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INOACHUTEJIBHASA 3AIINCKA

®onpa oneHouHbix cpencte (namee ®OC) nmo yuebHoi aucturuae «OIl. 04
JIoKyMEeHTaIlMOHHOE O0eCIeYeHUe YMpaBICHUs» TMpeIHa3HAuYeH HJisi CTYACHTOB,
oOydJaronuxcsi 1Mo nporpaMMamM CpeHero npopeccuoHalIbHOro 00pa3oBaHus (Haiee
CIIO) cnenmanbHoctr 38.02.03 OneparmoHHas 1eITeIbHOCTD B JIOTUCTHUKE

®OC pa3paboTaH Ha OCHOBAHUU:

-TpeboBaHuil K ypoBHIO MoAroToBkH oOydarommxcsi @I'OC CIIO nmo cnennaabHOCTH
38.02.03 OnepaunoHHas AeSITEILHOCTh B IOTUCTHKE;

-OCHOBHOW  00Opa3oBarelibHOM mporpaMmmbl U yueOHoro tmmana CIIO 1o
crnennaibHOCTH 38.02.03 OnepanuoHHast 1eSITEbHOCTh B JJOTUCTHUKE;

- pabouedt mporpammbl ydeOHoi mucnmmuinHbl «OI1.04  JlokymeHTarmoHHOE
obecrnieueHue ynpasiaeHus» peanuzyemoid B coorsetctBun ¢ GI'OC CIIO.

®OC mno yuebnou mucrurimHe «OIl 04 JlokymMeHTallMOHHOE OOecIeueHue
yhOpaBlieHUs» pa3paboTaH C IENAbl0 KOHTPOJS W  YIPaBICHUS MPOIECCOM
npUOOpETeHUsT 00yYaIOIMMUCS HEOOXOAUMBIX 3HAHUM, YMEHUM, HaBBIKOB, a TAKXKE
ypoBHs chopMupoBaHHOCTH 001X KoMIteTeHIu# (nanee OK) u mpodeccrnoHalbHBIX
komriereHuuid (nmanee I1IK) B 00béme yueOHOIM mporpamMmbl MO CHEIUATBHOCTH
38.02.03 OnepaunoHHas A€ TEILHOCTD B JOTHCTHKE.

@®OC  BKIIOYAET KOHTPOJBHBIE MaTEpUabl Uil TPOBENCHUS TEKYLIETO
KOHTPOJIS ¥ TPOMEXKYTOYHOW arTecTanuyd B ¢opMe dK3aMeHa.

B pe3ynbTaTe 0CBOCHHS YUEeOHOU TUCHUIUIMHBI 00yYarOUUICs JOJIKEH:

HMeTh NMpeAcTaABJIeHUE!

-0 poiM JOKyMEeHTa, (YHKIUAX, CIMOco0ax JAOKYMEHTHPOBAHHS, O HOCHUTEIIX
uH(popmanuu;

-00 yHU(UKAIMKM W CTaHAAPTU3AIMHU JIOKYMEHTa, 00 YHHU(PUIIMPOBAHHBIX CHUCTEMaX
JIOKyMEHTAITNH;

-0 KpUTEpUSX HAYYHO-UCTOPUYECKON M MPAKTHUUYECKOW IIEHHOCTU JOKYMEHTOB, 00
OTIpeIeTICHUN CPOKOB UX XPAHEHUS;

-0 KOMITBIOTEPHBIX TEXHOJIOTHSIX, TPUMEHSIEMbIX B JICIONIPOU3BOJICTBE.



3HATb:

- IOHSATHSI, LIEJIH, 3a/1a4l ¥ MIPUHIIUIIBI JIETOTPOU3BOJICTBA;
- OCHOBHBIE MOHATHUS TOKYMEHTAIIHOHHOTO 00eCTIeueHuUs
yIpaBIeHUS; - KIaCCU(PUKALIUIO TOKYMEHTOB;
- TpeOOBaHUS K COCTABIECHUIO U O(DPOPMIICHUIO JOKYMEHTOB;
-OpraHu3alrio JOKYMEHTO000pOTa: mpueMm, oO0padoTKy, pEerucTpaiuio,
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, HOMEHKJIATypy JeJl.

yMeTb!

-0OpMJIATE JOKYMEHTAllMl0 B COOTBETCTBUM C HOpPMAaTHBHOM 0a3o0i, ¢
UCIIOJIb30BaHUEM HH(POPMAITMOHHBIX TEXHOJIOTH;

- OCBaMBaTh TEXHOJIOTUH aBTOMATU3UPOBAHHON 00pabOTKH JOKYMEHTAIUH;
-MCHOJB30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB;

-OCYLIECTBIIATh XPAHEHUE, TOUCK JOKYMEHTOB;

-MCHOJB30BATh  TEJICKOMMYHHMKAllMOHHBIE  TEXHOJOTUHU B 3JIEKTPOHHOM
JIOKYMEHTOO000pOTeE.
AOCTHYb JIMYHOCTHBIX Pe3yJbTATOB:
- o0nagaTh KIIOYEBBIMU LHU(PPOBBIMU KOMIIETEHUUSIMU U TOTOBHOCTh HX
IPUMEHSTH B COBPEMEHHBIX SJKOHOMUYECKUX YCIOBUSAX
OueHka pe3ynbTaTOB OCBOEHHUS OOYYalOIUMHCS Y4YEOHOM JTHCHUILIAHBI
«OIl. 04 JTokyMeHTaIMOHHOE OOCCIICUeHNEe  YIPABICHUS»  OCYIIECCTBIACTCS C
UCITOJIb30BAaHUEM CIEAYIOIUX (POPM U METOA0B KOHTPOJIA:
TeKYyIIMHH:
— YCTHBIM ¥ IUCBMEHHBIN ONPOC,
— BBINOJIHEHUS IPAKTUYECKUX padoT,
— BBINOJIHEHUS KOHTPOJIBHBIX pa0OT MO TeMaM AUCIUIUIMHBI,
— BBINOJIHEHUS TECTOBBIX 3a/IaHAM,
- BBINOJIHEHHE PAa3HOYPOBHEBBIX 33JJaHUH 10 TEMAaM;
- BBINIOJIHEHHE NMPAKTUYECKUX PadoT.
— TIOATOTOBKA JOKJIaJ0B, pedepaToB, COOOIIECHUH.

IIpome:kyTouHas aTTecTaums — SK3aMeH



I. OBIIIASA XAPAKTEPUCTUKA ®OHJIA ONEHOYHBIX CPEJICTB

10 JUCIIUTIINHE
«OIl. 04 TokymeHTallUOHHOE o0ecrieyeHue yIpaBJIeHHsD)

crienmanbHOCTh 38.02.03 OnepanunoHHast 1€ TeIbHOCTD B JIOTUCTUKE

Pe3yabTarhl 00yueHust Koa u popmynupoBka HaumenoBanmue DopMBI U METOAbI
KOMIIETCHIIUHN pa3iejioB 1 TEM OLICHKH
(OK, IIK) Texymmii Ipome:xy-
KOHTPOJb TOYHAA
aTTecTanu
A
1 2 3 4 5
OcBoeHHBIE 3HAHUSL: TIOHSTHE, OK 01 Brioupats Paznen 1. -YCTHBIN U JK3aMeH
LIeJIH, 3aJ]a9H U TIPUHLIUIIBI CHOCOOBI peIICHHs 33124 JlokyMeHTHpPOBaHHE TIMCHMCHHBIN
JeTIONIPON3BOJICTBA; OCHOBHBIC npo¢ecCHOHATBHON NeITeNbHOCTH yIpaBJieHYecKOoii o1poc,
MOHATHS JOKYMEHTAIIHOHHOTO MIPUMEHHUTENIBHO K Pa3IMuHbIM JeATeJIbHOCTH. -BBITIOJTHEHUS
obecrieueHys yrpaBiIeHuUs; KOHTEKCTaM TIPAKTUIECKUX
CHUCTEMBl JOKYMEHTALHOHHOTO OK 02 Hcnonw3oBath | Tema 1.1 pabor,
obecrieueHyst yrpaBlIeHUS; COBPEMEHHBIE CPEZICTBA IIOUCKA, Beenenue. -BBIITOJIHEHHS
KJ'[aCCI/I(bI/IKaL[I/IIO JOKYMCHTOB; aHaJn3a U UHTEpHIpeTallun I[OKyMeHT U CUCTEMA KOHTPOJIBHBIX
TpeOOBaHUS K COCTABIICHUIO U “HpOpPMAINH, 1 HHPOPMAIIMOHHBIE JOKyMEHTAIUN. paboT mo Temam
0(pOPMIICHHIO TOKYMEHTOB TEXHOJIOTHH JJIs1 BBITTOJIHEHMS 3a/1a4 JIACIIUATLIUHBI,
Mo eCCHOHATBHOM eI TENLHOCTH -BBITIOJTHEHUS
OcBOEeHHBbIE YMEHU: OQ)OPMHHTI: OK 09 ITonw30BaThca TCCTOBBIX
JIOKYMEHTALUIO B COOTBETCTBUU C HpO(bCCCI/IOHaHLHOI\;I I[OKyMeHTaL[PIeﬁ Ha 3a;[aH1/1171,
HOPMaTHBHOM 0a30H, B TOM ymcie | TOCYIapCTBEHHOM M MHOCTPAHHOM - BBINOJIHEHNE
C VICIIOJIb30BaHUEM SI3BIKaxX Pa3sHOYPOBHEBBIX
I/IH(I)OpMaL[I/IOHHLIX TeXHQHorHﬁ; TIK 1.1 OCyH.IeCTBJIﬂTL 3a;[aH1/1171 110
OCBaMBaTh TEXHOJIOTUH CONPOBOKAECHUE, B TOM YHUCIIE TeMawm,
aBTOMATHU3UPOBAHHOMN MOKYMCHTAIIMOHHOC, NMPOLCAYPbI - BBIITOJIHCHUE
00pabOTKH TOKYMEHTALINH; 3aKyIIOK. TIPAKTUYECKUX
HCIIOJIb30BATh MK 1.3 Ocy1ecTBIATh pabor;
yHIDUIIIPOBAaHHBIE ()OPMBI MOKYMCHTAIIMOHHOC CONPOBOKICHUC -IIOArOTOBKA
JIOKYMEHTOB CKJIQJICKUX ONEpanui JIOKJIaJIOB,
K 4.2 Bnaners pedeparos,
METOAOJIOTHEN OLeHKH 3P PEeKTHBHOCTH COOOIIEeHUIA.
(YHKITMOHMPOBAHHS JIEMEHTOB
JIOTHCTHYECKON CUCTEMBI
11K 4.3 CocTaBnsaTh
MPOrpaMMy U OCYILIECTBIISTh
MOHHUTOPHHT TIOKa3aTesel paboThl Ha
ypOBHE 1o/ipa3zieneHus (yuyacTka)
JIOTUCTHYECKON CUCTEMBI
OcBOeHHbIE 3HAHUSA: IOHATHE, Tema 2. -YCTHBIH 1
1I€TH, 33741 U IPUHIIUIIBI OK 01 Bribupats criocoObl perieH s OpraHu3aiMoHHO- MMUCEMEHHBII
JIEJIONIPOU3BOJICTBA; OCHOBHBIC 3a7a4 npoheCCUHOHATLHON pacrnopsiiuTeNbHbIe ompoc,
MTOHATHS JOKYMEHTAIIHOHHOTO JeSITeTEHOCTH IPUMEHUTEBHO K JIOKYMEHTBI. -BBITIOJTHEHUS
obecrieueHyst yIpaBlIeHUS; Pa3IUYHBIM KOHTEKCTaM TIPaKTUIECKUX
CHCTEMBl JOKYMEHTAlHOHHOTO OK 02 Vcnonb30BaTh COBPEMEHHEIE pabor,
obecrieueHyst yrpaBlIeHUS; CpeJiCcTBa MMOUCKA, aHAIN3a U -BBITIOJTHEHUS
KIIACCU(PHKALIUIO TOKYMEHTOB; WHTEpIIpeTanuy HHGopManuu, U KOHTPOJIbHBIX
TpeOOBaHMS K COCTABICHUIO U WH(POPMAIOHHBIE TEXHOJIOTHH IS paboT mo Temam
0(pOPMIICHUIO TOKYMEHTOB BBINTOJTHEHUS 32129 TPo(eCCHOHANBEHON JIACHIUATLIUHBI,
JIESITEILHOCTH -BBITTOJTHECHHS
OcBOeHHbIE YMEHHUA: OK 09 Ilomp3oBarbcs TECTOBBIX
0(pOPMIIATE TOKYMEHTALIMIO B npodecCHOHANBHOM JOKyMEHTaIHeit 3aJJaHHH,
COOTBETCTBUHU C HOpMaTI/lBHOﬁ Ha rocy1apCTBEHHOM U MHOCTPaHHOM - BBIIIOJITHEHUE
06a30M, ¢ UCIOJIL30BAHUEM SI3bIKAX Pa3HOYpPOBHEBBIX
MH(OPMAIMOHHBIX TEXHOJIOT U, 3aJaHui 1o
TeMam;
- BBIIIOJIHCHUEC
MIPaKTUIECKUX
pabor;
-TIOJITOTOBKA
JIOKJIA/IOB,

nahannaman




OCBauBaTh TCXHOJIOI'MHU

aBTOMATH3UPOBAHHOM
HCIIO0JIB30BaTh

YHU(HULIUPOBAHHBIE (POPMEI
JIOKyMEHTOB

IIK 1.1 OcymiecTBaIATh CONPOBOXKICHUE,
B TOM YHCJI€ JOKYMEHTAIIHOHHOE,
MIPOLETYPEI 3aKYIOK.

IIK 1.3 OcymecTBaars
JOKyMEHTAI[IOHHOE COIIPOBOJK/ICHUE
CKJIQICKMX OIepanui

I1K 4.2 Bnagets METOROJIOTHEN OLIEHKH
3¢ deKTUBHOCTH (YHKIHOHUPOBAHHS
3JIEMEHTOB JIOTHCTUYECKOH CHCTEMBI
I1IK 4.3 CocraBisaTh IporpaMmy 1
OCYIIECTBIIATH MOHHTOPHHT
roka3zaresiel paboTHI Ha ypOBHE
rofpasienieHus (yJacTka)
JIOTUCTUYECKOM CUCTEMBI

OcBOeHHbIE 3HAHUSI:
OCHOBHBIC MOHSITHUS
JOKYMEHTAITMOHHOT O
oOecricucHHs yIpaBlICHUS
cUCTEeMa JIOKYMEHTAIIMOHHOTO
oOecrieueHns yIpaBIeHAS
KJIacCH()UKAITUIO TOKYMEHTOB
TpeOOBaHUs K COCTABICHUIO U
0(pOPMIICHHIO JTOKYMECHTOB
CPOKH TPeCTaBICHUS
HaJOIOBBIX  JIeKIapaluid B
rOCyIapCTBCHHBIC HAJIOTOBBIC
OpTaHHkI, BHEOO)KETHBIC
GOHOBI W TOCyNApCTBEHHEIE
OpraHbl CTaTUCTUKHU

OcCBOCHHBIC 3HAHMA:
0GOpPMIIATh JOKYMEHTAIIHIO B
COOTBETCTBUU C HOPMATUBHOMI
6a30ii, C UCIIOJIL30BAHUEM
nH(pOpMaMOHHBIX
TEXHOJIOTUI

UCIIOJIb30BaTh
yHUPHUIHPOBAHHEIE (POPMEI
JOKyMEHTOB

MPUMEHSTH HOPSIOK U
coOII0IaTh CPOKU
HCYUCIICHUS 110 CTPaXOBBIM
B3HOCAM B T'OCY/IapCTBEHHbIE
BHEOKOIKETHBIC (DOHIBI

OK 01 BeiOupats criocoOb
pelIeHus 3a1a4
Mpo¢eCCHOHATBHOM
MesITeIbHOCTH TIPUMEHHUTEITEHO K
Pa3IHMIHBIM KOHTEKCTaM

OK 02 Hcnonw3zoBaTh
COBpPEMCHHBIE CPE/ICTBA TIOMCKA,
aHa3a U HHTEPIPETAUU
uHdopmanuu, 1
MH(POPMAIIMOHHBIC TEXHOJIOTHH
IUTSL BBITOJTHCHHUS 33724
mpoeCCHOHATBHOMN
MesITeIbHOCTH

OK 09 Ilonb3oBatbes
mpo¢eCCHOHATBHOM
MOKyMCHTAIe Ha
TOCYyJapCTBCHHOM U
WHOCTPAaHHOM SI3BIKaX

MK 1.1 OcymecTBasaTh
COTIPOBOXKJICHHE, B TOM YHUCIIE
MOKYMEHTAI[HOHHOE, TPOIETYPHI
BaKyTIOK.

MK 1.3 OcymecTBasTh
MOKYMEHTAIHOHHOE
COIIPOBOKACHUE CKIIAJICKAX
onepanuit

1K 4.2 Bumagets MeTOLOJIOTHENR
otieHKH 3¢ dexkTuBHOCTH

() YHKIIMOHUPOBAHUS AJIEMEHTOB
TMTOTUCTUYECKOI CHCTEMBI

MK 4.3 CoctaBasTh Nporpammy
U OCYIIECTBIISITh MOHUTOPHHT
nokasareneil paboTsl Ha ypOBHE
noJipazeneHus (y4acTka)
JIOTUCTHYECKOI CUCTEMBI

Tema 3.
Kanposas
JIOKYMEHTAIHS.

-YCTHBIN U
MMUCbMEHHBIN
ompoc,
-BBITTOJTHCHHS
MPAKTUYCCKIX
paoor,
-BBITTOJTHEHHSI
KOHTPOJBHBIX
pabor mo Temam
JUCIUIUTAHBI,
-BBITTOJTHCHHS
TECTOBBIX
3aJjaHUH,

- BBINOJTHCHUE
Pa3HOYPOBHEBBIX
3a/laHui o
TeMaM;

- BBINIOJTHCHUE
MIPAKTUIECKUX
pabor;
-TIOJITOTOBKA
JIOKJIaJIOB,
pedeparos,
COOOIIIECHUA.




OCBOCHHbIC 3HAHM:
OCHOBHBIC TTOHSATHS
JOKYMEHTAIIHOHHOTO
obecrieueHns yrpaBIeHAS
cHCTeMa JOKYMEHTallHOHHOTO
obecrieueHNs yIIpaBICHUS,
KJaccU(UKaIHIO JOKYMEHTOB;
TpeOOBAHMUS K COCTABICHHUIO U
0pOPMIICHHIO JTOKYMECHTOB

OcBOEHHBIE€ YMEHHUSI .
0QOPMIIATH JOKYMEHTAIHIO B
COOTBETCTBUH C HOPMATHBHOU
0a30ii, C HCIOJIL30BAHUEM
HUH(pOpPMAITHOHHBIX
TEXHOJIOT UL

HCITIONIE30BAaTh
YHU(HULIUPOBAaHHBIE (POPMBI
JIOKYMEHTOB;

OK 01 Br16upath ciocoObI perieHus
3a/1a4 PO eCCUOHATBHON
JIESITeTTFHOCTH IPUMEHHUTENBEHO K
pa3IMYHBIM KOHTCKCTaM

OK 02 Hcnonp30BaTh COBpEMEHHBIE
CpeICTBa OUCKA, aHAIIN3a U
HMHTEPIPETaNuu HHOPMAIINHY, 1
HH(POPMAMOHHBIC TEXHOIOTHUHU JIJIs
BBIMOJTHEHUS 337124
MpOoQeCCUOHANBHOM JeSITEIPHOCTH
OK 09 Tlomp3oBaThes
npoeCCUOHATBHOM TOKYMCHTAIUCH
Ha TOCYJJapCTBEHHOM H
WHOCTPAHHOM SI3BIKAaX

IIK 1.1 OcymuiecTBasTh
COTIPOBOKJCHHE, B TOM YHCIIE
JIOKyMEHTaLMOHHOE, MPOLIETYPhI
3aKYTIOK.

[IK 1.3 OcymuiecTBasaTh
JIOKyMEHTaIMOHHOE COTIPOBOXKICHUE
CKJIa[ICKUX OTIepanuit

[1K 4.2 Brnagets MeToM0JIOTHEH
oteHKH 2P PeKTHBHOCTH
(hYHKIIMOHUPOBAHUS IEMEHTOB
JIOTHCTUYECKOM CHCTEMBI

K 4.3 CocTaBisiaTh
IIPOrpaMMy U OCYLIECTBIATD
MOHUTOPHHT IT0Ka3aTesel paboThl
Ha YpOBHE ITOJIpa3IeIeHUs
(y4acTka) JTOTHCTHIECKOH CHCTEMBI

Tema 4.
JloroBopHO-npaBoBast
TOKyMEHTaIHs

-YCTHBIN U
MMUCHMECHHBIN
onpoc,
-BBITTOJTHCHHS
MPAKTUYCCKIX
pabor,
-BBITTOJTHCHHS
KOHTPOJIBHBIX
pabor mo Temam
JACIUILTAHEL,
-BBITTOJTHCHHS
TECTOBBIX
3a/IaHAH,

- BBITIOJTHCHHE
Pa3HOYPOBHEBBIX
3aIaHUI o
TeMam;

- BBIIOJTHEHUE
MPAKTUYCCKIX
pabor;
-TI0JIrOTOBKA
JIOKJIaJIOB,
pedeparos,
COOOIIICHU.




OcBOEHHbIE 3HAHNUSA:
OCHOBHBIC ITOHSTHUS
JOKYMEHTAIIHOHHOTO
obecrieueHHs: ynpaBIICHHUS;
CHCTEMY IOKyMEHTALHOHHOT'O
obecrieueHHs1 ynpaBIIeHHS;
KJIaccU(UKaIHIIO JOKYMEHTOB;
TpeOOBAHMUS K COCTABICHHUIO U
0pOPMIICHHIO JOKYMECHTOB
OcCBOECHHbIC YMEHUS:
OdopMIIsATh TOKyMEHTAIHIO B
COOTBETCTBHHU C HOPMATHBHOM
0a30ii, C HCIOJIL30BAHUEM
nH(pOpMaMOHHBIX
TEXHOJIOTHIL;

UCIIONB30BATh
yHUPHUIIPOBaHHEIE (OPMEI
JIOKYMEHTOB

OK 01 Br16upats criocoObt
penieHus 3a1ad npodeccHoHATbHON
JIESITETbHOCTH IPUMEHHUTEIBHO K
pa3IMYHBIM KOHTEKCTaM

OK 02 Hcnonn3oBath
COBpPEMEHHBIE CPE/ICTBA TIOHCKa,
aHaM3a U HHTePIpETaun
nHdopmanuu, 1 nHGOpMaMOHHbIE
TEXHOJIOTHH JIJIsl BBIITOJIHEHHUS 33124
po¢eCCHOHANBHON NS TeIPHOCTH
OK 09 ITonp3oBarbes
npodeccHoHaTBHOM
JIOKYMCHTAITUCH Ha
TOCYTApPCTBCHHOM M UHOCTPAaHHOM
SI3BIKAX

IIK 1.1 OcymecTBasTh
COTIPOBOKICHUE, B TOM YHCIIE
JIOKYMEHTAIHOHHOE, TPOIETYPhI
3aKyTOK.

