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1. TACIIOPT PABOUYEN MPOT'PAMMBI YYEFHOU JUCHOUTIJINHBI
JOKyMeHTalHOHHOe o0ecnevyeHne ynpaBJeHus

1.1. ObaacTh NpuMeHeHHs1 NPOrPAMMBI

IIporpaMma y4eOHOM OUCHMIUIMHBI SIBJISETCS YacThIO TMPUMEPHOH OCHOBHOM
npodeccuoHaabHOI 00pa3oBaTebHON mporpaMmbl B cooTBeTcTBUU ¢ PI'OC 1o crenuanbHOCTH
(cmeumanbHocTsiM) CITO 09.02.05 Ilpukaagnas uHpopMaTHka B 00pa3oBaHuu 0a30BOii
HOATOTOBKH.

IIporpamma y4eOHOH AMCIMILIMHBI MOMKET OBITh HCIIOJNIB30BAHA B JOMOJHUTENBHOM
npodeccruonasbHOM 00pa3oBaHUM (KypChl TOBBIMICHUS] KBATH(UKALMU M MEPETOArOTOBKHU), a
TaKkKe U1 BCeX (opM MOoTyueHHss 0Opa30OBaHUs: OUHON, OYHO-3a04YHOM, AJIsl BCEX THIIOB U BHIOB
oOpasoBatenbHbIX yupekaeHuii, peanmusyromux OITOII CIIO no cneumanprocTH 09.02.05
Hpuknagnas napopmaTuka (M0 0TPACSIM) C KBATHDUKALMEH «TEXHUK-IIPOTPAMMUCTY.

JlaHHast mporpaMMa YYHMTBIBAET BO3MOXKHOCTb peanu3aluu y4eOHOro marepuana u
CO3JJaHUSI CHELMAJIbHBIX YCIOBUI JJIsi OOydYarOIIMXCS C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH
3I0POBBS Ha BCEX ITANaxX OCBOCHUSI.

1.2. MecTO0 AUCHUIVIMHBI B CTPYKTYpPe OCHOBHOI NpodecCHOHATBLHOH 00pa3oBaTeIbHON
HpPOrpamMmbI:
IT1.00. ITpodheccroHaNbHBIN LUK
OI1.00. O6wenpodeccroHaNbHbIe AUCIUTUIAHBI
1.3. Heau v 325244 AUCHUILIHHDBI - TPE0OBAHUSA K Pe3yJbTATAM OCBOEHUSI AUCLUIJINHBI:
B pesynbrare 0CBOSHMS AUCLMITIIMHBI OOYYAOIINIACS JOKEH yMeTh:
- 0ohopMIIATE JOKYMEHTBI B COOTBETCTBUU C HOPMATHBHOM 023011, B T.4. HCIIOIB3YS
nH(pOpMaIIMOHHBIE TEXHOJIOTHY,
- yHUQHUUUPOBATH CUCTEMbI JOKYMEHTALIHH,
- OCYLIECTBJISITb XPAaHEHUE U TIOMCK JOKYMEHTOB,
- OCYLIECTBJISITh aBTOMATHU3aLUI0 00PabOTKN TOKYMEHTOB,;
- UCIOJIB30BATH TEJEKOMMYHHKALIMOHHBIE TEXHOJOTHH B 3JIEKTPOHHOM
IOKYMEHTOO0OPOTE.
B pesynbrare 0CBOSHMS AUCLMITIIMHBI OOYHAOIIUIICS TOKEH 3HATD:
- TIOHSTHE, LeN, 3a7a4 U MPUHLUIIBI JeJIONPOU3BOACTBA;
- OCHOBHBIE MOHATHUS JOKYMEHTALIMOHHOTO 00ECIIeYEeHUs YIIPaBICHHUS,
- CHCTeMbI JOKYMEHTALMOHHOIO 00eCHeYeHNs yIPaBICHHS,
- Kkjaccu(uKanmoo JOKYMEHTOB,
- TpeOOBaHUS K COCTABJICHHUIO U OPOPMIICHUIO TOKYMEHTOB,
- OpraHu3auui JOKyMEeHTooOOpoTa: mpueM, o0pabOTKy, pPerucTpauuio, KOHTPOJIb,
XPaHEHUE IOKYMEHTOB, HOMEHKJIATY Py Jell.

OcBanBaemble 00mue u mpodeccuoHaNbHble KommnereHuun (Ha ocHoBaHuu DI'OC
CIIO):

OK 1. [ToHuMarh CyIIHOCTh U COLMAIBbHYIO 3HAYUMOCTb CBOel Oynymieil mpodeccuu,
MPOSIBJISITE K HEN yCTONYUBBIN UHTEPEC.

OK 2. Opranu3oBblBaTb COOCTBEHHYIO AEATENBHOCTb, BBIOMPATH THUIIOBBIE METOIbI H
CrIocOOBI BBITOJHEHUS MPOPECCHOHANBHBIX 331a4, OLEHUBATh NX (P PEeKTUBHOCTD U Ka4eCTBO.

OK 3. [IpuHuMaTh peIleHUs] B CTAHAAPTHBIX M HECTAHAAPTHBIX CUTYALMIX U HECTH 3a
HHUX OTBETCTBEHHOCTb.

OK 4. OcywecTBisiTh TMOUCK W HCHONb30BaHHWE HH(POPMALMH, HEOOXOIUMOH st
3¢ (HEKTUBHOrO BBIMOJHEHHs MPO(ECCHOHANBHBIX 3a1a4, MPOPECCHOHATBHOIO U JINYHOCTHOTO
pa3BUTHSL

OK 5. HcnonbzoBath HMHOOPMALMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJIOTMH B
npodeCCUOHATBHOM NeSITeTbHOCTH.

OK 6. PabGorath B KkoJulekTHBE W KOMaHze, 3(G(eKTHBHO OOIAThCS C KOJUIEraMu,
PYKOBOZICTBOM, OTPEOUTEISIMH.



OK 7. bparb Ha ce0s OTBETCTBEHHOCTb 3a PabOTy HWIEHOB KOMAaHAbI (MOJYMHEHHBIX),
PE3yJIbTAT BBINOIHEHUS 3aJaHUM.

OK 8. CamocTosATenbHO oOmNpenesaTh 3afaud Npo(ecCHOHANBHOTO M JIMYHOCTHOTO
pa3BUTHsA, 3aHUMATbCA  €aMOOOpa3OBaHUEM, OCO3HAHHO  IIJIAHUPOBATb  IIOBBILICHHE
KBaJIM(pUKaLUK.

OK 9. OpueHTUpOBaTECS B YCIOBUAX YaCTOH CMEHBI TEXHOJIOTHH B MPOQecCHOHaIbHOMN
NESITEJIbHOCTH.

