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1. Hesau u 3aga4M AUCHUILINHBI
enn u 3aga4n IMCOMIJIMHBI:
B pesyaprare u3yueHuss 00s3aT€NbHOM  4YacTM  ydyeOHOro IMkiaa  oOydaromuics 1o
o0mIenpodecCHOHATBEHBIM IUCIHUILINHAM JIOJKEH:
yMeTb:
opopMIATH W TPOBEPATH MPABHIBHOCTH O(GOPMIICHHS JOKYMEHTAIlMM B COOTBETCTBUU C
YCTQHOBJICHHBIMH TPeOOBAHUSAMH, B TOM YHCJIE€ UCIIOIb3Yys HHPOPMALIMOHHBIE TEXHOJIOTUH;
IPOBOJUTH aBTOMAaTU3MPOBAHHYIO 00pabOTKY JOKYMEHTOB;
OCYILIECTBIIAITh XPAaHEHUE U ITOUCK IOKYMEHTOB;
UCIIOJIb30BaTh TEJICKOMMYHUKAITMOHHBIE TEXHOJIOTHH B AJIEKTPOHHOM JIOKYMEHTO000pOTE;
3HATh:
OCHOBHBIC MOHATHS: €N, 33/1a41 U IPUHIIUIIEI JOKYMEHTAIIHOHHOTO 00ECTIeYeHUS YIIPaBIICHHS,;
CHCTEMBI JOKYMEHTALMOHHOTO 00eCIeUeHHs yIIpaBJIeH!s, UX aBTOMAaTU3aLHIO;
KJIacCU(UKAIIUIO JIOKYMEHTOB;
TpeOOBaHUS K COCTABICHUIO U OPOPMIICHHUIO JOKYMEHTOB,;
OpraHu3alfio JOKYMEHTOO0OpOTa: TpueM, O00paboOTKy, PETUCTpAIMI0, KOHTPOJb, XpaHEHHE
JIOKyMEHTOB, HOMEHKJIATypy A€l
2. Mecto qucuunMHbl B ctpykrype OIIOII CITO
JlucuumirHa BXOAUT B 0011enpodecCHOHaIbHBIN MKIL.
JucuuminHa onupaercs Ha JUCLHMIUIMHBL, U3YYEHHBIE CTYJEHTOM paHee B Ipoliecce MOIyYeHUs
0o0pa3oBaHus, TaKue KaK OCHOBBI 3KOHOMMYECKOW TEOpUH, IKOHOMHKA OpraHM3aLUM, NCHUXOJOTHs,
00I11eCTBO3HAHUE.
JU11 OCBOEHHUS JaHHOW JUCLMIIINHBI CTYJEHT JTOJIKEH:
3HaTh: 0a30BBII KypC OCHOBHOM HIKOJIBI.
YMetsb: paboTath ¢ yueOHOH IUTEPATYpOil U APYrUMHU HH(POPMALIMOHHBIMU UCTOYHHUKAMHU.
Bnaners: ocHOBHBIMU NpuéMamMu U HaBbIKaMU pabOThl 110 OCBOCHHIO HOBOI'O MaTepHaa,
METOJIaMU aHajh3a M CUHTe3a IOJIydeHHOH HH(POpPMAaLUHU, IpaBUJIaMH YCIIEIIHOTO YCBOEHHUS
M3y4aeMoro.
CopnepxaHue NTaHHON JUCLUILINHBI SBJISETCS ONOPOU I OCBOCHMS TaKUX AMCLMIIINH KaK: OCHOBBI
MEHEIP)KMEHTAa U MapKETUHIa, aHAJIN3 X03UCTBEHHOU JeSTEIbHOCTH.
- VI1.00: yueOHOI npakTUKH;
- [1T1.00: mpon3BOoICTBEHHOM MPaKTUKHU (10 TPO(UITIO CIEUaIbHOCTH).
- ITAIT.00: mpenquniIoMHON MPaKTUKH.
3. TpeboBanus K pe3yJbTaTaM OCBOEHHS CO/IeP:KAHUS THCHUTIMHBI
[Iporiecc M3ydeHHs IUCHMIUIMHBI HampaBieH Ha (POPMUPOBAHUE HJIEMEHTOB CIEIYIOLINX
komriereHmii B cootrBercTBUU ¢ PI'OC CIIO u OIIOII CIIO no naHHOMY HampaBJICHUIO
MOTOTOBKH:
oouux (OK):

OK 1. IloHumarh CyIIHOCTh M COLMAJbHYIO 3HAUMMOCTh CBOed Oyaymied mnpodeccun,
MIPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.

OK 2. AHanu3upoBaTh COIMAIbHO-I)KOHOMHYECKHE M MOJUTUYECKHE MPOOJIEMBI U MPOLECCHI,
UCIONIb30BAaTh  METOJbl  T'YMaHUTapHO-COLMOJIOTMYECKUX  HAyK B Pa3MYHbIX  BHUJAAX
npo¢eCCHOHATIBHON U COLIUANIBHOM eI TeIbHOCTH.

OK 3. Opranu3oBbIBaTh CBOKO COOCTBEHHYIO NEATEIBLHOCTH, OMPEACIISITh METOIBI U CITOCOOBI
BBITOJIHEHUS TPO(ECCHOHATIBHBIX 3a/1a4, OLIEHUBATh UX YPPEKTUBHOCTD U Ka4ECTBO.

OK 4. Pemats npoOiieMbl, OIEHHBaTb PUCKU W NPUHUMATh PEIIEHUS B HECTaHAAPTHBIX
CUTYalUsX.

OK 5. OcymiecTBisTh MOUCK, aHAINU3 U OLIEHKY HH(GOpMaIuu, HEOOXOAUMOM 1Jis TOCTAHOBKH U
peteHus mpoecCUOHANBHBIX 3314, TPO(PECCHOHATBHOTO U JIMYHOCTHOTO Pa3BUTHS.



OK 8. BBITh TOTOBBIM K CMEHE TEXHOJIOTHI B PO(heCCUOHATBHOM eI TEIbHOCTH.

OK 9. VBaxuTenbHO U OEpeKHO OTHOCHTHCS K HCTOPUYECKOMY HACIEAUIO M KYIbTYPHBIM
TpaZUuLUsAM, TOJIEPAHTHO BOCIIPUHUMATD COLIMAIbHBIE U KYJIbTYpPHBIE TPAIULIUU.

npogpeccuonanvnvix (I11K):

IIK 1.1. CocTaBisaTh 3eMeNbHBIN OalaHC palioHa.

[IK 1.2. IoxaroraBiuBaTh JOKYMEHTALMIO, HEOOXOAWMYIO MJISi MPHHATHUS YIPABICHYECKUX
PELIECHUI 110 IKCIUTyaTaluu U Pa3BUTUIO TEPPUTOPUI.

I[IK 1.3. T'oToBUTH TpEANIONKEHHS IO ONPEACICHUIO SKOHOMUYECKOH 3(hdekTuBHOCTH
MCII0JIb30BaHUsI UMEIOLIETOCS] HEBUKUMOTO HMYILIECTBA.

IIK 1.4. YuacTBOBaTh B IPOEKTUPOBAHWU U AHAIM3E COLMAIBHO-3KOHOMMUYECKOI'O Pa3BUTHUS
TEPPUTOPUHU.

4. PexkomeHayeMoOe KOJHYECTBO YACOB HA OCBOECHHE NPOTrPaAMMBbI JMCHUIIIMHBI:

O0beM yacoB

PexoMenyeMoil ayauTopHoit yueOHOM Harpy3Ku 72
obOyuaromierocs o ®I'OC
O0s3arenbHas ayquTOpHas yueOHasi Harpy3Ka 1o 12

32049HOU opMe 00yUdeHUS

B ToM umucie:

Jlekuun 2

[TpakTHueckue 3aHsITHs 10

KoHTtposbHbie paboThl -

CamocTositenpHas pabota o0ydaronierocs (BCero) 60
3auer

5. CTpyKTypa u npuMepHOe coJep:KaHue YUeOHOH TUCUMILIUHBI

NeNe Tema \ KoJsnyecTBo 4acoB
Bcero | Jlekuun | Ilpakruyeckue, Camocr.
ceMHHAapCKHe padora
1. OcHOBHBIE noHsTHs | 12 2 - 10
JIOKYMEHTAIMOHHOTO  00ecredeHus
yIIpaBJICHUS
2. TpeboBanuss Kk cocrtaBieHuro U | 12 - 2 10
0(OPMIICHHUIO TOKYMEHTOB
3. JlorosopHo — npaBoBas | 12 - 2 10
JTIOKYMEHTAITUS
4, duHaHCOBasK JOKYMEHTalus 12 - 2 10
5 Texnonorus u npuHIun | 12 - 2 10
OpraHu3alK JOKYMEHT0000opoTa
6. TexHonorus aBTOMaTW3MpOBaHHOU | 12 - 2 10
00pabOTKU TOKYMEHTAIUU
NTOTI'O 72 2 10 60




6. OueHo4HbIE cpeacTBa st TeKyllero KOHTPOJIS ycneBaeMoCTH
U MPOMEKYTOYHOM aTTecTanuu
KoHTposib M oOmeHKa pe3ylbTaTOB OCBOEHUS y4eOHOM JHUCUUIUIMHBI — OCYILECTBISETCS

npenoaaBarcjicM B IMPOLECCE MPOBCACHUA MPAKTUUCCKHUX SaHHTHﬁ, TCCTUPOBAHM,

a TaKXeE

BBITIOJTHEHU A 06y‘laIOHII/IMI/ICH HHAUBUAYAJIIbHBIX 33,[[3HHI>1.

PesyabTaTnl 00yueHus
(oCBOEHHbIE YMEHMSl, YCBOCHHbIE 3HAHUS)

®opMbI 1 METOAbI KOHTPOJISI U OLIEHKH
pe3yJbTATOB 00yUYeHHUs

YMmenus:

Odopmnsath OpraHMU3aIOHHO- | MPAKTUYECKHE 3aHATHSI, JOMalTHIE PaOOTHI
paclopsiAUTEeIbHBIC  JIOKYMEHTHI B

cooTBeTcTBUU ¢ aercTBytomuM ['OCTom

OcymecTBisiTh ~ 00pabOTKYy  BXOMSAIIUX, | MPAKTUYSCKUE 3aHATHS, IOMAITHUE PabOThI

BHYTPCHHUX H HCXOAJAIIHUX HOOKYMCHTOB,
KOHTPOJIb 3da UX WUCIIOJJHCHUCM

opOopMIISITH JOKYMEHTHI i1 TiepeJadyd B
apXuB OpraHu3aIuu

MPAKTUYICCKUEC 3aHATHUA

3HaHus:

MOHATHE JOKYMEHTA, Er0 CBOMCTBA,
CIOCOOBI TOKYMEHTHPOBAHUS

TectupoBanue, JoMalHss pabota

mpaBujia COCTABJICHUSA U O(I)OpMJ'IeHI/IH
OpTraHru3allMOHHO-PACTIOPAANTCIIbHBIX
JAOKYMCHTOB

TectupoBaHue, IPAKTUICCKUAE 3aHATHS, JOMAIITHSISA
pabora

CucreMy U TUIIOBYIO TEXHOJIOTHIO
JIOKYMEHTAIMOHHOT'0 00eCIeUeHHM s
YIPABJICHUS

TectupoBaHue, MPAKTUICCKUE 3AHITHS, JOMAITHHIEC
paboThI

Oco0eHHOCTH JIeTONPOU3BOICTBA IO
oOpallleHusIM Tpaxk/iaH U
KOH(UICHIIMAIBLHOTO JIETOMPOU3BOJICTBA

TectupoBaHue, MPAKTUICCKHUE 3aAHITHS, JOMAITHHIEC
paboThI

6.1. Ob6s1acTh NIPMEHEHUSI KOMILIEKTA OIleHOYHBIX CPeACTB

Tabmumna 1

Pe3ysibTaThl 0CBOEHHS
(0OBEKTHI OIICHUBAHMS)

OcHoBHbBIE MOKA3aTeIN
OICHKHU pe3yJbTaTa U UX

®opma aTTecTAlMU
(B COOTBETCTBUM € Y4eOHBIM

KPUTEpHUH IJIAHOM)
Ymenus:
¥ 1. Opopmisats OdopmineHre TOKyMEHTOB B MIpaKTHYeCcKast MIPOBEPKA,
JOKYMEHTAIUIO B COOTBETCTBUM | COOTBETCTBUM ¢ DefiepanbHbIM | BHEAYAUTOpPHAsS

C HOPMATUBHOM 0a30MH,
UCTIOJNB3YS HHPOPMAITMOHHBIE

3akoHoM «O6 uHopmanuu,
nH(GOpPMATHU3ALIMH U 3aLIUTE U

camocTosTelbHas paboTa

TEXHOJIOTUH nHpOpMaUm.

¥ 2. OcymiecTBisTh [IpoBenenue cpaBHEHUs MpaKTHUYeCcKast MPOBepKa,
aBTOMATHU3AINIO0 00pabOTKH pPY4YHOTO U BHEAYIUTOpHAS
JIOKyMEHTOB ABTOMATHU3UPOBAHHOTO camocTosTelnbHas paboTa

TEXHHKA.

KOHTPOJIA, UX JOCTOMHCTBA U
HCEOOCTAaTKH, IPUMCHIACMAA

¥ 3. YauduuupoBaTh CUCTEMBI

Opranuzanus yHu(pUKa 1

IMMPaKTUYCCKas IMPOBCPKaA,




AOKYMCHTAallUU

crangaptuzanuu. [lonumanue
CHCTEMBI JOKYMEHTAI1H, €€
IIPU3HAKOB.

BHEAYIUTOpHAs
caMocCTosTeNbHas paboTa

Y 4. OcyluecTBisTh XpaHEHHUE U
MOUCK JOKYMEHTOB

dopmMupoBaHUE Jiea B
COOTBETCTBUH C
HOMEHKJIATypOM Jiedl.
CocraBicHHE aKTa O
BBIZICIICHUH 1] K
YHUUTOXEHUIO.
Odopmienue nena k caade B
BEJIOMCTBEHHBIN apXHUB.

IIpaKkTUYeCcKas IpOBEpKa,
BHEAyIUTOpHAs
camocrosTelbHas paboTa

Y 5. Ucnons30BaTh
TEJICKOMMYHUKAIIMOHHBIE
TEXHOJIOTHH B DJICKTPOHHOM
JIOKYMEHT0000pOTE

Opranuzanus
JOKYMEHTO000pOoTa C
HCIIOIb30BAaHUEM CPEJICTB
TEJICKOMMYHHKAITUH.

IIpaKkTUYeCcKas IpOBEpKa,
BHEAyIUTOpHAs
camocTosTelbHas paboTa

3HaHus:

3 1. ITousaTue, ey, 3a7a4u U
IIPUHIIMIIBI ISJIONPOU3BO/ICTBA

[ToHnmMaHue U OCO3HAHHUE POJIH
JOKYMEHTA B J)KU3HHU YEJIOBEKa U
o01IecTBa, B cepe yrnpaBIeHHs
1 PO eCCUOHATBHOM
NESTSIILHOCTH, UX OCHOBHBIX
GbyHKIMH, crnocoOoB
JOKYMEHTHUPOBAHUS,
YHU(PUKAIUU U
CTaHJapTU3aIMU KaK 00
OCHOBHOM HAIIPaBJICHUU B
COBEPIIICHCTBOBAHUH
JIOKYMEHTOB.

TCCTUPOBAHUEC, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA

3 2. OCHOBHBIE ITOHITHS
JIOKYMEHTAIMOHHOTO
oOecrnieyeHus yrpaBieHUs

[lonnmanue onpeneneHui
OCHOBHBIX TEPMHUHOB:
JIOKYMEHT, IOKyMEHTUPOBaHHUE,
aBTOp JOKYMEHTA,
oQUIMANBHBIA JTOKYMEHT,
JIMYHBIN TOKYMEHT.

YCTHBIN OITPOC, BHEAYIUTOPHAS
caMmocCTosiTeNbHas paboTa

3 3. Cucremsl
JIOKYMEHTAIMOHHOTO
oOecrnieyeHus yrpaBieHuUs

[IpuMeHeHne 3HaHUN OCHOBHBIX
BHUJI0B U pazHoBuHOCTEN OP/I,
Bxoqamux B YCOP/] pu ux
oopmieHuu.

BHEAYIUTOpPHAs
camocTosiTeNbHas paboTa

3 4. Knaccuduxanms
JIOKYMEHTOB

OObsicHeHHE XapaKTEPUCTUK U
COCTaBa OpraHU3alMOHHBIX
JIOKYMEHTOB (yCTaBa,
I0JIO’KEHHU S, UHCTPYKLUH,
JIOJKHOCTHOM MHCTPYKIIHH,
MPaBUIT), PACIOPSIUTENBHBIX
JIOKYMEHTOB (TIOCTaHOBJICHUS,
IIPHMKa3a, peUICHMs], YKa3aHusl,

YCTHBIN OITPOC




COBMECTHOI'O
pacnopsAUTEIbLHOTO
JIOKYMEHTA),
CIPaBOYHO-UH(POPMALIMOHHBIX
JIOKYMEHTOB (CITY)KeOHBIX
IIMCEM, CIIPABOK, 3asBJICHUH,
JOKJIaAHOM 3aIlIMCKH, aKTa,

MIPOTOKOJIA).
3 5. TpeboBanus K JleMoHCTpUpOBaHUE 3HAHUSA MpaKkTUYecKas MpoBepKa,
COCTaBIICHUIO ¥ O(hOPMIICHUIO OCHOBHBIX BUJI0B OP/I, BHEAayJIUTOPHAs
JIOKYMEHTOB Bxoasmme B YCOPJl u npaBui | camocTosTelbHas paboTa
uxohopmIIeHUS.
3 6. Opranuzanus Opranu3oBbIBaHHE TECTUPOBaHUE, BHEAYIUTOPHAS
JIOKyMEHTO000pOTa: IIPUEM, JOKYMEHTO000pOTa B camocTosTelbHas paboTa
o0paboTka, perucrpanus, OpraHMu3aly U MOHUMAaHHe
KOHTPOJIb, XpPAHECHHE 0oOLIMX MPUHLIUIIOB PAOOTHI C

HAOKYMCHTOB, HOMCHKIJIATypa ACJ | JOKYMCHTOIIOTOKAMHU.

6.2. KoMIJIeKT O1IeHOYHBIX CPEACTB
Tunosble 3a1aHus 11 OLIEHKH YCBOEHHUS Y4eOHOM JUCHUNJIMHBI.

2.1.1.3apanus nis pyoeKHOro KOHTPOJIS IO TeMaM TUCHUTLINHBI

Tema 1.1. IlonsiTue, meJN, 321241 ¥ MPUHIHUIIBI 1€JIONPOU3BO/ICTBA

YPOBEHb A.

Bri6epute BepHOE yTBEpKI€HUE

1. TpeboBanus kK 0()OPMIIEHUIO OPTaHU3ALMOHHO-PACHIOPSIAUTENBHBIX IOKYyMEHTOB
ycranaBimaeT [[OCT P 6.30 — 2003

2. B npunoxenuu k 'OCT P 6.30 — 2003 nanbl 00pa3ib! 0JaHKOB JOKYMEHTOB

3.B opranuszainuu no ycMOTPEHHIO pYKOBOJICTBA JI0JIKHA ObITh pa3paboTaHa
VMHAVBHUAYaJIbHAs HHCTPYKLHUS IO JEJIONPOU3BOJCTBY

4. Opranu3aioHHO-TIPaBOBbIE JOKYMEHTHI, KaK NPaBUIIO, MOJIEKAT YTBEPKICHUIO
5. B opranu3animoHHO-IPaBOBBIE JOKYMEHThHI MOKHO BHOCUTH U3MEHECHHUS
Bri6epuTe npaBUIBHBIN OTBET.

K kaxmomy 3a7aHuio JaHbl 3 BapuaHTa OTBETA, U3 KOTOPBIX TOJBKO OJMH BepHBIH. B GaHke 0TBETOB
MIOCTaBbTE 0] HOMEPOM 3a/1aHus OYKBY OTBETA, KOTOPBIM Ha Balll B3IJISA] SIBJISIETCS IPaBUIIbHBIM.
1. B cocTtaB opraHn3alluOHHO-IIPABOBBIX JOKYMEHTOB HE BXOJHT. ..

a) yCcTaB OpraHu3aIuu

0) WTaTHOE pacnucaHue

B) MpHUKa3

2. Kakue pacnopsauTenbHble JOKYMEHTHI MOXKeT n3nasath IIpesunent Pocecniickoit
Denepanun?

a) yKassl

0) pacropspKeHHS

B) IIOCTAHOBJICHUS

3. JJomKHOCTHAsA MHCTPYKIUS COTPYAHUKA. . .

a) MOAJICKUT YTBEPKIACHUIO

0) He yTBepKIaeTcs




B) YTBEPXKJIA€TCsl M0 YCMOTPEHUIO PYKOBOIUTENS
4. Kakoit HOpMaTUBHBIN TOKYMEHT ONpeaessieT 00S3aHHOCTH COTPYTHUKA?
a) lllratHoe pacniucanue
0) YcraB npeanpuarus
B) JloJDKHOCTHAS MHCTPYKLUS
5. TUIIOBBIE TOKYMEHTBI HOCST ... XapaKTep
a) 00s3aTeNbHBIN
0) peKoOMeH1aTeIbHBII
B) O3HAKOMUTEIIbHBIN
6. B kakoM mazexxe GopMyJIUpYyeTCsi 3ar0JI0OBOK K TEKCTY JOKHOCTHONW UHCTPYKITUU?
a) B UMEHUTEIbHOM
0) B pOAUTEIILHOM
B) B IIPEJIOKHOM
7. Kakoli JOKYMEHT He SBJII€TCS Pa3HOBUIHOCTbIO KOIUU?
a) YepHOBUK
0) oTmyck
B) nyOnmuKar
8. JIokyMeHT, BbIIaBaeMblii B3aMEH YTEPSIHHOTO M UMEIOIINI CHITY TIOJJIMHHUKA,
HA3bIBACTCH. ..
a) KOmust
0) oTmyck
B) ITyOnuKar
9. JlokyMeHT, OKOHYATeIbHO O(OPMIICHHBIIN U MOANUCAHHBINA, HA3bIBACTCH. ..
a) MOJTMHHUK
0) oTmyck
B) 1yOJuKar
10. I3MeHeHus U 1OTIOJIHEHUS B JOJDKHOCTHYIO HHCTPYKIIMIO BHOCSTCS. . .
a) IOKJIAJTHOM 3aIMCKOM
0) IpUKa30M pyKOBOIUTES
B) CITPaBKOM COTJIACOBAHUSA
YPOBEHbG B.
BcraBbTe MpomnynieHHbIE B TEKCTE CIIOBA.
1. OKY I — Obmepoccuiickuii kinaccuduxaTop
2. YcTaB Opranu3anuy — MPaBOBOW aKT, OMPEICIISIONTII .
3. JlomKHOCTHAs: MHCTPYKIMS — IPABOBOM aKT, M3/1aBaeMblil OpraHu3alyell B IesIX perjaMeHTaluu
OpraHU3aIMOHHO-TIPABOBOTO TIOJIOKEHUS PA0OOTHUKA, €r0
, , U 00ecneunBaroui yCIOBUS IS
ero 3 pexTUuBHOM pabOTHI.
4. TlpaBuiia BHYTPEHHETO TPYJOBOIO paclopsigka — 3TO IMPABOBOM aKT, periaMeHTHPYIOLIHi

5. JIokyMeHTBI K1acCU(PHUIHUPYIOT:
no 6udam: OpraHN3aAOHHO-PACTIOPSIUTEIbHEIE,
, IO INYHOMY COCTaBY;

no ¢opme: WHIUBUIyaIbHBIE, , TaOJIM4YHBIC, TEKCTOBBIE, AHKETHHIE,
TpadapeTHsie;

no npoucxodicoeHuro: opuInaIbHBIE U ;

HO MeCmy NPOUCXOHCOCHUSL: U BHYTpEHHHE;

N0 CPOKAM XpaHeHus:: TIOCTOSTHHOTO CPOKa XpaHEeHHUs, BPEMEHHOTO

( ), BpEMEHHOTO ( );




N0 21ACHOCMU: CEKPETHBIC U

no  cpedocmeam  uxcayuu:  PyKOIHCHEIE,

, POTOKHHOIOKYMEHTHI;

no Cmaousm co30anusl; OPUTUHAIBI, YePHOBUKH, ,
, , TyOJINKaTHI;

1O CPOUHOCMU: Y HECPOYHEIE;

1O HAUMEHOBAHUIO:

Tema 1.2.0cHOBHBbIE OHATHS TOKYMEHTALMOHHOI0 o0ecnevyeHnsi ynpaBJieHU s

Teoperuyeckne BONPOCHI
1. Yto mpeacraBisieT coboit OaHK TOKyMeHTa?
2. Kakue Bubl pacnosioKeHus: peKBU3UTOB Bbl 3HaeTe?
3. Kakue pexkBU3UTHI BXOIAT B COCTAB 00IIero Oyranka’?
4. Kakue peKBU3UTHI BXOJST B COCTaB OJaHKa JIsl TUceM?
5. Kak ¢popmynupyercs 3arosoBoK K TEKCTy TOKyMeHTa?
6. Kakue 371eMEeHTHI BKITFOYAIOTCSI B COCTaB PEKBU3UTA «aapecaT»?
7. CKOJIBKO aJIpecOB MAaKCUMaJIbHO MO>KHO TIOMECTUTh Ha OJTHOM JIOKyMEHTe?
8. Kakue aneMeHThl BXOAAT B cOCcTaB rpuda coraacoBanus?
9. Kakue s1eMeHThI BXOAST B COCTaB rpuda yTBEpKACHUS?
10. Kakue 351eMEeHTBI B PEKBU3UTE «IIOJIKCH» AOJKHA 3aTparuBaTh Nevarh?