[IK 1.3 OcymuiecTBasTh
JIOKYMCHTAIHOHHOE
COTIPOBOKICHUE CKIIQJICKHX
onepanui

I1IK 4.2 Bnagetbs MeTO0JIOTHEH
oteHKH 3P PEeKTHBHOCTH
(DYHKIIMOHUPOBAHUS SJIEMCHTOB
JIOTHCTHYECKOM CHCTEMBI

[IK 4.3 CocTaBisth nporpaMmy u
OCYILECTBIIATH MOHUTOPUHT
mokasaresel paboTHl Ha YpOBHE
nmopasiesieHus (yJacTka)
JIOTUCTUYECKON CUCTEMBI

Pazgen 2.
Opranuzanus
padoThI ¢
JOKYMeHTaMH

Tema 5.
ITousarue

JIOKYMEHTO0000pOTAa.

perucrpanmys
JOKyMEHTOB

-YCTHBIN U
MMUCHMECHHBIN
ompoc,
-BBITTOJTHCHHS
MPAKTUYCCKIX
pabor,
-BBITTOJTHCHHS
KOHTPOJIBHBIX
pabor mo Temam
JACIUILTAHEL,
-BBITTOJTHCHHS
TECTOBBIX
3a/IaHAH,

- BBITIOJTHCHHE
Pa3HOYPOBHEBBIX
3aIaHUI o
TeMam;

- BBIIOJTHEHUE
MPAKTUYCCKIX
pabor;
-TI0JIrOTOBKA
JIOKJIaJIOB,
pedeparos,
COOOIIEHHIA.




OcBOeCHHbIC 3HAHNA:
KJacCU(UKAIHIO JOKYMEHTOB
TpeOOBaHMUS K COCTABIICHHIO U
oopmIIeHHIO TOKYMEHTOB,;
OpTaHH3aIHIO
JIOKYMEHTO000pOTa: IIPHEM,
00paboTKy, perucTpanuio,
KOHTPOIIb, XpPaHECHHE
JIOKyMEHTOB, HOMEHKJIATYpY
nen

OcBoeHHbIE YMEHHS.
0(OpPMIISTh JOKYMCHTAIIHIO B
COOTBETCTBHH C HOPMaTHBHOH
0a30ii, ¢ UCITOIB30BAHUEM
HH(POPMAIMOHHBIX
TEXHOJIOTHH;

HCIIOJIB30BATh
yHUGHUIUPOBaHHbBIE (HPOPMBI
JIOKYMEHTOB

OK 01 Bribupats criocoOsl
perenus 3a1a4 npoeccHoHaIbHON
JeSITeIbHOCTH TIPUMEHHUTEITFHO K
Ppa3IMYHBIM KOHTEKCTaM

OK 02 Hcnonws3zoBaTh
COBpEMEHHBIE CPE/ICTBA [TOUCKA,
aHaM3a U WHTEPIPETANU
nHpOpManuu, ¥ HHGOpMaITMOHHBIE
TEXHOJIOTHH JIJIsI BBITIOJTHEHHS 33/1a4
IpoQeCCHOHANBHOMN eI TEeIbHOCTH
OK 09 TToms30Batbcs
po¢eCCHOHATBHOM
JOKyMEHTaIeH Ha
rOCYAapCTBEHHOM M MHOCTPAaHHOM
SI3BIKAX

[IK 1.1 OcymecTBasTh
CONPOBOJK/ICHHE, B TOM YHCIIE
JOKYMEHTAI[MOHHOE, TPOLIEAYPHI
3aKYIIOK.

IIK 1.3 OcymecTBasTh
JOKYMEHTAIIHOHHOE
CONPOBOXKACHHUE CKIIAJCKUX
onepanui

T1IK 4.2 Bnanets METOIONIOTHEH
oteHKH 3¢ dexkTuBHOCTH
(YHKIIMOHUPOBAHUS HJIEMEHTOB
JIOTUCTUYECKOI CUCTEMBI

IIK 4.3 CocraBasTs nporpammy u
OCYIECTBIISTH MOHUTOPHHT
nokasaTesiell paboThl Ha ypOBHE
moipa3iesieHus (yJacTka)
JIOTUCTUYECKOH CHCTEMBI

Tema 6.
Opranuzanus
OTIEPATUBHOTO

U apXUBHOTO
XpaHEHUs JOKYMEHTa

-YCTHBIN U
MMUCbMEHHBIN
ompoc,
-BBITTOJTHCHHS
MPAKTUYCCKIX
pabor,
-BBITIOJTHCHHS
KOHTPOJBHBIX
pabor mo Temam
JUACIUTUTAHBI,
-BBITTOJTHCHHS
TECTOBBIX
3a/IaHAH,

- BBITTOJTHCHUE
Pa3HOYPOBHEBBIX
3aJaHAi mno
TeMam;

- BBITNIOJTHCHUE
MPAKTUUECKUX
pabor;
-TI0JITOTOBKA
JIOKJIAJIOB,
pedeparos,
COOOIIICHUA.
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II. ”THOOPMAIIMOHHOE OBECIIEYEHHUE OBYYEHMUA

2.1 HopMaTUBHO-IPABOBbIE JOKYMEHTbI:

1. «O06 anexTponHO¥ 1HppoBo oamuch». Dexepanphbiii 3akoH ot 06.04.2011 T. (c
MU3MEHEHUSIMU U JIOTIOJTHEHUSIMH ).

2. TOCT P.7.0.97-2016. «Cucrema cranaapToB 1o uHbopMaiuu, OUOIMOTEUHHOMY U
u3gaTenbCckoMy  feny.  OpraHu3alMOHHO-pacHopsiAMTEIbHAS — JIOKyMEHTAallUU.

TpeboBanus k odopmieHuto aokymeHToB. (yTB. Ilpmkazom Poccranpmapra ot
08.12.2016 N 2004-cT) (pex. ot 14.05.2018)

2.2 OcHOBHAs JTUTEPATYypa

1. bBacakoB, M.U, [lokyMeHTallmoHHOE OOeCIeueHHue YIpaBieHUs (C OCHOBaMHU
apXWBOBeJICHUS) [DIeKTpoHHBIN pecypc]: yuebHoe mocooue / M.U. bacakos. — M.:
KnoPyc, 2020. — 216¢c. — Jlma CIIO u HIIO.— Pexcum oocmyna:.
http://www.book.ru

2. Kysnenos, U. H. JlokymeHTanimoHHOE OOECIIEUEHUE YIPABIEHUS IEPCOHATIOM

[DnexTponnbIii pecype]:  yueOHuk u npaktukym s CITO / U. H. Ky3nenos. — M.

: FOpaiit, 2019. — 521 c¢. — Pearcum oocmyna: http://biblio-online.ru

2.3.J10N0JIHUTEJIbHbIE HCTOYHUKH:

1. lllysanoBa, H. H. JoxymeHTanimonHoe obecrieueHrue ymnpaBieHUs [DICKTPOHHBIM
pecype]:  yueOnuk u npaktukym s CIIO / H. H. Ilysanosa. 20- e uzg— M.:
[Opaiit, 2020. — 221 c. — Pearcum oocmyna: http://biblio-online.ru

2. I'pososa, O. C. Jlemonpou3BoacTBo [DneKTpoHHBINA pecypc]:  ydueOHOEe mocobme
s CIIO / O. C. I'pozoBa. — M. : HOpaiit, 2020. — 126 c. — Pexcum oocmyna:
http://biblio-online.ru

3. Amnapeesa, B.M. [lenonpon3BOoACTBO: OpraHU3amus W BeleHUE [ DIEKTPOHHBIHN
pecypc]:  yuebHoe mocooue / B.M. AugpeeBa. — M. : KnoPyc, 2020. — 294 c. —
Pesrcum oocmyna: http://www.book.ru

2.4. llepeuenb pecypcoB HH(POPMALHOHHO-TEIeKOMMYHUKAIIMOHHOWH ceTH
«/HTEepHET», HE0OXOAUMBIX /ISl 0CBOCHHS JUCHMILIUHbI

1. DnexrponHo-OmOmMoTeyHas cuctema BOOK.RU http://www.book.ru

2. DIEeKTpOHHO-OMOIMoTeYHas cucteMa Znanium http://www.znanium.com

3. DnekTpoHHO-OMOIMOTEYHAs cucTeMa n3arenscrBa « OPAUTy https://www.biblio-
online.ru

4. DeKTpOHHO-OMOIMOTeUHas cucTeMa «YHHBepcuTeTckas Guonmorexa OHJIAVTH»
http://biblioclub.ru/

5. DiexTpoHHas onoOInOTEKA W31aTEIHLCKOTO oMa «I"peOEHHUKOBY

https://qgrebennikon.ru
6. DaeKkTpoHHO-OMOIMOTEeUHas crucTeMa u3aaTenberBa «Jlanby https://e.lanbook.com
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III. OHEHOYHBIE CPEJICTBA

Ilpunoscenue 1
Bomnpocsl 1uist yCTHOT0 (MECbMEHHOT0) ONPoca
OK 01, OK 02, OK 09, I[IK 1.1, [IK 1.3, IIK 4.2, IIK 4.3, JIP 13, JIP 14, JIP 15, JIP 17

T3 1. Tema 1. BBenenue. JJokymMeHT u cucTeMa JOKyMEHTAIUH

1./latiTe onpenenenne nHPOPMAITUH B COOTBETCTBHH ¢ DenepaabHBIM 3aKOHOM.
2.Ilepeuncaure cBoiicTBa HH(MOPMALIHH.

3.Ha3zoBure cBoiicTBa HH(MOpMAINU, KAKOE CBOHCTBO SIBISIETCS BAKHEUIITHM U 1TOUeMy?
4.HazoBuTe OCHOBHOE CBOMCTBO YIpaBIEHUYECKOH HHPOPMALHH.

5.Kak u xorza nosBuioch BlepBble NOHATHE ToKyMeHT? KTo ero BBen?

6.B cootBerctBuu ¢ [OCToM, JOKyMEHT, JOKyMEHTHpOBaHHasl HH(opMarys o3HaYaeT?
7.J1aiiTe MOHATHE PEKBUUTHI.

8.UTo o3Ha"aeT CTaHIapT JOKyMeHTa?

9.JlaliTe MOHATHE CITY>KEOHBIH JOKYMEHT?

10.0xapaxTepusyiite HHOOPMAITUOHHYIO (PYHKIIUIO JTOKYMEHTA!

11.0xapakTepu3yiiTe OpraHu3alMoOHHYI0 QYHKIMIO JOKYMEHTA!

12.0xapakTepusyiiTe OpUANIECKYI0 PYHKINIO JOKYMEHTA:

13.0xapakTepu3yiiTe BOCIUTATEIbHYIO ()YHKIIHIO TOKYMCHTA!

14.Ha3oBute TpHu COCTaBISIOLIKE ACIONPOU3BOICTBRA:

T3 2. Tema 1. Benenue. JlokyMeHT U cucTeMa TOKyMEHTAIIUH

1. Yro npencrarisieT coOoi OJlaHK JOKyMeHTa?

2. Kakue Buzibl pacmonokenus pekBu3nuToB Bel 3naeTe? 3. Kakue peKBU3UTHI BXOJIAT B COCTAB 00IIEro OjaHka?
4. Kakue peKBU3HUTHI BXOIAT B cocTaB Onanka st ucem? 5. Kak dhopmynupyercs 3aro1oBOK K TEKCTY
JOKyMeHTa?

6. Kakue sneMeHTHI BKIIIOUAIOTCSI B COCTAB PEKBU3UTA «aapecar»?

7. CKOJNBKO aIpeCOB MAKCUMAIBLHO MOXHO MOMECTUTh Ha OOHOM JoKyMeHTe? 8. Kakue 311eMeHThI BXOAAT B
cocraB rpuda coriiacoBanus’?

9. Kakue sneMeHThI BXOASAT B cOCTaB Tprda yTBepKaeHus?

10. Kakue 351eMeHTHI B pEKBU3UTE «IIOTUCHY TOJDKHA 3aTparuBaTh 1e4aTh?

T3 3. Tema 1. BBegenue. JIokyMeHT U cHCTEMA JOKYMEHTALUM

Bri6epute BepHOE yTBEpIKIEHHUE

1.Ciy:xebHoe 1oj1e JOKYMEHTa MPeIHA3HAYCHO JIJIsl HAHECEHUS CIIeUaIbHBIX n300pakenuii 2. [TocTosHHBIN
PEKBU3UT — PEKBU3UT, HAHECCHHBIN TIPY M3TOTOBIICHUN OJaHKa

3. IlepeMeHHBIN pEKBU3UT HAHOCHUTCS TIPH COCTaBICHUH JOKyMeHTa 4. JIeBoe 1mojie MOXeT ObITh YBEITHYCHO
5. CtpaHuIbl JOKYMEHTa MOKHO HyMEpOBAaTh Ha HIDKHEM TI0JIe JIHCTa 6. Y CTaHOBJICHO JiBa BapHaHTa
pacroioKeHHsl PEeKBU3UTOB Ha OyiaHkax 7. Ha 6mankax oopMisieTcs: TONBKO IepBast CTpaHHIa JOKYMEHTOB
8.PexBu3uTHI O1aHKa opranu3aniuu cyobekta PO MOXHO 0(OPMHTE TOJILKO HA HAITMOHAEHOM s13bike 9.Ha
OJ1aHKe MOKHO IIOMECTUTH COKpAILlEHHOE HAa3BaHHE OPTaHU3allNH, JaKe €CIIM OHO HE 3aKpeIUIeHO B Y CTaBe ATOM
OpTaHu3aIun

10. IokyMeHT He MOXKET COepPKaTh 00JIee YEThIPEX apecaToB

11. IoKkyMeHT MOXeT OBITh YTBEPKACH JOIHKHOCTHBIM JIUIIOM

12. B xoHIIe 3arojioBKa K TEKCTY JOKYMEHTa TOUKa HE CTaBUTCSI

13. K noxymeHnTam, oopmiIeHHBIM Ha opmaTe AS, 3aroJIOBOK K TEKCTY HE COCTaBIISIETCS

14. Tekcr nokymeHTta Ha popmare A4 opopmiseTcs Yepes MoITopa HHTepBajia

15. Tekct OKyMeHTa MOXET ObITh IpeAcTaBIieH B (hopMe TaOIIHILIBI

16. KonmuaecTBo JIMCTOB B MPHUIJIOXKEHNUH K TEKCTY HE YKa3bIBaeTCs

17. B pacmmgpoBKe MOANUCH HHULIUAIIBI BCETAA CTOST A0 haMUiInu

18. loxymMeHTHI (pHAHCOBOTO XapakTepa MOT'YT UMETh JBE MOIIHCH

19.0T1meTka 06 UCHIOJIHEHUH AOKYMEHTA MIPOCTABIISIETCS B JIEBOM HM)KHEM YTy IIEPBOTO JINCTA JTOKYMEHTa
20.0t™meTKa 0 MOCTYIUIEHUH MTPOCTABIISIETCS TOJILKO HA MPHCHUIAEMBIX (BXOJSIINX ) TOKYMEHTaX.

T3 4. Tema 2. Opranu3anMoHHO-PACTOPSAUTENbHbIE JOKYMEHTHI
1. U3 xakux yacTeil COCTOMUT TEKCT MpuKasa?
2. Kak popmynupyercst 3aroJoBOK K MpHKazy?
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Kax dhopmymupyrorcs myHKTH pukaza’?

Kakoit popMynupoBkoii 3aKkaHUMBAETCS TEKCT MpHKa3a?

Korna uznaercs pacnopsixenue?

Kax ¢popmynmpyercs 3aroJI0OBOK K pacTiopsbKEHUI0?

Kaxumu coBamu HauMHAETCs paCIOPSAIUTENbHAS YaCTh PACHIOPSKEHUSA?
Ha xaxom 61anke oopmisercs pacropsukeHue?

B kakux ciydasx uzgaercs ykazaHue?

10 Kak ¢opmynupyercst 3aroJIoBOK K YKa3aHUIO?

11. KakuMu cioBaMu MOKET HAUWHATHCS PACIIOPSAUTENbHAS YacTh YKa3aHUs?
12. Kakoii popMynrpOBKOl 3aKaHUYMBAETCS TEKCT YKa3aHHS?

©ooN Ok~ w

T3 5. Tema 2. OpraHu3anMOHHO-PACHOPAIUTEIbHbIE JOKYMEHTHI
1. KeM cocTaBisroTCs aKThI?

2. Kakue pyOpuKH BBIAETSIOTCS BO BBOJHOW 9acTH aKTa?

3. Yo yKa3pIBaIOT B KOHCTATHPYIOIIEH 9acTH aKTa?

T3 6. Tema 2. OpraHu3auHOHHO-PACIOPSIUTENbHbIE JOKYMEHTHI
1. HazoBuTe pyOprKH BBOJHOM 9acTH MPOTOKOINA?

2. V3 xakux pa3fenoB COCTOUT OCHOBHAS 4acTh MIPOTOKONA?

3. Kak popmynupyercst IoCTaHOBIAIOMIAS YacTh MPOTOKOIa?

T3 7. Tema 2. OpraHu3aniMOHHO-PACTIOPSAUTEIbHbIE TOKYMEHTHI
1. B kakux ciydasx CO3Iar0TCs JOKIIAIHBIE 3aITUCKHU?

2. Ha xakue BUabBI OeisITCA JOK/IaAHbBIE 3AIIUCKU?

3. M3 kakux yacTei COCTOMT TEKCT JOKIAIHON 3aIMMCKU?

T3 8. Tema 2. OpraHu3auHOHHO-PACIOPSAUTENbHBIE JOKYMEHTDI
1. Yo Takoe crpaBka?

2. Kakue ObIBaroT cripaBku?

3. Kaxue pekBU3UTHI COJCPIKUT JIUUHAS CITpaBKa?

T3 9. Tema 2. OpraHu3auHOHHO-PACTIOPSIUTENbHBIE JOKYMEHTHI
1. Kakue peKkBU3UTHI BXOJAT B COCTaB OJlaHKa [yl HCEM?
2. Kakue BapuanTsl opopmiieHHs OJIAHKOB CITy>KEOHBIX ITMCEM BbI 3HaeTe?
3. B kakux cirydasx ciyeOHOe MICEMO COCTaBIIsieTCs Ha Onanke ¢oopmaTa AS?

T3 10. Tema 3. KagpoBasi 1oKyMeHTanus

1. Kakue npuka3bl Ha3bIBAIOTCS PUKA3aMH 110 JIMYHOMY COCTaBy?

2. Kak opmynupyeTcst 3arojoBOK K CBOJHOMY IPHKazy?

3. Kak oopmusiercst Bu3a 03HaKOMIJICHUS B IIPHKa3ax 10 JTMYHOMY COCTaBy?

T3 11. Tema 3. Kaaporasi foKyMeHTaIUsI

1. Kak nmumercs 3asBneHue?
2. VI3 KakuX CTPYKTYPHBIX JIEMEHTOB COCTOUT XapaKTepUCTUKA?
3. KTo noAnuceIBaeT XapakTepUCTHKY?

T3 12. Tema 4. JloroBopHO-npaBoBasi AOKyMeHTALHS.

1.KakoBbI OHATHE U CTPYKTypa KOMMEPYECKOT0 JJ0TOBOpa’?

2.Kakyo (yHKIOHIO BBITONHSIOT JOTOBOPHI KYIUIM-NIPOJAXKH, JOTOBOP TOCTaBKH?
0OpMIISETCS TIPOTOKOJT PA3HOTIIACHH K JJOTOBOPY MOCTABKHU?

4.B KakHX cIydasx U KaK COCTABIISIOTCS KOMMEPUYECKHE aKThI?

5.KakoBbI copeprkaHre 1 Ha3HAUEHUE HCKOBOTO 3asiBICHUS?

T3 13. Tema 5. [ToHsATHE TOKYMEHT0000POTA, pErNCTPANNS JOKYMEHTOB
1.Yto Takoe «10KyMEHTOOOOPOT» U KaKOBa €ro OpraHu3aLus?

3.B xakmx ciygasx

2.Yro BbI 3HaeTe 0 (hopMax OpraHu3aluK padoThI CO CiIyKeOHbIMHU ToKyMeHTamu? 3.Kak opranusyercs paborta

¢ KOH(HIECHIIHATLHBIMU JOKYMCHTAMHU Ha MPEANPUATHNA?

13



Kpurepun ouenku T3 1-T3 13:

- OLICHKA «OTJIMYHO» BBICTABJISICTCS CTYICHTY, €CIIH:

l)monHO M3maraeT M3y4eHHBIH MaTepHal, MPaBHIBHO BOCHPOU3BOIHT ONPEICTICHUS IMOHATHS, TEPMHHBL
2) oOHapyXMBaeT TMOHMMAaHUE Marepuaia, MOXXET O0OCHOBATh CBOM CY)KICHUS, NMPHUMCHHTh 3HAHHS Ha
NpaKTHKE, MNPUBECTH HEOOXOJMMBbIC NPUMEPbl HE TOJBKO IO YYeOHMKY, HO U CaMOCTOSITECIBHO
COCTaBIICHHBIE;

3) u3naraeT MaTepHal Mociel0BaTeNbHO U MPaBHILHO.

- OLICHKA «XOPOII0» BHICTABISIETCS CTYICHTY, €CIIH:

CTYJICHT JaéT OTBET, YJOBJICTBOPSIONINN TEM K& TpeOOBaHMSM, 4TO ¥ JJIsl oT™MeTKH 5", HO momyckaet 1-2
omKOKH, KOTOPBIE CaM K€ UCTIPaBIseT, U 1-2 HeqouéTa B MOCIEN0BATENbHOCTH MaTepHaa.

- OLICHKA «yA0BJIETBOPHUTEIHLHO» BHICTABISCTCS CTYICHTY, €CIIHU:

1) m3naraer marepuan HEMOJHO M JOMYCKAeT HETOYHOCTU B ONPEICICHUH MOHATUI WK (OPMYIHPOBKE
TIPaBUI;

2) He yMeeT JJOCTaTOYHO IIyOOKO M J0Ka3aTelibHO 000CHOBATH CBOM CYXK/ICHHS U TPUBECTH CBOU NPUMEPHI;
3) u3naraeT MaTepuan HermoclIeI0BaTeIbHO U JOIYCKAaeT OIIHOKH.

- OLICHKA «HEY/0BJIETBOPHUTEIBbHO» BHICTABIISCTCS CTYACHTY €CITH:

CTYACHT OOHapy)XKMBaeT HE3HaHHE OOJbIIEeH YacTH COOTBETCTBYIOLIETO pa3zeiia M3ydaeMOro Marepuana,
JOIyCKaeT OMMOKH B (hOPMYIMPOBKE ONPENEICHUH U MPaBWJI, HCKKAIOIINE HX CMBICH, OECIIOpSI0YHO U
HEyBepeHHO u3naraet Marepuail. Onenka "2" oTMeuaeT Takue HeJOCTaTKH B MOATOTOBKE CTYICHTa, KOTOPHIC
SIBJISTIOTCSI CEPHE3HBIM TPETISITCTBHEM K YCIEIITHOMY OBJIAJICHUIO ITOCTIEAYIOIINM MAaTEepHAIOM.
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Ilpunoscenue 2
KommuiekT 3ajaHuii 111 KOHTPOJIbHBIX PadoT
no Aucuumninne «/JlokyMeHTAaHOHHOE ofecTiedeHne YIPaBJIeHUsD)
OK 01, OK 02, OK 09, I[IK 1.1, IIK 1.3, IIK 4.2, I[IK 4.3, JIP 13, JIP 14, JIP 15, JIP 17

Tema 2 Oprann3ainoHHO-PaCOPIAUTEIbHbIE IOKYMEHThI
KP1

Bapwuanr 1.

