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KoMI1eKT o1leHOUHBIX CPeCTB pa3padoTaH Ha OCHOBE:

1. [Tpuka3z Munobpuayku Poccuu ot 05.02.2018 N 69 "O6 yTBepx)aeHU# heaeparbHOro
roCy/IapCTBEHHOI'O0 00pa30BaTEIbHOr0 CTaHIApPTa CPeAHEro NpodecCHOHATBLHOrO 00pa3oBaHHs IO
cneuuanbHocTd 38.02.01 DxoHOMUKA U OyXrantepckuii yder (mo otpacisiMm)" (3aperucTpupoBaHo B
Munrocte Poccuu 26.02.2018 N 50137)

2. [Tpodeccuonanbubiii ctangapt «byxranrep» (yTBepXaeH mpukazoM MUHHCTEPCTBA
Tpyza u comranbHou 3anuThl Poccuiickoir deneparuu ot ot 21.02.2019 N 1031 "O06 yTBEep)KaeHUN
npodeccuonansHoro cranmapra "byxranrep" (3apeructpupoBaHo B MUHHCTEPCTBOM IOCTHUIIUU
Poccutickoit ®eneparuu 25.03.2019 No54154)

Opranmzanus —pa3padoruuk [ BITOY
«Hmxeropoackuii NpOMBIIIIIIEHHO-TEXHOIOTHYECKUNA TEXHUKYM



KommuiekT koHTposbHO-o11eHOUHBIX cpeAcTB (KOC) npennazHadeH Jisi KOHTPOJIL U OLIEHKU
00pa3oBaTeNbHBIX JOCTHKEHUN OOyYaroIUXcs, OCBOMBIIUX I[POrpaMMy Yy4eOHOH AHCIUILIUHBI

|.IIacmopT KOMILIEKTA OLIEHOYHBIX CPEACTB

1.1 O6urue moI0:KeHus

OIILL.06 «JlokyMeHTaIMOHHOE 00ECTIEYeHHUE YITPABICHHSI.

KOC Bxirouaer KOHTPOJIBHBIC MaT€puajbl OJId IIPOBCACHUA TCKYILICIO KOHTPOJIA H

MIPOMEXKYTOUHOM arrecTanuu B popme nuddepeHImpoBaHHOrO 3a4eTa.

KOC pa3paboraHn Ha OCHOBaHHH MPOTrPaMMBbI TOATOTOBKU CIICIHAIMCTOB CPEIHETO 3BEHA
(ITTICC3) mo cnemuanbaocTr CITO 38.02.01 DxoHOMHMKA W OyXraiaTepckuid yder (10 OTpacisim),

nporpammbl yueoHo nqucuuruinabl OITL.06 «/lokyMeHTanmoHHOe 00ecTIeueHUEe YIIPABICHUS».

1.2. leab u muIaHupyemble pe3yjabTarhbl ocBoeHus JucHuiinHbl OIIL.06 JoxkymeHTallMOHHOE

olecreyeHne ynpaBjieHHs

Oo0mme komnerenuun OK

Kon Coneprkanue

OK 02 OcymiecTBIATh OUCK, aHAIHM3 U MHTEPIIPETALNIO HH(POPMAITUK, HEOOXOIUMOH ISt
BBINOJIHEHUS 3a]1a4 TPO(ECCHOHAIbHON 1EATEIbHOCTH

OK 03 [ImaHupoBaTh M peayn30BBIBATH COOCTBEHHOE MPO(PECCHOHATBHOE M JIMYHOCTHOE
pa3BUTHE

OK 05 OcCylIecTBISATh YCTHYIO W INHCbMEHHYI0 KOMMYHHKAIIMI0 Ha TOCYAapCTBEHHOM
a3bike  Poccuiickoil ®Denepanmuu ¢ ydyeTOM OCOOEHHOCTEH COLMAIbHOTO U
KYJBTYPHOTO KOHTEKCTa

OK 09 Hcnons3oBath  MH(OpPMALIMOHHBIE  TEXHOJOTHMHM B MpodeccHnoHambHOM
JeSITeIIbHOCTH

OK 10 [Tonp3oBaTbess mpodecCHOHATBHONM JOKYMEHTAalle Ha TOCYAapCTBEHHOM H
WHOCTPAaHHOM SI3bIKaxX

IIpodeccuonanbubie komnerennun IK

| K 1.1.

| O6pabGaThIBaTh MepBHUHBIE GyXranTepCKHe JOKYMEHTHI

JINYHOCTHBIE pe3yJbTarbl:

Kon

XapakTepucTHKa

JIP 4

[IposiBnsromniA 1 JEMOHCTPUPYIOIIMN YBAKEHHE K JIIOASAM TpPyZAd, OCO3HAIOIIMMI
LIEHHOCTh COOCTBEHHOro Tpyna. Crpemsuuiics K GOpMHUPOBAaHUIO B CETEBOM cpele
JMYHOCTHO U NPO(ECCHOHATBHOIO0 KOHCTPYKTUBHOT'O «1IM(POBOTO CIIEa»

JIP 13

CoOGnronarouuii B cBoeil npoecCHOHaIbHOW AEATENbHOCTH 3TUYECKHUE MPUHIIMIIBL:
YECTHOCTH, HE3aBUCHMOCTH, MPO(ECCHOHATBLHOTO CKENTUIU3MA, NMPOTUBOACHCTBUS
KOPPYIIMH M 3KCTPEMH3MY, OOJAJalOIIMi CHUCTEMHBIM MBIIIJICHHEM U YMEHHUEM
MPUHUMATD pPellIeHUE B YCIOBUSIX PUCKA U HEONPEAESIEHHOCTH

JIP 14

['OTOBBI COOTBETCTBOBATh OXUAAHUAM paboTodareneld: MPOEKTHO-MBICIISIIHM,
3 PEeKTUBHO B3aUMOJCHCTBYIOIIMI C YJICHAMH KOMaHIbl M COTPYIHHUYAIOUIUN C
JAPYTUMH JIIOJIbMH, OCO3HAaHHO BBINOJHSIOMMUN MpodeccuoHaIbHbIe TpeOOBaHUS,
OTBETCTBEHHBIH, ITYHKTYaJIbHBIM, JUCHUTIIIMHUPOBAHHBIM, TPYAOJIIOOUBBIH,
KPUTHYECKU MBICIAIIUN, HALCJIIEHHBIN Ha JOCTH)KCHHME IIOCTABJIICHHBIX LEJIEH;
JEMOHCTPHUPYIOMUN MPpodhecCHOHATBHYIO )KU3HECTOMKOCTh

B paMKax IporpaMmMbl yqe6H0171 JAHUCLHUITIINHBI O6y‘laIOH_II/IMI/ICSI OCBAWBAKOTCA CJIICAYIOIIUC

YMCHHSA U 3HAHUA.




Kox IIK, OK,| YMmenus 3HaHuA

JIP

OK 02. OK 03 | ocymiecTBiIATh TIOMCK, aHanm3 M| COIEp)KaHUE aKTyaJlbHOU

OK 05 HCI0JIb30BaHUE HOPMAaTUBHOIPABOBbIX | HOPMATUBHO-TIPABOBOI

OK 09 JIOKYMEHTOB B TpUMEHEHUU K 3a1a4aM JIOY; | nokymeHTanuu;

OK 10 COCTaBIISATH U OPOPMIISTH YIPABICHUECKYIO | OCHOBHBIE  IOHSTHUSA

IK 1.1 1 TPO()eCCUOHATIBHYIO JIOKYMEHTAITMOHHOTO 00ecTieYeHUs
IIK 2.7 JOKYMEHTALUIO B COOTBETCTBUE C| ynpasienus,

JIP 4 HOpPMaTUBHOM 0a30ii; Kiaccuukanus YIIPaBIECHYECKUX
JIP 13 UCIOJb30BaTh YHU(PHUIMPOBAHHBIE (OPMBI| JOKYMEHTOB; IPaBUiIa COCTABICHUS U
JIP 14 JIOKYMEHTOB; odopmIIeHUS YIPaBICHYECKUX

OCYLIECTBJIIATh
MOJIICPKUBATH
KOMMYHUKAIIUU; INPHUMCHATH cpeacrBa
WH(POPMAIIMOHHBIX TEXHOJIOTHIA TSt
Co3MaHus W OQPOPMIICHUS JIOKYMCHTOB;
pa3buparbcsi B CHUCTEME BHYTPEHHETO
JIOKYMEHTO00O0pOTa OpraHu3allNy;

JEIOBYI0  NEPEHUCKy U

OJICKTPOHHBIC

OCYLICCTBJIATDH XPaHCHHUC n IIOHUCK
AOKYMCHTOB;,

HCIIOJIB30BAaTh COBPCMCHHOC IIPOTrpaMMHOC
obecrieueHue B QJICKTPOHHOM

JIOKYMEHTO000pOTE; MPOBEPSITh HAIUYUE B
IIPOU3BOJIBHBIX HNEPBUYHBIX OyXTalaTepCKHX
JOKYMEHTax o00s3aTeNbHbIX PpPEKBU3UTOB;
pa3buparbcs B HOMEHKIIAType Jell;
COCTaBJIATh AKTHI U CIIPABKHU IO pe3yjibTaTam
BHYTPEHHETO

KOHTPOJIS;

¢dbopMHpOBaTh  MPOEKTHl  MPHUKA30B
MIPOBEJICHUIO BHYTPEHHETO KOHTPOJIS

1o

JIOKyMEHTOB U

BEJICHUS JIEJIOBOM NEPENUCKH; COCTaB
JIOKyMEHTOB  CHEILUAJIbHBIX CHCTEM
JIOKYMEHTAIUU;

[paBWjla OpraHM3alMM BCEX 3TAIOB
paboThl C JOKYMEHTaMH; IPUIIOKEHUS
nporpamMMbl Windows, UCTIONb3yeMbIe
J1s1 peanuzanuu 3a1ad JJOVY;
COBpEMEHHbIE HH(POPMAI[HOHHBIE
texnosoruu JIOY mpaBuina u Cpoku
XPaHEHUS JOKYMEHTOB;

(GOpMBbI EPBUYHBIX OYyXTalaTEpCKUX
JIOKYMEHTOB, coJiepKaInx
o0s3aTenbHbIe PEKBU3UTHI
MEPBUYHOTO YYETHOIO JIOKYMEHTA;
IpoLeaypa COCTaBJI€HUS aKTa IOo
pe3ynbTaTaM HWHBEHTapU3aluy,
[IPOEKTOB MPHUKA30B IO IMPOBEICHUIO
KOHTPOJIbHBIX HPOUEAYP

1.3 Opranuszanus KOHTPOJISI M OLEHKU OCBOCHHS 1N CHUIITHHbI




PesynbTarhl 00yueHus1

Kputepun onenku

MeTtoabl OLIECHKH

IlepeyeHb 3HaHMi, OCBAUBAEMBbIX B
paMKax TUCHHUIIMHBI:

COIECpKAaHUE  aKTYyaJlbHOU
HOPMaTHBHO-TIPABOBOM
TOKYMEHTAIIIH;
OCHOBHBIE
TOKYMEHTAIllMOHHOT'0 00eCTICYEeHUs
yIIpaBiieHUs; Kiaccuukanms
YIIPaBICHYECKHUX TOKYMEHTOB;
[IpaBUJIa COCTABICHUSA U OQOPMIICHNUS
YIPaBIEHUECKUX TOKyMEHTOB H
BEJICHUSI IEIIOBOM MEPETINCKH;

TIOHATHA

COCTaB JIOKYMEHTOB CHEIUATBHBIX
CHCTEM
NTOKyMEHTAIHH;
I[IpaBUJia OpraHUu3allui BCEX 3TAIIOB
paboTHI ¢ TOKyMEHTaMU;
npuiiokeHus:  mporpammbl Windows,
UCTIONIb3YeMbIe IS
peanu3anuu 3ana4 JJOY;
COBpeMEHHbIE HH(POPMALIMOHHBIE
rexaonoruu JIOY nonstue
MEPBUYHON OyXTanTepCKOn
NTOKyMEHTaINH; (HOPMBI IEPBHYHBIX
OyXranTepcKuX JOKyMEHTOB,
COJICPIKAIINX 00s3aTeIIbHBIC
PEKBHU3UTHI IEPBUYHOTO yYETHOTO
TOKYMCHTA;
[IpaBUJIa U CPOKU XPAHECHHUS
MEPBUYHON OyXTalTepCKOn
TOKYMEHTAIIUH; TIPOLIeaypa
COCTaBJICHUsI aKTa 10 Pe3yJbTaTaM
MHBEHTAPU3AIINH,

TecrupoBanmue.

«5» - 85-100% BepHBIX OTBETOB
«4» - 70-84% BepHBIX OTBETOB
«3» - 51-69% BepHBIX OTBETOB

«2» - 50% u MeHee

Omnpoc.

OrneHKa «5» - OTIHMYHOY» CTABUTCS, €CITU
00yJaloIUIICs MMOJIHO M3JIaraeT MaTepuall
(0TBeUaeT Ha BOMPOC), AT MPABHILHOE
OTpeJieNieHIe OCHOBHBIX TTOHSTHIA,
00Hapy)KUBAET OHHUMAaHUE MaTepHala.

OrneHka «4» - «XOpOII0» CTABUTCS, SCITU
0OyJaromuiics TaeT OTBET,
VIOBJIETBOPSIFOIINAN TEM ke TpeOOBaHUIM,
YTO U JJIA OICHKU «OTJIUYHO», HO IOITyCKAET
1-2 ommoKwu.

Onenka «3» -

«YAOBIETBOPUTEIHHO)» CTABUTCS, €CITH
oOyuaromuiics 0OHapy>XKHBaeT 3HAHUE U
[MOHMMAaHUE OCHOBHBIX MOJIOKEHUN JTaHHOM
TeMBbI, HO U3JaracT MaTeprall HeToJIHO U
HETIOCIIeI0BATEIbHO, JOMYCKAET HETOYHOCTH
1 OIMIMOKY B OTIpEAeNICHNH TTOHITHN WIIN
(hopMyITUPOBKE TTPABHLI.

OrneHka «2» -

««HEYIOBJIETBOPHUTEIHHOY» CTABUTCSI, ECITH
oOyuaromuiics 0OHapyXKHBaeT HE3HAHHE
0OJIBIIICH YaCTH COOTBETCTBYIOIIETO
BOIIpOCa, JOMYCKAaeT OMIUOKH B
(bopMyIHpOBKE ONpeIeTICHUI U TIpaBuIl,
MCKaXAFOIINE UX CMBICH, OECTIOPSIOYHO
M3IaraeT Matepual.

Tectuposanue.

'Y CTHBIM ompoc.
TTuceMeHHBIN ompoc.
TndpepennmrpoBarHbIi

3a4cCT.




JAnddepenunpoBanHblii 3aueT
OneHka «5» - «OTIMYHOY BBICTaBJISACTCS
00yJaromemMycs, €Clid IEMOHCTPUPYETCS
BCECTOPOHHEE, CUCTEMaTHUECKOE U
riy0OKOe 3HaHHUE Y4EOHOTO MPOTrPAMMHOTO
MaTepHaia, CaMOCTOATEIHLHO BBHIITOJTHCHBI
BCE TIPEyCMOTPEHHBIE TIPOTPAMMOIL
3a/1aHusl, aKTUBHO paboTaBIIeMy Ha
MPAKTHYECKUX 3aHITHAX, IOKA3aBIIEMY
CUCTEeMaTUYCCKUI XapaKTep 3HAHUM, a
TaKke CIIoCOOHOCTh K UX
CaMOCTOSTEIILHOMY ITOTIOJTHEHHUIO.
OreHka «4» - «XOPOIII0» BBICTABIIAETCS
o0yJaromemMycs, eclii IEMOHCTPHPYIOTCA
JIOCTaTOYHO MOJTHOE 3HAHUE YIeOHO-
MPOrpaMMHOTO MaTepuana,
CaMOCTOSTEIIBHO BBIIOJHEHEI BCE
IPEAYCMOTPEHHBIE IPOrPaMMOil 3a7aHus,
OJTHAKO JOITYLLEHBI HETOYHOCTH IIPU UX
BBITIOJTHCHHH,
Ornenka «3» -
«KYHAOBJICTBOPHUTECIJIIBHO» BBICTABIACTCSA
o0yJaromemMycs, eclii IEMOHCTPHPYIOTCS
MpOOEITHl B 3HAHUSIX OCHOBHOTO
y4e0HOIIPOrpaMMHOTO MaTeprana,
CaMOCTOSTEIBHO BBIMOJHEHEI OCHOBHEIC
IIPEAYCMOTPEHHBIE IPOrPaMMOil 3a7aHus,
OJTHAKO JTOTMYIIEHBI OITUOKH MPU UX
BBITIOJTHECHUHU.
OreHKa«2» -
«HEYIOBJIETBOPHUTEIHHOY BBHICTABIISIETCS
oOyJarolemMycs, eciii 00HapyKUBAIOTCS
MPOOEITHl B 3HAHUSX WM OTCYTCTBHE 3HAHUN
10 3HAYUTEIILHON YaCTU OCHOBHOI'O
yaeOHOTO MaTepuaa, He BBIMOTHUBIIIEMY
CaMOCTOSTENTFHO MPEyCMOTPEHHBIS
MPOrpaMMOW 3aJJaHUsl, JOITyCTUBIIEMY
MIPUHIUITHABHEIE OIMOKH B BHITIOTHEHUH
MPEeyCMOTPEHHBIX MPOTPAMMOM 3a1aHUi




IMepeuyeHb yMeHHii, 0CBAMBAaeMBbIX B
paMKax JHCHMILUITHHBI:
OCYILECTBIIATH IOUCK, aHAIIU3 U
UCTIOJIb30BaHKe
HOPMATHBHOIPABOBHIX JOKYMEHTORB B
MpUMEHEHUH K 3amadam JI0Y;
COCTaBIIATh U OQOPMIIATH
YIPaBIECHYECKYIO U
npogecCHOHANBHYIO

