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1. IACIIOPT PABOYEH ITPOT'PAMMBI JJUCHUTLJIAHBI

1.1. O61acTh NpUMeHeHHs pado4eil MporpamMMsl

PabGouass mporpamMma JUCIUIUIMHBI SIBJSETCS YacThIO OCHOBHOW 00pa3oBaTEIbHOM
nporpammsel B cootBercTBUU ¢ PI'OC nns cnenmansHocTu: 38.02.06 duHaHCHl (YKpYyNHEHHAS
rpymmna crnenuanbHocTerd 38.00.00 DxoHOMHMKAa M yIpaBJieHHUE), I OO0ydYaroIMXCS OYHOM
dbopMbI 00yUCHHUS.

1.2. MecTto Yy4eOHOIl JAUCUMINVIMHBI B CTPYKTYpe OCHOBHOH TNPo(ecCHOHATLHOM
o0pa3oBaTeIbHON NPOTrPaAMMBbI

JucuuiuiiHa peanu3yercss B paMmMkax oOmienpodeccHoHalbHOro IHKiIa. JucuurumHa
peann3yercsi B paMKax BapMaTUBHOW YacCTH.

1.3. Heap u niianupyemblie pe3yJibTaThl 0CBOCHUS AUCUHUIIIMHBI:

Kon Ymenus 3Hanug
OK, IIK
OK 02 Ocy1iecTBasiTh OCYILIECTBJISITh XPAHEHUE U TTOUCK MIPUEMBI
MIOUCK, aHAJIN3 U JTOKYMEHTOB CTPYKTYpUPOBAHUS
UHTEPIIPETALNIO uH(pOpMaLnu;
uHpopManuy, dopmar odpopmiaeHus
HEOOXOIUMOM Is pe3yNbTaToOB MOKCKA
BBITIOJTHEHMS 32/1a4 uH(pOopMaIun
npodecCHOHAIBHON
JESTEIIbHOCTH
OK 04.Pa6orats B KCIMOJIb30BATh TEJICKOMMYHHUKAIIMOHHBIE | OPTaHU3AIUIO
KOJIJICKTHBE U KOMaHJIe, | TEXHOJIOTHUH B 3JIEKTPOHHOM JOKYMEHTO000poTa:
3 exTruBHO JTIOKYMEHTO000pOTE npuem, o0paboTKy,
B3aMMO/ICHICTBOBATH C perucTpanuio,
KOJUJIETaMH, KOHTPOJIb, XpaHEHUE
PYKOBOJCTBOM, JIOKYMEHTOB,
KJIMEHTaMH HOMEHKJIATYPY J1eT
OK 05 OcymuiecTBisTh IPaMOTHO U3JIaraTb CBOM MBICIHU U 0CO0EHHOCTH
YCTHYIO U TUCBbMEHHYIO | OQOPMIISATH JOKYMEHTHI IO COLIMATILHOTO U
KOMMYHHKAIIHIO Ha npodeccuOHaTbHON TeMaTHKE Ha KYJBTYPHOTO
rOCy/IapCTBEHHOM $I3bIKE€ | TOCYAAPCTBEHHOM SI3BIKE, IPOSIBIIATH KOHTEKCTA; MpaBuia
C y4eTOM OCOOEHHOCTEH | TOJEPAaHTHOCTH B paboyeM KOJJICKTHBE | ohopMiIeHuUs
COLIMATILHOTO U JIOKYMEHTOB U
KyJBTYpHOT'O KOHTEKCTa MOCTPOCHHS YCTHBIX
coo01eHni
IIK 1.4. CocraBnsath UCIOJIb30BATh YHU(DHUIIMPOBAHHBIE OCHOBHBIE ITOHATHS
IJIAHOBBIE JOKYMEHTBI (GOpMBI TOKYMEHTOB JOKYMEHTAIlMOHHOTO
rOCyJapCTBEHHBIX U o0ecrieueHus
MYHHUIIUTTATBHBIX yIpaBiIeHUS
YUPEKICHUN U
000CHOBaHHUSI K HUM




2. CTPYKTYPA U COAEPKAHUE JUCIHUITJINHbI

2.1 O0beM IMCHUILUIMHBI U BUAbI Y4eOHOH padoThI
Ounas ¢hopma 00yueHus

Buo yueonoii pabomut

Oo6vem uacoe

O0bem 00pa3oBaTeIbHOI NPOTPAMMBbI 36
PaGora o0yyaronmmuxcsi BO B3aMMO/1€iiCTBMU C IpenoaBarejiemM 26
B TOM YHUCJIE:
neKuuu (YpoKH) 12
B (hopMe mpakTUUECKON MOATOTOBKHU (€CIIH MPETyCMOTPEHO) *
IIPAKTUYECKUE 3aHATUS 14
B (hopMe mpakTUUECKON MOATOTOBKHU (€CIIH MPETyCMOTPEHO) *
71a00paTOPHBIE 3aHITHS
B (hopMe MPAKTUIECKOW MOATOTOBKHU (€CIIU MPETyCMOTPEHO) *
KypcoBas pabota (poekT) (eciu npedycmompena)
CamocrosiTenbHas paboTta o0y4aromierocs (Bcero) (eciu npedycmompena) 10

Koncynwranuu (eciu npedycmompena)

[TpomexxyTounas arrectaius B GopmMe HTOTOBOM KOHTPOJIBHON pabOThI




2.2. TemaTn4yecKuii MJIaH U COIEPKAHME TN CUUILTAHBI

Ounas hopma oOydeHHst

OcBauBaembl
HaumenoBanue pasaesioB Oo0bem
o TeM Coaeprxanue yueOHOro MaTepuaa 4ACOB € JIEMEHTBI
KOMIIeTeH Ui
1 2 3 4
Paznea 1. [lokymeHTHPOBaHME YIIPABJEHY€CKOH 1eATEJIbHOCTH
Tewma 1.1. Cooeporcanue yueonozo mamepuana:
[Tonarue noxymenTa, ero | 1) JIOKyMEHTallMOHHOE 00ecTeYeHne YIPaBIeHUsl, 00BEKT, IPEIMET, LIeJIU U 3a7a4u
CBOWCTBA, (QDYHKIHH JOY. Jlenonpou3BoJCTBO, €TO JIEMEHTHI, (HOPMBI JeTONPOU3BOACTBA 2 OK.02, OK.04,
2) CBoiicTBa TOKYMEHTA. OK.05, TTK.1.4
3) @yHKIUN JOKYMEHTA
Tema 1.2 Cooepicanue yueonozo mamepuana:
Meronsl 1) JlokyMeHTUpOBaHHE. METO/IbI U CIIOCOOB! TOKYMEHTHPOBAHUS OK.02. OK.04
JTIOKYMEHTHUPOBAHMUSI. 2) Knaccudukamnms 10KkyMeHTOB 2 e 1 A
OK.05, IIK.1.4
Knaccudukanus 3) YHUpHUKaIMA U CTaHAAPTU3ALUS TOKYMEHTOB
JIOKYMEHTOB
Tema 1.3 Ilpakmuueckoe 3anamue:
PexBu3uThl ToKymMmeHTOB U | 1) CocTtaB peKBU3UTOB JOKYMEHTOB ) OK.02, OK.04,
o01Me mpaBuiIa ux 2) TpeboBanus kK 0(OPMIIEHUIO PEKBU3UTOB IOKyMEHTOB OK.05, IIK.1.4
ohopMITCHUS
Tema 1.4 Ilpakmuueckoe 3anamue:
YHudumpoBaHHas 1) Ocnonble nonsitTust Y COPJ] OK.02. OK.04
CUCTEMA OpraHU3alMOHHO- | 2) Hasznauenue, coctaB u oopmIIeHHE OpraHU3allMOHHO-TIPABOBOM JOKYMEHTAIIUU 2 OK' 0 5’ HK'l éi
pacnopsIuTeIbHON o
JOKYMEHTaluu
Tema 1.5 Ilpakmuueckoe 3anamue:
[TpaBuna opopmieHus 1) XapaKkTepUCTHUKA U COCTAB PACIOPSIAUTEIILHON JOKYMEHTAL[UU OK.02. OK.04
pactopsiIUTETbHON 2) TpeboBanus Kk 0OPMICHHUIO PACTIOPSAUTEIIFHON JOKYMEHTAIIUN 2 OK' 0 5’ HK'l 4
JOKyMEHTAUU 3) OdopmiieHre mpuKka3oB, pacoOpsLKEHU 1Mo 00pasily ¢ UCIOIb30BAHUEM R
MH(POPMALMOHHBIX TEXHOIOTUH
Tema 1.6 Ilpakmuueckoe 3anamue:
[TpaBuna opopmieHus 1) XapakTepucTrKa U COCTaB MH(POPMAIIMOHHO-CIIPABOYHOMN JOKYMEHTAIIH ) OK.02, OK.04,
MH(POPMAIIMOHHO- 2) TpeboBanus kK 0opMIICHUIO HHPOPMAITHOHHO-CIIPABOYHON JOKYMEHTAIH OK.05, IIK.1.4

CIIPaBOYHOM JOKYMEHTAIIUU

3) OdopmiteHne ciry>)keOHBIX THCEM




KonTtponbHas pabora

Hpakmulteckoe 3anamue:

. OK.02, OK.04,
1) TectupoBanue 1o TeMe «[oKkyMEeHTUPOBaHUE YIIPABICHYECKON EATEIHLHOCTH 2 OK.05. TIK 1.4
2) OdopmiieHre OpraHU3alMOHHO - PACHIOPSIIUTENBHBIX TOKYMEHTOB T
Paznen 2. Oprannszanus padoTbl ¢ JOKYMEHTAMM
Tema 2.1 Cooepotcanue yueonozo mamepuana:
Cucrema u TUnoBas 1) Opranu3zanys ciyX0bl TOKYMEHTALIHOHHOTO 00eCTIeYeH s YIIpaBIeHUs OK.02. OK.04
TEXHOJIOTHUS 2) HopmartusHo-11paBoBoe obecnieueHue AesiTeIbHOCTH Ciryx0b1 JIOY 2 OK' 0 5’ HK'l éi
JTOKYMEHTAIlMOHHOTO 3) Cucrema JIOVY, 3anaun, GyHKIMH, TUTIOBBIE CTPYKTYPBI, JOTKHOCTHOU COCTAB. T
oOecrieyeHus ynpasieHus | 4) TpeboBaHus K OpraHu3alMy JOKYMEHT0000poTa (HOMEHKIATypa JIeI)
Tema 2.2 Cooeprcanue yueonozo mamepuana:
TexHonorust paboTsI ¢ 1) Dransl paboThI ¢ BXOASIMIUMH JOKYMEHTaMHU OK.02. OK.04
BXOISIINMH, HCXOIAIIUMHU | 2) Otanbl pabOThI ¢ UCXOISIIUMH TOKYMEHTAMU 2 OK' 0 5’ HK'l éi
U BHYTPCHHUMU 3) Otanbl paboThl C BHYTPEHHUMH JTOKYMEHTaMH R
JIOKyMEHTaMu 4) Perucrpanus 1 KOHTPOJIb UCTIOJHEHHSI TOKYMEHTOB
Tema 2.3 Ilpakmuueckoe 3anamue: OK.02. OK.04
Texnomorust peructpamuu | 1) OdopmiieHne )XypHAIOB PETUCTPALIMH BXOAIINX, UCXOISIINX JOKYMEHTOB 2 OK' 0 5’ HK'l 4
2) Benenue cipaBoyHO-MH()OPMAITMOHHON PabOTHI O JOKYMEHTaM T
Tema 2.4 Cooepicanue yueonozo mamepuana:
Howmenxkiarypa nein.. 1) CocraBneHrne HOMEHKIIATyp Jel
Opranuzanus XpaHeHus 2) DopMUPOBAHUE U OTIEPATUBHOE XPaHEHUE JIETT ) OK.02, OK.04,
JIOKYMEHTOB 3) Opranuzanus 3KCiepTu3bl HEHHOCTU JOKYMEHTOB OK.05,TIK.1.4
4) [ToaroroBka ey K apXMBHOMY XPAaHEHUIO
5) ITopsiAOK YHUYTOKEHHUS JOKYMEHTOB
Tema 2.5 Cooepicanue yueonozo mamepuana:
[ToHsiTHE 3NEKTPOHHOTO 1) Ocnoguble noustust 0. Buast 3/10. [IpeumyiectBa u HEJOCTATKU ) OK.02, OK.04,
JIOKYMEHTOO00pOTa 2) OnektpoHHbIe oanucu B 910 OK.05,TIK.1.4
3) Cucrema 31eKTpoHHOTO HoKyMeHToobopoTa (COJ1): dyHkumu, 3anauu, BUABI
Hrorosast KOHTpOIbHAS Ilpakmuueckoe 3anamue:
paborta 1) TectupoBanue mo Kypcy ) OK.02, OK.04,
2) BrinonHeHne NpakTHYECKOro 3a1aHus OK.05, IIK.1.4
3) [TonBeneHue UTOroB 3a CEMECTP
CamocrosarenbHas padora: | CoctaBUTh KOHCIEKT «O0111e TpeOoBaHus K OJJaHKaM JOKYMEHTOB) 2
CocraButh cxemy «Knaccuduxaius JOKyMEHTOBY 4
CoctaBuTh Tabnuiy «OpraHu3aioHHO-TIPABOBBIE TOKYMEHTBI» 4
Bcero: | 26/10




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

®onn oueHounbix cpencts (najgee — OC) - KOMIIEKT METOJUYECKUX U KOHTPOJIbHBIX
MaTepuasoB, HCIOJb3YEMBIX MpPU MNPOBEJCHUH TEKYIIEro KOHTPOJS OCBOEHUS pPE3yJIbTaTOB
oOydeHus u npomexxyrounoit arrectamuu. @OC mpenHazHayeH IJIs KOHTPOJS U YIpaBIICHUS
MPOIIECCOM TPHOOPETCHHS 00YYaIOMMMUCS HEOOXOAMMBIX 3HAHWW, YMEHUM M KOMIICTCHIIHH,
onpeaeneHHbIXx Bo I'OC (ITpunoxenue Ne 2).

4. YCJIOBHYSA PEAJIM3ALIMHU JUCIIUITJIMHBI

4.1. TpeOGoBaHUsI K MUHIMAJILHOMY MaTepPHAJIbHO-TEXHHYECKOMY 00ecredeHuIo

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

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

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

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

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

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

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

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

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

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

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

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



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

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

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

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

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

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

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

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

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

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

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

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

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

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

HanMeHOBaHNe MPOrpaMMHOT0 odecreyeHust

[TakeT mporpamm Microsoft Office




IMPHUJIOKEHHUE Ne 1
OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJI’KETHOE OBPA30BATEJIBHOE
YUPEXJEHNE BbICIIEI'O OBPASOBAHUS
«BAIKMPCKUU I'OCYJAPCTBEHHbBIM YHUBEPCUTET»

Crepauramakckuii puiman

Komnemx

KanennapHo-reMmaTuyecKuil nmJjiaH

110 JUCLUIUIMHE OIII].12 Jlokymenmauuonnoe obecneuenue ynpasieHus
CHEIHabHOCTb
38.02.06 QDunancol
KOJ HAaUMEHOBAaHUE CHEIUAIBHOCTH
KBaTM(UKAITUS
Qunancucm

PazpaboTunk (cocTaBUTENb)
Ilpenooasamens
T'anukaesa JI.A.

ydeHasl CTETIeHb, YUCHOE 3BaHUE,
kareropusi, ®.1.0.

