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1. ITACIIOPT
pado4eld mporpaMmbl y4eOHOM TUCHUILIUHBI

JIOKyMEHTaIlMOHHOE 00eCTIeYeHNE YIPABICHHUS
[Hazeanue oucyuniunvl 6 coomeemcemeuu ¢ 8 coomeemcmesuu ¢ PIOC]

1.1. Ob6saacTb npuMeHeHus: padodeil MPOrpaMMsbl y4eOHOM IMCHUIIIMHBI

Pabovas mporpamma ydeOHOH IMCHHUIUTUHBI SBIISETCS YacTbI0O OCHOBHOW MPO(ecCHOHAIBHOM
oOpa3zoBaTesbHOM mporpamMmel B cootBeTcTBrE ¢ @T'OC CI1O
0 CIIEIUATBHOCTU [ 39.02.01 | | Coumanbnas paGora

[xon] [HamMeHOBaHMe cIEMAILHOCTH OJIHOCTBIO)

Pabouas mporpamma y4eOHOM IUCHUIUIMHBI MOXKET OBITh HCIIOJIb30BaHA

TOJIBKO B paMKax peanmsamuu crenpansHoctd | 39.02.01 | | Cormanpras pa6ora |
[r00] [Haumenosanue cneyuanvrocmu nornocmoio]
B JIONOJHUTEIHHOM MpOo(decCHOHAIEHOM O0O0pa30BaHUM MPH peaju3alMd MPOTPaMM TOBBIIICHH:

KBaJ'[I/ICbI/IKaI_[I/II/I " IEpCIoATOTOBKHN

39.02.01 ConmanbHas padoTa

[yKazamo HanpaeneHHocmy NPOSPAMM NOGLIUEHUS KEATUPUKAYUU U [ro0] [Haumenosanue cneyuanvrocmu nornocmoro]
nepenoozomosexu]
MIPH OCBOEHHH TIpodeccuu pabovero [ 39.02.01 | | Conmanpnas pa6ora |
[ro0] [naumenosanue npogheccuu nonnocmoio]
B pamkax crenuainbHoctu CI1O | 39.02.01 | | ConuanbHas paboTa |
[x00] [Haumenosanue cneyuanvrnocmu noanocmoio]

1.2 MecTto  y4yeOHOIl  AUCHUILVIMHBI B  CTPYKType  OCHOBHOWM

npodeccuoHaIbLHONH 00pa3oBaTeJIbHOM NMPOrpaMMbl
JlanHas yaeOHast JUCIUTIIINHA BXOJIUT:

B 00s13aTenbHyI0 YacTh 1uki0B OITOIT | O6menpodeccrnoHaabHbIE TUCIUIUIAHBI |

B BapuaTUBHYIO yacTh nukioB OITOIT | |

[nHaumenosanue yuxna 6 coomsemcmeuu ¢ @I'OC]

1.3. Heau n 3agaum y4eOHOM NMCHUIJIMHBI — TPeOOBAaHMS K pe3yJibTaTaM
OCBOECHMS Y4eOHOM IMCHUNINHBI:

PaGouass mporpamma y4eOHON IUCHMIUIMHBI OPUEHTHpPOBAHA HAa JOCTHIKEHHE CIEAYIOIIeH
LIETU:

JaTb 6y,HyH_II/IM ClICHUAINCTaM TCOPCTUYCCKHUEC 3HAHUA U 00eCIeYnuTh OCBOECHHE CTYACHTaAMU
MPAaKTUYCCKUMHU HaABBIKaMU 110 ACJIOIIPOU3BOACTBY, OICPpUPYEMbIMU B COBPEMCHHBIX
YCJIOBHUAX 00beKTaMHU Pa3JIM4YHOI'0 YPOBHA U OTpaCHeBOﬁ MIPUHAJICIKHOCTH.

B pe3synbraTe ocBOeHUs yUeOHON JUCHUIUIMHBI 00Y4aroLUiics TOIDKEH:

3HAMb/NOHUMAMDb:
IIOHATHUEC, OCIH, 3a4a4YU U HpI/IHI_II/IHBI ,Z[OKYMGHTaLII/IOHHOFO O6CCHC‘{CHI/I${ praBJ'IeHI/IH;

OCHOBHBIC IMTOHATUA JOKYMCHTALITMOHHOT'O oOecrieueHust YIIpaBJICHUSA

CUCTCMBI IOKYMCHTAIITMOHHOT'O oOecrieueHust YIIPpaBJICHHUA,

Knaccn(bmcaumo JOKYMCHTOB;

akrwndE

TpC6OBaHI/I${ K COCTaBJICHUIO U O(I)OpMJICHI/IIO JAOKYMCHTOB;




6. OpraHu3aIuIo TOKyMEHTO000poTa: prueM, 00paboTKy, pErUCTPaAIUI0, KOHTPOJIb, XpaHEHHE
JOKYMEHTOB, HOMEHKJIATypy Jel

ymembv:
0(GOPMIIATH JOKYMEHTAIMIO B COOTBETCTBHH C HOPMAaTHUBHOMN 0a30ii, B T.4. HCIIOJIB3YS
MH(GOPMAIMOHHBIE TEXHOJIOTHH,

YHH(DUIIMPOBATH CUCTEMBI IOKYMEHTAIINH;

=

OCYIICCTBJIATH XPAaHCHHUEC U ITOUCK JOKYMCHTOB;

OCYILIECTBJISATH aBTOMATU3aLIMI0 00pabOTKH TOKYMEHTOB;

ok wn

HCII0JIb30BATh TCICKOMMYHUKAITMOHHBIC TCXHOJIOTHU B 3JICKTPOHHOM IIOKYMCHTOO6OPOTC;

Kypc «JlokymeHTannoHHOe oOecreyeHre YOpaBlIE€HUs»  TO3BOJSET  CPOPMUPOBATH
CJICAYIOIINE KOMIIETEHIINH:

Kon HaumeHnoBaHue 001X KOMIIeTeH M

OK2 Oprann3oBbIBaTh COOCTBEHHYIO JACSTEIBHOCTh, OMNPEACNATh METOAbl M  CIIOCOOBI
BBITIOJIHEHUS PO ECCHOHATIBHBIX 3a/1a4, OLIEHUBATh X 3((EKTUBHOCTh U KAYECTBO

OK 4 Ocy1iecTBiATh MOUCK, aHAJIU3 U OLEHKY MHPOpMAIMU, HEOOXOAUMOMN ISl IOCTAHOBKHU U
peuieHus npodeccnoHalIbHBIX 3aj1a4, TPo(eCCHOHAaIbHOTO U JMYHOCTHOTO Pa3BUTHS

OK 5 Hcnons3oBarts MH(OPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH JUTS
COBEPUICHCTBOBAHUSI MPOPECCUOHAIBHOMN 1eATEIbHOCTH

OK 9 BBITE TOTOBBIM K CMEHE TEXHOJIOTUH B MPO(EeCCHOHANBHON AESITETbHOCTH

B  pesymbrare  ocBoeHHMs  y4eOHOW — JUCHMIUIMHBI  OOYyYaromIuics  JTOJDKEH — 00manath
podeCcCHOHATBHBIMU KOMIICTCHIIUSIMK, COOTBETCTBYIOIIIMMH OCHOBHBIM BHJIaM TPO(QECCHOHATBHON
ESITEILHOCTH:

\ 5.4.1. CoumanbHas paboTa ¢ JUIlaMH TTOKHIJIOTO BO3pacTa U MHBATUIAMHU

[HanMeHOBaHUe BHAA NPO(decCHOHATLHOI AesATeIbHOCTH]

[IK 1.1 | dunarnoctupoBate T)KC y uIl NOKUIOTO BO3pacTa U HHBAIUIOB C ONIPEACICHUEM BUIOB
HEOOX0IMMOH ITOMOIIH

IIK 1.2 | KoopauaupoBaTh paboTy MO COMHMAIBHO-OBITOBOMY OOCITYKUBAHHIO KIIMEHTA

[IK 1.3 | OcyiiecTBaATh COMAIbHBIN MAaTPOHAT KJIMEHTA, B TOM YUCJIE COACHCTBOBATh B OKa3aHUU
MEJIMKO-COITMAILHOTO aTPOHAXKA

IIK 1.4 | Co3maBaTh HEOOXOIWUMBIE YCIOBHUS IS aganTallid M COLMAIBLHON peaOMIMTAlMK JTUIAM
TTOKUJIOTO BO3PACcTa U MHBAJINIAM

[IK 1.5 | IIpoBoauth mpo¢uiIakTUKy BO3HUKHOBEHUS HOBBIX T)KC y nuIl moxuioro Bo3pacta u
WHBAJUJIOB

[nepeyeHb NpogeccHOHATbHBIX KOMIETeHIUIi]

5.4.2. CoumanbHas paboTa ¢ CEMbEH U JIETHMHU.

[HanMeHoBaHuUe BHAA NPOdecCHOHATBHO AeATeILHOCTH]

IIK 2.1 | JlmarnoctupoBath T)KC ceMbH U JIeTel C ONpeaeIieHHeM BUI0B HEOOX0IMMON TOMOIITH

I1K 2.2 | KoopaunupoBaTs padoty no npeodbpazoanuto TXKC B cembe U y nereit

I1K 2.3 | OcymecTBisaTh naTpoHat ceMmeit u aerei, Haxosuuxcs B TXKC (conpoBoskaeHue,
OTIEKYHCTBO, IONEYUTEIBCTBO, TATPOHAK)

IIK 2.4 | Co3nmaBaTh HEOOXOAUMBIE YCIOBHS JUTSI alaTAllK U COIMATIbHOM peaduInTaluy Pa3IndHbIX
THIIOB ceMel 1 aerer, Haxomsamuxcs B TOKC

I1IK 2.5 | IIpoBoanTh npodunakTuky Bo3HUKHOBeHUs HOBBIX TOKC B pa3inyHbIX THIAX ceMel U 'y
JeTen

[mepeyeHb npogeccHOHATBHBIX KOMMETeHIMii]

5.4.3. ConmanbHast paboTa ¢ JIMIAMH U3 TPYII PUCKA, OKa3aBIIMMUCS B TPYAHOH JKU3HEHHON
CUTYalluu

[HanveHoBaHue BHAAa PO ECCHOHATHHON IeATEIbHOCTH]

IIK 3.1 ‘ Juarnoctuposats TOKC y nun u3 rpynn pucka
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I1K 3.2 | KoopaunupoBaTs padoty no npeodpazoanuto TXKC y nuil u3 rpynm pucka

[IK 3.3 | OcyiecTBaATh MaTpOHAT JIUILL U3 TPYIII PUCKA (COMTPOBOXK/IEHUE, OTIEKYHCTBO,
MOTEYUTENILCTBO, MATPOHAXK)

I1IK 3.4 | Co3znaBatb HEOOXOAUMBIE YCIIOBUS ISl AN TAlUN U COLMATBHONW PeaOUINTALNH JIUI] U3
IpyI pUCKa

I1K 3.5 | [IpoBoauTh npodunakTuky BosHUKHOBeHHsI HOBBIX T)KC y nui u3 rpymnm pucka

[nepeyeHb NpogeccHOHATBHBIX KOMMETeHIHIi]

1.4. PexoMeHayemMoe KOJHYECTBO 4YacOB HAa OCBOCHHME NPHMEpPHOi
NporpaMmbl y4eOHOH JUCHUIIMHBI:

BCEro 4acos | 81 | B ToM umCIe
MaKCHMaJIbHOW yueOHON Harpy3Kku oOydarouierocs | 81 | 4acoB, B TOM YHUCJIE
00s13aTeIbHOM ayAUTOPHON YU4eOHOM HArpy3Ku 00yJaronierocs | 54 | 9acoB,
CaMOCTOSITEILHON Pab0OThI 00yUaroIIerocs | 27 | YacoB;

[Konuuecmso wacoe BHOCUMCS 6 COOMBEMCMBUU C PADOUUM YUEOHBIM NIAHOM CREYUATbHOCTU]




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCHUILINHBI
2.1. O0bem yueOHOM JUCHUIIMHBI M BUBI Y4e0HOH padoThl

Ne Bup yyeOHol padoThI O0bem
4acoB
1 | MakcumanbHas yueOHasi Harpy3ka (Bcero) 81
2 | O0s3aTenbHas ayquTopHas yueOHas Harpyska (Bcero) 54
B TOM YHCIIE:
2.1 | nabGopaTtopHbie pabOThI
2.2 | IpaKTUYECKUE 3aHSITHS 15
2.3 | nexuuu 39
3 ‘ CamocTosrenbHas pabota o0yuaronierocs (BCero) 27
B TOM YHUCJIE:
3.1 | PedpepupoBanue u BBINOITHEHHUE TOKIAI0B
3.2 | Pa3paboTka mamsToK
3.3 | U3yuenue HOpPMATHBHO-IPABOBOTIO OOECIIECUECHHUS
JIEJIONTPOU3BOJICTBA
3.4 | Ananus HOPMAaTUBHO-TIPAaBOBOM 0a3bl, periiaMeHTUPYIOIICH
paboTy ¢ TOKYMEHTaMH
Ykazviearomes opyaue 6uovl camocmosmenvrol pabomul npu ux HAAUYUY
Urorosas arrecranus B popme auddepeHnpoBaHHOrO 3a4eTa 5
CEMECTD
Utoro 81




2.2. TeMaTH4YeCKUH IVIAH U COiEP:KaHHUE YYeOHOM JMCIUIIMHBI
JIOKyMEHTallMOHHOE 00€CIIEYeHNE YIIPABICHUS

Homep pa3jienoB u tem HaumeHoBaHMe pa3/iejioB U TeM Oo0BeMm YpoBenbr | @opmupyembie
Coaepsxanue yueOHOro MaTepuaJa; JadopaTopHblie 4acoB OCBOeHHS | KOMIETCHIMU
PaGoTHI M MPAKTHYECKHE 3AHATHS; CAMOCTOSITebHAS (OK, IIK)
padora o0yuarommxcst
(ecnu npedycmompenvi)

1 2 3 4

Paznen 1.
I[OKyMeHTI/IpOBaHI/Ie
JCATCIBHOCTU
NPEAIPUITHSL.

BBenenue «JlokyMeHTaIMOHHOE 00eCIIeUeHUE YIIPABICHUM KaK 0K 2,4,5,9
yueOHas TUCLHUILIMHA, €€ 1eNb U 3amaun. CBs3b C 2
JPYTUMH Y4EeOHBIMH JUCITUTUTHHAMHM U 00JIACTSIMU
3HaHWH. 3HaUYEeHUE NUCHUIUIMHBI B CUCTEME TTOJITOTOBKU
CIIEIMaJINCTa TI0 COIMAIILHOM padoTe.

Tema 1.1. TTonsiTre 0 5

JIETIOTIPOU3BO/ICTBE. Cozepkanue yueOHOrO MaTepuaia

1 | IlousTue, menu, 3aJa4d U IPUHITUTIBI 2
JICITOTIPOM3BOICTBA. 3HAUCHHE JCTIONPOU3BOICTBA
B JIEATEILHOCTH CIEIMATUCTA 10 COLMAILHOM
pabote. OCHOBHbIE MOHATHS JIOKYMEHTAIIMOHHOT'O
obecneuenus ynpasieHus. Knaccudukarms
JIOKyMEHTOB.

2 | Hopwms! u npaBuia oopMiIeHns JOKYMEHTOB. 2
CocraB peKBU3HUTOB JOKYMEHTOB. biaHku
JOKYMEHTOB H MX BUIBL TpeGoBaHMS K
M3TOTOBJICHHUIO TOKYMCHTOB.

3 2

JlaGopaTopHbie
paboTsl

[pakrrueckue 1.0dopmiieHre OTaenbHBIX 2
3aHATHUA PEKBU3UTOB IOKYMEHTOB.
2. Pedepar o teme:
«J1enonpon3BoACTBO U €ro
craHoBieHue B Poccum»

Kontponsusie
paboThI

CaMocrosiTenpHas N3ydenne HOpMaTHBHO- 5
pabota cTyneHTOB TIPaBOBOTO 00ECIICYCHHUS
JIeTIONIPOH3BOJICTBA.

Tema 1.2. CucreMsl 7

JOKyMEHTaIlHH. Coneprkanue yaeOHOro MaTepuaia

1 | Cucrema opraHHU3aIIMOHHO-TIPABOBOI 1 0K 2,4,5,9
JoKyMeHTaluu. HazHauenue u cocras
OpraHMU3aIOHHO-TIPAaBOBOM JIOKYMEHTALIUH.

2 | Cucrema pacnopsiiNTEIbHON TOKYMEHTALIUH. 3
HopmatuBHBII XapakTep pacnopsIuTeNbHbBIX
JOKyMEHTOB.

3 | Cucrema cipaBOo9YHO-HH(OPMALIIOHHON 3
JnokymeHTanud. HazHaueHue u coctas
UH(OPMAIIMOHHOCTIPABOYHOW TOKYMEHTALIUH.

4 | Tlepermucka. OOmIas XxapakTepUCTHKA CIy>KeOHON 3
TepenycK. Pa3HOBUIHOCTH CITY)KEOHBIX MHCEM.

JlaGopaTopHbIie
paboTsI

IIpakTHueckue CocraBnenue n opopMIICHHE 4
3aHATHUS JIOKyMEHTOB B COOTBETCTBHH C




HOpPMaTHBHOH 0a30#.

Kontponsnsie
paboTHI

CaMocTosTelbHas
pabora cTyneHToB

Pedepar no Temam:

1. CocraBnenue u opopmileHHE
00pa3IoB OpraHU3aIUOHHO-
MPaBOBOH JOKYMEHTAIIUH.

2. CocraBienue 1 ohopMIICHUE
00pas3IoB pacopsAUTENbHOMH
JIOKYMEHTAIIHH.

3. Cocrasienue u opopmiieHre
00pa3ioB HHHOPMAIMOHHO-
CMIPaBOYHOMN JJOKYMEHTAIIHH.

4. CocraBnenue U oopMIIEHHE
00pas3IoB CIyXEOHBIX IMUCEM.

Pa3pen 2. Texnonoruu

JIETIONPOU3BOJICTBA.
Tema 2.1. Opranuzanus
JIOKyMEHT0000pOTa. Coneprkanue yaeOHOrO MaTepHrasa
XpaHEeHHUE TOKYMEHTOB 1 | TousTHE ¥ IPUHLUIIEI OPTaHU3ALUH 1,2 OK 24,59
JIOKyMEHT0000pOTa, €ro KOJIMYECTBEHHBIE U
KaueCTBEHHbIC XapaKTePUCTUKH. Maciirad
JIOKyMeHT0000poTa. JlOKyMEHTOMOTOKH.
TexHomorus 00pabOTKH BXOMAIIMN ¥ UCXOIAIINX
JOKYMEHTOB. BHyTpeHHHIT TOKyMEHTOOOO0POT.
2 | Cucremaru3anus 1okyMeHToB. [IpaBuia 2
COCTaBJICHHs HOMEHKJIATYyphI fen. PopMupoBaHue
Jen. XpaHeHue TOKYMEHTOB.
JlaGopaTopHbie
paboTsl
INpakTuueckue Odopmienue nena A1 ciadu B
3aHATHUS apXHB.
Kontpomnsusie
paboTsl
CamocrosarenbHas Joxmag o teme: «IloarotoBka
paboTa cTyneHTOB JOKYMEHTOB K apXUBHOMY
XPaHCHHUIOY.
Tema 2.2. Opranuzanus
paboThI ¢ Conepxanue ya4eOHOTO MaTepHaja
KOH(UACHIIUATEHBIMH 1 | TlonsiTusi: «ueHHOCTH U O€30MACHOCTD 1,2 Ik 1.1-4.4
JIOKYMEHTaMH. uH(pOpMaINY», KKOHPHICHIIUATLHOCTDY, «yrpo3a
KOH(UACHIIMAIEHOCTIY, «3alUTa HHPOPMALIINY.
Hennas nH}poOpMaLys 1 KOH(UACHIIATEHBIE
JOKYMEHTHIL.
PermameHnranus cocraBa KOH(QHAEHIHAIBHBIX
CBEICHUN U JOKYMEHTOB.
2 | JoxyMmeHTHpOBaHHE KOH(PHICHINATBHBIX 2,3
cBenenmit. [Topsmox paGoTHI ¢
KOH(HMICHIINATHHBIMH JOKYMEHTaMU H
Matepuanamu. Odopmienue, 00paboTKa u
XpaHeHHe KOH(UICHIINAIBHBIX MAaTePUaIOB.
Kondunennnansaas nHPOpPMALNS 1 CBEACHUS B
JEATENEHOCTH CIIEIHAINCTA IO COLHAIBHON
pabore.
JlabopatopHsbie
paboTHI
[NpakTuueckue Opranu3aiys paboTsI ¢
3aHATHUS KOH(HUICHINATbHBIMH
JOKYMEHTaMH CIICIUAJIHCTA T10
colManbHOU paborTe.
Kontponbusie
paboTsI




CamocrosTenbHas Pedepar mo Teme: 4
pabora cTyneHToB «be3omacHOCTh IIEHHBIX
MH(OPMAIMOHHBIX PECYPCOBY.
Tema 2.3. 7
JlokyMeHTupoBaHHE Coneprkanue yueOHOro Marepuaia
PabOoTHI C MIEPCOHAIOM. 1 | IlonsTHE U CTPYKTYpa NEPCOHAIBHBIX JAHHBIX. 1 MMk 1.1-4.4
2 | OcHOBHBIE BHJIbI KaJJPOBOM TOKYMEHTAIUH. 2
3 | Iopsimok oTOopa nmepcoHaa. 3
4 | JlokyMeHTHpOBaHHUE MIpUeMa Ha padoTy. 3
5 | Iopsimok ohopMIIeHUS TOKYMEHTOB T10 TPYOBBIM 3
MIPaBOOTHOIIECHHSIM.
JlaGopaTopHbie
paboTsl
[IpakTnueckue Pazpabotath mpoekT ycraBa 2
3aHATHS TOpOJICKOH (enepanuy no BUIy
CIIOpTa, MOJIOKEHHUE O
KOJUIEKTHBE (PH3MYECKOM
KYJABTYPHI U CIIOpPTa
00111€00pa30BaTEILHOIO
YUPEXKICHUSL.
KontpomnsHsie
paboTsI
CamocTosTenpHast Hoxman o teme: Oomias 4
pabora cTy/neHTOB XapaKTepUCTHKA U 3HAUCHHE
JIOKYMEHTOB 10 TPYAOBBIM
IMPaBOOTHOIICHU M.
Pa3znen 3. Texuuueckue 13
cpencTBa oducHoM
JeSATEeNbHOCTH
Tema 3.1. Texuuueckue 5
cpencrtsa, ucnonszyemeie | Conepxanue yaeOHOTo MaTepuaia Ik 1.1-4.4
B JICIIONPOU3BOJICTBE. 1 | IloHATHE «OPTTEXHUKAY. 3
2 | KommnetoTepHsle cpesicTBa NOATOTOBKU 3
JOKYMEHTOB.
3 | OcHOBHBIE BH/IBI OPTaHU3AIMOHHON TEXHUKH. 3
4 | UsrorosieHue, KOMUPOBAHUE U TUPAKUPOBAHUE 3
JOKYMEHTOB.
5 | CpencrBa 00pabOTKH JOKYMEHTOB. 3
6 | IlpaBumna Ge3omacHOi pabOTHI C OPITEXHUKOH. 3
JlaGopatopHsie
paboThI
[pakrrueckne 1. OcymiecTBnenne 2
3aHATHSA aBTOMAaTH3aIMK 00pabOTKH
JOKYMEHTOB C HUCIIOIb30BaHHEM
TEeJIEKOMM yHUKaIlMOHHBIX
TEXHOJIOTHIA B SJIEKTPOHHOM
JIOKYMEHT0000poTe.
KouTponbhbie
paboThI
CamocrosrenbpHas IToaroroBka HOKJIAI0B II0 TEME: 5
pabota CTyIeHTOB «ABTOMATH3HPOBAHHEIE
CHCTEMBI JOKYMEHTO000pOTay.
Bcero 82
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3. YCJOBMUS PEAJIN3ALIMUA YYEBHOM JUCIHUILINHBI

3.1. TpeGoBaHusi K MUHUMAJBHOMY
MaTepHaIbHO-TEXHHYECKOMY 00eceyeHHIo

Peanuzarus pabodeit mporpaMmbl yueOHON AUCIMILIMHBI IPEAINOIaraeT HajJu4ne

4.1.1 yueGHoro kabuHera 78 KabuHeT JoOKyMEHTallMOHHOTO 00eCTICUeHHS
yIpaBJICHUS
[yKaszo cA Hauy HUe KAOUHem 08, C6A3AHHBIX C peanusayueil OUCUUNIUHbL|
41.2 Ha60paTOpI/II/I WH(POPMATUKH U MHPOPMAITIOHHO-KOMMYHHUKAITUOHHBIX
TEXHOJIOTHH,
4.1.3 3ana O6ubMoTeKa,
YUTAIBHBIN 3aJ1 C BBIXOJOM B C€Th MIHTEpHET.
3.2 O6opynoBanne yueOHOro kKabuHeTa U padounx MecT KaduHeTa
Ne HanmeHoBaHMS 00bEKTOB M CPEACTB MATEPHAIBLHO-TEXHUYECKOI'0 IIpumeyanus
ob0ecrnieyeHust
Ob6opynoBanue y4yeOHOro kabuHera
paboune MecTa 1Mo KOJIMYECTBY 00YJaroNIuXxcs — He MeHee 25
paboyee MecTO MpenoiaBaTes;
JIOCKA I MeJla
[Buumanmue! Ilpumeyanne yOpaTes nmocie 3anoJiHeHus pasaesial
Texnnueckue cpeacTBa 00y4eHUust
[3an0/mﬂemc;1 npu Haauvuu 6 Kabuneme 6 cCOOMEEMCMEULU CO cneuugbukauued]
Ne HaumeHoBaHUs 00bEKTOB M CPEACTB MATEPUAIbHO-TEXHUYECKOT 0 Mpumevanus
obecrnieyeHust
Texuuueckue cpeacrpa o0ydenus (cpeacrsa UKT)
HOYTOYK
CTaI[OHAPHBIE CTEHBI
3.2. ”H®OPMAININOHHOE OBECIIEYEHUE OBYYEHUA
IlepeyeHnb pexkoMeHIyeMbIX y4eOHBIX U3Aanuii, UHTepHET-pecypcos,
JAOIOJTHUTEIbHOM JIUTEPATYPHhI
OcHOBHBIE NeYaTHbIE HCTOYHUKH
Ne BroIxoaHble JaHHBIE MEYATHOI0 H3AAHUSA Tox I'pud
H31aHUsA
ba3oBble neyaTHble U3IaHUSA
1 Kprokosa H.II. JloxymeHTHpOBaHHUE YNIPAaBIEHUYECKON JAESTEIBHOCTH. 2014 peKoM
M.:.MH®PA-M Uzparensckuii Jom, 2014. - 268 c.
OcHOBHBIE AJICKTPOHHBIC U3JAHUHA
Ne BrixoaHble JaHHBbIE JJIEKTPOHHOI0 U3IAHHUS Pexum gocryna
1 VYrpromosa I'.H. IIpaBoBOE perynupoBaHUE YBOJIBHEHUs 3a HapylIEHUE CBOOOTHBIN

TPYAOBOM  JUCLUIUIMHBI - aBTOpedepar. dopma  gocryna
http://law.edu.ru/book/book.asp?bookid=1176898




I[OHOJIHI/ITCJILHLIe NnedyaTHbi€¢ HCTOYHUKHU

Ne BpIxoaHbIe JaHHBIE NEYATHOI'0 U3aHUA I'on I'pud
H3AaHus
1 Kysnenoa W.B. JlokymeHTanmnoHHOE oOeclieyeHnue YIpaBJICHUS. 2016
VYuebHoe nmocoodue
2 UYepnosa C.I'. JloKyMeHTalMOHHOE OOECleueHUe YIpPaBIICHUS. 2014
VYuebHoe nmocobdue

HopMmaTuBHO-NIpaBOBbIE AKTHI
Koncrutynus Poccuiickoit @eneparun — M.: 1993.
Tpynosoii konexke P® ot 30.12.2001r. Ne 197-D3.
®enepanbHblil 3ak0H 0T 27 utosig 2006 1. Ne 152-03 "O nepcoHanbHBIX JaHHBIX .
Oenepanbhblii 3ak0H oT 2 Mag 2006 r. N 59-®3 «O nopsake paccMOTpeHus oOpalleHui
rpaxaan Poccuiickoit @enepanumny

PonE

Pecypcol UHTEpHET
Enunoe okHO 10cTyna k odpa3oBarejibHbIM pecypcaM. bubimoreka
http://window.edu.ru/window/library
OnekTpoHHas O6uONIMOTEKa yueOHO-METOUUECKON JIUTepaTyphl Uis 001ero u npodeccuoHaaIbHOTO
o0OpazoBaHwUsI.

bubauorexka I'ymep - ryMaHUTApHBIE HAYKHU

http://www.gumer.info/

Komnekuust KHUT 1O CONMANbHBIM M TyMaHUTApHbIM U HayKaM: HCTOPHUM, KYJIbTYPOJIOTHH,
¢unocopun, MOIUTONOTHH, JTUTEPATYPOBEIEHUIO, S3BIKO3HAHUIO, KYPHAJIUCTUKE, TICUXOJIOTHUH,
neJaroruke, npaBy, 5JKOHOMUKE U T.JI.

