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. MACHHOPT KOMIIVIEKTA ®OH10B OHEHOYHbBIX CPEJICTB
1.1. Ob6sacTs npUMeHeHNs
Cornacuo TpeboBanusim PI'OC K OLEHUBAHMIO KayecTBa OCHOBHOH 00pa3oBaTEIbHOM

mporpaMMel cpeaHero mpodeccuoHanbHoro obpazoanus (manee - OOIl CIIO): «/lns arrecranuu
oOyyaroluxcsi Ha COOTBETCTBHE MX IEPCOHAIBHBIX JOCTHKEHHMH IOATalmHBIM TpeOOBaHUSIM
cootBercTByromert OOIl CIIO (Tekymas ¥ MpOMEXYTOYHAs aTTeCTAIUsl) HCIOIb3YIOTCS (DOHIIBI
OLICHOYHBIX CPE/ICTB, MO3BOJIAIONINE OLICHUTh 3HAHUS, YMEHUSI 1 OCBOCHHbBIE KOMIIETCHLIUN.

KommiekT (oHIa OICHOYHBIX CPEACTB MpeJHa3HaueH MIJisi OpraHu3allud W TPOBEICHHS
TEKYIETO KOHTPOJI YCIIEBAEMOCTH M IPOMEXKYTOUHOW aTTECTAllMH MO y4eOHOW IUCIMILIMHE
«/loxymenranmonnoe obecrneuenue ympasiaeHus» 1o npodeccunm  09.01.03 -  Omeparop
MH(OPMALIMOHHBIX CUCTEM U PECYPCOB.

®OC BKIIOYAET KOHTPOJIbHBIE MaTe€pUalbl s MPOBEIACHHUS TEKYIIEro KOHTPOJIS U
MIPOMEXYTOUHOM aTTecTanuu B popme nuddepeHnnpoBaHHOro 3a4eTa.

1.2 O0beKkThI OLIECHUBAHUS — Pe3yJIbTAThI 0cBOeHUs1 Y /|
Kommiekt @®OC mo03BONIIET OICHHUTH CIEAYIOLIUE pPe3yabTaTbl OCBOCHHUS  Y4eOHOM

TUCHUILTUHBL «J{oKyMeHTannoHHoe obecriedenue ymnpasieHus» o npodeccun 09.01.03 — Onepartop
MH(OPMALIMOHHBIX CUCTEM U PECYPCOB.

B pesynpraTe OCBOGHHMS Yy4eOHOM JTUCHUIUIMHBI «J{OKyMEHTallMOHHOE oOOecreYeHune
yhopasieHus» oOydawoomuiics JAombkeH oOmazate npenycMmorpeHHbimu  @I'OC CIIO  no
cnermanibHocTl 10 npodeccuu 09.01.03 — Omnepatop WHGOPMAIMOHHBIX CHCTEM U PECYpCOB
CIIEAYIOINIMMH YMEHUSIMH, 3HAHHUSIMHU, KOTOPbIE (POPMHUPYIOTCS NPOPECCHOHATBHBIMU M OOIIUMHU
KOMIIETEHIUSIMU JUCHUIUINHBL.

OcBocHME YMEHMN U YCBOCHHE 3HAHUU

OCBOCHHBIE YMEHHUSI, YCBOCHHBIE 3HAHMUS

IToxazarenu oLEHKH pe3yibTaTa

YMenus:

VY 1. - opopMIsATh TOKYMEHTAIMI0 B COOTBETCTBHHM C HOPMAaTUBHOW 0a30il, B TOM 4HCIIE C
UCIOJIb30BaHUEM HH(OPMALIMOHHBIX TEXHOJOTMM CO3JaHHE JIOKYMEHTOB B COOTBETCTBHUH C
®enepanbHbIM 3akoHOM «O0 HHPOpMaIK, HHGOPMATU3ALNN U 3alUTE U UHPOPMAIII

VY 2. - ocBauBaTh TEXHOJOI'MH aBTOMATH3MPOBAHHOW OOpaOOTKM JTOKYMEHTALMU MPOBEACHUE
CPaBHEHHsS PpYYHOTO M aBTOMATU3MPOBAaHHOIO KOHTPOJIA, MX JIOCTOMHCTBA W  HEJOCTaTKH,
IIPUMEHsIEMast TEXHOJIOTUS

VY 3. - ucnonb3oBaTh YHU(PUIMPOBAHHBIE (HOPMBI TOKYMEHTOB OpraHM3alusl YHU(PUKALUUA U
CTaHJIapTU3aL1H, TOHUMAHUE CUCTEMBI JOKYMEHTAIUH, €€ IPU3HAKOB

VY 4. - ocynecTBIATh XpaHEHWE M MOUCK JOKYMEHTOB (DOpMUpPOBAHHE Jeja B COOTBETCTBUH C
HOMEHKJIATypOHl e;

COCTaBJIEHUE aKTa O BBIIEICHUM €] K YHUUTOXKECHHUIO;

odopmieHHe Aena K cjaue B BeIOMCTBEHHBIN apXuB

Y 5. - HCHonp30BaTh  TEICKOMMYHUKAIIMOHHBIE  TEXHOJOTHH B DJIEKTPOHHOM
JTIOKYMEHTOO00pOTE OpraHu3aIus JTIOKYMEHTOO00pOTa C HCITOJIb30BaHuEM CpEeICTB
TEeNIEKOMMYHHUKAITUU

3HaHMuA:

3 1. - moHsATHE, IeNH, 33/1a49H, IPUHIIAIIEI IETONPOU3BOICTBA TOHUMAHHE U OCO3HAHUE POITU
JOKYMEHTa B )KM3HH 4eJOBEKa U O0IecTBa, B chepe yrpasie-HUs U IpoecCHOHaTbHON



NeSITeNbHOCTH, MX OCHOBHBIX (YHKIUH, CcHocoOOB JOKYMEHTHPOBAaHUS, YHH(UKALIUU H
CTaHJIapTU3AIMHU KaK 00 OCHOBHOM HampaBJI€HUH B COBEP-IIEHCTBOBAaHUU JOKYMEHTOB

3 2. - OCHOBHBIE TMOHATHSA JOKYMEHTAIlMOHHOTO OOECHEYeHHUs YIpPaBICHUS MOHMUMAaHUE
ONpeeNieHUi  OCHOBHBIX TEPMHHOB: JOKYMEHT, JOKYMEHTUPOBAaHHE, aBTOp  JOKYMEHTa,
OopUIHMANBHBIN TOKYMEHT, JIMYHBIA JOKYMEHT

3 3. - cucTeMBbl JOKYMEHTAIIMOHHOTO OOecredyeHHsl YIpaBieHHUs NPUMEHEHHWE 3HAHUN
OCHOBHBIX BUIOB U pazHoBuaHocteit OP/l, Bxomsaumx B YCOP/ npu ux opopmieHnn

3 4. - KiaccMpUKAIMIO JOKYMEHTOB OOBSCHEHHME XapaKTepUCTUK H  COCTaBa
OpPraHM-3allMOHHBIX JTOKYMEHTOB (yCTaBa, IOJOKEHUS, MHCTPYKLHH, JOJDKHOCTHON HHCTPYK-LIUH,
IIpaBW); PacHOPSAOUTENbHBIX JIOKYMEHTOB (IIOCTAHOBJIEHUS, IIpUKa3a, pELIEHMs, YyKa3aHus,
COBMECTHOTO  PAcCIOPSIUTEIBHOTO  JOKYMEHTAa);  CHPaBOYHO-WH(POPMAIMOHHBIX  JIOKyMEHTOB
(cmyxe0-HbIX IHUCEM, CIPABOK, 3asBICHUM, TOKJIAIHOMN 3alKCKH, aKTa, IPOTOKOJA); JOKYMEHTOB IO
JTUYHOMY COCTaBY

3 5. - TpeboBaHMs K COCTaBJICHHUIO U O(POPMIIEHUIO JOKYMEHTOB JAEMOHCTPUPOBAHHE 3HAHUS
ocHoBHBIX BUn0B OPJI, Bxonsamme B YCOP/I u npaBun ux odopmiieHus

3 6. - opraHuzanul JOKYMEHTOOOOpOTa: TpHeM, OOpabOTKy, PETUCTPalni0, KOHTPOJIb,
XpaHeHHE TOKyMEHTOB, HOMEHKIIATYpPY JIeJI OpTaHU3aIusl JOKYMEHTO000pOoTa B (MpMe M TIOHUMaHHE
OOIIMX MPUHIUTIOB PabOTHI ¢ JOKYMEHTOIIOTOKAMU

1.3 ®opMblI KOHTPOJIA U OLEHKHU Pe3yJIbTATOB 0cBoeHust Y /[

KoHTposlb M OllEHKa pPe3yabTaTOB OCBOEHUS — 3TO BBIABICHHE, W3MEPEHHE M OLICHHBAHUE
3HaHUH, YMEHHA M (QOPMHPYIOMMXCS OOMMX W MpOo(EeCCHOHATBHBIX KOMIIETEHIIMA B paMKax
ocBoeHus Y/I. B coorBerctBuM ¢ yueOHbIM mmuaHoM 1o mnpodeccuun 09.01.03 — Omeparop
MH(POPMAIIMOHHBIX CHCTEM U PECypCoB, pabodeil MporpaMMOi JMCHUIUTMHBI «J{OKyMEHTalMOHHOE
obecrieyeHre yIpaBleHUs» TMpeAycMaTpuBaeTCs TEKYUIMH W NPOMEXYTOYHBI  KOHTPOJb
PE3yJIBTaTOB OCBOCHHSI.

1.3.1 ®opMbI TeKyIero KOHTPOJIA

Texkymuii KOHTPOJb YCIIEBAEMOCTH TMpEJCTaBlIseT cOo00Ml MpPOBEpPKY YCBOEHHs Y4eOHOTro
MaTepuasa, peryasipHO OCYLIECTBISIEMYI0 Ha MPOTSHKEHMM Kypca oOydeHus. Tekymuil KOHTpOJIb
pe3ynbTaToB ocBoeHUs YJ| B cooTBeTCTBUU ¢ pabouell mporpaMMoil M KajleHJIapHO-TEMATUYECKUM
IUIAHOM TIPOMCXOJUT IPH HCIHOJB30BAaHUU CIEAYIOUIMX 00s3aTeabHBIX (OPM KOHTPOJISA: YCTHBIN
ONpOC, pEUIEHHE CUTYallMOHHBIX 3aJay, IpaKkTU4YecKas TMOATrOTOBKa (IIPaKTUYECKHE 3aHATHUSA),
MIPOBEPKA BBIMOJIHEHUS TBOPUYECKON pabOTHI.

Bce ¢opmbl Tekyiero KOHTPOJIS MPOBOJATCS C IEJbI0 YCBOGHHMS M 3aKperIeHHs
MPaKTUYECKUX YMEHUW W 3HAaHUU, OBNAACHHUS MpodecCHOHATBHBIMU KOMIIETeHUUsMU. B xone
MPaKTUYECKONH MOJArOTOBKM B (POpME MPAKTUUYECKUX 3aHATUN OOydaromuecs MpuoOpeTaloT yMEHHs,
MpeAyCMOTpPEeHHBIE paboueid mporpammoinr Y]/, ydarcss o00CHOBAaHHO BBHIOMpAaTh W aHAJU3UPOBATH
IIOJIy4YE€HHBIE PE3YJIBTATHI, JEJIAaTh BHIBO/IbI, ONUPAACh HA TEOPETUUECKUE 3HAHNUS.

1.3.2 ®opma npoMeKyTOUHOH aTTeCTANNI

[Tpomexxyrounas arrectauus no Y] «JlokyMeHTalMoHHOE oOecleyYeHHue YIpaBICHUS» —
Qg QepeHIIMPOBaHHBIN 3a4eT, MPOBOJAUTCSA B (hOpME TECTUPOBAHUS, IEPEUYEHb BOIIPOCOB COAEPIKUTCS
B nanHoM koMmiuiekte OOC.

OOGyuarommecsi, TonmycKkarTcs K ciade auddepeHIInpoBaHHOTO 3a4eTa MPU BHITIOJIHEHUH BCEX
BUJIOB pabOT M MPAKTUYECKUX 3aHATHUH, MPEAyCMOTPEHHBIX paboyel mporpamMMmoll M KaJeHAAapHO-
TEeMaTHYSCKUM IjIaHoM Y /1.



Pacrnipenenenuie orieHUBaHus Pe3yabTaTOB O0YyUYEHUS 10 BUAM KOHTPOJIS
HanmenoBanue sneMeHTa yMEHUN Wi 3HAHUI

Bungpl arrecranun

Tekyiuii KOHTPOJIb

[IpomexxyTouHas aTTecTarus

VY 1. - opopMIATH AOKYMEHTAIMIO B COOTBETCTBHHM C HOPMATHBHOH 0a30i, B TOM YHCIE C

UCIOJIb30BaHNEM HH(OPMAIIMOHHBIX TEXHOJIOTHI

VYeruplii  orBer. HalOmroneHne M OLIGHKA  BBINOJIHEHHUS IPAKTUYECKOU
(TIpaKTUYECKOTO 3aHSTHS).

3ammuTa MpakTHYECKON MOATOTOBKU (MpakTH4YecKoro 3aHsATHs1) NoS- No2().

HuddepennrpoBaHHbIi 3aUeT

VY 2. - ocBauBaTh TEXHOJIOTUU aBTOMATH3UPOBAHHOW 00pabOTKH JTOKyMEHTAIUN

VYerupiii  orBer. HalmroseHne M OLIGHKA  BBINOJHEHHUS MPAKTUYECKOU
(IpaKkTUYECKOTO 3aHATHSA).

3aiuTa IpakTUYeCKOi MOArOTOBKHU (MTpakTHUecKoro 3aHsTus) No20.

VY 3. - ucnonp3oBaTh yHUUIPOBAHHBIE (POPMBI TOKYMEHTOB

VYerupiii  orBer. HalmroneHne M OLIGHKA  BBINOJIHEHMSI MPAKTUYECKOM
(IPaKTUYECKOTO 3aHSITHS).

3amuTa IpakTUYECKON MOATOTOBKHU (IpaKkTudeckoro 3aHsaTus) NeS- Nel7.

VY 4. - ocylecTBIATh XpaHEHHUE U IIOUCK IOKYMEHTOB

Ycrubii  orBer. HalOmroneHue W OLIEHKA  BBIIOJIHEHUS MPAKTUYECKOU
(IpaKkTUYECKOTO 3aHATHSA).

3amuTa IpakTHYECKON MOArOTOBKHY (MpakTudeckoro 3aHsaTus) Nel8- Ne20.

Y 5. — ucnone3oBaThb  TEJIEKOMMYHUKAIlMOHHBIE  TEXHOJOTMU B
JIOKYMEHTO000pOTE

VYerueiit  otBer. HalmromeHume © OlEHKA  BBINIOJIHEHHMS]  MPAKTUYECKOU
(IpaKTHUYECKOTO 3aHATHS).

3amuTa IpakTHYECKON MOJArOTOBKHU (ITpakTudeckoro 3aHsaTHs) Ne20.

3 1. - noHsTHE, LIENH, 3a/1a4H, IPUHIUIIBI AETONPOU3BOICTBA

Y CTHBIN OTBET, TECTUPOBAHUE.

KoHTponb BhINONHEHUS TBOPUYECKO pabOTHI IO TEMaM.

3 2. - OCHOBHBIE TIOHATHS TOKYMEHTALIMOHHOTO 00eCTIeUeHNUs yIIpaBIeHUS

YCTHBIN OTBET, TECTUPOBAHUE.

KoHTposb BBITOTHEHNS TBOPYECKON PabOTHI IO TEMaM.

3 3. - CUCTEeMBI IOKYMEHTAIIMOHHOTO 00ECTICYCHNS YIIPaBICHUS

Y CTHBIN OTBET, TECTUPOBAHHUE.

KoHTposb BBINOTHEHNUS TBOPYECKOH pabOTHI 110 TEMaM.

3 4. - xiaccupUKaIMO JOKYMEHTOB

Y CTHBIN OTBET, TECTUPOBAHUE.

KoHTposb BBINOTHEHNS TBOPYECKOH pabOThI 11O TEMaM.

3 5. - Tpeb6oBaHMs K COCTABICHHUIO U O()OPMIICHUIO TOKYMEHTOB

IMOATOTOBKHU

IIOATrOTOBKH

IIOArOTOBKHU

IIOATrOTOBKH

QJICKTPOHHOM

MOATOTOBKU

Ha6J'IIOIleHI/IC 1 OIICHKA BBIITOJTHCHUA HpaKTquCKOﬁ IOATOTOBKHU (npaKTqucxoro 3aHSITI/ISI).

Y CTHBIN OTBET, TECTUPOBAHUE.
KoHTposb BhINONHEHUS TBOPUYECKOI pabOTHI IO TEMaM.

3 6. - opraHuzanMio JOKYMEHTOOOOpOTa: MpHEM, 00paboTKy, pEerucTpanuio, KOHTPOIIb,

XpaHeHHue TOKyMEHTOB, HOMEHKJIATYPY A€



HaGmronenue u orieHKa BBITIOTHEHUS TPAKTHYECKON MOITOTOBKU (IIPAKTUIECKOTO 3aHATHS).
Y CTHBINM OTBET, TECTUPOBAHUE.
KOHTpoJIb BBHIMOTHEHUS TBOPUYECKON PabOTHI IO TEMaM.

1.4 Cucrema ouenuBanus komiuiekta @OC Tekylero KOHTPOJIsi M MPOMeKYTOUHOMH
arrecTaluu

[Ipu ouleHMBAaHUU MPAKTUYECKOW MOATOTOBKU (IIPAKTUYECKOIO 3aHSATHS) M TBOPUYECKOM
paboThl 00y4YaIOIIErocs YUUTHIBACTCS CIEAYIOLIEE:

%, Ka4ecTBO BBINOJHEHHS MPAKTHUYECKOW YacTH TBOPUECKOH pabOThl M MPAKTUYECKOTO
3a/laHus;

%, KayecTBO O(hOPMIICHHUSI OTYETA MO BHITIOJIHEHHOW padoTe;

%4 KaueCTBO BBITIOJIHEHUS TECT-3aJaHHsI TIPAKTUIECKOTO 3aHSITHSL.

