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1. IACIIOPT PABOYEH ITPOT'PAMMBI JJUCHUTLJIAHBI

1.1. O61acTh NpUMeHeHHs pado4eil MporpamMMsl

PabGouasi mporpamma JUCIUTIIIUHBI

SBJISICTCS 9acThl0O OCHOBHOW 00pa3oBaTeIbHOU

nporpaMmbel B cootrBeTcTBUM ¢ PI'OC mna cnenumansHocTH: 38.02.07 bankoBckoe neino

(ykpynHEHHass Tpymma

cunermanbHocten  38.00.00 OxoHOMHKA

o0yJaromuxcst O4HOM (HOpMBI O0YUECHHUS.

1.2.
o0pa3oBaTeJIbHOM MPOrpaMMbl

MecTto y4eOHOW AUCHMUIUIMHBI B

CTPYKTYype

W yIpaBJieHHue), st

OCHOBHOM MnpogeccuoHAIBLHOMI

JucuunimHa peanusyercs B pamkKax ooOimenpodeccuoHanbHoro uukia. Jlucruminza
peanm3yeTcsi B paMKax BapHaTHBHOW YaCTH.

1.3. Heab ¥ mu1aHnpyemble pe3yJbTaThl 0CBOECHH S JUCHUIIIIMHBI:

Kon VYMmenusa 3Hanusg
OK, IIK
OK 01.Bpe16upats crmocoos 0hOpMIIATH OCHOBHBIC TTOHSTHUS

pelieHus 3aaa4
npodeccuoHaNbHOM e TeIbHOCTH
MPUMEHHUTEIHHO K Pa3THYHBIM

JOKYMEHTAITUIO B
COOTBETCTBHUH C
HOPMAaTUBHOH 0a30H,

AOKYMCHTAIIMOHHOT O
oOecrieueHus yrpaBiacHUs

KOHTEKCTaM UCITONTB3YsI
UH(POPMAaLIMOHHbIE
TEXHOJIOTHH B CPEJICTBA
OpPTTEXHUKU
OK 02.Ocy1iecTBasiTh MOUCK, HCIOJIL30BAaTh OCHOBHBIE 3aKOHOIATEIbHEIE
aHaJIU3 U UHTEPIPETALNIO YHH(PUITUPOBAHHBIC Y HOPMaTUBHBIE aKThI B

nHpopmaIu, He0OXOAMMOMN IS
BBIITOJIHCHU 3a4a4
po(HeCCHOHATLHOM JIEATSIIBHOCTH

CUCTEMBI JOKYMCHTAIIUXU

00JacTH JOKYMEHTAOHHOTO
o0ecrieyeHus yrpaBlieHUsS

OK 04.PaboTaTh B KOJUIEKTUBE U
KoMaHie, 3 (HEKTUBHO
B3aMMOJICHCTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KITUCHTAMH

OCYHICCTBJIATH XPAHCHUC,
IOUCK JOKYMCHTOB

e, 3aaa4 1 MpUHIUIIBI
JTOKYMEHTAI[HOHHOTO
o0ecrieyeHus yIpaBIeHHUs;
CHCTEMBI JOKyMEHTAIIHOHHOTO
o0ecrieyeHns yrpaBJIeHUs

ITIK 1.1.0cy1iecTBisiTh pacyeTHO-
KaccoBoe 00CTyXHBaHHE
KJIUEHTOB

UCTIOJIb30BaTh
TCIICKOMMYHHUKAIIUOHHBIC
TEXHOJIOTUH B
AIIEKTPOHHOM
JIOKYMEHTO000pOTE

TpeOOBaHUS K COCTABICHUIO U
0o OpMIIEHHUIO Pa3IHMYHBIX
BUJIOB JIOKYMEHTOB

2. CTPYKTYPA 1 COJAEPKAHUE JUCIUIIJIMHDbI

2.1 O0beM IMCHUILUIMHBI U BUAbI Y4eOHOH padoThI

Ounas hopma 00yueHus

Buo yueonoii pabomut | Qovem uacos

3



O0bem 00pa3oBaTeIbHOM MPOrpaMMbl 36
PaboTa o0yuyaronmxcsi BO B3aHMO/IeHCTBHH C penogaBaresiemM 26
B TOM YHUCIJIE:
neKuuu (YpoKH) 12
B (hopMe MPaKTHYECKOW NOATOTOBKH (€CIIH MPETyCMOTPEHO) *
MPAKTUYECKUE 3aHATUS 14
B (hopMe NMPaKTHYECKOW NOATOTOBKHU (€CIIH MPETyCMOTPEHO) *
71a00paTOPHBIE 3aHITHS
B (hopMe mpakTUUECKON MOATOTOBKHU (€CIIH MPETyCMOTPEHO) *
KypcoBas paboTta (poekr) (eciu npedycmompena)
CamocrosiTenbHas paborta obyuatomierocs (Bcero) (eciu npedycmompena) 10

Koncynwsranuu (eciu npedycmompena)

ITpomesxyTouHas arrecranus B (popMe UTOTOBOM KOHTPOJIbHOM pabOThI




2.2. TemaTn4yecKuii MJIaH U COIEPKAHME TN CUUILTAHBI

Ounas hopma oOydeHHst

OcBanBaeMbl
HaumenoBanue pasaesioB Oo0bem
o TeM Conep:xanue yueOHOro MaTepuasa 4ACOB € JIEMEHTBI
KOMIIeTeH Ui
1 2 3 4
Paznea 1. [lokymeHTHPOBaHME YIIPABJEHY€CKOH 1eATEJIbHOCTH
Tewma 1.1. Cooeporcanue yueonozo mamepuana:
[Tonarue noxymenTa, ero | 1) JIOKyMEHTallMOHHOE 00ecTeYeHne YIPaBIeHUsl, 00BEKT, IPEIMET, LIeJIU U 3a7a4u
CBOWCTBA, (QDYHKIHH JOY. Jlenonpou3BoJCTBO, €TO JIEMEHTHI, (HOPMBI JeTONPOU3BOACTBA 2 OK.01, OK.02,
2) CBoiicTBa TOKYMEHTA. OK.04, IIK.1.1
3) @yHKIUN JOKYMEHTA
Tema 1.2 Cooepicanue yueonozo mamepuana:
Meronsl 1) JlokyMeHTUpOBaHHE. METO/IbI U CIIOCOOB! TOKYMEHTHPOBAHUS OK.01. OK.02
JTIOKYMEHTHUPOBAHMUSI. 2) Knaccudukamnms 10KkyMeHTOB 2 OK. 0 4’ HK.I 1’
Knaccudukanus 3) YHUpHUKaIMA U CTaHAAPTU3ALUS TOKYMEHTOB R
JIOKYMEHTOB
Tema 1.3 Ilpakmuueckoe 3anamue:
PexBu3uThl ToKymMmeHTOB U | 1) CocTtaB peKBU3UTOB JOKYMEHTOB OK.01, OK.02,
2
o01Me mpaBuiIa ux 2) TpeboBanus kK 0(OPMIIEHUIO PEKBU3UTOB IOKyMEHTOB OK.04, IIK.1.1
ohopMITCHUS
Tema 1.4 Ilpakmuueckoe 3anamue:
YHudumpoBaHHas 1) Ocnonble nonsitTust Y COPJ] OK.01. OK.02
CUCTEMA OpraHU3alMOHHO- | 2) Hasznauenue, coctaB u oopMIIeHHE OpraHU3allMOHHO-TIPABOBOM JOKYMEHTAIIUU 2 OK' 0 4’ HK'l 1’
pacnopsIuTeIbHON o
JOKYMEHTAIIUU
Tema 1.5 Ilpakmuueckoe 3anamue:
[TpaBuna opopmieHus 1) XapaKkTepUCTHUKA U COCTAB PACIOPSIAUTEIILHON JOKYMEHTAL[UU OK.01. OK.02
pactopsiIUTETbHON 2) TpeboBanus Kk 0OPMICHHUIO PACTIOPSAUTEIIFHON JOKYMEHTAIIUN 2 OK' 0 4’ HK'l 1’
JOKyMEHTAUU 3) OdopmiieHre mpuKka3oB, pacoOpsLKEHU 1Mo 00pasily ¢ UCIOIb30BAHUEM o
MH(POPMALMOHHBIX TEXHOIOTUH
Tema 1.6 Ilpakmuueckoe 3anamue:
[TpaBuna opopmieHus 1) XapakTepucTrKa U COCTaB MH(POPMAIIMOHHO-CIIPABOYHOMN JOKYMEHTAIIH ) OK.01, OK.02,
MH(POPMAIIMOHHO- 2) TpeboBanus kK 0opMIICHUIO HHPOPMAITHOHHO-CIIPABOYHON JOKYMEHTAIH OK.04, IIK.1.1
CIIPaBOYHOM JOKYMEHTAIuu | 3) OdopmiteHne ciry>)keOHBIX THCEM




KonTtponbHas pabora

Hpakmulteckoe 3anamue:

. OK.01, OK.02,
1) TectupoBanue 1o TeMe «[oKkyMEeHTUPOBaHUE YIIPABICHYECKON EATEIHLHOCTH 2 OK.04. TIK 1.1
2) OdopmiieHre OpraHU3alMOHHO - PACHIOPSIIUTENBHBIX TOKYMEHTOB o
Paznen 2. Oprannszanus padoTbl ¢ JOKYMEHTAMM
Tema 2.1 Cooepotcanue yueonozo mamepuana:
Cucrema u TUnoBas 1) Opranu3zanys ciyX0bl TOKYMEHTALIHOHHOTO 00eCTIeYeH s YIIpaBIeHUs OK.01. OK.02
TEXHOJIOTHUS 2) HopmartusHo-11paBoBoe obecnieueHue AesiTeIbHOCTH Ciryx0b1 JIOY 2 OK' 0 4’ HK'l 1’
JTOKYMEHTAIlMOHHOTO 3) Cucrema JIOVY, 3anaun, GyHKIMH, TUTIOBBIE CTPYKTYPBI, JOTKHOCTHOU COCTAB. T
oOecrieyeHus ynpasieHus | 4) TpeboBaHus K OpraHu3alMy JOKYMEHT0000poTa (HOMEHKIATypa JIeI)
Tema 2.2 Cooeprcanue yueonozo mamepuana:
TexHonorust paboTsI ¢ 1) Dransl paboThI ¢ BXOASIMIUMH JOKYMEHTaMHU OK.01. OK.02
BXOISIINMH, HCXOIAIIUMHU | 2) Otanbl pabOThI ¢ UCXOISIIUMH TOKYMEHTAMU 2 OK' 0 4’ HK'l 1’
U BHYTPCHHUMU 3) Otanbl paboThl C BHYTPEHHUMH JTOKYMEHTaMH T
JIOKyMEHTaMu 4) Perucrpanus 1 KOHTPOJIb UCTIOJHEHHSI TOKYMEHTOB
Tema 2.3 Ilpakmuueckoe 3anamue: OK.01. OK.02
Texnomorust peructpamuu | 1) OdopmiieHne )XypHAIOB PETUCTPALIMH BXOAIINX, UCXOISIINX JOKYMEHTOB 2 OK' 0 4’ HK'l 1’
2) Benenue cipaBoyHO-MH()OPMAITMOHHON PabOTHI O JOKYMEHTaM T
Tema 2.4 Cooepicanue yueonozo mamepuana:
Howmenxkiarypa nein.. 1) CocraBneHrne HOMEHKIIATyp Jel
Opranuzanus XpaHeHus 2) DopMUPOBAHUE U OTIEPATUBHOE XPaHEHUE JIETT ) OK.01, OK.02,
JIOKYMEHTOB 3) Opranuzanus 3KCiepTu3bl HEHHOCTU JOKYMEHTOB OK.04, IIK.1.1
4) [ToaroroBka ey K apXMBHOMY XPAaHEHUIO
5) ITopsiAOK YHUYTOKEHHUS JOKYMEHTOB
Tema 2.5 Cooepicanue yueonozo mamepuana:
IToHsITHE 37EKTPOHHOTO 1) Ocnosuble nouatusa /0. Buasr 3/10. [IpenmyniecTBa 1 HEAOCTATKU ) OK.01, OK.02,
JIOKYMEHTOO00pOTa 2) OnektpoHHbIe oanucu B 910 OK.04, TIK.1.1
3) Cucrema 31eKTpoHHOTO HoKyMeHToobopoTa (COJ1): dyHkumu, 3anauu, BUABI
Hrorosast KOHTpOIbHAS Ilpakmuueckoe 3anamue:
paborta 1) TectupoBanue mo Kypcy ) OK.01, OK.02,
2) BelnnonnHeHne IpaKTUYECKOro 3a1aHNs OK.04, IIK.1.1
3) [TonBeneHue UTOroB 3a CEMECTP
CamocrosarenbHas padora: | CoctaBUTh KOHCIEKT «O0111e TpeOoBaHus K OJJaHKaM JOKYMEHTOB) 2
CocraButh cxemy «Knaccuduxaius JOKyMEHTOBY 4
CoctaBuTh Tabnuiy «OpraHu3aioHHO-TIPABOBBIE TOKYMEHTBI» 4
Bcero: | 26/10




3. ®OPMbI KOHTPO.JISI H METOIUYECKUE MATEPHUAJIBI,
OIPEJAEJISIIOIINE ITPOILIEAYPHI OIEHUBAHUS 3HAHUI, YMEHUM,
IMPAKTUYECKOI'O OIIBITA, XAPAKTEPU3YIOIMUX ITAIIbI ®OPMUPOBAHU A
KOMIIETEHIIUI

@®onp orneHouyHbIX cpenctB (nanee — @OC) - KOMIUIEKT METOIUYECKUX M KOHTPOJIBHBIX
MaTepuasoB, HCIOJb3YEMBIX MpPU MNPOBEJCHUH TEKYIIEro KOHTPOJS OCBOEHUS pPE3yJIbTaTOB
oOydeHus u npomexxyrounoit arrectamuu. @OC mpenHazHayeH IJIs KOHTPOJS U YIpaBIICHUS
MPOIIECCOM TPHOOPETCHHS 00YYaIOMMMUCS HEOOXOAMMBIX 3HAHWW, YMEHUM M KOMIICTCHIIHH,
onpeaeneHHbIXx Bo I'OC (ITpunoxenue Ne 2).

4. YCJIOBHYSA PEAJIM3ALIMHU JUCIIUITJIMHBI

4.1. TpeOGoBaHUsI K MUHIMAJILHOMY MaTepPHAJIbHO-TEXHHYECKOMY 00ecredeHuIo

Peanuzanus nporpaMMel JUCHUIUTMHBI TpeOyeT HATUUUs ayAUTOPUI JIGKLIMOHHOTO THIIA,
aAyIUTOpUN ISl TIPAKTHYECKUX padoT, y4eOHBIX ayAMTOPUH TEKYIIEro KOHTPOIS H
IPOMEXYTOUYHOW aTTECTAIlK; ayJUTOPUHU JJISI CAMOCTOSITEIbHON pabOTHI.

O6opynoBanne y4eOHOro KaOWHeTa: ydeOHas Jocka, pabouee MEeCTO MperojaBaTes,
IIocago04YHbIC MECTa I OGy‘I&IOH.II/IXCH

TexHMueckue cpeacTBa 00YUCHHUs: KOMITBIOTEP, MyJIbTHMEINA TIPOCKTOP HHTEPAKTUBHAS
JI0CKa JIU0O0 HKpaH.

4.2. YueOHO-MeTOANYeCKOEe 1 HH(OPMAIHOHHOE O0ecniedeHue U CIIUTIINHbI

4.2.1. IlepeyeHb OCHOBHOI W JOMOJHHUTEIbLHOW Y4eOHOM JIMTEPATYypPbl, HEOOXOAUMOM IS
OCBOEHUS TUCUMUILINHBI

OcHoBHasi yueOHasi iuTepaTypa:
1. I'pozosa, O. C. Jlenonpon3BOACTBO : yueOHOE MOcoOHe JUIsi CpeaHero npodeccHoHaTbHOTO

obpazoBanusi / O. C. I'pozoBa. — 2-e¢ uzn. — Mocksa : M3parensctBo IOpaiit, 2024. —
131 c. — (Ilpodeccuonanpuoe obpazoBanue). — ISBN 978-5-534-15986-8. — Tekcr :
anekTpoHHBI //  OOpazoBarenbHast miatdopma FOpaiit [caiit]. ¢. 6 — URL:

https://urait.ru/bcode/539523/p.6 (nara obpamenus: 06.06.2024).

2. Kopnees, U. K. JlokyMeHTanImOHHOE OOECIIEYeHUE YIIPaBICHUS | YUCOHUK U MPAKTUKYM IS
CpEIHEro po¢eCCUOHATBHOTO obpazoBanwus / . K. Kopnees, A. B. [Tmenko,
B. A. Mamypues. — 3-e uza., nepepad. u non. — Mocksa : M3natensctBo FOpait, 2024. —
438 c. — (IIpodeccuonanpHoe obOpazoBanme). — ISBN 978-5-534-16002-4. — Texkcr :
aNeKTpoHHBIH // OOpazoBarenbHas 1argpopma FOpait [cait]. c¢. 207 — URL:
https://urait.ru/bcode/539262/p.207 (nara obpamenus: 06.06.2024).

JdonmosiHuTeIbHAS YUeOHAs JIMTEpaTypa:
1. Ilemenkosa, C. . ApxusoBenenue. Mcropus apxuBoB Poccun ¢ qpeBHEWIINX BPEMEH J10
Havyama XX Beka: ydeOHoe mocobwe s cpeaHero mpodeccHoHaTbHOTO 00pa3oBaHUS /

C. . IlemenkoBa ; mox HayuHoi pemakuueit JI. H. Ma3zyp. — Mocksa : M3garenscTBo
Opaiit, 2022. — 153 ¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-10241-
3. — Texkcr : asnektpoHnbi // OOpazoBatenpHas miaatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/495215 (nara obpamienus: 06.06.2024).



2. Kyzuenos, . H. JlokymeHTanmoHHOe oOecreueHue yrpaieHus. J[oKymMeHTOOOOpOT u
JIeNIOTIPOU3BOJICTBO | YUYEOHMK W MPAKTHUKyM JJs  CpeaHero mpogecCHOHATIBLHOTO

obpazoBanusi / U. H. Ky3nenoB. — 4-e u3n., nepepad. u mon. — Mocksa : M3aarenscTBO
IOpaiir, 2024. — 545 c. — (Ilpodeccuonansaoe obpazosanue). — ISBN 978-5-534-16004-
8. — Texkcr : snmextpoHHbIN // OOpasoBarenbHas tiatdopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/537146 (nara obpamienus: 06.06.2024).

4.2.2. Ilepedyenb pecypcoB HHGPOPMALMOHHO-TEJICKOMMYHUKAUIMOHHOH  CeTH
«HTepHeT» (Has€e - ceTh «AHTEpHET»), HEOOXOAUMBIX [IJIf OCBOCHHSI TUCIUNJIMHBI

Ne HaumeHoBaHue 3JIEKTPOHHOI OMOJIMOTEYHON CHCTEMBI
1. Horosop Ha noctyn k 9bC ZNANIUM.COM wmexny YYHuT B nune aupexkropa CO
YYHuT u OO0 «3nannym»Ne 1151-36¢ ot 11.07.2023
2. Horosop Ha aoctyn k 9bC ZNANIUM.COM wmexnay YYHuT B nuie nupexropa CO

YVYHuT u OO0 «3uannym»Ne 223/801 ot 23.08.2023 (mpemocTaBieHHE IOCTYyNa K
koJutekiuu DDV «DenepanbHbIil IepeueHb YIeOHNKOB n3narenbcTBa «lIpoBemenney
3. Jloroop Ha moctyn K DBC «9BC FOPAUT» (monnas komnekims) Mesxay YYHuT B
muue aupektopa CO YYHuUT m OO0 «DieKTpoHHOE H31aTeNIbCTBO IOPANT» Ne
1/24-36¢ ot 01.03.2024 1.

