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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
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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:



«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 %).



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
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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.




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
or 5 msapa 2004 r. Ne 1

Kon

Dopma o OKV]] 0301017

o OKIIO

S DMCHOBAIE Opr AT AR a1
[ Homep mosymena | fata coctapnern |
HNITATHOE PACIIHCAHHE | ! | VTBEPAKJIEHO
TIprkazom opralsszalpm or = 20 T. Ne
Ha MepHo| (ol % 20 m 1lITat B Ko/miMecTBe CJIHHHL
CTpyKTypHOE NofpaszeneHHe JomssocTs (crieLHansHoeTs, | KomHuectso |, - Hapnbagku, pyd Beero, py6
nipodieccHa), paspaa, KIace IITATHBIX l"a}n-lrlmaa i (rp. 5+ mp. 6 + rp. 7 + | Ilprmveuarme
HaHMEHOBaHHE Kofl S ol A v i (oxnag) ump., pys . 8)
1 2 3 4 5 6 i) 8 9 10
Hroro
PyKoBoJHTe b KAAPOBOH CITY&DBI
DODAH0CTE MTTHAN (HOIEIC pacumﬁrpoh.a TROIITHCH

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...

MecTto u3nanus
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3arojIoBOK K TEKCTY, B IIPEIIIOKHOM NTAZICKE,
HAa4YUHACTCA Mpeajiora (0]

MamMHONUCHBIA TEKCT MOKJIAJHON 3aMUCKU NevaTtaroT yepe3 1,5 mHTepBana, ¢ KpacHOW CTpoku. TekcT 3a-
IIUCKU COCTOUT U3 ABYX YacTeil: B IEPBOI OMUCHIBACTCS CIOXKUBIIASICS CUTYalUs, BO BTOPOH M3JIararoTcs MpeasoxKe -
HUS, IPOCHOBI, N1eTal0TCsl KOHKPETHBIE BRIBOABL. EcCiu cBemeHUs, MPUBOAMMEIC B JOKIATHOHN 3aIHCKe, OTHOCITCS K
OTIpE/ICIICHHON JaTe WM OTPEe3Ky BPEMEHH, TO 3TO BpeMs BKJIIOUACTCS B 3aTOJIOBOK. (Hanpumep, B cesasu ¢ usmene-
HUeM NPoU3800CMBEHHbIX MOWHOCHEN HO8020 000PYO0BAHUS 8 NoMeujeHuu Ne . npouly Hanpasume CReYUaIUcma
071 danbHelule2o YCmpanenus Henoiaook.)

OdopMIIIOT IPHIIOKEHHE, ECITH OHO €CTh, ITOCTIE TEKCTa.
IIpunoxenne: 1. Ha3zBaHue nokymMeHTa Ha ... JI. B ... 3K3.
2. Ha3paHue JOKyMEHTa Ha ... JI. B ... 9K3.

HanmeHoBanue NOJDKHOCTH JIMIIA, TMOJIINCH N.0.Damunus
MOANKCABIIETO JOKYMEHT

KoHTpo1bHbIE BONIPOCHI
1. KakoBbl TpeboOBaHUS K COAEPKAHUIO M OGOPMIICHHIO MPHUKA30B 1O OCHOBHOW AESITETLHOCTA M MPHKA30B TIO
JIMYHOMY COCTaBY?
KaxkoBsI TpeOoBaHUS K COIEpKaHUIO U OQOPMIICHHUIO CITYKEOHBIX 3aIiCOK?
KakoBb! pyHKInyn nHGOpMannoHHO-CIPAaBOYHBIX JOKYMEHTOB?
KakoBb! pyHKINHM OpraHU3aIMOHHO-PACTIOPSANTENBHBIX IOKYMEHTOB?
Ilepeuncnure Buasl u HasHaueHue UC/I.

wbkwh

IIpakTuyeckas padora Ne 3 OdopmiieHne ciay:ke0HbIX IHCEM

Lenb paboThI: NPHOOPECTH HABBIKK B COCTABICHHH U O(OPMIICHHH CIIY)KEOHBIX muceM, pykoBoacTBysick «['OCT P
7.0.97-2016. Hatmonanehslit crannapt Poccuiickoit @enepannu. Cucrema cTaHIapToB 0 HHPOpMa-
Uy, 6MOIMOTEYHOMY M HM3JaTeNbcKoMy Aeny. OpraHu3aloHHO-PACIOPSANTENbHAS JOKYMEHTAINS.
TpebGoBanust K 0POPMIICHHIO TOKYMEHTOBY

OcHalleHue 3aHATHA

[

OO0pas3Isl JOKyMEHTOB.
2. Terpanp s MpakTHUECKUX PaOOT.

IMopsinox nmpoBeneHust 3aHATHS
3amucath B TETPaaX U MPaKTHYECKUX paboT TeMy U Lellb paboTHI.
2. TIpountaTh TEOPETHUYECKYIO YACTbh, 3AMUCATH B TETPAJb PEKBU3UTHI MMCbMA M IPUMEPHYIO CTPYKTYPY NMUCHMA.
3. BbImoaHUTH 33aHKE : B TETPaAX IS IPAKTHYECKUX pabOT COCTABUTD JIBa MMChMa, B KOTOPBIX OTpaXkeHa nepe-
ITUCKA IBYX (QHPM.

[

CocraBieHue nuceM

IMncsMo — 0000IIEHHOE Ha3BaHUE Pa3MYHBIX MO COAEPKaHUIO JTOKYMEHTOB, CIIYXaIllUX CPEACTBOM 001Ie-
HUSI MOXIY YUPEKACHUSIMU B IPOLECCE OCYLIECTBICHHUS MX JeATeNbHOCTH. [IrchMa COCTaBISAIOT OONBLIYIO YacTh
BXOJISIINX U UCXOJSIIUX IOKYMEHTOB JIFO00T0 YUPEKACHHUS U UMEIOT MHOXKECTBO Pa3HOBUIHOCTEH.

Cay:xe0Hble mucbMa — 0000IIEHHOE HAa3BaHUE OOJBIION TPYIIIEI YIPABICHYECKIX JOKYMEHTOB, KOTOPHIE
CJIy»)KaT CpE€aACTBOM 06I_HeHI/I$I C YUPCXKIACHUAMU U YaCTHBIMU JIMIIAMH, COO6H_[€HI/I$[ quO-HI/I6yJII:., YBECOAOMIJICHHUA O YEM-
HUOYIb.

B 3aronoBo4HOI YacTH MEChMa MEYATAIOTCS CIEAYIONINE PEKBU3HUTHI: JaTa, HOMEp, CChIIKa Ha PETHCTpAIH -
OHHBII HOMEp M JIaTy AOKYMEHTa (€CiH MUCHMO SIBJISICTCS OTBETOM), 3ar0JIOBOK K TEKCTY, M3JIOXKEHHBIH OJHOH (pa-
3011.

B mmchMax MOMKHBI OBITh NPaBUIIBHO yKa3aHbl COCTABHBIC YAaCTH PEKBU3UTA «ajpecar» (MOoIydarelis
nucbMa): GupMa, CTpyKTypHOE MoJIpa3ieieHue, TOKHOCTh, (GaMUIis M HHUIIUAJIBI, TOYTOBBIA a/Ipec Imoydares.

JlaToil mucbMa SBIISIETCS 1aTa €ro IMOAMMCAHMUS.

TekceT nucbMa CTPOSIT 110 CXeMe:
1. BBezeHue (31€Ch MPUBOAATCS MOTHUBBI COCTaBJICHHS NMNCHMA, CCHUTKM Ha COOBITHS, (DaKThl, PEIICHNUS BBIIIECTOS -

WX YUPSKACHUH U ApyTrHe (GaKTOPHI, MOCITY>KUBIINE OCHOBAaHUEM JIJISI COCTABICHNUS MTHMCHMA);

2. J0OKa3aTelbCTBa (31€Ch N3JIaraloT 000CHOBAaHHE BOIPOCA, N3JI0KEHHOTO B ITUCHME);
3. 3akimrouyeHue (TIepedyrcIeHIEe BBIBOJIOB, TPOCHOBI, TPEOOBAHUS, TIPEUIOKEHHUS).
3ajmaHue: COCTaBHUTH JBa MKChMa, B KOTOPBIX OTPAXKECHA MEPENHcKa IBYX (HUpM.
1) I'enepansusril nupexrop 3A0 «Menrexnukay IOpuit Hukonaesna Mopo3oB U3BeIaeT TI1aBHOTO Bpada CTO-
Matosorudeckoit kimHIKH OO0 «Cynepaent» LlupoxoBy Mapraputy TapacoBHy o ToM, uTto ¢ 12 mo 18 mapTa Texy-
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IIETO TOa B BEICTABOYHOM IIeHTpe «COKONBHUKIMY OyIeT MPOXOAUTh BRICTaBKa mpoayKuuu 3A0 «MenTexHukay, rae
OyIyT HpeACTaBICHBI HOBBIC O0pa3ilbl 00OPYIOBAHUSA IJIs CTOMATOJIOTHYCCKAX KaOWHETOB OTCUYCCTBCHHOTO M 3a-
pyOexHoro mpom3BoacTBa. ['ocrmomgua MopozoB mpurmamaer rocnoxy llupokoBy P.T. moceruts creHnm cBoeit
¢up™mer Ha BBIcTaBKe. [TrchMo moaroToBmia cekperaps Comosa K. JI. tex. 973—-13-02.

2) T'ocnioka [upokosa M.T. ¢ GraromapHOCTBIO IPHHUMAET HPUIIIAIICHUE W BHIPAKACT HAZEKTy Ha B3aHMO-
BBITOZIHOE COTpYAHUYECTBO. [IncbMo moaroroBuiia peructpatop Apxunosa P.1O. ten.135-65-23.

JlaHHble ISl 3a1aHAS:

3A0 «Mearexuuka»: 112356, r. Mocksa, yi. Hiwkasas Macnoska, 1. 12. Ten/daxc: (495) 973

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

KonTpoabHbIe BONPOCHI

1. Tlepeuncnure BUIBI U HA3HAUYECHHE ITHCEM.
2. KakoBbl TpeOOBaHHUS K COEPIKAHUIO 1 OPOPMIICHHIO CITYKEOHBIX IUcEeM?

[}
OfIEecTBO ¢ OTPAHMTEHHONA OTEETCTBEHHOCTRIG lenepansHOMY GHPEKTOPY
#IMEKTPOHHBI MHpP» Q00 «Mupangas F1)
(000 «SBnexTpomMups) O.H. Ierposy -

¥n. O6pyuena, a. 35, Mocksa, 123456
Ten_{dpanc: (493) 111-22-33
http:/iwww.ofic_tex.ru, e-mail: info@ofic_tex.ru

OKIIO 20804150, OTPH 1027739189542
WHH/KIIT 7715012511/772501001
{6}
e
7

! Ha Ne oT

() O poroBope Ha NpoBeAeHKE 0Oy UEHNA
CHCTEME CKAAJICKOTO yaeTa

Veawaemuit Oner Hukonaegmu!

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

= BOPa Ha NpoBEJcHHE 06}"“]€HM$[ CHCTEME CHAAOCKOND Y4ETA.