Kaxp1if BuJ paboThl OLIEHUBAETCs 1O MATH OanbHOM 1IKae.

«5» (oTnuMyHO) — 3a r1yOOKOE W TOJHOE OBJAJCHUE COJEpX)aHWEM y4eOHOro marepuana, B
KOTOpPOM 00y4aroluiics cBOOOJHO U YBEPEHHO OPHUEHTUPYETCS; 32 YMEHHE NPAKTUYECKU IPUMEHSTh
TEOpPETUYECKHE 3HAHHUS, BBICKAa3bIBaTh M OOOCHOBBIBaTH CBOM CyxJeHHs. OueHka «5» (OTIMYHO)
IpearnosiaraeT rpaMOTHOE M JIOTHYHOE U3JI0KEHUE MaTepuaa.

«4» (xopolo) — eciau O0yYaroLUiics MOJIHO OCBOWJI Y4eOHBIH Marepuai, BiajeeT HaydHO-
MOHATUIHBIM  aNmapaTtoM, OPHUEHTUPYETCS B H3YYEHHOM MaTepualie, OCO3HAHHO IPHMEHSET
TEOPETUYECKHE 3HAHMS Ha MPAKTHKE, TPAMOTHO M3JIaraeT MaTepuai, HO CoJlep)KaHue u ¢popma OTBETa
UMEIOT OT/EIbHbIC HETOYHOCTH.

«3» (YIOBJIETBOPUTEIHHO) — €CJIM OOydYarolmuicss OOHApy»XMBaeT 3HAHUE M TMOHUMAaHHE
OCHOBHBIX MOJOXEHUH Y4eOHOro Marepuajga, HO HU3JIaraeT €ro HEeIMoJIHO, HEeNoceI0BaTeIbHO,
JIONyCKAaeT HETOYHOCTH, B MPUMEHEHMHM TEOPETHYECKMX 3HAHUM TNpU OTBETE Ha MPaKTHKO-
OpPHEHTUPOBAHHBIE BOIIPOCHI; HE YMEET J0Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYKICHUS.

«2» (HEyIOBIETBOPUTENIBHO) — €CJIM OOydaroUMiics HMMeeT pa3po3HEHHbIE, OECCUCTEMHBIE
3HaHUS, JOMyCKAaeT OMMOKMA B ONpEICNCHHH 0a30BBIX TOHSATHH, MCKa)XAeT MX CMBICI; HE MOMKET
MPAaKTUYECKH MPUMEHSATh TEOPETUIECKNE 3HAHMS.

Tect oneHuBaeTcsi TO TATH OATbHOM IIKaje CIEAYIOIMIMM 00pa3oM: CTOMMOCTH KaKIOTO
Borpoca 1 Oam. 3a mpaBWIBHBIA OTBET O0ydaromIuiics momxydaeT 1 6ani. 3a HEBEpHBIM OTBET WIH €0
OTCYTCTBHE OalIbl HE HAUUCIISIOTCS.

Omnenka «5» coorBercTByeT 90% — 100% npaBHIIbHBIX OTBETOB.

Onenka «4» coorBercTBYyeT /5% — 89% npaBUIBHBIX OTBETOB.

Onenka «3» coorBeTcTBYeT 55% — 74% npaBHIBHBIX OTBETOB.

Omnenka «2» coorBercTBYeT 0% — 54% mpaBUIIBHBIX OTBETOB.



Il . Cucrema Tekyero KOHTPOJIA U OLEHKH Pe3yJbTATOB 0CBOEHHMS NIPOrPaMMbl

yueOHOo JUCHMILTHHBI

Tema 1.1 [lonsatue, enu, 3aa4y U MPUHITUIIBI ACIONPOU3BOICTBA

Bormpocs! 1u1st hpoHTAIBHOTO OIpoca:
1. Yto coboii nmpeacTaBisieT JOKYMEHTOBEACHUE?

2. Yto Takoe TOKyMEHT?

3. Uro mpencTaBisieT cOO0H AETONPOU3BOACTBO?

4. B3aumocBsI3aHbl JIM TIOHATUS «YMPABICHUE», «HHPOPMAIUN», «ICIOMPOU3BOJCTBOY,
«IOKYMEHT»?

5. Uro nmoka3pIBalOT MUCbMEHHBIE JJOKYMEHTHI JIOIIE/IINE IO HALLIETO BPEMEHU?

6. HazoBure ocHOBHBIE JOKYMEHTHI [IpeBHEPYCCKOrO rocyaapcTBa.

7. Kakue aBa neprona BBIACIAIOTCS B UCTOPHUH JAenonpou3Boactsa Poccun?

8. UYro takoe cronben?

9. Yto npencraBisrOT coO0H rpaMoOThI?

10. HazoBure ompeeneHue 4eI00UTHOM TPaMOTEHI.
11. B kaxom roay Iletp | BBoaut B oOparmienue repooByro oymary?
12. B kaxom rogy llerp | u3maer ykaspl 00 oTMeHe cTONOIOBON (OPMBI JOKYMEHTA U

BCeOoOIIeM mepexo/ie K TeTpasHoi hopme (JIMCTOBOW M KHIKHOMN)?
13. B kakoMm roxy Obu1 yTBepkIeH «I eHepaabHbIi periaMeHT»?

14. Yto cobo¥i npeacTaBiIseT HOPMATHBHO-TIPaBOBas 0a3a’?

15. Yro cocraBnsieT HOpMaTUBHO-TIPABOBYIO 6a3y?
16. Kakue ¢pyHKIMM JOKYMEHTa BHI 3HaeTe?

Tema 1.2. YHu(UKausa U CTaHAApTH3ANNS YIIPABICHYECKON JOKYMEHTAIHH

Bompocs! 115t ppoHTanbHOTO Orpoca:

1.Kakue cnocoObl yHH(UKaLIUK TEKCTa BbI 3HaeTe?

2.Yro Takoe yHUpUKALUS JOKYMEHTOB?

3.JlaiiTe onpeneneHne craHAapTU3aLUU JOKYMEHTOB

4 .HazoBure ocHoBHyt0 1ens ['CAO0Y

5. Yto Takoe yHUpHUIHPOBaHHAs (popMa TOKYMEHTOB?

6. 'maBHas 1enp co3ganust yHUGUIIMPOBAHHON (OPMBI TOKYMEHTOB?

7. Ha xakue ¢popMbl pazziensitorcsl yHupuunpoBaHHble (OPMbI JOKYMEHTOB?
8. Uro ycranasnuaer 'OCT P 6.30-2003?

[TpakTuyeckas moaAroToBka (mpakTuueckoe 3anstue Ne 1)

Tema: «Knaccudpukanuu oObeKTOB CTaHAAPTU3ALIUN

Lenp: «Hayuuthbes kinaccudukanuu 00bEKTOB CTaHIAPTU3AIHID)
[TopsiioK BBIMOTHEHUS:

1. O3HakoMbTeCh C OOBEKTAMU CTaHIAPTU3AIIIH.
2. CocTaBbTe cxeMy KilaccuuKauu 00bEeKTOB CTaHAapTH3AIUH.

3. PesynbTat nmpeaocTaBpTe MpernoiaBaTeio.

Tema 1.3. Knaccudukanus ToKyMeHTOB. TpeOOBaHHS K COCTaBICHHIO M O(OPMIICHHUIO

JIOKYMEHTOB

Bompock! st ppoHTaNBEHOTO Ompoca:



1.Ha xakue ueTsIpe rpymnmsl aeautbes cucrema OPJ1?

2.Ha xakue aBe rpynmsl! JeIuThCsl HHOOPMAMOHHO-CIIPAaBOYHAs! TOKYMEHTaLMs?
3.I1o kakoMy cTaHIapTy OPOPMIISIOTCS TOKYMEHTHI?

4.Yro takoe OiaHk?

[TonsiTrst 00 OpraHU3AIMOHHBIX TOKYMEHTaX

Bonpocs 1ig pponTansHOro ompoca:

1.Yto Takoe opraHu3alvOHHbIE JOKYMEHTHI U UTO OHU PEAIU3YIOT?
2.YT0 OTHOCUTBCS K OPraHU3alMOHHBIM JOKYMEHTaM?

3.YTo Takoe ycTaB U KaKue pa3/ielibl B HEM CYIIECTBYIOT?
4.Yto0 Takoe 1nonoxeHue?

5.Yr1o Takoe nonoxeHue 00 opraHuzanun’?

6.Yto Takoe 1oroBop?

7.YT0 Takoe MHCTPYKIIHS?

8.UTo Takoe AOKHOCTHASI HHCTPYKIIHS?

9.13 4ero coCcTOUT TEKCT AOJKHOCTHON MHCTPYKLUN?
10.YTo Takoe mpaBuiia BHYTPEHHETO TPYJOBOTO pacropsaka’?
11.Yto Takoe permameHt?

12.Y10 Takoe CTpYKTypa U IITATHASI YUCIEHHOCTh?

13.Yrto Takoe mraTHOE pacnucaHue?

PacriopsimuTenbHBIE TOKYMEHTHI

Bonpocs! 1151 hpoHTanbHOTO onpoca:

1.Yrto Takoe pacopsAUTENbHBIN JOKYMEHT?

2.Ha 4T0 nmenuthes pactiopsauTeNbHas JOKYMEHTAIHUS ?
3.Yro Takoe npuxasz?

4.Ha xakue 4 3Tana MOKHO pa3AeTuTh NpuKas?

5.Uto Takoe pacnopspkeHue?

6.UT0 Takoe BBINMKUCKA U KaK OHa ohopmiIsieTcs?

7.4t0 Takoe mocTaHOBJICHHUE?

8.Uto Takoe ykazaHue?

CripaBo4HO-MH(OPMAITMOHHBIE TOKYMEHTHI

Bomnpocs! 11t ppoHTanbHOrO ompoca:

Yro Takoe HHPOPMALMOHHO-CIIPABOYHBIE JOKYMEHTHI?
Ha 4uto nmoapaznensercs nHPOpMAIIMOHHO-CIIPAaBOYHAs JJOKYMEHTAIHs?
Yro Takoe ciyxeOHOE MUCHMO?

YTo BXOJUT B COCTaB CIyXEOHOTo mucbMa?

Kakue nucbma oTHOCATCS K IEpBOM rpymme?

Kaxue nucbma oTHOCATCSA KO BTOpOM rpymmne?

Yro Takoe opepta?

Pa3HOBUIHOCTH CITy)K€OHBIX Mucem?

. Yro Takoe nporokon?

10. Yro Takoe akt?

©CoNabkwdE

11. Kakue MoryT ObITh aKThI?
12. Yto Ttakoe cnpaBka?



13. KakuMu MOTyT OBITH CIIpaBKH?

[IpakThyeckas HOATOTOBKA (IpakTUUecKoe 3aHsaTue Ne 2)
Tema: «I[IpaBuna opopMieHUsT JOKYMEHTOBY

Llens: «HayunThest mpaBuiaM opOpMIICHHS TOKYMEHTOBY
[Tops10K BBINOJIHEHUS:

1. YcTanoBuTe pazMepsl Oymaru, IpUMEHIEMON B JACIIOMPOU3BOACTBE U 0OPMUTE
(dhopMaThl B BHJIE TAOIHUIIBL.

2. O3HaKOMBTECH C pa3Mephl MOJEH CIYKEOHBIX JOKYMEHTOB W OTOOpAa3uTe MX
CXEMAaTHUYHO.

3.  Pesynbrar npepoctaBpTe MpenogaBaTelio.

[pakTrueckas mOAroToBKa (mpakTuueckoe 3ansarue Ne 3)

Tema: «TpeOoBaHUS K COCTaBICHUIO B O()OPMIICHUIO JOKYMEHTOBY

Llens: «Hayuntbesi  cocTaBieHHIO M O(GOPMIICHHUIO JOKYMEHTOB B COOTBETCTBHU C
TpeOOBaAHUSIMI)

[Topsimok BBITOJTHEHUS:

1.  O3nakombTeCh C TPeOOBAHUSIMHU K COCTABJICHUIO U O(OPMIICHHIO JJOKYMEHTOB.

2. OdopMuTe TOKYMEHT, HCIONb3ys MPAaBUIBHBIN pa3Mep MoJieil, BCTaBbTE HYMEpPALUIO
CTpaHUIl, MPUMEHUTE pa3Hble CIIOCOObI HAMMUCAHUS AT, YHCEN U COKPAIICHHHA.

3. Pesynbrar nmpemoctaBeTe MpemnogaBaTelio.

[pakTryeckas MOAroToBKa (mpakTHueckoe 3ansatue Ne 4)

Tema: «CocTaB U CXeMBbI PACIIOIOKEHUS] PEKBU3UTOB)

[{enb: «O3HaKOMUTBCS C COCTABOM M CXEMOM pacloJIOKEHUsI PEKBU3UTOB B CIIYKEOHBIX
JOKyMeHTax B cooTBeTcTBUU ¢ TpeboBanusmMu ['OCTa na OPI»

ITopsinoK BBINOJHEHHUS:

1. Osnakombtech co cranaaptom I'OCT P 6.30-2003

2. O3HaKOMBTECh CO CXEMOM PacIoIOKEeHUsI pEeKBU3UTOB Ha popmate A4 yriioBoro
OnaHKa.

3. Ortobpa3ute ee cXxeMaTHUHO, PACCTABHUB HOMEPA PEKBU3UTOB.

4.  Pe3ynbTar npeaocTaBbTe MPeENoaBaTelio.

[MpakTHueckas MOAroToBKa (mpakTHueckoe 3ansatue Ne 5)
Tema: «IIpaBuna oopmieHus 61aHKOB, UX BHJIBD)
[ens: «O3HAaKOMHUTBCS ¢ TpaBuwiIaMu  O(GOpMIICHHUS OJIAHKOB, MX BHJIAMH B CIIYKEOHBIX

JTOKYMEHTaxX»

[Tops10K BBIMOIHEHUS:

1. Osnakombrech co cranaaptrom I'OCT P 6.30-2003 na opopmienue O61aHKOB
KOHKPETHOTO BUJIa TOKYMEHTOB.

2. Odopmute B COOTBETCTBUHM C 00Opa3lioM OOIIMA MPOAOJBHBIN OJIAHK OpraHW3aIlNH;
o0IniA yraoBoi OJIaHK OpraHU3aIUH.

3. OdopmuTte B COOTBETCTBUM € 00pa3loM OOIIMKA MPOJOIbHBIN OJaHK MUChMa
OpraHu3aIyy; OOLINH yriIoBoil OJaHK MUChMa OpraHU3alUH.

4, OdopmuTe B COOTBETCTBUHU ¢ 00pa3ioM OJaHK KOHKPETHOTO BHUA JTOKYMEHTa
OpraHu3aIMH.



5. Pesynbprar npenoctaBpTe MpeNnoaaBaTelllo.

[pakTHyeckas mOAroToBKa (mpakTuueckoe 3anarue Ne 6)

Tema: «OdhopmiieHre peKBU3UTOB B cOOTBETCTBUHU ¢ TpeOboBanusiMu ['OCTa na OPI»

Lenb: «O3HAKOMUTBCA C MpaBUIaMU OPOPMIICHUS PEKBU3UTOB CIIY)KEOHBIX JOKYMEHTaX B
cootBeTcTBUH ¢ TpeboBanusmu 'OCTa na OP/»

[TopsimoK BBITOJHEHUSA:

1. O3znakombTech co ctangaaprom ['OCT P 6.30-2003 na odopmieHue peKBU3UTOB
JIOKYMEHTOB.

2.  3akoHCIEKTUpPYHTE MpUMepsl 0(POPMIICHHUS PEKBU3HUTOB.

3.  Pesynbrar npepoctaBpTe MpenogaBaTelio.

[pakTrueckas MoAroToBKa (IpakTuueckoe 3austue Ne 7)

Tema: «OdopmiieHne opraHu3allMOHHO-TIPABOBBIX JOKYMEHTOB: YCTaB, OJOXKECHUE

Llens: «Hayuutbcst OQOPMIICHHIO  OPTraHU3AIMOHHO-TIPABOBBIX  JIOKYMEHTOB:  YCTaB,
HIOJIOKECHUEY.

[Topsi10K BBINOIHEHUS:

1. O3HaKOMbTECh C YCTaBaMU OpraHU3alMM (KOMMEpPUECKOH U 0Opa3oBaTebHOIN),
HIOJIOKEHHUEM.

2.  3aKOHCIEKTHUPYITE HAMMEHOBAaHHE Pa3/eiIOB YCTaBa, MOJIOKEHHS.

3. PesynpraT mpenocraBbTe MPENOAABATEIO.

[pakTHueckas mOAroToBKa (mpakTuueckoe 3anstue Ne 8)

Tema: «OdopmieHne opraHn3allMOHHO-TIPABOBBIX TOKYMEHTOB: JOKHOCTHAS! MHCTPYKIIMS,
LITATHOE PACIIMCaHHUE

Llenb: «HayunTthcst 0ohOpMIIEHNIO OPraHU3aLMOHHO-TIPABOBBIX JOKYMEHTOB: JOJKHOCTHAS
MHCTPYKLHS, IITATHOE PACIIUCAHHEN.

[TopsinoK BBIMOIHEHMUS:

1.  O3HakoMbTECH C MPUMEPAMU JOKHOCTHBIX MHCTPYKIUH, IITATHBIM pacliCaHUEM.

2.  3akoHCIEKTUpPYHTe HAaMMEHOBaHHUE Pa3/eNIOB TOKHOCTHBIX HHCTPYKIIHH.

3. Hcnons3ys popmy T-3, mo mpumepy caMoCTOATEIbHO pa3paboTaiiTe M 3aroyiHuTe
LITAaTHOE PACIMCaHUE OPraHU3aLNN.

4.  Pe3ynbTar mpeaocTaBbTe MPENoaBaTeo.

[IpakTHyeckas mOAroToBKa (mpakTuueckoe 3anarue Ne 9)

Tema: «OdopmieHne pacopsSAUTENbHBIX JOKYMEHTOB: MIPUKA3 M0 OCHOBHOM JESATENIbHOCTH U
JMYHOMY COCTaBY»

[enb: «Hayuntbest oopMIICHUIO pacOpSIUTENbHBIX JOKYMEHTOB: IIPUKa3 10 OCHOBHOM
JESATENIBHOCTH U IMYHOMY COCTaBY».