Crepnuramak 2024



Ounast popma 00ydeHus

Ko
N Kanengap
Ne HaunmenoBanue paszaennos HBIE CPOKHU
BO Bun 3anstus JlomanHee 3agaHue
/T U TEM qac | M3YICHIA
(Tutan)
OB
1.
[TousiTue noxymeHra, ero ’ COHTAOPD Texuns Tect «OCHOBHEIE
CBOWCTBa, (QYHKIIUU nousitus [JOY
2. Meroabl
10K I[eHTH OBAHILS CocTaBUTH CXEMY
M P ’ 2 | ceHTsAOph Jlexuus «Knaccuduxarnms
Knaccudukanus JIOKYMCHTOBY
JIOKYMEHTOB
3. PexBU3UTHI TOKYMEHTOB U oAk THICCKOe CocTaBUTh KOHCIIEKT
oO1re mpaBuia ux 2 | ceHTAOpH P SAHSTHE «Oo6mue TpeboBaHUS K
odopmiieHus OJlaHKaM TOKYMEHTOB)
4. YHUGHIMpOBaHHas CocraBuTh TaOIUITY
CUCTEMa OpraHU3aIllMOHHO- [IpakTueckoe
. 2 OKTSIOpb «Opranu3anoHHO-
pacnopsAUTEIbHON 3aHSTHE
MIPABOBBIE TOKYMEHTBI»
JIOKYMEHTAIUU
5 [IpaBuiia opopmieHus
’ . [IpakTnueckoe
pacnopsiAUTEeNbHON 2 OKTSIOpb P SAHSTHE [ToBTOPUTH KOHCIIEKT
JOKYMEHTAI1
6. [TpaBuna opopmieHus
MH()OPMaMOHHO- [IpakTnueckoe
Gop w 2 OKTS0pb P [TOBTOpUTH KOHCTIEKT
CIpaBOYHOMU 3aHATHE
JOKYMEHTAII1
7.
[IpakTrueckoe
KonTpomnbHas pabota 2 OKTSIOpb SAHSTIC
8. CrHCTeMA i THIOBAS Tect «Cucrema n
TeXHONOMS TUIIOBAsI TEXHOJIOTHS
2 HOSIOPb Jlexusa JIOKYMEHTAllHOHHOTO
JOKYMEHTAIlMOHHOTO 0BCCIICTCHIS
o0ecrieueHus yrpaBIeHUS T
9. Texnonorust paboTsl ¢
BXOSIIMMH, UCXOASIIUMHI
S ’ ade 2 HOSIOPb Jlexuus [TOBTOpUTH KOHCTIEKT
U BHYTPEHHUMU
JIOKYMEHTaMU
10.
[Ipaktnueckoe | Tect «KoHTposib 1
TexHomorus peructpauuu | 2 HOSIOpB SaHSTHC perHCTpaIIY
1. Howmenxkiarypa gen..
Opranuzanyst XpaHeHUs 2 HOSIOPB Jlekuus [TOBTOpUTH KOHCTIEKT
JIOKYMEHTOB
12. [ToHsiTHE BEKTPOHHOTO
2 nexkabpb Jlexusa [TOBTOpUTH KOHCTIEKT
JOKYMEHT000O0poTa
13.
3 Hrtorosas KOHTpoOJIbHAS ) eKabpb [IpakTrueckoe
paborta p 3aHATHE
Bcero yacos 26
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I ITactiopT (pOHI0B OLEHOYHBIX CPEACTB

1. O0aacTh NPUMEHEHUs

®onp oneHouHbIX cpeacTB (POC) npenHazHadyeH ISl IPOBEPKH Pe3yNIbTaTOB OCBOEHUS
JUCHUIUIMHBL JIOKyMEeHTallMOHHOE OOecrieueHue yrpaBieHUs], BXOJSAIIEH B COCTaB MPOrpamMMbl
MOATOTOBKHU CIIELUAIIMCTOB CPEIHETO 3BeHA 10 crenuanbHocTH 38.02.06 OuHaHCHI.

PaGora oOyuyamommuxcsi BO B3auMOAEWCTBMM ¢ MmpemoaaBaregeM 26, Ha
camocTosTeNnbHy0 padorty 10.

2. O0BbeKTHI OLICHUBAHUS — PE3YJIbTAThI 0CBOCHUS M CUMILIHHBI

®OC 1O03BOJIAET OLEHUTH CIEAYIOIINE pPe3yJabTaThl OCBOEHUS JUCIHUIUIMHBI B
cootBerctBuu ¢ DPI'OC cnemumanpHOocTH 38.02.06 ®unHancel U paboueld MporpaMMon
JUCITUTLTAHBL:

yMEHHs:
— OCYILECTBIIATh XpaHEHUE U OUCK JOKYMEHTOB;
— UCHOJB30BaTh TEIIEKOMMYHHUKAIIIOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOO00
OpoTe;
— TPaMOTHO HM3JaraTh CBOU MBICIU ¥ 0QOPMIISATH JOKYMEHTHI IO MpodeccrnoHalbHOM
TEeMaTHKE Ha rOCYJapCTBEHHOM SI3bIKE, MPOSIBIISITH TOJIEPAHTHOCTH B pabouem
KOJUICKTHUBE;
— UCHOJb30BaTh YHU(DULIUPOBAHHBIE (OPMBI JOKYMEHTOB
3HAHHUSA:
— TIPHUEMBI CTPYKTYPUPOBAHUS MHPOPMAITUH;
— (Qopmar ohopMIIeHHUS PE3yNIbTATOB OUCKA HHPOPMAITUU
— OpraHu3aIuio JOKYMEHTOO00pOTa: IprUeEM, 00pabOTKY, pEeTUCTPAIIHIO, KOHTPOJIb,
XpaHEHHUE JOKYMEHTOB, HOMEHKIATYPY J1eJ
— 0COOEHHOCTH COIMATBHOTO U KyJbTYPHOTO KOHTEKCTA; MIPaBmiIa OOPMIICHHUS
JIOKYMEHTOB ¥ IIOCTPOEHUS YCTHBIX COOOIIEHUI
— OCHOBHBIE MMOHATHS TOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBIICHUS
BrlenepeurcieHHble yMEHUs, 3HAHKS HarpaBjieHbl Ha (OpMUPOBAHKUE Y 00yUalOIINXCs
CJEAYIOIUX 00X 1 MPO(eCcCHOHATBHBIX KOMIIETEeHIHIA:

OK 02 OcymiecTBisaTh MOUCK, aHAJIM3 W UHTEpIpETaIuio nHpopMauu, HeoOX0auMOon
JUTSI BBITIOJTHEHUS 337129 TPO(EeCCHOHATILHOM IeATEIIbHOCTH

OK 04.PabGotath B KOJJIEKTHBE W KoMaHIe, 3(PGEeKTHBHO B3aWMOJICHCTBOBATH C
KOJUIEraMH, PYKOBOJICTBOM, KITHEHTAMU

OK 05 OcymecTBisiTh YCTHYIO U NMHUCBMEHHYI0O KOMMYHHKAILIMIO Ha TOCYJapCTBEHHOM
SI3BIKE C YUETOM OCOOEHHOCTEH COMATBLHOTO U KYIBTYPHOTO KOHTEKCTA

I[IK 1.4. CocraBnsiTb TJAHOBBIE JOKYMEHTBHI T'OCYJIApPCTBEHHBIX M MYHHIIMIIAIBHBIX
YUpEXKIEHUN 1 000CHOBAHUS K HUM

3 ®opMbI KOHTPOJISA M OLICHKH Pe3yJ1bTATOB 0CBOCHUS AUCHUILINHBI

KoHTpOb 1 OLIEHKa pe3ynbTaTOB OCBOCHMSI — 9TO BBISIBICHHUE, N3MEPEHUE U OLICHUBAHHE
3HaHUH, YMEHUH U (HOPMHUPYIOMUXCA OOLUIMX U MPOPECCHOHATBHBIX KOMIIETEHIIMH B pamMKax
OCBOEHUS JUCLUILINHBL.

B coorBercTBUM ¢ y4eOHBIM mIaHOM crenuanbHocTd 38.02.06 ®unHaHchl, paboueit
IPOrpaMMOM TUCHMILIMHBI JJoOKyMeHTallmOHHOEe oOecrieueHne ynpaBiIeHUsl IpeaycMaTpuBaeTcs
TEKYIIMH U IPOMEXYTOUHBII KOHTPOJb PE3yJIbTaTOB OCBOEHUS.

3.1 @opMbl TeKyLIEro KOHTPOJIS

Texymuit KOHTPOJIb YCIIEBAEMOCTH MPEACTABISAET CO00I MPOBEPKY YCBOCHHUS y4eOHOTO
MaTepHaia, peryasipHO OCYIIECTBIIEMYIO Ha IPOTSKEHUH Kypca 00ydeHHU .

Texkymmii KOHTPOJb pe3yabTaTOB OCBOEHHS IMCLUIUIMHBI B COOTBETCTBUU C paboueit
IPOrpaMMOM M KaJCHJApPHO-TEMATHUYECKUM IUIAHOM IPOUCXOOUT TPU  HCIOJIb30BAHNU
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CJICAYIOIIMX 0053aTeNbHBIX (POPM KOHTPOJIS:

—  BBINOJHEHHUE U 3alUTa IPAKTUYECKUX padoT,

— TPOBEPKa BBINIOJIHEHHUSI CAMOCTOSTEILHON paOOThI CTYAEHTOB,

— TPOBEpKA BBHINIOJHEHUS KOHTPOJIBHBIX Pa0OT.

Bo Bpemst mpoBeneHHsI y4eOHBIX 3aHATHI JTOTOJHUTEIFHO HCHONB3YIOTCS CIEAYIOIINE
(OpMBI TEKYIIIEr0 KOHTPOJIS — YCTHBIHM ONPOC, TECTUPOBAHME IO TEMaM OTAEIbHBIX 3aHATHUIL.

BoinosiHeHHe W 3alMTA MPaKkTHYecKHX padot. [Ipaktuueckue pabOTHI MPOBOISATCS C
LENbI0 YCBOGHUS W  3aKpEIUICHUS INPAKTHYECKUX YMEHHW W 3HAHWW, OBJIAJCHUA
npodeccCHOHATBLHBIMU KOMIIETEHIIMSIMU. B Xo/1e mpakTuyeckoil paboThl CTYAEHTHI IPHOOPETAIOT
YMEHUs, MpeiyCMOTpeHHbIe pabodell NporpaMMOM JUCHMIUIMHBL, y4yaTcsi HPUMEHSTbH
COBpPEMEHHbIE HH(OPMAIIMOHHBIEC TEXHOJIOTHHU I TOUCKA U 00pabOTKM MPaBOBOM MH(OpMAIIH
U o(opMIIEHUSA IOPUIANYECKUX JIOKYMEHTOB; COCTaBJATh pa3jM4YHble BUABI OPUIUYECKUX
JIOKYMEHTOB.

CrucoK MpakTHYECKUX padoT:
[IpakTuueckas pabora Ne 1. PekBU3UTHI JOKYMEHTOB
[Tpaktrueckas padota Ne 2. OpraHu3ariiOHHO-ITPABOBBIC TOKYMEHTHI
[IpakTuueckas padora Ne 3. [IpaBuia opopmieHHs pacriopsAUTEIbHON JOKYMEHTAIIUN
[TpakTrueckas padota Ne 4. I[IpaBwmiia odhopmiiennst HHGOPMAITMOHHO-CITPABOYHOMN
JOKYMEHTaluu
[Tpaktrueckas padota Ne 5. TexHomorust perucrpanuu

IIpoBepka BBINOJHEHUS] CAMOCTOSITeNbHOM padoThl. CamocTosTensHas palorta
HalpaB/IeHA Ha CAMOCTOSITEIbHOE OCBOCHME U 3aKpEIUIEHHE O0YYaroIUMMCS MPaKTHYECKUX
YMEHUH 1 3HaHUH, OBJIaJIcHHE MPO(PECCHOHATBHBIMUA KOMIIETECHIHSIMH.

CamocrosTenbHas IMOArOTOBKAa OOy4aroIIMXCsl MO  JUCHMIUIMHE — Ipearojaraer
CJICAYIONINE BUABI U (DOPMBI paOOTHI:
e (Cucremarnueckas mpopadOTKa KOHCIIEKTOB 3aHSATUN, y4eOHOH JINTepaTypHhI.
e OdopmiieHHE 0TYETOB IO MPAKTUYECKUM paboTaM, ¥ NOJArOTOBKA K UX 3allUTE.

IIpoBepka BBINOJHEHUS] KOHTPOJAbHBIX padot. KoHTposnbHas paboTa MpoOBOAMUTCS C
IEJIbI0 KOHTPOJISl YCBOCHHBIX YMEHHMI 1 3HAaHUH U TOCIEIYIONIETr0 aHaIu3a TUITUYHBIX OMIMOOK U
3aTPpyIHEHUH O0ydYaroIuXxcsl B KOHIIE M3y4eHHs TeMbl WM paszena. CorjiacHO KaJeHJapHO-
TEMaTUYECKOMY IUIAHY AMCLHUIUIMHBI IIPETYCMOTPEHO MPOBEIEHUE CIIEAYIOINX KOHTPOJIbHBIX
pabor:
e  KoHuTponbHas paboTa 1o pazzaeny «lokyMeHTHpOBaHUE YIPABICHYECKON JAEATEIbHOCTI

Crenudukanuy KOHTPOJIBHBIX pabOT MpUBEAEHBI HIDKE B 1aHHOM KomIuiekTe POC.

CBoagHas Ta0JMua Mo NpuMeHseMbIM (popMaM M MeTOAaM TeKYIero KOHTPOJsSl U
OLICHKH pPe3y/IbTaTOB 00y4eHHs

Pe3yabTaThl 00yueHus @DopMBbI U METObI KOHTPOJISI M OLIEHKH
pe3yJbTaToB 00y4YeHusl

OcBOEHHbIE YMEHUS:

— OCYHICCTBJIAATH XpPAaHCHUC U MOUCK BBITTIOJITHCHHUC U 3alllUTa NPAKTHUYCCKUX pa60T
JTIOKYMEHTOB; YCTHBIH OIPOC BO BpPEeMs 3aHSTHS

— HCHOOJIb30BaTh TEJIEKOMMYHUKAIIHOHHBIE | TCCTHPOBAHHUC
TEXHOJIOTHH B 3JIEKTPOHHOM
JIOKYMEHTO00 OpoTe;

— TPaMOTHO H3JaraTh CBOU MBICITH U
0QOPMIISITh TOKYMEHTHI 110
npohecCHOHATBLHOM TeMaTHKEe Ha
rOCy/IapCTBEHHOM SI3bIKE, TPOSBIISATH
TOJICPAHTHOCTH B pab0UYeM KOJIJICKTUBE;

WCIIOJIH30BaTh YHU(MUIMPOBAHHBIE (OPMBI
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JOKYMCHTOB

YcBOeHHBIE 3HAHUA:

— TIPUEMBI CTPYKTYPUPOBAHHUSI YCTHBIN ONPOC BO BPEMsI 3aHSATHUS
UHpOpMAIINH; TECTUPOBAHUE

— dopmar ohopMIICHHUS PE3YIIHTATOB
NOKCKa UHPOPMALIUU

— OpraHu3alHi JOKYMEHTOO0O0pOTa!
npueM, o0paboTKy, perucTpaIuio,
KOHTPOJIb, XpAaHCHHUE JTOKYMEHTOB,
HOMEHKJIATYpY Jell

— OCOOEHHOCTH COLIMAIBHOTO U
KYJBTYPHOTO KOHTEKCTA; IPaBHiIa
o OpMIICHHS TOKYMEHTOB U
MIOCTPOCHHS YCTHBIX COOOIIECHMIHA

— OCHOBHBIC MTOHSATHUS
JOKYMECHTAITMOHHOTO 00CCIICUCHHUSI
yIIpaBJICHUS

3.2 ®Popma NpoOMeKYTOYHOM aTTeCTAMHU

HpOMe)I(yTO‘IHaH arrectalusda 1o AUCHUIUIMHEC — HWTOTOBAass KOHTPOJIbHAA pa60Ta,
crienuuKanusi KOTOPOro CoAePKUTCs B JaHHOM KomruiekTe POC.

OOyuwaromuecss JOMyCKalOTCA K cJade 3adeTa TMpd BBHIMOJHCHHH BCEX BHJIOB
CaMOCTOSITENIbHOM pabOThl, MPAKTUUECKUX W KOHTPOJBHBIX PaboT, MPeayCMOTPEHHBIX padoueit
HpOI‘p&MMOfI " KAJICHAApHO-TCMATHYCCKUM IIJIAHOM JUCHUIIIINHBI.

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

IlepeyeHb BOIPOCOB K MTOT0BOIi KOHTPOJILHOM padoTe

[TonsiTHe MOKyMEeHTa, €r0 CBOMCTBA, PYHKIIUU

MeTtonsl nokymeHTupoBanus. Kinaccudukanus J0KyMEHTOB

PekBU3UTHI JOKYMEHTOB U 0011IKEe IPpaBHiia X 0POPMIICHUS

YHuuduuupoBaHHas CUCTEMA OpraHU3aAIMOHHO-PACTIOPSTUTEIIEHON TOKYMEHTAIIUN
[IpaBuna opopMiaeHUs pacCOPAIUTEILHON JOKYMEHTAIINH

[IpaBuna opopminenust HHPOPMAITMOHHO-CITPABOYHOM JOKYMEHTAITUU

CucreMa 1 TUIIOBasi TEXHOJIOTHSI IOKYMEHTALIMOHHOTO 00ecreYeHtsl yIpaBiIeHus
TexHonorust paboThl ¢ BXOASIIUMHU, UCXOASIIUMU U BHYTPCHHUMH JJOKYyMEHTaMHU
. TexHonorus perucrpauuu

10. Homenknatypa nen.. Opranuzanys XpaHeHus: JOKYMEHTOB

11. TToHsITHE BIEKTPOHHOTO JOKYMEHTOO0OpOTa

LNk W -

4 Cucrema oueHuBanus komiviekta @®OC Tekylmero KOHTPOJsi U MPOMEKYTOYHOM
aTTecTanuu

[Ipu orneHMBaHWM KOHTPOJILHOW, MPAKTUYECKOH M CaAMOCTOATEILHON pabOThl CTyACHTa
YUHUTBIBACTCS CIIEAYIOLIEE:

- KQueCTBO BBIMOJIHEHUS TPAKTUUYECKON YacTh padoThI;

- KayecTBO 0(OpMIIEHHS OTYETA 110 padoTe;

- KQueCTBO YCTHBIX OTBETOB Ha KOHTPOJIbHBIE BOMPOCHI IIPU 3aIUTE PaOOTHI.