JIOKYMEHTAIIHIO B COOTBETCTBHUE C
HOPMAaTHBHOU 0a30ii;

UCTIOJIb30BaTh YHU(DUIIMPOBAHHEIC
(hOpMBI JOKYMEHTOB; OCYIIECTBIISITh
JIETIOBYIO TIEPETUCKY U
MOJJICPIKUBATD DIICKTPOHHBIC
KOMMYHHKAIIUH; TPUMEHSITh
cpencTBa HHOOPMAIMOHHBIX
TEXHOJIOTUH JJIS1 CO3IaHUs U
oopMIIEHUS TOKYMEHTOB;
pasdupaThCs B CUCTEME BHYTPEHHETO
JIOKYMEHT0000POTa OpraHu3allvH;
OCYIIECTBIISITh XPAHEHHE U TTOKUCK
JIOKyMEHTOB;

pa3dupaThCcs B HOMEHKIIATYpE e,
HCTIOJIb30BaTh COBPEMEHHOE
MporpaMMHOe 00eCIIeUeHUE B
3JIEKTPOHHOM JIOKYMEHT0000pOTE;
IIPOBEPATH HAJTUYHNC B
MIPOU3BOJIbHBIX IIEPBUYHBIX
OyXranTepcKuX JJOKYMEHTaX
00s13aTeNbHBIX PEKBU3UTOB;
COCTAaBJIATH aKThl U CIIPAaBKH 110
pe3yJibTaTaM BHYTPEHHETO
KOHTPOJIS;

(hopMHPOBATH MPOEKTHI MPHUKA30B U

pacnopspKEHUH 10 IPOBEAECHUIO
BHYTpPEHHETO KOHTPOJIS;

OueHka pe3yJbTATOB BbIIOJIHEHMS
NPaKTH4YecKoi padoThI

OneHka «5» - KOTIMYHO» BBICTABIISIETCS],
€clii 00y4aIOMIUIACS JEMOHCTPUPYET
rIIyOOKHe 3HAHHUS TEOPETHUECKOTO U
[IPAKTUYECKOr0 MaTepHaja o TeMe
MPaKTUYECKON padOTHI, ITOKA3bIBAET
YCBOCHHE OCHOBHBIX MOHATHH,
WCIIONIB3YEMBIX B paboTe, 6e30mmd0o9HO 1 B
MOJTHOM 00BEME BBITIOTHSCT 3a1aHUE.
Onenka «4» - «xoporo» O0y4Jaromuics
JIEeMOHCTPUPYET 3HAHUsI y4eOHOTO
MaTepHala Mo TeMe NpakTHIeCKON paboThl,
JIOTTyCKasi He3HAUMTENIbHbIE HETOYHOCTH
IIPY BBINIOJTHEHUH 3aJlaHNS IIPU PaBUILHOM
BBIOOpE aropuT™Ma pelIeHHs 3a1aHusl.
Onenka «3» -

«yIOBJIETBOPUTEIILHO» BBICTABIIACTCS, €CIIU
00y4YaroIuiics B 11eJI0OM OCBOWII MaTepHal
MPAaKTUYECKON PabOTHI, IOMTyCKAET OMINOKH
[IPH BBITIOJTHEHUH 3aJIaHUsl, BBIOOD
aNropuTMa BBITIOJTHEHUS 3aJaHUs
BO3MO’KEH MPU HaBOJAIIUX BOIIPOCAX
MpernoaaBartess.

OneHka «2» -

«HEYJOBJIETBOPUTEIHLHO» BBICTABIIACTCS
00yJaromemMycs, €CJid OH UMEET
CYIIIECTBEHHBIE MPOOEIIbI B 3HAHUSAX
OCHOBHOTO y4eOHOT0 MaTepuana
MPaKTUYECKOW PadOTHI, IOMYCKAET OMINOKH
IIPY BBINOJIHEHUH 33aJaHNs1, HEIPABUIBHO
BEIOHpAET aNrOpUTM JISHCTBHIA.

DKCIepTHOE
HaOJIr0/IeHHE 32 XOJJ0M
BBITIOJTHEHHS
IIPaKTUYECKON

paboTHI




2 KoMILJIEKT OlleHOYHBIX CPeICTB

2.1 TunoBble 3a1aHUS VISl OLEHKH YCBOEHU S YUeOHO JUCUMIIJIMHbI.
2.1.1.3apanus 151 pyoesKHOTr0 KOHTPOJISI O TeMaM JUCIIHILIMHBI

Pazgea 1. lokymeHTHPOBaHME 1eATEJILHOCTH NPeANPUSTHS

Tema 1.1. Ilousitue o 1OY. Heau u 3agaun

YPOBEHb A.

BeiOepute BepHOE yTBEp)KICHHE

1. TpeboBanus kK 0()OpMIICHUIO OPTaHU3AIMOHHO-PACTOPSAUTENBHBIX IOKYyMEHTOB

ycranaBnuBaetr ['OCT P 6.30 — 2003

2. B npunoxenuu k TOCT P 6.30 — 2003 nansr 00pa3ips! 071aHKOB JOKYMEHTOB

3.B opranuzanuu 1o ycMOTpEHHIO pyKOBOJICTBA JJOJDKHA ObITh pa3paboTaHa

WH/IMBUyalIbHAS HHCTPYKIUS 110 IEIOTPOU3BOJICTBY

4. Opranu3aMOHHO-TIPABOBbIE JOKYMEHTBHI, KaK IMPABHJIO, TIOJJICKAT YTBEPKACHUIO

5. B opranu3anoHHO-TIPaBOBbIE JOKYMEHTHI MOKHO BHOCUTb U3MEHEHHUS

Boi6epuTe npaBUIIbHBIN OTBET.

K kaxxnomy 3a1aHuto JaHbl 3 BapuaHTa OTBETA, U3 KOTOPBIX TOJIBKO OJMH BepHbI. B Onanke
OTBETOB IIOCTaBbTE IO HOMEPOM 3alaHus OYKBY OTBETa, KOTOPBIH Ha Ball B3IJISA SIBISIETCS
IIPABUIIBHBIM.

1. B cocTaB opranu3aiiOHHO-TIPABOBBIX JOKYMEHTOB HE BXOJUT. ..

a) ycTaB OpraHu3alum

0) mTaTHOE pacIucaHue

B) IIpUKa3

2. Kakue pacnopsauTenbHble JOKYMEHThI MOXKeT u3naBath [Ipesunent Poccuiickoit

denepaunn?

a) yKa3bl

0) pacnopspKeHust

B) MIOCTAHOBJICHUS

3. JIoMKHOCTHAsE MHCTPYKLUS COTPY/AHUKA. . .

a) MOJICKUT YTBEPKACHUIO

0) He yTBepKaaeTcs

B) YTBEPXKIAETCS MO0 YCMOTPEHHUIO PYKOBOIUTEIIS

4. Kakoit HOpMaTUBHBIN TOKYMEHT ONpeesseT 003aHHOCTH COTPYIHUKA?

a) lllratHoe pacniucanue

6) YcraB npeanpusaTus

B) JloJKHOCTHAs MHCTPYKLUS

5. TunoBsle TOKYMEHTHI HOCHT ... XapakTep

a) 00s3aTeNbHBIN

0) peKOMEHIaTeIbHbII

B) 03HAKOMHTEIIbHBIN

6. B xakom nazexe GopMymupyeTcs 3aroJIoBOK K TEKCTY JOKHOCTHOW MHCTPYKLIUU?

a) B UMEHUTEILHOM

0) B pOIUTENEHOM

B) B MPEVI0KHOM

7. Kakoiif TOKyMeHT He ABIseTCS Pa3HOBUIHOCTHIO KOTIUU?

a) YepHOBHUK

0) oTmyck

B) 1yOnuKar

8. JlokyMeHT, BbIJIaBaeMblii B3aMEH YTEPSIHHOTO M UMEIOIINI CUITY TOJIMHHUKA,



Ha3bIBACTCH. ..
a) Komust
0) oTIyck
B) nyOnuKar
9. JlokyMeHT, OKOHYATeIbHO O(OPMIICHHBII U MOANUCAHHBINA, HA3bIBACTCH. ..
a) ONIMHHUK
0) oTIyck
B) nyOnuKar
10. 3meHeHus U AOTMOJIHEHUS B JOKHOCTHYIO HHCTPYKIIUIO BHOCSITCS. ..
a) JOKJIaHOM 3aITMCKOM
0) MpUKa30M PYKOBOIUTEISI
B) CIIPaBKOM COTJIACOBAHUS
YPOBEHbH B.
BceraBbTe pomnyieHHbIe B TEKCTE CII0BA.
1. OKVY ]I — Ob6mepoccuiickuii KiracCu(pukaTop
2. YcraB OpraHu3aliiy — IPaBoOBOM aKT, ONPEICIISIONIHA .
3. HomxHOCTHAsT WHCTPYKIUS — TIPaBOBOMl aKkT, H3JaBaeMblii OpraHu3aluel B IeNix
periIaMeHTaly OPraHU3alOHHO-TIPAaBOBOTO TIOJI0KEHUS pa0OTHHUKA, €ro
, , U obecreynBaroIHii
ycnoBus 151 €10 () (HEeKTUBHON PaOOTHI.
4. IIpaBuiia BHYTPEHHETO TPYAOBOTO PACHOpsIKa — 3TO MPABOBOM aKT, PETIAMEHTUPYIOIIUI

5. JIOKyMeHTHI KIIacCUPUIUPYIOT:
no 6udam: OpraHU3aIHOHHO-PACTIOPITUTEIbHBIE,
, IO INYHOMY COCTaBY;
no ¢opme: MHIUBUAYaIbHBIE, , TaOJINYHBIC, TEKCTOBBIC, AHKETHBIE,
TpadapeTHhbIE;
1o npoucxodcoeHuro: opuIuaIbHbIE U
nO Mecmy NPOUCXOHCOCHUS: U BHYTpEHHHUE;
N0 CPOKAM XpaHeHust: TIOCTOSTHHOTO CPOKa XpaHEeHHUs, BPEMEHHOTO
( ), BPEMEHHOTO ( );
nO 21aCHOCMU: CEKPETHBIE U ;
no cpeocmeam Qukcayuu: PyKOIUCHBIE, , Tpaduyeckue,
, POTOKMHOTOKYMEHTHI,
nO cMaousim co30aHus: OPUTHHAIIbI, YEPHOBUKH,
, , TyOJIUKATHI;
nO CPOYHOCTUL: U HECPOUHBIE;
nO HAUMEHOBAHUIO:

Tema 1.1. IlonsiTue o I0Y. baank. PekBu3uTsbl
Teopernyeckne BONpPoOChI
. Uto mpeacTaBisieT cob6oit OaHK TOKymMeHTa?
. Kakue Buabl pacnonoxxenusi peKBu3uToB Bbl 3HaeTe?
. Kakue pekBU3UTHI BXOIAT B COCTaB 001Iero O1aHka?
. Kakue pekBU3UTHI BXOJAT B COCTaB OJaHKa AJIsl TUCEM?
. Kak ¢popmynupyercs 3aroinoBok K TEKCTy TOKyMeHTa?
. Kakue snemMeHThI BKIIIOUAIOTCS B COCTAB PEKBU3HTA «aApecaT»?
. CKOJIBKO a/Ipe€COB MaKCUMaJIbHO MOXHO MTOMECTUThH Ha OJJHOM JJOKYMEHTE?
. Kakue anemMeHTHI BXOJAT B cOCTaB rpuda coriiacoBaHus?
. Kakue anemMeHThI BXOJAT B cOCTaB rpuda yTBepKIeHus?
10. Kakue 351eMeHTbl B PpEKBU3UTE «IIOJMUCH) JA0JKHA 3aTparuBaTh Nevarh?
YPOBEHbD A.

O 00 1N DN K~ W —



Bri6epute BepHOE yTBEPIKICHHE

1.CnyxebHOE TIoJIe TOKYMEHTA MPeIHa3HAUCHO TSI HAHECEHUS CTIeIIMATbHBIX

N300paKCHHM

2. IToCTOSIHHBIN PEKBU3HUT — PEKBU3UT, HAHECEHHBIN TPU U3TOTOBJICHUH OaHKa

3. [lepemMeHHBII peKBU3UT HAHOCUTCS MPU COCTABICHUH JOKYMEHTA

4. JIeBoe 110JI€ MOKET OBITh YBETUUYECHO

5. CtpanHuibl JOKYMEHTa MOKHO HyMEpOBaTh Ha HMYKHEM I10JI€ JINCTa

6. YcraHOBIEHO /1Ba BapuaHTa PacIoOKEHHsI pEKBU3UTOB Ha OJaHKax

7. Ha Onankax oopMisieTcst TOJIBKO MepBasi CTpaHUIla IOKyMEHTOB

8.PexBu3uThI Oi1aHKa opranuzanuu cyobekra PO MoXHO 0OPMHUTH TOIBKO Ha

HAI[MOHAJILHOM f3bIKE

9.Ha Gnanke MOXHO TIOMECTUTh COKpAIllEHHOE Ha3BaHWE OpPTraHU3alMH1, IaXe €CIIM OHO He

3aKpeIyIeHo B Y CTaBe 3TOi opraHuzaiuu

10. TokyMeHT HEe MOXET CoJiepXKaTh 00JIee YEThIPEX aAPECcaToB

11. IokyMeHT MOeT ObITh YTBEP>KICH TOJKHOCTHBIM JIUI[OM

12. B xoHIIE 3ar0JI0BKa K TEKCTY IOKyMEHTa TOYKa HE CTABUTCS

13. K noxkymentam, opopmiieHHbIM Ha (hopmare AS, 3aroI0BOK K TEKCTY HE COCTaBISIETCS

14. Texcr nokymenTa Ha popmare A4 opopMIIseTCs Yepe3 MoITopa HHTEpBaJa

15. TekeT JOKyMEHTa MOXET OBITH MPeACTaBIeH B OopMe TaOIHIIbI

16. Konmm4ecTBO JIMCTOB B MPHUIIOKEHUN K TEKCTY HE YKa3bIBACTCS

17. B pacmmdpoBKe NOANMUCH HHUIHAIIBI BCET/1a CTOAT A0 (haMHIIUK

18. JlokyMeHThI (PMHAHCOBOTO XapakTepa MOTYT UMETh JBE IMOIIHICH

19.01MeTka 00 UCIIOIHEHUU TOKYMEHTA MIPOCTABISETCS B JIEBOM HIKHEM YIITY IIEPBOTO

JHCTa TIOKyMEHTa

20.0TMeTKa 0 MOCTYIUIEHUH MPOCTABIIAETCS TOJIBKO Ha MPUCHLIAEMBIX (BXOISAIINX )

JOKYMEHTax

Bri0epuTe npaBuJIbHBII 0TBET.

K kasicoomy 3a0anuro danvl 3 éapuanma omeema, uz KOmopvix moaibkKo 00UH 6epHblil. B
O1aHKe omeemos nocmasvme NOO HOMEPOM 3a0aHUsL OYK8Y omeema, KOMOopblil Ha 8aul 8327150
ABIAEMCA NPABULLHBIM.

1. JIucTel HyMEpYIOTCH. ..

a) MocepeIMHE HUKHETO MOJIS JINCTa

0) nmocepeMHE BEPXHETO MOJIS JTUCTA

B) B [IPABOM BEPXHEM YTIIY

2. Hymepanus ctpanun opopMIIsIIOT Tak. ..

a) 25

0) -25-

B) cTp.25

3. CKOIBKO CYIIECTBYET MOJOKEHUH TabynsaTopa

a)6

0)8

B) 4

4. OT HyJIEBOTO MOJIOKEHHSI Ta0YyIATOpa O)OPMIISIOT. . .

a) HAaMMEHOBaHUE BHJIA IOKYMEHTA

0) agpecat

B) rpu( yTBEp>KICHUS

5. Kakum UHTEpBaJIOM OTAENSAIOT APYT OT JIpyra peKBU3UTHI IPH 0OPMIICHUH TOKYMEHTa Ha

dbopmare A4?

a) OIMHAPHBIM

0) IBOMHBIM

B) TPOMHBIM

6. Kakoif peKBU3UT HE BXOJUT B COCTAB OJIaHKA MHChMa?



a) CpaBOYHbIE TaHHbIE 00 OpraHu3aluu

0) MECTO M3TaHUS

B) CCBHUJIKAa HA HOMEP U JIaTy BXOJSIIET0 JOKyMEHTa
7. JIOKHOCTHOM OJIaHK SIBIISICTCS Pa3HOBUTHOCTHIO
a) oOmiero OjaHKa

0) O;aHka nmuchbMa

B) OJIaHK KOHKPETHOTO BU/Ia JOKYMEHTa

8. MoXeT JIn MHHUCTP HOJMHUCATh TOKYMEHT, O(pOPMIICHHBIH Ha TOJKHOCTHOM OJIaHKE
3aMeCTUTENsE MUHUCTpa?

a) MOXeT

0) HE MOXKET

B) 110 JKEJIaHUIO

9. PexBU3UT «crpaBOYHbIE JAHHBIE 00 OpraHu3alum» 0GOPMIISIOT
a) TOJBKO Ha OJIaHKaX MUChMa

0) Ha Bcex OjaHKax

B) TOJIbKO Ha OJIaHKE KOHKPETHOTO BHJA TOKYMEHTA
10. Ha 6nanke cyObekToB PO pekBU3UTHI OPOPMIIIOTCS:
a) TOJIBKO Ha PYCCKOM SI3BIKE

0) TOJTPKO HAa HALIMOHAIBHOM SI3bIKE

B) Ha JIBYX S3bIKaX: PYCCKOM M HAIlHOHAIBHOM

11. lata noxymeHTa opopMIISIeTCS:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. IIpu anpecoBaHuU AOTKHOCTHOMY JIUIy HHUIIUAIIBI CTABST. . .
a) 1o pamunnn

0) rocie GpamMuIuu

B) 110 YCMOTPEHHIO CEKpeTaps

13. Mecro nznanust JokyMeHTa ohopMIiIsieTcst Tak

a) r.Kocrpoma

0) Koctpoma

B) rop. Koctpoma

14. Cnyxe0GHOoe MMCbMO MOXKET COZIepKaTh He Ooee
a) YeThIpeX aIpecaToB

0) IBYX aJpecaToB

B) TPEX aJIpecaToB

15. 3aroioBoK K TEKCTY COCTaBIsIETCS K JOKYMEHTaM, 0(OPMIICHHBIM. ..
a) Ha ¢popmare A4

0) Ha hopmate AS

B) Ha moOoM (opmate

16. Texct nokymenTa Ha popmaTte A4 0POPMIISIOT..
a) yepe3 OJIMH UHTEPBAI

0) yepes mosITopa UHTEpBaAJa

B) Uepe3 JBa UHTEpBaja

17. Pezomioniuto opopMIIsier. . .

a) pyKOBOJIUTEIIb

0) cexperapp

B) UCITOJTHUTENb

18. B pexkBU3UTE «TIOMUCHY» UHUIIUATBI CTABIT. ..

a) 1o pamunrm

0) nocie pamMuIun

B) HE UMEET 3HAYCHUS



19. OTmeTKa 0 mOCTYIUICHUN OPOPMIISETCS. ..

a) Ha MMOCTYMAIOMIUX TOKYMEHTaX

0) Ha OTHPABJISIEMbBIX JOKYMEHTAX

B) Ha BCEX JIOKYMEHTax

20. Pe3ynbpTaT paccCMOTpEHHS TOKYMEHTa PYKOBOAUTENEM O(opmIIseTcs. . .
a) rpuom yTBepKICHUS

0) pezosrouneit

B) Ipu(OM COTIIACOBAHUS

YPOBEHbD B.