I1K 2.5. Pa3pabaTbIBaTh 1 BECTH MPOEKTHYIO M TEXHUUYECKYIO JOKYMEHTALIUIO

1.4. PexomeHayeMoe KOJHMYECTBO YACOB HA OCBOEHHE NMPOrPaMMbl AHMCLHIIHHBI:
MaKCUMaJIbHOH yueOHON Harpy3ku oOydvaromerocs 62 4acoB, B TOM YHCIE: 00sI3aTeNbHOI
ayAUTOPHON y4eOHO!H Harpy3ku oOy4aroinerocs 42 Jaca,
CaMOCTOATENBbHOM paboThl oOyuaromerocs: 20 4acos.



2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU U CIUILIAHBI

2.1. O6bem yueOHOI AMCUHIJIMHBI H BUABI Y4e0HOI padoThI

Bun yueOHoii padoTbl

O0BeM yacos

MakcumajibHas yueOHast HATpy3Ka (Bcero) 62
Oo0s3aTenbHASL Ay IUTOPHAA YUeOHASI HATPY3KA (BCero) 42
B Tom uucrne:
7a00paTOpHBIE 3aHATUS - HE TPETYCMOTPEHO -
MPAaKTUYECKUE 3aHATUS 22
KOHTPOJIbHBIE pabOThI -
3aueT -
KypcoBast paboTa (MPOEKT) - He MPEeayCMOTPEHO -
CamocrosiTeibHas padoTa o0yuaromerocs (Bcero) 20

B TOM YHCJIC:

caMocTosITeNIbHAsl paboTa HaJ KypcoBOil paboToi (ITpoeKToM)

Urorosas arrecrauus B hopme nuddepeHITPOBAHHOTO 3a4ueTa













3. YCJIOBUSA PEAJIM3ALIMU ITPOT'PAMMBI AU CHHUTIVINHBI

3.1. TpeGoBanusi K MUHHMAJbHOMY MATEPHAIBHO-TEXHHYECKOMY 00ecrnedeHn o

Peanmzariiist mporpaMmbl AUCLHUIUTAHBI TpeOyeT Hajau4ue yueOHoro kabnHera HHOOPMATHKU.
ObGopynoBanue y4eOHOTO KaOHHeTA!

- OCAI0YHbIE MECTA 10 KOJUYECTBY O0YHAFOIIIXCSI,

- pabouee MeCTO MpernogaBaTels;

- KOMIUIEKT Y4eOHO-HATISITHBIX MPE3EHTALHI 110 AUCLUTLIHHE,

- pa3naTOYHbBIN MaTepual.

TexHuueckue cpencrsa OOyYEeHUs:

- KOMITBIOTEPBI C JIMLEH3HOHHBIM mporpaMMHbiM obecreuennem (OC Windows 7, 10; maker
LibreOfficeOrg; 6pay3zep Yandex).

3.2. UugopmanuonHoe odecneyeHue 00yueHus

Ilepeyenr pexoMeHaAyeMbIX Yy4eOHbIX u3AaHuil, WMHTepHeT-pecypcoB, AOMOJHHUTEILHOH
JIUTEPaTypsbl

OcHOBHbIE HCTOYHHKH:

1. bacakos, M. U. JlenonpousBoactso [JloKyMeHTAlHOHHOE O0ecreYeHrue ynpasieHusi| [DIeKTPOHHbIH
pecypc]: yuebuuk / M. U. bacakos, O. W. 3ambIiiikoBa. - DNEKTPOH. TEKCTOBbIE JaHHbIE. - POCTOB-Ha-
Jony: deHUKC, 2014. - 376 C. - 978-5-222-23063-3. - Pexum aocTyna:
http://www.iprbookshop.ru/59345 html

JlonoJIHUTEIbHbIE HCTOYHHKH:

1. IMTmwenko, A. B. JokymeHtraumumonHHOoe oOecrnedeHue ympasineHus. - M.. H3ngarenbckuil LeHTp
«Axkagemusi», 2016. - 176 c.

2. Mmwenko, A. B., Joponuna, JL.A. JlokymeHTaunoHHoe obecnedyenue ympasneHus: [Ipaktukym. - M.
Usnarensckuii neHTp «Axagemus», 2016. - 160 c.

3. Pymbiauna, JI. A. JlokymeHTauuoHHoe oOecrieueHue yrmpasieHus. - M.. M3gatenbckuii LEHTP
«Axagemusiy», 2016. - 224 ¢.

4. Noponuna, JI.A. Jlokymenrosenenue. - M.: M3n-so FOpaiit, 2016. - 309 c.

5. Kopuees, M. K, Ilmenko,A. B., Mamypues, B. A. JlokymMeHTHpOBaHUE YNpaBJICHYECKOMN
nesitenbHOCTH. - M. M3natensctBo FOpaiit, 2017. - 384 c.

6. bacakos, M.H. JlokymeHTalMOHHOE oOecrieueHne yrmpaBieHus (¢ OCHOBAMU apXWUBOBeneHusi). - M.:
KHOPYC, 2016. - 216 c.

7. Poroxun, M 1O. Cnpaounuk no nenonpoussoactsy. - CII6.: ITurep, 2014. - 176 c.

8. Annpeesa, B.U. JlenonpoussoncTso: opranuzaius u seaenue. - M.: KHOPVC, 2014. - 296 c.

9. TOCT P 7.0.97-2016 «Cucrema cTaHmapToB NO HMHpOpManmy, OHOJMOTEYHOMY U U3AATETBCKOMY
aeny. OpraHu3alMOHHO-PACTIOPSAANTEIbHAS JOKyMeHTalus. TpeOoBaHus K O(OPMIIEHUIO TOKYMEHTOBY. -
M.: U3patenbcTBO cTangapTos, 2016.

10. TOCT P 7.0.8-2013 «Cucrema crangapToB mo MHpOpMauuy, OMOIMOTEYHOMY M M3IATEIbCKOMY
neny. JlemonpousBoACTBO W apxuBHOe peno. TepmuHbl u ompeneneHus». - M.: HsnarenpctBo
cTanzapTos, 2013.

HNHuTepHeT-pecypcebl:

U-P 1 Jlenonpou3BoacTBO-IUIIOC O HUIMATBHBIN caiiT [DaekTpoHHbIi pecypc] - http://delpro.narod.ru,
CBOOOMHBIN. — 3ari. ¢ 3KpaHa.

U-P 2 Jlenonpou3BOACTBO: BCe O AOKYMEHTax [DaekTpoHHblil pecypc] - http://www.funnycong.ru,
CBOOOMHBIN. — 3ari. ¢ 3KpaHa.