Kaxapiii BU paboThI OIEHUBAETCSI 110 MATH OaThbHOU IIKaJIE.

«5» (OTIMYHO) — 3a TIIyOOKOE€ W MOJHOE OBJIAJICHHE COJIepKaHUEM Yy4eOHOro Marepuana,
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B KOTOpPOM OOydarouuiics cBOOOJHO W YBEPEHHO OpPUEHTHPYETCS; 3a YMEHHE NPAKTUUYECKU
MPUMEHSTh TEOPETUUYECKIE 3HAHMS, BHICKAa3bIBaTh 1 OOOCHOBBIBATH CBOM CYyxAeHHs. OLeHka «5»
(OTIIMYHO) IperoaaraeT rpaMOTHOE M JIOTHYHOE U3JI0KEHUE OTBETA.

«» (xopomio) — eciau OOyYaroIIUiiCs TOJHO OCBOWJI Y4YeOHBIM Marepual, BIageeT
HAYYHO-TIOHSTUWHBIM ~ammaparoM, OPHUEHTHUPYETCS B M3YYEHHOM Marepuaine, OCO3HaHHO
MPUMEHSIET TEOPETUUYECKHE 3HAHUS Ha MPAaKTUKE, TPAMOTHO M3JIaraeT OTBET, HO COJIep)KaHUE U
¢opma oTBETa UMEIOT OT/ENbHBIE HETOUHOCTH.

«3» (yIOBIETBOPHUTEIBHO) — €CIIM OOYYArOIINICS OOHAPY)KMBAET 3HAHWE W TIOHMMaHHUE
OCHOBHBIX TOJOXEHUH yueOHOTro MaTepualia, HO M3JaraeT ero HEMoJHO, HEeMOClIeA0BaTeNbHO,
JOTTYCKaeT HETOYHOCTH, B MPUMEHEHMH TEOPETUYECKUX 3HAHWU TNpPU OTBETE Ha MPaKTUKO-
OpPUEHTHPOBAHHBIE BOIIPOCHI; HE YMEET J10Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYXKICHUSI.

«2»  (HEyIOBIETBOPUTEIBHO) — €CIM OOyYaIOIIMICI HMEET pPa3po3HEHHEIE,
OeccucTeMHBbIe 3HAHUS, JOMYCKAaeT OMMOKH B ONpEIeNeHHH 0a30BBIX MOHATUH, MCKaXaeT UX
CMBICJI; HE MOXKET MPAKTUYECKH MPUMEHATh TEOPETUYECKUE 3HAHUS.

Tect onennBaeTcs 1Mo MATH OAITBHON IMIKaJe CIETYIOUMM 00pa3oM: CTOMMOCTh KaXKI0TO
Bompoca 1 6amt. 3a mpaBMIIBHBIA OTBET CTYACHT mosrydaeT | Oaymr. 3a HEBEpHBIM OTBET WM €ro
OTCYTCTBHUE OaJlIbl HE HAUUCIISIOTCA.

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

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

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

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

Kputepuu onieHnBanus OTBETa 1O YCTHOMY OIIPOCY.

«5» (OTIMYHO) — 32 NITYOOKOE M MOJHOE OBJIAZICHUE COJIEpKaHUEM Y4eOHOro MaTepuaiia,
B KOTOPOM OOydYaromuiicss cBOOOJHO M YBEPEHHO OPUEHTHPYETCS; 3a YMEHHE MPAKTHUYECKU
OPUMEHATh TEOPETUYECKUE 3HAaHUS, BBICKAa3bIBaTh U OOOCHOBBIBATH CBOM CYXKICHHS, 32
IrPaMOTHOE U JIOTUYHOE U3JI0’KEHUE OTBETA.

«4» (xopomio) — ecnu OOydYaroUIMiics MOJHO OCBOMJI y4eOHBIH Marepuaj, BIajeeT
HAyYHO-TIOHATUIHBIM anmapaToM, OPHUEHTHPYETCS B HM3YUYEHHOM MarepHualie, OCO3HaHHO
IPUMEHSET TeOPETUYECKHE 3HAHUS Ha MPAKTHKE, TPaMOTHO M3JIaraeT OTBET, HO COJAEp)KaHUE U
¢dbopMa 0TBETa UMEIOT OTJEIbHBIE HETOYHOCTH.

«3» (yIOBIETBOPUTEIHHO) — €CIM O0YyJaromuiicss oOHapy>KUBAeT 3HAHUE U MMOHMMAaHUE
OCHOBHBIX TOJIOKEHUH yueOHOro MaTepuasa, HO H3JIaraeT €ro HEMOJIHO, HEMOCIeA0BaTEIbHO,
JIOMyCKaeT HETOYHOCTH B NPHUMEHEHMH TEOPETHUECKMX 3HAHMM TpU OTBETE Ha MPAKTHKO-
OpPUEHTUPOBAHHBIE BOIIPOCHL; HE YMEET J0Ka3aTeIbHO 000CHOBATh COOCTBEHHBIE CYXKACHHUS.

«2»  (HEYyIOBIETBOPUTEIBHO) — €ClAM OOy4Yaloluiics UMEeT pPa3pO3HEHHBIE,
OeccucTeMHbIE 3HaHMS, JTOMYCKAeT OIMMOKU B OMpelNeleHUH 0a30BbIX MOHITHM, MCKaXKaeT MX
CMBICJT; HE MOXKET MPAKTUYECKU PUMEHSITh TEOPETUUECKUE 3HAHMSL.

[Tpaktrueckas padota Ne 1. PekBU3UTHI JOKYMEHTOB

Henp pabGotbl: u3yunTh OopmiieHHEe pekBU3UTOB JoKymeHToB 1o «['OCT P 7.0.97-2016.
Haumonaneubeiii  crangapt Poccuiickoit ®enepanun. Cucrtema CTaHIApTOB IO
uHpopMmanuy, OUONMMOTEYHOMY W  H3JAaTeNbcKoMy feny. OpraHu3anuoHHO-
pacropsituTenbHas ToOKyMeHTanus. TpeboBaHus K 0()OPMIICHHIO TOKYMEHTOBY

OcHarienue 3aHATHs
1. TexcThl 3a1aHU.
2. OO0pa3siibl TOKYMEHTOB.
3. Terpanp s MpaKkTUYECKUX PadOT.

W3yuntes odopmienue 30-tu  pexBuzuToB jgokymeHtoB mo «['OCT P 7.0.97-2016.

Hanmonaneubiii crangapt Poccmiickoit ®@enepamuu. Cucrema CTaHAApTOB MO HH(POPMAIIHH,

OMOMMOTEYHOMY M M3JaTeNbckoMy Aeny. OpraHu3almOHHO-PACIOPSIUTENbHAS TOKYMEHTAIIUA.
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TpeboBanust Kk 0(OPMIICHUIO TOKYMEHTOB)» U 3alIOJTHUTH TAOJIHILY:

HaumeHoBaHue peKBU3UTA Ha3naueHue u onmucanue IIpumep odopmitenust
peKBH3HMTA

[TpakTrueckas padota Ne 2. Opranu3arimOHHO-TIPABOBBIC TOKYMEHTHI
Henb paboter: mpoBectu ananu3 OI1J]
OcHanenue 3aHaTus
1. TexcTbl 3a7aHUM.
2. OO6pa3siibl TOKYMEHTOB.
3. Terpanp ayis MpaKTUIECKUX PadOT.

[Ipoananu3upoBaTh CIEAYIOIIME TOKYMEHTHI W 3alOoJHUTh TAOJHILy: yCTaB, IMOJOXKEHHE 00
OpraHu3aIy, NOJIOKEHUE O CTPYKTYPHOM MOJpa3IeIeHUH, CTPYKTYpa U IITaTHAsI YUCIEHHOCTb,

MTAaTHOC PACTIMCAHUC, MHCTPYKIUS, NOJDKHOCTHASA HHCTPYKIUS, ITpaBHJIA.

AHaJIM3 OPraHu3alliOHHO-NIPABOBOM JOKYMEHTALINH

JoxkymeHT
HaumenoBanmue O0s13aTeILHBIE Pexomenayemas BU3HpYeTCS,
Ha3nauenmne
JTOKyMe€HTa PEKBU3HTHI CTPYKTYpa YTBEP:KIAETCH WA
MOAIHNCBIBACTCH

[Tpaktuyeckas padora Ne 3. [IpaBuia opopmieHHus pacriopsSAUTENbHON TOKYMEHTAUU
[lens padoTer: ocBouTh oopmiienne OPJ]
OcHarienue 3aHsTus
1. TexcTrl 3aaHUN.
2. OO6pasiubl JOKYMEHTOB.
3. Tetpanp mist mpakTUYECKUX padoOT.
3amanue 1
Ucnonb3ys 3aganue 1 cocraButh npukaz Ne 65 k ot 05.03.20 «O mnpemocTaBieHHH
YUYEHHYECKOr0  OTIycKa» Uil Kaccupa 3aBoxa M.II. MBanoBoir ¢ 06.03.20 r. 1o
18.03.20 . npoAoJKUTENBHOCTRIO 13 KajdeHJapHbIX JHEH Ha OCHOBAHUHU CIPaBKU-BHI30Ba
Ne 5655 or 01.03.20  r. u anuHoro 3asBieHust kaccupa M.II. MBaHOBOM.
[IpocTaBuTh BU3y coriacoBaHusi Ha4aJibHUKa oTAena kaapoB O.A. CepreeBoid 1 OTMETKY
00 o3HakoMmiIeHuH ¢ npuka3zoM M.I1.VIBaHOBOM.
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Iprrosenme 2

OBPAIEII ITPHEAZA ITO THYHOMY COCTABY

OAD wlyws
[TPHE A3
10.03.2009 Nz68

0 mpreme HA padoTy

IMTPHE ASBEIBEARD:

IMTpweare .M. Passrrsery 52 JomEEH0CTE RIAEHOTO OyxraTTepa mexa Ne l ¢
053032000 ¢ ommagom 10000 (mecare TeicAw) pyOmedl B MecAl cOLTACHO

SARTIOYEHHOMY TPYA0EOMY KOHTPaKTy.

Ocroeamme: Tpyvaosof xosTpast Ne20 oz 03.03 2009

I eHepaTBHEE THpeETOD O.B. Cagopoe
3aMeCTHISTE JHPEKTOpa Io KEagpant CM.Ilasmosa
OpucroHCcyIsT C K. Hraateer
C mpreasom osHaroMTena 10.03 2000 C.M. Parmrrema
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3amanmne 2. CocraBuTh NnpuKa3z MO OCHOBHOM NE€ATEIBbHOCTH.

B HayuHo-nmpou3BoACTBEHHOT0 OOBEIUHEHUE «Arponpudop» MOCTYIUJIIO
Pacnopspkenne  Munuctpa ot 28.02.2018 Ne 115 «OO6 ycuneHuM OXpaHbl B IE€PHOA
Mpa3AHUYHBIX JTHEW».

B cBs3u ¢ atum nupexrop HITO «Arponpudop» (r. Mocksa) [N'ankun M.JI. u3gan npukas
Ne 245 ot 06.03.2018 r.

B pacnopsauTenbHO yacTy puKasa JOJKHBI OBITh 3 IMMyHKTA:

1. O6 opranuzaruu yOOpkH TeppuTopuu OOBemuHEHUs 3aBenytonuM ckiaagom  O.H.

HukutuHbIM.

2. O npoBepke COCTOSHUS ANEKTPONPOBOAKH 1eKTpukoM O.T.KaponoBbiM.
3. KoHTponb 3a HCHOJHEHHWEM BO3JIAaraeTcs Ha IJIABHOTO HHXKeHepa oOobeaunenus [1.P.

Kapoga.

Kaxnapiii myHKT paccmorperh mo cxeme «Komy?», «HUto HyxHO cuenatb?», «Jlo
kakoro cpoka?». Hampumep, 3aBenywmemy ckaagom O.H. HuknTtnHy oOpraHu3oBaTh
yoopky Tepputopuu 10 07.03.2017 r.

IIpocTaBuTh BU3y INIABHOTO MHKEHEPA.

[TocTaBuTh OTMETKY 00 HCIIOJHUTENE: TMPHUKa3 cocTaBuia cekperapb ConoBbeBa M. M.
tenepon 302-34-56.

MAKET MPHEA3A 0 O CHOEHOH JEATEIEHOCTH

Hamuy=HoEaHE: MEEHCTZDCTER
HOH ESI0MCTES

Hamusmoeamms opr aqaTee

TIPHEA3
00.00.0000 Xz

MeaeTo m3gaEms

3aronoEoE (EDETEOS 0O JSDHEHNS, ERDAESHEOS 0TI ST OIEHEDS
CYIOSCTEMTEIEHEDS E TP SN0 HOM AT S, HAMTHHASTCA P OO OIOMqO.. .>':|

TepcT EOHCTETHDVIOMSH — WaCTH  OPHESI3.  NOPHECIETCE  (BEETEL
OOCAVEHEINNZ OCHOBSHHSM JN% H3JSHHS [OpHES:s. [OHCTSTHpYIOmMZS =8cTE
MOEST OTCYTCTEOESTE.

ITPHEA3IBIBARD
PacnopaIHTsnEHES 98CTE ...

1. TTonHo2 HavM=HOESHN: JomEHOCTH HermomEnTens FLO. $aumnms & gaTanemom
MEJsE: HOM HAHMSHOESHHE CTPYETYDHOTO NOJDEIISNeHHE — H200noIHMER
J=fCTEMS, EMDAHSHHES [IATON0M B H2OMDSI=NsHHOH GopMe, - CDOE I2fcTERS
{023 cnoms wecpos)

2. Hommoz HapueHoEsHWe JomsHocTH FLO. Pawmnus mom cTpvETVDHOS
HogpaidsnsHHE (SCHH E OVHETE HECEQNEEC JSHCTEHE, DRsHEX [0 XapEET=pY,
TO ESI08 ERIISMESTCR E MOIMVHET):

2.1 J=fcTENS H ¢DOE HCTIOTHEHES

2I1Toms

3. Tocraaeent DVEET EM22T M0oTo SHEYHC (0 DALY ITHD 0EEY:

FoHTponE 33 HOMonHsHEEM TPHES:E ECIT0MHTE HE (CTDVETYDHOS
HoIpasdensHHS HIH JHIO0, HS EOTOP 02 EQ3NAr 32TCE EOHTP 0k, HEHMMSHOESHES
TOmEHOCTH, GEMETHE, HEHITHETE E EMEHTSTEROM TEI88).

Hamusaoeamms
J0MEHOCTH PYEOED IHTSNE H.O. $aumrmms

Ecau neofxodius, Mo § 3MoM MESTHS YRATSAMM SUTE (563 £1060 #UFAs ),
RANPUMSE

Tnaemedtdvxrantsp O, $aumrmns

Jata
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3ananue 3.

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

B pacnopsaurenbHOi yacTy puKasa JOJKHBI OBITh 3 IMMyHKTA:

1) OtBeTcTBeHHBIE 32 OOECIeueHNEe UCIIPABHOTO TEXHUYECKOTO COCTOSHUSI aBTOTPAHCIIOPTHBIX
cpenctB pabotHuku: Bomutenb Bomogma K.E. 3a aBtomoOmibs Volkswagen Passat
Ne A 555 XE u Bomgutens MakcumoB M.B. 3a aBTomo0uins Toyota Celica Ne X 002 HK.

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

3) KoHTpoIb 32 UCTIOTTHEHUEM PACTIOPSKEHUS BO3JIOKUTh HA HAYATbHHUKA OT/IENa O0ecTieueH s
Myxomoposa b.I1.

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

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

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

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

OcHarienue 3aHsTus

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

[Topsimok mpoBeieHUsI 3aHATUS
3anucath B TETpaay IJs MPAKTUYECKUX pabOT TeMY U 11eJb pabOoTHI.
BrInomHUTE 3a1aHKe B TETPAIu sl IPAKTHUECKUX padOT COCTaBUTh MPHUKA3 IO OCHOBHOMN
NEeSITeIbHOCTH.

