.

aKTyaau3anus y4eOHO-MEeTOHIECKOro i
UH(POPMALHOHHOTO 0OecreueH s
JUACIIAILIHHEI,

aKTyaJIu3anysi MaTepHaIbHO-
TEXHHYECKOro obecreyeHus
JUACITAIUTHHBI

23.10.2017, Ne 2

=

.8,

m.9.

aKkTyanu3anus yuebHO-MeTOIMYeCKOro 1
| HHpOPMAIMOHHOTO 00ecTIeYeH s
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aKTyaH3anys MAaTepHATBHO-
TEXHHYECKOTo obecreyeHus
JWCIIATUIHHE

01.10.2018, Ne2

m8,

n.9.

aKTyanu3anus y4eGHO-MEeTOIHIECKOrO 1
UH(pOPMALHOHHOTO 0OecreYeH s
JUACIIMILIHHEI;

aKTyaIu3aus MaTepHaIBHO -
TEXHMYECKOTo 0becreyeHus
JUACIIHIIAHBI

07.10.2019, Ne2

\)&)

m.8.

m.9.

aKTyaIu3anus yaeOHO-MEeTOIHIECKOTO H
UH(pOPMAIHOHHOTO 0becreyeH s
JUACIIMIUTHHBI,

aKTyaIu3anus MaTepHaIbHO-
TEXHUYECKOro obecreyeHus
JUACIIMIUIHHBI

03.09.2020, Ne 1

B

-




1 lesin ocBOCHUS TUCHUIIHHBI (MOTYJISA)

Henstmu ocBoeHMs TUCHUIUTUHBI (MOAYIs) «[IpakTHKyM MO COCTaBJICHUIO U OOPMIICHUIO CITY-
XKEOHBIX JOKYMEHTOBY SIBJISIFOTCS:

- COBEpIICHCTBOBAHNE YMEHHI MO COCTABJICHUIO U OQPOPMIICHHUIO Pa3IMYHBIX BUAOB CIYKEOHBIX
JIOKYMEHTOB

2 Mectro aucHUIJIMHBI (MOAYJsi) B CTPYKType o0pa3oBaTeibHOH NPOrpaMmbl
NMOAr0OTOBKH 0aKajaBpa (MarmcTrpa, Ceumajaucra)

JucuumnnHa «lIpakTUKyM IO COCTaBIECHHIO U O(OPMIIEHHIO CIYyKEOHBIX JIOKYMEHTOBY
(b1.B.11) BXOauT B BapuaTHBHYIO YacTh Oi0ka 1 00pa3oBaTe/IbHOM IPOrPaMMBI.

JUis u3ydeHus: JUCUMIUIMHBI HEOOXOAUMbI 3HaHUS (YMEHMsI, HaBbIKH, BJIAJ€HUsA), CHOPMUPO-
BaHHBIC B pe3yJbTaTe M3y4eHUs AUCUUIUIMH: BBenenne B mpodeccuio, OCHOBBI TOKyMEHTOBEICHHS,
JoxkymenToBenenue, Opranuzanus paOoTel ¢ oOpallleHUsIMU TpakaaH, JJokyMeHTalmoHHoe obecrie-
YeHHE rocyAapcTBEHHOro ycrpoicrsa B PO, OcHOBbI HayYHO-UCCIIEN0BATENbCKOM AesTenbHocTH, Op-
raHU3alusl U TEXHOJOIMs JOKYMEHTAI[MOHHOI'O OOecliedeHusl yIpaBieHHs, YueOHas - IpaKkTUKa 10
MOJTYYCHHUIO TIEPBUYHBIX POPECCHOHATBHBIX YMEHHUH M HABBIKOB, B TOM YHCJIEC TIEPBUYHBIX YMEHUH U
HaBBIKOB HAay4YHO-HCCIIEI0BATENbCKON JesTenbHOCTH, [IpoaBikenne HayuHoi npoaykuuu, Magopma-
[IUOHHBIC TEXHOJIOTMU B JOKYMEHTOBEICHUH U apXWBHOM jene, OpraHuzanusi U TEXHOJOTHS JIOKY-
MEHTaLMOHHOr0 o0ecneyeHus ynpasieHus, Jlenosas nepenucka, HopmarupHas 0a3a /1€10BOro nMch-
Ma, [IpoexTupoBanue ympaBieHUECKOW JOKYMEHTAI[MH OpraHu3anui, MoJaenupoBaHue CHCTEM JOKY-
MEHTaluu opranuszanuu, [IpoekTHas 1esTenbHOCTb.

3HaHus (YMEHMsI, HaBBIKH, BJIAJICHUS), MOIYYEHHbIE IPU U3YyYEHUHU JAHHON AUCLMILIUHBI OYy-
IyT HEOOXOAUMBI Ul M3Y4YEeHUs TUCHMIUIMH: J[elonpou3BOACTBO MYHUIMMNAIBHBIX YUPEXKICHHH,
[Tpou3BojaCcTBEHHAS - TPAKTUKA 10 MOJYYECHUIO MPOPECCHOHATBHBIX YMEHHH W OmbITa Mpodeccuo-
HAJIBHOW JesiTenbHOCTH, [Ipon3BoACTBEHHAs — MpeAUIIIOMHas pakTHka, CoBpeMEeHHbIE MPOOJIeMbl
JOKYMEHTOBEICHHS U apXMUBOBEJCHHUS, | 0OCy1apcTBEHHAs! HTOTOBAst aTTECTAIIHS.

3 Komnerenuum  oOy4awmerocsi, (opMupyeMble B  pe3yJbTare  OCBOCHHUSA
AUCHUILIMHBI (MOYJIs) ¥ IUVIAHMPYeMble pe3yJbTaThl 00y4eHus:

B pesynbrarte ocBoeHUS AUCHUILIMHBI (MOyIs1) «IIpakTHKyM MO COCTaBICHHUIO M O(OPMIICHUIO
CITYyKEOHBIX JJOKYMEHTOBY 00Yy4aIoIUNiCs TOJDKEH 00J1a1aTh CISAYIOMUMHI KOMIETEHITUSIMHU:

CrpyKTypHBII
JIEMEHT [1nanupyemble pe3yabTaTbl O0yUeHUs

KOMIICTCHIIN N

OIIK-1 cioco0HOCTHIO HCIOJIB30BATh TeOpeTHYECKHe 3HAHUS U METO/Ibl HCCJIeJOBAHUS HA
NpPaKTHKe

3HaTh - HOKYMCHTOBCAUCCKYIO TCPMHUHOJIOTHIO;
- HOPpMATHUBHO-MCTOAUYCCKUC MATCPUAJIBI IO JOKYMCHTUPOBAHUIO praBHCHqCCKOﬁ

JESATEIIBHOCTH

- 3aKOHOMEPHOCTH JOKYMEHTOOOpa30BaHUs, CKJIaJbIBAHUS U PA3BUTHUS CHUCTEM J10-
KyMEHTAIHH,

- TEOPETHUYECKHE U MPAKTUUYECKUX MPOOIEeMbl CO3/1aHUsl JOKYMEHTHPOBAHHOW WH-
dbopMaruu opraHu3alnuii pa3IMuHbIX OpraHU3al[MOHHO-TIPABOBBIX (OpM

- COCTaB OPraHU3alMOHHO-PACIIOPAIUTENBHON JOKYMEHTALINH;

- IpaBUJIa COCTABJICHUS M 0(OPMIICHUS IOKYMEHTOB
- [IpaBuJjia MMOATOTOBKHU YIIPABJICHYCCKUX JOKYMCHTOB U BCACHUSA ﬂCHOBOﬁ TICPCIIUCKHN

Ymetp - YHU(UIUPOBATH U POEKTUPOBATH (POPMBI TOKYMEHTOB;

- COCTaBIIATh NOKYMEHTBI C MCIIOJb30BAHUEM SI3BIKOBBIX BAPUAHTOB B 3aBHCHUMOCTH
OT Ha3HAUEHUS COJAEPKAHUA U BUAa JOKYMEHTA;

- YHU(UIUPOBATH TEKCThI IOKYMEHTOB;




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI UM

[Tnaaupyemblie pe3yiabTaThl O0y4eHUS

- MCIOJIb30BaHMsI KOMITBIOTEPHOW TEXHUKH U MH(POPMAIIMOHHBIX TEXHOJOTHUH MpU
COCTaBJICHUH U OPOPMIICHHH CITY)KEOHBIX JTOKYMEHTOB

- ohopMIIATH JOKYMEHTBI B COOTBETCTBHH C TPEOOBaHHSIMHU TOCYIApCTBEHHBIX
CTaHJapTOB;

- aHAJTM3UPOBATh HOPMATHBHO-TIPABOBbIC M HOPMATHBHO-METOHUCCKHE JOKYMEHTHI
B cepe 1OY;

—peIaKTHPOBATh, COCTABIATH M O(QOPMIIATH pa3IMYHbIE BHUIBI CIYKEOHBIX IOKY-
MEHTOB;

—HUCIIOJIb30BATh TCOPETUUCCKUC 3HAHUA U MCTOJbI IIPU aHATIU3C CJ'Iy)Ke6HOfI JOKYMEHTallMU C TOYKU
3pCHUA NPABUJIILHOCTHU €€ COCTABJICHUSA U O(i)OpMJ'IeHI/I}I

Bnaners

- TOKyMEHTOBEIYECKON TepMUHOIIOTHEN B TPO(HECCHOHATLHOM peyn;
- IpY€MaMHM COCTaBJIEHUSI U O(POPMIIEHUSI OCHOBHBIX YIIPaBIEHYECKUX JIOKYMEHTOB;

- MCTOAaMU YHI/ICI)I/IKaI_[I/II/I U CTaHAapTU3aluu JOKYMCHTOB
- METOJaMH aHAJIN3a CIY)XKCOHOI TOKYMEHTAIMH ¢ TOYKH 3PEHHMS NMPABHIBHOCTU €€ COCTABICHUS U
odopmIeHHs

OIIK-4 BJIaICHUEM HABBbIKAMH UCIIOJIB30BaAHUSA KOMlIblOTCpHOﬁ TEXHUKH U I/IH(l)OpMaIII/IOHHI)IX
TEXHOJIOTHIi B MOUCKE HCTOYHUKOB B JIUTEPATYPbI, UCIIOJIb30BAHUHU ITPABOBBIX 0a3 JAaHHbIX, CO-
CTaBJICHHUH ﬁnﬁﬂuorpa(]mquKnx U AaPXHUBHBLIX 0630p0B

3HaTh - 0COOEHHOCTH MCIOIH30BaHUSI KOMIIBIOTEPHOW TEXHUKH U MH()OPMAIIMOHHBIX TE€X-
HOJIOTMH IIPU COCTaBJIEHUH U O(POPMIIEHHH CITYyKEOHBIX TOKYMEHTOB
- 0COOEHHOCTH HMCIIOJIb30BaHMsI IPABOBBIX 0a3 JaHHBIX MPU COCTABICHUH U 0(HOpPM-
JIEHUU CITy’KEOHBIX JTOKYMEHTOB
- 3aKOHOJIAaTeNbHYI0O M HOPMAaTHBHO-METOJIMYECKYIO 0a3y, perjiiaMeHTUPYIOUIYIO
npUMeHeHHe HMH(OPMAIIMOHHBIX TEXHOJOIMH TpU COCTAaBICHUHM U O(OPMIIEHUH
CIIy’K€OHBIX JOKyMEHTOB
- BUJIbl TH(POPMALIMOHHBIX TEXHOJIOTUH;
- TIpUEMBI U CIIOCOOBI pabOThI ¢ KOMITBIOTEPHOM TEXHUKONW U MHPOPMAIMOHHBIMU
TEXHOJIOTHSIMU B TIOMCKE UCTOYHUKOB U JINTEPATYPHI
- TIpUEMBI U CIIOCOOBI pabOThI ¢ KOMITBIOTEPHOM TEXHUKONW U MHPOPMAIMOHHBIMU
TEXHOJIOTUSIMH B UCIIOJIb30BAHUU MPABOBBIX 0a3 TaHHBIX;
- TIpUEMBI U CIIOCOOBI pabOTHI ¢ KOMIBIOTEPHON TEXHUKOW M MH(POPMAMOHHBIMU
TEXHOJIOTUSIMH B COCTABJIEHUHU OMOIMOrpauueckux CrucKoB

Ymeth - paboTaTh ¢ KOMIBIOTEPHON TEXHUKOW U MH(POPMALIMOHHBIMU TEXHOJIOTHUSIMHU B I10-
MICKE UCTOYHUKOB U JINTEPATYPHI
- paboTaTh ¢ KOMIIbIOTEPHOU TEXHUKON M MHGOPMAITMOHHBIMU TEXHOJIOTHSIMH B HC-
M0JIb30BaHUU MPABOBBIX 0a3 TaHHBIX
- paboTaTh ¢ KOMIIBIOTEPHOM TEXHUKON U MH(OPMALIMOHHBIMU TEXHOJIOTHSIMH B CO-
CTaBJIECHHH OMOIMOTrpagUECKUX CIUCKOB

Bnazners - mpodeccHOHATBLHON TepMHUHOIIOTHEH B chepe HHPOPMALMOHHBIX TEXHOIOTHIA

- IpUeMaMU U crioco0aMu paboThl ¢ KOMIBIOTEPHON TEXHUKOW M MH(OpPMALMOH-
HBIMHU TEXHOJIOTUSMH B MIOMCKE HCTOYHUKOB U JIUTEPATYPhI

- IpUeMaMU U croco0amMu paboThl ¢ KOMIBIOTEPHON TEXHMKOW M MH(OPMALMOH-
HBIMHU TEXHOJIOTHSMH B UCIIOJIb30BaHUM NIPABOBBIX 0a3 JaHHBIX

- TIpUEMaMu U crioco0aMu pabOThl ¢ KOMIBIOTEPHOW TEXHUKOW M MH(POPMAIIMOH-
HBIMH T€XHOJIOTHSIMHU B COCTaBJICHUH OMOIMOTrpauecKux CIHCKOB

IIK-11 BiragenneM HaBbIKaMH pedepUPOBAHUS M AHHOTUPOBAHMS HAYYHOU JIUTEPATYPBHI,
HABBIKAMHU PeIAKTOPCKOIl padoThI

3HaTh

- 0COOCHHOCTHU pedepupoBaHUs HAyYHOU JUTEPATYPHI, MOCBALICHHON COCTaBICHUIO
1 0(OPMIICHHUIO CITY’)KEOHBIX TOKYMEHTOB




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI UM

[Tnaaupyemblie pe3yiabTaThl O0y4eHUS

- 0COOEHHOCTH aHHOTUPOBAHUS HAYYHOU JIUTEPATYypPHI;

- TpeOOBaHUS K KOMITO3UIIMH U SI3BIKY CITYKEOHBIX JOKYMEHTOB;

- TOCY/IapCTBEHHbIE CTAaHIapPThI B 001acT 6MOIMOrpaduuecKoro onvcaHus Hayy-
HBIX HCTOYHUKOB

VYMeTh

- pedepupoBaTh HAYUHYIO JMTEPATYpPHl, MOCBSIIIEHHON COCTABICHHUIO U OopMmile-
HUIO CIIY)KEOHBIX JJOKYMEHTOB

- COCTaBJIAITh U OPOPMIIATH CIY)KEOHYIO JOKYMEHTALUIO C Y4€TOM TpeOOBaHUH K ee
KOMIIO3UIIMH U A3BIKY;

- NPUMEHATh rOCYJapCTBEHHbIE CTaHJAPTHI B 00gacTH OMOIMOrpau4eckoro onu-
CaHMs HAYyYHBIX HCTOYHHUKOB B PHU peepupOBaHNH HAYYHOH JINTEPATYPHI;

Bnanets

- HaBBIKaMU pedepupoBaHUs HAyYHOH JIUTEPATYpPhl, OCBALIICHHON COCTABICHHUIO U
0(pOpMIICHHIO CITY)KEOHBIX TOKYMEHTOB

- - aHajM3a U BBISIBJICHUS IyTEH MCIPABICHUS] KOMIO3UIMHU U SI3bIKA CIYKEOHBIX
JIOKYMEHTOB

ITK-19 cnocoGHOCTHIO HCMOJIB30BATH MPABUWJIA MOJATOTOBKH YNPABJIEeHYECKHX JIOKYMEHTOB U Be-
JeHUS 1eJIOBOH NMepennucKu

3HaTh

- IpaBWJIa MOJAITOTOBKH YIPaBIECHYECKUX JOKYMEHTOB
- TEOPETHUYECKUE OCHOBBI BEJICHUS JIEJIOBOM MEPEIUCKU

- COCTaB W coJepKaHUE HOPMATUBHO-METOIUYECKON Oa3bl MO COCTABJICHHIO M
0(hOPMIICHHUIO CITY>KEOHBIX TOKYMEHTOB

- crienu( UKy S3bIKa YIIPaBICHYECKON TOKYMEHTAIINH;

- OCHOBHBIE MPOOJIEMbI HOPMATUBHOTO 00ECIIEUEHUS COCTaBJICHUS M O()OPMIICHUS
YIPaBJICHUYECKON TOKYMEHTALINH;

- OCHOBHBIE MPOOJIEMbI HOPMATHBHOTO 00€CTICUEHH s BEJICHUS JIETIOBOM MEPETTHCKU

YMmeTn

- COCTaBJIATh U OQOPMIISITH pa3IMYHbIE BUbI YIPABICHUYECKUX JOKYMEHTOB B COOT-
BETCTBUU C NPAaBUJIAMH UX MOATOTOBKHU;

- IPOEKTUPOBATh YHU(UIIMPOBAHHbIE (JOPMBI YIIPABIEHUYECKUX TOKYMEHTOB C yue-
TOM COBPEMEHHBIX TPEOOBAHUH K MX COCTABIEHUIO U O(POPMIIEHUIO;

- IPUMEHSTH NIPaBUJIa BEICHUS AEJIOBON NEPENMCKU

Bnanets

- IPaBUJIAMHU IIOJATOTOBKH YIIPABJIEHYECKUX TOKYMEHTOB;

- IPaBWJIAMHU BEJICHHUSI I€TI0OBOM MEPEITUCKU;

- HOPMaTUBHO-METOANYECKON 0a3bl MO COCTABICHUIO M O(POPMIICHHIO CIYkKEeOHBIX
JIOKYMEHTOB

- o(pUIIMaTBEHO-IEIOBBIM SI3BIKOM TP COCTABICHUH U OPOPMIICHUH CITY>KEOHBIX J0-
KYMEHTOB;

- IPAKTUYECKUMH HaBBIKAMU MCIIOJIb30BAHUSI YMEHHSI COCTABIATH U OPOPMIIATH
CIIy’keOHYI0 TOKYMEHTAIMIO Ha JPYTUX AMCHUIIIMHAX

IT1K-25 B1ageHneM HABbIKAMM MOATOTOBKH YNPaBJEeHYeCKHX IOKYMEHTOB W BeJeHUs! /1eJ10BOi

3HaTh

- TIpaBHJIa MMOATOTOBKH YIPABICHYECKUX JIOKYMEHTOB
- TEOPETUYECKHE OCHOBBI BEICHUS JICIIOBON NEPENUCKU

- COCTaB M COJEpKaHWE HOPMATHBHO-METOAWYECKOM Oa3bl MO COCTaBICHHIO H
0(pOpMIICHHIO CITY)KEOHBIX TOKYMEHTOB

- cnenn UKy sI3bIKa YIIPaBICHYECKOH TOKyMEHTAIHA

- OCHOBHBIE IPOOJIEMbI HOPMATHBHOTO 0OECHEUEHHs] COCTaBICHUS U O()OPMIICHUS
YIIPaBICHYECKON JOKYMEHTALIUH

- OCHOBHBIE NPOOJIEMBbI HOPMATUBHOTO 00eCHeueHHs BECHHS JIEIOBOM MEPEMUCKH

VYMeTh

- COCTaBJIATh U OPOPMIISITH Pa3IMYHbIC BUBI YIIPABIEHYECKUX JTOKYMEHTOB B COOT-
BETCTBUU C MPABUIAMH UX MOATOTOBKU




CTpyKTypHBI
JJIEMEHT

KOMIICTCHI UM

[Tnaaupyemblie pe3yiabTaThl O0y4eHUS

- IPOEKTUPOBATh YHU(UIIPOBAaHHBIE (JOPMBI YIIPABICHUECKUX TOKYMEHTOB C yde-
TOM COBPEMEHHBIX TPEOOBaHMIA K UX COCTaBJICHUIO H 0(OPMIICHHUIO

- IPUMEHSATH [TPAaBUIIA BEJICHUS JICTIOBOM MEPEMUCKH

- COCTaBJIAThH JIOKAIbHYI0 HOPMAaTHBHO-METOAWYECKYIO HOKYMEHTAIHIO IO TOAr0-
TOBKE yIPaBJICHYECKOW JOKyMEHTAIH

- COCTABJIATH JIOKAIbHYIO HOPMAaTHBHO-METOANYECKYIO JTOKYMEHTAIIHIO 10 BECHHIO
JIETIOBOH NEPETNCKU

Bnanets

- IpaBUJIAMHU [TOATOTOBKH YIIPABIECHUYECKUX JOKYMEHTOB
- IPaBUJIAMHU BEICHUS JI€JI0BOM MEPENUCKHY;

- HOPMAaTUBHO-METOAMYECKON 0a3bl MO COCTABICHHUIO M O(GOPMIICHHIO CITyKEOHBIX
JIOKYMEHTOB

- 0(pULIMATTEHO-/IEJIOBBIM SI3bIKOM IIPH COCTaBJICHUHM U OPOPMIIEHUHU CITYKEOHBIX J0-
KYMEHTOB

- IPAaKTUYECKMMH HABBIKAMU HCIIOJIb30BAHUSI YMEHUSI COCTABIIATH U OPOPMIIATH
CJIY’)KEOHYIO IOKYMEHTAIMIO Ha IPYIUX JAUCHUILIMHAX

JAIIK-1 cnoco6HOCTHI0 pa3padaThiBaTh NAKETHI JIOKAJIbHBIX HOPMATHBHBIX AKTOB U HOPMATHB-
HO-METOINYECKHUX JOKYMEHTOB 0 HH(OPMALMOHHO-TOKYMEHTAIIMOHHOMY 00ecreyeHu1o

YHOpaBJICHUSA U a

XUBHOMY XPaAHCHUIO TOKYMEHTOB

3HaTe

- HOPMATUBHO-METOMUYECKYIO 06a3y M0 JOKYMEHTALMOHHOMY O0ECIIeUEHUIO YIpaB-
JCHUS

- COCTaB JIOKAJIbHbIX HOPMATHUBHBIX aKTOB U HOPMAaTHUBHO-METOJINYECKUX JOKYMEH-
TOB 1O UH(GOPMAIIMOHHO-TOKYMEHTAIIUOHHOMY OOECIEUEHUIO YIpPaBICHUs pa3and-
HBIX OPraHU3allMOHHO-TIPaBOBBIX (POpPM

- TEHJCHLUU pa3BUTHA HH(POPMAIMOHHO-JOKYMEHTAI[MOHHOIO O0ecrneueHus
yIpaBJeHUS;

YMmeTn

- QHAJIM3MPOBATh YNPABIECHYECKHE HOKYMEHTBI C TOUKH 3pEHMS IPABHWIBHOCTH UX
COCTaBJIEHUS U 0(OPMIICHHUS;

- QHAJIM3UPOBATh JIOKAJIBHYI0 HOPMAaTUBHO-METOAMUYECKYIO0 0a3y Mo MHPOPMALMOH-
HO-JJOKyMEHTAallUOHHOMY OOECIICUEHHUIO YIIPaBJICHUS Ha COOTBETCTBHE COBPEMEH-
HBIM TpeOOBaHUSM;

- COBEPIIEHCTBOBATH JIOKAIbHYI0 HOPMaTUBHO-METOAMYECKYI0 0a3y 1o uHpopma-
IIMOHHO-IOKYMEHTAIIHOHHOMY O0ECIIEYEHHIO YIIPaBJICHUS

Bnanets

- mpo(eCcCHOHANIBHBIM SI3BIKOM B 00J1aCTH WH(OPMAalMOHHO-JOKYMEHTAIHOHHOTO
o0ecrieyeHus yrpaBlieHus;

- HaBBIKAMM aHaJM3a HOPMATUBHO-METOAMYECKON Oa3pl 1Mo WHGOPMAIUOHHO-
JOKYMEHTAITMOHHOMY 00€CIIeUeHHIO YIIPaBICHHUS;

- IPaKTUYECKMMH HaBbIKAMHU MCIIOJIb30BaHUS YMEHUS aHAIU3UPOBATH JIOKAJIbHYIO
HOPMAaTHBHO-METOJIMUECKYI0 6a3y 1o HHPOPMAIIMOHHO-T0KYMEHTAIlUOHHOMY
o0ecrevyeHnIo yIpaBieHus Ha IpYruxX JUCHUILIMHAX, HA IPOU3BOICTBEHHOM U
IPEIUIUIOMHON TPAKTHKE




4 CTpyKTypa M coJeprkaHue TUCUUIIIMHBI (MOXYJIs)

OO01mmast Tpy10eMKOCTh TUCIUIUTHHEBI cocTaBisier 3 3adeTHbIX eauHuil 108 akaa. 9acoB, B TOM YHCIIE:

— KOHTaKTHas pabota— _ 6,7 akaJ. 4acos:
— ayauToOpHas —__ 6 akaJl. 4yacos;
— BHeayautopHas — __ 0,7 akaj. 4acoB
— caMocTosTenbHas padora — 97,4  akaJ. 4acos;

— TMOATOTOBKA K 3a4ery — 3,9 akaj. yaca

AynuropHas g = o’
KOHTaKkTHas pabora| & § = =
Paznen/ rema 2 (B axay. Hacax) E :( Bun camocrositenbHOM Popma TeKYIIEro KOHTPOIIs g % AE:
> S s yCIIeBaeMOCTH U e 2
TVCIUATUTHHBI & D | 5w S X paboThI . a5 o
= é 2 = S S 2 MPOMEKYTOYHOHN aTTECTAIIUN 5 5 ;
=5 0 = @ 8 Ve =
1 Pasngen «OcobGenHoctn cocraBiaenusi u| 4
odopmiaeHus OpraHu3alMOHHO-
pacnopsiANTebHON JOKYMEHTALMN
1.1. Crannmaprusaius, yaudukamus u tpada-| 4 0,25/ 0,25/ 18,4 CamocTosTenbHOE U3yUeHUE [TpakTuueckas padota 1 OIllK-1
peTu3anus yrnpaBJIeHYECKUX TOKYMEHTOB 0,25 0,25 yuebHOro mMarepuaa o Teme, Tecrl 3ye, OIIK-
(bopMyJISIpHBIN aHAIIN3, IPOEKTH- 3ye4, IIK-
pOBaHueE JOKYMEHTA, TECTUPOBA- 11 3y6;
HUE 1IK-19
3ye, 1IK-
25 3y8;
JIIK-13y8
1.2. CocraBienue u opopmienue opranusa-| 4 0,25/ 0,25/ 8,4 [TpakTudeckas pabota 2 OIlIK-1
[IUOHHBIX JOKYMEHTOB 0,25 0,25 Tect 2 3ys,; OIIK-
3ye4, IIK-
11 3y86;
1TK-19




Pasnesn/ rema
JIUCLIUIUINHBI

Kypc

AynutopHas
KOHTaKTHas paboTta
(B akaz. yacax)

JICKIITUHN

nmabopar.

3aHATUA

MPaKTHY.
3aHATUS

CamMocTosiTenbHas pa-

Oorta (B akaJ. Jyacax)

Bun camocrosTenbHOU
paboThI

@dopMa TEeKyIIEro KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEXYTOUYHOU ATTECTALUU

OJ1 ¥ CTPYKTYPHBIN

JJIEMEHT
KOMIIETEHII U

K

3ys; 1IK-
25 3y8;
J[IIK-13y6

1.3. CocraBienue u ohopmieHHE pacmops-
JUTEIIbHOW JOKYMEHTAIIMM, OCHOBAaHHOM Ha
MPUHIIMIIAX KOJIJIETUATBHOCTH (IIOCTaHOBIIE-
HUS, PELIEHMS])

0,25/
0,25

0,25/
0,25

8,4

CamocTosTenbHOE H3ydYeHUe
yueOHOro Marepuasa 1o Teme,
(bopMyISpHBIN aHAN3, IPOCKTH-
pOBaHUE TOKYMEHTA, TECTUPOBA-
HUE

[TpakTnueckas padbora 3
Tect 3

OIlIK-1
3ys,; OIIK-
3ye4, IIK-
11 3y8;
11K-19
3ye; TIK-
25 3y8;
J[IIK-13y6

1.4. CocraBienue u ohopMiIeHUE pacrops-
JUTEIbHOW JOKYMEHTAllMM, OCHOBAHHOW Ha
NPUHIUNAX €AMHOHa4danus (TMpUKa3 MO Oc-
HOBHOH JIeSATENFHOCTH, PAaCIOpsHKEHUE, yKa-
3aHHE)

0,25/
0,25

0,25/
0,25

8,5

CamocTosaTenbHOE H3ydeHue
yueOHOro Marepuasa o Teme,
(bopMyIISIpHBIN aHAIU3, TPOEKTHU-
pOBaHUE TOKYMEHTA, TECTUPOBA-
HUE

[TpakTuueckas pabota 4
Tecr 4

OIIK-1
3ys,; OIIK-
3ye4, IIK-
11 3y8;
11K-19
3ye; 1IK-
25 3y8;
J[IIK-13y8

Hroro no pazneny

1/

1/

33,7

OIIK-1
3y8; OIIK-
3ye4, IIK-
11 3y86;
TIK-19




AynuropHas C'& = oS
KOHTaKTHas pabora| % § = =
Passien/ Tema 3 (B akax. yacax) E ; BT CAMOCTOTENBHOM ®dopMa TEeKyIIEero KOHTPOJIS g % =
> oz YCIIEBAEMOCTHU U > s 8
T CLIUTUTHHBI & . : S = paboThI . )
= |55 €8 S i IIPOMEKYTOYHOM aTTeCTAl[UU S g
= |ZE|EE| 82 =" g
S |€5|83 Z£E g -
SO1IR 2 S =
3ys; 1IK-
25 3y8;
J[IIK-13y6
2 Pazgen «OcoOeHHOCTH cocTaBjieHusi u| 4 CaMmocTosTenbHOE U3yueHne OIIK-1
opopmIIeHUs UH(GOPMALMOHHO- y4eOHOro MaTepuaa 1mno TeMe, 3ys,; OIIK-
CIIPABOYHOI /JOKYMEHTAUMH W JIOKYMeEH- (bopMyIISIpHBIN aHAIU3, IPOEKTHU- 3ye4, I1K-
TAUMM 10 JUYHOMY COCTABY» pOBaHUE TOKYMEHTA, TECTUPOBA- 11 3y8;
HUE 11K-19
3ye; TIK-
25 3y8;
J[IIK-13y6
2.1. CocraBnenue u opopmienue oneparus-| 4 | 0,4/ 0,2/ |13,2/ CamocrosTenbHoe uzyuenue|lIpakruyeckas padora 5 OIIK-1
HO-CIIPABOYHOW JIOKyMEeHTanuu. J[enoBbie 0,4 0,2 |13,2 yueOHOro Matepuana 1o Teme,|Tect 5 3y8, OIIK-
[MAChMa (bopMyISIpHBIA aHAJIN3, MPOEKTHU- 3ye4; IIK-
pOBaHUE JTOKYMEHTa, TECTUPOBa- 11 3y8;
HUE 11K-19
sye;  1IK-
25 36,
J[IIK-13y8
2.2. CocraBnenue u oopmienue nokymeH-| 4 | 0,4/ 0,2/ 13,1/ CamocrosTenbHoe uzyuenue|[Ipakrudeckas pabora 6 OIIK-1
TOB, TEPEIABACMBIX 110 KaHAIAM CBSI3H 0,4 0,2 13,1 ygeOHOro Matepuaiga 1o Teme,|Tect 6 3y8, OIIK-
(bopMyISIpHBIA aHAIN3, MPOEKTHU- 3ye4,; IIK-
pOBaHUE JTOKYMEHTa, TECTUPOBa- 11 3y8;
HUE 11K-19
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AynutopHas
KOHTaKTHas paboTta
(B akaz. yacax)

@dopMa TEeKyIIEro KOHTPOJIA

s 8 -
== RN . g =g
Pasnesn/ rema 2, 2 5 Bun camocrositenpHOM g5 =
> S s yCIIEBAEMOCTH U S5 2
T CLIUTUTHHBI & D | 5w S 2 paboThI . )
= § S| EE S = MPOMEXYTOUHOU aTTecTaluy | § = =
SO1IR 2 S =
sys;  1IK-
25 38,
J[IIK-13y6
2.3. CocraBnenue u odopmienue npoto-| 4 | 0,4/ 0,2/ |13/ CamocrosiTenbHOe usyuenue|[IpakTuueckas padora 7 OIlIK-1
KOJbHBIX JOKYMEHTOB (IU1aH paloThbl, IO- 0,4 0,2 |13 yuebHOro Matepuaia 1o Tteme,|Tect 7 3ye, OIIK-
BECTKa JHsI, CIIPaBKH, IPOEKT PELIeHUs, MPO- (bopMyISIpHBIA aHAJIN3, MPOEKTHU- 3ye4, IIK-
TOKOJI), aKTOB, TIEpEYHEH, CIIPABOK, CIIMCKOB pOBaHUE JIOKyMEHTa, TECTHPOBa- 11 3)8;
HUE 11K-19
3ye;,  IIK-
25 38,
J[IIK-13y6
2.4. Cocranenue u odopmienue nokian-| 4 | 0,4/ 0,2/ |10/ CamocrosTenbHoe uzyuenue|[Ipakruyeckas padora 8 OIIK-1
HBIX, CIIY’)KEOHBIX, OOBSICHUTEIbHBIX 3aIIMCOK 0,4 0,2 |10 yuebHOro Matepuana mno Tteme,| Tect 8 3ye, OIIK-
(bopMyISIpHBIA aHAJIN3, MPOEKTHU- 3ye4; IIK-
pOBaHUE JTOKYMEHTa, TECTUPOBa- 11 3y8;
HUE 11K-19
sye;  1IK-
25 36,
J[IIK-13y8
2.5. CocraBnenue u odopmienue nokymeH-| 4 | 0,4/ 0,2/ |10/ CamocrosiTenbHOe uzyuenue|[Ipakrudeckas padora 9 OIIK-1
TOB TIO JJHYHOMY COCTaBY 0,4 0,2 |10 yu4eOHOro MaTepuaiga Io TeMe, 3y8, OIIK-
(bopMyISIpHBIA aHAIN3, MPOEKTHU- 3ye4,; IIK-
pOBaHUE JTOKYMEHTa, TECTUPOBa- 11 3y8;
HUE 11K-19

11




AynuropHas C'& = oS
KOHTaKTHas pabora| % § = =
Passien/ Tema 3 (B akax. yacax) E ; BT CAMOCTOTENBHOM ®dopMa TEeKyIIEero KOHTPOJIS g % E
> S s yCIeBaeMOCTH U S5 2
JTUCIUTLTAHBI < . : S = paboThI . 2 g o
= § E 2 E S ;‘ IIPOMEXYTOUYHOU aTTECTALUU 5 = ;
: 85|28 <% = =
2 S 3| o = 5 9
SO1IR 2 S =
sys;  1IK-
25 38,
J[IIK-13y6
HWtoro o pazaeny 4 2/ 1/1 |59,3 OIIK-1
2 3ys,; OIIK-
3ye4, IIK-
11 3ys;
11K-19
3ye; TIK-
25 3y8;
J[IIK-13y6
HToro mo tucuuiimHe 4 4/ 212 (97,4 BrinoJiHeHHe TeCTOBBIX 3aJja- |3a4YeT ¢ OIEeHKOM OIIK-1
4 HMIi, 0TBeThI Ha TeopeTnuyeckue | KoHTp. pao. 3ye, OIIK-
BOIIPOCHI 3ye4, IIK-
11 3y8;
11K-19
3ye; 1IK-
25 3y8;
J[IIK-13y8
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5 Oopa3oBaresbHbIC U HH(POPMAIIMOHHBIE TEXHOJIOTHH

[Tpyr m3yyeHMM NAHHOM JUCLMIUIMHBI IPUMEHSIOTCS KOMIUIEKC OOpa30BaTENIbHBIX U HH-
(opManrOHHbIE TEXHOJIOTHH, HAPABJICHHBIN Ha OBJIQJICHUE 3asBICHHBIMU KOMITETCHIIUSMHU.

TpaauunoHHble 00pa30BaTENbHbIE TEXHOIOTUN PEATU3YIOTCS Yepe3 UCIOIb30BAHNE TAKOM
(dopMbl YUeOHBIX 3aHATHH, Kak HHPOPMALMOHHAS JIEKIUS — MOCIEI0BATEIbHOE U3TI0KEHUE Ma-
Tepuana B JUCLUIIMHAPHOHN JIOTMKE, OCYLIECTBIIEMOE IPEUMYILIECTBEHHO BepOalbHbIMU Cpe -
CTBaMU 4€pe3 MOHOJIOT IIPENOaBaTENs.

TexHonoruu npodsieMHOro oOydeHMsI peanu3yroTcs uepe3 Takyro (opMy 0OydeHus, Kak
npoOyieMHas JIEKIUS — U3JI0KEHUE MaTepuana, MPEeroaralnee MOCTaHOBKY IPOOIEMHBIX U
JUCKYCCHOHHBIX BOIIPOCOB, OCBELICHHE PA3JIMYHBIX Hay4YHBIX IOAXOJ0B, ABTOPCKUE KOMMEHTa-
pUH, CBA3aHHBIC C PA3JIMYHBIMU MOJEIISIMU UHTEPIPETALMY U3y4aeMOI0 MaTepuala.

HNHpopMallnOHHO-KOMMYHHUKALMOHHBIE 00pa30BaTe/IbHbIE TEXHOJOTHMHM — OpraHU3alusl
00pa30BaTeNbHOIO IPOLECCa, OCHOBAHHAS HAa NMPUMEHEHMM CIIELUATM3UPOBAHHBIX IPOrpaMM-
HBIX CpeJl U TEXHUYECKUX CPE/ICTB PabOThl ¢ MHpOpMaLUEl — peallu3yroTcs yepe3 Takyro Gopmy
y4€OHBIX 3aHATHI C MCIOIb30BaHUEM MH(POPMALIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUM:, KaK
JEeKIM-BU3YyaIM3alusl , KOIJa M3JI0KEHHE COJIepyKaHMs CONPOBOXKIAETCA Ipe3eHTanuen (Je-
MOHCTpaIel y4eOHbIX MaTepHalioB, IIPEICTABICHHBIX B Pa3JINYHbIX 3HAKOBBIX CHUCTEMaxX, B T.4.
WITIOCTPATUBHBIX, TpapUUECKUX, ayAn0- U BUI€OMATEPUATIOB).

[Tpumensiercss pedTHHrOBass TEXHOJIOTUSI OLEHKM 3HAHWMU, CIIOCOOCTBYIOIIAs AEMOHCTpa-
UM 00BEKTUBHOCTH ITPET0/1aBaTeNIbCKOM OLIEHKH.

JI71s1 KOHTPOJIS NEATEIBHOCTH CTYIEHTOB IIPOBOJMUTCS TECTUPOBAHKE, IPOBEPKA JTOMAIIHUX
IIMCbMEHHBIX 3a/IaHUM 110 TEMaM.

[Ipn ocBOEHMU AMCLMITIIMHBI UCTIONB3YIOTCS CIIEIYIOIIME COYETaHHsI BUJIOB y4eOHOM pa-
60Tl ¢ MeToJaMM U (OopMaMHU aKTUBM3ALMHU MO3HABATEIbHON JEATENLHOCTH OakanaBpOB JUIS
JIOCTHYKEHUS 3aIUIaHUPOBAHHBIX PE3YJIbTATOB 00y4eHUs U (POPMUPOBAHMS KOMIIETEHIIU:

1. HudopmannoHHO-pa3BUBAIOIINE TEXHOJIOTHH. M3yueHne TeopeTnyeckoro marepuasia
Ha JIEKLUAX C UCTIOJIb30BaHUEM KOMITBIOTEPHBIX T€XHOJOTHI. CaMOCTOATEIbHOE U3yUEHUE Clie-
UabHON y4eOHOW U HayyHOU JIMTepaTypbl, BKJIIOYast 3JI€KTPOHHBIE CpeACTBAa HHPOPMAIIHH.

2. PasBuBaromue mpo0OJIeMHO-OpUEHTHPOBAHHBIE TEXHONIOTHU. PaboTa Ha MpaKTHYECKUX
3aHATUAX C aKTUBU3ALMEH MBICIUTEIbHON aKTUBHOCTH, CIIOCOOHOCTH BUAETH MPOOJIEMY U BbI-
OupaTh crIocoObl €€ pa3pelieHus (MHIMBUyaIbHas 1eITeIbHOCTD)



6 YueOHO-MeTOIMYeCKOE 00ecleyeHrne CaMOCTOSITeIbHOM padoThl 00y4YaIOLIUXCsl

[To muctmmmae «[IpakTHKyM 1O COCTaBICHHUIO U O)OPMIICHHIO CITYKEOHBIX JOKYMEHTOB
IIPElyCMOTPEHA CaMOCTOATENbHAs paboTa 00yJYaroIMXCsl.

Ilpakxmuueckas paboma 1

1. OTBeThTE HAa TEOPETUYECKHUE BOIIPOCHL:

1.1. Crangaptuzanus u €€ poiab B AOKYMEHTHUpOBaHUU. [IpyMHLIMIIBI cTaHAapTU3aLUU.
dopmyisip-obpasen U ero npoekrupoBanue. CTaHIapThl

1.2. Yauduxauus u e€ poib B JOKYMEHTUPOBAaHUU. DTanbl YHU(DUKALMU U CTaHIapTH3a-
1. DKOHOMUYECKas U ynpaBieH4Yeckas 3 (pEeKTUBHOCTb CTaHAAPTU3ALMN U YHU(DUKALINK.

1.3. Tpadaperuzanus kak cnocod yHHU(PUKAIUU TEKCTOB TOKYMEHTOB. YHH(PHUKAIUS U
TpadapeTuzanus KaKk METO/Ibl COBEpIIEHCTBOBAHUS IOKYMEHTOB.

1.4. Buner 6mankoB. PexBu3uTH O1aHKOB, TpeOoBaHMS K WX opopmiieHuto. [IpaBuia m3-
rotosiieHust 01aHKoB. DopMaThl Oymaru, IBET, YII0BOE U MPOJOIbHOE PACIONI0KEHNE PEKBU3U-
TOB.

1.5. TlonsTue "TeKCT AOKyMEHTa" MpHU pa3iIM4HbIX crocolax AokymMeHTHUpoBaHus. Ciie-
Hapuil MOAroTOBKU JOoKyMeHTa. Coliep:kaHue IPOCTBIX U CIOKHBIX JOKYMEHTOB.

1.6. Ilopsaok M30KEeHUs TeKCcTa JOKyMeHTa. TpeOoBaHMs YETKOCTU U SICHOCTH TEKCTa
JOKyMeHTa. Jlornueckass cTpykTypa TekcTa. B3aumocBs3b cojiepkaHus U (GOpMbl JOKYMEHTA.
dopmanu3zanms TeKCTa JOKYMEHTA.

1.7. Dnements Tekcra. TpeboBaHUS K OGOPMIICHUIO TEKCTa B BHJIE aHKETHI, TaOJHIIbI,
cBsi3HOro Tekcta. [lonsTre "3aromoBok pokymeHTa'". HazHaueHue 3aroiioBka, ero Mecto B (op-
MyJsipe ToKyMeHTa. [IpunoxeHns K TEKCTY U MOPSAI0K UX OPOPMIICHHS.

2. BeinonHHUTE aHANIN3 CITYKEOHOTO JTOKYMEHTAa Ha BBIOOP C TOUKHU 3peHHs TpeOOBaHUM K
odopMIIeHHIO OJIAHKOB.

3. CocraBbTe U pa3paboTaiiTe OCHOBHbIE BU/IbI OJAHKOB J1F000H OpraHu3alnuy Ha BbIOOP.

4. BBITIOJIHUTE aHAJIU3 JTFOOOTO CITYKEOHOTO JOKYMEHTA, MMEIOIIETO MPUIIOKEHHUS, C TOU-
KU 3peHust cOOIII0/IeHHsI TpeOOBaHUl K 0(hOPMIIEHHUIO IPUIIOKEHUH U SA3bIKOBOMY O(QOPMIICHHIO.

5. OTBeThTE Ha KOHTPOJIbHBIE BOMPOCH! AJII CAMOTIPOBEPKHU:

- KakoBa cyniHOCTh OHATHS «CTaHIAPTU3AIUS IOKYMEHTOBY?

- KakoBbI OCHOBHBIE PUHIIHIIBI CTAaHAAPTU3ALUHU TOKYMEHTOB?

- KakoBbI OCHOBHBIE 3Tallbl CTAaHAAPTU3ALNN JOKYMEHTOB?

- KakoBbI OCHOBHBIE CTaHIAPThI, PErIaMEHTUPYIOIINE COCTaBICHUE U 0POpPMIIEHHE CIY>KEOHBIX
JIOKYMEHTOB?

- Yro Takoe yHH(pUKALIUU TOKYMEHTOB U KaKoBa €€ poJib B JOKYMEHTHUPOBAHUU?

- Uro Takoe TpadapeTnsanus JOKYMEHTOB U KaKOBa €€ poJib?

- KakoBbI oCHOBHBIE Ki1acCU(pUKAIMK OJIaHKOB?

- KakoBbI OCHOBHBIE pEKBU3UTHI OJIaHKOB, TPEOOBaHUS K X OPOPMIICHUIO?

- KakoBsl mpaBuiia u3rotoBsieHus 0J1aHKOB?

- Uto Takoe TeKCT TOKyMeHTa?

- KakoBbI OCHOBHBIE CTIOCOOBI JOKYMEHTUPOBAHUS?

- KakoB crieHapuii oAroToBKY 10KyMeHTa?

- KakoB nopsiiok u3noxeHus Tekcra J0KyMeHTa?

- 3a cueT KakuX S3bIKOBBIX CPEJCTB JOCTUTAETCS TPEOOBAHUE YETKOCTU U SCHOCTH TEKCTa JTOKY-
MeHTa?

- KakoBbI 0COOEHHOCTH JTOTrHYECKON CTPYKTYPbI TEKCTa TOKYMEHTA, B3aUMOCBSI3U COACP)KAHUS U
dbopmbl tokymeHTa?

- KakoBbI TpeGoBanus kK 0pOpMIICHHIO TEKCTa B BUAE aHKETHI, TAOIUIIBI, CBI3HOT'O TEKCTA?

- Yto Takoe peKBU3HT '"3arojIOBOK JIOKyMEHTA', KaKOBbI €ro HazHaueHue, MecTo B (opmyispe
JIOKyMeHTa?

- KakoBbl TpeGoBaHus K 0YOPMIICHUIO IPUITOKEHUS K TEKCTY?
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Ilpakmuuecxas paboma 2

1. OTBeTbTE HAa TEOPETUUECKHE BOIIPOCHI

1.1. Bunsl opraHu3aiiOHHBIX JOKYMEHTOB.

1.2. OcoOGEHHOCTH YUYpEIUTENBHOTO JOTOBOPA, YCTaBa, OOMIETO MOJOKEHUsI 00 OopraHu-
3anuu. CocTaB PEeKBU3UTOB YUPEAUTEIbHBIX JOKYMEHTOB. CTPYKTypa TEKCTa y4peAUTEIbHBIX
JIOKYMEHTOB.

1.3. OcobGeHHOCTH MONOKEHUSI O XO3IMCTBEHHOM AesTenbHOCTU. [lonoxkeHne Kak mpaBo-
BOH aKT, ONPEIENISFOIINIA TOPSIOK 00pa30BaHus, IPpaBa, 00SI3aHHOCTH, OPTaHU3AILNIO PAOOTHI.

1.4. Ocobennoctu coctaBiieHus: U 0pOpMIIEHUS JOKHOCTHBIX HHCTPYKIIMNA, HHCTPYKIIUU
0 JIeJIONPOU3BOJICTBY, ITPABUI TPYAOBOIO PACHoOpsiIKa U JIp.

2. BeImosHUTE aHAJIW3 OPraHU3aIlMOHHOTO JOKYMEHTAa (Ha BEIOOP) W/UJIU €ro PelaKTHpPO-
BaHMUE.

3. OTBeThTE Ha KOHTPOJIbHBIE BOMPOCHI IJI1 CAMOTIPOBEPKHU
- KakoBbI OCHOBHBIE BUIBI OPTaHU3AIIMOHHBIX TOKYMEHTOB?

- KakoBbl 0cOOCHHOCTH OGOPMIICHHSI YUPEIUTEIBHOIO JIOTOBOpPA, YCTaBa, OOIIETO IMOIOKEHUS
00 opranuzanuun?

- KakoBer oco6eHHOCTH 0(hOPMITCHUS TIOJIOKEHHUS O XO3IHCTBEHHOU JCSATSIILHOCTH?

- KakoB cocTaB peKBU3UTOB yUPEIUTENbHBIX JOKYMEHTOB?

- B uem 3akitouaetcs cnenuduka CTpyKTYpbl TEKCTa YUPEIUTENbHBIX JOKYMEHTOB?

- KakoBbel 0cOOCHHOCTH cOcTaBlIeHUS U O(GOPMIICHUS TOJDKHOCTHON WHCTPYKIIUU, WHCTPYKIIUU
0 JIeTIOTPOU3BOJICTBY, IIPABUJI TPYAOBOTO pacropsiaKa’?

Ipaxmuueckas paboma 3
1.01BeThTE HAa TEOPETUUECKHE BOTIPOCHI
1.1. CoctaB peKBHU3UTOB MOCTAaHOBJIEHUS. Y HU(DUKaIMS TEeKCTa ocTaHoBiIeHUs. CocTaB-
JeHue u oopMIIeHUE TOCTAaHOBJICHUN C MCIIOJIb30BAaHUEM KOMITbIOTEPHBIX TEXHOJIOTHH.
1.2. PenaktupoBanue mpoekTa rnoctaHoBiaeHus. OpopMieHne peKBU3UTOB MOCTAHOBIIE-
HUSI, OTPAXKAIOLINXCS B HEM JI0 MOMEHTA MOAIIUBKY B JIENO0.
1.3. CocrtaB pekBU3UTOB pelieHUs. YHUuUKauus Tekcra perieHus. CocTaBieHue U
0o OopMIIEHHE PEIIEHHUs C UCIIOJIb30BAHUEM KOMITBIOTEPHBIX TeXHONIOTHH. OdopmiieHue pekBu3u-
TOB PELEHMsI, OTPAKAIOIINUXCS B HEM JI0 MOMEHTA MOJIIIMBKH B JIEJIO.
2. BoinonHuTe aHanu3 Jr000r0 pacrnopsIUTENbHOIO JOKYMEHTa, OCHOBAaHHOTO HA MPHH-
[IUMAax KOJUIErHaIbHOCTH, (Ha BBIOODP) W/ UM OTPEAAKTUPYITE €ro.
3. OTBeThTE Ha KOHTPOJIbHBIE BOMPOCHI JJIsi CAMOIIPOBEPKH
- KakoB cocTaB peKBU3UTOB OCTaHOBJICHUS.
- KakoBbl 0cobeHHOCTH cocTaBieHUs M O(POPMIICHHS MOCTAaHOBJICHUS KOJUIETMaJIbHOIO OpraHa
BJIACTH.
- KakoB cocTaB peKBU3UTOB PEIICHMUS.
- KakoBbl 0cOOeHHOCTH cOCTaBleHHsI U O(hOPMIICHHUSI PELIeHHs KOJIJIETHAIbHOTO OpraHa ynpas-
JICHUs] OpTaHU3aIN?

Ilpakxmuueckas paboma 4

1. OTBEeTHTE HA TEOPETUYECKHE BOITPOCHI

1.1. CoctaB pekBU3UTOB MIpHUKa3a 10 OCHOBHOM JIeATENbHOCTH. Y HU(PHKAIMA TEKCTa MPHU-
Ka3a 110 OCHOBHOM JIeSITEIbHOCTH.

1.2. CocraBnenue u opopmiieHHE MPUKA3a [0 OCHOBHOM JEATEIBHOCTH C UCIIOIb30BaHU-
€M KOMIIBIOTEPHBIX TexHosoruil. OdopmiieHne peKBU3UTOB MpHUKa3a MO0 OCHOBHOW JIEATENbHO-
CTH, OTPaXKAIOIIMXCS B HEM 10 MOMEHTA MOJIINBKY B JIETIO.

1.3. CocTaB peKBU3UTOB pACTIOPSHKEHUS. Y HUDUKAIUS TEKCTA PACTIOPSIKCHHUS.

1.4. CocraBnenue U 0pOpMIICHHE PACIOPSIKEHUS C UCIOJIb30BAHUEM KOMITBIOTEPHBIX
texHosoruil. OdpopmileHHe PEKBU3UTOB PACHOPSDKEHUS, OTPAKAIOMIMXCS B HEM 10 MOMEHTa
MOJIINBKY B JEJO.
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1.5. CocraB pekBU3UTOB yKazaHUsl. Y HUPHUKAIHS TEKCTa YKa3aHHS.

1.6. CocraBnenue u opOpMIICHHE yKa3aHHs C MCIIOJIb30BAHMEM KOMIIBIOTEPHBIX TEXHO-
noruii. OopmiieHne peKBU3UTOB YKa3aHUs, OTPAKAIOMIMXCS B HEM JJO MOMEHTA IOJLIMBKHU B
JeJ10.

2. BoinonHuTe aHanu3 ABYX PAclOpPSIUTENbHBIX TOKYMEHTOB, OCHOBAaHHBIX Ha MPUHIU-
nax eIMHOHa4asus (MIPUKa3 10 OCHOBHOM JICSITEILHOCTH, PACIIOPSDKEHHE, YKa3aHUe — Ha BHIOOD)
C TOYKH 3pEHHS TPABUIBHOCTH UX COCTABJICHUS U O(OPMIICHUS U OTPEIAKTUPYHITE UX.

3. OTBeThTE Ha KOHTPOJIbHBIE BOIIPOCHI JIJIsl CAMOIIPOBEPKHU:

- KakoB cocTaB pekBU3MTOB NPHKa3a 10 OCHOBHOM A€SATEIbHOCTH?

- KakoBbI 0COOEHHOCTH COCTaBIICHHS TEKCTa MPUKA30B 110 OCHOBHOM JESITEIbHOCTH?
- KakoB cocTaB peKBU3UTOB pacropsiKeHus?

- KakoB cocTaB peKBU3UTOB yKa3aHUsI.

- KakoBbI 0COOEHHOCTH COCTaBIICHUS TEKCTA PACTIOPSDKEHUH, yKa3aHU?

Ilpakmuueckas paboma 5

1. OTBeThTE HA TEOPETUUECKHE BOIIPOCHI

1.1. O6mas xapakTepucTiKa ciyxeOHbIx nucem. Kinaccuduxamus nucem. CoctaB pekBU-
3UTOB JIEJIOBBIX ITHCEM.

1.2. CocraBnenue U ohOpMIICHHE JEIOBBIX MHCEM C HCIOIb30BAaHHEM KOMIBIOTEPHBIX
texHosoruii. OdopmieHnEe PEKBU3UTOB JIEIOBBIX IHCEM, OTPAKAIOIIMXCS B HUX J0 MOMEHTA
MOJIINBKU B JIEIIO.

1.3. CtpyKTypHO-JIMHTBUCTHYECKHE TpeOOBaHUsS K TeKCTy muceM. OQHOACHEKTHBIE U
MHOT'0ACTIEKTHBIE THChMA.

1.4. OcobGennocTu coctaBieHust 1 0pOpPMIICHUSI MUCHMA-TIPOCHOBI, HCbMa-00paIIeHus,
nUCcbMa-00palleHus, MMChMa-3ampoca.

1.5.0cobenHocTr cocTaBieHUuss U OQOPMIICHMS NHUChbMa-HAlIOMUHAHMS, MUChbMa- IMOJ-
TBEPKJIEHUS, MHUCbMa-0TKa3a, MUChbMa-U3BEIICHUS, TApaHTUIHOTIO MUChMa, PEKIAMHOIO TUChMA.

2. BeimmonHuTe aHaNMM3 OJHOTO MHUCHMA-TIPOCHOBI, MHChMa-OOpaIeHusi, MUChMa-
oOpaleHus, nucbMa-3amnpoca (Ha BbIOOP) € TOYKH 3pEHHs MPABUIBHOCTH €r0 COCTAaBIEHUS U
oopMIICHHS U BBITTOJIHHUTE €TO PelaKTHPOBAHHE.

3. CocraBbTe M OGOPMHUTE OJJHO MUCHMO-NIPOCHOY, MUCHEMO-00paleHne, MUCbMO-3aIIpOC
(Ha BBIOOD) C UCTIOJIB30BAHUEM KOMITHIOTEPHBIX TEXHOJIOTHH.

4. BBINOTHUTE aHATTU3 OJHOTO MHChbMa-HATOMUHAHUS, MUCbMa-TIOITBEPKIACHUS, TUChMa-
0TKa3a, MUChMa-U3BEIICHHs, TAPaHTHIHHOTO MHCbMa, PEKJIAMHOTO MUChMa (Ha BBHIOODP) C TOUKH
3peHHsI IPABUIBLHOCTH COCTABJICHUS M 0(OPMIICHUS U OTPElaKTUPYHTE €ero.

5.CoctaBbTe U OQOPMHTE OJTHO MHCHMO-HATIOMHUHAHUE, TUCHMO-TIOITBEPKACHUE, TTHCh-
MO-0TKa3, MUChbMO-U3BEILEHNE, TApAaHTUIHOE MTUCbMO, PEKJIAMHOE MMUCBbMO (Ha BBIOOD).

6. OTBeThTE Ha KOHTPOJIBHBIE BONPOCHI JIJIsI COMOIIPOBEPKH:

- KakoBbI OCHOBHBIE KJIACCHU(PUKAIIMH TTHCEM?

- KakoB cocTaB peKBU3HMTOB JIEIOBBIX MUCEM?

- KakoBBI CTpyKTYypHO-JIMHTBHCTUYECKHE TPEOOBAHUS K TEKCTY TTHCEM?

- KakoBa cnienn¢uka coctaBieHus! OJHOACTIEKTHBIX 1 MHOTOACIIEKTHBIX ITHcEeM?

- KakoBbl 0CcOOEHHOCTH cOCTaBlieHUSI U OQOPMIICHHS MUCHMA-NPOCHObI, MUChbMa-00palIeHUs,
nUcbMa-00palleHus, MuchMa-3amnpoca?

- KakoBel 0co6eHHOCTH 0(OpMIIEHHS MUCbMa-HAIOMUHAHUS, TUChbMAa-TIOATBEPKICHUS, TUChMa-
0TKa3a, MIChMa-U3BEIICHHUS, TAPAHTHIHOTO MHChMa, PEKIIAMHOTO TTHUChMA.

Ilpaxmuueckas paboma 6
1. OTBEeTHhTE HA TEOPETUUECKHUE BOMTPOCHI
1.1. Ocobennoctu coctaBneHus U 0pOpMIICHHUS TETETPAMMBI.
1.2. OcobGennocTu coctaBiieHus 1 0hopmiIeHHS Tere()OoHOTpaMMBbI.
1.3.0co6eHHOCTH cOCTaBJICHUS U OQPOPMIICHHUS DJIEKTPOHHOTO COOOIICHUSI.
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2. BBINOJHMUTE aHAIN3 TEJerpaMMbl C TOYKM 3pEHHsS] NPaBUIBHOCTH COCTABICHUSA H
oopMIICHHS U OTPEIAKTHPYUTE €e.

3. CocraBbTe U OPOPMHUTE TEIETPAMMY.

4. BeImosHUTE aHAU3 Tele(GOHOrpaMMbl C TOYKH 3PEHHS IPABUIBHOCTH COCTABIICHHS U
oopMIIeHHS U OTPEIAKTHPYUTE €ee.

5. CocraBbTe U opopMuTe TENEPOHOTPAMMY.

6. BpimonHuTe aHaIM3 AIEKTPOHHOTO COOOILICHHS C TOYKM 3PEHHS MPABHIBHOCTH CO-
cTaBlieHHsI ¥ 0hOPMIICHUS U OTPEAAKTHPYHTE €ro.

7. CocTaBbTe 11 0(hOpMHUTE IIEKTPOHHOE COOOIIECHUE.

8. OTBeThTE HA KOHTPOJIBHBIC BOIPOCHI ISl CAMOIIPOBEPKH:
- KakoBbl 0coOOeHHOCTH 0POPMIICHUS TEIETPAMMBI?
- KakoBbI oco6eHHOCTH cocTaBlieHUs U 0POopMIIeHHS Telle(OHOTpaMMBbI?
- KakoBbI ocoOeHHOCTH cocTaBiieHus U opopMiIeHHsT (haKCcOrpaMMBbI?

Ilpakmuueckas paboma 7

1. OTBeThTE HA TEOPETHUECKUE BOIIPOCHI

1.1. OcobenHocTH cocraBieHuss U 0opopMIICHHUS TIaHa PAOOTHI, IOBECTKH JHS, CIIPaBKH,
IPOEKTa PEeLIeHUs, IPOTOKOJIA.

1.2. OcobenHocTH cocTaBieHUs U O(DOPMIICHUS aKTOB.

1.3. OcobGennoctu coctaBieHus: 1 0HopMICHUS EPEUHEN, CITUCKOB.

2. BeimonHuTe aHaM3 IUiaHa paboThl, MOBECTKU JHSA, CIPABKH, MPOEKTA PELICHUs, IPO-
TOKOJa (OJJTHOrO JOKYMEHTa Ha BbIOOp) C TOUKU 3pEHUs IMPABUIBHOCTH COCTaBJIECHUS U 0pOpM-
JIEHUS U OTPEIAKTUPYUTE €ro.

3. Boinonnurte cocraBieHue M o(opMiIeHHE IUIaHa paboThl, MOBECTKU [Hs, CIIPaBKH,
MIPOEKTa peleHus], MPOTOKOIa (0OTHOTO TOKYMEHTA Ha BbIOOD).

3. BoinonHuTe aHanM3 akTa ¢ TOUYKU 3pEHUs NIPABHIBHOCTH COCTaBJIEHUS U 0(OpMIICHHUS
U OTPEIAKTUPYHITE €ETO

4. CoctaBbTe ¥ OOPMHTE aAKT.

5. BBINIOJIHUTE aHAJIU3 OJHOTO M3 JTOKYMEHTOB NEpeyHell, CIUCKOB (Ha BBIOOp) C TOUYKHU
3peHHsI IPABUIBHOCTH COCTABJICHUS U 0(OPMIIEHUS U OTPEIaKTUPYITE ero

6. CocTtaBbTe 1 0(hOpMUTE OAMH TIEpeUeHb (HAIPUMEp, TOKYMEHTOB, MOIICKAIINX PErH-
CTpallM) U OJIUH CIUCOK (Hampumep, Onbanorpaduueckuii cnucok K Barel BbIMyCKHON KBa-
TpUKaMOHHON paboTe).

7. OTBeThTE Ha KOHTPOJIBbHBIE BOIPOCHI JIJIsl CAMOTIPOBEPKHU:

KakoBbl ocoOeHHOCTH cocTaBiieHUs U O(DOpPMIICHHS IJlaHAa pabOThI, MOBECTKU [IHS, CIPABKH,
IpoeKTa pelieHus, npoTokosna? KakoB cOCTaB peKBU3MTOB KaXJIOTO U3 BHJIOB ATHX JOKYMEH-
TOB?

KakoBel ocobenHOCTH cocTaBieHus U oopmieHus akToB? KakoB coCTaB X peKBU3UTOB?
KakoBbl ocoO0eHHOCTH cocTaBiieHUs U opopMiIeHUs nepeuHeil, cnuckoB? KakoB cocTaB Ux pek-
BU3UTOB?

Ipaxmuyeckas paboma 8

1. OTBETHTE HA TEOPETUYECKHE BOITPOCHI

1.1. OcobGennoctu coctaBneHus: U 0HOPMIICHUS TOKIAIHBIX 3aIMHCOK.

1.2. OcobenHocTH cocTaBneHHUs U 0O(YOPMIICHHUS CITY)KEOHBIX 3aITUCOK

1.3. Ocobennoctu coctaBneHus: 1 0HopMIIEHUS O0BICHUTEIBHBIX 3aMTUCOK.

2. BeImoHUTE aHaIM3 JIOKJIAJHBIX, CITY)KEOHBIX, OOBSICHUTEIBHBIX 3aIMMCOK (OJHOW Ha
BBIOOD) C TOUKU 3PCHHUSI MPABUIIBHOCTH COCTABJICHHS U OPOPMIICHUS U OTPEAAKTUPYITE €e.

3. BeimmonnuTe coctaBieHue U 0GOPMIICHUE TOKIAIHBIX, CIYKEOHBIX, 0OBSICHUTEIBHBIX
3aMUCOK (KaXKJ0ro BUJA MO OJHOM)

4. OTBeTHTE HA KOHTPOJIBHBIE BOTPOCHI JIJIsi CAMOTIPOBEPKH:
- KakoBbI 0COOCHHOCTH COCTaBJICHHS M O(DOPMIICHUS JOKJIAIHBIX, CITY)KEOHBIX, 00BSICHUTEIIHHBIX

3aIIMCOK?
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- KakoB cocras PEKBU3HUTOB JOKJIAJHBIX, CJIy}Ke6HI>IX, OOBACHUTENBHBIX 3aIIUCOK?

Ipakxmuueckas paboma 9

1. OTBeTHhTE HA TEOPETUYECKHUE BOIIPOCHI

1.1. CoctaB HOKYMEHTAIMH IO JIUYHOMY COCTaBY. Y HU(PUIIMPOBAHHBIE U HEYHUPUIIUPO-
BaHHBIE IOKYMEHTHI 110 JINYHOMY COCTaBY.

1.2. TpynoBoii JOTOBOP U €ro poJib B KU3HU OTICIBHOTO paOOTHUKA U B JIEATEIHLHOCTU
opranu3zaiuu. [IpaBoBeie 0COOEHHOCTH TPya0BOrO aoroBopa. CozjepikaHue TPyJOBOTO JOTOBO-
pa. OcoGeHHOCTH CcOCTaBlIeHUS U OQOPMIICHUS TPYIOBOro goroBopa. OcoOEHHOCTH cOCTaBiie-
HUS 1 0POPMIICHHS JONOTHUTEIBHOTO COTJIALICHUS K TPYIOBOMY JIOTOBOPY.

1.3. Ocobennoctu coctaBiieHust U1 0hOpPMIICHHS 3asiBICHUS O puéMe Ha padoty. [Ipukas
(pacmiopsbxeHne) o mpuemMe padboTHUKA Ha padoTy, TMYHAasi KapTOYKa pabOTHHKA.

1.4. ocobeHHOCTH cocTaBlieHUsI U 0POpPMIICHUS 3asBICHUS O MEPEBOJIC HA APYTyIO pado-
Ty, TIpUKa3a (pacrmopsoKeHHs) O TepeBojie pabOTHHKA Ha JIPYryr paboTy, OTMETOK B JIMYHOM
KapTOUKe, TPYAOBOI KHIKKE O IEPEBOJIE HA APYTYIO paboTy.

1.5. OcobGeHHOCTH cOCTaBlieHUS U OQOPMIICHHS 3asBICHUS M TPUKa3a O MPEKpalIeHuH
TPYZOBOIO JOTOBOPA.

1.6. Ocobennoctu coctaBieHus: 1 0HOPMIICHUS 3asBICHUS U MTPHUKa3a O MPEJOCTaBICHUH
OTITyCKa.

1.7. OcobGenHoctu coctaBieHus: U 0HOpMIIEHHUS TOKYMEHTOB O KOMaHUPOBAaHUU.

1. 8. OcoGenHoctu coctaBiaeHus U 0OPMIICHHS BU3UTHONU KaPTOUKH.

1.9. Ocobennoctu coctaBiieHus: U 0hOPMIICHUS pe3rOME.

1.10 OcobenHocTH cocTaBiieHUus U 0(hOPMIICHHUS aBTOOHOTpaduu.

1.11. OcobennoctH cocTaBieHus U 0HOPMIICHHS 3asBIICHUS.

2. Bemonnaute aHanu3 oopmieHus 3asBIEHUS O mpueMe Ha paboTy, MpuKaza o Mmpueme
paboTHUKA Ha paboTy, JIMYHOM KapTOUKU C TOYKU 3pEHUS MPABHIBHOCTH UX odopmieHus (3a-
MOJTHEHUS ).

3. BemonauTe oopMiieHne 3asBieHus 0 IpueMe Ha paboTy, mpuKasa o mpruemMe paboTHH-
Ka Ha padoTy, TMYHON KapTOUKH.

4. BeimoHUTE aHATM3 OOPMIICHHS 3asBICHHS O MEPEBOE Ha APYTyl0 padoTy, MpHKa3a
(pacmiopsbkeHue) o nepeBojie pabOTHUKA Ha JIpyryto paboTy, OTMETKH B JINUHOM KapTOuKe, TPY-
JIOBOH KHIKKE O TEepPEeBOJE HA JPYTyI0 paboTy ¢ TOYKH 3pEHHs MPABUIBHOCTH HX O(GOPMIICHHS
(3amomHEeHMS).

5. BeIMOJIHUTE 0OPMIIEHHE 3asBJICHHS O MEPEBOJIE HA APYTYI0 paboTy, MpuKasza (pacro-
psDKEHHE) O mepeBojie pabOTHHKA Ha APYrylo paboTy, OTMETKU B JHMYHOU KapTOUKe, TPYHAOBOM
KHIDKKE O TepeBOJIe Ha IPYTyIo paboTy.

6. BeimonHuTe aHanu3 oQopMIICHHs 3asBICHHUS M NPUKa3a O MPEKPALIEHUH TPYAOBOTO
JIOTOBOpA C TOUKH 3PEHHUS MTPABHIIBHOCTH UX O(POpPMIIEHHUS UX (3allOJIHEHU).

7. BeimonHuTe oopMIIeHHE 3asBICHNS U MPUKa3a O MPEeKpaleHHH TPYI0BOIO J0r0OBOpa.

8. BemonauTe aHanmm3 oOpMIICHHUS 3asiBICHUS U MIPHKa3a O MPEAOCTaBICHUH OTITYCKa C
TOYKHU 3pEHHUS MPABUIBHOCTU O(hOPMIICHHUS UX (3aIIOJHEHHS).

9. BeimosmHuTE 0OpMIICHHE 3asBICHHS U TIPHUKa3a O MPEIOCTABICHUH OTITyCKa.

10 . BeimonHuTe aHanu3 opopMIIeHHUs TOKYMEHTOB O KOMaHIUPOBaHHH.

11. Beimonaute opopMieHne JOKYMEHTOB O KOMaHAUPOBaHHH.

12. BoinonHUTE aHATU3 BUBUTHON KapTOUKU C TOUKH 3PEHUS MPABUIBHOCTH COCTABIICHUS
1 0(hOpMIICHUS B OTPEIAaKTUPYHTE €e.

13. BoinonauTe cocTaBieHre u ohopMiIeHne BUSUTHON KapTOUKH.

14. BeimtoyTHUTE aHAJIA3 PE3IOME C TOYKHU 3PEHUS MPaBUILHOCTH COCTaBICHUS B 0()HOpM-
nenus. PenraktupoBanue pesrome.

15. BeimonHUTE cocTaBieHne U 0hOpMIICHHE PE3IOME.

16. BemonHuTe aHanu3 aBToOMOTrpaguu ¢ TOYKU 3PEHUS NPABUIBHOCTU COCTABIICHUS U
ohOpMIICHUS U OTPEIAKTUPYHTE €€.
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17. BemnoaHuTe cocTaBiieHHe U ohopMieHre cBoei aBToouorpaduu.
18. BolmonHuTe aHanmu3 3asBIEHUS C TOYKU 3PEHUS MPABWIBHOCTH COCTABIICHUS U
oopMIIeHHS U OTPEJAKTHPYUTE €TO.
19. CocraBbTe 1 0opMHTE 3as1BJICHUE B JIIOOOH OpraH BIACTH.
20. OTBETbTE Ha KOHTPOJIBHBIE BOIIPOCHI JIJIs1 CAMOIIPOBEPKH:
- KakoB coctaB 1oKyMeHTaluu 10 JIMYHOMY COCTaBy?
- Uto Takoe yHU(PHUIIMPOBAHHBIE U HEYHU(DULIMPOBAHHBIE IOKYMEHTHI 110 JINYHOMY COCTaBy?
- KakoBa cymHoCTh TpyIOBOrO JOTOBOpa U €ro poJib B JKU3HU OTIEIBHOIO pabOTHUKA U B Jies-
TEIbHOCTU OpraHu3auu?
- KakoBsI mpaBoBbIie 0COOEHHOCTH TPYIOBOTO TOTOBOpa’?
- KakoBo cozpepskanue TpyaoBOro qorosopa’?
- KakoBel oco6eHHOCTH cocTaBieHus U 0(OpMIICHHS TPYI0BOTO JOroBopa?
- KakoBbl 0cOOE€HHOCTH COCTaBIEHHUS M O(OPMIICHUS AOMOJHUTEIBHOTO COTJIAIIEHUS K TPYAO-
BOMY JIOTOBOPY?
- KakoBer oco6eHHOCTH 0hopMITEHUS 3asIBIICHUS O IpUEME Ha paboTy?
- KakoBbl ocobeHHOCTH 0(hOpMIICHHS TIPHKa3a (pacropsoKeHHs) O MpueMe paboTHHKA Ha pabdo-
Ty?
- KakoBel oco6eHHOCTH 0hOpMIIEHUS TUYHOM KapTOUKH paboTHHKA?
- KakoBbl ocobenHOCTH 0(hopMIIeHHUS 3asBICHHS O IIEPEBO/IC HA JPYTYIO paboTy?
- KakoBel ocobeHHOCTH 0hopMIIeHHS MPUKa3a (pacrnopshKeHHs) O MepeBoje paboTHUKA Ha Jpy-
ryto pabory?
- KakoBel ocoOeHHOCTH OOPMIIEHHS OTMETKH B JIMYHOM KapTOUYKe, TPYAOBOW KHUXKKE O Tepe-
BOJIC Ha JIPYTYIO paboTy?
- KakoBel oco6eHHOCTH 0hopMmITeHUs 3aBIIEHUS O MIPEKPAILIEHUU TPYIOBOTO TOTOBOpa?
- KakoBbI oco6eHHOCTH 0(hOpMIIEHUS TIPUKa3a O MPEeKpaIleHNH TPYIOBOTO JOroBOpa?
- KakoBbl oco6eHHOCTH 0(hopMIIeHHUS 3asBICHUS O TPEJOCTABIECHUH OTITyCKa?
- KakoBbsl ocoOeHHOCTH 0popMIIEHUS TTPUKA3a O MPEAOCTABICHUH OTITyCKa?
- KakoBer oco6eHHOCTH 0popMITeHNS 3asIBIICHUS O KOMaHIUPOBAHUH?
- KakoBbl oco6eHHOCTH cocTaBiaeHHs U 0(OpMIICHUS] BABUTHOM KapTOUKU?
- KakoBbl oco6eHHOCTH cocTaBiieHus U opopmieHus pestrome?
- KakoBbl 0cOO€HHOCTH cocTaBiieHUsI U opopMIieHus1 aBToOnorpadun?
- KakoBbI 0COOEHHOCTH COCTaBIIEHUS U OPOPMIICHHS 3asiBICHUS?

IIpumepnwiii nepeuerv mem UHOUBUOYATLHBIX GbLCIYNICHULL

1. bnanku u popmaTbl TOKYMEHTOB.

2. Crapgaptuzanus U €€ poilb B JTIOKyMEHTHPOBAaHWHU. [IpHHIMTIBI CTaHAapTH3AIINM.
dopmyisip-obpasel] U ero npoekTupoBanue. CTaHIAPTHI.

3.  Yuudwuxanms u e€ posib B JOKYMEHTHPOBAHHH.

4. Tpadaperuszanus Kak crocod YHU(PHUKAIMM TEKCTOB JOKYMEHTOB. YHHU(DHKAIMA U
TpadapeTnsanus Kak METO/IbI COBEpPIICHCTBOBAHUS JIOKYMEHTOB.

5. Tlonstne "TekcT nOKyMeHTa" MpH pa3IHuYHBIX crocobax JoKkyMeHTHpoBaHus. Clie-
Hapui MOATOTOBKH ToKyMeHTa. ConmepikaHue MPOCTHIX U CIOKHBIX JOKYMEHTOB

6. [lopsanok u3nOKEeHUs TEKCTa JOKyMeHTa. TpeOGoBaHMS YETKOCTH M SICHOCTH TEKCTa
nokyMmeHTa. Jlormueckasi cTpykTypa Tekcra. B3amMocBs3b cojepkaHus M (pOpMBI JOKyMEHTA.
dopmanusanms TeKCTa JOKYMEHTa.

7. Tlonsitue "3aronoBok mokymeHTa'. HazHadeHme 3aronoBka, ero MecTo B popMyssipe
JnoKyMeHTa. [IpriioskeHus K TEeKCTY U MOPSIIOK UX 0(hOPMIIEHUSI.

8. CocraBnenne u opopMIeHHE OpPraHU3ALUOHHBIX TOKYMEHTOB. Bunbl opranusanu-
OHHBIX JIOKYMEHTOB.

9. CocTaB PEeKBU3UTOB YUpEIUTEIbHBIX JOKYMEHTOB. CTPYKTypa TE€KCTa y4peIuTelb-
HBIX JIOKyMEHTOB. OCOOEHHOCTH YYpeIuTeNbHOr0 JOTOBOpPA, yCTaBa, OOILEro MOJOXKEHHS 00
OpraHu3aluHm.
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10. ITonoxxeHue Kak MPaBOBOM aKT, ONMPEICISIONINNA MOPAJOK 00pa3oBaHUsl, paBa, 005-
3aHHOCTH, OpraHU3aluUI0 paboThl. OCOOEHHOCTH MOJIOKEHHSI O X035 ICTBEHHOMN J€ATEeNIbHOCTH.

11. OcobenHocTu cocTaBieHUs U O(GOPMIICHUS JOJDKHOCTHBIX MHCTPYKIUH, WHCTPYK-
LIUH 110 JeJIONPOU3BOICTBY, IPABUI TPYAOBOTO paclopsaaKa 1 Jp.

