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1. TACHOPT PABOYEN ITPOTI'PAMMObBI JUCIATLIIMHBI

1.1.

ObJ1acTh IpMeHeHus1 padoyeil NPOrpaMmbl

Pabouas nporpamMma AMCHUIUIMHBI SIBISETCSI 4YacTbi0 OCHOBHOM 00pa3zoBaTeIbHOM
nporpamMmbl B cootrBerctBUU ¢ OI'OC nmns cnenmansHocTH: 40.02.01 TlpaBo m opranuzanus
coupanpHOro obecrnevyenus (ykpynHénnas rpymnmna crenuanbHoctei 40.00.00 KOpucnpynenuus)
U1 00y4aroImuxcsi OYHOU (POpMbI 00yUEHUSI.

1.2.
BaTEJIbHON NPOrpamMMbI:

JucrumimHa peai3yercst B paMkax 0a30Boii yacTu nmpodeCcCUOHATBHOTO UK, 00menpodeccu-

oHapHBIX aucnuiutng [ITICC3.

MecTo yuyeOHOH IMCUMILIMHBI B CTPYKTYpe OCHOBHOW mNpodgeccHuoHaAIbHOH 00pa3o-

1.3. IleJgb H mIaHUpPyeMBbIe Pe3yJIbTAThl OCBOCHHS THCIUILINHBI:
Kon OK, IIK VYMenus 3Hanusg
OK 1. [Ilomumare CymHOCTb U | 0OPMIISATH MOHATUE JNOKYMEHTA, €ro
COLIMATbHYI0  3HAYUMOCTb  CBOEH | OpraHM3alMOHHO- CBOIICTBa, CrocoObl
Oyaymeld mnpodeccuu, MPOSBIATH K | paclopsaUTeIbHbIE JIOKYMEHTHPOBAHHUS
HEW YCTOMYHMBBIA HHTEPEC JIOKYMEHTBI B
COOTBETCTBUU C
nerctBytomuM 'OCTom
OK 2. Opranu3oBbiBaTh COOCTBEHHYIO | OCYIIIECTBISATH MpaBWIa COCTABJICHUS M
JeATEeIbHOCTh, BBIOMpATh THIIOBBIC | OOPaOOTKY  BXOIAIIUX, | OpopMIICHUS
METOABl M  CIOCOOBI  BBINIOJHEHUS | BHYTPEHHHUX U | OpraHu3alOHHO-
npoecCHOHANBHBIX 3aa4, OLICHUBATh | HCXOISAIIUX pacnopsAUTEIbHBIX
uX Y3PPEKTUBHOCTH U KAYE€CTBO JOKYMEHTOB, KOHTpPOJIb | JOKYMEHTOB (nanee -
3a UX UCIIOJTHEHUEM OPl)
OK 3. IlpuHumMarh pelmeHuss B | OCYIIECTBIATh CUCTEMY U  THUIIOBYIO
CTaHJAPTHBIX U HECTaHJAPTHBIX | OOpabOTKYy  BXOSIIUX, | TEXHOJIOTHIO
CUTyallUsiX M  HECTH 332  HUX | BHYyTPEHHHUX U | JOKYMEHTAIlMOHHOTO
OTBETCTBEHHOCTb UCXOMSIINX obecrieyeHus
JOKYMEHTOB, KOHTpPOJb | yrnpaBieHus (panee -
34 X UCTIOJTHEHUEM J10Y)
OK 4. OcymectBiasaTh TOUCK H | 0pOPMIISITH JIOKYMEHTHI | 0COOCHHOCTH
UCTIONIb30BaHUE uHbopMaluy, | AN TMepeladyd B apXWB | JAEJONMPOU3BOJICTBA IO
HeoOxoaumMor st 3(PGEKTHUBHOTO | OpraHU3aIUU oOpaleHusIM TpaKaaH U
BBITIOJTHEHHUSI npohecCuOHaTBHBIX KOH(UICHIIMATBEHOTO
3azad4, npodecCnoHaIHLHOTO u JIeJIIONPOU3BOICTBA
JMYHOCTHOTO Pa3BUTHS
OK 5. Hcnonws3oBath | OCYyHIECTBIATH IIpaBUjIa COCTABJICHUS U
UHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE | 00pa00TKy  BXOZAIIUX, | opopMiIeHHUs
TEXHOJIOTMM B  NPO(ecCHOHAIBbHOHN | BHYyTPEHHUX U | OpraHu3alMOHHO-
JEATEIIBHOCTH HCXOJSIINX pacnopsAUTEIbHBIX
JIOKYMEHTOB, KOHTPOJIb | JOKYMEHTOB (lajnee -
3a UX UCIIOJIHEHUEM OPJ])
OK 8. CamocToATeNnbHO ONpEeAeisaTh | OCYIIECTBISATh MpaBwia COCTABJICHUS M
3a/1auu npo¢ecCHOHATBLHOTO U | 00paboTKy  BXOAALIMX, | 0OPMIICHUS
JUYHOCTHOTO PAa3BUTHUS, 3aHUMAThCS | BHYTPEHHUX U | OpraHU3aIMOHHO-
camMo00pa30BaHUEM, OCO3HAaHHO | UCXOMSIINX pacnopsAUTEIbHBIX
IUTAHUPOBATh MOBBILICHUE | TOKYMEHTOB, KOHTpPOJIb | IOKYMEHTOB (fajiee -
KBaJTM(DUKAIMH 33 UX MCIIOJIHEHUEM OPLD)




OK 9. OpueHTHpOoBaThCs B YCIOBHUAX | OCYIIECTBISATH MpABUJIA COCTABJIEHUS W
IOCTOSIHHOTO ~W3MEHEHMs MpPaBOBOW | 00pabOTKy  BXOJAIIUX, | opopMiIeHHUs
6a3bl BHYTPEHHHUX U | OpraHu3alMoOHHO-
HCXOSIINX pacnopsiAUTENbHBIX
JIOKYMEHTOB, KOHTPOJb | JOKYMEHTOB (lanee -
3a X UCIOJIHCHUEM OPLD)
IK 1.1. OcymecTBIsITh | 0hOPMIIATH 0COOEHHOCTH
npogeccuoHaIbHOe TOJIKOBAaHUE | OpraHU3alMOHHO- JIeIIONPOU3BOJCTBA IO
HOPMATUBHBIX MIPABOBBIX aKTOB [UISl | paclopsaauTeNIbHbIE oOpallleHusIM TpakJaH U
peanu3anu IpaB TpaxaaH B cdepe | JOKyMEHTHI B | KOH(pHUIEHITHAIIEHOTO
MEHCHOHHOTO oOecrnieueHus U | COOTBETCTBUU C | IeToNpOU3BOICTBA
COLMAJIBHOM 3aLUTHI nercteytomuM 'OCTom
I[IK 1.2. OcymecTBiasaTe  mpueM | 0hOpMIAThH 0COOCHHOCTH
rpakaH IO BONpPOCaM IEHCHUOHHOTO | OpraHU3allMOHHO- JIeIIONPOU3BOJICTBA IO
o0ecrneyeHns U COLMaIbHON 3alUThI pacnopsaAuTeIbHbIC oOpallleHusIM TpakJIaH U
JIOKYMEHTBI B | KOH(QHIECHIINATHLHOTO
COOTBETCTBUH C | AeTONpOU3BOICTBA
nerictytomumM 'OCTom
I[IK 1.3. PaccmarpuBaTh  makeT | 0hOPMIATH 0COOCHHOCTH
JIOKYMEHTOB JUIsl Ha3HAY€HUs NEHCUH, | OpraHU3allMOHHO- JIeIIONPOU3BOJICTBA IO
nocoouif,  KOMIEHCAalMid, JAPYTUX | pacropsaIUTeNbHbIC oOpallleHusIM TpakJIaH U
BBIIUVIAT, & TaKXK€ MeEp COLMAIBHOM | JOKYMEHTHI KOH(UIEHIIMAIBHOTO
MOJICPKKU OTJEIbHBIM KaTETOPHUSIM | COOTBETCTBHU C | AeTONpOU3BOICTBA
rpaxkaaH, HYXIAOIIUMCS B | aeiictBytonum ['OCTom
COILIMATILHOM 3aIIuTe
[IK 1.4. OcymiecTBisATh yCTaHOBIIEHHE | 0(OPMIIATH 0COOEHHOCTH
(Ha3HaueHue, mepepacder, MEepeBO[), | OPraHU3alUOHHO- JIENONPOU3BOJCTBA IO
MH/ICKCAIUIO u KOPPEKTHUPOBKY | paclopsIuTeNbHbIE oOpallleHusIM TpakJaH U
MIEHCHH, Ha3Ha4YCHUE MOCOOH, | TOKYMEHTHI KOH(UICHIIMATBEHOTO
KOMIIEHCAllU U APYTUX COLUAIbHBIX | COOTBETCTBUU C | 1eTI0NpPOU3BOICTBA
BBITJIAT, UCMOJB3ys MHpopMarmoHHo- | aerctBytommmM [[OCTom
KOMIIBIOTEPHbIE TEXHOJOTUU
[IK 1.6. KoHncynbTHpoBaTh rpaxkaaH U | opopMIIsTh 0COOEHHOCTH
npeJcTaBuTeNel IOPUANYECKUX JIMI IO | OPTaHU3allMOHHO- JIJIONPOU3BOJICTBA IO
BOIIPOCAaM IEHCHMOHHOTO OOecreueHHs | paclopsauTeIbHbIe oOpallleHusIM TpakJIaH U
U COLMATbHON 3aLIUThI JTIOKYMEHTBI KOH(pHICHIIMATIBHOTO
COOTBETCTBUU C | IEIONpPOU3BOICTBA
nerctByromuM ['OCTom
2. CTPYKTYPA U COAEPKAHUE JUCHUIIJINHBI
2.1. OO0beM IUCHHMILVIMHBI U BUIbI y4eOHOH padoThI
Ounas dhopma oOydeHus
Buo yueonoiu pabomot Oobvem uacos
O0bem 00pa3zoBaTeJIbHOM MPOrPaMMBbI 50
Paborta o0yuyarommuxcsi BO B3aNMO/AeiiCTBHH ¢ NpenoaBaTesieM 32
B TOM YHUCJIE:
nexuuu (ypoku) 12
B (hopMe MPaKTUIECKON NOJrOTOBKH (€CIIu MPeyCMOTPEHO) *




MPAKTUYCCKUC 3aHATUA

20

B (hopMe MPAKTUIECKON OJITOTOBKH (€CIU MPEyCMOTPEHO)

J'Ia60paTOpHLI€‘ 3aHATUA

B (hopMme mpakTHUeCKON MOATOTOBKHU (€CIIH MPETyCMOTPEHO)

KypcoBasi paboTa (IpoeKT) (eciu npedycmompena)

CamocrosTenbHas paboTa oOy4darorierocs (Bcero) (eciu npedycmompena)

15

Koucynwranuu (eciu npedycmompena)

HpOMe)KYTOqHaH aTrreCcTanus B (I)opMe 3auema

3aouHas popma oOyueHHs

Buo yueonoit pabomot Oovem uacos
O0bem o0pa3oBaTe/IbHON POrpaMMBbl 50
Paborta o0yuarommuxcsi BO B3anMo/1eiicTBHH € NpenoaaBaTejieM 10
B TOM YHCIIE!
JeKuuu (ypoKu) 6
B (hopMe MPaKTUIECKON MOJTOTOBKH (€U MPeyCMOTPEHO) *
MPAKTHYECKHUE 3aHSITUS 4
B (hopMe MPAKTUIECKON OJITOTOBKH (€CITU MPEYCMOTPEHO) *
1a0opaTOpHbIE 3aHATH
B (hopme mpakTHUeCKON MOATOTOBKHU (€CIIH MPETyCMOTPEHO) *
KypcoBasi paboTa (poekT) (eciu npedycmompena)
CamocrosTenpHas paboTa oOy4varorerocs (Bcero) (eciu npedycmompena) 40

Koncynbranuu (eciu npedycmompena)

ITpomesxyTouHas artectauusi B popme 3auema




2.2. TemMaTH4YeCKHii IJIaH U coaecpkaHue TUCHUIINHBI

Ypo
HaumenoBanme pazge- | Copep:kanue y4eGHOro MaTepuaa, NpaKTHYeCKHe U TeopeTHdyecKkue 3aHATHA, | O0beM | AKTHBHBIC M HHTEPAKTHBHbIE | BeHb
JIOB H TeM caMocTosiTeJIbHasi padoTa o0y4yarommuxcst 4acos (¢opMbI IpoBeeHNs 3aHATHIE | OCBO
eHust
1 2 3 4 5
Pasnes 1. JlokyMeHTHpPOBaHUE YIPaBJIeHYECKOH JesATeJbHOCTH
Tewma 1.1 Beenenue. Cooepocanue yueonozo mamepuana: 2 Huckyccus
[onsiTe nokymeHTa, ero | 1) JokymeHTannoHHOe oOecrieueHne yIpaBiIeHus, 00bEKT, MPEIMET, LIeJIN 1 3a-
cBOMicTBa, pu3Haku | nauu JJOVY. JlenonponsBoACTBO, €T0 AIIEMEHTHI, (POPMBI AETONPOU3BOACTBA 1
hyHKIIHA 2) CRoiicTBa 1 TPU3HAKH TOKYMEHTA.
3) DYHKIUU JOKYMEHTA
Tema 1.2 Metoasl u Cooepicanue yuednozo mamepuana: 2 Huckyccust.
CIOCOOBI IOKYMEHTUpO- | 1) JokymeHnTrpoBanue. MeToJIbl ¥ CIOCOOBI TOKYMEHTHPOBAaHUS 1
BaHus. Kimaccudukanus | 2) CpencTBo TOKyMEHTHUPOBAHUS
JOKYMEHTOB 3) Knaccugukanms 10KyMEHTOB
Tewma 1.3 Yaudukauus u | Ilpakmuueckoe 3anamue: 2 Tpenunr
CTaHAApPTH3ALUS 1) YHaudukanus v cranaapTu3anys JOKyMEHTOB. )
JIOKyMEHTOB. PekBu3uthl | 2) CocTaB peKBHU3UTOB IOKyMEHTOB
JOKyMEHTOB 3) TpeboBanus K 0QOPMIICHHIO PEKBU3UTOB JOKYMEHTOB
Camocmoamenvhan paboma: 2 5
CocrtaBuTh KOHCIEKT «O0mmue TpeboBaHus K OJIaHKaM JOKYMEHTOB)
Tema 1.4 PekBU3UTHI Cooepoircanue yuebnozo mamepuana: 2 Huckyccus
JOKyMEHTOB U 0o011ne 1) N3yueHne peKBU3NTOB JOKYMEHTOB Ha 00pa3lax JOKYMEHTOB )
paBuiIa uX opopMIICHHS | 2) OdopmiieHne TOKyMEHTAIlUN B COOTBETCTBUH C HOPMATHBHOI 0a30ii, nuc-
NoJb3ysl yYHU(UIIMpOBaHHBIE POPMBI JOKYMEHTOB
Tema 1.5 Cooeporcanue yuebnozo mamepuana: 2 Huckyccust
YHudunupoBaHHas 1) Ocnousie mousATHs Y COPJ]
cucrema 2) Ha3znauenue, coctaB u 0popMiIeHHE OPraHU3alMOHHO-IIPABOBOM JOKYMEHTa -
OpTaHU3alMOHHO- UH 1
pacnopsiAnTeNEHON 3) Haznauenwue, coctaB u opopmieHue HHPOPMATHOHHO-CITPAaBOYHON TOKYMEH
JIOKYMEHTAIINU TaIyu
4) Haznauenwue, coctaB 1 0pOpMIICHHE pacIOPSINTENLHON TOKYMEHTAIIMN
Camocmoamenvnan paboma: 4 2

CoCTaBUTh KOHCIIEKT IO TEME «Ha3Ha'-ICHI/Ie, COCTaB U O(I)OpMJ'IGHI/IG I/IH(bOpMaLII/I-




OHHO-CHpaBO‘IHOﬁ JOKYMCHTAIIUM»

Tema 1.6 IIpaBuna Ilpakmuueckoe 3anamue: Tpenunr.
o¢opMIIEHUS OCHOBHBIX | 1) OCHOBHBIE TPYNIIBI OPTaHU3AIMOHHO-TTPABOBOM TOKYMEHTAIIHH.
BHJIOB OpPTaHU3aIMOHHO- | 2) XapaKkTepuCTHKa U COCTAB OPTaHU3AIMOHHO-TIPABOBON JTOKYMEHTAINH (yCTaA
MPaBOBOM IOKYMEHTAIIMK | Ba, TIOJOXKCHUS, HHCTPYKIIUH, JTOJDKHOCTHOW MHCTPYKIIMHU, TIPABUIT IITATHOTO pac-
MUCAHUS, CTPYKTYPBI M IITATHON YUCIEHHOCTH )
3) TpeboBanus k ux oPOpMIICHHIO B COOTBETCTBUH C nericTByromuM ['OCTom.
4) Odopmienune kp.coaepxkanust OI1J] B Buje TaOIUIIBI
Tema 1.7 Odopmnenne | Ipakmuueckoe 3anamue: Tpenunr
OPJl c ucnonn3oBanueM | 1) OdopmiieHne Konuii OQUIHATBHBIX JOKYMEHTOB, C UCIIOJIE30BAHUEM TEXHO-
MHGOPMAIIMOHHBIX T€X- | JIOTMH aBTOMAaTU3UPOBAHHOW 00PabOTKH JOKYMEHTAIIMK
HOJIOTUH 2) O3HaKOMJICHHE ¢ OPraHU3aIMOHHBIMH JOKYMEHTaMK OpraHHU3alluy, aHAIH3
CTPYKTYPBI UX TEKCTA, MPABIILHOCTH O(DOPMIICHHS TTOJIOKEHHI, YCTABOB, TOKHOCTA
HBIX HHCTPYKIUH.
3) OdopmiieHre cripaBOYHO-WH(GOPMAIIMOHHBIX JOKYMEHTOB 110 00pa3ily ¢ uc-
M0JIb30BAHUEM TEXHOJIOTUH aBTOMATH3UPOBAHHON 00pabOTKH JOKYMEHTAIIUU
Tema 1.8 Odopmnenne | Ipakmuueckoe 3anamue: Tpenunr
CITy’)KEOHBIX MHCEM 1) Odopmienne cupaBOYHO-HH(GOPMAIIHOHHBIX TOKYMEHTOB
2) OdopmieHue Ciry>KeOHBIX IMUCEM C UCTIOIb30BAaHUEM UH(POPMAIIMOHHBIX
TEXHOJIOTUH
Kontponbnas pabota | Ilpakmuueckoe 3anamue: TpeHunr
No 1 1) TectupoBanue 1no Teme «J[0oKyMEeHTUpOBAaHUE YIPABICHUYECKON AESTEIBHO-
CTH»
2) OdopMIiieHHE OPTaHU3aIMOHHO - PACTIOPSAUTEIBHBIX JOKYMEHTOB
Paznen 2. Opranu3annoHHbIe padoThI ¢ JIOKYMEHTAMHU
Tema 2.1 Cuctema u Cooeporcanue yuebnozo mamepuana: Huckyccust
TUTIOBAs TEXHOJIOTHUS 1) Opranu3anus ciy0bl JOKyMEHTAIHOHHOTO 00ECIICUCHUS YITPaBICHUS
JIOKyMEHTAIIOHHOTO 2) HopmatuBHO-TIpaBoBOE 0OecTieueHNEe ACATEIIEHOCTH CIIy X061 JIOY
obecrieueHust 3) Cucrema /I0Y, 3agaun, QyHKINHN, TUTIOBBIE CTPYKTYPHI, TOIKHOCTHOH
yIpaBJICHUS COCTaB.
4) TpeOoBaHus K OpraHU3aliKi JOKYMEHTO000pOoTa (HOMEHKIIATYpa Je))
Tema 2.2 Ilpuem u Ilpakmuueckoe 3anamue: Tperunr
nepBuyHas oopadboTka | 1) [Ipuem u nepBuyHas 00pabOTKa TOKYMEHTOB
JIOKYMEHTOB. 2) OdopMiieHre )KypHAIOB PETUCTPAIMH BXOISIINX, HCXOSIINX, BHYTP.
TexHomorust JTOKYMEHTOB
PETUCTPAIIUU U KOHTPOJI | 3) Ieu KOHTPOJIS UCTIOJHEHHUS JOKYMEHTOB, €0 BU/IBL.

UCIIOJIHCHUSA JOKYMCHTOB

Camocmoamenvnas paboma:

HO,Z[FOTOBI/ITI: pe(bepaTLI 110 IpPCAJT0KCHHBIM TCMaM




Tema 2.3 Tlopsnox uc- | Ilpakmuueckoe 3anamue: 2 Tpenunr
MOJTHEHUS BXOAIIUX, HC- | 1) Benenue cripaBouHO-MH(YOPMALIMOHHOW PabOTHI IO TOKYMEHTaM
XOZSIIMX U BHYTPEHHUX | 2) [Topsimok UCHIOTHEHUS BXOISIINX, HCXOAAIINX U BHYTPEHHUX JJOKYMEHTOB
JOKYMEHTOB 3) Brimonnenne 00paboTKu BXOASIINX, UCXOSIINX, BHYTPEHHUX JOKYMEHTOB
B cooTBeTcTBUH ¢ AciicTByromumM ['OCTom
Tema 2.4 Ocobennoctn | Ilpakmuueckoe 3anamue: 2 Tpenunr
JIETIOIIPOU3BOCTBA 110 1) Buner oOpamenuii rpaxxaan
oOpalIeHusIM TPaKIaH U | 2) HopmatuBHBIE TOKYMEHTBI, peryIUpYIOLIUe NOPsI0K paboThl ¢ 0OpalleHH-
KOH(MICHIMATBHOTO JIe- | SIMH T'pakaaH
JIOTIPOM3BOCTBA 3) Oco0eHHOCTH JETONMPOU3BO/ICTBA 110 OOPAIICHUSIM IPaXIaH
4) OcobeHHOCTH KOH(PUICHIIMATBLHOTO eJIONPON3BOICTBA
Tema 2.5 Homenknatypa | Codepicanue yuednozo mamepuana: 2 Huckyccus
Jeil. DKCIepTu3a HeHHo- | 1) CocraBiieHre HOMEHKJIATYP J€e
cTH 10KyMeHToB. Opra- | 2) DopMUPOBAHUE U ONIEPATUBHOE XPAHEHUE JEIl
HU3AIHA XPAHCHU 3) OpranusaIyst 3KCIepTH3bl IIEHHOCTH JOKYMEHTOB
AOKYMEHTOB 4) [ToAroTOBKA JIENl K apXUBHOMY XPaHEHHUIO
5) [lops10K YHUUYTOKEHHUS JOKYMEHTOB
Kontponbhas pabora | Ilpakmuueckoe 3anamue: 2 Tpenwunr.
Ne 2 1) TectupoBanue 1o pazneny «OpraHu3aioHHbIe pabOThI ¢ JOKYMEHTaMN)
2) BeInosiHeHNE IPAKTUIECKOTO 3aJaHus
UroroBoe 3ansitue: 3auetr | Ilpakmuueckoe 3anamue: 2 Tpenunr
TectupoBanue no Kypcy
[TonBenieHrEe UTOTOB 32 CEMECT]
Beero; 50/15

J1g XapaKTepUCTHUKH YPOBHS OCBOEHHS y4eOHOI0 MaTeprala UCTIONb3YIOTCS CIIEeAYoNe 0003HaYeHNS:
1 — 03HaKOMUTENbHBIN (y3HaBaHUE PaHEEe U3YUYEHHBIX OObEKTOB, CBOHCTB);

2 — penpoAYKTUBHBIH (BBIIOJIHEHUE JESATEIBHOCTH 110 00pa3ily, HHCTPYKIMH WIH IO PyKOBOJICTBOM);

3 — IPOAYKTHUBHBIN (IUTAHUPOBAHUE U CAMOCTOATENEHOE BBIIIOJIHEHHUE ACATEILHOCTH, PElIeHHE TPOOIeMHBIX 3a1ay).




3aounas popma oOyuenust

AKTHBHbIC H HH- [YPOB]
HaumenoBanmue pasue- Conep:kanue y4eOHOro MaTepuaJia, NpaKTHYeCKHe U TeopeTHYecKre 3aHsITHS, Oo0bem TepaKTHBHbIE | €Hb
JIOB M TeM CaMOCTOsITeIbHAs padoTa 00y4aroIuXCcs yacoB | ¢opMbI IpPOBeie- (0CBO
HHS 3AHATHI  |eHHUS
1 2 3 4 5
Tema 1. [lonarue Cooeporcanue yueonozo mamepuana:
JIOKYMEHTa, €T0 1) JlokymeHTanmoHHOE oOecrieueHHe yrpaBiieHus, 00BEKT, peaMeT, 1enu u 3agaun JJOVY.
cBOiicTBa, QyHKUIMU | 2) Jlenompou3BOACTBO, €ro 3JIeMeHThI, POPMBI JIETOMPOU3BOICTBA 2 Huckyccus 1
3) CBoiicTBa U MPU3HAKU JOKYMEHTA.
4) OyHKIUU JOKYMEHTa
Camocmoamenvhas paboma:
MeToab! 1 ciocoObl JokyMeHTupoBaHus. Knaccudukaims 10KyMeHTOB 4 2
YHubukauus 1 cTaHgapTU3alMs JOKYMEHTOB. 4 2
Tema 2. PexBU3uTHI Cooeporcanue yueonozo mamepuana:
JIOKYMEHTOB. 1) M3yueHue pekBU3UTOB JOKYMEHTOB Ha 00pa3lax JOKYMEHTOB 2 Huckyccus 2
2) VYauduuupoBaHHasi CUCTEMa OPTaHU3AIMOHHO-PACTOPSIUTEIHON JOKYMEHTAINH
Camocmosamenvnasn paboma: 2
OO6mue TpeboBaHwMs K OJaHKaM JTJOKYMEHTOB 2 2
Tema 3. Odopmiienue | Ilpakmuueckas paboma:
OCHOBHBIX BUJI0B opranu-| 1) Odopmiuenue P/] c ucrionb3oBanneM nHGOPMaLMOHHBIX TEXHOJIOTUI ) TpeHuHr 3
3anmoHHO-nIpaBoBoi | 2) Odopmuenne UC/I ¢ ucnosnp3oBaHreM HHPOPMALMOHHBIX TEXHOIOTUN
JIOKyMEHTAUU 3) OdopmiieHue ciry)keOHBIX THUCEM
CamocmosamenvHnasn paboma:
Hasnauenwne, coctaB u 0hOpMIICHHE OPTraHU3aIMOHHO-TTPABOBON JTOKYMEHTAIIMH 2
Hasnauenue, coctaB v 0hOpMIICHHE PACTIOPSANTEIHON JOKYMEHTAINH 4
Haznauenwue, coctaB u opopmiieHre nHGOPMaIlMOHHO-CIPABOYHON TOKYMEHTAIMH 4
Tewma 4. Texnonorun | Codeprcanue yueoHozo mamepuana:
JMOKyMeHTanmoHHoro | 4) OpraHuzaius ciyk0bl JOKYMEHTAIlMOHHOTO 00eCTIeUeHUs yIpaBICHUS ) Tncxycens 1
oOecrieuenus ynpasinenus) 5) Cucrema JIOVY, 3amaun, QyHKIUH, TUIIOBBIE CTPYKTYPHI, TOTDKHOCTHOM COCTAB.
6) Odopminenue ocHOBHBIX BU0B OP/]
Camocmoamenvnan paboma:
[Tpuem u nepBruHas 00paboTKa JOKYMEHTOB 2 2




TexHOIOoTHs pErucTPALMK U KOHTPOJISI HCTIOJTHEHHUS TOKYMEHTOB 2
[TopsiA0K MCIOJHEHUS BXOASIIMX, UCXOSAIIMX U BHYTPEHHUX JJOKYMEHTOB 2 2
Oco0OeHHOCTH [1€JIOTIPOU3BOJICTBA IO OOpaIIeHUsIM TpaxJaH U KOH(PHUACHLIHAIHHOIO JIEJ0 5 )
MIPOU3BOJCTBA
CocTaBjeHUe HOMEHKIIATYP AeJ 2
[ToaroroBka pedeparoB Mo MPETIOKEHHBIM TEMaM 6 2
Tewma 5. Homenknarypa | Ilpakmuueckasa paboma:
nen. Opranuzanus xpaHe- 1) @opmMupoBaHue U ONEPATUBHOE XpaHEHUE JIElT ) Tpenunr 3
HUSL TOKyMEHTOB. 2) TloaroTtoBka Jied K apXUBHOMY XpaHEHHIO
3auer 3) 3auer
Camocmoamenvuasn paboma: 2
Opraau3anus SKCHepTU3bl HIEHHOCTH JOKYMEHTOB 2 2
[TopsiIOK YHUYTOKEHHUSI TOKYMEHTOB 2 2
Bceero; 50/40

J11s XapaKTepUCTHKU YPOBHSI OCBOCHHSI YI€OHOTO MaTepHalia UCTIOIb3YIOTCS CIIEAYIOINe 0003HAYCHHUS

1 — 0o3HaKOMHTENbHBIN (Y3HABaHUE paHee N3YYCHHBIX 00BEKTOB, CBOWCTB);

2 — penpoyKTHBHBIH (BBIIOJHEHHE ACATEIBHOCTH M0 00pasily, MHCTPYKIIMU WK IO PYKOBOJICTBOM);

3 — MpOAYKTUBHBIN (IJTAHUPOBAHUE U CAMOCTOSITEIILHOE BBIITOJTHEHHE JACATEIBHOCTH, PEIIEHUE MTPOOJIEMHBIX 3a71aq).
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3. ®OHJ] OLIEHOYHBIX CPEJCTB, 1JIS1 HPOBEJEHUS TEKYIIEIO
KOHTPOJISI M TIPOMEKYTOYHOW ATTECTALIMM OBY-
YAIOLIAXCSA MO JUCHUATIIMHE (MOAYJIIO)

®oHp oneHouHbIX cpenctB (panee — GOC) - KOMIIEKT METOIMYECKUX U KOHTPOIBHBIX
MaTepuaioB, HCIMOJIb3YEMbIX MPH MPOBEACHUM TEKYIIET0 KOHTPOJISI OCBOCHUS PE3yJIhTaTOB
oOyueHusi U npomexxyTouHor arrecranuu. ®OC npeaHa3HaueH AN KOHTPOJIS U yHpaBICHUS
MPOIIECCOM TMPUOOPETEHUsS] OOYYAIOIIMMUCS HEOOXOAMMBIX 3HAHUM, YMEHHH, MPAKTUYECKOTO
ombITa U KoMreTeHui, onpeaeneHHbx Bo ®I'OC (IIpunoxenue Ne 2).

4. YCJOBHUA PEAJIM3ALIMU JUCIHUIIJIMHBI

4.1. TpeGoBaHusI K MUHUMAJbHOMY MaTepHaIbHO-TeXHUYECKOMY 0O0ecriedeHUuI0
Peanuzanus nporpaMmbl TUCHMILIMHBI TpeOyeT HaIM4usa yuyeOHoro kabuHeTa npogeccuo-

HaJIbHBIX JTUCIUIUINH.

4.2. Y4eOHO-MeTOAMYecKOe U MHPOPMAIIMOHHOE O0ecniedeHne TN CHUILTHHbI

4.2.1. TlepeyeHb OCHOBHOW M JONMOJHHUTEJLHOH Y4yeOHOH JMTEpATypbl, HEOOXOAMMOM /JIs1
OCBOCHUS JUCHHUILIMHBI

OcHoBHasi yueOHasi iuTepaTypa:

1. BacakoB, M.U. JIoKyMeHTAIlMOHHOE OOECTIEYEHNE YIIPABIIEHHs (C OCHOBAMH apXMBOBEIECHHU)
: yue6. mocooue s crya. CIIO u HITO no npodeccun 034700.01 "Cexperaps" / M. U. baca-
koB. - M. : Knopyc, 2013. - 215¢. : un. - (HagansHoe u cpenHee nmpodeccruoHanbHOe 00pa3o-
BaHue). - bubmmorp.: ¢.210-211. - ISBN 978-5-406-02509-3 :(10 5k3.)

JonosHUTeIbHAS yueOHAs JUTepaTypa:
1. 3ampmkosa, O.W. Jlenonpou3BOACTBO : [IOKyMEHTAlIMOHHOE OOECIICUEHUE YIIPABICHUS] :
y4e0. 1 cTy 1. 00pa3oBart. yupexaeHui cpea. npod. oopazosanus / O. U. 3ameimkosa, M. W.

bacakos. - 7-e m3a. - PocroB-#//] : @ennkc, 2008. - 376¢. : wi. - (CpegHee npodeccuoHaIbHOE
oOpazoBanmue). - (B mep.). - ISBN 978-5-222-13394-1 : (10 3k3.)

4.2.2. IlepeyeHb pecypcoB HH(POPMALMOHHO-TEJEKOMMYHUKAUMOHHONH ceTn «UHTepHET»
(nanee - cerb «AHTEpHET»), HEOOXOAMMBIX /IVISI OCBOEHUS TUCIHUILJIMHBI

Ne HaumeHoBaHue 3/1eKTPOHHOH OMOIHOTEYHOI CHCTEMbI Cpoxk neiicTBus
AOKYMEHTAa

l. OnexrponHo-6nbmmoTeunast cuctema ZNANIUM.COM, norosop ¢ | o 01.06.2021
000 «3HAHUYM» Ne 442056¢ ot 02.06.2020
2. DnexTponHO-6uGHoTeuHas cuctema «I5C FOPAUT» (xommexims | Jlo 03.02.2021
kaur g CI10), norosop Ne5-20 ot 04.02.2020

3. DNeKTpOHHO-OMOIMOTeUHass cucTeMa «YHuBepcuterckas ombmuo- | o 30.09.2020
Teka onliney, goroBop ¢ OO0 «Hekcmenua» Ne 1681 ot 06.09.2019
4. DNEeKTpOHHO-OUOIMOTeUHAsT ~ CUCTeMa  H3JaTenbcTBa  «JlaHbY, Jo 30.09.2020

noroop ¢ OO0 «M3natennscTBO «Jlaub» Ne 1680 ot 06.09.2019
5. OnekTpoHHas 6a3a maHHBIX auccepranuii PI'b, {loroBop ¢ ®I'bBY | o 10.06.2024
«PT'b» Ne 101/H3b/1438

6. HammonanwsHas snexktponHas oubauoreka, Jloroop ¢ ®I'BY «PI'by beccpounsrit
Ne 101/HOb/1438 ot 13 anp. 2016 T.
7. OnexkTpoHHO-0nOMMoTeyHast cucrema «2Ob baml'V», norosop ¢ beccpounsiii

00O «OrtkpsiThie OubHoTeuHbIe cucteMby Ne 095 ot 01.09.2014




5. HHBIE CBEAEHUSA U (MJIN) MATEPUAJIBI

5.1. IlepeueHb 00pa3oBaTeIbHBIX TEXHOJIOTHIl, HMCHOJb3yeMbIX NPH OCYIIECTBJIEHUHU
00pa30BaTeILHOTO NMpoIecca Mo TUCHUTLINHE

AKTHBHbIE M HHTEPAKTHBHbIE (JOPMBI NPOBeIeHNUS 3AHATHIA

AKXTHBHBIE U HHTEPAKTUBHBIE (POPMBI IPOBEICHUS 3aHATHH PEANN3YIOTCS TIPU TOATOTOBKE
[0 TpOorpaMMaM CperHero MpoecCHOHAIFHOIO O00pa3oBaHMs M IPENINojarailoT oOydeHue B
coTpyaHudecTBe. Bee ydacTHHKM 00pa3oBaTebHOTO Mpoliecca (peroaBaTeb U CTyIeHTHI) B3a-
UMOJICHCTBYIOT APYT C OPYyroM, OOMEHMBAIOTCS MH(pOpPMalKed, COBMECTHO PelaroT IpoOIeMsbl,
MOJIETIMPYIOT CHTYallid B aTMoc(epe AeI0BOr0 COTPYTHHYECTBA, ONTUMAIBHON ISl BBIPAOOTKH
HaBBIKOB M KauecTB Oyaymiero mpogeccuoHana.

OCHOBHBIE IPEMMYIIECTBA AKTUBHBIX U HHTEPAKTUBHBIX ()OPM ITPOBEIICHUS 3aHITHI:

- aKTUBU3AIUS TT03HABATEILHON M MBICIUTEIBHOM NEATETLHOCTH CTYICHTOB,;

- YCBOGHHUE CTYACHTaMHU Y4eOHOT0 MaTepraa B KayeCTBE aKTUBHBIX YYaCTHHUKOB,
- pa3BUTHE HaBBIKOB pe(IeKCHHU, aHATHN3a U KPUTUYECKOTO MBIIIIJICHHUS;

- yCUJIeHHE MOTHBALIUH K U3yUYECHHUIO TUCIUILUIMHBI U 00YYEHHIO B IIEJIOM;

- co3/1aHue O1aronpusaTHON aTMOC(Ephl HA 3aHATHH;

- pa3BUTHE KOMMYHHUKAaTHBHBIX KOMIIETCHIIUH y CTYJCHTOB;

- pa3BUTHE HABBIKOB BJIaJICHHUSI COBPEMEHHBIMU TEXHHUYECKUMH CPEICTBAMHU U TEXHOJIOTH-
ssMH 00paboTKH HHPOpPMAIINH;

- ¢opMHUpOBaHUE U Pa3BUTHE CIIOCOOHOCTU CAMOCTOSITEIIbHO HAXOAWTh WH(MOPMAILIUIO U
OIIPEAETSATh YPOBEHB €€ JOCTOBEPHOCTH;

- WCHIOJB30BAHUE 3JIEKTPOHHBIX (POPM, 00ECIIEUMBAIOIIUX YETKOE YIpaBICHUE YUEOHBIM
HPOLIECCOM, IOBBIIIEHNE 00BEKTUBHOCTH OLICHKH PE3yJIbTaTOB 00yUYEHUS CTYJCHTOB;

- IpUOIIKEeHHEe y4yeOHOTro Mpolecca K yCIOBHsAM Oyaymiei mpodecCHoHaTIbHON JesTeNb-
HOCTH.

AKTUBHBIE U UHTEPAKTUBHBIE (DOPMBI YyUEOHBIX 3aHATHI MOTYT OBITh MCIIOJIB30BaHbI IPU
NPOBEJCHNH JICKIINH, TPAKTUYECKUX M JTA0OPATOPHBIX 3aHATHH, BHIIIOIHEHHN KYPCOBBIX IPOEKTOB
(paboT), mpu NPOXOKAESHUH MPAKTUKH U APYTHX BUIAX YUEOHBIX 3aHATHMA.

Hcnonp3oBaHne aKTUBHBIX M MHTEPAKTUBHBIX (POpM y4eOHBIX 3aHATHII MMO3BOJSET OCY-
IIECTBIISATH OIICHKY YCBOCHHBIX 3HaHU, c(POPMUPOBAHHOCTH YMEHHUI U HABBIKOB, KOMIIETEHIIUN B
paMKax HpoLEeAyphl TEKYIIET0 KOHTPOJS IO AUCHMIUIAHE (MEXIUCIUIUIMHAPHOMY KypCy, IpO-
(beccruoHaTbHOMY MOJTYJIIO), TPAKTHKE.

AKXTHBHBIE Y MHTEPAKTHBHBIC (POPMBI YUEOHBIX 3aHATHI peaTH3yIOTCS IpEroaaBaTelIeM
COrJIaCHO paboyeil mporpaMMe y4eOHOM AUCIUTUINHBL.

Juckyccusi — 9T0 MyOJIMYHOE OOCY’KJIEHWE WJIM CBOOOIHBIN BepOaibHBI OOMEH 3HAHM-
MU, CYXICHHSIMH, HIESIMH WM MHEHUSMH II0 TOBOJY KaKOr0-JIMOO CIOPHOTO BOIpOCa, MpPO-
6nemsl. Ee cymmecTBeHHBIMH YepTaMH SBIISIOTCS COYETAaHHE B3aMMO/IOTIONHSIONIETO AUAIOra U 00-
CYXJIEHUSI-CIIOpa, CTOJKHOBEHUE PA3IMYHBIX TOUEK 3PEHUS, TIO3UIHH.

Bo3MoxHOCTH MeTO/1a TPYNIIOBOM JUCKYCCHUU:

- YYaCTHHUKH JUCKYCCHUHU C PAa3HBIX CTOPOH MOTYT YBUJETb MPOOJIEMY, COITOCTABIISISI IPOTH -
BOTIOJIOXKHBIE TIO3UIIHH;

- YTOYHSIIOTCS B3aUMHBIE TIO3MIIMH, YTO, YMEHBIIAET COMPOTUBICHUE BOCIIPUIATHIO HOBOM
nHpopmanuu;

- B TIPOLIECCE OTKPBITHIX BBICKA3bIBAHUI YCTPAaHAETCS SMOLMOHANbHAS TPEIB3STOCTh B
OLICHKE MO3UIMH NAPTHEPOB U TEM CAMBIM HUBEJIUPYIOTCS CKPBIThIE KOH(IIUKTHI;

- BbIpabaThIBa€TCs TPYIIIOBOE PEIIEHHE CO CTATyCOM IPYIIIOBO HOPMBI;

- MO’KHO HCTIOJIb30BAaTh MEXAHN3MBI BO3JIOKCHHUS U TIPHHATHS OTBETCTBEHHOCTH, YBEINYH-
Basl BKJIFOUEHHOCTh YYaCTHUKOB JUCKYCCHH B MOCIIEIYIOIIYIO peau3alliio IPYNIOBbIX PEIICHUH;

- YIOBJIETBOPSETCS MOTPEOHOCTh YYaCTHUKOB AUCKYCCHH B MIPU3HAHUH U YBa)KCHHH, €CIIH
OHU TIPOSIBUJIM CBOIO KOMIIETEHTHOCTh, U TEM CAMbIM MOBBIIIACTCS Y(P(PEKTUBHOCTh UX OTIAYU U
3aMHTEPECOBAHHOCTD B PEIICHUHU IPYMITOBOH 3a1a4u.

OcHoBHBIE (PYHKIINU TMPENoaBaTeis MPHU MPOBEACHUH TUCKYCCUU:
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- opmynupyet nmpobremMy U TeMy JUCKYCCHH, AaeT UX pabodne OnpeaesieHus;

- CO3/1aeT HEOOXOAMMYI0O MOTHBAIMIO, MTOKA3bIBAET 3HAUMMOCTh MPOOJIEMBbI ISl YYaCTHH-
KOB JIUCKYCCHH, BBIJICNISICT B HEW HEPEUICHHbIE U IPOTHUBOPEYMBBIE MOMEHTHI, ONPECIAET 0XKHUIa-
€MBbII pe3yJIbTaT;

- co31aeT 1o0poXxKenaTeabHyI0 aTMochepy;

- popMyIMpyeT BMeCTe ¢ yYaCTHHUKaMU MpaBujla BeIeHUs JUCKYCCUU;

- 1oOMBaeTCs OJHO3HAYHOT'O CEMAaHTHYECKOTO TOHUMAaHHsI TEPMUHOB U TIOHSTHIA;

- CHOCOOCTBYET MOJJIEPKAHUIO BHICOKOTO YPOBHSI aKTUBHOCTH BCEX YYACTHUKOB, CIEAUT
3a COOJIIOJICHHEM perjlaMeHTa ¥ TeMbl IUCKYCCHU;

- puKcUpyeT mpeyIoKEHHbIE UACH Ha IJIaKaTe WK Ha JOCKE, YTOOBI UCKIIIOYUThH TIOBTOpE-
HUE U CTUMYJIUPOBATH JOMOJHUTEIbHBIE BOIIPOCHI;

- y4acTBYeT B aHaJHM3€ BBICKA3aHHBIX WAEH, MHEHWM, MO3ULUN; MOABOJUT MPOMEKYTOU-
HbIE UTOTH, YTOOBI U30€KaTh IBMXKEHUS TUCKYCCUU TI0 KPYTY.