YPOBEHbD A.

Bri6epute BepHOE yTBEpKI€HUE

1.Cny>xeOHOe€ ToJie TOKyMEHTa IPEeIHa3HAYCHO ISl HAHECEHUS CIIEIIUaIbHbIX
MU300paKECHHIM

2. IToCTOSTHHBIN PEKBH3HUT — PEKBU3UT, HAHECEHHBIN TPU U3TOTOBJICHNH OaHKa
3. IlepeMeHHBII peKBU3UT HAHOCUTCS MPH COCTABJICHUU JTOKYMEHTA

4. JIeBoe 110J1e MOKET ObITh YBETUUYEHO

5. CTpaHuIbl JOKYMEHTa MOXKHO HYMEpOBATh Ha HUYKHEM T10JI€ JIMCTa

6. YcraHOBIIEHO /1Ba BapUaHTa PacioyioKEHHsI peKBU3UTOB Ha OJaHKax

7. Ha Onankax oopMIiIsieTcst TOJIBKO MepBasi CTpaHUIa IOKYMEHTOB
8.PexBu3uThI OiiaHKa opranu3anmu cyobekra PO MokHO 0OPMHTE TOIBKO Ha
HAI[MOHAJIbHOM SI3bIKE

b

rpaguyeckue,

9.Ha 0OyraHke MOKHO ITOMECTHTh COKpalI€HHOC HAa3BAHUC OpraHu3anuu, JaxXe €CJIN OHO HE

3aKpeIIEHO B Y CTaBe 3TOM OpraHu3alnun

10. ToxyMeHT He MOXeET coJiepXaTh 00jee YeThIpEX aJpecaToB
11. JTokyMeHT MO>KET OBbITh YTBEP)KJCH JOKHOCTHBIM JIULIOM
12. B xoHI1I€ 3arojI0BKa K TEKCTY IOKyMEHTa TOYKa HEe CTaBUTCSA

13. K noxymeHTam, opopmIiIeHHBIM Ha hopmate AS, 3aT0JIOBOK K TEKCTY HE COCTABIISETCS

14. Texct nokymenta Ha popmate A4 oopmitsieTcst yepe3 moaTopa UHTEpBaja
15. TekcT fOKyMEHTa MOXKET OBITh Mpe/ICTaBIeH B (popme TaOJIULIbI

16. KonudecTBOo JIMCTOB B MPUIIOKECHUH K TEKCTY HE YKa3bIBACTCS

17. B pacmmdpoBKe MOAMUCH HHHUIIMATBI BCET/Ia CTOSAT 10 (haMUIuu

18. JlokyMeHThI (PMHAHCOBOTO XapaKTepa MOTYT UMETh JBE MOAMHCH

19.01tMeTKa 00 UCIIOTHEHHH JAOKYMCHTA ITPOCTABJIACTCA B JICBOM HHUIKXHCM YTUIY IIEPBOT'O



JUCTa JOKYMEHTa

20.0T™meTKa 0 MOCTYIICHUH MTPOCTABIISAETCS TOIBKO HA MPUCHUTAEMBIX (BXOISIINX )
JOKYMEHTax

Bbi0epuTe npaBUIbHBINA OTBET.

K kasicoomy 3a0anuro oanvl 3 sapuanma omeema, uz KOMopvix MoJbKo 00UH 8epHblil. B bnamnke
omeemos nocmasbme n00 HOMepPoM 3a0anus 6YKey omeema, KOMopblll HA 8aul 8327110 AGNAEMCS
NPABUILHBIM.

1. JIucTtel HyMepyrOTCH. ..

a) mocepevHe HUYKHETO I0JIS JIUCTa

0) mocepeMHe BEPXHETO MOJIs JINCTA

B) B IIPaBOM BEPXHEM YTy

2. Hymepanus ctpanui opOpMIISIOT TakK. ..

a) 25

0) -25-

B) cTp.25

3. CKOIBKO CYIIECTBYET MOJIOKEHUH TabynsaTopa

a)6

0)8

B) 4

4. OT HYJICBOTO MOJIOKECHHSI TA0YIATOPA O)OPMIISIOT. . .

a) HAaMMEHOBaHUE BHJIA IOKYMEHTa

0) anpecar

B) rpu yTBEP>KICHU

5. Kakum uHTEpBaNIOM OTAENSIOT IPYT OT APYyra PpeKBU3UTHI MPU 0HOPMIICHUH TOKYMEHTa Ha
dopmare A4?

a) OIMHAPHBIM

0) TBOMHBIM

B) TPOMHBIM

6. Kakoif peKBU3UT HE BXOJUT B COCTaB OJIaHKA MHChMa?

a) CIpaBOYHbIE JJaHHbIE 00 OpraHN3aluu

0) MeCTO U3TaHUS

B) CChLIKa Ha HOMEp U JIaTy BXOJAIIETO JOKYMEHTa

7. JIOMKHOCTHOM ONIaHK SIBIISIETCS] Pa3HOBUTHOCTHIO

a) oOmero O1aHKa

0) O;aHKa MUchMa

B) OJJaHK KOHKPETHOTO BHJIa JIOKyMEHTA

8. MoskeT JIn MHHUCTP TOJIHCATh TOKYMEHT, 0(pOPMIICHHBIH Ha TOJKHOCTHOM OJIaHKe
3aMECTUTEIISI MUHHUCTpA?

a) MOXeT

0) HE MOXKET

B) 110 JKEJIaHUIO

9. PexBU3UT «CIpaBOYHBIC JAHHBIE 00 OpPTaHU3AIINY O()OPMIISIOT



a) TOJbKO Ha OJaHKaX MUchMa

0) Ha Bcex OnaHKax

B) TOJIbKO Ha OJIaHKE KOHKPETHOTO BHJA TOKYMEHTa
10. Ha G6manke cy0bekToB PD pekBU3UTHI 0(OPMIIAIOTCS:
a) TOJIBKO Ha PYCCKOM SI3bIKE

0) TOJIBKO HA HAIITMOHAJIBHOM $SI3BIKE

B) Ha JIBYX SI3bIKaX: PyCCKOM U HAITMOHATLHOM

11. Jlata noxkymeHTa OpOopMIISETCS:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. Tlpu ampecoBaHUU JOTKHOCTHOMY JIUITY HHUITUAIIBI CTABST. . .
a) 1o pamunnn

0) rocie GpamMuIuu

B) [10 YCMOTPEHUIO CeKpeTaps

13. MecTo u3nanus AoKyMeHTa 0(OpMIISIETCS TaK
a) r.Kocrpoma

0) Koctpoma

B) rop. Kocrpoma

14. Cnyxe0HOe TICbMO MOXKET CO/IepKaTh He Ooee
a) 4eThIpeX apecaToB

0) IBYX aJpecaToB

B) TpEX aJpecaToB

15. 3arooBoK K TEKCTY COCTABIAETCS K JOKyMEHTaM, O(DOPMIICHHBIM. . .
a) Ha ¢popmare A4

0) Ha hopmate AS

B) Ha moOoM opmate

16. Texcr nokymeHnTa Ha popmare A4 0pOPMIISIOT..
a) yepe3 OJIMH UHTEPBAI

0) uepe3 moJITOpa MHTEpBaJia

B) uepe3 JIBa HHTEpBala

17. Pezomtonuto opopmIIsier. . .

a) pyKOBOJIUTEIb

0) cexperapp

B) UCITOJTHUTENb

18. B peKkBH3UTE «ITOIMUCHY» UHUIIHABI CTABSAT. ..

a) 1o pamunrm

0) nocne ¢pamuIuu

B) HE UMEET 3HAUYCHUS

19. Ot™meTKka 0 MOCTYIUICHHH OOPMIISIETCS. ..

a) Ha MOCTYMAIOIIUX TOKYMEHTaX

0) Ha OTIIpaBJIIEMBIX JOKYMEHTaX



B) Ha BCEX JIOKYMEHTax

20. PezynpTaT paccMOTpEHHS JOKYMEHTA PYKOBOAHUTEIEM O(pOpMIIseTCs. . .
a) rpuom yTBepKICHUS

0) pesonronuei

B) rpu(OM COTIIACOBAHUS

YPOBEHbBD B.
BceraBbTe nponyuieHHbIEe B TEKCTE CJI10BA.
1. ®opmynsip AOKYMEHTa — 3TO HAbOp O(pUIMATEHOTO MUCbMEHHOTO JOKYMEHTA,

PacCIIOJIOKCHHBIX B onpeﬂeneHHoﬁ

2. bank 1oKkyMeHTa — 3To Habop , WICHTH(PUIUPYIOMINN
o(umaNIbHOr0 MUCHMEHHOTO JOKYMEHTA.

3. Ecnn Teker nokymeHTa Ha ¢popmare A4 HaredaTtaH yepes MmoJiTopa UHTepBaia, pEeKBU3UThI

OTJIEJISIO IPYT OT JIpyra WHTEpBaJaMHu.
4. PEeKBHU3UT «CIPABOYHBIC JIaHHBIE 00 OpraHu3aumn» o(GOPMIISIIOT TOJIBKO B OJIaHKE

5. JlaTtoit JoKyMeHTa SBJISIETCA JaTa ero AN

6. YTBepxkaeHHE — 3TO 0COOBIN CITOCO0 JIOKYMEHTAa T0CTIE €T0

, CAHKIIMOHUPYIOLIUIA paclpOCTPpaHCHUE AEHUCTBUS JOKYMEHTA Ha

ONPEEICHHBIN KPYT JIALL, IPAKIaH, OpraHU3aIHM.

7. Pezomtonus — 310 Ha JIOKyMEHTE, C/IeJIaHHas
U cojJieprKalias IpUHATOe
8. 3aroyioBoK K TEKCTy JOKyMEHTa 0(hopMIIsIeTCs B WIn
MaJeKe.
9. PekBU3UT «O0TMETKA 00 MCIIOJIHEHUH JIOKYMEHTA U HAIIPaBJICHUH €r0 B JIeJ10» ohopMIIsieTcs: B
YaCcTU HUXKHETO MOJIs JUCTa JOKYMEHTa
10. OT™MeTKy 0 MOCTYIUIEHUN JOKYMEHTA IPOCTABIISIOT B HIDKHEM YTITy

JIMCTa JOKYMCHTA.

IIpakTyeckas padora Nel

Tema: «OcHOBHBIE MOHATHS IOKYMEHTALHMOHHOI0 00ecneYeHUs1 ypaBJIeHHsD)

Haumenosanue pabomoi: «Cocmaenenue u ogpopmaenue paziuunpix U008 01aHK08»

Lenu pabomvi: COBEPUICHCTBOBAaHWE HABBIKOB COCTABICHUS M O(GOpPMIIEHHS JOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUSAMHU

3ananme 1. Hawepture Ha miortHoi Oymare (BatmaH) ¢opmata A4, B macmrabe 1:1,
GbopMyIISpBl YIIIOBOTO M MPOJOJILHOTO OJIAaHKOB C YKa3aHWEM HOMEPOB PEKBU3UTOB Ha JIMIIEBOMN
CTOpOHE, 2 HAUMEHOBAaHUI PEKBU3UTOB — HA 0OOPOTHOM.

3aganue 2. Ogopmure makeT GiaHka nmuchbMa (YIJIOBOE PAclOOkKEHHE PEKBU3UTOB ILITamIa
6manka):0OAO «MocTtopr».

CnpaBounble maHHbIe 00 opranuzamuu: Mocksa, 131564, KpacnompecHneHnckasHa6. , 15;
teserpad: Mocropr; Tenedon: 265-45-51 .

P 1 ¢ N2 53780 B Kpacnonpecnernckom ¢unmaie MocKOBCKOTO KoMMepdeckorobanka, M®O
26894, xon OKIIO 985623, OT'PH 345123789023, MHH/KIIII

4500583453/02387560.
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3ananue 3. Odopmure maker OnaHka muchMa (TIPOJOJIPHOE PACIOIOKEHHUE PEKBHU3UTOB
mrraMia OJiaHKa), COCTAaBUB CAMOCTOSITEIbHO HEOOXOAMMbIE PEKBU3UTHI.

3aganue 4. Opopmute Maker OnaHKa KOHKPETHOTO BUAA JOKyMEHTa (TMpHKa3a) C YriIoBBIM
PacIoIOKEHUEM PEKBU3UTOB: TOBAPHBIN 3HAK WUJTK 3MOJIeMa MPEANpUsITHS (110 BallleMy YCMOTPEHUIO)
AO «bepeskay, mpukas, Jata npukasa u ero Homep, r. KOHCTAaHTHHOBCK.

3aganue 5. Odopmure MmakeT OJaHKa KOHKPETHOTO BHJAA JOKYMEHTa (IIPOTOKONA) C
MPOAOJBbHBIM pacnojiokeHueM pekBu3utoB: OAO «['A3», mpoTokojd, aara 3acelaHusi, HOMEpP
IIPOTOKOJA, I'. KOHCTaHTUHOBCK.

3aganue 6. Odopmure mMakeT GaHKa JOJHKHOCTHOTO JHIa (M3p Balllero ropoja), COCTABUB
HEO00XOIMMBbIE PEKBU3UTHI.

IIpakTnyeckas padora Ne2

Tema:«OcHOBHBIE IOHATHSA JOKYMEHTAIIMOHHOTO 00ecrieYeHnsl YIPaBJIeHUs»

Haumenosanue pabomot: «Oghopmnenue ocnosnvix pexeuzumos é coomeemcmeuu ¢ 'OCT P 6.30-
2003»

Llenu pabomei: COBEPUICHCTBOBAHWE HABBIKOB COCTABJICHUS W O(OPMICHHS IOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUSIMHU

3aganue 1. OpopmuTe peKBU3HUT «aIpecary:

a) ¢hnazosvim cnocodoom:

1. MunucrepcTBo 1o HamoraM u coopam HauansHuk otaena mnanupoBanusi Kpacuos B. U.

2. Mupekrtop 000 «Opbuta-cepBuc» Cokoinos B. @. 125789, r. CmouneHck, y u1. LlenTpanbHas,

28.

3. Yyrynosa T. /. , 123456, Mockga, yn. ABTo3aBojickas, 1. 23, kB. 12;

0) UeHMPUPOBAHHBIM _CHOCODOM:

4. BopoHEeXCKHI roCyAapCTBEHHBIH yHUBEpcUTET DaKyabTeT )KYpPHATUCTUKU 3aB . Kadeapoit
npocdeccop Bszemckuii B. B.

5. oxkyMmeHT HampaBisiercss B nBa aapeca: 1) AO «benblii Betep» I'eHepalibHbII AUPEKTOP
XKykoB M. U.; 2) npubopoctpoutenbHblid 3aBoa «AnekTpon» Otaen mapketunra Ct. meHemkep JI.
3. Cokorosa.

3ananme 2. OpopmuTte rpu¢ yTBepKACHUA:

a) ¢hnazosvim cnocodoom:

1. Y1Bepxxnato Jupexrop 000 «Jlakmun» B. A. Tumodees «15 » maprta 2010 rona.

2. Y1Bepxkaeno [Iporokoin 3acemanust CoBera qupextopoB N212 ot 23 mapta 2010 rona.

0) uenmpuposanHvIM _cnocobom:

3. Y1BepxaeHo Pemenue obmero coopanus akunonepoB N207 ot 12 mas 2010 rona.

4. JIOKyMEHT yTBEpXKJIEH ABYMs JOJKHOCTHBIMM JIMLIAMMU:

1) YBepxknato Jupextop AO «IIporon» I'. . Bopucos « 12» anpens 2010 roxa.

2) YrBepxkaato Jupexkrop AO «KBant» B.W.lonros «13» anpens 2010 roxa.

3ananue 3. OdopMuTe Ha3BaHWE BHJIA JOKYMEHTA M 3arojOBOK K TEKCTy ATOTO JOKYMEHTa
HEHTPUPOBAHHBIM U (JIarOBBIM CIIOCOOaMHM, YITOTPEOUB HYKHBIH Majex:

a) MPUKa3 0 BBEJICHUH WHCTPYKIIMH TI0 MPOTUBOIOKAPHOI 0€30MacHOCTH;

0) IPOTOKOJI O 3aCeIaHUU COBETA MO MPOPUIAKTUKE TIPABOHAPYIICHUH;

B) CIIpaBKa O COCTOSIHMM YCIIEBA€MOCTH B YUEOHOM TpyIIIE;

I') aKT 00 MHBEHTApU3aI[MH HAINYMS ICHEKHBIX CPEICTB.

3aganue 4. OpopmuTe OTMETKY O HAJTUYUU MPUIIOKEHUS:

1. ITpunoxxenue. Ha 2 1. B 4 7k3.
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2. Ilpunoxenune. ['ocynmapcTBeHHass cCMCTEMa JOKYMEHTAIIMOHHOTO 00ECIIeUeHHUsl yIpaBIICHNUS,
3 7K3.

3. Ilpunoxenne

1. Ilnan pacnpenenenus o0y4aromuxcs Mo o0beKTaM Ha 3 JI. B 2 9K3.

2. Ot4er 0 pacnpeAesIieHHH o 00beKTaM Ha BpeMs TPOU3BOACTBEHHOMN MPAKTHUKH, B 2 3K3. Ha 3

3ananue 5. OpopMuUTE PEKBU3UT «ITOAMUCH». JJIOKYMEHT MOAMUCHIBACT:

1. dupekrop [enapramenTa BHeIIHUX cBs3eil P.A.Epoxuna.

2. HayanpHMK CII€ICTBEHHOTO OT/AENa, MOJKOBHUK roctunmu B.B. Mnsun.

3. dupextop B. E. CemenoB u HavansHUK (puHaHcoBoro ympasienus S. D. KoponeB 3A0 «
daken».

4. Komuccuss B cocraBe : mpenceaarenb komuccuu [loHomapesa B .JI., unensl xomuccuu
[Toranos P. T. , CBupupaos P. B.

5. JlBa pykoBoauTesl paBHO3HAUHbIX J0JDKHOCTEH: HauanpHuk nenapramenta uHGpopManuu u
neyatu MU/la Poccuu P. H. CrenanoB u [lupektop AemapTaMeHTa Mo CBSI3SM C OOIIECTBEHHOCTHIO
Muno6pazoBanus Poccun JI. E. HoBuukos.

3aganue 6. Opopmure rpud coraacoBaHus:

a) ¢hnazosvim cnocodoom:

1. CornacoBano [dupexrop BO «IpoaunTtopr» K. A Ilepsazes «10» anpens 201 O rona.

2. Cornacoano ITporokon N!! O6 ot 23 mapra 2010 roga 3acenanus MUKIOBOKW METOTUICCKON
KOMUCCHH;

0) uenmpupoBaHHvIM _CcnocodoM:

3. CornacoBano Jlupextop bankoBckoro xomiemka N2 45 M. A MoxoB « 12» anpens 2010
roja.

4. CormnacoBano Pemienune cobpanus TpyaoBoro koiektusa ot 14 anpens 2010 roza.

IIpakTnyeckas padora Ne3

Tema:«CucreMbl JOKYMEHTALMOHHOTO 00ecleYeH!sl yNPaBJIeHUs»
Haumenosanue pabomei: «Cocmaenenue u ogpopmienue op2anu3ayuOHHbIX 00KYMEHM08)
Llenu pabomwi: COBEPUICHCTBOBAHWE HABBIKOB COCTaBIEHUS U O(OPMIEHUS JIOKYMEHTOB B
COOTBETCTBUU C TPeOOBaHUAMU

3aganme 1. CocTaBuUTh yCTaB OpraHu3aliu (IpeanpusTHs) 10001 opraHu3alOHHO-TIPAaBOBOM
(dopMBI 110 BalieMy BeIOOpY.

3ananue 2. OhopMuTh Ha ycTaBe HEOOXOAMMBIE MOIMUCH U OTMETKH.

3aganue 3. CocTaBUTh JOJKHOCTHYIO HHCTPYKIHUIO FOPUCTA MPEATIPUSATHS.

3ananue 4. OhopMuTH Ha TOJKHOCTHON MHCTPYKIIMH HEOOXOAUMBIE TIOJMHUCH U OTMETKH.

PACITIOPAAUTEJIBHBIE JOKYMEHTbI
Teopernyeckne BONpoChI
M3 kakux yacTed COCTOUT TEKCT NpuKasa?

Kak hopmynupyercst 3arooBok K npukasy?

Kak ¢popmynupyroTcss myHKTHI TprKaza’?

Kakoii hopmynupoBkoif 3akaHUMBaeTCs TEKCT pukaza’?
Korna n3naercs pacnopsikeHue?

Kak ¢popmynupyeTcs 3aroinoBok K pacnopsiKeHHUI0?

No ok owbdE

Kakumu cioBaMu HauMHACTCS pacniopsAAUTCIIbHAA 4aCTh paCHOpH)KCHI/ISI?
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8. Ha xakom Onanke ohopmiIsieTcst pacriopsbkeHue?

9. B kakux cimy4asix U3gaercsi ykazanue?

10. Kak (hopmynupyercs 3aroJIoBOK K YKa3aHHUIO?

11. Kakumu ciioBaMH MOKET HAUMHATHCS PaclopsIMTeIbHAs YacTh YKa3aHUsl?
12. Kakoii popMyIupOBKON 3aKaHYMBAETCS TEKCT YKa3aHUS?

YPOBEHbD A.

Bri0epuTe BepHOe yTBep:KIeHHEe

1. Pemienne u3zgaeTcst Ha OCHOBE KOJUIETMAJIbHOTO PYKOBOJICTBA

2. TekcT nmpukasa o OCHOBHOM JESTEIIbHOCTH ,KaK MPABUJIO, COCTOUT U3 JIBYX YacTel
3.KoHcraTupyrorast 4acTh TEKCTa B MPUKA3€ 10 OCHOBHOMU JACSITEILHOCTA MOKET

OTCYTCTBOBATh

4. TTyHKTBI TEKCTa MPUKa3a B paCOPSIUTEIILHON YaCTH HYMEPYIOTCS apaOCKUMu IuppamMu
5.IIpukassl 10 OCHOBHOM IEATEIHHOCTH U 110 JINYHOMY COCTaBY UMEIOT OOLIYIO

HyMEpaiuio

6.PekBU3UT «OTMETKAa O HaJIMYMU MPUIIOKEHUS» IOClIe TEKCTa MpHUKa3a CaMOCTOSITENBHO He
odopmiseTcs

7.3aroJIoBOK K TEKCTY MPHUKa3a [0 OCHOBHOMU AESITeTbHOCTU (hOpPMYIHUPYyETCs B

POAUTENHHOM a/IEkKe

8.IIpuka3 1Mo OCHOBHOM AEATEIBbHOCTH, KaK MIPABUIIO, MOAMHUCHIBAET PYKOBOIUTEID

OpraHu3aIu

9. IlocTtaHOBNIEHUS U PELICHUSI UMEIOT OJJHY TOJIIUCH

10. PacriopsiiuTebHBIE TOKYMEHTHI BCTYIIAIOT B CHITY C MOMEHTA MX TIOJ{ITUCAHUS

Bri0epuTe npaBuJIbHbBII OTBET.

K xasxcoomy 3aoanuro oanvl 3 eapuanma omeema, u3z KOMOPbIX MOJIbKO 0OUH 6epHbli. B 6namnke
omeemos nocmasbme NOO0 HOMEPOM 3a0aHus OYKEY omeema, KOMOPbIl HA 8aul 63271510 56/11emcs
NPAGUTLHBIM.

