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1.1. OBLWAA XAPAKTEPUCTUKA PABOYEMN NPOrPAMMbI  YYEBHOW  AUCLUN/IUHDI
«JOKYMEHTAUMOHHOE OBECMNEYEHUE YNPABIEHUA»

1.1. MecTo gMCLUNAKHDI B CTPYKTYpe OCHOBHOI 06pa3oBaTenbHO NporpaMmmbl:

YyebHas gucumnavHa «[JOKyMeHTauMOHHOe obecneyeHwe ynpas/ieHUs» ABAAeTcA obA3aTesibHOM
YyacTbto 06WwenpodeccMoHaIbHOrO LKA OCHOBHOM 06pa3oBaTe/ibHOM nporpammsl B cootsetcteumn ¢ Proc no
cneumanbHoct 38.02.01 IKOHOMMKaA M ByxranTepckuit ydet (no oTpacnam).

YyebHaa  gucumnavHa  «JloKymeHTaumoHHoe  obecneveHue  ynpasneHua»  obecneumsaet
dopmmpoBaHmne NpodeccnoHaNbHbIX M 06LKMX KOMMNETEHUNI No Bcem Buaam gestenbHoctn Groc CMo no
cneumanbHoct 38.02.01 JKOHOMMKA M ByxranTepckuii yyeT (Mo oTpacasam).

Ocoboe 3HauyeHune ANcunnanHa MMeetT npu d)OpMMpOBaHMM N pa3sBuUTun O6LLI,VIX KOMI'IeTEHLI,VIVIZ

OK 01. Bbibupatb cnocobbl pelieHna 3aaa4 npopeccmoHanbHOM AeATEeIbHOCTU, MPUMEHUTENIbHO K
Pa3INYHbIM KOHTEKCTam

OK 02. Ocywectsaatb MNOWUCK, aHaAM3 M MHTepnpetauuio MHPopmaumm, Heobxoammon pns
BbIMOJIHEHUSA 33434 NPOPECCUOHANbHOM AeATE/IbHOCTU

OK 03. NnaHnpoBaTb U peanr3oBbiBaTb CO6CTBEHHOE NPOdECCMOHANbHOE U IMYHOCTHOE PasBUTHE.

OK 04.PaboTaTb B KOA/NEKTMBE W KOMaHAe, 3GPEKTUBHO B3aMMOAENCTBOBaTb C KoJsneramu,
PYKOBOACTBOM, KANEHTaMM.

OK 05.0cywectBnATb YCTHYIO U MUCbMEHHYIO KOMMYHUKAUMIO Ha roCy4apCTBEHHOM A3blKe C y4eToMm
0COBEHHOCTEN COLMANbHOIO U Ky/IbTYPHOIO KOHTEKCTa.

OK 09. Ucnonb3oBaTb MHOPMALMOHHbIE TEXHOOMMM B NPOPECCMOHANBHON AeATEIbHOCTH

OK 10. Monb3oBaTbcA NPodeccMoHanbHOW AOKYMEHTAUMEN Ha rocygapCTBEHHOM M MHOCTPaHHbIX
A3bIKax.

OK 11. Ucnonb3oBaTb 3HAHMA N0 PUHAHCOBOW rPAMOTHOCTM, MNAHMPOBATL NPeANPUHMMATENbCKYIO AeATeNbHOCTb
B npodeccmoHanbHoM coepe.

Mpouecc nsyyeHna AUCUMNAMHBI HanpasaeH Ha GOpPMUpPOBaHME NPOPECCUOHANbHBIX KOMMNETEHLNN:
MK1.1 O6pabaTbiBaTh NEPBUYHbIE BYXranTepckme 4OKYMEHTbI.

1.2. Llenb 1 nhaHupyemble pe3ybTaTbl 0CBOEHUA AUCLUNUHDI:

B PamKax nporpammbl yqe6H017| ANCLUNNINHDBI 06y'~IaI-OIJJ,VIMVICF| 0CBaMBaKOTCA YMEHUA N 3HAHUA

Koa YmeHuns 3HaHuA

MK,
OK




MK 1.1 | npuHMMaTb  NPOM3BO/IbHbIE  MEpPBUYHbIE | 06LWMX TpeboBaHUI K ByxranTepckomy yyeTy B
byxrantepckue OOKYMEHTbI, | Yactm OOKYMEHTUPOBaHUA BCeX
paccmaTpusaemble Kak NUCbMEHHOoe | XO03AUCTBEHHbIX AENCTBUIN 1 onepaunii;
[0Ka3aTenbCcTBO coBepLueHus . . .

o N NOHATUI nepsmuYHOM 6yxrantepckomn
XO3AWCTBEHHOM oOnepauuMnm WAn nonyyeHue
OOKyMeHTaLuu;
paspeLleHna Ha ee NpoBeaeHUE;
onpeaeneHnin  nepBUYHbIX  ByXranTepckux
NPUHUMATb  MepBUYHble  Byxrantepckue
OO0KYMEHTOB;
AOKYMEHTbI Ha BymarkKHOM HocuTese u (1nu)
B Bhae S/1EKTPOHHOIO AOKYMEHTa, | dpopm nepBUYHbIX DYXranTepCKUX JOKYMEHTOB,
NOAMNUCAHHOrO 3/1EKTPOHHOMN NOAMUCHIO; cofeprkalunx obs3aTenbHble PEKBU3UTDI
NepBUYHOro Y4ETHOro AOKYMEHT];
npoBepATb  HaAuyne B  MPOMU3BONbHbIX
NepBUYHbIX  ByXranTepCKUX  AOKYMEHTAaX | mopagka MpoBeAeHUA NPOBEPKM MNePBUYHbIX
06A3aTe/IbHbIX PEKBU3NTOB; OyXranTepckux OOKYMeHTOB, dopmanbHoM
npoBepKu OKYMEHTOB npoBepKkn  no
npoBoAnUTb dbopmanbHyto npoBepKy poBep AOKY " POBEP
cyLecTsy, apudpmeTU4eCcKo NPOBEPKY;
OOKYMEHTOB, MpOBEpKy NO  CyLLecTBy,
apudMeTUUECKYIO MPOBEPKY; NPUMHLUWNOB W  MNPU3HAKOB  rPYNNUPOBKMU
NepBUYHbIX BYXranTepCKUX JOKYMEHTOB;
npoBOANTb rpynnupoBKyY nepBUYHbIX
OyxranTepckux  AOKYMEHTOB MO  pAAYy | nopaska nposeaeHuA TaKCMPOBKU 7
NPWU3HAKOB; KOHTUPOBKM NepBUYHbIX ByxranTepckux
OOKYMEHTOB;
NpoBOAUTb  TaKCUMPOBKY WU KOHTUPOBKY
NepBUYHbIX ByXranTepckmx AOKYMEHTOB; nopagoka COCTaB/IeHUA perucTpos
OyXranTepcKoro y4era;
OpraHM30BbIBaTb AOKYMEHTOOH60POT;
npaBua W CPOKOB XPaHEHUA NepBUYHOMN
pa3bupaTtbca B HOMEHKAAType aen; -
OyXranTepcKom AOKYMeHTaUnu;
3aHOCUTb [JaHHble MO CrpynnupoBaHHbIM
AOKYMeHTaM B PEerucTpbl Gyxrantepckoro
yueTa;
nepegasatb  MNepBUYHble  Byxrantepckue
[OKYMEHTbl B TeKywmit  Byxrantepckui
apxuB;
nepefasaTb  NepBUYHble  Byxrantepckue
OOKYMEHTbl B MOCTOAHHbLIA  apxvMB MO
ncTeyeHumn YCTQHOBJ/IEHHOTO CpOKa
XpaHeHus;
MCNpaBAATb OLWMNBKM B nepBUYHbIX
ByXranTepckmnx AOKYMeHTax;

OK 1. | pacnosHasaTb 3afadyy u/van npobnemy B | aKTyasbHOro npodeccmoHanbHOro "
npodeccmoHanbHOM  U/MAn  coumanbHOM | COLMANbHOTO KOHTEKCTa, B KOTOpPOM
KOHTEKCTe; aHa/nuM3MpoBaTb 3agady wu/uam | NPUXoanTtca paboTaTb M KUTb; OCHOBHbIX

npo6nemy M BblAeNATb eé COoCTaBHble YacTu;

onpenenaTtb 3Tanbl peweHnA 3a4a4u;

BbIABAATb n appeKTUBHO WCKaTb

MCTOYHMKOB WMHPOPMaUMKM U pecypcoB Aans
pelieHns 3a4a4 n npobaem B




MHPopmaumo, HeobxoamMmyo Ans peleHus
3a4a4n u/vunm npobnembl;

COCTaBMTb MNAAH AOeNCTBUA; ONpeaennTb

HeobxoaMmble pecypcsl;

BNnaAeTb aKTya/lbHbIMU MeTOA4aMU pa6OTbI B
npodeccnoHanbHOM W CMEeXHbIX cdepax;

npodeccmoHanbHOM  WU/MAM  coumanbHOM
KOHTEKCTE;
anroputma BbIMNO/IHEHUA pabot B

NPo¢peccMoHanbHOM U CMEXHbIX 0bnacTax;
MeTof0B paboTbl B MPOPECcCUOHANbHON U
CMeXHbIX cdepax; CTPYKTypbl naaHa Ans
peleHns 3a4ayY; NopsaaKa OLEHKM Pe3ynbTaTos

peann3oBaTb COCTaB/IEHHbIN nnaH; | pewenus 3apau NpodeccMoHanbHoi
OLEHWBATb Pe3yNbTaT U NOCNEACTBUA CBOWX | neaTenbHOCTM

AencTBuin (camocTosaTeNbHO MU C MOMOLLbIO

HacTaBHUKa)

OK 2. | onpegenatb 3a4aum ans NMOWCKa | HOMEHKNATypbI MHGOPMALMNOHHbIX
UHbOPMaumK; onpesenatb HeobxogMmble | UCTOYHMKOB NPUMEHAEMbIX B
WUCTOYHMKN  MHOpMAUMM;  NNaHMPOBATb | NpodeccMoHanbHOW AeATeNbHOCTU; NPUeMoB
npouecc NMOWUCKa; CTPYKTYPUPOBaTb | CTPYKTYpUPOBaHUA WHbopmaunn; dopmara
nonyvyaemyto  MHpopmaumio;  BblAENATb | opopmaeHua pes3ynbTaTos noucka
Hanbonee 3HaYMmoe B nepeyHe | MHGopmauuu
MHOOPMAUMK; OLEHMBATb MPAKTUYECKYIO
3HAYMMOCTb pe3ynbTaTos NMOWUCKa;
odopMNATb pesynbTaTbl MOMUCKA

OK 3. | onpedenatb aKTya/libHOCTb HOPMAaTUBHO- | COAEpPKAHUSA aKTyanbHOM HOpPMaTUBHO-
npaBoBoOW OOKYMeHTaumm B | MpaBOBOM  OOKYMEHTaUuMW; COBPEMEHHOM
npodeccnoHanbHOM AeATeNIbHOCTU; | Hay4YHOM n npodeccnoHanbHOM
NPUMEHSATb COBPEMEHHYIO Hay4YHYIO | TEPMUHONIOTUN;  BO3MOMKHbBIX  TPaeKTopui
npodeccnoHanbHyo TEPMMUHOIOTUIO; | MPOdECCUOHAIbHOIO pa3BuTUA n
onpeaensTb M BbICTPpAMBaTb TPAEKTOPUM | caMoobpasoBaHuA
npodeccnoHanbHoOro pa3BuUTUA 7
camoobpasoBaHus

OK 4. | opraHusoBbiBaTb paboTy KONNEKTMBA W | MCUXOJIOTUYECKUX OCHOB OeATeNbHOCTH
KOMaHZAbl; B3aUMOAENCTBOBATb C KOIIEramm, | KOIIEKTUBA, NCUXONOMMYECKUX OCOBEHHOCTEM
PYKOBOACTBOM, KNMEeHTaMMU B XOAEe | IMYHOCTU; OCHOB NPOEKTHOMN AeATeNbHOCTH
npodeccrmoHanbHOM AeATeNbHOCTH

OK5. | rpamoTHO M3naraTb CBOW  MbICAIM W | OCOBEHHOCTEN COLUMANBHOTO W Ky/AbTYPHOrO
obopmMnATbL OOKYMEHTbI No | KOHTEKCTa; NpaBu opopmMIEHUA OOKYMEHTOB
npodeccnoHaibHoM TemaTtuke Ha | M NOCTPOEHMA YCTHBIX COOBLLEHN
rocyfapcTBeHHOM A3blKe, npoABAATb
TONEePaHTHOCTb B paboyem KoNnekTuee

OK9. | npumeHatb cpeactBa WHGOOPMALMOHHBIX | COBPEMEHHbIX cpencTs n YCTPOKCTB
TEeXHONOrni ans peweHuns | MHGopmMaTU3aLMKN; NOPALKA UX NPUMEHEHNS U
npodeccnmoHanbHbIX 3a4ay; WCMNO/b30BaTb | MPOrPamMMHOro obecneveHune B
COBpPEMEHHOe NporpaMmHoe obecrneyeHne npodeccroHanbHON AeATebHOCTH

OK 10. | noHumaTtb obwui CMbICA YETKO | MPaBWUA MNOCTPOEHUA MPOCTbIX W  CAOMKHbIX
NPOM3HECEHHbIX BbICKa3blBaHMWI Ha | NpeanoXKeHNn Ha NPodeccMoHanbHble TeMbI;

N3BECTHblE TEMbI (I'IpOd)eCCVIOHa/'IbeIe n
6bITOBbIE), NMOHMMATb TeKCTbl Ha 6a3oBble

I'IpOd)eCCMOHa}'IbeIe TeéMbl; Yy4aCTBOBaTb B

OCHOBHbIX 06LeynoTpebuTenbHbIX 1aroios
(bbiToBas M npodeccMoHanbHas NIEKCUKA);
NEKCMYECKOro MMHUMMYMa, OTHOCALLerocs K




AManorax Ha  3HakKomble  ob6lime U
npodeccrnoHanbHble TEMbI; CTPOUTb NPOCTbIE
BblCKasbiBaHMA 0 cebe U 0 cBoeM
npodeccnoHanbHON AeATe/IbHOCTU; KPaTKO
0b60CHOBbIBAaTb M OOBACHUTL CBOU AENCTBUSA
(Terkywue n nnaHnpyemble); NMcaTb NPOCTbIe
CBfAI3Hble COOOLLEHMA Ha 3HaKomble Wan
WHTepecylowme npodeccruoHanbHble TeMbI

OMNMUCaHUIO NpegmeTos, CpeacTs U npoueccos

npodeccMoHanbHom 0eATeNbHOCTU;
ocobeHHoCTel NPOU3HOLLEHUS; npasun
YTeHUA TEKCTOB npodeccnoHanbHom
HanpaB/eHHOCTH

2. CTPYKTYPA U COOEPXAHUE YHYEBHOW ANCLUNINHDI

2.1. O6bem yuyeb6HOM AUCUUNINHDBI U BUAbI yuebHOU paboTbl

Bun yyeOHoi padoThl O0bem yacos
O0bem oOpa3oBaTeTbHOI MPOrPaMMBbI 74

O0bem padoThI 00y4aIOIIUXCSl BO B3aMMO/IeCTBHH € MpenoaaBaTeiemM 68

B TOM YHCIIE:

Teopernueckoe oOyueHue 30
MPAKTUYECKUE 3aHATUS 38
KouncyabsTanun 2
CamocTrosiTenbHast padoTa 4
[IpomesxyrouHas aTrectauus (qudQepeHInpOBaHHBIN 3a4eT) -




2.2. TemaTMUeCKMA NNaH U coaeprKaHue yuebHoi AMCUMNANHDI

HammeHoBaHue
pasgenos n tem

CopeprkaHue yyuebHoro maTtepuana u Gpopmbl
opraHv3aumn gesTenbHoOCTM obyyatowmxca

0bbem

B Yacax

Koabi
KOMMeTeHUMN,
dopmMUpoOBaHUIO
KOTOpbIX
cnocobcTayeT
aNeMeHT
nporpammbl
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Paspen 1 BesepeHune

Tema 1.1

OCHOBHbI€E NOHATUS
B
AenonpounsBoactBe

CopepiaHue yuebHoro marepuana

MpeameT v 3agaum Kypca «JoKyMeHTaunoHHoe
obecneuyeHue ynpasneHuna». Kpyr sonpocos,
OXBaTblBa€MbIX AaHHbIM NPEAMETOM M ero CBA3N C
APYrMMK gMcumnamHamm ydebHoro nnaHa. KpaTtkuii
0630p NUTEpPaTypbl U UCTOYHMKOB NO AAHHOMY Kypcy.

PekomeHAauumn no opraHn3aumm TEOPETUUYECKUX U
NPaKTUYECKMX 3aHATUN, @ TaKXKe CaMOCTOATE/IbHOCTU
BHeayauTOPHOI paboTbl CTyAeHTOB. KpaTkunin 0630p
locyaapCTBEHHOM CUCTEMbI OKYMEHTALMOHHOMO
obecneyeHus ynpasnenuns NrCA0Y m
YHUPUUMPOBAHHBIX CUCTEM AO0KYymeHTaumu (YCA).

KaTeropumn cTaHAapTOB: rocy4apCTBEHHbIE,
pecnybanKaHCKue, oTpacnesble. Mx KpaTkan
XapaKTePUCTUKA.

OK 01,02,03,,09,

10

Tema 1.2. Uctopus
pa3sutuAa

[,enonponsBoaCTB:
B Poccumn

CopepkaHue yuebHoOro matepuana

OpraHusauus genonpoussoacTtea B [lpesHel Pycu.
JTanbl Pa3BUTUA AeN0NPON3BOACTBA: NPUKA3HOE
AeN0Npon3BoACTBO, KONNEHKCKOE AEN0MNPON3BOACTBO,
MWUHUCTEPCKOE Ae/0NpPOoM3BOACTBO.
[lenonpounsBoACTBO COBETCKOrO Nepuoaa.
CoBpemeHHble 0CO6EeHHOCTM pPa3BUTUA
AenonponssoacTsea.

B TOM uucne: NpaKTUYECKUX 3aHATUIA U
NnabopaTopHbIx paboT

MpaKktuyeckana pabota N2l CoctaBneHue TabaunLbl
HOPMaTMBHO NPABOBOWN AOKYMEHTaLMKN peryanpytoLen
Ae/10Npon3BoACTBO

OK 01,02,03,,09,

10

Tema 1.3.
OCHOBHbIle

CopeprkaHue yue6HOro matepuana

OK 01,02,03,,09,




NoNOXeHUA no
OOKYMEHTUPOBAHU
10 ynpaB/ieHYeCKOoW
AeATeNbHOCTU

KntoueBblie NoHATUA:
[OKYMEHT,4OKYMEHTOO00POT,Ae/10MNPON3BOACTBO,YHUD
MKauua,cTaHaapTudmKaums.

TpeboBaHMWA K AOKYMeHTam. Popmynap LOKYMeEHTa.
Hocutenu nHpopmaumm: pyKonucHeole,
MaLUNHOMMUCHbIE, MarHUTHbIE NEHTbI, NePdONEHTbI,
ANCKeTbl. VX KpaTKan xapaKTepucTuka.

B TOM uucne: npakTUYECKUX 3aHATUI U
nabopartopHbix pabot

MpaKkTuyeckana pabota Ne2 MposeaeHune AenoBown
Urpbl «PEKBM3UTbI JOKYMEHTa»

BHeaydumopHasa camocmosmesnbHasa paboma Nel

CocraBneHue npe3eHTaunMoHHOIro maTtepumana no teme
«N3 UcTopunn genonponssoacrea»

10

Tema 1.4. Bugpli
OOKYMEHTOB, UX
Knaccudpukauyums.

Mpasuna
opopmneHus
ynpaBaeH4YecKux
OOKYMEHTOB

CopepraHue yueb6HOro matepuana

Buabl AOKYMEHTOB: N0 06WMUM U
aAMMHUCTPATMBHbBIM BOMpPOCam, No GpyHKUUAM
ynpaBfeHus.

Knaccudmkauma LOKYMEHTOB:

Mo HaMMeHOBaHMWIo, MO MECTY COCTaBAEHMSA, MO
coZepiKaHuto, o Gopme, MO CPOKaM UCMOIHEHUSA, MO
NPOMCXOXKAEHMIO, MO BUAY 0DOPMIEHUNIO, NO
cpencrTeam ¢pukcaummn. Ux kpatrmii 0630p.

MoHATNE «PEKBU3UTLI AOKYMEHTa.
OdopmneHne pekBU3UTOB AOKYMEHTOB. 3Ha4yeHue
PEKBU3UTOB, 3aBUCMMOCTb HOPULNYECKOM CUbI
AOKYMEHTOB OT MOIHOTbI M KayecTBa UX 0popMIeHums.
KpaTkuii 0630p cTaHAAPTHBIX 61aHKOB, UCMO/Ib3YEMbIX
B opraHmsaumax (yuypexaeHunax). TpebosaHua K
61aHKam. MopAAOK U TeEXHWKA 0POPMAEHUA
PEKBU3UTOB AOKYMEHTOB.

B TOM uucne: NpaKTUYECKUX 3aHATUIA U
NnabopaTopHbIx paboT

MpakTnueckana paborta Ne 3 CoctaBneHue Tabamubl
«Bunapbl AOKYMEHTOB M UX KnaccuduKauma»

OK 01,02,03,,09,
10

NK1.1

Paszden 2 JokymeHmupoeaHue op2aHU3dyUuOHHO-pacrnopaoumenbHoli

deamenbHocmu

Tema 2.1

AHanus OPraHN3aUlMOHHbIX AOKYMEHTOB: NOJI0KEHUE O
CTPYKTYPHOM nogpasaeneHnn, WTatHoe pacnmncaHume,
AO0/IKHOCTHAaA MHCTPYKLHUA. XapaKTepVICTMKa,

OK 01,02,04,05,09,
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OpraHusauuoHHble
DOKYMEHTDI

CoAep!KaHne PeKBM3UTOB U CTPYKTYPb! YKa3aHHbIX
AOKymeHTOB. poueaypa coctaBaeHus u obopmaeHus
OpPraHM3aLMOHHbIX AOKYMEHTOB.

B TOM uyucne: NpaKTUYECKUX 3aHATUIA U
NabopatopHbix pabot

MpakTuyeckana pabota Ne 4 CocrtaBneHue NpoeKTa
y4ypeauTenbHbIX JOKYMEHTOB

MpaKTuyeckana pabota N2 5 Pa3paboTKa AOMKHOCTHbIX
WMHCTPYKLMI

10

NK1.1

Tema 2.2

PacnopagutenbHbl
€ AJOKYMEHTbI

CopeprKaHune yuebHOro marepmana
PacnopaguTenbHble JOKYMEHTbI:

NOCTaHOB/EHUA, PACNOPANKEHUA, PELIEHNS,
nprKasbl. Mx HasHauyeHune. KpaTknin 0630p OCHOBHbIX
pacnopaanTesibHbIX JOKYMEHTOB, UX COAEpIKaHMe,
PEKBU3UTbI.

Mpoueaypa coctaBaeHUA U opopmneHus
pacnopaamTenbHbIX LOKYMEHTOB.

MpoTokon (cobpaHun, 3aceaaHua, konnermm u 1.n.). Ero
Ha3HauyeHue cogepikaHune, Gopma, TUNOBaA CTPYKTYpa,
pekBu3uThbI. MNpoLeaypa coctaBneHmsa U 0bopmMIEHUS
NPOTOKOJIOB.

B TOM uncne: NpPaKTUYECKUX 3aHATUA U
nabopatopHbix pabor

MpakTuyeckasa pabota N2 6 OpopmneHue
pacnopaguTenbHbIX AOKYMeHTOB «[1puKas»,
«PacnopsaxeHue»

MpakTuyeckasa pabota N2 7 OpopmneHme NpoTOKO/I0B

OK 01,02,04,05,09,
10

NK1.1

Tema 2.3.
UHPopmaumoHHO
— CNpaBoOYHbIe
OOKYMEHTDI

CopepraHue yueb6HOro matepmana

NHPpOpPMaLMOHHO- CNPaBOYHbIE AOKYMEHTbI: CMPaBKK,
AOKNafAHble 3aNMUCKK, 06bACHUTE IbHbBIE 3aMUCKU, aKTbl,
cnyxebHble NMcbMa, Teflerpammbl, CONPOBOAUTE IbHbIE
nMcbma, NUCbMa- NpUraaweHuns, MHGOPMaLMOHHbIEe
nMcbMa, rapaHTUMHOE NUCbMO, MUCbMA-OTBETI,
peKnamHble MUCbMa U T.4,

KpaTkuin 0630p X HazHaYeHUs cogepKaHune n Gopmbl,
PEKBU3UTOB.

Mpoueaypa coctaBneHUs U 0GOPMIEHUS
MHPOPMALMOHHO-CNPABOYHbIX 4OKYMEHTOB.

B TOM uncne: nNpaKTUYECKUX 3aHATUIA U
NabopatopHbix pabot

OK 01,02,04,05,09,
10

NnK1.1
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MpaKTnueckan paborta Ne 8

MNoarotoBKa aKkTa MHBEHTApPU3auunu, FapaHTMﬁHOFO
NMNCbMa

MpaKTuyeckana pabota N2 9 OpopmaeHue cnyKebHbix
nucem v oTBETOB

BHeaydumopHas camocmosmensHasa paboma
cmydeHma Ne 2 CocTaB/ieHMe r10ccapus Nno Teme
«PeKBU3NTbI OPraHM3aLMOHHHO-CNPABOYHOM
OOKYMeHTaumMm»

Paspen 3 OpraHusauma paboTtbl ¢ 4OKYMEHTaMK

Tema 3.1 Cny:k6a
DOKYMEHTaLUOHHOT
0 obecneueHus
ynpasneHus.
MoHAaTKe
DOKymeHTOoOobopoTa

CopepraHue yue6HOro matepmana

CAQY, ee cTpyKTypa, GYHKUNM, AOMKHOCTHOM COCTaB.
MoHATHe AoKymeHToObOpOTA.

Mopsagok 06paboTKM NOCTYNAOLWMX AOKYMEHTOB.

MNopaaok 06paboTkM OTNpaB/AeMbIX AOKYMEHTOB.
Mepenaya 4OKYMEHTOB BHYTPU OpraHm3aLmu.
NHdopmaumoHHo-nomcKkosana cuctema (UMC) gns
paboTbl C AOKYMEHTaMM OpraHM3auum.

B TOM uMcne: NpPaKTUYECKUX 3aHATUI U
nabopatopHbix pabor

MpaKkTuyeckana pabota N2 10 PewweHne cUTYaLMOHHbIX
3a4a4 no Teme «O6paboTKa NOCTYNAMOLLMX U
OTnpasBAAeMbiX JOKYMEHTOB»

OK 01,02,04,05,09,
10

NnK1.1

Tema 3.2 Npasuna
perucrpauum m
MHOEKCUPOBAHUA
OOKYMEHTOB.
OpraHusauma
KOHTpOAA
MUCNOJIHEHUA
OOKYMEHTOB.
Cucrtemartusauma u
XpaHeHue pgen.

CopepkaHue yuebHoOro matepuana

Llenn permctpaumm AokymeHToB. Mpouecc
perncTpaunmn 4oOKYMeHTOB.

dopMmbl perncTpaLmm: }KypHaabHas, KapTouHas u
aBTOMaTM3MPOBaHHasA, 31IEKTPOHHAsA; UX KpaTKas
XapaKktepuctuka. O6wuin 0630p opraHM3aLnmn KOHTpoNA
NCMNONHEHWNA AOKYMEHTOB Ha NpeanpuaTUax. KpaTkuii
0630p cy*K6 M OTBETCTBEHHbIX PABOTHMKOB B COCTaBe
ynpaBieHua Aenamu, KaHuenapum, obuiero otaena,
cekpeTaps ,nogpasaeneHui, ocyLwecTBAAOWNX paboTty
MO KOHTPOIO 33 UCMOJIHEHNEM PELLEHUIA.

MocTaHOBKa AOKYMEHTa Ha
KOHTPO/b.(pacnopseHne npasuTenbcTea PO ot
24.05.92 N21118-p) o0 cpokax UCNOAHEHWNS OKYMEHTOB,
NX NCYMCNEHUNIO, NOPALKE OPraHU3aLLMmN KOHTPOIA
,U3MEHEHWNA CPOKOB U T.4. [NOPALOK CHATUA C KOHTPOAA
OOKyMeHTOB. CuctemaTmsauma n xpaHeHue gen.
lMoHATME HOMEHKNATYpPbI Aen.

OK 01,02,04,05,09,
10

NnK1.1
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MNpasuna coctaBNeHUA U NPUMEHEHUA
HOMeHKNaTypbl Aen. TpeboBaHMA K 3aro/ioBKam aen.
dopmuposaHue gen. CuctemaTmsauma JOKYMEHTOB
BHYTpu gena. OpopmneHuna agen. Cucrematnsauma
OOKYMeHTOB BHYTpU gena. ObopmneHune gen. Tunosble
CPOKU XpaHeHuA gen. ena NnOCTOAHHbIX U BpeMeHHbIX
CpPOKOB XpaHeHus. TpeboBaHUs K obopmMmaeHUto ans
NOCTOAHHOrO XpPaHeHUA. DKCNepTHble LLEeHHOCTH
OOKymeHTOoB. DOpMMPOBaHNA AeNa, YHUUTOXKEHUE aen.

B TOM uyucne: NpaKTUYEeCKUX 3aHATUIA U
NabopatopHbix pabot

MpakTuueckana pabota N2 11 PelleHne CUTYaLIMOHHbIX
3a43a4 no Teme «KOHTPO/Ib UCMONHEHMA N XPaHEHUA
LOKYMEHTOB»

Tema 3.3
JAOKymeHTUpOoBaH
ue Tpya[0BbIX
NpaBOOTHOLLUE-HUN

CopepraHue yue6HOro matepmana

[loKyMeHTUPOBaHWe TPYAOBbIX NPAaBOOTHOLIEHWA.
dopmunpoBaHue 1 BegeHMe NNYHbIX aen. BeaeHne
TPYAOBbLIX KHUXKEK PabOTHWMKOB.

B TOM Yyucne: NpaKTUYECKUX 3aHATUA U
NabopaTtopHbIx paboT

MpakTuyeckana pabora N2 12 OdopmneHune TpyLOBbIX
OOKYMEHTOB

MpakrTnueckaa Ne 13 PewweHne cUTyaLMOHHbIX 33434 Mo
Teme « POpMMpPOBaAHME LUITATHOIO PacnMCcaHmnA

OK 02, 04, 05,09,10

Tema 3.4
DenonpoussoacTts
0 no obpaiieHnam
rpaxkgaH.
KoHdunaeHumanbH
oe
AenonpousBoacTs
o.

CopepkaHue yuebHOro matepuana

OpraHusauus paboTbl ¢ obpaleHnamu
rpaxkaaH. Knaccudumkaums obpalleHunii rpaxkaaH.
JTInyHbIN Npyem rpaxkaaH. lokymeHTUpoBaHMe paboTbl
¢ obpaleHnaAMM rpaxKaaH.

KoHdpuaeHuManbHoe 4enonponsBoAaCTBO.

OcobeHHOCTM paboTbl C JOKYMEHTAMMU, COAEPKALLMMM
PEKBU3NUT «rpud OrpaHNUYEHNA JOCTYNa K JOKYMEHTY»
NPUMepPHbIN NepeveHb CBEAEHUI, COCTaBAAOLLMX
KOMMEPYECKYIO TaKTUKY 0653aTeNbCcTs 0
Hepasr/iaweHUn KOMMEePYECKOW TalHbl.

B TOM uucne: nNpaKTUYECKUX 3aHATUIA U
NnabopaTopHbIx paboT

MpaKkTuyeckana paborta Nel4 PelweHne cUTYaLMOHHbIX
33434 no Teme «KoHPuaeHumansHoe
0eN0nNpon3BoaCTBO»

OK 02, 04, 05,09,10

Paspen 4 byxrantepckaa 1 NpaBoBas AOKYMEHTaLUuMA
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Tema 4.2.
ByxrantepcKkasa u
¢uHaHcoBO-
pacuyeTHas
AOKyMeHTauuma

CoaepkaHue yue6HOro matepmana

O6Lan xapaKTepUCTUKa AOKYMEHTOB Mo GMHAHCOBO-
pacyeTHbIM onepaumam. Knaccudukaums yyeTHbIX
A0oKymeHTOoB. Cnocobbl McnpaBaeHus owmnbok B
¢dUHaHCcoBO-pacyeTHOM AokymeHTauuun. OdopmneHune
OTKPbITUA cYETOB opraHmnsaunii. OCHOBHble BUAbI
OOKYMEHTOB No GMHAHCOBO-PacYeTHbIM Onepaunsam

B TOM uyucne: NpaKTUYECKUX 3aHATUIA U
NabopatopHbix pabot

MpakTnueckas pabora Ne 15

CocTtaBneHue 1 opopmneHne JOKYMEHTOB Mo
$MHaAHCOBO-pacYeTHbIM ONepaunam

MpakTuyeckana pabota N2 16

CoctaBneHue n odopmMaeHne CpaBHUTEIbHOMN TabaunLbl
«OCHOBHble PEeKBU3NTbI GMHAHCOBO-pPacYeTHOM
OOKYMeHTaLumn»

MpaKkTuyeckana paborta Ne 17

OdopmneHne 6aHKOBCKOM AOKYMEHTALLMM Ha
KOHKPETHbIX NpMMepax.

OK 01,02,04,05,09,
10

NnK1.1

Tema 4.3.
JAorosopHo-
npaBoBasn
OOKYMeHTauua

CopepraHue yue6Horo matepmana

Cuctema A0OroBOpPHO-NPABOBOM AOKYMEHTALUMN:
Ha3Ha4yeHue, CoCTaB, cocTaBaeHne n obopmaeHue.
MoHATMe goroBopa (KOHTPaKTa), cornalleHue,
npoTtokona. Tunosaa ¢opma KOHTpaKTa. OCHOBHbIE
pa3aenbl KOHTpaKTa. MpuMmepHbI LOroBop Kynau-
npoaaxu. MpumepHaa popma fOrosBopa NOCTaBKM.
TpaHcnopTHble gorosopbl. Popmynap Aorosopa
cTpaxoBaHus. MNpumepHbie dopmbl orosopa
nopy4yeHuma n gorosopa Kommccmun. Tunosas popma
KpeauTHoro gorosopa. Tunosasa ¢opma gorosopa
6aHKoBCKOro cyéta. MNpumepHasa dopma aorosopa
6aHKOBCKOro BKkMaga. O6pasLbl 4OroBOpoB O
Oeno3nTHOM BK1lage. TMNoBoOM JOroBOp Ha
OCYLLECTBNEHWNE KPEAUTHO-PACYETHOTO 0OCNYKMBAHUSA.
YHuduumnposaHHan ¢opma cornaweHmsa 06 nsmeHeHUM
W [ONONHEHWUM K A0roBoOpY. YHUOMLMPOBAHHAA dopma
cornaleHus o 3ameHe Aorosopa (HoBauus).
YHuduumnposaHHasa $opma 0 pacToprKeHMmM AoroBopa.
Kommepyeckue akTbl. ObopmaeHne akToB No NpuEmKe
NPOAYKLMM (TOBApOB) NO KOAMYECTBY U KAauecTBy.
OdopmneHne akTOB NO OKa3aHMO BO3ME3AHbIX YCAYT.
O6pasubl akToB. [JoBEpPEHHOCTU: pa3oBble,
cneumManbHble, reHepanbHble. O6pasLbl
[0BepeHHOoCTEN.

B TOM uyuCne: NpPaKTUYECKMX 3aHATUIA U
NabopatopHbix pabot

OK 0.1-05, 09,10
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MpaKTuyeckana pabota Ne 18 2
OdopmneHne AOroBOPHO-NPaBOBON AOKYMEHTALMM Ha
KOHKPETHbIX NpMmepax.
MpakTnueckas pabora Ne 19 2
OdopmneHne NPeTEH3NOHHOM AOKYMEHTALUK
Paspen 5 ABTomaTusMpoBaHHaA cuctema MHGOpPMaUMOHHOro obecneueHns
ynpasieHUAa U aenonpomnssoactea. KomnblotepHoe AenonpoussoacTso.
Tema 5.1 CopepraHue yuebHoOro matepmana
Asmomamu3supos
NMoHATME 9NeKTPOHHOrO AOKYyMeHTa. CocTaBaeHmne
aHHaA cucmema A 6
3/IeKTPOHHbIX AOKYMEHTOB. ABTOMaTn3auma paboTbl C -
uHGopMayUoHHOz p AOKRY uma p 0K 0.1-0.5, 09,10
OOKyMeHTamu. Cnuctema 1 TeXHONOrmA 3aLmThbl
0 obecneyeHus - . 2 NK 1.1
OOKYMEHTUPOBAHHOM KOHOMAEHUMANBHOM :
ynpasseHus u o
nHpopmauum
denonpouseodcme pMay
a.
Tema 5.2 CopaeprkaHue yuebHoOro marepmana
KomneromepHoe MopgroTtoBKa K pabote ¢ AoKymeHTamu. Co3aaHue 0K 0.1-0.5, 09,10
denonpouszsod-cme(d BeaeHue 6a3 gaHHbIX. 3almTa MHGOPMaLMK. ) AK 1.1
Bsanmopencteme nporpamm Microsoft Office. ’
OnddepeHunpoBaHHbIN 3a4éT3aueT
KoHcynbTaumsa 2
Bcero: 74
TeopeTuueckuit matepuan 30
MpaKTUyecKkoe 3aHATHE 38
BHeayauTOpHas camocroAaTenbHas paboTa cTyaeHTa 4
KoHcynbTauus 2
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3. YCNI0BUA PEANIU3ALUN NPOTPAMMbI YYEBHOM AUCLIUNINHDI

3.1. Ansa peannsaumy nporpammbl y4ebHON AUCUMNAMHBLI NPeAyCMOTPEHbl caeaylolme crneluanbHble
NOMELLEHMS:

O6o0pyaoBaHue yuebHOro KabuHera u pabounx mecrt KabuHera
JoKymeHmayuoHHoe obecnevyeHue ynpasseHus

- KOMMEKTbI Tab/ML, Pa3aaToYHOro, ANAAKTUYECKOTO U METOANYECKOTO MaTepmana;
- yyebHble nocobus;
- MybTUMeaninHoe obopyaoBaHue,
- MHTEPAKTUBHAs J0CKa;

- KOMMAEKT y4ebHO-METOANYECKON LOKYMEHTALUN.

