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IHACIIOPT
(¢oHIa OLIEHOYHBIX CPEACTB
no gucuuninHe «CynedHoe 1e10NPOU3BOACTBO»

Ne| Konrponmpyembie pasnenst, Tembl, | Kox KoHTpompyemoii Hanmenosanne
Moy IH KOMITeTe I OI[€HOYHOT0 CPeACTBA
1 [Temal IK 1.2; TIK 1.3. CobecenoBanue,
’ pedepaTsl, TECTBI
[TonsaTHe O JOKyMEHTaX, CIoco0ax|
TOKYMCHTHPOBaHMUS, HOCHTECIISX
nHpopManuy U GYHKIHUSIX JOKYMEHTA.
Tema 2
[lpu3Haku, CBOWCTBA U  CTPYKTYD
JTOKYMCHTA.
Tema 3
Dopmyisip-oOpazen;,  pEeKBU3HUTHI
OJIaHKH.
2 Tema 4 MK 2.1; TIK 2.4 Pedepartsl, cobecenoBanue
[TpaBuna odpopMiIeHUST OCHOBHBIX BHIOB]
OpraHU3alMOHHO-PACTIOPSAIUTEIHHBIX
TTOKYMEHTOB, HCITOJIb3yEMBIX B CYJIe
Tema 5
[TpaBuna oopmiIeHHS U BBIIAYU KOTHH]
TOKYMEHTOB
3 [Tema 6 K 1.5 Pedepartsl, cobecenoBanue
OCHOBHBIE  TOJIOKCHHSI  CyJIeOHOTO
NIEIONIPOU3BOICTBA
Tema 7
OpraHu3alioOHHbIE CTPYKTYPHI BEJICHUS
NICIIONPOU3BOICTBA B CY/IC
4 |Tema 8
[Topsimok BegeHUs AEIOMPOU3BOICTBA B IIK 1.1; IIK 2.1 Pedepatsl, cobecenoBanme
cyne
5 [Tema 9 K 2.4 Pedepartsl, cobecenoBanue,

OpraHuzaiyiss ¥ TOPSIOK BBIHECCHUS]
CyAeOHOTrO penieHus

TCCThI




6 [Tema 10

Opranuszanus XpaHeHusi el B CyIe.
OnepaTuBHOE U apXUBHOE XPaHEHHE

IIK 1.4

CobecenoBanue, pedepatsl

HepequL OLOCHOYHBIX CPCIACTB

e HanmeHoBaHnue IMpeacraBienue
. /;1 OL[EHOYHOI0 Kpartkas xapakTepuCcTHKA OL€HOYHOI0 CPECTBA OLEHOYHOI0 CPeICTBA
cpeacTBa B onge
1 2 3 4
CucTeMa CUTYaIlMOHHBIX 3a71a4 U 3a/IaHHi, TO3BOJIIONIAs PACKPHITh 3HAHUE KoMILIeKT
HOPM MaTEePHAILHOTO M MPOIECCYaTbHOTO MPaBa, U YMCHUE IPUMEHSTh 3TH
1 3amaun U 3a0aHUs . Pa3HOYPOBHEBBIX
HOPMBI K PELICHUIO MPAKTUYECKHIX MPOOJIEM, BOSHUKAIOIINX B c(epe CEMEHHBIX N
o 3a/1a4 U 3aJaHul
OTHOILICHUH.
CpeacTBO KOHTPOJIS YCBOSHUS Y4eOHOT0 MaTepraia TeMbl, pa3zeiia Wid Bormpocsr mo
2 Komnoxksuym pa3eNioB TUCIMIIMHBI, OPraHM30BaHHOE KaK y4eOHOEe 3aHATHE B BHJIC TeMam/pasienam
co0eceToBaHUS MEAArOrnIecKoro padOTHUKA ¢ 00YIaIOIIMMHUCS. JIUCHUTIINHBI
Dcce CpencTBO, MO3BOJISIONICE OIICHUTh YMEHHE 00Y4YaIOIIerocst MUCbMEHHO M3J1araTh
CYTh MMOCTABJICHHOM MPOOJIEMBbI, CAMOCTOSATEIBHO MPOBOANTE aHATU3 3TOM
3 MPOOJIeMBI C UCTIOJIb30BAHUEM KOHIICTIIIUN W aHATUTHYECKOTO HHCTPYMEHTApHUs Tembr scce
COOTBETCTBYIOIIECH AUCIUIUIMHEL, IENIaTh BBIBOIBI, 0000IIAOIINE aBTOPCKYIO
MO3HIIUIO 10 TTOCTABICHHON TpodIIeMe.
4 Teer CucTeMa CTaHIapTH3UPOBAHHBIX 3aJITAaHUH, MO3BOJISIONIAsS ABTOMATH3HPOBATH DOHJT TECTOBBIX
MpOoIeAypy U3MEPEHHS YPOBHS 3HAHUI U YMECHHUI 00ydaromerocs. 3a1aHuit
. Kommiext
KonTponsHas CpelncTBO MPOBEPKU YMEHUH IPUMEHATH MOJIyYeHHBIE 3HAHUS VIS pelleHHs o
5 KOHTPOJIBHBIX 33aJaHU
pabota 3a7a4 OIPe/ICNICHHOT0 THIIA [0 TEME MM pa3/ieny.
10 BapuaHTaM
[IpoayKT caMOCTOsTENbHON pabOTHI CTYACHTA, MPECTABIAIONINNA CO00 KpaTkoe
W3J10’)KEHIE B IMCHbMEHHOM BHJIEC MOJTYYEHHBIX PE3yJIbTaTOB TEOPETHIECKOTO
aHaJIHM3a ONpeeNICHHOW HayqyHOH (y4eOHO-CCIIeI0BaTeIbCKO) TEMBL, T/Ie aBTOP
[PacKpBIBAET CYTh UCCIIENyeMO MPOOIEMBI, TPUBOIUT PAa3IUYHbIC TOUKH 3PEHHUS,
a TAKKE CO6CTBCHH]>IB B3IV AbI HA HEE.
6 Pedepar

Temsr pedeparon




KpuTepml OICHUBAHMUA 110 JUCHUIITIMHC

Ne | HaumenoB | Kpurtepun Kpurepun Kpurepun Kputepun onenuBanus
n/ aHHue OLICHMBAHU Ha OIICHHUBAHUS HA OIICHHWBAHMUS HA Ha «OTJIIUYHO»
II OLI€CHOYHO «HCYIOBJICTB-HO» «YyOOBJICTB-HO» «XOPpOIIO»
ro
cpencraa
1 | 3amaum u | crygeHr CTYJICHT PEIIMJI | CTYJIEHT PEIIn CTYJIEHT PEIINII BCE
3a7JaHusg BBEITTIOJTHUI MeHee | He MeHee 50% He MeHee 95% PEKOMEHIOBAaHHBIE
50% 3amanus, PEKOMEHJIOBaHH | PEKOMEHJIOBAaHHBI | 3aJlayH,
W/WIA HEBEPHO bIX 33/1a4 WU X 3ajJad4, MIPOAHAIU3UPOBAII
yKa3aJl BApUAHTHl | JaJl YACTUYHO MpaBUIILHO CUTYaIIHH;
peLIeHUs; MpaBUIIbHOE U3JI0KHIT BCE OpUINYECKAS
MOKa3aHBbI perieHue BapUAHTHI KBaJTA(DUKAITHS
HEJOCTATOYHBIE 3a/1a4u; pelIeHus, (haKkTOB U OTHOIICHUI
3HAHUS U3YYaeMOU | peIlIeHHne HEe apryMEHTHPOBaB | OCHOBaHA Ha HOpMax
JUCUUILIMHBI; apryMeHTUpoBa | UX, C IpaBa, pacCyKIeHUs
JIOITYCKaeT HO; 00s13aTeIbHOM Y BBIBOJIBI
MPUHUUIIMATIBHBIE | IPOSBUII HE CCBUIKOM Ha 000CHOBaHBI
OIMOKY B OTBETE | JOCTATOYHOE HOPMBI CCBUTKaMH Ha
Ha BOIIPOCHI; 3HaHUE JIEHCTBYIOLLETO KOHKPETHbIE
HE MOXXET JEHUCTBYIOIIETO | 3aKOHOJATEIhCTB | IPABOBBIC HOPMBI,
UCIIPaBUTh 3aKOHOJIATENBCT | a; CTYJEHT
OIIMOKH C BQ, CTYJICHT JTEMOHCTPUPYET
MTOMOIIIBIO TpeOyercs crocobeH CHOCOOHOCTH K
HaBOISTITNX TTOMOIIIH CO MIPUMEHSATH aHaIH3Y,
BOITPOCOB; CTOPOHHI (ITyTeM | 3HaHHE TEOPUHU K | CTOCOOHOCTH
OTCYTCTBYIOT HaBOJISAIUX pelIeHuIo 3a/1a4 | IPUMEHATH 3HAaHUE
3HAHUSA BOIIPOCOB, npohecCuoHanbH | TEOPUH K PEUICHUIO
beneparbHBIX HEOOJIBIIINX OT'0 XapakTepa; 3aja4
KOHCTUTYIIMOHHBI | Pa3bsICHEHUU U HabIo1aeTCs npodeccnoHaIbHOTO
X 3aKOHOB, D3 u T.IL.); HE3HAYUTEJIBHOE | XapakTepa;
MHBIX aKTOB. HapylLIeHue pelieHue 3a1aumn
JIOTUKH apryMEHTHPOBAHO, C
paccyxaeHusl IpU | 00s13aTENbHON
pELIeHUN 33aJ1a4i. | CCBUIKOW Ha HOPMBI
JEHUCTBYIOLIETO
3aKOHO/IATEIbCTBRA.
2 | KomnokBu | CTyeHT CTYJICHT B CTYJIEHT JaeT CTYJIEHT JAeT MOJHBIN
M 0OHapy>XHBaeT OCHOBHOM 3HaeT | OTBET, Y IPaBUJIBHBINA OTBET
HE3HaHUE WIN MPOrpaMMHBII OTJIMYAIOLIUHCA Ha MOCTaBJICHHBIE U
HEMTOHUMaHUE Marepuai B MEHBIIICH JOTIOJTHUTETHHBIC
OombIIel Win 00BEMme, 00CTOSITENFHOCTD | (€CTTM B TAKOBBIX ObLIa
Haubosee HE00X0IMMOM 10 U TITyOuHOM HE00XO0IUMOCTB)
CYILIECTBEHHOM JUTSt W3JI0XKEHUS: BOIIPOCHI:
4acTH MPECTOALLEH . OOHapyxu | ® oOHapyKUBaeT
coJiepKaHus paboTHI 1O BacT TMPH O3TOM | BCECTOPOHHEE
y4eOHOT0 npodeccuu, HO | TBEPIOE 3HAHUE | CHCTEMHOE u
Marepuana: OTBET, MarepHaia; rirybokoe 3HaHUE




. HE
crocobeH
HPUMECHSITh
3HaHHUE TEOPUH K
PCIIICHUIO 3a1a4
po(hecCHOHATTEHO
r'o Xapakrepa;

. HE yMeeT
OIPECITUTh
COOCTBEHHYIO
OIICHOYHYIO
MTO3UIIHIO;

. JIOITYCKaeT
rpyooe
HapyIICHHUE
JIOTHKH
W3JI0KEHHS
MaTepuana.

. JIOITYCKaeT
IPUHIIMITHATIbHBIC
OIINOKK B OTBETE
Ha BOIPOCHI;

HE MOJKET
HCIIPABUTh
OIIINOKHU C
ITOMOIIIBIO
HaBOIAIINX
BOTIPOCOB.

OTINYAETCS
HEJIOCTaTOYHOM
MOJTHOTOM U
00CTOSITEILHOCT
BIO M3JIOKEHUS:

. JIOITyCKa
er
CYIIIECTBCHHBIE
OIINOKHU U
HETOYHOCTH B
H3J10KEHU U
TEOPETUIECKOTO
MaTepuaa,

. B
[EJIOM YCBOWII
OCHOBHYO
JTUTEPaTypy;

. obHap
Y)KUBACT
HEYMCHHE
MPUMEHSITh
rOCy/IapCTBEHHO
-IPaBOBBIC
MIPHUHITAIIBI,
3aKOHOMEPHOCT
Y ¥ KaTerOpHun
JUIE OOBSICHEHUS
KOHKPETHBIX
¢bakToB 1
SIBJICHHIA,

. TpeOye
TCsI TIOMOIIb CO
CTOPOHHI (IIyTeM
HaBOIAIINX
BOIIPOCOB,
HEOOJIBIITNX
pPa3bsICHEHUN U
T.IL.);

. HCIIBIT
BIBAET
CYIIECCTBCHHBIE
TPYAHOCTH TIpU
oTpeieIICHUN
COOCTBEHHOM
OIIEHOYHOH
MMO3HIUH,
HaOJIrogaeTcst
HapyIIeHHE
JIOTHKH
H3J10KCHUS
MaTepuaa.

. JIOTTYCKaeT
HECYIIECTBEHHBIC
OIMOKHU u
HETOYHOCTH B
U3JTI0KEHU U
TEOPETUIECKOTO
MaTepuaia,
WCIIPABIICHHBIC
nociue
JOTIOTHUTEIHLHOT
0 BOIPOCa;

. OTHPAETCs
OpU TMOCTPOSHUH
OTBETa TOJHKO Ha
0053aTeNBHYIO
JTUTEPaTypYy;

. MOJITBEPIK
Jlaet
TEOPETUICCKHE
MOCTYJIAThI
OTJICITBHBIMU
npuMepamMu  H3
FOPUANYECKON
MPAKTHKY;

. Croco0eH
MPUMEHSITh
3HAHHUE TCOPUH K
pEIIeHUIO 3a/1a4
npo¢eCCUOHAIIbH
OTr0 XapakTepa;

. Habuo1ae
TCS
HE3HAYUTEIILHOEC
HapyIlIeHHe
JIOTUKHU
U3TIOKEHUS
MaTepuaa.

MaTepuaia;

. 00CTOSTETTLHO
packpbIBaeT
COOTBETCTBYIOIIINE
TEOPETUUECKHE
MOJIOXKEHUS,

. JIEMOHCTPHpYE
T 3HaHUE
COBPEMEHHOM
yueOHOIl W Hay4YHOUH
JTUTEPaTypHI;

. BJIAJICET
MOHATUIHHBIM
anmnapaTom;

. JIEMOHCTPHpYE
T  CHOCOOHOCTH K
aHaIn3y u
COTOCTABIICHUIO
Pa3IMYHBIX TMOAXOOB
K pEILIEeHUIO0
3as1BJICHHOM
poOJIeMaTHKH,

. MOATBEPKIAET
TEOPETUYECKHE
MOCTYJIAThI
npuMepamMu u3
FOPUANYECKON
NpPaKTUKK; CcrocoOeH
TBOPYECKHU MMPUMEHSATH
3HaHUE TEOpUU K
PEIICHUIO
npodeccroHanbHbIX
3a/1ay4;

“MeeT COOCTBEHHYIO
OIICHOYHYIO ITO3UIUIO U
yMeeT
APpryMmCeHTUPOBAHO U
yOemuTeNnbHO €€ PacKphl
Thb,

YCTKO u3jaract
MaTepua B JIOTHYECKON
MOCJIEI0BATEIBHOCTH.




Occe

Tema 3cce HE
PacKpbITa;
MaTepual
U3JI0KEH 0e3
COOCTBEHHOI
OIICHKU U
BBIBOJIOB;
OTCYTCTBYIOT
CCBIJIKH Ha
HOPMAaTUBHBIC
MIpaBOBbIC
HMCTOYHHUKHU.
HNmerorcs
HEJIOCTATKH I10
0(hOPMIICHHUIO
paboTHhL.
TekcryanbHOE
COBIIaJICHUE BCETO
3cce ¢ KaKhM-
100
HCTOYHHUKOM, TO
€CTh — IIJ1aruar.

Tema
packpbIBaeTcs
Ha OCHOBE
HCITOJIb30BaHMS
HECKOJIbKHX
OCHOBHBIX U
JOTIOJHUTEIbHBI
X UCTOYHUKOB;
cnabo oTpakeHa
coOCTBCHHAs
ITO3HIIHS,
BBIBO/IBI
HMEIOTCS, HO
OHH HE
00OCHOBAHEI;
MaTepua
H3JI0KEH
HEIIOCJIeI0BaTell
BHO, 0€e3
COOTBETCTBYIOI]
e
apryMeHTalluu |
aHajM3a
IIPABOBBIX HOPM.

B nemom TeMa scce
PacKphITa; BHIBOJIBI
c(hOpMyITUPOBAHBI,
HO HEJIOCTATOYHO
000CHOBAHHEI,
HAMEETCS aHaIN3
HEOOXOIUMBIX
MPABOBBIX HOPM, CO
CCBIIKAMH Ha
HEOOXOIMMbIE
HOpPMAaTHBHEBIE
[IPABOBBIC AKTHI;
HCIOJIB30BaHa
HeoOXoauMast Kak
OCHOBHasI, TaK U
IIOIIOJTHUTEIbHAS
JUTEpaTypa;
HEJ0CTATOYHO
YETKO MPOSIBISICTCS
aBTOpCKast
MO3UIHS.
I'pamotHOE
odopMIIeHHE.

PaboTa oTBedaeT BceM
PEIbSBISEMBIM
TpeboBaHusM. Tema
3CCe paCKphITa
MOJIHOCTEIO, YETKO
BBIp@XEHA aBTOPCKas
MO3UILIUSA, HIMEIOTCS
JIOTUYHBIE U
000CHOBaHHBIE
BBIBOJIBI, HAITMCAHA C
HCIOJIb30BaHUEM
0OJIBIIIOrO
KOJIMYECTBA
HOPMAaTUBHBIX
MPaBOBBIX aKTOB Ha
OCHOBC
PEKOMEHIOBaHHOM
OCHOBHOH U
JIOTIOJTHUTEIILHOM
nureparypsl. Ha
BBICOKOM YPOBHE
BBIIOJIHEHO
odopmiieHre paboTEHI.

Nwmerotes
HEJIOCTATKU I10
0(OpMIICHHUIO.
Tect 0% -50% 51% - 64% 65% - 84% 85% - 100%
IIPaBUIbHBIX [IPaBUIIbHBIX IIPaBUJIbHBIX [IPaBUIIbHBIX OTBETOB
OTBETOB — OLIEHKA | OTBETOB — OTBETOB — OLICHKA | — OLIEHKA «OTIUYHO»
«HEYIOBJIETBOPUT | OLICHKA «XOpOLIO»,
€JIBbHO» «YIIOBJIETBOPUTE
JILHO»
Konrpons | matepuan Tema Tema nucbmennoit | PaboTa COOTBETCTBYET
Hasj PACKpBIT HE 1O TIMChMEHHOH pabOTbI pacKpeITa 3asBJICHHOM TeMe,
pabora CYILECTBY, paboTHI B UEIOM | HOJHOCTBIO U LEISM ¥ 33/1a9aM;
JOMyILEHBI pacKpbITa, HO IPH | IPaBUIIBbHO, HA XapakKTepHa:
rpy6bie ommbKH B | 0 oM AOTYIICHA | OCHOBAHUH - IOJIHOTA U
CYIIE€CTBCHHAA HU3YUCHHBIX A
U3JI0)KEHUH U OLMGKA I Teopuil; KOHKPETHOCTh OTBETA;
CONCpKAHNH OTBET HETOJHBIN, | MaTepuai U3IokKeH |
TEOPETUYECKOTO HECBSI3HBII, B ONIpE/ICTEHHOT [IOCIEA0BATEIBHOCTD
MaTepuaa, OJIHAKO COJCPXKHT | JIOTHYECKOH 1 B U3JIOKCHUH
KOHTPOJIbHAsA HEKOTOpbIE noclieioBaTeIbHOC | MaTepHualia,
pabora 000CHOBaHHbBIE TH, TIPU STOM - CBSI3b
BBITIOJIHEHA HE IO | BBIBOJBI, KOTOPBIC | TOIMYIIEHBI IBS-TPH | TEOPETUUECKUX
YCTaHOBJIEHHOMY HE B IIOJIHOH MEpC | HECYHICCTBCHHBIC MOJIOKEHUU C
BApUAHTY. PacKpBIBAIOT omunoKu TIPAKTHKOI;
pabora TeMy - BBICOKHI YPOBEHB

CKOIMPOBaHa M3
Wntepner 6e3
CCBUIKH Ha
HEPBOUCTOYHUK

aHaan3a U 0000IeHNs
WH(pOPMAITMOHHOTO
MaTepuana, MOJIHOTHI
0030pa COCTOSTHHSI




BOIIPOCA;
- 000CHOBaHHOCTb
BBIBOJIOB.