[TopsiOK BBINOIHEHMUS:

1. O3HaKOMbTECH C MPUMEPAMHU MPUKA30B M0 OCHOBHOMU JIEATEIBHOCTH U JTUYHOMY
COCTaBYy.

2. Ilo npumepy odopmuTe IPUKa3bl IO OCHOBHOU JIEATEIBHOCTH U JUYHOMY COCTaBY.

3. Hcmone3ys hopmy T-1, camocToATeNbHO pa3paboTaiiTe M 3aIOJTHATE TPUKA3bI, BBITTHCKY
U3 IpUKa3a.

4.  Pe3ynbTar MpeaocTaBbTE MPENOJaBaTENIIo.
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[TpakTryeckas moAroToBka (mpaxkrudeckoe 3austue Ne 10)

Tema: «OdopmieHre paciopsIUTENbHBIX TOKYMEHTOB: PacloOpsKEHHUE, YKa3aHHE»

Ilenb: «Hayuntbcss oQoOpMIIEHHIO pacloOpsIUTEIbHBIX JOKYMEHTOB:  pacloOpsiKEeHHUE,
yKa3zaHUe».

[TopsimoK BBIIOJHEHUSA:

1.  O3HakoMbTECH C IPUMEpPAMU PACTIOPSKEHUS, YKa3aHUS.

2. Ilo npumepy oopMuTe pacnopspKeHHe, yKazaHHe.

3. CamocrosTenbHo pa3zpaboTtaiite 1 0pOPMHUTE paclopsHKEHNE, yKa3aHUe.

4.  Pe3ynbTar npeaocTaBbTe MPENOAaBaTENIO.

[pakTryeckas MoAroToBka (mpaktuueckoe 3aHsTue Ne 11)

Tema: «OdopmiteHne pacOpsSANTEIHHBIX JOKYMEHTOB: TTOCTAaHOBJICHUE, PCIICHUE)

Llens: «Hayuutbcss OQOPMIICHHIO paCIOPSIUTEIbHBIX JOKYMEHTOB: IOCTaHOBJICHUE,
peIICHHEY.

[Topsi10K BBIMOJHEHUS:

1.  O3HakoMbTeCh C MPUMEpPaAMU OCTAHOBJICHUS, PEIICHUS.

2.  Ilo npumepy ohopMHUTE TOCTAHOBIICHHE, PELICHHUE.

3. CamocrostensHO pazpadboTtaiiTe 1 0pOpMHUTE TIOCTAHOBIICHHE, PEIICHHE.

4.  Pe3ynpTar mpeaocTaBbTe MPENOIaBaTENIO.

[pakTrueckas MoAroToBKa (mpaktuueckoe 3anstue Ne 12)

Tema: «Odopmnerne nHHOPMAITIOHHO-CIIPABOYHBIX IOKYMEHTOB: MTPOTOKOJ, aKT»

Llens: «Hayuntbes odopmiieHuio HHGOPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB: IPOTOKOI,
aKT».

[Topsimok BBITOJTHEHUS:

1.  O3HakoMbTeCh C IpUMEpPaMH JTOKYMEHTOB: POTOKOJ, aKT.

2. Ilo mpumepy odopmuTE TPOTOKOI, aAKT.

3. CamocCTOATEeNBbHO COCTaBbTE U O(POPMUTE MPOTOKOJ, AKT.

4.  Pe3ynbTar npeaocTaBbTe MPENoaBaTellio.

[MpakTrueckas moAroToBka (mpaktuueckoe 3anstue Ne 13)

Tema: «Odopmienue  UHOOPMANMOHHO-CIIPABOYHBIX  JOKYMEHTOB:  JIOKJQJHAas W
OOBSICHUTENbHAS 3alMCKU, CIIPABKa U IPYTHE)

Lens: «Hayuntbest opopmieHno nHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB: JOKJIaIHAS U
OOBSICHUTEINbHAS 3alIUCKU, CIIPaBKa U IPYTHX)».

[Topsimok BBITOJTHEHUS:

1. O3HaKOMbTECH C IPUMEpPaMH JIOKYMEHTOB: JOKJIaJHas, OOBbsSCHUTENIbHAS U CIIy)KeOHas
3aluCKH, CIIpaBKa.

2. Tlo npumepy ohopMuUTE TOKYMEHTHI.

3. CaMocTOsATeNbHO COCTaBbTE U OPOPMHUTE TOKIATHBIE, OOBICHUTEIBHBIE U CITY)KEOHBIE
3aMmucKu, NHHOPMAIIMOHHYIO CIIPABKY.

4.  Pe3ynbTar mpeaocTaBbTe MPENoaBaTeo.

[IpakTHyeckas MOAroToBKa (mpakTuueckoe 3anarue Ne 14)
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Tema: «CoctaBienue u opopMIICHHE AETOBBIX TUCEM: TUCbMO-3aMpPOC, MMCbMO-0TBET,
IIPETEH3UOHHOE [TUCHMO»

Ilenb: «HayuuTbCst COCTaBICHUIO U O(DOPMIICHHUIO JENIOBBIX MUCEM: NMHUChMO-3aIpOC, TUCbMO-
OTBET, IPETEH3UOHHOE MTUCbMO, 0epTa U IPYTux».

[Topsi10K BBINONHEHUS:

1.  O3HakoMbTECH C IPUMEPAMH CIIYKEOHBIX ITHCEM.

2. Ilo npumepy opopmute nHHOPMAITMOHHOE TTHCHMO.

3. CaMOCTOSTENFHO COCTaBbTE M O(POPMHUTE MUCHMO-3AMPOC, MUCHMO-O0TBET, PETEH3UOHHOE
MCHMO, odeprTa.

4.  Pe3ynbTar mpeaocTaBbTe MPENOIaBaTENIo.

Tect «OcHoBHbIe ToHATHS JIOY. JIokyMeHT U ero GhyHKIHI

BOITPOC N 1. [Ienonpou3BoicTBO-3TO

Tun Bonpoca: 1. Bei0op equHCTBEHHO NMPaBUIBHOIO OTBETA

Ilena Bompoca (6amioB): 1

BapuaHTOB OTBETOB:

1. oTpacipb IesATenbHOCTH, 0OeceunBaroias J0KyMEHTUPOBAHUE U OPraHU3alllio0 paboThI €
opUIHATEHBIME TOKYMEHTAMU

2. 910 o0ecreyeHne JBMKCHHS IOKYMEHTOB B amlapare yIpaBlICHHs, WX WCIOIb30BAHUS B
CTIPABOYHBIX LIEJSIX M XPAHEHHS.

BOITPOC N 2. JIokyMeHT - 3T0
Tun Bompoca: 1. Bei6op ennHCTBEHHO MPaBUIBLHOTO OTBETA
Llena Bompoca (6amioB): 1

BapunaHTOB OTBETOB:

1. 3aduxcupoBaHHass Ha MaTepUaIbHOM HOcUTele HMHPOpMaus C PEKBU3UTAMH,
MO3BOJISIIOIIMMU €€ UACHTU(DUIINPOBATD

2. 3aduKCUpOBaHHAsT HHPOPMAIIHS, CO3/IaHHAs IOPUINUECKUMH WITH (PU3NIECKUMU JTHIIaMHU

BOITPOC N 3. JIokyMeHTHI pa3Iu4yaroTcs O CTaIUsIM CO3TaHUS:
Tun Bompoca: 2. BeiOop BO3MOKHBIX MPAaBUIBHBIX OTBETOB
[lena Bompoca (6amioB): 1

BapunaHTOB OTBETOB:

. YEPHOBHUK

. OeJI0BUK

. IPaBUJIbHBIN

. IOIJIMHHUK

. KOITH s

. IyOnuKar

. BBIIIACKA

0O N O OTh WN -

. MACbMEHHBIN

BOIIPOC N 4. Kak pacumdpossiBaetrcst OP1?

Tun Bompoca: 1. Beibop eaHCTBEHHO TPaBUIILHOTO OTBETA
Ilena Bompoca (6awtoB): 1
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BapuaHTOB OTBETOB:
1. opranuzanMOHHO-pacOPSIAUTEIbHbIEC IOKYMEHTHI
2. OpraHU3aIMOHHO-PACTIPOCTPAHUTEIIBHBIE JJOKYMEHTBI
3. oduIMaAIbHO-PACTIOPATUTENIbHBIE TOKYMEHTBI
BOITPOC N 5. Ilox yaudukanuei moHuMaeTcs
Tun Bonpoca: 1. BeiOop ennHCTBEHHO MPaBUIBLHOIO OTBETA
Ilena Bompoca (6ayutoB): 1
BapuaHToB 0TBETOB:
1. npuBenenue yero-mubo K eqUHON cucteme, popme, eAMHOOOPA3UI0
2. oOpasery, 3TaJIoH, MOJIECIb U T.]I.
BOIIPOC N 6. Crangaptu3zanus-
Tumn Bompoca: 1. BeiOop eqMHCTBEHHO MPaBUIILHOTO OTBETA
[ena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. 5310 pa3paboTka ONTUMAJIbHBIX TMpaBUI U TPeOOBaHUW MO TOJTOTOBKE,
0o OpMIICHHUIO, YUETy, XPaHEHUIO U MPUMEHEHUS CTaHAApTOB, MOJ KOTOPHIMHU MOHKUMaeTcs "obpasell,
9TaJ0H, MOJECIIE".
2. 3TO COKpalleHHE HEOIMpPaBJaHHOTO MHOrooOpa3us IOKYMEHTOB, IMPUBEICHHE K
eMHO00pa3nio UX (GOopM, CTPYKTYPHI, A3BIKOBBIX KOHCTPYKIIMH W OmNepanuid mo oOpadoTKe, y4erTy,
XpaHEHUIO

BOITPOC N 7. Ilo kakuMm npu3HaKaM KJIacCUUIUPYIOT JOKYMEHTHI?
Tumn Bonpoca: 2. BeiO0p BO3MOXKHBIX MPABHILHBIX OTBETOB
Ilena Bompoca (6annos): 1
BapuaHToB OTBETOB:
. TIO IEHHOCTH COJICPKaHHS
. IO Ha3HAYEHUIO
. TIO CITOCOOY M3TOTOBJICHUS
. IO c110cO0y MPUMEHEHUS
. TIO CTETICHU CJI0)KHOCTHU
. IO MECTY COCTaBJICHHUS
. IO CPOKaM XpaHEHUS

0O NO Ol WN -

. TIO CTEIIEHU INIACHOCTHU

9. Ho cTeneHu BhIPa3UTEIBLHOCTH
BOITPOC N 8. K opranu3aniiOHHBIM TOKyMEHTaM OTHOCSIT:
Tum Bonpoca: 2. Be160p BO3MOKHBIX TIPAaBHIIBHBIX OTBETOB
[lena Bompoca (6amioB): 1

BapraHTOB OTBETOB:

1. ycras
2. TI0JI0KEeHHEe 00 OpraHU3aINH
3. MITaTHOE paclucaHue
4. NOIDKHOCTHBIE MHCTPYKIIUU

5. mpukas
BOITPOC N 9. K pacnopsiiuTebHbIM JOKYMEHTaM OTHOCHT:
Tun Bonpoca: 2. Be160p BO3MOKHBIX NPaBUIIbHBIX OTBETOB
[lena Bompoca (6amioB): 1
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BapuaHTOB OTBETOB:
1. nocranoBieHue
2. yKa3aHue
3. mpukas
4. mporpamMma
BOITPOC N 10. K uHpopManmoHHO - CIIPaBOYHBIM JOKYMEHTAaM OTHOCHT:
Tun Bonpoca: 2. Bei0op BO3MOXHBIX MPABHIBHBIX OTBETOB
Ilena Bompoca (6amios): 1
BapuanToB 0TBETOB:
. [IpoTokon
. JOKJIa/{Hasl 3aIlucKa
. CITy)eOHOE TTUCHMO
aKT
. 3asIBJICHNE

o U A WN P

. IPUKa3 110 OCHOBHOM J1€ATEIbHOCTH
BOITPOC N 11. [Ipuka3bl gensrcs
Tun Bonpoca: 2. BeiOop BO3MOXKHBIX IPABUIBHBIX OTBETOB
ena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. 1o OCHOBHOH AESATENLHOCTH
2. 10 TUYHOMY COCTaBY
3. IO MITaTHOMY PACIHCaHUIO
BOIIPOC N 12. PexBu3uTHI TpeOyromuecs ais 3asBiIcHUs?
Tun Bompoca: 2. Bei6op BO3MOXHBIX MPABUIBHBIX OTBETOB
Ilena Bompoca (6amnoB): 1
BapuaHTOB OTBETOB:
1. agpecar
2. aBTOp
3. HaMMEHOBaHHEe BUA TOKyMEHTa
4. TeKCT, MOAIUCH, aTa COCTABJICHUS
5. meyaTh
BOIIPOC N 13. I'C IOV ycraHoBua 00s3aTeIbHbIN COCTaB PEKBU3UTOB JIS
perucTparyy J0KyMEeHTOB:
Tun Bonpoca: 2. BeI60p BO3MOXKHBIX IPAaBUJIbHBIX OTBETOB
[lena Bompoca (6amioB): 1
BapraHTOB OTBETOB:
. ABTOP JIOKyMEHTa
. HAIMEHOBaHUE JOKYMEHTa
. 1aTa JIOKyMEHTa
. HOMep TOKYMEHTa
. IaTa TIOCTYIUIEHUS JOKYMEHTa
. HOMep, TPUCBOCHHBIH TOKYMEHTY TIPH €T0 IMOCTYIUIEHUH B OPTaHU3AIHIO
. 3aTOJIOBOK JIOKYMEHTa M €ro KpaTKoe CoJIepyKaHHue
. PE30ITFOTIHS
. IITaMII

O© 00 N O O b W N PP

10. neuars
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BOITPOC N 14. Knaccuduxarus OP/]
Tun Bonpoca: 2. BeI60p BO3MOXXHBIX IIPaBUJIbHBIX OTBETOB
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
. OPraHU3aIIOHHO IIPABOBAs
. PaciopsiutenbHas TOKyMeHTaus
. ITHpOpMaLlMOHHO cripaBOYHAas JOKYMEHTALHsI
. OnepaTuBHO-MH(POPMAITIOHHAS
. CIIPaBOYHO-UH(POPMALIMOHHAS
6. cimyxeOHas
BOITPOC N 15. Yto o3nauvaer pexkusut 08-
Tun Bonpoca: 1. BeiOOp eqUHCTBEHHO MPaBHIBLHOTO OTBETA
[ena Bompoca (6amios): 1
BapuaHTOB OTBETOB:

g B~ W DN

1. HauMeHOBaHUE OpraHU3aAIUU

2. HAUMEHOBAaHUE JIOKYMEHTa

3. ambeMa opraHu3auu
BOITPOC N 16. Yro o3HavyaeT pekBU3HUT 22
Tun Bompoca: 1. Beibop enuHCTBEHHO MPaBUIBHOTO OTBETA
ena Bompoca (6amios): 1

BapuaHTOB OTBETOB:

1. nmoanuce

2. angpecat

3. pe3ononus
BOIIPOC N 17. Pe3onrorusi COIEPIKHUT:

Tun Bonpoca: 2. BeI60p BO3MOXXHBIX PaBUIbHBIX OTBETOB
[lena Bompoca (6amios): 1

BapunaHTOB OTBETOB:

1. bamunuu

2. MHUITUATBI UCTIOJTHUTEIIEH

3. conepKaHue MOPyUCHHS

4. cpOK UCTIOTHEHHS

5. MOAMHUCH U ATy

6. mevatpb
BOITPOC N 18. Yto moHuMaeTcs o1 SKCIIEPTU301?

Tun Bonpoca: 1. Beibop ennHCTBEHHO NMPaBUIBHOIO OTBETA
[lena Bompoca (6amioB): 1
BapraHTOB OTBETOB:
1. »TO ompeneneHue 3HaYeHU JOKYMEHTOB B LIEJIAX MX OTOOpa Ha XpaHEHHE U
YCTAQHOBJICHHUS CPOKOB XPaHEHHUSL.