- NO0Cafo4YHbIE MeCTa Mo Konn4ecTBy 00y4vatoLLNXCS;

- paboyee MecTo NpenogasaTens;

- KOMMNEKT 3aKOHOA4ATESIbHbLIX 1 HOPMATUBHbBIX JOKYMEHTOB;

- KOMNJIEKT POpM ByxranTepckon OTHETHOCTMU;

- KOMMNEKT POpPM YHUPULMPOBAHHbLIX MEPBUYHbBIX JOKYMEHTOB;
- KOMNJIeKT 0BpasuoB 3anonHeHUs opM ByxranTepckon OTYETHOCTHU;
- pekoMeHgaumMm No NOAroToBKe K NPaKTUYECKUM 3aHATUAM,;

- 3afaHus Ans npoBeaeHNsA NPaKTUYECKUX 3aHATUN;

- KOMMNJIEKT TECTOBbIX 3aJaHUMN;

TexHunyeckne cpeacTea obyyveHus:

- KOMMbLOTEP;

- NPUHTEP;

- CKaHep;

- NIporpammHoe obecneyeHne ob6LLero U NpodpeccMoHanbHOro HasHayYeHmA

3.2. UngpopmayuoHHoe obecneyeHue peanusayuu npo2pammeol

[Ons peanusauum nporpammbl 6Mb6AMOTEYHBIN POHL 06pas3oBaTesIbHOM OpraHM3auuK MMEEeT neyaTHble
n/vMnn anekTpoHHble obpasoBaTenbHble U MHGOPMALMOHHbIE PecypCbl, PEKOMeHAYeMble A/1A UCNO/b30BaHMA B
obpasoBaTesibHOM npouecce

3.2.1. OcHogsHaAa numepamypa

1. Jloponuna JI.A. JlokymeHTaIImOHHOE OOeCriedeHHE yrpaBieHus: yueOHUK U pakTtukyMm st CI1O
/JILA. Joponuna.- M. : M3a-so "HOpaiit", 2018.-233c¢. https://biblio-online.ru/bcode/

2. Bacakor M.U. [lenonpu3BoactBo (JlokyMeHTaIMOHHOE 00eCTIeUCHHE YIIPABICHHS): YICOHUK IS
CIlO /M. N. BbacakoB, O. M. 3ambmkoBa.- PocroB w/I.: ®enukc, 2017.-375c.
https://book.ru/book/932044

3.2.2 dnexkmponnsie pecypcoi:
Elibrary (H3B) htpp://elibrary.ru

OBbC «BOOK.RU» https://www.book.ru
3BC «IOpaii» www.biblio-online.ru
OBC «Jlanp» e.lanbook.com

CNC «KoHcynbTaHTIntoc»

akrwdPE


https://biblio-online.ru/bcode/438791
https://www.book.ru/
http://www.biblio-online.ru/
http://yandex.ru/clck/jsredir?bu=2oc73o&from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text=&etext=7289.Ggk5Ir_p3MvNHhZACWZCT7xIGuysGqjuC5um1VhWeJiXNAzDZEPPb3oQrrnmq_EQ.9b0e6b70b0611fafb21f3f3b3a2638b1a136d63d&uuid=&state=PEtFfuTeVD4jaxywoSUvtB2i7c0_vxGdh55VB9hR14QS1N0NrQgnV16vRuzYFaOEfonWy7FGyiNGg1ulhLhX3_xzPQjp4wm5aUQ5aatgYWanzK14mT5VCL1JJm7OI7IOA0HLas6rvR9MMGkiYGuNdw,,&&cst=AiuY0DBWFJ5Hyx_fyvalFMvj1J6mvpfaR2DmSfQVxKCIO7MMs_PL36YN1EQh0JnaCLn46-xLqZRxzWaK6Pr-mNMnZEr3lcU1H1HYk_hP_otRa6vQvgwMwh7-z6tBqfnpunZKMdZTk5WLQWH8IfY0LPfiLYTC4nnvUMb5iE4BnHizkEnKNJnWXWKsWTkk-oT0Oi5JpyG-dbpx3kSIhUq5S6zPX2YCy1mW46eiSjedston6996mT-ZBXwNMTeSk47OfXF1pcr98y9I5uYDxREeSO49TpEqI9vk9taH68b2YUpnZ2bQDzXNHAwfWpvYAwBwasdzUFlxFHKell8wjPgwI-IeQzaRgeEqQ2loX5PSdkTpJTwhwehja-JFT1vXfBD3DAX02GiXo5Mz7w-damSnhuEPdX908V7hTeFxjhG4UMvxYkxMMsFw2jw5HKMDTs-bxT6CKz9HTnwDwnmSS0q8DCYDomQaEF2NJ7DJiw0tZVn5im8F616blrIfo4840ZscTJcDNIwXLOBRtvOp0y7Nix623l6OZJYYiteY95IS1SAllhIivh4QtNwBDjkHFL1BeiOgNSloFUItU8REYzTbNq91KALqiMfdwSw6CBzcI7vRAaUtsBLfMjYOBTed1UonesDzXf38VT22znYRr1TMSek12-W9Erlh3WagQVuYFErbMZk0oRzXk--rJl6eu9ehjmuW1qmFSssAiPYz63GvNdf0UKzr4Loj0Hnv8GJnm9iZE76WzUIx5-AmGFGprIaSsavemnesdbDnw_fGKqGSIq1ikN-z4V0Q68DkerYeZbue5j2yCH_HqmZMTeUbluTbnufZDmwXB8Bklv32eSTB1-zRztTf8QHDMdoOUUB-0FiJvPXuiCUW82ShfH9ykobfkzR63xPZZWWTjY4wlYxx6g,,&data=UlNrNmk5WktYejY4cHFySjRXSWhXSk9lUlMybUdMdXNqbjNUaVY1V05BZThmZjdwTDVsRmV6T0xWVTZ1Zi0yNFpMRTRnWFhxdVlwZ2VzbnZNNzJBc2pIMVk3QXVYdUYy&sign=788b450f38576dc4f09ec22e4768c6ce&keyno=0&b64e=2&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpjly_ySFdX80,&l10n=ru&cts=1571706769156%40%40events%3D%5B%7B%22event%22%3A%22click%22%2C%22id%22%3A%222oc73o%22%2C%22cts%22%3A1571706769156%2C%22service%22%3A%22web%22%7D%5D
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3.2.3 JonoaHumenvHaA numepamypa:

1. I'pozoBa O. C. J[lenompous3BoacTBO : yudebOHOe mocoOue aisi cpeaHero MnpodeccruoHalbHOTOo
obpazosanus / O. C. I'po3oBa. — M.: FOpaiit, 2019. — 126 c. https://biblio-online.ru/bcode/438791
2. KysmenoB WM. H. JlokymeHTanmoHHOEe oOecrneyeHne yrpasieHus. J[okymeHTooOopoT U

JICIIOTIPOU3BOICTBO : YIEOHHK U MPAKTUKYM JJIsI CPEIHETo mpodeccruoHanbHoro oopasosanus / 1. H.
Ky3nenoB. — 3-¢ m3n., mepepad. m gon. — M.: [Opaiit, 2019. — 462 c. https://biblio-
online.ru/bcode/433861

3. Ilysanora H. H. JlokymeHTanimonHOe 0o0ecrieueHre yrpaBiIeHus | yueOHUK U IPAKTHKYM JJIsi CPETHETO
npodeccronansHoro oopasosanus / H. H. Illysamosa. — M.: IOpaiit, 2019. — 221 c. https://biblio-
online.ru/bcode/433679

3.3. O6wue mpe6o8aHus K opzaHusayuu o6pa3zosamesibHO20 npoyecca
OcBoeHune O6yqa|OLLI,VIMMCFI ANCUNNANHDBI NPOXOAUT B yC/10BUAX CO3,£],aHHOf;I o6pasoBaTeanoff1 cpeabl Kak
B y‘-le6HOM 3aBegeHunn, Tak 1 B opraHn3aumnAax, CoOoTBETCTBYHOWUNX I'IpOd)VIJ'IPO M3y‘-IGEMOI\;I ANCUNNNINHDI.

OvcumnavHa «JJoKyMeHTaluMoHHOe obecnedyeHne ynpasieHMA» peannsyetca B TPETbeM cemecTpe
napannenbHo ¢ aucuunamHamu: «OcHOBbl Byxrantepckoro y4érta», «OCHOBbl 3KOHOMWYECKOW Teopumn»,
«be3onacHoCTb U3HeAeATENbHOCTUY U Ap.

M3yyeHne nporpammbl AUCUMIMJIMHBLI  3aBepLUaeTcs NPOMEXYTOYHOM  aTTectauuen B dopme
AnddepeHLUMPOBaHHOTO 3a4éTa, pe3ynbTaTbl KOTOPOro OLEHWMBAKOTCA Ha OCHOBAHUM BbINOJIHEHWUA CTYAEHTaMU
BCEX 3a4eTHbIX MePOoNPUATUIA NO AUCUUNANHE.

O6yLIaPOU.I,MMCF| Ha MNpoTAXEHUNU BCeEro nepunoaa wn3yvyeHMA AOAUNCUUNJIMHBI OKa3bliBaeTCA MNOCTOAHHAA
KOHCY/1bTaUNOHHAaA MOMOLb.

3.4 Kadpoeoe obecneueHue obpazoeamenbHO20 npoyecca

TpeboBaHMA K KBaNNPUKALMM Nearormyecknx Kagpos, obecneymBatowmx obyyeHme no gucumnamHe
«JoOKyMeHTaLMOHHOE obecneyeHne ynpaBaeHna»:

- Haain4me BbiClero O6pa3OBaHMﬂ, COOTBETCTBYOLWEIO I'IpOd)VIJ'IPO npenop,asaemoﬁ ANCUNNNNHDI;

- HanuMume onbliTa NpodecCMOHaNbHOW  AeATebHOCTU B OpraHMsauuMsax COOTBETCTBYOLLEN
npodeccnoHanbHom chepsol;

- CTa)KMpPOBKA B MPOPUIbHBIX OpraHmn3aumsax He pexxe 1 pasa B 3 roaa.

Peanusauma aucumnaunHbl (OM.06.) B yuebHOM npolecce OCyLLECTBAAETCA npenogasatesnem, AaHHble
Ha KOTOPOro YKasaHbl B Tabnuue 4.

Tabauua 4. - Kagposoe obecneveHne obpa3osBaTeIbHOro NpoLecca No AUCUUNANHE


https://biblio-online.ru/bcode/438791
https://biblio-online.ru/bcode/433861
https://biblio-online.ru/bcode/433861
https://biblio-online.ru/bcode/433679
https://biblio-online.ru/bcode/433679
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XapaKTepucTMKa Negarornyeckmux paboTHUKoB
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1. KOHTPO/1b U OLLEHKA PE3Y/IbTATOB OCBOEHUA YYEEHOM ANCLUNUHDI
4.1 KOHTPO/b U OLEHKA Pe3y/NbTaToB OCBOEHMA YyYebHOW AMCUMNANHDI OCYLLEeCTBAAETCA NpenoaasaTesiem B
npouecce NpPoBeAEHUS NMPAKTUYECKUX 3aHATUIA, TECTUPOBAHMSA, BbINOJHEHNA 06YYaOLLMMMNCA UHANBUAYAbHBIX

3a4aHWNIN, KOHTPO/bHbIX PaboT M UccaeaoBaHWA.

Pe3ynbTaTbl 06yyeHus

Kputepum oueHKn

MeTtoAabl OLeHKHN

B pe3ynbTate oCBOEHUA ANCUMMINHBI ObyYatoLwniica
OOJIKeH

3HamMeb:

aKTyanbHbI NpodeccrnoHanbHbIN U coUUanbHbIM
KOHTEKCT, B KOTOPOM NPUXOANTCA paboTaTb U XKuUTb;
OCHOBHbIE UCTOYHUKM MHPOPMaLMM U pecypcbl ANs
peuweHna 3a8a4 n npobsem B npodeccuoHanbHOM U/ mam
COLMaNbHOM KOHTEKCTE;

aZIrOPUTMbI BbINOHEHMA PaboT B NpodeccnoHanbHOM U
CMeXHbIx obiacTax; metoabl paboTbl B
npodeccnoHanbHON KU CMeXKHbIX chepax; CTPYKTYpY
naaHa gaa pelweHns 3agay; NopsaaoK OLEHKM
pe3ynbTaToB peleHna 3a4a4 NPopeccUoHaNbHOM
AeATeNbHOCTH

HOMEHKNATypa MHPOPMALMOHHBIX MCTOYHNKOB
npUMeHAEMbIX B MPOdeCCUOHaNbHOMN AeATeIbHOCTH;
NpUeMbl CTPYKTYpUpoBaHua nHdopmaumm; popmat
odopmIeHNn pesynbTaTos Noucka nHbopmaumm

coaepiKaHne akTyaNbHON HOPMaTUBHO-NPABOBOM
[OKYMEHTALMKN; COBPEMEHHAA Hay4yHasnA K
npodeccMoHanbHas TEPMUHONOMMA; BO3MOXKHbIE
TPaeKTopMM NPoPeCccCOHaNbHOTO Pa3BUTHA U
camoobpasoBaHua

NMCUXONIOTNYECKME OCHOBDI AEATENIBHOCTU KOJINIEKTUBA,
ncuxonornyeckne ocobeHHOCTU IMYHOCTU; OCHOBDI
NPOEKTHON AeATeNbHOCTU

0COBEHHOCTM COLMANLHOIO U KyNbTYPHOTO KOHTEKCTa;
npasuaa oGopmMaeHUA OKYMEHTOB M NOCTPOEHUSA
YCTHbIX COOBLLEHMIA.

FPAaMOTHO MU3a1aratb CBON MbIC/IN U Od)OpMﬂFITb
AOKYMEHTbI NO ﬂpOd)eCCVIOHaﬂbHOﬁ TEMATUKE Ha
rocygapCTtBeHHOM A3blKe, NPOABNAATb TONNIEPAHTHOCTb B
pa6oqu KONNeKTnee

COBPEMEHHbIe CPeACTBa M YCTPOMCTBA MHPOPMATM3aLMK;
NopAAOK UX NPUMEHEHUA U NporpaMmmHoe obecneyeHune
B NpodeccnoHanbHOM AeATeNbHOCTU

pacno3HaBaHWe aAropmuTMOoB
BbINO/IHEHWS paboT B
npodeccMoHanbHoOM n
CMeXHbIx obnacrax;
onpegeneHne metToaoB
paboTbl B
npodeccroHanbHOM U
CMEXHbIX chepax; Bbibop
onpegeneHne onTMMmasibHOM
CTPYKTYpbI NAaHa ann
peleHus 3a4a4; NOHMMaHue
nopsika oLEeHKN
pes3y/bTaToB pelleHmn 3a4au
npodeccroHanbHom
OeATeNbHOCTU; BbIBOP
Hanbosiee oNTUMANbHbIX
NCTOYHMKOB MHOPMALMM U
pecypcoB Ans pelweHuns
3aga4 1 npobaem B
npodeccnoHanbHOM U/ mMnm
COoUMaNbHOM KOHTEKCTE;
OpUEHTMpPOBaHME B
aKTya/bHOW HOPMAaTMBHO-
NpPaBOBOW JOKYMEHTaLuu;
COBPEMEHHOWN Hay4HO U
npodeccmoHanbHom
TEPMMUHONOTUK; MOHMMaHMKeE
NCUXONOTMYECKMX OCHOB
OEeATENbHOCTU KOJI/IEKTUBA,
NCUXONOTUYECKUX
0cobeHHOoCTel NNYHOCTY;
B/1afeHue 3HaHMAMN OCHOB
paboTbl C AOKYMEHTaMy,
NoAroTOBKM YCTHbIX U
NMUCbMEHHbIX COObLLLEHNI;
3HaHWe OCHOB
KOMMbIOTEPHOM
rPamMoTHOCTU; 3HaHME
npaBua HanMCaHUA U
NPOW3HOLLIEHMWA CNOB, B T.u.
M npodeccrmoHanbHOoM
NIEKCUKM.

OueHkKa
pes3ynbTaTos
BbIMNO/HEHUA
NpPaKTUYECKUX
pabor.

OueHka
BbIMNOJHEHUA
CaMOCTOATENbHbIX
pabor.

Tecr.
YCTHbIN onpoc.

MMcbMeHHbIN
onpoc.
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npasuaa NOCTPOEHUA MPOCTbIX U CNOMKHbIX NPEAOMKEHMN N
Ha npodeccnoHanbHble TeMbl; OCHOBHbIE
obuweynoTpebuTenbHble rnaronbl (bbiToBas 1
npodeccnoHanbHan NEKCMKa); NeKCUYECKUA MUHUMYM,
OTHOCALLMICA K ONMUCAHUIO NPEeaMETOB, CPEACTB U
npoueccos NPoPpeccUoHaNbHON AeaTelbHOCTH;
0COHEHHOCTM NPOU3HOLLIEHUS; NPaBWU/IA YTEHUA TEKCTOB
npodeccnoHanbHOM HanpaBAeHHOCTH

obuwme TpeboBaHMsA K ByXranTepcKkomy y4YeTy B YacTu
OOKYMEHTUPOBAHMA BCEX XO3AUCTBEHHbIX AeACTBUM U
onepauui;

NOHATUE NEPBUYHOM ByXranTepcKon AOKYMEHTaUMN;
onpeneneHne nepBUYHbIX DyXranTepcKkmx AOKYMEHTOB;

$opMbl NEPBUYHBIX BYXranTepCKUX LOKYMEHTOB,
copeprralmx obasaTesibHble PEKBU3UTLI MEPBUYHOTO
YYETHOTO LOKYMEHTA;

NnopAaoK NpoBeAeHUA NPOBEPKU NEePBUYHbIX
OyXranTepcKnx AOKYMeEHTOB, GOpMasibHON NPOBEPKM
[OKYMEHTOB, NPOBEPKU MO CyLLECTBY, apudmMeTUYecKom
NPOBEpPKY;

NPUHLMNbI U NPU3HAKK FPYNNUPOBKN NEPBUYHbBIX
6yXranTepcknx JOKYMEHTOB;

nopAAoOK npoBegeHNA TAaKCUPOBKU N KOHTUPOBKU
nepBUYHbLIX 6yXI'a/'ITepCKVIX AOKYMEHTOB,

NopPAA0K COCTaBNEHMA PErMCTPOB ByXranTepcKoro yyera;

npaBuaa U CPOKM XpaHeHUA NepPBUYHOMN ByxrantepcKoin
AOKYMeHTauum

3HaHue GopM NepBUYHbIX
ByXranTepcKkmnx AOKYMEHTOB,
cogepiKaHua Takom
OOKYMeHTauuMm, MoHMMaHue
cneuneukmn paboTbl ¢
NepBUYHbIMU
B6yxranTepckMmu
OOKyMeHTaMu

B pe3ynbTaTte 0CBOEHUA AUCUMUN/INHDI o6yqarom,m71cn
AO0/1KeH ymemb.

pacnosHaBaTh 3agavy u/mau npobnemy B
NpodeccMoHanbHOM M/MAN COLMaNbHOM KOHTEKCTE;
aHaNM3MpoBaTh 3a4a4y U/mamn npobaemy u BblAENATb eé
COCTaBHble YacTu; ONpeaenaTb 3Tanbl PeLeHNA 3a4a4u;
BbISABNATb U 3PPEKTUBHO UCKATb MHPOPMaLMIO,
Heob6xoaMMYI0 AN pelueHus 3a4a4m u/mam npobaembl;

COCTaBMTb MNJIaH AEVCTBUA; ONpesenmnTb Heobxoanmble
pecypchl;
B/1aJEeTb aKTya/IbHbIMW MEeToAamMM paboTbl B

npodeccnoHanbHON U cMeXKHbIX cdepax; peannsoBaTb
COCTAaB/IEHHbIV N/aH; OLLEHMBATb Pe3ynbTaT U

BNafieHMe aKkTyasibHbIMK
meToAamu paboTobl B
npodeccroHanbHOM U
CMeXHbIX cdepax;

3¢ PeKTMBHOE BbIBNEHWE U
nouck nHbopmaLmu,
cocTas/ieHMe ONTUMaNbHOro
nnaHa AencTBuii, aHaims
HeobxoaMmbIX Ans
BbIMNO/IHEHWA 3a4aHWUA,
PecypcoB; OCyLLecTB/eHne
nccnenoBaTteibCkomn
AeATeNbHOCTU, NpuBoaALLEei
K ONTUMaibHOMY
pe3ynbTaTty; AeMOHCTPaLus
rMBKOCTU B 0BLLEHUM C
KON/ieramm, pyKoBoACTBOM,

OueHka
pes3ynbTaToB
BbIMOJHEHUA
NpPaKTUYECKUX
pabor.

OueHka
BbIMOJHEHUA
CaMOCTOATE/IbHbIX
pabor.

Tecr.
YCTHbIN onpoc.

MUcbMeHHbIN
onpoc.
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nocneacTena CBOUX AeNCTBUIA (CaMOCTOATENBHO UAN C
NOMOLLbIO HaCTaBHUKA)

onpeaensaTh 3a4a4n ANsA Nomcka uHdopmaumm;
onpeaenstTb HeobxoAMMblE UCTOYHUKM MHPOPMaLUWK;
NAaHMPOBATb MPOLLECC NMOUCKA; CTPYKTYPUPOBATb
nosyyaemyto MHGOpMaLMio; BblAeNATb Hanbosiee
3HauMmoe B nepeyHe MHGOPMaLLMK; OLLEHNBATL
NPaKTUYECKYIO 3HAYMMOCTb PE3YNbTaTOB NOUCKa;
0pOPMNATL pPe3yNbTaTbl NOMCKA

onpeaensaTb akTya/lbHOCTb HOPMaTMBHO-NPaBOBOM
OOKYMeHTaumMm B npodeccroHanbHOM AeATeNbHOCTH;
NPUMEHATb COBPEMEHHYIO HayUYHYI0 NPOohecCMOoHabHYIO
TEPMMUHONOTUIO; ONPEeAEeNATb U BbICTPaMBaTb TPAEKTOPUHU
npodeccnoHanbHOro pa3BUTUA U CaMoobpa3oBaHusA

OpraHn3oBbIBaTb PaboTy KONNEKTMBA M KOMaHAbI;
B3aMMOAENCTBOBATb C KONeraMun, PyKoBOACTBOM,
KAWEHTaMK B Xxoae npodeccMoHaibHOW AeATeNbHOCTH

rPaMoOTHO M3NaraTb CBOU MbICAU U 0GOPMAATL
[OKYMEeHTbI No npodeccuoHaibHOM TEMaTUKE Ha
rocy4apcTBeHHOM f3blKe, NPOABAATbL TOIEPAHTHOCTbL B
paboyem Konnektmse

NPUMEHATb CPeACcTBa MHPOPMALMOHHbIX TEXHOOTUIA ANA
peweHun npodeccnoHanbHbIX 3aLa4; UCNOb30BaTb
COBPEMEHHOE NporpaMmHoe obecneyeHune

NOHMMATb OBLLMI CMbICA YETKO NPOU3HECEHHbIX
BbICKa3bIiBaHWMN Ha U3BECTHblE TeMbI (NpodeccroHanbHble
1 6bITOBbIE), NMOHUMATb TEKCTbI Ha 6a30Bble
npo¢eccnoHasbHble TeMbl; y4acTBOBATb B AMaN0rax Ha
3HaKoMble obLme U NpodeccMoHanbHble TeEMbI; CTPOUTb
NPOCTble BbICKa3blBaHWUsA 0 cebe 1 0 cBoei
npodeccnoHanbHON AeATENBHOCTU; KPATKO
060CHOBbLIBATb U 06BACHUTL CBOU AENUCTBUA (TEKYLLME U
naaHUpyemble); NUcaTb NPOCTble CBA3HbIE COOBLLEHNSA Ha
3HaAKOMbIe UM NHTepecytoLLMe NPodeccnoHanbHble
TEeMbI

NPUHUMATb NPOU3BOJIbHbIE NMEePBUYHbIE 6yxranTepCKme
AOKYMEHTbI, pacCMmaTpunBaemble€ Kak NTMCbMEHHOE
A0Ka3aTesibCTBO coBepPLUEHUA X03ANCTBEHHOWN onepaunn
AN nosydyeHme paspelleHna Ha ee nposeaeHune;

NPUHMMaTbL NepBUYHbIE ByXranTepckue SOKYMEHTbI Ha
bymayKHOM HocuTese U (UNK) B BUAE 3NEKTPOHHOIO
OOKYMEHTa, NOANNCaHHOIO 3/1EKTPOHHOW NOAMNUCDHIO;

npoBepATb Ha/IM4Yne B NPOUN3BOJIbHbIX NEPBUYHbIX
6YXI'a!'ITepCKVIX AOKYMeHTax obsA3aTeNnbHbIX PEKBU3UTOB,

NOAYMHEHHbBIMW U
3aKa3uMKamu; NpuMmeHeHue
cpeacT8 UHGOPMALMOHHDIX
TEXHONOTUI ANA peLleHmns
npodeccnoHanbHbIX 33434;
apdpeKkTnBHOE
NCcnosib3oBaHue
COBPEMEHHOr0
NpPOrpamMmmHoro
obecneyeHuns; KpaTko 1
YyeTKo GOpPMYyIMPOBaTb CBOU
MbIC/IU, M3NaraTb UX
AOCTYMNHbBIM 418 NOHUMAHUA
cnocobom; apdpeKkTnBHan
paboTa c nepBUYHbIMU
6yxrantepckumm
AOKYyMeHTaMu1
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B6yxranTepcKmx 4OKYMEHTOB;

XpaHeHus;

[OKYMEHTaXx;

pa3bupaTtbca B HOMEHKNAType 4ef;

npoBoAnTb GOPMasibHYIO MPOBEPKY AOKYMEHTOB,
NPOBEPKY NO CYLLECTBY, apUPMETUYECKYIO MPOBEPKY;

NPOBOAUTL FPYNNUPOBKY NEPBUYHBIX ByXranTepcknx
[OKYMEHTOB MO pAAY NPU3HAKOB;

NPOBOAUTbL TAKCUPOBKY M KOHTUPOBKY NEPBUYHbIX

OpraHn30BbIBATb ,ﬂ,OKyMeHTOO60pOT,'

3aHOCUTb AaHHbIE MO CrPYNMNMPOBAHHbLIM AOKYMEHTaM B
perncTpbl ByxrantTepckoro yyeTa;

nepegasaTb NepBUYHbIE ByXranTepcKkne JOKYMEHTbI B
TeKyLWUIi ByxranTepcKkuii apxms;

nepeanasatb NepsunYHbIE 6yxranTepCKv1e AOKYMEHTbI B
NMOCTOAHHbIM apxXmB No UCTe4eHUM yCTaHOBNIEHHOIO CPOKa

WCMPaBAATb OLWNOKN B NEPBUYHBIX BYXranTepcKkux

4.2 OueHKa uWHOMBUAYaNbHbLIX 06pPa3oBaTeNbHbLIX AOCTUNKEHMI NO pe3ynbTaTaM TEKYLLEero KOHTPonsa W

ﬂpOME)KYTO‘-IHOﬁ atrectayum

Ne

HanmeHoBaHue paboT
n/n

Bcero 6annos 100

Tekywasn atrectayma ot 0 no 40
6annos (1-8 HepensA)

CemecTtpoBas atTectauma ot 60
0o 100 6annos (9-16 Hepens)

(KoHTpONIbHaA,
camocTonTe/bHasn)
paboTa

OueHka OueHKa OueHka OueHKa
YPOBHA . YPOBHSA .
KOMMNEeTeHLUNN KOMMNEeTeHUNM
0CBOEHMUA 0CBOEHMA
ANCUUNNNHBI obyyatowmxcsa ANCUUNANHBI obyuatowmxca
1 | Pabota Ha ypoke 5 5 5 6
2 | BeaeHune KOHCMNEKTa 1 1 1 1
3 | BCP (coobleHus, 5 7 5 7
pedepaTbl, AOKNAAbI).
4 | OuncumnavHa 1,5 1,5
5 MpoBepoyHas 2,5 7 2,5 6




7 | NpomexxyTouHan 10 10
aTrectaumsa
(anddepeHumpoBaHHbIN
3auerT)
5 5

8 | MocewaemocTtb

UToro:

40

60

Ta6nuua 4.3 - Nepesog 6ann08 B TPaAULUNOHHYIO CUCTEMY OLL,eHUBAHUA

Bannbi KauyecTBeHHana ouUeHKa KonnyectBeHHasA oueHKa
91-100 OT/INYHO «5»
76-90 XopoLwo «4»
61-75 YA0BAETBOPUTENBHO «3»
meHee 61 Hey40BNETBOPUTENBHO «2»
bonee 61 3a4TeHo
meHee 61 He 3a4TeHo

22
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5.FIOCCAPUA OCHOBHbIX TEPMWUHOB W ONPEAENEHUA, U3YYAEMbLIX B YYEBHOW AUCLUNIUHE
«AJOKYMEHTAUNOHHOE OBGECNEYEHUE YNPABIEHUA»

ABTOp AOKYMEHTa du3nYecKkoe Naun PULUYECKOE NLLO, CO3AaABLLEE AOKYMEHT.
AppecaHT oTnpasuTenb.

Appecar noJjiyyatens.

AKT OOKYMEHT, COCTaBNEHHbIV HECKO/IbKMMW INLLAMM U NOATBEPKAAIOLLMNA

YCTaHOBNEHHbIe $aKTbl UM cobbITUA.

BbnaHK noKkymeHTa

Habop PEKBU3UTOB, UAEHTUDULMPYIOLWMUX aBTOPA OPULMANIBHOTO MUCbMEHHOTO
AOKYMEHTa.

Bu3a opuumanbHoro
AOKYMEHTA

PEKBU3UT AOKYMEHTAQ, Bblpa)KaI-OLLI,Mﬁ cornacume naun Hecornacme gonxKHOCTHOro
Nnla C cogepXaHMem AOKYMEHTa.

BbinucKa U3 poKkymeHTa

KOMMA 4aCTU TEKCTOBOIO JOKYMEHTA.

fpud PEKBU3UT, YKa3bIBalOLWMIA Ha 0CObbI XapaKTep cogepXaHma odmumanbHOro
OOKyMeHTa.

Deno COBOKYMHOCTb JOKYMEHTOB UAWN AOKYMEHT MO 0AHOMY BOMPOCY, NOMELLEHHbIN B
TBEPAYIO 06/10XKKY, COOTBETCTBYIOLWMUM 06pa3om 0popMAEHHYHO.

JOenonpousBoacTeo OTpac/b AeATENbHOCTU YEN0BEKA, CBA3AHHAA C pa3paboTKon n opopmaeHnem
OOKYMEHTOB, OpraHM3aumen ux ABUKeHUA, y4€Ta U XpaHeHus.

(O0KymeHTaLuMOHHOE

obecneueHune

ynpasneHus)

[OVPEeKTUBHDIN AOKYMEHT

LOKYMEHT, copepKalunii 0bsa3aTeNbHble K UCMONHEHMIO YKa3aHUA BblILIECTOALLMUX
opraHos.

Aorosop

LOKYMEHT, 3aKpenasaioWwmii cornalieHme AsyX Uan HECKObKUX CTOPOH.

JAoKnagHaA 3anucka

OOKYMEHT, apecoBaHHbI PYKOBOACTBY, B KOTOPOM M31araeTcs Kakom- nbo
BOMPOC C BbIBOZAMM U NPES/IOKEHUAMMU COCTAaBUTENA.

DoKymeHT 3apUKCMPOBaHHaA Ha MaTepMaNbHOM HocuTene MHGOPMALLMA C PEKBU3UTAMMU,
NO3BONAIOWMMMU €€ NaeHTUOULMPOBaTb.

[OoKymeHTUpOBaHMue 3anuncb MHGOPMaALLMM Ha PA3ANYHBIX HOCUTENAX NO YCTaHOB/IEHHbIM NPaBUIaM.

DokymeHTOO60pOT ABWXKEHWe AOKYMEHTOB B OPraHmM3aLMmM C MOMEHTA UX NOMYYEHUA UKW CO34aHUA
[0 3aBepLIEHUA UCTMIOTHEHUA UAWN OTNPABKM.

Ay6nuKaTt goKymeHTa MOBTOPHbIN 3K3EMNNAP NOA/MHHMKA LLOKYMEHTA, UMEIOLWMI I0pUAMYECKYIO CUy.

UHpeKkc pena

undposoe n /nnm bykseHHO-UNPpPoBOE 0603HaYEHME Aena B HOMEHKNAType Aen
OpraHu13aLmm, HAHOCMMOE Ha ero 0610KKY.

UHcTpyKuma

NPaBoBOW  aKT,  yCTaHaBAMBAOWMIA peryavpytolume
OPraHM3aLUMOHHbIE U CMeLMaNbHble CTOPOHbl AEeATeNbHOCTU OpraHuM3auui, WX

noapasaeneHuii, oTaeNbHbIX A0MKHOCTHbIX AN,

npasuna,

KoppecnoHpgeHT

OpraHunsauuna nam otgenbHoe 11U, C KOTOPbIM BeaéTca nepenuncka.
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JlnuHoe peno

Aeno, BkYarwuee 40OKYMEHTbI O Kakom-1mbo pa6OTHMKe npeaonpuaTua.

HaknapgHas

[OKYMEHT, KOTOPbIM 0DOPMAAOTCA NPUEM M OTNPABKA rPy3a, NepemeLleHne nam
OTNYCK MaTepuabHbIX LLEHHOCTEN.

HomeHKknatypa pen

CMCTEMATM3MPOBaHHbIN MepedYyeHb 3aro/I0BKOB AN C YKasaHMeM CPOKOB WX
XpaHeHus, odOpPMIEHHbIV B YCTaHOBIEHHOM MOPAAKE.

O6bAcHMTeNbHaAA 3aNUCKa

OOKYMEHT, B KOTOPOM pPaboTHMK oOpraHusaumm Ob6BACHAET  MPUYUHDI
HEeBbINOJIHEHMA KAKOro-1Mb0 pacnopsarKeHUs, NPUKA3a, MHCTPYKLUK, NPaBuUa UK

YCTHOTO YKa3aHuA pyKkoBoaUTeNs.

Onucb

ropuanYeckn opopmMaeHHbI NepevyeHb JOKYMEHTOB.

OpraHusauynoHHble
DOKYMEHTbI

OOKYMEHTbI, onpegensAlowme MpaBoBoi cTaTyc (OpraHM3auMOHHO-NPABOBYHO
dopmy) yuperaeHus, npeanpmaT1s u NopsaaoK ero paboTbl.

OpuruHan poKymeHTta

NnepBoOHaYasibHbIN 3K3EeMNIAP AOKYMEHTA.

OTnyck

3aBepeHHaA NoJIHAA KonnAa ncxogAawero 4OKyMeHTa, OCTalowanaca y oTnpasutena.

OdopmneHue gena

KOoMMJiekc paboT no onucaHuio gena, No NoArotToBKe 06/103KKM, MO BPOLLIIOPOBKE,
HyMepaLunn IMCTOB U COCTAB/IEHMIO 3aBEPUTE/IbHOM 3aMUCKN.

OdopmneHne fOKyMeHTa | NPOCTaBJAEHNE HEOBXOAMMbBIX  PEKBM3WUTOB, YCTAHOBJ/IEHHbIX  MpaBUIaMU
LOKYMEHTUPOBAHMUA.

Mucbmo 0606WEHHOE HAWMEHOBaHWE pPas/IMYHbIX MO  COAEPXKaHUI  [OKYMEHTOB,
CYKALLMX CPeacTBOM OOLWEHMA MeXAy OpraHuM3aumMsamMu, a TaKkKe Mexay
OPraHM3auUUAMM U YACTHbIMM TMLLAMM.

MNoannHHUK NMepBOHAYa/ibHbIi  OOKYMEHT,  COZEPKAWMA  UCXOAHYI  MHOpMaLMIo,
Hagnexalwmm obpasom opopmaeHHbIN.

MNonokeHue NMPaBOBOM aKT, YCTaHaB/AWBAIOWMIA OCHOBHblE MpPaBWaa OpraHU3auun w

OEATEeNbHOCTU yUpeXRaeHUI, NpeanpuUATUIA, X CTPYKTYPHbIX NOApPa3aeNeHUn .

NpepnoxeHune (odepTa)

nMNCbMmeHHOE 3aAB/1eHNMe OT WMEHWU OpraHmnsauunun, agpecoBaHHOe /J,pyroﬁ
OopraHnsaunn, O TOTOBHOCTU 3aKNKYUTb C HeM AOroBop Ha OI'IpELI,EJ'IéHHbIX
ycnosuax.

MpeacTtaBnexHune OOKYMEHT, COAEpXKalluuii NpeasioXeHne O HasHaYeHUM, MNepemelleHnun naum
NOOLPEeHNN NepcoHana, a TaKKe pPeKOMeHZAUMIo OonpenenéHHbIX AencTBUiA
MepOomnpUATUIA MO BONPOCaM AEATE/IbHOCTU OpraHn3aLmnmn.

MpeteHsus NUCbMO, OTMpPaBAAeMOe BMHOBHOM CTOPOHE B C/Ay4Yae HEBbIMNOJHEHUA el
3aKNHOYEHHDBIX paHee A0roBOPOB M PasHOro poaa obA3aTenbCTs.

MNpukas NPaBOBOW aKT, M34aBaeMblii PYKOBOAUTENEM ANS PELUEHUA OCHOBHbIX U
onepaTMBHbIX 33434, CTOALMX Nepes opraHn3aumen.

MpoeKT AOKYMeHTa npesBapuTesIbHbIN BapnaHT LOKYMEHTA, NpegHa3HauyeHHbIN A58 PacCMOTPEHMUA U
COrNacoBaHMUA C 3aMHTEPECOBaHHbIMM IMLAMMU.

MpoTtoKon AOKYMEHT, cogepKallmii NocnefoBaTe/IbHY0 3aNncb X043 0bCyKAeHUA BOMnpoca

N NPUHATbIX peu.leHm7| Ha C06paHMFIX, coBelwlaHunax, KOHd)epEHLI,MﬂX 1 3acefaHnAax
Ko/sinernanbHbIX OPraHoB.
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Pacnucka

OOKYMEHT, NOATBepXKAatowmi KaKnx-n1mbo

MaTepnanbHbIX LLeHHOCTelZ.

nonyyeHue AeHeXHbIX Uaun

PacnopapgurenbHblie
AOKYMEHTbI

[OKYMEHTbI, B KOTOPbIX PUKCUPYIOTCA PeLLeHMA B yYpeXKAEeHUN, Ha NpeanpusaTum
aAMMUHUCTPATUBHbIX N OPraHN3aLMOHHbIX BOMPOCOB.

PacnopsakeHue

MpaBoBON aKT, M34aBaeMblii B OpraHM3auum Mo OnepaTUBHbIM BOMPOCaM
€4UHONNYHO 3aMeCTUTENAMU NEePBOro PYKOBOAMTENS, a TaKXKe PYKOBOAUTENAMM
CTPYKTYPHbIX NoApasaeneHni.

PerucTpaumnoHHblit UHAEKC
(Homep) poKymeHTa

undposoe nan bGykeeHHO-LMPpPOBOE 0H603HAUYEHWNE, MPUCBAMBAEMOE LOKYMEHTY
Nnpwv ero perncTpaLmm.

Perucrpauus goKymeHTa

3anMnCb YYETHbIX AaHHbIX O JOKYMEHTE NO YCTAaHOBAEHHOM dopme, PUKcMpytoLLas
daKT ero co3gaHmA, OTNPaBAEHNA UAN NONYYEHUS.

Peectp

MepeyeHb (cNMCOK) 4yero-AMBO nNpuUMeHsieMbli B ByxranTepckom Yy4yérte w
AenonpoussoacTse.

Pe3oniouuna Ha AOKyMeHTe

NMNCbMEHHOE YKa3aHue pykoBOoAUTENA UCNONHUTENIO O XapaKTepe WU CPOKax
MUCNONHEHNA AOKYMEHTa.

PekBu3sutbl

MHPOPMaLMOHHbIE 31eMEHTbI CY>KeBHOro OKYMEHTa, ero coctTaBasioLLme.

PeknamauymoHHOE NUCbMO

nUcbMeHHoe 3asaBJsieHne 06 0bHapyXeHUN HegocTauu, 4edeKTOB B NOJTy4EeHHOM
NPOAYKLUMU UK BbINOJHEHHON paboTe.

PeweHue

NpaBOBOM aKT, MPUHMMAEMbIN KONNErnaabHbIM OPraHoM.

Cuctema AOKYMEHTaLuumn

COBOKYMNHOCTb AOKYMEHTOB, B3aMMOCBA3aHHbIX MO MPU3HaKaM MPOUCXOXKAEeHUA,

Ha3HauyeHwus, cdepbl eamHblXx TpeboBaHWUA K  MX

odpopmneruto.