H]Z\DEI.]}-' Bac nocne NOAMACAHWA OHH 3K3IeMIITAD HOrosopa OTOPABEMTE B agpec

000 «3nexTpoMHps.
3 | Ilpunomenne: Ha 6 1. B 2 9Ka.

C-]fBam:anM. 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.

B 3akirodyeHum JOKHBI ObITH CHOPMYJIUPOBAHBI BBIBOJIBI, OTPAXKAIOIIWE OCHOBHBIC
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pEe3yNIbTaThl PaOOTHL.

B sT0i1 cocraBHOM yacTu pedepara gomkHA OBITH TPECTaBICHA BCS JTUTEPATypa, KOTOPOM
MIOJIb30BAJICS] ABTOP MPU U3YYEHUH TEMBbI. B CcIMCKe MCIOIb30BAHHBIX UCTOYHUKOB JJOJKHBI OBITH
HOPMAaTUBHbIE U MHCTPYKTUBHBIEC IOKYMEHTHI, HAy4YHble MOHOTpaQUH, Y4eOHUKH U TPaKTHYECKHE
nocoOusi, CTaTbu U3 MEPUOANYECKON NeUaTH, U3 HUX OoJiee MOJIOBUHBI TOJIKHBI COCTABIISAThH U3/a-
HUA MOCIEAHUX IIATH JIET. B CIMCOK BKIIFOYAKOTCS TOJIBKO T€ UCTOYHUKH, KOTOPBIE MCIOJIb30BA-
JIMCh TIPU TIOATOTOBKE PabOTHI, M HA KOTOPhIE UMEIOTCS CCHUIIKH B TEKCTE.

CHnHCOK HCIIOIb30BAHHBIX HCTOYHUKOB OTPAXKaeT MEPEUYEHb UCTOYHUKOB, KOTOPBIE UCITOJIb-
3oBasiuch npu Hanucanuu BKP ux nomkHO ObITh He MeHee 20, coCTaBlIEHHBIH B CIEAYIOIIEM I10-
psnke:

HopMmaTuBHO-IPaBOBbBIE AKTBHL:

- Koncrturyuus PO;

- Hopmb! 11 mpuHIMIIBI MEXTyHApOAHOTO IIPaBa;

- GenepanbHble KOHCTUTYLMOHHBIE 3aKOHBI;

- denepanpHble 3aKOHBI, KOAEKCHI (B 0UEPEAHOCTH OT MOCIEAHETO T0Aa IPUHATHUS K IIPEbI -
JyLHM);

- ykassl IIpe3unenta Poccuniickoit ®@enepauuu (B TOH ke MOCIE0BATEIBHOCTH);

- mocranoBneHus [IpaBurenscTBa Poccuiickoit deneparuu (B TOM K€ 0UEPEIHOCTH);

- UHbIE HOPMATHBHBIE NPABOBBIE AKTHI (PacIoIaraloTcs B ¢ yUeTOM UX FOPUIUYECKON CHIIbI);

CIHCOK MCTIOIb30BAHHOM JINTEPATYPBI:

- MOHOTpaduu, yueOHUKH, yaeOHbIe TocoOus (B aihaBUTHOM MOPSIIKE);

- HIHOCTpaHHas JIUTEPATypa;

HNHTepHeT-pecypcenl:

- opuIMaIbHBIC CAalThI HAIIPUMEP, OPTAHOB TOCYAapCTBEHHOU Biactu Poccuiickoit denepa-
UK, cyobekToB PD, opraHoB MECTHOTO CaMOYIPaBICHUS U T.1.

CnuCcoK UCIOIB30BaHHBIX UCTOUYHUKOB odopmitsiercs B cootBeTcTBuu ¢ ['OCT 7.1-2003
«bubmuorpaduueckoe onrcanue J0KymMeHToB. O0Imue TpeOOBaHUS U MPaBUIIa COCTABICHUS,
I'OCT P 7.0.5—2008 «Cucrema craHmapToB 10 uHMOpMaIuu, OUOIMOTEYHOMY H
u3garenbckoMy geny. bubnmorpaguueckas ccpuika. OOmume TpeOoBaHMS M TpaBUIIa
COCTaBJICHUS

CchUTKM Ha JUTEPATypHBIM MCTOYHUK JIOJDKHBI OBITH MPaBUIBHO O(OPMIICHBI B BHIE
CHOCOK B HWXHEM 4YacTh cTpaHHIbl (ITOCPEIACTBOM HMX OTAENEHUS OT OCHOBHOTO TEKCTa
YepTOi, MOJ KOTOPOHM YKa3bIBaeTCs IMOPSAIAKOBBII HOMEpP CCBUIKM apaOCKkumu nudpamw,
(dbaMuIMs U MHUIUANBI aBTOpa, MOJIHOE Ha3BaHHE (3aroJIOBOK) MCTOYHUKA, MECTO W3JIaHUS,
W3/1aTeNbCTBO, TOJ M3JaHud, cTpaHuila.). Ha kaxmoil ciemyromiei CTpaHuile HyMEpalHio
CCBUIOK HauWHaIoT 3aHOoBO (1,2,3...).

CHocku marotcs 6e3 0TCTyIa, BBIPABHUBAIOTCS 10 UIMPUHE, JOJDKHBI ObITH BBITOJTHEHBI
mpudTom Times New Roman Ne 10 uepe3 onuHapHBII HHTEPBAI.

Texct paboThI cieayeT neyararh, COOII0Aas CIEAYIOUINE Pa3Mephl NOJIeH; JIeBOe — HE MEHee
30 mm, ipaBoe — He MeHee 10 MM, BepxHee — He MeHee 16 MM, HukHee — He MeHee 20 mm. Creny -
€T BKJIIOYUTh PEKUM BBIPABHHBAHHE [0 INMPUHE W AaBTOMATHYECKUN MepeHoc cioB. Ab3alg
(otctym) B TeKcTe paBeH 1,25.

Crpanuipl cieayeT HymMepoBaTh apaOCKUMHU LuppaMmu, coOIoaas CKBO3HYIO HyMEpaluio
o BceMy TeKcTy pedepara. Hymeparus cTpaHul] IpoOBOAUTCS B MPABOM BEPXHEM YTy CTpaHH-
1bl, apabckumu mudpamu. [lpu 3ToM mepBas cTpaHuIa (TUTYIBHBINA JIUCT) HE HYMEpYeTCs, TO
€CTh HyMepalus HaUMHAeTCs co cTpaHulbl « Copepxanuey ¢ UPPbI «2».

K 3amuTe nomyckaercst pedepar, BHIIOJIHEHHBIH B CTPOrOM COOTBETCTBUH C yKa3aHHBIMH
pexomeHnauusaMu. HeBbinmomHeHne Kakoro-nu6o u3 TpeOoBaHUI HACTOALIMX PEKOMEHAAINM, BIie-
YeT CHIKEHHE OLIEHKH 32 MOATOTOBJIEHHBIN 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,

31




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 [1eJa - 3TO
a) dopmMupoBaHHE TATIOK
b) ®opmupoBaHue aena
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c) DdopMupoBaHHE apXHBa
6. C neybio OBICTPOro NMOMCKA JOKYMEHTBI B JIejie PAcHoJIaraloTcs B oNpe/ie1eHHOM NMoc/1e10BaTeJIbHOCTH:
a) B XPOHOJIOTHYECKOH MOCIIEI0BAaTENILHOCTH (POPMHUPYIOTCS B JIeJIa TPUKA3bl U T.JI;
b) B nmopszke andasuTa N0 GaMUIUAM IPYHIUPYIOTCS B CAMOCTOSATENBHBIE I€J1a JINIIEBBIE CYETa 110 3apIliaTe;
C) M0 HOMEpaM B JieJia MOIINBAIOTCS HaKJIaIHbIe, KBUTAHIINY;
d) Bce oTBETHI BEpPHEI
€) BCE OTBETHI HEBEPHBI
7. CdopmupoBaHHOe /1€JI0 T0KHO COAEPKATH
a) 250 mucToB
b) He 6onee 250 mcToB
c) He MeHee 250 nucToB
8. JkcnepTru3a HEHHOCTH JOKYMEHTOB — 3TO
a) 0TOOp JIOKYMEHTOB Ha TOCYIapCTBEHHOE XpaHEHHE
b) ycraHOBIEHHE CPOKOB UX XPAHEHHUSI HA OCHOBE MPUHSTHIX KPUTEPHUEB.
c) 0TOOp JOKyMEHTOB Ha IOCYAApPCTBCHHOE XPaHEHHE WJIN YCTAHOBICHHE CPOKOB MX XPAHCHMS Ha OCHOBE NPHHSTHIX
KPUTEPHEB.
9. Ilo cpokaM XpaHeHHS JOKYMEHTBI JeJSATCs
a) Ha JOKyMEHTHI C IIOCTOSIHHBIM CPOKOM XPaHEHHS, JOKYMEHTBI CO CPOKOM XpaHeHUs cBbimie 10 JeT, TOKyMEHTHI cO
cpokoM xpaHeHwus 10 10 ner.
b) Ha JOKyMEHTBHI C MOCTOSHHBIM CPOKOM XpPaHEHHS, JOKYMEHTBI CO CPOKOM XPaHEHHMs CBBILIE S5J€T, JOKYMEHTHI CO
CPOKOM XpaHEHHs JI0 5 JIeT.
C) Ha JOKYMEHTBI C MOCTOAHHBIM CPOKOM XPAaHCHHSA, TOKYMEHTBI CO CPOKOM XpPAaHCHHUA CBBILIC 3J'IeT, JOKYMEHTBI CO
CPOKOM XpaHEHHMsI JI0 3 JIEeT.
10. Padota mo ¢popMUPOBAHUIO €]l COCTOUT U3 CIAeTYIONIUX OMepaLuii:
a) DKCIEAMIHOHHAS 00padOTKa JOKYMEHTOB, IIOCTYNAIOIINX B OpPraHU3alHIo,
b) pacnpeneneHue UCTIOTHEHHBIX TOKYMEHTOB T10 JieJlaM B COOTBETCTBUHM ¢ HOMEHKIIATYPOH 1€,
C) perucTpanuu aei,
d) pacnonoxeHus: JOKYMEHTOB BHYTPH JI€Ja B OTPEJINICHHON IT0CIIeI0BATEIbHOCTH,
e) odopmieHHe 00JOKKH Jea.
Tect 4
«Cucremarnzanus u o0ecriedeHre COXpaHHOCTH JOKyMEHTHOH HH(popMauy B yupexxaeHnn. OpraHuzaius dKcIep-
THU3BI [IEGHHOCTHU JIOKYMEHTOB M Tiepeada JOKyMEHTOB B apXHUB OpraHU3aliny»
Bapuanm 2
1. HomenkuaTypa aes — 3T0

a) KIacCU(pUKATOP KOTOPBIH, COAEP)KUT NEPEeueHb MPUMEHAEMbIX B PA3JIMYHBIX OTPACIIAX YKOHOMHUKH JOJDKHOCTEH pabodanx
U CIy’KaIluX, 3a()UKCHPOBAaHHBIX 3aKOHOAATEIBHBIMU aKTAMU 1 HOPMaTHBHBIMH JOKYMEHTaMH.

b) xiaccupuKaMOHHBIA CIIPAaBOYHUK, 00S3aTEIBHBIN U COCTABICHHUS BO BCEX IOCYAAPCTBEHHBIX OPTaHU3ALMIX, KOTOPHIN
COJICP’KUT TIOJIHBIN MEePeveHb JeTl, 3aBOIMMBIM BCEMH CTPYKTYPHBIMHU MOAPA3ACICHNAMH, C yKa3aHUEM CPOKOB XpaHEHHS,
oopMIICHHBIH B yCTaHOBJIICHHOM TOPSIIKE.