HU-P 3 Kaapossie BOMPOCh (HOpMaTHBHBIE TOKYMEHTBI IO IEJOMPOU3BOICTBY) [DNEeKTPOHHBIH pecypc] -
http://www.bizneshaus.ru, ceobonHbIii. — 3ar. ¢ sxpaHa.

H-P 4 KoHCyNbTaHT IIIIOC — Ha/Ie)KHAs! [TPAaBOBasi CHCTEMa: OUIMAIbHBIN caliT komnaHnu «KOHCYIbTaHT
ITroc» [Dnextponnslii pecypc]. Pexxum noctyna: http://www.consultant.ru, ceobonHbId. — 3ari. ¢
JKpaHa.



U-P 50¢unmansusiii caiit BHUMIA L [ DnexTponHblii pecypc] - http://www.vniidad.ru, cBobomHbIN. —
3aru. ¢ 3KpaHa.

U-P 6 Odummanehbiii caiit BHUMKU (On-line-noctyn k cranpapram 'OCT, OCT, TY, UCO, M3OK,
MHOCTPAHHBIM CTaHIapTaM.) [DnekTpoHHbIid pecypc] - http://www.vniiki.ru, ceoboaHbIil. — 3ari. ¢
JKpaHa.

U-P 7 OdpunmanbHbiii caidT komnanuu «Directumy Mo 3JeKTPOHHOMY TOKYMEHTOOOOPOTY U YIPaBJICHUIO
B3auMoelicTBreM [DnekTpoHHbIH pecype] - http://www.directum.ru, cBoOoaHBI. — 3ar. ¢ 3KpaHa.

U-P 8 Odpurmaneusiii caiit 000 «IIpodeccroHanbHoe u3nareabctBoy (kypHan «Cekperapb-pedepeHt)
[DnexTponnslii pecypc] - http://www.profiz.ru, cBoOomHbIi. — 3ari. ¢ 3KpaHa.

U-P 9 Odpunmanshbiii caiit Pocapxusa [DiexkTponHsiii pecype] - http://archives.ru, cBoGoanbIil. — 3ar.
C 9KpaHa.
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4. KOHTPOJIb 1 OIIEHKA PE3YJIBTATOB OCBOEHUA IUCHUIIJINHDBI

KOHTpOJ’lb H OIEHKaA PC3yJIbTaTOB OCBOCHUA NUCHUILINHBI OCYILIECTBIILICTCA MPETIOAABATCIICEM B
npouecce MNpoOBCACHUA TMMPAKTUYCCKUX 3aHATUN U .]'Ia60paTOprIX pa60T, TCCTUPOBAHUA, a TaAKKE
BBITTIOJTHCHU A O6yLIaI-OIJ_[I/IMI/IC$[ WHAWBUAYAJbHBIX SaHaHHﬁ, IMMPOCKTOB, HUCCJICIOBAHUM.

PesyabTaTbl 00yyeHus
(ocBOEHHbBIE YMEHHSsI, YCBOCHHbIE 3HAHHUS)

@opMbI M MeTOAbI KOHTPOJS H OLUEHKH
pe3yJabTATOB 00y4eHHs

YMmenus

- o(OpMJIATH OKYMEHTBI B COOTBETCTBUH C
HOpPMaTHBHOH 0a30f, B T.4. HCIOJB3YS
UH(pOPMALIMOHHBIE TEXHOJIOTUH,

- YHU(ULUPOBATH CUCTEMBI JOKYMEHTALINY;

[TpakTuueckue paboThI
CamocrositenbHble paboThI
HuddepeHnrpoBaHHblii 3a4eT

- OCyIIECTBJSITb ~ XpPaHEHHE M  IOUCK
IOKYMEHTOB,

- OCYLIECTBJISITb aBTOMATH3ALMI0 00pabOTKH

IOKYMEHTOB,

- HCTOJIB30BAaTh  TEJIEKOMMYHHUKAIIMOHHBIE

TEXHOJIOTUHU B 3JIEKTPOHHOM

JOKYMEHTOO00pOTE.

3nanusn

- OHATHS, UedW, 3amayd ¥ npuHiumel | KoHTpombHbIE paboThl,
IEeNOTNPOU3BOICTBA; TECTUPOBAHHUE,

- OCHOBHBIE TOHSTHS JOKYMEHTALMOHHOTO
obecrieueHns yrpaBieHus,

- CHUCTEMBI TOKYMEHTALHOHHOTO 00eCIe4YeH st
yIpaBJIeHHS;

- KJIaCCU(HUKALHUIO TOKYMEHTOB,

- TpeOOBaHMs K COCTaBJICHUIO 1 O()OPMICHHUIO
IOKYMEHTOB,

- OpraHH3aLHI0 JOKYMEHTOOOOpOTa: IMpHEM,
00paboTky, PErucTparmio, KOHTPOJIb,
XpaHeHHe JOKYMEHTOB, HOMEHKJIATYPY AeJL.

3al1UTa NPaKTHYeCKuX pador,
nudQepeHMPOBaHHBIN 3a4eT
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BOITPOCHI K IUOPEPEHIIUPOBAHHOMY 3AYETY
1 BapuanT
1. Kaxoii BapuaHT (OpMYJHMPOBKH MNYHKTA pACHOPSIAMTE]bHOH 4YACTH NpPHKa3a sIBJsieTcs
NpaBHIAbBHBIM?
A) I'naBHOMY OyXranTepy MOArOTOBUTH U NMPEACTABUTh HA YTBEPIKIEHHE CMETY PAaCcXOJ0B Ha
koMaHaupoBku B 2018 r. B cpok 10 20.01.2018.
b) I'maBHOMy Oyxrantepy Amutpueny I1.JI. HOArOTOBUTH U NPEICTABUTh HA YTBEPKIEHHE CMETY
pacxonos Ha koMaHAUPOBKHU B 2018 r. B cpok 10 20.01.2018.
B) I'maBHoMmy Oyxrantepy OOO «Arary I1.JI. IMutpueBy noaroToBUTh U MPEACTABUTH HA
yTBepxkaeHue B cpok 10 20.01.2018 cmery pacxonos Ha kOMaHAUPOBKHU B 2018 1.
I') opyunts rnaBHoMy Oyxranrepy Jmurpueny I1.JI. moaroTroBUTh M NPENCTABUTD HA YTBEPIKACHUE
B cpok 10 20.01.2018 cmety pacxonoB Ha KOMaHIUPOBKU B 2018 .
2.Kakue U3 10OKyMEHTOB OTHOCSITCSI K PACTIOPSIAUTENbHbIM?