Pedepar O6napyxuBaeTcs Bormpoc packpreiT | Borpoc packpsIT Bormpoc packpbIT
JIUIIB 00IIee YaCTHYHO ° 0ozee yem MOJIHOCTBIO U 0€3
MPEJICTaBJICHUE O Pedepar Hanucan | HammoJIOBUHY, HO omunookK, pedepar
TeMe Tu00 TeMa He | HeOpeXKHO, 0¢e3 ommooK. HaITACaH MPaBUIHLHBIM
packpbITa HEaKKypaTHoO, Nwmerorcs JIUTEPATYPHBIM S3BIKOM
MOJIHOCTHIO, HCIIOJTb30BaHbBI HE3HAYUTEIHHBIC 0e3 rpaMMaTHYEeCKIX
pabora HEOOIICTIPUHATHIC | W/WIW SAUHUYHBIE | OMHOOK B
CKOIMPOBaHa U3 COKpAIICHHS, OIHOKH. IOPUTUICCKON
WuTepuer 0e3 3aTPYIHSIONINEC Hcnonb3oBaHbl TEPMUHOJIOTHH, YMEJIO

CCBUIKH Ha ee MPOYTEHHE * CCBUIKH MEHEE YeM | HMCIOJIB30BaHbI CCHUTKH
MEPBOUCTOYHUK Honymieno 3—4 HA MOJIOBHHY Ha UCTOYHHUKH TIpaBa
(akTuueckue PEKOMEH/IOBaHHBIX
OmKOKH 10 JTaHHOMY
BOTIPOCY
HCTOYHUKOB ITpaBa-
Homnymensr 1-2
(hakTHIEeCKHE
OIUOKHU
COAEPXAHUE

1. TecToBBIC 321aHUA

1. Kakoe u3 mnpoBeleHHBbIX ONpeaeieHHl TOHATHS
undopmanus» coorsercrsyer FOCT P 7.0.8-20137?

1) okyMeHT — 3TO 3apUKCHpOBaHHasi HA MaTEpUAIbHOM HOCHUTeJe MH(OpMAIUs C PEKBU3UTAMHU,
MO3BOJISIFOIIMMY €€ UJIEHTU(UIIUPOBATS;

2) JIoKyMeHT — 3TO MaTepHalbHbIH OOBEKT C 3aUKCHUPOBAHHON He HeM HHopMauuell B BHUIE
TEKCTa, 3BYKO3alMCH WIM H300pakeHMsl, NpeAHa3HAUYCHHbIM JUId Tepegauyd BO BPEMEHHU U
MIPOCTPAHCTBE B LIESAX XPAHEHUS U OOIIECTBEHHOTO UCTIOIb30BAHUS;

3) JIokyMeHT — 3TO JI0Ka3aTeNIbCTBO, JIeJIoBasi Oymara, Ciry’kaias J0Ka3aTeIbCTBOM YeTro-HUOY b,
o(unmanbHOE MUCHMEHHOE YAOCTOBEPEHUE JIMYHOCTH, NMACHOPT, aKT, TUCbMEHHOE CBUAETEIBCTBO O
4eM-HUOY/Ib.

2. JlokyMeHTHpPOBaHHUeE 3TO:

1) mpomecc ¢ukcupoBaHus HHPOPMAIMHM, TO €CTh CO3JaHUS JIOKYMCHTA, Ba)KHas 4YacTh
JIeTIOTIPOU3BOICTBA, KOTOpas BKJIIOYAET COCTaBJIEHHE TeJerpaMM, (HakcoB, JAUCKOB U T. .
B 3aBUCHMOCTH OT crioco6a ukcanuu nHGopManuy (MallMHOMUCHBIN UM PYKOITUCHBIN);

2) NOKyMEHTHpOBaHHasi HHPOPMaLUs, IPeJICTaBICHHAs B JJIEKTPOHHON (opme;

3)A0KYMEHT, MOJIHOCTBIO BOCIIPOU3BOAIINN HH(MOPMALIUIO OJUIMHHUKA TOKYMEHTA U €r0 BHEIIHUE
IIPU3HAKYU, HE UMEIOIIUN I0PUIUYECKON CUIIBL.

3.JlokyMeHT, CcO3JaHHBII OPUIANYECKHM WIH (U3NYECKUM JIUIIOM,
Y0CTOBEPEHHBIN B YCTAHOBJICHHOM MOPSJIKE - 3TO:

1) OdurmanbHBIN TOKYMEHT;

«TOKYMEHT, AOKYMCHTHUPOBAaHHasA

opopMIIeHHBIH U




2) IOKYMEHT JINYHOTO ITPOUCXOKIACHHUSI,;

3) OpuruHan 10KyMeHTa.

4 Kakasi pyHKUHS OTHOCUTCSI K 001IMM QYHKIUSIM TOKYMEHTA:

1) uadopmManmoHHas

2) KynbTypHasi;

3) mpaBoBas

5.C nmomompb0 Kakoil (YHKIMH [JOKYMEHTa MPOUCXOIAMT OOMEH HIesiMH, CBeJIeHHSIMH,
IMOUMSAMH, TMpUYeM OOMeH J3TOT MOXKeT ObITh OJHOCTOPOHHHMM, JBYCTOPOHHHM,
MHOTOCTOPOHHHM:

1) KoOMMyHHUKATUBHAs QyHKIINS,

2) ynpaBneHuecKasi QyHKIHUS;

3) monuTHYeckas GyHKIHS

6.I1o 3TOMY NPU3HAKY JOKYMEHTHI KJIacCHPUIUPYIOTCS HA 0puUIHAIbHBbIE H JIMYHBIE:

1) mpoucxoxaeHus;

2) coneprkaHus;

3) HaMMEHOBaHHS.

7.I10 3TOMY NPU3HAKY AOKYMEHTHI KJIACCH(PUIUPYIOTCH HA MOATUHHUKH H KONHM:

1) Ha3HAYCHMS;

2) HauMEHOBAaHHMS;

3) IpOUCXOXKACHUSI.

8. CpoiicTBO  opHUIHMAIBLHOIO  JOKYMEHTa,  coo0lmaeMoe eMy  [IelCTBYHOIIMM
3aKOHO/AATeJIbCTBOM, KOMIIeTEeHIMelH W3aBIIEero ero OpraHa M yCTAHOBJIEHHBIM MOPSIKOM
o(opMIIeHHUA ITO:

1) ropuanueckas cuia JOKyMEHTa;

2) peKBU3UT JOKYMEHTA;

3) MOzEb TOCTPOEHUS TOKYMEHTA.

9.YuurpiBasi pa3ju4Hble BHALI HHPOPMAUHMH, KOTOpPble NUPKYJHPYIOT B Cyde, MOMKHO
BBIICJINTH CJIeyI0IHe BH/bI Cy/1e0HOI0 1eJ10NPOU3BO/ACTBA:

1) cexpeTHOE 1eTOnPON3BOJICTBO

2) HECEKpPETHOE JIEJIONPOU3BOJICTBO

3) KOpHOpaTUBHOE JIETONPOU3BOICTBO

4) naTeHTHOE JeJIONPOU3BOJICTBO

10.Bb1aesIII0T 1Ba OCHOBHBIX METO0/1a Cy1e0HOI0 /1eJIONPOU3BOICTBA:

1) UmnepaTtuBHBIH

2) AMCTO3UTHBHBIN

3) YnpaBneHueckuit

4) OpraHu3anoHHBIN

11.YcTranoBuTe COOTBETCTBHE MEKAY Cy0ObeKTAMM 1eJ10MPOM3BOACTBA U UX 3aJa4aMH
CyO0beKTbl

1) npeacenarens cyna

2) HavaJBHUK OT/ENa Cyaa

3) paboTHHK ammapaTa cyaa

3apaun

1) ocymiecTBasieT ob1iee pyKoBOJACTBO JAEIONPOU3BOICTBOM B Cy/Ie

2) HEMOCPEICTBEHHO OPTaHU3YeT JETONPON3BOJICTBO, OTBEUAET 3a €r0 COCTOSIHUE W BBIMOJHSET ITY
paboTy B COOTBETCTBUU C TpeOOBaHUSAMHU PyKOBOJCTBA MO JIEIIONPOU3BOJCTBY

3) Ha HETO BO3JIOKEHBI 00S3aHHOCTH TIO BEJICHHIO JEIOMPON3BOJICTBA, 00s13aH 3HATh PykoBOICTBO
0 JICNIOTIPOU3BOICTBY, MIPABOBBIE OCHOBBI I'OCYIApPCTBEHHON CIYXObI, a TaK)Ke CTPYKTYpPY CY/OB,
PEXUM U OPSAOK pabOThI IPYTUX IOPUAMUECKUX YUPEKIACHUN

12. ABTOMATH3HPOBAHHAS HH()OPMAIMOHHAS CHCTEMA, COCTOSINIASI U3 OTHOM WJIM HECKOJbKHX
0a3 JaHHBIX U CUCTEMbI XPaHEeHUs, 00padOTKH U MOUCKA UHPOPMALMH ITO ...



13. Crtporo omnpenejléHHasi 4acThb KOHKPETHOH HWH(OPMALMOHHON CHCTEMBI, CJIyKalas
JJIS IPOMEKYTOYHOT0 XpPaHeHHUsI WJIM MepeAayu nHgopmanuu 371o..

14. HaOop naHHBIX, JOCTATOYHbIN JJIs JOCTHKEHHUS] YCTAHOBJICHHOM 1eJIM M MpeacTABJIEeHHbIH
HA MAalIMHOYUTAEMOM HOCUTeEJIE B BH/I€, 03BOJIAIONIEM OCYHIECTBIATH ABTOMATU3HMPOBAHHYIO
nepepadoTky coaep:kamieiicss uHGOPMAUH ITO...

15. lokymeHTHpOBaHHAasi HHGopMauus, 10CTYNl K KOTOPOH OrPAHUYHUBAETCHA B COOTBETCTBUM
¢ 3aKkoHOAAaTeAbCTBOM Poccuiickoit deaepanuu 3T0...

16. J1oKHOCTHBIE JIMIIA, KOTOPbI€ OCYLIECTBJSIIOT pa3jiuYyHbIe CTAJIWMH ITOr0 mpoluecca:
npueM, Yy4eT, PACCMOTPeHHe, HCHOJHEHHE W KOHTPOJIb HAaJ UCIOJHEHHEM CJIY:KeOHBIX
AOKYMEHTOB (CeKpeTapb, IOMOIIHMK CyIbH, PA0OTHHUKH AapXuBa Ccyda, PpPadOTHUKHU
3KCHeANIUA U T. 1.) 3TO...

17. IlepBblii WK eAUHCTBEHHBIN IK3eMILISIP JOKYMEHTA 3T0:

1) [lonnuHHUK AOKyMEHTa

2) Konust nokymeHTa

3) Aybaukar qoKyMeHTa

18. JlIokyMeHT, NMOJHOCTHI) BOCHPOM3BOASAIIMI HH(pOpPMALMIO MONJMHHUKA M €ro BHELIHHE
NPHU3HAKHU, He UMEIOIIM I IPUANYECKOH CHIIBbI 3TO:

1) Kormust mokymeHTa

2) Ay6nukat 1OKyMeHTa

3) llonMMHHKUK TOKyMEHTa

19. K 0CHOBHBIM CBOMCTBAM IOKYMEHTA OTHOCHT:

1)ATpuOyTHUBHOCTH, GYHKIIMOHATHHOCTh, CTPYKTYPHOCTh

2)Hanuune cMBICIIOBOTO COJIEPKaHUsSI, 3aBEPIICHHOCTH COOOIIEHUS

3)CrabunbHas BemiecTBEHHas (opMa, NpPEIHA3HAYEHHOCTb I MCIIOJIb30BAaHHUS B COLIMAIBHON
KOMMYHHKAIUU

20. IToBTOPHBII IK3eMILISIP MOAJTHHHUKA JOKYMEHTA, HMCIOLINH IOPUAUYECKYI0 CHIIY ITO:

1) nybnukar JoKyMeHTa

2) Komnust gokymeHTa

3) Mo MMHHMK TOKyMEHTa

21. Kakum CBOHCTBOM MOKHO OXapaKTepH30BaTh HAJH4YHE Y JAOKYMEHTa HEOThEeMJIEMbIX
cjaraeMbIx, 0e3 KOTOPbIX OH CylIeCTBOBATH He MOKeT?

1) aTpuOyTHBHOCTB;

2) BEIIECTBCHHOCTH;

3) CTPYKTYpHOCTb.

22. Ilox vopuau4ecKOM CHJIOH JOKYMEHTA IIOHUMAETCH:

1) CgoiicTBO o(puIMANIBHOrO JOKYMEHTa, cOooOIIaeMoe €My JEHCTBYIOUIMM 3aKOHOIATEIbCTBOM,
KOMITETEHIIMEH W3/1aBIIEr0 €ro opraHa U yCTaHOBJICHHBIM MOPSAIKOM 0()OpMIICHHS

2) IlognuHHMK JOKYMEHTa, CO3/IaHHBIA B TEpBBIA pa3, MPeJICTaBISAIONIMIA COOOHM, Kak MpaBuio,
€IMHCTBEHHBII 3K3eMIUISIp JOKYMEHTa

3) JIOKyMEHT ¢ 4aCTHYHO U3MEHEHHBIMH PEKBU3UTAMU

23.PeKBM3UT IOKYMEHTA 3TO:

1) O0s13aTenbHbIN 2MeMeHT 0OpPMIICHHS TOKYMEHTa

2)[IpucBoeHHE NOKYMEHTY PErucTpPallMOHHOIO HOMEpa M 3allCh B YCTAHOBJIECHHOM THOPSAKE
CBEJICHUU O IOKYMEHTE

3)CrangapTHpI JUCT Oymaru, Ha KOTOPOM OTOOpak€Ha IMOCTOsTHHAsh MHGOpMAIUs ¥ OTBEICHO
OIIpEAEIIEHHOE MECTO Il IEPEMEHHOMN

24. K 0CHOBHBIM NPU3HAKAM JOKYMEHTA OTHOCHT:

1) Hanuumue cMBICIOBOTO COACpIKAHUS



2) CrabunpHasi BemiecTBeHHas (opMa, NMpeTHA3HAYCHHOCTh JII MCIOJB30BAaHUS B COIMAIILHOM
KOMMYHHKAITUU

3) aTpuOyTUBHOCTb,

4) pyHKIIMOHATHHOCTH

25. IlpeqHa3HAYEeHHOCTH IOKYMEHTA /IS Mepeadyd BO BpeMeHHU U B MPOCTPAHCTBE 3TO:

1) pyHKIIMOHAIBHOCTH JOKYMEHTA

2) CTPYKTYpHOCTb JIOKYMEHTA

3) aTpuOyTUBHOCTD IOKYMEHTA

26. IOpuauyecky cuiay J3TOT JOKYMEHT NpHOOpeTaeT TOJAbKO TMOC/I€ €ro 3aBepeHusl B
COOTBETCTBHH € YCTAHOBJIEHHbIMHU NMPABUJIAMU:

1) xonus

2) myomukat

3) banbcupUIMPOBAHHBIA JOKYMEHT

27. IlopJIMHHUK JOKYMEHTAa, CO3JAaHHBIII B NepPBbI pa3, NpeaCTaBJAAKIIHI €000, Kak
NPaBUJIO, eTMHCTBEHHbIH IK3eMILIAP T0KYMEHTA 3TO...

28. Coop u o0padoTka HeoOX0AMMOIl HH(OpPMALNMH; MOATOTOBKA NMPOEKTAa JOKYMEHTAa, ero
oopmiieHHe; COTJIaCOBaHMeE, MPeICTABJIeHHE HA Toanucanne (YTBepiKIeHHe) mpeacenaTesaro
Cy/1a; MOAr0TOBKA K MepechblIKe ajpecaTy 3To...

29. 3akoH4YeHHbIEe MPOU3BOJACTBOM Cy/eOHbIE /1eJIa, a TAK:Ke KHHUTHU, J1eja (HapsiAbl), ’KyPHAJIbI
COCTABJIIIOT ...

30. IlociaenoBaTeIbHOCTL JIOTHYECKH B3aMMOCBSI3AHHBLIX CMBICJIOBBLIX YacTell ero TeKCTa,
00beIMHEHHBIX M3JIaraeMbiM B JIOKYMEHTE BONPOCOM (HampaBJjieHHEM) AeITeJlbHOCTH
OPraHM3aLMH 3TO...

31. HaOop pexkBM3UTOB O(MUUHMAIBHOIO NHUCBMEHHOI0 /JO0KYMEHTa, PACHOJ0KEHHbIX B
onpeaeJieHHOM MOCJIe10BATEILHOCTH 3TO

32. Kakme BuAbl 0JAaHKOB YCTAHABJIMBAKOTCH [UI OPraHU3alMU, CTPYKTYPHOIO
nojapa3aesieHusl, 10JKHOCTHOTO JIHIIA :

1) oOmmit Oank

2) 61aHK KOHKPETHOTO BH/Ia JOKYMEHTA

3) Gy1aHK PYKOBOIUTENS

4) muChMEHHBIH OIaHK

33. Kakue opraHusanum HMeET MNpPaBo H300pakaTb Ha OJAHKAaX CBOMX JIOKYMEHTOB
I'ocynapcrBennsbiii repd Poccuiickoiit @egepaunu?