4. Horosop Ha noctyn k DBC «YHuBepcuteTckas 6ubamoTeka onnaiia» Mmexay Y YHuT
«Hexcememma» Ne 223-1279 ot 26.09.2023

5. HoroBop Ha npoctyn k OBC «Jlaub» mexny YYHuT u uzmarensctBoM «JIanb» Ne
0OI'3-1033 o1 20.07.2023

6. JloroBop Ha JIOCTYI K 3JIEKTPOHHBIM HM3JaHUAM B cocTaBe 0a3bl maHHBIX «HAYUHAS

OJIEKTPOHHAS BUBJIMOTEKA eLIBRARY.RU» mexny YYHuT u OOO HOb Neo
0OI'3-1696 ot 04.12.2023
7. Horosop Ha B/l nuccepranuit mexay YYHuT u PI'b Ne 223-997 ot 11.07.2023

8. Horosop o moakmouennn Kk HOb u o mpepocraBnennn nocryma Kk oobektam HOB
mexny baml'V B mune qupekropa CO baml'V ¢ ®I'BY «PI'b» Ne 101/HOb/1438-11
ot 11.06.2019

JononuurensHoe cornamenue k goroopy 101/HOB/1438-m ot 11.06.19 r. 00
M3MEHEHUHU CTOPOHBI JOTOBOpPA BCIEJICTBUE pEOpraHu3alii B GopMe NMpUCOeTUHEHUS
mexay YYHuT B muue qupekropa CO YYHuT ¢ ®I'BY «PI'b» 0114.02.2023 .

0. Horosop Ha moctyn k DbC BOOK.ru (moctyn k y4ueOHHMKY: OCHOBBI POCCHUCKOM
rOCyJapCTBEHHOCTH : yuyeOHuk / A. B. Manbko, A. A. Bunkos, B. B. I'ypses [u 1p.] ;
nox pea. A. B. Manbko. — Mocksa : KnoPyc, 2024. — 263 c. — ISBN 978-5-406-
12322-5) mexxny YYHuT B muue nupexkropa CO YYHuT nu OOO «KnoPyc meauna» Ne
75 ot 23.10.2023 1.

4.3.3. Ilepeyenb MHGPOPMANMOHHBIX TEXHOJIOTHH, HCIOJIb3yeMbIX NPH OCYIIECTBJICHUH
o0pa3oBaTeIbHOIO Ipolecca MO0 AUCHMILIMHE, BKJIOYas IepedyeHb MPOrpaMMHOIO
ob0ecrieyeHust 1 MHGOPMAIMOHHBIX CIPABOYHBIX CHCTeM (IIPH HEOOXOAUMOCTH)

HanMeHOBaHNe MPOrpaMMHOT0 odecreyeHust

[TakeT mporpamm Microsoft Office
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Ounast popma 00ydeHus

Ko
N Kanengap
Ne HaunmenoBanue paszaennos HBIE CPOKHU
BO Bun 3anstus JlomanHee 3agaHue
/T U TEM qac | M3YICHIA
(Tutan)
OB
1.
[TousiTue noxymeHra, ero ’ COHTAOPD Texuns Tect «OCHOBHEIE
CBOWCTBa, (QYHKIIUU nousitus [JOY
2. Meroabl
10K I[eHTH OBAHILS CocTaBUTH CXEMY
M P ’ 2 | ceHTsAOph Jlexuus «Knaccuduxarnms
Knaccudukanus JIOKYMCHTOBY
JIOKYMEHTOB
3. PexBU3UTHI TOKYMEHTOB U oAk THICCKOe CocTaBUTh KOHCIIEKT
oO1re mpaBuia ux 2 | ceHTAOpH P SAHSTHE «Oo6mue TpeboBaHUS K
odopmiieHus OJlaHKaM TOKYMEHTOB)
4. YHUGHIMpOBaHHas CocraBuTh TaOIUITY
CUCTEMa OpraHU3aIllMOHHO- [IpakTueckoe
. 2 OKTSIOpb «Opranu3anoHHO-
pacnopsAUTEIbHON 3aHSTHE
MIPABOBBIE TOKYMEHTBI»
JIOKYMEHTAIUU
5 [IpaBuiia opopmieHus
’ . [IpakTnueckoe
pacnopsiAUTEeNbHON 2 OKTSIOpb P SAHSTHE [ToBTOPUTH KOHCIIEKT
JOKYMEHTAI1
6. [TpaBuna opopmieHus
MH()OPMaMOHHO- [IpakTnueckoe
Gop w 2 OKTS0pb P [TOBTOpUTH KOHCTIEKT
CIpaBOYHOMU 3aHATHE
JOKYMEHTAII1
7.
[IpakTrueckoe
KonTpomnbHas pabota 2 OKTSIOpb SAHSTIC
8. CrHCTeMA i THIOBAS Tect «Cucrema n
TeXHONOMS TUIIOBAsI TEXHOJIOTHS
2 HOSIOPb Jlexusa JIOKYMEHTAllHOHHOTO
JOKYMEHTAIlMOHHOTO 0BCCIICTCHIS
o0ecrieueHus yrpaBIeHUS T
9. Texnonorust paboTsl ¢
BXOSIIMMH, UCXOASIIUMHI
S ’ ade 2 HOSIOPb Jlexuus [TOBTOpUTH KOHCTIEKT
U BHYTPEHHUMU
JIOKYMEHTaMU
10.
[Ipaktnueckoe | Tect «KoHTposib 1
TexHomorus peructpauuu | 2 HOSIOpB SaHSTHC perHCTpaIIY
1. Howmenxkiarypa gen..
Opranuzanyst XpaHeHUs 2 HOSIOPB Jlekuus [TOBTOpUTH KOHCTIEKT
JIOKYMEHTOB
12. [ToHsiTHE BEKTPOHHOTO
2 nexkabpb Jlexusa [TOBTOpUTH KOHCTIEKT
JOKYMEHT000O0poTa
13.
3 Hrtorosas KOHTpoOJIbHAS ) eKabpb [IpakTrueckoe
paborta p 3aHATHE
Bcero yacos 26
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I ITactiopT (pOHI0B OLEHOYHBIX CPEACTB
1. O0aacTh NPUMEHEHUs
®onp oneHouHbIX cpeacTB (POC) npenHazHadyeH ISl IPOBEPKH Pe3yNIbTaTOB OCBOEHUS
JUCHUIUIMHBL JIOKyMEeHTallMOHHOE OOecrieueHue yrpaBieHUs], BXOJSAIIEH B COCTaB MPOrpamMMbl
IOJArOTOBKU CHELUAIINCTOB CpeAHero 3BeHa 1o cnenuansHoctd 38.02.07 bankoBckoe neno.
PaGora oOyuyamommuxcsi BO B3auMOAEWCTBMM ¢ MmpemoaaBaregeM 26, Ha
camocTosTeNnbHy0 padorty 10.
2. O0BbeKTHI OLICHUBAHUS — PE3YJIbTAThI 0CBOCHUS M CUMILIHHBI
@®OC mno3BOJSAET OLEHUTH CIEAYIOIIUE pE3YNbTaThl OCBOCHHUS JAMCLUIIMHBI B
cootBercTBUU ¢ PI'OC cnenmanpHocTr 38.02.07 baHkoBCKoe neno W paboueld mporpamMmoi
JUCITUTLTAHBL:
yMEHHs:
— 0hOpMIIATH JOKYMEHTAIIMIO B COOTBETCTBUU C HOPMATUBHOM 0a30i, HCTIONB3Ys
MH(OPMAIMOHHbBIE TEXHOJIOTUH U CPEACTBA OPTTEXHUKU
— HCHOJb30BaTh YHU(MULIHUPOBAHHBIE CUCTEMBI TOKYMEHTALUN
— OCYILECTBJIATh XpaHEHHE, TOUCK TOKYMEHTOB
— HCMOJb30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM
JTOKYMEHTO000pOTE
3HAHHUA:
— OCHOBHBIE MMOHATHS TOKYMEHTAIIUOHHOTO 00eCTIeYeHHs YIIPaBIICHUS
— OCHOBHBIE 3aKOHOJATEeNIbHBIE U HOPMATUBHBIE aKThl B 00JIACTH IOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBieHUs
— IIeJH, 33J]a44 U IPUHLHUIIBL JOKYMEHTAIMOHHOTO 00eCieYeHus yIpaBIeHHUS;
— CHCTEMBbI IOKYMEHTAIIHOHHOTO O0ecTeueHus yrpaBieHUs
— TpeboBaHMS K COCTaBJICHUIO U 0(OPMIICHHUIO Pa3IMYHBIX BHIOB JOKYMEHTOB

BrlenepeuncieHHble yMEHUs, 3HaHUS HAIIpaBlIeHbl Ha (OPMHUPOBAHUE Y 00YUAIOIIUXCS
CIEAYIOUUX 001X M MPOodecCHOHAIBbHBIX KOMIETEHIIMM:

OK 01.Bbibupats crioco0sl pemieHus 3aa4d npodecCHOHAIBHON AeATEIbHOCTH IPUMEHUTEIHEHO
K Pa3JINYHBIM KOHTEKCTaM

OK 02. OcymiecTBiasATh MOKUCK, aHATU3 M WHTEPHpPETAlio WH(POpMAIMU, HEOOXOIUMOMN Is
BBINOJIHEHUS 3a]1a4 IPOPECCUOHATIBHOMN 1EATEIbHOCTH

OK 04. PabGorate B KOJJIEKTHBE W KOMaHIe, 3()()EeKTHBHO B3aMMOEHCTBOBATH C KOJUIETaMH,
PYKOBOJICTBOM, KIIMEHTaMH

IIK 1.1.0cymiecTBasTh pacue€THO-KaCCOBOE OOCITYKMBAHUE KIIMEHTOB

3 ®opMBbI KOHTPOJISI H OLIEHKHU Pe3y/IbTATOB OCBOCHHS JUCIHUIIIHMHBI

KoHTpOo:1b 1 OLIEeHKa pe3yinbTaTOB OCBOEHMSI — 3TO BBISIBICHHUE, U3MEPEHUE U OLICHUBAHUE
3HaHWH, YMEHHH U (popMuUpymmXxcs o0mmx U MpoPeCCHOHAIBHBIX KOMIIETCHIIMA B paMKax
OCBOEHUS AUCLUILINHBL.

B cootBercTBUM ¢ yueOHBIM TaHoM crnenuanbHocTH 38.02.07 bankoBckoe peno,
pabGoueii  mporpamMmoil  aucUUIUIMHBL  JIOKyMEHTalmoHHOE  OOecredyeHue  yInpaBICHHS
peaycMaTpUBaeTCs TEKYIIMHM U IPOMEXKYTOUHBIH KOHTPOJIb PE3Y/IbTaTOB OCBOCHMS.

3.1 ®opMBbI TeKylLIEero KOHTPOJISI

Tekymuit KOHTPOJIb YCIIEBAEMOCTH TPENICTABIIACT COO0M MPOBEPKY YCBOCHUS yueOHOTO
MaTepHaia, perysipHO OCYIIECTBIIEMYIO Ha IPOTSDKEHUH Kypca 00ydeHHUs.

Texymuii KOHTPOJIb PE3yJIbTaTOB OCBOEHUS TUCLMIUIMHBI B COOTBETCTBHM C pabodei
IpOrpaMMOMl M  KaJEHJApPHO-TEMATUYECKUM IUJIAHOM IPOUCXOJUT TPU  HCIOJIb30BAHUU
CIIEYIOMHNX 00s3aTeNbHBIX (HOPM KOHTPOJIS:

—  BBINOJHEHHUE U 3alUTa IPAKTUYECKUX padoT,
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— TPOBEPKA BBIOJHEHUS CAMOCTOSTEIILHON padOThI CTYIEHTOB,

— TpOBEpKa BBINOJIHEHUS KOHTPOJIBHBIX PadoT.

Bo Bpems mpoBeaeHusi y4eOHBIX 3aHSITUN JOTOJHUTEIBHO HCIOJB3YIOTCS CIEIYIOIIHNE
(hOpMBI TEKYIIETO KOHTPOJISl — YCTHBIN OMPOC, TECTUPOBAHUE MO TeMaM OTICIIbHBIX 3aHITHA.

BoinosiHeHHe M 3aIMTA NMPAKTHYECKUX PadoT. [IpakTrdeckue pabOTHI MPOBOIATCS C
LEIbI0 YCBOGHMS W  3aKpEIUICHUs MPAKTUYECKUX YMEHUW U 3HAHWUM, OBJIAJICHUSA
npodeccuoHanbHBIMU KOMIETEHIUAMU. B X0e mpakTHueckoi paboThl CTyAEHTHI TPUOOPETAIOT
YMEHHsI, TPEAYCMOTPEHHBIE pabodeil mporpaMMoil AWCHMIUIUHBL, y4aTcs TPUMEHATH
COBpEeMeHHBIC MH(OPMAITMOHHBIC TEXHOJIOTHH IS TIOUCKA U 00pa0OTKU MPpaBOBOM MH(OpMaITUN
U OpOPMIICHHS FOPUIMYECKUX JIOKYMEHTOB; COCTABIATH PA3IUYHBIC BUIBl FOPUIUICCKHX
JIOKYMEHTOB.

Crucok mpakTHYECKUX padorT:
[TpakTrueckas padota Ne 1. PekBU3UTHI JOKYMEHTOB
[IpakTuueckas padora Ne 2. Opranu3alMOHHO-TIPABOBbIE JOKYMEHTBI
[TpakTrueckas padota Ne 3. [IpaBwiia oopmiteHHs pacTIOPSAUTEIBHON JOKYMEHTAITUN
[IpaxTuueckas padora Ne 4. [IpaBuna opopmieHust HH(HOPMAITMOHHO-CIIPABOYHOM
JIOKYMEHTAIuU
[IpaxkTuueckas padora Ne 5. TeXHOIOTHS perucCTpaIiu

IlpoBepka BBINOJHEHUSI CAMOCTOSITeIbHOM PpadoTel. CamocrosiTenpHas pabdora
HaIpaBlieHA HA CaMOCTOSITEIbHOE OCBOCHHE W 3aKperUieHHEe OOYYAIOUUMUCS MPAKTHYCCKHX
YMEHMH U 3HAHUU, OBNIaZIeHHE MPodecCnOHaTbHBIMU KOMITETEHIIUSIMHU.

CamMocTosTenbHass MOATOTOBKA OOydYalOMUXCS MO  JUCIHUIUIMHE MPEANOIaracT
clenyromye BUIbl U OPMBI pabOTHI:
o Cucremaruueckas mpopaboTKa KOHCIICKTOB 3aHATHI, y4eOHOU JTUTEepaTypPHI.
e OdopmiieHrEe OTYETOB IO MPAKTUYECKUM padOTaM, U MOJATOTOBKA K X 3aIUTE.

IIpoBepka BBINOJHEHHS] KOHTPOJbHBIX padoT. KoHTpoibHas paboTa MPOBOAUTCS C
LEJIbI0 KOHTPOJISI YCBOCHHBIX YMEHUN U 3HAHUN U TOCIEAYIOUIETr0 aHalln3a TUITHYHBIX OUTHOOK 1
3aTpyaHEHUN OOYyYarOIMXCs B KOHIIE M3YYCHHS TeMbl Wiu paszziena. CoriacHO KalleHAapHO-
TEMaTUYECKOMY IUIaHY JAMCUUIUIMHBI MPETyCMOTPEHO MPOBEACHUE CIEAYIOIUX KOHTPOJIBbHBIX
pabor:
e  KontponpHas padota mo pasneny «JloKyMeHTUPOBAHHUE YIIPABICHYECKON ACATEIHHOCTH

Crnenudukaiy KOHTPOIBHBIX pabOT MpUBEACHBI HIDKE B TaHHOM KoMmruiekte DOC.

CBoaHasi TadimMua mo nmpuMeHnsieMbiM GopMaM U MeTOAaM TEKYLIEro KOHTPOJIS U
OLIEHKH Pe3yJIbTATOB 00yUYeHUsI

Pe3yabTaTnl 00yyeHus @®opMbI U METOAbI KOHTPOJISI M OLEHKH
pe3yJabTaToB 00y4eHHs

OcBOEHHbIE YMEHUSA:

— 0hOpMIIATH TOKYMEHTAIIHUIO B BBITMOJTHEHHE U 3al[UTa MPaKTUYECKUX paboT
COOTBETCTBUHU C HOPMAaTUBHOM 0a30MH, YCTHBIN OITPOC BO BPEMsI 3aHATHUSA

HCIIOJIb3YA I/IHq)OpMaI_II/IOHHBIC TCXHOJIOTMHU U TCCTUPOBAHUC

CPEICTBA OPTTEXHUKHU

— HCIOJB30BaTh YHU(DUIIUPOBAHHbIE
CUCTCMbI JOKYMCHTAIIUN

— OCYILLIECTBJIATH XpaHEHHE, TOUCK
JIOKYMEHTOB

— HCIOJIb30BAaTh TCICKOMMYHUKAIIMOHHBIC
TCXHOJIOTHUHU B 3JICKTPOHHOM
JIOKYMEHTO000pOTE

YcBoeHHDBIE 3HAHMA

— OCHOBHBIC ITOHATHUA JOKYMCHTAIMOHHOI'O yCTHHﬁ OIIPOC BO BPEMS 3aHATHUA
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o0ecrieueHNs yIpaBIeHUS] TECTUPOBAHUE
— OCHOBHBIE 3aKOHOJIaTEIbHbIE U
HOpPMAaTHBHBIE aKThI B 00JIACTH
JOKYMEHTAIIMOHHOTO 00eCTIeYeH M
yIpaBJICHUS

- e, 3a7a4H U TIPHHIHIIB]
JOKYMEHTAIIMOHHOTO 00eCTIeYeH M
yIIpaBJICHUS;

- CHCTEMBI JJOKYMEHTALMOHHOTO
obecrieueHust yrpaBieHU

- TpeOOBaHUS K COCTABICHHUIO U
0(OpMIICHHIO Pa3IUYHBIX BUIOB
JTIOKYMEHTOB

3.2 @opma NpoOMeKYTOYHOM aTTeCTAlMHU

HpOMe)I(yTO‘IHaH arrectalusd 1Mo AOUCHUIUIMHEC — HWTOTOBAass KOHTPOJIbHAA pa60Ta,
crienuKanusi KOTOPOro CoAePKUTCs B JaHHOM Komruiekte POC.

OOyuwaromuecss JOMyCKalOTCA K cJade 3adeTa TMpU BBHIMOJHCHHH BCEX BHJIOB
CaMOCTOSITENIbHOM pabOThl, MPAKTHUECKUX W KOHTPOJIbHBIX PadOT, MPeayCMOTPEHHBIX padoueit
HpOI‘p&MMOfI " KAJICHAApHO-TCMATHYCCKUM IIJIAHOM JUCHUIIJIINHBI.