N —

N —
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3ananue 1.

CocTtaBUTh CHyXeOHYIO 3alHMCKy OT TEKyledl naTbl, HaNHCAHHYI0 HAYaJIbHUKOM
ropuanueckoro K.H. Kapumossiv, aznpecoBannytro aupektopy npeanpustius OAO "Cnaprak”
Cemenory K.P. K.H. KapumoB coob1raer, o ToOM, 9TO OTAET HE MOXKET BBITIOJIHUTH B CPOK 710 1
HOAOpPS TEKyIIEero rojaa mnepeo(opMIIEHHE JTOTOBOPOB COTPYIHHKOB MPEIANPUSATHS B CBSI3U C
MpeKpalieHueM Cpoka JeHCTBUS JIMIIEH3WW Ha makeT mporpamm MS Office, mostomy
HE00XO0IMMO MPOIUTh JUILIEH3UIO Ha 3TH MPOTPaAMMBI.

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

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

00.00.0000 Noe....
Mecto n3nanus

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

MamMHONMCHBINA TEKCT AOKIAAHOM 3aMUCKH MevaTaroT yepe3 1,5 mHTepBaia, ¢ KpacHOM
CTpoKH. TeKkcT 3amuCKu COCTOMT W3 JABYX YACTEH: B IIEPBOM ONMCBHIBACTCS CIIOKHUBIIASCS
CUTyallusi, BO BTOPOM H3JIaratoTcsl MpeIIokKEHUs,, IPOChObI, JENaloTCsd KOHKPETHBIE BBIBOJIBI.
Ecnu cBenenus, mpuBOAMMBIE B JOKJIAJHOM 3alKUCKE, OTHOCATCA K OINPENEIECHHOW JaTe WU
OTpE3Ky BPEMEHH, TO TO BpeMs BKIIIOUAECTCSI B 3aroJIOBOK. (Hanpumep, B céa3u ¢ uzmenenuem
NPOU3BOOCMBEHHBIX MOWHOCHEN HO08020 000py008aHus 6 nomeweHuu Ne . npouty
Hanpasumsv Cneyuanucma 0 OaibHelue20 YCmpanenusi Henoiadox.)

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

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

3ananue 2. CocraBieHue ciyxeOHOro muchbma

I'maBHass menb ciy:)keOHOrO mMHChbMa — MOOYIUTH K JNEWUCTBUIO, YOEIUTh, MOKa3aTh,
Pa3bACHUTb. DTO JTOCTUTAETCS SICHOCTBIO, YETKOCTBIO M KPAaTKOCThIO TeKCTa. CI0Ba OJKHBI
TOYHO OTpaxaTb cMbIci. [IpuBoaumbie (akThl TOMKHBI OBITH OOBEKTHBHBI, 0053aTEIBHO
IIPOBEPEHBI, HU(PPOBBIE JAHHBIE - TOYHBI. TOH MUCbMa 0JIKEH ObITh HEHTpanbHBIM. B nmpakTuke
COBPEMEHHOT'0 JIEJIONPOU3BOICTBA HCHOJB3YIOT clenyromue (HopMbl HU3JI0KEHUS TEKCTa B
NUCbMaX:

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

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

Pekomenayercss m3beratb B IUChbME KAaTETOPUYECKUX BBIPAKEHUH, UTO JOCTUTACTCS
BBOJHBIMU CIIOBAMU M KOHCTPYKIHUEW: MO-BUAMMOMY, IMO-IIPEKHEMY, KaK H3BECTHO, €CIIU
BO3MOXXHO U T.N. YBa)X€HHUE K aJipecarTy MOMOraloT BbIPa3uTh JeenpuyacTHble 000pOTHI THIIA:
«BHUMATEJIBHO paccMOTpeB Bamm npemioxenus...», « TmarenbHo n3yduB Bamm 3amedaHus... ».
HecMoTpst Ha MHOTOOOpa3ue BOMPOCOB, OTPaKAEMBIX B MUChMax, TP 0OOCHOBAHUHU JEHCTBUA
UCTIONIB3YETCSl OTPAaHUYEHHBIM HAa0Op HAYANbHBIX W 3aKIIOYUTEIBHBIX CIIOBOCOYECTAHUU U
BEIpaKeHH: «B mopsgke oOmeHa..», «B mopsake uckimodeHus...», «B cBa3m... », «B
COOTBETCTBUMU...» WT.M. [IpHUMHBI MPUHATUS PEHICHUH Takxke (OPMYTUPYIOTCS C MOMOIIBIO
NEeNpPUYACTHBIX ~ O0OPOTOB:  «YUYUTBIBAs»,  «CUMUTas», «IIPUHUMAs BO  BHHUMAaHUE»,
«paccMarpuBas», «PYKOBOJCTBYSCH» HUT.A. TE€KCT MUChbMa 4Yalle BCEr0 COCTOUT W3 BBOAHOMU
yacTM U OCHOBHOM. B  BBOIHOI YacTu yKa3bpIBalOTCS MPUYMHBI, BBI3BABIIHE COCTABIICHUE
MUChMa, COMPOBOXKIaEMbIE CChUIKAMH Ha (DaKThI, AaThI, TOKYMEHTH. Bo BTOpOoW 9acTu muchMa
dbopMyIupyeTcs €ro OCHOBHAs Ielb (MpeIoKeHue, OTKa3, Mpockda, rapantus u T.m.). Jms
OOJIBIIMHCTBA JICTIOBBIX IMHCEM XapaKTepHa MOBTOPSEMOCTh OJHHX M TeX e 000pOTOB, OCBOUB
KOTOpBIE MOXHO COCTaBUTh TUIOBBIE TEKCTHI pa3NUYHbIX MHceM. Eciau B 3aroioBouHOi 4actu
MMCbMa-0TBETA 3aMOJHEH PeKBU3UT «(CChlIKa HA HOMEP U JaTy BXOSIIETO JOKYMEHTa», TO HE
CJIETyeT MOBTOPATH CChUIKY Ha JOKYMEHT B TEKCTE MUCHhMa (3TO TIOXOM TOH).

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

Bapuanr 1

Hupektop 3A0 «Cserou» HO.H.Tpudonor 21.09.2012 r. oTBETHI PYKOBOAUTEIIO
TpeHuHropoi komnanuu «CraptM» BacuneeBy P.IO. 1. Tseps, yn. dageea 12, o
BO3MOXKHOCTH TPOBEJCHHUS TpPEHUWHTa JJs CeKpeTaped pYKOBOAMTENEH CTPYKTYpPHBIX
nonpaszaenenuit kommanuu. Mcnonaurenem B.T. Topomnosoii (Ten. 35 58 11) 6bu10 odopmieHo
nucbMo 3a N 35/01-14, B KOTOpOM OTMEYEHO, YTO OBLIO PACCMOTPEHO MPEMIOKEHHUE TI0
opranu3anui TpeHuHra «O(dQeKkTuBHAsS KOMMYHHMKAIMS» IS CEKpeTaped pyKOBOAMTEIEH
CTPYKTYPHBIX MOApa3/eleHuid KoMrnaHuu. Tak ke coOOUIMIN, YTO aHAJIOTMYHBIM TPEHUHT ObLI
IIPOBEJEH A cexpeTaped komnanuu B 2011r., mo3ToMy OpraHu3anyio JaHHOTO MEpONPUATHUS
MOCYUTAIIN HEEIeCO00pa3HOM.

-

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

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

MHH/KIIII 7700182510/772002001

Iupexktop HO.H. TprdOHOB

Bapuanr 2.

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

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

OKIIO 04579878 OI'PH 0456989044896

HHH/KIIIT 7707067850/771001001

T'en. mapexkrop 1. K. Kozmoe

Bapuant 3

I'en. mupexktop OAO «KPOHBEPK» O.FO. Kproko obpatwics xk mupektopy 3A0
«Pernon-crapt» A. JI. MakcumoBy (yn. Hamerkuna, n. 15 Mocksa, 119708) 06 ydactum B
KOH(EPEeHIIMH, B KOTOPOM TPOCHII Pa3pelIuTh OpPraHU3allii MPUHATh y4acTHe B KOH(EPCHIINH,
MOCBSIIIEHHON BOIIPOCaM COKpaIeHUsI JOKyMEHT000opoTa, KoTopast coctoutcst 20.12.2012 rona.
BcenydaenonoxxureabHOroOTBETAPOCHICO00-IUThYyCIOBU ydacTHsIBKOHepeHuu.  [lucemo
obu10 coctaBiieHo ucnoiaHutenem A.T. Crynunoit (ten. 167-18-43) u moanucano 23.09.2012r.

3a N 102/03-18

OAO «KPOHBEPK»

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

OI'PH 9876543210086

HH/KIIIT 9654378271/687951234

I'en. gupekTop O.1FO. Kprokoe

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

Nk W

[IpakTuyeckas padota Ne 5. TeXHOJIOTHS pETUCTPALIHH.

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

[{eas pa®oThI: OCYIIECTBISITE 00PAOOTKY BXOISIINX, UCXOSAIINX TOKYMEHTOB.

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

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

N —

3aganue 1.
BrITIOTHUTE perucTpamuio MpeaioKeHHBIX BXOIAIIUX TOKYMEHTOB.
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ZKypHaa perucrpanum nocrynamuei 10KyMeHTaluu

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

1

2)

3)

4)

21.04.20...r. u3 OO0 «KnuH» NOCTYNMIIO MUCHEMO C IPEUIOKEHUEM O 3aKIOYEHUH 10T0BOpa
Ha MOCTaBKy MeTajlia B Havane Mae. Mcnonnutenem HazHaumiu meHemkepa Cokonoa E.1O.
[Tocne ucnomHeHUs: MUCHMO OTIIPaBUTH B neno 04-12/102.

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

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

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

KypHaJu perucrpanum ucxoasinieid KOppecnoHAeH U

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

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

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

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

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

IIPWJIOKEHUSIMU Ha COIJIACOBAHUE.

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

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

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

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

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

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

8. HaiiTu 1OKyMEHTBI CPOK MCIOJHEHHUs, KOTOPBIX 3aKaHYUBAECTCS Yepe3 HENEIIO.

KonTpoJibHbIE BONPOCHI

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

2. B uem 3akmrouarorcs QyHKIIUU CITYXO eTOTPOU3BOICTBA?

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

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

3) Kakas ¢pyHKIHMS OTHOCHTCS K CHeNHAIBHBIM GYHKIHMAM JOKyMeHTa?

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

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

a) TEXHHYECKUE TOKYMEHTHI;

0) (OTOIOKYMEHTHI;

B) KHHOJOKYMECHTHI;

r) (OHOIOKYMEHTHI;

1) JTOKYMEHTHI Ha MalllTMHHOM HOCHTEJIE.

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

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

AOKYMEHTBI:
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a) TEepBUYHBIC U BTOPUYHBIE,

0) TEKCTOBBIC U HETCKCTOBBIC JOKYMCHTEHI;

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

8) Bpinucka —
a) 9TO MepBHI (WM IUHUIHBIN ) SK3EMIUTAP TOKYMEHTa, 001aIafoni IOPUINICCKON CHIION;
0) Komus dYacTH JOKYMEHTa, BOCIPOM3BOJSAIIAS TOJMHBIH TEKCT PEHICHHs IO ONpeACcICHHOMY
BOIIPOCY.
B) 9TO0 Komnus OPHUIIHATHFHOTO JIOKYMEHTA, UMEIOINAsl FOPUINIECKYIO CHITY MOJUIMHHHKA.

9) Tecnas B3aMMOCBSA3b JJIEMEHTOB JIOKyMeHTa, 00ecleuynBaONIasi €ro MHeJOCTHOCTh U
TOKIEeCTBEHHOCTh CAaMOMY cefe — 3T
a) arpuOyTHBHOCTE;
0) (YHKIMOHAIBHOCTB;
B) CTPYKTYpPHOCTb.

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

1) z2eoonuueckan a) HayuHas cmamos
2) memopuanvnas b) cnpasounux
3) mno3nasamenvhasn C) peKnamuulii OyKiem
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Tect «OcHoBHBIE OHATHSA JTOY»

2 BapuaHT

)

KaknuM CcBOHCTBOM MOHO 0XapaKTepH30BaTh HAJH4YHe y JOKYMEHTA HeOThbeMJeMbIX
cjaraeMblx, 0e3 KOTOPBIX OH CyILIeCTBOBATH He MOXKeT?

a) aTpuOyTUBHOCTB;

b) BeIIEeCTBEHHOCTD,

C) CTPYKTYPHOCTD.

2)

Kakas gyHknusi OTHOCHTCH K 00IIUM (PYHKIMAM AOKyYMeHTa?
a) OOIEeKyIbTypHas;

b) undopmarmonHas;

C) TpaBOBasl.

3)

... - eficTBHE WJIH COBOKYNHOCTH JefiCTBUH, NPUMEHAEMBIX NPH 3anucH HHGopManuu
HA MaTepHAJIBbHOM HOCHTEIe.

a) METOJ JOKYMEHTHUPOBaHUS;

b) cmocobd TOKyMEHTUPOBAHUS;

C) CpeACTBO JOKYMEHTUPOBAHUSI.

4)

... — M300pa3uTesIbHbIE JOKYMEHTHI, CO31aHHbIe (oTOrpaduyecKum crnocodoom.
a) TEXHUYECKUE JOKYMEHTHI,;

b) dorogokyMeHTHI;

C) KHHOJOKYMEHTHI;

d) dhoHOTOKYMEHTHI;

€) JOKYMEHTHl Ha MATUHHOM HOCHTEIIE.

5) ComnocraBbTe J0KYMEHT U HanboJiee XapaKTePHYI0 AJis1 Hero GyHKIuIo
1) ¢ynkuyusa yuema a) yuebnasn 6e0omocmo
2) npasosas (hynkyus b) npuxas
3) ympaenenueckas ¢) 002060p
6) [doxkymeHT, coaepxammii HHGOPMALUIO, He MNPEeIHAZHAYEHHYW /Ui IIHUPOKOro
pacnpocTpaHeHust

a) HEOMmyOJIMKOBAaHHBIN;
b) HemyONIUKyeMBbIi;
C) HEMepUuOJAMYCCKHIl.

7)

CoriaacHo kiaaccupuKauvu [JOKYMEHTOB IO KAHAJY BOCHPUATHA HHPoOpMannu
pa3IMyYaoT ...

a) TEKCTOBbIE U HETEKCTOBBIE IOKYMEHTHI;

b) BU3yaJIbHBIN, TAKTWJIBHBIN, ayTHaTbHBIN, AyTHOBU3YaTIbHBIMH;

C) NEepUOJIUYECKHE U HETIEPUOANYECKUE JOKYMEHTHI.

8)

9)

BTopuuHbIil JOKYMEHT — 3TO

a) JOKYMEHT COJCpKUT HH(POPMALUIO, KOTOpas SBISCTCA U3JI0XKEHUEM (OIMUCaHHEM)
pe3yJabTaTOB U3YyUEHUs, UCCIIEI0BaHMs, pa3pabOTOK U T.1.

b) IOKYMEHT sIBiIsIeTCsS pe3yIbTaTOM aHATHTUKO-CHHTETUYECKOM mepepaboTKU OJTHOTO WU
HECKOJIbKUX NEPBUYHBIX JTOKYMEHTOB.

IIpeana3HaYeHHOCTh JOKYMEHTA A5 Nepeaayu HHGoOpMannu B NPOCTPAHCTBE U

BpPeMeHH - 3TO

a) aTrpuOyTUBHOCTH;

b) (yHKIIMOHAIBHOCTD;

C) CTPYKTYPHOCTb.

10) Kinaccngukanusi JOKyMeHTOB HA PYKONMCHbIE, IeYaTHbIe, MeXaHNYeCKHe, MATHUTHBIE,

doTorpadpuyeckune, onTuueckKue, JazepHble ABJAsgeTCH Kiaccupukamuen ...
a) 0 Ccroco0y TOKYMEHTHPOBAHUS
b) 1o cTeneHu ux pacrpoCTPaHEHHOCTH
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C) MO0 KaHaJy BOCHPUATHUS MHPOPMAITUU

Tect «Perncrpanusi ¥ KOHTPOJIb UCTIOJTHEHNUS IOKYMEHTOB

Bapuanrt 1

)

Ykaxkute, kakas popMa padoThl ¢ JOKYMEHTAMHU NPUHATA HA NPEeANPUITHH, €CIU
BbINOJIHEHHE BCEX TEXHOJOTHYeCKHUX onepanuii mo padore ¢ J0KyMeHTaAMH
BBINOJIHAETCS] OTHUM CHeHAJTM3MPOBAHHBIM CTPYKTYPHBIM NOAPa3ieieHueM HJIH
cekperapem?

a) IEeHTpaIM30BaHHAS,

0) HmeueHTpaTu30BaHHAS;

B) TapajuieibHasl.