- 00001aeT npeaIoKEeHHsI, BHICKa3aHHbIE TPYINON, U MOJIBITOXXUBAET BCE JOCTUTHYTHIE
BBIBOJIbI M 3aKJIIOUCHHS;

- CPaBHUBAET JIOCTUTHYTHIN pe3yIbTaT C UCXOAHOM IEJIbIO.

[Ipu mpoBeneHNH IUCKYCCHU MOTYT HCIIOJIb30BAThCS Pa3IMuUHbIe OpraHU3allMOHHbBIE (OPMBI 3aH-
THH.

TpenuHr — gopma akTHBHOTO OOyuU€HUs, IIENBI0 KOTOPOTO SIBJISAETCS INepeaada 3HaHUH,
pa3BUTHE HEKOTOPHIX YMEHUN M HABBIKOB; METOJ CO3JaHMSI YCIOBUH ISl CAMOPACKPBITHS y4acT-
HUKOB U CAaMOCTOSITEJIbHOTO MTOUCKA UMM CIIOCOOOB peIIeHus! MpooIieM.

Crnenuduyeckne 4epThl TPEHUHTOB KaK TPYINIOBOi (OpMBI O0yUICHHUS:

- co0r0IeHUE ONPEeAETICHHBIX TPUHIIUIIOB TPYIIIOBOI paboThI;

- HAIIEJICHHOCTh Ha TICHXOJIOTMYECKYIO MOMOIIb YYaCTHUKAM TPYIIbI B CaMOpPa3BUTHH,
KOTOpast UCXOIUT HE TOJBKO OT BEAYIIET0, HO M OT CAMHX YYaCTHHKOB;

- HaJlM4We TMOCTOSHHON Trpymmbl (0OBIMHO OT 7 10 15 4enoBek), MepUOAMYECKH COOM-
parolieiicst Ha BCTpeur WK paboTaroliell HempephIBHO B TCUEHUE HECKOIBKUX JTHEH;

- ONpeJesieHHasl MPOCTPAHCTBEHHAs! OpraHu3alus (4Jaiie Bcero pabora B OTHOM U TOM Ke
OTAETLHOM TMOMEIIEHUH, KOTJ]a YIaCTHUKH OOJIBIIYIO YaCTh BPEMEHU CUIIAT B KPYTY);

- aKIEHT Ha B3aMMOOTHOIICHMSIX MEXIy YYaCTHUKaMH T'PYIIbI, KOTOPhIE Pa3BUBAIOTCS U
aHATM3UPYIOTCS B CUTYAIUU «3/1€Ch U TEIEPh;

- IPUMEHEHNE aKTUBHBIX METO/I0B I'PYMIIOBOIl pabOTHI;

- BepOanu3oBaHHasT pedieKcust Mo MOBOAY COOCTBEHHBIX UYBCTB M IPOHMCXOSINEIO B
rpymnre;

- atMoc(epa pacKOBaHHOCTH M CBOOOJBI OOILICHHUS MEXy YYaCTHUKAMH, KIUMAT IICHUXO-
JIOTUYECKON Oe30MacHOCTH.

OOBIYHO B TPEHUHIE HCIIOJIB3YETCS TPEXYPOBHEBAs MOJAETh OOy4YeHuUs: MpuodpeTeHne —
JEeMOHCTpauus — mpuMeHeHue. Jlns npuoOpeTeHHs 3HAHUM B TPEHUHIE HCIOIB3YIOTCS
uHpOpMaLKs, MUHU-JIEKLIUS, COOOIIEHUE, KHUTH; JUIsl IEMOHCTPAIMH - POJIEBbIE UIPbI, KEUCHI U
Kelic-MeTO/l, KUBbIE WJUTIOCTPALMU W BHUICOPHUIBMBI; Ui MPUMEHEHHUS - POJIEBbIE U JIEJIOBHIE
Urpsl, MoaenupoBanue. llpenogaBarenb-TpeHep AODKEH BIAAETh MCHXOJIOTO-TearorndecKuMu
3HAaHUSAMHU U MIPUMEHSTHh UX B y4eOHOM IMpoliecce; BialeTh METOAaMH MOJyUYeHHUs, HAKOIIJICHUS U
MPEnoIHECeHNsT UHPOPMALIMU YYaCTHUKAM TPEHHUHIa, BIMSHHUSA HA MX MOBEJCHHE U OTHOUICHHUS;
YMETh COCTABJISITh IPOTrPAMMBI Y4EOHBIX 3aHATUN B (hopMaTe TPEHUHTA.
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CIENUAaTbHOCTh
40.02.01 Ilpaeo u opzanuzayusn coyuanvHo2o obecnevenHus
KOJ HAaUMEHOBAHUE CHEIUAIBHOCTH
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Ounas popma

No Kon- | Kanennapusie
I /;I HaumeHoBaHue pa3fesnoB U TEM | BO 4a- | CPOKHU U3yye- Bup 3ansTus Jomarniusist padota
COB Hys (TUTaH)
Paznen 1. JlokyMeHTHPOBaHNe YIIPaBJIeHYECKOH AeATeIbHOCTH
1. | BBeneunue. Iloasarue
o IToBTOPUTE KOH-
JIOKyMEHTa, €ro CBOWCTBA, 2 CEHTSIOPb Jlexmus creKT
MIPU3HAKU U QYHKIIHH
2. MeTo/bI ¥ CITOCOOBI IOKYMEHTH -

IToBTOPUTH KOH-
poBanust. Kimaccudukanus 2 CEHTS0pb Jlexuns KT
JIOKyMEHTOB

3. CocTaBuTh KOH-
YHuGUKAIM 1 CTaHIAPTH3ALNS
[IpakTuueckoe | crekt «OO0rme
JIOKyMEHTOB. PeKBU3UTHI 2 CEHTSOPb
3aHATHE TpeOoBaHus K OnaH-
JIOKyMEHTOB
Kam»
4. PexBU3UTEI TOKYMEHTOB U IloBTOPUTEL KOH-
HOKY 2 OKTSI0OPB Jlexmusa p
o0rme npaBuia ux ohOpMIICHHUS CIEKT
5. | YHudumupoBanHas cuctema

Wzyunte nadpopma-
OpraHu3aluoOHHO-

o 2 OKTSIOpb Jlexuns LIMOHHO-CIIPaBOY-
pacnopsiAuTEIbHOK

HBIE IOKYMEHTBI
JIOKYMEHTAluKU

6. | [IpaBuna oopmiieHHst OCHOB-
ITpaktnyeckoe | IToBTOpUTH KOH-
HBIX BUJIOB OpPraHU3allMOHHO- 2 OKTSIOPb
N 3aHATHE CHEeKT
MIPaBOBOM JIOKYMEHTAIINH
Odopmnenue OP/] ¢ ucnomns3o-
7. $op A ITpaktuyeckoe | IToBTOpUTH KOH-
BaHHEM HH(DOPMAIMOHHBIX TEX- 2 OKTSI0ph
N 3aHATHE CIIEKT
HOJIOTHI
8. IIpaktnueckoe | IToBTOpPUTH KOH-
OdopmiteHne ciry:KeOHBIX ITUCEM 2 OKTSI0OPb
3aHITHE CIEKT
9. | KonrponbHas pabora Ne 1 2 HOSI0pPb
Pa3nen 2. Opranu3auusi M TEXHOJOTHs PadoThI ¢ JOKYMeHTaAMH
10. | Cucrema u TUnoBas
TEXHOJIOTUA IToBTOPUTH KOH-
2 HOSIOpB Jlexius
JIOKYMEHTAllUOHHOTO CIIEKT
obecrieueHus yrpaBiIeHUs
11. | [Ipuem u nepBuuHas o6paboTkKa
JIOKyMEHTOB. TexXHOI0Tus 5 HOSGDE [IpakTuueckoe | [ToaroroBuTh pede-
pPETHUCTpaLliy I KOHTPOJIA UCTION- p 3aHATHE paTsl
HEHUS JOKYMEHTOB
12. | Ilopsinok uCIIONHEHUS BXOs-
LIUX, UCXOJSIINX U BHYTPEHHUX 2 HOSIOpB Hpaxruieckoe | TIoBTopHTS KO-
’ FU yIp p 3aHATHE CHEKT
JIOKyMEHTOB
13. | OcobeHHOCTH ACIOTIPOU3BO/I-
CTBa 10 OOPAIICHUSAM TPpaKIaH U 5 exaGpb IIpaktuueckoe | [loBTOpUTH KOH-
KOH(UACHIIUAIBHOTO 110~ p 3aHATHE CIIEKT
MIPOU3BOJICTBA
14. | HomeHnkmatypa aen. JKcnepTusa
ypa i P IToBTOPUTH KOH-
LIEHHOCTH TOKyMeHTOB. Opranu- 2 nexabpb Jlexuus KT
3anys XpaHeHHs JOKYMEHTAIUH
15. | KontposbHas padota Ne 2 2 nekabpb
16. | UtoroBoe 3aHsTHE: 3aU€T 2 nexabpb
Bcero yacos 32
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3aouHas Gopma

Ne Kon- | Kanennapubie
I /;1 HaumeHnoBaHue pa3zfenoB 1 TeM | BO 4a- | CPOKH U3yde- Bun 3ansatug Homamrnsist pabora
COB Hus (TU1aH)
Pa3nes 1. JlokyMeHTHPOBaHUE YIPABJIEHYECKOH JesATeJbHOCTH
1. | Ilonarue noKyMeHTa, €ro [ToBTOPUTH KOH-
N 2 CEHTSI0pb Jlextus
CBOICcTBa, QyHKIUU CHEKT
2. [ToBTOPUTH KOH-
PexBU3UTHI JOKYMEHTOB 2 OKTSI0pb Jlexuns
CHEKT
3. | OdpopmueHne OCHOBHBIX W3yunts nadopma-
$op IIpakTnueckoe y $op
BU/JIOB OpraHu3alliOHHO- 2 OKTA0pb SAHSTIC LIHOHHO-CIIPaBOY-
MIPaBOBOM JTOKYMEHTALIMHU HBIE JIOKYMEHTEI
Pa3nes 2. Opranu3anusi M TeXHOJOTHS PadoThI ¢ JOKYMeHTAMH
4. | Texnonorun
IToBTOPUTH KOH-
JIOKYMEHTAllMOHHOTO 2 HOSIOpb Jlexrus creKT
o0ecrnieueHus ynpaBIeHUs
5. | Homenknarypa gen. Opranusa-
ypaa P [IpakTuueckoe | [ToaroroBuTh pede-
LMs XpaHEeHUS JOKyMEHTOB. 3a- 2 HOSIOpB
3aHATHE paTsl
qeT
Bcero yacos 10
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ITPUJIOKEHMUE 2

®EJIEPAJIBHOI'O TOCYJAPCTBEHHOI'O BIOJPKETHOI'O OBPA30OBATEJIBHOI'O VUPE-
JKJIEHI S BBICILIET'O OBPA3BOBAHUS
«YOUMCKHWI YHUBEPCUTET HAYKU Y TEXHOJIOT Ui»
CTEPJINTAMAKCKUU ®UITNAJTT

Komremx

DoH/I OLICHOYHBIX CPEACTB

0 AUCLUILINHE OlIl. 13 /lokymenmayuonnoe obecneuenue ynpaeieHus

Oobwenpogpeccuonanvulit YUk, 06A3amenbHas Yacmoy
[IUKJI TUCHUIUTHHBI M €T0 4acTh (00s3aTenbHas, BApUaTUBHAS)

CHELHUATbHOCTh
40.02.01 Ilpaeo u opzanuzayusn coyuanvno2o odecnevyenus
KOJl HAaMMEHOBAHUE CIIEIMAIBHOCTH

YPOBEHB IMOJATOTOBKH

oazoeuiii
Pa3zpaboTunk (cocTaBuTEND)
Ilpenooasamens
Tanukaesa JI.A.
y4eHasi CTeNeHb, YU€HOE 3BaHHE,
karteropus, ®©.1.0.
Crepnuramak 2024
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I ITacniopT (pOHI0B OLIEHOYHBIX CPEACTB

1. O61acTh NpUMeHeHus!
®onj oueHouHbIX cpeacTB (OOC) mpenHasHaueH ISl MPOBEPKH PE3yJIHTATOB OCBOCHUS
JTUCIUTUTMHBI, BXOJSIIEH B COCTaB MPOrPaMMbl MOATOTOBKH CIICIIMAIIMCTOB CPEAHETO 3BEHa IO
cnenuansHocTd  OOBEM YacOB Ha ayAUTOPHYIO HArpy3Ky MO AUCHUIUIMHE 32 Yaca, Ha CaMOCTOsI -
TeNbHYI0 padoTy 15 vacos.
2. O0beKThI OLEHUBAHUS — Pe3YJIbTATHI 0CBOCHUS TUCHHMILINHBI
®OC 1o3BOJIAET OIEHUTH CIENYIONINE PE3yJIbTaThl OCBOCHHS IUCIUILUIMHBI B COOTBET-
ctBun ¢ ®I'OC cnemmansHoctu 40.02.01 IIpaBo u opraHuzaiysi COUANBHOTO 00ECHeUYeHUs U
pabodeii mporpaMMoi TUCITUTUTHHBI JJOKyMEHTallHOHHOE 00eCTIeYeHHE YIIPaBIICHIS:
YMEHHA:
— odopMIIATE  OpPraHU3AIMOHHO-PACTIOPSIUTEIbHBIE  JIOKYMEHTHI B COOTBETCTBUU  C
nerictBytomum 'OCTowm;
— OCYIIECTBIATH 00pabOTKY BXOJSIIMX, BHYTPEHHUX U MCXOIALIUNX TOKYMEHTOB, KOHTPOJb 32
HX HCIIOJTHCHHUEM;
— 0hOpMIIATH TOKYMEHTHI JIJIsl TIEpPeIaud B apXUB OpraHU3aIlNH;
3HAHMS:
— TIOHSITHE JOKYMEHTa, €r0 CBOMCTBA, CIIOCOOBI TOKYMEHTHPOBAHUS;
— TIpaBWJa COCTaBIICHUS W OQGOPMIICHHS OPTraHWU3AIMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB
(nanee - OPI);
— CHCTEMYy W THUIOBYIO TEXHOJOTHIO JIOKYMEHTAllMOHHOTO oOecrieueHus yrpaBieHus (manee -
HOY);
— O0COOCHHOCTH JIEJIONIPOU3BOJICTBA MO OOpAIeHUsM TPaxJaaH U KOHPUACHIHUATHLHOTO JENI0-
MPOU3BOJCTBA.

BrlmenepeuncieHHble yMEHNS, 3HAHUS HAIlpaBJIeHbl HAa POPMHUPOBAHUE Y OOYyUAIOIIUXCS
CJIEIYIOIIUX 00X U NPo¢ecCHOHATbHBIX KOMIETEHIIUI:
O6mue komnerennuu (OK):

Komnerennun oOy4aromerocs, ¢GopMupyeMbie B pe3yJabTaTe OCBOCHHUS JAHCIMUILIMHBI
(momymst) cornacuo IIICC3:

OK 1. IlonuMare CyITHOCTh M COLHAJIBHYIO 3HAUYMMOCTh CBOEW Oynmymiei mpodeccum,
MPOSIBIISITh K HEW YCTOMYUBBIN MHTEPEC.

OK 2. Opranu3oBblBaTh COOCTBEHHYIO J€ATEIBHOCTH, BBIOMPATh THIIOBBIE METOIBI U
CIIOCOOBI BBIMOJTHEHUS TTPOPECCHOHAIBHBIX 3a/1a4, OIEHUBATh X A()()EKTUBHOCTH U KaueCTBO.

OK 3. IlpuHuMaTh pemieHus B CTAaHAAPTHBIX M HECTAHAAPTHBIX CUTYAIMsIX M HECTH 32 HHUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh MOUCK U HCIOJIb30BaHWE WHPOPMAIUKM, HEOOXOIUMOU st
3¢ (PEKTUBHOTO BBIMOTHEHUST MPOPECCHOHANBHBIX 3a/1ad, MPO(PECCHOHATEHOTO U JIMYHOCTHOTO
pa3BUTHSL.

OK 5. MHcnone3oBath  WH(OPMAIMOHHO-KOMMYHHMKAITMOHHBIE  TEXHOJOTHHU B
npoeCCUOHATILHOM 1eATEIbHOCTH.

OK 8. CamocTosiTeIbHO ONPEALIIITh 3a1a4 MPO(HEeCCHOHATBFHOTO U JMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS CaMO0Opa30BaHNEM, OCO3HAHHO TUTAHUPOBATH MOBBINICHUE KBATH(PUKAIUH.

OK 9. OpueHTHpOBaTHCS B YCIOBUAX TOCTOSTHHOTO U3MEHEHHUS MMPAaBOBOM Oa3kbl.
IIpodeccuonanbubie komnerennuu (I1K):

IIK 1.1. OcymecTBasaTh MpopecCHOHAIBPHOE TOJIKOBAHWE HOPMATHUBHBIX IMPABOBBIX aKTOB
JUTS pealin3alliy paB rpakaaH B chepe MEHCHOHHOTO 00ECTICeYeHHS 1 COIIMATLHOM 3aIlUTHI.

I[IK 1.2. OcymecTBisaTh TpHEM TpaxkaaH IO BOMPOCaM IEHCHOHHOTO OOECTICYCHHS U
COLMAJIbHOW 3alUTHI.

IIK 1.3. PaccmarpuBaTh MakeT JOKYMEHTOB [JI1 Ha3HA4YCHHS IICHCHH, TIOCOOHH,
KOMIIEHCAIINI, APYTUX BBHIIUIAT, a TAKXKE MEP COIHMAIBHOW MOIJICPKKUA OTICIBHBIM KATeTOpUSM
rpaxaaH, Hy>KIAaroIUMCS B COIIMAIbHOM 3aluTe.

IIK 1.4. OcyuiecTBiATh yCTaHOBJIEHUE (Ha3HAUEHUE, IIEPEPACUET, IEPEBO), UHACKCALUIO U
KOPPEKTUPOBKY TEHCH, Ha3Hau€HUE MOCOOMI, KOMIEHCAUUd U JIPYTUX COLMUAIbHBIX BBIILJIAT,
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UCTOJb3Ys UHPOPMALMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.
IIK 1.6. KoHCynbTHUpOBaTh TpakaaH M MPEACTABUTENICH HOPUIWYECKUX JIUI[ MO BOMPOCAM
MIEHCUOHHOTO 00€CIeUYeHHUs U COLMATBHOM 3aIUThI.

3 ®opMbl KOHTPOJISI H OLEHKH Pe3yJIbTATOB OCBOCHHUS JMCIHIIIHHBI

KoHTponb 1 o11eHKa pe3yiabTaTOB OCBOEHUS — 3TO BBISBICHHE, N3MEPEHUE U OLICHUBAaHUE
3HaHUM, yMeHUl n (GopMHpYIOIUXCA OOMUX M NMPO(EeCCHOHAIBHBIX KOMIETEHLMH B paMKax
OCBOEHUS AUCLUIIINHBI.

B cootBercTBUM ¢ yueOHBIM iaHoM crnermanbHocTH 40.02.01 IlpaBo m opranu3arus
colasibHOrO obecneueHusi, pabodeil mporpaMMoil TUCIMITINHGI JJOKyMeHTallMOHHOE obecrieye-
HUE YIPABIICHUS INPEIYyCMaTpUBACTCA TEKYIUMH M IMPOMEXYTOYHBIH KOHTPOJIb PE3YyJIbTaTOB
OCBOCHUSL.

3.1 ®opmbI TeKylIero KOHTPOJIA

Texymuii KOHTPOJIb YCIIEBAEMOCTH MPEACTABISET COOOM MPOBEPKY YCBOCHHUS y4eOHOTO
MaTepuaia, peryjsipHO OCYLIECTBISIEMYIO Ha IPOTSDKEHUH Kypca 00yUYeHHUS.

Texkyumii KOHTPOJIb Pe3yJbTaTOB OCBOCHHUS IUCLUUIUIMHBI B COOTBETCTBHM C paboueit
IIPOrpaMMOM M KaJICHJAapPHO-TEMATHYECKUM IUIAHOM IPOUCXOIUT IPU HUCIOJIB30BAaHUU CIIETY-
IOIINX 00s13aTeNbHBIX (POPM KOHTPOJIS:

—  BBINOJIHEHHUE U 3aIIUTA MPAKTHYECKUX PadoT,
— IIPOBEpKa BBHINOJIHEHUS CAMOCTOSITEILHON paObOThI CTY/I€HTOB,
— IpOBEpKa BBHINOJIHEHUS KOHTPOJIbHBIX paboT.

Bo Bpems mpoBeneHHs yueOHBIX 3aHSATHI JTOMOJIHUTEIBHO HCIIOJIB3YIOTCS CIENyIOIIHe
(opMBI TEKYIIETO KOHTPOJISI — YCTHBIM OIpOC, TECTUPOBAHHUE MO TEMAM OTJENbHBIX 3aHATUH.

BbinosiHeHue W 3amuTa NpakTudeckux padot. [Ipaktuyeckue pabOThl NPOBOAATCS C
LIEJIBI0 YCBOEHMSI U 3aKpEIUICHHsI MPAKTUYECKUX YMEHUI U 3HaHWH, OBIaJeHUs NpodeccuoHab-
HBIMHM KOMIETEHIMSIMU. B Xoze mpakTudeckoil paboThl CTyA€HTHI IPUOOPETAIOT YMEHUS, Npey -
CMOTpEHHBbIE paboyell MporpaMMoil JUCIMILIMHBI, Y4aTCsl COCTABIATH JTOKYMEHTBI, aHAIM3HPO-
BaTh NOJyUYEHHBIE PE3YJIbTAThI U JI€JaTh BHIBObI, OMUPASICh HA TEOPETUUECKHUE 3HAHUS.

Crucok mpakTUYecKux paboT:

[IpakTnueckast pa6ota Ne 1. PeKBU3UTHI TOKYMEHTOB

ITpakTnyeckas padora Ne 2. [IpaBuna opopmiieHHs OCHOBHBIX BUIOB OpraHU3AL[MIOHHO-TIpa-
BOBOM JOKyMEHTALMU

ITpaktnyeckas padora Ne 3. Opopmnenune OPJI ¢ ucnonszoBanuem UT

[TpakTuaeckast padota Ne 4 OopmiteHne Ciry)keOHBIX TTHCEM

ITpakTnyeckas pabota Ne 5. TexHOIOrHM perucTpaliuy U KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB.

COI[ep)KaHI/IC, 9Tallbl MPOBCACHUA U KPUTCPUU OLCHUBAHHA NPAKTUYCCKUX pa60T npen-
CTaBJICHBI B MCTOANYCCKUX YKAa3aHUAX IO IMMPOBCACHUIO IMMPAKTUUCCKHUX pa60T.

IIpoBepka BbINOJHEHHS caMocCTOsITeIbHON padoTbl. CamocrosTenbHas paboTta
HampaBlieHa HA CaMOCTOSITEIbHOE OCBOGHUE U 3aKpeIUICHHE OOYYaloNIMMHCS MPAKTUYECKUX
YMEHHH U 3HAHUH, OBIIJICHHE MPO(ecCHOHATEHBIMI KOMITETEHITUSMHU.

CamMocTosATenbHasT TMOATOTOBKA OOYyYaromMXCs MO AWCHMIUIMHE MpPEearnojiaraeT clemy-
oIue BUABI M POPMBI pabOTHI:

— Cucrematudeckas npopabOTKa KOHCIIEKTOB 3aHATHH, y4eOHOW W CHEIHaJIbHOW TeXHHUYE-
CKOU JIUTEPATYPBHL.

— Hamucanwne u 3amuTa pedepara; moaroroBka K COOOMICHHUIO 110 3aJaHHOM MPEro1aBaTesieM
TEeME.

—  OdopMmieHre OTUYETOB IO MPAKTUYECKUM padOTaM, U MOATOTOBKA K MX 3aIUTE.

IIpoBepka BBHINOJHEHUS KOHTPOJIbHBIX padot. KontponbHas paboTa mpoBogUTCS C 11e-
JIbI0 KOHTPOJISI YCBOEHHBIX YMEHHMM M 3HAHUM M MOCIEIYIOLIEro aHajiu3a TUIMYHBIX OLIMOOK U
3aTpyAHEHUI 00yJaromuxcs B KOHIIE U3y4eHUs TeMbl Win pas3zaena. CoriacHo KajJeHIapHO-TeMa-
TUYECKOMY IUIaHY AMCLUIUIMHBI IPEAYCMOTPEHO MTPOBEACHUE CIEAYIOIINX KOHTPOJIBHBIX padoT:
— Koutponbshas padota Ne 1 «JlokyMeHTUpOBaHHE YIIPABIEHUYECKON NESATETLHOCTH
— Kontponbshas padota Ne 2 «Opranuzanus ¥ TEXHOJIOTUS pabOTHI C TOKYMEHTAMI

20



CBogHas TadauMIa Mo NpuMeHsieMbIM (popMaM M MeTOAaM TEeKYLIero KOHTPOJIsi H OLEeHKH

pe3yJbTaToOB 00yUeHUs

PesyabTatel o0y4yeHust
(ocBOEHHBbIE YMEHHs, YCBOCHHbIE 3HAHMSA)

®opMbI 1 METObI KOHTPOJIS U
OIleHKHU pe3yJIbTaTOB 00y4eHus

OcBOCHHbIC YMEHHS:

0opMIIATE OpPraHU3alMOHHO-PACTIOPAIUTENbHBIE JOKYMEHTHI B
co0TBeTCTBHH ¢ AeicTByomuM 'OCTom

BEITIOJIHGHUE W 3allUTa MpaKTH4Ye-
ckux pabor Ne 1,2, 3,4

OCYIIECTBIATh 00pa0OTKY BXOASAIINX, BHYTPEHHUX M UCXOISIIUX
JIOKyMEHTOB, KOHTPOJIb 33 UX UCIIOJHEHUEM

BBINIOJIHCHHE W 3alllUTa IpaKTHYe-
ckux pabot Ne 5

YCTHBII OIPOC BO BPeMsl 3aHATHS, Te-
CTUpPOBaHUE

0 OPMITATE TOKYMEHTHI [T MIepeadr B apXUB OpraHU3aIiH

BBIIIOJIHEHWE MW 3alUTa MpPaKTHYe-
ckux pabor Ne 1,2, 3,4

YcBoeHHDBIC 3HAHNA:

MOHSTHE JOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI JOKYMEHTHPO-
BaHUS

YCTHBIN OIIPOC BO BPEMS 3aHSTHUS, Te-
CTHpOBaHHE

MpaBWJia COCTaBICHHUS W OQOPMIICHHUS OpraHU3aI[MOHHO-
pacrnopsAMTeIbHBIX TOKyMeHTOB (nanee - OPJI)

YCTHBIﬁ OIIpOC BO BpEMA 3aHATUSA, TC-
CTUPOBAHUC

CHUCTEMY ¥ THIIOBYIO TEXHOJOTHIO JIOKyMEHTAIIHOHHOTO
oOecnieueHus ynpasieHus (nanee - JJOY)

YCTHBIN OIIPOC BO BPEMS 3aHSTHS, Te-
CTHpOBaHHE

OCOOEHHOCTH ACIONPOU3BOACTBA IIO 06paH_[CHI/I$IM rpaxxaan u
KOH(i)I/I}_ICHLII/IaJ'IBHOFO ACIJIOIIPOU3BOACTBA

y'CTHHffi OIIpOC BO BpEMsA 3aHATUSA, TC-
CTUPOBAHUC

3.2 ®opMa NPOMEKYTOYHOM ATTEeCTALIUN

[IpomexyTouHas aTTecTamnus MPOBOAUTCS B (popme 3adera.

OOyuaroniuecs JOMYCKalOTCA K 3a4eTy MPH BHIIOJHEHUH BCEX BHUJIOB CaMOCTOSITENIBLHOM
paboThI, MPAKTHYECKUX ¥ KOHTPOJBHBIX paldOT, MPEIyCMOTPEHHBIX pabodeil MporpaMMoi U Ka-
JIEHAPHO-TEMAaTUYECKUM IJIAHOM JUCIUIUINHBI.

3adeT MPOBOAMTCS 3a CUET BPEMEHHM OTBEJACHHOIO Ha U3y4YeHUE IUCHUIUIMHBL [lpu
YCIIOBUU CBOEBPEMEHHOTO M Ka4eCTBEHHOTO BBHITIOJHEHHsS OOydaroluMcsi BCeX BHIOB paboT,
MPEyCMOTPEHHBIX paboveil MporpaMMOi TUCIIUTITHHEI.

JlJis OATOTOBKM K 3aueTy OOydYaromMMcs IMpeajiaraeTcsi CIUCOK BOIPOCOB. 3adeT Mpo-
BOJUTCSl B YCTHOM WMJIM MUCBMEHHOW (DOpME M COCTOMT U3 OTBETa Ha OJIMH BOIPOC M3 CIUCKA
MpeAJIaraeMbIX BOIIPOCOB.

Bonpocs! 1151 NOATOTOBKY K 3a4eTy
no aucuuiiute «JokymeHTtanuonHnoe odecneyenue ynpanJieHUs

[TonsTHe, nenu, 3a1a4y U MPUHIIMIIBI JISTOTPOU3BOICTBA
Knaccudukanus 10KkyMeHTOB
TpeboBaHMsI K COCTABICHUIO U OOPMIICHHIO IOKYMEHTOB. blIaHKHU TOKyMEHTOB
PekBU3UTHI TOKYMEHTOB M OCHOBHBIE MpaBUiia UX 0POpMIICHHUS
YHuduuupoBaHHas CUCTEMa OpPraHU3aIMOHHO-PACTIOPSIUTENFHON TOKYMEHTAIIUN
Opranu3zalimoOHHO-IPABOBbIE TOKYMEHTHI
PacniopsinuTensHbIe TOKYMEHTHI
HudopmaninoHHO-CIIpaBOYHbBIE JOKYMEHTHI
OdopMmieHHEe CITyKEOHBIX THCEM
. Cucrema 1 TUIIOBAsi TEXHOJIOTUS JOKYMEHTAIMOHHOTO O0ECIICUeHUs yIPaBICHUS
. IIpuem n nepBuuHas 00pabOTKa JOKYMEHTOB.
. TexHosorus perucTpanuy UCIIOTHEHHS IOKyMEHTOB
. TexHom0rUsa KOHTPOJISI UCTIOTHEHHUS JOKYMEHTOB
. [opsi1oK HUCTIONMHEHUS BXOAUINX, UCXOASIINX U BHYTPEHHUX TOKYMEHTOB
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15. OcoOeHHOCTH /ETONPOU3BOJICTBA MO OOpAIIEHUSIM TpaXkJaH W KOH(QUACHIHAIBLHOTO JIeNIO0-
MIPOU3BOJICTBA

16. Homenkinarypa ned.

17. Texyiee u onepaTUBHOE XPaHEHHE /eI

18. DkcnepTU3a IEHHOCTH IOKYyMEHTOB

19. IloaroroBka u mepeaayva Jejl HA XpaHEHHE B apXUB

4 Cucrema ouneHuBanusa kKomiuiektTa @OC Tekymero KOHTpoJass ¥ (pOPM NPOMEKYTOIHOM
arrecTanuu

[Ipu oneHMBaHWU MPAKTUYECKOH M CAMOCTOATENBHOM pabOTHl CTyJEHTA YYHUTHIBAETCS
cleayrolee:

- KQ4eCTBO BBIMIOJIHCHUS MTPAKTUYECKON 4acTH pabOTHI;

- Ka4ecTBO opopMIIeHUS OTUETA IO padoTe;

Kasxnpiii BU pabOThI OIEHUBAECTCS 110 TATH OAThHOM IIIKAlIe.

«5» (0TIIMYHO) — 3a TIIyOOKOE U TOJTHOE OBJIAJICHHUE COJIEp)KaHNEM YIeOHOT0 MaTepHaa,
B KOTOPOM 00y4aromuiicsi CBOOOIHO U YBEPEHHO OPUEHTHUPYETCS; 32 yMEHUE MPAKTUUECKU MPHU-
MEHSTh TEOpPETUYECKHE 3HAHUS, BBICKA3bIBaTh U OOOCHOBBIBATH CBOU CYxKAeHHs. OueHka «5»
(OTNIIMYHO) TperoiIaraeT rpaMOTHOE M JIOTHYHOE U3JI0)KEHUE OTBETA.

«4y» (xopomio) — ecii 00y4aroOIMUKCS MOJTHO OCBOWJI YYeOHBIH MaTepHual, BIaJeeT Ha-
YYHO-TIOHSTUHHBIM alapaToM, OPUEHTHPYETCS B U3YYEHHOM MaTepuaie, OCO3HAHHO MPUMEHS-
€T TEOPETUYECKUE 3HAHUS HA NIPAKTHKE, TPAMOTHO M3JIaraeT OTBET, HO coJiep:kaHue u ¢popMma oT-
BETa UMEIOT OT/AETIbHbIE HETOYHOCTH.

«3» (yIOBIETBOPUTENIHHO) — €CIIM O0ydJarOIIHMiCs 0OHApYXKUBaeT 3HAHWE M MTOHUMaHHUE
OCHOBHBIX TOJIOKEHUI yueOHOro maTepuaia, HO M3JIaraeT ero HEIMoJHO, HEMOoCJIeI0BaTeIbHO,
JIOITyCKaeT HETOYHOCTH, B IPUMEHEHUH TEOPETUUECKUX 3HaHUN IIPU OTBETE HA MPAKTHKO-OPUEH-
TUPOBaHHbIE BOIPOCHI; HE YMEET JI0Ka3aTeIbHO 000CHOBATH COOCTBEHHBIE CYKICHHS.

«2» (HEYIOBJIETBOPUTEIHLHO) — €CJIM OOYYaIOIIUNUCS UMEET pa3pO3HEHHbIE, OeccCHCcTeM-
HbIE 3HAHUS, JOMYCKAET OIMOKH B ONpeAeTeHUH 0a30BBIX MOHATHHA, HUCKaXaeT WX CMBICI; HE
MOJKET IPAKTHUYECKU MIPUMEHSITh TEOPETUUECKIE 3HAHMUSL.

Tect omeHnBaeTcs MO MATH OaTbHON HIKaNe CIEXYIOIUM 00pa3oM: CTOUMOCTh KaXKIO0TO
Borpoca 1 Gami. 3a mpaBWIBHBIA OTBET CTYJEHT ToyiydaeT 1 Oami. 3a HEBEpHBIA OTBET WM €T0
OTCYTCTBHE OalIbl HE HAUMCIISIOTCSI.

Onenka «5» coorBeTcTBYET 86% — 100% npaBUIBHBIX OTBETOB.

Onenka «4» coorBercTBYeET 73% — 85% NpaBUIBHBIX OTBETOB.

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

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

Pedepar onenuBaercs mo nsaTy OabHON MIKAJE CIEAYIOMNUM 00pa3oM:

«5» (OTIMYHO) — BBINIOJHEHBI Bce TpeOoBaHMs K pedepaTy: oOo3HaueHa mpobiema u
000CHOBaHa €€ aKTyaJbHOCTh, CHENaH KpaTKUN aHalu3 pa3jIMYHBIX TOYEK 3PEHMs] Ha paccMar-
pUBaeMyo MpoOJeMy M JIOTUYHO H3JI0KEHAa COOCTBEHHAs MO3UIUS, COPMYIHPOBAHBI BBIBOJBI,
TeMa pacKphITa MOJHOCTHIO, BBIZIEp)KaH 00bEM, COONTIOACHBI TPEOOBAaHMS K BHEIIHEMY OgopMIie-
HUIO, JIaHbI PABUJILHBIC OTBETHI HA JIOTIOJTHUTEIHHBIEC BOIPOCHI.

«4» (XopoI110) — OCHOBHBIE TpeOOBaHUS K pedepara BHIMOTHEHBI, HO TIPH 3TOM JIOMYIICHBI
HeouéThl. B yacTHOCTH, UMEIOTCS HETOYHOCTH B M3JIOKEHUH MaTepHaja; OTCYTCTBYET JIOTUYe-
CKasl MOCIeI0BAaTEIbHOCTh B CYXACHUSX; HE BBIIEPKaH 00bEM pedepara; UMEIOTCS YIYIIEHUS B
oopmieHny; Ha JOMOTHUTEIbHBIE BOMPOCHI MPH 3aIUTE JaHbl HEMIOJIHBIE OTBETHI.

«3» (YIOBJIETBOPUTEILHO) — TeMa pedepara OCBEIICHAa YaCTUYHO; JOMYIICHBI (haKTHue-
CKHE OIMIMOKHU B COJZIEP>KaHUU TEKCTa WM IPU OTBETE HA JIOMOJHUTEIbHbBIE BOIIPOCHI; BO BpeMsI 3a-
IIUTHI OTCYTCTBYET BBIBOJ.

«2» (HEeyIOBIETBOPUTENHHO) — TeMa pedepara He pacKpbiTa, 0OHAPY)KUBAETCS CYILIECTBEH-
HOE HEITOHUMAaHHE MPOOIIEMBI.

Tabnuira oreHruBaeTCs 1O MATH 0aTBHOM MIKaJIe CIAEAYIOIIINM 00pa3oM:
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«5» (OTIIMYHO) — BBIOJIHEHBI BCE TPEOOBAHUS 110 COCTABJICHUIO TAOJIUIIBI: JIOTHYECKH T10-
CJIEIOBATENIbHO H3JI0)KEH BeCh HEOOXOIMMBIM MaTepuall; MPUCYTCTBYET JIOTMUYEcKas IOCIe0-
BaTEJILHOCTh B CY)XJIEHHAX; O()OPMIIEHO SCTETUYHO M aKKYpaTHO; MPHUCYTCTBYET JIOTUYECKH BEp-
HEIN BEIBOI.

«4» (xopo110) — OCHOBHBIE TpeOOBaHMS K TaOIMIIe BHIOIHEHBI, HO TPU 3TOM JOMYIICHBI
HEZO0YETHI, B YACTHOCTH, UMEIOTCSI HETOUHOCTH B M3JIOXKEHUU MaTepuasa; UMEIOTCS YIYyIEeHUs B
o(opmiIeHHH; OTCYTCTBYET JIOTHYECKU BEPHBINA BBIBOJ.

«3» (yIOBIETBOPUTENBHO) — UMEIOTCS CYIIECTBEHHBIE OTCTYIUIEHUSI OT TEMbl TaOIUIBI, B
YaCTHOCTH, TEMa OCBEIEHA YaCTUYHO; JOMYIIEHb! (PaKTHUECKUE OIIMOKU B COAEPKAHUH; OTCYT-
CTBYET JIOTHUYECKas [TOCIIEI0BATEIbHOCTD B CYKJIEHUSIX; OTCYTCTBYET BBIBO/I.

«2» (HeyJOBIETBOPUTEIHHO) — TAaOMUIA HE 3aBepIleHa, OOHAPYKUBACTCS CYIIECTBEHHOE
HEMOHUMAaHUE €€ TEMBI.

CxeMa OIeHHUBAETCS 10 MATH OATBHOM IIKAJIE CIASAYIOIHUM 00pa3oMm:

«5» (OTJINYHO) — BBITIOJIHEHBI BCE TPEOOBAHMS 110 COCTABICHUIO CXEMBI: JIOTUYECKH TOCIIe-
JOBaTEIIbHO M3JI0KEH BECh HEOOXOAMMBI MaTepHal; MPUCYTCTBYET JOTHYECKas MOCIIeI0BaTEb-
HOCTbH ITOCTPOCHHUHU AJIEMEHTOB; O()OPMIIEHO SCTETHYHO U aKKYPaTHO.

«4» (Xopomio) — OCHOBHBIC TPeOOBaHHS K CXEME BBHIIOJIHEHBI, HO MIPH 3TOM JOMYIICHBI
HeIIO‘-IéTI:I, B HaCTHOCTH, UMCIOTCA HCTOYHOCTU B U3JIOKCHHUU MaTCpHajia, UMCIOTCA YIYIICHHUA B
o OpMIICHHUH.

«3» (y&OBHGTBOpI/ITCHLHO) — HUMCIOTCA CYHICCTBCHHLIC OTCTYIJICHHA OT TCMbI CXCMbI, B
YaCTHOCTH, Te€Ma OCBEIlleHa YaCTUYHO;, OTCYTCTBYET JIOTHYECKasl IMOCIIEA0BATEILHOCTh MOCTPOE-
HHUU 3JICMCHTOB; JOMYIICHbI (baKTI/I‘IGCKI/Ie OIHI/I6KH B COACPIKAHUUN IJICMCHTOB CXCMBI.

«2» (HEeyOBIIETBOPUTEIIHPHO) — CXE€Ma HE 3aBepIleHa, 00HAPYKHUBAETCS CYIIECTBEHHOE HE-
IIOHUMAaHHE €€ TEMBI.

Kpurepuu onieHuBaHust 0OTBETA M0 YCTHOMY OIPOCY.

«5» (0TIMYHO) — 3a TIyOOKO€ M TOJTHOE OBJIAJICHUE COACpKaHUEeM YU4eOHOro MaTepHuaa, B
KOTOPOM 00y4aroIIuiicss CBOOOTHO U YBEPEHHO OPHEHTUPYETCS; 32 YMEHUE MPAKTUIECKH MIPHMeE-
HSTh TEOPETHUYECKHE 3HAHUS, BBHICKA3bIBaTh U OOOCHOBBIBATH CBOM CYXKICHUS; 3a TPAMOTHOE U
JIOTUYHOC U3JI0KEHUE OTBETA.

«4» (XopoIio) — eciii 00yYarOIIHIACS TTOJIHO OCBOMI YUE€OHBIM MaTepHall, BIaJeeT HayIHO-
MIOHATUMHBIM aIlllapaToOM, OPUEHTUPYETCA B U3YYEHHOM MaTepualle, OCO3HAHHO IIPUMEHSET TEO-
peThyecKre 3HaHWs Ha MPAaKTHKE, TPAMOTHO M3JIaraeT OTBET, HO coJlepkaHue W (opma OTBETa
HUMCEHKT OTACJIbHBIC HETOYHOCTH.

«3» (YyIOBIETBOPHUTEIIBHO) — €CIM OO0ydJaromuics oOHapy’>KWBAaeT 3HAHWE M TOHUMaHHUE
OCHOBHBIX IOJIOKEHUN yqe6H0r0 Marepuraia, HO U3jaracTt €ro HCMOJIHO, HCIIOCICA0BATCIILHO, 10-
MyCKaeT HETOYHOCTH B MPUMEHEHUH TEOPETHUECKUX 3HAHHUH MPH OTBETE HA MPAKTHKO-OPHEHTH-
POBAaHHBIC BOIIPOCHI; HC YMECT NOKA3aTCIbHO 06OCHOB8.TI: CO6CTB€HHBIC CYKACHUA.

«2» (HEeyJIOBJIETBOPUTEIHHO) — €CITU 00yUYaIOIIMIACS UMEET pa3po3HEHHBIE, 0€CCHCTEMHBIE
3HaHU, OOIYCKACT OH_II/I6KI/I B OIPCACIICHUU 6a3OBBIX HOH}ITI/II\/JI, HCKaXaCT UX CMBICII, HE MOXCET
MPaKTUICCKH MTPUMEHSITh TEOPETHUECKUE 3HAHUSI.