1. PaciopsauTenbHbINA JOKYMEHT, KOTOPBII M31aeTCs HA OCHOBE €IMHOHAYAIHS

a) peueHue

0) mpukas

B) IOCTAHOBJICHHE

2. PacniopsiIuTEeNbHBIN JOKYMEHT, KOTOPBIN U37]aeTC Ha OCHOBE KOJIJIETHATLHOTO

PYKOBOJCTBA

a) puKas

0) pernieHue

B) pacropsiKeHue

3. U3 CKOTBKUX COCTaBHBIX YaCTeH, KaK MIPABHIIO, COCTOUT TEKCT PaCTIOPSAUTEIHLHOTO JOKYMEHTA
a) u3 IByX

0) u3 ogHOM

B) U3 TpeX

4. ®aMUITUIO U JTOJDKHOCTH MCTIOJNHUTENS B PACTIOPSIUTEIHFHOM YaCTH TEKCTa MPHUKa3a MO0 OCHOBHOM
JIEATETbHOCTH YKa3bIBAIOT

a) B MMECHUTEILHOM ITaJIeKE

0) B pOAUTEIILHOM MaJIeXKe

B) B JJaTEJILHOM MaJIexKe

5. B cocTaB peKBU3UTOB MPHKa3a IO OCHOBHOM JI€ATEIHHOCTH HE BXOJUT PEKBU3UT

a) Tpud yTBEpKIEHUS

0) 3aroJI0BOK K TEKCTY
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B) HOMEp JOKYMEHTA

6. [Iprka3 Mo OCHOBHO¥ EATEIHLHOCTH TOIITUCHIBACT
a) PyKOBOJIUTEIIb

0) cekpeTapb

B) HCIIOJIHUTEb

7. [locTanoBI€HNE MOMUCHIBACT

a) PYKOBOJIUTEIIb

0) cekperapb

B) PYKOBOAMTEIIb U CEKPETAPh KOJUIETHAIBHOIO OpraHa
8. [Ipuka3 mo OCHOBHOU IeATETHHOCTH O(DOPMIISIOT

a) Ha OJaHKe muchbMa

0) Ha OJlaHKe KOHKPETHOTO BHJIA IOKyMEHTa

B) Ha JIOJDKHOCTHOM OJIaHKe

9. CioBO «IIpHKa3bIBalO» B TEKCTE MPUKA3a IO OCHOBHOM JESTEIHLHOCTH O(OPMIISIFOT B CIICAYIOIIEM
HaIllUCAHUU

a) [IPUKA3BAIO

0) npuKa3bIBaIO

B) lIpukassiBaro

10. PacniopsiiuTenbHas 4acTh B paCOPSHKEHUH HAYMHAETCS CIIOBOM
a) [IPE/IJIATAIO

0) PEIIIAET

B) [IOCTAHOBJISIET

YPOBEHD B.

BceraBbTe nponynieHHbIe B TEKCTE CI0BA.

1. Opranu3annoOHHO-PACIOPSIUTENbHBIN JOKYMEHT — 3TO BUJ MTUCHbMEHHOT'O JJOKYMEHTA, B KOTOPOM
bukcupyorcs aIMUHUCTPATUBHBIX U OPraHU3aLMOHHBIX BOIIPOCOB, a
TaK)Ke BOIIPOCOB ,

B3aUMOJICHCTBUSA, OOECTIEUeHUs U PETyTUPOBaHUS JEATEIbHOCTH OPraHoOB BIIACTH,

YUPEKICHUH, IPEANPUATANA U OpraHU3alMM, UX TTOJPA3IEICHUN U JOJKHOCTHBIX JIUIL.

2. IlocTaHOBIIEHUE — HTO MPABOBOM aKT, IPUHUMAEMBbIH BBHICIIUMH UM HEKOTOPHIMH LIEHTPAIbHBIMU
opraHaMu BJIACTH, JEHCTBYIOIIMMH Ha OCHOBE
yIpaBJIeHUs], B LEISIX pa3pelieHus Haubojee BaKHBIX W NMPUHLUMIHAIBHBIX 337a4, CTOSIIUX Hepen
JAaHHBIMU OpTaHAMMU, U YCTAHOBJIEHUS CTAOUJIBHBIX HOPM, ITPaBUII

3. Pemenune — 3T0 pacnopsIUTENbHBIH JOKYMEHT, KOTOPBIM SBISETCS IPAaBOBBIM AaKTOM,
IIPUHUMAEMBIM BIIACTH.

4. PacniopspkeHue — 3TO YIPABIIEHHs TOCYAApPCTBEHHOIO OpraHa,
MMEIOIINM BJIACTHBIA XapakTep, W3JaHHBIH B paMKaX NPHUCBOCHHOIO JOHKHOCTHOMY JIMILY,
rOCyJapCTBEHHOMY OpPraHy KOMIIETEHLIMM, MMEIOIIUI CUIly Ul TpaxaaH |
OpraHu3aIui, KOTOPEIM paclopsHKEHUE aIpeCOBAHO.

5. Ilpukaz — »93TO TMpaBOBOM akT, W3/1aBaeMbIit OpraHu3aluy,

JIEUCTBYIOIIEH HA OCHOBE .
6. TekcT pacmopsSAUTETHLHOTO JOKYMEHTA Yallle BCEro COCTOHT M3 JIBYX B3aMMO3aBHCHMBIX 4acTei -

n .
7. B 3aBucHMOCTH OT BUJIa JOKYMCHTA pacClopsaauTCIIbHAA YaCTb HAYNHACTCA CJIOBAMMU:
— B IIOCTAaHOBJICHUH, — B PCIICHHUU,
— B PACTIOPAKCHUU — B IIpUKa3cC.

8. PekBM3UT «OTMETKA O HAIUYHU IPHUIIOKCHUA» ITIOCIEC TEKCTa PACHOpAAHUTCIBHOIO AOKYMCHTA
CaMOCTOATCIIbHO
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9. TekCT pacHOPAIUTENEHOTO TOKYMEHTA JJOJDKEH UMETh 3aroj0BOK, KOTOPBIH
bopmynupyercs B naJexe.
10. IIpukassl ¥ paciOpsHKEHUS MTOITHCHIBACT WIIN

11. IlocTaHoBiEHHS U p€micHusg UMCIOT ABC IOAINUCH — n
KOJUICTHAJIbHOT'O OpraHa.
12. PaCl'IOpH,I[I/ITeJ'IBHBIe JOKYMCEHTHI BCTYIIalOT B CUJIY C MOMCHTA UX

NI JOBCACHHUA 1O CBCACHMA.

IIpakTyeckas padora Ned
Tema: «CucremMbl JOKYMEHTAIMOHHOTO 00ecTiedYeHUs yIpaBJIeHUusD)

Haumenosanue pabomol: «Cocmaenenue u ogpopmaenue pacnopaoumenvHoi 0OKyMeHmMayuu)
Llenu pabomoel: COBEPUICHCTBOBAHWE HABBIKOB COCTaBJIeHUS U OQOpPMIICHHS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUAMU

3aganme 1. CoctaButh 1 0pOPMUTH JOKYMEHT. PacropsikeHne o MOBBIIICHUN KBAIU(UKAITIH
nepcoHasna. B cBA3M ¢ mepexoAoM Ha HOBYK CHCTEMY aJIMHHUCTPUPOBAHUA M MPEACTOALIEH
aTTeCTalMu pabOTHHKAM MPEJIOKEHO MPOUTH OOy4YeHHE Ha Kypcax IOBBIIMICHHS KBaTU(UKAINH;
CEKpeTaplo OT/iea — MPeOCTaBUTh IpaduK MpoBeieHuss 00yueHus: COTPYIHUKOB OT/ENA.

3aganme 2. CoctaButh ¥ OQOPMHUTH JOKYMEHT. PacropshkeHne HayallbHUKa OTAeTIa O
Haj0aBKax 3a BBICIYTY JIET K 0KJany B pazmepe 20-30% crneunanuctam oTaena.

3aganue 3. CoctaBuTh U 0POPMHUTH JOKYMEHT. YKa3zaHue o rpaduke ormyckoB Ha 2012 rom.
s coctaBnenusi rpaduka OTHYCKOB IMPEANIAraeTcs COCTaBUTh CHUCKUM PAaOOTHHKOB C yKa3aHUEM
CpPOKa [MpPEAINoJIaraéMoro €XerogHoro ormiadyuBaemoro ornycka B 2012 romy. Ilepenath
COCTaBJICHHBIE CITUCKU B OT/EI KaJIpOB 10 | HIOHS.

3ananue 4. Opopmure MpuKa3 Mo OCHOBHOM JESITEILHOCTH.

3akpbITOE aKIMOHEpHOE 001IecTBO « BAK»

IIpukas

15.04.2010 N15

KoncTanTHHOBCK

O co3ganuu paboyux CEKTOPOB B YIPaBICHUU MPOU3BOACTBA U BHEAPEHUS WH(GOPMAIIMOHHBIX
CUCTEM

B nensix coBepIieHCTBOBaHUS OpraHU3alMy paOOThl YTIpaBlIeHUs MPOU3BOACTBA U BHEIPEHUS
nH(pOpPMAIMOHHBIX cucTeM mpukasbiBaio: 1. Co3maTe B YHOpaBJICHWH IIECTh PabOYMX CEKTOPOB:
pa3paboTKu MPOrpaMMHOTO OOECTIeUeHUs, COMPOBOXKACHHSI HHPOPMAIIMOHHBIX CHUCTEM, ONEPATOPOB
00pabOTKH NTaHHBIX, OOCITY)KHBAHHS KJIMEHTOB, TEXHUYECKOTO OOECIEeUYEHHs, JTOKYMEHTAIMOHHOTO
obOecrieueHuss ympaBieHus. 2. HawanbHuky VYmpaBineHUsS TNPOHW3BOJICTBA U BHEIPECHHS
uHpopmannoHubix cucreM 0. C. PyaeHko noAroToBUTh MPOEKTHI MOJIOKEHUH 0 pabovyHnX CEKTOpaXx.
3. HauaneHuky otnena kaapoB B. B. BacuibeBoil BHECTHM M3MEHEHHMS B IITAaTHOE pPacHUCaHUE U
YKOMITJIEKTOBATh MITAT paboumx cekTopoB. 4. KOHTposb 3a MCMOTHEHWEM TpHKa3a BO3JOKUTH Ha
nepBoro 3amecturens qupekropa A. C. Koponesy.

I'enepaneubiil qupekrop B. . SIkoBnes.

3aganue 5. CoctaBuTh U 0pOPMUTH JOKYMEHT. [locTaHOBIEHNE O TPEMUPOBAHUH PAaOOTHHUKOB
COLMAIIBHO — 3KOHOMHUYECKOT0 OTAena AAMUHHCTpanuu KOHCTaHTMHOBCKOTO palioHa 3a BBICOKHE
nokasarenu paboTel otnena. Ilpemus Bbimaercs w3 QoHIa MaTepHATBLHOTO TOOMIPEHHUS B pa3zMepe
60% exeMecCsSITYHOT0 IOJDKHOCTHOI'O OKJIaaa.

NH®OPMALNOHHO-CITPABOYHBIE JOKYMEHTbBI
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AKT
Teopernyeckne BONpoChl
1. Kem cocraBisitoTcst akThl?
2. Kakue pyOpuKH BBIICISIOTCS BO BBOJHOM YacTH akTa?
3. UTo yka3bIBalOT B KOHCTATUPYIOIIECH YacTH aKTa?

YPOBEHbD A.

Bbi0epuTe BepHOe yTBep:KIeHUe

1. AKTbI, KaK PaBUJIO, MOJUICKAT YTBEPKIACHUIO

2. Akt MoxeT 0hopMITATECS Ha TpadapeTHOM OJIaHKe

3. Yaitie Bcero akThl COCTaBIISIFOTCS KOMUCCHEN

4. AKT MOKET CITY>KUTb OCHOBAHHEM JIs1 U3aHUSI PACTIOPSITUTEIILHOTO JIOKYMEHTA
5. Hannume 3aki10unTeIbHOM YaCcTH TEKCTa akTa 00s3aTelIbHO

Bbi0epuTe npaBIIILHBINA OTBET.

K kasrcoomy 3adanuro oanvl 3 eapuarnma omeema, u3z KOMopvIxX moIbKo 00UH 6epHblil. B
Onanke omeemos nocmasbme no0 HOMEPOM 3A0aHUsl OYKEY Omeemad, KOmopblli Ha 8aul 832150 AGIAEMCs
NPaGUILHBIM.

1. Cmy>keOHBII aKT COCTABIISIET U MTOATMCHIBACT

a) PyKOBOJUTEITh

0) UCIIOJTHUTEITH

B) KOMUCCHSI

2. OcHOBaHHWEM TSI H3IAHKST KAKOTO PACTIOPSAUTEILHOTO TIOKYMEHTA MOYKET OBbITh aKT
a) [Ipuka3

0) Pemernne

B) [locTanoBienue

3. Maroii akta siBisieTcs

a) Jlara yrBepkieHus

0) [lara aktupyeMoro coObITHs

B) Jlara noxnucanust

4. B cocTaB peKBU3UTOB aKTa BXOJUT PEKBU3HUT

a) ['pu¢ cornacoBanus

0) ['pud yrBepxneHus

B) OTMeTKa 00 UCTIONHUTENE

5. B cocraB pekBU3UTOB aKkTa HE BXOJIUT

a) ['pu¢ yrBepxaeHns

0) ['pud cormacoBanus

B) 3aroJIoBOK K TEKCTY IOKyMEHTa

6. CkOJIbKO YacTel COIEPIKUT TEKCT aKTa

a) OJIHy

0) nBe

B) TpU

7. 3aroyioBOK K TEKCTY aKTa (popMymmpyeTcs

a) B UMECHUTETEHOM MaJIeke

0) B pOAUTEIILHOM MAZIekKe

B) B IPEJIOKHOM TIaJIekKe

8. Crrenyet 11 yKa3bIBaTh JIOJDKHOCTH WICHOB KOMUCCHH TTPY OPOPMIICHHH PEKBH3HUTA
(TIO/ITTHICHY

a) Jla

0) Her
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B) [ 1o >xenanuto cexperaps

9. B CKONBKUX AK3EMIUIIpax OPOPMIIETCS aKT

a) B tpex

0) B uernipex

B) B CKONBEKHX HEOOXOIMMO

10. Kakast 9acTh TEKCTa aKTa MOXKET OTCYTCTBOBATh
a) BeomHas yacTe

0) Koncrarupytorias

B) 3aK/IIOUMTEIIbHAS

YPOBEHbD B.

BcraBbTe mponyunieHHbIe B TEKCTe CJI0BA.

1. AKT — J3TO JOKYMEHT, COCTaBJICHHBIN

MOATBEPKIAET YCTAHOBIICHHBIE (DaKThl U COOBITHUS
2. AXTBHI YaIie BCero COCTABIISFOTCS IOCTOSIHHO JICHCTBYIOIIIMMH

3

3. I[aTa 1 MECTa COCTABJICHUSA aKTa JOJIKHBI COOTBETCTBOBATDH AATC U MCCTY

4, AKTLI, KaK IIPaBUJIO, YTBCPKIAAKOTCA YUpPCIKACHU.
5. ITocye clI0B «4JICHB KOMHCCHI)Y HEC CTaBUTCA.

MMPOTOKOJI
Teopernvyeckue BONMPOCHI
1. HazoBute pyOpuKH BBOAHOI YacTy MPOTOKOJIA?
2. 13 xakux pa3ziesoB COCTOUT OCHOBHAS 4aCTh MPOTOKOJA?
3. Kak ¢opmynupyeTcs mocTaHOBIISIONIAs YacTh MPOTOKOJIA?

YPOBEHbD A.

Boi0epuTe BepHOe yTBepKAeHHE

1. B xpaTkoM NpOTOKOJIE€ TPUBOJATCS TEKCTHI BHICTYIUIEHUN

2. JlaToii mpOTOKOJIa SIBJIIETCS JaTa MPOBEICHUS 3aceIaHHs

3. B mpoTokoie 00s13aTebHO yKa3bIBAETCSI KOJMYECTBO MPUCYTCTBYIOIINX

4. B Tekcte nmpoToKoJia MOXkeT oTcyTcTBoBaTh MyHKT BBICTYIINIIN

5. B nporokose yka3bIBaroTCs Pe3ynbTaThbl TOJIOCOBAHUS

6. IIpoTOKOJ COCTAaBISAETCS B OJTHOM IK3EMILIAPE

7. IIpoTOoKOJ MOANHUCHIBAIOT IPECceaaTeNb U CEKPETaph KOJJIETHAIIBHOTO OpraHa
8. Ha pacmmpeHHbIX 3acelaHusIX COCTaB MPUCYTCTBYIOIINX YKA3bIBACTCSl KOJIMYECTBEHHO
9.Beinucka U3 IpOTOKOJIA YAOCTOBEPSETCS 0hOPMIICHUEM PEKBU3HUTA «OTMETKA O
3aBEPCHUU KOIIUN»

10.1aToii BBEIMTMCKH W3 TIPOTOKOJIA SIBJISIETCS J1aTa, yKa3Has Kak J1aTa MOIIMTUCAHUS
IIPOTOKOJIA

Bri0epuTe NpaBUIbHBIH OTBET.

KOTOPBIN

K kasicoomy 3adanuro oanvl 3 eéapuanma omeema, u3 KOMOPbHIX MOAbKO 00UH G@epHulil. B Onanke
0meemo8 nocmagbme noo HOMEPOM 3a0aHusi OYKey omeemd, KOMOPblil HA 6aul 63271510 AGNSemcs

NPABUTILHBIM.
1. laToii mpoTokosa sBIsieTCs

a) naTa 3acefaHus

0) nata opopMieHUs

B) /1aTa MOJIUCAHUSA

2. VI3 CKONBKUX YacTe COCTOUT TEKCT MPOTOKOJIA
a) oHOMU
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0) nByx

B) TpeX

3. Bompock! moBecTKy AHS B MPOTOKOJIE (POPMYIUPYIOTCS

a) B MIMEHUTEJILHOM TaJIeXKe

0) B IpEIOKHOM MazexKe

B) B BUHUTEJILHOM TAJIEXKE

4. ITpoTOKOJ MOAMUCKHIBAET

a) pyKOBOJIUTEIb

0) cexperapb

B) [IpE€/ICEIATEIb U CEKPETAPD KOJIETHAJIBbHOTO OpraHa

5. Kakas yacTb B cxeMe MOCTpPOEHHUsI OCHOBHOM YacTH MPOTOKOJIAa MOKET OTCYTCTBOBAThH
a) CJIVILIAJIA

0) BBICTYIINJIN

B) [IOCTAHOBWJIN

6. [TpoTokos opopMIIIOT

a) B OJIHOM 3K3EMILISIpE

0) B IBYX 3K3EeMILIIpax

B) B TPEX DK3EMILISIpaxX

7. J1aToil BBINMKUCKH U3 MMPOTOKOJIA SBISETCS

a) nata opopMIIEHUS TPOTOKOJIA

0) nara, ykazaHHasi B OTMETKE O 3aBEPEHUU KOMTUU

B) JlaTa MOAIIMCAHUS ITPOTOKOIA

8. Beinucky 13 NpoTOKOJIa MOAMUCHIBACT

a) pyKOBOJIUTEIIb

0) 3aBeqyrOIIMI KaHLEIIpUei

B) ceKpeTapb, OPOPMUBIIHI BBITUCKY

9. Kak odopmisitoTces B TEKCTE MPOTOKOJIA, MPUCYTCTBYIOIINE, €CITU X 22 YeoBeKa
a) [IpucyrcrBoBanu: 22 dyenoBeka (CIUCOK MPUIIATaeTCs)

0) [IpucyTcTBOBAIN: IEPEUUCIAIOTCS (PaMUITUU MPUCYTCTBYIONIUX B al()aBUTHOM
MOpsIIKE

B) [IpucyrcrBoBanu: 22 yenoseka

10. ITpOTOKOJIBI YTBEPKIAIOTCS

a) Bcerja

0) yTBEpKICHHIO TTO/IIeKAT HEKOTOPBIE BUIBI TPOTOKOJIOB

B) 110 YKa3aHUIO PYKOBOJUTEIIS

YPOBEHbD B.

BcraBbTe nponyumeHHbIe B TEKCTE CJI0BA.

1. B 3aBUCHMOCTHM OT TIOJIHOTHI OCBEIIEHUS XOJa 3acelaHusi TPOTOKOJBI MOTYT OBITh

u
2. TekcT mpOTOKOJIa COCTOUT M3 IBYX YacTel: BBOIHOU U .
3. KonmnuecTBo yKa3bIBaeTcsl 0053aTeNbHO, TaK KaK OT 3TOTO 3aBUCUT KBOPYM

NIPY IPUHSATHHA PEIICHUS TOJIOCOBAaHHEM

4. Ha pacuipeHHBIX 3aCe€AaHuAX ¢ OONBIIMM YHCIOM MPUCYTCTBYIOIIMX MX COCTAB
YKa3bIBACTCS
5. Kaxxip1ii BOIpoc MOBECTKH JTHS apabckuMHu udpamu,
odopmIIIeTCs ¢ KpaCHON CTPOKHU U (OPMYITUPYETCS B najiexe.
6. Kax1plii yHKT MOBECTKH JTHSI CTPOUTCS IO CXEeMe: ,

7. Ecin BOIIPOC HC o6cy>i<z[an0ﬂ, ITYHKT MOKCT OTCYTCTBOBATD.
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8. [Ipotokosn opopmiisieTcs B IK3EMILISIPE
9. Beinucka u3 mpOTOKOJa YAOCTOBEepsieTCs: 0popMIIEHHEM PEKBU3HUTA

10. [laToii BBIMKMCKYU U3 MPOTOKOJIA SBIISCTCS JaTa, yKazaHHas

CJOYKEBHBIE 3AIIMCKHA
Teoperuyeckne BONPOCHI
1. B kakux ciiyqasx cO31ar0TCs JOKJIaIHbIE 3aIUCKH?
2. Ha xakue BHUIBI A€IATCSA TOKIaAHbBIE 3aIIMCKU?
3. U3 kakux 4actel COCTOUT TEKCT JOKJIAIHON 3alUCKu?

YPOBEHbD A.

Bbi0epuTe BepHOe yTBepiK/ieHUe

1. BuyTpeHnss AokiaaHas 3anucka oopmiisercs Ha OJaHKe OpraHu3aluu

2. Tekcr MOKIaIHON 3aITUCKHU COICPIKUT TOJILKO 00CTOSITETIbHOE H3II0KEHUE BOTIPOCa

3. BHyTpeHHI010 TOKJIaIHYIO 3aMTUCKY MOAMICHIBAET COCTABUTEIND

4. AnpecaHT B JI0KJIaIHOM 3alIMCKE YKa3bIBA€TCsS B UMEHUTEIbHOM Ha/Iexke

5. B agpecare noknaaHoM 3aMUCKU YKAa3bIBAIOT TOIBKO (PaMUIUIO

Bbi0epuTe npaBuIbHBINA OTBET.

K kasicoomy 3adanuro oanvl 3 eapuanma omeema, u3 KOMOPbHIX MOAbKO 00UH GepHulil. B Onanke
omeemos nocmasbme NOO0 HOMEPOM 3a0aHusi OYKEy omeemd, KOMOPbIU HA 8aul 63271510 A619emcs
NPABUTILHBIM.

1. BHyTpeHHIOI0 JOKJIaJHYIO 3allMCKY MOAMUCHIBAET

a) COCTaBUTEIIb

0) pyKOBOJUTEIb MOAPA3ACTICHUS

B) CEKpeTapb

2. B CKOJBKUX dK3eMIUIIpax opopMIIsieTcs: BHEIIHSS TOKIIaTHasl 3aIicKa

a) B OJHOM

0) B ABYX

B) B TpeX

3. PexBU3UTHI OOBSCHUTEIEHOM 3aITUCKH TI0 TIOBOTy OOBSICHEHUS TIOCTYIIKA aHAJTOTHYHBI
a) BHYTPEHHEN TOKJIaIHOM 3alMCKU

0) BHYTpEHHEH CITPaBKH

B) CIIy’K€OHOMY ITUCHMY

4. TekcT TOKIaAHON 3aIIUCKHU, KaK ITPaBUJI COCTOUT

a) U3 OJJHOM yacTu

0) 13 IByX HacTeu

B) U3 TPEX YacTeu

5. B cocTaB pekBU3UTOB BHEIIHEH TOKIATHOM 3aITUCKH HE BXOIUT

a) 3aroJI0BOK K TEKCTY

0) meuathb

B) TIOJIMUCH

YPOBEHbD B.

BcraBbTe nIponyleHHbie B TEKCTE CJI0BA.

1. JoxmanHas 3amucka — JIOKYMEHT, aJlpeCOBaHHBII 10 KOHKPETHOM
TEME C U IPEMIOKEHUSMU 110 HEM.

2. BuemHmoro JOKJIAAHYIO 3allUCKy, aAPp€COBAHHYIO B BBIIICCTOAIIYIO OpTraHHU3alWIO IMOAINMUCHIBACT
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3. BHyTpeHHI010 TOKJIaIHYIO 3aMIUCKY COCTAaBIISIET U MOAMUCHIBACT

4. PexBU3UTHI BHYTPEHHEH JTOKJIAHON 3alMCKHU:

- ajipecat (B 1aTE€IbHOM MaJEeXKe)

- (B pOoIUTEIHFHOM MAICHkKE)
- HAMMEHOBAaHUE BUJIA JOKYMEHTA

- TeKCT

- OTMETKa O HAJIMYMU IPUIIOKEHUS (B CiIydae HEOOXOIMMOCTH)
- 1aTa

5. PexkBU3UTHI BHEMIHEN TOKIAIHON 3aIIUCKU:
- HAMMEHOBaHUE OpraHU3alluK — aBTOPa JIOKYMEHTa
- HAMMEHOBaHUE BUJIA JOKYMEHTA

- UHIEKC
- MECTO COCTaBJICHHS JOKYMEHTA

- 3ar0JI0BOK K TEKCTY
- TeKCT
- OTMETKA O HAJIMYUU IPUITOKEHUS

- OTMETKA 00 UCIIOJHEHHH U HaIlpaBJICHUU JOKYMCHTA B €10

CITPABKA
Teopernveckue BONMPOCHI
1. Yro Takoe crnpaBka?
2. Kakue ObIBatOT cripaBKu?
3. Kakue peKkBU3UTHI COACPIKUT JINYHAS CTIIpaBKa?
IMIpakTuyeckue 3axaHus

1. CocraBbTe crpaBKy O pa3Mepe 3apaOOTHOM TuTaThl paOOTHHMKA OTJeNa CObITa TOTOBOM
nponykuun [10 «I'panT» 11 mpenoctaBieHus B JAeTCKuM cal. OcTajbHble JaHHBIE YKaXUTE
CaMOCTOSITENIbHO.