2)

K texnosnoruu IOY He oTHOCUTCSH:

a) TEXHOJOTHH 00paOOTKH MOCTYMAOIIUX U OTIPABISIEMBIX JTOKYMEHTOB;

0) TEXHOJIOTUHU Nepeadn JOKYMEHTHOW HH(OpMAIMi KOHEYHOMY IT0JIb30BATEIIIO;

B) TEXHOJIOTUU BBEJEHUS JOKYMEHTOB B HH()OPMALIMOHHYIO 0a3y TaHHBIX OpraHU3aIUy;
I') TEXHOJOIUs co3naHus fokymenta B MS Word;

1) TEXHOJIOTHH 00pabOTKH TOKYMEHTHON MH(GOPMAIIMK U HAKOTUICHUS JOKYMEHTOB;

€) TEXHOJIOTUU XPaHEHUS M UCIIOJIb30BAHUS OTACIHHBIX JIOKATHHBIX TPYII TOKYMEHTOB.

3)

ITo HanpaBJIeHHIO IBUKEHHUS BbIIEISIOT JOKYMEHTONMOTOKH:
a) BHYTPEHHMH JTOKYMEHTOIOTOK;

0) TOPU3OHTAJILHBIN TOKYMEHTOIOTOK;

B) BXOJSIINNA TOKYMEHTONOTOK;

I') BEPTHKAIbHBINA JOKYMEHTOIIOTOK;

J) HCXOMSIINUNA TOKYMEHTONOTOK.

4)

JloKyMeHTBI U3 BbIIIECTOS MY, 0IBEJOMCTBEHHbIX OPraHU3AIUIl 1 o0paleHus:
rpaskaaH OTHOCATCS K

a) BXOJSIIEMY JIOKYMEHTOMOTOKY;

0) ucxoAsImeMy JOKyMEHTOIOTOKY;

B) BHYTPEHHEMY JOKYMEHTOIOTOKY.

5)

OcHoBHas neJb cayx0b1 JOY

a) OCYILECTBUTH B IOJHOM Mepe Bce AEHCTBUS M0 MaTepruaIbHO-TEXHUYECKOMY
00eCreveHNI0 JesSTeIbHOCTH OpraHu3alluy;

0) OCYIIECTBUTH B MOJHON MEpe BCE IEUCTBHS 1O JTOKYMEHTAIIMOHHOMY 00ECIICYCHHIO
ACATCIIBHOCTH OPraHU3aluu;

B) OCYIIECTBUTH B MOJHOM Mepe BCE MEHCTBHS IO HHPOPMAITMOHHOMY 00ECTICYCHHUIO
ACATCIIBHOCTH OPraHU3aluu.

6)

JenenTpaan3zoBanHas popMa opranuzanuu padorsl cay:kobl JJOY npeanmonaraer

a) BBINOJIHEHNUE BCEX TEXHOJOTHYECKHUX Orepanuii no pabore ¢ TOKyMEHTaMH OJHUM
CIELUATU3UPOBAHHBIM CTPYKTYPHBIM MOJIpa3IeICHUEM UIH CEKPETAPEM.

0) BBITIOJIHEHHE YaCTH OTIEPALMI IIEHTPATBLHOM CITY>KOOH JEIONPON3BOICTBA, M YaCTH
OMEpalMii - B CTPYKTYPHBIX MOJpa3IeICHUIX.

B) co31aHWE COOCTBEHHOM JIEJIOMPOU3BOICTBEHHON CTY>KOBI B KaXJIOM CTPYKTYPHOM
No/Ipa3/ieJIEHUU OJHOW OpraHU3aIliu.

7

K Texnonornueckoi pynkuuu ciayxosl 1OV ciexyer oTHecTH:

a) PETrUCTPALMIO BXOJIAIINX, HCXOASIIMX U BHYTPEHHHUX TOKYMEHTOB;

0) opraHM3alrio COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOICTBOM
OpraHu3aluy;

B) KOHTPOJIb 32 CPOKAMHU HCIIOJHEHUS JTOKYMEHTOB;

I') MNPOBEICHHME IKCHEPTU3bl HAYYHOH U MPAKTUYECKON IIEGHHOCTHU IOKYMEHTOB.

8

K xoHTpoabHOIl pyHKkuun cay:xkobl IOY caenyer oTHeCTH:
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a) PpEerucTpaiuio BXOJIAIINX, HCXOASIIUX U BHYTPEHHUX JOKYMEHTOB;

0) opraHM3alrIo COBPEMEHHOTO PACCMOTPEHUS JOKYMEHTOB PYKOBOICTBOM
OpraHHU3aIuy;

B) KOHTPOJIb 32 CPOKAMHU HUCIIOJHEHUS JTOKYMEHTOB;

I') NOPOBEJCHHE SKCIEPTU3bl HAYUYHOM U MPAKTUYECKON [IEHHOCTH JOKYMEHTOB.

9) PeryaupoBaHue X012 HCIOJHEHHUS TOKYMEHTOB, IPOXO0KICHHUA H HCIOJHEHUS
JOKYMEHTOB B YCTAHOBJIEHHBIii CPOK OTHOCHTCSH K ...
a) K TexHosiorndeckoi Gpynkiuu ciayx0sr 10V
0) K opraHm3anoHHON QyHKIMHU Cay)ObI IOV
B) K KOHTpOJIbHOW (yHKIMHU ciyk0b1 JJOVY;
r) K mertonuueckor GyHkmuu ciryxos JIOVY.

10).... — 310 pukcanusa ¢pakrTa co3TaHUS WM NOCTYIICHUS JOKYMEHTA IyTeM
NMPOCTABJIEHHS HA HEM AaThl H PerHCTPALIMOHHOI0 MH/IEKCA € MOCIeyI0IHM
BHeCEHHEM He0OXO0AMMBIX CBeJleHMIl 0 IOKYMeHTe B PericTPAllMOHHYIO 0a3y TaHHBIX.
a) KOHTpOJIb,

0) perucrpanms;
B) TIEPCUCHb.

11) YcioBHOe 0003HaYeHMe JOKYMEHTA, IPHCBaBaeMoe eMy IPH PerucTpamnum,
Ha3bIBaeTcH ...
a) PerucrpanuMoHHBIN HHIEKC;
6) IlopsiakoBBIi HOMED;
B) Y4YeTHbIN UHJIEKC.

12) IlpeaBapurejibHOE pacCMOTPeHHE JOKYMEHTOB B ciiy:k0e [JOY noapasnensiercs: Ha
a) BaXXHbIC U HEBAXKHBIC,
0) CpOYHBIC U HECPOYHBIC;
B) 75 0053aT€IHLHOTO PACCMOTPEHHS PYKOBOACTBOM U HE TPEOYIOIINE PE3OTIOIIUN
PYKOBOJICTBA M HaIlpaBJisieMble Cpa3y B CTPYKTYPHBIE MOAPA3JEICHUS UCTIOTHUTESIM.

13) I'maBHOe Ha3HA4YeHHE PeruCcTPaluu
a) TpUAaHHE JOKYMEHTY IOPHINYECKON CHJIBI,
0) HampaBJeHHE JOKYMEHTAa PyKOBOJAUTEIIO;
B) NOATBEpKAEHHE (aKTa €ro CO3JaHMs MM MTOCTYIUICHHS;
I') BBOJ JOKYMEHTa B MH(POPMALMOHHYIO 0a3y OpraHH3alMy.

14) IlocTynaruue JOKyMEHTbI PErHCTPUPYIOTCS
a) B JI€Hb MOCTYIJICHUS,
0) B JIeHb MOAMMCAHUS UJIH YTBEPKIACHUSI.

15) ®opmbl perucTpanu J0KyMEHTOB MOT'YT OBITH
a) KypHajbHasil,
0) anpOOMHas
B) KapTOYHas;
r) OJIOKHOTHas;
1) aBTOMAaTHU3WpPOBaHHAas AIeKTpoHHas (Ha [I9BM).

Tect «Perncrpanusi ¥ KOHTPOJIb UCTIOJTHEHNS IOKYMEHTOB

Bapuant 2

1) ....7TO ABH:KeHHE JTOKYMEHTOB B OPTaHHM3AIMH ¢ MOMEHTA UX CO3TaAHUS WIIH
MOJTyYeHHSsI 10 3aBePIIeHHs] HCIOJHEHUsI UJIU OTIPABJICHUS.
a) perucTpanus;
0) cucreMa JOKYMEHTAIUH;
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B) JOKYMEHTOOOOpPOT.

2)

K texnosnoruu IOY He oTHOCUTCSH:

a) TEXHOJOTHH 00paOOTKH MOCTYMAOIINX U OTIPABISIEMBIX JJOKYMEHTOB;

0) TEXHOJIOTHS CO3AaHUS TAOJMYHOTO JOKYMEHTA;

B) TEXHOJIOTHH Mepeadu TOKyMEHTHON HH()OpMaIi KOHEYHOMY ITOJIb30BATEIIO;

I') TEXHOJIOTMH BBEIECHUS JOKYMEHTOB B HH(pOPMAIIMOHHYIO 0a3y JaHHBIX
OpraHu3aIui,

1) TEXHOJOTWU 00pabOTKU TOKYMEHTHON MH(OPMAIMH U HAKOIIJICHUS JOKYMEHTOB;

€) TEXHOJIOTUW XPAaHEHUS U UCIIOIb30BaHUS OTACIBHBIX JIOKATBHBIX TPYI
JTIOKYMEHTOB.

3)

ITo oTHOIIEHHIO K YNPABJEHYECKOMY 00beKTY BBIIEJSIIOT TIOKYMEHTONOTOKH:
a) BHYTPEHHMH TOKYMEHTONOTOK;

0) TOPU3OHTAJILHBIN TOKYMEHTOIOTOK;

B) BXOJSIINNA TOKYMEHTONOTOK;

I') BEPTHKAIbHBINA JOKYMEHTOIIOTOK;

J) HCXOMASIINUNA TOKYMEHTONOTOK.

4)

JloOKyMeHTBI OTHIPaBJisieMble 3 OPTaHU3ANMN OTHOCATCS K
a) BXOJSIIEMY JOKYMEHTOIOTOKY;

0) ucxonAIeMy TOKYMEHTOIIOTOKY;

B) BHYTPEHHEMY JOKYMEHTOIOTOKY.

5)

OcHoBHas 1eJb cayxkonl 10Y

a) OCYIIECTBUTH B ITOJIHOW Mepe Bce JeHCTBUS MO JOKYMEHTAIIHOHHOMY 00eCreueHII0
JeSATeTLHOCTH OpraHU3allNH;

0) OCyIIEeCTBUTH B ITOJIHOW Mepe BCe JeHCTBUS 0 MaTepHATbHO-TEXHUUYECKOMY
00€CTICUCHUIO JIeITEIbHOCTH OpraHU3aIliy;

B) OCYIIECTBUTH B ITOJIHOW Mepe BCe JeCTBUS 10 HHPOPMALMOHHOMY 00€CIIeYeHUI0
NESATeTLHOCTH OPTaHU3aIliH.

6)

LenTpanu3oBanHasi popmMa opranusanuu padotsl cay:xk0s1 JOY npeanonaraer

a) BBINOJIHEHUE BCEX TEXHOJIOTUYECKHX OIepaluii no padbore ¢ JOKYMEHTaMU OJHUM
CIELHATU3UPOBAHHBIM CTPYKTYPHBIM MOAPA3AEICHUEM UIH CEKPETAPEM.

0) BBINOJIHEHUE YACTH ONEPALUii IIEHTPATIBLHOM CITyX00i 1eI0MpOU3BOCTBA, U YaCTH
oIrepanuil - B CTpPYKTYPHBIX ITOPa3AcICHUsX.

B) CO3JaHHE COOCTBEHHOH /EIONPON3BOICTBEHHOH CITYKOBI B KaX/I0M CTPYKTYPHOM
NOIPa3CJICHUU OJTHOW OpraHU3aliy.

7)

K opranu3anuonnoii pynkumm cayx0b1 JJOY ciaexyer oTHecTH:

a) PErucTpaluio BXOJSAUIUX, UCXOASIINUX U BHYTPEHHUX JOKYMEHTOB;

0) OpraHu3alMIO COBPEMEHHOI'O PACCMOTPEHUS JOKYMEHTOB PYKOBOJCTBOM
OpraHu3aluy;

B) KOHTPOJIb 32 CPOKAMHU HCIOJHEHUS TOKYMEHTOB;

I') NOPOBEJCHHE SKCIIEPTU3bl HAYUYHOI U MPAKTUYECKON [IEHHOCTH JOKYMEHTOB.

8)

K meronnueckoit pynxuum ciay:xkob1 JJOY ciaexyer oTHecTH:

a) PErucTpaluio BXOISAUIUX, UCXOASIIUX U BHYTPEHHUX JOKYMEHTOB;

0) OpraHu3alMIO COBPEMEHHOI'O PACCMOTPEHUS JOKYMEHTOB PYKOBOJCTBOM
OpraHu3aluy;

B) KOHTPOJIb 32 CPOKAMHU HCIIOJHEHUS TOKYMEHTOB;

I') NOPOBEIEHHE SKCIIEPTU3bl HAYYHOM M IPAKTUYECKONW IEHHOCTU JOKYMEHTOB.

9)

Benenne nH(pOpMAIHOHHO-CIIPABOYHOM PA0OTHI 10 JOKYMEHTAM OPraHU3amuM
OTHOCHTCA K ...

a) K TeXHOJIOTHYEeCKOW QyHKImu cinyx0nl IOV

0) k opraHu3aunoHHON QyHKIMH ci1y)O0b1 [JOY;

B) K KOHTpOJIbHOU (pyHKIMU Ciryx061 JIOVY;

r) K Mmeronundeckoil GpyHkiuu ciayxosr JOY.
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10) KonTpoasb — 3710 ..
a) COBOKYIHOCTH JCHCTBHIA, 00€CTIEUHBAIOIINX CBOCBPEMEHHOE HCIIOTHEHUE
JIOKYMEHTOB;
0) cucTeMaTU3MPOBAHHBIN MIEPEUCHD 3aTOJIOBKOB JIEN C YKa3aHUEM CPOKOB HX
XpaHEHUs;
B) HCT IMPABUJIBHOI'O OTBCTA.

11) YcaoBHOe 0003HAYEeHUE TOKYMEHTA, IPUCBaBaeMoe eMy NPH perucTpamnum,
Ha3bIBaeTcH ...
a) IlopsiakoBeIil HOMED;
0) PermcrpanmoHHbIN HHIEKC;
B) Y4YETHBIN UHJIEKC.

12) IIpenBapuTesibHOE pacCCMOTPEeHHE JOKYMEHTOB B ciyxoe IOY nogpasnensiercs: Ha
a) U1 0053aTEIbHOTO PACCMOTPEHHS PYKOBOACTBOM M HE TPEOYIOIIHE PE30JTIOIIIHI
PYKOBOJICTBA U HANpaBJIsIEMbIe CPa3y B CTPYKTYpPHBIEC MOAPA3ICICHHS
UCIIOJTHUTEIISIM;
0) Ba)XHBIC U HEBAXHBIC;
B) CpOYHBIC M HECPOYHBIC.

13) I'maBHOe Ha3HA4YeHHE PeruCcTPaluH
a) HampapJIeHHE JOKYMEHTa PYKOBOAUTEIIIO;
0) mpunaHue JOKYMEHTY IOPUAMYECKON CHIIBL,
B) NOATBEpKAEHHE (haKTa €ro CO3JaHMs HIIH MOCTYIUICHHS;
I') BBOJ JIOKyMEHTa B MH(POPMAIMOHHYIO 023y OpraHu3alHH.

14) CoznaBaemble JOKYMEHTBI PerHCTPUPYIOTCS
a) B JI€Hb MOCTYIJICHUS,
0) B JIeHb MOAMMCAHUS WUJIH YTBEPKIACHUSI.

15) ®opmbl perncTpanu J0KyMEHTOB MOT'YT OBITH
a) KapTOdYHas;
0) KypHaJbHasd,
B) anpbOOMHas
I') aBTOMAaTHU3MPOBaHHAas 3JeKTpoHHas (Ha [ID9BM);
1) OJOKHOTHAs.

KonTtpoabHnas padora
1 BapuanT

)

JIOKyMeHT WJIN KOMILIEKC JOKYMEHTOB I3TO ...
a) TpeaAMEeT IOKYMEHTOBEICHNUS,

0) 0OBEKT TOKYMEHTOBEICHUS,

B) JIOKYMEHTOBEJCHHE.