KoncynbTanT 1UTIOC — HaaeXkHas TNpaBoBas mojiaepkka. OduuumanbHBIA  caiT KOMIAHUHU
«KoncynbranlLiroc»
http://www.consultant.ru/ - Kouacynsranat ITiroc

I"apant. UHpOpMaIMOHHO-TIPAaBOBOM MOPTAIT
http://www.garant.ru/

Odunmansuas Poccusi. CepBep opranoB rocynapcTBeHHOH Biaactu Poccuiickoit @enepanyu
http://www.gov.ru/
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KOHTPOJIb 1 OIIEHKA
PE3YJIbTATOB OCBOEHUS YUYEBHON JUCIIUILJIAHBI

4.1 bank cpeaCTB 1JIA OLEHKH Pe3ya1bTAaTOB 00y4YeHH s
KoHTponms W oOIleHKa pe3yabTaToB OCBOCHHUS y4eOHOW JAWCIHIUIUHBI OCYIIECTBIISETCS
MpenojaBaTeieM B TIPOLIECCe MPOBEACHUS MPAKTHUECKUX 3aHATHH U JIabOpaTOpHBIX padoT,
TCCTUPOBAHUA, A TAaKKC BbIIIOJTHCHUA 06yqa}01111/1M1/1cs1 HHAWBUYAJIIBHBIX 3aIlaHI/If/'I, ITPOCKTOB,
UCCIICIOBaHUM.
OIIGHO‘IHI)IG CpeacTtBa COCTABJIAIOTCA MPEIoAaBaTCIiCM CaMOCTOATCIIBHO IIpU CXKEroaHoOM
oOHOBJICHNU OaHKa cpeAcTB. KomuvecTBO BapHaHTOB 3aBUCUT OT YMCIIA O0YJAIOIIUXCS.

Ne PesyabTaThl 00yyeHus OcHoBHble noka3ateau | PopMbl 1 MeTOIbI
(ocBOeHHBIE yMEHHS, YCBOCHHbIE | OLEHKHU pe3yJibTaTa KOHTPOJISA M OLIEeHKH
3HAHHUSA) pe3yJbTaToB 00y4eHHs
OcBoeHHBbIe YMeHHS
1. | obopMIATH TOKyMEHTALUIO B CriocoOHOCTh NMPaBUIIBHO - odopMIieHHE
COOTBETCTBUU C HOPMATUBHOW 0a30l, | ohopMiIATh MOHATHWHOTO CJIOBaps;
B T.4. UCHIOJIB3YSI HHPOPMAIIMOHHBIE | JOKYMEHTAIUIO B : aHal3
TEXHOJIOTHUH, COOTBETCTBHHU C HNPCUIOKCHHBIX  ITOHATHU
HOpPMATHBHOU 6a30ii, B TI0 M3Y9aeMON TEME,
T.4. UCTIOJIB3YS i opopmeHue
OCHOBHBIX PEKBU3UTOB (Ha
nH(popMalMOHHbIE
npuMepe
TEXHOJIOTUH; .
npohecCuoOHATBHOM
2. | yHuUPHUITUPOBATH CUCTEMBI Croco6HOCTH JIOKYMEHTAIINH,
JOKYMEHTAIIH; YHU(PHUIUPOBATH CUCTEMBI HCTIONB3YEMOI
AOKYMCHTALlUH; CIEIIMATUCTOM o
3. | OCYIIECTBIATH XpaHEHUE U TTOUCK CrniocoOHOCTD COIMaIbHOM paboTe);
JNOKYMEHTOB; OCYILIECTBIISITH XPaHEHHE - TECTUPOBAHUE;
U TIOUCK JIOKyMEHTOB; - COCTaBJICHUE
OCYIIIECTBJIATh ABTOMATU3AILAIO CrocoOHOCTE CTPYKTYPHOU CXCMBI
00paboTKU TOKYMEHTOB; OCYILIECTBJIAT JIOKYMEHTO000POTa;
ABTOMATH3ALMUIO * COCTABJICHHE CXEMBI
.| TeXHOJIOTMYECKON LEMOYKH
00pabOTKH JOKYMEHTOB;
JOKYMEHTUPOBAHUA  TIpH
1. | ucmoap30BaTh CriocoOHOCTE i
npueMe Ha padoTy;
TEJIEeKOMMYHUKAIIMOHHBIE UCII0JIb30BATh - ompeienenue BHIA
TEXHOJIOTUU B 3JICKTPOHHOM TEJICKOMMYHHKAIMOHHBIE | 1okyMeHTa, HCMIOIb3YEMOTO
JOKYMEHTO000pOTE; TEXHOJIOTHH B B JEATENbHOCTH
3JICKTPOHHOM CIICIMAJIMCTOM 1o
JTOKYyMEHTO000POTE; COIMaJIbHOM pabore;
YcBOCHHBIC 3HAHUSA: - COCTaBJICHUE
1. | uenu, 33724l U MPUHIUIIBL CrocoOHOCTb CTaBUTH PE3IOME;
JIEJIOTIPOM3BOJICTBA; eI, 34140 U } OTIpEACTICHNC
NPHHIIATIBL HUCTOYHUKOB HH(pOpMamu
) CrenuaIncTa 1o
JIEJIONIPON3BO/ICTBA; .
colMaibHOM pabore;
2. | OCHOBHBIE TIOHATHUS CriocoOGHOCTD OTpeeNnsTh
- OIIpENEIICHUE
JOKYMEHTAI[MOHHOTO 00ecTIeYeHus OCHOBHBI€ MOHATHS O
yIpaBJICHHUS; JOKYMEHTAllMOHHOT O KOH®HICHIMATEHOCTH
obecrieuenus nHdopMaIMy, NOIy4aeMoil
yIpaBICHHUS;
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3. CUCTCMbI JOKYMCHTALITMOHHOT'O
o0ecrieyeHus yrpaBiCHHUS;

Crniocob6HOCTBH paboTaTh ¢
CHCTEeMaMHU
JOKYMEHTAIMOHHOTO
obecrieueHHs
yIIPaBJICHUS;

4. | xnaccupuKaiys J0KyMEHTOB;

CriocoOHOCTB
KIacCU(HUIMPOBATD
JIOKYMEHTBI

5. | TpeboBaHUS K COCTABICHUIO U
0(OPMIICHHIO IOKYMEHTOB;

CrocoOHOCTE BBITIOJHATE
TpebOBaHUS K

COCTaBJICHUIO
0(hOopMIICHUIO
JOKYMEHTOB;
6. | opranmzanus JOKYMEHTOOOOpOTA: Croco6HOCTH
npuem, 00paboTKa, perucTpanus, OpraHU30BbIBATH
KOHTPOJIb, XpaHEHHE JOKYMEHTOB, JIOKYMEHTOOOO0POT:

HOMCHKIJIaTypa A€CJI.

npuem, o0paboTka,
perucrpanus, KOHTPOJb,
XpaHEeHUEe TOKYMEHTOB,
HOMEHKJIATypa JIell.

CIEeUATICTOM 1o
COIMAIILHOM paboTe;

- COCTAaBUTH AJITOPUTM
JESITeIBHOCTH CIICIUATTUCTA
M0 COLHMAJIBLHON paboTe To

OKa3aHUIO MEJINKO-
COIIMAIBLHOM OMOIILHY
pa3IMYHBIM rpymnmnam
HaCCIICHUS;

- COCTaBHUThH
CTPYKTYPHYIO cXeMy
nopsijika MPOBEJICHUS
MEIUKO-COIUAILHOU
AKCHEPTHU3HI,

- cocraBute UIIP mo
IIPEAJIOKEHHON CUTYaluu;

- pEIINTh
CHUTYaIIMOHHBIC 33/1a4H;

- MpOaHAIM3UPOBATH
pe3ynbTaThI CBOE
MpPaKTHYeCKOH paboThl 1O
n3y4aemon TEME
(ocymiecTBUTh  pedIieKcHio
CBOCH JESATEIHHOCTH);

- aHaJW3 OCHOBHBIX
HOPMAaTUBHO-TIPABOBBIX
aKTOB, PErJIaMEHTUPYIOMINX
JIEJIONTPOU3BOICTBO Ha
MPeIPUITHH,

- COCTaBIICHUE
nepeyHs BXOJANIEH U
UCXOJsIIeN JTOKyMEHTaluu
B JeSITeNIbHOCTH
creruaircra o
COIMAIIbHOM paboTe;

- COCTaBIICHUE
aIropuT™Ma  JesITeNbHOCTH
CreIuaircra o
colManbHOM  pabote ¢
KOH(DUIEHITNATBHO I
nHpopManuei;

- aHanm3
HOPMAaTHUBHO-TIPABOBBIX
aKTOB, PErJIaAMEHTUPYIOIINX
TPYAOBBIE OTHOIICHHUS,

O01me kKoMIeTeHun

OK.2 OpranuzoBbIBaTh
COOCTBEHHYIO
JeSTebHOCTD,
ONPENENATh METOIBl |
crocoObl  BBINOJHEHUS

Bo3moxHOCTE 000CHOBaHUS U
3¢ (dEeKTUBHOCTH TPUMEHEHUS
BBIOpAHHBIX METOJOB U
CHOCO0OB pelIeHus
npodeccnoHaNbHBIX 3a7a4

HaG:ronenue u oreHka
JIECTBUM Ha
CEMUHAPCKUX 3AHATHUSAX.
WNurepnperanus
pe3yNnbTaTOB
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npodeccrnoHATBHBIX

HaOIIOIEHUI 3a

3a1a4, OLIEHUBAaTh HX JIESITENIBHOCTBIO
3P PEeKTUBHOCTH u oOyuatolerocs pu
KauyeCcTBO OCYIIIECTBIICHUU

npodeccrnoHaIbHO I
JIESITEIbHOCTH.

OK 4. OcymecTBiaATh  MOMCK, | BO3MOXXHOCTB OBICTPOTO U Habmronenue u oueHka
aHanu3 u OLIEHKY | TOYHOI'O IIOMCKa, JICCTBHI Ha
nH(pOpMaINH, 000CHOBaHHOCTH BhIOOpA CEMUHAPCKUX 3aHATUSX.
HE00X0IMMOM Ui | ONTUMAJIbHOCTU U HAYYHOCTHU WuTepnperanus
MOCTAaHOBKH MW peEIICHUs | He0OX0MMOi HH(OpMAIK U pe3yabTaToOB
npodeccrnoHalIbHBIX PUMEHEHHS COBPEMEHHBIX HaOJI0ICHUH 32
3ajad, TEXHOJIOTHI €€ 00padoTKH; JIESITENLHOCTBIO
Mpo(ecCHOHAIBHOTO U oOyuatolerocs mnpu
JIMYHOCTHOTO Pa3BUTUS OCYIIIECTBIICHUU

npodecCuoHaIbHOU
JIeSITEJIbHOCTH.

OK 5. Ucnons3oBars PammonanbHOCTE 1 HaOmronernue u oreHka
nH(pOpPMaLMOHHO- KOPPEKTHOCTh UCTIOIb30BAHUS necTBUil Ha
KOMMYHHKAIIIOHHBIE MH(OPMALIMOHHBIX PECYPCOB B | CEMUHAPCKUX 3aHITHSIX.
TEXHOJIOTHH i | npodeccruoHalbHOM 1 yuebHoU | MIHTepnperanus
COBEPIICHCTBOBAHUS NeSITeNIbHOCTH; pe3yabTaToB
npodeccuoHanbHO M HaOI0ICHHH 32
NeATeNbHOCTH JESITEIbHOCTBIO

o0yyJaromierocs npu
OCYILECTBIICHUU
npoecCuoOHATBHOU
JEeSITETbHOCTH.

OK 9. OpueHTUpOBaTHCS B | Cr10cOOHOCTD K IIOHUMAHUIO U HaOironenue u onenka
YCIIOBUSIX 4acCTOM CMEHBI | IPUMEHEHHIO MHHOBAMi B JICHCTBUI Ha
TEXHOJIOTUI B | o0nacTu conuanbHON paboTh CEMMHAPCKUX 3aHATHSX.
npoeccuoHaTbHOM Nutepnperanus
JeATeNbHOCTH pe3yinbTaToB

HaOJIFOIEHUH 3a
JESITeIbHOCTBIO
oOyuarorerocst npu
OCYILECTBIICHUH
npogeccuoHaIbHON
JeSITEbHOCTH.
IIpodeccuonanbubie
KOMIIeTeHII UM

IIK 1.1 HuarnoctuposBate TJKC | Mcnonp30BaTh METOIBI IToaroroBka BOIpOCOB
y JI1L MIOKUJIOTO | MPOBENEHUS JUArHOCTHUKH, JUIs KJIMEHTA 110
BO3pacTa M MHBAJIMJOB C | cOopa M aHanu3a MH(GOPMAIMK | BBISBJICHUIO IpoOIeM
OTIPENEIICHUEM BHJIOB | JIJIs BBISIBJICHU y Ul noxwioro | Koncnexkruposanue
HE00X0AMMOM MOMOIIU BO3pacTa U MHBAJIHUJIOB, IIEPBOUCTOYHUKOB

HYXIAIOIIHUXCS B COLIMATIbHON CocraBieHnue nepeuHei
IIOMOUIY U ycIayrax TectupoBanue
Bo3mokHOCTh co3ianus 6aHka | BeimosiHeHMe
JTAHHBIX JIUL, HYXKAAIOIUXCS B NPaKTUYECKUX paboT
COLIMAJIBHOM ITOMOIIM U yCIyrax

IIK 1.2 Koopaunuposats padoty | CrocoOHOCTH pemath ocHOBHbIE | [TonrotoBka BompocoB

110 COL[I/IaJ'ILHO-6I>ITOBOMy

COIMAIILHO-OBITOBBIE MTPOOIEMBI

JUIA KIUCHTA 110

15




00CTYKMBAaHUIO KITUCHTA

MTOKHJIBIX JIFOJIEH M MHBAJIMIOB B
COOTBETCTBUHU C HOPMATHUBHO-
PaBOBOM 0Aa3blI,
o0ecreunBaroIe ux
COLMAJIBHYIO 3aIUTY.

Bo03M0XHOCTB IITAaHUPOBATH
paboTy 1o COMAIbHO —
OBITOBOMY OOCITYKHBaHHIO
KJIMEHTA.

BEISIBJICHHIO TIPOOIIEM
KoncnexkrupoBanue
[IEPBOUCTOYHUKOB
CocraBienue nepeuHei
TectupoBanue
Beinonnenue
IIPAKTUYECKUX padoT

IIK 1.3. Ocy1iecTBIATH Bo3moxkHOCTB pemiarh [TonroToBka BOIIpocoB
COIMAIIBHBIM  MAaTPOHAT | OCHOBHBIE MEIUKO-COIIMATIbHBIC, | JIJISl KJIMEHTA T10
KJIIMEHTa, B TOM WYHCJIE | COIMATBHO-TICUXOJIOTHYECKUE U | BBISIBJICHUIO MPOOIEM
COJICMCTBOBATH B | COIIMAJIBHO-TIEJIATOTHYECKUE KoncnektupoBanue
OKa3aHUU MEJIMKO- | TIPOOJIEMBI TIOKUJIIBIX JTFOACH 1 MIEPBOMCTOYHHUKOB
COITMAIBHOTO MAaTPOHAXa | MHBAJIUJIOB. CocraBiieHne nepeyHei

TectupoBanue
OcCyniecTBISITh COLUATBHBIN Brinmosnnenue
MaTpoHaT, OKa3bIBaTh MPaKTUYECKUX PadboT
COIMATBFHYIO TIOMOIIb
OT/CIIbHBIM JIMIAM, CEMbSIM
CTapIIero MOKOJICHHUS,
WHBAJIHJIAM.

TIK 1.4. Co3maBaTh Bo03M0XHOCTE UCIIOIB30BATh [ToaroToBka BOIpocoB
HEO0OXOIMMbIE  YCJIOBUS | COLIMANIbHBIE TEXHOJIOTHH T10 JUTSL KJIMEHTA T10
JUTSt ajganTanuu U | aJanTauuy U peadMInTaly JIUL | BBIABICHUIO TPOOIieM
COLMAITBHOM MOXUJIOTO BO3pacTa u KoncnektupoBanue
peabunuTalMy  JIMLAM | HHBAJIHUJIOB; MIEPBOMCTOYHHUKOB
MOXWUJIOTO BO3pacta H CocraBiieHH€e NEpeUHei
VMHBAJIWJIaM Bo3MoxxHOCTB TectupoBanue

B3aMMO/ICCTBOBATH CO Beinonnenue
CTPYKTypamu, Cli0COOHBIMHU MPAKTHYECKUX paboT
0Ka3aTh OMOUIb JHIAM

MO>KWJIOTO BO3pacTa u

WHBAJINJAM;

Bo03M0XHOCTH UCTIOIB30BATH

TEXHOJIOTMU aKTUBHU3ALUU

MOTEHIIMaaa COOCTBEHHBIX CHII U

BO3MOJKHOCTEHN MOKUIIOTO

YeJI0OBEKa U MHBAIM/JA.

IIK 1.5. IIpoBoauTh Bo03M0XHOCTB HCIIOIB30BATH IToaroroBka BOIpOCOB
MpPOQHUIAKTUKY TEXHOJIOTHH COLIUATIbHOMN JUTSL KITMEHTA 110
BO3HMKHOBEHHS  HOBBIX | IPOMUIAKTUKU BBISIBIICHHUIO TPOOIEM
TXC y naun noxunoro KoncnektupoBanue
BO3pACTa U MHBAJINUJIOB Bo3MoxxHOCTB MEPBOMCTOYHHUKOB

B3aUMOJICHCTBOBATH C CocraBieHue nepeyHeit
COIMATIBbHBIMU YUpeXACHUsIMHU, | TecTupoBaHue
OCYHIIECTBISIOIIUMHI Brinonnenue

COLIMANIBHYIO MPO(UITAKTHKY;

B03MOXHOCTB OCYIIECTBIATH
1po(eCCHOHATILHYIO

MPAKTUYCCKUX pa60T
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ACATCIIBHOCTD C ITO3UIINHU
«PsAA0M C KIIMCHTOM»

Bo3M0XHOCTE cO34aTh
HEOO0XOIUMBIE YCIIOBUS /IS
npo(UIAKTUKNA BO3HUKHOBEHUS
HoBbeIx TOKC.

K 2.1 HuarnoctupoBath TXKC | Bo3amoxHOCT BBIOOpA [TonroToBka BOIIpocoB
ceMbn HW  JgeTe ¢ | 9 PEKTUBHBIX METOIUK JUIsl KIIMEHTA 110
OTIpe/IeNIEHUEM BUJIOB | IMarHOCTUKHU B 3a/IaHHOM BBISIBJICHUIO POOJIEM
HE00X0IMMOM TOMOIITN CUTyalUHu KoncnexkrtupoBanue

MEPBOUCTOYHUKOB
CocraBienue nepeyHei
TectupoBanue
Brinmosnenue
MIPAKTHYECKUX paboT

K 2.2 KoopaunupoBats padoty | Bo3aM0oXHOCTH BEIOOpKH IToaroroBka BONpoCoOB
o npeoOpa30BaHMI0 | CYOBEKTOB OKA3aHMS JUTSL KITUEHTA TI0
TXC B cembe n y neTeil | NOAIEPKKU B COOTBETCTBUH CO BBISIBJICHUIO TTPOOIIEM

cnenupuKoN CUTyaluu KoHcnektupoBanue
MEPBOUCTOYHHKOB

BosmoxHocTh onpenenuts poib | CocTaBiieHne nepeyHen

1 QYHKIUY CTIEMATIUCTA T10 TectupoBanue

COIMaIbHOM paboTe, KOTOPHIS Beinonnenue

COOTBETCTBYIOT HOPMATHBHO- MPAKTHYECKUX paboT

IIPaBOBBIM JOKYMEHTaM

B03MOXHOCTH IOCTPOUTH

AJTOPUTM TOCPETHUYECKOU

JIESITEIbHOCTH B COOTBETCTBUM C

3aJJaHHOM CUTYyallUueu

K 2.3 OcymecTBiATh maTpoHaT | BO3MOXXHOCTH BHIOPATh BUIBI [ToaroToBka BOIpocoB
cemen u JeTeH, | aTPOHATHBIX YCIYT B JUTSL KJIMEHTA T10
Haxomamuxcs B TKC | cooTBercTBHU € BBISIBJICHHUIO MPOOIIEM
(compoBoxaeHue, 3aKOHO/IATEIIbHO- KoncnektupoBanue
OIIEKYHCTBO, 3aKperICHHBIMU HOpMamMu B PO | IEpBOMCTOYHUKOB
MOIIEYUTENBCTBO, CocraBiieHue nepeyHei
NaTPOHAX). Bo3MOXHOCTD y4ecTh TectupoBanue

BO3paCTHbIE U IICUXOJornyeckue | Beinonanenne
0COOEHHOCTH TIPH BBIOOpE MPAKTHYECKUX padoT
PELUIIMEHTOB MaTpoHaTa

Bo3moskHOCTB BBIOOpa BUa

IaTpoOHaTa B COOTBETCTBUHU C

MOJIETIBIO CEMBH B 33JAHHOMN

CUTYaLIHU

IIK 2.4 CoznaBath Hannuue pa3paboTanHoii IToarorosBka BOIpOCOB
HEOOXO/MMBIE  YCIIOBHUS | MHAUBUAYAIbHON IPOTPAMMBI JUTSL KITMEHTA TI0
JUTSt ajanTanuu U | peabuiIMTaly B COOTBETCTBUU | BBISBJICHHUIO MpoOiIeM
COLIMAIIBHOU C TUIIOM CEMBH. KoHcnextuposanue
peadmnTanu IIEPBOUCTOYHUKOB
pa3nuyHbIX TUNOB ceMelt | Hammuue pazpaGoranHoi CocraBieHnue nepeuHei
U JIE€TeH, HaXOISIIUXCS B | MHAMBUAYAILHON MPOTpaMMBbI TectupoBanue
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TXC. peabunuTaIK B COOTBETCTBUU | BhITIOTHEHME
C BO3pAacTHBIMU U NPAaKTUYECKUX PaboT
IICUXOJIOTMYECKUMHU
0COOEHHOCTSIMU JIeTel
Hanuuune paspaboranHoit
IIPOrpaMMbl B COOTBETCTBUHU CO
CTaIMsAMHU KU3HEHHOTO 1MKJIa
CEMbU B 33JJaHHOMN CUTYallUH.
Bo03M0XHOCTB IPOBECTU aHAIU3
IpOrpaMMbl aJlanTaliy Ha
IpeIMeT COJIep>KaHusl OCHOBHBIX
3JIEMEHTOB TUIIOBOW IPOTPaMMBbI
K 2.5 [IpoBoauTh Hanuuue paspaborannoit [ToaroToBka BOIIpocoB
MPOQUIAKTUKY IpOrpaMMbl MPOPHIAKTUKH B JUIsl KJIIMEHTA 110
BO3HMKHOBEHHS HOBBIX | COOTBETCTBUU C TUIIOM CEMBHU. BBISIBJICHUIO MPOOJIEM
TXC B  pasnuusbIX KoncnektupoBanue
TUIax cemed u 'y nerer. | Hanuuume paspaboranHoii MIEPBOMCTOYHHUKOB
MPOrpaMMbl IPOGUITAKTHKH, CocraBiieHue nepeyHein
conepskaieil Bce Heooxonumele | TectupoBanne
pa3aensl. Brimonnenne
MPAKTHYECKUX padboT
Bo3MoxHOCTH BRIOOPKH
3¢ (HEeKTUBHBIX METO/IOB
npo(UIAKTUKH B COOTBETCTBUU
C BO3PACTHBIMU U
MICUXOJIOTMYECKUMHU
0COOCHHOCTSIMU YJIEHOB CEMBH.
[IK 3.1 HuarnoctupoBats TXKC | BO3MOXHOCTb OCYIIIECTBUTH [ToaroToBka BOIIpocoB
y JIMI] U3 TPYIII PUCKa COLIMAJIbHYIO TUArHOCTUKY JUISL KIIMEHTA TI0
TPYAHOU KUZHEHHOM CUTYalluu | BBISIBJICHHUIO IPOOIIEM
y JIMI] U3 TPYIII PUCKa. KouncnekrupoBanue
Bo03MOXHOCTB BBISIBUTH MEPBOUCTOYHUKOB
npoOuemMsl u 3aTpyaHeHus y iui | CocraBieHue nepeunen
U3 CPYII PUCKA, KOTOPbIE TectupoBanue
okazaimch B TKC. Boinonnenue
Bo3MOoXHOCTh TPUMEHATH MPAKTHYECKUX paboT
pa3INyYHbIe COIAIIbHbBIE
TEXHOJIOTUH B pa3pelieHun
TOKC y nun u3 rpynn pucka.
IIK 3.2 KoopaunupoBath padoty | Bo3smMoxHOCTb onpenensTh IToaroroBka BOIpocoB

o peoOpa3oBaHUIO
TXC y mun w3 rpynn

pucka

YUPEXKJICHUS ¥ OpraHHu3allnHy,
CIIOCOOHBIE TIOMOYb B
npeobpazoBanuu TXKC, u
CTPOMTH B3aUMOJICHCTBHE C
HUMU;

B03MOXXHOCTB OCYIIECTBIISATh
npodeccnoHanbHY0

NS TEITBHOCTD T10
peoOpa30BaHUIO CUTYAIlUU
KJIMCHTA,;

B03MOXHOCTH aHAJTM3UPOBATh

JUTSL KJIMEHTA 10
BBISIBJIIEHUIO MpoOIeM
KoHcnextuposanue
[IEPBOUCTOYHHUKOB
CocraBieHue nepeuHei
TectupoBanue
Beinonnenue
NPaKTUYECKUX paboT
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UH(POPMALIMIO U IIIAHUPOBATh
IyTH PEIIeHUs 3TUX MpooIeM B
KOHKPETHBIX YCIOBHSX;
Bo03M0XHOCTb aHANIM3UPOBATH U
KOPPEKTHPOBATH CBOIO PabOTY.

I[IK 3.3

OcymiecTBiATh aTpOHAT
JMII W3 TPYONI pHCKa
(compoBOXICHHE,
OTIEKYHCTBO,
MOTICYUTEBCTBO,
MAaTPOHAXK).

CrocoOHOCTD BBISIBIISITD JIMII,
OTHOCSIITUXCS K COI[MAIIBHO-
HE3aIIUIICHHBIM KaTeTOPHUSIM
HACEJICHUS;

CriocoOHOCTH CTPOUTH
B3aMMOOTHOIICHHUS C JIUIIAMU U3
TPy PUCKA B KOHKPETHOU
CUTYAIINH;

CriocoOHOCTH MPOBOJUTH
anayin3 TOKC y nun u3 rpynn
pHCKa;

Bo3M0XHOCTB OnIpeensaTh
YUPEXKICHUS ¥ OpraHu3aIlnHy,
CIOCOOHBIE IOMOYb B
npeobpazoanun TXKC.
Bo03M0XHOCTB OCYIIIECTBIIATH
pohecCHoHATBHYIO
NEeSITeTbHOCTb T10
npeoOpa3oBaHUIO CUTYAITUN
KJIUECHTA;

CnocoOHOCTh aHATM3UPOBATH
uH(GOPMAIUIO U TUIAHUPOBATH
MyTU PeLIeHus: TUX MpoodIeM B
KOHKPETHBIX YCIOBUSX;
CriocoOHOCTh aHAJIM3UPOBATH U
KOPPEKTUPOBATh CBOIO padoTy.

[TonroToBka BOIIpocoB
JUIsl KJIIMEHTA 110
BBISIBJICHUIO TTPOOJIEM
KoncnexkrtupoBanue
IIEPBOUCTOYHUKOB
CocraBienue nepeuHei
TectupoBanue
Beinonnenue
MPAKTUYECKUX padoT

IIK 3.4

Co3maBaTh
HEOOXOTUMBIE  YCIIOBUS
IS aJanTanyuu H
COLIMAIbHOMI
peadwIMTalMKi  JIUIl U3

TPYIII PUCKa

Bo3moxHOCTh co31aBaTh
HE0OXO0IUMBbIE YCIOBUS IS
aJIafTalluy K CYIIECTBYIOIIUM
peanusaM KU3HU, peadMIuTaluy,
KOOpJUHAINK PabOTHI IO
npeobpazoBanuto TXKC y mun u3
rpymm pucka (Jiui 6e3
OTIPEJICIEHHOTO MecTa
JKUTEJIbCTBA; MUTPAHTOB;
0e3pabOTHBIX; MOJIOICKH;
OCYXKJICHHBIX, JETEH,
okazapmmxcs B TOKC; i,
CTPaAIOIIMNX ICUXUYECKUMHU
3a00JIEBaHUSIMU U YJICHOB MX
ceMel; uJleHaMM CeMeH JIII,
uHpuuupoBanHsix B1Y;
HApKO3aBUCUMBIMU U YJICHAMH
UX CEMEil; BOEHHOCIYKaIllUMHU U
YJIeHAMU UX ceMeil; 0e3HaeKHO
U TSDKeN0OO0JILHBIMHU, TIP.)