3ayeT OLEHMBAETCS OJHOW U3 CIEAYIOIIMX OLEHOK: «3a4TEHO» U «HE3auTeHO», KOTOpbIe
BBICTABJIAIOTCS 110 CIEAYIOIIUM KPUTEPUSIM.

O1eHKa «3a4T€HO» BBICTABIISETCA O0yYaroIEeMycs 3a 3HaHHE OCHOBHOTO y4eOHOro mare-
puana B 00beMe, HeOOXOAUMOM JJisl TalibHEelIIel yueOsl U B IpeacTosieil padore mo mpodec-
CHHM, JIOIyCKAIOTCS MOTPEIIHOCTH B OTBETE U NPH BHITIOJIHEHUH NMPAKTUUECKUX 3aJJaHUM, HE HOCS -
mue npuHuMnuagsHoro xapakrepa (100 % - 50 %).

OreHka «He3auTeHO» BBICTaBIIsAETCS oOywaroleMycs, oOHapy>KUBLIEMY IpoOenbl B 3Ha-
HUSIX OCHOBHOI'O y4eOHOro MaTepuasa, JOMYCKAIOUIMM NMPUHIUITHAIBHBIE OIIMOKH B BBIMOJIHE-
HUM TPEAyCMOTPEHHBIX MPOrpaMMoi 3aiaHuil. OTBeThl 00y4arolerocss HOCAT HECUCTEMATU3HU-
POBaHHBIN, OTPHIBOUHBIN, TOBEPXHOCTHBINA XapakTep, 00y4aroUIniics He TOHUMAET CYIIeCTBa U3-
JaraeMbIX UM BorpocoB (MeHee 49 %).
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IIpakTHyeckas padora Ne 1. PeKkBU3UTBI JOKYMEHTOB

Lens padotsr: n3yunts Ha 'OCT P 7.0.97-2016 "Cucrema cTaniapToB 110 HHPOPMAIHHU, ONOIHOTECYHOMY U U3-
JarenbekoMy aerny. OpraHu3alMoHHO-pacopsuTeNbHas JoKyMeHTanus. TpedoBanust K 0OpMIICHUIO TIOKYMEH -

n

TOB .

OcHaleHnne 3aHATHS
1. TekcTsl 3amannii.
2. OO0pa3Iibl TOKYMEHTOB.
3. Tetpanp i IpaKTHUCCKUX PAOOT.

3amanue: 3arnonHUTH Tabnuiy, onupasick Ha [OCT P 7.0.97-2016 "Cucrema crangapTos o uadopmaruu, 6uo-
JMOTEYHOMY W M3JaTeJIbCKOMy aeiny. OpraHu3aMoHHO-pacIopAuTeNbHAs ToKyMeHTanus. TpeGoBanus Kk odopmiie-
HUIO IOKyMEHTOB"

HOMep PECKBHU3UTA HanmeHnoBanue PCKBU3UTA Onucanne PCKBU3UTA l'[pnMep

IIpakTyeckas padora Ne 2. [IpaBuia ogopmiieHHs] OCHOBHBIX BH/10B OPraHU3allHOHHO-

NMPaBOBOW JOKYMEHTAIIUU
HCJ'IB pa6OTI>IZ HU3Yy4YUTH 0(1)0pMJ'IeHI/Ie OpraHnu3alMOHHO-ITPABOBLIX JOKYMCHTOB Ha IMpUMEpax.

3ajaHue: BHIMOJHUTH AHAJIH3 OPraHU3alHOHHO-NIPABOBOI JOKYMEHTAIIMN U 0()OPMUTH B BH/e TAOIMIbI (1151
3aMoJIHEHHS TPEThero CTo/I01a KPoMe TeKCTa HCMOJIb30BaTh PUCYHKH)

Kem nokymeHT Bu-

HaumenoBanue Pexomenayemast
Haznauenue 3UpyeTcs WIH
YUYpEAUTEeTbHOTO Oo0s13aTe/IbHbIE PEKBU3UTHI| CTPYKTYPa J0KYMeH-
JOKYMEHTAa yTBep:KIaeTcs Wi
JOKYMEHTAa Ta (ero cocTas)

NOANMUCHIBACTCH

YceTaB — paBOBOi aKT, MPEACTABISIONINN CO00I CBOJ PaBHJI, YCTAaHOBJICHHBIX TOCYAaPCTBOM HIIM OpraHu-
3aIel, MPeANpUITHEM, PETYINPYIONIUX JeSITEIIFHOCTh 3TUX OpPraHu3alvid, MPEATPHATHH WIH ONpeeTeHHbIX cdep
yIOpaBieHUs M X03siicTBeHHOU aesrenbHocTu (Berepunapuslii ycta, CtpoeBoil ycTas, [McHMIUIMHApHBINA yCTaB,
YcraB OTKPBITOTO aKIIMOHEPHOT'O O0IIeCTBa, YCTaB 00IIECTBa ¢ OrPaHUYEHHOW OTBETCTBEHHOCTHIO, Y CTaB rocyaap-
CTBEHHOTO YHUTAPHOTO MPEATIPUATHS U P.).

O6mwme monoxeHust 00 yctaBe copepxkarcs B 4acTu nepoit ['paxkganckoro kojiekca PD. Ycras opranu-
3aIlM YTBEPKAACTCS €ro yUpeauTensaMu (ydgacTHuKaMu). KOpuandaeckoe Mo, CO3IaHHOE OJHUM YUPEIUTENIeM,
JEHCTBYET HA OCHOBAaHMH yCTaBa, YTBEP)KICHHOTO 3THM YUPEIUTEIIEM.

B ycTaBe opranuzanum 10JKHBI ONPEAENSThCA: CTaTyC, HAUMEHOBAHME IOPUANYECKOTO JIULA, MECTO €ro
HAXOXKJECHHs, OpPraHU3alliOHHAsl CTPYKTypa, LU, XapakTep U MOPSIOK yNpaBJICHHs AEATEIBHOCTBIO, a TaKXKe
COJIePXKATHCS APYTHE CBEACHUS, ITPEIyCMOTPEHHBIE 3aKOHOM JIJIsl FOPUANYECKUX JIUI] COOTBETCTBYIOILEro Biaa. B
ycTaBaX HEKOMMEPUECKUX OpraHM3aluil U YHUTAPHBIX NPEANPHUITHH, a B IPEyCMOTPEHHBIX 3aKOHOM CITydyasix U
JPYTHX KOMMEPUECKHX OpraHU3anuil JOKHBI OBITh ONPEAENIEHBI IIPEAMET U LIENN ACATEIbHOCTH OPHINIECKOTO
nuna. [Ipeamer u e 1esTeNbHOCTH KOMMEPYECKOH OpraHU3aldid MOTYT OBITh MPEIyCMOTPEHBI YCTaBOM H B
ClTy4asx, KOT/Ia 110 3aKOHY 3TO HE SIBISIETCS 0053aTEIbHBIM.

YcTaB MOKET COCTOSIT M3 CIEAYIOIINX Pa3/IeioB:

1) OOmmwe noxoxKeHus

2) AKIOMOHEpHBIH KanuTal (yCTaBHBIA KalnTam)

3) Tlopsanox aedaTeabHOCTH

4) VYmpasneHue

5) VYder u OTYETHOCTH

6) Pacmpenenenue npuObLIH

7) TlpexpamieHue nesTeIbHOCTH.

B ycTtaB MOTYT BKIIFOUaThCS M APYTHE PA3IACIBI, OTPAXKAIONINE CIICIU(PHUKY AESTETHHOCTH OPTaHU3aAIHH.

Ha TurynpHOM Jmmcrte ycraBa ykasbiBaroT: B jaokyMeHTa (YCTAB), opraHn3annoHHO-TIPaBOBYIO
(dopMy I0pUANYECKOTO JIMIA, eT0 MHANBUAYaJIbHOE Ha3BaHHE, MECTO COCTABIICHHS TOKYMEHTa, TpU( yTBEpXKIe-
HUS yCTaBa yupeIuTesIMU WM YYaCTHUKaMH (BBepXy crpaBa). Ha moyMHHIKE yCTaBa peruCTpUPYIONIUil opraH
BBEpXY CJIeBa NPOCTAaBJIAET OTMETKY O pPerucTpaunuu ycraBa. OTMETKa O PEruCTpalldy 3aBepsieTCsl MeYaThIo
perucTpupyomero oprata. I'pu¢ yTBep:KaeHHs Ha ycTaBe 3aBepsieTCs] I€UaThi0 OPraHu3aIyu.

HopMmaTuBHBIMH NPaBOBBIMH aKTaMHU yCTAHOBJICHBI THIIOBBIC U MIPUMEpPHBIE (OPMBI YCTABOB OpraHU3alNi U
MIPEANIPUATHN Pa3INdHBIX OPTaHU3AIMOHHO-TIPABOBBIX (DOPM.
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Dopida NOOFETIRNRKA C WITNEIORARABI NPARIRLE AXTOR W0 COCTORSHE ka 71.08 2010

¥roepsgEn
Pemenpen pagEoaTEnsi
MpoTosnn W
or®__ " T
YOTAR
HEh:uuMEFueﬁl.nn PO e SO OA l‘:pr.ﬂﬂu:lu.l,m
Bang *

2 r
1, CEALIME MAMACHEHKA

1.1. dowmg * ", HREHYEMBEA B gannesdmew Oonn®, ARFNETCH HE AMERNLER
YMEHCTRA B EOG REPUECEE O AIAUNEE, COLTIHNOE FERGAARE A (AN KpEEEcioaEl YA Ha
CoHANE GUOPORIMEHEN HVUECTRESHLN EIHOGON ONF [EANEIMNY UENEd, YEOaNEY 1 ES0TOsLIges
YoTane

1.2 oMy CoagaM W OCYWSITRAAET CROKN JSATEMESHICTE B COOTHATCTARA © HONCTHTYLWeEH
Poooaioiod begepaues, Pemepanssa 1aemean Pooodickdd depepams 0 pmsepabsiasiconc
AEATEMRHDCTE B MHPOHEIHCCERY  COGIHAIAUMAE", Wik GEACTRYKILEN IO TE L TR
Poocdilckod Senepan e @ HACTORLEHI FoTasam

13 Monwoe  EadseEHDRARGE  DONGA  HA pyocckol AdWes:  Gomg "
CORDIALLEHSNE HAHIPEHORAHHE 12 PYCOEOM Rawee $oun © ®, NOMHIE K REH DR A
Ha mLEE (M8 nEbE AHCCTPAHEGM RALIES  WNE A3WES  Haponon  Pocoddckai
MEgepaIgan):; . COKDRILLEEHRE WA REHORaNE W (M mabBaw

umn‘p:u-mu AR KN RIWEE Py om Pocomicood Segeganme); ©
HearemaccTh DO COMIRLIBIETCE WA PRSI mﬁpuu.nrl.mrru PRRHDMHIEEHA,
::mynp:nn:mn 1 I2ROHSIOCTH,

1.8 oy ARNRETCH HIPADMHECKA MAUDSM © MOMENTH SM OCYIARCTECHEGR DeraoTpalps r
POCCARCEDMY JARIHOIATENLITRY,

16, dman NpeoGRERTAET CTATYD MEERDHIMANCOSON DOrANAIGINE C0 WA ARECEHHA CREARHAA O
HEM B TOCYISDCTERHHRE PRETTR MUEROs A HCORRE DRrEHHARLFA B yNONBOMCAREHER DRras,

1.7, COHO MOHBT 07 CRIMT WHEHH MOHORPETATL: WHYIRCTRRHHDIG W MHYHE HRRRYIETT R H B
NPARB, BRCTA OOSARFSOCTH, DblTe BCTIPDW H OTRETHHIOW B CYOR, B WHTEPRCAX OOCTHHGHER SCTABHRY
L@Enad  CORRQPLIBTE CAENKH, COOTAGTCTEVSCLLHG YOTABHRINM pEnAl  BoEge W 38e0H00 TenscTRY
Poocmineoid SespalHie e 15 TeEppATopie Pocodickod Seepanmre, TaK W 30 e

oan #REeT oHonaiNEENDE ISIYLEETTRO 1 CAMOCTORTEMEHLIA GANAKD, PaT-ETHLE W LS CHETR R
e | aetori bt L S Gasng, A TaTs Y TNYHE MEYaTH, WTAKN, oeaine, SNAKEH 0O CROHM HaHREHDEHISE R |
OOYTYE THRRIMHEY, I60RTHCTHEDRSHHYHE B POTEHOENEHH TN IR0 NRORLLE

18 [deamens#icTe ToR0a ARMRAETEN MACHOA, B HEQOPMBUMA O 070 YUREIHTEMHLE 1
NI EaRAM s THYSATHT 5 - DR R0 CTYIHGA,

18 Pardod gesTenbeonT Badge -

14D Meco Hemasme e BoHlE -

2 LENH MW 3A0ANK dOHOA

21 Upneo coanassn $SOu0S SANSETOA BOCTHERHHE  COUHANGIRD  (TManomsopuT enbHsy,
KT THIHELE, CEAPRICRATANSHED HITH b DLLIBCTRRHD NOMRER] LRned

.2, NpBarETON EATENEHICTH DOHla RENRETCRT

23 e peaneasgie  CEIME  CTABHSE  UBNBEE B CODTRATCTEAN  © ABRCTBYHIAAM
FACHIAATENGCTE0N PICCHATEA PRABRALMA BoH] OCDMUBCTEMNART CEIYHHUNG BALK JEATENLROCTH i
PEWBET CIGLYOWME A0S

- DCYWECTENEHEA  MHEDDEHESHCOE0A  JEATEN=HICTA N0 NPEOCCTEENEHHE  MHEDDRERRDE
(MIFKPOGHEAHCIDDBSHIHE

- DCYURSLTENSHHE Wbl B0 DEAVEHICTH, Wl pEahebels HE .'.'IIK-T.HH'HHHEI WCTABHBE LJErnei i
HE NPITABIPE- AL M AERCTRYDIBNY 1860 RINATEMLCTEY POl Cioi SogspaLinme.
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IMoso:keHne 00 opraHU3alUM — 3TO MPABOBOU aKT, ONMPEACIAIONINA TOPSAA0K 00pa3oBaHMs, 3a1a4H,
00513aHHOCTH, TPaBa, OTBETCTBEHHOCTh U OPraHU3alHI0 paOOThI IPEANPHUITHS B LIEIOM.

Ha ocHOBaHNYM TOJOXKEHUS IEHCTBYIOT TOCYIapPCTBCHHBIC M MyHHIIUTIAIFHBIE HEKOMMEPUYECKIE OpraHHt-
3alW¥, BHITIOJHAIOMIAE CBOM (DYHKITMH 3a CUEeT CpeAcTB Oropkera. B mepByro odepenp, 3TO OpraHBl BIACTH U
yrnpasieHus. Ha ocCHOBaHMH TOJNOKEHUH JCHCTBYIOT TakkKe (IUTHABI KOMMEPUYECKUX M HEKOMMEPUYECKUX Opra-
HU3AIIHA, X OTACICHUS U TPEICTABUTEIBCTRA.

HOHO)KCHI/IH 06 opraHH3au1/1$1x MOFyT 6I)ITI: THUIIOBBIMU, HpI/IMepHI)IMI/I, I/IH[[I/IBI/IZlyaHbHLIMI/I. TI/IHOBbIe nu
MIPUMEPHBIC MTOJIOKEHHS Pa3padaThIBAIOTCS /TS TOIBEIOMCTBEHHBIX OpPraHU3alni, OTACICHUH, (PUIHanoB, mpes -
CTaBHUTENBCTB, 3aHUMAIOIINX PaBHOE ITOJIOKCHHUE B UEPAPXHUH OPTaHOB YIPABJICHUS U OCYIICCTBILIOIINX OJFHA -
KOByIO NCATCIBbHOCTD. TI/IHOBBIC nu HpI/IMepHBIe TIOJIOKCHU A CJ'[y)KaT OCHOBOﬁ JJIsL pa3pa60TKI/I I/IH}II/IBI/IllyaHBHBIX
TIOJIOKSHHH.

IOpunndeckyio criy MmoiiokeHHe 00 OpraHM3AIUH MOJYYaeT IOCNe YTBEP)KICHHUS €0 BBIMIECTOSIICH
opranmsarieir. Kak mpaBmiio, yTBEp:KICHUE MOJOXKCHHUS 00 OpraHU3allMH MPOBOJUTCS PACIHOPSAUTCIEHBIM
JOKYMEHTOM (TIPHUKa30M, PaclopsHKEHUEM, TOCTAHOBJICHHEM) BEIMICCTOSINETIO OpraHa yrpasieHus. [lomoxenne
06 OpFaHI/I3aLII/II/I MOXKET yTBep)KI[aTI) HeHOCpeZ{CTBeHHO pyKOBO[[I/ITeJ'II) BbIU.IeCTOSIHleﬁ OpFaHI/ISaHI/II/I 663 U3aaHus
PaCTIOPSTUTEIBHOTO TOKYMEHTA.,

[TomoxeHne SBIAETCS CIOXHBIM JOKyMEHTOM. He cymecTByeT HOpMAaTHBHO yCTAaHOBJICHHBIX TPEOOBaHUI K
COJICPIKAHMIO MTOJIOKEHHS 00 OpraHu3aIiui. TeKCT MOI0KEHHsI 00 OpraHU3aliy MOXKET BKIIIOYATh CIICAYIOIIHNE pa3/ie-
JIBL:

1) «Ob6mmue momoxeHms». Comeprkarcs OQUIMAIbHBIC MMOTHOES M COKPANICHHOE HAMMEHOBAHWS OpTaHU3aIlHH,
OTIPENICISIFOTCS TICTTH U OCHOBAHUS €¢ CO3JaHUs C YKa3aHWEM HAaUMCHOBAHHWS, NATHl U HOMEpPa COOTBETCTBY-
IOIIETO TIPABOBOTO aKTa, YKAa3bIBACTCS, YEM PYKOBOJCTBYETCS OpTaHHW3aIMsg B CBOCH JEATCIBHOCTH, KEM
BO3IJIaBIACTCA U KOMy HNOJYUHACTCA, KAKHUC II€YaTH U Oq)HHHaHI)HI)Ie 6J'IaHKI/I UMECT.

2) «OcHoBHBIC 3a1a4r». DOPMYIHUPYIOTCS SN EITCILHOCTH OPTaHU3AIMU WIH MPOOJIEMBI, KOTOPhIC PU3BaHa
pemarh opraHu3aIus ¥ KOTOPhIE OMPENeSIOT XapakTep U OCHOBHBIC HAIIPABJICHHUS €€ NeATeIbHOCTH.

3) «Dynkuuny. Ilepeuncnsiorcs ASUCTBUA WIM BUABI pabOT, KOTOPBIC IOJDKHA BBITIONHSTH OpTaHU3AIUsS st
peIIeHHs TOCTAaBICHHBIX IIepe]] Hel 3a/1ad.

4) «lIIpaBa u obs3aHHOCTI». COOEPKUTCS NIEPEUNCIICHUE TIPaB M 00SI3aHHOCTEH, KOTOPBIMHU HAJIENISIETCSI OpraHmn3a-
Us B JIMIE ee pyKoBoauTess. [IpaBa ycTaHABIMBAIOTCS B 00beMe, HCOOXOIUMOM JUIS pealli3allii BO3JIOKCH -
HBIX Ha OpraHu3anuio (QyHKIWiA. B umcne o0s3aHHOCTEH MEPEUYHCISAIOTCS NCHCTBHUSA, KOTOPBIE OpraHHU3aIus
JOJIPKHA BBIIIOJHATH JJI51 peanmauym CBOUX (byHKLIHIZ.

5) «PykoBoacTBO». YcCTaHaBIMBAETCS, KEM OCYIICCTBIICTCS PYKOBOJCTBO OpPraHU3aIMel, HA KAKUX MPUHIIAIAX,
KeM Ha3Ha4daeTcs ¥ OCBOOOXKIAETCS OT AOJDKHOCTH PYKOBOIUTENb, a TAKKE cepa ero KOMIIeTCHIINH.

6) «B3auMooTHOIICHUS». Y CTaHABIUBACTCSA KPYT' OPraHU3aIlHMi U HOJDKHOCTHBIX JIMIl, ¢ KOTOPBIMH OpPTaHU3aIHs
OCYIIECTBIISICT B3aNMOACHCTBIE HAa HH(OPMAIIMOHHOM U TOKYMEHTAIIMOHHOM yYPOBHSX.

7) «KoHTponb, mpoBepKa M pEBU3US IEATCIFHOCTI». Y CTAHABIMBACTCS, KEM OCYIIECTBIITIOTCS KOHTPOIIB, IIPOBEP -
KH ¥ pEBU3UHU (PHHAHCOBO-XO3IUCTBCHHOM NESITEIBHOCTH, HX MIEPHOAUMIHOCTD WIIH CPOKH, TTOPSIOK IPEICTaBIIC-
HUS HTOTOBBIX JOKYMCHTOB.

8) «Peopranuzanus u TMKBUIAIMS». Y CTAaHABIUBAETCS, B KAKOM TOPSIKE U KEM OCYILECTBIISAETCS peopraHu3ainus
Y JINKBHUJIAIIWS OPTaHU3AIHH.
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IMono:xkeHHe 0 CTPYKTYPHOM MoApasiesieHHH (KOJLIerHajbHOM HJIM COBeLlaTeJIbHOM OpraHe) — Ipa-
BOBOI1 aKT, yCTaHABIMBAMOIIMN CTaTyC, QYHKIIMH, NpaBa, 00S13aHHOCTH M OTBETCTBEHHOCTh CTPYKTYPHBIX MOJpa3Je-
JICHUI U MHBIX OPTaHOB YUPEXKICHNS, OPTaHU3ALNH, IPEAIPHATHSL.

INonoxxeHns 0 CTPYKTYPHBIX MOAPA3/IEICHUAX MOTYT OBITh THIOBBIMH W MHAWBUAYaJIbHBIMHU. THIIOBBIC
TIOJIOKEHHST pa3palbaThIBAIOTCS! U OJHOTHITHBIX OpraHM3alUil M CTPYKTYpHBIX mozpaszaeneHuid. Ilpu Hannunm
THUIIOBOTO KOHKPETHBIE TTOJIOKEHUSI pa3padaThIBalOTCS Ha €r0 OCHOBE.

[MonoxxeHHss 0 CTPYKTYPHBIX MOIpa3ieieHus X oGopMIsIIOTCs Ha o0meM OlaHKe OpraHu3alvy, YTBep-
AIOTCS PYKOBOAMUTENEM OpPraHU3aIlUY, MMOJMUCHIBAIOTCS PYKOBOAUTENEM MOApa3IeICHUsS UM, COOTBETCTBEH-
HO, PYKOBOJWTENIEM KOJIJIETHAIbHOTO WM COBEIIATENbHOrO opraHa. llomoskeHus O HOApas3iesieHusX MOTYT
YTBEP)KIAThCA PACTIOPSAUTENBHBIM JOKYMEHTOM (IIOCTAHOBJICHHEM, NMPHKA30M, PACHOPSDKEHHEM), €CIIH OIHO-
BPEMEHHO C YTBEPKACHUEM JTOKyMEHTa HEOOXOIMMO JaTh IIOPYUCHUS, CBSI3aHHBIC C €TO IPIMEHECHUEM.

[NonoxxeHus pa3pabaTeIBalOTCS MO YKA3aHHIO PyKOBOJHUTEINEH MIPEANPHUATHS, 10 HHUINATHBE PYKOBOANUTEICH
CTPYKTYpPHBIX NoApasaeneHuil. VicnonHuTens cocTaBiseT IpoeKT nosoxeHus. [lonoxenne noqnuchBaOT pyKOBOIU -
TEJIb CTPYKTYPHOTO IOApA3AEiIeHHs (AEATEIBbHOCTh KOTOPOTO PETIaMEHTHPYETCS), BBIMICCTOSAIINN PYyKOBOJIHUTEINb,
KOTOpPOMY NOJUMHSETCA JaHHOE MOoJpa3esieHue, 1 pa3paboTuuK.

IIpoekT moNoXKeHUs! COrIacoBBIBACTCA C IOPUAMYECKHM OTIEIOM. EcaM HpPOEKT BBI3BIBAET BO3PaXKEHUS,
3aME4YaHusl, OHU U3JIAararoTCsl HA BTOPOM SK3EMILISIPE WIIM Ha OTAENBHOM JIMCTE, IPHIOKEHHOM KO BTOPOMY 3K3EMILIS -
py mpoekTa. IIpoeKT MmoJoXeHHs MpeACTaBIICTCS Ha YTBEpXKACHHE PYKOBOIUTENIo mpennpuarus. [lomoxxenue o6
OpTaHM3aLUH yTBEPXKIACTCS PAcCIIOPSIIUTENBHBIM TOKYMEHTOM BbIIIECTOsIIEH opraHusanuy. J[aToi mosoXeHus sB-
JSIeTCsI JaTa yTBEP KACHHS TOKYMEHTA, €CIIM B TEKCTE HE yKa3aHa Apyras JaTa.

OO0s13aTeIbHBIMU  PEKBU3UTAMH TOJIOXKEHHUS O CTPYKTYPHOM MOJpa3zieieHuy (KOJUIErHallbHOM WIIM COBE-
IIaTeJIbHOM OpraHe) SIBISIOTCS: HAaMMEHOBAaHWE OpraHW3allii, HAMMEHOBAHHWE CTPYKTYPHOTO MOJpa3/eieHus Ipud
YTBEPXKIICHUs, MECTO M3[]aHNs1, HANMEHOBaHKE B/ JOKYMEHTa C 3aroJIOBKOM K TEKCTY, TEKCT, ITOJITHCh, BU3bI, TPH(
YTBEPXKIEHHUs, JaTa, HOMEp, MECTO M3JaHust (Topo), 3arooBOK, TEKCT, MOAIMUCH, IpHd coriacoBaHUsl.

TexcT nomoXKeHus 0 MOAPa3AEIEHUH COCTOUT U3 CIIEAYIOLINX Pa3IENOB:

1) «O6mme nonoxkenus». YKa3pIBarOTCA: MOJIHOE OQUIMATLHOE HAMMEHOBAHUE MOJPA3/IENIeHNs, 1aTa, HOMEp U
HaNMEHOBAaHUE MIPAaBOBOT0 aKTa, HA OCHOBAaHUH KOTOPOT'O CO3[AaHO U AEHCTBYET NOApa3eIcHHe, YeM PyKOBOJ-
CTBYETCSI B CBOEH IESTENbHOCTH, KEM BO3TJIABIAETCS M KOMY IOIYMHSETCS, MOPAJOK HAa3HAUYEHUS M OCBO-
00XKIEHUS OT JOJDKHOCTH PYKOBOJUTEIS TIO/IPA3IeNICHNs], HATMYUE Y IOApa3Ie/ICHHs TIeYaTH.

2) «OcHoBHble 3a1aumy». POPMYITUPYIOTCS 1M, CTOALIME MEpesl MOApas/ieieHHeM, MM TIPOOIEMbl, KOTOPbIE
MPU3BAHO PEIIaTh MOIPA3AEIECHUE B CBOECH AEATEIBHOCTH.

3) «Dyukium». YcTaHABIMBAIOTCA BUbI pabOT, KOTOPBIE IOJKHO BHIMOJIHATH MOAPa3ieieH e IS OCYIIECTBIIe-
HUSI TIOCTABJICHHBIX Mepel HUM 33j1a4. OYHKIMU JODKHBI TOJHOCTHIO OTPaXaTh CHEHU(UKY IesTEeIbHOCTH
MOZIpa3/IeIICHHS.

4) «IlpaBa u 06s3aHHOCTHY. [lepeuncsiorcs AeicTBUS, KOTOpble 0013aHO OCYIECTBIATE MOAPA3IEIEHHE B JIUIIE
€ro pyKOBOJIUTEJIS JJIs BBITOJTHEHHSI BO3JIOXKEHHBIX Ha HErO (PyHKIMH.

5) «OTBETCTBEHHOCTBY. Y CTAHABIMBAIOTCS BU/IbI AUCIUILTMHAPHOMN, aIMUHUCTPATUBHOMN H, TIPH HEOOXOMMOCTH,
YTOJIOBHOH OTBETCTBEHHOCTH, KOTOPYIO MOKET HECTH PYKOBOAUTEND NOAPA3ECICHHS B CIIydae HEBBINOIHEHUS
TIOZIpa3/IeIeHHEM CBOUX O0S3aHHOCTEH.

6) «BszaumooTHOIIEHUS». PermaMeHTHpPYIOTCS MHQOPMALIMOHHBIE U JIOKYMEHTAIIMOHHBIE MOTOKH T0/pasiecHHus,
OCHOBHBIE JJOKyMEHTBHI, CO3/1aBaCMbIC UM, a TAK)KE yKa3bIBACTCS, C KAKMMH MOJPa3ACICHUSIMH U OpraHU3aIH -
SIMH OCYIIIECTBIIICTCS. B3aNMOJICHCTBHE, KaKyl0 MH()OPMAIIMIO MOTyYaeT W HPEICTABIACT MOApa3/eieHue, Te-
PHOAMYHOCTh U CPOKH MPEACTABICHUS; B KAKOM MOPSAKE U KEM PacCMaTpUBAIOTCA BO3ZHHUKAIOIIUE pa3HOIJIA-
cusl.

Ecnu cTpykTypHOE mMOApa3iesieHne COCTOUT M3 MOApa3AesieHHi (CEeKTOpOB, OTAENOB, TPy, OOpo U
Jp.), B TIOJIOKEHHE O TAKOM MOJpa3esieHHH rnocie paszena « OCHOBHBIE 3aaumy BKiItouaercs pasznen «CTpyKTy -
pa», a Ha KaxJ10e MOJpa3/IeNeHNE B COCTaBE KPYNHON CTPYKTYPHOH €JMHUIIBI Pa3pabaThIBAIOTCS CAMOCTOSTEINb -
HBIE TIOJIOKEHUSI.
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Hanmenosanne «YTBEPXKIIAK»

HpearnpUsITHs PyxoBomuTens npeanpusTis
[MTOJIOXKEHHE — e
0 (Toanucek) { Pacimdponka
(HauMeHOBaHHE MOIMTHCH)

CTPYKTYPHOTO NOAPa3ieeHus) Hara
Jata No
Mockna

CTPYKTYPA TEKCTA
O6mue nonoxeHus

OcHOBHBIE 3a0a4YM

DyHKIHH

[Tpasa 1 00A3aHHOCTH
OTBeTCTBEHHOCTD
BzaumootHoieHus. Ceazu
Opranmsanus paboTel
PykoBoaurens
CTPYKTYPHOTO MOApa3ieaeHus
([Moonwuce) {Paciumdponka
MOATIHCH)
Bu3sl cornmacoraHus
C nonoxeHueM 03HAKOMIIEHEL
(TMognucu) (Paciundposka
noanucei)
(Hara)

CTpykTypa W IITAaTHasi YMCIEHHOCTb — TNPABOBOH aKT, PETVIAMEHTHPYIOIIHH COCTaB CTPYKTYPHBIX
MOJIpa3/IeIeHNH OPraHN3aliH 1 ITATHYIO YHUCICHHOCTB.

CocTaBneHne JOKyMEHTA, ONPEAEISIOMEr0 CTPYKTYpY U IUTAaTHYHO YUCIEHHOCTh OPraHU3alUH, MOKET
6bI1Th IpegycMoTpeno YcrasoM (Ilomoxxenunem 06 opranmsanun). IIpoekT 3TOro HJOKyMeHTa IO MOPYUYECHHUIO PY-
KOBOJUTENS OPTaHU3alMy FOTOBUTCS OTAETIOM KaJpOB, BU3HPYETCs 3aMHTEPECOBAHHBIMHU JIMLIAMU U MOApa3feie -
HUSIMH, 3aMECTUTEIISIMU PYyKOBOAMTEJIA, MOJMUCHIBAETCS 3aMECTUTEIEM PYKOBOAUTENS IO NEPCOHANy U yTBEp-
XKIaeTcsl pyKoBoauTeneM opranuzanmuy. CTpyKTypa M IITaTHas YUCIEHHOCTh OPraHU3aIMH, KaK MPaBUIIO, yTBEP-
JKTaeTcs Ha KaJleHAapHbIi rof. M3MeHeHns B TOKyMEHT BHOCSTCS IIPUKA30M PYKOBOJUTEIS OpPTraHU3aIUH.

Texcr nokymeHnTa nMeet TabnnaHyo Gopmy. B HEM yKa3pIBatoTCsl KOABI CTPYKTYPHBIX NMOAPA3ACICHIH,
MX HAMMEHOBAHUS U IITATHAS YUCICHHOCTb.
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x YTBEPAOALIO
1 "—“i\-— INenepanepunlii DHpeKTOp

, b 4 Dbereod’ Mn. Msanos
3A0 «Pperat»

110000, Mocksa
V. Teepckas, o.15, oduc 215
Ten. (095) 111-00-01

axc: (095) 111-00-02
E-mail: fregat@mail.ru

« 3 200 1.

CTPYKTYPA HIITATHAA YACJIEHHOCTD

IllTaTHas
Ne n/n HammenosaHMe CTRYKTYPHOMO NOAPA3ACASHMA YHCASHHOCTh
(en.}
1. IepmepannLHaAS THPEKIHST 5
Crayxda aITMHHHCTPATHBHO-X03AHCTBEHHOIO H
1.1. TEXHHYECKOrooDecneueHus 6
Bcero: 11
2. Inyl'a.ll'rcpnﬂ 3
Beero:
3. KovmMep4ueckas THpeKIHA
3.1. OT1aen npooas 5
322 Otaen no paloTe ¢ KOHEYHBIM 3aKA3UNKOM 5
3.3. OTaen MAPKETHHTa H PeKIaMBbl 3
34 Otaen cHabmeHHA 3
3.5 OToend TOTHCTHEHR 3
3.6. TpancnopTHO-2KCHeIUTOPCKasd cayiKoa 10
3.7. Crnan 8
Beero:
4. Texnuueckan aHpeKuUn
4.1. OTOen rI1aBHOTO HHXEEeHepa 7
4.2 [MpoexTHHBI OTOET 5
4.3, I [PON3BOACTEEHHO-MOHTAMKHBLIH OTAESN 48
4.4 CepsuchHas caynda 14
4.5, Macrepckasn 3
Beero: 77
Hroro: 128
COI'NTACOBAHO:
{A0CHOCTE ) (Noanucs) (pacindpoBKa NOAMKCH)
{A0CHOCTB) (noanucs) (pacwndypoBKa NOOMACH)
(AOMATHOCTE) {(NoanueL) (pacndpOBKa NOANACH)

IITaTHOe pacnucaHue — IIPABOBOM aKT, yCTAHABIMBAIOIIMI MITATHYIO YHCIEHHOCTh OPTaHU3aluH, COCTAB
JIOJDKHOCTEH 1 pa3Mep OIIaThl TPyAa.

ITtatHoe pacmucanue odopmisiercst Ha Onanke npeanpusaTus. @opma MTATHOrO pacHHCaHUs YTBEPKICHA
noctanosieHueM ['ockomcrara ot 5 stuBapst 2004 1. Ne 1 (dpopma T-3 Anpboma yHHUINPOBAHHBIX (HOPM ITIEPBUIHBIX
YUETHBIX JOKYMEHTOB IO yUeTy TpyJa U ero OILIaThI).

CTpyKTypa HITaTHOTO PAaCIMCAaHUS COCTOUT U3 CBEJICHHIA:
- CTPYKTYpHOE IoJIpa3/ieneHne (HanMEHOBaHUE U KOJ);

- mpodeccus (TOIKHOCTD);

- KOJIMYECTBO IITATHBIX €ANHMIL;

- oknap (TapugHas CTaBKa);

- Han0AaBKY,

- MecSTYHBINA (OH]T 3apabOTHOH IITaTH;

- IpUMEYaHUsL.

ITonmuceiBaeTcd IITaTHOE paclUCaHUE 3aMECTHUTEIEM PYKOBOAUTENS MPEANpUSTHS, COITACOBBIBACTCA C
TJIaBHBIM OyXTraJTepoM, YTBEP)KAAETCS PYKOBOAMUTENEM NMPEANPHATHs. MI3MEHEHUs B IITaTHOE PAaCIUCAHUE BHOCSTCS
MIPUKA30M PyKOBOJAUTEIS OPraHU3aIHH.

OCHOBHBIE PEKBU3HUTHI IITATHOTO PACIIHCAHNS OMHUIINTE U3 PUCYHKA.
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Yanduuuposannaa gopra Ne'l-3
Veepactena nocraHosmerHem Fockomerata PO
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Dopma o OKV]] 0301017
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S DMCHOBAIE Opr AT AR a1
[ Homep mosymena | fata coctapnern |
HNITATHOE PACIIHCAHHE | ! | VTBEPAKJIEHO
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Tnapubll Gyxraarep

B cooTBeTCcTBHM C YCTaBOM HpEAIPUATHS pa3padaThiBacTCsi €ro CTPYKTypa W ONpEeAeIseTcs LITaTHAas YuC-
JIEHHOCTb, YTO 3aKPEIUIAETCS B COOTBETCTBYIONIEM JAOKyMeHTe. CTPyKTypa M IITaTHAs YUCICHHOCTD - OPraHN3aIHOH -
HBII JOKyMEHT, B KOTOPOM YKa3bIBalOTCS BCE CTPYKTYpHBIE TOAPA3ICICHUS MPEANPUATHS, BBOAUMbIC HA MPEINPHS-
TUM JJOJDKHOCTH M KOJIMYECTBO IITATHBIX €AMHHI 10 KaKAOH M3 JAOJDKHOCTEH. JIaHHBIN TOKYMEHT COCTaBISIETCS Ha
OnaHKe TPEANPUSATHS, HOAIMCHIBACTCS 3aMECTUTENIEM PYKOBOIUTENS IPEANPHUATHS, COTIIACOBBIBACTCS C TJIABHBIM
OyXranrepoM, yTBEP)KIAeTCsl PYKOBOAUTEIEM NpeanpHuaTus. M3MeHeHus: B "CTPYKTYpy M IUTATHYIO YHCIEHHOCTB'"
BHOCSTCS IPUKA30M PYKOBOJUTENSI MPEAIPUITHS.

HMHcTpyKnusi — MpaBoOBOM aKT, COACPIKAIMNA MPABUIIA, PETYIUPYIONINE OPraHU3aIlHOHHbIC, HAYYHO-TCXHH-
YeCKHe, TEXHOJIOrn4YecKue, (UHAHCOBBIC M UHBIC CIICIMANbHbIE CTOPOHBI JSSTEIbHOCTH OPraHU3aluii, X Mmoapasie-
JICHUH, TOMHKHOCTHBIX JIHII.

WucTpykumu odopmirsttorcss Ha oOmiem Onanke opraHuzanud. OO0sS3aTETPHBIME PEKBU3UTAMU WHCTPYKIIUU
SIBISIFOTCSI: HAUMEHOBAHKWE OPraHM3allid, TPUQ YTBEPKACHHS, MECTO H3/aHHs, HAUMCHOBAaHHE BHJA JOKYMEHTa C
3arojI0BKOM K TEKCTY, TEKCT, TIOJIHKCH, BU3bl. B 3arojoBke 0003HaYarOTC OOBEKT U KPYT BOIPOCOB, HA KOTOPKIC pac-
MIPOCTPAHSIOTCS e¢ TPeOOBaHUS.

Tekcr HWHCTPYKIHHU JOJIKCH HAYMHATBLCA C pasjciia <(O6HH/IC TIOJIOKEHUA», TAC U3JIararoTCA LHECIN U IPUYNHBI
W3JaHusl TOKYMEHTa, 00J1acTh paclipoCTpaHEeHHUs, OCHOBaHHS JUIsl pa3paOdOTKH U IpYTUe CBEACHHS OOIIEro xapaxkrepa.
B TekcTe UCTIOINB3YIOTCS CIIOBA «IOJDKEHY, «CIIENYeT», KHEOOXOMMOY, «HE JIOMYCKASTCs», «3alpeiaeTcsd» U T.11.

B mporiecce moAroToBKM MHCTPYKIMSI BU3UPYETCS PYKOBOIUTEISIMH BCEX 3aWHTEPECOBAHHBIX MOJpa3/ese-
HUIA, IOPUCKOHCYJIBTOM, 3aMECTHTENIEM PYKOBOIUTENS. [10IIUCHIBACTCS MHCTPYKIUSI PYKOBOJUTEIEM CTPYKTYPHOTO
MoJIpa3/ieNieHusl, pa3paboTaBIINM €€, yTBEPKIACTCS PYKOBOJUTEIEM OpraHU3aIINH.

JomKkHOCTHAS WHCTPYKIHS — TPABOBOM aKT, W3JaBAaCMbIi JUIS PErJIAMCHTAIMH OpPraHU3allMOHHO-TIPa-
BOBOTO TOJIOKCHUS PabOTHHUKA, €ro 00sA3aHHOCTEH, MMpaB, OTBETCTBEHHOCTH M OOCCIICUMBAIONIUE YCIOBHUS UIS €rO
s dexkTuBHOI paboThl. JJOMKHOCTHBIE WHCTPYKIMK UTPAIOT OPraHU3allMOHHYIO, PErjaMeHTUPYIOUIYI0 U PEeryJHpy -
I011yr0 posib. OHK MO3BOJISIIOT 00ECTIEUNTh YETKOE pa3rpaHuueHre 00s3aHHOCTEH U MpaB MeXAy pabOTHHKaMH, HC-
KJIFOYUTh MapajuIeii3M B BBIIOJHEHHH OTACIBHBIX paboT, 00eCHeYnTh B3aUMOCBS3b B pabOTe COTPYAHUKOB, 3a-
HUMAIOIIMX Pa3IMYHbIe TODKHOCTH. KpoMe TOro, OHM MO3BOJISIFOT OCYIIECTBUTH 00BEKTUBHYIO OLICHKY ACATEeIbHOCTH
pabOTHHUKOB, SIBJISFOTCSI HOPMATUBHON OCHOBO# ISl MPUMEHEHHS K HUM MEpP BO3JCHCTBHSL.

JIOKHOCTHBIE MHCTPYKIMH pa3pabaThIBAIOTCS HA BCE AOJKHOCTH, KOTOPBIC MPEAYCMOTPEHBI HITATHBIM
pacmiucaHieM, KpoMe JODKHOCTH PYKOBOIUTENS MOAPA3/ICICHUs, ISATEIbHOCTh KOTOPOTO PErIIaAMEHTHPYET I10-
JoXeHue o moapasnencuur. OCHOBOM uXx pa3pabotku sBisercs TapuHO-KBaTH(PUKANMOHHBIC XapaKTCPUCTHKU
0 00IIEOTPACICBBIM JODKHOCTSAM CITy’Kalux. [Ipu pa3paboTke JODKHOCTHBIX MHCTPYKIHE I/l TOCYJapCTBCH -
HBIX CIYXallUX UCIOJb3YIOTCS PekoMenaanuu no pa3paboTKe JOJKHOCTHBIX MHCTPYKUHH (IOJKHOCTHBIX 0051-
3aHHOCTEH) 110 TOJDKHOCTSIM TOCYJAPCTBEHHBIX CITyKaIuX (eaepaabHbIX OPraHOB HCIIOJIHUTEIBHON BIACTH.

JomxHOoCTHAst HHCTPYKIMS ohopMIirsieTcst Ha o0mmieM OJaHKe OpraHu3aIliy.