1.Ha3oBHTE OCHOBHOE Ha3HAUYEHUE OPraHU3ALMOHHBIX TOKYMEHTOB.
2.Jlaiite onpenenenne — PEHIEHUE.

3.Jlatite onpenenenne — IIOJIOXKEHUE.

Bapwmanr 2.

1.HazoBuTE OCHOBHOE Ha3HAUCHUE PACTIOPSAUTENBHBIX JOKYMEHTOB.
2. Naiite onpenenenue — JJOJDKHOCTHAA UHCTPYKIIUSL.

3 Hatite onpeaencuue — IIOCTAHOBJIEHUE.

Bapmuanr 3.

1.Ilepeuncnure, YTO OTHOCUTCS K OPraHU3ALMOHHBIM JOKYMEHTAM.
2.JlaliTe XapaKTepUCTUKY IIPUKa3aM 10 OCHOBHOM NEATeILHOCTH.
3.Haiite onpenencuue — IIITATHOE PACIIMCAHUE.

Bapuasnr 4.

1.Ilepedncnure, 9TO OTHOCUTCA K PaCIOPSIUTENBHBIM JOKYMEHTAM.
2. aiiTe XapakTepUCTUKY MpUKa3aM M0 OCHOBHOMU J€ATEIbHOCTH.

3. Haiite onpenenenue — UHCTPYKIIMAL.

KP 2.

1 BapuanT

3aganue Nel. CoctaBuTh cripaBKy o ToM, 4To KupoBa AHHa AHaTonbeBHA pabOTaeT SKOHOMUCTOM OTJIEJIa
mapkeTrara B OAO «Komeray ¢ okmagom 7000 pyOneit, s mpeaocTaBieHus B JETCKUI cal.

3ananue Ne2. CocTaBUThH MHUCHEMO 3JIEKTPOHHOTO KOJUIEKa KOMUTETY 110 HAyKEe W TEXHUKE O BBIJIEIICHUN
JICHSXKHBIX cpencTs, B pasmepe 100000 pyouieii Ha nmpuoOpeTeHre KOMIIbIOTEPOB B KouuecTBe 30 IMITYK.

2 BapuaHT

3amanne Nel. CoctaBuTh mmpukas 06 ocBoboxkaennu Mkaesa N.1O oT 3aHuMaeMoil JOKHOCTH TEXHOJIOTA TIEXE
KOMIIJIEKTAITNH 3aBo/Ia « buHOMY.

3ananue Ne2. CocTaBUTh JOKIAJHYIO 3anucKy rmaBHoMy MHkeHepy C.®@. UrnatoBy C.M. OAO «JIngep» o1
UH)KEHepa 1Mo TexHuke Oe3onmacHoctd B.M.MnbuHa 0 HECOOIO/ICHUM TEXHUKH O€30MacHOCTH Ha CTPOH -
ydacTke. He orpakmarorcst Mecta CBapOYHBIX padoT, I/ie MOTYT HalaTh MPEMETHI C BRICOTHI.

3 BapuaHt

3ananue Nel CocTaBUTh OOBSCHUTENBHYIO 3aIIMCKY Ha UMs TaaBHoro oyxranrepa CU. Kycosoii ot
kaccupa B.B. UcaeBoii 06 orcyrcTBun Ha padore 27.10.200__.

3ananue No2. CocraButh npuka3 3A0 « Mctok « 00 n3meHeHun rpaduka paboThl TEXHUYECKOTO OT/IeNa B
cy00OTHUE THH.

4 BapuaHT

3aganue Nel. CoctaButh cripaBky Ha uMs [letpoBa ['.U., mmxeHepa 11exa KOMITIEKTAIIUN 3aBOIA «
Bunom», 0 TOM YTO €Tro NPOU3BOACTBEHHBIN CTaXX HA JaHHOM NMPEeINpUsSTHN cOCTaBuI 5 net. CrpaBka 1aHa
JUTSL TIPE/ICTABIICHHSI B TEXHOJIOTUIECKUH TEXHUKYM.

3ananue Ne2. CoctaBuTh npukas no o0yBHo# ¢gadpuke ot 22.11.200__ Ne58 o mepeBoae ¢ JOBKHOCTH
WHXKEHepa Ha JIOJDKHOCTH TMIIaBHOTO HHXKEHEpA.

5 BapuaHT
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3agaame Ne 1. CocTaBUTH JOKJIAIHYIO 3aMMMCKY HHGOPMAITMOHHOTO XapaKkTepa Ha UM HadaJIbHUKA IIexa
Cwmupnosa B.I1, o HemocTaTKax B OpraHn3aliy padOYNX MECT Ha yyacTKe.

3amanue No 2. CocTaBUTh MHUCHBMO OT HWMEHHM JHPEKTOpa 3aBoja « JloJMOMHUT» B  ajpec
MAaIIMHOCTPOUTEIBHOTO 3aBOJIa C POCKOOH OTIMYCTUTH CIIEAYIOIINE TOBAPHI: ~TUCTOBOE Kele30 — 2 TOHHBI; -
U@ oBabHBIE KPYTH - 5 MITYK.

KP 3.

Bapuanr 1.

1./laliTe moTHYIO XapaKTEPUCTUKY MPUKA30B (ONpeIeiCHNe, BU b, HA3HAYCHHE, PEKBU3UTHI, 0()OPMIICHHUE).
2.JlatiTe onpeneneHne OpraHU3aOHHON JOKYMEHTAIIHH.

Bapwuanr 2.
1./laiiTe XapakTEepUCTUKY TIO0 COCTABIICHHIO aKTOB (ONpe/ieiicHNe, Ha3HAUCHHE, PEKBU3UTHI, 0(OpPMIICHHE).
2.JlatiTe onpeseneHue pacopsIMTSIIEHON TOKYMEHTAIHH.

Bapwuanr 3.
1./laliTe XapaKTEpPUCTUKY 10 COCTABJICHUIO U O(DOPMIICHHIO TOKJIATHBIX U 00BICHUTEIBHBIX 3aIHCOK.
2.JlaiiTe onpeneneHnue peKBU3UTA.

Bapuanr 4.

1.[laliTe XapakTepUCTHKy TIO COCTABIIEHHIO IIPOTOKOJIOB (OMpeNeeHne, Ha3HA4YeHHWE, PEKBU3UTHL,
odopmiieHue).

2.JlaiiTe onpeieicHUE TOKyMEHTA.

KP 4

Bapuant Nel

1. Uctopust pa3BUTHS AETONPOU3BOACTBA B Poccuu, 3amaun JeI0nporu3BOICTBRA.

2. lokyMeHT0000pOoT. BHIBI JOKYMEHTONOTOKOB. MHACKCAIMS U PErUCTpallysl JOKYMEHTOB.

Bapuant Ne2
1. Knnaccudukariust JoOKyMEHTOB
2. CoctaB peKBU3UTOB CITYKEOHBIX JOKYMEHTOB.

Bapuant Ne3
1. bnank: BUbl, Ha3HAYCHUE, PACTIONOKCHUE PEKBU3UTOB.
2. YTBEpKICHUE CTYKEeOHBIX JJOKYMEHTOB.

Bapuant Ne4
1. Odopmienre NpUIOKEHUH U OTMETOK O HATTMYUH MPUIOKEHUH K JJOKyMEHTaM.
2. CornacoBaHue CiIy>kKeOHbBIX JTOKYMEHTOB.

Bapuant Ne5
1. Buasl cnyxe0HbIx muceM. CocTaB peKBU3UTOB IHCHMA.
2. Buppl NoKknagHbIX ¥ OOBSICHUTENBHBIX 3aIMCOK, X 0(hOpMIICHHE.

Bapuant Ne6
1. Buasl cipaBoK, COCTaB pEKBU3UTOB, IOAMKCAHNUE.
2. [Ipuka3 no 0CHOBHOM AEATENLHOCTH, COCTaB PEKBU3UTOB, 0COOEHHOCTH NOCTPOEHUS TEKCTOBOM YaCTH.

Bapuant Ne7
1. AKT, cocTaB pEeKBU3UTOB, 0COOEHHOCTH IOCTPOCHUS TEKCTOBOH YacTH.
2. Buppl mpoTokoIia, cocTaB peKBU3UTOB, 0COOEHHOCTH MOCTPOCHHUS TEKCTOBOH YacTH.

BapuanTt Ne8

1. IlpaBuna odopmiieHHS BBIITUCKH U3 IPUKA3a, IPOTOKOJIA.
2. Yka3aHue, pelieHre, NoCTaHOBJICHHE.
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Bapuant Ne9
1. Buapl v Ha3HaYeHHE JOKYMEHTOB MO JMYHOMY COCTAaBY.
2. IIpukas 1o JIMYHOMY COCTaBY, COCTaB PEKBU3UTOB, OCOOCHHOCTH MTOCTPOCHHS TEKCTOBOM JacTH.

Bapuant NelO
1. Bunpl 3asBeHMI, NX OTIHYHS.
2. Homenkumatypa z1ei, coctaB peKBU3UTOB, 0COOCHHOCTH MTOCTPOEHUS TEKCTOBOM YacTH, TIOIICAHNE.

Kpurepun ouenkn KP 1 - KP 4:

- OLICHKA «OTJIMYHO» BBICTABJIAETCS CTYJIEHTY, €CIIH:

1) moyiHO M3NaraeT 3y4eHHBIH MaTepUal, IPABUILHO BOCIIPOM3BOJAUT  ONPEICICHUS  MOHSTHS,
TE€PMUHBI;

2) oOHapyXHBaeT IOHMMAaHUE MaTepHana, MOXET OOOCHOBaTb CBOW CYXKJICHUS, IPUMEHUTH
3HaHUS HA NPAKTUKe, NPUBECTH HEOOXOIUMbIE INPUMEPHl HE TOJBKO IO Y4eOHHUKY, HO U
CaMOCTOSITEJILHO COCTABJICHHBIE; 3) U3J1aracT MaTepuall oCIeA0BaTENbHO U IPAaBUIILHO.

- OLICHKA «XOPOII0» BBICTABJISETCS CTYAEHTY, €CIIH:

CTYIEHT Ja€T OTBET, YAOBJIETBOPAIOLIMN TEM K€ TpeOOBAHMSAM, YTO M AJs OTMETKH "5", HO
nonyckaer 1-2 omumOKu, KOTOpble caM e MCIpaBiseT, U 1-2 Hemodéra B MOCIENOBATEIbHOCTU
MaTepuaia.

- OLICHKA «Y/10BJI€TBOPHUTEIbHO)» BBICTABIISETCS CTYJIEHTY, €CIIH:

1) wu3naraer Marepuay HEMOJHO U JIOMYCKAeT HETOYHOCTH B ONPEJACICHUH IOHATHIA
wii  (GOopMyIHpPOBKE MpaBWiI; 2) HE  yMeeT JOCTaTOYHO TIJIyOOKO U JI0OKa3aTelbHO
000OCHOBaTb  CBOM  CYXJAEHUS U  IPUBECTH  CBOM  IPUMEpHI; 3) U3jIaraeT MaTepuai
HEINOCJIE0BaTENbHO U I0IYCKAET OIINOKH.

- OLICHKA «HeY/JA0BJIEeTBOPUTEJIbHO» BbICTABIISIETCS CTY/IEHTY €CIIU:

CTYACHT OOHapyXHBaeT He3HaHHE OOJIbLIEH YacTH COOTBETCTBYIOIIEIO pa3jiella H3y4yaeMoro
MaTepuaia, JOIMYCKaeT OIMMOKH B (POPMYIMPOBKE OIpPENCIICHUI W TMpaBHJI, HCKAXKAIOIUE HX
CMBIC]I, OecropsZoYHO W HEyBEepeHHO wu3naraer Marepuan. OrmeHka "2" oTMmeudaeT Takue
HEJOCTaTKW B IOJATOTOBKE CTYJEHTAa, KOTOpbIE SIBISIIOTCS CEpPhE3HBIM TPENATCTBUEM K
YCIIEITHOMY OBJIa/ICHUIO NTOCJIEYIOIIUM MaTEPUATIOM.
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Ilpunoscenue 3
KoMniekt 33)131-[1/[171 AJIST TECT-KOHTPOJIA
o ITMCIUITIJIMHE «I[OKyMeHTaIII/IOHﬂoe odecmeyeHue YHupaBJdeHHUSD

OK 01, OK 02, OK 09, IIK 1.1, IIK 1.3, IIK 4.2, IIK 4.3, JIP 13, JIP 14, JIP 15, JIP 17

TK 1. Tema 1. BBegenue. JlokymMeHT 1 cucTeMa J0KyMEHTAIMU

Bri0eprnTe npaBUIBLHBIH OTBET.

K kaxnomy 3amaHuro gaHel 3 BapuaHTa OTBETA, U3 KOTOPBIX TOJIBKO OJUH BEPHBINA. B Onanke oTBETOB
MOCTaBbTE MIOJ] HOMEPOM 3aJjaHus OYKBY OTBETa, KOTOPBIA Ha Balll B3IJIS SIBISICTCS IPABUIILHBIM.

1. JIucTel HyMEpYIOTCHA. . .

a) TIocepeinHe HIDKHETO OIS JINCTa

0) nocepeiHE BEPXHETO OIS JIUCTA

B) B IPAaBOM BEpXHEM YTy

2. Hymepanus crpanui opopMIISIIOT TaK. ..
a) 25

0) -25-

B) cTp.25

3. CKOJIBKO CYIIECTBYET MOJIOKEHUH TadysITOpa
a) 6
0) 8
B) 4

4. OT HyIeBOTO TIOJIOKEHUSI TA0YIATOPa OPOPMIISIIOT. . .
a) HaMMEHOBaHUE BUJA JOKYMEHTA

0) agpecar

B) rpu( yTBepKICHUS

5. Kakum nHTEpBaIOM OTAEISIIOT APYT OT Apyra peKBU3UTHI MPH 0QPOPMIICHUH JTIOKyMeHTa Ha (opmare A4?
a) OAUHAPHBIM

0) 1BOMHBIM

B) TPOWHBIM

6. Kakoii pekBU3HUT HE BXOJUT B COCTaB OlaHKa muchma?
a) cripaBOYHbIE AaHHBIE 00 OpraHU3alun

0) MecTo U3JIaHUs

B) CCBUIKA Ha HOMEP U JIaTy BXOJISIIETO IOKYMEHTa

7. JIOJKHOCTHOM OJIaHK SIBIIACTCS Pa3HOBUIHOCTHIO
a) oOmero OyaHka

0) O;aHKa MUChMa

B) OJJaHK KOHKPETHOTO BHJIA TOKYMEHTA

8. MoskeT 1 MUHHCTP MOJITHCATh JJOKYMEHT, 0OPMIICHHBIH Ha JOJDKHOCTHOM OJIAaHKE 3aMECTHTEIIS
MUHHCTpA?

a) MOXET

0) HE MOXKET

B) 110 JKEJIAHUIO

9. PexkBU3UT «CIpaBOYHBIC JaHHBIC 00 OpraHU3aI|my 0QOPMIISIOT
a) TOJBKO Ha OJITaHKaX MUChMa
0) Ha Bcex OJlaHKax

B) TOJHKO Ha OJJaHKEe KOHKPETHOTO BHJA TOKYMEHTa

10. Ha Gnanke cyobexToB PD pekBU3nTH 0)OpMIISIOTCS:
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a) TOJBKO Ha PYCCKOM SI3bIKE
0) TOJIbKO Ha HALIMOHAIBHOM SI3bIKE
B) Ha IBYX S3BIKaX: PYCCKOM W HAIIIOHAIBHOM

11. Tata nokymeHTa oopmisieTcs:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. Ipu agpecoBaHUM JODKHOCTHOMY JIMIY HHULMAJIBI CTABSAT. ..
a) mo pammn

0) nocne paMuIuu

B) 110 YCMOTPEHUIO CEKpeTaps

13. Mecro n3aanus TokyMeHTa oopMIIsieTcs TaK
a) r.Koctpoma

0) Koctpoma

B) rop. Koctpoma

14. CnyxeOHOE MUCHMO MOXKET COIEpKaTh He Oojee
a) YeThIpeX aapecaToB

0) IBYX agpecaTtoB

B) TPEX aJIpecaToB

15. 3aroioBoK K TEKCTY COCTABIIACTCS K JOKYMEHTaM, O(hOpPMIICHHBIM. . .
a) Ha opmare A4

0) Ha popmare AS

B) Ha 1I000M opmare

16. Texcr nokymeHTta Ha Gpopmare A4 0QOpPMIISIOT..
a) yepe3 OJJUH MHTEPBAJ

0) uepe3 moaTOopa MHTEpBAJIA

B) Uepe3 JIBa HHTEpBaJIa

17. Pezomtoruro opopmisier. ..
a) pyKOBOJIUTEh

0) cekpeTapb

B) UCTIOJTHUTEIb

18. B pexBH3UTE «IOAMUCH» UHULHMAJIBI CTABST. ..
a) 10 hamuum

0) nociie pamMuu

B) HE IMEET 3HAYCHHUS

19. OrMeTKa 0 MOCTYIJICHUH OhOPMITSIETCA. . .
a) Ha MOCTYMNAIOIIMX JOKyMEHTaX

0) Ha OTHPABISAEMBIX JOKYMEHTaX

B) Ha BCEX JJOKYMEHTax

20. Pe3ynbpTar paccMOTpEHHS JOKYMEHTa PYKOBOAMUTEIEM 0QOPMIISETCS. . .
a) TpudoM yTBEpKACHUS

0) pesosmrorueit

B) rpuom cormacoBaHus

Kputepuu onenxu I13- TK 1.
- OYeHKa «OMIAUYHO» 8bICINAGIAEMCSl, eciu CTYICHT MPaBWIbHO OTBEeTWI Ha 18-20 Bompocos;

- OYEHKa «XOPOULo» BblcMasIAemcs, eciy CTyJeHT MPAaBUIbHO OTBETHI Ha 14-17 BOmpocos;
- OyeHKa «yO06IeMEOPUMENILHO» 6bICMABIAEeMCcs, eclu CTYyAeHT NpaBuwibHO oTBeTwsl Ha 10-13
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BOIIPOCOB;
- OYEeHKAa «HeyO0061emMEOPUMEIbHO» SbICABIIAeNCsl, eciu. CTYICHT MPaBUIBHO OTBETHII MCHEE YeM 9
BOIIPOCOB.

TK 1. Tema 2. Oprann3auoHHO-pacnopsiAuTebHbIe JOKYMEHTHI 7
1.CnoBo ungopmayus Mpou30LLIO OT JATUHCKOTO CJIOBA!

A) yuy;
b) ocBemomiaTh; B) rpamora.

2.Undopmanus ObiBaeT:

A) conmanbHO-3KOHOMHUYecKas; b) KynprypHas;
B) ncuxomornyeckas;

I') Bce BapuaHTHI BEpHEI.

3.3adukcupoBaHHAasS HA MaTCpHATLHOM HOCHTENEe HWHOOpPMAIUSA C PEKBU3UTAMH, ITO3BOJLIIONIUMH €&
WACHTHU(QHULIUPOBATS:

A) MOKyMeHTHpOBaHHas HH()OPMAIIUS;

b) noxymenr;

B) crannapr;

I') Bapuanr a u 0.

4.CrienanbHble SJIEMEHTHI OHUIMAIBHOTO TOKYMEHTa 3TO —
A) urpopmanus;

b) nara, peructpanroHHbIN HOMEDP, TIOINCH;

B) pexBu3uTHLI

5.HazoBute QpyHKINN TOKyMEHTA:
A) 1opuandeckas;

b) nadopmanmonnas;

B) BoctiutatenbHas;

I') Bce BapuaHTHI BEpHBI;

J1) BepH®bI a U B.

6.B cTpykTypy 3aKOHOAATEIHHO-TIPABOBON 0a3bl JOKYMEHTOB BXOJIST:
A) Koncrutynus PO;

b) Hanorogslii kozaexc;

B)I'paxnanckuii Konekc;

I') YromoBHBIH KOJIEKC;

M) Tosbko a u 0;

E) Tonwko a, B, T.

7.K opraHu3aiimOHHO-TIPaBOBBIM JIOKYMEHTaM OTHOCSTCS:
A) Iomoxxenwue;

B) Pacniopsixenue;

B) UncTpykuus;

I') Pemenns;

) TonpKko a u B;

E) Tonpko 6 uT.

8.JloKkyMeHTHI cTporo 00s3aTeNbHbIE I UCTIOJIHEHUS — 3TO:
A) OopraHu3alMmoOHHO-TIPABOBEIE;

b) pacniopsaurensHbIe.

B) cnipaBouHO-uHpOpMALIIOHHEIE

9.Yto 0011Iero Bo Bcex OpraHn3aliOHHO-TIPABOBBIX TOKYMEHTaX?
A) umeroT Tpud yTBEpKISHUS;

B) noanuce pykoBoauTeNs OpraHu3aluy;

B) perucrpannoHHbIi HOMED.
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10.K pacriopsauTenbHbIM JOKYMEHTaM OTHOCSTCS:
A) 3asBieHHS,

B) cnyxeOHble muchMa;

B) npukassr

11.TIpukassl u3garotcs

A) moOBIM PYKOBOAUTENEM OpTaHU3AIIHN;
B) enuHONMMYHO pyKOBOIUTENIEM;

B) HavanpHUKOM OTIIETA

12.ITpoTokobl 0hOPMIISIOTCS HA OCHOBAaHUHT
A) YepHOBBIX 3aITUCEH X0J1a 3aceIaHuil;

B) yTBepk1eHHBIX MPOEKTOB 3aCeTaHMUM;

B) 3asBienuit 4ieHOB 3aceqaHms

Kputepuu ouenxu I13- TK 2.
- OYeHKa «OMIIUYHO» 8bICMAGIAEMCSl, eCiu CTYICHT MPaBWIbHO OTBeTHII Ha 11-12 Bompocos;

- OY€HKa «xopouto) evicmaesiiemcs, ecjiu CTYACHT IIPABUJIIBHO OTBETUII Ha 9-10 BOIIPOCOB,

- OY€eHKa «ydoeﬂemeopumeﬂbuo» evicmaeisienci, ecjiiu CTyJCHT IIPAaBUJIIbHO OTBCTHIT HA 8-9
BOIIPOCOB,

- OY€eHKa «Heydoeﬂemeopumeﬂbuo» evicmaejisiemcs, eciu. CTYACHT IPaBUJIbHO OTBCTUII MCHECC YEM 8
BOIIPOCOB.
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Ilpunootcenue 4

PasnoypoBHeBbie 3ananus (PY3)
OK 01, OK 02, OK 09, IIK 1.1, IIK 1.3, I[IK 4.2, IIK 4.3, JIP 13, JIP 14, JIP 15, JIP 17

Tema 1. BBenenue. JlokymMeHT u cucTeMa J0KyMEHTAMU

JIP 17

BceraBbTe nponyiieHHbIe B TEKCTE CJI0BA.

1. ®opmyssip TOKyMeHTa — 3TO Habop opHUIHaTBEHOTO MMCHMEHHOTO TIOKYMEHTA,
PacIOJIOKEHHBIX B ONPEICICHHON .