BcraBbTe mponyuieHHbIE B TEKCTE CJI0BA.

1. ®opmysisip JOKyMEHTa — 3TO HaOOP Oo(pHIIMATBHOTO MUCHMEHHOTO
JIOKYMEHTA, PACIIOJIOKEHHBIX B OMPEACIICHHOM .

2. briaHk 1oKyMeHTa — 3TO Habop , MIeHTUDUIMPYIOITUT

O(UIMATEHOTO MUCBMEHHOTO JIOKYMEHTA.

3. Ecnu Texer nokymenTa Ha opmare A4 HamevyaTtaH yepes MoJITOpa MHTEpBajia, pEKBU3UTHI
OTJEJISIIO IPYT OT Apyra WHTEpPBAJIAMU.

4. PekBU3UT «CIIpaBOYHBIC JaHHBIE 00 OpraHU3am» O(POPMIIAIOT TOJIBKO B OJIaHKE

5. JlaTtoit JoKyMeHTa SBIISIETCA JaTa ero AN

6. YTBepxkaeHHE — 3TO 0COOBIN CITOCO0 JIOKYMEHTA IIOCJIE €T0
, CAHKIIMOHUPYIOIIUNA pacipocTpaHeHue ACHCTBUS JOKYMEHTa Ha
ONpEEICHHBIN KPYT JIMLI, TPa’KJaH, OpraHNu3alui.

7. Pe3omionus — 310 Ha IOKYMEHTE, ClIeIaHHas
U CoZieprKaIiasi IPUHSATOE
8. 3aroJI0BOK K TEKCTY JOKYMEHTa 0(hOpMIISETCS B WIn
najiexe.

9. PexBU3UT «OTMETKA 00 MCTIOJTHEHUH JIOKyMEHTA W HAIPaBIICHUH €0 B JIeJ0» oopmIsieTcs
B YacTU HUXKHETO MOJIs JUCTa JOKYMEHTa

10. OT™MeTKy 0 MOCTYIUIEHUH JOKYMEHTa POCTABIISIOT B HWKHEM
yriy JUCTa JOKYMEHTA.

IIpakTnyeckas padora Nel
Tema:«OcHOBHbIE OHATHSA JOKYMEHTAIMOHHOT000€ecreYeHnsl YpaBaeHUus»
Haumenosanuepabomul: «Cocmaegnenue u ogpopmaenue paznuiyHvlx 6U008 O1aHK06»
Lenu pabomul:COBEPIIEHCTBOBAHNE HABBIKOB COCTABJICHUS M O(QOPMIEHHUS JTOKYMEHTOB B
COOTBETCTBHUH C TPEOOBAHUSIMHU

3ananme 1. Haueprtute Ha miorHoi Oymare (BatmaH) ¢opmata A4, B macmrabe 1:1,
(GOpMyYJISIpBI YTIIOBOTO M TIPOJOJIFHOTO OJAHKOB C yKa3aHHEM HOMEPOB PEKBH3HWTOB Ha JIMIIEBOM
CTOpOHE, @ HAUMEHOBAaHUI PEKBU3UTOB — Ha OOOPOTHOM.

3aganue 2. Opopmute MakeT OjJaHKa MUCbMa (YIJIOBOE PACIIONOKEHHE PEKBU3UTOB LITamIa
6manka):0OAO «MocTtopr».

CnpaBounble AaHHbIe 00 opranmzaruu: MockBa, 131564, Kpacnonpecnenckasna0. , 15;
tenerpad: Mocropr; Tenedon: 265-45-51 .

P 1 ¢ N2 53780 B KpacnonpecHeHckoMm (prsnane MockoBckoro kommepdeckorodanka, M®O
26894, xon OKIIO 985623, OI'PH 345123789023, MHH/KIIIT

4500583453/02387560.

3apanme 3. Odopmure makeT OnaHka nucbMa (MPOJOIBHOE PACHOIOKEHHE PEKBU3UTOB
mTamia 0JIaHKa), COCTABUB CAMOCTOSITEIIbHO HEOOXOIMMBIE PEKBU3UTHI.



3ananue 4. Opopmure MakeT OJIaHKAa KOHKPETHOTO BHJA JOKyMEHTa (TpPHKa3a) C YrJIOBBIM
PaCTONIOKEHUEM PEKBH3UTOB: TOBAPHBIN 3HAK WM AMOJIeMa MPEANPUATHS (110 BalleMy YCMOTPEHUIO)
AO «bepeskay, mpukas, Jata rpukasa u ero Homep, r. KoHCTaHTHHOBCK.

3aganue 5. Odopmure Maker OJiaHKa KOHKPETHOTO BHJA JOKYMEHTa (IIPOTOKOJIA) C
MPOJOJIbHBIM pacrnojiokeHueM pekBu3utoB: OAO «I'A3», mpoTokoi, JaTa 3acelaHus, HOMEp
IIPOTOKOJIA, I'. KOHCTaHTUHOBCK.

3aganue 6. Opopmure Maker GiaHKa JOKHOCTHOTO JIMIA (M3 Balllero ropoja), COCTaBUB
HE00XO/IMMBIEC PEKBH3HTHI.

IIpakTnyeckas padora Ne2
Tema:«OcHOBHbIE MOHATHS JOKYMEHTALIHOHHOT0 o0ecnieYeHns yIPaBJIeHUD)
Haumenosanuepabomol: «Oghpopmnenue ocnosnvix pexeuzumos ¢ coomgemcmeuu ¢ 'OCT P
6.30-2003»
Llenu pabomvi: COBEPIIEHCTBOBAHUE HABBIKOB COCTaBJICHUS M O(OPMIICHHUS JTOKYMEHTOB B
COOTBETCTBHUH C TPeOOBAaHUSIMU

3aganue 1. OpopmuTe peKBU3HT «aipecary:

a) ¢prazoevim cnocovom:

1. MunmcrepcTBo 1o HasmoraM u coopam HauansHuk otaena mnanuposanusi Kpacuos B. U.

2. upextop 000 «Opbuta-cepBucy» Cokonos B. @. 125789, r. CmoneHck, y 1. LlenTpanbHas,

28.

3. Yyrynosa T. /. , 123456, Mockga, yi. ABTo3aBojickas, 1. 23, kB. 12;

0) UeHMPUPOBAHHBIM _CHOCODOM:

4. BopoHEXCKHi TOCYAapCTBEHHBIN YHHBEpCUTET DaKyIbTET )KYPHAIUCTHKY 3aB . Kadeapoii
npodeccop Bszemckuii B. B.

5. JloxymeHnT HampaBisieTcst B Ba ajapeca: 1) AO «benblii Berep» ['eHepalibHbII AUPEKTOP
Kyxos M. U.; 2) mpubopocTpouTenbHblii 3aBoj «nekTpon» Otaen mapketunra Ct. menemkep JI. O.
Coxkounoga.

3ananme 2. OdpopmuTte rpu¢ yTBepKACHUSA:

a) ¢hnazosvim cnocodoom:

1. Y1Bepxxnaro Jupexrop 000 «Jlakmun» B. A. Tumodees «15 » mapra 2010 rona.

2. Y1Bepxkaeno [Iporokoin 3acemanust CoBera qupextopoB N212 ot 23 mapta 2010 rona.

0) uenmpuposanHvIM _cnocobom:

3. Y1BepxaeHo Pemenue obmero coopanus akuuonepoB N207 ot 12 mast 2010 rona.

4. JIOKyMEHT yTBEpXKJIEH ABYMs JOJKHOCTHBIMM JIULIAMHU:

1) YBepxknato Jupexrop AO «IIporon» I'. . Bopucos « 12» anpens 2010 roxa.

2) Y1eepxknato Jupexkrop AO «KBant» B.M./lonros «13» anpens 2010 rona.

3ananue 3. OdbopmuTe Ha3BaHUE BHJA IOKYMEHTA U 3arojIOBOK K TEKCTY ATOTO JOKyMEHTa
LEHTPUPOBAHHBIM U ()JIarOBBIM CIIOCO0AMHU, YIIOTPEOUB HYKHBIHN Maex:

a) MPUKa3 O BBEJICHUU UHCTPYKIIMHU TI0 MPOTUBOIOKAPHOI 0€30MacHOCTH;

0) IPOTOKOJI O 3aCeIaHUU COBETA MO MPOPUIAKTUKE IIPABOHAPYIICHUH;

B) CIIpaBKa O COCTOSIHMM YCIIEBA€MOCTH B yUEOHOM TpyIIIie;

I') aKT 00 MHBEHTApU3aI[MH HAINYHS ICHEKHBIX CPEICTB.

3aganue 4. OpopmuTe OTMETKY O HAJTMYUU MPUIIOKEHUS:

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

2. Ilpunoxenue. ['ocynapcTBeHHas cCUCTEMa TOKYMEHTAIMOHHOTO O0OEeCeueHus ypaBieHus,

3 3K3.

3. Ilpunoxenne

1. [Tnan pacnpeneneHus oOydaromuxcs Mo oObeKTam Ha 3 1. B 2 IK3.

2. Ot4er 0 pacnpeeneHlu o 00bEKTaM Ha BpeMsl IPOU3BOICTBEHHON MPAKTUKH, B 2 9K3. Ha
3

3ananue 5. OpopMuUTe PEKBU3UT «ITOAMUCH». JJIOKYMEHT MOAMUCHIBACT:



1. dupexrop [lenmapramenTta BHemHux cBszeit P.A.Epoxuna.

2. HavalnpHUK CIIEICTBEHHOI'O OTACIA, ITIOJKOBHUK roctuiny B.B. MnbuH.

3. dupextop B. E. CemenoB u HauansHukK GuHaHcoBoro ympasieHus f. 3. Kopone 3A0 «
Dakeny.

4. Komuccus B coctaBe : mpexaceaarens komuccun Ilonomapea B .JI., wieHsl kKoMuccuu
[Totanos P. T. , CBupuzos P. B.

5. JIBa pykoBOAUTENs] paBHO3HAYHBIX JOJDKHOCTeH: HavanbHuk nenapramenTa nHGoOpMaluy u
neyatd MU /la Poccuu P. H. CtenanoB u upextop genapramMeHTa o CBs3siM C 00IIECTBEHHOCTHIO
Munob6pa3zoBanus Poccun JI. E. HoBuukos.

3anganue 6. OhopmuTe rpud coriacoBaHus:

a) prazoswvim cnocodom:

1. Cornacosano upexrop BO «IIpoauntopr» K. A IlepsizeB «10» anpens 201 O roga.

2. CornacoBano [Ipotoxon N!! O6 ot 23 mapta 2010 roza 3aceganusi HUKJIOBOH METOIUYCCKON
KOMHCCHH;

0) ueHmpupoBaAHHBIM _CROCODOM:

3. CornacoBano upexrop bankoBckoro komiemka N2 45 M. A MoxoB « 12» anpens 2010

roja.
4. CornacoBano Pemenue coOpanust TpyoBoro kosuiekTua ot 14 anpens 2010 roxa.

Tema 1.3. CucremMbl JOKyMEHTAILIUH
IpakTnyeckas padora Ne3

Tema:«CucreMbl JOKYMEHTAIHOHHOTO 00eceYeHusl YIPaBJIeHUus»

Haumenosanuepabomul: «Cocmasnenue u ogpopmnenue op2aHu3auuoHHbIX OOKYMEHMO08»

Llenu pabomvi: COBEPIICHCTBOBAHUE HABBIKOB COCTaBJICHUS M O(OPMIICHHUS JTOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUSIMU

3aganue 1. CocTaBUTh JOJKHOCTHYIO HHCTPYKLUIO COTPYIHUKA.

3ananme 2. OhopMuTh B JOPKHOCTHOW HHCTPYKLIUU HEOOXOIUMBIE MOANNUCH U OTMETKHU.

PACHTIOPAAUTEJIBHBIE JOKYMEHTbI
Teoperuueckue BOMpoOCHI

W3 kakux yacTeil COCTOUT TEKCT Mpukasa?

Kak ¢popmynupyercs 3aroiaoBok K npukasy?

Kak ¢popmynupyrorcs myHKTHI TprKa3a’?

Kakoii popmynupoBkoii 3akaHUMBaeTCs TEKCT MpHUKaza?
Korpna uznaercs pacnopsixenue?
Kaxk dhopmynupyercs 3aroloBOK K pacropsKeHHIO?
Kakumu cnoBamu HauMHAETCS paCOPSAUTENbHAS YaCTh PACTIOPSKEHUS ?
Ha kxakowm 6manke odopmisieTcs: pacniopsbkenue?
B kakux cnyyasx uzmaercs ykazaHue?
10 Kax dhopmynupyercs 3arojoBoK K yKazaHUIO?
11. Kakumu c10BaMH MOKET HAUMHATHCS PACTIOPSIAUTENbHAS YACTh YKA3aHHUSI?
12. Kaxoii (opMyTHpPOBKON 3aKaHIMBACTCS TEKCT YKa3aHUs?
YPOBEHbD A.
Bri0epuTe BepHOE yTBEpKICHUE
1. Pemenue n3gaercss Ha OCHOBE KOJJIETHAIBHOTO PYKOBOJICTBA
2. Tekcr mpuKasa Mo OCHOBHOM JIESATEIbHOCTH ,KaK MPABHJIIO, COCTOUT M3 JIBYX YacTel
3.KoHcraTupyrorast 4acTh TEKCTa B MPUKa3e 110 OCHOBHOMN JAESITENLHOCTA MOKET
OTCYTCTBOBATh
4. ITyHKTBI TEKCTA MPUKa3a B paCIOPSIUTEILHON YaCTH HYMEPYIOTCS apaOCcKkuMu nudpamu
5.IIpuka3bl MO OCHOBHOM JIEATETHHOCTH U TI0 TUYHOMY COCTaBY UMEIOT OOITYIO
HyMepaIuio

CoNoOAWNE



6.PekBU3UT «OTMETKA O HAIMYUHU MPUIIOKEHUS» MOCIE TEKCTa MPUKa3a CaMOCTOATEIbHO HE
odopmisercs

7.3aroyIoBOK K TEKCTY MPHKa3a [0 OCHOBHOM JAeATeIbHOCTU (HOpMYyIHUpyeTcs B

POJIUTEIILHOM MaJIEXKeE

8.IIpuka3 1o OCHOBHOM AEATEIbHOCTH, KaK MIPaBUIIO, MOAMKUCHIBAET PYKOBOIUTEIb

OpraHu3aluu

9. [locTtaHOBIEHUS U PELLICHUSI UMEIOT OJJHY HOJIIUCH

10. PactiopsimuTenbHble TOKYMEHTHI BCTYIAIOT B CHIIY C MOMEHTA X MOAMUCAHUS

Bri0epuTe npaBuJIbHbII OTBET.

K kasicoomy 3adanuio oanvl 3 eapuanma omeema, u3 KOmMopwvlx MoibKo 0OUH epHblil. B onanke
0meemog nocmasbme nHOO HOMEPOM 3a0anusi OYKEy omeemd, KOMOpbli HA 8aul 6327150 A61emcs
NPaAsUIbHBIM.