PexBusutbl (opMmyisipa JODKHOCTHONW HWHCTPYKIMH: HAMMEHOBAaHHE MHUHHCTEPCTBA WM BEJIOMCTBA;
HAMMEHOBAHME OPraHU3alUK; 3. HANMEHOBAHHE BU/IA IOKYMEHTA; JaTa, HOMEp; MECTO U3/IaHUsl, 3ar0JIOBOK B UMCHHU -
TEIBHOM MaJIexke; IpuQ) YTBEPHKIACHUS; TEKCT; MOANUCH aBTOPA; BHU3BI.
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JloKHOCTHAsE MHCTPYKIHMS TOAIMHUCHIBAETCA PYKOBOAMTEIEM CTPYKTYPHOTO MOZIpA3/eNieHHus U YTBEp-
KTaeTcsl PyKOBOAMTENIEM OpPTaHM3alldN WM 3aMECTHTEIEM PYKOBOIUTENS, KypUPYIOIIUM TaHHOE MOopasfene-
HHUE. Bu3npyroTcst TOIKHOCTHBIE HHCTPYKIMU PYKOBOJUTEIISIMH 3aWHTEPECOBAHHBIX MOAPA3ICICHNH, PYKOBOAN -
TeJIeM CITyKOBI IIEpCOHama, IOPUCTOM, a TaKKe APYTHMH JTOJDKHOCTHBIMH JIMIIAMH, OT IEHCTBHH KOTOPBIX MOXKET
3aBHCETH €€ BBINOMHEHKE. J[aTol JOMMKHOCTHON MHCTPYKIMHU ABISETCA JaTa ee yTBepaxkaeHus. [locine yrBepxne-

1)

2)

3)

4)

5)

HUSI Ha TTOJUTMHHUKE JIOJDKHOCTHOIM MHCTPYKIMK paOOTHHUK MPOCTABISIET O3HAKOMHUTEJIFHYIO BH3Y.
TexcT AOKHOCTHOM MHCTPYKIUH, KaK IIPABUIIO, COCTOUT U3 Pa3/IENIOB:

«O06mue nojoxxeHus». BriIroyaeT: HaMMEHOBAHUE JIOJKHOCTH ¢ 0003HAaUE€HHEM CTPYKTYPHOIO IOApasjeie-
HHSI; KOMY HETIOCPEICTBECHHO MOAYMHACTCS paOOTHHK; TOPSIOK HA3HAUCHUS HA JOIDKHOCTh M OCBOOOXKICHUS
OT TOJDKHOCTHU, NMEPEYECHb HOPMATHUBHBIX, METOJUICCKHUX U JIPYTHUX JOKYMCHTOB, KOTOPBIMU PYKOBOJICTBYCTCS
pabOTHHK, 3aHUMAIOIINH JaHHYIO JOJDKHOCTh; KBaTH(HUKAIIMOHHBIE TpeOOBaHMS (YPOBEHb 00pa30BaHUs, CTaX
paboThl); TpeOOBaHMS K CIICIIHATHHBIM 3HAHUSIM U HABBIKAM.

«Jlo;KHOCTHBIE 00S3aHHOCTHY». Y CTaHABIMBAETCS KOHKPETHOE COJEpXKaHUE AEATEIBHOCTH pabOTHHKA: yda-
CTOK pabOTBHI, 3aKpETICHHBIH 32 paOOTHHKOM (TpyIiNa peaeMblX BOIPOCOB); BUIBI padOT, BBIOIHIEMBIX pa-
OOTHHUKOM (HE TOJIBKO II0 COAEP)KAHWIO, HO W IO OPraHU3alMOHHO-IIPABOBOMY XapaKTepy: «PYKOBOIUTY,
«TOTOBUTY», «YTBEPIKAACTY», «PACCMATPUBACT, KUCIIOIHSICT», «0OECIIeYnBaCT» U T.11.).

«IIpaBay. YcraHaBIMBaAIOTCS MOJTHOMOYHS paOOTHHUKA, 00ECIICUNBAIOLINE PEATN3AINIO BO3JIOKEHHBIX HA HETO
00s13aHHOCTEH: IMpaBO MpHUHUMATh PCHICHHA, AaBaTh YKasaHWs] IO KOHKPETHBIM BOIIpOCaM, CaMOCTOATCIBHO
MOATHUCHIBATH TOKYMEHTHI B TIpe/ieax KOMIETEHINH U T. .

«OTBETCTBEHHOCTD)». Y CTaHABIMBAIOTCS KPUTCPHH OLEHKH padOTHl M MEpa MEPCOHATBHONW OTBETCTBEHHOCTH
paboTtHHKa. KputepusiMu OIeHKHU SIBISIFOTCSI OOBEKTUBHBIE MIOKA3aTENH, XapaKTepU3yolIhe KayecTBO U CBOE-
BPEMEHHOCTH BBINOJIHEHUsI paboThl. OTBETCTBEHHOCTh paOOTHHKA OINPEEISIETCSI B COOTBETCTBUH C JICHCTBY -
FOIIUM 3aKOHOJAaTCIBCTBOM U MOXKCT 6I)ITI) [[HCHHHJIHHapHOﬁ, aI[MI/IHI/ICTpaTI/IBH()ﬁ nin yFOHOBHOﬁ.
«B3anMooTHOIIEHH». YKa3bIBaeTCs: OT KOTO, B KaKWe CPOKH M KaKylo WH(OpMAalHWIO MojydaeT pabOTHHK;
KOMY, KaKy!0 M B KaKHE CPOKHU IIPEICTABIISET; C KEM COIVIACOBBIBACT MPOEKTHI MOJrOTABINBAEMBIX JOKYMEH -
TOB; C KEM OCYILECTBIIIET COBMECTHYIO MOJTOTOBKY JIOKYMEHTOB M APYTHe BOMPOCHl MH(POPMAIIMOHHBIX B3a-
MMOCBsI3ei paOOTHHKA C IPYTUMH TTOPA3ACTICHUSIMHA, TMLIAMH, OpPTaHU3alUsIMH.

HAMMEHOBAHHWE OPTAHHU3AIIHMW

YTBEPXKIOAND
PYKOBOXMTEEL OPFraHHU3aLHH
(moarnuce) H. O. Damunusa
00.00.0000

JOJNTAKHOCTHAA HHCTPYKILIIHMA

(HaMeHOBAHHE NOJUKHOCTH H CTPYKTYPHOO MoOpaziceneHHA OPpraHH3amHM
0o ITATHOMY DaciTHCAHHIO)

TEKCT

1. Ob1Me TIONMOXeHUA -
2. OyHKUHK )
3 3. JoxKHOCTHLIS oﬁﬁ:sanuucnt
T 4. [Ipasa
5. OTBETCTBEHHOCTD
6. BzaMMOOTHOLUEeHMA (CBA3ZH MO NOJUKHOCTH)
7. KpanudukKauiHoHHEIE TpeboOBaHHA -
8. OueHka paBoTsl ’

PyKOBOOHTENb
¢ monpasnencHHA (roanMce) M. O. DamMunun

Briza cormacoBaHHMA 3
IPHCTKOHCYILTA (noognmucs) H. O. Damuaua
HacTpyku#io ’
NOJYSHA: ; {noanmnce) H. O. @amunua

00.00.0000
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IIpakTnyeckas padora Ne 3. Opopmiaenne OP/I ¢ ucnoan3osannem UT

enp paGoThl: MpHOOPECTH HABBIKK B cocTaBieHnd U opopmiiennn pekBuzutoB OPJI, «TOCT P 7.0.97-2016. Haru--
OHaJIBHBIA cTaHmapT Poccuiickoii @enepannu. CrucreMa CTaHIAPTOB MO HMHGOPMALUHU, OHOIHOTEY-
HOMY U M3JaTelibcKoMy aeny. OpraHu3anuoHHO-paCIOPSAUTENIbHAS JOKYMeHTalus. TpeOoBaHust K
0(hOPMIICHHIO TOKYMEHTOBY

OcHaleHue 3aHATHA

—_—

TekcThl 3a1aHu.
2. OO0pa3Ibl TOKYMEHTOB.
3. Terpaap aist npakTHYECKUX PadoT.

IMopsinox nmpoBeneHust 3aHATHS
1. 3ammcars B TeTpanw Ui MPAaKTUIECKAX PadOT TEMY U el paOOTHI.
2. BbInonHMTH 3aaHUE 2: B TETPaIy 11 IPAKTHYECKUX PabOT COCTAaBUTH IIPHKa3 10 OCHOBHOM JIEATEIBHOCTH.

3aganme 1.
OdopMUTh TpUKa3 MO OCHOBHOW JEATEIBHOCTH HA OCHOBE IPEAJIONKCHHOTO MaKeTa MpHKa3a M0 OCHOBHOM Jiesi-
TENBHOCTH ¥ CIICIYIOUINX TaHHBIX:

B coomeemcmeuu ¢ Pacnopsocenuem Munucmpa om 04.03.20 _ Ne 115 «O6 ycunenuu npomu-
B0NOJICAPHOU OE30NACHOCMU U YCUNEHUU OXPAHbL 8 NEPUoO NPA3OHUYHBIX OHely Oupekmopom Hayuno-npou3zeo0-
cmeenHo20 0bvedunenus «Aeponpubopy 2. Mockewvr M./]. I'ankunvim uzoan npuxas Ne 245 om 06.03.20
B pacnopsoumenvrou uacmu videnums 4 nynkma:

1. 06 opeanusayuu yoopxu meppumopuu 00ve0uHeHus

2. O nposepke cocmosinus 21eKMponposooKu

3. O npedocmasnenuu 6 cekpemapuam 2eHeparbHO20 OUPEKMopa CRUCKA COMPYOHUKO8, npebbleanue KOMopwix Heob -

X00uMo Ha meppumopuu 00beOUHeHUs: 6 NPA3OHUYHble OHU

4. Kommponv 3a ucnoinenuem 6031a2aemcsi Ha 21A6H020 uHceHepa obwvedunenus I1.P. JKaposa.

5. Kaowcowvui nynkm paccmompems no cxeme «Komy?», «dmo myxcno coenamsw?», «/o kakozo cpoka? ».
Hanpumep, x n.1 3asedyrowemy cxraoom O.H. Huxumuny opeanuzosamo yoopky meppumopuu 0o 07.03.20
Ilpocmasumu 6u3y enagno2o unicenepa.

3ananue 2.

Odopmums  pacnopsisicenue Ne 137 om 10.01.20 _ znaenoco umdcenepa Mocko6ckoeo cmamko-
cmpoumenvhozo 3asooa «Texmawy [].M. Cornyesa «O HA3HAYEHUU OMBEMCMEEHHbIX 34 GbINYCK Hd
JUHUIO A8MOMOOUNEN 8 MEXHUYECKU UCHPABHOM COCMOAHUUY

B pacnopaoumenvnoii uacmu npuxasa 0onicubl 6bims 3 nynkma:

1) Omeemcmeennvie 3a obecneuenue UCNPAGHO20 MEXHUUECKO20 COCMOSHUSL AGMOMPAHCTIOPMHbIX CPedCmE pa-
oomuuku: éooumenv Bonooun K.E. 3a asgmomobuns Volkswagen Passat Ne A 555 XE u 6o0umens Maxcumog
M.B. 3a asmomoduns Toyota Celica Ne X 002 HK.

2) Omeemcmesennvle 3a npogedenue 20006020 MEXHUHECKO20 OCMOMPA AGMOMPAHCNOPMA CREYUATUCTE 0moend
obecneuenus Ounun I1.]].

3) Koumpons 3a ucnoanenuem pacnopsdicenus. 80310J4CUmMb HA HAYaIbHuKa omdena obecneuenus Myxomoposa
E.IT

Compyonukoe Bonoouna K.E., Maxcumosa M.B., @uauna I1.J]. Myxomoposa b.11. osnakomums ¢ pacnops-

JHCEHUEM.

3ananme 3.

CocraBuTh CIIy’)KE€OHYIO 3aIlMCKy OT TEKYyILIEeH JaThl, HaNHCaHHYIO HadanbHHKOM ropunuudeckoro K.H. Ka-
puUMOBBIM, aapecoBaHHylo aupektopy npeanpustus OAO "Cnaprak" CemenoBy K.P. K.H. Kapumor coobmraer, o
TOM, YTO OTJIEJl HE MOXKET BBIITOJIHUTH B CPOK 110 1 HOSIOPS TeKy1ero rosa nepeodopmiieHne JOTOBOPOB COTPYAHUKOB
MIPEIIPUATHS B CBS3H C IPEKPAIICHHEM CpOKa JIeficTBHs HIleH3un Ha nakeT nporpamm MS Office, mosTomy He00x0-
JIUMO IIPOJUINTH JIULEH3UIO Ha 3TH IIPOTPAMMBI.

IIpunoxenue: cMera pacxoJoB U3 1 cTp. B 3 3K3.

HanmMenoBaHue cTpyKTYpHOTO HaumenoBanue 10MKHOCTH ajipecara
[I0/Ipa3eIICHUs B garenpHoM manexe M.0. damunus
CJIIY)XXEBHA S 3ATINCKA

00.00.0000 Ne...
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MecTo u3ganus

3arojoBoOK K TCKCTY, B IPCAJIOKHOM IMAJICKE,
HAa4YUHACTCA Mpeajiora (0]

MamHOMUCHBINH TEKCT AOKJIAAHON 3alMCKU MevararoT yepe3 1,5 nHTepBana, ¢ KpacHO# cTpoku. Tekcr 3a-
ITUCKU COCTOUT M3 ABYX YacTEH: B IIEPBOIl OMMMCHIBACTCS CIOHBIIASICS CUTYallUs, BO BTOPOH M3JIararoTCs PEAIIONKeE -
HUs, HpOCB6BI, JCIAI0OTCA KOHKPETHBIC BBIBOJIbI. Ecimn CBCACHUs, ITPUBOANMBIC B ﬂOKHa}IHOﬁ 3aIllUCKEC, OTHOCATCA K
OTIpE/ICTICHHON JaTe WM OTPE3Ky BPEMEHH, TO 3TO BpEeMs BKIIOUACTCS B 3aTOJIOBOK. (Hanpumep, B ceasu ¢ usmene-
HUeM NPoU3800CMBEHHbIX MOWHOCHEl HO8020 000PYO0BAHUSA 8 NoMewjeHuu Ne . npouly Hanpasume CReYuaIUcma
0751 OanvbHelule2o YCmpanenus Henoiaook.)

OdopMILIOT IPUITOKEHHE, €CIU OHO €CTh, II0CTIe TEKCTa.
IIpunoxenne: 1. HazBanme qokymMeHTa Ha ... JI. B ... 3K3.
2. Ha3BaHue JOKyMEHTa Ha ... JI. B ... 9K3.

HanmeHoBanMe NOJDKHOCTH JIMIIA, MHOAIUCH N.0.damunus
TTOITMCABIIIETO JOKYMEHT

KoHTposabHbIe Bonpochl
1. KakoBbl TpeOoBaHHS K COOCPKAHUIO M O(QOPMIICHHIO MPUKA30B 110 OCHOBHOM JACSATENBHOCTH M MPUKA30B I10
JTUIHOMY COCTaBY?
KakoBbI TpeOoBaHuS K COJEPIKaHUIO  0OPMIICHUIO CITY>KEOHBIX 3aITHCOK?
KakoBs! pyHKnnyn nHGopMannoHHO-CIIPAaBOYHBIX JOKYMEHTOB?
KakoBbl pyHKIINHM OpraHU3alMOHHO-PACTIOPSAUTENBHBIX TOKYMEHTOB?
[Nepeuncnure Buapl n Haznauenne UC/I.

nk v

IpakTuyeckas pa6ora Ne 3 OopmiieHue Ci1y:KeOHbIX MUCEM

Ienb paGoOTHI: MPHOOPECTH HABBIKK B COCTABICHUU U O(OPMIICHUH CITy:KEOHBIX muceM, pykoBojactByschk «['OCT P
7.0.97-2016. HarmmonanbHbIl cTrangapt Poccuiickoit denepannu. CucremMa CTaHIAPTOB MO MHPOpMa-
MY, OUOITMOTEYHOMY W M3JAaTelIbcKOMY Jeny. OpraHu3alioOHHO-PACTIOPSINTENbHAS TOKYMEHTAIIHS.
TpeboBanus K 0HOPMICHUIO JOKYMEHTOBY

OcHaleHue 3aHATHA

[

OO0pas3Isl JOKYMEHTOB.
2. Terpanp nnd mpakTHYECKUX padoT.

IMopsinox nmpoBeneHNst 3aHATHS
3anmcaTh B TETpaau ISl IPAKTUIECKUX paboT TeMy H Leb PaOOTHI.
2. IIpounTaTh TEOPETUUECKYIO YACTh, 3AMKUCATh B TETPAh PEKBU3UTHI MMChMa U MPUMEPHYIO CTPYKTYPY MHCHhMA.
3. BbImoAHUTH 33aHUE : B TETPAAU TS IPAKTHISCKUX pabOT COCTABUTD JIBa MHUChMa, B KOTOPBIX OTpaXkeHa mepe-
ITUCKA IBYX (QHPM.

—

CocraBiieHHe nuceM

IMucbMo — 0000LICHHOE Ha3BaHKUE PA3IMYHBIX 110 COJIEPKAHUIO IOKYMEHTOB, CIIy)KalllUX CPEICTBOM 0O1Ie-
HUSI MKy YUPEKACHUSIMU B TPOLECCE OCYLIECTBICHHS MX JeATeNbHOCTH. [IrchMa coCTaBisOT OONBLIYIO YacTh
BXOJSIIINX U UCXOISIINX JOKYMEHTOB JTFOO0TO YUPEKACHUS K UMEIOT MHOXKECTBO Pa3HOBHIHOCTEH.

Cay:xe0Hble ncbMa — 0000IIEHHOE Ha3BaHUE OOJBIION TPYIIIEI YIPAaBICHYECKHX JOKYMEHTOB, KOTOpPHIE
CITy’KaT CPeACTBOM OOIICHHS C YUPEKACHUSIMH U YaCTHBIMH JINIIAMH, COOOIIICHUS 9eT0-HUOY/Ib, YBEIOMIICHHS O YeM-
HUOYIb.

B 3aronoBoYHOI YacTh mEckMa NEYaTaroTCsl CIEAYIONINE PEKBU3HUTHI: JaTta, HOMEp, CChUIKa Ha PErHCTpaly-
OHHBIH HOMEp M JIaTy AOKYMEHTa (€CiH MUCHMO SIBJISICTCS OTBETOM), 3ar0OJIOBOK K TEKCTY, M3JIOXKEHHBIH OJHOH (pa-
30H.

B mnucemax ODKHBI OBITH NMPAaBMIIBHO YyKa3aHbl COCTaBHBIE YacTH PEKBU3UTA «ajpecary (HOydares
MUCHMA): pupMa, CTPYKTYPHOE MOpa3IeieHIe, JOIDKHOCTD, (PaMIUTHS M MHUIMANGI, TOYTOBBINA a/ipec MOIydaTes.

JlaToil mucbMa SBIISIETCS aTa €ro MOAMMCaHUs.

TekeT mMUCBMa CTPOAT TIO CXEMeE:
1. BBemeHume (37eCh MPUBOIITCS MOTHUBBI COCTABIICHHS NICHMA, CCBUIKH Ha COOBITHS, (DaKThI, pEIICHHS BEIMIECTOS -

KX YYPSKACHUH U Ipyrue GaKTopsl, MOCITY>KUBIINE OCHOBAHUEM JIJISl COCTABIICHHUS ITMCHMA);

2. JoKa3aTelbCTBa (31€Ch N3JIaraloT 000CHOBAaHHUE BOIPOCA, N3JIOKECHHOTO B ITUCHME);
3. 3akirouyeHue (IIepedyrciIeHHe BBIBOJOB, TPOCHOBI, TPEOOBAHUS, IPEIIOKEHHU).
3amaHue: COCTaBHUTH JBa MHCHMa, B KOTOPBIX OTPAXKEHA MEPENHcKa IBYX HUpM.
1) T'enepanpubiii qupexktop 3A0 «Mearexuuka» Opuit Hukomaesua Mopo30oB U3BeIIaeT IIaBHOTO Bpada CTO-
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Matosorudeckoit kimHIKH OO0 «Cynepaent» LlupoxoBy Mapraputy TapacoBHy o ToMm, uTto ¢ 12 mo 18 mapTta Texy-
IIETO TO/a B BEICTABOYHOM IIeHTpe «COKONBHUKNY OYIeT MPOXOAUTh BEICTaBKa Mpoaykuuu 3A0 «MenTexHukay, rae
OymyT mpeacTaBICHBI HOBBIE 00pa3lbl 00OpPYIOBaHMS JUIS CTOMATOJIOTMYECKHX KaOMHETOB OTEYECTBEHHOTO M 3a-
pyOexnoro mpomsBoacTea. ['ocrmomua MopozoB mpurmamaer rocnoxy llupokoBy P.T. moceruts creHnm cBoeit
¢upmel Ha BeicTaBke. [Tucemo nmonrorosuia cexperaps Comosa K. /1. Ten. 973—13-02.

2) I'ocrioxa Iupokoa M.T. ¢ GraronapHOCTBIO IPHUHUMAET NPUIIIAIICHHE U BBIPAXKAST HAZEKIy Ha B3aHMO-
BBITOZIHOE COTpYAHUYECTBO. [I1ncbMo noaroroBumiia peructparop Apxunosa P.1O. ten.135-65-23.

JlaHHbIe ISl 3a1aHUs:

3A0 «Mearexauka»: 112356, r. Mocksa, yi1. Hwkusas Macnoska, 1. 12. Ten/dakc: (495) 973

54-09. OKIIO 00000000, OTPH0000000000000, THH/KTIIT 0000000000/000000000.
000 «Cymepaent»: 113241, r.MockBa, yn.BasmmoBa, n. 64, ten/daxc (495) 135-21-98. OKIIO 00000000,
OI'PH0000000000000, MTHH/KIIIT 0000000000/000000000.

KoHTpoabHBIE BOIPOCHI
1. TlepeunciuTe BUIBI M HA3HAUCHUC ITUCEM.
2. KaxkoBsl TpeOoBaHHA K COACPKAHUIO M OOPMIICHHIO CITY)KEOHBIX TTHCEeM?

[:]
O0mecTBO ¢ OTPAHITTEHHON OTBETCTBEHHOCTRIO TeHEpansHOMY HPEKTORY
#IMEKTPOHHBI MHp:» 000 «Mupangas F1)
(000 «3nexTposups) O.H. letposy -

¥n. Oépyuena, a. 35, Mocksa, 123456
Ten_{dpanc: (493) 111-22-33
http:/iwww.ofic_tex.ru, e-mail: info@ofic_tex.ru
OKIIO 29804150, OTPH 1027739189542
MHH/KIII 771501251 1/772501001
| 6. } e

! Ha Ne oT

7

. O porosope Ha npoBefeHKe 0byTeHHs
CHCTEME CKAAJICKOTO YIeTa

Veawaemuit Oner Hukonaegmu!

===B CcoOTBETCTBHM C DmﬂBaPIITEﬂbHOﬁ AOrOBOPEHHOCTRH) BEICHITARD Bam NPOEKT JOT0- =

= BOPd Ha MPOBENEHHE Dﬁ}"‘iEHHS{ CHMCTEME CEIAOCKOTD YHeTa.

H]:\DEI.'I}' Bac nocne NOAMUCAHWA OfHH 3K3eMIIIAp JOrosopa OTHOPABEMTE B agpec

000 «3nexTpoMHps.
| 3 | Ilpunoxenne: Ha 6 0. B 2 9Ka.

C.}-'BEI.JECHIICM. 4
“_ lenepankHuIil JUpeKTOP Tuunpiil pocueps B.B. Kocapes

. .M. Munaroea
— (495) 111-22-33

[
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IIpakTyeckas padora Ne 5. TeXHOJIOrHM perncTpaniy U KOHTPOJIS HCIIOJHEHUSs] JOKYMeH-
TOB.

Ienb paboThI: OCYIIECTBIIATE 00PAOOTKY BXOMSAIIMX, HCXOASIIMX TOKYMEHTOB.

OcHalleHue 3aHATHA

1. Texkcr 3aganus.
2. Terpanp s MpakTHUECKUX PadOT, TMHEHKa, TPOCTON KapaHIaIl.
ITopsiok npoBeneHNs 3aHATHS
1. 3ammcars B TeTpanw Ui MPAaKTUIECKUX PadOT TEMY U IeNb paOOTHI.
2. B Terpanp ayis MpakTUYECKUX pabOT HAYEPTUTH U 3aIOTHUTH TAOIUITy 3a1aHus 1.
3. B Terpanp Mg npakTHYECKUX pabOT HAYSPTHUTD U 3AIIOTHUTH TAONHITY 3a1aHuUs 2.
3aganmne 1.

Brimonaure PpErucTpanuro nNpeajaOKCHHbIX BXOAAMNX TOKYMCHTOB.

KypnaJa perncTpanuu nocrynampieii J0KyMeHTanuu

Perucrpa-

ABTOp-

.| Jlara mo- Kpartkoe co-| Hcnoanu-| Cpok ucnon{ Otmerka o0 uc-| Homep | Ilpume-
LHUOHHBIH OTIpPaBH-
CTYNJIeHMS] AepKaHue Teb HeHMSs TOJTHEHHH aeia yaHue
HOMep TeJIb
1 2 3 4 5 6 7 8 9

1)

2)

3)

4)

21.04.20...r. 13 OO0 «Knue» mOCTYIMIIIO MUCHMO C TIPEIOKEHNEM O 3aKIIFOYEHUH JOTOBOpa Ha MOCTABKY Me-
Taia B Hayane mae. Mcnonnutenem HazHauniau MeHemxkepa Coxonosa E.1O. ITocie ncnoiaHeHus muceMo oTnpa-
BUTH B geno 04-12/102.

05.05.20... r. ot mupektopa 3A0 «bank-MKb» H.B. PazymoBcko# ObII0 TpHCIaHO MUCEMO € MPOCHOOH 0
HAIpaBJICHUHU BBIMUCKH MO pacueTHoMy cdery kimeHTa OO0 «XoymcrpoiimMoHTax». bByxranrepy Muponosoit
K.M. Heo6X011MMO BBINOIHUTH 3a7anue 10 12 mas. [locie ucnoiaHeHus NUChbMO OTIpaBuTh B aeno 04-12/105.
Ot renepansHoro aupekropa 3A0 «Arar» 3yesa K.K. 12.05.20... r. mocTynuio muceMo k gupekropy Tpu-
¢onoBy FO.B. Mockosckoro mpencrasurensctBa (pupmbl Tokyo Boeki Ltd B cBsi3m ¢ moaroToBkoit crpowu-
TENBCTBA MycoponepepadarbiBaromero 3apoaa. 3A0 «AraT» MPOCUT COOOIIUTh XapaKTEPUCTUKHA IKOJIOTHYCCKH
0e30MmacHOro 3aBoja 1o nepepadboTke Mycopa. OTBeTHOE mUChMO 10 22.05.20.. T. TOJKEH MOATOTOBUTH TITABHBIH
texHosor ¢pupmbl Tokyo Boeki Ltd Tapacenko B.1. Tlocie ucnonnenus nuceMo oTnpaBuTh B jeno 04-12/105.
I'enepanbrbiit nupekrop 3A0 «Jlyu»y Edumor C.JI. obpatuics ¢ mucbmoM ot 27.06.20.. T. K reHepalbHOMY U -
pextopy 3A0 HIIO «IIporpeccy» mpodeccopy IlepoBy FO.H. I'ociogua Edumor C.JI. obparmics ¢ mpocb0oii
OpraHu30BaTh KOHCYJIbTalMu 11t cnenuanuctoB 3A0 «Jlyu» 5 urons 20.. rona. OTBET Ha MUCHMO NMOATOTOBUII
Bexyumii nmxenep Ceperuna JL.II. Iocne ncnonnenns nucsMo otnpasuth B aeno 04-12/105.

3ananmne 2.
BbhInomHUTE PerucTpalrio MPeUI0KEHHBIX UCXOISIINX JOKYMEHTOB I10 clieaytomiei Gpopme:

7KypHaJ perucrpauuu ucxoasiieil KOppecnoH eHIHN

Pern Hdara perucrp4

MU MCXOAS- Bu KpaTtkoe co- Bu
CTpalyuoH I A A Anpecar P Hcnosnnrenan ! Ipnmeyanune
o 1ero JOKYMEHTA| JAep:KaHue OTIPABKH|
HbIii HOMep
AOKYMEHTa
1 2 3 4 5 6 7 8

1. 1 HosiOps Texymiero roga MeremkepoM 3yeBsiM O.T.0b110 oTHpaBineHo 3aka3noe mucbMo Ne 3989 B 000 «Dkox»c
yKa3aHUEeM U3MEHEHHUsI CPOKOB OTIPY3KH 000y 10BaHHS

2. 15 ampens tekymiero roga ropucrom PepkosbiM [1.K. Obuia otnpasneHa B OAO «TpyBop» 3aka3Hasi OaHIEpOIb
Ne 123, comeprkamasi IMChbMO O HAIIPABJICHUU MTPOEKTa JOTOBOPA C MPHIIOKESHUSIMHU Ha COTJIACOBAHMUE.

3. 3 Hos0ps Texymiero roga MeHemkepoMm 3yeBbiM O.T. 6bu1 oTnpasieH porosop ¢upme 000 «Oxo» Ha MOCTaBKY
Tpy0. JloroBop OBIIT OTIIPABIIEH KyphEPOM.

4. 5 aBrycra tekymero roga MeHemkepoM JIpikoBeM C.C. B OAO «Omck DHepro» mo ¢axcy OBLIIO OTIIPABICHO
MIMCBEMO C HAIIOMUHAHUEM O IPEJICTOSIIMX IIEPEroBopax AUPEKTOPOB.

5. 00O «3omunit» ¢ 6mxarogapHocThio MpuHsUIO npetoxkenne 3A0 Bl «CoxonbHukM» 00 yyacTnu B MexyHa-

ponHoit BeIcTaBKe «/lepeBsiHHOE noMocTpoeHue» ¢ 21 no 30 HosOps TeKyIero roja ¥ HaIpaBUIIO KaTaJlor CBOEH
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MIPOIYKIUH ¢ TEXHUIECKUMHU XapaKTePHUCTUKAMU TUIIOBBIX JEPEBSIHHBIX JOMOB. Kartanor moarorosui HayaibHUK
otnena Mapketuara booposa T.O. u oTmpaBmI 3aKka3HbIM MUCbMOM Ne 23,

6. HaiiTu DOKyMEHTBI CPOK HCIIOJHEHUs, KOTOPBIX HCTEK, MPOAHAIM3HPOBATh HCIIONHEHHE 3THX JOKYMEHTOB.
Brricantes ®UO ucmiomHUTENEH, KOTOPHIE HE BHIITOIHIIIN 33/IaHUS B CPOK.

7. HaliTu JOKyMEHTBI CPOK HCIIOJHEHHUS, KOTOPBIX 3aKaHUUBAETCS TEKYIIUM JHEM.

8. HaiiTh TOKyMEHTBI CPOK HCIIOJTHEHHS, KOTOPBIX 3aKaHYNBAETCS Yepe3 HENIEINIO.

KoHTpoabHBIE BOPOCHI
B dem 3akitouaroTcs ey v 3aa4n CIyKObl IeI0NpOr3BOACTBA?
2. B uem 3aknoyaroTcs GYHKIMA CITYKO JSTONPOU3BOACTRA?
3. B 4em 3akirouaroTcsi OCHOBHbIC (DYHKIMU PETUCTPALUH JOKYMEHTOB?

—

IIpakTyeckas padora Ne 5
Oco0eHHOCTH 1eJI0NPOU3BOICTBA M0 00PALIEeHUSIM IPAKAAH U KOHPUICHIMAIBHOIO J1eJ10-
Npou3BOACTBA

N3yunB @enepanbHblii 3akoH o1 2 Mas 2006 r. N 59-®3 "O nopsjake paccMOTpeHuUs! o0paleHnii
rpa:xnan Poccniickoii @egepanun" (¢ U3MeHeHUSIMH M JOTIOJTHEHUSIMH) OTBETHTE HA BONPOCHL:
Kaxue Tpe6oBaHus BEIIBUTAIOTCS K MMCbMEHHOMY OOpaIleHuo rpaxaan?
Kakue npaBa rpaxxJaHiuHa rapaHTUPYIOTCS [IPU pacCCMOTPEHHU 0OpatieHus ?
OnuImmuTe anropuT™ pacCMOTPEHHS 00pameHIs TPaKJaH.
JlaHbI TeKCTHl MBYX oOpamieHuid rpakaaH. 3armoiHuTe (parMeHT MPeIOKEHHONH pPEerucTparuoHHON (OpMBL
JUTSL TaHHBIX 00paIeH .

el S

21 ampenst 20 rona xwurens ropona Kyprana Kamyrun I1I1. oOpatuics o ¢pakTy HeCaHKIIMOHUPOBAHHOM
CBaJIKM 3a MarasuHoM «Tormoss». 3asBUTENb YKa3all, YTO BBIBO3 Mycopa B JJAHHOM paiiOHE PeryJisipHO OCYLIECTBIISET-
cs1 KaK MECTHBIMHM JKUTEJISIMH, TaK M pa3IMYHBIMHU opranm3anusamu. 22.04.20  r. oOpaimieHue 65110 OTIIPABICHO B OT-
JIeJT SKOJIOTHYECKOT0 KOHTPOJISI aMHHUCTPAINH T. KypraHa. [ BBIICHEHHS OOCTOSTENBCTB CIEIHAINCTOM OT/ela
sKkonornaeckoro koHTpois Kapnosemm C.C. 6611 ocymectBier Bbie3n 24.04.20 1., B Xo/1e KOTOporo (akTel, yka3aH-
HBIE B 00paIIeHn , moaATBeprIich. Ceifuac cBasika BKIIFOUEHA B IUIAH OYHUCTKH TOPOACKUX TePpUTOpHi (3emMens) MY
«["oponckast MHCTIEKIIUS 110 3¢MEIbHBIM OTHOIICHHUSM M OXpaHe OKPYXKAIOIIEH cpe/bl» Ha alpellb CleIyoero roja.
[Mpeanucanye HaXOAUTCS Ha KOHTPOJIE.  3asBUTENIO AAaHBI TIOJIHBIE PA3bsICHEHMUS.

3asBurenshuna [lerposa K.M. n3 Kyprana 12.06.20 1. oOparnioch ¢ mpocb00ii pa3odparbcs B CUTYaIHH C
3arps3HeHueM o3epa Lllym. B cBoeli jxanobe oHa yrounmia, 9ro mo yiune OTapixa, 53 pacrnonokeH KaHaIU3alHOH-
HBI JIOK. M3 Hero rps3Has Boja IOMAAaeT B OTBOJ, a 3aT€M U B 03€pO, TEM CaMbIM 3arps3Hsg ero. I[lo naHHOMy
Bomipocy 13.06.20 1. Cumseseim ILII.  cmemmammucToM oThena BOXHOTO W TEOJOTHYECKOTO KOHTPOINS B
JlemapTaMeHT 1O YIpaBJICHHUIO KIIHITHO-KOMMYHAJIBHBIM XO3SIHCTBOM ¥ 01aroyCTpoHCTBY AIMHHHUCTPALMK ropoja
Kyprana, MVII «Kyprausonokanam» u OOO YK «IIpectmx Kypran» Obuti HanpaBieHb! YBEIOMIICHHS 110 BBISBIIC-
HUIO pakTa U npuHATHIO Mep. 15.06.20 . B IPUCYTCTBHUU IPEACTABUTEICH STHX OpPraHU3alUi IPOBEICHO 00CIEeN0 -
BaHWE TEPPHUTOPHH, yKa3aHHBII B oOpameHnu (akT noATrBepawics. B pesynerare mpoBenenHod pabotst MVYII
«KypranBojiokaHam» O4MCTIII KaHAIN3aHMOHHbIN kojozen. 20.06.20  r. mocTymieHue 3arps3HAIIIUX CTOKOB B 03€-
PO TMPEKPAILEHO.
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IIpumepuas ¢popma
PerucTpaMOHHO-KOHTPOJIbHOI KAPTOUYKH 00panieHuii rpaxkaaH

N

(perucTpaioHHBIH HHAEKC)
damunust, UM, 0TYECTBO
AJipec MecTa )KUTeIbCTBA U (MIIK) PabOThI, KOHTAKTHBIN TeseoH

Jara nocryruieHns
Konmuecto nuctoB oOparieHus
TemaTuka

Copeprxanue

Pesommonus

HUcnonaurtens
JIoKyMeHT HampaBJieH Ha MCIIOJTHEHNE

[lata HanpaBieHUs Cpok Hata ucronHeHus
UCTIOJTHEHUS
Xon paccMOTpeHust

OTMeTKa 0O BbIJA4€C NPCATTUCAHUA U €T0 MCIIOJTHCHUN

PesynbraT paccmorpenust oopamenus N JlaTa OTBETa
OTMeTKa O CHATHUHU C KOHTPOJIS
JoxymeHT nonmur B 1eno N JL

Opraﬂmaunﬂ pa3paﬁoTKu TEMATHUKHU U BBINNOJIHCHUSA pe([)epaTa

B pedepare nomxHa 66ITh 0003HaUEHA MPoOIIEMa 1 000CHOBaHA €€ aKTyalIbHOCTb, CIETaH
KpaTKHi aHaJIN3 pa3IMYHbIX TOYEK 3PEHUSI HAa pacCMaTPUBAEMYIO MPOOJIEMY U JIOTUYHO U3JI0KEHA
coOCTBEHHas MO3UIHS, CHOPMYITHMPOBAHBI BEIBOBL. TeMa T0JKHA OBITh PACKPhITA TIOJTHOCTHIO.
Pedepar umeeT cTporo onpenesieHHyo CTPyKTYpY:

TurynbHblii JucT (HoMep cTpanulbl He ctaButcs) ([Ipunoxenue 1)

Conep:xanue (IIpunoxenue 2)

Beenenue

OcHoOBHAas1 yacTh (CocTosIIas U3 IJ1aB, maparpados, MyHKTOB)

3akiaroveHue

CHuCOK MCN0JIb30BAHHBIX HCTOYHUKOB.
O0Bem pedepara 1oimKeH cOCTaBIATh 15-20 cTpaHuil.

Conepixanue - ykazaTenb pyOpuK (3aroJOBKOB), BKIIOUAET B ce0sl Bce pas3zelnsl pedepara.
B coxepxanum pyOpUKH JOJDKHBI TOYHO COOTBETCTBOBATH 3aroJIOBKAM TEKCTa, B3aMMOPACIIO-
JIOXKEHHUE PYOPHUK JOJDKHO MPAaBUIBHO OTPa)aTh MOCIEI0BATEIbLHOCTh U COMOJAYMHEHHOCTh UX B
TeKcTe. B KOHIle KaKIOH TIIaBbl COMEPKAHUS TPOCTABIISIFOT HOMEP CTPAHMIIBI, HA KOTOPOH Hare-
YaTaH JJaHHbBIN 3aroJI0BOK B TEKCTE.

BBenenne 3anumaer 1-3 cTpaHuibl U BBOAUT 4MTaTelnei B Kypc nmpobiemsl. Bo BBeneHun
HE00X01uMO c(hOpMYIHPOBATH 1IeNb PAOOTHI.

B ocHoOBHO#i 4acTH HEOOXOMUMO JaTh COACPIKATEIBHYIO XapaKTEPUCTHKY MPOOIEMBI.
TekcT OCHOBHOM YacTu JOJKEH ObITh pa3zielieH Ha HECKOJIbKO naparpadoB, IMETh CCHUIKH Ha JIH -
TepaTypHbIE HCTOYHHUKH.
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B 3akiaw4YeHuM I0DKHBI OBITH CHOPMYIHPOBAHBI BBIBOJBI, OTPAXKAIOUINE OCHOBHBIC
pe3yabTaThl paOOTHI.

B 3710i1 cocraBHOl YacT pedepara 10oKHA OBITH MPECTABICHA BCS JUTEpPaTypa, KOTOPOU
MOJIb30BAJICSl ABTOP MPHU U3YUEHUH TeMbl. B criucKe MCMOIb30BaHHBIX UICTOYHUKOB JOJKHBI OBITH
HOPMATUBHBIC M MHCTPYKTUBHBIC IOKYMEHTHI, HAy4YHbIe MOHOTpa(QUH, Y4COHUKH U TIPAKTHIECKUE
ocoOusl, CTaTbU U3 MEPUOANYECKON MevaTH, U3 HUX OoJiee MOJIOBUHBI TOJKHBI COCTABISATH U3/a-
HUSA TOCJEAHUX ISATH JIeT. B cMCOK BKIIFOUAIOTCS TOJIBKO T€ UCTOYHUKH, KOTOPBIE MCIOJIb30Ba-
JIUCH MPU TOJATOTOBKE pabOThI, U HA KOTOPbIE UMEIOTCS CCHUIKU B TEKCTE.

CHHCOK HCTOIb30BAHHBIX UCTOYHUKOB OTPAXKAET MEPEUEHb UCTOUHUKOB, KOTOPBIE UCIIOJb-
3oBasiich nipu Hanucannu BKP ux gomxHo ObITh HE MeHee 20, COCTAaBICHHBIN B CIAEAYIOIIEM I10-
psnKe:

HopMaTuBHO-IPaBOBBIC AKTHIL:

- Koncturynuus P®;

- Hopmb! 11 mpuHIMIIBI MEXTYHAPOAHOTO IIPaBa;

- GenepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI;

- denepanbHbIe 3aKOHBI, KOAEKCHI (B 0UEPEAHOCTH OT MOCIEIHET0 ToAa MPUHATHS K MPEIbl -
JYIIAM);

- ykassbl [IpesuaenTa Poccuiickoit @enepanuu (B TOH ke MOCIEIOBATEILHOCTH);

- noctanoBneHus [IpaBurenscTBa Poccuiickoit denepaiuu (B TOM ke 04epeIHOCTH);

- UHbIE€ HOPMATHBHBIE MPABOBBIE AKTHI (PACMOIAraloTCs B C YUETOM UX IOPUIUUYECKON CHIIbI);

CIHCOK MCTIOAb30BAHHOM JIMTEPATYPHI:

- MoHOTpaduu, yaeOHUKH, yueOHbIe MOocoOus (B aipaBUTHOM TOPSJIKE);

- UHOCTpaHHas JINTEPaTypa;

HuTepHer-pecypebt:

- ouIMaTbHBIE CAThI HAIPUMEp, OPraHOB rocynapcTBeHHOH Biactu Poccuiickoii dexnepa-
1uu, cyobekToB PO, opraHoB MECTHOTO CaMOyIIPaBIIEHUS U T.1.

Crucok MCIoIb30BaHHBIX UCTOYHUKOB odopmiisieTcst B coorBercTBum ¢ I'OCT 7.1-2003
«bubnmorpaduyeckoe onucanue n10KyMeHTOB. OOmue TpeOOBaHUS U TIPaBUIa COCTABICHUS,
I'OCT P 7.0.5—2008 «Cucrema crangapToB 10 uH(pOpMaIMK, OUOIMOTEUHOMY U
u3narenbckoMy geny. bubmmorpaduueckas ccpiika. OOmme TpeOoBaHWS W TpaBUia
COCTaBJICHUS

CchUIKM Ha JIUTEPATYypPHBIM HMCTOYHMK JOJKHBI ObITh MPaBUIBLHO O(OpPMIICHBI B BHJE
CHOCOK B HWXHEW YacTh CTpaHHIIBl (ITOCPEACTBOM HX OTACNIEHUS OT OCHOBHOTO TEKCTa
YepTOH, IMOJ KOTOPOW YKa3bIBaeTCS MOPSJIKOBBIA HOMEpP CCBUIKH apabCKumMu mudpamu,
(dbaMuIHsl ¥ MHUIUMATB aBTOpa, MOJIHOE Ha3BaHHE (3aroJIOBOK) MCTOYHWKA, MECTO W3JIaHUS,
M31aTeNbCTBO, TOJ W3JIaHWsA, CTpaHuia.). Ha Kaxmoil ciemyromed CTpaHWIie HyMeEparuio
CCBUIOK HayMHArOT 3aHOBO (1,2,3...).