3aueT MPOBOAMTCS 3a CUET BPEMEHH OTBEIEHHOIO0 Ha W3y4eHHE IUCHUIUIMHBL. [lpu
YCJI0BUHU CBOCBPCMCHHOTO W KAaYCCTBCHHOT'O BBLIITOJHCHUA 06yanOH_II/IMC$I BCEX BUOOB pa60T,
MIPETYCMOTPEHHBIX paboveil mporpaMMOn TUCITUATIITUHBI.

IlepeyeHb BOIPOCOB K MTOT0BOIi KOHTPOJILHOM padoTe

[TonsiTHe MOKyMEHTa, €T0 CBOMCTBA, PYHKIIUU

Metonsl nokymeHTrpoBanus. Kinaccudukanus J0KyMEHTOB

PekBU3UTHI JOKYMEHTOB U 00I1IKEe IpaBuiia X 0POPMIICHUS

YHuuduuupoBaHHas CUCTEMA OpraHU3aAIMOHHO-PACTIOPSTUTEIIEHON TOKYMEHTAIIUN
[IpaBuna opopMieHUs pacCOPAIUTEILHON JOKYMEHTAIINH

[IpaBuna opopminenust HHGOPMAITMOHHO-CITPABOYHOM JOKYMEHTAITUU

CucreMa 1 TUIIOBask TEXHOJIOTHSI TIOKYMEHTALMOHHOTO 00ecIieYeH sl yIpaBIeHuUs
TexHonorust paboThI ¢ BXOASIIUMH, UCXOISIIIUMU U BHYTPCHHUMH JJOKYyMEHTaMHU
. TexHonorus perucrpauuu

10. Homenknatypa nen.. Opranuzanys XpaHeHus: JOKYMEHTOB

11. TToHsITHE DIEKTPOHHOTO JOKYMEHTOO0OpOTa

LNk W -

4 Cucrema oueHuBanus komiuiekta @®OC Tekylmero KOHTPOJsi U MPOMEKYTOYHOM
aTTecTalnuu

[Ipu ornieHMBaHWM KOHTPOJILHOW, MPAKTUYECKOH M CaAMOCTOATEIbHON pabOThl CTyACHTa
YUUTBIBACTCS CEAYyIOIee:

- KQueCTBO BBIMOJIHEHUS TPAKTUUYECKON YacTh padoThI;

- KayecTBO 0(OpMIICHUS OTYETA 110 padoTe;

- KQueCTBO YCTHBIX OTBETOB Ha KOHTPOJIbHBIE BOMPOCH! IIPU 3aIUTE PaOOTHI.

Kaxapiii BU paboThI OIEHUBAETCSI 110 MATH OaThbHOU IIKaJIE.

«5» (OTIMYHO) — 3a TIIyOOKOE€ W MOJTHOE OBJIAJICHHE COJIepKaHUEM y4eOHOro Marepuana,
B KOTOPOM OOYyYaromuiicss CBOOOJHO M YBEPEHHO OPUEHTHPYETCS; 3a YMEHHUE MPAKTHUECKU
PUMEHSTh TEOPETUUECKIE 3HAHMS, BhICKAa3bIBaTh 1 OOOCHOBBIBATh CBOM CyxAeHHs. OueHka «5»
(OTJIMYHO) TIpeIoiaraeT rPaMOTHOE U IOTUYHOE U3JI0KEHUE OTBETA.

«» (xopomio) — eciau OOyYaroIIUiiCs TOJHO OCBOWJI Y4YeOHBIM MaTepual, BIaiceT
HAyYHO-TIOHATHIHBIM ammapaToM, OPHUEHTHPYETCS B M3YYEHHOM MarepHualie, OCO3HaHHO
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IPUMEHSET TeOPETUYECKHE 3HAHUS Ha MPAKTHKE, TPaMOTHO M3JIaraeT OTBET, HO COJAEp)KaHUE U
¢dbopMa 0TBETa UMEIOT OTJEIbHBIE HETOYHOCTH.

«3» (yIOBIETBOPUTEIHHO) — €CIM O0YyJaroImuiicss oOHapy>KUBAeT 3HAHWE U MOHHMMAaHUE
OCHOBHBIX TOJIOKEHUH yueOHOro MaTepuasa, HO H3JIaraeT €ro HEMOJIHO, HEMOCIeI0BaTEIbHO,
JIOMYCKAaeT HETOYHOCTH, B NPUMEHEHHUH TEOPETUYECKUX 3HAaHUHM TpU OTBETE HA MPAKTHUKO-
OpPUEHTUPOBAHHBIE BOIIPOCHL; HE YMEET J0Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYXKACHHUS.

«2»  (HEYyIOBIETBOPUTEIHO) — €ClAM OOydYalolmuiics UWMeeT pPa3pO3HEHHBIE,
OeccucTeMHbIE 3HaHMS, JTOMYCKAeT OIMMOKU B OMpelneleHUH 0a30BbIX MOHITHH, HCKaXKaeT MX
CMBICJT; HE MOXKET MPAKTUYECKU PUMEHSITh TEOPETUUECKUE 3HAHMS.

Tect orieHNBaeTcs Mo MIATH OATbHOM HIKaje CIeAYIONIMM 00pa3oM: CTOMMOCTh KasKI0TO
Bompoca 1 Gamt. 3a mpaBUIBHBIN OTBET CTYAEHT Hojdy4aeT | Oaymt. 3a HEBEpHBIH OTBET WM €T0
OTCYTCTBHE OaJlIbl HE HAUHUCIISIOTCS.

Onenka «5» coorBercTBYeT 86% — 100% npaBUIIBHBIX OTBETOB.

Onenka «4» coorBercTByeT 73% — 85% NpaBUIIBHBIX OTBETOB.

Onenka «3» coorBeTcTBYET 53% — 72% npaBUIBHBIX OTBETOB.

Onenka «2» coorBercTBYeT 0% — 52% NpaBUIIBHBIX OTBETOB.

Kpurepun onieHnBaHus OTBETa MO0 YCTHOMY OIIPOCY.

«5» (OTIMYHO) — 3a TIIyOOKOE U MOJTHOE OBJIAJICHHE COJIepKaHUEM y4eOHOro Marepuana,
B KOTOpPOM OOydarouuiics cCBOOOJHO W YBEPEHHO OpPHUEHTHPYETCS; 3a YMEHHE NPAKTUUYECKU
OPUMEHSTh TEOPETHUECKHE 3HAHUS, BBICKA3bIBaTh M OOOCHOBBIBATH CBOM CYXKJIEHHUS; 3a
IPaMOTHOE U JIOTHYHOE U3JIOKEHHUE OTBETA.

«» (xopomio) — eciau OOyYaroIIUiiCs TIOJHO OCBOWJI Y4YeOHBIM MaTepual, BIaiceT
HAYYHO-TIOHSTUWHBIM ~ammaparoM, OPHUEHTHUPYETCS B M3YYEHHOM Marepuaine, OCO3HaHHO
MPUMEHSIET TEOPETUUYECKHE 3HAHUS Ha MPAKTUKE, TPAMOTHO M3JIaraeT OTBET, HO COJIEep)KaHUE U
¢dopma oTBEeTa UMEIOT OT/ENbHBIE HETOUHOCTH.

«3» (yIOBIETBOPHUTEIHHO) — €CIIM OOYYArOIINICS OOHAPY)KMBAET 3HAHWE W TIOHMMaHHUE
OCHOBHBIX TOJOXKEHUH yueOHOTro MaTepualia, HO M3JaraeT ero HEMoJHO, HEeMOClIeA0BaTeNbHO,
JOTTYCKaeT HETOYHOCTH B IMPUMEHEHMHM TEOPETHMYECKHX 3HAHUI NMPU OTBETE HAa MPAKTHKO-
OpPUEHTHPOBAHHBIE BOIIPOCHI; HE YMEET J10Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYXKICHUSI.

«2»  (HEyIOBIETBOPUTEIBHO) — €CIM OOyYaIOUIIMICI HMEET pa3po3HEHHEIE,
OeccucTeMHBbIe 3HAHUS, JOMYCKAaeT OIMOKH B ONpEIeNeHHH 0a30BBIX MOHATUH, MCKaXaeT UX
CMBICJI; HE MOXKET MPAKTUYECKH MPUMEHATh TEOPETUYECKUE 3HAHUS.

[IpakTuueckas padora Ne 1. PekBU3UTHI JOKYMEHTOB

Ilens paGoTbl: w3yuuTh odopmiieHHe pekBU3UTOB JokyMeHTOB mo «['OCT P 7.0.97-2016.
Hanumonanenbiii cranpapt Poccuiickoit ®enepaunu. CucreMa CTaHAAPTOB IO
uHpopmaruu, OHOIMOTEUHOMY W HW3AaTelbckomy gAemy. OpraHu3armoHHO-
pacniopsauTenbHas JokyMeHTanus. TpeGoBaHus K 0hOpMIICHUIO JOKYMEHTOBY

OcHarienue 3aHsITus
1. TexcTrl 3aaHUN.
2. OO6pa3siubl JOKYMEHTOB.
3. Tetpanp mist mpakTUYECKUX padOT.

N3yunte odopmienune 30-tu  pexBu3uToB AokymeHToB mo «['OCT P 7.0.97-2016.
Hanmonanenenii crangapt Poccuiickoit @enepanuu. Cucrema cTaHIapTOB MO HH(OPMAIIHUH,
OMOIMOTEYHOMY M M3JaTeNbckoMy Aeny. OpraHu3aluOHHO-PACIOPAIUTENIbHAS TOKYMEHTALUA.
TpeboBanust K 0(pOPMIICHUIO TOKYMEHTOB)» U 3aIIOJTHUTH TAOJIHILY:

HanmeHoBaHMe pEeKBU3UTA Ha3na4yenue u onucanue IIpumep odopMmiaeHus
PEKBH3HMTA
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[TpakTrueckas padota Ne 2. Opranu3arimOHHO-TTPaBOBBIC TOKYMEHTHI
Henb paboter: nmpoBectu ananu3 OI1J]
OcHanenue 3aHaTus
1. TekcTbl 3a7aHUM.
2. OO6pa3siibl TOKYMEHTOB.
3. Terpanp Ay MpaKTUIECKUX PabOT.

[Ipoananu3upoBaTh CIEAYIOIIME TOKYMEHTHl W 3aloJHUTh TaOJMIly: yCTaB, IMOJOXKEHHE 00
OpraHu3aIy, NOJIOKEHUE O CTPYKTYPHOM MOJpa3IeIe€HUH, CTPYKTYypa U IITaTHAsI YUCIEHHOCTb,

MTAaTHOC PACTIMCAHUC, MHCTPYKIUS, NOJDKHOCTHASA HHCTPYKIUS, IIpaBHJIA.

AHaJIM3 OPraHu3allMOHHO-NIPABOBOM JOKYMEHTALINH

JdoxymeHT
HaumenoBanue Hasnauenne Obs3aTesibHBIE Pexomenayemasi BU3HMpYeTcH,
JOKYMEHTA PEKBH3UTHI CTPYKTYpa YTBEPKIAETCH UIN
NOANNCHIBAETCS

[TpakTuyeckas padora Ne 3. [IpaBuia opopmieHHs paciopsSAUTENbHON TOKYMEHTAUU
[lens padoTer: ocBouth oopmiienue OPJ]
OcHarenue 3aHsaTus
TekcThl 3agaHui.
OO6pa31pl JOKYMEHTOB.
3. Tetpanp mist mpakTUYECKUX padOT.
3amanue 1
Ucnonb3ys 3aganue 1 cocraButh npukaz Ne 65 k ot 05.03.20 «O mnpemocTaBieHHH
YUYEHHYECKOro  OTIycKa» Ui Kaccupa 3aBopa M.II. MBanooii ¢ 06.03.20 r. 1o
18.03.20 . mpoAoJKUTENBHOCTRIO 13 KajdeHJapHbIX JHEH Ha OCHOBAHUHU CIPaBKHU-BBI30Ba
Ne 5655 o1 01.03.20  r. u anuHoro 3asBieHust kaccupa M.II. MBaHOBOM.
[IpocTaBuTh BU3y coriacoBaHusi Ha4aJibHUKa oTAena kaapoB O.A. CepreeBoid 1 OTMETKY
00 o3HakoMmIiIeHuH ¢ npuka3zoM M.I1.VIBaHOBO¥.

N —
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Nparoxenane 2

OBPAJEI ITPFHEAIA ITO THYHOMY COCTABY

QAQ «JIyas
[TPHEA3
10.03.2009 MNe68

O mprene Ha padoTy

[TPHEASBIBARD:

IMprrezare C M. PasuTeey Ha J0T#HOCTE [TAEHOTO OyxraaTepa mexa Nel ¢
05032009 ¢ oxmagom 10000 (mecare ThIcAw) pyOmefl B Mecdl COMTACHO

SAKTIHEHHOMY TPYA0BOMY KOHTPAKTY.

Ocnoeanne: Tpyaosof zorTparr N2 20 01 05.03.2009

I eHepa IBHEE JHPEETOD O.B.Cugopos
3aMeCTHTENE NP KTOPA TI0 KAapant CM.IMasrosa
HOpHCEOHCYIBT C K. HruaTees
C mprrason osgaxosmena 10.03 2000 C.M. Pazmrroma
3aganue 2. CocTaBuTh MpHUKa3 MO OCHOBHOW NIESTEIBHOCTH.
B HaquO-HpOH3BOZ[CTBeHHOFO O6’be,Z[I/IHeHI/Ie «AFpOHpI/I60p» MMOCTYIIUIIO

Pacnopsikenne Munuctpa ot 28.02.2018 Ne 115 «OO06 ycuineHunm OXpaHbl B TEPHOJ
Mpa3AHUYHBIX THEW.
B cBs3u ¢ atum qupexrop HITO «Arponpubop» (r. Mocksa) N'ankun M.JI. n3pan nmpukas
Ne 245 or 06.03.2018 r.
B pacniopsiiutenbHON YacTH MpHUKa3a TOJDKHBI OBITh 3 MyHKTA!
1. O6 opranuzanuu yOOpPKH TEppUTOPUU OOBEAWMHEHUs 3aBedyromuMm ckiagom  O.H.
HukutuHbIM.
2. O npoBepKe COCTOSHUSA MEKTPONpoBoaAkH daeKkTpukoM O.T.KaponossiM.
3. KoHTposb 3a HCTIOJHEHHWEM BO3JIATaeTCs Ha TJIAaBHOTO HWH)XeHepa oObeauHenus I1.P.
Kapoga.

Kaxnpiii myHkT paccmorpers mo cxeMme «Komy?», «Uto HyxHO crenars?», «/lo
kakoro cpoka?». Hampumep, 3aBemyromemy ckiaagom O.H. HuxkutuHy opraHu3oBaThb
yoopky Teppuropun a0 07.03.2017 r.

[IpocTaBUTH BU3Y IJ1aBHOTO UHXKEHEPA.

[TocTtaBuUTh OTMETKY 00 HCIOJHUTENE: MpHKa3 cocTaBmia cekperapb CoioBbeBa M.M.
tenedon 302-34-56.
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3ananue 3.

Odopmute pacnopspkerre Ne 137 ot 10.01.20  rnaBHOTO HMHXKEeHEpa MOCKOBCKOTO
crankoctpoutesbHoro 3aBojga «Texmam» JI.M. ConnieBa «O Ha3HauY€HUHM  OTBETCTBEHHBIX
3a BBIYCK Ha JIMHUIO aBTOMOOUJIEH B TEXHUYECKH UCIIPABHOM COCTOSTHUN

B pacnopsaurenbHOi yacTy puKasa JOJKHBI OBITh 3 IMMyHKTA:

1) OtBeTcTBeHHBIE 32 OOECIeueHNEe UCIIPABHOTO TEXHUYECKOTO COCTOSHUSI aBTOTPAHCIIOPTHBIX
cpenctB pabotHuku: Bomutenb Bomogma K.E. 3a aBtomoOmibs Volkswagen Passat
Ne A 555 XE u Bomgutens MakcumoB M.B. 3a aBTomo0uis Toyota Celica Ne X 002 HK.

2) OTBeTCTBEHHbIE 3a TMPOBEJAEHUE TOJOBOIO TEXHUYECKOTO OCMOTpa aBTOTPAHCIOPTA
crienuaiaucT otaena odecreueHus Oumun I1.]1.

3) KoHTpoIb 32 UCTIOTTHEHUEM PACTIOPSKEHUS BO3JIOKUTh HA HAYAIbHHUKA OT/IENa O0eCcTieueHus
Myxomoposa b.I1.

CotpyanukoB Bonoauna K.E., MakcumoBa M.B., ®ununa I1./]. Myxomoposa b.I1.
03HAKOMHTBH C PACIIOPSHKCHUEM.

Odpazen pacnopskeHns ¢ NPoAOALHLIM PACTOI0KEHHEM
PEKBHINTOB
HamscHOBANNE NP PR THA
PACHOPAAEHHE
00.00,0000 Ne
Ya
3ArOIOROK K TCRCTY
€ 0w wan «oh»
Koncratupywouas wact.
NPEJUIATAIO (OBAZBIBAKO )
I
Pyxosoarreas npeupusius
MM DOAPILICHCH NN Jlwsnan nodnuce H.O.Davmans
C paciopiacHmne™ OMEaKoMICH
Jloxawocts Jlwwnax nodnucs HOQavwams  Jlarma
Jloxanocts Jheowax nodnucs . HOQavmwana Jlana

[TpakTrueckas padota Ne 4. [IpaBwmiia odopmiieHnst HHGOPMAITMOHHO-CITPABOYHOMN

[lens paboTel: mpuoOpecTH HaBBIKM B cocTaBieHun u odopmienun MCJI, B coctaBieHUn u
0(OPMIICHUH CITYKEOHBIX MUCEM.

OcHarienue 3aHsTus

TekcThl 3agaHnH.
OO0pa31pl JOKYMEHTOB.
3. Terpanp Ijs TpaKTUYECKUX PaboOT.

[Topsimok mpoBeieHUsI 3aHATUS
3anucath B TETpaay IJs MPAKTUYECKUX pabOT TeMY U 1ieTb pabOTHI.
BrImomHUTE 3a71aHKe B TETPAI sl IPAKTHUECKUX padOT COCTaBUTh MPHUKA3 IO OCHOBHOM
NEeSITEIbHOCTH.

N —

N —
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3ananue 1.

CocTtaBUTh CHyXeOHYIO 3alHMCKy OT TEKyledl naTbl, HaNHCAHHYI0 HAYaJIbHUKOM
ropuanueckoro K.H. Kapumossiv, aznpecoBannytro aupektopy npeanpustius OAO "Cnaprak”
Cemenory K.P. K.H. KapumoB coob1raer, o0 TOM, 9TO OTAET HE MOXKET BBITIOJHUTH B CPOK 70 1
HOAOpPS TEKyIIEero rojaa mepeodopMIICHHE JTOTOBOPOB COTPYIHHKOB MPEIANPUSATHS B CBS3U C
MpeKpalieHueM Cpoka JeHCTBUS JIMIIEH3WW Ha makeT mporpamm MS Office, mostomy
HE00XO0IMMO MPOIUTh JMIEH3UIO Ha 3TH NMPOTPaAMMBI.

[Ipunoxenue: cmera pacxoaoB u3 1 cTp. B 3 3K3.