1. PaciopsiauTenbHbIA JOKYMEHT, KOTOPBII M31aeTCs HA OCHOBE €IMHOHAYAIIHS

a) pelieHue

0) npukas

B) ITOCTAHOBJICHUE

2. PacniopsiIMTeNbHBIN JOKYMEHT, KOTOPBIN U37]a€TCS Ha OCHOBE KOJIJIETUAJILHOTO

PYKOBOJCTBA

a) npukas

0) perieHue

B) pacropsiKeHue

3. M3 CKONBKHMX COCTAaBHBIX YacCTeW, KaK MPaBUIIO, COCTOMT TEKCT PaCIOPSIIUTEIHLHOTO
JOKyMEHTA

a) U3 IByX

0) u3 ogHOI

B) U3 TpeX

4. ®aMuIMI0 U JOMKHOCTh UCIOMHUTENS B PACHOPSIUTENILHON 4acTH TEKCTa MpHKasza 1o
OCHOBHOM JIEATEIbHOCTH YKa3bIBAIOT

a) B IMEHUTEJILHOM MaJIeXe

0) B pOJAMTEIILHOM TaJIekKe

B) B JaTEJIbHOM MaJIeXkKe

5. B coctaB peKBU3UTOB MPHKa3a IO OCHOBHOM AESTEIbHOCTH HE BXOAUT PEKBU3UT

a) Tpud yTBEpKIEHUS

0) 3aroJI0OBOK K TEKCTY

B) HOMED JOKyMEHTa

6. [Tpuka3 0 OCHOBHOH JIeATEIHLHOCTH TIO/IITUCHIBACT

a) pyKOBOJIUTEID

0) cekperapb

B) UCIIOJIHUTEIb

7. ITocTaHOBIEHNE OMUCHIBAET

a) pyKOBOJUTEIb

0) cexperapb

B) PYKOBOJUTEIIb U CEKPETAPh KOJIJIETHAIBHOTO OpraHa

8. [Ipuka3 1o OCHOBHOM JIeATETHBHOCTH O(DOPMIISIOT

a) Ha OJaHKe MUCchMa

0) Ha O1aHKe KOHKPETHOTO BHJIa JOKYMEHTA

B) Ha JIOJDKHOCTHOM OJIaHKe

9. CnoBo «IIpHKa3bIBalO» B TEKCTE MpPHKa3a 1O OCHOBHOHM JEATEIHHOCTH O(GOPMIISIOT B
CIIEYIOIIEM HallMCaHUH

a) [IPUKA3BAIO

0) npuKa3bIBaIO

B) [IpukassiBaro



10. PacniopsiiuTenbHas 4yacTh B paclopsDKEHUH HAUMHAETCS CIIOBOM
a) [IPEJIVTAT AIO

0) PEIHAET

B) [IOCTAHOBIJIAET

YPOBEHbD B.

BceraBbTe nponyueHHbIe B TEKCTE CI10BA.

1. OpranuzannoHHO-PACIIOPAIUTENBHBIN JOKYMEHT — 3TO BHUJ IUCBbMEHHOI'O JOKYMEHTA, B
KOTOPOM  (PUKCUPYIOTCS aIMMHHUCTPATUBHBIX M OPraHU3allMOHHBIX
BOIIPOCOB, a TAKXKE BOIIPOCOB ,

B3aUMO/JICHCTBUSA, 0O0ECTIEUEHUS U PETryIUPOBaHUs JeSITEIbHOCTH OPraHOB BIACTH,

YUPEKICHUM, IPEANPUATUNA U OPraHU3aLUi, UX [TOAPA3ACICHUN U JOJKHOCTHBIX JIMII.

2. IlocraHoBieHHE — 3TO MPABOBOH akT, NMPUHUMAEMbIH BBICIIMMHU HJIM HEKOTOPBIMHU
LEHTPaJIbHBIMU  OpraHaMu BJIACTH, JCHCTBYIOIIMMHU Ha OCHOBE
yIpaBJIeHUs, B ILEIIX pa3peuleHus HaubOonee BaXHbIX U
MPUHLMIIUAIBHBIX 3a/1a4, CTOSILUX Mepel JaHHbBIMU OpraHaMH, U YCTaHOBJICHHUS CTaOMIIBHBIX HOPM,
IIpaBUII

3. PemieHne — 3TO pacnopsSIUTEIBHBIN JOKYMEHT, KOTOPBIA SIBISICTCS TPABOBBIM aKTOM,
MIPUHUMAEMbIM BJIACTHU.

4. PacniopsbkeHue — 3TO YIPABJIEHUS TOCYAAPCTBEHHOTO
opraHa, UMEIOIINUNA BIACTHBIA XapaKTep, U3JIaHHbII B paMKaX MPUCBOECHHOIO JIOJDKHOCTHOMY JIMILY,
rOCyJIapCTBEHHOMY OpraHy KOMIETEHIIMH, WMEIOIIUN CUJly IJi TpaxaaH |
OpraHu3aluil, KOTOPhIM PaclopsLKEHUE aIpeCOBAHO.

5. Ilpukaz — »TO MpaBOBOM aKT, W3/1aBACMBbIH OpTraHU3alNH,

JEHCTBYIOLIEH HA OCHOBE .
6. TekcT pacmopsiAUTEIHLHOTO JOKYMEHTA Yallle BCETO COCTOHUT M3 JIBYX B3aMMO3aBHUCHMBIX
yacTeH - u .
7. B 3aBUCHUMOCTH OT BUJa TOKYMEHTA PaCHOPSIUTENbHAS YaCTh HAUMHAETCS CIIOBAMH:
— B IOCTaHOBJICHHU, — B PEILICHUY;
— B PaCIOPSIKEHUH; — B IIPHUKa3e.
8. PeKkBM3UT «OTMETKAa O HAIWYUHM TMPHIOKEHUS» T[OCIe TEKCTa PacIoOpsAUTEIHHOTO
JIOKYyMEHTa CaMOCTOSTEITLHO .
9. TekcT pacopsAAUTENFHOTO TOKYMEHTA JOKEH UMETh 3ar0JI0BOK, KOTOPBIi
dbopmynupyercs B najiexe.
10. [Ipukassl U pacoOpsKEHHSI TOAMUCHIBAET 58)071

11. ITocTaHOBIICHUS U peuiCeHus UMCIOT ABC IMOAIINCH —
n KOJUICTHAJIbHOTO OpraHa.
12. PaCHOpHI[I/ITeJ'IBHBIC AOKYMCHTHI BCTYIIAIOT B CUJIIY C MOMCHTA UX
NI JOBCACHUA 1O CBCACHHA.

IIpakTuyeckas padora Ne4d
Tema: «CucTeMbl JOKYMEHTALMI»

Haumenosanuepabomul: «Cocmaenenue u ohopmnenue pPacnopaoumenbHoi
OOKyMenmauyuu»

Llenu pabomvi: COBEPIIEHCTBOBAHUE HABBIKOB COCTABIECHUS U O()OPMIIEHUS JOKYMEHTOB B
COOTBETCTBHUH C TPEOOBAHUSIMHU

3aganue 1. CoctaBuTh 1 0OpPMUTH JOKYMEHT. PacriopsikeHne o MOBBIIEHNH KBATH(PUKAIITT
nepcoHana. B cBsA3M ¢ mepexonoM Ha HOBYIO CHUCTEMY AJIMUHUCTPUPOBAHMS M IPEACTOSIIEH



aTTectaluu pabOTHHKAM MPEJIOAKEHO MPOWTH oOydeHHe Ha Kypcax MOBBILICHUS KBalIU(pUKAIHY,
CEKpeTapIo OT/IeNa — MPEJOCTaBUTh TpaduK MPOBEICHUSI O0yUEHUSI COTPYIHUKOB OT/ENA.

3aganue 2. CoctaBuTh M O(OpPMHUTH JOKyMEHT. PacnopsbkeHue HaualdbHHKA OTIENa O
HaJ0aBKax 3a BBICIYTY JIET K okyany B pazmepe 20-30% crnernuanucram oTaena.

3ananue 3. CoctaBUTh 1 0POPMUTH TOKYMEHT. YKazaHue o rpaduke otmyckoB Ha 2012 ro.
st coctaBiieHus: rpaduka OTIYCKOB INPENIaracTcs COCTaBUTh CIIMCKA PAOOTHUKOB C yKa3zaHHEM
CpOKa MpeArnoaaraéMoro exXeroaHoro omayuBaemoro ormycka B 2012 rony. Ilepenats coctaBiieHHbIE
CIUCKH B OTJIEJ KaapoB 10 1 uroHs.

3ananue 4. OdopmuTe MpUKa3 M0 OCHOBHOM JESITEILHOCTH.

3akpbITOC aKIMOHEpHOE 001ecTBO « BAK»

[Ipukas

15.04.2010 N15

KoncrantunoBck

O co3nanum paboynx CeKTOPOB B YIIPABICHUU MPOU3BOACTBA U BHEAPEHUS HH(POPMAIIMOHHBIX
CUCTEM

B nensx coBepiieHCTBOBaHMS OpraHu3aluy padoThl YIpaBieHUsI IPOU3BOJICTBA U BHEAPEHUS
MH(OPMALIMOHHBIX cHucTeM mpukasbiBato: 1. Co3maTe B YNOpaBleHUHU IIECTh pabOYUX CEKTOPOB:
pa3paboTKK MPOTPaMMHOTO 00ECTIEYeHHS, COMTPOBOKACHUSI MHPOPMALMOHHBIX CHCTEM, OIIEPATOPOB
00pabOTKK JaHHBIX, OOCITY>KMBaHUS KIMEHTOB, TEXHHUYECKOrO 00eCledyeHHs], TOKyMEHTAllMOHHOTO
obecrieueHuss  ympasieHus. 2. HavanpHuky VYmpaBieHHss TPOHW3BOJACTBA H  BHEIPEHUS
uHpopmannoHHbix cucteM 0. C. PyaeHKo MOArOTOBUTH MPOEKTHI MOJIOKEHUI 0 pabounx CEKTOpax.
3. HavanpHuky otnena xagpoB B. B. BacunbeBoil BHECTH M3MEHEHMsI B IITATHOE pPAaCHUCaHHUE U
YKOMILIEKTOBATh IITAT pabounx ceKkTopoB. 4. KOHTpOJb 32 HCIONHEHHWEM MpHKa3a BO3IOXKUTH Ha
niepBoro 3amectutens nupekropa A. C. Koponesy.

I'enepanbubiid nupektop B. f. Skosies.

3ananme 5. CoctaButh 1 0hopMuUTH JOKyMEHT. [locTaHOBICHNE O IPEMUPOBAHUH PAOOTHUKOB
COLIMAJIbHO — 3KOHOMHYECKOro oTaena AamMuHucTpanud KOHCTaHTHHOBCKOTO pailoHa 3a BBICOKHE



nokasareiu padoTsl oTaena. [Ipemus BeinaeTcs u3 GoHAa MaTepuaibHOrO noouipeHus B pazmepe 60%
€KEMECAYHOTO JOJDKHOCTHOTO OKJIaja.
NHO®OPMALIMOHHO-CITPABOYHBIE TOKYMEHTBI
AKT
TeopeTuveckue BONpPOCHI

1. KeM cocraBisitoTcs akThbl?

2. Kakue pyOpukH BBIIEISAIOTCS BO BBOJIHOW YacTH aKTa?

3. Uto yKka3bIBalOT B KOHCTATUPYIOIIEH YacTu akra?

YPOBEHbD A.

Bri0epuTe BepHOe yTBep:KIeHUE

1. AKTbI, KaK PaBUJIIO, MOUICKAT YTBEPKIACHUIO

2. Akt MoxeT ohopMITATECS Ha TpadapeTHOM OJIaHKe

3. Yaiie Bcero akThl COCTaBIISIFOTCS KOMUCCHEN

4. AKT MOXET CITy)KUTh OCHOBAaHUEM JUISl N3/1aHUs] PACIIOPSAUTEIILHOTO JOKYMEHTa

5. Hanuume 3aKi1I0uMTeIbHOM YaCcTH TEKCTa akTa 003aTelIbHO

Bbi0epuTe npaBIUIIbHBIN OTBeT.

K kasrcoomy 3adanuro oanvl 3 eapuarnma omeema, u3z KOMopvIX mMoIbKo 00UH 6epHblil. B

Onanke omeemos nocmasvbme No0 HOMEPOM 3A0aHust OYK8y omeema, KOMOpbll HA 6aul 632150
ABNAEMCSL NPABUILHBIM.

1. Cmy>KeOHBII aKT COCTABIISIET U MOATMCHIBACT

a) PyKOBOJHTEITh

0) UCIIOJTHUTEITH

B) KOMUCCHSI

2. OCHOBaHHMEM TS U3/IAHKS KAKOTO PACTIOPSTUTELHOTO JIOKYMEHTa MOYKET OBITh aKT

a) [Ipuka3

0) Pemernne

B) [locTanoBienue

3. aroii akta siBysieTcs

a) Jlara yrBepkieHus

0) [lara axtupyeMoro coObITHs

B) Jlara noxnucanust

4. B cocTaB peKBU3UTOB aKTa BXOJUT PEKBU3UT

a) ['pu¢ cornacoBanus

0) ['pud yrBepxneHus

B) OTMeTKa 00 UCTIONHUTENE

5. B cocraB pekBU3UTOB aKkTa HE BXOIUT

a) ['pu¢ yrBepxaeHns

0) ['pud cormacoBanus

B) 3aroJIoBOK K TEKCTY IOKyMEHTa

6. CKOJIBKO YacTei COAEP)KUT TEKCT aKTa

a) OJIHy

0) nBe

B) TpU

7. 3aroyioBOK K TEKCTY aKTa (popMymmpyeTcs

a) B UMCHUTETEHOM MafIeKe

0) B pOAUTEIILHOM MazIekKe

B) B [IPEIJIOKHOM MA/IEKE

8. Cneryer 1 yKa3bIBaTh IOJDKHOCTH YWICHOB KOMUCCHHU TP O)OPMITCHUH PEKBH3UTA

(TIO/ITTAICHY

a) Jla

0) Her

B) [ 1o >xenanuro cexperaps



9. B ckonbKux sK3eMInisipax 0hopmIIsIeTCs akT

a) B tpex

0) B uetbIpex

B) B ckommbkix HE0OX0IUMO

10. Kakas yacTp TeKCTa aKTa MOXKET OTCYTCTBOBAaTh

a) BrosHas yacthb

0) Koncrarupyrommas

B) 3aKJIIOYUTETbHAS

YPOBEHbD B.

BcraBbTe mponyuieHHbIE B TEKCTE CJI0BA.

1. AKT — 3TO JTOKYMEHT, COCTaBJICHHBIN , KOTOPBIi
MOATBEPIKIAET YCTAHOBIICHHBIC (DAKTHI U COOBITHS

2. AKTBI yallie BCEro COCTABIIAIOTCS MMOCTOSHHO JIEHCTBYIOIIUMHU

3. lata 1 MecTa COCTaBJIEHHUS aKTa JOJDKHBI COOTBETCTBOBATH J1aTe U MECTY

4. AKTbI, KaK IPaBUJIO, YTBEPKIAAIOTCS YUPEKIACHUS.
5. Iocne ciioB «4IeHBI KOMUCCHM HE CTaBUTCHL.




MMPOTOKOI
Teopernyeckne BONpPOChI
1. HazoBuTe pyOpHUKH BBOJHOM YacTH MPOTOKOJIA?
2. VI3 kakux pa3aesnoB COCTOMT OCHOBHAsI YacTh IIPOTOKOJIA?
3. Kak ¢popmynupyercst mocTaHOBISAIOLIAS YaCTh IPOTOKOJA?

YPOBEHbD A.

Bri0epuTe BepHOe yTBep:KIeHUE

1. B xpaTkoM MpPOTOKOJIE€ TPUBOATCS TEKCThI BHICTYIICHUN

2. JlaToii mpoTOKOIIA SBIISETCS 1aTa MPOBEACHMSI 3aCeIaHus

3. B mporokosie 00s3aTenbHO YKa3bIBAETCSl KOJIMYECTBO MPUCYTCTBYIOIIUX

4. B Texkcre npoToKoJa MOXET oTCyTcTBOBaTh MyHKT BBICTYIINJIIN

5. B mpoTokoie yka3pIBaroTCs pe3ybTaThl TOJIOCOBAHUS

6. [IpoToKOJ COCTaBISAETCS B OJHOM IK3EMILISAPE

7. IIpoToKOJ MOANUCHIBAIOT MPE/iceaTellb U CEKPeTaph KOJJIETHaIbHOTO OpraHa

8. Ha pacimmpeHHBIX 3aCeIaHUsSIX COCTaB MPUCYTCTBYIOMINX YKA3bIBACTCS KOJHMUECTBEHHO

9.Brinucka u3 mpoToKoJia YA0CTOBEpSIeTCS OOPMICHHEM PEKBU3UTA «OTMETKA O

3aBEPEHUU KOMTUU»

10./laTo¥i BEIMMCKHU U3 POTOKOJIA SIBISIETCA JaTa, YKa3Has Kak Jara MoIMUCaHus

MPOTOKOJIA

Bri0epuTe npaBuJIbHbBII O0TBET.

K kascoomy 3adanuto oanvl 3 eapuanma omeema, uz KOmopuvlx MoabKo 00UH 6epHullil. B bnanke
0meemos nocmasbme NOO HOMEPOM 3a0anusi OYKEy omeemd, KOMOpbli HA 8aul 6327150 s611emcs
NPABUNLHBIM.