BMnAaa, AeATENbHOCTH,

Cucrema NPUHATbIN B OpPraHM3auMM NOPALOK CO3A4aHuA, opopmaeHUA U UCNOSIHEHUA

AOKYMEHTUPOBaHUA OOKYMEHTOB.

Cny»Ke6HbIA AOKYMEHT odUUMANbHBIN  AOKYMEHT, UCNOMb3yeMbli B  TeEKylleh  AeaTeNbHOCTU
opraHusaumu.

ConpoBsoguTtenbHoe NMMCbMO, YKa3blBatlolee Ha GaKT OTMPABKM MPUIONKEHHbIX K MMCbMY AOKYMEHTOB

nMcbmo W OPYTMX MaTepUanbHbIX LeHHOCTEN.

CnpaBka OOKYMEHT, coAepKalmii OTBEeT Ha  3anpoleHHyl uHPopmauuio  uam
NoATBEPKAEHME TEX UM UHBIX PAKTOB U COOLITUIA.

CraHpapTtusaums OEeATENbHOCTb MO  YCTAHOB/AEHMIO MPABMA U XaPAKTEPUCTUK B LEAAX WX
[06pPOBONIBHOTO M MHOFOKPATHOTO  MCMOJ/Ib30BaHWA, HanpaBiAeHHas Ha
OOCTUXKEHME YMNopAAOYEeHHOCTM B cdepax ynpaBaeHWA MPOM3BOACTBA W
obpalleHMa NPOAYKLUMM U MOBbLILWEHMA KOHKYPEHTOCNOCOOHOCTM NPOAYKLMM,
paboT nnn ycayr.

Tabauua dbopma JOKYMEHTa, B KOTOPOM TEKCTOBbIE UM LUPOBbIE CBEAEHNA Pa3sMELLEHbI
no rpadam.

Tenerpamma BMZ, CNY*KeOHOro AOKYMEHTa, NepegaHHoro no tenerpagdy.

Tenekc Tenerpamma, NocnaHHas no TeneTanny.
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TenedoHorpamma 06061EHHOE Ha3BaHWE Pa3IMUHbIX MO COAEPKAHUIO IOKYMEHTOB, BblAeNnsiemMblxX
B CBA3M C 0CObbIM cnocobom nepeaayn TeKkcTa - No TenedoHy.

YKasaHue pacnopaguTenbHbI AOKYMEHT, U34aBaeMblil B yUpeXAEHUAX, Ha NpeanpuaTmax
NPenMyLLECTBEHHO MO BONpocam MHPOPMaLMOHHO-METOANYECKOro XapaKTepa, a
TaKXe MO BOMpoOcaMm, CBA3AHHbIM C OpPraHWsauMel MCMOMHEHMA MPUKA30B,
WHCTPYKLMI M APYrnX NPaBOBbIX aKTOB OPraHoOB ynpaBaeHus.

YHudukauyums yCTaHOBNEHMe eanMHoobpasHoro Habopa ¢opmaTtoB bBymaru, 31eMEHTOB TEKCTa,
PEKBU3UTOB UM Pa3MELLEHMA KaK B paMKax 04HOro AOKYMEHTa, Tak M B MacluTabe
OOKYMEHTHOro obpasoBaHus.

YHupuuymposaHHasn cucTema OOKYMEHTauuu, Co3faHHaa Nno eauHbiM npaBunam M TpeboBaHUAM,

cuMctema  AOKYMEHTauuu | codepKalas nHbopmaumio, Heobxoammyro Ans ynpaBieHua B onpeaenéHHomn

(yca) chepe aeAaTenbHOCTU.

YHupuumpoBaHHasn COBOKYMHOCTb PEKBM3UTOB, YCTAaHOB/IEHHbIX B COOTBETCTBMM C pellaembiMU B

dopma gokymeHTa (YOL4)

AaHHOﬁ cd)epe AEeATENbHOCTU 3a4a4aMM U PACNONIOXKEHHbIX B OI'IpeLI,EJ'IéHHOM
nopAagKe Ha Hocutene MHd)OpMaLI,MM.

dakKc (tenedakc)

TenedpoHHaa ¢aKCMMUAbHAA CBA3b A0A Nepefaydn nedyaTHoOM WHPopmaumm,
annapat gna npuéma GakCMMUIbHOM CBA3MK.

dakcumune

BOCMNPOM3BEAEHME TEXHWUYECKMMM CPenCcTBaMM TOYHOTO M306parKeHUs noanucu
(TekcTa), caenaHHOW OT pyKU. A TaKke Kauwe, nevyaTka, M0O3BoOJAKOLWAA
MHOFOKPAaTHO BOCMNPOM3BOAUTb NOAMUCH HA AOKYMEHTAX.

dusunyeckoe nnuo

nuo, obnagatoulee rpaxaaHCKMMM NpaBaMu U Nog/erkallee OTBETCTBEHHOCTM 3a
HapyLeHWe rpa*kgaHCcKmMx obs3aHHoCTeN.

dopmupoBaHue gen

rpynnmMpoBKka  UCMOJSIHEHHbLIX  OOKYMEHTOB B Ae/sla B  COOTBETCTBMM C
HOMeHKﬂaTVPOVI Aen n cnctematmsaumna JOKYMEHTOB BHYTPU O€EN.

dopmynap AOKyMeHTa

Habop peKkBMU3nUTOB 0DULIMANBHOIO MUCbMEHHOMO AOKYMEHTA, PacrONOXKEHHbIX B
onpeaenéHHol nocieaoBaTe/IbHOCTY.

dopmynsp obpasey, MOAEeNb MOCTPOEHUA [OKYMEHTAa, YCTaHaB/AMBalowWas 061acTb NpUMEHEHUs,

DOKyMeHTa dopmaTbl, pasmepsbl nonen, TpeboBaHNA K NOCTPOEHUIO KOHCTPYKLMOHHOM CETKM
W OCHOBHbIE PEKBU3UTDI.

XapakTepucTuKa OOKYMEHT, Bbl4aBaeMbli agMUHUCTPALMEN OpraHn3aLmnmn cBoemy paboTHUKY.

LiMpKynapHoe NnMCbMO

NMNCbMO, HaMpaB/eHHOEe BblLUGCTOFILLI,EVI opraHmaaumeﬁ B HECKOJIbKO agpecos.

dKcnepTUsa
AOKYMEHTOB

LEeHHOCTU

onpegeneHne 3Ha4vyeHMA AOOKYMEHTOB B LenAax wux 0T6opa Ha XpaHeHune ¢
YCTaHOB/NEHNA CPOKOB XpPaHeEHUA Ha OCHOBE NMPUHATbIX KPUTEPUEB.

lOpuanyeckasa cuna
AOKYMeHTa

CBOWCTBO  oduuManbHOro  AOKymeHTa, obecneynmBaemoe  AeNCTBYIOLWMM
3aKOHOAATeNbCTBOM, KOMMETEHUMEN W3AaBLIEro ero opraHa ynpaB/ieHus wu
YCTaHOBNEHHbIM NOPAAKOM 0pOpPMAEHUA.

IOpuanyeckoe nnuo

ydypexageHue, npegnpunatme wAn oOpraHnsauunAa, BbiCTynakouwlee B KayecTse
CaMOCTOATENIbHOIO HOCUTENA TPaXKAaHCKUX MpPaB U obA3aHHOCTEN.
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flabikoBana popmyna
OOKYMEHTA

CNnoBO, cCnoBoco4yeTaHue, npennoxeHwue, o6pa3y+om,me OCHOBHOM TEKCT w
XapaKTepHoe 414 KOHKPETHbIX BUAOB AOKYMEHTOB.




6 JIUCT USMEHEHWIA U A,ONOJIHEHWUIA, BHECEHHbIX B PABOYYIO NPOTPAMMY
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No nsmeHeHus, Aata BHeCEHUA N3MeHeHUs, N2 cTpaHULUpbl C USMEHEHUEM:

bbl/10:

CTANO:
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OcHoBaHue:

Moanucb nnUa, BHECLLEro M3MeHeHUs
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OUNUAN CEAEPA/IBHOIO TOCYAAPCTBEHHOIO BIOAXKETHOIO OBPA3OBATE/IbHOIO

YYPEXKAEHUA

BbICLLErO O6PA3OBAHUA

«BNAOUBOCTOKCKWUIA TOCYAAPCTBEHHbIA YHUBEPCUTET SKOHOMMUKU U CEPBUCA» B T. APTEME

TexHuuecKasa skcnepTusa paboueii nporpammbl yuebHON ANCUUNANHDI «[LJOKYMEHTaLMOHHOE

obecneueHue ynpasaeHua»

Mporpammbl NOAroTOBKU CNeLMaNnCcToB cpegHero 3seHa cneunanbHocty 38.02.01 SKOHOMMUKA U
6yxrantepckuit yuet (no otpacnsam), npeacraBaeHHoM npenogasatenem Kadegpbl SKOHOMUKMY,

ynpasaeHna n UHGOPMALMOHHDbIX TexHonorni dunmana 3abenuHoii T.U.

3KCMEPTHOE 3AK/MIOYEHUE

Ne HanmeHoBaHue 3KcnepTHOro nokasarens
dkcnepTnsa 0popMIEHUA TUTY/IBHOTO JINCTA U OFNIaB/IEHUA
1. HavmeHoBaHMe nporpammbl y4ebHOM AUCUMNANHDBI HA TUTY/IBHOM JIUCTE COBMAZAET C HAMMEHOBAHMEM A
M

2. HaszBaHue dunmana cooTBeTCTBYET HAa3BaHUIO NO YcTaBy
3. Ha TUTyNIbHOM /IMCTe yKa3aH y4yebHbIl UMKA, Ko U HaMMEHOBaHMWeE CneLmasbHOCTH
4, Ob60opoTHasA CTOPOHA TUTYJIbHOIO JIUCTA 3aMNoJIHEHA
5. Hymepauma ctpanuy, B «CoaeprKaHMn» BepHa

dKcneptnsa paspena 1 «06Lan xapakTepuUCTUK Nporpammbl yue6HoM gucumnay
6. Pasgen 1 «O6buan xapaKTepucTMKa NpPorpammbl y4ebHOM AUCUMNANHBI» MMEETCA
7. HavmeHoBaHMe nporpammbl ANCUUNINHBI COBNAAAET C HAMMEHOBAaHMEM HaA TUTY/IbHOM INCTe
8. MyHKT 1.1. «O6MaCTb NPUMEHEHMA NPOTrPAMMbI» 3aN0JHEH
9. MyHKT 1.2. «MecTo AUCLMNANHDBI B CTPYKTYPE OCHOBHOM NpodeccnoHanbHoi obpasoBaTenbHOM Nporpama
10. | NyHKT 1.3. «Llenn v 3agaum ancumnanHbl — TpeboBaHMA K pesynbTaTaM OCBOEHWUA AUCUMUMNANHBI» 3aM0JIHE
11. | TpeboBaHMA K YMEHMAM U 3HAHUSAM COOTBETCTBYIOT NepeyncieHHbim B Tekcte ProcC
12. | BapuaTuBHaA YacTb oTpaxKeHa (Npu Haamumm)
13. | MK, Ha KoTopble OPMEHTUPOBAHO CoAepKaHNe AUCLUNANHBI, YKa3aHbl
14. | OK, ¢dopmupyemble B npoLecce U3y4eHUA AUCLMNIMHDI, YKa3aHbl
15. | MoAacTpoYHble HaANUCK YAaNeHbl
16. | MyHKT 1.4. «PekomeHayemoe KOMYeCTBO YaCoB HAa OCBOEHME NPOrpaMmmbl AUCLUNANHBI» 3aMONHeH
17. | NepeyncneHbl BUAbI CAMOCTOATENBHOM PaboThbI
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18. | YKasaHHOe KOAM4YecTBO 4acoB B rpade «MToro» cootseTcTByeT y4ebHOMY NaaHy

dKcnepTtunsa pasgena 2 «CTpyKTypa 1 cogepKaHue yuebHoM gucumnanHbI»
19. | Pasgen 2. «CTpyKTypa 1 cogepKaHue yyebHoM ANCUMNANHBI» MMEeTCH
20. | MyHKT 2.1. «O6bEM y4ebHON ANCUNNANHDBI U BUABI y4eOHOW PaboTbl» 3aN0AHEH
21. | Tabaunua 2.2. «TeMaTUYECKUIN NNAH U COAEPIKAHUE Y4eOHON ANCUUNAMHBI» 3aN0SHEHA
22. | O6bem maKcMmanbHOM yyebHOM HarpysKkM obyyatowerocs B nacnopTe nporpammsl B Tabamuax 2.1 m 2.2
23. | Obbem obs3aTesIbHOM ayAUTOPHOM Harpy3KKn B nacnopTe nporpammbl B Tabamuax 2.1. u 2.2. conagaet
24. | Obbem BpemeHU, OTBEAEHHOIo Ha CaMoCTOosTeIbHY0 paboTy oby4yatowmxca, B nacnopTe nporpammbl, Tat
25. | O6bem B 4Yacax UMeeTCA BO BCEX AYEMKAX
26. | MepeuncneHbl BUAbI CAMOCTOATENbHOM PaboTbl CTyAeHTOB, CHOPMYANPOBaAHHbIE Yepes AeATENbHOCTb
27. | Cymma no KaxKaomy ctonbLy paBHa MaKCMMAbHOW HarpysKe
28. | BTabnumue 2.2. Bce rpadbl M CTPOKM 3aN0JTHEHbI
29. | ComeprkaHune Tabanubl 2.2. COOTBETCTBYET NPUNIOKEHMIO « KOHKpEeTU3aLms pe3yibTaToB OCBOEHUA ANCLLAT

dKcnepTtusa pasgena 3 «Ycnosusa peanvsaymum nporpammbl AUCLUNUHDBIY
30. | Pasgen 3 «YcnoBua peannsauum nporpammol AUCLUNANHDBI» UMeeTCA
31. | NyHkT 3.1. «TpeboBaHUA K MUHMMANbHOMY MaTepPUaIbHO-TEXHUYECKOMY 06ecneyeHmo» 3amnosiHeH
32. | MyHKT 3.2. «MHPopMaymoHHOe obecneyeHne 0bydYeHMA» 3aNoIHEH B COOTBETCTBUM € TpeboBaHuAMM FOC

NUTepaTypbl
33. | B nyHKTe 3.2. yKasaHbl MHPOPMALMOHHbIE OCHOBHbIE M A0MNO/IHUTENIbHbIE UCTOYHUKN AN1A CTYAEHTOB U NP
34. | B cnucKke oCHOBHOW NMTEpPaTypbl OTCYTCTBYIOT U34aHUSA, BbiNyLLeHHble 6osee 5 neT Hasag,
3KcnepTtusa pasaena 4 «KKOHTpONb U OLEeHKa pe3y/IbTaTOB OCBOEHUA AUCLUNAMI

35. | Pasgen 4. «KOHTPO/Ib M OLEHKA Pe3ybTaTOB OCBOEHUA AUCLMUMNIMHBI» UMEEeTCS
36. | HaumeHOBaHUA 3HaHUI M YMEHWIA COBNAAAOT C YKa3aHHbImM B N. 1.3

UTOrOBOE 3AK/IIOMEHUE

Mporpamma AnCUMNANHBI MOXeT 6bITb HanpasB/sieHa Ha CoAepXKaTeJ/ibHY 3KCNepPTU3y

Pa3pabotunk mporpammsi: T.W. 3abenuna
CornacoBaHo:
23 ampenss 2020 .
N.o.
3aB.xadenpoit A.A.Bnacenko
3aB
OTAEIEHUEM M.C.CnoBukoBa

Mertoauct T.N. Temnsakosa
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28 anpena 2020

OUNTNAN EQEPAIBHOIO rOCYAAPCTBEHHOIO BIOAXKETHOIO OBPA3OBATE/IbHOIO

YYPEXOEHUA

BbICLLErO O6PA3OBAHUA

«BNAOUBOCTOKCKUINA TOCYAAPCTBEHHbIA YHUBEPCUTET 3KOHOMMUKU U CEPBUCA» B T. APTEME

CopeprKaTenbHana akcnepTnsa paboueii nporpammbl yue6HOM AUCUMNINHDBI «[JOKYMeHTaLMOHHOe
obecneyeHue ynpasiieHMA» NPOrpaMmmbl NOArOTOBKMU CNELIMA/IMCTOB CPeAHEro 38eHa cneumanbHoOCTU
38.02.01 dKoHOMMKa M Byxrantepckui yuet (no oTpacnam), npeacraBNeHHON npenogasatenem
Kadeapbl 3KOHOMUKHM, yNpaBneHUs u MUHGOPMaLMOHHbIX TexHonoruii punmnana 3abenuHoii T.U.

SKCNEPTHOE 3AK/THOMEHUE
Ne HanvmeHoBaHue s3KcnepTHOro JKcnepTHaA oueHKa
nokasarens
Aa HeT 3aKno4YeHune MpumevaHue
OTCYTCTBYET
dKcnepTu3a pasgena 1 «O6wan xapakTepucTMKa Nporpammbl y4eb6HOM AUCLUNANHBI»

1. | TpeboBaHWUA K YyMEHUAM U 3HAHUAM Aa

COOTBETCTBYHOT nepeuncaeHHbim B Proc

CrMO (B T. Y. KOHKPETUZMPYIOT U/Man

pacwmpsoT TpeboBaHua ®roc)
2. | B nyHkTe 1.3. ykasaHbl 1K 1 OK, Ha Aa

bopMUpPOBaHME KOTOPLIX OPUEHTUPOBAHO

cofep:KaHue ANCUMNINHDI
3. | BapuaTuBHaA 4acTb COAEPHKUT Aa

TpeboBaHMA K pe3ynbTaTam 0CBOEHMA

OANCUMNANHBI (MPY HanMunK)

dKcnepTu3a paspgena 2 «CTPyKTypa U coaeprkaHue yde6HON ANCLUNANHDBI»

4. | CopepskaHue BUAOB yuebHoM Aa

[eATeNbHOCTM COOTBETCTBYET

TpeboBaHMAM, NpeabABASEMbIM K

pes3y/ibTaTamM OCBOEHMA AUCUMUMANHDI

(«ymeTb», «3HaTb»).
5 | Copep:raHue yuebHON ANCUNNINHDI Aa

pa3paboTaHo C opMeHTaumen Ha

dbopmupoBaHUMe yKasaHHbIX B pasgene 1

MK n OK
6. | CTpyKTypa nporpammbl y4ebHom Aa

ANCUMMNANHBI COOTBETCTBYET NPUHLMMY
€4MHCTBA TEOPETUYECKOro M
NPaKTUYECKoro obyyeHus
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TemaTvKa nabopaTopHbIX M/uaun
npakTuyecknx pabot cooTBeTcTBYET
bopmmpyembim yMmeEHUAM U
OpPWEHTMPOBAHa Ha NOArOTOBKY K
oBnageHuio MK B npodeccmoHanbHOM
moayne

aa

TemaTUyecKuii NaaH U coaepaHne
y4ebHOM ANCLMNANHBI COOTBETCTBYET
coAepKaHMIo maTepurana, yKasaHHOro B
pasgene 1.

Aa

YPOBHM OCBOEHMUSA COOTBETCTBYIOT BUAAM
y4ebHOW aeATeNbHOCTM B pasaene

Aa

10.

Coaep:kaHue camoctoATenbHoW paboTbl
CTYAEHTOB, B T.4. BHEAYAUTOPHOM,
HanpaB/IeHO Ha BbINOJIHEHWE
TpeboBaHWI K pe3ysbTaTaM OCBOEHUA
ANCLMNANHBI

Aa

11.

dopPMYNMPOBKM CAMOCTOATE/IbHOM
paboTbl NOHMMAOTCA O4HO3HAYHO

aa

12.

Pasgenbl nporpammbl y4e6HOM
AVNCUMNANHDBI BblAeNEHbI ANAAKTUYECKM
uenecoobpasHo

Aa

13.

CopeprkaHue yyebHoro matepuana
COOTBETCTBYET TPEOOBAHUAM K
GOPMUPOBAHUIO 3HAHUI U YMEHUN.

Aa

14.

O6bem BpeMeHM J0CTaToueH AN
OCBOEHWA YKA3aHHOIO B COAEPKaHNUM
yuebHoro matepuana

aa

15.

O6bem u copeprraHve nabopaTopHbIX 1
NPaKTUYECKUX paboT onpesenieHbl
LVOAKTUYECKM LienecoobpasHo u
COOTBETCTBYHOT TPEGOBAHUAM K YMEHUAM
U 3HAHUAM

aa

16.

MpumepHasa TemaTMKa KypcoBbix paboT
COOTBETCTBYET LeNAM U 3a43a4am
0CBOEHMA y4ebHOW AUCUMNAMHDI (MYHKM
3aroaHAemcs, ecsu 8 npozpamme
QucyunauHbI MPedycMompeHd Kypcoeas
paboma)

He
npegycmoTtpeHa

3KcnepTtusa pasgena 3 «Ycnos

MA peanunsauum Nporpammbl AUCLUMNIUHDI»

17.

MepeyeHb yyebHbIX KabuHeToB
(macTepckux, nabopatopuii n ap.)
obecneunsaeT NpoBeaeHUE BCeX BUAOB
NabopaTopHbIX U NPAKTUYECKUX paboT,
npeaycMOTPEHHbIX MPOrpammoin yuebHom
ANCUMNANHDI

ba

18.

MepeuncneHHoe obopynoBaHue
obecneunBaeT NpoBeAeHUE BCEX BUAOB
NPaKTUYECKUX 3aHATUI,
npeaycMOTPEHHbIX MPOrpammol yyebHo
AVUCUMNANHDI

aa

19.

MepeyeHb peKOMEHAYeMOW OCHOBHOW U
AONONHUTENbHOW IMTepaTypbl BKAOYAET
06L,ef0CTyMHbIE UCTOYHUKM

Aa
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20. | MepeuncneHHble UHTepHET-pecypcbl aa
aKTyaslbHbl M JOCTOBEPHDI

21. | MNMepeyncneHHble UCTOYHUKMU Aa
COOTBETCTBYIOT CTPYKTYPE U COAEPIKAHMIO
nporpammbl y4uebHOM AnUCUMNANHBI

22. | UHdOPMALMOHHbIE UCTOYHUKMN YKa3aHbI C Aa
YY4ETOM COAEPKAaHMA ANCLUUNNHDI

dKcnepTtMsa pasaena 4 «KOHTPONb M OLEHKa pe3ynbTaTos 0CBO

eHUA ANCLUNANHDBIY

23. | OCHOBHble NOKa3aTen OLEHKH Aa
pe3y/bTaToB 06y4YeHUs NO3BONAIOT
OAHO3HAYHO AMArHOCTUPOBATb YPOBEHb
0CBOEHMA

24. | HaumeHoBaHue ¢opm 1 meToa0B aa
KOHTPO/IA U OLLEHKM OCBOEHHbIX YMEHUM
W YCBOEHHbIX 3HAaHUI TOYHO U
OHO3HAYHO OMMCbIBAET Npoueaypy
aTTecTauum

25. | dopmbl U MeTOAbI KOHTPOJIA MO3BONAIOT Aa
OLEHMBATb CTEMEHb OCBOEHUA YMEHUI U
YCBOEHMA 3HAHUI

WUtoroBsoe 3akntoueHue (VI3 TPpeX aIbTEPHATUBHbIX NO3U LI,VI17I cnepgyer Bbl6paTb Aa HeT
OAHY)
Mporpamma AUCUUNANHDBI MOXKET ObITb PEKOMEHA0BAHA K YTBEPKAEHUIO Aa

Mporpammy AMCUMNANHBI CeAyeT PEKOMEHA0BaTh K AopaboTke

Mporpammy AUCLUNIMHBI ClesyeT PEKOMEHA0BaTb K OTK/IOHEHUIO

3ameyaHua n peKomeHpgauuun saKkcnepTa no

popaboTKe
Pa3paboTunk mporpammsl: T.W. 3abenuna
CormnacoBaHo:
23 ampenss 2020 .
N.o. 3aB.xadenpoit A.A.Bnacenko
3aB oT/eNeHNEM M.C.CnoBukoBa
Mertonuct T.W. TennmakoBa

r.

28 anpena 2020

OUNNAN GEAEPANIBHOIO rOCYAAPCTBEHHOIO BIOAXKETHOIO OBPA3OBATE/IbHOIO YYPEXAEHUA

BbICLLErO O6PA3OBAHUA

«BNAAUBOCTOKCKUA FTOCYAAPCTBEHHbIA YHUBEPCUTET SKOHOMMUKU U CEPBUCA» B I. APTEME

CopepKaTenbHasa 3KcnepTMsa paboueii nporpammbl yuebHOM ANCLUUNANHDI « [JOKYMEHTaLMOHHOE

obecneyeHue ynpaBneHUa»
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cneuunanbHocth 38.02.01 SKoHOMMKa U ByXranTepcKkuii yuet (no oTpacnam), npeacraBieHHON

3KOHOMMKM, ynpasaeHua u UHPOPMALMOHHbBIX TexHonornii punmana 3abenuHoun T.U.

SKCMEPTHOE 3AK/IOYEHUE

HanmeHoBaHue 3KcnepTHOro
noKa3sarena

JKcnepTHaA OLeHKa

aa

HeT

3aK/loueHue
oTCyTCTBYET

MpumeyaHue

dKcnepTusa paspgena 1 «O6wan xap

AKTePUCTUKA NPOrpammbl yuy

e6Hoil AncuUUNANHBI»

TpeboBaHMA K YMEHUAM U 3HAHUAM
COOTBETCTBYIOT NepeyncaeHHbim B Proc
CMNO (B T. Y. KOHKPETUZUPYIOT M/ UK
pacwupsioT TpeboBaHma ®roc)

aa

B nyHkTe 1.3. ykasaHsbl [1K 1 OK, Ha
dopmmMpoBaHMe KOTOPbIX
OPUEHTUPOBAHO coAepKaHune
OVNCUMNANHBI

aa

BapuaTnBHan YacTb COAEPMKMUT
TpeboBaHMA K pe3yabTaTam 0CBOEHUA
AUCUMNANHDI (MPY HaNUunK)

Aa

3KcnepTusa pasgena 2 «CTpyk

TYypa U coaeprKaHue yue6Hoi ANCLUNANHDBI

CofeprkaHue BUA0B y4eBHOM
AeATeNbHOCTU COOTBETCTBYET
TpeboBaHWAM, NpeabaABAAEMbIM K
pesyNbTaTaM OCBOEHWA AVCLAMN/INHDI
(«ymeTb», «3HaTLY).

Aa

CoaepskaHue y4ebHOW ANCUMNINHbI
pa3paboTaHo C opueHTaumel Ha
dopmmpoBaHmMe yKasaHHbIX B pasgene 1
MK n OK

aa

CTpyKTypa nporpammbl yuebHoM
AVCUMNANHBI COOTBETCTBYET NPUHLLMNY
€[ MHCTBA TEOPETUYECKOTO U
MPaKTUYECKOro obyyeHus

Aa

TemaTnKa nabopaTopHbIX U/Man
NPaKTUYECKUX paboT cooTBETCTBYET
bopMHpyEMbIM YMEHUAM U
OPUWEHTUPOBAHA Ha NOATOTOBKY K
oBnageHuio MK B npodeccroHanbHOM
moayne

ba

TemaTuyeckuit NnaH U coaeprkaHune
y4yebHOM ANCLMNANHBI COOTBETCTBYET
coLepyKaHUIO MaTepuana, yKazaHHOro B
pasaene 1.

Aa

YpOBHM OCBOEHMA COOTBETCTBYIOT BUAAM
y4yebHoOM aeaTenbHOCTM B pasaene

aa

10.

CoaeprkaHue camocToATeNbHOM paboTbl
CTYAEHTOB, B T.4. BHEAYAUTOPHOM,
HanpaB/eHO Ha BbINO/IHEHMWE
TpeboBaHUI K pesy/ibTaTaM 0CBOEHUA
ANCUMMANHDI

aa
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11.

DopMYNUPOBKMU CAMOCTOATENbHOM
paboTbl MOHMMAIOTCA OAHO3HAYHO

aa

12.

Pasgenbl nporpammbl yyebHoM
ANCLUNAWHBI BblAENEHbI ANAAKTUYECKM
uenecoobpasHo

ba

13.

Copep:kaHue yyebHoro matepuana
CcOOTBETCTBYET TPpeboBaHMAM K
GOpPMUPOBaAHUIO 3HAHWUI U YMEHUN.

aa

14.

O6bem BpemeHu AocTaTodeH ana
0CBOEHMA YKa3aHHOro B coaeprKaHum
y4ebHoro matepmana

Aa

15.

06bem U coaepkaHme NabopaTopHbIX 1
NpaKTUYeckux paboT onpegeneHobl
OVAAKTUYECKM LLenecoobpasHo 1
COOTBETCTBYIOT TPeHOBaHMAM K YMEHUAM
N 3HAHNAM

Aa

16.

MpumepHan TemaTMKa KypcoBbIX paboT
COOTBETCTBYET Le/IIM U 3aZ,a4am
0CBOEHMA YYebHOW ANCUUNAUHDBI (MYHKM
3anosHAemMcsA, ecau 8 npoepamme
OucyuUnAUHLI NPedycMompeHa Kypcosas
paboma)

He
npeaycmoTpeHa

dKcnepTu3a pasgena 3 «YcnosuaA peannsauum NPorpammbl ANCLUNANHDBI

17.

MepeyeHb yuebHbIX KabUHeToB
(macTepckux, nabopatopuii u ap.)
obecneuynBaeT NpoBeaeHME BCEX BULOB
NabopaTopHbIX M NPaKTUYECKUX pabor,
npeayCcMOTPEHHbIX MPOrpaMmoi
y4yebHOM anCUMNANHDI

Aa

18.

MepeuncneHHoe o6opyLoBaHue
obecneynsaeT NpoBegeHME BCEX BUAOB
NPAKTUYECKUX 3aHATHI,
npeaycMOoTPEHHbIX MPOrpaMmmoit
y4ebHOM ANCUMNANHDI

aa

19.

MepeyeHb peKoMeHayeMol OCHOBHOM U
AOMONHUTENbHOM NUTEpaTYPbI BKAOYAET
06LWea0CcTynHbIE UCTOYHWKM

Aa

20.

MNepeuncneHHble MHTepHeT-pecypcbl
aKTya/bHbl U AOCTOBEPHDI

ba

21.

MepeuncneHHblie MCTOYHUKN
COOTBETCTBYHOT CTPYKTYPE M COAEPIKAHMIO
Nporpammbl y4e6HOM AUCLMNANHDI

ba

22.

NHbOPMaLMOHHbIE UCTOYHUKM YKa3aHbI
C YYETOM COAEPMKAHMUA AUCLMNANHDI

Aa

dKcnepTtusa pasaena 4 «KoHtponb

U OUeHKa pe3ynbTaToB O0CBO

eHnAa gUCUUNINHbLI»

23.

OCHOBHble NOKa3aTen OLEHKM
pesynbTaToB 06yYeHns No3BONAIOT
0AHO3HAYHO AMArHOCTMPOBATb YPOBEHb
0CBOEHUA

aa

24,

HanmeHoBaHuWe popm 1 MeToa08B
KOHTPO/IA U OLL€HKM OCBOEHHbIX YMEHUIA
M YCBOEHHbIX 3HaHUI TOYHO U
OAHO3HAYHO ONWCbIBAET NpoLeaypy

aTTectayunm

aa
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25. | ®opmbl U MeTOAbI KOHTPO/IA NO3BOAAIOT Aa
OLEeHMBATb CTENEHb OCBOEHUA YMEHUIA U
YCBOEHWSA 3HAHUM

WUTtorosoe 3akntoueHue (M3 Tpex aibTePHAaTUBHbIX NO3U LJ,VI171 cnepyer Bbl6paTb Aa HeT
0f4HYy)
Mporpamma AUCUUNANHDBI MOXKET ObITb PEKOMEHA0BAHA K YTBEPKAEHUIO aa

Mporpammy AUCLUNAMHBI CefyeT pEKOMEHA0BaTb K A4opaboTke

I'Iporpammy ANCUUNANHDBI cheayeT PEKOMEHOO0BATb K OTK/IOHEHUIO

3ameuaHusa U peKoMeHAaLUM 3KcnepTa no
popaboTKke

PazpaboTumk mporpamMmel: T.W. 3a6enuna
CornacoBaHo:
23 ampens 2020 r.

3aB.kadenpoit A.A.BnaceHko
3aB
OTJEICHUEM M.C.CnoBukoBa

Metonuct T.H. Temigkosa

28 anpena 2020
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MHHOBPHAYKH POCCHH

DHIHAJ ©EJIEPAJIBHOIO I'OCY IAPCTBEHHOI'O BIOJDKETHOI'O
OBPAJOBATEJILHOIO YYPEXIEHMSA BLICHIENO OBPASOBAHWA
«BJIAJIMBOCTOKCKHIA I'OCYIAPCTBEHHBIA YHHUBEPCUTET
IKOHOMMKH M CEPBUCA» B I'. APTEME

KOHTPOABHO-OIEHOYHBIE CPEJICTBA
K YYEBHOH JHCUMHILIHHE

OI1.06 TOKYMEHTAIIHOHHOE OBECIIEYEHHE
YHPABJIEHUA

TPOTPEMMM NMOIMOTORKH CHSIHANHCTON CPEIHETD 3peH
710 COCUHANLHOCTH

38.02.01 onomuxa w Gyxraarepexuii ywer (no orpacasv)

["oa wabopa sa OOTT
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[Tporokon Ne 14 OYHT or 06 mas 2020

W.0.3as. xadeapoii A.A Bnacesko
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2. Pe3ynbTaTbl 0CBOEHMA ANCUMNINHDI, NOANEXKALLME NPOBEPKE 3
MpodeccnoHanbHble 1 0bLme KomneTeHUUK
3 4
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51 3a4aHnA TEKYLLEro KOHTPOAA 5
5.2 3a4aHunA MPOMENKYTOUYHOM aTTecTaumm 29
6. LLIKana oueHKM 0bpa3oBaTe/ibHbIX AOCTUNKEHUN 53
7. NHdbopmaumoHHoe obecneyeHme peannsaumm NporpaMmmbl 57
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1. OOuue mooKeHus.

KontponbHo-ouenounsie cpenctBa (KOC) mpenHasHaueHbl A7 KOHTPOJIS U OLEHKU
00pa30BaTeNbHBIX JTOCTHKEHUH 00YYarOIMXCsl, OCBOUBIINX NPOTrpaMMy Y4eOHOW AMCUUIUINHBI
OIl.14 «JlokyMEeHTAaIIMOHHOE 00ECTICUeHNE YIIPABICHUS

KOC BKIIOYAarOT KOHTPOJIBHBIE MaTepHaibl JJIsi MPOBEACHUS TEKYIIETO KOHTPOJIS H
MIPOMEKYTOUHOM aTrTecTauu B popme nudepeHupoBaHHOro 3a4eTa B Y4eTBEPTOM CEMECTpE

KOC pa3paboranbl B COOTBETCTBUHU C:

- IpOrpamMMOii MOATOTOBKH CIEIUATMCTOB CPEAHETO 3BeHa 1o cnenuaibHocTH 38.02.01
JKOHOMHUKA U OyXTAJITEPCKU YUeT M0 0TPACIAM,;

- IporpaMMoi y4yeOHol nucuuIuInabl JJokyMeHTannoHHOe o0ecrieueHre yrpaBieHHUs.