HaunmeHnoBanue cTpyKTypHOTO HanmeHnoBanue JOKHOCTH ajipecara
MOApa3aeiIeHus B paTenbHOM nagexe @amumug U.0.
CJIYKEBHA S 3ATITMCKA

00.00.0000 Noe....
Mecto n3nanus

3aroj0BOK K TEKCTY, B IPEAJIOKHOM MaJIEXKeE,
HauuHaeTcs npeajora O

MamMHONMCHBINA TEKCT AOKIAAHOM 3aMUCKH MevaTaroT yepe3 1,5 mHTepBaia, ¢ KpacHOM
CTpoKH. TeKkcT 3amuCKu COCTOMT W3 JABYX YACTEH: B IIEPBOM ONMCBHIBACTCS CIIOKHUBIIASCS
CUTyallusi, BO BTOPOM H3JIaratoTcsl MpeIIokKEHUs,, IPOChObI, JENaloTCsd KOHKPETHBIE BBIBOJBI.
Ecnu cBenenus, mpuBOAMMBIE B JOKJIAJHOM 3alKMCKE, OTHOCATCA K OINPENECIECHHOW JaTe WU
OTpE3Ky BPEMEHH, TO TO BpeMs BKIIIOUAECTCSI B 3aroJIOBOK. (Hanpumep, B céa3u ¢ uzmenenuem
NPOU3BOOCMEEHHBIX MOWHOCHEN HO08020 000py008aHus 6 nomewenuu Ne . mpouty
Hanpasumsv Cneyuanucma 0 OaibHelue2o YCmpanenusi Henoiadox.)

OdopMIIAIOT IPUITOKEHHUE, €CIIU OHO €CTh, ITOCIIE TEKCTA.
[Ipunoxenne: 1. Ha3zBaHue JOKyMeHTa Ha ... J1. B ... 9K3.
2. Ha3BaHue N1OKyMEHTa Ha ... JI. B ... 9K3.

HawnmenoBanue J0KHOCTH JIMIIA, MIOAIUCH
N.0.®amunus
MTOJIIMHACABIIETO JIOKYMEHT

3ananue 2. CocraBieHue ciyxeOHOro muchbma

I'maBHass menb ciy:)keOHOrO mMHChbMa — MOOYIUTH K JNEWUCTBUIO, YOEIUTh, MOKa3aTh,
Pa3bACHUTb. DTO JIOCTUTAETCS SICHOCTBIO, YETKOCThIO M KPAaTKOCThIO TeKCTa. Cli0Ba OJKHBI
TOYHO OTpaxaTb cMbIci. [IpuBoaumbie (akThl TOMKHBI OBITH OOBEKTHBHBI, 0053aTEIBHO
IIPOBEPEHBI, HU(PPOBBIE JAHHBIE - TOYHBI. TOH MUCbMa 0JIKEH ObITh HEHTpanbHBIM. B nmpakTuke
COBPEMEHHOT'0 JIEJIONPOU3BOICTBA HCHOJB3YIOT clenyromue (HopMbl HU3JI0KEHUS TEKCTa B
NUCbMaX:

- OT TIEPBOTO JIMIIA MHOXKECTBEHHOTO YMCIa («IIPOCHM HANPABUTHY, «HAIIPABIIsEM
Ha pacCMOTPEHHEY);

- OT MEpBOro JIMIAa E€IMHCTBEHHOIO 4YUCIA («CUUTAI0 HEOOXOAMMBIMY», «IIPOILY
BBIJICITUTHY);
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— OT TPETHETO JIUILAa €AUHCTBEHHOTO YHCIIa («YHUBEPCUTET HE BO3PAKAETY).

Pekomenayercss m3berarb B NUChbME KAaTErOPUYECKUX BBIPAKEHUH, UTO JOCTUTACTCS
BBOJHBIMU CIIOBAMU M KOHCTPYKIHUEW: MO-BUAMMOMY, IMO-IIPEKHEMY, KaK H3BECTHO, €CIIU
BO3MOXXHO U T.N. YBa)X€HHUE K aJipecarTy MOMOraloT BbIPa3uTh JeenpuyacTHble 000pOTHI THIIA:
«BHUMATEJIBHO paccMOTpeB Bamm npemioxenus...», « TmarenbHo n3yduB Bamm 3amedaHus... ».
HecMoTpst Ha MHOTOOOpa3ue BOMPOCOB, OTPaKaeMbIX B MUChMax, TP 0OOOCHOBAHUHU JEHCTBUIA
UCTIONIB3YETCSl OTPAaHUYEHHBIM HAa0Op HAYANbHBIX W 3aKIIOYUTEIBHBIX CIIOBOCOYECTAHUU U
BEIpaKeHH: «B mopsake oOmeHa..», «B mopsake uckimodeHus...», «B cBa3m... », «B
COOTBETCTBUMU...» WT.M. [IpHUMHBI MPUHATUS PEHICHUH Takke (OPMYTHUPYIOTCS C MOMOIIBIO
NEeNpPUYACTHBIX ~ O0OPOTOB:  «YUYUTBIBAs»,  «CUMUTas», «IIPUHUMAs BO  BHHUMAaHUE»,
«paccMarpuBas», «PyKOBOJCTBYSCH» HUT.A. TE€KCT MUChbMa 4Yalle BCEr0 COCTOUT W3 BBOAHOU
yacTM U OCHOBHOM. B  BBOIHOI YacTu yKa3bpIBalOTCS NPUYMHBI, BBI3BABIIHE COCTABIICHUE
MUChMa, COMPOBOXKIaEMbIE CChUIKAMH Ha (DaKThI, AaThI, TOKYMEHTH. Bo BTOpOoW 9acTu muchMa
dbopMyIupyeTcs €ro OCHOBHAs Ielb (MpeIoKeHue, OTKa3, Mpockda, rapantus u T.m.). Js
OOJIBIIMHCTBA JICTIOBBIX IMHCEM XapaKTepHa MOBTOPSEMOCTh OJHHX M TeX e 000pOTOB, OCBOUB
KOTOpBIE MOXHO COCTaBUTh TUIOBBIE TEKCTHI pa3NUYHbIX MHceM. Eciau B 3aroioBouHOi 4actu
MMCbMa-0TBETA 3aMOJHEH PeKBU3UT «(CChlIKa HA HOMEP U JaTy BXOSIIETO JOKYMEHTa», TO HE
CJIeTyeT MOBTOPATH CChUIKY Ha JOKYMEHT B TEKCTE MUChMa (3TO TIOXOM TOH).

3ananne
CocraButh ciny)xeOHOE€ THUCAMO Ha OJaHKE MHChbMA C YIJIOBBIM PACIOJ0KEHHEM
peKBI/ISI/ITOB Ha OCHOBaHHUU JAaHHBbIX.

Bapuanr 1

Hupektop 3A0 «Cserou» HO.H.Tpudonor 21.09.2012 r. oTBETHI PYKOBOAUTEIIO
TpeHuHropoi komnanuu «CraptM» BacuneeBy P.IO. r. Tsepp, yn. dageea 12, o
BO3MOXKHOCTH TPOBEJCHHUS TpPEHUWHTa JJs CeKpeTaped pYKOBOAMTENEH CTPYKTYpPHBIX
nonpaszaenenuit kommanuu. Mcnonaurenem B.T. Topomnosoii (Ten. 35 58 11) 6bu10 odopmieHo
nucbMo 3a N 35/01-14, B KOTOpOM OTMEYEHO, YTO OBLIO PACCMOTPEHO MPEMIOKEHHUE TI0
opranu3anuu TpeHuHra «O(ddeKkTrBHAsS KOMMYHHMKAIMS» [UIS CEKpeTaped pyKOBOAMTEIEH
CTPYKTYPHBIX MOApa3/eleHuid KoMrnaHuu. Tak ke coOOUIMIN, YTO aHAJIOTMYHBIM TPEHUHT ObLI
IPOBEJEH A cexkpeTaped komnanuu B 2011r., mo3ToMy opraHu3anyio JaHHOTO MEpPONPUATUS
MOCYUTAIIN HEEIeCO00pa3HOM.

-

3aKpeITOe aKIHOHepHOoe 00mecTeo «CBETOU»
170000, r. Teeps, Borxckad yi., 14,

Ten. 355815, dakc 355816, E-mail: svetoch@intex.ru
OKIIO 03115207 OI'PH 1154800218751

MHH/KIIII 7700182510/772002001

Iupexktop HO.H. TprdOHOB

Bapuanr 2.

Ucnonautenem A. M. MansimeBoii (ten. (8512) 31-13-15) mo mopydenuio aupekropa
OAO «Causx» 1. )K.Ko3zmoa 28.06.2012 N 129/01-15 6bL1 OTHpaBieH OTBET Ha MHCHMO Ha
N189/07-09 ot 21.05.12 renepansaomy aupektopy OAO «Crpoiimuaep» A. I1. Kyapsesy o
cTpoutenbcTBe OMOIMOTEKH. B mucbMe coo0Imanoch, 4TO MPEANPHSITHE COTJIACHO IMPHHSTH
y4acTHe B CTPOMTENIBCTBE 3/IaHMs OMOIMOTEKH 1o anapecy: T. KpacHoropck, ym. I'opskoro, 25,
CTp. 2, MOCTIE 3aKII0YEHUS JOTOBOPA O COTPYIHUYECTBE (AOTOBOp Ha 4 JI. B 2 7K3.).
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OAQO «CBHTAY

145761, Mockorckas o61., r. KpacHoropck, yi. BamHerad, 7,
Temn.: (495) 576-46-76 Dakc: (495) 576-46-77

OKIIO 04579878 OI'PH 0456989044896

HHH/KIIIT 7707067850/771001001

T'en. mapexkrop 1. K. Kozmoe

Bapuant 3

I'en. mupexktop OAO «KPOHBEPK» O.FO. Kproko obpatwics xk mupektopy 3A0
«Pernon-crapt» A. JI. MakcumoBy (yn. Hamerkuna, n. 15 Mocksa, 119708) 06 ydactum B
KOH(EPEeHIIMH, B KOTOPOM TPOCHII Pa3pelInTh OpPraHU3allii MPUHATh y4acTHe B KOH(EPCHIINH,
MOCBSIIIEHHON BOIIPOCaM COKpaIeHUsI JOKyMEHT000opoTa, KoTopast cocroutcst 20.12.2012 rona.
BcenydaenonoxxureabHOroOTBETAPOCHICO00-IUThYyCIOBU ydacTHsIBKOHepeHuu.  [lucemo
obu10 coctaBiieHo ucnoiaHuTenemM A.T. Crynunoit (ten. 167-18-43) u moanucano 23.09.2012r.

3a N 102/03-18

OAO «KPOHBEPK»

JleHHHCKHH 1Ip-T, 120.Mockea, 119162
Tel: (495) 913-11-21.daxkc: (495)913-11-64
OKITIO 7856231,

OI'PH 9876543210086

HH/KIIIT 9654378271/687951234

I'en. gupekTop O.1FO. Kprokoe

KonTposibHbIE BOPOCHI
1. KakoBbl TpeOOBaHUS K COACPKAHUIO U OPOPMIICHHIO MTPUKA30B M0 OCHOBHOM JAEATEIbHOCTH
Y TIPUKA30B 110 JJHYHOMY COCTaBy?
KakoBbl TpeOoBaHUs K COAEPKAHUIO U O(OPMIICHHUIO CITYKEOHBIX 3aITUCOK?
KakoBb! pyHKINN HHOPMAITMOHHO-CITPABOYHBIX TOKYMEHTOB?
KakoBbI (hyHKIIMM OpraHNU3alMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB?
[Tepeuncnure Buapl u HazHaueHue UC/I.

Nk W

[IpakTuyeckas padota Ne 5. TeXHOJIOTHS pETUCTPALIHH.

[{enb paboOThI: HAYYUTCS] PETUCTPUPOBATH BXOJAIINE U UCXOSAIINE JOKYMEHTBI
OcHarienue 3aHsITus

[{ens pa®oThI: OCYIIECTBISITE 00PAOOTKY BXOJISIINX, UCXOSAIIUX TOKYMEHTOB.

OcHanienue 3aHATHSA
1. Tekcr 3anaHus.
TeTpanpb 1715 TpaKTUYECKUX PabOT, TMHEHWKA, MPOCTOW KapaH/IaIll.

ITopsinok npoBeeHust 3aHATUSA
3amucarhb B TETpaau AJs MPAKTHUECKUX padOT TeMy U IeNlb PaOOTHI.
. B rerpaap mid npakTuyeckux pabOT HAYEPTUTh U 3aMOJTHUTh TAOIUIy 3aJaHus 1.
3. B Terpanap s npakTU4ecKUX paboT HAYEPTUTH M 3alOJIHUTH TaOIUIly 3a0aHus 2.

N —

3aganue 1.
BrITIOTHUTE perucTpamuio MpeaioKeHHBIX BXOIAIIUX TOKYMEHTOB.
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KypHaa perucTpanum nocrynamuei 10KyMeHTaluu

Perncr Hara ABTO Kpartkoe Cpok pum
pauuoH p p Hcnoan P OtMerka 00 | Home P
N MOCTYNl | OTHPAaB | COMEepP:KaH HCITOJTHEH eYanu
HbIH HUTEJIb HCNOJIHEHUH | P JIesa
JEeHnA HTEJIb e us e
HOMep
1 2 3 4 5 6 7 8 9

1

2)

3)

4)

21.04.20...r. u3 OO0 «KnuH» NOCTYNMIIO MUCHEMO C IPEUIOKEHUEM O 3aKIOYEHUH 1I0T0BOpa
Ha MOCTaBKy MeTajljia B Hauvane Mae. Mcnonnutenem HazHaumim meHemkepa Cokonoa E.1O.
[Tocne ucnomHeHUs: MUCHMO OTIIPaBUTH B neno 04-12/102.

05.05.20... r. or mupektopa 3AO «bank-MKb» H.B. PazymoBckoi#i ObUIO mpHCIaHO MHCHMO
C 1pock0OM O HampaBIeHHM BBITUCKM MO pacdyeTHoMy cuery kimeHta OOO
«XoyMmcrpoimMoHTax». byxrantepy Muponosoit K.M. HE00OX0IUMO BBIMOJIHUTE 3aJaHUE JI0
12 mas. ITocne ucronHeHust NUcbMo OTIIpaBuTh B neno 04-12/105.

Ot renepanpHoro nupekropa 3A0O «Arar» 3yeBa K.K. 12.05.20... r. mocTynuio NucbMoO K
mupekropy Tpudonoy FO.B. MockoBckoro npeacraButensctBa Gpupmsl Tokyo Boeki Ltd B
CBS3W C TOJTOTOBKOM CTPOMTENBCTBA MycoporiepepabdarbiBaromero 3aBoga. 3A0 «Arary
IOPOCUT COOOIIMTH XapaKTEPUCTUKU 3KOJOTMYECKH Oe30MacHOro 3aBoja Mo mnepepadoTke
Mycopa. OtBeTHOE MUChMO 10 22.05.20.. T. T0JDKEH MOATOTOBUTH TJIaBHBIN TEXHOJIOT (PUPMBI
Tokyo Boeki Ltd Tapacenko B.U. [Tocie nucnonaHenus nucbMo oTIpaBuTh B aeno 04-12/105.
I'enepanbubiit nupektop 3A0 «Jlya» Edumon C.JI. obGpatuics ¢ muceMom ot 27.06.20.. r. K
rerepanbHoMy aupektopy 3A0 HIIO «IIporpecc» mpodeccopy IlepoBy HO.H. I'ocnogun
Edumon C.JI. oOpatwmics ¢ mpoch00i OpraHu30BaTh KOHCYIbTAIMU ISl crieluaincToB 3A0
«JIya» 5 urons 20.. roga. OTBeT Ha NMUCHbMO NOATOTOBMII Beayuil unxenep Ceperuna JLIL
[Tocne ucmoaHEeHUs MUCHMO OTHPaBUThL B Aeno 04-12/105.

3aganue 2.
BrImonHuTe perucTpanuio npeioKeHHBIX HCXOIAIINX JOKYMEHTOB I10 ClIeayotei hopMme:

KypHaJu perucrpanum ucxoasinieid KOppecnoHAeH U

aTa
Pern erfa anu
CTpauuo p pau Bun Kpartkoe Bun
" Anpeca HUcnonnuren IIpumeyanu
H AOKYMEHT co/lepKaHu OTHPaBK
. | HCXoaser T b e
HBII N a e "
HOMep
JOKYMEHTA
1 2 3 4 5 6 7 8

1 HOAOps Tekymiero roga MeHekepoM 3yeBbiM O.T.0bUTO OTHpaBICHO 3aKa3HOE MHCHMO Ne

3989 B 000 «Dko»c ykazaHUEM U3MEHEHHSI CPOKOB OTIPY3KH 000PYI0BaAHUS

15 ampens Texymero roga opuctoM PspkoBeiM I1.K. Obiia otmpaBiena B OAO «TpyBop»

3akazHas Oanzeponb Ne 123, comepikammasi MUChbMO O HAMPABICHWH MPOEKTa JOTOBOpa C

IIPWJIOKEHUSIMU Ha COIJIACOBAHUE.

3 HOsOps Tekymiero roga mMenemkepoM 3yeBbiM O.T. ObuT oTmpasieH moroop ¢gupme 000

«9KO» Ha TIOCTaBKy TpyO. JloroBop ObLI OTIpaBIEH KyphEPOM.

5 aBrycra Tekymiero rojga meHemkepom JIeikoBeiM C.C. B OAO «Omck DHepro» mo ¢akcy
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OBLIO OTHPABJICHO MUCbMO C HAIIOMUHAHHUEM O NPCACTOANHNX ICPEroBOpax AUPCKTOPOB.

5. 000 «3Bomumii» ¢ OmaromapHocThio mpuHsuio mpemnokernrne 3A0 BI[ «CokombHUKH» 00
yuacTuu B MexayHapoaHo#l BeicTaBke «/lepeBsHHOe nomocTtpoenue» ¢ 21 mo 30 HosOps
TEKYILIEro rofja U HapaBUJIO KATAJIOT CBOEH MPOAYKIHH C TEXHUYECKUMH XapaKTEPUCTUKAMHU
TUTIOBBIX JIEPEBSHHBIX TOMOB. KaTamor moAroToBuiI Ha4albHUK OTHENa MapkeTHHTra bobposa
T.O. u oTnipaBu 3aka3HbIM MUCbMOM No 23,

6. HaiiTu JOKyMEHTBI CPOK UCIIOJIHEHHS], KOTOPBIX UCTEK, MPOAHATU3UPOBATH UCIIOJIHEHHE 3TUX
TOoKyMeHTOB. BoiscHuTh @O ucnoignuTened, KOTopble HE BBIIOJIHUIIN 3a1aHUS B CPOK.

7. HaiTu 1OKyMEHTBI CPOK MCIIOJHEHHUS, KOTOPBIX 3aKaHYMBACTCS TEKYLIUM JHEM.

8. HaiiTu 1OKyMEHTBI CPOK MCIOJHEHHU, KOTOPBIX 3aKaHYMBAECTCS Yepe3 HENEIIO.

KonTpoJibHbIE BONPOCHI

1. B dem 3axirodaroTcs ENH U 3a/1a49¥ CITYXKObI JIeTOTPON3BOACTBA?

2. B uem 3akmrouarorcs QyHKIIUU CITYXO eTOTPOU3BOICTBA?

3. B uewm 3akiouaroTcs OCHOBHBIE (DYHKIIMH PETUCTPALUU JOKYMEHTOB?

Tect «OcHoBHBIE NoHsITHS [IOY»
1 Bapuant
1) JlokyMeHT WIN KOMILIEKC JOKYMEHTOB JTO ...
a) TpeaAMeT JOKYMCHTOBE/ICHHUS;
0) OOBEKT JOKYMCHTOBEICHUS;
B) JTOKYMEHTOBEICHHE.
2) UYrto oTHOCUTCH K CBOIiCTBAM JOKYMEHTA:
a) (YHKIHMOHAIBHOCTH HH(POPMALIUH;
0) TOXIECTBEHHOCTH CaMOMYy ce0e;
B) 3aBEPIICHHOCTH COOOIICHHUS.