2. 3TO CHCTEMaTU3UPOBAHHBIN MEPEYCHb 3ar0JI0OBKOB JIEI.
BOIIPOC N 19. Yuudunuponannas cucrema gokymentauuu (YCJ) - ato
Tun Bompoca: 1. BeiGop eAMHCTBEHHO MPaBUILHOTO OTBETA
Ilena Bompoca (6annos): 1

BapuaHTOB O0TBETOB:
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1. pamuoHanbHO OpPraHU30BAaHHBIA KOMIUIEKC B3aMMOCBS3aHHBIX JOKYMEHTOB,
CO3JIaHHBIM 10 E€AMHBIM TIpaBWJIaM M TPEOOBAaHUAM MJIsi NPUMEHEHUS B KOHKPETHOH o0iactu
JeSITeNIbHOCTH
2. palMOHAIbHO OPraHU30BaHHBIM KOMIUIEKC JOKYMEHTOB, CO3JaHHBIN s
MPUMEHEHHS B KOHKPETHOW 00JIaCTH EATEIIbHOCTH
BOITPOC N 20. Ilpuka3s - aTo
Tun Bonpoca: 1. BeiOOp eqUHCTBEHHO MPaBHIBLHOTO OTBETA
Ilena Bompoca (6amios): 1
BapuaHToB 0TBETOB:
1. npaBOBOIl pacmopsIUTENbHBINA JOKYMEHT, M3JaBacMblii Ha MpaBax €IMHOHAYAIHS
PYKOBOJUTENIEM OpraHU3aIK B LENISIX PEIICHUS BOZHUKAIOIINUX TEKYIIUX U MEPCIEKTUBHBIX 3a/1a4.
2. PacHOpSAUTENbHBIA JOKYMEHT, HOCSIIUN XapakTep 005f3aTeNbHOTO MOPYYEHUs
PYKOBOJIUTEISL CTPYKTYPHOTO (dbopmupoBaHus TI0O00TO YPOBHS YIPABICHUS
3. pacmopsiIUTEeNbHBIA JTOKYMEHT (heepanbHbIX OPraHOB MCIIOJHUTENLHOW BIACTH H
yIPaBJICHHUS ...
BOIIPOC N 21. [ToctaHoBj€HHE - ITO
Tun Bonpoca: 1. Beibop ennHCTBEHHO MPaBUIBHOTO OTBETA
ena Bompoca (6amios): 1
BapuaHToB 0TBETOB:
1. pacnopsAUTENbHBIN TOKYMEHT (efepalbHbIX OPraHOB HCIIOJIHUTEIBHON BIACTU U
yIPaBJICHHUS ...
2. TpaBOBOW  aKT, MPUHUMACMbIM  BBICIIUMH  (eAepaTbHBIMH  OpraHaMu
roCy/1apCTBEHHOW BIIACTH...
3. pacnopsAMTENbHbIM JOKYMEHT, HOCSIIMI XapakTep 0053aTeIbHOTO MOPYYEHUs
PYKOBOJIUTENS CTPYKTYPHOTO (POPMHUPOBAHUS JIFOOOT'O YPOBHS YIIpaBJICHUS
BOITPOC N 22. ITucbma kiaccupuiupyoTcs
Tumn Bonpoca: 2. Ber60p BO3MOXKHBIX PAaBUIIBHBIX OTBETOB
[ena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
. 10 (PYHKIIMOHAIEHOMY TIPU3HAKY
. IO CTPYKTYPHOMY MPH3HAKY
. IO MECTY COCTaBJICHUS
. TI0 croco0y pukcanuu HHPOpMaLUu
. IO CPOKaM HUCTIOJTHEHUS
. TIO CTETEHHU CII0XKHOCTHU

o OB WDN B

7. 1O CTETNEeH!U TIaCHOCTH
8. o cpokam XpaHeHUs
9. mo cmoco0y odopmiteHuUs
BOITPOC N 23. [ToknagHas 3aicKa - 3T0
Tun Bompoca: 1. BeiOop eMnHCTBEHHO MPaBUIBHOTO OTBETA
[lena Bompoca (6amioB): 1
BapraHTOB OTBETOB:
1. JOKyMEHT, aJpPECOBAHHBIH BBIIICCTOSAIIEMY PYKOBOJIUTEIIO, C H3JI0XKCHHEM
KOHKPETHOW MTPOOJIEMBI WJIH ITOCTAHOBKOW BOIIPOCA M COJICPIKAIIHA OTBETHI U TIPEIIOKCHUS
2. (hopMa BHYTPEHHEU NEIOBOM MEPENUCKU MEXKIY MOAPA3IEICHUSIMH OpPTaHU3alun
VI TOJDKHOCTHBIMH JIMI[AMU, HE HAXOSIIUMHUCS B MPSIMOM MTOAYNHEHUU
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Tema 1.4. JloroBopHO-TIpaBoOBasi JOKyMEHTaLUs

Bormpocs! 11t GpoHTaIBEHOTO OIpoca:

Yrto coboii mpeacTaBiseT 10roBop?

OcHoBHas 11e71b JoTOBOpa?

YT0 Takoe KOHKIIOACHTHBIE NeHCTBUA?

UYrto coboii mpeacTaBiseT KpeIUTHBIN JOTOBOp?

Kaxkue nBe cranuu nmpoxoJuT 3aKI0UYeHUEe TOTOBOPOB?

Uro coboit mpeAcTaBisieT JOrOBOP MOPyUEHHs?

Kakyro GpyHKIIHIO BBITIOIHSAET MPUIIOKEHHE?

B xakom citydae coCTaBIISIFOTCS MPOTOKOJIBI Pa3HOTJIACHS K JOTOBOpam?

©oNe R wDdDE

Kto cocraBnser IIPOCKT JOroBopa IMOCTaBKH?
10 O0s13aHHOCTH ImocCTaBUIMKA, IMOJTYYHBIICTO HO,I[HPIC&HHBII/I IMOKYIIaTCJIEM IIPOCKT J0roBopa
C ITPOTOKOJIOM pamornacnn?

Kommepueckue akTbl. JlOBEpEHHOCTH

Bonpocs! s dpoHTaIBHOTO OMpoca:

UTto Takoe KOMMEpPUYECKUE aKThl?

KeM cocTaBisitoTcss KOMMEpYECKHE aKThI?

Jy1s yero cocTaBisAOTCS KOMMEPUYECKHE aKThl?

B kakux ciydasix ¥ B KaKue€ CPOKH COCTABIISIOTCSI KOMMEPUYECKUE aKThI?
[TpaBuna cocraBiaeHHss KOMMEPYECKOI0 aKTa?

Uto Takoe 10BEPEHHOCTH?

YTo yKa3bpIBalOT B IOBEPEHHOCTH?

Cpoxk aeicTBHsI JOBEPEHHOCTH?

©ooN R wdPE

Bunel noBepennocreit?

[TpakThyeckas HOArOTOBKA (MpakTudeckoe 3austue Ne 15)

Tema: «CoctaBnenue u oopMmieHHEe AOrOBOPOB, NPUIOKEHUH K JIOTOBOPaM, MPOTOKOJIBI
pa3HOIIACUM K JOTOBOPAM»

Lenb: «Hayuntbes cocraBiieHHI0 U O(QOPMIIEHUIO JOTOBOPOB, MPUJIOKEHUH K JIOrOBOpaM,
IIPOTOKOJIBI PA3HOTJIACUH K JOIOBOPAM.

[Topsimok BBITOJTHEHUS:

1. O3HaKOMbTECH C NMPUMEPAMHU JIOTOBOPOB, MPHIIOKEHUN K J0rOBOpaM, MPOTOKOIAMHU
Pa3HOIIAacHil K JOrOBOPAM.

2. Ilo npumepy odopmHTE TOTOBOD.

3. CamocToATeNbHO COCTaBbTE U OPOPMUTE MPOTOKOI PA3HOTIACHS K JIOTOBOPY.

4.  Pe3ynbTar mpeaocTaBbTe MPENoaBaTeo.

[MpakTryeckas moaAroToBka (mpakTuyeckoe 3anstue Ne 16)

Tema: «CocraBnenue u oopMIICHHE 3asBIICHUS, TPYIOBOTO JOTOBOpA, IpHKa3a O MpUeMe
Ha paboTy».

Lenb: «Hayuntbes cocTaBieHHIO U 0(OPMIICHHIO 3asiBICHUS, TPYIOBOTO JIOTOBOpa, MpHKa3a
0 TpreMe Ha padboTy».

[Topsimok BBITOJTHEHUS:

1. O3HakoMbTECh C IPUMEPAMHU 3asiBICHUS, TPYAOBOrO JI0rOBOpa, MpUKa3za O MpUeMe Ha
paborty.
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2. CaMocTosTeThbHO COCTaBbTE U OopMHTE 3asBICHUE, TPYIOBOU JOTOBOp, IPHUKA3 O
npreMe Ha padoTy».
3.  Pesynbrar npepoctaBpTe MpenogaBaTelio.

[TpakTryeckas moaAroToBka (mpakTuyeckoe 3anstue Ne 17)

Tema: «CocraBinenue 1 opopMiIeHne KOMMEPUYECKUX aKTOB, JOBEPEHHOCTEI .

Llenb: «HayuuThest cOCTaBIEeHUIO M O()OPMIIEHHUIO KOMMEPYECKUX aKTOB, JOBEPEHHOCTEI.

ITopsimoK BBINOJIHEHUS:

1.  O3HakoMbTECH C IPUMEPAMU KOMMEPUECKUX AKTOB, JOBEPEHHOCTEM.

2. Ilo npumepy opopmMHuTE KOMMEPUYECKUN AKT.

3. CamocTosTENbHO COCTaBbTE U OPOPMUTE TOBEPEHHOCTH: Pa30BbIE, ClICLUAIIbHBIE,
reHepabHbIE.

4.  Pesynbrar npeaocTaBbTe MPENoaBaTellio.

Tect «JloroBopHO-IIpaBoOBasi JAOKyMEHTALIMSI»
BOITPOC N 1. JloroBop npeacrasisieT cooou
Tun Bompoca: 1. BeiOop eAMHCTBEHHO MPAaBUIBLHOIO OTBETA
ena Bompoca (6amios): 1
BapuaHToB OTBETOB:
1. cornameHue ABYX WM HECKOJBKHMX JIMII OO0 YCTAaHOBJIEHWU, W3MEHEHUH WIIU
IIPEKPAIEHUH IPAXKIAHCKUX MIPaB U 00s3aHHOCTEH
2. IOKYMEHT, BBIIaBa€MbI 3aEMIIUKOM KPEIUTOPY B TOATBEP)KICHHE €ro IpaBa B
cllyyae HEHCIIOJIHEHUS] O0ECHEeueHHOIro 3ajloroM o0053aTelIbCTBA IMOJYYUTh IPEUMYLIECTBEHHOE
YIIOBJIETBOPEHHE NIPETEH3UN U3 CTOUMOCTH 3aJI0)KEHHOTO UMYIIECTBA
BOITPOC N 2. 3akiroueHue JJ0roBOPOB MTPOXOIUT JIBE CTATUH:
Tun Bonpoca: 3. YcTaHOBUTH MOCIIEN0BATEILHOCTh OTBETOB
Ilena Bompoca (6ammoB): 1
BapunaHTOB OTBETOB:
1. oepra
2. aKIIenT
BOITPOC N 3. Odepra - 310
Tun Bonpoca: 1. BeiOop e1MHCTBEHHO NMPaBUIBLHOIO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. npennoxeHne 3aKIOYUTD JIOTOBOP
2. corylace 3aKJIIOUUTh JOTOBOP
BOIIPOC N 4. Akuenr - 310
Tun Bonpoca: 1. Beibop ennHCTBEHHO MPaBUILHOIO OTBETA
[lena Bompoca (6ammoB): 1
BapraHTOB OTBETOB:
1. cornacue 3aKIOYUTH JOTOBOP
2. IpeATIOKEHHUE 3aKIIOUYUTh JIOTOBOP
BOITPOC N 5. KommMepueckuit akT - 3T0
Tun Bonpoca: 1. Beibop ennHCTBEHHO MPaBUILHOIO OTBETA
Ilena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
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1. HOKyMEHT, COCTaBIIEHHBINH MEPEBO3YNKOM, B MOATBEPKACHUE (aKTa HEOCTAuH,
MOpYM WM MOBPEXKACHUS Ipy3a MPH Mepeaayue ero rpy3onoinyqyaresio B MyHKTe Ha3HAYCHUS
2. JIOKyMEHT, BbIJIaBaeMblil JoBeputeneM (MpEeACTaBIseMbIM), B KOTOPOM
3aUKCUPOBAHBI TOJIHOMOYHS
MPEJICTABUTEIIS 10 COBEPIICHUIO CIICTIOK U MHBIX IIPAaBOMEPHBIX EHCTBUH, UX
COJIEp>KaHUE U MPEACIBI
BOITPOC N 6. Paznuuaror cieayromnye BUIbl JT0BEPEHHOCTEN:
Tun Bonpoca: 2. Bei60p BO3MOXKHBIX PAaBUIIbHBIX OTBETOB
[lena Bompoca (6amioB): 1
BapuaHToB 0TBETOB:
. TCHepaJIbHAS
. CIIeIaNIbHAS
. pazoBas
. peruoHanbHas
. TEpPUTOPHAITbHAS
. IOTOBOpHAasI

o OB WDN B

BOIIPOC N 7. I'enepanbHasi JOBEPEHHOCTh BbLAAETCS
Tun Bonpoca: 1. Bei6op eIMHCTBEHHO NPaBUJIBHOIO OTBETA
Ilena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. co BceMu monHOMOYUSMU (KYILTU-TIPOAaXKU, opopmiieHus, oOpaiieHue B cya, coop
JTOKYMEHTOB H T.JI.), C IIPABOM TIepeIoBepusi U CpokoM oT 1 1o 3-x net
2. TOJIBKO Ha OIpeJeJICHHbIC BUABI ACUCTBUS (HAIlpUMeEp: YIpaBJICHUE aBTOM-M, cOOp
JIOKYMEHTOB NpHU MOJATOTOBKE K MPOJIaXKe HEJIB-TH, MPEJCTABUTEILCTBO B CyA€ U T.JI.) CPOKOM Ha 1
roj
3. TONBPKO Ha BBITIOJHEHHE PA30BOT0 JIEHCTBUS (Hampumep: B3sATh TOKyMeHTHI B JKJIX,
BTU u T.1.) MOXeET ObITh PYKONUCHOM U JEHCTBYET TOJIBKO B TE€UEHHE CPOKA BBIOJIHEHUS JAECHCTBUS
WIN CpoKa yka3aHHoro JloBepuresnem, HO He Oosee 3-X MecsLEeB
BOIIPOC N 8. CnernuaiibHast TOBEpEHHOCTH BBIIACTCS
Tun Bompoca: 1. BeiOop eMHCTBEHHO MPaBUILHOIO OTBETA
[lena Bompoca (6amios): 1
BapunaHTOB OTBETOB:
1. TonbKO Ha ompeneneHHbIE BUJIBI AEUCTBUS (HAIIpUMEp: yIpaBieHHUE aBTOM-M, cOOp
JIOKYMEHTOB MU MOJATOTOBKE K MPOJIaXKe HEJIB-TH, MPEICTABUTEILCTBO B Cy/A€ U T.A.) CPOKOM Ha 1
roj
2. TOJBKO Ha BBINIOJHEHUE Pa30BOro JieHcTBUs (HampuMep: B3sATh JoKyMeHTHI B JKKX,
BTU u T.1.) MOXeT OBITh PYKOITUCHOM U JAEWCTBYET TOJIBKO B T€UEHHE CPOKA BBIMOJIHEHHS NEHCTBUS
WIN CpoKa yKa3aHHOro JloBepuresnem, HO He Oojee 3-X MeCSLEB.
3. CO BCEMH MOJTHOMOUUAMH (KYIUIU-TIPO/IaXkH, 0pOpMIIEHHs, OOpallieHue.

Paznen Il. Opranuzanus paboTsl ¢ JOKyMEHTaMU

Tema 2.1. Opranuzanus ciayx0bl JTOKYMEHTALIMOHHOTO 00ECIIeUeHHUs yIIpaBIeHHUs
Bomnpocs! 1t ppoHTansHOrO omnpoca:

1. Tlepeuucnute ocHOBHBIC 3aaaun ciyx0b1 [JOY

2. llepeuncnaute oCHOBHBIC 3aaaun ciryx 061 [IOY

3. Kakue ¢pyHkunu ciayx0bl 1e10IpOU3BOACTBA?
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4.  YTo MOXXHO OTHECTH K TEXHOJIOTHYECKUM (PYHKIMAM cinyx0b1 JIOY?
5. UT0 MOXHO OTHECTH K OPTaHM3alMOHHBIM (QYHKIHIM C1y)0b1 JJOY?
6. UTOo MOXHO OTHECTH K KOHTPOJIbHBIM (DYHKIMAM Ci1yk0b1 JIOY?
7 UTO MOYKHO OTHECTH K METOANYECKUM (pyHKIUsAM ciry:xk0b1 [IOY?
8 Kakumu cTpyKTYpHBIME TIOJIpa3ieJICHUSIMHA MOKET OBITh TIpeAcTaBieHa ciyxoa JJOY?
9. JlaiiTe ompeneneHre YTO TaKOe MevyaTh?

10. Kakue Bus! nevyareii Bol 3HaeTe?

11. Ha xakux TOKyMEHTax MpOCTaBiIsIeTCs repOoBas meyars?

12. JIns 4ero ucmonb3yeTcst mpocTas nevaTs?

13. I'me xpansrcst repOoBbIE TIEUaTH, IITAMIIBI U OJIAHKU?

14. Komy nokiaasiBaloTcs 00 yTpare Wid XUIIEHUU repOoBOi eyaTu?

Tema 2.2. Opranuzaiusi JOKyMEHTO000poTa

Bonpocs! miia pponTansHOro ompoca:

Urto Takoe JOKYMEHTO000pOT?

HazoBuTe OCHOBHBIE MPUHIIUIIBI OPTaHU3ALNN JOKYMEHTO000pOoTa
HazoBute sTansl 00paboTKK U JBUKEHHS TOKYMEHTOB

Urto BKIIOUAET B CEOSI KOHTPOIb TOKYMEHTOO0OpOTa?

o wDNE

HazoBuTe 00s3aTenbHBINA COCTaB PEKBU3UTOB AJIS PETUCTPALIUU TOKYMEHTOB

6. UYro moapazymeBaeT coboi: mepBuuHas 00paboTKa, MPeIBAPUTEILHOE PACCMOTPEHHE,
perucrpanus J0KyMeHTOB?

7. Ha3zoBute raBHYIO LEJIb PETUCTPALIUH.

8. Kakosa rimaBnas 3agaya cuctemsl JJOY?

9. HazoBure onpejeiieHne HOMEHKIATYPHI JICTT.

10. [Haiite onpenencare GopMUPOBAHUS JeIa.

11. HazoBure TpeboBaHusi popMupoBaHus nena.

12. Tlepeuncnure 3a1a4M apXuBa.

[pakTrueckas moAroToBka (mpaktuueckoe 3anstue Ne 18)

Tema: «Peructpanus BXOASIINX, UCXOAAIIUX U BHYTPEHHHUX JOKYMEHTOB).

[lens: «HayunTbes peructpanyy BXOAAIINX, UCXOAAIUX U BHYTPEHHUX JOKYMEHTOBY.

[TopsinoK BBINONHEHHUS:

1. CxemaruyHo 0TOOpa3uTe MapLIPYT BXOAALINX, HCXOJAIINX U BHYTPEHHUX JOKYMEHTOB.

2. B cooTBeTcTBUU C TpUMepaMu CaMOCTOSATENIEHO OPOPMHUTE KYPHAIIbI PETUCTPALIIH
BXOJIAIIUX, UCXOASIINX U BHYTPEHHUX JOKYMEHTOBY.

3. Pesynbrar mpenocraBbTe MPENoaBaTeiio.

[IpakTHueckas moaroToBka (mpaktuueckoe 3anstue Ne 19)

Tema: «lloaroroBka npoxymentra [uisi XxpaHeHus.  CocTaBlleHME HOMEHKIATYpPHl el
OpraHU3aLN».