2. bnaHk JOKyMeHTa — 3TO Habop , MIeHTU(OUIHUPYIOLIHNN

O(bI/ILII/IaJ'IBHOFO IMUCBbMEHHOI'0 TOKYMEHTA.
3. Ecnu teker AOKYMCHTA Ha (bopMaTe A4 nanevaran 4epe3 MOJTOpa UHTEpBAJIa, PCKBU3UTHI OTACIIAI0 APpYyT

OT Jpyra WHTEepPBaJaMH.
4, PexBHU3UT «CIIPaBOYHBIE TaHHBIEC 00 OpraHU3aIum» 0QHOPMILIIOT TOJIBKO B OJIAHKE

5. JlaToit ToOKyMeHTa SIBJISETCS 1aTa ero U

6. YTBepkaeHue — 3To 0CoObIi criocod JIOKYMEHTA T0CTIe ero

, CAHKLIMOHHMPYIOIINK pacipoCTpaHEHHUE IEUCTBUA TOKYMEHTA Ha ONIPEACICHHBIN KPYyT
JIUL, TPaXkAaH, OpraHu3alui.

7. Pesomronus — 310 Ha JJOKYMEHTE, ClIenanHast 17§

coJiep)Kallias MPUHSATOE .

8. 3arosi0BOK K TEKCTY TOKYMEHTa 0(hOpMIISICTCS B W

najiexe.

9. PekBU3UT «OTMETKA 00 UCTIOHEHUH JJOKYMEHTA U HAITPABICHUH €r0 B JIEJI0» 0(hOPMIISETCS B
YaCcTH HUYKHETO MOJIS JMCTa TOKYMEHTA

10. OT™MeTKy 0 MOCTYIUICHUH JOKYMEHTA MPOCTABIISIOT B HWDKHEM

yriy JICTa IOKYMEHTA.

Tema 2. Oprann3anMoOHHO-PACHOPSAUTENbHBIE TOKYMEHThI

Bbi0epuTe npaBWIBLHBINH OTBET.

K kaxxpomy 3agaHuio gaHel 3 BapuaHTa OTBETa, M3 KOTOPBIX TOJBKO OAWH BepHBIA. B OnmaHke oTBeTOB
MOCTaBbTE TI0J] HOMEPOM 3aJlaHHs OYKBY OTBETa, KOTOPBIA Ha BAIll B3TJIS SIBISETCS PABUIILHBIM.
1. B coctaB opranu3aliMOHHO-TIPABOBBIX IOKYMEHTOB HE BXOJIUT. ..

a) ycTaB pacIucaHue

B) IIpUKa3

OpraHu3alun

0) wtaTHOE

2. Kakue pacnopsauTenbHbIe JOKYMEHTHI MOXKET u3naBath [Ipesunent Poccuiickoit @eneparumn?
a) yKazbl

0) pacropsoKeHUs

B) TIOCTaHOBJICHUS

3. Jlo/KHOCTHAS! HHCTPYKLUS COTPYIHHKA. . .

a) MO/JIKUT YTBEPKIACHHIO

0) He yTBepKAaeTCs

B) YTBEPKJIAETCS 110 YCMOTPEHHIO PYKOBOAUTES

4. Kaxoif HOpMaTHBHBIN TOKYMEHT OIpenessieT 00I3aHHOCTH COTPYTHUKA?

a) llltatHoe pacnincanue

0) YcraB npeanpusiTus

B) JlomxHOCTHAS HHCTPYKIHS

5. TurnoBele TOKYMEHTBI HOCST ... XapakTep

a) 00s3aTeBHBIN

0) pexoMeHIaTeIbHBII

B) 03HAKOMUTEIbHBII

6. B xakoM nanexxe GopMyJIMpyeTcs 3arojIoBOK K TEKCTY JOJDKHOCTHOM MHCTPYKLUH?

a) B UMEHUTEIBHOM

0) B poANTEITEHOM

B) B IIPEJIOKHOM
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7. Kakoit JOKyMEHT He SIBJISETCS pa3sHOBUAHOCTHIO KOMUU?

a) YEpPHOBUK

0) oTmyck

B) myOnmuKaT

8. JlokyMeHT, BBIJaBaeMBbIi B3aMEH YTEPSHHOTO M UMEIOIINHA CHITY TIOJUIMHHUKA, Ha3bIBAETCH. ..
a) KOTIHS

0) oTmyck

B) nyOnukar

9. JlokyMeHT, OKOHYATEIHbHO OPOPMIICHHBIN U MOAMMCAHHBIN, HA3BIBACTCHL. . .
a) TIOJUTHHHHK

0) oTIryck

B) myOnmMKaT

10. i3MeHeHus U TOTIOTHEHUS B IOJKHOCTHYIO UHCTPYKITUIO BHOCSTCS. . .

a) MOKJIATHOM 3aIHCKOM

0) MpUKa30M PYKOBOJIUTEIS

B) CITPaBKOM COTJIaCOBAHMS

Tema 2. Opranu3anMoOHHO-pPACHOPSIMTeIbHbIE JOKYMEHThI
BceraBbTe nponyieHHbIe B TEKCTE CJI0BA.

1. OKVY ]I — O6mmepoccuiickuii kinaccuukaTop
2. YcraB opranusaiiy — IpaBoOBOU aKT, OIPEIEIIS IO .
3. JomkHOCTHasT WHCTPYKIHS — TPABOBOW aKT, HM3/aBaeMblii OpraHW3aliiedl B MENIX periaMeHTalnd
OpTaHU3allMOHHO-NIPABOBOTO  MOJIOKEHUSI Pa0OTHHKA, €ro \ ,
1 00eCTICUYNBAIOIINH yCcIOBUS I ero 3¢ (HeKTUBHOM padoTHI.

4. TlpaBuma BHYTpPEHHETO TpPYIOBOTO pacmopsgka — 0JTO TMPaBOBOW akT, perjJaMeHTUPYIOMINH

5. JIOKyMEHTHI KIacCUPUITUPYIOT:
M0 BHJAaM: OPraHHU3allMOHHO-PACIIOPSAUTEIBHBIE, , IO TUYHOMY
COCTaBY;
o (hopMe: UHAUBUAYAIBHBIE, , TaOJIMYHBIE, TEKCTOBBIE, aHKETHBIE, TpaapeTHhIE;
10 TIPOUCXOXKICHUIO: O(UIHAIBHBIE U ;
10 MECTY MTPOHUCXOKICHHS: Y BHYTPEHHHUE;
M0 CPOKaM XpaHEHHsI: TIOCTOSTHHOTO CPOKa XpaHEeHUs, BPEMEHHOTO
( ), BpPEMEHHOTO ( );
IO TJIACHOCTHU: CEKPETHBIE U ;
Mo cpejcTBaM (PUKCAIMU: PYKOTHCHBIE, , Tpacduveckue, ,
(OTOKHHOTOKYMEHTHI;
0 CTa/INSIM CO3/IAHUSI: OPUT'HHAIIBI, YSPHOBHKH, ,
, , IyOJIUKAaTEHI;
10 CPOYHOCTH: Y HECPOUHBIE;
M0 HAMMEHOBaHUIO!

Tema 2. OpraﬂnsalmOHHo-pacnopﬂnnTe.anble HOKYMEHTDBI

Brui0epuTe BepHOe yTBepsKAeHHe
1. Pemenne u3gaeTcs Ha OCHOBE KOJUICTHAIBHOTO PYKOBOICTBA
2. TekcT npukasa 1o OCHOBHOM JCSITEILHOCTH ,KaK MPABUIIO, COCTOUT M3 JIBYX 4acTel
S.KOHCTaTI/Ipy}OH_IaH YacCTb TCKCTA B MIPUKA3C 110 OCHOBHOH ACATCIIBHOCTU MOKET OTCYTCTBOBATH
4. [TyHKTBI TEKCTa MPHKa3a B PACOPSIUTENILHON YacTH HyMEPYIOTCS apaOCKUMH Trdpamu
5.[1puKa3bl 10 OCHOBHOH IEATEIBHOCTH U TI0 JIMYHOMY COCTaBY MMEIOT OOIIYI0 HyMEpaIHio
6.PeKBU3UT «OTMETKA O HAJTMYUH MPHUIIOKESHUSD) MOCIIE TEKCTA MTPHKa3a CaMOCTOSATEIBHO HE OPOPMIIIETCS
7.3aroiaoBoK K TCKCTY IIpHUKa3a 110 OCHOBHOH JACATCIIBHOCTHU (l)OpMYJ'H/IpyeTCSI B pOAUTCIIBHOM IAACKE
8.Hpm<a3 110 OCHOBHOM ACATCIIBHOCTH, KaK IIPaBUJIO, IOAIINCBIBACT PYKOBOAUTEIIb
OpraHu3anuu
9. [locTaHOBNICHHS U PEIICHHUST UMEIOT OJJHY IOJITUCH
10. PacrIOpSI}_II/ITeJ'IBHLIC JAOKYMCHTBI BCTYIIAIOT B CUJTY C MOMCHTA UX IMMOANINCAHUA
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Tema 2. Opranu3anMoHHO-PACHOPSINTEIbHBIE JOKYMEHTHI

Bri0epuTe npaBUJIbLHBIN 0TBET.

K kaxngomy 3amaHuio gaHsl 3 BapuaHTa OTBETA, U3 KOTOPHIX TOJNBKO OJIWH BepHBIN. B Omanke oTBETOB
MOCTaBbTE NIOJ] HOMEPOM 3aJaHus OYKBY OTBETa, KOTOPBI Ha Balll B3IJIS SIBISICTCS IPABUIILHBIM.
1. PacniopsianTenbHBII JOKYMEHT, KOTOPBIA W37aeTCsl Ha OCHOBE eIMHOHAYAIINS

a) pelieHue

0) mpukas

B) ITIOCTaHOBJICHUE

2. PacniopsianTenbHBIN JOKYMEHT, KOTOPBIH M3aeTCsl HA OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA
a) mpukas

0) perieHue

B) pacrnopsbKeHue

3. VI3 CKONBKHX COCTABHBIX YacTeH, KaK MPaBUIIO, COCTOUT TEKCT PaCHOPSIIUTEIFHOTO JOKYMEHTA
a) U3 IByX

0) u3 ogHOM

B) U3 Tpex

4., ®aMuMi0 U JIOJDKHOCTh HCHOJHUTENS B PACHOPSIIUTEIBHOM YacTH TEKCTa IMpHKa3a MO OCHOBHOH
JeSITebHOCTH YKa3bIBAIOT

a) B UIMEHHUTEIBHOM HaJeKe

0) B pOIUTEIHLHOM IaJIeKE

B) B IaTEIILHOM TaJIeKe

5. B cocTaB pekBU3UTOB MPHKa3a IO OCHOBHOW AEATENLHOCTH HE BXOJUT PEKBU3UT

a) rpud yTBEpKICHUS

0) 3aroJI0BOK K TEKCTY

B) HOMEp JOKYMEHTA

6. [Ipuka3 10 OCHOBHOM JEATEIHHOCTH ITOANICHIBAET

a) PyKOBOJIUTEIb

0) cekpeTaphb

B) UCTIOJTHUTEIb

7. ITocTaHOBIEHUE MTOQIINCHIBAET

a) pyKOBOJIUTEh

0) cekpeTapb

B) PYKOBOJMTENb U CEKPETAph KOJUIETHAILHOIO OpraHa

8. [Ipuka3 110 OCHOBHOM JEATEIHHOCTH O)OPMIISIOT

a) Ha OJlaHKe THChMa

0) Ha O;aHKe KOHKPETHOT'O BHa JOKYMEHTa

B) Ha JOJDKHOCTHOM OJIaHKe

9. CioBO «mpHKa3blBalO» B TEKCTE MNpPUKa3a IO OCHOBHOM AEATENBHOCTH O(OPMIISIIOT B CIICAYIOIIEM
HalmmCaHuu

a) [IPUKA3BAIO

0) pUKa3bIBAIO

B) [Ipuka3zbiBaio

10. PacniopsiaurenbHas yacTh B pacriopsHKEHUH HAUWHAETCS CJIOBOM

a) [IPEJJJTIAT AIO

0) PELLHAET

B) [IOCTAHOBJIAET

Tema 2. Opra}m3a1m0HHo-pacnopﬂz]nTe.anble HOKYMEHTDBI
BcraBbTe NPONMYIIEHHbIC B TEKCTE CJ10BA.

1. Opraam3anMoOHHO-PaCHOPSAAUTEIHHBIA TOKYMEHT — 3TO BHJ NHCBMEHHOTO JOKYMEHTa, B KOTOPOM
¢dukcupyorcs aJMUHUCTPATUBHBIX U OPraHU3ALMOHHBIX BOIIPOCOB, d TAKKE
BOIIPOCOB ,B3AaUMOJICHCTBUS, OOECTeUeHNs] W PEryJIupOBaHUS IesTeTbHOCTH

OpraHoB BJIACTH, y‘lpe)KL[GHI/If/’I, Hpe,Z[HpI/IHTI/Iﬁ u opraﬂnsaunﬁ, nux nonpamenennﬁ 1 JOJIPKHOCTHBIX JIMII.

2. TlocraHoBieHe — O3TO MPaBOBOM aKkT, MPUHUMAEMBIH BBICIIMMH MU HEKOTOPBIMH I[EHTPAIbHBIMH
opraHamu BIACTH, JACWCTBYIOIIMMH Ha OCHOBE
yIpaBJIeHHs], B LIEIX pa3peleHus Hauoosiee BaKHBIX U IPUHIUIIMAIBHBIX 33/1a4, CTOALIMX Iepell JaHHBIMU
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OpraHaMu, ¥ YCTAaHOBJICHHUS CTAOMIIBHBIX HOPM, ITPaBIIT
3. Pemienre — 3TO pacmopsIUTENLHBIA JIOKYMEHT, KOTOPBIH SIBISIETCS MPABOBBIM aKTOM, NMPUHUMAEMbIM

BJIACTH.
4. PacnopspkeHME — 3TO YIPaBJICHUS] TOCYAAPCTBEHHOTO OpraHa,
MMEIONINA  BIACTHBIA  XapakTep, W3AAHHBIM B paMKax MPHUCBOCHHOTO JIOJDKHOCTHOMY  JIHILY,
rOCyJapCTBEHHOMY OpPraHy KOMIIETECHIIUU, UMEIOIINI CUJTy JUISI TPaXKJaH M OpraHu3aIuii,
KOTOPBIM PACIIOPsHKEHHE apecOBaHO.

5. Ilpuka3 — 3TO IPaBOBOW aKT, W3TaBACMBIN OpraHu3alyy, NEUCTBYIOLIECH Ha
OCHOBE .

6. TekcT pacmopsIMTENLHOTO JOKYMEHTAa Yalle BCEro COCTOUT M3 JBYX B3aWMO3aBUCHMBIX YacTed -

u .
7. B 3aBHCHMOCTH OT BUJIa JOKyMEHTA PACIIOPSIUTEIbHAS YaCTh HAUMHAETCS CJIOBAMU:
— B TIOCTAHOBIICHUH; — B peIlIeHUN;
— B PacTOpsDKEHNH; — B IIPHUKa3e.

8. PexBM3HT «OTMETKAa O HAJIMYUHM IPWIOKECHUS» TIOCIE TEKCTa pPACHOPAAUTEIBHOTO JTOKYMEHTa
CaMOCTOSTENILHO .
9. TekcT pacmopsAMTENBFHOTO JOKYMEHTa JOJDKEH HWMETh 3arojloBOK, KOTODBIH (GopMynHupyeTcs B

majexe.

10. [IpuKa3bl ¥ pacIOpsHKEHHS TOAMTMCHIBAET 15001

11. TlocTaHOBICHHMS ¥ pPEUICHUS HMEIOT JBE IOIIUCH — u
KOJUISTHAIBHOTO OpraHa.

12. PacnopsaurenbHble JOKYMEHTBI BCTYIAIOT B CHIY C MOMEHTa HX WA

JIOBEJIEHUS IO CBEICHUS.

Tema 2. Oprann3anMoOHHO-PACHOPSAUTENbHbIE TOKYMEHThI

BceraBbTe nponyiieHHbIe B TEKCTE CJI0OBA.

1. AKT — 3TO JIOKyMEHT, COCTaBJICHHBIN , KOTOpBIIl MOJITBEPKIAET
yCTaHOBJICEHHBIE (JAKTHI U COOBITHS

2. AKTBI Yalle BCero COCTAaBIISIIOTCS OCTOSHHO EHCTBYOIUMHU .
3. Hata u MecTa COCTaBJICHHS aKTa JTOJKHBI COOTBETCTBOBATh JaTe u

MecCTy .
4. AKTBI, KaK TIPaBUJIO, YTBEPKAAIOTCA YUPEXKIACHUS.
5. Ilocre cnoB «4I€HBI KOMUCCHI HE CTaBHUTCSI.

Tema 2. Opranu3auMoOHHO-pPacHOPSIMTeNbHbIE JOKYMEHThI

BriOepuTe BepHOe yTBep:KIeHUe

. B kpaTkom npoTOKOJIE NIPUBOJATCS TEKCThI BBICTYIUICHUM

. JlaToil mpoTOKOJIa SIBJIAETCS aTa MPOBENCHUS 3acelaHus

. B porokose 00s13aTeNIbHO YKa3bIBAETCS] KOJIMYECTBO MPUCYTCTBYIOIINX

. B Texcre nporokona moxeTt orcyTcTBoBaTh MyHKT BBICTYIIMJIN

. B mpoToKoi1€ yKa3bIBatOTCs pe3yIbTaThl TOJIOCOBAHUS

. IIpOoTOKOI COCTaBIIAETCS B OAHOM 3K3EMILIAPE

. IIpoTOKON MOANHCHIBAIOT MIPEACEAATENb H CEKPETAPD KOJIETHAIIBHOTO OpraHa

. Ha pacimmpenHsIX 3acelaHusIX COCTaB PUCYTCTBYIOIINX YKa3bIBAETCSl KOJIMYECTBEHHO
9.Bbinucka U3 MpOTOKOJIa YAOCTOBEpsETCs 0(hOpMIIEHHEM PEKBH3HUTA «OTMETKA O 3aBEPEHUH KOIIHM
10.[datoii BBIMKUCKYU U3 IPOTOKOJIA SBISIETCS J1aTa, yKa3Has Kak JiaTta IMOJIIHCaHus TPOTOKOJIa

CONOOTDWN -

Tema 2. Opranu3anMoHHO-PACHOPSIUTENbHbIE JOKYMEHTHI
Bri0epuTe npaBWILHBIH OTBET.

K KaXXaAoOMy 3alaHUI0 J1aHbI 3 BapHaHTa OTBCTA, U3 KOTOPBIX TOJBKO OJWH BepHLIfI. B 0Onanke OTBETOB
MOCTABbTEC MO HOMCPOM 3alaHUA 6y1(By OTBCTa, KOTOpBIfI Ha Balll B3I ABJIACTCS NPaBUJIbHBIM.
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1. JaToii mpoToKoIa sIBAsiETCS

a) 1aTta 3aceaHus

0) nata opopmieHuUs

B) JlaTa MOANUCAHUS

2. U3 cKONBKHUX 4acTeil COCTOUT TEKCT IIPOTOKOIA

a) oJIHOM

0) 1ByX

B) Tpex

3. Bompocsl NOBECTKH AHS B IPOTOKOJIE (OPMYITUPYIOTCS
a) B UIMEHHUTEIBHOM aJeKe

0) B IpEITOKHOM TTaeKe

B) B BUHUTEJILHOM HaJIeKe

4. TIpoTOKOJ TIOAMTACHIBAET

a) pyKOBOJIUTEID

0) cekpeTapn

B) IIpeZiCeaaTeNb U CeKpeTaph KOJUIETHAIbHOTO OpraHa

5. Kakas yacte B cxeme HOCTPOEHHsI OCHOBHOM YacTH MPOTOKOJIA MOXKET OTCYTCTBOBAThH
a) CJIVIIIAJIN

0) BBICTYIINJIN

B) [IOCTAHOBUWJIN

6. [IpoTokoa opopmMIsIOT

a) B OHOM 3K3EMIUISIpE

0) B ABYX dK3eMILTIpax

B) B TPEX dK3EMILISIpax

7. JlaToM BBIMCKH U3 MPOTOKOJIA SIBIISIETCS

a) nara opOpMIIEHHUS POTOKOIIA

0) nata, yka3zaHHasl B OTMETKE O 3aBEPEHUHU KOIUH

B) JlaTa MOANUCAHUS IPOTOKOJIA

8. BBIMTUCKY M3 MPOTOKOJIA MOAMUCHIBAET

a) pyKOBOJIUTEID

0) 3aBeAyIOMUN KaHIISTIPUCH

B) CEKpeTapb, 0pOPMHBIIHNI BBITUCKY

9. Kak ohopMIIsitoTCst B TEKCTE IPOTOKOJIA, MPUCYTCTBYIOIIHE, €CIIH UX 22 YesoBeKa
a) [IpucyrcrBoBanu: 22 yenoBeka (CITUCOK MPHIIATAETCs)
0) [IpucyTcTBOBaNIM: MEPEUHUCIIAIOTCS PaMUIMN IPUCYTCTBYIOLIMX B a1()aBUTHOM MOPSAKE
B) [IpucyrcTBoBanmm: 22 yenoseka

10. [TpoToKOMBI YTBEPKIAIOTCS

a) Bceraa

0) YTBEPXKICHUIO TTOJIEKAT HEKOTOPHIC BUIIBI IIPOTOKOJIOB
B) 110 YKa3aHMIO PYKOBOAUTEIS

Tema 2. Oprann3anMoOHHO-PACHOPSIAUTENbHBIE IOKYMEHTDI
BceTaBbTe mponyinieHHbIe B TEKCTE CJI0BA.
1. B 3aBucuMOCTH OT TOJHOTHI OCBEHICHHMS XOJa 3aceJaHUsl IPOTOKOJbI MOTYT  OBITh

u
2. TekcT IpOTOKOJIA COCTOUT U3 JIBYX YacTel: BBOJHOHU U .
3. Kommuectso yKa3bIBaeTcst 00s3aTeNbHO, TaK KaK OT 3TOTO 3aBUCUT KBOPYM TIpH

HPUHATUY PELIEHUS IOJOCOBAaHUEM
4. Ha pacmmpeHHBIX 3aC€HaHHAX C OOJBIIMM YHCIOM NPHUCYTCTBYIOIIMX WX COCTaB YKa3bIBAETCA

5. Kaxprii Bonpoc MmoBeCTKH JTHS apabckumu nudpamu, oPopmIrLeTcs ¢ KpacHOH
CTpOKH U popmynupyercs B najexe.
6. KaxxpIii MyHKT TIOBECTKHU JHS CTPOUTCS 10 CXEME: ,

7. Ecn BOIIPOC HE O6CY)K,Z[aJ'IC$[, ITYHKT MOXKET OTCYTCTBOBATh.
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8. Ilporokon opopmisiercs B IK3eMIULsIpe (ax)
9. Brinucka U3 IpOTOKOJa yAOCTOBEPSETCS 0(OPMIICHUEM PEKBU3UTA
10. /laToii BRIMMCKY N3 IIPOTOKOJIA SBIISCTCS J1aTa, yKa3aHHas

Tema 2. Oprann3anHoOHHO-PACHOPSIAUTENbHBIE JOKYMEHThI
Bri0epuTe BepHOe yTBep KAeHUe
1. BuyTpeHHss qoKiIagHas 3anucka ohopMisieTcs Ha OTaHKe OpraHu3allii
2. TekcT MOKJIQAHOM 3aITUCKH COJIEPAKHUT TOJBKO OOCTOSATENILHOE H3JI0KEHHE BOIIPOCa
3. BHYTpeHHIOI0 TOKJIAJHYIO 3alMCKy MOAMHUCHIBAET COCTABUTENb
4. AnpecaHT B JOKJIaTHOM 3alMCKe YKa3bIBACTCS B UMCHUTEILHOMN Majiexe
5. B anmpecaTe m0K1aJHOM 3alIMCKU YKA3bIBAIOT TOJNBKO (PaMUIIHIO

Tema 2. Opranu3anMoHHO-PACHOPSIUTEIbHbIE JOKYMEHTHI
Bri0epuTe npaBUILHBIN OTBET.