IToaroroBka BOpocos
JUTSL KJIMEHTA T10
BBISIBJICHHUIO MPOOIIEM
KoncnektupoBanue
MIEPBOMCTOYHHUKOB
CocraBiieHue nepeyHei
TectupoBanue
Beinosinenue
MPAKTHYECKUX padboT

IIK 3.5

[IpoBoauTth
npOo(UIAKTUKY

CrocoOHOCTE BEISIBUTD
0COOEHHOCTH MPOOJIEM KaXJIOH

IToaroroBka BOIIpocoB
JUISL KIIMEHTA 110
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BO3HMKHOBEHHS  HOBBIX
TXC y mun w3 rpynn
pucka

U3 ATUX KaTErOpuid; cienupuKy
paboTHI C TUIIAMHU U3 TPYIII
pucka, nonasmumu B TKC.
Bo03M0XHOCTb IPUMEHUTH
0COOEHHOCTH pernoHaIBHOM
CHCTEMBI COLIMAIBHOM PabOTHI ¢
JTAHHBIMH KaTETOPUSMHU
rpaXkJIaH.

BEISIBJICHHIO TIPOOIIEM
KoncnexkrupoBanue
[IEPBOUCTOYHUKOB
CocraBienue nepeuHei
TectupoBanue
Beinonnenue
IIPAKTUYECKUX padoT

K 4.1 Ocy1iecTBIATH CrocoOGHOCTh U3YyYUTh U [ToaroToBka BOIIpocoB
OpraHu3alMOHHO- MPOBECTH aHAIM3 HOPMATUBHO- | JUISl KJIUEHTA TI0
yIPaBIICHYECKYIO IIPABOBBIX aKTOB (DesIepaIbHOrO | BBISBICHUIO TTPOOIIEM
NESITETbHOCTh B | M pETHOHAIILHOTO YPOBHS, KoncnektupoBanue
COOTBETCTBUU CO | MpUMEHsIEMbIE B pabOTE B MIEPBOMCTOYHHUKOB
cneruuroi YUPEKICHUAX CocraBiieHue nepeyHei
HarpaBJIeHUS 3/IpaBOOXPAHEHUS. TectupoBanue
COLIMANILHON paboThI B03M0XXHOCTh H3y4UTh Beinonnenue

O0COOEHHOCTH COLMAIbHOM MPAKTUYECKUX padoT
paboTHI B pa3IMYHBIX CITYK0ax

3paBoOXpaHeHus (OOJbHUIIHI,

TOCTUTAIIH, TICUXUATPHIECKHUE

JIeYCOHUIIBI,

peadmIMTAIIMOHHBIC IIEHTPHI,

TIPUIOTHI, IIEHTPHI OXPaHBI

3I0POBBS U JIP.).

1K 4.2 Hcnonb3zoBarh CnocoOHOCTh MPUMEHSITh [ToaroToBka BOIpocoB
pasinyHbIe (bopMbl, | pazaudHbIe GOPMBI, METOIBI U JUTSL KJIMEHTA T10
METOJbl U TEXHOJOTUU | TEXHOJIOTMH [0 OCYHIECTBICHUIO | BBISABICHUIO TPOOIEM
COIMAIbHOM palbOThl B | COIMATILHOM pabOTHI B KoncnektupoBanue
npodeccuoHanbHOM COOTBETCTBUU CO CHEIUPUKOIM MIEPBOMCTOYHHUKOB
JEATEeIIbHOCTH poeCCUOHATBHOU CocraBiieHH€e NEpeUHei

JeSATENbHOCTH; TectupoBanue
B03M0XHOCTH OCYILIECTBIIATH Beinonnenue
OpraHU3aIUIo COIUAIbHOM MPAKTHYECKUX paboT
paboThl B pa3IuyHbIX chepax

[IK 4.3 Ompenenaty cnenuduxy | CrtocoOHOCTh ONPEACIIATh [ToaroToBka BOpocoB
1 00BeM JESITeNbHOCTH, a | 00bEM AeATeIbHOCTH JUTSL KJIMEHTA T10
TaKXKe KpYT | CHEIHAIMCTOB, HEOOXOIUMBIi BBISIBJICHHUIO MPOOIEM
HE0OXO0TUMBIX JUISL pEeLLIEHUs] KOHKPETHBIX KoncnektupoBanue
CIELUATUCTOB JUISL | 3a]a4 110 OKa3aHUIO MOMOIIM U | IEPBOMCTOYHHUKOB
peuieHuss  KOHKPETHBIX | MOJIEPKKU KIMEHTA. CocraBiieHue nepeyHei
3amau = mo  okazaHuio | CriocoOHOCTh ONPEeNATh TectupoBanue
MOMOIIM M TOJIEPKKH | COAEP’KaHUE COLMATbHOMN Brinonnenue
KIJIUEHTY. paboThI B pa3pelieHuu mpodaeM | MpakTUYECKUuX padboT

KJIMEHTOB B Pa3IUYHBIX chepax

[IK 4.4 OcyiiecTBIATH CriocoOHOCTh OCYIIECTBIIATh IToaroroBka BOIIpocoB
B3aMMOJICIICTBUE CO | OpraHu3alMOHHO- JUTSL KITMEHTA 110
crieuagIucTaMu U | yIIPaBJICHUYECKYIO ACSITETbHOCTh | BBIABICHUIO TPOOIEM
YUPEXKACHUSIMU UHBIX | IO MEKBEJIOMCTBEHHOMY KoncnektupoBanue
CUCTEM B3aUMOJICHCTBHUIO CIIEIMAIUCTOB | IEPBOUCTOYHUKOB
(MeXBETOMCTBEHHOE U yupexJaeHui pa3Hbix cucteM | CocTaBieHUE NepeyHen
B3aUMO/ICHCTBUE) TectupoBanue

Brinmosnnenue

MPAKTHUYCCKUX pa60T
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4.2 lIpuMepHbIH NIepeYeHb

BOIIPOCOB H 33}]3HI/II7[ JJIs IIPOBECACHUSA HpOMe)I(yTOqHOﬁ aTTreCralumnu
(npu HaTU4YMU 0aHKA TECTOBBIX 3aJaHMII 1eJ1aeTCsl CChbUIKA HA 0aHK)
1. OIIeHKa OCBOCHUA TCOPETHYECCKOTI0 KypcCa y‘leﬁHOﬁ AUCHHUIIIINHBI

1. TecTupoBanue
TunoBble 3aaHUA I OLIEHKU YCBOEHHUSI Y4eOHOI AU CIUIIHHBI.

2.1.1.3ananus 18 pyoeKHOro KOHTPOJISI M0 TeMaM TUCIHUTITHHBI

Tema 1.1. IlonsiTue, Hesu, 3a1a4M ¥ NPUHLUMIIBI 1eJIONPOU3BOACTBA
YPOBEHbH A.

Bri6epute BepHOE yTBEpKICHHE

1.TpeboBanust K 0OPOPMIIEHHIO OPraHU3alUOHHO-PACIIOPSIIUTENBHBIX JOKYMEHTOB
ycranasimaer ['OCT P 6.30 — 2003

2. B npunoxenuu k 'OCT P 6.30 — 2003 nanbl 06pa3iibl OJaHKOB TOKYMEHTOB

3.B opranuzanuy no ycMOTPEHHIO pyKOBOJICTBA I0JKHA OBITh pa3paboTaHa
WH/IMBHyAJIbHAS MHCTPYKITUS TI0 J€TONPON3BOJICTBY

4. OpraHu3alliOHHO-TIPaBOBbIE JOKYMEHTHI, KaK MIPABHUIIO, MOAJIEKAT YTBEPKACHUIO
5. B opranu3aiiioHHO-TIpaBOBbIE JOKYMEHThI MO)KHO BHOCUTh U3MEHEHUS
Bri6epuTe npaBUIIbHBIN OTBET.

K xaxxnomy 3aanuto 1aHbl 3 BapuaHTa OTBETa, U3 KOTOPHIX TOJILKO OJMH BepHBIN. B O1aHke 0TBETOB
MOCTaBbTE MO HOMEPOM 3a7aHUsI OYKBY OTBETa, KOTOPBII Ha Balll B3IJISL SBJISETCS MPABUIIbHBIM.
1. B cocTaB oprann3aliiOHHO-IIPaBOBBIX JOKYMEHTOB HE BXOJMT. ..

a) yCTaB OpraHu3aluu

0) mTaTHOE PacIUCaHKE

B) MpHUKa3

2. Kakue pacnopsaautesbHble TOKYyMEHThI MOXKeT u3naBaTh [Ipe3unent Pocculickoit
denepanun?

a) YKa3bl

0) pactopsbKeHUS

B) [IOCTAHOBJICHUS

3. JomKHOCTHAS. HHCTPYKLIUS COTPYIHUKA. . .

a) MOJICKUT YTBEPKACHUIO

0) HEe yTBep)KIaeTcs

B) YTBEPKAETCS MO0 YCMOTPEHHUIO PYKOBOIUTEIS

4. Kakoit HOpMaTUBHBII TIOKyMEHT Ompe/eisaeT 00I3aHHOCTH COTPYAHUKA?

a) lllratHoe pacniucanue

0) YcraB npeanpusarus

B) JIoJDKHOCTHASI HHCTPYKIUS

5. TUMOBBIE TOKYMEHTHI HOCAT ... XapakTep

a) 00s3aTeNbHBIN

0) pekoMeH1aTeTbHBIN

B) O3HAaKOMMTEJIbHBIIH

6. B xakom nmazgexe Gpopmynupyercs 3arojoBOK K TEKCTY JODKHOCTHOM MHCTPYKLIUU ?
a) B MMEHUTEIHbHOM

0) B pOUTEIEHOM

B) B IIPEIIOKHOM

7. Kakoil JOKYMEHT He SIBJISIETCA Pa3HOBUIHOCTBIO KOTIMH?

a) YEPHOBUK

0) oTmyck

B) AyOnmuKar

8. JIokyMeHT, BbI1aBaeMblii B3aMEH YTEPSHHOTO U MMEIOLINI CHITy MOITMHHUKA,
Ha3bIBAETCH. ..
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a) Komust
0) oTmyck
B) ayOnukar
9. lokyMeHT, OKOHYATEIbHO O(hOPMIICHHBIN U TIONMCAHHbBIH, HA3bIBACTCSI. ..
a) TOJUTMHHUK
0) oTmyck
B) ayOnuKkar
10. I3MeHeHus ¥ TOTOJIHEHUSI B IOJKHOCTHYIO HHCTPYKILIUIO BHOCATCA. . .
a) JIOKJIaTHOM 3aIMCKON
0) IpUKa30M pyKOBOAUTEIS
B) CIIPABKOM COTJIACOBAHUS
YPOBEHbG B.
BcraBbTe nmpornyieHHbIe B TEKCTE CIIOBA.
1. OKVY ]I — Obmepoccuiickuii kiaccuuraTop
2. YcraB opraHu3aiyu — IpaBOBOM aKT, ONPECIISTFOIIHI .
3. JloJbKHOCTHAsI MHCTPYKIMS — NMPABOBOM aKT, U3/1aBaE€MbIil OpraHu3alluell B LEJsAX periaMeHTaIlluu
OpraHu3al[MOHHO-TIPABOBOTO MOJIOKEHHS paOOTHUKA, €T0
, , 1 00ECTICUMBAIONINNA YCIOBUS IS
ero 3¢ pexTuBHOM pabOTHI.
4. TlpaBuna BHYTPEHHEro TPYAOBOIO pacmopsiika — 3TO IPaBOBOW akT, pPErJIaMEHTHUPYIOUIH

5. JIOKyMeHTHI KJIacCU(PUIIUPYIOT:
no 6udam. OPraHu3aIMOHHO-PACTIOPSIUTEIIBHBIE,
, IO INYHOMY COCTaBY;
no ¢opme: WHIUBUIYaJIbHbIE, , TaOmuYHbIE, TEKCTOBBIC, AHKETHBHIE,
TpadapeTHsIe;
no npoucxodcoeruro: opuInaIbHbIE U ;
1O Mecmy NPOUCXOHCOCHUSL: U BHYTPEHHUE;
1O CPOKAM XpaHenus: TIOCTOSIHHOTO CPOKa XpaHEHUsI, BPEMEHHOTO
( ), BpEMEHHOTO ( );
no 2nacHocmu: CEKpeTHbIE U ;
no  cpeocmeam  ¢hukcayuu:  PYKOIHCHBIE, , Tpaduyeckue,
, POTOKMHOIOKYMEHTHI;
no cmaousiM co30aHus: OPUTHHAIIBL, YePHOBHKH, ,
, , TyOJTUKATHI;
no cpoYHOCIU: Y HECPOYHEIE;
N0 HAUMEHOBAHUIO:

Tema 1.2.0cHOBHBIC IOHATHS JOKYMEHTALMOHHOI0 00eCIeYeHUs1 YIPaBJICHHUS
TeopeTndeckue BONMPOCHI

1. Uto mpexacrapinsieT co0oii OaHK JOKyMeHTa?

2. Kakue Bubl pacnoJioKeHUs1 peKBU3UTOB Bbl 3HaeTe?

3. Kakue pekBU3UTHI BXOST B COCTaB o0IIero 6aanka?

4. Kakue peKBU3UTHI BXOJAT B COCTaB OJIaHKa JUIsI TceM?

5. Kak popmynupyercs 3aroioBoK K TEKCTY JOKyMeHTa?

6. Kakue a1eMeHThI BKIIFOYAIOTCS B COCTAB PEKBU3HTA «aapecar»?

7. CKOJBKO aApecOB MAKCUMAIbHO MOYXHO MIOMECTUTh Ha OJHOM JIOKYMEHTE?

8. Kakue sneMeHThI BXOAST B cOCTaB rpuda coriacoBaHus?

9. Kakue s7eMeHTHI BXOAT B COCTaB rpuda yTBEpKICHUS?

10. Kakue sneMeHThl B pEKBU3HUTE «IOANKUCHY JOJDKHA 3aTparuBaTh nevyaTh?

YPOBEHbD A.
Bribepure BepHOE yTBEpKICHNE
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1.City:xe0HOe 1moJie JOKYMEHTA MPeAHAa3HAYCHO /Il HAHECCHUSI CTICIIaTbHBIX
M300paKeHUH

2. IlocTosIHHBIN PEKBU3UT — PEKBU3HUT, HAHECECHHBIN MTPU U3rOTOBICHUN OJIaHKa

3. [lepeMeHHBII pEKBU3UT HAHOCUTCSI IIPU COCTABJIEHUU JOKYMEHTA

4. JIeBoe 110Ji€ MOKET ObITh YBEIHUEHO

5. CtpaHu1pl JOKYMEHTa MOXKHO HyMEpPOBaTh Ha HU)KHEM I10JI€ JIMCTa

6. YcTaHOBIIEHO /IBa BapHaHTa PACIIOJIOKEHHS PEKBU3UTOB Ha OJIaHKaX

7. Ha Gnankax oopmIIsieTcst TOJIBKO MepBast CTPaHHUIIA JOKYMEHTOB

8.PexBu3uThI Oi1aHKa opranu3anuu cyosekra PO MoxHO 0popMUTH TOJIBKO Ha
HAIlMOHAJILHOM SI3bIKE

9.Ha 6ranke MO’KHO IOMECTUTh COKpAIIEHHOE Ha3BaHUE OpPraHU3alllU, Ja’Ke €ClI OHO He
3aKpeIyIeHO B Y CcTaBe 3TOM opraHu3anuu

10. JIokyMeHT HE MOKET COJIepkKaTh OOJIee YETHIPEX aJAPecaToB

11. JlIokyMEHT MOXKET OBITh YTBEP KJIEH J0KHOCTHBIM JINLIOM

12. B KoHIIE 3ar0JI0BKa K TEKCTY IOKYMEHTa TOUKa HE CTaBUTCS

13. K nokymenTam, oopmiieHHBIM Ha popmaTe AS, 3aroJIoOBOK K TEKCTY HE COCTaBIISETCS
14. Tekct nokymeHnTa Ha ¢popmare A4 odopmiiseTcs yepe3 MoJITopa MHTEpBaJia

15. TekcT noKyMeHTa MOKET ObITh MPEACTaBIeH B popMe TabIUIIbI

16. KonnyecTBO TMCTOB B MPUJIOKEHNHN K TEKCTY HE YKa3bIBAECTCS

17. B pacumudpoBKe MOaMUCH HHUIIMATBI BCETIa CTOSIT 10 (haMUTTUU

18. JlokyMeHTHI (PUMHAHCOBOTO XapaKkTepa MOTYT UMETh JBE MOIUCH

19.0T™meTKa 00 UCTIOJTHEHUH JOKYMEHTA MPOCTABIISAETCS B JIEBOM HUKHEM YIJTy IEPBOTO
JIMCTa JOKYMEHTA

20.0T™MeTKa O MOCTYIIEHUU IPOCTABIISAETCS TOJIBKO Ha MPUCHLIAEMBIX (BXOSIINX)
JNOKyMEHTaxX

Bbi0epuTe npaBWIbHbBIN OTBET.

K kaosicoomy 3a0anuro oanvl 3 éapuanma omeema, uz KOmopvix moabko 00UH 6eprblil. B baanke
0meemos nocmasbme n00 HOMepPoOM 3a0anus OYKey omeema, KOMopblil HA 8aul 83271510 A6NAeMCS
NPAaABUTILHBIM.

1. JIuctel HyMepyIOTCH. ..

a) 1ocepeIMHE HIKHEro MOJIs JIUCTa

0) nocepeMHE BEPXHETO OIS JINCTA

B) B IIPaBOM BE€PXHEM YTIy

2. Hymeparus crpanui] opopmIsiorT Tax...

a) 25

0) -25-

B) cTp.25

3. CKOJIBKO CYILIECTBYET MOJI0KEHUH TadynaTopa

a)6

0) 8

B) 4

4. Ot HyIeBOTO MOJOXKEHUS Ta0yasITOpa OPOPMIISIOT. . .

a) HaMMEHOBAaHME BUJIA IOKYMEHTA

0) axpecar

B) rpu¢ yTBepKIAeHUS

5. KakuM uHTEpBaIOM OTIEISIOT APYT OT Apyra peKBU3HUTHI IPH 0POPMIICHUN JOKYMEHTa Ha
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dbopmare A4?

a) OJMHAPHBIM

0) TBOMHBIM

B) TPOMHBIM

6. Kakoii pekBU3UT HE BXOAMT B COCTaB OJIaHKa MHChMa?
a) CripaBOYHbBIC JaHHBIC 00 OpraHU3alnun

0) MeCTo M3TaHus

B) CCBUIKA Ha HOMED U JIaTy BXOJISAIIETO JOKYMCHTA

7. IOIKHOCTHOM OJIaHK SIBJIICTCS Pa3HOBHIHOCTHIO

a) oOmero OjJaHKa

0) O6;aHKa MUchMa

B) OJJaHK KOHKPETHOTO BUJA IOKyMEHTA

8. MoeT JIn MUHUCTP TIOINTUCATh TOKYMEHT, O(OPMIICHHBIH Ha TIOJDKHOCTHOM OJIaHKE
3aMECTHUTENSI MUHUCTpA?

a) MOXET

0) HEe MOXET

B) 110 KEJIaHUIO

9. PekBU3UT «CIIPaBOYHBIC JAaHHBIEC 00 OPraHu3aum) 0HOPMIISIOT
a) TOJIbKO Ha OJIaHKax IMMChMa

0) Ha Bcex OJraHKax

B) TOJIBKO Ha OJIaHKEe KOHKPETHOTO BUJIA IOKYMEHTa

10. Ha 6mmanke cyobexkToB PD pekBU3UTHI 0(OPMIISIOTCS:
a) TOJIBKO Ha PYCCKOM SI3BIKE

0) TOILKO HA HAITMOHAIHLHOM SI3BIKE

B) Ha JIBYX S3bIKaX: pyCCKOM U HAIMOHATILHOM

11. Jlata moxymeHTa 0hOpMIIIETCS:

a) 23.12.2010

6) 23.X11.2009

B) 23.12.10

12. Tlpu anpecoBaHUU JOHKHOCTHOMY JIUIY MHULIUAIIBI CTABST. ..
a) 10 haMuIuu

0) mocie dhaMuIuu

B) 110 YCMOTPEHHUIO CeKpeTaps

13. Mecto u3ganusa JOKyMeHTa o(opmiisercs: Tak

a) r.Koctpoma

0) Koctpoma

B) rop. Kocrpoma

14. CnyxeGHOe MUCbMO MOXKET COJIep>KaTh He Ooiee

a) 4eThIpex aJipecaToB

0) IByX agpecaToB

B) TpeX aJpecaToB

15. 3arosoBoK K TEKCTY COCTABISIETCA K IOKyMEHTaM, O(DOPMIIEHHBIM. . .
a) Ha (opmate A4

0) Ha popmate AS

B) Ha M000M (hopmare

16. Tekct nokymenra Ha opmate A4 0OpMIISIOT..
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a) uepes3 OJIMH UHTEPBAI

0) uepes moJITopa MHTEpBAJIa

B) U€pe3 JiBa UHTEpBaJia

17. Pe3ononuio 0(hOpMIISIET. ..

a) pyKOBOJUTENb

0) cekperapb

B) WCIIOJIHUTEIIb

18. B pekBU3UTE IIOANNCHY UHUIIHAIBI CTABSAT. ..
a) no hbamMumum

0) nocie pamm

B) HE UMEET 3HAUYCHUS

19. OtmeTka 0 MOCTYIUICHHH O(QOPMIISETCS. ..

a) Ha MOCTYIAKIINX JOKYMEHTax

0) Ha OTIIPABIIIEMBIX TOKYMEHTAX

B) Ha BCEX IOKYMEHTaX

20. Pe3ynbTaT paccMOTpEHUS TOKYMEHTa PYKOBOUTEIEM O(POPMIISIETCS. . .
a) rpudoM yTBEp>KICHUS

0) pe3zosronuen

B) Ipr(OM COTIIACOBAHUS

YPOBEHbD B.

BceraBbTe mponyieHHbIe B TEKCTE CJI0BA.

1. dopmyrsip TOKyMEHTa — 3TO Habop 0(UIINATIELHOTO MMCEMEHHOTO JIOKYMEHTA,
PacIoJIOKEHHBIX B OTIPEICIICHHON

2. bnank gfoxkyMeHTa — 3To Habop , UIEHTUDUIMPYIOTITHIT

0(pUIMATBHOTO MUCbMEHHOTO JOKYMEHTA.
3. Ecnu teker nokymenTta Ha ¢opmare A4 HamedataH yepes3 MoJITopa HHTEpBalla, PEKBU3UTHI OTIEIISIO

JPYT OT JApyra WHTEpBaJIaMHU.

4. PeKBU3HT «CIIPaBOYHBIC JaHHBIC 00 OpraHu3aIm» 0(GOPMIISIOT TOJIEKO B OJIaHKE

5. JlaToii TOKyMEHTa SIBJIICTCS JaTa ero 1581051

6. YTBepkIeHne — 3T0 0COOBIH crmocoo JIOKyMEHTa TI0CJIE €T

, CaHKI_[I/IOHI/Ip}IIOH_II/Iﬁ pacupoCTpaHCHUC HeﬁCTBHH JAOKYMCHTA Ha OHpeI[eJICHHHﬁ

KpYT JIMII, TPa)/JaH, OpraHu3aIui.

7. Pe3omonus — 310 Ha JOKYMEHTE, CllellaHHas
U cojieprKalliasi IpUHATOE
8. 3aroJI0BOK K TEKCTy JOKyMEHTa oopmisieTcs B WIN
MaJIeKe.
9. PexBU3UT «OTMETKA 00 MCIIOJHEHNUH IOKYMEHTA U HAlpaBJIEHUH €ro B Je0» 0(opMIIseTcs B
YaCTH HWKHETO MOJIs JIUCTA JOKYMEHTa
10. OT™MeTKy 0 NOCTYIUIEHUH IOKYMEHTa POCTABIISIOT B HWDKHEM YTy

JINCTa JOKYMCHTA.

IIpakTnuyeckas padora Nel

Tema:«OcHOBHBIE MOHATHS TOKYMEHTALIMOHHOT000€eceYeH sl YIPaBIeHUD)
Haumenosanuepabomol: «Cocmasnenue u opopmienue paziuuHslx 61008 O1aHK06»

Llenu pabomel:COBEPIICHCTBOBAHNE HABBIKOB COCTaBICHHS U OQGOpPMIICHHS JIOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMU
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3aganme 1. Haueprure Ha mnotHoM Oymare (Batman) ¢Qopmata A4, B macmrade 1:1,
(GbopMyIISApBl YIIIOBOTO W TPOJOJIFHOTO OJAHKOB C YKa3aHHEM HOMEpPOB PEKBU3UTOB Ha JIUIEBOM
CTOpOHE, & HAUMEHOBAHUI PEKBU3UTOB — HA 0OOPOTHOM.

3aganme 2. Odopmure mMaker OinaHKa MuUchbMa (YIJIOBOE PACIOJIOKEHHUE PEKBU3UTOB IITaMIIa
6manka):0OAO «MocTtopr».

CnpaBounbsie JaHHble 00 opranusanuu: MockBa, 131564, Kpachompecnenckasina®. , 15;
tenerpad: Mocropr; Tenedon: 265-45-51 .

P 1 ¢ N2 53780 B KpacHomnpecaernckoM (unuanie MockoBckoro komMmepueckorobanka, M®O
26894, xox OKIIO 985623, OI'PH 345123789023, MHH/KIIIT

4500583453/02387560.

3aganue 3. Odopmure Maker OinaHka mHHUCbMa (IIPOAOJBHOE PACHOJIOKEHUE PEKBU3UTOB
mTamna OlaHKa), COCTaBUB CaMOCTOSITEIbHO HEOOXOAMMbIE PEKBU3UTHI.

3aganue 4. Ogopmure MakeT OJaHKa KOHKPETHOTO BUJAa JOKYMEHTa (IpUKas3a) C YIJIOBBIM
pacIioioKeHUEeM PEeKBU3UTOB: TOBAPHBIN 3HAK WM AMOIeMa MpenpusTHs (110 BameMy YCMOTPEHHIO)
AO «bepeskay, npukas, qaTa nprkasa u ero Homep, r. KOHCTaHTHHOBCK.

3aganue 5. Odopmure MakerT OllaHKa KOHKPETHOTO BHJA JOKyMEHTa (IIPOTOKOJIA) C
MIPOJIOJBHBIM pacrojiokeHneM pekBu3uToB: OAO «I'A3», mpoTokoin, nara 3acefaHusi, HOMeEp
MIPOTOKOJIA, I. KOHCTaHTHHOBCK.

3aganue 6. Opopmure mMakeT OJaHKa JOJKHOCTHOIO JHIa (MdPp Ballero ropoja), COCTaBUB
HE0OX0IMMbIE PEKBU3UTHI.

IIpakTHyeckast padora Ne2

Tema:«OcHOBHBIE MOHATHS JOKYMEHTAIIHOHHOTO o0ecnieYyeHHsl YIIPABJIeHHUD)
Haumenosanuepabomol: «Oghopmnenue ocnoenvix pexeusumoe ¢ coomeemcmeuu ¢ 'OCT P 6.30-
2003»

Llenu pabomwi: COBEPUICHCTBOBAHWE HABBIKOB COCTaBIEHUS U OQOpPMIIEHUS JTOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSMU

3apanne 1. OdopMuTe PEKBU3UT «aapecaT:

a) ¢nazosvim cnocodoom:

1. MunaHMCTEpCTBO MO HasToram M cbopam HavanbHuk otnena miuanupoBanus Kpacuos B. U.

2. Tupextop 000 «Opb6uta-ceppucy CoxosioB B. @. 125789, r. CmoneHck, y a. LlenTpanbHas,

28.

3. Yyrynosa T./l. , 123456, Mocksa, yi. ABTo3aBojckasi, A. 23, kB. 12;

0) ueHmpupPoBaAHHLIM CHOCODOM:

4. BOopoHEeXCKHMI rocyJapcTBeHHbIH yHUBepcUTeT DaKylbTeT )KYpPHAIUCTHKU 3aB . Kadeapoi
npodeccop Bazemckuii B. B.

5. JloxymeHT HampaBisieTcst B aBa azapeca: 1) AO «bensiii Berep» ['eHepanbHBI TUPEKTOP
Kyxos M. W.; 2) npubopocTpouTenbHbiii 3aBoj «nekTpon» Otaen mapkerunra Ct. menemxep JI. O.
CoxkoJtoBa.

3apanme 2. Opopmure rpud yrBepKIeHUS:

a) razosvim cnocobom:

1. YrBepxnato upexrop 000 «Jlakmun» B. A. Tumodees «15 » mapta 2010 rona.

2. YrBepxneHo [Iporokon 3acenanus Cosera qupekropos N212 ot 23 mapra 2010 rona.

0) uenmpuposaHHbvIM _CHOCOOOM:

3. VrBepxkeHo Pemenue obmiero coopanus akunonepos N207 ot 12 masg 2010 rona.

4. JIoKyMEeHT yTBEpKJIEH ABYMS JOJKHOCTHBIMU JIMLIAMH:

1) YrBepxnaro Hupexrop AO «IIpoton» I'. U. bopucos « 12» anpens 2010 roxa.

2) VrBepxnato Jupexkrop AO «KBant» B.W.[Jonros «13» anpens 2010 roxa.

3aganme 3. OdopmuTe Ha3BaHHE BHUJA JIOKYMEHTA U 3arojOBOK K TEKCTY 3TOTO JIOKYMEHTa
LEHTPUPOBAHHBIM U ()JIaroBbIM crioco0amMu, ymoTpeOUB HYKHBIHN Magex:

a) MpHKa3 0 BBEJIEHUH MHCTPYKIIUU MO IPOTUBOIOKAPHON 6€3011acHOCTH;
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0) IPOTOKOJI O 3aCeIaHNK COBETA MO MPOHUIAKTHUKE MPABOHAPYIICHHIA;

B) CIIpaBKa O COCTOSIHUM YCIIEBAEMOCTH B YUeOHOH rpymrie;

T') aKT 00 MHBEHTAPU3AI[MH HAIUYHS JICHEKHBIX CPECTB.