1) l'ocynapcTBeHHBIC OPraHbl U YUPEHKICHHSI

2) KommMmepueckue opranusaiuu

3) MexayHapoiHble OpraHUu3alun

34. Kakne peKBU3UTHI MOKHO OTHECTH K MOCTOSTHHBIM:
1) smGema opraHu3auu

2) cipaBOYHbBIE TAHHBIE

3) oTMeTKa O MOCTYIJIEHUH TIOKYMEHTa

4) nata TOKyMeHTa

35. YUto o3nauyaer pexBusur 04

1) Kon opranuzamuu

2) DmbsiemMa opraHu3aIuu

3) UnentudukaioHHbI HOMEp HAJIOTOIUTATEIIbIIUKA

36. Cpok ucnoJIHeHHs] YCTAHABJIUBAETCH C...

1) natel moaNUCaHUs



2) naThl NOJy4YEHUS JOKYMEHTA UCIIOJIHUTEIEM

3) naTel ONyOJIUKOBaHUS

4) naTel NPOCTaBJICHUS MIeYaTH

37. Yto Bxoaut B pekBu3uT 09 «CripaBo4HbIe JaHHbIE OPTraHU3AIMID)

1) nouToBsIii aapec

2) NHH/KIIII

3) cchlIKa Ha pEruCTPallMOHHBIM HOMED U 1aTy JOKYMEHTa

38. bilaHk 10KyMeHTAa 3TO:

1) HaGop pexBHU3UTOB, HACHTU(DUIMPYIOLINIA aBTOpa OHUIIHNATHFHOTO MUCBMEHHOTO IOKYMEHTa

2) HaGop pexBU3UTOB O(ULIHNATHHOIO MUCbMEHHOTO JIOKYMEHTa, PACHOJI0KEHHBIX B OMPE/EIICHHOM
I10CJIEI0BATENbHOCTH

3) CranpapTHblil nucT OyMarv, Ha KOTOPOM OTOOpa)keHa MOCTOSIHHAs MHQOpMAIUs U OTBEICHO
OIIpEAEIIEHHOE MECTO Il IEPEMEHHOMN

39. 3aBepuieHHbIe [eJia 110 HOMEHKJIAType IOCTOSIHHOIO U J0JTOBPEMEHHOI0 CpPOKOB
XpaHEeHUs] XPAHATCS M0 MecTy (popMHUPOBAHMS B TeYeHHE

1)1-3 ner

2) 5 ner

3) 4 ner

4) 10 net

40. KakuMH peKBM3MUTAMHM OTJIMYAeTCs OJAHK NHCbMa OT 0JIAHKA KOHKPETHOI0 BHAA
AOKyMEHTA:

1) PexBuzut 10 «HaumeHoBaHue BUIa JOKYMEHTa)

2) PexBusur 14 «MecTo coCTaB/I€HUs WIN U3/IaHUS JOKYMEHTa»

3) PekBusut 15 «Anpecar»

4) PexBuzut 18 «3aroyioBoK K TEKCTY»

41. Kakue peKBH3MTbI MOKHO OTHECTH K IIEPEMEHHbIM:

1) TekcT nokymeHTa

2) ata noKkyMeHTa

3) I'ep0 cyObekTa PO

4) CripaBO4YHbIE TaHHBIE

42. Yrto onpenensier (popmMyJasip 10KYMeHTA:

1) HabGop pexkBu3UTOB OGUIIMATBHOTO MUCBMEHHOTO JOKYMEHTA, PACHOJI0KEHHBIX B OMpeeIEHHOM
MOCJIEI0BATENbHOCTH

2) COBOKYMHOCTh PEKBHU3HUTOB, YCTAaHOBIEHHBIX B COOTBETCTBHH C PelIaeMbIMHU B JaHHOU cdepe
NEeSTeIbHOCTH 3a/ladaMM U PAcTIONIOKEHHBIX B OIIPECICHHOM MOPsAKE Ha HOCUTeNe HHPOpMauu
3) Moaens mocTpoeHUs TOKYMEHTa, YCTAaHABIMBAIOIIYIO 00JIaCTh MPUMEHEHHU, (opMaThl, pa3Mepsl
MoJieH, TpeOOBaHMS K MMOCTPOCHUIO KOHCTPYKIIMOHHON CETKH U OCHOBHBIE PEKBU3HTHI

43. biraHk MUCHbMA UCNOJIB3YIOT /ISl MOATOTOBKM:

1) CmyxebHOro mucrma

2) IlpukazoB

3) Pacnopsixenuii

44. Kakne peKBU3UTHI MOKHO OTHECTH K JI0NOJHUTEIbHBIM

1) OT™meTKa 0 KOHTpOJIE

2) OTMeTKa O MOCTYIUICHUH JJOKYMEHTa

3) TekcT nokymeHTa

4) lata mOKyMeHTa

45. CcpliIka HA PerucTPALMOHHBIN HOMEP U 1aTy JOKYMEHTA 3T0:

1) PexBusut 13

2) PexBusur 14

3) PexBuzut 22

46. Kakue pa3Mepbl noJieid 10/5KeH MMeTh HANEYATAHHBIN JMCT JOKYMEHTa, 0()OpMIIEeHHbII
KaK Ha 0JlaHKe, Tak M 0e3 OJ1aHKa:



1) neBoe -20 mm ; mpaBoe -10 MmmM; BepxHee -He MeHee 20 MM; HIKHee -He MeHee 20 MM;
2) neBoe - 30mM; TipaBoe - 15mm; BepxHee - 30 MM; HIbKHEE - 20 MM

3) neBoe - 30 mm; npaBoe - 20 MM; BepxHee- 10 mM; HukHEe - 10 MM

47. I'me npocraBJisieTcss 0TMeTKa 00 HCIOJIHUTEJIe IOKYMeHTA:

1) B 1IeBOM HM)KHEM YTITy JIMIIEBOI M 0OOPOTHOM CTOPOHE MOCIIEAHETO JIUCTa JOKYMEHTa
2) B JIEBOM HUXHEM YTJy JIUIIEBOI CTOPOHBI TOKYMEHTA

3) B IpaBOM HUKHEM YTJ1y JIMLEBON CTOPOHBI IOKYyMEHTA

48. Kakue peKBU3UTHI MOKHO OTHECTH K 00513aTeJIbHBIM:

1) moanuce

2) perucTpaloOHHBIH HOMEP

3) l'ocynapcrBenusiit repd PO

4) Unentudukarop 3IeKTPOHHOM KOIMH IOKYMEHTa

49, Jlonyckaercs Ju H3TrOTOBJICHHE o(pMuMATbHBIX 01aHKOB
¢ BocnpousBeaenneM I['ocynapcrBennoro repb6a Poccumiickoit Pegepanmu Ha Jia3epHOM
NpuHTEpe:

1) He momyckaer

2) nomyckaeT

3) He uMeeT 3HaYeHus

50. biiaHK KOHKPETHOr0 BU/AA JOKYMEHTA HCIOJIB3YIOT AJIsl IOATOTOBKM:

1) Ipuka3zos

2) YcraB

3) CnyxebHOro nmuchbMa

51. Kakoii onpeae/jieH MAaKCHUMAJIbHBII COCTAB PEKBU3UTOB:

1) 30

2) 25

3020

52. YuudunupoBanuasi cucrema grokymenranuu (Y CI) sto:

1) Cucrema NOKyMEHTallUM, CO3JaHHAs IO EIUHBIM IpaBUJIaM U TpeOOBaHMSIM, COepKalias
nH(popMaIKio, He0OOXOIUMYIO JUIsl YIIPABIIEHUS B ONpeiesIeHHON cepe 1esaTenbHOCTH

2) Habop pekBU3UTOB O(UIHATBLHOIO MUCBMEHHOTO JOKYMEHTA, PACIIONIOKEHHBIX B ONpPEAEIeHHOM
MOCJIEI0BATENbHOCTH

3) Mozenps mocTpoeHust TOKyMEHTa, YCTaHABIMBAIOIYI0 00J1acTh MPUMEHEHUs, (OpMaThl, pa3Mepsl
rosiei

53. Kakoe moJie 0TBOAMTCS AJIsl pa3MEIeHUs PEKBU3MTOB, KOTOPbIE HEe MOI'YT ObITh HAHECCHBI
MAIIMHOMUCHBIM CIIOCO00M:

1) BepxHee

2) neBoe

3) npaBoe

4) Huxnee

54. Kakoe noJie J0OKyMeHTOB HE00X0AMMO VISl MOJAIIUBKHU JOKYMEHTOB B J1€J10:
1) neBoe

2) BepxHee

3) npaBoe

4) Huxnee

55. Kakoe nmoJsie He 3an0/IHsIeTCs KAKUMHU-JIN00 PEKBU3UTAMU:

1) ITpaBoe

2) neBoe

3) BepxHee

4) HIKHEE

56. Iloaq KaKuM 1oJIeM PacHoJiaralTcs PeKBU3MTHI, KOTOPbIe MPOCTABJISIOTCH PYKONUCHBIM
CIoCco00M MJIM CHeHHAJBHBIM IITeMIIeJIeM:



1) HuxHee

2) neBoe

3) BepxHee

4) nmpaBoe

57. llucbMa COCTaBJISATCS HA CIeNUATbHBIX O0JIaHKaX mucem ¢Gopmara
1) A4

2) AS

3) A2

3) A6

58. ConocraBbTe GyHKIIUU JOKYMEHTA ¢ UX ONpeaeJJeHusIMHI
DOYyHKIUH

Nudopmanuonnas

YnpasiieHueckas

IIpaBoBas

KOMMYHUKATUBHAS

OmnpenesieHus

1) siBIIIeTCSI HOCUTENEM M MCTOUYHUKOM MH(POPMALUU

2) MO3BOJIIET  OPraHU30BbIBATh, peryJiupoBarsb, KOHTPOJIMPOBATb, aHAJIN3UPOBATh
IIPOM3BO/ICTBEHHBIE ITPOLIECCHI

3) CHOYXKUT IOPUAMYECKONH OCHOBOH MPOW3BOJCTBEHHOW JIEATEIBHOCTH, TMOIATBEPKIACT (aKTHI,
yJIOCTOBEPSIET CBEJCHUS U MIOKa3aTeNn

4) nomoraet opraHu30BbIBaTh 0OMEH HH(pOpMaLMel U O0LIEHHE MEXAY pa3InYHbIMU 00BEKTaMU
59. ConocTraBbTe BBl JOKYMEHTOB ¢ BXOASIIUMH B HUX 3J1eMeHTAMH

Buabl 10KyMeHTOB

OpraHU3alMOHHbIE

pacnopsiiuTeJbHbIe

HH(GOPMALIOHHO-CTIPABOYHbIE

DJIeMeHTbI

1) yupeauTenbHbIi JOroBOpP, YCTABbI, TOJIOKEHHSI, HHCTPYKLIUU

2) MOCTaHOBJIEHMSI, PEILICHUS, TIPUKA3bl, PACTIOPSKEHUS

3) axThl, MUChbMa, (hakcorpaMma, JOKJIAJAHbIE U CIIY>KEOHbIE 3alUCKU, CIIPABKH, TPOTOKOJIbI

60. 3aduxcupoBaHHas Ha MAaTepHAJIbHOM HOcUTeJde HH(OpMaNus C peKBU3UTaAMHU,
MO3BOJISIIOIIMMHU ee HAeHTH(PUIMPOBATH 3TO...

61. IIpaBoBoii aKT, onpeneJsIIOIIHI CTATYC, OPraHN3ALNMOHHYI0 CTPYKTYPY, LeJIH, XapaKrep
U NMOPSAOK AeATeJbHOCTH CO3AaHHOI0 OPHANYECKOI0 JIMLA JTO...

62. JloroBop, B KOTOPOM CTOPOHBI O0SI3YIOTCSl CO3JaTh IOPUAMYECKOE JIMIO M ONpeaesasiioT
NOPSIIOK COBMECTHOM /JesiTeJIbHOCTH II0 €r0 CO3/JaHUI0, YCJIOBUSl IepeJayd eMy CBOero
HMYILECTBA M YYACTHS B €r0 JAesiTeJIbHOCTH ITO..

63. IIpaBoBoii aKkT, ompeAeJAKIIMIA CTATYC OPraHM3alMu, ee 3aAa4d U QyHKUUM, Npasa,
OTBETCTBEHHOCTb, MOPSAO0K 1eATEJIbHOCTH ITO...

64. IlpaBoBoii akT, coaep;KaliMii NPaBWJIA, PeryJupylole OPraHM3allMOHHbIC HAY4YHO-
TEXHUYECKHE, TEXHOJOI'NYECKHEC, (l)l/lHaHCOBI)Ie U HHBIE CIICHHAJIBHBLIC CTOPOHBI A€ATCIbHOCTH
OpPraHM3auMii, UX MOAPAa3AeJIeHHIl, J02KHOCTHBIX JIUIL 3TO...

65. IlpaBoBoii aKT, NPMHUMAEeMbIii BBICIIMMH W HEKOTOPHIMH HEHTPAJIbHBIMM OpPraHAMH
(denepasbHoii  BJIACTH,  AeHCTBYOIIMMHM  HA OCHOBE  KOJUIETHAJBbHOCTH, A TaKxKe
NPeACTABUTEIbHBIMH H KOJLIETHATbHBIMHM HCIIOJHUTEIbHBIMH OPraHaMHU BJIACTH CYy0ObEeKTOB



P® B measix paspenieHus HauOoJiee BaKHBIX NPUHIUIHAJBHBIX 3aaa4, CTOAIIUX Mepena
AAHHBIMH OpraHaMu, 1 YCTaAaHOBJICHUSA CTAa0OMJIBHBIX HOPM, IpaBuJI 3TO...

66. IIpaBoBoil aKT, NPUHUMAEMbIH KO/UIETHAJIBHBIMA M COBEIIATEJbHLIMH OPraHaMM
yUpe:KIeHUil, OpraHu3aumii, NpeANnpuUsATUIl B LeJX pa3pelieHus HaubdoJjee BaKHbIX BONPOCOB
UX J1eSITeJIbHOCTH ITO...

67. IIpaBoBO# aKT, M31aBaeMblili PYKOBOAMTEJ]EM OPraHM3allUU, JeiiCTBYIOIIMM HA OCHOBeE
€IMHOJIUYHOr0 NMPUHATHS PelleHUi, B leJIsiX pa3pelieHUusi OCHOBHBIX U ONEPAaTHBHBIX 3a/1a4,
CTOSILIUX Tlepe/] opraHnu3aumeii 3To..

68. IIpaBoBoii axKT, W31aBaeMblii €IMHOJUYHO PYKOBOAHUTEJIEM KOJJIETHAJIbHOIO OpraHa-
ylpaBJiieHusl B Npeaeax MNPeIoCTABJICHHON €My KOMIIeTEHUHMH, a TaK:Ke PYKOBOIAUTEISIMU
OpraHu3anuii, 1eiicTBYIOIIIMMH HA OCHOBE eJMHOHAYAJINS, B IeJISIX pa3pelleHus onepaTuBHBIX
BOIIPOCOB 3TO..

69. JloxymeHT, cocTaBJICHHBIN [JIl OATBEPKIEHUS YCTAHOBJIEHHBIX (PaKTOB, COOBITHI,
JelcTBHI JTO..

70. IMonyyaemasi Ha OyMa:KHOM HOCHUTe/Ie KONMUA JTOKYMeHTa (MHCbMEHHOro, rpauyeckoro,
U300pPa3UTEIBLHOIO), IEPEIAHHOTO0 M0 KaHAJaM (PAKCUMMJIbHOM CBSI3H 3TO...

71. JIOKyMeHT, aJpecOBAHHbII PYKOBOJAUTEN) JAHHOW WJIM BbIIIECTOSIIECH OpPraHU3alMu,
coaep:kamuii  o0CTOSITeJIbHOE  M3JI0KEHHE  KaKoro-jiuéo Bompoca ¢ BBIBOJAMHU
U NPeAJI0KEHUSIMU COCTABUTEJS ITO...

72. JIOKyMEHT, 10 HAa3HAYeHMI0 OJM3KHI K JOKJAJAHOH 3alHCKe, HO COCTABJSAEMbIi
110 BONpOcaM MaTepUaAJIbHO-TeXHUYECKOr0, HH(OPMALMOHHOIO, X0351liCTBEHHOI 0
o0ecrieyeHnsi pPa0OTHUKOM WM PYKOBOJAUTEIEM IOJApa3jieleHusl HAa MM PYKOBOJUTEJISI
WIH CIIeHAJTUCTA APYTOro moapasaesieHus 3To...

73. JlokymeHT, colaep:kaimiuii onmucaHue M TOATBEpP:KJAeHHe TeX WJIM HHBIX (PAKTOB WM
co0bITHii. CIPaBKH OTPA’XKAIOT OCHOBHYIO /IeSITEIbHOCTh OPraHU3ALMM MJIM MOATBEPHKIAIOT
cBelleHns OMorpadguueckoro niM cJyxeOHOro xapaxkrepa 3T0...

74. JIOKyMeHT, COAep:KAIUMid 3amMCh X0Aa O0O0CYXIeHHs BOIPOCOB W NPHHATHA pelIeHHui
HA COOpaHUsIX, COBELIAHUAX U CyAeOHBIX 3aCeJaHUAX ITO...

7S. PeKBU3UT JOKYMEHTA, BLIPAKAIOLIUI KPATKOE COAEPKAHNE TEKCTA JOKYMEHTA U 10JIKEH
ObITH COI1ACOBAH C HAMMEHOBAHHMEM BH/1Aa JOKYMEHTA J3TO...

76. Caen, ocTaBisieMblil IeYaThl0, HJIH €€ 0THEYATOK J3TO...

77. Kakue BUbI JOKYMEHTOB OTHOCSATCH K OPraHU3AIUOHHBIM JOKYMEHTAM

1) Ycras

2) YupeauTenbHbIi 10roBop

3) JloBepeHHOCTH

4) IpoTokout

78. Ha kakux 6;1aHKax 0opMIISIIOTCH OPraHU3alHOHHO-PACTIOPSAAUTEIbHbIE IOKYMEHThI:
1) Ha o6mem Gnanke ¢ ykazaHuEM KOHKPETHOTO BHJIa

2) Ha 6nanke mucpma



3) Ha GnaHke TOJKHOCTHOIO JIMIIA

79. Korna opranu3anyoHHbIe JOKYMEHTHI IPHOOPeTAIOT IPUIUYECKYI0 CHIIY:

1) ITocne ux yrBepxaeHus

2) [locne mpocTaBiieHUs PETUCTPALIMOHHOTO HOMEPa

3) [locne cornacoBanus

80. Kem ocymiecTBJIsieTCsl COrIacOBaHNE OPraHU3AMUOHHBIX JOKYMEHTOB:

1) Co BcemH 3aMHTEPECOBAHHBIMU TMOAPA3NCICHUSIMH W JIMLAMH, C IOPUAMYECKON CIIykO00ii,
3aMECTUTEIISIMU  PYKOBOJWTENSl OpPraHu3alid WM OJHUM M3 3aMECTUTENEeH KypUpYHOUIUM
OIIpe/ICJIEHHOE HAIIPABJIEHUE AESITEIbHOCTH OpraHU3aIUU

2) C pyKOBOAMTEIIEM OpPraHU3allMH, CO BCEMH 3aWHTEPECOBAHHBIMHU TOAPA3ICICHUSIMHU, C OTACIOM
JIEJIONPOU3BOICTBA

3) C ropuauyuecKoi Ciry:k00i, HHBIMH JTHLIAMHU

81. Ycras - 370...

1) [IpaBoBoO¥i aKT, OmpeeNsIONIMA MOPSIIOK 00pa30BaHUs, KOMIETECHIIUIO, CTPYKTYPY, (DYHKIHUH,
3aJ1a4u, [IpaBa NpPEeANpUATUS, OPraHU3aLNU, YUIPEKACHUS

2) IlpaBoBoil aKT, ONpeAENSIOUUN TMOPSIOK OO0pa3oBaHMs, IPABOBOE IIOJIOKEHHE, IpaBa,
0053aHHOCTH, OPTaHU3ALUIO AEATEIBHOCTH TOCYIaPCTBEHHBIX OPraHOB, OPTaHU3AIMHA, YIPEKICHHH,
CTPYKTYPHBIX MTOAPa3AeIICHUI

3) IIpaBoBOii aKkT, Ha OCHOBAaHHH KOTOPOT'O ICHCTBYIOT rOCY/IapCTBEHHBIC OIOKETHBIC OPTaHU3AIIH
82. Ilos10:keHHE — 3TO

1) IlpaBoBoil aKT, oOmIpenensIoOUMil MOpAJOK o00pa3oBaHUs, I[PABOBOE IIOJOKEHHUE, IIpaBa,
00513aHHOCTH, OPTaHU3ALMIO JEATEILHOCTH FOCYIapCTBEHHBIX OPraHOB, OPTaHU3aIUH, YUpEKICHUH,
CTPYKTYPHBIX HOJpa3aeeHUui

2) IlpaBoBoii aKT, Ha OCHOBaHHH KOTOPOTO JEMCTBYIOT TOCYJapCTBEHHBIE OIOIKETHBIC
OpraHu3aluu

3) IlpaBoBoOii aKkT, onmpeaensonMi MopsAAoK 00pa3oBaHUs, KOMIIETEHLUIO, CTPYKTYpY, (DYHKIIHMH,
3aJlauu, IpaBa NpeANpUATUS, OPTraHU3aALNN, YUPEKICHUS

83. Kakne noxkymentnl Bxoasat B coctaB YCOP/l u nmeroT yHupuuupoBaHuyio gopmy:

1) CtpykTypa ¥ mraTHas YUCICHHOCTh

2) HlTatHoe pacnucaHue

3) JomKHOCTHASI UHCTPYKIIMS

4) PernameHT paboThI

84. IlpaBoBoii aKT, 3aKpelVISIONIMI JO/LUKHOCTHOH cOCTaB Pa0OTHHKOB OpPraHu3anMi ¢
YKa3aHHMeM [0JKHOCTHBIX OKJIAJ0B, PeryJHpPYIOIIN COOTHOLICHHE Pa3IHYHbIX KATEropuii
CIEeNMAJINCTOB, yCTAHABJIMBaOIIUI (oH 3apadoTHOI MJIaTHI OPraHU3AIUM B LEJIOM 32 Mecs1
—3T0:

1) taTHOE pacnucanue

2)10KHOCTHAST HHCTPYKIIHS

3)ITonoxenue

85. IIpaBoBoO#i aKkT, M31aBaeMblii PYKOBOJAUTE]IEM OPraHM3alMHU, JeHCTBYIOIIHM HAa OCHOBE
€IMHOJTUYHOI0 NPUHATHUS PellieH’ii, B LeJIsIX pa3pelieHHs] OCHOBHBIX M ONEePATHBHBIX 3a/1a4,
CTOSIIIMX Nepe/ OpraHu3anuei — 3To

1) [Tpuxas

2) Pemenus

3) [locTanoBneHus

86. Kakmne 10KyMeHTBI OTHOCATCA KO BTOPOM I'pynIe pacnopsiiuTea1bHbIX JOKYMEHTOB:

1) [Tpuxas

2) Pacniopsikenue

3) Pemenus

4) IlocranoBieHUs

87. IIpaBoBOii aKT, NPUHUMAEMbIil KOJ/LIETHAJbHBIMH M COBELIATEJbHBIMH OpPraHAMM
yUpesKAeHHi, OpraHu3aumii, npeinpuaTuii, pupM B HeJasiX pa3pelieHUs] HauOoJsee BasKHBIX



BOIPOCOB UX AeATeIbHOCTH — 3TO:
1) Pemenne

2) Ilpuxkas

3) [locTanoBneHue

88. Kakoe c;10B0 HcnoJib3yeTcsl, COeUHSAS MEPBYIO M BTOPYIO YACTH TEKCTa NMPUKa3a:
1) TIPUKA3BIBAIO

2) IIOCTAHOBJIAIO

3) IPEJIATATO

89. /lata npuka3a opopmasiercs:

1) Cnosecuo-tudposbiM crrocodbom (09 mas 2016 1.)