12. OcobenHoctr cocTaBieHHs U 0()OPMIICHUS PACTIOPSIIUTENBHON JoKyMeHTaruu. [1o-
CTaHOBJICHUS.

13. Ocobennoctu cocraBieHus: U 0GOPMIICHUS PACTIOPSIIUTENLHON JOKyMEHTAuu. Pe-
IHIEHUS.

14. OcobeHHOCTH coCTaBiieHUS W O(OPMIICHUS PACTOPSIUTEIBHON JTOKYMEHTAIIUU.
IIpuka3 mo OCHOBHOM J€ATEIbHOCTH.

15. OcoGennoctu cocTaBieHHs W OGOPMIICHUS PACIOPAIUTEIBHON JOKYMEHTAIUH.
Pacnopsixenue.

16. OcoGennoctu cocTaBieHHs W OGOPMIICHUS PACIOPAIUTEIBHON JOKYMEHTAIUH.
Ykazanue.

17. OOmas xapakrepucTuka ciyxeOnsix nuceM. Kimaccudukamms nucem. CocTaB peKBu-
3UTOB JIeJIOBBIX nuceM. CocTaBieHHe U 0(hOpMIICHHE JIETOBBIX IMCEM C MCIOJIb30BaHUEM KOM-
IBIOTEPHBIX TEXHOJIOTHIA.

18. Texkct nenoBoro nucbMa. CTpYKTYpHO-IMHITBUCTUYECKHE TPEOOBAHUS K TEKCTY IH-
ceMm. OTHOACTIEKTHBIE 1 MHOTOACTIEKTHBIE THChMA.

19. OcobeHHOCTH COCTaBJICHHUS M O(QOPMIICHHS MHChbMa-TIPOCHOBI, MUChMa-O0pallIeHHS,
UChMa-3ampoca.

20. OcoOeHHOCTH cocTaBi€HUs M O(GOpPMIIEHUS MHUChbMa-HAIIOMUHAHMs, MNUCbMa-
MOJTBEPXKICHUS, MUChMA-0TKa3a, NUChbMa-WU3BEIICHUS, TAapaHTHHHOTO IHChMa, PEKIAMHOTO
UChMA.

21. OcobeHHOCTH cocTaBieHHE B 0(hOpPMIICHUE TOKYMEHTOB, IIepeIaBaeMbIX 110 KaHAJIaM
CBSI3U.

22. OcoOeHHOCTH COCTaBJICHUS U O(OPMIICHUS MPOTOKOJIBHBIX JOKYMEHTOB (TUIaHA pa-
OO0TBI, MOBECTKH JTHS, TPOTOKOJIBHOM CIIPAaBKH, IPOEKTA PELIEHUs, TIPOTOKOJIA).

23. OcoOeHHOCTH COCTaBJICHUS M O(OPMIICHHS aKTOB.

24. OcoOeHHOCTH COCTaBJIECHUS M O0(OPMIICHHS JOKJIAJHBIX, CIYKEOHBIX, OOBSICHUTENb-
HBIX 3aITHCOK.

25. OcoOeHHOCTH COCTaBJIEHUS U 0OPMIICHHS ITEPEYHEN, CITUCKOB.

26. JlokyMeHTHI 1O JHYHOMY cocTaBy. COCTaB JOKyMEHTAllUU IO JIMYHOMY COCTaBy.
YHUGHUUIMpOBaHHBIE U HEYHU(UIIUPOBAHHBIE JOKYMEHTHI 10 TMYHOMY COCTaBY.

27. TpynoBoii TOTOBOP W €r0 POJIb B KHU3HU OTJEIHFHOTO paOOTHHUKA U B JIEATEITLHOCTH
opranu3zaiuu. [IpaBoBele 0COOEHHOCTH TPYAOBOTO jaoroBopa. CoaepikaHue U OCOOEHHOCTH CO-
CTaBJIeHHUsI ¥ O(DOPMIICHHUSI TPYIOBOTO JOTOBOPA, JIOMOJHUTEIHHOTO COTJIAIICHUS K TPYIAOBOMY
JIOTOBODY.

28. JloxymeHTHI 0 ipuéMe Ha paboTy (3asBieHUE 0 TpuéMe Ha padoTy, MpuKa3 (pacro-
psbKEHHE) o mpueMe paboTHHKA Ha paboTy, TMYHAS KapTOYKa pabOTHHUKA)

29. JIoKyMeHTHI O TIepeBOJIc Ha JPYryio paboTy (3asBJICHHE O TIEPEeBOJIC HA JAPYTYIO pa-
60Ty, puKa3 (pacropsikeHue) o mepeBojae pabOTHHKA Ha JPYryio paboTy, OTMETKU B JIMYHOU
KapTOUKe, TPYI0BOM KHIDKKE O IIEPEBOIE Ha APYTYIO paboTy)

30. JlIokyMeHTBI O MpeKpaleHHH TPYAOBOrO JOrOBOpa (3asBIECHUE M MPHUKA3 O MpeKpa-
IIEHUHU TPYIOBOTO JIOTOBOPA).

31. JIoKyMeHTBHI O MpPEJOCTaBICHUHU OTIyCKa (3asBJICHHE M MpPUKA3 O MPeJOCTaBICHUU
OTITyCKa).

32. JIoKyMeHThl O KOMaHAWPOBaHMH (KOMAaHIMPOBOYHOE 3aJaHHE, KOMaHIMPOBOYHOE
yI0CTOBEpPEHNE, IPHUKa3 (PacopsHKEHNE) O KOMaHIMPOBAHKH ).

33. OcoOeHHOCTH cocTaBieHUs U 0(OPMIICHUS BU3UTHOM KapTOYKH, pe3toMe, aBTOOMO-
rpaduu, 3asBICHHS.

34. OcoOeHHOCTH cOCTaBJiCHUS U O(GOPMIICHUSI BU3UTHOI KapTOUYKH, pe3ioMe, aBTOOHO-
rpaduu, 3asBICHHS.
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Cxema ananusza u pedaKmuposanus cayHceoHo20 0OKymeHma
1. KnaccudukanyonHsle MpU3HaKy JOKYMEHTA:
1.1. ITo BuAam nedATEeIbHOCTH.
1.2. 1o HaMMEHOBaHHUIO.
1.3. o cnocoOy ¢ukcaruu uHHOPMAITHH.
1.4. TTo mecTy cocTaBICHUS.
1.5. I1o crenenu CIOKHOCTH.
1.6. ITo crenenu riaacHOCTH (CEKPETHOCTH).
1.7. Tlo cpokaM UCIIOJTHEHMUS.
1.8. ITo ropuandeckoit cue.
1.9. Tlo cramusm co3ganwsl.

1.10. ITo mporcx 0K ICHUTO.

1.11. ITo cpokam xpaHeHus.

1.12. ITo cTeneHu 00A3aTENLHOCTH.

1.13. [To crenenu yHUPUKALIMK U XapaKTEPy COACPIKAHUSA.

1.14, Oco0oe BHUMaHHE CTYIEHT yIelseT XapaKTepUCTHUKE KOAa JTOKYMEHTa II0

OKY I — kimacc, mojKiiace, perucTpaioHHbIN HoMep (HOPMBI JOKYMEHTa, KOHTPOJIBHOE YHCIIO.

2. ®DopMyIsSIpHBIN aHATH3 JTOKYMEHTA:

2.1. CoctaB  pekBH3UTOB (popmyisipa-oOpa3lia KOHKPETHOIO BHJA JOKYMEHTa,
BBIOPAHHOTO JIJIsl aHAJIHM3A.

2.2. CoOTBETCTBHE/HECOOTBETCTBUE TPeOOBaHUAM (HopMyIIsipa-oopasia:

2.3. KonnuecTBeHHBIN COCTaB PEKBU3UTOB B CPABHEHHH C (OPMYIISIPOM-00pa3IioM.

2.4. Pazmep mosei, yriioBoe WM MPOAOJIBHOE PacIONIOKEHHE PEKBU3UTOB, HA OJaHKE
WK He Ha OJaHKe 0pOpPMIICH IOKYMEHT B CPABHEHUH C TPEOOBaHUSIMH.

2.5. OdopmiieHHe KaXIOTO PEKBU3UTa C TOYKH 3PEHUS HAITUYUSA/OTCYTCTBUS
00SI3aTETPHBIX IEMEHTOB I MOPAIKA HX PACIIONOKEHHS .

2.6. OpopmiieHHEe  KaXAOTO  PEKBHU3WTa C  TOYKH 3pEHUS  TpeOOBaHWUU K
MECTOPACHOJIOKEHUIO B JOKYMEHTE, KOJUYECTBY IMEYaTHBIX 3HAKOB, MIPUQPTY, UHTEpBaIaM U
T,

2.7. OpopmieHne TekcTa JOKYMEHTa C TOYKM 3peHHs TpeOOBaHMS K  €ro
JMHTBUCTHYECKIM U KOMITO3UIIHOHHBIM OCOOCHHOCTSIM.

3. O6o06maromuii BBIBOJ O KaueCTBE COCTaBJIEHUS U 0(OPMIIEHUS JOKYMEHTa B LIEJIOM
(0 HEOOXOAMMOCTH pENaKTUPOBAHMS JOKYMEHTA, O BEPHOCTH/HEBEPHOCTH €ro COCTABJICHUS, O
COXPaHHOCTH/HECOXPAHHOCTH JI0KA3aTelIbHOM CHIIBI JIOKyMEHTa, €r0 OCHOBHBIX (QYHKIUH H
CBOICTB).

4. CHoHcoK UCTIOJIb3YeMbIX HCTOYHHUKOB M JIUTEPATYPhl IPU aHATTU3E.

5. [lpunoxeHwe ¢ aHATU3UPYEMBIM JIOKYMEHTOM W TIpU HEOOXOAWMOCTH €ro
pEaKTUPOBAHHBIM BAPHAHTOM.

Tecmosvle 3a0anus
TECT1

1. CornacHo cTaHIapTU3UPOBAHHOMY ONIPENEIICHUIO, BUJ MMCbMEHHOTO JOKYMEHTA — 3TO:

A) mpUHAIIEKHOCTh NTUCBMEHHOIO TOKYMEHTA K CUCTEME JOKYMEHTALMM 110 MIPU3HAKAM COJEp-
KaHUS U L[EJIE€BOTO HA3HAYCHNS,

b) nanmeHnoBaHue NOKyMeHTa, O()OPMIIEHHOTO MO YCTAHOBJIEHHBIM MPaBUJIAM MAIIMHOIMHMCHBIM
CIT0co00M;

B) odurmanbHelii JOKYMEHT, CO3aHHBINA B MTUCbBMEHHOM BH/IC;

11
AHanu3 KaX10ro peKBU3UTa J0JDKEH CONPOBOXKIATHCS BHIBOAAMH O Ka4ECTBE €r0 COCTaBlIeHUS U 0popM-
JICHUsI C TOYKU 3PEHMS BBINIOJHEHMS IOPUANYECKOM (IOKa3aTesbHOM), MH(POPMAaTHUBHOW, MOUCKOBOW W/HMIM WHOM
(hyHKIHH.
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') pa3sHOBUIAHOCTH JOKYMEHTA, UCIOJHEHHOTO TpaduuecKuMH 3HaKamMu — OykBamu, nudpamu,
ueporiaudamu.

2. IlpuHaUIeKHOCTh OKYMEHTa K CHCTEME INOKYMEHTALMU II0 IPU3HAKaM COIEPKAaHUS U LIEICBOTO
Ha3HAYEeHHUS — 3TO:

A) OnaHK TOKYMEHTa;

b) Bug moxymenTa;

B) neno;

I') hbopmysip mokymMeHTa.

3. CornacHo cTaHAapTU3UPOBAHHOMY OMPEICIICHUI0, CUCTEMA JOKYMEHTAlUU — 3TO:

A) COBOKYMHOCTH JOKYMEHTOB, OOPa3yIOMIMXCS B JAEATEILHOCTU IOPUAMYECKOTO MU (pruznye-
CKOI'O JIMILA;

b) xoMmIuiekchl JOKYMEHTOB, OTpa)Karolue IPOU3BOJCTBEHHbIE, YIIPABICHYECKUE, (PUHAHCOBHIE
MIPOLIECChl PEANPUATHUM, OpraHu3alui, YUpeKICHUM;

B) coBOKYNHOCTH JOKYMEHTOB, B3aUMOCBSI3aHHBIX 110 MPU3HAKAM IIPOUCXOKICHUS, HA3HAUYEHUS,
BUJA, c(hephl AesTeNbHOCTH, EANHBIX TPeOOBaHUN K UX 0(OPMIICHHIO;

I') cuctema HOpMaTUBHBIX aKTOB, PETJIAMEHTUPYIOIIUX JOKYMEHTUPOBAHUE JIEATEIBHOCTH U J0-
KYMEHTOOOOPOT NPEeAIPUITUN PA3IUYHBIX OPTaHU3AIIMOHHO-TIPABOBBIX (POPM.

4. Kakyto cucremy noxkymenrauun HEJIb3S otHecTH Kk (hyHKIMOHAIBHON cUCTEME TIOKYMEHTa-
LUU:

A) cuctema 11aHOBOM TIOKyMEHTAlLUH;

b) cucrema nepBuuHOIN Y4ETHON TOKYMEHTALIMY;

B) cucrema nokymeHTanuu 31paBoOXpaHeHus;

I') cucrema OTUETHO-CTATUCTUUECKOHN TOKYMEHTALIUH.

5. CornacHo CTaHAapTU3UPOBAHHOMY OIPEAEIIEHUIO, JOKYMEHTAJIbHbIN (OH] — 3TO:

A) odpunranbHble TOKYMEHTBI IPEANPHUATUN, OpraHu3alui, yUpesKIeHUH;

b) coBOKymHOCTH JOKYMEHTOB, 00pa3yloUIMXcs B JEATENbHOCTH IOPUINYECKOro WM (pusmnde-
CKOTO JINLIA;

B) xommiekchl JOKYMEHTOB, 00CIyKHBAIOIIKE TPOU3BOICTBEHHBIE, YIIPaBlIeHYECKHE, (PUHAHCO-
BBIE IIPOLIECCHI IPEATIPUATUI, OPTaHU3ALNN, YIPEKICHNH;

I') cOBOKYNHOCTH JOKYMEHTOB, B3aMMOCBSI3aHHBIX 110 TPU3HAKAM MIPOUCXOXKICHUS, Ha3HAYEHUS,
BUJA, CQephl AeATEIbHOCTH, €IMHBIX TPEOOBAHUHN K UX 0()OPMIICHHIO.

6. Ha xakue rpynmsl gensarcst opunuanbHble JOKYMEHTHI 110 cdepe AeaTenbHOCTH (10 (PyHKIHO-
HaJIbHOMY MIPU3HAKY):

A) yHupUIHPOBaHHBIE/HEYHU(PHUIIUPOBAHHBIE;

b) dyHkmonansHbIe/0TpacieBbIe;

B) odunmansueie/nHeoduinansHble;

') ynpaBieHueckre/TeXHUUECKHUE.

7. Kakoil JOKyMEHT OTHOCHUTCS K CUCTEME YIPABICHUYECKOW TOKYMEHTAIINN:
A) macnopt u3zenus;

b) crannapr;

B) nosicuurenpHas 3anucka;

I') mraTHOE pacnucaHue.

8. Kakoil TOKyMEHT MOKET OTHOCUTHCS K CHCTEME TEXHUYECKON JOKYMEHTAIINU:
A) 0OBSICHHUTEIIbHAS 3aIUCKa,

b) mosicauTenpHas 3anucka;

B) cmyxebHas 3ammcka;
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I') nokyanHas 3amucka.

9. CornacHo CTaHAAPTH3UPOBAHHOMY ONpEACICHHI0, YHU(DUIUPOBAHHAS CHCTEMa JOKYMEHTa-
U — ITO:

A) cuctema JTOKyMEHTAIIMH, COCTAaBJIICHUE U OOPMIICHHE KOTOPOH PEerJaMeHTHPOBAHO HOpMa-
TUBHBIMH aKTaMH;

B) cucrema nokymeHTanuu, UMEIOMIast €AUHBINA (HOPMYILp;

B) cucrema noxymeHTanuu, co3JaHHas MO €IUHBIM IpaBWJIaM U TPeOOBaHUSIM, COJEpKarias
uH(pOopMaIrio, HEOOXOUMYIO JUIS YIIPABICHUS B ONPEACIICHHON chepe NesTeNbHOCTH;

') COBOKYNHOCTH JOKYMEHTOB, B3aMMOCBSI3aHHBIX 10 IPU3HAKAM MTPOUCXOXKICHUS, Ha3HAYCHUS,
BUA, Cephl ACATEIBHOCTH, €IMHBIX TPEOOBAHUHN K MX 0()OPMIICHHIO.

10. CornacHo CTaHIapTU3UPOBAHHOMY OIPEACICHUI0, YHU(DUIIUPOBaHHAs (hopMa JTOKYMEHTa —
3TO:

A) COBOKYITHOCTb PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUM C PELIaeMbIMU B JaHHOU cepe
JIeATEIFHOCTH 331a4aMU M PACIIOJIOKEHHBIX B ONPECICHHOM HOPSIKE HAa HOCHTENe HHpOpMa-
1y,

b) Habop pexBU3UTOB, HACHTH(GUIMPYIOMNX aBTOPa O(QUIINATIBHOTO MICEMEHHOTO JOKYMEHTA;
B) Habop pexBHU3UTOB 0PUIIMAIEHOTO MUCEMEHHOTO JOKYMEHTA, PACIOJI0KEHHBIX B ONpPEeeH-
HOH IOCIIeI0BAaTEILHOCTH;

I') undopmanus, 3anucaHHasi Ha Pa3IMYHBIX HOCUTEISAX 10 YCTaHOBJIEHHBIM IIPaBUJIaM.

11. Yaudukanus 10KyMEeHTOB — 3TO:

A) onpenenenne nopsiaka 0POPMIICHHS JOKYMEHTOB;

b) cBenenre kK MUHMMYMY pa3HO00pa3us BUAOB U (POpPM JOKYMEHTOB;
B) paspabotka «aabiaoHa» TOKyMEHTa;

') npuMeHeHne TabIuI] 1 aHKeT.

12. CornacHo CTaHAAPTU3MPOBAHHOMY OIPENEICHUIO, OpraHU3allMOHHO-PACTIOPAIUTEIbHBIN
JOKYMEHT — 3TO:

A) mepBUYHBIN, MUHUMAJIbHBIN 3JIEMEHT CHUCTEMbI OpPraHU3aLMOHHO-PACTIOPAIUTEIbHON TOKY-
MEHTAIIH;

b) Bua nucbMeHHOToO JJOKYMEHTa, B KOTOPOM (PMKCUPYIOT pelIeHue aIMUHUCTPATUBHBIX U Opra-
HU3ALMOHHBIX BOIPOCOB, a TaK)K€ BOIPOCOB YIPABJICHUS, B3aUMOJIEHCTBUS, 0OECTIeUeHUs U pe-
TYJIUPOBAaHUS JNEATEIBHOCTH OPraHOB BIACTH, YUYPEKACHWM, NPEINPUATHNA, OpPraHU3ALMN, UX
NoJipa3iesIeHui 1 TOJKHOCTHBIX JIULL;

B) BuI DHMCBMEHHOrO JOKYMEHTa, OTPAKAIOWUN JOKYMEHTHPOBAaHUE OpraHU3allMOHHO-
pacnopsiANTEIbHON AeSITENbHOCTA OPraHOB, OpPraHU3aIMi U JOTKHOCTHBIX JIUIL;

') ToKyMeHT, CO3/TaHHBIN IOPUANYECKUM WM (HU3UUECKUM JTUIIOM, O(OPMIICHHBIN U yIOCTOBE-
PEHHBIN B YCTAaHOBJIEHHOM IOPSIIKE U UCIIOJIb3YEMBIN B TEKYILEH AESITEIbHOCTH OpraHU3aluu.

13. Kakne noacucremel HE BXomaT B cucTteMy OpraHM3allMOHHO-PACHOPSINTEIbHON JOKYMEH-
TallU:

A) nH(opMaIIIOHHO-CIIpaBOYHAsL IOKYMEHTAIHUS;

b) pacniopsuTenbHas JOKyMEHTAIHS;

B) niianoBas jokyMeHTanus;

') opranu3aoHHO-TIpaBOBAas TOKYMEHTAIIMSL.

14. K opranuzanuoHHO-pacnopsiauTeabHolM nokyMeHTauuun HE oTHocatcs ciemyronue IOKy-
MCHTHI:

A) cueta-axTypsl;

b) npoTtoxoisr;

B) nmucema;
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I') akThI.

15. Kakoe MakcMMabHOE KOJUYECTBO 3HAKOB OTPAXKEHO B KOJJOBOM 00O3HAYCHUU YHUDHUIIUPO-
BaHHOU (hopmbl okymeHTa coriaacHo OKY /I;

A) 15ITh;

b) Bocewmp;

B) neBsts;

I') nBenanuate.

16. B xakom kos10BOM 0003HaueHur yHUpuimpoBanHoi popmer qokymenta 05080819, cormac-
HOo OKVY /I, BepHO oTpakeHbI IU(PPOBBIC MPU3HAKU KIACCUDUKAIIH:

A) 050 — kmacc GopMbl, T.e. MPUHAIICH)KHOCTh YHUPHUIIMPOBAHHONW (POPMBI TOKYMEHTa K COOT-
BETCTBYIOIICH YHH(PUIIMPOBAHHONW CUCTEME TOKYMEHTAIUH;

b) 80 — mogknacc Gpopmel, T.€. OOIIHOCTH COAEPKAHUS MHOKECTBA (HOPM TOKYMEHTOB U HaIpaB-
JIEHHOCTb MX MCIOJIb30BaHUS;

B) 081 — peructpaiiioHHbIi HOMEP YHUPHUIIMPOBAHHOM (HOPMBI TOKYMEHTa BHYTPH MOJIKJIACCA;
I') 19 — KOHTpOJIBHOE YKCII0, KOTOPOE BBOJUTCS BO U30€KaHUE OIIMOOK IPU CUUTHIBAHUM U HC-
MOJIb3YETCs MPU POBEPKE 3aMKCH KOAA.

17. Ha xakue THITbI TIOIPA3ICISFOTCS IOKYMEHTBHI 110 TIPOUCXOXKICHHUIO:
A) nuunble/ oUIMATBHBIE;

b) Bxonsmme/ucxoasmye/BHyTpeHHHE;

B) obmenocrynubie/ KOHPUICHIATBHBIE/ CEKPETHBIE;

I') unuBUyanbHBIE/TpadapeTHbie/ TUTIOBBIE.

18. Ilo xakoMy HpU3HAKY JTOKYMEHTHI MOAPA3JENA0TCA Ha PYKONUCHBIE, Tpaduueckue poHOI0-
KYMCHTHEI, Q)OTOHOKYMCHTBI, KMHOOOKYMEHTBI, BUACOAOKYMCHTEI U TOKYMCHTBI, CO3JJaHHBLIC C I10-
MOIIbI0 KOMITBIOTEPHON TEXHUKU:

A) 10 MECTY COCTaBIJICHUS;

b) mo mecty B cucteme ynpaBieHHUs;

B) no criocoby 1oKyMeHTHpOBaHMS;

') mo ypoBHIO 3aIUTHI.

19. Ha xakue THITbI TOAPA3ACISAIOTCS JOKYMEHTHI [0 MECTY COCTaBIICHMUS:
A) BxosIIIMe /UCXOAs1Ie/ BHYTPEHHHUE,

b) nuunbie/opunuansHbe;

B) unauBunyansHble/TpadapeTHbIE/ TUTIOBBIE;

') moTMHANKW/KOTTH/ TyOTUKATHI.

20. Ha xakue THIIbI TOJPA3JIENAI0TCs JOKYMEHTHI IO CIIOCO0Y U3JIOKEHUS:

A) obmmenocTynHbie/ KOH(PUICHIMAIbHBIE/ CEKPETHBIE.

b) unnuBuayansHelie/ TpadapeTHbie/ TUIIOBBIE;

B) nopnuaaMKW/ Konuu/ 1yOIUKaThI;

') nucema/Tenerpammbl/ TeneoHOTpaMMbl/ TeIeKChl/ (pakcorpaMmbl/ JIEKTPOHHbBIE COOOIICHHS.

21. Ha xakue THITbI TOAPA3AEIIOTCS JOKYMEHTHI TIO CTETIEHH MOUTUHHOCTH

A) NOJUIMHHUKY (OpUTHHAJIBI)/ KON/ T1yOIUKAaTHI;

b) nonnmuaHBIe/ IOMIOXKHBIE (PanbcuDUIIUPOBAHHEIE);

B) nucema/TenerpamMmmbl/ TenepoHOTrpaMMBbl/ TENEKChl/ (pakcorpaMMbl/ AJIEKTPOHHBIE COOOIIIe-
HUS;

I') uanuBHyanpHBIE/ TpadapeTHHIE/ TUTIOBLIE.

22. Tlo kakoMy MPHU3HAKy MTOKYMEHTHI MOAPA3ICIAIOTCS HA MOJJIWHHUKH (OpUTHHAIIBI)/ KOMUHN/
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TTyOMHKATHI:

A) 1o hopMe TIpeICTaBICHHUS;
b) no crenenu nogMHHOCTY;
B) o coco0y nepenauw;

') mo cdepe nesTenbHOCTH.

23. Ilo xakoMy IpU3HAKY JOKYMEHTHI IOAPA3/ICIIAIOTCSA Ha YIPABICHUYECKUE U TEXHUYECKHE:
A) criocoOy niepenauu;

b) mo ¢popme npencrasieHws;

B) no cnoco0y u3noxeHus;

I') mo cdepe nesTeTBLHOCTH.

24. Ha xakue THITbI TOPa3 eI IOTCS JOKYMEHTHI [0 CIIOCO0Y Mepeayn:

A) NOUIMHHUKY (OpUTHHAIIBI)/ KONTUU/ TyOIUKATHI;

b) mopnuuHHbIe/ To0KHbIE ((haTbCUPUITIPOBAHHBIC);

B) nucema/renerpamMmmbl/ TeneoHOrpaMMbl/ TEIEKChl/ (akcorpaMMbl/ AJIEKTPOHHBIE COOOIIIe-
HUS;

I') unauBuayansHbie/TpadapeTHbIE/ TUIOBBIE.

25. K xakoMy TuIy KJIacCU(IMKAILIMU JOKYMEHTOB JJOJDKEH OTHOCHUTBCS IOKYMEHT, CPOK XpaHEHHs
KOTOpOT'O COCTaBJIAET 75 JIEeT:

A) OCTOSTHHOTO XpaHEHUS;

B) nonroBpeMeHHOT0 XpaHEeHUS;

B) BpemenHoro xpanenus;

I') co cpokom xpanenus ot 10 ngo 75 ner.

TECT 2
1.Kakue 371eMeHTHI SIBISIOTCS CaMBIMU KPYITHBIMU CTPYKTYPHBIMH 3JIEMEHTaMHU TOKYMEHTa Kak
CHCTEMBI:
A) 3aronoBoyHasi, coJepkaTerabHas 1 0QpOPMIISIONIas 4acTH,
b) pekBu3uTHI;
B) cinyxeOHoe u pabouee noje JOKyMEHTa,;
I') conepxanue u Gpopma.

2. K anemeHTaM BHEITHEH CTPYKTYPHI KHIKHOTO U3JJAaHUS OTHOCHUTCSI:
A) dopszar;

b) npunosxenus;

B) BBIXOHBIE CBEJICHMUS;

I') nocnecnosue.

3. K aneMeHTaM BHYTpeHHEN CTPYKTYPbl KHUKHOTO U3JaHUSI OTHOCHUTCS:
A) BBIXOJHBIE JaHHBIE;

b) xononTuTyM,;

B) TuTynpHbIN nHCT;

I') cynepob6oxka.

4. B KakoM psiy TIEpEUrCIICHBI QJIEMEHTHI TOJIbKO BHYTPEHHEH CTPYKTYPHl KHH)KHOTO M3/IaHUs:
A) BBIXO/IHBIE CBE/ICHUS, CYNEPOOIIOKKA, TIEPEIIeT, KHWKHBIN OJIOK, IMpeancioBue (BBEICHUE),
BCTYIUTEIbHASI CTaThsl; OCHOBHASI YacTh (OCHOBHOM TEKCT), IPUIIOKEHUS;

B) obnoxka, conep:xanue, ¢pop3ar, TUTYIbHBIN JIUCT, OCJIECIOBHE, BCIIOMOTaTeIbHbIE YKa3aTe-
JIM; KOPELIOK, MIMYLITUTYJI, KOJIOHTUTYJI, aBaHTUTYJI, KOHTPTUTYJ, KOJIOHIM(Dpa, QyTisp;

B) obnoxka, cynepo0ioxKa, meperuieT, KHIKHBIA 010K, (hop3all, TUTYJIBHBIA JTUCT, KOPELIOK,
HMIMYLTUTYJI, KOJOHTUTYJI, aBaHTUTYJI, KOHTPTUTYJI, KOJOHIMPpa, QyTisp;
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I') BBIXOAHBIE CBEICHUS, CO/IEpKAHUE, TPEAUCIOBUE (BBEACHUE), BCTYUTEIbHAS CTAaThsl, OCHOB-
Hasl 4acTh (OCHOBHOM TEKCT), MTOCJIECIOBUE, BCIOMOTaTeIbHbIE YKa3aTeNH, TPUIIOKEHHUS.

5. B kakoM psily epeyrciieHbl 3JIEMEHThI TOJIbKO BHEIIHEN CTPYKTYpPbl KHUYKHOTO U3AaHUs

A) BBIXO/IHBIE CBE/ICHUS, CYNEpPOOIIOKKA, TIEPEIIeT, KHIKHBIN OJIOK, IMpeancioBue (BBEIACHUE),
BCTYIUTEIIbHAsI CTaThsl; OCHOBHAsI YacTh (OCHOBHOM TEKCT), IPUII0KEHUS;

b) oGnoxka, copepkanue, Gpop3all, TUTYIbHBIH JIUCT, IOCIECIOBHUE, BCIIOMOTaTeIbHbIE YKa3aTe-
JIM; KOPELIOK, IIMYLITUTYJI, KOJIOHTUTYJI, aBaHTHUTYJI, KOHTPTUTYJ, KOJIOHIMDpa, QyTisp;

B) obnoxka, cynepo0ioxKa, HeperieT, KHIKHBIA OJI0K, (op3all, TUTYJIbHBIA JUCT, KOPELIOK,
HIMYLTUTYJI, KOJOHTUTYJI, aBaHTUTYJI, KOHTPTUTYJI, KOJOHIU(pa, QyTisp;

I') BbIXOJHBIE CBEJEHUS, COJEPKAHUE, IIPEUCIIOBUE (BBECHHUE), BCTYIIUTENbHAS CTaThsl, OCHOB-
Hast 4yacTb (OCHOBHOM TEKCT), IIOCJIECIOBUE, BCIOMOTaTE/IbHbIE YKA3aTENH, IPUI0KEHUS.

6. Kakue 371eMeHTBI BXOASAT B COCTAaB BBIXO/IHBIX CBEIICHUI KHUKHOTO H3/IaHUS:

A) aBTOp, 3arnaBue (Ha3BaHME), HA/I3ar0JOBOYHBIC JaHHBIC, T0/[3ar0JI0BOYHBIC JaHHBIC, AaHHO-
tarust (pedepar), MECTO ¥ TOJ] M3/IaHus, U3IaTEIBCTBO.

b) o6noxka, cynepo0noxKa, MeperuieT, KHIKHbBIM 0JI0K, Gop3al, TUTYIbHBINA JIUCT, KOPELIOK,
HIMYITUTYJ, KOJIOHTHTYJI, aBaHTUTYJI, KOHTPTUTYJI, KOJIOHIHPPY, GyTIIsip

B) BbIxOnHBIE CBElEHUS, COJEp)KaHUE, NMPEIUCIOBUE (BBEIEHHUE), BCTYNUTENbHAs CTaThsl, OC-
HOBHAasl 4aCTh (OCHOBHOM TEKCT), ITOCIIECIOBHE, BCTIOMOTATEIbHbBIE YKA3aTEIIHU, IIPHUIIOKEHHUS.

') nBeT, Marepual, CTeIeHb U3HOIIICHHOCTH, BOCTPEOOBAHHOCTh YNTATEIISIMH.

7. Kakoe ompeneneHue HOPUANIECKON CHUIIBI JOKYMEHTa SBJISIETCS CTaHIAPTU3UPOBAHHBIM (3a-
kperuieno B TOCT P 51141-98):

A) ropuauyeckas cujia JOKyMEHTa — 3TO YCJIOBHE, PU KOTOPOM MH(OpMAITUS TOKYMEHTA MOKET
OBITH HCTIONB30BaHa B cdepe yrnpaBieHUs: 6€3 COMHEHUS B €€ JIOCTOBEPHOCTH JIJIsi OCYIIECTBIIE-
HHS JTIOOBIX JICHCTBUI;

b) ropunuyeckas cuna JOKyMEHTa — 3TO COOTBETCTBHE JOKYMEHTHPOBAHHOUN MH(OpMalmu Tpe-
OoBaHUSM O(QUIIMATLHOCTH, JTOCTOBEPHOCTHU, OOBEKTUBHOCTH, OECCIIOPHOCTH, OCHOBAaHHBIM Ha
3aKOHO/IaTeJIbCTBE;

B) ropuauyeckas cuiia JOKyMEHTa — 3TO CITIOCOOHOCTH YIPaBJICHYECKOTO IOKYMEHTa BBICTYIIATh
B Ka4yecTBE 0053aTeIbHOr0 /M YYaCTHUKOB YIPABJICHHUS: OPTaHOB YIPABIEHUS, UX CTPYKTYp-
HBIX TOJpa3JeieHuil, OOIIECTBEHHBIX OpraHW3alluid, TOJDKHOCTHBIX JIUIl, TOCYAapCTBEHHBIX
CIyXKalluX U Ipaxk/iaH;

I') ropuanueckas cuia JOKyMEHTa — 3TO CBOMCTBO O(HITMAIBHOTO JOKYMEHTA, COO0IIaeMoe eMy
JIEMCTBYIOIIMM 3aKOHOJATEIbCTBOM, KOMIIETEHIIMEW M3/IaBIIETO €r0 OpraHa M yCTAHOBJIEHHBIM
MOPSIIKOM O(POpMIICHUS.

8. KakoMmy TepMHHY COOTBETCTBYET CIEAYIOLIee CTaHIapTU3UPOBAHHOE OIpeseNieHue (3aKkpern-
aerHoe B 'OCT P 51141-98): «.... — 3T0 mpocTaBieHne HEOOXOAUMBIX PEKBU3UTOB, YCTaHOB-
JICHHBIX MPaBUJIAMH JOKYMEHTUPOBAHUS»:

A) dopmynsp-obpaser;

b) opopmiienne nokymenTa;

B) ynudukanus 1okymeHTa;

') cocraBneHmne TOKyMeHTA.

9. Kakoe TpeboBaHME K COCTAaBJIEHUIO U OQOPMIIEHHIO yrpaBieHueckoro qokymenta HE BbiTe-
KaeT u3 cranaapTusuposanHoro (3akperwieHHoro B FOCT P 51141-98) onpenenenus opuanye-
CKOM CHJIBI IOKYMEHTA:!

A) n3naHue JOKYMEHTOB COOTBETCTBYIOIMM KOMIIETEHTHBIM OPTaHOM WM JIOJKHOCTHBIM JIH-
IIOM, a PaBHO M JIMLIAMH, KOTOPBIM TaKO€ MPaBO MPEAOCTABIACTCA 3aKOHOM MJIM COOTBETCTBYIO-
IIUM JUPEKTUBHBIM yKa3aHUEM;

b) 06s13aTenbHOCTD TOKYMEHTA JJ1s1 BCEX YYAaCTHUKOB YIPABJICHUsS, KOTOPHIM OH aIpECOBaH;
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B) u3ganue 10KyMEHTOB BO UCIIOJIHEHUE HOPM IIpaBa U B COOTBETCTBUU C HUMU;
I') opopmiieHre JOKyMEHTa B COOTBETCTBUU C YCTAHOBJICHHBIMH MPaBUIAMH.

10. Kakoii 1OKyMEHT fBIISI€TCS OCHOBHBIM aKTyaJbHbIM HOPMATHUBHBIM JOKYMEHTOM B 00JacTH
cocTaBlieHUs ¥ 0(hOPMIICHUS OPTaHU3AIMOHHO-PACTIOPSIIUTEIHLHON JOKYMEHTAIUH:

A) I'CHOY — l'ocynapcTBeHHasi cucTeMa JIOKYMEHTAallMOHHOTO oOecriedueHusl yrpasieHus. Oc-
HOBHBIC mMOJOXeHUs. OOmue TpeboBaHUS K JOKYMEHTaM M CIyX0aM JOKYMEHTAI[HOHHOTO
obecrieuenus, yreepxxaeHHas npukazoM [maBapxua CCCP ot 23 mast 1988 r. Ne 33;

B) 'OCT P 7.0.97-2016;

B) [IpaBuna nenonpousBocTBa B GeiepaibHbIX OpraHax UCIOTHUTENBHOM BIACTH, YTBEPKICH-
ueie [locranoBnenuem [IpaBurenscrea PO ot 15 utons 2009 r. Ne477;

I') OKY]l — OK 011-93. O6mepoccuiickuii ki1accupukaTop ynpaBIeHUYECKOW TOKYMEHTAIUH,
yrBepkaeHHbIi [Tocranonennem ['occranmapra PO ot 30 gexabpst 1993 1. No229.

11. Kaxkoiif JOKyMEHT yCTaHABJIMBAET MpaBmiia 0HOpMIICHUS IOKYMEHTOB:

A) IIpaBuna odopmiieHus: 10KyMEeHTOB, yTBepkaeHHbIe [IpaBurensctBom Poccuiickoit denepa-
H;

b) OcHoBHBIE MTpaBmIia pabOTH APXUBOB OPTaHU3ALINN;

B) 'ocynapcTBeHHbIE cTaHAPTHI;

I') Homenknatypa nemn.

12. Cxonbko pexBu3uToB HacuutbiBaeT ['OCT P 7.0.97-2016:
A) 26;
b) 30;
B) 29;
I)3I1.

13. Kak nepeBouTCs ¢ TATHHCKOTO TEPMHH «PEKBH3HUT» (J1aT. requisitum):
A) TpebyeMoe, He00X0IMMOE;

B) cTpykTypHBIii 211EMEHT;

B) MunumanbHast yacTb;

I') arpuOyT conepxaHus.

14. KakoMy TepMHHY COOTBETCTBYET CIIEYIOLIee CTaHIapTU3UPOBAHHOE OIpeiesIeHue (3aKper-
nenHoe B 'OCT P 51141-98): «... — 370 00s3aTenbHbIi 351eMeHT opopMiIeHHs O(QULIHATIBHOTO
JOKYMEHTa»:

A) OnaHK JOKYMEHTAa;

B) pabouee nose q0KkymMeHTa;

B) pekBu3uT AOKyMEHTA,

I') 3aroyioBoYHAas 4acTh TOKYMEHTA.

15. KakoMy TepMHHY COOTBETCTBYET CIIEAYIOIIEe CTaHIAPTU3UPOBAHHOE OIpe/ieJIeHHE (3aKper-
aernoe B 'OCT P 51141-98): «... — 3T0 MOfi€Ib TIOCTPOEHHUS JOKYMEHTA, YCTaHABIMBAOIIAsA 00-
JacTh MpUMEHEHHs, popMaThl, pazMepsl Mo, TpeOOBaHUs K TTOCTPOSCHUIO KOHCTPYKIIMOHHOM
CETKH M OCHOBHBIE PEKBU3HUTHI»:

A) dopmysp-obpaserr;

b) Tunosoit hopmyisip;

B) dbopmynsip nokymenTa;

I') 6mank qoxymeHTa.

16. Ilpomomxkwute omnpenenenue: GopMyIsip TOKyMeHTa 3TO - ...
A) BHyTpeHH:S (opMa JOKYMEHTa, ONPEACISIomas CTpPYKTypy TEKCTa U €ro sI3bIKOBbIE 0COOEH-
HOCTH;
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b) HaGop pexkBU3UTOB OPUIIMATBHOTO MUCHBMEHHOTO TOKYMEHTA, PacloyIOKEHHBIX B ONpeeIeH-
HOM I10CJIE0BATEIbHOCTH;

B) 3adukcupoBanHas Ha MaTepUabHOM HOCHUTENE HHPOPMALKS C PEKBU3UTAMH, ITO3BOJISIOLIHU-
MU €€ UIeHTU(PULIUPOBATh;

') Habop pEeKBU3UTOB, HICHTU(DUIIUPYIOMIUX aBTOPa OQUIIHATEHOTO THCHbMEHHOTO JOKYMEHTA.

17. Tlponomkute onpenenenue: Gpopmymsip-odpaszerr — 3To ...

A) TumoBas Mojeib, COIEPXKAIas COBOKYIMHOCTh OO0SI3aTEIbHBIX PEKBU3WTOB, CBOMCTBEHHBIX
JOKYMEHTaM YHH(PHIUPOBAHHON CHCTEMbI OPTaHU3AIMOHHO-PACTIOPAAUTEIBHON JOKYMEHTAIIUH
U PacIoOKEeHHbBIX OIPEACICHHBIM 00pa3oMm;

B) Monenb mocTpoeHus JOKyMEHTa, YCTaHABIMBAONIAs 00JIaCTh MPUMEHEHUSs, GOpPMaThI, pa3Mme-
PBI [0JIeH, TPeOOBaHUSI K TOCTPOCHHIO KOHCTPYKIIMOHHOW CETKH M OCHOBHBIC PEKBU3UTHI,

B) nHabop pexBHU3UTOB O(PUIIMAIEHOTO MUCEMEHHOTO JOKYMEHTA, PACIIONOKEHHBIX B OIPE/ICIICH-
HOM MMOCJIeI0BATEIbHOCTH;

') Habop peKBU3HUTOB, UACHTUDHUIMPYIOUINX aBTOPa O(PHUINATBHOTO MMCHMEHHOTO TOKYMEHTA.

18. Ilponomxkute onpeneneHue: O1aHK JOKYMEHTa — 37O ...

A) THIOBas MoJelb, COJIEprKalllasi COBOKYIMHOCTb OOS3aTENIbHBIX PEKBU3HTOB, CBOMCTBEHHBIX
JOKYMEHTaM YHH(PHIIMPOBAHHON CHCTEMBI OPraHNU3alMOHHO-PACTIOPSIUTEIHLHON JOKYMEHTAIIUH
U PacIroJIOKEHHBIX OIPEAETICHHBIM 00pa3oM;

b) Mozenps nmocTpoeHus T0OKyMEHTa, yCTaHaBIUBaroLas 00JacTb IpUMEHeHus, (opMaThl, pa3Me-
pBI IOJIeH, TpeOOBaHMS K TOCTPOSHHUIO KOHCTPYKIIMOHHON CETKU U OCHOBHBIE PEKBU3UTHI;

B) Habop pexBHU3UTOB, HACHTU(UIMPYIOUINX aBTOPA OPHUIIMATBHOTO MMCHMEHHOTO JOKYMEHTA;
I') HabGop peKBU3UTOB OPULMATBHOTO NMCbMEHHOIO JOKYMEHTA, PACIIOIOKEHHBIX B ONpe/IeIcH-
HOM MOCIIEJOBATEIBHOCTH.

19. Kakoe BbICKa3bIBaHUE SIBIISIETCS] HEBEPHBIM:

A) ©opmyisip opULIHATBHOTO TOKYMEHTA CTal CKJIabIBaThCsl B MeKIypeube HECKOIBKO ThICSY
JeT Ha3ajl.

b) HaumeHoBaHue Buaa Cily’keOHOIO JOKyMEHTa CTano o(opMIISAThCS OTACIBbHBIM PEKBU3UTOM
Hax TexcTtoM ¢ XVI cromeruns.

B) B Poccuu odurnmansuble, 1€10Bble JOKYMEHTHI CTall PETYJISIPHO MOANUCHIBATHCS aBTOPAMH,
HauymHas ¢ snoxu [lerpa .

I') B Poccun B ciyxke6HbIx qokymeHntax g0 XVIII Beka aBTop 00bI4HO 0003Hayaics B Havaie
WIN B KOHIIE TEKCTA, T. €. 3TOT PEKBU3HUT HE BBLICISIICS B KAUECTBE CAMOCTOSTEILHOTO dJIEMEH-
Ta.

20. Kakoe BbICKa3bIBaHUE SBISICTCS HEBEPHBIM:

A) Kaxxplil peKBU3UT KaK NEPBUYHBIA CTPYKTYPHBIN 3JIEMEHT JOKYMEHTAa B TOW WJIM MHOM CTe-
MIEHU OTPa)KaeT IOPUINYECKH 3HAUUMYIO HH(OPMALIUIO.

Bb) ®opmynsp 1okyMeHTa MPOJMKTOBAH HE TOJBKO HEOOXOAUMOCTBIO CTPYKTYpUpPOBaTh HHQOP-
MaIuIo, cJeJlaTh €€ SPrOHOMUYHOM, HO U HEOOXOIMMOCTBIO MTPUJIATh JOKYMEHTY FOPUINYECKYIO
CHITy, C/IeaTh 3alevyaTIeHHYI0 B HeM HH(POpMaIHio OPHUIHATbHOI.

B) PexBusut «HauMeHOBaHHE BHA TIOKYMEHTa» SIBJISIETCSA TOKYMEHTOOOPA3yIOIIUM MPU3HAKOM,
MO3BOJISAIOIINM HOJYYUTh HadyalbHOE, caMoe o0Ilee MPeCTaBIeHUE O IOKYMEHTE, €ro PaBoOBOU
3HAYUMOCTH.

I') lIpumenenune 'OCT P 7.0.97-2016sB1sieTcst 00s13aTEIBHBIM Ul BCEX COBPEMEHHBIX OpTraHu-
3aIui, YIpeKICHUN, TPEANPUATAN JTIOOBIX OPTraHU3aIl[MOHHO-TIPABOBHIX (POPM.

21. Kakoe BbICKa3bIBaHHE SIBJIAECTCS BEPHBIM:

A) IlpaBoBoii cTaryc pekomeHaatenbHoro xapakrepa crangapra [OCT P 7.0.97-2016 noakpen-
7eH (00YCIIOBIIEH) CaMHM CTaHJApPTOM B €ro nepBoM paszzene «O0macTs nmpuMeHeHus»: «Tpedo-
BaHUS HACTOSIIETO CTaHIapTa SIBIISIOTCS PEKOMEHTyEMBbIMU»;
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B) [Ipumenenne 'OCT P 7.0.97-2016 siBisieTcst 0053aTEbHBIM JUISI BCEX COBPEMEHHBIX OpIraHu-
3alUi, YUPEHKACHUM, TPEeINPUITHI THOOBIX OPraHU3alMOHHO-TIPABOBBIX (POPM.

B) IMocpeacteom 'OCT P 7.0.97-2016 B uctopuu crangaptuzanuu Poccuu BrepBbie ObLT BBE-
JIEH Ha MPaKTHUKE PeKOMEHIaTeNIbHbII XapaKkTep TOCyJapCTBEHHOTO CTaHapTa.

I') TpagumonHslit st Poccuu nmpuHIUN 0053aTeNbHOCTH TPEOOBAHUN CTAaHIAPTOB OCTACTCS U
10 HACTOsIIIee BPeMsl JEHCTBEHHBIM U aKTyaJIbHBIM.

22. IIpopoipkuTe onpeiesieHue: aTpuoyIus — 3TO. ..
A) yCTaHOBIIEHHE MMOJIMHHOTO UMEHH aBTOPA;

b) BeIsiBIIeHHE aTpUOYTUBHBIX CBONCTB IOKYMEHTA,
B) pa3HOBHIHOCTH YIIPaBIEHYECKOTO JOKYMEHTA;
') npu3HaHue qOKyMeHTa HeJleHCTBUTEIIbHBIM.

23. Kakoi JOKYMEHT I10 CTPYKTYPE SIBJISIETCS COCTABHBIM (CJIOKHBIM):
A) aBTOpedepaT nuccepTaluu;

b) npenpunT;

B) oTkphITKa;

I') xxypnai.

24. Kakoll JOKyMEHT 110 CTPYKTYpE SBJIIETCS IIPOCTHIM:
A) cobpaHue COUMHCHMIA;

b) razera;

B) npenpuHT;

I') cepus.

25. Kakoe omnpezienieHre COOTBETCTBYET MOHITHIO «IIPOCTOM TOKYMEHT»:

A) TOKYMEHT, COZIep KAl OJJTHO MTPOU3BEICHHUE;

b) HeckonbpKo cooOIIeHni U3 ABYX Wi Oojee cooOeHui (Mpou3BeIeH i), YacTel Wik TOMOB,
00BEIMHEHHBIX OO0IIEeH TeMOW WM MPOOJIEMOH, 1ENIbI0, aBTOPOM U T. II., 3a(pUKCUPOBAHHBIX Ha
HECKOJIbKMX MAaTE€pUaIbHBIX HOCUTEISX;

B) oo cooOiienre, MOMENMIEHHOE Ha OJTHOM MaTepUaIbHOM HOCUTETIE;

[') TOKyMEeHT, COCTOSIIINIA U3 HECKOJIBKUX MPOU3BEACHUN, 3a)UKCUPOBAHHBIX HA OJIHOM MaTepH-
aJTbHOM HOCHUTEJIE.

26. Kakasi pa3HOBUAHOCTH IOKyMEHTA OTPa)KEHA B ONPEACICHHUHU: «... - 3TO JJOKYMEHT, KOTOPBIH
COCTOUT M3 OJJHOTO MPOU3BEACHUS:

A) cocTaBHOM (CIOXKHBIN) TOKYMEHT;

Bb) MoHOIOKYMEHT;

B) nonuaokymeHT;

I') npocToii TOKYMEHT.

27. Kakoe ko/10Boe 0003Ha4eHHE Ha JJOKYMEHTE He UACHTU(UIMPYET aBTOpA:
A) OKVY[;

b) OI'PH;

B) OKIIO;

') MTHH/KIIIL.

28. Kakoil BUJl JOKyMEHTa HE OTHOCHUTCS K MOJIUIOKYMEHTaM:
A) OykuieT;

b) cobpanue counHeHUi;

B) cOophuk;

I') xypHai.
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29. Kakoii u3 nepe4ncieHHbIX PeKBU3UTOB HE OTHOCUTCS K PEKBU3UTAM yIOCTOBEPEHHUSI:
A) moanuce;

b) oTTHCK NTeuaTH;

B) rpud yrBepxnenus;

I') rpud cornacoBaHwusl.

30. Kakoe BbICKa3bIBaHUE SIBJIIETCSI HEBEPHBIM:

A) DnexrponHas udpoBas MOANKUCH MPEAHA3HAYEHA IS 3aIIUTHI AJIEKTPOHHOTO JOKYMEHTa OT
MOJJICJIKY U UACHTU(PUKAIIMY BIIaJieiblia cepTU(dUKaTa KIto4ya MOIMUCH.

Bb) Dnextponnas mudpoBas moamuck 007anaeT CBONCTBAMHU ABYX PEKBH3HTOB: «IIOJIHUCHY U
«T1e4yaTh.

B) snexTponHas mudpoBas MOANUCH MO3BOJISIET YCTAHOBUTH OTCYTCTBUE MCKaXKEHHUS WH(pOpMa-
[[UU B DJIEKTPOHHOM JIOKYMEHTE;

') anexTpoHHas nupoBasi MOANUCH SABISETCS PE3YJIHTATOM MPEOOPA30BaHMSI PYKOIIMCHON TO-
MIUCU aBTOpa JOKyMEHTa B ee (paKCUMUJIbHYIO KOMHIO B U(poBOM (opmaTe Ha IIEKTPOHHOM
HOCHTEJIE.

31. KakoMy MOHSTHIO COOTBETCTBYET CIEAYIOLIAs XapaKTEPUCTHKA: «3TOT (OpMYJsp XapakTe-
pHU3yeTcs OIpe/IeJICHHBIM KOJMYECTBOM PEKBU3UTOB, PACIOJIOKEHHBIX B CTPOrOW IMOCIEI0Ba-
TEIbHOCTH, U XapaKTEePEH JIJIsl KOHKPETHOTO BU/1a JOKYMEHTOB, HallpUMEp, IIpUKa3a, aKTay:

A) popmyusp;

b) TunoBoit popmysp;

B) unauBunyansHelii popmymsp;

I') dopmynsap-obpazen.

32. KakoMmy MOHSTHIO COOTBETCTBYET CIIEAYIOUIAasi XapaKTEPUCTHUKA: «ITO COBOKYITHOCTh
pAcIIONIOKEHHBIX B OMNPEAETICHHOM MOCIe10BaTeIbHOCTH PEKBU3UTOB, MPUCYLIUMX BCEM BHJIAM
JTAHHOM CHUCTEMBI TOKYMEHTOBY:

A) popmymsip;

b) Tunosoit popmyisip;

B) unauBuayansHblit GopMyILsp;

I') bopmynsap-obpaszern.

33. Kakoe BbICKa3bIBaHUE SBISETCS] HEBEPHBIM:

A) IlepBble cTaHAapThl Ha OPraHU3ALMOHHO-PACIOPSIUTENbHYIO JIOKYMEHTALUI0 ObUIN
yrBepxacHbl B CCCP B Havane 70-bIx rooB XX Beka.

b) ®opmymnsp-oOpaszery sl CUCTEMBl OPraHU3ALMOHHO-PACTIOPSAUTEIBHON JTOKYMEHTALUU
I'OCT 6.39-72 Bxirogan 26 peKBU3UTOB;

B) ®opwmynsap-obpaszeny asisi CUCTEMBbl OPraHU3allMOHHO-PACHOPSAUTEILHON JTOKYMEHTALUU
I'OCT 6.39-90 Bxirouan 30 peKBU3UTOB;

I') ®opmynsip-oOpazery sl CUCTEMBbl OPraHU3alMOHHO-PACTIOPSAUTENBHOW JTOKYMEHTALUU
['OCT P 6.30-97 Bkitovan 29 peKBU3UTOB.

34. Kaxkoii pexBuzut 061 u3bat u3 [OCT P 7.0.97-2016:
A) KOJ1 OpraHu3aIuiy;

b) OI'PH;

B) MHH/KTIII,

') rpud orpannueHus 10CTyIMA.

35. Kakoit pexkBuzut B 'OCT P 7.0.97-2016He siBisieTCs HOBBIM 110 CPAaBHEHUIO C PEKBU3UTAMU
HPE/ANIECTBOBABIINX CTaH/IaPTOB:
A) OI'PH;
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b) MHH/KIIIT;
B) xon opranusanuu;
I') unenTudukaTrop >MEKTPOHHON KOMUHU TOKYMEHTA.

36. Kakoli HOpMaTUBHBIA aKT SIBJISIETCA IPaBOBOW OCHOBOM PEKOMEHJATEJILHOIO XapakTepa
I'OCT P 7.0.97-2016:

A) @enepanpHblil 3aKk0H «O TEXHUYECKOM PETYJIUPOBAHUNY;

b) ®enepanbubiii 3akoH «O06 nHPOpManuu, HHOOPMAITMOHHBIX TEXHOJIOTHUSAX M 3aIIuTe UHPOP-
MaIum;

B) 3akmounrtenshas ¢paza ['OCT P 7.0.97-2016paznena «Ob6macTb mpuMEHEHHS» BO (pase:
«TpeboBaHus HACTOSIILIETO CTAHAAPTA SABJIAIOTCS PEKOMEHIyEMbIMUY;

I') IIpaBusnia genonpou3BoAcTBa B (heJiepaabHbIX OPraHax UCIOIHUTEIbHON BIACTH.

37. Kaxkoii nokyment otpaxaet obnacts npumenenus 'OCT P 7.0.97-2016:
A)TOCT P UCO 15489-1-2007;

b) ICHOY;

B) T'OCT P 1.0-2004;

I') OKY/I (OK 011-93).

38. Kakue peKBU3UTBHI HE SBJISIFOTCS B3aMMOMCKITIOYAFOIIIUMHU:

A) TocynapcrBennsiii Tepd Poccuiickoit @enepannn/ repd cyonpekra Poccuiickoit deneparmm/
sMOJieMa OpraHu3aliy Wik TOBApHBIN 3HAK (3HAK 00CTYKUBaHUA);

b) HanmeHOBaHUe BUA TOKYMEHTA/CIIPaBOYHBIE JaHHBIE 00 OpraHU3alHH;

B) anpecar / rpud yrBepxxaeHus;

I') anpecar / pezomtonusi.

39. Kakuie peKBU3UTHI HE SBISIFOTCS B3aUMOIOTIOTHSFOIITIIMH .

A) HarMEeHOBaHUE BUA TOKYMEHTa/ CIPaBOYHbBIE JaAHHBIE 00 OpTaHU3AINH;
b) rep0 (wm smOnema) / HaMMEHOBaHWE OpraHU3AIINHY;

B) anpecar /pe3ontonus;

I') nata / peructpaliuoOHHbIN HOMED.

40. Kakue BUIBI PEKBU3UTOB BBIIETISIIOTCS 10 CIIOCO0Y 0(OpMITCHUS:
A) ocTosiHHbIE/ IEPEMEHHBIE;

b) rpaduueckue/ TeKCTOBEIE;

B) oGs3aTenbHbIe/ haKyIbTaTUBHBIE;

I') anexktponHble/ OyMakKHbIE.

41. Kakoil peKBU3UT HE OTHOCUTCA K PEKBH3UTaM 3aroJIOBOYHOM YacTH OPTraHU3aLUOHHO-
PacCIOpAIUTEIBLHOIO JOKYMEHTA:

A) HaMEHOBaHUE OpPraHU3AllNH;

B) mecto nznanus;

B) pesomrorus;

I') HaumeHOBaHKE BUA TOKYMEHTA.

42. Kakoli peKBU3HT, PACIIOJIOKEHHBIH BBILIE TEKCTA, OTHOCUTCS K 3aT0JIOBOYHOMN YacTH:
A) ccbUIKa Ha PEruCTpallMOHHBIM HOMEP U 1aTy TOKYMEHTa;

B) rpud yrBepxneHus;

B) pe3omrorus;

I') ormeTKa 0 KOHTpOIIE.

43. Kakue peKBU3UTHI COCTABIISAIOT COAEPKATENBHYIO YaCTh JOKYMEHTA!
A) 3aros0BOK K TEKCTY, TEKCT, OTMETKA O HAJIMYMH PUIIOKEHHUS;
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b) 3aronoBok Kk TEKCTY, TEKCT;
B) Tekct, oTMeTKa 0 HATMYUK IPUIIOKEHHUS,;
I') 3aron0BOK K TEKCTY, OTMETKA O HaJIMYUU IPUIIOKEHUS.

44. Kaxoii peKBU3UT HE SIBJICTCS PEKBU3UTOM O(OPMIISIONIEH YacTH JOKYMEHTA!
A) oTMETKa 0 KOHTPOJIE;

b) ormeTka 00 HCIIOJIHEHUH TOKYMEHTA U HAIPaBJIEHUH €T0 B JIENO;

B) otmeTka 0 HanUUMK MPUIIOKEHHUS;

I') ormMeTka 006 ucCHOHUTEITE.

45. Pabota Haja coaepkaTebHON 4acThlO JOKYMEHTA — 3TO. . .:
A) opopmiieHre TOKYMEHTA;

b) cocraBnenue 1o0KymMeHTa;

B) ynocToBepenue noKyMeHTa;

I') 3aBepeHme TOKyMEHTA.

46. Kakoe ToJIKOBaHNE HE COOTBETCTBYET MOHATHIO «0(pOpMIICHHE JOKYMEHTA — 3TO ...»:

A) npocTaBiieHHe HEOOXOAUMBIX PEKBU3UTOB, YCTAHOBJICHHBIX [IPABUIAMU JOKYMEHTUPOBAHMS,
b) npocraBieHne peKBU3UTOB, MOATBEPKAAIOIINX MMOMJIMHHOCTh JOKYMEHTA U JIOCTOBEPHOCTH
COJIepXKALIUXCS B HEM CBEJICHMM, ONPEEAIONINX IOPUANUYECKYIO CHITy JOKYMEHTa, (PUKCHUPYIO-
IIMX COTJIACOBAHUE U MOANKUCAHNE JOKYMEHTA, 03HAKOMIIEHUE C HUM,;

B) noxymenTHpoBaHue npoueayp npuaaHust JOKYMEHTY IOpUANYECKON CHUIIBL;

') BHECEHUE TOKYMEHTA B JOKYMEHTAIBHBIN (DOH]T OpraHU3aIHH.

47. Kakoe mose (opmysipa-odpasiia opraHu3alMOHHO-PACTIOPSIUTENHHOTO JOKYMEHTa Tpe/I-
cTaBlsieT co00ii cimyxe0Hoe moJe:

A) B JIeBOM BEepXHEM yriry ¢opmara Ipu yrIOBOM PACIIOJIOKEHUH PEKBU3UTOB HIIM B BEpXHEU
€ro 4acTH MO LEHTPY MpHU NPOI0JILHOM BapUaHTE PACIIONOKEHHS PEKBU3UTOB OJIaHKA;

b) mnomans yaupunupoanHoil GopMbl TOKyMEHTa WK OJlaHKA, MpeJHa3HAYEeHHas JJIs 3a10J1-
HEHMSI PeKBU3UTAMU;

B) wacte mnomanu hopmara, npenrHazHaueHHAas IS TTOJICH JOKYMEHTA, ISl 3aKpEeTUICHUs JTOKY-
MEHTa B TEXHUUECKUX CPEACTBAX XPAHEHUs, /Ul HAaHECEHHsI CIIEIIMATIbHBIX N300pakeHMi;

') BepxHUil 1 HUKHUHN KOJIOHTUTYJIbI TOKYMEHTA.

48. Kakoe none (opmyisipa-oOpasiia opraHu3aluOHHO-PACTIOPAIUTEIBHOIO JTOKYMEHTa Ipel-
cTaBisieT coboi pabodee more:

A) B JIeBOM BepXHEM yriy opmara Ipu yrIOBOM PaclloyIOKEHUH PEKBH3UTOB WIIM B BEPXHEH
€ro YacTH MO UEHTPY MPpHU IPOAO0IHLHOM BapHaHTE PACIIONOKEHHSI pEKBU3UTOB OJIaHKa;

b) nnomane yauduuupoBanHoi GopMbl JOKYMEHTa WM OJaHKa, NpelHa3HaueHHast JJis 3aroJ-
HEHUS peKBU3UTAMU;

B) ywacte mnomanu ¢hopmara, npenHazHaueHHas IS MO JOKYMEHTA, JJIs 3aKPEIUIeHUs JJOKY-
MEHTa B TEXHUYECKHUX CPEJCTBaX XpaHEHUs, 11l HAHECEHUs CIeI[HaIbHBIX N300paXeHHi;

I') BepXHUIl ¥ HUJKHUIN KOJIOHTUTYJIBI TOKYMEHTA.

49. Kakast XapaKTepUCTHKA COOTBETCTBYET MOHSITHIO «[IE€PEMEHHBIC PEKBU3UTHIY:

A) DTO pEeKBU3HTHI, OOIIHE TSI BCEX JOKYMEHTOB OJTHOTO BHJIA; MX MOXKHO 3apaHee pa3MeCTHTh
Ha CTaHAAPTHOM JIMCTe OyMaru TUMOrpadcKUM CrocoOOM, ¢ OMOIIBI0 KOMIbIOTEpa MIIH CIie-
[IHAJIBHOTO IITaMIIa;

B) Ot pexBu3uTH 00pa3yoT OpHUIMATILHBIN OJaHK TOKYMEHTa, WICHTU(UIIUPYIOT aBTOpa J10-
KyMEHTa,

B) 310 pexksusutsl 01-10, Brmrouas pekBusut 14, onucanusie B TOCT P 7.0.97-2016;

I') D10 MHAMBUAYATBbHBIE U KaXIOTO KOHKPETHOTO JTOKYMEHTa PEKBU3UTHI; OHH BHOCSTCS B
JOKYMEHT B TIPOIIECCE €r0 MOATOTOBKH U 0(hOpMIICHUSI.
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50. Kakast xapakTepuCcTHKa COOTBETCTBYET MOHSATHUIO «IIOCTOSIHHBIE PEKBU3UTHI»:

A) DTO pEeKBU3UTHI, HAHOCHUMBIE TIPHU COCTABIICHUU ¥ O()OPMIICHUH IOKYMEHTA;

b) Oto unauBUaYyanbHbIE A KaXKI0TO0 KOHKPETHOTO JOKYMEHTA PEKBU3UTHI;

B) D10 Bce peKBU3UTHI, KpOME PEKBU3HUTOB OJIaHKA, MACHTU(DUIIUPYIONMUX aBTOPA JTOKYMEHTA;
I') D10 pexBusuth 01-10, Bkitouast pekBusut 14, onucannsie B 'OCT P 7.0.97-2016.

51. B mponecce dsuoicenus 6xoosue2o NOKyMEHTa B OpraHU3allid OT MOMEHTA MOJIy4eHHs U 10
3aBEPILCHMS UCIIOJHEHUS Ha HEM II0CIIEI0BATEIBbHO IIPOCTABIISIOTCS CIEYIOLIUE PEKBU3UTHI:

A) ccbulKa Ha PerucTpallMOHHBIM MHIEKC U JaTy JOKYMEHTA, 3aroJIOBOK K TEKCTy, OTMETKa O
HAJIMYUU TIPUIIOKEHUH, OTMETKA O 3aBEPEHUU KOMHH, OTMETKA 00 MCIOJHHUTENE, UIeHTH(UKa-
TOP IEKTPOHHON KOIIMH JOKYMEHTA;

B) rpu¢ cormacoBanusi 1oKyMeHTa, BU3bl COTIACOBAHMS JOKYMEHTA, MOJUCH, TPU(] yTBEpKIe-
HUS, OTTUCK II€YaTH, 1aTa JOKYMEHTA, PETUCTPALIMOHHBIA HOMEP TOKYMEHTA,

B) ormerka 0 mocTyIieHMM JOKYMEHTa B OpPraHU3alllio, PE30JIOLUs, OTMETKAa O KOHTpPOJIE, OT-
MeTKa 00 UCTIIOJIHEHUH JOKYMEHTa U HaIllPaBJICHUHU €ro B JIEII0;

I') noanuce, rpud coriaacoBaHus JOKYMEHTA, 1aTa JOKYMEHTa, PETUCTPALlMOHHbBII HOMEp JTOKY-
MEHTA.

52. IIpouenypa npunanusi 0oGUIUATBHOCTH U IOPUANYECKON CUIIBI UCX00AUe20 OOKYMeHmMA CBSI-
3aHa ¢ O)OPMIICHUEM TaKUX PEKBU3UTOB, KaK:

A) ccbUIKa Ha PErMCTPallMOHHBIA MHICKC W JaTy JIOKyMEHTA, 3aroJIOBOK K TEKCTY, OTMETKa O
HAIMYUU TPHIOKEHUH, OTMETKA O 3aBEPEHUU KOIUHU, OTMETKA 00 WCIIOJHHUTENE, HICHTU(DUKA-
TOP JICKTPOHHOM KOITUH JOKYMEHTA;

B) rpud cormacoBanmsi JOKyMEHTa, BU3bI COTJIACOBAHUS JIOKYMEHTA, TIOJITNCH, TpU( yTBEpKIIe-
HUS, OTTUCK TI€YaTH, J1aTa TOKyMEHTa, PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

B) oTmeTka 0 mocTymieHHH JOKYMEHTa B OPTaHU3AIUI0, PE3OJIOIHS, OTMETKA O KOHTPOJIE, OT-
MeTKa 00 UCTIONTHEHUH TIOKYMEHTa U HAMpPaBJICHUH €T0 B JIEJ0;

53. B nporiecce osuoicenuis 6HympenHux 00KymeHmos oQpopMISIOTCS:

A) rpu¢ cormacoBaHusi TOKyMEHTa, BU3bl COIJIACOBAHUS JOKYMEHTA, MOJIUCH, TpU(d yTBEpxkae-
HUS, OTTUCK TeYaTH, JaTa JOKyMEHTa, PErUCTPALlMOHHBIH HOMEp TOKYMEHTA;

b) oTmMeTka 0 MOCTyNmIeHUH AOKYMEHTa B OPraHMU3aLUI0, PE30JIIOLUsS, OTMETKA O KOHTPOJE, OT-
MeTKa 00 UCTIOJIHEHUH JOKYMEHTa U HaIllPaBJICHUHU €T0 B JIEII0;

B) 3aronoBok k T€KCTy; OTMETKA O HAJIMYUU MPUIIOKEHUS; BU3bI COTJIACOBAHMS; OTMETKA O 3aBe-
PEHUU KOMHHU; OTMETKA 00 UCTIOIHUTENE; UIEHTH(PUKATOP EKTPOHHOIN KON TOKYMEHTA;

I') ccbuika Ha perucTpalMoOHHBIN MHAEKC U JaTy JOKYMEHTa, 3arojIoBOK K TEKCTy, OTMETKa O
HAJIMYUU TPUIIOKEHUH, OTMETKAa O 3aBEPEHUU KOMHH, OTMETKa 00 MCHOJHMTENEe, UACHTHU(HKA-
TOP AJIEKTPOHHON KOMHMH JOKYMEHTA.

54. Kakue craniapTHbie (opMarhl OJaHKOB OpraHU3alMOHHO-PACTIOPSIUTEIBHBIX TOKYMEHTOB
ycranaBnuBaet ['OCT P 7.0.97-2016:

A) A3, A4, A5, A6;

B) A3, A4;

B) A4, AS;

') A5, A6.

55.Kakoil pazMep mnosieid TOKYMEHTa HE SBJISETCS MUHHMAaJIbHBIM Pa3MEPOM, YCTaAaHOBJIECHHBIM
I'OCT P 7.0.97-2016:
A) neBoe — 20 MmM;
b) npaBoe — 15 MMm;
B) Bepxuee — 20 mm;
I') auxuee — 20 mm.
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56. Kakas knaccudukanus 6;1ankoB He nipeacrasiena B [OCT P 7.0.97-2016:
A) 10 pacIoyNoKEeHUIO PEKBU3UTOB;

b) o aBTopy;

B) no cioco6y odopmieHnst peKBU3UTOB;

') mo BHly TOKyMEHTA.

57. Ha xakue BHJIbI MOAPA3ICIAIOTCS OJIAHKH JIOKYMEHTOB I10 PACIOJIOKCHUIO PEKBH3UTOB CO-
rinacuo 'OCT P 7.0.97-2016:

A) OnaHK opraHW3aIUy, OJJAHK CTPYKTYPHOI'O MOJAPa3/eICHUs OpraHu3aliuu, OJaHK JOKHOCT-
HOT'O JINIIA;

B) yrioBelie 1 IPOI0JIbHBIC;

B) uenTpupoBannbie U (IaroBele;

') oOmuit 6:1aHK, OMaHK MHChbMa, OJIAaHK KOHKPETHOTO BHUJIA TOKYMEHTA.

58. Kakoii kinaccuukaMoOHHBINA MPU3HAK TOJI0KEH B OCHOBY JIeJIeHHs OJIaHKOB Ha OJaHK opra-
HU3aIMH, OJJAaHK CTPYKTYPHOTO TIOApa3IeIeHUs] OpraHU3alnH, OTaHK JODKHOCTHOTO JIMIA!

A) O pacmoNoKEHUIO PEKBU3UTOB;

b) no aBTopy;

B) no cnioco0y odopmiieHns peKBU3UTOB;

I') no Buy TOKyMeHTA.

59. Ha kakue BUBI MMOAPA3ICISIFOTCS OJIAHKH JIOKYMEHTOB 110 BHy JoKyMeHTa coracHo ['OCT
P 7.0.97-2016:

A) OnaHK opraHHM3alUy, OJaHK CTPYKTYPHOIO MOJAPA3JeIeHUs OpraHU3aluy, OJaHK JOJKHOCT-
HOTO JIMILIA,

B) yrnoBblie 1 Ipo10JIbHBIE;

B) uentpupoBanHbie U (parossle;

I') 06mumit 6;1aHK, 6JIaHK TUCHMA, OJIAaHK KOHKPETHOTO BUJA JOKYMEHTA.

60. Kakue pekBU3UTHI BKJIOUaeT OOLIMIl OJJaHK OpraHu3aliOHHO-PACIIOPSIUTENBHOIO JOKYMEH-
ta cornacHo ['OCT P 7.0.97-2016:

A) lN'ocynapctennsiii repo PO (I'ep6 cyonekra PO mnn smbiema opranusaiuu, TOBapHbINA 3HAK
(3HaK OOCNyXHMBaHHUA)), HANMEHOBAHWE OPTraHU3alli{, MECTO COCTABJICHMS WIM M3IAHUS JOKY-
MEHTa, OTPAHUYUTENIbHbIE OTMETKH JUIsl JaThl JOKYMEHTa M PETUCTPAallMOHHOIO HOMEpa JOKY-
MEHTAa;

b) l'ocynapctBennsriit repd PO (I'epbd cyonekta PO nnm smOiema opraHu3ainy, TOBApHBIN 3HAK
(3HaKk oOcyxuBaHus)), koa opranuzanuu (mo OKIIO), OT'PH, MHH/KIIII, cnpaBo4HbIe TaHHBIE
00 opraHu3anyy; HaUMEHOBAHME OpPraHMU3AlMM, MECTO COCTABJICHUS WIM U3JaHUS OKYMEHTa,
OTPAaHUYUTENIbHBIE OTMETKHM [UJISl JaThl JOKYMEHTA, PErMCTPAlMOHHOIO HOMEpPA JTOKYMEHTa,
CCBUIKM Ha PErMCTPAallMOHHBIA HOMEp W JaTy JAOKYMEHTa, ajpecaTra, Pe30JIIOIMH, 3arojoBKa K
TEKCTY, OTMETKU O KOHTpPOJIE, TEKCTA;

B) lN'ocynapctennsriit repo PD (I'ep6 cyobexta PO nnn smOaema opranu3aiii, TOBApHBINA 3HAK
(3HaK oOCIyXMBaHWs)), HAUMEHOBAaHUE OpraHU3aIlMy, HAUMEHOBAHHE BUJA JOKYMEHTa, MECTO
COCTABJICHUS WM U3JaHUS JOKYMEHTA, OTPAaHUYUTEIbHBIE OTMETKH JIJISl IAThl JOKYMEHTA, PETH-
CTPaIlMOHHOTO HOMEpa JAOKYMEHTa, CCbUIKM Ha JaTy U PErUCTPALlMOHHBIA HOMEpP JIOKYMEHTA,
3aroJjiIoBKa K TEKCTY, OTMETKH O KOHTPOJIE;

I') HamMeHOBaHUE OpraHU3AlMKM, MECTO COCTABIICHUS WM U3AAHUS JOKYMEHTa, OrPAaHUYUTEI b-
HbI€ OTMETKH JJIs 3aT0JI0BKA U TEKCTa JTOKYMEHTA.

61. Jlst kKakuxX BUAOB JOKYMEHTOB UCIIOB3YIOT OOIIHiA OJIaHK:
A) m00BIX BUJIOB JOKYMCHTOB;
b) m00BIX BUIIOB TOKYMEHTOB, KPOME TTUCHMA;
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B) Tonpko mis muchMa;
I') 711066IX BUIOB JOKYMEHTOB, KPOME TIPHKa3a.

62. Kakue crioco0s! pasmemnieHus: pekBu3uToB npeaycmorpersl [OCT P 7.0.97-2016:
A) MalTMHOTIMCHBIN W PYKOTTUCHBIH;

b) yrioBoii 1 nponosbHbIil;

B) nentpupoBaHHbIi U (pr1aroBbIif;

I') opunmansHblii 1 HEOPUIIUATBHBIN.

TECT 3
1. Kakoii HOpMaTUBHBII IPABOBOM aKT perjiaMeHTHUpYyeT n3o0paxxenue ['ocymapcTBeHHOr0 Tepoa
P® na 6naHKkax TOKyMEHTOB:
A) OenepanbHblii KOHCTUTYIIMOHHBINA 3aKOH;
b) Koncrurynus P®;
B) Va3 [Ipesunenra PO;
I') ITocranoBnenue [IpaBurensctea PO.

2. Ha kakom OyiaHke MOKeT OBITh pa3MerieHo m3obpaxkenue ['ocynapcrBenHoro repba Poccuii-
ckoit denepanny B OTHOIBETHOM BapHaHTe 0e3 repalibAu4ecKoro IIuTa:

A) Anmunuctpanuu [Ipesunenra Poccuiickoii @enepanmu;

b) dbenepanbHBIX OpraHOB UCIIOTHUTEIHLHON BIACTH;

B) opranos, opranusanuii u yupexaenuii npu Ilpesunenre Poccuiickoit @enepannu;

I') I'enepanbHoil mpoxypaTypsl Poccuiickoii @eneparuu.

3. Ha xakux OnaHkax rnomeraercsi repd MoCKBbI B MHOI'OLIBETHOM BapHUaHTe:

A) MpaBOBBIX aKTOB MHBIX OPraHOB MCIOJHUTEIBHOM BIacTU roposa MOCKBBI U MX JOJKHOCT-
HBIX JIUIL;

b) MockoBckoit ropoIckoi n301paTenbHON KOMUCCHH;

B) KonTponbHo-cueTHoi nanatsl MOCKBBI;

I') pemenuit YcraBHoro cyaa ropogaa MocKBbI.

4. Kakoif HOpMAaTUBHBINA aKT YCTaHABIMBAeT TPEOOBAHUSA K Pa3MELIEHHUIO SMOJIEMbI, TOBAPHOTO
3HaKa (3HaKa oOCIIy’KMBaHMsI) Ha OJJaHKaX OpraHu3aluu:

A) nocranosinenue Ilpasurenscrea PO;

b) rocynapcTBeHHbII cTaHapT;

B) denepanbHblil 3aK0H;

I') yupenuTenbHble TOKYMEHTHI OpraHU3alllu.

5. Ombnemy u ToBapHbii 3HaK HE BociponsBoasIT Ha O1aHKe, €ciiv Ha HEM MOMeIeH (-a):

A) T'ocynapcrBennslii rep0d Poccuiickoit @enepanuu;
b) pesomtonus;

B) noamnuce;

I') orTHCK repOOBOIl evaTu.

