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BBenenue

enb penoaBaHusl y4eOHOM JTHACHUILINHBI «MexayHapoHast
KOPPECIIOHACHIIMA W JOKYMEHTAlMsA»  SBISETCS  IOJIYyYeHHE  CTYJISeHTaMH
YIIIyOJIEHHOTO, IEbHOTO M  KOMIUIEKCHOTO TMPEACTaBICHUS 00 OCHOBHBIX
TEOPETUYECKUX W TPAKTHUYECKUX TMpHeMax M CIocobax JOKYMEHTHPOBAHMUS,
OpTaHU3aIMH TEPETUCKU M0 TPeOOBAHUAM MEXKIYHAPOIHBIX CTaHIAPTOB B 00JIACTH

ACJIOIPOU3BOJACTBA.

N3ydenne Kypca MOCTPOEHO N0 MNPUHIMIY: OT Haubojee oOmUX
dyHIaMEHTANIBHBIX TOHATHHA, JAIONMX TMpeacTaBicHHe o ¢GopMax JeJIOBOMH
MEPENUCKU, K KOHKPETHBIM CBEJACHUSIM M PEKOMEHJAIUsIM IO OpraHu3aluu
MEXIyHApOJTHONW JOKYMEHTAallMH. B pe3yiabTaTe W3y4eHHs IUCIUTLINHBI CTYIACHT
JIOJKEH TIOJYYUTh HABBIKU, MO3BOJIIONINE HCIIONh30BAaTh TEOPETUUYECKUE 3HAHUS B

ITPAKTUYECKOU AEATEIBHOCTH.

3amaun AUCIUTUIUHBL

— OBJIAJICHHE 3HAHUSIMU O MEKIYHAPOIHOM COTPYJHUYECTBE MO BOIPOCAM
CTaHJapTU3AIUY;

— OCBOCHHE MOHATUWHBIM anmnapaToM B 00JIaCTH JOKyMEHTAIIUU U
uH(popmanuu;

— ToJydeHHEe HEeoOXOJUMOT0 KOMIUIEKCA CBEJCHUM O MpaBUiiaX MOJTOTOBKHU
u odopMIIeHHS TOKYMEHTOB B COOTBETCTBUMU co cTanmapramu MCO mo Bompocam
MOATOTOBKY U O(POPMIIEHUS PA3IMYHOIO POJia JOKYMEHTOB;

— U3y4YeHHue npueMoB 0(hOpPMIICHHUS PEKBU3UTOB B JIOKYMEHTAX;

— (opmupoBaHKE HaBBIKOB B OPOPMIICHUH JTOKYMEHTOB;

— W3y4YEeHHUE MPUHIIUIIOB U 0OCOOEHHOCTEN AJIEKTPOHHOTO JOKYMEHTOO00O0pOTA.

OO6yuaronuecst 10IKHBI
3HATH :

— pa3iinuusg B I[GHOBOﬁ KYJIbTYPC B Pa3HbIX CTpaHaX, OCHOBHBLIC JJOKYMCHTHI U

cpencTBa MHPOPMAITMOHHOW MOICPIKKH MPH JACIIOBOM MEPETHICKE;



— OCHOBHBIC TIOHATHS B 00JacTH JOKYMEHTAllMd MW WHGOPMAIMH Ha
MEXTYHAPOTHOM YPOBHE;

— OCHOBBI DJJICKTPOHHOTO JOKYMEHTOOOOPOTa; OCHOBHBIC HOPMATHBHBIC H
METOAMYECKHE JOKYMEHTBHI IO BOIMPOCaM JOKYMEHTAIMOHHO-HH(POPMAIMOHHOTO
oOecIieueHus;

— TMPUHIHAIGI PAIIOHAILHOTO JTOKYMEHTOOOOpOTa B TPOIECCE HCITOJTHCHHS
YIPABJICHUYCCKUX PEIICHUN PYKOBOJACTBOM;

YMETh

— OLICHMBATh BJIMSIHUE KYJIbTYpPhl Ha COACpPKAHUE JIEIOBOM KOPPECTIOHICHIIUH,
COCTaBJISITh JIOKYMEHTBI C UCIOJIb30BaHUEM HWH(OPMAIMOHHBIX PECYPCOB TpHU
JIEJIOBOM TEpenucKe Ha TOCyJapCTBEHHOM si3bike P®d M MHOCTpaHHOM S3BIKE C
y4e€TOM OCOOEHHOCTEH CTWJIMCTUKU O(DUIMATIBHBIX W HEO(PUIIUMATIBHBIX IHUCEM U

COLIMOKYJIbTYPHBIX pa3inuuil B (hopmMaTe KOPPECIOHICHIINH;
— onepupoBaTh crangapramMu MCO cepun «JlokymeHTanus u uHpopManus»

— COCTAaBJIAATh PA3JIMYHBIC BHABLI YIIPABJICHYCCKUX U HHBIX OOKYMCHTOB,

CO3aaBaCMbIX U UCITIOJIb3YCMBIX PYKOBOACTBOM;

—  JIOKyMEHTAJbHO OQOpPMIISATH  YHPABIECHUYECKHE PEIICHUS MPUHATHIE
PYKOBOJICTBOM; OpPraHU30BbIBaTh PabOTy C JOKyMEHTaMHu (JOKYMEHTOOOOpOT) Ha

pabouem mecrte;

— BJIAJICTB:

— OCOOEHHOCTAMM M CcHEUU(UKON JI€TOBOM KYyJIbTYpbl B  Pa3IUUYHBIX
rocy/napcTBax, HaBbIKaMH paOOThl  COCTaBICHUS U O(POPMIICHHUS ITOKYMEHTOB C
HCIOJIb30BaHWEM WH(GOPMALMOHHBIX PECYpCOB HCIOJIb3YEMbIX TMpU JAEIOBOU
MEPENUCKE Ha TOCYJAPCTBEHHOM s3bIke P® W HMHOCTPAHHOM S3BIKE C YYETOM
OCOOCHHOCTEM  CTWJIMCTUKH  OQPUIMAIBHBIX M  HEO(PHUIHUAIBHBIX IHUCEM U
COLIMOKYJIBTYPHBIX pazinyuil B hopmMare KOPPECHOHICHIUN

— HaBbIKaMU O(QOpPMJIEHUSI JOKYMEHTOB, YCTaHOBIIEHHbIX cTanaaptamu MCO u

POCCHICKUMU CTaHAAPTaMU;



— HaBbIKaMH COCTABJICHUA OPraHU3allMOHHO-PACIOPAAUTEIBHBIX TOKYMCHTOB,
I/IH(bOpMaHI/IOHHO-CHpaBOLIHI)IX JOKYMCHTOB;,

— HaBbIKaMH JOKYMCHTHUPOBAHHA ynpaBHCHqCCKOﬁ JOKYMCHTAIINH.
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3HavYeHHe CaMOCTOATEILHOM PA00THI CTYJICHTOB B H3Y4YeHHH
TUCUUIIMHBI

CamocTosiTenbHas paboTa CTYACHTOB - IuUlaHUpyeMasl yudeOHas,
y4eOHO-HCcCeI0BaTeNbCKasl, Hay4YHO-UCCIIEIOBATENbCKAS pabota
CTYJCHTOB, BBINOJHIEMAas BO BHEAYJUTOPHOE BPEMS IO 33aJaHUI0 U MPH
METOJIMYECKOM  PYKOBOJCTBE  IMpemnojaBaTreis, HO  0e3  ero
HEMOCPEJICTBEHHOrO  y4yacTus (IpM YaCTUYHOM  HEMOCPEACTBEHHOM
y4acTUU MPEnojaBaTelisi, OCTaBJAIONIEM BEAYIIYyI0 poOJjb 3a paboToi
CTYJEHTOB).

[ens camocTosATEeNbHOW pabOTHI CTYJAEHTA — OCMBICICEHHO H
CaMOCTOATEJILHO padoTaTh CHadajla ¢ y4EOHBIM MaTEepUAIOM, 3aTEM C
Hay4yHOM wuHQOpMaIue, 3aJ0KUTh OCHOBBI CaMOOpraHu3allud U
CaMOBOCIIUTAHMUSI C TE€M, YTOOBl TMPUBUTH yMEHHE B JaJbHEUIIEM
HETPEPBIBHO MOBKIIIATH CBOIO MTPOhEeCCHOHATBHYIO KBaTU(UKAIIHIO.

3agayaMyd OpraHU3alldd CaMOCTOsITeJIbHAs paboTa CTYJIEHTOB B
paMKax U3yYEHUS JUCLUIUIMHBI SIBIISIOTCS:

— 0000meHue, cucTeMaTu3allus, 3aKperuieHue, YriayoJieHue W
paclIMpeHue MOJTyUYeHHBIX 3HAHUM U YMEHUN CTY/ICHTOB,;

— (opMupoBaHHEe yMEHUW MOUCKA M HUCIIOJH30BAHUS HH(POPMAIUU
HeoOxoaumoit 111 A(PGEeKTHUBHOrO BBINOJIHEHUS NPO(ECCHOHAIBHBIX
3aj1a4 MPO(PECCHOHATIBHOTO U JTUYHOCTHOI'O POCTA;

— pa3BUTHE MO3HABATEIbHBIX CIIOCOOHOCTEM U  aAKTUBHOCTH
CTYJCHTOB: TBOPUYECKOM WHUITUATUBBI, CaMOCTOSTEJIbHOCTH,
OTBETCTBEHHOCTH M OPTaHU30BAHHOCTH;

—  (opmupoBaHHE€  CaMOCTOSTEIBHOCTH  MPOQPECCHOHATBHOTO
MBIIIUICHUS: CHOCOOHOCTH K TPOGEeCCHOHATBHOMY U JIMYHOCTHOMY
Pa3BUTHIO, CAMOOOPA30BAHUIO U CAMOPEATU3ALINHY;

— (dopMHUpOBaHUME YMEHHI HCIOJb30BaHUS HH(OPMAILIMOHHO-
KOMMYHUKAIMOHHBIX TEXHOJIOTUM B TPOHECCUOHATBLHON JEeATEIHbHOCTH;

— pa3BUTHE KYJbTYPBI MEKIIMYHOCTHOTO oO11IeHuUS,
B3aMMOJICUCTBUSI MEXAYy JIOAbMHU, (GOPMUPOBAHUS YMEHHUM pabOTHl B
KOMaH/Ie



Tema nesioBble KYJLTYPHI B OU3HECE

Bomnpocs! aiisg cobecenoBanus

1.06mass xapakTepucTUKa JENOBBIX KyJIbTYp B OH3Hece: KiaccuuKaims
KyJIbTyp, HCIIOJb30BaHHWE BPEMEHH, CTaTyC, JHUIAEPCTBO U  OpraHU3aIus
eI TCIIbHOCTH.

2. JlenoBas KYJIbTYyDa, OCOOCHHOCTH OTJICILHBIX CTpaH: CIIIA,
BenukoOputanus., Ascrpanus, Hoas 3enanmus, FOxnas Adpuka, Ounmstaaus,
Opannus, [epmanus, Utanus, [opryranus, Poccus, Ucnanus, 1IBenus, Apabckue
ctpanbl, Anonus, Kurai, Uuaus, FOro-Boctounas A3us.

3.BnusiHue KyJIbTypbl Ha COAEPKAHUE JIEIOBOM KOPPECIIOHICHIINH.

Tema OcHOBHBIC MOHATHSA B 00JIACTH JOKYMEHTAIIUN U MH(OpMAIUH

COrJIACHO MEKAYHAPOAHBIM CTaHAapTaM

Bomnpocs! ais cobecenoBanus

1.OcHOBHBIE IOHATHS B 00JIACTH TOKYMEHTALUU U HHPOPMAIUH.

2.YnupaBneHrue JOKyMEHTAMHU.

3.DneMeHTHl JaHHBIX U hopMaThl 111 0OMeHa HHGOpMAIIHEH.

4. OcHOBHbIE TIOHSATUS B 00JIACTH JOKyMEHTaUuu U UHPOpMAIMK Ha
MEXIyHAPOJAHOM YPOBHE.

5.Heo6xoaumMocTh BBIpAaOOTKH €AMHOW TEPMUHOJIOTHH — Ba)KHEHIIIEE YCIOBHE
MEXIYyHApOJAHOr0 OOMeHa B o0nacTu MH(MOpManuu U AOKyMeHTauuu. CTaHAapThl
NCO cepun «JlokymeHTamus 1 “HGOpPMaIIus.

6.Ilonsitue «uHbOpMaAIUUY), «HOCUTENH WHGOPMAIIUNY, «IOKYMEHTAIUS,
«J1I0KyMeHT». OCHOBHbBIE U TPOU3BOIHBIE TEPMUHBI.

7. Pazmuuus B mpaBunmax o(OPMIICHHS JTOKYMEHTOB, YCTAaHOBJICHHBIX
cragaapramu UCO u poccHiicCKMMU CTaHAApTaMH, KIACCU(PUKATOPOB TEXHHUKO-

SKOHOMHUYECKOHN U COLMATBbHON HHPOPMALIMH.
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Bonpocsl k kpoceBopay Ne 1

ITo ropusonranu:

3. Kak HaszpiBaeTcs OTpacib JEATEIBHOCTH, OOECIeuMBarolias co3gaHue OQPHUIMaTIbHBIX
JOKYMEHTOB M OpraHu3anuio padboTsl ¢ HUMU?

8. Ilpu xaKoii cucTeMe JIeIONpPON3BOJICTBA BCE ONEPAIlUH, CBSA3aHHBIC C JOKYMEHTAMOHHBIM
o0ecriedeHrneM yIpaBieHHs, COCPETOTOYCHHBIE B OJTHOM MECTE €IUHOMN JJISi BCEr0 YUYPESKICHHS B
ciyx6e JI0Y?

9. Ilpu Kakoil cuUCTeMe JEeIOMPOM3BOJCTBA OJHHU OMNEpPAIMH OCYILECTBISIOTCS CIIyk00it
JIOY, a napyrue mnpousBomarcs kKak B cayxOe JIOY, Tak W ApYyrMMH CTPYKTYPHBIMH
1o/ipa3iesIeHusIMuU ?

10. MarepuanpHoii Qopmoil (ukcamum M Tepenayd ymnpaBlIEHYECKOH HHGpOpMaIH

SIBJISIETCS CITYKEOHBII ?

11. Kak Ha3piBaeTcs HOPMATHBHO — IPaBOBOW aKT, KOTOPHIA MPUHUMAETCS OpPraHOM
roCy/lapCTBEHHOM BJIACTH B 0COOOM MOPSAKE U PErVIaMEHTUPYET OIpe/eieHHbIE OOLIECTBEHHbIE

OTHOILICHUS?

ITo BepTHKaAIN:

1. Ilpouecc miaHUpOBaHUS, OpraHU3alUMU, MOTUBALUU U KOHTPOJIA, HEOOXOIUMBIM IS
TOT0, 4TO0BI C(HOPMYITHPOBATH U TOCTUYD LIEJIA OPTAHU3AIIH ?

2. OcHOBHas KaTeropus CTaHJapTOB?

4. Tlpu kakoit ¢opme OpraHM3aLUU JIETONPOU3BOJCTBA BCE BUABI paboOT ¢ JOKyMEHTaMHU
MIPOU3BOJIATCS] HETIOCPEICTBEHHO B CTPYKTYPHBIX MOAPA3EICHUAX ?

5. CKOIBKO MOXHO BBLIETUTh MOTOKOB JOKYMEHTHPOBAHHOH  yIpaBiIEHUYECKOM
uHpoOpMalMU B Ipoliecce yrpaBieHus ennHon cucremoil TamoxxenHbIx Opranos Poccun?

6. Kak Ha3piBaercs rpynmna Jrojieil, AeHCTBYIOLUIMX COBMECTHO JJISi JIOCTMXKEHHUS OOLIUX
nesen?

7. Kak Ha3pIBaeTCs CUCTEMaTU3UPOBAHHBIN MTepeueHb HAUMEHOBAHHBIX O0OBEKTOB, KAXKIOMY

U3 KOTOPBIX JaH YHUKAIbHbIN KOA?
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Tema OcHOBHbIE NPABUJIA KOHCTPYMPOBAHUA OJIAHKOB IOKYMEHTOB IO

MEKAYHAPOAHBIM CTaHAaApTaM

Bomnpocs! aiis cobecenoBanms

1.0O01ue npaBuia pa3paboTKu OJiaHKa MUChMa.

2.CocTaB M PACHOJIOKEHHE PEKBH3UTOB , YCTAHOBJIEHHBIX MEXITYHAPOJIHBIMU
CTaHJapTaMH.

3. BapuaHTbI CXEMBI PacIOI0KEHUSI.

4. bnanku. [lonHBIA MOYTOBBIA aJApeC U KOHTAKTHBIE TEIEPOHBI OTIPABUTEIIS.
Vkazanue Ttuma nucbMa. Homep crpanmi. Cceuika. BHyTpeHHHM —ajpec.
Cneunanbhbie o00o3HaueHusl. TpeboBanus K OnaHkaM JoKyMeHTOB. O0iacTh (30HA)
TEKCTOBas U noJisi. Pazmepse! noseii. Pazmepsl TEKCTOBOM 30HBI.

5.@opmynsp oOpazen. KoHcTpykumoHHas cerka g OJaHKOB U (opm
NOKyMeHTOB. PazmeTka TekcToBoM 30HBI. I'padbl u KojgoHKU. MIcXOAHBIA MHTEpBaI
MEXKy CTpOoKaMu. VICXOHBIN TOPU30HTAIBHBIN 1IAT NTACHMA.

6. Dopmynsap. Ilomst TekcToBOW 30HBI: TI0JIE CBEACHUH 00 OTHpaBUTENES
JNOKYMEHTA, MOJIE CChUIOK, IOJIE aapeca.

7. OrnpaButenb JokyMeHTa. CocTaB cBeAeHHMH 00 OTIpaBuTeNle JOKYMEHTA.
JlonoaHUTENbHBIE CBEICHUSI 00 OTIPABUTENE TOKYMEHTA.