CHocku naroTcst 6e3 oTcTyna, BEIPABHUBAIOTCS 0 IIUPHUHE, JOKHBI ObITh BBHIIIOJHEHBI
mpudTom Times New Roman Ne 10 uepe3 oguHapHbIil HHTEpBal.

TekcT paboThl creayeT nevaTaTh, COOI0Ias CIEAYIONINE pa3Mephl MOJIeH; IeBOEe — HE MEHee
30 MM, npaBoe — He MeHee 10 MM, BepxHee — He MeHee 16 MM, HuxHee — He MeHee 20 mMm. Creny -
€T BKJIIOYUTh PEKHUM BBIPABHHBAHWE [0 IIUPUHE M ABTOMATUYECKUH MepeHoc cloB. Ab3alf
(oTcTym) B TekcTe paBeH 1,25.

CrtpaHunpl ciienyeT HyMepoBaTh apaObCKkuMu nudpamu, coOIr0aasi CKBO3HYIO HyMEpaIluio
o BceMy TeKCTy pedepara. Hymeparus cTpaHuI] MPOBOJUTCS B MPABOM BEPXHEM YTy CTpaHH-
1bl, apabckumu mudpamu. [Ipu sTOoM mepBas cTpaHula (THUTYJIBHBIN JIUCT) HE HYMEpPYeTCs, TO
€CTh HyMepalus HAYMHACTCS CO cTpaHuIlbl « CopepxaHuey ¢ MBI «2».

K 3ammure nomyckaercst pedepaT, BBIIOIHEHHBIH B CTPOrOM COOTBETCTBUHU C YKa3aHHBIMU
pexomeHaanusMu. HeBbImomHeHne Kakoro-mu0o u3 TpeOoBaHUI HACTOSAIINX PEKOMEHIAINM, BIIe-
YeT CHUKEHHE OIICHKH 3a TIOJIrOTOBJIEHHBIN pedepar.
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Ipuaoxenue 1

MUHHCTEPCTBO OBPA30OBAHUS I HAVKH POCCUNCKON ®EJIEPALIMU
®EJIEPAJIBHOE T'OCYJAPCTBEHHOE BIO/IKETHOE
OBPA3OBATEJIbHOE YUPEXJIEHUE
BBICILIET'O OBPA3BOBAHUS
«BAIIIKUPCKUM I'OCYIAPCTBEHHBIN YHUBEPCUTET»
CTEPJINTAMAKCKUU ®OUTUAJTT

Komnemx
[IpenMeTHO-TIMKIIOBAsT KOMHUCCHS FOPHIUICCKUX TACITUTLTNH

[np 1 HanMeHOBaHHUE CIIEITUATEHOCTH

PE®EPAT
DPUO CTYJIEHTA

CryneHnta _ kypca (3a)ouHoi ¢popmbl 00yueHus (2r 10m)

«WHAUMEHOBAHHUE TEMBID»

IIposepun

MIPerio1aBaTeb

®UO npenojaBarens

«_» 2016 .

CTEPJIMTAMAK - 2016
Ipuiaoxkenne 2
COJEPXXAHUE

BBEJIEHIE......c.cooiiitiitititee ettt ettt ettt sh et b e e st et e bt et e bt st e e e sbeeatebe e s 3
TJIABA 1. HASBAHUE ITEPBOY TTIABDBL......couviuiireireeiseiseesseesseesesesssesssess s 6
1.1 Hazpanue naparpa)a TMEPBOM TIIABBL.........c.cccveeveerreerreesseessesseesseeseesseesssesssessseessesssessssssssessessensens 6
1.2 Ha3Bauue maparpadia TIEPBOM TIIABBL...........ccueeteeieerieerieesueesteanseeseeseenseesseesssesnsesnseesseesseesseessesssenns 6
TJIABA 2. HABBAHUE BTOPOWM TJTABDBL. ..o 6
2.1 Ha3BaHuE Maparpada BTOPOM TIIABBL..........cccveerteersreereeseesseesseasseeseessessssessseesssesssesssesssessssssssessesssens 6
2.2 Ha3BaHUE MAPATPADA BTOPOM TIIABBL......ccuveeveereeerereereeseesseessessseesseessessssessseesssesssessseessessssssssessesssens 6
SAKITHOUEHE. ... .ottt ettt ettt et ettt e bt et et e et e beeate e ebe e bt enbeenbeeneeeseens 6
CIINCOK HUCIIOJIB30BAHHBIX NCTOUYHUKOB.........ccociiiiiiiiiiiiieeee ettt 6
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© NNk

33.
34.

35

38

Tembl pedepaton

AKTyalTbHOCTh CIIEIUAIEHOCTH U TOTPEOHOCTH B CIIEIIMATNCTAX - JJOKyMEHTOBEaxX

Pons nndopmaruu B obuiectse. JJokyMeHT Kak HOCUTENb HHPOPMALIUU

HcTtopus opranuzanuu JeJI00por3BO/ICTBA B TOPEBOIIOLIMOHHON Poccuu, coBeTckux rocynap-
CTBEHHBIX YUPEKACHUAX U B YUPEKACHUAX IIOCTCOBETCKOTO NEPHOJA.

Jlenonpou3BoACTBO B yupexaeHusx Pycckoro rocynapcrtsa B XVI-XVII BB.
JenonpousBoacTtso B yupexaenusx Poccun B XVIII B.

HenonpousBoacto B yupexaeHusx Poccun XIX - Hagana XX BB.

I'ocynapctBennoe nenonpousBoictso B 1960-2000-¢ rr.

HcTtopuueckuil xapakTep JOKYMEHTOB U JJOKYMEHTHUPOBAHUS.

[IpukazHoe nenonpousBoacTBO (Absiku U noabsiune XV-XVII BB.).

. Konmnexckoe nemonpoussosctso (XVIII B.).
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.

Kannenspus B ctpykrype munuctepersa XIX Beka.

Uctopus ynpasienuss u aenonpous3Boictsa B 1917- navane 1940-x rr..

HcTopus npodeccuu B nepuo]i HocaeBOSHHbIX JeT 10 1990-x rr.

[losiBnenne apxuBoB B J[peBHEPYCCKOM rOCyJapCTBeE.

ApXUBHas NeSTENbHOCTD B IEPUO/] CKJIaIbIBAHUS U CyIIeCTBOBaHUS (eo/1aIbHON MOHAPXHH.
Peoprannzanust apxusHoro aena B Poccuu B Hawane XVIII B.

Peopranuzanust apXxuBHOTO Jies1a BO BTOpOil mosioBuHEe XIX B.

CocrosiHne apxuBoB B Hauaine XX B.

CraHoBIIeHHE COBETCKOU apXuBHOM cuctembl (1917-1929 rr.).

ApxuBHOe €110 BO Bpems Bennkoii OTeduecTBEHHOMN BONHBI.

ApxuBbl B 1945-1980-¢ .

BnusHue nocnencreuil Benukon oTe4ecTBEHHON BOMHBI HA apXUBHOE JIETIO.

ApxusHoe zaeno B 70-80-e roasl.

IlepcoHanbHbIE NaHHBIE U UX JOKYMEHTUPOBAHUE

3akoHoaTenbHble akThl Poccuiickoit deaepannu B chepe MHGOpMAIMK U TOKYMEHTAIlUN
MexnyHapoaHasi KOPpECIOHACHIUA

Pa3HoBUIHOCTH [1€7I0BOM NEPENUCKU

SI3BIKOBBIE HOPMBI B O(UITHNATLHO-/IETIOBOM CTHIIE PEeUH

OO1u1rie TPUHIUIIBI PEAAKTUPOBAHUS CIYKEOHBIX TOKYMEHTOB

WudopmannonHble pecypchl U TexXHOIorun Hadana X X1 Beka.

WNudopmannonnsie pecypesl Poceuniickoit @enepannu.

OcHoBbl nHGOpMaOHHOK Oe30nmacHOoCTH Poccuiickoit denepainu B nHPOPMAIMOHHOM ce-
pe.

Bunel u uctounuku yrpos nadopmannonHoi 6ezonacnoct Poccuiickoit denepanuu.
[IpaBoBas oxpaHa HH(GOPMAIIMOHHBIX PECYPCOB.

. 'ocynapctBenHas TaiiHa.
36.
37.

Knaccudukanus BU0B HEroCcyAapCTBEHHON TallHbI.
Knaccugukarus BU10B, METOJIOB U CPE/ICTB 3aIIUThHI HHPOPMALIUY.

. CYHIHOCTB, 3aga4u n 0COOEHHOCTU KOH(bI/IlIeHHI/IaJ'H)HOFO JACJIOIPOU3BOJACTBA.
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Tect «OcHoBuble mouaTus JOY. JlokymeHT: cBOlicTBa, QyHKIIUM, KIaccupUKAIUT

1 BapuaHT

1)

JIOKyMeHT MJI KOMILIEKC JOKYMEHTOB 3TO ...
a) TpeaMeT TOKyMEHTOBEICHHUS,

b) 00BEKT JOKYMEHTOBEACHHUS;

C) JOKYMCHTOBEJICHHE.

2)

Y10 0THOCHTCS K CBOHCTBaAM JOKYMEHTA:
a) (YHKIMOHAIBHOCTH WH(GOPMAIIHH;

b) TOXIECTBEHHOCTH caMoMy ceOe;

C) 3aBEPIICHHOCTH COOOIICHHS.

3)

Kakasi pyHKIHMSA OTHOCHTCS K CHIENAATBHBIM (DYHKI[USIM TOKyMeHTa?
a) yIopsAI0YMBAIOIIA;

b) ympaBneHueckas;

¢) wuH(pOpMaITMOHHAS.

4)

... — TOKYMEHTBI, OTPAKAIOIIHE Pe3yJbTAT CTPOUTEIHHOI0 M TEXHOJOTHYECKOr0 MPOEKTHPOBA-
HHUSl, KOHCTPYHPOBAHMSI, HHKEHEPHbIX H3bICKAHMI M IPYTHX PadoT 0 CTPOUTEIbCTBY 31AHHH 1
COOpY KeHHIi M M3rOTOBJIEHHIO H3/1e/THii MPOMBIIJIEHHOT0 POU3BO/CTBA.

a) TEXHUYCCKUE JOKYMCEHTBI;

b) ¢doromokyMeHTHI;

C) KHHOJOKYMEHTHI;

d) (OoHOZOKYMEHTHI;

€) JOKYMEHTHI Ha MAIIMHHOM HOCHUTEJIE.

S)

... — IOKYMEHTbI, CO3JaHHbIE C UCIO0JIb30BAHNEM HOCUTEJIEH U cocod 3anucu, 00ecneYuBaAKIIHX
0TPadoOTKY UX HH(OPMALUH IEKTPOHHO-BbIYUCINTEIbHOH MaIIUHOI.

a) TCXHUYCCKUE JOKYMCHTBI;

b) doTomoKyMEHTHI;

C) KHHOJIOKYMEHTHI,

d) doHOTOKYMEHTHI;

€) JTOKyMEHTHI Ha MAIIMHHOM HOCHTEJIE.

6)

JlokyMeHT, BOCTIPOM3BOAAIHIT HHPOPMAIIHIO IPYTOro J0KYMEeHTA U BCE €r0 BHENIHUE MPU3HAKH
a) BTOPHUYHBIN;

b) BU3yaILHBIIH;

C) KOMMHs.

7)

CorsacHo kJjJaccu(puKanuM JOKYMEHTOB IO YPOBHIO 0000meHMs WHGoOpManuM Ppa3indyaiT
AOKYMEHTBI:

a) TIepBUYHBIC 1 BTOPUYHBIE;

b) TeKCTOBBIC U HETEKCTOBHIC TOKYMEHTHI,

C) IIOKYMEHTHI Ha €CTECTBEHHOM M HCKYCCTBEHHON MaTepHaIbHOU OCHOBE;

d) nepuomnyeckue W HEEPHOAMIECKUE TOKYMEHTHI.

8)

Beinucka —

a) OTO NEepBhIH (WM €IUHUYHBIN) PK3EMIUISIP JOKYMEHTa, 00JIaJaroInii IOPUIUIECKON CHIION;

b) komms dYacTH JOKYMEHTa, BOCHPOM3BOAAIIAS TIOMHBIA TEKCT pEIICHHS I10 OIPeNeIeHHOMY
BOIIPOCY.

C) 3TO KOIIUA O(bI/IHI/IaHLHOFO ILOKYMCHTa, UMermas IOpHZ[quCKYIO CI/IIIy IIOAJIMHHUKA.

9

TecHast B3aMMOCBS3b )JIEMEHTOB JJOKYMEHTAa, 00eCTieYnBaIOIIasi ero eJ0CTHOCTh U TOK/IeCTBEH -
HOCTh caMoMy cele — 3TO

a) aTpuOYTUBHOCTS;

b) (yHKIMOHANTBHOCT;

C) CTPYKTYPHOCTb.

10) ConocTaBbTe JOKYMEHT U HauboJIee XapaKTEPHYIO AJs Hero pyHKIUI0

1) 2edonuueckasn a) HayuHas cmamos
2) memopuansuas b) cnpasounux
3) nosnasamenvhasn C) pexnamuvlii Oyxiem
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Tect «OcHoBuble mouaTus JOY. JlokymeHT: cBOlicTBa, QyHKIIUM, KIaccupUKAIUT

2 BapHaHT

1)

Kakum cBOiCTBOM MO:KHO 0XapaKTepU30BaTh HaJH4YHe y JOKYMEHTa HeOTheMJIeMBIX cjara-
eMbIX, 0€3 KOTOPBIX OH CYLIIeCTBOBATH HE MOKET?

a) aTpUOYTUBHOCTE;

b) BeIeCTBEHHOCTS;

C) CTPYKTYPHOCTb.

2)

Kaxkas ¢pynkuust oTHOCcUTCH K 00IIMM (PyHKIHSIM J0KyMeHTa?
a) OOIEeKyIbTYpHAS;

b) wuHbOpMaNHOHHAST;

C) TmpaBoBas.

3)

<. - ACHCTBHE WJIH COBOKYIIHOCTH JAeHCTBHH, NIPUMEHSIEMBIX IIPH 3alicH HH(poOpManuu Ha MaTe-
pHaJBLHOM HOCHTEJIe.

a) MeTo[ IOKYMEHTHUPOBAHUS;

b) cmocod JOKyMEHTHPOBaHMUS;

C) CPEACTBO JOKYMEHTHPOBAHHUSI.

4)

... — H300pa3uTebHbIE TOKYMEHTBI, CO3MaHHbIe (poTOrpaduIecKUM CIOCOO0OM.
a) TEXHUYCCKUE JOKYMCEHTBI;

b) ¢doromokyMeHTHI;

C) KHUHOJIOKYMEHTHI,

d) (OoHOZOKYMEHTHI;

€) JOKYMEHTHI Ha MAIIMHHOM HOCHUTEJIE.

S)

ComnocraBbTe JOKYMEHT M Han0o0J1ee XapaKTepPHYI0 VISl Hero (PyHKIUIO

1) ¢ynkuyua yuema a) yuebnasa 6e0omocmo
2) npaeosas pynxkyusn b) npuxas
3) ynpasnenueckas c¢) 00z060p

6)

JdoxyMeHT, coaep:xaimuii HHPOPMALUIO, HE IPEJHA3ZHAYEHHYIO VI IIHPOKOI0 PACIPOCTPAHECHHUS
a) HeOoNyOJIMKOBaHHBIM;

b) HemyOIMKyeMBbIif;

C) HENEePHOIUICCKUH.

7)

CoraacHo kiaccuGuKauM JOKYMEHTOB 110 KAHAJY BOCHPUATHS HH(OPMAILUM PA3JIUYAIOT ...
a) TEKCTOBBIE U HETEKCTOBBIC JJOKYMEHTHI;

b) BuU3yalabHbBIN, TAKTUIIBHBIH, Ay IHATbHBIA, Ay THOBU3YaJIbHBII;

C) TepUOIUYECKHUE U HEMEPUOANIECKIE TOKYMEHTHIL.

8)

9

Bropu4HbIi JOKYMEHT — 3TO

a) JIOKYMEHT COJEpXHUT MH(OpMAaLMIO, KOTOpas SBISETCS W3JI0KEHUEM (ONMHCAHHUEM) pe3yJIbTaToB
U3y4YeHUs], UCCIEeI0BAaHNs, pa3pabOTOK U T.1.

b) HOKyMeHT sBisSeTCS PE3yJIbTaTOM AaHAJIMTUKO-CUHTETHUECKOH MepepadOTKH OIHOTO WIH
HECKOJIbKUX EPBUYHBIX JOKYMEHTOB.

Ipeana3Ha4yeHHOCTH JOKYMEHTA /sl nepeJadyd HH(OPMAIMH B IPOCTPAHCTBE H BPEMEHH - 3TO
a) aTpUOYTUBHOCTE;

b) QyHKINOHATHEHOCTH;

C) CTPYKTYPHOCTb.

10) KHaCCI/I(l)HKaIII/IH AOKYMCHTOB Ha PYKOIMUCHBIC, II€YaTHbIC, MEXaHUYECCKHEC, MaArHUTHBLIC,

(¢ororpadpuyeckne, onTuveckKue, JiazepHble sABasieTcs Kiaccupukanuei ...
a) 10 crloco0y TOKYMEHTHUPOBAHUS

b) 1O cTeneHu UX pacpOCTPAaHEHHOCTH

C) MO0 KaHaly BOCHPHTHSL HHQOpMaUU
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1 BapuaHT

1) JdoKyMeHT MJIM KOMILJIEKC TOKYMEHTOB J3TO ...
a) MpeaAMeT JOKYMEHTOBEICHUS;
b) 00BEKT MOKYMEHTOBEICHUS,
C) JIOKYMEHTOBEJEHHE.
2) UYto oTHOCHUTCH K CBOIICTBAM JIOKYMEHTA:
a) (YHKIHOHATBHOCTH MH(DOPMAITHH;
b) TOXIECTBEHHOCTh CaMOMY ce0e;
C) 3aBEpIICHHOCTH COOOIICHHUSI.

3) Kakas pyHKIHS OTHOCHTCSH K CHENHAIbHBIM (PYHKIHMAM JOKyMeHTa?

a) yHIopsI04MBaroIIas;
b) ympaBieHdYeckas;
¢) uH(pOpMaNMOHHAS.

4) ... — JOKYMeHTbl, OTpa)alouide pe3yJabTaT CTPOUTEJLHOI0 M TEXHOJOIHYeCKOro MNpOeKTHPOBaHMS,
KOHCTPYMPOBAHMS, HHKEHEPHBIX U3BICKAHMN M APYTUX padoT N0 CTPOUTENbCTBY 3AaHUH U COOPYKEHMI U
U3rOTOBJICHUIO M3/l Ui MPOMBIIIIEHHOr0 POU3BOJCTBA.

a) TEXHHYECKHE JOKYMEHTBI;

b) ¢doromoxyMeHTEHI;

C) KHHOJOKYMEHTBI;

d) QoHOIOKYMEHTHI,

€) JIOKyMEHThI Ha MallIMHHOM HOCHUTEJIE.

5) ... — IOKyMeHTBI, CO3JaHHbIE € MCIOJb30BAHMEM HOCHUTeJel U cnmocod 3amucH, odecneYUBaIOUIUX OTpa-
00TKY MX HH()OPMALIH IJIEKTPOHHO-BbIYUCIMTEIbHOH MAIIIUHOM.
a) TEXHWYECKUE JOKyMEHTEI;

b) ¢doTomoKyMEHTEHI;
C) KHHOJOKYMEHTHI;
d) QoHOIOKYMEHTHI,
€) JIOKyMEHTHI Ha MalllMHHOM HOCHUTEJIE.

6) JloxkyMeHT, BOCIpPOM3BOAAIIN HHGOPMALMIO IPYToro A0KYMEHTa U Bce ero BHEIIHHE MPU3HAKHU
a) BTOPUYHBIN;

b) BuUByaNBHBIN;
C) Komwusl.

7) CoraacHo kJaccu(puKanum J0KYMEHTOB N0 YPOBHIO 000011eHNs1 HHGOPMAIINHT Pa3InyaoT JOKYMEHThI:
a) TepBUYHBIE U BTOPHYHEIE;

b) TEKCTOBBIEC M HETEKCTOBBIC TOKYMEHTEI,
C) JTOKYMEHTHI Ha €CTECTBEHHOM M MCKYCCTBEHHOM MaTepHaJILHON OCHOBE;
d) mepmoaMUYEcKHe U HETIEPHOINICCKUE TOKYMEHTEHI.
8) Bbinucka —
a) 9TO NMEepBBIN (WM eMHUYHBIIN) K3EMIULIP JOKYMEHTa, 00J1aIaoIii I0pUANIECKON CHIIONH;
b) xomus 4acTH JOKyMeHTa, BOCIPON3BOIAINAS MTOTHBIA TEKCT PELICHUS MO ONPEAEICHHOMY BOIIPOCY.
C) 3TO Konus 0pHUIHAIBHOTO JOKYMEHTa, UMEIOIIasl FOPHINUECKYIO CHUITY MOJJTHHHUKA.

9) TecHass B3aMMOCBSI3b JIEMEHTOB /IOKYMEHTa, 00ecle4MBAIOIIasi ero IeJOCTHOCTh M TOXIeCTBEHHOCTh
camomy cebe — 3TO
a) arpuOyTHUBHOCTE;

b) ¢GyHKIMOHATBHOCTE;
C) CTPYKTYPHOCTb.

10) ConocTraBbTe JOKYMEHT M HaudoJiee XapaKTePHYIO /I Hero GyHKIMIO
1) zeoonuueckan a) Hayunas cmamos
2) memopuanvhan b) cnpasounux
3) nosnasamenvnan C) peknammvlii OyKiem

2 BapuaHT
1) KaxkuM CBOHCTBOM MOKHO OXAPAKTEPHU30BATH HAJU4YHE Yy JOKYMEHTAa HeOTbeMJIeMbIX cJaraemMbix, 0e3
KOTOPBIX OH CYLeCTBOBATHL He MOXKeT?
a) aTpuOYTHBHOCTH;
b) BemIECTBEHHOCTE;
C) CTPYKTYpPHOCTb.
2) Kakas ¢pyHKIHS OTHOCHTCA K 00IUMM (QYHKIMAM JOKYMeHTa?

a) OOIeKyIbTypHAs;
b) wuHpOpManmoHHAs;
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C) TpaBOBas.
3) ... - melicTBHe WIH COBOKYINHOCTH JAeiCTBHIi, IPUMMeHsIeMbIX NPU 3aNHCH MHPOPMAIMH HA MATePHATbHOM
HOCHTeJIe.
a) METOJ JOKYMEHTHPOBAHHS;
b) crmocob 1oKyMEHTHPOBaHUS;
C) CPEACTBO JIOKYMEHTHPOBAHHSI.
4) ... —u300pa3uTeSbHbIE JOKYMEHTDI, CO3IaHHbIE (POTOrpaduUecKUM CIOCOOOM.
a) TEXHUYCCKHUE TOKYMEHTBI;
b) <¢doromoxymeHTHI;
C) KHHOJOKYMEHTHI;
d) QoHOTOKYMEHTHI,
€) JOKyMEHTHI Ha MalllMHHOM HOCHTEJIE.
5) ConocraBbTe JOKYMEHT U HauboJ1ee XapaKTePHYIO 1/l Hero ()yHKIHIO
1) ¢yuxkyua yuema a) yuebHaA 6600MOCHIb
2) npasosas ynxkyus b) npuxas
3) ynpaenenueckas ¢) 0ozo60p
6) JloxkymeHT, conepaammii nHGpOpMAaNMIO, He MPEeAHAZHAYEHHYIO /1 IIHPOKOro PACIPOCTPAHECHHS
a) HeoIyOJIMKOBaHHBIN;
b) HemyOJIMKyeMBbIN;
C) HEeNnepuoAMYECKHUH.
7) CoraacHo ki1accupuKaUK JOKYMEHTOB M0 KaHAJIY BOCHPUATHSA HH(POPMAILUH Pa3IH4AoT ...
a) TEKCTOBBIE M HETEKCTOBBIC JOKYMEHTBI;
b) BU3yaNbHBIN, TAKTHILHBIN, ayIHATBHBIN, Ay JMOBU3YaJIbHbIH;
C) NEepHOANYECKHE M HEIIEPHOIMUECKHE IOKYMEHTBHI.
8) BTopuuHBIi T0KyMEHT — 3TO
C) JOKYMCHT COICPKHUT I/IH(bOpMaHI/IIO, KOTOpas ABJIACTCA U3JIOKCHUEM (Ol'll/lcaHI/IeM) PE3YIbTATOB U3YUCHUA,
HCCIIEeIOBaHMUs, pa3paboToK u T.1.
d) IOKyMEHT SBIAETCS PE3yabTaTOM AHATUTHKO-CHHTETHYECKOW MepepabOTKH OMHOTO WM HECKOJIBKHX
MIEPBUYHBIX JOKYMEHTOB.
9) IlpenHa3HaYEeHHOCTh JOKYMEHTA JJIf Nepefavyd MH)OPMALMH B IPOCTPAHCTBE H BPEMEHH - 3TO
a) aTpuOyTHBHOCTE;
b) GYHKIHOHATBHOCTS;
C) CTPYKTYpHOCTD.
10) Knaccupukanusi JT0KyMeHTOB Ha PYKOMHUCHBbIE, NMeYyaTHbIE, MeXaHHYeCKHe, MATHUTHbIe, ¢oTorpaduye-
CKHe, ONITHYECKHe, JIa3epHble siBJseTcs Kiaccupukanuei ...
a) 10 croco0y TOKYMEHTHPOBAHUS
b) 1o cTeneHu MX pacnpocTpaHEHHOCTH
C) MO KaHaly BOCIIPUATHS MH(OPMAIHH

Teer 2 «YHR(PUIUPOBAHHAS CHCTEMA OPraHU3ALMOHHO-PACTIOPAIUTEIBLHON JOKYMEHTALUIDY

1 BapuanT
1) HaGop peKkBU3UTOB OPHUINATEHOTO MTUCHBMEHHOTO TOKYMEHTA, PACIIOJIOKEHHBIX B OIPEACTICHHON
MIOCJIE0BATEIEHOCTH, COCTABIISIOT ...
a) OJaHK JOKYMEHTa;
0) dopMyIsIp TOKYMEHTA;
B) Qopmyisp-oOpasel JOKyMEHTa.
2) Jara BBeaenusi TOCT P 6.30-2003 «YHuduuupoBaHHble CHCTEMbI JOKYMEHTAIIMU. Y HU(PUUMPOBAHHAS CH-
cTeMa OPraHu3alMOHHO-PACIOPAANTeIbHONH JokyMeHTauuu. TpeGoBaHus k oopMiIeHUIO»
a) 1997-07-31;
6) 2003-07-31;
B) 2003-07-01.
3) Kakue pasmepsl noJeii 6s1anka ycranasausaetr I'OCT P 6.30-2003?
a) 20 MM — neBoe; 10 MM — mpaBoe; 15 MM — BepxHee; 20 MM — HIDKHEE;
6) 20 mm — nieBoe; 10 MM — paBoe; 10 mm — Bepxuee; 10 MM — HIDKHEE;
B) 20 MM —neBoe; 10 MM — npaBoe; 20 MM — BepxHee; 20 MM — HIDKHEe.
TIpuosxenme: IToJtoske Hite 06 YIpapJie HEH Per HOHAJIbHOr0 KP e HTOBAHHSA
HASJL B 19K3.
4) PexBu3uT —93T0 ...

a) TPUIOKEHHE K JOKYMEHTY;
0) HauMCHOBaHHE ITOKYMCHTA;
B) HaMMEHOBAaHHC OPraHU3aIIHH.
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5) Koa ¢popmbl 10KyMeHTa NPOCTABJISIIOT IO ...

a) OKIIO;
6) OKV/];
B) OKOI'Y.

6) CocraB n 00beM cBeJeHMIl, BKJIIOUYEHHBIX B CIIPABOYHbIE JaHHbIE 00 OPraHU3AIUH ...
a) CTaHJapTOM CTPOrO PEriaMeHTHPOBAHEI,
0) CTaHAapTOM HE JIMMHUTHPYIOTCS;
B) YCTaHaBIWBAIOTCS HAJIOTOBBIMHU OpPTaHaAMH.

7) VYkaxurte HeBepHOe odopMiIeHHE PEKBU3MTA «Apecan

a) 3AO «Crpemay

I'maBHOMY OyXxranrepy

1O.B. KoxopeBy
0) [I'eHepanbHBIN AUPEKTOP

OAO «lOHoHa»

B.M.HukoneHko
B) AIMHUHHCTpAaIUHU paifoHOB

Openbyprckoit odactu

8) IlouToBbIii aapec B aapecaTe MULIETCH CIAETYIOUINM 00pa3oM:
a) 301264, Tynbckas 00J1acTbh
Kupeesckuii p-H, r. JIunku,
yn. CamoBas, 1.5, kB. 12
O.I1.06pas3moBy

6) O6pasuosy O.I1.

301264, Tynbckas o0macTh

Kupeesckuii p-H, 1. JIunkw,

yin. CapoBas, 1.5, kB. 12
B) Oo0pazmosy O.I1.
yi. CanoBas, 1.5, kB.12,
r. Jlunku, Kupeesckwuii p-H,
Tynbckast 0011., 301264

9) B cocraB pexBusura «Iloqnucb» BXoasiT:
a) (damuiIns, MHULKAIBI JIULIA, TOMCABIIETO JOKYMEHT; IMYHAsS TO/MKCh; HANMEHOBAaHHUE TODKHOCTH;
0) HanMEHOBaHHE AOJDKHOCTH JIMIIA, IIOAMMCABIIETO TOKYMEHT; JJHYHAs MTOIIICh; paciudpoBka moamucu (pamu-
JIUsl, HTHAITAAJIBI);
B) HAMMEHOBAHHWE JOJHKHOCTH JIMIA, OAMUCABIIEro JOKYMEHT; JIMYHAS MOIKCH; PaciIn(ppPOBKa MOATUCH
(MHUIMAIBI, (aMUITHS).

10) I'pud cornacoBaHus JTOKyMeHTAa MOKET COCTOATD:
a) m3 cioBa COI'JTACOBAHO (6e3 kaBeIYeK U JBOCTOUHS ), HANMEHOBAHIS JOKYMEHTA, KOTOPBIM OCYIIECTBIISCT-
Cs1 COTTIacCOBaHME (B MIMEHUTEILHOM IIaJIeke), €ro AaThl U HOMEpa;
0) W3 IOIDKHOCTH BH3MPYIOMIETO, €r0 JIMIHOW MOIICH M PaCcIIN(POBKY MOAMUCH (MHULIAAIIOB U (DaMIUTHH), 1aTHI;
B) m3 cioBa COI'JIACOBAHO (6e3 kaBBIYeK U JBOCTOYHS), TOJHDKHOCTH JIUIA, C KOTOPBIM COTJIaCOBBIBAETCS
JOKYMEHT (BKJIIOYasi HAUMEHOBAaHHE OPraHNU3alNK), TNYHOM HOANKCH, pacIU(pPOBKH HOAINCH (MHUIHAIOB U
bammin).

11) Kaxkoii u3 npuBe/leHHbIX HUKe PEKBU3UTOB BKJIOYaeT NOANMCH UCIOJTHUTE/ISI AOKYMeHTa?
a) OTMETKa 00 MCIIOJIHHUTEIIE,
0) oTMeTka 00 MCIIOIHCHUHU TOKYMEHTA U HAIIPABIICHHUHU €r0 B JIEIIO;
B) OTMETKa O NOCTYIUIEHUU AOKYMEHTA B OPraHU3aluIo.

12) Ha3oBure pa3mep nNpaBoro moJs (B MM), KOTOPbIii yCTaHABJIUBaeET AJs yIpaBjeHYeckux fokymeHToB 'OCT
P 6.30-2003
a) 10 MM
0) 20 MM

13) Kakasi yacTh TekcTa NpUKa3a sAABJsieTCS 00513aTeIbHOM?
a) KOHCTaTHpyomas
0) pacnopsauTenbHas

14) PexkBHU3NMT JOKYyMeHTa — 3TO:
a) ero OTHEIbHBIN DIIEMEHT
6) YacTp CIIy’)kKeOHOTO NMUChMa
B) (bUpMEHHBIH OJIaHK

15) C nomombI0 KAKOro peKBHU3UTa 0OpMIIseTC BHEIIHEee COTJIACOBAHNE JOKYMEHTa?
a) BH3BI COTIIACOBAHUS
0) rpuda coracoBaHus

16) Kem noanuchiBaOTCs JOKYMEHTHI, COCTaBJsieMble KOMUccHeil?
a) PYKOBOIHUTEIEM OpPTaHU3aINU
0) mpencenarereM
B) IpeaceaaresieM M WICHAMH KOMHCCHHI
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r) [pejceraTeseM H CeKpeTapeM

17)

W3 npuBeieHHBIX HUKe MAPHBIX HAUMEHOBAHUII BLIOEPUTE MPOIECCHI, KOTOPbIE COKPAIAIOT YUCI0 (opMm
JOKYMEHTOB W YCTAHABJIMBAKT UX €IHHO00OPA3HOE HATTHCAHHUE:

a) TUMM3ALMS U ABTOMATU3AIIUs

0) yHH(UKAIKI U ONTHUMHU3AIHS

B) yHHU(UKAIWS U CTAHIAPTU3AIUS

18)

B rpynny opranuzannosssix JokymenTos HE Bxoaur:
a) TPYIOBOM JOTOBOP

0) ImTaTHOE pacImUCcaHue

B) TOJIOKEHHE

19)

BriGepuTe npaBuibLHBIA BapHaHT HU(POBOro opopMIIeHHS AAThI:
a) 06.05.2013

0) 6.5.13

B) 06.05.13

20)

IIpuxa3 sBasiercs:

a) JOKyMEHTOM, IPHHAMAaEeMbIM KOJUIETHAIBHBIM OPTaHOM IS peIIeHHsI TPOU3BOICTBEHHBIX 3a/1a9, BOIIPOCOB;

0) mpaBOBBIM aKTOM, U3/1aBAEMbIM PYKOBOJUTENEM, AJISl PEILIEHUS] OCHOBHBIX OMEPATUBHBIX 3a/1a4, CTOSILIUX Mepes
JIaHHOM opraHu3auuei

TecT 2 «YHU(UIIHPOBAHHAS CHCTEMA OPraHU3ANMOHHO-PACTIOPATATEIHLHON TOKYMEHTAHIDY
2 BapuaHT

D)

I'naBHasi YacTh JOKYMEHTA, PACKPHIBAIOLIAS €r0 CMbIC] H HA3HAYEHHE — ITO...
a) 3aroJIOBOYHAs YacTb;

0) comep)kaTeNbHAs YacTh;

B) odopmisIomas 4acTh.

2)

Kakue BapnaHTBI pacnosioykeHnsi PeKBH3UTOB Ha 0JIaHKAX YCTAHOBJIEHbI?
a) YIJIOBOHM M IIEHTPHPOBAHHBIN;

0) (QaHTOBBI U MTPOJOIEHBIN;

B) VYTIJIOBOH M MPOJIOJIbHBIH.

3)

VTBEPEJARO
JHPeKTOop KOHTOPHI
MoAIMHCh O.1. BeHnep

Pexsusur * % —3T0 ...
a) Tpud yTBEpKIACHHUS;

0) rpud cormacoBaHus JOKYMEHTA;

B) BH3bI COIJIACOBAHHUS JIOKYMEHTA.

4

Pexpuzur D deno 05-14 _ o0

a) OTMeTKa 00 HMCITOJIHUTEIIE;

0) orMmeTka 00 MCIIONTHEHUN TOKYMEHTA 1 HATIPaBIICHUH €T0 B JEII0;
B) OTMETKa O MOCTYIICHUU JIOKYMEHT B OPTaHU3AIHIO.

5)

Kaxkoe u3 noJio:xxenuii HeBepHo?

a) opraHu3alys BIIPaBe U3/aBaTh BCE JOKYMEHTHI, ipexycmoTpernsie OKY [I;

0) HavMeHOBaHHUE BHJA JOKYMEHTA, COCTABICHHOTO WIIM M3JJAHHOTO OPraHU3alNei, I0JDKHO OBITh ONPE/IeNICHO B
YUPEAUTEIBHBIX JOKYMEHTAX OpraHu3aluu;

B) COCTaB JOKYMEHTOB, M3[JaBa€MBIX opraHm3anueii, pukcupyercs B Tabene popM JOKyMEHTOB, TPUMEHIEMBIX
opraHu3aiuen.

6)

Kakoe u3 noJioxxenuii HeBepHo?

a) MECTO COCTaBJICHUs WJIM M3JaHus JOKyMEHTa YKa3bIBalOT B TOM CIIydae, €CiIM 3aTPYAHEHO €r0 OlpeieliCHne
o pexsusutam 08 u 09;

0) MecTo cocTaBJIeHUs JOKYMEHTa HE YKa3bIBAaEeTCs B MHChMaXx;

B) MECTHOM COCTaBJICHHUS IOKYMEHTA, KaK [PaBUIIO, SIBISIETCS afpec, M0 KOTOPOMY OpraHM3alus BEIET CBOIO Jie-
SATCIIbHOCTb.

7)

Ha xakoM nokymeHTe He CTABHTCH I'puQ yTBep:KAeHUs ?
a) pacrnopsbKeHHe

6) ycras;

B) INTaTHOE pacIUCaHUE.

8)

Kaxkoe u3 noJioxxenuii HeBepHo?
a) PEe3OJIOLHS IPEICTABISIET cO00H HAAMUCh HA JOKYMEHTE, CICIAHHYIO JOJKHOCTHBIM JIMIIOM M COJICPKALILYIO
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MIPUHATOE VM PEIICHHE;
6) pe30IIoIUs MPOCTABIIETCS B IPABOM BEPXHEM YTy JOKYMEHTa MEXITy PEeKBH3UTaMHU «Anpecat» u «TekcT»;
B) Ha JOKYMEHTE He JOJDKHO OBITh O0Jiee IBYX Pe30IIOLHH.

21) Bpi0epuTe NpaBUIbHBIH BapHAHT HM(PPOBOro opopmiieHus 1aThI:
a) 06.05.13
6) 6.5.13
B) 06 wmas 2013 T.
22) OTMeTKAa 00 UCTIOJIHUTEJIE BKIIOYAET B Ce0s1:
a) JOJDKHOCTB; (paMIUTHIO M MHUINAJIBI HCIIOJTHUTENS JOKYMEHTA U eTo TenedoH;
6) damuIMIO M MHULMAIBI HCTIOJIHUTEIS TOKYMEHTA, €T0 TIOAIICH 1 HoMep TenedoHa;
B) MHHMLMAJIBI M (paMUJIMIO HCIIOJIHUTEIIS IOKYMEHTa U HOMep ero TesiedoHa.
23) Kakue opraHu3anMOHHbIC JOKYMEHThI YTBEP:KIAI0TCS PYKOBOAUTEIEM OpraHnu3anun?
a) JIOJDKHOCTHBIE MHCTPYKIIUH
6) TONOXXEHUs O CTPYKTYPHBIX MOIPA3IEIICHIIX
B) IIpaBWJa BHYTPEHHETO pacIopsaKa
I) BCE NIEPEYNCICHHBIE BBINIEC JOKYMEHTEHI
24) Kakue pacnopsaure/bHbIe JOKYMEHThI H31AI0TCSI HA OCHOBE ¢JHHOHAYAJINA?
a) peuIeHus
0) mnpuKassl
25) C kakoii HesIbI0 Ha CJTY’KeOHOM NMHUCbMe YKa3bIBAlT (paMMIINIO U Te1e(OH HCIOTHUTEI S ?
a) Ui OIIEPATUBHOM CBSI3H C HCTIOJIHUTEIIEM
0) Ui IpUAaHus JOKYMEHTY IOPUANYECKON CHUTBI
26) B pexBusute «Aapecar» (15) HHUIMAIBI CTABAT:
a) mepen GpammIHel aapecara
0) mocie hamuaNK aapecara
27) Ha xakoMm ciyxe0HOM nucbMe npocrasisiercs: peKBU3HT (13) «Ccebliika Ha perncTpaMOHHbII HOMep H
AATy AOKYMeHTa»?
a) THMChMax - MPOCcKOax
0) CONpPOBOIMTENHHBIX MHCEMaX
B) WH(OPMAIIMOHHBIX THCEMaX
r) MHCbMax- OTBETaxX
28) Tumnosoii popMy/Ip TOKYMEHTA — 3TO COBOKYIHOCTh PEKBU3UTOB:
a) 00s3aTenbHBIX (TIOCTOSHHBIX)
0) HEoOXOAMMBIX AJIsl JAHHOTO JOKyMEHTa
B) PpAaCIIOJIOKEHHBIX B ONPEJIEIEHHOM MOCIEN0BATEILHOCTH
29) IlpoekT mpuKa3a Mo JUYHOMY COCTABY FOTOBHMTCSH:
a) PYKOBOJAWTEJIEM OpraHW3alnu
0) pYKOBOAMTENEM CTPYKTYpPHOTO NOJPA3AEIECHUs, TIe TPYIUTCS pabOTHHK
B) HaYaJIbHUKOM OTJIENIa KaJIpOB
30) Kaxoii peKBH3UT He BXOAUT B COCTAB NMpHKa3a?
a) Jarta JOKyMEHTa
06) agpecar
B) HaNMCHOBAaHWE OPTAHHU3ALNH
r) TOMIHCH
31) He BepeH cieayouuii 3arojioBoK npuKasa:
a) «O peopraHuzanuy MpeANPUATHS;
6) «lIIpukas mo npeAnpUATHION;
B) «OO0 M3MEHEHUH OIIAThI OTITYCKOBY
32) YkaxkuTe npaBWJIbLHOE 0003HAUEHHE MeCTA H3TAHUS TOKYMEHTA:
a) T. Mocksa;
06) ropom Mockga;
B) Mocksa
Tectr3 «Cnyx6a JIOVY. [Ipuem u nepsuyHas 00paboTKa JOKYMEHTOB. TEXHOJIOTHUS pETUCTPALIIH

1 KOHTPOJIA UCITIOJTHCHUA TOKYMEHTOB»

Bapuant 1

1) Vkaxute, kakas ¢popma padoThI ¢ JOKYMEHTAMH MPUHATA HA NPEINPUATHH, €CJIU BbIMOJIHEHHE BCeX
TEXHOJIOTHYECKHX ONEPALHii M0 padoTe ¢ JOKYMEHTAMH BBHINOJHSETCS OHUM CHEIHATH3NPOBaH-
HBIM CTPYKTYPHBIM MOJpa3iejeHueM U ceKpeTapem?

a) IICHTpaJIM30BaHHAS,
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0) JmeneHTpaTN30BaHHAS;
B) mapauiesbHasl.