3ananue 4. OpopMuUTE OTMETKY O HATTMUUH TPHIIOKCHHS:

1. Ilpunoxxenue. Ha 2 1. B 4 3k3.

2. Ilpunoxenue. ['ocynapcTBeHHasi cucTeMa JOKYMEHTAllMOHHOTO 00€CIIeYeH sl ypaBiaeHus, 3

IK3.
3. Ilpunoxxenue
1. Ilnan pacnpeneneHus: 00y4aronuxcs o oobexram Ha 3 J1. B 2 9K3.
2. OT4eT 0 pacrpeesieHHH 10 00beKTaM Ha BpeMsl IIPOU3BOICTBEHHOM MPAKTHUKH, B 2 9K3. Ha 3
1.

3apanue 5. OhopMuTE PEKBUBHUT IOAMKUCHY. JIOKYMEHT MOIMTHUCHIBALT:

1. Inpekrop Jlenmapramenrta BHEIIHUX CBA3ed P.A.EpoxuHa.

2. HavanpHUK clIeICTBEHHOI0 OT/ENa, ITOJIKOBHUK rocTuinu B.B.MnbuH.

3. Hupextop B. E. CemenoB u HauanpHuk puHancoBoro ympasienus 1. D. Kopoaer 3A0 «
dakem».

4. Komuccust B cocraBe : mnpejacenarens komuccuu [lonomapeBa B .JI., wieHbl xomuccuu
[Toranos P. T. , Ceupuzgos P. B.

5. JIBa pyKOBOJUTEINS paBHO3HAYHBIX JOJDKHOCTEH: HauanbHUK AenapTameHTa WHGOpMaluu U
neyatu MU la Poccun P. H. CrenanoB u Jlupekrop maenapramMeHTa MO CBSI3SIM C OOIIECTBEHHOCTHIO
Muno6pa3zoBanus Poccun JI. E. HoBuukos.

3apanue 6. OdopmuTte rpud CoraacoBaHUS:

a) ¢aazoevim cnocovom:

1. Cornacoano {upekrop BO «IpoaunTtopr» K. A Ilepsazes «10» anpens 201 O roxa.

2. CormacoBano IIpotoxos N!! O6 ot 23 mapra 2010 rona 3acemanusi ITUKIOBON METOAMUECKOM
KOMMCCHH;

0) UeHmMpUPOBAHHBIM _CHOCODOM:

3. CornacoBano Jlupekrop bankoBckoro xomiemka N2 45 M. A MoxoB « 12» anpens 2010
roja.

4. CornacoBano Pemenue coOpanust TpyaoBoro koyuiektuBa ot 14 anpens 2010 roxa.

Tema 1.3. Cucrembl JOKYMEHTAIIHOHHOT0 00ecriedeHus1 yIpaBJIeHUs

IIpakTnyeckas pabora Ne3

Tema:«CucreMbl JOKYMEHTALMOHHOI0 00ecrevYeHusi yIpaBJieHH s
Haumenosanuepabomuol: «Cocmaenenue u ogpopmnenue opeanu3ayuoHHuIX 00OKYMEHN08)
Llenu pabomvl: COBEPIICHCTBOBAHHWE HABBIKOB COCTABJICHHS W OQOPMIICHHS JOKyMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMHU

3aganue 1. CocTaBuTh ycTaB opraHu3aluu (IpeanpuaThs) 000 opraHu3alMOHHO-TIPABOBOM
(dbopMbI IO Bariemy BeIOODY.

3aganue 2. OGpopMuUThH Ha ycTaBe HEOOXOIUMBIE MOAMUCH U OTMETKHU.

3aganue 3. CocTaBUThH JOHKHOCTHYIO HHCTPYKIIMIO FOPUCTA TPEAIPUATHS.

3aganue 4. OGopMuUTH Ha JOHKHOCTHOW MHCTPYKIIUU HEOOXOAUMBIE MTOAMUCH U OTMETKH.

PACIIOPAJIUTEJBHBIE JOKYMEHTbBI
Teoperuyeckne BONpPoOChI
1. U3 kakux yacteil COCTOUT TEKCT MpuKaza?

2. Kak popmynupyercst 3arojoBoK K npukazy?

3. Kak popmynupyroTcs myHKTHI puKkaza?
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4. Kakoii (hopMyTHpPOBKON 3aKaHYMBAETCS TEKCT MpUKa3a?

5. Korma uzgaercs pacnopsbkeHue?

6. Kak popmynupyercst 3arojgoBoK K pacopspKeHUIO?

7. Kakumu ciioBaMH HaUMHACTCS PACTIOPSAUTENbHAS YaCTh PACIIOPSHKCHUS?
8. Ha kakom Onanke odopmitsercs: pacropspkeHue?

9. B kakmx ciydasx u3gaeTcs ykazaHue?

10. Kak (hopMymnmpyeTcs 3aroJI0BOK K YKa3aHHUIO?

11. KakuMu clioBaMH MOYKET HAYMHATHCS PACTIOPSIUTENbHAS YaCTh YKa3aHUs ?
12. Kakoit popMynupOBKOIl 3aKaHUMBAETCS TEKCT yKa3aHHs?

YPOBEHbBD A.

Bri0epuTe BepHOE yTBep:KICHUE

1. Pemenwne n3gaercss Ha OCHOBE KOJUIETHAIBHOTO PYKOBOJICTBA

2. TexkcT mprKasa 1Mo OCHOBHOM JESATEIBHOCTH ,KaK IMPABHUIIO, COCTOUT M3 JIBYX YacTei
3.Koncrarupyromas 9acTh TeKCTa B IPUKA3€ M0 OCHOBHOM JAEATEIBHOCTA MOXKET

OTCYTCTBOBATh

4. ITyHKTBI TEKCTa MPUKa3a B paCIOPSAUTEILHON YacTH HYMEPYIOTCS apaOCKUMu I pamMmu
5.IIpukasbl IO OCHOBHOM IEATENBHOCTH U 110 IMYHOMY COCTaBy UMEIOT OOIIYIO

HyMepaIuio

6.PexBU3UT «OTMETKa O HANUYMK TPHIOKEHHS» IIOC]e TEeKCTa IMpHKa3a CaMOCTOSITEIbHO He
ohopmIseTcst

7.3aro0BOK K TEKCTY MPHUKa3a [0 OCHOBHOMU AESITeNTbHOCTH (opMynupyercs B

POIUTENHHOM MaJeKe

8.IIpuka3 1o 0oCHOBHOM JESTENbHOCTH, KaK MPABUIIO, MTOJMUCHIBAET PYKOBOAUTENb

OpraHu3aluu

9. [locTaHoBNEHUS U PEILICHUSI UMEIOT OJJHY TOIUCH

10. PacniopsiaurenbHble JOKYMEHTBI BCTYIAIOT B CUJTYy C MOMEHTA MX MOANUCAHUS

Bbi0epuTe npaBWIbHbBIN OTBET.

K xaosxcoomy 3aoanuio oanvl 3 eapuanma omeema, u3 KOMOPbIX MOAbKO OOUH 6epHbulil. B Onanke
0meemos nocmagvme NOO HOMEPOM 3a0aHus OYKEy omeema, KOMOpbll HA 6aul 63271510 s6/11emcs
NPABUNLHBIM.

1. PacnopsiuTenbHbIi JOKYMEHT, KOTOPBIN H3aeTCs Ha OCHOBE €IMHOHAYAIHS

a) pelieHue

0) npukas

B) MIOCTaHOBJIICHUE

2. PacriopsiuTeNnbHbIN TOKYyMEHT, KOTOPBIN U31aeTCs Ha OCHOBE KOJIJIETMaTbHOTO

PYKOBO/ICTBA

a) IpuKas

0) peuieHue

B) pactopsiKeHHe

3. U3 CKOTBKUX COCTaBHBIX YaCTEH, KaK MPaBHUIIO, COCTOUT TEKCT PACIOPSIAUTEIHHOTO JOKYMEHTa

a) U3 IByX

0) u3 oHOM

B) U3 TpeX

4. GaMunIuIo U JI0DKHOCTH UCIIOJHUTENS B PACHOPAIUTENILHON YacTH TEKCTa MPUKas3a M0 OCHOBHOM
JEeSITENEHOCTH YKa3bIBAIOT
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a) B UMEHUTEJILHOM M1aJIeXkKe

0) B pOAUTEIILHOM TAJIEKE

B) B JaTEJIbHOM IaJIeKe

5. B cocTaB pekBU3UTOB MpHKa3a M0 OCHOBHOM AEATEIbHOCTU HE BXOAUT PEKBUZHUT
a) TpuQ yTBEpPKICHUS

0) 3aroJIOBOK K TEKCTY

B) HOMEp JOKYMEHTa

6. [Ipuka3 1o OCHOBHOM JEATEIHLHOCTH IO IITUCHIBACT

a) pyKOBOJUTENb

0) cekperapb

B) UCIIOJIHUTEIIb

7. TloctaHOBNIEHUE TIOAMHUCHIBAET

a) pyKOBOJUTENb

0) cekperapb

B) PYKOBOJIUTENb M CEKPETaph KOJIJIETHAIIbHOTO OpraHa

8. [Ipuka3 1o OCHOBHOM JEATEIHHOCTH O(POPMIISIOT

a) Ha OJlaHKe MIChMa

0) Ha OjaHKe KOHKPETHOTO BHJIa TOKyMEHTA

B) Ha JIOJDKHOCTHOM OJIaHKE

9. CnoBo «IpWKa3bIBaO» B TEKCTE MPHKa3a M0 OCHOBHOW JESITEIHHOCTH O(GOPMIISIOT B CIIEAYIOIIEM
HaIlMCaHUHN

a) [TIPUKA3BAIO

0) npuKa3pIBaro

B) [IpukassiBaro

10. PacniopsiaurenbHas 4aCTh B pacHOPSKEHUH HAYMHAETCS CIIOBOM
a) [IPEJIJIAT’'AIO

0) PEIIIAET

B) [IOCTAHOBJISIET

YPOBEHD B.

BcTaBbTe nponyneHHbie B TEKCTE CJI0BA.

1. Opranu3armoHHO-PaCIOPSIUTEIBHBIN JOKYMEHT — 3TO BUJ MMCHBbMEHHOTO JOKYMEHTa, B KOTOPOM
(bUKCUPYIOTCS aIMUHUCTPATUBHBIX ¥ OPraHU3allMOHHBIX BOIPOCOB, a
TaKke BOIIPOCOB ,

B3aUMOJICHCTBHUS, 00€CIICUCHUS M PETYITMPOBAHUS ICATSILHOCTH OPTraHOB BJIACTH,

YUPEKICHUM, MPEANPUATUN U OpraHu3alui, UX NOAPa3AeICHUN U TOJKHOCTHBIX JIUII.

2. ITocTaHOBIJIEHHE — 3TO TIPABOBOM aKT, MPUHUMAEMBIH BBICITUMHU MM HEKOTOPBHIMH IIEHTPAJTbHBIMHU
opraHaMu BJIACTH, JEHCTBYIOLUIUMHU HA OCHOBE
yIpaBJeHHs, B LENAX pa3pelieHus: Hanbosiee BXKHBIX U MPUHIMIHAIBHBIX 337a4, CTOSIMIMX Mepe
JAHHBIMU OpraHaMM, U YCTAHOBIICHUS CTAOUIIBHBIX HOPM, MTPaBHII

3. Pemenne — 53TO paCHOPSAUTENBHBIA JOKYMEHT, KOTOpBIH SIBISI€TCS IPABOBBIM AKTOM,
IIPUHUMAEMbIM BJIACTH.
4. PacrniopspkeHre — 3TO YIIPaBJIEHUs T'OCYJapCTBEHHOIO OpraHa,
MMEIOIIUM BJIACTHBIM XapakTep, W3JaHHBIM B paMKaX MPUCBOCHHOIO JOJDKHOCTHOMY JIMILY,
rOCYAApCTBEHHOMY OpraHy KOMIIETEHIUH, HMEIOIIHN CUly Ul TpaxJaH H
OpraHu3aluii, KOTOPbIM PacCHoOPsIKEHUE aIPECOBAHO.
5. [Ipuka3 — 3T0 MpaBOBOM aKT, N3JABAEMBIii OpraHu3aluu, JeUCTBYIOLIEH
Ha OCHOBE .
6. TekcT pacnopsaUTEIbHOTO TOKYMEHTa Yalle BCEro COCTOMUT U3 JABYX B3aMMO3aBUCHMBIX 4acTeil -
u .
7. B 3aBUCMMOCTH OT BHJa JOKYMEHTA PaclopsAUTeNbHAs YaCTh HAUWHAETCS CIIOBAMHU:
— B IIOCTAHOBJICHUH; — B PCLLICHUY,
— B PACIOPSKEHUU; — B IIpUKa3e.
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8. PexBM3HT «OTMETKA O HANUYHUU TMPWIOKCHHS» IOCIE TEKCTa PACHOPSIUTEILHOTO JIOKYMEHTA
CaMOCTOSITEIIEHO .

9. TekcT pacmopsIMTENBHOTO TOKYMEHTA JOJKEH UMETh 3ar0JIOBOK, KOTOPBIA

dbopmynupyercs B najexe.

10. [Ipukassl 1 pacOPSHKEHHS O ITHCHIBACT WA

11. IlocTaHOBJIEHUS M PELIEHHUS] UMEIOT JIBE HNOJAIUCH — 51
KOJUIETHAJIBHOTO OpraHa.
12. PacnopsiauTenbHbie JOKYMEHTHI BCTYNAIOT B CHITY C MOMEHTA UX

WM JOBEJICHUS 10 CBEICHMUS.

IIpakTnueckas padora Ned
Tema: «CucTeMbl JOKYMEHTAIIMOHHOTO 00ecrievYeHHsl YIPaBIeHUs»

Haumenosanuepabomui: «Cocmasnenue u ogpopmuenue pacnopaoumenbHoil 00KyMeHmayuu)
Llenu pabomul: COBEPUIEHCTBOBAHNWE HABBIKOB COCTABICHHS M O(GOPMIIEHHS JIOKYMEHTOB B
COOTBETCTBUU C TPEOOBAaHUSIMU

3aganue 1. CoctaButh U 0OPMUTH JOKYMEHT. PacrnopsbkeHne o MOBBIIIEHUH KBaJM(pUKaUK
nepcoHaia. B cBf3W C mepexoJoM Ha HOBYIO CHUCTEMY aJIMUHUCTPUPOBAHUS U TMPEICTOSLICH
aTTectaluu paOOTHHKAM MPEUIOKEHO MPONTH oOydeHHe Ha Kypcax IMOBBIIIEHHUS KBaTU(UKALIUY;
CEKpeTaplo OT/ieNa — MPEeJOCTaBUTh I'pauK MpoBeIeHUsI 00y4eHHs] COTPYIHUKOB OT/ENA.

3aganue 2. CocraButh U O(OPMUTH JOKYMEHT. PacnopsbkeHue HaualdbHHKA OTIENa O
Haz0aBKax 3a BBICIYTY JIeT K oKkiany B pazmepe 20-30% cnenuanuctam oTAena.

3apanme 3. CoctaBuTh 1 0OPMHUTH JOKYMEHT. YKa3zaHue o rpaduke oTiyckoB Ha 2012 rog.
s coctaBneHus rpaduka OTIYCKOB MpeJiaraeTcs COCTaBUTh CIHMCKH PaOOTHUKOB C YKa3aHHUEM
CpOKa TMpEanojaraeMoro €XerogHoro oruiaunBaeMoro otmycka B 2012 romy. Ilepenats
COCTaBJICHHBIE CIIMCKH B OTZE] KaapOB A0 | HIOHS.

3ananue 4. OdopmuTe MprKa3 MO0 OCHOBHOM JESTEIIBHOCTH.

3akpeITOe akImoHepHoe 001IecTBO « BAK»

[Tpukas

15.04.2010 N15

KoncranTuHOBCK

O co3nanuu pabo4ux CEKTOPOB B YNpaBICHUH MIPOU3BOJCTBA U BHEAPEHUS UHPOPMAIIMOHHBIX
CUCTEM

B nensx coBepuieHCTBOBAaHUS OpraHu3alvy paboThl YIIpaBJIeHUs MPOU3BOJACTBA U BHEIPEHUS
nH(OPMALIMOHHBIX CUCTeM mpukaspiBato: 1. Co3maTh B YmpaBieHHHM IIECTh PabOYUX CEKTOPOB:
pa3paboTKu MPOTPaMMHOTO OOECTeueHus, COMPOBOXKICHUS MH(DOPMALIMOHHBIX CUCTEM, OIEPATOPOB
00pabOTKM HAaHHBIX, OOCIY)KHBAHHS KJIMEHTOB, TEXHHMUYECKOTO OOecredeHus, AOKYMEHTAlHOHHOTO
obecrieueHus  ynpaBineHus. 2. HavanpHuky VYmpaBneHus TNpPOM3BOJACTBA W BHEIPEHUS
unpopmannoHHbix cuctem 0. C. PyneHko MoAroToBUTH MPOEKTHI MOJIOKEHUH 0 pabouuX CEeKTopax.
3. HavansHuky otnena kaapoB B. B. BacuibeBoil BHECTHM M3MEHEHHs B IITATHOE PACIHCAHUE U
YKOMIUIEKTOBaTh IITaT pabouux cexkTopoB. 4. KoHTposb 3a MCIOJHEHHEM IpHKa3a BO3JIOXKHTH Ha
nepBoro 3amectutens aupekropa A. C. Koponesy.

I'enepanbubiil qupexrop B. 4. SIkosies.

3anpanme 5. CoctaButh U 0OpMUTH T0KyMeHT. IlocTaHOBIEHHE O MPEeMUPOBAHUU PAOOTHUKOB
COLIMAJIBHO — 3KOHOMHYECKOIrO OoTAena AAMHMHHMCTpanuu KOHCTaHTHMHOBCKOTO pailoHa 3a BBICOKHE
nokazaTtenu paboTsl otaena. [Ipemust BblaaeTcst U3 (GoOHAA MaTepUALHOTO IMOOMIPEHHs B pa3Mmepe
60% exeMECSIUHOro JT0JKHOCTHOTO OKJIAJA.

NHO®OPMAIIMOHHO-CITPABOYHBIE JOKYMEHTbBI
AKT
Teoperuyeckue BONpochl
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1. Kem cocraBisitoTcst akTh1?
2. Kakue pyOpuKH BBIACTSIOTCS BO BBOJHON YacTH aKTa?
3. UTo yKa3bIBalOT B KOHCTATUPYIOIIEH YacTH aKkTa?

YPOBEHbD A.

BobiGepuTe BepHOe yTBep:KIeHHE

1. AKTBI, KaK IpaBUIIO, TIOISKAT YTBEPIKICHUIO

2. Akt MoxeT ohopMITATECS Ha TpadapeTHoM OIaHKe

3. Harme Bcero aKThl COCTABIISTFOTCS KOMUCCHEH

4. AKT MOET CITy’KUTb OCHOBAaHUEM JUJIs1 U3/IaHUsl pacIiOpsIUTENIbHOIO JOKYMEHTa
5. Hanmmuue 3aKimounTebHOM YacTH TeKCTa akTa 00s13aTesIbHO

Bbi0epuTe npaBuIILHBIN OTBeT.

K kaorcoomy 3a0anuro oanwvl 3 sapuanma omeema, uz KOmopbix moJibko 0OuH 6epHbiil. B
OnanKe omeemos nocmasbme nNOO HOMEPOM 3A0aHus OYKEY Omeema, KOMopbiil HA 6aul 6327150 AGNAEMCSL
NPAGUTLHBIM.

1. Ciy>xe0OHBblIi1 aKT COCTaBIISIET Y TIOAKCHIBAET

a) PyKOBOJUTEIb

0) UCTIOJTHUTEITh

B) KOMHUCCHS

2. OcHOBaHWEM TSI H3IaHHST KAKOTO PACTIOPSAMTEIILHOTO IOKYMEHTA MOXKET OBITh aKT
a) [Ipuxas

0) Pemienne

B) [locTanoBnenue

3. [laroii akTa siBIISICTCS

a) [lara yrBepkaeHus

0) Jlata akTupyemMoro coObITHs

B) Jlara moamucanust

4. B cocTaB peKBU3UTOB aKTa BXOJUT PEKBU3UT

a) ['pud cormacoBanmst

0) ['pud yrBepxneHus

B) OT™MeTKa 00 HCIIOJIHUTEIIC

5. B cocraB peKkBU3UTOB aKkTa HE BXOJIUT

a) ['pud yrBepxneHus

0) I'pud cornacoBanmst

B) 3aroJIOBOK K TEKCTY JIOKYMEHTa

6. CkoJbKO YacTeil COIEP)KUT TEKCT aKTa

a) ozHy

0) 1Be

B) TpU

7. 3arooBOK K TEKCTY akTa (opMyIupyeTcs

a) B UMEHUTEILHOM TIa/IeKe

0) B POIMTEIHHOM MA/ISKE

B) B IIPEVIOKHOM TIaJIEKE

8. Crnienyer 1 yKasbIBaTh IOJDKHOCTH YJICHOB KOMUCCHH TPU OOPMIIEHUH PEKBH3UTA
(TIO/TIHCH)

a) [la

0) Her

B) [lo >xenmanuro cexperaps

9. B CKONBKUX AK3eMIUTIpax 0QOpMIIIETCS aKT

a) B tpex

0) B uetbIpex

B) B ckonbkux HE06x0 1Mo

10. Kakas 9acTh TEKCTa aKTa MOXKET OTCYTCTBOBATh
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a) BroymHas yactb

0) Koncratupyroras

B) 3aKITIOUUTEbHAS

YPOBEHbD B.

BcraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. AKT — D3TO JOKYMEHT, COCTaBJICHHBIN , KOTOpBIH

MOATBEPXK/IaET YCTAaHOBJIEHHBIE (PAKTHI U COOBITUS
2. AKTBI HaIie BCero COCTaBIISIOTCS MMOCTOSTHHO JICHCTBYIOIIMMUA
3. JlaTta 1 MecTa COCTaBJICHHUS aKTa JIOJDKHBI COOTBETCTBOBATH JaTE H MECTY

4. AKTBbI, KaK [IPaBWJIO, YTBEPKAAIOTCA YUPEKICHUS.
5. [locne cnoB «4IeHbI KOMUCCUN HE CTaBUTCH.

IMPOTOKOJI
TeopeTnueckue BONpockl
. HazoBuTe pyOpHku BBOJHON 4acTu MPOTOKOJIA?
. VI3 xakux pa3zenoB COCTOUT OCHOBHAs 4acTh MPOTOKOJA?
. Kak ¢popmynupyercs nocraHoBisomas 4actb NpOTOKOJA?

—_—

w N

YPOBEHbD A.

Bri0epuTe BepHOE yTBep:KICHUE

. B xpaTkoM IpOTOKOJI€ MPUBOIATCS TEKCTHI BHICTYIUICHUM

. Jlatoii mpoToKoJa ABJISIETCS JaTa MPOBEICHUS 3aCEeIaHUs

. B mporokosne 00s3aTenbHO yKa3bIBAETCS KOJUYECTBO MPUCYTCTBYIOMINUX

. B Tekcte mporokosa MoxkeT orcyrcTBoBaTh myHKT BBICTYTINJIN

. B mpoTokoie yka3bIBaroTCs PE3yNbTaThl FOJIOCOBAHUS

. IIpoTOKOJI coCTaBIsAETCS B OTHOM IK3EMILISIPE

. [IpoTOKOJI NOANMCHIBAOT MPEICENATEND U CEKPETAPh KOJIJIETHAIBHOIO OpraHa
. Ha pacimmpeHHBIX 3acejaHusAX COCTAB MPUCYTCTBYIOLIUX YKA3bIBAETCS KOJUYECTBEHHO
9.BrInucka K3 NPOTOKOJIAa yIO0CTOBEPsETCs 0(hOpPMIICHHEM PEKBU3UTA «OTMETKA O
3aBEPEHUU KOIUN»

10./laToii BHITMCKU U3 MTPOTOKOJIA SABJISIETCS JlaTa, yKa3Has Kak JlaTa MoAM1uCcaHus
MIPOTOKOJIA

Bbi0epuTe npaBWIbHbBIN OTBET.

K xaosxcoomy 3aoanuio oanvl 3 eapuanma omeema, u3 KOMOPbIX MOAbKO OOUH 6epHbulil. B Onanke
0meemos nocmagvme NOO HOMEPOM 3a0aHus OYKEy omeema, KOMOpbll HA 6aul 63271510 s6/11emcs
NPABUTILHBIM.

1. JlaToi mpoTOKOJIa SABIISCTCS

a) J1aTa 3aceaHus

0) mata opopMieHUS

B) J1aTa MOJIUCAHUsA

2. U3 CKOTBKUX YacTe COCTOUT TEKCT MPOTOKOJIA

a) oJIHOM

0) 1ByX

B) Tpex

3. Bompockl moBecTky AHS B MPOTOKOJIE (GOPMYIHUPYIOTCS

a) B IMEHUTEJIBHOM MaJIeXkKe

0) B PEVI0KHOM NAJEeXKe

B) B BUHUTEJILHOM MaJIeXKe

4. TIpoTOKOJ MOAMUCHIBAET

a) pyKOBOAUTEID

0) cexperapp

B) IIpe/iceaTeNb U CEKPETaph KOJJIErHaJIbHOIO OpraHa

OO O WN -
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5. Kakas yacTtp B cxeMe OCTPOEHUsI OCHOBHOM YacTH MPOTOKOJIA MOKET OTCYTCTBOBAThH
a) CJIVIIAJIN

0) BBICTYIINJIN

B) [IOCTAHOBUJIN

6. [TpoTokos1 0POPMIIIIOT

a) B OJIHOM JK3EMILISAPE

0) B IBYX 3K3eMIUISIpax

B) B TPEX IK3EMILIAPAX

7. JlaTol BBIUCKH U3 IPOTOKOJIA SBIISETCS

a) nara oOpPMIICHHSI IPOTOKOJIA

0) nara, ykazaHHasi B OTMETKE O 3aBEPEHUU KOIIUU

B) JlaTa MOJANMCAHUS ITPOTOKOIA

8. Beimucky 13 MPOTOKOJIA MOIITHCHIBAET

a) pyKOBOJUTENb

0) 3aBenyroIMi KaHLIeIsApUel

B) CeKpeTapb, 0()OPMUBIINI BBIITUCKY

9. Kak opopMIISIOTCST B TEKCTE MPOTOKOJIA, IIPUCYTCTBYIOIINE, €CITH UX 22 YeJoBeKa
a) [IpucyrcrBoBanu: 22 yenoBeka (CIMHUCOK MPUIIATaeTCs)

0) [IpucyrcTBoBaNIN: IEPEUUCIAIOTCS (PAMUIIUU MPUCYTCTBYIOMINX B al(paBUTHOM
MOpsiZIKe

B) IIpucyrcTBoBanu: 22 yenoseka

10. TIpoTOKOJIBI YTBEPKIAFOTCS

a) Bceraa

0) YTBEpXKIECHUIO MOJUIeXKAT HEKOTOPBIE BU/IbI IPOTOKOJIOB

B) 110 YKa3aHUIO PYKOBOJIUTENS

YPOBEHD B.

BceraBbTe nponyieHHbIe B TEKCTE CI10BA.

1. B 3aBucuMOCTH OT MOJIHOTBI OCBELICHHMA XOJa 3acelaHHsl IPOTOKOJIBI MOTYT OBITh

n
2. Tekcr IIPOTOKOJIa COCTOUT M3 JIBYX JacTeu: BBOI[HOﬁ n .
3. KonnuectBo YKa3bIBacTCsA 06H3&TCJ'IBHO, TaK KaK OT 3TOI'0 3aBUCHUT KBOPYM IIpH

MIPUHSATUY PEIICHHSI TOJIO0COBAHUEM

4. Ha pacimpeHHBIX 3aceJaHusX ¢ OOJIBITUM YUCIOM MPUCYTCTBYIOIIMX X COCTAB
YKa3bIBaCTCS
5. Kaxxaplii BOIIPOC MOBECTKH JTHS apabckumu nudpamu,
odopmMIIsieTCs ¢ KpacHOM CTPOKH U (OPMYIIUPYETCS B najiexe.
6. Kaxx/1p1if IyHKT TIOBECTKH JIHSI CTPOUTCS IO CXEME: ,

7. Ecniu Bonpoc He 00cykaancs, MyHKT MO3KET OTCYTCTBOBATb.
8. [Ipotokon odopmisiercs B AK3EMILISIpE
9. Brimucka u3 mpoTokoia yaocTtoBepsiercs oGhopMIeHHEM PEKBU3UTA

10. Z[aTOﬁ BBIIIMCKHU U3 MIPOTOKOJIA ABJISICTCA JaTa, YKa3aHHaA

CJIY’KEBHBIE 3AIIMCKHA
Teoperuyeckne BONpPoOChI
1. B kakux ciydasx co3garoTcs JOKJIaJHbIe 3alUCKU?
2. Ha xakue BUJIBI JeNATCS TOKJIAAHbIE 3aIUCKU?
3. U3 kakux yactei COCTOUT TEKCT AOKJIAJHON 3aITUCKH?