3) Kakasa ¢pyHKIHMS OTHOCHTCS K ClIeNHAIBHBIM (GYHKIHMAM JOKyMeHTa?

a) YIOpSIOYHBAIOIIAS;
0) ympaBieHUECKAS;
B) HMH(OpMAIMOHHASI.

4) ... — [OKYMEHTBI, OTpa)kaoliMe Ppe3yJbTaT CTPOUTEJbHOT0 ¥  TEXHOJOTHYECKOI0
NPOEKTHPOBAHHUS, KOHCTPYHPOBAHHUS, WHKEHEPHbIX W3bICKAHWIi W JApyrux pador 1o
CTPOMTEJIbCTBY 3AaHHH M COOPY:KEHMil W H3rOTOBJICHHIO W3/1eJIMil MPOMBIIIIEHHOTO
MPOM3BOJCTBA.

a) TEXHHYECKUE TOKYMEHTHI;

0) (OTOIOKYMEHTHI;

B) KHHOJOKYMECHTHI;

r) (OHOIOKYMEHTHI;

1) JTOKYMEHTHI Ha MalllTMHHOM HOCHTEJIE.

5) ... — 10KYMEHTBI, CO3JaHHbIE C HCIOJIb30BAHMEM HOCHTeJIel M crnocod 3amucu, ofecreqnBaIOLINX
0TpadoTKY NX MH(OPMALINMH ITeKTPOHHO-BBIYHCIHTETbHON MALIIHHOM.
a) TEXHHYECKUE TOKYMEHTHI;

0) (OTOIOKYMEHTHI;
B) KHHOJOKYMECHTHI;
r) (OHOIOKYMEHTHI;
1) JTOKYMEHTHI Ha MallTMHHOM HOCHTEJIE.
6) JlokymeHT, BOCHPOU3BOASIIIUI HHPOPMALHIO IPYTOro JOKYMEHTA U BCe €r0 BHEIIHHEe IPU3HAKH
a) BTOPUYHBIIA;
0) BU3YyaJIbHBIN;
B) KOTMHS.
7) CorjacHo KJaccH(PUKALUU JOKYMEHTOB IO YPOBHIO 00001meHHsi WHGOpManHMH PpPa3inyaoT

AOKYMEHTBI:
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a) TEepBUYHBIC U BTOPUYHBIE,

0) TEKCTOBBIC U HETCKCTOBBIC JOKYMCHTEHI;

B) JOKYMEHTHI Ha €CTECTBCHHOI M NCKYCCTBEHHOM MaTepHUaIbHON OCHOBE,
r) TEPUOANYECKUE U HEMIEPUOINICCKUE JOKYMEHTHI.

8)

Bpinucka —

a) 9TO MepBHI (WM IUHUIHBIN ) SK3EMIUTAP TOKYMEHTa, 001aIafoni IOPUINICCKON CHIION;

0) Komus dYacTH JOKYMEHTa, BOCIPOM3BOJSAIIAS TOJMHBIH TEKCT PEHICHHs IO ONpeACcICHHOMY
BOIIPOCY.

B) 9TO0 Komnus OPHUIIHATHFHOTO JIOKYMEHTA, UMEIOINAsl FOPUINIECKYIO CHITY MOJUIMHHHKA.

9

TecHasi B3aUMOCBSI3b JJIEMEHTOB JIOKYMEHTa, 00ecneYnBalIasi ero IeJIOCTHOCTL H
TOKIEeCTBEHHOCTh CAaMOMY cefe — 3T

a) arpuOyTHBHOCTE;

0) (YHKIMOHAIBHOCTB;

B) CTPYKTYpPHOCTb.

10) ConocTraBbTe JOKYMEHT M HanOo0JIee XapaKTePHYIO 1JIsl Hero (PyHKIHIO

1) z2eoonuueckan a) HayuHas cmamos
2) memopuanvnas b) cnpasounux
3) mno3nasamenvhasn C) peKnamuulii OyKiem

Tect «OcHoBHBIE NoHsITHS [TOY»

2 BapuaHT

1)

KakuM cBOHCTBOM MOKHO OXapaKTepH30BaTh HAJU4YMe Yy JTOKYMEHTa HeOThbeMJIeMbIX
cJiaraeMbIx, 0€3 KOTOPbIX OH CylIeCTBOBATH HEe MOKeT?

a) aTrpuOyTHUBHOCTH;

b) BemEeCTBEHHOCTD;

C) CTPYKTYPHOCTb.

2)

Kakas pyHkumnsi oTHOCHTCH K 001IMM (PyHKUMAM JOKYMeHTa?
a) OOILIEeKyIbTYpHAs;

b) wuHpOpManMOHHAas;

C) INpaBoBasl.

3)

... - J€HCTBHE MJIH COBOKYNHOCTDH JAeHCTBUIl, NPUMEHsAeMbIX NMPH 3anucu MHPOpMAIUHN
HA MaTepUAJTbHOM HOCHUTEJIE.

a) MeToJ TOKyMEHTHPOBAHUS,

b) crnocod TOKYMEHTHPOBaHUS;

C) CpeACTBO JOKYMEHTHUPOBAHUS.

4)

... — H300pa3uTeIbHbIE JOKYMEHTBI, CO3aHHbIE POTOrpaduIecKHM CIIOCOOOM.
a) TEXHUYECKHE JOKYMCHTHI,

b) (QOTOIOKYMEHTHI;

C) KHHOJIOKYMEHTHI;

d) ¢oHOIOKYMEHTHI;

€) JOKYMEHTHI Ha MAaITHHHOM HOCHTEJIE.

5) ComnocraBbTe JOKYMEHT M Han0oJiee XapaKTePHYIO I Hero GyHKIHIo
1) gyukuusa yuema a) yuedHnasn eedomocmop
2) npaeosas Qpynkuus b) npukas
3) ympasnenueckas ¢) 00z2060p
6) JloxkymeHnT, copepxkammii WHQOpManUI0, He MNPeJHAZHAYEHHYH JUIA IIMPOKOIo
pacnpocTpaHeHus

a) HEeONyOJIMKOBAHHBIN;
b) HemyOJIUKYEeMBbIii;
C) HENepuoaANYECKHil.

7

CorinacHo kjgaccupukanuum [JOKYMEHTOB M0 KAaHAJAY BOCHPHUATHA WH(POpMAIUN
pa3auy4aoT ...
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a) TEKCTOBbIEC U HETEKCTOBBIE IOKYMEHTHI;
b) BHU3yabHBIN, TAKTWJIBHBIN, ayTHaTIbHBIN, AyTHOBU3YaTIbHBIH;
C) NEepUOJUYECKHE U HETIEPUOANYECKUE JOKYMEHTBHI.

8) BTopMYHBIi JOKYMEHT — 3TO
a) JOKYMEHT COJIEPKUT WH(MOPMAIUIO, KOTOpas SBIACTCS U3JIOKEHUEM (OMUCAHUEM)
pE3yNbTaTOB U3YYCHUS, HCCIIECOBAHMS, Pa3pa0O0TOK U T.1I.
b) HOKYMEHT siBIIsieTCs Pe3yJbTaTOM aHAIUTUKO-CUHTETHYECKON MmepepaboTKu OJJHOTO WU
HECKOJIbKHUX MEePBUYHBIX JTOKYMEHTOB.
9) IlpexHa3Ha4YeHHOCTH JOKYMEHTA ISl epeaadyn HH(OPMAIUN B IPOCTPAHCTBE U
BpPEMEHH - 3TO
a) aTpuOyTUBHOCTB;
b) (GYHKIIMOHATBLHOCTS;
C) CTPYKTYPHOCTb.

10) Kinaccngukanusi JOKyMEeHTOB HA PYKONMCHbIE, IeYaTHbIe, MeXaHNYeCKHe, MATHUTHBIE,
doTorpadpuyeckune, onTuyeckKue, JazepHble ABJAsgeTCH Kiaccupukamuen ...
a) 0 croco0y TOKYMEHTHPOBAHUS
b) 1o cTeneHu uxX paclpoCTPaHEHHOCTH
C) M0 KaHaJy BOCHPUATHUS MHPOpPMAITUN

Tect «Perncrpanust 1 KOHTPOJIb UCIIOJTHEHHUSI IOKYMEHTOB)

Bapmuanr 1

1) VYxkaxure, kakas ¢popMma padoThbl ¢ JOKYMEHTAMH NPUHATA HA NPEANPHUSITHH, €CJIH
BBINOJTHEHHE BCeX TEXHOJIOTHYeCKHX oNepanuii no padore ¢ J0KyMeHTaMHu
BBINOJTHSIETCH O/THUM CHENHMATN3HPOBAHHBIM CTPYKTYPHBIM NOAPa3ieJIeHueM HJIH
cekperapem?

a) UEHTpaJIN30BaHHAas,
0) JereHTpaaIu30BaHHAS;
B) MapajuienbHasl.

2) K rexnojiorum JJOY He oTHOCHTCSI:
a) TEXHOJIOTUU 00PaOOTKHM MOCTYMAIINUX M OTIPABISAEMBIX JOKYMEHTOB;
0) TEXHOJIOTHUH Iepeavn TOKYMEHTHON HH(OPMAITUH KOHEYHOMY T0JIb30BATEINIO;
B) TEXHOJIOTUU BBEJCHUS JOKYMEHTOB B MH()OPMAIIMOHHYIO 0a3y TaHHBIX OpraHU3aIUy;
T') TEXHOJIOTHS co3AaHus JokyMeHTa B MS Word;
J1) TEXHOJOTWU 00pabOTKU TOKYMEHTHON MH(OPMAIIMHN U HAKOIIJICHUS JOKYMEHTOB;
€) TEXHOJIOTUU XPaHEHUs U UCIOJIb30BAHUS OT/IEIbHBIX JIOKATbHBIX IPYIH TOKYMEHTOB.

3) Ilo HampaBJ/IeHHIO ABH:KE€HHS BbIIEJISIOT JOKYMEHTONMOTOKH:
a) BHYTPEHHHH TOKYMEHTOMNOTOK;
0) TOPU3OHTATBHBIN JOKYMEHTOIIOTOK;
B) BXOZSIIMNA JOKYMEHTOIOTOK;
I) BEpPTUKAIbHBIA JOKYMEHTOMOTOK;
J1) UCXOSIINNA JOKYMEHTOIOTOK.

4) JlokyMeHTBI U3 BBILIECTOSIIINX, MOBEIOMCTBEHHBIX OpPraHu3anuii U o0pameHus
rpakaaH OTHOCATCH K
a) BXOJSIIEMY JOKYMEHTOIOTOKY;
0) ucxonAIeMy JTOKYMEHTOIIOTOKY;
B) BHYTPEHHEMY JOKYMEHTOIOTOKY.

5) OcHoBHas neab cay:xk0b1 JOY
a) OCYILIECTBUTH B IIOJHOW Mepe BCce NEHCTBUS 0 MaTEPUaIbHO-TEXHUUECKOMY
00€CTIeUeHNIO JIeITeIbHOCTH OpraHu3aIliy;
0) OCYIIECTBUTH B ITOJIHOW Mepe BCe JeHCTBUS MO JOKYMEHTAIIHOHHOMY 00eCeueHUI0
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JeATEIbHOCTH OpraHu3alkH;
B) OCYIIECTBUTH B ITOJIHOW Mepe Bce JecTBUS 0 HHPOPMALMOHHOMY 00€CIIeYeHUI0
JeATEIbHOCTH OPraHU3aLHH.

6) JlenenrpagnsoBaHHas ¢opMa opranuzanuu padotsl ciay:x0s1 JOY npeamoJaraer
a) BBINOJHEHUE BCEX TEXHOJIOTUYECKHX Oleparuii no pabore ¢ JOKYMEHTaMU OJHUM
CIELHATU3UPOBAHHBIM CTPYKTYPHBIM MOAPA3AEICHUEM UIH CEKPETAPEM.
0) BBINOJIHEHUE YACTH ONEPaLUil IIEHTPATIBHOM CITyX00i1 1eI0MpOU3BOCTBA, U YaCTH
olrepanuil - B CTPYKTYPHBIX ITOAPa3AcIICHUsX.
B) CO3JaHUE COOCTBEHHOH JEIONPON3BOICTBEHHOM CITYKOBI B KaX/I0M CTPYKTYPHOM
NOJIPa3JCJICHUN OJTHOW OpraHU3aluu.

7) K texnonormyeckoi pynknmuu cayx0b1 JJOY ciaenyer oTHecTH:
a) PETUCTPALMIO BXOJAIIMX, HCXOASIIMX U BHYTPEHHHUX JTIOKYMEHTOB;
0) opraHM3alrIo COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOICTBOM
OpraHu3aluy;
B) KOHTPOJIb 32 CPOKAMHU HUCIIOJHEHUS JTOKYMEHTOB;
I') NPOBEJCHHME HKCHEPTH3bl HAYYHOH M NPAKTUYECKON IIEHHOCTHU IOKYMEHTOB.

8) K xonTpouabHoi pyHkuuu ciay:xob1 JJOY ciaenyer oTHecTH:
a) PpEerucTpanuio BXOJAIINX, HCXOASIIUX U BHYTPEHHUX JOKYMEHTOB;
0) OpraHM3aIHI0 COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOJCTBOM
OpraHH3aIuy;
B) KOHTPOJIb 32 CPOKAMH UCTIOTHEHUS JOKYMEHTOB;
I') NOPOBEJCHHE SKCIEPTU3bl HAYUYHOI U MPAKTUYECKON IEHHOCTH JOKYMEHTOB.

9) PeryaupoBaHue X012 HCIOJHEHHUS TOKYMEHTOB, IPOX0KICHHA H UCIOJHEHUS
JOKYMEHTOB B YCTAHOBJIEHHBIi CPOK OTHOCHTCSH K ...
a) K TexHosiorndeckoi Gpynkiuu ciayx0sr 10V,
0) Kk opraHm3anoHHON GyHKIMHU cay)ObI IOV
B) K KOHTpOJIbHOW (pyHKIMHU ciyx051 JJOVY;
r) K mertonuuyeckor GyHkmuu ciryxos JIOVY.

10).... — 310 pukcanusa GpakrTa co3TaHUS WM NOCTYIICHUS JOKYMEHTA IyTeM
NMPOCTABJIEHHS HA HeM AaThl H PerHCTPALIMOHHOI0 MH/IEKCA € MOCIeyI0IHM
BHeCEeHHEM He0OXO0AMMBIX CBeJleHMIl 0 IOKYMeHTe B PericTPAllHOHHYIO 0a3y TaHHBIX.
a) KOHTpOJIb,

0) peructpanms;
B) TIEPCUCHb.

11) YcaoBHOe 0003HAYEeHUE TOKYMEHTA, IPUCBaBaeMoe eMy NPH perucTpamnuu,
Ha3bIBaeTcH ...
a) PermcrpanuoHHBIN MHIEKC;
6) IlopsaxoBblii HOMep;
B) Y4YeTHBIN UHJIEKC.

12) IIpenBapuTe/ibHOE pacCMOTPEeHHE JOKYMEHTOB B ciyxbe IOY nogpasnensiercs: Ha
a) BaXHBIC M HEBAXKHBIC,
0) cpodHbIe U HECPOUHBIE,
B) IS 0053aTEIBHOTO PACCMOTPEHHS PYKOBOACTBOM M HE TPEOYIOIIHE PE30JTIOIINHI
PYKOBOJICTBA U HAaNpaBJIsieMble Cpa3y B CTPYKTYPHBIE MOPA3IeIICHUS] HCTIOTHUTEIISIM.

13) I''1aBHOe HA3HAYEHUE PEerUCTPALUM
a) NpuaHue JOKYMEHTY IOpPUINYECKON CUIIBI,
0) HampaBJeHHE JOKYMEHTa PYKOBOIUTEIIO;
B) TOATBEpKIACHHE (PaKTa ero CO3MaHMs WU TOCTYIIICHUS;
I') BBOJ JOKyMEHTa B HH(OOPMAIMOHHYIO 0a3y OpraHU3allliH.

14) IlocTynawomme J10KyMEHTbI PErHCTPUPYIOTCH
a) B JIEHb MTOCTYIJICHUS,
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0) B JIeHb MOAMMCAHUS WUJIH YTBEPKICHUSI.

15) ®opmbl perncTpanu J0KyMEeHTOB MOI'YT OBITH
a) KypHaJbHasil,
0) anpOOMHas
B) KapTOYHas;
r) OJIOKHOTHas;
1) aBTOMAaTHU3WpOBaHHAas AIekTpoHHas (Ha [[9BM).

Tect ((PeFI/ICTpaIII/Iﬂ 1N KOHTPOJb UCITOJHCHUA TOKYMECHTOB)

Bapmuanr 2

1) ....3To IBM:KeHHE JTOKYMEHTOB B OPraHHM3aI[U¥ C MOMEHTA UX CO3aHUA HJIH
MOJIy4eHHs 10 3aBepleHHs] NCIIOJHEHUS] HJIU OTIPaBJICHUS.
a) perucrpauus;
0) cucreMa JOKyMEHTAIIUH;
B) JIOKYMEHTOOOOPOT.

2) K rexnojiorum JJOY He oTHOCHTCSI:
a) TEXHOJIOTUU 00pabOTKH MOCTYMAIOIIUX U OTIPABISIEMbIX JOKYMEHTOB;
0) TEXHOJIOTHSI CO3/IaHMsI TAOJUYHOTO IOKYMEHTA;

B) TEXHOJIOTHH Iepeauu JOKyMEHTHON HH(OpMaIIK KOHEYHOMY I10JIb30BaTEIIO;

I) TEXHOJIOTHH BBEJEHUS JOKYMEHTOB B MH()OPMAIMOHHYIO 0a3y TaHHBIX
OpTraHH3aIny;

1) TEXHOJIOTMH 00pabOTKH TOKYMEHTHON MH(GOpPMAIIMK U HAKOTUICHUS JOKYMEHTOB;

e) TCXHOJIOTUU XpPAaHCHHUA U UCITOJIb30BaHUA OTACIIbHBIX JIOKAJIbHBIX T'PYIIIL
JOKYMCHTOB.

3) Ilo OTHOLICHMIO K YIIPABJEHYECKOMY 00bEKTY BbIICJIAIOT JOKYMEHTONOTOKH::
a) BHYTPEHHMH JOKYMEHTOIOTOK;
0) TOPH3OHTANBHBIN JOKYMEHTOIOTOK;
B) BXOJSIIMN JOKYMEHTOIOTOK;
I') BEPTUKAIbHBIN TOKYMEHTOIIOTOK;
J1) MCXOJSIIUHN TOKYMEHTONOTOK.

4) JlokyMeHTBbI OTHIPABJIsieMble U3 OPTaHU3ALMHU OTHOCATCS K
a) BXOJSIIEMY TIOKYMEHTOMOTOKY;
0) wucxomsIEeMy T0KyMEHTOIIOTOKY;
B) BHYTPEHHEMY JOKYMEHTOIOTOKY.