1. JlaToii mpoToKoa SBIsSETCS

a) jara 3ace/laHus

0) nata opopmieHUs

B) JlaTa MOAMCaHUs

2. VI3 CKONBbKUX YacTel COCTOUT TEKCT MPOTOKOIIA

a) oiHOM

0) 1Byx

B) Tpex

3. Bompock! moBecTky AHS B MPOTOKOJIE (POPMYITHPYIOTCS

a) B UMCHHUTEJIBHOM TaJIekKe

0) B IpeJI0KHOM NAJEeXKe

B) B BUHUTEJILHOM IMaexkKe

4. TTpoTOKOJ MOAMUCKHIBAET

a) pyKOBOJIUTEIIb

0) cexperapp

B) MpeJceaaTellb U CEeKpEeTaph KOJUIETHAILHOTO OpraHa

5. Kakast yacTh B cxeMe MOCTPOEHHUsI OCHOBHOM YaCTH MPOTOKOJIAa MOKET OTCYTCTBOBAThH

a) CJIVIIAJIN

0) BbICTYIIJIN

B) [IOCTAHOBWJIN

6. [IpoToxon oopmisitoT

a) B OJIHOM 3K3EMILISIpE

0) B ABYX DK3EMILISIPAX

B) B TPEX IK3EMILISIPAX

7. JlaToii BBIMUCKH U3 MMPOTOKOJIA SBISETCS

a) nata opopMIIeHUS TPOTOKOJIA

0) naTa, yKkazaHHasl B OTMETKE O 3aBEPEHUU KOMUU

B) JlaTa MOAMMUCAaHMS TPOTOKOJIA



8. Beinucky 13 NpoToKoJIa MOMUCHIBAET

a) pyKOBOJIUTEINb

0) 3aBeyIONIMI KaHUEIsApUe

B) CEKpeTapb, 0(pOPMUBIIHIA BBITUCKY

9. Kak odopmisitoress B TEKCTE MPOTOKOJIA, MPUCYTCTBYIOIINE, €CIU X 22 YeloBeKa

a) [IpucyrcrBoBanu: 22 yenoBeka (CIUCOK MPUIIAracTcsl)

0) [IpucyTcTBOBaNIN: IEPEUUCIIAIOTCS (PAMUIIUU MPUCYTCTBYIOUINX B al(paBUTHOM

HOpsJIKE

B) [IpucyrcTBoBanu: 22 yenoBeka

10. I[TpoTOKOJIBI YTBEPKIAIOTCS

a) Bcerga

0) yTBEpKICHUIO TTOAJIeKAT HEKOTOPBIE BUbI IPOTOKOJIOB

B) 10 YKa3aHHUIO PYKOBOIUTEIS

YPOBEHbD B.

BceraBbTe nponyuieHHbIEe B TEKCTe CJI10BA.

1. B 3aBucuMOCTH OT NOJHOTHI OCBELIEHUS XOJa 3acelaHHsl IMPOTOKOJbI MOIYT OBITH

u

2. TekcT MpOTOKOJIA COCTOUT M3 IBYX YacCTE: BBOJHOU U .

3. KonuuectBo yKa3bIBaeTcsl 00s3aTeNbHO, TaK KaK OT ATOr0 3aBUCHUT
KBOPYM IIpU NPUHATUH PELICHUS FOJIOCOBAHUEM

4. Ha pacimpeHHBbIX 3aceJaHusIX ¢ OOIBIIUM YHCIOM MPUCYTCTBYIOIINUX UX COCTaB

YKa3bIBACTCS
5. Kaxxp1ii BOIpoC MOBECTKH JTHSI apabckumu 1udpamu,
odopmIIIeTCs ¢ KpaCHOM CTPOKHU U (GOPMYITHPYETCS B najexe.

6. Ka)K,I[LIﬁ IIYHKT IMTOBECTKU OHS CTPOUTCA IO CXCMC: )

7. Ecinu Bonpoc He 00CyXJalcsi, TyHKT MOJKET OTCYTCTBOBATb.
8. IIpoTokon opopmisiercs B DK3EMILIIpE
9. Brinucka U3 NpoToKoJa y10cToBepsieTcst 0pOpMIICHUEM PEKBU3UTA

10. I[aTOﬁ BBIITMCKHA U3 IIPOTOKOJIA ABJISICTCA 1aTa, YKa3aHHAA

JAEJIOBOE ITUCBMO
Teopernyeckne BONpoOChI
1. Kakue pekBU3UTHI BXOJAT B COCTaB OJlaHKa i Ucem?
2. Kakue BapuaHThbl 0(opMIIeHHs OTaHKOB CITY>KEOHBIX MHCEM BbI 3HaeTe?
3. B kakux ciydasix ciye0Hoe MHCbMO cocTaBisieTcsl Ha 6ianke popmara AS?

YPOBEHbD A.

Bbi0epuTe BepHOe yTBepKIeHHE

1. Tekct cny»xeOHOro muchmMa MOXKET OBITh MTPOCTHIM

2. ToH ciay)keGHOro MMCbMa 3aBUCHUT OT €r0 COAEP KaHUS

3.B TpadapeTHOM TEeKcTe HE ClIeAyeT HAaUMHATh TEKCT CO CBOOOTHOTO MECTa, OTBEJICHHOTO IS
nepeMeHHoi nHpopMau

4. B cinyxeOHOM MUChbMe TEKCT MULIETCS OT 1-TO JiMlia MHOKECTBEHHOTO YHCIia

5. BeiensT npucbuiaeMble U OTIpaBiIseMble THCbMa

6. Ciry>)xeOHOE MHChMO MOKHO OOpMHTH Ha hopmaTe AS

7. MakcuManbHOE KOJIMYECTBO apecaToB B MHCHME - 4

8. MakcuManbHBI 00BeM MTUChMA — 2 JTUCTA

9. City>xe6HO€ MUCHMO MOKET UMETh JIBE TIOIHCH

10. Cnyxe0HO€ TICBMO MOTYT YIOCTOBEPSTH TIEYAThIO



Bri0epuTe npaBuJIbHbBII OTBET.

K xasxxcoomy 3adanuto oanel 3 éapuanma omeema, u3 KOmopbix moibko 0OUH epHblil. B

On1anke OmMeemos noCmagbme o0 HOMEPOM 3a0anusi OYK8y omeema, KOMopbwlll Ha 8al 83271510
ABNAEMCA NPABUTLHBIM.

1. Tekct cny»keOHOro MUChMa COCTABISIETCS OT

a) 1-ro nuiia MHOXXECTBEHHOTO Yncia

0) 2-ro IMIa eAMHCTBEHHOTO YHCia

B) 3-TO JIMIIa MHO>KECTBEHHOT'O YUCIIa

2. PekBU3UT «CChIJIKAa HA HOMEP U JaTy BXOJSIIET0 TIOKYyMEHTa» oopmIiiseTcs

a) BO BCEX IMUChMax

0) B OTBETHBIX MUChMax

B) B MUHULIMATUBHBIX TUChMaX

3. PykoBonuTenb U riaBHbIN OyXrajurep MoANUCHIBalOT

a) MCbMO-U3BEIICHUE

0) pekiaMHOE IMTUCbMO

B) TapaHTUHHOE TUCBMO

4. B coctaB peKBH3UTOB CIYEOHOr0 MUChMa HE BXOJUT

a) ajgpecar

0) Ha3BaHUE BHUJIa JOKYMEHTA

B) MMOJIMHUCH

5. Tekcr ciy:ke0HOro nMuchbMa MOKHO oopMuTh Ha hopMmate AS, ecru

a) et O6nanka popmara A4

0) TEKCT MUChMA HE MPEBBIIIACT 6 CTPOK

B) €CTh COOTBETCTBYIOIINE YKa3aHUSI PYKOBOJUTENS

6. Cxonbko O1aHKOB MOTpeOyeTcs, €Clu CIyKeOHOe MUChbMO HampaBIsieTcs B JIBa ajpecara

a) oJIuH

0) nBa

B) TpU

7. MakcuManbHbIi 00BbeM CITY’)KeOHOT0 MMCchMa

a) OJlHa CTpaHHUIla

0) ABE CTpaHUIIBI

B) TPU CTPAHULBI

8. Ileuatsto ymocToBepsieTcs

a) MMChMO-HAITIOMUHAHHUE

0) NUCHMO-TIpUTTIAIICHNE

B) FrapaHTUHHOE TUCHMO

9. OTMeTKa 0 OCTYIIIEHUU JOKYMEHTa B OPraHU3aIlMIO IPOCTABISAETCS

a) Ha BCeX JOKYyMEHTax

0) TOJILKO Ha IPUCHLIIAEMBIX

B) 110 YCMOTPEHHIO CEKpeTaps

10. B nmucbMe oTMETKa O TIOCTYIJICHUH TIOKYMEHTA MTPOCTABISIETCS

a) B MPaBOM HWKHEM YyTJIy MEPBOTO JIUCTA JOKYMEHTA

0) B JIEBOM HUYKHEM YTJy MOCIEAHETO JIUCTA IOKYMEHTa

B) Ha JIT0OOM CBOOOTHOM MECTE

YPOBEHD B.

BcraBbTe NponylieHHbIE B TEKCTE CJI0BA.

1. Tekct nucbMa JOMKEH OBITH TPOCTHIM, T.€. KacaThCs BOIIpOCA.

2. TekcT muchMa, Kak MpaBuIiIo, COCTOMT U3 JIBYX YacTed. B mepBoii wacTu jpaercs
, BO BTOPOM 4acTu .
3. Tekcr nmucbMa MOYKET COCTOATH U3 OQHOM YacTH.
4. TTucemo M0oxHO 0OopMUTH Ha hopmarte AS, eclii TEKCT COACPIKHUT HE CTpOK.
5. CnyebHOe MHUChbMO — 3TO €AUHCTBEHHBIN JOKYMEHT, KOTOPbIl HE UMEET




JIOKyMEHTA.
6. MakcuMmanbHOE KOJIMYECTBO aIPECaToOB B MHUCHMeE-

7. Kak mpaBujio, MakCUMaJIbHbIH 00bEM MHChMA - JIMCTA, BTOpasi CTPaHUIA
odopmisiercs Ha JHCTE.
8. [Tucbma pUHAHCOBOTO XapaKTepa JODKHBI HMETh HOHUCH.

9. PexBU3UTHI CITy>KEOHOTO MUCHMA:
- PEKBU3UTHI OJaHKA MHCHMA;

- ajipecar;

- PE30ITIOIHS;

- TEKCT;
- OTMETKAa O HAJTUYHUH MPUITIOKECHHUS;

- OTTHCK II€YaTH;
-OTMETKA 00 UCIIOJHUTEIIE;

-OTMETKa 00 UCTIOJTHCHHUH JOKYMEHTA U HAIPABJICHUH €T0 B JIEJIO;

- ( TOBKO JJIS BXOSIINX MTHCEM. )

IIpakTuyeckast pabora NeS
Tema:«CucTeMbl JOKYMEHTALIHOHHOTO o0ecriedeHnsl yIPaBJIeHUD)
Haumenosanuepabomol: «Cocmaenenue u oghpopmnenue ciyxncedOnvlx nucem»
Llenu pabomsi: cOBEpILIEHCTBOBAHUE HABBIKOB COCTABJICHUS UM O(POPMIIEHUS JOKYMEHTOB B
COOTBETCTBHUH C TPEOOBAaHUSIMU

3aganue 1. OpopmuTe OTBETHOE MTUCHMO.

OTKpbITOE aKIMOHEPHOE 00111ecTBO «Paimno»

Vn. HentpansHas, a. 14, r. Boponex, 456789

p/c 78900987654321234567 B 6anke «Poccuiickuil KpeauT»

k/c N2 89765689456534543212, BUK 456321908

23.04.2010 N2 45

Ha N2 01/56 ot 06.04.2010

Texanueckomy aupexropy 000 «Dopmymnar

[To Bameit mpochbe HampaBisieM BaM MpaWC-TUCTHI Ha II€HBl KOMIUIEKTOB TOPTIOBOTO
000pyI0BaHUs, a TAKKE HOBBIE PEKJIAMHBIE MPOCIEKTHI. [Ipy MOJ0KUTETEHOM PEIIEHUH BOIIPOCa O
3aKyIlKe TOProBOr0 OOOPYJOBaHUS COOTBETCTBYIOIIME JOKYMEHTHI [IOJDKHBI OBITH HAaINpaBJICHbI
HavyalbHUKY oTAena cobita Mruatosy B. I1.

HauansHuk otnena mapkerunra . M. Pynenko.

3apanue 2. OpopMure ciyxkeOHOE MUCHMO.

W3 partennsckuii oM «OKu3HbY

123456, Mocksa, bonsmioiillepescnaBckuii tiep., a.12. Temn. (495) 987-45-89

dakc (495)456-34-56 p/c N2 8967546 B OxTsi6ppckom oTaeneHun Ab «MockBay

[Ipenacenarento xkomMuTeTa MO OOpPA30BAHUIO ATMUHUCTpAIMKA TIOMEHCKOW 00JIacTh T-HY
ConosbeBy B.I'.

Coobmraem , yTo U3AaTENbCKUN oM «OKu3HB)» cornacHo Bameit 3asBke crienudukanuu rotos
MOCTaBUTh YYEOHYIO TUTEPATypy O MPOTpaMMe CPETHEro MOJHOTO 00IIero 00pa3oBaHus Ha CyMMY
B 1,5 (mosnropa) musirona pyoeil. B cBs3u ¢ aTum npocuM Bac 3akiTi04nTh JOroBOp Ha BHIIIOJHEHHE



B3aMMO3a4YeTOB IO peanm3anuu OeH3wHa C¢ HedTsHouW kommanued «utep Ilmroc», mmeromei
JTUIEH3UIO HA peaTn3aluio OCH3uHA.

[Ipunoxenue: noroop Ha 8 1. B 1 3K3.

I'enepanbubii qupexrop K. M. KpacHos.

3aganue 3. CocraBbTe U 0QOpMHUTE TUCHEMO-TIPUTJIAIIEHUE B COOTBETCTBHH C ITPaBHIJIAMHU.

BricTaBouHbI LIEHTp, PacHoNOKEHHBIM 1O aapecy: r. Open, mpocnekT AHJIporoBa, 23,
MPOBOAMUT BBICTABKY-SpMapKy TOBapoB HapojgHoro mnorpebienus «Ocenp-2010» u mpocut
noaTrBepautb AO «Ypoxai» UX ydyacTue B BBICTABKE SipMapKe U BBICIATh UMEIOLIUECS MPOCIEKTHI U
MaTepuaibl s ohopMIIeHUS TeMaTH4eckoro crena. [luceMo nmoamnucan pykoBoauTeNnb mpoekra B.
J. YUecHOKOB.

3aganue 4. CoctaBpTe M odopmHTE NHUCHMO- MPEAJIOKEHHE, 00aBUB HEIOCTAIOILIUE
PEKBUBHTHI.

[Ipennaraem BalieMy BHUMAHHUIO HOBBIM KaTaJlOT, COJEpPKAIIMM IOJHBI acCOPTUMEHT
BBIITyCKaeMo# Hameil ¢pupmoii medenu. Mbl Takke HalpapisieM Mpaic-TucT, B KOTOPOM BB HaiieTe
3HAYMTENIbHBIE CKUJIKH , AeicTBytonme 10 1 okTsa0ps 2010 roga ayis HaIUX MOCTOSHHBIX OMTOBBIX
MTOKYIIaTEJIEH.

Haneemcs Ha B3auMOnOHMMaHKE JallbHENIIIee MJI0JOTBOPHOE COTPYTHUYECTBO.

3aganue 5. CocraBbre U 0(hOpMHUTE CITY’)KEOHOE MTHUCHEMO.

['maBHbIi Oyxranrep akiuoHepHoro OaHka «lmmepuany, pacmoiOKEHHOTO IO afpecy:
123456, MockBa, yn.MomnonorBapaeiickas, a. 24, ten. 141-67-90, daxc: 141-78-87, mamomuHaeT
YIPaBJISIOUINM peruoHanbHbIX GrmanoB Ab «Mmnepuan» o coOm0AeHUH KOHTPOJIS UCTIOTHEHUS 3a
CpOKaMH IPEIOCTaBICHUS OTIYCTHOCTH Ha OCHOBaHUU mucbMa LlenTpodanka Poccun N2 01/134 ot 30
ssuBapsa 2008 roga «0 mpenocTaBieHUHM OTYETHOCTH B cooTBeTcTBHM C Ilonmokenuem "O mopsike
MIPOBEACHUS PACYETOB B MHOCTPAHHOW BATIOTE, OCHOBAHHBIX HA 3a4€TE B3AaMMHBIX TPEOOBAHUN MEXTY
POCCHUUCKMMH CYJIOBJIAJIENbIIAMH, OCYIIECTBISIOIIMMU  PBIOHBII MPOMBICEN, W HEPEe3UIACHTAMU,



OCYIIECTBIISIOMUMH UX areHTCKoe 00CITy)KMBaHUE " » U IPHIIaraeT K MUChMY KOTHIo Tenerpammel L[
N2 23 ot 15 HOs16pst 2008 rona.

CJIYXEBHBIE 3AIIMCKHA
TeopeTuveckue BONpPOCHI
1. B kakux ciy4asix CO3ar0TCsI TOKJIAIHBIC 3aITHCKHU?
2. Ha xakue BUIBI IENISATCS JOKJIAIHbIE 3aIIUCKH?
3. U3 xakux yacTeil COCTOUT TEKCT AOKJIAAHOMN 3aIUCKH?

YPOBEHbD A.

Bri0epuTe BepHOe yTBep:KIeHHEe

1. BayTpeHHss HoKIaaHas 3amucka oGopmiiseTcs Ha OJaHKe OpraHu3aluu

2. TexkcT NOKJIaAHOM 3aIIMCKU COJEPKUT TOJIBKO 00CTOSTENBHOE U3JI0KEHHE BOIIPOCca

3. BHYTpeHHIOI0 TOKIaIHYIO 3aITUCKY IMOAMICHIBAET COCTABUTEIb

4. AnpecaHT B IOKJIaJIHOM 3aMTUCKE YKa3bIBAa€TCS B UMEHUTEIBHON Ma/iexke

5. B aapecare 1OKIaIHOM 3aNTMCKU YKA3BIBAIOT TOJIBKO (haMIITHIO

Bri0epuTe npaBuJIbHbBII OTBET.

K kasicoomy 3adanuto oanvl 3 sapuanma omeema, u3 KOMopwlx MoJbKo 00UH 8epHblil. B Onanxe
omeemos nocmasbme NOO HOMEPOM 3a0anusi OYKEy omeemad, KOMOpbli HA 8aul 6327150 sA61emcs
NPAGUNTLHBIM.