8.Hasznauenne mnons cceuiok. Hasznauenwe mnons angpeca. Pasmepsl moss
CBEZCHMI 00 OTIpaBUTENNE AOKYMEHTA U IMOJIS CChUIOK.

9. AnpecHas 30Ha. AfpecHblil 0J10K. Pa3menienue agpecHoro 0jJoka Ha OJIaHKe.

[ToaroTOBUTH IIIOCCAPUN:

1. [lonsiTusa: TepMuHa aeUHHULIMS B JOKYMEHTOOOOPOTE TaMOKEHHOIO
nena.

2. OCHOBHBIX ~ TEpMHUHOB M  OMNpPEACJICHHM,  HCHOJb3YyEeMbIX B

JIOKYMEHTAJIbHOM OOECIICUeHUH.



11

Bonpocs! k kpoccBopay Ne 2

IIo ropusonTaam:

1. Kakue HocuTenu nHOOPMALIUH UCTIONB3YIOTCS IS CO3JaHUs TOKYMEHTOB

3. [IpuBenenue yero-1ubo K eAMHON cucteMe, popme, eTUHO0Opa3HI0

6. MatepuanbHblii 00BEKT C 3aKPEIUICHHOM B HeM MH(opMalueit /is mepeayn ee BO BpeMEHH U
NPOCTPaHCTBE

10. EnuHCTBEHHBIN SK3EMILISAP TOKYMEHTA

ITo BepTHKaIN:

2. Kakas (yHKIMS TECHO CBS3aHa ¢ MH()OPMAITHOHHON

4. Kak Ha3pIBarOTCsS JOKYMEHTHI HMEIOIINE 3apaHee HalledaTaHHbIN TEKCT ¢ MpoOeIaMu, KOTOphIe
3aII0JIHAIOTCS IPU OKOHYATEIbHOM O0(OPMIIEHUH B 3aBUCUMOCTH OT KOHKPETHOM CUTyalluu

5. Ota QyHKIUS onpeaenseTcs MOTpeOHOCThIO B 3aleUaTIeHUH HH()OPMALIUH C IIeNIbI0 COXPaHEHHUS
U TIepelavyy U MPHUCYIIa BCeM 0e3 UCKIIIOYSHHS JOKYMEHTaM

7. Ilo3BossieT CyOBEKTY yIpaBJICHUSI CPAaBHUBATH MOJyYSHHBIE PE3YJIbTATHI C TIOKA3aTENSMH,
OIpeIeIeHHBIMU TUIAHOM WJIM IIPOTPaMMOi

8. OTpacib 1esTenbHOCTH, 00eCIeuynBaroIas co3laHue OQUIHaIbHBIX JOKYMEHTOB U
OpraHu3aIuio PadboThl C HUIMH

9. JleneHnue TOKYMEHTOB Ha KJIAcChHI 0 HanboJiee 00NTUM MPU3HAKAM CXOJICTBA U Pa3ITUIHSI

[=Y
(=]
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Tema OcHOBHBIC NPABWJIA MOATOTOBKHU U 0OpPMJICHHS 1€JI0BOH

KOPPECIIOHACHIIMHA 110 ME/KAYHAPOAHBIM CTaHAapTaM

Bomnpocs! aiisa cobecenoBanus

1.Cranaaptet MCO no opopMIIeHUIO JOKYMEHTOB.

2.HopMaTuBHBIE aKThI 3apyOeKHBIX CTpaH, YCTAaHABIWBAIOIINE TPEOOBaHUS K
JICJIOBOM TIEpETIHCKE.

3.CxeMa pacrosoKeHUsl PEKBU3UTOB MUChMA. «BIIOKOBBIN CTHIIBY.

4.0OCcHOBHBIE YEPTHI «OOKOBOTO CTUJIS» PACHOJIOKEHUS PEKBU3UTOB.

[Ipe3enTanus no Bompocam

1.TpeOoBanuss u mpaBwia K OQOPMIIEHHIO PEKBU3UTOB B JOKYMEHTaX
TaMOXEHHBIX OpraHOB

2. bnaHky TOKyMEHTOB TaMOKEHHBIX OPTaHOB U TPEOOBaHMS, MPEIbSIBIISEMBIE K
ux ohopmIIeHHIO.

3. TpeOoBaHUs K CTHIIIO U3J0KEHUS PEKBU3UTA TEKCT».

4.  OpranuzaunuoHHO-pacnopsnutenabHbie  qokymeHTsl  (OPJZl)  mpaBuna
MOJIFOTOBKU U O(pOpMIIEHUE PEKBU3UTOB.

5. HpopManiMoHHO-CIPaBOYHBIE JOKYMEHTHI U TPeOOBaHUs, MPEABSIBISIEMBIEC K

ux o(hopmIIeHHIO.

BrlinonHeHne caMmocTosATeIbHOM padoTHI :

«CoctaButh Qopmyssip nuckMa ¢opmata A4 C YIJIOBBIM PaCIOJIOKEHUEM
mramnoB, ucnoiasdys ['OCT P 51141-98, coGmiomast ycCTaHOBIEHHBIE ATHUM
CTaHJIapTOM COCTaB PEKBU3UTOB, TPEOOBAHUSA K OPOPMIICHUIO PEKBU3UTOB, a TAKXKE

PacIoJioKeHUE U TPaHUIlbl 30H PEKBU3UTOB JOKYMEHTA:
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BrinonHenue caMocTosTENbHON paboTh

CoctaButh QopMyIsIpbl HHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB, COOIOaas
YCTaHOBJICHHBIE CTaHAAPTOM COCTaB PEKBU3UTOB, TPeOOBaHUS K OQOPMIICHHUIO
PEKBU3UTOB, a TAaK)KE PACIOJIOKEHUE U TPAHUIBI 30H PEKBU3UTOB CIEIYIOIIUX

JOKYMEHTOB

A) ucsMo

b) npoToko:, BeIMUCKa U3 MPOTOKOJIA
B) Axt

b) noxnannas 3anucka

B) oObsicHuTeNbHAS 3anTMCKa

I') renerpamma

J1) TeneraitnorpamMmma

Tema Kiaccuduxanus nucem. TpedoBaHus K TeKeTy. PeKBU3MTHI MUCbMA.

Bomnpocs! aiis cobecenoBanms

1.ITpocTteie KOoMMepueckue muchbma (Simple commercial letters), 3ampocer u
npemioxenus (Enguiries Offers).

2. ITepecmoTp 11ieH u ycnouii (Accepting or Decliming Offers).

3.KonrtakTtHbie (MHPOpMAITMOHHBIC) TUCHMA.

4. ITpocteie koMMepueckue muchbMa. CooOrenus mo dakcy. E-mail.

6. 3ampocel. Odepthl. YcnoBus aocraBku. Ilmarexxu. 3akaspl. [lpereH3un u
pexnamManuu. [Tucema-nanomunanus. [Tucbma mo oco0siM noBogam. [TuceMo-oTBeT.

7.Cenenust 060 ornpasutenie (Jssuer Field): mammeHoBanue opraHu3zaiuw,
MOYTOBBIN U TenerpadHbIid agpec, HoMepa TenedoHa, Tenekca, Tenedaxca u ap.

8. Ccwhutkn Ha WHIEKCHl oTtnpaButens/monydarens (Reference Line). Jlata
(Date), «Buyrpennuii aapec» (The Inside Address) Bkioyaromui HaMMEHOBAaHUE

nojyvarens nuchbMma (JIuua, OpraHu3alliu) U €ro MOYTOBBIM ajapec; YKa3zaHHE Ha
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KOHKpeTHOe mchMo, «K cBemenuto» (Attention Line), BerynurensHoe oOpalieHue
(Salution); 3aromnosok (Subiject Line). OcnoBnoii Teket nuckma (Body of the Litter),
3akmounTenbHas  (HopmMa  BEKIMBOCTH (Complimentary Close); Iloamuch
(Signature), Ykazanue Ha npuiokenue (Enclosure), Yka3anue Ha pacChUIKy KOMHN
nanroro mucekMa (CCNotation), Post scriptum (P.S.).

9.CriococObI TpeICTaBICHUs AT U BPEMEHH B JOKYMEHTaX. |eMaTHYeCKHid
3arosioBok. IlpuBercTBHSI ™ 3akiouuTenbHas GopMmyna BEKIMBOCTH. WM
OTIpaBUTENSA. YKa3aHWe Ha mnpwioxeHus. Konus. JononHUTENbHBIE 3aMEYaHUS.

KiroueBblie ciioBa U BBIPAKCHUA, HCITIOJIB3YEMBIC ITPU COCTABJIICHHUHN TCKCTOB.

3amanue JIsi CaMOCTOSTEIbHOM PaOOTHI :

1. CocraBurhs ¢QopMyasip [1eJ10BOr0 MNHCbMA JIA MEPEeNUCKH ¢
3apy0e:KHBIMH NAPTHEPAMU :

a) IpU KOMMEPYECKOU MEPENHCKE,

0) npu 1eT0BOM NIEepemnucKe.

2.CocTaBuTh (popmMyJisip CIeAYIOIIMX BHIOB JOKYMEHTOB:
a) [IpereH3un u pekiiamMarym.

0) [lucema-HanmoMuHAHUS.

B) [TuceMa 1o ocoOsIM MoBoOAAM.

r) [IuceMo-oTBeT.

Bonpocsl kK Kpunrorpamme:

1. Kak Has3pIBaeTcs OTpacib JEATEIBHOCTH, OOECeunBarolias co3gaHue OQHUIMaTIbHBIX
JOKYMEHTOB M OpraHU3aIuio paboTsl ¢ HUMU?

2. Kak Ha3pIBaeTCs OCHOBHAs KAaTErOpUs CTaH1apTOB?

3. Kak Ha3piBaeTCsi HOpPMAaTUBHO — IIPaBOBOM akT, KOTOPbIM NPUHUMAETCS OpPraHOM
roCy/IlapCTBEHHOM BJIACTH B 0COOOM MOPSJKE M PETIAMEHTHUPYET OIpeselieHHble OOIEeCTBEHHbIE
OTHOLLIEHUA?

4. Tlpouecc MmIaHUPOBAHUS, OPTAHHU3AIMN, MOTHBAIIUM W KOHTPOJS, HEOOXOMMMBIA ISt
TOTr0, 4TO0BI C(HOPMYIHPOBATH U TOCTUYD LIEIH OPTaHU3aAIH?

5. Tlpu kakoW cucTeMe NeTOMpPOM3BOJCTBA OJIHU OIEpAIldU OCYIIECTBIISIIOTCS CITYKO00#
JOY, a ngpyrue mnpousBoiasarcs kak B ciayxbe JIOY, Tak U JIpyrMMH CTPYKTYpHBIMHU
MOAPAa3ACICHUSAMU?

6. HasoBute ofHy U3 ympaBieHUECKUX (PYHKIMI CBA3aHHYIO ¢ 00pabOTKOI TOKyMEHTOB B
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mpoLecce ympaBlieHHe (3TO JeATelNbHOCTh, MOCPEICTBOM KOTOPOH JOCTHraeTcs HeoOXOoauMoe
COCTOSIHME YMOPSJOUYECHHOCTH M YCTOMYMBOCTU CHCTEMBI MPOU3BOJACTBA B CIIy4ae OTKJIOHEHUS OT
TJIAHOBBIX 3aJIaHUM ) ?

7. HazoBuTe OHY M3 YIpaBJICHYSCKUX (YHKIHIA CBSI3aHHYIO ¢ 00pabOTKOMN JOKYMEHTOB B
npoluecce ymnpasieHHe ( 3TO €CTh ONpeesieHHue CYIIECTBEHHBIX CBSI3eH cpedu Jrofel, 3aiad U
BUJIOB JIEATEIBHOCTH, C LIEJIbI0 MHTETPAllMd U KOOPJWHALUU OPraHU3al[MOHHBIX PECYPCOB Jis
3(PEKTUBHOTO BBHIMOJIHEHUS MTOCTABICHHBIX 3a1a4 ) ?

8. Kak mHaspBaeTcs oQUIIMANTBHBIA JOKYMEHT YCTAHOBICHHOW (OPMBI, TPUHATHIA B
npezesiax KOMIIETEHIIUH YIOJHOMOYEHHOTO TOCYJapCTBEHHOI0 opraHa (JAOHKHOCTHOIO JIUIA),
coJiep>Kaiiuii o0rieo0s3aTenbHbIe MMPaBUiia MOBEACHUS, PACCUUTAHHbIE HA HEOMNPEeIEHHBIN KpyT
JIUI ¥ HEOJTHOKPATHOE IPUMEHEHUE?
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Tema ®opmartsl Oymaru. Konseprsl. KoHBepTHI ¢ OKHAMU

Bomnpocs! aiisa cobecenoBanus

l.®opmater  Oymaru. KouBeptel. KouBeptsl ¢ oknamu. TpeOGoBanus,
yCTaHOBJICHHBIE [ [paBunamu okazaHus yCIyT IIOYTOBOM CBSI3H.

2.0dopmienue anmpeca. Pexomenmanmuum BcemMupHOro mMOYTOBOTO COIO3a O
TpeOOBAHUAX K MPEACTABICHUIO CTaHAAPTU3UPOBAHHBIX OTIPABICHUN. DJIEMEHTHI
IIOJIHOTO ITOYTOBOTO aApeca FOPUINYECKUX JIULI.

3.KonBepts! 1151 nepenucku. O003HAUEHUS U pa3Mepbl KOHBEPTOB. [IpHHIMIBI
o0o3HaueHusa tuna KoHBepToB. KouBepT B ¢opme «OyHkepa». KonsepT B ¢dopme
«kapmaHay». CriocoObl BbIpaKE€HUs pazMepa KOHBEpTOB. lcmonb3oBaHHe KOHBEPTOB

C OKHaMH.

1. 3aganue 1yt caMoCcTOsITeIbHON paboThI 1:

1. [IpencraBuTh KOHBEPT, KOHBEPT C OKHOM C 3aMoJHEHHBIMU
PEKBU3UTAMHU T10 MpaBUIaM IOYTOBOM CBSI3M ¢ OCOOCHHOCTSAMHU ISl (PU3HUYCCKUX U
JUTSL FOPUIAYECKUX JIUIL.

2. Paciucate  Pekomenpganmum  BceMupHOro  mOYTOBOTO  COrO3a O
TpeOOBaHUSIX K IPEACTABICHUIO CTaHAAPTU3UPOBAHHBIX OTIPABICHUM.

3. IIpencraButh koHBepT B (¢opme «OyHkepa». Konepr B dopme

«KapMaHay.

2. 3agaHue A CaMOCTOSITEIbBHONW PaOOThI 2

1. CocTaBuTh NepeyYeHb JJAOKYMEHTOB, HE MOAJIeKAIIUX pPETrUCTpaluu
OTJEJNIOM JOKYMEHTAI[MOHHOTO OO0ECIeueHUs] W TepEeAaBacMbIX B CTPYKTYPHBIC
noJipa3fiesieHus o peectpy; ohopMUTh oOpa3el peecTpa yuera JOKYMEHTOB.

2. CocTaBuTh TPUMEPHBIA TMEpeueHb JOKYMEHTOB, HE TOJICKAIINX
perucTpauMd B OTAENE JOKYMEHTAIIMOHHOIO  OOecleyeHuss U CIy»KOoi

JEJIONPOU3BOACTBA APYTUX CTPYKTYPHBIX MOAPA3AECICHUM.



17

TecToBbIE 3a1aHUA
Bbi0epuTe npaBWJIbHBIN OTBET
1. Yro mpencraBisieT coOO0# yrpaBieHUE OpraHU3aInei?

A) HenpeppiBHbIN HH(POPMALMOHHBIN TPOLECC B3aUMOJEUCTBUSA CYOBEKTa
VOPABJICHUSI HA OOBEKT YIPAaBIEHUS M1 JOCTH)KEHHS IIOCTaBJIEHHBIX LENei,
Ka4yeCTBO U CBOEBPEMEHHOCTb YIPaBIE€HUYECKON HHPOpMaUu

b) CoBOKYNHOCTb JE€HCTBHI 0COOOr0 OpraHa OpraHu3ai, OPUEHTUPOBAHHBIX
Ha W3MEHEHUE CYIIECTBYIOIIETO COCTOSHUSA OpraHu3aluyd WIH €€ 4YacTh B
HalpaBJIECHUM TOCTHKEHUS 1iesied ¥ OajaHca OpraHu3aliy ¢ BHEIIHEHN cpenoi

B) D10 HenpephIBHBIN MpoLIecC BIUSHUS HA POU3BOJAUTEILHOCTh PAOOTHHKA,
IpyNIbl WIM OPraHU3allMM B ILEJIOM JUIS HAWIy4YIIUX PE3yJIbTaTOB C IO3ULHAN
JOCTHKEHUS ITOCTABJIEHHOM LIEIIN.

2. MarepuanbHoii (popMmoil (uKcaluu W nepesadyd ynpablIeHYECKOM HHpopManuu
ABJISIETCH ...

A) JloknaaHas 3amucka

b) City>xeOHbIi JOKYMEHT

B) Ciy>xebHO€ mucbMO
3. UYro He BkiIoyaeT B ce0s 00paboTKa JOKYMEHTOB B NPOLIECCE YNPABIICHUS,
CBSI3aHHAs C pealn3aIieil yrpaBaeHYeCKUX QyHKITUN?