[enb: «HayunThcs MOATOTOBKE TOKYMEHTA AJI1 XPAaHEHUS, COCTABICHNUIO HOMEHKIIATYPBI €]
OpraHU3aLN».

[TopsinOK BBIMOIHEHMUS:

1.  O3HakoMbTECH C MpEICTaBICHHBIMU NIPUMEPAMU O(OPMIICHHUSI.

2. B COOTBETCTBUU C MpUMEPAMH CAMOCTOSITEIILHO COCTaBbTE U O(hOPMUTE HOMEHKIATYPY
ned.
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3. Pesynprar mpenocraBbTe MPENoOaBaTeio.

[pakTrueckas noAaroroBka (npakruueckoe 3ansrue Ne 20)

Tema: «OcBoeHME TEXHOJIOTUN aBTOMAaTU3UPOBAHHON 00pabOTKU JOKYMEHTOB.

Ilenb: «OcBouTh nepepayy MHGOPMAIMM C HMCIIOJb30BAaHHUEM CPEJICTB TEIEKOMMYHHKAIUH.
CoBepI11eHCTBOBaHUE HABBIKOB I10J1b30BaHUs VIHTEpHETOMY.

[TopsimoK BBIIOJHEHUSA:

Coznate B IHTEepHETE DIEKTPOHHBIN azpec.

[lepenaTe nucpMa 4yepes 3JIEKTPOHHBIN aipec CIEAYIOLIEr0 CONEPKAHUS:

a) [Tucemo-oTka3z HoBocubupckoMy Ipou3BOACTBEHHOMY KoolepaTtuBy «Bektop» 1o
BOINPOCY 00ecreueH s 3aIaCHBIMU YacTsSMHU MapKa aBTOOYCOB (C yKa3aHWEM MPUYHMHBI 0TKa3a).

b) [Tucemo-n3Bemenne 3A0 «9kocan» 0 IPUUMHAX 3a/1€P>KKH IIOCTABOK MAIIHUH U
00opyIoBaHUsI.

CoctaBuTh, 0HOPMUTH TOKYMEHTHI C UCIIOJIB30BAaHUEM CPEJCTB OPITEXHUKU:

a) OnuH U3 COCTaBJIICHHBIX paHee JOKYMEHTOB MEpPEAaTh MOCPEACTBOM (akca B IPYTyIO
OpraHu3alHIo.

6) CnenaTth KOMUIO JIHOOOT0 JOKYMEHTA IPU IOMOIIU KCEPOKca.

B) OTCKaHMPOBATh OJIMH U3 PAHEE CO3/IaHHBIX JOKYMEHTOB.

4.  Pe3ynbTar mpeaocTaBbTe MPENoaBaTeo.

Tect «Opranuzanus JOKyMEHTO000pOTa»
BOITPOC N 1. lokymeHTOOOOpOT
Tun Bonpoca: 1. BeiOop e1nHCTBEHHO NMPaBUIBHOIO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. 5To ABMXKEHME TOKYMEHTOB C MOMEHTA MX IMOJIyY€HHUS WM CO3JaHUs 10
3aBEpUICHMSI UCIIOIHEHNUS, OTIIPABKH WJIU Cauu B AEIIO0
2. 3TO cMellaHHas padoTa ¢ JOKYMEHTaMH (LIEHTpalIu30BaHHasl, IeLeHTPaTU30BaHHAas)
BOITPOC N 2. Ha npennpusaTuy pa3anyaloT OCHOBHbIE TOTOKHU JOKYMEHTAIUU:
Tun Bonpoca: 2. Be160p BO3MOXXHBIX IPAaBUJIbHBIX OTBETOB
[ena Bompoca (6amios): 1
BapunaHTOB OTBETOB:
1. Bxopsume
2. BHEIITHUE
3. BHyTpEeHHHUE
4. ucxonsume
BOITPOC N 3. KoHTpoJb UCTIOIHEHHS BKIIOYAET:
Tun Bonpoca: 2. BeI60p BO3MOXKHBIX IPAaBUJIbHBIX OTBETOB
[lena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. mocTaBKy JOKyMEHTa Ha KOHTPOJIb
2. pe3ononus
3. IpOBEpPKA U PETYIUPOBAHHUE XOJIa UCIIOTHEHHUS
4. yyer u o00oOUIEHHE pe3yJlbTaTOB KOHTPOJS HCIOJHEHHsS JIOKYMEHTOB,
MH(POPMHUPOBAHNE PYKOBOIAUTEIIS.
5. IPOBEPKY CBOEBPEMEHHOT'O JOBEIEHUS 1O UCIIOJIHEHUS
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BOITPOC N 4. Bce 1oKkyMeHTbI, HOCTYNAIONIKME HA MPEANPUATUE TPOXOIAT:
Tun Bonpoca: 3. YCTaHOBUTH 11OCIIE10BATEIBHOCTh OTBETOB
Ilena Bompoca (6amios): 1
BapuaHToB 0TBETOB:
1. mepBuuYHYyIO 00pabOTKY
2. IpeABapUTEIHLHOE PACCMOTPEHUE
3. perucTpanuto
4. pacCMOTpPEHHE PYKOBOJCTBOM
5. mepefavy Ha UCIOJHEHUE
BOITPOC N 5. Cnyx06a TOKyMEHTAaIIMOHHOT'O 00eCIIeueHUs YIIpaBIeCHUs
Tun Bonpoca: 1. BeiOop eAMHCTBEHHO MPaBUIIBHOIO OTBETA
Ilena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. momkHa mpUHUMATh K 00pabOTKe TOJBKO MPABHWIBHO O(OPMIICHHBIE JTOKYMEHTHI,
UMeEIOIIMe IOPUIHMUECKYIO CUTY U MPUCIaHHbIE B TOJIHOM KOMILIEKTE
2. JIOJKHA MPUHUMATh K 00pabOTKe NOKYMEHTBI, UMEIOLINE FOPUIMUYECKYI0 CHIIy U
IIPUCIIAHHBIE IO [TOYTE
BOIIPOC N 6. Perucrpamusi JOKyMEHTOB - 3TO
Tun Bonpoca: 1. Bei6op eIMHCTBEHHO NMPaBUIBLHOIO OTBETA
ena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. ¢pukcanus akra co3qaHUs WU MOCTYIJICHUS JOKYMEHTA IyTeM IPOCTaBJICHHAs Ha
HEM MHJEeKCa U JaThl C HOCJEIYIONEeH 3auCchl0 HEOOXOAUMBIX CBEJEHUH O JIOKYMEHTE B
perucTpanoHHbIX (Gopmax
2. mepefaya JOKYMEHTOB W3 OJHOTO TMOJpa3JielieHus B JApYyroe
BOITPOC N 7. I'ie XpaHAT TOKyMEHTBI 0 UCTEUEHUS CPOKOB X XpaHEHUs?
Tun Bonpoca: 1. BeiOop eIMHCTBEHHO MPaBUILHOIO OTBETA
[ena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. B Oyxranrepuu
2. B CIry’)k0e Ielonpon3BOJICTBA
3. B apxuBe
4.y nupektopa
BOIIPOC N 8. Uto moHMMaeTcs o1 SKCIIePTH30i?
Tun Bonpoca: 1. Beibop e1nHCTBEHHO NMPaBUIBLHOTO OTBETA
[lena Bompoca (6amioB): 1
BapraHTOB OTBETOB:
1. sTo0 ompeneneHue 3HaYEHUS JOKYMEHTOB B LIEISX UX OTOOpa HAa XpaHEHUE U
YCTaHOBJIEHHSI CPOKOB XPAHEHUS.
2. 3TO CHCTEMATU3HPOBAHHBIN MTEPEUCHD 3ar0JIOBKOB JIEI.
BOITPOC N 9. Homenknarypa zien - 3To
Tun Bonpoca: 1. BeiGop eTUHCTBEHHO MPaBUIBHOIO OTBETA
[lena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. crucok 3aronoBoK €N, 3aBOJMMBIX Ha NPEANPHUATHH, C YKa3aHHEM CPOKOB HX
XpaHEHUS
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2. TPYNIHUPOBKA TJOKYMEHTOB B JIeJIa B COOTBETCTBHH C HOMEHKIIATYPO
BOITPOC N 10. ®opmupoBanue e - 3TO
Tumn Bonpoca: 1. BeIOOp eMUHCTBEHHO MPAaBHIILHOTO OTBETA
Ilena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. cnmcoK 3aroJOBOK JIeJ, 3aBOJUMBIX Ha MPEANPHUATHH, C YKAa3aHHEM CPOKOB HX
XpaHeHUs
2. TPYNIIAPOBKA JTOKYMEHTOB B JeJia B COOTBETCTBUU C HOMEHKIATYPOI

Tema 2.3 DIEKTPOHHBINA TOKYMEHTOOO0OPOT

Bompockr s hpoHTaNBEHOTO OMpoca:

Uto Takoe 3JMEeKTPOHHBIN JOKYMEHT?

Yro npencrapiiseT coOo AMeKTpoHHas udpoBas moammch?

Jaiite ornpeesieHue 3JIeKTPOHHOTO JJOKYMEHTO000pOTa.

Uto npencTapisOT cOO0M CUCTEMBI JOKYMEHTO000poTa?

Urto coboit mpeacTaBiser dIeKTpoHHas (GopMa JOKyMeHTa?

HazoBuTe mpenmMyIiecTBa HCIOIb30BaHUS MICKTPOHHBIX TOKYMEHTOB.
HazoBute HegoCTaTKN UCIIOJIB30BAHUS SJICKTPOHHBIX TOKYMEHTOB.

Jist 9ero npenHa3Ha4YEHbl CUCTEMBI ITOATOTOBKH TEKCTOBBIX JIOKYMEHTOB?

©oNe Ok wDdPE

UT0 MO’KHO OTHECTH K TEKCTOBBIM TIpoIieccopam?

10 YTo MOKHO OTHECTH K CUCTEMaM IPOPECCUOHATIBHOTO YPOBHs?
11. Jins yero mpeaHa3HAYCHBI CHCTEMBI YIIPABJICHUS 0a3aMU JaHHBIX ?
12. Yo npencraBnstoT co0oi OPUCHBIE CUCTEMBI?

13. Jlyst 9ero mpeaHa3HauYeHBbI CHCTEMBI YITPABIICHUS TPOCKTaMH?

14. Yro Takoe >MeKTPOHHBIN 0OOMEH JaHHBIMU?

TeMbl 171 BBIMOJTHEHUS TBOPUYECKUX padoT, pedepaToB, JOKIAIOB

[ToaroToBka fokiaaa mo Teme: «ITambl pa3BUTHS 1€IOIPOU3BOJICTBAY.

CocraBneHue omopHbIX cxeM 1o BompocaMm: «lloHATHEe U cocTaB  ymnpaBIEHYECKHX
JTOKYMEHTOB.

Pabora 1o W3yyeHUI0 TEPMHUHOJOTMM MO TeMe: «YHUPUIUpPOBAHHAs  CcUCTEMa
OpraHU3aLMOHHO-PACTIOPSAUTEILHOW JOKYMEHTAL[UI.

CocraBnenne  Tabmuupl mno Teme:  «Kmaccudukamus — OPJ».

CocraBieHue opraHu3allMoOHHOTO AoKyMmeHTa «llltaTHoe pacnrcanuey.

Pabora mo wM3y4yeHWI0 W aHaNM3y OPraHU3AIMOHHBIX U PACHOPSIUTENBHBIX JIOKYMEHTOB:
MpHKa3, pacrnopspkeHue (BUABI PEKBU3WTOB, YHUPHIMpOBaHHAs (opMa, MOPSAOK PETHCTpaIui,
OTpa)KeHHE B HOMEHKJIAType JIeN, TIOJrOTOBKA K XpaHSHHIO U Tiepeiada B apXuB).

[ToaroToBKa CTPYKTYPHO-JIOTHYECKOW CXEMBI TIO TeMe: «Buapl cripaBoYHO—HH(DOPMAITHOHHBIX
JIOKYMEHTOB.

N3zyuenue tpebosanuit [OCTa na OP/I.

CocraBrneHue opranuzaloHHoro aokymeHnTa «llltatHoe pacniucanue».

CocraBieHue TeKCTa TOKyMeHTa sl opopMiIeHns: HH(OPMAIIMOHHO-CIIPABOYHOTO JOKYMEHTA
— AKTY.

[ToarotoBka k TectTupoBaHuio 1o TeMe «Knaccuduxanus J0OKyMEHTOBY.

[ToaroroBka skcnpecc — cooOLeHHs 110 TeMe: «Buasl J0roBopoB».

Co3naHue TeMaTH4ecKoro cioBaps Mo npo(eccuoHalIbHOM TEPMUHOJIOTUY.
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CocraBieHue TeKCTa JOKyMeHTa JJisi ohopMIIeHUsT JOKYMEHTa — «JloroBop».

CocraBieHue TEKCTa TOKYMEHTa Uit 0(OpMIICHUS TOKyMeHTa — «J{0BEpEeHHOCTH.

[ToaroToBka k TECTUPOBAHUIO 110 TeME «/l0roBOpHO-IIpaBOBasi JOKYMEHTALUS.

CocraBnenue npezeHTauuu no teme: «OpraHuzanus pabouux MeCT M YCJIOBUS TpyAa
paboTHUKOB Ciryk0b1 IOV ».

[ToaroToBka TekcTa JOKyMeHTa sl 0hopMIIeHUs! JOKYMEHTa — «TpynoBOi JOrOBOP».

[ToaroroBka k TectupoBaHuio o Teme «Opranuzanus ciyxosr JOY»

[Toaroroka 6s10k-cxemsl 110 Teme: «IloHATHE O JOKYMEHTOOOOPOTE U €ro Tamax.

[ToaroroBka fgokiana no Teme: «IKCHepTH3a JOKYMEHTOBY.

CocraBnenue Tabauibl 1151 0OPMIIEHUST HOMEHKIATYPBI JIe]1 Ha MPEeApUSTUH.

CocraBnenue 6510k-cxembl 110 Teme: «OgopmiieHre 1ei A1 Nepeiad B apXUB».

Co3manue cxeMbl 1O TeMme: «ABTOMaTH3UpOBaHHas 00paboTka JTIOKyMEHTOB
J€JI0TIPOU3BOACTBY».
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I11. IIpomekyTOUYHAs aTTeCTALMS
HpC,I[MCTOM OLCHKHU SABJIAKOTCA YMCHHUA W 3HAHMHA. OI_IeHKa OCBOCHHUA JHUCHUIIIIMHBI

IIpeyCMaTpUBAECT HCIOJIb30BAaHME HAKOMMTEIBHOM CHCTEMbl OLEHKH U auddepeHnnpoBaHHOIO
3ayera.
Bomnpocsl k auddepeHMpoBaHHOMY 3a4eTy MO JUCHUILIMHE «JlOKyMEeHTalmoHHOE
obecrieyeHue yrpaBaeHUs»
BriGepure o uH MM HECKOJIBKO BAPHAHTOB OTBETA Ha BOIIPOC.
BOITPOC N 1. TokymeHT -
Tun Bonpoca: 1. BeiOop e1MHCTBEHHO NTPaBUJIBHOIO OTBETA
Ilena Bompoca (6amios): 1
BapuanToB 0TBETOB:
1. 510 3aduKcUpOBaHHAs HA MAaTEPHAIHLHOM HOCHTENE MH(POPMALUS C PEKBH3UTAMHU,
MO3BOJISIOIIMMU €€ UACHTU(UIPOBATD
2. 970 3auKcUpOBaHHAs UHPOPMALUS, CO3AaHHAS IOPUINYECKUMU WM GU3NYECKUMU
TUIaMA
BOITPOC N 2. lokymenTaiuonHnoe odecneuenue ynpasienus (I0OVY)-
Tun Bonpoca: 1. BeiGop eAMHCTBEHHO IPABUIIBHOTO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB 0TBETOB:
1. 310 oOOecrieueHue JBUXKEHUS JOKYMEHTOB B amnmapare yIOpaBieHUs, UX
WCTIOJIb30BAHUS B CIIPABOYHBIX IETISIX U XPAHCHUS
2.0Tpacib JIeSTeIbHOCTH, 00eCcIeYnBaomas JOKYMEHTUPOBAHUE U OPTaHU3ALHUI0
paboThI ¢ OpHUIIHATBHBIMHA JOKYMEHTAMHU
BOIIPOC N 3. Tlox yHu¢dukanueit noHumaercs
Tun Bonpoca: 1. BeIGop eTMHCTBEHHO NMPaBUIBHOIO OTBETA
Ilena Bompoca (6amnoB): 1
BapuaHTOB OTBETOB:
1. mpuBenenue yero-mbo K eAMHON cucteme, hopme, eTMHOO0OpaA3HI0
2. oOpa3zerr, 3TajoH, MOJICIb | T.1I.
BOIIPOC N 4. Crannaptusanus-
Tun Bonpoca: 1. BeiOop e1nHCTBEHHO NMPaBUIBLHOIO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. 9TO cokpaieHHe HEOMpPaBIAHHOTO MHOT000pa3ws JTOKYMEHTOB, NMPHUBEICHHE K
ennHo00pa3uio ux ¢opwm,
CTPYKTYPHI, SI3BIKOBBIX KOHCTPYKIHI M ONepaIyii o o0paboTKe, yIeTy, XpaHSHHIO
2. (opma I0pUINIECKOTO 3aKPEIUICHHUS TIPOBEICHHON YHU(PHUKAIIMHA U YPOBHS €
00513aTeIbHOCTH
BOITPOC N 5. Kak pacumdpossiBaercst OP/1?
Tun Bonpoca: 1. BeiOop e1nHCTBEHHO NMPaBUIBHOIO OTBETA
[lena Bompoca (6amioB): 1
BapraHTOB OTBETOB:
1. opraHu3anMOHHO-PACTIPOCTPAHUTEILHBIC TOKYMEHTHI
2. oAb HO-PACTIOPSAUTENBHBIE TOKYMEHTHI
3. OpraHu3aIMOHHO-PACIOPSAUTEIbHBIE JOKYMEHTBI
BOITPOC N 6. K opranu3aiioHHbIM TOKyMEHTaM OTHOCSIT:
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Tun Bonpoca: 2. Be160p BO3MOXKHBIX IPAaBUJIbHBIX OTBETOB
Ilena Bompoca (6amios): 1
BapuanTtoB oTBeTOB:
. ycTaB
. TIOJIO’KEHHE 00 OpraHu3aIiu
. INTaTHOE PACIHCAaHHE
. JOJDKHOCTHBIE MHCTPYKLIUHU
npuKa3
. YIpEeIUTEIbHBINA JJOrOBOP
. CTPYKTYpa H IITaTHasl YUCICHHOCTh
. peramaMeHT