A) pOTOKOJI B) npukas nmo Bompocam oO1eli AesaTebHOCTH
b) nHCTpyKTUBHOE MUCHMO I') nonoxxenue
3./{aToil npuKa3a ABJseTCS AaTA...
A) coryacoBaHus B) yTBep:knenus
b) nonnucanust I') perucrpauun
4. Kaxue 10KyMEHTBI OTHOCSITCSI K OPraHM3ALHMOHHBIM ?
A) npukas B) ykazanue
b) nonoxenne I') cpaBka

S.PykoBoauTeib (pUPMbI ¢ NOMOIIBI0O OPraHU3ALHOHHBIX JOKYMEHTOB...
A) ocyuiecTBIIsIeT yBOJIbHEHHE pAOOTHUKOB
b) onpenensier npasa 1 0053aHHOCTH COTPYAHUKOB
B) noormpsier oTnnumBLIerocst paboOTHHKA
I') onpenensier mocnenoBaTeIbHOCTb AEHCTBUIN NMPH BHITOJHEHUH TOH MJIM UHOM padoThI
6.IIpuka3s - 370 NPaBOBOH AKT, H3AABAEMbIH...
A) pyKOBOIUTEJIEM OPraHU3aLUK Ha MPaBaxX €IUHOHAYAINS C LIEbI0 PA3PELICHNs] OCHOBHBIX
BOIPOCOB
b) BrICIIMMYU OpraHaMy UCTIONHUTEIBHON BIACTH
B) pykoBoauTenem opraHu3anuy 1o BONpocam HHPOPMALOHHO-METOANYECKOr0 XapakTepa
I') coBemarenbHBIMU OpraHaMH YUPEKICHUS
7.Kakoe onpenesieHue 0THOCUTCA K cipaBke? «J/lokymeHT, conep:ramuii ...»
A) noapoGHOe onucaHue Kakoro-audo pakTa nim cOOBITUS ¢ BBIBOJAMH H MPEATIOKESHUSIMH aBTOPa
b) nonpoOHbIii X0 KaKoro-1mdo MeporpUsTHsI
B) nepeuens meponpusiTuit
I') noaTBep KIeHNe MM OMUCAHNE TeX WU UHBIX (PaKTOB M COOBITHIA
8.Bo BBOAHOI YACTH PACHIOPSIAUTEIBHOTO JOKYMEHTA COAePKATCS...
A) 1enu ¥ IpUYUHBI CO3MaHMs JOKYMEHTa
b) ocHOBHBIE HanNpaBlIeHHsI ACATEIBHOCTH YUPEIKACHHSI
B) pacnopsikeHust pyKoBOAUTENS
I') cpoku HCTIONHEHUS PACIOPSIKEHUS
9.K kakoii rpynmne 10KyMeHTOB OTHOCHTCSI NPOTOK0J1?

A) K pactopsANTENbHBIM B) x cripaBouHO-MH(POPMALIMOHHBIM

b) x muuHBIM I') x opranu3aLMOHHbIM
10.Kakoro pexkBu3ura HeT B (popmMy.Jasipe CJIy:KeOHOTro mucbma?

A) HAaMMEHOBAHUS YUPEKIACHUS-aBTOPa B) 3aronoBka k TEKCTy JOKyMeHTa

b) HaumeHOBaHUs BUAA TOKYMEHTA I') anpecara
11.Kak Ha3bIBaeTCsl JOKYMEHT, B KOTOPOM OIpPeeIsIIOTCS A0PKHOCTHBIE 00SI3AHHOCTH PA0OTHHKA
yupexaeHus?

A) npasuna B) ycras

b) uncTpykums I') nonoxxenue

12.loxkymeHT, puxcHpYIOIHil X014 00CYyKIEHHS KAKOro-JH00 BOIpoca - 3TO...

13



A) akt B) mpuxkas
b) npotokon I') noknanHas 3anucka

13.K xaxoii rpynne 10KyMEeHTOB OTHOCSITCSI CIIPABKA M JOKJIAJAHASA 3anucKa?
A) k cipaBo4HO-UHYOPMALMOHHBIM  B) k pacnopsauTenbHbIM

b) x muuHBIM I') x opranM3aLOHHBIM

14.Kakasi OprrexHuKa HCNOJb3YeTCs AJIsl ONEePATHBHOM NMepPechblIKH CIyKeOHbIX mucem?
A) KOMITBIOTEP B) xcepokc
b) pakc I') renedon

15.00bsicHUTEIBbHAS 3aNTHCKA MOANUCBIBAETCS...
A) pyKOBOIUTEIEM NPENNPUATHS, OPraHU3aLIH
b) cocraButenem
B) npencenarenem u wieHaMu KOMHCCUH
I') cexperapem pyKOBOAUTEJISI
16.TexcT aKkTa A0/IZKeH 3AKAHYHBATHCS. ..
A) pacchUIKOIl MO 3K3EMILISIpaM
b) oTMeTKOIi O IPUIIOKEHUH K TOKYMEHTY
B) noanucsmu
I') neuarsio
17.3aBepuTtenbHasi HAINKMCH HA JOKyMeHTe «BepHo» ynocrosepsier, 4To...
A) mpaBUIIBHO yKa3aH ajipec
b) macniopTHBIE JaHHBIE 3asIBUTEINSI COOTBETCTBYIOT EHCTBUTEIBHOCTH
B) nara noxymenra BepHa
I') xomust TOKyMEHTa TOYHO COBMAAAET C MOTMHHIKOM
18./10KyMeHT0000pOT - 3TO ABHKEHHE JOKYMEHTA ¢ MOMEHTA...
A) ero co3maHus 10 OTIIPABKU
b) ero nonyuenus 10 MOAIINBKYU B IO
B) ero cozganust 10 NOAIIMBKY B AEJIO
I') ero nosyueHus: wim co3aHus A0 MOIINBKY B €JIO MM OTIIPABKU
19.I'ne pacnoaaraercst pekBu3ut «HazpaHue Buaa 10KyMeHTa»
A) B BepXHe 4aCTH CTPaHMLIbI CIIEBA
b) B BepxHEeM npaBoM yTJIy MO KOJOM MPENIpUATHS
B) cnesa wu nocpenuHe CTpaHULbI
20.Kako# noxkymeHT umeeT peKBH3HT «'pud yrBep:kaeHus»
A) cnyxeOHOe MHCHMO B) npuxas
b) npoTtokon I') akT
21.B cocTaB peKBH3UTA «MOANHCHY» BXOIAT:
A) HaUMEHOBaHKE JOJUKHOCTH, JIMYHAS TIOAMHUCH, €€ paciunugpoBKa
b) HanmMeHOBaHME NOKHOCTH TOJDKHOCTHOTO JIMLA (BKIIIOUAsi HA3BAHHE YUPEKACHUS ), C KOTOPHIM
COIJIaCOBBIBAETCS TOKYMEHT
B) nu4Hast mOATMCH BUBHPYIOLIETO JIHIIA
22.11o mecTy cocTaBJeHHs JOKYMEHTbI MOAPA3AeJSAI0TCS HA:
A) BHYTpEHHUE U BHELIHNE
b) npocTtele u croxHbIE
B) Tunosele, TpadapeTHble, HHANBUAYAIbHbBIE
23.110 opuanYecKoOH cHJie AOKYMEHTBI OAPA3AesI0TCS HA:
A) 0OBIYHBIE, CEKPETHBIE U TSI CITy>KeOHOTO MOJIb30BAHUS
b) nonnmHHBIE U TOAIIOKHBIE
B) nonnuHHMKY (OpUrHHAIBL), KOITHH
24.ABTOpPOM CJIy:Ke0HOI0 MHCHMA SIBJISIETCS...
A) opranmzauus, GpupMa, OT IMEHH KOTOPOH IMOCBLIAETCS TUCHMO
b) nomKkHOCTHOE JIMIIO, KOTOPOE MOChUIAET IMUCHhMO
B) ucnonHuTENH, KOTOPBIH TOTOBHUT MUCHMO
I') nuno, oTnpaBuBIIEe MUCHMO
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25. Ha kakoM (popmaTe OymMaru MCNOJIHSIOTCS CJayKeOHbIe JOKYMEHThI?