A) Ananus

b) [IpunsiTHE AOMKHOCTHBIX HHCTPYKIUN

B) [InanupoBanue

I') Opranuzanus

) IIpunsTHE yrpaBIeHYECKOTO PEIICHUS

E) PerynupoBanue

7K) KoHTposb ucnoyiHeHHs pelieHni O JYMHEHHBIMU

3) Y4yer neqarenbHOCTH OpraHu3aluu
4. BepHo 1M yTBepKIE€HHE. MOXKHO BBIIEIUTH TPU IMOTOKA JOKYMEHTHPOBAHHOU
VOPaBJICHUYECKOW MH(pOpMalMM B TPOLECCE YIpaBICHUS E€IUHOM CHCTEMOM

Tamoxennbix Opranos Poccuu:



18

1. IToTOK TOKYMEHTHPOBAHHOM ymHpaBiIeHYECKOW HH(POpMAIINK, HAIIPABIISIEMOM
10 KaHAJIaM IPSIMOM CBA3H;

2. ITloTok OT4ETHOM W CHPABOYHO — AHAJIUTUYECKOW JOKYMEHTAIUH,
NO3BOJIIOIIMI OpraHaM yOpaBJEHUsS OLEHUTh PE3YyJbTaThbl YIPABICHYECKOTO
BO3JICCTBHUSI M NPOAHAIU3UPOBATH ONEPATHBHO — CIIY>)KEOHYIO OOCTAaHOBKY IS
INPUHSATHS HOBBIX YIPaBJICHYECKUX PELICHUI;

3. Ilotok oOmeHa cnemnuanbHOM M TpodeccCHoHaIbHOW HH(OpPMaIMen o
KaHaJlaM  BHYTPEHHEr0  TOPU30HTAJIBHOIO  B3aUMOJEWUCTBHS,  IMO3BOJIAIOIICH
CKOOPAMHUPOBATh AEATEIBbHOCTh OTAEHbHbIX opraHoB PTC Poccum u pemursb
BOIPOCKHI 0OMeHa nH(OpMalIUel Mo OMepaTUBHO — CITY>KEOHOM 00CTaHOBKE B TOW WJIH
MHOMU cepe 1eATeIbHOCTH TAMOXKEHHBIX OPTraHOB.

A) Bepho

b) Hesepno

5. Yto He BXOIUT B (OpMY OpraHU3aLUH JI€I0NPOU3BOICTBA?

A) LentpanuzoBannas ( popma )

b) HeuentpanuzoBanHas ( popma )

B) AnprepnatuBHas ( popma )

I') Cmemiannas ( popma )

6. Jlaiite onpezeneHue HOPMATHBHO — MeToIMYecKas 0a3a eI0MpoOru3BOJACTBA — 3TO

A) COBOKYNHOCTh 3aKOHOB, HOPMATHUBHO IMPAaBOBbIX aKTOB U METOJUYECKUX
JOKYMEHTOB, PErJaMEHTUPYIOIINX TEXHOJIOTHIO CO3JaHMs, 00pabOTKH, XpaHEHUS U
UCITOJIB30BaHUs JJOKyMEHTOB

b) CoBOKYyNMHOCTh 3aKOHOB, HOPMATMBHO IPABOBBIX AKTOB M METOJUYECKUX
JOKYMEHTOB, PETIaMEHTUPYIOIIUX TEXHOJIOTHIO CO3JaHusl, 0OpabOTKH, XpaHEHUs U
WCIIOJIb30BAaHUSI JOKYMEHTOB B TEKYLIEH JEATEIbHOCTH YUYPEKICHUS, a TaKKe
pErlaMeHTUPYIOIINX paboTy CIIy* Obl AETONPOU3BOJICTBA, €€ CTPYKTYpPY, PyHKIUH,
HITAaThl, TEXHUUECKOE OOecrieueHue 1 JIp.

B) CoBOKynmHOCTb HOPMAaTUBHO TMIPABOBBIX aKTOB PETIAMEHTHPYIOIIUX

TEXHOJIOTUIO JOKYMCHTOB
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7. Ecnu Bce (dyHKIui npuema, 00pabOTKU W pacnpeiesieHus] KOPPECIOHISHIINK 110
MO/IPA3/ICIICHUSIM, @ TaK)KE€ YYET U KOHTPOJIb MCIIOJHEHHS POU3BOJUTCA B €IUHBIX,
OOIIMX AJIs BCEH OpraHu3aliu Cay)0ax, TO 3TO 00pa3yer ... hopmy.

A) LlenTpann3oBaHHYIO

b) CMmemannyto

B) [leuenTpanu3oBaHHYO
8. BepHO 511 yTBEp>K/I€HHE: OCHOBHBIMU T'OCYIAPCTBEHHBIMUA OpPraHaMU YIPABJICHHS
JOKYMEHTaIeil B oOmierocygapcTBeHHOM Maciutadbe siBiusiercs DenepanpHoe
apXMBHOE areHTCTBO.

A) Bepho

b) HeBepho
9. Yto He BXOauT B KoMIIETeHIIHIO DeiepanbHOro apXMBHOIO areHTCTBA?

A) OTBETCTBEHHOCTb 3a COOp M XpaHEHHE JOKYMEHTOB B OOILEPOCCHUUCKOM
Maciitabe

b) [lepenauy 1OKyMEHTOB B IPyTYIO COOTBETCTBYIOIIYIO OpraHU3aIUIO

B) OTBETCTBEHHOCTH 3a OPraHU3ALUIO0 U PAMOHAIM3ALUIO JAEJIONPOU3BOICTBA
B CTPaHE

[') Pa3zpaborka HOpPMAaTHMBOB M  PEKOMEHAALMK MO  OpraHU3aLMH
JEJIONPOU3BOCTBA

J1) TloarotoBka ykazaHui MO BOIpOCaM JIEIOMPOU3BOJICTBA, 00S3aTEIBHBIX K
BBINIOJIHEHUIO BCEMU OpTaHU3ALMSIMU
10. BepHo s, yto denepasibHOE areHTCTBO MO TEXHUYECKOMY PErYJIUPOBAHUIO U
METPOJIOTUH BBIMOJHAET CleAylomKe (QYHKIHMH: KOOPJIAWHUPYET MEPOINPHUATUSA IO
yHU(DUKAITUY ASIIONPOU3BOICTBA BHYTPU FOCYIAPCTBA; YUaCTBYET B MEXKTyHAPOTHOM
CTaHJapTU3AIMN JIOKYMEHTOB; pa3pabaTbiBaeT W MNPUHUMAET TOCYAapCTBEHHBIC
CTaHJApPThl Ha OTJEIbHBIE JOKYMEHTBHI, TPYIIbI JOKYMEHTOB, HWH()OpMAIIMOHHBIC
HOCUTENIM W WHCTPYMEHTApHWIl 3alucu JOKYMEHTOB, BEAET IIEHTPAIN30BAHHOE
XpaHEHHE OTEUYECTBEHHBIX M 3apyOekKHBIX CTaHAAPTOB B eAMHOM HMH}opmanmoHHOM
0JIOKE CTaHJapPTOB.

A) Bepno
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b) Hesepno
11. Yto HEe BXOIUT B HOPMATUBHO — METOJIMUECKYIO 0a3y JeI0NpOr3BOACTBA?

A) 3akononarenbHble akThl Poccuiickoit denepanuu B chepe nunpopmanuu u
JOKYMEHTAIUU

b) 'ocynapcTBeHHbIE CTaHAAPTHI HA IOKYMEHTAIUIO

B) JlomkHOCTHBIE HHCTPYKITUN

[') HopmaruBHBIE JOKYMEHTHI [0 OpraHHU3allMd apPXUBHOTO XPaHEHUS
JIOKYMEHTOB
12. Ilpouecc aenonpou3BOACTBa ONMpeAesieTcs HOPMATUBHO — MPaBOBOM 0a3oi Ha
OCHOBE:

A) 3akoHOB

b) HopMaTtuBHO — MpaBOBBIX aKTOB

B) MeTtonuueckux 10KyMEHTOB

I') Bepubie BapuanTsl 1, 2 u 3

J1) Bepnbie BapuanTsl 1 u 2.

13.JIoKkyMeHT- 3TO

a) MaTepHaJIbHbIN OOBEKT C 3aKPEIUIEHHON B HEM MH(pOpMAaLIMEN A nepegadu
€€ BO BPEMEHU U IIPOCTPAHCTBE

0) nenmoBast Oymara

B) uH(popmarus
14 .JIlokyMeHTHUpOBaHUE- ITO

a) MaTepuajgbHbI OOBEKT, UCMOJIB3YEMbIN ISl 3aKPEIJICHUSI U XPAHEHHs Ha
HEM PEYEBOM, 3ByKOBOU WJIM N300pa3uTEILHON HHPpOpMaIIUU

0) MaTepuaIbHBIM O0BEKT C 3aKPEIUICHHOW B HEM WH(MOpMaITUel 1 nepeaadu
€€ BO BPEMEHH U NMPOCTPAHCTBE

B) 3anuch HWHGOPMAIMU Ha pPaA3IUYHBIX HOCUTENSIX 10 YCTAaHOBJICHHBIM
npaBuIam
15.1To1 OCHOBHBIM HalpaBJIEHUEM COBEPILIEHCTBOBAHUS PAOOTHI C JOKYMEHTAMU SIB-

JIICTCA
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a) yHU(pUKaIus
0) cranaapTU3anus
B) YHHU(DUKAIHS ¥ CTaHIapTU3AIINS
16.K cpenctBam TOKyMEHTHPOBAHUSI OTHOCSTCS
a) MATIYIIAE MAIIAHBI, MAaTHUTO()OHBI, TUKTO()OHBI
0) ¢oTo-, KNHO-, BUICOTEXHUKA.
B) MOJXOJAT 00a BapyuaHTa
17.JI0KyMEHTbI Bp€MEHHOTO CPOKa XPAHATCS
a) 1o 10 et BKIIOYUTEIBHO
0)5 met

B) cBbilIe 10 ner

18.YT0 OTHOCHTCS K CUCTEME JOKYMCHTAINH

a) OpraHu3aIMOHHO-TIPABOBOM IOKYMEHTAllUU

0) TekcToBOE JOKYMEHTHUPOBAHUE

B) TexHMYECKOE TOKYMEHTHPOBAHHE
19.Kakue HEeHOpMaTHUBHbBIE TPABOBBIE AKThI U3/1AI0T TAMOXKEHHBIE OPTraHbl

a) MPUKAa3bl; paCIIOPSHKCHUS; MHCTPYKIIHH;

0) TOJOXKEHMsI; TPOTOKOJbI, HWHBIE JOKYMEHTHl B COOTBETCTBUU C UX
KOMITETEHIIUEH.

B) MOAXOJAT 00a BapuaHTa
20. Yrto OTHOCHTCS K TpYIINE aIMUHUCTPATUBHBIX U YIPABICHYECKUX MPOIECCOB B
CHUCTEME TaMOKCHHBIX OPTaHOB.

a)I0KyMEHTaIIUs TAMOXEHHON CTaTUCTUKHU

0)IOKyMEHTHI B cpepe TAMOKEHHBIX IKCIIEPTHU3

B) OpraHu3aIiimoHHO- PacCTIOPSAIUTEIbHAS OPTaHN3aITNs
21.Yt0 OTHOCHTCS K Trpymme MpoPecCHOHATBHOTO TOJKa, O(GOpMIIsieMble TpHU
OCYIIECTBJICHUHU TOW WU MHOU (PYHKITMM TaMOYKEHHBIX OPTaHOB

a)IOKYMEHTBl TIPOLEYp TaMOXEHHOTO O(QOpPMIICHUS W TaMOXEHHOTO

KOHTPOJIS
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0)IMIaHOBO-0TYETHAS IOKYMEHTAIUS

B)JIOKYMEHTAIUS 110 JIMYHOMY COCTaBY

21.YaudunupoBaHHas cucTeMa JOKyMEHTaIMH —3TO

a)cucTeMa JIOKYMEHTAIlMH1, CO3/IaHHAas 10 €AUHBIM MpaBUjiaM U TPEOOBAHUSM,
cojieprkaias nHhopMaIro, He0OOXOAUMYIO JIJIsl YIIPaBJIeHUS B ONpeIesIeHHONU cdepe
JEATEIILHOCTH.

0) KOMIUIEKC JOKYMEHTOB, 3aKPEIUISIOMuX (HYHKIUH, 3a7a9d, ]I, a TaAKKe
npaBa U 00S3aHHOCTH PAOOTHUKOB M PYKOBOJMTENICH MO BBIMOJHEHUIO KOHKPETHBIX
NeUcTBUl, HEOOXOAUMOCTh KOTOPBIX BO3HUKAET B OINEPAMOHHOW JESITEIHLHOCTH
OpraHu3allvu.

B) COBOKYITHOCTh PEKBU3UTOB, YCTAHOBJICHHBIX B COOTBETCTBUU C PEIIAEMbIMHU
BBIJJAHHOW cepe AesATEIbHOCTH 3a/lauaMd U PACIOJIOKEHHBIX Ha HOCHUTENe

uH(dopMaIuu B onpeaeIEHHOM MOPSIKE.

Tema BpemscOeperaromas KOppecrnoHIeHIUA

Bomnpocs! aiist cobecenoBanus:

1. CoBpemeHHbIe crTOCOObI OCYIIECTBICHUS ET0BON KOMMYHHKAIIUH.

2. dakcel, Tenekchl, 3ekTpoHHble THchMa (Faxes, Telexes, Cables).
TpeboBanus k opopmienuto. Ctpykrypa. CTuib.

3. OcoOCHHOCTH ¥ XapaKTEPHBIC YEPThI COBPEMEHHBIX BHUIOB CBSI3U.

COHHEU'IBHI)IG CCTHU U UX BO3pacTaromiasd poJjib B OCYIICCTBICHNN KOMMYHUKAITUH.

4, KitoueBbie ciioBa W BBIPAXEHUS HCIOJIb3YEeMbIE TPH COCTABJICHHUH
TEKCTOB.
d. Nudopmatuzammst ©u  aBTOMaTH3alus  MPOIECCOB  PabOTBI ¢

YIPaBICHYECKUMH TOKYMEHTaMU.

6. Cucrema 37€KTPOHHOTO JOKYMEHTOO00pOTa B OpraHU3alUsIX.


http://ru.wikipedia.org/wiki/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82
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7. ABTOMaTI/ISaHI/I}I ACIOIIPOU3BOACTBA— KaK OTPAKCHUC

COBCPHICHCTBOBAHUA I[OI(YMCHTOO6GCHCLICHI/IH.

3ajaHue sl CaMOCTOSITEILHON paOOTHI:
1. CoctaBuTh  TEepeyYeHb  BXOASAIIUX  JIOKYMEHTOB,  MOJJIEKAITUX

perucTpanuu B OpraHu3anuiax.

2. CocTaBUTh  MEpPEYEHb  HMCXOASIIMX  JOKYMEHTOB  IMOMJIEXKAIIUX
pErucTpanuu.
3. CocraBUTh mEpeYeHb JOKYMEHTOB, NOMJIEKAIIMX KOHTPOJIIO 32

HCIIOJJHCHUEM C YKA3aHHUEM CPOKOB MCIIOJTHCHHUA.
4. CocTaBUTH CXCMY OpraHHM3allnH MMOMCKOBOM CHUCTEME JOKYMCHTAIIUH.

Bomnpocel k kpoccBopay

ITo BepTHKaAIH:

1. Komy agpecyroTcst JOKYMEHThI B OpraHU3aLUH.

3. Kak Ha3pIBaeTCs JOKYMEHT, (GUKCUPYIOIIUI X0l 0OCYKIEHHS BOIPOCOB M MPHUHSITUS PEHICHUI
Ha 3aCEeJaHMsX U COBELIaHMSIX.

5. DTOT IpaBOBOW aKT YTBEP)KIAETCS W M3/1AeTCS B LIEJSIX YCTAHOBICHHS MPABWII, PETYIUPYIOMINX
OpraHu3allOHHbIE, (PUHAHCOBBIE, HAYYHO — TEXHUUYECKHE CTOPOHBI JESITEIbHOCTH OpraHU3alUy.

6. PacriopsauTenbHBI JTOKYMEHT, KOTOPBIMH O(GOpPMIIIOTCS pELICHUS TI0 OIEpPAaTUBHBIM,
OpraHU3alOHHBIM, KaJIpOBBIM BOIIPOCAM.

8. PexBU3WT, KOTOPBIH MNHIIETCS COOTBETCTBYIOUIMM JOJDKHOCTHBIM JIMIIOM W COJIEp KAl
MPUHATOE PELICHUE 110 TaHHOMY JIOKYMEHTY.

9. B cocTaB 3TOTO PEKBH3UTA BXOMAAT: HANMEHOBAHHE JIOJHKHOCTH JIUIIA, MTOIITUCABIIETO JOKYMEHT,
pacumdpoBKa.

13. PexBu3UT, MOMENIaeMbIii HAa BEPXHEM II0JI€ PACHOPSAMTENBHBIX JOKYMEHTOB M THCHMA, HaJ
CepeInHON PEKBU3UTA.

14. OHa ObIBaeT ciyxeOHasi, TOKJIaaHas 1 OObSICHUTEIbHAS.

ITo ropu3onTanu:

2. CnopaBouHO — HH(OPMAIMOHHBIA JOKYMEHT, COCTaBJISI€MbIil HECKOJIBKUMH JIMLAMH IS
MO/ITBEPK/IEHUS YCTAaHOBJIEHHBIX UMU (DAaKTOB.

4. Obs3aTenbHbIC JIEMEHTHI B COCTaBE JOKYMEHTA.

6. Heorpbemiuemoe cpencTBO CBS3M TaMOXEHHBIX OpPraHoB ¢ yudacTHukamMu BOJl u apyrumu
OpraHU3aLMsIMHU [0 BOIPOCcaM NMpo(ecCHOHANBHOM NesITeTbHOCTH.

7.®opMa TpeacTaBleHUs YHU(PHUIIMPOBAHHOTO TEKCTa JOKYMEHTa, B KOTOPOM XapaKTepHU3yeTcs
OJIMH OOBEKT 10 ONpPEIeICHHBIM NIPU3HAKAM.