C) HW3JaHWe NMPaKTHYECKOr0 HA3HAYCHMUS, C KPATKUM H3JIOKEHHEM CBEJCHHUII B cuCTeMaTHuecKoi (opme, B pacyére Ha BbI-
0OpoUYHOE YTEeHHE, Ha TO, YTOOBI MOXKHO ObUIO OBICTPO U JIETKO HABECTH 10 HEMY CIIPABKY.

2. [IIpumepHasi HOMeHKJIATYpa el

a) COCTaBISIETCS IS OHOPOAHBIX MO XapaKTepy ASSTEIBHOCTH M CTPYKTYpE OpraHu3aIui (IPEANpHATHH).

b) cocraBmseTcs I OZHOPOIHBIX IO XapaKTEPy ACATEIBHOCTH, HO HMEIOIINX PAa3HYIO0 CTPYKTYPY OpraHu3anuii (Ipeanpus-
THH).

C) COCTaBISIETCSI VISl OTJICNIBHOTO MPEAIIPUSITHS M OTPAXKAET €ro CHenU(HKY.

3. HomeHnkJaTypa /ieJl OpraHM3aluu Ha cJeIyIomei KaJeHAapHbIid To/l COCTaBJIsSIeTCs

a) B 1-2 kBapTanax TEKyIIEero rojaa

b) B 2-3 kBapTanax TeKymero rojaa

¢) B 3-4 kBapTayiax TEKyIIero rojaa

4. COBOKYNHOCTBH JOKYMEHTOB, OTHOCSIIIIUXCS K O/THOMY BOIPOCY WJIH YYACTKY /eSTeIbHOCTH, IOMEIIEHHBIX B OT-

JAeJbHYI0 00J105KKY — Ha3bIBAKOT

a) Jiernom,

b) manko#,

C) apXHWBOM.

5. @®opmupoBaHue aeJ — 3TO

a) TpYNIHPOBAHNE HCTIOIHEHHBIX JOKYMEHTOB B JICJIO.

b) rpynmupoBaHHe TOKYMEHTOB B [IENI0 M CHCTEMATH3aLMsl JOKyMEHTOB BHYTpH JieJia.

C) TIpYNIHPOBAHME MCIIOJHEHHBIX JOKYMEHTOB B JIEJIO B COOTBETCTBUH C HOMEHKJIATYPOH J€] M CUCTEMaTH3alus JOKYMEH-
TOB BHYTPH JIeJia.

6. C ueablo OBICTPOro MOMCKA JOKYMEHTHI B JleJie PAacoJiaraloTcsi B onpe/aeIeHHON Moc/1e10BaTeIbHOCTH:

a) B XPOHOJIOTHYECKOH MOCIIEA0BaTEILHOCTH (OPMUPYIOTCS B JIesa MPUKA3bl U T.JI;

b) mo HoMepaMm B Jena MOAMNBAIOTCS HAKIAAHbIE, KBUTAHIIUM;
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C) B BOIIPOCHO-JIOTHYECKOH MOCIIEA0BATENLHOCTH TOAIIMBAIOTCS JIOKYMEHTBI C IPHI0KESHHSIMH.
d) Bce oTBETHI BEpHBI
€) BCE OTBEThl HEBEPHbI

7. CdopmMupoBaHHOE 1710 A0JKHO COACPHKATH
a) 250 nuctoB
b) He 6onee 250 nucToB
¢) He meHee 250 iucToB
8. OJkcnepTH3a HIEeHHOCTH JOKYMEHTOB — 3TO
a) 0TOOp JOKYMEHTOB Ha FOCYAAapCTBEHHOE XPAaHEHUE WM YCTAHOBJICHHE CPOKOB HX XpaHEHHS Ha OCHOBE NMPHHSATHIX KPUTE-
pHeB.
b) oTOOp JOKYMEHTOB Ha rOCYAapCTBEHHOE XpaHEHHUE
C) YCTaHOBJICHHE CPOKOB MX XpaHEHHs HA OCHOBE IPHUHSATHIX KPUTEPHEB.
9. JkcnepTHAasi KOMHCCHS - ITO
a) COBeIIATEIbHBIA OpPraH, ee pelleHHs] BCTYIAIOT B CHIIY IIOCIIE YTBEPXKICHUSI PYKOBOIUTEIEM OpPraHU3aliu, TaKk KakK
COTJIACHO 3aKOHOJATENIbCTBY OH HECET OTBETCTBEHHOCTH 332 COXPAHHOCTH JIOKYMEHTOB.
b) coBemaTenbHBIN OpraH, €¢ PelIeHUs BCTYNAIOT B CHITY TIOCIIE YTBEPKACHHS PyKOBOJUTEIIEM OPTaHU3ALHH.
¢) CoBenlaresnbHbIH, SKCIEPTHO-KOHCYJIBTATUBHBIN OpraH, 00pa3yemblil B LelsiX 3((GEKTUBHOTO y4eTa MHEHUS TPaXk-
JIaH ¥ X 00beAMHEHUH B IpoIecce 3aKOHOTBOPUYECKON IESITENbHOCTH.
10. Paborta mo (popMHUPOBAHNIO /1eJI COCTOUT M3 CJEAYIONIUX ONepanmii:

a) pachpeeleHHe UCIOIHEHHBIX JOKYMEHTOB I10 JIelaM B COOTBETCTBHH C HOMEHKJIATYypOH JIel,
b) perucrpanuu men,

C) pacrOJIOKEHHs JOKYMEHTOB BHYTPH Jiejia B OIPEIENICHHOM TOCIIeI0BaTeIbHOCTH,

d) odopmienue 06I0XKKH 1ena,

€) DKCIeIUIMOHHAs 00paboTKa MCIIOTHEHHBIX U OTIPABJISIEMbBIX TOKYMEHTOB.

KonTtpoJsbsnas pabora Ne 1

1 Bapuant

1) JIOKYMEHT WY KOMILIEKC JOKYMEHTOB 37O ...
a)  IpexMeT JOKyMEHTOBEICHUS,
06)  OOBEKT JOKYMEHTOBEICHUS;
B)  JTOKYMEHTOBEJCHHE.
2)  YTO0 OTHOCHTCH K NPU3HAKAM JJOKYMEHTA:
a)  (QyHKUHOHAIBHOCTH HH(OPMALHH;
0)  TOXIECTBEHHOCTH caMoMy cebe;
B)  3aBEPUICHHOCTh COOOIICHUSL.
3) Kakas GpyHKIMS OTHOCHTCS K CHeNHMATBHBIM GYHKIHAM JOKYMeHTa?
a)  yIOpsSAOYMBAIOIIAS;
0)  ympaBieHYecKas;
B)  uH(MOpMaIMOHHAs.
4) ... - IOKYMEHTBI, OTPaKAI0LIe Pe3yJIbTAT CTPONTEJbHOI0 H TEXHOJOIHYECKOr0 NPOEKTHPOBAHHNS, KOHCTPYHPOBAHMHSI, HHKEHEPHBIX
HM3BICKAHHI M IPYTHX Pa0oT 10 CTPOMTEJIbCTBY 3AaHMIi H COOPYKEHHIi H H3TOTOBJICHHIO H3/leJIHIi NPOMBIILJIEHHOT0 NPOU3BO/CTBA.
a)  TeXHHYECCKHE JOKYMEHTHI;
6)  (OTOAOKYMEHTEI,
B)  KHHOJIOKYMEHTBI;
r)  (OHOTOKYMEHTHI,
J)  JOKYMEHTHI Ha MallHHHOM HOCHTEJE.
5) ...—IOKYMEHTbI, CO3JaHHBIE C HCII0JIL30BAHNEM HOCUTe el H cIocod 3anucH, o0ecneYnBaIOIUX 0TPA0OTKY HX HH(OPMALHH dJIeK-
TPOHHO-BBIYUCIUTEILHOI MAIIMHOI.
a)  TeXHUYECKHE JOKYMEHTHI;
6)  (HoTOmOKYMEHTEI;
B)  KHHOJOKYMEHTHI;
r)  (OHOIOKYMEHTHI;
J)  JTOKYMEHTHI Ha MAaIIMHHOM HOCHTEJE.
6) Habop pexBH3UTOB O(PUINATEHOTO MACEMEHHOTO JOKYMEHTa, PACIOJIOKEHHBIX B ONPEISICHHON [T0CIe0BATENbHOCTH, COCTABIIAIOT ...
a)  OJaHK JOKyMCHTa;
0) ¢dopmyisip TOKyMEHTa;
B)  (opmynsp-oOpasen T0KyMeHTa.
7)  Jara seeaennsi TOCT P 7.0.97-2016. HannonanbHelii cranaapt Poceniickoii ®enepanun. Cucrema CTaHAapToB 110 HHGOpMaNWH, 010
JIHOTEYHOMY H H3/1aTeIbcKoMY Aeay. Opranu3alHoOHHO-pacnopsauTeabHast JoKyMenTanus. TpeGoBanus Kk odopMiIeHHIO J0KYMEHTOB
a) 1997-07-31;
6) 2003-07-31;
B) 2003-07-01.
8) Kakue pa3mepsl nosueii 6;anka ycranapausaer FOCT P 7.0.97-2016?
a) 20 mm —seBoe; 10 MM — ripaBoe; 15 MM — BepxHee; 20 MM — HIXKHEE;
6) 20 mm —neBoe; 10 MM — mpaBoe; 10 MM — BepxHee; 10 MM — HIDKHEE;
B) 20 mm — neBoe; 10 MM — npaBoe; 20 MM — BepxHee; 20 MM — HIDKHee.
9) PexBu3ur 07 — 370 ...
a)  KOJ OpraHH3alluH;
6)  Kox GOpMBI TOKYMEHTAa;
B)  HAMMEHOBAHME OpPraHM3aLUH.
10) Koa ¢opmbl JOKyMeHTAa NPOCTABJISIOT MO ...
a)  OKIIO;
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6) OKVY/;
8) OKOIY.

11)

CocraB H 00beM cBeJleHMii, BKIIOYEHHBIX B CIPABOYHbIE JaHHbIE 00 OPraHN3aLyM ...
a)  CTaHJapTOM CTPOTO PEriaMEeHTHPOBAHbI;

0)  cTaHIapTOM He JIMMHTHPYIOTCS;

B)  YCTaHABIMBAIOTCSI HATOTOBBIMH OpraHaAMH.

12)

Yka:kure HeBepHOe 0opMIIeHHEe PEKBH3UTA «AJpecaT»
a)  3AO0 «Crpena»

I'naBHOMYy Oyxranrepy

10.B. KokopeBy

6) T'eHepanbHBII UPEKTOP

OAO «tOnoHa»

B.M.Huxonenko

B) AJMHHHCTpaluH paliOHOB

OpenOyprekoii obaacti

13)

TlouToBBIi afpec B aJpecaTe NULIETCS CIEAYIONIMM 06pPa3oM:
a) 301264, Tynbsckas 001acTb
Kupeesckuii p-H, r. JIumkuy,

yn. CagoBas, 1.5, kB. 12
O.I1.06pa3uoBy

6) Oopasuosy O.I1.