A) A2 B) AS
b) A7 I') A4
26.PexBH3HUT ci1y’Ke0HOr0 MHCHbMA - 3TO...
A) 4acTh TEKCTa MUChbMa B) ero otnenbHbIl 37€MEHT
b) pupmennsiit Gnank I') wTamn opraHu3auy, HamUCcaBIIeH MUCbMO

27./1aTOH aKTAa ABJSIETCS AATA...
A) ycTaHOBIIEHHOTO COObITHS  B) yTBepskneHust

b) nonnucanust I') m3rotoBneHus akra
28.Pe30/1101HI0 HA CJTY?KeGHOM MHCbMe MOKHO IHCATh...

A) 10 TeKkcTy nuchbma B) B 0T/ENBHOM CHIELHATBHOM JKypHAJIe

b) Ha otnenbHOM sucte Oymaru I') Ha cBOOOIHOM OT TEKCTa MecTe
29.I'ne nomemaercsi «OTMeTKa 0 MOCTYNJIEHHH A0KYMEHTA B OPraHH3ALHIO»?

A) Ha JIeBOM MoJIe B) Ha HIDKHEM TONTE

b) na BepxHem mose I') Ha mo6GomM cBOOOHOM OT TEKCTa MECTe

30.lokymeHTBI (POPMHPYIOTCS B 1€J1a B COOTBETCTBHH C:
A) nojoxxeHneM 00 yupexIeHun
b) nepeyneM nOKyMEHTAJIBHBIX MaTEPUAIOB C YKa3aHHEM CPOKOB XPaHEHUSI
B) 'OCTom Ha opraHH3aLMOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALIUIO
I') HOMEHKIaTypOil IeN yUpesKaeHHsI
J1) HHCTPYKLIMEH 1O AENONPONU3BOICTBY JAHHOTO YUPEIKACHUSL.
31.Kakyio HH(OPMALIHIO COAEPKUT HTOrOBAs 3aNHCh K HOMEHKJIaType ae?
A) 00 of1ieM KONM4eCTBE 3aBEIEHHBIX e
b) 0 noBpekaeHHBIX PU XpaHEHUH J1eNax
B) o cnaue nen Ha apXxuUBHOE XpaHEHHE
I') 0 He3aBeneHHBIX eIax
32.Bri0epuTe HOMEP NPABHJIBLHOIO YTBEeP:KACHHUS
A) NOCTyNMBIINE B OPraHU3ALHMIO0 JOKYMEHTbI PErHCTPUPYIOTCS CEKpeTapeM BbIOOPOYHO, B
COOTBETCTBUHM C YTBEP>KAECHHBIM «IIprMepHbIM NepeuHeM JOKYMEHTOB, KOTOpbIE HE MOJJIekKaT
perucTpanumny
b) 13 Bcex MOCTyNMBIIMX B OPraHU3ALMIO JOKYMEHTOB CEKPETapb PErUCTPUPYET TOJIBKO Te, KOTOPBIE
NepefaloTCsl Ha PACCMOTPEHNE PYKOBOAUTEIIO
B) Bce mocTynuBIINE B OPraHU3aLHMIO JOKYMEHTBI PETHCTPUPYIOTCS CEKpeTapeM
I') nmoctynuBIINe B OPraHU3alnI0 JOKYMEHTBI CEKPETapb PErUCTPUPYET BHIOOPOUYHO IO CBOEMY
YCMOTPEHHIO
33 Kakoro cnoco0a perucTpanuu He CylecTBYeT:
A) KapTOYHBII
b) sxypHanbHbIH
B) xoHTpONBHBIH
I') aBTOMaTH3MPOBAHHBIIT
34.®aKT NOCTYNJIEHHS JOKYMEHTA B OPraHU3aluI0 (PUKCHPYETCS
A) peructpanmeiil JOKyMEHTa B PerHCTPALIMOHHO-KOHTPOJIBHOH hopme
b) npocraBneHneM OTMETKH O KOHTpPOJIE
B) npocTaBiennemM OTMETKH O OCTYILUICHUN
35.Kakune 10KyMeHTBbI OTHOCATCH K BXOASIIUM?
A) 00BsICHUTEIIBHBIE 3aAITUCKU
b) nomKHOCTHBIE HHCTPYKLINH
B) cnysxebHble mucpma
36.3axoHuYHTe HAYATOE NMPEAJIOKEeHHE OJHHM U3 TPeX BAPHAHTOB oTBeTa: JloKyMeHT0000poT -
ABHKEHHE TOKYMEHTOB B OPraHH3AIHH C MOMEHTA HX CO3JAHHUS 10:
A) nepenayuu Ha MCIIOJHEHUE
b) nonmmBku B feno
B) 3aBepiueHus UCTIOTHEHUS UM OTIPABKU
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37.Kakue MoryT ObITb HOMEHKJIATYPHBI Aea?
A) KOHKpeTHas
b) npumepHast
B) Tunosas
I') Bce BhILIETIEpEUNCIIEHHDIE
38.B HOMeHKIAType AeJ1 JOKYMEeHTbl CHCTeMATH3HPYIOTCSI:
A) 1o BUIaM JOKyMEHTOB
b) no conep:xanuto
B) no cpokam xpaHeHus
I') Bce BhILIETIEpEUNCIIEHHDIE
39.IlonsTHe «/leonpou3BoaACTBO» - ITO:
A) cucrema XpaHeHHsI TOKYMEHTOB
b) cocraBnenme nOKyMeHTOB
B) noxymeHnTupoBaHue u opranuzays paboThl ¢ JOKYMEHTaMU
40.Kaxoii HOpMaTHBHBII JOKYMEHT B OPraHU3ALMH ONpeaesieT MOPSIAOK padoThl ¢ JOKyMeHTaAMH?
A) UHCTPYKIMS TIO IEJIONPOU3BOICTBY
b) pernament paboTsr
41.PerucTpansoHHbIe HHACKCHI KAKHX JOKYMEHTOB MOTYT ObITh 10NOJIHEHbI MePBOi 0yKBOii
(pamunuu aBTopa 10KymMeHTa?
A) nokiaaHble U OOBSICHUTEIbHbIE 3AITHCKU
b) npukassl o TMYHOMY COCTaBY
B) 3asBnenus, sxano0bl v MpeIIoKEeHHsI
42.Kakue TeKCTOBbIe JOKYMEHTAJIbHbIE MOTOKH MOAJIEKAT PeruCTPALHH:
A) TOJIBKO BXOZSIIUE
b) Tonpko ncxomsmue
B) Tonbko BHyTpeHHME
I') Bce BhILIETIEpEUNCIIEHHBIE
43.Kakasi HOMEHKJIATYpa pa3padaTbIBAETCS HA NPEANPUATHH:
A) Tunosas
b) cucremaruzupoBaHHas
B) npumepnas
I') naauBUayanbHast
44.1'ne yka3biBaeTcsi CPOK XpPAHEHHS JOKYMEHTOB:
A) BHU3Y OOJIOXKKY Jena
b) nocepenyue HUXKHETO MOJIS JINIEBOH CTOPOHBI JOKYMEHTA
B) nocepenune BepxHEro MmoJisi JMLEBOH CTOPOHBI TOKYMEHTA
I') mo yemotpenuto cekperapst
45.110 3aBepLIEHNH AeJIONPOU3BOACTBEHHOI0 F0JAa A€/1a, HMEKIHe CPOK XPAHEHHUSs MOCTOSIHHbIHI
WJIH 10JITOBPEMEeHHbIH:
A) mepekyiabIBatOTCs B APYToM mKkad
b) nepenaroTcsi B BEHOMCTBEHHBIH apXHB
B) nepenarorcst B rocyaapCTBEHHBIH apXHB