2)

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

0) TOXIECTBEHHOCTh CaMOMYy cebe;

B) 3aBEPIICHHOCTH COOOIICHUSI.

3)

Kakas GpyHKIUSI OTHOCUTCH K CHENHAJBHBIM (PYHKIHAM JIOKYMeHTa?
a) YIopsI0YHUBAIOIIAS;

0) ympaBleHYECKAs;

B) uH(pOpMaIMoHHasl.

4)

... — I0OKYMEHTBbI, OTPAKAIOLIHE Pe3yJIbTAT CTPOUTEJIHbHOI0 U TEXHOJIOrHYECKOr0
NPOEKTHPOBAHM S, KOHCTPYHPOBAaHUSs, MH/KCHEPHbIX M3bICKAHUI U APYrUX padoT mo
CTPOUTEJIbCTBY 3AAHUM U COOPYKEHHM M U3rOTOBJCHUIO M31eJ Ui NPOMbIIIJICHHOI 0
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NMPOU3BO/ICTBA.

a) TEXHUYECKHE JOKYMEHTHI,;

0) (HOTOINOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOTOKYMEHTHI,

1) JAOKYMEHTBI HA MAIIMHHOM HOCHUTEIIC.

5)

... — IOKYMEHTBI, CO3JaHHbIE C HCI0JIH30BAHHEM HOCHTeIei H c1ocod 3anmucH,
o0ecrneYnBaAKIIMX 0TPAGOTKY HX HH(OPMALHH J1eKTPOHHO-BBIYNCINTEIbHOH MALIIMHOIA.
a) TEXHHYECKHE TOKYMEHTBI;

0) (oTonOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOIOKYMEHTHI;

J1) JOKYMEHTHI Ha MAallIMHHOM HOCHTEJIE.

6)

Habop pexkBu3nuToB ouiinaibHOro MMCEMEHHOTO JOKYMEHTA, PACIlOIOKCHHBIX B
OTIpENIeICHHOW TTOCIIeIOBATEIBEHOCTH, COCTABIISIIOT ...

a) OJaHK JOKYMEHTA,

0) dopmymnsip TOKYMEHTa;

B) ¢opmynsip-obpasel JOKyMEeHTa.

7

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

a) 1997-07-31;

6) 2003-07-31;

B) 2003-07-01.

8)

Kakue pazmepsnl noJseii 6s1anka ycranapiausaetr 'OCT P 7.0.97-2016?
a) 20 mMm — sieBoe; 10 mm — mpaBoe; 15 MM — BepxHee; 20 MM — HIDKHEE,
6) 20 mm — neBoe; 10 mm — npaBoe; 10 MM — Bepxuee; 10 MM — HIDKHEE;
B) 20 mMm — sieBoe; 10 mm — nipaBoe; 20 MM — BepxHee; 20 MM — HIDKHEE.

9)

PexBu3ur 07 — 3710 ...

a) KOJI OpraHu3allly;

0) xox (hOpMBI TOKYMEHTA;

B) HAMMCHOBAaHWE OPTaHU3AIIHH.

10) Kox ¢opmbl 1oOKyMEHTAa IPOCTABJISIOT 11O ...

a) OKIIO;
6) OKVY[;
B) OKOI'Y.

11) CoctaB 1 00beM CBeleHUIl, BKIIYEHHBIX B CIPABOYHbIE JaHHbIEC 00 OPraHU3ALNH ...

a) CTaHJapTOM CTPOTO perjiaMeHTUPOBaHbI,
0) cTraHgapTOM HE TUMUTHPYIOTCS;
B) YCTaHaBJIMBAIOTCS HAJIOTOBBIMU OpraHaMH.

12) Ykaxure HeBepHoe 0opMileHHe PeKBU3UTA «ApecaT»

a) 3AO0 «Crpena»
['maBHOMY OyxTanTepy

10.B. KokopeBy

06) I'enepanbHBII TUPEKTOP
OAO «tOnonay»
B.M.HukoneHko

B) AJIMUHHCTpaAlMU pailoOHOB
Openbyprckoit o6macTu

13) IlouToBBIi aJpec B agpecaTe MUIIETCH CIAEAYIOIIM 00pa3oM:
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a) 301264, Tynsckas o61acThb
Kupeesckuii p-H, T. JIunku,
yn. Canosas, 1.5, kB. 12
O.I1.06pa3moBy

6) O6pa3muosy O.I1.
301264, Tynbckas o01acTb
Kupeesckuii p-H, r. JIunku,
yi. CazgoBas, 1.5, kB. 12

B) O6pasmosy O.I1.

yi. CazgoBas, 1.5, kB.12,

r. Jlunku, Kupeeckuii p-H,
Tynbckas o6:1., 301264

14) B cocraB pexkBu3ura «llognucey» BXoasT:
a) q)aMI/I.HI/I}I, HWHUIKAJIbI JIMlA, MOAINMUCABUICTO JOKYMCHT, JIMYHAA ITOAINIUCh; HAMMCHOBAHUC
JOJIKHOCTH;
6) HAaMMCHOBAHUC NOJDKHOCTHU JIMIIA, ITOANMUCABIICTO JOKYMCHT, JIMYHAA ITOAIIUCH,
pactdpoBka nmoanucy (paMuIus, THUITAAIBI);
B) HAaMMCHOBAHUC NOJDKHOCTHU JIMIIA, ITOANIUCABIICTO JOKYMCHT, JIMYHAA ITOAIUCH,
pactudpoBKa MOANUCH (MHUITUAIBI, (haMUITHS).

15) I'pn¢ cornacoBanusi JOKyMEHTa MOKET COCTOSATH:

a) wu3 cmoBa COI'JTACOBAHO (6e3 kaBbIYEK W JBOCTOUMS ), HAMMEHOBAHUS IOKYMEHTA,
KOTOPBIM OCYIIIECTBIISIETCS COTIIACOBaHUE (B MMEHHUTEIHLHOM MAEkKe), €ro JaThl 1 HOMEPA;

0) W3 IOJDKHOCTH BU3UPYIOIIETO, €0 JIUYHOM MOIMUCH U pacimu(pPOBKH MOANMKUCH (MHUIIHAJIOB
U haMUINN), 1aTHI;

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

16) Kakoii u3 kputepreB oLleHKH HH(POpMAIUH MpeIoaraer, 4ro 3a Bpems coopa nu 00paboTku
MH(pOpMaINU COCTOSIHNE 00BEKTa HE U3MEHUIIOCH, T.€. HHPOPMAIHS SBISETCS aKTyaJIbHOM?
a) moiHoTa MH(opMaIH;
0) omepaTuBHOCTH HHGOPMAIIHH;
B) JOCTOBEPHOCTH MH()OPMAIIHH.

17) ITo kakoMy IpH3HAKY pa3In4yalOTCsS CPOYHBIE M HECPOUHBIC YIIPABICHUYCCKHE JOKYMEHTHI?
a) 110 IPOUCXOXKIECHUIO;
0) 110 Ha3HAYCHUIO;
B) I10 CPOKAaM MCIOJHEHHUS.

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

19) Habop pexBu3uTOB OPHUITHATHEHOTO MTUCEMEHHOTO JOKYMEHTA, PACIIOI0KEHHBIX B
OTIpeICIEHHOM MOCIeIOBATEILHOCTH, COCTABJISIOT ...
a) OJaHK JTOKYMEHTa;
0) dopmyIsp TOKyMEHTa;
B) (dopmymsip-oOpaszel JOKyMeHTa.

20) YTo sABIATIOCH OCHOBHBIM MaTe€pHalIoM JUIs MHMcbMa 10 KoHua XIV Beka?
a) IepraMeHT;
0) manupyc;
B) Oepecra.

1. CocraButb M 0¢QopMHTH NPHUKA3bI MO OCHOBHON [eSITeJILHOCTH, He00XOAUMBbIEe B

yIpaB/ieHYeCKHUX CUTYalHAX.
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I'enepanbublil tupekrop kommepueckoro 6anka Kb «Kpemut Oank» B r. Ctepiauramax
®owmwun I1.H. 12 mapra Tekymero roaa uzaan npuka3 Ne 23 o peopraHuzaiuu CTPyKTypbl OaHKa.

OTH M3MEHEHHUs ObUIM BBI3BAHBI PACHIMPEHHEM COCTaBa YCIYT, OKa3bIBAEMbIX OaHKOM
CBOMM KIIMEHTaM, IMOJIyueHHeM OaHKOM JIMIEH3UH Ha MPOBEJEHUE BAJTIOTHBIX OIEpalnid,
yBeJIMYEHUEM 00beMa Orepalyii ¢ IEeHHBIMUA OyMaramu.

[Ipukazom npeaycMaTpuBaioCh:

1. Jo 1 nexaOpst Tekymiero rojga co3iaTb B CTPYKType OaHKa OTAEN BAIIOTHBIX ONEpanuil u
OoTIeNn omepauuid ¢ UeHHbIMH Oymaramu. HauanbHHKaMu  OTIENOB  Ha3HAYaJIHUCh
cootBercTBeHHO OpiioB B.C. u KotoBa M. 1.

2. HauanpHMKaMu HOBBIX OTJEJOB HAJ0 MPHUHATH MEPHI MO YKOMILJIEKTOBAaHHUIO IITATOB CBOUX
OTJIEJIOB COOTBETCTBYIOIIMMHU CIICLUATUCTAMU 10 1 1eKa0bps TEKyIIero roja.

3. Kpome Toro, HayaqibHUKaMHU HOBBIX OTJIEJIOB MPEANKUCHIBATIOCH MOATOTOBUTHh M MPENCTAaBUTh
Ha yTBepXKaeHue 10 | ¢eBpans cienyromero roja mojxoxeHus o0 oTaenax M J0JKHOCTHbIE
MHCTPYKIUU HA CBOUX COTPYAHHUKOB.

4. Otneny aBromaru3anuu (HadanpHUK otaena BecenoB C.I1.) go 1 deBpans ciemyromero rojaa
CTaBWJIaCh 3aJladya OCHAILEHUS aBTOMATH3WPOBAHHBIX pabO4YMX MeCT [UIsl HadaJbHUKOB
CO3/1aBaCMbIX OTJICJIOB COOTBETCTBYIOIIUM OOOPYJOBAHUEM U MOIKIIOUEHHS UX K JIOKAIbHOM
nH(pOpPMaAITMOHHOM ceTn OaHKa.

5. OOuwmii KOHTPOJb 3a MCIOJIHEHUEM IpHUKa3a ObUI BO3JIOXKEH Ha KOMMEPUYECKOTO JAMPEKTOpa
6anka 3onotosa C.B.

[Tpuka3 ObUT cOTIacOBaH C 3aMECTHUTEIEM T'eHEepalIbHOro aupekTopa Oanka Hedemoroii

3.W. u rmaBuabIM OyxrantepoM 6anka ComoBsiM B.I1.

2. CocraButh M O0QOPMHUTH CJHYy:KeOHble MNHCbMA, HE00XOAMMbIe B YIPABJIEHYECKHX
CUTYaIUAX.

®upma 3A0O «AHTED» CTPOUT aBTO3ANPABOUYHOM cTaHLMU B I. CTpyHUHO. ['eHepanbHBbIi
nupektop 3A0 «Antenm» Caxapos I.D. coobmiaeT 3aka3zuuky - renepanbHoMy aupektopy OO0
«Enuceit» MapkenoBy M.B. o roToBHOCTM 00BEKTa M TMPOCUT HA3HAYUTH JI€Hb NPHEMKH
pabouell KOMHCCHEH 3aKOHYEHHOTO CTPOUTEITHLCTBA.

Anpec 3A0 «Anten»: 202013, r. Bnagumup, yn. Jlyrosas, n.13; ten./pakc: (491)5-22-
11. ITuceMo moarorosmia uHcnekrop Kaposa M.B. ten. 5-16-10

I'enepanbubiii nupekrop «Enucein» MapkenoBy M.B. npemnaraer Ha3Ha4uTh JCHBb
npueMkn o0bekTa 21 aexaOpsi Tekymiero roga. Takke OH MPOCHUT OOECHEYUTh MPUCYTCTBUE
npezacraBuTeneil noxkapHoit oxpanuelii MUC u rocynapcTBEHHON HMHCHEKIIMHM O€30MaCHOCTH
JIOPOXKHOTO ABMXKEHUS T. CTpyHUHO.

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

2 BapuaHT

1) KakuM CBOIiCTBOM MOKHO OXapaKTepH30BaTh HaJIW4yHe Y JOKYMEHTa HeOTbeMJeMbIX
cjiaraeMbIx, 0€3 KOTOPbIX OH CylIeCTBOBATH HEe MOKeT?
a) aTrpuOyTHUBHOCTH;
0) BEIIECTBEHHOCTD,
B) CTPYKTYPHOCTb.

2) Kakas pyHKIUS OTHOCHTCS K 00IUM QYHKIUAM JOKyMeHTa?
a) OOILIEeKyIbTYpHAs;
06) wmHbopmamoHHAas;
B) IpaBOBasl.

3) ...-peiicTBHE WM COBOKYITHOCTD A€l CTBHI, IPUMEHsIeMbIX IIPH 3aNMCH MH(OPMAIIUM H
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MaTepHaJIbHOM HOCHTEIE.
a) METOJ JOKYMEHTHUPOBAHUS;
0) cmoco0 JOKYMEHTUPOBAHUS;
B) CpEACTBO JOKYMEHTUPOBAHUSI.

4) ...—un300pasurtesibHbIE JOKYMEHTHI, CO31aHHbIEe (oTOrpaduyecKum cnocodoom.
a) TEXHUYECKHE JOKYMEHTHI;
0) (HOTONOKYMEHTHI;
B) KHHOJIOKYMEHTHI;
r) (OHOJOKYMEHTHI,
1) JOKYMEHTHI Ha MAlIMHHOM HOCHUTEIIC.

5) ... —3TO0 mMpouecc ynopsao4eHus: MM pacrpeneeHus JOKYMEHTOB 10 KJIACCaM € LeJbH
OTpa’KeHUs1 OTHOLIEHUI MeK1Yy HUMHU M COCTABJICHHS KJIACCH(PUKAIMOHHOM CXEMBI.
a) CTPYKTYpHUPOBaHUE;
0) xiaccuduuUpOBaHUE;
B) JOKYMEHTHUPOBAHUE.

6) Kaxoii u3 npuBe/IeHHBIX HUKe PEKBU3UTOB BKJIKYAET NOANNCH UCTOJTHUTEIS
JOKyMeHTa?
a) OTMeTKa 00 UCTIOHUTEIIE;
0) oTMmeTKa 00 MCIOJHEHUH JOKYMEHTA M HAIPABICHUH €TO0 B JIEJIO;
B) OTMETKa O MOCTYIUICHHH JJOKYMEHTAa B OPTaHU3AIIHIO.

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

8) Kakas yacTh TekcTa NpUKAa3a ABJSAETCA 00513aTeIbHOM?
a) KOHCTAaTHUPYOLIAs
0) pacrnopsauTesbHas

9) PexkBH3MT JOKyMEHTa — J3TO:
a) €ero OTJACJbHBIN AIEMEHT
0) dacTh Ciy’)keOHOTO MHChMa
B) (GuUpMEHHBIN OJIaHK

10) C moMoump10 KAaKOro peKBU3uTa opopMIisieTcsi BHellIHee COTJIACOBAHUE IOKyMeHTa?
a) BHU3BI COMVIACOBAHUS
0) rpuda cormacoBaHus

11) Kem noanucsiBalTCsi JOKYMEHTBI, COCTABJIIEMble KOMUCCHEH?
a) PYKOBOJHWTEJIEM OpraHU3aAINHI
0) mpezncenareneMm
B) TIpejcenareieM U WieHaMH KOMUCCUU
I) TNpejcelaTerIeM U CEKpeTapemM

12) U3 npuBeleHHBIX HUKe MAPHBIX HAUMEHOBAHNH BblOepHUTE MPOIECChl, KOTOpPbIe
COKpAMAIOT YUCJI0 GOPM JOKYMEHTOB M YCTAHABJIMBAKT UX ¢INHO00Pa3HOE HANTUCAHUE:
a) THUMNM3AIMS U aBTOMaTH3aLuUs
0) yHubUKAIWSI 1 ONTHMHA3AIISI
B) yHUUKaLUA U CTaHIapTU3AIMS

13) B rpynny opranusanuonnbix 1okymenToB HE Bxonput:
a) TPYIOBOU TOTOBOP
0) mTaTtHOE pacImUcaHue
B) TMOJOXKCHHE

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

15) Ilpuxa3s saBasercs:

a) JOKYMEHTOM, IPUHUMAEMbIM KOJUIETHaIbHBIM OPraHOM JUIsl PELICHHsI TPOU3BOICTBEHHBIX
3a/1a4, BOIIPOCOB;

0) NpaBOBBIM aKTOM, U3JaBACMBIM PYKOBOAMTEIIEM, [UIsl PELICHUS OCHOBHBIX OIIEPATUBHBIX
3a/1a4, CTOSIIIKX IIepe] JaHHON OpraHu3aluen

16) Kak Ha3pIBajCst JOKYMEHT, YUpexkaeHHbIH [letpoM I, onpeaensroniuii Kpome BCEro mpoyero

OpraHu3aIuio paboThl C JOKYMEHTaMH B KOJUICTHUAX?
a) ['enepanbHBIN periiaMeHT;
0) ['enepanbHbIil GopMyIIsp;
B) ['eHepanbHbIi MaHu(eECT.