2) Ludpossim ciocodbom (09.05.2016)

3) HudposbiM mim ciioBecHO-1MppoBbIM criocooom (09.05.2016 u 09 mas 2016 1.)
90. Kakue ObIBalOT BHAbI IPUKA30B:

1) mo AM4YHOMY COCTaBY (KaJpOBBIC)

2) 110 OCHOBHOM JAESTEIbHOCTU

3) BHyTpeHHHE

4) BHEUIHUE

91. Kakne 10KyMeHTBbI OTHOCATCS K IePBOM rpyIIe pacnopsiAuTeJbHbIX TOKYMEHTOB:

1) [TocTanoBeHHUS

2) Pemenus

3) [Ipuka3

4) Pacniopsixenue

92. KT0 uMeeT nNpaBo MOANUCH HA NPHKA3AX:

1) pykoBoauTenh

2) HavaJIbHUK OTJelNa

3) crienuanucThl OTaea

93. U3 kaKkuX 4yacTeil COCTOMT PACHOPAJAUTEIbHBIN JOKYMEHT:

1) BBOAHOM (KOHCTATUPYIOLIEH )

2) pacnopsiAUTENbHOM

3) ocHOBHOI

4) 3aKII0UYNTENIbHAS

94. JlokyMeHT, (UKCHPYHOLIUH X0A 0O0CY:KIeHHsl BONPOCOB M NPHUHATUS pelleHUH Ha
coOpaHHUsX, COBCIIAHUAX, KOH(ePEeHIUAX U 3aCeJaHUAX KOLUICTHAJIBHBIX OPraHoOB — 3TO...

1) IIporoxon

2) [locranoBmnenue

3) Akt

95. @opma BHYTpeHHell /1eJ0BOil TepenuCKH MeKAy MNoapa3ieeHusIMA (0TAeJIaMM)
OpPraHu3alMu WM J0LKHOCTHBIMHM JIMIAMH, He HAXOASIIUMUCH B NPAMOM NOJIYHMHEHUH —
3TO..

1) CiyxebHas 3amucka

2) Ilpotokoi

3) CiyxebHO€e THCHMO

96. JIOKyMEHT, COCTABJEHHbIH HECKOJbKUMH JHUIAMH (KOMHCCHE), NOATBEeP:KIAINIUI
yCTaHOBJIeHHbIE (haKThbI U cOObITHS (AKTHI aBapHii, IpUeMAa-Tepeaadu e, HHBEHTAPU3ALHH)
—3T0...

1) akt

2) IpOTOKOJI

3) pemienue

97. Ha kakux 0;1aHKax 0opMJISIIOTCS CIPABOYHO-UH(POPMALMOHHBIE JOKYMEHTbI:

1) Ha 6nanke nucbma

2) Ha OnaHke ¢ ykazaHHeM KOHKPETHOTO BHJA



3) Ha oOmem Gnanke

98. Kakue BUbI JOKYMEHTOB OTHOCATCH K CIIPABOYHO-UH(OPMALMOHHBIM JOKYMEHTAM :
1) ITporoxoin

2) 3asBreHUe, IPEIIIOKEHUE, JKaT00a

3) YupenurenbHblii JOTOBOP

4) YcraB

99. IlepBblii WM eAUHCTBEHHBII IK3eMILISAP 0UIMAIBLHOIO IOKYMEHTA 3TO:
1) [TogmHANK JOKyMEHTa

2) Konust nokymeHTa

3) AyOnukar qoKymMeHTa

100. Kakue Bubl JOKYMEHTOB He pa3peniaeTcsi KONUPOBATh U 3aBepsATh?
1) ynocroBepenue

2) nmacnopT

3) nmpukasbl

4) ycras

101. Kakue BUABLI KOIIUU BLI 3HAeTe:

1) ormiyck

2) BBINTHCKA

3) bakcuMuIbHAS

4) cBoOoaHAs

102. Yto Takoe OTHYCK TOKYMeHTa ?

1) Komust UCXOASIIEro JOKYMEHTa, KOTOpasi MOAIIMBAETCS B JIEJIO OPTaHU3aluU
2) BpeMeHHOE OCBOOOXKIEHHE OT pPabdOThl B OyJHME THH HA ONpPEICIICHHBIN MEPHUOa BPEMEHH JUIS
OTIbIXa

3) AOKYMEHT M3rOTOBJIEHHBIM PYKOITMCHBIM MJIM MALIMHONKMCHBIM CITIOCOOOM
103. JIokyMeHT, MOJTHOCTBI0 BOCHPOM3BOASAIINN HHPOPMALMIO NMOJJIMHHUKA W ero BHEIIHHe
NPHU3HAKYU, He UMEIOIIM i IPUANYECKOH CHJIBbI 3TO:

1) Konust nokymenTa

2) Ay6nukat 1OKyMeHTa

3) [MoanMHHKUK JOKYMEHTa

104. B 3aBUCMMOCTH OT €c1O0C00a U3rOTOBJIEHUS KONMHU ObIBAIOT:

1) ®akcumMunbHas KOMUs

2) CBoOOIHAST KOTIHSI

3) [NonHas xomwus

4) Boinucka

5) Ornyck

105. Konnuu ObIBaIOT cJIeAyIOLIHUX BU/IOB:

1) monmHast Komus;

2) BBINKCKA;

3) KpaTkasi Konus

4) mpoTOKOI

106. IloBTOpHBIii IK3eMILIAP MOATUHHIUKA JOKYMEHTA, UMEIOLIUI IOPHANYECKYI0 CHITY 3TO:
1) ny6nukar oKyMeHTa

2) xonus JOKyMEHTa

3) NOJUTMHHUK TOKYMEHTa

107. B ny6;1ukare nmpocrapJ/isieTcsi 0TMETKA B BH/Ie CJI0Ba «1y0JauKaD) :

1) B mpaBoM BepxHeM yriy

2) B neBoM BepXHEM yIi1y

3) B HmkHEM JIEBOM yTITy

4) B HUKHEM NIPAaBOM YIIIy

108. Konusi 1okymeHTa ObIBaET ..

1) ®akcumunbHas



2) CBoOOIHAS

3) OrpanuveHHas

4) Ionnas

109. [oxkymeHT, MOJIy4eHHBI € NMOMOUIbIO CcHeHUHAJbHOro ammapara ( Teiaedakca) 1o
TeJ1e(pOHHBIM KAHAJIAM CBSI3M U SIBJISIIOIIMIICS KONUEl OPUTHMHAJIA 3TO..

110. oxyMeHT, mnepeaaBaemMblii 1m0 KaHajgam Tejerpadgnoii cBszu. I[lo3TomMy 4TOOBI
o0ecneyuTh CPOYHOE MoJIyYeHre uHGopManum, OHA nepeaaercs no rejaerpady 3ro...

111. Komnusi wucxoasimero JOKYMeHTAa, KOTOpas NOJIIMBAETCS B /eJI0 OPraHu3anuM, a
NOJAJTUHHUK JOKYMEHTAa, HAIIPpUMepP CJIyKeOHOr0 MUChbMA, HATIPABJISAETC aJpecarTy 3TO..

112. IToBTOPHBIH 3K3eMILISAP NOATUHHUKA JOKYMEHTA, HMEIOIIMI IOPHUANYECKYI0 CHIIY ITO..

113. IoKyMeHT, OJTHOCTHI0 BOCTIPOM3BOASA M MH(OPMAIUIO MOAJIMHHOIO JOKYMEHTA U BCe
€ro BHelIHHE MPU3HAKH UJIH YACTh UX, He HMEIOIIHUIl IPUANYECKOH CHIIbI 3TO...

114. [leATeJIbHOCTH MO CO3AHUI0 JOKYMEHTOB M OPraHM3anuM padoTbl ¢ HUMH B CyAeOHBIX
OpraHax 371o:

1) cynebHoe 1ea0npou3BOICTBO

2) TOKYMEHTUPOBaHNE

3) opranuzaius padoThl ¢ JOKYMEHTaMHU

115. JIBM:keHHe [OKYMEHTOB € MOMEHTAa HX MOJy4YeHHsl (BXoAsilMe) WJIM CO3JAaHUS
(ucxoasilue) A0 3aBeplieHHs WUCMOJHEHHS, OTHPABKH ajpecarTy WM TMOCTYIUIEHUsI Ha
XpaHeHHe B /1eJ10

1) moKymMmeHTOO0OpOT

2) opraHu3aius paboThl ¢ JOKyMEHTaMHU

3) nenonpoun3BoOICTBO

116. B cyne0HbIX opranax GyHKIHMH M0 OCYLIECTBJICHHIO 1eJ0NPOU3BOACTBA BO3/IaraloTCs:

1) Ha ompenieIeHHYIO KaTeropuio paOOTHUKOB

3) Ha cyzeit

4) Ha IOMOIIIHUKOB Cy/Iel

117. Tlpomecc co31aHMS ONTHUMAJBHBIX YCJIOBHI [Jisi KOMILJIEKCHOIO NPUMEHEHUs!
HH(OPMANMOHHO-KOMMYHUKANIMOHHBIX TEXHOJIOTHI B Pa3JMYHBIX cepax KU3HU 00IIeCTBA,
B YACTHOCTH B Cy/1e0HOM /1eJI0IPOU3BOICTBE 3TO:

1) undopmaruzanus

2) TOKyMEHTHUPOBaHUE

3) cyneOHOe AeIonpOn3BOACTBO

118. Ckoabko noacucrem umeetr 'AC «IlpaBocyaue»

1) 27

2) 30

3) 20

119. ®ukcanus ¢akra co31aHUA HJIU NOCTYNJIEHHS JOKYMEHTA INyTeM HNPHCBOECHHS €My
PErHCTPALNMOHHOTO HOMEPA U 3aNMCHU CBeIEHUI 0 HeM B PerucTpaluoHHbie GOpMBI 3TO:

120. IIpuka3Hoe 1eJ10NPOU3BOIACTBO /1eliCTBOBAJIO
1) XVI-XVII BB.

2) XIII B.

3) XIX — nauano XX B.

121. KoJsexcekoe 1eJI0NPOU3BOACTBO A€ CTBOBAIO
1) XIII B.



2) XVI-XVII BB.

3) XIX — nauano XX B.

122. UcnioJiHUTEIbHOE 1eJI0NPOU3BOACTBO e CTBOBAJIO

1) XIX — nauano XX B.

2) XVI-XVII BB.

3) XIII B.

123. CBUTOK M3 NOAKJIECEHHBIX APYT K APYry Y3KHMX JIMCTOB OymMaru 3T1o:

124. Cxouabko noacucrem nmeet 'AC «IIpaBocyaue»:

125. Hapckue yka3bl, NochlLIaeMble U3 MPUKA30B HA MecTa - 00sipaM, BOeBO/IaM, IPUKA3ZHBIM
JIOASIM JTO:

126. B kakoM roay ObLJ U3/1aH YKa3 0 3aMeHe MeTPOBCKUX KOJIJIerdii MUHUCTEPCTBAMM:
1) 1802 .

2) 1902

3) 1702

127. B 3Tom roay ObL1 H31aH yKa3 0 3aMeHe MeTPOBCKUX KOJIernii MUHHCTEPCTBAMHU

128. JIBuM:KeHHe [JOKYMEHTOB ¢ MOMEHTa HX TOJyYeHUus (BXOAsilIMe) WJIH CO3JMaHUsA
(ucxoasilue) A0 3aBeplleHHs HCIOJHEHHS, OTHPABKH ajpecary WM MOCTYIUIEHUS] Ha
XpaHeHHe B /1eJ10 ITO..

129. Cekperapsb cya1e0HOr0 3aceJaHUA OCYIIECTBJIsIeT:

1) u3BemIeHHEe YYaCTHMKOB Ipoliecca O BpPEMEHH U MecTe CyneOHOro paz0MpaTeNbCTBa, BBI3OB
HapOJHBIX 3acejarenel, MPOBEPKY SBKU JIMI, BbI3BaHHBIX B CyJIeOHOE 3acefaHHe, BEICHHE
IIPOTOKOJIOB Cy/1€0HOT0 3ace/laHMsl, BBINOJIHEHUE TOPYyUSHHUH TpeiceaTens cya, CyAb1

2) mpyeM B apXHB YTOJOBHBIX U IPaXXAAHCKUX JIeJI, BEJCHNUE KypHaJla BbIIaYu U CJa4M JOKYMEHTOB,
MOJATOTOBKY U Mepeiady apXUBHBIX JOKYMEHTOB Ha TOCYapCTBEHHOE XpaHEHUE

3) mOATOTOBKY TIJIAHOB pabOTHI Cy/Ja, OpraHU3aIkio paboThI arnapara cyja, MpoBeACHUE MPOBEPOK
paboThI anmapara, IOMOIIb B IpPHEMe IPaXKIaH, BEIOTHEHHE MOPYISHUN

130. [ToMomHMK MpeceaAaTe sl CyAa OCyIIeCTBIIsAET:

1) moAroTOBKY IUTAaHOB pabOTHI Cy/a, OpraHU3alMIo0 padOoTHI anmnapara cyjaa, IpoBEACHHE TPOBEPOK
paboThI anmapara, IOMOIIb B TPUEME IPaXkAaH, BbIIOIHEHHE MOPYyUYEHUN

2) mpHeM B apXHB YTOJOBHBIX U IPa)XTaHCKUX Jell, BEJCHUE )KypHalla BbIIauyl U CJaul JOKYMEHTOB,
IMOATOTOBKY U MEPCAAYy apXUBHBIX TOKYMCHTOB Ha TOCYAaPCTBCHHOC XPaHCHHUE

3) pacnpeneneHue OO0s3aHHOCTEH MEXIY COTPYAHHKaMH M KOHTPOJb 3a HUX BBINOJHEHUEM,
pacripenieieHue TMOCTYIUBIICH KOPPECOHICHIINN, COCTABICHNE CIPABOK M CPOKAX PaCCMOTTEHUS
&Kajo0, COCTaBJIEHUE CTAaTHCTUYECKUX OTYETOB, BeJCHHE Tabens ydera pabodero BpeMEHH
pabOTHHMKOB ammapara cyaa

131. 3aBenyrommii kKaHueJasipuen OCylIeCTBISIET:

1) pacnpeneneHue OO0s3aHHOCTEH MeXAy COTPYJHHUKaMH M KOHTPOJb 3a WX BBINOJIHEHUEM,
pacripeieieHue TOCTYNMUBIIEH KOPPECTOHACHIIMHI, COCTABICHUE CIIPABOK M CPOKaX pacCMOTPEHMS
XKano0, COCTaBJICHHWE CTAaTHCTUYECKHX OTYETOB, BEICHHWE Tadens ydera pabodero BpeMEHH
paboOTHUKOB ammapaTa cyaa

2) mpueM B apXMB YTOJIOBHBIX U I'Pa)/JIaHCKHX Jell, BeJACHHUE KypHaJla BbIIaYd U CJa4H JOKYMEHTOB,
IIOATOTOBKY U I€pefavy apXUBHBIX JOKYMEHTOB Ha IOCYAapCTBEHHOE XpaHEHHUE

3) mOArOTOBKY IIJIAHOB pabOTHI Cy/Ja, OpraHU3aIio paboThI armapara cyja, IPOBEACHUE MPOBEPOK
paloThI anmapara, MOMOILb B IPUEME I'PakJiaH, BBIMOJIHEHUE TOPYUEHHH

132. ApxuBapuyc cyaa ocylecTBJsier:

1) npueM B apXHB YTOJIOBHBIX U I'PaXIaHCKHX /€], BEIEHUE )KypHaJla BbIIa4M U CAa4u JOKYMEHTOB,



MOATOTOBKY M Mepeiady apXUBHBIX JOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHUE
2) pacnpezneneHue OO0S3aHHOCTEM MeXAYy COTPYJHHKaMH U KOHTPOJb 3a HX BBINOJHEHUEM,
pacmpesielieHue MOCTYMUBIIEH KOPPECIOHICHIINU, COCTABIICHUE CIPABOK M CPOKAX PACCMOTPEHHUS
&Kayo0, COCTaBJIEHHE CTAaTUCTHUYECKUX OTYETOB, BeaeHue Tabens ydera pabodero BpeMEHHU
pabOTHUKOB ammapaTa cyaa

3) MOATOTOBKY IJIaHOB PabOTHI Cy/Ja, OpraHU3aluIo padoThl anmnapara cyjaa, IpoBeACHHUE MPOBEPOK
paboThI anmapara, MOMOIIb B TPUEME IPaXKAaH, BEITIOTHEHHUE MOPYICHUN

133. Eciin npu BCKPBITUM NMAKETOB 0yaeT 00HAPYKEHO OTCYTCTBHE KAKOr0-JIu00 JOKyMEHTa
WIH NPUJI0KEHHs K HEMY, 00 ’TOM COCTABJISETCS ...