0N UlA WN P

9. pacnopspkeHue

10. npoTokomn

11. mocTaHOBIEHHE

12. mpaBuiIa BHYTPEHHETO TPYIOBOTO pacopsiaKa
BOIIPOC N 7. K pacniopsiiuTenbHbIM JOKYMEHTaM OTHOCST:
Tun Bompoca: 2. BiOop BO3MOXKHBIX ITPaBUIBLHBIX OTBETOB
Ilena Bompoca (6amios): 1

BapuaHTOB OTBETOB:
. IOCTAHOBJICHHS
. yKa3aHus
. TIPUKa3bI
. pacropspKeHUs
. MHCTPYKIIUU
. ycTaB

O N O Ot w N k-

. LITAaTHOE pacIicaHue
9. npoToko
BOITPOC N 8. K nn(hopManimoHHO - CIIPaBOYHBIM JIOKyMEHTaM OTHOCSIT:
Tun Bonpoca: 2. Be100p BO3MOXKHBIX ITPaBUIbHBIX OTBETOB
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
. IPUKa3 110 OCHOBHOM JI€ATEIbHOCTH
. IOKJIaJiHast 3ammucKa
. CITy>)ke0HO€E TTHCHMO
aKT
. 3asiBJICHUE
. IPOTOKOJI

oA WN R

7. IOCTaHOBJICHHE
BOIIPOC N 9. IIpukassl gensrcs
Tun Bompoca: 2. BeiOOp BO3MOXHBIX IPABHIILHBIX OTBETOB
[lena Bompoca (6amnoB): 1
BapuaHTOB OTBETOB:
1. mo mTaTHOMY pacUCaHHIO
2. TI0 IMYHOMY COCTaBY
3. IO OCHOBHOM JIeATEIHLHOCTH
BOIIPOC N 10. PexBu3uTsl TpeOyrommecs 1is 3asBIeHUs?
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Tun Bonpoca: 2. BIO0Op BO3MOXKHBIX IPAaBUIIBHBIX OTBETOB
Ilena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. angpecar
2. aBTOp
3. HaMEHOBAaHME BUJIA JIOKYMEHTA
4. TEKCT, MMOJIUCH, JaTa COCTABJICHUS
5. rmeyaTh
BOITPOC N 11. I'C JOVY ycraHoBujia 00s3aTENIbHBIA COCTaB PEKBU3UTOB JIJIs
perucTpaIyu JOKyMEHTOB:
Tun Bonpoca: 2. Be160p BO3MOXKHBIX PAaBUIBHBIX OTBETOB
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
. ABTOP IOKYMEHTA
. HANMEHOBAHUE JOKYMEHTA
. 1aTa JIOKyMEHTa
. HOMEp TOKYMEHTa
. IaTa TIOCTYIUICHUS JJOKYMEHTa
. HOMep, IPUCBOCHHBIN IOKYMEHTY TPH €T0 IMOCTYIUIEHUH B OPTaHU3AIHIO
. 3aTOJIOBOK JIOKYMEHTA M €r0 KPaTKOE COJICPIKaHHE
. TICYaTh

O© 0O NOoO O & WN -

. IITaMm
10. pe3osnrorust
BOITPOC N 12. Knaccudpuimpyror OPJl yciioBHO Ha 4 TpyIIib:
Tumn Bonpoca: 2. BIOop BO3MOXKHBIX MTPABHIIBHBIX OTBETOB
[lena Bompoca (6amios): 1
BapunaHTOB OTBETOB:
. OPraHU3aIMOHHO-TIPAaBOBasl TOKYMEHTAIIHs
. pacnopsiAuTeNbHAs JOKYMEHTAIUS
. ”HPOPMALIMOHHO-CIIPABOYHAS JOKYMEHTAIUS
. CIIy’)keOHast TOKyMeHTalus
. JOKYMEHTAIHSI TI0 JINYHOMY COCTaBYy

o NOoO WwWN Bk

. JOKYMEHTAIIHSI TI0 TPOU3BOJICTBY
9. KOHCYNBTAIIMOHHAS JOKYMEHTAITUS
BOITPOC N 13. Yro o3nagaet pekBusut 08-
Tun Bompoca: 1. BeiOop eMnHCTBEHHO MPaBUIBHOTO OTBETA
[lena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. HauMeHOBaHHE JOKYMEHTA
2. HaNMEHOBAaHWE OPTaHU3AIUU
3. ambeMa opraHu3aIum
BOITPOC N 14. Yro o3HavaeT pekBH3HUT 22
Tun Bompoca: 1. Bei6op eMnHCTBEHHO MPaBUIBHOTO OTBETA
[lena Bompoca (6amioB): 1
BapuaHTOB O0TBETOB:
1. noanuce
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2. ajpecat
3. pe3omronus
BOIIPOC N 15. Yaudunuposannas cucrema gokymenrtanuu (YCJI) - ato
Tun Bompoca: 1. Bei6op eAMHCTBEHHO MPaBUIBHOTO OTBETA
Ilena Bompoca (6amoB): 1
BapuanTtoB oTBeTOB:
1. panuoHanbHO OpPraHM30BAaHHBIA KOMIUIEKC JOKYMEHTOB, CO3JaHHBIH Ui
MPUMEHEHHS B KOHKPETHOU 00JIaCTH EATEIIbHOCTH
2. KOMIUIEKC B3aHMMOYBSI3aHHBIX JIOKYMEHTOB, CO3JaHHBIX IO €IUHBIM IpaBHIAM U

TpeOoBaHUsAM, coaepKalux HHGOpMaIUIO, HEOOXOIUMYIO Ui YIpaBJICHUs B ONpPENEICHHOI cdepe
JeSITeNIbHOCTH

BOIIPOC N 16. ®yHKIIMH JOKYMEHTa
Tun Bonpoca: 2. BeI60p BO3MOXXHBIX IPAaBUJIbHBIX OTBETOB
ena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
. ”H(POPMAaLIMOHHAS
. OpraHu3aIOHHAs
. KOMMYHHKaTHBHAs
. CTAaTUCTHYECKAas
. BOCIIUTATEIbHAS

o Ol WDN B

. IopUIM4ecKas
7. COLMOJIOTHYECKast
BOIIPOC N 17. JlIokyMeHTOBEIEHUE - ATO
Tun Bonpoca: 1. BeiOop e1nHCTBEHHO NMPaBUIBLHOIO OTBETA
Ilena Bompoca (6amnoB): 1
BapuraHTOB OTBETOB:
1. Hayka, 3aHMMaromIasics KiaccupHUKaed T0KyMEeHTOB, CHOco0aMH OpraHu3aIiu
JOKYMEHTO000pOTa, MOCTPOEHUEM CUCTEM JJOKYMEHTHPOBAHUS
2. OTpacipb JAEATEIHHOCTH, 00ECTICUYMBAIOIIAs JOKYMEHTHPOBAHUE M OPTaHU3AIUIO
paboThl ¢ OPUIMATIEHBIMU TOKYMEHTaMU
BOITPOC N 18. lN'ocymapcTBeHHas cucTeMa JTOKYMEHTAIIMOHHOTO OOECTIeYeHUsT YIPaBICHUS
('CIOY) - sto
Tun Bompoca: 1. Bei6op eqMHCTBEHHO MPaBUIIBHOIO OTBETA
[lena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. orpacnp nesTenbHOCTH, oOecmedMBarollas JAOKYMEHTHPOBAHHE W OpraHU3alluio
paboThl ¢ OPUIIHATIEHBIMU TOKYMEHTaMU
2. COBOKYITHOCTh TPHHIIMIIOB M TIPAaBHJI, YCTAHABJIMBAIOUINX €IWHBIE TPeOOBAaHUS K
JOKYMEHTUPOBAHUIO YIPABIECHUYECKONW JEsTeIbHOCTH W OpraHu3aluu paboThl € JOKYMEHTaMH B
OpraHax roCyJapCTBEHHOT'O YNPaBJICHUs, HA IPEANPUATHSIX, B YUPEKICHUIX
BOITPOC N 19. TloHsATHS «ympaBicHUE», «HH(OPMALU», <«ISIOIMPOU3BOJICTBOY,
«TOKYMEHT»
Tun Bonpoca: 1. Beibop e1nHCTBEHHO NMPaBUIBLHOTO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB O0TBETOB:
1. B3auMocCBsA3aHBI
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2. HE B3aMMOCBSI3aHbI
BOITPOC N 20. I'CHOY Bkiroyaet B ceOs

Tun Bonpoca: 1. Beibop enuHCTBEHHO MPaBUIBLHOIO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. HamMoOHaJIbHBIE, COIO3HBIE HOPMATHBHBIE U METOJMYECKHE MPABOBBIC aKTHI IO BOIPOCAM
o0ecrnieueHus yrnpaBIeHHUs
2. oOuiecoro3Hble, OTpacieBble U PECHYOJMKAHCKUE HOPMATUBHBIE U METOJUYECKHE
JOKYMEHTHI [T0 BOIIPOCAM JOKYMEHTAIMOHHOTO 00ecreueH s yIpaBIeHUs
BOITPOC N 21. Ocuosnas uens I'COY -
Tun Bompoca: 2. BbiOop BO3MOXHBIX IPABUIBHBIX OTBETOB
[ena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. ynopsimouenue 10KyMEeHTO000pOTa
2. COKpallleHUE KOJIMYECTBA JOKYMEHTOB
3. IOBBIIIIEHUE KAYeCTBa JIOKyMEHTOB
4. yBenuueHUe KOJIMYECTBA JOKYMEHTOB
5. cozmanue ycmoBuid s 3pPEKTUBHOTO MPUMEHEHUS! MTPOTPECCUBHBIX TEXHHUUECKUX
CPEJIICTB M TEXHOJIOTHH cOopa, 00paboTKU U aHanu3a HHOpMaIuu
6. coBeplIeHCTBOBaHHE paOOTHI ammapaTa yrnpaBJiIeHUs
7. opranu3anus paboThl anmapaTa yrnpaBiIeHUs
BOITPOC N 22. K nepBbIM U OCHOBHBIM OpPTaHH3AI[MOHHBIM JOKYMEHTaM OTHOCSTCS
yUpeIuTeNbHbIE TOKYMEHTHI:
Tumn Bonpoca: 2. Ber6op BO3MOXKHBIX PAaBUIIBHBIX OTBETOB
Ilena Bompoca (6amnoB): 1
BapuaHTOB OTBETOB:
. IpaBUJIa BHYTPEHHETO TPYAOBOTO pacnopsiika
. IOJIOXKEeHHE 00 OpraHu3aINH
. YIpeAUTENbHBIN 10rOBOP
. pacnopspKeHUst

g b~ WDN B

. THCTPYKIIUU

6. ycras
BOITPOC N 23. Craamapt 'OCT P 6.30-2003 ycTanaBnuBaer:
Tun Bonpoca: 2. Be160p BO3MOKHBIX NPaBHIIBHBIX OTBETOB
[lena Bompoca (6amioB): 1

BapuaHTOB OTBETOB:

1. cocTaB U cXeMBbI pacroNoXeHUsI PEKBU3UTOB

2. TpeOOBaHMSI K YITPABICHHUIO JIOKYMEHTOB

3. TpeboBaHUs K OJIaHKaM JIOKyMEHTOB

4. TpeOoBaHUS K OPOPMIIEHUIO PEKBU3UTOB
BOITPOC N 24. Opranu3aniioHHO-TIPaBOBbIE JOKYMEHTBI — 3TO
Tun Bonpoca: 1. BeiOop eAMHCTBEHHO PABUILHOTO OTBETA
Ilena Bompoca (6annos): 1

BapuaHTOB OTBETOB:
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1. nTOKyMeHTBI, KOTOpBIE cojepkaT UH(OpMAINIO O (GaKTHUECKOM COCTOSIHUU €M JUIS

IPUHATHUS OPraHU3alMOHHO-TIPABOBBIX U PACHOPSIUTENbHBIX TOKYMEHTOB

2. KOMIUIEKC JOKYMEHTOB, COAEp)KaIlMX IpaBHUja CO3JaHMsl OpPraHu3aliH, B TOM
yuciae: BbIOOp €€ OpraHu3alMOHHO-IIPAaBOBOM (OPMBI; KOMIETEHLUIO, CTPYKTYpY, IUTaTHYIO
YHUCIEHHOCTb, COCTAaB JOJDKHOCTEH

3. JIOKyMEHTBl, B KOTOPbIX (UKCHPYIOT pELIeHHE aJAMHUHUCTPATUBHBIX U
OpPraHU3aIMOHHBIX BOIMPOCOB, a TAKXe BOIPOCOB YIPABICHHS, B3aMMOACWUCTBUS, OOECIEUCHUS WU
pEryJIMpoBaHMsl 1EATEIBHOCTH OPTaHOB BJIACTH, YUPEKICHUS

BOIIPOC N 25. NH(}popManimoHHO-CIIPaBOYHBIE TOKYMEHTHI - 3TO
Tun Bonpoca: 1. Bei6op eAMHCTBEHHO IPAaBUIIBHOTO OTBETA
Ilena Bonpoca (6amioB): 1

BapuanToB 0TBETOB:

1. JOKyMEeHTB, B KOTOpPBIX (UKCUPYIOTCS pelIeHHWe aJMHUHHUCTPATUBHBIX U
OpraHU3alMOHHBIX BOIIPOCOB, a TAKXe BOMPOCOB YIPaBJICHUS, B3aUMOJCHCTBUSA, OOECHEeUeHHUs U
peryaupoBaHus A TeIbHOCTH OPraHOB BJIACTH,

YUPEKACHUHN, NPEANPUATUN U OpraHU3alMH, UX M0JIpa3/IeIeHUui

2. KOMIUIEKC JOKYMEHTOB, COAEP)KAllMX NpaBWiIa CO3/aHUS OpPTaHU3alH, B TOM
qucie: BBIOOp ee

OpPraHU3allMOHHO-TIPAaBOBOM  ()OPMBI;  KOMIETEHIUIO,  CTPYKTYpY,  IITaTHYIO
YHUCIEHHOCTb, COCTAaB JOJDKHOCTEH

3. IOKyMEHTBI, KOTOpBIE COEpKaT HH(POpMAIHIO O (PAKTUUECKOM COCTOSIHUU €T JUIs
HPUHATHUS

OpraHU3alMOHHO-TIPABOBBIX M PACHOPSAUTENBHBIX JOKYMEHTOB

BOITPOC N 26. PactiopsiautenbHbIe JOKYMEHTHI -3TO
Tun Bonpoca: 1. Bei6op ennHCTBEHHO NMPaBUILHOIO OTBETA
[lena Bompoca (6awtoB): 1

BapunaHTOB OTBETOB:

1. 1OKyMeHTB, B KOTOPbIX (HUKCUPYIOTCS pELIeHHE aIMHUHHUCTPATUBHBIX U
OpPraHM3alMOHHBIX BOMPOCOB, @ TAKXKE  BOIPOCOB YIPaBJICHUS, B3aUMOJEHCTBUS, OOECIeUeHus: U
PETyJIMpOBaHMsl IEATENBHOCTH OPTaHOB BJIACTH,

YUPEKIACHUH, IPEANPUATANA U OpPraHU3alNN, UX MTOAPA3ACICHUN

2. TOKYMEHTHI, KOTOpBIE cojepkaT HHPOpMAIHIO 0 (aKTUIECKOM COCTOSIHHU JIEM IS
TIPUHATHUS

OpPraHMU3alIOHHO-TIPABOBBIX U PaCHOPSAUTEIbHBIX JOKYMEHTOB

3. KOMIUIEKC TOKYMEHTOB, COJEpKaIllUX IpaBHJa CO3JaHUS OpraHW3ald, B TOM
qucle: BEIOop ee

OpPraHU3allMOHHO-NIPAaBOBOKM  (OPMBI;  KOMIIETEHIMIO,  CTPYKTYpYy,  IUITaTHYIO
YHCIEHHOCTb, COCTaB JOJKHOCTEN

BOIIPOC N 27. YctaB — 310
Tun Bonpoca: 1. Beibop ennHCTBEHHO NMPaBUIBHOTO OTBETA
[lena Bompoca (6amios): 1

BapuaHTOB OTBETOB:

1. mpaBoBOH akT, omMpeAessIOMUN CTPYKTYpPY, GYHKIIMHM U TpaBa MpeanpusTHs,
OpraHM3alMH, YUPEKICHUSA