301264, Tynbeckas ob6aacTb
Kupeesckuit p-H, r. JIumnkuy,

yi. Canosas, 1.5, kB. 12

B)  Oopasuosy O.I1.

yi. CayoBas, 1.5, kB.12,

r. JIunku, Kupeesckuii p-H,
Tynbeckas 061., 301264

14)

B cocraB PEKBH3HTA «HOJIII“CI)» BXOIAT:

a) (baan/m, HMHULIHAJBI JIMLA, TTOANUCABUICTO JOKYMEHT, JINYHAA NOANNCH; HANMCHOBAHUE JOKHOCTH,

6) HaNMMEHOBAaHUE NOJKHOCTH JIMIA, IIOANUCABIIETO JOKYMEHT, JINYHAS ITOAIINCEH, pacmnd)pOBKa noanrucu (d)aMI/IJ'H/IH, I/IHI/II_IPIa.]'II)I);
B) HaMMCHOBAHHUE TOJDKHOCTH JIMILIA, IMTOAMNHUCABIIETO JOKYMEHT; JINYHAA ITOAIIHCH, pacumcbpom(a TTOAITUCH (I/IHI/IHHaHBI, (’paMI/IJ'II/IS[).

15)

I'pud coriacoBaHMsl JOKYMEHTA MOKET COCTOSATH:

a) mu3 cnosa COIJIACOBAHO (6e3 kaBbIUEK U ABOSTOUHS), HAUMEHOBAHUS JOKYMEHTa, KOTOPBIM OCYIIECTBIISIETCS COTTIACOBAHUE (B IMCHU
TEJBHOM T1aJIe)Ke), ero AaThl K HOMepa;

0) U3 JOJDKHOCTH BU3HPYIOIIETO, €ro JUYHOU MOJIUCH U PACIIU(PPOBKY MOAMUCH (MHULHMAIOB U (haMUIINK), JaThl;

B) u3cnosa COIJIACOBAHO (6e3 kaBbIUEK U ABOSTOUHS), JOJDKHOCTH JIMIA, C KOTOPBIM COTIACOBBIBACTCS JOKYMEHT (BKIIIOUAst HAMMEHO-
BaHUE OpraHU3aLMH), TMYHOH MOJNUCH, paciIH(POBKU NOAMMCH (MHULMAIOB M (paMUIIHH).

16)

Kakoii 13 kpuTepHeB oleHKH HH()OPMAIMHY MPEATOoaraeT, 4To 3a BpeMs coopa 1 00paboTku nHGOpMALK COCTOSHIE 00BEKTA HE H3MEHUIIOCH,
T.. ”H(OPMAIHS SIBISCTCS aKTyalbHOH?

a)  nosiHOoTa HHGOPMALMH;

0) omepaTUBHOCTH HH(OPMALHH;

B)  JOCTOBEPHOCTb MH(OpPMAIIHH.

17)

ITo xakOMy MPH3HAKY PA3IHYAIOTCS CPOYHbBIC  HECPOUYHBIC YIPABICHYCCKHE TOKYMEHTHI?
a) [0 MPOMCXOXKICHHIO;

0) 10 Ha3HAYEHHUIO;

B) [0 CPOKaM MCIOJIHCHHUSI.

18)

OpHUTrHHANIEL, COCTaBIIEMbIe B HECKOIBKHUX dK3EMIUIIPax — dTO ...
a)  KOINH;

0) nyOnukatsr;

B)  YMHOXCHHBIC OPUTHHAIIBL.

19)

Habop pexkBH3UTOB OPUIHAIBHOTO MMCHMEHHOTO JIOKYMEHTa, PACIIONIOKCHHBIX B ONPEEIICHHOM MMOCIIEI0BATEIBHOCTH, COCTABIISIOT ...
a)  OyaHK IOKyMEHTa;

0)  (dopmyssIp TOKyMEHTa,

B)  (opmynsp-o0pasell JOKyMeHTa.

20)

YTo SABISIIOCH OCHOBHBIM MaTepHaIoOM JJIsi NHChMa 10 KoHIa X1V Beka?
a)  IEepPraMeHr;

0) namupyc;

B) OepecTa.

CocTaBuTh H 0)OPMHTEL NPUKA3BI 10 OCHOBHOI 1esITeIbHOCTH, HEO0X0AUMbIE B YIIPABJICHYECKHUX CHTYaIHsIX.

T'enepanbHbIil mupekTop kommepdeckoro 6anka Kb «Kpeaut 6ank» B r. Crepnuramak ®omun I[1.H. 12 mapra Tekyuiero roaa u3-
nan mpuka3 Ne 23 o0 peopraHu3anuy CTPyKTypbl OaHKa.

OTH U3MeHeHUs! ObUIM BBI3BaHBI PACIIMPEHUEM COCTaBa yCIIyT, OKa3bIBAEMBIX OAHKOM CBOUM KIHMEHTaM, IOIyueHHEM GaHKOM JIH -
LEH3UU Ha IPOBEICHNE BATIOTHBIX OIEpaniii, yBelTHIeHnEeM 00beMa ONeparuii ¢ IeHHbIMH OyMaramu.

ITpyka3zom npemxycMaTpHBaIoCh:
Jlo 1 nexaOps TeKyIwero roja co3aaTh B CTPYKType OaHKa OTJeN BAIIOTHBIX ONEpaLuii U OT/eN onepauuii ¢ neHHbIMu Oymaramu. HauanbHu-
KaMH OTJEJIOB Ha3Hadanuch cooTBeTcTBeHHO OprnoB B.C. u Korosa M.U.
HavanpHuKaMH HOBBIX OTJEJI0OB HAaJO HPHHATH MEPHI IO YKOMIUIEKTOBAHHIO IITATOB CBOUX OTAENIOB COOTBETCTBYIOIIMMH CIICHANIUCTAMH 10
1 mexaOpst TEKyIEero roja.
Kpome Toro, HauaJbHHKAaMH HOBBIX OTJEJOB HMPEANUCHIBATIOCH MMOJATOTOBUTH M NMPEICTABUTL Ha yTBEpiKAeHHE 10 | (eBpays crexyromero
roja MOJIOXKEHHUs 00 OTAeNax U JOIDKHOCTHBIC HHCTPYKI[HU Ha CBOUX COTPYIHHKOB.
Otneny aBTomMatuzanuu (HayaiabHUK otaena Becenos C.I1.) mo 1 deBpans cnenyromiero roga craBuiIach 3a/1aua OCHALIEHUsS aBTOMAaTHU3HPO -
BaHHBIX Pa0OYHX MECT AT HAYaIbHUKOB CO3JaBAEMBIX OTJEIOB COOTBETCTBYIOIINM OOOPYJOBAaHHEM U IMOAKITIOUEHUS UX K JIOKATbHOH
MH(POPMAIMOHHOMH ceTH GaHKa.
OO0yt KOHTPOJIb 32 UCTIOJTHEHUEM MTPUKa3a ObUT BO3JIOXKEH Ha KOMMEPYECKOoro qupekropa 6anka 3onotosa C.B.

IMpuka3 ObLT cOrIacoBaH ¢ 3aMECTHTENIEM IeHepanbHOro aupekropa 6anka Hedenosoii 3.1. u rmaBHEIM OyxrantepoM 6anka Co-
MoBbIM B.IT.

CocTaBuTh M O('l)OpM]/lTb cnymeﬁmﬂe nmucpbmMa, HeOﬁXOH"MLIe B yIpaBJICHYE€CKHX CUTYallUsAX.

37




®upma 3AO «AHTE» CTPOUT aBTO3aNpaBoOuHOI cTaHIMu B I'. CTpyHHHO. ['eHepanbHbiii mupektop 3A0 «AHTen» Caxapos U.D.
coo0Iaer 3aka3uuky - reaepaipHomy qupekropy OOO «Enuceit» MapkenoBy M.B. 0 roTOBHOCTH 00BbeKTa U POCHT HA3HAYUTH JICHb TIPH -
E€MKH paboueil KOMUCCHEN 3aKOHYEHHOT0 CTPOUTEIbCTRA.

Anpec 3A0 «Anren»: 202013, r. Bnagumup, yi. Jlyrosas, n.13; Ten./daxc: (491)5-22-11. ITucemo noarotoBuia nuHcnekrop JKa-
posa 1.B. Ten. 5-16-10

I'enepanbblii qupexktop «Enucein» MapkenoBy M.B. npeanaraer Ha3HauUTh JeHb MPUEMKH 00bekTa 21 nekabpsi TEKyIero roja.
Taxke OH IPOCUT 0OECTICUNTh IPHCYTCTBUE IpeacTaBuTeNeil moxkapHoi oxpanHblii MUC U rocyjapcTBEHHOH HHCTICKIUH 0€30IIaCHOCTH [0 -
posxHOrO IBIKeHMs T. CTpYHHHO.

Anpec OO0 «Enuceit»: 113012, r. Mocksa, XKuapes mep., 1.9/1. Texn./pakc :(495) 927-18-34. IlucbMO MOATOTOBHI CTApPIIHIA
unxenep Kpasuos T.U. Ten. 927-13-87.