2)

K texnosorun IOY He oTHOCUTCS:

a) TEXHOJIOTHMH 00pabOTKHU MOCTYIAIONINX U OTIPABISIEMBIX IOKyMEHTOB;

0) TeXHOJIOTHH Iepenadl JOKyMEHTHON HH(pOPMAIMN KOHEYHOMY I0JIb30BaTEIIO;

B) TEXHOJIOTHH BBEJICHHS JJOKYMEHTOB B HH(OPMAIMOHHYIO 0a3y JaHHBIX OpraHU3alliy;
I) TEXHOJIOTHUS CO3MaHus AoKymMeHTa B MS Word;

JI) TEXHOJOTrnH 00pabOTKM JOKYMEHTHOI HHpOpPMALIUU U HAKOIUIEHHS JOKYMEHTOB;

€) TEXHOJIOTHH XPAHCHHMS M UCIIOIb30BAHMS OT/IEJIbHBIX JIOKATBHBIX TPYIH JOKYMEHTOB.

3) TIlo HampaBJ/IeHHIO IBUKeHHUS BbIAEJSIIOT JOKYMEHTONOTOKH:

a) BHYTPEHHHH JOKyMEHTOIIOTOK;

0) TOpHU3OHTAIBHBIA JOKYMEHTOIOTOK;
B) BXOASALIMH JOKYMEHTOIOTOK;

I) BEPTUKAJIBHBIA JOKYMEHTOIIOTOK;
) MCXOJSIIUHA JOKYMEHTOIIOTOK.

4) J1oKyMEHTBbI U3 BbIIIECTOSIIIMX, I0JBEJOMCTBEHHbIX OPraHU3aNMii M 00palieHUs TPAasKAaH OTHOCITCS
K
a) BXOAAILIEMY JOKYMEHTOIIOTOKY;

0) wucxonsIEeMy JOKyMEHTOIIOTOKY;
B) BHYTPEHHEMY JIOKYMEHTOIIOTOKY.

5) OcHoBHas Heab ciay:kobl JOY

a) OCYIIECTBUTH B IIOJIHOI Mepe BCe NEHCTBHS 110 MaTEPHAIbHO-TEXHUUECKOMY 00€CIICYCHUIO AesTeNb-
HOCTH OpTaHM3alIHH;

6) oCymIECTBUTH B ITOJIHOI Mepe Bce NEUCTBHSA O JOKYMEHTAIMOHHOMY OOECIIEUEHHIO JIESITENbHOCTH
OpTaHM3AINH;

B) OCYIIECTBUTH B ITOJHOM Mepe Bce AEHCTBHS 110 HH(POPMAIIMOHHOMY O0ECIEUEHUIO AeATeIbHOCTH
OpTaHH3aIHH.

6) JleneHTpajau3oBaHHasi (popMa opraHmzanuu padorsl cay:xk0s1 JJIOY npeanonaraer

a) BBINTOJHEHHE BCEX TEXHOIOTHUECKHUX ONEpaINii 10 paboTe ¢ JOKyMEHTaMH OJHUM CIEINATN3NPOBaH-
HBIM CTPYKTYPHBIM MOAPA3/IEICHUEM UIIA CEKPETAPEM.
0) BBIOJHEHHE YaCTH ONepanuii HeHTPaIbHON CIy>K00 NeonpOon3BOJICTBA, M YACTH OIEPALIUi - B
CTPYKTYPHBIX NOJPA3ACTCHHSIX.
B) co3JlaHHe COOCTBEHHOM JEIONPOU3BOJCTBEHHON CIIYKOBI B KaXJIOM CTPYKTYPHOM IOJIpa3eIeHUH O]
HOHW OpraHu3alxy.
7) K trexnonornuyeckoii gpynkuuu ciayxou1 JOY cienyer oTHecTH:
a) PErucTpalMIO BXOJSIINX, UCXOSIIUX U BHYTPEHHUX JIOKYMEHTOB;
6) opraHM3aIHIO COBPEMEHHOTO PACCMOTPEHHS JOKYMEHTOB PYKOBOJCTBOM OpTaHM3aIINN;
B) KOHTpOJIb 32 CPOKAMH HCIIOJIHEHNUS JOKYMEHTOB;
I) TPOBEJCHHE SKCHEPTU3bl HAYYHON M MPaKTUYECKON IIEHHOCTH JIOKYMEHTOB.
8) K xouTtpoabHoii pynkuun cay:xk0b1 JOY ciaenyer oTHecTH:
a) PErHCTPaIMIO BXOJSIINX, UCXOSIUX U BHYTPEHHUX JIOKYMEHTOB;
0) opraHU3alUIO COBPEMEHHOTO PACCMOTPEHHS JOKYMEHTOB PYKOBOJCTBOM OpraHU3allNy;
B) KOHTpOJIb 3@ CPOKAMH UCIIOJIHEHNUS JOKYMEHTOB;
r) IpOBEJCHUE SKCIIEPTU3bI HAYYHOI U MPAKTUUECKON IEHHOCTH JJOKYMEHTOB.

9) PeryampoBaHue X042 HCIOJTHEHUS JOKYMEHTOB, IPOXO5K/I€HUS M MCIIOTHEHUsI JOKYMEHTOB B
YCTaHOBJIEHHBII CPOK OTHOCHTCS K ...

a) K TexHosornyeckoit pynkuuu ciyxosl JJOY;
0) K opraHM3anMoOHHOW QyHKIMHU cIy)0b! IOY;
B) K KOHTPOJIbHOH (yHKIMH ciyx0bl JJOY;

r) K Meroauueckoil hpyHkuuu ciryx0st JJOY.

10) ....— 310 pukcanus paxTa co3TaHUS UJIU NOCTYIUIEHUS JOKYMEHTA MyTeM MPOCTABJIEHUS HA HEM
AAThl U PErHCTPALMOHHOIO HH/IEKCA C NMOCJIeAYIOLINM BHeCEHHEM He00X0IMMbIX CBe/IeHHUI 0
AOKYMEHTe B PerHCTPALMOHHYIO 023y TaHHBIX.

a) KOHTpOJIb;
0) perucrpanms;
B) IepeuCHb.
11) YcioBHOe 0003HaYeHHe JOKYMEHTA, IPHCBaHBaeMoe eMy NPU PerucTpaliy, Ha3biBaeTcs ...
a) PerucrpanuoHHbIl HHAEKC;
6) IlopsmkoBEIif HOMED;
B) VY4JeTHBIN MHJIEKC.
12) IIpeaBapuTenbHOe paccMOTPeHHE JOKYMEHTOB B cay:kbe JOY noapasaessiercs Ha

a) BAXHBIC M HEBAXKHBIC,

0) cpouHble U HECPOYHBIE;

B) UL 0053aTEIBHOTO PACCMOTPEHMUSI PYKOBOJCTBOM U HE TPEOYIOIHE PE30IOLIH PYKOBOICTBA U
HAIPaBIBICMbIE CPa3y B CTPYKTYPHBIC MMOAPA3ACICHHS HCIIOMHUTEILIM.
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13) I'naBHOe Ha3HAYEeHHe PerucTpauuu

a) IpuAaHHE JOKYMEHTY IOPUANYECKON CHIIBL,

0) HampaBieHHE JOKyMEHTa PYKOBOANTEIIIO;

B) IOATBEpKAEHHE (PAaKTa €ro CO3aHMs WM HOCTYIIIICHUS;
r) BBOJ JIOKYMEHTa B MH(OPMAaIIMOHHYIO 0a3y OpraHH3aliH.

14) Iloctynaomue J0KYMEHTbI PerHCTPUPYIOTCS

a) B JI€Hb MOCTYIUICHUS,
0) B JeHb [IOJIIMCAHUS MM YTBEPIKICHHUSL.
15) ®opmbl perucTpanum J0KyMEHTOB MOT'YT ObITh
a) O KypHaJIbHas,
0) ampOoMHas
B) KapTOYHas;
r) OJOKHOTHAas;
J1) aBTOMaTHU3WpOBaHHas AIeKTpoHHas (Ha [IDBM).
Tect3 «Cnyx6a IOY. [Ipuem u nepsuuHas o0padboTKa JOKYMEHTOB. TEXHOIOIHs perucTpanuu
W KOHTPOJIA UCIIOJITHCHUA NOKYMCHTOB»
Bapuant 2
1) ....3T0 ABM:KeHHe JOKYMEHTOB B OPTaHM3aIMHM ¢ MOMEHTA MX CO3/IaHHsI HJIM MOJIyYeHHsI 10 3aBeplile-
HUSl MCIOJTHEHUSI HJIM OTIPABJIEHUS.
a) perucrparnus;
0) cucTeMa JOKyMEHTAIINH;
B) JIOKYMEHTOOOOpOT.
2) K rexnonoruu 1QY He oTHOCHTCS:
a) TEXHOJOTHH 00pabOTKH IMOCTYIAIONINX W OTIPABISIEMBIX JOKyMEHTOB;
0) TEXHOJIOTHS CO3JaHusl TabINYHOTO TIOKYMEHTa;
B) TEXHOJIOTHMH Iepeaayu JOKYMEHTHOH HHPOpMaIU KOHEYHOMY I10JIb30BaTEINIO;
I') TEXHOJOTHUH BBEACHUS TOKYMEHTOB B HH)OPMAIIMOHHYIO 0623y TaHHBIX OpTaHU3aIlHH;
JI) TEXHOJOTruU 00pabOTKH JOKYMEHTHOI HH(OpPMAIIUU U HAKOIICHUsI JOKYMEHTOB;
€) TEXHOJIOTHH XPaHCHHS U MCIIOJIH30BAHUS OTACIHHBIX JIOKAIGHBIX TPYII JOKYMCHTOB.
3) Ilo OTHOLIEHHUIO K YNIPaBJIEeHYECKOMY 00bEKTY BbIAISIOT JOKYMEHTONOTOKHU:
a) BHYTPEHHHH JIOKyMEHTOIIOTOK;
0) TOpPU3OHTAJBHBINA JTOKYMEHTOIOTOK;
B) BXOJAIIUHI JTOKyMEHTOIOTOK;
I') BEPTUKAIbHBINA JOKYMEHTOIOTOK;
M) HCXOISIMIHN JOKYMEHTOMOTOK.
4) JlokyMeHTbI OTHpaBJsieMble U3 OPTraHU3ALUU OTHOCATCH K
a) BXOASIIEMY JOKYMEHTOIIOTOKY;
0) HCXOASIEMY TOKYMEHTOMOTOKY;
B) BHYTPEHHEMY JIOKYMEHTOIIOTOKY.
5) OcHoBHan Heab cay:xkobl 10Y
a) OCYIIECTBUTH B ITOJHOW Mepe BCE NEHCTBUS MO TOKYMEHTAIIMOHHOMY 00ECIICUeHHIO ACATEeIbHOCTH
OpraHH3aIuH;
0) OCyIIEeCTBUTH B MOJTHOH Mepe Bce ASHCTBHS MO0 MaTePHAIbHO-TEXHHYECKOMY 00ECTICUCHHIO IesTEIb-
HOCTH OpraHHU3aIlNH;
B) OCYILIECTBHUTH B ITOJIHOI Mepe Bce NeHCTBHS 110 HH(POPMAIIMOHHOMY 00ECIIEUEHUIO JeTeIbHOCTH
OpTaHH3AIHH.
6) enTpanu3zoBanHas (popMa opraHuzannu padoorsl cay:xk0b1 JOY npeanosaraer
a) BBITOJHCHUE BCEX TEXHOJIOTHUYECKUX OMEpalnii o paboTe ¢ TOKYMEHTaMHU OIHUM CIICI[HATN3UPOBaH-
HBIM CTPYKTYPHBIM TOZpa3IelICHIEM HIIH CEKPETapeM.
0) BBINOJHEHUE YaCTH OIEPaIiil EHTPAIEHON CITY>KOO0H IeIOIpON3BOACTBA, H YaCTH OIEpaIuii - B
CTPYKTYPHBIX MOPA3AEICHUIX.
B) CO3[aHHE COOCTBEHHOM JCIOMPOM3BOJICTBEHHON CITY>KOBI B K&KIOM CTPYKTYpPHOM TOAPA3ACICHUN O~
HOW OpraHu3aIiy.
7) K opranuzanmonnoi ¢pynkumuu ciay:xont JJOY cieayer oTHecTH:
a) PEerHCTPaIUIo BXOIAMINX, NCXOAAIINX U BHYTPEHHUX JOKYMEHTOB;
0) OpraHM3aIMiO COBPEMEHHOTO PACCMOTPEHHS IOKYMEHTOB PYKOBOJICTBOM OpraHU3allly;
B) KOHTPOJIb 32 CPOKAMH UCIIONHEHHS JOKYMECHTOB;
I') TPOBEICHHE YKCIEPTH3HI HAYYHOU M MPAKTHUECKON IIEHHOCTH TOKYMEHTOB.
8) K Meroauueckoii pynkuun cay:xkob1 JOY ciaenyer oTHecTH:
a) PETHCTPALMIO BXOSIINX, NCXOSIINX U BHYTPEHHUX IOKYMEHTOB;
0) OpraHM3alMi0 COBPEMEHHOIO PACCMOTPEHHsI JIOKYMEHTOB PYKOBOJICTBOM OpraHHU3allly;
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B) KOHTpOJIb 32 CPOKAMH HCIIOJIHEHNUS JOKyMEHTOB;
I) TpOBEICHUE SKCIEPTU3bl HAYYHOH U MPAKTHYECKON LIEHHOCTH JOKYMEHTOB.
9) Benenne HH(POPMALHOHHO-CIIPABOYHOI pab0THI 10 JOKYMEHTAM OPraHU3ANHH OTHOCHTCH K ...
a) K TexHosormueckoil pyHkuuu ciryxos JJOVY;
0) K opraHuzanoHHOU QyHKIMH ciy)0bl 1OV,
B) K KOHTPOJIBHOH (yHKIMH ciyx0b1 JJOY;
r) K Meroauueckoil dyHkuuu ciyxosl JJOVY.
10) KonTpoas — 310 ..
a) COBOKYITHOCTB J€HCTBHIA, 00€CTIEUNBAIOIINX CBOEBPEMEHHOE UCITIOTHEHUE JOKYMEHTOB;
0) cHCcTeMaTH3MPOBAHHBIN NEPEUYEHb 3ar0JIOBKOB JIEJ C YKa3aHHEM CPOKOB MX XPaHECHUS;
B) HET NPaBUJIBHOIO OTBETA.
11) YcaoBHoe 0003HaAYCHHE JOKYMEHTA, IPUCBANBAEMOEC €My NP PerHCTPALNMH, HA3BIBACTCH ...
a) IlopsiikoBeIit HOMED;
0) PerucTpauMoHHBINA HHICKC;
B) VY4YeTHBIN HHJIEKC.
12) IpenBaputeabHOe paccMOTpPeHHE TOKYMeHTOB B cay:k0e JOY nmoapa3nessieTcs Ha
a) Uit 0043aTeNTbHOTO PACCMOTPEHUS PYKOBOJICTBOM M HE TPEOYIOIINE PE30IIIOIMY PYKOBOCTBA 1
HalpaBJsieMbIe CPa3y B CTPYKTYPHBIE IOJPA3AEICHUS NCTIOTHHUTEISM;
0) BaXHBIC M HEBAXKHBIE;
B) CpOYHBIE Y HECPOUHBIE.
13) T'naBHOe HA3HAYEHHE PerucTPaluu
a) HampaplIeHHE JOKYMEHTa PyKOBOJIUTEIIO;
0) npumaHWe TOKYMEHTY IOPHIMYECKOM CHITBI,
B) TOATBEpKACHHE (PAKTA €r0 CO3/AAHMS MM MOCTYIUICHNUS;
I') BBOJ JIOKYMEHTa B HH()OPMAIIMOHHYIO 033y OpraHH3aluHm.
14) Co3naBaemMble JOKYMEHTHI PeTHCTPUPYIOTCS
a) B JI€Hb NIOCTYIUICHHS,
0) B JicHb NOJNUCAHUS WIN YTBEPIKACHHS.
15) ®@opmbI perucTpanuu 10KyMeHTOB MOTYT OBbITh
a) KapToyHas;
0) KypHaJbHas,
B) anpOOMHas
I) aBTOMATU3MPOBaHHas AeKTpoHHas (Ha [[DBM);
J1) OJIOKHOTHASI.

Tect 4
«Cucremarnzanus u o0ecriedeHre COXpPaHHOCTH JOKyMEHTHOH HH(popMauy B yupexxaeHnn. OpraHnu3aius dKcIep-
TH3BI IEHHOCTH JOKYMEHTOB U TIepeiada JOKyMEHTOB B apXHB OPTaHU3AIINI

Bapuanum 1
1. Homenknaartypa aea — 310
a) KHaCCI/I(l)I/IKaLII/IOHHI:Jﬁ CIIpaBOYHHUK, O6513aTeJ'leI:II>i JJI COCTABJICHHSA BO BCCX I'OCYJapCTBEHHBIX OpraHu3anusix, KOTO-
PBI COIEPKUT MONHBIN MEPEeveHb JEll, 3aBOJUMBIM BCEMH CTPYKTYPHBIMHU TOJAPA3AEICHUSIMH, C YKa3aHHEM CPOKOB
XpaHeHUs, 0OPMIICHHBII B YCTAHOBICHHOM IOPSIIIKE.
b) xiaccupukaTop KOTOpPHIH, COAEPXKUT NEpeueHb TPUMEHIEMBIX B PA3IMYHBIX OTPACIISAX IKOHOMHKH JOJDKHOCTEH pabo-
YHX 1 CIy)KaIlnX, 3aQUKCHPOBAaHHBIX 3aKOHOAATEIBHBIMU aKTaMH 1 HOPMAaTHBHBIMH JJOKyMEHTaMH.
C) U3JaHUe NPAKTHYECKOro Ha3HAUYEHHs, C KPaTKUM M3JI0)KEHHEM CBEAEHHH B CHCTEMaTH4eckod ¢opme, B pacuére Ha
BEIOOPOYHOE YTEHHUE, HA TO, YTOOBI MO’KHO OBIIIO OBICTPO M JIETKO HAaBECTH 110 HEMY CIPABKY.
2. TumoBasi HOMeHKJIAaTypa JeJ
a) COCTAaBJISIETCS JJIsl OTHOPOJHBIX IO XapaKTepy JAEsTENbHOCTH M CTPYKTYPE OpraHu3anuii (peArnpusTiii).
b) cocraBmsercss AN OJHOPOTHBIX IO XapakKTepy HESTEIFHOCTH, HO HMEIONIMX pa3HYyI CTPYKTypy OpTraHH3alnit
(mpenmpusTuii).
C) COCTaBIISIETCSI JJIsl OTJCIILHOTO NPEANPHUSITHS M OTPAXKACT €T0 CIEU(HKY.
3. HomeHkiaTypa /ieJl OPraHH3aluy Ha cIeAYOLIeld KaaeHAaAPHbI o/ cOCTaB/IsIeTCs
a) B 1-2 kBapTanax TeKyIero rojaa
b) B 2-3 kBapTanax TEKyIIEro rojaa
¢) B 3-4 xBapTasax TEKyIIero roja
4. Jleno —3T0
a) COBOKYIHOCTH JIOKYMEHTOB, IOMEIIEHHBIX B OT/IEJIEHYIO OOJI0XKY.
b) COBOKYITHOCTH OKyMEHTOB, OTHOCSAIINXCS K OZHOMY BONPOCY WJIH YYACTKY AEATEIbHOCTH, TOMEIIECHHBIX B OT-
JICNTbHYIO O0JI0XKKY.
C) COBOKYIHOCTB JIOKYMEHTOB, OTHOCSIIIIMXCS K OJTHOMY BOIPOCY WJIM YYacTKy JESTeIbHOCTH.
5. I'pynnmupoBaHWe HCNOJTHEHHBIX JIOKYMEHTOB B /1eJI0 B COOTBETCTBHH ¢ HOMEHKJIATYPOIi /ieJ] M cHCTeMAaTH3alus

JOKYMEHTOB BHYTPH JieJia - 3T0
a) ®dopMuUpOBaHHE MANIOK
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b)

dopMupoBaHue Aena

c) ®dopMupoBaHHUE apXHBa
6. C neJnio ObICTPOro MOMCKA JOKYMEHTHI B JieJIe PACIIOJIAral0TCs B ONpeAesICHHOM I0c1e10BATeIbHOCTH:
a) B XPOHOJIOTHYECKOH MOCIIEI0BATENLHOCTH (POPMHUPYIOTCS B JIeJIa TPUKA3bI U T.JI;
b) B nopsiake andasura Mo GaMUIHAM IPYIITUPYIOTCSI B CAMOCTOSTEIBHBIE JIeJIa JIMIIEBBIE CYeTa M0 3apIuiaTe;
C) M0 HOMEpaM B JieJia MO/IIMBAIOTCS HaKJIaIHbIe, KBUTAHIINY;
d) Bce oTBeTHI BEpHBI
€) BCE OTBETHI HEBEPHBI
7. CdopmupoBaHHOE 1€J10 TOJTKHO COTEPKATH
a) 250 mucToB
b) He Gonee 250 nmcToB
c) He MeHee 250 nHcToB
8. JxcnepTH3a HEHHOCTH JOKYMEHTOB — 3TO
a) 0TOOp JIOKYMEHTOB Ha TOCYJIapCTBEHHOE XpaHEHHE
b) ycraHOBIEHHE CPOKOB NX XPAHCHUS HA OCHOBE MPUHSTHIX KPHTCPHEB.
c) 0T0Op JOKYMEHTOB Ha IOCYAApCTBCHHOE XPaHEHHE WIIM YCTAHOBICHHE CPOKOB MX XPAHEHUS Ha OCHOBE NPHUHSTHIX
KPHUTEPHUEB.
9. Ilo cpokam XpaHeHUsI JOKYMEHTBI AeJATCS
a) Ha JJOKyMEHTHI C IIOCTOSIHHBIM CPOKOM XpaHEHHs, JOKYMEHTBI CO CPOKOM XpaHeHUs cBbimie 10 JieT, TOKyMEHTHI CO
cpokoM xpaHeHus 10 10 ner.
b) Ha JOKYMCHTBI C MMOCTOAHHBIM CPOKOM XPAaHCHHA, TOKYMEHTBI CO CPOKOM XPAaHCHHUA CBBILIC SHCT, JOKYMCHTBI CO
CPOKOM XpaHEHHs JI0 5 JIeT.
C) Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XpaHEHHs, JOKYMEHTBI CO CPOKOM XPaHEHUs CBBIMIE 3JIET, JOKYMEHTHI CO

CPOKOM XpaHEeHWMsI JI0 3 JIET.

10. PadoTta mo ¢popMHPOBAHUIO A€JI COCTOUT U3 CJICTYIONIUX ONePALHii:

a) DKCIEIUIHOHHAS 00pabOTKa JOKYMEHTOB, MOCTYMAIOIIUX B OPraHH3aIIIO,

b) pacmpenesieHHE UCTIONHEHHBIX JOKYMEHTOB M0 JIeJIaM B COOTBETCTBHU C HOMEHKJIATYPOH JeT,
C) PperucTpaiuH jer,

d) pacrmonoxeHus TOKyMEHTOB BHYTPH JIejia B ONIPEICIICHHO MOCIeI0BATEIBHOCTH,

¢) odopmieHHE 00J0KKH eI,

Tecr 4

((CI/ICTeMaTI/BaHI/IH u obecrieueHue COXpPaHHOCTH HOKyMeHTHOﬁ I/IH(I)OpMaHI/II/I B YUPCIKIACHUU. OpFaHI/ISaIII/IH OKCIICP-

TU3bI ICHHOCTU JOKYMCHTOB U NIEpeJiada TOKYMCHTOB B apXUB OpraHu3aliuu»

Bapuanm 2
1. Homenknatypa gea — 310

a) KiIacCU(pHUKATOp KOTOPHIH, CONEPKUT MEPEICHb MPUMEHIEMBIX B PA3TUIHBIX OTPACIAX SKOHOMHUKHU JOJDKHOCTEH pabodmx
U CITy’)KaIluX, 3a()MKCHPOBAHHBIX 3aKOHOIATSIIFHBIMHI aKTaMH 1 HOPMATUBHBIMH TOKYMEHTaMHU.

b) kmaccupuKaOHHBIN CIPAaBOYHUK, 00s3aTENBFHBIN AJIST COCTABICHHUS BO BCEX TOCYIAPCTBEHHBIX OpPraHU3aNUsIX, KOTOPHI
COJICPIKUT HOJIHBIN MEepeYeHb 1, 3aBOJUMBIM BCEMH CTPYKTYPHBIMHU TOAPA3/EICHUSIMH, C yKa3aHUEM CPOKOB XpaHEHHs,
oopMIICHHBIH B yCTaHOBJICHHOM TOPSIIKE.

C) HU3JaHUE NPaKTUYECKOr0 HA3HAYEHHS, C KPATKUM U3JIOKEHHUEM CBEJICHHUII B cucTeMaTtuueckoil (hopme, B pacyére Ha BbI-
0OpouYHOE YTEeHHE, Ha TO, YTOOBI MOXKHO OBUIO OBICTPO U JIETKO HABECTH 110 HEMY CIIPABKY.

2. TlpumepHasi HOMEHKJIATYpa e

a) COCTaBISETCS AJISl OOHOPOIHBIX 10 XapaKTepy ASSTEIHOCTH U CTPYKTYpe OpraHn3anuil (IpeanpusTuii).

b) cocraBmsieTcs I OAHOPOIHBIX IO XapaKTepy AEATEIBHOCTH, HO IMEIOIINX Pa3HYyI0 CTPYKTYPY OpraHu3anuii (mpexnpus-
THH).

C) COCTaBJISIETCSI ISl OTJIENIBHOTO MPEANIPUSITHS M OTPaXKaeT ero Cenu(uky.

3. HomenksaTypa /el OpraHu3aluy Ha cjleaylomei KaJeHIapHbIi To/l COCTaBJIsIeTCsI

a) B 1-2 kBapTanax TeKyIero rojaa

b) B 2-3 kBapTanax TEKyIIEro romaa

¢) B 3-4 xBapTayiax TEKyIIero rojaa

4. CoOBOKYNHOCTH JOKYMEHTOB, OTHOCSLIIUXCSI K OJHOMY BONPOCY HJIH YYACTKY AeSITEIbHOCTH, MOMEIIeHHBIX B OT-

AeJIbHYI0 00JI0KKY — HA3BIBAIOT

a) JIenom,

b) manko#,

C) apXHBOM.

5. ®opmupoBaHue aesa — 3TO

a) TPYIIHPOBAHHE HCIOTHEHHBIX TOKYMEHTORB B JIEINO.

b) rpynmupoBaHUe TOKYMEHTOB B JIENIO M CHCTEMATH3aLMsl JOKYMEHTOB BHYTpH JIeJIa.

C) TPYIIHPOBAHHE UCIIONHEHHBIX JOKYMEHTOB B JIEJI0O B COOTBETCTBHH C HOMEHKIIATYPOH eI H CHCTeMAaTH3AIHsI TOKYMEH -
TOB BHYTPH JIeJia.

6. C ueabio OBICTPOro MOMCKA JOKYMEHTHI B /leJie PACoJIaraloTcsi B onpeaeIeHHOH Moc/1e10BaTeIbHOCTH:

a)

B XPOHOJIOTHYECKOH OCIEI0BATEIEHOCTH (POPMHUPYIOTCS B JieJia MPUKA3bl U T.J;
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b)

10 HOMEpaM B I€J1a MOAIINBAIOTCA HAKIIAAHBIE, KBUTAHIIUH,

C) B BOIIPOCHO-JIOTHUYECKOI! MTOCIEA0BATENbHOCTH ITOAMINBAIOTCS JOKYMEHTHI C IPHII0KEHHSIMU.
d) Bce OTBETHI BEPHEI
€) BCE OTBETHI HEBEPHBI
7. CdopmupoBaHHOE /1€J10 J0JKHO COEPKATH
a) 250 nuctoB
b) ue 6onee 250 nucToB
¢) He meHee 250 ucToB
8. DkcmeprH3a HeHHOCTH JTOKYMEHTOB — 3TO
a) 0TOOp JOKYMEHTOB Ha TOCYAAapCTBEHHOE XPaHEHUE MIIM YCTAHOBIICHHE CPOKOB HX XPAaHEHHS HA OCHOBE NMPHHSATHIX KPUTE-
pHeB.
b) oTOOp JOKYMEHTOB Ha rOCYAapCTBEHHOE XpaHEHHUE
C) yCTaHOBJICHHE CPOKOB MX XPaHECHHsI HA OCHOBE IPUHSTHIX KPUTEPHEB.
9. JkcnepTHas KOMHCCHS - ITO
a) COBEIIATEIbHBIH OpPTaH, €€ PEIIeHHsI BCTYNAIOT B CHILY IIOCIIE YTBEPXKICHNS PyKOBOIUTEIEM OpPraHNU3ali, TaK KaKk
COTJIACHO 3aKOHOJATENIbCTBY OH HECET OTBETCTBEHHOCTH 332 COXPAHHOCTh JIOKYMEHTOB.
b) coBemaTenbHBIN OpraH, €e peleH!s BCTYNAIOT B CHITY TIOCIIE YTBEPKACHHS PyKOBOJHUTEIIEM OPTaHU3ALHH.
¢) CoBenarenpHbIH, SKCIEPTHO-KOHCYIBTATUBHBIN OpraH, 00pa3zyemblil B LemsiX 3((GEKTUBHOTO ydeTa MHEHUS TPaXK-
JIaH ¥ uX 00beIMHEHUH B Ipoliecce 3aKOHOTBOPYECKON JIesITENbHOCTH.
10. Pabora no (popMHUPOBAHNIO /1eJI COCTOUT M3 CJIEAYIONIUX ONepanmii:

a) pacupeacjacHuC NCIIOJIHECHHBIX TOKYMEHTOB 110 A€J1aM B COOTBETCTBHUHU C HOMeHKHaTypOﬁ pI(S)
b) perucrpaunuu men,
C) PacCIIOIOKEHNA JOKYMEHTOB BHYTPH JI€J1a B OHpCHCHCHHOﬁ IIOCJIECAOBATCIBHOCTH,
d) odopmienue 06I0XKKH ena,
e) OKCIICIUITMOHHAA 06pa60TKa HCIOJHCHHBIX U OTIIPABIACMBIX TOKYMCHTOB.
KonTtpoubsHnas pabora Ne 1
1 BapuaHT
1) JIOKYMEHT WJIH KOMILIEKC J0KYMEHTOB 3TO ...
a)  IpeaMeT JOKyMEHTOBEACHHS;
0) O0OBEKT JOKYMEHTOBEICHHUS;
B)  JTOKYMEHTOBEJCHHE.
2)  Yro OTHOCHMTCS K IPU3HAKAM JOKYMEHTAa:
a)  (QyHKIHOHAIBLHOCTH HH(OPMAIHH;
0)  TOXIECTBEHHOCTH caMoMy cebe;
B)  3aBEpIICHHOCTh COOOIICHUSI.
3) Kakas (¢pyHKIHUS OTHOCHTCS K CHENUATLHBIM (GYHKIHIAM JOKyMeHTa?
a)  ynopsAa0YMBAIOIIAs;
0)  ympaBieHuYecKas;
B)  uH(OpMAaIHOHHA.
4) ... — IOKYMEHTBI, OTPA’KaIOLIHe Pe3yJIbTAT CTPOMTEJLHOI0 H TEXHOJIOIrMYeCKOro NPOeKTHPOBAHHS, KOHCTPYMPOBAHHSI, HHKEHEPHBIX
U3bICKAHMIT U APYTHX Pa0oT 110 CTPOUTEILCTBY 31AHUI H COOPY:KeHHil U H3r0TOBJICHHIO H3/1eJIUii IPOMBILILICHHOr0 IIPOU3BOJCTBA.
a)  TeXHUYECKHE JOKYMEHTHI;
6)  (oTOmOKYMEHTEI;
B)  KHHOJIOKYMEHTBI;
r)  (OHONOKYMEHTEI;
J)  JTOKYMEHTBI Ha MAaIlHHHOM HOCHTEJE.
5) ... —/I0KYMEHTbI, CO3JaHHbIE C HCNIOJIHL30BAHHEM HOCUTEJIEl U CIoco0 3anucu, 00ecnedynBaOUIMX 0TPAdOTKY UX HH(OPMALNH JJIeK-
TPOHHO-BBIYHCJIHTEILHOI MAIIWHOM.
a)  TeXHUYECKHE JOKYMEHTHI;
6)  (OTOZOKYMEHTHI;
B)  KHMHOJOKYMEHTHI;
r)  (HOHOIOKYMEHTHI;
I)  JOKYMEHTHI Ha MAaIIHHHOM HOCHTEJE.
6) Habop pexBH3UTOB O(PUINATEHOTO MUCEMEHHOT'O JOKYMEHTA, PACIOJIOKEHHBIX B ONPEICICHHON [T0CIeI0BATENILHOCTH, COCTABIISIOT ...
a)  OynaHK IOKyMEHTa;
0)  (dopmyisIp TOKyMEHTa,
B)  (opmynsp-oOpasell JOKyMeHTa.
7) Hdara Beaenusi TOCT P 7.0.97-2016. HanmonaubHblii cranaapt Poccuiickoii ®@egepanuun. CucremMa craHIapToB 1no nHdpopmauuu, 61o-
JIHOTEYHOMY H H3/1aTeIbCKOMY Aexy. Opranu3anHoHHO-pacnopsauTebHast JoKyMenTanus. TpeGoBanus k opopMiIeHHIO JOKYMEHTOB
a)  1997-07-31;
6) 2003-07-31;
B)  2003-07-01.
8) Kakue pa3mepsl noseii 6;anka ycranapausaer FOCT P 7.0.97-2016?
a) 20 mm —neBoe; 10 MM — mpaBoe; 15 MM — BepxHee; 20 MM — HIDKHEE;
6) 20 mm — neBoe; 10 MM — npaBoe; 10 MM — BepxHee; 10 MM — HIKHee;
B) 20 mm — sieBoe; 10 MM — ipaBoe; 20 MM — BepxHee; 20 MM — HIDKHEe.
9) PexBusur 07 — 370 ...
a)  KOJl OpraHM3aIuu;
6)  kox HOpMBI JOKYMEHTa;
B)  HAMMEHOBAaHHE OpraHH3aLlUH.
10) Koa ¢opmbl JOKYMEHTa NPOCTABJISIOT 1O ...
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a)  OKIIO;
6) OKV[;
B) OKOI'Y.

11)

CocraB 1 00beM cBe/IeHHIi, BKJIIOYEHHBIX B CIPABOYHbIE JaHHbIE 00 OPraHU3aLNH ...
a)  CTaHJapTOM CTPOTO PErIaMeHTHPOBAHEL;

6)  cTaHIapTOM HE JIMMHUTHPYIOTCS;

B)  YCTaHaBJIMBAIOTCS HAJIOTOBBIMH OPTraHAMH.

12)

Ykakure HeBepHoe 0opMIeHHEe PEKBH3UTA «AqpecaT»
a)  3AO «Crpena»

I'naBHOMY Oyxranrepy

10.B. KokopeBy

6) T'eHepanbHBIl AUPEKTOP

OAO «tOnona»

B.N.HuxoHenko

B)  AJMMHHUCTpaUMU paiiOHOB

Openbyprckoii obsactu

13)

IlouToBBIii agpec B agpecaTe MULIETCS CIeAYIONIHM 00pa3oM:
a) 301264, Tynbckas o0aacTb
Kupeesckwuii p-H, r. JIunku,

yi. CapoBas, 1.5, kB. 12
0O.I1.06pa3uoBy

6) Oopasuosy O.I1.

301264, Tynbckas 0baacTb
Kupeesckuii p-H, r. JIumnkuy,

yn. CagoBas, 1.5, kB. 12

B)  O0pasuosy O.I1.

yi. CanoBas, 1.5, kB.12,

r. Jlunku, Kupeesckwuii p-H,
Tynbckas 0611., 301264

14)

B cocra pexBusuta «Iloanuch» BXOAAT:

a)  (daMuIus, MHUIKAIBI JIMLA, HOAMMCABILETO JOKYMEHT; JINYHAS IT0IIKICh; HANMEHOBAaHHE TOJDKHOCTH;

0) HaMMEHOBaHME JOJDKHOCTH JIMIA, HOMIMCABIIEr0 JOKYMEHT; JINYHAs HOAIHNCE; paciIi(ppoBKa MOIIUCH ((paMUITUs, THALHATIEL);
B)  HaMMEHOBAHHE JOJDKHOCTH JIMIA, HOAMMCABIIECTO JOKYMEHT; JIMYHAs HOAINCh; pacin(pOBKa MOMNUCH (MHULHAIIBI, (aMUITHs).

15)

I'pud corsracoBaHus J0KYMEHTa MOKET COCTOATD:

a)  u3ciosa COI'JTACOBAHO (0e3 kaBbIueK U JBOETOUMS), HAMMEHOBAHHUS JIOKyMEHTa, KOTOPbIM OCYIIECTBIISETCS COrNIacOBaHHE (B UMEHU
TEBHOM MaJIe)ke), ero JaThl i HOMEPa;

0) W3 JOJKHOCTH BH3UPYIOIIETo, €ro JIMYHON MOAIHCH U pacIiIH(POBKY HOANMUCH (HHUIHAIOB U (aMUIIHN), JaTh;

B) wu3cinoBa COI'JTACOBAHO (0e3 kaBbIueK U JBOETOUMS), JOJDKHOCTH JIMLA, C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKIJIIOYAsi HAUMEHO-
BaHUE OPraHU3aLMHK), THYHON MOAMUCH, PAcIIMPOBKU MOANUCH (MHULIUAIOB U (haMUJIHN).

16)

Kaxkoif 13 kpuTepreB OLEHKH HHPOPMAIUH IIPEATIoIaraeT, 4To 3a BpeMst coopa u 00paboTki HH(POPMAIHY COCTOSIHUE 00BEKTa He H3MEHUIIOCh,
T.€. HH(POPMALIHS SBISIETCS AKTYaIbHOU?

a)  ToJHOTa MH(pOPMALUH;

0) omepaTHBHOCTH HH(OPMAIIHHL;

B)  JIOCTOBEPHOCTh MH(POPMALIUH.

17)

ITo kakOMy NPU3HAKY Pa3INYAIOTCS CPOYHBIC H HECPOYHBIC YIIPABICHIECKHE TOKYMEHThI?
a) 110 IPOUCXOXKJICHUIO;

0) 110 Ha3HAYCHHUIO;

B) 110 CPOKAM HCIIOJHEHUSI.

18)

OpHrHHAIBI, COCTABIISIEMbIC B HECKOJIBKHX 3K3EMILISPaxX — 5T0 ...
a)  KOIHH;

0) myOnuKatsr

B)  YMHOXEHHBIC OPUTHHAJIBL.

19)

HaGop pexkBH3UTOB OGHIHATBHOTO THCHbMEHHOTO JOKYMEHTA, PACIIONIOKEHHBIX B OIPEICICHHOM TOCIe[0BATEIbHOCTH, COCTABIISIOT ...
a)  OIaHK JOKYMCHTa;

0)  dopmymsap nOKyMeHTa;

B)  dopmyssip-oOpaserr JOKyMeHTa.

20)

YT0 SABISUIOCH OCHOBHBIM MaTepHaioM JUIs MUchMa 10 KoHa XIV Beka?
a)  IepraMeHr;

0) mamupyc;

B) Oepecra.

CocTaBuTh ¥ 0pOPMHTL NPUKA3BI 10 OCHOBHOI 1eATeILHOCTH, HE00X0JUMbIE B YPABJIEHYECKHUX CHTYAIHsX.

I'enepanbHbIi gupekTop KomMmepueckoro 6anka Kb «Kpenur 6ank» B r. Crepnuramax ®omun I1.H. 12 mapTa Texymero ronma u3-
nan npuka3 Ne 23 o0 peopraHu3alnuy CTPyKTypbl OaHKa.

OTH U3MEeHEHUsI ObUIH BBI3BAHBI PACIIMPEHUEM COCTaBa YCIIyT, OKa3bIBAEMBIX OAaHKOM CBOUM KIHEHTaM, IOIydCHHEM OaHKOM JIH -
LIEH3UX Ha POBEICHNE BATIOTHBIX OIEpaliii, yBelHIeHHEM 00beMa Olepalyii ¢ IEHHBIMH OyMaramu.

ITpuka3oM npemaycMaTpHBaIOCh:
Jlo 1 nexaOps TeKyImero roja co3aaTh B CTpYKType OaHKa OTJeN BaIIOTHBIX ONEpalHuii U OTIeN onepanuii ¢ HeHHbIME Oymaramu. Hauansau-
KaMH OTZAEJIOB Ha3Hauanuch coorsercTBeHHO OpioB B.C. u Korosa M.H.
HavanpHUKaMH HOBBIX OTJETIOB HaJ0 NPHHATH MEPHI IO YKOMIUIEKTOBAHHIO IITATOB CBOMX OTAECNIOB COOTBETCTBYIOIIMMH CIICIUANNCTAMH JI0
1 nexalbpst Tekyl1ero roja.
Kpome Toro, HauagbHHKaMH HOBBIX OTJETOB HMPENHCHIBATIOCH MOATOTOBUTH M HPEICTaBUTh HAa yTBEepKAeHHE 10 | (eBpais cremyromero
roJia IOJIOXKEHNS 00 OTAeNax U JOJDKHOCTHBIC HHCTPYKIHU Ha CBOUX COTPYAHHKOB.
Ortpaeny aBroMarm3anuu (HagansHUK oTAena Becemos C.I1.) mo 1 deBpans ciemyiomero rofa CTaBUiIach 3aada OCHAIICHUS aBTOMATU3HPO -
BaHHBIX PabOYMX MECT AJIsS HAYaIbHUKOB CO3JaBACMBIX OTJEJIOB COOTBETCTBYIOIIMM OOOPYJOBaHHEM M TMOAKIIOUCHUS UX K JIOKAJIbHOM
nH(pOpMaMOHHON ceTH OaHKa.
OO0muit KOHTPOIIb 32 UCHIOJTHEHHEM IIPUKa3a ObLT BO3JIOXKEH Ha KOMMepUecKoro qupekropa 6anka 3omxorosa C.B.

ITprka3 ObLT COrNIACOBAaH C 3aMECTHTENIEM IeHepanbHOro aupekropa 6anka Hedpenopoii 3.U. u riaBueM OyxrantepoM 6anka Co-
moBbIM B.II.
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CocTraBuTh U O(I)Ole/lTb cnymeﬁﬂue nucbMa, Heo0XoIMMble B YipaB/JeHYE€CKHX CUTyallusIX.

®upma 3AO «AHTE» CTPOUT aBTO3aNpaBouHOM ctaHiuu B I. CTpyHHHO. I'eHepanbHblit upekrop 3A0 «Anten» Caxapos M.O.
coo0IIaeT 3aKka3uuky - reHepaigbHoMy aupekropy OOO «Enuceit»y MapkenoBy M.B. 0 roToBHOCTH 00BEKTa U NPOCHT Ha3HAYUTH JICHb MIPU -
eMKH paboueil KoMHCCHel 3aKOHUEHHOTO CTPOUTENBCTBA.

Anpec 3A0 «Anten»: 202013, r. Bnagumup, yi. Jlyrosas, a.13; ten./dakc: (491)5-22-11. TIucemo moarorosuiia HHCHeKTop XKa-
posa .B. Texn. 5-16-10

T'enepanbhbiil tupexTop «Enncein» MapkenoBy M.B. npeiaraet Ha3HauuTh IeHb NpUEeMKH 00bekTa 21 nekadps TEeKyIIero rojaa.
Takke OH IPOCUT 0OECTICUHTh NIPUCYTCTBUE NpecTaBuTeNeil noxxapHoi oxpanusiii MUC U rocyjapcTBEHHOH HHCIICKIUH O€30IIaCHOCTH JI0 -
POXKHOTO JBIXKeHUsI T. CTpyHHHO.