10. OnuH U3 peKBU3UTOB, HEOOXOAUMBIX JUTSl YTBEPKICHHS U COTJIACOBAHUS IOKYMEHTA.

11. IlpaBoBON JOKYMEHT, KOTOpBIM NPHUHUMAETCS B Ciydae, €CIM B HEM YCTaHaBIMBAIOTCS
CUCTEMHO CBSI3aHHBIE MEXJy COOOW IMpaBWia IO BOMNpPOCaM, OTHECEHHBIM K KOMIIETEHIIUN
TaMOKEHHOT'0 OpraHa.

12. Yro tpebyer nmoamnuce ?

15.Yto moxeT ObITh MpUKpeIieHo K [Ipukasy u pacrnopsKeHuto.
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KpoccBopa
6
12
10
9 14
13 11

12
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Tema /luniioMmaTu4yeckas nmepenucka
Bomnpocs! aiis cobecenoBanusi:
l.IlpaBusia  odgopmieHUs MNHCEM 3apyOeXHBIM ajapecaraM, NPUHATHIE B
opraHax rocyJapCcTBEHHOM BJIACTH.
2. TpeboBanust x odopmienuto. Ctpykrypa. Ctwib. KirodeBwie cioBa wu

BBIPAXXCHUA UCITOJIB3YCMBIC TP COCTABJICHUUN TCKCTOB.

Bomnpocel k kpunrorpamme

1. DIEMEHTHI, U3 KOTOPBIX COCTOUT OUITHATBHBIA TOKYMEHT.

2. DTOT PEKBU3UT MTOMEIIACTCS HAa BEPHEM I10JIE PACIIOPAIUTEIBHBIX JOKYMEHTOB
U TIMChMa, HaJl CepeIMHON pekBu3nTa «HanMeHoBaHWE TaMOKEHHOTO OpraHa.

3. VYpaieHueckoe ...

4. JIOKyMEHT, KOTOPBIM COCTaBISETCS II0 OIECPATUBHBIM, KaJIpOBBIM U
OpraHU3AIMOHHBIM BOTIPOCAM.

5. OHn ucnosb3yeTcs Mpy yTBEPKACHUN JOKYMEHTA U MPH €r0 COTIIaCOBAHUM.

6. Ee MOHO NoJIy4uTh W3 NPOTOKOJIA.

7. Omna ObIBaeT ciyxeOHas1, JoKIaaHas, 0ObSICHUTEIbHAS.

8. HeoTrwemiiemoe cpeicTBO CBS3M TaMOXKEHHBIX OpPraHoOB ¢ yuyacTHHKaMu BOJI u

OPYTUMU YUPEKIACHUSAMH U OPTaHU3ALUSAMU I10 PA3JIMYHBIM BOIIPOCAM.
9. CnpaBodyHO — WH()OPMAIIMOHHBIM JOKYMEHT, COCTAaBISIE€MBIM HECKOJIbKUMHU
JIULAMHU JIJIS IOJITBEPIKICHUS YCTAHOBJICHHBIX (DAKTOB UJIA COOBITHIA.
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KpunrorpamMmma (cocTaBUTCS KIIFOUE€BOE CIIOBO)

Tema ®OuHaHCOBasI JOKYMEHTAIIMS

Bomnpocs! aiis cobecenoBanus

1 TpeGoBanust xk odopmieHuto (uHaHCOBON AokymeHTanuu. CTpyKTypa.
Crunib. KimtoueBbie ClI0Ba M BBIPAKEHUSI UCIIOJIB3YEMbI€ TPU COCTABICHUU TEKCTOB.
Cranpaptel UCO Ha ToproByrw aokymeHTauuto. [Ipomaka TOBapoB uepe3 areHToB
(Sale Goods Through Agents).

2. JloroBOphl, UMIIOPTHBIE 3aKa3bl M UX HUCIOJHEHHE. Peknamanuu u
npereH3nu. Mopckas nepeBo3ka rpy3oB. YIIAKOBKAa W TPAHCIIOPTUPOBKa. KiroueBbie
CJIOBa U BBIPAXEHUS UCTIOJIb3yEeMbI€ MIPU COCTABICHUU TEKCTOB.

3. ®unaHCcOBBIE TOKyMEeHTHL. OO0O3HAUCHHE M YTEHHE JICHEKHBIX CyMM H

eUHULIBI U3MepeHus. MexIyHapoaHble TpeOoBaHUS K OQOPMIICHUIO U CTPYKTYpE
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(bMHAHCOBBIX JIOKYMEHTOB. JIOKyMEHTapHOE MHKACCO, JOKYMEHTAPHBIN aKKpeIUTHUB,
JpyTYE METOJIbI TIaTexka.
4. 3aka3bl: pa3MeIlEeHNE, YBEIOMIIEHUE O TOJYYEHHUH, TOATBEPKACHUE 3aKa3a.

KiroueBblie ciioBa u BBIPAKCHUA HCIIOJIB3YCEMBIC ITPU COCTABJICHHUHN TCKCTOB.

TecToBbIE 3a7aHUA
«Bb10epuTe NPaBUJILHBIA 0TBET)

1.3akonunte npenoxenue: «lIpukas —3t1o...».

a) CIpaBOYHO-MH(POPMALMOHHBIA JOKYMEHT, COCTAaBJICHHBI HECKOJIBKUMHU JIUIIAMHU JUIS
MOATBEPK/ICHUS YCTAaHOBJICHHBIX (DaKTOB MM COOBITHIA;

0) [OKYMEHT aJpecOBaHHBbIH pPYKOBOACTBY TaMOKEHHBIX OpIraHOB, CTPYKTYpPHBIX
MOJIpa3/IeIeHNii TAMOXEHHBIX OPraHOB, WH(MOPMHUPYIOUIMI O CIIOKUBLICHCS CHTYallud, UMEBIIEM
MECTO SIBICHMM WU (haKkTe BBIMOIHEHHON pabOThl, CONEpKAIMi BBIBOABI M MPEAJIOKEHUS
COCTaBHUTEIEH;

B) PacHoOPSAUTEIbHBINA TIOKYMEHT, KOTOPHIM O(GOPMIISIOTCS PEIICHUS 10 OPraHU3aluOHHBIM
Y Ka/IpOBBIM BOIIPOCAM BHYTPEHHEH pabOThl TAMOKEHHBIX OPTaHOB;

') TOKYMEHT, MPUMEHSIOLIUICS U1 PelIeHHs ONEepPaTHUBHBIX BOIMPOCOB B YIPaBIECHUYECKOU
JESTEeIbHOCTH CTPYKTYPHBIX HOJpPAa3/ICIEHUl TAMOKXEHHBIX OPTaHOB, COCTABJISIONIUIICS TOJBKO MO
BOIIpOCaM, TPEOYIOIINM 00513aTENbHOTO JOKYMEHTAIBHOTO TOATBEPKICHHS.

2. 3akoHuHnTE Tpeaoxkenne: «PopMHUPOBaHNUS MIPUKA3a B TAMOKEHHBIX OpraHaX HAYMHACTCA. .. ).

a) ¢ MpoBeleHUs coOpaHusi PyKOBOJUTENEH CTPYKTYPHBIX MOAPA3JICICHUN TaMOXKEHHOTO
oprasa;

0) ¢ MOATOTOBKU IPOEKTAa HA OCHOBAHUHU MOPYUYEHUN PYKOBOAMUTENS TaMOXKEHHOTO OpraHa
WIH €T0 CTPYKTYPHOTO TOAPA3/IeIICHHS;

B) C MOJIMHMCAHMS MPOTOKOJA COOpaHHsl PYKOBOJUTENISAMH CTPYKTYPHBIX MOJApa3JeieHUu
TaMOXXEHHOTO OpTaHa;

I') C MOMEHTA MOJIy4YeHUs TOPYUEHHsI OT PYKOBOJUTENS TAMOKEHHOT'O OpraHa.

3. Ha xakyro cimyx0y B CTPYKType TaMOKEHHBIX OpPraHOB BO3JAararoTcs OOS3aHHOCTH IIO
o0ecreyeHn o MPaBUIBLHOCTH OPOPMIICHHSI TPUKA30B?

a) CIy’)k0y JOKYMEHTAI[MOHHOTO 00eCIeUeHUS;

0) pyKOBOAMTENS CIIY>KObI TOKYMEHTAlIMOHHOTO 00eCTIeYeHNUS,;

B) CIIY»O0y KaJpOBOTO 00ECTICUCHHUS;

I') PYKOBOJHTENS CIYXKObI KaJJpoBOro o0ecreueHms..

4. Kakue u3 JOKYMEHTOB MOTYT O(pOpPMIISITECS COBMECTHO HECKOJIBKMMH HECOITOTYMHEHHBIMHU JIPYT
ApYyTy OpraHu3ausMu?

a) pacropsHKEHUS U CITYKEOHBIE 3aIUCKU;

0) mrcbMa U MPHUKa3bl;

B) PacCIOpsDKEHHS U JIOKJIaTHBIE 3aITHCKH;

T') IPUKA3bl U PACTIOPSKEHHUS.

5. 3akoHunTe nipeioxkeHne: «TeKCT pemeHust COCTOUT U3 ... YacTen».

a) KOHCTaTUPYIOIIEH U UCTIOTHUTENBHOM;

0) pacropsIIUTEILHON U KOHCTAaTUPYIOIIIEH;

B) MOATOTOBUTEIBHOM, paCIOPSAAUTENBHOM, UCTIONMHUTEIBHOM;

') KOHCTaTUPYIOIIEH, pPaCTIOPSIAUTEIbHON U UCTIOTHUTEIBHOM.

6. Kak Ha3pIBaeTcsl JOKYMEHT, YCTaHABIUBAIOIIUN MOPSAAOK 00pa30BaHUs, OpraHU3alnio paboTh
TaMOXXEHHBIX OPTaHOB, UX CTPYKTYPHBIX MOJIPa3/ICICHUH, MpaBa 1 00s3aHHOCTH JIOJDKHOCTHBIX JIHIT
TaMOKEHHBIX OPTaHOB, a TaKXe 3a/1a4u U GyHKIUN?
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a) MpUKas;
0) peiieHue;
B) TIOJIOKCHHUE;
I') IPOTOKOJL.
7. 3akoHunTE Npeiokenne: «MHCTPYKIIMK UMEIOT JBa OCHOBHBIX BHIA. ..».
a) UHIUBUyalbHbIC U HHBIC;
0) oOIIKe 1 JTUYHBIC,
B) MH/IUBHUIyaJIbHBIC U TUTIOBBIC;
') TUTIOBBIC U O0IIIHe.
8. Kakue 13 nepeunciIeHHbIX PEKBU3UTOB HE UCTIONB3YIOTCS MPU 0POPMIICHUHN TTOJIOKECHUS?
a) HANMCHOBAHME OPTaHU3AINH U JIaTa,
0) rpud yTBepKIEHUS U KOA (HOPMBI JOKYMEHTA,;
B) PETUCTPAIIMOHHBIA HOMED JJOKYMEHTA M MECTO COCTABIICHHSI,

T') Ko (hOpMBI JOKYMEHTA U CChUIKA HA PErHCTPALMOHHBIA HOMEp U ATy JOKYMEHTA.
9. 3akoHuuTe npeanoxenue: «CTpyKTypa MOJO0KEHHS PelyCMaTpUBAET JIeJICHNs TEKCTa Ha. .

a) IJIaBbl, TYHKTHI U TOAIMYHKTHI,

0) maparpadsl, rJIaBbl, IyHKTHI U TOJIYHKTHI;
B) IIYHKTHI ¥ IIOAITYHKTHI,

T') TJIaBbI ¥ ITYHKTBHI.

10. Kak Ha3pIBaeTCsl JOKYMEHT, (PUKCHPYIOUIHHA X0 00CYKIEHUSI BOIPOCOB M NPUHSATHE PEIICHUI

Ha 3aCEJaHMSIX KOJUICTHAJIbHBIX OPIaHOB U COBEIIAHUSX?
a) aKT;
0) MPOTOKOIT;
B) pELICHUE;
T') MpUKa3s.

11. Ha ocHoBaHMM Kakoro (efepaibHOr0 HOPMATHBHO-IIPABOBOTO aKTa M3MAOTCS JOKHOCTHBIC

HHCTPYKIUU TaMOKCHHBIX Opl"aHOB?

a) ®enepanpHblii 3ak0oH «O TaMOXeHHOM peryinupoBaHun B Poccuiickoit denepauun» ot

27.11.2010 N 311-93;

0) denepanbhbiii 3akoH «O ciry)0e B TaMOKEHHBIX opranax Poccuiickoii denepanum» oT

25.11.13 N 114-®3;
B) TamoxeHHBIN KoJIeKC TaMOXEHHOTO COI03a;

r) ®enepanbHblii 3ak0H «0O0 OCHOBaxX TOCYIAapCTBEHHOTO pEryJIHUpPOBaHUS BHEIIHEU

HKOHOMHYECKOMH AesTenbHocTh» oT 8.12 2003 N 164-D3.
12. Kem noanuceiBaercst IpoOTOKOJ?
a) pyKOBOJUTEJIEM TaMOKEHHOTO OpraHa U CeKpeTapeM;
0) cexpeTapeM;
B) MpeJiceiaTeNeM U PYKOBOAUTEIEM TaMOKEHHOT'O OPIaHa;
I') CeKpeTapeM M MpeJice1aTeNIeM.

13. Kakoii U3 nepeuncieHHbIX JOKYMEHTOB O(OpMIIeTCS B JBYX AIK3EMIUIsIpaX M 005S3aTelbHO

UMeeT OTMETKY 00 UCTIOoNHuTENe?
a) IOKJIaHas 3aIucKa;
0) MUCHMO;
B) MpUKa3;
I') ciIy>keOHas 3arucka.

14. B xakoil U3 OCHOBHBIX 4aCTE€W COTJACHO CTPYKTYPE TAKOro JOKYMEHTA KaK aKT YKAa3bIBaeTCs

pacnopsAUTENbHBIA JOKYMEHT, HA OCHOBAaHUU KOTOPOT'O OH COCTaBIIAETCA?
a) UCTIOJTHUTEIbHAS,
0) KOHCTaTHpYIOLIas;
B) BBOJIHAS;
T') OCHOBHAAI.
15. Kakne pexkBU3UTHI HE UCTIOIB3YIOTCS MPU COCTABICHUH JTOKJIATHOM 3aMCKH?

M.
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a) axpecar;

0) cChUTKA HA PETUCTPAIIMOHHBIN HOMED U JaTy NOKYMEHTA,

B) HAMMEHOBaHUE BUJA JOKYMEHTA;

I') IOAIHUCH.

16. 3akonunTte npegioxkenue: « CiaykeOHas 3amucKa — 3TO. .. ».

a) TOKYMEHT, OOBSICHSIOUINIA MPUYHHBI KAKOTO-TH00 COOBITHS, (DaKTa OT pyKH COCTABUTEIIS;

0) IOKYMEHT aJpeCOBAHHBI PYKOBOACTBY TaMO>XEHHOT'O OpraHa WM €ro CTPYKTYPHOIO
MOJIpa3/ieieHusl 1 UH(OPMHUPYIONIUI O CIIOKHUBIIEHCS CUTYyaIluH, (DakTe BHITOJTHEHHON paboThI;

B) JJOKYMEHT, IPUMEHSIOIIUNACS JIJIsl PELICHUS] ONEepPaTUBHBIX BOIPOCOB B YIPABICHUYECKON
JESITEIbHOCTH CTPYKTYPHBIX MOAPA3/IEICHUN TaMOKEHHBIX OPraHOB, COCTABJISIOLINIICS TONBKO I10
BOIIpOCaM, TPEOYIOLIMM 0053aTeIbHOI0 JOKYMEHTAIBHOTO MOITBEPKIACHUS;

I') CHpaBOYHO-MH(OPMALMOHHBIA JOKYMEHT, COCTABJICHHBIH HECKOJIBKUMHU JUIAMU JIJIs
MOATBEPK/ICHUSI YCTAaHOBJICHHBIX (DAKTOB MM COOBITHIA.

17. 3akonuure npemioxenue: «CpouHsle AOKyMeHTHI, nocrynawpomue u3 O@TC B TamoxeHHbIE
OpraHbl Pa3IMYHBIX CTPYKTYPHBIX YPOBHEH, TOBOAATCA B BUJIE. .. ).

a) Tenerpamm, TenedoHorpamMmm, Gpakcorpamm;

0) MOYTOBOTO OTHPABIICHUS B BUE 3aKa3HOTO MMHCHhMA,

B) JINYHOT'O BPYyYEHUS PYKOBOAUTENIO IPEICTABUTENEM KYPbEPCKOM CITyKOBI.

18. Kakue u3 nepeyncieHHbIX JOKYMEHTOB MOT'YT UMETh MPUIIOKEHHUS?

a) CIIy>keOHbIE U JOKJIAIHbIE 3aITUCKU;

0) MpUKa3bl ¥ PACIIOPSHKCHUS;

B) IPOTOKOJIbI U PELICHMUS;

T') aKThl U OOBSICHUTENbHBIE.

19. Kakue u3 mepeuyucieHHbIX PEKBU3UTOB HE HCIIOJIb3YIOTCSA NMPU OPOPMIIEHUM JIOKYMEHTOB B
TaMO>KEHHBIX OpraHax?

a) HAaMMEHOBaHME BUJIa JOKYMEHTa, MECTO COCTABJICHUS, a/ipecar;

0) perucTpallMOHHBIA HOMEp JOKYMEHTa, HaWMEHOBaHHE BHAA JOKyMEHTa, rep0
Poccuiickoit denepanuu;

B) »MOjemMa/TOBapHBIM 3HaK, KoA (oOpMBI JIOKyMeHTa, Trepd cyObekta Poccuiickoit
®denepanuu;

I) OCHOBHOH TOCYIapCTBEHHBIH PETUCTPAIMOHHBI HOMEp, TpUd  YTBEPKIACHHUS,
HaUMEHOBAaHME BUJIA IOKyMEHTA.