6. Ilponomxure BbickasbiBaHue: «HanMmeHOBaHUE OpraHU3alUM, SIBISIIOIIEHCS aBTOPOM JOKY-
MEHTA, JOJDKHO COOTBETCTBOBATh HANMEHOBAHUIO, 3aKPEIUICHHOMY ...»:

A) B rocy1apCTBEHHOM CTaHJApTE;

b) B yupenuTenbHbIX TOKYMEHTaxX OpraHu3aluu;

B) B 3akoHe;

I') B OKIIO.
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7. HanmenoBaHusi opraHu3anuii u cyorexkroB Poccuiickoit denepanuu, UMEIOMUX HapPSIy C
rocyiapcTBeHHbIM si3bIkoM Poccuiickoit denepannu (pycCKHUM) roCyJapCTBEHHBIN S3bIK CYO'b-
ekToB Poccuiickoir denepanuu neyaTaroT:

A) Ha s13bIKE cyOBeKTa PD;

b) Ha rocynapctBeHHOM s13bIKe PO;

B) Ha 1BYX s3bIKax (Ha rocyaapcTBeHHOM si3bike PD u Ha s3bIKe cyObekTa PD);

I') Bce BapUaHThI BEPHBI.

8. Ha GmaHkax KakuxX JOKYMEHTOB O(hOPMIISIOT CIIPABOYHBIC JAHHBIE 00 OPTaHU3AINH:
A) IpuKa3oB;

b) pacniopspxennit;

B) cinyxeOHbIX ucem;

I') ycraBos.

9. Kakue snemenTsl pekBu3uTa «CrpaBOYHbIE JaHHBIE 00 OPraHU3ALUN SBISIOTCS 005S3aTelb-
HBIMU:

A) 0aHKOBCKHE PEKBU3UTHI, IOYTOBBIH aJipec;

b) nouroBslit anpec, Homep TenedoHa;

B) ¢akc, Homep 351eKTpOHHOM OYTHI, 0AHKOBCKHE PEKBU3HUTHI;

I') nouroBslii aapec, Homep TenedoHa, Homep (akca, Tenekca, CUETOB B OaHKe, aJjpec 3JIEKTPOH-
HOM IIOYTHI.

10. Ykaxxure npaBUIbHYIO IOCIEI0BATEIBHOCTh 3JIEMEHTOB [TOUTOBOTO ajpeca:

A) HOMep KBapTHUpBbI, JIOM, YJIHLA, HACEJIEHHBIN MyHKT, Ha3BaHUE pailoHa, Ha3BaHUE pecryOiu-
KM, Kpasi, 00J1acTH, aBTOHOMHOT'O OKPYT'a, CTpaHa, OYTOBBIN UHJIEKC;

b) ynuna, nom, HoMep KBapTUPbI, HACEIEHHBIN IMyHKT, palloH, Ha3BaHUE pecnyOInKH, Kpas, 00-
JIACTH, aBTOHOMHOI'O OKpyTa, CTpaHa, IOYTOBBIM HHJIEKC;

B) ynuua, noM, HoMep KBapTUpbI, Ha3BaHUE PECIyOINKH, Kpas, 00JIacTH, aBTOHOMHOTO OKpyra
HACEJICHHBIN MyHKT, pallOH, CTpaHa, MOYTOBBINA MHJEKC.

') mouToBbIii MHEKC, HOMEpP KBApTUPHI, Ha3BaHHWE PecHyOJIMKH, Kpas, 00IacTH, aBTOHOMHOI'O
OKpyTa HaCEeJICHHBIN IYHKT, palilOH, CTPaHa, IOYTOBBIN UHICKC.

11. Kox opranusamnuu npocTasisioT 10:

A) OKIIO;

b) OKBO/;

B) OKV/[;

I') OKATO.

12. IIpu usrorosyieHnu Kakux 0:1aHkoB oopmisiercs pekBuzut «THH/KIIIT»?
A) po0IbHOTO OJIaHKA MUChMA JI0JKHOCTHOT'O JIMIIA

B) npononeHOro 651aHKA MHCbMa OpraHU3auu

B) yrnoBoro 61aHka nuchbMa OpraHuzaiuu

I') Bce BapuaHThI BEpHBI

13. Ykaxkute npaBWIbHBIM BapuaHT 0(OpMIIEHHS CIPaBOYHON HHpOpMalu 00 opraHu3aluu:
A)

O61ecTBo ¢ orpaHUYeHHOM
OTBETCTBEHHOCTbIO
"MCTOK"

455097, r MarHuToropck, YenabuHckas obn.,
yn. Jlonapesa, 4. 2
Ten. 27-13-33; ¢dakc 27-11-90;
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e-mail: avto@avto.ru

OrPH 1127776500001,
MHH/KMN 0112220000/011777000

Neo
Ha Ne oT
b)
Ob6LecTBO € OrpaHUYEHHOM
OTBETCTBEHHOCTbIO
"MCTOK"

yA. Jlonapesa, 4. 2, r. MarHuToropck, YensabuHckas
06:., 455097

Ten. (3519) 27-13-33; dakc (3519) 27-11-90;
e-mail: avto@avto.ru

OKIMO 2356447; Or'PH 1127776500001;
MHH/KNMN 0112220000/011777000

Neo
Ha Neo oT

B)

O6LecTBo ¢ orpaHUYeHHOM
OTBETCTBEHHOCTbIO
"MCTOK"

455097, r. MarHuToropck, yn. Jlonapesa, 4. 2
Ten. 27-13-33; ¢akc 27-11-90;
e-mail: avto@avto.ru

MHH/KMN 0112220000/011777000;
Or'PH 1127776500001

Ne
Ha Ne oT.
I)
O6LecTBO € OrpaHNYeHHOM
OTBETCTBEHHOCTbIO
"MCTOK"

4. 2, yn. lonapes.a, r. Maruutoropck, 455097
e-mail: avto@avto.ru

OKIO 2356447; OI'PH 1127776500001,
MHH/KMNM 0112220000/011777000

Neo
Ha Ne oT
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14. Kox dhopmbl JOKyMEHTa MPOCTABIISIOT T10. . . :
A)TOCT P 7.0.97-2016

b) yupenuTenbHbIM TOKyMEHTaM OpraHu3aluu
B) OKY /[

) Ircaoy

15. Kakoii Habop 1udp B kogoBoM 0603HaueHun Gopmbl qokymenta 0720302 o6o3HavaeT Kiacc
(bopMBI TOKyMeHTa:

A) 302

b) 203

B) 20

I 07

16. Tlo Habopy udp B kogoBoM o6o3HadeHNH (Popmbl JokymMeHTa 0212000 MOKHO YCTAaHOBHTH:
A) TONbKO KJ1acc POPMBI IOKYMEHTA;

b) Tonpko moakiace Gopmbl TOKYMEHTA,

B) xitacc u monkiace opMbl JOKYMEHTA;

I') xmacc, moaKIIacc, perucTpauoOHHBIN HOMEP (HOPMEBI TOKYyMEHTA.

17. Ha xakux ¢opmax mpocrasisiercs Koa GOpMbl JOKYMEHTA!
A) Ha yHUUIIUPOBAHHBIX (hOpMax;

b) Ha HEYHUPHUIIMPOBAHHBIX POpMax;

B) Ha Bcex JoKyMeHTax;

I') Ha Bcex OyiaHKax.

18. Kakum JOKYMEHTOM JIOJDKHO OBITH OIpE/Ie/iCHO HaMMEHOBAaHWE BUIA JIOKYMECHTA HA JIOKY-
MEHTe, U3/JaHHOM opranuzanuei, cornacio ['OCT P 7.0.97-2016:

A) yctaBom (MOJI0KEHUEM 00 OpraHU3allin);

b) uncTpyKImei mo n1enonpon3BoACTBY;

B) nonoxxenuem o ciayxoe 10VY;

') HOMeHKIIaTypoit Jien.

19. KakoMy TOKYMEHTY JIOJIKHBI COOTBETCTBOBATh HAUMEHOBaHMSI BUJIOB IOKYMEHTOB, KOTOPbIE
OpraHu3ais BEIOMpAET Ui TOKYMEHTHPOBAHUS OPTaHU3aIMOHHO-PACTIOPSIUTEILHON JIESTEIb-
noctH, cornacuo 'OCT P 7.0.97-2016:

A) IpaBunam neonpon3BoACTBa B (heiepalbHBIX OpraHax MCIIOITHUTEIBHOMN BIIACTH;

Bb) ObmepoccuiickoMmy kitaccudukaropy ynpasieHueckoit jokymenTanuu (kiacc 0200000);

B) IlepedeHto THITOBBIX YIPaBICHUYECKUX APXHUBHBIX JOKYMEHTOB, OOpa3yIOMIMXCS B IpoIecce
JeSITeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPIaHOB MECTHOT'O CaMOYIPABJICHUS U OpraHU3aLui,
C YKa3aHUEM CPOKOB XPaHCHUS;

I') 'ocynapcTBeHHOM crcTeMe TOKYMEHTAllMOHHOTO 00ecneueH sl yIpaBIeHHUs.

20. Ha xakux nokymenrax HE ykaspiBaeTcss HauMeHOBaHUE BUIA IOKYMEHTA:
A) NOJKHOCTHON UHCTPYKIIHH;

b) cmyxebHol 3anmucku;

B) cny>xeOHoro nucoma;

I') cnpaBkwu.

21. Kem mpocraBisiercs aTa JOKyMEHTa Ha OOJBIIMHCTBE OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JTOKY-
MEHTOB:
A) MOKHOCTHBIM JIMIIOM, TIOJIITACHIBAIONTAM JOKYMEHT;

38



b) cmyx60#f TOKYMEHTAIIMOHHOTO OOeCTIedeHHs YIPABIECHUS WM CEKPEeTapeM MPHU PETUCTPALNU JTOKY-
MEHTa;

B) cocTtaBuTenem mnpu NOAr0TOBKE JOKYMEHTA,

I') Bce BapuaHThI BEpHBI.

22. Ha kakux JOKYMEHTax JIaTy JOKyMeHTa 0(pOpPMIIIET CEKPETaph:
A) Ha Bcex TOKYMEHTaXx;

b) Ha geNnoBEIX MHCHMaX;

B) na cmpaBkax;

I') Ha npukaszax.

23. Kakue cniocoObl oopmiieHust JaTtbl cooTBeTcTBYIOT TpeboBanusm ['OCT P 7.0.97-2016:
1. 09.03.13,;

2. 09 maprta 2013 1;

3. 09 maprta 2013 rona;

4.09.03.2013 r;

5. 2013-03-09;

6. 2013.03.09;

7.09.03.2013.

BapuanTb! 0TBETOB:

A) Bce BapuaHThl, KpoMe 5
b)1,4,7

B) Bce Bapuantsl, kpome 3
)2,6,7

24. IIpu moArOTOBKE TOKYMEHTA K MOJIMMCAHUIO B PeKBU3UTE «JlaTa MOKyMeHTa» 3apaHee meda-
TaloT:

A)rox;

b) mecs;

B) uucio;

I') uncno, mecsn, rox.

25. Kaxkoe Bricka3biBanue sipnsiercss HEBEPHBIM:

A) PexBusuthl «Jlata 1okymMeHTa» U «PerucTpalmoHHbIA HOMEp JOKYMEHTa» SIBJISIOTCS JTaHHbI-
MU O perucTpalnyu AOKYMEHTa W MOATOMY SIBJISIOTCS J10Ka3aTeIbCTBOM CYLIECTBOBAHMS JOKY-
MEHTa U BKJIIIOUEHHEM €T0 B JOKYMEHTAIbHbIN (POHT OpraHu3aim.

b) O0Ga pexBusuta — «Jlata nokymenTa» u «PerucrpaniMOHHBI HOMEP JOKYMEHTa» — BBITOJIHS-
10T IOPUIMYECKYI0 (DYHKITUIO, a TaKXKe BBIIOIHSIIOT MOMCKOBYIO (DYHKIHIO, TaK KaK IO3BOJISIOT
OpraHu3ay BECTH HH(OPMaLMOHHO-CITPABOYHYIO paboTy.

B) PexBusuthl «J/lata nokymeHTa» U «PerucTpanoHHbIi HOMEp TOKYMEHTa» O(QOpPMIISIOTCS Ha
OJIHOM YPOBHE 110 OTHOLIEHHIO APYT K APYTY.

') JlaTa 1 perucTpallnoHHbI HOMEp TOKYMEHTa 0(pOPMIISIOTCS HE Ha BCeX OJIaHKaxX.

26. Kakoii a1eMeHT perucTpalmoOHHOT0 HOMepa JJOKYMEHTA SIBIIETCS 00s13aTeIbHBIM:
A) WHJIEKC J1ena Mo HOMEHKIIaType Jei

b) undopmanus o KoppecrnoHaeHTe

B) nopsiaxoBslii Homep

I') uapopmarust 06 UCTIOTHUTENAX

27. Uto 0003HaYaeT YUCIIO 45 B PErUCTPAIIHOHHOM HOMEpE, HMetolieM o0o3HadeHune Ne 45/1-5;
A) HOMED eI IO HOMEHKIIATYpe M

B) mopsinkoBBIN HOMED T10 JKYPHAITY PETUCTPAIHH

B) xonx moapasneneHus
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I") ko kKoppecmoHAcHTa

28. Yxaxnte BEPHOE BrIcKa3pIBaHuE:

A) Csenenus B pekBu3ute «CChlIKa Ha PETUCTPALIMOHHBIA HOMEP U 1aTy JOKYMEHTa» IPUCBaU-

BaIOTCSl OpraHU3aIKMe-aBTOPOM OTBETHOTO MHUChMa.

b) Ha Onanke muchbMa MpoOCTaBISETCS OTpaHUYUTEIbHAsI OTMETKA JJisi pekBu3uTa «CChUIKA Ha

PETHCTPAllMOHHBII HOMEpP W JaTy JOKYMEHTa» CIEAYIOIIHM 00pa3oM: « oT
».

B) PekBusutr «Cchuika Ha JaTy W PErHCTPAIIMOHHBIA HOMEp JOKYMEHTa» 3aIlloJHSAETCS B Tpe-

MMYIIECTBEHHO B MUChMax-oTBeTax. CBelleHUs] B PEKBU3HUT MEPEHOCITCS C MOCTYHMUBILIETO J10-

KYMEHTA.

') Ykazanue JaHHBIX O TIOCTYIHBIIEM TUChME Ha OJaHKE MUChMa B BHJIC OTJEIBHOTO CCHUIKH Ha

PETHCTPAIMOHHBIN HOMEP U JIaTy JOKYMEHTa HE MCKJII0YAeT HEOOXOIUMOCTH CChIIAThCS HA HUX

B TEKCTE€ OTBETHOIO MHChMA: B Hayajie TEKCTa MUchMa Beerja cienyer nucath «Ha Bamr Ne ... ot

O

29. Kakas xapakrepuctuka HE COOTBETCTBYET pexkBusuty «MecTo cocTaBleHHs WU U3/a-
HUA TOKYMCHTa»:

A) JlaHHBII pPEeKBU3UT MOMOTAeT UACHTU(PHUIIMPOBATH aBTOPA IOKYMEHTa, MO3TOMY €ro opopm-
JISIOT Ha BCEX OJIaHKaX;

b) lannblii pekBU3UT HE OQOPMIISIOT HA OOJIBIIMHCTBE UCXOIICH JOKYMEHTAIlMU, TaK MECTO
U3JIaHUS JIOJDKHO OBITh OTPaXXCHO B PEKBU3HUTE «CIPABOYHBIC TAHHBIC 00 OpraHu3aIiuny;

B) Jannslit pekBU3UT 0POPMIIAIOT Ha OOMIMX OJIaHKax U OJaHKaX KOHKPETHBIX BHJIOB JOKYMEH-
TOB, €CIIM €T0 OTPE/ICTICHNE 3aTPYTHEHO 110 peKBU3UTY «HanMeHOBaHWE OpraHU3aIum»

I') Ilpu yka3zaHuU HAaceJIEHHBIX MECT B JIAHHOM PEKBU3HUTE HEOOXOIMMO HCIOJIb30BaTh OOIIIe-
HNPUHATHIE cOKpalleHus, oTpaxenHbie B OKATO.

30. Ykaxxute HEBEpHOE HANKUCaHUE PEKBU3NUTA «MeCTO COCTaBIICHUS WM U3JIaHUS JOKYMEHTa»:
A) cr-u1a benokameHnHas;

b) MaruuToropck

B) Mocksa

I') Cankr-IlerepOypr

31. B xakom majiexe yKa3blBalOT JOJKHOCTB JIMIIA B PEKBU3HUTE «Aipecary:
A) B IMEHHUTEIHHOM;

b) B narenpHOM;

B) B npeoxHOM;

') B pogutensHOM.

32. B KakoM MaJie’ke yKa3bIBalOT HAUMEHOBAHHUE OpPraHU3allMy U €€ CTPYKTYPHOIO MoJpa3elie-
HUS B PEKBU3NTE «Apecary:

A) B IMEHHUTETILHOM;

b) B narenpHOM;

B) B npeoxHOM;

') B pogutensHOM.

33. Vxaxxure HEBEPHOE BbICKa3bpIBaHuE:!

A) B cocraB pekBu3uTa «AnpecaTy NOUYTOBBIN aJpec HE SBISIETCS 0053aTeIbHBIM 3JIEMEHTOM, OH
oopmIisieTcs 10 yCMOTPEHHIO OPraHU3alMU-aBTOpa JOKYMEHTA.

B) IIpu anpecoBanuu AOKyMEHTa (PU3NYECKOMY JIMILY CHayalla yKa3blBalOT (aMHUIINIO U MHUILIKA-
JIBI ITOJTy4aTelIsd, 3aT€M IIOYTOBBIN aapec.

B) Ilpu agpecoBaHuM JOKyMEHTa B OPraHM3allMI0 CHayajla YKa3bIBalOT €€ MOYTOBBIN ajpec, 3a-
TEM €€ HAUMEHOBAHME.
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I') Ecnu [1OKyMEHT OTHpPABISIOT B HECKOJIBKO OAHOPOJHBIX OpPraHM3allUid WIM B HECKOJBKO
CTPYKTYPHBIX HOJpa3JeIeHuil OAHOM oOpraHM3aluu, TO MX CleAyeT yKa3blBaTbh OOOOIIEHHO,
Hanpumep: Pyxosooumensim ¢uiuanoe OOO «Jomocmpoiiy.

34. Ha xakux nokymentax HE odopmisieTcst pekBu3uT «Anpecary:
A) iucbMo;

b) cnpaBka;

B) cnyxeOHas1, qoknaaHas U 00ObSICHUTEIbHAS 3aIUCKU;

I') momKHOCTHASI HHCTPYKITHSL.

35. YkaxuTe MpaBHIbHBIN BapHaHT O(POpMIIEHUS peKBU3UTA «AJpecar» B MUCbME, HaIpaBJsie-

MOM B OpraHH3aiuio:
A)

[eHepanbHOMY AnpeEKTOpPY
OAO "Crpoitpecypc"

MockBa, yn. KusonucHas, 24,
255678

b)

OAO "Crpoipecypc"
leHepanbHOMY AMpeEKTOpPY
C.C. KanawHwukosy

MockBa, yn. XMusonucHaa, 24,
255678

B)

255678, MockBa,
yAn. }usonucHas, 24

[eHepanbHOMY ANpeEKTOpY
OAO "Crpoipecypc"
C.C. KanawHwukosy

)

leHepanbHOMY AMpPEKTOpPY
OAO "Crpoipecypc"
C.C. KanawHwukosy

yAn. }nsonucHas, 24,
MockBa, 255678

36. Kakoil peKBU3UT UMEET CIEIYIONIYIO XapaKTEPUCTUKY: «Ero cocTaBHbIE YaCTH MOTYT BKIIIO-
YaTh: HAMMEHOBAaHUE YYPEXKJCHUs, OpraHU3allii; HAaUMEHOBAaHUE CTPYKTYpPHOTO MOJpa3felie-
HUS; yKa3aHUE JIOJDKHOCTH TMOJTydaTelst; MHULKAbI, (JaMHIINIO; TOYTOBBIN ajpec:

A) anpecar

b) cripaBouHBIC JaHHBIE 00 OpraHU3AIMHI

B) rpu¢ cornacoBanus

I') pe3onrorus

37. Kako¥ peKkBU3HUT BKJIIOYAET CICIYIOIINE JIEMEHThI: (aMIINN, HHUITHAIIBI UCTIOTHUTEIEH; CO-
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JiepKaHue MOPYUYCHHUS; CPOK HCTIOTHEHHUS; TIOINCH; 1aTy:
A) rpud cornacoBaHus;

b) rpud yrBepxaeHus;

B) Tekcr;

I') pe3omtorus.

38.Ykaxxute BepHBI BApUAHT OPOPMIICHHSI PE3OIFOIIMN PYKOBOIUTEIISL:
A)

B npuKas
Modnuce pykosodumens
12.12.2013

b)

Ckeopuosy U.A.

Mpowy paccmompeme.
lModnuce pykosodumersa
10.12.2013

B)

Bcem npuHaAms yyacmue.
lModnuce pykosodumens
12.12.2012

I)

Conossesgy U.K.

lpowy nodzomosume naaH pabomei Ha 8mopoe ronyz2odue k 28.12.2013.
Modnuce pykosodumens

10.12.2013

39. Kaxkoii pexBusut HE otpaxaer sTamnbl paboThl HaJl TOPyYECHUEM:
A) pe3oronus;

b) ormMeTka 0 KOHTpOIIE;

B) Bu3a cornacoBanusi;

') ormMeTka 00 MCTIOIHEHUU TOKYMEHTA U HAPaBIIEHUH €r0 B JIEJO.

40. YKaxuTe BEpHOE BbICKa3bIBaHUE:!

A) OT™MeTKa 0 KOHTPOJIE IPOCTABIISIETCSA UCTIOIHUTENIEM JOKYMEHTA.

B) OtmeTky 0 KOHTpOsIe OQOPMIISIFOT OJJHUM U3 CIIOCOO0B: OYKBON «K», CIIOBOM MJIM HITaMIIOM
«KoHTponb» 1 pa3merniaercs B IpaBOM BEPXHEM YTy CIIyKeOHOTO MOJIsi JOKYMEHTA.

B) OtmeTka 0 KOHTpOJE MPOCTAaBISIETCA B 3aKIIOYMTENBHOM 4acTH TEKCTa JOKYMEHTa B BUJE
KIUIIHPOBaHHON (hpa3bl «KOHTpOIb HCTIONHEHNS BO3JIOKUTH Ha...» Win «KOHTpOIb HCIOHE-
HUS OCTaBIISIO 32 COO0IN.

[') Hanuuue oTMeTkH, B MEPBYIO OYepellb, TUCHUIUIMHUPYET PYKOBOIUTENS U JETONPON3BOIM-
TEJsl, KOTOPbIE 3aMHTEPECOBAHBI B UCIIOJIHEHUH JJOKYMEHTA.

41. Kakoii pekBU3UT 0POpMIIIETCS TIOCIEIHUM Tepell TEM, KaK JOKYMEHT OyleT OoTIpaBlieH Ha
XpaHCHHE:

A) oTMeTKa 00 UCTIOTHUTEIIE;

b) oTmMeTka 00 UCTIOTHEHUH TOKYMEHTa M HAIIPABJICHUU €T0 B JIEII0;

B) oTmMeTka 0 MOCTYIJICHUH TOKYMEHTA B OpPTaHU3AIHIO;

I') rpud yrBepx)acHUSI.

42. Kakast ¢popMyIHpoBKa 3arojioBKa K TEKCTY SBIISETCS BEPHOU (B ckoOKax 0003HAUYEH BUJ J10-
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KYMEHTa, K KOTOpOMY C(hOPMYIIHPOBAH 3ar0JIOBOK):

A) (IOI"OBOP) njis mocTaBOK TOBapOB;

Bb) (AOJDKHOCTHAS MHCTPYKL M) rnaBHOMY OyXrantepy;

B) (ITPUKA3) O6 yTBep:kaeHIUN HHCTPYKIIUH T10 ACIIONPOU3BOICTRY;
I') (ITpukaz) O H.K. Iletpoge.

43. B kakux ciayqasix 0opOpMIICHHE 3aroJIOBKa K TEKCTY SIBISIETCS 0053aTeIbHBIM:

A) Ha OpraHu3alMOHHO-PACIIOPATUTEIILHOM To0KyMeHTe popmarta A4;

B) Ha opraHn3annoHHO-pacIOPAAUTEIHHOM TOKyMeHTe (hopmaTa AS;

B) Ha 1oKyMeHTax, TEKCT KOTOPBIX HE MPEBbIIIAET 3-5 CTPOK;

[') 3aroyioBok K TEKCTy JOJDKEH O(OpMIIATHCA Ha BceX 03 HCKIIOYEHHs OpraHU3allMOHHO-
pacrnopsiAUTEIbHBIX TOKYMEHTAX.

44. I'maBHBIM PEKBU3UTOM JOKYMEHTA SIBIISICTCS:
A) nara;

b) Tekcr;

B) noanuce;

I') meyats.

45. B kakoM BHJIe BO3MOXXHO O(OpPMIIEHHE TEKCTa OPraHU3aLHMOHHO-PACIIOPAAUTEIBHOTO JOKY-
MEHTa:

A) B Buzie (hOTOM300pAKECHHI,

b) B Buze niutrocTpariuii;

B) B Buie ueprexei;

I') B BUje coelMHEHNs aHKEThI, TAOJIULIbI, CBI3HOTO TEKCTA.

46. Kakyto nadopmaliyio moMemarT BO BTOPOH (3aKITIOYNTEIHHOM ) YaCTH TEKCTa JOKYMEHTA!
A) IpUYHMHBL;

b) ocHoBanus;

B) nenu;

I') npochOBbL.

47. Kakyto nnpopmanuto HE nomemnator B nepBoii 4acTu TEKCTa TOKYMEHTA:
A) IpUYHMHBL;

b) pexomennamuu;

B) npennoxenus;

I') peenus.

48. Kakoe odopmiieHHEe OCHOBaHUsS JOKyMeHTa cooTBeTcTByeT TpeboBanusm ['OCT P 30-2003
(B ckoOkax 0003Ha4YeH KIIHOUEBOI I1aros pacrnopsauTeaIbHON YacTh JOKYMEHTA):

A) B cBsi3u ¢ He00X0IMMOCTBIO UCTIONHUTE Nprka3 MuHKUcTepcTBa ([IPUKA3BIBALO);

b) Bo ucnonnenue npukaza OAO «MMK» Ne 45 «O nopsinke 3akiarouenus: jorosopos (ITPE/I-
JIAT AIO);

B) Ha ocHoBanuu npukaza MunucrepcTBa oopa3zoBanus U Hayku P® ot 15 suBaps 2013 Nel5
«O nopsnke nposeneHus arrecraiuu By3os» (IIPUKA3BIBALO);

I') C nento ucnonHeHUs MpuKasza pekropa o0 ykperuieHuH TpyaoBoil nuctuminasl (ITPEUJIA-
'AIO).

49. B kakom nokymeHnte TekcT HE m3narator ot nepBoro Jjiviia € IMHCTBEHHOTO YUCIA!
A) B 3asBJICHUY;

b) B nuceme;

B) B mpoTtoxoue;

I') B mpukase.
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50. Ykaxxure BepHOE OPOpPMIIEHHE OTMETKH O HAJTMUUH MIPUIIOKEHHS B TUCHME:
A) Ilpunoxenue: ynomsiHyroe Ha 3 1. B 1 3K3.
b) [Ipunoxenue: o Texkcry Ha 3 1. B 1 7K3.

B) IIpunoxxenue: Ha 3 1. B 1 3K3.
I') [IpunoxeHue: HE UMEETCH.

51. Beibepure npaBuiibHBINA BapuaHT O(hOPMIICHHUS MOJMUCH B PACIOPSIIUTEILHOM JOKYMEHTE Op-

raHu3aiuu (mpukKase, pacriopsiKEHUN):

A)

leHepanbHbIN gUpeKTop

lMoonuce

M.I. bensakos

b)

leHepanbHbI ANPEKTOP
000 «Komnac»

lMoonuce

M.M. bensaxkos

B)

FeHepanbHbIN AMpPEKTOp
000 «Komnac»
12.12.2013

Modnucek

M.M. bensaKkos

)

FeHepanbHbIA gUPEKTOp
12.12.2013

Modnucek

M.. bensKos

52. Ecnu 3amecTuTenb PYKOBOAUTEIIA OpraHu3allii UMCCT ITPaBO IMOANUCHIBATh JOKYMEHTEI BMECTO

PYKOBOAUTEILA B CJIIyda€ €T0 BpEMECHHOI'O OTCYTCTBHA, KaK JOJDKHA OBITh ocbopMneHa HOAIIUCH:

A)

‘ M.0. reHepanbHOro anpekTopa Ucaes O.H. Ucaes |
b)

‘ 3aM. reHepanbLHOro gmMpeKkTopa Ucaes O.H. Ucaes |
B)

‘ /TeHepanbHbIN ANpeKTop Ucaes N1.N. CaBenbes |
)

‘ Bp. n.0. reHepanbHOro gMpeKkTopa Ucaes O.H. Ucaes |

53 Kak momkHa ObITh 0(hopMIIEHA TIOAIICH, €CIT KOMMEPYECKHI TUPEKTOP HAXOAUTCS B OTITYCKE, a
UCTIOTHEHHE €T0 003aHHOCTEH MPUKA30M BO3JI0KEHO Ha 3aMECTHTENSI KOMMEPUYECKOTO JUPEKTOpa:

A)

‘ Kommepueckuit anpektop Eppemos H.P. PasaHoB |
b)

‘ 3aM. KOMMepPYeCKOro gmMpeKkTopa Eppemos E.O. Edpemos |
B)

‘ M.0. KoOmmepyecKkoro anpektopa Epppemos E.O. Edpemos |
)

‘ / Kommepueckuit ampeKtop Eppemos E.A. Edpemos |
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54. Ha xakoM JOKyMeHTEe He OOPMIISIOT TpU(] YTBEPIKICHUS:
A) Ha ycTaBe OpraHu3alluu;

b) Ha axre;

B) Ha 3asBneHuy;

I') Ha UHCTPYKLIMH.

Kaxkoii nokymenT HE nomjie:xxut yrBepxaeHuto:

55. Kakue u3 nepeurcieHHbx 10kyMeHToB HE ya0CcTOBEpSIFOTCSI OTTUCKOM T€YaTH OpraHu3aliu:
A) rapaHTuiiHbIE TMCHMA;

b) cnpaBky;

B) npukassr;

I') moroBopsL.

56. Kakoli peKBH3HUT OTpaykaeT BHEIIIHEE COTIIACOBAaHUE JJOKYMEHTA!
A) BH3a COTIaCOBaHUS;
b) Bu3a 03HaKOMIICHUS;
B) rpu¢ cormacoBanus;
') rpud yrBepxaeHus.

57. KakoMy peKBH3UTY COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTUKA: «ITOT PEKBU3UT BKIIOYAECT
HAUMEHOBAHHE JOJHKHOCTH, MTOANMKCH, PACIIU(POBKY MOMMUCH (MHUIIAABI, (PaMIIIAIO) U TATY:
A) moanuce;

b) Bu3a cornacoBanusi;

B) pe3omrorus;

I') oTmMeTKa 0 3aBEpEeHUU KOIUHU.

58. Ha xakoM »K3eMIUIsipe AEI0BOr0 MHCHhMA, MOATOTOBIEHHOM JJIsl OTIPAaBKH agpecary, Mmpo-
CTaBIISIOTCS BU3BIL:

A) Ha OAJIMHHUKE, OTIIPABIIIEMOM ajipecary;

b) Ha xonuu, momemaemMoi B 110 OpraHu3aluy;

B) Ha moymMHHMKE, OTIPABIIEMOM aJpecary, U Ha KOITUH, TOMEIIaeMO B IeJI0 OpTaHU3aIliH;
I') Ha mucbMax BU3BI HE OPOPMIISIOT.

59. Ecam n0JKHOCTHOE JIMIIO HE COTJIACHO € TEKCTOM JOKYMEHTA, UMEET JIM OHO IpPaBO OTKa-
3aTbcsl OT 0()OPMIIEHUS COTJIACOBAHMS:

A) Jla, mMmeeT mpaBo, €clii 3TO Tpu@ COTIacoBaHUs;

b) la, umeeT mpaBo, €ciiv 3TO BU3a COTJIACOBAHMS;

B) Her, He uMeeT mpaBo, Tak Kak W BHEIIHEE, 1 BHYTPEHHE COTJIAaCOBaHHUE TPeOYyIOT 00s3aTeNb-
HOTO COTJIacHsl.

I') Jla, uMeeT mpaBo, Tak Kak ¥ BHEIITHEE, U BHYTPEHHEE COTNIacCOBaHHe O(POPMIISIFOTCS TOJIBKO B
ClIy4ae corjacus ¢ TEKCTOM JIOKyMEHTa.

60. KakoMy peKBHU3UTY COOTBETCTBYET CIICIYIOIIAS XapaKTEPUCTUKA: « DTOT PEKBU3UT BKJIOYa-
€T 3aBEpUTENIbHYIO HAINNCh: "BepHo"; MOMKHOCTD NTUIA; TUYHYIO MOAMKUCEH; PacIIudpOBKY MOA-
NUCH (MHULUANBI, (aMHIIUIO); AaTy»:

A) oTMeTka 00 UCTIOTHEHUH IOKYMEHTAa U HAMPABJICHUH €T0 B JIEIIO;

b) moanuce;

B) oTrmeTka 0 3aBepeHHM KONTUU JOKYMEHTA;

I') pe3omronus.

61. Ykaxxure BapuadT opopmieHus OTMETKH 00 ucnosautene, ycranopienasii 'OCT P 7.0.97-
2016:
A)

45



Mectpakosa Onbra N'eHHaAbeBHA
Ten. 22-34-75

b)

O.T. MNecTpaKkosa
223475

B)

Mectpakosa O.I.
22-34-75

)

Mcn. Nectpakosa Onbra NeHHagbeBHa
22-34-75

62.Kakomy (-UM) pEeKBU3HUTY (-aM) COOTBETCTBYET CIEAYIOIIasi XapaKTEPUCTUKA: «...COJECPKUT
OuepeIHON MOPSAIKOBBIM HOMEpP U JaTy (MPU HEOOXOIUMOCTU — Yachl U MUHYTHI); IPOCTABIISIOT
B [IPABOM HUKHEM YTy JIUIIEBOM CTOPOHBI MIEPBOTO JUCTA JOKYMEHTA WK Ha €ro 000poTe»:

A) perucTpaiioHHbII HOMED U JAaTa JOKYMEHTA;

b) ccbuika Ha perucTpallMOHHBIN HOMEP U 1aTy JOKYMEHTa;

B) nnentuduxatop 371eKTpOHHON KOMTUU TOKYMEHTA;

I') oTMeTKa 0 OCTYIUICHUU JOKYMEHTA B OPTaHHU3AIUIO.

63. Kakoli peKBU3UT UCHIONIB3YETCS s YAOCTOBEPEHUSI DJIEKTPOHHOIO IOKYMEHTa:
A) ko1 pOpMBI TOKYMEHTA;

b) peructpanuoHHblii HOMEp TOKYMEHTA;

B) unentudukarop 31meKTpOHHOIN KOTUM TOKYMEHTA;

I') anexktponHas uudpoBast MOAMNUCH.

TECT 4

1. KakoMy TepMHHY COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTHKA!

Omo 6uo nucbMeHHo20 OOKYMEHMA, 8 KOMOPOM (PUKCUPYIOM peleHUss AOMUHUCMPAMUBHBIX U
OP2aHU3AYUOHHBIX BONPOCOS, A MAKIICE BONPOCOE YNPABIEHU, 83AUMOOEUCMEUs, 0DeCneyeHus u
Ppe2yIupo8aHus 0esimenbHOCMU OP2aH08 GIACMU, YUPeHCcOeHUl, NPeOnpUsmuil, OpeaHu3ayull, ux
noopazoeneHutl U OOAHCHOCHHBIX TUY.

A) opunnanbHBINA JOKYMEHT;

b) cnyxeOHbIil TOKYMEHT;

B) ynpaBneHueckuii JOKyMEHT;

') opranu3aMoOHHO-PacIOPAIUTENbHBIN TOKYMEHT.

2. Kakoe onpeneneHne COOTBETCTBYET CTAHIAPTU3UPOBAHHOMY OIPEACIICHUIO OpPTraHN3alliOHHO-
pacopsiAUTENBLHOTO JOKYMEHTA!

A) JloxymeHT, obecrieunBaronnii (yHKIIMOHUPOBAHNE U B3aUMOCBS3b YIPABIAIOIIEH U yIpaB-
JISIEMOW CUCTEM HA BCEX YPOBHSIX.

b) JlokymMeHT, co3/1aHHBINH IOPUANYECKUM WM PU3NYECKUM JTUIIOM, O(DOPMIICHHBIA U yIOCTOBE-
PEHHBIN B yCTAaHOBJIEHHOM IIOPSIJIKE.

B) OdurmanbHbIil TOKYMEHT, UCIIOJIBb3yEeMbIH B TEKYIIEH ASATEIHHOCTH OPTaHU3aINH.

[') Bux muchbMEeHHOTO JOKYMEHTa, B KOTOPOM (PUKCHPYIOT pEUIeHHEe aJIMUHUCTPATUBHBIX U Op-
TFaHU3ALMOHHBIX BOIIPOCOB, a TAKXKE BONPOCOB YIPABJICHUS, B3aUMOJAEHCTBHS, 0OeClIeYeHus U
pEryJIMPOBaHUSl AEATEILHOCTH OPraHOB BJIACTH, YUPEXKIECHUHN, NPEANPUIATUNA, OpraHu3anuil, ux
MOPa3CIICHUI U TOJDKHOCTHBIX JIMII.
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3. Cpenu mOKaJbHON OpPraHU3aIllMOHHO-PACTIOPSAUTENFHON JOKYMEHTAIIMHA BBICITUM FOPUIAYC-
CKHM CTaTyCOM 00JI1aJIaeT:

A) pacniopsiauTenbHas JOKyMEHTAIUS;

b) opranu3anyonHas JOKyMCHTAIIHS,

B) undopmannonHo-cripaBoYHast TOKyMECHTAIINS,

') Bce rpyIIbl OpraHu3aluOHHO-PACIIOPSINTEIPHON JOKYMEHTAIIMH 00J1a/1al0T OJIMHAKOBO BBI-
COKHUM IOPHINYECKUM CTATYCOM.

4. B kakoMm psly BC€ NEPEUUCICHHBIE BHUABl JOKYMEHTOB OTHOCSTCS K OpraHU3alMOHHO-
MIPABOBBIM:

A) ycrtaB, ITaTHOE paclUCcCaHue, OTYET;

b) yapenurenbHbiii 1oroBop; yka3 [Ipesunenra PD; uHCTpyKIIUS 11O ASIONPOU3BOACTRY;

B) npaBuna BHyTpeHHEro TpyAOBOTO pacHopsijika, JOJKHOCTHOM periiaMeHT, aAMUHUCTPATHB-
HBII pEerjJamMeHT;

I') monoxxeHne O CTPYKTYpPHOM TMOIPA3JCICHUH, JOHKHOCTHAS WHCTPYKIIMS, aHATUTHYECKas
CIIpaBKa.

5. K opraauzaunonno-npaBossiM qokymentam HE OTHOCATCA:
A) ycrassl;

b) mpaBuna;

B) akrtsi;

') uacTpyKIINH.

6. Kakoit npusznak HE XAPAKTEPEH ainsa opranu3animoHHO-IIPaBOBBIX IOKYMEHTOB:
A) yTBEpKJIal0TCs, IO3TOMY UMEIOT PEKBU3UT «T'PUD YTBEPKIACHUSY;

b) noanuceiBatoTCs, MO3TOMY UMEIOT PEKBU3HUT IIOMHCHY;

B) sBisitoTcst 6€CCpOYHBIMU U ICUCTBYIOT /10 UX OTMEHBI HJIM 3aMEHBI HOBBIMU;

') sBASIOTCS AMPEKTUBHBIMHE, TIO3TOMY UMEIOT PEKBU3ZHUT «OTMETKA O KOHTPOJIEH.

7. K yupenurensubim fokymentam HEJIb34 otnectu:
A) onoxenue 00 opraHu3aluy;

b) nonoxxenue o CTpyKTypHOM HOJpa3/IeIEHUH;

B) ycraB opranuszanuu;

I') yupeauTenbHblii JOrOBOP.

8. Kaxkoii (-ue) moxyMmeHT (-bI) SABISAET(-I0T)CS YUPEAUTEIbHBIM (-H) IS aKIIHOHEPHBIX OOIIECTB
B COOTBETCTBHH C aKTYaIbHBIM 3aKOHOIaTEITLCTBOM:

A) ycras;

b) yupenuTenbHbIit 10roBOD;

B) ycTaB u yupeautenabHbIil 10roBop;

I') nonosxenue 06 aKIMOHEPHOM OOIIECTBE.

9. Kakue crpykrypst HE MOTI'YT JIEUCTBOBATD Ha 0CHOBE MONOXKEHHil:

A) CTpyKTypHBIE IOJIpa3Ae/ICHUs] HEKOMMEPUYECKUX U KOMMEPUECKUX OpraHU3alnii;
b) GromxeTHBIE HEKOMMEPUYECKHE OPTaHU3allNH;

B) ¢unmanel, npeacTaBuTeNbCTBA, OTACIICHUS] KOMMEPYECKHX OpTraHU3allHii;

') kommepueckre opranu3alyi.

10. Kakoii Bug ycraba HE CYIIIECTBVYET:

A) ycTaB rocy1apCTBEHHON WJIM MYHHIIMITAILHOW OpraHU3aIuy;
b) ycTaB koMMepUecKkoi opraHu3aIvi;

B) ycraB 00miecTBEHHOM OpraHU3aIuy;

I') ycTaB nHAUBHUIYJIBHOTO MPETPUHUMATEIS.
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11. Kakoii pexkBu3uT oTiau4aeT o(OpMIEHHE yCTaBa OT JPYIMX BHJIOB OpraHU3allMOHHO-
MIPABOBBIX IOKYMEHTOB:

A) Hanmume rpuda yTBEpKICHUS,

b) Hanmnuue BU3 03HAKOMIICHUS;

B) Hasnnume OTMETKH O €ro perucTpaluu;

I') Hanuuue nmoanucei.

12. ¥V kakoro Bua OpraHu3alMOHHO-TIPABOBOM JOKYMEHTAIIMN TPEOOBAaHHUSA K TEKCTY YCTAHOB-
JIEHBI B 3aKOHOJIaTEJILHOM MOPSIJIKE:

A) MHCTPYKIIMSI HOPMaTUBHO-METOIMYECKOTO XapaKTepa;

b) ycrag;

B) nomxHOCTHAS MHCTPYKIUS;

I') wraTHOE pacniucaHue.

13. Kakoit opraHn3aliuOHHBINA JOKYMEHT UMEET YHH(PHUIMPOBAHHYIO (hopmy:
A) ycras;

b) nomKHOCTHOM periiaMeHT;

B) miratHoe pacniucanue;

') uHCTPYKIUS 1O JeONPON3BOACTBY.

14. Omnpenenute, K KaKOMy OpPraHU3allMOHHOMY JOKYMEHTY OTHOCHUTCS TpejjaraeMbiidi ¢par-
MEHT TEKCTa JOKYMEHTA!
1. dupmeHHOe HaMMeHOBaAHME MU MECTOHAXOXAeHWe obLLecTBa
1.1.NonHbIM GMPMEHHBIM HaMMeHOBaHMEM obLecTBa ABAseTcA: O6LECTBO C OrpaHUYEHHOM
oTBeTCTBeHHOCTbio « MUP». CoKpalleHHoe pupmeHHoe HaumeHoBaHWe obuwectsa — 000 «MUP».
1.2.0pnaunyeckunin agpec obwecrtsa: yn. CpegmseMHOMOpPCKas, 4.1, r. MarHuToropck, Yenabun-
cKasa o6bn., Poccua, 455012.

BapuaHTs!l OTBETOB:

A) monoxeHue 00 OpraHu3aluu;

b) uHCTpYyKIUS 1O JeI0NpPOU3BOJCTBY;

B) ycras;

I') npaBusia BHEIIHEW EPENUCKU OPraHU3alNu.

15. Onpenenure, K KaKOMy OpPraHM3allMOHHOMY JOKYMEHTY OTHOCHUTCS IpeajaraeMblii ¢par-
MEHT TEKCTa JOKYMEHTA!

Obume nonoxeHusn
1.1.CekpeTapb-pedepeHT OTHOCUTCA K KaTeropuun cneumnannctos NpeanpuaTus, NpuHm-
MaEeTCA 1 YBOJIbHAETCA ANPEKTOPOM.
1.2.0cHOBHbIMYM 3a@a4amm cekpeTapA-pedepeHTa ABAAETCA OPraHM3aLUMOHHOE U OKY-
MeHTaLMOHHOoe obecneyeHne ynpaBieHYecKon 4eaTeNbHOCTH.

BapuaHnTs! 0TBETOB:

A) MHCTPYKIIHS 10 EPCOHAIY;

b) mpaBuia BHyTpEHHETO TPYIOBOTO PACTIOPSIKA;
B) monoxenue 06 oTaene AeI0MPOU3BOCTBA;

I') nomxHOCTHAsI MHCTPYKIIUSL.

16. Ompenenute, K KaKOMy OpPraHU3AIMOHHOMY JOKYMEHTY OTHOCHTCS TpejiaraeMbiii (par-
MEHT TEKCTa JOKYMEHTA:
‘ 1.1. DneKkTponpoBoAKa B y4ebHbIX MOMELLEHNAX AOMKHA HAX0AMUTbCA B UCNPaBHOM cocTosHUKU. Conpo- |

48




TUBNEHWE M301ALMMN NPOBOLOB AOIKHO NEPUOANYECKM 3aMeEPATLCA, NPU HEOOXOLMMOCTU AOKEH NPO-
N3BOAMTHCA PEMOHT.

1.2. 3anpelaeTca NPUMEHATb A8 3aLLMTbI 9/1EKTPOCETEN BMECTO aBTOMATUYECKMX NpefoxXpaHuTenein u
NIaBKMUX BCTABOK 3aLLMTY KYCTaPHOTO U3TOTOBIEHUSA («IKYUKM»).

BapuaHnTtsl 0TBETOB:

A) UHCTPYKIHS [0 TEXHUKE OE30MIaCHOCTH B y4eOHOM 3aBEJICHUU;

b) nomxHOCTHAs WMHCTPYKILUS 3aMECTUTENS JUPEKTOpa MO BOIMPOCAM TEXHHKU O€30MacHOCTH
y4eOHOr0 3aBEJICHUS;

B) mpuka3 ynpasieHusi 00pa3oBaHUSI MYHHUIIMIIAJLHOTO OOpa3oBaHUS O COOJIOJCHUM MPaBUI
TEXHHUKHU 0€3011aCHOCTH B yUEOHBIX 3aBEICHHUSIX;

') THIOBOE MOJI0KEHUE O TEXHUKE OE30MaCHOCTH B YU€OHBIX 3aBEICHUSX.

17. Onpez(eJmTe, K KaKOMYy OpraHU3allUOHHOMY JOKYMCHTY OTHOCHTCS npezmaraeMLIﬁ (bpar—
MCHT TCKCTAa JOKYMCHTA!

1.1.MHCTpYKTOP NepBoWi KaTeropum oTaena KaLpos, OpraHM3aumMoHHO-MacCoBOW PaboTbl M KOH-
TPON OTHOCUTCA K KaTeropmm cneumanncros.

1.2.Ha f0NKHOCTb MHCTPYKTOPA NEepBOM KaTeropmmn HasHavaeTca MLo, MMeloLLee Bbicliee Npo-
deccrmoHanbHoe obpasoBaHue, 6e3 NnpeabasaeHUA TPe6OBaHMIA K CTaxKy paboTbl.

1.3.HasHayeHne Ha AONKHOCTb MHCTPYKTOPA NEPBOI KaTeropun 1 ocBoboXKaeHMe OT Hee Npo-
N3BOANTCA NOCTAaHOBAEHNEM (pacnopsAXKeHNemM) coBeTa UAK NPaBAeHNUA.

BapuanTsl 0TBETOB:

A) xkBanuduKaMOHHBIE TPEOOBAHUS K HHCTPYKTOPY IEPBOM KaTErOpUH OT/ENa KaJJpOoB, OpraHu-
3allMOHHO-MAacCOBOW pabOTHI M KOHTPOJIS;

b) mpaBuna BHyTpeHHEro TpyAOBOr0 pacnopska B OTAee KaJIpoB, OPraHU3alMOHHO-MaCCOBOM
paboThl ¥ KOHTPOJIS;

B) nonosxenue 06 otaene Kaapos;

[') momKHOCTHAsE MHCTPYKIMS MHCTPYKTOpA MEPBOM KAaTETOPUHU OT/ea KaIpoB, OPraHU3aI[HOH-
HO-MacCOBOW pabOThI U KOHTPOJISL.

18. Ompenenure, K KaKOMy OpraHU3allMOHHOMY JOKYMEHTY OTHOCUTCS TNpeajaraemblil ¢par-
MEHT TEKCTa JOKYMEHTA!

1. O6bwue nonoxeHua

1.1.lutepaTypHana npemus «Pycckaa paHTacTUKa» (Oanee no TeKCTy — Npemus) Npucy»agaerca
€XKerogHo 3a nyyuwee paHTacTUYECKOE NPOU3BEAEHME KPYNHON GOPMBbI, ONy6AMKOBAHHOE B roay,
npeaLwecTByOLWEM NPUCYKAEHUIO MPEMUMN.

1.2.B KayecTBe AOMNO/NHUTENbHbIX HOMUHALMI Ha COMCKAHME NPEMUN, He 06A3aTENIbHO NPUCY K-
[aeMblX eXXerogHo, MoryT TaK»Ke A06aBAsATbCA HOMMHAaLUMK «3a Nydllee daHTacTMYecKoe NnpousseaeHme
cpepHeit popmbl», «3a nyywee paHTaCTUYECKOE NPon3BeaeHUe Manon Gopmbi».

1.3.Yupeautenamm npemun asnsatoTca cepeep «Pycckan paHTacTUKa» M NepcoHanbHO: Anek-
caHgp YnbsHoB, Amutpuii BatonuH, Bnag AypHuuknii, KoHcTaHTMH MpuwnH, AnekcaHap Cngoposuy.

1.4.Mpemus npucyKaaeTca Ha OCHOBAHWN UTOTOB TaltHOTO ABYXTYPOBOrO ro/10coBaHmA. Mepsblit
Typ FON0COBAHMA NPOBOAUTCA B KOMNbIOTEPHbIX CeTAX MHTEpPHET (ronocytoT nocetutenn cepeepa «Pyc-
CKas GpaHTACTMKa») U Ha MecTax (roNoCyOT NMOAMMUCYMKM IXOKOHPEPEHLMI, MOCBALLEHHbIX GaHTACTUKe).
BTopoW Typ ros0coBaHMA NPOBOAUTCA Cpeau penakTopoB cepeepa «Pycckan daHTacTuKa» (cm. n. 4.2). B
0c060 OroBOPEHHbIX HUKE CAyYanx AOMNYyCKAeTCcA NpoBeaeHNe AONONHUTENIbHOIO Typa roI0COBaHMA
cpeau yupeautenei npemuu.

1.5.Mpemus MorKeT NPUCYKAATbCA OAHOMY U TOMY e aBTOPY 33 Pa3/INYHble NPOU3BEAEHUSA He
6os1ee AByX pa3s B KaXXA0M U3 HOMUHALMN.

1.6.BpyyeHune npemumn Nnpom3BOANTCA Ha exXeroaHom KoHbepeHLuMn « MHTepnpeccKoH».
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Bapuantsl 0TBETOB:

A) yupeauTenbHbIid 10TOBOP O cepBepe «Pycckas daHTacTHKa» MEXIy AJIEKCaHAPOM YIIbsSHO-
BbIM, JIMuTpuem BatonuneiM, Biagom Jlypuunkum, Koncrantunom I'puiinaeiM, Anekcanapom
CunopoBuyem;

B) nonoxenue o npucyxaeHuu TuTeparypHoii npemMun «Pycckas paHTacTuKa;

B) npaBuna npoBeneHuss BCEpOCCUICKOIo KOHKypca Ha JIydllee JUTEepaTypHOe POU3BeICHUE B
XKaHpe (paHTaCTUKH;

I') uHCTpYKILMS 0 BpyueHUH JUTepaTypHOi npemun «Pycckas gpaHracTukay.

19. Ompenenute, K KaKOMy OpPraHU3ALMOHHOMY JOKYMEHTY OTHOCUTCSI Mpejaraemsblii ¢par-
MEHT TEKCTa JIOKYMEHTA!

1. O6wue nonoxeHms

1.1. PykoBoauTenb cayx6bl ,OY OTHOCMTCA K KAaTErOpUM PyKOBOAUTENEN, HA3HAYAETCA Ha
OOKHOCTb M 0CBODOOKAAETCA OT HEe NPMKA30M PYKOBOAMUTENA OPraHn3aLmu.

1.2. Ha gonKHOCTb pykoBoautena cnybbl JOY HasHavyaeTca Lo, nmerolLee Bbicwee npodec-
CMOHaNbHOe 06pa3oBaHKMe U cTaxK PaboTbl NO NPOGUD HE MEHee TPeX feT.

1.3. PykoBoauTenb cayx6bl OY nogumHAeTcAa pyKOBOAUTENO OpraHM3aumuu.

1.4.Bo Bpems oTcyTCTBUS pyKoBoauMTeNA cny>Kbbl JOY (KomaHAMPOBKaA, OTMNYCK, 6onesHb 1 np.)
ero 06s83aHHOCTM UCMOHAET 3aMeCcTUTENb (MM INLO, HA3HAYEHHOE B YCTaHOBAEHHOM MOpPAAKE), KOTO-
pbili NprobpeTaeT COOTBETCTBYHOLLME NPABA U HECET OTBETCTBEHHOCTb 32 HaZ/1eXKalllee UCMOTHEHWE
BO3/I0’KEHHbIX Ha HEro 06a3aHHOCTEN.

BapuanTsl 0TBETOB:

A) nonoxxenue o ciayxoe J[0Y;

b) nonoxxenue 06 opranuzanuy;

B) npaBuiia BHyTpeHHEro TpyA0BOro pacnopsaka B ciayxoe 0V,
I') nonoxxenue o pykopoaurene ciayxost I0OY.

20. JIoJ>KHOCTHBIE perjiaMeHThbl BBOASTCS:

A) 111 BOGHHOOOSI3aHHBIX

b) nns pykoBoauTenei opraHu3anuii;

B) 11t rpakiaHCKUX CITyKalHUX;

I') nns m00bIX AOMKHOCTEM JTHOOBIX OpraHu3alluil Kak albTepHATHBAa JOJKHOCTHOM MHCTPYK-
LUU.

21. Kakoit TOKyMEHT yCTaHaBJIMBAET OOIIUE MpaBHa B3aUMOACHCTBUS MUHHCTEPCTB, CIyXO U
ArCHTCTB IIPU BBIMIOJIHECHUNW WUMH CBOHX q)yHKHHﬁ, a TaKXeE 061111/1e IIpaBuJia OpraHu3alu Acs-
TEJILHOCTHU (peIepaIbHBIX OPraHOB UCIIOJHUTEIBHOM BIACTH MO peaIn3alui UMH TOJTHOMOYUIL:
A) TumnoBoe MoJ0KEeHHNE 0 TOCYTAPCTBEHHOM CITyKO0e;

b) TumnoBoii pernameHT B3auMoJieicTBUSA (eepabHbIX OPraHOB UCIIOJIHUTEIBHON BIACTH;

B) Ob61iee nonoxxeHue 0 MUHUCTEPCTBAX;

') TunoBast MHCTPYKLUS MO JIEIONPOU3BOJICTBY B (pe/iepaibHbIX OpraHax MCIOJHUTEILHOM Bila-
CTH.

22. Kakum opraHu3allMOHHBIM JOKYMEHTAM COOTBETCTBYET CIICAYIOMIAs XapaKTePUCTHKA:

Dmo opeaHu3ayuUoOHHO-NPAsossie aKmol, onpeoeisiowue nopsiooKk o6pasoeanus, npasa u o0os-
3AHHOCMU, OP2AHU3AYUIO PAOOMbL KAK 6 OP2AHUZAYUU 6 YELOM, MAK U 8 ee CMPYKMYPHbIX NOO-
pazoenenusx. B omux 0okymenmax maxodice mo2ym Oblmb OMpasjicenvl npasa u 0OI3aHHOCMU
OMOENbHBIX OONNCHOCIMHBIX TUY, ONPEOSNMbCS. OCHOBHbLE OP2AHUZAYUOHHBLE BONPOCHL NPOBEOe-
HUSL PA3TUYHBIX MEPONPUSMULL 8 Op2aHU3ayuu (KOHKYPCO8, CeMUHAapos, pecmusanell, 6bicma-
80K).

A) nosoxeHus;
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b) npaBuna;
B) unctpyknuu;
I') ycraBbl.

23. Kakomy opraHu3aliliOHHOMY JOKYMEHTY COOTBETCTBYET CICIYIOIIAsi XapaKTePUCTHUKA:

Omo 10KAbHBIN HOPMAMUBHBLI AKI OP2AHUZAYUU, Pe2llaMeHmupyrowuti 6 coomeemcmeuu ¢ Tpyoo-
sbim Koodekcom u unbimu ghedepanbHbiMu 3aKOHAMU NOPSOOK NPUema U Y80abHeHUsi pabOMHUKOS, OC-
HOBHble Npasa, 0053aHHOCMU U OMEEMCMEEHHOCHb CIMOPOH MPYO08020 002080pd, PEXCUM pabomul,
8pemsi OmobIXa, npumeHsembvle K pabOMHUKAM MePbl NOOWPEHUS U 83bICKAHUS, A MAKJiCe UHble BONpo-
Cbl pecyupoBanUs mpyooebix OMHOUEHUI y OAGHHO020 pabomooameis.

A) TpYIOBO# JIOTOBOD;

b) npaBusia BHyTpeHHET0 TPYJOBOTO PACIIOPSIKA;

B) uHCTpyKIIUS MHCIIEKTOPA 110 TPYAY;

') monosxenue o TPyIOBBIX OTHOIICHUSX B OPraHU3AIIUH.

24. Kakomy opraHu3alldOHHOMY JOKYMEHTY COOTBETCTBYET CIICAYIOIIAs XapaKTePUCTHKA:

Dmo 10KaANbHBLI 0P2AHUZAYUOHHO-NPABOGOU AKM, ONPEOeIsIIOWULL NOPIOOK (hOPMUPOBAHUsL, 3a-
oauu, Cmpykmypy, 0053aHHOCMU, QYHKYUU, NPAsd, OMeemcmeeHHOCMb U OP2aAHU3AYUI0 pabomol
CMPYKMYPHO20 NOOpA30eleHUs U UHO20 Op2aHd (cosema, KOMUCCUU U m.n.) npeonpusmus, up-
Mbl, YUpescOeHUsl.

A) ycras;

b) monoxenune 06 opranuzanuu;

B) yupenurenbHbIii JOTOBOD;

') nonoxxeHue o CTPYKTypHOM MOJPa3/IeIeHUH.

25. Kakomy yrpaBiieHu€CKOMY JIOKYMEHTY COOTBETCTBYET CIIEAYIONIAs XapaKTepUCTHKA!

Omo 6ud nUCbMeHHO020 OOKYMeHmMd, 8 KOMOPOM (PUKCUPYIOM peutenus dOMUHUCIPAMUBHBIX U
OP2AHU3AYUOHHBIX BONPOCOB, A MAKI’CE BONPOCO8 YNPABILEHUS, 83AUMOOEUCmEUs, obecneyenus u
pecyiuposanus 0esimeabHOCMU 0p2aHo8 GIACMU, VUpexrcOeHull, NPeOnpusmull, Op2anu3ayuil, ux
noopa3soeneHull u O0IHCHOCHHBIX TUY.

A) opraHM3alOHHO-PaCTIOPS IUTENbHBIH;
b) xanpoBblii;

B) ¢unancoBo-0Oyxranrepckuii;

') m1aHOBO-OTYETHBIA.

26. KakomMy JOKYMEHTY COOTBETCTBYET CJICAYIOIIAs XapaKTePUCTHKA:

Omo c600 npasun, pe2yiupyroumux 0peaHu3ayuio u nopsiooK 0essmeibHOCmu 8 Kakou-iubo onpe-
O0eNéHHOU chepe OmHOWEHUN UTU KAKO20-TUOO 20CYOaAPCMBEHHO20 Op2aHd, Npeonpusimusl,
yupescoeHus. Imom OOKyMeHm onpeoesisien Npagosoll CMamyc OpeaHu3ayui, HeoOX0OUMblil
071 ee 20CYOapCMBEHHOU PecUCMpayuu; ompaxicaem npasd, QYHKYuU, CmpyKmypy u wmamuyio
YUCTEHHOCMb 20CYOAPCMBEHHOU, KOMMEPYECKOU UIU 0OUeCm8eHHOU OP2aHU3AYUU.

A) ycras;

b) anMuHHUCTpaTUBHBIN PETIIAMEHT;

B) yupenurenbHblii JOrOBOD;

I') cBUIETENBCTBO O PErMCTPALUN FOPUIUUECKOTO JIULIA.

27. KakoMy JOKYMEHTY COOTBETCTBYET CJeIyIOIIasi XapaKTepUCTHKA:
B smom doxymenme yupedumenu 00:3y10mcs co30ams 10puoudeckoe auyo, onpeoeisirom nops-
00K COBMECMHOU 0esIMelbHOCMU NO €20 CO30AHUI0, YCI08Us Nepedayu emy c80e20 UMyuecmaed u
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yuacmus 8 e2o deamenbHoCmu. B nem onpedenaiomces ycnosus u nopsaook pacnpeoenenus Meic-
0y YYACMHUKAMU NPUOLLIU U YOLIMKOS, YNPAGIeHUs 0esiMelbHOCMbIO IPUOUYECK020 Tuyd, 8bl-
xo0a yupeoumeineti (Y4ACMHUKOB) U3 €20 COCMasa.

A) ycras;

b) agxMuHUCTpaTUBHBIN pPETIaMEHT;

B) yupenurenbHblii JOr0BOD;

') cBUAETENHCTBO O pErUCTPALIUU FOPUINYECKOTO JTUIIA.

28. Kakomy JOKYMEHTY COOTBETCTBYET CJEeAYIOIIas XapaKTepUCTHUKA:
Omo npagosotl akm, yCmaHagIU8aOWULl MexXHOL02UI0 CO30aHUSA UNU NOTYYEeHUS OOKYMEHMO8, UX
00pabomKuU, XpaHeHus U UCHONb308AHUSL 8 0eAMENbHOCNU OP2AHUZAYULL.

A) TOKHOCTHOM PETJIaMEHT;

b) nonoxenue o ciyxoe 10V

B) nomxHOCTHAst HHCTPYKIIUS

I') uHCTpYKILMS 1O N€IONPOU3BOJCTBY;

29. Kakomy JOKYMEHTY COOTBETCTBYET CJICIYIOIIAs XapaKTePUCTHKA:

Omom O0okymenm ycmauagiueaem O0isi pabOMHUKA KOHKpemHble mpyoogvle (OO0NNCHOCHHbLE,
@yHKyuoHabHble) 00A3AHHOCMU U NPABA 8 COOMEEMCMBUU C 3AHUMAEMOU O0IHCHOCIbBIO, 3d-
Kpenjisiem e20 OpeaHu3ayuOHHO-NPABo8oe NONOJNCEHUE 8 CMPYKMYpPe YYPeNCOeHUsl, SGN1emcs
nPpasoeoll 0OCHOBOU Ol NPOBEOeHUsl ammecmayuu paboOmHUKA, onpeoeieHus: e20 OmeemcmeeH-
HOCMU U 83AUMOOMHOULEHUsL ¢ OPYeUMU PAOOMHUKAMU U NOOPA3OENeHUSMU, NO3BOJsIen 00beK-
MUBHO OYeHUB8ams pabomy compyoHUKa OpeaHu3ayuuU.

A) NOJKHOCTHOM PETJIAMEHT;

b) nonoxenue o cnyx6e 10VY;

B) nomKHOCTHAS HHCTPYKIIHS

') MHCTPYKIHS IO AETOIPOU3BO/ICTBY.

30. KakoMy TOKYMEHTY COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTHKA!

Omom OoKyMeHm YCmauagiusaem KeaAIUPUKAYUOHHble Mpebdo8aHus K 20CY0apCmEeHHOMY
SPAANCOAHCKOMY CYAHCAujeM; e20 OOJHCHOCHHbIEe 003aHHOCMU, NEPeUeHb 8ONPOCOs8, NO KOMO-
PbIM 2PANCOAHCKUL CYHCAWULL 8Npase Ul 003aH CAMOCHMOSMENbHO NPUHUMAMb DeuleHue U
yuacmeosamuv npu no020mMosKe HOPMAMUBHO-NPABOBLIX AKMO8, CPOKU U NPoyedypbl No020Mo8-
KU, pAcCCMOMPenUst NPOeKmos YNpagieHUeCKUx peuleHull, nopsa0oK NPUHAMUsL peuleHus, nopsooK
83AUMOOCUCMBUS 2PANCOAHCKO20 CLYIHCAUe20,; NepedeHb 20Cy0apCmeeHHbIX Ycaye, noKazamenu
aghghexmuenocmu u pe3yrbmamueHOCmu NPOPHecCUOHANbHOU CIYHCEOHOU QesIMeIbHOCIU ePadic-
O0aHCKO020 CLyHcauyezo.

A) IOMKHOCTHOU PEryIaMeHT;

b) anMuHHUCTpaTUBHBIN PETIIAMEHT;

B) nomxHOCTHAs MHCTPYKUUS

') mpaBuna BHYTPEHHETO TPYAOBOTO PACIIOPSIIKA.

TECT S5

1. KakoMy MOHSATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTUKA:

Omo 0okymeHnm, cooepircawjuii NOO3AKOHHOE OPUYUATbHOE DeuleHue, NPUHAMOoe OP2AHOM UC-
HOTHUMENbHOLL 811ACMU UNU OOAHCHOCTIHBIM TUYOM 8 OOHOCHOPOHHE-68I1ACMHOM NOPSOKe U C CO-
On100enuemM YCmaHo8IeHHOU npoyedypvl N0 MOMY UL UHOMY 80NPOCY, OMHECEHHOMY K €20 KOM-
nemenyuu, obieyeHHoe 8 NPedyCMOMPEHHYI0 3AKOHOM (PopMy U nopoxicoarouee IopuouiecKue
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HOCAE0CMBUSIL.

A) IpaBOBOI#1 aKT;

b) HopMaTuBHBIN IPaBOBOM aKT;
B) HeHOpMaTHBHBII IPaBOBOM aKT;
I') HopmBI TIpaBa.

2. KakoMy MOHATHIO COOTBETCTBYET CIIEIYIOIIAs XapaKTEPUCTUKA:

Omo 0oKymeHm, cooepicauuli npasuia no8eoeHUs, pacnpocmpaHaowuecs Ha HeonpeoeleH bl
Kpye auy, U30aHHble Ha OCHOBAHUU U 80 UCNOTIHEHUE (edepalbHO20 3aKOHO0Amenbcmed, 003a-
mejbHble OJisl UCNOJIHEHUS OP2AHAMU 20CYOAPCMBEHHOL 8l1ACMU, MECIMHO20 CAMOYNPABIEeHUs, UX
O00NHNCHOCIHBIMU TUYAMU, TOPUOUYECKUMU TUYAMU U CPAHCOAHAMU.

A) IpaBOBOI#1 aKT;

b) HopMaTuBHBIN IPaBOBOM aKT;

B) HeHOpMaTHBHBII IPaBOBOM aKT;

I') HopMBI IIpaBa.

3. KakoMy MOHSATHIO COOTBETCTBYET CJIEAYIOIIAs XapaKTEPUCTUKA:

Omo peuieHuss N0 KOHKPEmHbvIM 80NpoOcam, oopawjeruss Kk KoHKpemuwvim auyam. OHu He codep-
Hcam Kaxkux-1ubo oowux npasusl noseoenus U paccyumansl Ha 00HOKpamuoe npumenenue. Onu
CB853aHHbIe C peanusayueti NpagossblX HOPM, UX NPUMEHEHUEeM, UCHOTHEHUEM, UCNOIb308AHUEM

A) npaBoBOI aKT;

b) HopMmaTHBHBIN PaBOBOM aKT;

B) HeHOpMaTHBHBII [TPaBOBOM aKT;

I') HOpMBI TTpaBa.

4. Ha xakue rpynisl HOApa3aestorcss (GOpMbl IPaBOBBIX aKTOB B 3aBUCUMOCTH OT FOpUAMYE-
CKHMX CBOMCTB:

A) HOpMaTHBHbIE/ HEHOPMATHBHBIE;

b) nepBuuHbIe/ BTOPUYHBIE;

B) opunmansubie/ HeopUIMAIbHBIE;

I') oTKpbITHIE/CEKPETHBIE.

5. B xakoM psiy mepeducieHsl TOJIBKO EPBUYHBIE IPABOBBIE AKTHI:
A) 3aKOH, yKa3, paclopsiKeHue;

b) pekoMenaanuu, mporpaMmMa, peuieHue;

B) nmpukas, crannapt, npeicKypaHr;

I') pernameHT, ykazaHue, pyKoBOJICTBO

6. B xakom pAany nNepeUncCIICHbl TOJIBKO BTOPHUYHBIC ITPABOBBIC aKTHI:
A) pacniopsbkeHHE, yKa3aHHe, CTaH1apT;

b) pa3bsicHeHus, peuieHue, npuKas;

B) nonoxenus, npaBuiia, THCTPYKIIUH;

I') nopsinok, kitaccupukaTrop, HOCTaHOBJICHHUE.

7. Kakue HOpMAaTHBHBIC TIPABOBHIC aKThI MOTYT MPUMEHSATHCS 03 OPUIIMATEHOTO OIMyOIHKOBA-
HUS 17151 BCEOOIIETo CBEeICHUS:

A) 3aTparuBarolue npasa rpax/jaH;

b) 3arparuBaromue cBOOOIBI TPaXKIaH;

B) 3arparuBaromme 0053aHHOCTH TPaXK/IaH;

') akThI ME@KBEJJOMCTBEHHOTO XapaKTepa.

8. K kakoli cucteMe JOKYMEHTALIMU OTHOCSATCS MMPUKA3bl U PACTIOPSIKEHUS:
A) cucTeMa opraHu3aIMOHHO-TIPABOBOM JOKYMEHTAIIUH;
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b) cucrema pacnopsiauTenbHON JOKYMEHTAIUU;
B) cucrema nnhopmannoHHO-CIIPaBOYHOM JOKYMEHTAIUH;
I') cucrema TOKYMEHTOB JIMYHOTO ITPOUCX OXKACHHUSL.

9. KakoMy MOHATHIO COOTBETCTBYET CJIEAYIOIAsl XapaKTepPUCTHKA:

Jlokymenmui, obnaoarowue 0puOULecKol Cuilol, uzoasaemvie PYKo8OOCMBOM OP2AHUIAYUU U
codeporcawyue ynpasieHyecKue peuleHus, HanpasieHHvle Ha 8bINOIHEHUe MEeKYWUX U Nepcnex-
MUBHBIX 3a0aY.:

A) pacniopsiIUTENbHbIE TOKYMEHTBI;

b) opranu3aioHHO-TIPaBOBBIC TOKYMEHTHI;

B) undopmaninoHHO-ClIpaBOYHbBIE TOKYMEHTHI;

[') HOKyMEHTBI TI0 JINYHOMY COCTaBY.

10. Kakue pacnopsinurenshble qokymMeHTsl HE m3natorcst B cityyasix, Korjga HeoOX0AuMO IMpH-
HSTh HOPMATHUBHBIA WIJIM WHAMBHUIYATBHBIA aKT 110 OCHOBHBIM BOIIPOCaM KOMIIETEHIIH OpTaHu-
3aluu:

A) peuienus;

b) nocranoBnenus;

B) yxazanus;

I') mpukassl.

11. Kakue pacnopsauTenbHble TOKyMEHTbl U3/a0TCS [0 ONEepaTHMBHBIM BOIIPOCAM U JJIs opra-
HU3AIMH UCTIOJHEHUS IPYTUX PACTIOPITUTEIBHBIX JOKYMEHTOB:

A) pelieHus;

b) pacniopsxenusi;

B) nocranoBnenus;

I') mpuxassbl.

12. Kakas xapakrepuctrka HE cooTBeTCTBYeT cuctemMe pacopsSAUTEIbHON JOKYMEHTALIUN:

A) DTH TOKyMEHTBI M3/1al0TCSl Ha OCHOBE WJIM BO MCIIOJIHEHHE 3aKOHOB, IIOCTAHOBJIEHUH U pac-
nopsbxeHuil [lpaBurenscrBa P®, BbIIECTOSIIMX OPraHOB BJIACTU U YIpPaBJICHUS. DTU aKThl U3-
JAI0TCS TAKXKE 10 MHULIMATUBE PYKOBOAUTENIEH B IIpeeaax UX MOJHOMOYUM U KOMIIETEHLIUN [T
OCYILIECTBIICHU LIEJIEH U 3a1a4 OPTaHU3aLUH.

b) OTu n0KyMeHTHI coiepkaT IOpUINYECKH BIIACTHBIE MPEANUCAHUS CYOBEKTOB MCIIOJHUTEIb-
HOM BJIACTH, aApecaTaMH KOTOPBIX SBJISAIOTCS KOHKPETHBIE OPraHU3alMM, CTPYKTYpPHBIE ITOApA3-
JIeNIeHNsl, JOJDKHOCTHBIE JTUIA, PAOOTHUKU. DTU MPEANUCAHUS SBISIOTCS IOPUIANYECKUMHU JI0KY-
MEHTaMH, BBI3BIBAIOIIUMU BO3HUKHOBEHHE KOHKPETHBIX aJIMMHHMCTPATHBHO-IIPABOBBIX OTHOIIIE-
HUU.

B) OTu noxymMeHTHI cO3/1al0T OpraHMU3aIfIo, YCTAHABIUBAIOT €€ CTPYKTYpPY, ONpPEAEsIoT MITaT-
HYIO YHCJIEHHOCTh U COCTaB PaOOTHHUKOB MO JIOJDKHOCTSM, ONPEAEISAIOT (QYHKIIMU CTPYKTYPHBIX
MOJIpa3/ielieHnH, COBEIaTeNbHbIX, KOJJIETHATbHBIX OpPraHOB, YCTaHABJIMBAIOT PEXUM padoThI,
OCYILECTBIISIIOT OpPTraHU3alMI0 Tpylda U pacmpeesieHue 00s3aHHOCTEeH MeXay paboOTHHKaMH,
ONPENENAOT MOPSAAOK PEOPraHU3aLMHU U JIMKBUIALINHA OPTraHU3aluu.

I') OTH KOKYMEHTBI PETYJIHUPYIOT OTHOIIECHUS B MEPAPXMUECKON CUCTEME YIIPABJIIECHUS «CBEPXY
BHU3» (OT BBIIIECTOSIIIUX OPTraHOB, OPraHU3AIMM, TOJKHOCTHBIX JIULl K HUYKECTOALIUM) U OTpa-
JKAIOT YIIPABJICHUYECKUE PEILLICHNUs, HAlIPpABIECHHbIC HA TOCTHKEHUE 1IEJIEH U 3a/1a4 OpraHUu3aluiy.

13. KakoBa wuepapxuyeckas cHCTEMa pPaclOpPSAIUTEIbHBIX JOKYMEHTOB MO cdepe aercTBus
(cBepxy BHU3):
1) npaBoBbIE aKThI, JEUCTBYIOLIHME B PAMKaX OTJCIBHON OpraHU3aIlH, YUPEKIe-
HUS, IPEINPUATHS, (PUPMBI;
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2) paBOBBIC aKThI, ACUCTBYIOIINE B MIPEIEIax OTpacin (M3Iar0TCs OTPACICBBIMU
opranamu (heepanbHON UCIIOTHUTETHPHON BIACTH);

3) mpaBOBBIC aKThI, JCUCTBYIOIINE HA YPOBHE CyOBeKTOB PD — Kpaes, obnacreii,
ropooB pecnyOimkanckoro 3Hadyenus Mockbl 1 Cankt-IlerepOypra, aBTOHOMHBIX 00-
JacTel U OKPYToB, a TAK)KE UX TEPPUTOPUATIBHBIX 00pa30BaHuUIL;

4) mpaBoBbIC aKThI, ICHCTBYIONIME HA (eepalbHON YPOBHE, — aKThI, H371aBacMbIC
[Ipesunentom PO, [IpaBurensctBoM PD, opranaMu HCIIOTHUTEIBHON BJIACTH.

Bapuantsl 0TBETOB:
A) 1,234
b)4,3,2,1
B)1,3,2,4

I 4,2,3,1

14. Ha kakue rpynmbl AENSTCS paclopsIUTeNbHbIE JOKYMEHTBI C TOYKU 3PEHHS MPHHSITUS pe-
HIeHUH (TTOopsKa pa3perieHust BOIPOCOB)

A) HOpMaTHBHBIE/ HEHOPMATHUBHBIE;

b) nepBruuHbIC/ BTOPUYHEIE,

B) Bo ucnonnenne/ MHUIIMATHBHEIE;

') co3naBaemble B YCIOBHSIX KOJUIETHALHOCTH/ CO3/]aBaeéMble HAa OCHOBE €IMHOHAYAIIHSL.

15. Kakue pacniopsiiuTenbHble JOKYMEHTbI OTHOCSTCS K JIOKYMEHTaM, CO3/1aBa€MbIM B YCIOBHSIX
KOJIJIETHAIHOCTH:

A) ipukassi,

b) pacniopsxenusi;

B) pemenus;

I') ykazaHus.

16. Kakue pacnopsiaurensHblie JokyMeHThl HE oTHOCSTCS K JOKYMeHTaM, U3aBaeMbIM Ha OCHO-
BE€ €IMHOHAYAIIHA:

A) ykazaHus;

b) pacniopsbxenus;

B) nocranoBnenus;

') npukasbl.

17. Kakue opransl (OpraHu3aiim) AeHCTBYIOT Ha MPUHIUIAX eIMHOHAY AU
A) IlpaBurensctBo PD;

b) akunonepHbIie 001IeCTBA;

B) rocynapcTBeHHble By3HlI;

') opransl HCTIOIHUTETHHOMN BIIACTH.