2. IPaBOBOM aKT, COJEpIKAIIMI MpaBUiIa, PEryJUupyIOIHe OpraHu3alMOHHbIE, HAYYHO-
TEXHUYECKHE, TEXHOJIOIMUEeCKHE, ((MHAHCOBBIE U UHBIE CIIELUAIbHBIE CTOPOHBI AEATEIbHOCTU
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YUPEKIECHUH, OpraHU3aluid, MPEANPUATUN, UX TOAPA3ACICHHUMN, CIYyKO, MOKHOCTHBIX JIHIl H
rpaxaaH
BOITPOC N 28. CtpykTypa u mrTaTHas YUCICHHOCTh — 3TO
Tun Bonpoca: 1. BeiOop ennHCTBEHHO MPaBUIBHOIO OTBETA
Ilena Bompoca (6amios): 1
BapuaHtoB 0TBETOB:
1. npaBOBOI1 aKT, 3aKPEIUIAIOLIUN CTPYKTYPY, YUCIEHHOCTb U JOJKHOCTHOM COCTaB
pabOTHHUKOB OpraHU3aIMH C YKa3aHHUEM JOJDKHOCTHBIX OKJIAI0B
2. TOKYMEHT, B KOTOPOM 3aKpeIUIIETCs COCTaB MOJPAa3/eleHUi (OTIENOB, CIyX0) U
LITaTHAas YUCJIEHHOCTb Ka)KJI0Or0 CTPYKTYPHOIO MOAPA3/IeIeHHs U BCEH OpraHu3alui B LEJI0OM
BOITPOC N 29. IIpuka3z — 310
Tun Bompoca: 1. BeiOop eAMHCTBEHHO MPAaBUIBLHOIO OTBETA
Ilena Bompoca (6amios): 1
BapuaHToB 0TBETOB:
1. npaBoBoil akT, wu3AaBa€MbIi PYKOBOJUTENEM OpraHU3allU{, MPEANpUsATHUS,
YUpEeXKJIEHUs, JCHCTBYIOIIEIO Ha OCHOBE €IMHOHAuUalMs, B LEJISIX pa3pellieHus ONepaTUBHBIX
BOIIPOCOB
2. MPaBOBOM AaKT, M3/1aBa€MbIii PYKOBOAMUTEIEM YUPEXKIEHHUS B LEISIX pPa3perieHus
OCHOBHBIX 3aJ1a4, CTOSAILIUX Mepe/ JaHHBIM yUPeKICHUEM
BOIIPOC N 30. Pacniopsixenne — 310
Tun Bonpoca: 1. BeiGop equHCTBEHHO MPaBUIHLHOTO OTBETA
ena Bompoca (6amios): 1
BapuaHToB 0TBETOB:
1. mpaBoBO#l akT, WH34aBaeMbIi PYKOBOJIUTENEM OpraHU3allu, MPEANPUSITHS,
YUpEeXKJIeHUs, JCHCTBYIOIIErO Ha OCHOBE €IMHOHAualMs, B LEISIX pa3pelleHus ONepaTUBHBIX
BOIIPOCOB
2. IPaBOBOW aKT, NMPHUHUMAEMbBIH KOJUIETHAIBHBIMA OpPraHaM{ B IENSAX pa3pelieHus
HauboJsiee BaXHBIX 33]ay, CTOSIIMX Mepes JaHHBIMU OpraHaMM, YCTAHOBJICHHs CTaOMJIBHBIX HOPM U
MpaBHII
BOIIPOC N 31. K opranu3aninoHHO-ITPaBOBbIM JOKYMEHTaM OTHOCST
Tun Bonpoca: 2. Bei0op BO3MOXKHBIX NTPaBHIbHBIX OTBETOB
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
. yKa3zaHue
. TIOJIO’KEeHHEe 00 OpraHu3aluu
. YUPEIUTENbHBIN JOTOBOP
. PETJIaMEHT
. CTPYKTYypa U LITaTHas YUCIEHHOCTb
. pacropsKeHue

~N O OB~ W DN

. TIpUKa3

8. mTaTtHOe pacrcaHue

9. mocTaHoBIIEHNE

10. pemenne

11. ycraB opranuzanuu
BOITPOC N 32. K pacniopsiiuTeIbHBIM TJOKYMEHTaM OTHOCSIT:
Tun Bonpoca: 2. Be160op BO3MOKHBIX NPaBHIBHBIX OTBETOB
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Ilena Bompoca (6amos): 1
BapuaHToB 0TBETOB:
1. 1OXHOCTHBIE HHCTPYKIUU PAOOTHUKOB
2. pactopsDKEHUS
3. IOCTaHOBJICHUS
4. pemeHus
5. yKazaHus
6. ycTaB opraHuzanuu
7. IpuKa3bl
8. mpaBuIia BHYTPEHHET0 TPYAOBOIO pacropsiaKa
9. monoXKeHus 0 CTPYKTYPHBIX MOAPa3IeICHHIX
BOITPOC N 33. NupopmanimoHHO-CIIPaBOYHBIM JOKYMEHTaM OTHOCST:
Tun Bompoca: 2. Bi6op BO3MOXKHBIX MPaBUIIbHBIX OTBETOB
[lena Bompoca (6amios): 1
BapuaHTOB 0TBETOB:
. peeHus
. @KTBI
. IPOTOKOJTBI
. IOKJIaJIHbIE U CITyKeOHbIE 3aITUCKU
. IPUKA3bI
. pacropspKeHus
. TIOCTaHOBJICHUS

O NO Ol WDN P

. IIChMa
9. ykazanus
BOITPOC N 34. Ilpocroe ciyke0HO€ THCBMO - 3TO
Tun Bonpoca: 1. BeIGop eIUHCTBEHHO NMPaBUIBHOIO OTBETA
[lena Bompoca (6amios): 1
BapunaHTOB OTBETOB:
1. nucemMo ogHOACHEKTHOE
2. IMCBbMO COJIep:Kalllee HECKOJIBKO acIeKTOB
BOITPOC N 35. [IpoTokona — 310
Tun Bonpoca: 1. BeiOop e1nHCTBEHHO NMPaBUIBHOIO OTBETA
[ena Bompoca (6amios): 1
BapraHTOB OTBETOB:
1. JOKyMeHT, COCTaBJCHHBI HECKOJbKUMH JHUIAMH JJs  HOATBEPXKICHHS
YCTAHOBJICHHOTO (haKkTa, COOBITHUS, 1EHCTBUS
2. TOKyMEHT, (PUKCHPYIOUINI X01 0OCYXICHUS BOIPOCOB WM TNPHHATHUS PEIICHUH Ha
coOpaHUsIX, COBEIAaHUAX, KOH(EPEHIMIX U 3aC€AaHUSIX KOJUIErHabHBIX OPraHOB
BOITPOC N 36. AKT — JOKyMEHT
Tun Bonpoca: 1. Ber6op ennHCTBEHHO MPaBUIBHOIO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. cocraBieHHBIN HECKOJIBKUMU JIUIIAMHU JIJIs1 TOJITBEPKIEHUS YCTAaHOBICHHOTO (haKTa,
COOBITHS, ACHCTBUS
2. JOKYMEHT  WH(OPMAIMOHHOTO xXapakrepa, coJIep KAl OTHCaHue
IIPOU3BO/ICTBEHHOH JI€ATEILHOCTH OPraHU3alMK U MOATBEPKACHNE KaKUX-TM00 (aKTOB, COOBITHI
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BOITPOC N 37. CipaBka — JOKYMEHT
Tun Bonpoca: 1. BeiOop e1uHCTBEHHO MPaBUIBHOTO OTBETA
[lena Bompoca (6amios): 1

BapuaHTOB OTBETOB:

1. coctaBneHHBIM HECKOJIBKUMH JIMIIAMH ISl TOATBEPKICHUSI YCTAaHOBIEHHOTO (haKTa,
COOBITHS, ACHCTBUS

2. puxcupyrommii Xox 0O0CYKJICHHS BOIPOCOB U MPHHATUS PEIICHUH HAa COOpaHUsX,
COBEIIAHUAX, KOHPEPEHIUAX U 3aCEIAHUAX KOJUIETHAIbHBIX OPTaHOB

3. uH()OPMAIMOHHOTO XapakTepa, COACPXKAIIMKA OMHMCAaHUE MPOU3BOJACTBEHHOMN
JeSITeIbHOCTH OpraHu3allii U MOATBEPKICHHE KaKuX-T100 (hakToB, COOBITUI

BOITPOC N 38 JloroBop mpencraBisieT coOoi
Tun Bonpoca: 1. BeiOop ennHCTBEHHO MPaBUIBHOTO OTBETA
Ilena Bompoca (6amios): 1

BapuaHToB 0TBETOB:

1. cormamenue OBYX WM HECKOJNBKHX JHMII OO0 YCTAaHOBJICHHH, W3MEHEHUW WIIH
MIPEKPALLEHUH TPAKJAHCKUX MPaB U 00sS3aHHOCTEN

2. IOKYMEHT, BBIIaBa€MBI 3aEMIIUKOM KPEIUTOPY B IMOJITBEPXKACHUE €ro ImpaBa B
cllydae HEUCIOJHEHHUS OO0ECIeUeHHOr0 3allorOM 00s53aTeNbCTBa MOJYYUTh MPEUMYIIECTBEHHOE
yIIOBJIETBOPEHHE MPETEH3UI U3 CTOMMOCTH 3aJI0)KEHHOTO UMYIIIECTBA

BOITPOC N 39. KpeautHslii 1oroBop — 3T0
Tun Bonpoca: 1. BeiOop equHCTBEHHO MPaBUIBLHOIO OTBETA
ena Bompoca (6amios): 1

BapuaHToB 0TBETOB:

1. nmoroBop, corjacHO KOTOPOMY OJHAa CTOpoHa (TIOBEpeHHBIM) OepéT Ha ceds
00s13aTeIBCTBO MEpe]] APYroi CTOPOHOU (TOBEPHUTENIEM) COBEPIIUTh OT UMEHHU U 3a CUET TOBEPHUTEISI
ONpeAeIEHHBIE IOPUIUYECKUE IEUCTBUS

2. IOTOBOP MEXy KPeIUTOPOM M 3aEMILUKOM, B COOTBETCTBUHU C KOTOPHIM OaHK MJIH
WHasl KpeAWTHasl OpraHu3anus (KpeauTop) oOs3YyIOTCS MPeloCTaBUTh JCHEKHbIE CpescTBa (KpPeauT)
3aéMIIMKY B pa3Mepe W Ha YCIOBHUSX, NPEIyCMOTPEHHBIX JOrOBOPOM, a 3aéMIIUK O00s3yercs
BO3BPATUTH MOJ
BOIIPOC N 40. 3axirodeHne JOroBOPOB MPOXOINT JIBE CTaIHH:
Tumn Bompoca: 3. YCTaHOBUTH MOCIIEIOBATEIIBHOCTH OTBETOB
[lena Bompoca (6amios): 1

BapraHTOB OTBETOB:

1. opepra

2. aKIenT

BOIIPOC N 41. Odepra - 310
Tun Bonpoca: 1. Bei6op eTMHCTBEHHO NMPaBUIBHOTO OTBETA
[lena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. cornacue 3aKIOYUTH JOTOBOP
2. IpeATIOKEHHUE 3aKIIOYUTh JIOTOBOP
BOITPOC N 42. Axuent - 310
Tun Bonpoca: 1. BeiGop equHCTBEHHO MPaBUILHOTO OTBETA
Ilena Bompoca (6amios): 1

BapuaHTOB O0TBETOB:
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1. cornacue 3aKkyIOUUTH JOTOBOP
2. IPeAJIOKEHHUE 3aKIIOUUTh JI0TOBOP
BOITPOC N 43. IIpoTokoibl pa3HOTJIACHiA K IOTOBOPAM COCTABIIIIOTCA B CIy4ae
Tun Bonpoca: 2. Be100p BO3MOXKHBIX IIPABUIIBHBIX OTBETOB
Ilena Bompoca (6ayos): 1
BapuanToB 0TBETOB:
1. BO3HUKHOBEHUS CIIOPOB IO TEKCTY J0rOBOpa
3. paccieoBaHusl NPUYMH U BBIABICHHMS BHHOBHUKOB IOPYM, YTpaThl Oaraka WM
rpysa
BOIIPOC N 44. KommepuecKkuil akT - 3TO
Tun Bonpoca: 1. BeiGop eIMHCTBEHHO NPaBUJIBHOIO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. 1oKkyMmeHT, BblIaBaeMblii JoBepuTeneM (IPEACTaBISIEMbIM), B  KOTOPOM
3a)KCUPOBAHBI TIOTHOMOYHSI
IIPEJICTABUTEIIS 10 COBEPIIECHUIO CIIEIOK U MHBIX IIPAaBOMEPHBIX JEHCTBUH, UX
CoJiep KaHue U Mpeelibl
2. JOKYMEHT, COCTaBJICHHbII I€pEeBO3YMKOM, B MOATBEP)KACHHE (haKTa HEJOCTauH,
MOPYM WM NOBPEXKACHUS IPpy3a IIPU MEepeaye ero rpy30Iolyqaresto B IyHKTEe Ha3HAUCHUSI
BOITPOC N 45. JloBepeHHOCTS -
Tun Bonpoca: 1. BeiGop eIMHCTBEHHO NMPaBUIBHOIO OTBETA
Ilena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. 1oxkyMmeHT, BblJaBaeMblii JoBepuTeneM  (IIPEACTaBIsIEMbIM), B  KOTOPOM
3a(UKCUPOBAHBI TTOJITHOMOYHSI
IPEJCTaBUTEIIS IO COBEPILEHUIO C/IEIOK M MHBIX PAaBOMEPHBIX JeHCTBUM, X
coJiep>KaHue U Mpeebl
2. JIOKYMEHT, KOTOpBIH 0pOpMIISIeT IPUEM U OTIPABKY I'py3a, MepeMeleHHe U
OTITYCK MaTepUaAJIbHBIX IIEHHOCTEH.
BOIIPOC N 46. Pa3nuuarot ciaeyromre BUIbI JOBEPSCHHOCTEH:
Tumn Bonpoca: 2. Be160p BO3MOKHBIX MPAaBHIIBHBIX OTBETOB
[lena Bompoca (6amios): 1
BapunaHTOB OTBETOB:
. TeHepasbHas
. TEppUTOpHAIIbHAS
. pa3oBas
. peruoHasIbHas
. CrienManbHas
6. moroBopHast

g B~ W DN

BOIIPOC N 47. I'enepasibHast TOBEpPEHHOCTb BBIJACTCS
Tun Bonpoca: 1. Bei6op ennHCTBEHHO MPaBUIBLHOTO OTBETA
[lena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. TonbKO Ha ompenesNeHHbIE BUABI ASUCTBUS (HAlpUMeEp: YIpaBjieHUE aBTOM-M, cOOp
JOKYMEHTOB IIPH MOATOTOBKE K IPOJAXe HEIB-TH, IPEJCTABUTENIBCTBO B CYJE U T.[.) CPOKOM Ha |
roz
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2. CO BCEMH IIOJHOMOUMSAMH (KYIUTU-TIpOJaku, odopmiieHusi, oOpaiieHue B cya, cOop
JOKYMEHTOB U T.J.), C IPaBOM IepeoBepus u cpokom oT 1 no 3-x jer
3. TOJIIBKO Ha BBHINOJHEHHE Pa30BOT0 ACHCTBUS (HAampUMep: B3SATh JOKYMEHTHI B
KKX, BTU u T.1.) MOXeT OBITh PYKOITMCHOM M JEHCTBYET TOJBKO B TEYCHUE CPOKA BBIMOJHEHUS
JeHCTBUS WK CpOKa yKazaHHoro JloBepurenem, HO He Oosee 3-X MecsIeB
BOITPOC N 48. CniennanbsHasi JOBEpEHHOCTh BBIIACTCS
Tun Bonpoca: 1. BeiOOp eMuHCTBEHHO MPaBHIBLHOTO OTBETA
[lena Bompoca (6amioB): 1
BapuaHToB 0TBETOB:
1. TonpKO Ha ompenencHHbIC BUJIBI ACUCTBUA (HAPUMEp: yIpaBiIeHHE aBTOM-M, cOOp
JOKYMEHTOB TP MOATOTOBKE K MPOJIaXKe HEJIB-TH, MPEIACTABUTEILCTBO B CyAe U T.A.) CPOKOM Ha 1
roj
2. TOJIBKO Ha BBHITIOJHEHUE PA30BOTO JIEHCTBUA (HampumMep: B3sATh ToKyMeHTHI B JKKX,
BTU u 1.1.) MOXeT ObITh PYKONMCHON U JEHCTBYET TOJIBKO B TEUEHHUE CPOKA BBIMOIHEHUS JEHCTBUS
WIH CpoKa ykazaHHoro JloBepurenem, HO He Oosee 3-X MecsIEeB
3. CO BCeMH MOJTHOMOUUAMHU (KYIUIU-TIPOJaXku, odopMiIeHHs, oOpalleHne B cya, cOop
JOKYMEHTOB H T.J.), C IPaBOM IiepeoBepus u cpokom oT 1 1o 3-x jer
BOIIPOC N 49. DneKTpOHHBII TOKYMEHT — 3TO
Tun Bonpoca: 2. BeiOop BO3MOXKHBIX MPABHIBHBIX OTBETOB
[lena Bompoca (6awioB): 1
BapuaHTOB OTBETOB:
1. CTpaHHULA C IyCTHIMU MOJISIMH, OCTAaBICHHBIMU IS 3aII0JHEHMSI 10JIb30BATEIEM.
2. TaKOM JOKYMEHT, KOTOPBIH CO3JaH C MCIIOJIb30BAaHUEM KOMIIBIOTEPHBIX CPEACTB
00paboTKu HGOPMAIIUU U MOXKET MOAMUCHIBATHCS ITUGPOBOI MOIMHUCKHIO.
BOITPOC N 50. TokymeHT0060pOT
Tun Bonpoca: 1. BeiOop e1nHCTBEHHO NMPaBUIBHOIO OTBETA
Ilena Bompoca (6ammoB): 1
BapunaHTOB OTBETOB:
1. 3TO nBMXKEHUE JOKYMEHTOB C MOMEHTA X MOJYYEHHUS WIH CO3JaHus 0
3aBEpUICHMSI UCIIOIIHEHNUS, OTIIPABKH WJIU CIauu B AEIIO0
2. 3TO cMellaHHas padoTa ¢ JOKYMEHTaMH (LIeHTpalu30BaHHasl, IeLeHTPaTU30BaHHAs)
BOITPOC N 51. Ha npeanpusiTuy pa3inyaroT OCHOBHbIE TIOTOKH JIOKYMEHTALIUU:
Tun Bonpoca: 2. BeI60p BO3MOXXHBIX PAaBUIbHBIX OTBETOB
[lena Bompoca (6amioB): 1
BapraHTOB OTBETOB:
1. Bxopsiue
2. BHEIITHHE
3. BHyTpEHHUE
4. ucxomdmnme
BOITPOC N 52. KoHTpO1h HCTIOTHEHHUST BKITIOYACT:
Tun Bonpoca: 2. BeI60p BO3MOXKHBIX NPaBUIbHBIX OTBETOB
[lena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. mocTtaBKy JOKyMEHTa Ha KOHTPOJIb
2. PE30TIONHUS
3. MPOBEPKA U PETYIUPOBaAHUE XOAa UCIIOIHEHUS
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4. yder u 0000UIeHME pE3YJNbTATOB KOHTPOJS HUCIOJIHEHUS JIOKYMEHTOB,
MH(GOPMHUPOBAHNE PYKOBOAUTEISL.
5. IPOBEPKY CBOEBPEMEHHOIO JI0OBEICHUS /10 UCIIOJIHEHMS
BOITPOC N 53. Pe3omtonusi CoiepKuT:
Tun Bonpoca: 2. BeIOOp BO3MOXKHBIX IPaBUJIbHBIX OTBETOB
[lena Bompoca (6amioB): 1
BapuanToB 0TBETOB:
1. bamunun
2. MTHULIAAJIBI HCTIOJIHUTEIICH
3. coziepKaHue MOPyUCHHS
4. CPOK UCIIOJTHEHUs
5. moamnuce u nary
6. mevatp
BOITPOC N 54. Bce 1oKyMeHTBI, TOCTYAIOIINE HAa TIPEANPUATHAE TMPOXOISAT:
Tumn Bonpoca: 3. YCTaHOBHUTH MOCIIEIOBATEIBHOCTh OTBETOB
[lena Bompoca (6amios): 1
BapuanToB 0TBETOB:
1. nepBuuHy0 06pabOTKy
2. IpeABapUTEILHOE PACCMOTPEHHE
3. perucTparuio
4. paccMOTpeHHEe PyKOBOJCTBOM
5. mepeaavyy Ha UCIOJIHEHUE
BOITPOC N 55. Cnyx0a JOKyMEHTaIlHOHHOTO 00eCTIeueH sl YIpaBICHUS
Tun Bonpoca: 1. BeiOop eAMHCTBEHHO IPABUIIBHOTO OTBETA
Ilena Bompoca (6amos): 1
BapuaHTOB OTBETOB:
1. nomxHa npuUHUMAaTh K 00pabOTKe TOJBKO MPABHWIBHO O(OpPMIIEHHBIE JTOKYMEHTHI,
UMeEIOIINe IOPUIMUECKYIO CUTY U MPUCIaHHbIE B TOJIHOM KOMILIEKTE
2. JIOJDKHA TMPUHUMATh K 00pabOTKe MOKYMEHTBI, MMEIOLINE OPUIUUYECKYIO CHIIYy U
MPHUCITAHHBIE TIO TTOYTE
BOITPOC N 56. Perucrpanus TOKyMEHTOB - 3TO
Tun Bonpoca: 1. BeiOop e1MHCTBEHHO NMPaBUIBLHOIO OTBETA
Ilena Bompoca (6amnoB): 1
BapuaHTOB OTBETOB:
1. ¢pukcanus dakra cozgaHus WM MOCTYIUICHUS JOKYMEHTA IyTeM MPOCTaBJICHHAs Ha
HEM HHJEKCa U JaThl C MOCTEAYIOLIEH 3anichi0 HEOOXOIUMBIX CBEIEHUN O JOKYMEHTE B
pEerucTpalMoHHBIX hopMax
2. epesiaya JOKYMEHTOB U3 OJIHOTO MO/pa3AeieHUs B Ipyroe
BOITPOC N 57. I'ne xpaHAT JOKYMEHTHI O UCTEUECHHSI CPOKOB UX XPaHEHUS?
Tun Bonpoca: 1. BeiGop eAMHCTBEHHO PABUIILHOTO OTBETA
[lena Bompoca (6amioB): 1
BapuaHTOB OTBETOB:
1. B Oyxranrepuu
2. B CITy)KO€ JIeJIONPOU3BOJICTBA
3. B apxuBe
4.y nupekropa
36