K kaxxgomy 3agaHuio aHel 3 BapuaHTa OTBETAa, M3 KOTOPBIX TOJBKO OAWH BepHBIA. B OnmaHke oTBETOB
MIOCTaBhTE TIOJT HOMEPOM 33/IaHUsI OYKBY OTBETa, KOTOPBIHA Ha BAIll B3TJISII SIBJISICTCS TIPABHIILHBIM.
1. BHyTpeHHIOI0 TOKIaIHYO 3aICKY TIOIITUCHIBAET

a) COCTaBUTENb

0) pyKOBOJIUTEID MOJIPA3AETICHUS

B) CEKpeTaphb

2. B cKOJBKHX 3K3eMIUIsIpax ohopMIIseTcs BHEIIHSS TOKIIAAHAS 3aMucKa

a) B OJIHOM

0) B IByX

B) B Tpex

3. PexBU3UTHI OOBSICHUTENFHOHN 3aMKUCKHU 110 TIOBOY OOBSICHEHHS IOCTYIIKA aHATIOTUIHBI
a) BHYTPECHHEH TOKIATHON 3aIICKU

0) BHYTpEHHEH CIpaBKU

B) CIIy’)K€OHOMY MUCHMY

4. TexcT NOKJIaIHOM 3aMUCKH, KaK MPABUII COCTOMT

a) U3 OJIHOM YacTu

0) U3 IByX yacteu

B) U3 TpeX JacTei

5. B cocTaB peKBU3NTOB BHEIIHEW JOKIIAJHOM 3aMCKH HE BXOIHT

a) 3aroJOBOK K TEKCTY

0) nevath

B) TTOAIHUCH

Tema 2. OpFal—ll/l?.alll/lOHHO-paCl'IOpﬂZIHTeJIBHbIe HOKYMEHTDBI
BcraBbTe MNPOMYIICHHBIE B TEKCTE CJI0BA.

1. JloxynagHas 3ammMcka — JOKYMEHT, aJpecOBAaHHBIHN M0 KOHKPETHOW TEME ¢
U IIPEIJIOKEHUSMM I10 HEH.
2. BHemHiO0 JOKIAJHYIO 3allUCKy, aJpecOBaHHYIO B BBIIIECTOSIIYI0 OpPraHU3AIMI0 MOJIHCHIBACT

3. BHYTpeHHIOI0 JOKJIaIHYIO 3alIUCKY COCTABIISIET U MOIIHCHIBAET
4. PexBU3NTHI BHYTPEHHEW JOKJIATHOM 3aHCKH:

- afpecat (B JaTENbHOM IaIeXKe)

- (B pomuTENBEHOM TAZIEKE)

- HAUMEHOBAHUE BHJIA JOKYMEHTA

- TEKCT

- OTMETKa O HAJIMYUH IPUIOKeHHs (B Ciydae HEOOXOIMMOCTH)

- narta

5. PeKBU3UTHI BHEIIHEN JOKJIAIHON 3aIIUCKHU:
- HAMMEHOBaHUE OpraHu3allii — aBTOpa JOKYMEHTa
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- HAUMCHOBAHUC BUJld JOKYMCHTaA

- UHAEKC
- MECTO COCTaBIJICHUS JOKYMEHTA

- 3aroJioBOK K TCKCTY
- TCKCT
- OTME€TKa O HAJIMYWUH ITPUIIOKCHUA

- OTMETKA 00 UCIIOTHECHUHU U HaIIpaBJICHUHN JOKYMEHTa B I€JI0

Tema 2. Opranu3anMoHHO-PACHOPSIUTENbHbIE JOKYMEHTHI

Brbi0epuTe BepHOe YTBep:KIeHUE

1. TekcT cinyke0HOTO MUCbMa MOXKET OBITH TPOCTHIM

2. ToH ciny>keOHOTO MUChbMa 3aBUCHT OT €T0 COACPIKAHHS

3.B TpadapeTHOM TEKCTe HE ClleAyeT HAUMHATH TEKCT CO CBOOOJHOIO MECTa, OTBEICHHOTO IS IEPEMEHHOM
nH(pOpMaITIu

4. B cnyxeOHOM MHUCbME TeKCT MUMIETCS 0T 1-To JIhita MHOYKECTBEHHOTO YHCIIa
5. BI)II[GHSIT IMPUCHIIACMBIC U OTIIPABJIACMBIC TMCbMa

6. CmyxebHoe mcbMo MOXHO 0(hopMHUTE Ha hopmate AS

7. MakcumalilbHOE KOJIMUYECTBO aJpecaToB B MUChME - 4

8. MakcumalibHbIi 00beM MUChMa — 2 JTUCTA

9. Cny»xebHOE THCEMO MOYKET UMETH JIBE TIOITHCH

10. Ciry>xe0HOe THCHMO MOTYT YIOCTOBEPSATH TEUaThIO

Tema 2. Oprann3anMoOHHO-PACHOPSAUTENbHbIE TOKYMEHThI

Bri0epuTe NpaBuJIbHbIN OTBET.

K kaxxpomy 3agaHuio gaHel 3 BapuaHTa OTBETAa, U3 KOTOPBIX TOJBKO OAWH BepHBIA. B OnmaHke oTBeTOB
MOCTaBbTE MI0J] HOMEPOM 3aJaHusl OyKBY OTBETa, KOTOPHIH Ha Balll B3TJISA SIBISCTCS PABUILHBIM.
1. TekcT ciy’»ke0HOTO MUChbMa COCTABIISETCS OT

a) 1-ro nuia MHOXKECTBEHHOT'O YHCIIa

0) 2-ro JMIa eIMHCTBEHHOIO YHCIa

B) 3-TO JIMIIa MHO)KECTBEHHOT'O YHCJIa

2. PexBU3UT «CCBUIKA HA HOMEP U AaTy BXOASIIETO JOKyMEHTa» opopMIIsieTcs

a) BO BCEX IMUChMax

0) B OTBETHBIX ITUCHbMaX

B) B MHHIIMATHBHBIX MUChMaX

3. PykoBouTeNb W TIIaBHBIN OyXTaiTep MOIMHChIBAIOT

a) IMChMO-HU3BEILLCHHUE

0) pexIaMHOE MUCHMO

B) TapaHTUIHOE MHCHMO

4. B cocTaB peKBU3UTOB CIYKEOHOTO MHCbMa HE BXOIUT

a) agpecar

0) Ha3BaHUE BUA TOKYMEHTA

B) TIOAIHUCH

5. Teker cimyx)eOHOTrO MckMa MOKHO 0hopMUTH Ha hopmare A5, ecnu

a) "Her Onanka ¢popmara A4

0) TEKCT MUChMa He MPEBBIIIAeT 6 CTPOK

B) €CTh COOTBETCTBYIOLINE YKA3aHUs PYKOBOJUTEIIS

6. CkoJIbKO OJIAaHKOB MOTPEOYETCs, €CIIU CITy:KeOHOE IMMChbMO HAIPaBJIIeTCs B JIBa ajpecaTa
a) oquH 0) Ba B) TpHU

7. MakcumalbHBIH 00BEM CITY>)KEOHOTO MUChbMa

a) oJlHa CTpaHuIla

0) 1B CTPAHUIIBI

B) TPU CTPaHULBI
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8. [leuathio ymocTOBEpSIETCSA

a) MMChMO-HaIlOMHUHAHUE

0) MUCHEMO-TIPUTIIAIIICHHE

B) FapaHTUIHOE TTCHMO

9. OTMeTKa 0 OCTYIUICHUU JOKYMEHTA B OPTaHH3AIIHMIO TPOCTABIISICTCS
a) Ha BCEX JIOKYMEHTax

0) TOJBKO Ha TIPUCHIIAEMBIX

B) 110 YCMOTPEHUIO CEKpeTaps

10. B nuckMe OTMETKA O OCTYIJICHHH JOKYMEHTA ITPOCTABIISICTCS
a) B IPaBOM HIDKHEM YTITy MIEPBOTO JINCTA TOKYMEHTa

0) B JIEBOM HIDKHEM YTITy ITOCIIEIHETO JTUCTa JOKYMEHTa

B) Ha 1000M CBOOOIHOM MeCTe

Tema 2. Opranu3anMoOHHO-PACHOPSAUTENbHbIE JOKYMEHTHI

BceraBbTe nponymeHHbie B TEKCTE CJI0OBA.

1. TekcT nuchbMa AOIKEH OBITH IPOCTHIM, T.€. KaCaThCs BOTIpOCA.
2. TexcT mrcbMa, Kak paBUiIo, COCTOUT U3 IBYX YacTel. B mepBoii uactu maercs

, BO BTOPOH 4acTH .
3. Tekcr nmucbMa MOXKET COCTOATH U3 OJHON YacTH.

4. [TuceMo MOxHO 0OpMHUTH Ha (hopMaTe A5, ecITi TEKCT COJIEPIKUT HE CTpOK.

5. CrayxeOHOE MHCBMO — OTO EIWHCTBEHHBIH JIOKYMEHT, KOTOpPBIH HE HMeEeT

JOKYMEHTA.

6. MakcuMmanbHOE KOJMYECTBO aJpecaToB B TUCEMe- .

7. Kak mpaBmiio, MakCHMaIbHBIH 00hEM MHUCHMA - JCTa, BTOpasi cTpaHuia odpopMisieTcs Ha
JIHCTE.

8. [lncpbma prHaHCOBOTO XapakTepa JA0JKHBI UMETh MOJIITUCH.

9. PexBU3UTEHI CITy>KeOHOTO MUCHMa!
- PeKBU3UTHI OJIaHKa MMCHMA;

- azipecar;

- Pe30IIoIIHS;

- TEKCT;
- OTMETKA 0 HAIMYUHU TIPIOKCHIS;

- OTTHCK II€YaTH;
-OTMETKA 00 UCIIOIHUTEINE;

-0TMETKa 00 UCTIOTHEHUH JOKYMEHTA U HAITPABJICHUH €0 B JIEIIO;

- ( TOIBKO JIJIST BXOIAIITUX ITHCEM. )

Tema 5. [lonsiTHe TOKYMEHTO00OPOTA, perucTpamus 10KYMEHTOB

Bri0epuTe BepHOe yTBep KAeHUE

1.B KaxJ0M YUpEKICHUH TOIDKHBI OBITH pa3paboTaHbl CXeMbI JBH)KEHHUS] OCHOBHBIX KaTETOPHA JOKYMEHTOB
2. YckopeHue JOKYMEHTOOOOpOTa JIOCTUTAeTCs 3a CUeT COKpAIICHHWsl KOJM4ecTBa oOpabaThIBacMbIX
JIOKYMEHTOB

3. BCKpBITHIO TIOICKUT BCsI KOPPECTIOHICHIIVS, TIOCTYIAOIIAs B OPTaHU3AIHIO

4. KoHBepThI MOCIie BCKPBITUS TPUCHITIAeMON KOPPECTIOHIEHITIH BCET/Ia YHUYTOXKAIOT

5. @akT nocTymieHus JOKyMEHTa B OpraHu3anuio ohopmMirsieTcs pe30ionnue pyKOBOAUTEIS

6.0T™MeTKa O TMOCTYIUIGHWH JOKYMEHTa B OpPraHM3allMi0 MPOCTaBJsieTcs Ha JI0OOM CBOOOJAHOM MecTe
[IEPBOIO JINCTA TOKyMEHTa

7. OTMeTKY 0 NOCTYIUIEHMH JOKYMEHTa B OpPraHU3aIMI0 MOYKHO MPOCTABIISATH HA KOHBEPTE

8. Bce TOKyMEHTBI, TOCTYNUBIINE B OPTaHU3AIUIO, MTOJUIEKAT PErUCTPAIH

9. IlocTynaroiye JOKYyMEHTBI PETHCTPUPYIOT B ICHB MOCTYIIICHUS

10. Co3nnaBaemble JOKYMEHTBI PETHCTPUPYIOTCS B JIEHD MTOJITHUCAHUS WIH YTBEPKICHUSI
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Tema 5. IlousiTHE T0KYMEHTO0G0POTA, PErHCTPAIMS JOKYMEHTOB
BriGepuTe npaBUJIbLHBII OTBET.

K kaxxpomy 3ajaHvio JaHel 3 BapuaHTa OTBETa, M3 KOTOPBIX TOJIBKO OAWH BEpHBIA. B OnaHke OTBETOB
[IOCTaBbTE II0J] HOMEPOM 3aJaHus OyKBY OTBETa, KOTOPBIM Ha Balll B3I SIBJSCTCS IPAaBUIIBHBIM.
1. JIokyMeHTBI, TOCTYHUBLINE HE 10 aApECy, CIeayeT

a) BepHYTh Ha MOUTY

0) YHIYTOXUTH

B) MlepeaaTh C KyphepoM

2. KoHBepThI HOCTYNUBIINX TOKYMEHTOB

a) YHUYTOXAIOT

0) OCTaBIAIOT

B) B 3aBUCHMOCTH OT CUTYalluu

3. dakT nocTymieHus JOKyMEHTa B OpraHu3anuio ohopMIIIOT pEKBU3UTOM
a) OTMETKa O KOHTpOJIe

0) OTMETKa O IOCTYIUICHUN JOKYMEHTa

B) OTMETKa 00 UCIIOJIHUTENE

4. O0s13aTeNIBHOM PErUCTPALlUU MOJICKAT

a) sKcipecc-uHpOpMAaLUs

0) pekIaMHBIC MUCbMA

B) 3asBJICHUS TPAKIAH

5. Llenbro peructpaunu siBasieTcs

a) obecrieueHne y4eTa 1 KOHTPOJIS

0) OBICTPBII TONCK TOKYMEHTOB

B) BCE BBIILICIICPEUUCICHHOE

6. [Iporenypa perucTpaiuu BKIIIOYACT B CeOs

a) OJIMH dTall

0) 1Ba »Tamna

B) TpHU dTamna

7. B uHOEKC JOKYMEHTAa HE BXOAUT

a) koa o OKY /|

0) HOMeDp J1eJia 0 HOMEHKJIaType

B) HOMEp CTPYKTYPHOTO TOApa3AeIcHuUs

8. He nojuiexxut perucrpaunu

a) MpUKa3 Mo OCHOBHOM JESITETLHOCTH

0) 'xanoba rpakIaHuHa

B) MUCHMO MH(POPMAIIMOHHOTO XapaKTepa, MPUCIaHHOE JIJISl CBEACHUS
9. O0s13aTeNnPHON PErucTpanyy MOAICHKHUT

a) IOKyMEHT, KOTOPBIH 110 CBOEMY COJIEPKaHUIO TpeOyeT pelieHus Wik OTBETa
0) mporpamma COBELLIAHUSA

B) IUIaHOBO-(DWHAHCOBAS JOKYMEHTAIINS

10. ManuBuayaabHbIE CPOKH UCIIOIHEHUS YCTaHABINBACT

a) HCIIOJIHUTEIIb

0) pyKOBOJIUTEID

B) CEKpeTapb

11. Cpok uCTIOJIHEHHS JOKYMEHTA NCUUCIISETCS

a) C MOMEHTa MOCTYIUICHUsI JOKYMEHTa B OpraHU3aLHIO

0) c MOMEHTa MOJTY4YEHUS JOKYMEHTa HCIIOTHUTEIIEM

B) C JIaThI IOCTYMHUBIIETO JIOKYMEHTa

12. Cpoxk UCTIOJTHEHHST IOKYMEHTa MOXKET MPOJUTHTh

a) TOT, KTO €r0 yCTaHOBUII

0) HCIIOTHUTEIb TOKYMEHTa

B) PYKOBOJUTEIb

13. JlokyMeHT CUHMTAETCSsl HCIIOTHEHHBIM

a) KOr/Ia eCcTh YKa3aHhe PYKOBOJIHUTEIIS

0) KorIa MPOCTaBJICHa OTMETKA 00 UCIIOTHCHUH

B) [10CJIE€ PETHCTPALMN JOKYMEHTa
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Tema 5. IlousiTHe T0KYMEHTO0G0POTA, PErHCTPAIMS IOKYMEHTOB
BceraBbTe nponymeHHbIe B TEKCTE CJI0OBA.

1. JIokyMeHT000OpOT — 3TO JOKYMEHTOB B YUYpEXJECHHH C MOMECHTA

ux WITH TTOJTYYCHHUS 10 3aBEPIICHUS WK OTIIPABJICHHS

2. O0BeM JOKYMEHTO000pOTa — 3TO MOCTYMAOIIUX U CO3/1aBaCMBIX

JOKYMEHTOB 32 OIPEICIICHHBIN MEPUO/I, 0OBIYHO 32 TOI.

3. MHWupmekcamusi —  3TO  HPOCTABICHHUE u
HEOOXOIUMBIX YCIOBHBIX MPH PETUCTPAIMH, YKA3hIBAIONIMX MECTO CO3IaHUS

(MCTIOHEHNUSs) M XpaHEHUs TOKYMEHTA.

4. Kaprounas ¢opma perucTpauudl HCIOIb3YeTCS B YUPEXKACHUSIX C 00bEeMOM
JOKyMEHT0000poTa €IMHUII B TONI.

5. Cpok uCHOJHEHHs — 3TO IE€PUOJ BPEMEHH, KOTOPBIH OTBOIUTCS Ha

JIOKYMEHTA, UJIN KaJleHAapHas aTa, Ha KOTOPYI0 Ha3HAa4YeHO 3aBEpLICHHUE ero

Kputepuu ouenxku Py3.

OrnecHuBaeTcsa Ha 5 0aJJIOB, €CIIU:

1. Yerko chopmyrpoBaHO HOHUMAHUE IPOOJIEMBI U SICHO BHIPAYKEHO OTHOLIEHHUE K HEW aBTOpa,;

2. [IpoGnema packpbiTa Ha TEOPETUUYECKOM (B CBSI3X U C OOOCHOBAaHUSMHU) U OBITOBOM
YPOBHSX, C KOPPEKTHBIM MCIIOJIb30BAaHUEM MM 0€3 UCIOJIb30BaHUS OOIIECTBOBEJUECKUX ITOHATUH B
KOHTEKCTE OTBETA,

3. JIoruyecky COCTUHEHBI B €JIMHOC MOBECTBOBAHHWE TCPMHHBI, MOHSATHUS, TEOPETHYCCKHE
00001IeHNS, OTHOCAIINECS] K PacKpbhIBaeMOU mpobiieme;
4, [IpencraBnena yeTkas apryMeHTalMs, JOKa3bIBAIOIIAs MO3UIMIO aBTOpa (B BHUJE

I/ICTOpI/I‘-IeCKI/IX q)aKTOB, COBpeMeHHBIX COIIMAJIBHBIX HpOHGCCOB, KOHKpCTHLIX cnyqaeB U3 XNU3HU
aBTOpa M €ro OJIM3KUX, CTATUCTHYECKHX JaHHBIX U T. II.);

OnecHuBaercs Ha 4 0aJjia, eciiu.

1. C HETOYHOCTSMHU Mpe/CTaBlIcHAa COOCTBCHHAS TOYKA 3pCHHMS (ITO3UIUS, OTHOIICHKE) IIPH
PaCKpBITUU TIPOOIIEMBI.

2. IIpobnema packpbiTa Ha TEOPETHUECKOM YPOBHE C HETOUHOCTSAMH B MCIIOJIb30BAaHUH
001IeCTBOBEUECKMX TEPMUHOB U MOHATHH B KOHTEKCTE OTBETA.
3. JlaHa apryMeHTalusi CBOero MHEeHUs co ciaboil onopoit Ha (akThl 00IIECTBEHHOMN KU3HU WU

JINYHBINA COLMAIIBHBIN OIBIT.

OuenuBaercs Ha 3 0aJLIa, CCIIH.

1. PacnneiBuaTo npenacraBieHa cOOCTBEHHAs TOUKA 3peHHUs (ITO3ULMS, OTHOLLIEHHUE) ITPU PACKPBITUU
MpOOIEeMBI,

2. [IpoGnema packpbiTa ¢ HEKOPPEKTHBIM HCIOIb30BAaHUEM OOILECTBOBEIYECKUX TEPMUHOB U
MOHATUI B KOHTEKCTE OTBETa (TEOPETUYECKUE CBSI3U M 0OOCHOBAHMS HE PUCYTCTBYIOT WJIU SIBHO HE
MIPOCIICIKUBAIOTCS);

3. Cnabo apryMeHTUpOBaHO COOCTBEHHOE MHEHHE C MUHUMAJIBHOW OMOPOi Ha (GaKThl
0OII1eCTBEHHON JKU3HU, JTMYHBIN COIMATBHBIN OIBIT WU €€ OTCYTCTBHE.

OuenuBaeTcs Ha 2 0aJjLIa, eciu.

1. He npocnexuBaercs COOCTBEHHAs TOUKA 3peHUs (TTO3ULUS, OTHOIIEHUE) IPU PACKPBITHH
pOoOIIEMBI,

2. IlIpobnema packpseita ciabo, 6e3 UCTIOIb30BaHUS OOIECTBOBEAYECKUX TEPMUHOB;

3. He aprymenTnpoBaHo cOOCTBEHHOE MHEHHE;

4. Dcce He MPeI0CTaBICHO.
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Ilpunoosicenue 5
HPAKTUYECKUE PABOTBI 11O TEMAM (I13)
OK 01, OK 02, OK 09, [IK 1.1, IIK 1.3, [IK 4.2, I1K 4.3, JIP 13, JIP 14, JIP 15, JIP 17

113 1.JIpakTnuyeckas padora Nel

3aganme 1. Haueptute Ha minotHoO#H Oymare (BatMmaH) ¢opmara A4, B macmrade 1:1, popmymsipsr yrioBoro
U TPOAONBHOTO ONaHKOB C YKa3aHHMEM HOMEPOB PEKBU3UTOB HAa JIMLEBOW CTOPOHE, @ HAaMMEHOBAHUI
PEKBU3HUTOB — Ha 0OOPOTHOIA.

3ananune 2. Opopmure Maker OiaHKa nmuchbMa (YriI0BOE PaCHOIOKCHHE PEKBU3UTOB mTamia Oianka):OAO
«MocTtopr».

CrpaBouHble JaHHbIe 00 opranusanuu: Mocka, 131564, KpachompecHenckas Ha0. , 15; Temerpad:
Mocropr; Tenedon: 265-45-51 .