18. Kakue opransl (OpraHu3aiim) 1eHCTBYIOT Ha YCIOBHIX KOJJIETHAIBHOCTH

A) denepanbHbie MUHHCTEPCTBA;

b) Bbicine opraHsl ympaBiIeHHsS KOMMEPYECKHX OpraHU3aluil pa3iNdHbIX OpPraHU3allOHHO-
IpaBOBBIX (hopM;

B) opranbl HCTIOTHUTETBLHON BIACTH OpraHU3alUi YUpexACHUN, TPeInpUsITHil, hupm;

I') anmunmcTpanuu cyobexktoB PO 1 1pyrux TeppUTOpUaIbHBIX 00pa30BaHUA.

19. Kakue pacnopsiautenbabie JokymeHThI npoxoastT MHBIE cranuu nponenyps! nu3panus:
1) usyuenue cywecmea ynpasieHuecko2o 60npoca, UHUYUUPOBAHUE PeULeHUS] —

obocHosanue Heobxooumocmu uzoarus PJ];
2) cbop u ananuz ungopmayuu no 6ONPOCy;
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3) noo2omoska npoekma pacnopaoumenbHo20 OOKYMEHMaA;

4) coenacosanue unu 06Ccydicoenue Ha 3ace0aHUU KOJIe2UATbHO20 OP2AHA NPOEK-
ma pacnopsaoumenbHo20 OOKYMeHma,

5) snecenue npoexma PJ] na paccmompenue pykogoocmesy,

6) npunsmue peuwtenust — noonucanue OOKyMeHma,

7) pecucmpayusi doxymenma,

8) doseodenue pacnopsoumensrnoco OKymenma 00 UCHOJIHUMEILEI.

BapuaHTh! 0TBETOB:
A) npukassl;

b) pacnopspxenus;
B) pewenusi;

') ykazanus.

20. U3 Kkakux 4acTeil COCTOUT TEKCT PACHOPSAUTEIILHOIO JOKYMEHTA:
A) KOHCTaTUPYIOIIAsl YaCTh/ PaCHOPSAUTEIbHAS YacTh;

b) pazbsicHuTeNnbHAs YacTh/ TUPEKTUBHAS YacTbh;

B) BBO/tHAs yacTh/ OCHOBHAS YacTh/ 3aKIIOYUTEIbHAS YaCTh.

I') ananuTHyeckas yacTs/ 00001Iar0IIas YacTh.

21. Ha xakue Tpymiibl IeisSTcs MPUKa3bl IO XapaKTepy OCHOBAHMS JJIsl U3/IaHUS:

A) co3aaBaeMbIe B yCIOBUSAX KOJUIETHAIBHOCTH/ CO3/1aBaeMbIE Ha OCHOBE €AMHOHAYAIIHSI.
b) HopMaTHBHBIE/ HEHOPMATUBHEIE,

B) nepBuuHbIie/ BTOPUUHBIE;

') Bo ucnonHeHue/ MHUITMATUBHBIE.

22. Kakue npukasbl Ha3bIBAlOTCS. HHUIIMATUBHBIMU:

A) u3iaBaeMbl€ € LIE€TIbI0 OPraHU3alluy UCIIOJIHEHUS! IPUHSTHIX 3aKOHOATENbHBIX, HOPMAaTHUBHO-
IIPABOBBIX aKTOB U MHBIX IOPYYEHHUH BBIIIECTOSIIIUX OPTaHOB;

b) nznaBaembie B CBSI3U € OCYIIECTBIEHUEM MHUIIMATHUB 110 OpraHU3aI[MK UCIIOJIHEHUS [TPaBOBBIX
AKTOB, IPUHATBHIX PABHOIIPABHBIMU JIEJIOBBIMU IIAPTHEPAMH OpraHU3aLNN;

B) uznaBaembie B CBSI3U C HEOOXOMMOCTBIO OCYILECTBICHUS COOCTBEHHOU AESITEILHOCTU B CO-
OTBETCTBHHM C HaJICJIEHHBIMU (PYHKIIUSAMHU U 3a7ja4aMH;

I') n3naBaemble MO MHULIMATUBE IO JYMHEHHBIX.

23. KakuMu cioBamMu JIOJDKEH HAaUYMHATHCS TEKCT MPHKa3a, €CJIM €ro W3JaHKe BBI3BAHO HEOOXO-
JAMOCTBIO MCIIOJHEHHUS NMPUHATHIX 3aKOHOJATENbHBIX, HOPMATUBHO-IIPABOBBIX AKTOB M HMHBIX
MOPYYEHHI BBIIIECTOSIIAX OPTaHOB:

A) «B cBszu c...»;

b) «cxons us...»;

B) «B cootBercTBHH C...»;

I') «B mensx...»

24. KakuMu cJ0BaMH JIOJDKEH HaYMHATHCS TEKCT MPHKa3a, €CJIM €ro W3/JaHKhe BBI3BAHO HEOOXO-
JTUMOCTBIO OCYIIECTBIICHUS COOCTBEHHOU JIEATEIBHOCTH 10 MHUIIMATUBE OpraHU3allUu:

A) «Bo ucnonnenue...»;

b) «B cBs3u c...»;

B) «B cootBeTcTBUH C....»;

I') «<Ha ocHoBanuu...».

25. Kakue pacnopsiauTenbHble JOKYMEHThl MOXKET M3JaBaTh B Ipejesiax CBOEH KOMMIETEHIUU
PYKOBOAMTENH OPraHU3alMH, JEMCTBYIOLIEH Ha OCHOBE KOJIETHAbHOCTH:
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A) npukassl;

b) mocTanoBieHus;
B) pewenusi;

I') pacnopsbkenus.

26. Kakue pacnopsaurenbabie 1okymeHTel HE MoryT n3gaBarh B npejenax cBOei KOMIETEHIIMU
PYKOBOJMTENIN OPraHU3alui, JEUCTBYIOIINX HA OCHOBE €IMHOHAYAIIMS:

A) ykazaHwus;

b) pacnopspkenus;

B) mpuka3sr,

I') peuenus.

27. Kakue noxymentsl HE Moryt noanuceiBath B npejesiax CBOEH KOMIIETEHIIUN PYKOBOAUTENN
CTPYKTYPHBIX IIOJpa3c/ICHUN:

A) npukassl;

b) ykazanusi;

B) pacniopsixenus;

I') mpoToKOJIBIL.

28. C Kakoro MOMEHTa PaCHOPSAUTENbHBIM TOKYMEHT MPUOOpETaeT cTaTyc opUIHaIbHO U3JaH-
HOTO:

A) mocie noAnucaHus;

b) mocne perucrpanuu;

B) mocne natupoBanmus;

I') nocne cornacoBaHwusl.

29. B xakoM pacropsIuTeJIbHOM JOKYMEHTE KOMMEPUECKON OpraHU3alluy UCIOb3yeTcs hopMa
M3JI0’KEHUS TEKCTa OT MEPBOTO JINLA €IMHCTBEHHOTO YHCa:

A) B penieHuy;

b) B mocranoBnenuy;

B) B coBmecTHOM npuKa3se;

') B pacniopsikeHUH.

30. B xakoM pacropsUTeIbHOM TOKYMEHTE UCIONb3yeTcsl (hopMa M3JI0KEHUS TEKCTa OT MepPBO-
IO JINLIA MHO>KECTBEHHOT'O YMCIIa:

A) B penieHuy;

b) B ykazanuu;

B) B coBmMecTHOM npuKa3se;

') B mocTaHOBIIEHUHN.

31. ®opma Kakoro riaroja He JOJHKHA OTAENATh BBOJHYIO YacTh PACHOPSAIUTEIbHBIX JOKYMEH-
TOB OT PACIOPAIUTENBHOM:

A) IIOCTAHOBJIAET;

b) ITPE/IJIAT AIO;

B) IIPUKA3BIBAEM;

I') PELHAIO.

32. Kaxoii riaron He npuemiieM B (pOpMyTUpOBKE BIACTHOTO PEIICHUSI OpraHa yIpaBJIeHUs, 13-
JIAIOILET0 PacropsIUTENbHBIN TOKYMEHT:

A) «1IOATOTOBUTHY;

b) «ycunutey;

B) «pa3zpaboratby;

I') «3auncauThy.
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33. Kakoif rnaroj npeamnouTuTesieH B GopMyIUpOBKe BIACTHOTO PELIEHUSI OpraHa yIpaBlIeHUs,
M3AI0LIETr0 PaCHOPSIAUTENBHBIA JOKYMEHT:

A) «IIOTHATDHY;

b) «tipunATE MEpPBIY;

B) «aktuBM3UpOBaTHY;

I') «opranuzoBaTh».

34. Kakoii rimaros npeamnoyTuTeaeH B pOpMyIUPOBKE BIACTHOTO PEIICHHs OpraHa YIpaBJICHHUS,
U3/JAIOILET0 PacCOPsIUTENbHBIN TOKYMEHT:

A) «IIOBBICUTDHY;

b) «obecrieunThy;

B) «paccmotpeTsy;

') «ynyqmuTey.

35. Kakoil rinaros npeanoyTurenaeH B GOpMyIUpOBKE BIACTHOIO PELLEHHsI OpraHa yIpaBiIeHHUs,
M3JIAIOLIET0 PACIOPAIUTENbHBIN JOKYMEHT:

A) ycuIHuTBH»

b) «ioBbICUTBY;

B) «B0310XUTBY;

I') «t1puHATH MEPHI».

36. B xako# 4acTu pacropsauTeIbHOTO JOKYMEHTa HE00X0IMMO TOMENIATh MepeueHb JTOKYMEH-
TOB, YTPATUBLIMX CUJTY WM MOJJIKALINX U3MEHEHUIO B CBSI3U C U3JJaHUEM JIaHHOTO aKTa:

A) B IepBbIX MyHKTaX paclopsiAUTEIbHON YacTH;

b) B koHIIE TeKcTa;

B) B koHCTaTHpYyIOIIEH YacTH;

I') B m1060M MyHKTE pacrnopsIuTeIbHON YacTH.

37. B xakoii 4acTH pacHnopsSAUTENBHOIO JOKYMEHTA yKa3blBaeTcsi HH(OpMAIHs O TOM, KTO OCY-
HIECTBJISIET KOHTPOJIb €r0 UCTIOTHEHHUS:

A) B KOHCTaTUPYIOILEH YacTH;

b) B nepBoM NyHKTE pacopsSAUTEIbHON YacTH;

B) B mocnesHeM MyHKTE pacnopsIUTeIbHON YacTH

I') obopmiisieTcst OTAENBHOM CTPOKO# MOCIIE BCEX MyHKTOB.

TECT 6

1. Kakoe CBOMCTBO A€IIOBOM MEPENHUCKU OTIIMYAET €€ OT IPYTUX CHCTEM U MOJCUCTEM JOKYMEH-
TalUu:

A) CIy’KUT AJIs 3aKperyieHus] HHpOopMaIuy;

B) cnyxxut 11 nepenaun nHGpOpMaLuy;

B) sBnsercss mHCTpyMEHTOM HMHGOPMAIMOHHOTO OOMEHa Ha Pa3JIMYHBIX CTAaUsAX BBIPAOOTKH,
IIPUHSTHS U BBINIOJIHEHMSI YIIPABIEHYECKUX PEILIECHUI;

') o6ecnieunBaeT MHGOPMAIIMOHHBIN OOMEH C IPUMEHEHHEM CPEJCTB CBA3H.

2. Kakue noxymentsl HEJIB3 otHecTH Kk 1€510BO# nepenucke:
A) DJIIEKTPOHHOE TTUCHMO;

B) cyxxebHoe nucsMmo,

B) cnyxeOHnas 3amucka;

I') renedonorpamma.

3. Ha kakue PASHOBUAHOCTHU ACITUTCA ACTIOBAA ICPCTIMCKA IO MCCTY HAXOXKACHUA aApecarTa:
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A) BXOISIIIAsI/MCXOIAIIAS;

b) BHyTpeHHS/MEX TyHAPO,THAS,

B) opunmansuas/muanas;

I') coneprkanias HeOOXOAMMBIC CBEJICHHUS 00 aBTOPE/aHOHMMHASI.

4. Kakoro Buja J€JI0BOM NEPENUCKH I10 MOJOKEHUIO B uepapxuu yrpasienuss HE cymiectByer:
A) mepenucka ¢ BBIIIECTOSIIIIUMH OPTaHU3aALUSIMHU;

b) nepemnucka ¢ moaBeOMCTBEHHBIMU OpraHU3aLUSIMU;

B) nepenucka co CTOpOHHUMU OpraHU3alUsIMU;

') nepemnucka ¢ pykoBOJACTBOM U COTPYAHUKAMHU OpPTaHU3AIUH.

5. Kakoii knaccu(ukanioOHHBIN MTPU3HAK TOJ0KEH B OCHOBY JICJIICHHS JI€JIOBOM MEPENUCKH Ha
o(pHULMANBbHYIO U TUYHYIO:

A) Mo MeCTy HaXOX/ICHHUs apeca;

b) no HazHaueHuto;

B) no nmonoxkeHuro B uepapxum yupaBleHUs;

I') no mosioxeHuIo B cucTeMe JI0KyMEHTO000pOTA.

6. Kakas nepenucka OTHOCUTCSI K JINYHOM:

A) nepernucka MeXAy OJHUM JOKHOCTHBIM JIMIOM U IPYTUM JIOJKHOCTHBIM JIULIOM;

b) mepernucka Mexny Gu3HUECKUME JTHLIAMHU BHE chepbl X cIykeOHBIX (0(HUIIHAIBHBIX) OTHO-
LICHUH;

B) nepenncka Mex 1y KOHKPETHBIMU paOOTHHKAMH BHYTPH OpTaHU3AIINH;

I') nepenucka Mmexy GU3NYECKMMHU U TOJDKHOCTHBIMHU JIMLIAMHU.

7. Kako#t knaccu(UKalMOHHBIA MPU3HAK MOJOXKEH B OCHOBY JICJIEHUS JIIOBOM MEPENUCKU Ha
NEPENUCKyY M0 BOIpOocaM MaTepuaibHO-TEXHUUYECKOro o0ecnevyeHus, pUHaHCOB, CTPOUTENbCTBA,
TPaHCHOPTA, KyJbTYPHOTO OOMEHA U T. .

A) 110 OTHOIIEHHUIO K ONPEJENIEHHBIM cepaM JeATeIbHOCTH, BOIPOCaM, CUCTEMaM yIpaBeHYe-
CKOH TOKyMeHTaluHu (1o TeMaTHKe);

b) no HazHaueHuto;

B) no nonoxxeHuto B cucremMe JOKyMEHTOO00pOTa;

') no mosioxeHuIo B Uepapxuu yIpaBlIeHUs.

8. Ha xakue pa3HOBUIHOCTH JIETSATCS JEIOBbIEC THChMa 110 KOMITO3UITUH:
A) THIIOBBIE U B IPOU3BOIILHOM popme;

b) Bxomsmue u ucxoasmme;

B) npocTbie u cloXKHBIE;

I') vHUIIMaTUBHBIE U OTBETHEHIE.

9. Kakue nucbMa MOANKUCHIBAIOTCSA IBYMS JIMLIAMU — PYKOBOJAUTENIEM OpPraHU3alMM U TJIaBHBIM
OyXrajuTepom:

A) conpoBOAUTENBHBIE TUCHMA;

B) rapanTtuiinsie nucema;

B) pexiiamMHuble nucbMa;

I') nucbma-3anpocsl.

10. Kakomy NOHSTHIO COOTBETCTBYET CIEAYIOLIAs XapaKTEPUCTUKA: «ITO MOCIEI0BATEIBHOCTh
JIOTMYECKH B3aMMOCBSI3aHHBIX CMBICIIOBBIX YacTeH MUCbMa, OObEMHEHHBIX €JUHCTBOM TEMBI»:
A) 6naHK TUCHMA;

b) TunoBoit hopmyssp mucema;

B) xoMmo3unius TekcTa MuchMa;

I') BHyTpeHHSS CTpYKTypa NHChbMa.
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11. KakuM JOKyMEHTOM HEoOXomuMo ohOpMHUTH BO M30ekaHWe HapymeHus HOpM TpymaoBoro
KOJICKCa MUCHhMEHHOE HATIOMHHAHWE O HEOOXOJWMOCTH SIBUTHCS ISl TONTYYCHHS TPYIOBOU
KHUKKH YBOJICHHOMY pa0OTHHKY, HE TIOJyYHBILIEMY €€:

A) SMS-coo01enue;

b) dbakcorpamma;

B) anekrponHOe coobiieHue;

') 3aka3HOE MUCHMO.

12. KakuMm BHJIOM JIOKyMeHTa Bbl HampaBuTe B 10JIBEOMCTBEHHBIC OPraHU3AIlUN CPOYHYIO MH-
dopmanuio o MoIy4eHHOM ITOPMOBOM MPETYPEIKICHUN:

A) nerioBoe MMChMO, OTIIPABIICHHOE 110 (haKCy;

b) Tenerpamma;

B) Tenedonorpamma;

I') anekTpoHHOE MUCHMO.

13. [oamucare TenedoHOTpaMMy, MOJITOTOBICHHYIO JJISi OTHPAaBKH KOPPECIIOHIECHTaM, MMEET
paBo:

A) 3aMecTHUTEIIb PYKOBOJMUTEIIS OPraHU3aIiu;

b) pykoBoAMTENb OPraHU3aIluK WK YIIOJIHOMOYEHHOE UM JIUIIO;

B) pyxoBoauTens CTPYKTYpPHOTO MOAPA3ICICHIS,

I') paGoTHHK TOIpa3ICICHUS.

14. TloanuceiBaTh NUCHMO Ha OJIAaHKE CTPYKTYPHOI'O MOAPA3/IeIeHHs UMEET IPaBo:
A) pyKOBOJIUTENb OpraHU3aluy;

b) 3amectuTens pykoBoAMUTENS OpraHU3alNY;

B) pykoBoauTtens noapasaeneHus;

') paGOTHHUK CTPYKTYPHOI'O HOJpa3IesIeHHs], OITOTOBUBLIMH JOKYMEHT.

15. TIpu xakoMm cnocode JIOCTaBKU €ro ajpecary MHChbMO Oy/AeT UMETh IOPUIUYECKYI0 CUITY, €CIU
IHMCbMO COJEPKUT 0053aTEIbCTBO OIIATUTh OKA3aHHBIE YCITYTH:

A) nouroBas CBs3b;

b) ¢pakcumunbHas cBs3b;

B) anextponHas noura;

I') TeneonHas cBs3b.

16. IIpu oTnpaBKe KakoW Pa3HOBHIHOCTH MHUChMa MOKHO OTPAaHUYUTHCS (PaKCUMUIHBHOU CBS3BIO
WX 3JIEKTPOHHOM 1MOYTOM 06€3 TOCBUIKM KOPPECTIOHICHTY MOATMHHUKA:

A) nucbMa-3akasa;

b) nucema-HanomMuHaHUS;

B) pexiiamMHoro nucobma;

I') nucema-3amnpoca.

17. Ykaxwure, Kakue 11eJI1 HE MOTYT OBITh peali30BaHbI MPU MIOMOIIH JEJIOBBIX MMUCEM:
A) nHpopMUpPOBaHUE KOPPECTIOH/ICHTA;

B) BeiHECeHME B3bICKaHUS PAOOTHUKY OpraHU3allNY;

B) oTka3 B y10BJI€TBOPEHUN TPETEH3HH;

I') orripaBka agpecaTy JOKYMEHTOB.

18. Ecnu nuchbMO MOATOTOBIECHO BEAYIIMM CHEHUATUCTOM OT/IENa TEXHUYECKON MOJACPKKHU Op-
TaHW3aI[uH, 3aBU3UPOBAHO PYKOBOJMUTEICM OTJIEa U MOANKMCAHO PYKOBOIUTEIEM OpraHU3allny,
KOT'O CJIeyeT yKa3aTh B KAYECTBE UCIIOJIHUTENSI B COOTBETCTBYIOIICH OTMETKE:

A) BeyIiero CrenuaimcTa;
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b) pyxoBoautens otaena;
B) pykoBoauTesns opraHu3aiuu;
I') cekperapst pyKOBOIUTETISI.

19. Kak noipKeH MOCTYNHUTh UCHOJHUTENb, TOATOTOBUBIINHN J€I0BOE MUCHMO, €CIIU PYKOBOJIH-
TeNb OT/eNa MIIAHUPOBAHUS, BU3a KOTOPOT0 HEOOX0IMMa, HAXOAUTCS B KOMaHAUPOBKE:

A) ’x1aTh BO3BpAIICHUSI PYKOBOJUTENS OT/IejIa TUIAHUPOBAHUS U3 KOMaHIUPOBKU;

b) 3aBU3MpoOBaTH MHCHMO y 3aMECTUTEINSI PYKOBOJUTEIIS OT/Ieja JIaHUPOBAHUS;

B) 3aBu3upoBaTh NMCHMO CAMOMY;

I') nepenaTh n1CbMO Ha MOANKUCH PYKOBOAUTEIIO O€3 BU3HI.

20. Kakoli pa3HOBHIHOCTBIO JCIIOBOTO IMHChMa MTOYTOBOE OT/ICIICHUE COOOIIUT rpakIaHuHY, YTO
Ha €0 UMs TOJYYEHO [IEHHOE MMCHhMO, U IPUTIIACUT TIOYYUTh €T0:

A) TUCBbMO-COOOIIICHHE;

b) nucemo-nipuriaiieHue;

B) nmucbMo-u3BeIeHue;

I') nucemo-nipock0a.

21. K xakoii pa3HOBHJIHOCTU MTUCEM OTHOCHUTCS MTUCHMO CIIEAYIOLIETO COACPIKAHUS:

Coobwaem, umo opeanuzayus ecmpeuu amMepukaHckou oernecayuu om xomnauuu "Peinysil
Xepumaoowe Hemyapk" nopyuena oupekmopy my3viKaibHO20 YYUIUUA OYXOBbIX UHCMPYMEHMO8
11.J]. Pomanosgy:

A) naopmanmoHHOE MUCHMO;

b) nucemo-oTka3z;

B) nucemo-nipenynpexienue;

I') nucemo-coob1ieHue.

22. Yem nucbMo-TipeuiokeHre (opepra) OTIINYAETCs OT PEKJIaMHOTO MUChMa:

A) HampaBiseTcsl IpOJABLOM IMOTEHUUAIBHBIM MOKYMATENsIM C MPEJIOKEHHEM TOBapOB WIIN
YCIIyT;

b) conepxut HaMepeHue 3aKII0UUTh CAENKY ¢ YKa3aHHEM €€ KOHKPETHBIX YCIOBUH;

B) He cBs3bIBaeT nponasia 0043aTeNIbCTBOM MPOIATh TOBAP.

') ctumynupyet UHTEpec K TOBapy M JKeJlaHUe ero NpuoOpecTH.

23. K xako# pa3HOBUJHOCTU IIMCEM OTHOCATCS IUCbMa, C IOMOIIBIO KOTOPBIX MPOCAT BBICIATh
Oq)HHI/IaIII)HBIe CBCACHUA NI JOKYMCHTEI:

A) nuceMo-nipoch0a;

b) mucemo-u3BemieHue;

B) nucsmo-3anpoc;

I') nucpmo-3akas.

24. Kakoil pa3HOBHIHOCTH MTMCbMa COOTBETCTBYET CIEYIOIIUMN TEKCT:

B ceazu ¢ npoyeoypoii 6ankpomcemea npeonpusmusi OAO "Mockosckuii konoumep” npocum
npeodocmasums OaHHvle 0 pasmepe 00U 20Cy0apcmea 8 YCmasHoOM Kanumaie HA36aHHO020 Nnpeo-
NPUAMUSL.

A) nucbMO-TIpockOa;

b) nucemo-nipennoxeHue;

B) nmucbemo-3ampoc;

') mucemo-coobieHue.

25. Onpenenure pasHOBUIHOCTD MMCbMA, TEKCT KOTOPOT'O MPUBEIEH HUKE:
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Ilpocum Bac paccmompemb 603MONCHOCMb NOCMABKU NAPMUU KOMNIEKMYIOWUX O Nepco-
HAbHBIX KOMNbIOMEPO8 8 nepeoll 0exaoe sueaps 2013 2. u npu nonodcumenrbHoM peuteHuu
Hanpasumo Ham oghepmy.

A) mucbMo-TIpoch0a;

b) nucemo-nipennoxenue;

B) nmucbemo-3amnpoc;

I') nucbMo-HanoMuHaHue.

26. YKaxuTe, Kakoe MUChMO CIIeAYET HAPABUTh OPTaHU3aAI[UH ~-KOHTPATCHTY I10 J0TOBOPY, €CIIN
9Ta OpraHu3allys He OIJIaUYMBAET BHITIOJHEHHBIC BaMU paOOTHI:

A) UCbMO-COOOIIICHHE;

b) mucemo-TpedoBanue;

B) nucpmo-HanoMuHanue;

') muceMo-TnipeTeH3us;

27. YkaxuTe, KaKoe MUCbMO CJelyeT HallpaBUTh OPraHU3aLMH-KOHTPAreHTy IO JI0r0BOpPY, €CIIU
MOJydeHa MapTHs TOBapa B HEHAJUICKAIEH YIMakoBKe, YTO CKa3aJloch HAa KAadyeCTBE TOBapa U
IPUBEJIO K CHUKEHHIO LIEHBI IIPU €ro MpoaxKe:

A) n1cbMO-3a1poc;

b) nmucemo-TpedoBanue;

B) nucemo-HannomMuHaHue;

I') nuceMo-nipeTeH3usl.

28. Ykaxwure, K KaKol pa3HOBUIHOCTH MHUCEM OTHOCHUTCS MUCHMO CIIEAYIOIIErO COMEP>KaHuUs:

18 anpens 2013 2. 6 11.30 mecmnoco spemenu Jlenapmamenm npupooonoib3068anus nPposooum
CelleKMopHoe coseujanue no ONPOCy O CUMYAYUU C JTECHbIMU NONCAPAMU U NeCOHAPYULeHUSMU
Ha meppumopuu Poccutickou ®edepayuu.

A) IHChbMO-TIPUTIIAIIICHUE;

b) nucemMo-HannoMuHaHuE;

B) nucsmo-u3BenieHue;

I') nucemo-coobiieHue.

29. YkaxuTe Ha3BaHHE Pa3HOBUIHOCTH MTUCbMA, IPUBEAECHHOTO HUXKE:

Ilpeonacaem cenvov ucnanockyio 6 bouxax 6 konuwecmae 1200 ke ¢ nocmaskou 6 meuenue anpe-
as-utons 2013 2. pasHvimu napmusimu.

A) NHCHMO-TIPETIOKEHHE;

b) mucemo-cooOrienue;

B) nucsmo-u3BenieHue;

I') nucemo-tmipock0a.

30. K kaxoii pa3HOBUAHOCTH MHCEM OTHOCUTCS MMUCHMO IpaskJaHNHA, B KOTOPOM OH OOpaiaercs
B OpPTaHU3aIHIO0 C TPOCHOOI MOITBEPIUTH CTaK PabOTHI B 3TOM OpraHU3aLnu:

A) nuceMo-TpeboBaHuE;
b) nucemo-3amnpoc;

B) muceMmo-coobiienue;
I') nucemo-tipock0a.

31. Opranuzanus moy4uia MuCbMO-TIPOCHOY CIEAYIOMIEro COACPKaHMS:

IIpocum Bac npenocraBuTh MECTO JUIsl IPOXOKIAECHUS MPEIIUIITIOMHON MPAKTUKUA CTYACHTKE 5
Kypca ouHO# (hopmbl 00ydeHUs1 (DaKyJIbTeTa MeJarorndeckoro o0pa3oBaHus U CEPBUCHBIX TEX-
Hosoruii ®I'bOY BIIO «MarauToropckuii rocy1apcTBEHHbII YHUBEPCUTET, 110 HAIIPABJICHUIO
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«/lokymeHToBeicHHEe U apxuBoBeneHue» MenseneBoii AnHe AHapeeBHe ¢ 01 depans mo 28
Mapta 2013 r.
VYkaxkute, Kakoil U3 BapuaHTOB OTBeTa Oy/eT 00Jjiee NPaBUIbHBIM:

A)

Coobuwaem, 4TO Halla OpraHM3auUMA roToBa NPeLOCTaBUTb MECTO A MPOXOXKAEHUA NpeanunIOMHOM
NPaKTUKN CTyAeHTKe 5 Kypca o4Hol dopmbl 0bydyeHUs daKynbTeTa neaarormyeckoro obpasoBaHUs U
cepBUCHbIX TexHoormii PreQyY BrNO «MarHUTOropCKUn rocyaapCcTBEHHbIA YHUBEPCUTET», MO HanpaBs/e-
HUto «[loKymeHTOBEAEHME U apxMBoBeaeHMe» Measeaeson AHHe AHapeesHe ¢ 01 ¢eBpans no 28 map-
Ta 2013 r.

b)

Ha Bawe nucbmo oT ... N2 ... coobuwaem, 4To roToBbl NPEAOCTaBUTb MECTO A/1A MPOXOXKAEHUA Npesan-
NJIOMHOM NPAKTUKKM CTyAeHTKe 5 Kypca o4YHOM dopMbl 0byueHUs daKkynbTeTa negarormyeckoro obpaso-
BaHMA N cepBUCHbIX TexHosorni ®re0Y BMO «MarHMToropckMin rocygapcTBeHHbIA YHUBEPCUTETY, NO
HanpasneHuto «JoOKymeHTOBeAeHME M apxmBoBegeHMe» Measenesolt AHHe AHapeesHe ¢ 01 ¢eBpans
no 28 mapta 2013 .

B)

Cooblaem, YTO Halla opraHM3aUmMsa NPeaoCTaBUT MECTO ANA NPOXOXKAEHUA NPAKTUKM ANA Ballen cTy-
OEHTKMN.

)

YBarkaemble Konneru!
NHbopmmpyem Bac o TOm, YTO Mbl pagbl NPeAoOCTaBUTb MECTO ANA MPOXOXKAEHUA NpeasunioMHON
NpaKkTMKK Baweli ctyaeHTke Measenesoit AHHe AHApeeBHe B 0603HaYeHHble Bamu CpoKu.

32. Kakoit pa3HOBHIHOCTH MTUChMa COOTBETCTBYET CJIeNIyIOIIas sA3bikoBast popmyina: «Msbt yeepe-
Hbl, Umo Bac 3auHmepecyent 6blCOKoOe Kaiecmeo Hawen npodym;uu...»:

A) npocs6a;

b) pexiiamHO€e nucbeMo;

B) odepra (npemnoxenue);
I') npurnamenwue.

33. Kakoil pa3HOBHJHOCTH MUCbMa COOTBETCTBYET CIICAYyIOIIas si3bikoBasi Gopmyna: «lIpocum
coobwums damy npuesoa denecayuu om Bawet pupmul...»

A) HarlOMUHAHUE;

b) nuadopmarmonnoe nucpMo;

B) npurnamenue;

I') npockba.

34. Kakoil pa3HOBHAHOCTU INHChbMa COOTBETCTBYET cielyomas s3bikoBas (opmyna: «/Ipeo-
CMABIIAI0 HA YMEEPAHCOeHUE NPOEKM NIAHA. .. ).

A) npocrba;

b) npencrasnenue;

B) conpoBoauTensHOE MHCHEMO;

I') odepra (mpemnoxenue).

35. Kakoii pa3HOBHAHOCTH MHUChMa COOTBETCTBYET Cieayromas s3bikoBas Gopmyna: «K coorca-
JIeHUI0, Mbl He Modcem npuHame Bawe npednodxcenue...»:

A) IHCBbMO-0TKa3;

b) nucemo-oTBeET;
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B) nucbmo-u3BUHEHNE;
') nuceMo-npuriaiieHue.

36. YkaxxuTte HanboJiee «KECTKUI» M HEYMECTHBI BapUaHT OTKa3a:

A) B cBs3u c... 1enapTaMeHT He MOXKET COTVIACUTHCS C BAIIMM MPEI0KEHUEM.
b) B cBs3u c ... Balle npeuiokeHne He MOKET ObITh MPUHSTO.

B) B cBsi3u c ... Balie npeiioKeHe HaMHU HE IPUHUMAETCS.

') [IpunsTh Bailie NpeUIoKeHUe HE MPEACTABIISAETCS BO3MOKHBIM B CBSI3U C ...

37. Kakoii BapuaHT MPEII0KEHUS TOBAPOB M YCIYT 00JIee TPUEMIIEM:

A) Ipenmnaraem Bam Bocmonb3oBaThes yciayraMu Hamei (GUpMBI 1O MOCTaBKe Ka4eCTBEHHOU M
HEJI0pOroi JIEKTPOTEXHUUECKON MPOAYKLIUH.

b) HacrostensHo pexoMmenayem Bam Bocmonb30BaThesi yciayramu Hamield (UpMBI IO MOCTaBKe
Ka4eCTBEHHON M HEJAOPOT 0l 31eKTPOTEXHUYECKOH MPOJYKIIUH.

B) Ilpeanaraem Bocrosnb30BaTbesl yciayramu Haied GupMbl IO IOCTaBKE KaueCTBEHHOW U HEJl0-
POroi 3JIEKTPOTEXHUYECKON IPOILYKIHH.

I') Hama ¢upma roroBa MmocTaBUTh BaM Kau€CTBEHHYIO U HEIOPOTYIO AJIEKTPOTEXHUYECKYIO
HIPOAYKIHUIO.

38. Kakue obOpaiieHuss yMECTHO UCIOJIb30BaTh B KOMMEPUYECKOM MPEAJIOKEHUH, PACCHIIIAeMOM
00JIBIIOMY KOJIMYECTBY OpPraHU3alUi — MOTEHIIMAIBbHBIX OKYIIATEIe TOBAPOB WIH YCIIYT:
A) YBaxxaeMble Koyuteru!

b) YBaxaemsble rocnonal

B) MuoroyBakaeMbie rocroa!

I') YBaxkaemble rocrnoja npeAnpruHuMaTen!

39. BriGepute Hanbonee yMecTHYIO (hOPMYIHUPOBKY:

A) MbI pagsl pennokuTh Bam npuHATH yuacTue B CEMHHApE ...

b) Panel npemioxkuts Bam npuHATE yyactTue B ceMUHApe ...

B) [Ipennaraem Bam npussTh yuactue B cCEMHHApE ...

I') Ilpennarato Bam npuHATH yyacTue B CEMUHApE ...

40. Ykaxure, Kakas U3 3TUKETHBIX 3aKITIOYUTENbHBIX Ppa3 OyAeT yMEeCTHOI B TEKCTE J€JI0BOTO
nmrucbMma.

A) HanmeeMmcs Ha IIUTENbHOE IIOOTBOPHOE COTPYIHUYECTBO.

b) K coxanenuto, Mbl MO3/HO TTOJIYYHJIM Ballle MPEIJIOKEHUE U HE CMOTJIM UM BOCTIOJIb30BAThCSI.
B) K cuactbio, Hammm onaceHus: 00 OCTaHOBKE MTOCTAaBOK 000PYIOBaHHUS HE TIOTBEPIUIIHCH.

I') Ouens paapl okazats Bam ycmyry.

41. Onpenenure, CKOJIBKO KOMIIO3UIIMOHHBIX YACTEH B CIEAYIOIIEM MUChME:

IIpu npoxnadke Kananuzayuu u ycmpoucmee KaHalu3ayuoHHblx kamep no aopecy: yi. Jloecen-
Ko, cmpoenue 15 Ha KonoOyvl OblIU YCMAHOBNIEHbl KPLIWKU, HEe COOMBEMCmEyowue pasmepy
obeuaex, u, HecMOmMpsi HA HEOOHOKPAMHble YCMHble U NUCbMEHHble 00paujeHUsl K HaAY4aNbHUKY
yuacmka Ne 4 ¢ npocvboii ycmpanums 0OnyweHHbvle OMCmMynieHus om MmexHuuecKou 0OKyMeH-
mayuu, mMepuvl 00 CUX NOP He NPUHAMbI.

B cea3u ¢ mem, umo npu npoesoe agmomMawiur npouUcxooum cogu2 u nepesopaiueanue Kpoluiex,
OMKpbIMble KONOOYbl CO30AI0M Y2PO3Y HCUHU NEUex0008 U MO2Ym NpUusecmu K HecuacmHulm
cnyuasm, mpedyem npuHsams CpOYHvle Mepbl O YCMPAHEHUIO HEeNOAOOK.

B npomuenom ciyyae mul e Hecem 0mMeemCmEeHHOCU 34 603MONCHbLE NOCIE0CMBUSL.

A) onHa;

b) nse;

B) Tpu;

I') uetnIpe.
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42. Kakue nucbMa sIBJISIOTCS MHOTOACTIEKTHBIMU:

A) nuceMa, NOCBSIIEHHbIE HECKOJIBKUM BOIIPOCAM;

b) nuceMa, cocrosiiiue U3 TpEX WM YETHIPEX CMBICIOBBIX YacTell (BCTYIUIEHUE, OCHOBHAS 4acThb,
3aKJII0YEHUE, IPEeyNPEKICHNUE WU 3aKIFOUNTENbHbIC STUKETHBIE (POPMYIIbI);

B) nucbma, aBTOpaMu KOTOPBIX SIBJISIOTCS HECKOJIBKO JIMI[, KaXJ10€ U3 KOTOPBIX BBICKA3bIBAET
CBOIO TOYKY 3PEHHs Ha OTPaKEHHBIN B IMCbME BOIIPOC;

I') xoMIUIeKC mHCeM, SIBISIOLIUXCS PE3YJIbTaTOM IEPENUCKU JAEIOBBIX MApTHEPOB IO OJHOMY
WJIM HECKOJIBKUM BOIIPOCAM.

43. U3 Kakux KOMIO3UIMOHHBIX YaCTEN COCTOUT NPUBEACHHBIA HUKE TEKCT NMUChMa!

B aomunucmpayuu paiiona 6 nacmosiwee 8pems ucnonvsyemcs mpu asmomoouns 1999 cooa
8bINYCKA, KOMOpble Hecym Oobuiue Hazpy3Ku U mpedyom 3HAYUMeNbHbIX 3ampam Ha meKyuwuil
pemMonm, a 08a U3 HUX HyH#COAalomcs 6 KanumaibHOM peMoHme, 3ampamsl Hd KOMOPblU CONo-
CMABUMbL CO CIMOUMOCIBIO HOB020 ABMOMOOUIIAL.

B cea3u ¢ mem, umo cayscebHbvie 00A3aHHOCMU pAOOMHUKO8 AOMUHUCMPAYUU CBA3AHbL C N0e30-
Kamu no meppumopuu pamond, yoeoumenibHo NPoCcUM 8bl0elums cpedcmea Ha npuobpemeHue
08YX HOBbIX CLydiceOHbix asmomodunels "[azenv" 0ns HysHcO aomunucmpayuu.

A) BBeZicHHE, 3aKJII0UEHUE

b) BBenenue, 000CHOBaHME, 3aKIIOUCHUE

B) BBenenme, 060cHOBaHME, 3aKIIIOUEHUE, TPEAYIIPEKICHHIE

I') o6ocHOBaHuUE, 3aKITIOYCHUE

44. VI3 kaKuX KOMITO3UITUOHHBIX YacTEH COCTOUT MPHUBEICHHBIN HIKE TEKCT MHChMa!
B coomsemcmesuu ¢ pacnopsiscenuem @edepaibHo2o ynpasierust o 0eidam 0 HeCOCMOsIMelbHO-
cmu (bankpomcemee) om 19 okmsaops 2004 2. Ne 75-P nanpaensiem Bam akmol ¢ komniekmamu
OOKYMEHMO8 N0 NPeOnpUImusim.

1. Bocmpsikogckuil msiconepepabamuleéarouuit KOMOUHAm,

2. @abpuxa oemckoti uepyuiku Ne 3.

A) BBezieHUE, 3aKITIOYCHUE;

b) BBeneHne, 000CHOBaHKE, 3aKIIIOYCHUE;,
B) o6ocHOBaHue, 3aKITI0YCHHE;

I') BBeneHue o60CcHOBaHUE.

45. lIponomxute BeicKazbiBanue: «KOMITO3HUIUS TEKCTA MTUCHMA — 3TO ... »:

A) pacrnonokeHrue peKBU3UTOB JETOBOr0 MUChMa M SJIEMEHTOB TEKCTa Ha OJaHKeE;

b) mocnenoBaTenbHOCTh JIOTMYECKH B3aMMOCBSI3aHHBIX CMBICIOBBIX YacTel, OO0BeAMHEHHBIX
€TUHCTBOM TEMBI;

B) mocnenoBaTensHOCTH PACTIONOKEHHS TPEIJIOKEHU B TEKCTE JOKYMEHTA;

') BHeIIHHE TPU3HAKH, TTO3BOJISIFOIINE BBIICTUTH TEKCT U3 MacChl HHPOPMAIUH, pa3MEIICHHON B
JIOKYMEHTE.

TECT7

1. Kakoit Bug nokymenta HE oTHocurcs K cucreme HMH(OPMAIMOHHO-CIPAaBOYHON
JIOKYMEHTaIUU:

A) npeIoKEeHHUE;

b) uncrpykius;

B) cnpaBka;

I') akr.
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2. Kakoit Bug noxymenta HE oTHocurcs Kk cucreme HMH(OPMAIMOHHO-CIPAaBOYHON
JOKyMEHTaLUU:

A) 3aknroueHue,

b) aBroOmorpadus;

B) cnucok;

I') cBOIKA.

3. Kakoii Bua npokymentra HE orHocuTcs Kk cuctemMe MH(POPMAIMOHHO-CIIPABOYHON
JIOKYMEHTAIUU:

A) iepeyeHb;

b) pestome;

B) 3akmouenue;

I') oT3bIB.

4. Kakoil pa3HOBUAHOCTH UHPOPMAIIMOHHO-CIIpaBOYHOM qokyMeHTanuu HE cymectByer:
A) nokiiagHas 3anucKa;

b) nosicuurenbHas 3anucka;

B) pazbsicuurenbHas 3anucka,

I') oOBsicHUTENbHAS 3aMIUCKa

5. Kakoif BUJ TOKyMEHTa OTHOCHUTCS K CHCTEME WH(POPMAIIMOHHO-CIIPABOYHOH TOKyMEHTAILINH:
A) 1OTOBOPHI;

b) uncrpykuuuy;

B) monoxenus;

I') cnyxeOHbIe nUchMa.

6. Kakum n1okymMeHTOM HE00X0IuMO O(pOPMHUTH pe3yJIbTaThl PEBU3UM OT/ENA MPOAAXK OpraHu-
3aluu:

A) MHpOPMAIIMOHHBIM MUCbMOM;

b) cripaBkoii;

B) akrowm;

') cBOZIKOM.

7. KakoBo MUHMMaJIbHOE KOJIMYECTBO JIUL, TOAMUCHIBAIOIINX AKT:
A) onuH;

b) nsa;

B) Tpu;

I') uetsIpe.

8. Kakoif opran noymkeH ObITh COCTaBUTENEM aKTa, B KOTOPOM (pUKCHUpYeTCs OTCYTCTBHE paboT-
HUKa Ha paboueM MecTe:

A) npo(hcoro3HBIH KOMUTET;

b) coBer yHuBepcurera;

B) cnienmanbHo co3aanHas TUCHUIIMHAPHAS KOMUCCHUS;

I') Tpyn0BOI1 KOJIJIEKTHUB.

9. KT0 yTBEp)K1a€T AKT:

A) pyKOBOJIUTEND OpraHU3aluy;
b) mpencenarens komuccuu;

B) unens komuccuu;

I') cekperaps.

10. Kakag mata aBigeTcsd DaToi akra:
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A) nara nmoanucaHus;
b) narta cocraBienus;
b) nara yrBepxxaenus;
I') nata coObITHS.

11. Kakas gacTh SIBISICTCS M3JIMIIHEH B TEKCTE aKTa:
A) BBOOHAS,

b) ocHOBHas (KOHCTaTUPYIOIIAs);

B) 3akmtounTtenbHas;

I') pacnopsinuTenbHas.

12. Kakoe cogepxaHue BKIIOYaeT OCHOBHAs 4aCTh TEKCTA aKTa:
A) ocHOBaHME JJIsi COCTaBJICHUS aKTa;

b) cocraB komuccuuy;

B) npucyrcTBytomue;

') nonTBep:kIeHUE YCTAaHOBIEHHOTO (paKTa MU COOBITHUS.

13. Ha xakoMm u3 WHGOPMAIMOHHO-CIIPABOYHBIX JTIOKYMEHTOB MOXET ObITh OodopmieH rpud
YTBEPKICHHS:

A) ciipaBka,

b) cnyxeOHnas 3amnucka;

B) akr;

I') cucok.

14. Kakoe conepxanre HE BxoauT B cocTaB OCHOBHOM YacTH aKTa:

A) moaTBepKACHNE YCTAHOBJIEHHOTO (DaKkTa MU COOBITHS;

b) nokymeHTbI, Ha OCHOBaHMM KOTOPBIX (PMKCUPOBAJIUCH YCTAaHOBIIEHHBIE (DAKTHI;

B) nenu, 3agauu, cymHoCTh, XapakTep, METO/Ibl, CPOKH, pe3yIbTaThl MPOAETIaHHON paboThI

I') npeuiokeHust, peKOMEHJaIK, CIOCOObl U CPOKU YCTPAaHEHUs BCKPBITHIX MIPHU MPOBEPKE He-
JIOCTaTKOB.

15. Kakoe Bricka3piBanue ssisiercas HEBEPHBIM:

A) AKT NOJNUCHIBAIOT BCE WIEHBI KOMHUCCHUU.

b) AKT cunTaercs NPUHATHIM MOCIE €ro MOMUCAHUS BCEMU WIEHAMU KOMUCCHH WU BCEMU JIU-
[[aMH, Y4aCTBOBABIIMMH B €r0 COCTaBJICHHH.

B) Ioanucu 4ieHOB KOMUCCUU PacoiaraloTcs B TOM e MOCJIeI0BATEIbHOCTH, KaK U BO BBO/I-
HOM YacCTH, C YKa3aHUEM JOJKHOCTH.

I') JIuno, nmeroliiee 3aMeyaHus 0 COACPKAHUIO aKTa, HE UMEET MpaBa HE MONUCHIBATh JOKY-
MEHT, OHO M3JIaraeT CBoe€ 0c000e MHEHHE JIMO0 Ha 0OOPOTHOM CTOPOHE MOCTEAHETO JTUCTA aKTa,
1100 Ha OTACIHHOM JIMCTE.

16. Kakoe Bricka3bsiBanue siBisiercss HEBEPHDBIM:

A) Tlocne yTBepkaeHUST pEKOMEHIaTeIbHasl YaCcTh aKTa MPUOOPETAET PACTIOPSTUTEIHHYIO CUITY
U 00s13aTeNbHa K UCIIOJIHEHUIO.

b) Bce nuua, ynoMmsiHyThle B aKkTe, 0COOEHHO Te€, K paboTe KOTOPBIX BBICKA3aHbl 3aMEYaHUS,
JIOJKHBI OBITh O3HAKOMJIEHBI C €TI0 CO/IEP)KaHUEM I10]1 PACITUCKY.

B) Bce nmcThl akTa, KpoMe MepBOTO U MOCIEIHEro, U MPUJIOKEHUH K HEMY Ha 000pOTHOIl cTo-
POHE 3aBEPSIOT MOANUCAMU IIPEICEAATENS] U WIEHOB KOMUCCHH.

') AKT cunTaeTcsi HPUHATHIM OCJIE €ro MOAMUCaHUs MpeceiaTeeM KOMUCCHH.

17. Kakast pa3HOBUIHOCTH 3aITUCOK O(hOopMIISICTCS] Ha OJTaHKE OpTaHHU3aIlvu:
A) 0OBSICHHUTEIIbHAS 3aIUCKa,
b) BHyTpeHHSs AOKIIaaHAas 3aMHICKa;
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B) BHemHsS TOKIaIHAS 3aMKCKa;
I') cnyxeOHas 3amucka.

18. Kakoii Buj| 3a1TMCKH 0053aT€IIbHO PETUCTPUPYETCS:
A) oObsCHUTENIbHAS 3AITUCKA,

b) BHyTpeHHSs AOKIIaqHAas 3aMHCKa;

B) BHemHss HOKIIaIHAS 3aITUCKA;

I') cnyxeOHas 3amucka.

19. Ha kakue pa3HOBUIHOCTH JIENATCS JOKJIAJHBIE 3alIUCKHU II0 XapaKTepy COAEpKaHMs U Ha3Ha-
YEHUS:

A) BHYTpEHHHE U BHEILLIHHE;

b) nanumaTtuBHBIC, THPOPMALIMOHHBIE U OTYETHBIC;

B) pazbsicHuTenbHbIe U OpaBaaTEIbHbIC,

I') opunranbHble U TUYHBIE.

20. Kakas jara gBiisieTcs AaTOM JOKIaAHOM 3aIHCKH:
A) nara yTBepKIIeHUS;

b) nara nonnucanus;

B) nara perucrparnuu;

I') nara cocraBneHus.

21. Kakoii pa3HOBHJIHOCTH JOKJIAJHBIX 3aIUCOK COOTBETCTBYET CIEAYIOMIAs XapaKTePUCTHUKA!
«Omu 0oKIaoHble 3aNUCKU COCMABIAIOMCS C Yelblo N0OYOUms aopecama npUHAms onpeoeieH-
HOe peuieHue, N03Momy 8 mekcne He MONbKO U3NA2AI0Mcs Kakue-mo akmel, HO U coOepHcam-
Csl KOHKpemHble NPeON0AHCEeHUS, PEKOMEHOAYUU UTU BbIBOOBLY.

A) MHUIIMATUBHBIE;

b) undopmanmonnas;

B) otuernsie;

') nosicHutenbpHbBIE.

22. Kakoll pa3HOBUIHOCTH JOKIAIHBIX 3aMHCOK COOTBETCTBYET CIEAYIONIAs XapaKTepPUCTHUKA!
«Omu 00KNIAOHble 3aNUCKU COCMABNIAIOMCI PE2YISAPHO U COO0epAHCAm UHPOPMAYUo 0 0emasix
UIU Memooax 6bINOIHeHUs paOOMbl.

A) UHUIIMATUBHBIE;

b) uadopmarnmonnas;

B) oTtuetHsle;

I') nosicHutenbHbBIE.

23. Kako¥f pa3HOBUAHOCTU JOKJIAIHBIX 3alMCOK COOTBETCTBYET CIEAYIOIIAs XapaKTePUCTHKA:
«Omu 0oKnao0Hble 3anUCKU UHGDOPMUPYIOM O 3asepuleHuu pabomuvl, ee SMand, 8bINOIHEHUU VKA-
3aHUL, PACNOPSNCEHUU U M. N. ».

A) UHUIIMATUBHBIE;

b) undopmarmonnas;

B) otuetHsIe;

') nosicHUTENBHBIE.

24. Kakoi TOKyMEHT MOANMCHIBAETCS] pYKOBOJUTEIIEM CTPYKTYPHOT'O MOAPA3AEICHUS:
A) axr;

b) cmyxeOHas 3amucka;

B) cripaBka;

I') npukas.
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25. Kakast pa3HOBUHOCTb 3aIIMCOK HE COJICPKUT BBIBOIOB U MPEIOKEHUI:
A) MHUTIIMATUBHAS JTOKJIaHAS 3aITUCKa;

B) cyxebnas 3anucka;

B) oObsicHuTEIbHAS 3aITHCKA;

I') nnunas 3anucka.

26. Ha xakue pa3HOBUIHOCTHU NOJPA3AEIIAIOTCS 00BbICHUTENBHBIE 3aIIUCKHU T10 COJIEP/KAHUIO:

A) 3anmuCcKi — NPUIOKEHHUS K OCHOBHOMY JIOKYMEHTY, JOTIOJHSIOMINE U MOSICHSIOMUE ero/ 3a-
IUCKH, COCTaBIIsIeMble paOOTHUKAMU JUIsl OOBSICHEHUS! UX MOCTYIKOB HJIM CIIOKHUBIIEHCS CHTYya-
n1u;

b) BHyTpeHHUE/BHELTHHE;

B) nnunmaruBHbIe/ HHGOPMAIIMOHHBIE/ OTUYETHBIE;

') pyKomnucHbIe/MAITHHOTUCHEIE.

27. B KaKOM JIOKyMEHTE B KOHIIE TEKCTa YKa3bIBAETCS KOJUYECTBO COCTABICHHBIX IK3E€MIUISPOB
U UX MECTOHAXOXJICHUE.

A) cyxeOHast 3aIHCKa;

b) cBozka;

B) akr;

I') cripaBka.

28. KakoMy BUJly JOKYMEHTa COOTBETCTBYET CIIEIYIOLINI TEKCT:

23.09.20013 6 9.00 Ha 3aHAMUSAX M0 OOKYMeHMAauuoHHOMY obecneyeHuro ynpaesaeHus npucymcmaeosa-
710 2 cmydeHma u3 cocmasa epynoel 25 yenosek, 8 pe3yabmame 4e2o 3aHAMUA NPUUWAOCL OMMEHUMb.

LouyeHm Kagedpsi 0o-
KymeHmogeoeHus Modnuce W.B. LLlenens
25.09.2013

A) ciy:xeOHas 3aIIUCKa;

b) noxnangnas 3amnucka;

B) oOBsicHuTeNnbHAS 3aMIKCKA;
') nosicHuTenbHAs 3aMUCKa.

29. Kakomy Buxy MHGOPMAIMOHHO-CIIPABOYHON TOKYMEHTAIMH COOTBETCTBYET CIEAyIoIlee
omnpeneneHue: «ITo hopmMa BHYTPEHHEH JE€TOBOIM MEPEMUCKUA MEXKTY MOIpa3IeICHUIMUA OpTaHy-
3al[UU WIK TOJKHOCTHBIMM JIUIIAMU, HE HaXOASIIIIUMHUCS B IPSIMOM MO JYMHEHUN.

A) akT;

b) cyxeOHas 3anucka;

B) noxnannas 3anucka;

I') oT3bIB.

30. Kakomy Buay HH(POPMALMOHHO-CIIPABOYHON JOKYMEHTAIlMM COOTBETCTBYET CIEAyIoIlee
omnpezeneHue: «ITO0 JOKYMEHT, COIEpKalUil ONMCaHNe U MOJATBEP)K/IEHUE TeX WM UHBIX (Qak-
TOB, COOBITUI MJIH SBJICHUH, a TAKXKE YIOCTOBEPSIOUINI KaKOH-TN00 IopuanuecKuil paxr.

A) akT;

b) cBoaxa;

B) cripaBka;

I') oOBsiIcHUTEIbHAS 3aITHCKa.

31. Kakomy Buay HH(OpPMAIMOHHO-CIIPABOYHOW JOKYMEHTAIIMM COOTBETCTBYET CIEAYIOIIEe
ornpeneneHue: «T0 JOKYMEHT, COCTaBJICHHBIA /s MOATBEP)KACHUS YCTAHOBJIEHHBIX (DAaKTOB,
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COOBITHI, NCHCTBUIN.

A) axr;

b) cnpaBka;

B) mpotoko;

I') nuceMo-TIoATBEPIKICHHUE.

32. Kakomy Buay HH(POPMALMOHHO-CIIPABOYHON JOKYMEHTAIlMH COOTBETCTBYET CIEAYIOIee
ornpeneneHue: «ITo JT0OKYMEHT, COlepKalluil IepeuucIeHre I, IPEAMETOB, 0OBEKTOB B OIpe-
JICTICHHOM TIOPSIJIKE, COCTABJICHHBIH B LENAX HHOOPMUPOBAHHS WM PETUCTPALINY.

A) cBoJIKa;
b) nepeuens;
B) cnucok;
I') cripaBka.

33. Kakomy Buay HH(POPMAIMOHHO-CIIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CJICHYIOICE
ompezaeneHue: «IT0 JOKYMEHT, COJICpPKAIIHid MHEHUE, BBIBOJBI OPraHU3allMU, KOMUCCHH HIITH
CHEIHATHNCTA 10 KAKOMY-JTHOO JIOKYMEHTY HIIH BOIIPOCY».

A) noknanHast 3anMcKa;

b) oT3b1B;

B) cBogka;

I') 3akmroueHue.

34. KakoMmy Buay HH(QOPMAIIMOHHO-CIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIEAYyIOIIee
onpezeneHue: «ITo JOKYMEHT, COJIep Kallluii MHEHNE OpraHu3alliy WK CIIeNHaIiucTa o MOBO-
Ny Kakoil-m10o paboThl, MOCTYNHUBIIEH HA pACCMOTPEHUEY.

A) noknajaHas 3aMmcka,

b) o1351B;

B) cBoaxka;

') 3akimouenue.

35. Kakomy Buay MH(OPMAIMOHHO-CIIPABOYHOM JTOKYMEHTAIlMM COOTBETCTBYET CIIAYIOLIHM
TEKCT:

depepanbHoOe ynpasBieHWe MO Aenam O HecoCToATENbHOCTU (DaHKPOTCTBE) HAa OCHOBAHWWM MpeacTaBs-
NeHHbIX  TyrypabIKCKUM  LeMeHTHbIM  3aBogom  (OpeHbyprckaa  obnactb, noc.  Tyrypabik,
yn. LleHTpanbHas, 4.1) AOKYMEHTOB ByxranTepcKoi OTYETHOCTM No cocTosiHMo Ha 30.04.2013:

— Byxrantepckuit 6anaHc (popma 1);

— OTYeT 0 NpUbLINAX N ybbITKax (popma 2)
M NpoBeAEHHOro aHaM3a GUHAHCOBOrO COCTOSHUA NPEeANPUATUA, YCTAHOBWIIO, YTO AaHHOe npeanpus-
THE ABNAETCA HENAaTeXeCcnoCOOHbIM U MMEIOLWMM HeyL0BETBOPUTENbHYIO CTPYKTYpY HanaHca (npea-
NPUATUEM-LO0/IKHUKOM).
OcHoBaHwue:
K03 PULMEHT TeKyLLen NMKBUAHOCTU No banaHcy npeanpusatns =18%;
KoadPuumeHT obecneyeHHOCTU COBCTBEHHbIMM 0BOPOTHLIMKU CPeACcTBaMM NO HanaHcy nNpeanpuaTus =
8%;
K03pPULMEHT BOCCTaHOBNEHUA No BanaHcy npeanpuatna =10%.

Pykosogutenb CmenaHos Nn.A. CrenaHos

A) cBoJIKa;
b) 3axmouenue;
B) oT3bIB;
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I') cnpaBka.
TECT 8

1. VI3 mepeyncieHHbIX HUKE BUIOB JIOKYMEHTOB BHIOEPUTE HOPMATHUBHBIM NPAaBOBON aKT, SBIIS-
IOLIMICA OCHOBHBIM B PEryJIMpOBaHMM TPYJOBBIX MPaBOOTHOIIEHUH pabortonarens (rocynap-
CTBEHHOH OpraHu3alnu, COOCTBEHHUKA MPEANPUATHS) U paOOTHUKA:

A) TpYIOBO# 1IOTOBOD;

b) TpynoBoe cornamienue;

B) Tpynosoii koaekc P®D;

') Ans60M Gopm NepBUYHON YUETHON JOKYMEHTAIMH MO TPYIOBBIM OTHOIICHHSM.

2. Kakum TOKyMEHTOM JIOJIKHBI PYKOBOJICTBOBATHCS JICIONPON3BOIUTENHN MIPU TOKYMEHTHPOBA-
HUM 3TaroB TPYJOBOT0 LIMKJIA — OT IIpUeMa Ha paboTy HOBOTO COTPYIHHKA JIO €r0 YBOJIbHEHUS:
A) O6mmepoccuiickuii KiIaccu(puKaTop yIpaBIeHIECKON TOKyMEHTAIINH;

b) AnbOoM yHUGUIMPOBaHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTAlMM MO y4eTy Tpyla u
ero omiarsl, yreepkaeHHbIM [locranoBnennem ['ockomcrara Poccnn.

B) 'OCT P 7.0.97-2016«YHudunupoBanHas cucreMa OpraHu3aliOHHO-PACIIOPSIUTEIBHON J10-
KyMeHTaluu. TpeboBaHus K 0(OPMIICHHIO TOKYMEHTOBY.

I') T'ocynapcTBeHHass cucTemMa JAOKYMEHTAllMOHHOro obecneueHus ympasieHus. OCHOBHbIE
nonoxenus. O0ume TpeOoBaHMs K TOKYMEHTaM U CIyk0aM IOKyMEHTAI[HOHHOTO 00ECTICYCHHSI.

3. Kakoli cucreMe TOKyMEHTAllUd COOTBETCTBYET CIEAYIOLIAasi XapaKTepUCTUKA: «ITO COBOKYII-
HOCTb B3aMMOCBS3aHHBIX JOKYMEHTOB, B KOTOPBIX 3a()MKCUPOBAHBI 3Talbl TPYIOBOH I€ATENIbHO-
CTH pabOTHHUKA, paCUETOB IO OILIATE TPYIa».

A) nepBuuHas yuyeTHast Oyxranarepckasi JOKyMeHTalus;

b) pacniopsuTtenbHas JOKyMEHTAIHS;

B) noxymeHTanus no JMYHOMY COCTaBY;

') opranu3aMoOHHO-TIPaBOBAasl TOKYMEHTALIMSL.

4. Kakue ¢pyHKIIMM HE CBOMICTBEHHBI IEPBUYHOM YyUE€THOM JOKYMEHTAIMU 110 JINYHOMY COCTaBY:
A) yder KasipoB;

b) yuet ucnonb3oBanust pabo4yero BpeMeHu;

B) yder pacueToB ¢ mepcoHanoM Mo oIuiaTe Tpyaa;

') yueT UCTIONHEHHBIX U HEUCIIOTHEHHBIX JJOKYMEHTOB.

B HacTodllee BpeMs YHU(UIIMPOBAH U MPUBOAUTCS B albOOME YHU(PHIIMPOBAHHBIX (HOPM JIOKY-
MEHTOB, yTBep)keHHbIX [locTanoBneHNeM ['ockomcerara Poccnn ot 5 ssaBapst 2004 r. Ne 1.

5. B xakux opranmsanusax moxeT HE BecTuch kanpoBas JOKyMEHTaUs:

A) B aKIIMOHEPHBIX OOIIECTBAX;

b) B HEeKOMMepUeCKuX OpraHu3alusx;

B) B Ka3eHHBIX rOCYAApCTBEHHBIX YUPEKACHUSIX;

') xagpoBasi JOKyMEHTAlMsI BEJIETCS BO BCEX OpraHM3alusX HE3aBHUCHMO OT MX OpraHM3allMOH-
HO-TIPaBOBOH (OPMBI.

6. Kakoif 1OKyMeHT sBIsieTCSl 00s3aTelNbHBIM MpPU JOKYMEHTHPOBAHUHU TPYIOBBIX OTHOIICHUMN
MeX1y paOOTHUKOM U pabOTO/IaTEeIeM:

A) DOMKHOCTHAsI HHCTPYKIIHS;

b) pexxum tpyna;

b) TpynoBas kHMKKa;

B) KOnIeKTUBHBIN JOTOBOD.

7. Ha kako#t MakCUMaJIbHBI CPOK MOKET OBITh 3aKJIFOUEH CPOUYHBIN TPYAOBOU TOTOBOD:
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A) He Oonee roja;

b) ne Gosee Tpex ner;
B) He Gonee msaTH sieT;
I') He Gonee necsaTH Jer.

8. Kakoit nokymeHT TpeOyeT BU3bl 03HAaKOMJICHHSI paOOTHUKA C TOKYMEHTOM:
A) TpyZ0BOI1 10TOBOP;

b) mpukas o npueme Ha paboTy;

B) yuernas nuuHas kapToUKa;

') koMaHAMPOBOYHOE yIOCTOBEPEHHE.

9. Ha kakux pabotHukoB HE 3aBoauTcs muuHas KapTodka:

A) Ha paOOTHHUKOB, IPUHATHIX HA MIOCTOSHHYIO padoTYy;

b) Ha paGOTHUKOB, IPUHATHIX HA BPEMEHHYIO padoTy;

B) Ha paGOTHUKOB, MPUHATHIX HAa PA0OTY IO COBMECTUTEILCTBY;
') 3aBoauTCS Ha BceX paOOTHUKOB MPEANpUATHS O€3 UCKITIOUCHHUS.

10. Kakoil TOKyMEHT COCTaBJISETCS B ABYX 3K3EMILIApaX:
A) TpynoBasi KHUXKKA;

b) TpynoBoii norosop;

B) ydernas nuuHas kapToUKa;

I') npuka3 00 yBOJIbHEHHH.

11. KTo odopmisieT yueTHbIE TUUHBIEC KAPTOUKHU:
A) paboOTHUK;

b) paboTHuK 1O KapaMm;

B) pykoBoauTens CTPYKTYpHOTO MOAPA3/IEICHHUS;
') 3amecTuTens pyKOBOAMUTEINS OpPraHU3aIUH.

12. Kako#i TOKyMEHT SIBJIS€TCS OCHOBHBIM JIOKYMEHTOM O TPYAOBOH JEATETBLHOCTH U O TPYIO-
BOM CTa)ke pabOTHHUKA:

A) IEHCHOHHOE YJ0CTOBEPEHHUE;

b) cTpaxoBoe cBUAETENLCTBO FOCYAAPCTBEHHOTO IEHCHOHHOI'O CTPAaXOBaHMUS;

B) TpynoBas KHMXKKa;

I') yueTHast nu4Hast KapToOUKa.

13. CKkoNbKO TPYAOBBIX KHUKEK MOXKET UMETh pabOTHUK COTJIACHO TPYJOBOMY 3aKOHOAATENb-
CTBY:

A) onny;

b) ne 6onee aByx;

B) ne Oonee nsiTy;

I') KonM4ecTBO TPYAOBBIX KHMXKEK ONPENENAETCS KOJIMYECTBOM OpraHM3alvii, B KOTOPBIX Ha
JaHHBIA MOMEHT 0(OpMIIEH PAOOTHHUK.

14. Kakue BUIIbI JUCHUTUIMHAPHBIX B3bICKAHUN BIUCHIBAIOTCS B TPYAOBYIO KHUXKKY:
A) cTporuii BIrOBOp;

b) yBosibHeHuUE;

B) Bce BuABI qUCHUIIITMHAPHBIX B3bICKAHUMN BIIUCHIBAIOTCS B TPYJAOBYIO KHIKKY;

') B3pICKaHUS B TPYIOBYIO KHUKKY HE 3alACHIBAIOTCS.

15. B kakoMm citydae BO3MOXEH IIPHEM Ha paboTy 0€3 TPYI0BOM KHUKKH:
A) nipu ippeMe Ha padoTy JIHII, He JOCTUTIINX COBEPIICHHOJICTHS,
b) mpu npueme Ha paboty il 6€3 ONpeIeTICHHOTO0 MECTa JKUTEILCTBA;
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B) npu npueme Ha paboTy UL, JOCTUTIINX COBEPIICHHOIETHUS, HO SBJISIOUIMXCS CTyJCHTaMHU U
y4aIuMucs;
I') 6e3 Tpy10BOM KHIKKH ITPUEM HA pabOTy HE 1OIYCKAETCS.

16. Kakoif TOKyMEHT HE BXOJUT B KOMILJICKT IOKyMEHTOB O KOMAaHIUPOBAHHUH C KOJIOBBIM 000-
3HayeHueM Gopmsl T:

A) mpuka3 (pacnopspKeHHE) O HAMpPaBICHUH OTIEIBHOTO paOOTHUKA WM TPYIIEI PAOOTHUKOB B
KOMaHJAUPOBKY;

b) komaHAMPOBOYHOE YIOCTOBEPEHUE PAOOTHUKA;

B) cny>xeOHOe 3a1aHK€e C OTYETOM O €ro BBINOJIHEHHH;

') aBaHCOBBII OTUET.

17. Kakoit TOKyMEHT SIBIISIETCSI U3UIITHUM TTPH 0(OPMIICHHH OTITYCKA:
A) rpaduk OTIIYCKOB;

b) npuka3 (pacnopsikeHHe) 0 MPEIOCTaBIEHUN OTITYCKa;

B) tpynoBoii norosop;

I') 3anncka-pacueT o Ipel0CTaBIEHUH OTIIyCKa paOOTHHUKY.

18. Kakoii JOKyMEHT HeJb351 OTHECTH K JINYHBIM JOKYMEHTaM:
A) nTu4YHas KapTOUKa;

b) xapakrepucruka:

b) aBroOMorpadus;

I') pestome.

19. KakomMy TOKyMEHTY 110 TMYHOMY COCTaBY COOTBETCTBYET oTpakeHne Cliemyromas Xapakre-
puctuka: «TekcT 3TOoro JOKyMeHTa COCTOUT M3 IBYX YacTeil: BBOJHOM, /i€ yKa3bIBalOTCs (amu-
JWsI, UMsI, OTYECTBO, TOJ POXKIEHHsI, 00pa3oBaHKE, JOJDKHOCTh, CTPYKTYPHOE TMOJpa3eieHue,
CTak paboThl Ha MPEANPHUITUN; OCHOBHOW YacTH, IJle yKa3bIBAIOTCS JENOBbIE KayecTBa, OTHO-
nieHue K pabdore, nMpodecCHOHANBHBIA POCT, HAJMYUE Harpaj, MOOUIPEHHA, OTHOIICHUS C CO-
TPYIHUKAME.

A) aBTOOUMOTrpadus;

b) npencraBnenue Ha NoOLIpEHNE;

B) cripaBka ¢ mecTa paGoThI;

') xapakTepucTuka.

20. Kakomy BUy JOKYMEHTa COOTBETCTBYET CIIEIYIOLIAs XapaKTEPUCTHKA: «ITO OpHUIIHAIbHOE
oOpamieHne uia (MM HECKOJIBKUX JIMI) B YUPESKICHHE HITH K JOJDKHOCTHOMY JIUITy KOHCTATH-
PYIOIIE-X0AaTaliCTBYIOIIETO XapaKTepa B LEJAX pealu3aluy ero (Ux) rnpasa Uid 3aKOHHOT'O UH-
Tepecay.

A) nuceMo-nipoch0a;

b) nucemo-3amnpoc;

B) 3asBnenue;

I') moxnamHas 3amucka.

21. Kakas s3bikoBas (hopMmysa yMECTHA B 3asIBJICHUU:

A) «B Moeil mpockOe MpoILy He 0TKA3aTh. ..»;

b) «mpoury Bamero cornacus Ha...»;

B) «3apanee npusHaTenen»;

I') «BecbMa yoenutensHo Bac mpomry».

22. Ha xakoM BHJE JTUYHBIX TOKYMEHTOB o(opMIIsieTcs ajpecar:
A) pestome;

b) xapakrepucruka;

B) 3asBnenue;
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I') nOBEpEHHOCTD.

23. KakoMy JIOKyMEHTY COOTBETCTBYET CIIEAYIOLIasi XapaKTePUCTUKA: «ITO MUCHMEHHOE MOJI-
HOMOYHE, BBIJJaBAEMOE OJHUM JIMLIOM (YUPEKIACHHEM) IPYroMy JHUIy AJs MPEACTaBUTEIbCTBA
nepea TPETHUM JTULIOM.

A) ciipaBka,

b) zaaBnenue;

B) pacnucka,;

I') noBEpEHHOCTD.

24. Kakoi TOKyMEHT SIBJISIETCS IOKyMEHTOM I10 JINYHOMY COCTaBY, COACPIKALINM OIHMCAHHUE Xa-
PaKTEPHBIX U OTIMYUTENIbHBIX YEPT U KauecTB pPaOOTHHUKA M OTPAXKAIOIIMKA MHEHUE aJIMUHUCTpa-
UM O HEM:

A) 6uorpadus;

b) o13b1B;

B) penensus;

b) xapakrepucrtuka.

25. Kakoit MakCUMaJIbHBIN CPOK JIEUCTBUSI MOXKET OBITh YKa3aH B JOBEPECHHOCTH:
A) He Oonee roja;

b) ne Gonee AByX jeT;

B) e Gomee Tpex nerT;

') He Gozee nsATH JeT.

26. B Teuenune Kakoro cpoka JOBEPEHHOCTh COXPAHSIET CHUIIY CO JIHSI BBIA4M, €CIIU CPOK €€ Jeii-
CTBUS B CaMOM JJOBEPEHHOCTHU HE YKa3aH:

A) B TeueHue NoIyroja;

b) B Teuenune ogHoro rona;

B) B Teuenue Tpex ner;

I') Takast TOBEPEHHOCTH SABIISIETCS OECCPOUHOM.

27. Kakast ToBepeHHOCTb TpeOyeT HOTapHaIbHOTO yJJOCTOBEPEHHUS:
A) Ha nony4yeHue 3apaboTHON IIaThI;

b) Ha nony4enue Bki1aaa B OaHKe;

B) Ha nonyuyeHue eHeXHON U MOCBUTOYHON KOPPECTIOHACHIINY;
I') Ha pacniopsiKEHHE UMYILECTBOM.

28. B kakoM ciydae yupekJIeHHe UMEET MPaBo yIOCTOBEPATh JOBEPEHHOCTh Ha MOJIyUYEeHHUE Jie-
HEXKHOTO BKJaaa B OaHKe:

A) eciv TOBEpUTENb U TUI0, KOTOPOMY OH JIOBEPSET, SBISIOTCS TpaxkaianaMu Poccuu, XoTs 1 He
ABIISAIOTCS paOOTHUKAMU IAHHOTO YUPEXKACHHUS;

b) ecnu noBeputens sBNsSeTCS paOOTHUKOM JaHHOTO YUPEKACHHS, a U0, KOTOPOMY OH JOBe-
pSIeT, HE ABJSAETCS] pAOOTHUKOM JIAHHOTO YUPEXKICHUS;

B) ecnu noBeputens He ABISETCS paOOTHUKOM JTAHHOTO YUPEKICHHSI, a IO, KOTOPOMY OH J10-
BEpSIET, ABJSAETCS paOOTHUKAMH JAHHOTO YUPEKIECHUS;

') ecniu moBepuTENh HAXOIUTCS HA CTAIIMOHAPHOM U3JICUCHUU, HO SBIISETCS PAOOTHUKOM JTAHHO-
TO y‘-Ipe)KI[eHI/IH, n JI1no, KOTOpOMy OH )IOBepﬂeT, TAKXEC ABJIACTCA pa6OTHI/IKOM JAHHOT'O ytlpe-
JKIICHUS.

Konmponvuaa paboma
BeiOepuTe npaBuIIbHBINA OTBET WM OTBETHI, IOCTABUB 3HAaK +, V WM MHOMU 3HaK B CBOOO/-
HbIE siYeiiku creBa. [IpaBUIIbHBINA OTBET MOXKET OBITh:
- BBIOOpPOM OJIHOTO BapHaHTa OTBETA U3 HECKOJIbKUX BO3MOKHBIX;
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- BBIGOpOM HCCKOJIBKUX MPAaBUJIbHBIX OTBETOB U3 NPCIJIOKCHHOI'O CIIUCKA,
- YKa3aHHMEM ITOCIICN0BATEIIbHOCTH 0OBEKTOB.

3amanue 1. Kakoii TOKyMEHT ycTaHABIMBAET MpaBHiIa O(OPMIICHHS TIOKyMEHTOB:

1 [IpaBumna opopmieHust JOKYMEHTOB, yTBepkIeHHbIe [IpaBuTenscTBoM Poccuiickoit
®denepanuu

2 OcHoBHbIe MpaBuiia padoThl apXUBOB OpraHU3aAUU

3 l'ocynapcTBeHHBIN CTaHIapT

4 Howmenxkiarypa gen

3amanue 2. [Ipogomkute onpenenenue: GopMymsp JOKyMEHTa 3TO - ...

1 COBOKYITHOCTh PEKBHU3HUTOB JOKYMEHTA, PACIIOJIOKEHHBIX B OMPEICICHHOMN MOCIeI0BA-
TEJIBHOCTH

2 BHYTpEHHsIs (hopMa JOKYMEHTA, ONPEISIISIONIasi CTPYKTYPY TEKCTa M €r0 S3BIKOBBIE 0CO-
OECHHOCTH

3amanue 3. Ha kakom OnaHKe MOXKET OBITh pa3MenieHo n3oopaxenue ['ocynapcTBeHHOTO repoa

Poccuiickoit @eaepanuy B OJJHOLBETHOM BAPUAHTE HA TEPAIbANYECKOM IIUTE:

1

[TocTanosnenuit ['ocynapcreennoit Iymer @enepansuoro Codpanust Poccutickoii De-

JACpalnn

I'enepanbHOM IpoKypaTypsl Poccuiickon @enepannu

Anmvunuctpanuu [Ipesunenrta Poccuiickoit denepanmun

OpranoB, opranuzanuii 1 yupexaenuii npu [IpasutensctBe Poccutickoii @enepanmu

BagaHI/Ie 4. Kakoii 3HaK ©UMeeT MpaBoO IMIOMECTUTDH Ha OnaHkax JOKYMCHTOB HIPCANIPUATHEC, IIPONU3-

BOJIsIIIIEE KAaKYIO-THOO0 MPOAYKIUIO:

lNocynapcrennslit repd Poccuiickoit deneparinu

ToBapHsIli 3HaK

I'ep6 roposa, Ha TEPPUTOPUU KOTOPOTO HAXOAUTCS MPEANIPUIATHE

Al WIN| -

OMOIeMa

3ananwue 5. B cBOOOHOM CTPOKE YKAKUTE, B KAKOH IMOCIIEI0BATEILHOCTH JIOJKHBI PACIIONaraThCs

HAMMEHOBaHUS B OJNaHKe MucbMa (HIMaia OpraHu3aim:

1 OTKpBITOE aKITMOHEPHOE 00IIECTBO
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2  |(OAO "Cubuedtn")

3  |@unman B roposie XaHThl-MaHCcHIiCK

4  |"Hedrsanas xommnanus "Cubuedrs"”

3ananue 6. Ykaxute pexBusuThl, HE BKitogaeMbie B OJ1aHK NMUChMa:

MecTo cocTaBlICHHS WU HU3JJaHus JOKYMCHTA

JHara

HaunmenoBanue opranuzanuu

DOMOeMa i TOBApHbBIN 3HAK (3HAK 00CTY>KUBAHNUSA)

HammMeHnoBanue Buja AOKYMCHTa

Anpecar

CnpaBquHe JaHHBIC 00 OpraHu3anu

CchplIKa Ha pCFHCTpaHHOHHLIﬁ HOMCDp U AaTy JOKYMCHTA

Ol oo | N0l B~ W IN|EF

Kox ¢opmsbl qokymenTa

[N
o

3aroyioBOK K TEKCTY

3agaHI/Ie 7. YKa)KI/ITe, KaKHe CBCACHUSA BKIIIOYAKOTCS B COCTAaB PECKBU3UTA "CHpaBO‘IHLIe JaHHBIC

00 opranuzainuu" B OJJaHKaX MUCEM:

1

CBenieHus 0 pyKOBOJICTBE

Howmepa Tenedonos

ITouToBBIN afpec OpraHu3aluu

AJpec JIEKTPOHHON NOUTHI

[ara peructpanuu opraHu3anuu

2
3
4
5
6

COKpaH_IeHHOC HaMMCHOBAHNEC OpraHHU3allun

3ananue 8. BeiGepute criocoOb! Hanucanus Aatel, npeaycmotpenusie 'OCT P 6.30-2003:

09.03.06

09 mapta 2006 1.