5) OcHoBHas nesnb ciayx0b1 JOY

a) OCYILECTBUTH B MOJHOM Mepe Bce NEHCTBUS MO JOKYMEHTAIIMOHHOMY 00€CIeYeHHIO

JeATEeTbHOCTH OpraHU3allly;
0) OCyIecTBUTH B IOJHOM Mepe Bce NEHCTBUS M0 MaTepruaIbHO-TEXHUYECKOMY
00eCneveHNI0 JesSTeIbHOCTH OpraHu3aluy;

B) OCYIIECTBUTH B IMOJHON Mepe BCE MEHCTBHS MO0 HHPOPMAITMOHHOMY 00ECTICYCHHIO

ACATCIIBHOCTH OPraHU3aluu.

6) IlenrpaausoBanHasi popma opranuzanum padotsl cay:x0el JOY npeanoJaraer

a) BBINOJIHEHHUE BCEX TEXHOJOTUYECKHUX OMepaIuii mo padbore ¢ TOKyMEHTaMH OJHUM

CHEHAIN3UPOBAHHBIM CTPYKTYPHBIM MOAPA3IEICHUEM U CEKPETAPEM.

0) BBHINOJIHEHUE YACTH ONEpaLUii IIEHTPATIBHOM CITyX00i 1eI0MpOU3BOCTBA, U YaCTH

orepanuii - B CTpyKTYpPHBIX MOJIpa3esieHUsX.

B) CO3JaHUE COOCTBEHHOM JEIONPON3BOICTBEHHOM CITYKOBI B KaX/I0M CTPYKTYPHOM

MO/Ipa3/IeJICHUN OJHOW OpraHU3aIiH.
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7) K opranmzauuonnoi pynkuun ciay:xk0n1 JOY ciaenyer oTHecTH:

a)
0)

B)
r)

pEerucTpanuio BXOAAMNX, UCXOAAIIUX U BHYTPEHHUX JOKYMEHTOB;
OpraHU3aI1I0 COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOJCTBOM
OpraHu3aluy;

KOHTPOJIb 32 CPOKAMH HCIIOJIHEHUS JOKYMEHTOB;

IIPOBEJCHUE IKCIIEPTU3bl HAYYHOH U NPAKTUYECKONW IEHHOCTU JOKYMEHTOB.

8) K meroauuveckoii pynkuun ciay:x0n1 JOY caenyer oTHecTH:

a)
0)

B)
r)

pEerucTpanuio BXOAAIMNX, UCXOAAIIUX U BHYTPEHHUX JOKYMEHTOB;
OpraHU3aI1I0 COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOJCTBOM
OpraHu3aluy;

KOHTPOJIb 32 CPOKAMH HCIIOJIHEHUS JOKYMEHTOB;

IIPOBEJEHUE IKCIIEPTU3bl HAYYHOH U MIPAKTUYECKONW IEHHOCTH JOKYMEHTOB.

9) Benenue MHPOPMANMOHHO-CIIPABOYHOI PadOTHI M0 JOKYMEHTAM OPraHU3alul
OTHOCUTCA K ...

a)
0)
B)
r)

K TEXHOJIOTHYECKOH GyHKIMU cy)x0b1 JIOY;
K OpraHu3alMOHHON (yHKIMHU ciyx051 JJOVY;
K KOHTpOJIbHOU (pyHKIMH Ciry k061 JIOVY;

K MeToAn4YecKor pyHKuuu ciryx0s1 JJOVY.

10) KonTpoasb — 3710 ..

a)
0)

B)

COBOKYITHOCTb JICHCTBUH, 00€CTIEYNBAIONINX CBOEBPEMEHHOE UCTIOTHCHHE
JIOKYMEHTOB;

CHUCTEMAaTU3UPOBAHHBIN MEPEYEHb 3ar0JIOBKOB JI€J C YKa3aHUEM CPOKOB UX
XpaHEHUS;

HET NPaBUJIBLHOTO OTBETA.

11) YcaoBHOe 0003HAYEeHUE TOKYMEHTA, IPUCBaBaeMoe eMy NPH perucTpamnum,
Ha3bIBaeTcH ...

a)
0)

B)

[TopsiakoBeIi HOMED;
PerucrpanuoHHbIN HHAEKC;
VY4eTHBII HHIEKC.

12) IIpenBapuTesibHOE pacCMOTPEeHHE JOKYMEHTOB B ciyxbe IOY nogpasnensiercs: Ha

a)

0)
B)

JUTsL 00513aTEIBHOTO PACCMOTPEHUSI PYKOBOJICTBOM M HE TPEOYIOIINE PE30IIOLNU
PYKOBOJCTBA M HaIlpaBJISIEMbIE CPa3y B CTPYKTYpPHBIE NOJApa3esIeHUs
VCIIOJTHUTEIISM;

Ba)KHbIC U HEBAXKHBIE,

CPOYHBIE U HECPOUHBIE.

13) I'maBHOe Ha3HA4YeHHE PeruCcTPaAluH

r)

HarpasJeHNE JOKYMEHTa PYKOBOANTEIIO;

NpUJaHKue JTOKYMEHTY IOPHINYECKON CUJIBI,
HOATBEPKACHHE (haKTa ero CO3JaHUS HIIH MOCTYIUICHHS;
BBOJI JIOKYMEHTa B HH()OPMAIIMOHHYIO 0a3y OpraHu3aIiH.

14) CoznaBaemble JOKYMEHTbI PerHCTPUPYIOTCS

a)
0)

B ICHBb MNOCTYIIJICHUA,
B ICHb NNOAIIMCAaHUA UJIN YTBCPKIACHU.

15) ®opmbI perucTpanum 10KYMEeHTOB MOTYT ObITh

a)
0)
B)
r)

1)

KapTo4yHas;
KypHaJIbHAs,

aTb00MHas

aBTOMAaTHU3UPOBaHHAs dJieKTpoHHas (Ha [[9BM);
OJIOKHOTHASI.
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KonTtpoabsnas pa6ora
1 BapuanT

1)

JIOKYMEHT WJIH KOMILIEKC TOKYMEHTOB JTO ...
a) TpeIMET JOKYMCHTOBEICHHS,

0) OOBEKT TOKYMEHTOBEACHUS;

B) JOKYMEHTOBEJICHHE.

2)

YTo OTHOCHUTCS K MPU3HAKAM JOKYMEHTA:
a) (YHKIMOHAILHOCTh HH(MOPMAITUH;

0) TOXIECTBEHHOCTH CaMOMYy cebe;

B) 3aBEPIICHHOCTH COOOIICHUSI.

3)

Kakas GyHKIUSI OTHOCUTCH K CHENHAJBHBIM (PYHKIHAM JOKYMeHTa?
a) YIOpsI0YMUBAIOIIAS;

0) ympaBlIeHYECKAs;

B) uH(pOpMaInMoHHasl.

4)

... — I0KYMEHTbI, OTPAKAI0LIHe Pe3yJabTAT CTPOUTEIbHOI0 M TEXHOJIOTHYECKOI0
NPOEKTUPOBAHUS, KOHCTPYHMPOBaHN S, HH:KEHEPHBIX U3bICKAHMII U IPYTUX padoT 1o
CTPOUTENbCTBY 31aHUH H COOPYKEHUH U M3r0TOBJICHHIO H3/1eJIHH IIPOMBIILIEHHOI0
NMPOU3BO/JCTBA.

a) TEXHUYECKUE JOKYMEHTHI,;

0) (HOTONOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOTOKYMEHTHI;

J1) JOKYMEHTHl Ha MAaIIMHHOM HOCHUTEJIE.

5)

... — IOKYMEHTbI, CO3JaHHbIE C HCI0JIH30BAHHEM HOCHTeIei H c1ocod 3anmucH,
o0ecrneYnBaKIIMX 0TPAGOTKY HX HH(OPMALHH JJ1eKTPOHHO-BBIYNCINTETbHOH MALIIMHOIA.
a) TEXHHYECKHE TOKYMEHTBI;

0) (oTonOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOIOKYMEHTHI;

J) JOKYMEHTHI Ha MAalIMHHOM HOCHTEJIE.

6)

Habop pekBU3UTOB OPHUIMAIBHOTO MMCBMEHHOTO JOKYMEHTA, PACIIOJI0KEHHBIX B
OTIpENIeICHHOW TTOCIIeIOBATEIBEHOCTH, COCTABIISIIOT ...

a) OJaHK JOKYMEHTA,

0) dopmynsip TOKYMEHTa;

B) (opmynsip-oOpaser TOKyMeHTa.

7)

Hara BBegenuss 'OCT P 7.0.97-2016. Haunonaabublii ctanaapt Poccuiickoin @enepanuu.
Cucrema cTanaapToB 10 HH(pOPpMaNNH, ONOINOTEYHOMY M M31aTEIbCKOMY JIeJIy.
Opranu3anuoHHO-pacnopsiANTeIbHAs JoKyMeHTanusdA. TpeboBanus k opopmiieHu1o
AOKYMEHTOB

a) 1997-07-31;

6) 2003-07-31;

B) 2003-07-01.

8) Kaxwue pasmeps! noJieii 0s1anka ycranasausaer I'OCT P 7.0.97-2016?
a) 20 mMm — sieBoe; 10 mm — mpaBoe; 15 MM — BepxHee; 20 MM — HIDKHEE,
6) 20 mm — neBoe; 10 mm — npaBoe; 10 MM — BepxHuee; 10 MM — HIDKHEE;
B) 20 MM — sieBoe; 10 mm — nipaBoe; 20 MM — BepxHee; 20 MM — HIDKHEE.
9) PexBusur 07 — 370 ...

a) KOJ OpraHu3alluy;
0) koja GhopMBI JOKYMEHTA;
B) HAMMEHOBAaHWE OPTaHU3AIIHH.
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10) Koa ¢popMbI 1OKYyMEHTA NPOCTABJISIOT 11O ...
a) OKIIO;
6) OKV[I;
B) OKOI'Y.

11) CocTaB u 00beM CBe/leHHH, BKIKYEHHBIX B CIIPABOYHbIE JaHHbIE 00 OPraHU3alNH ...
a) CTaHJapTOM CTPOTrO PErIaMeHTUPOBAHBL;
0) cTaHIApPTOM HE JUMHUTHPYIOTCS;
B) YCTaHaBJII/IBaIOTCH HaJIOTOBBIMHA OpFaHaMI/I.

12) Ykaxure HeBepHoe oopMileHHEe PEKBU3UTA «ApecaT»
a) 3AO0 «Crpena»
['maBHOMY OyxTanTepy
10.B. KokopeBy
06) I'enepanbHBII AUPEKTOP
OAO «tOnonay»
B.M.HukoneHko
B) AJIMUHHCTpaALMU PailOHOB
Openbyprckoit o6macTu

13) IlouToBBIi aapec B agpecaTe MUIIETCH CIAEAYOIMIIM 00pa3oMm:
a) 301264, Tynsckas o61acThb
Kupeesckuii p-H, T. JIunkw,
yn. Canosas, 1.5, kB. 12
O.I1.06pa3moBy
6) O6pa3uosy O.I1.

301264, Tynbckas o01acTb
Kupeesckuii p-H, r. JIunku,
yi. CazgoBas, 1.5, kB. 12

B) O6pa3muosy O.I1.

yi. CazgoBas, 1.5, kB.12,

r. Jlunku, Kupeeckuii p-H,
Tynbckas 06:1., 301264

14) B cocraB pexkBu3ura «llognucey» BXoasT:
a) q)aMI/I.HI/I}I, HWHUIKAJIbI JIMlA, MOAINMUCABHICTO JOKYMCHT, JIMYHAA ITOAINIUCh; HAMMCHOBAHHUC
JOJIKHOCTH;
6) HAaMMCHOBAHUC NOJDKHOCTHU JIMIA, ITOANMUCABIICTO JOKYMCHT, JIMYHAA ITOAIIUCH,
pactdpoBka nmoanucy (paMuIus, THUITAAIIBI);
B) HAaMMCHOBAHUC NOJDKHOCTHU JIMIIA, ITOAIMUCABIICTO JOKYMCHT, JIMYHAA ITOAIIUCH,
pactmudpoBKa MOANUCH (MHUITMAIBI, (haMUITHS).

15) I'pn¢ cornacoBanusi JOKyMEHTa MOKET COCTOSATH:

a) wu3 cmoBa COI'JTACOBAHO (6e3 kaBbIYEK W JBOCTOUMS ), HAMMEHOBAHHUS IOKYMEHTA,
KOTOPBIM OCYIIIECTBIIIETCSI COTJIACOBaHUE (B MMEHUTEIHLHOM MAAEkKe), €ro JaThl 1 HOMEPA;

0) W3 IOJDKHOCTH BU3UPYIOIIETO, €0 JIMYHOM MOJIMUCH U pacimu(POBKH MOANMKUCH (MHUIIHAIIOB
U haMUINN), 1aThI;

B) u3 cioBa COI'JTACOBAHO (6e3 kaBbIYeK U JBOETOUMS), JOHKHOCTH JIUIIA, C KOTOPHIM
COTJIaCOBBIBACTCA JOKYMCHT (BKJ’IIO‘IEUI HauMCHOBAHUC OpFaHI/I3aI_II/II/I), JINYIHON IIOAIINCH,
pactupOBKH MOIMUCH (MHUIIMATIOB M (haMUJIIH ).

16) Kakoii u3 kputepreB oLleHKH HH(POpMAIUH MTpeIoaraer, 4ro 3a Bpems coopa nu 00paboTku
nH(pOpMaINK COCTOSIHNE 00BEKTAa HE U3MEHUIIOCH, T.€. HHPOPMAIHS SBISETCS aKTyaJIbHOM?
a) moiHOTa MH(OpMaINH;
0) omepaTuBHOCTH HHGOPMAIIHH;
B) JOCTOBEPHOCTH MH()OPMAIIHH.

17) ITo kakoMy IpH3HAKy pa3IuvyalOTCsS CPOYHBIE M HECPOUHBIC YIIPABICHUYECKHE JOKYMEHTHI?
a) 110 IPOUCXOXKIECHUIO;

30




0) 110 Ha3HAYCHUIO;
B) I10 CPOKAaM MCIOJIHEHHUS.

18) OpuruHaibl, COCTABIIEMbIC B HECKOJIBKUX IK3EMILIAPAX — 3TO ...
a) Komnuu;
0) myOnuKaThl;
B) YMHO>XEHHbBIC OPUTHUHAJIBI.

19) Habop pexBU3UTOB OPHUITHATHEHOTO MTUCEMEHHOTO JOKYMEHTA, PACIIONIO0KEHHBIX B
OTIpeIeNIEHHOM MOCIeIOBATEILHOCTH, COCTABJISIOT ...
a) OJaHK JTOKYMEHTa;
0) dopmymnsp TOKyMEHTa;
B) Gbopmyssip-oOpaszer JOKyMeHTa.

20) YTo sABIAIOCH OCHOBHBIM MaTe€pHalIoM JUIs MHcbMa 10 KoHua XIV Beka?
a) IEepraMeHT;
0) nmanupyc;
B) Oepecra.

1. CocraBurtb U 0GOpPMUTH NPHUKA3BI MO OCHOBHOW /[1eATeJIHLHOCTH, Heo0XoaAMMble B
yIpaBJIeHYECKHUX CUTYalHAX.

I'enepanbubiii qupekTop kommepueckoro 6anka Kb «Kpemut 6ank» B r. CTepiauramak

@®omuH I1.H. 12 mapra Tekyiero roja u3aai npuka3 Ne 23 o peopranuzanui CTpyKTypbl OaHKa.

OTu W3MeHEHUs ObUTM BBI3BAHBI PACHIMPEHHUEM COCTaBa YCIYT, OKa3bIlBaeMbIX OAHKOM
CBOMM KIIMEHTaM, MOJIydeHHEeM OaHKOM IIMIEH3UH Ha MPOBEICHUE BATIOTHBIX OIEPAIIHiA,
yBeTUYCHUEM 00BEeMa OTeparii C ICHHBIMHU OymMaramu.

[Tpukazom npeaycMaTprBaIOCh:

1. Jlo 1 mexabpsi TEKyIIero rojga co3jaTh B CTPYKType OaHKa OTHIEN BAIIOTHBIX ONEparui u
OTIeN oOomepanuid ¢ [EeHHbIMH OymaramMu. HauanbHWKaMu OTIENOB  HA3HAYAIHUCh
cootBercTBeHHO OpnoB B.C. u Kotosa M.U.

2. HavanpHUKaMu HOBBIX OT/ETIOB HAIO0 MPHHITH MEPHl MO YKOMIUIEKTOBAHUIO IITATOB CBOUX
OTJIEJIOB COOTBETCTBYIOIIMMH CIIEIUANKCTAaMU 10 1 Aexabps TeKyIero roaa.

3. Kpome Toro, HayalbHUKaMHU HOBBIX OTJIEIIOB MPEAMKUCHIBATIOCH MOATOTOBUTHh U MPEICTABUTH
Ha yTBepxaeHue 10 1 ¢eBpans ciaenyrouiero rojaa mojoxeHus o0 oTaenax U JOJKHOCTHBIE
WHCTPYKIIMU HA CBOUX COTPYIHHUKOB.

4. Ortneny aBroMartu3aruu (HavansHUK oTaena Becemos C.I1.) no 1 deBpans crenyromero roaa
CTaBWJIACh 3ajJladya OCHAIEHUS aBTOMATH3WPOBAHHBIX pabOYMX MECT [UIsl HavaabHUKOB
CO3/1aBa€MbIX OT/EJIOB COOTBETCTBYIOIIMM OOOPYIOBAaHHEM U MOJKIIOYEHHS MX K JIOKaJIbHOU
UH(POPMALIMOHHOM ceTH OaHKa.

5. OOwmmii KOHTPOJb 3a MCIIOJHEHHWEM IpHKa3a ObUT BO3JIOXKEH HAa KOMMEPYECKOro TUPEKTOopa
6anka 3omotoBa C.B.

[Ipuka3 ObuT corjacoBaH ¢ 3aMECTUTENIEM TeHepaIbHOTO nupekTopa Oanka Hedemosoit

3.1. u rnaBHbIM Oyxrantepom 6anka ComobiM B.I1.

2. CocraButh H 0G(GOpPMHUTH cJyKe0Hble NHCbMAa, HEO0XOAMMBbIe B YNPaBJIeHYECKHX
CHUTyalUsX.

®upma 3A0 «AHTED» CTPOUT aBTO3aNPaBOYHOM cTaHIUU B I'. CTpyHUHO. ['eHepasbHBIN
mupekTop 3A0 «Antenm» Caxapo M.D. coolriaer 3akazuuky - reHepanbHoMy nupektopy OO0
«Enuceit» MapkenoBy M.B. 0 roToBHOCTH 0O0BEKTa W MPOCUT HA3HAYUTH JEHH MPUEMKH
paboueii KoMHCcCHel 3aKOHYEHHOTO CTPOUTEIHCTBA.

Anpec 3A0 «AnTten»: 202013, r. Bmagumup, yu. Jlyrosas, n.13; ten./dakc: (491)5-22-
11. IIncemo noxarorosuna uacnekrop Kaposa 1.B. ten. 5-16-10

I'enepanpublii qupektop «Enucein» MapkenoBy M.B. npemyiaraer Ha3Ha4uTh JI€Hb
npueMku oObekTa 21 mekalps Tekymiero roja. Takke OH MPOCUT OOECTIEYUTH NMPHUCYTCTBUE
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npezcraBuTeneil noxkapHoit oxpanuelii MUC u rocynapcTBEHHON HMHCHEKIMH O€30MaCHOCTH
JIOPOXKHOTO ABMXKEHUS T. CTpyHUHO.