2 BapuaHT
1) KakuM CBOHCTBOM MOKHO 0XapaKTepH30BaTh HAJIMYHE Y JOKYMEHTA HEOTheMJIEMbIX CJaraeMblxX, 0e3 KOTOPBIX OH CyIeCTBOBATH He
MoxKeT?
a)  aTpuOyTHBHOCTS;
0)  BElIECTBEHHOCTb;
B)  CTPYKTYPHOCTB.
2) Kakas pyHKuus OTHOCHTCS K 00LIHM (PYHKIMAM A0KyMeHTa?
a)  OOLIEeKyJIbTypHas;
6) uH(bOpPMAaIMOHHAS;
B)  IpaBoBas.
3) ...-JeiicTBHE WM COBOKYNHOCTH J€iCTBUIA, NPUMEHSIEMbIX NIPHU 3aNHCH HHPOPMAIIMY HA MATEPHAJIBLHOM HOCHTEJIE.
a)  MeTOx JOKyMEHTHUPOBAHHUS;
6) croco0 JOKyMEHTHPOBAHUS,
B)  CPEICTBO NOKyMECHTHPOBAHUS.
4) ...—u300pasuTejbHbIC JOKYMEHTBI, CO31aHHbIe (POTOrpaduuecKUM Crocodom.
a)  TeXHUYECKHE JOKYMEHTHI;
6)  (OTOZOKYMEHTSI,
B)  KHMHOJOKYMEHTHI;
r)  (HOHOIOKYMEHTHI;
I)  JOKYMEHTHI HA MAIIMHHOM HOCHTEIIe.
5) ... — 3To mpouecc YNOpPsSIAOYeHHs] HWJIH paclpelejeHHs] JOKYMEHTOB IO KJIAaccaM ¢ IeJbI0 OTPaKeHHs OTHOLIEHHH MeKIy HUMM Y
COCTABJICHHsI KJIacCH(PHKAIMOHHOMH CXeMBbl.
a)  CTPYKTypHpPOBaHUE;
6) KkiIaccuduuUpoBaHHE;
B)  JTIOKYMEHTHpPOBAHHE.
6) Kaxoii H3 NIpHBeJeHHBIX HIKe PEKBU3UTOB BKJIIOYAET MOAMHCH HCIIOJIHUTENSI JOKYMeHTa?
a)  OTMeTKa 00 MCIIOJHUTEIE;
0) orMmerka 00 MCIIOJHEHHH JIOKYMEHTA M HAIIPABJICHUH €T0 B JIENI0;
B)  OTMETKa O IIOCTYIUICHHU JOKYMEHTA B OPraHH3aIHUIoO.
7) Ha3oBuTe pa3mMep Npaporo noJs (B MM), KOTOPbIi yCTaHABJIUBAET 15 yipaBjeH4Yeckux jokymentos 'OCT P 7.0.97-2016
a) 10mm
0) 20mMm
8) Kakas yacTh TeKkcTa NpHKa3a siBJsieTcs 00s13aTeJIbHON?
a)  KOHCTaTHPYIOMIas
0)  pacrnopsauTenbHas
9) PexkBHU3MT I0KYMEHTa — 3TO:
a)  ero OTJeNbHbIN JIEMEHT
6)  YacTh ciyKeOHOro muchbMa
B)  (uUpMeHHBIN OJIaHK
10) C nomMompBbI0 KAKOr0 PeKBH3HTA 0(hopMIIsieTcs] BHEIlIHee COIJIAacOBAHHE TOKYMEHTa?
a)  BU3BI COTVIACOBAHMS
0) rpuda cormacoBaHus
11) Kem noanucbiBalOTcs A0KYMEHTBI, COCTABJIsIeMbI¢ KOMHUCCHETH ?
a)  PyKOBOJHUTEIEM OpraHH3alluH
0) mpencenarenem
B)  IIpeiceiaTesieM M WICHaMH KOMHCCHH
r)  mOpejcelareseM U CeKpeTapeM
12) U3 npuBefeHHBIX HUXKe NAPHBIX HANMEHOBAHUI BbIGepHTE NMPoLecchl, KOTOPbIe COKPALIAIOT YHCI0 (POPM JOKYMEHTOB H YCTAHAB-
JIMBAIOT HX eINHO00pa3HOe HANMCAHHE:
a)  THUIH3AIMA U aBTOMATH3aIMA
0) yHu]UKAUMA ¥ ONTUMH3ALHS
B)  yHH(HKAIWS U CTAaHIAPTH3AINS
13) B rpynny opranu3anuoHHbIX 1okymentos HE Bxoaut:
a)  TPYIOBOIl JOrOBOp
6) mrTaTHOE pacnucaHue
B)  TOJIOKEHHE
14) BbiGepuTe NpaBUIbLHBIH BapHaHT H(PPOBOro oopmiaeHus AaThl:
a) 06.05.2013
6) 6.5.13
B) 06.05.13
15) TIIpuxka3 sBasercs:
a)  JOKYMEHTOM, IPUHUMAEMBIM KOJUIETHAIBHBIM OPIaHOM JUISl PEIICHHS IPOU3BOACTBEHHBIX 3a/1a4, BOIIPOCOB;
0)  IpaBOBBHIM aKTOM, U3/1aBaEMbIM PYKOBOAUTEIIEM, ISl PELICHUS] OCHOBHBIX ONIEPATHBHBIX 33124, CTOSIIINX Nepes JaHHOH opraHu3anueit
16) Kak Ha3bIBaJICS JOKYMEHT, YupexaeHHbli [Terpom I, onpenensronmii Kpome BCEro Npoyero OpraHu3anuio padoThl ¢ JOKYyMEHTaMU B

KOJUTeTusix?

a) ['eHepasbHBINA periiaMeHT;
0) T'eHepanbHbIi popMyJIsp;
B) ['enepanbHblii MaHHDECT.
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17)

OCHOBO#1 OpraHU3alUUK JeATEIFHOCTH MUHHCTEPCTB CTAJ TIPHUHLIHII ...
a)  KOJUICTHAIBLHOCTH;

0) eIuHOHAYAIUS;

B)  pa3/eleHus MOJHOMOYHIA.

18)

IpoexT kakoro gokyMenTa 6su1 pazpadoran UTY?

a)  «OOmwme nmpaBuiIa JOKyMEHTALMH U JOKyMEHTO000pOTaY;

0) «Exunas rocyaapcTBeHHasi CUCTEMA JICJIONIPOU3BOJICTBAY;

B) «[ocymapcTBeHHas CHCTEMa JOKYMEHTAIIOHHOIO 00ECIICUCHUSI YIIPABICHUS.

19)

Bcecoro3Hblil Hay4qHO-HCCIIeI0BATEIbCKHI HHCTUTYT JOKYMEHTOBeAeH s U apxuBHOro aena (BHUUIA/L) Obut yupex e ...
a) B1958r,;
0) B1966T;
B) B1970T.

20)

B ocHOBY pa3paboTKy yHUGHUIIMPOBAHHBIX CHCTEM JOKYMEHTAIWH OBLT TOJ0KEH eIMHBII METOIOIIOTHUECKHUIA TTOAXOT, COMCPIKAIIUIACS B...
a)  OOuerocyaapcTBeHHOM cucTeme coopa U 00paboTKu HH(OPMALIUHK JUTs YUIeTa INIAHUPOBAHUS U YIIPABJICHUS HAPOIHBIM X03SHCTBOM;
0) TocymapcTBeHHOM cTaHaapTe «YHU(DUIUPOBAHHBIE CUCTEMbI JOKYMEHTaUH. OCHOBHBIE MTOJIOXKEHHS;

B)  OGmiepoccuiickoM KiacCH(HUKATOpE YIPaBICHIECKOH JOKYMEHTAIINH.

CocTaBuTh H 0)OPMHTL NPUKA3BI 10 OCHOBHOI 1esiTeIbHOCTH, HE00X0AUMbIe B yNIPABJICHYECKHUX CHTYaIHsIX.

OAO «Mocmam» (r.MockBa) IPHCTYIHIO K MOAEPHH3AIUH IPOU3BOACTBA B IEJIIX HATKUBAHUSA BBITYCKa OPOHHPOBAHHOTO
aBTOMOOWJISI BEICOKOH IMPOXOIUMOCTH st MuHHCTEpCTBa 000pOHEl PO.

I'enepanbhsbiit qupektop OAO «Mocmamn» Kophaees B.C. u3nan npukas o MoAepHHU3aI[MM OCHOBHOTO TPOM3BOJICTBA.

B mpukase yxa3beIBanocs:
Otaen Mexanuzanuu (ri1aBHEI Mexanuk OuriMonoB B.I1.) momkeH 3aKOHYNTH PEKOHCTPYKIIMIO TIaBHOIO KOHBeiepa 3aBoja 10 1 MroHs
CIIeTYIOLIEro Tofa.
Otneny texHonoruu (rnaBHblii TexHosor CepoB B.C.) u koHCTpyKTOpCKOMY OTA€eiy (Hauy.otnena Bacun E.I1.) npeanuckiBanock 3aKOHYUTh
TEXHOJIOTHYECKYIO IOATOTOBKY IIPOU3BOACTBA H BCeil HEOOXOAUMON TeXHOIOTHYECKOH U KOHCTPYKTOPCKOH JOKYMEHTAIHH 110 pa3paboTke U
IIOCTAHOBKE Ha IPOMBIIUIEHHOE IPOM3BOJCTBO HOBOTO aBTOMOOMIIS 110 | aBrycra ciiefyIomero roja.
Kommepueckomy aupekropy Kynpusuosy H.II. nopydanocs nocraBka nepBoii HapTHu aBTOMOOWIIEH B Y pabCKuid BOGHHBIN OKpyr. [locTaB-
Ka aBTOMOOMIIEH 3aKa34uKy JOJDKHA OCYIIECTBILTHCS IIPU yCIOBHHU MIPEOILIATE CTOMMOCTHU BCEel MAapTHH aBTOMOOMIICH.

3amecturento reaepanbaoro aqupexropa Poroy W.T. mopydanocs obecriednTh KOOPIHHALMIO IPOU3BOACTBA H MOCTABOK KOMILIEKTYIOLINX K
aBTOMOOMITIO 3aBOJIAMH-CMEKHHUKAMH.
KoHTponb 3a HCHOMHEHHEM IpHKa3a ObLT BO3JIOXKEH Ha 3aM. reHepanbHoro aupekropa OAO «Mocmary Unpuenko C.I1.

TIpuka3s noanucan renepansHbM aupexkTopoM KopueeBbim B.C. 15 okTs0ps Tekyero roaa.
IIpuka3 6bUT 3aBH3UPOBAH KOMMEPYECKHM AUPEKTOPOM, TJIABHBIM MEXaHUKOM H TJIaBHBIM TEXHOJIOTOM.

CocTaBUTb H 0pOPMHTD TOKJIATHBIE 3AIIHCKH, HEOOX0AMMbIE B YIPAaBIeHYECKHX CUTYalHsX.

Hauanbhuk otnena kajgpos OAO «Metamnypr» (1. [lepmb) H.H. I'pomoB Hanpasui reHepaibHoMy aupektopy OAO «Merautypry
KpacnoBy T.E. nokianaHyo 3amnucky.

B noknmaHOM 3amucKe OH JOBOAWI 10 CBEACHHS I'€H.JUPEKTOpa, uTo paboune BToporo nexa JILA. Ilpoknos, I1.A. [Ipo3nos, E.M.
JlpyHHH TIOCTOSIHHO OHa3/bIBatOT Ha paboTy. OH MOSCHSII, YTO MM, KaK HA4aJIbHHKOM OTJIe/a KaJIpOB, ObUI IPHHST PS MEP, HAIpaBICHHbIX
Ha TOBBIILICHNE TUCUUIUTMHBI YKa3aHHBIX pabOvMX: MPOBEICHBI Oecelbl, BBLICHEHBI 0OCTOSTENILCTBA ONO3AaHIK Ha paboTy, COOpaHbl 0OBAC -
HHUTEIbHbIE 3alHCKH ¢ HapyIIuTeNnel TpyA0BOH JUCIUILINHEL, OJHAKO, OII03JaHHsI PErySIPHO IIPOJOJDKAIOTCS.

Iosromy H.H. I'pomos npocut T.E. KpacHoBa Haka3aTh HapylIuTenei Tpy10BOH AUCUMIUIMHBL, JIMIIUB UX MPEMHH 32 YETBEPThIH
kBapran 2006 roza.

JloxnaHast 3amicka HanucaHa 27 aBrycTa TeKyIIero rojia M 3aperucTpHpoBaHa 3a HoMepoM 23.

3 Bapuanr

)]

JoKyMeHT, BOCIPOM3BOASLIHIT HH(OPMALHIO APYTOro JOKYMEHTA M BCe €ro BHELIHIEe NPU3HAKH
a)  BTOPWYHBIIA;

0)  BU3YaJbHBI;

B)  KOIHSL.