2. CocraBbTe CpaBKy 0 cTaxke padboTsl 3koHOMHUCTa OO0 «ATHaHT» AJs MPEIOCTABICHUS B
Ipyroe MecTto paboThl 1O MNpuUYMHE yXoaa co craporo. OcranbHble JaHHBIE YKaKUTE
CaMOCTOSITENIBHO.

3. CocraBbTe cripaBky u3 KDOCa Ne 97 IlepBomaiickoro paiioHa r. MUHCKa O COCTaBe CEMbH
MOJIOJIOTO CHEeIHaNucTa Ui MPEeIoCTaBiIeHUs MO0 MecTy paboThl. OcCTalbHble JaHHbIE YKaXHUTE
CaMOCTOSITENIbHO.

4. CocraBwTe crnpaBky u3 aekanata AM® BI'ATY o towm, uto ctynentka E. A. HoBukoBa
YUUTCS HA TUIATHOM OTJEJICHUH U HE TOJy4YaeT CTUIEHAUIO IS MPEJOCTaBICHHS €€ B OyXTauTepuo
no Mecty pabotsl ee matepu 0. C. HoBukoBoii. OcTanbHble JaHHbIE YKQKUTE CAMOCTOSITEIBHO.

5. CocraBbTe crmpaBky o ToMm, uto A. I'. CokonoBa sBnsiercs ctyneHTkoil |l xkypca ®ITY
BI'ATY. OcranbHble 1aHHbBIE YKAXXHUTE CAMOCTOSATENBHO.
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JOKYMEHTBDI 110 IMYHOMY COCTABY
IIPUKA3 I10 IMYHOMY COCTABY
TeopeTnueckne BONPOCHI
1. Kakue npukaspl Ha3pIBatOTCA MPUKA3aMU 110 JINYHOMY COCTaBy?
2. Kak ¢opmynupyercs 3arojioBOK K CBOJHOMY NPUKa3y?
3. Kak odopmisieTcs Bu3a 03HAKOMIICHHUS B IPUKa3ax Mo JIUYHOMY COCTaBy?
IIpakTnyeckue 3agaHus

1.CocraBpTe mpukaz 00 OCBOOOXKIEHHUU OT 3aHMMAEMON JOJDKHOCTH IO COOCTBEHHOMY
YKEJIAaHHWIO TJIAaBHOTO MHXKEHepa BTOPOro Iiexa 3aBoja. OdopMure B3y HadadbHHUKA II€Xa, PEKBU3UT
«pamunuu ucnonHuTeNs» U TpUd cornacoBaHus ¢ npodpxomoM. OcranbHble JaHHBIE TOMOIHHUTH
CaMOCTOSITENIBHO.

2. CocTtaBbTe MpHUKa3 O MpHUEME Ha JOJDKHOCTH IiaBHoro Oyxrairepa OAO «bencoros» ¢
OKJIQZIOM comlacHO 1mTaTHoMy pacnucanuio HMBanoBoit JI. K. OcranbpHble HaHHBIE YKaXUTE
CaMOCTOSTEIIbHO.

3. CocraBpre mpuka3 o6 ysonpHernu Komamst B. H., wmxenepa [10 «Jlrogmuma», B cBs3u ¢
cokparleHreM mrara. OcraibHble CBEACHUS JOIOIHUTh CAMOCTOSITENBHO.

4. CocraBuTh INpukKa3 o mnepeBoje HHeHepa MBanoBa A. Il. Ha JOKHOCTH TJIABHOI'O
nHxkeHepa. OcTalbHbIE CBEEHUS JOMOIHUTh CAMOCTOSITENBHO.

5. CocraButh npuka3 o bpectckoMy KOBpOBOMY KOMOMHATy CO CIEAYIOLIMMHU JaHHBIMU: 1) O
npueMe Ha JO0JDKHOCTh cekperaps-mMamrHucTku Koponeoii B. U.; 2) 06 ocBoOokaeHNN OT 3aHUMaeMOn
JIOJDKHOCTH HayaJIbHUKA KPEIUTHOIO OTJIENA [0 COIJIaCOBaHUIO CTOPOH. OCTallbHblE JaHHBIE JOIOJHUTH
CaMOCTOSITENBHO.

3ASIBJIEHUE, XAPAKTEPUCTUKA
Teopernyeckne BONpoOChI
1. Kak nuercs 3asBineHue?
2. I3 kakuX CTPYKTYPHBIX 3JIEMEHTOB COCTOUT XapaKTEPUCTHKA?
3. KTo moanuceIBaeT XapakTEpUCTUKY?
IIpakTnyeckue 3agaHus

1. Cocrasbre 3aspienre Ha ums aupekrtopa 110 «CnaBa» o mpueme Ha paboty M.A. VBaHOBa Ha
JIOJDKHOCTB OyxranTepa. OCTalibHbIE JaHHBIE YKOKUTE CAMOCTOSTEIHHO.

2. CocTaBbTe 3asBIIEHHE O IEPEBOJE Ha JOJDKHOCTh IIaBHOro uHkeHepa A. P. HoBuka.
OcTaJibHble JaHHBIE YKAXKUTE CAMOCTOSITENIBHO.

3. CocraBbre 3asBinenue B. E. [lpozaunckoro Ha ums aupektopa I1O «benmpoekt» 06
YBOJILHEHUU €T0 C 3aHMMaeMoil 1oJkHOCTU. OCTanbHbIe JaHHBIE YKAKUTE CAMOCTOSITENIBHO.

4. CocTaBbTe€ XapaKTEpPUCTHKY Ha CBOErO ToBapuina Mo pabore uimu ydebe. OcrayibHbIE
JTAHHBIE YKa)KUTE CAMOCTOSTEIBHO.

5. CocraBpTe XapaKTEpPUCTHKY Ha YBOJBHSIEMOIO 3aMecTuTelNs riaBHoro Oyxranrepa OOO
«Umux» A0 NpeAocTaBiIeHHs IO JpyromMy MecTy pabotbl. OcTanbHble JaHHbBIE YKaKUTE
CaMOCTOSATEIIBHO.

6. CocraBeTe XapaKTEpHCTUKY Ha TiaBHOTO HMikeHepa [10 «PemMctpoit», mpopadotapiiero 10 Jer. 3a
3TO BpeMsi OH OKOHYMJ 3aouyHoe otnernenne AM® BI'ATY, mposiBun ceOsi MHUIMATHBHBIM PaOOTHHKOM.
OcrasnbHbIe JaHHBIE YKAKUTE CAMOCTOSTENBHO.

PACIIMCKA, JOBEPEHHOCTb
Teopernyeckne BONpoChl
1. Kak odopmisercs pacrucka?
2. Yto npezacrasisieT cOO0H T0BEPEHHOCTH?
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3. Kakue ObIBatoT BUIBI TOBEPEHHOCTEHN ?
IIpakTuyeckue 3a1aHus

1. CocraBbTe pacnucky 3aB. ckiagam [IO «["apanT» o momydenun Ha 0Oaze 5000 mTyk
KOHJIeHCaTopoB. OcTajbHbIE JaHHBIE YKAKUTE CAMOCTOSITEIBHO.

2. CocTaBbTe pacmucKy OT CBOEr0 HMMEHU B MOJYYEHHM HANpOKAT MHINYIIEH MAalluHbI
«Stpanb», uHB. Ne 5302. OcranbHble TaHHBIE YKAXKUTE CAMOCTOSATENBHO.

3. CocTaBbTe pacnucKy B MOJy4yeHUU JeHEexHOH cymmbl B pazMepe 100 USD (mox 2%) Ha
cpok 1 mecsil.

4. CocraBbTe JOBEPEHHOCTh YKOHOMHUCTA OT/ENIa TPYAA U 3apIuiaThl HA UMsI OyXrajiTepa 3TOoro
e OTAena Ui MOJIyUYeHHUs] MPUYUTAIOUICHCS eMy 3apIuiaThl 3a CEHTSA0ph. JlOBEpEeHHOCTh 3aBepeHa
OTJIEeIOM KaJapoB nmpeanpusaTusi. OcTalbHbIE TaHHBIE YKAXKUTE CAMOCTOSTEIBHO.

5. CocraBbre noBepeHHocTh Ha uMms II. K. Monoxa (3xcneanropa) Ha MOJIy4eHHE TOBAapHO-
MaTepuaIbHBIX LIEHHOCTEH (IMCKEThI, mucuel Oymaru u np.) u3 marazuna Ne 5. OcranbHble JaHHBIE
YKaXXHUTE CAMOCTOSITENIBHO.

6. B cBs3u ¢ yTepeill macmnopra coCTaBbTE JOBEPEHHOCTh HA MOTYyYSHHE CTUICHIUU 32 CBOETO
OJIHOKYpPCHUKA.

IIpakTyeckas padora NeS

Tema: «CucTemMbl JOKYMEHTANMOHHOI0 00ecIieYeHUsl yIIPaBJICeHHD)

Haumenosanue pabomvi: «Cocmaenenue u ogopmienue UHGOPMAYUOHHO-CRPABOUHDIX
OOKYMEHM 08)

Lenu pabomvi: COBEPUICHCTBOBAaHWE HABBIKOB COCTABICHUS M O(GOPMIIEHHS JOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUAMU

3aganue 1. Opopmure ciykeOHBIH aKT.

AO «MOCKOMapXHUTEKTYPhI»

AKT

YrBepxkaato ['enepanbubiil nupextop H.I'.Humxun 12.04.2010

12.04.2010 N 12

[lepenaumn nen 3aBeAyOIUM XO035IMCTBEHHON YacThIO

OcHoBanue: npuka3s ['enepanbHoro aupexropa «MockomapxutekTypsh» ot 09.04.2010.

CocraBiieH KOMHMCCHEN : TpeJcenaTeNb- 3aMecTuTeNb [ eHepanbHoro aupekropa AB.®pornos,
yieHsl Komuccuu: 1. ['maBubiit Oyxrantep JI.AKanunkuna. 2. beiBimmii 3aBeyroniuii X035 CTBEHHOIM
yactbto M. A Hosukxos. 3. BHOBb Ha3zHaueHHbIN 3aBeayroluil xo3aiictBom B . b. boOpos. M. A
HosukoB cnan, a B. b. boOpoB npuHsiiI fena 1m o JoHKHOCTH 3aBEAYIOIIET0 X03SHCTBOM.

B pesynbrare cnaun-npuema Jiei yCTaHOBIIEHO:

1 .MlHBeHTapU3aMOHHAsl BEAOMOCTb COCTaBJIEHA 110 cocTosiHMIO Ha 12.04.2010.

2. IIpencraBneHHbIe o0opynoBaHue, VHBEHTAaphb, Mebenb COOTBETCTBYIOT
WHBEHTapHU3allMOHHBIM BEJOMOCTSIM.

3. B Hanuuuu MMEr0TCs BEIOMOCTHU O CIIMCAaHUU UHBEHTaps U MeOeH.

AKT CcOCTaBJIEH B 3 3K3.:

1-i1 5Kk3.- ['eHepanbHOMY TUPEKTOPY

2-11 5K3. -  maBHOMY Oyxranrepy

3-1i 9k3. - B mesio N2 12.

[Ipeacenarens xomuccuu JI.A.Kanuukuna

Unens! komuccun M. A . Houkos, B.b.bo6poB.

3ananme 2. OhopMuTe BHYTPEHHIOIO JTOKJIQJHYIO 3AIHCKY.

JoxianHas 3anucka
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Hupektopy 000 «ITonmumep» CasenseBy U.K.

24.05.2010

O nmpuMeHeHnr MTpaGHBIX CAaHKIHI

B anpec mockoBckoro ¢pumana AO3T «CnenocHactka» cornacHo porosopy N2123 ot 23.12.
2009 mpowmsBeneHa OTrpy3ka Hamied mpoayknuu Ha cymmy 1 560 380 pyOseir. B teuenue nByx
MECSIEB OIUIaTa Ha HaIll pacYETHBII CUET HE MMOCTYIIUIIA, HECMOTPSl Ha HEOJAHOKPATHbIE TUCbMEHHbIE
HAIIOMHUHAHUS.

[lpennarato  mpuMeHUTh TpadHbIE CAHKIMA K  MOCKOBCKoMy  ¢wmany AO3T
«CrenocHacTkay.

3am. qupekropa 1o puHaHcoBbIM Boripocam M. . UrHartos.

3apnanme 3. CocrtaButh W 0OGOpMUTH TOKYyMEHT. OOBSICHUTEIBHYIO 3alMCKy O TOM, 4YTO
CBOJNHBIN oTdeT 3a nekadpp 2012 roma He OBUT TPENCTaBICH B yKa3aHHBIE CPOKU B CBS3U C
MOBpeXAeHUEM (DaKC-MOJAEMHOMN CBSI3U U OTCYTCTBHEM BCEX HEOOXOAMMBIX JTAHHBIX.

3ananue 4. CoctaBuTh 11 0POPMHUTH TOKYMEHT. Cy)eOHYI0 3alHCKy O 3aKa3e HOBBIX OJIAHKOB
JIOKYMEHTOB B CBSI3U C IPOU3BOJICTBEHHON HE00X0AMMOCThIO (B KomruecTBe 1000 mTyK)

3aganue 5. CocTtaBpTe TPOTOKOJ COOpaHWs Bamied y4eOHOH Tpynmbel 1O TIOBOTY
MOCEIAEMOCTH 3aHATUHN (CTPYKTYpa MPOTOKOJIA MPHUIIATaeTCs).

JAEJIOBOE ITNCBMO
TeopeTuueckue BOMpoChI
1. Kakue pekBU3UTHI BXOZST B cOCTaB OaHKa Juis mucem?
2. Kakue BapuanTbl 0opMIICHHSI OJIAHKOB CITyKEOHBIX TTHCEM BBI 3HaeTe?
3. B kakux ciyyasx ciyxeOHOe MMChbMO COCTaBisieTcsl Ha OiaHke popmaTa AS?

YPOBEHD A.

BbiGepuTe BepHOe yTBepIKIeHHE

1. TekcT cmyx’eOHOro MUCbMa MOXKET OBITh MPOCTHIM

2. ToH cy)ke0HOT0 TIChbMa 3aBUCHUT OT €r0 COACPIKAHUS

3.B TpadaperHOM TekcTe He CleAyeT HauMHaTh TEKCT CO CBOOOJHOIO MeCTa, OTBEIAEHHOTO JUIs
nepeMeHHO nHpopMau

4. B ciy>xeOHOM NMUChbME TEKCT MUIIETCS OT 1-ro JIMia MHO>KECTBEHHOTO Yucia

5. BeigensT npuchuIaeMbie U OTIIPaBIsIEMbIE TIHChMa

6. City>xe6HO€ MUCbMO MOXKHO 0OpMHTH Ha (popmaTe AS

7. MakcumanbHO€ KOJIMYECTBO a/IpECaTOB B MUCHME - 4

8. MakcumanbHbIN 00BbeM MUChMa — 2 JIUCTa

9. CyebHOe TMCHhMO MOKET UMETH JIBE TTOIITHCH

10. Cnyxe0GHoe MMCbMO MOTYT yIOCTOBEPATH MEYaThIO

Bri0epuTe NpaBUIIbHBIH OTBET.

K xaxcoomy 3adanuio oanel 3 éapuanma omeema, u3 KOmopbix moibko 00UH GepHblll. B
Onamke omeemos nocmasbme No0 HOMEPOM 3a0anus OYKEY omeemda, KOMOpbwli HA 8aul 632750
ABNACMCA NPAGUTLHBIM.

1. TexcT cny»keOHOro MUChMa COCTaBISIETCS OT

a) 1-ro nuia MHOXECTBEHHOTO YHCIIa

0) 2-ro nuIa eTUHCTBEHHOTO YHCIIa

B) 3-TO JIMIIa MHO>KECTBEHHOT'O YUCIIa

2. PEKBU3UT «CCHUIKA HA HOMEDP U JIATy BXOSIIETO TOKYMEHTa» 0(OPMIIIETCS

a) BO BCEX MUCbMaxX

0) B OTBETHBIX MUCHbMaX

B) B MHUIIMATUBHBIX TUCHMAX
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3. PykoBoauTesb U TTIaBHBINA OyXTalTep MOIMUCHIBAIOT

a) MMCbMO-U3BEIICHUE

0) pexiaMHOE ITUCbMO

B) FapaHTUHHOE NMHCbMO

4. B cocTtaB peKBU3UTOB CIYXEOHOr0 MUChMa HE BXOJUT

a) aapecar

0) Ha3BaHUE BUJA JOKYMEHTA

B) TIO/IINCH

5. Tekct cimyxeOHOTO NMUchbMa MOXHO oopmMuTh Ha hopmate AS, ecinu

a) et O6nanka popmara A4

0) TEKCT MUChMA HE MPEBBIIIAET 6 CTPOK

B) €CTb COOTBETCTBYIOILINE YKa3aHUS PYKOBOJUTENS

6. Cxonbko O1aHKOB MOTpeOyeTcs, €Ciu CIyKeOHOe MUChbMO HampaBisieTcs B JIBa ajpecara
a) oJIuH

0) nBa

B) TpHU

7. MakcuManbHbIH 00BEM CIYKEOHOTO MUChMa

a) oJlHa CTpaHHUIla

0) 1BE CTpaHULIbI

B) TPU CTPAHULIBI

8. Ileuatsto ynocToBepsieTcs

a) MMChMO-HAIIOMUHAHHUE

0) MUCHbMO-TIpUTJIAIIICHUE

B) TApaHTUHHOE TUCBMO

9. OTMeTKa 0 MOCTYIIIEHUU JOKYMEHTa B OPraHU3allMI0 IPOCTABIISAETCS

a) Ha BCeX JOKYyMEHTax

0) TOJILKO Ha IPUCHLIAEMBIX

B) 110 YCMOTPEHHIO CEKpeTaps

10. B nucbMe oTMETKa O TIOCTYIICHUH JTOKYMEHTA MPOCTABISAETCS

a) B IpaBOM HIDKHEM YTIIy IEPBOIO JIMCTA JOKYMEHTA

0) B JIEBOM HUYKHEM YTJy MOCIEAHETO JIMCTA IOKYMEHTa

B) Ha JIT000OM CBOOOTHOM MECTE

YPOBEHD B.

BcraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. Texct nucbMa AOKEH OBITH IPOCTHIM, T.€. KacaThCs BOITpPOCA.

2. TekcT muchMa, Kak MpaBuIiIo, COCTOMT U3 JIBYX YacTed. B mepBoii wactu jpaercs

, BO BTOPOM 4acTu .
3. Tekcr nmucbMa MOXKET COCTOATH U3 OQHOM YacTH.

4. ITuceMo MOxkHO 0pOopMUTH Ha popmate AS, ecli TEKCT COACPIKHUT He CTpOK.
5. Cny»ebHoe MHUChbMO — 3TO €AUHCTBEHHBIN JOKYMEHT, KOTOPbIl HE UMEET

JIOKYMEHTA.

6. MakcuManbHOE KOJIMYECTBO apecaToB B MHCHMe- .
7. Kak mnpaBuino, MakCUMalbHBIH 00BEM MHCHMA - JUCTa, BTOpas CTpaHMIIA
odopmiseTcst Ha JICTE.

8. [Tucrma pUHAHCOBOTO XapaKTepa JOMKHBI UMETh MOJTHKCH.

9. PexBU3HUTHI CITy’KEOHOTO MUCHMA:

- PEKBU3UTHI OJIaHKA TUCHMA;

- aJpecar;

- PE30IIIOLIHS;
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- TEKCT;
- OTMETKA O HaJUYHMH MPUIIOKCHHS;

- OTTHCK MeYaTH;

-OTMETKA 00 UCHOIHHTEIIE;

-OTMETKa 00 UCTIOJHEHUH JOKYMEHTAa U HAIPaBJICHUH €ro B JIEJI0;

- ( TOBKO AJIS BXOASIINX IMHCEM. )

IIpakTyeckas padora Ne6

Tema:«CucTemMbl JOKYMEHTAIIMOHHOTO 00ecneyeHHusl yIPaBJIeHUs»

Haumenosanue pabomol :«Cocmaenenue u ogpopmaenue cayyuceOHvix nucem»

Llenu pabomoel: COBEpPUICHCTBOBAHWE HABBIKOB COCTaBIIEHUS U OQGOpPMIICHHS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUAMU

3aganue 1. Opopmute OTBETHOE TUCHMO.

OTkpbITOE aKIIMOHEpHOE 001ecTBO «Paiino»

Va. Uentpansnas, 1. 14, r. Boponex, 456789

p/c 78900987654321234567 B 6anke «PoCCHICKHI KPeaUT

k/c N2 89765689456534543212, BUK 456321908

23.04.2010 N2 45

Ha N2 01/56 ot 06.04.2010

Texanueckomy qupexropy 000 «Dopmyna»

[To Bameil mnpocbbe HampaBisieM BaM HpaiCc-IMCTBI Ha II€Hbl KOMIUIEKTOB TOPrOBOTO
000pyI0BaHUs, a TAK)KE€ HOBBIE PEKJIIaMHbIE MPOCNEKThl. [Ipy MOI0KHUTENBHOM peleHrH BOIpoca O
3aKylKe TOProBOro OOOpYHOBaHUS COOTBETCTBYIOIIME JIOKYMEHTHI JOJIKHBI OBITh HampaBeHbI
HayalbHUKY oTzena cobiTa Urnarosy B. I1.

Hauvanenuk otnena mapkerunra U. U. Pynenxo.

3ananme 2. OpopmuTe ciyxeOHOE MUCHMO.

N3narensckuit noM «Ku3Hb»

123456, Mocksa, bonsmoiillepescnaBckuii niep., a.12. Temn. (495) 987-45-89

Dakc (495)456-34-56 p/c N2 8967546 B OxTsi0ppckom otaeneHun Ab «MockBay

[Ipencenarento komuTeTa MO OOPa30BaHUIO aJMUHHCTpalMu TrOMEHCKOH o0yacTu r-HY
ConosbeBy B.I'.

Coobmaem , uyTo u3garenbckuil oM «Ku3Hb» cornacHo Bameid 3asBke cniennuKkauy rotos
MIOCTaBUTh YUEOHYIO JIUTEPATypy MO MPOrpaMMe CPEAHETO MOJHOro o0LIero 00pa3oBaHUs Ha CYMMY
B 1,5 (monropa) mmwuimoHa pyOnei. B cBs3m ¢ »tuM mpocum Bac 3akimouyuTh J10OroBOp Ha
BBITIOJITHEHHE B3aMMO3a4€TOB IO peanu3anuu OeH3uHa ¢ HedTsHoW kommanued «Uutep Ilmrocy,
UMeEIOILEeH JTUIICH3HIO Ha peain3aluio OeH3nHa.

IIpunoxenue: 1oroop Ha § 1. B 1 3K3.

I'enepanbhbiil nupextop K. M. KpacHos.

3aganue 3. CocraBbTe U 0QOpPMHUTE TUCHEMO-TIPUTJIAIIEHUE B COOTBETCTBHH C ITPaBHIIaMHU.

BoicTaBOUHBIM LIEHTp, pacmoJIOKEHHBbIM 1o anpecy: T. Opein, mpocnekt AHJpomnosa, 23,
IPOBOAMT BBICTABKY-ipMapKy TOBapoB HapojaHoro mnotpebnenus «Ocenp-2010» u mpocut
noareepauTb AO «Ypoxkail» UX ydacTue B BBICTABKE SIPMAPKE U BBICIATh UMEIOLINECS IPOCIEKTHI U
MaTepuaibl s ohopMIIeHUsI TeMaTudeckoro cteHaa. [lucbmMo nmoamnucan pykoBoIuTeNb IpoekTa B.
JI. UecHOKOB.

27



3ananume 4. CocraBbTe W O0QGOPMHTE NHUCHBMO- NPEMIOKECHHE, J00aBUB HEAOCTAOIINE
PEKBU3UTHI.

[Ipennaraem BamieMy BHHUMAHHUIO HOBBIM KaTajlor, COJEP)KALIUN TMOJHBIA aCCOPTHUMEHT
BBIITycKaeMoil Hameil ¢pupmoit meGenu. Mbl TakKe HampaBisieM IMpaic-IucT, B KOTOPOM BbI HaiieTe
3HAYUTEIbHBIC CKUIKH , AeicTBytomme 10 1 oktsaOps 2010 roga ais HaIMX MOCTOSHHBIX OMTOBBIX
MOKYIIaTEJICH.

Hapneemcs Ha B3auMonoHMMaHKe JalibHENIIIee MJI0JOTBOPHOE COTPYTHUYECTBO.

3aganue 5. CocraBbre U 0(hOpMHUTE CITY’)KEOHOE MHUCHEMO.