P 1 ¢ N2 53780 B Kpacnompecnenckom ¢unmane MockoBckoro kommepueckoro 6anka, M®O 26894, xon
OKIIO 985623, OI'PH 345123789023, NUHH/KIIII

4500583453/02387560.

3ananune 3. OdopMute MakeT OnaHKa MUChbMa (MPOIOIBHOE PACIIONOKEHHE PEKBU3UTOB IITAMIa OJaHKa),
COCTaBHB CaMOCTOSITEIIbHO HEOOXOAUMbBIE PEKBU3UTHI.

3aganue 4. Opopmute MakeT OTaHKa KOHKPETHOTO BHJIA JOKYMEHTa (IIPHKa3a) C YTIIOBBIM PACIION0KEHIEM
PEKBH3UTOB: TOBAPHBIN 3HAK WM 3MOJIeMa npeAnpusaTus (1o BamemMy ycmorpenuto) AO «bepeskay, npukas,
JaTa IpUKas3a u ero Homep, r. KoHCTaHTHHOBCK.

3aganue 5. Odopmure MakeT ONlaHKa KOHKPETHOTO BHJAa JOKyMeHTa (IPOTOKOJA) C MPOJOIBHBIM
pacnionoxxenueM pekBusuToB: OAO «I'A3», nOpoTokoy, Jara 3acedaHus, HOMEpP NpPOTOKona,  T.
KoncTtanTtuHoBCK.

3aganme 6. Odopmure MakeT OlaHKa JOIDKHOCTHOro Jjuna (Mdp (I7laBa) Balmlero ropojia), COCTABUB
HEO0XOIMMBIC PEKBU3UTHI.

113 2.I1IpakTyeckas padora Ne2
Tema 1. Benenue. JIOKyMeHT M cCHCTEMA TOKYMEHTAIIMH

3aganne 1. OGopMuTE PEKBU3UT «aAPECATY:

a) YIJVIOBBIM CIIOCOO0M:

1. Mun#CcTEepCcTBO MO HasloraM U coopam HauanbHuk otnena miianuposanus Kpacuos B. U.

2. Nupekrop 000 «Opoura-cepBuc» Cokonos B. @. 125789, r. CmoneHck, y 1. LlenTpanbHas, 28.

3. Yyrynosa T./I. , 123456, Mockga, yi. ABTo3aBojckas, a. 23, kB. 12;

0) NMPOOJIbLHBIM CIOCOO0OM:

4. BopoHEKCKUH TOCyNapCTBeHHBIH yHUBepcuTeT DakynbTeT KypHATUCTUKU 3aB . Kadeapo mpodeccop
Bsizemckuii B. B.

5. JlokymeHT HampaBisiercs B aBa aapeca: 1) AO «bensiit Betep» ['eHepanbhbiii aupexrop JKykos M. U.; 2)
npubopocTpouTenbHbIi 3aBoa «OnekTpon» Otaen mapkerudra Ct. menemkep JI. 3. Cokomnosa.

3aganne 2. Odopmurte rpud yTBEpKICHHS:

a) YIJIOBBIM CIIOCOO0M:

1. Y1Bepxknato Hupekrop 000 «Jlakmun» B. A. Tumodees «15 » mapra 201 ropa.

2. YTtBepxkaeno llporokon 3aceqannsa Coseta nupektopoB N212 ot 23 mapra 201 ropa.

0) NPOI0JbLHBLIM _CIIOCO0OM:

3. VtBepxkaeno Pemenre obimero coopanus aknnonepoB N207 ot 12 mast 201 ropa.

4. IOKyMeHT yTBEpXACH ABYMS JOKHOCTHBIMHY JTHIIAMHU:

1) YrBepxmato dupextop AO «lIpoton» I'. . bopucos « 12» ampens 201__ rona.

2) Vreepxkaato Hupexkrop AO «Ksant» B.M.Honros «13» anpenst 201 roxa.

3aganmne 3. Odopmure Ha3BaHWE BHJA JTOKYMEHTa M 3arojOBOK K TEKCTY 3TOTO JOKYMEHTA YIJIOBBIM U
MIPOJIOIBHBIM CIIOCO0AMU, YIOTPEOUB HYKHBIN MaIexK:

a) TIpUKa3 O BBEACHUH HHCTPYKITUH 110 TPOTHBOIIOKAPHOI O€301MacHOCTH;

0) IpOTOKOJI 0 3aceJaHUM COBETA M0 MPOPUIAKTUKE TPABOHAPYIICHHI;

B) CIIpaBKa O COCTOSIHUH YCIIEBAEMOCTH B Y4€OHOH rpymIie;

T') akT 00 UHBEHTAPU3AINH HATMYHUS IEHEKHBIX CPEJICTB.

32



3aganue 4. OhopMUTE OTMETKY O HAJTHMYUU MPUIOKCHUS:

1. IIpunoxenue. Ha 2 1. B 4 3K3.

2. [Mpunoxenue. ['ocynapcTBEeHHAs CHCTEMa JOKYMEHTAIIMOHHOT'O 00CCIICUEHsSI YIIPaBIeHHS, 3 9K3.

3. [Ipunoxenne

1. Ilnan pacnpenenenus o0yvaromuxcs no oobekTaM Ha 3 J1. B 2 3K3.

2. Ot4er o pacnpeneicHuy o 00bEKTaM Ha BpeMsl MPOU3BOCTBCHHOM MPAKTUKH, B 2 3K3. Ha 3 1.

3aganue 5. OdhopMuTe PEKBUUT ITOAMUCHY. JJOKYMEHT IMOANACHIBAET:

1. Jupexrop JemapramenTta BHeTHUX cBs3eil P.A . Epoxuna.

2. HauanpHUK cIeICTBEHHOI'O OT/ENIa, MOJKOBHUK rocThin B.B. MnbuH.

3. Hupexrop B. E. CemeHoB n HauanpHUK prrHAHCOBOTO yripaBneHus S. 3. KoponeB 3A0 « Daxem».

4. Komuccus B coctaBe . mnpezacenarens komuccuu [lonomapea B JI., unensl komuccuu [lotanos P. T. ,
Ceupugos P. B.

5. JlBa pykoBoauTeNnss paBHO3HAYHBIX JOJDKHOCTEW: HauanbHuk nenapraMeHTa WH(DOpPMANUM W TEYaTH
MUN/Ja Poccum P. H. CremanmoB wm JlupekTtop nmemapramMeHTa IO CBS3SIM C  OOMIECTBEHHOCTHIO
Muno6paszoBanus Poccun JI. E. HoBuukos.

3aganmne 6. Odopmure rpud coraacoBaHus:

a) VIJIOBBIM CIIOCOOOM:

1. Cornacosauno [Jupekrop BO «IIpoguntopr» K. A Ilepszes «10» anpenst 201 roxa.

2. CornacoBano Ilporokonr N 11 or 23 mapra 201 roma o 3acedaHHMd ITMKJIOBOH METOIWYECKOMN
KOMFCCHH,

0) MPOJ0JbHBLIM _CIIOCOOOM:

3. CornacoBano Jlupektop bankosckoro komiemka N2 45 M. A MoxoB « 12y» anpens 201 rona.

4. CornacoBano Pemenue codpanus TpyaoBoro koiiekTiBa ot 14 ampens 201 roxa.

113 3. IIpakTuyeckas padora Ne3

Tema 2. Oprann3anMoOHHO-PACHOPSAUTENbHbIE TOKYMEHThI

3aganue 1. CocTtaBuTh ycTaB opraHm3anuu (IPEeINpUATHS) TF000H OpraHU3aIMOHHO-TIPABOBOI (HOPMBI 11O
BalleMy BBIOODY.

3aganue 2. OGopMuUTh Ha yCTaBe HEOOXOIUMBbIEC MOJIMUCH U OTMETKH.

3aganue 3. CocTaBUTh AOJDKHOCTHYIO HHCTPYKLHUIO IOPUCTA MPEANPHUSITHSI.

3aganue 4. OhopMuTh Ha JOHKHOCTHON MHCTPYKIIMK HEOOXOIUMBIC MOJIITUCH U OTMETKHU.

113 4. IlpakTHyeckas padoTa Ned

Tema 2. OpraHuzauuoOHHO-PACTIOPSAAUTEIbHBIE JOKYMEHTHI

3aganme 1. CocraButh 1 0QOPMUTH JTOKYMEHT. PacmopsbkeHue o NMOBBHIIICHUN KBaTU(QHUKAIWKU IIepcoHana. B
CBSI3U C IIEPEXOJOM Ha HOBYIO CHUCTEMY aJMHHUCTPHPOBAHUS M TPEIACTOSILEH arTecTaluu pabOTHHUKAM
MPEUIOKEHO TPOUTH 00yueHHe Ha Kypcax IMOBBILEHHUS KBaIH(UKALMK; CEKpeTapio OTheNa — MpedoCTaBUTh
rpaduK MpoBeACHUS 00YUEHHS COTPYAHUKOB OTJIEINA.

3aganme 2. CoctaBuTh U 0QOPMUTH TOKYMEHT. PacriopsbkeHue HaualbHUKA OT/AENa O Haji0aBKax 3a BBICIYTY
neT K okyaay B pasmepe 20-30% cnenmanrcraM oTena.

3aganme 3. CocraButh U 0QOPMHUTH OKYMEHT. YkazaHue o rpaduke ormyckoB Ha 201_ rox. Jns
cocTaBlieHHS TpaduKa OTIYCKOB IMpeIyiaraeTcsl COCTABUTh CIHCKH Pa0OTHHKOB C YKa3aHHEM CpOKa
MPEIoIaraéMoro exxeronHoro ormiaguBaemoro ormycka B 201__ roay. [lepenars cocTaBieHHBbIE CIIUCKHU B
OTIIeT KaJapoB 70 | HroHS.

3aganue 4. OdopmuTe MPHUKa3 MO0 OCHOBHOM AEATEIBHOCTH.

3akpeiToe akIpoHepHoe 00mecTBo « BAK»

[Tpuxas
15.04.202___ N15
KoncrantunoBck

O co3ganum paboynx CEKTOPOB B YTpaBJIeHUU NPOU3BOACTBA U BHEAPEHUS! HHYOPMALMOHHBIX CUCTEM
B mensx coBepumieHCTBOBaHUS OpraHm3anuyd paOOThl  YTpaBieHUS TMPOW3BOJICTBA W BHEAPEHUS
nHPOPMALMOHHBIX cucTeM mpHKas3biBato: 1. Co3maTh B YHpaBieHHH mecTh pabouyuX CEKTOPOB: pa3padoTKu
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MPOrPaMMHOr0 00ECIICUCHHMSI, CONPOBOKIACHHUS MHPOPMAIIMOHHBIX CHCTEM, OIIEPaTOpPOB 00PaOOTKU JaHHBIX,
00CTyXKMBaHHS KIMEHTOB, TEXHUYECKOTO O0CCIICUEHUS, IOKYMEHTAIIMOHHOTO O0CCIICYCHUS YIPaBICHUS. 2.
Havanesnuky VYmpaBieHuns mnpou3BoACTBa W BHeaperms wuH(popMmannoHHBIX cucteM HO. C. Pymenko
MOATOTOBUTH MPOCSKTHI MOJIOXKEHHH 0 pabounx cekTopax. 3. HauanpHuky otnena kaapos B. B. Bacunberoii
BHECTH M3MEHEHHWS B IITATHOE PACIHCaHWE W YKOMIUIEKTOBaTh mMTAaT paboumx cextopoB. 4. KoHTpons 3a
HCIIOJTHEHUEM TPUKAa3a BO3JIOXKUTH Ha nepBoro 3amecturens aupekropa A. C. Koponesy.

I'enepanbHeiil nupexrop B. . SIkosnes.

3aganue 5. CocraButh 1 0ohopMuTh JOKyMeHT. [locTaHOBIEHNE O TPEMUPOBAHIH PAOOTHUKOB COITUAIBHO —
SKOHOMHUYECKOTr0 OTAenaa AnMUHUCTpaiu KOHCTaHTHHOBCKOTO paiioHa 332 BBICOKHE IOKa3aTeldu padoThI
oraena. Ilpemus Bbimaercss w3 (OHIA MaTepUAIBHOTO IOOIIPeHHS B pasmepe 60% exeMecIYHOro
JIOJDKHOCTHOI'O OKJIaza.

113 5. IlpakTuyeckas padora Ne 5

Tema 2: OpraHu3anMOHHO-PACHOPSINTETbHbIE JOKYMEHTHI

1. CocraBbTe crpaBKy O pa3Mepe 3apa0OTHOHM MiaTel pa0OTHHKA OTAena cObiTa roToBoi mpoaykmuu 110
«I'panT» A5 peaocTaBiIeHus B AeTCKUM caj. OcTalbHbIe JaHHbIE YKaXUTE CAMOCTOSTEIBHO.

2. CocraBpTe crpaBKy o cTtaxe padoTsl skoHOMHCTa OO0 «ATIaHT» U MPEIOCTaBICHUS B JPYroe MecTo
paboTHI IO MPUYUHE yX0/a co cTaporo. OcTanbHble JaHHBIE YKAKUTE CaMOCTOSATENBHO.

3. CocraBbre crpaBky u3 K29Ca Ne 97 IlepBomaiickoro paiiona r. MUHCKa O COCTaBe CEMbH MOJOIOTO
CHELUAINCTA JJIS IPEIOCTABICHHS IO MecTy paboThl. OcTalbHBIE JaHHBIE YKAKUTE CAMOCTOSITENBHO.

4. Cocrasbre crpaBky m3 aexaHata AM® BI'ATY o tom, uro crynenrka E. A. HoBukoBa yuutcs Ha
IUTATHOM OTJIEJICHUH U HE MOJIyYaeT CTUICHIMIO AJISl IPEIOCTAaBICHUS €€ B OyXTraJTepHIo 0 MECTy paboThI
ee marep 0. C. HoBukoBoii. OcTanbHble JaHHbIE YKaKUTE CAMOCTOSTENBHO.

5. CocraBbre cmpaBky o ToM, uro A. I'. CokomnoBa sBusiercsi crynentkoit IIl kypca ®ITY BIATY.
OcrTanbHble JaHHBIE YKAKUTE CAMOCTOSTEIBHO.

I13 6. IIpakTHyeckas paGora Ne 6

Tema 2: Oprann3anuoHHO-PACIOPSANTEIbHBIE JOKYMEHTDI

1.CocraBbTe mpuka3 00 OCBOOOXKIEHHWH OT 3aHMMAEMOM JOJDKHOCTH IO COOCTBEHHOMY KEJIAaHHIO TJIaBHOTO
HWH)XKEHepa BTOPOro uexa 3asoaa. OdgopMuTe BU3Yy HavyaJIbHUKA 1I€Xa, PEKBU3UT «(paMUINK HCTIOTHUTEID» H
rpud coriacoBanus ¢ npogroMomM. OcTabHble TaHHBIE JOMOTHUTH CAMOCTOSTENBHO.

2. CocTaBbTe MPUKa3 O MpHEMe Ha OJDKHOCTE TiaBHOro Oyxrantepa OAO «bencoro3» ¢ 0KIIaoM COTJIacHO
wraTHoMy pacnucanuio MBanosoil JI. K. OcTtanbHble JaHHBIE YKAXKUTE CAMOCTOSITENBHO.

3. Cocrasbre npuka3 00 yBonsHennn Kosasst B. H., nmkenepa [10 «JlroqMunay, B CBS3M ¢ COKpAIEHUEM ILTATA.
OcrasnbHble CBEACHNS JOMIOJHUTH CAaMOCTOSITENBHO.

4. CoctaBuTh NpHKa3 o nepesoje umwkeHepa Mesanosa A. I1. Ha goKHOCTD raBHOTO HHXeHepa. OcTabHbIe
CBEIEHUSI JOTIOJIHUTE CAMOCTOSTEIIBHO.

5. CocraButh mpuka3 1mo bpecTckoMy KOBpOBOMY KOMOWHATY CO CIEAYIOLIMMH JAHHBIMEL 1) O mpueme Ha
JIOJDKHOCTB  cekpeTaps-MamuuaicTkn  Koponesoit B. 1., 2) 00 0CBOOOXIEHWH OT 3aHWMAEMOM JTODKHOCTH
Ha4yaJIbHUKA KPEAUTHOTO OT/IENA [0 COTIaCOBAHUIO CTOPOH. OCTaJIbHbIE JAHHBIE JIOTIOIHUTH CAMOCTOSTEBHO.

113 7. IlpakTHyeckas padéora Ne 7

Tema 2: Oprann3anHoOHHO-PACIOPSIANTEIBHBIE JOKYMEHTBI

3aganue 1. OdopmuTte cimyxebnbIi akT. AO «MOCKOMapXUTEKTYPhD)

AxT

YrBepxkaaro ['enepanbusiii nupexrop H.I'.IHumxkwuna 12.04.201

12.04.201__N12

[lepenauu nen 3aBeAyIOMKUM XO035IUCTBEHHON 4aCcThIO

OcnoBanue: npuka3 ['enepanbHOTo MupexkTopa «Mockomapxutektyps» ot 09.04.201__.

CocraBneH KOMHCCHEH @ mpenacenartenb- 3aMecTuTedb [eHepanbHoro nupexkropa AB.DposnoB, uneHsl
komuccuu: 1. ['maBubiit Oyxranrep JI.AKanunkuHa. 2. BeIBIINN 3aBeAyIOIIMIA X035HCTBEHHOM YacThio M. A
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Horuxor. 3. BHOBh Ha3HaueHHBIH 3aBenyromuil xo3sictBoMm B . b. boopos. M. A HoBuko cnan, a B. b.
BoOpoB npuHsUI fena 1 0 TOJKHOCTH 3aBEAYIOIIETO X03SICTBOM.

B pesynbTaTe cnauu-npuemMa Jaei yCTaHOBJICHO:

1.lHBeHTapU3aMOHHAS BEJJOMOCTh COCTaBJIeHA 110 cocTosiHuio Ha 12.04.201__ .

2. [IlpexacraBnenHple 000OpyIOBaHWE, WHBEHTaph, MeOEIb COOTBETCTBYIOT HWHBEHTApU3aAIUOHHBIM
BEJOMOCTSIM.

3. B Hanmuuuu UMEI0TCS BEAOMOCTHU O CITUCAHUH WHBEHTAPs U MEOCIIH.

AKXT cocTaBIIeH B 3 9K3.:

1-i1 5K3.- ['eHepanbHOMY TUPEKTOPY

2-i1 9Kk3. - [maBHOMY OyxTanTepy

3-i 3K3. - B gemo N2 12,

[Ipeacenarens xomuccuu JI.A . Kanunkuna

Unens! komuccuu M.A.HoBukos, B.b.bo6poB.

3aganne 2. OdopMuTe BHYTPEHHIO AOKIAJHYIO 3aHCKY.

Hoxnannas 3anucka

Hupexropy 000 «ITomumep» CasenseBy UK.

24.05.201__

O nmpumeHeHNH TPaPHBIX CAHKINAN

B ampec mockoBckoro ¢mmana AO3T «CrernocHactka» cormacHo mgoroBopy N2123 ot 23.12. 200
MpoM3BeIeHa OTTPYy3Ka Hamlel nponykiuy Ha cymmy 1 560 380 py6neii. B Teuenne nByx mMecsiieB oruiata Ha
HaIll pacueTHBIN CUeT He MOCTYNHIa, HECMOTPS Ha HEOJTHOKPAaTHbIE MUChbMEHHbIE HATOMUHAHUS.

[Ipennararo npuMeHUTH MTpadHbIC CAHKIIUU K MOCKOBCKOoMY (umnany AO3T «CnemnocHacTkay.

3am. qupekTopa no ¢puHaHCOBBIM Bomipocam U. U. UrHartos.

3aganue 3. CocraBuTh U 0POPMHUTH TOKYMEHT. OOBSICHUTEIBHYIO 3aIMCKY O TOM, YTO CBOJHBIA OTYET 3a
nexadps 201 roma He ObUT NMPEACTABJICH B YKa3aHHBIC CPOKU B CBS3U C MOBPEXKIACHUEM (haKC-MOJAESMHOM
CBSI3U M OTCYTCTBHEM BCEX HEOOXOJUMBIX JAHHBIX.

3aganue 4. CoctaButh 1 0QOPMHUTH JOKyMEHT. ClyKeOHYIO 3allUCKy O 3aKa3e HOBBIX OJaHKOB JOKYMEHTOB
B CBA3M C IPOM3BOACTBEHHON HEOOX0AMMOCTHIO (B KomuuecTBe 1000 mTyK)

3aganme 5. CocraBbTe TPOTOKOJ COOpaHMs Balled y4eOHOH TPYIIBI MO MOBOJY IOCEIAEMOCTH 3aHSTHI
(cTpyKTypa IpOTOKOJIa IPUIIATAeTCs).

113 8. IlpakTuueckas padora Ne 8
Tema 2: OpraHu3auMOHHO-pPacCHOPSINTeIbHbIE JOKYMEHThI

3aganme 1. Odopmute orBeTHOE MHCHhMO. OTKpPBITOE akIHOHEpHOe obmecTBo «Paiinoy» Y. LlentpansHas, 1.
14, r. Boponex, 456789

p/c 78900987654321234567 B 6anke «Poccuiickuii KpeauT»»

k/c N2 89765689456534543212, BUK 456321908

23.04.201__ N2 45

Ha N2 01/56 ot 06.04.201

Texunueckomy nupexropy 000 «Dopmymna»

[lo Bamreit mpockOe HampasisieM BaM MPaiC-TUCThI Ha LEHBI KOMILJIEKTOB TOPIOBOrO 000OPYAOBAaHHS, a TAKXKE
HOBBIE DEKJIAMHBIE MPOCHEKTHL. IIpH TMOJOKUTENBHOM pEIIEHHH BOMNpOca O 3aKylNKe TOPTroBOIO
00OpYZIOBaHHS COOTBETCTBYIOIIUE JIOKYMEHTHI JOJDKHBI OBITh HAIpaBJIeHbl HAaYaJbHHUKY OTJeNla COBITa
Urnarosy B. I1.

Hauanbauk otnena mapkerunra U. U. Pynenxo.

3aganmue 2. Odopmure ciayxeOHOE MUCHMO.

N3narensckuii oM «OKu3Hb»

123456, Mocksa, bosnbiioii [epesicnaBekuii niep., a.12. Ten. (495) 987-45-89
Dakc (495)456-34-56 p/c N2 8967546 B OxTs16psckom otaenenun Ab «Mockay
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[Ipencenaremto koMHUTETa IO 0OPa30BAHUIO AIMUHHUCTpAITHU TioMeHckoi obmactu r-Hy ConoBbeBy B.I'.
CoobrmraeM , uro usgarenbckuil qoM «Ku3Hby cornacHo Barmieii 3asBke crienu(UKanuyd roToB MOCTaBUTh
y4eOHYIO JINTEpaTypy IO MpoTrpaMMe CPeIHEro MOJHOTO o0mero oopazoBaHus Ha cymmy B 1,5 (monropa)
MWUIHOHA pyOneii. B cBs3u ¢ atum mpocuM Bac 3akiIrouuTh TOTOBOP Ha BBIMOJHEHUE B3aUMO3a4€TOB 10
peanmzanun OcH3MHA ¢ HepTsHOW Kommanued «uTep Ilmroc», MMEIOMEH JUIEH3WIO HA peaau3alluio
OeH3uHa.