2)

CoruacHo KiIaccu(pMKALUU JOKYMEHTOB 110 YPOBHIO 0000 1eHNsI HH(POPMALUHU PA3INYAIOT I0KYMEHTDI:
a)  NepBHYHbBIC H BTOPUYHEIC;

0)  TEKCTOBBIC U HETEKCTOBBIE TOKYMEHTHI;

B)  JOKYMEHTHI Ha €CTECTBEHHON M MCKYCCTBEHHOW MaTepHAIbHOI OCHOBE;

r)  TEepPUOJMYCCKUE U HENEPUOANYCCKHE TOKYMEHTBL.

3)

Jy6aukar —

a)  9TO HepBBIT (WIN eIMHIYIHBIH) SK3EMIUIIP JOKyMEHTa, 00/I1afafoui IOpHANIECKOI CHIION;

6)  9TO AOKYMEHT, BOCHPOHM3BOSIINI HHPOPMALIUIO APYTOro JOKYMEHTa U BCE €ro BHEIIHNE PU3HAKU WITH YacTh HX;
B)  9TO Konus O(HIMATFHOIO JOKYMEHTA, MMEIOIIas FOPU/INYECKYI0 CHITy TOAINHHHUKA.

4

TecHast B3aHMOCBSI3b 3JIEMEHTOB H IOICHCTEM 0KYMEHTA, 00eCnevnBaloNIast ero NeJIOCTHOCTE M TOKIeCTBEHHOCTh caMOMYy cefe — ITo
a)  aTpuOyTHBHOCTB;

6)  (GYHKIHMOHAIBLHOCTB;

B)  CTPYKTYpPHOCTb.

5)

IIpaBoBasi GyHKIMSI JOKYMEHTA OTHOCHTCSI K KATEropuu
a)  TJaBHBIC

6) obuue

B)  CIeUHaJibHbIE

6)

T'J1aBHAs 4aCTh JOKYMEHTA, PACKPBIBAIOLIAS €r0 CMBICJ U Ha3HAYEHHE — ITO...
a)  3aroJIOBOYHAs 4acTb;

0) coaepxarenbHas 4acTb;

B)  odopmIsironIas 4acTh.

7

Kakue BApMAHTBI Paclo/I0KeHUs] PEKBU3HTOB HA 0JIAHKAaX yCTAHOBJIEHbI?
a)  yIJIOBOW M LIGHTPHPOBAHHbII;

6)  maHrOBEI U IPOTOILHBIIH;

B)  YINIOBOW M IPOJOJIbHBIN.
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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)  OpraHH3alHIO COBPEMEHHOTO PACCMOTPEHHUS TOKYMEHTOB PYKOBOJICTBOM OpTraHU3aINH;
B)  KOHTPOJb 32 CPOKAMU HCIIOTHCHHUS IOKYMEHTOB;
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I)  IPOBEICHUE FKCIEPTH3bI HAYYHOM U MPAKTHYECKON LIEHHOCTH JJOKYMEHTOB.

5) ....—3To0 ¢pukcanusa GpaKTa co3TAHUA HIH NOCTYIICHHS JOKYMEHTA IyTeM NPOCTABJICHHS HA HeM AAThl H PerHCTPANHOHHOTO HHIEKCA ¢
NOCJIeAYIOIM BHECEHHEM HE0OX0AMMBIX CBeIeHHIi 0 JOKYMEHTe B PerHCTPAIIMOHHYIO 6a3y TaHHBIX.
a)  KOHTPOJIb;
0) perucrpanus;
B)  NIepeyeHb.
6) IlpexBapuTe/bHOE paccMOTpeHHE JOKYMeHTOB B ciiy:kbe JIOY moapasaensiercs: Ha
a)  BaKHBIC U HEBAXKHEIE,
6)  cpouYHBIC H HECPOUHBIE;
B) ULt 0053aTEIBHOTO PACCMOTPEHHS PYKOBOACTBOM M HE TPEOYIOIHE PE30IONIN PYKOBOACTBA U HAIIPABIIICMbIC Cpa3y B CTPYKTYPHbIC
TIOZIpa3/ieNIeH s HCTIOTIHHUTEISIM.
7) Hocrynaiouiye J0KYMEHTbI perucTPUPYIOTCSH
a) B JICHb MIOCTYIUICHHS,
0) B JIeHb NOJAIMCAHMS WIH YTBEPIKICHUSL.
8) Homenxiarypa e —3T0
a)  KIacCHU(UKAIMOHHBIN CIIPaBOYHUK, 00S3aTENIbHBIH IS COCTABICHHS BO BCEX FOCYJaPCTBEHHBIX OPTaHU3AIMAX, KOTOPBIH COAEPKUT IOI-
HBIH TIepeyeHb JIell, 3aBOJUMBIM BCEMH CTPYKTYPHBIMH ITOJpa3eIeHUsIMY, C YKa3aHHEM CPOKOB XpaHEHUsI, OpOPMIICHHBIH B YCTaAHOBIICH-
HOM TOPSIIKE.
0)  KkIaccuUKATOpP KOTOPEIIA, CONEPKUT IePeucHb IPHMEHIEMBIX B Pa3INYHbBIX OTPACIIAX SKOHOMHUKH JIOJDKHOCTEH paOOUHX H CIy’KAIluX,
3a(pMKCHPOBaHHBIX 3aKOHOJATEIbHBIMHI aKTaMH X HOPMAaTHBHBIMH JOKyMEHTaMHU.
B)  M3aHHE NPAKTUYECKOrO HA3HAYEHHs, C KPATKMM M3JI0KCHHUEM CBEICHHII B CHCTEMaTHYeCKo (hopMe, B pacyETe Ha BRIOOPOYHOE YTCHHUE,
Ha TO, YTOOBI MOYKHO OBLIO OBICTPO H JIETKO HABECTH II0 HEMY CIIPaBKY.
9) I'pynnupoBaHHe HCIIOJHEHHBIX JOKYMEHTOB B /I€JI0 B COOTBETCTBHH C HOMEHKJIATYPOIi /1eJI ¥ CHCTEMATH3alHsl JIOKYMEHTOB BHYTPH
aeJa - 3T0
a)  dopMmupoBaHHe IANIOK
6) dopmupoBanue nena
B)  ®DopMHpOBaHHE apXUBa
10) Ilo cpoxkam XpaHeHHUS AOKYMEHTBI ACJIATCH
a)  Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XPaHEHHsI, JOKYMEHTbI CO CPOKOM XpaHeHHs cBbliIe 10 JeT, JOKYMEHTBI CO CPOKOM XpaHeHHs 10 |
1eT.
0) Ha JOKYMEHTHI C IIOCTOSIHHBIM CPOKOM XPaHEHHsI, JOKyMEHTHI CO CPOKOM XPaHEHHUs CBBIIIE SIIET, JOKyMEHTEI CO CPOKOM XPaHEHUs 10 5
JeT.
B)  Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XPaHEHHUsI, JOKYMEHTBI CO CPOKOM XPaHEHHUs CBBIIIE 3J1eT, JOKYMEHTbI CO CPOKOM XpaHEeHHs 10 3
JIeT.
11) JloKyMeHTBI oTHpAaBJIsieMble H3 OPIraHH3AIMH OTHOCATCS K
a)  BXOIAIIEMY AOKYMEHTOIIOTOKY;
0)  HCXOAsIIEMY JOKYMEHTOHOTOKY;
B)  BHYTPCHHEMY JIOKYMCHTOIIOTOKY.
12) HentpanuzoBannas Gopma opranuzanuu pabotsr ciryx0sr JOY mpenmonaraet

a)

BBITIOJIHCHHUE BCCX TCXHOJOTHYCCKHUX onepaunﬁ mo pa60Te C HOKYMEHTaMU OAHHUM CIICHUAJIU3UPOBAHHLIM CTPYKTYPHBLIM

NOAPAa3ACICHUEM NN CEKPETAPEM.

6)

BBIMTOJTHCHHE YaCTH OTEpaIiii IICHTPAILHOM CiTy>K00# eTOMPOU3BO/ICTBA, M YACTH OICPALnii - B CTPYKTYPHBIX MOApa3aeie

HUAX.

B)

CO31aHHe COOCTBEHHOM JICJIONPOU3BOJICTBECHHOM Ci1yObl B K&KIOM CTPYKTYPHOM IMOApa3ACIeHUH OJHON OpraHU3altu.

13) K meronuueckoii pynkuuu cayxont JJOY ciaexyer oTHecTH:
a)  PErucTpanyio BXOIIINX, HCXOSIINX U BHYTPEHHUX JOKYMEHTOB,;
0)  opraHM3aIMIO COBPEMEHHOTO PaCCMOTPEHHUS JJOKYMEHTOB PYKOBOJCTBOM OPraHH3aLMH;
B)  KOHTPOIb 33 CPOKAMH HCIOIHEHUS JOKYMEHTOB;
I)  IpOBeJEeHHE YKCHEePTH3bI HAYYHOH M IPAKTHIECKON IEHHOCTH JIOKYMEHTOB.
14) KouTtpoas — 3710 ..
a)  COBOKYIHOCTH JEHCTBHII, 00ECIEUNBAIOIINX CBOEBPEMEHHOE HCIIOTHEHHUE JOKYMEHTOB;
0) cHCTeMaTH3UPOBAHHBII IIEPEUCHb 3ar0JIOBKOB JI€J C YKa3aHHEM CPOKOB UX XPAHEHHUS;
B)  HET IPaBMJILHOIO OTBETA.
15) IIpeaBapuTe/ibHOE paccMOTpPeHHE JOKYMEHTOB B ciiyx6e IOY noapa3sneisercs Ha
a) U1t 0053aTeNIbHOTO PACCMOTPEHHS PYKOBOACTBOM U He TPeOyIOIIIe Pe30IIOLHU PyKOBOJICTBA M HANIPaBIIsIeMbIe cpa3y B CTPYKTYpPHbIE
MOApa3/ieNIeH s UCTIOTHHUTEIIAM;
0)  BaKHBIC U HEBAJKHEIE,
B)  CpOYHBIC M HECPOUHEIE.
16) HomenkiaTtypa e —3T0
a)  KIaccHU(UKATOpP KOTOPEIH, CONEPHKUT IePeucHb IPHMEHIEMBIX B Pa3INYHBIX OTPACIIX YKOHOMHUKH JIOJDKHOCTEH pabOdHX H CIy’KAIlHX,
3a(pMKCHPOBaHHBIX 3aKOHOJATEIbHBIMI aKTaMH U HOPMATHBHBIMH IOKyMEHTaMHU.
6)  KIaccH(UKAMOHHBIN CIIPAaBOYHUK, 00S3aTeNIbHBIH A/ COCTABICHHS BO BCEX FOCYJaPCTBEHHBIX OPTaHU3aIMAX, KOTOPBIH COAEPKUT 0T~
HBIH TIepeveHb /e, 3aBOJUMBIM BCEMH CTPYKTYPHBIMH IIOIpa3eIeHUsIMY, C YKa3aHHEM CPOKOB XpaHEHUs, O(OPMIICHHBIH B yCTaHOBJICH-
HOM TIOpsIIKE.
B)  H3/aHHUE NPAKTUYECKOr0 Ha3HAYEHUs, C KPATKIM H3JI0)KEHUEM CBEIEHUI B cucTeMaTHieckoit Gopme, B pacuéTe Ha BHIOOPOUHOE UTEHHE,
Ha TO, YTOOBI MOYKHO OBLIO OBICTPO M JIETKO HABECTH 110 HEMY CIIPABKY.
17) HoMeHKkJaTypa JeJl OPraHU3ALUHU HA CJIeyIoleil KaJeHIapHbIii rojl cocTaBjsieTcs
a) B 1-2 kBapTanax TEKyIero roga
0) B 2-3 kBapTajax TEKyILEro rojaa
B) B 3-4 KkBapTajiax TeKyIIEro roja
18) ®opmupoBaHue aeJ — 3TO
a)  IPyNIHPOBaHUE MCIOJHEHHBIX JOKYMEHTOB B [€TI0.
6) rpynmupoBaHHE JOKYMEHTOB B [€JI0 H CHCTEMAaTU3alHsl JOKYMEHTOB BHYTPH JeTIa.
B)  IPYNIHPOBAaHHE HCIOIHEHHBIX JOKYMEHTOB B JISJIO B COOTBETCTBHU C HOMEHKIATYPOIl el M CHCTEMATH3alusl JOKYMEHTOB BHYTpH JeJIa.
19) CdopmupoBaHHOe 1€J10 JOJKHO COAEPKATH
a) 250 mucroB
6) He Oonee 250 naucToB
B)  He MeHee 250 nucToB
20) DxcnepTHas KOMHCCHS - 3TO