Anpec OO0 «Enuceii»: 113012, r. Mocksa, XKusapes nep., 1.9/1. Ten./daxc :(495) 927-18-34. IIuckMO MOATOTOBMII CTapIIUid
unnxenep Kpasuos T.U. Ten. 927-13-87.

2 BapuaHT
1) KakuM cBOHCTBOM MOKHO 0XapaKTepH30BATh HATHYHE Y JOKYMEHTa HEOTheMJIEMBIX CJaraeMblX, 0e3 KOTOPBIX OH CYIeCTBOBATH He
MosKeT?
a)  aTpuOyTHBHOCTB;
0)  BEIIECTBEHHOCTH;
B)  CTPYKTYPHOCTB.
2) Kakas ¢pyHKUMS OTHOCHTCS K 00IIMM (pYyHKUIUAM J0KyMeHTa?
a)  oOmeKyIbTypHas;
6) uHbOpMaLHOHHAS;
B)  MpaBoOBasi.
3) ...-JeiicTBHE WM COBOKYNHOCTD AeHCTBUI, NPUMEHsIEMBIX NPHU 3aNHCH HHOOPMAILIMH HA MATEPHATBLHOM HOCHTEJIE.
a)  MeToj JIOKyMEHTUPOBAHHMS;
0) crmoco0 TOKyMEHTUPOBAHHUS;
B)  CPEICTBO NOKYMEHTHPOBAHUS.
4) ...—u300pazuTe/bHbIE JOKYMEHTbI, CO31aHHbIe (hoTOrpaduuecKUM Crocodom.
a)  TeXHHUYECKHE JOKYMEHTHI;
6)  (OTOAOKYMEHTSI,
B)  KHHOJIOKYMEHTBI;
r)  (OHOJZOKYMEHTHI,
I)  JIOKyMEHTHI HA MalllMHHOM HOCHTEJIe.
5) ... — 9To mpouecc YNopsiioYeHHs] HJIH paclpelejeHHs] JOKYMEHTOB IO KJaccaM C 1eJbl0 OTPa’KeHHs OTHOLUEHHH Mesk1y HMMM Y
COCTABJICHHS KJIACCHPUKAIIMOHHOM CXeMBbl.
a)  CTPYKTYypHpPOBaHUE;
6)  kiIaccuduUMpOBAHHE;
B)  JOKYMEHTHPOBaHUE.
6) Kaxoii H3 NIpHBeeHHBIX HIKE PEKBU3UTOB BKJIIOYAET MOAMMCH UCTIOJHUTENSI JOKYMeHTa?
a)  OTMeTKa 00 MCIIOJHUTEIIE;
6) oTMeTKa 00 HCIIOHEHHHU JOKYMEHTa ¥ HAIPABJICHUH €0 B JIENI0;
B)  OTMETKa O IOCTYIUICHHHU JOKYMEHTA B OPraHH3alHIo.
7) Ha3oBuTe pazMep npaBoro mnojs (B MM), KOTOPbIii ycTaHaB/JIMBaeT i ynpapiaenueckux qokymentos 'OCT P 7.0.97-2016
a) 10mm
0) 20mMMm
8) Kakas yacTh TeKcTa NpHKa3a siBJsieTcs 00s13aTe/IbHOM?
a)  KOHCTaTHpYyoIIas
0)  pacrnopsauTenbHas
9) PexBH3HT 10KYMEHTa — JTO:
a)  ero OTJENbHBII AIeMEHT
0)  YacThb CIy)ke€OHOTO MUCbMa
B)  (HpMEHHBIH OIaHK
10) C nomMoumBbI0 KAKOro PeKBH3HTA 0(hopMJIsieTcsl BHEIIHee COIJIacoBaHHe A0KYMeHTa?
a)  BU3BI COTVIACOBAHHS
0) rpuda coracoBaHus
11) Kem noanuceIiBaloTcs J0KYMEHTBI, COCTABJIsieMble KOMHCCHeli?
a)  pPyKOBOAHUTEIEM OpraHH3alUH
6) mpencenarenem
B)  IpejceaTelIeM U YieHaMH KOMHUCCHH
r) mOpeacenaTenaeM U ceKpeTapeM
12) W3 npuBeleHHBIX HUXKE MAPHBIX HANMEHOBAHUI BbIOEpHTE MPOLECChI, KOTOPbIE COKPALIAIT YHCJI0 GOPM JOKYMEHTOB U YCTAHAB-
JIMBAIOT HX eIHHO00pa3HOe HANlHCAHME:
a)  THUIH3AIMSA U aBTOMATH3AINsA
6)  yHU]UKAIMSA ¥ ONTUMH3ALHS
B)  yHU(MKAIMS U CTAHIAPTU3ALMSL
13) B rpynny opranu3anuoHHbIixX 1okymentoB HE Bxoaut:
a)  TpyIOBOH IOroBop
0) wTaTHOE pacnmMcaHue
B)  TIOJIOKCHHE
14) BpiOepuTe NpaBHJILHLIH BapHaHT HH(POBOro oopmaeHus 1aThl:
a) 06.05.2013
6) 6.5.13
B) 06.05.13
15) IIpuxka3 sBasiercs:
a)  JOKYMEHTOM, IPUHAMAEMBIM KOJUICTHAIBHBIM OPIaHOM JUISl PEICHHS IPOU3BOICTBEHHEIX 3a/1a4, BOIIPOCOB;
0)  1paBOBHIM aKTOM, U3/1aBAEMbIM PYKOBOAUTEIIEM, 1JIs pELICHUs] OCHOBHBIX ONEpPAaTUBHAIX 3a/a4, CTOSILINX Nepesl AaHHO opraHu3anueit
16) Kaxk Ha3pIBalCs JOKYMEHT, yupexxaeHHbIH [leTpom I, onpenensionuii kpoMe Bcero Mpodyero OpraHu3aniio padoThl ¢ JOKyMEHTaMU B

KoJuterusix?
a) [eHepaybHbINA periaMeHT;
0) T'eHepanbHblil hopmyJsip;
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B) I'eHepayibHbIid MaHH)ECT.

17) OcHOBOI OpraHM3aIUy AEATEILHOCTH MHHHCTEPCTB CTAJI IPUHIHI ...
a)  KOJUIETHAJILHOCTH;
0) eauMHOHAYAINS;
B)  pasjeleHus IOJHOMOYMI.
18) IIpoext kakoro noxymenra Obu1 paspadoran UTY?
a)  «OOmue npaBuiIa TOKYMEHTAIMU U IOKYyMEHTOO00POTa»;
0) «EnmuHas rocymapcTBeHHAs CHCTEMA JEJIOIPOH3BOJICTBAY;
B) «l'ocymapcTBeHHas CHCTEMa JIOKYMEHTAIIHOHHOTO 00eCIeYeHHUs! YIIPaBICHHS.
19) Bcecoro3Hblil HayUYHO-HUCCIIEI0BATENLCKUI HHCTUTYT TOKyMEHTOBeAeHHs 1 apxuBHoro aena (BHUWJIA/T) Obu1 yupekieH ...
a) B1958r,;
0) B1966T,;
B) BI1970T.
20) B ocHOBY pa3paboTKH YHH(HIIMPOBAHHBIX CHCTEM JOKYMEHTAIMH OBLT ITOJ0XKEH SIMHBII METOIOJIOTNUECKUH MTOAXO0, COEPIKAIMNC B...
a)  OOuerocyaapcTBeHHOM cucteme coopa 1 00paboTku HH(pOpPMALMK T Y4eTa INIAaHUPOBAHUS M YIIPABJICHUS HAPOJAHBIM X03HCTBOM;
0) TocynapcTBeHHOM cTaHmapTe «YHU(PUIUPOBAHHBIC CHCTEMBI JOKyMeHTanud. OCHOBHBIC IOIOXKCHUSD);
B)  OOGuiepoccuiickoM Kiaccu(pUKaToOpe YIpaBIeHUECKOH JOKYMEHTALHH.

1. CocraBuTh H 0(pOPMUTH NPHKA3BI 0 OCHOBHOI 1eSITeIbHOCTH, HEOOXOAUMBbIE B YIPABJIEeHYECKHUX CHTYAIHsIX.

OAO «Mocmam» (r.MockBa) IPUCTYNHIO K MOJEPHH3ALMH NPOM3BOACTBA B LIEJISIX HAJAKUBAHUS BBITYCKa OPOHHPOBAHHOTO
aBTOMOOMIISL BBICOKOI IPOXOIUMOCTH 17151 MuHKCTEpCcTBa 000poHbBl PO.

I'enepanbublii qupektop OAO «Mocmam» Koprees B.C. m3aan npukas o MoJepHH3aIUH OCHOBHOTO IIPOU3BOJICTBA.

B npukase yka3piBaaocs:

1. Orgen mexanusanuu (rmaBublil Mexanuk OumuMonoB B.I1.) 10KeH 3aKOHYHTH PEKOHCTPYKIMIO IVIABHOTO KOHBeiepa 3aBona 10 1 urions
CIIETYIOIIETO ro/a.

2. Otzeny Texnonorny (raBHbIii TexHonor Cepos B.C.)  KOHCTpYKTOpCKOMY OT/eny (Hau.otaena Bacum E.I1.) MpemickIBanoch 3aKOHIHTE
TEXHOJOTHYECKYIO IIOATOTOBKY IPOM3BOACTBA M BCEil HEOOXOANMON TEXHOJIOTHYECKOH U KOHCTPYKTOPCKO JOKYMEHTALHH 110 pa3paboTke 1
IIOCTAHOBKE Ha MPOMBIIICHHOE IPOHM3BOICTBO HOBOTO aBTOMOOMIIS 10 | aBrycTa ciemyIomero roja.

3.  Kommepueckomy aupekxropy Kympusuosy H.II. mopydanocs IocTaBka mepBoii IapTHH aBTOMOOHIIEl B Y panbcKuil BOeHHbIH okpyr. IlocTas-
Ka aBTOMOOWJIEH 3aKa34MKy JOJDKHA OCYIIECTBILITHCS IIPH YCIOBHH MPEIOILIATH CTOMMOCTH BCEH NMAapTHH aBTOMOOMIICH.

4. 3amecTuTemo TeHepanbHOTO qUpekTopa Porosy M.T. mopydanocs 06ecnieunTs KOOPIHHAINIO TIPOM3BOJICTBA M MOCTABOK KOMIIIEKTYIOMIHX K
aBTOMOOHIIIO 3aBOJAMH-CMEKHHKAMU.

5. KoHTpomb 3a HCHONHEHHEM IIPHKa3a ObUT BO3NOXKEH Ha 3aM. TeHepanbHoro mupekropa OAO «MocMann Unpuenxo C.I1.

IIpuka3 moamucan renepanbHeM aupektopoM Kopreessim B.C. 15 okTs0pst TeKyero roza.
IIpuxa3 ObUT 3aBH3UPOBAH KOMMEPYECKUM AUPEKTOPOM, TIaBHBIM MEXaHUKOM H TJIaBHBIM TEXHOJIOIOM.

2.  CoctaBuTb 1 0pOPMHTH TOKJIATHBIE 3ANINCKH, HEOOXOAMMBIE B YIPaBIeHIeCKNX CUTYaLHsIX.

Hauanbauk otnena kaapo OAO «Metamnypr» (1. [lepmb) H.H. I'pomoB Hanpasun reHepaibHoMy aupektopy OAO «Metamrypry
KpacnoBy T.E. n1okiannyo 3amucky.
B nokmaaHo# 3anucke OH JOBOAWI 10 CBEAEHMS I'€H.JMPEKTOpa, uTo paboune BToporo nexa JILA. Ilpoknos, I1.A. [Ipo3nos, E.M.
JIpyHHH TOCTOSIHHO ONa3[bIBAalOT Ha padoTy. OH HOSICHSN, YTO UM, KaK HAa4aIbHUKOM OTAElNa KaJpoB, OBLT IPUHAT PSII Mep, HAIPAaBICHHBIX
Ha NOBBIIICHHE AUCIHUILIMHBI YKa3aHHBIX Pab0YnX: IPOBEICHB! Oecelbl, BRIICHEHBI 00CTOsTENHCTBA OIO3IaHIH Ha paboTy, cOOpaHbl 00bsIC -
HHUTEJbHbIC 3aIMCKH ¢ HapyIIUTeIel TpYA0BOI JUCIHUILUINHBL, OJHAKO, OII03JaHHs PErYIISIPHO NPOJOIDKAIOTCS.
IToaromy H.H. I'pomoB mpocur T.E. KpacHoBa Haka3zaTh HapymuTeneil TpyJ0BOH TUCHUIUINHBL, JIUIINB UX MPEMUU 32 YETBEPTHINA
kBapran 2006 roza.
JloknaaHas 3anucka HanucaHa 27 aBrycra TeKyILEero rojia ¥ 3aperucTpupoBaHa 3a HoMepom 23.
3 BapuanTt
1) loxyMeHT, BOCHPOM3BOASLIMIT HH(OPMAIHIO APYroro J10KYMEeHTA H Bce ero BHeIIHHe NPH3HAKH
a)  BTOPHYHBII;
0)  BU3YaJIbHBINU;
B) KON
2) CornacHo KiaccH(pUKANHU JOKYMEHTOB 110 YPOBHIO 00001meHnsi HHGOPMAIMH PA3JIHMYAIOT JOKYMEHThI:
a)  IepBHYHBIC H BTOPUYHEIE;
0)  TEKCTOBBHIC M HETEKCTOBEIE JOKYMEHTHI;
B)  JOKYMEHTHI Ha €CTECTBCHHOM M HCKYCCTBEHHOIl MaTepUaIbHONH OCHOBE;
r)  HepuOAUYECKHE M HENEPHOJUIECKUE JOKYMEHTHL
3) Jdybaukar —
a)  9TO HepBBIil (WM eTMHUYHBIH) SK3EMILIAP JOKyMEHTA, 00/1a1af0Ui FOPHANYECKOI CHITON;
6)  9TO HOKYMEHT, BOCHPOH3BOISIINH HH(POPMALHUIO APYTOT0 JOKYMEHTA U BCE €r0 BHEIIHKE IPU3HAKY UIIH YacTh HX;
B)  9TO0 KOmusl OHIHAILHOIO JOKYMEHTA, UMEIONIast FOPHIMYECKYIO CHITY MOTHHHUKA.
4)  Tecnasi B3aUMOCBSI3b 3JIEMEHTOB H IIOCHCTEM I0KYMEHTa, 00ecnevyrnBaloIiasl ero HeJ0CTHOCTh M TOKIeCTBEHHOCTh CaMoMy cebe — 3T
a)  aTpuOyTHBHOCTB;
6)  (YHKIHMOHAIBHOCTB;
B)  CTPYKTYPHOCTb.
5) IlpaBoBasi QyHKUMSI JOKYMEHTA OTHOCHTCSI K KATeropuu
a)  TJaBHbIC
0) obume
B)  cHeIHaIbHbIC
6) T'naBHasi 4acTh JOKYMEHTA, PACKPBIBAIOIIAS €M0 CMBIC] M Ha3HAYeHHe — ITO...
a)  3aroJIOBOYHAs 4acTb;
0) comepxarenbHas 4acTh;
B)  odopmisiioniasi 4acTh.
7) Kakue BapuaHTBI PacnoJio:KeHUs PEKBU3UTOB HA OJIAHKAX YCTAHOBJIEHbI?

a)  yIJIOBOI M IIGHTPUPOBAHHBII;
6)  aHroBBIi U MPOIOIBHBIH;
B)  YIJIOBOH M IPOIOJIbHBII.
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VTBEPKTAIO
JTHPEeKTOp KOHTOPBI

TI0ATIHCE O.11. Bennep

8) PexBu3uT 1010.99 —37T0 ...
a)  rpud yTBEpKACHHUS;
6) rpud cornacoBaHus JOKYMCHTa;
B)  BH3BI COITIACOBAHMS JOKYMEHTA.
9)  PeKBH3HT B deno 05-14 _ 5
a)  OTMeTKa 00 MCIIOJHUTEIIE;
06) oTMeTKa 00 HCIIONHEHHHU JOKYMEHTa U HAIPABJICHUH €r0 B Je1I0;
B)  OTMETKa O IIOCTYIUICHHH TOKYMEHT B OpPraHU3aLHIO.
10) Kaxkoe u3 noJio:keHuii HeBepHo?
a)  opraHH3aIys BIPaBe U3aBaTh BCe JOKYMEHTEHI, mpexycMorpenasie OKY/I;
0) HaMMEHOBaHME BHJA JOKYMEHTA, COCTABICHHOIO MM W3/IaHHOTO OPraHU3alHei, TOIDKHO OBITh ONPEACNICHO B YUPEANUTEIIBHBIX JOKYMEH-
TaxX OpraHU3alNy;
B)  COCTaB JOKYMEHTOB, H3JlaBaeMbIX opraHu3anueil, ukcupyercs B Tabene ¢popM HTOKyMEHTOB, IPUMEHSCMBIX OpTaHU3AIHCH.
11) Kaxkoe u3 noJioskeHuii HeBepHo?
a)  MECTO COCTaBJICHUS WM U3aHMs TOKYMEHTA YKa3bIBAIOT B TOM Clly4ae, €CIIH 3aTPYAHEHO ero onpexaeneHue mno pexsusutam 08 u 09;
0)  MecTo COCTaBIEHHS JOKYMEHTA HE yKa3bIBAaeTCs B IIIChMaXx;
B)  MECTHOM COCTaBJIECHHUs TOKYMEHTA, KaK PaBUJIO, IBJISIETCS aJIpec, 10 KOTOPOMY OpraHM3allis BEAET CBOIO JIEATENbHOCTb.
12) Ha kakoM A0KyMeHTe He cTaBuTCs rpud yrBepxKIeHus?
a)  pacrnopsbKeHue
6) ycras;
B)  INTATHOE PAaCIUCAHHUE.
13) Kaxkoe u3 noJioskeHuii HeBepHo?
a)  pe30oJIoNMs MpeCcTaBisieT coO0i HaANUCh Ha JOKyMEHTE, CASIaHHYI0 JOIDKHOCTHBIM JIULIOM U COAEPKAIIyI0 IPUHATOE HM PEIleHHE;
0)  pe3omIoIus MPOCTaBISIETCS B IPABOM BEPXHEM YIIIy JOKYMEHTa MeXTy pekBu3uTaMu «Anpecat u «Texct»;
B)  Ha JIOKyMEHTE He JOJDKHO OBITh Ooiee IBYX PEe30IIIOLHIL.
14) Ha kakoM I0KyMeHTe He CTAaBUTCS OTTHCK meyaTu?
a)  ycTas;
0)  IOJDKHOCTHAsI MHCTPYKIIHS,
B)  ChpaBka.
15) Otmerka 00 HCHIOTHUTEIE BKIKOYAET B cedsl:
a)  JIOJDKHOCTb, DaMMIIMIO M MHHUIMAJIBI MCTIOTHUTEIS JOKyMEHTA U €ro TeaedoH;
0)  (daMuIMIO M MHULUAJBI UCTIOIHUTEN JOKYMEHTa, €ro MOANUCH U HoMep TenedoHa;
B)  WMHHIHWAIHI ¥ (HaMIIINIO MCIOIHUTEIS JOKYMEHTA H HOMEp ero TeneoHa.
16) Kaxue BapuMaHTbI Paclo/I0:KeHUs] PEeKBU3MTOB HA 0JIAHKAX YCTAHOBJIEHbI?
a)  YIJIOBOW WM LICHTPHPOBAHHbII;
6)  (aHroBBIi U MPOIOJIBHBIN;
B)  YIJIOBOH M IPOJIOJIbHBIH.
17) Ha xakoM 10KyMeHTe He CTAaBHTCH IpU( yTBep:KaAeHns?
a)  paclopsKeHue
6) ycras;
B)  INTATHOE PACIUCAHHUE.
18) Kaxoe u3 noJioskeHunii HepepHo?
a)  pe30oNIoNHMs IpefCcTaBisieT coO0l HaANUCh Ha JOKyMEHTE, CASIaHHYI0 JOIDKHOCTHBIM JIULIOM U COAEPKALIyI0 IPUHATOE HM PEIlCHHE;
0)  pe3omIoIus MPOCTaBISIETCS B IPABOM BEPXHEM YIIIy JOKYMEHTa MEXTy pekBH3uTaMu «Anpecat u «Texcr»;
B)  Pe30JIIOLMS IPOCTABISIETCS 0] PEKBU3UTOM HAUMEHOBAHHUE IOKYMEHTA.
19) Kaxkoe u3 noJio:xeHuii BepHo?
a)  3aroJ0BOK COCTaBISICTCS K JIFOOOMY JOKYMEHTY;
6)  3aroJOBOK OTBEYAET Ha BOIPOC «O YeM?»;
B) B KOHIIE 3aT0JIOBKA TOUKA HE CTABUTCS.
20) Ha3oBuTe pa3mep NpaBoro noJs (B MM), KOTOPBIii yCTaHABJIUBAET 115 ynpaBjeH4Yeckux fokymenTtos F'OCT P 7.0.97-2016
a) 10mMm
0) 20wmMMm
1. CocraBuTb H 0)OPMHUTH NPHKA3LI 10 OCHOBHOM 1eAITeJbHOCTH, He00X0IUMble B YNIPAaBJIeHYeCKHX CHTyalUsX.
Ha Mockosckom kombunate OAO «Cxpunkay nefictByer IlonoxkeHne O HNPeMHPOBAaHHH PYKOBOAUTENEH II€XOB, OTJENOB U
CITy k0, YTBEp)KICHHOE 5 STHBapsI MPOLIOro roja.
12 anpens Tekyiero roga aupekTop komounara B.M. JlapuoHoB nopyums1 HayaJdbHUKY OTAENA TPyZAa U 3apaboTHOM miaTsl Map -
mxaHoBy H.I'. paccunTaTs pa3smep npeMur pyKOBOAUTEIISIM OT/EIOB, IEX0B U CIIy0O KOMOMHATA [I0 HTOTOM paboTHI 3a ePBhIM KBapTal K 15
ampes, a IIIaBHOMY Oyxrantepy komouHaTta Tpommaoii C.I'. — opraHu3oBaTh BEIILIATY npeMuH K 20 anperns TeKyLero roja.
HauanbHuk mianoBo-3xoHoMH4eckoro otena Memiosa C.H. u rnaBubiid Oyxrantep Tpommna C.I'. 3aBM3MpOBaIM NPOEKT MpHKa3a
JIUPEKTOpa KOMOUHATA.
2. CoctaBuTb 1 0pOPMHTH CTyKeOHBbIe MICbMA, He00X0ANMbIe B YIIPAaBJIeHYECKHX CHTYAIHSIX.

B ampene Tekymero roga cocTosnuch HeperoBopbl mpencraBurenelt 3AO «CTekiIo», BBIIYCKAIONIETO M3AENHS U3 CTeKIa H
IIPECCOBAHHOTO XpycTais, U ToproBoit pupmser OO0 «KombopT».

Cchuiasich Ha pe3ysbTaThl IEPEroBOPOB, reHepanbublil qupexkrop OO0 «Kombopt» dydos U.M. obpatuncs ¢ mpocsboit k rene-
pansrOMy aupekTopy 3AO «Crekno» Jlyrosomy M.J. 0 moAroroBke KOMMEpYECKOTo TIPEeUIOKEHUS Ha TIPOIaXy JIFOCTPBI U3 MIPECCOBAHHOTO
XpycTals ¢ yKa3aHHEM MaKCUMAaJIbHOTO KOJIMYECTBA BO3MOXKHBIX ITOCTAaBOK.

Anpec OO0 «Kombopt»: 122098, r. Umnmbaii., yi. ApyxosL, 1.14, ten/dakc (495) 549-21-34. I1ucbMO MOATOTOBUIT HAYATbHHUK
ToproBoro otaena I'eopxsia 1.C. ten. 549-90-65

3A0 «Crexno» Hampaemio OO0 «Komdopt» KoMMepUeckoe MPeUIoKeHNE, Te YKa3aJlo: KOJINIECTBO JIIOCTP, TOTOBBIX IS MO-
ctaBky (36 1T.), poj yakoBKH (KOpoOKu 1o 1 1IT.), ycnoBus nocraBku (camoBbIBO3), LieHa (2 300 py0.), CpoK MOCTaBKH (B T€UEHUE HEAEIU
IOCIIe OILIATEL).

Anpec 3A0 «Crexion: 123564, 1. Ya, yiu. ITpasasl, 1.12, ten/pakc 540-13-09. ITnceMo MOATOTOBMI HAYaIBHUK OT/ENA COBITA
rotoBoi npoxykuun Cepos I1.J1. Ten. 540-34-98.
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4 Bapuanrt

1) JloxyMmeHT, coaep:kamuii HH(popMaLHUI0, He MPeIHAZHAYEHHYIO JJISl ITHPOKOI0 PACIIPOCTPAHEHHS
a)  HeomyOIMKOBaHHBIN;
0)  HemyONNKyeMblIid;
B)  HENEPUOIHYECKHIA.
2) CornacHo KiIaccH(pHUKAINY JOKYMEHTOB 0 KAHAJIY BOCHPHATHS HH(POPMALNUHU Pa3IHYAIOT ...
a)  TEKCTOBBIC M HETEKCTOBBIC JOKYMEHTHI;
0)  BU3YAIbHbIN, TAKTWIBHBIH, ayIHaJIbHBIM, Ay IMOBU3YJIbHbIN;
B)  NEpUOANYECKUE H HEIICPHOJHICCKUE JOKYMEHTEL
3) Bce onmepanuu 1o 00padoTKe JOKYMEHTOB COCPEI0TOYHBAIOTCSI B eIHHOM LEeHTPe - KaHIeJISIPHH, 0011eM OT/eJie WJIH y ceKpeTaps Ipu
a)  [EeHTPaIN30BaHHOU (opMe OpraHM3aLiHM JIETONPOU3BO/ICTBA;
0)  JeUeHTpanu30BaHHOM (hOpME OpraHU3aLHH AEIONPOH3BOICTBA;
B) CMeIIaHHO# opMe opranu3aiiuy JeJ0MPOU3BOICTBA;
4) TIpegHa3HAYeHHOCTH JOKYMEHTA ISl Mepefadyn HHGOPMAIMH B MPOCTPAHCTBE H BpeMeHH - 9TO
a)  aTpuOyTHBHOCTB;
6)  (GYHKIMOHAIBHOCTB;
B)  CTPYKTYpPHOCTb.
5) Knaccudpukaumsi J0KyMeHTOB HAa PyKONUCHbIE, IeYaTHbIE, MeXaHHYeCcKHe, MarHUTHbIe, poTorpaduyeckune, onTHYeCKHUe, Ja3epHble B
Jsercs Kiaccupukanuei ...
a) 1o crnoco0y JOKYMEHTHPOBAaHHUS
0) 1O CTeneHH MX PaCHPOCTPAHECHHOCTH
B) 1O KaHALy BOCHPHATHS HHPOPMAIUU
6) Kakne opranuzanHoHHbIe JOKYMEHTbHI YTBEPKAAI0TCS PYKOBOAHTEJeM OpraHu3aun?
a)  JOIDKHOCTHBIC HHCTPYKI[HU
0)  IONOXEHHS O CTPYKTYPHBIX IOpa3JeeHUsIX
B)  IpaBWJIa BHYTPEHHErO Pacropsiaka
r)  BCE IePEYHCICHHBIC BBIIE JOKYMEHTEI
7) Kakue pacnopsiauTe/bHbIe JOKYMEHTHI H3AAI0TCSI HA OCHOBE eANHOHAYATUSA?
a)  peleHus
0)  mpuKasel
8) C kakoii HeJbI0 HA CJIYKeOHOM MUCbMe YKa3bIBAIOT (paMUJIHIO M Tesle)OH HCTIOTHUTENsA?
a) IS OTIePaTUBHOM CBSI3U C UCTIOJIHUTENIEM
0) U1 IpUOaHUs JOKYMEHTY IOPHIHYIECKON CHIIBI
9) B pexBusure «Agpecar» (15) ”HHIHAJBI CTABAT:
a)  mepen ammnueii axpecara
0) mocne pammInu agpecara
10) Ha xakoMm cay:ke0HOM nucbMe npocrapJsiercsi pekBH3HT (13) «Cepliika Ha perucTPAMOHHBIA HOMeP U AaTy JOKYMEeHTa»?
a)  mMchMax - npocsbax
0)  CONPOBOIHUTEIBHBIX MUCHMAX
B)  HMH(OPMALMOHHBIX MHCbMAxX
r)  MHChbMax- OTBETAX
11) Tunosoii popmyJsip AOKYMEHTA — 3TO COBOKYITHOCTb PEKBH3UTOB:
a)  00s3aTeNIbHBIX (IIOCTOSTHHBIX)
6) HEoOXOTMMBIX Ul JAHHOTO JOKYMEHTa
B)  PAacIONOXKEHHBIX B ONPEIENICHHON IT0CIIeI0BATEIEHOCTH
12) TIIpoexT npuka3sa Mo JMYHOMY COCTABY FOTOBHTCH:
a)  PYKOBOAHTEIEM OpraHH3alluH
0)  pyKOBOZWTEIEM CTPYKTYPHOTO ITOJPA3IENICHUs], IJIe TPYIUTCS PaOOTHHK
B)  HayaJbHHUKOM OT/EJa KaJIpOB
13) Kakoii peKBU3UT He BXOJMT B COCTaB NpuKa3a?
a)  JaTa JOKyMEHTa
6) anpecar
B) HaWMEHOBAaHHE OpPraHH3aUH
r)  TOANHUCH
14) He BepeH cjieqyI0IHii 3ar0JIOBOK NPUKa3a:
a)  «O peopraHu3aIiy PEIIPULTHSI»;
6)  «IIpuka3 mo npeanpUsITHION;
B)  «OO0 M3MEHEHHH OIUIAThI OTITYCKOBY»
15) VYkaxkuTte npaBH/IbLHOE 0003HAYCHHE MECTA H3IAHUs TOKYMEHTA:
a) 1. Mockaa;
6) ropox Mockaa;
B)  Mocksa
16) Kak Ha3bIBaJICS JOKYMEHT, YupexaeHHbli [lerpom I, onpenensronmii Kpome BCEro Npoyero OpraHu3anuio paboTsl ¢ JOKyMEHTaMU B
KOJUTerusix?
a) ['eHepasibHBINA periiaMeHT;
0) T'eHepanbHbIid GopMyJIsp;
B) ['eHepanbHblii MaHHDECT.
17) Kaxue opraHn3annoHHbIe JOKYMEHTHI YTBEPKIAIOTCS PYKOBOANTEIEM OpraHu3anun?
a)  JOIDKHOCTHBIE HHCTPYKITHU
0)  MONOXEHHUS O CTPYKTYPHBIX IOpa3JeleHusIX
B)  IpaBHJIa BHYTPEHHETO Paclopsiaka
r)  BCE IEPEYHCICHHBIE BBIIE JOKYMEHTHI
18) IIpuka3sHoe 1eJ10NPOU3BOACTBO ObLIO PA3BHUTO B ...
a) X-XVBB;
6) XV-XVIIBB;
B) XVI-XVIII BB.
19) CBUTOK M3 MOAKIEEHHBIX APYT K IPYTY JUCTOB — 3TO ...

a)  rpamorta;
0) Terpanp;
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B)  crojbdelr

20) Komnexckas cucTeMa ISIONPOU3BOACTBA B YUPESIKICHHSIX CIOKMIACK ...
a) BXVIs;
0) BXVIIB,;
B) B XVIIB.
1. CocraBuTb H 0()OPMUTH HNPHKA3LI 10 OCHOBHOM JesITeJIbHOCTH, He00X0MMbIe B YIPaBIeHYeCKHX CUTyalUsX.

Ha ocnoBanuu pemenust [Ipasnenns OAO «I"asnpom» Ne 12 ot 27 aBrycra Tekyuiero roga «O JIHKBUIALUY OCIEACTBUI aBapun
Ha rasonpoBojie B I. CypryT» reHepaibHblii tupektop npeanpusatus «Opradeprorasy (r. Cypryrt) Bacunbes B.C. 28 aBrycra tekyiero roja
uzgan npukas Ne 18 o mpoBeZieHNH NPOBEPKHU U YCTAaHOBICHUH IPHYMHBI aBapUH.

B npukase 6bU10 yKa3aHO:

1. Co3naTh KOMHCCHIO N0 BBISICHEHHIO IPUYHMH aBapHHU HA y4yacTKe ra3onposoja B I. CypryT B cocTaBe ITIaBHOTO MHKeHepa npeanpusaTus Jlem-
ko M.H. (mpencenatens komuccun), crapiiero Mmacrepa yyactka Cumaxosa A.I1. u umxenepa-rexsonora Msanosa I1.11.
2. Ha3HaumTb IpoBepKy SKCILTyaTallMH y4acTKa Ta30IpoBoa ¢ 29 aBrycTa 1o 3 ceHTIOps.
3. Kommuccuu nopy4eHo BISIBUTH PUYHHBI aBaPHHU U JaTh NPEUIOKEHHUS 10 UX JIUKBUAALUU. Pe3ynbTaThl pabOThl KOMHCCHM O(QOPMHTD B aKTe
K 4 ceHTs0ps.
Ipoext mpukasa ObLT 3aBU3UPOBAH HAYAILHUKOM OT/ENa OXPaHBI TPyAa U TeXHUKH Oe3omacHocTH JIyranosemm C.O.
2.  CocraButb H 0pOPMHTE CIy:KeOHBbIE MUCHMA, HE00OX0AUMBbIE B YNIPaBJIeHYECKHX CHTyalHsIX.

T'enepanbhsiit aupextop 3A0 «Jlyu» Edumor C.JI. oOpaTuics ¢ MUCEMOM K IeHepalbHOMY IUpeKTopy 3AO HayyHO-IIPOU3BOJI-
cTBeHHOTO 00BeauHeHus «IIporpece» mpodeccopy IlepoBy FO.H. On coobmmn, uto ¢hupMa npUCTyImIa K BEITYCKY HPORYKI[HU C IPHMEHE -
HHeM omnTuyeckoro BosokHa. Ilockomeky HITO «Ilporpecc» siBisiercst Bemylieil opraHusaunueil mo paspaboTKe W NPUMEHEHHIO ONTHKO-
BOJIOKOHHBIX TexHosorui, rocrnoau Epumos C.JI. obpaTuiics ¢ mpock0oi OpraHu30BaTh KOHCYIbTauuu i cnenuanuctoB 3A0 «Jlyuy», u
co00muUTh 06 yI00HOM BpEeMEHH IIPOBEACHUS KOHCYIbTAINH.

Anpec 3A0 «Jlyua»: 107113, r. Mocksa, yi. ITeposckas, 1.3, Ten/dakc (495) 438-13-24. [TncbMO MOATOTOBUI TIaBHBIN TEXHOJIOT
Comos 0. /1. Ten.438-23-65.

T'ocnioaun Ilepos FO.H. orBetni, uto B HITO «IIporpecc» rotoBsl npuHsTh criennanictoB 3A0 «Jlyu» B 10060e y1o0HOE 11 HUX
BpeMsi. B To xe Bpems, oH oOpaTui BHUMaHue Ha To, 4To ¢ 20 1o 27 mas B DkcnoneHTpe Ha Kpachoii [IpecHe Oyzaer npoxoauts MexayHa -
poxHas BbicTaBka «Ontukay, rae HITO mpencraBuT cBou HOBBEIE pa3pabOTKH U HPOEKTHL. [103TOMy BCTpeda B 3TOT IepHoj ObLIa ObI Ooiee
MPEANOYTUTEIILHOM.

Anpec 3A0 HIIO «IIporpecey»: 121113,r. MockBa, yin. Akanemuka bapauna, 1.8, Ten/dakc (495)135-01-35. OTBeT NOArOTOBHI
eayumii uaxxenep Ceperuna JLIT.

KonTtpoabHnast padora Ne 2
BapuanTt 1
1) Vkaxkute, kakasi popMa padoThl ¢ AOKYMEHTAMH NPHHSTA HA MPEANPUATHH, €CJIH BBINOJHEHHE BCeX TEXHOJIOTHYeCKHX ONepamnuii mo
padoTe ¢ JOKYMEHTaMH BbINOJIHSAETCS OHHM CHEeNHAJN3HPOBAHHBIM CTPYKTYPHBIM IOApa3je/ieHueM MM ceKpeTapeM?
a)  LECHTPAIN30BaHHAS;
0) JCUCHTpaIM30BaHHAs,
B)  mapaJulesbHasl.
2)  OcHoBHas neJab cayx0os1 JOY
a)  OCYIIECTBHTB B IIOJHOH Mepe Bce NEHCTBHUS 0 MaTepHaIbHO-TEXHUYECKOMY O0ECIICUEHHIO JeITeIbHOCTH OpraHu3alHH;
0)  OCYIIECTBUTH B IOJHOW Mepe BCE IEHCTBUS MO JOKYMEHTALMOHHOMY 00ECIIEYEHHIO JeSATEIbHOCTH OpraHnu3aluy;
B)  OCYIIECTBUTH B IIOJIHOU Mepe Bce AeiicTBUs 10 HHGOPMAIIMOHHOMY O0ECIIEUSHHUIO e TeIbHOCTH OPraHu3alllH.
3) K rexHoaornyeckoii pynkuuu cay:xonl JOY ciaexyer oTHecTH:
a)  PErucTPaLHIO BXOMISIINX, HCXOJSIINX U BHYTPEHHUX JOKYMEHTOB;
0)  opraHH3aIMIO COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PyKOBOJCTBOM OpTraHU3AIHN;
B)  KOHTPOJIb 32 CPOKAMH HCIIOJIHEHHUS JOKYMCHTOB;
I)  OpoBeJeHHE YKCHEePTH3bI HAYYHOH U MPAKTHIECKON IEHHOCTH JIOKYMEHTOB.
4) PeryaupoBaHue X012 HCIOJHEHHS JOKYMEHTOB, IIPOXO0KIeHHSI H NCIIOJTHEHHS JOKYMEHTOB B YCTAHOBJIEHHbIH CPOK OTHOCHTCA K ...
a) K TeXHOJIOruueckoit pyHkuu ciyxosr JJOV;
0) K opraHu3auMOHHOW QyHKUUH ciyxObl JJOY;
B) K KOHTPOJBHOH (yHKIMH ciyx0sl JIOY;
r) K METOAMYECcKO# QyHKImH ciy:x0bl JJOY.
5) YcioBHoe 0003HAUEHHE JOKYMEHTA, IPHCBANBaeMoe eMy IIPH PerucTPaluH, Ha3bIBaeTcs ...
a) PermcTpaunuoHHbIH HHAEKC;
6) IlopsakoBblid HOMED;
B)  VYeTHbIi HHIEKC.
6) TunoBasi HOMEHKJIATYpa AeJl
a)  COCTaBJIAeTCs AJIA OAHOPOAHBIX MO XapaKTepy AeATENbHOCTU U CTPYKType OpraHu3aluil (IpeAnpuaTuii).
0) cocTaBiseTcs AT OXHOPOAHBIX IO XapaKTepy AEATENIbHOCTH, HO UMEIOMINX PAa3HyIo CTPYKTYpY OpraHU3alHil (IIpeAIpHATHI).
B)  COCTaBJISCTCS IS OTIAEIHHOTO MPEUIPUSITHS K OTPAXKAET €ro ClIelH UKy .
7)  Hdeno —3T10
a)  COBOKYIHOCTH JJOKYMEHTOB, IOMEIIEHHBIX B OTICIBHYIO OOIOKKY.
06)  COBOKYNHOCTBH JOKYMEHTOB, OTHOCSIIUXCS K OJJHOMY BOIIPOCY MJIM Y4aCTKY JESTEIbHOCTH, HOMEIICHHBIX B OTACIBHYIO 000K~
Ky.
B)  COBOKYHHOCTb JJOKYMEHTOB, OTHOCSIIIUXCSI K OJJHOMY BOIIPOCY MJIM Y9ACTKY JeSTEIbHOCTH.
8) C neuanio OBICTPOrO MOMCKA JOKYMEHTHI B JleJie PAcio/IaraloTcsi B onpe/ieJeHHoli oc/Ie]0BaATeIbHOCTH:
a) B XPOHOJIOTHYECKOI MOCIEN0BATENBHOCTH (HOPMUPYIOTCS B JIeIa IPUKA3bI H T.1;
0) B mopsaxe andasuTa Mo GaMUIHIM IPYINIUPYIOTCS B CAMOCTOSATENNBHEIE JeNa JHIEBbIe cueTa 110 3apIuiaTe;
B) 110 HOMEpaM B Jie/la HOAIIMBAIOTCS HAK/IaJHblE, KBUTAHIIUH;
I)  BCE OTBETHI BEPHBI
JI)  BCE OTBETHI HEBEPHBI
9) DkcnepTH3a EHHOCTH JOKYMEHTOB — 3TO
a)  oTOOp AOKYMEHTOB Ha rOCyJapCTBEHHOE XpaHEHUE
0) yCTaHOBIEHHE CPOKOB HX XPaHCHUS Ha OCHOBE IIPUHSATHIX KPUTEPHEB.
B)  0oTOOp AOKYMEHTOB Ha rOCyJapCTBEHHOE XPaHEHUE MM YCTAHOBJICHHE CPOKOB MX XPaHEHUs] Ha OCHOBE NIPUHATHIX KPUTEPHUEB.
10) ....9To ABHKEHHe JOKYMEHTOB B OPraHM3AIMH C MOMEHTA HX CO3JaHHU HJIH MOJIy4YeHHUs 10 3aBepUICHUs HCIOIHEeHHs HIH 0THpaBJIe-

HHUSI.
a)  perucTparus;
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0) cucTema JOKYMEHTALUH;
B)  JOKYMEHTOOOOpPOT.
11) Ilo OTHOWIEHHUIO K YNPABJIEHYECKOMY 00bEKTY BbIACJISIIOT JOKYMEHTONOTOKH:
a)  BHYTPEHHHH JOKYMEHTOIOTOK;
0) TOpPH3OHTANBHEIN JOKYMEHTOIIOTOK;
B)  BXOJLIMH JOKYMEHTOINOTOK;
I)  BepTUKATbHBIA JOKYMEHTONOTOK;
1)  HCXOMSIIHI TOKYMEHTOIIOTOK.
12) OcHoBHas neqb cayxons JOY
a)  OCYIIECTBUTbH B IOJIHOU Mepe Bce AeHCTBUS MO JOKYMEHTAOHHOMY O00ECICUEHUIO JeATeIbHOCTH OpraHU3alHY;
0)  ocCyIIecTBUTB B IOJHOH Mepe Bce NeiCTBUS 0 MaTepHaIbHO-TEXHIYECKOMY O0ECIICUEHHIO JeITeIbHOCTH OpraHNu3aliH;
B)  OCYIIECTBHTB B IIOJHOW Mepe Bce AEHCTBUS 110 MHQOPMALOHHOMY 00ECIICUCHHIO JIesITeIbHOCTH OPraHU3alMH.
13) K opranusaumonnoii pynkuuu ciay:xon1 JOY cieayer oTHecTH:
a)  PErucTpanyio BXOIIINX, HCXOIIINX U BHYTPEHHUX JOKYMEHTOB,;
6)  opraHH3alMIO COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PyKOBOJCTBOM OpraHU3aIHU;
B)  KOHTPOIb 33 CPOKAMH HCIOIHEHHS JOKYMEHTOB;
I)  IpOBeJEeHHE YKCHEePTH3bI HAYYHOH M IIPAKTHYECKON IEHHOCTH JIOKYMEHTOB.
14) Benenne nHGOPMAIHOHHO-CIIPABOYHOI PAGOTHI 10 JOKYMEHTAM OPIaHH3AllMH OTHOCHTCA K ...
a) K TeXHOJIOTHYecKoil GpyHKIHH ciryx051 JJOVY;
0) K opraHM3alMOHHON QyHKIHHK ciyx)061 JJOY;
B) K KOHTPOJBHOM (yHKImMH ciayx0s1 IOY;
I) K MeToaudecKol GpyHKImH cayx0st IOY.
15) VYcioBHoe 0003HAYeHHE JOKYMEHTA, IPUCBAHBaeMoe eMY NPU PerucTPaluu, HA3bIBACTCH ...
a)  IlopsakoBblid HOMED;
6) PermcrpanuoHHBII HHAEKC;
B)  V4eTHbIH HHJEKC.
16) TI'.1aBHOe Ha3HAYEHUeE perucTpaluu
a)  HampaBJEHHE TOKyMEHTa PYKOBOAUTEIIIO;
0) mnpugaHue JOKYMEHTY IOPUIMYCCKOM CHIIBI,
B) moATBepXIeHHE (haKTa ero CO3NAHUS UIH IOCTYIICHUS;
r)  BBOJ JOKyMEHTa B HH(OPMAIMOHHYIO 6a3y OpraHM3aIHu.
17) ®opmbl perucTpauuu J0KYMEHTOB MOI'YT ObITh
a)  KapToYHas;
0) KypHaIbHasd,
B)  ambOOMHas
I)  aBTOMAaTHU3UPOBaHHAs AeKTpoHHas (Ha [ID9BM);
J1)  OJIIOKHOTHasI.
18) IIpumepHasi HOMEHKJIATYpa el
a)  COCTaBIIETCS AL OXHOPOAHBIX IO XapaKTepy AEATENbHOCTH U CTPYKType OpraHu3aIuil (IIpeIpHsATHii).
0)  cocTaBiseTCs LI OXHOPOAHBIX MO XapaKTepy AESTENbHOCTH, HO UMEIOIINX Pa3HyIO CTPYKTYpPY OpraHu3aluil (IpeAnpHsITHiL).
B)  COCTaBJIeTCs I OTJENbHOTO MPEINPUSITHS U OTPAXKAET ero crenuduky.
19) CoBOKYNHOCTb JOKYMEHTOB, OTHOCSIIINXCSI K O/THOMY BONPOCY HJIH YYACTKY JeSITeIbHOCTH, IOMELIEeHHbIX B OTAEILHYIO 00-
JIOJKKY — Ha3bIBAIOT
a)  JenoM,
0)  mamkoi,
B)  apXUBOM.
20) C ueibIo GLICTPOro MOUCKA JOKYMEHTHI B JiejIe PAcloJIaraloTcsi B oNpe/ieIeHHOi Mocie10BaTeIbHOCTH:
a) B XPOHOJIOTUYECKOI OCIIEN0BATEIBHOCTH (JOPMUPYIOTCS B Jiea IPUKA3kl H T.X;
6) 1o HOMepaMm B Jelia MOAIIMBAIOTCS HAKJIA[HbIC, KBUTAHIUH;
B) B BOIPOCHO-JIOIMYECKON MOCIEIOBATEIFHOCTH MOAMINBAIOTCS JOKYMEHTHI C IPUIOKEHHUAMH.
I)  BCE OTBETHI BEPHBI
J1)  BCE OTBEThI HEBEPHbI
3aganue

CocTaBuTH U 0pOPMHUTH CIIyKeOHOE MHCHMO.