BOITPOC N 58. YUto moHuMaeTcst o1 SKCIIEePTH301?
Tun Bonpoca: 1. BeiOop e1uHCTBEHHO MPaBUIBHOTO OTBETA
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. sTo0 ompeneneHue 3HaYEHUS JOKYMEHTOB B LIEISX UX OTOOpa HAa XpaHEHUE U
YCTAHOBJICHHUS CPOKOB XPAHEHHUSI.
2. 3TO CHCTEMAaTU3UPOBAHHBIN MEPEYCHD 3ar0JIOBKOB JIEI.
BOITPOC N 59. HomeHnkiatypa jien - 3To
Tun Bonpoca: 1. BeiOop eMuHCTBEHHO MPaBHIBLHOIO OTBETA
Ilena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. crucok 3aroyioBOK JieN, 3aBOJMMBIX Ha NPEANPHATHH, C YKa3aHHEM CPOKOB HX

XpaHeHus
2. TPYNIUPOBKA JOKYMEHTOB B JIeJIa B COOTBETCTBUU C HOMEHKIIATYpOH
BOITPOC N 60. ®opmupoBaHue e - 3TO
Tun Bonpoca: 1. BeiOop e1nHCTBEHHO NMPaBUIBHOIO OTBETA
[ena Bompoca (6amios): 1
BapuaHToB 0TBETOB:
1. crucok 3aroyioBOK €N, 3aBOJMMBIX Ha NPEANPHATHH, C YKa3aHHEM CPOKOB HX
XpaHEHHS
2. TpyNNHUPOBKA TOKYMEHTOB B JIeJIa B COOTBETCTBUM C HOMEHKJIATYPO
BOITPOC N 61. K ocHoBHBIM 3aauam cyk0bl IOY MOXKHO OTHECTH:
Tun Bonpoca: 2. BeiOop BO3MOXHBIX IPABUIBHBIX OTBETOB
[lena Bompoca (6amios): 1
BapuaHTOB OTBETOB:
1. COBEPIIIEHCTBOBaHUE (DOPM U METOI0B PabOTHI C JOKYMEHTAMH;
2. o0ecrieyeHrne eMHOTO TOPs/IKa JTOKYMEHTHPOBAHUS, OpPTraHU3aluu PabOoTHI C
JOKYMEHTaMH;
3. OCYIIIECTBIICHHE MEPBOHAYATHHON (IKCIIEAUIIMOHHON) 00pa0OTKH BXOISAIINX
JOKYMEHTOB;
4. perucTpanus BXOISAIIMX, UCXOSIIUX U BHYTPEHHUX JTOKYMEHTOB;
5. MOCTPOSHHST WH(POPMAIIMOHHO-TIONCKOBBIX CHCTEM, KOHTPOJISI MCIIONHEHUS U
MOJITOTOBKH JTOKYMEHTOB K TIepe/iade B apXUB B COOTBETCTBUH C JICHCTBYIOIIMMH HOPMATHBAMU;
6. COKpallleHHEe JTOKYMEHTO000pOTa;
7. BeJIeHHEe HHPOPMAI[MOHHO-CIIPABOYHOM pabOThI O TOKYMEHTaM OpraHu3alluu;
8. yHu(uUKanus GopM JOKYMEHTOB.

BOITPOC N 62. K TexHonoruueckum ¢pyHkuusaMm ciyxost IOV cnenyer oTHecTH:

Tun Bonpoca: 2. Bei0op BO3MOXKHBIX NPaBHIbHBIX OTBETOB

[lena Bompoca (6amnos): 1

BapraHTOB O0TBETOB:
1. coBepiieHcTBOBaHKE (HOPM U METOAOB PabOTHI C TIOKYMEHTAMU;

2. OCyIIEeCTBIICHHE MTEPBOHAYAIBHON (IKCIIEAUIIMOHHO) 00pabOTKH BXOASAIINX JOKYMEHTOB;
3. perucTpanus BXOIAIINX, UCXOAAIINX U BHYTPEHHUX TIOKYMEHTOB;
4. yaudukanus GopM JT0KyMEHTOB;
5. BereHue MHPOPMALMOHHO-CIIPABOYHON pabOTHI IO JTOKYMEHTaM OpraHHU3alluu;
6. MaITMHONTMCHOE M3TOTOBJICHHUE JJOKYMEHTOB (Ha0Op TEKCTa Ha KOMITBIOTEPE);
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7. KOTUPOBAaHHUE, THPAKUPOBAHHE M OIIEPATUBHOE Pa3MHOKEHHE JTOKYMEHTOB.
BOITPOC N 63. Opranuszanuonusie ¢GpyHknuu ciayx0s1 JJOY BriIrodaror:
Tun Bompoca: 2. BeI60p BO3MOXKHBIX MTPABUIIBHBIX OTBETOB
Ilena Bompoca (6amwtoB): 1
BapuaHTOB OTBETOB:

1. MaIIMHOMUCHOE U3TOTOBIICHUE JOKYMEHTOB (Ha0Op TEKCTa Ha KOMITBIOTEPE);

2. MOJIFOTOBKA K JIOKJIQAY PYKOBOJCTBY MOCTYIAIOIINX JOKYMEHTOB;

3. OpTraHMU3aIMs CBOEBPEMEHHOTO PACCMOTPEHHSI JOKYMEHTOB PYKOBOJICTBOM
OpraHH3aIiH;

4, pEryJIMpOBaHHUE X0J1a UCIIOJHEHHS JOKYMEHTOB, MIPOXOXKICHHUS M HCIIOJTHCHUS
JOKYMEHTOB B YCTAaHOBJICHHBIH CPOK;

5. BeJICHHE HH(POPMAIIMOHHO-CIIPABOYHON pabOTHI IO TIOKYMEHTaM OpraHUu3alluu;

6. OpraHu3alis XpaHeHUs JOKYMEHTOB B CTPYKTYPHBIX TOJpa3/ICIICHUSIX;

7. opranmu3aius paboThl apXvBa B COOTBETCTBHH C TIPABHIJIAMU, HHCTPYKITUIMHU H
METOJIMYCCKUMHU peKOMEHIalusiMu PocapxuBa;

8. OCYILIECTBIICHHE MEPBOHAYATBHON (IKCIEAUIIMOHHON) 00pa0OTKH BXOISAIINX
JOKYMEHTOB;

9. MOBBIIIICHUE KBATM(UKAIIMK PAOOTHUKOB JICIONPOU3BOACTBEHHON CITY)KOBI U apXUBa;

BOITPOC N 64. K koHTposibHBIM (pyHKIMAM ci1y>x0b1 JIOY oTHOCAT:
Tun Bonpoca: 2. Bei60p BO3MOXKHBIX PaBUIBHBIX OTBETOB
ena Bompoca (6amios): 1

BapuaHTOB OTBETOB:

1. KOHTPOJIb 32 MPaBUILHOCTHIO OOPMIICHHS JOKYMEHTOB, IPEICTABISIEMbIX Ha MOJITUCH
PYKOBOJICTBY (TO €CTh UCXOJALINE U BHYTPEHHUE IOKYMEHTHI);

2.  pa3paboTKy HOMEHKJIATyphl JieJl OpraHu3alui,

3. KOHTPOJIb 32 CPOKaAMH MCIOJHEHUSI JOKYMEHTOB;

4. OCYIIECTBIICHHE KOHTPOJIS 33 MPABUIBHOCTHIO 0hopMIIeHUsT U (POPMHUPOBAHUS B
CTPYKTYPHBIX TIOAPA3EIICHISIX OPTaHU3aIlH JIeJ, TIOJUIeKAIINX C/Iade B apXUB;

S. 0000111eHIE CBEACHUH 0 XO/€ U pe3ybTaTaX MCIOJHEHUS TOKYMEHTOB,
crcTeMaTndeckoe MHPOPMHUPOBAHUE PYKOBOJICTBA TI0 ATHM BOIIPOCAM;

6. IPOBE/IEHUE IKCIIEPTU3bI HAYYHOM M MPaKTHUECKOW LIEHHOCTH IOKYMEHTOB;

7. o0ecriedeHrne XpaHeHus IeJI U OTIEPaTUBHOTO WCTIOIB30BAHUS JOKYMEHTHON
uHpopMaluu.

BOITPOC N 65. Meronuueckue (GyHKIMH, BbINONHsAEeMBbIe ciy:x00i JIOY, BKIIOYaIOT:
Tum Bompoca: 2. Bei0op BO3MOXHBIX MTPaBHIBLHBIX OTBETOB
[lena Bompoca (6amioB): 1

BapraHTOB O0TBETOB:

1. pa3paboOTKy HOMEHKIIATYpPHI JIeJ OpraHW3alliy, WHCTPYKIIUU TI0 JEJIONPOU3BOJICTBY,
Tabens ¢GopM JOKYMEHTOB W JAPYTUX JIOKATBHBIX HOPMATHUBHBIX JIOKYMEHTOB, 3aKPETUISIONINX
CHCTEMY JIeNIONIPOU3BOICTBA OPTaHU3aINH;

2.  TIpOBEACHHWE DKCIEPTH3BI HAYYHON W MPAKTUIECKOH IIECHHOCTH JJOKYMEHTOB;

3. 0000IIeHHEe CBEJICHUH O XOoJe W pe3yibTaraX HCIOJIHEHUS JOKYMEHTOB,
crcTeMaTndeckoe MHPOPMHUPOBAHUE PYKOBOJICTBA TI0 ATHM BOTIPOCAM;

4. OCYILECTBIICHHE IEPBOHAYAIBHON (IKCHETUIIMOHHONW) O0OpabOTKM BXOISIIUX
JOKYMEHTOB;
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5. MIPOBEJICHUE COBEIIAHWA W KOHCYJIbTHPOBAHHE IO BOIMPOCAM, OTHOCSIIUMCS K
KOMITETEHIIUH JIETIONPOU3BOJCTBEHHON CITYXKOBbI.
BOITPOC N 66. ITeuats - 310
Tun Bompoca: 1. BeiOop eAMHCTBEHHO MPAaBUIBLHOIO OTBETA
Ilena Bompoca (6amios): 1
BapuaHToB 0TBETOB:

1. neuath, wucnonb3dyemMas s 3aCBUACTEILCTBOBAHHUS  JOKYMEHTOB, HCXOJSILINX
HETMOCPEJCTBEHHO OT MMEHH CTPYKTYPHOTO IMOJIpa3/ieieHus (KaapoBas, Oyxrairepckas u T.1.).

2. CpPEeaCTBO, KOTOPOE MCHOIB3YETCs IS JOMOJHUTEIHHOTO O(UIIMATEHOTO MOATBEPKICHUS
YIIOJIHOMOYEHHBIM JIUIIOM JEHCTBUTEIBHOCTH U3BABISIEMON MM BOJIM WM Jpyrod MHGOpManuu, Ha
KOTOPOE YCTaHOBJIEH OCOOBIH MOPSOK NU3TOTOBIICHHS, XPAaHEHHS U UCIIOJIb30BaHUS.

3. meyarb TPaBWIBHOW KpYyrJIod ¢oOpMbI, B IEHTPE KIWIIE HMEIoUas 3epKajJbHOe
orobpaxenue ['ocynapcrBenHoro repba PO.

BOIIPOC N 67. IIpocrast meyaTs - 3T0

Tun Bonpoca: 1. Beibop enuHCTBEHHO MPaBUIBHOTO OTBETA
ena Bompoca (6amios): 1

BapuaHTOB OTBETOB:

1. cpencTBo, KOTOpOE HCHOIB3YETCS ISl TOMOJHUTENBHOTO O(UIIMATBHOTO MOATBEPIKICHUS
YIIOJTHOMOYEHHBIM JIMIIOM JIHCTBUTEIBHOCTH W3bBABISAEMON UM BOJH WM Apyroil nHdopmaunuu, Ha
KOTOpPOE€ YCTaHOBJIEH 0COOBIN MOPSAIOK U3TOTOBICHUS, XPAaHEHHSI M UCIIOJIb30BAHUS.

2. medarh TMPaBUIBHOW Kpyriaoi ¢opMbl, B MEHTPE KIMIIE HWMEIOIAas 3epKalbHOe
oroopaxenue ['ocynapcrBenHoro repba PO.

3. Tmewarb, WCHONb3yeMas JUIS  3aCBHJETEILCTBOBAHUS  JTOKYMEHTOB,  HCXOJSIINX
HETIOCPEICTBEHHO OT UMEHU CTPYKTYPHOTO MOJpa3aeieHus (KaapoBas, Oyxrajirepckas u T.1.).

BOITIPOC N 68. [Tepeunciute 3a1a4u apXuBa:
Tun Bompoca: 2. BE1OOp BO3MOKHBIX MTPABUWIBHBIX OTBETOB
Ilena Bompoca (6amnoB): 1

BapuaHTOB OTBETOB:

1. npueM, y4eT u XpaHeHHE JOKYMEHTOB, 3aKOHUEHHBIX JEIOMPONU3BOACTBOM;

2. 00001IeHNe CBEICHUH O XO/I€ U pe3yJbTaTax HCIOJHEHHS JOKYMEHTOB, CHCTEMAaTHIECKOEe
nH(}OpMHUpPOBaHHE PYKOBOJCTBA 110 3THUM BOIIPOCAM;

3. nH(OPMALIMOHHO-CIIPaBOYHAsI pa0OTa MO apXUBHBIM JOKYMEHTaM MPeaNpHUsITHS;

4. opraHu3aIMOHHO-METOANYECKas ITOMOIIb IO BEJICHHUIO JEJIONPON3BO/ICTBA.

BOTIIPOC N 69. DnekrponHas 1 poBas MOAMKUCH — 3TO
Tun Bompoca: 2. BeiOOp BO3MOXHBIX TPABHIILHBIX OTBETOB
[lena Bompoca (6amioB): 1

BapuaHTOB OTBETOB:

1. CTpaHHULA C MyCTHIMH MOJISIMH, OCTAaBJICHHBIMU IS 3aTIOJHEHHSI TOJIb30BaTENEM.

2. JIOKYMEHT, KOTOPBIH CO3/1aH C HCIOJIb30BAHUEM KOMITBIOTEPHBIX CPEACTB 00pabOTKU
nH(OPMAILIUY U MOKET TOJIMUCHIBATHCS U(POBON MOAIMHUCKIO.

3. aHaJIOT PYYHOM MOANMMCH, KOTOpas MpedHazHaueHa JUIs 3alMThl HHGOpMaIuHy,
rapaHTUPYET KOHTPOJIb LIETOCTHOCTU U MOATBEPKIAaeT MOUTMHHOCTh 3JIEKTPOHHOTO JOKYMEHTA.
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