2. Pe3yabTaTrhbl 0CBOEHHUS TUCIHILIMHBI, MOJIeKALMe POBepPKe

Koa YmeHus 3HaHuMA

MK,
OK

MK 1.1 | npuHMMaTL  NPOM3BO/bHbIE  NEPBUYHbIE | 06LWMX TPebOBaHMI K Byxrantepckomy yyety B

byxrantepckue OOKYMEHTbI, | YacTn OOKYMEHTUPOBAHUA BCEX

paccmaTpuBaemMble KaK NMUCbMEHHOE | XO3MCTBEHHbIX AENCTBMIN N ONepaunii;

[0Ka3aTeNnbCTBO coBeplieHun . . .
NMOHATUN nepBUYHOM B6yxrantepckom

XO3SIUCTBEHHOM OMepauum WAK MNoJsyYyeHue
OOKYMEeHTaumu;
paspelleHnna Ha ee NPOBEAEHME;

onpeneneHUin  NepBUYHbIX  ByXraiTepcKux

O OKYMEHTOB;

NPUHMMaTb  NepBuYHble  Byxrantepckue
OOKYMEHTbI Ha BymarkKHOM HocuTene u (1num)
B Bnae SNEKTPOHHOTO AOKYMEHTa, | popm NepBUYHbBIX BYXrafTePCKUX JOKYMEHTOB,
NOANUCAHHOrO 3N1EKTPOHHOW NOANUCHIO; cofeprKalmMx  obsA3aTesibHble  PEKBU3UTHI

nepBnUYHOIO YH4ETHOIO JOKYMEHTA,
npoBepATb Hannvyune B NPOU3BOJIbHbIX

NepBUYHbIX  ByXranTepCKUX  AOKYMEHTaX | nopagka MpoBefeHMA MNPOBEPKM MNepBUYHbIX
0673aTe/IbHbIX PEKBU3MUTOB; OYXranTepckux [OKYMeHTOoB, ¢opmanbHOM
NPOBEPKM  OOKYMEHTOB, MPOBEPKM MO

npoBOANTb bopmanbHyto npoBepKy .
cywiectsy, apudmeTMUecKoi NPoBEPKHY;

OOKYMEHTOB, MpOBEpPKYy MO  CyLLecTsy,
apudmeTMYECKyto NpoBepKy; NPMHUWNOB W  NPU3HAKOB  rPYNMNUPOBKMU

NepBUYHbIX BYXranTepCKUX LOKYMEHTOB;
npoBOAUTb rpynnupoBKy NepBUYHbIX

Byxrantepckmx  LOKYMEHTOB MO pAAY | nopsaaka nposeaeHuA TAKCMPOBKM 7
NPW3HaKOB; KOHTUPOBKM NepBuYHbIX  ByXranTepckumx

[OKYMEHTOB;
NpoBOAMTb  TaKCMPOBKY W KOHTUPOBKY

NepBUYHbIX ByXranTepckmx AOKYMEHTOB; nopagoka COCTaBJ/IeHMA perucTpos

byxranTepckoro yyera;
OPraHM30BbIBATb LOKYMEHTOOHOPOT;

NPaBuA W CPOKOB XPaHEHUsA MepPBUYHOMN
pa3bupaTtbca B HOMEHKNATYpe Aen; !
6yXranTepcKkon SOKyMeHTauuu;
33aHOCUTb AaHHble NO CrpynnMpoBaHHbIM
[OKYMEHTaM B Peructpbl byxrantepckoro

yyeTa;
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nepegasatb MNepBUYHble  Byxrantepckue
OOKYMEHTbl B TeKylWMin  Byxrantepckui
apxms;

nepepasatb  MNepBUYHble  Byxrantepckue
AOKYMEHTbl B MOCTOAHHbIA  apxus Mo
NcTeyeHnn YCTaHOBNEHHOTO CpoKa
XpaHeHus;

WUCNpPaBAATb  OWWNOKK B8 nepBUYHbIX

OYXranTepcKux OKYMEHTaX;

OK 1. pacnosHaBaTtb 3agady u/wuanm npobnemy B | aKTyanbHOro npo¢deccMoHaNbHOro 7
npodeccmoHanbHoM U/ MAnM  coumanbHOM | COLUMANbHOrO KOHTEKCTa, B KOTOpPOM
KOHTEKCTe; aHa/nuM3MpoBaTb 3agadyy wu/uam | NPUXoanTtca paboTaTb M KWTb; OCHOBHbIX
npobaemy 1 BbiAeNATb eé cocTaBHble yacTy; | UCTOUHMKOB WMHOOPMALMM 1 pecypcoB ANA
onpefenaTb  3Tanbl  pelweHus  3agauu; | PEWEHWA 3aAa4 " npobnem B
BLIABIATS " ShBEKTUBHO MCKaTh npodeccmoHanbHOM  U/ManM  coumasibHOM
nHbopmaumto, HeobxoaAnMyo ANA peLleHns KOHTEKCTE;
3agauv n/unn npobnemsi; anroputma BbINO/IHEHUA pabot B

. npodeccMoHanbHOM WM CMeXHbIX obnacTax;
COCTaBWUTb MJaH L[eNcTBusA; onpenennTtb .
meTonoB pabotbl B npodeccuoHanbHOU U
HeobxoaMmble pecypcbl;
CMeXHbIX cdepax; CTPYKTypbl NAaHa Aanaa
BNaJeTb akTyalbHbIMM MeTogamu paboTbl B | PEWEHNA 3a/la4; NOPALAKA OLLEHKN PE3Y/IbTATOB
NPOPEeCcCMOHaNbHOM M CMeXHbIX chepax; | PEWEHNA 3a/aH NpodeccnoHanbHo
peann3osaTb COCTaBAEeHHbIN nnaw; | AEATENBHOCTH
OLLeHMBATb Pe3ynbTaT M NOCNeACTBMA CBOUX
OENCTBUIN (CaMOCTOATEIbHO UIN C MOMOLLbIO
HacTaBHMKa)

OK 2. | onpegenatb 3a4aum ana NMOWCKA | HOMEHKNATYpbI NHGOPMALMNOHHbBIX
nHbopmauum; onpeapenatb Heobxogumble | UCTOYHUKOB NpPUMeHAEMbIX B
WUCTOYHMKN  MHOpMaALUMKM; NNaHMPOBATb | NpodeccMoHanbHOW AeATeNbHOCTU; NPUeMoB
npouecc MOWUCKa; CTPYKTYPUPOBATb | CTPYKTYPUPOBAHUA WHbOopmaunn; dopmara
nonyyaemyo  MHpopmauumio;  BblAenATb | opopmaeHus pe3ynbTaToB nouncka
Hanbonee 3Ha4YMmoe B nepeyHe | MHbopmauuu
MHGOPMaLMM; OUEHUBATb MNPAKTUYECKYHO
3HAYMMOCTb pes3ynbTaTos NOW1CKa;
odbopmMAATb pe3ynbTaTbl MOUCKa

OK 3. | onpenenatb aKTya/libHOCTb HOPMAaTUBHO- | COAEPKAHUA aKTyanbHOM HOpPMaTUBHO-
npaBoBoOW OOKYMeHTaumm B | NpaBOBOM  OOKYMEHTaLMW;  COBPEMEHHOM
npodeccnoHanbHoOM OEeATeNbHOCTH; | Hay4YHOM n npodeccnoHanbHoM
NPUMEHATb COBPEMEHHYIO Hay4YHYIO | TEPMUHONIOTUN;  BO3MOMKHbIX  TPaeKTopui
npodeccnoHanbHyto TePMUHOOMNIO; | NpodeccMoHanbHOro pa3BUTUA n
onpeaensaTb M BbICTpaMBaTb TPAEKTOPUM | caMoobpasoBaHUA
npo¢deccnoHanbHoOro pa3BuUTUA 7

CaMOO6pa3OBaHl/IFi
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OK 4. | opraHusoBbiBaTb pPaboTy KOANEKTMBA M | NCUXOJIOTUYECKUX OCHOB [eaTenbHOCTU
KOMaH/pl; B3aMMOAEeNCTBOBATb C KOANeramu, | KoAnekTnea, NCUXon0rMyeckmx ocobeHHocTeln
PYKOBOACTBOM, KNIMEHTaMM B X04€e | IMYHOCTM; OCHOB MNPOEKTHOMN AEATENbHOCTH
npodeccnoHanbHOM AesTeNbHOCTH

OK 5. rPAMOTHO  M3naraTb CBOM  MbICAIM U | OCODEHHOCTEN COLUMANBbHOIO U KY/IbTYPHOrO
odopmnATb LOKYMEHTbI Mo | KOHTEKCTa; NpaBua 0GOPMNEHUA AOKYMEHTOB
npodeccMoHanbHoOM TemaTtuke Ha | M NOCTPOEHMA YCTHbIX COOBLLEHN
rocy4apcTBeHHOM A3bIKe, nNpoABNATb
TONEPaHTHOCTb B paboyem Konnektuee

OK 9. NPMMeHATb CcpeacTBa  WHGOPMALMNOHHDBIX | COBPEMEHHbIX cpeacTs 7] YCTPOWCTB
TEXHONOMNM ans peweHna | tHGopmaTM3aLMn; NOpPALKA UX NPUMEHEHMUA U
npo¢deccnoHanbHbIX 334a4; WCMNO/Ib30BaTb | MPOrPaMMHOrO obecneyeHune B
COBPEMEHHOE NporpaMmHoe obecrneyeHne npodeccnoHanbHON AeATENBHOCTU

OK 10. | noHumaTtb obwmi CMmbICN YETKO | NPaBUI MOCTPOEHMA MPOCTbIX WU CAOXHbIX
NPOU3HECEHHbIX BbICKa3blBaHNM Ha | NPeanoXeHUn Ha NPodeccUoHaNbHble TEMbI;

M3BECTHble TeMbl (npodeccuoHanbHblie W
BbITOBbIE), NOHMMATb TeKCTbl Ha 6a30Bble
npodeccrmoHanbHble Tembl; y4yacTBOBaTb B

OCHOBHbIX 06LLEeynoTpebuTebHbIX TN1aro/08
(bbITOBas M npodeccroHanbHas NeKCuKa);
NIEeKCMYECKOro MWHMMYMa, OTHocAWerocs K

AManorax Ha  3HaKomble  obwMe W | ONMCAHUIO NPeaMEeToB, CPeaCcTB M NPOLEccoB
npodeccnoHanbHble TEMbI; CTPOUTb NPOCTble | NPOdeCcCUOHANbHOM AeATeNbHOCTY;
BbiCKasblBaHMA 0 cebe UM 0 cBoel | ocobeHHOCTEN NPOU3HOLLEHUS; npasun
npodeccnoHasbHON AeATe/IbHOCTU; KPaTKO | YTeHus TEKCTOB npodeccroHanbHom
060CHOBbIBaTb M 06BACHWUTL CBOM AEUCTBUA | HAaNpPaBAEHHOCTU
(TERYWME 1 NnaHUpyemble); NMcaTb NPOCTbIe
CBA3Hble COOOLWEHNA Ha 3HaKoOMble WU
MHTepecytowme npodeccMoHanbHble TEMbI
CTPYKTypa KOHTPOJIbHbIX 3a4aHUN
3.1. 3apaHuA TeKyLero KOHTponsa
Mopaynb 1
Tema 1.1. OcHOBHbIe NOHATUA B AEeN10NPOU3BOACTBE
TekcT 3apaaHuA
1. Pacwuopyiite abbpesmatypy [OOY. Kak cooTHocATcs  mexagy cobon  TepmuH
«4en0npon3BoOACTBO» U TEPMUH, CKpbIBatoWwMinca nog abbpesmatypoin 40OY?
2. Yto Takoe «AOKyMeHT»? Kakue GyHKLMN OH BbINOSHAET?
3.  U3noxuTe cBOe NpeacTaBAeHWE O Ae/10NPOM3BOACTBE U €r0 UCTOKAX.
4. KakoBO coaeprKaHuWe MOHATUIA «CUCTEMA [AOKYMEHTauuu», «yHUOULMPOBaAHHAA cucTema
OOKYMEHTauMm» ?
5. B uyem 3akntoyaeTca cyTb yHUOUKALMN U CTaHAAPTM3ALMM B Aesonpon3soactee?
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3a npaBuWAbHbIM OTBET Ha BONPOC BbicTaBaseTcA — 1 6ann.

3a HenpaBWbHbIM OTBET Ha BONpPOC BbicTasnAetca — 0 6annos.

Bpema Ha BbinonHeHue: 10 MUH.

Tema 1.2. OCHOBHbIE NONOXEHUA NO AOKYMEHTMPOBAHUIO yNpaB/eHUYeCKOW AeATeNbHOCTU

TeKcT 3apaHuA
OTBeTbTe Ha cneaytoLLne BONpochl

1. laiiTe onpeneneHne TepMUHA «UHOOPMALTHSI.

2. KakyM OCHOBHBIM KPUTEPHUSM JIOJDKHA YIOBIETBOPATH MH(OPMALIKS, UCIIONb3yeMas B
npoiiecce yrnpaBiaeHus?

3. Uto Takoe JOKYMEHT, C KAaKOM LEIbI0 OH MOYKET CO3/1aBAThCs?

4. KakoBBI OCHOBHBIC IMPU3HAKH KJIACCU(DUKAIINN JOKYMEHTOB?

5. Yrto Takoe peKBU3UT TOKyMeHTa?

Haiite onpenenenue Gopmyssipa TOKyMEHTA.

6. Jlaiite onpezeneHue J0KyMEHTOO00POTY MPeANPUSTHS.

7. B yem cyTh crangapTuzanuu JokyMeHToB? Kakue pa3padaTbhiBatOTCs CTaHAapThI?

8. Uro takoe yHudukamus aokymeHToB? C KakoW WENbIO MPOBOIUTCS YHUDUKAIHSL
JIOKYMEHTOB?

9. HazoBuTe 3Tarmbl paboThl 110 YHUGUKAIIMK TEKCTa CITY>KeOHOTO TOKYMEHTA.

10. Kakue cucremsr YC/I BbI 3HaeTe?

3a npanmbelﬁ OTBET Ha BOMNPOC BbICTAaBNAETCA — 1 6ann.

3a HenpaBW/IbHbIN OTBET Ha BONpOC BbicTaBasetca — 0 6annos.

Bpemsa Ha BbinonHeHue: 10 MuH.

Tema 1.3. EAUHCTBO NPaBUA AOKYMEHTUPOBAHUA YNPaBAEHYECKUX AOKYMEHTOB

TekcT 3apaHumA.
OTBeTbTe Ha BOMPOCHI

1. MMepeuncnunte NpaBoBble aKTbl Per1ameHTUpYoLWMe AOKYMeHTaUMoHHoe obecneyeHne
ynpasneHua

2. Kem 1 KaK ocyliecTBaseTca peryanposaHue genonpounssoactea 8 Poccmum?

3. OxapaKTepusyiTe OCHOBHble TEHAEHLMM Pa3BUTUA 3aKOHOAATEIbHO-HOPMATUBHOW 6a3bl B

061acTu ynpaBneHusa gokymeHTamu B Poccmu.
4. Kakue cTaHOapTbl NPUMEHAIOTCA B CUCTEME genonpounssoactea B Poccun?
5. Packpoite cogeprkaHue atanos F[CA0Y
6. Kak Ha npaKkTuKe BHeapAatoTca nonoxewusa FCA0Y?
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3a NpaBWAbHbINA OTBET HA BOMPOC BbicTaBaseTca — 1 6ann.

3a HenpaBWbHbIN OTBET Ha BOMpoC BbicTasnAeTca — 0 6annos.

Bpemsa Ha BbinonHeHue: 10 MUH.

Mpakmuyeckoe 3aHamue Nel Mpasuia opopmMaeHMA YNPaBAEHUYECKUX LOKYMEHTOB

TeKcT 3agaHuna
Tema: MpaBunna opopmaeHna yrnpaBaeHYECKUX OKYMEHTOB
YCTHbIV onpoc
1. Yto npeacraBnset coboi 61aHK AOKYMEHTa?

2. Kakue Bubl pacnosyioskeHus: peKBU3UTOB Bbl 3Haere?

3. Kakue pexkBU3UTHI BXOIAT B cOCTaB oOmiero 0ianka?

4. Kakue peKBU3UTHI BXOJST B COCTaB OJaHKa JIsl TUceM?

5. Kak ¢popmynupyercst 3aroioBoK K TEKCTY TOKyMeHTa?
3apaHue 1

3anonHuTe WTaTHOE pacnucaHue (3anoaHAETCA BMeCTe C npenogasartesiem)

Mpegnpuatme OO0 «puH» 3a HoMmepom 27 co WTaToM B Koandyectse 10 yenosek - byxrantepa
(PomawkumHa A.A), ampektopa(Konokonbuesa B.B), cneuunanncta no kaapam(Kapnosa A.P.), paboumx.

3anoaHuUTe WTaTHOe pacnuncaHue (3anoHAETCA CaMOCTOATE/IbHO)

Mpegnpuatue OO0 «Bnag» 3a Homepom 20 co WTaTom B KosinyecTee 17 yenosek - byxrantepa
(PomalkumHa A.A), ampektopa(Cmbiciosa E.B.), pabounx.

3apaHue 2

Odopmute makeT 6naHka nNucbMa (yrnoBoe pacrnosioKeHne pPeKkBM3UTOB WTamna 6naHKka):0A0
«MocTtopr».CnpaBoyHble gaHHble 06 opraHusaumm: Mockea, 131564, KpacHonpecHeHcKkasaHab. , 15;
Tenerpad: Moctopr; TenedpoH: 265-45-51 .P 1 ¢ N2 53780 B KpacHonpecHeHcKom ¢punamnane MOCKOBCKOro
KoMMmepyecKkorobaHka, M®O 26894, KoA, OKno 985623, OrPH 345123789023,
MHH/KNMN4500583453/02387560.

3agaHue 3.)

OdopmunTe maKeT 61aHKa KOHKPETHOrO BUAA OOKYMEHTa (NpuKasa) C yr/i0BblM Pacno/oKeHNem
PEKBU3IUTOB: TOBapHbIA 3HAK MAM ambnema npegnpuaTua (No Balwemy ycmoTpeHuto) AO «Bbepeskay,
npwKas, Aata NpuKasa v ero Homep, r. KOHCTaHTUHOBCK.

3apaHue 4.
Odopmute pekBM3UT «agpecaT»:(3anonHAeTca BMecTe C npenojaBaTenem)

a) pnaz2o08b6im criocobom:

1. MuHucTepcTBO No Hanoram u cbopam HauyanbHUK oTaena naaHuposaHus KpacHos B. W.
2. AnpekTop 000 «Opbuta-cepsucy» Cokonos B. d. 125789, r. CmoneHck, y n. LleHTpanbHan, 28.

3. YyryHoBa T.[., 123456, MockBa, yn. ABT03aBOACKaA, 4. 23, KB. 12;
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6) ueHMpuposaHHbLIM criocobom:

4. BOPOHENKCKMI FOCYAapCTBEHHbIN yHMBEpPCUMTET DaKynbTeT KypHAaAUCTMKKM 3aB . Kadeapow
npodeccop Basemckuit B. B.

5. [loKyMeHT HanpaBnaeTcsa B ABa agpeca: 1) AO «benbiii BeTep» [eHepanbHbIN AnpekTop HKyKos
M. U.; 2) npubopocTpoutenbHbii 3aBog, «InekTpoH» OTgen mapketuHra Ct. meHegxep J1. 3. Cokonosa.

3apaHue 5. Opopmute rpud yTeepKaeHUA:

a) ¢pnaz2o08bim criocobom:

1. YtBepxkagato AnpekTtop 000 «JlakmuH» B. A. Tumodees «15 » mapTta 2010 roaa.
2. YTBepxaeHo lMpoToKon 3acegaHma Coseta gupektopos N212 ot 23 mapta 2010 roaa.

6) ueHMpuposaHHbLIM criocobom:

3. YTBepKaeHo PeweHune obuwero cobpaHuns akymoHepos N207 ot 12 mas 2010 roaa.
4. [lOKYMEHT yTBEPKAEH ABYMA AO/IKHOCTHBIMM NNLLAMM:
1) Yteepkaato Anpektop AO «MpoTtoH» . U. Bopucos « 12» anpens 2010 roaa.

2) YtBepskaato Aunpektop AO «KeaHT» B.U.[lonros «13» anpena 2010 roaa.

3a NpaBuU/IbHO OTBET Ha 3a4aHWE BbICTAaBNAETCA — 1 6ann.

3a HenpaBW/IbHbIN OTBET Ha 3agaHue BbicTaBaseTca — 0 6annos.

Tema 1.4. Buabl AOKYMEHTOB, UX KnaccudpuKkaums

TeKkcT 3apaHuA
OTBeThTE HA BONPOCHI

1. ITo xaxuM DpHU3HAaKaM KJdacCcCUuUPUILUDPYIOT

JOKYM®EeEHTH?
K

2.Kaxue rpudbo MOTYT UMEeThb JOKYMEHTH?
3. JJatitTe xamaccudpuKaumUuio JOKYMEHTOB IO
cbepe HCcCOoOaAb30BaHUSL, IO
OpUIAHUYEeCKOMU 3HAaUYUMOCTH.

4. O0xapaxkxTtTepui3dyidirTe yuypeaguT TeJdbHEe
JOKYME®eHTH.

5 Kako# opranununusi3aluoHHO-™
pacnopsaagHUuTeaAbHBH JTOKYyMEHT
onpeageasert

CcTaTycC,O0OpraHusalUOHHYIO CTPYKTYDY,



eJ u,

5 x P e o N & a &

B uéM cyTh

OKYMEeHTOB:

XapaxrTep,
Kaxunue pa3mge.sn
HCTpPYKIHU®HFA?

OxapaxTepusayHTeE

OKYME®EHT.
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nNnopdamnsoK g edaTeJqJbHOCTH

mocTaHOBJ €EHHE,

3a npanmbelﬁ OTBET Ha BOMNPOC BbICTABNAETCA — 1 6ann.

3a Henpasmanblﬁ OTBET Ha BOMPOC BbICTABNAETCA — 0 6annos.

Bpemsa Ha BbinonHeHue: 15 muH.

031 aHHOIO IOpUJUUYEeCKOTrIOoO Juia?

pergaMeHT Kak

pacnopsdaauTeJqbHEBX

COaAepXKHUuT T AJOJXKHOCTHAa aisd

DFaHI/ISaHHOHHO*DaCHODHLIHTGJIBHBIﬁ

pelumeHUe,

pPHKa3,pacnopsxkeHnune,yKasaHue?

Mpakmuyeckoe 3aHamue Ne2 Vicmopus pazsumus denonpou3soocmead

TeKcT 3apaHuA

1 CoctasneHue CpaBHMTEHbHOVI Ta6J'IMLI,bI ncTopmnAa genonponssoactea

Mepuopg HassaHue

AsTOp
LOKYMeHTa

HopmaTtusHoO-
npasosas
6a3a

Buapbl
OOKYMEHTOB

OcobeHHoCTH
odopmneHuns

PekBu3nTbl

3a NpPaBuUIbHO BbINO/IHEHHOE 3a4aHWE BbICTAaBNAETCA — 1 6ann.

3a HenpaBW/IbHO BbINOJIHEHHOE 3aJaHue BbicTaBnaeTca — 0 6annos.

Bpemsa Ha BbINONHEHNE: 75 MUH.

Tema 1.5. NMpasuna opopmneHusa ynpaBieHYECKUX JOKYMEHTOB

MpaKtnuyeckana pabota Ne 3 Mpasuna odopmaeHUs ynpaBieHYEeCKUX LOKYMEHTOB,

KnaccmduKaums




TeKcT 3apaHuA

3apaHue 1

YcTHbIN onpoc (Bpema 10 MUHYT)

1. Y7o npeacrasanet cobon 6aaHK JOKYMEHTA?
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2. Kakue BubI pacnosiokeHus: peKBU3UTOB Bbl 3HaeTe?
3. Kakue pexkBU3UTHI BXOAT B COCTAB 00IIero Oranka?

4. Kakue peKBU3UTHI BXOJISAT B COCTaB OJIaHKA JUISI ITHCEM?
5. Kak dhopmynupyercs 3arojoBOK K TEKCTY JOKyMEHTa?

3a npanmbelﬁ OTBET Ha BOMNPOC BbICTABNIAETCA — 1 6ann.

3a HenpaBWU/bHbIN OTBET Ha BONpPOC BbicTaBaseTca — 0 6annos.

Bpema Ha BbinonHeHue: 10 MUH.

3apaHue 2

CooTHecuTe TepMUH u onpegeneHue

TepmuHbl

OnpepeneHue

deno

1 peAaTenbHOCTD, O6ECI'IeLIVIBa}OLIJ,aﬂ AOKYMEeHTNUpOBaHue,
lD,OKyMEHTOO6OpOT, onepatnBHoe XpaHeHune n
MCNO/ZIb30BaHNEe AOKYMEHTOB

JoKymeHT

2 3anucb VIHC‘)OpMaLIMM Ha pPa3/IMvyHbIX HOCUTENAX NO
YCTAaHOB/IEHHbIM MpPaBuU/iam

JokymeHTOO60pOT

3 3aduKcMpoBaHHas Ha MaTepuasbHOM HocuTesne
MHOOPMALMA C PEKBU3UTAMK, MO3BONAOWMMU  eé
naeHTMdnUMpoBaTb

[enonpounseoactso

4 pguxeHue AOKYMEHTOB C MOMEHTa UX CO34aHUA UIN
nonyvyeHuMA A0 3aBeplleHnAa, oTnpaBkn nam cgayvun B Aeno

[oKymeHTUpoBaHue

5  COBOKYMHOCTb  [JOKYMEHTOB WM  AOKYMEHT,
OTHOCALLMXCA K OAHOMY BOMPOCY WAM  Yy4acTKy
[AeATeNIbHOCTU, NOMELLEHHbIX B OTAENbHYH 06/10KKY

3a npaBuWbHbIM OTBET Ha BONPOC BbicTaBaseTcA — 1 6ann.

3a Hel'lpaBMfIbeIﬁ OTBET Ha BOMPOC BbICTABNAETCA — 0 6annos.
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Bpemsa Ha BbinonHeHue: 10 MUH.

3apaHue 3

MpuBecTn npumep NPaBUAbHOrO 0GOPMAEHNS CAEAYIOLLNX PEKBUIUTOB:
- pata (aBa cnocoba);

- HaMMeHoBaHWe opraHn3auuu;

- rpud yTBEPKAEHUA AOKYMEHTa;

- OTMETKa O Ha/In4nnm NpunoxXeHumAa.

MemoduyecKue yKa3aHusa: B OTBETE HE HYXHO OMWCbIBATb NpaBuna OPOPMAEHUA AAHHbIX

PEKBU3UTOB, @ HEOHXOAMMO NPUBECTU NPUMEP UX odopmaeHUA. Hanpumep, gna rpuda yTBepKAeHUSA:

YTBEPXOAHKO
Ounpektop 3A0 «PacceeT»
A.lN. Eropos

Hangute B npeasokeHHOM AOKYMEHTE U OXapaKTepuUsymnTe cieaytolme PpeKBU3NTbI:
BapuanT 1: 08, 18, 17
BapuaHT 2: 09, 12, 28
Bapwuant 3: 03, 15, 29
BapuaHT 4: 06, 11, 27
BapuaHT 5: 05,, 19, 22

MemoduyecKue yKa3aHusA:
OTtBeT Heobxoammo odopmuTb B BUAe Tabauubl, dopma KOTOpoh M obpasel, 3anosIHEeHUs

npueeaeHbl HNUXe

Homep pekBusura

HanmeHoBaHue peKBM3uTa

OnucaHue pekBu3nUTa

03

Smbnema

CTnnM30BaHHbIA Kyb CUHero uBeTa C
KpacHol 6yKBol «J1» Ha nepeaHen
rpaHu.




L)
I| KonTpons
JakpbiTOoe aKIHOHEePpHOe 00LIeCTBO AupexTopy no nepceoHany
«HOBO-TEX» 3A0 «AsnuTas

HM.A. Tenermuy

Va. Cemenopckan, a. 45, Mockea, 157894
Ten./daxc: (495) 111-22-33
https/ Sovvasenovotehora; e-mail: info@novoteh.ru
OKIMO 29804150, ONPH 1027739189542
MHH/KIIM 7715012511/772501001

20.12.2006 Ne 489/02-11

Ha MNe oT Hpowy nod2omosunt
2pynm ofy4arowuxca
& 3A0 « HOBO-TEX»

O npoBeaeHHH OOYUCHHA MO KYPCY
«CoppemeHHble MHMOPMALLMOHHBIE
TeXHONOrMH B pabote cayxibn JOV s

Huwoaaeeaoit A.C.

12.01.2007

Weamaemelii Mean Anexkceepny!

cnucKu
w ommnpasumb
w1 7.01.2007

B coorseTcTBHM ¢ morosoposm oF 18 aekabpa 2006 . N 148/98 «O npopegeHun obyviUeHMA

no kypecy “CoppemenHble HH(OPMALMOHHBIE TEXHOMOrMH B padore caykin JOY s npocum

Bac B cpok no 18 anueapsa 2007 r. chopMHPOBATE ABE FPYIIBL 06YYAKUIMXCH M OTIIPABHMTE CITHCKH

rpynn B aapec 3A0 «HOBO-TEX-=.

leHepanbHbIil AMpeKTOPR W

om 17.01.2007

HC A
Ompagaeno n onr OBYHEIOULIXCH

Ne 41/05-17 co CHUCK
@5-17 3a 2007 2.

A.B. Hukonaen

B deao N2
j?.ﬂf.2ﬂﬂ?
3A0 «AanuTta»
Bx. Ne 22
H.T1. TpmmmHa or 12.01.2007
111-22-33

Kpurepun onenkmu:
«OTIMYHO» - TOJNHUCAHBI PEKBU3UTHI MpaBUiIbHO 90

- 100%;

yaosierBoputenbHO 70 - 79%; He ynoBieTBoputenbHo MeHee 70% .

Bpewms Bemonnenus 160 muH.

xopomo 80
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-89%);

BHeayauTOpHaA camocToATenbHasa pabora crygeHta Nel YHudMKauma M cTaHZapTM3auums
ynpaBAeHYeCKUX SOKYMEHTOB KaK BarKHEN LM paKTOp SKOHOMUKM paboyero BpemeHu



3apaHne 1

o1

Mcnonb3ya pecypcbl MHOOPMALMOHHO-NPABOBbLIX MOPTanoB «KoHCynAbTaHT+» uAM «lapaHT»
COCTaBbTe CPaBHUTENbHO-aHA/NIUTUYECKYIO TabanMLy OCHOBHbLIX HOPMaTMBHO-MPABOBbLIX aKTOB B coepe

AOKYMEHTALUMOHHOIo obecneyeHus ynpasaeHuAa.

Tabnnua 1- CpaBHUTENbHAA XapakTepuctmka HMA 8 JOY

MonHoe HaumeHOBaHUe

U3meHeHUA n aononHeHUsA B

HNA

O6nactb
npuMeHeHus

depn. 3aKOH OT
27.07.2006 Ne149-
®3

depn. 3aKOH OT
22.10.2004 No125-
@3

fOCT P 7.0.8-2013

FoCT P UCO
15489-1-2007

rOCT P 6.30-2003

OK 011-93

MemoduyecKue yKa3aHusA:

B rpade «MonHoe HaMmeHoBaHME» HEOHXOAMMO YKa3aTb NosHoe Ha3BaHue HIA BKkatoyas gaTty
ero yTBepaeHusa n Homep.

B rpade «M3meHeHuna n gononHeHua B HMA» HeobXooMMO yKasaTb KOJIMYECTBO M3MEHEHUN
(mononHeHwuin) 3a Becb nepuog aeicteua HMA, aaty nocneaHero M3MeHeHus (4ONOMHEHUA) U HOMepP

HMNA, BBOAALLLErO 3TO M3MEHEHWe (A0NONHEHUE).

B rpade «Ob6bnactb NpumeHeHUa» HeobXxoAMMO yKasaTb Ana 4yero BeBedeH 3T1oT HIMA (Kakue
OTHOLUEHMS OH PEryanpyeT, Kakne GpyHKLUM BbINOHAET).

3aaaHue 2 (No BapuaHTam).

Ucnonbayas OKYA (OK 011-93) npuBeaute KnacCUPUKALMOHHbIE KOAbl M PACCMOTPUTE UX
CTPYKTYPY 1A Cneayrowmx 4OKYMEHTOB:

BapwuaHT 1: LUTaTHOE pacnucaHue

BapuaHT 2: KHura yyeta 61aHKOB CTPOroi 0TYETHOCTU
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BapuaHT 3: [10/1’>KHOCTHAA MHCTPYKLMA
BapuaHT 4: MNMpukas 06 yBoibHEHUN
BapuaHT 5: OTueT o asueHun cpeacTs MeHcnoHHoro doHaa Poccuiickon deaepaunu.
MemoduyecKkue yKa3aHus:

CTpyKTypa KogoBoro obosHauyeHua yHUbMUMpOBaAHHOM ¢dopmbl AoKymeHTa no OKYA unmeer
cnepywowmii BuA;

I L o
Foracoc OOl

IMMTooxsIacas OO

PeIMCoTEORLIMOHEER HOMSD

FoHTODOIEHOS TS IIO

Mpumep KogoBoro 0603HayYeHUs yHUPUUMpPOBaHHOM dopMbl AoKymeHTa no OKY: 09010046
PacyeTHasn BEAOMOCTb no CTPaxoBbIm B3HOCAM B MeHCUOHHbIN doHA,

[w]
]
[n]
m
[w]
[w]
[icy
a0

FHMOMIIMPOBaAHHAaA CHMOTeSMa OOKVMSHTIILME
IMTeHCoCHMOoOHHO TS OoOHITS

DoXYMEHTIILMA IIo PUEaeTY M pachlpaelIlceIIeHMED

cpelcTE

PacueTrHaa =BESO0OMOCTE IO 2 CTDSINOSE
BEsSsHoCcamMm = [IeHCMOHHEDD OOCHIT

FoHTODOIIEBEHOS WUIMOIIO

3a NpPaBuUIbHO BbINOJIHEHHOE 3adaHNE — 3 6anna.

3a HeNpaBuW/ibHO BbINOJIHEHHOE 3a4aHNeE — 0 6annos.

Bpemsa Ha BbinonHeHue: 180 muH

Pasaen 2 lo0KymeHTMpPOBaHUE OPraHU3aLMOHHO-PACNOPAAUTENIbHON AeATE/IbHOCTU

Tema 2.1 OpraH13aLMOHHbIe J,O0KYMEHTbI

TekcT 3apaHuA
OTBETUTbL Ha BONPOCHI TecTa
1. TOCT P. 6.30-2003ycTaHaBAMBaAET ceaylowee KOANYeCcTBO PEKBU3UTOB AOKYMEHTOB:
a) 25
B) 29
c) 30

2. TOCT P. 6.30-2003 pacnpocTpaHaeTca Ha



a) MNepBUYHbIE yYeTHble AOKYMEHTbI

B) OpraHn3aUMOHHO-PaCNoOPAANTENbHbIE AOKYMEHTbI

c) CTaTUCTMYECKNE AOKYMEHTDI

3. dopmynap-obpaseLl, OpraHM3aLMOHHO-PaCcNoPAAUTENbHOIO AOKYMEHTa NpeacTaBaseT cobomn
a) O6pasel, 61aHKa AOKYMEHTa

B) Cxemy pacnops»eHusa peksmsutos OP/]

¢) Ha uncrom nucre bymarn popmataAd

4. CoBMECTHbI OpraHM3aLMOHHO-PaCNopPAANTE/IbHbIN AOKYMEHT opopmnsaeTcs
a) Ha 6naHKe oHOM 13 opraHu3aunit

B) Ha coBmecTHOM 6/1aHKe ABYX OpraHM3auni

c) Ha uncrtom nucre bymarn dopmarta A4

5. Ha obuiem 61aHKe npeanpusaTua PeKOMeHAyeTcs COCTaBAATb

a) CnhyxebHoe nMcbmo

B) Tenerpammy

) Bce BMAbI LOKYMEHTOB, KpOMe NUCbMa

6. Ha 61aHKe NMcbma AO/IKEH NPUCYTCTBOBATb CAEAYIOWMNIA PEKBUSUT

a) MecTo cocTaB/eHUsA UK U34aHUA AOKYMEHTa

B) HaMmeHoBaHMe BMAA OOKYMEHTA

c) CnpaBoYHble AaHHble 06 opraHu3aumm

7. QnameTp nsobpaxkeHus repba PO nnm cybbekta PO Ha BnaHKe NpeanpuaATUA He O0/IKEH
npesblllaTb

a) 10 mm
8)20 MmMm
c)30 mm

8. MecTo cocTaBneHUA UAK U34aHnA JOKYMEHTA He ByAeT yKa3blBaTbCA B TOM C/lyYae, ec/v Ha
[OKymeHTe byayT

a) CnpaBoYHble AaHHble 06 opraHM3aLmm

8) OTCyTCTBOBATb YKa3aHMe B HAUMEHOBAHNN €€ MECTOHaXOoMKAeHne
9. B cocTaB peKkBu3nTa «AgpecaTt» He BXOAMUT

a) HaumeHoBaHWe opraHusaunm

8) MouToBbIV agpec

c) CpeacTea cBasu

10. Ha goKymeHTe paspeluaeTca NpocTaBaATL He bonee



a) OaHoro agpecata

B) Tpex agpecaTtos

c) YeTbipex agpecatos

11. K cnocobam 3aBepeHns 4OKYMEHTa He OTHOCUTCA:

a) YTBepKaeHue AOKYMEHTa

8) MpocTaBneHne neyatm

c) OdopmneHune pesontoumm

12. 3aro/NI0BOK K TEKCTY AOKYMEHTA MOXHO HE COCTaBATb
a) Ha pokymeHTax ¢popmata A5

B) Ha coBMeCTHbIX AOKYMEHTax

c) Ha pokymeHTax, HanpaBAseMblX B NOABEAOMCTBEHHbIE YYPEKAEHNSA
13. Pe3ontoumAa NpoCTaBAAETCA HA JOKYMEHTaxX

a) B npaBom BepxHem yray

B) Ha nonax A4oKyMeHTa

c) Ha ntobom cBobogHOM MecTe, Kpome noJiel

14. OTmMeTKa O KOHTpOJ1e NPOCTaBAAETCA

a) B npaBom BepxHem yray

8) Ha neBom nosie HanpoTUB 3aro/sI0BKa

C) B 1eBOM HUXKHEM yrAy

15. TeKcT cnykebHOro AOKYMEHTa MOXKeT ObITb HanncaH
a) Aenosbim cTUNEM

B) Hay4HbIm cTUNEM

) Xy4,0KecTBeHHO-NYHAUUUCTUYECKUM CTUNEM

16. PekBum3uT «Mognuncb» Ha AOKYMEHTaX, NOANMCbIBAEMbIX ABYMA AOJMKHOCTHbIMW NMLL@MW O4HOTO

ypoBHsA, odopmasaeTca:

a) B aBa paga Ha o4HOM YpOBHe

8) OgHa nognuce Nog apyroun

17. Bu3a Ha pacnopaanTesibHbIX AOKYMEHTax NpoCcTaBaaeTca

a) Ha nepBom iMcTe NOA/IMHHUKA AOKYMEHTA Ha HUXKHEM €ro rnosne
B) Ha nocnegHem nncte Noa/IMHHUKA HUMXKe pekBu3nTa «Mognuce»
c) Ha nepBom /iMcTe BTOPOro 3K3eMnaspa AOKYMEHTA

18. Nevatb OP/[, npocTasnaeTca

a) Ha ntobom cBoboaHOM MecTe

54
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B) [lo/1XKHa ObITb 3aXBaYeHa YacTb HAMMEHOBAHWUSA LOMKHOCTM NLA

c) [JonkHa bbITb 3axBayeHa pacwmndposKa nognucu

19. OTMeTKy 06 UcnosiHUTeNe pacnosaratoT

a) Ha 060poTHOM cTOpOoHE NepBoOro IMcTa 4OKYMEHTa

B) Ha nuueBoit cTopoHe NepBoro IMCTa AOKYMEHTA Ha HUXKHEM ero none

¢) Ha nanueBoit nnn ob6opoTHOM CTOPOHE NOoCNeHEro INCTa AOKYMEHTA B IEBOM HUMKHEM Yy
20. KaKol 13 peKBM3MTOB B Ka4ecTBe COCTAaBHOM YacTM MMeeT NOANMUCb AO/MKHOCTHOrO nua
a) OTmeTKa 06 ucnonHutene

B) Busa cornacosaHus

c) Agpecat

21. KaKol peKBU3UT B Ka4ecTBe OAHOM M3 COCTaBHbIX YacTel UMeeT C/I0BO «BepHo»
a) 26

B) 27

c) 28

22. Kakol 13 3TUX PEKBU3UTOB OTCYTCTBYET B B/1aHKe nMcbma

a) 05

B) 06

c) 07

23. OTmeTKa 0 NPUNOXKEeHUM NpocTasaseTca

a) B neBOM HUXKHEM Yry Ha IMLLEBOW CTOPOHE NEepPBOro NCTa AOKYMEHTa

B) Ha 060pOoTHOI CTOPOHE NEepPBOro INCTa AOKYMEHTa

c) Nocne pekBu3nTa «TEKCTY.

3a npaBuWAbHbIM OTBET Ha BONpoC BbicTaBaseTca — 0,5 6ann.

3a HenpaBWbHbIV OTBET Ha BOMpPOC BbicTaBnsetcA — 0 6annos.

Bpema Ha BbinonHeHue: 15 MmuH.

Mpakmuyeckoe 3aHamue Ne4 CocmasneHue u ogopMsaeHue 0pP2aHU3AUUOHHbLIX OOKYMEHMmMo8

TeKkcT 3agaHuA
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3apaHune 1
YcTHbIN onpoc (Bpema 10 MUHYT)
1.KaKkune anemeHTbl BK/IOYAIOTCA B COCTaB PEKBM3UTA «agpecaT»?
2. CKONbKO afipecoB MAaKCMMAIbHO MOYKHO NMOMECTUTb HA O4HOM LOKYMEHTE?
3. KaKne anemeHTbl BXOAAT B COCTaB rpuda cornacoBaHms?
4. Kakune anemeHTbl BXOAAT B cOCTaB rpuda yTBepKaeHna?

5. Kakue anemeHTbI B PEeKBU3NTE «NOANMUCL» A0KHA 3aTparmeaTtb neyatb?

3apaHue 2 OdpopmneHne OpraHU3aLMOHHbIX AOKYMEHTOB

3apgaHue 1. (Bpema BbinoaHeHUs 20 MUHYT)

OdopmmnTe MaKeT 61aHKA KOHKPETHOIO BUAA AOKYMEHTA (NPWKAs3a) € yrioBbIM PAaCcnoioKeHNnem
PEKBU3IUTOB: TOBapHbIA 3HAK MAM ambnema npegnpuaTua (No Bawemy ycmoTtpeHuto) AO «Bbepeskay,
NnpuKas, gaTta npuKkasa u ero Homep, r. BnagneocTtok

3agaHue 2. (Bpemsa BbinoaHeHUs 20 MUHYT)

Odopmute MmakeT 6/1aHKa KOHKPETHOro BMAA AOOKYMeHTa (MpoToKosa) C  NpOoAOSbHbIM
pacnonoxeHnem peksmsmtos: OAO «[A3», nNpoTOKOA, AaTa 3acefaHuA, HOmep NpPOTOKoAna, .
BnagnBocToOK.

3agaHue 3. (Bpemsa BbiNnoaHeHUs 20 MUHYT)

Odopmute makeT 6aaHKa AONKHOCTHOrO Anua (Map Ballero ropoaa), cCocTaBuB Heobxoanmble
PEKBU3UTBI. (Bpems BbIMOJHEHUS 20 MUHYT)

3a NpPaBW/IbHO BbINOJIHEHHOE 3aaHNE BbICTaBNAETCA — 1 6ann.