Anpec OOO «Enwuceii»: 113012, r. Mocksa, XXusapes nep., 1.9/1. Ten./axc :(495) 927-
18-34. TIucemo nmoaroroBuna crapiuii uaxkenep Kpasuos T.U. ten. 927-13-87.

2 BapuaHT

1) Kakum CBOHCTBOM MOKHO OXapaKTepPHU30BATH HAJIHMYHME Yy JOKYMEHTA HeOTbhbeMJIeMbIX
cjaraeMblx, 0e3 KOTOPBIX OH CyILIeCTBOBATH HE MOXKeT?
a) aTpuOyTUBHOCTB;
0) BEIIECTBEHHOCTD,

B) CTPYKTYPHOCTb.

2) Kaxkas ¢pyHknus oTHOCHTCS K 00IMM (QyHKIIUSIM JOKYMeHTa?
a) OoOIEeKyIbTypHas;
0) wuH(poOpMaIOHHAS;
B) IIpPaBOBasl.

3) ...-jaeiicTBHE HJIM COBOKYITHOCTH A€l CTBHI, IPUMEHsIeMbIX IIPH 3aNMCH MH(OpMAIIUM HA
MaTepHaJIbHOM HOCHTEJIe.
a) METOJ JOKYMEHTHUPOBaHUS;
0) crmoco0 JOKYMEHTHPOBAHUS;
B) CpEACTBO JOKYMEHTHUPOBAHUSI.

4) ...—u300pasurtesibHbIE JOKYMEHTHI, CO3aHHbIe (oTOrpaduyecKum cnocodoom.
a) TEXHUYECKHE JOKYMEHTHI;
0) (HOTOIMOKYMEHTHI;
B) KHHOJIOKYMEHTBI;
r) (OHOJOKYMEHTHI,
1) JOKYMEHTHI Ha MaIIMHHOM HOCHUTEIIE.

5) ... —3TO0 mMpouecc ynopsAo4eHus: MM pacrpeneeHus JOKYMEHTOB 10 KJIACCaM € LeJbH
OTpa’KeHUs1 OTHOLICHUI MeK1Yy HUMHU M COCTABJICHHS KJIACCH(PUKAIMOHHON CXEMBI.
a) CTPYKTYpHUPOBaHUE;
0) xiaccuduuUpOBaHUE;
B) JOKYMEHTHUPOBAHUE.

6) Kaxoii n3 npuBe/IeHHBIX HUKe PEKBU3UTOB BKJIKYAET NOANNCH UCTIOJTHUTEIS
JOKyMeHTa?
a) OTMeTKa 00 UCTIOHUTEIIE;
0) oTMmeTKa 00 MCIIOJHEHUHU JOKYMEHTA M HAIPABICHUH €TO0 B JIEJIO;
B) OTMETKa O MOCTYIUICHHH JJOKYMEHTAa B OPTaHU3AIIHIO.

7) Ha3zoBurte pasMep npaBoro noJisi (B MM), KOTOPbIil yCTaHABJIMBAET JIJIsl YIIPABJIEeHYECKUX
nokymentoB I'OCT P 7.0.97-2016
a) 10 MM
0) 20 mMm

8) Kakas yacTh TekcTa NpUKAa3a ABJSAETCHA 00513aTeIbHOM?
a) KOHCTAaTHUPYHOIIAs
0) pacnopsauTesbHas

9) PexkBM3HUT JOKYMEHTAa — 3TO:
a) €ro OT/EJIbHBIN DJIEMEHT
0) dYacTh CIIy)KeOHOT0 MIUChMa
B) (upmeHHBbIH Oi1aHK

10) C moMoump10 KAaKOro peKBu3uTa opopmMJisieTcsi BHellIHee COTJIACOBAHUE IOKyMeHTa?
a) BH3bI COTVIACOBAHUS

32



0) rpuda cormacoBaHus

11) Kem noanucsiBaloTCsi JOKYMEHTBI, COCTABJIIEMble KOMUCCHEH?
a) PYKOBOJHWTEJIEM OpraHU3aAINHI
0) mpexncenarenem
B) TIpejcenareieM U WieHaMH KOMUCCUU
I) TpejcelaTe]IeM U CEKpeTapemM

12) U3 npuBeleHHBIX HUKe MAPHBIX HAUMEHOBAHNH Bbl0epHUTE MPOIECChl, KOTOpPbIe
COKpamAIT Y1CcJI0 GOPM JOKYMEHTOB M YCTAHABJIMBAKT UX ¢INHO00Pa3HOE HANTUCAHUE:
a) TUMNM3AIMSI U aBTOMAaTH3aIuUs
0) yHubUKAIWSI 1 ONTHMHA3AIIS
B) yHUUKaLMA U CTaHIapTU3AIMS

13) B rpynny opranusanuonnbix 1okymenToB HE Bxongur:
a) TPYIOBOM TOTOBOP
0) mTaTtHOE pacImucaHue
B) MOJOXKCHHUE

14) Bei0epuTte npaBuJIbHBI BapHaHT HU(PPOBOro oGopmJIeHHUs AaThI:
a) 06.05.2013
6) 6.5.13
B) 06.05.13

15) IIpuka3s saBasercs:
a) JOKYMEHTOM, IPUHUMAEMbIM KOJUIETHaIbHBIM OPraHOM JUIsl PELICHHsI TPOU3BOICTBEHHBIX
3a/1a4, BOIIPOCOB;
0) NpaBOBBIM aKTOM, U3aBACMbIM PYKOBOAMTEIIEM, [UIsl PELICHUS OCHOBHBIX OIIEPAaTUBHBIX
3a/1a4, CTOSIIIKX IIepe] JTaHHON OpraHu3aluen

16) Kak Ha3pIBajCst JOKYMEHT, YUpexaeHHbIH [letpoM I, onpeaensroniuii Kpome BCEro mMpoyero
OpTaHHU3AINI0 PA0OTHI C JOKYMEHTAMHU B KOJIIETUSX ?
a) ['enepanbHBIN pEriiaMeHT;
0) ['enepanbHbIil popMyIIsp;
B) ['eHepanbHBIi MaHUECT.

17) OcHOBO#1 OpraHU3alUK IEATETLHOCTH MUHUCTEPCTB CTaJ MPUHIIHII ...
a) KOJUIETHATbHOCTH;
0) caMHOHAYAIMS,
B) pa3JeeHUs] TOJHOMOYHM.

18) ITpoekT kakoro nokymeHnTta 6wu1 pazpadboran UTY?
a) «OOmue npaBuiia TOKYMEHTAIINH U JJOKYMEHTO000pOTaY;
0) «EnuHas rocygapcTBeHHas cucTeMa JAEJI0NPOU3BOICTBAY;
B) «['ocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YITPABICHHUSI.

19) Bcecoro3Hblil HaydyHO-HCCIICI0BATENHCKU MHCTUTYT TOKYMEHTOBEICHHS M ApXUBHOTO Jiea
(BHUNIA/L) Obu1 yupesxieH ...
a) B1958r,;
0) B1966T.;
B) B1970T.

20) B ocHOBY pa3pabOTKu yHU(DUIIMPOBAHHBIX CHCTEM JOKYMEHTALUHU ObUT MOJ0KEH eIUHBIN
METOI0JIOTUYECKUI MOJIX0/1, COAEPKAITUNCS B...
a) OOmerocyaapcTBeHHOM cucreMe coopa u 00padoTku HHGOpPMALUH AT yueTa
IUTAHUPOBAHMS M YIIPABJICHNS HAPOJAHBIM X035 CTBOM;
0) TocynapcTBeHHOM cTaHAapTe «YHUPUIMPOBAHHBIE CUCTEMBI JOKYMeHTaui. OCHOBHBIE
TIOJIOXKEHHS»;
B) OO01mepoccuiickoM KJ1acCU(PHUKATOpe yIpaBIeHUYECKON TOKYMEHTAIUH.

1. CocraButb M 0GopMHTH NPHKA3bI MO OCHOBHOW [esITeJILHOCTH, He00XOAUMBbIEe B
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YIPaBJIeHYECKUX CUTyalHsX.

OAO «Mocmam» (T.MockBa) IPHUCTYNUIO K MOJACPHHU3AIIMN TPOU3BOACTBA B IEIISAX
HaJaXKUBaHUS BBIMTYCKa OpPOHUPOBAHHOTO ABTOMOOWJISI BBICOKOW TMPOXOAMMOCTH  JUIS
MunucrepcTBa 060poHsl PO.

I'enepanbubii  qupektop OAO  «Mocmam»  Kopuees B.C.  mu3pman mpukas o
MOJIEPHH3ALIMH OCHOBHOT'O IMPOU3BOJICTBA.

B npukase yka3sIBaJIOCh:

1. Otmen wMexaHuzaruu (TyIaBHeIM MexaHWk @umumonoB B.IIl.) gomxkeH 3akOHYUTH
PEKOHCTPYKIIMIO TJIaBHOTO KOHBEHepa 3aBojia 0 1 MIOHS CIIEAYyIOIIEero roja.

2. Orneny texHomormu  (ryaBHbIA TexHONOr CepoB B.C.) W KOHCTPYKTOPCKOMY OTACITY
(mau.otnena Bacuun E.IL.) npeanuceiBamoch 3aKOHYUTH TEXHOJOTHUYECKYIO TOJITOTOBKY
MIPOM3BOJICTBA U BCEH HEOOXOIUMON TEXHOJOTHYECKONH M KOHCTPYKTOPCKOM TOKYMEHTAIlUU
Mo pa3paboTKe U MOCTAHOBKE HAa MPOMBINIJICHHOE TMPOM3BOACTBO HOBOTO aBTOMOOWIS A0 1
aBryCcTa CIEQYIOIIEro roja.

3. Kommepueckomy maupekropy KynpusHoBy H.II. mopywanocs mnocraBka nepBoil mNapTuu
aBTOMOOWIIeH B YpanbCKUil BOGHHBIH OKpyT. IlocTaBka aBTOMOOWIIEH 3aKa3dyMKy AOJKHA
OCYIIECTBIISATHCS TIPU YCIIOBUU MPEIOIIATHl CTOUMOCTH BCEW MApPTHH aBTOMOOWIICH.

4. 3amecTuTeNto TeHepaibHoro nupektopa Porosy U.T. mopydanoch o6ecieqnTh KOOPAMHAITHIO
MIPOU3BOJICTBA M MOCTABOK KOMIUIEKTYIOIIMX K aBTOMOOWITIO 3aBOIaMU-CMEKHUKAMHU.

5. KoHTposb 3a ucnosiHEHHEM TpHKa3a ObUT BO3JI0KEH Ha 3aM. TeHepaibHoro aupekropa OAO
«Mocmamn» Unbuenko C.I1.

[Ipuka3 nmonnucan reHepanbHbIM aupekTopoM KopueeBsiM B.C. 15 okTsi6ps Tekymiero
roja.

[Ipuka3 OblT 3aBU3MPOBAH KOMMEPYECKHUM JUPEKTOPOM, TJaBHBIM MEXaHHUKOM H
[JIABHBIM TEXHOJIOTOM.

2. CocraBuTh M 0(l)OpMI/ITI> AOKJIAJHbIC 3aIluCKH, HCOﬁXO)_II/IMbIe B YHOPaBJCHYECCKHX
CUTyallusIX.

Hauanpauk otnema kaapoB OAO «Meramrypr» (r. Ilepmp) H.H. I'pomoB HampaBun
reHepanbHoMy nupektopy OAO «Metamtypr» KpacHoBy T.E. nokmnagnyro 3anucky.

B noknanHo# 3amucke OH JOBOJWI 10 CBEACHUS I€H.AUPEKTOpa, YTO paboune BTOPOro
nexa JLA. Ilpoxnos, IT.A. JIpoznos, E.M. JIpyHuH MOCTOSHHO oma3abIBaroT Ha padory. OH
MOSICHSUI, YTO UM, KaK HauyaJlbHUKOM OTJeNIa KaJpoB, ObUT MPHUHSAT Pl MEp, HAMPaBICHHbBIX Ha
MOBBIIIICHUE TUCIMITIMHBI YKa3aHHBIX paO04MX: MPOBEACHBI Oece/Ibl, BEIICHEHBI 00CTOSITEILCTBA
omo3gaHuil Ha paboTy, coOpaHbl OOBSICHUTENBHBIC 3alMCKH C HAPYIIUTENICH TPYAOBOU
JUCLUIUIMHBL, OIHAKO, ONO3JaHUS PErYJISIPHO MPOJ0IIKAIOTCA.

[Tostomy H.H. I'pomoB mpocut T.E. KpacHoBa HakazaTh HapymuTesned TPyAOBOM
JUCLUIUIMHBIL, JTUIINB UX IPEMUHU 3a 4eTBepThId KBapTan 2006 roaa.

JloknmagHasi 3amMcka HamucaHa 27 aBrycta TEKYIIEero Tojla W 3aperucTpupoBaHa 3a
HOMEpOM 23.

HTorosasi KOHTpOJIbHAsI padoTa
Jucounimna «/lokymeHTallMOHHOE 00ecneyeHre YIPaBJIeHUs»
1 BapuanT

1)

YTo OTHOCHUTCS K MPU3HAKAM JOKYMEHTA:
a) (YHKIMOHATLHOCTH HH(MOPMAITUH;

0) TOXIECTBEHHOCTh CaMOMYy cebe;

B) 3aBEPIICHHOCTH COOOIICHUSI.

2)

... — JOKYMEHTBI, OTPaKAIIHEe Pe3yJbTAT CTPOUTEJIbHOI0 W TEXHOJOIMYECKOro
NPOEKTUPOBAHHUSI, KOHCTPYMPOBAHMS, WH)KEHEPHBIX M3bICKAHHII M JAPYrUX padoT 1o
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CTPOMTEJbCTBY 3JaHUN M COOPYKEHHH W M3rOTOBJIEHUI0 W3JeJUil TNPOMBIILJIEHHOT 0
NPOU3BOJCTBA.

a) TEXHUYECKHE IOKYMEHTHI;

0) (oTonOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOIOKYMEHTHI;

A) JOKYMEHTHI Ha MalllUHHOM HOCHUTEIIE.

3) JlokyMeHT, BOCHPOM3BOAAIIMI HWHAOPMALMIO APYIroro JOKYMEHTa M BCe €ro BHEIIHHE
NPU3HAKHU
a) BTOPUYHBIN;
0) BU3YyaIbHBIN;
B) KOIIHUS.
4) CorunacHo kiaaccupukanum J0KYMEHTOB MO0 YPOBHIO 00001eHUs HHGOPMAIUN Pa3IM4a0T
AOKYMEHTBI:
a) TMepBUYHBIC U BTOPUUHBIE;
0) TEKCTOBBIC U HETEKCTOBBIC JIOKYMEHTHI;
B) JOKYMEHTHI Ha €CTECTBEHHOW W MCKYCCTBEHHOM MaTepHaIbHON OCHOBE;
r) NEPUOJNYECKUE U HEIEPUOINYECKUE TOKYMEHTHI.
5) dyOamkar —
a) 9TO NEePBbI (WK eIMHUYHBIN) SK3EMIUISP JOKYMEHTa, 00J1a1al0oIHi IOPHINIECKO CHIIOH;
0) PTO JTOKYMEHT, BOCIPOU3BOAAIINNA HWHGOPMAIMIO IPYroro JOKYMEHTAa W BCE €ro BHEITHUE
MPU3HAKU WIH YacTh UX;
B) 9TO0 Konus 0UIIHAIBHOTO TOKYMEHTAa, UMEIonIasi FOPUINYECKYIO0 CUITy MTOAJMHHUKA.
6) TecHas B3aMMOCBfI3b JJIEMEHTOB M TMOJACHCTEM [OKYMEeHTa, o0ecle4HBaKOIIasi ero
1eJIOCTHOCTDb M TOK1eCTBEHHOCTH CaMOMYy cede — 3TO
a) aTrpuOyTHUBHOCTH;
0) (YHKIIMOHABLHOCTB;
B) CTPYKTYPHOCTb.
7) IlpaBoBasi pyHKUMS JOKYMEHTA OTHOCUTCH K KaTeropuu
a) TJIaBHBIC
0) oOmue
B) CIElUaJIbHbIE
8) KakuM CBOWCTBOM MOKHO OXAapaKTEpPHU30BATH HAJU4YHE Y JOKYMEHTAa HeOTheMJeMbIX
cjaraeMblx, 0e3 KOTOPBIX OH CyILIeCTBOBATh HE MOXKeT?
a) aTpuOYTUBHOCTB;
0) BEIIECTBEHHOCTD,
B) CTPYKTYPHOCTb.
9) ... — 3TO mpouecc ynopsAO4YeHUs WIN pacnpeaeseHUusl JOKYMEHTOB M0 KJaccaM C LeJbI0

OTPa’KeHUs1 OTHOIICHUI MeKIy HUMH U COCTABJIEHUS KJIACCU(PUKAIMOHHON CXEMBbI.
a) CTPYKTYpUpPOBaHUE;

0) xmaccuduIpoBaHUE;

B) JIOKYMEHTHPOBAHHUE.

10) Kakoii u3 npuBeIeHHbIX HUKe PEKBU3UTOB BKJIIOYAET MOANHUCH HCIOJHUTEIS JOKyMeHTa?

a) OTMETKa 00 UCIIOJTHUTEIE;
0) orMeTka 00 UCTIONHEHUH TOKYMEHTA U HAIPaBIEHUU €T0 B JIENI0;
B) OTMETKa O MOCTYIUICHUH JOKYMEHTA B OPTaHU3AIIHUIO.

11) HazoBuTe pazmep npaBoro moJjs (B MM), KOTOPBIi yCTaHABJIMBaeT JJIs1 YIPABJICHYECKHUX

noxkymento 'OCT P 6.30-2003
a) 10 MM
0) 20 mm

12) Kakast yacTh TeKCTa NpUKAa3a ABJIsAETCS 00s13aTeIbHOM?
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a) KOHCTaTHUPYOIIast
0) pacnopsauTeNbHas

13) PekBU3HUT JOKYMEHTA — JTO:
a) €ero OT/EJIbHBIN JIEMEHT
0) dYacTh CIIyKeOHOT0 MIUChMa
B) (upmeHHbIH Oi1aHK

14) C noMoumpb10 KAaKOro peKBU3uTa 0(popMIisieTcsi BHellIHee COTJIACOBAHUE IOKyMeHTa?
a) BHU3BI COVIACOBAHUS
0) rpuda cormacoBaHms

15) 3 npuBeaeHHBIX HUKE NAPHBIX HAMMEHOBAHMI BbIOepHUTE NMPOLECChl, KOTOPbIE
COKPAIIAIOT YHCJIO (DOPM IOKYMEHTOB H YCTAHABJIMBAKIOT HX ¢INHOOOPA3HOE HANIMCAHHE:
a) TUNM3ALMSA U aBTOMaTU3aLus
0) yHH}UKAIUSI U ONITHMHU3AIIUS
B) yHHU(UKaLKS U CTaHAAPTU3ALUS

16) B rpynny opranuzaunoHHbix 1okyMenToB HE Bxoaur:
a) TPYyIOBOH JOrOBOP
0) mTaTHOE pacmucaHue
B) TOJIOKEHUE

17) BoiGepute npaBuJIbHbIIA BapuaHT HM(POBOro opopMiieHUs 1aThl:
a) 06.05.2013
6) 6.5.13
B) 06.05.13

18) Ilpuka3s siBisieTcs:
a) I[OKyMeHTOM, HpI/IHI/IMaeMBIM KOJIJICTUAJIbHBIM OpFaHOM JUUIA peI_HeHI/IH HpOI/IBBOI[CTBGHHBIX
3a/1a4, BOTIPOCOB;
6) HpaBOBBIM dKTOM, U31aBa€CMbIM pyKOBO,Z[I/ITe.HeM, JUIA peI_HeHI/IH OCHOBHBIX OHepaTI/IBHI:IX
3a/1a4, CTOAIIMX Mepel JTaHHOW OpraHu3anuen

19) Kak Ha3pIBajcsi JOKYMEHT, YUpexxaeHHbIi [letpoM I, onpeaensroniuii Kpome BCEro mpoyero
OpTraHU3aINI0 PA0OTHI C JOKYMEHTAMHU B KOJIIETUSX ?
a) I'eHepanbHbIi perjiaMeHT;
0) I'enepanbHblii popmyasp;
B) I'eHepasnbHblili MaHU(eCT.