20. Ilpu odopmieHun AOKYMEHTOB, B KaKOM IMOpSJKE 3alOJHSIOTCS JaHHBbIE PEKBU3HTA
«anpecat»?

a) «KKOMY», «KYAa», TIOYTOBBIN HHJIEKC;

0) MOYTOBBINA UHJIEKC, KKOMY», «KYAa;

B) «OT KOTO», «OTKYJIa», «KKOMY», «KY/a», TOYTOBHIN HHJIEKC;

') «OT KOTO», «OTKYZAa», IOYTOBbII UHJIEKC.
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Bomnpocsl k kpoccBopay
Ilo 2opusonmanu:

1. Ha mosmyyeHHBIX JJOKYMEHTaX MPOCTABISETCA PErUCTPALIMOHHBIN ?

3. B cTpykTypHBI€ Opa3/Ie/IeHUs HallPaBIsAeTCs JOKyMeHTa?

5. 3a eauHuIly nojacuera o0beMa JAOKYMEHTOOOOpOTa MPUHUMAETCA?

7. Ilpu mocTaHOBKE JOKYMEHTA Ha KOHTPOJIb B BEPXHEM IIPABOM YIIIy MPOCTABISETCS OTMETKA
0 ?

8. Omnpenensercs NeEpUOAMYHOCTBIO IBUKEHUS JOKYMEHTOB Yepe3 IyHKThl 00paboTku?

9. Ompenensercsi KOIMYECTBOM JTOKYMEHTOB, IPOXOASALINX B €UHUILY BpEMEHU?

10. Kakas kapToyka OTpa)kaeT JaHHBIE O XOJIC€ BBIIOJHEHUS IPHUKA30B M PACHOPSIKCHUH,
uHpOpMaIHUs O CHATHU C KOHTPOJISA?

12. Omnpenensercss pa3sHOBUIAHOCTbIO JOKYMEHTOB, aBTOPCTBOM M JAPYTUMM IPHU3HAKAMU
KJIaCCU(PUKALUOHHOTO JeTICHNUs?

Ilo sepmuxanu:

2. OnvH U3 BUJOB JOKYMEHTOB IMOJUICKALTUX PETUCTPALIIH?

4. Cpok UCIIOJTHEHUS TOKYMEHTOB OIPENEIAET?

6. JIBmkeHHEe JOKYMEHTOB B TAMOYKCHHBIX OPTraHOB C MOMEHTA UX CO3J[aHUS WM TOTy4EHUS JI0
3aBEpIICHUS] UCTIOJIHEHUS WIH OTIPABKU?

11. Cragust TOKyMEHTOOOOPOTA BXOSIICH JOKYMEHTAIIMH?

EHENEENEEE
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TecToBbIE 3a1aHUA
«Bp10epuTe NPaBUJILHBIN 0TBET»

1. Kakue BbIIETAIOT JOKYMEHTOIIOTOKH ?
a) MOCTynaroas JOKyMEHTaIUs
0) oTmpasisiemMast JOKyMEHTAIUs
B) BHYTPEHHSS JOKYMEHTAITHUS
I') BHELIHSS JOKYMEHTALIHS
1) BCE BEPHO
2. Yto He OTHOCUTCS K apaMeTpaM MOTOKOB JOKYMEHTOB?
a) HaMpaBJICHUE MMOTOKA
0) peKUM TIOTOKA
B)IIPEABAPUTEIILHO PACCMOTPEHUE
r') 00beM MOTOKA
3. YTO OTHOCHUTCS K CTQAUSAM JTOKYMEHTO000pOTa BXOAIIEH TOKyMEHTAUNU?
a) mepBUYHAs 00paboTKa
0) paccMOTpeHHEe PyKOBOJICTBOM
B) IIPEBAPUTEIHLHOE PACCMOTPEHUE
T') pErUCTpALIHs
1) BCE BEPHO
4. YKaXuTe BEpPHOE YTBEPKICHUE
A) Ha nonydeHHBIX JOKYMEHTaX MPOCTaBISETCS pErUCTPallMOHHBIN ITaMIl
b) Ha nomy4eHHBIX TOKYMEHTaX HE MPOCTABISETCS PETUCTPAIIMOHHBIN IITaMIT
5. YKaxXuTe BEpHOE yTBEPKICHUE
A) JIokyMeHTBI pacipeIessitoTCs Ha MOAJIekKAIlMe PETUCTPALlUU U MOJIeKAIINE YUETy 10
peectpy
b) JlokyMeHTBI moAJIeKaT TOIBKO PETUCTPALIUU
B) JloxymMeHTBI OJUI€KaT TOIBKO YUETY 110 PEECTPY
I') HeT BepHOTO yTBEpKIECHUS
6. PaccmoTpeHHBIE PYKOBOJCTBOM JIOKYMEHTHI TIEPEIAIOTCS B!
a) apXuB
0) OTAeN TOKYMEHTAIIMOHHOTO 00eCIeueHuUs
B) aIMUHUCTPATUBHBIN OTIEIN
7. B cTpyKTypHBIE TIOJpa3/IeICHUs] HATTPABIISIOTCH ........ JIOKYMEHTOB
a) Komus
0) MOUTMHHUK
8. HdopMaIimoHHO OUCKOBBIE CUCTEMBI CO3JAOTCS AJIsA?
a) XpaHEHUs YIPABICHUYCCKHUX JOKYMEHTOB U COJIEPKAIINXCS B HUX HH(pOpMaInu
0) yueTta IOKYMEHTOB U COJEPKAIIMXCS B HUX WH(DOpMaIIUN
B) y4eTa JIOKyMEHTOB, TIOMCKA, XpaHEHHS YIIPABICHYECKUX IOKYMEHTOB M COJIEPKAIIUXCS B HUX
uHpopManuu
9. [TonckoBbIe CUCTEMBI BKIIFOUAIOT B CeOs1?
a) nH(OPMAIIMOHHO MTOMCKOBBIE MACCUBBI U 0A3bl JAHHBIX
0) perucTpanuio U HHACKCHPOBAaHUE JOKYMEHTOB
B) KJIacCU(PHUKAIIMOHHBIE CTIPABOYHUKH
T') CHCTEMBI OIIEPATHBHOTO XPAHEHUS JOKYMEHTOB
1) BCE BEPHO
10. Peructpanuu nojjiexar JOKYMEHTbI?
a) OTTPAaBISIEMBIC U TIOTyYaeMBbI
0) onpasisiemMble, IOJTy4yaeMble, BHYTPEHHUE
B) OTIIPaBJISIEMbIE, TOTYYaeMbIe, BHEIITHUE
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T') OTIPABIISIEMBIE U BHYTPEHHUE
11. 3a egunuiy noacuera oobemMa JOKYMEHTOOOOPOTa MPUHUMAETCS?

a) KOIMsI JOKYMEHTa

0) TOKyMeHT

B) IOKyMEHT U €ro KOIus
12. Kakoe onpenenenue BepHO?

A) JloKyMEHTOOOOpPOT — JBM)KEHHE JOKYMEHTOB B TAMOXXEHHBIX OpraHOB C MOMEHTa MX
CO3/1aHUS.

b) JlokyMeHTOOOOpOT — MABM)KEHHE JIOKYMEHTOB B TaMOXEHHBIX OpPraHOB C MOMEHTa MX
CO3/IaHUS WJIM MOJYYEHHUS JI0 3aBEPLICHMS] UCIIOIHEHUS WIH OTIIPABKH.

B) JlokyMeHTOOOOpOT — JABMXKEHHME JOKYMEHTOB B TaMOXKEHHBIX OpPraHOB C MOMEHTa HX
CO3/IaHHU JI0 3aBEPUICHMSI UCIIOJIHEHUS.

13. IIpu mocTaHOBKE JOKYMEHTa Ha KOHTPOJIb B BEPXHEM IIPABOM YTy POCTABIISIETCS OTMETKA?

a) B apXUB

0) 0 KOHTpOJIE

B) Ha MOJIMKCH

I') HET IPAaBUIBHOI'O OTBETA
14. KoHTpoJib uCHioIHEHUsI 0OecrieunBaro?

a) OTBETCTBEHHBIE 32 JEJIONPOU3BOACTBO CTPYKTYPHBIX MTOJIpa3/1eIeHUI

0) aIMUHUCTPATUBHBINA OTAET

B) PYKOBO/ICTBO TAMOXKEHHOI'O OpraHa

I') BCE OTBETHI IPAaBUJIbHBIE
15. Cpoxk ucnonHeHus: JOKYMEHTOB OIpeAesaeTcs?

a) OT/IEJIOM JOKYMEHTAlMOHHOIO 00ecreueHus

0) HaYaJIbHUKOM apXHBa

B) PYKOBOJIUTEIIEM

I') COTPYAHUKOM TaMOXKEHHOI'O OpraHa
16. Kakoe yTBepxkaeHHE BEPHO?

A) JIOKyMEHT CYMTaeTCsl UCHOJIHEHHBIM M CHHMMAaeTCsl C KOHTpOJsA Iocie (HaKTHUYeCKOro
BBITIIOJTHEHUS IOPYYEHUH 110 CYILIECTBY.

b) JlokyMeHT cuMTaeTcss HUCHOJIHEHHbIM M CHHMAETCSl C KOHTPOJIS Mociie (PakTHYECKOro
BBITIOJTHEHUSI TOPYYEHHM MO CYHIECTBY, JOKYMEHTHUPOBAHHOTO MOJATBEP)KIACHUSI MCIIOIHEHUS,
COOOIIEHHUS Pe3yJIbTaTOB 3aMHTEPECOBAHHBIM OPraHU3aLUsAM U JIUIAM.

B) JlokyMeHT cuuTaeTcsi MCIOJIHEHHBIM M CHUMAETCSl C KOHTpPOJS mocie (hakTHUecKoro He
BBITIOJTHEHUS IOPYYEHHH 110 CYIIECTBY, JOKYMEHTHPOBAHHOIO MTOATBEPKICHUS UCTIOTHEHMS.

17. /laHHblE O X0/1€ BBINOJIHEHUS IPHUKA30B U paclopssKeHuH, nHOpMalys O CHITHH C KOHTPOJIS
OTpa)karoTcs?

a) Ha OyMaXHOM KapTOUKe

0) Ha NIEKTPOHHON KapTOUKe

B) Ha OyMa)KHOM U 3EKTPOHHON KapTOUuKe

Bonpocsl kK Kpunrorpamme

1. JIokyMeHT MpUHUMAEeMbId KOJUIETHEH B IENAX pa3pelieHus HamboJiee BaKHBIX
BOITPOCOB?

2. Uto npuHUMaeTCA 3a €AMHUILY TojicueTa 00beMa JOKYyMEHTOoO0opoTa?
3.JIoKyMEeHT KOTOPbIM O(DOPMIISIOTCSI PEIICHUS 110 ONIEPATUBHBIM, OPTaHU3AIIMOHHBIM
Y KaJIpOBBIM BOIIPOCaM BHYTPHU PabOThl TAMOXKEHHOTO opraHa?

4. B cTpyKTypHBIE MOJpa3IeICHUs] HAIPABISIOTCS ........ JTOKYMEHTOB?

5. Bua TOKyMEHTOB HOJICKAIIUX PETUCTPALAN?
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6. JlokymMeHT GUKCUPYIOUIUNA XOJ OOCYKJACHUS U TPUHATUS PEIICHUH Ha
3acelaHugax”?

7. ]_—[BI/I}KCHI/IC JOKYMCHTOB B TAMOKCHHBIX OpraHOB C MOMCHTA HUX CO3JdHUA HIIH
IMOJIYYCHUA 10 3aBCPIICHUA UCIIOJITHCHUA WU OTHpaBKI/I?

8. UTO OTHOCHUTCS K CTausIM JOKYMEHTOOOOPOTa BXOSIICH TOKYMEHTAIIUU?
9. Yto cTaBUTCS HA MOJYYEHHBIX TOKYMEHTaX?

10. 3anmcka npuHATas A8 PELICHHUS ONEPAaTUBHBIX BOIPOCOB BO3HHUKAKOIIUX B
YIPABJICHYECKON I€ATEIbHOCTH?

11. Kakoii ciry:x00#1 JOKYMEHTBI JOCTaBIISIIOTCS] B TAMOKEHHBIE OpraHbl?

10
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Bonpocs! 15t kpoceBopaa 1:

Ilo ropusonranm:

4 CucteMaTU3MpOBaHHBINA NIEPEUCHD CIMHUI] XPAaHCHHSI apXUBHOTO (DOH/IA.

5. Wspnanme, copepxaimiee KpaTKU€ CBEACHHS HAy4YHOrO, OOIIECTBEHHO MOJUTHYECKOTO,
MIPUKJIAIHOTO WK OBITOBOTO XapaKkTepa.

6.CucremMaTuveckoe MoMoJTHEHUE IOKYMEHTAMU CTPYKTYPHBIX TOApa3Ie/ICHIH

7. Yacts, pazzen yero 1nbo, BXOIAUINI B cocTaB 0oJiee KPYIHOI YacTH.

9. OnpeneneHHbIN MPOMEKYTOK BPEMEHHU.

IIo BepTHKAIN:

1. OnpeneneHue IEHHOCTH JOKYMEHTOB C IL€JIbl0 OTOOpa Ha TOCYJapCTBEHHOE XpaHEHHE U
YCTaHOBJIEHHE CPOKOB XPAaHEHUS.

2. PyKkoBo/iCTBO OpraHu3anue.

3.00bennHeHne ABYX U OOJIee UL, SIBISIFOIIMXCS CYObEKTaMHU MpaBa.

8.MarepuanbHblii 0OBEKT C 3aKpEIJICHHONW B HEeM MH(pOpMaIyen s IepeJadd ee BO BpEMEHU U
IIPOCTPAHCTBE.

|  AEEEE NN

S

]
HERE
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TecToBbIE 3a1aHUA

1.Homenknarypa e - 3T0:

A) mepeueHb HaWMEHOBAHHWI NI, 3aBOJUMBIX B JENONPOU3BOJACTBE OPraHU3AIMH, C
YKa3aHHUEM CPOKOB UX XPAHEHUS.

b) cucrematuzupoBaHHbIN MepedeHb HAUMEHOBAHUM €)1, 3aBOIUMBIX B JEJIONPOU3BOICTBE
OpraHU3aIlH, C YKa3aHUEM CPOKOB MX XPAaHEHUS, [0 YCTaHOBICHHOH (Gopme.

B) nepeuens nen, 3aBOJUMBIX B JEIONPOU3BOICTBE OPraHU3AINK, C YKa3aHUEM CPOKOB HX
XpaHeHHs, TI0 YCTAaHOBJIEHHOW (opMme.
2.HomeHknaTypa Jiej1 COrJIiacoOBbIBAETCS C ApXUBHBIM YUPEKICHUEM HE PEKe:

A) onHoro pa3a B 3 roga

b) nByx pa3 B TeueHun 3 yet

B) ognoro pasa B 5 ner
3. CBogHas HOMEHKJIaTypa Jie]d GUPMbI BBOJUTCS B ACHCTBUE:

A) c 1 aHBaps clieIyrouiero KaJeH1apHoro roja

b) ¢ nexabps Tekymiero roaa

B) o mepe HamoOHOCTH
4.DopMUpOBaAHKE JEIT — ITO. ..