a)  COBCILIATENIbHBIN OPraH, € PEIICHUS BCTYIAIOT B CHITY IIOCIIE YTBEPKICHUS PyKOBOJMTENIEM OPraHHM3alliH, TaK KaK COIJIaCHO
3aKOHOJIATENILCTBY OH HECET OTBETCTBEHHOCTh 32 COXPAaHHOCTh JJOKYMEHTOB.
0)  coBelIaTENbHBII OpraH, ee peleHus BCTYNAT B CHITY TIOCJIE YTBEPKACHHS PYKOBOIUTENIEM OpPraHU3alMH.

44



B)  CoBemiaTenpHbIN, YKCIIEPTHO-KOHCYIBTATHBHBIH OpraH, 00pa3yemblii B LesiX 9P (HEKTHBHOTO yueTa MHEHHUS TPAKAAH H UX
00beJUMHEHHH B IIpoliecce 3aKOHOTBOPUECKOIT NesITeIHOCTH.
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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) YacTp Ciry’)keOHOTO MHChMa
B) (upMeHHBIH OJlaHK
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14)

C nomoibi0 KaKoro peKBU3HNTa 0(popm.IsieTcsi BHEeLIHee COTJIacOBaHue JOKyMeHTa?
a) BH3BI COTJIACOBAHUS
0) rpuda cormacoBaHus

15) U3 npuBeJeHHBbIX HMKe NAPHbIX HAUMEHOBAHU BbIOepHTe MPOLECCHl, KOTOPbIe COKPALIAIOT YHCJI0
(opM 10KYMEHTOB M YCTAHABJIMBAIOT HX eJUHOO0Pa3HOE HANIMCAHME:
a) TUIU3ALMS U aBTOMAaTU3aLUsA
0) yHHHUKAIKA U ONTHMHU3AIUSL
B) yHU(HKAIMS U CTAaHAAPTU3AIUS
16) B rpynmy opranu3aumoHHbIx JokymeHToB HE BXxoaut:
a) TPYIOBOIl JOTOBOP
0) mTaTHOE paclucaHue
B) TI0JIO)KEHHUE
17) BoiGepuTte npaBuJbHbIii BapuaHT HUGPOBOro oopMiaeHNns 1aThI:
a) 06.05.2013
6) 6.5.13
B) 06.05.13
18) IIpuka3 aBasercs:
a) JOKyMEHTOM, IPHHIUMAaeMbIM KOJUICTHAbHBIM OPTraHOM JJIsl peLIeHHsI IPOU3BOICTBEHHBIX 3a/1ad,
BOIIPOCOB;
0) NpaBOBHIM aKTOM, U37aBa€MbIM PYKOBOAUTENIEM, JUI PELICHUSI OCHOBHBIX ONEPAaTHUBHBIX 337a4, CTOALINX
nepes] JaHHOW opraHusanuen
19) Kax Ha3pIBancs JOKyMEHT, yupexaeHHbIH [leTpom I, ompenensioniuii KpoMe BCEro Mpoyuero OpraHu3annio
paboThI C JOKYMEHTAaMH B KOJJIETHAX?
a) ['eHepasbHBII peryiiaMeHT;
0) ['enepanbHbIi HopMyILsIp;
B) ['enepanbHbIii MaHU]ECT.
20) OcHOBO¥ OpraHU3aIMK AEATEIbHOCTH MUHUCTEPCTB CTaJl IPUHIIMII ...
a) KOJUICTHAIBHOCTH,
0) eaMHOHAYAIHS;
B) pa3jelieHHs] OJTHOMOYHUN.
21) ....2To0 ABM:KEHHE NOKYMEHTOB B OPTaHM3ally C MOMEHTA MX CO3JaHMA MJIH MOJIYYeHHUS /10 3aBeplie-
HHUSI MCTIOJTHEHUSI MJIH OTHPABJIEHHS.
a) perucTparyus;
0) cucrema JIOKyMEHTaluH;
B) JTIOKYMEHTOOOOpOT.
22) ITo OTHOLIEHHUIO K YIPaBJEHYECKOMY 00bEeKTY BbIIEISIOT JOKYMEHTONOTOKH:
a) BHYTPEHHHI JOKyMEHTOIOTOK;
0) TOPU3OHTANBHBIA JOKYMEHTOIIOTOK;
B) BXOISLIMH TOKYMEHTOIOTOK;
T) BEPTUKAIBHBIN JOKYMEHTOIOTOK;
J1) HUCXOJSIIMNA TOKYMEHTONOTOK.
23) OcHoBHas meab cayxou1 JOY
a) OCYIIECTBHUTH B ITOJHOM Mepe BCe JEUCTBHSA IO JOKYMEHTAI[HIOHHOMY OOECIIEUEHHIO JIESITEeNbHOCTH Opra-
HU3aLUH;
6) ocyIIecTBUTH B ITOJIHOM Mepe Bce JEUCTBHS 110 MAaTEPUAIEHO-TEXHUUECKOMY 00ECIIEUCHHUIO AeSTEeIbHO-
CTH OpraHu3allvy;
B) OCYILIECTBHTH B IIOJHOM Mepe Bce NEUCTBHS 110 HHPOPMAIMOHHOMY 00ECIIEYEHUIO AEsATEIbHOCTH Opra-
HU3AILUH.
24) K opranmsanmonHoii pyHkuuu cay:xkoe1 JOY cieayer oTHecTH:
a) pEeTUCTPpALNIO BXOOAIINX, UCXOAAIINX U BHYTPEHHUX JOKYMECHTOB,
6) OpraHM3aINIO COBPEMEHHOTO PACCMOTPEHHS JOKYMEHTOB PyKOBOJCTBOM OpTaHU3aIINH;
B) KOHTPOJb 32 CPOKAMHU HCIIOIHEHHUS JOKYMEHTOB;
I) TpOBEJCHHE SKCIEPTU3bl HAYYHOH M MPAKTHYECKON IEHHOCTH JIOKYMEHTOB.
25) Benenue nHGOPMANIOHHO-CIIPABOYHOI Pa00ThI 10 JOKYMEHTAM OPraHU3ANMH OTHOCUTCH K ...
a) K TexXHoJIornyeckoi ¢pyHkimu ciyx0osl JJOY;
0) K opraHuMzanMoHHOW QyHKIMH cay)0bI I0Y;
B) K KOHTpOJIbHOU ¢yHKuMHU ciyx0s1 JOY;
r) K Meroauudeckoi yHkuuu ciyx0s1 1OY.
26) YcaoBHOe 0003HaYeHHE JOKYMEHTA, IPHCBAHBaeMOe eMy IIPH PEerHCTPAIMH, HA3BIBACTCH ...
a) IlopsaokoBrIit HOMeEp;
0) PerucrpanuoHHbIN HHAEKC;
B) Y4eTHbIH MHIEKC.
27) I'naBHoe Ha3HAYeHUE perucTPauuu

a) HampapJeHHE JOKyMEHTa PyKOBOIUTEIIIO;
0) mpumaHue JOKYMEHTY FOPHUANICCKOM CHIIHI,
B) HOATBEpXKIeHHUE (aKTa ero CO3aHMUs WIM NOCTYILUICHUS;
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T) BBOJ JOKYMEHTa B HHQOPMAIMOHHYIO 023y OpraHHU3aIlHH.

28) ®opmbl perucTpanuu A0KYMEHTOB MOTYT ObITh

a) KapTo4Has;

0) JXypHaIbHad,

B) anpOomHas

r) aBTOMAaTH3MPOBaHHas AneKkTpoHHas (Ha [I9BM);
J1) OJOKHOTHasl.

29) COBOKyl’lHOCTL JAOKYMEHTOB, OTHOCAIIMXCH K O/THOMY BOIIPOCY WIH YYACTKY ACATEC/IBHOCTH, IIOME-

IIEHHBIX B OT/AEJLHYI0 00J105KKY — HA3bIBAKOT
a) Jenowm,

0) mankoii,

B) apXUBOM.

30) OxcnepTH3a HEHHOCTH JOKYMEHTOB — 3TO

a) 0TOOp JOKYMEHTOB Ha TOCYIAapCTBEHHOE XpaHEHHE MM YCTAaHOBJICHUE CPOKOB MX XPAaHEHUs HA OCHOBE
MIPUHSITHIX KPUTEPHUEB.

6) oTOOp HTOKYMEHTOB Ha rOCyNapCTBEHHOE XpaHEHHE

B) YCTaHOBJICHHE CPOKOB MX XPAHEHHUsSI HA OCHOBE MIPUHSTHIX KPUTEPHUEB.