3a HenpaBW/IbHO BbINOJIHEHHOE 3aJaHue BbicTaBnaeTca — 0 6annos.

Tema 2.2 PacnopagutenbHblie OKYMEHTbI

Mpakmuyeckoe 3aHamue Neo5. [Ipaguna cocmassieHUs 0p2aHU3ayUOHHO-pacnopadumensHol
GoKymeHmayuu

TekcT 3apaaHuA
3apaHue 1

OTBeTbTE Ha BON POChbI
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1. Kakue B1Aabl opraHnM3aumMOHHO-PacnopsanTeibHbIX JOKYMEHTOB OTHOCATCA K PacnopAAnTEIbHbIM?
2.Moyemy pacrnopaauTesibHble JOKYMEHTbI OTHOCATCA K MPaBOBbIM akTam?
3.Korga pacnopagutenbHble 4OKYMEHTbI BCTYNAOT B CUAY?
4 .Kak pasnunyatotca no coepe AeUCTBMA pacnopsantesibHble AOKYMEHTbI?
5.470 ABNAETCA OCHOBAHWEM ANA U34AHMA PACNoOPAANTENbHOMO LOKYMEHTA?
6.KaK cTpouTca TeKCT pacnopsaanTeNbHOMO AOKYMEHTA?
7.Kak opopmaseTca oTMETKA O HAaIMUYUM NPUIOXKEHMA B PAaCNOpPAUTENbHOM AOKYMeEHTEe?
8.KaKune opraHbl NPMHUMAOT NOCTAHOBAEHNE?
9.Y710 03HauyaeT gaTta B pacnopaamMTelbHOM AOKYMEHTE, MPOoCTaBAseMas B 3aro/IoBOYHOM YacTu 6naHKa?
10.B Kakoi dopme n34ar0TCA COBMECTHbIE pacnopaanTenbHble AOKYMEHTbI?
11.Kakue 6bIBatOT BUAbI NPUKA30B?
12.Yem otinyaetca opopmaieHme nprKasa no JIMYHOMY COCTaBy?
13.KTO0 MMmeeT npaBo NognNnUCcK Ha NPUKasax?

14.KaKoil peKBM3UT MMEETCA TONbKO Ha ABYX BMAAX pPacnopagmTeNbHbIX AOKYMEHTOB -yKasaHMAX W
pacrnopseHuax?

15.Mo KakmMm BONpOCam M34ak0TCA PacnopsKeHMe N yKasaHue?

3a npaBuWbHbIM OTBET Ha BoMNpoc BbicTaBasetca — 0,5 6ann.

3a HenpaBW/IbHbIN OTBET Ha BONpOC BbicTaBaseTca — 0 6annos.

Bpemsa Ha BbinonHeHue: 20 MUH.

3apaHue 2

S3agaHnue l. BEumMmaTtTeabHo MOYUTAHUTE
npejgcTaBJdeHHbBEe HUXEe BOINDPOCH MU BapuaHTH
orBeToB. OTMeTbhTe NpaBUJAbHBHU, Ha Bam B3rasdar/ya,
BapuWadHT.

l. PexBHU3uUT TOKYyMeHTa - 3TO:

a) cocTaB COA€epPXKAaHUA TOKYMEHTa,

6) npuUuMTOXKeHUEe K NTOKYMEHTY,;

B) TOpPSAAOK NOANMUCAaHUSN JOKYMEHTa.

2. bnauk nokKyMeHnTa - 3TO:

Aa) TeKCT, HaOpaHHBHN Ha KOMIObBIOT € D €;

6) 1eJ0BO€ MUCDHMO;

B) CTaHJAZAapTHBH o6pasel, opopMaAeHUST AOKYMEHTAa.
3. CTUJAD U3JO0OXKEeHHUSTI JOKYyMEeHTa - 3TO:



a)
6)
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coOnwageHune npasua obopmMJaeHHST;

Ccnocob6 U3JOXeHHd

TeKCTa,;

B) pa3MeNnmeHHUe DPEKBHUIUTOB.

4. llTaTHOE pacnucaHueE:

a) TOJAXKHOCTHOHNH U YUHUCAEHHBH COCTAaB NPEeANDPHUIATHH

>

6) ob6bumass YHCAEHHOCTDb PabOTHHUEKOB;

B) HaHuWUM®EHODBAaAdHUHE HO[[D&L%Z[GJIGHI/Iﬁ OpraHyg3anuu.

5. JoaAXHOCTHBE UHCTDPDYKIHHU:

a) MOMAYHH
6) TPy MaMoOB

B) DYy HKI

6. AKT - 97T

a)

C

e

HHOCTDb

COTDYAHUEKDOB,;

ol morosoPp:;

U u,

npaBsa 4 0013 aHHOCTHU COTPYJAHHUKDOB.

0.

BegeHusg o6 aaxgpecarte,;

6) THCDHBMe

KaKHUX—-aAubo

HHOE€E NOoOATBEDPDXKIAEHHUE pDe3yJabTarTOoOB

B) OTMETEK a

7.

YcTaB o

D

a) OCHOBHDO

bOYHKIIHOHU

"

coOBTH

06 mcmomo

JHEHHUWH JOKYMEHTa.

raHHta3aln

UHHU - 35TO:

W TOKYMEHT, perJdaMeHTHUDYIWIHUIH

poBaHUeE

(0]

PraHu3aluiyu,

6) bopMa ynpaBAdeHHUST OpPraHuszailueis;

B)

cBeageHHuHs»d O

OprasHyu3anyuu.

8. TpyanoBo# noroBop:

a)

6) THCbMeEeHHOEe

3

asdaBJ € HHUE

pab6oTy;

B) aHKeTa KaHJAHUIMaA

9. [IpoTokoux

- 9TO:

MeHT aQJ¢€eJqoBOo

BHB U 1O
T permuec
O B.

HOCTVb -
HO€ yIoo

epeHHe

BOe nNMu-chbMO.

pacnopsaguTe.

|

= o

ObsICHUTEJDb HAaA .

OpraHyuy3anuuoHH

acnopsgxKeHUE,

TaTHO®E€ pacIouca

a) s e
6) HopMaTH™H
B) 1TOKYMeEH
nmeperoBop
10. ToBepewH
a) THUCbMeEH
APDYTOMY;
6) yLOCTOB
B) L eJ o
11. K
a) MpHUKaAa3;
6) ToKMTamLHaSH;
B) O
12. K
a) p
6) 1w

p

B)

€ 3I0M €.

coyvupeanuTteasasx (yayacTHHK A X)

O mpueMe Ha paboTy,;

corJameHue CTOPOH NPHU NpUEeMe Ha

a4 HAa BAaKAaAaHTHYW JOJXHOCTHb.
O 33THKETa,

yMeHT,;

panununu coBelIra HHUd HnJamu
HOMOUYHEe ONpaB OAHOTIO JHUIA
M4YHOCTH,;

bl

BIM T OKyMeHTaM OTHOCHUTTCA:-

M T OKYyMeHTAaM OTHOCHUTTCHI:
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PEKBHU3IUT AJOKYMEHTAa.
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O3Ha4vYawmada coragJacue ¢ COaxTepxXkKaHHUEM
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OKOB XpaHEHUA O€.Ja.
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3ajmgauvy,

CTBeHHBH JOKYMEHT,;

KKJITeHHWHe Kakoro-agubo dpaxrta.

BXOAHOTIO KOHTDpPOJMI:
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1. onenka OTAHUYHOY» - 3a ONpaBUJDbLHBEe OoTBeTH Ha 2830
BOOPOCOB BXOIAHOTIO KOHTDPOUJHA;
2. onenka {xopomo» - 3a 2527 BounpocoB;

3. onenka < ynoBaeTBOpUTeaAabHOY» - 2024 BonpocoOoB,;
4, oneunka HeyagoBJAEeTBOpPUTEeJAbLHOY” - MeHee 20
BOINIpPOCORB

3agaunwue 2

[lepeuvndncameHHBEe HHXEe PDPa3HOBUAHOCTU NPUKA3I3OB
pacnpeageJuUuTe NO ABYM I'pynmamM: NPUKAI3H IO
AJUUYHOMY COCTAaBY U NIPUKA3B OO OCHOBHOMH
IedTeJaqbHOCTH:

1. O6 o6 bsIBJAEeHHUU BEHIXOJAJHOT O AHS pabodYuM.

2. O pacunpenenmqeHHUNN 0OI3aHHOCTEH MexXITY
3aMeCcTHUTEeJAsIMHU PYKOBOJAMUTEJST OpPraHuU3alluHU.

3. O HarpaxageHuuw pabOOTHHUKA ILEeHHBM NOJgapKOoOM B
CBSI3H C IOOHUJTEeM.

4. O6 oKas3aHUU pabOTHUKY MaTepHuaJdbHOH TOMOIIH.
5 O mpenocTaBJeHUU pPpabOOTHHUKY OTOycKa 06e3
CcoXpaHeHHUST 3apabboOTHOHN ImJgaTH.

6. O0 ycTaHoOBJAeHHU PabOOTHUKY HaagbdaBKHU K
3apunJaarte.

7. O6 ytTBepxXageHHUU MHCTPYKIHUHU IO KaaApOBOMY
IeaT0nNpoOU3IBOACTBY.

8. O BHeagpeHUHU HOBOH TeXHOJOTHUHU I PO a-?RK.

9. O HanpaBaeHUHU PabOOTHHUKAE B KOMAaAaHAUDOBKY.

10. O6 yBonbHeHUHU PabOOTHHKA 3a NPOTY.J.

1. O moaroToBKe rpaduKka oTnycxkosn Ha 2020 r.

12, O6 u3mMmeHeHUdHn PaMUJIUU B CBSI3HU CO BCTYyHOJeHHUEM
B O0pakck.

3a NpPaBuUIbHO BbINOJIHEHHOE 3a4aHWE BbICTAaBNAAETCA — 1 6ann.

3a HenpaBW/IbHO BbINOJIHEHHOE 3aJaHue BbicTaBnaeTca — 0 6annos.

Bpemsa Ha BbinonHeHue: 70 MUH.

BHeaypuTOpHaA camocTosTeNbHaA paboTa ctygeHta Ne2 O npasunax obopmaeHus
pacnopAaMTeNbHbIX LOKYMEHTOB

3adaHue 1 (ana Bcex BapnaHTOB)

CoctaBuTb NPOEKT NPnKasa no OCHOBHOW LeATenbHOCTU. Bce peKBM3UTbI Bbl6paTb
CaMOCTOATENNbHO

3adaHue 2 (no BapunaHTam)
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Mcnonb3ya yHUPUUMpoBaHHble GOpMbl AOKYMEHTOB (NpeanouTuTensHo B popmate Microsoft
Office Excel) odopmuTb cneayroLme npmKkasbl N0 AMYHOMY COCTaBY:

BapuaHT 1: MNpuKas o npueme Ha paborty;

BapwuaHT 2: MNpunKas 06 yBosbHEHWU;

BapwuaHT 3: MpurKas o noowpeHnn paboTHUKa;

BapwuaHT 4: Mpurkas 06 oTnpaBke paboTHNKA B KOMaHANPOBKY;
BapuaHT 5: Mpurkas 06 otnycke.

BapwuaHT 6: MoAroToBMTb pacnopsxeHe o GOPMUPOBAHMM MaKeTa AOKYMEHTOB MO HAYUCIEHUIO
TPYAOBOW NEHCUN.

BapwuaHT 7: MoAroToBMTb pacnopsxeHe o GOPpMMPOBAHMM NaKeTa AOKYMEHTOB MO HAUYMUCIEHUIO
nocobus no 6epemMeHHOCTM U pogam.

Bce Heobxoaumble PEKBU3UTbI BbIOPaTb CAMOCTOATE/NIbHO.

3a NpaBuU/IbHO BbINOJIHEHHOE 3adaHNE — 3 6anna.

3a HenpaBW/bHO BbINOJIHEHHOE 3agaHne — 0 6annos.

Bpemsa Ha BbinonHeHue: 90 MuH

Tema 2.3. UHPOPMALMOHHO - CNPAaBOYHbIE AOKYMEHTbI

Mpakmuyeckoe 3aHamue N26. CocmassneHue UHpOPMAYUOHHO-CIIPABOYHbIX OOKYMEHMOo8

TeKkcT 3apaHuA
OTBeTbTe Ha BOMPOCHI TecTa.
1). MepeuncneHHble PasHOBUAHOCTU AOKYMEHTOB pacnpeneniMTe Ha Tpu rpynnbl:
a) OpraHM3aunoHHbIe;
6) pacnopaaunTenbHble;
B) MHOOPMALMOHHO CMPABOYHbIE;
1. 3asBneHune 06 yBoAbHEHUM
2. loknagHanA 3anucka
3. [loNKHOCTHAA MHCTPYKLMA
4. PacnopseHue gupekTopa
5. CnpaBKa 0 goxoaax

6. [poTOKON coBeLaHun
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7. NocTtaHoBAEHUE KoNnermm

8. LlLtaTHOE pacnucaHne

9. NonokeHne 06 aTTecTaumm

10. NMpuKas o npueme Ha paboty

11. UHCTpYKumMA no AenonponsBoacTBy

12. AKT 0 HapyLweHUY ANCLUNNANHbI

2). Kakne AOKYMEHTbI ABAAIOTCA PAcnopsaAUTENbHBIMU:

a) AO/IKHOCTHAA MHCTPYKUMA, MPUKas, pelleHmne, yKasaHue, yupeuTesibHblii L0roBop (KOHTPaKT);
6) NpuKas, NPOTOKOJ, pPeLleHne, yKasaHune, MOCTaHOBEHME, PACNOPSKEHUE;

B) pelleHue, A0roBOpP (KOHTPAKT), yKasaHMe, NpUKas, NPOTOKO/, PacnopsaKeHume.
3). Kakre AOKYMEHTbI ABNAOTCA OPraHM3aLMOHHbIMM:

a) YyCTaB, NonoXXeHune, UHCTPYKUUA, CTPYKTYypa U WTaTHaA YNCNEHHOCTb, WTATHOE pacnncaHue,
npasunna;

6) ycTaB, NONOXKEHWE, NPOTOKOJ, NOCTaHOB/IEHWE, MpaBuAa, LITAaTHOE pacnucaHue, O0roBop
(KoHTpaKT);

B) yCTaB, MONIOKEHWE, MHCTPYKUMA, LUTAaTHOE pacnucaHune, NpaBmna, NpuKas, 40roBop (KOHTPAKT).
4). CnpaBoYyHO-UHOOPMALMOHHBIMWN AOKYMEHTAMWN ABAAIOTCA:

a) nucbmo, Tenerpamma, tenedpoHorpamma, 3afaBsieHme, akT, OKNaAHaA 3aMnCKa, 06 bACHUTEIbHAsA
3anucka, Crpaeka;

6) nMcbmo, dakc, Tenedakc, 3aaBneHMe, aKkT, NpeacTaBNeHne, aHKeTa, AOKNaAHanA 3anuckKa;

B) N1cbMo, daKc, 3aABeHNe, aKT, NpeacTaBneHne, A0KAaAHasA 3aMMCKa, 0ObACHUTEIbHAA 3aMMCKa,
aHKerTa.

5). Hymepauus cTpaHuL, AOKYMEHTa NPOU3BOAUTCA:
a) No LLeHTPY HWXKHEero nons;

6) B MPaBOM HUXKHEM YTy LOKYMEHT3;

B) MO LLEHTPY BEPXHErO NOAS;

r) B NpaBoM BEPXHEM Yy JOKYMEHTA.

6). Kakune cnocobbl opopmaeHuns gatbl B JOKYMEHTaX ABAAIOTCA NPaBUIbHbIMM?
a) 05.02.14.

6) 5 pespana 2014 .

B) 05.02.2014 .

r) 14.02.14

A) 05 despans 2014 r.

%) 05 deBpans 2014
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3) 2014.02.14

7). YTo ABNsieTcA AaTol NpoToKoa:

a) gata noAnucaHus;

6) naTta 3acegaHus;

B) AaTa perncrpaumu.

8). Moanunch pyKoBoaMTeNA Ha NPUKa3e 3aBepsaeTca nevyaTbio:

a) Bceraa;

6) HUKorAaa;

B) NO YKa3aHMIO PyKOBOAUTENA.

9). MeyaTb Ha OpraHM3aLUNOHHO-PacNoPAAMTENbHbIX AOKYMEHTAX NPOCTABAAETCA:

a) Ha ntbom cBoH6OAHOM MECTE;

6) HUKe pekBu3nTa «MNoanncb»;

B) [L0/1’KHa 6bITb 3aXBayeHa JIMYHasA NOLNUCH;

r) AonHa 6bITb 3axBaYeHa 4acTb HAMMEHOBAHWS AONKHOCTU 1ML, MOAMNNCABLUErO AOKYMEHT;
10). B pe3synbTaTe pacCMOTPEHMA PYKOBOAUTENEM BXOAALLETO IOKYMEHTA Ha HEM MoABAAETCA:
a) nognuce;

6) pesontoums;

B) BU3a.

3a npaBu/bHbIW OTBET Ha BOMpOC BbicTaBasetca — 0,5 6ana.

3a HenpaBMJ’IbeIﬁ OTBET Ha BOMPOC BbICTABNAETCA — 0 6annos.

Bpemsa Ha BbinoNHeHHe: 15 MuUH.

TeKcT npaKTU4YecKoro 3agaHua

3apaHue 1. Hanuwute poOKNagHYO 3anucky Ha wuma pykosoautena 3A0 «Bbimnen» o
KOMaHAMpPOBaHUK B . benropog, cTaplero MHXeHepa NJ1aHOBO3IKOHOMMYECKOro oTaena Jobpontobosa
M.A. ¢ 12.04.2014 cpokom Ha 5 aHel ona BbICTYNIEHUA C OKNAA0M Ha ceMuHape «CoBepLueHCTBOBaHME
CUCTEMDbI 3aK/TIOMEHMA XO3ANCTBEHHbIX JOTOBOPOBY.

3apaHue 2. OdopmuTe aKT 06 UTOrax LOKYMEHTA/IbHON NPOBEPKUN COCTOAHUA AOKYMEHTALLMOHHOTO
obecneyeHuns 3A0 «TATIM Ne3». B aKkTe peBU3UU yKaxKuTe cieayrolime HeAoCTaTKM: B OTAENaX KaapoBs
NpeanpuATUA B INYHbIX Aenax paboTHUKOB OTCYTCTBYIOT HEO6X0AMMbIe AOKYMEHTbI (NepeyncinTb);
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- He BeaeTcAa KHUra perncrtpaumm npmKasos no OCHOBHOW AEeATENbHOCTH,

- Ha NpeAnpPUATUKN OTCYTCTBYET HOMEHKAATypa Aen.

3apgaHue 3. CocraBbTe NPOTOKO/ obuiero cobpanua ydpeautenein OO0 «ABTOCEPBUCH» O
navkempgaumm OO0 B cBA3M € yrpos3olk 6OaHKpoTCTBa. BbicTynmatowme nNpeaioXuam npekpaTuTb
aeaTenbHocTb obuwectsa nyTem AWKBUAAUMM, A1A 3TOrO NPEeAsioKMAM co34aTb JIMKBUAALMOHHYIO
KOMMCCUIO B KOJINYECTBE ___ Ye/I0BEK, B COCTaBe: M NOPYyYUTbEM B CPOKB

COOTBETCTBMM C YCTAaBOM OOLIECTBA U OEWUCTBYIOWMM 3aKOHOAATENbCTBOM MNPOBECTU JIMKBUAAUMIO
obuwecTBa , npeaoctaButb Kpeautopam OO0 CpOK A/1a 3as8B/IeHUA CBOUX NPETEH3UI K obiecTsy;
3aKkntoyeHHble Ha 201 rog porosopa WUCMOAHUTL A0 ynucna, NO OCTa/IbHbIM — COOOWMTL
KOHTpareHTam o6 oTKase OT AOroBOPOB W NMPUYMHE OTKa3a B CPOK U BbINIATUTb MM KOMMNEHCALMIO
B CBA3M C yCNOBMAMMK A0rOBOpA.

[onocoBaHWe NPOBOAMIOCH OTKPbITbIM (3aKPbITbiM) NyTEM. Pe3ynbTaTbl MoAcyeTa ro/locoB: «3a» —
yenosek; «lpotne» — yenosek; «Bosgepxanncb» — YyesioBeK.

3a npaBW/IbHO BbINOJIHEHHOE 3a4aHuMe BbicTaBaseTcs —1 6ann.

3a HeNpaBuW/bHO BbINO/IHEHHOE 3a4aHWE BbICTAaBNAETCA — 0 6annos

Bpems Ha BbinosHeHue: 90 MUH.

BHeayauTopHaa camocTtoAaTenbHaa pabora cryaeHta Ne3 O npasunax odopmieHus
MHPOPMALMOHHO-CNPABOYHbIX OKYMEHTOB

CoctaBuTb rnoccapmﬁ MO OCHOBHbIM BOMpPOCam M3yLIE'HHOl71 TEMbI
3a NpPaBuU/IbHO BbINOJIHEHHOE 3a4aHWE BbICTAaBNAETCA — 1 6ann.

3a HenpaBuW/bHO BbINO/IHEHHOE 3a4aHWE BbICTAaBNAETCA — 0 6annos

Bpems Ha BbinonHeHue: 180 MuH.

Pasgen 3 OpraHusauma paboTbl C 4OKYMEHTaMM

Tema 3.1 Cayk6a AOKYMeEHTaUMOHHOro obecneyeHua ynpaeneHus. NMoHATMe 4O0KymeHToo6opoTa

TeKcT 3apaHuA



1. OTBeTbTE Ha BOMPOCHI.

1. Kakue cyuiectsytoT GopMbl opraHmnsaummn paboTbl ¢ AOKYMeHTamu?
2. Y10 03HAYaeT NOHATUE «MaKCUMabHan paboyasn 30Ha»?

3. Y10 03HAYaeT NOHATUE «HOPMaNbHaA paboyan 30Ha»?

4. Kak noapasgenstor yupexaeHms no oobemy gokymeHToobopoTta?
5. Y70 BKAItOYaeT B ceba opraHnsaumna paboyero mecra?

6. Kakoe Ha3BaHMe MMEIOT 30Hbl paboyero mecta cekpeTapna?

2. YKaXkute, BEpPHbl N cneayowme yTBepKaeHuA.

1. Mpu ocBelLeHNN paboyero mecTa CBET AO/IKEH NafaThb CNEBa:

a) aa; 6) Her.

2. OcBeLLEeHHOCTb Ha NOBEPXHOCTU CTOJ1a A0JIKHA bbiTb 500 ntoKC:

a) aa; 6) Her.

3. OTaenKka NoTo/KOB, CTEH, NEPErOPOAOK B MOMELLEHUAX MOMKET BbITb 1t060ro LBeTa:
a) aa; 6) Her.

4. TemnepaTypa B c/Iy>KebHOM nomeLL.eHNM A01KHa bbiTb B npeaenax +20 —+22°C:

a) aa; 6) Her.

5. B 3aBMCMMOCTU OT BPEMEHM rofa OTHOCUTEIbHAA BNaXKHOCTb BO34yXa A0/1XHa 6bITb 0T 45 A0 55%:

a) aa; 6) Her.
6. Hannume nucbmMeHHOro cTona y COTpyAHMKA cnyx6bl OY 065a3aTencHo:
a) aa; 6) Her.

7. Mpwv LeHTpanm3oBaHHOM GOpme OpraHM3aumUm Ae0NpPOon3BOACTBA BCE ONepaLmn C AOKYMEHTAMM
BbINONHAOTCA B cNyxbe A0V:

a) aa; 6) Her.

8. Mpu TeppuUTOpPMaNbHOM Pa3obLLEHHOCTU CTPYKTYPHbIX NoApa3aeneHunii BbibupatoT
AeLeHTpanm3oBaHHyo Gopmy BEAEHUA AENONPOU3BOACTBRA:

a) aa; 6) Her.

9. B KPYMHbIX y4peEROEHMUAX C HONbLIMM 06bEMOM AOKYMEHTOO60POTA MCNONb3YETCA CMELIAHHAnA
dopma BegeHUA 4eNoNpon3BOACTBA:

a) aa; 6) HerT.

10. B yupexaeHuax nepBon KaTteropumn ob6bem goKymeHToobopoTa cocTaBaseT cebiwe 100 Toic.
OOKYMEHTOB B ro;

a) aa; 6) Her.
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11. CtpykTypa cay*6bi JOY popmmpyeTcs B 3aBUCUMOCTU OT KaTeropuu, K KOTOPOM OTHOCUTCS
yupexaeHue:

a) pa; 6) HerT.

12. Cnyxxb6a [10OY aBnAeTcA CaMOCTOATENbHbIM CTPYKTYPHbIM NOApPa3aeeHNEM:

a) aa; 6) Her.

13. insa cekpeTaps NpaBoOMepHbl MOHATUA KHOPMaNbHOMY» U K MaKCMMa/IbHOM» paboumx 30H:
a) aa; 6) Her.

14. Paboyee mecTto cekpeTapa obopyayeTca no ero yCMOTPEHUIO:

a) pa; 6) HerT.

3. BbibepuTe npaBuAbHbIA BapUaHT OTBETA.

1. Mpu 0bopyaoBaHMm paboyero mecta coTpyaHuka OY cBeT Ao 1XKeH naaatb:

a) cnpaBga; 6) cneBa; B) HE UMEET 3HAYEHUS.

2. OKpacka nomeLeHuit AoNKHa ObITh:

a) ceeTnoii; 6) TemHol4; B) Ntoboir.

3. Hannuyme NocTopoHHero wyma:

a) UCKNIOYEHO; 6) HexKenaTenbHOo; B) UMEET MecTo ObITb.

4. Paboyee MecTo cekpeTapsa B NPUEMHON pacnosaraerca:

a) Mo YCMOTPEHUIO ceKpeTaps; 6) pAAOM C BXOAOM B KabMHET pyKoBOAUTENS; B) B LIEHTPE NPUEMHOIA.
5. Ha pabouyem cTtone cekpeTtapsa TenedoH pacnonaraerca:

a) B «<HopMasibHOM» paboyeli 30He; 6) B «MaKCMManbHON» paboyeli 30He; B) Ha BCNOMOraTe/ibHOM
CTOINKE ANA OPITEXHMKMN.

6. CeKpeTapb MOKeT AenaTb 5—8-MUHYTHblE NepepbiBbl BO Bpems paboTbl:

a) yepes Kaxkaplli yac; 6) yepes Kaxkaple [iBa Yaca; B) Yepes Karkable Tpu Yaca.

7. Pabouyee mecTo cekpeTapsa BKAOYaeT B cebs:

a) ABe 30Hbl; 6) TPU 30HbI; B) YETbIPE 30HbI.

8. BbiNONIHEHKNE BCEX ONEpaLMii C 4OKYMEHTaMM B 0g4HOM mecTe — B cyxkbe AOY npeanonaraet:

a) ueHTpanmM3oBaHHaA ¢opma opraHMsaLumn 4eN0nponsBoacTea; 6) AeLeHTpann3oBaHHasn; B)
CMmellaHHas.

9. Kakaa ¢opma opraHunsaLmm 4enonpom3BoACTBA UCMO/b3YETCA B yuperKaeHUn ¢ 601bwnm 06bemom
AOKymeHToob6opoTa:

a) ueHTpanmnsoBaHHasn; 6) AeUeHTpaN30BaHHasnA; B) CMellaHHas.

10. Kakoe nogpasgeneHue He ABAAETCA CTPYKTYPHbIM nogpasaeneHmem no AOY: a) ynpasaeHue
aenamu; 6) byxrantepun; B) obuwmii otaen.

11. OpraHu3aums c o6bemom goKkymeHToobopoTa cebiwe 100 ThiC. LOKYMEHTOB B FO4, OTHOCUTCA:
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a) K NepBoi KaTeropun; 6) Ko BTOPOW KaTeropuu; B) K TpeTbeN KaTeropuu.

12. OpraHu3aums c 06beMomM JOKYMeHTo060p0oTa A0 3 ThiC. LOKYMEHTOB B 0, OTHOCUTCSA: @) KO BTOPOW
KaTeropuu; 6) K TpeTben KaTeropumn; B) K YETBEPTOM KaTeropum.

4. BctaBbTe NponyLeHHble B TEKCTe C/10Ba.

1. LeHTpanusosBaHHan popma opraHM3aLmm 4eN0onpon3BoACTBa NpeanoaaraeT BbiNno/JHEHME BCeX
onepaumin ¢ AOKYMEHTaMM

2. JeueHTpannsoBaHHaa ¢bopma npeagnonaraer co3gaHMe CaMOCTOATE/IbHOM CAyKbbl
AenonponsBoacTea B

3. CmelwwaHHaa popma Ucnonb3yeTcs B yuperkaeHuax c
[OKyMeHToobopoTa.

4. B 3aBMCMMOCTM OT 06beMa AOKYMEHTOO60pPOTa BbIAENAIOT YETbIPe KaTeropumn yupexkaeHuin: 1-a

KaTeropusa — o06bem AOKYMeHTO060pOTa COCTaBAAET CBbille OOKYMEHTOB B roa; 2-1
Kateropus — ot o [OOKYMEHTOB; 3-A KaTeropma — oT

o [OKYMeHTOB; 4-a KaTeropus — Ao
OOKYMEHTOB.

5. TCAOY B 3aBUCMMOCTU OT KaTeropum yupeRaeHu s npeaycmaTpmBaeT co34aHne HECKONbKMX TUMOBbIX
[AeNonpoun3BoACTBEHHbIX CNYXK6: ynpasieHne genamu, cekpeTapb
pyKkoBoauTens.

6. OpraHunsaums paboyero mecrta — 3TO CMCTEMA MEPONPUATUI MO OCHaLLEeHUIo paboyero mecra
" N nx GYHKLMOHaNbHOMY pasMeLLEHWIO.

3a npaBwW/bHbIW OTBET Ha BOMpPOC BbicTaBnsetca — 0,5 6ana.

3a HenpaBWbHbIV OTBET Ha BOMpPOC BbicTaBnsetcA — 0 6annos.

Bpema Ha BbinonHeHue: 30 MUH.

BHeaypuTOpHaA camocTtonTeNbHana paboTa ctyaeHTa Ne4

MogrotoBka pedepatr Ha Temy "O6 opraHusaumMm [OOKYMEHTOOOOpPOTa B KOMMEPYECKMX
opraHusaumax"

Bpemsa BbinonHeHma 90

KpuTepuu n nokasatenm, Mcnosibsyemble Npu oLeHMBaHuu yuebHoro pedepara

Kputepumn [MokasaTtenmn

1.Hosu3Ha pedeprpoBaHHOro
TeKcTa

- aKTyaNbHOCTb NPo6iembl U TEMbI;
- HOBM3HA Y CaMOCTOATE/IbHOCTb B NOCTAaHOBKe Npobaembl, B GOpMyaMpoBaHUK



Makc. - 20 6annos

2. CTeneHb pacKpbITUA CYLLHOCTH
npob6aembl
Makc. - 30 6annos

3. O6ocHOBaHHOCTb BbibOpa
WCTOYHMKOB
Makc. - 20 6annos

4. CobntogeHue TpeboBaHuii K
odopmneHuto Makc. - 15 6annos

5. 'pamoTHOCTb

Makc. - 15 6annos

OueHusaHue pedepata

69

HOBOTO acreKkTa BblIbpaHHON 4N1A aHanAn3a npobiembl;
- HaYMe aBTOPCKOW NO3ULMU, CAMOCTOATEIbHOCTD CYXAEHUN.

- COOTBETCTBME NNaHa Teme pedepaTa;

- COOTBETCTBME COAEPKAHMA TEME U NAaHy pedepaTa;

- NO/IHOTA U r1yBMHA PaCKPbLITUA OCHOBHbLIX MOHATUI NpPobiembl;

- 060CHOBAHHOCTb CNOCO60B U MeTOA0B PaboTbl C MAaTEPUANIOM;

- ymeHue paboTaTb C INTEPATYPOM, CUCTEMATUINPOBATL U CTPYKTYPUPOBATb
maTepuan;

- ymeHue 06061aTb, CONOCTABAATL PA3/INYHbIE TOUYKUN 3pEHMA NO
paccmaTpmMBaeMoMy BOMPOCY, apryMeHTMPOBaTb OCHOBHbIE MOIOXKEHUSA U
BbIBOZAbI.

- Kpyr, MOAIHOTA UCNO/Ib30BaHWUA ANTEPATYPHbIX MCTOYHUKOB NO Npobaeme;
- NpMB/IeYEHME HOBENLLMX paboT no npobsieme (KypHanbHble Nyb6AMKaLUNK,
maTtepuasnbl COOPHUKOB HayYHbIX TPYAOB U T.4,).

- NpaBUIbHOE 0GOPMIEHNE CCBIIOK Ha UCMO/Ib3YEMYIO INTEPATYPY;
- FPAMOTHOCTb U KyAbTypa MU3/I0XKEHUSR;

- BNageHne TepMUHONIOTMEN U NOHATUIAHBIM annapaTtom npobaemsi;
- cobnoaeHune TpeboBaHN K 06beMy pedepaTa;

- KyNbTypa opopmneHus: BolgeneHune absaues.

- oTcyTCTBUE OpdOrpadUUeckmnX U CUHTAaKCUUYECKMX OLIMBOK, CTUUCTUYECKUX
norpeLwHocTemn;

- OTCYTCTBME OMEYaTOK, COKPALLEHWIA CIOB, KpOME 0BLLENPUHATLIX;

- INTEpaTypHbI CTUNDb.

Pedepat oueHmnsaetca no 100 6annbHOM WKane, 6anbl NepeBoAATCA B OLEHKW YCNEBAaeMOCTH

cnegyrowmm obpasom:

® 86 — 100 6ann0B — KOT/INYHOY;

e 70 — 75 6annoB — «xopoLLo»;

¢ 51 — 69 6a110B — «y4,0BNETBOPUTESNBHO;

e meHe 51 6anna — «HEYA0BNETBOPUTENLHOY.

Bannbl yunMTbIBaOTCA B NPOLLECCE TEKYLLEN OLEHKM 3HaHWIA MPOrpaMmmHOro matepuana.

Tema 3.2 MpaBuna perncTpaumm U UHAEKCUPOBAHUA OO0KYMEHTOB.

OpraHusauua KOHTponA

UCNOJZIHEHNA AOKYMEHTOB. Cucrtemartmsauyma u XpaHeHue gen.
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Mpakmuyeckoe 3aHamue Ne7 3aronHeHUe HYPHAA08 pe2ucmpayuu 8Xo00aWux U Ucxo0auwux
O0KymMeHmos

TeKcT 3apaHuA

3apaHue 1

OTBeTbTE Ha BONPOCHI.

1. KakoBbl OCHOBHbI€e 3Tanbl 4OKYMeHTOo60poTa?

2. Kak BbiparkaeTtca 06bem goKkymeHToo60poTa’?

3. B Kakom cniyyae KoHBepTbI Npu 06paboTKe NpuUcbiIaeMoi AOKYMEHTAUUM HE YHMUUTOXKatoTCA?

N

. KakoBa uenb peructpaumm?

5. Y10 ABNAETCA OCHOBHbLIM MPUHLMNOM pPeErncTpaumnmn’?

6. Kakre Bnabl JOKYMEHTOB HE NoA/iexKaT permcrpaumm?

7. Koraa AOKYMEHTbI PErncTpupytoT?

8. B uem npenmyuiecTtsa KapTouHo Gopmbl perncTpaumnm’?

9. Kakne ¢popmbl permctpaumnm A4OKYMEHTOB UCMONb3YIOTCA B OpraHM3aLmmn?
10. Korga perncTpupytotca npucbiiaemble AOKYMEHTbI?

11. Korga perncTpmpytotca co3gaBaemble 4OKYMEHTbI?

12. Kakue BuAbl 4OKYMEHTOB nognesKaT 06A3aTeNbHOMY KOHTPOO?

13. KT0 ycTaHaBAMBaeT UHANBUAYA/IbHbIE CPOKM UCMONHEHUS A OKYMEHTA?
14. C KaKOro MOMEHTA UCUYNUCAAETCHA CPOK UCMONHEHNA [OKYMEHTa?

15. KTo MOoXKeT NpognTb CPOK UCNOAHEHUA AOKYMEHTA?

16. Korga AOKYMEHT CYNTaeTCA MCNONHEHHbIM?

17. U3 yero coCcToUT UHAEKC AOKYMEHTA?

18. B CKONbKMX 3K3eMNAsApax 0GoOPMAAETCA PErMCTPALMOHHAA KapToyKa?

3a npaBuW/bHbIV OTBET HA BOMPOC BbicTaBasieTca — 0,5 6ann.

3a Hel'lpaBMfIbell;‘I OTBET Ha BOMPOC BbICTABNAETCA — 0 6annos.

Bpemsa Ha BbinonHeHue: 20 MUH.
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3aguHe 2

OcdopmuTe KypHan perucTpaumnmn BXoasLein KoppecnoHaeHumm

[Jata Perun- Koppec- Homep Copep- Peso- Uc- Cpok Otmer- Homep
nosv- cToa- NoH- W naTta KaHue noumns NOJIHK- ucnon- Ka 06 aena
uPrHUA 1HNOH- neHT nNOKV- TeNK HeHUA mcnon-
HbI MEHTA HEeHUn
HOMep
1 2 3 4 5 6 7 8 9 10

3a NpaBUbHO BbINOAHEHHOE 3aa4aHue — 3 banna.
3a HenpaBW/bHO BbiNoiHeHHOe 3agaHne — 0 6anos.

Bpema Ha BbinonHeHue: 15 muH

YKauTte, BepHbI 1M cnegyiowme yTeepxaeHus.

1. B KaxgoMm yupexxaeHnm fonxHbl 6biTb paspaboTaHbl CXeMbl ABUMKEHUA OCHOBHbIX KaTeropui
OOKYMEHTOB:

a) aa; 6) Her.

2. YcKopeHue AoKyMeHTo060pOoTa AOCTUraeTcs 3a CYET COKPaLLEHUA KOMuecTBa obpabaTbiBaembix
OOKYMEHTOB:

a) aa; 6) Her.

3. NepBoHavanbHasa 06paboTka NOCTynawLWen KOPPECNOHAEHUMN B YUPEXKAEHUM YETBEPTOM KaTeropmm
OCYLLECTBNSAETCA CEKPETApEM:

a) aa; 6) Her.

4. BCKPbITMIO MOANEKUT BCA KOPPECNOHAEHUMA, NOCTYNAIOLWan B OpraHM3aumio:

a) aa; 6) Her.

5. KoHBEpPTbI NOCAE BCKPLITUA NPUCbINAEMON KOppecnoHAeHUUN Bceraa

YHMUTOKAIOT:

a) aa; 6) Her.

6. PaKT NocTynneHna AOKYMeHTa B opraHM3aumio obopmMmaaeTca pesositoumeit pykosogmTens:
a) aa; 6) Her.

7. OTmeTKa o NoCTynaeHnn AOKYMeHTa B OPraHn3auunto NpoCTaBNAETCA Ha nobom CBO6OAHOM mecTte
INCTa AOKYMeEHTa:

a) aa; 6) Her.
8. OTMETKY 0 NOCTYN/JIeHUN AOKYMEHTA B OPraHM3aL Mo MOXKHO MPOCTaBAATb Ha KOHBEPTE:

a) aa; 6) Her.
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9. Bce LOKYMEHTbI, NOCTYNMBLUME B OPraHU3aLmio, MoANeXKaT PerncTpaumu:

a) aa; 6) Her.