2 BapuaHT
1.ABTOpPOM CJIy:Ke0HOr0 MHCHMA SIBJISIETCS...
A) opranmzauus, GpupMa, OT IMEHH KOTOPOH IMOCBUIAETCS MUCHMO
b) nomkHOCTHOE JTMIIO, KOTOPOE MOChUIAET IMUCHMO
B) ucnonHuTENH, KOTOPBIH TOTOBHUT MUCHMO
I') nuno, oTnpaBuBIIEe MUCHMO
2.Kakoro pekBusura HeT B (popmyJisipe cJay:ke0HOro nucsma?
A) HAaMMEHOBAHUS YUPEKACHUSI-aBTOPA, B) 3arosioBka Kk TEKCTy TOKYMEHTA,
b) HanmeHOBaHUs BUIAa TOKYMEHTA, I') anpecara.
3.PekBH3HT CJ1y:Ke0HOI0 MHCHMA - ITO...
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A) HacTb TeKCTa MUCbMa B) ero otnenbHbIi 31€MeHT

b) pupmennsiit Gnank I') iuTaMn opranu3aiyy, HanuCaBIIeil MUCHMO
4./laToii akTa AIBJIsIETCA AATA...

A) YCTaHOBJIEHHOTO COOBITHS B) yTBepxnenus

b) nonnucanust I') m3roroBneHus akra
5.Pe30/11011H10 HA CJIYKeOHOM MHCbME MOKHO MHCATh...

A) 1o TeKCTy nuchMa B) B oTnenpHOM crienuanbHOM JKypHase

b) na otnenbHOM sucte Oymaru I') Ha cBOOOAHOM OT TEKCTa MeCTe
6.I'ne nomemaercsi «OTMeTKA 0 NOCTYIJICHUH JOKYMEHTA B OPraHU3aLHI0O»?

A) Ha JIeBOM moJIe B) Ha HKHEM TTONE

b) Ha BepxHeM mose I') Ha m060oM CBOOOTHOM OT TEKCTa MeCTe

7.JokyMeHTBI (PJOPMHPYIOTCSI B 1eJia B COOTBETCTBHH C:
A) nojoxxeHreM 00 yupexIeHIH
b) nepeyneM TOKyMEHTAJIBHBIX MAaTEPHANIOB C YKa3aHHEM CPOKOB XPaHEHHSI
B) 'OCTom Ha opraHH3aLMOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALIUIO
I') HOMEHKIaTypOil eN yUpesKaeHHsI
J1) MHCTPYKLIMEH 1O AENIONPOU3BOICTBY JAHHOTO YUPEIKACHUSL.
8.Kakyto nndopmanuio coaepRuT HTOropasi 3anMch K HOMEHKJIaType ae?

A) 00 of1ieM KoJHYecTBe 3aBECHHBIX JeJT B) o cnaue nen Ha apxuBHOE XpaHEHHE

b) 0 noBpexaeHHBIX MPU XPaHEHUH J1eNax I') 0 He3aBeneHHBIX Aeax
9.Bb10epuTe HOMEP NPABUJIBHOIO YTBEPAKACHHUS

A) NOCTYNMBLINE B OPTraHU3ALMIO JOKYMEHTbI PETUCTPUPYIOTCS CEKpeTapeM BIOOPOYHO, B
COOTBETCTBUM C yTBEP KACHHBIM «[IpuMepHBbIM epeuHeM AOKYMEHTOB, KOTOPbIE HE MOJIEXKAT
perucTpaLum»

b) 13 Bcex MOCTyNMBIIMX B OPraHU3ALMIO JOKYMEHTOB CEKPETapb PErHCTPUPYET TOJIBKO Te, KOTOPBIE
NEePEeJaroTCsl Ha paCCMOTPEHHE PYKOBOAUTEIIO

B) Bce mocTynuBIIME B OpraHU3aIMI0 JOKYMEHTBI PETHCTPUPYIOTCS CEKpeTapeM

I') nmoctynuBIINe B OpraHU3alnI0 JOKYMEHTBI CEKPeTapb PErHCTPUPYET BHIOOPOUYHO IO CBOEMY
YCMOTPEHHIO

10. Kaxoii BapuaHT (popMyJTHPOBKH MYHKTA PACTIOPSIAUTEIBHOH YACTH NPHUKA3a SIBJIsETCSH
NpaBHJIbHbIM?

A) I'maBHOMY OyXranTepy MOArOTOBUTH U MPEACTABUTh HAa YTBEPIKIEHUE CMETY PAaCXOJ0B Ha
xomanauposku B 2018 r. B cpok 1o 20.01.2018.

b) I'maBHOMy Oyxrantepy JAmutpueny I1.JI. HOArOTOBUTH U NMPEICTABUTH HA YTBEPKIEHHE CMETY
pacxonoB Ha komaHaupoBku B 2018 r. B cpok 10 20.01.2018.