09 mapta 2006 rona

09.03.2006 1.

2006-03-09

2006.03.09

~Nlola|lral0|IN| -

09.03.2006
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3amanne 9. Ha kakux TOKyMeHTax peKBU3UT «JlaTa TOKyMEHTa» MPOCTaBISIETCS IIU(DPOBBIM

CIocoooM:
1 |opraHM3anMOHHBIX
2  |(huHAHCOBBIX
3  |pacnopsauTeNbHBIX
4 |mpaBOBBIX, ONPEACISAIONINX IIPaBa U 00S3aHHOCTH OPraHU3ALUHN U TPaKIaH

3ananue 10. [Ipu noaroToBke N10KyMEHTA K MOANMCAHUIO B pEKBU3UTE «/laTa n1okymeHTa» 3apa-

HEC IICYaTaroT:

1 rof
2 MECSIL]
3 YHUCIIO

3ananue 11. Kakoil anemeHT pexBu3uTa «PerucTpanioHHblii HOMEp JTOKYMEHTa» SIBISIETCS 0051~

3aTCIIbHBIM:

1 |HOMep nena o HOMEHKJIaType

2  |mOpSAKOBBIA HOMEP

3 |ycioBHOe 0003HaUEHHE CTPYKTYPHOT'O MOApa3eIeHHs

3ananue 12. Kakue pexBusutsl HE nomxHe! Ob1Th pazmenieHsl Ha o6meM 01anke ['OY BITIO

«MarHuTOropcKHii rocy1apCTBEHHBIN YHUBEPCUTET:

1 |PeructpauuoHHbIi HOMED

2  |DMOiema opraHu3aIuu

3 |[MecTo cocTaBiICHUS WM H3JaHUS

4 HanmenoBanue Buia 10KyMeHTa

5 Kon opranuzamuu mo OKIIO

6 OI'PH ropuauyeckoro auia
WHH/KTITT

8 |HammeHnoBanue opranu3anuu

9 |[ara nokymeHTa

10 |CmpaBouHbIe JaHHBIE 00 OPTaHU3AINH

11 |Anpecar

12 |3aronoBOK K TEKCTY
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3amanwue 13. YKaxuTe peKBU3UT, 0)DOPMIICHHBIA HEMTPABUIBHO:

Hexommepueckoe mapTHEPCTBO

"THJIbAUSA MTPOPECCUOHAJIBHBIX
PUDJITEPOB"

3aropoaHoe 1., 5, Mocksa, 118365
Temn.: (445) 245-18-01;
daxc: (495) 245-30-00

OI'PH 1127776500001;
WMHH/KIII0112220000/011777000

22.04.2007 Ne  o/m
HaNe ot

O npenocraBiaeHUH JOKYMEHTOB

HcnonnurenbHOMY AUPEKTOPY
Poccuiicko-mBennapckoro
COBMECTHOTO MIPEANPUSITHS
«Russian Trust & Trade Ltd.»
r-uy I'.Il. CunopoBy

Bomokonamckoe 1., 10,
Mocksa, 215080

HanmMeHnoBaHue OopraHu3aliviv — aBTOpa JOKYMCHTA

CrnpaBouHble JaHHBIE 00 OpraHU3alU

[ara noxymeHnTa

PerucrpanmoHHbIii HOMEp JOKYMEHTa

3aroyioBOK K TEKCTY

ocolu|lbhlw|N| -

Kon opranuzarum

3ananue.14. YkaxuTe NpaBUIbHBIA BapuaHT 0pOpMIIEHHUS ClIpaBOYHON nH(popmManu o0 opra-

HU3alluu:

OO11ecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTHIO
"ABTOKAP"

117312, Mockaa, yn. @epcmana, 1. 5/1
Ten. 721-3333; daxc 721-1900;

e-mail: avto@avto.ru

OI'PH 1127776500001,
WHH/KIIIT 0112220000/011777000

Ne
Ha Ne oT

OO11ecTBO ¢ OrpaHUYEHHON
OTBETCTBEHHOCTBIO
"ABTOKAP"

yn. ®epcmana, 1. 5/1, Mocksa, 117312
Ten. (495) 721-33-33; daxkc (495) 721-19-00;
e-mail: avto@avto.ru

OKITIO 2356447; OI'PH 1127776500001,
WMHH/KIIIT 0112220000/011777000

Ne

Ha Ne oT
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mailto:avto@avto.ru
mailto:avto@avto.ru

3aganue 15. YkaxxuTe npaBUIbHBIN BapuaHT ohopMIIeHHS pEeKBU3UTA «Apecar» B IHChME,

HaIlpasJIsICMOM B OpraHu3anuro:

1 ['enepanbHOMY TUpPEKTOPY 2 255678, Mockaa,
OAO "Crpoiipecypc" yi1. JKuBonucHasi, 24,
Mockasa, yn. )KuBonucHasi. 24, ['enepanbHOMY qUpEKTOPY
255678 OAO "Crpoiipecypc"

C.C. KanamnukoBy

3 OAO "Crpoiipecypc" 4 ['enepanbHOMY THpPEKTOPY
['enepansHOMY qUpPEKTOPY OAO "Crpoiipecypc"
C.C. KanamnukoBy C.C. KanamnHukoBy
Mockasa, yn. )KuBonuchas. 24, yi1. XKuBonucHas, 24,
255678 Mocksa, 255678

3aQaHI/Ie 16. Kakne u3 MEPCUNCIICHHBIX TOKYMCHTOB HE noanexat YTBCPKACHUIO:

Ycras opranu3anuun

IIpukasel

AKTEI

JloknaHbpIe 3aIMMCKU

WNHcTpykuun

ocolu|lhlw|N| -

3asiBeHUE O TIpUeMe Ha paboTy

3aganue 17. YKaxuTe NpaBUIbHbBIN BapUaHT PE30JIIOLUH PYKOBOIUTEIIS:

Kpasyosy M. I1. Kpasyosy M.I1.
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IIpowy noocomosumas 3axroyeHue K
18.04.2007.
Tloonuce pykoeooumens

10.04.2007

Ipowy paccmompeme.

Tloonuce pykoeooumens

10.04.2007

3ananue 18. Kakoli BapuaHT 3arosnoBka Bbl cunTtaere npaBuiIbHbIM?

1 O noroBope MocTaBKu
2 O HeBBINIOJIHEHNH H0TOBOpa mmoctaBku ot 12.08.2005 Ne 45/67
3 O HEBBITIOJIHEHHUH JI0TOBOPA

3ananue 19. B xakoii popme crnemyer npeacTaBUTh yHUGUIIUPOBAHHBIN TEKCT JOKYMEHTA, €CIIH

HEO0OXOIMMO CHCTEMaTH3UPOBATh HH(POPMALIMIO O HECKOJIBKUX 00BEKTaX M0 HEKOTOPOMY Habopy

IPU3HAKOB!

1 I'pammaTryecKu CBA3HBIN TEKCT

2 Tabmauia

3 AHkera

BagaHI/Ie 20. Ykaxxute IMPAaBUJIbHBIC BAPUAHTBI O(I)OpMJ'IeHI/IH OTMCTKHU O HAJIMYNU ITPUIIOKCHHUS B CO-

MMPOBOAUTCIIBHOM ITHUCbME!

1 IIpunoxxenue: ynomsHyroe Ha 3 J1. B 1 9K3.
2 [IpunoskeHue: o TekcTy Ha 3 1. B 1 9K3.
3 [Ipunoxenue: Ha 3 1. B 1 2K3.

3agaHI/Ie 21. Kakoit u3 MCPCUNCIICHHBIX PCKBU3UTOB HC OTHOCUTCA K PCKBU3UTAM YIOCTOBCPCHUA:

I'pud yrBepxaenus

Ileuatn

OtMeTKa 0 3aBEpeHHH KOTMHU

Busza cornacoBanus

gl | W IN|PF

Iloamuce

3aganue 22. Ha kakoM 3K3eMIUIsIpe JEJI0BOro MUChMa, MOATOTOBIEHHOM ISl OTIPABKH aJpeca-

TY, OPOCTABJIAIOTCA BU3bI:

1 Ha nopnunaHuke, oTnpaBiasieMoM agpecaTy
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Ha xonuu, nomenaemMoit B €710 opraHu3aluu

3ananue 23. Mmeet it ipaBo paOOTHHUK OPTaHU3AIMH OTKA3aThCs OT BUSHPOBAHUS MTOATOTOB-

JICHHOT'O ITMChbMa, €CJIM OH C HUM HC coriaceH?

1

JA

2

HET

3ananue 24. YkaxuTe BapuaHT opOPMIICHUS OTMETKH 00 ucroyiHuTene, ycranoBieHHblii 'OCT

P 7.0.97-2016:

1 PycaxoBa Osnbra HukonaeBna
422-85-65

2 Ucn. Pycakosa O.H.
Ten. 422-85-65

3 O.H. PycakoBa
422-85-65

4 Pycakosa
422-85-65

) Pycakosa O.H.
422-85-65

3agaHHe 25. Ha xakom SK3EMILEIPE TPUKa3a IMPOCTABIIAIOTCS BU3bIL:

Ha INOATMHHHUKE, ITIOMEIIACMOM B ACJI0

Ha KOIlnu, ocTarolemcs Y UCIIOJITHUTCIIA

3aganue 26. BoiOepute npaBuIbHBIN BapuaHT ohopMIIEHHS TONMKUCH B PACHIOPAUTEIEHOM JI0KY-

MCHTC OpTraHHu3allun (npmcaze, paCHOpH)KCHI/II/I)I

1

I'enepanpHbIll qUpPEKTOP [Honnuce M.IL.Tokapes

2

I'enepanbHbIN AUPEKTOP

000 «KoHcanT-rpymnm» [Tonnuce MLII. Tokapes

3aganue 27. Ecnyu 3aMecTUTENb PYKOBOAUTENS OpPraHU3allMi UMEET IPaBO MOANNCHIBATh JOKYMEH-

TBI BMECTO PYKOBOJIUTEJISI B CITy4Yae €ro BpEMEHHOTO OTCYTCTBHS, KaK JIOJKHA ObITh 0 opmIleHa

MOINCE:

ol




/T eHepallbHBINA JTUPEKTOP IMoamuce JI.A. Canukos

3aM. TeHepaIbHOIO TIUPEKTOpA [Tonnuch O.H. Pemu3zoB

H.o. renepanbHOro 1upeKTopa [Moanuce O.I1. PemuzoB

3ananue 28. Kak gomkHa ObITh 0opMIIeHa TOANKCH B TUChME, €CIIM KOMMEPUYECKHI TUPEKTop (hup-

Mol (H.M. CtapkoB) HaxoauTCs B OTITYCKE, a UCTIOTHEHUE €r0 003aHHOCTEN MPUKA30M BO3JI0KEHO

Ha 3aMmecTuTesst komMmepueckoro aupekropa (E.Jl. Tabakosa):

1 Kommepueckuit qupekrop [Moanuce E.Jl. TabakoB
2 3aM. KOMMEPUYECKOT0 TUPEKTOpa ITonnucs E.Jl. TabakoB
3 H.o. koMMepUECKOTro IUpPEKTOpa [Toanuck E.Jl. TabGakoB

3ananue 29. Kakue 13 nepeurcieHHbIX [TMCEM YI0CTOBEPSIOTCS [IEYAThIO:

1 I"apanTHitHOE TUCEMO
2 Kommepueckoe npeoxenue
3 [TuceMo-npocrba

3aganue 30. Hy:xHO J1 IpHUKa3bl pyKOBOJUTEINS 3aBEPSITh I1€UYAThIO OPraHU3an?

1

A

2

HET

3aganue 31. Kakoe yTBepkieHHeE SIBISETCS PAaBUIbHBIM:

1 Bwusa nomkHa comepxaTh: JOMKHOCTH JIUIIA, TTOAMUCH, (JaMUITUIO, aTy.
Bwuza gomxHa comepkarh: JOHKHOCTD JIUIIA, TTOUCH, aTy.
3 Bwusa gomxHa conmepkarh: TOAMKUCH TOJDKHOCTHOTO JIMIA U JIATY.

3aganue 32. JIomkeH JIM UCHOJTHUTENb, ITOArOTOBUBIIHNN TEKCT MUChMa, BU3UPOBATH JOKYMEHT?

JA

HET

3aganue 33. Kakoll peKBU3UT UCTOJIB3YETCS U1 yAOCTOBEPEHUS AIEKTPOHHOIO JOKYMEHTA!

1

HaumenoBanue opranuzanuu (Jivia) - aBTopa JOKyMEHTa

2

PeructpaiimonHbiii HoMep JOKYMEHTA
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3 NnentrudukaTop 37€KTPOHHONU KOITUH TOKYMEHTA

4 OnextpoHHas u(poBas NOANHUCH

3ananue 34. [lepeuncnure Ha3BaHUs peKBU3UTOB 1okyMeHTa oT 0110 30, coorBercrBytomue 'OCT
P 7.0.97-2016 «YHudumpoBaHHas cUCTeMa OpPraHU3aIMOHHO-PACTIOPSAIUTEIFHON JOKYMEHTA-
un. TpeboBaHUs K 0(OPMIICHHUIO TOKYMEHTOB.
3amanwue 35. Ilepeuncnnte Ha3BaHUs PEKBU3UTOB OJIAHKOB JOKYMEHTOB, cooTBeTcTBYIOmMEe ['OCT
P 7.0.97-2016 «YHudunupoBaHHas CUCTEMa OPraHU3ALMOHHO-PACTIOPIIUTEILHON JOKYMEHTa-
. TpeboBanus K 0POPMIICHUIO TOKYMEHTOB.
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7 OueHoYHbIE CPeCTBA JIJIsl IPOBeIeHH s POMEKYTOYHOM aTTeCTALMU

HpOMG)KyTO‘IHElSI arrecranusgd MMECT LCIIbIO OIPCACIUTDL CTCIICHb AOCTHIKCHUS 3allJITAaHUPOBAHHBIX PE3YJILTATOB 06yquH51 110

JTUCHUIIINHE (MOYJIIO)

«[IpakTuKyM MO COCTaBIEHUIO U OPOPMIICHHUIO CITYKEOHBIX TOKYMEHTOB» 3a 4 Kypc B (hopMe 3aueTa ¢ OI[CHKOIA.
JlaHHBIN pa3Aen COCTOUT UX JBYX ITYHKTOB:
a) [Inanupyemslie pe3yabTaThl 00yUEHUs U OLIEHOYHBIE CPEICTBA VIS IPOBEICHUS TPOMEKYTOUHOM aTTECTAIUH.
0) [Topsimok MpoBEACHUS TPOMEKYTOUHOM aTTECTAIH, IOKA3ATEeIN U KPUTEPUH OIICHUBAHHSL.

a) HﬂaHpreMbIe pe3yJbTaThbl oﬁyqem/m H OIICHOYHBIC CpeaAcCTBa AJIsI IPOBEACHUS l'[pOMe)KyTO‘{HOi/i aTTecTaluu:

CtpyKTypHBII
3JIEMEHT

KOMIICTCHIIN

[Tnanupyemsble pe3yabTaThl 00yUeHHUs

O1neHOYHBIC CPEACTBA

OIIK-1 cnoco0HOCTBIO NCIIOJIL30BATh TCOPETHICCKHUEC SHAHUSA H METO/AbI HCCJICTOBAHUA HA IPAKTUKE

3HaTe

- HOKYMCHTOBCAYCCKYIO TCPMHUHOJIOTUIO,
- HOPpMAaTUBHO-MCTOJUYCCKHUEC MATCpHAJIbI I10

JOKYMEHTUPOBAHUIO  yNPABICHYECKON  Jes-
TENbHOCTH

- 3aKOHOMEPHOCTH JIOKYMEHTOOOpa30BaHUs,
CKJIa/IIBAaHUS U PA3BUTHS CUCTEM JOKYMEHTa-
UM,

- TEOPETUYECKUE M MPAKTHUUECKUX MPOOJIEMBI
CO3/1aHUs JOKYMEHTHPOBAaHHOW HHQOpMAaIu
OpraHM3alil pa3IUYHbIX OpPraHU3aI[MOHHO-
MIPaBOBBIX (popM

- COCTaB OpPraHMU3aLMOHHO-PACIIOPSAAUTEIBHON
JIOKYMEHTAIUH;

- MpaBUJIa COCTABIICHUSI U O(OPMIICHUS JOKY-
MEHTOB

- IIpaBuJjIa MOJATOTOBKHU YIIPABJICHYECCKUX JOKYMCHTOB 1
BCIACHUS HCHOBOﬁ NEPEercCKu

Teopemuueckue 6onpocwi
1. Cranpaptusauus u €€ ponb B 1oKyMeHTHpoBaHuu. [Ipunnmns! crannaptusanyuu. @opmyssp-
oOpaszen u ero npoektupoBanue. CTaHaapThl
2. Yaudukanus u e€ poib B JOKYMEHTHUPOBAaHMU. DTanbl YHU(PHUKAIMUA U CTaHIApTH3ALMH.
DKOHOMHYECKasl U yrpaBieHuecKas 3(Q()EeKTUBHOCTh CTaHAAPTU3AUN U YHU(PUKALIUH.
3. Tpadaperuszanus kak cnocod yHU(UKALUU TEKCTOB JOKYMEHTOB. YHUHKaAIM U Tpadape-
TU3alMs KaK METObl COBEPIIIEHCTBOBAHUS JOKYMEHTOB.
4. Bunpl 6aHKoB. PexkBU3UTHI O1aHKOB, TpeOoBaHUs K X odopmiieHHto. [IpaBuna usrorosie-
Hus 611aHkoB. @opmartsl Oymaru, IBET, YTII0BOE U MPOA0IbHOE PACIIOIOKEHUE PEKBU3UTOB.
5. lonsTre "TEKCT AOKyMeHTa" MpH Pa3IMYHBIX CIOCO0ax JoKyMeHTHpoBaHus. CreHapuii
MOATOTOBKH JoOKyMeHTa. ColiepikaHne IPOCTBIX U CIOXKHBIX JTOKYMEHTOB.
6. [TopsioKk U3M0XKEHUsI TEKCTa JOKyMeHTa. TpeOoBaHMs YETKOCTH U SICHOCTH TeKCTa JJOKYMEH-
ta. Jlornueckast cTpykrypa Tekcta. B3aumocBszp comepxanus u Gopmbl JokymeHTa. Dopma-
AU3aLus TEKCTa TOKYMEHTA.
7. DneMeHTHI TekcTa. TpeboBanus K 0QOPMIICHHIO TEKCTA B BUJ/IE aHKETHI, TAOIHUIIbI, CBI3HOTO
tekcTa. [loHsTHe "3aronoBok nokyMmeHTa". HazHaueHue 3arojoBka, ero Mecto B (opmyJsipe
nokyMeHTa. [IpunoxeHus K TEKCTY U HOPSA0K UX 0hOpMIIEHUS.

Tecmui




CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

1. CornmacHo cTaHAAPTU3UPOBAHHOMY OINPEICIICHUIO, BUJ IMCBMEHHOIO JOKYMEHTA — 3TO:

A) npUHAIIEKHOCTh MUCBMEHHOIO JIOKYMEHTAa K CHUCTEME JOKYMEHTAlUU 110 MPU3HAKAM CO-
JEpKaHUs U LIEJIEBOr0 Ha3HAYCHUS;

b) HanMeHoBaHNe NOKyMEHTa, O(POPMIIEHHOTO 110 YCTAaHOBJIEHHBIM IPaBUIaM MalllMHOIUCHBIM
CII0co0oM;

B) odurmansHeIii JOKyMEHT, CO3/1aHHBINA B IMCEMEHHOM BHJIE;

I') pa3HOBUJIHOCTh TOKYMEHTA, UCIIOJHEHHOr0 IpaMuecKUMH 3HaKaMu — OyKBamH, Lu(ppamu,
ueporyndamu.

2. IlpuHAANIEeKHOCTh JOKyMEHTA K CHCTEME JOKYMEHTAllMH IO MPU3HAKaM COJCp)KaHHS M LEJICBOTO
Ha3HAYEHUs — ATO:

A) OJ1aHK TOKYMEHTa;

b) Bun moxymenTa;

B) neno;

I') hbopmyiisip nokymeHTa.

3. CornmacHo CTaHAAPTU3NPOBAHHOMY OIIPEEIICHNI0, CUCTEMA JJOKYMEHTAIUH — 3TO:

A) COBOKYIHOCTb JOKYMEHTOB, 00pa3ylomuxcs B AATEIbHOCTU IOPUINYECKOTr0 WK (uznye-
CKOT0 JIMIIA;

b) xommieKchl JOKYMEHTOB, OTpakarollie MPOU3BOACTBEHHbBIE, YIpaBiIeHYeckHe, ((MHAHCOBbIE
MIPOLIECCHI TPEATIPUITHI, OPraHU3aLUH, YUPEKICHUN;

B) cOBOKyNmHOCTH TOKYMEHTOB, B3aUMOCBSI3aHHBIX IO NPU3HAKaM IPOUCXOXKIACHHUS, Ha3Haue-
HUs, BUAA, chepbl ASSITETbHOCTH, €IUHBIX TPEOOBaHUM K UX 0(POPMIIEHUIO;

I') cucrema HOpPMAaTHBHBIX aKTOB, PETIAMEHTHPYIOIIUX JIOKYMEHTUPOBAHHUE NESTEIBHOCTH U
JIOKYMEHTOOOOPOT MPeANpUATHI pa3INUHbIX OpPraHU3aMOHHO-TIPABOBBIX (HOPM.

4. Kakyto cucremy noxkymentanuu HEJIb3S otHectn k QpyHKIMOHAIBHON CUCTEME TOKYMEH-
TallUN:

A) cucrtema mIaHOBOM IOKYMEHTAIUH;

b) cucrema nepBuyHON Y4ETHOM TOKYMEHTAIUY;
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

B) cucrema nokymeHTanuu 31paBoOXpaHeHHUS;
I') cucrema OTYETHO-CTATUCTUUECKON TOKYMEHTAIUH.

5. CormnacHo CTaHIapTU3UPOBAHHOMY OIPECIICHHUIO, TOKYMEHTAIBHBIN (POHI — 3TO:

A) odunuanbHbie JOKYMEHTHI MIPEANPUATHIA, OpTraHU3aAINH, YUPEKICHUN;

B) COBOKYIMHOCTb JOKYMEHTOB, 00pa3yIOIIUXCS B AESATEIBHOCTH FOPUAMYECKOrO WK (usznde-
CKOI'O JIMLA;

B) xomIiekcsl JOKYMEHTOB, 0OCTYKMBAIOIIUE MMPOU3BOJACTBEHHBIC, YIIPaBIeHUECKUE, (PUHAH-
COBBI€ MPOLECCHI MPEANPUATUH, OpPraHU3aLNUNA, YUPEKICHUI;

I') cOBOKYIHOCTh JOKYMEHTOB, B3aMMOCBS3aHHBIX I10 NMPU3HAKaM IPOUCXOXKJICHUS, Ha3Haue-
HUs, BUAA, chepsl AeSITeTbHOCTH, €AUHBIX TPEOOBAaHUM K UX 0()OPMIICHHUIO.

6. Ha xakue rpynmnsl genstcst opuiuanbHble JOKYMEHTHI 110 cdepe AeaTebHOCTH (110 QyHKIH-
OHAJILHOMY MPU3HAKY):

A) yauduuupoBaHHbIe/HEYHU(PUIIIPOBAHHBIE;

b) ¢pyHkmonanpHbIe/0TpacieBbie;

B) opunmansuslie/HeopuansHble;

I') ynpaBieHueckne/TeXHUUECKUE.

7. Kakoi JOKyMEHT OTHOCUTCSI K CHCTEME YIIPABICHYECKOM TOKYMEHTALIUH:
A) macnoprt u3zaenus;

b) crannapr;

B) nosicuurenpHas 3anucka;

I') mratHoe pacniucanue.

8. Kakoil JOKyMEHT MOXET OTHOCUTHCS K CHCTEME TEXHUYECKON JOKYMEHTAIINU:
A) 0OBbsICHUTEIIbHAS 3aITUCKa;

b) nosicuurenpHas 3anucka;

B) cnyxeOHnas 3anucka;

I') moxnagHas 3amucka.
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

9. CornacHo CTaHIapTHU3UPOBAHHOMY OIPEIEIICHUIO, YHH(PHUIMPOBAHHAS CUCTEMA JIOKyMEHTa-
LU — 3TO:

A) cuctema JOKyMEHTAINH, COCTaBJICHHE U O(OPMIIEHHE KOTOPOIl PeriaMeHTUPOBAaHO HOpMa-
TUBHBIMHU aKTaMU;

B) cucrema nokymeHTanuu, MEIOIas eIMHbINA (HOPMYIIp;

B) cucrema nokymeHTanuu, co3/laHHas MO €JMHBIM IpaBUIIaM M TpeOOBaHMSM, COJAEprKallas
uHpOpPMAIHIO, HEOOXOIUMYIO Ul YIPABIECHUS B ONIpEeIeHHON cepe AesTeTbHOCTH;

I') cOBOKYIHOCTh JOKYMEHTOB, B3aMMOCBSI3aHHBIX IO IPU3HAKaM IPOUCXOXKICHMS, Ha3Haye-
HUS, BUJA, Cepbl IeITETbHOCTH, EANHBIX TPEeOOBaHUN K MX 0(hOPMIICHHIO.

10. CornacHo cTaHIapTU3UPOBAHHOMY OIpEAEIEHUI0, YHU(PUIUpPOBaHHas (hopMa TOKyMEHTa —
3TO:

A) COBOKYITHOCTh PEKBU3HUTOB, YCTAHOBIICHHBIX B COOTBETCTBUH C PEUIAEMBIMH B JaHHOM ce-
pe IesATeIbHOCTH 3aJauaMU M PACIOJIOKEHHBIX B OINpPEICIEHHOM TOps/IKe Ha HOCHUTENE WH-
¢dbopmaruu;

b) HaGop pexkBU3UTOB, HACHTUDHUIMPYIOLUINX aBTOPA OPHUIIHATBHOTO MMCbMEHHOTO JOKYMEHTA;
B) naGop pexkBU3UTOB O(ULIMATBHOTO MUCHMEHHOIO JOKYMEHTA, PacIOJIOKEHHBIX B OIpeje-
JICHHOM MMoCe10BaTeIbHOCTH;

I') uadopmarnus, 3anucaHHas Ha pa3IMIHBIX HOCUTEISX 110 YCTAHOBIICHHBIM ITPaBUIIAM.

11. Yaudukanus 10KyMeHTOB — 3TO:

A) onpeznenenue nopsiika opopMICHUS JOKYMEHTOB;

b) cBenenrie k MUHUMYMY pa3HOOOpa3usi BUIOB U (GOPM JTOKYMEHTOB;
B) pazpabotka «abioHa» JOKYMEHTa;

I') npumeHeHune Tabun 1 aHKeT.

12. CormacHO cTaHAApPTU3MPOBAHHOMY ONPEICICHHIO, OPTraHU3AIMOHHO-PACTIOPTUTEITHHBIN
JOKYMEHT — JTO:
A) nepBUYHBINA, MUHUMAJIbHBIA 3JIEMEHT CUCTEMbI OPraHU3alMOHHO-PACIIOPSIUTENBHON JTOKY-
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

MEHTALNH;

b) BUI MHCEMEHHOTO JJOKYMEHTA, B KOTOPOM (DUKCHUPYIOT pPeLIeHHE aIMUHUCTPATUBHBIX U Op-
TaHMU3aLMOHHBIX BOIIPOCOB, a TAKXK€ BOINPOCOB YIPABICHUs, B3aUMOJECHCTBUS, 0OecrieueHus U
peryiaupoBaHus IEATEIbHOCTH OPTaHOB BJIACTH, YUPEXKICHUM, IPEANPUATANA, OPraHU3alnd, UX
MIOIPa3JEJICHUI U TOJDKHOCTHBIX JIMLL;

B) Bua NHCBMEHHOrO JOKYMEHTA, OTPAXKAIOLIUN JOKYMEHTHPOBAaHHE OpraHM3alMOHHO-
PacopsAUTEIbHON NEATEIBHOCTH OPraHOB, OpraHU3aluil U JOJKHOCTHBIX JIULL;

I') HOKyMEHT, CO3JaHHBII OPUAMYECKIM HIH (PU3HUECKUM JIUIIOM, O(DOPMIICHHBINA U yJJOCTOBE-
PEHHBIN B yCTAHOBJICHHOM IOPSAKE U UCIIOJIB3YEMBIN B TEKYIEH JESATEIbHOCTH OPraHU3aluu.

13. Kakue noacucremsl HE Bxonat B cuctemy opraHu3aiidOHHO-PACIIOPSIUTEIbHON JOKYMEH-
TaIUH:

A) uHpOPMAIIMOHHO-CTIPAaBOYHAS TOKYMEHTAIIHS;

b) pacnopsinutensHasi TOKyMEHTAIUS,

B) miianoBast jokyMeHTanus;

I') opranuzanmoHHO-TIpaBOBast JTOKyMEHTAIIUS.

14. K opranuzanvoHHO-pacnopsauTenbHol qokyMeHTanun HE oTHocsTes cnepyronme A0Ky-
MEHTBI:

A) cueta-(axTypsl;

b) nporokonsr;

B) nucema;

I') akThI.

15. Kakoe MakcuMalibHOE KOJMYECTBO 3HAKOB OTPAKEHO B KOJOBOM O0O3HAYEHHUU YHUDUIIHU-
poBaHHOH (opMbl ToKkyMeHTa cornacHo OKY /1:

A) 1SITh;

b) Bocemp;

B) neBsts;

I') nBenannare.
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16. B xakom komoBoM oOo3HaueHWH yHUUIMpoBaHHOH (GopMmbl mokymenta 05080819, co-
rmacao OKVY /I, BepHO oTpaxkeHbl IU(PPOBBIE TPU3HAKH KJIaCCU(BUKAIUH:

A) 050 — xmacc GopMel, T.e. IPUHAMIEKHOCTh YHU(PHUIUPOBAHHONW (POPMBI JOKYMEHTA K COOT-
BETCTBYIOIIEH YHU(UIMPOBAHHOMN CUCTEME TOKYMEHTAIUH;

b) 80 — moxknacc ¢opmbl, T.e. OOIIHOCTH COJEpPKAHUS MHOXecTBa ()OPM JOKYMEHTOB H
HaNpaBJICHHOCTb X MCIIOJIb30BaHMUS;

B) 081 — perucrpaunoHHbIi HOMEp YHH(PHUIUPOBAHHON (OPMBI TOKyMEHTa BHYTPH IOJIKJIACCA;
I') 19 — KOHTpPOJIBHOE YHMCIIO, KOTOPOE BBOAMTCSA BO M30€xaHUE OMIMOOK IPU CUMTHIBAHUU U
WCTIOJIB3YETCsI IIPH MPOBEPKE 3aIKCH KOJa.

17. Ha xakue TUIIBbI TOJIPA3/IeISIFOTCS] JOKYMEHTBI IO IPOUCX 0K ICHHUIO:
A) nmuunble/ ouLMaTbHbIE;

b) Bxonsmme/ucxonsiime/BHyTpPEHHUE;

B) obmenocrynnble/ KOHQUIEHIIMATbHbIE/ CEKPETHBIE,

I') unuBHTyanbHbIe/ TpadapeTHble/ TUTIOBBIE.

18. Ilo kakoMy IpU3HAKY JOKYMEHTHI MOJPA3AEIAI0TCS Ha PYKONHMCHBIE, rpadudyeckue GpoHoI0-
KYMCHTEI, q)OTOZ[OKYMGHTI)I, KMHOJOKYMCHTBI, BUACOJOKYMCHTEI U TOKYMECHTEI, CO3JIaHHBIC C I10-
MOIIbI0 KOMITBIOTEPHOM TEXHUKU:

A) Mo MecTy cocTaBJIEHHUS;

b) no mecty B cucteme yrpaBieHuUs;

B) no criocoby nokyMeHTHpOBaHMS;

I') mo ypoBHIO 3aIUTHI.

19. Ha xakue TUnbl IOpa3ieNsatoTcsl JOKYMEHTHI [0 MECTY COCTABJICHUS:
A) Bxoasmue /ucxoasmme/ BHyTpEHHUE,

b) nuunble/opunnansHble;

B) unauBuayanpHble/TpadapeTHbIC/ TUTIOBBIE;

89




CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

I') momMHAMKHA/KOTTMH/ Ay OTHKATHI.

20. Ha xakue THITBI TOIPA3ACISIFOTCS JOKYMEHTBI IO CIIOCO0Y U3II0KCHHS:

A) obmenoctymHble/ KOH(DHUIEHITNATBHBIE/ CEKPETHBIC.

b) unauBuayansueie/ TpadapeTHbie/ TUTIOBBIE,

B) nommHAMKY/ KOTIHH/ Ty ONTHKATHI;

I') nmucema/Tenerpammpl/ TenaedoHOrpaMMbl/ TelIeKChl/ (pakcorpaMMbl/ 3JIEKTPOHHBIE COOOIIIe-
HUSL.

21. Ha xakue THITBI TOJPa3AeITIOTCS JOKYMEHTHI [0 CTENEeHH MOUTMHHOCTH

A) NO/UIMHHUKH (OPUTHHAJIBI)/ KONTUH/ T1yOJIMKAaTHI,

b) nognmunHbIe/ moanoxHbIe ((hanbcupUIIpOBaHHBIC);

B) nucema/tenerpammsl/ TenedoHorpamMmbl/ Tenekchl/ (hakcorpamMMbl/ 3NEKTPOHHBIE COOOIIe-
HUS,

I') uauBuAYyansHble/TpadapeTHbIE/ TUIIOBLIE.

22. Tlo xakoMy NPHU3HAKY JTOKYMEHTBHI MOAPA3ACISAIOTCA Ha MOJIMHHUKN (OpUTHHAIbI)/ KOmUu/
TyOITUKATHI:

A) o ¢popme npesIcTaBIeHUS;

b) no crenenu nogTMHHOCTH,

B) no criocoby nepenauw;

I') mo cepe nesrenbHOCTH.

23. o kakoMy TMPHU3HAKY JOKYMEHTBI MOPA3ICISIIOTCS Ha YIIPABICHUSCKUE U TEXHUUECKHUE:
A) criocoOy niepenaun;

b) no ¢popme npexacrasnenus;

B) no criocoby n3noxxeHus;

I') no cepe nesarenpHOCTH.

24. Ha xakvie TUTIBI TTOJIPa3ICIISFOTCS IOKYMEHTHI 110 CITOCO0Y Tepe/iavu:
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A) TOJTMHHUKY (OPUTHHAIIBI)/ KOTTUU/ TyOTMKATHI;

b) nognunHbie/ noanoxHeIe ((panbcupuIIpoBaHHbIC);

B) nmucema/tenerpamMmpl/ TenedoHOrpaMmbl/ TEIEKChl/ (akcorpaMMbl/ AJIEKTPOHHBIE COOOIIIe-
HUS;

I') unauBuayanbHbie/TpadapeTHbIC/ TUTIOBBIE.

25. K kakomy THIy Kiaccu(pHUKaluu JOKYMEHTOB JIOJDKEH OTHOCUTBCSA JOKYMEHT, CPOK XpaHe-
HUsSL KOTOPOT'O COCTABJIAET 75 JIeT:
A) IOCTOSIHHOTO XpaHEeHMUS;
b) nonaroBpemMeHHOroO XpaHeHuUs;
B) BpemenHoro xpanenus;
I') co cpokom xpanenus ot 10 go 75 ner.
Konmponvnwvie 6onpocwi 0115 camonposepku
KaxoBa cymHOCTb MOHATHUS «CTaHAAPTU3ALNS JOKYMEHTOBY?
KaxoBbI OCHOBHBIE TPUHILIMIIBI CTAHAAPTU3ALMH JOKYMEHTOB?
KaxoBbl OCHOBHBIE 3Tanbl CTaHIAPTU3ALUHN JOKYMEHTOB?
KakoBbl OCHOBHBIE CTaHJIAPThI, PErJaMEHTUPYIOIINE COCTaBICHUE U O(POPMIICHHE CITY>KEOHBIX
JIOKYMEHTOB?
UYro Takoe yHH(UKALUU TOKYMEHTOB U KaKkoBa €€ poJib B JOKyMEHTHPOBAHUU?
Uro Takoe TpadapeTuzainus JOKYMEHTOB U KaKoBa €€ poJib?
KakoBbI OCHOBHBIE KJIaCCH(PHUKAIMU OJIAHKOB?
KaxoBbl OCHOBHBIE PEKBU3UTHI OJIAHKOB, TPeOOBaHUS K UX O(hopMIIEHUIO?
KakoBbI mpaBuiia U3roToBIeHUs OIaHKOB?
Uto Takoe TeKCT JOKyMeHTa?
KakoBbI OCHOBHBIE CIIOCOOBI TOKYMEHTHPOBAHHUS?
KakoB ciieHapuii noaAroToBKM 10KymeHTa?
KaxoB nopsiiok n3noxeHus TeKcTa JOKyMeHTa?
3a cueT Kakux S3bIKOBBIX CPE/ICTB JIOCTHraeTcsl TpeOOBaHNE YETKOCTH U SICHOCTH TEKCTa JAOKY-
MeHTa?
KakoBbl 0COOEHHOCTH JIOTMUECKOM CTPYKTYPhl TEKCTA TOKYMEHTA, B3AUMOCBS3H COJIEPKAHUS U
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dhopmbl TOKyMeHTa?

KaxoBsl TpeOoBanmst K 0QOPMIICHUIO TEKCTa B BUJIC aHKETHI, TAOIUIIBI, CBI3HOTO TEKCTA?

Uto Takoe peKBU3UT "3arojOoBOK JOKyMEHTA'", KaKOBBI €r0 Ha3HAYCHUE, MECTO B (HOpMYyJsipe
JOKyMeHTa?

KaxoBbl TpeboBanust kK 0hOpMIECHUIO TPUIIOKEHUS K TEKCTY?

YmeTs

- yHUQUIMPOBATh W MPOCKTUPOBATH (HOPMBI
JIOKYMCHTOB;

- COCTaBJIATh JOKYMEHTHI C HCIOJb30BAaHHEM
SA3BIKOBBIX BApHUAHTOB B 3aBUCUMOCTHU OT
Ha3HAYCHUS COJEPKAHUS U BHA TOKYMEHTA;

- YHU(UIUPOBATH TEKCTHI IOKYMEHTOB;

- WCIIOJIb30BaHUSI KOMIIBIOTEPHON TEXHUKU U
MH(OPMALIMOHHBIX TEXHOJOTHI INpHU COCTaB-
JeHUU U O(QOPMIICHHUHU CIY)KEOHBIX JTOKYMEH-
TOB

- 0pOpPMIIATH JIOKYMEHTBHI B COOTBETCTBHH C
TpeOOBaHUSIMU TOCYJAPCTBEHHBIX CTAH/IAPTOB;
- aHAJM3MPOBaTh HOPMATHBHO-TIPABOBBIC H
HOPMAaTUBHO-MCTOAUYCCKUC JOKYMCHTBIL B
cdepe 10V;

—peIaKTHPOBaTh, COCTABIATh M O(OPMIIATH
Pa3IUYHBIC BUABI CJ'IY)Ke6HBIX JOKYMCHTOB;

—HCIIOJIb30BaTh TEOPETHUUECKUE 3HAHUS U Me-
TOJIbI MIPU aHAJINU3E CIIY>)KEOHOM JOKyMEHTAINH
C TOYKHM 3pEHMS IPABWIBHOCTH €€ COCTaBJe-
HUS U ohopMIIeHUS

IIpaxmuueckue 3a0anus

1. BeinonHuTe aHamm3 CiryKeOHOTro JOKyMEHTa Ha BHIOOP € TOYKH 3pEHHs COOIIOIeHHS TpeOo-
BaHUI K 0()OpMIICHHIO OJIAHKOB.

2. BemonnuTe aHanu3 Jr000r0 CiIy)KeOHOTO JOKYMEHTA, MMEIOIIEro NPHIIOKEHUS, C TOYKH
3peHust coOMroIeHus TPeOOBaHUH K 0()OPMIICHUIO IPUIIOKEHUH U S36IKOBOMY 0(hOPMIICHHIO.

3. CocraBbTe TpadapeTHyro popMy 3asiBIEHH O IpHeMe Ha padoTy

4. BBIIOTHUTE aHAIW3 WHCTPYKIHU IO JEIONPOU3BOJCTBY JHOO0H OpraHu3amuy Ha BEIOOp ¢
TOYKH 3pPEHUs OTPaXXCHUS B HEW COBPEMEHHBIX TPeOOBAaHUM K COCTABICHHIO U O(POPMIICHHIO
CIIy>keOHOW JOKYMEHTaIu!

5. BeinonauTe GOpMYIISIpHBINA aHATU3 CIYKEOHOTO JIOKYMEHTa C TOUKU 3pEHUs MPaBUIBHOCTU
€ro COCTaBJIEHUS U 0QOPMIICHUS

Bnanets

- JIOKYMEHTOBETYECKOW TEPMHUHOJIOTHEH B
PO eCCHOHATBHON PEUH

3a0anus na pewenue npakmuyeckux 3a0ay
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- IpUeMaMH COCTaBJIEHUS U OGOpPMIICHHS OC-
HOBHBIX YIPABJICHUYECKUX JTOKYMEHTOB;

- MeToJaMH YHU(DHUKAUU U CTaHJapTU3ALUU
JIOKYMEHTOB

- METOJIaMH aHaJlu3a CIy>KeOHON JOKyMeHTa-
[IMU C TOYKH 3PEHUS TPABUILHOCTH €€ COCTaB-
JeHust 1 0hOpMIICHUS

1. CocraBbTe U pa3paboTaiiTe OCHOBHBIC BUABI OJIAHKOB JIFOOOM OpraHU3aIiuy Ha BEIOOP.

2. BbIMONMHATE KOMIUIEKCHBIH aHAIN3 PACHIOPSAUTEIBHOTO JOKYMEHTA, YKAKUTE, KAKHE METO-
bl U TpHEeMbl YHU(UKAIMM U CTaHJAPTU3ALMU HCIOJIb30BAJUCH MPU €ro COCTABICHUU U
o opMIICHHUH. .

3. Ucrnonb3ys HOpMaTuBHYIO 0a3zy cocTaBiieHUS U O(OPMIICHUS YIPaBICHYECKOH TOKYMEHTa-
LU, [IPOAHATIU3UPYITE OpraHU3aLUOHHO-PACIIOPAIUTENbHBIN JOKYMEHT (Ha BBIOOP) C TOYKU
3peHus IPAaBUJILHOCTU €r0 COCTABICHUS U 0(OPMIICHUS.

OIIK-4 Bi1aieHHeM HABBIKAMU HCIOJIL30BAHUS KOMIBIOTEPHOI TEXHUKH U HH(POPMANIMOHHBIX TEXHOJIOTHII B MOMCKE HCTOYHUKOB U JINTEPATYPbI, HC-
N0JIb30BAHUM NPABOBbIX 0a3 JaAHHBIX, COCTABJEeHNH OHOINOrpaduuecKux U apXUBHBIX 0030POB

3HaTe

- 0COOCHHOCTH HCIIOJIb30BAHUSA KOMITBIOTEP-
HOW TEXHMKM M HMH(OPMALMOHHBIX TEXHOJO-
Ul NIPU COCTABJIIEHUHM M OQOPMIIEHHH CIy-
XKeOHBIX IOKyMEHTOB

- 0COOCHHOCTH HCIOJIb30BAaHUS IPABOBBIX 0a3
JAHHBIX TP COCTAaBJIE€HUH M O(OpPMIIECHUN
CIIy’K€OHBIX JOKyMEHTOB

- 3aKOHOJATENbHYHO ¥  HOPMAaTUBHO-
METOAMYECKYIO 0a3y, perIaMeHTHPYIOLIYIO
OpUMEHeHHe WH(POPMALMOHHBIX TEXHOJIOTHIl
IIPU COCTAaBJIICHUU U OQOPMIIEHUU CITYX EOHBIX
JIOKYMEHTOB

- BUJIbI UH(OPMAIIMOHHBIX TEXHOJIOTU;

- TIPUEMBI U CIIOCOOBI paboThl C KOMIBIOTEp-
HOM TEeXHUKON M MH(POPMAIMOHHBIMH TEXHO-
JIOTUSIMU B TIOUCKE HCTOYHUKOB U JINTEPATYPhI
- IpUeMbl U CcrocoObl paboThl ¢ KOMIBIOTEP-
HOW TEXHUKOM M MH(OPMAIMOHHBIMH TEXHO-
JOTUSIMU B HCIIOJIb30BaHWU TPaBOBBIX 0a3

Teopemuueckue 60npocwl
1. Buapl opraHu3aiiuOHHBIX JJOKYMEHTOB.
2. OcOoOEHHOCTH yUPEeAUTEIBHOTO IOTOBOPA, YCTaBa, 0OIIEro MoJI0KEH!s 00 OpraHU3allii.
3. CocTaB pEeKBU3UTOB YUPEIUTEIbHBIX JTOKYMEHTOB. CTPYKTypa TEKCTa YUYpPEAUTENbHBIX I0-
KYMEHTOB.
4. OcoOeHHOCTH TMOJIOKEHHSI O XO3SHCTBEHHON esiTenbHOCTH. TlonokeHne Kak mpaBoBOM aKT,
OTIPEIEIISIONINN TTOPSIIOK 00pa30oBaHus, IIpaBa, 00A3aHHOCTH, OPTAHU3AIUIO PAOOTHI.
5. OcoOEHHOCTH COCTaBICHUS U O(OPMIIEHUS JOJDKHOCTHBIX MHCTPYKIMM, HHCTPYKIMHU 110 Jie-
JIONIPOU3BOJICTBY, IPaBWJI TPYAOBOIO paclopsiika U Jap.

Koumponvnvie 6onpocwi 0ns camonposepxu
KaxoBbl OCHOBHBIE BH/IbI OPTaHU3AMOHHBIX IOKYMEHTOB?
KakoBbl ocoberHOCTH OOPMIIEHUS YUPEAUTEIHHOTO OTOBOPA, YCTaBa, OOIIETO TMOJOKECHHS
00 opranu3anuu?
KaxkoBb1 ocobeHHOCTH 0(hOPMIICHHS TIOJIOKESHHS O X03IHCTBEHHOM JIeATeTHHOCTH?
KaxoB cocTaB peKBH3UTOB YUPEAUTEIbHBIX JOKYMEHTOB?
B uem 3akmrouaercst cienuduka CTPYKTYpPhl TEKCTA YUPEAUTEIbHBIX TOKYMEHTOB?
KaxoBbl ocobeHHOCTH COCTaBiIeHHSI U O(GOPMIICHHS JOKHOCTHOW MHCTPYKIIMH, MHCTPYKITUH
110 JICIONPOU3BOJICTBY, ITPABUJI TPYAOBOTO pacropsiaKa’?
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JTAHHBIX;

- IPUEMBI U CTIOCOOBI pabOTHI C KOMIIBIOTEP-
HOW TEXHUKOW U MH(OPMAIIMOHHBIMU TEXHO-
JIOTUSIMU B COCTaBJIEHUH OMOIMOrpaguueckux
CIIMCKOB

Tecmui

1.Kakue 2J1eMeHTHI SIBJISTFOTCSI CAMBIMHU KPYITHBIMHU CTPYKTYPHBIMH 3JICMEHTAMHU JJOKYMEHTa KaK
CHCTEMBI:

A) 3aronoBoyHasi, copepkaTeNnbHas 1 0pOPMIISIONIAs YacTH,

b) pexBu3uTHI;

B) ciyxebHoe 1 pabodee moJie JOKyMEHTA,

I') conepkanue u hopma.

2. K ayiemMeHTaM BHEIIHEH CTPYKTYPBl KHUKHOTO U3JIaHHSI OTHOCHTCS:
A) dop3aar;

b) npunoxenus;

B) BBIXOIHBIE CBEICHNUS;

I') mocnecnoBue.

3. K anemeHTaM BHYTpeHHEH CTPYKTYpPbl KHH)KHOTO U3JJaHUsI OTHOCUTCS:
A) BBIXO/IHBIE JaHHBIC;

b) xonoHTuTyM;

B) TuTynbHbIN HCT;

I') cynepoGnoxka.

4. B KakoM psiLy MepeurcCIIeHbl AIEMEHThI TOJIbKO BHYTPEHHEH CTPYKTYpPbI KHI)KHOTO U3aHUS:
A) BBIXOJIHBIE CBEJIEHUS, CYNIEpPOOI0KKa, TIEPeIUIeT, KHIKHBINA 00K, TpeaucioBre (BBEICHUE),
BCTYIUTENbHAs CTaThsl; OCHOBHAS 4acTh (OCHOBHOM TEKCT), MPUIIOKEHUS;

b) oGnoxka, conepkanue, Gop3all, TUTYJIbHBIN JIUCT, MOCIECIOBHE, BCIIOMOTraTelIbHbIE yKa3a-
TEJIN; KOPEIIOK, IIMYITHTYJI, KOJIOHTUTYJI, aBAHTUTYJ, KOHTPTHUTY, KOJOHIUMPa, QyTIsip;

B) oGnoxka, cynepo6iioxka, neperier, KHIKHBIN 010K, ¢op3all, TUTYJIbHbBIN JIUCT, KOPEIIOK,
HIMYLTUTYJI, KOJOHTHUTYJI, aBaHTUTYJI, KOHTPTUTYJI, KOJOHIUGPa, QyTIIsip;

I') BRIXO/IHBIE CBENIEHUS, COAEep)KaHue, NpearcIoBre (BBEICHNE), BCTYIUTEIbHAS CTAThs, OC-
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HOBHasA 4aCTb (OCHOBHOﬁ TCKCT), ITOCJICCIIOBUE, BCIIOMOT'aTCJIBHBIC YKA3aTCIIN, IIPUITOKCHUA.

5. B xakoM psily epedrciIeHbl 3JIEMEHThI TOJIbKO BHEIIHEH CTPYKTYpPhl KHUKHOI'O U3aHUs

A) BBIXO/IHbBIE CBE/IEHUS, CYNEpOOI0KKa, EPEIIET, KHUKHBIN OJIOK, IPEeIUCIOBUE (BBEICHHE),
BCTYIUTENbHAs CTaThsl; OCHOBHAs 4acTh (OCHOBHOM TEKCT), IPUIOKEHUS;

b) ob6noxka, conepxanue, (hop3al, TUTYIbHBIN JIUCT, TIOCIECIOBUE, BCIIOMOTaTeIbHbBIE yKa3a-
TEJIN; KOPEIIOK, IIMYITHTYJI, KOJIOHTUTYJI, aBAHTUTYJ, KOHTPTHUTYJ, KOJOHIUbpa, QyTIIsp;

B) ob6noxka, cymepo0iokka, eperieT, KHUKHBIA 050K, (hop3all, TUTYIBHBIH JHUCT, KOPEUIOK,
HIMYLTUTYJI, KOJOHTHUTYJI, aBaHTUTYJ, KOHTPTUTYJI, KOJOHIUbpa, PyTIsip;

I') BeIXO/HBIE CBEAECHUS, COJIEpKaHUE, NPEAUCIOBUE (BBEICHHUE), BCTYIUTENbHAS CTaThsl, OC-
HOBHAs 4aCTh (OCHOBHOM TEKCT), IOCJIECIOBHE, BCIOMOTaTEIbHbIC YKA3aTeIU, IPHIIOKEHHS.

6. Kakune 371eMeHThI BXOJAT B COCTaB BBIXOAHBIX CBEIEHUI KHUKHOTO U3AaHUS:

A) aBTop, 3aryiaBue (Ha3BaHUE), HA/[3ar0JIOBOYHBIE JaHHBIC, MTO3ar0JIOBOYHBIC JTaHHBIC, aHHO-
tanus (pedepar), MECTO U I'OJ] U3/1aHUs, U31aTEIbCTBO.

b) obnoxka, cynepo6ioxka, neperier, KHUKHbBINA OJI0K, op3al, TUTYJIbHBIN JUCT, KOPELIOK,
HIMYLTUTYJ, KOJOHTHUTYJI, aBaHTUTYJI, KOHTPTUTYJI, KOJOHIUPPY, GyTiIsip

B) BbIXOnHBIE CBeNeHUs, CONepKaHUE, MPEAUCIIOBHE (BBEIEHUE), BCTYIUTENbHAS CTaThs, OC-
HOBHAs 4aCTh (OCHOBHOM TEKCT), TOCIECIOBHE, BCIOMOTATEIbHbIE YKA3aTeN!, IPHIIOKEHHS.

I') uBer, marepual, cTerneHb U3HOIIEHHOCTH, BOCTPEOOBAHHOCTD YUTATEIISIMHU.

7. Kakoe omnpezeneHue 0OpUINIECKON CUIIBI TOKYMEHTA SBJISETCS CTaHAapTHU3UPOBAHHBIM (3a-
kperuieHo B 'OCT P 51141-98):

A) ropuanydeckas cuia J0KyMeHTa — 3TO yCIIOBHE, TPU KOTOPOM MHGOpMaIus T0KyMEHTa MO-
XKeT OBITh HMCIIOJIb30BaHa B cepe ympaBieHHs 0e3 COMHEHHs B €€ JIOCTOBEpHOCTH Ui OCY-
MIECTBIICHUS JTIOOBIX JCHCTBUM;

b) ropuanueckas cuia JOKyMEHTa — 3TO COOTBETCTBHE JOKYMEHTHUPOBAaHHON HH(popManuu
TpeOOBaHUAM OPHUITUATHFHOCTH, JOCTOBEPHOCTH, 00BEKTUBHOCTH, OECCTIOPHOCTH, OCHOBAHHBIM
Ha 3aKOHOJIaTENbCTBE;

B) ropunnueckas cuia TOKyMEHTa — 3TO CHOCOOHOCTh YMPaBJIE€HUYECKOrO0 JOKYMEHTA BBICTY-
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naThb B KauecTBe O03aTENBHOrO JUIsl YYaCTHUKOB YIIPABJICHUS: OPraHOB YIpaBJIEHUs, UX
CTPYKTYPHBIX IOJpa3feiieHUul, OOIECTBEHHBIX OpraHu3alui, JAODKHOCTHBIX JIMI, rocyaap-
CTBEHHBIX CIIY)KalIUX U TPak[aH;
I') ropuanueckas cuiia JOKYMEHTa — 3TO CBOMCTBO OQHIMAIBHOTO TOKYMEHTa, cOOOIIaeMoe
eMy JEHCTBYIOIUM 3aKOHOAATEIbCTBOM, KOMIIETEHIIMEW M3/1aBIIEr0 €ro OpraHa U yCTaHOB-
JICHHBIM TOPSAIKOM 0()OPMIICHUS.

8. Kakomy TepMHHY COOTBETCTBYET CJENYIOIIEE CTAHIaPTU3UPOBAHHOE OIpe/ieIeHHUE (3aKpen-
nenHoe B 'OCT P 51141-98): «.... — 3T0 mpocTaBieHne HEOOXOAUMBIX PEKBU3UTOB, YCTAHOB-
JICHHBIX TPaBUJIAMH JIOKYMEHTHPOBAHUS»:

A) dpopmynsip-obpaser;

B) ohopmiienune noxymenTa;

B) yHudukanus 1oKkyMeHTa;

I') cocraBnenue nokymeHTa.

9. Kakoe TpeboBaHMEe K COCTaBIEHUIO U 0OPMIIEHUIO yrpaBieH4Yeckoro fjokymenta HE BoiTe-
KaeT U3 cTaHAapTu3npoBaHHOTO (3akperuieHHoro B I'OCT P 51141-98) onpenenenus opuau-
YECKOM CHJIBbI IOKYMEHTA!

A) u3aHue TOKyMEHTOB COOTBETCTBYIOIIMM KOMIIETEHTHBIM OPraHOM HJIM JOJKHOCTHBIM JH-
1IOM, a PaBHO M JHIIaMH, KOTOPBIM TaKO€ MPaBO MPEAOCTABISIETCS 3aKOHOM HJIM COOTBETCTBY-
IOLLUM JTUPEKTUBHBIM YKa3aHHUEM;

b) o0s3aTenbHOCTD TOKYMEHTA /171l BCEX YYaCTHUKOB YIIPaBJICHUSI, KOTOPBIM OH aJIpECOBaH;

B) nznanue 10KyMEHTOB BO MCIIOJIHEHHE HOPM TIpaBa U B COOTBETCTBUM C HUMU;

I') opopmiienne qoOKyMeHTa B COOTBETCTBHH C YCTaHOBJIICHHBIMU MPaBUIIAMH.

10. Kakoii TOKyMEHT SBJISIETCS OCHOBHBIM aKTyaJIbHBIM HOPMaTUBHBIM JIOKYMEHTOM B 00JIaCTH
COCTaBJIEHUS U OPOPMIICHHSI OPraHN3ALUOHHO-PACTIOPAAUTEIBHON TOKYMEHTALIU:

A) I'CIHOY — I'ocynapcTBeHHas cucTeMa TJOKYMEHTAIIMOHHOTO obecniedeHus ynpasiaeHus. Oc-
HOBHbIE MoJoXkeHHus. OOmme TpeboBaHHsS K JOKYMEHTaM M CIy)X0aM JOKYMEHTAIlHOHHOTO
oOecneueHus, yreepxaeHHas npuka3zom ['naBapxusa CCCP ot 23 mas 1988 r. Ne 33;
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Bb) 'OCT P 7.0.97-2016;

B) IlpaBuna nemonpousBoACTBa B (eAepalbHBIX OpraHaxX HMCIIOJHHUTEIHHOW BJIACTH, YTBEp-
»aennbie [locranoBnenuem IIpaBurensctBa PO ot 15 urons 2009 r. Ned77,

I') OKY — OK 011-93. O6mepoccuiickuii kiraccu(hukaTtop ynpaBIeHYECKOW JOKYMEHTAIIHH,
yrBepxaeHHbIi [loctanoBnenuem ['occrangapra PO ot 30 gexabps 1993 r. Ne229.

11. Kakoil JOKyMEHT ycTaHaBJIMBAET IpaBmiia 0(pOpMIIEHHS TOKYMEHTOB:

A) IpaBuna opopmiieHus: JOKyMeHTOB, yTBepxkaeHHbIe [IpaButenscTBoM Poccuiickoit dene-
pauuy;

b) OcHoBHbIE MTpaBuia pabOThl apXUBOB OPraHU3ALINY;

B) N'ocynapcTBeHHbIE CTaHIAPTHI;

I') Homenknatypa gen.

12. Cxonpko pexBusutoB HacuuteiBaeT ['OCT P 7.0.97-2016:
A) 26;
b) 30;
B) 29;
I 31.

13. Kak mepeBouTCs ¢ JTATHHCKOTO TEPMHH «PEKBH3HUT» (J1aT. requisitum):
A) Tpebyemoe, He00X0TUMOE;

B) cTpykTypHBIii 371€MEHT;

B) MuHMManbHas 4acTh;

I') atpulyt conepxanus.

14. Kakomy TepMUHY COOTBETCTBYET CIENyIOIee CTaHAApTU3UPOBAHHOE ompeneieHue (3a-
kperieHHoe B ['OCT P 51141-98): «... — 310 00s13aTeNbHBIN 31€eMeHT opopMiIeHUsT OpUIHATb-
HOTO JIOKYMEHTa»:

A) OnaHK JOKYMEHTA,

b) pabouee nosie qoKymeHTa;
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B) pexBusut q0oKyMeHTa;
I') 3aronoBoyHas 4yacTh JOKYMEHTA.

15. KakoMy TepMHHY COOTBETCTBYET CIIEAYIOIE€E CTAHJIApPTU3UPOBAHHOE oOIperesieHue (3a-
kpemienHoe B 'OCT P 51141-98): «... — 370 Moj€/b MOCTPOCHUS TOKYMEHTA, YCTaHABIMBAIO-
mast 00JacTh NpUMEHEHMS], (POPMATHI, pa3MePbI MO, TpeOOBaHUS K TOCTPOCHUIO KOHCTPYK-
[IMOHHOW CETKU M OCHOBHBIE PEKBU3UTHD»:

A) dpopmymsip-oOpaserr;

b) Tunosoit hopmynsp;

B) popmynsap noxymenTa;

I') 6mank moxymeHTa.

16. Ilponomkute onpeneneHue: GopMyssp JOKyMEHTa 3TO - ...

A) BHyTpeHHSS opMa JOKYMEHTa, ONPEIENAoNias CTPYKTypy TEKCTa U €ro S3bIKOBBIE OCO-
OCHHOCTH,

b) Habop pexkBU3UTOB O(UIIMATBLHOTO MUCBMEHHOIO JOKYMEHTA, PacloOJOKEHHBIX B OIpese-
JIEHHOW MOCIIEA0BATEIBHOCTH;

B) 3adukcupoBaHHas Ha MaTepHabHOM HOCHUTENE MHQOpPMAIMS ¢ PEKBU3UTAMU, MO3BOJISIO-
IIMMHU €€ UACHTU(UIIMPOBATE,

I') Habop pexBU3HUTOB, HIEHTU(UIUPYIOLINX aBTOPa OPUIIMATIEHOTO MUCbMEHHOTO IOKYMEHTA.

17. Ilponomkure onpeaenenue: Gopmysap-odpaser — 3To ...

A) TUIOBas MoOJieNb, COJAEpIKaIlas COBOKYIHOCTh 00s3aTeIbHBIX PEKBU3UTOB, CBOMCTBEHHBIX
JOKYMEHTaM YHU(UIMPOBAHHON CHUCTEMBI OpPraHU3allMOHHO-PACHIOPSAUTEILHON AOKyMEHTa-
LU U PACTIOJIOKEHHBIX OIpeeIeHHBIM 00pa3oM;

b) Monens mocTpoeHus JOKyMEeHTa, yCTaHaBIMBarolas o0JacTb NpUMEHEHUs, popmarsl, pas-
MepHI oJiei, TpeOOBaHUS K MOCTPOCHUIO KOHCTPYKIIMOHHOM CETKH U OCHOBHbIE PEKBU3UTHI;

B) naGop pexBu3UTOB O(ULIMATBLHOTO MUCHMEHHOIO JOKYMEHTA, PacCIOJIOKEHHBIX B OIpeje-
JIEHHOW MOCIIEA0BATENBHOCTH;

I') Habop peKkBU3UTOB, HACHTUPUIMPYIONIUX aBTOPa O(UIHATBHOIO MUCbMEHHOTO TOKYMEHTA.
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18. IIponomkuTe onpeaeneHue: 6JaHK TOKyMEHTa — 3TO ...

A) THmOBas MOJENb, CoAepIKaliasi COBOKYITHOCTh 00S3aTENbHBIX PEKBH3UTOB, CBOMCTBEHHBIX
JOKYMEHTaM YHH(PHUIMPOBAHHON CHUCTEMBbI OPTaHU3AI[MOHHO-PACIIOPSAUTEIBHON JTOKyMEHTa-
UM U PaCIIOOKEHHBIX OIPEIeTICHHBIM 00pa3oM;

B) Mozens mocTpoeHust TOKyMeHTa, yCTaHABIMBAIONIas 001acTh MPUMEHEHUs, popMaThl, pas-
MepHI TIOJIeH, TPeOOBaHMUS K IIOCTPOCHUIO KOHCTPYKIIMOHHOM CETKH U OCHOBHBIE PEKBHU3HTHI;

B) Habop peKBU3HUTOB, HACHTUDHUIMPYIOLINX aBTOPa O(PUIIMATBHOTO MUCEMEHHOTO TOKYMEHTA,;
I') Habop pEeKBU3UTOB O(PUIMATHLHOTO MHUCEMEHHOTO JTOKYMEHTA, PACIIOJIOKCHHBIX B OMNpee-
JIEHHOH 1TOCJIeJ0BAaTEIbHOCTH.

19. Kakoe BbICKa3bIBaHUE SIBJISIETCS] HEBEPHBIM:

A) @opmynsip opUIHMATBHOTO TOKYMEHTa CTall CKJIaabIBaThCsl B MexXlypeube HECKOIBbKO ThI-
CsI4 JIeT Ha3a/l.

b) HanmeHnoBaHue BUa CITy>K€OHOTO JOKYMEHTa CTaj0 0(OPMIIATHCS OTJEIbHBIM PEKBU3UTOM
Hax TekcToM ¢ XVI cromerust.

B) B Poccun odpunmansHbie, 1e10BbIe TOKYMEHTBI CTalld PEryJIIpHO MOMHUCHIBATHCS aBTOpa-
Mu, HauuHas ¢ snoxu [lerpa |.

I') B Poccun B ciyxxe6HbIx gokymenTax a0 XVIII Beka aBTop 00bIyHO 0003HavasCs B Havale
WM B KOHIIE TEKCTA, T. €. 3TOT PEKBU3UT HE BBIIEISIICS B KAUECTBE CAMOCTOSITEIIHHOTO dJIEMEH-
Ta.

20. Kakoe BbICKa3bIBaHUE SIBIISICTCS HEBEPHBIM:

A) Kaxnplil pekBU3UT KaK NEPBUYHBINA CTPYKTYPHBIA 2JIEMEHT JOKYMEHTa B TOW WM WHOU
CTETEeHU OTpaXkaeT IoPUANUECKH 3HAYUMYI0 HH(POpMAIIHIO.

b) ®opmynsip 1OKyMEHTa MPOAMKTOBAH HE TOJBKO HEOOXOAWMOCTBIO CTPYKTYpUPOBaTh MH-
(dbopMmaruio, caenath €e SproHOMHUYHOM, HO U HEOOXOAMMOCTBIO MPUAATh JOKYMEHTY FOpUIU-
YECKYIO CHITY, C/IeaTh 3aleyaTIeHHYI0 B HeM HH(pOopMaIHio opUIHAILHOM.

B) PexBu3uT «HauMeHOBaHHE BHJIa JOKYMEHTa» SIBJISETCS JOKYMEHTOOOpa3yIOUIMM INpHU3Ha-
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KOM, TO3BOJISIOIIUM TOJYYUTh HauyalbHOE, camoe oOllee MPEeACTaBICHUE O JOKYMEHTE, ero
IIPaBOBOM 3HAYNMOCTH.

I') Ilpumenenue ['OCT P 7.0.97-2016sBnseTcs 00s3aTENbHBIM JIJII BCEX COBPEMEHHBIX Opra-
HU3ALUN, YUPEXKACHUN, TPEAIPUITUN JTH0OBIX OpraHM3alMOHHO-TIPABOBBIX (hOPM.

21. Kakoe BbICKa3bIBaHHE SBJISIETCS BEPHBIM:

A) IlpaBoBoii craryc pekoMmenaatensHoro xapakrtepa cranaaptra 'OCT P 7.0.97-2016 non-
KperieH (00yCIIOBJIEH) caMUM CTaHIIApPTOM B ero mepBoM paszzene «O01acTe MPUMEHEHUS:
«TpeboBaHus HACTOSILETO CTAHIAPTA SBJIAIOTCS PEKOMEHIyEMbIMU»;

b) IMpumenerne 'OCT P 7.0.97-2016sBrsieTcst 00s13aTeNbHBIM TSI BCEX COBPEMEHHBIX Opra-
HU3aLUH, yUpexJIeHUH, IpeanpusTHA JTI00BIX OpraHU3aliOHHO-TIPABOBLIX (OPM.

B) IMocpencteom 'OCT P 7.0.97-20168 ucropuu crannaprusanun Poccun BriepBbie ObLI BBe-
JIeH Ha MPaKTHKEe PEKOMEHAATENbHbIN XapaKkTep ToCy1apCTBEHHOI0 CTaH1apTa.

I') Tpanuunonusiii 11 Poccuu nmpuHLIKI 00513aTEIBHOCTH TPEOOBAHNUN CTaHAAPTOB OCTAETCS U
10 HACTOsIIEE BpeMs IeHCTBEHHBIM U aKTYyalbHbIM.

22. [lpogomkuTe omnpeeyeHne: aTpuoymnus — 3T0. ..
A) ycTaHOBIIEHHE NIOJUIMHHOTO UMEHH aBTOPA;

b) BbIsiBNEeHHE aTpUOYTUBHBIX CBOWCTB JOKYMEHTA;
B) pa3HOBUIHOCTB yIIPAaBIEHUECKOTO JJOKYMEHTA;
I') npusHaHue 1OKyMeHTa He1eHCTBUTEIbHBIM.

23. Kakoii JOKYMEHT 110 CTPYKTYpE SIBJISETCS] COCTABHBIM (CIIOKHBIM):
A) aBTOpedepar nuccepTaiuu;

b) npenpuHT;

B) otkpeiTKa;

I') xxypHau.

24. Kakolil JOKYMEHT 110 CTPYKTYPE SIBJISIETCS TPOCTHIM:
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A) coOpaHue COUMHECHUH;
b) razera;

B) npenpunT;

I') cepust.

25. Kakoe orpe/ieieHue COOTBETCTBYET MOHATHIO «ITPOCTON JIOKYMEHTY:

A) IOKYMEHT, COAEPKaIUNA OAHO MTPOU3BEICHNUE;

b) Heckonbko cooOIIeHNH U3 ABYX WM Oojee cooOuieHuil (mpou3BeaeHui), YacTeil il To-
MOB, O0OBETUHEHHBIX OOLIEH TEMOW MM MPOOJIEMOH, LIENbI0, aBTOPOM H T. 1I., 3aUKCUPOBaH-
HBIX Ha HECKOJbKHUX MaTePHAIbHBIX HOCUTEIISX;

B) onHO cooOmieHme, MOMENEHHOE Ha OJJHOM MaTepPHaTLHOM HOCHUTEIIE;

I') TOKyMEHT, COCTOSIIINI 13 HECKOJIbKUX MPOHM3BEICHUH, 3a()UKCUPOBAHHBIX HA OJIHOM Mate-
pUAITBEHOM HOCHUTEIIE.

26. Kakast pa3HOBUIHOCTb JOKYMEHTA OTPAXKEHA B ONPEAEICHHUHU: «... - 9TO JOKYMEHT, KOTO-
PBIH COCTOUT U3 OJJHOTO ITPOU3BEACHUSN:

A) cocTaBHOM (CIIOXKHBIN) IOKYMEHT;

b) MOHOTOKYMEHT;

B) nonungokymeHT;

I') npocToii TOKyMeHT.

27. Kakoe ko10Boe 0003HaYeHHE Ha JOKYMEHTE He UACHTU(UIMPYET aBTOpa:
A) OKV[;

b) OI'PH;

B) OKIIO;

I') UTHH/KITIII.

28. Kakoy BUJI JOKyMEHTA HE OTHOCUTCS K MOJMIOKYMEHTaM:
A) Oykier;
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b) cobpanue counHeHuni;
B) cbopnuK;
I') xxypHau.

29. Kako¥ 13 epeyrCcIICHHBIX PEKBI3UTOB HE OTHOCHUTCS K PEKBU3HUTAM yIOCTOBEPCHUS:
A) IOAMHKCH;

b) orTuck neuaru;

B) rpu¢ yrBepxnenus;

I') rpuc¢ cornacoBanusi.

30. Kakoe BbICKa3bIBaHHE SIBJISIETCS] HEBEPHBIM:

A) DnektpoHHas 1M(poBas MOANUCH MpeJHA3HAUEHA JUIsl 3aIIUThl 3JEKTPOHHOTO JIOKYMEHTa
OT MOJJENKHN U UACHTU(PHUKAIIUH BIIaJeNblia cepTu(dUKaTa Kiltoua MOIIUCH.

b) DnextponHas nudpoBas NoANMCh 00JaaeT CBOMCTBAMHU JBYX PEKBU3UTOB: «IIOJIHUCHY U
«T1eYyaThy.

B) snexkrponHas nudpoBas MOANUCH MO3BOJISET YCTAHOBUTh OTCYTCTBHE MCKaXKEHHsS MH(Op-
MalliH B 3JIEKTPOHHOM JIOKYMEHTE;

I') snexktpoHHass nM@poBas MOAMUCH SBIAETCS PE3yJIbTATOM IpPeoOpa3oBaHUs PYKOMHCHOU
MOAMKICH aBTOpa IOKYMEHTa B €€ (DaKCUMUIIbHYIO KOTHIO B IIU(GpOoBOM (popmare Ha dJIEKTPOH-
HOM HOCHTEIIE.

31. KakoMy MOHSTHIO COOTBETCTBYET CIAEAYIOLIAs XapaKTEPUCTUKA: «3TOT (POPMYJIsip XapakTe-
pHU3yeTCsl ONpPEAEIEHHBIM KOJINYECTBOM PEKBU3UTOB, PACIOJOKEHHBIX B CTPOroil MocieaoBa-
TEJIBHOCTH, U XapaKTepeH JIJIsl KOHKPETHOTO BUIA JOKYMEHTOB, HAIPUMED, IPUKa3a, aKTan:

A) dopmymsip;

b) Tunosoit popmysp;

B) unnuBuayansHblit GopMyIsp;

I') dopmynsip-o6paszen.

32. KaKOMy IMOHATHUIO COOTBCTCTBYCT CIICAYIOUIAA XAPAKTCPUCTHKA: «3TO COBOKYIIHOCTH
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PaCMOJIOKEHHBIX B OMpPEIETICHHON MOCIeA0BATEIbHOCTH PEKBU3UTOB, MPUCYIIUX BCEM BHJIaM
JAHHOM CUCTEMBI TOKYMEHTOBY:

A) bopmysip;

b) Tunosoii popmyiisp;

B) unauBuayansHelil popmymsp;

I') dopmymsip-o6paser.

33. Kakoe BbICKa3bIBaHUE SIBJISECTCS HEBEPHBIM:

A) IlepBble cTaHmapThl Ha OPraHU3AIMOHHO-PACTIOPAIUTEIBHYIO JTOKYMEHTALUI0 OBbLIN
yrBepxaenbl B CCCP B Hauane 70-p1x rogoB XX Beka.

b) ®opmynsp-obpasen; misi CUCTEMBI OPraHU3aAlMOHHO-PACIIOPSIAUTEIILHON JIOKYMEHTAIlUU
I'OCT 6.39-72 Bxitoyasl 26 peKBU3UTOB;

B) ®opmynsap-obpasen majis CHCTEMBI OpPTaHU3AIMOHHO-PACTIOPSAUTEILHON JIOKYMEHTAIIUU
I'OCT 6.39-90 Bxmtouan 30 peKBU3HUTOB;

I') ®opmynsip-obpazer; sl CUCTEMBI OPraHU3AIMOHHO-PACTIOPSIUTEILHON TOKYMEHTAIIUU
I'OCT P 6.30-97 Bxutouain 29 peKBU3HUTOB.

34. Kaxkoit pekBu3uT 6601 u3bat uz [OCT P 7.0.97-2016:
A) Koz opraHu3anuy;

b) OI'PH;

B) MHH/KIIII,

I') rpud orpannyenus gocryna.

35. Kaxoii pexBuzut B 'OCT P 7.0.97-2016He sBisieTCSI HOBBIM IO CPABHEHHUIO C PEKBU3UTAMU
MPeIIECTBOBABIINX CTaHJAPTOB:

A) OI'PH;

b) MHH/KTIII;

B) xox opranuzanuu;

I') npentuduxaTop 31€KTPOHHOM KO JTOKYMEHTA.
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36. Kakoli HOpMAaTUBHBIN aKT SIBJISIETCS IPABOBOM OCHOBOM pPEKOMEHIATEIBHOIO XapakTepa
I'OCT P 7.0.97-2016:

A) ®enepanbHblii 3aK0H «O TEXHUYECKOM PETYJIUPOBAHUNY;

b) ®enepanbublii 3akoH «O6 uHOpManuu, UHGOPMALIMOHHBIX TEXHOJIOTHSAX W 3aIlUTE HH-
bopmanmny;

B) 3axmounrtensHas ¢paza [OCT P 7.0.97-2016 pasznena «Ob6nacts nmpuMeHeHus» Bo (pase:
«TpeboBaHuUs HACTOSIIETO CTAHAAPTA SABJISAIOTCS PEKOMEHIyEMbIMUY;

I') IlpaBuia nenonpou3BoACTBa B (peiepanbHbIX OpraHax UCIOJHUTENbHON BIACTH.

37. Kakoit nokymeHt otpaxaer obnacts npumenenuss 'OCT P 7.0.97-2016:
A)TOCT P UCO 15489-1-2007,

b) I'CAOY;

B) T'OCT P 1.0-2004,

I') OKY I (OK 011-93).

38. Kakue pekBU3UTHI HE ABJISAIOTCS B3aMMOHMCKIIIOYAIOIIUMU:

A) I'ocynapcrennsiii rep6 Poccuiickoit denepaunn/ repd cyobekra Poccuiickoit ®enepanun/
sMOIIeMa OpraHU3aIiK WM TOBAPHBIN 3HAK (3HAK 00CTYKUBaHUA);

b) HaumeHoBaHKe Bra TOKYMEHTa/CIIpaBOYHbIE JaHHbIE 00 OpraHU3alUy;

B) anpecat / rpu¢ yTBepKaeHUS;

I') anpecat / pe3omtomus.

39. Kakue peKkBU3HUTHI HE SIBISIOTCSA B3aUMOIOTIOTHSIOIIMMH:

A) HaMMEHOBaHUE BUIa JOKYMEHTa/ CIIpaBOYHbIE TaHHbIE 00 OpraHU3allny;
b) rep6 (wnm smbnema) / HauMEeHOBaHKE OpTraHU3AINH;

B) agpecat /pe3omronus;

I') nara / peructpauoHHBIN HOMED.

40. Kakuie BUJIbl pEKBU3UTOB BBIIEISIOTCS MO c11O0co0y 0OpMIICHHUS:
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A) IOCTOSIHHBIC/ TIEPEMEHHBIE;

b) rpaduueckue/ TekCcTOBEIE;

B) oGs3arenbHbIe/ hakyIbTaTHBHBIC
I') anekTponHbIe/ OyMakKHBIE.

41. Kakoil peKBU3UT HE OTHOCHUTCA K PEKBU3UTAM 3aroJIOBOYHOM 4YaCTU OpPIraHU3alMOHHO-
PacopsAUTEIbHOIO TOKYMEHTA!

A) HaMMEHOBaHUE OpPTraHU3alllY;

b) mecro nznanus;

B) pesonronus;

I') HauMeHOBaHUE BHJIA IOKYMEHTA.