YPOBEHbD A.
Bri0epuTte BepHOe yTBep KAeHHe
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1. BHyTpeHHss TOKIaqHAas 3anucka ohopMirsieTcst Ha OJlaHKe OpraHu3alyu

2. TexcT NOKJIaHOM 3aIMUCKHU COACPIKUT TOJIBKO 00CTOSITEILHOE H3JI0KEHHE BOIPOCa

3. BHYTpeHHIOI0 TOKJIaIHYIO 3aMUCKY MOAMUCHIBAET COCTABUTEID

4. AnpecaHT B JOKJIQJHOM 3alIMCKE YKa3bIBAETCSI B UMEHUTEIBHOM Haiexke

5. B agpecare moknaHOM 3aMUCKU YKA3BIBAOT TOJBKO (PaMUITUIO

Bri0epuTte npaBuJIbHBINH OTBET.

K kaosxcoomy 3aoanuio oanvl 3 eapuanma omeema, u3 KOMOpPuIX MOAbKO OOUH 8epHuli. B Onanxe
0meemos nocmagvbme NOO HOMEPOM 3a0aHus OYKEy omeema, KOMOpbll HA 6aul 632750 A61Aemcs
NpasUIbHBIM.

1. BHyTpeHHIOI0 JOKJIaJHYIO 3alIMCKY OANUCHIBAET

a) COCTaBUTEIb

0) pyKOBOJMTEIb MOAPA3ICTICHUS

B) CEKpeTapb

2. B cronpKkux sK3eMIuIsIpax opopMIIsieTcs BHEITHSS JOKIIaqHas 3aIicKa

a) B OJTHOM

0) B IBYX

B) B TpeX

3. PekBU3UTHI 00BSICHUTEIBHOHN 3aITUCKH TI0 TTOBOJTy OOBSCHEHUS TIOCTYITKA aHAJIOTHIHBI
a) BHYTPEHHEN JTOKJIAIHOW 3alUCKU

0) BHYTpEHHEN CIPABKU

B) CIIy)X€OHOMY IMHUCHMY

4. TexcT NOKIIaTHOM 3aMMCKH, KaK MPAaBUI COCTOUT

a) 13 OJHOM YacTu

0) U3 IBYX HacTeu

B) U3 TpEX YacTeu

5. B cocTaB pekBU3UTOB BHEIIHEH MOKIAAHON 3aITMCKUA HE BXOIUT

a) 3aroJIOBOK K TEKCTY

0) meyarh

B) MOMHCH

YPOBEHD B.

BcTaBbTe nponyneHHbie B TEKCTE CJI0BA.

1. Jloxnagnas 3amuMcka — JIOKYMEHT, aJpeCOBAHHBIN M0 KOHKPETHOM
TEME C U TIPEIOKEHUSAMU TI0 HEH.

2. BHemHioro AOKJIAAHYIO 3aIllMCKy, aAp€COBAHHYIO B BBIIICCTOALIYHO OpraHU3alUI0 IIOAIHNCHIBACT

3. BHy’TpCHHIOIO JOKIIAAHYTO 3alIMCKY COCTABJISICT U MOATIHNCHIBACT

4. PekBM3HUTHI BHYTPEHHEH TOKJIAIHON 3aITHCKH:

- ajpecat (B AaTEIILHOM TAJIEKE)

- (B pOIUTEHHOM ITaJICHKE)
- HAMMCHOBaHUE BUJIA TIOKYMEHTA

- TEKCT

- OTMETKa O HaJM4YUU MPUJIOKEHUS (B cliydae HEOOXOIMMOCTH)
- 1aTa

5. PexBU3UTHI BHEIIHEN NOKIAIHON 3aIIUCKU:
- HAMMEHOBAHHE OpraHu3alyy — aBTOpa JOKYMEHTA
- HAUMEHOBAHME BUJIa IOKYMEHTA

- HHICKC
- MCCTO COCTABJICHUA NOKYMCHTA

- 3aroJIOBOK K TCKCTY
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- TCKCT
- OTMCTKA O HAJIMYUHU ITPUIJIOKCHUA

- OTMETKa 00 UCIOJHEHUHU U HaIllpaBJICHUU JOKYMCHTA B JICJIO

CITPABKA
Teoperudeckne BONpoOChI
1. Yro Takoe cnpaBka?
2. Kaxkwue ObIBaroT cripaBKu?
3. Kaxkue peKBU3HTHI CONCPKUT JTUIHAS CITpaBKa?
[MpakTHyeckue 3aganust

1. CocraBbTe crmpaBKy O pa3Mepe 3apaboTHOU TaThl pabOTHHUKA OTHena cObITa TOTOBOU
npoaykiuu [10 «['pant» it mpefoctaBieHuss B ATCKuM caa. OCTalbHBIE JTaHHBIE YKAXKUTE
CaMOCTOSITENIBHO.

2. CocraBbTe CrpaBKy 0 cTaxke paboTel 3koHOMUCTa OO0 «ATHIaHT» IS MPEIOCTABICHHS B
Jpyroe Mecto padoThl 0 MPUYUHE yXoJa co cTaporo. OcTanbHble JaHHbIE YKQKUTE CAMOCTOSTENBHO.

3. CocraBeTe crpaBky u3 KDOCa Ne 97 IlepBomaiickoro paiioHa r. MHHCKAa O COCTaBE CEMbH
MOJIOZIOTO CHelHaNucTa JUisl MpeAoCTaBiIeHUs Mo MecTy paloTbl. OcTanbHble JAHHBIE YKaXHUTE
CaMOCTOSITENIBHO.

4. CocraBpre crpaBky u3 aekanata AM® BI'ATY o towm, uto crynmentka E. A. HoBukoBa
YYHUTCSI Ha TUIATHOM OT/ICJICHWU W HE TOJIydaeT CTUIICHIUIO IS TIPEIOCTABIICHUS €€ B OyXTalTepHio
o mecty paboTsl ee matepu 0. C. HoBukoBoii. OcTanabHbIE JaHHBIC YKAKUTE CAMOCTOSTEIIBHO.

5. CocraBbTe crnpaBky o ToMm, 4to A. I'. CokosoBa sBisercs cryneHtkoi |l kypca ®ITY
BI'ATY. OcranbHble TaHHBIE YKAKUTE CAMOCTOATENBHO.

JOKYMEHTHBI 10 IYHOMY COCTABY
ITPUKA3 110 IMYHOMY COCTABY
Teopernyeckue BONpPOCHI
1. Kakue npukasbl HA3bIBAIOTCA MPHUKA3aMU 110 JUYHOMY COCTaBy?
2. Kak ¢popmynupyeTcst 3arojoBOK K CBOJHOMY NPUKa3zy?
3. Kak oopmisieTcs Bu3a 03HaKOMIICHHUS B IPHUKa3ax IO JIUYHOMY COCTaBy?
IIpakTuyeckue 3a1aHust

1.CocraBbTe mnpuka3 o0 OCBOOOXKACHWUM OT 3aHUMAEMOW JIOJDKHOCTU MO COOCTBEHHOMY
KEJIAaHUIO TJIABHOTO MH)KEHepa BTOpOoro lLexa 3aBoga. OgopmMuTe BU3y HavyalbHUKA I1€Xa, PEKBU3HT
«hamunuu ucnoaHuTens» U rpud coriacoBaHus ¢ npodkomMom. OcrtanbHbIE JaHHBIE IOMOJHUTH
CaMOCTOSITENIBHO.

2. CoctaBbTe mpHKa3 O MpuUeMe Ha JOJDKHOCTH rnaBHoro Oyxraintepa OAO «bencoros» ¢
OKJIaZIOM corjacHo mTaTHoMy pacnucanuto MBanoBoit JI. K. OcranbHble [aHHBIE YKaXuTe
CaMOCTOSITENIBHO.

3. CocraBere mpuka3 o0 yBonbHeHuu Kosanms B. H., umkenepa 10 «Jlrogmuna», B cBsizu ¢
coKpailieHreM mTara. OcranbHble CBEIEHUS JJONOIHUTh CAMOCTOSITENBHO.

4. CocraBuTh TpHKa3z O mepeBojae umkeHepa Mpanoa A. Il. Ha JOMKHOCTH TJIABHOTO
nHxkeHepa. OCcTallbHbIE CBEJIEHUS TOTIOJHUTh CAMOCTOSITENBHO.

5. CocraButh mprkaz 1o bpecTckomy KOBpOBOMY KOMOMHATY CO CIEAYIOUIMMHU JaHHBIMU: 1) O
npreMe Ha JOJHKHOCTh cekperaps-maimHucTku Koponeroit B. U.; 2) 06 0cBOOOXKIEHUN OT 3aHMMaeMOM
JOJDKHOCTH HAa4YaJbHUKA KPEIUTHOTO OT/AENA MO COTJIacOBaHUIO CTOPOH. OcCTalbHbIE JAHHBIE JOMOJIHUTH
CaMOCTOSITENBHO.

3ASIBJIEHUE, XAPAKTEPUCTHUKA
Teoperuyeckne BONpochl
1. Kak numercs 3asBieHue?
2. VI3 kakux CTPYKTYPHBIX 2JIEMEHTOB COCTOUT XapaKTEpUCTHKA?
3. Kto noanuceIBaeT XapakTepuCTUKY?
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IIpakTHyeckue 3a1aHuA

1. Cocrasbre 3asBrienne Ha ums aupekropa 110 «CnaBa» o npueme Ha paboty M.A. MBanoBa nHa
JIOJDKHOCTB Oyxrantepa. OcTalibHbIe TAHHBIE YKOXKUTE CAMOCTOSITEIBHO.

2. CocraBbTe 3asBIICHHE O TEpPEBOJEC Ha MOJDKHOCTh TJiaBHOTo uHxeHepa A. P. HoBuka.
OcranbHble TaHHBIE YKOKUTE CAMOCTOSTEIIBHO.

3. CocraBbere 3asBienue B. E. [Iposmunckoro nHa wmms aumpekropa I10 «benmpoekr» 00
YBOJIBHEHHH €T0 C 3aHUMaeMO# JODKHOCTH. OcTalbHbIE JaHHBIE YKAXKUTE CAMOCTOSTEIBHO.

4. CocraBbTe XapaKTEpUCTHKy Ha CBOEro TOBapuila 1o padore uinu yuede. OcTayibHbIE
JAHHBIE YKAKUTE CAMOCTOSITEIIBHO.

5. CocTaBbTe XapakTEpUCTHKY Ha YBOJBHIEMOTO 3aMecTUTelNs TiaBHoro Oyxranrepa OOO
«VmMumx» A mpenocTaBiIeHHS MO APyroMy MecTy paboTel. OcTalbHble JaHHBIE YKKHUTE
CaMOCTOSITEIIHHO.

6. CocraBbTe XapakTepUCTHKY Ha TiaBHOro mmkenepa [10 «Pemctpoit», mpopadotasimiero 10 ser. 3a
3TO Bpems OH OKOHuMi 3aouHoe otaeneHne AM® BI'ATY, nposiBun cebs MHULMATUBHBIM PaOOTHUKOM.
OcTarnbHbIe JaHHbIE YKKUTE CAMOCTOSITEITBHO.

PACIIUCKA, JOBEPEHHOCTDb
Teoperuyeckune BONpochl
1. Kax opopmisiercs pacnucka?
2. Yto npencraBnsieT co00i JOBEPEHHOCTH?
3. Kakue ObIBaroT BHJIBI JOBEPEHHOCTEN?
IIpakTuyeckue 3axaHus

1. CocraBpre pacmucky 3aB. ckimagam [IO «['apant» o momydernnu Ha Oaze 5000 mTyk
KOHJIeHCaTOpoB. OcTalibHbIe JaHHbIE YKAKUTE CAMOCTOSITENILHO.

2. CocraBbTe pACIUCKY OT CBOEr0 MMEHHM B IOJYYEHHU HANpOKaT MHINYIIEH MalluHbI
«Stpanby, uHB. Ne 5302. OcTanbHble JaHHBIE YKA)KUTE CAMOCTOSATEIIBHO.

3. CocraBpTe pacnucKy B MOJy4eHHH JOeHEeKHOW cymmbl B pazmepe 100 USD (mox 2%) Ha
cpok 1 mecsil.

4. CocTaBbTe JOBEPEHHOCTh SKOHOMUCTA OTJIENIa TPYy/a U 3apIuiaThl HA UMs OyxrajiTepa 3TOTo
XKe OoTAena JJsl MOJY4YeHHs] MPUUYHUTAIONIECHCS eMy 3apIuiaThl 3a CeHTA0pb. J[0BEepeHHOCTh 3aBepeHa
OTJIeTIOM KaJapoB npeanpusitus. OcTaibHble TaHHbIE YKAKUTE CAMOCTOSTENIBHO.

5. CocraBpre noepenHoctb Ha ums I1. K. Monoxa (skcnenutopa) Ha MOJydeHHE TOBAPHO-
MaTepHUaIbHBIX [IEHHOCTEH (IUCKEeThI, mucuel Oymaru u ap.) u3 marazuna Ne 5. OcrajbHble JaHHBIE
YKQXKHUTE CAMOCTOSITENIBHO.

6. B cBs3u ¢ yrepeil macrnopra cocTaBbTe JOBEPEHHOCTh Ha MOJYYEHHUE CTUIICHIUU 32 CBOETO
OJIHOKYPCHUKA.

IIpakTuyeckas padora NeS

Tema: «CHcTeMBI JOKYMEHTALMOHHOI0 00ecIeYeHHsl YIIPABICHHD)

Haumenosanue pabomwi: «Cocmagnenue u ogopmnenue UHGOPMAUUOHHO-CRPACOYHBIX
00OKYMEeHMm 08)

Llenu pabomul: COBEPIIEHCTBOBAHNWE HABBIKOB COCTAaBIEHMS M O(GOPMIICHHUS JIOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUSIMHU

3apanme 1. OpopmuTte ciayxeOHBIIN aKT.

AO «MOCKOMapXUTEKTYPbI»

Axt

VYrBepxkaato I'enepanbubiil nupextop H.I'.Humkun 12.04.2010

12.04.2010 N 12

Ilepenaun nen 3aBeyrOIIUM XO35HCTBEHHON YaCTbIO

OcHoBanue: npuka3s ['enepanbHoro aupexkropa «MockomapxutekTyps» ot 09.04.2010.

CocraBieH KOMUCCHEN : Ipencenarenb- 3aMecTUTeNb [ eHepanbHoro aupekropa AB.®ponos,
yneHsl koMuccuu: 1. ['maBubii Oyxranrtep JI. AKanunkuna. 2. BeiBiimii 3aBeayronuii Xo3siiicTBeHHON
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gacteio M. A HoBukoB. 3. BHOBb Ha3zHaueHHBIH 3aBemyromuii xo3siicteom B . b. Bo6pos. M. A
Hosukos caan, a B. b. BoOpoB npuHs1 Aena 1 0 JOKHOCTH 3aBEAYIOIIETO XO35HCTBOM.

B pesynpraTte craun-npuema iei yCTaHOBJIEHO:

1.MluBeHTapu3alMOHHAas BEIOMOCTh COCTaBjeHa 110 cocTosiHuio Ha 12.04.2010.

2. IlpencraBienHbie 000PYAOBaHUE, MHBEHTAPh, MEOEIIb COOTBETCTBYIOT HHBEHTAPH3AIIMOHHBIM
BEJIOMOCTSIM.

3. B Hamunu ©MEr0TCst BEIOMOCTH O CITMCAHWW MHBEHTAps U MeOeIu.

AKT cocTaBiieH B 3 3K3.:

1-#1 5x3.- ['eHepanbHOMY TUPEKTOPY

2-1i 9k3. - [ maBHOMY OyXTanrTepy

3-# 9K3. - B 1eno N2 12.

[Ipenacenarens komuccun JI.A.Kanunkuna

Unenst komuccun M.A.Hosuxkos, B.b.boOpos.

3apanue 2. OdopMuTe BHYTPEHHIOK JOKIIATHYIO 3aMUCKY.

JoxnaaHas 3anucka

Hupekropy 000 «ITomumep» CasenbeBy UK.

24.05.2010

O npuMeHeHuu WTpapHbIX CAaHKIIUH

B angpec mockoBckoro ¢unnana AO3T «CnenocHacTtkay coriacHo norosopy N2123 ot 23.12.
2009 mpousBeneHa oTrpys3ka Hamieil mpoaykuuu Ha cymmy 1 560 380 pyOneit. B Tedenue nByx
MeCSIEB OIJIaTa Ha Halll PACYETHBINA CUET HE MOCTYIHJIA, HECMOTPSI HA HEOAHOKPATHbIE MMCbMEHHBIE
HarOMHUHAHMSL.

[Ipennarato  nmpuMeHUTh IITpadHblE CAaHKOMM K  MoOcKoBckomy  Quuuany AO3T
«CHerocHacTKa.

3am. aupekTopa no ¢puHaHcOBBIM Bompocam U. U. rnaros.

3apanme 3. CoctaButh 1 0GOPMHUTH JOKYMEHT. OOBSICHUTENHHYIO 3aIUCKY O TOM, YTO CBOJIHBIN
oTueT 3a nekadpr 2012 roga He ObUT NPEACTABICH B YKa3aHHBIE CPOKH B CBSI3M C MOBPEKICHHEM
(hakc-MOIeMHOM CBSI3U U OTCYTCTBUEM BCEX HEOOXOIUMBIX JTaHHBIX.

3ananue 4. CoctaButh 1 0OpMUTH JOKYMEHT. Cy)KeOHYIO 3aITMCKY O 3aKa3e HOBBIX OJIAaHKOB
JIOKYMEHTOB B CBSI3U C IPOM3BOICTBEHHOM HEOOX0AMMOCTHIO (B KoudecTBe 1000 mTyK)

3apanme 5. CocraBbTe MPOTOKOJI COOpaHMsI BalleH YIEOHOM IPYIIIBI IO TTOBOIY MOCEIIaeMOCTH
3aHATUH (CTPYKTYpa MPOTOKOJIA MPUIIATAETCs).

JAEJIOBOE ITUCBMO
Teopernyeckue BONpPOCHI
1. Kakuie pekBU3UTHI BXOJAT B COCTaB OJlaHKa IS TUCEM?
2. Kakue BapuanTtsl oopMieHHs OJaHKOB CITYyKEOHBIX MMHCEM BbI 3HaeTe?
3. B kakux ciydasx ciyxeOHOe MHChbMO cocTaBisieTcst Ha Oianke ¢popmata AS?

YPOBEHbD A.

BriOepuTe BepHOe yTBep:KIeHHUE

1. TekcT city’>keOHOTO MHUChMa MOKET ObITh MPOCTHIM

2. ToH cimy)e0HOT0 MUChbMa 3aBUCUT OT €r0 COJep KaHUs

3.B TtpadaperHom TekcTe He cieAyeT HAauMHATh TEKCT CO CBOOOJHOIO MecTa, OTBEAEHHOIO IS
nepeMeHHoN nHpopMaIuu

4. B cimy>keOHOM MHCbMeE TEKCT MUIIETCs OT 1-ro JIMa MHOKECTBEHHOTO YuClia
5. Beienar npuceliaeMble U OTIpaBiIsieMble TUChMA

6. Cny)xe6HO€e MMCbMO MOKHO 0OpPMHTH Ha hopmarte AS

7. MakcuMaibHOE KOJMYECTBO aJIpecaToB B MUChME - 4

8. MakcuMaibHbIii 00beM MHUChMa — 2 JUCTA

9. Cnyxe6HO€ MHCbMO MOKET UMETh JIBE TIOMHUCH

10. Cnyxe0HO€ TUCbMO MOTYT YIOCTOBEPATH ME€YaThIO

Bri0epuTte npaBuJIbHBIH OTBET.
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K xascoomy 3aoanuto oanvl 3 éapuarnma omeema, u3 KOMopvix moabko 0OUH GepHblll. B
Onanke omeemos nocmasbme NOO HOMEPOM 3a0anus OYKEy omeema, KOMOpblli HA 8aul 6327110
ABAAEMCS NPABULLHBIM.

1. Tekcr ciryeOHOTO MUChMa COCTABIISIETCS OT

a) 1-ro nMia MHOXKECTBEHHOTO Yncia

0) 2-ro WA eqUHCTBEHHOTO YHCIIa

B) 3-TO JIMIIa MHO>KECTBEHHOTO YHCIIa

2. PekBU3UT «CChUTKA HA HOMEP U JIATy BXOSIIETO TOKyMEHTa» oopMiiseTcs

a) BO BCEX MMUChbMax

0) B OTBETHBIX MHChbMaX

B) B HHUIIMATUBHBIX TUChMaX

3. PykoBoauTENb M TITaBHBINA OyXTrajiTep MO IHCHIBAIOT

a) IMMUCHMO-HU3BEIICHUE

0) pexsiaMHOE MTMCHhMO

B) TAPaHTUHHOE TUCBMO

4. B cocTaB peKBU3UTOB CIIy’K€OHOTO MMChMa HE BXOJUT

a) ajpecar

0) Ha3BaHHE BUJIA TOKYMEHTA

B) MOJMHUCH

5. Tekct cimy>keOHOTO MChMa MOKHO 0popMUTh Ha opmate AS, ecinu

a) Het Onanka ¢popmara A4

0) TEKCT MUChMA HE MPEBBIIIAET 6 CTPOK

B) €CTh COOTBETCTBYIOILIME yKa3aHUSI PYKOBOIUTENS

6. CkoapKO OJIaHKOB TIOTPEOYETCs, €CITH CIIY)KEOHOE MMChMO HAMpAaBISIETCS B JBa ajpecaTa
a) OJuH

0) nBa

B) TpHU

7. MakcumaibHbIi 00bEM CITY)KEOHOTO MHChMa

a) OJIHA CTpaHMIla

0) BE CTpaHULIbI

B) TPU CTPAHUIIbI

8. [lewarbto ygocroBepsiercs

a) MMChMO-HaIIOMUHAHUE

0) NTUCHMO-TIpUTJIAIIICHUE

B) FrapaHTUHHOE MHUCHMO

9. OTMeTKa 0 MOCTYIUIEHUU JOKYMEHTa B OPTaHU3aLIUIO IPOCTABIISAETCS

a) Ha BCeX JOKYMEHTax

0) TOJIBKO Ha IMPUCHLIIAEMBIX

B) 110 YCMOTPEHHUIO CeKpeTaps

10. B nucbMe OTMETKA O IOCTYIJICHUH IOKYMEHTA MPOCTaBISAETCS

a) B IPaBOM HUKHEM YTJ1y IEPBOTO JIUCTA TOKYMEHTa

0) B JIEBOM HMKHEM Y1y OCIEAHETO JINCTA JOKYMEHTa

B) Ha TI0OOM CBOOOJHOM MecTe

YPOBEHbD B.

BcraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. TekcT mrcbMa JOIHKEH OBITH TPOCTHIM, T.€. KacaThCs BOIIpOCA.

2. Tekcr muchbMa, Kak MPaBUJIO, COCTOHT U3 IBYX 4YacTel. B mepBoit yactu maercs

, BO BTOPOU 4aCTH .
3. TekcT muchbMa MOXKET COCTOSITh U3 OJTHOM YacTH.
4. TTuceMo MoxHO 0opMUTh Ha Popmate AS, eCiTi TEKCT COJIEPKUT HE CTpOK.
5. Ciy»ebHOoe TUCHhMO — 3TO €IMHCTBEHHBIN TOKYMEHT, KOTOPBIN HE NMEET
JOKYMEHTA.

6. MakcuManbHOE KOJTHYECTBO apecaToB B MUChME-
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7. Kak mpaBuio, MakCUMalbHBIH 00bEM MHUCHMA - JIACTA, BTOpas CTPaHULA
odopmisieTcs Ha JHCTE.

8. [TuceMa (pMHAHCOBOTO XapakTepa JOHKHBI UMETh HOIIUCH.

9. PexBU3UTHI CITy’KEOHOTO MHUCHMa!

- PEKBU3UTHI OJIaHKA MUCHMA,

- aJpecar;

- PE30ITIOIHS;

- TEKCT;
- OTMETKA O HAJMYUH MPUIIOKECHHUS;

- OTTHUCK II€YaTH;

-OTMETKa 00 UCIOJIHUTEIIE;

-OTMeTKa 00 MCIIOJHEHUH JOKYMEHTA U HAlpaBJIEHUHU €ro B JEJ0;

- ( TOJIBKO U1 BXOJSIINX ITUCEM. )

IIpakTnueckas padora Ne6

Tema:«CucTemMbl JOKYMEHTAIIMOHHOI 0 00ecreYyeHUusl yIpaBJIeHUs»

Haumenosanuepabomol: «Cocmasienue u opopmienue cayrHceoHblx nucem»

Llenu pabomei: COBEPUICHCTBOBAHME HABBIKOB COCTaBICHHUS W OQOpPMIIEHUS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMU

3apanue 1. OdhopmuTe OTBETHOE TUCHMO.

OTkphITOC aKITMOHEPHOE 001IecTBO «Paitnoy

Va. Hentpanbhas, a. 14, r. Boponex, 456789

p/c 78900987654321234567 B 6anke «Poccuiickuii Kpeaut»

k/c N2 89765689456534543212, BUK 456321908

23.04.2010 N2 45

Ha N2 01/56 ot 06.04.2010

Texunueckomy nupekropy 000 «Dopmyinan

[lo Bameli mnpock0e HampaBisieM BaMm MpalC-IUCTHI HAa IEHbl KOMILJIEKTOB TOPTrOBOTO
o0opy/noBaHUs, a TAaKKE HOBBbIE PEKIaMHbIE MPOCHEKTHI. [Ipy MOJOKUTENBHOM pEIlIeHHuU BOMpoca O
3aKyIlKe TOProBOro OOOpYIOBaHUS COOTBETCTBYIOIIME JOKYMEHTBI JOJDKHBI OBITh HAIpPaBIJICHBI
HavyabHUKY oTxena cobita Urnatory B. I1.

Hauaneauk otnena mapketunra M. U. Pynenko.

3aganue 2. Opopmute ciayxebHOE THUCHMO.

WMznareapckuit noM «OKu3Hb)»

123456, Mocksa, bonbmoiillepesicnaBckuii niep., a.12. Ten. (495) 987-45-89

Daxc (495)456-34-56 p/c N2 8967546 B OxTsi6psckoM otaenenun Ab «MockBa»

[Ipencenarento komuTeTa 1O OOpa3oBaHUIO aaMUHUCTpaluu TIOMEHCKOW oOjacTu T-HY
ConoBbeBy B.I'.

CooOrmaem , yTo m3nmaTenbekuii 1oM «JKu3Hb» cormacHo Bareit 3asBke crenupukanuy roToB
MOCTaBUTh YUEOHYIO TUTEPATYPY MO MPOrpaMMe CPETHETO MOJHOTO 00IIero 00pa3oBaHus HA CYMMY B
1,5 (monropa) MusiroHa pyoneid. B ¢Bsizu ¢ 3TuM npocum Bac 3aki0ouuTh T10TOBOP Ha BBITIOJHEHUE
B3aMMO03a4eTOB MO0 peanu3zanuu OeH3nHa ¢ HedTsHOM kommanueidl «utep Ilmiocy, umeromieit
JTUIEH3UIO HA pean3aluio OeH3nHA.

[Ipunoxxenne: norosop Ha 8 J1. B 1 3K3.

I'enepanbubiii qupexrop K. M. KpacHos.

3aganue 3. CoctaBbTe U 0POPMHUTE MUCHMO-TIPUTTIAIIICHNE B COOTBETCTBUH C MIPABIIIAMHU.

BricTaBouHBIN LIEHTp, paclookKEHHbIM 1o azapecy: r. Open, npocnekT AHapomnoBa, 23,
MPOBOJHUT BBICTaBKY-SIpMapKy TOBapoB HapoaHoro motpednenuss «OceHp-2010» wu  mpocut
noaTBepaAuTh AO «Ypoxkail» UX ydyacTue B BBICTABKE SIpMapKe U BHICIATh UMEIOIIHMECS MPOCHEKTHI U

39



MaTepHalibl UIg 0POpPMIICHUS TEMAaTHYEeCKOTO cTeHnaa. [IuchMo moamucan pykoBOAUTENb poekTa B.
. YecHOKOB.

3aganme 4. CocraBbTe M O(OpPMHUTE MHCHMO- TMPEUIOKECHUE, J100aBUB HEIOCTAIOIINE
PEKBU3UTHIL.

IIpemyaraem BamieMy BHHMAaHHUIO HOBBIM KaTajor, COJEP)KAIUMKM IIOJHBIM aCCOPTUMEHT
BbIITyCKaeMoOl Hamed ¢pupmoil Mebenn. Mbl Takke HamlpasiisieM Mpaic-IMCT, B KOTOPOM Bbl HaiijieTe
3HAYUTENbHbIE CKUIKHU , AedcTBytomme 10 1 okta0ps 2010 roga ais HaIIMX MOCTOSIHHBIX OMTOBBIX
MTOKYIIaTEJICH.

Hagneemcs Ha B3auMONOHMMaHKE JallbHENIIEE IJI0JOTBOPHOE COTPYTHUUECTBO.

3aganue 5. CocraBbTe U 0POpPMHTE CITY’)KEOHOE IMUCHEMO.