B) I'maBHOMy Oyxrantepy OOO «Arary I1.JI. IMuTpueBy noaroToBUTh M MPEACTABUTH HA
yTrBepkaeHue B cpok 10 20.01.2018 cmety pacxonos Ha komaHauposku B 2018 r.

I') opyunts rnaBHoMy Oyxrantepy Jmurpuey I1.JI. moaroToBUTh 1 NpeACTaBUTD HA YTBEPIKIACHUE
B cpok 10 20.01.2018 cmety pacxonos Ha KOMaHAUpPOBKHU B 2018 1.

11.Kakue 3 10KYMEHTOB OTHOCSITCSI K PACNIOPSAANTEIbHbIM?

A) mpoTOKOT; B) npukas no Bonpocam o01el 1esATeNbHOCTH,;
b) nHCTPYKTHUBHOE MUCHMO; I') nonoxxenue
12./laToii npuKa3a siBJasieTcs AaTa...
A) coryacoBaHus, B) yTBepxnenus;
b) nonnucanms; I') perucrpauun
13.Kakue 10KyMeHTBI OTHOCATCSI K OPraHH3aUHOHHBIM ?
A) npukas; B) ykazanue;
b) nonoxenue; I') cnpaska.

14.PyxkoBoauTenb (pUPMbI ¢ IOMOIIBI0 OPraHU3ALHMOHHbIX JOKYMEHTOB...
A) ocymecTBIIsIeT yBOJIbHEHHE PAOOTHUKOB
b) onpenensier npasa 1 0053aHHOCTH COTPYAHUKOB
B) noormpsier oTnnumBLIerocst paboTHHKA
I') onpenensier mocaen0BaTENIbHOCTD ASHCTBUIN NMPU BBITTOJHEHUH TOH MJIM UHOM paboThI
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15.11puka3 - 370 NPaBOBOH AKT, H3AABAEMbIH...
A) pyKOBOIUTEJIEM OpPraHU3aLUH Ha MPaBaX €AMHOHAYAIHS C IIEJIbI0 PA3PEIIeHNs] OCHOBHBIX
BOIPOCOB
b) BBICIIMMYU OpraHaMy UCTIONHUTEIBHON BIACTH
B) pykoBoauTenem opraHu3anuy 1o BONpocam HH(GpOpMarMOHHO-METOANYECKOT0 XapakTepa
I') coBemarenbHBIMU OpraHaMH YUPEKACHUS
16.Kakoe onpenejieHHe OTHOCUTCS K cnpaBke? «/{0KyMeHT, cogep:Kammui ...»
A) noapo6HOe onucaHue Kakoro-audo pakTa mim cOOBITHS ¢ BBIBOJAMHU M MPEAIOKESHUSIMH aBTOpPa
b) nonpoOHbIii X0 KaKoro-1mdo MeporpUsTHsI
B) nepeuens meponpusituit
I') noaTBep KIeHNe MM ONMUCAHNE TeX WM UHBIX (PaKTOB M COOBITHIA
17.Bo BBOAHOI 4acTH PaCHOPSAAUTEIbLHOI0 JOKYMEHTA COAEP/KATCH...
A) 1enu ¥ IpUUUHBI CO3MAHMS JOKYMEHTa
b) ocHOBHBIE HanpaBlIeHUsI ACATETBHOCTH YUPEIKICHHSI
B) pacnopsikeHust pykoBOAUTENS
I') cpoku HCTIOHEHUS PACIOPSIKEHUS
18.K kaxoii rpynne 10KyMeHTOB OTHOCHTCSI IPOTOKO0J1?
A) K pacopsauTeIbHBIM
b) x muuHBIM
B) x cripaBOYHO-MHPOPMALMOHHBIM
I') x opraHn3alMOHHBIM
19.Ha xaxom ¢popmaTte OyMaru uCoTHSIIOTCHA CIyKeOHble JOKYMEHTbI?

A) A2; b) A7; B) AS; I') A4
20.Kak Ha3bIBaeTcs AOKYMEHT, B KOTOPOM ONpPeAesIIOTCS J0/’KHOCTHBIE 00513aHHOCTH PA0OTHHKA
yupexxaeHusa?
A) npasuna, B) ycras;
b) uncTpykuus; I') nonoxenwue.
21./IokymMeHT, (pUKCHPYIOLIHIH X0 00CYKIeHHsI KAKOro-J1u00 Bonpoca - 370...
A) axr; B) mpukas,
b) nporokou; I') nokagHas 3amucka.
22.K kaxo¥ rpynmne J0KyMeHTOB OTHOCSITCSI CIPABKA M AOKJIAAHAs 3anucKa?
A) K cripaBO4HO-UH(OPMALIMOHHBIM, B) x pacriopsimuTenbHbIM;
b) x nu4HbIM, I') k OpraHU3aLUOHHBIM
23.Kakasi OprrexHHKa UCMOJb3YeTCsl VISl ONePATHBHOM MepechLIKH CJyKeOHbIX nmucem?
A) KOMIIBIOTED; B) xcepoxc;
b) daxc; I') Tenedon.
24.Kakue MOryT ObITh HOMEHKJIATYPBI AeJ1?
A) KOHKpeTHas, B) Tunosas;
b) npumepHas; I') Bce BBILIENIEpEUNCTIEHHBIE.
25.B HoMeHKIaType AeJ1 JOKYMEHTbl CHCTEeMATH3HPYIOTCS:
A) 1o BUaM JOKYMEHTOB,; B) no cpokam xpaHeHus,
b) no conep:xanuro; I') Bce BBILIENIEpEUNCTIEHHBIE.

26.ITonsTue «/lenonpousBoacTeo» - 3TO:

A) cucrema XpaHeHHsI TOKYMEHTOB

b) cocraBneHme 1OKyMeHTOB

B) noxymeHTHpOBaHue U Opranu3anys paboThl ¢ JOKYMEHTaMU
27.Kakoii HOPMATHBHBIH J0KYMEHT B OPraHHU3ALHH ONpeae/isieT NOPSIAOK padoThl ¢ JOKYMEHTaMH?