42. Kakoll peKBU3HUT, PaCIOJIOKEHHBIN BBIIIE TEKCTA, OTHOCUTCA K 3ar0JIOBOYHOM YacTH:
A) ccbulKa Ha perucTpallMOHHBIM HOMEP U 1aTy TOKYMEHTa;

b) rpud yrBepxaenus;

B) pezonronus;

I') otmeTka 0 KOHTpoOIIE.

43. Kakue peKBU3UTHI COCTABIIAIOT COJEPKATEIbHYIO YaCTh JOKYMEHTA:
A) 3aroJioBOK K TEKCTY, TEKCT, OTMETKa O HAJTUYHH IMPUTIOKECHHUS;

b) 3aronoBok K TEKCTY, TEKCT;

B) TekcT, oTMeTka 0 HATMYHH MPUITTOKECHHUS;

I') 3aromoBoOK K TEKCTYy, OTMETKA O HATUYUH MTPHUIIOKEHUS.

44. Kaxoii peKBU3UT HE SIBJISETCS PEKBU3UTOM O(QOPMIISIONIEH YacTH JOKYMEHTA:
A) oTMETKa 0 KOHTpOJIE;

b) otmeTka 00 UCTIONTHEHUH TOKYMEHTa M HaIlPaBJICHUHU €T0 B JIENI0;

B) oTMeTKa 0 HaTMYUM IPHITOKEHIS,

I') otmeTka 06 ucmonHUTENE.
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45. PaboTa Hajx copepKaTeIbHON YacThiO JOKYMEHTA — 3TO. . .:
A) opopmiieHre TOKYMEHTA;

b) cocraBnenue qokymeHTa;

B) ynocroBepenue 10KyMeHTa;

I') 3aBepenue 1OKyMeHTa.

46. Kakoe TOJIKOBaHUE HE COOTBETCTBYET MOHITHIO «O(OPMIICHHE TOKYMEHTa — 3TO ...»!

A) mpocTaBieHHEe HEOOXOAMMBIX PEKBU3UTOB, YCTAHOBJICHHBIX IPAaBHJIAMHU JOKYMEHTHUpPOBa-
HUS;

b) npocraBienne peKBU3UTOB, NOATBEPKAAIOIINX MOJIMHHOCTh JOKYMEHTA U JOCTOBEPHOCTh
COJIEp>KalINXCs B HEM CBEJCHUH, OMpeNesoNX IOPUANYECKYI0 CHIIY JOKYMEHTa, PUuKcUpy-
IOIIMX COTJIAaCOBAaHUE U NOANKUCAHNUE TOKYMEHTA, O3HAKOMJICHUE C HUM;

B) noxymenTHpoBaHue poLeayp MpUIaHHsI JOKYMEHTY FOPUANYECKON CHUIIBL;

I') BHeceHue TOKyMEeHTa B JOKYMEHTaIbHbIN (POH]T OpraHU3alIiH.

47. Kakoe none dhopmymnspa-o0pasiia OpraHu3alioOHHO-PACTIOPSAUTEIILHOTO TOKYMEHTA Tpe/-
cTaBisieT co0o0i ciryxeOHoe mose:

A) B 1€eBOM BepXHEM YIily (popmara npu yriioBOM pacHojIOKEHUU PEKBU3UTOB WM B BEpXHEH
€ro 4acTH 10 LIEHTPY NPH NPOJI0JILHOM BapuaHTE PAaCHOI0KEHUs PEKBU3UTOB OJaHKa;

b) mnomane yHuduurpoBaHHoi (opMbl TOKyMEHTa WM OlaHKa, MpeJHa3HAueHHas i 3a-
MIOJTHEHUS PEKBU3UTAMU;

B) wacte momanu ¢opmara, npeaHazHaueHHAs Ui MOJIEH JOKYMEHTA, JUIsl 3aKperieHus J0-
KyMEHTa B TEXHUUYECKUX CPEICTBAX XPaHEHMs, JAJI1 HAHECEHUS CIEeIMaIbHbBIX N300paKEHUIH;

I') BepxHUii U HIDKHUN KOJIOHTUTYIIBI IOKYMEHTA.

48. Kakoe none ¢opmynspa-odpasiia opraHu3aMmoOHHO-PACTIOPSIUTENBHOTO JOKYMEHTA Tpe-
cTaBJsieT co0oit pabouee more:

A) B 1eBOM BepXHEM yriry (popmara mpu yriioBOM pacHoiIOKEHUH PEKBHU3UTOB WM B BEpXHeEH
€ro YacTH MO HEHTPY NPHU NPOAO0IHLHOM BapHaHTE PACIIONOKEHHsI pEKBU3UTOB OJaHKa;
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b) mnomane ynudunupoBanHoi (HopMbl TOKyMEHTa WM OJaHKa, MpeAHa3HaueHHas AJs 3a-
MOJTHEHUS] PEKBU3UTAMU;

B) wacte momanu dopmara, npegHazHaueHHAs Ui MOJIEH JOKYMEHTA, JUIsl 3aKperuieHus J0-
KYMEHTa B TEXHUYECKHX CPEJICTBAX XPAHCHUS, Il HAHECCHUS CIICIIUAIBHBIX H300paKEHUH;

I') BepxHUli U HIKHUN KOJIOHTUTYIIBI IOKYMEHTA.

49. Kakas xapaKTepHCTUKA COOTBETCTBYET IMOHITHUIO «IIEPEMECHHBIC PEKBU3UTHI»:

A) DTO peKkBU3HTHI, OOIIUE JJIsi BCEX JOKYMEHTOB OJIHOTO BHJIA; MX MOXHO 3apaHee pa3Me-
CTHTb Ha CTAHJIAPTHOM JICTE OymMard TUIOrpadckuM crocodom, ¢ IOMOIIBI0 KOMITBIOTEPA WK
CHEIMAILHOTO IITaMIIa;

b) Ot pexBu3UTH 00pa3yrOT OPUIMAIBHBIN OJIaHK JOKYMEHTa, UACHTU(PUIMPYIOT aBTOpa J0-
KYMEHTA,

B) Oto pexBuzutsl 01-10, Bkmtovast pekBu3ut 14, onucannsie B 'OCT P 7.0.97-2016;

I') OTo WHIUBHUIYaTBHBIC I KOKIOTO KOHKPETHOTO JOKYMEHTa PEKBU3UTHI; OHU BHOCSATCS B
JOKYMEHT B TIPOIIECCE €r0 MOATOTOBKH U O(OPMIICHHUS.

50. Kakast xapakTepucTHKa COOTBETCTBYET MOHSATHIO «IIOCTOSIHHBIE PEKBU3UTHI»:

A) DTO peKBU3UTHI, HAHOCUMBbIE MPU COCTABICHUH U 0(OPMIIEHUH JOKYMEHTA;

b) D10 uHIMBUAYaIBHBIE U1 KQXKJIOTO KOHKPETHOTO JOKYMEHTA PEKBU3HTHI;

B) Ot10 Bce pekBU3UTHI, KpOME PEKBU3UTOB OJIaHKA, UIEHTU(OULIUPYIOLUINX aBTOpa JOKYMEHTA;
I') 310 pexksusutsl 01-10, Bxmtouas pexBusut 14, onucanusie B 'OCT P 7.0.97-2016.

51. B nporiecce dsusicerus 6xo0sue2o TOKyMEHTa B OpraHU3allid OT MOMEHTA MOJIy4YeHUs U 10
3aBEpIICHUS UCTIONHEHHS Ha HEM TIOCIIeI0OBATEIILHO MPOCTABIISIOTCS CIEIYIONIHE PEKBU3UTHI:
A) ccbulka Ha PEeruCTpPAllMOHHBIA MHJICKC U JIaTy JOKYMEHTa, 3ar0JIOBOK K TEKCTY, OTMETKa O
HAJTMYUH TIPUIIOKCHUH, OTMETKA O 3aBEPEHUHU KOIHHU, OTMETKA 00 MCIIOJTHUTEIE, HACHTU(DHKA-
TOP AJIEKTPOHHOW KOITUH JOKYMEHTa;

b) rpud cornmacoBaHus NOKyMEHTa, BU3bI COIJIACOBAaHUS JOKYMEHTa, MOANUCH, Ipud yTBEp-
KJICHHSI, OTTUCK TI€YaTH, JaTa JOKYMEHTa, pErUCTPallMOHHBII HOMEpP JOKYMEHTa;

B) oTmeTka 0 mocTyIuIeHHH JOKYMEHTA B OPraHU3aIliIo, PE30IIIOIHSI, OTMETKA O KOHTPOJIE, OT-
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MeTKa 00 UCIIOTHEHUH IOKYMEHTAa U HAIpPaBJICHUH €ro B JIEJI0;
I') moamucek, rpud corimacoBaHusi JOKYMEHTA, JlaTa JOKYMEHTA, PETUCTPANIMOHHBIA HOMEp J0-
KyMEHTA.

52. Ilpouenypa npunanusi oGUIUANTBHOCTH U IOPUAMYECKON CHIIBI Ucxoosauje2o 0OKyMeHma
CBsI3aHA ¢ 0(pOpPMIIEHHEM TaKUX PEKBH3UTOB, KaK:

A) cchUIKa Ha PETUCTPAIIMOHHBIA MHICKC M JIaTy TOKYMEHTA, 3ar0JIOBOK K TEKCTY, OTMETKa O
HaJIMYUU TPUIOKCHHM, OTMETKA O 3aBEPCHHUH KOITHH, OTMETKA 00 MCIOJIHUTEIES, HICHTU(UKA-
TOP 3JCKTPOHHOM KOIIMH JOKYMCHTA;

b) rpud cornmacoBaHus TOKyMEHTa, BU3BI COIVIACOBAHUS JOKYMEHTA, IMOMAMHKCH, TpU( yTBEp-
KJICHUS, OTTUCK TICUaTH, JaTa JJOKyMEHTA, PErUCTPAIIMOHHBIN HOMEP IOKYMEHTA;

B) oTMeTKa 0 MOCTYIUICHUU JOKYMEHTA B OPraHU3aIUI0, PE30JIIOLNS, OTMETKA O KOHTPOJIE, OT-
MeTKa 00 UCTIONTHEHUH IOKYMEHTa U HAIpaBICHUH €T0 B JIEJO;

53. B nporiecce osudicenus 6HympeHHux 00KymMeHmoe opopMIISIOTCS:

A) rpud cornmacoBaHusl JOKYMEHTa, BH3bI COTJIACOBAHUS TOKYMEHTA, MOAINMUCH, TpU( yTBEp-
XKJIEHUs, OTTUCK IIeUaTH, AaTa JJOKyMEHTa, PErUCTPAllMOHHbIN HOMEp TOKYMEHTA;

b) oTmMeTKka 0 MOCTyNJICHNH TOKYMEHTa B OPTaHHU3AINIO, PE30JIONHNs, OTMETKA O KOHTPOJIE, OT-
MeTKa 00 NCIOJIHEHUH TOKYMEHTA U HaIlPaBJIEHUH €0 B JIEI0;

B) 3arosoBoK K TEKCTY; OTMETKA O HAIWYHH PUIOKEHUS; BU3BI COTJIACOBAHUS; OTMETKA O 3a-
BEPEHUU KOIUHU; OTMETKa 00 UCTIOIHUTENE; UIEHTU(DUKATOP IIEKTPOHHOM KOIUHU IOKYMEHTA;
I') ccputka Ha PErHCTPAlMOHHBIA MHACKC M ATy JOKYMEHTA, 3arojOBOK K TEKCTY, OTMETKA O
HAJIMYMM TPUIIOKEHHUH, OTMETKA O 3aBepEeHHH KOIMUHU, OTMETKA 00 MCIOTHUTENe, HIeHTU(HKa-
TOP SJCKTPOHHOUN KOIIMH JOKYMEHTA.

54. Kakue cranaapTHbie popMaThl 0JIAHKOB OPraHU3alMOHHO-PACTIOPSTUTEIBHBIX JOKYMEHTOB
ycranasimBaer [[OCT P 7.0.97-2016:

A) A3, A4, A5, A6;

B) A3, A4;
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B) A4, AS;
T) A5, A6.

55.Kakoil pasmep noJsieli TOKyMEHTa HE SIBJISETCS MUHUMAJIbHBIM Pa3MEPOM, YCTaHOBJIEHHBIM
I'OCT P 7.0.97-2016:

A) neBoe — 20 mm;

b) mpaBoe — 15 mwm;

B) Bepxnee — 20 mm;

I') amxuee — 20 M.

56. Kakas knaccudukanus 61ankoB He nipeacrasiiena B [OCT P 7.0.97-2016:
A) 10 paconokKeHUI0 pEeKBU3UTOB;

b) no aBTopYy;

B) no crioco0y opopmieHust peKBU3UTOB;

I') mo Buny moxymeHra.

57. Ha xakue BUABI MOAPA3AENAIOTCS OIaHKU JOKYMEHTOB IO PaCOIOKEHUI0 PEKBU3UTOB CO-
rinacao I'OCT P 7.0.97-2016:

A) 6rmaHK opraHuzanuu, OJIaHK CTPYKTYPHOTO MOAPA3IeNeHNUs OpraHu3aluy, OJIaHK JTOJKHOCT-
HOTO JINIIA,

b) yrioBbie u po10NbHEIE;

B) nentpupoBansble u (praroBeie;

I') oOmmit 6naHk, 61aHK TUChMa, OJTAHK KOHKPETHOTO BUIAa JOKYMEHTA.

58. Kaxkoil kiaccu(uKalmoHHBIA MPU3HAK MOJIOKEH B OCHOBY JIeJIeHUs! OJIaHKOB Ha OJaHK Op-
TaHU3aINH, OJIAHK CTPYKTYPHOTO TIO/IPa3/IeJICHHs OPTaHU3aLNH, OJaHK JOJDKHOCTHOTO JIMIIA:
A) 1o pacnoNoKeHUI0 pEKBU3UTOB;

b) no aBropy;

B) no cnioco6y oopmieHns peKBU3UTOB;

I') mo Buy noKymeHra.
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59. Ha kakume BuMIbBI TOJpa3feisitoTcs OJaHKH IOKYMEHTOB IO BHIY JOKYMEHTa COTJIAcHO
I'OCT P 7.0.97-2016:

A) OnaHK opraHu3ayy, OJJaHK CTPYKTYPHOTO MOApa3AeIeHUs OpraHu3amnnu, OJaHK JOJKHOCT-
HOTO JIMLIA;

B) yrinoBble 1 IPOAOIBHEIE;

B) uentpupoBanHbic 1 (iaroBsie;

I') o6muii 61aHK, 61aHK MECbMa, OJTaHK KOHKPETHOTO BUA JJOKYMEHTA.

60. Kakue pekBU3UTHI BKJIIOYAeT OOMIMK OJAHK OpraHU3alMOHHO-PACTIOPSIUTENILHOTO JOKY-
MmenTa corsiacHo I'OCT P 7.0.97-2016:

A) TocynapctBennslii rep6 PO (I'ep6 cydobekra P® wim smbinema opraHusanuu, TOBApHBIN
3HaK (3HaK OOCIYyXHBaHUA)), HAUMEHOBAHHE OPraHU3allli, MECTO COCTABJICHUS WU U3IaHUS
JIOKYMEHTa, OIpaHUYMTEIbHbIE OTMETKH JUIsl JaThl JOKYMEHTa U PETUCTPALMOHHOIO HOMeEpa
JIOKYMEHTA;

b) I'ocynapcrennsiii Tepd PO (I'ep6d cyobekra PD mnm smOnema opraHu3anuu, TOBapHBIN
3HaK (3HaK oOciyxxuBaHus)), koa opranuzanuu (mo OKIIO), OT'PH, MHH/KIIII, cnpaBouHbie
JaHHbIE 00 OpraHu3allvy; HAUMEHOBAHWE OpPraHMU3allMH, MECTO COCTaBJIEHMS WM U3/1aHUA J0-
KyMEHTA, OTPAHUYUTENIBHBIE OTMETKH /ISl 1aThl TIOKYMEHTA, PErMCTPALMOHHOTO HOMEPA JIOKY-
MEHTAa, CChUIKM Ha PETUCTPALMOHHBIA HOMEpP U JaTy JIOKYMEHTa, ajJpecaTa, pe30JItoluU, 3aro-
JIOBKA K TEKCTY, OTMETKH O KOHTPOJIE, TEKCTA;

B) I'ocynapcteennsiii repd PO (I'ep6 cyobexra PO mnm smOnema opraHu3anii, TOBApHbBIN
3HaK (3HaK OOCIYXHMBaHHWS)), HAUMEHOBAHUE OpPraHM3ALMHU, HAMMEHOBAHUE BHJIA JIOKYMEHTA,
MECTO COCTaBJICHMSI WJIM U3JaHUS TOKYMEHTA, OrPaHUYUTENIbHbIE OTMETKHU JUIsl AaThl JOKYMEH-
Ta, PETUCTPALIMOHHOIO HOMEpPA JOKYMEHTA, CChUIKM Ha J1aTy M PErMCTPAllMOHHBII HOMEp 10-
KyMEHTa, 3arojioBKa K TEKCTY, OTMETKH O KOHTPOJIE;

I') HaumMeHOBaHME OpraHU3ally, MECTO COCTABJICHUS WIN U3JaHUA JOKYMEHTa, OTPAHUIUTEb-
HbI€ OTMETKH JIJIS 3ar0JI0BKa U TEKCTa JOKYMEHTA.

61. JIns kakuX BUZIOB JOKYMEHTOB UCTIOJIB3YIOT OOIIMIA OJIaHK:
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KOMIIETCHIIUH
A) m100BIX BHIIOB JOKYMEHTOB;
b) 1100bIX BUIOB JOKYMEHTOB, KPOME THCHEMA;
B) TompKo 11 IUCHMa;
I') mo0BIX BUAOB TOKYMEHTOB, KPOME MPHKa3a.
62. Kakue crioco0Ob! pa3memnieHust pekBu3uToB npeaycmorpersl [OCT P 7.0.97-2016:
A) MalIMHONKMCHBIN U PYKOIIHUCHBIH;
b) yrioBoii u npo10ybHBIi;
B) nenTpupoBanHbIii U (PraroBeblii;
I') obunmanbHpIi 1 HEOPUITUATILHBIH.
YmMmetb - paboTaTh ¢ KOMIIBIOTEPHOW TEXHUKOM M MH-
IIpaxmuueckue 3a0anus
(bOopMaIMOHHBIMU TEXHOJOTUSIMU B TIOUCKE .
1. Vicionb3yst KOMIBIOTEPHYIO TEXHUKY, ceTh VIHTepHeT, HaliauTe npodecCHOHaIbHbIE KypHa-
HMCTOYHHUKOB U JINTEPATYPHI
. . Jbl, B KOTOPBIX OTPAKAIOTCS BOIPOCHI, KACAIOLIUECS COCTaBJICHUS M OGOPMIIEHUS IO TeMe
- paboTaTh ¢ KOMIBIOTEPHOW TEXHUKOW M WH-
«CocraBieHue U 0popMIIEHHE CITYKEOHBIX JTOKYMEHTOB
(bopMalMOHHBIMU TEXHOJIOTUSIMH B MCIOJIb30- . .
2. CoctaBbTe ¥ 0OPMHUTE IIPU TOMOIIY KOMITBIOTEPHONW TEXHUKH OnbInorpaduyeckuii Ciucok
BaHUU MIPABOBBIX 0a3 JaHHBIX
. . 1o TeMe «CocraBieHre U 0pOpMIIEHHE CIIYKEOHBIX JJOKYMEHTOBY
- paboTaTh ¢ KOMIIBIOTEPHON TEXHUKOW U HH-
3. Hcnonb3ys KOMIBIOTEPHYIO TEXHUKY, BBINOJHUTE pPEAAKTUPOBAHUE OPraHU3alMuOHHO-
(dbopMaIlMOHHBIMU TEXHOJOTHUSMHU B COCTaBIIE-
pacnopsAUTENLHOTO IOKyMEHTa
HuM OubnuorpauyecKkux CUCKOB
Bnaners - mpoeccuoHaTBLHON TEPMUHOJIOTHEH B cepe 3aoanus na pewenue npaxmuueckux 3a0ay

MH(OPMALIMOHHBIX TEXHOJIOT U

- IpueMaMH U crioco0amu paboThl ¢ KOMIIbIO-
TEPHON TEXHUKOW M MH(POPMAIIMOHHBIMH TEX-
HOJIOTUSIMUA B IIOMCKE HMCTOYHMKOB U JIUTEpa-
TYpbI

- IpueMaMH U croco0amu paboThl C KOMIIbIO-
TEPHON TEXHUKOW M MH(YOPMAIIMOHHBIMH TeX-

1. CocraBbTe U 0GOpMUTE OJHO MUCHMO-TIPOCHOY, MUCbMO-OOpallleHue, MUCbMO-3ampoc (Ha
BBIOOp) € UCIOJIb30BAHUEM KOMIIBIOTEPHBIX TEXHOJIOTHIA.

2.CocTaBeTe U O(i)OpMI/ITe OJHO MHUCBbMO-HAaIIOMHMHAHHUEC, IMHCbMO-TIOATBECPKIACHHUE, IMHUCbMO-
0TKa3, MMCbMO-U3BEIIEHUE, TapaHTHIHOE MHCbMO, PEKJIAMHOE MUCHMO (Ha BBIOOp), UCTIONb3Ys
KOMIIBIOTEPHYIO TEXHHUKY.

3. CocraBbTe U 0POPMHUTE IITEKTPOHHOE COOOIIICHHE U OTIPABLTE €r0 aJipecary.
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HOJIOTUSIMU B HCIOJb30BaHUHU IPABOBBIX 0a3
JTAHHBIX

- IpUeMaMH1 U criocob6amu paboThl ¢ KOMIIBIO-
TEPHON TEXHUKON U HH(POPMALIMOHHBIMU TEX-
HOJIOTHSIMU B COCTaBJICHUU OnbOInorpaduye-
CKUX CITUCKOB

IIK-11 BiagenneM HaBbIKaMu pedepHMpPOBAHHMA M AHHOTHPOBAHNSI HAYYHOH JIMTEPaTyPbl, HABBIKAMH PeIaKTOPCKOil padoThI

3HaTe

- ocobeHHOCTH pedepupOoBaHUS HAYIHOU JIH-
TEepaTypbl, TOCBAIIEHHOW COCTABJICHUIO H
0hOPMIICHHUIO CITY>KEOHBIX TOKYMEHTOB

- 0COOCHHOCTH aHHOTHUPOBAHUS HAYYHOH JIU-
TepaTyphl;

- TpeboBaHHA K KOMIO3HUIIMH H SI3BIKY CIY-
KEOHBIX TOKYMEHTOB;

- TOCY/IapCTBEHHbBIE CTAHIaPTHI B 00J1aCTH
OubMorpadguuecKkoro OnucaHus HayYHbIX UC-
TOYHUKOB

Teopemuueckue 6onpocwi
1. CocraB peKBU3MTOB ITOCTAHOBJICHMS. YHU(DUKaLUsA TeKcTa nocraHoBieHus. CocraBieHue U
oopmIIeHrEe TTOCTAaHOBJIEHUH C UCTIONB30BaHUEM KOMIIBIOTEPHBIX TEXHOJIOTHIA.
2. PenaktupoBaHue npoekta rnocraHonieHus. OQopmiieHHe peKBU3UTOB ITOCTAHOBIEHHS, OT-
PaKarOIIKXCS B HEM JJO MOMEHTA MOJAILUBKHY B JIEINO.
3. CocTaB peKBU3UTOB perieHus. YHudukanus tekcta perenus. CoctaBieHue U ohopMieHne
pelIeHNs ¢ UCIOJb30BaHUEM KOMIIBIOTEPHBIX TeXHOIOrui. OdopmieHne pekBU3UTOB pellle-
HUS, OTPAXKAIOIIUXCSI B HEM JJ0 MOMEHTA MOAIIUBKHU B JIEIIO.

Konmponvhvie 6onpocwi 0111 camonposepku

KaxoB cocTaB peKBU3UTOB ITIOCTAHOBJICHHUS.
KakoBbl 0COOEHHOCTH COCTaBJIEHUS M O(QOPMIICHHS MOCTAHOBJIEHUS KOJUIETHAIBHOIO OpraHa
BJIACTH.
KakoB cocTaB peKBU3UTOB pEILICHUS.
KakoBbl 0COOEHHOCTH COCTaBIEHUSI U O(QOPMIICHHS PEeIeHHs KOJJIETHAIBHOTO OpraHa yIpas-
JIEHUS! OpTaHU3aluU

Tecm
1. Kakoit HOpMaTUBHBIN IPaBOBOM aKT peryiaMeHTUPYeT U300paxeHue I'ocy1apcTBeHHOTo rep-
6a P® Ha OnaHKax TOKyMEHTOB:
A) ®enepanpHblil KOHCTUTYLIMOHHBIN 3aKOH;
b) Koncturymus PO;
B) Vka3 [Ipesunenra PO;
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I') [TocranoBnenue [1paButenscTea PO.

2. Ha xakom OnaHke MOXKeT OBITh pa3merieHo n3obpaxenue ['ocyxapcrBeHHoro repoa Poccuii-
ckoi deepanvi B OJTHOI[BETHOM BapuaHTE 0€3 repajbIuYecKoro MuTa:

A) Anmunuctpanuu [pesunenta Poccuiickoit denepanuu;

b) ¢penepanbHBIX OPraHOB UCHOIHUTEIBLHOM BIIACTH;

B) opranos, opranuzanuii u yupexxaenuii npu Ilpesunente Poccuiickoit denepanuu;

I') 'enepanibHOM npokypaTypsl Poccuiickoit denepanuu.

3. Ha kakux 6naHkax nomemaercs repd MockBbl B MHOTOLIBETHOM BapHaHTE:

A) mpaBOBBIX aKTOB UHBIX OPraHOB MCIIOJIHUTEIBLHON BJIACTU roposia MOCKBBI M UX JIOJKHOCT-
HBIX JINLL;

b) MockoBckoii ropoickoil n301paTeNbHON KOMUCCUN;

B) KoHTponbHO-cueTHOM nanaTsl MOCKBBI;

I') peenuit YcraBHoro cyna ropoaa MoCKBBI.

4. Kakoli HOpMaTUBHBII aKT yCTaHABIMBAET TPEOOBAHUS K Pa3MEILEHUIO 3MOJIeMbl, TOBAPHOIO
3HaKa (3HaKa 00CIyKMBaHHUs) Ha OJJaHKaX OpraHU3al|U:

A) nocranosnenue IIpasurenscrsa PO;

b) rocynapcTBeHHBIH CTaHIapT;

B) dbenepanbhblii 3aK0H;

I') yapeaurenbHble JOKYMEHTBI OpraHU3aluH.

5. Ombnemy u ToBapHbIil 3HaK HE Bocmipon3BoadaT Ha Gi1aHKe, €CiM Ha HEM TMOMEIIIEH (-a):

A) l'ocynapctBennslii rep6 Poccuiickoit denepannu;
b) pesomronus;

B) noanuce;

I') orTHck repOOBOIi MeyaTy.
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6. IIponosxute BeIcKa3biBaHue: «HanMeHoBaHMe OpraHu3aluy, SBISIOLIEHCS aBTOPOM JIOKY-
MEHTa, JOJDKHO COOTBETCTBOBATh HAMMEHOBAHUIO, 3aKPEIUICHHOMY ...»:

A) B rocyjapCTBEHHOM CTaHJapTE;

b) B yupeauTenbHbIX TOKYMEHTAaX OpraHu3aluu;

B) B 3akoHe;

I') B OKIIO.

7. HaumeHoBaHus opranuzanuii u cyobektoB Poccuiickoii denepannu, UMEIOMIUX HAPSAIY C
rocy/1apcTBEHHbIM s13bIKkOM Poccuiickoil denepannu (pycCKUM) rocy1apCTBEHHBIN SI3bIK CYOb-
ekToB Poccuiickoii denepanniv neyaTaroT:

A) Ha a3bike cyObekTa PO;

b) Ha rocynapcTBeHHOM si3bike PO;

B) Ha nByx s3bIkax (Ha rocyaapcTBeHHOM si3bike PD u Ha s13bike cyOobekTa PD);

I') Bce BapHaHThI BEPHBI.

8. Ha 6rmaHkax KakMx JOKyMEHTOB O()OpMIISIIOT CIIPaBOYHBIE JaHHbIE 00 OpraHu3aluu:
A) npukasos;

b) pacniopsixenuii;

B) cnyxxeOHbIX mHceMm;

I') ycraBos.

9. Kakue snemeHTHl pekBu3uTa «CrpaBoYHbIE JaHHBIE 00 OpraHU3aluny SIBISIFOTCS 00s3aTeNb-
HBIMH:

A) 6aHKOBCKHE PEKBU3UTHI, IIOYTOBBIN apec;

b) nouToBsIit aapec, HOMep TeneoHa;

B) dakc, HoMep >1eKTpOHHOM MOYTHI, 0AaHKOBCKHE PEKBU3HUTHI;

I') mouroBeIit ampec, Homep TenedoHa, HOMEp (akca, Telekca, CYeTOB B OaHKE, aJpec dJIeK-
TPOHHOU ITOYTBHI.
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[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

10. Ykaxute NpaBUIbHYIO IOCIEA0BATEILHOCTD 3JIEMEHTOB [TIOYTOBOTO aJpeca:

A) HOMEp KBapTUPBI, JOM, YJIMLIA, HACEIEHHBII MYHKT, Ha3BaHUE pailoHa, Ha3BaHUE pecIyOIIn-
KH, Kpasi, 00J1acTH, aBTOHOMHOI'O OKpYTa, CTpaHa, IOYTOBBIN MHJIEKC;

b) ynuna, noM, HOMep KBapTHUphI, HACENEHHBIM MYHKT, PaiioH, Ha3BaHUE PECIyOJIMKH, Kpas,
o0JacT, aBTOHOMHOTO OKpYTa, CTpaHa, MOYTOBBIA HHICKC;

B) ynuia, nom, HOMep KBapTHUPBI, HA3BaHKUE PECITyOJIMKH, Kpasi, 00JIaCTH, aBTOHOMHOT'O OKpyTa
HACEJICHHBIN NYHKT, palilOH, CTPaHa, MOYTOBBIN WHJIEKC.

I') mo4ToBBII MHAEKC, HOMEP KBapTUPHI, HAa3BAaHUE PECIYOIUKH, Kpasi, 001acTH, aBBTOHOMHOTO
OKpYyTa HaCeJCHHBII MMyHKT, paliOH, CTpaHa, MOYTOBBIA UHICKC.

11. Kox opranuzanuy npocTaBIIstOT 110:
A) OKIIO;

b) OKBOJ;

B) OKVI;

I') OKATO.

12. Ilpu usroroBiaeHnu kakux 6ankoB opopmisiercs pekBu3uT « THH/KIIID»?
A) npo01pHOT0 OJ1aHKa MUChbMA JOJKHOCTHOTO JIMIA

b) npononpHOTO O/1aHKA MEChMa OpraHU3AIUH

B) yrnoBoro 61aHka nuchbmMa OpraHu3aluu

I') Bce BapraHThI BEpHBI

13. YkaxuTe npaBWIbHbIN BapuaHT 0hopMIIeHUs CIIPaBOYHON MH(POPMAMK 00 OpraHu3aluu:
A)
O6LecTBO C OrpaHNYEeHHOM
OTBETCTBEHHOCTbIO
"MCTOK"
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JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

455097, r MarHuToropck, YenabuHckan oba.,
yn. lonapesa, 4. 2

Ten. 27-13-33; dpakc 27-11-90;

e-mail: avto@avto.ru

OlPH 1127776500001,
WMHH/KMNMN 0112220000/011777000

Ne
Ha Ne oT
b)
O6LWecTBO C OrpaHNYEeHHOM
OTBETCTBEHHOCTbIO
"MCTOK"

yn. Nlonapesa, 4. 2, r. MarHuToropck, YenabuHckasn
06a., 455097

Ten. (3519) 27-13-33; dakc (3519) 27-11-90;
e-mail: avto@avto.ru

OKMMO 2356447; OTPH 1127776500001;
MHH/KMM 0112220000/011777000

Ne
Ha Neo oT

B)
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[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

O6LWecTBO C OrpaHNUYEeHHOM
OTBETCTBEHHOCTbIO
"MCTOK"

455097, r. MarHutoropck, ya. /lonapesa, 4. 2
Ten. 27-13-33; dakc 27-11-90;
e-mail: avto@avto.ru

WMHH/KMNMN 0112220000/011777000;
OlPH 1127776500001

Ne
Ha Neo oT
I)
O6LWecTBO C OrpaHNYEHHOM
OTBETCTBEHHOCTbIO
"MCTOK"

4. 2, yn. Nlonapesa, r. Marumtoropck, 455097
e-mail: avto@avto.ru

OKMMO 2356447; OTPH 1127776500001;
MHH/KMM 0112220000/011777000

Ne
Ha Neo oT

14. Kog ¢popmbl ToKyMeHTa IPOCTABISIOT 11O. ..
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A)T'OCT P 7.0.97-2016

b) yupenurenbHbIM JOKYMEHTaM OpraHu3alun
B) OKY ]

) rcaoy

15. Kakoit Habop mudp B komoBoMm oOo3HadeHun (opmel pokymeHTa 0720302 obGo3Hauaer
KJ1acc (OpPMBI IOKYMEHTA!

A) 302

b) 203

B) 20

I 07

16. Ilo Habopy 1udp B Kog0BOM 0003HaueHHH Gopmbl gokymeHnTa 0212000 MoxHO ycTaHO-
BUTH!

A) TonpKO KJ1acc (POpMbI JOKYMEHTA;

b) Tonbko nmonkiace GOpMBI TOKYMEHTA;

B) xnacc u nonknacce GopMbl JOKYMEHTA;

I') kimace, moaksacc, perucTpaloOHHbIA HOMEP (POPMBI IOKYMEHTA.

17. Ha xakux gopmax mpocTaBisieTcs KoJ (OpMbl JOKYMEHTA!
A) Ha yHUUIMPOBAHHBIX QOopMax;

b) na HeynuduumpoBanHbIx Gopmax;

B) Ha Bcex JOKyMeHTax;

I') Ha Bcex GiaHkax.

18. KakuM JTOKyMEHTOM JIOJDKHO OBITH OIpeJeIeH0 HaMMEHOBAaHME BHJIA JOKYMEHTA Ha JIOKY-
MEHTe, U3aHHOM opranuzanueii, cornacio 'OCT P 7.0.97-2016:

A) yctaBoM (ITOJI0)KEHHEM 00 OpTaHHU3allniNn);

b) uHcTpyKIueit mo nenonpousBoCTBY;

B) nonoxenuem o ciyx6e J10Y;
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KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

I') HoMeHKIaTypou Je.

19. KakoMy JOKYMEHTY JIOJKHBI COOTBETCTBOBATh HAMMECHOBAHHS BHJIOB JIOKYyMEHTOB, KOTO-
pbIC OpraHM3aIys BBHIOMPACT ISl JOKYMEHTHPOBAaHUS OPTaHU3AIMOHHO-PACTIOPSAUTEILHOM
nesarenbHocTH, coriaacHo I'OCT P 7.0.97-2016:

A) TlpaBunam J1eJI0MPOU3BOJICTBA B heIePATBHBIX OpraHaxX WCIOIHUTEIILHOMN BIIACTH;

b) O6mepoccuiickomy kiaccupukaropy ynpasieHdeckoit nokymenrtaiuu (kiacc 0200000);

B) IlepedeHro THITOBBIX YIPABJICHYSCKUX APXUBHBIX JOKYMEHTOB, OOPa3yIOIIUXCS B MPOIecce
JESITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIPABJICHHS W OpraHH3a-
U, C YKa3aHUEM CPOKOB XPaHCHUS;

I') FocynapcTBeHHOM cHUCTEME IOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIPABJICHHUSI.

20. Ha xakux nokymenrax HE yka3biBaeTcs HauMeHOBaHME BU/1a JOKYMEHTA!
A) 0JKHOCTHON UHCTPYKIINH;

b) cmyxebHoil 3anucku;

B) cnyxe0Horo nucoema;

I') cipaBkw.

21. Kem npoctaBisieTcs ata JOKyMEHTa Ha OOJIBbIIMHCTBE OPraHU3allMOHHO-PACTIOPSINTENbHBIX TOKY-
MEHTOB:

A) TOKHOCTHBIM JIMIIOM, MTOMMCHIBAIOIINM JTOKYMEHT;

B) cnyx00ii JOKyMEHTallMOHHOTO 00eCeUeHHsI YIPABICHUS WM CEKpeTapeM IpPH PETUCTPAaLUHU JOKY-
MEHTAa;

B) cocraBuTeneM npu moAroTOBKE TOKYMEHTA;

I') Bce BapraHTHI BEpHBI.

22. Ha kakux TOKyMEeHTax AaTy JOKyMEHTa 0(hOPMIISIET CEKPETaph:
A) Ha Bcex IOKyMEHTaXx;

b) Ha nenoBbeIX MUChMaX;

B) Ha crpaBkax;
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JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

I') Ha npukazax.

23. Kakue crioco0b1 oopmiieHust 1atel coorBeTcTBYIOT TpedoBanusm ['OCT P 7.0.97-2016:
.09.03.13;

. 09 mapta 2013 r.;

. 09 mapta 2013 rona;

.09.03.2013 r,;

. 2013-03-09;

. 2013.03.09;

.09.03.2013.

~N O Ok W

BapuanTs! 0TBETOB:

A) Bce BapuaHThI, KpoMe 5
b)1,4,7

B) Bce BapuanTsl, kpome 3
26,7

24. Ilpn noaroToBKe NOKYMEHTA K MOANKCAHUIO B PEKBU3HTE «JlaTa TOKyMEHTa» 3apaHee Iie-
4aTaT:

A)rox;

b) mecan;

B) uucno;

I') uncno, mecs, roxa.

25. Kakoe Bricka3zpiBanue sasisiercs HEBEPHBIM:

A) PexBusuthl «Jlata qokymeHnTa» u «PerucTpanimoHHbII HOMEp AOKYMEHTa» SBISAIOTCS J1aH-
HBIMU O PETUCTPALUU JOKYMEHTa U II09TOMY SIBIIIOTCS J10KA3aTEIbCTBOM CYLIECTBOBAHUSA J0-
KyMEHTa U BKJIIIOUEHHUEM €T0 B IOKYMEHTAJbHBIN (POH OpraHu3anuu.

b) O6a pekBusuta — «J/lata fokymMeHTa» U «PerucTpaniMoHHbIl HOMEp JOKYMEHTa» — BBIIOJ-
HSIOT IOPUJIMYECKYI0 (QYHKIMIO, & TAK)KE BBIIOJHSIOT MOMCKOBYIO (YHKIMIO, TaK KaK MO3BO-
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JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

JISIOT OpraHu3alMK BeCTU WH(GOPMaIlMOHHO-CIIPABOYHYIO PaboTy.

B) PexBusuthl «/lara qokymMeHTa» u «PerucrpaioHHbIi HOMEP JOKYMEHTa» 0GOPMIISIIOTCS Ha
OJIHOM YpPOBHE 10 OTHOLIEHUIO JIPYT K APYTY.

I') laTa 1 perucTpaiiOHHBIA HOMEp TOKYMEHTa 0(pOPMIISIOTCS HE Ha BCeX OJIaHKaX.

26. Kakoii 351eMeHT perucTpaliOHHOIO HOMepa JOKYMEHTA SIBJISIETCS 00s13aTebHbIM:
A) nHJEKC Jena 1o HOMEHKIaType el

b) undopmarnus o KoppecroHieHTe

B) nopsakoBeIii HOMEp

I') nadopmarus 06 UCHOTHUTEIAX

27. Yto ob03Ha"aeT 4ncio 45 B peTHCTPallHOHHOM HOMepe, nMeromieM ooo3HadeHne Ne 45/1-5:
A) HOMED JIeTT IO HOMEHKJIaType Jel

b) mopsaKoBBIit HOMED 1O KYypHATY PETUCTPALIUN

B) xon noapasnenenus

I') kox koppecnionzieHTa

28. Yxaxute BEPHOE Bbicka3biBaHue:

A) Cenenus B pekBu3ute «CCbUIKA HA PETUCTPALIMOHHBIA HOMED U 1aTy JOKYMEHTa» MpUCBa-

MBAKOTCSl OpraHn3alen-aBTOPOM OTBETHOTO ITMCHMA.

b) Ha Gnanke nmuchbmMa mpocTaBisieTcs OrpaHUYUTENbHAs OTMETKa s pekBu3nuTa «Cchblika Ha

pEruCTpallMOHHBI HOMEpP M JaTy JOKYMEHTa» CIEIyIIMM o0pa3oMm: « oT
».

B) PexBuzut «CcbUika Ha JaTy U PErUCTPALMOHHBIN HOMEp JIOKYMEHTa» 3aIlOJIHAETCS B Ipe-

HMMYILECTBEHHO B NUCbMax-oTBeTax. CBEEHUS B PEKBU3UT MIEPEHOCATCS C NOCTYNMBILIETO J0-

KYMEHTA.

I') Yka3aHue naHHBIX O MOCTYNMBIIEM NMUCbME Ha OJaHKe MHCbMa B BUJE OTAEIBHOIO CCHUIKU

Ha PErucTpalMOHHBI HOMED U JaTy JOKYMEHTa He UCKIIYaeT HEOOXOAUMOCTH CChIIaThCs Ha

HUX B TEKCTE€ OTBETHOI'O MKMCbMa: B HayaJle TEKCTa MUcbMa Beerna cienyer nucars «Ha Bamr Ne

... OT ...
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[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

29. Kakas xapaxrepuctuka HE COOTBETCTBYET pekBusury «MecTo COCTaBICHUS WIN H3-
JaHUs JOKyMEHTa»:

A) JlaHHBIN PEeKBU3UT MOMOTACT UACHTH(PHUINPOBATH aBTOPA TIOKYMEHTa, TO3TOMY €ro opopm-
JSIOT Ha BeeX OJIaHKax;

b) JlanHbli pekBU3UT HE 0POPMIISIOT HA OOJIBLIIMHCTBE UCXOASILEH JOKYMEHTAllMU, TaK MECTO
U3JIaHUS JOJKHO OBITh OTPAXKEHO B PEKBU3UTE «CIIPABOYHbIE JaHHbBIE 00 OpraHU3auN»;

B) JaHHbIii peKBU3UT OQOPMIISIOT Ha OOMMX OJaHKaxX W OJIaHKaX KOHKPETHBIX BHJOB JIOKY-
MEHTOB, €CJIM €r0 ONPEIEIICHNE 3aTPYAHEHO 110 PEKBU3UTY «HanMeHoBaHME OpraHu3anum»

I') [Ipn yka3zaHuM HaceleHHBIX MECT B JAHHOM PEKBU3UTE HEOOXOIUMO HCII0JIb30BaTh 00Ille-
MPUHSTBIE COKpalieHus, oTpaxenubie B OKATO.

30. YkaxuTe HEBEpHOE HaNHMCaHUE PEKBU3UTA «MECTO COCTaBIICHUS WJIM WU3AAHUS TOKYMEH-
Tay:

A) ct-11a benokamenHas;

b) Maruurtoropck

B) Mockaa

I') Cankr-IlerepOypr

31. B xakoM naziexe yKa3bplBalOT JIOJKHOCTD JIMIIA B PEKBU3UTE «AIpecary:
A) B UMEHUTEIBHOM;

b) B narenpHOM;

B) B npeioxHOM;

I') B ponutenbHOM.

32. B kakoM majexe yKa3bIBalOT HAMMEHOBAHUE OPTraHU3AIMU U €€ CTPYKTYPHOrO MOApa3Je-
JIEHUS B PEKBU3HUTE «AJpecary:

A) B IMEHUTEIIHLHOM;

b) B narensHOM;

B) B npeyioxHOM;
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OneHouHble CpeCTBA

I') B ponutenbHOM.

33. Ykaxxure HEBEPHOE BbIcka3biBaHuE:

A) B cocraB pekBusnTa «AnpecaTy MOYTOBBINA aJIpec HE SBISIETCS 00s3aTEIbHBIM 3JIEMEHTOM,
OH o(opMIIsieTCs IO YCMOTPEHUIO OpraHU3aLuU-aBTOPA TIOKYMEHTA.

b) Ilpu anpecoBanum 1OKyMeHTa (PU3MUECKOMY JIMIy CHadala yKa3blBalOT (paMUIIMIO U WHUIIHU-
aJIbl IOJTyvarTes, 3aTeM II0YTOBBIH azxpec.

B) Ilpu agpecoBaHuM OKyMEHTa B OpraHM3AllMI0 CHAayalla yKa3bIBalOT €€ MOYTOBBIM ajpec,
3aTeM €€ HaUMEHOBAaHUE.

I') Ecnu 1oKyMEeHT OTHpaBisilOT B HECKOJBKO OJHOPOJHBIX OpPraHU3alui WIM B HECKOJBKO
CTPYKTYPHBIX MOJpa3/eleHUl OJHOM OpraHu3aliM, TO MX CIEAYyeT YKa3blBaThb OOOOLIEHHO,
HanpuMmep: Pykosooumenam ¢unuanos OO0 «lomocmpoiiy.

34. Ha kakux noxymentax HE opopmisiercsa pekBU3UT «Anpecary:
A) IUCBMO;

b) cnpagka;

B) ciyxe0Has, nokiagHas U 00bACHUTEIbHAS 3AITUCKY;

I') nomxHOCTHAs UHCTPYKIIUS.

35. Ykaxurte npaBWIbHBIN BapuaHT ohOpMIIeHUsT PEKBU3HUTA «AJZlpecary B MUChbME, HaIlpaBJsie-
MOM B OpraHU3aluio:
A)

leHepanbHOMY AUPEKTOPY

OAO "Crpoitpecypc"

Mocksa, yn. -KuBonucHas, 24,
255678

b)
OAO "Crpoitpecypc"
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[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

leHepanbHOMY AMpeKTOpy
C.C. KanawHwukosy

Mocksa, yn. MusonucHaa, 24,
255678

B)

255678, MockBa,
yn. }nsonucHas, 24

leHepanbHOMY AMpeKTOpy
OAO "Crpoitpecypc"
C.C. KanawHukosy

)
leHepanbHOMY gMpPeEKTOpY
OAO "Crpoitpecypc"
C.C. KanawHwukosy

yn. mnsonucHas, 24,
MockBa, 255678

36. Kakoli pekBU3UT HMMEET CIEIyIOIyI0 XapaKTepuCTUKy: «Ero cocraBHbIE 4aCTH MOTYT
BKJTIOYATh: HAMMEHOBAHUE YUPEKICHHSI, OPTaHU3AIIH;, HANMEHOBAaHHE CTPYKTYPHOTO TOpa3-
JIeNICHUs; yKa3aHHe JODKHOCTH MOTydaTelis; MHUIUANIbI, (PaMIIINIO; IOYTOBBIN ajipec:

A) aapecar

b) cipaBouHble TaHHBIE 00 OpraHU3aLUU

B) rpu¢ cornacoBanus

I') pe3omtonust
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OneHouHble CpeCTBA

37. Kakoll pekBU3UT BKIIIOYAET CICAYIOIIME DJIEMEHTHI: (haMWINu, WHUIMAIB HCIIOIHUTEICH;
coJiepKaHue NOPYUYCHHUS; CPOK UCTIOIHEHMS; HOJIHCh; AaTy:

A) rpu cornacoBaHus;

b) rpu¢ yrBepxxnenus;

B) Texkcr;

I') pezomtonus.

38.YkaxxuTe BepHbIil BapuaHT OPOPMIICHHS PE3OIIOINN PYKOBOAUTES:
A)

B npukas

Modnuck pykosodumens

12.12.2013

b)
Ckeopuyosy U.A.
lpowy paccmompeme.
Moodnuce pykosodumens
10.12.2013

B)
Bcem npuHams y4acmue.
Modnuck pykosodumens
12.12.2012

I)
Conossesy U.K.
Mpowy nodzomosume rsaaH pabomel Ha 8mopoe rosyzodue K 28.12.2013.
Moonuce pykosodumens
10.12.2013
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39. Kakoii pexBuzut HE otpaskaet stanbl paboThl HaJ| MOPYYECHUEM:
A) pe3osrorus;

b) ormeTka o koHTpOIIE;

B) Bu3a cornacoBanus;

I') ormeTka 00 UCIIOJIHEHUHU JOKYMEHTA U HAIIPABJIEHUU €r0 B JIENO.

40. YkaxuTe BEpHOE BbICKa3bIBaHUE:!

A) OTMeTKa 0 KOHTPOJIE IPOCTABIISETCS UCIIOTHUTENIEM TOKYMEHTA.

Bb) OtMeTKy 0 KOHTpOJIe 0DOPMIISIOT OTHUM H3 CIIOCO00B: OyKBOM «K», CIIOBOM HIIM IITAMITOM
«KoHTpoIbY» U pa3MeIiaeTcs B IpaBoM BEPXHEM YIIIy CIYKeOHOTO MO IOKYMEHTA.

B) OTmeTka 0 KOHTpOJIE TPOCTABIISAETCS B 3aKIIOYUTEIBHON YacTH TEKCTa JOKYMEHTa B BHUJIE
KIUIIHPOBaHHOU (Ppa3bl «KOHTPOIb UCIIONHEHUS BO3IIOXKUTD Ha...» WK «KOHTPOIb UCIONHE-
HUS OCTaBJISIO 32 COOOIN.

I') Hanuune oTMeTKH, B EPBYIO O4epeib, TUCHUIUTMHUPYET PYKOBOIUTENS U AETOTPOU3BOIH-
TeJIsl, KOTOPBIE 3aNHTEPECOBAHBI B CIIOJIHEHUH JJOKYMEHTA.

41. Kaxoil pekBU3UT 0popMIIsIeTCs MOCIEIHUM MEepesl TEM, KaK JOKYMEHT OyJleT OTIpaBJIeH Ha
XpaHeHHue:

A) oTMeTKa 00 UCTIOJTHUTEIIE;

b) otmeTka 00 UCTIOTHEHUH TOKYMEHTa U HaIlPaBJICHUHU €T0 B JIEII0;

B) ormeTka 0 mocTyniaeHNN T0KyMEHTa B OpraHU3aluIo;

I') rpud yrBepxeHus.

42. Kakas ¢opMy/InpoBKa 3aroJioBKa K TEKCTY SIBISeTCs BepHOU (B CKOOKax 00O3HA4YeH BH]
JIOKYMEHTA, K KOTOPOMY C(OPMYITHPOBAH 3ar0J0BOK):

A) (AOI'OBOP) st mocTaBOK TOBApOB;

b) (1OJDKHOCTHASA UHCTPYKLUM ) rnaBHOMY OyXxrairepy;

B) (ITPUKA3) O6 yTBep:k1eHIUH HHCTPYKIUHU 10 A€TONPOU3BOJICTBY;

I') (Ilpuka3) O H.K. Iletpoge.
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43. B xakux ciy4asx o)OpMIICHHE 3ar0JIOBKa K TEKCTY SIBISETCS 005S3aTeIbHBIM:

A) Ha opraHu3alMOHHO-PACIOPATUTEILHOM ToKyMeHTe (hopmarta A4;

b) Ha opraHn3annoHHO-paCIOPSAUTEIHHOM TIOKyMeHTe (hopmaTa AS;

B) Ha noxymeHTax, TEKCT KOTOPBIX HE MPEBHIIIAET 3-5 CTPOK;

I') 3aronoBoK K TEKCTy AOJDKEH O(GOpMISATBCS Ha BceX 0€3 MCKIIOYEHHUS OpraHW3alMOHHO-
paclopsSAUTENbHBIX JOKYMEHTAX.

44. I'maBHBIM PEKBU3UTOM JIOKYMEHTA SABIISETCS:
A) nara;

b) Tekcr;

B) noanuce;

I') nevarts.

45. B kakoM BHJE BO3MOXHO O(QOpPMIICHHE TEKCTa OPraHU3aLMOHHO-PACTIOPAAUTEIBHOTO J10-
KyMEHTa!

A) B Bue poTonzobpaskeHuil,

b) B Bune wintrocTpanuii;

B) B BuIe uepTexei;

I') B BUAC coequHEHUs aHKEThI, TAOIHIIBI, CBI3HOTO TEKCTA.

46. Kakyro naopmaIyio moMemarT BO BTOPOHl (3aKITIFOUNTETHFHOMN ) YaCTH TEKCTA IOKYMEHTA!
A) IpUYUHBL;

b) ocHoBaHus;

B) nenu;

I') mpocwOBbL.

47. Kakyto unpopmanuto HE nomenator B mepBoii 4acTu TEKCTa TIOKyMEHTA:
A) IpUYUHBL;
b) pexomen naruu;
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B) npennoxenus;
I') pewienus.

48. Kakoe oopmiieHue ocHOBaHUs TOKyMeHTa coorBeTcTByeT TpeboBanusm ['OCT P 30-2003
(B ckoOKkax 0003HAYEH KIFOYEBOM II1aroJl pacopsIUTEIbHON YaCcTH TIOKYMEHTA):

A) B cBsi3u ¢ He00X0qMMOCThIO ncnoHUTh npuka3 muHucrepcrsa (IIPUKA3BIBALO);

b) Bo ucnomnenune mpukaza OAO «MMK» Ne 45 «O mnopsike 3akilou€HUs JTOTOBOPOB
(ITPEAJIAT ALO);

B) Ha ocnoBanuu npuka3za Munucrepcta o6pa3oBanus u Hayku PO ot 15 auBaps 2013 Nel5
«O nopsanke nposeneHus arrecranuu By3os» (IIPUKA3BIBALO);

I') C uento ucnonHeHus npukasza pekropa o0 ykperuienuu tpyaooid aucuuruinasl ([TIPEJJTA-
'A1O).

49. B xakoM gokymenTe TekcT HE u3nararot oT nepBoro jguma e1MHCTBEHHOTO YHCIIa:
A) B 3asBJI€HUU;

b) B nuceMme;

B) B nporokoze;

I') B mpukasze.

50. Ykaxure BepHOE OQPOPMIIEHHE OTMETKH O HAJTMUUK NPUIIOKEHHS B TUChME:
A) Ilpunoxenue: ynomsiHyroe Ha 3 1. B 1 3K3.

b) [Ipunosxenue: no tekcry Ha 3 1. B 1 3K3.

B) ITpunosxenue: Ha 3 1. B 1 3K3.

I') [IpunosxeHue: HE UMEETCH.

51. BeiGepuTe mpaBUIbHBIA BapHaHT O(GOPMIICHUS MOANKCH B PaCHOPSIUTEILHOM JOKYMEHTE
opraHu3zaiyu (IpuKase, pacropsLKeHUH):
A)

leHepanbHbIV AUPEKTOP Modnuce M.IN. benakos
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b)
leHepanbHbIN AUpPEKTOP
000 «Komnac» lModnucek M.MN. benskos

B)
leHepanbHbIN AMPEKTOP
000 «Komnac» Moodnuce M.M. benakos
12.12.2013

)
leHepanbHbI ANPEKTOP Modnucsk M.M. benakos
12.12.2013

52. Ecnu 3amMecTUTENb PyKOBOIUTENSI OPraHU3alMi UMEET MPaBo MOAIUCHIBAThG JOKYMEHTBI BMe-
CTO PYKOBOJUTEJIS B CIIy4ae €ro BpEMEHHOIO OTCYTCTBUS, KAK I0JKHA OBITh O(hOpMIIEHA MOATHUCH!

A)
M.0. reHepanbHOro gnpeKktopa Ucaes O.H. Ncaes
b)
3am. reHepanbHOro gMpeKTopa Ucaes O.H. Ncaes
B)
/TeHepanbHbIN AMpeKTop Ucaes J1.1. Cagenbes
)
Bp. 1.0. reHepasnbHOro AnpeKkTopa Ucaes O.H. Ucaes

53 Kak nomkHa ObITh 0(hopMITeHa TIOITUCH, €CITH KOMMEPYECKUN TUPEKTOP HaXOUTCS B OTITYCKE, a
WCTIOJIHEHHE €T0 O0SI3aHHOCTEH MPUKA30M BO3JIOKEHO HA 3aMECTUTEINS KOMMEPYECKOTO JAUPEKTO-

pa:
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BJIEMEHT [TnanupyemMble pe3ynbTaThl 00yICHHS OueHouHbIE CpEeACTBA
KOMIIETCHIIUH
A)
Kommepuecknin gupekTop Eppemos H.P. PasaHos
b)
3aM. KOMMepPYECKOro AMpeKTopa Epppemos E.O. Edpemos
B)
MN.0. KOMMepPYEeCKOro AMpeKTopa Epppemos E.O. Edpemos
I)
/ Kommepyueckunin ampeKktop Eppemos E.[. Edpemos

54. Ha kakoM JoKyMeHTe He 0(OpMIISIOT TpU( yTBEPKIECHUS:
A) Ha ycTaBe OpraHu3aluy;

b) na akre;

B) na 3asBneHumy;

I') Ha uHCTpYKIMH.

Kaxoit nokymenT HE noanexur yrBepx’aeHHuo:

55. Kakue u3 nepeuniciaeHHbIX JokyMeHTOB HE ynocToBepstOTCS OTTUCKOM M€YaTH OpraHUu3alium:
A) rapaHTHifHBIE TUCHMA;

b) cnpaBku;

B) mpuxkassr;

I') norosopsL.

56. Kakoii peKBU3UT OTpaKaeT BHEIIIHEE COrJIaCOBAaHUE JOKYMEHTA!
A) BH3a coracoBaHUs;
b) Bu3a o3HakomiieHus;
B) rpu¢ cornacosanus;
I') rpud yrBepxaenus.
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57. Kakomy peKBU3UTY COOTBETCTBYET CIENYIOIIAs XapaKTEPUCTUKA: «ITOT PEKBU3UT BKIIIOYa-
€T HaMMEHOBaHHUE JIOJDKHOCTH, HMOJMNMCh, PacIM(POBKY NOANMCH (MHMLUANIBI, (aMuiuoo) u
aTy»:

A) IOMHKCH;

b) Bu3a cornacoBanusi;

B) pesonronus;

I') ormeTka 0 3aBepeHMH KOIUU.

58. Ha kakoM 3K3eMIUIsipe JIeI0BOT0 MUChMA, TIOATOTOBICHHOM JIJIsl OTIIPABKHU aapecary, Mpo-
CTaBJIISIIOTCS BU3BI:

A) Ha TONTMHHUKE, OTIIPABIIIEMOM aJIpecary;

b) na xonuu, momeniaemMoii B 110 OpraHu3allvy;

B) Ha nmojuytMHHNKE, OTIIPABIAEMOM ajpecaTy, U Ha KOIHH, TOMENIaeMOi B JICJI0 OPraHU3aIlNY;
I') Ha mucbmMax BU3BI HE 0OPMIISIOT.

59. Ecnu JOKHOCTHOE JIUMIIO HE COTIACHO C TEKCTOM JOKYMEHTA, UMEET JIU OHO MpaBO OTKa-
3aThCsl OT O()OPMIICHHS COTJIACOBAHMS:

A) [la, umeet mpaBo, eclii 3TO Tpr() COTIacOBaHUS;

b) da, umeeT mpaBo, €CiIu 3TO BU3a COTIACOBAHMUS;

B) Her, He nmeer npaBo, Tak Kak U BHEIITHEE, U BHYTPEHHE COTTIaCOBaHME TPEOYIOT 00s3aTeNb-
HOT'O COTJIaCHS.

I') da, umeer mpaBo, Tak KaK U BHEIIHEE, U BHYTPEHHEE COTIaCOBAaHUE O(POPMIISIFOTCS TOJIBKO B
CJTy4ae CorjacHsi C TeKCTOM JOKYMEHTA.

60. Kakomy peKBH3UTY COOTBETCTBYET CIEAYIONIIAs XapaKTEPUCTUKA: « DTOT PEKBU3HUT BKIIIO-
YaeT 3aBEpPUTENbHYIO HaIMUCh: "BepHO"; MOHKHOCTD JHIA; JTUYHYIO MOAINUCH; PACHIU(POBKY
MOANUCH (MHULIKAJBI, aMUIIHIO); aTy»:

A) oTMeTKa 00 MCIIOJTHEHUH JOKYMEHTA U HAlpaBJIEHUH €T0 B JIEJIO0;

b) nonmnuce;
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B) oTmeTka o 3aBepeHUM KOITUHM TOKYMEHTA;
I') pezomtonus.

61. Yxaxute BapuaHT OQOpMIICHHS OTMETKH 00 ucnoiHuTene, ycraHoBieHneii ['OCT P
7.0.97-2016:
A)

MNecTtpakosa Onbra N'eHHagbeBHa

Ten. 22-34-75

b)
O.T. MecTpakosa
223475

B)
MNectpakosa O.I.
22-34-75

I)
WUcn. Nectpakosa Onbra N'eHHaabeBHa
22-34-75

62.KakoMy (-UM) pEeKBH3UTY (-aM) COOTBETCTBYET CIIEIYIOIIas XapaKTEPUCTUKA: «...COJAEPKUT
OuYepeTHOM MOPSIIKOBBIN HOMED U JaTy (MpU HEOOXOJMMOCTH — Yachl U MUHYTHI); IPOCTABISIOT
B IIPaBOM HUKHEM YTITy JIMIIEBOM CTOPOHBI IIEPBOTO JINCTA JJOKYMEHTA M Ha €ro 000poTe»:
A) perucTpainoHHbIIl HOMEp U JaTa JOKYMEHTa;

b) ccpinka Ha perucTpaliMOHHBIN HOMED U 1aTy TOKYMEHTA;

B) nupentuduxaTop 31€KTPOHHOM KON JOKYMEHTA;

I') oTMeTKa 0 MOCTYNIEHUH TOKYMEHTA B OPraHU3aLHIO.

63. Kakoit PCKBU3UT UCTIOJIB3YCTCS MJISI YAIOCTOBCPCHUA SJICKTPOHHOT'O JOKYMCHTA!
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AJIIEMEHT [TnanupyemMble pe3ynbTaThl 00yICHHS OneHouHble CpeCTBA
KOMIIETCHIIUH
A) ko1 GopMBbI JOKYMEHTA;
b) perucrpannoHHbIii HOMEp JOKYMEHTa;
B) uaentuduxaTop 31€KTPOHHOM KOMKUU JOKYMEHTA;
I') anekrponHas mudpoBas MoMUCH.
YmMmers - pedepupoBaTh HAyYHYIO JUTEPATYpHI, TO- IIpakxmuueckue 3a0anus

CBSILCHHYIO COCTaBJICHHIO U O(OPMIICHUIO
CITy’)K€OHBIX JOKYMEHTOB

- COCTaBJATh M O(QOPMIIATH CIYXEOHYIO IO-
KYMEHTAIIMIO C YYeTOM TpeOOBaHUI K ee KOM-
HO3UINH U S3BIKY;

- TMPUMEHATh TOCYJApCTBEHHBIE CTaHIAPTHI B
obOmactu  OubOIMOrpaMueckoro  OMHMCaHUS
HAYYHBIX MCTOYHUKOB B IpU pedepupoBaHUM
Hay4HOU JINTEPaTyphl;

1. Hanuwume u oghopmume peghepamusroe coooujenue Ha 00Hy U3z NPeoCcmasieHHbIX mem

1.1. bnanku u ¢hopMaTel TOKyMEHTOB.

1.2.  Cranpaptuzanus u e€ poib B JOKYMEHTHPOBAHUHU. [IpUHIMIIBI cTaHAApTHU3ALUH.
dopmyisip-obpaser u ero npoekrupoBaHue. CTaHIapThl.

1.3. VYHudukauus u e€ posib B JOKYMEHTUPOBAaHUU.

1.4.  Tpadaperuzauus kak crnoco0 yHM(UKAIUKA TEKCTOB JTOKYMEHTOB. YHH(UKaLU U
TpadapeTnu3anus Kak METOIbl COBEpPIIEHCTBOBAHUS IOKYMEHTOB.

1.5. [TonsaTHe "TEKCT TOKyMEHTa" MpH Pa3InYHbIX CIOco0ax HokyMeHTHpoBaHus. Cle-
Hapuil TOATOTOBKHU JTOKyMeHTa. CosepkaHue MPOCTHIX U CIIOKHBIX TOKYMEHTOB

1.6.  Ilopsok U3M0KEHHs TEKCTa JOKYMEHTa. TpeOOBaHUS YETKOCTH U SICHOCTH TEKCTa

nokyMmeHTa. Jlormueckasi CTpyKTypa TeKcTa. B3anMocBs3b coiepikanusi U (GOpPMBI JJOKY-
MeHTa. DopManu3zanus TeKCTa JOKyMEHTA.

1.7. [TonsiTue "3aronmoBok nokymenTta'. HaznaueHue 3arojioBka, ero Mecto B (popmyiis-
pe noxkymenTa. [IpunoxkeHus K TEKCTY U OPSAIOK UX 0POPMIICHUS.

1.8. Cocrasiienne U oopmMIIeHHE OpraHU3aIlMOHHBIX JOKYMEHTOB. BUIbl opraHu3aru-
OHHBIX JOKyMEHTOB.

1.9. CocTaB PeKBH3UTOB YUPETUTEIBHBIX JJOKYMEHTOB. CTPYKTypa TEKCTa yIpeIUTEh-
HBIX JOKYMeHTOB. OCOOCHHOCTH Y4pEAUTEIHLHOTO JOTOBOpA, YCTaBa, OOIIEro MoJoxKe-
HUS 00 OpraHU3aInH.

1.10. TIlomoxeHwe Kak MPaBOBOHM aKT, OMPEENSIIONIMI MOPSIOK OOpa3oBaHMs, IpaBa,
00s13aHHOCTH, OpraHu3aiuio padboTel. OCOOEHHOCTH MOJOXKEHHS O XO3IUCTBEHHOM Jesi-
TEHHOCTH.
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1.11. OcobGenHoctu coctaBiieHUs] U OQOPMIICHUS JOHKHOCTHBIX MHCTPYKIIMH, HHCTPYK-
LIUH 110 JICIIOTIPOU3BO/ICTBY, IPABUI TPYAOBOTO PACIIOPSAIKA U .

1.12.  OcobGeHHocTH coCTaBiIeHUS M O(OPMIICHHS PaCHOPSAUTEIbHONW JOKYMEHTAIIMH.
[TocTanoBnEeHMS.

1.13. OcobeHHOCTH cOCTaBieHUSI W O(POPMIICHUS PACIOPAIUTEIBHON TOKYMEHTAIUU.
Pewenust.

1.14. OcobeHHOCTH cOCTaBleHUSI W O(POPMIICHUS PACIOPAIUTEIBHON TOKYMEHTAIUU.
[Ipuka3 1o OCHOBHOM AESTEIBHOCTH.

1.15. OcobeHHOCTH cocTaBieHUSI U O(POPMIICHUS PACHOPATUTEIBHON TOKYMEHTAIUU.
Pacnopsixenue.

1.16. OcobeHHOCTH cOCTaBleHUSI W O(POPMIICHUS PACIOPAIUTEIBHON TOKYMEHTAIUU.
VYka3zanue.

1.17. OOmas xapakTepucTUKa ciykeOHbIx nmuceM. Knaccupukanus nucem. CoctaB pek-
BU3HTOB JIETOBBIX nuceM. CocTaBieHne U 0pOpMIICHHE JIEIOBBIX MTUCEM C HCIIOJIb30Ba-
HUEM KOMIBIOTEPHBIX TEXHOJIOTHH.

1.18. Tekcr nemoBoro muchbMa. CTPYKTYpHO-THHTBUCTHYECKHE TPEOOBAHUS K TEKCTY IH-
ceM. O1HOACTIEKTHBIE M MHOTOACIIEKTHBIE THChMA.

1.19. OcobenHoctu cocraBieHus: U 0GOPMIIEHHUS TUCHMA-TIPOCHOBI, MHChMa-00paIeHs,
MUChbMa-3aIpoca.

1.20. OcobenHoctu cocTaBieHHS W OQOPMIICHHS MUChMa-HAIIOMUHAHUSA, THChMa-
MOJITBEPXKICHUS, MUCbMA-0TKAa3a, MMCbMa-U3BEIIEHUs, FApaHTUIHHOIO MHChbMa, PeKJIaM-
HOTO MTUCHhMA.

1.21. OcobenHocTu cocTaBieHHEe U OPOPMIICHHE JOKYMEHTOB, MepelaBaeMbIX 110 KaHa-
JIaM CBSI3H.

1.22.  OcobenHoctu cocTaBieHUs U O(GOPMIICHHS HPOTOKOJBHBIX JOKYMEHTOB (TIaHa
paboThI, MOBECTKH JHS, TPOTOKOJIBHON CIIPABKH, MPOEKTA PEIICHUS, POTOKOIA).

1.23.  OcobenHoctu cocTaBieHUs U 0HOPMIICHHUS aKTOB.

1.24. OcobenHoctu cocTtaBieHUs M OGOPMIICHUS IOKJIAIHBIX, CIYKEOHBIX, OOBSCHU-
TEJIbHBIX 3aITHCOK.

1.25.  OcoOeHHOCTH COCTaBJICHUS U 0(hOPMIICHUS TIEPEUHEH, CITUCKOB.
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1.26. JloxymeHTBI 110 JMYHOMY cocTaBy. CocTaB JOKYMEHTALUHU 10 JUYHOMY COCTaBYy.
YHUGHUIUPOBaHHBIEC U HEYHU(PUIIMPOBAHHBIE JOKYMEHTHI [0 JUYHOMY COCTaBY.

1.27.  TpynoBoil 1oroBop u €ro pojib B )KU3HU OTJEIBHOIO paOOTHUKA U B AEATEIbHOCTH
opranuzanuu. [IpaBoBbie 0cOOEHHOCTH TpPyAOBOTO AoroBopa. Conmepkanue u 0coOCH-
HOCTH COCTaBJICHHUS U 0(GOPMIIEHUS TPYAOBOTO JOrOBOPA, JOMOJHUTEIBHOIO corjalie-
HUS K TPYZAOBOMY JIOTOBOPY.

1.28. JloxymeHTHI 0 mpuéme Ha paboTy (3asBlIeHUE O MpuéMe Ha padoTy, mpuKa3 (pacrmo-
psbKeHue) o pueMe paboTHHKA Ha padoTy, IMYHAsE KapTOUKa pabOTHUKA)

1.29. JloxyMeHTHI O MepeBojie Ha IpYTyio paboTy (3asBIEHHUE O NMEPEBOJIC HA APYTYIO pa-
00Ty, TpuKa3 (pacropspKeHHe) O IepeBoJie padOTHUKA HA IPYTyI0 paboTy, OTMETKU B
JMYHOM KapTOuKe, TPYI0BOM KHIDKKE O IIEPEBO/IE Ha IPYTyIo paboTy)

1.30. JloxyMeHTBHI O IpeKpalleH!H TPYJOBOTO AOrOBOpa (3asBJICHUE U MIPHUKa3 O MpeKpa-
IIIEHUHU TPYJOBOTO IOTOBOPA).

1.31. JIokyMeHTBI O MPEJOCTABICHUH OTIYCKa (3asBIIEHUE M MPHUKA3 O MPEIOCTABICHHN
OTITyCKa).

1.32.  JlokyMeHTHl O KOMaHAWPOBAaHUH (KOMAaHIMPOBOYHOE 3aJaHHE, KOMaHIAWPOBOYHOE
yJI0OCTOBEpEHHE, IPUKa3 (PacHOpsHKEHUE) O KOMaHIMPOBAHHH).

1.33.  OcobenHocTH cOCTaBiIeHHs 1 OPOPMIICHHSI BU3UTHOW KapTOYKH, pe3toMe, aBTOOHO-
rpaduu, 3asBICHUS.

1.34.  OcobeHnHOCTH COCTaBIIECHHS 1 OPOPMIICHHSI BU3UTHOM KapTOYKH, pe3toMe, aBTOOHO-
rpaduu, 3asBICHHMSL.

Bnanets

TOB

- HaBbIKaMU pedeprUpoBaHuUs Hay4YHOH IHUTEpa-
TYpBl, MOCBSIIEHHONH COCTaBICHHUIO U O(opM-
JICHUIO CITY>KEOHBIX TOKYMEHTOB
- - aHaJIM3a U BBIABICHUS ITyTel HCIIPaBICHUS
KOMITIO3MIIUU U A3bIKA C.]'Iy>KC6HBIX JOKYMCH-

Pewenue npakmu4yeckKkux 3a0ay

1. BeimonHuTe aHanu3 J000ro pacrnopsAAUTENbHOTO TOKYMEHTa, OCHOBAaHHOIO Ha MPUHIIMIIAX
KOJUIETHAJIbHOCTH, (Ha BBIOOP) W/ WM OTPEJAKTUPYHTE €To.

2. BeimonHuTe aHanu3 HHPOPMALMOHHO-CIIPABOYHOTO JOKYMEHTA, UCTIPABbTE S3bIKOBBIE U pe-
YeBbI€ OIINOKH.

ITK-19 cnnoco0HOCTHI0 HCN0JIB30BATH NPABUWJIA MOATOTOBKH YII

PABJCHYCCKHX JOKYMCHTOB U BCICHUSA J1eJIOBOM NMEPCNUCKU

3HaTh

|- paBujia MOJATOTOBKHU YITPABJIICHYCCKUX J10-

Teopemuttecxue 60NpoOCsHI
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KYMCHTOB
- TCOPCTUUCCKHUEC OCHOBBLI BCIACHUSA I[GJIOBOP'I
NEPCIINCKU
- COCTaB u COACPIKaHNC HOPMAaTUBHO-

METOJMYECKONH 0a3bl 10 COCTABJICHUIO U
0(hOPMIICHHUIO CITY>KEOHBIX TOKYMEHTOB

- crnenuuKy s3bIKa YIPaBICHYECKOW JIOKY-
MECHTAlNY;

- OCHOBHBIE TPOOJIEMBI HOPMAaTHBHOTO 0O0Oec-
MEYEHUSI COCTABJICHUS U OPOpPMIICHUS YIPaB-
JICHYECKOW JTOKYMEHTAIHH;

- OCHOBHBIE MPOOIIEMBI HOPMATUBHOTO 00Oec-
HeYeHUs! BECHUS JIeIOBOM MEePEeNUCKU

1. CocTaB peKBU3UTOB MPUKa3a M0 OCHOBHOW JIEATENLHOCTH. YHU(DUKAINS TEKCTa MPHKa3a 1o
OCHOBHOI1 J1eATEIbHOCTH.

2. CocraBienue u opopMIICHHE TPUKA3a 10 OCHOBHOM JESITEIBHOCTH C MCIIOJIb30BAHHEM KOM-
MBIOTEPHBIX TexHoJoruil. OdopmieHne peKBU3UTOB MPHKa3a MO0 OCHOBHOW JESTENbHOCTH, OT-
paKaroIIKXCS B HEM JO MOMEHTA MOJALLUBKHY B JIEINO.

3. CocTaB peKBU3UTOB pacnopsKeHHs. Y HU(UKAIMS TeKCTa PACIIOPSHKEHUS.

4. CocraBnenue u opopMIICHHE PACTIOPSHKEHUS C MCIIOJIb30BAaHHEM KOMITBIOTEPHBIX TEXHOJIO-
ruil. OdopmiieHre pEeKBU3UTOB PACIIOPSIKEHUS, OTPAKAIOIINXCS B HEM JI0 MOMEHTA MOIINBKU
B JIEJIO.

5. CocTaB pekBH3UTOB yKa3aHus. Y HU(DUKALINUS TEKCTa yKa3aHUsl.

6. CocraBienue u 0pOpMIICHHE YKa3aHHS C HCIIOJIb30BAaHHEM KOMITBIOTEPHBIX TEXHOJIOTHIA.

7. OpopmiieHre peKBU3UTOB YKa3aHUs, OTPAXKAIOIIMUXCS B HEM 0 MOMEHTA MOJIIIMBKH B JIENO.

Koumponvnvie sonpocwi 05 camonposepxu
KaxkoB cocTaB peKBU3UTOB MPHUKa3a 0 OCHOBHOU JEATETLHOCTH?
KakoBbI 0COOEHHOCTH COCTABICHUS TEKCTa MIPUKA30B IO OCHOBHOM J1€ATENIbHOCTHU?
KaxoB cocTaB pekBHU3UTOB pacOpsiKEHUS?
KaxkoB cocTaB peKBU3UTOB YKa3aHUS.
KakoBbI 0cOOEHHOCTH COCTaBIIEHUS TEKCTa PACIIOPSHKEHUH, YKazaHUuni?

Tecm

1. KakoMy TepMHHY COOTBETCTBYET CIICAYIOIAst XapaKTePUCTHKA:

Omo 6u0 nucbMeHH020 OOKYMEeHMA, 8 KOMOPOM (UKCUPYIOM peuleHus a0MUHUCMPAMUBHBIX U
OpP2aHU3AYUOHHBIX BONPOCOB, A MAKIHCE BONPOCO8 YNPABIEHUs, 83AUMOOelCm8Usl, obecnevenus
U pe2yIuposanus 0esameabHOCMU OP2AHO8 GIACIU, YYPEHCOCHUN, NPeONnpusmuLl, OpeaHu3ayull,
ux noopa3zoeneHuli U O0JIHCHOCMHBIX JIUY.

A) ounuanbHBIA JOKYMEHT;

b) ciyxeOHbIil TOKyMeHT;
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B) ynpaBnenueckuii JOKyMEHT;
I') opranu3zanmoHHO-pacOPsSIAUTENbHBINA JOKYMEHT.

2. Kakoe ompenesneHne COOTBETCTBYET CTaHIAPTU3UPOBAHHOMY OINPEAEICHNUI0 OpraHU3aluOH-
HO-pPacHopsAUTEILHOIO JOKYMEHTA!

A) JlokyMeHT, o0ecrieunBarOImnid (yHKIIMOHUPOBAHUE U B3aMMOCBSI3b YIIPABIISIONICH U yIIpaB-
JII€EMOU CHUCTEM HA BCEX YPOBHSIX.

b) JlokyMeHT, CO3AaHHBINA IOPHINYECKAM MM (PU3UIECKUM JIUIOM, O(OPMIICHHBIA U yAOCTO-
BEPEHHBII B YCTAHOBJICHHOM IOPSKE.

B) OdunmanbHblil JOKYMEHT, HCIIOJIb3YEMBbIi B TEKYIIEH NesTeTbHOCTH OpraHU3aliy.