['maBHBIN Oyxrantep akimoHepHoro 6anka «Mmmepuainy, pacrioiaokeHHOro 1mo aapecy: 123456,
MockBa, ym.Momnonorsapaeiickas, n. 24, ten. 141-67-90, dakc: 141-78-87, wnanmommHaer
YIPaBISIOUUM perioHanbHbIX (unnanoB Ab «Mmnepuan» o co0It0IeHUH KOHTPOJISI UCTIONHEHHUS 3a
CpPOKaMHU TMPEAOCTABICHHUS OTYCTHOCTH Ha OocHOBaHWU muchMa lleHTpobanka Poccun N2 01/134 ot
30 suBaps 2008 roga «0 mpeaocTaBiIeHUH OTYETHOCTH B cOOTBETCTBHM C [lonmoxenuem "O nopsiake
MIPOBE/ICHUST PACYeTOB B HMHOCTPAHHOM BaJlllOT€, OCHOBAHHBIX HA 3a4e€Te B3aUMHBIX TpeOOBaHUU
MEXIY POCCHICKUMHU  CYJIOBIIAJENblIaMU, OCYIIECTBISIONIUMU pPBIOHBIN  MIPOMBICEN, U
HEPE3WJICHTaMH, OCYIIECTBISIONIMMU UX areHTCKOE OOCIy)XHMBaHHE " » WM TMPWIAraeT K MUCHMY
koruto Tenerpammbl LIb N2 23 ot 15 Hos6ps 2008 rona.

Tema 2.1. Opranuzauusi 10KyMeHT0000poTa

YPOBEHbD A.

BbiGepuTe BepHOe yTBepiKIeHHe

1.B KaXI0oM y4YpekJIeHUU HODKHBI OBITh pa3paboTaHbl CXEMbl ABIXKEHHS OCHOBHBIX KaTEropuid
JIOKYMEHTOB

2. YcKopeHue JOKyMEHTO000pOoTa JOCTUTaeTCs 3a CUET COKPALICHHS KOJTMYeCTBA

00pabaTbIBaéMbIX JOKYMEHTOB

3. BCKpBITHIO OJIEKUT BCS KOPPECTIOHCHIIHS, TOCTYIAIOIIAsi B OPraHU3aIlHIo

4. KoHBepTHI MOCIIE BCKPBITHS MPUCHTIAEMON KOPPECTIOHACHIIMU BCETAa YHUUYTOXKAIOT

5. @akT NOCTYIUIEHHUS IOKYMEHTA B OPTaHU3alnIo 0(hOpMITSIETCSl pe30ITIONINE pyKOBOINUTEIS
6.0T™MeTKa 0 MOCTYIJIEHUHU TOKYMEHTa B OPraHU3aLMI0 IPOCTABIISETCs Ha TF000M

CBOOOJTHOM MeCTe TIEpBOTO JIMCTA JJOKyMEHTa

7. OTMeTKY O MOCTYIIEHUH JOKYMEHTa B OPraHU3aI[MI0 MO>KHO ITPOCTABIISATh HA KOHBEPTE

8. Bce TOKYMEHTBHI, TOCTYNUBIINE B OPTaHU3AIUIO, TTO/IJICKAT PETUCTPAIIH

9. IlocTynaromue 10KyMEHThI PETUCTPUPYIOT B I€Hb MOCTYIUIEHUS

10. Co3naBaeMbIe TOKYMEHTBI PETUCTPUPYIOTCS B ICHB TIOANMCAHS WA YTBEPKICHUS

Bbi0epuTe npaBUIIbHBIN OTBET.

K kasicoomy 3a0anuro oanvl 3 eapuanma omeema, u3 KOMOPuIX MOJIbKO 0OUH GepHblll. B Onanke
omeemos nocmasbme NOO0 HOMEPOM 3a0aHus OYKEY omeema, KOMOPbIll HA 8aul 63271510 56/11emcs
NPABUTLHBIM.

1. JIokyMeHTBbI, TOCTYNHUBIIHIE HE 110 aJIpecy, CIeayeT

a) BEpHYTh Ha MOUYTY

0) YHUUTOXKUTH

B) IIepeaaTh C KypbepoM

2. KoHBEpTHI OCTYMHBILUX JJOKYMEHTOB

a) YHUUYTOXKAIOT

0) OCTaBIIAIOT

B) B 3aBUCHUMOCTH OT CUTYaIllH

3. @aKT MocTyIMJIeHNus JOKYMEHTa B OpraHU3aIuio 0QpOPMIISIOT PEKBU3UTOM

a) OTMETKa O KOHTPOJIE

0) OTMETKa O MOCTYIUIEHUH JOKYMEHTa
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B) OTMETKa 00 UCIIOJHHUTEIIC

4. Obs3aTenbHOM perucTpayy noiexar

a) sKcrpecc-uHpopmanus

0) pexjiaMHbIE TUChMa

B) 3asBJICHUS I'PaXKJaH

5. Llenbto peructpaiu siBisercs

a) obecrieyeHue yuyera U KOHTPOJIs

0) OBICTPBII MOUCK JOKYMEHTOB

B) BCE BBIIICIIEPEUHCICHHOE

6. [Iporienypa perucrpamnuu BKIIOYALT B ceOs

a) OJIMH dTaIl

0) 1Ba 3Tamna

B) TpH dTana

7. B uHAEKC T0KyMEHTa HE BXOJIUT

a) koa no OKVY /]

0) HOMep J1e1a IO HOMEHKJIAType

B) HOMEp CTPYKTYPHOI'O IIOJpa3IeIeHUs

8. XKanoba nnm 3asBieHne, MOCTYNHUBIINE B aJpeC OpraHU3alMH, IMEIOT HHIIEKC
a) Ne 18-M

0) Ne 18

B) Ne 18 o/k

9. Ilpukas mo OCHOBHOH JIESATEIbHOCTH HMEET HHICKC
a) 34 /c

0) Ne 34

B) Ne 34-k

10. He moasiesxuT perucTpaiu

a) IIpUKa3 110 OCHOBHOM JI€ATEIbHOCTH

0) »xano0a rpax1aHuHa

B) MUCbMO MH(POPMALIMOHHOTO XapaKTepa, IPUCIaHHOE I CBEICHUS
11. O6s3arenbHON peEruCTpaluy MOIEKUT

a) JIOKyMEHT, KOTOPBII 110 CBOEMY COZEP KaHUIO TPeOyeT peleHHsl WiIM OTBETa
0) nmporpaMmma CoBEIIaHUS

B) IUIAHOBO-(DMHAHCOBAs TOKYMEHTALUs

12. NanuBuayabHbIE CPOKU MCIIOTHEHHS YCTAaHABINBACT
a) UCIIOJIHUTEID

0) pyKOBOJIUTEITH

B) CEKpeTapb

13. Cpok UCTIOJTHEHUS TOKYMEHTA UCUUCIIICTCS

a) C MOMEHTA MOCTYIJIEHUS TIOKYMEHTA B OpraHU3aI1Io
0) ¢ MOMEHTA ITOJIY4eHHS JOKYMEHTA HUCIIOJIHUTEIEM

B) C J]aThl IIOCTYNMBILETO JOKYMEHTA

14. Cpox ucnosHeHHs TOKyMEHTa MOKET MPOAJIUTh

a) TOT, KTO €ro yCTaHOBUIJI

0) UCTIOIHUTEND TOKYMEHTa

B) PYKOBOJUTEIb

15. JIoKyMEeHT CYMTAETCS UCTTOTHEHHBIM

a) KOrJa ecThb yKa3aHUe PYKOBOAMUTEISA

0) Korja mpocTaBiieHa OTMETKA 00 UCTIOTHEHUHN

B) [10CJIE PETUCTPALIUN JOKYMEHTA
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YPOBEHbD B.

BcraBbTe mponylieHHbIE B TEKCTE CJI0BA.
1. JIokyMeHTOOO0OpOT — 3TO
WJIH TIOJTYYCHHUS IO 3aBEPIICHUS

JOKYMECHTOB B YYPCKIACHUHU C MOMCHTA HX
HJIM OTHPABJICHUA

2. O0BeM JOKYMEHTOOOOpOTa — 3TO MOCTYIMAIOIIMX W CO3/1aBaCMbBIX
JIOKYMEHTOB 32 ONPEeIeTICHHBIN NMepUO/], OOBIYHO 32 TO/I.
3. MHWupekcamus — 9TO TNPOCTaBICHUE A HEOOXOIMMBIX

YCIIOBHBIX MPU PETUCTPAIMH, YKa3bIBAIOIIMX MECTO CO3MaHUs (MCIONHEHHUS) U
XpaHEHUsI JOKyMEHTa.

4. Kaprounas popma perucTpamnu UCIoIb3yeTcs B yUPEKICHUSIX ¢ 00beMOM

JOKYMEHTO000pOTa eIMHMIL B TOJI.

5. CpoK UCHOJIHEHUSI — 3TO MEPUOJ] BPEMEHHU, KOTOPbIH OTBOJAUTCS Ha

JOKYMCEHTA, WK KaJICHAApHAasA JaTa, Ha KOTOPYIO Ha3HAYCHO 3aBCPUICHUC

€ro

IIpakTuyeckas padora Ne7

Tema:«Opranusanusi JOKyMeHTO000pOTa»
Haumenosanue pabomoi: «Cocmasnenue cxemvl 00KyMeHmooH60poma 6 Op2aHu3ayuu»
Lenu pabomei: cOBEPIICHCTBOBAHHE HABBIKOB COCTABICHUS U 0(OPMIICHHS IOKYMEHTOO00pOTa

3apanme 1. M300pazure omeporpaMMy MOATOTOBKM M IPOXOXAEHUS INpHUKa3a IO BalleMy
yueOHOMY 3aBEJCHUIO (JIpYroil OpraHu3aliy 10 BallleMy YCMOTPEHUIO).
3ananme 2. IloaroroBeTe omeporpamMmy IMOATNOTOBKM IHCbMa PYKOBOJMTENS Ballero y4eOHOIro
3aBeJICHUS Ha MMsI MHUHHCTPa CpPEIHEro M Mpo(hecCHOHAILHOTO O0pa30BaHHS COOTBETCTBYIOIIETO
cyonekTa PO.

IIpakTyeckas padora Ne8

Tema:«Opranuszanusi J0KyMeHTO000pOTa>

Haumenosanue pabomol:«Cozoanue pecucmpayuoHHou opmol 011 pecucmpayuu 6xo0Amux u
UCX00AUWUX OOKYMEHM08»

Lenu pabomei: COBEPIICHCTBOBAHIE HABBIKOB PETUCTPAIIMHU TOKYMEHTOB

3aganue 1. 3yunte JeKIMOHHBINA MaTepual, PEKOMEHIYEMYIO JINTEPaTypy.
3ananue 2. OpopMuTe KypHaa perUCTpaIlUU BXOAIIEeH KOPPECTIOHICHIIUN

Hata Peru- | Koppec- | Homep | Comep- | Peso- Uc- Cpox | Ormer- | Homep
LIS MIAYA cThA- TTOH- m maTA KAHRUE THOTTU S TTOTTHU - UCTTIOTT- KA ﬂﬁ metAa
uaArOma TTIANT = T AUOT TN = TATTL TAOUIa TACTINTT=

HEI MeHTA HEHUU
HOMED
1 2 3 4 5 6 7 8 9 10

3ananme 3. 3anonHute rpadsl KypHaia BXOJAIIEH KOPPECIOHICHIIUU

IIpakTyeckas padora Ne9

Tema:«Opranuzauus J0KyMeHTO000pOTa»
Haumenosanue pabomot :«Cocmaenenue u ogpopmienue HomMeHKIamypol 0e»
Llenu pabomwi: COBEPIICHCTBOBAHNE HABBIKOB COCTABICHUSI HOMEHKIIATYPHI JIEI
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3ananue 1. O3HaKOMBTECh CO CBOJHOM HOMEHKJIATYpOW J€Jl Ballero y4eOHOTrO 3aBelICHMSI,
nonpoOyiTe yCTaHOBUTh Ha MPUMEpPE BAIIErO0 OTIACICHUS (CIEeNUaTbHOCTH), KaKhe BEAyT Jena
(aKTUYEeCKH U COOTBETCTBYIOT JIM OHU IO PEKBU3UTAM U OGOPMIICHHIO TPEOOBAHHSAM CBOJIHOM
HOMEHKJIaTypBhI JeJl.

3ananmue 2. CocTaBbTe HOMEHKJIATYPY JI€J JJI OpTaHU3aIlu1, BBIOpAaHHON BaMU JIMYHO.

Tema 2.2.AndopManoHHbIE TEXHOJOTUU B JOKYMEHTAIMOHHOM O0ecriedYeHUH yIpaBJeH sl
Teopernyeckue BONPOCHI:

1. Maiite oOmyro  XapakTepUCTUKy  OpIraHMU3allMOHHBIX  TEXHUYECKMX  CpPEACTB B
«JloKkyMEeHTallMOHHOM O0ECIICUEHUH YIIPABICHUS.
2. Kakne KOMITBIOTCPHBIC CPCACTBA IIPUMCHAIOTCA AJId ITOATOTOBKH JOKYMCHTOB
3. HM3yumnte KOMIBbIOTEPHBIE IPOrPAMMBI 110 paboTe C JOKYMEHTaAMH
4. V3yuuTe TEXHUYECKYIO JOKYMEHTAIUIO CPEJICTB OPITEXHUKU
IIpakTuyeckas padora Nel(

Tema:«AHdopMalniuOHHbIE TEXHOJOTMH B JOKYMEHTAIIMOHHOM O0eclie4eHU yIpaBJIeHHsD
Haumenosanue  pabomwr:  «llepedaua  ungpopmayuu ¢  ucnonv3zosanuem  cpeocme
MeneKOMMYHUKAUU)

Llenu pabomei: COBEPIICHCTBOBAHKME HABBIKOB MOJIb30BaHus IHTepHETOM

3ananme 1. Coznars B UHTEpHETE DNEKTPOHHBIN ajapec.
3ananmue 2. [lepenats nucbMa yepe3 JIEKTPOHHBIN aApec CICAYIOMIETO COACP KAHMUS:

a) ITuceMmo-oTka3 HoBOCHOMpPCKOMY MPOM3BOJCTBEHHOMY KOOMepaTHBy «Bektop» 1Mo
BONPOCY oOecreyeHus 3alacHbIMU YacTsIMH MapKa aBTOOYCOB (C yKa3aHHEM MPUUYHHBI
OTKa3a).

b) Tlucemo-u3Bemenne 3A0 «IKocan» 0 MPUUMHAX 3aJIEPKKH MTOCTABOK MAIIMH U
000pyT0BaHUs.

IIpakTnyeckas padora Nell

Tema: «HpopManMOHHBIE TEXHOJOTHU B TOKYMEHTAIIHOHHOM 00ecnie4eH! U YIpPaBJIeHusD)
Haumenosanue pabomul: «Cocmaenenue, ogpopmnenue 00KyMeHmMo8 ¢ UCROIb308AHUEM CPEOCME
OpZMexHUKu»
Llenu pabomwi: COBEPILICHCTBOBAHNE HABBIKOB MOJIb30BAHUS OPITEXHUKOM

3aganue 1. OnMH M3 COCTaBJIEHHBIX paHEe JOKYMEHTOB IE€peaaTh IMOCPEICTBOM (Qakca B
JPYTyI0 OpraHu3aluio.

3ananmue 2. Caenath KOMHIO JTFOOOTO TOKYMEHTA MTPH TTOMOIIH KCEPOKCa.

3ananue 3. OTCKaHUPOBATH OJIMH U3 paHEe CO3JIaHHBIX JJOKYMEHTOB.

2.1.2. 3apanus 11 CaMOCTOSATEJIbHOM PadoThI

3aoanue Ne

Bonpocbwi:

1. Kakue 3aKkoHOaTEeNbHBIE aKThl IPEANUCHIBAIOT 0053aTEIbHOCTD JOKYMEHTUPOBAHUS
uH(popmanun?

2. Kakue TpeboBaHMs K JOKYMEHTaM HM3JI0’KEHBI B 3aKOHOJIATEIbHBIX aKTax?

3. Ha koro B0O3/10’%K€HO METOINYECKOE PYKOBOJICTBO TTOCTAHOBKOM JIETIONPON3BO/ICTBA B CTpaHe?
4. Kakoso 3nauenue I'C/IOVY u uto oHa pernameHTHpyeT?
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5. Uto pernaMeHTUPYET TUIIOBAs HHCTPYKIHUS MO IEJIONPOU3BOACTBY?
6. B uem 3nauenne EI'CJ1?

7. UTto Takoe TOKYMEHT?

8. Uto Takoe T0OKyMEeHTO000pOT?

3aoanue Ne Bonpocul:

1. Kakue aransl pouuio pa3BUTHE OTEUECTBEHHOE JAEIONPOU3BOACTBO?
2. B yem 0co0eHHOCTH MTPUKA3HOTO JAEIONPOU3BOACTBA?

3. B ueM 0COOEHHOCTH KOJUIEKCKOTO JIEIONPOU3BOICTBA?

4. B ueM 0COOEHHOCTH MHUHHUCTEPCKOTO JIEIOMPOU3BOCTBA?

5. J1enonpou3BOJACTBO B COBETCKOE BPEMSI.

3aoanue Ne3

1. Ha3BaTh 1 0XapakTepru30BaTh PEKBU3HUTHI 3aI0JIOBOYHOM YaCTH JIOKYMCHTA,

2. Ha3Batb 1 0XapakTepHu30BaTh PEKBU3UTHI COACPKATEIbHOMN YacTH TIOKYMEHTA;
3. Ha3Batb u oxapakTepu30oBaTh PEKBU3UTHI ODOPMIISIFOIIEH YaCTH JOKYMCHTA.

MMHUCTEPCTBO TPYJIA 1 COLIMAJIBHOI'O PASBUTUS POCCUICKOI ®EJIEPALINN
JNETIAPTAMEHT 3AHATOCTU HACEJIEHUA
IMPUKAS3
17.02. 2004r. Mocksa Ne 22

OO0 yTBep>KIEHUH TTOJIOKEHUHN TTO
BOMpOcaM MpoQeccuoHaTbHON
OpHEHTAITUH TPaKIaH

B nensx peanuzanuu "OCHOBHBIX MOJIOKEHUN TOJUTUKHU B 001acTH TPO(HECCHOHATIBHOW OpUEHTALIII
B ciyk0e 3anaTocty Ha 2003-2004 roast", onoopennbix Komnerneit Muntpyna Poccun 11 Hos6ps
2003 r.

ITPUKA3BIBAIO:

1. YTBepauts IlpumepHoe nonoxenue o [loapaznenennn npodeccuoHaabHOM OpUEHTAUH CITY>KOBbI
3aHaTocty (npuioxenue 1) u [Ipumepnoe nonoxxenue o Llentpe npodeccnonanbHOM OpUeHTalnu U
MICUXOJIOTMYECKOM MOJIEPKKU HACEJIEHUSI TEPPUTOPHATILHOTO OpraHa 3aHATOCTH (IPUJIOKEHUE 2).
2. TeppuTopHalbHBIM OpraHaM 3aHATOCTH, TOPOJCKUM, PAHOHHBIM, MEXPaOHHBIM CIyX0am
3aHATOCTH PYKOBOJICTBOBATHCS YTBEPKICHHBIMU MPUMEPHBIMU MOJIOKEHUSMU TIPU pa3zpaboTKe
(mepepalOoTKe) MOJTOKEHUN O CO3/1aBAEMBIX (EHCTBYIOLINX) CAMOCTOATEIbHBIX OPA3IEIEHUSIX
npod)eCCHOHAIBHON OpHUEHTAaINH, YCTaBOB L{eHTpoB (J1aboparopwii, KaOMHETOB) MPOdheCCHOHATHHOM
OpPUEHTAIM U NICUXOJIOTMYECKOH MOJAEPKKN HACETICHUS.

3. KoHTposb 3a UCIIOJIHEHHEM MpHKa3a BO3JIaraeTcsi Ha IEPBOr0 3aMECTUTEINSI PYKOBOIUTENS
nenapramenta Casuyka O.T.

PykoBonurens [Tognucs H.P.CmupHoBa

Bonpocul ona camonodeomoexu:
1. Yto Takoe O1aHK JOKyMeHTa?
2. Kakue O1aHKu OpraHu3aly BaM U3BECTHBI?
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3. Yro Takoe oOmuii O1aHK OpraHU3aIu?

4. Yro Takoe repOOBBIN OJIaHK OpraHU3aIMN

5. Yto Ttakoe O61aHK nuchma?

6. Kakue pazHOBUAHOCTH OJaHKa MHUChMa BaM U3BECTHBI?

7. Kakue pekBU3UTHI COJEPIKHUT OJIaHK MUChbMa?

8. Kakue TpeOoBaHMS MPEABSBIISIOTCS K XPAHCHHUIO OJTAHKOB IMHCEM?

3adanue Nod

CoctaBuTh ¥ 0OPMUTH IPUKA3 IO TUYHOMY COCTAaBY B COOTBETCTBHH C TPEOOBAHHUAMHU 110 00pasIy:
OBIIIECTBO C OTPAHMYEHHOM OTBETCTBEHHOCTBIO

" TTIAJIbBMUPA TPEMJIMAPK-89 "

ITPUKAS3

_22.10.2004  MockBa Ne_ 98

O co3naHuu SKCIEPTHON KOMUCCUU

B uemnsix hopmupoBanus ce30HHOM kosutekiuu 00yBu "Becna-JIeTto-2004" u B COOTBETCTBUU C
Metoaukoi (OpMHPOBAHUS IKCIIEPTHON KOMUCCHH TIO TIPOBEICHUIO MAPKETHHTOBBIX UCCIIEIOBAaHUH,
YTBEPKJI€HHOW reHepalibHbIM AupekTopoM 12.06.2004,

[TPUKA3BIBAIO:

1. Co3gaTh 3KCHEPTHYIO KOMUCCHUIO B COCTaBE:

MpeACeaTeNb - 3aMECTUTEIIb TEHEPAIBHOTO AUpeKTopa 1o mapketunry Ilerpos B.H.;

YJIEHBI: CT. MapKeToJsor oTaena mapkerunra Cepeopsiackas H.H., cT. MeHekep oTaena mpojgaxk
Coxkos W.II., ct. a3xcniepT KoHTpodbHOTO OoTAENna Mapsruea O.b.

2. DKCHEepTHON KOMUCCUU MPOBECTH aHKETUPOBAHKE U 00pabOTKY MOJIYUEHHBIX PE3yIbTaTOB B
TE€YEHHE UIOHS-UIOJIS ATOTO Toja.

3. HauanpHuky otena KoHbIOHKTYpHI U 1IeH CepreeBy WU.JI. mo uroram o6paboTKH pe3ynbTaToB
omnpoca o GopMHUPOBAHUIO CE30HHOM KoJuleKuu 00yBu "BecHa-JIeTo-99" npoBectu yrounenue u
IO0pabOTKy HOPMATUBHBIX IOKYMEHTOB, pa3pab0TaHHBIX OTIEIIOM MapKETHUHTA JJIsl JOPMHUPOBAHUS
CE30HHBIX KOJUIEKIMI 00yBHU.

4. KoHTpomb 32 BBIMOJHEHWEM MIPHUKa3a BO3JIaraeTcsl Ha KOMMEPUECKOro JUPeKTopa (GUpMsl
Koanbsckoro 1.P.

['enepanbHblil nupekTop (nmoamnucs) T.B.JKusos

Bonpocul ona camonodeomoexu:

1. Kakue pacnopsutenbHble TOKYMEHTHI BaM U3BECTHBI?

2. Kakue BubI IPUKA30B BaM U3BECTHBI?

3. Kakue pexkBU3UTHI cofiepKaTcsl B MPUKa3ax MO0 OCHOBHOU JIEATETLHOCTH?

4. KakoB nopsok 1 TpeGoBaHus K 0hOpMIEHUIO IPUKA30B 110 JIMYHOMY COCTaBy?

5. Kakue hopmynupoBkH B pacriopsiIUTEILHON YaCTH MCTIOIB3YIOTCS B TIPUKA3aX, PACTIOPSIKEHUSX,
YKa3aHUsX, PeIIEHUsAX ?

3aoanue Ne5

Bonpocwt ona camonoozomosku:

. Kakue 1oKyMeHTBI OTHOCSTCS K OpraHU3allMOHHBIM JOKYMEHTam?

. Kakyto (yHKIHIO BBITOJHSAIOT OpraHU3aIMOHHBIC TOKYMECHTHI?

. KaxoBsl mpaBuiia opopmiieHus: OpraHu3alOHHBIX JOKYMEHTOB.

. Kakue pexBu3uThI comepkarcs B [107105)keHUN 0 CTPYKTYPHOM TOpa3IeIICHUN OPTaHu3ainn?
. Kakue pexBusuthl conepxarcs B JlOPKHOCTHON MHCTPYKITUU?

. Kakue pexBu3utsI comepkarcs B CTpyKType W MITATHON YACICHHOCTH OPraHu3ainn?

. Kakue pexBusutsl conepxarcs B llITaTHOM pacnucanuu opranuzanuu?

N QNN R W
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8. Kakue pexBu3nuThI conepxarcs B JloroBope-KOHTpakTe?

3aoanue 6

Bonpocwt ona camonoozomosku:

1. YUto Takoe perucrpanus 10KymeHTa?

2. Kakue ¢opmbl peructpanuu JOKyMEHTOB BaM U3BECTHBI?

3. Kakue cBeieHus1 0 JOKYMEHTE BHOCSITCSI B PETUCTPAIlMOHHbBIN KypHa?
4. B ueM npenMyInecTBa MEKTPOHHON (hOPMBI perrucTpaIiy JOKyMeHTa?