17) OcHOBOI1 Opranu3anuy AesITENbHOCT MUHUCTEPCTB CTaJl IPUHLIMII ...

a) KOJJIETrHallbHOCTH;
0) eIMHOHAYAIIHS;
B) pa3/eJICHUs TOJTHOMOYMIA.

18) [IpoekT kKakoro qokymeHrta 6bu1 pazpadoran UTY?

a) «OO0mue npaBuia TOKyMEHTAIMHU U JJOKYMEHTO000pOTay;
0) «EnuHasi rocyapcTBEHHAs CUCTEMa JIETONPOU3BOICTBAY;
B) «l'ocynapcTBeHHas cucTeMa JIOKYMEHTAIIMOHHOTO 00eCTeYeH s YIPaBICHU.

19) Bcecoro3Hblil HayuHO-UCCIE10BATENIBCKUI MHCTUTYT JOKYMEHTOBEIEHUS U apXUBHOTO Jiea

(BHUMJIA L) 6611 yupesxieH ...
a) B1958r.,;
0) B 1966T.;
B) B1970T.

20) B ocHOBY pa3paboTku YHU(DUIIMPOBAHHBIX CHCTEM JIOKYMEHTAIIUH OBbLT MTOJOXKEH €AMHBIN

METOJIOJIOTUYECKUH TIOJIXO]I, COACPIKALUICS B...

a) OoOmerocynapcTBeHHON cucteMe coopa u 00padoTku MHGOPMAITUH JJI yIeTa
IIJIAHUPOBAHUSA U YIIPABJIECHUS HAPOIHBIM XO35HCTBOM;

0) ['ocymapcTBeHHOM cTaHmapTe «YHU(PUIIMPOBAHHBIE CUCTEMBI JOKyMeHTaIuu. OCHOBHBIC
MOJIOKCHUSY;

B) OOmepoccuiickoM kiaccupuraTope ynpaBieHIECKON JOKYMEHTAIIUH.

1. CocraButb M 0¢QopMHTH NPHUKA3bI MO OCHOBHOW [esITeJILHOCTH, He00XOAUMBbIEe B

yYIPaBJIEHYECKHX CUTYalUsIX.
OAO «Mocmam» (r.MockBa) IpUCTYNIMIO K MOJEPHM3ALMHU MPOU3BOJACTBA B LIEIAX

HaJlaXXUBaHUs BBIITyCKa OpPOHMPOBAHHOTO AaBTOMOOMJIS BBICOKOH MPOXOAMMOCTH  JUIS
MunucrepcTa 060poHsl PO.

I'enepanbubii  nupektop OAO  «Mocmam»  Kopuees B.C.  m3pman mpukas o

MOJICpHU3AIIMH OCHOBHOTO IPOU3BOJICTBA.

B npukase yka3bIBaJIOCh:
Otnen wMexanuzanuu  (TyaBHbIA ~ MexaHWk @uiaumonoB B.II.) gomkeH 3akOHYUTH
PEKOHCTPYKIIMIO TJIaBHOTO KOHBEepa 3aBojia 0 1 MIOHS CIEayIOIIero roja.
Otneny texHomoruu  (TyaBHbIA TexHONOr CepoB B.C.) W KOHCTPYKTOPCKOMY OTACIY
(mau.otnena Bacuu E.IL.) npennuceiBamoch 3aKOHYUTH TEXHOJOTHUYECKYIO TOJITOTOBKY
MIPOM3BOJICTBA U BCEH HEOOXOIUMON TEXHOJOTHYECKONH M KOHCTPYKTOPCKOM TOKYMEHTAIIUU
1o pa3paboTKe W MOCTAHOBKE Ha MPOMBINIJICHHOE MPOM3BOACTBO HOBOTO aBTOMOOWIIS A0 1
aBrycTa CIEQYyIOIIEro roja.
Kommepueckomy nupextopy KympusnoBy H.II. mopyuanoce mocraBka mNepBOH NapTUu
aBTOMOOWIJIeH B YpainbCKHil BOCHHBIH OKpyT. IlocTaBka aBTOMOOWMIIEH 3aKa3dyMKy JOJKHA
OCYIIECTBISATHCS TIPU YCIIOBUU MPEIOTIATHI CTOUMOCTH BCEW MApPTHH aBTOMOOWIICH.
3amecTuTento renepanbHoro nupekropa Porosy U.T. mopyuanochk obecnieunTh KOOPAMHAITHIO
MPOU3BOJICTBA M MOCTABOK KOMIUIEKTYIOIIMX K aBTOMOOMITIO 3aBOIaMU-CMEKHUKAMHU.
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5. Kontponb 3a ucnomHeHueM mpukaza ObUT BO3JIOKEH Ha 3aM. TeHepabHOro aupekropa OAO
«Mocmamr» Unpuenko C.I1.
[Tpuka3 monmucan reHepanbHbM aupekTopoM Kopueebim B.C. 15 okta0ps Tekyriero
roja.
[Ipuka3 ObLT 3aBU3UPOBAH KOMMEPYECKMM JMPEKTOPOM, TIJIABHBIM MEXaHUKOM U
[JIaBHBIM TEXHOJIOTOM.

2. CocraButh U O0G(GOPMHUTH [OKJIAJAHBbIE 3aANNCKH, HEO0XOAMMbIe B YINPaBJIEHYECKHX
CUTYAIUSAX.

Havanpnuk otmena xaapoB OAO «Metammypr» (r. Ilepmp) H.H. I'pomoB HampaBun
renepanbHOMy nupekTopy OAO «Metamnypr» KpacnoBy T.E. nokianHyro 3anucky.

B noknagHo# 3amucke OH JOBOJIMII JI0 CBEJCHMS I'eH.JUPEKTOpa, 4To pabouue BTOPOTO
nexa JI.A. Ilpoknos, I1.A. JIpo3noB, E.M. [IpyHHH TIOCTOSIHHO Oma3apIBalOT Ha padbory. OH
MOSICHSII, YTO UM, KaK HaYaJIbHUKOM OTJIENIa KaJpOB, ObUT MPHHSAT PsJl MEpP, HAMPABICHHBIX Ha
MOBBILICHUE TUCUUIUIMHBI YKa3aHHBIX pa0ounX: MPOBEACHBI Oece/Ibl, BEIICHEHBI 00CTOSTENILCTBA
omo3naHuii Ha paboTy, coOpaHbl OOBSCHUTENBHBIE 3alUCKA C HAPYIIUTENCH TPYIOBOU
JUCLHUIIIIMHBL, OJHAKO, OMO3/IaHUsl PETYIISIPHO MPOAOKAKOTCS.

ITostomy H.H. I'pomoB mnpocur T.E. KpacHoBa HakazaTh HapylmuTeseld TpyaOBOU
JTUCIUIUIMHEIL, JIMIIUB WX TPEMUHU 32 4YeTBepThii kBapTan 2006 roa.

JloknanHas 3amucka HamucaHa 27 aBrycra TEKYIIero roja M 3aperucTpupoBaHa 3a
HOMEpOM 23.

HTorosasi KOHTpPOJIBLHAsA padoTa
JAucuumimnaa «J{okyMeHTaunoOHHOe o0ecnevyeHue YnpaBJieHus
1 BapuanT

)

YTO OTHOCHTCSI K MPU3HAKAM JOKYMEHTA:
a) (yHKIMOHAIBHOCTH HHPOPMALIUY;

0) TOXXJIECTBEHHOCTh CaMOMY ceOe;

B) 3aBEpIICHHOCTH COOOIICHUSI.

2)

... — JOKYMEHTBI, OTpPaKAIOIIHe Pe3yJbTaT CTPOUTEJIBHOI0 H TEXHOJOIMYECKOIo
NPOCKTUPOBAHUA, KOHCTPYMPOBAHMH, WH)KCHEPHBIX M3bICKAHMI M JAPYrHx pador 1o
CTPOUTENbCTBY 3[AaHUM U COOPYKEHMH M W3INOTOBJICHHI0 M3JeJMH NPOMBILIICHHOIO
NPOU3BOJACTBA.

a) TEXHUYECKHE JOKYMEHTHI;

0) ¢(oTonOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOIOKYMEHTHI;

A) JOKYMEHTBI Ha MAaIIMHHOM HOCHUTEIIE.

3)

JIOKyMeHT, BOCHPOM3BOAALIMNH HH(OPMAIMIO APYIroro J0KYMEHTa M BCE €ero BHeIIHHe
NPU3HAKHU

a) BTOPHUYHBIN;

0) BH3YaIbHBI;

B) KOIIHSL.

4)

CornacHo kaaccH(PMKAIUM JOKYMEHTOB 0 YPOBHIO 00001eHHs NHPOPMALMH PA3INYAIOT
AOKYMEHTBI:

a) TNEpBUYHBIE U BTOPUUHBIE;

0) TEKCTOBBIC U HETEKCTOBHIE IOKYMEHTHI;

B) JIOKYMEHTBHI Ha €CTECTBEHHON U NCKYCCTBEHHOI MaTepUalbHONH OCHOBE;

I) TNEPUOJMYECKUE U HENIEPUOINYECKUE TOKYMEHTBI.

5)

Ayb6ankar —
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a) 9TO MepBbIN (WM €MUHUYHBIN ) SK3EMIUIAP JOKYMEHTA, 00JIaalonuid FOPUINIECKON CUIION;

0) 9TO MOKYMEHT, BOCIPOU3BOIAIIMN MHPOPMALUIO APYroro JOKYMEHTAa U BCE €ro BHEIIHHE
NIPU3HAKH WIHA 9aCTh HX;

B) 9TO KONHs OHUIMATIBHOTO JOKYMEHTA, HMEIOIIasi FOPUAMYECKYIO CHITY MOJTMHHUKA.

6)

TecHasi B3aMMOCBSI3b JJIEMEHTOB M TOJACUCTEM [IOKYMEHTa, o0ecneYnBalIIasi €ero
LEJOCTHOCTDh M TOkK/1eCTBEHHOCTh caMoMy cede — 3To

a) aTpuOYTUBHOCTH;

0) (YHKIIMOHATHHOCTS;

B) CTPYKTYPHOCTb.

7

IIpaBoBasi pyHKIUSI TOKYMEHTA OTHOCUTCS K KaTeropuu
a) TJIaBHBIC

0) oOmue

B) cHeluajabHbIC

8)

KakuM CBOHCTBOM MOKHO OXapaKTepU30BaTh HaJIW4YHe Yy JOKYMEHTa HeOoThbeMJIeMBbIX
cjiaraemMbIx, 0€3 KOTOPbIX OH CyIIeCTBOBATH HEe MOKeT?

a) aTrpuOyTHUBHOCTH;

0) BEIIECTBEHHOCTD;

B) CTPYKTYPHOCTb.

9)

... — 3TO NPOLECC YNOPAJOYCHHS HJIHM paclpeejeHHsl JOKYMEHTOB 10 KJIaccaM ¢ LeJbI0
OTpa’KeHUs1 OTHOLIEHUI MeK1Yy HUMHU M COCTABJICHHS KJIACCH(PUKAIMOHHOM CXEMBI.

a) CTPYKTYypHUPOBaHUE;

0) xiaccuduuUpOBaHUE;

B) JOKYMEHTHUPOBAHUE.

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

a) OTMETKa 00 UCIIOJTHUTEIE;
0) orMeTka 00 UCTIONHEHUH TOKYMEHTA U HAIPaBIEHUH €T0 B JIEN0;
B) OTMETKa O MOCTYIUICHUH JOKYMEHTA B OPTaHU3AIIHNIO.

11) HazoBuTe pazmep npaporo moJs (B MM), KOTOPBIi yCTaHABJIMBAaeT JJIs1 YIPABJICHYECKHUX

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

12) Kakasi yacTh TEKCTa NPUKa3a SABJIsSETCH 00A3aTeJIbHOM?

a) KOHCTAaTHUpPYHOIIAs
0) pacnopsauTesbHas

13) PekBHM3UT 10KyMeHTa — 3TO:

a) €ro OT/ACJbHBIN AIIEMEHT
0) yacTh CiIy’)kKeOHOTO MHUChMa
B) (buUpMEHHBIN OJIaHK

14) C noMo1b10 KAKOT0 peKBU3MTA 0(hopMIIsieTcsl BHEIIHee COIJIacOBaHue JOKyMeHTa?

a) BH3BI COTVIACOBAHMS
0) rpuda cornacoBaHus

15) U3 npuBeleHHBIX HUKe MAPHBIX HAUMEHOBAHNH Bbl0epHUTE MPOIECChl, KOTOpPbIe

COKPAIIAIOT YMCJI0 (GOPM JOKYMEHTOB H YCTAHABIUBAKT X €IHHOOOPA3HOE HANMCAHHUE:
a) THIH3AIMSI ¥ aBTOMAaTH3aIUs

0) yHubUKAIKSI 1 ONTHMHA3AIISI

B) YHU(UKANWS U CTAHIAPTH3AIHS

16) B rpynny opranusanuonnubix 1okymenToB HE Bxongut:

a) TPYIOBOM JTOTOBOP
0) mTaTHOE pacImUcaHue
B) TMOJIOXKCHHE

17) BeiOepuTte npaBuJIbHBI BapHAHT HU(POBOro oGopmMJIeHHUs 1aThI:
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a) 06.05.2013
6) 6.5.13
B) 06.05.13

18) IIpuxa3s saBasercs:
a) JOKYMEHTOM, IPUHUMAEMbIM KOJUIETHaIbHBIM OPraHOM JUIsl PELICHUsI TPOU3BOICTBEHHBIX
3a/1a4, BOIIPOCOB;
0) NIpaBOBBIM aKTOM, U3aBACMbIM PYKOBOAMTEIIEM, [UIsl PELICHUS OCHOBHBIX OIIEPATUBHBIX
3a/1a4, CTOSIIIUX IIepe] JaHHON OpraHu3aluen

19) Kak Ha3pIBajcst JOKYMEHT, YUpexaeHHbIi [letpoM I, onpeaensroniuii Kpome BCEro mpoyero
OpTaHHU3AINI0 PA0OTHI C JOKYMEHTAMHU B KOJLIETUSX ?
a) I'eHepanbHbIi perjiaMeHT;
0) I'enepanbHblii popmyasp;
B) ['enepanbHblii Manudecr.

20) OcHOBOM OpraHu3alMy AeSITEIbHOCTH MUHUCTEPCTB CTall IPUHIINI ...
a) KOJLJIeErHajJIbLHOCTH;
0) eIMHOHAYAJINS;
B) pa3aejieHus MOJHOMOYMIA.

21)....3T0 ABUKEeHHE JOKYMEHTOB B OPraHU3ALMU ¢ MOMEHTA X CO3AHUS WIH MOJTyYeHHS 10
3aBepuUIeHUs] HCIIOJTHEHHS WM OTIIPaBJIeHHUS.
a) perucrpaunus;
0) cucreMa JOKyMEHTAIUH;
B) JIOKYMEHTOOOOPOT.

22) 1o OTHOLIEHHMIO K YIIPABJIEHYECKOMY 00bEKTY BbIAEJISIOT JOKYMEHTONOTOKM:
a) BHYTPEHHMH JTOKYMEHTONOTOK;
0) TOPU3OHTAJILHBIN JTOKYMEHTOIOTOK;
B) BXOJSIINNA TOKYMEHTOMNOTOK;
I) BEPTUKAIbHBIN TOKYMEHTOIOTOK;
J) HCXOMSIIUNA TOKYMEHTOMOTOK.

23) OcHoBHas HeJab ciay:xkon1 JOY
a) OCYIIECTBUTH B ITOJIHOW Mepe BCe JeHCTBUS MO JOKYMEHTAIIHOHHOMY 00eCIeueHUIO
JeSATeTLHOCTH OpraHU3allNH;
0) OCYIIECTBUTH B MTOJHOW Mepe BCe ACHCTBUS 110 MaTepPHAIbHO-TEXHHYECKOMY 00eCIeueHUI0
JeSATeTLHOCTH OpraHU3allNH;
B) OCYIIECTBUTH B ITOJIHOW Mepe Bce JeCTBUS 10 HHPOPMALMOHHOMY 00€CIIeYeHUI0
JESATeILHOCTH OPTaHU3aIliH.