1. BHyTpeHHIOI0 JOKIJIaHYIO 3alUCKY MOAMUCHIBACT

a) COCTaBUTEJIb

0) pyKOBOJIUTEIb MTOAPA3AEICHUS

B) CEKpeTapb

2. B ckonbkux sK3eMIuisgpax opopMIiIsieTcsi BHEITHSS JOKIIAIHAs 3aiCcKa

a) B OJTHOM

0) B 1ByX

B) B Tpex

3. PekBU3UTHI 0OBSICHUTENBHOMN 3aMTUCKHU IO TTOBOIY OOBSICHEHHUS MOCTYIKA aHAIIOTUYHBI

a) BHYTPEHHEN JOKJIATHOM 3alIUCKU

0) BHYTpEHHEHN CIIPaBKU

B) CI1yK€OHOMY MHUCHbMY

4. TekcT NOKIAHON 3aMUCKU, KaK MPaBUI COCTOUT

a) U3 OJIHOM YacTu

0) u3 aByX 4acren

B) U3 TPEX 4acTei

5. B coctaB pekBH3UTOB BHEITHEH TOKIAHOMN 3aITUCKU HE BXOAUT

a) 3aroJIOBOK K TEKCTY

0) neyarb

B) NIOJMUCH

YPOBEHbD B.

BcraBbTe NponyleHHbIe B TEKCTE CJI0BA.

1. JokmagHas 3amMcka — JOKYMEHT, aJIp€COBAHHBIN o
KOHKPETHOU TeME C Y NIPEJIOKEHUSAMHU 110 HEM.

2. BuemHmom0 JOKJIAAHYHKO 3allUCKy, aApPCCOBAHHYIO B BBIICCTOANYHO OpraHu3alnuio
IOAIIMChIBACT
3. BHYTpeHHIOIO AOKJIAAHYIO 3alMUCKY COCTABJISCT U OO CHIBACT

4. PeKBU3UTHI BHYTPEHHEH JTOKJIaJHOM 3aIHCKH:

- aapecar (B JaTeJIbHOM Iasiexke)

- (B pOIUTETHHOM MAJIEKE)
- HAMMEHOBAaHUE BUJIA JOKYMEHTA




- TEKCT
- OTMETKA O HAJIMYMU TPUIIOKEHUS (B CiIydae HEOOXOIMMOCTH)
- JaTa

5. PexkBU3UTHI BHENIHEN TOKIAIHON 3aIIUCKU:
- HAMMEHOBaHUE OpraHU3alluK — aBTOPa JIOKYMEHTa
- HAMMEHOBaHUE BUJA JOKYMEHTA

- UHIEKC
- MECTO COCTaBJICHUS JOKYMEHTA

- 3aroJIOBOK K TCKCTY
- TCKCT
- OTMCTKA O HAJIMYUU NPHUIIOKCHUA

- OTMETKA 00 UCIIOJHEHHH U HaIrpaBJICHUU JOKYMCHTA B J1€JI0

IIpakTnyeckas padora Ne6

Tema: «CucTemMbl JOKYMEHTALMOHHOI0 00ecreYeHus yIIPaBJICHU

Haumenosanue pabomur. «Cocmaenenue u oghopmnenue unpopmayuoHHO-CRPABOUHBIX
O0OKYyMeHmo6»

Llenu pabomsi: cOBEpILIEHCTBOBAHUE HABBIKOB COCTABJICHUS UM O(POPMIIEHUS JOKYMEHTOB B
COOTBETCTBUH C TPEOOBAHUSIMU

3aganue 1. Opopmure CiryKeOHBIH aKT.

AO «MoCKOMapXUTEKTYpbD)

AKT

VYrBepxknato ['enepanbubiit qupexkrop H.I'.Iumkun 12.04.2010

12.04.2010 N 12

Ilepenaun nen 3aBeLyHOLIUM X035 HCTBEHHON YaCTbIO

OcHoBanue: npuka3 ['eHepanbHoro AupexTopa «Mockomapxutektypsi» ot 09.04.2010.

CocraBiieH KOMHCCHEN : MIpeceNaTeNb- 3aMeCTUTENb [ 'eHepabHOrO qupektopa AB.@posnos,
wieHbl komuccuu: 1. I'maBubiii Oyxrantep JI.AKanunkuna. 2. beIBIIMiA 3aBe1yIOLINI X0391HCTBEHHOM
gacTteio M. A HoBuxos. 3. BHOBb Ha3HaueHHBIN 3aBepyromuid xo3siicteom B . b. boOpos. M. A
HoBuxkos cnan, a B. b. bobpoB npuHsn fe1a 1 o J0JKHOCTU 3aBEYIOIIEr0 X03HCTBOM.

B pesynbpraTte craun-npuema J1en yCTaHOBIIEHO:

1.lHBeHTapU3aMOHHAas: BEJOMOCTh COCTaBJIeHa 0 cocTosHuIo Ha 12.04.2010.

2. IIpencraBneHHbIe obopyaoBaHue, VUHBEHTaph, me0enb COOTBETCTBYIOT
WHBEHTapHU3allMOHHBIM BEJOMOCTSIM.

3. B HanMuuu UMEIOTCS BEIOMOCTH O CIUCAHUU MHBEHTaps U MeOelnu.

AKT cocTaBJieH B 3 3K3.:

1-i1 5k3.- ['eHepasibHOMY TUPEKTOPY

2-1 9K3. - [ mTaBHOMY OyxTanTepy

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

[Ipencenarens komuccuu JI.A.KannHknHa

Unenst komuccuu M.A . Hosukos, B.b.boOpoB.

3ananue 2. OpopMuTe BHYTPEHHIOK JOKIATHYIO 3aIUCKY.

JloxiagHas 3anucka

Hupexropy 000 «ITomumep» CasenseBy 1.K.

24.05.2010

O npumMeHeHuu WTpapHbIX CAaHKIUI

B anpec mockoBckoro ¢pummana AO3T «CrnernocHacTka» coriacHo gorosopy N2123 or 23.12.
2009 nmpowusBeneHa OTrpy3ka Hamiedl mpoaykuuu Ha cymmy 1 560 380 pyOneit. B teuenue aByx



MeCSIEB OIlIaTa Ha Halll paCUETHBIM cueT He MOCTYNUiIa, HECMOTPSI Ha HEOJHOKPATHBIE MHUChbMEHHBIE
HarlOMUHAHUA.

[Ipennmararo  nmpuMeHHTH INTpadHBIE CAHKIMM K MOCKOBCKOMYy  ¢umuany AO3T
«CrenocHacTKay.

3am. nupektopa no puHaHcoBsiM Boripocam WM. WM. Mrnaros.

3aganme 3. CocraButh M 0GQOPMUTH NOKyMEHT. OOBSICHUTENBHYIO 3alMCKy O TOM, YTO
CBOAHBIM OTYeT 3a AekaOps 2012 roga He OBUT NpPENCTaBICH B yKa3aHHBIE CPOKH B CBS3H C
MOBPEKIACHUEM (DAKC-MOJEMHOMN CBSI3H U OTCYTCTBHEM BCEX HEOOXOUMBIX JTaHHBIX.

3aganue 4. CoctaBuTh 1 0POPMUTH JOKYMEHT. CiyKeOHYI0 3allUCKY O 3aKa3e HOBBIX OJJaHKOB
JIOKYMEHTOB B CBSI3U C MPOU3BOICTBEHHOM HEOOX0IUMOCTHIO (B KomudecTBe 1000 mTyK)

3ananme 5. CocrtaBbTe NPOTOKOJ COOpaHHs Bamieil ydeOHOW Tpynmbl IO TOBOIY
MOCEIIAeMOCTH 3aHATUH (CTPYKTYpa MPOTOKOJIA MPUIIAraeTCs).

CITPABKA
Teoperuyeckne BONPOCHI

1. Yro Takoe cnpaBka?

2. Kakwue ObIBarOT CripaBKu?

3. Kaxkue pekBU3UTHI COAEPIKUT JTMYHAS CIIPaBKa?

I[IpakTHYeckne 3a1aHUA

1. CocraBbpTe crnpaBKy O pa3Mmepe 3apa0OTHOI IuIaThl paOOTHUKA OTAeNa cObITa TOTOBOU
npoaykuuu [1O «I'pant» s mpenoctaBieHus B JaeTckuil can. OcTallbHbIE JaHHBIE YKAKUTE
CaMOCTOSITENILHO.

2. CocrtaBbTe CrpaBKy 0 cTaxke padoThl skoHOMHCTa OO0 «ATIaHT» IS MPEAOCTABICHHS B
Jpyroe Mecto paboThl 0 MpUUKHE yXoAa co ctaporo. OcTaabHble JaHHbBIE YKAXKUTE CAMOCTOSTENBHO.

3. CocraBbTe cpaBky u3 KIOCa Ne 97 IlepBomaiickoro paiiona . MHHCKa O COCTaBEe CEMbH
MOJIOJIOTO CIIEIUANNCTa ISl TMPEJOCTaBlIeHUsT Mo MecTy paboTel. OcTanbHbIe JaHHBIE YKaXKHUTE
CaMOCTOSITENILHO.

4. CocraBbTe crpaBky u3 nekanata AM® BI'ATY o tom, uto ctynentka E. A. HoBukoa
YYHUTCS Ha TUTATHOM OTJIEJICHUU M HE MOJydaeT CTUIEHIANIO JIs MPEIOCTaBICHUS €€ B OyXTanTepHio
o mecty pabotsl ee Mmatepu FO. C. HoBukoBoii. OcTalbHbBIE TaHHBIE YKAKUTE CAMOCTOSITENBHO.

5. CocraBbTe cnpaBky o ToM, uTo A. I'. Cokonosa sBnsercs ctyneHTkoi Il xypca ®OITY
BI'ATY. OcranbHble TaHHBIE YKaXHUTE CAaMOCTOSATEIBHO.

Tema 2.2 JlokyMeHTHPOBaHHe PA0OTHI 10 NMEPCOHATY
Teopernueckue BONPOCHI

1. Kakue npukassl Ha3bIBarOTCS MPUKA3aMHU 110 JINYHOMY COCTaBy?

2. Kak ¢popmynupyercs 3aroioBOK K CBOAHOMY NPUKa3y?

3. Kak oopmiasiercss BU3a 03HaKOMIIEHHS B ITPHKa3ax Mo JUYHOMY COCTaBy?

IIpakTnyeckue 3agaHus

1.CocraBpTe mpHka3z 00 OCBOOOXAEHUH OT 3aHMMAEMOW JOJDKHOCTH 10 COOCTBEHHOMY
JKEJIaHUIO TJIaBHOTO MHXKEHepa BToporo 1exa 3aBoga. Odopmure BU3y HadallbHUKA 11€Xa, PEKBU3UT
«(haMuIMK UCHOJIHUTENS» U TpUQ coriacoBaHusi ¢ nmpopromoMm. OcTanabHbIE AaHHBIE TOMOJHUTH
CaMOCTOSITENILHO.

2. CocraBbTe IpUKa3 O MpUeMe Ha JOJDKHOCTH TiaBHoro Oyxrantepa OAO «bencoros» c
OKJIaJIOM coryacHo mTaTHoMy pacnucanuio HWBanoBor JI. K. OcrtanbHble JaHHBIE YKaXUTE
CaMOCTOSITENILHO.

3. CocraBpre Tipuka3 00 yBonmeHeHum KoBams B. H., wmkenepa [10 «Jlroamumay, B CBA3U C
COKpallieHHeM 1rara. OcTaabHble CBEIEHNS IONOIHUTD CAMOCTOSATENBHO.

4. CocraBuTh mHpHKa3 O mepeBoae uHxeHepa MBanoBa A. Il. Ha MOKHOCTH TJIABHOTO
nHxeHepa. OcranabHble CBEICHMS TOTIOJIHUTH CAMOCTOSTENBHO.

5. CocraBuTh mpuka3 1no bpecrckoMy KOBpOBOMY KOMOHMHATy CO CIEAYIOLIMMHU JaHHBIMU: 1) O
npreMe Ha JOJDKHOCTh cekperapsi-MammHUCTKA KoponeBoii B. W.; 2) 00 0cBOOOKIeHUH OT 3aHUMaeMOi



JOJDKHOCTH HaYaJIbHUKa KPEAUTHOI'O OTACA IO COrIaCOBAHHUIO CTOPOH. OcranbHBIC JaHHBIC TOIIOJTHUTH
CaMOCTOATCIIbHO.

3ASIBJIEHUE, XAPAKTEPUCTUKA
TeopeTuveckue BONpPOCHI

1. Kak numercs 3asiBiaeHue?

2. I3 kakuX CTPYKTYPHBIX 3JIEMEHTOB COCTOUT XapaKTEPUCTHKA?

3. KTo nmoanucheIBaeT XapakTepUCTUKY?

IIpakTuyeckue 3a1aHus

1. CocraBbre 3asBnenue Ha ums qupekropa 10 «CnaBa» o mpueme Ha pabory M.A. VBaHoBa Ha
JOJDKHOCTB Oyxranrepa. OcTaibHbIe JaHHbIE YKaKUTE CAaMOCTOSTENBHO.

2. CocraBbTe 3asBJICHHE O TEPEBOJEC Ha JOJDKHOCTh IiIaBHOro umkeHepa A. P. HoBuka.
OcrTasnpHble JaHHBIE YKAXKUTE CAMOCTOSTENIBHO.

3. CocraBbre 3asBienue B. E. Jlpo3aunckoro Ha mmsa nupekropa [10 «benmpoexkT» 00
YBOJILHEHUH €T0 ¢ 3aHUMaeMoi TokHOCTH. OcTanbHble JaHHBIE YKAKUTE CAMOCTOSITEIBHO.

4. CocTaBbTe XapaKTEPUCTUKY HA CBOETO TOBapHIIa 1o padbore win yuede. OcraabHble JaHHBIC
YKQXHUTE CAMOCTOSITENIBHO.

5. CocraBbTe XapaKTEpUCTHKY Ha YBOJIBHSEMOTO 3aMecTUTelNs TiaaBHoro Oyxraiarepa OOO
«UMumx» 1O TPEeNoCTaBICHUS IO JAPYyroMy MecTy paboTbl. OcTalbHbIE JaHHBIE YKAXKHUTE
CaMOCTOSITEITHO.

6. CocraBbTe XapaKTepucTHKy Ha riaBHoro umkenepa [10 «Pemctpoiiy, mpopabotasiiero 10 ner. 3a
9TO BpeMsi OH OKOHYMI 3aouHoe otaenenne AM® BI'ATY, nposBrin ce0si MHUITMATUBHBIM PaOOTHUKOM.
OcTabHbIE JaHHBIE YKAKUTE CAMOCTOSTEIHHO.

PACIIMCKA, JOBEPEHHOCTb
TeopeTnueckne BONPOCHI

1. Kak odopmisiercs pacrucka?

2. Yro npexacrasiseT co00i JOBEPEHHOCTH?

3. Kakue ObIBatOT BUBI TOBEPEHHOCTEH?

IIpakTnyeckue 3agaHus

1. CocraBbTe pacnucky 3aB. ckiagam I1O «[apanT» o momyueHun Ha ©Oaze 5000 mTyk
KOHJIeHCaTopoB. OcTalbHbIE JaHHBIE YKAKUTE CAMOCTOSITENIBHO.

2. CocTaBbT€ paclMCKy OT CBOETO HMMEHHM B IOJYYE€HUHM HAlpoKaT MUIIYyIIeH MalluHbI
«Atpanby, uaB. Ne 5302. OcranbHble JaHHBIE YKAKUTE CAMOCTOSITENIBHO.

3. CocTaBbTe pacnMCcKy B MOIy4YE€HUH AeHEXHOM cymmbl B pazmepe 100 USD (o 2%) Ha cpok
1 mecs.

4. CocTaBbTe IOBEpEHHOCTh SKOHOMUCTA OT/IeNIa TPY/a U 3apIijiaThl Ha UMs OyXranrepa 3Toro
e oTJeNna JJs MONTY4YeHHs] IPUUYUTAIoIIecs eMy 3apIiaThl 3a ceHTS0pb. JloBepeHHOCTh 3aBepeHa
OTJeNIOM KaJpoB npeanpuatus. OctalbHble JaHHbIE YKAXKUTE CAMOCTOSTENBHO.

5. CocraBbre noBepeHHocTh Ha ums I1. K. Monoxa (3kcneauTopa) Ha MolydeHHE TOBapHO-
MaTepHaIbHBIX EHHOCTEN (IMCKEThI, mucyei Oymaru u ap.) u3 marazuHa Ne 5. OcTanbHble JaHHbIE
YKaXHUTE CaMOCTOSTENbHO.

6. B cBs3m c yTepeit macnopTa cocTaBbTe JI0BEPEHHOCTh Ha MOJIYYEHUE CTUIIEHANU 32 CBOETO
OJIHOKYpPCHUKA.

Tema 3.1. Opranu3anusi J0KyMeHT0000poTa

YPOBEHbD A.