3adanue 7

3adanue: coctaBUTh U OPOPMHUTH MUCHMO- IPOCHOY B COOTBETCTBUU C TPEOOBAHUSAMU IO
PEIIOKEHHOMY 00pa3Iy:

3aKpbITOE aKIIMOHEPHOE 0OIIECTBO

“9KOHUK A” lupekTopy naBuiaboHa

Bcepoccuiickoro BbicTaBou-

Pszanckuit np-t, 99, kopn. Mocksa, 1109542, Horo uexntpa

T. 371-3922, dakc (095) 377-8227

r-uy Typosy B.C.

10.09.2004 Ne 01-18 / 395

Ha Ne oT
O npenocTaBIeHUU BbICTABOYHOM
IUIOIIAAN

[Tpocum Bac npenocraButh B apeny Hamieit pupme 300-400 KB. M BBICTABOYHOM TUIOMIAIN IS
npoBeneHus ¢ 13 HosOps o 31 gexabps 2004 r. Beepoccuiickoii poxkIeCTBEHCKOH ipMapKu 0OYBH.
Omunary rapantupyeM. Hamm 6aHKOBCKHE PEKBUBUTHL: ...

Hcnonuutensubiil nupextop [oanucs A.A.Kouepos

I'naBubIit Oyxranrep [Hoanuce I'.B.Tymanos

Ileuatn

CnaBuna Auna EsrenneBna 377-65-45

Bonpocul ona camonodeomoexu:

1. Kakue Buibl HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB BaM U3BECTHBI?
2. Kakue ¢pyHKIUYU BBIIOIHIIOT HH(POPMAIIMOHHO-CIIPABOYHbBIE TOKYMEHTHI?
3. Kakue peKBU3UTHI COAEpKATCs B MPOTOKOJIE?

4. Kakue pekBU3UTHI coiepKaTCs B akTe?

5. Kakue BUIbI TOKJTAIHBIX 3alIMCOK BaM U3BECTHBI?

6. Kakuie BUbI 1€70BBIX [TUCEM BaM U3BECTHBI?

7. 1151 uero npegHa3HA4YEHbl TapaHTUHHBIE TUChMA?

8. Kakue pekBU3UTHI COAEpKATCS B TapaHTUHHBIX TUCbMax?

9. KakoBbI TpeboBaHUs K 0OPMIICHHIO CITYKEOHBIX TeJlerpamMmMm, CIyKeOHbIX TeaedoHorpaMm?
10. Kakue Buzpl 1 pOpMBbI KOHTPOJISE BaM U3BECTHBI?

3aoanue 8.

3aodanue. CocTaBUTH IPUMEPHBIN 00pa3er] HOMEHKIIATYPHI JIeJ CTPYKTYPHOTO MOAPa3ICIICHHS.
Bonpocul ona camonodeomoexu:

1. Yro Takoe hopmupoBanue aen?

2. KakoBbl OCHOBHBIE IPUHIIHIIBI (HOPMUPOBAHUS ACI?

3. Uto Takoe HOMEHKJaTypa Jien?

4. Kakue TpeboBaHUS MPEABSABISAIOTCA K COCTaBICHUIO U OOPMIICHHUIO HOMEHKIATYPHI J1e71?
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5. Kakue pekBU3UTHI HCTIONB3YIOTCS TIPH 0(DOPMIICHUH HOMEHKJIATYPHI J1e71?

3aoanue 9.

3aoanue: coctaBUTHh U OYOPMUTH AKT O BBIICICHUU /1€ K YHUUYTOXKEHUIO.
Bonpocwt ons camonooecomosku:

1. Yro Takoe ’3KcnepTH3a HEHHOCTH JOKyMEHTa?

2. KakoBbl 3aJ1a4i IPOBEJICHUS SKCIIEPTU3BI LICHHOCTU JOKYMEHTA?

3. KakoBbI KpUTEpUH, IPEABSABIAEMBIE K JOKYMEHTY 3KCIEPTHOM KOMUCCUEN?
4. KakoB MopsI0K COCTaBJICHUS ONMKUCEN Jen?

5. KakoB nops10k nepegauu Aei B apXuB?

KOHTpoJIb BBITTOTHEHUS CTYIEHTOM 33JJaHUM JIJIs1 CAMOCTOSATEIBHOM paOOThI MPOBOJAUTCS B XOJE
ayJUTOPHBIX 3aHATUH, KOHCYJIbTALIMH, a TAK)KE IIPU ONPECNICHUH I0IyCKa K 3a4€Ty.

A wnheE

~

10.
11.
12.
13.
14.
15.

16.
17.
18.
19.

20.
21.

22.

2.1.3.Tembl AJis BBITOJTHEHHS TBOPUYECKHUX padoT, pedepaToB, JOKIAIOB

HcTopust pa3BUTHS 1€JI0MPOU3BOJICTBA.
CranoBieHue aenonpoun3BoacTsa B Poccuun

Jlenonpou3BoACTBO B JOPEBOMOLIMOHHON Poccun
CoBeTckuil eproi pa3BUTHS ICTOMPOU3BOJICTBA

Kparkas xapakTepucTHKa JCHCTBYIOUIMX B CTpaHe YHU(HUIMPOBAHHBIX  CHCTEM
JOKYMEHTaL1H.

HcTopuueckuil xapakTep JOKYMEHTOB U JJOKYMEHTUPOBaHUA. Pa3BuTHE NOHATUS TOKYMEHTA.
CocraB (opmyIsipa JOKYMEHTOB Ha Pa3IMUHbIX HOCUTEISIX HH(DOPMALIUH.

TpeboBaHusi K M3rOTOBJIEHHIO, YYeTy, MWCIIOJIBb30BAHMIO W XPAaHEHHIO OJIaHKOB C

BocmpousBenaeHueM ['ocynapctBenHoro rep6a Poccuiickoit denepanuu, repOoB CyOHEKTOB
Poccuiickoit denepanum.

dopmyinsip-oOpasel]  OpraHU3alMOHHO-PACTIOPAAMTENBHOIO  JOKYMEHTAa  Kak  CXema
PacroIoKeHUs! peKBU3UTOB.

CocraBienue 1 opopmiIeHHE JOKYMEHTOB ¢ ucrnoib3oBanueM [1K.

[TpaBuiia BbI1au KOMUNA JOKYMEHTOB B OpraHU3aLUsX.

3Ha4yeHne KOMITBIOTEPU3ALIUHU IOKyMEHTO0o00poTa 11st paboThl cinyx0b1 IOY.

KapTouHnas cucrema peructpanuu 10KyMEHTOB.

HNHdopmaninoHHO-cIIpaBo4Hasi paboTa 1o JIeHCTBYIOIIUM HOPMATUBHO-ITPABOBBIM aKTaM.
TexHonoruss MHGOPMALMOHHO-CIIPABOYHONH pabOThl ¢ MOMOIIbIO CIIPABOYHBIX KapTOYEK U
PETUCTPALIMOHHO-KOHTPOJIBHBIX KapTOUYEK.

OcHoBHbIE BUbI JOKYMEHTOB, HYKJAIOIIHECS B YTBEPKICHUH.

OcHoBHbIE BUBI JOKYMEHTOB, HA KOTOPBIX IPOCTABIISETCS M1€YaTh.

[lepeyeHp HOPMATUBHBIX JIOKYMEHTOB, pETJaMEHTUPYIOIIUX MOPSAJOK OMNEepaTUBHOTO
XPaHEHUs UCTIOJHEHHBIX JOKYMEHTOB.

[TpyHIMIIBI M KPUTEPUU OIpeAeTeHUS HAyYHO-TEXHHUUECKOH U MPaKTUYECKON IEHHOCTH
JIOKYMEHTOB.

HopmatuBHO-MeTOIMUECKHE TOKYMEHTHI (eiepaabHOi apXUBHOM cityx0b1 Poccuu.

HOpMaTI/IBHO-MCTOIlI/IquKI/IC JOKYMCHTBI, PCTIIaMCHTUPYIOIIUC pa60Ty C O6paH_IeHI/ISIMI/I

rpaXkJIaH.
OCOo0EeHHOCTH TEXHOJIOTHH PA0OTHI ¢ OOpAIIEHUSIMH TPaXK/IaH.
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23. IlonrotoBka JOKYMEHTOB K apXUBHOMY XPaHECHHIO
24. DkcriepTr3a IEHHOCTH JOKYMEHTOB.

9K3AMEH
3aganue #1

OnpeueJmTe KaKo0€ YTBCPKICHUEC HCTUHHO, 4 KAKO€ HET...

1)
2)

3)
4)

5)

Hctuna

Hctuna

JIoxb

Hctuna

Hctuna

VYKaXKUTE HCTUHHOCTD WU JIOKHOCTD BapUaHTOB OTBECTA:
B npunoxennn k 'OCT P 6.30 — 2003 maubr 006pa3iibl 0J1aHKOB IOKYyMEHTOB
B OpraHnu3aliOHHO-TIPABOBLIC JOKYMCHTBI MOKXHO BHOCUTb U3MCHCHU A

B opranuzanuu no ycMOTpeHHIO PYKOBOCTBA JOJIKHA ObITh pa3paboTaHa
WHUBUIyaJIbHAsI HHCTPYKIIUS IO JIEJIOMPOU3BOJICTBY

TpeboBanust K 0(OPMIICHUIO OPraHU3AIMOHHO-PACTIOPSTUTEIBHBIX TOKYMEHTOB
ycranaBnuBaeT ['OCT P 6.30 — 2003

OpFaHI/ISaHI/IOHHO'HpaBOBHe JOKYMCHTHI, KaK IIPpaBUJIO, IMOMJICKAT YTBCPIKIACHUIO

3aganue #2

(Bvlbepume eOuHcmeeHHoO npasuibHbulll 0meent)
B cocraB opraHu3aioOHHO-TIPABOBBIX JJOKYMEHTOB HE BXOJIMT. ..

1)
2)
3)

BriOepute ouH U3 3 BapuaHTOB OTBETA!
IIpUKa3
yCTaB OpraHu3aluu
LITATHOE pacnucaHue

3ananue #3

(Bvlbepume eOuHCmeeHHoO NpasuibHbulll 0meent)
Kakue pacnopsauTensHbie JOKYMEHTHI MOKeT u3naBath [Ipesuaent Poccuiickoit @deneparun?

1)
2)
3)

BriOepute onuH U3 3 BapuaHTOB OTBETA:!
pacnopsKEHUs
YKa3bl
ITOCTaHOBJICHUS

3ananue #4

(Bvlbepume eOuHCmeeHHO NpasuibHbull 0mMeent)
JIOMKHOCTHASI HHCTPYKIIHS COTPYAHUKA. ..

1)
2)
3)

BBI6€pI/IT€ OJIUH H3 3 BApUAHTOB OTBCTA:
YTBEPXKAACTCS 110 YCMOTPEHUIO PYKOBOJIUTEIS
MOJJIEKUT YTBEPKICHUTIO
HE YTBEPXKIACTCs

3aganme #5

(Bvibepume eOUHCmMEEHHO NPABUILHBILL OMEent)
Kaxoif HopMaTUBHBIN TOKYMEHT OIpeeNnsieT 005S3aHHOCTH COTpyIHUKA?

1)

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

VYcraB npeanpusaTus
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2) - ITarHoe pacniucanue
3) + JIOJKHOCTHASI MHCTPYKIIHS
3aganue #6

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
TunoBbie TOKYMEHTHI HOCSAT ... XapakTep

Bribepute oauH u3 3 BapuaHTOB OTBETA!

1) - 03HAKOMUTEIIbHBIN
2) - 00s13aTeIbHbII
3) + PEKOMEH1aTeIIbHBIN

3aganme #7

(Bvlbepume eOuHcmeerHo npasuibHulll 0meent)
Kaxoii ToKyMeHT He sIBJIsSIETCS Pa3HOBUIHOCTHIO KOTHU?

BriOepute on1uH U3 3 BapuaHTOB OTBETA:!

1) - OTITYCK
2) - TyOnuKaT
3) + YEPHOBUK

3aganue #8

(Bvlbepume eOuHcmeeHHoO npasuibHbulll 0meent)
JIOKyMEHT, BbIJIaBa€MbIii B3aMEH YTEPSHHOTO M MMEIOIIHIA CHITY TTOJUTMHHUKA, Ha3bIBACTCA. . .

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) - OTIIYCK
2) - KOTTHS
3) + nyonmKar

3ananue #9

(Bvlbepume eOuHCmeeHHoO NpasuibHbulll 0meent)
JIOKyMEHT, OKOHYaTeIbHO O(OPMIICHHBIN U MOAMMCAHHBIN, Ha3bIBACTCH. ..

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) - nyonmKar
2) - OTITYCK
3) + IO ITTHHHHUK

3amanue #10

(Bvibepume eOUHCMBEHHO NPABUILHBILL OMEent)
V3MeHeH s U TOTIOTHEHUS B TOJUKHOCTHYIO HHCTPYKITHIO BHOCSITCS. . .

BriGepure ouH U3 3 BapuaHTOB OTBETA:

1) + MIPUKA30M PYKOBOJUTEIIS
2) - JIOKJIATHON 3aIUCKOMI
3) - CIIPaBKOM COTIIACOBaHHS

3aganue #11

Baxonyume navamoe npedﬂoofceﬁue OOHUM U3 mpex eapuaHmoes omeenia
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HOKYMGHTOO60pOT - ABH2KCHUEC NTOKYMEHTOB B OpraHu3allii ¢ MOMCHTA UX CO3JaHuAd [0 ...

BriOepute oauH U3 3 BapuaHTOB OTBETA!

1) - nepesavyy Ha UCTIOJTHEHHE
2) - 3aBEpIICHUS UCIIOJIHEHUS WA OTIIPaBKU
3) + MOJIIINBKYU B IO

3amanme #12

3akonuume nawamoe npedﬂoofceHue OOHUM U3 mpex eapuaHmoes omeenia

Honsamue "/[enonpouzsoocmeo” - smo...

Bribepute oauH U3 3 BapuaHTOB OTBETA:

1) + JIOKYMEHTUPOBAHUE U OpraHu3anus paboTsl C JOKyMEHTaMU
2) - CHCTEMAa XpaHEHU TOKYMEHTOB
3) - COCTaBJICHUE JOKYMEHTOB

3aganue #13

3axonuume nauamoe npedﬂo:)fceﬂue OOHUM U3 mpex eapuanmoe omeema

Ilouamue "/{oxymenmuposanue" - smo...
BriOepute onuH U3 3 BapuaHTOB OTBETA!

Cucrema JOKyMEHTAIMH, coJepKaiiasi HHHOPMAIHIO, HEOOXOAUMYIO JUIs
1) - yIpaBiIeHUS B
OTIpeNIeTICHHOM cepe NeaTeTbHOCTH

2) - JesTeapHOCTh MO pa3padoTKe U 0OPOPMIICHUIO TOKYMEHTOB
3) + 3anuch HHGOPMALIMY Ha PA3IMYHBIX HOCUTENSAX 110 YCTAHOBJIEHHBIM ITpaBUIaM
3ananue #14

Omnpenenure, 0 KAKOM JOKYMEHTE UJIET Peub, BEIOpaB COOTBETCTBYIOLLYIO LIUPY

YKa)XUTe COOTBETCTBHE HJI1 BCEX 3 BAPHUAHTOB OTBCTA:

JIOKyMEHT, MOCTYKUBIINI HAYaJIOM OdunuanbHBIA JOKYMEHT
1) 2 PaccMOTpEHHUS OIPEIETIEHHOTO 1)

BOIIpOCa

JlokyMeHT, coneprKaiuii NHanupatuBHBIA JOKYMEHT
2) 3 00s13aTeNbHBIC K HCITOJTHEHUTO 2)

YKa3aHus BBIHICCTOAINX OPraHOB

JlokymeHT, cBesieHHst 00 aBTOpe, JIMpEKTUBHBIN TOKYMEHT
BPEMEHU M MECTE CO3JIaHUS
KOTOPOTO, COJIEPAKALIUECS B
3) 1 CaMOM JIOKYMEHTE WJIH BbISIBJICHHbBIE 3)
UHBIM ITyTE€M, IIOATBEPKIAI0T
JIOCTOBEPHOCTH €T0
POUCXOKACHUS

3apanue #15

38



(Bvibepume eOUHCMBEHHO NPABUILHBILL OMEent)

Yro npeamoJsiaraer OpraHu3alMOHHAA PyHKIIUSA JOKYMeHTa?
Bri6epute oauH 13 3 BapuaHTOB OTBETA:

C noMoIIb0 J0KyMEHTa 00eCIIeYnBaeTCs BO3ACHCTBHE Ha TPYIIIIbI JFOAEH s
1) + OpraHu3aIuu
U KOOPJIUHALIUHU MX IEATCILHOCTH.

JlokyMeHT pukcupyer onpeaeneHHbie (aKkTbl, COOBITUS, SIBICHUS IPAKTUYECKON U

2 - .

) MBICJIUTEJIBHON JEATEIbHOCTH YEI0BEKA.
JlokyMeHT o0ecrieqrBaeT CBS3M MEXAY MOApa3AeICHISIMA BHYTPH IPEIIPUATHS, a
TaKXKe

3) -

BHCIIHUC CBA3U NPCAINIPUATHA C APYTUMU MMPCAIIPUATUAMHA, OpraHu3allusaIMu,
TOCydapCTBECHHBIMU U MYHUIIUTIAJIBHBIMHU OPraHaMU BJIACTH.

3amanmue #16

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)

Ilo xakum npu3HaKaM MOKHO KJIaCCI/Iq)I/IIII/IpOBaTI) )IOKyMeHT?

Bbl6epI/IT€ OJHH H3 3 BApPHUAHTOB OTBCTA:

1) - CpencTBa TUpa)KUPOBAHUS, CPEJCTBA XPAaHEHMU s, BUJI, JopMa.

2) + [Ipoucxoxaenne, CpoKk XpaHEHHSI, TTTACHOCTb, CPEACTBA (PHUKCAIIHH.

3) - OpraHu3anroHHbIe, PaCIOPSAUTENIbHbIE, HH()OPMAIIMOHHO-CIIPAaBOYHBIE.
3amanme #17

(Bvibepume eOuHCmEeHHo NPAauibHbulLL Omeent)

Ha xakue rpynnsl pa3aejsiloTcsi JOKYMEHTBI «I10 MECTY COCTABJICHUS»?

BriOepute o1vH U3 3 BapuaHTOB OTBETA!

1) - IIpocThle U CIIOXKHBIE.
2) - CrnyxeOHble U INYHbIE.
3) + BHyTpeHHME 1 BHEUTHHE.

3ananmue #18

(Bvlbepume eOuHcmeeHHoO npasuibHblll 0Omeent)

Kakmue U3 10KyMEHTOB KJIACCH(PUUHMPYIOTCH «I10 OPUAHYECKOH 3HAYUMOCTID)?

BriOepute onuH U3 3 BapuaHTOB OTBETA!

1) + OpuruHanbel, YepHOBUKH, OTITYCK, TyOIUKAT U T.1I.

2) - WunuBuayanbHble, TUTIOBBIE, aHKETHBIE, TpadapeTHbIC U T.1.

3) - PykonucHble, MallTMHOMKUCHEIE, TpadUuecKre, 3BYKOBBIE U T.1I.
3ananue #19

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)

UYro naer ynudpukanus 10KyMeHTOB /151 GUpMbI?

BriOepute onuH U3 3 BapuaHTOB OTBETA:!
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1) + CokpalieHre KoJIM4ecTBa MPUMEHIEMBIX JIOKyMEHTOB, THITU3ALUIO UX (GOPM.

2) - [ToBbImeHNE Ka4eCcTBA JOKYMEHTAIIUHU, CHIDKEHUE TPYJOEMKOCTH €€ 00paboTKH.
3) - Bonee 3¢ hekTrBHOE MCTIOTB30BAHNE KOMITBIOTEPHOM U BEIYUCIUTEILHON TEXHHUKH.
3aganue #20

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)

Yro npeanosiaraer BoCNUTATEIbHAS QYHKIUA JOKYyMeHTa?

BriOepute on1uH U3 3 BapuaHTOB OTBETA:!
JIOKyMEHT IUCIUIUIMHUPYET UCIIOIHUTENS, TPeOyeT MOBBIILICHHOTO YPOBHS
00pa3oBaTeNbHOI MOArOTOBKH, BOCIUTHIBAET ICTETUYECKUI BKYC YIIPaBIEHYECKUX

KaJIpOB,
MOBBIIIACT MTPECTHXK OPTaHU3AIUH.

2) - O06a oTBETHI BEPHBI.

JIOKyMEHT UCIIOJIB3YETCs B KAYECTBE JOKA3aTeNIbCTBA IIPU PACCMOTPEHHUH CIIOPHBIX
BOIIPOCOB MEXKIy NPEAIPUATUIMA, UHIUBUAIYAIbHBIMU IIPEIIIPUHUMATEISIMU,

3) - OpraHM3alUsMHU, OPraHaMH BJIACTU KaK B [IOBCEAHEBHOMU JESITEIBHOCTH, TaK B CyJe
WU

IIPOKYpAType.
3amanme #21
Omnpenesanre Kakoe yTBep:KIeHHEe HCTHHHO, 2 KAKOE HeT...
VYKaxuTe HICTUHHOCTD WJIU JIOKHOCTh BAPUAHTOB OTBETA:

1) Jloxp  CrpaHuLbl JOKYMEHTa MOXKHO HyMEpPOBaTh Ha HUKHEM I10JI€ JIMCTa
2)  Hcruna IlocTOSIHHBINA PEKBU3UT — PEKBU3UT, HAHECCHHBIN NP U3rOTOBJICHUH OJIaHKA
3) Hcruna B pacmmppoBke moanmucyu HHAIHAIBI BCETra CTOST 10 (haMUInu
4)  Hctuna B KOHIIE 3aroyioBKa K TEKCTY JOKYMEHTa TOYKA HE CTABUTCS

OtmMmeTKka o MOCTYIINICHUU MMPOCTABJIACTCA TOJIBKO HAa IPUCBUIACMBIX (BXO)IHH_[I/IX)

5)  Hcruna
JIOKyMEHTax
3ananue #22

(Bvlbepume eOuHCcmeeHHo npasuibHbulll 0meent)
JIucTel HyMEpYHOTCHL. . .

Bribepute oauH U3 3 BapuaHTOB OTBETA:

1) + MIOCEPEIMHE BEPXHETO TOJIS JINCTA
2) - MoCepeIHe HUYKHETO TIOJIS JICTa
3) - B [IPAaBOM BEPXHEM YTy
3aganue #23

(Bvibepume eOUHCmMEEHHO NPABUILHBILL OMEent)
Hymepanus crpanuir opopMIISIOT Tax. . .

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) - -25-
2) + 25
3) - cTp.25
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3aganue #24

(Bvibepume eOUHCmMEEeHHO NPABUILHBILL OMEent)

Kakum uHTEpBaNIOM OTIENSIOT IPYT OT Ipyra peKBU3UTHI IPH 0(hOPMIICHUH TOKYMEHTa Ha

dbopmare A4?
BriOepute ouH U3 3 BapuaHTOB OTBETA:!
1) - OJIMHAPHBIM
2) - TPOHUHBIM
3) + JIBOMHBIM

3amanmue #25

(Bvibepume eOUHCmMEEHHO NPABUILHBIL OMEent)
Kaxkoit pekBU3UT HE BXOJIUT B COCTaB OJIaHKa ITuchMa’?

BriOepute o1uH U3 3 BapuaHTOB OTBETA!

1) - CCBIJIKa HAa HOMEP U JaTy BXOJSIIET0 JOKyMEHTa
2) + MECTO U3JaHUs
3) - CIIpaBOYHbIC JaHHBIE 00 OpraHU3alUN

3ananue #26

(Bvibepume eOuHCcmeeHHoO NpasuibHbull 0mMeent)
Ha 6nanke cy0ObexkToB PO pexBU3UTHI 0POPMIIIOTCS:

Bri6epute oauH U3 3 BapMaHTOB OTBETA:

1) - TOJILKO Ha PYCCKOM SI3bIKE
2) + Ha JIBYX S3bIKAaX: PYCCKOM M HallMOHAJILHOM
3) - TOJIBKO Ha HAIIMOHAILHOM SI3bIKE

3aganue #27

(Bvibepume eOuHCmMEeHHO NPAUIbHbILL Omeent)
Jlata nokymeHTa oopmiisiercs:

Bri6epute ouH U3 3 BapMaHTOB OTBETA:

1) - 231210
2) - 23.X11.2009
3) + 23122010

3apanue #28

(Bvibepume eOUHCMBEHHO NPABUILHBIL OMEent)
MecTto uznanust Ao0KyMeHTa 0(opMIIsieTCs TaK

BriGepure ouH U3 3 BapuaHTOB OTBETA:

1) + r.Koctpoma
2) - Koctpoma
3) - rop. Kocrpoma

3aganue #29

(Bvlbepume eOuHCmeeHHO NpasuibHbull 0meent)
3aroyioBOK K TEKCTY COCTABIISACTCS K JOKYMEHTaM, O(hOpMIECHHBIM. . .