10. OcHOBHOM NPUHLMN perncTpaumm — 04HOKPaTHOCTb:

a) pa; 6) HerT.

11. MocTynatoLwme AOKYMEHTbI PerMcTpUpyoT B A€Hb NOCTyNAeHUA:

a) aa; 6) Her.

12. Co3paBaemble JOKYMEHTbI PErMCTPUPYHOTCA B A€Hb NOANUCAHUA UNUN YTBEPKAEHUA:
a) aa; 6) Her.

13. B yupexaeHumn c 06bemMomM J0KYMeHTO0b0pOoTa CBbILlEe OAHOW ThICAYM LOKYMEHTOB B rog,
MCMONL3YIOT XKYPHaNbHYO GOpMY perncTpaumu:

a) aa; 6) Her.
14. PerncrpaumoHHble KapTouKM MoryT 6bITb pasHOro LBeTa:

a) aa; 6) HerT.

Bbi6epuTe NpaBU/IbHbIN BapUaHT oTBeTa.

1. JokymeHTbl, NOCTYNMBLUME He NO agpecy, Cleayer:
a) BEPHYTb Ha MouTy;

6) YHUUTOXKUTb.

2. KoHBepTbl MOCTYMNMBLUNX JOKYMEHTOB:

a) YHUUTOXKAIOT;

6) oCcTaBNAIOT;

B) B 3aBUCMMOCTU OT CUTYaLUN.

3. PaKT NocTynAeHna AOKYMEHTa B OpraHM3aLmio oGopMAAIOT PEKBUSUTOM:
a) OTMEeTKa 0 KOHTPOE;

6) oTMeTKa 0 NOCTYNAEHUN LOKYMEHTa;

B) OTMETKA 06 McnonHuTene.

4. O6a3aTeNnbHOM perucTpaLmm nognexKar:

a) aKkcnpecc-nHbopmauus;

6) peknamHble NUCbMa;

B) 3aAB/IEHMA TPAXKAAH.

5. Uenbto perncrpaunm apnsaeTca:

a) obecneyeHve yyeTa U KOHTPONSA;

6) BbICTPbIN NOUCK AOKYMEHTOB;



B) BCe BblllenepeyncieHHoe.

6. Mpoueaypa perucTpaumm BKAOYaET B cebs:

a) oauH aTan;

6) nBa 3Tana;

B) Tpu 3Tana.

7. B HAEKC AOKYMEeHTa He BXOAUT:

a) ko no OKY[;

6) Homep Aena No HOMEHKNaType;

B) HOMEp CTPYKTYPHOIO NoApasaeneHus.

8. anoba nnu 3anBneHune, NOCTyNnBLUNE B apec OpraHM3aumnmn, UMeoT MHAEKC:
a) Ne 18-M;

6) Ne 18;

8) No 18 o/k.

9. MNpKnKas N0 OCHOBHOM AEeATE/IbHOCTN MMEEeT UHAEKC:

a) 34 n/c;

6) Ne 34;

B) N2 34-k.

10. He nognexuT perncrpaumm:

a) NpMKas No OCHOBHOW AeATeIbHOCTY;

6) xkanoba rpakaaHuHa;

B) MMCbMO MHPOPMALIMOHHOIO XapaKTepa, NpuUcnaHHoe Ans cBeaeHus.
11. O6a3aTenbHON perncTpaLmnmn nogaerxar:

a) AOKYMEHT, KOTOPbI NO CBOEMY COAEPKAHUIO TPEBYET peLleHnsa AN OTBETa;
6) nporpamma coBeLllaHus;

B) N1aHOBO-GMHAHCOBAsA AOKYMEHTaLuMS.

12. UHamBmnayanbHble CPOKU UCNONHEHUA YCTaHABINBAET:
a) UICNONHUTEND;

6) pykoBoaAuTEND;

B) CEeKpeTapb.

13. CpOK UCNONHEHUA AOKYMEHTa UCYMUCNAETCA:

a) C MOMeHTa NOoCTYN/eHMA JOKYMEHTA B OpraH13aLmio;

6) C MOMEHTa NoNy4YeHNA AOKYMEHTA UCNOJTHUTENEM;
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B) C AaTbl MOCTYNUBLUErO JOKYMEHTA.

14. CpoK UCNOIHEHUA AOKYMEHTA MOKET NPoa/InTb:
a) TOT, KTO ero yCTaHOBW/I;

6) UCNONHUTENb AOKYMEHTa;

B) pyKoBoAMTE b.

15. [lIoKyMeHT cYnTaeTca UCMONHEHHbIM:

a) Koraa ecTb yKasaHue pykoBoauTens;

6) Korga npocTaBseHa OTMETKA 06 UCNONHEHWM;

B) NOC/ie perncTpaLmm 4OKYMeHTa.

BcraBbTe nponyLieHHble B TEKCTe C/10Ba.

1. JlokymeHTO060pPOT — 3TO [AOKYMEHTOB B yYpeXAeHUM C MOMEHTA UX
WM NONYyYEHUA [0 3aBepPLUEHUSA WY OTNPaBAEHUA.
2. 06bem AOKyMeHTOObopOTa — 3TO NOCTYNaloLWmMX 1 CO34aBaeMbIX AOKYMEHTOB 3a

onpeaeneHHbli nepuoa, obbl4HO 3a roa.

3. OCHOBHbIM NPUHUNMOM perncTpaunm ABnAaeTca

4. NHpeKcauma — 3To NpocTaBaeHne N HEOHXOANMBIX YCNOBHbIX
npv perncTpaymm, yKkasblBatoLWmMX MeCTO CO34aHUA (MCNONHEHMA) N XPaHEeHUS

AOKYMEHTAa.

5. KapToyHasa ¢dopma perncrpaumm MCnosib3yeTca B yUperkaeHnax ¢ 06bemom AoKymeHToobopoTa
eAVNHNL, B roA.

6. CpOK UCMOJIHEHMA — 3TO NEePUOL BPEMEHM, KOTOPbIN OTBOAMTCA Ha OOKYMeHTa,
WU KaJleHdapHanA 4aTta, Ha KOTOPYHO Ha3HaYeHo 3aBepLueHne ero

3a npaBuWAbHbIM OTBET Ha BONpoc BbicTaBasetca — 0,5 6ann.

3a HenpaBWbHbIV OTBET Ha BOMpPOC BbicTaBnsetcA — 0 6annos.

Bpema Ha BbINOAHEHMEe: 45 MUH.

BHeayauTOpHaA camocToATeNbHaA paboTa ctygeHTa Ne5

0] PEerncTpautMoHHbIX cboplv\ax B OpraHM3sauunax COL],VIaI'IbHOVI 3alnTbl HaceneHunA

06 OpraHn3almn KOHTPOA 3a NCNOJIHEHNEM AOKYMEHTOB B KOMMEPYECKUX OPraHn3aUmnAax
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Tema 3.3 [loKymeHTUpOBaHUE TPYAO0BbIX NPABOOTHOLLEHWNI
Mpakmuyeckoe 3aHamue Ne 8 3anonHeHue mpydosoli 00KymeHmMayuu

TekcT 3apaHuA

3apaHue 1

OTBeTbTe Ha BONPOChHI

1. Kakne 0CHOBHble AOKYMEHTbI PErYANPYIOT TPYA0Bbl€ OTHOLIEHUA?
2. C KaKoW Le/iblo COCTaBAAETCA TPYA0BOM A0roBop?

3. HasoBuTe OCHOBHbIe pa3aenbl TPYyL0BOro 40rosopa.

4. Y10 TaKoe AO0MKHOCTHbIE MHCTPYKUMN?

5. Ha3oBWTe OCHOBHble PEKBU3UTbI AOKHOCTHbIX MHCTPYKLNNA.

6. Kakune cBeaeHUA cogepKaTtca B IMYHON KapTOUYKe COTPYAHUKA?

7. HasoBWTe OCHOBHbIE PEKBU3UTLI 3aAB/IEHMA O NPUEME Ha paborTy.

8. Kakaa nHoopmaLmsa coaepKMTca B 3aMMCK B TPYA0BOMN KHUMKKE?

3a npaBu/bHbIW OTBET Ha BOMpOC BbicTaBasetca — 0,5 6ana.

3a HenpaBW/IbHbIV OTBET Ha BoNpoc BbicTaBnaetca — 0 6annos.
Bpemsa Ha BbinonHeHue: 30 MUH.

3apaHue 2

BeinoHuTH ciaeayomue 3aiaHus  (HEAOCTAlOIIME PEKBU3UTHI yKa3blBaiiTe

CaMOCTOSITENIbHO):

1. Hanucate aBTOOHOTrpaduio Ha ceds

2.  CocraBbpTe pe3toMe Ha ce0s ¢ 00sS3aTeNbHBIM YCIOBHEM, YTO BBl 3aKOHYMIH
¢ummnan BI'YOC, xxenaere noayuyuTh paboTy IOpUCTaB OJHOM M3 KOMIIAHUN TOpoJia, a TaKkKe
’KeJlaeTe MOCTYMUTh B BhICIIEEe yueOHOE 3aBe/IeHNUE.

3. CocTaBHUTh aHKETY M €€ 3al0JIHUTh Ha CBOE UMS

4. CocTaBUTh U 3alOJIHUTH JIMYHYIO KapTOUKY
5. Odopmuts npukas o npueme Ha paboTy
6. CnenaTp 3amuch B TPYJOBOW KHUKKE
OdopmuTh paboTy U IPEICTaBUTH MPENOAaBATENIO Ha 3aLTUTY
3anonHuTb dpopmbl T1,T2, T8

N
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3a NpaBuUIbHO BbINOJIHEHHOE 3a4aHNE — 3 6anna.

3a HEeNpPaBW/IbHO BbINOJIHEHHOE 3a4aHNeE — 0 6annos.

Bpema Ha BbinosHeHuMe: 120 mnH

3apaHue 3

BbinonHute cnepyouwme 3apaHuna (HepocTatowme PEKBU3UTBI yKa3blBaliTe
CaMOCTOATENbHO):

1. CocTaBbTe nanky (AnM4Hoe Aeno) Ha ceba, BKAOYAA cnedytolmMe AOKYMEHTbI: 3aaBleHne o
npueme Ha paboTy, IMYHbLIN INCTOK UM aHKEeTY, aBTobuorpaduio, konuio o6 obpasoBaHuy,
BbIMMCKY U3 NPUKasa 0 NpMeme Ha paboTy, BHYTPEHHIO OMUCH.

2. Caoenaiite 3anmcuy B TPYA0BOM KHUXKe 0 npueme Bac Ha paboTy meHeaKepa no npoaarkam
B OAO «lopmonokosasog» cornacHo npmKkasa Ne232 ot 12.10.20, a TakXe Bawero nepesoaa
Ha A0/IKHOCTb cTaplero byxrantepa ¢ 20.10.20 r.npuka3 Ne249 ot 21.10.20 r. N yBoAbHEHMUE
no cobcTBeHHOMY enaHuto cornacHo ctatbk 32 K30T ¢ 30.10.20 roaa

3a NnpaBuU/1IbHO BbIMNOJIHEHHOE 3adaHNE — 3 6anna.

3a HenpaBW/IbHO BbINONHEHHOE 334aHne — 0 6annos.

Bpemsa Ha BbinonHeHue: 90 MUH

Tema 3.4 [lenonpounsBoacTBO No obpaweHuam rpaxkgaH. KoHpuaeHumanbHoe AenonpomsBohCcTBO

TekcT 3apaaHuA

1. OTBeTbTe Ha BONPOCHI.
1. KakoBbl OCHOBHble BUAbI 06paLLeHUI rpaxaaH?

2. Begetca i 4enonpomr3BoACcTBO No obpalleHUAM rpaxkaaH oTAeNbHO OT APYTrUX BUAO0B
AenonpounssoacTsa?

3. YHUUTOXKaeTca i KOHBEPT aBTopa obpalleHms?

4. Kakve obpallieHns rpaxaaH cuMTaroTca NOBTOPHLIMK?

5. B KaKOoMm cny4ae roToBMTCA CONPOBOANTENBHOE MUCbMO K 06paLLeHNnio?

6. Kakum gokymeHToM opopmasietca obpalleHne, noctynmsLlee no tenepoHy?

7. KTo nognucbiBaeT oTBeT Ha obpatlyeHune?
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8. UeM oTimuaercs 3asBJICHUE TPaKIaHUHA OT JKano0bI?

9. UeM oTimyaeTcs NpeioKeHne rpakiaHuHa OT 3asiBJICHUS ?

10. Yro npencraBiseT coO0 KOJJIEKTUBHOE OOpariieHue?

11. KakumMu HOpMAaTUBHBIMH JOKYMEHTaMH pETJIAMEHTUPYETCS OpraHuzanus paboThl C
oOpalleHus MU Tpaxaan?

12. EcTp 11 HOpMaTUBHBIE JOKYMEHTBI, perilaMeHTUPYIOUIe paboTy ¢ OOpalleHUsIMU TpaskIaH
Ha ypoBHe cyOobekToB Poccuiickoit @enepanyn?

13. Kakuie THIIOBBIE CPOKM YCTaHOBIJICHBI JJIs1 HCTIOJIHEHHS 0OpalleH i rpaxxian?

14. Yem otnmuaeTcs perucTpanus OOpalleHUd IpakJaH OT PETUCTPAllMM OCTAIBHBIX BUIIOB
BXOJISIIIMX JJOKYMEHTOB?

15. KTo HeceT OTBETCTBEHHOCTb 3a OpraHU3alui0 padOoThl C OOpallleHUSIMU TIpakJaH B
opraHu3anusx?

2. BctasbTe nponyuweHHble B TEKCTE C/10Ba.

1. NpeanoxkeHune — 310 BUA 06paLLEHNs, UMEIOLLEE Lie/blo: - 06paTUTb Ha

HEO6XO[],MMOCTb coBepLleHCTBOBaHNUA pa6OTbI TEX UIN NHBIX TOCY4AaPCTBEHHbIX OPraHoOB, I'IpELI,I'IpVIHTVIIZ,
y‘-IpE)KLI,EHMﬁ nnn O6|J.I,ECTBeHHbIX opraHmaau,Mﬁ; - PeKoOMeHO0BaTb KOHKPETHbIE NYTU U cnocobbl
NOCTaB/IEHHbIX 3a4a4.

2. 3aABneHne — 310 BUA, O6paLLI,EHMﬂ, LeNbo KOTOPOro ABNAETCA npeanocTaB/e€HHbIX
3aKOHOM CY6'bEKTMBHbIX npas 1 MHTEPECOB rpa*KaaH.

3. *anoba — 3710 BUA 0b6paLleHMs, B KOTOPOM coobLlaeTcs o CyObEKTUBHbDIX MPaB
N OXpaHAEMbIX 3aKOHOM MHTEPEeCcoB rpaxaaH.

4. XoaaTancreso — 3To obpalleHue rpaxkgaHuHa ¢ npocbboit o

3a HUM onpeaeneHHoro cTaTyca, NPas, rAPaHTUIN U NIbTOT C NPeAOCTaBAEHNEM
OOKYMEHTOB, UX MNOATBEPKAAOLLMX.

5. KonnektneHoe obpatieHne — 3To obpalleHne AByX am bosee rpaxkaaH B nUCbMeHHoN dopme nbo
obpalleHue, NpUHATOE Ha , NOAMUCAaHHOE OPraHN3aTopPamMm UAKN YHACTHUKaMM
MUTUHra, UMetoLee 06LLECTBEHHbIV XapaKTep.

6. NeTnuma — 3to obpalleHne rpaxaaH B no
BOnpocam nposeaeHuA obLLecTBEHHbIX pedopm N U3MEeHeHNA 3aKoHOoAaTeNbCTBa.

7. CywectyeT aBe $opMbl PEFUCTPALMM 0OpaLLEHUA TparkaaH — 7

3a NpaBWAbLHO BbINOAHEHHOE 3aaaHMe — 3 Banna.

3a HEenpaBuW/bHO BbIMNOJIHEHHOE 3a4aHNE — 0 6annos.

Bpemsa Ha BbinonHeHue: 40 MUH

Modynb 4 ABTOMaTM3NPOBaHHaA cuctema MHGOPMaLMOHHOTO obecneyeHns ynpasaeHms u
Aenonpoussoactea. KomnbloTepHOe Ae10NPon3BOACTBO.



Tema 4.1 ABTOMaTU3NPOBAHHAA cucTema MHPOPMaLMOHHOro obecneyeHnsa ynpaBaeHua 1
AenonpoussopcTea.

TeKcT 3aaaHMA

OTBeTbTe Ha BOMPOCHI

1.[laitTe onpepeneHne cUCTeEMbl 31EKTPOHHONO AOKYMeHTOobopOoTa
2.0xapaKTepusyinTe Ha3Ha4YeHME CUCTEMDI

3. CTpYKTypa CUCTeMbI 3/IEKTPOHHOTO AOKYyMeHToobopoTa
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4. OT yero 3aBMCUT BbIGOP NPOrPaMMHOr0 NPOAYKTa AN MHPOPMaTM3aUMKM 4e/0NPon3BOACTBA

5.Mepeuncnunre npmsHaKM KnaccuduKaumm cUCTeM 31EKTPOHHOIO Ae10NpPomM3BOACTBA

6. Mepeuncante TpeboBaHMA K aBTOMATU3NPOBaHHbIM CY/],

3a npaBWAbHbIM OTBET Ha Bonpoc — 3 6anna.

3a HenpaBW/IbHO OTBET Ha Bonpoc — 0 6annos.

Bpemsa Ha BbinonHeHue: 20 MUH

Tema 4.2 KomnbloTepHoe Aen0nponsBoacTBo

lNpakmuyeckoe 3aHamue Ne 9 CocmasneHue pestome

TeKcT 3aaaHuA

CocTaBbTe pe3tome Ha OCHOBaHMU MPeACTaBAEHHbIX AAaHHbIX UCMOJb3yA COOTBETCTBYIOLLYIO
nporpammy

Ceprees BrnagucnaB BuktopoBuu, 25 jer, »eHar.

Bnanenue kommnetorepom (Word, Excel, 1C: Toprosns u cknan, UIHTepHeT); UH. 513:
AHTJIMUCKUIN; HaJTUYKE JIMYHOTO aBTOMOOUJISl. B OCHOBHOM CHeIIHAIM3UPOBAJICS Ha TOPTOBJIE
CPYIIION AOPOTUX TOBAPOB IS JOMAIIHErO0 KUHOTEATPA, IPUJIMNYHO 3HAKO BCIO CMEXHYIO
TeXHUKY. [Tpormén TpeHnHru, Kypchbl 1 CEMUHApHI 10 MIPOJake ToBapa, OpeHaa U NCUXOJIOTHH
MpOJIaxK.

01.09.2005—30.06.2010 rr. Henoxroe Beicmiee: CI'YIIC (3a04n0). Byxranrepckuii yuér,
aHaJIU3 U ayJIuT.

JononuurensHoe oOpazoBanue: 01.09.1999—06.2004 rr. HoBocubGupckuii ryMaHUTapHBIN
WHCTHUTYT, OPUIUIECKHH (DaKyIbTeT, CIEIUAIBHOCTh — FOPHUCT TPaXkKIaHCKOTO IpoIecca.
OO6muii ctax: 6osee 5 jer.

02.10.2004—08.09.2005 rr.: Mmenemxep. Opranuzamus: OOO «A-Z Electronicsy.

01.05.2004—02.10.2004 rr.: r1aBHBINA pegakTop, coyupenutens. Opranusans: M3naTensckuit

mom 'PAH/I.
02.09.2002—01.05.2004 rr.: meremxep. Opraruzarus: OO0 «baidty.



10.11.2001—02.09.2002 rr.: menemxkep. Opranuzaius: OOO «bbITOBass aBTOMAaTHKA.

01.05.2006—mnacrosiiee Bpems: ynpasistomuid MmarazuaoM. Opranuzanus: OOO «baiT.

08.09.2005—01.05.2006 rr.: crapmmii meHemkep. Opranuzaius: OO0 «baitTy.
Kenaemas 3aprnara: ot 20 000 py6.

I'papuk pabOTHI: OMHBIN paboUMii IEHB.

YcnoBust: opumuagbHOE TPYA0YCTPOHCTBO, JKENATEIBHO MOJIHBIN COIl. MaKeT.
E-mail: vlad2781(@rambler.ru, Tenedon: 8-913-929-30-45.

Anpec: yn. KypuatoBa, 5, kB. 31.

3a NnpaBuU/1IbHO BbIMNOJIHEHHOE 3adaHNE — 3 6anna.

3a HenpaBwIbHO BbINosIHEHHOe 3adaHne — 0 6annos.

Bpemsa Ha BbinonHeHue: 40 MUH
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5.2 3agaHus NPOMeKYTOUYHOI aTTeCTALNU

Texcr 3agaHus

Cnucok 3aroJi0BKOB /€1, 3aBOAUMBbIX HA NPeANPHUATHH, C YKa3aHHEM CPOKOB HX

XpaHeHust

1.IlepeueHb JOKYMEHTOB

2.Homenknarypa nen

3.1lepeuenp 3aros0BKOB Aena

4. Ileno

JloKyMeHT, COCTOSIIIUIT U3 pa3/1eioB: 001IHe MMO0JI0KEHUSI, OPraHUu3aAIMOHHAS

CTPYKTYPa, perjiaMeHT OpraHu3annu, GUHaAHCOBO-MaTepUabHasA 0a3a, OTYETHAS

PEeBHU3HOHHAS /1eSAITEJILHOCTD, NOPSA/I0K JJUKBUIALMU OPraHU3aALNHU

1. UncTpykuus

2.YcraB

3.1lITatHoE pacniucanue

4.1lonoxxeHue o mepcoHae

JlIoKyMeHTHpOBaHME — 3TO

1. HaGop pekBU3UTOB, UICHTHU(PUIIUPYIOIINX aBTOPa OPUIIMATHLHOTO MUCEMEHHOTO
JIOKyMEHTA

2.3adukcupoBaHHasi HA MaTepUAIHLHOM HOCHTEJIE MHPOPMAIIHS C PEKBU3UTAMU,
MTO3BOJISTFOIIIMMH €€ MICHTU(UITNPOBATH

3.3anuck HHPOpPMAIHN HA PA3TMYHBIX HOCUTENSIX IO YCTAHOBJICHHBIM IPaBUIIaM

4.Cdepa nesTeabHOCTH MO COCTABICHUIO JOKYMEHTOB

JIOKyMEeHT, OTHOCSIIIMICSI K PACTIOPSIAUTEIbHBIM I0KYMEHTaM

1. UHCcTpyKTHBHOE MTHCHMO

2.1lonoxenue

3. Ykazanue

4.YcraB

JlaToii npuKasa siBJsieTcs Aara

1. CornacoBanus

2. Tloanucanus

3. YTBepxkaeHus

4. Peructpanuu

JIOKYMEHT, OTHOCAIIMICS K OPraHU3alMOHHBIM JOKYMEHTAM

1. [Ipuxkas

2.Tlonoxenue

3. Ykazanue

4.CnpaBka

PykoBoauTes b ¢ NOMOIIBLIO OPraHU3ALMOHHBIX JOKYMEHTOB

1. OcymiecTBiseT yBOJIbHEHNE PAOOTHUKOB

2.OmpenenseT mpaBa U 00A3aHHOCTH COTPYIHUKOB

3.Tloompsier oTnuyuBIIErOCs: pabOTHUKA

4.Omnpenenser Nocae10BaTeNbHOCTh AEUCTBUN MTPU BBHIIOJHEHUH TON WJIM MHOU pabOThI

Ha3nayenue pacnopsiiuTe/IbHbIX JOKYMEHTOB

1. PerynupoBaHue AeITeIbHOCTH, TIO3BOJISIONIEE OPTaHy YIpaBlIeHUs: 00eCeunBaTh
peann3anuio TOCTABJICHHBIX TIEPE]l HUM 3a/1a4

2.1InanupoBaHue A€ATEILHOCTH IPEITPUITUS

3.Coo01menue cCBeICHNN, TOOYKIAFOIIMX OPTaHbl YIIPABJICHUS TPUHUMATD OTPE/ICIIEHHBIC
peuieHus

4. ®uHaHCHUPOBAHUE JACSITEILHOCTH TIPEATPUITHS

CnpaBka — 3T0 IOKYMEHT, COJIePKaIIuii
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1.TlogpoGHoe onucanue Kakoro — 0o ¢hakTa Wik COOBITUS C BEIBOAAMH U
MIPEITIOKEHUSIMU aBTOpa

2.1lonpoOHBIH X0/ KaKOTO-THO0 MEPONPHUSATHUS

3.IlepeyeHp MepoONPUATHIA

4.TloaTBepKaeHHE T€X WU UHBIX (PaKTOB

ABTOPOM CJIYKe0HOT0 NMUCHhMA SIBJISIETCS

1. Opranuzanus, pupma, OT UMEHU KOTOPOU MOCHLIAETCS MUCHEMO

2. JIOKHOCTHOE JIUII0, KOTOPOE MOCHUIAET MUCHEMO

3.cnonuuresnb, KOTOPbI TOTOBUT JOKYMEHT

4.JIuno, oTnpaBUBILEe TUCHMO

Bo BBOHO# YacTH pacnopsiAuTEeIbHOT0 JOKYMEHTA COAePKaATCS

1.1lenu v IPUYMHBI CO3JIAaHUS TOKYMEHTA

2.OCHOBHBIE HaIPABJICHUSA JESATEIILHOCTH YUPEKICHUS

3. PacnopspkeHust pyKOBOAUTEIS

4.Yxa3zaHus pyKOBOJUTEIS

IIpoToK0J OTHOCUTCS K rpyIne

1. PacniopsiuTeNbHBIX JOKYMEHTOB

2. JIM4HBIX TOKYMEHTOB

3. ndopmanroHHO-CIIPaBOYHBIX JOKYMEHTOB

4. Opranu3anuoOHHBIX

PexBu3ut, orcyrcTByommii B popmyJisipe cayxe0HOro nucbma

1. HaumeHoBaHue yupexieHUs-aBTOpa

2.HaumMeHnoBaHue BUIa JOKYMEHTA

3.3arooBOK K TEKCTY JTOKyMEHTa

4, Anpecar

I[OKyMeHT, B KOTOPOM ONMPEeaACTsAOTCHA T0I>KHOCTHBIC 00513aHHOCTH pRGOTHI/IKa

1.TIpaBwa

2. UncTpykums

3.¥YcraB

4. Tlonoxenue

CnpaBka ¥ I0/KHOCTHAS 3alIUCKA OTHOCATCS K
1. Pacriops iU TeIBHBIM JIOKYMEHTAM

2. JInyHBIM TOKyMEHTaM

3. M opMaImoHHO-CITPaBOYHBIM JJOKYMEHTAM

4. OpraHu3aiMOHHBIM JIOKYMEHTaM

Pe3ononuio Ha c1yKe0HOM MUCbMe MOKHO MUCATH
1.TTo TekcTy muchbMa

2. ToybKO Ha OTIEIIBHOM JIMCTE Oymaru

3.Ha cBoOOHOM OT TEKCTa MECTE

4.B OTIeNbHOM CTICIIHAILHOM KXypHAJIe

OprrexHuka, HcnoJib3yeMast sl ONlePaTHBHOM NEePEeChbIIKH CJYKEOHBIX MHCeM

1. Kcepokc

2. Daxc

3. Tenedpon

4. TIpunrep

O0bsicHUTEIbHAS 3aIIUCKA NMOANUCHIBAECTCS
1. PykoBoauTeneM npeanpusTus
2.CocraBurenem

3.1IpencenareneM u yneHaAMH KOMHCCUU

4. CekpeTapéM pyKOBOAUTENS
3aBepuTe/ibHAs HAANMKUCH HA JOKYMeHTe «BepHo» ynocToBepsieT, 4To
1.TIpaBuiibHO yKa3aH ajpec

81



19.

20.

21.

22.

23.

24,

25.

26.

27.

82

2.1lacriopTHbIE TaHHBIE 3aIBUTENSI COOTBETCTBYIOT JE€HCTBUTEILHOCTH

3. lata noxymeHTa BepHa

4.Konus T0KyMEHTa TOYHO COBIMAAAET C MOJUIMHHUKOM

IToJie, Ha kKoTOpPOM MoMemaeTcsi «OTMETKA 0 MOCTYIJIEHUH TOKYMEHTa B

OPraHu3anunIo»

1.JIeBoe

2.1IpaBoe

3.Bepxnee

4. Hmxuee

JIOKYMEHT, NOJJHOCTHI0 BOCIPOU3BOAAIIUI HHPOPMALHIO MOIMUCAHHOTO JOKYMEHTA

U BCe ero BHellIHUE MPU3HAKH

1. Opurunan

2.Konus

3.UepHOBUK

4. YucTtoBUK

CoBOKYNHOCTH TOKYMEHTOB, B3AUMOCBSI3AHHBIX M0 MPU3HAKAM MPOUCXOKIEHUS,

Ha3HaYeHUs1 BUAA cepbl eI TeIbHOCTH, eIMHBIX TPeOOBAHUI K UX 0(hOPMIIEHHIO

1. CranpapTuzanus

2.CucrtemMa JOKyMEHTAIluu

3. Yaubukamms

4. HomeHnkmnaTypa

IIpuBenenue 4ero-indo K eIMHOM cucreme, popme, eAUHOOOPA3HIO — ITO

1. Tunonorus

2. Yauduxanus

3.CoptupoBka

4. CranmapTuzanus

IMoBTOpHBIIi IK3eMILISIP NOAJIUHHUKA, MMEIOLIUI I0PUIHYECKYI0 CUILY — 3TO

1. Konusi- otmmyck

2.YepHOBUK

3. lyb6mikar

4. Opurunain

HecyuiecTByomasi popma padoTsl ¢ JOKYMEHTAMH B YIPaBJIeHYECKOM annapare

1. [Ipsmas

2.llenTpanu3zoBaHHas

3.CmenianHas

4. JleneHTpanu3oBaHHAas

Opranu3anus 1eJIONPou3BoACTBA — ITO

1.TIpaBmiia, B COOTBETCTBUU C KOTOPBIMH IIPOUCXOJIUT JBIKCHUE JIOKYMEHTOB B
YUpEXIEHUH

2. YKa3aHusl pyKOBOJMTEISI OPraHU3aluu

3. Yka3anus HavanpHUKa ciayxobl IOY

4.Yka3aHus PyKOBOIHUTENSI CTPYKTYPHOTO TIOAPA3/ICIICHHUS

Ha co3/1aeTcsl yrpaBJieHue eI aMu

1.Ha rocymapCTBeHHBIX MPEATPUATHIX

2.Ha xoMMepuecKkux npeanpusTusx

3. B HCMOHUTETHHBIX OPTaHax BJIIACTH M HCIIOJIHUTEIBHBIX CTPYKTYPAX MECTHOTO
caMOyIpaBleHUS

4. MUHHCTEPCTBAaX U BEJIOMCTBAX

Ha CO3AAK0TCH KAaHUeJISIPUH

1.Ha rocymapCTBeHHBIX MPEATPUATHSIX

2.Ha xoMMepuecKkux npeanpusTusx
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3. B HCTIOMHUTENBHBIX OpPraHax BJIACTH U UCTIOHUTEIBHBIX CTPYKTYPaX MECTHOTO
CaMOYIIpaBICHUS
4. MuHHCTEpCTBAaX U BEAOMCTBAX
Ha co3aercst 00mmMi oTaes
1. Ha rocynapcTBeHHbBIX MPEANPUATUIX
2.Ha xoMMepUecKUX IpeanpUsITHIX
3.B HCIOMHUTENBHBIX OpPTraHax BJIACTU M UCIIOJHUTENBHBIX CTPYKTYPAaX MECTHOTO
caMOyIpaBJICHUS

4. MuHHCTEpCTBAaX U BEAOMCTBAX

JIOKYMEHTbI, co31aBaeMble B JaHHOI OpraHu3alMy ¥ OTHPaBJisieMble 32 eé nmpe/ebl,
COCTABJIAIOT
1. Bxoasmuii JOKyMEHTOIIOTOK
2. Vcxonsamuii JOKyMEHTOITOTOK
3. BHyTpeHHMIi JOKYMEHTOIIOTOK
4. TepputropuanabHblii JOKYMEHTOOOOPOT

JIOKyMeHTBI, co3/1aBaeMble M HCIIOJIb3yeMble B CAMOM allnapare ylnpaBJieHHUs, He
BBIXO/ISIIIME 32 €r0 Npe/e/ibl, COCTABJSIIOT
1. Bxoasmuii JOKyMEHTOIIOTOK
2. Vcxonammii TOKyMEHTOIOTOK
3. BHyTpeHHMIT JOKYMEHTOIIOTOK
4. TepputropuanabHbIii JOKYMEHTOOOOPOT

C HAYHHAeTCs MCIOJHeHHe IOKYMeHTa
1. Co cbopa undopmanmu mo Borpocy
2.C coBemnanus B KAOMHETE PYKOBOJIUTEIS
3.C u3ganus npukasza 06 UCIIOTHEHUH TIOKYMEHTa
4.C noaroToBKU IpOEKTa IpuKasza

He peructpupyiorcsi 10KyMeHTbI
1. Ha KOTOpBIX HET MOYTOBBIX MAPOK
2. AnpecoBaHHBIE PYKOBOIUTEIIO
3.[lomyueHHBIE TOTBKO JUTSI CBEACHUS M HE TPEOYIOIINE OTBETa U UCCIIETOBAHMS
4. AnpecoBaHHBIE B CTPYKTYpPHBIE TIOJpa3IeICHUS

JIOKYMEHTBI 10JIZKHbI PErHCTPUPOBATHCS
1.OnuH pa3
2.]1Ba paza
3.Tpu paza
4.Yetslpe paza

HecymecrByomas ¢gopmMa perucTpanuy 10KyMEeHTOB
1. KypuanbHas
2.TazetHas
3.Kaprounas
4.9nexkTpoHHast

Ecsin pykoBoanTeJIb He YKAa3aJ1 CPOK UCIOJIHEHHS JOKYMEHTOB, TO CPOK MCIIOJTHEHUSs!
JAOKYMEHTOB yCTAHABJINBAETCS
1.Tlo pemennto cekperaps
2.Ha ocHOBe THIIOBBIX CPOKOB UCIIOJIHEHUS JUIsl aHAIOTUYHBIX JIOKYMEHTOB
3.B 3aBucuMoOCTH OT cUTyaluu
4.VlciomHUTENIEM CaMOCTOSTEIBHO

HcnoiHeHHBIH JOKYMEHT He00X01MMO
1.Tlepenats pyKOBOJUTEIIO
2.BepHyTh COCTaBHUTEIIO
3.[lonmmTe B 1€7a B COOTBETCTBUHM C HOMEHKJIATYpPO Jel
4.Tlepenatb cekpeTapro
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. CHsiITHE JOKYMEHTA ¢ KOHTPOJIsI IPOUCXOIUT
1. B xoHIIE KaJleHJapHOTo rojia
2. Ilocne moTHOTO UCTIOIHEHUS JOKYMEHTa
3.11o pemennio cexkperapst
4.Tlo pemenuto pykoBoauTes ciyx0b1 JJIOY
Pe3yabTaT HCMOJIHEHHS JOKYMEHTA cJieqyeT 3a(puKCHPOBATH
1. B perucrpaiinoHHOM KapTOUYKe
2. Ha otnenpHOM JcTe Oymaru
3.Ha camom nokymenre
4.B npukase

HecymecTByromuii BuJ HOMEHKJIATYPbI
1. TunoBas
2.1IpumepHas
3.Konkpernas
4., Exeroanas

Jlena neJiSIT HA YACTH, €CJIH KOJINYECTBO IOKYMEHTOB € MOCTOAHHBIM U
JA0JITOBPEMEHHBIM CPOKOM XpaHEHUsI NPeBbIIIAET
1.100 crpanun
2.250 crpanui
3.300 cTpanun
4.400 crpanuil

HomeHkaTypa J1eJ1 BBOAUTCS B JieiicTBHE
1.C 1-ro ssHBaps cleayIOIIero KaJIeHJapHOTo ToAa
2.B KoHIIe KaJIeHAapHOTO ro/1a
3.B Teuenue roga
4. C nayana mo00ro KBaprasa

JIOKyMeHTbI, 3aKOHYEeHHbIE [1eJI0NPOU3BOICTBOM
1. OcraBisitoT Ha MeCTe CO3JaHus
2.1lepenaroT B apXuB OpraHu3aluu
3.OTHOCSAT B KAOWMHET HAYaJIbHUKA
4.Tlepenarot B cnyx0y IOY

K noxymMeHTaM BpeMeHHOTI0 CPOKA XpPaHEHHUsI OTHOCATCS JOKYMEHTHI, UMeIoIne
CPOK XpaHeHHsl /10
1.5 ner
2.10met
3.15mer
4.20ner

44. Ilpu nepeagayde B apXuB MOTYT 0OpPMJISITHCH YACTHYHO /e

45

1. Bpemennoro 10 (101eT BKIIOYUTEIBHO)CPOKA XPAaHEHUS
2.Bpemennoro (cBoimie 10 yieT) cpoka XpaHeHus
3.IlocTostHHOTO CpOKa XpaHEeHHUs
4.BpemenHoro (cBbliie 20 JeT) cpoKka XpaHEeHUs
. [ y4éTa KoJIm4ecTBa JJUCTOB B /Ies1aX COCTaBJIsCTCH
1. Conepxanmne
2. BHyTpeHHSS ONUCH

3. 3aBepuTenbHAs 3aMKChH
4. OrnasieHue

46

. B HauaJie 1es1a mepea JOKYMEHTAMH BIIMBAETCS
1. JIuct st 3aBEpUTETHLHON 3aMUCH
2.Jluct st BHYTpEHHEH OIHCH Jiena
3.JIucT nns moanucu pyKOBOAUTENS
4. JIucT nyst MOANKMCH HadadbHUKA OTeNa KaapoB

84
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. K Bugam oOpaieHuii rpaaaH He OTHOCATCS

1.Tlpennoxenus

2.1Ipocb0b1

3.3asBneHus

4. [1etniun

CHSATb 10KYMEHTBI C KOHTPOJISI MOKeT

1. JlexxypHbiii 10 oucy

2. JIOKHOCTHOE JIMIO, YCTAaHOBUBIIIEE KOHTPOJIb, OO OTBETCTBEHHBIN HUCIIOIIHUTENh
3.Cekperapb

4. HayaJIbHUK OT/I€J1a KaJIpOB

Ao0peBuarypa OP/l pacumm¢poBbiBaeTcs Kak

1. O6nacTHO pacriOpsAAUTENbHBIN JeapTaMeHT

2. Opranu3aioHHO-PacCOPSAUTEIbHbIE JOKYMEHTHI

3. Opranu3aoHHO-PACIOPSIUTEIbHBIN IeNapTaMEeHT

4. Opranu3amOHHO-PYKOBOISAIINE TOKYMEHTHI

J{BHKeHHe TOKYMEHTOB 3a1aéTcs

1. Pe3omroniueit pyKOBOIUTEIS

2.CrpaBKoO#i ¢ TOJMUCKIO TJIABHOTO OyXraiarepa

3. Beimuckoii u3 apxuBa

4. Kornueii ToKyMeHTa

Ecin 10KkyMeHT HCI0JIb3yeTcsl B KauecTBe J0KA3aTe/IbCTBA NP PellleHHH CIIOPHBIX
BOIIPOCOB, TO OH HECET:

1. BocnuTaTenbHyIO (QYHKIIHIO;

2. IOpUANYECKYIO QYHKIUIO;

3. OpraHu3aluoHHYIO (QYHKIIHUIO;

4. KOMMYHUKATHUBHYIO () yHKIUIO.

BHemnue cBsI3M NpeANPUSITUII U OPraHu3anuil o0ecriedYnBaeT:
1. BocnuTarenbHas QYHKIHS JOKYMEHTA;

2. ropuaudeckas QyHKIHs TOKYMEHTa;

3. opraHuM3anMoHHas PYHKIUS JOKYMEHTA;

4. KOMMYHUKAaTUBHAasl QYHKIHS JTOKYMEHTA.

Bo3jeiicTBHe Ha rpynnbl JI0/Iei AJ15 OPraHU3aluy ¥ KOOPIMHAIIMY UX IeTeJbHOCTH
ocylecTBiasercs: dsaronaps:

1. BocnuTaTeNnbHON PYHKIIMU JOKYMEHTA;

2. IOpUANYECKON (QYHKIUHN JOKYMEHTA;

3. OpraHM3alMOHHON (DYHKIMH JOKYMEHTA;

4. KOMMYHUKATUBHOW (YHKIIUHU TOKYMEHTA.

Eciau 10KyMeHT TMCHMIIJIMHUPYET UCIOJIHUTEJISl, TO OH BBINOJIHSIET:
1. BocnuTaTenbHyIO (QYHKIHIO;

2. OpraHu3anuoOHHYIO (QYHKIIHIO,

3. KOMMYHHUKAaTHBHYIO (YHKIIHIO;

4. 10pUANYECKYIO PYHKIIMIO.

dopmar HCIOJIb3yeTcs 1Jisi 0opMiIeHus1 00JIBIINX CXeM, IHArPaMM:
1. A4,

2. AS5;

3. A3;

4. A6.

®opmat A4 — 310 OyMara, KoTopasi UMeeT pasMepbl:

1. 297 mm. x 420 MMm.;
2. 210 mm. x 297 MMm.;
3. 147 mm. x 210 MMm.;
4, 105 mMm. X 148 MM.
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Kaskaplii J1MCT T0OKYMEHTA 10JI7KeH UMeTh JIeBoe 10Jie He MeHee:

1. 20 Mmm.;

2. 15mMm,;

3. 10 mm.;

4. 25 mmMm.