I') Bux nuchbMeHHOro I0OKyMEHTa, B KOTOPOM (DMKCUPYIOT pelIeHue aJIMUHUCTPATUBHBIX U Op-
raHU3alMOHHBIX BOIPOCOB, a TAK)KE BOIPOCOB YIPABJIEHUS, B3aUMOJICUCTBUS, O0ECieueHus: 1
peryaupoBaHus IeATEeIbHOCTH OPTaHOB BJIACTH, YUYPEKIACHUN, IPEANPUATAN, OPraHU3alun, UX
MOAPA3ACIICHUNA U JOJKHOCTHBIX JIMIL.

3. Cpenu nOKaJIbHON OpraHU3alMOHHO-PACIOPAIUTENIbHON JOKYMEHTAIMH BBICIIUM FOpUITYe-
CKUM CTaTyCcOM 00J1aJaeT:

A) pacnopsiiuTenbHas JOKYMEHTAIHS;

b) opranusairionHast JOKyMeHTaIus;

B) undopmarinonHo-cipaBo4Has JOKyMEHTaIUs;

I') Bce rpynmbl OpraHu3allMOHHO-PACIIOPAAUTENBHON TOKYMEHTAalMu OO0JIaZaloT OJAMHAKOBO
BBICOKHM FOPUIUYECKIM CTaTyCOM.

4. B kakoM psIy Bce IEpeurcIeHHbIe BUIbl TOKYMEHTOB OTHOCATCS K OpTraHM3allOHHO-
IIPaBOBBIM:

A) ycTaB, IITaTHOE PAaclUCaHUE, OTYET;

b) yupenurensHhslii jorosop; ykas [Ipesunenta PO; HHCTpyKIUS 1O 1€T0NPOU3BOJICTBY;

B) npaBuna BHyTpeHHEro TpyIOBOTO paclopsiaKa, JOJKHOCTHOM PEerIaMeHT, aIMUHUCTPATHB-
HBIN pETJIaMEHT;

I') monoxenue o CTPYKTYpHOM MOJIpa3JeNeHUH, AOJHKHOCTHAs MHCTPYKIUS, aHAIUTHYECKas
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CIIpaBKa.

5. K opranuzanuronHo-npaBoBbiM JokyMeHTaM HE OTHOCATCA:
A) ycraBsl;

b) npaBuna;

B) akTsi;

I') uncTpykiuu.

6. Kakoit npuznak HE XAPAKTEPEH aiig oprann3aiinoOHHO-TIPaBOBBIX TOKYMEHTOB:
A) yTBepKJaI0TCsl, IOITOMY UMEIOT PEKBU3UT «T'PUP YTBEPKIACHUSY;

b) nonmnuceiBaroTCs, MOATOMY UMEIOT PEKBU3ZHUT «IIOITUCHY;

B) sBnsiroTcst 6€CCpOYHBIMU U IEUCTBYIOT JI0 UX OTMEHBI HJIU 3aMEHBI HOBBIMU;

I') sBnsitOTCS AMPEKTUBHBIME, IOATOMY UMEIOT PEKBU3ZHUT «OTMETKA O KOHTPOJIEH.

7. K yupenurensubim gfokymentam HEJIB34 otnectu:
A) mosioxeHue 00 opraHu3aIuy;

b) nonoxxeHue o CTPYKTYpHOM MOJIpa3/Ie€NeHUY;

B) ycraB opranuszanuuy;

I') yapeauTenbHbIii JOroBop.

8. Kakoti (-ue) 1oKyMeHT (-bI) SABISET(-IOT)CS yUPEIAUTENbHBIM (-1) Al aKIIMOHEPHBIX OOIIECTB
B COOTBETCTBUU C aKTYaITbHBIM 3aKOHOATEITECTBOM:

A) ycras;

b) yupenurenbHblit 1OrOBOD;

B) ycraB u yupenutenbHbIH 10rOBOD;

I') monoxenue 06 akKIMOHEPHOM OOIIIECTBE.

9. Kakue ctpykrypst HE MOT'YT JIEUCTBOBATD Ha 0CHOBE MONOXKEHHii:
A) cTpyKTypHBIE NIOJIpa3AeICHUs] HEKOMMEPUYECKUX U KOMMEPUECKUX OpraHU3alnil;
b) 6ro1xeTHRIE HEKOMMEpUECKHEe OpraHU3aIuy;
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B) dbunmanel, npenctaBuTeNbCTBA, OTJICICHUS KOMMEPUECKUX OpraHU3allHii;
I') kommepueckue oprauu3aluu.

10. Kaxoit Bug ycrapa HE CYIIECTBVYET:

A) ycTaB rocyJapCTBEHHON MJIM MyHULIMIIAIbHOW OpraHU3al|Hy;
b) ycraB koMMepueckoii opraHu3anuy;

B) ycTaB o01iecTBeHHOM OpraHu3auy;

I') ycraB nHAUBUYaNbHOIO MIPEAIPUHUMATETIS.

11. Kakoit pexkBH3UT oTim4aeT o(QopmIICHHE yCTaBa OT JPYTrUX BHJOB OpPraHU3aIMOHHO-
MIPABOBBIX JIOKYMEHTOB:

A) Hanmmume rpuda yrBepKICHHUS,

b) nanuuue BU3 03HAKOMIIEHUS;

B) HaymMmuue OTMETKH O €ro PeruCTpaIliy;

I') nanuuue moanucei.

12. YV xakoro Bujia OpraHu3alMOHHO-IIPABOBOM JTOKyMEHTAllUU TpeOOBaHUs K TEKCTY YCTaHOB-
JICHBI B 3aKOHO/IaTEIIbHOM IOPSIZIKE:

A) MHCTPYKIIMSI HOPMATUBHO-METOJUYECKOIO XapaKTepa;

b) ycras;

B) nomxHOCTHAs HHCTPYKIHUS;

I') mratHoe pacniucanue.

13. Kaxoii opraHu3aiiiOHHBIN JOKYMEHT UMeeT YHUDUIIMPOBAHHYIO (HOpPMY:
A) ycras;

b) nomxHOCTHOMN periaMeHT;

B) mratHoe pacniucanue;

I') uHCTpYKIIUS 1O J€IONPOU3BO/ICTBY.

14. Omnpenenurte, K KAKOMY OPraHU3AIMOHHOMY JOKYMEHTY OTHOCHUTCS Tpeajaraemblid dpar-
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MEHT TEKCTa JOKYMEHTA:
1. PupmeHHOE HaMMeHOBAHWE N MECTOHAXOXAeHWe obecTBa
1.3.MonHbIM GUPMEHHBIM HaMMeHOBaHMeM obLuecTBa ABAAeTcA: O6LWECTBO C OrpaHNYEeHHOM
oTBeTcTBeHHOCTbIo « MUP». CoKkpalueHHoe dupmMeHHOoe HanmeHoBaHue obuiectea — 000 «MUP».
1.4.10pmnaunuecknit agpec obuectsa: yn. CpegmsemHoMopcKas, 4.1, r. MarHutoropck, Yens-
6uHcKaa 0bn., Poccua, 455012.

BapuaHnTbl 0TBETOB:

A) nosioxxeHue 00 opraHu3aIuu;

B) uncTpyK1us no nenonpou3BoACTBY;

B) ycras;

I') mpaBuia BHENIHEN NTEPENMCKU OPTaHU3aLNH.

15. Onpenenute, K KaKOMy OpPTaHU3alIMOHHOMY JOKYMEHTY OTHOCUTCS TpeJjiaraemslid ¢par-
MEHT TEKCTa JOKYMEHTA:
Obwwue nonoxeHun
1.3.CeKkpeTtapb-pedepeHT OTHOCUTCA K KaTeropmu cneumannctoB NnpeanpusaTus, npu-
HUMaeTCA U YBOJIbHAETCA AUPEKTOPOM.
1.4.0cHoBHbIMM 3aZ@4amK cekpeTapsa-pedepeHTa ABAAETCA OpraHM3aLMOHHOE U
OOKYMeHTaUUoHHoe obecneyeHne ynpaBaeHYecKkon AeaTeIbHOCTHU.

BapuanTs! 0TBETOB:

A) MHCTPYKIIMS 110 TIEPCOHAIY;

b) npaBuiia BHyTpEeHHET0 TPYAOBOIO paclopsaKa;
B) nonosxxenue o6 otaene Aen0npon3BOACTBA;

I') noymKHOCTHAS MHCTPYKIIHUSL.

16. Onpenenute, K KaKOMY OpPraHHW3aLMOHHOMY JIOKYMEHTY OTHOCHUTCS TpejajaraeMblii ¢par-
MEHT TEKCTa JOKYMEHTa!
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1.1. dneKkTponpoBoAKa B y4ebHbIX NOMELLEHUAX AO/IKHA HaXo4MUTbCA B MCNpaBHOM cocTosHuu. Co-
NPOTUBIEHNE U30NSALLUN NPOBOAOB AOJIKHO NEPUOAMYECKN 3aMepPATLCA, NPU HEOBXOAMMOCTM A01-
YKEeH NPOU3BOANTLCA PEMOHT.

1.2. 3anpewaeTtca NPUMEHATb ANA 3aLLMTbl 3/1IEKTPOCETEN BMECTO aBTOMATUYECKMX NpenoXpaHuTe-
el U NNaBKUX BCTaBOK 3aLLMTY KYCTapPHOIO U3roTOBAEHUA («KYUKNY).

BapuanTtsl 0TBETOB:

A) MHCTPYKIIMS 110 TEXHUKE O0€30I1aCHOCTH B Y4eOHOM 3aBEICHUY;

b) nomkHOCTHas MHCTPYKIMS 3aMECTHTENS TUPEKTOpa MO BOMPOCaM TEXHUKU 0e30MacHOCTH
y4e0OHOT0 3aBE/ICHUS;

B) nmpuka3 ynpaBienus oOpa3oBaHUsI MyHHUIIMIIAILHOTO 00pa3oBaHUs O COOMIOACHUM MPaBUI
TEXHUKHA 0€30MaCHOCTH B YU€OHBIX 3aBE/ICHUSX;

I') TunoBoe momnosxeHue 0 TEXHUKE 0€30MaCHOCTH B YUEOHBIX 3aBEICHUSX.

17. Onpenenure, K KaKOMy OpPraHU3AI[MOHHOMY JIOKYMEHTY OTHOCHUTCS TpeJjiaraeMblii ¢par-
MEHT TEKCTa JIOKYMEHTA:
1.4 MHCTpyKTOP NepBoii KaTeropuu oTAeNa KaapoB, OpraHM3aLMoOHHO-MaccoBoi paboTbl 1
KOHTPO/11 OTHOCUTCA K KaTeropum cneumanmcros.
1.5.Ha LOMKHOCTb MHCTPYKTOPA NepBOoit KaTeropmm HasHa4aeTcs Mo, MMEloLLee Bbicllee
npodeccrmoHanbHoe obpasosaHune, 6e3 npeabaseHUa TpeboBaHMIA K CTaxy paboTbl.
1.6.HaszHauyeHMe Ha AOMKHOCTb MHCTPYKTOPA NepBoi KaTeropmum 1 0cBoBOXAeHNE OT Hee
NMPON3BOAMTCA NOCTaHOB/IEHMEM (pacnopAXeHNemM) COBETa UK NPaB/ieHuUs.

BapwnaHnTsl 0TBETOB:

A) kBanM(pUKAIMOHHbIE TPEOOBAHUS K HHCTPYKTOPY MEPBOM KaTeropuu OT/Aeia KaJpoB, opra-
HU3alMOHHO-MacCOBOM pabOTHI U KOHTPOJIS;

b) mnpaBuna BHyTpeHHEro TPYZOBOTO paclopsika B OT/AENE KaJpoB, OpraHU3allMOHHO-
MaccoBOU pabOTHI M KOHTPOJIS;

B) nonoxxenue 06 oTnene Kaapos;

I') nomxHOCTHAS MHCTPYKLMS UHCTPYKTOPA MEPBOM KaTEropuu OT/esa KaJapoB, OpraHu3alioH-
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HO-MaccOBOM pabOThl U KOHTPOJIS.

18. Onpenenute, K KAKOMY OPraHU3alMOHHOMY JIOKYMEHTY OTHOCHTCS IpeajiaraeMblii (par-
MEHT TEKCTa JOKYMEHTA:
1. O6buwue nonoxeHun

1.7. NutepatypHasa npemus «Pycckaa daHTacTMKa» (aanee no TeKCTy — npemus) NpucyKaa-
€TCs eXXero4Ho 3a Ny4dwee GpaHTacTUYECKOe NponsBeseHUe KpynHoli popmbl, onybanKoBaHHOE B
rogy, NpeaLecTByOLEeM NPUCYKAEHMIO NTPEMUM.

1.8.B KauecTse A0MNO/NHUTENbHbIX HOMMHALMIA Ha COMCKaHMe Npemuun, He 0b6a3aTelbHO Npu-
CYXKAAeMbIX eXKerofHo, MOryT TakXe 806aBAATbCA HOMUHALMK «3a Ny4ylwee paHTACTUYECKOE NPOU3-
BefeHue cpegHelt dopmbi», «3a nydllee paHTacTMUYECKOE Npoun3BeaeHne Manon Gopmbi».

1.9.Yupeautenamu npemun asnstoTca cepeep «Pycckan ¢paHTacTMKa» 1 nepcoHanbHo: Anek-
caHgp YnbsaHos, Amutpuin BatonuH, Bnag JypHuukuii, KoHcTaHTUH MpuwnH, AnekcaHgp Cuaopo-
BMA.

1.10.NMpemua npucyRpaeTca Ha OCHOBaHMM UTOTOB TAaMHOTO ABYXTYPOBOIO FO0COBaHUA.
MepBbIii Typ roI0COBAaHMA MPOBOAUTCA B KOMMbIOTEPHbIX CETAX MIHTEPHET (roN0Cy0T NOCEeTUTENN
cepBepa «Pycckas ¢paHTacTUKa») MU Ha MecTax (ronocyoT NOANUCYMKN IXOKOHbEPEHLMIA, NOCBALLEH-
HbIX paHTacTUKe). BTopoit Typ ronocoBaHus NpoBoAMTCA CPeAN pefakTopoB cepBepa «Pycckaa ¢paH-
TacTnka» (cm. n. 4.2). B 0cob60 0roBOpeHHbIX HUXKE C/TyYasx AOMNYCKaeTca NpoBeAeHNe A0NO/HU-
Te/IbHOrO Typa ro/IoCoOBaHUA cpean yupeguTenein npemmm.

1.11.NMpemuna moxKeT NPUCYKAATbCA OAHOMY M TOMY Ke aBTOPY 3a pas/iMyHble Npoussese-
HUS He bosiee ABYX Pa3 B KaXKA0M U3 HOMUHALMIA.

1.12.BpyyeHne npemmnn NPOn3BOAMTCA HA €XKerogHo KoHpepeHUUN « MHTEPNPECCKOH».

BapwnanTs!l 0TBETOB:

A) yupenuTenbHbIi 10roBop 0 cepBepe «Pycckas anTacTuka» Mexny AsekcaHapoM YIbSHO-
BbIM, /IMuTpuem BatommusiM, Bnamgom /lypHunknm, KoncrantuHom I'pumumHbiM, Anekcas-
apoM CuaopoBUYEM;

b) nonosxenue o npucyxaeHuu aureparypHoi npemun «Pycckas danracTukay;
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B) npaBuita npoBeieHUs BCEPOCCUIICKOT0 KOHKYpCa Ha JIydlliee JIUTepaTypHOe IPOU3BEICHNUE B
XaHpe (paHTacTUKH;
I') mHCTpYKIIUS O Bpy4YEeHUH JUTEpaTypHOi npemun «Pycckas danracTukay.

19. Onpenenute, K KAKOMY OpPraHU3allMOHHOMY JOKYMEHTY OTHOCHTCS TpeisiaraemMblii (par-
MEHT TEKCTa JOKYMEHTA:
1. O6buwue nonoxeHua
1.5. PykoBoauTens cayx6bl [LOY OTHOCUTCA K KaTeropumn pykosoauTenen, HasHa4aerca Ha
OOJ/IKHOCTb U 0CBOBOXKAaeTcA OT Hee NPUKa3oM PyKOBOAUTENA OpraHU3aLnn.
1.6. Ha gomKHOCTb pyKoBoanuTena cay»<6bl IOY HasHavyaeTca AnLo, MMmetolLee Bbicliee Npo-
deccnoHanbHoe obpasoBaHue U cTaxk PaboTbl Mo NPoPUo He MeHee Tpex feT.
1.7. PykoBoauTens cay»bbl JOY noavmMHAETCS PYKOBOAMUTE/IO OpraHu3aLmnu.
1.8.Bo Bpems oTcyTCTBMA pyKoBoauTeNs cybbl JOY (KomaHAMPOBKa, OTNYCK, 601€3Hb U1
np.) ero 06A3aHHOCTM UCMOHAET 3amecTUTeNb (MK AL, Ha3HaYeHHOEe B YCTaHOBNEHHOM NopAa-
Ke), KoTopblli NpuobpeTaeT COOTBETCTBYIOLLME NPaBa U HECET OTBETCTBEHHOCTb 33 Haaexallee nc-
NoJsIHEHWE BO3/I0XKEHHbIX Ha HEero 06A3aHHOCTEN.

BapuaHTsl 0TBETOB:

A) nonoxenue o ciyxoe J10Y;

b) nonoxxenue 06 opraHuzanuy;

B) npaBuiia BHyTpeHHET0 Tpy10BOro pacnopsaka B ciyxoe J10VY;
I') nonoxenue o pykooaurene ciyxos JJOY.

20. 1oIKHOCTHBIE PETJIAMEHTBI BBOJISATCS:

A) 1151 BOGHHOOOSI3aHHBIX;

b) nns pykoBoauTeneit opranu3anuii;

B) myst rpaxkmaHCKUX CITyXKaIiuX;

I') myst moOBIX JOMKHOCTEH JTIOOBIX OpraHW3aIfil KaK albTEepPHATHBA JOKHOCTHOM MHCTPYK-
LIUH.
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21. Kakoli TOKyMEHT yCTaHaBJIMBAET OOIIME IPaBHIia B3aUMOICHCTBUS MUHUCTEPCTB, CIIYkKO0 U
areHTCTB IPHU BBHIIIOJHEHUU UMHU CBOMX (PYHKLHUH, a Takxke OoOIIMe MpaBUiia OpraHu3aluu Jaes-
TENBHOCTH (peIepaIbHBIX OPraHOB UCIOJHUTEIBHOM BIACTH MO peaIU3allMi MU TTOTHOMOYHIA:
A) TuroBoe MoJIOKESHUE 0 TOCYAAPCTBEHHOM CITykKOE;

b) TunoBoii perinaMeHT B3auMOACHCTBUS (peiepabHBIX OPraHOB UCTIOTHUTENHHOM BIIACTH;

B) Ob61iee nonoxxeHue 0 MUHUCTEPCTBAX;

I') TumoBas MHCTPYKLHUA MO JEIONPOU3BOJACTBY B (helepaibHBIX OpraHax HCIOIHUTEIbHON
BJIACTH.

22. KakuM opraHu3aliiOHHBIM JJOKYMEHTaM COOTBETCTBYET CIICAYIONIAs XapaKTEPUCTHKA:

Omo opeanuzayuoHHO-Npagosvie akmol, onpedenaowue nopadoK obpazosanus, npasa u 00s-
3AHHOCIU, OP2AHU3AYUIO PAOOMbL KAK 68 OPLAHU3AYUU 8 YElOM, MAK U 8 ee CIPYKMYPHbBIX N00-
pazoenenusx. B amux 0okymenmax makdice mMo2ym Oblmb OMpadceHvl npasa u 0013aHHOCMU
OMOENbHBIX OONIHCHOCIHBIX JUY, ONPEOelsimbCsl OCHOBHbIE OP2AHUZAYUOHHbIE BONPOCHL NPOGe-
OeHUsl PA3IUYHbIX MEPONPUSIMULL 8 OP2aHU3AyuU (KOHKYPCO8, CeMuHapos, ecmusanetl, 6ul-
CMasox).

A) nonoxeHus;
b) npasua;

B) unctpyxkuuu;
I') ycTaBsl.

23. KakoMy OpraHu3aiimOHHOMY JJOKYMEHTY COOTBETCTBYET CJICIYIOIAs XapaKTePUCTUKA!

Dmo 0KAIbHbI HOPMAMUBHBLIL AKM OPLAHUZAYUU, PelaMeHmupylowuti 8 coomsemcmesuu ¢ Tpy-
008bim Kodexcom u unvimu (hedepanbHblMu 3aKoHAMU NOpso0oK npuema u Y801bHeHUs: PADOMHUKOS,
OCHOBHble Npasa, 00A3AHHOCMU U OMBEMCIMEEHHOCb CIOPOH MPYO0BO20 002080PA, PENCUM pa-
bombl, 6peMs omobIXa, npumMeHsemble K pabOMHUKAM MePbl NOOWPEHUsL U B3bICKAHUA, A MAKHCe UHbLe
BONPOCHI Pe2yIUPOBAHUsL MPYOOBLIX OMHOULEHUI  OAHHO20 pabomooames.

A) TpYZIOBOM TIOTOBOD;
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b) npaBunia BHyTpEeHHET0 TPYI0BOTO PaCHOPSAKA;
B) uHCTpyKIIMS MHCTIEKTOpPA 110 TPYAY;
I') monoxeHue o TPYAOBBIX OTHOILIEHUSX B OpraHU3aIUH.

24. KakoMy OpraHu3allMOHHOMY JJOKYMEHTY COOTBETCTBYET CJICIYIOIAs XapaKTePHCTUKA!

Omo I0KANbHBLL OPeAHU3AYUOHHO-NPABOBOL AKM, ONPedensiowuti nopsiooK Gopmuposanus,
3a0auu, cmpykmypy, 00s3aHHOCMU, (YHKYUU, NPAsa, OMEenmCcmeeHHOCMb U OP2AHUZAYUIO PA-
OOmMbL CMPYKMYPHO20 NOOPA30eNeHUs. U UHO20 OPeaHa (CO8ema, KOMUCCUU U M.N.) NPeOnpusi-
musi, pupmul, yupericoeHus.

A) ycras;

b) nonoxenue 06 opranuzanuu;

B) yupeaurenbHbIi 10roBop;

I') nonoxxeHue o CTpyKTYpHOM HOJpa3AeIeHUH.

25. Kakomy ympaBieHIeCKOMY JIOKYMEHTY COOTBETCTBYET CIICAYIOIIAs XapaKTePUCTHKA!

Omo 6uo nucbMenH020 OOKYMeHma, 8 KOMopom UKCUPYIOmM peuieHUs aOMUHUCTPAMUBHBIX U
OP2AHU3AYUOHHBIX BONPOCO8, A MAKIHCE BONPOCO8 YAPAGIEHU, 3AUMOOelcmEuUs, 0becneyeHus
U pecyiuposanust OessmeibHOCIU OPeaH08 GIACTIU, YYPEICOCHUN, NPEeONPUsSIMuULL, OpPeaHUu3ayull,
ux noopa3zoeneHuli U 00JIHCHOCMHBIX JIUY.

A) opraHu3aIMOHHO-PACTIOPSIUTEIbHBIH;
b) kanpoBslii;

B) dbunancoBo-Oyxranrepckuii;

I') mnaHoBO-OTYETHBIH.

26. Kakomy JOKYMEHTY COOTBETCTBYET CIEAYIOIIas XapaKTePUCTHKA:

Omo c600 npasun, pe2yiupyrlowux opearHuzayuro U NOpsaO0OK O0esmerbHOCMU 8 KAKOU-I1Uubo
onpeoenénnoll cgpepe OMHOUIEHUU UNU KAKO20-TUDO 20CYO0apCmEeHH020 0p2aHa, npeonpusmusl,
yupestcoeHus. Imom OOKYMeHm onpeoesiem npasosol Cmamyc opearHu3ayuu, HeooXooumblil
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KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

0J1s1 ee 20CYOAPCMBEHHOU pe2ucmpayuu; ompasxcaem npasa, QyHKyuu, CmpyKmypy u wimam-
HYI0 YUCTEHHOCMb 20CYOAPCMBEHHOU, KOMMePYEeCKoll Ul 00WeCmeeHHOU OP2aHU3AYUU.

A) ycras;

b) anMuHHCTpaTUBHBIN PErJIaMEHT;

B) yupenurenbHblil JOrOBOD;

I') cBUIeTENBCTBO O PErUCTpaluy FOPUIUUECKOTO JIULA.

27. KakoMy JJOKYMEHTY COOTBETCTBYET CJICYIOIIasi XapaKTEPUCTHKA:

B smom doxymenme yupedumenu 00s3y1omcesi co30ams 0puouyecKoe auyo, onpeoesiton nopsi-
00K COBMECMHOU 0esIMeNIbHOCMU NO €20 CO30AHUI0, YCI08USL NEPedayu emy C80e20 UMYWecmsa
u yyacmus 6 e2o OesmenvbHOCmu. B Hem onpedensromcs ycnosus u nopsaoox pacnpeoeienus
MENHCOY YUACMHUKAMU NPUOBLIU U YOLIMKOS, YNPABIeHUsl 0esiMelbHOCIbIO OPUOULECK020 TUYA,
8vix00a yupeoumeinetl (V4aCMHUKOB) U3 e20 COCMAsda.

A) ycras;

b) anMuHHCTpaTUBHBIN PETJIAMEHT;

B) yupenurenbHblit JOrOBOD;

I') cBUIETENBCTBO O PErUCTpalui FOPUIMUECKOTO JINLIA.

28. KakoMy JOKyYMEHTY COOTBETCTBYET CIIEyIOIasi XapaKTepHCTHKA:
Omo npaeosoil akm, yCMaHaeIU8AIOWUL MeXHOI02UI0 CO30AHUs UNU NOJYUEHUs OOKYMEHMO8,
ux obpabomxu, XpaHeHus u UCNOIb306AHUS 8 OesAMENbHOCIU OP2AHUZAYUU.

A) HOMKHOCTHOU PErJIaMeHT;

b) nonoxenue o ciyx6e 10Y;

B) nomxHOCTHAsI HHCTPYKITHS

I') uHCTpYKIIUS 1O €IONPOU3BOJCTBY;

29. KakomMy JJOKyMEHTY COOTBETCTBYET CJICIYIONIasi XapaKTePUCTHKA:
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CTpyKTypHBIii

DJIEMEHT [TnanupyemMble pe3ynbTaThl 00yICHHS OrneHouHbIe CPECTBA
KOMIETEHINH
Omom Odoxkymenm ycmawnagiusaem O0jisi pabOMHUKA KOHKpemHbvle mpyoosvie (OONNCHOCHHbLE,
@yHKYUOHANbHBIE) 00SA3AHHOCMU U NPABA 8 COOMBEMCMBUU C 3AHUMAEMOL O0IHCHOCMbBIO, 3a-
Kpenisem e20 Op2aHU3AyUOHHO-NPABOBOE NOJIONCEHUE 8 CMPYKMYpe YYPe#COeHUs, A6IAemcs
npaeosoll OCHOBOU 0Jisl NPOBeOeHUs: ammecmayuyu pabomHuKa, onpeoeiienus e2o OmeemcmeeH-
HOCMU U 83AUMOOMHOULEHUs C OpYy2UMU PAOOMHUKAMU U NOOpA30eleHUAMU, N0360]i1em 00b-
eKMUGHO OYEeHU8AMb pabomy compyOHUKA OP2aAHU3AYULU.
A) TOMKHOCTHOU PErJIaMEeHT;
b) nonoxenue o cnyx6e 10Y;
B) nomkHOCTHAS HHCTPYKITUS
I') uHCTPYKIIUS 1O JEIONPOU3BO/ICTBY.
30. Kakomy JOKYMEHTY COOTBETCTBYET CIEAYIOIIas XapaKTePUCTHKA:
Omom Ooxkymenm ycmauasiusaem KeAMUPUKAYUOHHbIE MPedOBaHUs K 20CYOaApCMEEeHHOMY
2PAACOAHCKOMY CILYIHCAueM, e20 OO0JIHCHOCMHbLE 00A3AHHOCMU, NepeyeHb 80NPOCco8, N0 KOMOo-
PbIM 2padcOAHCKULl CLYHCawuli 6npase Uiy 0053aH CamoCmosmelbHO NPUHUMAMb peueHue u
yuacmeosams Npu no020MoOGKe HOPMAMUBHO-NPABOBBIX AKMO8;, CPOKU U Npoyedypvl noo2o-
MOBKU, PACCMOMPEHUsI NPOEKMO8 YNPABNIEHUECKUX DeuleHUll, NOPA0OK NPUHAMUS PeuleHusl;
NOPAOOK 83AUMOOCUCMBUSL 2PANHCOAHCKO20 CIYAHCAUe20, NepeyeHb 20CYO0apCmEeHHbIX VCIy2;
noxazamenu 3¢pgexmusHocmu u pe3yibmamueHOCMU NPOPECcCUOHAILHOU CLYHCEOHOU Oesl-
MeNbHOCMU 2PANCOAHCKO20 CILYAHCAUYE2O.
A) HOMKHOCTHOU PErJIaMeHT;
b) anMuHMCTpaTUBHBIN PETIIAMEHT;
B) nomxHOCTHAsI HHCTPYKITHS
I') mpaBwmIIa BHYTPEHHETO TPYIOBOTO PACTIOPSIKA.
YMmeTn - COCTaBIIATH U O(GOPMIIATH PA3THYHBIC BHIBI Ipaxmuyeckue 3a0anus

YHIPaBJICHUYCCKHUX JOKYMCHTOB B COOTBCTCTBUHN

1.. BemmonauTe aHanus JABYX pacCnopsAguTCIbHbBIX HOKYMCHTOB, OCHOBAHHBIX Ha MNPUHIMUIIAX
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CTpyKTypHBIii

JJIEMEHT [Tnanupyemble pe3yabTaThl 00yUSHHS OneHouHble CpeCTBA
KOMIIETCHLIUH

C IIpaBUJIaMU UX IIOArOTOBKH; eIMHOHaYanus (IIPUKa3 0 OCHOBHOM JIESATEIbHOCTH, PACHOPSDKEHUE, YKa3aHUe — Ha BBIOOD) ¢
- IPOEKTHPOBATh YHU(PHUIHUPOBAHHBIC (DOPMBI | TOUKHU 3PEHUS MPABUIILHOCTH X COCTABICHHS U OQOPMIICHHUS M OTPEAAKTUPYITE UX.
YIPaBJIEHYECKUX JOKYMEHTOB C Y4eTOM cO-|2. BbINOJHMTE aHanM3 OAHOrO MUCHMA-NIPOCHObI, MUCbMA-OOpPALIEHUs, MHCbMa-00palleHus,
BpPEMEHHBIX TPeOOBaHMUN K MX COCTABJICHUIO M | MUChMa-3arpoca (Ha BIOOP) ¢ TOYKHU 3PEHUS IPABUIIBHOCTH €r0 COCTABICHHS U OPOPMIICHHS 1
odopmieHu1o; BBIIIOJIHUTE €0 PEJAKTUPOBAHUE.

- IPUMEHSTDH TPaBWJIA BEJCHHUS JEJI0BOM 1epe- | 3. BBIMOMHUTE aHAaIM3 OAHOTO MMUChMa-HAIOMHUHAHMSA, MHCHhMA-TIOATBEP)KACHUS, MHChMa-
MACKHU 0TKa3a, MMCbMa-U3BEIEHUs, FAPaHTUIHHOIO MMChMa, PEKJIAMHOI'0 MMMCbMa (Ha BBIOOP) C TOUKU

3peHus IPaBUJILHOCTU COCTaBIEHUS U 0()OPMIICHUS U OTPEJAKTUPYHTE €TO0.
Bianers - IpPaBWJIAMU ITOATOTOBKH YIIPABIECHYECKHUX 3a0anus na pewenue npakmuyeckux 3a0ay

JIOKYMEHTOB;
- IpaBUJIaMU BEJICHUS J1€JI0BOM MEPENUCKY;

- HOpPMaTHBHO-METOJUYECKOM 0a3pl Mo co-
CTaBJICHUIO U O(OPMIIEHUIO CIYX EOHBbIX J10-
KYMEHTOB

- o(pUIMATBHO-JIENIOBBIM SI3BIKOM IIPU COCTAaB-
JeHUd U O(OPMIIEHUHU CIYKEOHBIX TOKYMEH-
TOB;

- IPaKTUYECKMMHU HaBBIKAMHU MCIIOJIb30BaHUS
YMEHHMSI COCTABIISATh U OPOPMIIATDH CITYKEOHYIO
JIOKYMEHTaIUIO

1. BolnonHuTe aHanM3 JOKaJIbHOM HOPMAaTHBHOM 0a3bl JHOOOW OpraHu3allld ¢ TOYKU 3PEHUS
OTPaXEHUsS B HEW COBPEMEHHBIX ITPABUII IIOJTOTOBKH YIIPABICHYECKUX JTOKYMEHTOB.

2. BpInonHUTE aHAIN3 HOPMAaTUBHON 0a3bl 000 OpraHM3aluy ¢ TOYKU 3PEHUS] OTPaKeHHs B
HEW COBPEMEHHBIX MTPABUJI BEACHUS JEIIOBOM MEPETIUCKU.

3. BBINIOJHUTE CTUIIMCTUYECKHI aHAJIN3 TEKCTA U APYTUX PEKBU3UTOB JIEJIOBOTO MKMCbMA HA BbI-
oop.

4. CoctaBbTe 1 OOPMUTE TOHDKHOCTHYIO MHCTPYKIUIO J1€TONPOU3BOAUTEIS.

I1K-25 BiageHHeM HaBbIKaMHU NMOATOTOBKH YNPABJICHYECKHX JOKYMEHTOB H BeJCHHU 1€10BOM NePenuCcKu

3HaTh

- NpaBWiIa MOATOTOBKH YIIPABJIEHUYECKUX J10-
KYMEHTOB

- TEOPETUYECKHE OCHOBBI BEJCHUS JEJIOBOMU
MEePETUCKu

- COCTaB M COJAEpXKaHUE HOPMAaTUBHO-
METOIMYEeCKOW 0a3pl IO COCTaBJICHUIO U
oopMIIEHHIO CITY)KEOHBIX TOKYMEHTOB

Teopemuueckue 6onpocwl
1. OGmas xapaktepuctuka ciaykeOHbIX nuceM. Knaccudukarnus mucem. CocTtaB peKBHU3UTOB
JIEJIOBBIX TTUCEM.
2. CocraBnienue U 0(hOPMIICHHE JIEIOBBIX MMHCEM C MCIIOIB30BAaHUEM KOMIBIOTEPHBIX TEXHOIO-
ruil. OpopmiieHne peKBU3UTOB JIEJIOBBIX MMHUCEM, OTPAKAIONIUXCS B HUX JI0 MOMEHTA MO IIITHBKU
B JIEJIO.
3. CTpyKTypHO-TUHTBUCTHYECKHE TpeOOBaHUS K TeKCTy muceM. OHOACTIEKTHBIE U MHOTOAC-
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

- crnenuuKy s3bIKA YIPaBICHYECKOH JIOKY-
MCHTaIIun

- OCHOBHBIC TPOOJIEMBI HOPMAaTHBHOTO o0Oec-
MEYEHUSI COCTABJICHUS U OPOpPMIICHUS YIpPaB-
JCHYECKOW JTOKyMEHTAIMN

- OCHOBHBIE MPOOIIEMBI HOPMATUBHOTO 00Oec-
NICYCHHUS BEJICHUS JICTIOBOM MEPENICKH

MEKTHBIC TTHChMA.

4. OcoOeHHOCTH COCTaBJIEHUS U O(OPMIICHHS THCbMa-TIPOCHOBI, MMChMa-00paleHus, MUChMa-
oOpaIieHus1, MichMa-3ampoca.

5.0cobeHHOCTH cocTaBiieHUs U O)OPMIICHHS TUChMa-HAIIOMUHAHUSI, TUChbMa- MOITBEPKACHUS,
MUChMa-0TKAa3a, MUChMAa-U3BEIICHUS, TAPaHTHIHOTO MUChMa, PEKJIAMHOTO TTHChMA.

Koumponvnsie sonpocwt 05 comonposepru:

KakoBbI OCHOBHBIE KJIacCH(PHUKAINU TTHCEM?
KaxoB cocTaB peKBH3UTOB JICIOBBIX MTUCEM?
KakoBbI CTPYKTYpHO-TMHTBUCTHYECKHE TPEOOBAHUS K TEKCTY MHCEM?
KakoBa crieniuuka coctaBiieHUs: 0JIHOACTIEKTHBIX 1 MHOTOACIIEKTHBIX MHceM?
KakoBbl 0COOEHHOCTH COCTaBIIEHUS W O(GOPMIICHHUS NMHChMA-TIPOCHOBI, MHChMa-00paIieHus,
nuchbMa-o0palieHus, mucbMa-3amnpoca’?
KakoBbl 0coOeHHOCTH OpOpMIICHHS TUChMa-HATIOMUHAHUS, THChMA-TIOATBEPKACHHUS, MHChMa-
0TKa3a, MMCbMa-U3BEIICHUS, FTapaHTUHHOTO MUCbMa, PEKJIAMHOTO MUChMA.

1.1. OcobeHHOCTH cocTaBiIeHUs U OPOPMIIEHUS TeIErPaMMBI.

1.2. OcobenHocTr cocTaBieHUst U 0POpPMIIEHUS TEIEPOHOTPAMMBI.

1.3.0cobenHocTy cocTaBiaeHUsI U 0GOPMIIEHHUS SJICKTPOHHOTO COOOIIICHHUS.

2. BBINOJIHUTE aHAIU3 TeJerpaMMbl C TOYKH 3PEHUsS NMPaBHIBHOCTH COCTaBICHUS U
oQopMIIEHUS U OTPEAAKTUPYHTE €e.

KoumponbHnvie 6onpocsi 0151 camonposepku:
KaxkoBb1 ocobeHHOCTH 0(DOPMIICHHS TEJIETPaAMMBI?
KakoBbl 0cOOeHHOCTH cOCTaBIeHHS U 0OhOpMIIEHUS TeaePOHOTrpaMMBbl?
KaxkoBbl ocobeHHOCTH cocTaBieHus U odopmiieHus paxcorpaMmbl?

1. KakoMy NOHSITUIO COOTBETCTBYET CIIEIYIONIAs XapaKTepUCTHKA:

Omo doxkymenm, codeparcawuii NOO3AKOHHOE OPUYUATbHOE peulenue, NPUHAMOe OPSAHOM UC-
NOJTHUMENbHOU B1ACMU ULU OOJHCHOCIHBIM TUYOM 8 OOHOCHOPOHHE-6IACIHOM NOPSOKe U C
cobno0enuemM YCmaHo8IeHHOU npoyedypbl N0 MOMY U UHOMY 80NPOCY, OMHECEHHOM) K e20
KoMnemenyuu, 00J1eyeHHoe 8 NPedyCMOMPEHHYI0 3AKOHOM (opMy U nopoxcoaroujee opuoude-
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

cKUe nocie0Cmausl.

A) npaBoBOii aKT;

b) HopMaTHBHBII IPAaBOBOM aKT;
B) HeHOpMaTHBHBIN [TPaBOBOM aKT;
I') HOpMBI TTpaBa.

2. Kakomy NOHATHIO COOTBETCTBYET CIEAYIOIIas XapaKTEPUCTHKA:

Omo dokymenm, codeparcawjutl npasuia noBeOeHuUs, pAcnpoCmMpaHAOuUecs Ha HeonpeoeieH-
HbIU Kpye Uy, U30aHHble HA OCHOBAHUU U 80 UCNOJIHEHUEe (hedepanbHO20 3aKOHOO0amelbCmad,
obs3amenvHble 011 UCNOTHEHUsS. OP2AHAMU 20CYOAPCMBEHHOU 61ACMU, MECMHO20 CAMOYNPAG-
JIeHUS, UX OOJIHCHOCIHBIMU TUYAMU, FOPUOUYECKUMU TUYAMU U 2PAACOAHAMU.

A) npaBoBOii aKT;

b) HOpMaTUBHBII PaBOBOH aKT;

B) HeHOpMaTHBHBIN TPaBOBOM aKT;

I') HOpMBI TIpaBa.

3. KakoMy NOHATHIO COOTBETCTBYET CIEAYIOIIAs XapaKTEPUCTHKA!

Omo pewienus noO KOHKPEMHbIM 8ONPOCAM, 0Opawjenus K Konkpemuvim auyam. Onu ne cooep-
JHrcam Kakux-1ubo oowux npaeus noeoenus U paccuumansl Ha 0OHOKpAmHOe NpumeHeHue.
OHu céa3anHble ¢ peanuzayuell npagosvlx HOPM, UX HPUMEHEHUeM, UCNOTHEHUEeM, UCNOIb3068a-
Huem

A) npaBoBOIi aKT;

b) HopMaTUBHBIN TPaBOBOH aKT;

B) HeHOpMaTHBHBIN TPaBOBOM aKT;

I') HOpMBI TIpaBa.

4. Ha xakue rpynmsl moapasaesstoTcst GopMbl MPaBOBBIX aKTOB B 3aBUCHUMOCTH OT IOpHINYE-
CKHMX CBOMCTB:

A) HOpMaTHBHbIE/ HEHOPMATUBHBIE;

b) nepBuuHbIe/ BTOpUUHBIE;
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

B) odunmansuapie/ HeohuUIIUATBHEIE,
I') oTKkpBITHIC/CEKPETHBIE.

5. B KakoM psiiy nepedrciieHbl TOJIBKO IEPBUYHBIE IPABOBBIE AKTHI:
A) 3aK0H, yKa3, pacropsiKeHue;

b) pexomenanum, nporpaMma, peleHue;

B) npukas, crannapt, npeickypaHr;

I') pernameHnT, ykazaHue, pyKOBOJCTBO

6. B xakoM paAny nNepCUYrcCIICHBI TOJIBKO BTOPHUYHBIC ITPABOBLIC AKTHI:
A) pacniopshkeHue, yKazaHue, CTaH/1apT;

b) pa3bsicHenusl, peuieHue, npukas;

B) nonoxxenus, npaBuiia, HHCTPYKINH;

I') nopsnok, knaccuukarop, HOCTaHOBJICHHUE.

7. Kakve HOpMaTHBHBIE IPABOBBIE AKThl MOTYT MPUMEHSATHCS 0€3 0(hULIManbHOro ONnyOIMKOBa-
HUS JJ1 BCEOOIIETr0 CBEICHUS:

A) 3aTparuBaroiiue rnpaBa rpax/jaH;

b) 3arparuBatomniue cB0OObI Tpak/IaH;

B) 3atparuBaromniyie 0053aHHOCTH TpaK/IaH;

I') akThI MEKBETOMCTBEHHOT'O XapaKTepa.

8. K kakoli cucreMe JOKyMEHTAIIMU OTHOCATCS MPUKA3bl U PACIIOPSKCHHUS:
A) cuctema opraHMU3aIMOHHO-TIPABOBOM JOKYMEHTAIIHH;

b) cucrema pacnopsiiuTenbHON JOKYMEHTAIUY;

B) cucrema napopManimoHHO-CITPAaBOYHON JOKYMEHTAITUH;

I') cuctema TOKyMEHTOB JIMYHOTO MPOUCXOXKICHHUS.

9. KakoMy MOHSATHIO COOTBETCTBYET CIEIYIOIIAs XapaKTePUCTHKA!
Jloxymenmoi, obaadarowjue 10pUOULECKoU CUNOLU, U30A8aemMble PYKOBOOCMBOM OP2AHU3AYUU U
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

codepoicawjue YnpasienyecKue peulerus, HanpasienHvle Ha GbINOIHEeHUe MeKYWUX U NepCeneK-
MUBHBIX 30044

A) pactiopsIUTEIIbHbIC IOKYMEHTHI,

B) opraHu3aiimoHHO-TIPaBOBBIC JOKYMEHTHI,

B) nHpopManmoHHO-clIpaBOYHBIC JJOKYMEHTHI;

I') TOKYMEHTBI 110 INYHOMY COCTaBY.

10. Kakue pacnopsinutensabie 1okyMeHTsl HE m3pnatorcs B ciryyasix, Korja HEOOX0IUMO TpH-
HATh HOPMATUBHBIA WJIM MHAMBHUYaIbHbIM aKT 110 OCHOBHBIM BONPOCAaM KOMIIETEHIIMH Opra-
HU3AIIH:

A) pereHus;

b) nocranoBnenus;

B) ykazanus;

I') npukassl.

11. Kakue pacniopsiautenbHble TOKYMEHTBI U3/Ial0TCS 110 ONEPATUBHBIM BOIIPOCAaM M JJIsl Opra-
HU3aI[UH UCTIOJIHEHUS IPYTUX PacOpsSIUTENbHBIX JOKYMEHTOB:

A) perienus;

b) pacnopspxenus;

B) nocranoBnenus;

I') npukassl.

12. Kakas xapakrepuctuka HE cooTBeTcTBYeT cuctemMe pacnopsiuTeNbHON JOKYMEHTALINH:

A) DT JOKYMEHTBHI U37aI0TCA HA OCHOBE WJIM BO MCIIOJTHEHUE 3aKOHOB, TIOCTAHOBJICHUN H pac-
nopspkenuit [IpaBurensctea PO, BHIIIECTOSIIIMX OPTAaHOB BJIACTH U YIPaBIEHUS. DTH aKThl U3-
JAIOTCS TaK)K€ MO MHUILMATUBE PYKOBOJMTENECH B MpeAenax UX MOJTHOMOYHMA W KOMIIETCHIIUU
JUISL OCYILIECTBJICHHUSI LIEEN U 3a1a4 OpraHUu3aluu.

b) Ot 1OKyMeHTBI conepkaT IOPUINYECKH BIACTHBIC MPEANMUCAHUS CyOBEKTOB UCITOJTHUTEIb-
HOW BJIACTH, apecaraMy KOTOPBIX SIBISIOTCS KOHKPETHBIE OpPraHU3allud, CTPYKTYpPHBIE MOJI-
pasneneHus, MOJDKHOCTHBIC JIMIA, PAOOTHUKU. DTH MPEINUCAHUS SBISIOTCS IOPUINICCKUMU
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

JIOKYMEHTaMHU, BbI3bIBAIOIIIMMH BO3ZHUKHOBEHNE KOHKPETHBIX aIMUHUCTPATUBHO-TIPABOBBIX OT-
HOLLIEHHUIA.

B) DOty #oKkyMeHTBHI CO3[alOT OpraHU3allMio, YCTAHABIMBAIOT €€ CTPYKTYpPY, OMNpPENEsIoT
MITATHYIO YACJICHHOCTh M COCTaB PAOOTHUKOB 1O JODKHOCTSM, ONPEISISIOT (QYHKIIUHA CTPYK-
TYpPHBIX TOJpPAa3AeTICHUM, COBEIIATEIbHBIX, KOJIETHATbHBIX OPraHOB, YCTAHABIMBAIOT PEKUM
paboThl, OCYIIECTBISIOT OPraHU3AIMIO TPY/Ja U paclpeiesieHne 00s3aHHOCTeH Mexay paboT-
HUKAaMH, OTIPEACISAIOT MOPSAIOK PEOpraHU3aH U TUKBUJAIIMN OPraHU3all1u.

I') DTH MOKYMEHTHI PETYIHPYIOT OTHOIICHHS B UEPAPXHUCCKON CUCTEME YIIPABICHUS «CBEPXY
BHU3» (OT BBIIIECTOSIIIMX OPTaHOB, OPTaHU3ALUMN, JODKHOCTHBIX JIUI] K HIDKECTOSIIKUM) U OT-
paKarOT YIpaBICHYCCKHUE PEIICHUs, HAPABICHHBIC HA JOCTH)KCHHE IIeJIel M 3a/1a4 OpraHu3a-
LUU.

13. KakoBa mepapxuyeckas CHUCTEMa PaCHOPSIUTENbHBIX IOKYMEHTOB IO cdepe IeHCTBHS
(cBepxy BHMB):
5) npaBoOBbIC aKThI, ACHCTBYIOIINE B PaMKaX OTACIbHON OpraHU3alluy, ydape-
KICHHUS, IPSIIPUITUS, GUPMBL;

6) mpaBOBbIE aKThI, ICHCTBYIOIIKE B TIpe/ieiiaX OTpacau (U3Jar0TCs OTPACICBBI-
MU OopraHamu (eaepaabHONU NCIIOJHUTENIBHOMN BIACTH);

7) TpaBOBbIC aKThI, ICHCTBYIOIIIE Ha YPOBHE CyObekTOB PD — Kkpaes, obnacreii,
ropoJioB pecnyOnukaHckoro 3HaueHus MockBbl u CankT-IlerepOypra, aBTOHOMHBIX
o0yacTell U OKpYToB, a TAK)Ke UX TEPPUTOPUATBHBIX 00pa30BaHuUi;

8) nmpaBOBbIE aKThI, ACUCTBYIOIINE HA eepaTbHON YPOBHE, — aKThI, H3/1aBac-
Mele [Ipesunentom PO, [IpaButensctBom PP, opranamu HCHOJHUTEIBHOM BIACTH.

BapwnanTsl 0TBETOB:
A)1,2,3,4
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

) 4,321
B) 1,324
) 4,23,

14. Ha xakue rpynmnsl JeasSTCsl paclOpsAUTEIbHBIE TOKYMEHTBI C TOUKHM 3pEHUS NPUHATHUSA pe-
HIeHUH (IopsIKa pa3peLIeH s BOIIPOCOB)

A) HOpMaTHBHbIE/ HEHOPMATUBHBIE;

b) nepBuuHbIe/ BTOPUYHBIE;

B) Bo ucnonHenue/ MHUIMATHUBHBIE;

I') cozmaBaemble B yCIOBHSIX KOJUIETHAIBHOCTH/ CO3aBaeMble HA OCHOBE €TMHOHAYAIIHS.

15. Kakue pacnopsiiuTelbHbIe JOKYMEHTBI OTHOCATCS K JOKYMEHTaM, CO3/IaBaeMbIM B YCIIOBH-
X KOJUIETMaJIbHOCTH:

A) npukassl;

b) pacnopspxenus;

B) pewenusi;

I') yka3zanus.

16. Kakue pacnopsaurenbHbie JokyMeHTbl HE OoTHOCATCS K TOKyMeHTaM, M3/1aBaeMbIM Ha OC-
HOBE €MHOHAYAIIHS:

A) ykazaHus;

b) pacniopstxenus;

B) nocranoBnenus;

I') mpuxassbl.

17. Kakue opransl (OpraHu3aiumn) 1eHCTBYIOT Ha MPUHIMIIAX €UMHOHAYAIIHS:
A) IlpaBurensctBo P®;

b) akunonepHbie 0011ecTBa;

B) rocynapcTBeHHbIE BY3HI;

I") opranbl HICIOJTHUTENHLHOM BIACTH.
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CTpyKTypHBIii
JIEMEHT

KOMIICTCHIIN U

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

18. Kakue opransl (opraHu3anuu) 1eHCTBYIOT Ha YCIOBUSIX KOJUIETHAIbHOCTH

A) dbenepanbHbie MUHHCTEPCTBA;
b) BbIcIIME OpraHbl ynpaBiIeHUS KOMMEPUYECKHX OpPraHU3alMil pa3IMuHbIX OpraHU3allMOHHO-

IIPaBOBBIX (OPM;
B) opransl HCTIOJIHUTENIBHON BIACTH OpraHU3alUi yUpeKIeHUH, IpEeaNnpUsITUH, GUPM;
I') agpmunMcTpanuu cyobekToB PO u 1pyrux TeppuTOpHalIbHBIX 00pa30BaHUiA.

19. Kakue pacnopsinurenshble 1okyMeHTsl ipoxoasT MHBIE cranuu nponeayps! usganus:
1)usyuenue cywecmsa ynpasnenueckoco 60npoca, UHUYUUPOBAHUE peuleHus — 0D0CHOBAHUE

Heobxooumocmu uzoanusi PJ];
2) coop u ananuz ungopmayuu no 80NPOCy;
3) noozomoska npoexma pacnopsoumenbHo20 OOKyMeHmd,

4) cociacosarnue uiu 060y9f€0€H1/l€ Ha 3ace0anuU KoJe2UaibHO20 opeana npo-

eKxma pacnopsaoumenbHo20 OOKyMeHma,
5) enecenue npoexma P/l na paccmomperue pykosoocmay;
6) npunsmue pewenus — noonucanue OOKyMeHma;

7) pecucmpayusi OoKymenma;

8) 0osedenue pacnopsioumenvroco O0Kymenma 00 UCHOIHUMENE.

BapI/IaHTLI OTBECTOB!:

A) npukassl;

155



CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

b) pacnopspxkenus;
B) pewenus;
I') ykazanwusi.

20. 13 KaKuX 4acTeil COCTOUT TEKCT PACHOPSAUTEIBHOTO TOKYMEHTA!
A) KOHCTaTUPYIOIIAs YacTh/ PacIOPSIIUTEIbHAS YACTh;

B) pa3psicHuTEIbHAS YacTh/ AMPEKTUBHAS YacTh,

B) BBOHAs yacTh/ OCHOBHASI YacTh/ 3aKIIOYUTEIbHAS YaCTh.

I') ananmuTHueckas yacTh/ 0000IIarOMIAs YacTh.

21. Ha xakue Tpymniibl AeTSTCS MPUKa3bl IO XapaKTepy OCHOBAHUS JIJISl U3AAHUS:

A) co3gaBaeMbIe B YCIOBUSAX KOJUIETHAIBHOCTH/ CO3/1aBAE€MbI€ Ha OCHOBE €AMHOHAYAIIHS.
b) HOpMaTuBHBIE/ HEHOPMATHBHBIE;

B) nepBuuHbIie/ BTOPUUHBIE;

I') Bo ucnionHeHune/ MHUITUATHBHBIE.

22. Kakue npukaspl Ha3pIBalOTCA HHUIIMATUBHBIMHU:

A) u3naBaembie C IEIbI0 OpPTraHU3aIlMU UCIIOJIHEHUS TIPUHSTHIX 3aKOHOAATEIbHBIX, HOPMATHUB-
HO-TIPABOBBIX aKTOB U MHBIX MOPYYEHUH BBIIIECTOSAIINX OPraHOB;

b) uznaBaembie B CBSA3U C OCYIIECTBICHUEM WHUIIMATUB MO OPTraHU3aIllMU MCIIOJTHEHUS TIPaBO-
BbIX aKTOB, IPUHATHIX PABHONPABHBIMHU JIEJIOBBIMU IMAPTHEPAMU OpraHU3ALINH;

B) u3naBaembie B CBsI3U ¢ HEOOXOJIUMOCTBIO OCYIIECTBICHUS COOCTBEHHOW NEATEIHLHOCTH B
COOTBETCTBHUH C HAJICIIEHHBIMH (DYHKIIUSAMHU U 337]a9aMU;

I') u3gaBaemMble MO MHUIIMATHBE TIOTYNHEHHBIX.

23. Kakumu ci0BaMu JOJKEH HAaYMHATHCSA TEKCT MPUKa3a, €CIIM €ro U3JaHue BhI3BaHO HEO0XO-
JUMOCTBIO MCIIOJIHEHHSI IPUHATHIX 3aKOHOJATENIbHBIX, HOPMATUBHO-TIPABOBBIX AKTOB U MHBIX
MOPYYECHUH BBIIECTOSAIINUX OPTAHOB:

A) «B cBs3u C...»;

b) «cxons us...»;
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

B) «B cootBeTcTBUH C...»;
I') «B memsx...»

24. Kakumu cioBaMu JJOJDKEH HAYMHATBCSI TEKCT MpUKa3a, €ClIM €ro U3/1aHue BbI3BaHO HEO0XO-
JTUMOCTBIO OCYIIECTBIICHUS COOCTBEHHOM IEATEIBHOCTH 0 HHUIIMATUBE OpraHN3alluu:

A) «Bo ucnonnenue...»;

b) «B cBs3u c...»;

B) «B cooTBercTBHH C....»;

I') «<Ha ocHOBaHwUMU. ..».

25. Kakue pacnopsiiuTenbHble JOKYMEHTBl MOKET M3/1aBaTh B Ipejeiax CBOEH KOMIIETEHIIMU
PYKOBOJUTENb OpraHU3aINH, JEHCTBYIOLIEH HA OCHOBE KOJIETHaIbHOCTH

A) npukassl;

b) nocranoBnenus;

B) pemenus;

I') pactiopsixenusi.

26. Kakue pacnopsaurensHbie n1okyMmeHThl HE Moryt u3naBate B mpejenax cBoel KOMITETEH-
LMY PYKOBOJMTENMN OPraHU3aLUi, TEUCTBYIOIINX HA OCHOBE €IMHOHAYAIMA:

A) ykazaHus;

b) pacnopspxenus;

B) npuxassr;

I') perenusi.

27. Kakue noxkymeHnTsl HE Moryt moanuceiBate B Ipezienax cBOe€i KOMIIETEHIIUM PYKOBOJUTE-
JIM CTPYKTYPHBIX MTOAPA3ACIICHHN:

A) npukassl;

b) ykazanusi;

B) pacniopsixenus;

I') mpoTokoJbI.
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

28. C xakoro MOMEHTa PacCHOPSIUTENbHBIA TOKYMEHT MPUOOpPETaeT CTaTyc OpHUIMAILHO W3-
JAHHOTO:

A) mociie oAMucCaHus;

b) nocne perucrpanuuy;

B) nocne natupoBanus;

I') nocne cornacoBanus.

29. B xakoM pacnopsiAUTEIIbHOM JIOKyMEHTe KOMMEPUECKOM OpraHu3aliy MCIoib3yercs Gpop-
Ma U3JI0’KEHUS TEKCTa OT IIEPBOT0 JIMIA €IMHCTBEHHOTO YHCIIa:

A) B pelieHnH;

b) B nocranoBnenuy;

B) B coBMecTHOM IpHKa3se;

I') B pacniopsixeHumn.

30. B kakoM pacnopsIuTeNIbHOM JTIOKYMEHTE HCIOIb3yeTcsa (opMa U3JI0KEHUsI TEKCTa OT Mep-
BOT0O JIMIIa MHOYKECTBEHHOTO YHCJIa:

A) B perienuy;

b) B ykazanuu;

B) B coBmMecTHOM npuKase;

I') B mocTanoByieHUMN.

31. qDopMa KaKkoro rijarojia HE JOJIKHA OTACIATHL BBOAHYHIO YaCTh PaCHOPAOUTCIILHBIX JTOKY-
MCHTOB OT paCHOpr}IHTeHBHOﬁ:

A) IOCTAHOBJISIET;

B) IIPEJIJTIATAIO;

B) [IPUKA3BIBAEM;

T') PEIIAIO.

32. Kaxoii rnmaron He npuemsieM B (YOPMYJIHPOBKE BJIACTHOTO pEIIEHUs OpraHa yrnpaBleHUs,
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

W3JIAI0IIET0 PAaCOPAIUTENIbHBIN TOKYMEHT:
A) «1TOATOTOBUTHY;

b) «ycunutby;

B) «pazpaboratby;

I') «3auncauTh».

33. Kakoli rinaron npeanoutuTeneH B GOpMyIUpOBKE BIACTHOI'O PELICHUs OpraHa yIpaBjeHus,
W3/IaI0LLET0 PacloOPAIUTENbHbIN TOKYMEHT:

A) «ITOTHATHY;

bB) «tipunATE MEphI»;

B) «akTuBu3upOBaTHY;

I') «opranuzoBatby.

34. Kakoii riaros npearnovTuTenieH B OopMyIMpPOBKE BIACTHOIO PEIIEHUs OpraHa yIpaBieHus,
U3JIA0LLET0 PACIOPAIUTENBHBIN TOKYMEHT:

A) «TIOBBICUTBY;

b) «obecnieuntsy;

B) «paccmotpetby;

I') «ymy4ymuTh».

35. Kakoii rimaron npeanouTuTeneH B GopMyIupoBKe BIACTHOTO PEIIEHUs OpraHa ylnpaBieHus,
W3JIAI0IIET0 PacOPIUTENbHBIN TOKYMEHT:

A) ycunurtb»

b) «mioBbICUTDBY;

B) «B0O3110XUTHY;

I') «ipuHATH MEPHI».

36. B kakoit yacTH pacmopsAUTEILHOTO JTOKYMEHTa HEOOXOIMMO MOMENIaTh MepedeHb MOKY-
MEHTOB, YTPATUBLIMX CHIIY WJIN NOJJIEKALINX U3MEHEHHUIO B CBS3M C U3/IaHUEM JAHHOI'O aKTa!
A) B IepBbIX MMYHKTaX paclopsiANTEIbHON YacTu;
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

b) B koHIIE TEKCTA;
B) B xoHCTaTUpYyIOLIEH YacTy;
I') B m0O0OM ITyHKTE pacnopsIuTeIbHON YacTH.

37. B kakoil 4acTH pacHOpSAUTENLHOTO JTOKYMEHTa yKa3bIBaeTcss MH(POpPMAIHS O TOM, KTO
OCYILIECTBIISIET KOHTPOJIb €TI0 UCIIOJHEHHUS:

A) B KOHCTaTUPYIOLIEH YacTy;

b) B nepBOM IyHKTE pacopsIIUTEIbHON YacTH;

B) B nocnenHeM nmyHKTE pacopsaUTENbHON YacTH

I') ohopmitsiercst oTAEIBHOM CTPOKOI MOCIIE BCEX ITYHKTOB.

1. Kakoit Bux nokymenta HE orHocuTcst K cucreme HH(DOPMAIMOHHO-CIIPABOYHOM
JOKYMEHTaLUu:

A) npeayioxxeHue;

b) uncrpykuus;

B) cnpaBka;

I') akr.

2. Kakoit Bung pokymenta HE otHocuTcs k cucreme uHGOPMaIMOHHO-CIIPABOYHON
JIOKYMEHTalUU:

A) 3aKir04YeHue,

b) aBToOUMOrpadus;

B) cniucok;

I') cBoIKA.

3. Kaxoit Bug npoxkymenta HE orHocutcs k cucteme HHGOPMAMOHHO-CIPABOYHON
JOKYMEHTaIUU:

A) nepeyeHs;

b) pestome;

B) 3akimouenue;
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

I') oT3BIB.

4. Kakoli pa3HOBHUIHOCTH MH(GOPMAIIMOHHO-CITpaBOYHON qokymeHTauu HE cymecTByer:
A) fHoKIaiHas 3aIuCKa;

b) nosicuutenpHas 3anucka;

B) pa3bsicHuTEnbHAS 3aIIUCKA;

I') oObsicHUTEIBHAS 3aMTHCKa

5. Kaxkoii BuJ| TOKyMEHTa OTHOCUTCS K cUcTeMe HH(POPMALlMOHHO-CIIPAaBOYHOM TOKYMEHTALUU:
A) 10roBOpHI;

b) unctpyxkuuu;

B) nonoxenus;

I') ciy>keOHbIe MUCHMA.

6. Kakum 1oKkyMeHTOM HE00X0AUMO OhOPMUTH PE3yNIbTaThl PEBU3UH OTAENA MPOJIaXK OpraHu-
3aluu:

A) nH(pOpMaIIMOHHBIM MHCEMOM;

b) cnpaskoi;

B) akrowm;

I') cBoAAKOIA.

7. KakoBO MUHUMAaJIbHOE KOJIMYECTBO JIMII, TOIMUCHIBAIOIINX aKT:
A) onuH,;

b) nBa;

B) tpu;

I') uetnipe.

8. Kakoii opran mopKkeH ObITh COCTaBUTENIEM aKTa, B KOTOPOM (DUKCHUPYETCS OTCYTCTBHE pa-
00THMKa Ha paboyeM MecTe:
A) npo¢cor03HBII KOMUTET;
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

b) coBer ynuBepcurera;
B) crieunanbHo co3ganHas AUCIUIUTMHAPHAS] KOMUCCHS;
I') Tpy10BO#i KOJIEKTHUB.

9. KT0 yTBEpKIaer aKr:

A) pyKOBOJIUTEIh OpraHU3AINH;
b) npencenarens xomuccuu;

B) unens!l komuccuuy;

I') cekperaps.

10. Kakag marta aBisgeTcsd OaToil akra:
A) nmara rmoanucaHus;

b) nata cocraBieHus;

b) nara yrBepxnaenus;

I') nata coObITHSI.

11. Kakas yacTh SBIISICTCS U3IUIITHEH B TEKCTE aKTa.
A) BBOJIHAS;

b) ocHOBHas (KOHCTaTHpYIOIIas);

B) zakmrounTtenpHas;

I') pacniopsinurenbHast.

12. Kakoe COJACPKAaHNUC BKIHOYACT OCHOBHAA YaCTh TCKCTA aAKTa:

A) OCHOBaHHE JIJIsi COCTaBJICHUS aKTa;

b) cocraB komuccuu;

B) npucyrcTByromue;

I') monTBeprk1eHNEe YCTAaHOBIEHHOTO (paKTa MM COOBITHUS.

13. Ha xakoMm u3 MH(OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB MOXKET OBITH OoopmieH rpud

YTBEPXKICHUS:
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

A) ciipaBka,;

b) cnyxeOHas 3amnucka;
B) akr;

I') ciucok.

14. Kakoe conepxanrie HE BXOauT B cOCTaB OCHOBHOM YacTH aKTa:

A) moaTBepKACHUE YCTAHOBJIEHHOTO (haKkTa UM COOBITHUS;

b) nokyMeHThl, Ha OCHOBaHMM KOTOPBIX (PMKCUPOBAIIUCH YCTAHOBIIEHHBIE (DAKTHI;

B) nenu, 3agauu, cylmHoCTh, XapakTep, METO/Ibl, CPOKHU, pE3yIbTAThl IPOAETIaHHON paboThI

I') npeanoxxeHust, peKOMEHIAIMH, CIIOCOOBI U CPOKH YCTPAHEHHS BCKPBITHIX TPH IPOBEPKE
HE/I0CTaTKOB.

15. Kakoe Boicka3biBanue sapisercss HEBEPHBIM:

A) AKT NOJNMCHIBAIOT BCE WIEHBI KOMUCCHUHU.

b) AKT cuuTaeTcsl MPUHATHIM MOCJE ero MOIMUCAHHS BCEMHU WIEHAMH KOMHUCCHH HIIM BCEMU
JIMIIaMH, Y9aCTBOBABIIIUMH B €0 COCTABJICHUHU.

B) Iloanucu 4neHOB KOMHCCHM PAacCHONIaraloTcsl B TOM K€ MOCIeI0BAaTENbHOCTH, KaK U BO
BBOJIHOM YaCTH, C YKa3aHUEM JOKHOCTH.

I') JIumo, umeroree 3aMedaHus O COAEPKAHUIO aKTa, HE UMEET MpaBa HE MOIMUCHIBATH J0-
KYMEHT, OHO HM3JaraeT cBoe 0co00e MHEHHE JTUOO Ha 0OOPOTHOW CTOPOHE MOCIEAHETO JIHCTa
aKTa, TM00 Ha OTJEILHOM JIUCTE.

16. Kakoe Bricka3bpiBanue saBisiercs HEBEPHBIM:

A) Tlocne yTBepKaeHUsT peKOMEHAATEeNIbHASI YaCTh aKTa MPUOOPETAET PACTIOPSAIUTEIHLHYIO CH-
7y ¥ 00s13aTeIbHa K HCIOJIHEHUIO.

b) Bce nuna, ynoMsiHyThle B akTe, OCOOEHHO Te, K paboTe KOTOPBIX BBICKAa3aHbI 3aMeyaHUs,
JIOJKHBI OBITH 03HAKOMJICHBI C €r0 COIEP)KaHUEM T10/1 PACITUCKY.

B) Bce nucThl akta, KpomMe MepBOTo U MOCIEAHETO0, U MPUIIOKEHUH K HEeMy Ha 000pOTHOM CTO-
POHE 3aBEPSAIOT MOANUCAMHU IIPEICEAATENS U YWIEHOB KOMUCCHH.

I') AKT cunTaercs NpUHSTHIM MOCJIE €ro MOANKUCAHUS peJIceAaTeIeM KOMUCCHU.
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

17. Kakast pa3HOBHIHOCTH 3aIMCOK 0(h)OpMIIIETCS] Ha OJTAHKE OpraHU3alluu:
A) 0OBsCHUTENIbHAS 3aITUCKA;

B) BHyTpeHHSsIs TOKIa{HAsT 3aIIACKa;

B) BHemHss TOKITaHAS 3aMKCKA;

I') cnyxeOHas 3anucka.

18. Kaxoit BuJ 3a1ucKu 00s3aTEIIBHO PETUCTPUPYETCS:
A) 0OBsCHHUTEIIbHAS 3aITUCKA;

B) BHyTpeHHsIs AOKIIaIHAS 3aIHCKa;

B) BHemHss 10KIa1HAS 3aMKCKa;

I') cnyxeOHas 3anucka.

19. Ha kakue pa3sHOBHIHOCTH JACIATCS JOKIQJHBIC 3aIUCKH TI0 XapaKTepy COJCpKaHUS U
Ha3HAYCHHS:

A) BHYTpEHHHE U BHEUTHUE;

b) ununmatuBHbIe, THPOPMAIIMOHHBIE U OTUYETHBIE;

B) pazbsicHUTETBHBIC U ONIpaBAaTEIbHBIC;

I') opunmansHeie U TUYHBIE.

20. Kakast mata sBiasgeTcd JaTOM JOKJIAagHOM 3alIUCKU:
A) narta yTBEp)KJI€HUS;

b) nata nmonnucanus;

B) nara perucrpauuu;

I') nata cocraBieHus.

21. Kakoii pa3HOBUAHOCTH JOKIQJHBIX 3aIMCOK COOTBETCTBYET CIEAYIOIas XapaKTePUCTHKA!
«Omu 00Ka0Hble 3anUcKU COCMABIAIOMCL C Yelblo RoOYOUms aopecama nPUHams onpeoenet-
Hoe peuieHue, NOIMOMY 8 meKcme He MONbKO U3NA2aromcs Kakue-mo @akmoel, HO U cooep-
JHCamcsi KOHKpemHubvle NPeONodNHCeHUsl, DEKOMEHOAYUU UL 8b18600bLY.
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

A) MHUIIMATUBHBIE;
b) undopmarnmonnas;
B) oTuerHsie;

I') nosicuurenbHbIE.

22. Kakoif pa3HOBUJHOCTH JOKJIQIHBIX 3aITUCOK COOTBETCTBYET CIIEAYIONIAsl XapaKTePHCTUKA!
«Omu 00KIaOHble 3aNUCKU COCMABIAIOMCI Pe2YIAPHO U co0epHcam UHGOpMayuw o 0emansx
U Memooax 8bINOIHEHUS pAbOmMbLy.

A) MHUIIMATHUBHBIC;

b) unpopmanmonnas;

B) oTuerHsle;

I') nosicuurenpHbIE.

23. Kakoli pa3HOBUJAHOCTH JIOKJIAJHBIX 3allMCOK COOTBETCTBYET CIEAYIOLIAsl XapaKTepPUCTHUKA:
«Omu 0oKnadHvle 3anuUcKU UHGOpMUPYIOM 0 3asepuieHuu pabomsl, ee IMAand, GblNOJHEHUU
VKA3aHUU, PACROPANCEHUU U M. 1. ».

A) UHHUIIMATHUBHEIE;

b) unpopmanmonnas;

B) otueTHble;

I') nosicuurenbHbIE.

24. Kakoil JOKyYMEHT MOJIMUCHIBAETCSA PYKOBOJIUTENIEM CTPYKTYPHOTO MOAPA3AEICHUS:
A) akT;

b) cnyxxeOHnas 3amnucka;

B) cnpaBka;

I') mpuxas.

25. Kakas pa3HOBUIHOCTb 3aIMCOK HE COAEP>KUT BBIBOJIOB U MPETIOKEHUMN:
A) MHULIMAaTHBHAS JOKJIaIHAS 3aITUCKa;
b) cyxeOHas 3amnucka;
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JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

B) oObsicHuTEIBHAS 3aTHCKa;
I') nuynas 3anucka.

26. Ha xakue pa3HOBHIHOCTH MOAPA3/CISIOTCS 00BICHUTEIBHBIEC 3aIUCKU TI0 COACPIKAHUIO:

A) 3aIUCKU — NMPUIOKEHHSI K OCHOBHOMY JIOKYMEHTY, JIOTIOJIHSIONIUE U MOSICHSAIONIUE ero/ 3a-
MIUCKH, COCTABIIsIEMble PaOOTHUKAMU TSI OOBSICHEHHS MX MMOCTYIKOB MJIM CIIOKUBILICHCS CUTY-
aluu,

b) BHyTpeHHUE/BHELTHHE;

B) nannmaTuBHbIe/ MTHGOPMAIIMOHHBIC/ OTYECTHBIC;

I') pyxonucHbIe/MAIIMHOTIMCHBIE.

27. B KakoM JJOKYMEHTE B KOHIIE TEKCTa YKa3bIBAETCS KOJIMYECTBO COCTABIICHHBIX IK3EMILISIPOB
U UX MECTOHAXOXICHHE.

A) cny:)xeOHast 3aIIUCKa;

b) cBoka;

B) akr;

I') cipaska.

28. KaKOMy BUAY JOKYMCHTA COOTBETCTBYCT CJ'IG,I[y}OH_II/Iﬁ TCKCT:

23.09.20013 6 9.00 Ha 3aHAMUAX N0 OOKYyMeHMAyUuoHHOMY obecrnedeHuto ynpaeneHus npucym-
cmeosaso 2 cmydeHma u3 cocmasa 2pynnsl 25 yenosek, 8 pesysnbmame Yye2o 3aHAMUA NPUUIoCh
ommeHume.

JoyeHm Kaghedpol do-
KymeHmosgeOoeHus Modnuce W.B. LLlenene
25.09.2013

A) crmy>xeOHas 3aIUCKa;
b) noxnagnas 3anmcka;
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B) oObsicHuTEIBHAS 3aTHCKa;
I') nosicuuTenbHas 3anucka.

29. Kaxomy Bu1y MH(GOPMAIMOHHO-CIPABOYHON JOKYMEHTALlUUM COOTBETCTBYET ClEAYIOLIee
omnpeneneHue: « 1o ¢popma BHYTpEHHEHN /1€710BOM NEpenucKy MEeXly MOApa3/IeIeHUsIMI opra-
HU3ALKN WINA JOJKHOCTHBIMU JIMIIAMHU, HE HAXOIALIMMHUCS B IIPSMOM IOAYNHEHUN.

A) axr;

b) cny:xeOHnas 3anucka;

B) noknangnas 3anucka;

I') o13BIB.

30. Kakomy Buay MH(POPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIIUH COOTBETCTBYET CIICIYIOIIEE
orpeJiesieHue: «ITO TOKYMEHT, COAePIKaIllUi ONMCAaHUe U MOATBEPKICHNE TeX WIM UHBIX (ak-
TOB, COOBITHI WU SIBJIEHUM, a TAK)KE YIOCTOBEPSIOLINI KaKOH-IN00 IopuanuecKuil pakm.

A) akT;

b) cBonka;

B) cnipaBka;

I') oOBsicHUTENbHAS 3aMKCKa.

31. Kakomy BuIy MH(OPMALIMOHHO-CIIPAaBOYHOM JOKYMEHTAIlMHd COOTBETCTBYET CIEAYIOLIEe
orpeJiesieHue: «ITO JOKYMEHT, COCTABICHHBIN I MOATBEP)KICHHS YCTAaHOBIEHHBIX (DaKTOB,
COOBITHH, NEHCTBUM.

A) akT;

b) cnpagka;

B) npotokou;

I') mucemo-noaTBEp K ICHUE.

32. KakoMmy BuUIy HH(POPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIMM COOTBETCTBYET CIEAyloliee
orpeesnieHue: «ITO IOKYMEHT, COAEp)KalUi MepedHciIeHue JIUL, NMPEeIMETOB, 0ObEKTOB B
OIpe/IeIEHHOM MOPsIJIKE, COCTABICHHBIN B IEJIIX NHGOPMUPOBAHUS WM PETUCTPALIUNY.
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A) cBOJIKa;
b) nepeuens;
B) cnucok;
I') cripaBka.

33. Kakomy Buay HH(POPMAIIMOHHO-CIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIEayloliee
ompezeneHue: «ITO TOKYMEHT, COACpKAIIUi MHEHHUE, BBIBOJIBI OPTaHU3AINHA, KOMHCCUU WJIH
CHEIHAINCTA 10 KaKOMY-TTH00 JOKYMEHTY WIJIH BOIIPOCY».

A) fHoKIaiHas 3aIUCKa;

b) oT3b1B;

B) cBojka;

I') 3axmouenue.

34. KakoMmy BuUAy HH(POPMAIIMOHHO-CIPABOYHON JOKYMEHTAIIMH COOTBETCTBYET CIEayloliee
onpezeneHue: «IT0 JOKYMEHT, COJAepKallluii MHEHHE OpraHW3alluy WIH CIENUalINucTa 1o Mo-
BOAY Kakoi-1100 paboThl, MOCTYNMHBIIEH HA PACCMOTPEHUE.

A) nokIaiHas 3aIuCKa;

b) o13mIB;

B) cBoaka;

I') 3axmouenue.

35. Kakomy Buay MH(OPMAIIMOHHO-CIIPABOYHOW JOKYMEHTAIIMH COOTBETCTBYET CIEHYIOIIUI
TEKCT:
depepanbHoOe ynpasieHMe Mo AesaM O HecocToaTeNbHOCTU (BaHKPOTCTBE) Ha OCHOBaHWWU MNpea-
CTaBNeHHbIX TyrypabIKCKUM LeMeHTHbIM 3aBogom (OpeHbyprckas o6nactb, noc. Tyryphbik,
yn. UeHTpanbHas, 4.1) 4oKymeHTOB ByxXranTepckol oT4eTHOCTM Mo COCTOAHMIO Ha 30.04.2013:
— byxrantepckuii 6anaHc (popma 1);
— OT4yeT 0 NpubbINAX 1 ybbITKax (dopma 2)
M NPOBEAEHHOro aHanM3a GUHAHCOBOIO COCTOAHUA NPeANnpPUATUA, YCTAHOBMAO, YTO AAHHOEe npes-
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nNpuATME ABNAETCA HENIaTEXKecnocobHbIM U UMEIOLLMM HeyA0BNEeTBOPUTENbHYIO CTPYKTYpY HanaHca
(npeanpuaTMEM-40NXKHUKOM).
OcHoBaHue:
KO3pOULMEHT TEKYLLEN NMKBUAHOCTU No BanaHcy NnpeanpuatTusa =18%;
KoappumumeHT obecneyeHHOCTM COBCTBEHHBIMN 0OOPOTHLIMM CPEeACTBamMM Mo banaHcy NnpeanpuaTUA
= 8%;
K03 dMUMeHT BoccTaHOBAEHMA No BanaHcy npegnpuatma =10%.
Pykosoautenb CmenaHos Nn.4. CrenaHos

A) cBOAKA;

b) zaxitouenue;

B) o1351B;

I') copaBka.