A) BpeMEHHOE XpaHEHHE JOKYMEHTOB

b) rpynnupoBka JOKYMEHTOB HCIIOJIHEHHBIX B COOTBETCTBUHU C HOMEHKIIATYPO

B) orbop mOKyMEHTOB Ha TroOCyIapCTBEHHOE XpaHEHHE WIIM YCTAHOBJIICEHHE CPOKOB HX
XpaHEHUsI Ha OCHOBE MPUHSATHIX KPUTEPUEB
5. 3a (hopMUpOBaHUE JI€]1 OTBEYALT:

A) pyKOBOJIUTENb OpraHU3aluu

b) 3amecTuTenb pykoBOAMUTENS OpraHU3alUU

B) pykoBoauTenu CTpyKTYpHBIX NMOAPA3IEICHUN
6. Ecnu 3ampoc 0611 oAmMcaH pyKOBOAUTENEM (PUPMBI, OTBET Ha HETO JOJDKEH MOAINCATD:

A) 3aMecTUTeNb PYKOBOAUTES

b) B 3aBHCHMOCTH OT CcTaTyca 3anpanmBaeMoil HHPopMauu

B) pykoBoauTens pupMbl, OpraHu3aiu

7. JIOKyMEHTBI peruCTpUPYIOT:
A) B 1eHb NIOCTYIUICHHUS, OTIIPABKH
b) B nenb odopmiieHus, coriacoBaHus
B) B nenb nepenauu Ha UCIIOJIHEHUE
8. Ilepen craveil TOKyMEHTOB HAa apXUBHOE XPaHEHUE CIEAYET ...
A) crpynnupoBaThb M MOJIIWTH JOKYMEHTHl B IANKH, COCTABUTH OIUCH JOKYMEHTOB H
NIEPETIECTH UX
b) cucrematu3npoBaTh U YTOUYHUTH JOKYMEHTBI
B) ckonupoBaTh 0c060 BajkHbIE JOKYMEHTHI, ODOPMUTH U ONHUCATh Jena
9. Cpoku XpaHEHHsI TUIIOBBIX JOKYMEHTOB YCTaHABINBAIOTCS:
A) Beimecrosiieit opranuzamnmuu
b) ®enepanbHoil apxuBHOU cityx00#1 Poccun
B) MecTHBIM rocy1apcTBEHHBIM WJIM MYHULIMIIAJIbHBIM apXUBOM
10. Ha 06503xKy aena BpeMeHHOro xpaHneHus (10 10 1eT) He BBIHOCUTCS] MHQOpMaIUs:
A) Cpok XpaHeHus;
b) unnekc nena;
B) xonuuecTBO TUCTOB, COJEpKALIUXCSA B JEIIE
11.OxcnepTr3a 1eHHOCTH TOKYMEHTOB - 3TO:
A) cucteMaTu3MpOBaHHbIH NepeyeHb 3aroJ0BKOB JIeJ 3aBOJUMBIX B Aenonpoun3Boactse TO
b) rpynnupoBka UCIOIHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C HOMEHKJIATypoOil
B) omnpenenenne uMX LEHHOCTEH C IeNbl0 OTOOpa Ha TOCYIAapCTBEHHOE XpaHEHHE U
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YCTaHOBJICHUE CPOKOB XPAHCHHUS
12. DkcnepTu3a LEHHOCTH JOKYMEHTOB B TAMOKEHHOM YIIPaBJIEHHMM CO CTaTyCOM HOPHINYECKOTO
JM1A IPOBOJUTCS:

A) B 1eJI0NIPOU3BO/ICTBE, B apXHUBE

b) B opranusauuu u ynpasieHuu

B) B u3pATHN JOKYMEHTOB U3 JIe] IOCTOSHHOTO XPaHEHHUS
13. OtHocutcs nAM K (QYHKIUSAM SKOHOMHUYECKOI'O TAMOXKEHHOI'O YIPaBJIEHUS OpraHu3alus
€XKEroJIHOTr0 0TOOpa TOKYMEHTOB JJIsl XPaHEHUS:

A) na

b) et
14. B apxuBOBEJICHUHN BBIACISAIOTCS 3 TPYIIIBI KPUTEPHUEB:

A) Ha3zBaHue BUja Aeina - Ha3BaHue TO- kpaTKoe cojiepkaHue TOKYMEHTa Jena

b) mpoucxoxxaeHue NOKYMEHTOB - COJEpXaHHME JOKYMEHTOB — BHEIIHHE OCOOEHHOCTH
JIOKYMEHTOB

B) konmuecTBo JIMCTOB B €€ - peKBU3UT- apXUBHBIN m1dp nena
15. Onuce gen — 3to:

A) apXMBHBIM CIPaBOYHHUK, COJAEpXKALIUIl CHCTEMAaTU3UPOBAHHBIA IEepedyeHb EIUHUI]
XpaHEHUs apXUBHOTO (OH/A U MPEAHA3HAUEHHBIN U1 UX PACKPBITUS yUeTa U UX COJEpKaHUS

b) oauH W3 KOMIIOHEHTOB CHCTEMBl ABTOMATH3alMM JOKYMEHTOOOOPOTa, OTIPaBKU
nHGbOPMAINY U €€ TIepeIadr MEXTy MOJIb30BaTEIISIMH

B) noxymenT, conepxaiuii 3aMKCUPOBAHHYIO 000 CUCTEMOM 3BYKO3aIHUCH
16. OnucarenbHas CTaThsl ONMUCU HE BKJIIOYAET B CE0sI CIAEAYIOLINI 3JIEMEHT:

A) TIOpSIIKOBBIM HOMEp Jelia

b) cpok xpanenus aena

B) HanMeHOBaHUE TaMOKEHHOI'O OpraHa
17. Onuch cuntaeTcsi 3aKOHYEHHON €CJIM B HEE BKJIFOUEHBI TOA0BbIE Pa3/Ieibl CBOJHBIX OMMUCEN JIeN
IIOCTOSIHHOT'O XPAaHEHHUS 3a:

A) onuH roa

b) 5 ner

B) 3 rona
18. K ocHOBHBIM (DYHKITUSM TJIaBHOM 3a/1aun apXxuBHOM ciyx0bl TO oTHOCATCS:

A) IpOBOJAT HKCIEPTU3Y HEHHOCTEN U IOKYMEHTOB XPaHSIIMXCS B apXUBaxX

b) B nena momemaroTcst TOJIBKO MCMOJHEHHbIE JOKYMEHTHI B COOTBETCTBUH C 3ar0JIOBKaMHU
JIeJl B HOMEHKJIAType

B) konruecTBO JIMCTOB B Ji€Jie MPOCTABIISAETCS B COOTBETCTBUU C 3aBEPUTEIBHOMN HAIHCHIO
19. KomriekToBaHHE apXUBa — 3TO:

A) opraHuzanys WIM €€ CTPYKTYpHOE TMOjpa3felieHHe, OCYILECTBIAIOas IpueM |
XpaHEHUE apXUBHBIX TOKYMEHTOB

b) nokymeHT, mpenHazHaueHHBIH Ui WCIOJL30BAHUS TEM YUPEKACHUSAM KOTOPBIM OH
CO3/1aH

B) cucrematnueckoe MOMOJHEHHE €ro JOKYMEHTaMU CTPYKTYPHBIX MOJpa3/ieleHudl u
JOPYTUMHU JOKYMEHTaMH NPeyCMOTPEHHBIMHU 10JIOKEHHEM 00 apXuBe
20. Hayuno- cripaBounsiif annapat (HCA) — ato:

A) CTpYKTypHpOBaHHAs COBOKYITHOCTh JIEMEHTOB ONMMCAHUN JJOKYMEHTOB IPEJICTaBICHHbIX
B Pa3JIMUHBIX BUAAX APXUBHBIX CIIPAaBOYHHUKAX

b) nepeuensr HauMeHOBaHUI

B) 1OKyMEHTBI, B KOTOPBIX YCTaHABIMBAKOTCS HOPMBI
21. OcHOBHBIMH (hOpMaMH UCTIOIH30BAHUS JJOKYMEHTOB apXH1Ba SBIISIOTCS:

A) nndopmupoBaHue pyKOBOJCTBA U CTPYKTYpPHBIX noapaszaenenuit TO

b) mst uconb3oBaHus JOMKHOCTHRIMU JuTiaMu TO

B) BbIsBIIEHME 1 yCTpaHEHHE HEJOCTATKOB B yUETE IOKYMEHTOB
22. Jlena apxwBa BBIJAIOTCS BO BPEMEHHOE TOJB30BaHUE CTPYKTYPHBIM TonpasneneHneM TO Ha
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CpOK:
A) ¢ 1 sHBaps KaJeHIapHOTo roja
b) e 6onee yuem Ha 30 nHei
B) He cBpie 15 nuen

Bonpocsl k kpunrorpamme 1

2. MarepuanbHblif 00BEKT ¢ 3aKpETNICHHON B HEM HH(OpMaIUe Ui iepeiadn ee BO
BPEMEHU U IIPOCTPAHCTBE- 3TO

3. 551 ydera JOKyMEHTOB ONPEACICHHBIX KaTEeTOPHH MOCTOSIHHOTO U BPEMEHHOT'O CPOKOB
XPaHEHHs, y4eT KOTOPBIX BbI3bIBACTCS CrielU(DUKON JAaHHON TOKYMEHTALUHU Jelia C IPUKa3aMu
COCTaBJIACTCH. . . ...

4.I'pynnupoBKa UCIIOJHEHHBIX JOKYMEHTOB B JieJ1a B COOTBETCTBHM ¢ HOMEHKIIATypOol
Ha3bIBACTCH. ...

5. Kyna nomemaroTcst ToJIbKO UCIIOJHEHHBIE JOKYMEHThI B COOTBETCTBUHM € 3ar0JIOBKAMU 110
HOMEHKJIaType

6. ITonHoe odopmiieHue ena nouIexar ajs. ..

7.PacriopsiiuTebHBIN TOKYMEHT,KOTOPBII OTHOCHUTCS K (DOPMHUPOBAHUIO JICT?

8.CBoA 1OJI0’KEHUH yCTaHOBJIEHHbIE B ((OPMUPOBAHUE JI€1a HA3bIBAETCH. ..

9. Opranuzanus WM ee CTPYKTYPHOE MOIpa3/IeleHNe, OCYIIECTBISIONIAs TIPUEM U
XpaHEeHHE JTOKYMEHTOB-3TO

10. Ha o06:10%Ke Aeia MOCTOSHHOTO ¥ BPEMEHHOTO XPaHEHHS | 110 JITYHOMY COCTaBy
COCTaBIIAIOTCA ¥ 0(OPMIIAIOTCS IO YCTAaHOBJIEHHOM hopme

11. Ins onpeeneHHbIX KaTeropuii TOKyMEHTOB IOCTOSTHHOTO M BPEMEHHOTO XPaHEHUS
COCTaBIISIETCS

12. CucremaTu3anus ¥ Opranu3anus JOKyMEHTOB MPOUCXOJIUT B....

13. Yro cocraBisiercs mociie 3aBeplieHust HyMepaluu JUCTOB ?

9
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Bonpocsl k kpoccBopay 2
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ITo ropm3onTanm:

2.Jlns ydera JOKYMEHTOB OIPEAEICHHBIX KaTEeropHii MOCTOSIHHOTO M BPEMEHHOI'O CPOKOB XPaHEHUsS, ydeT
KOTOPBIX BBI3BIBACTCS CHENM(PHUKOI TaHHOH JOKYMEHTAlUH JeJia C MIPUKa3aM1 COCTaBIISETCS

3.YT0 cocTaBiseTcs OCIe 3aBEPLICHUs] HyMepaLuH JIUCTOB ?

5./051s1 onpeAeNeHHBIX KaTeropuii JOKYMEHTOB IOCTOSIHHOTO M BPEMEHHOTO XPaHEHHUS COCTABIISIETCSI.
8.PacniopsauTenbHbIH TOKYMEHT, KOTOPBIH OTHOCHTCS K ()OPMHUPOBAHHMIO J1eJ17

9.I'pynmupoBKa HCHOJHEHHBIX JOKYMEHTOB B JieJ1a B COOTBETCTBUH C HOMEHKIIATypOil Ha3bIBAETCH. . ..

Ilo BepTHKaNN:

1.CucremaTe3upoBaHHbIM IIEpeUeHb 3arojiOBKOB JIEJI, 3aBOAUMBIX B IEJOIPOHM3BOIACTBE TaMOXEHHOIO
Oprasa, ¢ yka3aHHeM CPOKOB XpaHEHHs, O(OPMIICHHBIH B yCTAHOBICHHOM ITOPSIIIKE.

4.Ha o0noxke Aena MOCTOSIHHOTO W BPEMEHHOTO XpaHEHUs W IO JUYHOMY COCTaBy COCTaBJISIIOTCS W
oopmIIAIOTCS 110 YCTaHOBIEHHOM (hopme.

6. [TomHOCTBIO OOPMIICHHBIE J1eTa MOIIeKAT IS

7. MarepuanbHblii OOBEKT C 3aKpeIUICHHOM B HeM HWHQpOpPMalued s Tepeladyd ee BO BPEMEHH H
IPOCTPAHCTBE- 3TO___ .

10. Opranmsanust Win ee CTpyKTypHOE MOpa3AeeHue, OCYIIECTBIIONIas IPHeM U XpaHeHHE TOKYMEHTOB-
3TO.
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HUTOI'OBBIE TECTHBI IJIS1 OITPOCA CTYJAEHTOB

1. Jokymenm — 3mo:

a) MaTepHalbHBIH OOBEKT C 3aKPEIUICHHOW CO3JIaHHBIM YeJIOBEKOM CIIOCOOOM st
nepeay ee BO BpEMEHHU U MPOCTPAHCTBE,

0) JOKYMEHT, B KOTOPOM B IIENISAX JOOPOBOJIBHOTO MHOTOKPATHOT'O WCIOJIh30BAHUS

YCTaHABJIMBAIOTCS XAPAKTEPUCTUKU MPOAYKIMHM, IPABUIIA OCYLIECTBICHUS M XapaKTEPUCTUKU
IIPOLIECCOB NPOU3BOJACTBA, AKCIUIyaTallMd, XPAaHEHHUs, INEPEBO3KH, pealu3alud WU YTWIN3ALUH,
BBITIOJTHEHUS pa0dOT WIIM OKA3aHUS YCIIYT;

B) COBOKYNMHOCTb (OPM JOKYMEHTOB, CO3/JaHHBIX [0 €IMHBIM [paBUJIaM |
TpeOoBaHUsAM, GYHKIIMOHUPYIOLIUX B ONPEICICHHON cdepe AeITeTbHOCTH.

2. Cmanoapm — smo:

a) MaTepHalbHBIH OOBEKT C 3aKPEIUICHHOW CO3JIaHHBIM YeJIOBEKOM CIIOCOOOM st
nepeayy ee BO BpEMEHHU U MPOCTPAHCTBE,

0) JOKYMEHT, B KOTOPOM B IIENISX JOOPOBOJIBHOTO MHOTOKPATHOTO WCIOIh30BAHUS

YCTaHABJIMBAIOTCS XapaKTEPUCTUKHU MPOAYKIIMH, IPABUJIA OCYIIECTBICHUS M XapaKTEPUCTUKU
IIPOLIECCOB TMPOU3BOACTBA, AKCIUTyaTallMd, XPAaHEHHUs, NEPEBO3KH, pealu3alud WU YTHIW3AlUH,
BBITIOJTHEHUS pa0dOT WIIM OKA3aHUS YCIIYT;

B) COBOKYITHOCTh (OPM  JOKYMEHTOB, CO3JAaHHBIX [0 E€IWHBIM MpaBUJIaM |
TpeOoBaHUsAM, PYHKIIMOHUPYIOLIUX B ONPEIEICHHON cepe AeITeTbHOCTH.

3. Bascneinmeii pynkyueit 0okymenma agnaemca:

a) nH(OpMAIMOHHAS;

0) OpraHu3aIMOHHAs,

B) FOPUANYECKAS;

r) BOCIUTATEIbHAsL.

4. Joxymenmuol, co30annble 4e106eKOM 8He chepbl e20 CyIHceOHOoll deamenbHOCmu
(memyapol, TuuHaA nepenucka, OHe6HUKU) HA3bIGAIOMCA:

a) JIMYHBIE TOKYMEHTHI;

0) MUIChMa;

B) JIOKJIaTHEIE,

T) CBOJKH.

S. JloKkymenmuposanue — 3mo:

a) CBOWCTBO  OQHUIMAIBHOTO  JOKYMEHTa, coo0IaeMoe eMmy JAeHCTBYIOLIUM
3aKOHOJATEILCTBOM, KOMIIETCHIIMEH W3/aBIIET0 €ro OpraHa ¥ YCTAaHOBJICHHBIM IOPSIKOM
oopmieHus;

0) HaVMEHOBAHME BUJA JIOKYMEHTA;

B) nporecc co3faHus U opOpMIIEHHMS [OKYMEHTa, T.e. 3aluch HHPOpPMALMU Ha
Pa3IMYHBIX HOCUTENSX M0 YCTAaHOBJICHHBIM ITPAaBHIIaM;

r) JOKYMEHT, MOJIHOCTBIO BOCITPOU3BOASALINN MH(POPMALIUIO MOATUHHOIO TOKYMEHTa U

BCC €TI0 BHCIIHUC ITPU3HAKH WUJIM YaCTh UX.

6. Co6okynnocmo ¢hopm OOKyMeHmMO8, CO30AHHBIX NO €EOUHBIM NPAGUNAM U
mpebdosanuam, QYHKUUOHUPYIOWUX 6 onpeodeneHnou cghepe OeamenvHocmu (ynpaeieHuu,
¢unancax u m.n.) Hazvigaemcs:

a) CTaHJapT;
0) yHUpUIMpoBaHHas cucrema gokyMmenTanuu (Y CJ);
B) JIEII0BOE MTUCHMO;

T) VHJIMBHIyaJIbHOE COTJIAILIEHNUE.
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7. Kaxou knaccuguxayuu 0oKymenmos ne cyuiecmeyem:

a) 0 CIIOCO0Y U3TOTOBIICHUS,

0) 10 MPAaBOBOMY CTaTyCy CTOPOH, MOANUCHIBAIOIINX UX;

B) 1o cepe ucrmonp30BaHMS,

r) 10 MPOUCXOKICHUIO;

8. Ceéoiicmeo oguuuanvnozo 00Kymenma, cooouiaemoe emy Oeucmeyruum

3aKOHO0AmMenbCmeomM, KoMnemeHyuell u30aguieco €20 0p2ana u yCMAaHo61eHHbIM NOPAOKOM
oopmnenusn nazvieaemcesa:

a) KONUs JJOKYMEHTA;

0) CPOK JICUCTBHS JOKYMEHTA,

B) IOpUANYECcKas cuja JOKyMEHTa;

r) 3aBepeHHasi KOMUs T0KyMEHTa.

9. yoauxkam ookymenma — ymo:

a) JTOKYMEHT, TOJIHOCTBIO BOCITPOU3BOISIINN NH(POPMALIHIO OUIMHHOTO TOKyMEHTa U
BCE €r0 BHEIIHNE MTPU3HAKU WK YacTh UX;

0) KOMHsI JOKYMEHTa, B KOTOPOH B COOTBETCTBUM C YCTAHOBJEHHBIM MOPSAKOM
MIPOCTABJISIOT HEOOXOAUMBIE PEKBU3UTHL, TPUIAIOLIUE €1 IOPUINUECKYIO CHILY;

B) nepBbld (WIM EIUHUYHBIM SK3EMIUIIp) JOKYMEHTa, O0Jadarolliui IOpUAMYECKON
CHJIOH;

r) ITOBTOPHBIN AK3EMILISAP NMOAJMHHUKA JOKYMEHTA, UMEIOIUN IOPUIUYECKYIO CHUITY.