Kaxnplii JUCT JOKYMEHTA /I0JI:KeH HMETh MPaBoe MoJjie He MeHee:

1. 20 mm.;

2. 15Mm.;

3. 10 Mm.;

4, 25 Mmm.

Ka:knplii J1McT 10KyMeEHTA 10JI7KkeH HMeTh BepXHee 1oJie He MeHee:

1. 20 mm;

2.15 Mm.;

3.10 Mm.;

4.25 mm.

Kaxnplii JUCT JOKYMEHTA /I0J2KeH MMeTh HUKHee I10JIe He MeHee:

1. 20 mMmm.;

2.15 MM

3.90 MM.;

4.25 mmMm.

Heabro kiaccupuranum J0KYMEHTOB SIBJISICTCH:

1. MakcuMmanbHas HarISAHOCTh JIOKYMEHTA,

2. mpeAcTaBlieHUE B TIOKYMEHTaX CHPaBOYHO-UH(GOPMAIIMOHHOTO MaTepuana;

3. TOBBIIICHUE ONEPATHBHOCTH 00PabOTKH JJOKYMEHTOB;

4. cokpalleHHe HeOMpaBIaHHOTO MHOroo0pa3us JOKYMEHTOB.

Jeao —3To:

1. COBOKYMHOCTH JTOKYMEHTOB WJIH JJOKYMEHT IO OJIHOMY BOIIPOCY WJIH Y4aCTKY
JIEATEIIbHOCTH;

2. COBOKYMHOCTH JOKYMEHTOB C PAa3JIMYHBIM COJIEP:KaHUEM, TIOITUCAHHBIX OJHUM
JIOJKHOCTHBIM JTUI[OM;

3. COBOKYMHOCTH JOKYMEHTOB, MOJMUCAHHBIX OJTHOU JaTOM;

4. COBOKYITHOCTH JOKYMEHTOB, IIOCTYITUBIINX B OPraHU3AIUIO OJTHOMY JIOJDKHOCTHOMY
TUILY.

IIpaBuja opopmiieHns MEPBUYHBIX YUETHBIX JOKYMEHTOB PerjiaMeHTHPYIOTCSI:

1. ®enepanbubM 3akoHOM «O0 MHPOpMaIuK, HHPOPMATU3ALINY, 3ALUTE HHPOPMALIUN;

2. denepanbHBIM 3aKOHOM «O OYXTaITEPCKOM yUETE;

3. T'paxnanckum xoaekcom PO;

4. TOCTom P 6.30 —200

Ilopsinok noaroroBku, 0(popMiaeHHsI JOKYMEHTOB H OCHOBHbIE ITAlbl Pa00ThI C HUMH,

onpeaesoTCs:

1. rocymapcTBEHHOI CUCTEMON JOKYMEHTAIIMOHHOTO O0eCTIeueHUs YIIPaBICHHUS,

2. BEIOMCTBEHHBIMH, THIIOBEIMH HHCTPYKIIHSIMHE I10 JISJIOMPOU3BOJICTBY;

3. T'OCrom P 6.30 —2003;

4. HOMEHKJIATypOH Jel.

BiaHk 1)1 BHYyTPEHHUX JOKYMEHTOB J0JI7K€H COAePKATh:

1. smOnemy npeanpusaTus;

2. HaUMEHOBAHUE MPEANPUSATHUS;

3. TOYTOBHI ajzpec;

4. 0aHKOBCKHE PEKBHU3UTHI.

YrioBoe pacnoJio:keHue peKBU3UTOB NMPeANoJaraeT ux pa3mMelieHme:

1. B BepxHeii JeBOM YacTH JIHCTA;

2. B HIDKHEH JIEBOM YaCTH JINCTA;
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3. B BepXHEH NMpaBOM YaCTH JINCTA,

4. B HIKHEH IPABOM 4aCTH JIUCTA.

Mpu u3noxennun nndpoBoil WK CJI0BECHON MH(OPMAIIUN 0 HECKOJIBKHX 00beKTaX M0

psiy IPU3HAKOB, TEKCT I0OKYMeHTa ya1o0Hee 0(popMIISITh B BU/IE:

1. aHKeTHI;

2. TaOIuLEL

3. CBSI3HOTO TEKCTa;

4. CBS3HOTO TEKCTa M TaOJIUIIBI.

3asiBjieHHE — ITO JOKYMEHT:

1. nmoarBepxAarOIUi NOTyYEHUE KaKUX-IM0O MaTepUaIbHbIX LIEHHOCTEM;

2. copaepxalluii KpaTKue CBeeHUs Ouorpaguueckoro Xxapakrepa,

3. conepxaruii mpock0y WM MPEATIOKESHHE JINIA, aAPECOBAHHBIN TOJKHOCTHOMY JIUILY
WM OpraHu3aluu;

4. Quxcupyroumii Xoa 00CyKIeHUs BOIIPOCOB.

KomMmepueckoii TaliHOW HAa3bIBaeTCs:

1. opraHu3anMOHHO-YMOPSAJOYCHHAs! COBOKYITHOCTh JOKYMEHTOB U HH(POPMALIMOHHBIX
TEXHOJIOTHI;

2. TpeOOBaHUS M HOPMBI, YCTAHABIMBAIOIINE MTOPSIOK TOKYMEHTUPOBAHUS;

3. MpOU3BOACTBEHHAs, yIpaBieHuUecKas, GMHAHCOBAs U WHAs UHGOPMAIUs, UCTIOTIb3yeMast
IUISL TOCTHKEHHUSI KOMMEPYECKUX IeJIel, KOTOpasi OTHOCUTCS K KOH(HUICHIINATHHOM;

4. CBOICTBO OPHUIIMATEHOTO TOKYMEHTA.

IIpuka3pl pykoBoauTe ISl IPEANPHUATHS OTHOCATCS K rpyIie:

1. BXOASAIIUX TOKYMEHTOB;

2. WCXOMSIIMX JOKYMEHTOB;

3. BHYTPEHHHX JOKYMEHTOB;

4. BHEIIHUX JOKYMEHTOB.

H3rorosienne repooBbIX TOKYMEHTOB OCYIIECTBJISIIOT:

1. cneunmanu3upoBaHHbIE KOMMEPUECKHUE OpraHU3aLIY;

2. WCIOJHUTEIbHBIC OPTaHbI BIACTH;

3. monurpaduUecKue U MTEMIEeTbHO-TPAaBEPHBIC TPEANPUITHS, UMEIOIINE JTUIICH3HUIO Ha
COOTBETCTBYIOIIUI BUJ I€ATEIBHOCTH;

4. moOble peAnpusTus, re UMeeTcs CrelraabHOoe 000PYIOBaHHUE.

IIpuka3pl MO JIMYHOMY COCTABY:

1. noBopasTCcs 10 cBeneHUs paOOTHUKA MO PACIIHUCKY;

2. JOBOAATCS /10 CBEJCHMs pabOTHUKA B YCTHOHM (opme;

3. He IOBOJATCA 10 CBeNIEHUS pabOTHHKA;

4. noBoasTCs 10 CBENEHUS paOOTHHKA TOJBKO B UCKIIOUUTENBHBIX CITyYasiX.

\0OXXHOCTHAA MHCTPYKUMS lycTaHABIMBAET /Isi paGOTHHKA OPraHU3aIHH

KOHKPETHBIEC TPYAOBbI¢ 00S3aHHOCTH B COOTBETCTBHH C 3aHMMAEMOH UM

JAOJIKHOCTBIO.

JlJ1st M3roTOBJICHH JIIOOBIX JOKYMEHTOB (KpoMe uceM), HCIOJIb3YIOT:

1. OnaHK KOHKPETHOTO BUAA JOKYMEHTA;

2. crelnuaabHBIN OaHK;

3. oOmmii OJaHK;

4. OnaHK JOMHKHOCTHOTO JIUIIA.

DJIeMeHTOM JIEKTPOHHOI WAeHTH(PUKALMYU T0KYMEHTA, IBJISeTCS PEeKBU3UT:

1. OI'PH;

2. VIHH/ KIIIT;

3. KOJ OpraHH3alluH;

4. HaMMEHOBAaHHE OpPTaHHU3AIUU.

PexBH3UT «MeCTO COCTABJIEHUS WJIM U3IaHUS JOKYMEHTa)» YKAa3bIBAKT B TOM CJy4ae,

ecJIu:
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1. 3arpyzmHEHO ero ompeaeneHne Mo pekBU3UTaM «HanMeHOBaHHE OpraHu3alumy |
«CripaBoYHBIE JaHHBIE 00 OpraHU3ALUN;
2. OTCYTCTBYET peKBH3UT «HanMeHOBaHUE OpraHU3aIun;
3. oTcyrcTBYeT pekBU3UT «CIpaBOYHbIEC JaHHBIE 00 OpraHU3aIN»;
4. 3TOT PEKBH3UT 3aKPEIUICH B YUPESIUTEIbHBIX JOKYMEHTAX OpraHU3aIlnH.
77. PekBu3uT «CchblIKA HA PErMCTPALMOHHBII HOMeP M AaTy IOKYMEHTA» HCIO0JIb3yeTcs
TOJILKO B T€X BHIAX JOKYMEHTOB, KOTOPbI€ SIBJISIIOTCS
1. mpocnbamuy;
2. TpWIJIANICHUSMU;
3. oTBeTamu Ha 3ampoc;
4. pexoMeHIAlUsIMU.
78. 3aro10BOK 10NyCKaeTC He YKA3bIBATH K TEKCTY I0KYMEHTOB, 0()OPMJIEHHBIX Ha

O0J1aHKAaX:
1. A3;
2. AS;
3. A4,
4, A6.

79. IOKYMEHT, 1eTaJIbHO perjiaMeHTHPYIOIMii BONPOCHI MOBCEeIHEBHOI 1eATeJbHOCTH

OPraHM3aluy — 3TO:

1. monoxenue 00 opraHU3aIUY;

2. TIpaBuja BHYTPEHHErO TPYIOBOI'O pacHopsiika OpraHu3aluy;
3. ycTaB opraHu3aiumy,

4. 1mTaTHOE paclucaHue.

80. [IpaBoBO#i aKT KOJJIErMaJbLHOI0 WJIH COBEIIATEIHLHOI0 OPraHOB MHHHUCTEPCTB,
Y4eHBIX COBETOB BY30B, COBETOB /IMPEKTOPOB NPEANPUSITHI B LeJsAX pa3peieHust
HanoOoJ/1ee BaXKHbIX BONPOCOB UX JAeATEIbHOCTH — 3TO:

1. yka3anue;

2. peIICHHE;

3. mpukas;

4. TOCTaHOBJICHUE.

81. llpuka3 (pacnops:keHue) o npuemMe padoTHUKA Ha padoTy, ecii 0popMIIeHH e
NPOM3BOUTCS MHIMBHUIYAJIBLHO, 0hopmJisieTcs 0 YHUGUIMPOBaHHOI dopme:

1. NeT-1;

2. NeT-1a;
3. NeT-2;
4, NeT-09.

82. Coruacno cratbe 80 TK P® paGoTHHK MOKeT YBOJIUTHCS 110 COOCTBEHHOMY
JKeJIaHN 10, IpeAyNnpeauB 00 3ToM padoToaaTelisi B NUcbMeHHO# popme 3a:

1. Ttpu Henenu;
2. JIBE HENEIH;
3. OIHY HEHeTIo;
4. onuH MecsIl.

83. OCHOBHO¥ IOKYMEHT 0 TPYAOBOii 1eATeJbHOCTH U TPY/I0BOM CTaxe pa00THUKA — 3TO:
1. nuuHOEe Aeno;

2. TpPYAOBOM AOTOBOP;
3. TpymoBas KHIKKA;
4. pesiome.

84. FapaHTUIHOE MUCLMO bBTo K OMMep4YecKHil JOKYMEHT, MPeACTABJISIIOIMA OO0
npeabsiBJIeHUE PEeTeH3UIl K CTOPOHe, HAPYIIMBIIIEH NPUHATHIE HA cedsl I0rOBOPHbIE
00513aHHOCTH U Tpe0oBaHNe BO3MellleHUs YOBITKOB.

85. IIncbmo 0popMIISIIOT KAK MUHMMYM:

1. B IBYX PK3eMILIsApax;
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2. B TpEX IK3EMILISpax;

3. B YeThIpeX IK3EMIUIIpax;

4. B IATH 3K3EMIULIpax.

Konus nokymeHTa, nojy4yaemasi Ha OyMasKHOM HOCHTeJIe — 3TO:

1. dakc;

2. Teaekc;

3. Tenerpamma;

4. TtenedoHorpamma.

Pe3ysabTarsl peBU3Hii, MHBEHTAPHU3AlUil, MPUEMAa-TIepeIadu e, CIIMCAHUS
MaTepuaIbHbIX IEHHOCTelH puKcupyercs:

1. nmporokomamu;

2. CIy)KeOHBIMH 3alMCKAMU;

3. axkTamuy;

4. nOBEpPEHHOCTSIMHU.

JIOKyMeHT, B KOTOPOM OCHOBHASI YaCTh CTPOMUTCS B MOCJI€10BATEIbHOCTH: CAYIIAIN —
BBICTYNHJIU — MOCTAHOBIWJIN (PELIWIN) — ITO:

1. mocraHoBleHHE;

2. peIICHHE;

3. TPOTOKOI;

4. pacrnopsiKeHHeE.

JloKyMeHT, B KOTOPOM (puKcHpYyeTcs MOCIe10BaTeIbLHOCTD U COJlep:KaHne
00CyKIaeMbIX KOJLUIETHATbHBIM OPraHOM MOCTABJIEHHBIX BOMPOCOB U MPUHSITHIX
pelieHuii — 3To:

1. mocraHOBIIEHHUE;

2. TPOTOKOJ;

3. pacropsiKeHue;

4. peunieHue.

@opma BHYTPEHHEI /1eJI0BOI MepennucKN MeKAy MoApa3ieieHUsIMUA OPTraHu3alui HiIu
JAOJKHOCTHBIMH JIMIIAMHU, He HAXOAALIUMUCS B PSIMOM NOJTYUHEHUH — ITO:
1. oObscHHUTENLHAS 3AIIHCKA;

2. JOKJaJHas 3alucKa;

3. ciyxeOHas 3arncKa;

4. nemnoBasi 3amKCKa.

B ¢puanane BI'YIC B r. Apreme ci1yx00i 10KYyMEHTALMOHHOT0 00ecneyeHust
ylpaBJieHHs ABJISETC:

1. oOuwmii oTnen;

2. KaHUENISpUs;

3. ympaBlieHUE JIeJIaMH;

4. cekperapuar.

, IPH UEHTPANU30BaHHOM | opMe yrpaB/ieHusi BCe ONEPAIHH 110 06paboTKe
JTOKYMEHTOB COCPeI0TAYUBAIOTCS B €JUHOM IIEHTpe.

BoJbIMIMHCTBO T0KYMEHTOB, CPOK MCIIOJTHEHUSI KOTOPBIX HE YCTAHOBJIEH
HOPMATHUBHBIMHU AKTAMM, 10JKHbI HCTIOJHATHCS B TeYEeHUN:

1. 7 nuei;

2. 8 nueid;

3. 9 nueit;

4. 10 guen.

B ne10 noMemaloT TOJILKO HCMOJTHEHHbIE JOKYMEHTBI:

B JIBYX 9K3EMILIsIpax;
B OJTHOM 9K3EMILISPE;
B TPEX 3K3EMILIAPAX;
B UETHIPEX IK3EMIUIIPAX.

el A
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95. Kaxoe /1710 10JKHO CoJlep:KaTh He DoJiee:
1. 200 mucros;
2. 250 aucTos;
3. 300 mucros;
4. 350 nmucros.
96. YHUUTOKEHHE JOKYMEHTOB U j1eJ1 oopMIIsieTcs:
1. axrtom;
2. TPOTOKOJIOM;
3. TpuKazoMm;
4. cinyxe0HOI 3aM1CKOM.
97. lllTaTHbIe pAaCHUCAHNSI OPTAaHU3ANMH 0 MECTYy Pa3padoTKH U YTBEPKIeHUs

XpaHsATCs:
1. moCTOsSHHO;
2. 10 ner;
3. 75 ner;
4. 25 ner.
98. Cpox xpaHeHHs IPUKA30B 110 JUYHOMY COCTABY COCTABJISIET:
1. 60 ner;
2. 70 ner;
3. 75 ner;
4. 65 ner.

99. KypuaibHasi popmMa perucTpanuu JOKYMEHTOB MOKET ObITh HCIOJIb30BaHA
3((peKTUBHO B OpraHu3anum ¢ 00beMoM JOKYMEHT0000poTa:
1. 1o 1000 1oKyMEHTOB B r'oj;
2. 10 1500 1oKyMeHTOB B TOJ;
3. 110 2000 1OKyMEHTOB B TOJI;
4. 1o 2500 10KyMEHTOB B T'O/I.

100.Bymara, Ha MHOTHE CTOJIETHS CTABIIAS MPAKTHYECKH eJUHCTBEHHBIM MATEPUATIOM
AJIs1 AOKYMEHTOB, Obli1a n300petena B 105 roay B:

1. Kurae;
2. Hunuu;
3. Erwumre;

4. lleiimone.
101.1o0kyMeHT0000pPOT — ABHKEHUE TOKYMEHTOB B OPTaHU3AI[MHA ¢ MOMEHTA UX CO31aHUSs
ao:
1. nepenaum Ha UCIIOJIHEHUE;
2. TOJUIMBKH B JIEIO;
3. 3aBepIIeHUS MCIIOJHEHHS WIN OTIIPABKH,
4. mepenadd B apXMB.
102.TOCT P 6.30 — 2003 ycranaBIuBaeT:
1. 29 pexBU3UTOB;
2. 30 peKBH3HTOB;
3. 31 pekBu3uT;
4. 28 peKBU3UTOB.
103.MuauBHaYyaIbHbIE CPOKH HCTIOJTHEHHUS JOKYMEHTOB YCTAHABJIUBAIOTCS
1. pykoBoaHTEIEM CTPYKTYPHOTO IOAPA3ACTICHHUS;
2. PYKOBOJUTENEM OpraHHU3alllu;
3. HOpPMATHBHBIMH aKTaMH,
4. OTBETCTBEHHBIMHU HCIIOJHUTEISIMH.
104.1ns1 perucTpanuu 10KyMeHTOB B Poccun npuMeHsI10T:
1. TONBKO XKypHAIBbHYIO (POPMY PETHCTPALIUY;
2. TONBKO KAPTOYHYIO ()OPMY PErHCTPAIlNH;
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3. TOJIbKO aBTOMAaTH3WPOBAHHYIO ()OPMY PETUCTPAIIUU;
4. >XypHalbHYIO, KAPTOUHYIO, aBTOMAaTH3UPOBAHHYIO (POPMBI PETUCTPALIIH.
105./IokymeHTaMH, IPH PErUCTPAIUN KOTOPBIX BMeCTe ¢ MOPSIIKOBBIM
perucTpauuoOHHBIM HOMEPOM MPOCTABJISIETCS] HOMeP [1e/1a, B KOTOPOM XPAHUTCH
KOIUSI IOKYMEHTA, SIBJISIIOTCH:
1. npuxkassl;
2. TPOTOKOJIBI;
3. aKThI;
4. nucepMa.
106./lokyMmeHTaMH, B KOTOPBIX PSI/IOM € PerHCTPAllMOHHBIM HOMEPOM YKa3bIBaeTCs
oykBa «K», saBasiercs:
1. axTHI
2. JOKJIaJIHbIE 3aIIUCKHU;
3. MpHKa3bl IO OCHOBHOH JIEATEIHLHOCTH;
4. mnpuKa3bl 0 JUYHOMY COCTaBY.
107.lokyMeHTOM, 1aTy PerucTpaliii KOTOPOro yKa3bIBalOT He B 1eHb ero NoANnucaHusl,
SIBJISIETCS
1. npuxas;
2. TPOTOKOJ;
3. pelieHwHe;
4. TOCTaHOBIICHHE.
108.Ec/jiu 70KYMEHT OTHpaBJisieTcsl B IBa ajpeca 10 Mo4Te, TO He00X0AUMO NOATOTOBUTh:
1. dersIpe 3K3eMILIsIpa 3TOTO JOKYMEHTA;
2. JBa 9K3EMIUISIPA ATOTO IOKYMEHTA;
3. TpH 3K3EMIUIIpa 3TOro JOKYMEHTa;
4. OAMH DK3EMILISP 3TOTO JOKYMEHTA.
109.HomeHKIATYpPBHI A€ MOTYT ObITh:
1. TOJNBKO KOHKDPETHBIE;
2. TOJBKO IPUMEPHBIE;
3. TOJIBKO THIIOBBIE;
4. KOHKpETHbIE, IPUMEPHBIE, TUTIOBHIE.
110.B HoMeHKIATYpe 1€ JOKYMEeHThI CHCTeMATU3HPYIOTCS
1. 1o BHUIaM JOKYMEHTOB;
2. TIO COJIEPKaHUIO;
3. M0 CpOKaM XpaHEHUS;
4. 1o jgaram.
111.C nokymMeHTaMHu, HMEIOLIMMH KOMMEPUYeCKYI0 TaiiHy MOryT padoTarh:
1. TONBKO PYKOBOAMTENH;
2. Bce pabOTHHMKH OpraHM3aluy;
3. PYKOBOIUTENH CTPYKTYPHBIX MOJIPa3/ICICHNN, OpraHu3alnii;
4. paOOTHUKH, OIIpEJICIIEHHbIE PYKOBOAUTEIIEM.
112 .PekBHU3MT JOKYMEHTA — ITO:
1. ero oTneNbHBIN 1€MEHT;
2. 4YacTh CITy’)K€OHOTO MHUCHMa;
3. ¢dupmeHHBIH ONaHK;
4. undpopManus 00 OpraHu3alUH.
113.B pexkBH3HUTE «AApecaT» 10JLKHOCTHOMY JIUIY MHHIIHAJIBI:
CTaBAT nepes GpamMuiIneit aapecara;
CTaBAT Nocie (haMUWIny ajipecarta;
HE CTaBSAT HUKOT/IA;
HE CTaBAT B UCKIIOUUTEIBHBIX CIyJasX.

el oA
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114 .TIpaBujibHO 0OPMIEHHBIM PEKBU3UTOM «OTMETKAa 0 HATMYHUH NPUJIOKEHUD> B
ciay4ae, ecJId B TeKCTe COMPOBOAUTENHHOr0 MMCHMa He YIIOMMHAJIOCH O MPUJIOKEHH U,
SIBJISIETCS] PEKBU3UT:

1. npunoxeHue: cripaBKa O COTJIaCOBAHUU ITPOEKTa Ha 4 1. B 1 3K3.;
2. mpwioxeHue Ha 4 1. B 1 9K3.;

3. TPHUIIOKECHHE;

4. cnpaBKa IpUIaraeTcs.

115.Ha ciayke0HOM MHUCbMe YKA3bIBAKT (paMHUIUIO U Tes1e()OH UCTIOTHUTES JIJIs:

1. onepaTuBHOII CBSI3U C UCIIOHUTENIEM;

2. TpuUAaHUs TOKYMEHTY OPUIUICCKON CHUIIH;
3. TMOBBIIICHUS OTBETCTBEHHOCTH HCIIOIHUTES;
4. ISt CBSI3M C PYKOBOAMTENIEM IPEATIPUSATHS.

116.IIpaBuibHO oopMiIeHHBIM pekBU3UTOM «Iloamuck» Ha OJIaHKe TOKYMEeHTA,
SIBJISIETCSH PEKBU3MT:

1. JIupextop mkosbl Ne 25 B.A. Ilerpoga;
2. JIMpeKTOop LIKOJIBI [TerpoBa B.A.;
3. JlupekTop B.A. Iletpoga;
4. Jlupexrtop ITerpoBa B.A.
117. {51 AOKYMeHTA, NOJJIMHHUK KOTOPOIr0 OCTAaeTcsl B OPraHu3aluM, BU3bI
NMPOCTABJISIIOTCA:

1. Hwxe noanMcH pyKOBOAMTENSI, HOAMMCABLIETO JOKYMEHT;
2. B HW)KHEH 4acTH 000POTHOM CTOPOHBI MOCIETHETO JMCTA TOJIMHHOTO JIOKYMEHTA;
3. Ha IepBOM JIUCTE JOKYMEHTa Ha €ro 00OPOTHON CTOPOHE;
4. BBIIIE TIOJMUCHA PYKOBOIUTEIS, MOIIHCABIIETO JOKYMEHT.
118.I1s1 AOKYMeHTA, NOJJIMHHUK KOTOPOIr0 OTIPABJIAAETCS U3 OPraHU3aluM, BU3bI
MPOCTABJISIIOTCS
1. B HWXHEH yacTH JTULEBOW CTOPOHBI OCIETHETO JIUCTA KOIIUHU IOKYMEHTA,
HaXO/AIIEHCS B OpraHu3allii;
2. B HW)KHEH 4yacTH 000pOTHOM CTOPOHBI IIOCIIETHETO JIMCTa KOIIUHU TIOKyMEHTa,
HaXO/AIIEHCS B OpraHu3allii;
3. Ha IepBOM JIUCTE 0OOPOTHOM CTOPOHBI IOKYMEHTA;
4. HaTOCJIEeTHEM JIMCTE B BEpXHEH YaCTH JOKYMEHTA.
119.1TonsiTne «/lejonpon3BOACTBOY» - ITO:
1. cucrema XpaHEHUS TOKyMEHTOB;
2. coCTaBJICHUE I0KyMEHTOB;
3. JOKYMEHTHPOBaHHUE W OpraHu3aIs paboThl ¢ JOKyMEHTaMH,
4. Hayka 0 JOKyMEHTHPOBAHHUU.
120.BuemniHee coryiacoBaHue J0KyMeHTa o¢opMIIsieTcsi ¢ TOMOUIBIO PEKBU3UTA, KOTOPBIi
SIBJISIETCS
1. BuU3BHI cOrIacoBaHUs JOKYMEHTA,;
2. rpu CoriiacoBaHUs JOKYMEHTA;
3. rpud yTBEpKACHUS JOKYMEHTA;
4. medarts.
121.Ecau A1Be OPraHu3aiuy COCTABJSIIOT COBMECTHBIH TOKYMEHT, TO OH 0()OpPMJIeH:
o  Ha OjaHKe MepBOM OpraHU3ally;
1. Ha GraHke BTOpOM OpraHu3ally;
2. Hanucte Oymaru ¢opmara A4;
3. Ha o0mem OnaHKe.
122.JlokymMeHTbI, cCOCTaBJIsieMble KOMUCCHEH, MOANUCHIBAIOTCH:
1. pykoBoauTEIEM OpraHU3AINY;
2. mpejcenaTteieM;
3. TmpencenaTeneM W WieHAMHA KOMHCCHUH;
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4. mpencenarelieM U CEKPETAPEM.
123.PexBu3uT «CchlIKa HA PErHCTPALIMOHHBII HOMEP U ATy 10KYMEHTa)
NPOCTABJISIETCS HA CJYKeOHbIX MHCbMAX:
1. mpocn0ax;
2. COIPOBOAUTEINIBbHBIX;
3. uH(pOPMAIMOHHBIX;
4. otTBerax.
124 PexBusur 01 - 310:
1. TocynmapcTBeHHbIl TepO PD;
2. T'epb cyobekra PO;
3. Dwmbnema opraHu3aIuy;
4. Kopa opranuzanuu.
125.]IokyMeHTOM, KOTOPBIii He YTBEPK/IaeTCsl PYKOBOAUTEIEM OPraHU3aluu, sIBJIAETC:
1. nOMmKHOCTHASsE UHCTPYKIIUS,
2. TOJIOKEHHE O CTPYKTYPHOM IOApa3ACICHUH;
3. WITaTHOE pacHHCaHUE;
4. mpukas.
126.YcioBusi peopraHu3aniy U JUKBHIAUMHA OPraHu3alui MOTYT ObITh OTOBOPEHbBI B:
1. ycraBe opraHuszanuy;
2. TIOJIOKEHHH O CTPYKTYPHOM IO/Ipa3AeICHNN;
3. JODKHOCTHOM MHCTPYKIIMU;
4. 1ITaTHOM paclMCaHUU.
127.11pu mocTyn/ieHU rpa:kaaH Ha padoTy B OPraHU3alHI0 UX He J0/LKHbI 3HAKOMUTD C:
1. ycraBom opraHu3zanuy;
2. TOJIO)KEHHEM O CTPYKTYPHOM MOApa3eeH!H, Ky la IOCTyNaeT Ha padoTy rpakAaHuH;
3. JODKHOCTHOW MHCTPYKIIHEH;
4. 1ITaTHBIM PACIUCAHUEM.
128.CoxpaimeHHoe HaMMeHOBAHHE OPTAHU3AIUH OMEIAIOT:
1. HUXe MOJHOTO, B CKOOKaX;
2. BBIIIE [TOJHOIO, B CKOOKAX;
3. HMIKE MOJIHOTO, 0e3 CKOOOK;
4. BpIIIE TOITHOTO, 0€3 CKOOOK.
129.PexBU3MTOM, KOTOPBIii He BXOAUT B cOocTaB (hopMyJisipa-od6pa3ua npukasa, siBJasieTcs:
1. HammeHOBaHUE BHUJIa JOKYMEHTA;
2. Jara JOKyMEHTa;
3. ampecar;
4. HauMEHOBaHHWE OpraHU3aALUU.
130.00s3aTe1bHOI YaCTHI0 TEKCTA MPHUKA3a, ABJISETC:
1. KoHcTaTUpymOIas YacTh;
2. pacropsiauTeNIbHAs YaCTh;
3. BBOJHAs 4acCTh;
4. OCHOBHAas 4acTh.
131.0TTHCK MeYaTH NPoCcTABJIsAETCA TAK, YTOObI 3AXBATHTh:
1. dYacTh HAMMEHOBaHUS JTOJKHOCTH JIMIIA, TOAMUCABIIETO TOKYMEHT;
2. JMYHYIO TOJIIHUCH JOKHOCTHOTO JIMIIA, TTOAMUCABILIETO JOKYMEHT;
3. (daMumIO JOHKHOCTHOTO JIUIA, TOIMUCABIIETO TOKYMEHT;
4. TOJIHOE HAUMEHOBAaHME JOJDKHOCTH JIMIIA, TOAMKUCABIIErO TOKYMEHT.
132.Bu3a opucTa Ha NPUKAa3e 03HAYAET:
1. BHyTpeHHee corjacoBaHHe, HOATBEPKIAIOIIEe, YTO MPUKA3 HE IPOTUBOPEUUT 3aKOHY;
2. 00s3aTeNbHBIN PEKBU3UT MIPHKa3a, MPUIAOIINN eMy OPUANIECKYIO CHITY;
3. BHEIIHEE COTJIacOBaHMUE;
4. yTBep)KJleHUe MpuKasa.



133./1aToii npoToKoJa ABJsSIETCS:
1. nara nmoamucaHusi MPOTOKOJA;
2. [nara 3acelaHus;
3. Jara perucTpaunuu IpoTOKOJIa;
4. nara yTBep:KJIEHHUsS MPOTOKOJIA.
134.IIncbMeHHOE NMpeaJI0KeHHe 0OTHOTO JIMIA APYTroMY JIMILY, BHIPA:KAIOIIEro KeJaHue
3aKJIIOYUTH ¢ HUM /IOTOBOP - HA3bIBAETCS:
1. pexnamarus;
2. odepra;
3. COINPOBOAUTEIBHOE MUCHMO;
4. TUCHMO-U3BEIICHUE.
135.HopMaTHBHBIM JOKYMEHTOM, KOTOPBIii onpeaeisieT NOPsiAOK padoThl ¢
JOKYMEHTAMHU B OPraHU3alMU, ABJISAETC:
1. wmHCTpYKUHMS 1O AETONPOU3BOICTBY;
2. periamMeHT paboThI,
3. JIOIDKHOCTHAS HHCTPYKIIHS;
4. ycTraB OpraHu3aIuu.
136.CBoaHasi HOMEHKJIATYPA /1eJ1 OPraHu3aluH YTBEPKIaeTcs:
1. pykoBoauTENEM CTPYKTYpPHOTO MOAPA3IeICHUS OpraHU3aIuy;
2. PYKOBOIUTEIEM CITYKOBI JETOPOU3BOICTBA;
3. PYKOBOJUTEIIEM OpraHHU3aIiH;
4. 3aMecTUTENeM PYKOBOIMTEIS OPraHU3aIlH, OTBEYAIOIINM 32 CIIYXKO0y
JIeIIONPOU3BOICTBA.
137.11puka3bl 10 NpUEMY, YBOJIbHEHHI0 PAOOTHUKOB MOMEIIAIOTCA:
1. B ;ene BMecTe C MpUKa3aMH O KOMaHIWPOBAHUU PAOOTHHUKOB;
2. OTHENBHO OT NMPHKA30B O KOMaHANPOBAHHH;
3. BMecTe ¢ IpHUKa3aMu [0 OCHOBHOI J1eATeIbHOCTH;
4. OTHENBHO OT MPHUKA30B O MPEMHUPOBAHUHU.
138.I1poToK0JIbI COOpaHUIT KOJJIEKTHBA MOAMUCHIBAIOTCS:
1. mpencenmarenem u ceKpeTapem;
2. mpejcenaTeneM;
3. PYKOBOJHUTEIIEM OpTaHH3aIUH;
4. dneHamMHu KOMHCCHUHU.
139.Cpox ucnoJiHeHUs 1JIs1 UCXOASIIIMX BHYTPEHHUX TOKYMEHTOB MCUHCISIETCS:
1. c garel nognucanus (yTBEpKIACHHS) JOKYMEHTA;
2. C J1aThl COCTAaBJICHUS JIOKyMEHTA;
3. ¢ oaThl peTUCTPALlUU JOKYMEHTA,
4. c matel Iepeadu TOKyMEHTa UCTIOTHHUTEIIO.
140.Cpoxk ucnotHeHHs 1JIs1 BXOASIIHUX IOKYMEHTOB UCYHCISIETCS:
1. c nmaTel OCTYIUICHUS TOKYMEHTA,
2. C JaThl PETUCTPALlUU JOKYMEHTA,
3. ¢ /1aTel Iepeaayn JOKyMEHTa NCTIOTHUTEIIO;
4. c aThl COCTAaBIEHUS JOKYMEHTA.
141.Ha oopmJIsieTcsi COBMECTHOE MMUCHbMO ABYX OpPraHU3alHii:
1. Ha OGnaHke OJIHOM OpraHU3AIINY;
2. Ha OjaHKe Ipyroi opraHu3aIumy,
3. Hanucte Oymaru ¢popmara A4 win AS;
4. wHa OGyaHKe JJIS HCEM.
142.T'ocynapcTBeHHbIii CTAHIAPT, KOTOPBIii onpeae/seT TpeGoBaHus M0 0pOPMIECHUIO
AOKYMEHTOB 00111ero aAMUHUCTPATUBHOIO ynpasjeHus (OP/) —3to:
1. TOCTP 51141 —98;
2. TOCT 6.10.5 — 87,