24) K opranusanuonHoii pynkuum ciay:xos1 1OY ciaenyer oTHecTn:
a) PETrUCTPALMIO BXOJAIIMX, HCXOASIIMX U BHYTPEHHHUX TOKYMEHTOB;
0) opraHM3alrio COBPEMEHHOTO PACCMOTPEHHUS JOKYMEHTOB PYKOBOJICTBOM OpPTraHU3ALIUY;
B) KOHTPOJIb 32 CPOKAMHU UCIIOIIHEHUS JOKYMEHTOB;
I') NOPOBEIEHHE SKCIIEPTU3bl HAYYHOM M NPAKTUYECKON IEHHOCTU JOKYMEHTOB.

25) Benenue nH(popMaIHOHHO-CIIPABOYHOM PadoThI O JOKYMEHTAM OPraHN3alMu OTHOCUTCH K
a) K TexHosiorndeckoit Gpynkiun ciayx0sr 10V
0) Kk opraHm3anoHHON QyHKIHHU cay)ObI IOV
B) K KOHTpOJIbHOW (pyHKIMHU ciryk051 JJOY;
r) K metonuuyeckor GyHkmuu ciryxos JIOVY.

26) YcioBHOe 0003HaUYeHHE TOKYMEHTA, IPUCBAaHBaeMoOe eMy IIPH perucTpanu, Ha3bIBaeTcH ...
a) IlopsiakoBeIil HOMED;
0) PermcrpanmoHHBIN HHIEKC;
B) Y4YETHBIN UHJIEKC.

27)I'naBHOe Ha3HAYeHHE PerucTPALNHU
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a) HampaBJICHHE JOKYMEHTAa PyKOBOIUTEIIO;

0) mpugaHWe TOKYMEHTY OPUIUYECKON CHITHI,

B) MOATBEP)KACHUE (haKTa €ro CO3MaHMsI W MOCTYIICHHUS;
I') BBOJ JOKyMEHTa B MH(GOPMAIMOHHYIO 0a3y OpraHu3aluu.

28) ®opmbl perucTpauuu 10KyMEeHTOB MOI'YT ObITh

a) KapTo4Hasd;

0) XKypHajbHasil,

B) ajnbOOMHas

I) aBTOMaTHU3UpPOBaHHas eKkTpoHHas (Ha [[9BM);
1) OJOKHOTHAs.

29) CoOBOKYNHOCTH TIOKYMEHTOB, OTHOCSIIMXCS K OJTHOMY BOINIPOCY MJIH YYACTKY
JAesITeJIbHOCTH, IOMEIIEHHBIX B OTAEJbHYI0 00J102KKY — Ha3bIBAIOT

a) JeIom,

0) mamnkoi,

B) apXHUBOM.

30) OxkcnepTH3a HEHHOCTH JOKYMEHTOB — 3TO

a) oTOOp JIOKYMEHTOB Ha rOCY/IapCTBEHHOE XpaHCHUE WITH YCTAHOBIICHUE CPOKOB MX XPAHCHUS
Ha OCHOBE IIPUHATHIX KPUTEPHUEB.

06) oTOOp TOKYMEHTOB Ha rOCYJAapCTBEHHOE XpaHEHUE

B) YCTaHOBJIEHHUE CPOKOB MX XPaHEHUS HAa OCHOBE NPUHATBHIX KPUTEPHUEB.

3ananne

CocTtaBuTh M 0()OPMHUTH CJIYKEOHYIO 3aANIMCKY.
CocTaBuTh JOKIAAHYIO 3allMCKy HadajgbHUKa oTaena pykoBoguteno 3A0 «HTC-JImgep» o
(bakTe HEBBIOJHEHUS PACIOPSDKEHHS O MOHTaXke O00OpyHOBaHMs Ha y4yacTKe IO NpPUYHMHE
c1aboro KOHTPOJII CO CTOPOHBI TJIaBHOrO MexaHuka. OcTalbHble JaHHbIE YKa3aTb
CaMOCTOSITENIBHO.

HTorosasi KOHTpPOJIBLHAsA padoTa
JAucuumimnaa «JlokymMeHTaunOHHOe o0ecnevyeHue ypaBJieHusD
2 BapHMaHT

1) JlokyMeHT MJIM KOMILJIEKC JOKYMEHTOB 3TO ...
a) NpeaMeT JOKYMEHTOBEACHUS,
0) OOBEKT TOKYMEHTOBEICHUS;
B) JIOKYMEHTOBEJCHHE.

2) Kakast pyHKIHUS OTHOCUTCS K CIIEUATBHBIM (PYHKIMAM JTOKyMeHTAa?
a) yNIopsiaoYMBaroUIas;
0) ympaBlieHUECKas;
B) HH(}OpMAIMOHHAs.

3) ... — JIOKYMEHTbI, CO3JaHHbIe C HCIOJb30BAHNEM HOCUTeJeil W CHocod 3amucu,
o0ecreynBaOIUX OTPA0OTKY HMX uHPOpPMAIMM  3IJIEKTPOHHO-BHIYHCIUTEILHOM
MAaIlMHOM.

a) TEXHUYECKHUE JOKYMEHTHI;

0) (HOTOMOKYMEHTHI;

B) KHHOJIOKYMEHTHI;

r) (OHOJOKYMEHTHI;

1) JOKYMEHTHI Ha MAIIMHHOM HOCHUTEIIC.

4) JIoKyMeHT, BOCIPOU3BOASIINI HH(POPMALMIO IPYroro JOKyMEHTa U BCe ero BHEIIHHE
NPU3HAKHU
a) BTOPHUYHBII;
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0) BU3YyaJbHBIN;
B) KOIIHUS.

5) dyOamkar —
a) 9TO MEpBBIA (MW EIUHHWYHBIA) SK3EMIUIp TOKYMEHTa, OONAaroIIUid IOPUANYECKOU
CHIION;
0) 9TO JOKYMEHT, BOCIIPOU3BOISAIINI HH(OPMAIIUIO APYTrOr0 JOKYMEHTA U BCE €0 BHEIIHHE
MPU3HAKU WIH YacTh UX;
B) 9TO KoMl O(UIIMATHHOTO JOKYMEHTA, UMEIOIIasl OPUANYECKYIO CHITY MOJJIMHHUKA.

6) Tecnas B3aUMOCBSI3b JJIEMEHTOB M MOJACHUCTEM [OKYMEHTa, o0ecrne4yMBaKINAsl ero
LEeJIOCTHOCTh U TOKIECTBEHHOCTH caMOMYy cede — 3TO
a) aTpuOYTUBHOCTB;
0) (YHKIMOHATHHOCTS;

B) CTPYKTYPHOCTb.

7) IlpaBoBasi pyHKIHMSI JOKYMEHTA OTHOCHTCS K KATerOpHH
a) TJIaBHBIC
0) oOmue
B) cCHeluaIbHbIC

8) JlokymenT, cogepxxamuii HHGOPMALMIO, He NPEIHAZHAYEHHYIO /ISl INHPOKOI0
pacnpocTpaHeHust
a) HeOoNyOJIMKOBAHHBINH;
0) HemyOJUKYyeMBbIi;
B) HENEpPUOINYECKUI.

9) Bce onepanuu 1no o0padoTKe JOKYMEHTOB COCPEA0TOYHUBAIOTCS B €JMHOM LIEHTpe -
KaHIeJAPHH, 001IIeM OT/Ae/Ie HJIH Y CeKpeTaps MpH ...
a) IEHTpaIM30BaHHOHN (hopMe OpraHU3aIuH JACIONPOU3BOICTBRA;
0) HmeueHTpaTu30BaHHOW (popMe opraHU3aIMy AETONPOU3BOICTBA;
B) CMEIIaHHOW (popMe OpraHU3aIuH JACITONPOU3BOICTRA;

10) Kakue opranusaliuoHHbIE IOKYMEHTBI YTBEPKAAI0TCSI PYKOBOJAUTE1eM OPraHu3anuu?
a) JOJDKHOCTHBIE MHCTPYKLIUU
0) TMOJIOKEHUS O CTPYKTYPHBIX IMOAPA3ACTCHUIX
B) IpaBHUJa BHYTPEHHETO pacropsaKa
r) BCC INCPCUMUCIICHHBIC BBIIIC NOKYMCHTLL

11) Kakue pacnopsiauTe/1bHble JOKYMEHTbI H3aI0TCSI HA OCHOBE eIMHOHAY AU ?
a) peIIeHHs
0) mnpukassbl

12) C kakoii neJibI0 HA CJIY;KeOHOM MUCbMe YKA3bIBAKT GaMuiinio u TejaedoH
HCIOJHUTESA?
a) 75 ONepaTHUBHOU CBSA3H C UCHIOJHUTEIEM
0) 11s npugaHus TOKYMEHTY IOPUINYECKOMN CHIIBI

13) Ha kakom ciry:ke0HOM nucbMe npoctaJjsieTc pekBu3uT (13) «Ceblika Ha
perucTpauMoHHbIi HOMEP U 1aTy JOKYMEHTa»?
a) THCbMax - Mpocb0ax
0) CONMPOBOAMTENHHBIX MTUCHMAX
B) WH(OpPMAIMOHHBIX MUChMaX
r) NUCbMax- OTBETax

14) Tunosoii GopmyJisip JOKYMEHTAa — 3TO COBOKYITHOCTh PEKBU3UTOB:
a) 00s3aTe’NbHBIX (TOCTOSIHHBIX)
0) HEOOXOAMMBIX JUISI TaHHOTO JJOKYMEHTA
B) PpACIOJIOKEHHBIX B OMPECIIEHHON MOCIeI0BATEILHOCTH

15) IIpoekT npuKa3a 1no JU4YHOMY COCTABY T'OTOBUTCS:
a) PYKOBOJUTEIEM OpraHU3aluu
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0) PYKOBOIWTEIEM CTPYKTYPHOTO MOAPA3ACICHUs, TI€ TPYAUTCS PAOOTHHUK
B) HAYaJIbHUKOM OTJIeJIa KaJpOB

16) Kakoii peKBM3UT He BXOJAMT B COCTAB NMpuKa3a?
a) JaTa JIOKyMEHTa
0) anpecar
B) HaMMEHOBAaHHE OpPTaHHU3ALUU
I') TOIIUCH

17) He BepeH cienyromuii 3aroJioBOK NpuKasa:
a) «O peopraHu3zanuu NpeAnpUsTUI»;
0) «lIpuka3 no NpeanpUATHION;
B) «OO0 M3MEHEHUU OIIATHI OTITYCKOB)

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

19) Kak HazbIBascs JOKyMEHT, yupexaeHHbIN [leTpom I, onpenensioniuii kpome BCETO NpOYEro
OpraHu3alyio paboThl C JOKYMEHTaMH B KOJUIETUAX?
a) I'eHepaJbHBIN perjaMeHT;
0) I'enepanbHbIil popMyJisip;
B) I'enepanbHblii MaHuecT.

20) Kakue opraHu3anMoOHHbIe JOKYMEHTbI YTBEPKIAIOTCS PYKOBOAUTEIEM OpraHu3anumu?
a) JIOJDKHOCTHBIE MHCTPYKIIUH
0) TOJIOXKEHUS O CTPYKTYPHBIX TOJIpa3/ICICHUSIX
B) TpaBUiia BHYTPEHHETO PacopsaKa
r) BCE NEepPeUHCICHHbIE BhIIIE JOKYMEHTHI

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

22) lokyMeHTbI U3 BbIIIECTOALIMX, MOABEAOMCTBEHHBIX OPraHU3AUMH U 00palieHusl
rpaskaaH OTHOCATCS K
a) BXOJIIEMY JOKYMEHTOIIOTOKY;
0) ucxoAsIEeMy JOKyMEHTOIOTOKY;
B) BHYTPEHHEMY JIOKYMEHTOIOTOKY.

23) [leuenTtpanu3oBanHas popma opranuzanuu padbotsl ciayx0sl JIOY npenmnomnaraer

a) BBHIIIOJIHEHUE BCEX TEXHOJIOTMYECKHUX Omepanuii mo pabore ¢  JOKYMEHTaMHU OIHHM
CTHEeLUATU3HUPOBAHHBIM CTPYKTYPHBIM IOJIPa3/ICICHUEM HIIU CEKPETapeM.

0) BBITIOJITHCHUE YaCcTH OINEpaluid IEHTPATbHON CIY)KOOW JEeIONpOU3BOACTBA, W YACTH
oTepanui - B CTPYKTYPHBIX MOpPa3eICHHIX.

B) co3JlaHue COOCTBEHHOW JCIIONMPOU3BOACTBEHHON CIY)KOBI B KaXJIOM CTPYKTYpHOM
NOpa3/ICIEHUH OTHOM OpraHu3aIig.

24) K konTpoabHoii pynkuum ciay:k0b1 J{OY caenyer oTHecTH:
a) PErucTpaluio BXOJAUIUX, UCXOASIIUX U BHYTPEHHUX JOKYMEHTOB;
0) OpraHu3alMIO COBPEMEHHOI'O PACCMOTPEHUS JOKYMEHTOB PYKOBOJCTBOM OpraHU3alluu;
B) KOHTPOJIb 32 CPOKAMH UCTIOTHEHUS JOKYMEHTOB;
I') TOPOBEJCHHE SKCIEPTU3bl HAYUYHOU U MPAKTUYECKON IIEHHOCTH JOKYMEHTOB.

25)....—93T0 pukcanus paKkTa cO3TaAHUA WIH MOCTYNJICHHS IOKYMEHTa MyTeM
NMPOCTABJIEHHS] HA HEM JaThI M PErHCTPAIHOHHOTO0 HHAEKCA ¢ MOCIeAYIIINM BHeCEeHUEM
He00XOAMMBIX CBeIEHHIi 0 JOKYMEHTEe B PerHCTPAIIHOHHYIO 0a3y TaHHBIX.
a) KOHTpOJIb,
0) perucrpanus;
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B) TIEPCUCHb.

26) IlpeaBapuresibHOE pacCMOTPeHHe TOKYMEHTOB B ciay:x0e [IOY noapasaessiercs Ha
a) BaXHBIC M HEBAXHBIC,
0) cpodYHbIe U HECPOUHBIE,
B) IS 0053aTEIBHOTO PACCMOTPEHHS PYKOBOACTBOM M HE TPEOYIOIIHE PE30JTIOIIIHI
PYKOBOJICTBA M HAIIPABJISIEMbIE CPa3y B CTPYKTYPHBIE TMOAPA3ICICHUS UCTIOTHUTEISIM.

27) lloctynamomme 10KYyMEHTbI PeriCTPUPYIOTCS
a) B JI€Hb MOCTYIJICHUS,
0) B JIeHb MOAMMCAHUS WUJIH YTBEPKIACHUSI.

28) HomenkJiaTypa e/l OpraHu3alniy Ha ceAyloleil KaJeHIapHbIi o COCTABJISIeTCS
a) B 1-2 kBapTayax TEKyIIero roja
0) B 2-3 KBapTajax TEKYyIIEro rojaa
B) B 3-4 KBapTajax TEKYIIETO roja

29) I'pynnupoBaHue MCIOJTHEHHBIX JOKYMEHTOB B /1€JI0 B COOTBETCTBHM C HOMEHKJIATypoOi
AeJ M CHCTeMaTH3alus JOKYMEHTOB BHYTPH /ieJIa - 3TO
a) dopmupoBaHHUE MANOK
06) dopMmupoBaHuUE aena
B) dopmupoBaHue apxuBa

3ananne

CocTraButh M 0()OPMHUTH NMPUKA3 10 OCHOBHOI 1eSITEJIbHOCTH.

CocraButh mpuka3 (yriaoBoe pacnonoxkenue peksuszutoB) OAO «PEMOHTHHUK» o
MIPOBEJICHUN PEMOHTHBIX paboT. B KoHcTaTHpyromiei yacTH yka3aTh LeJIb U3/1aHUs MpUKa3a (B
CBSI3U C aBapHilHBIM COCTOSIHMEM OTOINUTENbHOU cucteMbl B 1exe Ne 4). B pacnopsautenbHOM
YacTH YyKa3aThb CpPOKHM TIPOBEACHUS PEMOHTHBIX pabOT, OTBETCTBEHHBIX, KOHTPOJb 3a
UCIIOJIHEHUEM pPAacHoOpsKEHHUs] BO3JIOKUTh Ha HadanbHuka unexa. OUO coTpynHHUKOB u
OCTAJIbHBIE JJAHHBIE YKa3aTh CAMOCTOSTENBHO.
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