[Ipunoxxenue: norosop Ha 8 1. B 1 3K3.

I'enepanbhsiii qupextop K. Y. KpacHos.

3aganue 3. CoctaBbTe U 0QOPMHUTE MTHUCHMO-TIPUIJIAIIICHUE B COOTBETCTBUU C IIPaBHJIAMHU.

BrIcTaBOYHBIH IIEHTP, PACTIONOKEHHBIN TI0 ajipecy: T. Oped, mpocnekT AHIponoBa, 23, MPOBOIUT BBICTABKY -
spMapKy TOBapoB HapoaHoro mnorpedneHus «OceHb-2014» u mpocut mnoarBepauth AO «Ypoxaity ux
y4acTHEe B BBICTABKC SPMapKe W BBICIATh HMMEIOIIUECS MPOCHCKThI M MaTepUasbl s O(OpMIICHUS
TeMaTH4YeCcKoro crenaa. Ilucemo nmoanucan pykoBoauTelns npoekra B. JI. UecHOKOB.

3aganmne 4. CoctaBbTe U 0OPMHUTE MUCHEMO- MIPEUIOKEHHE, 100aBUB HEAOCTAIOLINE PEKBU3HTHIL.
[Ipennaraem BalieMy BHUMaHHUIO HOBBIA KaTaJIOT, COACPKAIINI MOJHBIM aCCOPTUMEHT BBIITYCKAEMOW HalleH
¢upmoii Mebenn. MpI Takke HampapBiIseM NpaiCc-THCT, B KOTOPOM BBl HailleTe 3HAYUTEIbHBIE CKUJAKH ,
neiictytromtue 10 1 okTsaOps 201 roma s HAalIMX TOCTOSTHHBIX ONTOBBIX MTOKYTIATEIIEH.

Haneemcst Ha B3auMonoHMMaHNeE AajdbHENIIEE ITI0JOTBOPHOE COTPYAHUYECTBO.

3aganme 5. CocraBpTe U 0opMHTE CITYKEOHOE MUCHMO.

I'maBHBIA OyxranTtep akuuoHepHoro OaHka «MMmepmam», pacronoxkeHHoro mo azapecy: 123456, Mockga,
yin.Mononoreapnerickas, a. 24, Tten. 141-67-90, ¢akc: 141-78-87, HamoMuHAeT yHPAaBISIOIIMM
pernoHanbHbelx ¢(unmuanoB Ab  «Mmnepmam» o0 COONIOJCHWM KOHTPOJS HCIONHEHHWsI 3a CpOKaMu
MPEIOCTaBICHUS OTYETHOCTH Ha OcHOBaHMU muchMa llentpobanka Poccun N2 01/134 ot 30 suBapst 200
roja «0 mpenocTaBieHNH OTYETHOCTH B coOTBETCTBUU ¢ [lonoxxenueM "O mopsiake MpoOBEAeHHs pacieToB B
WHOCTPAaHHOH BajJiOTe, OCHOBAaHHBIX Ha 3a4yeTe B3aUMHBIX TpPeOOBaHMH MEXAY POCCHUUCKUMHU
CYJOBJIaJeNblaM1, OCYIICCTBISIONMMH PBIOHBIA MPOMBICET, U HEPE3UACHTAMHU, OCYLIECTBISIFOIIUMH HX
are’TcKoe oOCIy>KMBaHUe "' » ¥ MpuiiaraeT K nmucbMy Komuto Tenerpammbl LB N2 23 ot 15 Hos0ps 200
roja.

I3 9. IlpakTuueckas padora Ne 9

Tema: 3 «Kaaporasi 10KyMeHTAHS»

1. Cocrasbre 3aspienne Ha ums qupektopa 110 «Cnaa» o mpueme Ha pabory W.A. MBaHoBa Ha JOIDKHOCTH
Oyxrairepa. OcTalbHBIC JAHHBIC YKOKUTE CAMOCTOSTEIHHO.

2. CocraBbTe 3asiBICHUE O TIEPEBO/JIE Ha JIOJDKHOCTH TNaBHOTO MHKeHepa A. P. HoBuka. OcranbHble JaHHBIE
YKKHUTE CAMOCTOSTEILHO.

3. Cocrasbte 3asBienue B. E. /Ipo3auackoro Ha umMs gupektopa 10 «benmpoekt» 06 yBOJIBHEHHH €0 ¢
3aHUMaeMol JOJKHOCTH. OcTallbHBIE TAaHHBIE YKaXKUTE CAMOCTOSITEIBHO.

4. CocTaBbTe XapaKTEPUCTHKY Ha CBOErO TOBapwila mo padore wiu yueOe. OcTajabHble JaHHBIE YKAKHUTE
CaMOCTOSITEIILHO.

5. CocraBbTe XapaKTEPHUCTUKY Ha YBOJBHAEMOTO 3aMecTHTeNs riaBHoro oyxranrepa OOO «mMumk» mms
MIPEIOCTABIEHHS 110 IPYTOMYy MECTy pa0oThl. OcTanbHbIE JaHHBIE YKAKUTE CAMOCTOSITENBHO.

6. CocraBbTe XapakTepHCTHKy Ha riaBHoro umkeHepa [10 «Pemctpoiiy, npopadoraeiiero 10 sier. 3a 310 BpeMs OH
okoHum1 3a0uHoe otaeneHne AM® BI'ATY, nposiBrit ce0st MHUIMATUBHBIM paOOTHUKOM. OcCTaJIbHBIE JaHHBIE YKKUTE
CaMOCTOSITEITHHO.

113 10. MpakTnyeckas padora NelQ
Tema 5. IlonsiTHe TOKYMEHTO0G0OPOTA, PErHCTPAIMS JOKYMEHTOB

3aganme 1. V300pasure OpraHW3anyio MOATOTOBKH M TPOXOXKJICHUS MpUKa3a 10 BalleMy ydeOHOMY
3aBEACHUIO (IPYTOi OpraHU3aIiy 110 BallleMy YCMOTPEHHIO).
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3aganue 2. [ToAroToBbTE OpraHU3AIMIO MMOATOTOBKY ITMChMa PYKOBOJUTEIIS Balllero Y4eOHOTO 3aBeICHUS Ha
MM MUHHUCTpa 00pa3oBaHHs PETHOHA

113 11. IIpaxkTuyeckas padora Nell
Tema 5. IlousiTie T0KYMeHT0000pOTA, pErHCTPAIMSA JOKYMEHTOB

3aganme 1. V3yunre NeKOUOHHBIM MaTepHal, PEeKOMEHIyeMylo nuTeparypy. 3amanue 2. Odopmure

JKypHAJI PETUCTPAIIIH BXOISIIEH KOPPECTIOHACHIINN

Hata Pern- Koppec-| Howmep Conep- Pe3o- Uc- Cpox Or™mer- Howmep
Momy- cTpa- MOH- W jJarta | >KaHHe JIOUUS | TIOJNIHU- | KCIIOJI- Ka 00 nena
YEeHHUS ITUOH- JeHT JTOKY- TeNb HEHHUS HCTIOJN-
HBIH MEHTa HCHUH
HOMED
1 2 3 4 5 6 7 8 9 10

3aganme 3. 3anonHuTe rpadbl XKypHaAJIa BXOISIICH KOPPECTIOHICHITNN

I3 12. IlpakTuyeckas padora Ne 12
Tema 6. Opranuszanusi onepaTUBHOrO U APXUBHOIO XPAHEHHUS IOKYMEHTOB

3ananne 1. O3HaKOMbTECh CO CBOAHOW HOMEHKIATYpOW e Ballero yu4eOHOro 3aBeleHus, mompoOyiire
YCTAHOBHTh HA TPHUMEpE Ballero OTICICHHs (CHELHMAIbHOCTH), Kakhe BeayT neia (aKTHUSCKH H

COOTBETCTBYIOT JIl OHU TI0 PEKBU3UTAM U 0QOPMIICHHIO TPEOOBAHHSIM CBOAHON HOMEHKIATYPHI JIE.
3aganue 2. CocTaBbTe HOMEHKIIATYPY €I JJIsl OPraHu3alluy, BHIOpaHHOW BaMU JINYHO.

Kputepun ouenxn I13 1-13.
- OLIEHKA «OTJIMYHO)» BBICTABIIAETCS, €CJIM .CTYJIEHT MOAPOOHO U MPABUILHO OTBETHII Ha
BCE BOITPOCHI 33]1a4H;

- OIICHKa «XOPOILLO»
BOIIPOCHI, HO AOMYCTUJ HE3HAYUTEIbHbIE HETOUHOCTH;

- OIICHKA «yAOBJIE€TBOPUTECJIBHO» BLICTABIISICTCA, C€CJIM CTYACHT IIPAaBHUJIIbHO OTBCTUJI HA
OTACJIBbHBIC BOIIPOCHI, 00 IIOBEPXHOCTHO OTBETHJI HA BCE BOIIPOCHI,
- OIICHKA «KHEYAOBJECTBOPHUTEIBbHO0» BBICTABJIACTCA, €CCIIM CTYACHT HC CMOI' OTBETUTH HaA

OCHOBHYIO 9aCTb BOIIpOCaA.
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Ilpunoosicenue 6
Hokaanbl, pedepartsl, coodmenus (JAPC)
OK 01, OK 02, OK 09, IIK 1.1, IIK 1.3, IIK 4.2, IIK 4.3, JIP 13, JIP 14, JIP 15, JIP 17

1.«Opraau3anoHHbIE JOKYMEHTHl - YCTaB, IOJIO)KEHHE, IOTOBOpP YUpEAWTENel, MpaBWiia BHYTPEHHETO
TPYIOBOTO PACIIOPSIKAY;

2.«CrpaBouHO-MH(POPMAIIOHHBIE TOKYMEHTHI - TOKJIaaHas (CITy)KeOHas) 3aIUCKa, CIIPaBKay;

3.«IlopsimOK COCTaBIEHHUS aKTOB CBEPKU PAaCUETOB MEXAY JeOUTOPAMHU B KPETUTOPAMU»;

4 «SI3BIK ¥ CTHITB JETIOBO KOPPECTIOHICHITHI;

5.«lHUIMaTHBHBIC U OTBETHBIE CITy>KEOHBIC TIHCHMaY;

6.«BHYTpeHHUE U MEKIYHAPOIHBIE TEIEerpaMMBbI, TeeOHOIPAMMBI U TeNeaKChI».

7.1lpumepHast TeMaTHKa BHEAYJUTOPHON CAMOCTOSATEIBHON paOOTHI:

8.«IIpuMepHBIii JOTOBOP KYIUIH — MPOJAKI»;

9.«[IpumepHast popma JOroBopa MOCTABKIY;

10.«I[IpumepHas Gpopma 10oroBopa OaHKOBCKOTO BKJIAIa;

11.«OdopmneHre TPUIOKEHHA K JOTOBOPAM»;

12.«OdopmieHre akToB 1Mo MprueMKe MPOYKIUH (TOBApPOB) MO KOJIMYECTBY U KauecTBY. OOpasIibl aKTOBY;
13.«IIpumepHas popma JOTOBOPA MOCTABKI;

14.«AreHTcKOe COrjamieHue.

15.0¢dopmienune 1onoaHEHUH 1 crienUHUKAINi K KOHTPaKTaM.

16.«TpeboBaHUs MEKTYHAPOIHOTO apOUTpaXka K COCTABICHUIO U O(YOPMIICHHIO MPETEH3HOHHO - HCKOBBIX
JIOKYMEHTOB TI0 BHEIITHEAKOHOMIYECKOH IS TEILHOCTIY.

17.«3ydeHne 3aKOHOIATENbHBIX aKTOB 1 HOPMATUBHBIX JOKYMEHTOB 10 NPETEH3MOHHO-UCKOBOM
JOKYMEHTALUI.

18.«3y4yeHne 3aKOHOJATENBHBIX aKTOB 1 HOPMAaTHBHO-METOAMYECKHX TOKYMEHTOB (heaepabHO-apXUBHON
CITy>KOBI 110 XPaHEHHUIO TOKYMEHTOBY

19.«B3anmogeiicTBue Ciry’k0 JOKYMEHTAIMOHHOTO OOECIICUeHHs YIPABICHHUS W BEIOMCTBEHHBIX apXHWBOB
pu GOPMHUPOBAHUH OCHOBHI JUIsI TIOCJIEAYIOMIETO XPaHEHUS M UCTIOIB30BaHMsI IOKYMEHTOBY;

20.«EquHCcTBO TpeboBaHU K XpaHEHHIO JJOKYMEHTAIUY B JIEIOTIPOU3BOJICTBE U ApXUBE.

Kpurtepun ouenxn T3 — IPC 1-20

OreHka 5 cTaBUTCSI, €CITU BBITIOIHEHBI BCE TPEOOBaHMS K HAITMCAHUIO JIOKJIAIa: TeMa PaCKpPhITa TOHOCTHIO,
c(hOopMyJIUPOBaHBI BBEIBOJIBI, BBIJICPIKAH 00BEM, COOJIIO/ICHBI TPEOOBAaHHUS K BHEIIIHEMY O(OPMIICHHUIO, JIaHbI
MPaBUIbHBIE OTBETHI HA JIOIOJIHUTEIIHHEIC BOIPOCHI.

Onenka 4 — ocHOBHbIE TpeOOBAaHWSI K JIOKJNAIy BBHIMOJHEHBI, HO TPH 3TOM JIOMYIIEHBI HemouéThl. B
YaCTHOCTH, MUMEIOTCS HETOYHOCTH B U3JIOKEHUH MaTepualia; OTCYTCTBYET JIOTUUECKas MOCIIeJ0BATeILHOCTD
B CYXJICHUSX; HE BBIJICPKaH 00BEM JIOKJIANa; UMEIOTCS YIYIICHUS B OQOPMIICHUU; HA JOMOIHUTEIbHBIC
BOIPOCHI MIPH 3aIIUTE JaHbI HETIOJIHBIE OTBETHI.

Onenka 3 — IMEIOTCS CYIIeCTBEHHBIE OTCTYIICHHS OT TPeOOBaHMIA K O(OPMIIEHUIO JI0KIana. B qacTHOCTH:
TeMa OCBEIICHA JIUIIIb YACTHYHO; IOMYIIEHBI (pakTHUeCKne OIMOKH B COACPIKAHUH UITU TIPH OTBETE Ha
JIOTIOJTHUTENIbHBIE BOITPOCHI; OTCYTCTBYET BBIBO/I.

OrneHka 2 — Tema JIOKJIajia He pacKkpbiTa, 00HAPYKUBAETCS CYIIECTBEHHOE HEMOHUMAaHHUE MTPOOIeMbI THO0
paboTa CTyIeHTOM He MpeJICTaBIIeHA.
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Ilpunoosicenue 7

Bonpocs! 1191 3k3aMmeHa

OK 01, OK 02, OK 09, ITK 1.1, K 1.3, TIK 4.2, [IK 4.3, JIP 13, JIP 14, JIP 15, JIP 17

1. Jlenonpou3BoACTBO (JIOKYMEHTAIIMOHHOE OOeCIIeueHUe yIpaBieHus1) Kak (QYHKIUS YIIpaBICHUS,
COBpEMEHHBIE TPeOOBaHU K ero opranu3anui. OCHOBHbIE TEPMUHBI 1€I0IPOU3BO/ICTBA.

2. JIOKyMEHT, OCHOBHBIEC IOHATHS, (PYHKIIMH U CIIOCOOBI TOKYMEHTHUPOBAHHUS.

3. Uudopmanus u nokyment. Knaccudukaiuys 1oKkymMeHTa.

4. DNEeKTPOHHBIA JOKYMEHT U JIOKyMEHTOO00O0POT.

5. YHu¢ukanus 1 cTangapTU3aius Kak OCHOBHOE HallpaBJIEHUE COBEPIIEHCTBOBAHUS JJOKYMEHTOB.
6. CucteMbl JOKyMEHTAUU. Y HUPHUIIUPOBAHHBIE CUCTEMBI JIOKYMEHTAIHH.

7. O6mue TpeOOBaHUS K TEKCTy JIOKyMeHTa. [lopsaok WM370XkKeHus TeKcTa JOKyMEHTa. SI3bIk
CIIY’>KEOHBIX JOKYMEHTOB.

8. HopmaTuBHO-TipaBoBast 6a3a J1e101pOU3BOJICTBA.

9. XapaktepucTtuka, cocras u conepxkanue ['OCTa P.7.0.97-2016.

10.CocraB pexBuzutoB OP/], mpaBuna ux odopmieHus.

11.Bunbr 671aHKOB TOKYMEHTOB, X XapakTepucTtuka. [IpaBuna odopmMieHus, U3roToBIeHUs, yueTa,
UCIOJIb30BAaHUS U XpaHEHUs OJIaHKOB OpraHu3aluu.

12.¥Opuanueckas cuia JOKyMEHTOB.

13.XapakTepucTuka M COCTaB OPraHMU3AaLMOHHO-TIPABOBBIX JOKYMEHTOB: TpeOOBaHUA K
COCTABIICHHUIO B OPOPMIICHHIO.

14.XapakTepucTuKa U COCTaB PACHOPSAUTENBHBIX JOKYMEHTOB: TPeOOBAaHUS K COCTABICHHUIO U
0o OpMIICHHUIO.

15.XapakrepyucTuka ¥ cocTaB HMH()OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB: TpeOOBaHMUS K
COCTABIICHUIO B OPOPMIICHHIO.

16.Pa3paboTka  JOKyMEHTaluH, OTpaxaromed (QUHAHCOBO-XO3SMCTBEHHYIO  JI€ATENILHOCTh
OpraHM3alMH.

17.Pa3paboTka JOKyMEHTAIIH, OTpa)KaroIleil KOMMEPUYECKYIO JeSITeIbHOCTh OpraHu3alliu.
18.lokymeHTHpOBaHUE pabOTHI ¢ IepcoHanoM. KoMmIieke kaapoBoil JOKYMEHTAIIHH.
19.YuudunupoBanHsie popMbl IEpBUUHON YyUETHON JOKYMEHTAIMU 10 YUETy TPYAa U €ro OIjaThl.
O6mwme npaBuiia 0OpMIICHUS PUKA30B IO JINYHOMY COCTaBY.

20.TpyznoBoil 10roBop: COAEP>KAHUE U TIOPATOK 3aKIFOUCHHUS.

21.0co0eHHOCTH JOKYMEHTUPOBAaHUS JTaloB TPYAOBON [€ATENbHOCTH pabOTHHKA: TpHEM,
IIEPEBOJI, OTIYCK, KOMaHUPOBKA, YBOJbHEHUE, TOOLIPEHNE, AUCIIUIITIMHAPHOE B3bICKaHHE.

22 .TpynoBasi KHUXKKa: TIpaBuiia BeICHHUs U 0(hopMIIeHUSI.

23.0¢opmieHne 1 BeleHUE JINYHONW KapTOUKU U JINYHBIX JIEI.

24 Ilpouecc 3amuThl NpoQecCuoHaIbHBIX JAHHBIX B KaJIpOBOii ciryxoe.

25.3anaun ¥ QYHKUMU KaapoBoil ciyk0bl. OpraHuzalroHHasi CTPYKTypa KaJpoBOU CITyXKOBbI.
26.IIpuHuns! ¥ GopMBbl OPraHU3aALMH JeTONPOU3BOICTBA HA IPEAIPUATHH.

27.Cnyx0a JOKYMEHTAI[MOHHOTO oOecredeHus yrnpaBieHus: QyHKIUH, CTPYKTYpa, JOKHOCTHOU
COCTaB.

28.IloHsiTHE, MPUHILIUIIBI U XapaKTEPUCTUKU JOKYMEHTO0O0pOTa

29.0OcHOBHBIE 3Talbl JOKYMEHTOOO0POTA.

30.ITepBonavanbHast 00pabOTKa TOKYMEHTOB B OpTaHHU3AIUH.

31.TexHosorus paccMOTpEHUs JOKYMEHTOB B OPTaHU3ALINH.
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Kputepun oueHKkH 3K3amMeHa.