1) Akt

2) IIporoxoin

3) CnpaBka

4) Cry>xeOHas 3amucKa

134. IlocTynuBumIMe B Cy] /1ejia, MAaTePHAJbl M HHbIE JOKYMEHTBI, B TOM 4HcJe NMPUCIAHHbIE
3JIEKTPOHHOM MOYTOi, PaKCUMUIBLHOI CBSI3bIO, 2 TAKKE TeJIerPaMMbI PerHCTPUPYIOTCH B

1) xypHase yueTa BXOAsIIEeH KOPPECTIOHICHIIUN

2) XKypnaine ydyeTa HCXOIAIIEH KOPPECTIOHACHIIUN

3) XKypnau ydera cipaBOYHON KOPPECHIOHACHITNH

135. HUckoBble 3asiBJIeHHS M Ipyrue MaTepuajbl, MPUHATbIE HA JIUYHOM NpHEMe, CAAITCS
B OT/IeJI 1eJI0NPOU3BOACTBA /IJIsl YUeTa B KypHaJie BXo/As el KoppecnoHeH I

1) He mo3nuee ciemyromiero pabouero aHs

2) He no3anee 2 pabounx mHEH

3) He no3nuee nenenu

4) He no3nHee ABYX HeNENb

136. Ilocae mpoBo3rJjanieHdsl MPUTOBOPAa OCYKIEHHOMY (ONMPaBIAHHOMY) BpYy4YaeTcsl KOMHS
NPUroBOpPa B TeueHHne

1) 5 cytok

2) 2 cyTok

3) 4 cyTok

4) 10 cyrok

137. Tlocie mpoBo3rjaiieHusi MPUTOBOPa OCYKIEeHHOMY (ONMPABIAHHOMY) BPY4YaeTcsi KOMUS
NPUroBOpPa B TeYeHHe:

138. Ilpu HazHayenunm mTpada B KavyecTBe JAONOJHUTEIbHOI0 HAKA3AHUA K JHMIICHHUIO
cB000JbI MCTIOJTHUTEJIbHBIN JOKYMEHT HANIPABJISIeTCS MOAPa3/ieIeHHI0 Cy/1eOHbIX IPUCTABOB:
1) mo MecTy U3BECTHOT'O HaXOKJCHUS UMYIIIECTBA

2) 0 MECTY >KUTENbCTBA

3) mo MecTy MpONHUCKH

4) mo MecTy COBepILIEHUs TPECTYIIICHUS

139. B yacTH OCHOBHOI0 HAKA3aAHMS OCHOBAHUSIMU /ISl CIIUCAHMSA [1eJIa B APXUB SBJISIIOTCH:

1) B OTHOIIEHUU OCYKJIEHHOTO K JIMILIEHUIO CBOOOIbI — IOJIYYEHHE CBEIACHHUI O MecTe OTObIBaHUS
HaKa3aHMs OCYKICHHBIM;

2) B OTHOIICHHH OCYXJCHHOTO K HCIPABUTEIbHBIM pabOTaM — MOCTYIUICHHE YBEIOMIICHUS
0 MOJIyYE€HUHU KOIIUI MPUTOBOPA OT YTOJIOBHO-UCIIOIHUTEIbHON HHCIIEKIINN

3) B OTHOLICHUH  OCY)KJCHHOTO,  JIMIIEHHOTO IO MPUTOBOPY  CIHEIHMAIBHOIO  BOMHCKOTO
WIM NTIOYETHOTO 3BaHMs, KJIACCHOIO YWHA WIN FOCYapCTBEHHBIX HArpajg, — IOCTYIUICHUE
OT OpraHa, TNPUCBOMBIIETO 3BaHWE, YMH MWJIU Harpajay, cooOlieHus 00 MCIOJHEHUU MPUroBopa
B OTOM 4acTH

4) B OTHOLIEHMHM OCYXIEHHOIO, C KOTOPOrO IPUTOBOPOM B3bICKaH YyIuepO, NpPUYUHEHHBII
UMYIIECTBY, —  BbIJauya HCIIOJHUTENBHBIX JOKYMEHTOB B3bICKAaTENII0 JMOO HarpaBlieHHE
UCIIOJHUTENIbHBIX JIOKYMEHTOB JAJIsl IPOM3BOJICTBA B3BICKAHUI 1O €ro mpochie

140. B yacTH NONOJHUTENbHBIX HAKa3aHWH W MATEPHAJBHBIX B3bICKAHUI OCHOBAHUSIMU



JJIS CIIMCAHUA [1eJ1a B APXUB ABJIAKTCH

1) B OTHOIIEHMH OCYXJEHHOTO, JIMIICHHOTO II0 IPUTOBOPY  CHEIUAIBLHOTO  BOMHCKOTO
WJIM TIOYETHOI'O  3BaHHUs, KIACCHOIO YHWHA WJIM FOCYJIAPCTBEHHBIX HArpaj, — IOCTYIUIEHUE
OT OpraHa, MPUCBOMBIIETO 3BaHWE, YMH WJIM Harpaay, COOOIIEHHS 00 MCIIOJHEHWW IPUTOBOpA
B DTOM YacTH

2) B OTHOUIEHWU OCYXJICHHOTO, C KOTOPOTO IIPUTOBOPOM B3BICKaH yIepO, NPUYUMHEHHBIN
UMYIIECTBY, —  BblJa4a HCIOJHUTENBHBIX JIOKYMEHTOB B3BICKATENIO JHOO HampaBlieHUE
HCIIOTHUTENIBHBIX JIOKYMEHTOB JUIsl TIPOM3BOJICTBA B3BICKAHHM I10 €ro MPochoe

3) B OTHOIICHHUU OCYXKJIEHHOTO K JIMIIIEHUIO CBOOOIBI — IOJIYYCHHUE CBEACHHUI O MECTe OTOBIBAaHUS
HaKa3aHUs OCYKICHHbBIM;

4) B OTHOILIICHUU OCY)KJICHHOTO K MCIPABUTEIIbHBIM pab0OTaM — MOCTYIJICHHE YBEIOMIICHUS
0 MOJIYYEHUH KOMUI MPUTrOBOPa OT YrOJIOBHO-UCIIOTHUTEIbHOW HHCIIEKITUU

141. Koqim4ecTBO JOKYMEHTOB, NMOJY4Y€HHBbIX, CO3JAHHBIX W OTHPABJEHHBIX B apOUTPaKHOM
cy/le 3a COOTBETCTBYIOIIMIA OTPE30K BPEMEHH 3TO..

142. Pemienue cyia nepBoil HHCTAHIUH 3TO:

143. Pemienue cyia npuHuUMaeTcs :
1) B coBemaTenbHON KOMHATe

2) B 3aJie 3acelaHHH CyJia

3) B TailHO! KOMHaTe

144. Pemienue cyia npuHUMAaeTcs :

145. IlpoueccyajibHbIN JOKYMEHT, Pa3pellalouIuii 1eJ10 1 BOCCTAHAB/JIMBAKOIINH HAPYIICHHbIE
NpaBa, BbIHECEHHbIH CyJI0M B YCTAHOBJICHHOI 3aKOHOM IpoLecCyaibHOl (opMe HA OCHOBe
paccMOTpeHud JeJia Mo CyILIeCTBY 3TO:

146. Ilo ka:xxaoMy rpazkIaHCKOMY /ieJly BBIHOCHTCS:
1) onHO permieHue

2) nBa peueHus

3) HECKOJIBKO pEelIeHUH, 10 YCMOTPEHUIO CyIbU

147. Ilo ka:ka0My rpazkIaHCKOMY /ieJly BBIHOCHTCS:

148. IlepBoe TpedoBaHue, npeabsBJsgeMoe rpasKIaHCKUM npoueccyajabHbIM
3aKOHOAATeJIbCTBOM K IAaHHOMY BH/Y NOCTAHOBJIEHHS CY/1a ePBOi MHCTAHIUH 3TO:

149. U3 kakux yacTeil COCTOUT CTPYKTYPHO Cyie0HOe pelieHue:

1) BBOAHOM, ONUCATENBHON, MOTUBUPOBOYHOMN U PE30IIOTUBHON

2) BBOJHOM U pacropsIuTeNIbHON

3) BBOJIHOHM M OCHOBHOM

150. B TeyeHue, KAKOro CPOKa J0JKHbI XPAHUTBLCHA MO MecTyY (GOPMHUPOBAHMS 3aAKOHYECHHBIE
AeJIONPOU3BOACTBOM jesa?

1) B Teuenun 10 ner.

2) B teuenne 1-3 ner;

3) B Teuenue 5 ner.

151. 3akoHYeHHBIE 1eT0NPON3BOACTBOM /ie/1a JOJKHbI XPAHUTBLCS 110 MecTy (OPMHPOBAHHS B
Te4YeHHe

152. DkcnepTHAsi KOMHMCCHUS HA3HAYAETCH:
1) mpukazom npencenaTens cyaa

2) MPOTOKOJIOM

3) peuienrem



153. KTo npuHHMMaeT pelleHHe HAa Iepejadyy B apXMB YIOJOBHBIX, TIPaKIAHCKUX H
aAMHHUCTPATHBHBIX /1eJ1, IPOU3BO/ICTB:

1) mpeacenarens cyaa

2) 3aBeYIOIINI KaHIIEIIPUU

3) cynps

154. Yto cocTaB/isieTcsl B KOHIIE [1eJIa, IPOM3BOACTBA HA OTAECJIbHOM JIMCTE :

1) 3aBepuTeNIbHAs 3aKCh

2) uTorosas 3allUCh

3) cripaBOYHBIN JTUCT

155. UYro yka3piBaercssi Ha 00/10KKAaX YrOJOBHBIX /A€l W MPOM3BOJACTB, NOMJIEKALIUX
MOCTOSIHHOMY U /10JITOBPEMEHHOMY XPAHEHHIO:

1) damunusi, UM, OTYECTBO OCYXJECHHOTO JIMLA M TMOJHOE HAWMEHOBAaHUE CTaTbU YrOJIOBHOTO
KOJZIeKCa, 110 KOTOPOM JIMLIO0 OCYXJIEHO

2) KpaTKoe cojiepaHue Jiena

3) 3aBepuTeNbHas 3alKCh

156. [loxymeHT, mnpeacraBiasilomMi co0oii TpadapeTHblii TEKCT, COJepKAIIHI BOMPOCHI
10 onpe/e/IeHHOI TeMe U MeCTO /1Jisl 0TBETOB (MJIM OTBETHI) HA HUX 3TO..

157. BeJblii JJUCT ¢ YACTUYHO HANEYATAHHBIM TEKCTOM U NMPOo0OeJIaMU, KOTOpPbIE 3al0JIHAIOTCS
aKTyaJbHOIl HH(popManmei (Hanpumep, aHKeTHbIN B.) 3T0..

158. Hoanucek, moaTBepKAAOMIAA (PAKT O3HAKOMJIEHHMS JOJIKHOCTHOIO JIMIA C IOKYMEHTOM
3TO..

159. TekcTroBoii [I0KYMEHT, OTPAaKAWIIUH, KaK NPAaBWJIO, IJIaH PadoTbl € TOYHbIMH
NMOKA3aTeJISIMA HOPM H BpEMEHH BbINOJTHEHHS ITO...

160. ITomeTka, yka3pIBalOIas Ha 0CO0bI XapaKTep HJIH 0CO0bIN COc00 MepechblIKH /1eJ10BOM
KOPPeCNOHAeHINHU (KCEKPETHO», «CPOYHO», «He MOJJIeKUT OIVIALIEHUI0», «JIUYHO») ITO..

161. PekBU3UT BKJIIOYAOIMMI B ce0l YUCJI0, MeCSl W 0 COCTABJECHHMS WJIM NMOJANUCAHUSA
AOKYMEHTAa, yKa3aHHbIe HA HeM apa0CKUMH Hudpamu 370...

162. JlokymeHT, Aal0mMi IMOJHOMOYHMS €ro NpeIbsABUTENI0 HA BHINOJHEHHE KAKUX-TH00
AeicTBUI OT UMEHHU J0BEPUTEJIA ITO..

163. /lokymeHT, aJpecOBAHHbIH PYKOBOACTBY, B KOTOPOM H3JIaraercs Kakou-audo Bompoc
¢ BBIBOJAMH U NPEAJI0KEHUAMHU COCTABUTEJIA TO..

164. JlokymeHT, coaepalluili Npocb0y WJIM NpPeAIoKeHue Juna (JMI) Yy4peskIeHUI0
WIH J0JI7KHOCTHOMY JIMIy (Hampumep, 3. o npueMe Ha padoTy, 3. 0 NPeI0CTABJIEHNH OTIYCKA

U T. J1.) 3TO..

165. loxkymeHT, MH(pOPMHUPYIOIINI O NPeACTOSIEM MePONPHATHH (3acelaHHH, COOpaHuUM,
KOH(epeHUN) U COAep:RaLIU NpelIoKeHHe NIPUHATh Y4acTHe 3TO...

166. IIpouecc npocraBjeHnsi HHIEKCA ITO...

167. Jdeno, Briawyawiee 10KyMEHTbl 0 KAKOM-1100 Jjguiue (o0 ero ouorpadumn, odpasoBanum,
TPYAOBOM MJIH 001IECTBEHHOM AeATeJbHOCTH) 3TO...



168. IOpuanyeckn opopMiIeHHBIN NepedeHb JOKYMEHTOB 3TO..

169. [doxkymeHT, coaep:Kalluii CBeJeHUS O MOATOTOBKEe M MPOBeAeHUM PpadoT, 00 UuTorax
BbINOJIHEHHS IVIAHOB, 33/1aHMH, KOMAHIAMPOBOK M APYIrUX MepONPUSTHH, NMpPeACTaABJIsIeMbIil
BBILIECTOSAIEMY YUPEKAEHHIO KAK JOJKHOCTHOMY JIMILY 3TO..

170. Pemenue cyaa OTHOCHTEIbHO BUHOBHOCTH NMOJCYIMMOI0 U €€ MOoCJeACTBUI, ABJISIONIeeCs
pe3yJabTaToOM PacCMOTPEHUs /1eJia N0 CyILIeCTBY 3TO...

171. Iloyio:keHHe O CTPYKTYPHOM NOAPa3AeJIeHHH — 3TO

1) mpaBOBOM aKT, KOTOpBIM ycCTaHaBIMBAaeT cTaryc, (YHKLMM, IpaBa, OOA3aHHOCTU M
OTBETCTBEHHOCTb CTPYKTYPHBIX [1OJpa3/1€J€HUN U1K UHBIX OPTaHOB;

2) npaBOBOH aKT, KOTOPBIM OIpeaenseT cTaTyc OpraHu3aluM, ee 3aJaud M (yHKLUHU, [paBa,
OTBETCTBEHHOCTb, IOPSAOK JAeATEIbHOCTH;

3) IOroBOp, CTOPOHBI KOTOPOIO OO0S3YIOTCA CO3/aTh OPUAMYECKOE JIMIO U YCTaHaBIUBAIOT
MOPSIOK COBMECTHOM JESITEIIbHOCTH 10 TaHHOMY (DaKTy.

172. laToii 10JKHOCTHOW MHCTPYKUMH SIBJISIETCA /1aTa:

1) ee yTBepKACHHUS;
2) ee COCTaBIICHUS,
3) 03HaKOMJICHHS C HEH paOOTHHKA.

173. IlpaBoBoii aKT, B KOTOpPOM OTOOpakaeTcsi NOPSAAOK [IeATeJbHOCTH PYKOBOJICTBA
OpPraHM3aluM, 2 PABHO KOJJIETHaJbHOI0 WJIM COBENIaTeJIbHOI0 OPrana — 3To:

1) pernamenr;
2) wTaTHOE paclucaHue;
3) ycras.

174.110 cdepe cBoero aeiicTBUA pacoOpAANTEIbHbIC JOKYMEHTHI JeJATCS Ha:

1) penepanbHOTO ypOBHS, PETHOHAIBHOTO YPOBHSI, IPABOBbIE aKThl OpraHU3alni;
2) KOJUJIGKTUBHBIE U UHAMBUIYaIbHBIE;
3) nmpaBoOBBIE aKThl OpTraHU3aLUN, IPABOBBIE aKThl UX CTPYKTYPHBIX OAPA3ACICHUN.

175. PacnopsizkeHue U31aeTCH:

1) eTMHOIUYHO;
2) KOJIJIETUAJIBHO;
3) B yCIIOBHSIX BEJOMCTBEHHOT'O PETYIUPOBAHUS.

176. Konus yacTn J0KyMEHTa, KOTOPas 3aBepeHa B ONpPeAeJIeHHOM MOpsAKe, 3TO:

1) BeIMHCKa;
2) aNeKTpOHHAS KOUS;
3) nyOnukar.

177. He siBaAsieTCA JOKYMEHTOM, KOTOPbI HHULIMHUPYeET pelieHune:

1) mpoeKT AJOKyMeHTa;
2) 3aKJII0YEHUE;
3) noknagHas 3amucKa.

178. UeM BHemIHe OTJIMYaETCS MPOEKT JOKYMEHTA OT ero OKOH4YaTeJbHOr0 BapuaHra?
1) Haanucero «mipoekT» B BEpXHEM I0JI€ CIPaBa;

2) IIpoexkt He o0s3arenbHO O(GOPMIIATH B TakoW ke QopMme, Kak OyaymHil TOKyMEHT,
JIOCTATOYHO CaMOT0 TEKCTa;

3) IIpoekt odopmisercs Ha ClieHATBLHOM OJIaHKE.

179. Kakasi 4acTh NOCTAHOBJICHUS COAEPKUT HOPMATUBHBIE MOJIOKEHUS] WJIH MOPYYeHU s ?
1) PacnopsigutenbHasi;
2) Koncrarupyromias;
3) BBonHas.



180. B cocTaB MH(pOPMALMOHHO-CNIPABOYHBIX JOKYMEHTOB He BXO/JHUT:

1) yka3zanue;

2) nokJaHas 3aMucKa;

3) cBOJKA.

181.Bux  MH(pOPMALMOHHO-CIIPABOYHOI  JOKYMEHTAUMH, sABJSOLIelics  crmocodom
ONePATUBHOI0 MH(POPMALMOHHOI0 00MEHA MeXKAY OPraHU3alusIMHU, HA3bIBACTCH

1) nepenuckoii;

2) IOKyMEHTalueH s cly>KeOHOT0 MOJIb30BAHUS;

3) CTaTUCTUYECKON OTYETHOCTHIO.

182. Uto He siBJIIeTCA NPU3HAKOM aKTa?

1) cocraBienue B cBOOOIHOM Qopme;

2) yctaHoBiieHHE (PAKTUYECKOTO COCTOSIHUE JIe] M OTPA’KEHHE €r0 B aKTe;

3) KOJUIErMajJbHOCTh COCTABIICHUS.

183. /lokyMeHTBI, KOTOpPbIe U3AAHbI BHYTPH Y4YpPE:KI€HHS M OTIPABJICHBI 32 €ro npeaeJibl
JAJS PYKOBOACTBA HMKECTOSIIMM OPraHaM yHpaBjeHUsi Ju00 B LeJX HCHOJHEHH S
NUCbMEHHBbIX YKA3aHUH BbICIICH HHCTAHIUN, HA3BIBAKOTCH:

1) ucxoaamuMu T0KyMEHTaMu;

2) BXOJSIIIUMH JOKYMEHTAMHU;

3) nepenuckou

184. Korga 1o0KyMeHT SIBJIsIeTCSI HCIIOJHEHHbIM ?

1) Korpa paccmaTpuBaeMsbiii B JOKYMEHTE BOIIPOC Pa3pEIICH MOJHOCTHIO M MEPENUcKa Mo HEMY
3aBEpUICHA;

2) Kak TOJIbKO JOKYMEHTY IPUCBOEH PErucTpalliOHHbIA HOMED;

3) Korga nokyMeHT nojlyueH KOHEYHBIM aJipecaToM

185.lludpoBoii uan OyKBeHHO-UM(PPOBOI HAEHTHUPUKATOP AOKYMEHTA, BKJIIOYAKOIIUIA
NOPAAKOBBIN HOMEP, AONOJHACMbINA MO0 KEJAHHI0 HHACKCAMH COIVIACHO MCHOJIb3YyEeMbIM
KjaaccupukaTopam, Ha3bIBaAETCH:

1) perucTpallMOHHBIM HOMEPOM JIOKYMEHTA;

2) rpudowm;

3) natoif JOKyMeHTa.

186. Hocuresnem nngopmanum siBiasiercs:

1) maTepuanbHblii 00BEKT, KOTOPBI HYXEH Mg (UKCAlMHM, XpaHEeHUs (M BOCIPOU3BEICHUS)
peueBoil, 3BYKOBOW MJIM U300pa3nuTeNbHON HHPOpMAIINH;

2) co3marenb JOKYMEHTa;

3) cTpyKTypHOE NoApa3/iejeHue, BHIIOIHA0IEee PYHKIIMH 10 BEJEHUIO TOKYMEHT0000poTa.