I'maBHEIN Oyxrantep akmuoHepHOTro OaHka «VMrepuam», pacioyioKeHHOTOo 1Mo aapecy: 123456,
MockBa, ymn.MononorBapaeiickas, na. 24, tem. 141-67-90, d¢akc: 141-78-87, HamommHaeT
YIOPaBISAIOUUM peruoHanbHbIX QprinanoB Ab «Mnepuan» o coOM0AeHUN KOHTPOJIS UCIIOIHEHUS 3a
CpOKaMU MPEAO0CTABJICHHSI OTYETHOCTH Ha oCHOBaHMU nucbMa LlenTpobanka Poccun N2 01/134 ot 30
saBaps 2008 roma «0 mpemocTaBlieHMH OTYETHOCTH B cooTBeTrcTBUM C [lonoxenuem "O mopsiake
MIPOBEJICHUS] PACUETOB B NHOCTPAHHOW BAJIOTE, OCHOBAHHBIX Ha 3a4€T€ B3aUMHBIX TPEOOBAHUN MEXK Y
POCCUMCKMMH CYIOBJIQJIeNIbLIaM1, OCYIIECTBIISIOIIMMU  PBIOHBIM MpPOMBICEN, M HEPE3UJIEHTaMH,
OCYILIECTBISIOUIMMH X areHTCKoe 00CIy)KMBaHUE " » U MpUiiaraeT K NUChbMY KOO TesnerpaMmMsl 11b
N2 23 ot 15 Hos16ps 2008 rona.

Tema 2.1. Opranuszauus J0KyMeHT0000poTa

YPOBEHbD A.

Bbi0epuTe BepHOe yTBepKIeHHe

1.B xaxaoM yupeXIeHHH AOJDKHBI OBbITh pa3paboTaHbl CXeMbl JBHUYKEHHS OCHOBHBIX KaTeropuit
JOKYMEHTOB

2. YckopeHue JOKyMEHTO000pOoTa JOCTUTaeTCsl 3a CUET COKpaIeHHs KOJINYecTBa
00pabaThIBaEMbIX JJOKYMEHTOB

3. BCKphITHIO OUIEKUT BCSI KOPPECTIOHACHIINSL, TOCTYIAOIAsl B OPraHU3aIUI0

4. KoHBepThl MoCIie BCKPBITHS MPUCHLIAEMOM KOPPECTIOHACHIIUN BCEr1a YHUUTOXKAIOT

5. @akT NOCTYIJICHUS JOKYMEHTa B OpraHU3alui0 0popMIIsieTCs pe30Iolrel pyKOBOAUTEN
6.0T™MeTKa 0 MOCTYIUICHUH JJOKYMEHTAa B OpraHU3allMIo0 MPOCTABIIAETCS Ha JIFOOOM
CBOOOJHOM MECTE MEPBOTrO JIUCTA TOKYMEHTA

7. OTMETKY 0 NOCTYIICHUH TOKYMEHTa B OpPTraHU3aI[MI0 MOKHO MPOCTABISATh HA KOHBEPTE

8. Bce mokyMeHThI, MOCTYNUBIIKNE B OPraHU3aIUIO, MOJUIekKAT pErucTpaliu

9. [loctynaromue JOKyMEHTHI PETUCTPUPYIOT B IEHb MOCTYILICHUS

10. Co3naBaemble JOKYMEHTHI PETUCTPUPYIOTCS B ACHD MOAMUCAHUS WIH YTBEPKIACHUS
Bbi0epuTe npaBWIbHBIN OTBET.

K xaocoomy 3adanuio oanvl 3 eapuanma omeema, u3 KOMOPbIX MOAbKO OOUH GepHblil. B 6Onanke
0meemos8 nocmagvme NOO HOMEPOM 3a0aHus OYKEy omeema, KOMOPbll HA 8aul 632750 s6/1emcs
NPABUNBHBIM.

1. JlokyMeHTBbI, TOCTYNHUBIINE HE 10 aJIpecy, CIeayeT

a) BepHYTh Ha MOYTY

0) YHUUYTOXHUTH

B) MepeaaTh ¢ KyphepoM

2. KoHBepThl MOCTYNMUBIINX TOKYMEHTOB

a) YHUYTOXKAIOT

0) OCTaBJISIOT

B) B 3aBUCHUMOCTH OT CUTYaIluu

3. @akT NOCTYIICHUS JOKYMEHTA B OPraHU3alui0 0(POPMIISIIOT PEKBH3UTOM

a) OTMETKa O KOHTpOJIe

0) oTMETKa O TIOCTYIJIEHUH TOKyMEHTa

B) OTMETKa 00 MCIIOJIHUTENE
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4. O0s13aTeIbHON PErUCTPALIIH MOJIeKAT

a) sKcrpecc-uHpopmanus

0) pexyiaMHbIE TUChMa

B) 3asBJICHUSI FPAXKIaH

5. Llensto perucrpanuu siBisieTcs

a) oOecrieyeHne ydyera 1 KOHTPOJIIS

0) OBICTPBII TIOUCK TIOKYMEHTOB

B) BCE BBIIIENIEPEYUCIEHHOE

6. [Ipoueaypa peructpariiv BKIFOYACT B ceOs

a) OJMH 3Tan

0) 1Ba HTamna

B) TpH dTara

7. B uHAEKC JOKYMEHTA HE BXOIUT

a) xog o OKVY/]

0) HOMep JieTIa IO HOMEHKJIAType

B) HOMEP CTPYKTYPHOTO TOApa3ieJICHuUs

8. XKanoba win 3asBICHIE, TOCTYIMBIIKE B apeC OPraHU3aIuK, UMEIOT UHICKC
a) Ne 18-M

0) Ne 18

B) Ne 18 o/k

9. [Ipuka3s 1Mo OCHOBHOM JEATEILHOCTH UMEET HHICKC
a) 34 n/c

0) Ne 34

B) Ne 34-x

10. He moasiexuT peructpariuu

a) IpUKa3 0 OCHOBHOM AEATEIbHOCTH

0) xano0a rpaKJaHuHA

B) MMCbMO UH(POPMAIIMOHHOTO XapaKTepa, IPUCIAHHOE 7Sl CBEACHUS
11. O6s3aTenbHON perucTpaIy MO ICKUT

a) JOKYMEHT, KOTOPBIH 110 CBOEMY COJEPKAHUIO TpeOYyeT pelIeHs WM OTBETa
0) mporpamMa COBEIIaHHUS

B) IJIAHOBO-()MHAHCOBAs TOKyMEHTAIUs

12. InnuBuyanbHble CPOKH UCTIOJHEHUSI YCTAaHABIUBACT
a) MCIOJIHUTEIIb

0) pyKOBOJUTENH

B) CEKpeTaph

13. Cpok ucrnoyiHeHUs! JOKYMEHTa UCUHUCIISETCS

a) C MOMEHTA MOCTYIJICHHS TIOKYMEHTa B OPraHU3aIuio
0) c MOMEHTa MOJTY4YEeHHs TIOKYMEHTa UCTIOJIHUTEIEM

B) C JIaThl IOCTYIUBILIETO JOKYMEHTA

14. Cpoxk ucrnosiHeHUs! JOKYMEHTa MOKET MPOJUIUTh

a) TOT, KTO €r0 YCTaHOBUJI

0) UCTIOTHUTEND TOKYMEHTA

B) PYKOBOJUTEIIb

15. JIokyMeHT cUMUTaeTCs UCTIOTHEHHBIM

a) KOrja ecTh yKa3zaHue PyKOBOAUTEIS

0) Korja mpocTaBjeHa OTMETKa 00 UCIIOJIHEHUHU

B) IIOCJI€ PETUCTPALIUU JOKYMEHTA

YPOBEHbD B.
BcraBbTe mponyuieHHbIe B TEKCTE CJI0BA.
1. JlokymMeHTOOOOpOT — 3TO JOKYMEHTOB B YUPEKJIEHUM C MOMEHTa UX

HJIN MOJIYYCHUA N0 3aBCPUICHUA HJIN OTHPABJICHUA
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2. O0beM JOKyMEHTOOOOpOTa — 3TO
JOKYMEHTOB 32 ONpPEACICHHBIN MeproI, 0OBIYHO 3a TOJI.

3. MHWHpekcamusi — 93TO  MPOCTaBICHUE U HEOOXOIUMBIX
YCIOBHBIX IPU PETUCTPANH, YKA3bIBAIOIIUX MECTO CO3JaHHs (MCIOJIHEHUS) H
XpaHEHUs JOKYMEHTA.

4. KaprouHasi popMa perucTpary UCTIONIb3YETCS B yIPEXKICHHUIX C 00bEMOM

JOKyMEHTO000poTa €IMHULL B TOJ.

5. CpoK UCHOJHEHUSI — 3TO MEPHO]] BPEMEHHU, KOTOPbIN OTBOJUTCS Ha

JIOKYMEHTa, WJIM KaJeHAAapHas JaTa, Ha KOTOPYIO Ha3HAueHO 3aBEpIICHUE

NoCTynmaromux " CO3JaBaCMbIX

€ro

IIpakTnueckas padora Ne7

Tema:«Opranuszanusi J0KyMeHTO0000pOTa)
Haumenosanuepabomui: «Cocmasnenue cxemvlt OOKyMEeHNO0000poma 6 op2anu3ayuuy
Leau pabomvi:cOBEPLUIEHCTBOBAHNE HABBIKOB COCTABJICHUS U 0(OPMIIEHHS JOKYMEHTOO00pOTa

3aganue 1. M300pa3ute omeporpaMmy MOATOTOBKM M MPOXOXACHUS NpHUKa3a IO BallemMy
y4eOHOMY 3aBEJICHUIO (IPYroi OpraHu3aIyy 10 BalleMy YCMOTPEHHIO).
3aganue 2. [loaroroBpTe oOmneporpaMMy MOJIrOTOBKM IMHChbMa PYKOBOJWTENS BalIero y4yeOHOTO
3aBeJICHUsT HAa MMs MHUHHCTPA CPEIHET0 M NMpOo(eCCHOHAIBLHOTO 00pa30BaHUS COOTBETCTBYIOIIETO
cyonekra PO.

IIpakTnyeckasi padora Ne§

Tema:«Opranuzauus 10KyMeHTO000poTa»

Haumenosanuepabomol: «Cozoanue pezucmpayuoHHoi Gopmovl 011 pecUcmpayuuexooauux u
UCX00AUWUX OOKYMEHM 08)

Lenu pabomoi:cOBEPIIEHCTBOBAHNE HABBIKOB PETUCTPALIMUA JOKYMEHTOB

3apanue 1. V3yuuTe JEKIIMOHHBIA MaTepuall, pPEKOMEHYEMYIO JTUTEPaTypy.
3apanue 2. OdopmuTe KypHAJI PETUCTPAIIMN BXOIAIIEH KOPPECTIOHICHIIUN

Hara Peru- | Koppec-| Homep | Comep- | Peso- Uc- Cpok | Ormer- | Homep
TToOmTv- cTHhA- TTOH=- mu mTaTA KAaAHUe THIOITU A TTOTTHU - UCITOTT=- KA ﬂﬁ meTmmAa
uaAOmIa TITTANT - mAOT TN = TATTL TAOmaa TACTINTT =
HT-Jﬁ MeHTA HEeHUUu
HOMED
1 2 3 4 5 6 7 8 9 10
3aganue 3. 3anonnute rpadsl KypHaia BXOAAIIEH KOPPECIOHICHIIUN

IIpakTuyeckas padora Ne9

Tema:«Opranusanusi J0KyMeHTO000pOTa»

Haumenosanuepabomul: «Cocmasnenue u ogpopmnenue HOMEHKIAmMypsl 0en»
L]enu pabomvi:coOBEPIICHCTBOBAHNE HABBIKOB COCTABJICHUS HOMEHKIATYPBI JeT

3aganme 1. O3HaKOMBTECH CO CBOJIHOW HOMEHKJIATYpOW Jiel Ballero y4eOHOro 3aBe/eHUs,
nonpoOyiiTe yCTaHOBUTh Ha NpPHUMEpPE Balllero OTAENEHUs (CHEelHaTIbHOCTH), Kakhe BeAyT Jena
(baKTHUECKH M COOTBETCTBYIOT JIM OHHU IO PEKBHU3UTaM U OGOPMIICHHIO TPeOOBAaHUSM CBOJTHOM
HOMEHKJIATYPHI JIEI.

3ananme 2. CocTaBbTe HOMEHKJIATYPY A€ JUIsl OpraHu3alliy, BBIOpaHHOM BaMU JIMYHO.
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Tema 2.2.An¢popmManinoHHbIe TEXHOJIOTHH B IOKYMEHTALMOHHOM O0eclieYeHNH YIpaBJIeHUs
Teoperuyeckune BONpPOCHI:

1. Maiite  oOmyr  XapakTepUCTUKY  OPTaHU3AIMOHHBIX  TEXHUYECKUX  CPEICTB B
«Jl0KyMEHTaITMOHHOM 00€CTICUeHIH YIIPABIICHUS.

Kakune koMnbroTepHbIe CpeACTBA IPUMEHSIOTCS IS TOATOTOBKH JOKYMEHTOB

N3yunte KOMIBIOTEPHBIE TPOrPAMMBI 110 pabOTE C TOKyMEHTaMU

4. M3yunTe TEXHUYECKYIO JOKYMEHTALUIO CPEJICTB OPITEXHUKU

wmn

IIpakTnueckas padora Nel0

Tema:«AndopmManuoHHbIe TEXHOJOTMH BIOKYMEHTAIIMOHHOM O0ecrie4eHU yIpaBJaeHUsD)
Haumenosanuepabomur: «Ilepeoaua ungopmayuu c UCNOIb306AHUEM cpeocme
MmeneKOMMYHUKAYUW)

L]enu pabomei:cOBEPIIEHCTBOBAHNE HABBIKOB M0JIb30BaHUs IHTEpHETOM

3ananue 1. Coznars B UHTEpHETE DIIEKTPOHHBIN aapec.
3aganme 2. [lepenath muckbMa yepes IIEKTPOHHBIN apec CIEAYIOMEro COMepKaHMUS:
a) Ilucemo-oTtka3 HoBOCHOMpPCKOMY TPOU3BOJCTBEHHOMY KOOIEpaTtuBy «BekTop» Mo
BOIIPOCY oOecIeyeHusl 3alacHbIMU YacTSAMH Tapka aBTOOYCOB (C yKa3aHUEM MPUYHHBI

0TKa3a).

b) IMTucemo-ussemenue 3AO «DKocan» 0 MPUUUHAX 33JA€PKKH MOCTABOK MAIIHH 1
000pyI0BaHUA.

IIpakTnyeckas padora Nell

Tema:«MHpopManoHHbIE TEXHOJOTUH BAOKYMEHTAIIMOHHOM O0ecriedyeHUH yIpaBJieHus»
Haumenosanuepabomuol: «Cocmasnenue, ogopmienue O00OKYMEHmMOE CUCHONb30BAHUEM CPEOCHE
OpemexHUuKu
Lenu pabomoi:cOBEPIICHCTBOBAHNE HABBIKOB IM0JIb30BAHUS OPTTEXHUKOM

3aganue 1. OnuMH M3 COCTaBIEHHBIX paHee JOKYMEHTOB IiepelaTh IMOCPEACTBOM (akca B
JPYTyI0 OpraHU3aIuIo.

3aganue 2. CaenaTh KOMUIO JIFOOOTO TIOKYMEHTA MpU MOMOIIN KCepOKCa.

3apanme 3. OTCKaHUPOBATH OJIUH U3 paHEE CO3JAHHBIX TOKYMEHTOB.

2.1.2. 3axaHus 151 CAMOCTOSATEIbHOM padoThl

3aoanue NelTema: «OcHOBHbIE TIOHATHA W TepMHUHBL. COBpEMEHHOE TIOCYJapCTBEHHOE
pETYIIMPOBAaHUE  JIEJNONPOU3BOJACTBA.  3AaKOHOJATEJIBHOE  PEryJMpOBaHHE  JIEJIONPOU3BOJCTBA.
HopmatnBHO-METOAMUYECKOE PETYIMPOBAHUE JETIONPOU3BOICTBAY.

Bonpocui:

1. Kakue 3akoHOAaTENbHbIE aKThl IPEAMHUCHIBAIOT 0053aTEIbHOCTD JOKYMEHTHPOBaHUS HHPOPMALIUU?
2. Kakue TpeboBaHUs K JOKYMEHTaM H3JI0KEHbI B 3aKOHOIAaTEIbHBIX aKTax?

3. Ha xoro B03J10)K€HO METOINYECKOE PYKOBOACTBO IIOCTAHOBKOM JIEJIONPOM3BOJICTBA B CTpaHe?

4. KakoBo 3nauenue ['C/IOY u yTto oHa perinameHTHpyeT?
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5. UTo pernaMeHTUpYEeT TUIIOBAst HHCTPYKIUS 110 ASTIONPOU3BOACTBY?
6. B uem 3nauenue EI'CJ1?

7. Yrto Takoe JOKYMEHT?

8. UTo Takoe JOKyMEHTO000POT?

3aoanue Ne 2Tema: «BO3HMKHOBEHME M PpPa3BUTHE OTEUECTBEHHOIO JEJIONPOU3BOJICTBA.
HenonpousBoactBo B JlpeBHepycckoM rocyaapctBe (X-XV BB.), MpUKa3HOE IEJIOMPO-U3BOJICTBO
(XV1-XVII BB.). Komiexckoe aenornpounsBojactso (XVIII B.). MunHCcTEpCKOE IEIONPOU3BOACTBO
(XIX- nauano XXB).»Bonpocwi:

1. Kaxue 3tansl npouuio pa3BUTHE OTEYECTBEHHOE JIETI0NPOU3BOJICTBO?

2. B yemM 0cOOEHHOCTH MPUKA3ZHOTO ACIONPOU3BOACTBA?

3. B ueM 0cOOEHHOCTH KOJUIEKCKOTO JIETIOTTPOU3BOICTBA?

4. B yeM 0COOEHHOCTH MUHHUCTEPCKOTO JIETIOTIPOU3BOICTBA?

5. J1enonpou3BoCTBO B COBETCKOE BPEMSI.

3aoanue Ne3Tema: «OdopmiieHHe ympaBleHUECKUX TOKyMeHTOB. OOmiue TpeboBanusi. dopmMatsl
Oymaru u noss. bianku nokymentosB. IIpaBuna opopmiieHHs OTAETBHBIX PEKBU3UTOB JOKYMEHTOB.
TpebGoBanusi K H3roTOBICHHIO NOKYyMeHTOB. CocTaBieHHE JOKYMEHTOB. TpeOoBaHHS K TEKCTY
nokymeHTa. [lororoBka JOKyMEHTOB Ha KOMIIBIOTEPE.»

1. Ha3Batp 1 0XapakTepru30BaTh PEKBU3UTHI 3ar0JIOBOYHOM YaCTH JOKYMEHTA;

2. Ha3BaTh M 0XapaKkTepru30BaTh PEKBU3UTHI COJAEPKATEIBLHON YaCTH JOKYMEHTA,

3. Ha3BaTb 1 oxapakTepu3oBaTh peKBU3UTHI 0(GOPMIISIOIEH YaCTH JOKYMEHTA.

MUHHUCTEPCTBO TPYJIA 1 COLIMAJILHOI'O PA3ZBUTHS POCCUIMCKON ®EEPALIMNA
JETIAPTAMEHT 3AHATOCTU HACEJIEHUA
[TPUKA3
17.02. 2004r. Mocksa Ne 22

OO0 yTBepKJICHUU TIOJIOKEHUH 110
BOIpocam npodeccHoHaIbHON
OpHUEHTAIINH FPaXKIaH

B nensax peanuzaruyu "OCHOBHBIX TOJIOKEHUH TIOJUTUKH B 001aCTH pOo(HeCCHOHATBHOM OPUEHTALUH
B cnyx0e 3anaroctu Ha 2003-2004 roner", onoopennbix Konnerueit Muntpyna Poccun 11 HosiOpst
2003 1.

ITPUKA3BIBAIO:

1. YrBepauts [IpumepHoe nonosxenue o [loapazaenennu npodeccuoHanbHON OPUEHTALUN CITYKOBI
3aHsATOCTH (npuioxenue 1) u [IpumepHoe mosoxenue o LlenTpe npodeccrnonanbHOM OpUEHTANN U
TICUXOJIOTHYECKON MOICPKKH HACENIEHUS TEPPUTOPHAILHOTO OpraHa 3aHsATOCTH (TIpUoxKeHue 2).2.
TeppuTopuaibHEIM OpraHam 3aHsATOCTH, TOPOACKIM, pAHOHHBIM, MEKPAOHHBIM CITy:K0aM 3aHATOCTH
PYKOBO/JICTBOBAThCSI YTBEPKIACHHBIMU MTPUMEPHBIMU TOJIOKEHUSIME TP pazpaboTke (mepepaboTke)
MIOJIOKEHUI O CO3/IaBaeMbIX (JIECHCTBYIONINX) CAMOCTOSATENBHBIX MOApa3IeIeHUIX MPoPecCHOHATBHON
opueHTanuu, ycraBoB LleHTpoB (1abopaTtopuii, kaOMHETOB) MPO(HecCHOHATBEHOW OPUEHTAIIUHU U
MICUXOJIOTMYECKOUN MOEPKKH HACEICHHUSL.

3. KoHTpob 32 UCMIOJIHEHHEM MPUKA3a BO3JIAraeTCsl HAa IEPBOTO 3aMECTUTENSI PYKOBOIUTENS
nenapramenTa Casuyka O.T.

PyxoBoaurens [Tognucs H.P.CmupHOBa
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Bonpocwi 0na camonodocomosku:

. Uto Takoe OJlaHK JOKyMEHTa?

. Kakue OnaHku opranu3anuu BaM U3BECTHBI?

. Urto Takoe oOmuii O;1aHK OpraHu3anumn?

. Uto Takoe repOOBBIi OaHK OpraHU3alUuU

. Yro Takoe OsaHK nucpma’?

. Kakue pazHoBugHOCTH Oj1aHKA MUChMa BaM M3BECTHbI?

. Kakue pekBU3UTHI cOlepKUT OJIaHK UchMa?

. Kakue TpeboBaHMs MpeabsBISIOTCS K XpaHEHUIO OJTAHKOB TIHceM?

0 JIN DNk W~

3aoanue Noe4Tema:«OcoOEHHOCTH S3bIKa M CTHIIS CIY)KEOHBIX JOKYMEHTOB. HopMmbl o¢uimambHo-
JIEIOBOTO CTWISA. PemakTopckasi mpaBKa CIIY)KEOHBIX JOKYMEHTOB. OCOOEHHOCTH TOATOTOBKH U
O(bOpMJ'IeHI/H[ OTACJIBHBIX BUAOB JOKYMCHTOB. PaCHOpﬂI[I/ITeJIBHI)IC JOKYMCHTEIL. »

CoctaBuTh 1 0QOPMUTH IIPUKA3 M0 JUYHOMY COCTaBY B COOTBETCTBUU C TPEOOBAaHUSAMU O 00pasILy:
OBIIIECTBO C OTPAHMYEHHOM OTBETCTBEHHOCTBIO

" [IAJIbBMUPA TPEMIMAPK-89 "

ITPUKAS3

_22.10.2004  MockBa Ne_ 98

O co3taHny SKCIIEPTHON KOMUCCUU

B nensx hopmupoBanus cezoHHOM Koyutekuu 00yBu "BecHa-JIeTto-2004" 1 B COOTBETCTBHH C
Metoukoit GopMUpOBaHUS SKCIIEPTHON KOMHCCHUU IO MTPOBEIEHUIO0 MAPKETHHIOBBIX HCCIIE0BAHUM,
YTBEPKJACHHOW reHepallbHbIM JupekTopoM 12.06.2004,

[TPUKA3BIBAIO:

1. Co3nath SKCEPTHYIO KOMUCCHIO B COCTABE:

npeaceaaTeNb - 3aMECTUTENb TeHEPAIBHOTO JUpEKTOpa 1o MapketuHry llerpos B.H.;

YJICHBI: CT. MapKeToJior oTaena mapketunra Cepebpsinckas H.H., ct. MeHemkep oTaena npoaax
CoxoB N.II., ct. 3kcniepT KOHTpOILHOTO OTAEena MapsiueBa O.b.

2. DKCnepTHOM KOMHUCCHUU IPOBECTH aHKETHPOBAHUE U 00pabOTKY MOITYYEHHBIX PE3yJIbTAaTOB B
TEUEHUE UIOHSA-UIOJISL 3TOTO roja.

3. HavanpHuKy oT/ena KOHBIOHKTYpHI U 11eH CepreeBy W.JI. mo utoram o0pab0oTKH pe3ysIbTaToB
omnpoca 1o GopMHUPOBAHUIO CE30HHOU KoJuleKiuu o0yBH "BecHa-JIeTo-99" npoBectu yrounenue u
N0paboOTKy HOPMATHBHBIX IOKYMEHTOB, pa3pa00TaHHBIX OTAEIOM MapKeTUHTa AJisi (GOPMUPOBAHUS
CE30HHBIX KOJIJICKIUI 00YBU.

4. KoHTpoJb 32 BBINOJIHEHUEM IIPHUKa3a BO3JIaraeTcsi Ha KOMMEPUECKOro AUPEeKTopa GupMbl
Kosansckoro U.P.

I'enepanbubiii qupexTop (noanuck) T.B.JKuBos

Bonpocul ons camonooecomosku.

1. Kakue pacnopsautenbHbie JOKYMEHTHI BAM U3BECTHBI?

2. Kakue BUbI IPUKA30B BaM U3BECTHbI?

3. Kakue pekBU3HTHI coziepKaTcs B IPHKa3ax 1Mo OCHOBHOM JCATEIHHOCTH?

4. KakoB nopsiiok u TpeOoBaHus K 0(hOpMIEHUIO TPUKA30B M0 JTUYHOMY COCTaBY?

5. Kakue popmynupoBKU B paciopsiAUTEIHHON YaCTH UCTIONB3YIOTCS B IPUKa3aX, paCOPSKEHHSIX,
YKa3aHUSX, pEIICHUAX?

3aoanue NeSTema:«Opranuszanus ciryxObl aenonpous3BoacTsa. OpraHuzanoHHble GopMbl pabOThI €
JOKyMEeHTaMH. TUIIOBbIE OpraHW3alMOHHbIE CTPYKTYPHI CITYKOBI A€TO0MPOU3BOICTBA.»

CoctaButh J{0MKHOCTHYIO HHCTPYKIIMIO CeKpeTapsi-pedepeHTa OpraHu3aiuy B COOTBETCTBHU C
TpeOOBaHUSMHU.

Bonpocwl 0na camonooecomosku:
1. Kakue TOKyMEHTBI OTHOCSATCSI K OpraHU3aIllMOHHBIM JIOKYMEHTaM ?
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. Kakyro QpyHKIMIO BBIIIOJHSIOT OpraHU3allMOHHbIE JOKYMEHTHI?

. KakoBsI mpaBuia opopmieHus OpraHu3aMOHHBIX JOKYMEHTOB.

. Kakue pexBusutsl conepxarcs B [105105keHNN O CTPYKTYpHOM HOJpA3AE€ICHUN OpraHu3auu’?
. Kakue pexBusutsl conepxarcs B JloJDKHOCTHON MHCTPYKLIMU?

. Kaxue pexBusutsl conepxarcs B CTpyKType U IITATHOM YMCIEHHOCTH OpraHu3aluu’?

. Kakue pexBusutsl conepxkarcs B LLITaTHOM pacniucaHuu Opranu3anuu?

. Kakue pexBusutsl conepxarcs B JloroBope-KOHTpakTe?

0N DN KW

3aoanue 6Tema:«Opranuzanus JTIOKyMEHT0000pOTA. [Ipobnema COBEPILIEHCTBOBAHUS
nokymMeHToobopota. [loHsATHE «IOKYMEHTOOOOPOT», €ro pa3BuTHE W HOpMa. OCHOBHBIC TpaBUIIA
OpraHM3aluM JOKyMeHTooOopoTa B yupexiaeHuu. Ilpuem, o0paboTka U  pacrpeneieHue
MOCTYMAIINX JOKyMeHTOB. IIpaBuna 00pabOTKHM HCXOASAMUX JOKYMEHTOB. Perucrtparus
JOKYMEHTOB. 3HaueHHE M 33Ja4ll PErHCTpaluu JAOKYMEHTOB. DOpMBI pErucTpaniy JTOKYMEHTOB
(>kypHaIbHasI, KAPTOYHAS, DJICKTPOHHAs).)

3aoanue: cocTaBUTh U OQPOPMUTH PETHUCTPALIMOHHBIN KYPHAJ C 3aIIUCSIMU O JJOKYMEHTE.

Bonpocul ons camonoocomosku.

1. Yto Takoe peructpanus JOKyMeHTa?

2. Kakue ¢opMmbl peructpaiyi JOKyMEHTOB BaM HU3BECTHBI?

3. Kakue cBeZieHUs 0 JOKYMEHTE BHOCATCSI B PETUCTPAIlMOHHBIN KYpHAIT?
4. B ueM npeuMyIecTBa AEKTPOHHOU (GOPMBI perucTpamnuu Jo0KyMmeHTa?

3aoanue 7 Tema: «VHpopManmoHHO-CIpaBOYHas paboTa Mo JAOKyMeHTaM. MHQopmaiuoHHo-
CIpaBOYHbIE JOKYMEHTHl. KOHTpOIb 3a HCHOJMHEHHEM JOKYMEHTOB. 3HAUEHHE M BHJIBI KOHTPOJIA.
®opmbl KOHTpOJIs. CpoKOBasi KAPTOTEKA.»

3aoanue: cocTaBUTh U OPOPMHUTH MHUCHMO- MPOCHOY B COOTBETCTBUHU C TPEOOBAHUSIMU TIO
MPEeAIOKEHHOMY 00pasiy:

3aKkphITOE aKITMOHEPHOE OOIIECTBO

“DOKOHMHAK A” JIlupexTopy naBuab0Ha
Bcepoccuiickoro BeicTaBoY-

Pazanckuii np-1, 99, kopn. Mocksa, 1109542, Horo uenTpa
T. 371-3922, daxkc (095) 377-8227

r-uy TypoBy B.C.