YMmeTh - COCTaBIIATh U O(POPMIIATH Pa3TMUHBIE BUIBI Ipaxmuueckue 3a0anus

YIPaBIEHUYECKUX JOKYMEHTOB B COOTBETCTBHHU
C MpaBUJIaMH UX MOATOTOBKH

- MPOEKTUPOBaTh YHU(PHUIMPOBAHHBIE (POPMBI
YIPaBIEHYECKUX JOKYMEHTOB C YYETOM CO-
BPEMEHHBIX TPEOOBAHUN K WX COCTaBJICHHIO U
oopmIIeHHIO

- IPUMEHATDH MpaBUJIa BEJIEHUS JIEI0BOM Mepe-
MUCKH

- COCTaBSITh  JIOKAJIbHYIO  HOpPMAaTHUBHO-
METOJUYECKYI0 JOKYMEHTAIUIO IO MOJArOTOB-
K€ YMPaBJICHYECKON TOKYMEHTAMHN

1. BeinmoanuTte aHanu3 TesneOHOrpaMMbl C TOUKHU 3PEHUS PAaBUIIBHOCTU COCTABJICHUS U
oopMieHHs U OTpeJaKTUPYHTE ee.

2. BemonHATE aHANMM3 IIEKTPOHHOTO COOOIIEHHSI C TOYKH 3PEHUS MPaBHIBHOCTH CO-
CTaBJICHUS U O()OPMIICHHUS U OTPEAAKTUPYITE €ro.

3. BrimonHuTe aHanm3 opopMIICHHS 3asBICHHS O TIpUEMe Ha padoTy, MpUKa3a O MpHeMe
paboTHHKA Ha pabOTy, TUYHOW KApPTOUKU C TOUKH 3PEHUS MPABUIBHOCTU UX opopMIIeHHS (3a-
TIOJTHEHUS ).

4. BpimonHuTe aHanu3 opOpMIICHUS 3asBJICHUS U MPHUKa3a O MPEKPALIeHUH TPYIO0BOTO
JIOTOBOpA C TOUKH 3PEHHUS PABHIIBHOCTH UX O(OpMIIEHUS UX (3alIOJIHEHUS).
5. BommonauTte odopmiieHHe 3asBICHUS U MPUKa3a O MPEKpaIleHUH TPYI0BOIO TOTOBO-

pa.
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- COCTaBJATH JIOKAJbHYO  HOPMaTUBHO- 6. BommonnuTe aHanu3 opopmileHus 3asBIICHUS U MPUKa3a O MPEIOCTaBICHUN OTITYCKa C

METOAMYECKYIO JIOKYMEHTAIMIO IO BEISHHIO | TOUYKU 3PEHUs MPAaBUIBHOCTH O()OPMIICHHUS UX (3aIIOITHEHUS).

JI€JIOBOU MEPENUCKU 7. Bemmonnute odopMieHHe 3asBICHUS U ITPUKa3a O MPEI0CTaBIEHUH OTITyCKa.
8 . BemmonauTe aHanu3 ohopMIICHHUS TOKYMEHTOB O KOMaHIUPOBAHHH.
9. Bemonnute odopMieHre TOKyMEHTOB O KOMaHIHUPOBAHUH.
10. BeimosHuTe aHAIN3 BU3UTHON KAapTOYKU C TOYKU 3PEHUS MPABUIIBHOCTH COCTaBIIe-

HUs 1 0pOpMIIEHUS U OTPEIAaKTUPYHITE €ee.
Bianers - MOpaBUJaMHU TOJATOTOBKH YIPABICHUYECKHUX

JIOKYMEHTOB
- paBWJIaMHU BEJICHUS IETIOBOM MEPEIUCKH;

- HOPMATHBHO-METOJMYECKON 0a3pl MO Co-
CTaBIICHUIO M O(QOPMIICHUIO CIIY>KEOHBIX I0-
KYMEHTOB

- 0UIHUATBEHO-/IETIOBBIM SI3BIKOM TPU COCTaB-
JeHUH U O(QOPMIICHUH CIY>KEOHBIX JTOKYMEH-
TOB

- IPaKTUYECKIUMH HaBBIKAMHU UCTIOIB30BaHUS
YMEHHMSI COCTABIIATh U OPOPMIIATDH CIYKEOHYIO
JIOKYMEHTAIMIO Ha IPYTUX JUCIHUILTHHAX

3aoanus na pewenue npaxmuyecKux 3a0a4

1. CocraBeTe U odpopmure Teneponorpammy. 7. CoctaBbTe U 0POPMHUTE IEKTPOHHOE
COOOILIEHHE.

2. BemonauTe 0opMIICHHE 3asBIICHUS O TIpHEMe Ha paboTy, MpHKa3a o mpueme padoT-
HUKa Ha paboTy, TMYHON KapTOUKH.

3. BemomauTe aHanmu3 opopMIICHHUS 3asIBIICHHS O TIEPEBOJIC Ha APYTYIO paboTy, MprKas3a
(pactiopsbkeHue) o nepeBoje pabOTHHKA Ha JAPYryro paboTy, OTMETKH B JIMYHOM KapTOUKe,
TPYAOBOM KHUXKE O MEpPEeBOJIe Ha APYTyI0 paboTy ¢ TOYKU 3pEHUS MPAaBUIBHOCTU UX 0POpM-
JeHU (3aT0JHEHU).

JITK-1 cnocoOHOCTBI0 pa3padaThIBATh NAKETHI JJOKAIbHBIX HOPMATHBHBIX AKTOB 1 HOPMATHBHO-METOAUYECKUX JOKYMEHTOB 110 HH(OPMALHMOHHO-

JAOKYMCHTAIUOH

HOMY odecnevYeHuIo YHpaBJCHUA 1 APXUBHOMY XPAHCHUIO JOKYMCHTOB

3HaTh

- HOPMATHBHO-METOJMYECKYIO0 0a3zy MO JOKY-
MEHTAIlMOHHOMY 00€CIIeUeHHIO YIPaBICHUs

- COCTaB JIOKAIbHBIX HOPMAaTHUBHBIX aKTOB H
HOPMAaTHUBHO-METOJIMUYECKUX JOKYMEHTOB IIO
UH(POPMALIMOHHO-TOKYMEHTALlMOHHOMY 00ec-
MEYCHUIO YIPABJIEHUSI Pa3IMYHBIX OpraHu3a-

LIMOHHO-TIPABOBBIX (hOpM

Teopemuueckue 6onpocwl

1. OcobenHocTu cocTaBieHUsI U OPOPMIICHUS JOKIIAIHBIX 3aHCOK.

2. Oco0eHHOCTH COCTaBIICHUS 1 O(DOPMIICHHS CITYKEOHBIX 3aIMHCOK

3. OcobenHoctu coctaBieHus U 0popMIIeHUsT OOBSICHUTENBHBIX 3aIUCOK.

4. BeIMOMHUTE aHAIU3 JTOKJIAIHBIX, CITYKEOHBIX, OOBSICHUTEIBHBIX 3aMUCOK (OJHOU HA
BBIOOp) C TOUKH 3pEHUS MPABUIIBHOCTH COCTABICHUS U ODOPMIICHUS M OTPElaKTUPYHTE ee.

5. BemonauTe coctaBieHue u 0ohOpPMIICHHE JTOKIIATHBIX, CITY>KEOHBIX, 00BICHUTETHHBIX
3aMMCOK (Ka)XJ0ro BUAA 10 OJHOMN)
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- TEHJEHUUU pa3BUTUA HHPOPMAIIMOHHO-
JOKYMEHTAIMOHHOTO O0ECIIeYeHusl yIpaBiie-

HUA

Konmponvhuvle 6onpocsi 015 camonposepru.:

- KakoBbl ocoOeHHOCTH cocTaBieHHs W O(QOPMICHHUS IUIaHa PabOTHI, MMOBECTKH JIHS,
CIIPaBKH, MPOEKTa PEeIIeHHs, MpoToKona? KakoB cocTaB peKBHU3UTOB KaXXJOTO U3 BU-
JIOB 3TUX JIOKYMEHTOB?

- KakoBbl ocobenHoCTH cocTaBneHust U oopmieHus: akToB? KakoB cocTaB MX peKBH3H-
TOB?

- KakoBbI ocobenHOCTH cocTaBieHus: 1 ohopMiIeHus nepeyHeit, cnuckoB? KakoB cocra
UX PEKBU3UTOB?

- KakoB cocraB noxyMeHTanuu Mo JUYHOMY COCTaBy?

- Yro Takoe yHH(PUIIMPOBAHHBIC U HEYHH(DUIIMPOBAHHBIE JOKYMEHTHI 110 INYHOMY COCTa-
BY?

- KakoBa cymniHocThs Tpy10BOTO IOTOBOpA U €T0 POJIb B KM3HU OTAEIBHOTO PAOOTHUKA U B
JesITeIbHOCTH OpraHu3aum?

- KakoBbI npaBoBbIe 0COOEHHOCTHU TPYJOBOTO J10oroBopa?

- KakoBo cozmeprkanue TpyaoBoro qorosopa’?

- KakoBbI oco6eHHOCTH cocTaBlieHUsI U 0(POPMIIEHHS TPYA0BOTO JOroBopa?

- KakoBbl 0coOeHHOCTH cOCTaBiIeHUs M OQOPMIICHHS JOMOJHUTEIBHOTO COTJIALICHUS K
TPYJIOBOMY JIOTOBOPY?

- KakoBbl 0coOeHHOCTH 0OopMIIEHUS 3asIBJICHUS O TpuéMe Ha padboTy?

- KakoBbl ocobeHHOCTH 0opMIleHHs MTpHKa3a (paclopsbKeHUs) 0 mpuemMe paboTHUKA Ha
paboty?

- KaxoBbl ocobenHOCTH 0(hOpMIICHHUS IMYHON KapTOYKU paboTHUKA?

- KakoBbI ocobeHHOCTH 0(hopMIICHNST 3asBIICHHUS O TIEPEBOJIE HA APYTYIO padboTy?

- KakoBbl ocobenHOCTH OopMIIeHHs TpUKasza (paclopsikeHus) 0 mepeBojie padoTHUKA
Ha JIpyryto paboty?

- KakoBbl ocobeHHOCTH 0pOpMIIEHHS] OTMETKH B JIMYHON KapTOUKe, TPYAOBON KHHXKKE O
nepeBo/ie Ha APYryio padboTy?

- KaxoBbI ocobenHOCTH 0(hopMIIeHNS 3asBICHUS O IPEKPAIIEHUH TPYAOBOro J0roBopa’?

- KakoBbI ocobeHHOCTH 0(hOpMIICHHS TIPHKa3a O MPEeKpaIleHu TPYAOBOTO JOroBopa?

- KakoBbl ocobeHHOCTH 0(hopMIIeHNS 3asBJICHHUS O IPEJOCTABICHUH OTITyCcKa?
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- KakoBbl ocobeHHOCTH 0hopMIICHHS TIPUKa3a O MPEIOCTaBICHUH OTITyCKa?
- KakoBbI oco6eHHOCTH 0(hOpMIICHUS 3asBICHHUS O KOMaHIUPOBAHHH?

- KakoBbI oco6eHHOCTH cocTaBieHus U 0pOpPMIICHHS BUSUTHON KapTOUKU?
- KakoBbI 0coOeHHOCTH cocTaBiieHHs U opopmiieHHs pe3tome?

- KakoBel ocoOeHHOCTH cocTaBieHus 1 0opMIleHUS aBToOnorpadum?

- KakoBbI 0COOCHHOCTH COCTABIICHUS U OPOPMIICHHS 3asiBIICHHS?

Tecmui
1. I3 nepeuncieHHbIX HUKE BUIAOB JOKYMEHTOB BBIOEPUTE HOPMATHUBHBIM MPaBOBOM aKT, sIB-
JISIFOIIMIACS OCHOBHBIM B PETYJIMPOBAHWUHU TPYIOBBIX IPABOOTHOMICHUH padoTomarens (rocy-
JApCTBEHHOM OpraHu3aluy, COOCTBEHHUKA NPEANPUATHS) U paOOTHHKA:
A) Tpy10BOIi 1OTOBOP;
b) TpynoBoe cornamenue;
B) Tpynosoii konekc P®;
I') Ans6oM popM nepBUYHON YUETHOM JOKYMEHTAIUH 110 TPYAOBBIM OTHOILICHHSIM.

2. KakuM JOKYMEHTOM JOJDKHBI PYKOBOJICTBOBATHCS JIEIONPOU3BOIUTENN MPH TOKYMEHTHPO-
BaHUM ITAIOB TPYIOBOTO IUKJA — OT MpHeMa Ha paboTy HOBOTO COTPYJHHKA JIO €0 YBOJIbHE-
HUS:

A) OOmepoccuiickuil kiaccuukaTop ynpaBieHYeCKOW JOKYMEHTAIUH;

b) Anp6oM yHUOHUIIMPOBAHHBIX (OPM MEPBUYHON YUETHOM NOKYMEHTAIlMH 10 Y4eTy TpyAa U
€ro oruIatel, yreepxaeHHbIM [locranoBnennem I'ockomcrara Poccnn.

B) TOCT P 7.0.97-2016«YHudpuMpoBaHHasi CUCTeMa OPTraHU3ALHOHHO-PACHOPSIAUTEIbHOM
nokyMeHTanuu. TpeOoBaHus K OPOPMIIEHHIO TOKYMEHTOB.

I') TocynapcTBeHHass cucreMa JOKYMEHTAI[MOHHOTO obecriedyeHus ympasieHus. OCHOBHBbIE
nonoxxkenus. OOmme TpeOoBaHUS K JOKYMEHTAaM M CIy)0aM JTOKYMEHTAIlHOHHOTO
obecreueHusl.

3. Kakoit cucreme JOKYMCHTAllUU COOTBCTCTBYCT CJICAYIOLIAA XapPAKTCPUCTHKA: «39TO COBO-
KYIMHOCTE B3aUMOCBSA3AHHBIX JOKYMCHTOB, B KOTOPBIX Saq)HKCHpOBaHBI OTallbl pr,)lOBOﬁ -
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TEJIbHOCTU paOOTHMKA, PACUYETOB I10 OIUIATE TPYAAN.
A) nepBuyHast yueTHast Oyxraiarepckasi JOKyMEHTalus;
b) pacniopsinuTenbHas 10KyMEHTaLUs;

B) nokymeHnTanus no JMYHOMY COCTaBY;

I') oprann3anioHHO-TIPaBOBast JOKYMEHTALUSI.

4. Kakue GyHKUIUU HE CBOWCTBEHHBI MEPBUYHON YYETHOH NOKYMEHTALUMU 10 JUYHOMY COCTa-
BY:

A) yder KaJipoB;

b) yuer ucnonb3zoBanus paboyero BpeMeHu;

B) yder pacueroB ¢ nepcoHasoM Mo oIuIaTe Tpyaa;

I') ydet uCoTHEHHBIX U HEUCIIOJHEHHBIX JOKYMEHTOB.

B HACToOsIIee BpeMs YHHU(PHUIHMPOBAH U MPUBOIUTCA B aqbOoMe YHHU(PHUIMPOBAHHBIX (OPM J10-
KyMEHTOB, yTBepxaAeHHbIX [locTanoBnennem ['ockomcraTta Poccuu ot 5 suBaps 2004 1. Ne 1.

5. B xakux opranusanusax moxeT HE BecTuce kanpoBast JOKyMEHTaLUs:

A) B aKIIMOHEPHBIX O0IIECTBAX;

b) B HEKOMMepUEeCKUX OpraHu3alusx;

B) B Ka3eHHBIX TOCYJapCTBEHHBIX YUPEXKICHUIX;

I') kanpoBast TOKyMeHTalMsI BEIETCS BO BCEX OpPraHM3alMsIX HE3aBUCUMO OT UX OpraHHU3alMOH-
HO-TIPaBOBOM (hOPMBI.

6. Kakoil 1okymeHT siBisieTcs 00s3aTeNIbHBIM MPU JOKYMEHTUPOBAHUH TPYIOBBIX OTHOIICHUH
MeX1y paOOTHUKOM U paboTO/aTeIeM:

A) HOMKHOCTHAsI MHCTPYKIIUS;

b) pexxum Tpyna;

b) TpynoBas kHUXKKa;

B) xonnexkTuBHBIN 10r0BOP.

7. Ha xakoit MaKCHMaJIbHBIN CPOK MOKET OBITh 3aKJIFOYEH CPOYHBIN TPYJAOBOM TOTOBOP:
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A) He 6onee roaa;

b) He Gonee Tpex Jer;
B) He Gomnee nisATH J€T;
I') He Oonee necstu aerT.

8. Kakoit 1okyMeHT TpeOyeT BU3bl O3HAKOMJICHUSI pa0OTHUKA C TOKYMEHTOM:

A) Tpy10BOIi TOTOBOP;

b) mpukas o npueme Ha padory;

B) ydyerHas nuuHas KapToOuKa;

I') koMaHAMPOBOYHOE y1OCTOBEPEHHE.

9. Ha xakux pabornukoB HE 3aBoauTcs nuuHas kapTouka:

A) Ha paOOTHHUKOB, IPUHATHIX Ha MIOCTOSTHHYIO paboTYy;

b) Ha paGOTHUKOB, IPUHATHIX HA BPEMEHHYIO paboTy;

B) Ha paGOTHUKOB, MPUHATHIX HAa PaOOTY MO COBMECTUTEILCTBY;
I') 3aBoauTCs Ha Bcex paOOTHUKOB MPEANPUITUS O€3 UCKITIOUESHHUS.

10. Kakoii JOKyMEHT COCTaBJIIETCS B ABYX DK3EMILISAPAX:
A) Tpy10Bas KHWKKA,;

b) TpynoBoii norosop;

B) ydyeTHas nuuHas KapTOuKa;

I') mpuxa3 00 yBOJIbHEHHH.

11. KTo odopmisieT yueTHbIE TNYHbIE KAPTOUKHU:
A) paOOTHUK;

b) paGotHuk no kagpam;

B) pykoBoauTEnh CTPYKTYPHOTO NTOAPA3EIIECHNUS;
I') 3amecTuTenb pyKOBOAUTENS OpraHU3aALINH.

12. Kakoil JTOKyYMEHT SIBJISIETCS OCHOBHBIM JOKYMEHTOM O TPYJIOBOW AESATEIbHOCTH U O TPYHO-
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BOM CTa)ke pabOTHHUKA:

A) IEHCHOHHOE YJI0OCTOBEPEHUE;

b) cTpaxoBoe cBUAETEILCTBO FOCYAAPCTBEHHOTO IEHCHOHHOTO CTPAaXOBaHNUS;
B) TpynoBas kHMXKKa;

I') yueTHas nuyHas KapToyKa.

13. CKONBKO TPYIOBBIX KHUKEK MOXKET UMETh paOOTHUK COIJIACHO TPYAOBOMY 3aKOHOAATEIb-
CTBY:

A) onny;

b) He G6onee aByX;

B) He Gouee nisTH;

I') KoMMYecTBO TPYAOBBIX KHUKEK OMpPEIEISICTCS KOJIMYSCTBOM OpPTraHM3aIlfii, B KOTOPBIX Ha
JTaHHBIA MOMEHT 0OpMIIeH PaOOTHHK.

14. Kakue Buabl IUCHMITTIMHAPHBIX B3bICKAHUH BIUCHIBAIOTCS B TPYAOBYIO KHUXKKY:
A) cTporuii BBIrOBOp;

b) yBonbHeHME;

B) Bce BUIBI AUCITUTUIMHAPHBIX B3BICKAHUI BIMCHIBAIOTCS B TPYIOBYIO KHUXKKY:;

I') B3bICKaHUS B TPYJOBYIO KHH)KKY HE 3aIIMCBIBAIOTCS.

15. B kakoM ciyyae BO3MOKEH NpHEM Ha paboTy 6e3 Tpy10BOW KHUKKH:

A) npu npueme Ha paboTy JUL, HE JOCTUTIINX COBEPILIEHHOJIETHUS;

b) npu npueme Ha paboTy u1y 0e3 onpeieIeHHOTr0 MECTa )KUTENIbCTBA;

B) npu npueme Ha paboTy 1M1, JOCTUTIINX COBEPIICHHOJIETHUS, HO ABJISIOIIUXCS CTY/IEHTaMHU U
yJaluMHucCs;

I') 6e3 TpynoBOIl KHMKKH IpUEM Ha paboTy He 0IyCKaeTcs.

16. Kako#i TOKyMEHT HE BXOJUT B KOMIUIEKT JJOKYMEHTOB O KOMaHIUPOBAHUH C KOJOBBIM 000-
3HaueHueM Gopmsl T:
A) npuka3s (pacnopsiKeHHe) 0 HallPaBJIEHUU OTJEIBHOT0 pabOTHHKA UIIH TPYNIbl paOOTHUKOB B
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KOMaHJIUPOBKY;

b) xoManaMpOBOYHOE yIOCTOBEpEHHE PAOOTHUKA;

B) ciyebHoe 3ajaHue ¢ OTYETOM O €0 BBIIOJHEHUH;
I') aBaHCOBBIH OTYET.

17. Kakoii JOKyMEHT SIBJISICTCSI U3ITUIITHUM TTPH 0(OPMIICHUH OTITyCKa:
A) rpaduK OTIIyCKOB;

b) npukas (pacniopsikeHue) o peA0CTaBICHUN OTITYCKa;

B) tpyznoBoii norosop;

I') 3anucka-pacueT o NpeoCTaBIEHUH OTIyCKa paOOTHUKY.

18. Kakoll JOKyMEHT HeJb3s OTHECTU K JIMYHBIM JOKYMEHTaM:
A) nmu4Has KapTOuKa,

b) xapakrepucruka:

b) aBrobuorpadus;

I') pesrome.

19. KakoMy OKyMEHTY IO JIMYHOMY COCTaBY COOTBETCTBYeT oTpakeHue Clemyromias xapak-
TepucTuka: «TekcT 3TOro JOKyMEHTa COCTOMT M3 JBYX yacTel: BBOJHOM, IIe YKa3bIBAIOTCS
bamuus, UMs, 0TYECTBO, TOJl POKICHHS, 00pa3oBaHUE, TOHKHOCTD, CTPYKTYPHOE TOpas/e-
JIEHHe, CTaXK paboThl HAa MPEANPUIATHH; OCHOBHOM YacCTH, TI€ YKa3bIBAIOTCS /I€JIOBbIE KauecTBa,
OTHOIIIEHHE K paboTe, MpoecCHOHANBHBIN POCT, HATMYNE HATPa, OOIIPEHUH, OTHOIICHHS C
COTPYAHUKAMI.

A) aBTOOHOTpaduUs;

b) npexncraBnenne Ha NOOLIPEHUE;

B) cripaBka ¢ mecTa paboThI;

I') xapakrepucTuka.

20. KakoMy BHly JOKYMEHTa COOTBETCTBYET CIEAYIOIIAsl XapaKTePUCTUKA: «ITO O(QUIIHAIEHOE
oOpatieHue inna (WM HECKOJIBKUX JIUI]) B YUYpPEeXJAECHHE WIHM K JOJDKHOCTHOMY JIMIy KOHCTa-
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TUPYIOIIE-X0IaTACTBYOIIETO XapakTepa B IesX pean3aluu ero (Mx) rnpasa Wi 3aKOHHOTO
UHTEpECcay.

A) muceMo-TIpoch0a;

b) nucemo-3anpoc;

B) 3asBnenue;

I') noxnagnas 3anucka.

21. Kakas a3bIkoBast popmysa yMecTHa B 3asIBJICHUU:
A) «B Moeil mpocsOe MpoIlly He 0TKa3aTh. .. »;

b) «upomry Bamero cornacus Ha...»;

B) «3apanee npuzHaTeneny;

I') «Becbma ybenuTenbHo Bac nporry».

22. Ha xakom BUJI€ JIMYHBIX IOKYMEHTOB 0(pOpMIIIETCS aapecar:
A) pestome;

b) xapakrepucruxka;

B) 3zasBnenue;

I') noBepeHHOCTb.

23. KakoMy JJOKyMEHTY COOTBETCTBYET CJEAYIOLIasi XapaKTEepPUCTUKA: «ITO MUCbMEHHOE I0J-
HOMOYHE, BbIIaBaEMOE OJJHUM JIMLOM (YUPESKICHUEM) JPYroMy JIUILY JUIsl MIPEICTaBUTENbCTBA
nepes] TPETHUM JTUTIOM.

A) cripaBka;

b) zaaBnenue;

B) pacnucka;

I') noBepeHHOCTS.

24. Kakoil JOKYMEHT SIBIIIETCSI JTOKYMEHTOM IO JUYHOMY COCTaBy, COAEpKaIIUM OIHUCAHUE
XapaKTePHBIX U OTIIMYUTENLHBIX YePT U Ka4eCTB paOOTHUKA U OTPAKAIOIINI MHEHHE aJIMUHH-
CTpalii O HEM:
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A) 6uorpadus;

b) oT3b1B;

B) penensus;

b) xapakrepucruka.

25. Kakoii MaKkCUMaJTbHBIN CPOK JACHCTBHS MOXKET OBITh YKa3aH B JIOBEPCHHOCTH:
A) He 6onee roaa;

b) He Goinee nByX J1€T;

B) He Goitee Tpex JeT;

I') He Oonee nsATH JET.

26. B TeueHHe KaKoOro Cpoka JOBEPEHHOCTb COXPAHSAET CUILy CO JHs BbIIAYM, €CIH CPOK €€
JEICTBUS B CAMOM IOBEPEHHOCTHU HE YKA3aH:

A) B TeueHue Noayroja;

b) B Teuenue ogHOrO roja;

B) B Teuenue Tpex et;

I') Takast TOBEpEHHOCTD SABJISIETCS OECCPOUHOM.

27. Kakast TOBepeHHOCTb TpeOyeT HOTapHaJIbHOIO yJJOCTOBEPEHHUS:
A) Ha nosydeHue 3apaboTHOM IIaThl;

b) Ha nonmyyenue Bkiasna B 6aHKe;

B) Ha nony4yenue neHeXHON U MOCBUTOUHON KOPPECIIOHICHIINN;
I') Ha pacnopsiKeHHEe UMYILECTBOM.

28. B xakoMm ciydae y4pexIeHHE UMEET MPaBO YAOCTOBEPATh JOBEPEHHOCTh HA IMOJYYCHUE
JIIEHEKHOr0 BKJIa[a B OaHKe:

A) ecnu oBepUTENb U JIUIIO, KOTOPOMY OH JIOBEpPSIET, SBISAIOTCS TpakaaHamu Poccuu, Xotsa u
HE SABJISIOTCS paOOTHUKAMH JAHHOTO YUPEXKICHUS;

b) ecnu moBeputens sBnseTcs pabOTHUKOM JaHHOTO YUPEXKIEHUS, a IO, KOTOPOMY OH JIOBe-
psieT, He sABJseTCs] paOOTHUKOM JAHHOTO YUPEXKACHHUS,
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B) ecnu noBeputenb He sBIsSETCS PaOOTHUKOM JAHHOTO YYPEXKICHHUA, a JIULO, KOTOPOMY OH
JIOBEPSIET, SIBISICTCS] paOOTHUKAMU TAHHOTO YUPEKICHUS;
I') ecniu noBepuTeah HAXOIUTCS HA CTALIMOHAPHOM H3JICYCHUU, HO SIBIISICTCS] paOOTHUKOM JaH-
HOTO YYPEXKACHHS, U JUI0, KOTOPOMY OH JIOBEpSET, TaKXKe SBJSICTCS PAOOTHUKOM JTaHHOTO
YUPEKICHUS.

TECT 6

1. Kakoe cBOMCTBO [1€710BOM MEPENUCKH OTIMYAET €€ OT APYTUX CUCTEM M IOJCUCTEM JOKY-
MEHTaLUU:

A) CIyXHT AJ1s 3aKpeTyieHus HHPOPMaIINK;

b) cyxut muia nepegaun uHGopmanuuy;

B) sBnsercs MHCTPYMEHTOM MH(POPMALMOHHOTO OOMEHAa Ha pa3jMuYHbIX CTaAMSIX BBIPAOOTKH,
IIPUHATHSL U BBITIOJHEHHS YIIPABJIEHYECKUX PEIICHUN;

I') o6ecnieunBaeT MHGOPMAITMOHHBIA OOMEH C MPUMEHEHUEM CPEJICTB CBA3H.

2. Kaxue noxymentsl HEJIb3S oTHecTH K 1€10B0Oi nepenucke:
A) 2IIEKTPOHHOE MUCHMO;

b) cnyxxe0Hoe nucbMmo,

B) cnyxeOHnas 3anucka;

I') renedonorpamma.

3. Ha xakue pa3HOBHIHOCTH JCIUTCS JISJIOBas TIEPETHCKa 10 MECTY HAXOXK/ICHUS ajpecarta:
A) BXOSIIIAsT/MCXOSIIAS;

b) BHyTpeHH s/ MexAyHApOIHAS;

B) opunmansuas/muanas;

I') coneprkanast HeOOXOAMMBIE CBEICHHS 00 aBTOPE/aHOHMMHASI.

4. Kakoro Bujia A€JI0BOM MEPENUCKHU MO MOJIOKEHHIO B nepapxuu ynpasienns HE cymectByer:
A) mepenucka ¢ BbIIIECTOAIUMH OPraHU3alUsIMU;
b) nmepenucka ¢ mMoABEOMCTBEHHBIMU OPTaHU3AIMSIMU;
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B) nepermnucka co cTOpOHHUMU OpPTraHU3ALUIMY;
I') mepenucka ¢ pyKOBOACTBOM M COTPYJIHUKAMU OpraHU3aINH.

5. Kaxoii knaccu(puKamoHHBIA MPU3HAK TTOJI0KEH B OCHOBY JICJICHUS JICJIOBOW MEPENICKH Ha
o(ULMaNBHYIO U IUYHYIO:

A) 10 MeCTy HaxOXJIEHUs apeca;

b) no Ha3znauenuio;

B) no nonoxenuto B uepapxuu yrpaBieHUS;

I') no nosnoxeHuto B cucreMe JOKyMeHTO000poTa.

6. Kakas nepernuncka OTHOCUTCS K IMYHOM:

A) mepernucka MeXay OIHUM JO0DKHOCTHBIM JIUIIOM M IPYTUM JIOJDKHOCTHBIM JIUIIOM;

b) nepenucka mMexay (pU3NYECKMMHU JHIIAMU BHE cepbl UX CIyKEOHBIX (O(UIHATBHBIX) OT-
HOIIICHU;

B) nepenucka Mex 1y KOHKPETHBIMU paOOTHUKaMH BHYTPHU OpraHU3aLINY;

I') nepenmcka Mex 1y GU3HYECKIMH U TOJKHOCTHBIMH JIHIIAMHU.

7. Kakoli kjacCU(pUKaIMOHHBIN MPU3HAK MOJIOKEH B OCHOBY JIEJICHUS JI€JI0BOM MEPENUCKU Ha
MEPENUCKy M0 BONPOCAM MaTepUaIbHO-TEXHUYECKOTro oOecreueHusi, (PMHAHCOB, CTPOUTEIb-
CTBa, TPAHCIIOPTA, KyJIbTYPHOTO OOMEHa U T.J.:

A) 10 OTHOILIEHUIO K ONpPENEIeHHBIM cepaM AesTeTbHOCTH, BOIPOcaM, CUCTEMaM YIpPaBJICH-
YeCKOM JOKyMEHTAIuu (110 TEMATHKE);

b) no naznauenuio;

B) no nonoxenuio B cucreMe J0KyMEHTO000POTa;

I') no noj0XKeHu o B HepapXuu yrpaBieHHs.

8. Ha xakue pa3sHOBHIHOCTH JENIATCS AEIOBbIE NUChMA 10 KOMIIO3UIINH:
A) TUIIOBBIE U B TPOU3BOJIBHON hopme;

b) Bxoasuye u ucxoadmue;

B) npocThlie u croxHbIe,
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F) WHHUIOHUATUBHBIC 1 OTBCTHBIC.

9. Kakue nucbpMa NMoANUCHIBAIOTCS ABYMs JIMIIAMUA — PYKOBOJUTENEM OpPraHU3allui U IJIaBHBIM
OyXrajiarepom:

A) conpoBoAUTENbHBIE TUCHMA;

b) rapanTuiinsle nucopMma;

B) pexnamusble nuceMma;

I') nucema-3anpocsl.

10. KakoMy MOHSTHIO COOTBETCTBYET CIIEAYIOIIAsl XapaKTEPUCTUKA: «ITO IMOCIEA0BATEILHOCTh
JIOTMYECKHU B3aMMOCBS3aHHBIX CMBICIOBBIX YacTel MuchbMa, 00bETUHEHHBIX €TUHCTBOM TEMbI»:
A) GJ1aHK TTUCHMA;

b) Tunosoii popmyssip nucbMa;

B) xoMmo3uIyst TeKCTa MUChMa;

I') BHYTpeHHSs CTPYKTypa MHChMa.

11. KakuM 10KyMEeHTOM HEo0Xxo1uMo ohopMuUTh BO n30exaHue HapylieHus: HopM TpyaoBoro
KOJIeKCa TIMCbMEHHOE HAIIOMHHAaHUE O HEOOXOJWMOCTH SIBUTHCS ISl TONYYSHHs TPYIOBOU
KHUXKHU YBOJICHHOMY Pa0OTHUKY, HE MOJyYUBILIEMY €€:

A) SMS-coobmienue;

b) pakcorpamma;

B) anexktponHoe cooOieHue;

I') 3aka3Hoe mucbMo.

12. KakuMm BUZIOM JNOKyMEHTa Bbl HampaBuTe B IOJBEIOMCTBEHHBIE OPTaHM3ALUU CPOUYHYIO
MH(OPMALIHIO O MOJIYYEHHOM IITOPMOBOM MPEAYIPEXICHUU:

A) nenoBoe NUCbMO, OTIIPABIEHHOE 10 (aKcy;

b) Tenerpamma,;

B) renedonorpamma;

I') anekTpoHHOE THCHMO.
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13. Iloanucats TenedoHOrpaMMy, TOATOTOBJICHHYIO ISl OTHPABKA KOPPECIIOHACHTaM, UMEET
paBo:

A) 3aMecTHTEIh PYKOBOIUTEIISI OPTaHU3AIHH;

b) pykoBoauTeNs OpraHu3aiy WM YIIOJTHOMOYEHHOE MM JIUIIO;

B) pykoBoaHTENb CTPYKTYPHOTO MOAPA3ACICHHIS;

I') paGoTHHK TOApaA3ICTICHUS.

14. TloanmuceIBaTh MUCHMO Ha OJIaHKE CTPYKTYPHOTO MOpa3/ieieHHs IMEET MPaBo:
A) pyKoBOIUTENb OpraHU3aluy;

b) 3amectuTens pykoBOAUTENSI OpraHU3AIINH;

B) pykoBoautens noapasaeneHus;

I') paGOTHHK CTPYKTYpPHOTO MOAPA3IEICHUS, TOJATOTOBUBIIHI TOKYMEHT.

15. Ilpu xakoM criocoOe TOCTaBKHU €ro ajipecaTy MUCbMO Oy/leT UMETh IOpUIHYECKYI0 CHITy, €CIU
ITUCBMO COJIEPXKUT 0053aTENBCTBO OIJIATUTH OKA3aHHBIE YCITYTH:

A) mourtoBas CBs3b;

b) ¢pakcumunbHas cBs3b;

B) snexTponHas noura;

I') TenedonHnas cBs3b.

16. IIpu oTnpaBKke KakoW Pa3HOBUIHOCTH MUChMa MOXHO OTPAHUYHUTHCS (HaKCUMUIBLHOW CBSI-
3bI0 WJIM JIEKTPOHHOU MOYTOM O€3 TOCHUIKH KOPPECTIOHIEHTY MO UIMHHUKA:

A) nucbMa-3akasa;

b) nucbma-HanoMuHaHus;

B) pexnamHoro nucema;

I') mucema-3ampoca.

17. Ykaxure, Kakue 1IeJIH He MOTYT OBbITh peaJIn30BaHbl IIPU TTOMOIIH JICIOBBIX IMHUCEM:
A) uHpOopMUpOBaHUE KOPPECTIOHJICHTA,
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b) BeiHeceHne B3bICKaHUS PAOOTHUKY OpraHU3aIuy;
B) oTka3 B y10BIE€TBOPEHUH [IPETEH3HH;
I') oripaBka agpecaTy JTOKyMEHTOB.

18. Ecnu nmuchbMO HOATOTOBJIEHO BEAYUIMM CIELUATMCTOM OT/eNa TeXHUYECKOH IMOANCPKKU
OpraHu3alyy, 3aBU3UPOBAHO PYKOBOJIUTENIEM OT/EIA U MOANNCAHO PYKOBOIUTEIEM OpraHu3a-
LIUH, KOTO CIIelyeT yKa3aTh B KaUeCTBE UCIIOJIHUTEIIS B COOTBETCTBYIOLIEH OTMETKE:

A) BenyIiero crenuanucra;

b) pyxoBoaurens otnena;

B) pykoBoauTens opranusanuy;

I') cexpeTapst pyKOBOJHUTEI.

19. Kak nomKeH NOCTYNUTh UCIIOIHUATENb, IOATOTOBUBIINN J1€JI0BOE MMUCbMO, €CJIM PYKOBOJIU-
TeNb OT/eNa MNIAHUPOBAHUS, BU3a KOTOPOr0 HEOOX0IMMa, HAXOAUTCA B KOMaHAUPOBKE:

A) %71aTh BO3BpAIEHUS PYKOBOAMUTEINS OT/Iea TNIAHUPOBAHUS U3 KOMAaHMPOBKH;

b) 3aBU3upOBaTH NUCHMO y 3aMECTUTENS PYKOBOJIUTEINS OT/A€Na MJIAaHUPOBAHUS;

B) 3aBu3upoBaTh NUCHMO CAMOMY;

I') nepenaTh nMCbMO Ha MOANUCH PYKOBOJUTEIO O€3 BU3BI.

20. Kakoil pa3HOBHIHOCTBIO JIEIIOBOTO NMHChMa MIOYTOBOE OT/IEJIEHUE COOOLIUT IPAKAAHNHY, YTO
Ha €ro UMs MOJIyYEHO LIEHHOE MTUChMO, U IIPUTIACUT NOJyYUTh €T0:

A) THCBEMO-COOOIIICHHUE;

b) nucemo-npurnamieHue;

B) nucemo-u3Benienue;

I') nuceMo-ipockoa.

21. K kakoi pa3HOBHIHOCTH MHCEM OTHOCUTCS MUCHMO CIEAYIOIIETO COJIECPIKAHMUS:
Coobwaem, umo opeanuzayus 8cmpedu AMepUKAHcKou oOenezayuu om xomnawuu "Peilnysil
Xepumaooie Hemyspx" nopyuena oupekmopy my3viKaibHO20 YHULUUA OYXOBbIX UHCIPYMEHMO8
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11.]]. Pomanosy:

A) nnpopMaIoOHHOE THCHEMO;
b) nucemo-oTKa3;

B) nucemo-nipenynpexieHue;
I') mucpmo-coobmeHue.

22. Yem nucbMo-TipeyioxkeHune (ogepra) OTIMYAETCs OT PEKJIaMHOTO MHChMa:

A) HampaBisieTcs NPOAABIOM MOTEHUHUANbHBIM MOKYNATEIsIM C IPEJIOKEHUEM TOBApOB WJIU
yCayr,

b) conepxut HamepeHue 3aKIII0UUTh CHIEIKY C YKa3aHUEM €€ KOHKPETHBIX YCIIOBHIA;

B) He cBs3bIBaeT npoaBua 00s3aTeNbCTBOM MPOAATH TOBAP.

I') ctumynupyeT UHTEpecC K TOBapy M JKEIaHUE €ro NpHuoOpecTH.

23. K kakoi pa3HOBUAHOCTH MHUCEM OTHOCSTCS THCHbMA, C TIOMOIIBIO0 KOTOPBIX MPOCST BHICTATH
o(unmanbHble CBEIEHUS MU JOKYMEHTHI:

A) nucbMo-IpockOa;

b) nucemo-u3Bemienue;

B) nucemo-3amnpoc;

I') muceMmo-3akas.

24. Kakoif pa3HOBHIHOCTU MTUChMa COOTBETCTBYET CIIEAYIOIINI TEKCT:

B csa3u ¢ npoyedypoti 6ankpomcmea npeonpusimusi OAO "Mockosckuii konoumep'" npocum
npeoocmasums OauHvle 0 pasmepe 00au 20Cy0apcmed 6 YCMASHOM Kanumaie HA36AHHO2O0
npeonpusimusl.

A) nucemMo-nipocs0a;

b) nucemo-nipennoxenue;

B) nucsmo-3anpoc;

I') mucemo-coobmieHne.

25. Onpenenure pa3sHOBUIHOCTD MUCbMA, TEKCT KOTOPOTO MPUBEJEH HUKE!
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Ilpocum Bac paccmompemv 803MONCHOCHb NOCMABKU NAPMUU KOMUIEKMYOWUX OISl NEPCo-
HAIbHLIX KOMHUbIOMEPO8 8 nepeotli oexaode ausapsa 2013 2. u npu noroxcumenbHOM peueHuu
Hanpasumuv Ham oghepmy.

A) mucbMo-TIpoch0a;

b) nuceMo-nipeiokenue;

B) nucemo-3amnpoc;

I') nucbMoO-HanOMUHAHHE.

26. YkaxuTe, Kakoe MHUCbMO CIIEIyeT HAlPaBUTh OPraHU3aLUU -KOHTPAreHTy MO JOrOBOpY,
€CITM 9Ta OpraHu3alys He OTUIAYMBACT BBHITTOJHEHHBIC BAMU PaOOTHI:

A) THCBEMO-COOOIIICHHE;

b) nucemo-TpeboBanue;

B) nucbMo-HannoMuHaHue;

I') nuceMmo-npeTensus;

27. Ykaxwure, Kakoe MUChbMO CJIeIyeT HAIPaBUTh OPTaHU3alUU-KOHTPAreHTY 10 JIOTOBOPY, €C-
JIM TIOJTy4€Ha MapTHsl ToBapa B HEHaJUIeXKalllel yrakoBKe, 4TO CKa3aJloch Ha KayecTBE TOBapa U
MPHUBEJIO K CHIDKEHHIO [IEHBI TIPU €T0 MPOIaKe:

A) mucbMO-3a1poc;

b) nucemo-TpeboBanue;

B) nucbMo-HannoMuHaHue;

I') nucemo-nipeTensus.

28. Ykaxure, K Kakol pa3HOBUIHOCTH MUCEM OTHOCUTCS MUCHMO CIEAYIOIIETO COJCPHKAHUS:
18 anpena 2013 2. ¢ 11.30 mecmuozco epemenu /Jenapmamernm npupooonoib308aHus nposooum
celleKmopHoe cogeujanue no ONPocy 0 CUMYAYUU C JIeCHbIMU NOXCAPAMU U JIeCOHAPYUEHUAMU
Ha meppumopuu Poccuiickou @edepayuu.

A) NHCbMO-TIPUTIIALLIEHUE;

b) nucemo-HanomMuHaHuE;

B) nucemo-u3Benienue;

185




CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

I') mucpmo-coobmieHue.

29. YkaxxuTe Ha3BaHUE Pa3HOBUIHOCTH MUChMa, IPUBEICHHOTO HUXKE:

Ilpeonazaem cenvowv ucnanockyro 6 6ouxax 6 konuvecmse 1200 ke ¢ nocmaskou 8 meyeHue an-
pens-uons 2013 2. paguvimu napmusmu.

A) nHCbMO-TIPETIOKEHHE;

b) nucemo-cooOieHue;

B) nucemo-u3Belienue;

I') mucemo-npockoa.

30. K xakoif pa3HOBHIHOCTH MHCEM OTHOCUTCS MMMCHbMO IpaXk/laHuHA, B KOTOPOM OH oOparaeT-
Csl B OPraHU3alMIO C IPOChOOM MOATBEPAUTH CTaX pabOThI B 3TOM OpraHu3aluu:

A) nucbMo-TpeboBaHuE;
b) nmucemo-3anpoc;

B) nucemo-coobiienue;
I') nuceMo-mipockoa.

31. Opranusanus noay4uia MUCbMO-IIPOCHOY CIETYIOLIET0 COEPKaHUS:

[Ipocum Bac npenocTaBuTh MECTO IS MPOXOKIACHUS IPEIIUIITIOMHON TPAKTUKU CTYACHTKE 5
Kypca ouyHOU (popMbl 00ydeHus (hakyJIbTeTa MeJaroruueckoro o0pa3oBaHMs U CEPBUCHBIX TEX-
Hosorui ®I'BOY BIIO «MarHuTOropckuil rocy1apCTBEHHBIM YHUBEPCUTET», IO HaIpaBlle-
Huto «JlokymeHToBeieHue 1 apxuBoBeaeHue» Mensenesoit Aune AnapeesHe ¢ 01 deBpais mo
28 mapta 2013 1.

VYkaxure, Kakoil U3 BapUaHTOB OTBeTa OyJeT 0ojiee MPpaBUIbHBIM:

A)
Coobluaem, YTO Hallla OpraHM3aumsa roToBa NPenoCTaBUTb MeCTO ANA NPOXOXKAEHMA Npeaamniom-
HOM NPAKTUKKN CTyAeHTKe 5 Kypca ouHol dpopmbl 06yyeHns dakynbTeTa negarormyeckoro obpasosa-
HUA N cepBUCHbIX TexHonornn OreQY BMNO «MarHMToropckuin rocyaapCcTBeHHbIA YHUBEPCUTETY, MO
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

HanpasneHuo «[lokymeHTOBeAeHWE U apxuBoBegeHue» Measenesoli AHHe AHapeeBHe c 01 des-
pana no 28 mapta 2013 r.

B)
Ha Bawe nucbmo ot ... N2 ... coobuiaem, YTo roToBbl NPEeAOCTaBUTb MECTO /1A NPOXOXKAEHMA Npea-
OUNIOMHOIN MPaKTUKM CTYAEHTKE 5 Kypca O4HOM dopmMbl 0byuyeHMA daKynbTeTa neaarorMyeckoro
0bpas3oBaHuMA 1 cepBUCHbIX TexHosiornin PIEOY BMO «MarHUTOropCcKuiA rocy4apcTBeHHbI YHUBE p-
cuTeT», Mo HanpasseHuto «JoKymeHToBeAeHUe 1 apxusoseaeHne» MeaseaeBoit AHHe AHApeeBHe
¢ 01 ¢eBpans no 28 maprta 2013 r.

B)
Coobuiaem, 4TO Hala opraHM3auuMsa NPeaoCcTaBUT MECTO A/1A MPOXOMKAEHUA NPaKTUKU AN Baluei
CTYAEHTKMN.

I)
YBarkaemble Konneru!
NHdopmmpyem Bac o Tom, 4TO Mbl pagbl NPesoCcTaBUTb MECTO A4S NPOXOXKAEHMA NpesannioMHOM
NpaKkTUKK Baweli ctyaeHTke MeaBenesoii AHHe AHApeeBHe B 0603HauYeHHble Bamu cpoku.

32. Kakoil pa3HOBUIAHOCTH MHCbMa COOTBETCTBYET CleAyroIas si3bIkoBast Gpopmyina: «Mul yse-
peHnvl, umo Bac 3aunmepecyem gvicokoe Kauecmeo Hauiell nPOOYKYUU...»:

A) pocb0a;

b) pexnamHoe nucemo;

B) odepra (npennoxenue);
I') npurnamenue.

33. Kakoil pa3HOBHJHOCTH MUChbMa COOTBETCTBYET CIeAyroIas si3plkoBast ¢popmyna: «IIpocum
coobuums damy npuesoa derecayuu om Baweii hupmoi...»
A) HalOMUHaHUE;
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CTpyKTypHBIii
JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

b) nuadopmanmonHoe NUCHLMO;
B) npurnamenue;
I') mpocro6a.

34. Kakoii pa3HOBHAHOCTH IUCbMa COOTBETCTBYET Clienyromias si3blkoBas (opmyna: «lIpeo-
CMagAI0 HA YMBEPIHCOeHUE NPOEKM NIAHA... ).

A) ipocb0a;

b) npencrasnenue;

B) conpoBoauTensHOE THCHEMO;

I') oepra (mpennoxenue).

35. Kako#i pa3HOBHIHOCTH MHUChbMa COOTBETCTBYET CIIEAyIONIas s3bikoBast popmyna: «K coorca-
JIeHUI0, Mbl He ModceM npuHams Bawie npednoosicenue...»:

A) n1cbMO-0TKa3;

b) nucemo-otBeT;

B) nucemo-nu3BuHeHME;

I') nuceMo-npurnarnieHue.

36. Ykaxure HanOoJee «KEeCTKUI» U HeyMECTHBIN BapHaHT OTKa3a:

A) B cBs3u c... fenapTaMeHT HE MOXKET COTVIACUTBHCS € BAIIUM MIPEITI0KEHUEM.
b) B cBs3u c ... Ballle npeuiokeHNe He MOXKET ObITh IPUHATO.

B) B cBs3u c ... Baie npeuiokeHne HaMu He IPUHUMAETCS.

I') IlpunaTs Balie mpeiokeHue He MPeACTaBIIeTCs BO3MOXKHBIM B CBS3H C ...

37. Kakoii BapuaHT MpeUI0KEHUS TOBAPOB U YCIyT 0oJiee MpHeMIIeM:

A) Ipennaraem Bam Bocronb3oBaThes yeiayramu Haiied (PUpMBbI 110 TOCTaBKe KaUECTBEHHOH U
HEZ0POroH ANEKTPOTEXHUYECKON MTPOIYKIIUH.

b) HacrostenpHO pexomeHayeM Bam Bocionb30BaThes yeiryramu Hamied (PMpPMBI 110 TTOCTAaBKe
KaueCTBEHHOW U HEAOPOTOM AJIEKTPOTEXHUUECKON POAYKLIHH.

B) Ilpennaraem Bocrosib30BaThes ycayramu Hamed GUpMBI 10 MOCTaBKE KaYECTBEHHOW M He-
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JIEMEHT
KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

JIOPOTOM AIEKTPOTEXHUYECKOU MPOTYKIIHH.
I') Hama ¢upma roroBa mOCTaBUTh BaM Ka4eCTBEHHYIO W HEIOPOTYIO AJIEKTPOTEXHUUYECKYIO
MIPOIYKIIHIO.

38. Kakue oOpallieH1st yMECTHO MCHOJIb30BAaTh B KOMMEPUYECKOM IPEJI0KEHUH, PaCChbUIaeMOM
00JIbIIOMY KOJIMYECTBY OpPraHU3alni — MIOTEHIMAJIbHBIX OKYIaTelel TOBAPOB MU YCIYT:
A) YBakaeMble koJuieru!

b) VBaxaemsble rocnozal

B) MHuoroyBakaemsie rocrojia!

I') VBaxaewmble rocnoja npeanpuHuMaTenu!

39. BriGepute Haubosee yMeCTHYIO (hOPMYITHPOBKY:

A) MbI pagsl npeIokuTh BaM NpuHATH yyacTHe B CEMUHAPE ...

b) Panel npeioxxuts Bam npuHATH yyactue B ceMUHApe ...

B) IIpennaraem Bam npussTh yuactue B CEMHHApE ...

I') Ilpeanarato Bam npuHsTH yuacTue B CEMUHApE ...

40. YkaxuTe, Kakas U3 dTUKETHBIX 3aKIIOUUTENbHBIX (ppa3 OyaeT yMeCTHOU B TEKCTE JEIOBOTO
nuchma:

A) HanmeeMmcs Ha U TENBHOE MJI0IOTBOPHOE COTPYTHUYECTBO.

b) K coxanenuto, Mpl MO3/IHO MOJTYYUIIN Ballle MPEIIOKEHNE U HE CMOTJIM UM BOCIIOJIH30BaTh-
csl.

B) K cuactrro, Hammm onaceHus 00 OCTaHOBKE MOCTaBOK 00OPYAOBaHUS HE TTOATBEPIAITUCH.

I') Ouensb paast okazats Bam yciyry.

41. Onpenenure, CKOIBKO KOMIIO3UIIMOHHBIX YaCTEN B CIEAYIOIIEM MUChME:

Ilpu npoknaoke xkananusayuu u ycmpoucmee KAHAIU3AYUOHHBIX Kamep no adpecy: yi. [os-
JHcenKo, cmpoenue 15 Ha Konooysl ObLIU YCMAHOBIEHbl KPbIUKY, He COOMBemcmsyouue pas-
Mepy obeuaex, u, HecMoOmps Ha HeOOHOKPAMHble YCMHbLe U NUCbMEHHble 00PAueHUs] K Ha4alb-
HUKy yuacmka Ne 4 ¢ npocvb6oii yempanums 0OnyujeHHubvie OmMcmynieHus om mexHu4eckou 00-
KyMeHmayuu, mepuvl 00 CUX NOpP He NPUHMDbL.
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KOMIETEHINH

[Tnanupyemble pe3yabTaThl 00yUSHHS

OneHouHble CpeCTBA

B ceés3u ¢ mem, umo npu npoezde asmomauiun nPOUCXOOUmM cO8uU2 U Nepesopaiusaniie Kpol-
uieKk, OMKpblmvle KOA0OYbl CO30AIOM YepO3y JHCUSHU Neuexo008 U MO2ym Hpugecmu K
HeCYacmuviM CAy4asam, mpebyem npuHsims CpouHble Mepbl N0 YCMPAHEHUIO HeNOAAOOK.

B npomuenom ciyuae mvl He Hecem 0mMEemMCmMEeHHOCMU 3 B03MOJCHbIE NOCIe0CHBUSL.

A) onHa;

b) nge;

B) tpu;

I') uetnipe.

42. Kakue nucbMa sIBIASIOTCS MHOTOACIIEKTHBIMU:

A) mucbMa, OCBSAIIEHHBIE HECKOJIBKUM BOIIPOCAM;

b) nmucema, cocrosimue u3 TPEX WM YETHIPEX CMBICIOBBIX YacTei (BCTYIUIEHHE, OCHOBHAs
4acTh, 3aKJIIOUEHUE, MPEAYIPEKICHIE WU 3aKIIOUUTENbHBIE 3TUKETHBIE (POPMYIIBI);

B) nucema, aBTOpaMu KOTOPBIX SIBJISIFOTCSI HECKOJIBKO JIMI], KAXJI0€ U3 KOTOPBIX BBHICKA3bIBAET
CBOIO TOUKY 3PEHHS HAa OTPAXKEHHBII B TUCbME BOIIPOC;

I') xoMmIIIeKe MUceM, SBISIONIMXCS PE3YJIbTATOM MEPENHUCKU JIEJOBBIX MAPTHEPOB MO OJHOMY
WJIY HECKOJIBKUM BOMPOCAM.

43. 13 kakuX KOMIO3UIIMOHHBIX YacTel COCTOUT MPHUBEACHHBIN HIDKE TEKCT MUChMA:

B aomunucmpayuu paiiona 6 nacmosiuee 8pems ucnonvzyemcs mpu agmomoouns 1999 eooa
8bINYCKA, KOMOpble Hecym Ooabuiue Hazpy3Ku u mpeodylom 3HAYUMENbHbIX 3ampam Ha meKy-
WUl peMOHm, a 084 U3 HUX HYHCOAIOMCS 8 KANUMATbHOM PEMOHMme, 3ampamvl Ha KOMOPbL
CONOCMABUMbL CO CIOUMOCTBIO HOBO20 ABMOMOOUIAL.

B cea3u ¢ mem, umo cayxceOHvie 0053aHHOCMU PADOMHUKOS AOMUHUCMPAYUU CEA3AHbL C NO-
e30Kamu N0 Mmeppumopuu patioud, yo6eoumeibHo nPocuUM 8vl0e1ums cpedcmea Ha npuobpeme-
HUe 08YX HOBbIX CYIHCceOHbIX aemomoodunei "lazenv” Ons HyHCO aOomunHucmpayuu.

A) BBelIeHHE, 3aKITIOUEHUE

b) BBeaeHmne, 000CcHOBaHME, 3aKIIOUCHHE

B) BBenenue, 000cHOBaHME, 3aKIIOUEHUE, PEAYIPEIKICHIE

I') o6ocHOBaHME, 3aKITIOUEHNE
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AJIIEMEHT [TnanupyemMble pe3ynbTaThl 00yICHHS OrneHOYHBIC CPEICTBA
KOMIICTEHIIH
44. N3 xakuX KOMITIO3UIIMOHHBIX YaCTE€ COCTOUT MPUBEICHHBIA HUXKE TEKCT MUChMA:
B coomseemcmesuu ¢ pacnopsiscenuem @edepanvHozo ynpasienus no 0eiam 0 HeCOCMOoSMelbHO-
cmu (bankpomcmee) om 19 okmsaops 2004 e. Ne 75-P nanpaensem Bam akmul ¢ KomMniekmamu
OOKYMEHMO8 N0 NPeOnPUIMUsIM.
1. Bocmpsxoeckuii maconepepabamuléaroujutl KOMOUHam,
2. Dabpuxa demckou uepyuiku Ne 3.
A) BBeJICHHE, 3aKITIOUCHUE;
b) BBenenue, 000CHOBaHME, 3aKITFOUCHHUC;
B) o6ocHOBaHuME, 3aKITIOUCHNUE;
I') BBeneHue o60ocHOBaHUE.
45. IlponomxkuTte BeickazbiBaHue: «KOMITO3HUITNS TEKCTA TUCHMA — ATO ... »:
A) pacrnonokeHre peKBU3UTOB JEIOBOTO MMChMa M 3JIEMEHTOB TEKCTa Ha OJaHKE;
B) mocnenoBaTebHOCTh JIOTUYECKH B3aWMOCBSI3aHHBIX CMBICIOBBIX YacTei, O00BhEIMHEHHBIX
€IMHCTBOM TEMBI,
B) mocneioBaTenbHOCTE PACIIOIOKECHUS MTPEITIOKEHUHN B TEKCTE TOKYMEHTA;
I') BHELIHME TPU3HAKH, TIO3BOJISIONINE BBIICTUTH TEKCT U3 MAacChl HH(POPMAITUH, pa3MEIIeHHON
B JOKYMEHTE.
YMeTh - QaHAJIM3UPOBATh YIPABIECHUYECKHE JOKYMEHTHI Ipaxmuueckue 3a0anus

C TOYKH 3pEHUS MPaBHILHOCTH MX COCTaBIIe-
HUS U 0pOpMIICHUS

- AHATM3UPOBATh JIOKATBHYIO HOPMAaTHBHO-
METOAMYECKYI0 0a3y 1o HH(OPMAIIOHHO-
JOKYMEHTAIMOHHOMY OOECIIeYEeHHUIO yIpaBiie-
HUSl Ha COOTBETCTBUE COBPEMEHHBIM TpeboBa-
HUSIM

- COBEPIIIEHCTBOBATH JIOKAJIbHYIO HOPMATUBHO-

1. BemmonHuTE aHanM3 TU1aHa paboThl, TOBECTKH JHS, CIIPABKH, MPOEKTA PEHICHHUS, TTPO-
TOKOJa (OHOTO JIOKyMEHTa Ha BBIOOP) C TOUKH 3pEHUs MPABUIBHOCTH COCTaBIEHHS U 0popM-
JICHUS U OTPEIAKTUPYHTE €ro.

2. BeimonHuTe coctaBiieHHe U o(opMieHHEe MIaHa paboThl, TOBECTKU JIHS, CIIPABKH,
MIPOEKTa pellIeHus], MPOTOKoIa (0THOTO IOKYMEHTa Ha BBIOOD).

3. BeInosHUTE aHAIN3 aKTa C TOUYKU 3pEHUS IPABUIBHOCTH COCTaBJIEHUS M 0(OpMIICHUS
U OTPEHAKTUPYUTE €0

4. CoctaBbTe 1 0OPMHTE aAKT.
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HIIEMEHT [Tnanupyemble pe3yabTaThl 00yUSHHS OrneHouHbIe CPECTBA
KOMIIETEHIIUU

METOAMYECKYI0 0a3y 1o HH(OPMAIIOHHO- 5. BBIIOJIHUTE aHAIMU3 OJTHOTO U3 JIOKYMEHTOB I€pPEYHEH, CIIUCKOB (Ha BBIOOP) C TOUKH

JIOKYMEHTAITMOHHOMY OOECIICUCHHIO YIIpaBiie- | 3peHUs MPaBHILHOCTH COCTABICHUS U O()OPMIICHUS M OTPEIAKTUPYHTE €ro

HUS 6. CocraBpTe U O(hOopMHUTE OAMH IEpeueHb (HampuMmep, JOKYMEHTOB, MOJICKALINX pe-
THCTPAlliK) U OJUH CHUCOK (Hampumep, Oubnmorpaduueckuii cnucok K Barmeid BbITyCKHON
KBaTM(UKAITMOHHON padoTe).

Bnaners - Mpo(hecCHOHANBHBIM SI3BIKOM B 00JacTH WH- 3adanus na npakmuyecKux peuieHue 3a0ay

dbopMaIrmoOHHO-TOKYMEHTAIIHOHHOTO ~ o0ecre-
YEHUs YIIPABIICHUS;

- HaBbIKAMU aHaiau3a HOPMAaTHBHO-
METOJMYECKOW 0a3bl M0 HWH(POPMAIMOHHO-
JIOKYMEHTAIlMOHHOMY OOECIEYEHHUI0 yIpaBe-
HUS,

- MPAKTUYECKUMHU HAaBBIKAMH MCIOJIb30BaHUS
YMEHUS aHAJTU3UPOBATH JIOKATHHYIO HOpMa-
TUBHO-METOANUYECKYIO 06a3y 1Mo HH(popMaIu-
OHHO-JTOKYMEHTAIIMOHHOMY 00€CTIeUeHUIO

1. BeinonHuTe cocraBieHue U 0popMIIeHHE BUBUTHONW KapTOUKH.

2. BrImonHUTE aHANM3 PE3IOME C TOYKH 3PEHUS MPABHIBHOCTH COCTABIICHUS U OPOPMIICHUSI.
PenaxkTupoBanue pestome.

3. BeimonHuTe coctaBieHne U 0pOpMIICHHE PE3IOME.

4. BeinosHUTE aHANNU3 aBTOOMOrpaguu ¢ TOUYKH 3pEHUs IPABUILHOCTH COCTaBIEHUS U 0popM-
JIEHUS M OTPEIAKTUPYITE €e.

5. BeimonHuUTE cocTaBieHue U opopMIIeHHE CBOEH aBTOOHOTrpaduH.

6. BrimonHuTe aHANN3 3asSBJICHUS C TOUYKH 3PCHUS MPABHILHOCTH COCTABJICHUS B 0()OpMIICHHUS
U OTPEJAKTUPYHITE €TO0.

7. CoctaBbTe U 0pOpMHUTE 3asIBJICHUE B JIFOOOM OpraH BJIACTH.

8. BommonHuTe odopmiieHUE 3a8BICHHS O TIEpeBOJIe Ha IpYryro padoTy, mpukasza (pacropsbke-
HUE) O IepeBoJie padOTHUKA Ha JIPYryro padoTy, OTMETKM B JIMYHOM KapTOUYKe, TPYAOBOM
KHIXKKE O TIEpeBOJIE Ha IPYT'YIO paboTy.

9. IIpoananu3upyiiTe JOKATBHYIO MHCTPYKIMIO TIO JIEIOTPOU3BOJCTBY C TOYKU 3PEHHsS OTpa-
KEHHUs B HEM OCHOBHBIX MIPABUJI COCTABJICHUS U O(OPMIIEHUS CITYXKEOHBIX JOKYyMEHTOB

10. ITpoananu3upyiTe TOKHOCTHYHO MHCTPYKIMIO C TOYKH 3pEHUS MPAKTUYECKOro NMPUMEHe-
HUS B HEH JIOKAJIbHBIX HOPM BEJICHUS CITYKEOHOM JJOKYMEHTAIUH.
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0) Ilopsinok mpoBeneHUs] MPOMEKYTOYHOH aTTEeCTALMH, NOKa3aTeJd M KPUTEPHUH
OlleHUBAHMS:

[TpomexyTouHas arTecTanus Mo JUCHUIUIMHE «JlOKyMEHTAIlHOHHOE OoOecredeHne TpyIo0-
BbIX OTHoIIeHUI B P®» BkiIIOYaeT TeopeTudeckue BOMPOCHI, MO3BOJISIIOIINE OLEHUTh YPOBEHB
YCBOEHHSI 00YYAIONMMICS 3HAHUHN, TECTOBBIC 33/1aHUS, BBIBIISIOMINE CTETIEHb CHOPMHUPOBAHHO-
CTH YMEHUH U BIIQJICHU, TPOBOAUTCS B (pOpMe 3aueTra ¢ OLEHKOM.

3ayer ¢ OIEHKOH MO JaHHON JUCHUIUIMHE MPOBOAUTCS B YCTHOU (opme: oOyuarommiics
OTBEYaeT Ha JIBA TEOPETHUUECKUX BOIPOCA U BBIMOIHSIET UTOTOBBIN TECT.

Iloka3aTenu U KPUTEPUH OLICHUBAHHUS IK3aMeEHA:

— Ha OLICHKY «OTJIHYHO» (5 6a/ioB) — 00y4yarouuiicss AeMOHCTPUPYET BHICOKUI YPOBEHD
c(OpPMHPOBAHHOCTH KOMITETCHIINH, BCECTOPOHHEE, CUCTEMAaTHIECKOE U TITyOOKOe 3HaHUE yuel-
HOT0 MaTepuaia, CBOOOJHO OTBEYaeT HA TEOPETUUECKHI BOMPOC, BHIMOIHIET UTOTOBBIN TECT Ha
95-100 GasnoB.

— Ha OLIEHKY «Xopomo» (4 6amia) — o0yyaronuiics B OTBETE Ha TEOPETHUECKUN BOMPOC
JEMOHCTPUPYET CPEAHUN ypOBEHb COPMHUPOBAHHOCTH KOMITETEHIIMIA: OCHOBHBIC 3HAHHUS, yMe-
HUSL OCBOEHBI, HO JIOIYCKAIOTCS HEe3HAUYUTEIbHbIE OIMOKHU, HETOYHOCTU B YCTHOM OTBETE W/ WU
BBITOJIHSAET UTOTOBBIM TecT Ha 85-94 Gaina.

— Ha OLICHKY «Y/A0BJIETBOPUTENbHO» (3 Oanna) — 00yJaromuiics B OTBETE Ha T€OpeTUYe-
CKHUH BOIIPOC JIEMOHCTPUPYET MOPOTOBbIM ypOBEHb C(HOPMUPOBAHHOCTH KOMIETEHLIMN: B XO0J€
YCTHOTO OTBETa JOMYCKAeT OLIMOKHU, MPOSBISETCS OTCYTCTBUE OTICIbHBIX 3HAHUIBBINOIHSIET
UTOroBi TecT Ha 65-84 Gaiia.

— Ha OIICHKY «HEeYI0BJETBOPHUTEJBbHO» (2 Oamna) — o0ydyarouiuiicss 1eMOHCTPUPYET B
YCTHOM OTBeTE 3HaHus He Ooisiee 20% TeOpeTHUecKOro MaTepuaia, J0IMyCKaeT CYIIeCTBEHHbIE
OIIIMOKH, BEIIOIHSAET UTOrOBEIN TeCT Ha 50-64 Gamnia.

— Ha OIEHKY «Hey/AO0BJIeTBOPUTEIbHO» (1 Oamt) — oOyvaronuiics B yCTHOM OTBETE Ha
TEOPETUYECKHI BOIPOC HE MOYKET MOKa3aTh 3HAHUS Ha YPOBHE BOCIPOU3BEICHHS U OObICHEHUS
uH(pOpMalnK, BBIIIOJIHAET UTOTOBBIN TECT MeHee, ueM Ha 49 6aos.



8 YuedHo-MeTonM4eckoe U HHPOPMALMOHHOE o0ecnevyeHne TUCIUILTUHBI (MOTYJIs1)

a) OcHoBHAas JIMTEpaTypa:

1. JlokymeHTOBeieHUE : YUeOHHMK U PaKTUKyM Ui By30B / JI. A. Jloponuna [u nip.] ; mox
penakuueit JI. A. loporuHoi. — 2-¢ uzn., nepepad. u gom. — Mocksa : 3narensctBo FOpaiiT,
2020. — 309 c. — (Bricmiee oopazoBanme). — ISBN 978-5-534-03053-2. — TekcT : 37eKTpOH-
ueiii // OBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/450471 (mata oOGpamicHHS:
25.08.2020).

2.I'po3oBa, O.C. Jlenonpous3BoACTBO : yueOHOe MocoOue ajs aKaIeMHuecKoro Oaka-
naBpuata / O. C. I'pozoBa. — Mocksa : M3narensctBo IOpaiit, 2019. — 124 ¢. — (YHuBepcu-
tetbl Poccun). — ISBN 978-5-534-06787-3. — Texkcr : anekrponnsiii // DbC KOpaiir [caiit]. —
URL: (mata oopamenus: 25.08.2020).

3. KoxymkoBa, H. B. Ctpykrypa nmokymenra. CucTeMbl JOKyMEHTAIUU. YHUDUIIUPO-
BaHHAs CUCTEMa OpPraHU3AlMOHHO-PACIIOPSIUTEIIBHON JOKYMEHTAIIMH: OO0Ire TpeOOBaHHS K
coctaBieHuIo U oopmiieHuto : yuebnoe nocodue / H. B. Koxxymikosa ; MI'TY. - Marautoropck
: MI'TY, 2016. - 1 snekrpon. ont. muck (CD-ROM). - 3arn. ¢ Turyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true (mara obpamienus: 25.08.2020). - MakpooObekT. - TekcT : 3JIeKTPOH-
HBI. - CBefeHus noctynHbl Takke Ha CD-ROM.

0) JlomotHUTEILHAS JUTEpaTypa:

1 KazakeBuu, T. A. JlokymeHtoBeneHue. JlJoOkyMEeHTAIIMOHHBIN CEPBUC : YUYEOHUK U MPaK-
TUKYM I TIpukiIagHoro O6akamaBpuata / T. A. KazakeBuu, A. W. Tkanmud. — 2-¢ u3., UCIp. U
norn. — Mocksa : U3natensctBo FOpaiit, 2019. — 177 ¢. — (bakanasp. IlpukinagHoi kypc). —
ISBN 978-5-534-06273-1. — Tekct : onekrponnbii // DOBC IOpaiit [caiiT]. —
URL: (mara obpamenus: 25.08.2020).

2. O6pa3isl mporeccyanbHbIX JokyMeHToB. CyneOHoe mpou3BoacTBo / B. A. JlaBwinos,
H. A. Konokonos, A. H. Pazunkuna, P. B. fIpues ; nox oOmieii penakuueit B. A. JlaBbioBa. —
2-e m31., mepepad. u gor. — Mocksa : M3gatenscrBo FOpaiit, 2020. — 440 c. — (IIpodeccuo-
HanbHas mnpakTuka). — ISBN 978-5-534-03312-0. — Tekcr : snektponHsiil / OBC HOpaiit
[caitT]. — URL.: https://urait.ru/bcode/449739 (narta obparmenus: 25.08.2020).

4.00pa3ibl mpoleccyaabHbIX JOKyMEHTOB. Jlocyne0HOe MPOU3BOJCTBO : MPAKTHUECKOE
nocooue / H. A. KomokomoB [u np.] ; mox obmelt penaknueii B. A. JlaBpiioBa. — 2-¢ U3, 1e-
pepab. u pon. — Mocksa : UznarensctBo FOpaiit, 2020. — 388 c. — (IIpodeccuonanbHas
npaktuka). — ISBN 978-5-534-04207-8. — Texkcr : snekrponnsiii // DBC FOpait [caiiT]. —
URL.: https://urait.ru/bcode/449738 (nara obpamenus: 25.08.2020).

B) MeToauueckne yKazaHus:

1. CamocrosiTenbHas paboTa CTyIEHTOB By3a : mpakTukyM / coctapurenu: T. I'. Heperu-
Ha, H. P. Ypa3aesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOropckuii roc. TEXHU4ECKUI YH-T
uM. I'. 1. Hocoga. - Marauroropck : MI'TY um. I'. U1. Hocoga, 2019. - 1 CD-ROM. - 3ari. ¢
TUTYIN. 3kpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata oopamenus: 28.09.2020). - MakpooObekT. - TeKcT : 3JeKTpOoH-
HBIU. - CBeneHns nocTynHb! Takke Ha CD-ROM.

r) Ilporpammuoe o0ecnneuenne u UHTEpHET-pecypcebl:

Haumenosanue 110 Ne noroBopa Cpok AeicTBUS TULEH3UU
MS Windows 7 1-1227 ot 08.10.2018 11.10.2021
A-757-17 or 27.06.2017 1- | 27.07.2018
593-16 ot 20.05.2016 20.05.2017
MS Office 2007 Ne 135 ot 17.09.2007 6eccpouHo
FAR Manager CBOOOIHO pacmpocTpaHsie- | 6ecCpodHO



https://urait.ru/bcode/450471
https://www.biblio-online.ru/bcode/438790
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://www.biblio-online.ru/bcode/437480
https://urait.ru/bcode/449739
https://urait.ru/bcode/449738
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true

MOC

7Zip CBOOOAHO pacmpocTpaHsie- | 6eccpodHO
Moe

NuTepHeT-pecypcenl:

1) HanmonanbHas WHPOPMAIMOHHO-aHAUTHYECKAss cucreMa — Poccuiickuii HHAEKC
nayuyrnoro nutuposanus (PUHIL) URL: https://elibrary.ru/project_risc.asp

2) DnekTpoHHasi 0Oa3a nepuomuueckux m3nanuii East View Information Services, OOO
«MIBUC» https://dlib.eastview.com/

3) IlouckoBast cucteMa  AkajeMus Google (Google Scholar) URL:
https://scholar.google.ru/

4) NndopmanmonHas cucrema - EjanHoe OKHO gocTyna K MH()OPMAalMOHHBIM pecypcaM
URL.: http://window.edu.ru/

5) Poccwuiickast ['ocynapcrBennas Ooubmmoreka. Karanoru
https://www.rsl.ru/ru/4readers/catalogues/

6) DieKTpoHHbBIE pecypchl OubIMOTEKH MI'TY UM. . Hocoga
http://magtu.ru:8085/marcweb2/Default.asp

7) YuuBepcurerckas nnpopmanrontas cucrema POCCHS https://uisrussia.msu.ru

8) MexayHapoaHass HayKOMeTpuuecKas pedepaTuBHAs U MOJHOTEKCTOBas 0a3a JaHHBIX
Hay4uHbIX u3nanuii «Web of science»  http://webofscience.com

9) MexayHapoaHas pedepaTHBHAS M MOJHOTEKCTOBAs CIIpaBOYHast 6a3a JaHHBIX HAYYHBIX
u3nanuii «Scopusy»  http://scopus.com

10) MexnyHaponHas ~ 0a3a  TOJHOTEKCTOBBIX  JKypHanmoB  Springer  Journals
http://link.springer.com/

11) MexnyHaponHas ©0a3a COPaBOYHBIX HM3JAHUM 10 BCEM OTpacisM 3HaHHH
SpringerReference http://www.springer.com/references
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9 MarepuajbHO-TEXHHYECKOE 0fecriedeHne TUCHUIIHHBI (MOTYJIs1)

MaTepI/IaJIBHO-TeXHI/I‘IGCKOC obOecrcucHue JUCHHUIIIMHBI BKIIIOYACT:

YueOHbIC ayIUTOPUH JIJISL TIPOBEJIC-
HUS OUCTAHIIMOHHBIX 3aHATHI JIEK-
UOHHOI'O THUIIA

Cron KOMIIBIOTEPHBIM, CTOJ IHUCbBMEHHBIA, CTYJ
oducHbIi, noKyMeHT-kamepa Epson, ncrounuk Oecrnepe-
ooitHoro muranus POWERCOMIMD-1500AP , kamepa

BBICOKOTO  Pa3pelICHUs, KOMIIBIOTEp MEPCOHAIBHBIN
(tun6), npoekrtop ViewSonicPJD7526W, chnukephon
HactosbHBId  Calisto-620  Plantronics, BeG-kamepa

LogiteachC920, cuctema aKycTHYecKasi HaCcTOJIbHAs, CTE-
peorapautypa (MUKpO(OH ¢ IIYMOIOIABICHHEM), IKpaH-
HacteHHbDigis Optimal-C MW DSOC-11032*2

VY4eOHbIC ayTUTOPHH IS IPOBEIE-
HUSI TIPAKTUYECKUX 3aHITHH, TPYII-
MOBBIX WM WHIWBUIYAJIbHBIX KOH-
CyJbTaIlMM, TEKYIIEro KOHTPOJIS U
MIPOMEKYTOUHOM aTTeCTalluu

Cron KOMIIBIOTE€PHBIM, CTOJ MHUCbMEHHBIA, CTYI
oducHbIN, TOKyMeHT-kKamepa Epson, uctounuk oOecmepe-
6oitnoro mutanus POWERCOMIMD-1500AP , kamepa

BBICOKOTO  pa3peiieHusi, KOMIBIOTEP IEePCOHATBHBIN
(tun6), npoektop ViewSonicPJD7526W, cnukepdon
HactonbHbI  Calisto-620  Plantronics,  BeG-kamepa

LogiteachC920, cuctema akycTudeckasi HaCTOJIbHAsI, CTeE-
peorapautypa (MUKpO(OH ¢ IIyMOTIOJABICHHEM ), YKpPaH-
HacteHHbIHDigis Optimal-C MW DSOC-11032*2

IToMmemmenust o caMOCTOATENbLHOM
paboTsl 0OyUaromuxcs

[lepconanbHbple KOMIBIOTEPHI ¢ MaketoM MS
Office, BeixogoM B VIHTEpHET U C AOCTYIIOM B 3JIEKTPOH-
HYI0 HH(GOPMAIIMOHHO-00pa30BaTEIbHYI0 CpPEely YHUBEP-
cuTeTa

[Tomemenue sl XpaHEHUS W TPO-
(bUITaKTHYECKOTO  OOCITY:KUBaHHUS
yueOHOro 000pYAOBAHHUS

Cremnaxu a1 XpaHeHUs] y4eOHO-HarJIsIIHbIX 110CO-
Ouit 1 yueOHO-METOINYECKOH TOKYMEHTALIUH.
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