187. Uto Takoe ynupukamusa 10KyMeHTOB:

1) ycTaHOBJi€HHE €IUHOTO0 KOMIUIEKCAa BHUJOB M PAa3HOBUIHOCTEH JOKYMEHTOB JUIsl aHAJOTHYHBIX
YIIpaBJIEHYECKUX CUTYaIuil, pa3paboTka eTuHbIX (JOPM M MpaBUI MX COCTABICHM, OhpopMIIeHHE U
co3nanue TpadapeTHBIX TEKCTOB

2) yCTaHOBJICHHME HE €IMHOr0 KOMIUIEKCA BUIOB U PA3HOBUAHOCTEH TOKYMEHTOB JJISl aHAJIOTHYHBIX
YIpaBIE€HYECKUX CUTYallui, pa3paboTka eIUHBIX (GOPM U MpaBUIJI UX COCTAaBJICHUS, OQPOpPMIIEHHUE U
co3zianue TpadapeTHBIX TEKCTOB

3) yCTaHOBJEHHME €IUHOr0 KOMIUIEKCA BHIOB W Pa3HOBUIHOCTEH OTYETOB Ui AHAJOTHYHBIX
YIIpaBJIEHYECKUX CUTYaIUi, pa3paboTka equHbIX (JOpM M MpaBHI MX COCTAaBICHMS, OpopMiIeHHE U
co3nanue TpadapeTHBIX TEKCTOB

188. BoiOepuTe 0CHOBHBIE 3TANbI MOATOTOBKH U 0()OPMJICHUSI BHYTPEHHHX JOKYMEHTOB B Cy/e
1) Bce BapraHThI IPABUIIbHBIC

2) cocTaBJIE€HUE TPOEKTA U COIJIACOBAHUE

3) mpoBepKa MpaBUILHOCTH 0()OPMIICHHUS

4) moanucaHue U perucTpanus

189. Uto Takoe 0J1aHK JOKYMEHTA:

1) cTangapTHBIN TUCT OymMark, Ha KOTOPOM BOCIIPOM3BOIUTCS MOCTOSTHHAS HH(OpMAIIHS TOKYMEHTa



1 €CTh MECTO JJIsl IepeMEHHON nH(pOpMaIuu

2) HecTaHJAPTHBIA JMCT OyMmMard, Ha KOTOPOM BOCIIPOM3BOJUTCA TIOCTOSIHHAs HWHMOpMaIus
JOKYMEHTA M €CTh MECTO JJIs IEPEeMEHHON HHpOpMau

3) oba oTBeTa MpaBUIIbHBIC

190. YTto Takoe 10J:KHOCTHASI HHCTPYKIUSA:

1) opraHM3allMOHHO — PACHOPSAIUTEIBHBIN JOKYMEHT [JIMTEIHHOTO WM TIOCTOSHHOTO CpOKa
necTBusl (MO BBENEHUS HOBOW), B KOTOPOM OIpPEAENeHbl HAYYHO — TEXHHYECKHE,
TEXHOJIOTHYECKHUE, GPMHAHCOBBIE U IPYTHE CTOPOHBI JACATEIHLHOCTH OPTaHU3aIH, €€ TT0Ipa3IieeHu
Y JOJDKHOCTHBIX JTUI]

2) TOKYMEHT, B KOTOPOM OTMEYEHBI HAPYIIUTEIU PACIIOPSAIKA THS B ouce

3) MHCTPYKIUS JUPEKTOPA, KOTOPYIO HEOOXOIUMO BBIMIOJHATH B 00S3aTEIILHOM MOPSIJIKE

191. Ha3piBaeTcs1 CIPaBKOM:

1) JTIOKYMEHT, MOJITBEPIK IAFOIITH N Kakue-1100 (hakThbI 1501051 CcOOBITHSA
2) (akThl, MOCTY>KUBIIIHUE TOBOJIOM K €€ HAITUCAHUIO

3) AOKYMEHT, I/ie IPUBOAATCS KOHKPETHBIC JTAHHBIC

192. Buabl 0,1aHK0B, KOoTOpbIe npeanoaaraiotT 'OCToI:

1) ob6a oTBeTa NMpaBUIIBLHBIE

2) o6mmit 6mank 1 BeeX BugoB OPJ

3) 6iaHK KOHKPETHOTO BHJIA JIOKYMEHTA, KPOME MTHUChMa

193. Yto Takoe ¢popmy.isip-oOpazen:

1) COBOKYITHOCTh PACIOJIOKCHHBIX B OINPEICICHHON MOCIEA0BATEIHHOCTH PEKBU3UTOB, TIPUCYIIUX
BCEM BHJIaM JIOKYMCHTOB

2) KapToTeKa, KOTOpasi UCTIOIB3YETCS ISl KOHTPOJIS 33 TOCCITYKAlTUMU

3) COBOKYITHOCTh HE PEKBHU3HUTOB, a MOAIUCEH

194. Uto Takoe ropuauvecKas Cujia:

1) CBOWCTBO JOKYMEHTa, TMPEAOCTABICHHOE €My JCHCTBYIONIUM  3aKOHOJATENLCTBOM,
KOMITETSHITMEH U3/IaBIIETO OPTaHa, YCTAHOBIICHHBIM IMOPSIIKOM O(OPMIICHHS

2) TOKYMEHT, He TPeOYIOIIHiA MPoLIeyphl 3aBepEHUSI HOTAPHYCOM

3) CBOMCTBO JOKYMEHTa, HE O()OPMIICHHOTO B 0COOOM MOPSIKE

195. DyieMeHT, KOTOPBI He BXOJHUT B 32aBePUTEJIbHYI0 HAINUChH:

1) ungexc

2)I0JKHOCTD

3)nara

196. B nesionpou3BoJcTBEe, ONTHMAJBHBIM CPOKOM MCIOJIb30BAHUSI IOKYMEHTOB CUUTAETCH:
1) 3 rona

2) 5 met

3) 7 ner

4) 15 ner

197. IlpaBoBoii aKT, H3AaBaeMblid €IMHOJUYHO PYKOBOAUTENEM, IJIABHBIM 00pazom
KOJIJIETHAJILHOTO OPraHa rocyJ1apcTBEHHOI0 YIPaBJeHHs, B IeJISIX pa3pelleHust OnepaTuBHBIX
BOIIPOCOB 3TO...

198. locioBHas 3anUCh I0KJIAA0B, peveil M IPYruxX BbICTYIJIEHUA HA COOPaHMSX, COBEIIAHUSAX
U 3aCeJaHMSAX KOJJIErHabHbIX OPraHOB, OCYIIECTBJIEHHAsl METOA0M cTeHorpadum 37o..

199. Kakune ¢pynkuun B Poccniickoit @enepannu Boinoansier Cyn?

1) ocymiecTBIIs€T MPABOCYIUE IO CYICOHBIM JIeTIaM;

2) OKa3bIBAET IOPUINYECKYIO TIOMOIIb TPak1aHaM U OpraHU3aLUsIM;

3) mpeBapUTENbHO pacciielyeT YroJIOBHBIE Jela.

200. Kakue ¢pynknuu ocymectBisieT Koncruryunonnsiii Cyn Poceniickoii ®enepanuun?
1) ocymiecTBIsI€T KOHCTUTYITMOHHBIN KOHTPOJIb

2) oCyLIECTBISET MPABOCY/IHE [0 KOHKPETHBIM CYICOHBIM JeJaMm;



3) npuHKUMaeT 3aKoH o IpaBocyanuu B Poccuiickoit deaepanun.

2. TemaTuka pedepaton

1. IIpu3Haky U CTPyKTypa JOKyMEHTA.
2. Vctopus pa3BuTHs CyaeOHOM eATeTbHOCTH B PD
3. HopmaTuBHO-TIpaBoBasi 6a3a JeI0MpOn3BO/ICTBA
4. IloHsATHE U OCHOBHBIE CBOIICTBAa MH(POPMALIUU
5. CriocoObl TOKYMEHTHPOBAHUS M HOCUTENN HH(DOpMAIIH
6. Buapl 1 npu3sHaKky NOLAEIKA JOKYMEHTOB.
7. CriocoOBbI 3aIUTHl TOKYMEHTOB OT (palibCUPUKAIIH

8. Ucropus nenonpons3BoacTBa
9. HopmaruBHBIE [OKYMEHTBI, PErJaMEHTHPYIOIIME KONMPOBAHUE JOKYMEHTOB U IpUJaHUE
IOPUANYECKON CUIIBI KOTIUAM

10. ®opmynsipbl U pEKBU3UTHI JOKYMEHTOB: Ha3HAUYEHUE, COCTAB U BU/IbI

11. Opranu3zaiioHHble JOKYMEHTbI: BU/Ibl, OJJAHKH, COCTaB PEKBU3UTOB U IIpaBUiIa 0(OpMIICHUS

12. PacniopsiauTenbHbIe JOKYMEHTBI: BU/bI, OJJaHKH, COCTaB PEKBU3UTOB U IPaBUiIa OPOPMIICHHS

13. MH(popMalMOHHO-CIPaBOYHbIE JTOKYMEHTBI: BHUJbI, OJIAHKH, COCTaB PEKBU3UTOB M IpaBHJIa
oopmIieHUs

14. ®opmarel OyMaXHBIX JOKyMEHTOB. biaHku nokyMeHTOB. TpeOoBaHHMS K M3TOTOBJIEHUIO
JIOKYMEHTOB

15. 3HaueHue u HOpMaTUBHasI 6a3a ONEPATUBHOIO XPAaHEHUS IOKYMEHTOB

16. Meponpusitus o nepegave el B apXyB U MpaBuiia UX 0pOpMIICHUS

17. Uctopust pa3BuTHs cyeOHOM nesTeabHOCTH B PO

18. Opransl, oCyIIeCTBISIOUINE CYA€0HYIO BIACTh

19. CyneGnas cuctema Poccuiickoii @eneparuu, ee CTpykTypa

20. Opranu3zanust 1eITeIbHOCTH CyI0B

21. CyneGHas Bnactb B PO: noHsTHEe, NPUHLIHUIIBL, (YHKLIIUU

22. KOHCTUTYIIMOHHBIE OCHOBBI Cy/IeOHOM Biactu B PO

23. KanpoBoe obOecrnieueHue Cy10B 0011l IOPUCIUKIIUN: [T0100D, TOPSAA0K Ha3HAUCHHS Cyei

24. KpanugukanroHHbIe KOJJIETHH Cyiel

25. MupoBsle CyabH

26. CyneOHbIe UHCTAHITIN
27. Opranu3zanys 1 NopsI0K BEIHECEHUS CyJIeOHOTO PeLIeHHS

28. Obuue npaBuia 0OpalieHus K UCTIOJIHEHUIO pellIeHni cyaa

29. IIpaBuna ohopMIIeHHUS U BbIIaYM KOIUM JOKYMEHTOB

30. ApOuTpakHbIie Cy/IbI

31. BepxoBHbslii cya P®, cTpykTypa U MOTHOMOYUS

32. PaitoHHBIE Cy/Ibl, UX TTOJTHOMOYHS U OpraHU3alus AeSITEIbHOCTH

33. [loHsATHE U BUIBI JOKYMEHTOB, CO3/1aBa€MbIX U MCIOJb3yeMbIX B cyze. Ilopsanok cocraBienns u

oopMIIeHUS TOKYMEHTOB B Cy/IaXx.
34. Cucrema cynoB B PO. [IpaBoBsie nctouHukH. OCOOEHHOCTH MOJCUCTEM
35. Ilopsinok BeneHUs AETONPOU3BOICTBA B CYJIE



3.Bonpocel 1151 KOJJIOKBHYMA
Tema 1
IlonsiTHe 0 TOKYMeHTAX, CIIOCO0aX JOKYMEHTHPOBAHMS, HOCUTEISIX HHpopMa UK U GYHKIMAX
JAOKYMEHTAa
1. KakuM HOpMAaTUBHBIM JTIOKYMEHTOM PErJIAMEHTUPYIOTCSI OCHOBHBIE TEPMUHBI
B 00J1aCTH JIEITONIPOU3BOICTBA?
2. Yto BKIIIOYAET B CE0sl MOHATHE «IOKYMEHT»?
3. Kakue s13bIKH U CTIOCOOBI IOKyMEHTHPOBAHUS BbI 3HaeTe?
4. Ha3oBHTe COBpEeMEHHBIE BUIbI HOCUTEIEH HHPOPMALIUH.
5. KakuM 3aKOHOM yCTaHaBJIMBAETCs IPABOBOM PEXUM CO3JaHMs, XpPaHEHUS U
HCIOJIb30BaHUS MH(POPMAIIMOHHBIX PECYpCOB?
6. Uem oTimyaeTcst JOKYMEHT JIMYHOIO IPOUCXOXKAEHUS OT O(UIMATIBHOIO T0KyMEHTa?
7. Yto 00ycnaBauBaeT IOPUINIYECKYIO CUIY O(DUIIMAIBHOTO JOKYMEHTa?
8. Uto moHMMaeTCs 1Mo1 NOoMM(PYHKINOHATBHOCTBIO JOKYMEeHTa?
9. HazoBute ocHOBHBIC OnokH (Tpynmbl) QyHKIUE qoKyMeHTa. Yem xapakTepusyeTcs KaxIbli
0110K?
10. Kak Mensiercs nerictBue GyHKIUI BO BpeMEHU?

Tema 2
[Ipu3HaKku, cBOiicTBA  CTPYKTYpPa I0KYMEHTa

1. HazoBHTE OCHOBHBIE CBOMCTBA IOKYMEHTA.

2. Jlavite onpeneneHue aTpuOyTUBHOCTH ((PYHKIIMOHATBHOCTH, CTPYKTYPHOCTH) JOKYMEHTA.
3. HazoBuTe OCHOBHBIE IPU3HAKHU JOKYMEHTA U JAaiiTe KPaTKy0 XapaKTepPUCTUKY

Ka)KJ0T0 U3 HUX.

4. Yrto Takoe opuanuecKas cuia JOKyMeHTa?

5. JlaliTe onpenesneHre NOAJMHHNKA U yOIMKaTa JOKYMEHTA.

6. Jlaiite onpenenenue xkonuu AokymeHTa. Korma xomus AOKyMeHTa NMpUOOPETAET HOPUIUYECKYIO
cuny?

7. Yem MOIITMHHBIA TOKYMEHT OTJIMYAETCS OT MOJIOKHOTO?

8. Uro npencrasnsgeT cob60il T0OKyMeHT, (hanbcuUIIMPOBAHHBIN MOTHOCTHIO?

9. Yto npexacrapnsieT coO0H JOKYMEHT, pabcu(UIMPOBAHHBIN YaCTHUHO?

10. Yro npencrapnseT coboit opuruHai JokymeHTa?

Tema 3
Dopmy.sip-o0pasen, peKBU3UTHI U 0JIaHKH

. Kakue popmaTer Oymaru ucions3yroTcest st mocTpoenus Gopmyinspa-oopaszna OPJ]?
. Kakue pazmepst noneit OPJ ycranoBnens! hopmynspom-oopasziom OPJ[?

. MoryT 11 Ha moJIsIX TOKyMEHTa pacroyaraTbCsi Kakue-audo peKBU3UTHI?

. Kakoil MakcuMasibHBIN COCTaB pEKBU3UTOB YCTAHOBIIEH (POPMYIIIPOM-00pa3om?

. CKONbKO MOJI0KeHU TabyasTopa UCTIONIb3yeTcs MPH 0OPMIIEHIUN PEKBU3UTOB?

. Kakue pekBU3UTBI OTHOCATCS K IOCTOSITHHBIM?

. Kakue pexkBu3UTHI ABISIOTCS 0053aTeIbHBIMU?

. CKOITBKO CyYIIIeCTBYET ClIOCO00B 0POPMIICHUST PEKBU3UTOB?

9. UTo XxapakTepu3yloT JOTOJIHUTEIbHBIE PEKBU3UTHI OPJ]?

10. Yem mpoAONbHBIA BapuaHT pACHOJOXKEHHUS PEKBU3UTOB 3arojOBOYHONW YacTH OJaHKa
OTJIMYAETCS OT YIJI0BOTO?

11. Yro npencrasinser coboit GaHk JOKyMeHTa ?

0 JONWn h~ WN—



12. Kakumu criocod6amu MOYKHO M3rOTaBJIMBAaTh OJJAHKH JJOKYMEHTOB?

13. Yro siBNIsIeTCS OCHOBOM JIJIs1 TPOCKTUPOBAHMS OJlaHKa TOKyMeHTa?

14. Cxonpko BumoB 61ankoB ycranosieno ['OCT P 6.30-2003?

15. lns obopmiteHHs KaKUX BUAOB JIOKYMEHTOB UCIIOJIB3YETCs OO OJ1aHK?

16. Kakue mocTOsSSHHBIC PEKBU3UTHI MOTYT OBITh HAHECEHBI Ha KKl BUJ] OJaHKa?

17. Kakumu crioco6amul MOTYT OTMEYaThCs Ha OJlaHKax MecTa JJis IEPEMEHHbBIX PEKBU3UTOB?

18. Uewm o0Omuii 6y1aHK OTIIMYaeTcs OT OJaHKa muchbma?

19. Kakue TpeboBaHMsS TPEABABIAIOTCA MPU HU3TOTOBIEHHS OlaHKa € U300pakeHUuEM
I'ocynapcrBerHoro repoa P® wim repooB cyobekToB PD?

20. Yto HeoOX0aMMO MPEACTABUTH B TUITOTPA(HIO I U3TOTOBJICHUS OJIaHKa?

Tema 4
IIpaBuia oopmiieHHs1 OCHOBHBIX BUA0B OPraHU3AIMOHHO-PACTIOPAIUTEIbHBIX IOKYMEHTOB,
HCI0JIb3yeMBbIX B Cy/ie

1. Kakue 1OKyMEHTBI OTHOCSTCS K OpraHU3alluOHHBIM?

2. B uem 3akiouaercss 0COOEHHOCTh O(OPMIIEHHUS 3arojIOBKa K TEKCTY B OpraHU3allMOHHBIX
JIOKYMEHTax?

3. Korna opraHu3anmoHHbIe JOKYMEHTBI IPHOOPETAIOT IOPUIHYECKYIO CHITY?

4. Kak cTpouTCs TEKCT B OPraHU3AIMOHHBIX JOKYMEHTax?

5. Kak noinro neiicTByeT opraHu3aliMOHHBIA JOKYMEHT? MOKHO JI BHOCUTh U3MEHEHUSI B TEKCT
OpPraHMU3aIMOHHOTO IOKyMEHTa?

6. Kakue cBenieHus JOIDKHBI COACPKATHCS B TEKCTE YUPESAUTEIBHBIX JJOKYMEHTOB?

7. C Kaxoii ebl0 CO3/1al0TCS TUTIOBBIC U MPUMEPHBIE OPTaHU3AIIMOHHBIE JOKYMEHTHI?

8. KakoBa cTpykTypa TeKcTa MojoKeHus 00 opranu3anuu?

9. B 4em cocTouT pa3nnymne Takux JOKYMEHTOB, KaK IITaTHOE PAaclUCaHUe U CTPYKTYpa U IITaTHAs
YUCJICHHOCTH?

10. TlouemMy HOMKHOCTHAsS WMHCTPYKIHS HE COCTaBJSIETCS M KATETOPUU  CIYKAIIUX
«pykoBoguTenn»? UTO IOIDKHO COACpXAaThCsl B TEKCTE KaKIOTO pasjena JIOJDKHOCTHOMN

WHCTPYKIUU?
11. Kakue  BuUIBI  OpPraHU3aNUOHHO-PACTIOPSAUTENBHBIX  JOKYMEHTOB  OTHOCATCS K
pacnopsiAUTENbHBIM?