Bri0epuTe BepHOe yTBEpKICHUE

1.B kax/10M y4upekJIeHHH TOJIKHBI ObITh pa3pab0TaHbl CXeMbI IBUKEHHS OCHOBHBIX KaTErOpuit
JIOKYMEHTOB

2. YCcKOpeHue JOKyMEeHTO000pOoTa IOCTUTAETCS 32 CUET COKPAIIEHUS KOJTMUeCTBa

o0pabaTbhIBaeMbIX IOKYMEHTOB



3. BCkpbITHIO OIEKUT BCSI KOPPECTIOHACHIIHS, TOCTYHAIOIasi B OpPraHU3allnio

4. KoHBepTHI MOCIIE€ BCKPBITHS TPUCHITIAEMOI KOPPECTIOHACHIIUH BCETIa YHUUTOKAIOT

5. @akT NOoCTYyIJICHUS TOKYMEHTa B OpraHU3aluio opopMIIIETCs Pe30tolueld pyKOBOAUTENS

6.0T™MeTKa 0 MOCTYIUICHUHU JIOKYMEHTa B OPraHU3aLUI0 IPOCTABIISIETCS. Ha JTF0O0M

CBOOOJHOM MECTE MEPBOTO JIMCTA TIOKYMEHTa

7. OTMETKY 0 MOCTYIJICHUH IOKYMEHTA B OpraHU3aI[MI0 MOKHO IIPOCTABIISATh HA KOHBEPTE

8. Bce 1oKyMeHTBI, TOCTYNHBIIKE B OPTraHU3AUIO, TIOJJIeKAT PEerucTpalui

9. IlocTynaromue T0OKyMEHTBI PETHCTPUPYIOT B I€Hb TOCTYIUICHUS

10. Co3naBaeMble JOKYMEHTHI pErUCTPUPYIOTCS B ACHD MOANMMCAHUS WIH YTBEPKACHUS

Bbi0epuTe npaBuIbHBINA OTBET.

K kascoomy 3adanuio oanvl 3 eapuanma omeema, uz KOmopuvlx MoabKo 00Ul eepHulil. B bnanke
0meemos nocmagvme NOO HOMEPOM 3a0aHusi OVKEY omeemad, KOMOPblLl HA 8aul 63271510 ABJAemcs
NPABUNILHBIM.

1. JlokyMeHTBI, IOCTYIHUBILINE HE 10 aIpeCy, CIEAYET

a) BEpHYTh Ha MOYTY

0) YHUUTOXKUTh

B) [I€peIaTh C KypbepoM

2. KoHBEpTHI MOCTYNHBIIUX JJOKYMEHTOB

a) YHUYTOXAIOT

0) OCTaBIAIOT

B) B 3aBUCUMOCTH OT CUTYallUU

3. @aKT MocTyImIeHus JOKYMEHTA B OpTraHU3aIHI0 OPOPMIISIOT PEKBU3UTOM

a) OTMETKa 0 KOHTPOJIE

0) OTMETKa O MOCTYIJICHUH IOKYMEHTa

B) OTMETKA 00 UCTIOJHUTETIE

4. O0s13aTenbHON PErUCTpallii MOJJIEKAT

a) skcpecc-uHbopManus

0) pexyilaMHbIE TUChMa

B) 3asBJICHUS IPaX/1aH

5. Llenbro peructpaiuu siBisercs

a) obecrieyeHue yuyera U KOHTPOJIS

0) OBICTpBII MOUCK JOKYMEHTOB

B) BCE BBIIIETIEPEUHUCIICHHOE

6. [Ipouenypa perucTpanuy BKIFOYAET B ceOs

a) OJIMH dTaI

0) 1Ba 3Tamna

B) TpH 3Tamna

7. B mHIEKC TOKyMEHTa HE BXOIUT

a) kog no OKVY /|

0) HOMep J1eT1a IO HOMEHKJIaType

B) HOMED CTPYKTYPHOI'O NIOJIpa3AeiICHuUs

8. XKanoba nim 3asBiieHHE, TTOCTYNUBIINE B aJpec OPTaHU3aIiH, IMEIOT HHIEKC

a) Ne 18-M

0) Ne 18

B) Ne 18 o/k

9. IIpuka3 o0 OCHOBHOM JIeATEIHLHOCTH UMEET WHICKC

a) 34 n/c

0) Ne 34

B) Ne 34-x

10. He moyIesKUT perucTpariu

a) IIpUKa3 110 OCHOBHOM JI€ATENBHOCTH

0) »xanoba rpax1aHuHa



B) [IMCHbMO MH(OPMAIIMOHHOTO XapaKTepa, MPUCIaHHOE JIJIsl CBEICHUS
11. O6s3aTenbHON PETUCTPALIUN TIOITICIKUT

a) JIOKYMEHT, KOTOPBIH 110 CBOEMY COZEpXKaHUIO TpeOyeT pelIeHus UIId OTBETa
0) nmporpaMmma coBelIaHUs

B) IJJaHOBO-(pMHAHCOBAs JOKYMEHTAIUs

12. anuBuayanbHbIe CPOKU HCIIONHEHHUS YCTaHABINBACT
a) UCIIOJHHUTEIb

0) pyKOBOJIUTEIH

B) CEKpETaph

13. Cpok uCHOIHEHUS TOKYMEHTA UCUUCIIAETCS

a) C MOMEHTA MOCTYIJICHHUS IOKYMEHTa B OpraHU3aIfio
0) c MOMEHTA IOJYyUYEHHS TOKYMEHTA UCIIOJIHUTEIEM

B) C JaThl IOCTYIHUBIIETO JOKYMEHTA

14. Cpoxk ucnosHeHus TOKyMEHTa MOKET IPOAJIUTh

a) TOT, KTO €ro yCTaHOBUII

0) UCIIOJTHUTEIb JOKYMEHTA

B) PYKOBOJUTEb

15. JIoKyMeHT CUMTAETCSl UCTIOTHEHHBIM

a) KOrja ecTb yKazaHue PyKOBOAUTENS

0) Korja npocTaBiieHa OTMETKa 00 UCTIOTHEHUHN

B) [10CJI€ PETUCTPALIUU JOKYMEHTa

YPOBEHbD B.

BceraBbTe nponyuieHHbIEe B TEKCTE CJI0BA.

1. JlokyMeHTOOO0pOT — 3TO JIOKYMEHTOB B YUPEKJICHUN C MOMEHTA
ux WJIM TIOJIY4€HUS JI0 3aBEPIICHHUS WM OTIPABIICHUS

2. O0BeM TIOKyMEHTO000pOTa — 3TO MOCTYIAIOIINX U CO3/1aBaMbIX
JIOKYMEHTOB 3a OIpe/ieJICHHBIN Tepro/1, 0ObIYHO 3a TO/I.

3. Wupekcamuss — 3TO MPOCTaBIICHUE U HEO0OXOAMMBIX
YCIOBHBIX IpU PETUCTPALIMU, YKA3bIBAIOIIMX MECTO CO3AaHMs (MCIIOMHEHHS) U

XpaHCHUA JOKYMCHTA.
4. KaprouHas popma perucTpanuu UCIoyIb3yeTcs B yUpexkIeHUSIX ¢ 00beMOM
JIOKyMEHTO00O0poTa €/IMHHUII B TO/I.
5. CpoK UCHOJIHEHUS! — 3TO NEePUOJT BPEMEHH, KOTOPbII OTBOAUTCS Ha

JOKYMEHTa, WJIM KaJeHJapHas JaTa, Ha KOTOPYI0 Ha3HA4YEHO

3aBCPUICHHUC €T'O

IIpakTnyeckas padora Ne7
Tema:«Opranuszanusi J0KyMeHTO000pOTa)
Haumenosanuepabomul: «Cocmagnenue cxemovt 00KyMeHmoooopoma é op2anu3zayuu
Llenu  pabomul:COBEPIIEHCTBOBAHWE  HABBIKOB COCTaBIIEHUS W O(QOPMIICHHS
JTOKYMEHTO000poTa
3ananue 1. M3o0pasure omeporpaMMy MOATOTOBKH M MPOXOXKICHHS MPHKa3a IO BallemMy
y4eOHOMY 3aBE/ICHUIO (JIpyroil opraHu3aluy 1Mo BaleMy YCMOTPEHHUIO).
3aganmue 2. [ToaroroBhTe ONEpOrpaMMy MOATOTOBKH MMHCbMa PYKOBOIUTEIIS BAIIeTO Y4eOHOTO
3aBeJICHUS Ha MMs MUHHUCTpa CPEIHEro U Npo(ecCHOHAIBHOTO 00pa3oBaHMs COOTBETCTBYIOIIETO
cyonekta POD.
IIpakTyeckas padora Ne8
Tema:«Opranusanust JOKyMeHTO0000pOTA»
Haumenosanuepabomuoi: «Co30anue pecucmpayuonHou dopmut onsa
PecUCmpayuuxo0AuUx U UCX00AWUX 00KYMEHM08»
Llenu pabomvi:cOBEPIICHCTBOBAHNE HABBIKOB PETUCTPALIUH JOKYMEHTOB



3ananme 1. M3yunte JEKIIMOHHBIN MaTepuall, pPEKOMEHAYEMYIO JTUTEPATYPY.

3ananue 2. OhopMuTe KypHai perucTparii BXOAIIEH KOPPEeCHOHACHIINU
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3ananue 3. 3anosHuTE rpadbl )KypHaIa BXOASIICH KOPPECTIOHICHIINH
IIpakTnyeckas padora Ne8

Tema:«Oprannzauus J0KyMeHTO000pPOTa»

Haumenosanuepabomol: «Cocmasnenue u opopminenue HOMEHKIAmypsl 0en»

L]enu pabomsi:cOBEpILIEHCTBOBAaHNE HABBIKOB COCTABICHUSI HOMEHKJIIATYPHI 1€l

3aganue 1. O3HaKOMBTECH CO CBOJHON HOMEHKJIATYpOH ey Baliero yueOHOro 3aBeleHUS,
MoTMpoOyiTEe yCTAaHOBUTH HA IMPUMEpPE BAIIEro OTACICHUS (CHEIMATLHOCTH), KaKHUEe BEIYyT Jeia




(aKTUYECKH W COOTBETCTBYIOT JIM OHHM IO PEKBU3UTaM U OGOPMIICHHIO TpeOOBaHHSIM CBOJIHOM
HOMEHKJIaTypHhI JIeJl.
3aganue 2. CocTaBbTe€ HOMEHKIIATYPY 1€ Ui OpraHU3alluu, BBIOPAaHHOM BaMH JIMYHO.

Tema 4.1 . Texunuuyeckue cpeacTBa, ucnojibdyembie B JII1
TeopeTnueckne BONMPOCHI:

1. JaiiTe O0OLIyl0 XapaKTepPUCTHKY OPIraHU3ALMOHHBIX TEXHUYECKHX CpEACTB B
«Jl0KyMEHTaITMOHHOM O0ECTICYCHUN YITPABICHHSI.

2. Kakue koMnbloTepHbIE CPENICTBA IPUMEHSIOTCS JUIs TIOATOTOBKH JOKYMEHTOB

3. N3yunTe KOMOBIOTEpHBIE IPOTPAMMBI IO PabOTE C JOKYMEHTaMHU

4. N3yunTe TEXHUYECKYIO TOKYMEHTALMIO CPEJICTB OPITEXHUKU

IIpakTnyeckas padora Ne9

Tema:«MupopmanoHHbIe TEXHOJIOI U BAOKYMEHTAIIMOHHOM odecmeyeHu "

yHpaBJIeHHUs

Haumenosanuepabomor.: «llepedaua  ungpopmayuu ¢ ucnonvizosanuem  cpeocme
MeNeKOMMYHUKAUUU
L]enu pabomsi:cOBEpILIEHCTBOBAaHNE HABBIKOB MOJIb30BaHUs IHTEpHETOM

3apanme 1. Coznars B UHTEpHETE DIEKTPOHHBIN ajapec.

3aganue 2. [lepenars nucbma uepes 3J€KTPOHHBIN aJIpec CIENYIOLIETr0 COAepKaHUS:

a) ITucemo-otkaz HoBocubupckoMy MHpOHM3BOJICTBEHHOMY KoolepatuBy «Bekrop» mo
BOIIpOCY oOecIiedeHtsl 3allaCHBIMU YacTsAMU IIapKa aBTOOYCOB (C yKa3aHHUEM IPUYMHBI OTKa3a).

b) IIncemo-n3Bemenne 3A0 «Jkocan» 0 IPUYMHAX 3aJEPKKU [TOCTABOK MAIIUH U
o0opyIoBaHUsI.

IIpakTuyeckas padora Nel(

Tema:«AndopmannoHHbIe TeXHOJIOTUH B/IOKYMEHTALMOHHOM olecrieyeHNH
yHpaBJICHHU»

Haumenosanuepabomol: «Cocmagnenue, ogopmnenue O00KyMeHmo8 CUCHONb308AHUEM
cpeocme opZmexHuKu»

L]enu pabomei:coBepILIEHCTBOBAaHNE HABBIKOB MOJIb30BAHUS OPITEXHUKON

3aganme 1. OgMH M3 COCTaBJIEHHBIX paHee TOKYMEHTOB IepelaTh MOCPEACTBOM (akca B
JPYTYIO0 OpraHU3aIuIo.

3ananme 2. Crenarp KONUIo 0000 JOKYMEHTA IPU TIOMOIIU KCEPOKCa.

3aganue 3. OTCKaHUPOBATh OJMH U3 paHee CO3JJaHHBIX IOKYMEHTOB.

2.1.2. 3apanus 1Js1 CaMOCTOSATEIbHOM padoThI

3aoanue NelTema: «OcHOBHbIE TOHATHS W TepMHUHBL. COBpPEMEHHOE TIOCYIapCTBEHHOE
pETryJIMpOBaHME  JEJIONPOU3BOJACTBA. 3aKOHOJATEIIBHOE  PEryJIMpOBaHUE  JIEJIONPOU3BOJICTBA.
HopMaTuBHO-MeTOAMYECKOE PErYINPOBAHHE JEIONPOU3BOICTBAY.

Bonpocuwi:

1. Kakue 3aKkoHOJaTeNbHbIE aKThl MPEAIUCHIBAIOT 00513aTEIbHOCTh JOKYMEHTHPOBAHUS
uHpopmanuu?

2. Kakue TpeboBaHUs K TOKYMEHTAM U3JI0KEHBI B 3aKOHOAATEIIBHBIX aKTax?

3. Ha xoro BO3JI0)kEHO METOAMYECKOE PYKOBOJICTBO IIOCTAHOBKOW JIEIONIPOU3BO/ICTBA B
cTpane?

4. Kakoso 3nauenue ['C/IOV u uto oHa pernameHTHpyeT?

5. YTto pernmaMeHTUpyeT TUIIOBAst HHCTPYKIUSA 110 ASIIONIPOU3BOACTBY?

6. B uem 3nauenne EI'CJ1?

7. Yt0 Takoe JOKYMEHT?

8. Uto Takoe TOKyMEeHTO000pOT?

3aoanue Ne 2Tema: «BO3HUKHOBEHHE W pa3BUTHE OTEYECTBEHHOTO JEJIOMPOM3BOJICTBA.
Henonpoussoacrso B JlpeBHepycckoMm rocynapcrse (X-XV BB.), NpUKa3HOE IEJIONPO-U3BOACTBO
(XV1-XVII BB.). Komnexckoe aemomnponsoactBo (XVIII B.). MuHuCTEpCKOE ACTOMPOU3BOICTBO



(XIX- magano XXB).»
Bonpocui:

1. Kakue sTansl Mpouuio pa3BUTHE OTEUECTBEHHOE JAEIOMPOU3BOACTBO?

2. B uemM 0cOOEHHOCTH MPUKA3ZHOTO ACJIIONPOU3BOACTBA?

3. B yem 0coOeHHOCTH KOJIIEKCKOTO JIEIOMPOU3BOJCTBA?

4. B yem 0CcOOEHHOCTH MUHUCTEPCKOTO JCJIONPOU3BOICTBA?

5. Jlenonpou3BOACTBO B COBETCKOE BpEMs.

3aoanue Ne3Tema: «OdopmiieHue YIpaBICHYECKUX JTOKYyMEHTOB. OOmue TpeOoBaHMS.
®opmarsl Oymaru u nosisi. bianku gokymenTos. IlpaBuna odopmiieHUs OTAENBHBIX PEKBH3UTOB
JOKYMEHTOB. TpeOoBaHMs K M3TOTOBICHHUIO TOKYyMEHTOB. CocTaBieHHe JOKYMEHTOB. TpeboBaHms K
TEKCTY NoKyMeHTa. [IoIroToBka JOKyMEHTOB Ha KOMITBIOTEpE. »

1. Ha3BaTh 1 0XapakTepu30BaTh PEKBU3HUTHI 3ar0JIOBOYHON YaCTH JOKYMEHTA;

2. Ha3Batb 1 0XapakTepu30BaTh PEKBU3UTHI COACPKATEIBbHOM YaCTH IOKYMEHTA;

3. Ha3Batb u oxapakTepu3oBaTh PeKBU3UTHI O(hOPMIISIONIEH YacTH JOKYMEHTA.



MHWHHCTEPCTBO TPY/IA Y COLIMAJIBHOI'O PA3BUTUSI POCCUNCKOI ®EIEPALTUU
JEIMAPTAMEHT 3AHSTOCTU HACEJIEHU S
IIPUKA3
17.02. 2004r. Mocksa Ne 22

OO0 yTBep>KJIE€HUH TMOJIOKEHUHN IO
BOIpOCcaM MpodeccHoHaNbHOMI
OpUCHTAWU I'paKaaH

B nensx peanuzanyu "OCHOBHBIX MOJIOKEHUN TTOTUTUKU B 0071aCTH TPO(HECCUOHATTLHOM
opueHTanuu B ciyx0e 3anstoctr Ha 2003-2004 roapt", ono6pennsix Komnerneir Muntpyna Poccun
11 HOs10ps 2003 T.

[TPMKA3BIBAIO:

1. YTBepauts [IpumepHoe nonoxenue o [loapasaenennu npodeccnoHaTbHOW OpHEHTAIIUN
city>k0b1 3ansTocT (npunoxenue 1) u [IpumepHoe nonoxxkenue o Llentpe npodeccroHanbHOM
OpHUEHTAIMH U IICUXOJIOTMYECKOH MOAAEPKKU HACEIEHUS TEPPUTOPUAIIBHOTO OpraHa 3aHsTOCTU
(npunioxxeHue 2).