10.  Pacnpedenenue 00Kymenmoe no zpynnam (8uoam) ¢ Ueablo OpAHU3AUUU

Ihhekmuenoli pabomsl ¢ HUMU, KOMOPOE MOIHCEM NPOBOOUMBCA NO PANUUHLIM RPUHAKAM,
C6A3AHHBIM C XAPAKMEPOM UCHOIb3YEMbIX HOcumenell U cnocopoeé 3anucu undopmayuu,
cpeocme ee 00padomKu u nepeoauu Ha3vleaemcs:

a) KJIacCU(PUKALMS TOKYMEHTOB;

0) CHCTEMa yueTa JIOKyMEHTOB;

B) yauunmpoBanHas cucrema noxkymentanuu (Y CJI);

r) crcTeMa 00LIepOCCUICKUX CTaHIAPTOB JOKYMEHTAIIUU B TAMOKEHHBIX OpraHax.

11. Cmanoapmuulii aucm 0Oymazu ¢ 60CHPOU3GEOEHHOU HA HeM HNOCMOAHHOU
unghopmayueii 00OKymeHma u Mecmom, 0needeHHbIM 011 REPEMEHHOL UHPOpMayuu — ImMo:

a) JIOKYMEHT;

0) 0JIaHK;

B) repo;

r) smbiema.

12. I'paghuueckas moodenv unu cxema noCmpoeHus OOKyMeHmda, yCMaHAae1ueaouasn
pazmepul noaeii, pacnonoiicenue NOCHOAHHBIX U NEPEMEHHBbIX PEKGU3UMO08 - IMO .

a) 0JIaHK;

0) aMbema;

B) rep0;

r) bopmysip-obpaser.

13.  Kaxoii wacmu ne cywiecmeyem y gpopmynapa-oopasua:

a) OCHOBHOM
0) 3aroJI0BOYHOM
B) 3aKITIOYUTETHHOU

T) o OpMIISIOIIIEH.
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14.  Kaxue o0sea ¢hopmama oOymacu ucnonwv3ylomca 011 U320MO6NAEHUA 0OJIAHKOB
OOKYMEHMO08 6 MAMONCEHHBIX OP2AHAX:

a) A4 u AS;

0) Ad u A3;

B) Al u A2;

r) A2 u A3.

15. Tekcm OOKyMeHMO6 MAMOMCEHHBIX O0p2aH08 Ha Oaankax gopmama A4
neuamaemcs uepes:

a) 1,5 MeXCTpOUYHBIX UHTEPBAA;

0) 2 MEXCTPOYHBIX HHTEPBAJIA;

B) 1 MEXCTpOUHBII UHTEPBAI;

T) 2,5 MEXKCTPOUYHBIX HHTEpBAJIA.

16. Kmo necem omeemcmeeHHOCHMb 3a coOepycanue U MUpPayc OOKYMEHMO08,
nepeoasaemvix Ha pa3MHONCEHUE 8 MAMOHCEHHOM Op2aHe:

a) PYKOBOJUTENb OpraHU3AIIHH;

0) HCIIOJIHUTEIb U PYKOBOJICTBO CTPYKTYPHOTO I1OAPA3/IEICHHUS;

B) TJIaBHBIA OyXTanrep;

r) apX¥WBHAA CIIyK0a.

17.  Kaxue pexeuzumul ne 6x00am 6 cOCIMag menezpammol:

a) HAaUMEHOBAHHME JOKYMEHTa, yKa3aHHE Ha KaTErOpUI0 TeJIEeTrpaMMBbl, IMOAPOOHBIM
aZipec ¢ yKa3aHUEeM HOMepa OTJEJICHUS CBA3H, TEKCT - COAEPKAHUE TEIerpaMMBbl;

0) PETUCTPALIMOHHBIN JEIONPON3BOACTBEHHBIN HOMED, JaTa PETUCTPALIUU;

B) COKpAalIECHHOE€ HaMMEHOBAaHUE JIOJDKHOCTH JIMIA, IOJIHUCABLIETO TEJIerpammys;
MOJIKUCH, pacIU(PPOBKA MOAMHUCH.

r) bamuusi, UMs ¥ OTYECTBO PYKOBOAMTEIS OPTaHU3aLNH.

18.  Ilepedaua onepamuenoit ungopmayuu € mamoirceHHvle OpP2aHbBl, UMeujUe
MENEeKCHYI0 C6A3b, OCYULECMEIACMCA 6 8U0E:

a) ayJIuorpaMm;

0) (bakcorpamwm;

B) TeneQoHorpamm;

r) TeJeTammorpamMmm.

19.  Kaxue ycmpoiicmea ucnonv3yiomcsa 0711 OREPAMUBHO20 PeUuleHUA 60NPOCO8 8
cayyasx, Ko20a cooduieHus, nepeoasaemvie no meneqony, mpedyiom OOKYMEHMAAbHO20
oopmnenusa:

a) ayJMOTrpaMMBbl;

0) (hakcorpaMMmsl;

B) TeneQOHOTPaMMBIL;

r) TeJeTalorpaMMBbl.

20.  Jlokymenmwi, nepedasaemvie nO KAaHAAAM IJIEKMPOHHOU NOUMDL,

n0360718€M OCYWecmeaams 00meH Oannvimu mexcoy cpeocmeamu IBT, ananusz, oopadbomky,

XpaHenue nojiyieéHHblx U omnpaejieHHblX cooﬁmelmﬁ —3mo:

a) AJIEKTPOHHBIE TUCHMA;
0) TeneoHOTpaMMBL;
B) ayJInOrpaMMBl;

r) (akcorpaMmsl.



42

21.  CosokynHocmb 0OKYMEHM 08, 83AUMOCEAZAHHBIX NO NPUZHAKAM NPOUCXOHCOCHUS,
Ha3HayeHus, 6uoda, cgepvl OeameabHOCMU, eOUHBbIX mMpPedoGaAHUll K ux ogopmienuio
Ha3zvleaemcs:

a) JIEJI0BOE TTMCHhMO;

0) cucTeMa JOKyMEHTAIUH;

B) rpyIIa JOKyMEHTOB, OTHOCSIIMXCS K BEICHHIO OJHOTO OTJIEINA;

T) MIpUKa3.

22.  Kakozo e6uda OCHOGHOU CcUCHMEMbl YNPAGIEHYECKOU OOKYMEHmMauuu He
cyujecmeyem:

a) OpraHHU3alOHHO-PACTIOPSAUTEIbHAS JOKYMEHTALINS,

0) (buHaHCOBas, yUETHAsI M OTYETHASI JOKYMEHTAIMs OF0JKETHBIX OpraHU3alHii;

B) HAJIOroBasi JOKyMEHTALUs;

r) JOKYMEHTaUUs 110 TPYAY.

23.  JoKymenmul, 6 KOmopwvlx QuKcupyrom peuwienus aOMUHUCMPAMUGHBIX U
OpP2AHU3AUUOHHBIX 60NPOCO8, A MAKIHCE 60NPOCOB YNPAGIEHUA, 63AUMO0eliCmEUsl, 0DecneueHus
U pecyiupoanus  0eAmeabHOCmU Op2aHOo8 61acmu, RNPeOnpUAMUIl, OpP2aHU3AUUIl U
0071HCHOCHHBIX UL HA3bIBAIOMCA:

a) OpTaHU3aIOHHO-PACTIOPSINTENbHAS IOKYMEHTHI;
0) JIOKYMEHTHI 110 TPY.LY;

B) JTOKYMEHTHI 10 THYHOMY COCTaBY;

r) MH()OPMAIIMOHHO-CIIPABOYHBIC JIOKYMEHTHI.

24.  JloKkymenm, aopeco8anHwlit pyKo80OCmEy, CO0epIHCAuiuil U3i10MHcenue KaKko2o-iuoo
6onpoca ¢ 6b1600amMu U NPEOSIONHCEHUAMU COCMAGUIMENA HA3bIEACHICA:

a) OOBSICHUTEINIbHAS 3aIHCKA;

0) JOKJIaTHAs 3aITUCKa;

B) 3aIucKa;

r) IIUCBMO.

25.  Cnpasexka —3mo:

a) JOKYMEHT, aJPECOBAHHBI PYKOBOJCTBY, COJEpKallNil HM3JOKEHHE KaKoro-inbdo
BOTIPOCA C BBIBOJIAMH U TIPEIIOKEHUSIMHA COCTABUTEIIS;

0) COBOKYITHOCTH JIOKYMEHTOB, B3aUMOCBSI3aHHBIX [0 MpPHU3HAKaM IPOUCXOKICHHUS,
Ha3HA4YeHMUs, BUAQ, CPEephl ACSITEILHOCTH, AMHBIX TPeOOBaHMI K MX 0(OPMIICHHUIO;

B) JOKYMEHT, COiepKallluii OMrcanue u (WJIn) MOATBepkKaeHNue (aKTOB, COOBITHI;

r) JOKYMEHT, (UKCUPYIOLIMH COIJIallleHHe CTOPOH OO0 YCTAHOBJIEHWU TPYIOBBIX

MIPABOOTHOILIEHUHN U PETyIUPYIOIUI UX.

26.  Ilpaeoeoit axm, u3dagaemvlii pyKosoOumenem uiu €20 3aMeCHUMENAMU NO
6onpocam uH@oOpMayUOHHO-MEMOOUUECKO20 XAPAKMEPA - IMO:

a) pacropsiKeHue;

0) MIpHKas3;

B) OOBSICHUTENIbHAS 3aIHCKA.

27.  Hopmamuenwviii 00KymeHm, 6 KOmMOPOM onpedeiieHbl QyHKyuu, npasa,
00A3AHHOCMU U OMBEMCMEEHHOCIMb COMPYOHUKA NPEORPUAMUA HA3bIGACMCA:

a) JOJKHOCTHAS! MHCTPYKITHS;
0) pacropspKeHue;
B) 3aIMCKa;

r) YCTaB.
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28.  Kak nazvieaemcs 00KymeHm, NpeOCMasIai0Wuil coooll coziauenHue cmopon 0o
YCMAaHOGIeHUU U PeZYIUPOBAHUN KAKUX-TUDO OMHOUEHUTL:

a) JOTOBOP (KOHTPAKT);

0) aKT;

B) OO0BSICHUTEIIbHAS 3aIHCKAa;

r) IIpUKAa3.

29.  Kak Ha3vleaemca npaeoeoii akKmi, pezyiupyrouiuii OpzaHu3ayuoHHble, HAYYHO-
mexHuYecKue, mexHoao0cuiecKue, YUHAHCOBble U UHBLE BONPOCHL 0EAMENbHOCIU OP2AHU3AYUII,
npeonpusmuil U 00JMHCHOCHIHBIX JTUY:

a) pacropspKeHHE,

0) UHCTPYKLUS;

B) CIpaBKa.

30. 0o000wennoe nazeanue pa3iudHBIX RO COOEPHCAHUIO OOKYMEHM 08, 8bl0ENAEMBIX 8

O00HY Kamezopury no 0cofomy cnocody nepeoauu meKkcma: no menezpagy unu meaemainy
Ha3zvleaemcs:

a) IIICHMO;

0) (hakcorpamma,;

B) ANEKTPOHHOE COOOILIEHUE;

T) TenerpaMma (TejaeTainorpaMmma).

31. YUmo asnaemca Hauboee pacnpocmpaHeHHbIM 6UOOM KOPPECHOHOCHUUU:

a) JIEIIOBOE TTUCHMO;

0) ciy>keOHas 3aIrucKa;

B) IIOPYYECHHUE;

T) MpUKa3.

32. Kakaa u3 ¢yukyuit He coomeemcmeyem OCHOGHOU  ueau  CaAyxHcovl
denonpou3zeoocmea:

a) OpraHu3aIus;

0) KOOpIUHAIIHS;

B) KOHTPOJIb;

r) IIPOTHO3UPOBAHUE.

33.  Kakasa u3 nepeuucinennvix 3a0a4 He COOMEEHICMEYEm OO0CHUMNCEHUIO OCHOGHOIL
uenu 0e10npou3e00cmea:

a) yBEJIMUYEHUE TOKYMEHTO000POTa;

0) MIOCTOSIHHOE COBEPILIEHCTBOBAaHUE (POPM M METOJIOB pabOTHI C JOKYMEHTaMH;

B) o0ecriedyeHne €IWHOTO TOpsIKA JOKYMEHTHPOBAHHWS, OpTaHU3alMu pabdoThl ¢

AOKYMCHTAaMH, I/IH(i)OpMaLII/IOHHO'HOI/ICKOBLIX CUCTCM, KOHTpPOJIA HCIOJHCHUA W TIOATOTOBKHU
AOKYMCHTOB K me€pcaadyc B BCHOMCTBGHHLII\/JI aApXuB B COOTBCTCTBHU C I[CI\/'ICTBYIOHII/IMI/I
rocyaapCTBEHHbBIMU HOPMATUBHO-METOJUUCCKUMU NOKYMCHTAMMU,

r) COKpalIeHHe TOKyMEHTO000poTa.

34. Ckonvko  nyHKmoeé  6KIlOuaemcsa 6  MUNOGOU  cocmae  (ynkyui
denonpou3zeoocmea:

a) 5;

0) 11,

B) 15;

T) 7.
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35. ,ZIeuofceHue OOKyM(?Hm08 6 opcaHuIauuUu C MOMEeHma ux CO30aHUA UU noJjiyyenuxn
00 3aeepuienus UCROJIHCHUA Ul OMNPAB/1eHUs HA3bleaemcsa.:

a) JIOKYMEHTOO0O0POT;

0) JIOTOBOD;

B) JOKYMEHTOIIOTOK;

r) YKU3HECHHBIN LIUKJI JOKYMEHTA.

36. Kakozo OOKyMeHm0n0m0Ka He cyuiecmeyem 6 opzanuzauyuu.:

a) BXOZSAIIHE (TOCTYIAIOIINE) TOKYMEHTHI;
0) ucxosmue (OTIpaBIsieMble) JOKYMEHTHI,
B) BHEIIIHUE JIOKYMEHTHI;

T) BHYTPEHHHUE IOKYMEHTHI.

37.  Konuuecmeo 00KymeHmo8, nOCMynusuiux 6 Op2AHU3Auui0 U CO30AHHBIX €10 3a
onpeoeeHHblIl NePUOO HAZbIBACHCA:

a) 00BEM TOKYMEHTO000POTA;

0) CTPYKTYypa JOKYMEHTO000POTa;

B) cucTeMa JOKyMEHTO000pOTa;

r) COBOKYITHOCTb JJOKyMEHTO00OpOTA.

38.  Buvlbepume npasuibHylo nocied08amenbHOCHmy IMAN06 00padoOmKu U 08UIHCEHUA
O00KYyMEeHmMo8:

a) IpHeM U TepBUYHAsS 00pabOTKa JOKYMEHTOB, MpPEIBApUTEIHLHOE PACCMOTPEHUE U

pacripenieieHue JOKYMEHTOB, PETHUCTpalys, KOHTPOJIb 32 WCHOJHEHHEM, HWH(POPMALNOHHO-
cripaBoyHast paboTa, UCIIOJIHEHUE JOKYMEHTOB U OTIIPABKa;

0) npueM ¢ TepBUYHAs 00pabOTKa JOKYMEHTOB, KOHTPOJb 3a HCIIOJHEHHUEM,
IIPEBApUTEIILHOE PACCMOTPEHHUE U pacIpelesieHHe TOKYMEHTOB, perucTpanus, HnHpopMaluoHHO-
crpaBoyHast paboTa, UCIIOJIHEHNE JOKYMEHTOB U OTIIPABKa;

B) UCIOJHEHUE JIOKYMEHTOB U OTIIPaBKa, perucTpalys, IprueM 1 nepBuyHas oopadboTka
JIOKYMEHTOB, TpEABapUTEIbHOE PACCMOTPEHUE M PpaCHpeleeHUe JOKYMEHTOB, KOHTPOJb 3a
UCTOJHEHUEM, HH(POPMALMOHHO-CIIPaBOYHasl paboTa;

r) KOHTPOJb 32 WCIIOJIHEHHWEM, @pUeM U TMepBUYHas oOpaboTKa JOKYMEHTOB,
IpeBapUTEIILHOE PACCMOTPEHHUE U pacIpeesieHHe TOKYMEHTOB, perucrpanus, HHPOpMaluoHHO-
crpaBoyYHas paboTa, UCIIOJIHEHNE JOKYMEHTOB U OTIPaBKa.

39.  Kakue u3 00KymeHmog A61A10mcA HAUbo1ee pacnpoCmpaneHHbIMU:

a) MUCbMEHHBIE JOKYMEHTHI;

0) KMHOJOKYMEHTBHI;

B) rpaduyecKkue 10KyMEHTHI;

r) ayJIMOJOKYMEHTHI.

40.  Hoemmuumnoe, 3a6epeHHOe 00NHCHOCMHBIM JIUUOM 60CHPOU3EeOeHUE NOOTUHHUKA
OOKYyMEHma — 3mo:

a) YEpHOBUK;

0) aHKeTa,

B) KOIIHS;

T) TabauIma.

41. Texnuueckue cpeocmea, ucnoipb3yemvie 6 YHNPAGIeHUU U O0e10NPOU3E00Cmee,
Hazvigaom:

a) OpPI'TEXHUKA;

0) OBM;
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B) (akc;
r) IIPUHTED.
42. Kakoii O00KymMeHm paspaboman 6 yenax CO6epPUEHCMB06AHUA

OOKYMEHMAayuoOHHO020 00ecneyenus ynpaeieHus u NoevluleHua e20 IPgekmusnocmu nymem
YHUQuKkayuu cocmasa u Gopm ynpaeneHuecKux OOKYMEHMOE MAMONCEHHBIX OP2aAHO08,
MexXHON02Ull padOmul ¢ HUMU U 00ecneYyeHuss KOHMpPOia UCHOTIHEHUS OOKYMEHMO08:

a) TunoBas WHCTPYKLHMS IO JEJIOMPOM3BOJCTBY M pPadOTE apXuMBa B TaMOMXEHHBIX
opranax (peruoHaJbHbIX TAMOKEHHBIX YIIPABJICHUAX, TAMOXKHSIX, TAMOXKEHHBIX I1OCTAX);

0) Mucrpykuwus no nenonpousBoictBy B Bepxosuom Cyne Poccuiickoit denepanuu;

B)  Pacnopsbkenue Ha mpaBo MCMOJIB30BaHUs COOCTBEHHOCTH OpraHU3allH;

r)  ®enepanbHblil 3aK0H «O OaHKPOTCTBE.