20) OcHOBOM OpraHu3alMy AESITENbHOCTH MUHUCTEPCTB CTall IPUHINI ...
a) KOJLJIeErHajJibLHOCTH;
0) eIMHOHAYAJINS;
B) pasaejieHusi NOJTHOMOYHIA.

21)....3TO ABUKEeHHE JOKYMEHTOB B OPraHU3ALMHU ¢ MOMEHTA X CO3AHUS WIH MOJTyYeHHS 10
3aBepuIeHUs] HCIIOJTHEHHS] WM OTIIPABJIeHHUS.
a) perucrpauus;
0) cucreMa JOKyMEHTAIUH;
B) JIOKYMEHTOOOOPOT.

22) 1o OTHOLIEHHMIO K YIIPABJIEHYECKOMY 00bEKTY BbIAEJSIOT JOKYMEHTONOTOKM:
a) BHYTPEHHMH TOKYMEHTONOTOK;
0) TOPU3OHTAJILHBIN TOKYMEHTOIOTOK;
B) BXOJSIINNA TOKYMEHTONOTOK;
I') BEPTUKAIbHBIN TOKYMEHTOIOTOK;
J) HCXOMASIINUNA TOKYMEHTOMOTOK.

23) OcHoBHas HeJab ciay:xk0b1 JOY
a) OCYIIECTBUTH B ITOJIHOW Mepe BCe JeHCTBUS MO JOKYMEHTAIIHOHHOMY 00eCIeueHUIO
JeATeTLHOCTH OpraHU3allNH,
0) OCYIIECTBUTH B MTOJHOW Mepe BCE ACHCTBUS M0 MaTePHAIbHO-TEXHHYECKOMY 00eCeueHUI0
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JeATEIbHOCTH OpraHU3altH;
B) OCYIIECTBUTH B ITOJIHOW Mepe Bce JeCcTBUS 0 HHPOPMALIMOHHOMY 00€CIIeYeHUI0
JEeATEIbHOCTH OPraHU3aLHH.

24) K opranusanuonHoii pyHkuum ciay:xkoe1 1OY ciaenyer oTHecTH:
a) PETUCTPALMIO BXOJAIIMX, HCXOASIMX U BHYTPEHHHUX TIOKYMEHTOB;
0) opraHM3alrio COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PYKOBOJICTBOM OpPTraHU3ALIUY;
B) KOHTPOJIb 32 CPOKAMHU UCIIOJIHEHUS JOKYMEHTOB;
I') NOPOBEIEHHE SKCIIEPTU3bl HAYYHOM M MPAKTUYECKONW IEHHOCTU JOKYMEHTOB.

25) Benenue nHPOPMAIMOHHO-CIIPABOYHOI PadOTHI M0 JOKYMEHTAM OPraHU3aAlUM OTHOCUTCS K
a) K TeXHOJIOTMYeCcKoU GpyHKImu cinyxonr IOV
0) k opraHu3aunoHHON pyHKIMH ci1y)0b1 IOV
B) K KOHTpOJIbHOU (pyHKIMU Ciryxk061 JIOVY;
r) K Meronundeckoil GpyHkiuu ciayx0sr JOY.

26) YciaoBHOe 0003HAYEHH e JOKYMEHTA, IPUCBAUBaeMoe eMy IPU PerucTpaunu, Ha3bIBaeTcd ...
a) IlopsaxoBslii HOMeEp;
0) PermcrpaniMOHHBIN MHIEKC;
B) Y4YeTHbIN UHJIEKC.

27) 'naBHOe HA3HAYEHME PerUCTPAIUU
a) HampaBJICHHE JOKYMEHTa PYKOBOAUTEIIO;
0) mpuaaHWe TOKYMEHTY IOPUINYCCKOMN CHIIHI,
B) TOATBEpKIACHHE (PaKTa ero CO3MaHMs WU TOCTYIIICHUS;
I') BBOJ JOKYMEHTa B HH(OOPMAIMOHHYIO 0a3y OpraHU3allnii.

28) ®opMbI perucTpanuy J0KYMEHTOB MOTYT ObITh
a) KapTOdYHas;
0) >KypHaJbHasd,
B) anpbOOMHas
I') aBTOMAaTHU3MPOBaHHAas 3JeKTpoHHas (Ha [ID9BM);
1) OJOKHOTHAs.

29) CoBOKYNIHOCTBH JOKYMEHTOB, OTHOCAIIUXCS K OHOMY BOIIPOCY MJIM Y4aCTKY
AeATeTbHOCTH, IOMEIIEHHbIX B OTAEJIbHYI0 00J10KKY — HA3bIBAIOT
a) JeloM,
0) mankoi,
B) apXUBOM.

30) OxkcnepTH3a HEHHOCTH JOKYMEHTOB — 3TO
a) 0TOOp JOKYMEHTOB Ha rOCYJapCTBEHHOE XPAaHCHUE WM YCTAHOBJICHUE CPOKOB UX XPaHCHHS
Ha OCHOBE IPHHSATHIX KPUTEPHUECB.
6) oTOOp TOKYMEHTOB Ha rOCYIapCTBEHHOE XPaHEHUE
B) YCTAHOBJICHHE CPOKOB MX XPaHEHHUS HA OCHOBE ITPUHSTHIX KPUTCPHEB.

3aganue

CocTraBuTh M 0()OPMHUTH CJIYKEOHYIO 3aANIMCKY.
CocTaBuTh JOKIAAHYIO 3allMCKy HadajgbHUKa oTaena pykoBoguteno 3A0 «HTC-JImgep» o
(bakTe HEBBINOJHEHUS PACIOPSDKEHHs O MOHTaXke O00OpYHOBaHMs Ha y4yacTKe IO NpPUYHMHE
c1aboro KOHTPOJII CO CTOPOHBI TJIAaBHOrO MexaHuka. OcTalbHble JaHHbIE YKa3aTb
CaMOCTOSITENIBHO.

HNTorosasi KOHTpoJIbHasI padoTa

JAucuumimnaa «JlokyMeHTaunoOHHOe o0ecnevyeHue YnpaBJieHus
2 BapHMaHT
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)

JIOKyMeHT WJIM KOMILIEKC JOKYMEHTOB I3TO ...
a) TpeaMeT JOKYMEHTOBEICHHUS,

0) 0OBEKT TOKYMEHTOBEICHUS;

B) JIOKYMEHTOBEJCHHUE.

2)

Kakast pyHKUMSI OTHOCHTCH K ClIeNUAIbHBIM QYHKIUAM J0KYMeHTa?
a) YIopsa0oYMBarOUIas;

0) ympaBlieHUECKas;

B) HH(pOpMAIMOHHAs.

3)

... — JOKYMEHTBI, CO3JaHHbIe ¢ HCHOJb30BAHHEM HOCHUTEJell H Cmocod 3amuc,
o0ecreynBaIUX OTPA0OTKY HMX uHPOPMAINMM  IJIEKTPOHHO-BHIYHCIUTEILHOM
MAaIIHHOM.

a) TEXHUYECKUE JOKYMEHTHI;

0) (HOTOIOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOJOKYMEHTHI;

1) JOKYMEHTHI Ha MAIIMHHOM HOCHUTEIIE.

4)

JloKyMeHT, BOCIIPOM3BOAAIIMNA MHGOPMALMIO APYIOro JOKYMEHTAa M BCE €ro BHEIIHHE
NPU3HAKHU

a) BTOPHUYHBIN;

0) BH3YaJbHBI;

B) KOIIHSL.

5)

JAy0ankar —

a) OTO TEpBBIM (WM EIUHWUYHBIA) JK3EMIULIp JOKYMEHTa, OOJaJaronIuil FOPUANYECCKON
CHIION;

0) APTO JOKYMEHT, BOCIIPOM3BOASAIINI HHPOPMAILIMIO IPYTrOTO TOKYMEHTA M BCE €0 BHEIIHUE
IMMPU3HAKHA WUJIA YaCTh UX;

B) 9TO0 Konus 0UIIHAIBHOTO TOKYMEHTAa, UMEIoNIasi FOPUINYECKYI0 CUITY MOJAJUHHUKA.

6)

TecHasi B3aMMOCBSI3b 3J€MEHTOB M MOJACHCTEM JOKYMeHTa, 00ecneyHBAOIIAs €ro
LEJOCTHOCTh M TOXK/IeCTBEHHOCTh caMoMYy ce0e — 3T0

a) aTrpuOyTHUBHOCTH;

0) (YHKIMOHAIBLHOCTB;

B) CTPYKTYPHOCTb.

7

IIpaBoBasi yHKIUSA JTOKYMEHTA OTHOCUTCS K KATErOpHHU
a) TJIaBHBIC

0) oOmue

B) CIElUaJIbHbIE

8)

JoxkymeHT, conepkammii HHGOPMALUIO, HE MPEIHAZHAYECHHY IO JJISl IHPOKOr0
pacnpocTpaHeHust

a) HEOMmyOJIMKOBAaHHBIN;

0) HemyOJIMKyeMblii;

B) HEMEPHOIUYECKHUN.

9)

Bce onepauuu mo 06padoTke 10KYMEHTOB COCPEI0TOUYMBAIOTCS B €IMHOM LIEHTPE -
KaHUeJAPHUH, 001IIeM OT/Ae/ie HJIH Y CeKpeTaps MpH ...

a) IEHTpaIM30BaHHOHN (hopMe OpraHU3aIuH ACIONPOU3BOICTBA;

0) HmeueHTpaTu30BaHHOW (popMe opraHU3aIuHU AETONPOU3BOJICTBA;

B) CMEIIaHHOW (popMe OpraHU3aIuH JACITONPOU3BOICTBRA;

10) Kakue opranusaniuoHHbIE IOKYMEHTBI YTBEPKAAI0TCSI PYKOBOJAUTE1eM OPraHu3anuu?

a) JIOJDKHOCTHBIE HHCTPYKIIUHU

0) MOJIOKEHUS O CTPYKTYPHBIX IMOAPA3ACTCHUIX
B) MpaBujia BHYTPEHHETO paclopsaka

r) BCE IEPEUYHUCICHHBIE BBIIIE JOKYMEHTBI
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11) Kakue pacnopsiiuTe/ibHbIe JOKYMEHTHI H31al0TCS HA OCHOBE eIMHOHAYAIUSA?
a) peuleHUs
0) mnpuKassl

12) C kakoii HeJIbI0 HA CJIy:KeOHOM NMUCbMe YKa3bIBAKT (pamMuiuio u tejedoH
HCIOJHUTEISA?
a) JUIsl ONIEpaTUBHOM CBSI3U C UCIIOJIHUTEIIEM
0) U1 NPUIaHKUS JOKYMEHTY IOPUANYECKONU CHIIbI

13) Ha xakoMm cay:xxe0HOM nucbMe npocrasJsiercss pekBU3UT (13) «Ccebliika Ha
PerucTpanMOHHbIA HOMEP U JATy T0KYMEHTa»?
a) MHUChMaXx - Mpockbax
0) COMpPOBOAUTENHHBIX MTUCHMAX
B) HH(OPMAIIMOHHBIX TUCHMAX
I) IHChbMax- OTBETax

14) TunoBoii popMyJIsIp JOKYMEHTA — 3TO COBOKYIIHOCTh PEKBH3UTOB:
a) 00s3aTenbHBIX (TOCTOSTHHBIX )
0) HeOoOXOIMMBIX JJIS TaHHOTO TIOKyMEHTa
B) PAacCIOJIOKEHHBIX B OMPEACIICHHON MOCIeI0BaTEIbHOCTH

15) IIpoekT npuka3a 1no JUHYHOMY COCTABY F'OTOBUTCH:
a) PYKOBOJUTENEM OpraHHU3alun
0) PYKOBOIUTENIEM CTPYKTYPHOTO MOJPA3IEIEeHUs, I/Ie TPYIUTCS paOOTHUK
B) HayaJlbHHUKOM OTJEJa KaJpoB

16) Kakoii pekBHU3UT He BXOJUT B COCTAB NMPUKa3a?
a) jJaTa IOKyMEHTa
0) anmpecar
B) HaMMEHOBaHUE OpPTraHU3alUU
r) TOJAMKCH

17) He BepeH cJiieayronuii 3aroJi0BOK NpuKasa:
a) «O peopraHu3zanuyu NpeanpUATUIY;
0) «IIpuka3 1o mpearnpusTHION;
B) «OO0 M3MEHEHUH OIUIATHI OTITYCKOB)»

18) YkaxuTe npaBWiIbHOE 0003HAYEHHE MECTA U3IAHNS JOKYMEHTA:
a) 1. Mockga;
0) ropox Mockaa;
B) MockBa

19) Kak HazbIBascs JOKyMEHT, yupexaeHHbIN [leTpom I, onpenensioniuii Kkpome BCETo Npovero
OpraHu3aluio paboThl C JOKYMEHTaMH B KOJUIETUAX?
a) I'eHepanbHBIN perjamMeHT;
0) I'enepanbHblil popMyJisip;
B) I'enepanbHblii MaHuecT.

20) Kakue opraHu3auMoOHHbIe JOKYMEHTbI YTBEPKIAIOTCS PYKOBOAUTEIEM OpraHu3anumu?
a) JIOJDKHOCTHBIE MHCTPYKIIUH
0) TOJIOXKEHUS O CTPYKTYPHBIX TOJIpa3ICICHUIX
B) TpaBUiia BHYTPEHHETO PacIoOpsaKa
r) BCE NEepPeUHCICHHbIE BhIIIE JOKYMEHTHI

21) CBUTOK U3 MOAKIEEHHBIX IPYT K APYTY JUCTOB — 3TO ...
a) rpamora;
0) Terpaab;
B) CTOJI0€N.

22) JIokyMeHTbI U3 BbILIECTOSIINX, OBEIOMCTBEHHbIX OPraHU3alHuii U 00palleHNs
rpaskaaH OTHOCATCS K
a) BXOJSIIEMY JOKYMEHTOIOTOKY;
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0) ucxonAIeMy TOKYMEHTOIIOTOKY;
B) BHYTPEHHEMY JOKYMEHTOIIOTOKY.

23) denenTtpanuzoBanHas Gopma opranu3anuu padotsl ciyx0s1 IOY npenmonaraer

a) BBIIIOJIHEHUE BCEX TEXHOJIOTMYECKUX Omnepanuii mo pabore ¢  JOKYMEHTaMH OIHHM
CHELUAIN3UPOBAaHHBIM CTPYKTYPHBIM ITOAPA3IEICHUEM HIIU CEKPETApPEM.

0) BBITIOJIHEHUE YacTH ONEpaluid IEHTPATbHOW CIIy>)KOOH JeJIONpOM3BOJACTBA, M YacTH
oIrepanuil - B CTPYKTYPHBIX TOAPa3AcIICHUsX.

B) CO3JlaHME COOCTBEHHOW JENIONPOU3BOJCTBEHHONW CIYXKObI B KaXJAOM CTPYKTYPHOM
NOJPa3JCJICHUU OJTHOM OpraHU3aluy.

24) K xonTpoabHoi pyHkuuu cayxosl 1OV ciaenyer oTHecTH:
a) PETUCTPALMIO BXOJIAIINX, HCXOASIIMX U BHYTPEHHHUX IOKYMEHTOB;
0) opraHM3alrio COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PYKOBOJICTBOM OpPTraHU3ALIUY;
B) KOHTPOJIb 32 CPOKAMHU UCIIOJIHEHUS JOKYMEHTOB;
I') NOPOBEIEHHE SKCIIEPTU3bl HAYYHOM M MPAKTUYECKON IEHHOCTU JOKYMEHTOB.

25)....— 310 puxkcauus pakrTa cO3AAHUA WIH MOCTYIJIEHUS TOKYMEHTA IMyTeM
NMPOCTABJICHUS] HA HEM JaThl U PErHCTPALMOHHOI0 HHIEKCA ¢ MOCIeAYIOIIMM BHECEHUEM
He00X0IUMBIX CBEeHUI 0 JIOKYMEHTE B PErHCTPALMOHHYIO 0a3y JaHHBbIX.

a) KOHTpPOJIb;
0) perucrtpanus;
B) IEpEYEHb.

26) IlpenBapureibHOE paccMOTPeHHE TOKYMEHTOB B ciayxk0e JJOY moapasaenasiercs Ha
a) BaXXHbIC U HEBAXKHBIC,
0) CpoOYHBIC U HECPOYHBIC;
B) 175 0053aT€IHLHOTO PACCMOTPEHHS PYKOBOACTBOM U HE TPEOYIOIINE PE30OTIOIIUN
PYKOBOJICTBA M HaIlpaBJisieMble Cpa3y B CTPYKTYPHBIE MOAPA3JEICHUS UCTIOTHUTEISIM.

27) Iloctynawomme JOKYMEHThI PerHCTPUPYIOTCS
a) B JIEHb MOCTYIJICHUS,
0) B JeHb NMOJMUCAHUS WJIN YTBEPKICHUS.

28) HomeHnkJ1aTypa el OpraHu3ainuu Ha cieAylleil KaJeHIapHbIi rol COCTABJIAETCS
a) B 1-2 kBapTanax TeKylIero roja
0) B 2-3 KBapTayax TEKYyIIETO roja
B) B 3-4 KBaprajax TEKyILEro roga

29) I'pynnupoBaHue HCNOJTHEHHBIX JOKYMEHTOB B €10 B COOTBETCTBHM C HOMEHKJIATYPOii
AeJ M CHCTeMaTH3alus JOKYMEHTOB BHYTPH /1eJIa - 3TO
a) dopmupoBaHHUE MANOK
6) dopmupoBaHue aena
B) DopMHpOBaHUE apXHBa

3amanne

CocTraButh M 0()OPMHUTH NMPHUKA3 10 OCHOBHOI J1eSITeJIbHOCTH.

CocraButh mpuka3 (yrioBoe pacrnonoxkenue peksu3utoB) OAO «PEMOHTHHUK» o
IPOBEJICHUN PEMOHTHBIX paboT. B KoHcTaTHpyromie yacTH yka3aTh LeJIb U3/1aHUs MpUKa3a (B
CBSI3U C aBapHilHBIM COCTOSIHMEM OTOINUTENbHOU cucteMbl B 1exe Ne 4). B pacnopsauTenbHOM
YacTH YKa3aThb CpPOKHM TPOBEACHUS PEMOHTHBIX pabOT, OTBETCTBEHHBIX, KOHTPOJb 3a
UCIIOJIHEHUEM pPacHoOpsKEHHs] BO3JIOKUTh Ha HaudanbHuka wnexa. OUO coTpynHHUKOB u
OCTAJIbHBIE JAHHBIE YKa3aTh CAMOCTOSTEINBHO.
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