12. Tlouemy pacniopsiiuTenbHble JOKYMEHTBI OTHOCSITCS] K IIPABOBBIM aKTam?

13. Koraa pacnopsiautenbHble JOKYMEHTBI BCTYNAIOT B CUITY?

14. Kak paznuuatorcs no cepe qeiicTBUS pacopsIUuTeNbHbIE TOKYMEHTHI?

15. Yto siBNIsieTCS OCHOBAHUEM JUISl M3AAHUS PACIIOPSIAUTEIBHOTO JOKYMEHTA?

16. Kak cTponuTcs TEKCT pacopsiAUTENIBHOIO JOKyMEHTa?

17. Kak odopmiiseTcst OTMETKA O HATMYMH MTPUIIOKEHHUS B PACHIOPSIAUTEILHOM JOKYMEHTE?

18. Kakue opranbl NpUHAMAIOT IOCTAHOBJICHHE?

19. Yro o3Hayaer nara B pacHoOpsAMTEIBLHOM AOKYMEHTE, MPOCTABIIsAEMas B 3ar0JOBOYHON 4acTH
6nanka (pekBu3ut 11)?

20. B kaxoii ¢hopme U31aI0TCSI COBMECTHBIE PACHIOPSAUTENbHbIE JOKYMEHTHI?

21. Kakue ObIBatOT BUJIBI TPUKA30B?

22. Yem otamnuaercs opopmieHrne IpruKasa no JUYHOMY COCTaBy?

23. KTo nMeer mmpaBo NOJIMCH HA IPUKa3ax?

24. Kakoil peKBU3UT UMEETCA TOJIBKO Ha JIBYX BHJIaX PACIOPSAAUTENBHBIX JOKYMEHTOB - YKa3aHUAX
Y PacnopsKEHUsIX ?

25. Ilo kakuM BOIpOCaM U3/1AK0TCS PACTIOPSDKEHNE U yKa3aHUeE?

26. Kakne moOKyMEeHTBI OTHOCSTCS K TPYIIIE CIIPaBOYHO-UH(POPMAITMOHHBIX ?

27. Ha xakux O1aHKax opOpMIISIFOTCS CIIPABOYHO-UH(POPMAITMOHHBIE TOKYMEHTHI?

28. Kak cTpoutcs cTpyKkTypa TeKCcTa ciy>keOHOTOo nmuchma?

29. Kakue ObIBAIOT BUIBI MMPOTOKOJIOB U YeM OHHU OTIWYArOTCs Apyr oT npyra? Kak odopmisercs



BBOJIHAS YacCTh MPOTOKOJIA?

30. Kak odopmiisieTcs BHEIIHSIS TOKJIaIHAs 3amicKa?

31. B ueM 0coOGeHHOCTH 0(hopMIIEHUS CIIPABKH JIMYHOTO Xapakrepa?

32. KakoBbI cTaHIapTHBIC MpaBuiia 0(OPMIICHUS 3aKIIOUCHUS?

33. Kakue BuIBl CIPABOYHO-WUH(OPMAIIMOHHBIX JOKYMEHTOB O(OpMIIIOTCS Ha OJaHkKe
KOHKPETHOTO BHJIa TOKYMEHTOB?

34. Kakue BuAbl CIPaBOYHO-HH(POPMAIIMOHHBIX JIOKYMEHTOB O(GOPMIISIFOTCSI HAa YHCTOM JIUCTE
Oymaru?

Tema 5
IIpasuiia opopmiieHHs U BbIIa4YU KONIMH JOKYMEHTOB

. UTo Takoe NOJUIMHHUK JIOKyMeHTa?

. Uto npezacTapnseT coOoi Komusi JOKyMeHTa?

. Korga xonust jokymMeHTa npuoopeTaeT IopuIndecKyro cuiny?

. KakoBbI npaBuiia BeIJauu KOMUI B OpraHu3anusx?

. Uem (pakcuMmiIbHAsE KOTIHS OTIMYAECTCS OT CBOOOTHON?

. Uto mpezacTapnsieT coO0l OTMETKA O 3aBEPEHHH KOIUU U T OHA MIOMEIIAeTCs Ha TOKyMeHTe?
. Kakue OpiBatoT BuibI KONTUN?

. Kak odopmnsiercs noinast konust opUIIHAIBHOTO T0KyMeHTa?

9. B ueM 0c0OEHHOCTH O(OPMIICHHSI BHITTUCKH?

10. Yro npencTapisieT cob0il OTMYCK TOKyMEHTa U Kak OH 3aBepsieTcs?
11. KakoBbl npaBuiia BbAauu ayonaukara’?

12. KTo umeeT npaBo BbIJ1aBaTh AyOnuKar?

13. Yem nyOnmukat OTaM4aeTcs OT KOmuu?

14. Kakue Bubpl JOKYMEHTOB HE pa3pelllacTCsl KOMMPOBAaTh U 3aBEPATH?

03O\ L KW~

Tema 6
OCHOBHBIE M0JIOKEHHS CY/1eOHOTO0 1eJI0NPOU3BOACTBA

1. Ilonarue cynebHoro nenonpousBoacTBa. Knaccudukanus nokymenton. [lonsTie, npeamMeT u MeToj
CyAeOHOro AEI0NpPOn3BOICTBA. B3aMOCBS3b C IpYrMMHU IUCIUILIMHAMU M OTPACIISIMU TIpaBa.

2. ABTOMaTH3UPOBAaHHbIE HH()OPMALIMOHHBIE TEXHOJIOTUU B CYyJI€OHOM JEONPON3BOCTBE.

3. Uctopus cynebHOTO Aenonpon3BoAcTBa B Poccun

Tema 7
Opranu3zanuoHHbIe CTPYKTYPbI BeIeHHs [1eJI0NPOU3BOICTBA B Cy/e

1. IlonsiTue u cTpykTypa cyaa.
2. [lonHOMOuUMS COTPYJHUKOB anmapara 110 BEACHHIO IEJIO0NPOU3BOJICTBA B CY/E

Tema 8



Ilopsinok BeneHus 1eJ10MPOU3BOICTBA B cy/e

1. [Ipuem, peructpanus, OTHpaBKa KOPPECIOHICHIIUH.

2. Tlopsimok oopMiieHUs Jel.

3. Ilpuem U yd4eT aneusIIUOHHBIMU, YaCTHBIX KaJI00 W MPECTaBICHUHU, JIe] C aneUISIUOHHBIMU
XKaobaMu U IPEICTaBICHUSIMH.

4. O06paleHe K UCTIOTHCHHUIO PUTOBOPOB, PEIICHHIA, OTPEACIICHUN 1 MOCTAHOBJICHHUH Cy/Ia.

Tema 9
Opranusanus 4 NOPS/IOK BHIHECEHUS Cy/1e0HOI0 pelieHust

1. ITonaTue u BUABI CyIeOHBIX aKTOB CyZa MEPBO MHCTAHIIMH.

2. Otnuuue cyaeOHOro peieHus OT OnpeaeeHusl.

3. HopmaTuBHBIE aKThl, peryaupyOIINe MOCTAHOBICHUS Cy/1a IEPBON WHCTAHIIUU.
4. TopsiioK BEIHECEHHSI CY/IEOHOTO MOCTAHOBIICHHSI.

Tema 10
Opranusanust XxpaHeHnus jeqa B cyae. OnepaTuBHoe M apXMBHOE XPaHEHHUe

1. ITopsinok u opranu3anus TEKYIEro XpaHeHus1 JOKYMEHTOB, HOMEHKJIATypa Jiedl.

2. Ilonstue apxuBa cyna. Pons apxuBapuyca.

3. CucremMa cyeOHBIX apXHUBOB U MX MECTO B CUCTEME apXUBHOTO XpaHEHUs JOKYMEHTOB B PD.

4. Tlopsinok caauu, mpuema, XpaHeHHus: TOKyMeHTOB. DopMbl onucH U akThl. Bbinaya 10KyMEHTOB U3
apxuBa ¥ crpaBoK. CpOKH XpaHEHUsI JOKYMEHTOB U MOPSAJ0K YHUUTOXKEHUS Al

4. KoMnieKThI 3a1aHUI /151 BHITIOJTHEHUSI KOHTPOJIbHBIX PadoT
Bapuanr Ne 1
1.HopmaTtuBHO-TIpaBoBas 6a3a cyieO0HOTO JeI0NPON3BO/ICTBA: 3aKOHOAATEIIbHBIE aKThl, JOKYMEHTHI,
YTBEPIKJICHHBIE TTOCTaHOBJICHUsIMU [IpaBuTenbcTBa PP, BeJOMCTBEHHBIE PABOBHIC AKTHI.
2. OcCHOBHBIC TEPMHUHBI W OIpeACICHHUS («IOKYMEHT», «aBTOp JOKYMEHTa», «O(UIIHATbHBIA
JTOKyMeHT», «}Opunnyeckas cuiia JOKYMEHTa» U JIp.), IPUMEHSIEMbIE B JIEJIOMPOU3BOJICTBE.
Mertoanueckue peKOMEeHAaIUu.

PaccmaTtpuBast mepBbIif M1 BTOPOIM BOIMPOC TEMBI, CIEAYeT PaCKPBITh KaKUM HOPMATHBHBIM
JOKYMEHTOM PEeTJIAMEHTHUPYIOTCS OCHOBHBIC TEPMHUHBI B 00JACTH CyIeOHOTO JIEIONMPOM3BOJICTBA.
JlaTh MOHSATHE OCHOBHBIM TEPMUHAM U OTMIPEICTICHHSIM.

Bapuant Ne 2
1. ®ynkiun nokymeHToB. Kiaccudukanus 10KyMEHTOB.



2. [onsiTrie U cOCOOBI JOKYMEHTHPOBaHUsI. MaTepuanbHbie HOCUTENH WHPOPMAILIUU U UX (HOPMEL.
Crnioco0sl 3anucu nHGOpMaIMK Ha HOCUTENN
MeTtoanueckue peKOMEeHIaluH.

PaccmaTpuBas nepBblii U BTOPOW BOIMPOC TEMBI, CIEAYET PACKPBITh, YTO BKJIIOYAET B ceOs
MOHATHE «JIOKYMEHT»; KAaKHe S3bIKH M CHocoObl JOKYMEHTHPOBAaHHUS BBl 3HAeTe; Ha3BaTh
COBpEMEHHBIE BUJbI HOCUTENECH MH(OpMALNK; KAaKUM 3aKOHOM YCTaHABIMBAETCS MPABOBOU PEXUM
CO3JIaHMsI, XPAaHEHUSI U MCIIOJIB30BaHUS WH(POPMALMOHHBIX PECYpPCOB; YEM OTIMYACTCA JOKYMEHT
JUYHOTO MPOUCXOXKACHUS OT O(UIINATIBLHOIO JOKYMEHTA; YTO O0YCIIaBIUBAET IOPUAMUYECKYIO CHILY
o(umaNbHOr0 JOKYMEHTA; YTO MOHUMAETCS MOJ MOJM(YHKIMOHAIBHOCTHIO TOKYMEHTA; OIUCATh
OCHOBHBIC OJIOKHM (Tpynibl) (YHKIHH TOKYMEHTA, YeM XapaKTEPHU3YeTCs KaXKIbli OJIOK, Kak
MEHsIeTCs IeUCTBHE (DYHKIMIA BO BPEMEHHU.

BapuanT Ne 3

1. IlonaTue fOKyMEHTa KaK CUCTEMBI.

2. Ilpuznaku noxkymenta. CBOMCTBA IOKYMEHTA.
Meroanueckue peKOMEHAALH.

PaccmarpuBas 1miepBblid 1 BTOPOM BOIIPOC TEMBI, CIEAYET PACKPBITh, YTO BKIIFOYAET B
ce0s TOHSATHE «IOKYMEHT»; KaKhe S3bIKM M CIIOCOOBI JTIOKYMEHTUPOBAHHs BBl 3HAETE; HA3BaTh
COBpEMEHHBIC BUJIbI HOCHTEJICH MH(DOpPMAINK; KAKMM 3aKOHOM yCTAaHABIIMBACTCS TIPABOBOM PEXHUM
CO3/IaHUS, XPAaHEHUS U HCIOJIb30BaHMS MH(QOPMAILMOHHBIX PECYPCOB; YeM OTJIMYAECTCS JOKYMEHT
JUYHOTO TPOUCXOKICHUS OT O(PUIIMAIBHOTO TOKYMEHTA; Ha3BaTh OCHOBHBIE CBOMCTBA IOKYMEHTA.

Jaiite ompeneneHue arpuOyTUBHOCTU ((PYHKIIMOHATBHOCTH, CTPYKTYPHOCTH)IOKYMEHTA;
Ha3BaTh OCHOBHBIE MTPU3HAKH JJOKYMEHTA U JAUTE KPATKYIO XapPAKTEPUCTUKY KAKIOTO U3 HUX.

Bapuaunr Ne 4
1. Buapl ¥ mpU3HAKY MOJIETKU TOKYMEHTOB.
2. CriocoOblI 3aIIUThI JOKYyMEHTOB.

MeTtoauueckne peKoOMEeHIallH.

PaccmaTtpuBass mepBbIii M BTOPOM BOIPOC TEMBI, CIEAYET PACKPBITh, YTO TAKOE IMOJIUHHHUK
JOKYMEHTA; KOrJa KONusl JOKyMEHTa MpruoOpeTaeT IpUINIecKyIo CUily; JaTh ONpeaesieHue KOMUU
JOKYMEHTA, KOT'/1a KOMHsI JOKYMEeHTa IpUoOpeTaeT IpUIHUECKYIO CHITY; YeM MOJIMHHBIN TOKYMEHT
OTJIMYAeTCs OT TMOMJIOKHOIO; YTO NpEACTaBisieT co00il JOKYMEHT, (anbcuuuupoOBaHHbIN
MOJTHOCTBIO; 4YTO TpEACTaBiIseT Cco00W JOKYMEHT, (ambCUPUUUPOBAHHBI YaCTUYHO; YTO
MPEACTABIISIET COO0M OPUTHHAN IOKYMEHTA; CITIOCOOBI 3alTUTHI IOKYMEHTOB.

Bapuanr Ne §
1. ®opmynsp-oOpaser] opraHu3alMOHHO-PACcTIOPSAUTEIBLHOTO JoKyMeHTa. OO011e cBeIeHus o
PEKBU3HTAX.
2. BiaHKW JTOKYMEHTOB.
Metoauueckue peKkoMeH1alnun

PaccmaTtpuBas mepBbIi M BTOpPOM BONPOC TEMBI, CIENYET PACKpBITh, Kakue (hopmarbl
OyMaru HCIOJIB3YIOTCs Ui moctpoenus Gopmynspa-obpasua OPJl; Kakue pasmepsr moneit OPJ]
yCTaHOBJIEHBI (opMyIsipoM-o0paziiom OP/]; MoryT i1 Ha MoisX JOKYMEHTa pacroyiaraTbCs KaKkue-
100 pexBu3uTH; Kakoil MakCMMasbHBIN COCTaB PEKBU3UTOB YCTaHOBIIEH (POpMYIIsIpOM-00pa3iiom;
CKOJIBKO MOJOXKEHUH TadyIsITOpa UCIOJIb3yeTcsl Mpu opOpMIIEHNH PEeKBU3UTOB; Kakue pexkBU3UTHI
OTHOCATCS K MOCTOSIHHBIM? Kakue pexkBU3NTHI SBISAIOTCS 00s3aTenbHBIMH; CKOJIBKO CYIIECTBYET
croco0oB oopMIIEHUST PEKBU3UTOB; UTO XapaKTepu3yloT NONMOJHHUTENbHbIE pekBU3uThl OP/I; Uem
MPOJOJIbHBIA BapUaHT PACIOJIOKEHUS] PEKBU3UTOB 3arojOBOYHOM yacTu OJaHKa OTIMYAETCS OT
YTJIOBOTO.

Bapuant Ne 6



1. Crpykrypa nokymenta. opMynsp TOKyMEHTa
2. TpeboBanust K 0QOPMIICHUIO PEKBU3UTOB OPraHU3alMOHHO-PACTIOPSIAUTEIbHBIX TOKYMEHTOB
Mertonnueckrne peKOMEH AU

PaccmarpuBas mepBbIil 1 BTOPOW BOIPOC TEMBI, CIEAYET PACKPBITh, KaKas CTPYKTypa
JOKyMeHTa, MOTyT JM Ha TOJAX JOKYMEHTA pacmojiaratbcs Kakue-mubo pekBu3uThl; Kakoit
MaKCHMaJbHBIA COCTAaB PEKBU3UTOB YCTAaHOBIEH (OPMYIIpOM-00pas3lioM; CKOJIBKO MOJIOKEHUH
Ta0yJIATOpa UCIOJIBb3yeTCs P 0(DOPMIICHHH PEKBU3UTOB; YTO BXOAUT B PeKBH3UT 09 «CripaBo4yHbIC
JnaHHble 00 opraHuzanuny; Yemy JOKHO COOTBETCTBOBATH HAaWMEHOBAHHE BHJAA JOKYMEHTa,
IPUBOIMMOE B OJIaHKE KOHKPETHOTO BHJA JOKyMeHTa; Kakue criocoObl odopmieHus pekBusnuta 11
«/lara noxymeHTta» Bbl 3HaeTe; UeM pekBu3UT 12 «PeructpaliOHHbIA HOMEP JTOKYMEHTa»
oTinyaeTcst ot pekBusnTa 13 «Cchlika Ha perucTpallMOHHBIN HOMEP U JaTy JOKyMeHTay; Beerna nu
Ha OJaHKe JI0JDKEH MPUCYTCTBOBATh PEeKBU3UT 14 «MecTo COCTaBICHUS WM U3JIaHUS TOKYMEHTA;
KakuM 00pa3oM HYX)HO 0hopMIIATh PEKBH3UT 15 «Anpecary, eclii TOKYMEHT aJIpecyeTcs B IPYTyIO
cTpany; KakoBbl cocTaBHble 4YacTH pekBu3uTa 16 «['pud yrBepx)aeHHus AOKyMeHTa»; Kakumu
crocobaMu MOXKET ohopMIIIThCS PeKkBU3HUT 17 «Pe3omonusy; Kakue CymecTBylOT 0COOCHHOCTH
odopmiieHus pekBu3uTa 18 «3aroioBoK K TEKCTYy» B 3aBHCHMOCTH OT BHJA JOKyMeHTa; [ze
npoctaBisieTcs: pekBU3UT 19 «OTMmeTka 0 KoHTpolsie»; B kakux ciydasx TeKCT O(DUIHAIBHOTO
JOKYMEHTa MOXHO OGOpMIISTh TOJBKO HAa PYCCKOM S3bIKE; T/I€ pacrojaraercss pekBu3uT 21
«OT™MeTKa 0 HaJIM4Mu mpuioxkeHus»? Korga oTMETKY 0 HaJIMYUU TPUIIOKEHUS MOXKHO 0(pOpMIIATH
o kpatkoii opme; kak odopmisiercs pekBU3UT 22 «[loamucey», eciau TOKYMEHT MOAMHCHIBACTCS
PYKOBOJMTENAMH JBYX opranusanuii? Kakumm croco0aMu MOMXKET OCYIIECTBISATHCA BHEIIHEE
COIJIACOBAaHUE M Kak 3TO o(opmisieTcsi; e MPOCTaBIseTcs Ha JOKyMeHTe pekBu3utr 23 «I'pud
coryacoBanusi MoKymeHTa»? Kakue Buawl meuateil ymorpeOmsirorces mpu opopmiiennn OPJl u kak
MPaBWJIBHO JOJKEH ObITh MPOCTaBJIeH OTTUCK meuyaTu? ['ie mpocTaBisieTcss OTMETKa O 3aBEpEHUU
KOMMM M Kak oOHa odopmisieTcs; sBISeTCs JU pPeKkBU3UT 27 «OTMeTKa 00 WCIOTHUTENIE
00s13aTeNbHBIM W TJE€ OH MPOCTaBISETCS; YTO BXOAMUT B cocTaB pekBu3uTa 28 «OTmerka 00
WCTIOTHEHUU JIOKYMEHTAa M HallpaBJICHUU €ro B JEJO0»; Ha KAaKUX JOKYMEHTaX IPOCTABIISICTCS
pekBu3HT 29 «OTMETKa O MOCTYIUIEHUH JOKYMEHTAa B OPraHM3alfio»; Ha30BUTE COCTABHBIE YaCTH
ATOTO PEKBU3UTA.