10.09.2004 Ne 01-18 / 395

Ha Ne OT
O npenocTaBieHUU BbICTABOYHOM
IUIOLIAHA

[Ipocum Bac mpenoctaButsb B apenay Haiieil pupme 300-400 KB. M BHICTABOYHOM TIJIOMIAAN JUIS
npoBenieHus ¢ 13 HosOps mo 31 nexadps 2004 r. Beepoccuiickoit posKIecTBEHCKON ipMapKu 00yBH.
Omuary rapantupyeM. Hamu 6aHKOBCKHE PEKBU3UTHI: ...

Ucnonaurensubiit qupekrop [oanucs A.A.Kouepos

I'maBubit Oyxranrep [Toanuce I'.B.Tymanos

[Teuats

CnaBuna Auna EBrenneBna 377-65-45

Bonpocwl ona camonoozomosku:

1. Kakue Buabl H”HGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB BaM U3BECTHBI?
2. Kakue ¢pyHKIMH BBIMOTHSIOT WHGOPMAIMOHHO-CIIPABOYHBIE JOKYMEHTHI?
3. Kakue pekBU3HTHI coiepKaTcs B IPOTOKOJIE?

4. Kakue pekBU3UTHI coaepKarcs B akre?

5. Kakue BubI JOKIIAOHBIX 3aIIMCOK BaM U3BECTHBI?

6. Kakue BubI ACIOBEIX IIHCEM BaM HU3BECTHBI?
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7. 5 yero npegHa3HA4YEHbI FapaHTUIHBIE ITHCbMaA?

8. Kakue pekBU3UTHI COJEPIKATCS B FapaHTUMHBIX TUCbMax?

9. KakoBsI TpeboBaHUs K 0()OPMIICHHUIO CITY)KEOHBIX TEJIErpaMM, CIY)KeOHBIX Tese(hOHOrpamMm?
10. Kakue Bub1 1 pOpPMBI KOHTPOJISI BAM U3BECTHBI?

3aoanue 8. Tema: «Opranuzanus TEKyHmIero XpaHeHHs JOKyMeHTOB. HomeHkmarypa ned.
®opmupoBanue nien. XpaHeHHE JET.»
3aoanue.CocTaBUTh IPUMEPHBINM 00pa3ell HOMEHKIATYpPBI J€]1 CTPYKTYPHOTO HOIpa3AeIeHUS.

Bonpocul ons camonooecomosku.

1. Uto takoe popmupoBanue aen?

2. KakoBbl OCHOBHbIE MPUHIUIIBI (GOPMUPOBaHUS 1€ ?

3. Uto Takoe HOMEHKJIaTypa Jein?

4. Kakue TpeOOBaHUS MPENBABISAIOTCS K COCTaBIEHUIO U 0(POPMIIEHUIO HOMEHKIIATYphl Jei?
5. Kakue pekBH3HUTHI HCTIOIB3YIOTCS MPH 0(HOPMIIEHUN HOMEHKIIATYPHI 18717

3aoanue 9.Tema: «lloarotoBka Aen K apXMBHOMY XpaHEHMIO. DKCIEPTH3a LIEHHOCTHU JIOKYMEHTA.
Odopmnenue nen. CocraBnenue omnuceit aen. [lopsaok mepeaaun aem B apXuB.»
3aoanue: cocTaBUTh U OQPOPMUTH AKT O BBIJICTICHUH A€ K YHUUYTOKEHHUIO.

Bonpocwt onsa camonoozomosku.

1. Yto Takoe 3KcrepTr3a HEHHOCTH IOKYMeHTa?

2. KakoBbI 33141 IPOBEACHUS SKCIIEPTU3bI LIECHHOCTH JOKYMEHTA?

3. KakoBbI KpUTEpUH, PEIBABISIEMbIEC K JOKYMEHTY SKCIIEPTHOM KOMUCCUEHN?
4. KakoB MopsAI0K COCTaBJICHUS ONKCEN Aei?

5. KakoB nopsiiok nepeaayu aei B apxuB?

KoHTposb BBITOTHEHUS CTYIEHTOM 33JIaHUN JJISI CAMOCTOSATEILHOM paObOThI MPOBOIUTCS B XOJIE
ayIUTOPHBIX 3aHATHI, KOHCYJIBTAINH, a TAKXKe TIPU OTIPEICTICHUHN JOIMYCKa K 3a4ETy.

2.1.3. Tembl 11 BBINOJIHEHNSI TBOPYECKUX PadoT, pedpepaToB, 10KI10B

HcTopus pa3BUTHS A€JIONPOU3BOJICTBA.

CranoBienue aenonpoun3Boactsa B Poccun

Jlenonpou3BOACTBO B JOPEBOIIOLIMOHHON Poccun

CoBerckuii mepuoj pa3BUTUA JETONIPOU3BOICTBA

KpaTkas xapakrepucTuka JIeHCTBYIOMIUX B CTpaHe YHUDUIIUPOBAHHBIX CUCTEM

JOKYMEHTAI|H.

Hcropuueckuit xapakTep JOKYMEHTOB M JOKyMEHTHPOBaHUs. Pa3BUTHE MOHATHS TOKYMEHTA.

CocrtaB dopMynsipa TOKYMEHTOB Ha Pa3IUYHBIX HOCUTENSAX UH(OPMALIHK.

8. TpeboBaHus K U3TOTOBICHUIO, YUETY, UCIIOJIB30BAHUIO U XPAHEHUIO OJIAHKOB C
BocmpousBeneHueM ['ocyaapctBenHoro repda Poccuiickoii @enepanun, repOoB cyOBEKTOB
Poccuiickoit denepanun.

9. ®opmynsap-obOpaser OpraHu3alMOHHO-PACTIOPSAUTEIHHOTO JOKYMEHTA KaK cXxeMa
PacToNOKEeHUsI PEKBU3UTOB.

10. CocraBnenue u odopmieHne JOKYMEHTOB ¢ ucmolib3oBanueM [1K.

11. TpaBuna BeIAAYM KOTIHI TOKYyMEHTOB B OpraHU3AIIHsIX.

12. 3naveHne KOMIBIOTEPHU3AIUH TIOKYMEHTOO00poTa it paboTh ciry:k0b1 JIOY.

13. KaprouHas cuctema peructpaiiu J0KyMeHTOB.

14. NUudopmarmonHo-cripaBoyHasi paboTa Mo JeHCTBYIONUM HOPMATHBHO-TPABOBBIM aKTaM.

15. Texnomnorust ”HGOPMAIIOHHO-CIIPABOYHOM paObOTHI ¢ MOMOIIBHIO CIIPABOYHBIX KAPTOUEK U

PETUCTPAIIMIOHHO-KOHTPOJIBHBIX KAPTOUYEK.

agkrwnE

~No
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16.
17.
18.

19.

20.
21.

22.
23.
24,

OcHoBHbIE BUbl JOKYMEHTOB, HYXJAIOIINECS B YTBEPKICHUU.

OcHoBHbIE BUbl JOKYMEHTOB, HA KOTOPBIX ITPOCTABJISETCS [1€YaTh.

[lepeueHpr HOPMATUBHBIX TIOKYMEHTOB, PETJIAMEHTUPYIOIINX IOPSAJOK OIIEPaTUBHOIO
XpaHEHUS UCIIOJHEHHBIX JOKYMEHTOB.

[IpuHIAIIBI ¥ KPUTEPUU OIIPEAEIICHNS HAYYHO-TEXHUYECKON M IPAKTUYECKOM LICHHOCTH
JOKYMEHTOB.

HopmartuBHo-MeToauueckne JOKYMEHTHI (hefepanbHON apXuBHOM ciyx0b1 Poccun.
HopmaTtuBHO-MeTOTMUECKHE TOKYMEHTHI, pErJaMeHTHPYIONUE paboTy ¢ 00pameHusIMA
rpaXkKaaH.

OCOOEHHOCTH TEXHOJIOTHU PA0OTHI C OOpAIEHUSIMH IPaXKIaH.

[ToaroToBka TOKyMEHTOB K apXMBHOMY XPaHEHHIO

DKcnepTr3a HEHHOCTH T0KYMEHTOB.

2.1.4.3auer
3aganue #1

OnpenenTe KaKkoe yTBep:KIeHHe HCTHHHO, 2 KAKOe HeT...

YKaxXuTe NCTUHHOCTD WJIH JIO)KHOCTh BAPUAHTOB OTBETA!
Uctuna B mpunoxenun k [OCT P 6.30 — 2003 nansr 06pa3iel 0J1aHKOB JOKYMEHTOB
HUctuna B opranu3aiioHHO-TIPaBOBbIE JOKYMEHTHI MOKHO BHOCHUTH U3MEHEHUS

B opranuzamnmu mo ycMOTpeHHUIO PyKOBOJICTBA JIOJDKHA OBITH pa3paboTaHa
WHIMBHUIyaJIbHAS WHCTPYKIIHS IO IETOTIPOU3BOJICTBY

Jloxb

TpeboBanwust K 0(OPMIICHHIO OPTraHU3AIMOHHO -PACTIOPSTUTEITBHBIX JOKYMEHTOB
ycraraBiuBaer [[OCT P 6.30 — 2003

Hctuna OpraHu3alinoOHHO-TIPABOBBIE TOKYMEHTHI, KaK MPaBUJIO, TIOIJIEKAT YTBEPHKICHUIO

HUctnna

3aganue #2

(Bvlbepume eOuHCmMeeHHO NpasuibHulll Omeent)
B cocraB opraHu3aiioHHO-TIPaBOBBIX JJOKYMEHTOB HE BXOJIMT. ..

1)
2)
3)

Bri6epute oiMH U3 3 BApHaHTOB OTBETA!
+ IpuKa3
- yCTaB OpraHu3aluu
- LITaTHOE pacliCaHue

3aganue #3

(Bvlbepume eOuHcmeeHHO npasuibHulll 0meent)
Kakue pacnopsaurenbHbie JOKYMEHTHI MOKeT u3ziaBath [Ipe3unent Poccuiickoit denepanun?

1)
2)
3)

BriGepute oauH u3 3 BapuaHTOB OTBETA!
- pacropsuKEHUS
+ YKa3hbl
- IIOCTaHOBJICHUA

3aganue #4

(Bvibepume eOuHCmMEeHHO NPAGUIbHYILL OMEent)
JIOJKHOCTHAST MHCTPYKIMS COTPYAHUKA. . .

1)
2)

Bribepute oa1MH U3 3 BApUaHTOB OTBETA!
- YTBEPKIAETCS 10 YCMOTPEHUIO PYKOBOIUTEIS
+ IO IJIEXKHUT YTBEPKIACHUIO
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3) - HE YTBEp)KJIaeTcs
3ananue #5

(Bvibepume eOUHCMEEHHO NPABUTILHBIL OMEeNnt)
Kakoit HopMaTHBHBII TOKYMEHT ONpeAessieT 00s3aHHOCTH COTPYAHUKA?

Bri6epute ouH U3 3 BapuaHTOB OTBETA!

1) - YcraB npennpusTus
2) - [ITaTHOE pacnucanue
3) + JIOJKHOCTHASI HHCTPYKIHST

3aganue #6

(Bvlbepume eOuHCmMEeHHO NPAsUTIbHIL OMeEent)
TunoBbIe JOKYMEHTHI HOCSAT ... XapakTep

Bri6epute oauH U3 3 BapuaHTOB OTBETA!

1) - 03HAKOMHTEIbHBIH
2) - 00s13aTeNbHBIH
3) + PEKOMEHIaTeIbHBII

3aganue #7

(Bvibepume eOuHCmMEeHHO NpAsUTIbHLIL OMeEent)
Kako# 1OKyMeHT He SIBISETCS pa3HOBUIHOCTBIO KOITHN?

BriGepute oauH U3 3 BapuaHTOB OTBETA!

1) - OTIYCK
2) - nyOIuKaT
3) + YEPHOBUK

3aganue #8

(Bvlbepume eOUHCmMEeHHO NPABUTIbHLL OMeEent)
JIOKyMEHT, BbIJJaBa€MbIii B3aMEH YTEPSTHHOTO U MMEIOIINN CHITY TIOJUTMHHUKA, Ha3bIBACTCA. . .

BriGepute oauH u3 3 BapuaHTOB OTBETA!

1) - OTIYCK
2) - KOTIHS
3) + nyOMKaT

3aganue #9

(Bvlbepume eOuHCmeeHHO npasuibHulll 0meent)
JIOKyMEHT, OKOHYATEJIbHO OOPMIICHHBIH U TIOIIMCAHHBIHN, HA3bIBACTCSL. . .

BriGepute oauH u3 3 BapuaHTOB OTBETA!

1) - nyOnukat
2) - OTILYCK
3) + MOJTUHHAK

3aganue #10

(Bvibepume eOuHCmMEeHHO NPAGUIbHbILL OMEent)
V3MeHeHMst 1 IOTIOTHEHUS B IOJDKHOCTHYIO MHCTPYKIIMIO BHOCSTCA. . .

BriOepute oivH U3 3 BapuaHTOB OTBETA!

1) + MPUKA30M PYKOBOIUTENS
2) - JOKJIaJHOM 3alIUCKOMU
3) - CIIPABKOM COTJIACOBAHUS
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3aganue #11

3akonuume nawamoe npedﬂowceHue OOHUM U3 mpex eapuaHmoe omeema

I[OKYMCHTOO60p0T - ABMOKCHUC NJOKYMCHTOB B OpraHu3anuu ¢ MOMCHTA UX CO3JaHusA 110 ...

Br16epute oauH U3 3 BapuaHTOB OTBETA!

1) - nepeaayn Ha UCTIOTHEHUE
2) - 3aBEPIICHUS UCIIOJIHEHHS UK OTIIPaBKU
3) + MTO/IIIUBKH B JICJIO

3aganue #12

Baxonyume navamoe npe()ﬂoofceyue OOHUM U3 mpex eapuaHmoe omeenia

Iouamue "/lenonpouzsoocmeo" - smo...

Bri6epute oauH U3 3 BapuaHTOB OTBETA!

1) + JOKYMEHTUPOBAHUE U OpPTraHu3anus paboThl C TOKyMEHTaMu
2) - CUCTEMA XPaHEHUS TOKYMEHTOB
3) - COCTaBJICHUE JIOKYMECHTOB

3aganue #13

3axonuume nauamoe npe()ﬂoofceuue OOHUM U3 mpex eapuaHmoes omeema

Ilonamue "/{okymenmuposanue" - smo...
Bribepute oauH U3 3 BApUaHTOB OTBETA!

Cucrema JOKyMEHTAIIMH, CoJepKamiasi HHPOPMAIHIO, HEOOXOTUMYIO JIIs
1) - yIpaBJICHUS B
OTIpENICIICHHOM cepe NesITeTFHOCTH

2) - JlesTenbHOCTh IO pa3paboTKe U 0(hOPMIICHUIO TOKYMEHTOB
3) + 3anuchk nHGOpPMAIMK Ha Pa3TMYHBIX HOCUTEISAX MO0 YCTAHOBIICHHBIM IIPaBUIIaM
3apanne #14
Omnpenenure, 0 KAKOM JIOKYMEHTE UJIET pe4b, BEIOPAB COOTBETCTBYIONIYIO UMDY

VYkaxxure COOTBETCTBHE IS BCEX 3 BAPpHUAHTOB OTBCTA:

JIOKYMEHT, IMOCITY)KUBIIHIA HA4aJI0oM OdunmanbHbIN TOKYMEHT
1) 2 PaccMOTPEHHS OIIPEICTICHHOTO 1)

BOIpOCa

JIOKyMEHT, COAepIKaIuii WHUAIIHATHBHBIN JOKYMEHT
2) 3 00s13aTeIbHbIC K HCIIOJIHEHHUIO 2)

YKa3aHHUA BBIHICCTOAINX OPraHOB

JIOKyMeHT, cBeJieHHsI 00 aBTOpe, JIMpeKTUBHBIN TOKYMEHT
BPEMEHHU M MECTE CO3/1aHUs
KOTOPOTO, COAEpKAILIUECS B
3) 1 CaMOM JJOKYMEHTE WJIN BBISIBJICHHbBIE 3)
UHBIM IIyTE€M, OATBEPKIAIOT
JOCTOBEPHOCTb €T0
MIPOUCXOXKICHUS

3aganue #15

(Bvibepume eOUHCMEEeHHO NPABUTILHYLL OMEent)
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Yrto npeamnosiaraer opraHu3auuoHHasi yHKIUSA JOKYMeHTa?
Bri6epute ouH U3 3 BApUaHTOB OTBETA:

C nomo11pk0 JOKYMEHTa 00eCcIIeunBaeTCsl BO3ACHCTBUE HA TPYIIIBI JIIOJEH JUIst
1) + OpraHu3auu
Y KOOPJIMHAIINU MX JIESTEIbHOCTH.

JIoKyMeHT pUKCUpPYET onpeaencHHbIe (PaKThI, COOBITHUS, SIBJICHUS MPAKTUICCKON U

2 - .

) MBICIIUTEIBHON JEATEIbHOCTH YEI0BEKA.
JIOKyMEHT 00eCTIeYrBaeT CBS3U MEXKAY IMOAPA3ICTCHUSIMHA BHYTPU TPEIPUATHS, a
TaKKe

3) -

BHCIIHUC CBA3HU MPECANPUATHA C APYTHUMU NMPCAIIPUATUAMHA, OpraHu3alsiMu,
TOCYAapCTBECHHBIMH U MYHUIUIIAJIbHBIMHU OpraHaMu BJIACTH.

3aganue #16

(Bvlbepume eOuHCmMeeHHO NpasUIbHbLLL 0Omeent)

Ilo xakum NpUu3HaKamM MOKHO KJIaCCI/I(l)I’III]/IPOBaTL JIOKyMEHT?

BriGepurte oauH u3 3 BapuaHTOB OTBETA!

1) - CpencTBa TUpa)KUPOBaHUSI, CPEJICTBA XpaHEHHUs, BUJI, hopMa.
2) + [TpoucxoxaeHue, CpoOK XpaHEHUs, TIIACHOCTh, CPEACTBA (DUKCAITUH.
3) - OpraHu3anroHHbIe, PaCIOPSIANTENbHBIC, HH)OPMAIIMOHHO -CIIPaBOYHBIC.

3aganue #17

(Bvlbepume eOUHCMEEeHHO NPABUTIbHBLL OMeEent)

Ha xakue rpynnsl pa3iejisiloTcsi JOKYMeHTBI «I10 MeCTY COCTABJICHUS»?

BriGepute oauH U3 3 BapuaHTOB OTBETA!

1) - [IpocTeie U CIOKHEBIE.
2) - CnyxeOHbIE U JIMYHBIC.
3) + BuyTpennue u BHelIHuE.

3aganue #18

(Bvlbepume eOuHCmMeeHHO NpasUibHbLIL OMeent)

Kakmne U3 10KyMEHTOB KJIACCH(PUIUPYIOTCH «II0 OPUAUIECKOH 3HAYUMOCTH»?

Bribepute ouH U3 3 BApUaHTOB OTBETA!

1) + OpuruHanbl, YepHOBUKH, OTITYCK, TyOJIUKaT U T.1I.
2) - WNunuBuayanbHble, TUIIOBBIE, aHKETHBIE, TpadapeTHbIe U T. 1.
3) - PykonucHble, MallmHOMKCHEIE, Fpaduueckre, 3ByKOBBIE U T.1I.

3aganue #19

(Bvibepume eOuHCmMEeHHO NPAGUIbHYILL OMEent)

Yro naer yHu(puKaAnusa JOKyMEHTOB 115 (pupmbi?

BriObepute oMH U3 3 BapuaHTOB OTBETA:!

1) + CoxpalieHue KoJIM4ecTBa MPUMEHSIEMBIX JOKYMEHTOB, TUITU3AIUIO KX (POPM.
2) - [ToBbllIeHNE KauecTBa JOKYMEHTAIH, CHIJKEHUE TPYI0EMKOCTH ee 00pabOTKH.
3) - Bbonee a3pdexTrBHOE HCTIOTB30BAHNE KOMITBIOTEPHOM U BBIUMCIUTEIEHOW TEXHUKH.

3aganue #20

(Bvibepume eOUHCMEEHHO NPABUIbHYILL OMEent)
51



Yrto npeamosiaraer BocnuTaTeJabHas (PyHKIUsS JOKyMeHTa?

BriOepute ouH u3 3 BapuaHTOB OTBETA!
JIOKYMEHT IUCIUTUITMHUPYET UCTIOTHUTEIS, TPEOyeT MOBBIIIEHHOTO YPOBHS
00pa30BaTEIILHON MOArOTOBKH, BOCITUTHIBAET ICTETUICCKUI BKYC YIIPABICHYCCKHIX
KaJpoB,
MOBBIIIAET NPECTHUK OPraHU3aLHH.

1) +

2) - O0a OTBEThI BEPHBI.

I[OKYMGHT HCIIOJIB3YCTCA B KAYCCTBC A0KA3aTCIbLCTBA IIPU pACCMOTPCHUUN CIIOPHBIX
BOITPOCOB MECKAY NPCANIPUATUAMU, THAWUBUAYAJIbHBIMU NPCANIPUHHUMATCIIAMU,

3) - opraHusanusaMu, OpraHaMu BJIACTH KaK B HOBCGI[HCBHOI\/JI ACATCIIBHOCTHU, TaK B CY€
HIIN

MPOKypaType.
3aganue #21
Onpenenure KaKkoe yTBep:KIeHHe HCTHHHO, 4 KAKOE HeT...

VYkaxxuTe UICTUHHOCTb MJIN JIOXKHOCTh BaApPUAHTOB OTBCTA:

1) Jloxp  CrpaHHIBI JOKYMEHTA MOKHO HyMEpPOBATh HA HIKHEM I10JIE JINCTA

2)  HWcruna IlocTOSTHHBIN PEeKBU3UT — PEKBU3HT, HAHECEHHBIN IPU U3rOTOBJICHUN OJIaHKa
3)  Hcruna B pacmmdpoBKe TOIMHCH HHAIMAIBI BCETIA CTOST 10 (haMITHH

4)  HcruHa B KOHIIE 3arojioBKa K TEKCTY TOKYMEHTa TOYKa HE CTaBUTCS

5 Hernma OTMeTKa O MOCTYIIEHUU POCTABIISIETCS TOJIBKO Ha MPUCHITAEMBIX (BXOIALINX)

JTOKYMEHTaX
3aganue #22
(Bvlbepume eOUHCMEeHHO NPABUTIbHLL OMeEent)
JIucTel HyMEpYIOTCHL. . .
Bbl6Cpl/lTC OJIUH U3 3 BAPHAHTOB OTBCTA:

1) + MocepeInHe BEPXHETO IMOJIs JINCTA

2) - MocepeIMHe HUKHETO TOJIS JIUCTa

3) - B IIPAaBOM BEPXHEM YTy

3aganune #23

(Bvlbepume eOuHcmeeHHO npasuibHulll 0meent)
Hymepanus ctpanuil opopMIISIOT TaK. . .

BriGepute oauH u3 3 BapuaHTOB OTBETA!

1) - -25-
2) + 25
3) - cTp.25

3aganue #24

(Bvibepume eOUHCMEEeHHO NPABUTILHBIL OMEent)
KakuM uHTEpBaNIOM OTENAIOT APYT OT Apyra peKBU3UTHI PU 0(OPMIIEHUHN JOKYMEHTa Ha
¢dopmare A4?

BriOepute oivH U3 3 BapuaHTOB OTBETA!

1) - OJIMHAPHBIM
2) - TPOUHBIM
3) + JIIBOMHBIM
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3amanue #25

(Bvibepume eOUHCMEEHHO NPABUTILHBIL OMEent)
Kakoii pekBU3UT HE BXOJIUT B COCTaB OJaHKa muchbma?

BriOepute ouH U3 3 BapuaHTOB OTBETA!

1) - CCBIJIKa HA HOMEP U JaTy BXOJAIIEr0 TOKyMEHTa
2) + MECTO W3JaHUs
3) - CIpaBOYHbBIC JJaHHBIC 00 OpraHu3aluu

3aganue #26

(Bvlbepume eOuHCmMEeHHO NPAGUIbHBIL OMEent)
Ha 6nanke cyObexkToB PO pekBU3NUTHI 0(OPMIISIOTCS:

Bri6epute ouH U3 3 BapuaHTOB OTBETA!

1) - TOJILKO Ha PYCCKOM SI3BIKE
2) + Ha JIBYX S3bIKAaX: PYCCKOM M HAIIHOHAILHOM
3) - TOJIbKO Ha HAIIMOHAILHOM SI3BIKE

3aganue #27

(Bvlbepume eOuHCmMEeHHO NPABUTIbHLL OMeEent)
Jlata noxymeHTa o(popMIIsIeTCs:

BriGepure oauH U3 3 BapuaHTOB OTBETA!

1) - 23.12.10
2) - 23.X11.2009
3) + 23122010

3aganue #28

(Bvlbepume eOUHCmMEeHHO NpAasUIbHLLLI OMeEent)
Mecto u3gaHus TOKyMEeHTa 0OPMIISIETCS TaK

Bribepute oauH U3 3 BApUaHTOB OTBETA!

1) + r.Koctpoma
2) - Koctpoma
3) - rop. Koctpoma

3aganue #29

(Bvlbepume eOuHcmeeHHO npasuibHulll 0meent)
3aroJIoBOK K TEKCTY COCTaBISETCS K JOKYMEHTaM, 0()OPMIICHHBIM. . .

BriGepute oauH u3 3 BapuaHTOB OTBETA!

1) + Ha popmate A4
2) - Ha popmate AS
3) - Ha Jito6oM popmare

3aganue #30

(Bvibepume eOuHCmMEeHHO NPAGUIbHbILL OMEent)
OTMeTKa 0 MOCTYIUIEHUH 0(OopMIISIETCS. ..

BriObepute 0MH U3 3 BapuaHTOB OTBETA:!

1) - Ha OTIPABISAEMBIX TOKyMEHTAX
2) + Ha TIOCTYMAKIINUX TOKYMEHTax
3) - Ha BCeX JOKYMEHTax

3aganue #31
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(Bvibepume eOUHCMEEHHO NPABUTIbHBIL OMEeNnt)

B kakom c¢i1ydyac nnpaBUJIbLHO O(l)OpM.TIeH PE€KBU3UT «OTMeETKA 0 HAJIHYHH MPUJIOKCHUSD,
€CJIM B TEKCTE CONMMPOBOAUTEJIBHOIO MUCbMA HE YIIOMHUHAJIOCH 0 l'[pI/I.]'IO)KeHI/II/I?

Bri6epuTe 0/1MH U3 2 BApUaHTOB OTBETA!
1) - [Tpunoxenne: Ha 6 1. B 1 9K3.

[Ipunoxenue: 1. CnpaBka 0 coryiiacoBaHuM NpoekTa Ha 4 J1. B 1 9K3.

2) * 2. OT3bIB 1O IPOEKTY HA 2 JI. B 1 9K3.
3ananue #32

(Bvibepume eOuHCmMeeHHO NpasuibHbll 0meent)

IInan pa6orsl Texuukyma Ha 2012 — 2013 y4eOHbIii oA yTBep:KieH peleHueM
NeJaroru4eckoro cosera. B kakom ciaydae npasuibHO opopmiieH pekBU3UT «I'pud
yYTBepsKAeHUs: JOKyMeHTa»?

BriGepure oauH U3 3 BapuaHTOB OTBETA!

YTBEPX/IEH
1) + Pemennem memarornueckoro coBera
Ne 14 ot 12.08.2012

YTBEPX/IEH
2) - Pemenue nenarornyeckoro copera
Ne 14 01 12.08.2012 1.

YTBEPXIAIO
3) - Pemrenue nmegarornyeckoro coBera
Ne 14 o1 12.08.2012 1.

3aganue #33

(Bvlbepume eOUHCmMEeHHO NpAasUIbHLLLI OMeEent)

B orcyTcTBHE pyKOBOANTEIS MOANMCAHNE JOKYMEHTA 3aMecTUTeJIeM UM UCIOTHSIOIUM
00513aHHOCTH PYKOBOJIUTEJISA:

Bbl6Cpl/l'l‘C OJIUH U3 3 BAPHAHTOB OTBCTA:

1) ) Hupektop A.N. TletpoB
(moamuck ero 3ama CumopoBa)
2) ) 3a nupekropa A.N. TlerpoB
(moamuce ero 3ama Cuzmoposa)
3) + N.O. nupexropa I'.B. Cunoposn

(MMYHAs MTOITUCH)
3apanne #34

(Bvibepume eOuHCmMEeHHO NPAGUIbHYILL OMEent)

B kakom ciy4ae npaBHIBHO 0()OPMIIEH PEKBU3HT «OTMETKA 0 3aBepeHUH KONUID)?