2. TeppuTopualbHbIM OpraHaM 3aHATOCTH, TOPOJCKUM, pallOHHBIM, MEKPANOHHBIM CITyX)0aM
3aHSTOCTH PYKOBOJCTBOBATHCS YTBEPKICHHBIMU IPUMEPHBIMHU MOJIOKEHUSAMU TIPU pa3zpaboTke
(mepepaboTKe) MOJTOKEHHH O CO3/1aBAEMBbIX (JIEHCTBYIOIINX) CAMOCTOSATEIbHBIX MOIPa3ICICHHIX



npodeCCHOHAIBHON OpHEHTAINH, YCTaBOB L{eHTpoB (J1aboparopwuii, KaOMHETOB) MPOGECCHOHATHHOM
OpHUCHTAllUU U IICUXOJIOTHYECKON MOAACPIKKU HACCIICHUS.

3. KoHTpOIIb 32 UCTIOTHEHUEM ITPHKa3a BO3JIaraeTcs Ha MepBOro 3aMECTUTEINS PYKOBOIUTEIS
nenapramenTa Capuyka O.T.

PykoBonurens [lognucs H.P.CmupHoBa

Bonpocwt ona camonoozomosku:

. Uto Takoe O1aHK JOKyMeHTa?

. Kakue 6nanku opraHuszanuy BaM U3BECTHBI?

. Uto Takoe o0muii O1aHK OpraHu3aIm?

. Uto Takoe repOOBBIi OJaHK OpraHU3aluu

. Uro takoe OyaHK nucbMa?

. Kakue pazHoBugHOCTH OIaHKa TUChMa BaM U3BECTHBI?

. Kakue pekBU3uTHI coiepkUT OJIaHK nuchMa?

. Kakue TpeboBaHus IPeIbABISIOTCS K XpaHEHUIO OJIAHKOB ITUCEM?

01NN B W —

3aoanue Ne4Tema:«OcoOEHHOCTH S3bIKA M CTWJISL CIYKEOHBIX JOKYMEHTOB. Hopmer
ounmanbHo-1eM0BOro CTHA. Pemakropckas mpaBKa CiIy)KeOHBIX JTOKyMEHTOB. (OCOOEHHOCTH
IIOATOTOBKHU U O(I)OpM.HeHI/Iﬂ OTACJIbHBIX BUAOB JOKYMCHTOB. PaCHOpﬂIII/ITCJII)HI)Ie AOKYMCHTEL. »

CoctaBuTh ¥ 0POPMHTH TPUKA3 MO TMYHOMY COCTaBY B COOTBETCTBUH C TPEOOBAHUSIMH I10
oOpa3iy:

OBILECTBO C OTPAHUYEHHOM OTBETCTBEHHOCThIO

" [IAJIbMUPA TPEMIMAPK-89 "

ITPUKA3

22102004 MockBa Ne 98

O co3naHuu SKCIEPTHON KOMHUCCUU

B nemnsix dopmupoBanus ce30HHOI Koutekiu 00yBu "BecHa-JIeTo-2004" u B cOOTBETCTBUM
¢ Meroaukoii popmMHpoBaHUS SKCIEPTHOW KOMUCCUU IO TPOBECHUIO MApPKETUHTOBBIX
UCCIIEI0OBaHMM, YTBEPKACHHON TeHepalIbHbIM tupekTopoM 12.06.2004,

[TPUKA3BIBAIO:

1. Co3aTh 3KCIEPTHYIO KOMHUCCHIO B COCTABE:

MpEeACeaTeNb - 3aMECTUTEIIb TeHEPATIBHOTO AUpeKTopa 1o mapketuHry Ilerpos B.H.;

YJIeHBI: CT. MapKeToJjor oTnena mapkerunra Cepebpsnckas H.H., ct. menemxep otnena
npogax Cokos WN.II., cT. a3xkcnepT KoHTposibHOTO oTAena MapeiueBa O.b.

2. DKCIepTHOM KOMHCCUU MPOBECTH AHKETUPOBAHHUE U 00pabOTKY NMOJTYUEHHBIX PE3YJIbTaTOB
B T€YEHUE UIOHS-UIOJIS ATOTO roja.

3. HayaneHuky otaena KOHbIOHKTYpHI U 11eH CepreeBy W.JI. mo nutoram o6paboTku
pe3yabTaTOB Ompoca mo (GopMUPOBaHHUIO CE30HHOM Kosuiekiuu o0yBu "BecHa-JleTo-99" npoBectn



YTOYHEHHE U JOopabOTKy HOPMATUBHBIX TJOKYMEHTOB, pa3pad0TaHHBIX OTIEIOM MApKETHUHTA TS
(hopMHUPOBaHUS CE30HHBIX KOJIIEKIIUN O0YBH.

4. KoHTpob 32 BBIIIOJIHEHUEM MpUKa3a BO3JIaraeTcsi Ha KOMMEPUYECKOTo AUPEKTopa (UpMbI
Kosansckoro U1.P.

I'enepanbhblit qupekTop (moanuck) T.B.JKuBoB

Bonpocwt ona camonoozomosku:

1. Kakue pacniopsguTenbHble JOKYMEHThI BAM U3BECTHBI?

2. Kakue Bubl IPUKa30B BaM U3BECTHbI?

3. Kakue pekBU3UTHI co/iep:kaTcs B MpUKa3ax M0 OCHOBHOM e TEIbHOCTH?

4. KakoB nopsi1ok u TpeGoBaHus K 0)OPMIICHUIO IPUKA30B 110 JINYHOMY COCTaBY?

5. Kakue popmynupoBKU B pacriopsiIUTEIbHON YacTH UCTIOIB3YIOTCS B PUKa3ax,
pacnopsHKEHUSIX, YKa3aHUSX, PEILICHUsIX?

3aoanue NeSTema:«Opranuzanus ciyKObl Jea0mpou3BoacTBa. OpraHu3aimoHHbIE (HOPMBI
paboThI ¢ JOKyMEHTaMH. THIIOBbIE OPTaHU3AMOHHBIE CTPYKTYPHI CIIY>KOBI AETIOMPOM3BOICTBA. »

CoctaBuTth J0IKHOCTHYIO HHCTPYKIUIO CEKpeTapsi-pedepeHTa opraHu3aluy B COOTBETCTBUU
¢ TpeOOBaHUSIMH.

Bonpocwt ons camonooecomosku.

1. Kakue 10OKyMEHTbI OTHOCATCSA K OpraHU3allMOHHBIM JTIOKYMEHTaM?

2. Kakyto yHKIHIO BBITIOIHSAIOT OpraHU3allMOHHbIE TOKYMEHTHI?

3. KakoBsl nmpaBuiia opopMiIeHNsT OpraHU3aIMOHHBIX TOKYMEHTOB.

4. Kakue pekBU3UTHI cojepkarcs B [1ookeHUH 0 CTPYKTYPHOM MOApa3AeieHuN
opraHu3aiuu?

5. Kakue pexkBU3UTHI cofiepkatcs B JJOIKHOCTHON MHCTPYKITUU?

6. Kakue pexBu3uThl cogepkarcst B CTpyKType U IITaTHOM YMCIEHHOCTH OpraHu3aluu?

7. Kakue pekBu3uTHI cofepskarcs B LlITaTHOM pacnucanuu opranuzanuu?

8. Kakue pexBu3uthl cogepxarcs B JloroBope-koHTpakTe?

3aoanue 6Tema:«Opranuzanusi AokymeHTooOopora. [Ipobnema coBepIieHCTBOBaHUS
nokymeHToo0opoTa. [loHATHE «I0KYMEHTOOOO0pOT», €ro pa3BuTHE W HOpMa. OCHOBHBIE MpaBHIIa
OpraHu3ali JOKyMeHTooOopoTa B yupexaeHuu. Ilpuem, oOpaboTka U pacmpeaereHue
MOCTyHaromMX JoKyMeHTOB. IlpaBuna 00paboOTKM HMCXOAAIUMX JOKYMEHTOB. Perucrpauus



JOKYMEHTOB. 3Hau€HHWE U 3aJaud PErUCTpaluu JOKYMEHTOB. DOpMBI pEerucTpaluu JAOKYMEHTOB
(>KypHaJIbHas1, KApTOUYHAas1, FJEKTPOHHA ). »

3adanue: coctaBUTh U OPOPMHUTH PETUCTPALIMOHHBIN KYpHAII C 3aMUCAMHU O JOKYMEHTE.

Bonpocwt ona camonoozomosku:

1. YUto Takoe perucrpanus 10KymeHTa?

2. Kakue ¢opmbl peructpanuu JOKyMEHTOB BaM U3BECTHBI?

3. Kakue cBeieHUs1 0 JOKYMEHTE BHOCSITCSI B PETUCTPAllMOHHbBIN )KypHa?

4. B ueM npenMyInecTBa MEKTPOHHON (HOPMBI perrucTpaIiy JOKyMeHTa?

3aoanue 7 Tema: «HpopmarmonHo-cipaBouHas pabora 1o qokymeHTam. MudopmamonHo-
CIpaBOYHbIE JOKYMEHThl. KOHTpOJIb 3a MCIIOJHEHHEM JOKYMEHTOB. 3HAU€HHE U BUIBI KOHTPOJI.
®opmbl KoHTpoIIst. CpoKoBasi KapTOTEKA. »

3aoanue: cocTaBUTh U 0POPMUTH MUCEMO- IPOCHOY B COOTBETCTBUH € TPEOOBAHUSIMHU 110
MPEITIOKEHHOMY 00pasiy:

3aKphITOE aKIIMOHEPHOE OOIIECTBO

“OKOHUK A” lupekTopy naBuiboHa
Bcepocculickoro BeicTaBou-

Pszanckuii np-1, 99, kopn. Mocksa, 1109542, Horo nientpa
T. 371-3922, daxc (095) 377-8227

r-uy Typosy B.C.

10.09.2004 Ne 01-18 / 395

Ha Ne oT
O mpeocTaBiIeHUN BHICTABOYHOM
oI

ITpocum Bac npenocraButs B apeny Haeil gupme 300-400 kB. M BBICTaBOYHOM ILIOLIAN
1utst poBesieHus ¢ 13 Hosopst mo 31 nexadbpst 2004 r. Beepoccuiickol poKAEeCTBEHCKOU IpMapKu
o0yBH.

Omutaty rapantupyem. Hamm 6aHKOBCKHE PEKBUBUTHL ...

Wcnonuutensubiil nupextop [oanucs A.A.Kouepos

I'naBubIit Oyxranrep [Hoanuce I'.B.Tymanos

IleyaTts

CnaBuna Anna EBrenseBHa 377-65-45

Bonpocwt onsa camonoozomosku:

. Kakue Bup1 nH(OpMaIIMIOHHO-CIIPAaBOYHBIX JOKYMEHTOB BaM U3BECTHBI?

. Kakue ¢pyHkunu BoIIOTHAIOT HHGOPMALIMOHHO-CIIPABOYHbIE IOKYMEHTHI?
. Kakue pekBu3uTHI coziepkarcs B IpOTOKOJIE?

. Kakue pexBu3uThl conepxarcs B akre?

. Kakue Buibl 1OKIaIHBIX 3alIUCOK BaM U3BECTHBI?

. Kakue BuibI 1€710BBIX THCEM BaM U3BECTHBI?

. Jlyig 9ero npeaHa3Ha4Y€Hbl rapaHTUHHBIE TICbMa?

. Kakne pexBU3NTHI coziepKaTcsl B TapaHTUHHBIX MUCbMax?

. KakoBel TpeboBaHus K 0()OPMIIEHUIO CITYKEOHBIX TEJIeTrpaMM, CIyXKeOHBIX
TenegoHorpamm?

10. Kakue Buzbl 1 OpMBI KOHTPOJISE BaM U3BECTHBI?

3aoanue 8. Tema: «OpraHuzanusi TEKYIIEro XpaHeHUs OOoKyMeHToB. HomeHknatypa nen.
®opMupoBaHue aenn. XpaHEeHUue Je.»

3aoanue.CoctaBUTh IPUMEPHBIN 00pa3el] HOMEHKIIATYpPhI A€l CTPYKTYPHOTO MOpa3ieaeHHs.

Bonpocul ona camonodeomoexku:

1. Yro Takoe hopmupoBanue nen’?

2. KakoBbl OCHOBHBIE IPUHIHUITBI (POPMUPOBAHUS A€ ?

3. Uto Takoe HOMEHKJIaTypa Jen?
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4. Kakue TpeOoBaHUs MPENBABISIOTCSA K COCTaBICHUIO U O(POPMIIEHUIO HOMEHKIIATYpHhI J1e?

5. Kakuie peKBU3UTHI UCTIOIB3YIOTCS MPU 0YOPMIIEHUH HOMEHKIIATYPBI eI’

3aoanue 9.Tema: «lloaroroBka Jen K apXMBHOMY XpaHEHHUIO. OKCIEPTHU3a IEHHOCTH
nokymenta. Odopmiienue nen. Cocrapnenue onuceit nen. [lopsiok nepenadu aei B apxXuB.»

3adanue: coctaBUTh U OPOPMUTDH aKT O BBIICICHUU AeNl K YHUUYTOKEHUIO.

Bonpocwt ona camonoozomosku:

1. Yo Takoe sKcnepTU3a IEHHOCTHU IOKYMeHTa?

2. KakoBbl 33124 IPOBEJICHUS SKCIIEPTU3BI LICHHOCTU JOKYMEHTA?

3. KakoBbI KpUTEpUH, MPEIBABISIEMbIE K TOKYMEHTY SKCIEPTHON KOMUCCUEH?

4. KakoB MoOpsiIOK COCTABJICHUS OMUCEH J1em?

5. KakoB nopsok niepegayu Jaei B apxuB?

KoHTpOIb BBITIOIHEHUS CTYACHTOM 3aJJaHHUH JIJIsl CAMOCTOSTEIbHON PabOTHI TIPOBOIUTCS B
X0/JIe ayAUTOPHBIX 3aHATHI, KOHCYJIbTAIINH, a TAK)KE MPU ONPEACSICHUH I0MYyCKa K 3a4éTy.

2.1.3.TeMbl AJ1 BHINOJIHEHHSI TBOPYECKHX PadoT, pedpepaToB, T0KJIAT0B

HcTopus pa3BUTHS AETONPOU3BOICTBA.

CraHoBJICHHE JIeTI0NPON3BOICTBa B Poccun

Jenonpon3BoICTBO B AOPEBOIIOLMOHHON Poccrn

CoBeTcKHii IEPUO]T Pa3BUTHS ICTIONPOU3BOJICTBA

Kparkas xapakTepucTiKa JIeHCTBYIOIINX B CTpaHE YHU(PHIIMPOBAHHBIX CUCTEM JOKYMEHTAIUH.
Hcropuueckuii xapakTep JOKYMEHTOB U JIOKYMEHTUPOBaHUs. Pa3BUTHE MOHATHS JTOKYMEHTA.

CoctaB Gopmymsipa TOKyMEHTOB Ha Pa3IMIHBIX HOCUTEISAX HHPOPMAIIHH.

TpeOoBaHusI K M3TOTOBJICHHUIO, YYETY, UCIOJIB30BAHUIO U XPAHCHUIO OJIAHKOB C BOCIIPOU3BEICHHEM
lNocynapctBennoro rep6a Poccuiickoit @enepanuu, repooB cyonrekToB Poccuiickoit denepanumu.
dopmyisip-oOpaser OpraHu3alMOHHO-PACTIOPSIUTEILHOTO JIOKYMEHTa KaK CXeMa PaCIOJIOKCHHS
PEKBU3UTOB.

CocrasieHue 1 0opMIICHUE TOKYMEHTOB ¢ UcTojb3oBanueM [1K.

[IpaBuia BbIIa4y KONMHUHA JOKYMEHTOB B OpPTaHU3AIIHSX.

3HayeHHne KOMITbIOTEPU3ALIUU TOKyMEeHTo000poTa st paboThl ciayx0b IOY.

KaprouHnas cucrema peructpaiyu J0KyMEHTOB.

NudopmannonHo-cnpaBoyHasi paboTa Mo AeMCTBYIOIIM HOPMATUBHO-TIPABOBHIM aKTaM.
TexHonorus WHGOPMAIIMOHHO-CIIPABOYHONH pPa0OTBI € TOMOINBIO CIPABOYHBIX KapTOYeK W
PErUCTPaIIMOHHO-KOHTPOJIBHBIX KapTOUeK.

OcHOBHBIE BU/IBI TOKYMEHTOB, HY)KJAIOIIUECS B YTBEPKICHHUH.

OcHOBHbBIE BU/Ibl JOKYMEHTOB, Ha KOTOPBIX IPOCTABIISIETCS MeYaTh.

[lepeyeHb HOPMATHBHBIX JIOKYMEHTOB, PETIAMEHTHPYIONIMX TIOPAJOK OINEPATUBHOTO XPaHEHHS
WCIIOJTHEHHBIX IOKYMEHTOB.

[TpUHIUTIBI ¥ KPUTEPUH OTIPENIEIICHUS] HAYYHO-TEXHUYECKON W MPAKTHYECKOW IIEHHOCTH JJOKYMEHTOB.
HopmartuBHO-MeTO[MuecKre T0KyMEHTHI (eiepaabHOi apXUBHOM ciyx0b1 Poccun.
HopmatuBHO-MeTOIMUECKHE TOKYMEHTHI, peTrIIaMEeHTHPYIOIe paboTy ¢ 00pamieHusIMHU TPaKaaH.
OcoO6EHHOCTH TEXHOJIOTMU PAOOTHI ¢ OOpAIIEHUSIMH IPaX/IaH.

[TonroToBka JOKYMEHTOB K apXHBHOMY XPaHEHUIO

DKcrepTu3a eHHOCTH JI0KYMEHTOB.

HcrouyHukm 17151 NOATOTOBKHU K AU(depeHIMPOBAHHOMY 3a4eTy
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