95

3. TOCT P 6.30 — 2003;
4. TOCT P 6.30 — 2005.
143.]IokymMeHT, B KOTOPOM YKa3bIBalOTCsl HAPYILIEHHE MPAB U OXPaHsieMbIX 3aKOHOM
HHTEpPeCcoB I'PazkiaH — 3TO:
1. 3asgBieHue;
2. NETHUIUS,;
3. ’xanoba;
4. npeioKEHHE.
144 Panbiue B IpeBHeM HoBropojae 10KyMeHTbI COCTABJISIJIMCH HA:
1. rIuHAHBIX TaOJIMUYKaX;
2. Oepecre;
3. KaMEHHBIX ILJINTAX;
4. mamnmpyce.
145.1IpaBoBoii aKT, KOTOPbIi U31a€TCSl PYKOBOJAUTeEIeM, 1efiCTBYIOIIMM HA OCHOBE
eIMHOHAYAJIUS VISl pellIeHUs] OCHOBHBIX BOIIPOCOB — 3TO
1. IIpuka3 1o OCHOBHOM AESATEIbHOCTU
2.PacnopspkeHnue
3.IlocranoBnenue
4. TIpotokon
146.Cay:kedHoe miucbMO, TpedyIollee 0TBETA — ITO MUCHMO
1.Otka3
2. TpeboBanue
3. ConpoBoIUTENBHOE
4.HarnoOMUHaHUE
147.Ecau THNIOBBIE, IPUMEPHbIE, MHAMBHYAJIbHbIE, TPadapeTHbIe J0KYMEHThI
00beJUHEeHBbI B O/IHY I'PYIILY, TO 3TO KJIaCCH(PUKALMA JOKYMEHTOB 110
1.11o Bugam
2.11o mMecTy cocTaBieHHS
3.11o cpokaM HcCTIOIHEHUs
4.11o mpoucx0XAECHUIO
148.lokymeHT — 3TO
1. OnemeHTHI ycTaHOBICHHOTO 00pa3na obs3arensabie o [[OCT P.6.30-2003
2.COBOKYITHOCTb MPABOBBIX 1 HOPMATUBHBIX aKTOB, KOTOPBIE KOHTPOJIUPYIOT
JeJIONPOU3BOJICTBO
3. MarepuanbHblif 00BEKT ¢ 3aMKCUPOBAHHOM MH(pOpMaLiell. UMEIOIINNA I0PUINYECKYIO
(97814
4.Cdepa nesTenbHOCTH, CBA3aHHAs C COCTaBJIEHUEM, OPOPMIICHHEM JOKYMEHTOB U
OpraHM3allK XpaHEeHUs JOKYMEHTOB
149.K nokymeHTam 1o GUHAHCOBO-PACYETHBIM ONlEePALMAM OTHOCATCS
1.3anucka, npoTokos, 0ObsBICHHE
2. JleHexHBIH Y€K, pacueTHbIN yek, cueT-(hakTypa
3. JlokagHbIC 3aIUCKH, 3asSBICHUC
4.Pestome, pacnopskeHue, peleHue
150.BepxHee, HH:KHee U JIeBO€ T0J1€ HA TOKYMEHTe I0JI5KHO ObITh
1.He Gonee 20 mm
2.He menee 20 MM
3.10 MM
4.30 MM
151.Pemienne — 3T0 NpPaBoOBOii aKT, KOTOPBII
1. [Ipunumaetcs opranamu (erepanbHOM BIacTH
2.[IpuHrMaeTcs KoJiernajlbHbIMUA OpraHaMH
3.M3naercs pykoBoauTeIeM
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4. V3naetcs pyKOBOAUTENEM TI0 BOIIPOCAM, CBSI3aHHBIM C BBITOJIHEHUEM aKTOB
152.Kosin4ecTBO BH/I0B NMPOTOKOJIA
1.5
2.4
3.3
4.2
153.Ko1u4ecTBO IK3eMILISPOB, B KOTOPBIX MeYaTaeTcs TejerpaMmma
1.1
2.2
3.3
4.4
154 Koiu4ecTBO YacTeil TEKCTa aKTa
1.4
2.3
3.2
4.1
155./IoKkyMeHT, KOTOPBIii Mpe10cTaBJIsieT MPEeTeHIeHT HA BAKAHTHYIO J0/KHOCTb,
€0001IaK01Is CBe/leHus1 0 cele
1.TIpoTokomn
2. AKT
3. TpynoBoii goroBop
4.Pe3rome
156.CoBOKYNIHOCTH IOKYMEHTOB, CO/Iep:KAIMX HAHOO01ee MOJIHbIe CBeJeHHsI 0 pA0OTHHKE
1.JInunoe nemno
2. ABrobuorpadus
3. TpynoBasi KHIKKa
4.Pe3tome
157. Yuuduxauus — 310
1. [IpumeHenue CTaHAAPTOB B JIEIOMPOU3BOJICTBE
2. CokparieHre MHOr000pas3usi pa3HOBHIHOCTEH JOKYMEHTOB, IPUBEICHHE K
€AMHO00Pa3uIo
3. TpeboBaHus K COAEPIKAHUIO K YCTaBY MPEATPUATHS
4.1IpaBoBoii aKT
158./loBepeHHOCTDH — 3TO
1. TpeboBaHNE K KOMIUTEHTHOMY OpPraHy O 3alllUTe HapyIIEHHOI0 IpaBa OpraHU3alu
2. JIOKyMeHT, KOTOPBII yITOJIHOMOYHBAET MPEICTABISATh HHTEPECH JIUIIA, BHIAABIIETO
JIOBEPEHHOCTH
3. IoKyMeHT TpeCcTaBIsIeMblil MPETEHACHTOM Ha BAKAHTHYIO JIOJDKHOCTh
4. JIokyMeHT, coiep Kaliii 3auch 00CYKI€HHUs BOIPOCOB MPH MPUHITUHU PEIICHUS
159.11paBoBoii aKkT, KOTOPBIii onpe/ieisieT CTPYKTYPY, PYHKIMH U PaBa OPraHU3aNUU —
3TO
1. VcraB
2.1lltaTHOE pacnucaHue
3. lomkHOCTHAS. HHCTPYKITHS
4.TIpuka3
160.ITocTaHoB/IEHHE — ITO
1.ITpaBoBO aKT, KOTOPBIN U3/1aETCsI PYKOBOJIUTENEM, JEHCTBYIOIIUM Ha OCHOBE
€IMHOHAYAJIUS J1JIs1 peLICHHs] OCHOBHBIX BOIIPOCOB
2.1IpaBoBOIi aKT, KOTOPBIA MPUHUMAETCS OpraHaMu ¢eiepaaIbHON UCIIOTHUTEIHHON
BJIACTH, UCIIOJIHUTEJILHBIMU OpraHamMu cyobekToB P® u MecTHOro camoynpaBiieHus Ass
peleHust Haubosiee BayKHBIX 3a/1a4
3.IIpaBoBoOIf aKT, KOTOPBI TIPUHUMAETCS KOJUIETHATBHBIMHI OpTaHaMHU
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4.TTpaBOBO#1 aKT, KOTOPBIN U3JAETCS PYKOBOJIUTEIEM HIIH €T0 3aMECTUTEIISIMU TSI
pelIeHNs ONIEPaTUBHBIX BOIIPOCOB
161./leHeKHBIH Y€K — 3TO
1. PacniopsikeHue miaTenbluKa O EpEeYUCICHUH C €r0 paCYETHOIO CUYETa ONPEEICHHOM
CYMMBI Ha CYET IOJIyqaTes
2.Pacnopspkenue opranu3annu 0aHKY O BBIIa4e C €r0 pacCueTHOTO CYETa CyMMBbI HATUYHBIX
JIEHEXKHBIX CPEJCTB, YKa3aHHBIX B UEKe
3. ToBapHO — pacyeTHBINH JOKYMEHT, KOTOPBIN BHINKCHIBAET MMOCTABIIUK IPU OTIYCKE
TOBapa IMOKYNAaTeIto
4.PacniopspkeHHE MIPEANPUATHS YUPEXKICHNI0 0aHKa O CIUCAHUM C €r0 PaCYETHOIO CUYeTa
OIpeJICIEHHON CyMMBI B IIOI'ALLIEHUH CBOUX 0053aTENbCTB
162.PacyeTHBIii YeK — 3TO
1. PacniopsikeHue IuaTeNbliiKa O ePeUrciIeHH € €r0 pacyeTHOro cYeTa olpe1eIeHHON
CYMMBI Ha CYET I0JIy4aTess
2.Pacnopspkenue opranu3annu 0aHKY O BbIIaye € €ro pacyeTHOI'O CYeTa CyMMbl HATMYHbBIX
JICHE)KHBIX CPEJICTB, YKa3aHHBIX B UEKE
3. ToBapHO — pacyeTHBINH JOKYMEHT, KOTOPBIH BBIHUCHIBAET MOCTABLIUK IPU OTIYCKE
TOBapa MOKYNATEII0
4. PacniopsikeHue NpeAnpyUsITUs yUpexKIeHUI0 OaHKa O CIHUCAHHUM C €r0 PacYeTHOro cyeTa
OTIpeJICIIEHHOW CYMMBI B TIOTAllICHUH CBOUX 0053aTEbCTB
163.Cuert —dakrypa — 3TO
1. PacniopsixeHue miiaTenbluKa O MEPEeUUCICHUH C €r0 pacyeTHOIO CUETa ONpeeIEHHOM
CYMMBI Ha CYeT HOoJIyJaTes
2.Pacnopspkenue opranu3anyy 0aHKY O BBIAAUYE C €r0 PaCUeTHOTO CUeTa CyMMbI HATMYHBIX
JICHEXKHBIX CPEJICTB, YKa3aHHBIX B UEKe
3. ToBapHO — pacyeTHBINH JOKYMEHT, KOTOPBIN BHIIHACHIBAET MIOCTABIIUK MPU OTIYCKE
TOBapa MOKYNAaTeIto
4. PacniopspKeHHEe MPEANPUATHS YUPEXKICHNI0 0aHKa O CIUCAHUM C €r0 PaCYETHOIO CUYeTa
OIpeJIeIEHHONW CyMMBI B IIOT'allICHUH CBOUX 0053aTeIbCTB
164.11naTesxkHOe MOPYyYeHHE — ITO
1. PacniopspkeHue IuaTeNbliiKa O IePeurclIEHHH € er0 pacyeTHOro cyeTa ope/1eIeHHON
CYMMBI Ha CYET MOJIy4aTess
2.PacnopspkeHue opranu3zannu 0aHKY O BbIIaye € €ro pacuyeTHOIO CYeTa CyMMbI HATUYHBIX
JICHEKHBIX CPEJICTB, YKa3aHHBIX B UEKE
3. ToBapHO — pacyeTHBINH JOKYMEHT, KOTOPBIN BBINHUCHIBAET MOCTABIIUK IPU OTIYCKE
TOBapa MOKYIMATEeIIo
4. PacniopsikeHue peAnpUsITUs yUpexKIeHHI0 OaHKa O CIIMCAaHUU C €r0 PacyeTHOro cyeTa
OTIpe/IeIEHHOW CyMMBI B IIOTAIlIEHUH CBOMX 0053aTEIbCTB
165.11peTeH3MOHHOE MHCHMO — 3TO
1. TpeGoBanue 0 106pOBOJLHOM YCTPaHEHUHU HapYyILIEHUS 3aKOHO/1aTENbCTBA
2. TpeboBaHuE K KOMIIETEHTHOMY OpraHy O 3allliTe HapyIIEHHOI0 IIpaBa OpraHu3aliu
3. TpeboBaHue MOKyMATENs IPOIABILY
4.7Kano6a B BEIIECTOSIYIO OPraHU3aLHIO
166.AckoBoe 3asiBIeHUE — ITO
1. TpeboBanue 0 10OPOBOJIBLHOM YCTPAaHEHUH HApYIICHUH 3aKOHOJaTeIbCTBA
2. TpeboBaHUEe K KOMIIETEHTHOMY OpPTaHy O 3allliTe HapyIIEHHOTO NIpaBa OpraHu3aIiH
3. TpeboBanue MoKymnaTess IpoaaBIly
4.7Kano0a B BBIIECTOSIIYIO OPTaHU3AIUIO
167.Cpox aeiicTBUS 10BEPEHHOCTh HA MOJyYeHHe TOBAPHO — MaTepHAJIbHbIX LIEHHOCTEI
He MOKeT NMPeBbIIATH
1.10 nueit
2.15 nueint
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3.20 nuen
4.30 gueit
168 [loBepeHHOCTb HA MNOJlyYeHMEe TOBAPHO-MATepUasbHbIX LLeHHOCTEW BbliJAETCA B Koaudvectse

(HanucaTb cnosamn)gByx 3K3emnnﬂgaﬁ

168./loBepeHHOCTH NMOAPAa3/1eJsIIOTCA HA
1. OdunuanbHbIe U JTUYHBIC
2.CnyxeOHble ¥ MHIUBUIyabHbIC
3. byxranTtepckue u TUYHBIE
4.O¢dunnansHeie U cayxKeOHbIC
169.K cayxeOHBbIM TOKYMEHTAM KOH(PHIEHIIHAIBLHOT0 XapaKTepa OTHOCATCS JOKYMEHTHI,
coaep:kamue nuHpopmMaumno
1. JInuHoro Xapaxkrepa
2.3aKpBITOTO XapakTepa
3. CnyxeOHOTO XapaKkTepa
4. InquBUTyalIbHOTO XapakTepa
170.Bbigaua koHQUIEHIHATBHBIX JOKYMEHTOB BO BpeMEHHO€E M0JIb30BAHHE
NPOU3BOIUTCA
1.1lox pocnuck COTpyIHUKA
2.1lox pocrich pyKOBOAMUTENS
3.1lox pocriuch 3aMeCTUTENS PYKOBOIUTEIS
4.be3 pocrniucu
171.3asBaenus ¥ xaji00bl, He TPeOyIOIIMe JONOJTHUTEIBHOI0 H3YUYeHHs 00CTOATEIbCTB
pa3pemaioTcs
1.He no3anee 10 nHeit co AHS MOCTYIJICHUS
2.He no3anee 15 qHeil co AHS MOCTYIUICHUS
3.He mozanee 20 nHel co THS MOCTYIUICHUS
4.He nozauee 30 nHel co AHS MOCTYIICHUS
172.JIu4Hy10 OTBETCTBEHHOCTH 32 OPraHU3alUI0 PadoThl ¢ 00palIEeHUSIMH T'PAKIAH HECET
1.PaboTtHuK ciayx0b1 IOY
2.PaboTHHK OT/IeNa KaIpoB
3.PykoBoauTens opraHnuzanuu
4.cexperapb
173.Cpox XxpaHeHHs )KYPHAJI0B PerHCTPALMM COCTABJISIIOT
1.2 rona
2.3 roma
3.4 roma
4.5 ner
174.Cpok xpaHeHHUs IJIAHA CYETOB OYXTaJITEPCKOro yuéra
1.2 roxga
2.3 roma
3.4rona
4.5 ner
175.Cpox xpaHeHust 000pOTHBIX BeJOMOCTeil
1.2 rona
2.3 roma
3.4 roma
4.5 ner
176.Cpox xpaHeHUsl TOKJATHBIX H 00bSICHUTEIbHBIX 3aMTHCOK
1.2 roxma
2.3 roma
3.4ronma
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4.5 ner
177.11pu3Hak 3aBefieHUs e, KOTOPBIH HCNOJIb3YyeTCsl IPH (POPMHPOBAHNH JOKYMEHTOB
B Jes1a — 3TO
1. HomuHanbHbII IpU3HaK
2. CnyxeOHBbIN mpU3HaK
3. OdunumansHbIii TpU3HAK
4. InquBHUTyaJIbHBINA TTPU3HAK
178.B apXuBHOM NOMeEILEHUH PEKOMEH/1yeTCs MOA/1eP:KUBATh MOCTOSIHHYIO TeMIIepPaTypy
B Ipeaesax
1.10-20 rpagycoB
2.11-20 rpamxycoB
3.14-20 rpagycoB
4.18-20 rpamycoB
179.B apXuBHOM NOMeEIEHUH PEKOMEH/1yeTCs MOAIePKUBATH OTHOCUTEIBHYI0
BJIA’KHOCTh BO3/yXa
1.50-65%
2.60-70%
3.65-70%
4.60-80%
180.BbIcoTa cTe/ls1a:ka B ApXHBHOM NMOMEIIEHHH He 0JIKHA NPeBbIIIATh
1.1,5metpa
2.2,2metpa
3.2meTpa
4.2,5metpa
181.PaccTosiHMe OT MOJIA 10 HUKHEH MOJKH B ApXUBHOM IMOMeIIeHHH J0JIKHO ObITh He
MeHee
1.10-15cMm
2.15-20cm
3.20-25cMm
4.25-30cm
182.11IupuHa rJ1aBHBIX MPOXOA0B M1y CTeVIa’KaMU B AaPXHBHOM NMOMeIeHUH MOKeT
ObITH
1.1-1,2metpa
2.1-1,5metpa
3.1-1,8metpa
4.1-2metpa
183.1llupuHa HerJaBHBIX MPOXO0JA0B MEkK1Y CTe/VIa’KaMH B AapXHBHOM NOMeLeHUH
J0JIKHA OBITH He 0oJ1ee
1.70-80cMm
2.80-90cm
3.90-100cm
4.100-110cm
184.Oprrexnuka 31o
1. TexHUYeCKHE CPENICTBA, UCTIOIB3yEeMbIC B YIIPABICHUH U IETOTIPON3BOJICTBE
2. KomnbroTepsl
3. Dakc
4.TlepcoHanbHbIE KOMITBIOTEPHI
185./1esionpon3BoacTBO 15-17BB. yuéHble IOKYMEHTOBEIbI HA3bIBAIOT
1. ITpuka3HbIM J1€IONPOU3BOJCTBOM
2. KaHIenspcKkum JIeIonmpon3BOICTBOM
3. LlepKOBHBIM JIETIONIPOU3BOICTBOM
4. KoIeKTHBHBIM JIETIONTPOU3BOICTBOM
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186.Cucrema nesionpoun3BojacTBa B nepuoj npasiaenus Ierpa | monyuyuna naspanue
1. Konnexckoi
2. KaHuenspckou
3. KomnexktuBHOM
4. iepKOBHOM

187.11epBblii cTanaapT «/le10npou3BoACTBO U apXuBHOe Aej10. TepMHHBI U

onpeaejeHus» ObL1 BBEEH B JIeiiCTBUE B
1.1970r
2.1972r
3.1974r
4.1975r
188.EI'C/] 6b1i1a ono6pena Bnepsbie Komuterom no Hayke u texunke CCCP B
1.1972r
2.1974r
3.1973r
4.1978r
189.Bropas penakuusa EI'CJl nonyunna nazpanue EFC0Y B
1.1985r
2.1986r
3.1987r
4.1988r

190.11pyn HanMcaHMU MHOTO3HAYHBIX YK cesl MPOU3BOAUTCS FPYNNUPOBKA HX CIIPaBa

HAJIeBO 110

1. ise uudpor

2. Tpu uudpsr
3.Yetsipe uudpsl
4. 1Tate nudp

191.PexBu3ut «CchUIKa HA PerHCTPALMOHHBII HOMEP U ATy TOKYMEHTa) HCIO0JIb3yeTcs

TOJILKO B TeX BH/IaX JOKYMEHTOB, KOTOpPbIe SABJISIOTCS:
1. npocrbamu;

2. IIpUTTIAIICHUSIMU;

3. OTBETaMH Ha 3aIpoc;

4. peKoMeHIalUsIMH.

192.0cHOBHOIli TOKYMEHT 0 TPY/AOBOii 1eATEIbHOCTH U TPY0BOM CTa:Ke pa0OTHHKA — ITO:
1. nuyHoE 1eno;

2. TPYIIOBOH JIOTOBOD;
3. TpyJOBasi KHIKKA;
4. pestome.

193. KommepuecKkuii JOKYMeHT, IPeCTABISIOIMIA c000ii NpeAbsBIeHUEe NPeTeH3NH K
CTOpOHE, HAPYIIUBIIEH MPUHATHIE HA cedsl I0rOBOPHbIE 00S13aHHOCTH U TpeOoBaHHNe
BO3MelleHHs] YOBITKOB — 3TO:

1. odepra;

2. pekJiamanus;

3. TapaHTUIHOE TIHCHEMO);
4. CnyxebHoe MUChMO

194. 1lITaTHBIE pacIUCAHUS OPraHU3AIMHU 110 MECTY Pa3padoTKH U YTBEPKIeHUS
XpaHATCS:

1. mocTosHHO;
2. 10 ner;

3. 75 ner;
4.25 ner
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195. ConocTaBuTh TEPMUHBI M TIOHATHSI.

CucreMbl aBTOMATH3AIIUH JOKYMEHT0000pPOTA
KK JOKYMEHT MOXET XapaKTepU30BaThCS CI0KHONU COBOKYITHOCTBIO
CTPYKTYPHUPOBAHHBIX JaHHBIX

Cucrembl ynpaBJjieHUsi IOTOKOM padoT
DTO CUCTEMBI, NMO3BOJIAIOIINE ABTOMATU3UPOBATH CJIOKHBIE MHOTOIIIATOBBIE
AITOPUTMBI pabOTHI C IOKYMEHTAMU B OpraHU3aI1H.

3J16KTp0HHLIe APXUBbI JOKYMECHTOB
Cucremsbl OopraHru3alyi XpaHCHUA JOKYMEHTOB B 3JICKTPOHHOM BHUIC U UX IMOUCKA.

Cucrembl KOJUIEKTHBHOH 00padOTKH 10KYMEHTOB
HO3BOJISIOT FPYIIE NOIb30BATENENH KOMIIBIOTEPHOM CETH MapasuieNbHO paboTaTh Hall
OOIIMMH TOKyMEHTaMHU

198. BONbLLIMHCTBO OTEYECTBEHHbIX CUCTEM A,e/10MNPOU3BOACTBA U AOKYMEHTO060pOoTa 0AHOBPEMEHHO
npeAoCTaBAAT PYHKLUUK:

O6paboTKa 1 XxpaHeHWe AOKYMEHTOB: perMcTpaums

YnpaBneHve NoTokamu paboT (Nnepesaya AOKYMEHTOB MeXKAY UCNONHUTENAMM)
KOHTPOAb MCNONIHUTENbCKOM ANCLMNANHDI

MonCcK AOKYMEHTOB No aTpmMbyTam 1 NONHOTEKCTOBbIM NOUCK

PWNPE

199. ConocraBbTe (PyHKIMHU TOKYMEHTA.

JIOKYMEHT CO3/Iaf0T JUIsl COXpaHEHUS MHPOPMAITUH.
WNudopmanvonHas QyHKIHs

JOKYMEHT SIBJISIETCSI COITUAIBHO 3HAYMMBIM O0OBEKTOM, T.K. CBSI3aH C
OIIPEJICTICHHOW COIIMATBbHON TTOTPEOHOCTBIO.
ConuanbHas QyHKIUSA

JIOKyMEHT BBICTYIIA€T CPEJICTBOM CBSI3U MEXK]y OPTaHH3aLUSIMH U .
00LIECTBEHHBIMU OpraHaMU
KommyHukaTuBHAs QyHKIHS

JOKYMEHT SIBJISIETCSI HHCTPYMEHTOM YIPaBI€HUS, TOCKOJIbKY CIIEUAIBHO CO3/1aH
JI 5TOH IIEIH.
VYnpasiendyeckas QyHKIUSA

200. ConocTaBUTH TEPMUHBI M IOHATHSA.

THogmmHHUK
JIOKYMEHT, OTPeIaKTUPOBAHHBIN COOTBETCTBYIOIIUM 00pa3oM, 0(OPMIICHHBIN U
IO CAHHBIH.
Konus
TOJTHOE BOCIIPOM3BEICHUE BCEX PEKBU3UTOB MOJJIMHHOTO JOKYMEHTA.
Jy6mukat

BTOPHUYHO BOCHpOHSB@)I&HHBIfI JOKYMCHT, LCJINKOM, HOBTOpSIIOH_[I/Iﬁ IOAJIMHHHK,
0OBIYHO ,Z[}/6J'II/IKE[T BbIIAIOT B3aMCH YTPAUCHHOI'O IMOJJIMHHHUKA.

Brinucka
4acTh KOMUU JOKYMEHTA, HY>KHas 1 paboThl
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201.Unacnexuuss MuHucTepeTBa no Hajgoram u coopam P® mno r. 'nazoBy YP noarorosuiia
NMPHUKa3 00 yTBePKIeHUN UTOTOB aTTeCTAllMU BO HcNoTHeHue YKa3a [lpe3unenrta
Poccuiickoii @enepaunu «O0 yrBep:KIeHUN MOJT0KEHUA 0 KJIACCHBIX YMHAX
rocyapcTBeHHbIX ciay:kammx» ot 19.07.2001 Ne 876. B npuka3ze cogep:kaauch
cJeaylue MYHKTHI: 0 NPU3HAHUM Pe3y/IbTATOB ATTeCTAUNN COTPYAHUKOB HHCIIEKIUN
corjiacHO I10/107keHUI0 0 KIACCHBIX YHHAX U MPOTOKOJIY 3aCeJaHU aTTeCTAllMOHHOMI
KOMMCCUM; 00 YTBEPKIE€HNH UTOT0B aTTeCTAUMU. 3aMeCTUTE 0 PYKOBOAUTEJS
uHcnexkuuu B.P.KiieMeHTbeBO# OPYYaJI0Ch BHECTH COOTBETCTBYIOLIME U3MEHECHUSA B
IITATHOE pacnucanre HHCNeKuuu. KoHTpoJIb HCIIOJIHEHUS IPUKA3a BO3JI0KEH HA
HavaJbHHUKA oTena KaapoB A.C.Cyxux. Ilpuka3 noanucan pykoBoauresiemMm
uHcnekunu MHC P® coBeTHUKOM Has10roBoii ¢ixy:k0b1 1 panra H./I.BocTpenosbim. Ha
NMPHUKa3e UMEITCS BU3bI INIABHOT0 OyXrajrepa u npejaceaareis aTrrecTalinOHHOM
KoMHccUH. Ubeil moanucH He XBaTaeT HA JOKYMeHTe?
1. HauanpHuka oTaena Kaapos;
2. 3aMecTUTeIs] HHCISKIINH;
3. PykoBoauTens NpoBEPKY;
4. Ha npukase ecTb Bce HEOOXOIUMBIE TIOJIITHCH;
202. CornacHo pgorosopa N33 ot 05.11.03 Ha nocTaBky oborpeBatenbHbiX Npubopos pupma «
MepKypuit» oba3aHa 6bina noctaButb pupme «CeneHa» B 1 KBaptane 2013r ToBap Ha 06LLyI0 cymmy
500 mnH. py6. ®akTnueckm B 1 KBapTane 2013r. pupme «CeneHa» 6bi210 NOCTABAEHO TOBapa Ha Cymmy
300 mnH. py6.Ha ocHoBaHuM n.9.1. goroBopa NOCTaBKM 32 NPOCPOUKY NOCTAaBKM ToBapa MocTaBLUK B
30-AHeBHbIN CPOK 0653aH BbINAATUTDL WITPad B pa3mepe 20% OT CTOMMOCTU He NOCTaB/IEHHOrO TOBapa.

LWtpadHana caHKuna opopmneHa 4OKYMEHTOM [NpeTeH3us

203. B 3A0 «CeneHa» npoBegeHa NnpoBepKa paboTbl 0OTAENA MAaPKETUHIA MO OKAa3aHUIO NNIATHbIX YCAYT.
Komuccua B coctaBe 3amecTUTeNs AUPEKTOpa, FN. byxrantepa U HavyaZlbHUKA OTAeNa MApPKeTUHra B
Xoge npoBepKu o6Hapy)Xuna HapyweHus B odopmaeHUM AaHHOW AOKymeHTauuum byayr
npeAacrassieHbl CAHKUMKU. OpopmaeHmne Kakux 4OKYMeEHTOB 6b1J10 HapyLueHo?

1. TIpuxa3 Ha OKa3zaHUE YCIIYT, BEAOMOCTH Ha OIUIATy YCIIyT

2. Ilpuka3 Ha okazaHue yCIyr, IPETEH3MOHHOE MHCHhMO, BEIOMOCTh HAa OIUIATY, IUTATHOE
pacnucaHue

3. JluynHas xapTouka, MpUKa3 O MpuemMe Ha paboTy

4. Tlpuka3 Ha OKa3aHHM YCIIyT, BEOMOCTb Ha OIUIATy YCIIyT, OTYETHAas JOKYMEHTAIIUs

204. Ha ocHOBaHMM UCCNef0BaHUA OTAE/I0M MapKeTUHra KOHBHOHKTYPbl pbiHKa cObiTa NpoAyKuuu
3A0 «CeneHa» npeacTaBUIa BO3MOXHOCTb 3aK/AKOUUTb PAA BbIFrOAHbIX KOHTPaKTOB.HauanbHUK
oTAena MapKeTUHra pewua noowputb BeAyMUX COTPYAHUKOB MPEeMUaNbHbIMU BbINJaaTaMu K

6anxkaiiwei 3apnnarte. Bug pokymeHrta NpuvKa3s o0 noowpeHnn

205. Mo BuHe 6yxrantepun cotpygHukam 3A0 «CeneHa» B TeKywem mecAue 6bina 3agepraHa
Bbinnarta 3apabotHoi nnatbl. FNaBHbIN Byxrantep uHpopmupyet gupektopa 3A0 0 ToMm, UTO 3aaepKKa
HaZIMYHOCTU 6blna cBA3aHa C ono3gaHMem Ha cyeT 3A0 AEHEXKHbIX CpeacTB OT NpeanpuUATUA-
napTHepoB. Kakum foKymeHTOM Byxrantep o6bACHUT 3a4epXKKy 3apaboTHoM naatbl?

Cn!)KEGHaﬂ 3anuckKa

206. B 3A0 «CeJjiena» cocTosjioch 3aceqanue npasenus. [loBecTka qus Obljia MOCBsilEeHA
paclIMpPeHuIo 0T/Ae1a MapKeTHHra ¢pupmbl. B ¢BSI3H ¢ 3TUM BO3HHUKJIA
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He00X0JUMOCTh BHECTH U3MEeHEHHsI B IITATHOE PACICAHUe COTPYIHUKOB (PpMPMBI, a TaK:Ke
pa3o0paTh HOBbIE [0JKHOCTHbIe HMHCTPYKIIMM Ha BBeJeHHE B OTAeJ] MAapKeTHHIra
JOJLKHOCTH MeHe/:Kepa @0 peKJaMe H PeKJIaMHOro areHta. B Kkakom [gokymeHTe

YTBEPKACHA MOBECTKA AHSA. IIpoToK0.J

207. Mpoponxu npeanoxkeHus. AsTobuorpadus sto-

1. NocnenoBaTeNbHO MU310XKEHHAA HA BYMAXKHOM HOCUTENIN KU3Hb YeN0BEKA

2. NocnepoBaTeIbHO U3N0XKEHHAA Ha BYMarKHOM M UMPPOBOM HOCUTENN KU3Hb YENOBEKA
3. MocnepoBaTenibHO U3/10XKEHHble GaKTbl TPYA0BOM U y4ebHOM AeATeIbHOCTH

4. NocnenoBaTenbHO U30XKeHHbIE PpaKTbl TPYA0BON AEATENBHOCTU

208. Mpoponun npepgnoxeHusa. ABTOMaTMyecKuii BBog, Tekcta Ha MK ocywecrsnserca ¢
nomoLLbo

1. npuHTEepa

2 ckaHepa
3.Knasmartybl

4. MpIIH
209. NMpopaonu npepnoxeHua. Apxms npeanpuATUA co3aaeTca ana

XpaHeHus CIIMCAaHHOW JOKYMEHTAIUU
XpaHeHus 10001 JOKyMEHTAIIMH

XpaHeHne IIPUKa30B

XpaHeHue nokymeHTanuu yreepxkaeHHoi 'OCT

AN

210. Npopgonxu npeanokeHus. B aMuHoe aeno He BKAKOYAIOTCA
1. CBegeHus ob oTnyckax
2. CBegeHWA 0 KOMAaHAMPOBKaX
3. CBeaeHuna o nepesoae
4.CBefileHNss O CEMENHOM MONOXKEHUN

211. B nucbme-npurnalieHnm o6beguHeHUa «IKCNOLEHTPY, C NpeasioXKeHUemM NPUHATb yyacTue B
pOCcUiicKo BbICTaBKe Ha MeXKAYHApPOAHOI MmeXKoTpacneso apmapke B r. Usmup (Typuma), Kotopas
6yaetr npoxogutb ¢ 20 HOA6pA no 10 aekabpa 2012 r. ITa ApMapKa ABAAETCA OAHUM U3 KPYNHEMNLWunX
TOProBbix MmeponpuATuii ctpaH CpepHero u bamxkHero BocToKa. B TeKcTe Hag0 yKasaTb, UTo...

1. yyacTue B 3TOIM ApMapKe NO3BO/IAET LWWMPOKO NPeAcTaBUTb IKCNOPTHYIO NPOAYKLMUIO
opraHusauum

2. npoAaatb €CTb BO3SMOXHOCTb MPOAaTb 3KCNOHATbI CO CTEHAaQ,

3 MPOJIaTh €CTh BO3MOXXHOCTh U3YYUTh OCOOCHHOCTH PBHIHKA, OOMEHSTHCS C IPYTUMHU
YY4aCTHUKAMU SPMApKH HAyYHO-TEXHUYECKOW WHGOpMaIMedl W 3aKIIOYUTHh BBITOJHBIC
CIEIIKH.
4 Bce oTBeThI BepHBI

212 duamnan 000 «Pocrocctpax-MoBomkbe» - FnaBHoe ynpasaeHue no Apocnasckoi obnactm umeer

CTpaxoBoii otaen B r.JaHunose HauanbHUK 3Toro otaena C.A. MneTHeBa U3gana NpUKas 0 Ha3HauYeHUM
MHCNEKLUMOHHOWM rpynnbl A4NA NPOBEAEHUA CBEPKU AAHHbIX BYXraaTepcKoro u onepayMoOHHOro yyeTa 3a
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nepsblii KBapTan TeKyLiero roga. CBepKa NnpoBoAUTCA B COOTBETCTBUM € nucbmom 000 «Pocrocctpax-
Nosonxkbe» Ne 09-07/8 ot 19 anpena TeKyuwiero roga «O nposBegeHUU NMUAOTHON CBEPKU AaHHbIX
6yXrantepcKoro U onepauMoOHHOro yyeta 3a MepBblii KBApTaa», B COCTaB MHCMNEKLUOHHOM rpynnbi
BK/IloUeHbl 6yxrantep CyHuoBa J1.A. 1 onepaumoHuct YepemHbix H.B. Ha npukase 6yger noanuco:

1. oyxranrepa Cynnosa JI.A. u onepanuonucra Yepemusix H.B
2. Hauanbnauka otaena C.A. [lnetHeBa
3. T'maBHOrO ymnpaBieHUs
4. Cynuosa JLA.
213. B cooTBETCTBMH C NPHHIMIIOM HENPEPLIBHOCTH| IVIAHMPOBAHHE PACCMATPUBAETCH He
KaK eIMHUYHBIN aKT, 2 KAK MOCTOSIHHO MOBTOPSOIIUIiCS MPOLECC, B pAMKaX KOTOPOro Bce
TeKyllUe IUIaHbI pa3padaThbIBAlOTCH € Y4eTOM BbINOJHEHUS] NMPOULIBIX U TOr0, YTO OHU
MOCJIY’KAT OCHOBOM COCTaBJIeHHS IUIAHOB B Oyayliem.
214. YkaxkuTe NPaBWIbHYI0 XPOHOJIOTHIO 1€JIONPOU3BOACTBA:

1970
[TepBsiit cTannapT «/lenonpon3BOACTBO U apXUBHOE AEIIO.
1973
EI'C/] 6b11a ogo6pena Briepsie KomutetoMm no Hayke u Texuuke CCCP.
1988
Bropas penakuus EI'CJ] nonyuuna nazBanue EI'CIIOY
15-17 BB.

HpI/IKa3HOC ACJIOIIPOU3BOCTBO

214. 1OY B opraHM3anusix OCyHIeCTBJISIETCSl CIeLCJay:k00ii, TeiicTBylolell Ha mpaBax
CaMOCTOAITEJILHOTO CTPYKTYPHOIO MoOApa3JejieHusi, OHA MOTYHHSETCSH \PVKOBOHI/ITCJ‘IIO|
OpraHu3anuu
215. CioBo «I0OKyMeHT» B IiepeBoje C JiaT. O3Ha4aeT «CBHIETEIBLCTBOY, «CIOCOG
0KA3aTeJIbCTBa»

216. ConocTraBbTe TEPMUHBI M IOHATHSA:

Cucrema AOKYMCHTAaIlUu -
COBOKYITHOCTBH B3aMMOCBA3aHHBIX TOKYMCHTOB, IPUMCHSACMEIX B OHpGI[CJ'ICHHOfI
ACATCIIBHOCTH..

@OYHKIMOHATbHBIE CUCTEMBI IOKYMEHTALUN —
3TO OPraHU3aLMOHHO-PACIIOPSAAUTENbHAS, INIAHOBAsI, OTYETHO-CTaTUCTUUYECKAS,
(uHaHCUpPOBAaHUE MATEPUAIBHO-TEXHUYECKOTO CHA0KEHUS .

Ortpacnessle -
CUCTEMBI IOKYMEHTAIH, OTPAKAIOIIKE AESITEIbHOCTh OPraHOB OTPACIEBOTO
yTpaByieHUs] (MUHHCTp, BEOMCTBO OTPACIEBBIX yIPaBJIECHUIN)

YHuduupoBanHas cuctema - .
3TO CHCTEMa JOKYMEHTAIUH, CO3/IaHHasl [0 €JMHBIM MIPABUJIaM U TPeOOBaHUSM,
coJieprkaiiasi HHpopMaIio, HEOOXOAUMYIO JJIsl YIIPaBICHUS B ONpe/ieJIeHHON cdepe
NeSITeTbHOCTH.

217. [FOpuamueckyio| (pYHKIMIO HeceT NOKYMEHT, KOTOPbIii HCHOJb3YyeTCsl B KayecTBe
JA0Ka3aTeIbCTBA NIPH PellIeHUH CIHOPHBIX BOIIPOCOB.
218. B 371eKTpPOHHOM MICHTH(PUKALUU JOKYMEHTA COACPKUTCH Kozt opranm3anuyl

219. Ilpuxka3 (pacnmopsizkeHue) 0 mnpueMe pa0OTHHKA Ha padory, ecau odopmiieHue
NMPOU3BOAUTCH MHAMBUAYAJIbHO, OpopMIIsieTcs: Mo VHHpUIIpPOBaHHOI |([)0pMe.
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220. . Knaccudukauus 1no BUJIaM BKJIIOYAET B ce0sl TUTIOBbIE, IPUMEPHbIE,
WHANBHYaJIbHbIE, TPadapeTHbIe| JOKYMEHThI 00beIMHEHbIe B OJHY IPYIILy

6. LLIKkana oueHKM 06pa3oBaTeNbHbIX JOCTUXKEHUI

bannbi KauectBeHHasn oueHKa KonnuecrBeHHasa oueHKa
91-100 OT/INYHO «5»
76-90 XopoLo «4»
61-75 YA0BNEeTBOPUTENbHO «3»
meHee 61 Hey40BNETBOPUTENBHO «2»
6onee 61 3a4TeHO
meHee 61 He 3a4TeHo

7. UHpopmaumoHHOe obecneyeHue peannsaLmum NPOrpammol

Ona peanusaumm nporpammbl 6MbnMOTEYHBbIN GOHA 0bOpa3oBaTenbHOW OpraHM3auuM MmeeT

nevyaTtHble M/MI’IM 9/1EKTPOHHbIE o6pa303aTeanble n MH(I)OpMaLI,MOHHbIe PecypcCbl, pekomeHayemble AnA

MCNO21b30BaHUA B o6pa303aTean0N\ npouecce

OcHoeHasa aumepamypa

3. Jloponuna JI.A. JIOKyMEHTAITMOHHOE OOECIIEYeHUE YIPABICHUS: YICOHUK U MPAKTHKYM
s CIIO /JILA.  Jloponmna.- M. : Mza-Bo "FOpaiit", 2018.-233c. https://biblio-

online.ru/bcode/

4. bacakoB M.U. [lenonpusBoactBo (JlokymeHTanmonHoe oOecrieueHue YIpaBiIeHuUs):
yaueOnuk st CITIO /M. U. bacakos, O. U. 3amsbirkosa.- PoctoB u/l.: ®enukc, 2017.-

375c. https://book.ru/book/932044

Dnexmponnsvie pecypcol:
Elibrary (H3B) htpp://elibrary.ru

OBbC «BOOK.RU» https://www.book.ru
OBC «IOpaiit» www.biblio-online.ru

. OBC «Jlanp» e.lanbook.com

10. CINC «KoHcynbTaHT nt0C»

© 0N

AonoaHumensHaa aumepamypa:

4. T'pozosa O. C. Jlemonpou3BOACTBO : yueOHOE Mmocodue Jisg cpemHero mpodecCHoHaTbHOTO
obopazoBanust / O. C. I'pozoBa. — M.: IOpaiir, 2019. — 126 c. https://biblio-

online.ru/bcode/438791
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5. KysuwenoB WM. H. JlokymeHTanmmoHHOEe oOecmieueHue ympaBieHus. J[OKyMeHTooOOpoT u
JIeNTOTIPOU3BOICTBO : y4EOHUK M MIPAKTUKYM ISl CPEAHET0 MPodecCHOHANIBHOT0 00pa30BaHuUs
/ Y. H. Ky3nenoB. — 3-e u3., nepepad. u gom. — M.: FOpaiit, 2019. — 462 c. https://biblio-
online.ru/bcode/433861

6. Ilysanosa H. H. JlokymeHTanmonHoe o0ecriedeHrne yupapiaeHus ;| YI€OHUK U PAKTUKYM JIJIst
cpennero npodeccuoHanpbHoro oopazosanus / H. H. lllyeanosa. — M.: [Opaiir, 2019. — 221
c. https://biblio-online.ru/bcode/433679
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