Bapuanr 7

1.OpranuzanyoHHble JOKYMEHTBI

2. PacniopsiuTenbHbIE TOKYMEHTHI

Meroanueckue peKoOMeHAANN

PaccmaTpuBas nepBblii 1 BTOPOH BOIIPOC TEMBI, CIEAYET PACKPBITh, KAKUE JOKYMEHTBI OTHOCATCA K
OpPraHM3allMOHHBIM M K paclopsIUTEIbHBIM; B YEM 3aKJII04aeTcs OCOOEHHOCTb O(OpMIICHUS
3arojloBKa K TEKCTY B OPraHM3allMOHHBIX JOKYMEHTax? KOIJa OpraHU3allMOHHBIE JIOKYMEHTHI
MPUOOPETAIOT IOPUIUYECKYIO CHUTY? KaK CTPOMTCS TEKCT B OpraHU3AIMOHHBIX TOoKymMeHTax? Kak
JIOJTO JEMCTBYET OpraHW3allMOHHBIM JOKyMEHT? MOXHO 1M BHOCHTH M3MEHEHHS B TEKCT
OpraHU3alMOHHOIO JOKyMeHTa? Kakue cBelneHMs TOJIKHBI COAEPKATHCS B TEKCTE YUPEIUTEIbHBIX
JOKYMEHTOB? C KaKOW LENbI0 CO3/AI0TCS TUIIOBBIE M NPUMEPHBIE OPraHU3alMOHHBIE TOKYMEHTHI?
KakoBa CTPYKTypa TEKCTa TMOJIOKEeHHs 00 opraHuzamuu? B yem cocTOMT pas3nuyue Takux
JOKYMEHTOB, KaK IUTAaTHOE paclUCaHue M CTPYKTypa U IUTaTHas 4UCIEHHOCTh? [louemy
JNOJDKHOCTHAsI MHCTPYKIIMS HE COCTaBIIAETCS Uil KATETOPHM CIyXKalllMX «pykoBomutenn»? Yrto
JOJDKHO COJEPIKATHCS B TEKCTE KaXKJIOT0 pa3jiena JOJKHOCTHON MHCTPYKIIMH?

BapuanT Ne 8
1. CpaBo4HO-UH(OPMAITHOHHBIC JOKYMEHTBI
2. Cocramienue u opopmiieHHE TPOIECCYaTbHBIX TOKYMEHTOB
MeTtoauueckue peKkoMeHIaluu
PaccmaTpuBasi mepBbIii U BTOPOI BOMPOC TEMBI, CIIEyeT PACKPBITh, KaKHe JOKYMEHTBI OTHOCSTCS
K Tpymnme CHopaBOYHO-MH(DOPMAIMOHHBIX; HAa KakuX OJaHKax OQOPMISIOTCS CIPAaBOYHO-



nH(OPMAIIMOHHBIE JOKYMEHTBI, KaK CTPOUTCS CTPYKTypa TEKCTa CIYKEOHOTO MHChMA; KAKOBBI
npaBmwia oOpMIICHHUS TeJIErPaMMbl; B 4eM OCOOEHHOCTh O(hopMIIeHHS TeleOHOrpaMMBbI; KaKue
OBIBAIOT BHJBI NMPOTOKOJOB W YeM OHM OTJIMYAIOTCS JAPYr OT JApYyra; Kak opopmisieTcs BBOAHAsS
qacThb nporokoiia; CoctaBieHue u opopmiieHHE NpoIecCyalbHbIX JOKYMEHTOB

Bapuanr 9

1. YeM (hakcuMuIbHAS KOTIHS OTIIMYAETCSI OT CBOOOIHOM
2. Yro npezacrasiser co0oil OTMETKa O 3aBE€pEHUH KOIUHU U TJIe OHA TIOMENaeTcs Ha JOKYMEHTE
Mertonnueckrne peKOMEHJAlNU

PaccmarpuBast  mepBBII M BTOpPOMl BONPOC TEMBI, CIEIYET PAaCKpbITh, YTO TaKOe
MOJJIMHHKUK JTOKyMEHTa; UTo TpeacTaBisieT co0oi Komusi MOKymeHTa; Korjga komus DOKyMEHTa
npuoOperaeT ropuauveckyro cuiy; KakoBbl mpaBuia BblJaud KONUM B opraHuzanusax; Yem
(hakcUMUITbHAS KOMHS OTJIMYAETCSI OT CBOOOAHOM; UTO mpeacTaBisieT coOOl OTMETKAa O 3aBEPEHUH
KOIMU U TJIe OHAa Iomemaercs Ha JokymeHTe; Kakue ObiBatoT Buawsl komuu; Kak odopmmisercs
MOJIHAST KOMUsl OQUIIMAIBLHOTO JOKYMEHTa; B dem 0coOeHHOCTh O(OpMIICHUS BBIMHCKH; YUTO
MpeJICTaBIseT coO0OM OTHYCK JOKyMEHTa M Kak OH 3aBepsercs; KakoBbl mpaBuiia BbIIayu
nyomukara; KTo mMeer mpaBo BbIIaBaTh ayonukar; Yem nyOnwkat oTimdaercs ot komuu; Kakue
BH/JIbI IOKYMEHTOB HE pa3peniaeTcsi KOMMPOBaTh U 3aBEPATH.

BapuanTt 10
1. Kakne 6I)IBaIOT BUbI KOIINN
2. Uto npeacrapiseT co00# OTITYCK JOKYMEHTA U KaK OH 3aBEpsETCS
MGTOI[I/ILIGCKI/IG PEKOMECHAAIIH

PaccmarpuBas  mepBBIi M BTOpPOM BOMNPOC TEMBI, CIEIYET PACKPBITh, YTO TaKOe
MOJJIMHHUK JTIOKYMEHTa; UTo mpeacTtaBisieT coOoi komusi JokyMeHTa; Korma komusi TOKymMeHTa
nmpuoOpeTaeT IOPUAMYECKYI0 cuiny; KakoBbl TpaBuja BbIIaud KONMWKM B OpraHu3anusx; Yem
(hakcUMUIIbHAS KOIHS OTJIMYAeTCs OT CBOOOMHOM; UTo mpeacTaBimsieT co00i OTMETKa O 3aBEpEHUH
KOIIMKU W rAC OHa NMOMCEHIACTCA HAa JOKYMCHTC, Kakne 6I>IBaIOT BUAbI KOIIWH, Kak O(l)OpMJ'I?ICTC?I
MOJTHAs KOMHUs O(HIIMAIBHOTO JOKYMEHTa, B uyeM 0coOeHHOCTh O(OpMIICHUS BBIMUCKH; UTO
npeAcTaBisieT co0OM OTIYCK JOKYMEHTa M Kak OH 3aBepsiercsi; KakoBbl mpaBwiia BBIIAYU
ny6nukata; KTo umeeT npaBo BblAaBaTh TyOIMKAaT.

Bapuant 11
1. KakoBbI ipaBumIIa BeIJaYM TyOJIMKATA
2. Yem nybnukat oTinuyaetcs oT konuu. Koria konust JOKyMeHTa PHOOpeTaeT I0PUANYECKYIO CUITY
Mertoanueckue peKOMeHAAIIH

PaccmarpuBasi mepBbIii M BTOpPOM BOMPOC TEMBI, CIEAYET PACKPBITh, YTO TaKOe
MOJVIMHHUK JTOKYMEHTa; UTo mpeacTtaBisieT co0oi komusi nokyMeHTa; Korma komwsi JOKyMmMeHTa
npuoOpeTaeT mpUIUYeckyto cuiy; KakoBbl mHpaBuia BBIJAYM KOMUN B OpraHuzanuax; Yem
(hakcuMUIIbHASL KOMUS OTIMYAETCSI OT CBOOOMHOM; UTO mpeacTaBisieT co00il OTMETKA O 3aBEPEHUU
KOIIMU W T/Ie OHA MOMEIAeTcsl Ha JOKyMeHTe; KakoBwl mpaBmiia Belnaduu qyonukata; KTo mmeer
MpaBo BbIAaBaTh AyOnukar, Uem myOnmkaT oTiMyaeTcss OT Komuu;, Kakue BUIBI TOKYMEHTOB HE
paspeniaeTcsi KONupoBaTh U 3aBEPAThH.

BapuanTt 12
1. Tlonstue cynebHoro aenomnpousBoactBa. Knaccubukanus nokymeHnto. IloHsTHe, mpeaMer u
METOJl CyIeOHOro AeNONpOU3BOACTBA. B3auMMOCBA3b C ApYrMMH JUCHUIUIMHAMU U OTpacisiMu
rpasa.
2. [TonsiTve U CTPYKTypa cyaa.

Meroanueckue peKOMEHAALUT



PaccmaTpuBasi mepBbIif B BTOPOW BOMPOC TEMBI, CIEAYET PACKPBITh, YTO TaKoe CyneOHOe
JIEJIONPOU3BOJICTBO; UYTO BKIIIOUYAET B Ce€Osl MOHATHE <«JJOKYMEHT»; KaKue S3BIKM U CIIOCOOBI
JOKYMEHTUPOBaHUs BBl 3HAETE; HAa3BaTh COBPEMEHHBIC BHUIBl HOCUTENICH HH(OpPMAINH, KaKUM
3aKOHOM  yCTAHABJIMBAETCA MPABOBOM PEXKHUM CO3JaHUS, XpaHEHUS U  HUCIHOJIb30BaHUS
WH()OPMALIMOHHBIX ~ PECYPCOB; YE€M OTIUYACTCS JOKYMEHT JIMYHOTO IPOWCXOXKICHUS OT
OopUIMATBEHOTO JIOKYMEHTa; YTO OOYCIIaBIMBAET IOPUIMYECKYIO CHIIY O(QHUIIMAIBLHOTO JTOKYMEHTA;
IIOHATHE U CTPYKTYpa CyJa.

BapuanTt 13
1. [Ipuem, peructpaius, OTHpaBKa KOPPECIIOHICHIIUH.

2. [Mopsinox oopmiieHus gei.
Mertoanueckue peKoOMeHAAINH

PaccmaTtpuBasi mepBbIi M BTOPOHl BOIPOC TEMbI, CIEAYeT PacKpbITh, YTO KTO B
KAHLEJISPUU CyAa OCYUIECTBIISET IPEABAPUTENBHOE PACCMOTPEHUE IMOCTYMNAIOMIUX JOKYMEHTOB;
Kakue TpeOoBaHMSI TPEAbSBISIOTCS K pabOTHUKAM, OCYIIECTBISIONIUM IpeIBapUTEIbHOE
paccMoOTpeHHe TOKyMeHTOB; Kak JoKHBI OBITh pacipeieieHbl JOKYMEHTBI IIPH TP EIBAPUTEIHLHOM
pPacCMOTpPEHHH JIOKYMEHTOB ?7Kakue OIepalud OCYIIECTBISIOTCS TMPU  IPEABAPUTEIHHOM
paccmoTpenun jaokymeHToB? Kyna mnepemaroTcst JOKYMEHTHl mocie ux paccMmorpenusi? Kyna
nepenaTcs OOpalleHus] TpakKJaH IOClIe MX PACcCCMOTPEHHUS PYKOBOJCTBOM cyaa? KTO SBIISETCS
OTBETCTBEHHBIM 32 UCIIOJIHEHUE, €CJIU B PE30JIIOIMH YKa3aHO HECKOJIbKO UCHOIHUTENeH? YTo Takoe
perucTtpanusi JOKYMEHTOB M KakoBa €€ OCHOBHas uenb? Kakue HOKyMEHThI He Mojyiexar
peructpanun? Kakue ¢GopMbl perucTpanuul JOKyMEHTOB CYIIECTBYIOT? B ueM cocTouT OCHOBHOM
MPUHLHUI PETUCTpalun?
Ha30BUTE JOKYMEHT, PErJIaMEHTUPYIONINH odopMIIeHHE OOJIOKKUA Jela; KaKue pPEKBUZHUTHI
BBIHOCATCS Ha OOJIOXKKY JieJla B MOMEHT €r0 3aBEJICHUS; PACCKaXKHUTE O MpaBHIaX OPOPMIICHHUS ITUX
PEKBU3UTOB; KOT/Ia JIEJI0 CUUTAETCS 3aBEICHHBIM; UTO BKJIIOYAET B ce0sl popMHUpoBaHUE Jiena.

Bapuanr 14
1. IToHsATHE 1 BUABI CYIeOHBIX aKTOB CyJia MEPBON MHCTAHIMH.
2. Otnuuue cyieOHOTO PelIeHUsl OT ONpPeIeICHUSI.
MeToauueckne peKkoMeH1alnuu

PaccmarpuBas mepBbIi M BTOPOM BOIPOC TEMBI, CIEAYET PACKPBITH 4YTO, TaKOE
cyAeOHbIE aKThl; MOHATHE CYIEOHBIX NOKa3aTelIbCTB MX BUABI M KpaTKas XapaKTEPUCTHKA; JaTh
ONpe/ieNIeHUE TMOHITHIM «OIpENEIeHUE CyAa», «CydeOHOe pelIeHue», «CyAeOHBIM mpukKaszy,
«TTOCTAHOBJICHHE»; OTJIMYME CYACOHOrO PELICHHUs OT OIpeIeICHUs.

Bapuanr 15
1. ITopsimox u opraHu3anus TEKYIEro XpaHeHus: JOKyMEHTOB, HOMEHKJIaTypa Jiedl.
2. IlonsiTue apxuBa cyna. Ponb apxuBapuyca.
MCTOHI/IquKI/Ie PEKOMCHAAINN

PaccmarpuBas mepBbIil 1 BTOpOI BOIIPOC TEMBI, CIEYET PACKPHITh B TEUEHUE KAKOTO
CpOKa JOJDKHBI XPAaHHUTHCS MO MeCTy (POpMUpOBaHHUS 3aKOHUCHHBIE JIEJOMPOU3BOJICTBOM JIENia;
KaKOBbI CPOKH XpaHEHUs JIe], MOJIJISKAIINUX [Tepeade B apXUB OPraHU3allMU; YTO IIPeyCMaTpUBAET
nmostHoe oOpMIIEHHE JIeNIa TIPH MOJATOTOBKE €Tr0 K Ieperaue Ha XpaHeHUE B apXHUB OpPraHHU3allid; B
KaKUX CIy4asX COCTaBJICHHME BHYTPEHHEW ONUCH Jela o00s3aTelbHO; YTO  O3HAYaeT
MepeCUCTEMaTU3AIMS JOKYMEHTOB B JICJIC M TTIOYEMY OHa MPOBOIUTCS TOJIBKO MPHU MOJATOTOBKE Jena
K TIiepeaye Ha XpaHEHHE, KaK HYMEpYyIOTCsS JIUCThl Jela; BCerga JIM COCTaBJIseTCs
3aBEPUTEIIbHASTHAAMNKNCH JeJla, YTO B HEE BXOJUT; KaKUM OOpa3oM TOJIIUBAIOTCS JOKYMEHTHI



MOCTOSTHHOTO CPOKa XPaHEHHsI B TBEPAYIO OOJIOXKKY; BCerja JH Aeja MeperuieTaloTcsl; KaK JOKHBI
XPaHUTbCS 0CO00 LIEHHbIE JOKYMEHTBI; ¢ KAKUMH LEJIAMU POU3BOAUTCS MOJIHOE OPOpPMIICHHE /e
IIpY UX MOATOTOBKE K IE€pejlaue Ha XpaHEHHE B apXUB opraHuzauuu? yto Takoe apxus? Kakue
BUJbl APXMBOB OpraHM3allMil BaM M3BECTHBI; KaK JOJIIO JOJKHBl XPAaHUTHCA JOKYMEHTBI
OpraHM3alM B €€ apXUBE; KaKUM JOKYMEHTOM DErJIaMEHTUpYETCsl paboTa apXUBOB CYJOB; KaKHe
IIpaBUJa YCTAHOBJIEHBl JJIsl OpraHU3alMM XPAHEHUS AapXUBHBIX JIOKYMEHTOB; YTO TaKOe
HOMEHKJIaTypa JIeJ;

KaKHe yCIIOBUS XpaHEHUs JOJDKHBI OBITh CO3/IaHbl B apXMBE OpraHU3allui; KakuM o0pa3oM B apXHBe
XpaHATCS JeJa; KaKhe BHJIbl YUYETHBIX JOKYMEHTOB CO3JAIOTCS BEIOMCTBEHHBIM apXMBOM; KaKue
IIpaBUJIa YCTAHOBJICHBI JUJIS CYIOB XPAHEHUs apXUBHBIX IOKYMEHTOB; POJIb apXUBapuyca

Bapuanr 16
1. Cucrema cyeOHBIX apXUBOB U MX MECTO B CUCTEME apXMBHOTO XPaHEHHs TOKYMEHTOB B PD.
2. Ilopsanok cnauy, npuema, XpaHeHus: JOKyMeHTOB. POpMBbI OIIUCH U aKThl. Bbljaua JOKYMEHTOB U3
apxuBa U crpaBoK. CpoKH XpaHEHUsl JOKYMEHTOB U NOPSAJOK YHUUTOXKEHUS JIEII.
Meroaudeckue peKkoMeH1aluu

PaccmarpuBast 1nepBbIil 1 BTOPOM BOIIPOC TEMBI, CIEAYET PACKPBITh KaKHE IPABHIIA
YCTaHOBJIEHBl [UIsl OpPraHM3alMM XPAHEHWS apXMBHBIX JOKYMEHTOB? YTO BXOOUT B COCTaB
ApxuBHoro ¢onna Poccuiickoit Penepaunu? KakoBsl ocHOBHbIE (yHKIMU DenepanbHOTO
apxuBHOro areHrcrBa? Kakue opranel BXogaT B cuctemy denepanbHOro apXMBHOIO areHTCTBA?
Kakum ¢enepanbHbIM 3aKOHOM PETYJIHPYIOTCS OTHOILEHUS B CQepe OpraHu3alvyd XpaHEHHUs,
KOMIUICKTOBAHUS, YydeTa M HCIHOJb30BaHUS JIOKyMEHTOB ApxuBHOro ¢onna Poccuiickoil
Oenepauun? Ilopsaok chauu, npuema, XpaHeHUs JOKyMeHTOB. DOpMbl onmMcH U akThl. Beinaua
JOKYMEHTOB M3 apXuBa U clpaBoK. CpOKH XpaHEHUs JOKYMEHTOB U MOPAIOK YHUUTOXKECHUS 1€

Bapuant 17
1.ITpuem 1 yueT aneyuIsIIMOHHBIMU, YaCTHBIX kaJl00 U MPEICTaBICHUMN, A€ C aneUIILHOHHBIMU
&Kao0aMM U NpeACTaBICHUSIMHU.
2. OOparieHue K UCIIOJTHEHUIO TPUTOBOPOB, PEIICHUH, ONPECIICHUI U MTOCTAaHOBJIEHUH Cy/Ia.
MeTtoaudeckne peKkoMeH1alnuu

PaccmarpuBas mnepBblii U BTOPOM BONPOC TEMBI, CIEAYET PACKPBITh MPHUEM M Y4ET
aneuUIALMOHHBIMY, YAaCTHBIX JXKalo0 W MpeJICTaBIEHHM, /el C aneJUILUOHHBIMU >Kalo0aMu HU
npencraBieHusiMy;  OOpallleHue K HCIOJHEHUIO IPUTOBOPOB, PEUICHWM, OIpeneaeHuil u
IIOCTaHOBJICHUH CyJia

BapuanT 18
1. HopmaTHuBHBIE aKThl, pETyJIHUPYIOIIKE TOCTAHOBJICHUS Cy/1a IEPBOM MHCTAHIINU.
2. Iopsinok BeIHECEHUS CyIeOHOTO ITOCTAHOBICHUS.
MCTOHI/IquKI/Ie PEKOMCHAAINN
PaccmarpuBasi  mepBbIi M BTOPOM BOIIPOC TEMBI, CIEAYeT PacKpbITh KaKUe
HOPMAaTHUBHBIE aKThl, PETYJIMPYIOLIME IOCTAaHOBIECHHS CYAAa MEPBOM WHCTAHIMM;, KAKOM IOPSIOK
BBIHECEHUSI CY/I€OHOTO TIOCTaHOBJICHUSI.

5. CocraBiieHHe JOKYMEHTOB

1. CocraBnenue u opopmiieHHEe TPOTOKOJIOB

2. CocraBienue u opopmiieHue 3asBieHus (0OparieHus )
3. CocraBiienue 1 0(hOpMIICHHE CITY>KEOHOTO ITHChMa

4. CocraBnenue u opopmieHHE CITy>)KeOHON 3aUCKU

5. OdopmieHne MOBECTKU