Bribepute oauH U3 3 BApUAHTOB OTBETA:

BepHao
1) - HNucnexrop otaena kagpos  muuHas MM Iletposa
MOAINCH
BepHo:
2) - HNucnexrop ornena kagpos JymyHas HM.H. Ilerposa
MOAINNCH

54



3)

BepHao
Nucnexrop otaena kagpos jauyHas  M.M. Ilerposa
16.03.2012 MOJIIIUCH

3amanue #35

(Bvlbepume eOuHCmMEEeHHO NPAGUTILHBIL OMEeNnt)

ByMary, KaKoro uBeTra MOKHO IPUMEHSATD IIPU U3Ir0TOBJICHUHA 0JIaHKOB:

1)
2)
3)
4)

BoiOepute ouH U3 4 BapraHTOB OTBETA!
0€JI0r0 U CBETILIX TOHOB
TOJILKO O€JI0T0
3aBHUCHUT OT BHJa OjlaHKa
JIFO0OT0

3aganue #36

(Bvibepume eOUHCmMEeHHO NPABUTIbHYIL OMEent)

B kakue peKBH3MTHI COCTABHOI YaCThI0 HE BXOAUT MOANUCH:

AW N -
~— ~— [~ ~—

BriGepure oauH u3 4 BapuaHTOB OTBETA!
azpecar
rpud yrBepxaeHUs
pe3oTronus
MOJIITUCH

3aganue #37

(Bvlbepume eOUHCMEEeHHO NPABUTIbHBLL OMeEent)

B nokymeHTax KaKHX OpraHu3auuii He00X0AUM PEeKBH3UT «KMECTO U3JAHUS JOKYMEHTa)

AW N -
~— ~— [~ ~—

Bbl6Cpl/lTC OJIUH U3 4 BAPHAHTOB OTBCTA:
OAO «Anbda-6aHK»
CapatoBcKkui TOCYJapCTBEHHBIN Xy/I0KECTBEHHbBIN My3eil uM. Paiuiiena
BO BCEX
Anmunuctpanus Jlenunckoro paiiona ropoaa Kocrpomsl

3aganue #38

Onpenenure Kakoe yTBep:KIeHHe HCTHHHO, 2 KAKOe HeT...

1)

2)
3)
4)

5)

Hctuna

Hctuna
Hctuna

Hctuna

Hctuna

VKaXuTe UCTUHHOCTH MIIH JI0KHOCTD BApHAaHTOB OTBCTA:

KOHCTaTI/IPYIOH_IaH 4aCTb TCKCTA B IIPHUKA3C 110 OCHOBHOM ACATCIBbHOCTH MOXCET
OTCYTCTBOBATb

Tekct IIprKasa 1o OCHOBHOM JIE€ATEIbHOCTH ,KaK IMpaBUJI0, COCTOUT U3 ABYX JacTeu
PaCHOpH,[[I/ITeJ'ILHHC JOKYMCHTHI BCTYIIAIOT B CHJIY C MOMCHTA UX MTOANTMCAHUA
Pemenne n3maercs Ha OCHOBE KOJUIETHAIIBHOTO PYKOBOJACTBA

3aroJIoBOK K TEKCTY IIPHUKa3a 10 OCHOBHOW JIEATEIbHOCTH (POPMYIHUPYETCs B
POIUTENBHOM NAAEIKE

3aganue #39

(Bvibepume eOUHCMEEHHO NPABUIbHYILL OMEent)
PacrniopsiuTeNbHbIN TOKyMEHT, KOTOPBIN M3/1a€TCS HA OCHOBE €IMHOHAYAITHUS

BriOepute ovH U3 3 BapuaHTOB OTBETA!
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1) + MpUKa3
2) - MTOCTAHOBJICHHE
3) - perieHue
3ananue #40

(Bvlbepume eOuHCmMEEeHHO NPABUTIbHBLL OMEeNnt)
PacniopsauTenbHblil JOKYMEHT, KOTOPBIM U3A€TCSI HA OCHOBE KOJIJIETMAJIIBHOTO
PYKOBOJICTBA

Br16epute ouH U3 3 BapuaHTOB OTBETA!

1) + perieHue
2) - pacropsiKeHHe
3) - MpHKa3

3aganue #41

(Bvibepume eOuHCmMeeHHO NpasuibHbull 0meent)
N3 cKOBKHUX COCTaBHBIX YACTEH, KaK MPABUIIO, COCTOUT TEKCT PACTIOPSAUTEIHLHOTO
JOKyMEHTa

BriGepute oauH u3 3 BapuaHTOB OTBETA!

1) - U3 Tpex
2) - 13 OJHOM
3) + U3 JIBYX

3aganue #42

(Bvlbepume eOUHCmMEeHHO NpAasUIbHLLLI OMeEent)
daMUIHIO U JOJDKHOCTH HCTIOTHHUTENSI B PACTIOPSIUTEIIEHOW YacTH TeKCTa MPHUKa3a Mo
OCHOBHOM JICATEIILHOCTH YKA3bIBAIOT

BriGepute oauH U3 3 BapuaHTOB OTBETA!

1) - B POJMTEIILHOM TAJIeKe
2) - B IMEHUTEILHOM IaJIE€Ke
3) + B JIATENBLHOM MHaJeXKe

3amanne #43

(Bvlbepume eOuHCmMeeHHO NpasuibHbLlL Omeent)
B cocraB pekBH3UTOB MpHKa3a M0 OCHOBHOM JIESATEIBHOCTH HE BXOJUT PEKBU3UT

BriGepute oauH u3 3 BapuaHTOB OTBETA!

1) + rpud yTBepxaeHUS
2) - 3aroJIOBOK K TEKCTY
3) - HOMEp JIOKyMEHTa

3apanne #44

(Bvibepume eOuHCmMEeHHO NPAGUIbHYILL OMEent)
[Ipuka3 Mo OCHOBHOM J€ATEIbHOCTH MOIIHMCHIBAET

Bribepute oaMH U3 3 BApUaHTOB OTBETA:

1) - UCIIOJIHUTEINb
2) + PYKOBOJUTEID
3) - CeKpeTapb

3apanne #45
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(Bvibepume eOUHCMEEHHO NPABUTIbHBIL OMEeNnt)
[Tpuka3 Mo 0CHOBHOU AEATEILHOCTH O(POPMIISIFOT

BriOepute ouH u3 3 BapuaHTOB OTBETA!

1) + Ha JIOJDKHOCTHOM OJIaHKe
2) - Ha OJaHKe KOHKPETHOTO BH/a JOKYMEHTa
3) - Ha OJlaHKe MUChMa

3aganue #46

(Bvlbepume eOuHCmMEeHHO NPAGUIbHBIL OMEeNnt)
CI0BO «IIPUKa3bIBAIO» B TEKCTE MPUKA3a M0 OCHOBHOM JIEATEIILHOCTH 0(OPMIISIOT B
CIIEYIOIIEM HaIMCAaHUH

Bri6epute ouH U3 3 BapuaHTOB OTBETA!

1) + [MTPUKA3BIBAIO
2) - [TpukassiBaio
3) - MIPUKA3BIBAIO

3aganue #47

(Bvibepume eOuHCmMEeHHO NpAasUTIbHLLL OMeent)
PacriopsiintenbHast 4acTh B paCOPSHKCHUH HAYHHACTCS CIIOBOM

BBI6€pI/IT€ OJIUH U3 3 BapHUaHTOB OTBCTA:

1) +  TIPEJUIATAIO
2) - PEIIAET
3) - [OCTAHOBIISIET

3aganue #48
YCTaHOBHUTH COOTBETCTBUE MEXK]Ty TCPMHHAMH U UX COJICPIKaHUEM
YKBJKI/ITC COOTBETCTBHUC OJId BCCX 4 BapI/IaHTOB OTBECTA:

MIPaBOBOM aKT, U3/1aBAEMBIi IlocTanoBJieHHne
€IMHOJIMYHO PYKOBOIUTEIIEM
TJIaBHBIM 00Pa30M KOJUIETHaIbHOTO
opraHa rocys1apCTBEHHOIO
yIpaBJICHUS B IEJIAX pa3peIIeHus
OTIEpaTUBHBIX BOIPOCOB

[IPaBOBOM aKT, IPUHUMAEMBbII Ipuka3s
BBICHIMMH U HEKOTOPBIMU
LEHTPAJIbHBIMU OpraHaAMHU
KOJUIETHAJIBHOTO YIPaBIICHUS B
LeNsiX paspeuieHus Hanboee
BaYKHBIX U MPUHIIUIHAIBHBIX 33724

2) 1 2)

[IPaBOBOM aKT, U3/1aBACMBIN Pacnopskenue
PYKOBOIUTENEM, JEHCTBYIOIIUM Ha
OCHOBE €IMHOHAYaJINs B LEIAX
paspelieHus OCHOBHBIX U
OIIEPATUBHBIX 33/1a4, CTOALIUX MEPE
Opra"uzamuen

3) 2 3)

IIPaBOBOM aKT, IPUHUMAEMBIN B Pemenue
KOJUJIETUAIbHOM TMOPSAKE B LENAX
4) 4 paspeleHus Haubosee BaKHBIX 4)
BOIPOCOB BO BPEeMs COBELIaHUH,
coOpaHwii U T.J.
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3ananue #49
Onpenenure Kakoe yrBepIeHHe HCTHHHO, 4 KAKOe HeT...
YKaXXuTe ICTUHHOCTH HITU JIO)KHOCTh BAPUAHTOB OTBETA!
1) Hcrura Tekct ciryxeOHOTro MUChbMa MOXET OBITh TPOCTHIM
2)  HWcruHa BpaensioT mprchLiaeMble H OTIIPABIIsEMbIC MTHChMa
3)  Hcruna MakcumaibHOE KOJMYECTBO apecaToB B MUChME - 4
4)  Hcruna CryxeOHOE MUCHEMO MOXKHO 0opMuth Ha hopmare AS
5) Hcruna CiyxeOHOE THCEMO MOXET HMETb JIBE TIOIMUCH
3ananue #50

(Bvibepume eOuHCmMeeHHO NpasuibHull 0meent)
TexcT ciry>keOHOTO MHChMa COCTABISETCS OT

Bri6epute ouH U3 3 BapuaHTOB OTBETA!

1) - 2-TO JIa eIUHCTBEHHOTO YHCIIa
2) - 3-ro nmIa MHOKECTBEHHOTO YHCIIa
3) + 1-ro nMIIa MHOXKECTBEHHOTO YHCIIa

3aganue #51

(Bvibepume eOuHCmMEeHHO NpAasUIbHLIL OMeEent)
PekBU3HT «CChITKA HA HOMEP U JIaTy BXOJIAIIETO JJOKYMEHTa» o(opmirsercs

BBI6€pI/IT€ OJIUH U3 3 BapHUAaHTOB OTBCTA:

1) - BO BCEX MUChMax
2) + B OTBETHBIX ITUChMax
3) - B WHHUIIMATUBHBIX TUCHMAX

3aganue #52

(Bvlbepume eOuHCmMeeHHO NpasUibHbLIL OMeent)
B cocraB pekBH3HUTOB CITy)K€OHOTO TUChMA HE BXOIUT

BriGepure oauH u3 3 BapuaHTOB OTBETA!

1) - aapecar
2) + Ha3BaHME BHJIA JOKYMEHTA
3) - MO IIUCH

3aganue #53

(Bvlbepume eOuHcmeeHHO npasuibHulll 0meent)
PykoBouTe b U TTIaBHBIN OyXraurep MmoAMUCHIBAIOT

BriGepute oauH u3 3 BapuaHTOB OTBETA!

1) - MUCbMO-U3BEILEHUE
2) + rapaHTUHHOE MHCHMO
3) - pEKIaMHOE TUCBMO

3apanne #54

(Bvibepume eOuHCmMEeHHO NPAGUIbHbILL OMEent)
Texct ciy>xe6HOTrO MMcbMa MOXHO 0(opMUTh Ha opmare AS, ecnu

BriOepute oivH U3 3 BapuaHTOB OTBETA!

1) - HeT Onanka ¢popmara A4
2) - €CThb COOTBETCTBYIOIINE YKA3aHUS PYKOBOAUTEIIS
3) + TEKCT NMHUChMa He TPEBBIIIAeT 6 CTPOK
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3amanue #55

(Bvibepume eOUHCMEEHHO NPABUTILHBIL OMEent)
MaxkcuManbHbI 00BEM CITY’KEOHOTO MHUChMa

BriOepute ouH U3 3 BapuaHTOB OTBETA!

1) - OJIHA CTPaHUIIA
2) - TPU CTPAHHIIBI
3) + JIBE CTPAHUIIBI

3aganue #56

(Bvlbepume eOuHCmMEeHHO NPAGUIbHBIL OMEent)
[TeuaTrro ynocrosepsercs

Bri6epute ouH U3 3 BapuaHTOB OTBETA!

1) - MMCHhMO-HAIOMUHAHHE
2) + rapaHTUHHOE TTHCHMO
3) - MUCHMO-TIpUTJIAIICHHE

3aganue #57

(Bvlbepume eOuHCmMEeHHO NPABUTIbHLL OMeEent)
OTMeTKa O MOCTYIUICHUH JOKYMEHTA B OPTaHU3AINIO ITPOCTABIISACTCS

BBI6€pI/IT€ OJIUH U3 3 BapHUaHTOB OTBCTA:

1) - 0 YCMOTPEHHIO CeKpeTapst
2) - Ha BCEX JOKYMEHTaxX
3) + TOJILKO Ha TPUCHIIIAEMBIX
3aganue #58

(Bvlbepume eOUHCmMEeHHO NpAasUIbHLLLI OMeEent)
B nmuchmMe oTMeTKa 0 TIOCTYIUICHHH JOKYMEHTA IPOCTABIISETCS

BriGepute oauH u3 3 BapuaHTOB OTBETA!

1) - B JICBOM HIDKHEM YTy MTOCIIEIHETO JINCTA TOKYMEHTA
2) - Ha JII000M CBOOOTHOM MECTe
3) + B [IPAaBOM HMKHEM YTITy TIEPBOTO JINCTA TOKYMEHTA

3aganue #59

K KClJdeOMy eonpocy Oambl 8ApPUAHRMbL OMBEMOE6. Hpaewlebzx B8APUAHRMOB MOIHCem ObImb
HECKOJIbKO.

Kaxkue npusHaku xapakTepHbI I OJJaHKOB 1JIs ucem?

BriGepute HECKOIBKO U3 4 BApUaHTOB OTBETA!

1) - Hanuuue agpecHbIX JaHHBIX MPEINpUATHS HA OJlaHKe

2) + Hannune ormeTtku ams pexkBusnuta «Ccblika Ha MHJIEKC M JaTy BXOJISIIETO
JOKYMEHTa

3) + OtcyrcTBUE Ha3BaHUS BUJIA TOKYMEHTA

4) ) Pacnionoxenue o0s3aTeNIbHBIX PEKBU3UTOB 3ar0JI0BOYHON YaCTH JOKYMEHTA B

JIEBOM BEPXHEM YTy
3aganue #60

K xascoomy eonpocy oanvl éapuanmel omeemos. IIpasunvhvlx 6apuanmos modscem ovinms
HECKOIbKO.
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Kakoii Buja 1€JI0BOro nucbMa HaNpaBJIsieTcs agpecary AJisl 3aK/JII04eHHUs] CAeJIKH C
yYKa3aHHeM KOHKPEeTHBIX YCJI0BUH caeaku?

1)
2)
3)
4)

BriOepuTe HECKOJBKO U3 4 BAPUAHTOB OTBETA:
[TuceMo-noaTBEPKICHHE
ConpoBoAUTENEHOE TUCHEMO
[Incemo-nipeuioxenue
JloroBopHo€e nN1ucbrMo

3aganue #61

K kascoomy eonpocy oanvl éapuanmel omeemos. llpagunbHvlx 6apuanmos modxicem ovimy
HECKOIbKO.

ABTOpOM C.]Iy)l(CﬁHOl"O NMUCbMa ABJIACTCH:

1)
2)
3)
4)

Br16epute HECKONBKO U3 4 BAPUAHTOB OTBETA:
HCIIOJIHUTENb, COCTABUBIIMNA TOKYMEHT
JOJKHOCTHOE JIMLO, TTOJNUCABIIEe JOKYMEHT
WCIIOJIHUTENb, O(POPMUBIINA JOKYMEHT
OpraHu3alus, OT UMEHH KOTOPOW OTIPABJISIETCS TUCHMO

3aganue #62

OnpenenTe KaKkoe yTBep:KIeHHe HCTHHHO, 2 KAKOe HeT...

1)
2)
3)
4)
5)

Hctnna

Hctnna

Hctnna
Jloxn

JIoXb

YKaXUTEe NCTUHHOCTE WJIHN JTOKHOCTD BapUAHTOB OTBCTA:
TekcT moKIaaHON 3aMCKA COACPIKUT TOJIBKO 0OCTOSTEIbHOE U3JI0KEHHE BOIpOca
AJlpecaHT B JOKJIQTHOM 3alTMCKE YKa3bIBAETCA B UMEHHUTEIHHOM MaJIexkKe
BryTpeHHI010 TOKIIaIHYIO 3aMUCKY MOAMHUCHIBAET COCTABUTEIb
B anpecare noxiiamHol 3anMMCKU yKa3bIBAIOT TOJIBKO (DaMIIIUIO
BuayTpennss noknaaHas 3amucka opopMiIsieTcs Ha OJIaHKe OpraHu3aIiu

3aganune #63

(Bvlbepume eOuHCmMeeHHO NpasUibHbLIL OMeent)
BHYTpeHHIO JOKIIAJIHYIO 3aIUCKY MTOANMCHIBACT

1)
2)
3)

BriGepute oauH u3 3 BapuaHTOB OTBETA!
COCTaBUTEIb
PYKOBOJIUTEIIb TIOAPA3ICICHHS
CeKpeTaph
3aganue #64

(Bvlbepume eOuHcmeeHHO npasuibHulll 0meent)
B ckonpkux sx3emIusipax oopMisieTcsl BHEIIHSS JOKIaIHAasT 3aUCKa

1)
2)
3)

BriObepute oMH U3 3 BapuaHTOB OTBETA:!
B JIBYyX
B OJJTHOM
B Tpex
3ananue #65

(Bvibepume eOUHCmMEEHHO NPAGUIbHYILL OMEent)
PekBHU3UTHI 00BACHUTEIBHOM 3aIMCKHU TI0 TIOBOIY OOBSCHEHHS TOCTYITKA aHATOTUYHBI

BriOepute ovH U3 3 BapuaHTOB OTBETA!
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1) + BHYTpPEHHEH TOKIaHOMN 3aMUCKU
2) - BHYTPEHHEH CIIpaBKu
3) - CITy)KEOHOMY ITHCHMY
3aganue #66

(Bvibepume eOuHCmeeHHO NpasuibHbull 0Omeent)
TekcT AOKIaaHOM 3aNUCKH, KaK IPaBUIIO COCTOUT

Bri6epute oauH U3 3 BapuaHTOB OTBETA:

1) - W3 OJTHOM 4acTH
2) - W3 JIBYX 4acTei
3) + U3 Tpex yacrei

3aganue #67

(Bvibepume eOuHCmMeeHHO NpasuibHbull 0meent)
B cocTaB peKBU3WTOB BHENIHEN JTOKJIAIHOM 3aIIUCKU HE BXOJUT

Bri6epute ouH U3 3 BapuaHTOB OTBETA!

1) + rneyaTh
2) - MOATHCH
3) - 3aroJIOBOK K TEKCTY

3aganue #68

Bcmasovme nponyuieHnble 6 meKcme cjioea

JloksiaiHast 3anucka — TOKYMEHT, aipeCOBaHHbBIN

KOHKPETHOU TeME C Y NIPEIUIOKEHUSAMHU 10 HEM.

3anuIIMTe OTBET:
1) OTBeT: BBIIECTOALIEMY PYKOBOJICTBY
2) OTBeT: BBIBOJAMU
3aganue #69

Bcmasome nponyuieHHble 6 meKcme cjioea

110

Brenraroro JOKIIAAHYIO 3aIlIMCKY, aAPp€COBAHHYIO B BBIIICCTOAIIYO OpraHU3alio

IO AITMChIBACT

3aMuIluTE OTBET:
1) OTBeT: PYKOBOAMUTEIb OpraHU3aluu
3aganue #70

Bcmasvme nponyuieéHHble 6 mEeKcme cjiosa

BHy’TpeHHIOIO JOKIIAIHYTO 3alIMCKY COCTABJIACT U MMOANINCBIBACT

3amuIluTE OTBET:
1) OTBET: COCTaBUTEND
3aganue #71

Bcmasvme nponyuieéHHnble 6 mexkcme cjiosa

PexBU3UTHI BHYTpEHHEN JOKIAAHOMN 3aIIUCKU:
- azpecar (B AaTeIbHOM MaAekKe)
- HAMMEHOBAHME BUJIa TOKYMEHTA

61



- TEKCT
- OTMETKA O HAIMYHMU PUIOKEHUS (B Clydae HEOOXOAMMOCTH)
- JaTa

3anuIInTe OTBET:

1) OTBeT: HaMMEHOBAHHUE CTPYKTYPHOTO HOJIpa3AeaeHUs
2) OTBeT: 3aroJIOBOK K TEKCTY

3) OTBeT: TOIIUCH

4) OtBer: HOMEp

3aganue #72
Onpenennrte KaKkoe yTBep:KIeHHe HCTUHHO, 4 KAKOEe HeT...

VKkaXuTe NCTUHHOCTH MITH JIOJKHOCTD BapUAHTOB OTBCTA:

1) HUctuna Jlatoil mpoToKoJa ABJISIETCA 1aTa MPOBEACHUS 3aceqaHus

2)  HWcruna IIpoTOKON MOMMUCHIBAIOT MPECENATENh U CEKPETaph KOJUIETHATBHOTO OpraHa
3) Jloxp B kpaTkom mpoTOKOJI€ MPUBOIATCSA TEKCThI BBICTYIUICHUI

4)  HcruHa B mpoTokoie yKa3pIBalOTCS Pe3yNIbTaThl TOJOCOBAHHMS

5)  Hcrmra B TekcTte mpoTokoia MoKeT oTcyTcTBOBaTh MyHKT BBICTYITNIIN

3aganue #73

(Bvlbepume eOUHCMBEeHHO NPABUTIbLHBIL OMEent)
N3 ckoJIbKHUX YacTel COCTOUT TEKCT MPOTOKOJIA

BriGepurte oauH u3 3 BapuaHTOB OTBETA!

1) + JBYX
2) - OJTHOM
3) - Tpex

3aganue #74

(Bvlbepume eOuHCmMeeHHO NpasUibHbLIL OMeent)
[TpoToko MOAIKMCHIBACT

BriGepute oauH U3 3 BapuaHTOB OTBETA!

1) + npeacenaresb U CEKpeTapb KOJUIETHaIbHOTO OpraHa
2) - PYKOBOIUTEIb
3) - CeKpeTaph

3aganue #75

(Bvibepume eOuHCmMEeHHO NPAGUIbHYILL OMEent)

Kakas gacTe B cxeMe MMOCTPOCHUA OCHOBHOM 4aCTH IIPOTOKOJIa MOXKET OTCYTCTBOBATH

BriObepute 0MH U3 3 BapuaHTOB OTBETA:!

1) - CJIYILIAJIU
2) +  BBICTYIIIU
3) - TIOCTAHOBWJIU

3aganue #76

(Bvibepume eOUHCMEEHHO NPABUIbHYIL OMEent)
[TpoTokon opopmIIstOT
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Bri6epuTe 0/1MH U3 3 BapuaHTOB OTBETA!

1) - B TPEX IK3EMILISIPax
2) + B OJIHOM JK3EMILISIPEe
3) - B JIBYX 3K3EMILISPax

3aganue #77

(Bvibepume eOuHCmMeeHHO NpasuibHbull 0Omeent)
Kak odopmitsitoTcst B TEKCTE MPOTOKOJIA, TPUCYTCTBYIOLINE, €CIIM UX 22 YeloBeKa

Bb16€pHT€ OJIUH U3 3 BapuaHTOB OTBCTA:

1) + [IpucyrcTBoBanu: 22 yenoBeka (CIMCOK MpUIIaraeTcs)

2) [IpucyrcTBOBaNU: MEPEUNCIISIIOTCS (PaMIIUK TPUCYTCTBYIOLIUX B aj(aBUTHOM
MOpsIZIKE

3) - [TpucyrcTBOBamM: 22 yenopeka

3aganue #78

Bcmasvme nponyuieHnble 6 meKcme cjioea

B 3aBHCHMOCTH OT IOJTHOTEI OCBCHICHUA XO0Ja 3aCCAaHUA IIPOTOKOJIBI MOTYT OBITH

u
3anuInTe OTBET:

1) OTBeT: MOJHBIE

2) OTBeT: KpaTkue

3aganue #79

Bcmasome nponyuieHHble 6 meKcme cjioea

TeKCT mpOTOKOJIa COCTOUT U3 ABYX YACTEW: BBOAHOU U

Salll/ll_Ul/l'l‘C OTBCT:
1) OTBeT: OCHOBHOMU
3aganue #80

Bcmasome nponyuieHHble 6 meKcme cjioea

B npotokose kaxxaplii MyHKT MOBECTKHU JHS PACHHCHIBAETCS (CTPOUTCS) MO CXEME:

3anuIImnTe OTBET:

1) Otser: BBICTVYIINJIN
2) Otser: IIOCTAHOBWJIN
3) Otser: CJIYIIAJIN

3aganue #81

Bcmasome nponyuieéHHble 6 meKcme cjiosa

Ecau BOIIPOC HC 06CY)KI[8.J'IC$I B XO0I€ C06paHI/Ifi HJIN 3aCCaHUs KOJUICTUAJIBHOI'O OpraHa, TO B
IMPOTOKOJIC ITYHKT MOKET OTCYTCTBOBATHb

3anuIImMTe OTBET:
1) Otser: BBICTVYIIWIIN
3aganme #82
Omnpenesnre Kakoe yTBep:KIeHNEe HCTUHHO, 2 KAKOe HeT...
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1)
2)
3)
4)
5)

Jloxsb
HUctuna
HUctuna
HUctuna

Uctnna

VYKaXuTe UCTUHHOCTD WA JIOKHOCTD BapUaHTOB OTBCTA:
Hannuue 3akar04nTeIbHON YaCcTH TEKCTA aKTa 003aTCILHO
Yare Bcero akThl COCTaBISIOTCS KOMUCCHEH
AKT MOXKET CJIY)KI/ITB OCHOBAHHEM IJIA U3JaHUSA paCHOpH[[I/ITCJIBHOI‘O ,IIOKyMeHTa
AKTBI, KaK IpaBUJIO, MOJIEKAT YTBEPKIACHUIO
AXT MOXeT 0popMIIAThCS Ha TpadapeTHOM OnaHke

3amanue #83

(Bvlbepume eOuHCmMEEeHHO NPABUIbHBLL OMEeNnt)
CnyxeOHBIN aKT COCTaBIISICT U MOIIHACHIBACT

1)
2)
3)

Bri6epute oauH U3 3 BapuaHTOB OTBETA!
KOMMCCHS
PYKOBOIUTEIIb
HCIIOJTHUTEIb

3apanue #84

(Bvlbepume eOuHCmMeeHHO NpasuibHbull 0Omeent)
OcHoBaHHEM TSI U3/IaHUS KAKOTO PACIIOPSAUTEIBHOTO JOKYMEHTa MOYKET OBITh aKT

1)
2)
3)

Bribepute oauH U3 3 BApUaHTOB OTBETA!
Pemenne
IlocranoBieHHE
[Tpukas
3aganue #85

(Bvlbepume eOUHCMEeHHO NpasuUIbHbII 0Omeent)
Jaroii akTa sBiseTCs

Bribepute oauH U3 3 BApUaHTOB OTBETA!
Jlata akTUBHPYEMOTO COOBITHS
Jlata yTBepKaeHust
Jlara noanucanus

3aganue #86

(Bvlbepume eOuHCmMeeHHO NpasuibHbll 0OMeent)
B cocraB pekBH3UTOB aKTa BXOJUT PEKBU3UT

1)
2)
3)

BriGepute oMH U3 3 BApHAHTOB OTBETA!
I'pud yrBepxaenus
I'pud cornacoBanus
OtmeTKa 00 UCTIOTHUTEIE

3aganue #87

(Bvibepume eOuHCmMEeHHO NPAGUIbHYILL OMEent)
B cocraB pekBU3UTOB aKkTa HE BXOJIUT

1)
2)
3)

BriObepute 0MH U3 3 BapuaHTOB OTBETA:!
I'pud cornacoBanus
3aroy0BOK K TEKCTY JOKYMEHTa
I'pud yrBepxaeHus
3ananue #88

(Bvibepume eOUHCMEEHHO NPABUIbHYILL OMEent)
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CKOJIBKO 4acTel CONEPKUT TEKCT aKTa

BriOepute ouH U3 3 BapuaHTOB OTBETA!

1) - JIBC
2) - OJIHY
3) + TpU

3aganue #89

(Bvlbepume eOuHCmMEEeHHO NPAGUIbHBLL OMEeNt)
Crnenmyer 11 yKa3bIBaTh TOJDKHOCTU WICHOB KOMHCCHU TIPH O(OPMIICHHH PEKBU3HUTA
«TTOTTHCHY

Bri6epute ouH U3 3 BapuaHTOB OTBETA!

1) - Jla
2) - Mo >xenanuo cexperaps
3) + Her

3aganue #90

(Bvibepume eOuUHCmMEeHHO NPABUTIbHLL OMeEent)
B ckompkux 3K3eMIuIsIipax 0hopMIISETCS aKT

BriGepute oauH U3 3 BapuaHTOB OTBETA!

1) - B tpex
2) + B ckonpkHX HEOOXOAMMO
3) - B uetpIpex

3amanue #91

(Bvlbepume eOUHCMEeHHO NPABUTIbHLL OmeEent)
Kakast gacTh TeKcTa aKTa MOKET OTCYTCTBOBATh

BriGepute oauH U3 3 BapuaHTOB OTBETA!

1) - Koncrarupyromas
2) + 3aKIroYnTeIIbHAS
3) - BBoHas yacth
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