A) MHCTPYKIMS TIO IEJIONPOU3BOCTBY; b) pernament pabotbL
28.PerucTpauoHHble HHAEKChI KAKHX JOKYMEHTOB MOT'YT ObITh JOMOJIHEHbI NepPBoii 0yKBOH
(pamunuu aBTopa 10KymeHTa?

A) noknagHble U OOBSICHUTENbHBIE 3aITHCKH

b) npukassl o TMYHOMY COCTaBY

B) 3asBnenus, sxano0bl ¥ IpeIIOKEeHHSI
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29.Kakue TeKCcTOBbIE AOKYMECHTAJIbHBIE€ IIOTOKH MOAJIERAT PErHCTPALINNA:

A) TOJIBKO BXOJSIIUE; B) Tonbko BHYTpeHHUE;
b) Tonpko ucxopmsmue; I') Bce BBILIETIEpEUNCTICHHBIE.
30.Kakass HOMeHKJIaTypa pa3padaTbiBaeTcst HA NPeANPUSITHH:
A) Tunosas; B) npumepHas;
b) cucremaruzupoBanHas; I') nanuBHOyanbHas.
31.I'ne yka3bIBaeTcsi CPOK XpPAHEHHUS] JOKYMEHTOB:
A) BHU3Y OOJIOXKKH JeN1a; B) nocepenune BepXHEro MmoJisi JIMLEBOH CTOPOHBI JOKYMEHTA,
b) nocepenyue HUXKHETO MOJIS INLEBOH CTOPOHBI JOKYMEHTA, I') mo ycMoTpeHHto cexkperapsi.

32.11o 3aBepLIeHHH JeJIONPOH3BOACTBEHHOI0 roJa AeJa, HMeKlie CPOK XPAHEHHs NOCTOSTHHbIHI
HJIH J0JITOBPEMEHHBIH
A) nepexyaibIBalOTCsI B APYroit mkad
b) nepenaroTcsi B BEHOMCTBEHHBIH apXHB
B) nepenarorcst B rocyaapCTBEHHbIH apXHB
33.00bscHUTE/IbLHAS 3AIIHCKA MOANHCBIBAETCS...
A) pyKoBOIUTEIEM NPENNPUATHS, OPraHU3ALIH
b) cocraButenem
B) npencenarenem u wieHaMu KOMHCCUH
I') cekperapem pykoBoauTes
34.TexkcT aKTa J0/KEH 3AKAHYUBATDHCS. ..
A) pacchUIKOI MO 3K3EMILISIpaMm; B) nopmnucsimy;
b) oTMeTKOIi O IPUIIOKEHNUHN K TOKYMEHTY, I') neuarsto.
35.3aBepuTenbHasi HAANMUCHL HA foKyMeHTe «BepHo» ynocToBepsieT, 4To...
A) mpaBUIIBHO yKa3aH aipec
b) macniopTHbIe JaHHBIE 3asIBUTEINSI COOTBETCTBYIOT EHCTBUTEIBHOCTH
B) nara noxymenra BepHa
I') xomust TOKyMEHTa TOYHO COBMAAAET C MOTMHHIKOM
36./10KyMeHTO0000POT - ITO ABHKEHHE JOKYMEHTA ¢ MOMEHTA...
A) ero co3maHus 10 OTIIPABKU
b) ero nonyuenus 10 MOAIINBKYU B IO
B) ero cozganus 10 NOAIMMBKY B AEJIO
I') ero nosyueHus: wim Co3aHus A0 MOIINBKHU B €JIO MU OTIIPABKU
37.I'ne pacnonaraercs pekBu3uT «HazBanue BUaa 10KyMEHTa»
A) B BepXHeil 4aCTH CTPaHMLIbI ClIEBA
b) B BepxHEeM npaBoM yTIIy MO KOJOM MPENIpUATHS
B) cnesa wiu nocpenuHe CTpaHULIbI
38.Kakoi noxkymeHT umeeT peKBH3HT «'pud yrBep:kaeHus»
A) cnyxeOHOe MUCHMO, B) npuxas,
b) npotoxkou; I') axr.
39.B cocTaB peKBH3UTA «MOANHMCH» BXOAAT
A) HaUMEHOBaHKE JIOJUKHOCTH, JIMYHAS TIOAMHUCH, €€ paciuugpoBKa
b) HanmMeHOBaHUE NOKHOCTH TOJDKHOCTHOTO JIMLA (BKIIIOYAsi HA3BAHHUE YUPEKACHUS ), C KOTOPhIM
COIJIACOBBIBAETCS IOKYMEHT
B) nu4Hast moAMMCH BUBHPYIOLIETO JIHIA
40.ITo mecTy cocTaB/ieHHsI JOKYMEHTbI MOAPA3AC/ISIIOTCA HA:
A) BHyTpeHHUe 1 BHeIHue, b) mpocTsle u cnoxabie; B) Tunossle, TpadaperHble, HHINBUIYATbHbIE
41.11o ropuau4ecKoi cujie J10KyMEHThI NOAPA3Ae/sIIOTCS Ha:
A) 0OBIYHBIE, CEKPETHBIE U TSI CITy>KeOHOTO MOJIb30BAHUS
b) nonnmHHBIE U TOAIIOKHBIE
B) nonnuHHMKY (OpUTHHAIBL), KOITHH
42 Kakoro cnocofa perucTpanum He CyliecTByeT:
A) KapTOYHBII; B) KOHTpONBHBII;
b) s)xypHanbHBII; I') aBTOMaTH3MPOBAHHBIIA.
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43.PaKT NOCTYNJICHHS JOKYMEHTA B OPraHU3auuI0 puxcupyercs:
A) peructpanueil JOKyMEeHTa B PErUCTPALIMOHHO-KOHTPOJIBHOHN popme
b) npocraBneHneM OTMETKH O KOHTpPOJIE
B) npocraBieHreM OTMETKH O MOCTYIUIEHUN
44.Kaxue 10OKyMeHTbI OTHOCATCS K BXOAAIIMM?
A) OOBSICHUTENbHBIE 3aIMUCKH
b) nomxHOCTHBIE HHCTPYKLINU
B) cayxebOnble nucbma
45.3akoHYHTe HAYATOE NMPeAJI0KeHHe OJHUM U3 TpPeX BApUAHTOB oTBeTa: /lokymeHTOO0OpPOT -
ABHIKEHHE TIOKYMEHTOB B OPraHH3alMH ¢ MOMEHTA UX CO3AAHHUSA 10:
A) mepenayuu Ha UCIIOJIHEHUE
b) nommuBku B geno
B) 3aBepiueHus UCTIOJHEHUS HITH OTIPABKU
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