- OYeHKA «OMJIUYHOY» 8bICABIISIeMCsl, eClu CTYICHT PABUIIbHO U MOJAPOOHO OTBETHII BCE BOIPOCHI;
- OYEHKA «XOPOUL0» BblCMABIISLemCsl, eciy CTYSHT MPaBHIbHO 0TBETHI OT 18 10 20 BOmpocos ;

- OYeHKA «YO06IeMEOPUMEIbHO) 8bICINABIISICMC S, eClu CTYJACHT IPaBUIIBHO OTBEeTHI Ha 12-18
BOTIPOCOB;

- OY€eHKa «Heydoeﬂemeopumeﬂbno» evicmaejisiemcs, eciu. CTYACHT OTBETHUII MEHEC YEM 12 BOITIPOCOB.
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Ipunoowcenue 8
TecToBbIe 3a1aHNS [IJIs1 IPOBEIEHUA IK3aMeHa

OK 01, OK 02, OK 09, IK 1.1, 11K 1.3, IIK 4.2, IIK 4.3, JIP 13, JIP 14, JIP 15, JIP 17
Bapuanr 1

1. B cocTtaB opraHu3ainOHHO-TIPABOBHIX JOKYMEHTOB HE BXOJIHT. ..
a) ycTaB OpraHu3aIluH

0) mTaTHOE pacICcCaHue

B) IIpHUKa3

2. Kakue pacnopsauTenbHble JOKYMEHTHI MOXKET u3aaBarh llpesument Poccwuiickoii
Oenepanuu?

a) yKasbl

0) pacnopsiKeHus

B) MIOCTaHOBJICHUS

I') BCE BAPUAHTHI BEPHBI

3. J10JDKHOCTHAS MHCTPYKIIHS COTPYIHHUKA. . .

a) MOJUICKUT YTBEPIKICHUIO

0) HE yTBEp)KIaeTCs

B) YTBEPIKJIACTCS 110 YCMOTPECHHUIO PYKOBOTUTEIIS

4. Kakoii HOpMAaTUBHBIA JOKYMEHT OINpPEAEIISIET 00S3aHHOCTU COTPYAHUKA?
a) llITatHOE pacniucanue

0) YcraB npeanpusTus

B) JlOJOKHOCTHAs MHCTPYKIUS

5. TunoBkie TOKYMEHTBI HOCAT ... XapaKTep
a) o0s13aTeNIbHBIN

0) pekoMeHIaTeIbHbBIN

B) 03HAKOMUTEIIbHBIN

6. JINCTBI HyMEpYIOTCS. ..

a) ocepeIMHE HUMKHETO MOJIs JTUCTa
0) mocepeHE BEPXHETO TOJIS JINCTA
B) B IPaBOM BEPXHEM YTIy

7. Hymepanus ctpanuil 0hOpMIISIOT TaK. ..
a) 25

0) -25-

B) cTp.25

8. CKOJIBbKO CyIIeCTBYET MOJIOKEHUI TadynsTopa
a) 6
0) 8
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B) 4

9. OT HyNEBOTO MOJOXKEHUS TA0YIATOPa OHOPMIISIOT. . .
a) HAaMMEHOBAHKE BHJIA JIOKYMEHTA

0) anpecar

B) rpud yTBEPKIACHUS

10. KakumM wHHTEpBaJIOM OTHENIAIOT JPYyr OT Jpyra pPEKBU3HUTHI NpU O(OpMIICHUU
JTOoKyMeHTa Ha ¢popmare A4?

a) OJJMHAPHBIM

0) TBOMHBIM

B) TPOMHBIM

11. Kakoit peKBU3UT HE BXOJUT B COCTAB OJIaHKa MUChMa?
a) CIIpaBOYHbBIC JIAaHHBIC 00 OpraHU3aIuU

0) MeCTO M3aHus

B) CChUIKa Ha HOMEp U JaTy BXOJISIIETO JOKyMEHTa

12. JIoiKHOCTHOM OJIaHK SIBIIAETCS PA3HOBUIHOCTHIO
a) obmero OjaHka

0) Oy1aHka muchma

B) 0J1aHK KOHKPETHOTO BUJA JOKYMEHTa

13. MoxeT M MHHHCTP TOMMHCATH JTOKYMEHT, O(GOPMIICHHBIA Ha JOKHOCTHOM
0JIaHKEe 3aMeCTUTEIISI MUHUCTpa?

a) MOXeT

0) HE MOXeET

B) 110 >KEJIaHUIO

14. PexBU3UT «CTPaBOYHBIC JaHHBIE 00 OpraHu3anum» oQopMIISIOT
a) TOJBKO Ha OJlaHKaX MUChMa

0) Ha Bcex OJlaHKax

B) TOJILKO Ha OJIaHKE KOHKPETHOTO BUA JTOKYMEHTa

15. Ha Gnanke cyObekToB PO pekBU3UTHI 0OPMIISIOTCS:
a) TOJIBKO Ha PYCCKOM SI3bIKE

0) TOJIBKO HAa HAITMOHATBLHOM SI3BIKE

B) Ha JIBYX SI3bIKAX: PYCCKOM M HAIIMOHAJILHOM

16. PacniopsiiuTenbHBIN JOKYMEHT, KOTOPBIM U3Aa€TCSI HA OCHOBE €AMHOHAYAITHS
a) pelieHue

0) mpukas

B) IIOCTAHOBJICHHE
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17. PacnopssauTenbHbli TOKYMEHT, KOTOPBI HM3JA€TCS HAa OCHOBE KOJUIErMAJIbHOIO
PYKOBOJZICTBA

a) mpuKas

0) peleHue

B) pacHopsKEHHUE

18. U3 ckonbKUX COCTABHBIX YacTeH, KaK MPaBUIIO, COCTOUT TEKCT PACIOPSIUTEIBHOTO
JOKYMEHTa

a) U3 ABYyX

0) u3 OTHOM

B) U3 TpEX

19. ®amunuio U TOHKHOCTD UCTIOTHUTENS B PACHOPSAUTEIHLHON YacTH TEKCTa MpHUKa3a
110 OCHOBHOM JI€ATEIbHOCTH YKa3bIBAIOT

a) B UMCHUTEIHHOM MaJIekKe

0) B pOIUTEIILHOM TAJIeKe

B) B JaTEJIbHOM MaJIeKe

20. B cocTaB peKBU3UTOB MPHKa3a 0 OCHOBHOM JESITEILHOCTH HE BXOJUT PEKBU3UT

a) rpud yTBEPKICHUSA

0) 3aroJI0BOK K TEKCTY

B) HOMEP TOKYMEHTA

21. CKOJTbKO 9acTeH COACPIKUT TEKCT aKTa
a) OJIHY

0) nBe

B) TpHU

22.3arojIoBOK K TEKCTY akTa (opMynupyeTcs
a) B UMEHUTEIbHOM NaJexkKe

0) B pOIUTEILHOM TA/ICIKE

B) B IIPEIJIOKHOM TAJIEHKE

23. Cnenyet U yKa3bIBaTh JOHKHOCTH YJICHOB KOMUCCHUU MPU O(DOPMIICHUH PEKBU3UTA
«TIOATIHCHY

a) 1a

0) HEeT

B) IO JKEJIAHUIO CeKpeTaps

24. B CKONBKHX dK3eMILISIpax 0hopMIIsieTCs aKT
a) B Tpex

0) B ueThIpex

B) B CKOJIbKHX HEOOXOAMMO

25. Kakast yacTh TEKCTa aKTa MOXKET OTCYTCTBOBAaTh
a) BBOJHAs 4acTh
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0) KOHCTaTUpYFOITIast
B) 3aKJIFOUUTEIIbLHAS

IIpakTH4eckue 3agaHus.

1.B [TAO «Cenena» mnpoBefeHa NHpoBEepKa pabOTHl OTAENa MapKETUHTra IO
OKa3aHUIO IUIaTHBIX ycayr. Kommuccns B cocTaBe 3aMecTUTENS OUPEKTOpa, Tl
Oyxrainrepa M HayaJlbHMKA OTJEla MapKeTHUHra B XOJ€ IPOBEPKU OOHaApyx uia
HapymeHus B O(QOPMIICHHHM JaHHON JTOKYMEHTAallMH OyAyT TPEJACTABICHBI CAHKIIHH.
[ToaroToBbTE TMPOEKT COOTBETCTBYIOLIETO JAHHOW CUTyalMu JOKyMeHTa. Bwun
JTIOKYMEHTA OINpPEJETUTE CAMOCTOSTEIBHO.

2. CocTaBUTh OOBSICHHUTEIBHYIO 3alMCKy Ha WMS 3aBEAYIONIETO OTICICHUEM O
npuurHe ono3aanus Ha 1-ro mapy 17.03.2024. B Tekcre yka3zaTb NPUUMHY OMO3JAHUS.

3. CocTaBbTe JOKJIQJHYIO 3aMMHCKY O KOMaHAWNPOBAHUN PaOOTHUKOB Ha CEMHHAP.
OcranbHble PEKBU3UTHI YKAKUTE CAMOCTOSITEIBHO.

4. ITo Bune Oyxrantepuu cotpyauukam [TAO «Cenenay» B TekylieM Mecsile Obuia
3ajiepKaHa BhITIaTa 3apa00THOM I1aThl. [ TaBHBINA Oyxrantep HuHPOPMUPYET TUPEKTOpa
ITAO o ToMm, 4TO 3ajepKKa HAJIUYHOCTU ObLIa CBsi3aHa C omo3gaHueM Ha cuer [TAO
JICHEXKHBIX CPEJCTB OT IMpEANpPUATUN-TIapTHEPOB. B ponm Oyxranrepa 3amojiHUTE
bopmyIsap ciyKeOHOM 3aIlUCKHU.

5. OpopMuUTH BHYTPEHHIOIO JTOKJIAAHYIO 3aITUCKY.

JloknamHas 3amucka

Hupexropy OOO «Ilonumep» CasenveBy U.K.

24.05.2023 O npuMeHEeHUH ITPAPHBIX CAHKIIHMA

B aapec mockoBckoro ¢unuana AO3T «CremocHacTka» COIVIaCHO JOTOBOPY
N2123 ot 23.12. 2022 npousBeieHa OTrpy3Ka Haiiel npoaykiuuu Ha cymmy 1 560 380
pyOsieil. B TeyeHue AByX MecAIleB OIIaTa Ha HAIll PacYETHBIM CcueT He MOCTYIuUJA,
HECMOTPS Ha HEOJJHOKPATHbIE TMChbMEHHbBIE HATIOMUHAHUSL.

[Ipennarato mpuMeHUTHh MTpPadHBIE CAHKIMKA K MOCKOBCKOMY ¢unuany AO3T
«CreniocHacTKay.

3am. nupekrtopa 1o ¢puHaHncoBbM Bonpocam U. 1. Mrnaros.

Bapuant 2

1. B kakom nazexxe popMylIupyeTcs 3arojIoBOK K TEKCTY JOJIKHOCTHOM MHCTPYKIUU?
a) B UMCHUTEILHOM

0) B pOJIUTEILHOM

B) B IPEIJIOKHOM

2. Kakoil TOKyMeHT He SBISETCS PA3HOBUIHOCTHIO KON ?
a) YEpPHOBUK

0) oTmyck

B) MyONHKaT
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3. JIOKyMeHT, BblJaBacMblii B3aMEH YTEPSHHOTO W HMMEIOUIMA CHIy TMOJIMHHUKA,
Ha3bIBACTCH. ..

a) KOIHUsI

0) oTITyCK

B) nyOJauKaT

4. JIokyMEeHT, OKOHUYATEIbHO 0(hOPMIICHHBIN U TIOITMCAHHbIN, HA3bIBACTCH. . .
a) MOUTMHHUK

0) oTmyck

B) AyOnmKaT

5. 3menenus v JOMOTHEHUS B JOKHOCTHYIO HHCTPYKIIHIO BHOCSITCSL. . .
a) JOKJIQJIHOM 3aIMCKOU

0) MpUKa30M PyKOBOIUTEIS

B) CIIPaBKOM COTJIaCOBaHUS

6. lata nokymeHTa opopMIsieTcs:
a) 23.12.2010

6) 23.X11.2009

B) 23.12.10

7. Ilpu anpecoBaHuU JOJKHOCTHOMY JIUILY UHUIIMAJIBI CTABST. ..
a) 10 paMuIumn

0) nmocie Gpamunnu

B) IO YCMOTPEHHUIO CEKpeTapsl

8. Mecrto u3nanusi JOKyMeHTa 0(hOpMIISIETCS TaK
a) r.Koctpoma

6) Koctpoma

B) rop. Koctpoma

9. Ciy>)keOHOE TUCHEMO MOKET cojiepkaTh He Ooee
a) 4eThIpEX aipecaToB

0) IByX aJpecaToB

B) TPEX aJpecaToB

10. 3aro0BOK K TEKCTY COCTABISAETCS K JOKYMEHTaM, O(POPMIICHHBIM. ..
a) Ha hopmate A4

0) Ha ¢popmate AS

B) Ha J1r000M (hopmare

11. Texct nokymenta Ha hopmate A4 0hOPMIISIOT. ..
a) yepe3 OJIMH UHTEPBaJ

0) uepes moJITOpa UHTEpBaJa

B) uepe3 JBa UHTEpBaJia
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12. Pezomroruio ohopmItser. . .
a) pyKOBOIHUTEIh

0) cexperapb

B) UCIIOJTHUTEIb

13. B pexBU3UTE «IOANUCHY) UHUIHAIIBI CTABST. . .
a) 1o hamuauu

0) mocne ¢pamunuu

B) HE UMEET 3HAUYCHUS

14. OTMmeTKa 0 MOCTYTUICHHH O()OPMIISIETCS. ..
a) Ha MOCTYNAKUUX JOKyMEHTaX

0) Ha OTHPABIISIEMBIX JOKYMEHTAX

B) Ha BCEX JIOKYMEHTax

15. Pe3ynbrat paccMOTpeHHUsI IOKYMEHTa PYKOBOUTEIEM OpopMIIsieTCs . . .
a) rpudoM yTBEpPKICHUS

0) pe3ororueit

B) Tpu(oM corilacoBaHus

16. [Ipuka3 mo OCHOBHOM AESITETFHOCTH MOIMUCHIBACT
a) pyKOBOJUTEIb

0) cexperapb

B) UCIIOJIHUTEIh

17. IlocTaHoBNEHNE MOAITMCHIBAET

a) pyKOBOJIUTEIb

0) cekperapb

B) PYKOBOJUTEIb U CEKPETAPh KOJJISTHAILHOIO OpraHa

18. ITpuka3 1o OCHOBHOM JEATEILHOCTH O(OPMIISIOT
a) Ha OJaHKe MMChMa

0) Ha Oy1aHKe KOHKPETHOTO BUJIa JOKYMEHTA

B) Ha JIOJDKHOCTHOM OJIaHKe

19. CnoBo «mpuKa3biBaoy» B TEKCTE MPUKa3a [0 OCHOBHOW JAEATEILHOCTH O(DOPMIISIOT B
CJIEIYIOILEM HallMCaHUU

a) [IIPUKA3BIBAIO

0) MpuKa3bIBaIO

B) [Ipuka3sbiBaro

20. PacniopsiiutenbHast 9aCTh B PACTIOPSKEHUU HAUMHACTCS CIIOBOM
a) [TIPEJJIAT AIO

0) PEILIAET

B) [IOCTAHOBIJIAET
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21. CitykeOHBIN aKT COCTaBJISIET U TOIMKUCHIBAET
a) pyKOBOJUTEIIb

0) UCTIOJIHUTEIb

B) KOMHCCHS

22. OcHOBaHUEM JI U3/IaHMS KAKOTO PacoOpAIUTEILHOTO JOKYMEHTA MOXKET ObITh aKT
a) Ilpukas

0) Pemenue

B) [loctanoBnenue

23. JlaToii akTa SIBISETCS

a) Jlara yrBepxxaeHus

0) [Jata akTupyemoro coobITus
B) Jlara moanucanus

24. B cocTaB peKBU3UTOB aKTa BXOJUT PEKBU3UT
a) I'pud cornmacoBanus

0) I'pud yrBepxaeHuUs

B) OT™MeTKa 00 UCTIOTHUTENE

25. B cocTaB pEKBU3UTOB aKTa HE BXOJUT
a) I'pud yrBepxxneHus

0) I'pud cornacoBanus

B) 3aroJIOBOK K TEKCTY IOKYMEHTa

IIpakTuyeckue 3agaHus.

1. Bemonuute pesomtonuio aupekropa Hocosa ILI., ecniu u3BecTHO, 4TO OHA
opopmiena 30.10.2024 u comepKUT pacrnopsHKEHHE O HAa3HAYCHUH OTBETCTBEHHBIM
ucnionHuteneM Porosa B.C. 3a cornacoBaHue TEXHUYECKOTO 33a/IaHUS 110 KOHTPAKTY B
cpok 1o 15.11.2024

2. Bomonanth pexkBu3uT «['pud yTBEpKICHHS», €CIM U3BECTHO, YTO JTOKYMEHT
yTBepxkAeH pemeHueM Coera qupektopoB oT 12.05.2024 Ne 34.

3. BBIMOJHUTE PEKBU3UT, €CJIM HW3BECTHO, YTO JOKYMEHT OBLI COIJIacOBaH
20.02.2024 ¢ Coserom maupektopoB OAO «CamoT» B JULE €ro mnpeaceaaress
IToxposckoro B.H.

4. PexBusuthl «Bunp nokymenta», «Jlara», «PeructpaliuoHHBII HOMEp» U
«CchlIKa Ha PErucTpPalMOHHBIA HOMEP M J1aTy JOKYMEHTa». BBINOIHUTH PEKBU3HTHI,
€CJIM M3BECTHO, YTO COCTABJIEHO MUCHMO-OTBET HA paHee MOJTy4YeHHbIH 3ampoc Ne 02-
04/134 ot 12.05.2024. ITucemo 3apeructpupoBano 16.06.2024, peructpannoHHbid Ne
03-05/221

5. Pa3paborate OmaHk oOmIecTBa C OTPaHWUYEHHOW OTBETCTBEHHOCTHIO (OIaHK
000 «...»)

47



Kpurepumn oneHku:

Oo0nLeMm
BBINOJIHEHH S

Onenka

Kpurepun onenku

ot 61 1o 70

«OTIHUYHO»

- TEOPETUYECKOE COJEpPKAHUE JTUCIUILIMHBI
OCBOEHO IIOJIHOCTBIO, chopMUPOBAHBI
HEOOXOIUMBbIE  MPAKTUYCCKUE  HABBIKU U
YMEHHUs, BBIIOJIHEHBI BCE 3aaHUs.

ot 49 o 60

«XOpOouIo»

TEOPETUYECKOE  COJEPIKAHHE  JTUCIIUILIMHBI
OCBOCHO MTOJIHOCTEIO, c(hOpMHUPOBAHBI
HEOOXOIUMbIC MPAKTUYCCKUE HABBIKA M YMCHHUS
HE B IIOJIHOM 00OBEME, BBLIIIOIHEHBI BCE 3a0aHUs,
NP BBIMOJIHCHHH KOTOPBIX OBLIN OOHAPYKEHBI
OIIMOKY 1 HEJOYETEL.

ot 35 mo 48

«Y IOBJIIETBOPUTEIHHO

TEOPETUUECKOE COJICPIKAHUE JUCIUTUTUHBI OCBOCHO
YaCTUYHO, HO MPOOEIBI HE HOCAT CYIMECTBEHHOTO
xapakTepa, COPMUPOBAHBI B OCHOBHOM
HEOOXOMMBIC MPAKTUIYCCKUE HABBIKK U YMEHHUS,
BBITOJTHEHO OOJIBIIIMHCTBO 3a/IaHuH, IPU
BBITMIOJTHCHUU KOTOPBIX OBLIM OOHAPYKECHBI OIIMOKU
Y HEJIOYCTHI.

ot 0 1o 34

«HeynoBineTBOpUTENBHOY

TEOPETHIECKOE COJIep KaHUe TUCIUTUIMHBI He
OCBOEHO, He c(hopMHUPOBaHEI HEOOXONMMBIE
MPAaKTHYECKUE HABBIKK U YMEHHS, BBITIOTHECHHBIC
ydeOHbIe 33JaHHUS COJIEPIKAT OIIMOKA U HEJJOYETHI.
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IV. PE3YJIbTATBI OCBOEHUS YUEBHOM JUCIHUATLIMHBI

KoHTposs m oIleHKa pe3yiabTaTOB OCBOEHUs yueOHOW mucruiuimabl  «OIL
04  JloxymMeHTalMOHHOE o0ecrieueHue yTpaBICHUS OCYIIECTBIISICTCS
npenojaBaTeieM B nporiecce IPOBEACHUS PaKTUYECKUX 3aHATHH,

TECTUPOBAHMS, a
3aJJaHuM, UCCIICIOBAaHMH.

TAKIKC

BBIITOJIHCHUA O6y‘{aI-OHII/IMHCH HHAWBUIYAJIBbHBIX

Pe3yabTarhl 00yueHus Kpurtepun ouneHkun DopMbl, METOABI
KOHTPOJISI U
OLICHKHU
OcBoeHHBIE 3HAHNSA: OrneHka «OTJIHMYHO» BBICTABISIETCA Texymmii
1. noHATHA, LIeTH, 3a0a4YH1 U CTYJEHTY, €CJIH: KOHTPOJIb:
MPUHIIUIIBI l)monHO wW3MaraeT W3YyYEeHHBIA MaTepua, —  YCTHBIH U
JEJIONPOU3BOJICTBA; NPaBUIBHO  BOCIIPOM3BOAUT  ONPENCNCHUS | [pchMEHHBII
2. OCHOBHBIE TIOHSITHS MIOHSTHSA, TEPMUHBL; ompoc,
JOKYMEHTAIlHOHHOTO 2) oOHapyXHUBaeT IOHUMaHNUE MaTepUaa, e ——
obecrieyeHus yrpaBieHUs; MO>KET 000CHOBATH CBOM CY>KACHUS,
3.cucTemsl MIPUMEHUTH 3HAHUS Ha PAKTHUKE, IPUBECTH TPaKTHHCCKUX
JOKYMEHTAIIMOHHOTO HEO0XOIUMBIE IPUMEPHI HE TOJIBKO 110 pabor,
o0ecrieyeHus yrpaBieHUs; Y4eOHHUKY, HO ¥ CAMOCTOSTEIILHO — BBIIOJHCHNA
4.xnaccuuKanuo COCTaBJICHHBIE; KOHTPOJIbHBIX
JIOKyMEHTOB; 3) uznaraeT Matepual Mocie 0BaTeIbHO U paboTr Mo Temam
5.1peGoBaHMs K COCTABJICHUIO U | TIPaBHJIBHO. TUACUUIUINHEI,
0(hOPMIIEHUIO JOKyMEHTOB; —  BBINOJHCHUS
6.0praHu3aLHIo O1eHKa «X0pOII0» BEICTABILIETCS TECTOBBIX 3a/1aHUil,
JIOKyMEHT0000pOTa: TIPUEM, CTYZICHTY, ecim: ) ] BBITIOIHCHIE
O6pa6OTI<y, perucTpanuro, CTYACHT HacT OTBET, YAOBJICTBOPSIIOIINU Pa3HOYPOBHEBBIX
KOHTPOJIb, XpaHCHHUEC TEM XK€ Tpe6OBaHI/I$1M, 4TO U JJII OTMETKH o .
wen 3alaHnAM 110 TEMaM
MOKYyMCHTOB, HOMCHKIIATYPY 5", Ho momyckaet 1-2 ommnOKH, KOTOpBIE caM ’
Ae. K€ UCIIPaBIsIeT, U 1-2 Henouéra B ) BBITOTHCHHC
IOCIIE10BATEFHOCTH MaTepUaa. HPaKTATICCKIX
OcBO€eHHBbIE YMEHHS: pabor;
O1eHKa «y/10BJIETBOPUTEIbLHO» — IIOATOTOBKa
BBICTABJISICTCS CTYJICHTY, eciu: 1) JIOKJIaJI0B,
1.opopMIIATE TOKYMEHTALMIO B | y3naraeT MaTepuain HeMOJHO 1 pedeparos,
COOTBETCTBHHU C HOPMATUBHOM JIOIyCKAaeT HETOYHOCTH B OIPEECIICHUN COOOILIEHU.
0a30H, B TOM 4HCIIE € HoHATU wim GopMyIupoBKe IpaBui; 2)
HUCIOJIb30BAHUEM HE YMEEeT JIOCTaTOYHO TIIyOOKO U
MH(OPMAIMOHHBIX TEXHOJIOTHH; | 0Ka3aTelbHO 06OCHOBATH CBOU CYXKICHHS U
2.0CBaMBaTh TeXHOJI(?’I‘I/II/I IIPUBECTHU CBOU IPUMEPBI; HpOMe)KyTO‘lHaﬂ
ABTOMATU3UPOBAHHOU 3) u3naraeT MaTepual HENOCIEAOBATEIbHO U aTTeCTAINS -
06p360TKI/I JOKYMEHTAlH; JIOTTyCKaeT OLINOKMU. SK3aMEH
3.ACIIOJIB30BATh
YHUQHIHPOBAHHEIE (OPMBI OrneHka «Hey10BJIeTBOPUTEIBHO»
JIOKYMEHTOB; 4.0CYIIECTBIIATE BBICTABJIAETCA CTY/IEHTY €CIIH:
XPpaHCHUC H ITOUCK CTYAEHT OOHapy)KUBaeT He3HAHUE OOJIbIICH
JIOKyMEHTOB; 5.MCTIONB30BATH JaCTH COOTBETCTBYIOIIETO pa3zena
TCICKOMMYHHKAITHOHHBIC U3y4aeMOro MaTepuaa, 10IycKaeT OIIHOKH B
TEXHOJIOIMH B JIEKTPOHHOM (hopMynUpOBKE OIIpee/ICHUIN U IPaBUl,
JIOKyMEHT0000pOTeE; HCKaXXKaIOLIMEe UX CMBICT, OECTIOPSI0UYHO U
6.0praHH30BBIBATH HEYBEpEHHO u3naraer marepuai. Ouenka "2"
JOKYMEHT0000pOT; OTMeYaeT
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7.pazOupathcs B TaKue HEAOCTAaTKH B TIOJATOTOBKE CTY/ICHTA,

HOMCHKJIATypPE JICIL. KOTOPBIE SABIISIOTCS CEPhE3HBIM
MPENSTCTBUEM K YCIICITHOMY OBJIAJICHUIO
MOCJICTYIONUM MaTEePHATIOM.

[IpenonaBaresnp C.A. KeroBa
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