Bribepute oauH U3 3 BapuaHTOB OTBETA!
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1) + Ha (popmaTe A4
2) - Ha popmate AS
3) - Ha JIto0oM ¢opmare
3apanue #30

(Bvlbepume eOuHCcmeeHHo npasuibHulll 0meent)
OTMeTKa 0 OCTYIUIEHUU 0(hOPMIISETCS. ..

Bribepute ouH U3 3 BApUaHTOB OTBETA!

1) - Ha OTMPABJISIEMBIX JOKYMEHTaX
2) + Ha MOCTYIAIINUX JOKyMEHTaX
3) - Ha BCEX JOKYMEHTaX
3aganue #31

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)

B kakom ¢jiydyae nmpaBMJibHO 0([)0pM.11eH PECKBHU3UT «OTMeTKA 0 HAJIMYUH MPUJIOKECHUS,
€CJIM B TEKCTE CONMPOBOJAUTECIBHOIO NMCbMA HE YIIOMHUHAJOCH 0 HpI/IJIODKGHI/II/I?

Bbl6Cpl/lTC OIHH U3 2 BAPHUAHTOB OTBCTA:
1) - [Ipunoxenue: Ha 6 1. B 1 3K3.

[Ipunoxenue: 1. CripaBka 0 corjacoBaHuu MpoekTa Ha 4 7. B 1 3K3.

2) * 2. OT3bIB 1O NIPOEKTY Ha 2 JI. B 1 3K3.
3amanme #32

(Bvlbepume eOuncmeeHHO NpasuibHblll 0meent)

IInan padorsl Texuukyma Ha 2012 — 2013 y4eOHbIl rox yrBep:KaeH pelieHueM
NeJaroru4eckoro cosera. B kakom ciaydae npaBuibHO 0(popmiieH peKBU3UT «I'pud
YTBEpP:KICHHUS JOKYMEHTa»?

BriOepute onuH U3 3 BapuaHTOB OTBETA!

VTBEPXJEH
1) + Pemenunem memarormuaeckoro coBera
Ne 14 o1 12.08.2012

VTBEPXIEH
2) - Pemrenne negarornueckoro coBeTa
Ne 14 o1 12.08.2012 1.

YTBEPXIAIO
3) - Pemienne nenarornueckoro coBera
Ne 14 ot 12.08.2012 1.

3amanue #33

(Bvlbepume eOuHcmeerHo NpasuibHblll 0Omeent)

B OTCYTCTBHE PYKOBOIUTEIA MOANMUCAHUEC JOKYMEHTA 3aMECTUTECJIEM UJIN UCITOJTHAIOLIIUM
00SI3aHHOCTH PYKOBOJAUTEJIA:

BriOepute onuH U3 3 BapuaHTOB OTBETA:

1) - Jupekrtop A.N. Tlerpos

42



(monmuck ero 3ama CuzmopoBa)

2) ) 3a nupekropa A.N. IlerpoB
(moamuck ero 3ama CuzmopoBa)
3) + N.0O. nupexropa I'.B. Cunopos

(JTMYHAs TTOATIHCH)
3apanue #34

(Bvlbepume eOuHcmeerHo npasuibHulll 0meent)

B kakom ciaydae npaBuiibHO 0GopMiIeH peKBU3UT «OTMETKA 0 3aBepPeHUH KON ?

BriOepute o1vH U3 3 BapuaHTOB OTBETA!

Bepno
1) - HNucnekrop otaena kagpo  juunas  W.U. I[lerposa
MOANUCH
BepHo:
2) - Nucnexrop otnena kagpo nuuHas UW.A. [letposa
MOANUCH
Bepno
3) + HNucnexrop otnena kaapos nuuHas U.H. Ilerposa
16.03.2012 MOAMHICH
3aganue #35

(Bvlbepume eOuHCmeeHHO NpasuibHbulll 0meent)

Bymary, kakoro uBera MOHO NPUMEHSITH IPU U3rOTOBJIEeHUH (JIAHKOB:

BriOepute onuH U3 4 BapuaHTOB OTBETA!

1) + 0€JI0ro U CBETJIBIX TOHOB
2) - TOJILKO 0€JIoro
3) - 3aBUCHUT OT BHa OJlaHKa
4) - 100010
3aganue #36

(Bvlbepume eOuHCmeeHHoO NpasuibHbulll 0meent)

B kakue PE€KBU3UTLI COCTABHOM YACTbIO HE BXOAHUT MOANMUCH:

BriOepute onuH U3 4 BapraHTOB OTBETA:!

1) + azpecar

2) - rpu¢ yTBEp>KACHUS
3) - PE30ITIOTIHS

4) - MOAIHUCH

3amanue #37

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)

B AOKYMCHTAX KaKHX opralmrsauni/i HCOﬁXOI[l/IM PEKBU3UT «ME€CTO U3TAHUA TOKYMEHTA»

BriOepute onuH U3 4 BaApraHTOB OTBETA:!



1)
2)
3)
4)

OAO «Anbpa-0aHK»

CaparoBckuil TOCYy1apCTBEHHBIN XYy/10°KECTBEHHBIN My3el uM. Pagumiesa
BO BCEX

Anmunuctpanus Jlennnckoro paiiona ropoja Koctpomsl

3amanne #38

Onpenenure Kakoe yTBep:KIeHHe HCTHHHO, 2 KAKOe HeT...

1)

2)
3)
4)

5)

Hctnna

Hctnna
Hctnna

Uctuna

Hctuna

VKaXXuTe HCTUHHOCTD MJIM JIOKHOCTh BapUaHTOB OTBCTA:

Koncratupyromast 4acTh TEKCTa B MPUKA3€E IO OCHOBHOM AEATEIBHOCTH MOKET
OTCYTCTBOBATh

TexcT IIpuKasa I1o OCHOBHOM ACATCIIBHOCTH ,KaK IIpaBUJIO, COCTOUT U3 ABYX gacTen
PaCHOpHI[I/ITCJ'IBHBIC JOKYMCHTHI BCTYIIAKOT B CUJIY C MOMCHTA X IMOAIIUCAHUA
Pemenne n3maercs Ha OCHOBE KOJUIETHAIBHOTO PYKOBOJCTBA

3aroJ0BOK K TEKCTY MPHKa3a 10 OCHOBHOM JEeSATEILHOCTH (YOPMYITHPYETCS B
POJUTEIBHOM IaJIeKe

3aganue #39

(Bvlbepume eOuHCmeeHHoO npasuibHbulll 0meent)
PacnopsianTenpHbIii JOKYMEHT, KOTOPBIA U3JAa€TCS HA OCHOBE €MHOHAYAJIUS

1)
2)
3)

BriOepute o1uH U3 3 BapuaHTOB OTBETA:!
IIpUKa3
IIOCTaHOBJICHUE
pelienue

3ananue #40

(Bvlbepume eOuHCcmeeHHo npasuibHbulll 0meent)
PacriopsimuTenbHbIN TOKyMEHT, KOTOPBIA U3/Ia€TCSl HA OCHOBE KOJIETHAILHOTO

PYKOBOJICTBA
1) +
2) -
3) -

Bribepute oauH U3 3 BapuaHTOB OTBETA:
pelieHne
pacnopspKeHHE
IIpUKa3

3aganue #41

(Bvibepume eOUHCMBEHHO NPABUILHBIL OMEent)
W3 CKOBKHUX COCTABHBIX YacTe, KaK MPaBUII0, COCTOMT TEKCT PacIopsIUTEILHOTO

JIOKYMEHTA
1) -
2) -
3) +

BriOepute ouH U3 3 BapuaHTOB OTBETA!
U3 Tpex
W3 OJIHOM
U3 JIBYX
3aganue #42

(Bvibepume eOUHCMEEHHO NPABUILHBIL OMEent)
daMUIHIO U TOJDKHOCTH HCIIOJHHUTESI B PACTIOPSAAMTEIBHOM YaCTH TEKCTA MPHKa3a Imo
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OCHOBHOM ACATCIIbHOCTU YKAa3bIBAIOT

Bribepute oauH u3 3 BapuaHTOB OTBETA!

1) - B POJIUTEILHOM TAJCIKE
2) - B UMEHHUTEIILHOM ITaJeKe
3) + B JATEJILHOM MHaJeKe

3amanue #43

(Bvibepume eOUHCmMEEHHO NPABUILHBILL OMEent)
B cocraB pekBU3HTOB MpHKa3a 10 OCHOBHOM JIESTEILHOCTH HE BXOJUT PEKBUZHUT

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) + rpud yTBEpKICHUS
2) - 3aroJIOBOK K TEKCTY
3) - HOMEp JOKYMEHTA

3aganue #44

(Bvibepume eOuHCcmeeHHoO NpasuibHbulll 0mMeent)
[Ipuka3 1Mo OCHOBHOM JEATEIBHOCTH TOITHCHIBACT

BriOepute o1MH U3 3 BapuaHTOB OTBETA!

1) - UCTIOJTHUATEIb
2) + PYKOBOJIUTEID
3) - CEKpeTaph

3ananue #45

(Bvlbepume eOuHCmeeHHO NpasuibHbull 0mMeent)
[Ipuka3 Mo oCHOBHOM AEATETLHOCTH OPOPMIISIOT

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) + Ha JOHKHOCTHOM OJIaHKe
2) - Ha OJaHKe KOHKPETHOTO BUJa IOKYMEHTa
3) - Ha OJlaHKe TUChMa

3amanue #46

(Bvlbepume eOuHCcmeeHHo npasuibHbulll 0meent)
CnoBo «IIpuKa3bIBal0» B TEKCTE MPUKa3a MO0 OCHOBHOM JMESTENbHOCTH 0(QOPMIISIOT B
CIIEYIOIIEM HalMCAaHUH

BriGepure oiuH U3 3 BapuaHTOB OTBETA:

1) +  IIPUKA3BIBAIO
2) - [IpukassiBaio
3) - IPUKAa3bIBAIO

3amanmue #47

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
PacniopsimutenbHas 94acTh B paCOPSHKEHUH HAYMHAETCS CIIOBOM

Bribepute oauH U3 3 BapuaHTOB OTBETA!
1) + [MTPEJUTAT'ATO
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2)
3)

PEHIAET
ITIOCTAHOBJISIET
3aganue #48

VY CcTaHOBUTH COOTBETCTBHE MCXKAY TEPMHUHAMU U UX COACPIKAHUEM

1)

2)

3)

4)

YK'(DKI/ITC COOTBECTCTBHUEC JIs1 BCEX 4 Bapl/l‘dll'l‘OB OTBCTA.
MPaBOBOM aKT, U3aBAEMBIil ITocTaHoBJIeHHE
€IMHOJINYHO PYKOBOAUTEIIEM
TJIAaBHBIM 00Pa30oM KOJUIETHATIBHOTO
opraHa rocy1apCTBEHHOTO
YIPaBJICHUS B IEIAX pa3pelieHUs
OTIEPATUBHBIX BOIIPOCOB

IIPaBOBOM aKT, IPUHUMAEMBIiA IIpuka3s
BBICIIMMHU U HEKOTOPBIMU
[EHTPaJIbHBIMU OpraHaMH
KOJUIETHAJILHOTO YIPABIICHUS B
LEeJsIX pa3peleHus Hauboinee
Ba)KHBIX U MPUHIUIUAATBHBIX 33/1a4

2)

IIPaBOBOM aKT, M3/1aBa€MbII Pacnopsi:kenue
PYKOBOIMTEIEM, IEHCTBYIOIIUM Ha
OCHOBE €IMHOHAYaJIUs B LEIAX
pa3peleHuss OCHOBHBIX U
ONEPATUBHBIX 33]1a4, CTOSLIUX Iepe.
opranu3amuein

3)

IIPaBOBOM aKT, IPUHUMACMBIN B Pemenue
KOJUIETHAJIbHOM TOPSIZIKE B LIETSAX

paszpeleHus: Hanbosee BaXKHBIX 4)

BOIIPOCOB BO BPEMS COBEIIIAHUM,

coOpaHHii U T.J.

3amanne #49

OnpeneJmTe KaKo0€ YTBEPXKIACHUEC HCTUHHO, 4 KAK0O€ HET...

1)
2)
3)
4)
5)

HUctuna
HUctuna
HUctuna
HUctuna

Hctuna

VYkaxnuTe NICTUHHOCTh MJIH JIOKHOCTh BAPHAHTOB OTBETA:
TekcT ciyke0HOro MUchbMa MOKET ObITh POCTHIM
Br1iensiroT mpruchutaeMple U OTIIPABIIsiEMbIE TTHChMa
MaxkcuManbHOE KOJIMYECTBO aJpecaToB B MUCHME - 4
Cnyxe0OHOe THCbMO MOXKHO 0(OpMHTH Ha popmate AS
Cnyxe0HOe THCbMO MOXKET UMETh JBE MOJITUCH

3aganue #50

(Bvibepume eOUHCmMBEHHO NPABUILHBILL OMEent)
Tekct ciy’xeOHOTO HChMa COCTABISETCS OT

1)
2)

BriOepute ouH U3 3 BapuaHTOB OTBETA!
2-TO JHIIa AMHCTBEHHOTO YHCIia

3-ro JIM1a MHOXXCCTBCHHOI'O YHCJIa
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3) + 1-ro nua MHOXKECTBEHHOTO YKCIia
3amanmue #51

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)

PekBU3MT «cChUTKA HA HOMEP | JIaTy BXOJIAIIETO TOKYMEHTa» oopmiisercs

BriOepute oauH u3 3 BapuaHTOB OTBETA:

1) - BO BCEX MUChMax
2) + B OTBETHBIX ITUCbMaX
3) - B MHULUATUBHBIX THChMaX

3amanmue #52

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
B coctaB pekBH3UTOB CITy)eOHOTO MUChMa HE BXOJIUT

Bribepute oauH U3 3 BapuaHTOB OTBETA:

1) - aapecar
2) + Ha3BaHHUE BHUJA JOKYMEHTA
3) - [IOAIHUCH

3aganue #53

(Bvlbepume eOuHCcmeeHHoO npasuibHbulll 0meent)
PykoBoauTeINb U TI1aBHBIN OyXrairep MoIMUCHIBAIOT

BriOepute o1uH U3 3 BapuaHTOB OTBETA!

1) - HHCHMO-U3BEIICHUEC
2) + rapaHTHIHOE TTHCHMO
3) - PEKITIaMHOE TUCHMO

3amanue #54

(Bvlbepume eOuHcmeenHo npasuibHulll 0meent)
TekcT cmykebHOTro MruchkMa MOKHO 0OpMUTH Ha GopmaTe AS, ecru

BriOepute onuH U3 3 BapuaHTOB OTBETA!

1) - Het OsaHka ¢popmara A4
2) - €CTh COOTBETCTBYIOIINE YKA3aHUSI PYKOBOJUTEIS
3) + TEKCT MHUChMa HE TPEBBIMIAET 6 CTPOK

3amanmue #55

(Bvlbepume eOunHcmeeHHo npasuibHbulll 0meent)
MaxkcuManbHbI 00BEM CITY>KeOHOTO MHUChMa

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) - OJIHA CTpaHUIIA
2) - TPH CTPAHUIIBI
3) + JIBE CTPAHHUIIBI

3aganue #56

(Bvibepume eOUHCMBEHHO NPABUILHBIL OMEent)
[TeuaTsro ynocrosepsiercs
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BriOepute oauH U3 3 BapuaHTOB OTBETA!

1) - MUCHhMO-HAITOMHUHAHNE
2) + rapaHTUIHOE MTUCHMO
3) - MUCHMO-TIPUTTIAIICHHE

3amanmue #57

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
OTMeTKa 0 IOCTYTUICHUU JOKYMEHTA B OPraHU3aIUIO POCTABIISETCS

BriOepute o1vH U3 3 BapuaHTOB OTBETA!

1) - 10 YCMOTPEHHIO CeKpeTapst
2) - Ha BCEX JOKYMEHTaX
3) + TOJIKO Ha MPHUCHUIAEMBIX
3apanue #58

(Bvibepume eOuHcmeeHHoO npasuibHulll 0Omeent)
B nuceMe oTMeTKa 0 TIOCTYIUICHUH IOKYMEHTA IPOCTABIISACTCS

BriOepute onuH U3 3 BapuaHTOB OTBETA!

1) - B JICBOM HHKHEM YTITy ITOCJICIHErO JINCTA JJOKYMEHTa

2) - Ha JII0OOM CBOOOTHOM MeCTe

3) + B [IPABOM HUIKHEM YTy IIEPBOIO JIUCTA JOKYMEHTA
3ananue #59

K xascoomy eonpocy oanvt sapuanmer omeemos. IIpasunivhvlx 6apuanmos modxcem ovims
HeCKOIbKO.

Kakue npu3Haku xapakTepHbI I 0JIAHKOB 11 UceM?

BBI6€pI/IT€ HECKOJILKO u3 4 BAapUAHTOB OTBCTA:

1) - Hanuumne agpecHbIX TaHHBIX MPEANPHUSATHS HA OJIaHKe

2) + Hanuumne ormetku s pekBusnuta «Ccbulka Ha MHACKC U ATy BXOJSIIETO
JIOKYMEHTa»

3) + OtcyTcTBUE Ha3BaHUS BUJIA JOKYMEHTA

4) ) Pacrnionoxxenue 00s3aTeNbHBIX PEKBU3UTOB 3ar0JIOBOYHON YaCcTH JOKYMEHTA B

JICBOM BEPXHEM YTITy
3aganue #60

K xaosrcoomy eonpocy danvi sapuanmer omeemos. IIpasunvhvix 6apuanmos modxcem ovims
HEeCKONbKO.

Kakoii Buja 1e/10Boro nucbMa HanpasJisieTcsl agpecarty AJisl 3aKJII0UYeHHUs C1eJIKHU ¢
yKa3aHHeM KOHKPETHBIX YCJIOBHM CACJIKH?

BriOepuTe HECKOIBKO U3 4 BapUAHTOB OTBETA:

1) - [Incemo-nioaTBEp K ICHKE
2) - ComnpoBoauTEIbHOE THCEMO
3) + [Tucemo-TipeaioKeHNE
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4) + JIOrOBOPHOE MHUCHEMO
3ananue #61

K xasicoomy eonpocy danvl éapuanmer omeemos. IlpasunbHulx 8apuanmos modicem 6vimo
HEeCKONbKO.

ABTOpOM cﬂymeﬁnoro NnUCbMa ABJIACTCH:

BriOepuTe HECKOIBKO U3 4 BApUAHTOB OTBETA:

1) - UCTIOJTHUTEIIb, COCTABUBIIINHN JOKYMEHT

2) + JOJKHOCTHOE JIUIIO, TIOJIITUCABIIEE JOKYMEHT

3) - HCITOJTHUTEIb, O()OPMHBIIHI TOKYMEHT

4) + OpraHu3aiysi, OT UMEHH KOTOPOH OTHPABISIETCS] ITHCHMO
3aganue #62

Onpenenure Kakoe yrBep kJieHue HCTHHHO, a2 KAKOe HeT...
VYKaxuTe HICTUHHOCTD WJIU JIOKHOCTh BAPUAHTOB OTBETA:

1) MHcrura TekcT TOKIaTHON 3aIIMCKH COIEPIKUT TOJIBKO 00CTOSTEIBHOE U3JI0KEHHE BOTIPOCa
2)  Hcruna AjpecaHT B JOKJIAHOM 3alTUCKE YKa3bIBACTCSl B UMCHUTEIBHOM MaIeKe

3) Hcruna BHYTpEeHHIOIO TOKIIAJHYIO 3aIIKCKY MOITHCHIBAET COCTABUTEIh

4) Jloxs B agpecare noknagHON 3alIMCKH YKa3bIBalOT TOJIBKO (haMUIINIO

5) Jloxxp  BHyTpeHHsAs HokianHas 3amucka opopmisieTcs Ha OaHKe OpraHu3aluu

3aganue #63

(Bvibepume eOuHCmMEeHHO NPAGUIbHYILL Omeent)
BHYTpeHHIOI0 TOKJIAIHYIO 3aIIHCKY TOITHCHIBAET

BriOepute onuH U3 3 BapuaHTOB OTBETA!

1) + COCTaBUTENb
2) - PYKOBOJAUTENH MOIPA3ICTICHUS
3) - CeKpeTapb

3ananue #64

(Bvlbepume eOuHCmeeHHO NpasuibHbulll 0meent)
B ckonpkux sx3eMIusipax ohopMIIsSieTcsl BHEIIHSS JOKIaqHas 3aMucKa

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) + B JIBYX
2) - B OJTHOM
3) - B TpEX

3amanue #65

(Bvlbepume eOunHcmeeHHo npasuibHulll 0meent)
PexBU3UTHI 0OBSICHUTETHHON 3aMUCKU IO MOBOAY OOBSICHEHHS TOCTYITKA aHAJIOTHYHbI

BriOepute ouH U3 3 BapuaHTOB OTBETA!
1) + BHYTpPEHHEH JT0KJIaHOM 3a1CKU

2) - BHYTpPEHHEH CIpaBKU

49



3) - CIIy’)KeOHOMY TTHCbMY
3aganue #66

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
TekcT NOKIaaHOM 3aIUCKH, KaK MPABUIIO COCTOUT

Bri6epuTe oauH U3 3 BapuaHTOB OTBETA!

1) - W3 OJIHOM YacTu
2) - U3 JIBYX YacTei
3) + U3 TPeX JacTei

3aganue #67

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
B cocTaB pekBHU3UTOB BHELIHEN JOKJIAIHOW 3aIIMCKU HE BXOJUT

Bbl6epI/IT€ OJHH H3 3 BApPHUAHTOB OTBCTA:

1) + neJyaTh
2) - [MOAINCH
3) - 3aroJIOBOK K TEKCTY

3amanne #68

Bcmasvme nponyuieHHble 6 mEeKcme cioea

JlokiiagHast 3aMCcKa — JOKYMEHT, aJIpeCOBaHHbIN

KOHKpCTHOﬁ TEMC C U IIPCAJIOKCHUAMMU I10 HEH.

3a11mum*c OTBCT.
1) OTBeT: BBIIIECTOSAIIEMY PYKOBOJICTBY
2) OTBeT: BBIBOJIAMH
3ananue #69

Bcmasvme nponyuieHHble 6 meKcme cioea

110

Brenaroro JOKJIaAHYIO 3aIIMCKY, aIPECOBAHHYIO B BBIIICCTOANIYIO OpTraHU3alluIo

IOAIIMChIBACT

3auIInTe OTBET:
1) OTBeT: pPYKOBOJUTEINb OpraHU3aluu
3amanmne #70

Bcmasome nponyuieHHble 6 meKcme cioea

BHyTpeHHI010 T0KIaIHYIO 3allMCKY COCTAaBIISIET U MOAMUCHIBAET

3anuIImTe OTBET:
1) OTBeT: COCTaBUTEIIb
3aganue #71

Bcmasovme nponyuieHHble 6 meKcme cioea

PexBHU3UTHI BHYTpEHHEN AOKIIATHOM 3aIUCKU:
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- agpecar (B 1aTEIHHOM Ta/IeKe)
- HAMMEHOBAHMUE BHUJIAa JOKYMEHTA

- TEKCT
- OTMETKA O HAIMYUU MPUIIOKEHUS (B Clydae HEOOXOAUMOCTH)
- 1ata
3anuIInuTe OTBET:

1) OTBeT: HaMMEHOBaHHE CTPYKTYPHOI'O MOJApa3/esieHus

2) OTBeT: 3arojoBOK K TEKCTY

3) OTBeT: MOIIHUCH

4) OtBer: HOMEp

3aganue #72
Omnpenesanre Kakoe yTBep:KIeHHEe HCTHHHO, 2 KAKOE HeT...
VYKaKuTe UICTUHHOCTb UJIH JIO)KHOCTh BAPUAHTOB OTBETA!
1)  MHcrunaa JlaToi mpoTOKOJIa SIBJISETCS JaTa IPOBEACHUS 3aceIaHMsI
2)  Hcruna IIpoTOKOJ MOAMUCHIBAIOT MPECEAATENb U CEKPEeTaph KOIETHAIBHOTO OpraHa
3) Jloxp B KpaTKoM NpPOTOKOJIE NPUBOIATCS TEKCTHI BHICTYIUICHUH
4)  Hcruna B npoTokoie yKa3pIBalOTCS Pe3yJIbTaThl TOJIOCOBAHUS
5) Hcruna B tekcre mporokona MoxxeT orcyrcTBoBath NyHKT BBICTYIINJINU
3aganue #73

(Bvlbepume eOuHCcmeeHHo npasuibHbulll 0meent)
W3 ckonbKUX YacTeil COCTOUT TEKCT MPOTOKOIA

BriOepute onuH U3 3 BapuaHTOB OTBETA:

1) +  IByx
2) - OJTHOH
3) - Tpex

3ananue #74

(Bvlbepume eOuHCcmeeHHoO NpasuibHbulll 0meent)
[TpoTokon moAnuckHBaeT

BriOepute ouH U3 3 BapuaHTOB OTBETA!