B Mmae Tekyiero roja coctosutuck neperopopsl npexacraBureneii 3A0 «CTeki10», BbITYCKAIOIIET0 U3/ISNUs U3 CTEKIA, U TOProBOi
¢bupmbr OO0 «Komdopt». Cebuasch Ha pe3ysbTaThl IEperoBopoB, reHepaibhblil aupekTop OO0 «Kompopt» Cemaxkun U.W. obparuics ¢
pock00ii k reHepansHoMy aupektopy 3AO «Crexio» ITeHoBy T.J. o moaroroske JOroBopa Ha MOCTaBKYy OKOHHOT'O CTEKJIA JUIS IIACTHKO -
BeIX OKOH. Anpec OO0 «Komdopt»: 122098, r. Bugnoe Mockosckoit 061., yi. JApyxOsl, a.14, ten/dakc (495) 549-21-34. Ilucemo
MOJrOTOBMII Ha4aJIBHUK ToproBoro oraena SAmkun O.I1. (ten. 549-90-65).

Bapuant 2
1) K rexnosorun JOY He oTHOCHTCS:
a)  TEXHOJIOTMU 00pabOTKH ITOCTYIAIOIIMX M OTIIPABIISIEMbIX JJOKYMEHTOB;
6)  TEXHONOTHH Hepeavy JOKYMEHTHOH HH(pOPMAIMH KOHSYHOMY M0JIb30BATEII0;
B)  TEXHOJIOTMHU BBEICHUS JOKyMEHTOB B HH(OPMALIMOHHYIO 6a3y JaHHBIX OpraHH3aliy;
I)  TEXHOJOIHs co3laHus nokymeHnTta B MS Word;
M)  TeXHOJOTHH 0OpabOTKH JOKYMEHTHON HH()OPMALMU U HAKOIUICHHUS JOKYMECHTOB;
€)  TEXHOJIOTMU XPAHCHHs U HCIOJIb30BAHMUS OTACIbHBIX JIOKAIBHBIX IPYIIT JOKYMEHTOB.
2)  JIOKyMeHTbI U3 BbILIECTOSIIINX, I0BEI0MCTBEHHBIX OPraHU3aNHii 1 06GpaleHHsI IPAXKIaH OTHOCATCS K
a)  BXOJAIIEMY AOKYMEHTOIIOTOKY;
0) HUcxomsIeMy JOKYMEHTOHNOTOKY;
B)  BHYTPEHHEMY JIOKYMECHTOIIOTOKY.
3) JeuentpanuzoBanHas ¢popma opranuzanuu padotsl ciryx6s1 IOV npeamonaraer

a)

BEBITIOJTHCHHUEC BCCX TCXHOJOTMYCCKUX onepaunﬁ Io pa60Te C HOKYMEHTAaMHU OOHHUM CIICHUAJIN3UPOBAHHBIM CTPYKTYPHBIM

NOAPAa3saACICHUEM NN CEKPETAPEM.

0)

BBITIOJTHCHHUE YaCTH onepaunﬁ HeHTpaJ'[I:HOf/i CJ'Iy)K60ﬁ JCJIOIPOU3BOACTBA, U YaCTH onepaunﬁ - B CTPYKTYPHBIX NOAPa3Ciic

HUAX.

B)

co3/1aHie COOCTBEHHOM JIeNIONPOU3BOICTBEHHON CITYKObI B KQJK/IOM CTPYKTYPHOM IOPA3/ICJICHUH OJIHOIM OpraHU3alliH.

4

K koHTpoJbHOH QpyHKIMM cayxobl JJOY ciaenyer oTHecTH:
a)  PErucTPalUIO BXOMIINX, HCXOSIINX U BHYTPEHHUX JOKYMEHTOB,;
0)  opraHH3alMIO COBPEMEHHOTO PACCMOTPEHHUS TOKYMEHTOB PYKOBOJICTBOM OpTraHU3aLHH;
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B)  KOHTPOIb 33 CPOKAMH HCIOIHEHHUS TOKYMEHTOB;
I)  IpoBeJeHHE YKCHEePTH3bI HAYYHOH U IPAKTHIECKON IEHHOCTH JIOKYMEHTOB.

5) ....—9T0 ¢pukcanus paKTa coO3TAHUS WIH NOCTYIUVIEHUS JOKYMEHTA IyTeM MPOCTABJIEHUSI HA HEM AaThl H PErHCTPAMOHHOTO HH/IEKCa ¢
NOCJIeAYIOUIMM BHeCEeHHEeM Heo0X0MMBbIX CBeJIeHHil 0 JOKYMeHTe B PErHCTPALHOHHYIO 023y JaHHBIX.
a)  KOHTPOIIb;
6) perucrpauus;
B)  IEpEyYCHb.
6) IlpenBapuTenbHOe paccMOTpPeHHe TOKYMEHTOB B cy:k0e JOY noapasaensiercs Ha
a)  BaXHBIC U HEBAKHbIC;
0)  CpOYHBIC M HECPOYHBIC;
B) I 0053aTENIBHOTO PACCMOTPEHUS PYKOBOACTBOM U HE TPeOYIOIIIe Pe30IIIOHI PyKOBOJICTBA H HANIPaBIIsIeMbIe cpa3y B CTPYKTYpPHbIE
0JIPA3/ICJICHUS] MCTIONHUTEIISM.
7) Iocrynaouiye 10KYMEHTbI PerHCTPUPYIOTCS
a) B JICHb [IOCTYIUICHHS,
0) B JIcHb OJNHMCAHMS WIH YTBEPIKACHHUSI.
8) Homenxkiatypa jgea —3T0
a)  KIacCHU(UKAIMOHHBIN CIIPaBOYHUK, 00S3aTENIBHBII I COCTABICHHS BO BCEX FOCYJaPCTBEHHBIX OPTaHU3aIMAX, KOTOPBIH COIEPKUT IO~
HbIi epeyeHb e, 3aBOANMbBIM BCEMH CTPYKTYPHBIMHU MOPa3/ICICHUIMH, C YKa3aHHEM CPOKOB XpaHEeHHUs, 0)OPMIICHHBIIl B yCTaHOBIICH-
HOM TIOPSIIKE.
6) KIaccudUKATOp KOTOPBIi, CONEPIKUT IePeUeHb NPHMEHIEMbIX B Pa3IMYHbBIX OTPACIIAX SKOHOMHUKH JIOJDKHOCTEH pabOUYHX M CITy’KaIlHX,
3apUKCHPOBAHHBIX 3aKOHO/ATENBHBIMH aKTAMH i HOPMATUBHBIMU JJOKYMEHTaMH.
B)  H3/aHHUE NPAKTUYECKOr0 Ha3HAYEHUs, C KPATKUM H3JI0XKEHUEM CBEJEHHI B cHCTeMaTHIecKoil Gpopme, B pacuéTe Ha BHIOOPOUHOE UTCHHE,
Ha TO, YTOOBI MOYKHO OBLIO OBICTPO M JIETKO HABECTH 110 HEMY CIIPABKY.
9) TI'pynnupoBaHMe HCIIOJHEHHBIX JOKYMEHTOB B /1€/10 B COOTBETCTBHH ¢ HOMEHKJIATYPOI eI M CHCTeMATH3AIMs IOKYMEHTOB BHYTPH
aena - 3To
a)  dopMupoBaHHE MANOK
0) @opmupoBanue aena
B) dopmupoBaHHe apXuBa
10) Ilo cpoxkam XpaHeHHUS AOKYMEHTbI JAeJSTCS
a)  Ha JOKYMEHTHI C IOCTOSHHBIM CPOKOM XpaHEHHs, JOKYMEHTBI CO CPOKOM XpaHeHUs cBbiie 10 JeT, JOKYMEHTBI CO CPOKOM XpaHeHHs 10 10|
JeT.
6)  Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XPaHEHUsI, JOKYMEHTbI CO CPOKOM XPaHEHHs CBBIIIE SJI€T, JOKYMEHTbI CO CPOKOM XPaHEHHs J10 5
1eT.
B)  Ha JOKYMEHTHI C IIOCTOSIHHEIM CPOKOM XpaHEHHsI, JOKyMEHTHI CO CPOKOM XPaHEHHUS CBBIIIE 3JIeT, JOKyMEHTEI CO CPOKOM XpaHEHUs 10 3
JIeT.
11) [doxkyMeHTHI OTHPABJIsieMble H3 OPraHU3ALMH OTHOCSATCS K
a)  BXOJSIIEMY JOKyMEHTOIIOTOKY;
0) HcxonsIeMy JOKYMEHTONOTOKY;
B)  BHYTPCHHEMY JOKYMCHTOIIOTOKY.
12) LlenTpanuzoBannas Gopma opranuzanuu padboTsl ciyx0s1 JOY npenmnonaraer

a)

noapasaCJICHUEM UM CEKPETAPEM.

0)

HUAX.

B)

BBINOJIHEHHE BCEX TEXHOJIOIMYECKUX OINEpaIyii Mo pabore ¢ JOKYMEHTAMH OJHHM CHELHMaTM3UPOBAHHBIM CTPYKTYPHbBIM
BBITIOJTHEHUE YACTH ONePalii IIEHTPANBHOI Ciryxk00# JeTONpon3BOACTBA,  YaCTH ONEPAIHii - B CTPYKTYPHBIX MOAPA3eie

CO31aHnC COOCTBEHHOM HeJIOHpOH3BOIICTBeHHOﬁ CJ'Iy)KGI:I B K&XKXJIOM CTPYKTYPHOM IMOAPA3aCJICHUN OJHOM OpraHuv3anvu.

13) K meroanyeckoii pynkuun ciayxobl JJOY ciaeayer oTHecTH:
a)  PErucTPaLHiO BXOIANIMX, HCXOSIIUX U BHYTPEHHUX JJOKYMEHTOB;
0)  OpraHH3aIMIO COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PyKOBOJICTBOM OpraHU3AIHN;
B)  KOHTPOIIb 32 CPOKAMH HCIOJIHEHHUS TOKYMEHTOB;
I)  IPOBEJCHUE DKCIEPTH3bl HAYYHOM U MPAKTUYECKOM IEHHOCTH JIOKYMEHTOB.
14) KonTtpoas — 3710 ..
a)  COBOKYIHOCTB JeHCTBHIA, 00€CIEUNBAIOINX CBOEBPEMEHHOE HCIIOJIHEHNE IOKYMEHTOB;
0) cuCTeMaTU3UPOBAHHBIN MEPEUCHb 3ar0JIOBKOB JIEJ C YKa3aHHUEM CPOKOB X XPaHEHUS;
B)  HET IPaBHJIBHOIO OTBETA.
15) IlpeaBapuTejbHOE paccMOTpeHHe JOKYMeHTOB B ciy:kée JIOY nmoapasnensiercst Ha
a) 171 0043aTeIbHOrO PaCCMOTPEHHs PYKOBOACTBOM U He TPeOyIOIIe Pe30IIOIMU PyKOBOJICTBA U HANIPaBILsieMbIe Cpa3y B CTPYKTYpPHbIE
MOApa3/ieNICH s HCTIOTHUTEIISM;
0)  BaXHBIC U HEBAXKHEIC,
B)  CpPOYHBIC M HECPOUHBIE.
16) HomeHnkJaatypa geJ — 3T0
a)  KIaccU(UKATOp KOTOPBIi, CONEPIKUT MEePeUeHb NPHMEHIEMbIX B Pa3INYHbBIX OTPACIIAX SKOHOMHUKH JIOJDKHOCTEH pabodYMX H CIy’KaIlHX,
3a(pMKCHPOBAHHBIX 3aKOHOJATEIbHBIMI aKTaMH U HOPMATUBHBIMH JJOKyMEHTaMU.
0)  KIaccHU(UKAMOHHEIN CIIPaBOYHUK, 00S3aTENIBHBIH IS COCTABICHHS BO BCEX IOCYJapCTBEHHBIX OPTaHM3aIHAX, KOTOPBIH COIEPKUT 0T~
HBIH TIepeyeHb J1el, 3aBOJUMBIM BCEMH CTPYKTYPHBIMH IIOJpa3eIeHUsIMH, C YKa3aHHEM CPOKOB XpaHEHUsI, 0pOPMIICHHBIH B yCTAaHOBJICH-
HOM TIOpSIIKE.
B)  H3/laHHUE NPAKTHIECKOr0 Ha3HAYEHNUS, C KPAaTKIM H3JI0XKEHUEM CBEJEHHI B cHcTeMaTHIeckoil GpopMe, B pacuéTe Ha BHIOOPOUHOE UTCHHE,
Ha TO, YTOOBI MOYKHO OBLIO OBICTPO M JIETKO HABECTH 110 HEMY CIIPABKY.
17) HomeHkiaTypa e/l OPraHU3alMM Ha cJIeAyIouleil KaJleHAapHbIi roJ CoCTaBJIsieTCs
a) B 1-2 xBapTajax TEKyIIero rojxa
6) B 2-3 kBapTajax TEKyILero rojaa
B) B 3-4 KkBapTajax TEKYIIEro rojaa
18) dopmupoBaHue e — 3TO
a)  IPYNIHPOBaHUE HUCIOIHEHHBIX TOKYMEHTOB B [I€TIO.
0) rpynmupoBaHHE JOKyMEHTOB B €0 U CHCTEMAaTU3AIHs JOKYMEHTOB BHYTPH JeTIa.
B)  IpYNIHPOBaHHE HCIOJHEHHBIX JOKYMEHTOB B JIEJIO B COOTBETCTBHU C HOMEHKIIATYPOIl JIeJl M CHCTEMATH3alusl JOKYMEHTOB BHYTpH JIeJIa.
19) CdopmupoBaHHOe 1€J10 I0JZKHO COIEPKATH
a) 250 oucroB
6) He Oosee 250 aHCTOB
B)  He MeHee 250 mucToB
20) DxcmepTHas KOMHUCCHS - 3TO

a) COBeH.IaTCJ'ILHLIﬁ OopraH, €€ pCuICHU BCTYHAT B CUJTY ITOCJIC YTBEPKIACHHUSA PYKOBOAUTEIIEM OpraHu3alyu, Tak Kak COrjiaCHO
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5)
B)

3aKOHOJATEIbCTBY OH HECET OTBETCTBEHHOCTH 33 COXPAHHOCTh IOKYMEHTOB.
COBEIIATENBHBII OpraH, e¢ PeIeHHs BCTYIAIOT B CHITY TI0CJIE YTBEPKACHHS PYKOBOIUTENIEM OpPTraHU3alKH.
CoBeniaTenbHbIi|, SKCIIEPTHO-KOHCYIBTATHBHBIH OpraH, 00pa3yeMblii B IeNsX 9P (HEKTHBHOTO y4eTa MHCHUS TPaXKAAH H UX
00BbeIMHEHUH B ITPOIecce 3aKOHOTBOPYECKOM JIeSITEIbHOCTH.
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3aver

Jucnumina «/lokyMeHTallHOHHOe o0ecneveHne YIpaBIeHHs»

1 BapuanT

1) UYto oTHOCHTCSI K MPU3HAKAM JOKYMEHTA:

a) (YHKIMOHATBHOCTH MH(DOPMAITIH;
0) TOXIECTBEHHOCTh cCaMOMy cele;
B) 3aBEpPHICHHOCTh COOOLICHHUSL.

2) ... — IOKYMEHTbI, OTPa)Kal0IIHe Pe3yJbTAT CTPOMTEJHHOT0O W TEXHOJOTHYeCKOro MpOeKTHPOBAHMS,
KOHCTPYHPOBAaHMsI, MHKEHEPHBIX M3bICKAHMI M IPYrUX padoT Mo CTPOHMTENLCTBY 3/1aHUN U COOpY:Ke-
HUIi U U3rOTOBJICHHMIO M3/eUii MPOMBIIICHHOI0 MPOU3BOJCTBA.

a) TEXHUYCCKUE TOKYMCHTBI;

0) (OTOTOKYMECHTEI,

B) KWHOJOKYMECHTHI,

r) (oHOIOKYMEHTHI;

1) JTOKYMEHTHI Ha MAaIIMHHOM HOCHTEIIE.

3) [lokymeHT, BOCIPOM3BOASIINI HH(OPMALHIO APYIOro JOKYMEHTA U BCE ero BHEUIHNE NPH3HAKH
a) BTOPHUYHBIH;

0) BHU3yaIbHEIH;
B) KOmwus.

4) CoriacHo Knaccu(puKaUU JOKYMEHTOB 110 YPOBHIO 0000meHUs] MH(POPMALMH Pa3IM4al0T AOKYMEH-
THI:

a) TepBUYHBIE U BTOPHYHBIE;
0) TEeKCTOBBIE M HETEKCTOBBIE JOKYMEHTBI;
B) JIOKYMEHTHI Ha ECTECTBEHHOM 1 MCKYCCTBEHHOM MaTepHaJILHOI OCHOBE;
r) MNEPUOANYCCKHE U HENICPUOANICCKNE TOKYMCHThI.
5) dy6auxat —
a) 9TO MEpPBHIHM (WM €IUHIYHBIHN ) SK3EMIULIP TOKYMEHTa, 00JIaal0IHiA IOPHINIECKON CHITOM;
0) 9TO TOKYMEHT, BOCIIPOM3BOAAIINN MH(DOPMALIUIO IPyTrOro JOKyMEHTa U BCE €ro BHEIIHUE ITPU3HAKH HIIH
4acTh UX;
B) 9TO KON¥s OHUIIMATBHOTO JOKYMEHTA, UMEIOIIAs FOPUIMYCCKYIO CHITY MO IMHHHUKA.

6) Tecnass B3aMMOCBSI3b JJ1€eMEHTOB H TOJCHCTEM JIOKYMEHTa, 00ecneuyHBAIONIasi €ro IeJOCTHOCTH W
TOKIeCTBEHHOCTh CAaMOMY cebe — 3T0
a) aTpuOyTHBHOCTE;

0) (YHKIMOHATBHOCTE;
B) CTPYKTYPHOCTb.

7) IIpaBoBasi pyHKIMSI TOKYMEHTa OTHOCHTCSI K KATerOpHH
a) TJIaBHbIE
6) obmme
B) CIEIUaIbHbIE

8) Kakum CcBOiiCTBOM MOKHO 0XapaKTepU30BaTh HAJIMYHE Y TOKYMEHTAa HEOTheMJIEMbIX CJIaraeMbIx, 0e3
KOTOPBIX OH CyIeCTBOBATHL He MOXKeT?

a) aTpuOyTHBHOCTS;
0) BeIICCTBEHHOCTD;
B) CTPYKTYpHOCTb.

9) ... —23T0 mpoiecc yNOopsI0YeHNsI WJIH pacnpeaeeHnsi JOKYMEHTOB M0 KJIACCAM C IeJIbI0 OTPaKeHHsI 0T~

HOLUECHUH MeK1Y HUMH M COCTABJICHHUS KJIaccu(pUKALNOHHON cXeMbl.
a) CTPYKTypHUpPOBAaHHE;

0) KIacCUPUINPOBAHIE;

B) JOKyMEHTHPOBAHHE.

10) Kakoii u3 npuBeeHHbIX HUKe PEKBU3UTOB BKIIOYAET MOANUCH UCIOJIHUTES T0OKYMeHTa?
a) OTMETKa 00 HCIIOJIHUTEIIE;

6) orMmeTka 00 HCIIOTHEHUN TOKYMEHTa U HAIIPaBIECHUH €TO0 B JIEII0;
B) OTMETKa O IOCTYIUICHHH JIOKYMEHTA B OPraHU3alHIO.

11) Ha3oBuTe pa3mMep npasoro moJisi (B MM), KOTOPbIi YCTAHABJIUBAET VISl YIPABJIeHYECKHX 10KYMEHTOB
I'OCT P 7.0.97-2016
a) 10mm
0) 20wMm

12) Kakas yacTh TekcTa NpUKa3a siBjseTcs 00s13aTeJIbHOI?

a) KOHCTaTHpYIoIas
0) pacmnopsauTeIbHAS
13) PexBH3HT 10KyMeHTa — 3TO:

a) ero OTJCIbHBIN 3JIEMEHT
0) dYacTh CiIy’)keOHOTO MHChMa
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B) (dupMeHHBIH OJaHK

14) C nomMomb10 KAaKOro peKBU3HTA 0opMJIsieTCs BHEIIHee COTJIAacCOBaHUe JOKYMeHTa?
a) BU3BI COTTIACOBAHUS
0) rpuda cormacoBaHus
15) W3 npuBeeHHBIX HUKe MAPHBIX HAMMEHOBAHMIA BbIOEPUTE NMPOLECCHI, KOTOPbIE COKPALIAIOT YHCJI0
(opM 10KYMEHTOB M YCTAHABJIMBAIOT HX eJUHOO0Pa3HOE HANIMCAHME:
a) THUNU3AIMSA ¥ aBTOMATH3ALUs
0) yHHHUKAIKA U ONTHMHU3AIUSL
B) yHU(UKALUS U CTAaHIapTH3ALMS
16) B rpynmy opranu3aumoHHbIx JokymeHToB HE BXxoaut:
a) TpPYAOBOH JOrOBOP
0) mTaTHOE paclucaHue
B) TIOJIO)KECHHUE
17) BoiGepuTte npaBuJbHbIii BapuaHT HUGPOBOro oopMiaeHNns 1aThI:
a) 06.05.2013
6) 6.5.13
B) 06.05.13
18) IIpuka3 aBasercs:
a) JIOKYMEHTOM, IPUHUMAaeMbIM KOJJIETHAIIEHBIM OPTaHOM JIJIs pellieHHsI TPOM3BOICTBEHHBIX 3a/1a4,
BOIIPOCOB;
0) mpPaBOBBIM aKTOM, M3/1aBAEMBIM PYKOBOAUTEIIEM, JUISl PEIICHNS OCHOBHBIX OTIEPATHBHBIX 3aJa4, CTOSIINX
nepes] JaHHOW opraHusanuen
19) Kax Ha3pIBasCs JOKYMEHT, yupexaeHHbIH [leTpom I, ompenernstoniuii KpoMe BCEro IpoUYero OpraHu3amnuio
paboThI C JOKYMEHTAaMH B KOJJIETHAX?
a) ['eHepasbHBIN peraaMeHT;
6) ['enepanbHbIi HopMyIIsIp;
B) [eHepaibHbIii MaHH(ECT.
20) OcHOBO¥ OpraHU3aIMK AEATEIbHOCTH MUHUCTEPCTB CTaJl IPUHIIMII ...
a) KOJUIETHAIbHOCTH,
0) eaMHOHAYAIHS;
B) pa3jeneHys MOJTHOMOYUIA.
21) ....2To0 ABM:KEHHE NOKYMEHTOB B OPTaHM3ally C MOMEHTA MX CO3JaHMA MJIH MOJIYYeHHUS /10 3aBeplie-
HHS UCIIOJTHEHHS] WJIM OTNIPABJICHUS.
a) perucTparyus;
06) cucremMa JOKyMEHTAIUM;
B) JTIOKYMEHTOOOOpOT.
22) Ilo OTHOLIEHHUIO K YNIPaBJIeHYEeCKOMY 00beKTY BbIAEJISIOT JOKYMEHTONOTOKH
a) BHYTPEHHHI JOKyMEHTOIOTOK;
0) TOpU3OHTAIBLHBINA JTOKYMEHTOIOTOK;
B) BXOISLIMH TOKYMEHTOIOTOK;
T) BEPTUKAIbHBIA JOKYMEHTOIIOTOK;
J1) HUCXOJSIIMNA TOKYMEHTONOTOK.
23) OcHoBHas Heab ciay:xob1 10Y
a) OCYIIECTBHUTH B ITOJHOM Mepe BCe JEUCTBHSA IO JOKYMEHTAI[HOHHOMY OOECIICUEHHIO JIESITEIbHOCTH Opra-
HU3alNy;
6) ocyIIecTBUTH B ITOJHOM Mepe Bce JEUCTBHS 110 MATEPUAIBHO-TEXHUUECKOMY 00ECIIEUCHHUIO AeATEIbHO-
CTH OpTraHU3aINH;
B) OCYILIECTBHTH B IIOJHOM Mepe Bce NEUCTBHS 110 HHPOPMAIMOHHOMY 00ECIIEYEHUIO AEsATEIbHOCTH Opra-
HHU3AIMH.
24) K opranmsanmonHoii pyHkuuu cay:xk0e1 JOY cieayer oTHecTH:
a) PErHCTPalMIO BXOSIINX, HCXOSIINX U BHYTPEHHHUX IOKyMEHTOB,;
6) OpraHM3aINIO COBPEMEHHOTO PACCMOTPEHHS JOKYMEHTOB PyKOBOJCTBOM OpTaHU3aIINH;
B) KOHTPOJb 32 CPOKAMH HCIIOIHEHHUS IOKYMEHTOB;
I) TpoBeJCHHE SKCIEPTU3bl HAYYHOH M MPaKTHYECKON IEHHOCTH JIOKYMEHTOB.
25) Benenue HH(GOPMALMOHHO-CIIPABOYHOIl pad0OTHI 10 IOKYMEHTAM OPraHU3ALMH OTHOCUTCS K ...
a) K TexXHoJIornyeckoi ¢pyHkimu ciyx0osl JJOY;
0) x opranm3annoHHON (yHKIMHU CIy)05I JJOY;
B) K KOHTpOJIbHOU ¢yHKuMHU ciyx0s1 JOY;
r) K Meroandeckoi pyHkuuu ciyx6s1 JOVY.
26) YcaoBHOe 0003HaYeHHE JOKYMEHTA, IPHCBAHBaeMOe eMy IIPH PEerHCTPAIMH, HA3BIBACTCH ...
a) IlopsaxoBslit HOMep;
0) PerucrpanuoHHbIN HHAEKC;
B) YUeTHBIH HHJEKC.
27) I'naBHoe Ha3HAYeHUE perucTPauuu

a) HampaBICHHE JOKYMEHTa PYKOBOIUTEIIO;
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0) mnpumaHue JOKYMEHTY IOPUANIECKOI CHIIHI,
B) TIOATBEpXkICHHE (paKTa ero co3MaHus WM IOCTYIUICHUS;
r) BBOJ JOKYMEHTAa B HHOPMAaLMOHHYIO 6a3y OpraHu3aluH.

28) ®opmbl perucTpaunu J0KyMeHTOB MOTYT ObITh

a) KapTo4Hasd;

0) KypHaJbHas,

B) anpOoMHasA

T) aBTOMaTU3WpPOBaHHAas AeKTpoHHAs (Ha [IDBM);
J1) OIOKHOTHAs.

29) CoBOKYNHOCTb JOKYMEHTOB, OTHOCSILIIUXCHA K OJHOMY BONPOCY HJIM YYACTKY /eI TeIbHOCTH, IIOMe-

IIeHHBIX B OTAEJBLHYIO 00J105KKY — Ha3bIBAIOT
a) Jernom,

0) mankoii,

B) apXMBOM.

30) DOxcmepTu3a HEHHOCTH JOKYMEHTOB — 3TO

a) 0TOOp NOKYMEHTOB Ha TOCYJapCTBEHHOE XPaHEHHE MM yCTAHOBJICHNE CPOKOB MX XPAaHEHUsI HA OCHOBE
TIPUHSTHIX KPUTEPHUEB.

6) 0TOOp MOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE

B) YCTaHOBJICHHE CPOKOB MX XPaHEHHs HAa OCHOBE IPHHSATHIX KPUTECPHEB.

2 BapuaHT
1) JloxkyMeHT WM KOMILIEKC JOKYMEHTOB 3TO ...
a) NOpeaMeT JOKYMEHTOBEICHUS;
0) OOBEKT TOKYMCHTOBCACHUS;
B) JIOKYMEHTOBEJCHHE.
2) Kakas ¢pyHKIHSI OTHOCHTCSH K CNIENHMAJbHBIM (DYHKIMAM JOKYMeHTa?
a) YHOPSIOYMBAIOIIAS,
0) ympaBleHUYeCKas;
B) HWH()OpMAIMOHHASI.
3) ... — AOKYMEHTBI, CO3JaHHbIe ¢ MCNOJb30BAHUEM HOCHTEJeH M CIocod 3anmucu, odecnedyuBAOIIUX OTpPa-
00TKy UX HH(pOPMAMH 3JIeKTPOHHO-BBIYHCINTEILHOH MAITMHOMN.
a) TEXHHYECKHE JOKYyMEHTBI;
06) (OTOIOKYMECHTHI,
B) KHHOJOKYMEHTHI;
r) (OHOIOKYMEHTHI;
) IOKYMEHTHI Ha MAaIlIMHHOM HOCHTEJIE.
4) JloKkyMeHT, BOCIIPOM3BOASAIIUI HH(OPMALNIO IPYroro J0KyMEeHTAa U BCe ero BHEIIHHNE NPU3HAKH
a) BTOPWYHBIN;
0) BU3YyaIbHBIN;
B) Komusl.
5) dyOauxat —
a) 9TO MEePBHIH (WIH €TUHUYHBIHN ) PK3EMIULIP JOKYMEHTa, 00J1aIal0NINi I0PUINYECKON CHITON;
0) 9TO JHOKYMEHT, BOCIIPOU3BOIAIINKA HHOOPMAIMIO APYTOTr0 JOKYMEHTAa W BCE €r0 BHEIIHHE IPU3HAKU HIIH
4acTh UX;
B) 3TO KONHs OHUIHAIBHOTO JOKYMEHTA, UMEIOIIasl FOPHINYECKYIO CHUITY MOJTHHHHUKA.
6) TecHass B3aMMOCBSI3b 3JIEMEHTOB U NMOJCHCTEM JOKYMEHTa, o0ecle4nBalomiasi ero HeJOCTHOCTh M TOXkK/Ae-
CTBEHHOCTh CaMOMYy cede — 3T0
a) arpuOyTHUBHOCTH;,
0) (QYHKIMOHATBHOCTE;
B) CTPYKTYPHOCTb.
7) IIpaBoBasi yHKIMS JOKYMEHTA OTHOCHTCS K KATErOpUM
a) TJaBHEIC
6) obuue
B) CreUuajbHbIC
8) JoxymenT, conep:xammii nHGpopManuio, He MPeIHAZHAYEHHYIO /s IIHPOKOro pacnpocTpaHeHus
a) HEOMyOJMKOBAHHBIN;
0) HemyOIHKyeMbIH;
B) HENEPHOIUYCCKUM.
9) Bce onepanuu no o6pabdoTKe TOKYMEHTOB COCPEIOTOYNBAIOTCH B €[INHOM IIEHTPE - KAHIEJIAPUH, 00111eM

oT/esie WK y CeKpeTapsi mpH ...

a) IICHTPAITHU30BAHHOM (hOpME OpPraHU3aIMHU IeIOMPON3BOICTBA,;
0) [IeleHTPaTU30BaHHOU (hOPME OPraHU3aIUH JCIONPOU3BOICTRA,;
B) CMEIIAaHHOHN (hopMe OpraHu3alHU ACTOPON3BOICTBA;
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10)

Kaxue opranu3anuoHHbIe JOKYMEHTbI YTBEP:KIAKOTCSI PYKOBOAUTE1eM OpraHu3anuu’?
a) JOJDKHOCTHBIE HHCTPYKIIUU

0) TOJOXEHHS O CTPYKTYPHBIX HOAPa3ICICHUAX

B) TpaBWJIa BHYTPEHHETO pacropsiika

I) BCE NePEYUCICHHBIE BBIIIE JOKYMEHTHI

11) Kakue pacnopsiqutebHble JOKYMEHThI H3IAI0TCSI HA OCHOBE e JUHOHAYAIHNA?
a) pemeHus
0) mnpHKa3bl
12) C kakoii IeJIBI0 HA CJIYKeOHOM MHChbMeE YKA3hIBAKOT GaMu/iuio u TeaedoH HCnoJaHuTe s ?
a) IS OTIEPATHUBHOM CBSI3H C HCTIONHHUTEIEM
0) I DpuaaHHs JOKYMEHTY IOPUANYECKON CHIIBI
13) Ha xakoM ciy:xke0HOM nucbMe npocTaBisercs peKBU3UT (13) «Cebliika HA perncTpaliMOHHBIN HOMEpP U
ATy A0KYMEHTa»?
a) MHUCbMax - Ipockdax
0) CONpPOBOAMTENHHBIX MACHEMAX
B) HH()OPMAIMOHHBIX MICHMAaX
r) mHchMax- OTBETax
14) Tunosoii popmy.asip JOKYMEHTA — 3TO COBOKYNHOCTh PEKBHU3UTOB:
a) 00s3aTeNbHBIX (TTOCTOSIHHBIX)
0) HeoOXOAMMBIX JUISL JAHHOTO JJOKyMEHTa
B) PAaCHOJIOKEHHBIX B ONPEICICHHO MOCIEI0BATEIbHOCTH
15) IIpoekT MpuKa3a no JUYHOMY COCTABY F'OTOBUTCS:
a) PYKOBOIMTENEM OpraHU3alNU
0) PpYKOBOAWTENEM CTPYKTYPHOTO TOAPA3ACICHHUS, TAE TPYAUTCI pabOTHHK
B) HAYaJbHUKOM OTJENA KaJI[poB
16) Kaxkoii peKBU3UT He BXOJUT B COCTAB NpuKa3a?
a) Jara JOKyMEHTa
0) anpecar
B) HaNMMEHOBAaHHE OPTaHH3ALUH
I) TOAIHKCH
17) He BepeH cjeayommii 3aroJi0BOK NpuKasa:
a) «O peopraHuzanuy MPEAIIPUATHS);
6) «IIpuka3 mo mpeanpUATHION;
B) «OO0 M3MEHEHUH OIJIATHI OTITYCKOBY
18) YkaxkuTe npaBuiibHOe 0003HAYEHHE MECTA U3JAHUS JOKYMEHTA:
a) T.Mockga;
0) ropox Mockga;
B) MockBa
19) Kak Ha3bIBascst JOKYMEHT, yupexaeHHbli [lerpom I, onpenenstomnuii Kpome BCEro Mpo4ero opraHu3aiuio
paboThI C JOKYMEHTAaMH B KOJIJIETHAX?
a) ['eHepasbHBIN periaMeHT;
6) T'enepanbHbIii GOpMYJISIp;
B) [I'eHepaybHBII MaHH]ECT.
20) Kakue opraHu3aliMoHHbIe TOKYMEHThI YTBEPKIAIOTCSI PYKOBOAUTEIeM Opranu3anuu?
a) JOJDKHOCTHBIE MHCTPYKINHU
0) TOJOXEHHS O CTPYKTYPHBIX HOAPa3IeICHUAX
B) IpaBWJia BHYTPEHHETO pacropsiika
r) BCe MePEUUCICHHBIE BhIIIE TOKYMEHTBI
21) CBHUTOK M3 NOAKIEEHHBIX APYT K APYTY JIUCTOB — 3TO ...
a) TpamoTa;
0) Terpanp;
B) CTOJOCII.
22) JIokyMeHTBbI U3 BBILIECTOSIINX, I0BEIOMCTBECHHBIX OPTAaHU3alMi U 00paleHHs TPAKIaH OTHOCATCH K

a) BXOJAIIEMY JOKYMEHTOIOTOKY;
0) ucxXoIsIEeMy JOKYMEHTOIOTOKY;
B) BHYTPEHHEMY JTOKYMEHTOIIOTOKY.

23) JleuentpanusoBanHas ¢popMa opranuzanuu padorsl cay:koe1 JOY npeanoaraer

a) BBIIIOJHEHHE BCEX TEXHOJIOTHUECKHX OIEpaluii 1o padoTe ¢ JOKYMEHTaMH OJJHUM CHEeLNATU3MPOBAHHBIM
CTPYKTYPHBIM IOAPa3IeICHUEM UIU CEKPETapEM.

0) BBIIIOJHEHHE YaCTH ONEPaLUii IEHTPAIBLHOM CITy>K00# 1eJI0NpPON3BOJICTBA, U YACTH OIEPALHii - B CTPYKTYP-
HBIX TOJPA3ACICHUSIX.

B) CO3/laHHE COOCTBEHHOH AEIONPON3BOICTBEHHON CITYKOBI B KaXKIOM CTPYKTYPHOM ITOJpa3eIeHUH OJHOM
OpTraHU3alHH.

24)

K xouTposabHO#i pyHkuun cay:xk0b1 JJOY ciaenyer oTHecTH:
a) PETHCTPAINIO BXOJSIINX, UCXOSMIINX W BHYTPEHHUX JOKYMEHTOB;
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6) OpraHM3aIMI0 COBPEMEHHOTO PACCMOTPEHHS TOKYMEHTOB PyKOBOJCTBOM OPraHU3allNy;
B) KOHTPOJIb 33 CPOKAMHU HCIIOHEHNUS JOKYMEHTOB;
I) TpoOBeJeHHE SKCIEPTU3bl HAYYHOH M MPaKTHYECKON IEHHOCTH TIOKYMEHTOB.

25)

«eee —3TO puKcanusi paKTa CO3TAHMS MIIH MOCTYNJIEHUS JOKYMEHTA MyTeM NPOCTABJIEHHS HA HEM IaThl H
PerncTpanMoOHHOr0 HHAEKCA ¢ MOCIeAYIOIHM BHeCEHHEM He00X0MMBIX CBeIeHHii 0 JOKyMeHTe B
PerncTpanHoHHYI0 6a3y TaHHBIX.

a) KOHTpOJIB;

0) perucTpauus;

B) TICPCUCHb.

26)

IIpenBaputenbHoe paccMOTpeHHE TOKYMeHTOB B ciay:k0e 1OY nmoapasnessiercs Ha

a) Ba)XHBIC U HEBAXKHBIC;

6) CcpoYHbBIC U HECPOUHEIE;

B) Ul 0053aTEJILHOTO PACCMOTPEHUS PYKOBOACTBOM M He TPEOYIOLIHE PE30IIIOLUH PYKOBOICTBA U HAIIPaBILA-
eMble cpa3y B CTPYKTYpHBIE INOAPa3AeIeHUs HCTIOJHUTEISIM.

27)

IMocTynaromue 10KyMEeHTbI PErUCTPHPYIOTCS
a) B JICHB MOCTYIJICHHUS,
0) B JieHb NOANMCAHUS WIH YTBEPIKICHUSL.

28)

HomeHnkiarypa aes opranu3anuy Ha cjelyloueil KajgeHAapHblil roJ cOCTABJIsIETCS
a) B 1-2 xBapTanax TeKyIero roga
6) B 2-3 KBapTaJax TEKyIIero rojaa
B) B 3-4 xBapTajax TEKYyIIEero roaa

29) I'pynnupoBaHue HCIIOJTHEHHBIX JIOKYMEHTOB B /1€J10 B COOTBETCTBHHU C HOMEHKJIATYPO¥ /11 M CHCTeMAaTH-
3a1Msl JOKYMEHTOB BHYTPH /1eJ1a - 3T0
a) dopmMupoBaHHE TATIOK
6) ®opmupoBaHue iena
B) @DopMHpOBaHHE apXUBa
30) ITo cpokaM XpaHeHHs JOKYMEHTBI JAeJIsITCS

a) Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XpaHEHHUs, TOKYMEHTHI CO CPOKOM XpaHeHHs cBbimie 10 ner,
JOKYMEHTHI CO CPOKOM XpaHernwus a0 10 jer.

0) Ha IOKYMEHTHI C TOCTOSIHHBIM CPOKOM XPaHEHHs, JOKYMEHTBI CO CPOKOM XPAaHEHUs CBBILIE SJIeT, JOKYMEH-
ThI CO CPOKOM XpaHEeHUsI 10 5 JIeT.

B) Ha JIOKyMCHTHI C IIOCTOSIHHBIM CPOKOM XPaHEHHs, JOKYMEHTBI CO CPOKOM XPaHEHHUS CBBIILIE 3J1eT, JOKyMEeH-
TBI CO CPOKOM XpaHEHHUsI 110 3 JieT.
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