2 BapuaHT
1) JoKyMeHT WM KOMILIEKC T0KYMEHTOB 3TO ...
a) TpeaMeT MOKYMEHTOBEICHUS,;
0) OOBEeKT TOKyMEHTOBEICHUS;
B) JIOKYMEHTOBEJIEHHUE.
2) Kakas pyHKIUS OTHOCHTCSA K CHIENHMAJbHBIM (DYHKIHMAM JOKyMeHTa?
a) yHIopsIOYHMBAOIIAS;
0) ympaBicHYECKas,
B) WHGOPMAIMOHHAS.
3) ... — AOKYMEHTBI, CO31aHHbIE ¢ MCMOJIH30BAHHEM HOCHUTeNeil M CImocod 3amucu, odecrnevyuBalOIIUX OTpa-
00TKY NX HHGOPMALNH 3JIeKTPOHHO-BBIYHCINTEIbLHON MAIINHOIA.
a) TEXHUYECCKHE JOKYMEHTHI;
0) (OTOMOKYMCHTHI,
B) KHHOJOKYMEHTBI;
r) ¢oHOMOKYMEHTSI;
1) JTOKYMEHTHI Ha MAIlTMHHOM HOCHTEJIE.
4) JIoKyMeHT, BOCIIPOU3BOAS LM HH(POPMALIMIO APYTOr0 JOKYMEHTA M BCe ero BHELIHMe IPU3HAKH
a) BTOPWYHEIH;
0) BuU3YyaIbHBIN;
B) KOmNWUsl.
5) HAyoaukart —
a) 9TO NepBbIN (WK eAMHUYIHBIN) 9K3EMIUSIp JOKYMEHTA, 00JIaJaroui IOpUANIECKON CUIION;
0) 95TO JHOKYMEHT, BOCIIPOM3BOIAMINKA HH(OPMAIMIO APYTOTO JOKYMEHTAa W BCE €r0 BHEIIHHE IMPU3HAKU WIH
4acTh HX;
B) 9TO KONWs OQHIHAITEHOTO JOKYMEHTA, UMEIOIIAs FOPUIMICSCKYIO CHITY ITOJUTHHHUKA.
6) TecHast B3aMMOCBAI3b 3JIEMEHTOB U NOACUCTEM JAOKYMEHTA, 00ecreynBaloLasl ero HeJoCTHOCTh U TOKIe-
CTBEHHOCTb cCaMoOMYy cefe — 3To
a) arpuOyTUBHOCTH;
0) (YHKIHOHAIBHOCTS;
B) CTPYKTYpPHOCTb.
7) IIpaBoBasi pyHKUMSA JOKYMEHTA OTHOCHTCS K KATErOpUM
a) TJIaBHBIC
0) obmue
B) CIenuaJbHBIC
8) JlokymeHT, conep:kauuii HH(popManuio, He MPeAHAZHAYEHHYIO /ISl IIMPOKOT0 PACIPOCTPaHEeHHSI
a) HEOMyOJUKOBAHHBIN;
0) HemyOINKyeMbIH;
B) HENEPHOAMYECKHUH.
9) Bce onepauun no 00padoTKe JOKYMEHTOB COCPEI0TOYNBAIOTCH B ¢IMHOM LICHTPE - KAHLeJISPpUH, 001eM
oTaeJie WIH y ceKpeTaps mpu ...
a) UEHTPAIN30BaHHOI (hopMe OpraHn3aIMy JIeONPOU3BO/ICTBA;
0) IeueHTpaIM30BaHHOHN (opMe OpraHu3aIyHy JIEJIONPOU3BOICTBA;
B) CMeLIaHHO# (hopMe opraHM3aly JIeJIONPOM3BOACTRA;
10) Kakue oprann3anmoHHble JOKYMEHTBI YTBEP:KIAI0TCSl PYKOBOIUTEJEeM Opranu3anuu?

a) JOJDKHOCTHBIC HHCTPYKIIUH
0) TIOJIOKEHHUS O CTPYKTYPHBIX MOAPA3ICICHUIX
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B) TpaBWIIa BHYTPEHHETO pacropsaka
r) BCE NEePEYHCICHHBIC BHIIIEC JOKYMEHTHI

11) Kakue pacnopsiqute/bHble JOKYMEHThI H31AI0TCS HA OCHOBE eJUHOHAYAIHNA?
a) pemeHus
0) mnpHKa3bl
12) C kakoii He/ibI0 Ha CJIY:KeOHOM MUCbMe YKA3bIBAIOT GaMUINI0 U Tejie(OH MCTIOTHUTEIsA?
a) IS OTIEPATHUBHOM CBSI3H C HCIIONHUTEIEM
0) Ui IpUAaHHUS JOKYMEHTY IOPUINYECKOH CHIIBI
13) Ha xakoM ciy:ke0HOM nucbMe npocTaBisercs peKBU3UT (13) «Ceblika HA perncTpaliMOHHBIN HOMEpP U
ATy TOKyMeHTa»?
a) MHUCbMax - Ipockdax
0) CONPOBOIMTENBHBIX MACHKMaX
B) HWH(OPMALMOHHBIX MUChMaX
r) THUChMaX- OTBETAX
14) TunoBoii popMyasip AOKYMEHTA — ITO COBOKYMHOCTH PEKBU3HTOB:
a) 00s3aTeNbHBIX (TOCTOSTHHBIX )
6) HEoOXOAMMBIX TSI JAHHOTO JJOKyMEHTA
B) PAacCHOJIOKCHHBIX B OIPEAEICHHOMN MOCIEI0BATEILHOCTH
15) IlpoekT npuka3a no JUYHOMY COCTABY TOTOBHTCS:
a) PYKOBOAUTENEM OpraHHU3aLUU
0) PpYKOBOAWTENIEM CTPYKTYPHOTO TIOAPA3ACICHUS, TAE TPYAUTCS pabOTHUK
B) HAYaJLHUKOM OTJEJNIa KaJpoB
16) Kaxkoii peKBU3UT He BXOJMT B COCTAB NIpUKa3a?
a) Jara JOKyMEHTa
0) anpecar
B) HaMMEHOBaHHE OpraHH3aLUH
r) TOAMKCH
17) He BepeH cieayroniuii 3arojioBOK NpuKasa:
a) «O peopraHm3anyy MPEATIPHATHIY;
06) «lIpuka3 o IpeATPHATHION;
B) «OO0 M3MEHEHUH OIIJIATHI OTITYCKOBY
18) Ykaxurte npaBujibHOe 0003HAUEHHME MeCTA U31aAHUN JOKYMEHTA:
a) T.Mocksa;
0) ropox Mockga;
B) MockBa
19) Kaxk Ha3pIBascs JOKYMEHT, yapekaeHHbIN [leTpom I, ompenenstonmii KpoMe BCero Ipoyero OpraHn3anuio
paboThI C JOKYMEHTAaMH B KOJIJIETHAX?
a) ['eHepasbHBII periaMeHT;
6) [I'enepanbHbIi GOpPMYJISIp;
B) ['eHepanbHBIH MaHU]ECT.
20) Kakue opraHM3alHOHHBIE JOKYMEHTBI YTBEP:KIAOTCSI PYKOBOAUTEIeM OpraHu3anuu?
a) JIOJDKHOCTHBIE HHCTPYKLIUH
0) TONOXKEHUS O CTPYKTYPHBIX MOPa3IeIICHISIX
B) TpaBWJIa BHYTPEHHETO Paclopsiika
r) BCe MePEUNCICHHBIC BINIE JOKYMEHTBHI
21) CBHTOK U3 MOJIKIEEHHBIX JPYT K JPYTY JIUCTOB — 3TO ...
a) TpamoTa;
0) TeTpanb;
B) CTOJOEII.
22) JIOKYMEHTBI U3 BbIIIECTOSIIIMX, I0ABEAOMCTBEHHbIX OPraHN3alMii M 00palleHUs TPAKAAH OTHOCATCS K

a) BXOIAIIEMY JOKYMEHTOIIOTOKY;
0) WHCXOIIEMY TOKyMEHTOMOTOKY;
B) BHYTPEHHEMY JIOKYMEHTOIOTOKY.

23) Jdeuentpanusoannasi popma opranuzanud padorsi cay:x0s1 JOY npeamonaraer

a) BBINOJHEHHE BCEX TEXHOIOTHUECKUX ONEpaIuii 1o paboTe ¢ JOKyMEHTaMH OJJHUM CHEINATN3HPOBAHHBIM
CTPYKTYPHBIM IIOJIpa3/IeJICHUEM HITH CEKPETapeM.

6) BBITOJHEHHE YACTH OMEPALNH IEHTPAIBHOH CITy>K00H IEeTONpPON3BOICTBA, U YAaCTH OIEPALNH - B CTPYKTYP-
HBIX NOApa3AEICHUsAX.

B) co31aHKe cOOCTBEHHOMH AEI0NPON3BOICTBEHHOM CITYKOBI B KaXKIOM CTPYKTYPHOM ITOJpa3/IeJICHUH OTHOM
OpTaHU3aIHH.

24)

K xonTpoabHoii pynkuuu cay:xonl JJOY cieayer oTHecTH:

a) PErHCTPaNHUIO BXOJSIINX, NCXOISIINX U BHYTPEHHHUX JJOKyMEHTOB;

6) OpraHM3aIMI0 COBPEMEHHOTO PACCMOTPEHHS TOKYMEHTOB PyKOBOJCTBOM OPraHU3aIlNy;
B) KOHTPOJIb 32 CPOKAMH HCIIOIHEHHUS IOKYMEHTOB;

I) TpoBEJeHHE SKCHEPTU3bl HAYYHOH M MPAKTHYEeCKON IEHHOCTH TIOKYMEHTOB.
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25)

«eee —3TO puKcanust paKTa CO3AAHMUS MM NOCTYIJIEHHUS JOKYMEHTA NyTeM MPOCTABJICHUS HA HeM AaThI U
PerucTpalMoOHHOrO HHAEKCA ¢ MOC/IeIyIOIUM BHeCEHHEM He00X0AUMBIX CBeIeHUI 0 JOKyMeHTe B
perucTpanuoHHYI0 6a3y JaHHBIX.

a) KOHTPOIIB;

6) perucrpauus;

B) IIEepeyCHb.

26) IIpenBapurtesibHOE paccMOTpPeHUE TOKYMeHTOB B ciayx6e IOY noapasnensiercst Ha
a) BaXHBIC H HEBA)KHBIE;
0) cpouHBIC U HECPOUHEIE,;
B) Ul 003aTENHHOTO PACCMOTPEHUS PYKOBOJICTBOM M HE TPEOYIOIINE PE30IIOINN PYKOBOACTBA U HAIPABIIS-
eMbI€ Cpa3y B CTPYKTYpHBIE TOAPA3eIICHNS] HCIOJIHUTEISIM.
27) IocTtynawimue 10KYMEHTBI PerHCTPUPYIOTCS
a) B JICHb [TOCTYIJICHHUS,
0) B JicHb NOJNIMCAHUS WIN YTBEPXKICHHUSL.
28) HomeHKJIaTypa J1eJ1 OPraHu3alMyu Ha cIeayIolell KajdeH apHblii ro cocTaBaseTcs
a) B 1-2 kBapTamax TeKyImero roga
0) B 2-3 KBapTaNax TEKYyIIEro rojaa
B) B 3-4 xBapTayax TEKYIIEro rojaa
29) I'pynnupoBaHue HCIOJTHEHHBIX JOKYMEHTOB B /I€JI0 B COOTBETCTBHH ¢ HOMEHKJIATYPOIi /1eJl M CHCTEMATH-
3aIUsl JOKYMEHTOB BHYTPH JeJja - 3TO
a) ®dopmMupoBaHUE NANOK
6) dopmupoBaHue aeIa
B) ®opMHpOBaHHE apXHBa
30) ITo cpokam XpaHeHUS JOKYMEHTbI AeJIATCHA

a) Ha JOKYMEHTHI C IOCTOSIHHBIM CPOKOM XpaHEHHUs, TOKYMEHTBI CO CPOKOM XpaHeHHs cBeime 10 ser,
JIOKYMEHTHI CO CPOKOM XpaHeHus a0 10 maer.

0) Ha JOKYMEHTHI C TOCTOSTHHBIM CPOKOM XpaHEHHsI, TOKYMEHTBI CO CPOKOM XPaHEHHs CBBIILE SIIET, TOKYMEH-
TBI CO CPOKOM XPaHEHUs JI0 5 JIET.

B) HAa JJOKyMEHTHI C IIOCTOSHHBIM CPOKOM XpPaHEHHs, JOKYMEHTBI CO CPOKOM XPaHEHHs CBBIIIE 3JIET, JOKYMEH-
TBI CO CPOKOM XpaHEHUs 10 3 JieT.
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