1) + npejiceiaTesb U CeKpeTaph KOJUIETHAILHOTO OpraHa
2) - PYKOBOJIUTEIH
3) - CeKpeTapb

3aganue #75

(Bvibepume eOUHCmMEEHHO NPABUILHBILL OMEent)
Kakast gyacTh B cXeMe MOCTPOCHHSI OCHOBHOM YaCTH MPOTOKOJIA MOYKET OTCYTCTBOBATH

BriOepute onuH U3 3 BapraHTOB OTBETA:!
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1) - CJIVIIDAJIN
2) + BBICTVYIINJIN
3) - I[TOCTAHOBUJIN
3aganue #76

(Bvlbepume eOuHCcmeeHHo npasuibHulll 0meent)
[Tporokon opopMIIIOT

BriOepute oauH u3 3 BapuaHTOB OTBETA!

1) - B TPEX IK3EMILISIPax
2) + B OJIHOM 3K3eMIUIsSIpe
3) - B JIBYX K3eMIUISIpax

3aganue #77

(Bvlbepume eOuncmeerHo npasuibHulll 0meent)
Kak opopmiIsitoTcst B TEKCTE MPOTOKOJIA, TPUCYTCTBYIOIIHE, €CITH UX 22 YelloBeKa

BriOepute o1uH U3 3 BapuaHTOB OTBETA:!

1) + [TpucyrcTBOBanu: 22 yenoBeKa (CIUCOK MPHUIAraeTcs)

2) [TpucyTcTBOBANIN: EPEUUCIAIOTCS (PAMUIUU MPUCYTCTBYIOUINX B al(paBUTHOM
MopsIIKe

3) - [IpucyrcrBoBanu: 22 yenoBeka

3amanme #78

Bcmasovme nponyuieHHble 6 meKcme cioea

B 3aBHCHUMOCTH OT IIOJIHOTHI OCBEILIEHUS X0/1a 3aceIaHus MMPOTOKOJIbI MOT'YT OBITh

"
3anumunTe OTBET:

1) OtBeT: mnonHbIE

2) OtBeT: Kparkue

3aganue #79

Bcmasvme RPONYULeHHbIE 6 MEKCme Ciloéa

Tekct IMPOTOKOJIa COCTOUT U3 ABYX YacTel: BBOJHON U

3aIuIImuTe OTBET:
1) OTBeT: OCHOBHOI
3amanue #80

Bcmasome nponyuieHHble 6 meKcme cioea

B nporokosie kaxablii MyHKT MOBECTKHU JHS pACHHUCHIBAETCS (CTPOUTCS) IO CXEME:

3amnInTe OTBET:
1) Otser: BBICTVIINJIN
2) Otsetr: [TOCTAHOBUJIN
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3) Oteer: CJIYIIAJIA

3amanmue #81

Bcmasvme nponyuieéHHble 6 mexkcme Cioea

Ecnu Bompoc He 00cyxkaaics B Xo/ie COOpaHHs WU 3ace/IaHusl KOJUIETHAIBHOTO OpraHa, TO B
MPOTOKOJIE TTYHKT MOJET OTCYTCTBOBATh

3Ellll/ll_l_ll/l'l‘C OTBCT.

1) OtBer: BBICTYIINJIN

3aganue #82

Onpenenure Kakoe yrBep:KIeHHe HCTHHHO, a KaK0e HeT...
VYKaXKUuTe HCTUHHOCTH WX JIOKHOCTE BApUAHTOB OTBCTA:

1) Jloxs  Hanmmuue 3aKITIIOYUTEIIEHON YaCTH TEKCTA aKTa 00s3aTeIILHO
2)  Hcruna Yaime Bcero akThl COCTABIISIFOTCS KOMHUCCUCH
3) HcruHa AKT MOXET CITy)KUTh OCHOBAaHHEM ISl M3JaHUsl PACIOPSIUTEIIEHOTO JJOKYMEHTA
4)  HcrtuHa AKTBHI, KaK IPABUJIO, IMOJICIKAT YTBEPKICHUIO
5)  Hcruna Axt Moxer opopMisIThes Ha TpadapeTHOM OlaHKe

3ananue #83

(Bvibepume eOuHCcmeeHHO NpasuibHbulll 0OmMeent)
Cny>eOHbIN aKT COCTaBIISIET U MOANUCHIBACT

BriOepute onuH U3 3 BapuaHTOB OTBETA!

1) + KOMHCCHS
2) - PYKOBOTUTEITH
3) - WCTIOJTHUTEIb

3ananue #84

(Bvlbepume eOuHCmeeHHO NpasuibHbulll 0mMeent)
OcHoBaHMEeM I W3/1aHUsI KAKOTO PACcTIOPSIAUTEILHOTO JOKYMEHTA MOXKET ObITh aKT

BriOepute onuH U3 3 BapuaHTOB OTBETA!

1) - Pemenne
2) - [TocranoBneHME
3) + [Tpuxkas

3amanue #85

(Bvibepume eOUHCMBEHHO NPABUIbHYILL OMEent)
Jaroit akTa sBisieTcs

BriOepute onvH U3 3 BapraHTOB OTBETA:!

1) + Jlata akTUBHPYEMOTO COOBITUS
2) - Jlata yTBepxaeHus
3) - Jlata moanucaHus
3ananmue #86

(Bvibepume eOUHCMEEHHO NPABUILHBIL OMEent)
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B coctap PCKBU3UTOB aKTa BXOAUT PCKBU3ZUT

Bribepute oauH u3 3 BapuaHTOB OTBETA!

1) + I'pud yrBepxacHuUs
2) - I'pud cornacopanus
3) - OtMmeTka 00 UCTIOJTHHUTENIS

3amanmue #87

(Bvibepume eOUHCmMEEHHO NPABUILHBILL OMEent)
B cocraB pekBH3HTOB aKTa HE BXOJIUT

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) + I'pud cornacoBanus
2) - 3aroJ0BOK K TEKCTY IOKYMEHTa
3) - I'pud yrBepxneHus

3ananue #88

(Bvibepume eOuHCcmeeHHoO NpasuibHbulll 0mMeent)
CKOJBKO YacTeil CoAepKUT TEKCT aKTa

BriOepute on1uH U3 3 BapuaHTOB OTBETA:!

1) - I(BE
2) - OJIHY
3) + TpH

3ananue #89

(Bvibepume eOuHCmMEeHHO NPAGUIbHYIL Omeent)
Cremyer i yKa3bIBaTh TOIHKHOCTH WICHOB KOMHCCHH MTPH OPOPMIICHHH PEKBU3UTA
«TOJIITUCHY

BriOepute onuH U3 3 BapuaHTOB OTBETA:!

1) - Ha
2) - [To >xemanuro cexperaps
3) + Her

3amanue #90

(Bvlbepume eOuHCcmeeHHoO NpasuibHbulll 0meent)
B ckonpkux sx3emIuisipax oopMisieTcs akT

Bribepute ouH U3 3 BapuaHTOB OTBETA!

1) - B tpex
2) + B ckoibpkux HEOOXOHMMO
3) - B detpipex

3amanue #91

(Bvlbepume eOuHcmeeHHo npasuibHulll 0meent)
Kakas gacTh TeKCTa akTa MOXKET OTCYTCTBOBATH

BriGepure ouH U3 3 BapuaHTOB OTBETA:

1) - KoncraTupyroras
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2)
3)

+ JakmroynTenpHas

- BBoanas gacth

6.3. OneHka ocBOeHHsI Y4eOHOH TUCIHIIIMHBI

(I)OprI H METOAbI ONCHUBAHUSA

HpCI[MCTOM OLCHKU OCBOCHUS AUCHUIUIMHBI ABJIAOTCA YMCHUS, 3HAHUAA, 06H_[I/Ie KOMIICTCHIIUH,

CIIOCOOHOCTH IIPUMCHSATH UX B HpaKTquCKOﬁ JCATCIIbHOCTH U HOBCCI[HCBHOﬁ KHU3HU.

Tabmuma 3
Ne Tun (Bua) IIpoBepsiemble 3HAHMSA U Kpurepun ouneHku
3a]aHus YMEHU
1 TecTsl 3HaHUE OCHOB «5» - 100 — 90% mpaBUIBHBIX OTBETOB
JIEJIONPOU3BOACTBA «» - 89 - 80% mpaBWIbHBIX OTBETOB
«3» - 79 — 70% npaBUIBHBIX OTBETOB
«2» - 69% u MeHee TpaBUIIbHBIX OTBETOB
2 VYcTHBIE OTBETHI 3HaHUE OCHOB VYcTHBIE OTBETHI HA BOIIPOCHI I0JKHBI
JIETIONPOU3BOJICTBA U cooTBeTcTBOBaTh TpeboBaHusiM ['OCTa,
paBMII OPOPMIICHHUS y4eOHBIX TOCOOU, KOHCTIEKTOB JIEKLINN
JIETTIOBOM TOKYMEHTAIMU no JIOY
3 IIpakTrnueckue YMeHHs caMOCTOSATEIbHO BoinonHenue npakTuyecku Bceil paboThl
paboThI BBIIIOJIHSATH IPAKTUYECKUE (ne menee 80%) — monoxkuTeabHAs
3aJaHus, OLICHKA
c(hOopMUPOBAHHOCTH OOIIIHUX
KOMIIETCHIIU .
4 3HaHHE OCHOB CamocrodrenbHas paboTa COCTOUT U3
CamocrosrensHas | IOYcooTBeTcTBUU C© MOJATOTOBKH pedepaToB, TECTOB,
pabota IIPONJIEHHON TEMOMW, YMEHUE | KPOCCBOPOB, TBOPUYECKUX MPOEKTOB,
WX TIPUMEHEHUS TIPH oopMIIeHHs JOKYMEHTOB
BBITTOJIHEHUH «5» - TIOJTHOCTBIO BBINIOJIHEHHOE 3a/1aHUE,
CaMOCTOSITENIbHBIX TeMa pacKphiTa
TBOPUYECKUX 3aJaHUH. «4» - HeOOoNbIIME HEJ0UEThl B PACKPBITHH
TEMBI U €€ IOHUMaHUHU
«3» - HE MOJHOCTBIO BHITIOJHEHHOE
3a/IaHKe U JIOMYIIEHbI OITUOKH
«2» - IOJTHOCTBIO OTCYTCTBYET 3a/1aHUE
5 ITpoBepka YMenne opueHTHpOoBaThCs B | COOTBETCTBHE COAEPIKAHUS pabOTHI,
KOHCIIEKTOB UH(POPMALIMOHHOM 3asBJICHHON TeMe, ITpaBuiIaM 0POPMIICHHS
(pedepartos, MPOCTPAHCTBE, COCTABIATh | PAaOOTHI.
TBOPUYECKUX KOHCIIEKT.
pabor) 3HaHUE TPaBUIT

odopmienus pedeparos,
TBOPUYECKUX padoT.

HTorossrit KOHTpPOJIb IO PpC3yJibTaTaM OCBOCHUA O6y‘-IaIOIJ_II/IMI/IC}I qu6H0ﬁ JAUCIHUITIINHBI

poBOAMTCA B (hopMe SK3aMeHa.

DK3aMeH

«I[OKYMCHTaI_[I/IOHHOMy o00ecreuyeHHIO YIIpaBJICHUA»

BBITIOJIHCHUS TCCTOBOI'O 3aaHUA.

npoBoauTCcsT B (opme
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6.6 Bompochl K 3JK3aMeHYy MO JAUCHUIUVIMHE «JlOKyMeHTalMOHHOe ofecnevyeHune

yIpaBJieHH S
1. Ponb moKyMeHTa U KU3HH YeJIOBEKa U 00mIecTBa B chepe mpaBa u yrpaBICHHUS.
2. JIOKyMEHT, OCHOBHBIC TIOHSTHS, CIOCOOBI JOKYMEHTUPOBAHHSL.
3. Hudopmarus u TOKyMEHT.
4. VYuudukanms ¥ CTaHJAPTU3aIMsl KaK OCHOBHBIC HAIPaBJICHUE COBEPIICHCTBOBAHHMS

nokyMmeHTOB. 'OCTr1 Ha YC/I. Cuctembl JOKYMEHTUPOBAHUS.

5. Xapakrepuctuka, coctaB u coaepxanue 'OCTa P 6.30-2003.

6. Cocras pexBusutoB OPJI, mpaBuia ux odopmieHue.

7. Bunpl 61aHKOB, UX XapaKTepUCTHKA.

8. [IlpaBuna odopmieHHE, H3TOTOBIICHUS, Y4Y€Ta, WCIOIB30BAHUS W XpaHCHHUS OJIAHKOB
OpraHu3aluH.

9. XapakTepucTHKa M COCTAaB OPraHU3AIMOHHBIX JJOKYMEHTOB.

10. XapakTepucTuka U COCTaB CIIPaBOYHO-MH()OPMAIIMOHHBIX TOKYMEHTOB.

11. IlpaBuia opopmiaeHHS KOHUK.

12. IlpaBuna BblJauu KOMHHA JOKYMEHTOB.

13. Jlemonpou3BoacTBa (IOKYMEHTAIlMOHHOE OOECIIEYeHHE YIpaBlIeHHE) Kak (YHKIUU
yIIpaBJIeHUs], COBPEMEHHbIE TPEOOBAHUS K €r0 OpraHU3aLuy.

14. Cnyxx6a  JOKyMEHTAalMOHHOTO  OOECIeYeHHUs  yIpaBieHUs:  (QYHKIUH, CTPYKTYpa,
JOJDKHOCTHOM COCTaB.

15. OOmue TpUHITUIBI OpraHU3aIN JOKYMEHT0000poTa. OCHOBHBIE ATANbl TEXHOJIOTHH PAOOTHI
C IOKyMEHTaMH.

16. IlepBonauyaibHast 00pabOTKA JOKYMEHTOB B YUPEKICHHUU.

17. TexHonorus pacCMOTpPEHHUsI JOKYMEHTOB B YUPEKACHUU.

18. Peructpamusi [OKYMEHTOB Kak TpOIECC CO3JaHus OaHKa MJaHHBIX O JIOKyMEHTax
OpraHu3aly, €€ OCHOBHbIE ()OPMBI.

19. NudopmanmoHHO-cripaBodHas padoTa Mo JOKYMEHTaM YUPEKICHHS.

20. KoHTposb 32 UCIIOJTHEHUEM JIOKYMEHTOB.

21. OpraHu3anus OTIPABKH JOKYMEHTOB.

22. OcHOBHBIE TPeOOBaHUS K OpraHU3allMy XPaHEHUs HCIIOJIHEHHBIX JOKYMEHTOB.

23. Bugsl HOMeHkmatypsl gen. [lopsnok cocraBieHus, OGOPMIICHUS, YTBEPKICHUS W
IPUMEHEHHs KOHKPETHONH HOMEHKIATYpPHI Ae.

24. DxcriepTH3a IICHHOCTH JIOKYMEHTOB. OTambl M TIOPSAJOK €€ MPOBEACHUSA. JKCIEPTHBIC
KOMHCCHUH.

25. Cpoku XpaHEHUS! JOKYMEHTOB. [lepedHn TOKYMEHTOB C yKa3aHHEM CPOKOB XpaHEHHS M MX
BUJIBI.

26. IIpaBuia MOATOTOBKH JEN K Clla4ye B BEJOMCTBEHHBIH apXUB.

27. ApxuBHOE XpaHEHHUE TOKYMEHTOB. Buibl apXuBoB.

28. CoctaB HOpPMAaTHBHBIX JIOKYMEHTOB, DPETJIAMEHTHPYIOIINX COCTaBJICHHE W OQOpMIICHHE
JOKYMEHTOB B YUPEKJICHUHU, UX XapAKTEPUCTUKA.

29. JlenoBasi KOPPECTIOHICHIIUS B COBPEMEHHBIX YCIIOBUSIX.

30. Knaccudukanus AeI0BbIX THCEM.

31. CrpykTypa IeI0BOro MUChMa U €ro PeKBU3UTHI.

32. Texkct penoBoro nucbMa. CTaHaapTHBIE (Ppasbl U BRIPAKEHUS B JICIOBBIX TUChMAX.

33. SI3BIK U CTHIIB IEIOBOW KOPPECTIOHICHIINH.

34. CnyxeOHBbIi peueBOi ITUKET B I€JIOBOM ITHUCHME.

35. KonkypeHTHI TUChMa (J1e10Bast Oecenia, TejerpaMmma, TeJe)OHHBIN pa3roBop U T.1I.).

36. OCHOBHBIE COKpAIIIEHUS, UCIIOJIb3yEMBIE B JI€JIOBOI MEpenucKe.
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37. MexayHapoaHOe JeI0BOE MHUCHMO.
38. TunoBble (pa3bl U BBIPAKEHUsS, HEOOXOIUMBIE NPU COCTABICHUU MMHUChMa 3apyOeKHOMY
napTHepy.

39. Ocobennoctu oopmiteHUs AETOBON KOPPECTIOHICHITNH HA (DPAHITY3CKOM SI3BIKE.

40. OcobenHoctr 0(hOPMIICHHS IEITOBOM KOPPECIIOHACHIIUN HAa HEMEITKOM SI3BIKE.
6.7. O0pa31ubl TeCTOB /JJs MPOBEAeHUs TEKYIIEro KOHTPOJISI M MPOMEKYTOYHON aTTecTAlMK 10
UTOTaM OCBOEHHS] [HCHMIUIMHBI, A TaK:Ke JUI1 KOHTPOJISI CAMOCTOSITEJbHOH pPadoThI
o0yuawierocst

1 PexBu3uT Ci1y’keOHOTO TTHChMaA — 3TO:

a) Ero otnenpHbIN 37€MEHT;

6) YacTtp city>keOHOTO MHUCHMa;

B) ®UpMEHHBIN OJIaHK.

2 ABTOpOM CIIyK€OHOTO IUChbMa SIBIISIETCS:

a) Opranuzanusi, pupma, OT UMEHU KOTOPOM MOCHLIAETCS MTUCHMO;

0) JI0;DKHOCTHOE JIMIIO, KOTOPOE MOITICHIBAET MTHCHMO;

B) lcnionHuTeNnb, KOTOPBIN TOTOBUT TEKCT MUCHMA.

3 B kakom cirydae mpaBHILHO 0(hOPMIICH PEKBU3UT «ApecaTy:

a)
Hupextopy mkoisr Ne 269
MargeeBoii Tamape AnekceeBHe

6)
['enepanbHOMY OUPEKTOPY GUPMBI
«AsIKC»
r-ny Jlapuonosy T.I'.
103020, MockBa, CkaTepHblii 1iep.,
22

Hupexropy YIIO CBAO r.Mockssl
B.A.IlerpoBy
129128, Mocksa, PocTtokunckas, 7

129128, Mockaa, yn.baxosa, 1.16,
KB.7
E.K.Bo3HeceHCKOH.
4 Tlpu agpecoBaHUM WHUITUAIIBI CTABSIT:
a) [lepen pamunueit anpecara;
0) [Tocne pamunuu agpecara.
5 Ha xaxoM city>keOHOM MHChbME MPOCTABIISAETCS CChIIKAa HA HOMEP U JaTy BXOJSIIET0 JOKYMEHTA!
a) ["apanTuitnom;
6) ConpoBOANTETHEHOM;
B) OTBeTe;
r) HupkynsapHoMm;
n) Ha Bcex Bumax.
6.MHekc ciry:xeOHOro nucbMa — 310:
a) [lopsikoBbIil HOMEp MUCHMa;
6) IopsinkoBeIi HOMEp ¢ OyKBEHHBIM 0003HAUEHUEM;
B) 3ammdpoBanHas B uppax nHopMalrs 0 MECTE UCTIOTHEHHS U XpaHEHUs JOKyMEHTA.
r) Ucxonsmmii HoMep ciry:keOHOro mucbMa — 3T0:
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n) PerucrpannoHHbIil HOMep, IPOCTaBIIIEMbIN apecaToM;

) Peructpannonnsiii HoMep, MPOCTaBISAEMBbII aBTOPOM.

7Kaxkoe cinyxe0HO€ TUCHMO UMEET OTMETKY O HAIMYUU NMPUITOKECHHUS:

a) 3ampoc;

0) MadopmanmonHoe;

B) ConpoBOAUTENBHOE;

r) Bce ciyxeOHbIe THCHMA.

8 B xakowm ciyuae nmpaBUIBHO OQOPMIIEH PEKBU3UT, €CIIH O MPHJIOKEHUH HE YIIOMUHAJIOCHh B TEKCTE
CIIy>keOHOT0 MHUChMa:
a) [Ipunoxenue: Ha 3 1. B 2 3K3.

0) [Ipunoxxenue: 1 CnpaBka o corjiacoBaHuM MpoekTa Ha 4 J1. B 1 9K3.

2 OT3BIBHI IO IPOEKTY Ha 2 1. B 1 3K3.

6 B kakom ciyuae npaBuibHO opopmiieH pekBU3UT «lloAamuchy B cirykeOHOM MHUChME:
%/IpeKTop 000 «Mapus» B.A.IlleronskoBa

?LaBHBII}'I Oyxrantep B.A.OBunHHUKOBA

Hupekrop YIIO B.A.IletpoB

E[)Mpelcrop LIKOJIBI N.A Konenkuna

El)npeKTop Y H.H.HoBukos

9 C kaxo# 1enpI0 Ha MUChbME YKa3bIBAIOT (haMIITUIO M TeNe()OH MCIIOTHUTEIIS:
a) Jlns omepaTuBHOM CBSI3H;
0) s npuiaHus JOKYMEHTY IOPUANYECKOMN CHUJIBL.

7 YyeOHO-MeTOAMYIECKOE 00ecIeYeHre U CIUIIIHHbI
7.1 OcHoBHas1 JUTEpaTypa

1.  Crentokos, M.B. JlokymenTsl. Jlenonponssoactso / M.B. Crentokos // — M.: [TIPUOP - 2012.
- 144 c.

2.  bacakos, M.U. Jlenonpou3BOJCTBO U KOPPECTIOHICHITUS: YU4eOHOE TOCOOHE [T CTYICHTOB
kose ket / M.U. bacakos // — Pocros-na-/lony: ®enukc - 2011. — 320 c.

7.2 lonotHATE/ILHAS JIUTEPATYpPa

1. TlameBuuk, B.B. JlenoBoe mucemo: npaktudeckoe rnocooue. — 2-¢ u3z. / B.B.IlaneBumk. —
Mmu.: Amandes, 2013.

7.3 UuTepHeT-pecypchl

http://navigator.economicus.ru/
http://econline.hl.ru
http://www.finansy.ru/menu.htm
http://www.icss.ac.ru
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7.4 MeTonnyecKue YKa3aHUs K NPAKTHYECKUM 3aHATHAM

CTyneHT MOXKET B JOCTaTOYHOM OOBbEME YCBOMTH M YCIEIIHO Peaju30BaTh KOHKPETHbIC 3HAHUS,
YMCHHsSI, HABBIKH M KOMIICTCHIIMM B CBOCH NPAKTHYECKON JEATEIHHOCTH IPU BBITOJIHEHUU
CJIETYIOIINX YCIOBHIA:

1) cucremarnueckas pabota Ha y4eOHBIX 3aHATHUSX IOJl PYKOBOACTBOM IPEMOJABATENS U
camocTosTeNbHas padoTa Mo 3aKPEIUICHUIO MOJIYYeHHbBIX 3HAHUN 1 HABBIKOB;

2) 100pOCOBECTHOE BHIMOJIHCHUE 3aJIJAHUI TIPETIOIaBaTeIIsl Ha IPAKTHUSCKHUX 3aHATHSIX;

3) BbISICHEHHE ¥ YTOYHCHHE OTICIbHBIX IMPEANOCHUIOK, YMO3AKJIIOYCHHUH W BBIBOJIOB,
coJepKalxcs B yueOHOM Kypce; B3aMMOCBS3€H OT/AEIbHBIX €r0 pa3/esioB, HCIOIb3yEMbIX METOJIOB,
XapakTepa X UCIOJIb30BaHUS B IPAKTUUECKOM 1eATeIbHOCTH IOPHUCTA;

4) CONOCTaBJICHUE TOYCK 3PCHUS PA3IMYHBIX aBTOPOB IO 3aTPAarMBacMbIM B Y4€OHOM Kypce
npo0iieMaM; BBISBIIEHHE HETOUHOCTEH M HEKOPPEKTHOTO M3JIOKEHHUS MaTepualia B MepUOINYECKON 1
CIICLIMAIbHOM JTUTEPATYPE;

5) mepuomuYecKkoe O3HAKOMJICHHE C MOCICAHUMH TEOPETHUYCCKMMH W MPAKTHYCCKUMH
JOCTIKEHUSIMU B 00J1aCTH MHPOPMATHKH;

6) mpoBeseHHEe COOCTBEHHBIX HAYYHBIX W MPAKTHYECKAX HCCICIOBAHUI IO OJHOW HIIH
HECKOJIBKUM aKTyaJIbHBIM IIpoOsieMaM B o0acTi HH(PpOPMATHKH;

7) pa3paboTKa MpPEAIOXKEHUH MPEnoaaBaTei0 B YacTH JO0PabOTKH M COBEPIICHCTBOBAHHUSI
yueOHOro Kypca;

8) moAroToBKa HAyYHBIX CTaTeil s OMyOJMKOBaHWS B IEPUOJUYSCKON  IeUaTH,
BBICTYIUICHHE HA HAYYHO-TIPAKTHYCCKUX KOH(PEPEHIUAX, YIaCTHE B pabOTe CTYJACHUECKUX HAYyIHBIX
0o0111eCTB.

7 MarepuajbHO-TeXHHYeCKOe obecnedeHHne TUCHUTINHBI
Hocrtyn k cetn Internet; komneroTep.
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