43.  Ha Kozo 6o3nazaemcsa omeemcmeeHHOCHb 34 OP2AHU3AUUIO 0ETIONPOU3E00CHIEA,
co000enue yCmaHoei1eHHbIX NPasul U NOPAOKA padomuvl ¢ OOKYMEHMAMU 6 CHPYKMYPHHIX
noOpa3zoenenuax mamoIHceHHbIX OP2AH08:

a) Ha MEHE/DKepa OpraHu3allHH;

0) Ha PYKOBOJIUTEJISI OpTraHU3aIlNH;

B) Ha TTIaBHOTO OyXranrepa;

T) Ha MHCTPYKTOpPA 110 TEXHUKE O0E30TIaCHOCTH.

44,  Kaxkum omoenom ocyuecmenaemcsa opzanu3ayus, 6e0enue, co6epuieHcmeosanue

cucmemsl OOKYMEHMAUUOHHO20 O0ecneueHus YNpaeieHus HaA O0CHOGe eOUHOU MeXHUUEeCKOll
ROMUMUKU U NPUMEHEHUA COBPEMEHHBIX MEXHUYECKUX Cpeocme 6 padome ¢ OOKymMeHmamu,
MemoouuecKoe pyKkogoocmeo u KOHmMpOb 3a COO1I00eHUeM YCHAHO0B1EHHO20 NOPAOKA padomuol
¢ 00OKymenmamu 6 noopa30eieHusX mamodHCceHH020 Op2ana:

a) OTJIeNIOM (OTAENIEHUEM) TOKYMEHTAIIMOHHOTO 00eCIIeYeHNUS,

0) OyxranTepueii;

B) (hMHAHCOBBIM OT/ICIIOM;

r) OTJIEJIOM IUIaHUPOBAHMUS.

45. Kakoit wipugpm ucnonvzyemca npu noozomoeke OOKYMEHMOE MAMOMNCEHHBIX
0p2ano0s:

a) Times New Roman;

0) Gisha;

B) Nyala;

r) Tahoma.

46. Kaxkumu  OoKymenmamu  ogopmnaiomca  peuwienus HO  ONEPAMUBHBIM,
OP2AHU3AUUOHHBIM, KAOPOGbLIM U OpY2UM 60NPOCAM GHYMPEHHEll pPadomvl MAMOHCEHHOZO0
opeana:

a) MIPUKA3aMU U PACTIOPSHIKECHUSIMU;

0) aKTaMU Y NPUKa3aMH;

B) CITYXKEOHBIMH 3aMTMCKaMU U TIPUKA3aMH;

T) PacTOPSHKEHUSIMH U CITY)KEOHBIMH 3alTHCKaMHU.

47. Kakoii 0okymenm cocmaensaemcsa Ha OCHOBAHUU 3anuceil, NPOU3BEOCHHBIX 60

eépemsa cosewianus (3acedanus), nPeOCmMasi1eHHBIX Me3uco8 00K1a008 U 8blCHYNIeHUIL, CNPABOK,
npoeKmoe pewtenuii u op.:

a) denepanbHBI 3aKOH;

0) pacropsiKeHue;

B) IIPOTOKOJIBI;
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MIPUKA3bI.

Ha koo eo3nazarwomca 3anucu 60 epemsa 3aced0anus, cO0p OOKYMEHmMOE U

noozomoexa mexkcma:

a)
0)
B)
r)

49.

(uHaHCHCTA,
ceKperaps;
Oyxranrepa;
MeHeJKepa.

Jlokymenm, cocmaenaemolii HeCKOAbKUMU JUUAMU U HOOMEEPHCOAIOUIUTL

YyCmaHOGBJ/IEHHblEe UMU d)dl('mbl unu coovimus:

a)
0)
B)
r)

50.

aKT;
MIpHUKa3;
pacrnopsKEeHUE;
ciy>xeOHasi 3arucka.

JloKkymenm, adpecosannulii pyKo0oOCHI8Y MAMOMCEHHO20 0P2aHd, CIPYKMYPHO20

noopaszoenenus u UHPOPMUPYIOWUIL 0 CAOHCUBUIENICA CUMYAUUU, UMEGUIEM MECHO AGTEHUU
unu paxkme, 6bINOJHEHHOU padome, cO0ePHcAUUIL 8618006l U NPEOJIOHCEHUA COCIABUMETIA:

a)
0)
B)
r)

51.

ciry>keOHas 3aIncKa;
JIOKJIa{HAasl 3aIKCKa;
00BSACHUTENbHAS 3aIIHCKA;
CITy’)K€OHOE MUCHMO.

Cucmemamu3zuposanHulii nepeueHsb 3a20,108K06 (HAUMEHOBAHUIL) 0eJl, 3A800UMBIX

6 Oeﬂonpouwo()cmee MAMONHCEHHO020 Op2aHa, C YKA3aHUEeM CPOKO8 UX XpaHeéHus, Od)OPMJlel-lellvl
6 YCIMAHOB/1EHHOM nop;mke:

a) HOMEHKJIaTypa JIell;

0) CIIUCOK JJOKYMEHTOB;

B) TabuIa;

r) CYB/.

52. Kak uacmo npoeooumcsa co2nacoéanue HOMEHKIAmypol 0el C apXugHbvlm
yupexcoenuem:

a) pas3 B rog;

0) HE peXke OJHOTO pasa B 5 JIET;

B) He pexe ogHoro pasa B 10 ser;

r) BOOOIIIE HE TPOBOAUTCA.

53.  Ipynnuposxka ucnoiHeHHbIX OOKYMEHMOE 6 0eld 6 COOMEEeMmCMEUU C
HOMEHKIAmypoll U CUCHEMAMU3ayua 00KyMeHmMOo8 6HYmpu 0ena Ha3vbleaemca:

a) dhopMupoOBaHHUEM JIETT;

0) HCITOJITHEHUEM eI,

B) KOHTPOJIEM 32 UCTIOJTHEHUEM JIEIT;

r) TUTAHUPOBAHUEM eIl

54. B Kakoii cpox O0OKymeHmbvl MAaMOMNCEHHO20 OpP2AHA COAIOMCA UCHOJIHUNEeM
OMEEemcmeeHHOMY 3d 0e10NPOU3B00CIE0 CIMPYKMYPHO20 NOOPA30eNeHUA 0714 (PopmMUposanus
ux ¢ oena:

a) B TeueHue | mus;

0) B TeueHue 15 cyTok;

B)

B TeueHue 30 CyToK;
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T) B TEYEHUE HEIEIIH.

55. Apxuemnwlii cnpasouHux, cooeprycamiuil CUCMEMAMUUPOBAHHBLI NeEpeUeHb
€OUHUY XPAaHeHUs apXueHozo (oHOa U NPeOHA3HAYEHHBUL ONA UX y4ema u pAacKpblmus
cooepircanus — IMo:

a) JIeTo;

0) dhopmMupoBaHHe J1eT;

B) OITHCH JICT;

T) JKypHaJ JIell.

56. B CKOMbKUX IKIEMRAAPAX COCMAGIAEMCA AKM  NPU HEKOMNJIEKMHOCMU Ul
noepeicoeHuu 0OKymMeHmoa:

a) OJIHOM;

0) IBYX;

B) Tpex;

r) YEThIpeX.

57.  Ilpu omcymcmeuu na 00KymeHme adpeca omnpasumens KoHeepm:

a) npuiiaraercs K JTOKyMeHTY;

0) HE IpUjIaraercs K J0KyMEHTY;

B) HE BCKPBIBACTCS;

r) YHHMYTOXKAETCS.

58. QOoun wu3 Komnomenmos cucmemvl A8MOMAMU3AUUU OOKYMEHMOOOOpoma,

cpeocmeo 00CmasKu, OMNPAGKU UH@OpMauuU U ee nepeoavu mexicoy noab308ameaAMu Kak
GHYMPU MAMONCCHHO20 OP2aHd, MAK U MeHCOy MAMONCEHHLIMU OP2AHAMU, UMEIOUUMU
coomeemcmayoujue annapamusle u RPOPAMMHbIE CPEOCmEa:

a) AJIEKTPOHHAs 110YTa;

0) KOMITBIOTED;

B) daxc;

r) TenedoH.

59. B Kakom yzny npocmaenaemca OmmemKa O KOHMpPORe RPU NOCHMAHOBKE
ookymenma ¢ O/]0 na konmponw:

a) B IIPaBOM BEPXHEM;

0) B [IPaBOM HUKHEM,;

B) B JIEBOM HUKHEM;

r) B JIEBOM BEPXHEM.

60.  Kakue opzanvi ne o6ecneuusaiom KOHmMpPOb UCHOIHEHUA OOKYMEHMOG:

a) PYKOBOJICTBO TAMOKEHHOT'O OpPraHa;

0) OZ1O, ocymecTBIAIOMUNA ydeT KOHTPOJIUPYEMBIX JOKYMEHTOB, a TakKXe XOJ H
COCTOSIHUE UX MCIIOJTHEHHUS;

B) OTBETCTBEHHBIC 32 JICJIOMPOU3BOICTBO CTPYKTYPHBIX TOpa3/ICIICHUI,

r) TEXHUYECKUI TIepCOHAIL.

61. B kakoii cpok npoucxooum ucnoinenue 00KyMeHmo8 6e3 yKazanus KOHKPEemHoil
0ambul UCNOTIHEHUA, UMEIOWUE 6 MEKCHIE NOMEMKY (CPOUHON:

a) B 3-HEBHBIN;

0) B 10-1HEBHBIN;

B) HEMEJIEHHO;

T) He no3aHee yeM yepe3 30 gHel co AHS MOTyYeHHUS.
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62. CpoKu ucnoineHus cpouHvIX U ONEPAMUBHBIX NOPYUEHUIL:

a) HE MPOJJIEBAIOTCS;

0) MIPOJITIEBAIOTCS;

B) MPOUIEBAKOTCS HA 5 JHEW;

r) MIPOJUIEBAIOTCS HE Mo3Hee yeM yepe3 30 nHel co AHS MOTy4YeHHUS.

63. Omeemcmeennocms 3a  COCMOAHUE O€IONPOU3BOOCHEA NO  00PAULeHUAM
2PadrcOaH 6031a2aemcsa Ha:

a) MeHemxepos;

0) PykoBozicTBO Opranuzanuy;

B) oten (0TeNeHue, TPYIIY) T0KYMEHTallMOHHOTO 00ecrieYeH I, KOTOPbIil MpOBEpsIET

MOPSIZIOK BEJICHHS JIETONPOU3BOJICTBA B allllapaTe TaMOXKEHHOIO OpraHa M MPUHUMAET MEphI K
COBEpIICHCTBOBAHUIO 3TOM PabOThI;

r) TEXHUYECKUI MEPCOHAIL.

64. Oopawenusn zpasrxcoan nocmynarom 6 guoe:

a) [Ipemoxenuit;

0) 3asiBIICHUI;

B) Kanoo;

r) Bcero Bbl111e TEpEYUCIEHHOTO.

65. Bce  nocmynarwowue — obpawenus  paxycoan - pecUCMPUPYIOMCA  HA
pecucmpayuoHHO-KOHMPOIbHbIX KAPMOYKAX 6:

a) 3-X IK3eMIUIIpax;

0) 4-X sK3eMILIIpax;

B) 2-X IK3eMIUIIpax;

T) 1-MaK3eMILIsIpe.

66.  Jokymenmwi, obOpazosaswiueca u  oopazylowueca 6 - OeAmMenAbHOCMU
MAaMOMCEHHO20 YNPAGIEeHUA, MAMONCHU, 4 MAKINCEe MAMONCEHHO020 NOCMA €O CHMAMycoM
0puduU ecKo20 uua, umewuiue UCMmopuiecKkoe, HAyuyHoe, COUUAIbHOe, IKOHOMUUECKOoe,
noaumu4ecKoe Ui uHoe 3HaueHue, 6X00Am ¢ cocmae:

a) ApxusHoro ¢onaa Poccuiickoit @eneparum;

0) [Tencuonnoro ¢ouaa Poccuiickoit @enepanuu;

B) bubnnoreuynoro ¢ponna Poccuiickoii @eneparui;

r) Tamoxennoro ¢onaa Poccuiickoit denepanumn.

67. Kakue 0okymenmol omuocamcsa K 0e1am 8PeMeHHO20 XPAHEHUA U He nodJiexcam
nepeoaue ¢ apxue:

a) Jlo 10 et BKIIOYHUTENBHO;

0) Ho 5 ner;

B) J1o 20 et BKIIIOYUTENBHO;

T) Mo roxa.

68. Hugpopmayus, ucnonv3yemas 6 aABMOMamu3upoBaAHHO cucmeme
OOKYMEHMAUUOHHO20 00echneueHuss 6 MAWUHOYUMAEMOU (opme, XPAHUMCA HA HCECMKOM
MAWURHOM OuckKe nocie 6600a ¢ IIDBM:

a) 10mer;
0) 1 ronm;
B) 5 ner;

T) 3 rona.



49

69. Ilpu npesviuienuu Kakozo cpoKa XpaHeHus uUH@OPpMAUUIO UeNecooopasHo
nepesoounb Ha OYMAaMdCHbLIL HOCUMENb:

a) 10 ner;

0) 1 rox;

B) 5 ner;

r) 3 rona.

70.  I'nagnoit 3a0aueii apxueos He A61AAeMCA:

a) KOMIUICKTOBAHUE apXWUBOB JIOKYMEHTAaMH, COCTaB KOTOPBIX IPEIyCMOTPEH
MOJIOKEHUSIMU 00 apXMBax;
0) obecrieueHre COXPAHHOCTH, y4eTa, KauecTBa 00pabOTKH, 0TOOpa M HCIOIh30BAHUS

AOKYMCHTOB, XpaHANIUXCA B apXHWBaX, a TaKXKC IOATIOTOBKAa HW 1Hcpcaada AJOKYMCHTOB Ha
roCcyaapCTBEHHOC XPAHCHUC,

B) OCYHICCTBJIICHUC MCTOJUYCCKOI'O PYKOBOJACTBA U IIPOBCPOK COCTOSAHUA OPraHU3alun
AOKYMCHTOB B JCJIOIIPOMU3BOJACTBC YIIPABJICHHUA, TaMOXHH, TAMOXCHHOI'O II0CTa CO CTaTyCOM
HOPUINYCCKOIO JIMla, 4 TaKKC apXHUBHOI'O JCJIa U OpraHru3ali JOKYMCHTOB B JCJIOIPOU3BOJACTBC
MMOABCAOMCTBCHHBIX TAMOXXCHHBIX OPIaHOB;

r) JUKBUAALMUS JJOKYMEHTOB B apXHBeE.

71.  Apxuevt 6 uenax 6bLINOJIHEHUA CEOUX 2IAGHBLIX 34044 He OCYULeCmEaAIom
cnedyruyo pynKkyuio:

a) NPUHUMAIOT Ha XpaHEHHWE JIOKYMEHTHl OTIEIOB W JIPYTHX CTPYKTYPHBIX
NOJIpa3/ieIeHul yIpaBiIeHUs, TAMOKHHU, TAMOXKEHHOT'0 I10CTa CO CTATyCOM FOPUAMUYECKOIO JINLA;

0) HE YYUTBHIBAIOT M HE OOECHEeYMBAIOT COXPAHHOCTh TPHUHATHIX B ApXUBBHI €7,
JOKYMEHTOB;

B) COCTABIISIFOT HAYYHO - CIIPABOYHBIH anmapar K XpaHsIMcs B apXUBax JOKyMEHTaM;

r) y4acTBYIOT B OpraHM3allid M OCYILECTBJIEHUH KOHTPOJsA 3a paboTOM apXHWBOB U

OpFaHH3aHHCﬁ AOKYMCHTOB B JCJIOIIPOU3BOACTBC IMTOABCAOMCTBCHHBIX TAMOXCHHBIX OPraHOB.

72.  Kmo opzanuzyem pabomy apxuea u Hecem nepcoHANbHYI0 OMEENCHEEHHOCHb 3a
6bINOJIHEHUE 603/I0MHCEHHBIX HA APXUE 3A0aY:

a) HadanbHUK apXUBHOTO OT/CTICHHS,;

0) HavanpHuK TaMOKEHHOTO OpraHa;

B) HavanpHuk punHancoBoro otaena;

T) HauanbHuk ci1yx0bl 6€3011aCHOCTH.

73.  Ilpedenvmwviit  cpoK 6pemMeHHO20 XPAHEHUA  ADXUBHBLIX  OOKYMEHMO8 6
MaMOHCEHHBIX OPZAHAX:

a) 10ner;

0) SIIeT;

B) 7 ner;

T) 3 rona.

74.  Ilpuem 00KymeHmoe Ha nOCMOAHHOE XpaHenue oopmaaemcs:

a) aKTOM INpueMa-Iepeaauu ael;

0) OIOKETHBIM TIJIAHOM;

B) CITy>Ke€OHOI 3amncKoii;

T) MIPUXOIHBIM OPAEPOM.

75. ApXuemvlili CHpPABOUHUK, COOEPIHCAUIUIL CUCMEMAMUIUPOBAHHBII NEpedeHb

eOuHUuYy XpameHus apxXueHozo @oHoa u NPeOHA3ZHAUEHHBIU 0714 UX yuyemda U pPACKPLIMUA
cooeprcanusn — IMo:
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Ommce nen;
IlosicHuTebHAS 3aIIMCKa;
AKT nipuemMa-nepenadu Je;
baza ganHbIX.
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